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IMOJIO)KEHUE
OB SJIEKTPOHHOM 1OKYMEHTOOBOPOTE

1. O6mue nosoxenus

1.1. INonoxenne 06 31eKTpOHHOM JloKyMeHTo0b0poTe pa3paboTaHo B COOTBETCTBHH C
TpeGoBanusmu PenepanbHoro 3akona ot 29.12.2012 Ne 273-03 «O6 obpa3oBaHuu B
Poccuiickoii ®enepauu», DenepansHoro 3akona or 27.07.2006 Ne 149-®03 «O6
WHGOPMAUKH, WHOOPMALMOHHBIX  TEXHOJNOMMAX W  3aliuTe HHDOpMaLHHY,
DejiepanbHoro 3akona or 27.06.2007 Ne 152-®3 «O NEPCOHAJIBHBIX JAHHBIXY.

1.2, Tlonoxenne 06 21eKTPOHHOM nokymeHToobopore (nanee- [lonoxkenue)
YCTaHABIIHBACT €/lMHbIe TPeOOBaHWA K OpraHusalMu paboThl ¢ JIOKYMEHTaMH,
IOTYHAeMbIMH 1 OTHPABNISEMBIMH C [TOMOILBIO 37I€KTPOHHOI TOYTHI.

1.3. Jlas ueneif nactosuero IMonoxenus YCTaHaBJIMBAIOTCS CIAEAYIOIUIHE TEPMHUHBI
OTpe/IeNICHHS

Onektponnas moura (DII) — cucTeMa, MO3BONAIOWIAS TOJIB3OBATENSM OTIPABIATH
COOOLICHHS Yepe3 MOJIEM WIIH CETEeBOE COEMHEHHE ¢ OHONO KOMIBIOTEPA Ha JAPYroii.
HokymenTupoBannas uHbopmaius (HoKymeHT) — 3adukcupoBaHHas Ha MaTepHalIbHOM
HocHTeslle HMHGOPMALMS C PEeKBHU3UTAMH, MO3BOJAIOMMMH ee HICHTH(DHLIHPOBATD.
ONEKTPOHHBIH .JIOKYMEHTOOGOPOT (BH0) - opranuzaumMonHO | NpPOrpaMMHO  —
TEXHHYECKH YNOpAA0YeHHas MH(OPMALMOHHAs CHCTeMa, OobecreunBalonas npoLece
obmena, cBopa, 00pabOTKH, HAaKOMIeHHS M XpaHeHHs MHQOpPMALNH [OCPEACTBOM
NIEKTPOHHBIX JIOKYMEHTOB.

OnexTponHslii gokyment (D]I) — AOKYMEHT, CO3/IaHHbIH MpPH [OMOIM 3JIEKTPOHHBIX
AllapaTHO — TEXHHYECKHX M NPOrPAMMHBIX CPEACTB, (PHKCHPYeMbIii B IHGPOBOM Kojie
B (opmMe HACHTHYHIMPYEMOro 1O CONEpPKATENBHON HACTH HMEHOBAHHOIO Gaiina,
AOCTYNHBIH s nocneayiomeli  o6paGoTku, HCMONB30BaHMS, BOCIIPOH3BE/ICHHS



(oTOOpaXkeHnsT) U BU3YaJbHOTO BOCTIPUATHSA, a TAKXKE JUIA MEepeladydl U TMOTyUeHUs 10
TEJICKOMMYHUKAIIMOHHBIM KaHajaM CBs3H. [1akeT 3JeKTPOHHBIX TOKYMEHTOB (TaKeT) —
oauH unu 6oaee DI,

OnexktpoHHoe cooluieHue (DC) — IOTMYECKH MEJOCTHAasi COBOKYIHOCTh JaHHBIX,
UMCIOIMX  CMBICI  JJI1  YYaCTHUKOB  WMH()OPMAIMOHHOTO  B3aWMOJCHCTBUS,
3aKOJMPOBAaHHAsI CIIOCOOOM, TO3BOJISIONIMM OOECHEUYUTh €€ 00pabOTKy CpeAcTBaMH
BBIYMCIIUTEIILHON TEXHUKH, TIepeaady Mo TEICKOMMYHHKAIMOHHBIM KaHajaM CBSI3H U
XpaHCHHE Ha MAITMHOYUTACMBIX HOCHUTEIISIX HH(POPMAIMOHHBIM KaHAJlaM CBS3H U
XpaHEHHE Ha MAIIMHOYUTAEMbIX HOCUTENSAX HH(POPMALIUH.

VYyactHuk — padotHuku u agmuuuctpaiuss MbOY «COLI Ne 4 um. @©.M.TonOyxuna
r.Cumdeporionsi, y4aCTBYIOIIUE B JJIEKTPOHHOM JOKyMeHTooOopote (manee — OVY).
OtnpaBuTenb 3JIEKTPOHHOTO JOKyMeHTa (OTHpaBuTenb) — pabdoTHuk OY win
agmuaucTpanmst OY, KOTOpoe HampaBisIeT dJICKTPOHHBIA JOKyMeHT. [lomydarerns
AJIEKTPOHHOTO JOKyMeHTa (moisiyyatenb) - pabotHuk OY wim aamunuctpanus OV,
KOTOPOMY OTIIPaBJICH DJCKTPOHHBIA JAOKYMEHT. JlocTaBKa 3JIEKTPOHHOTO TOKYMEHTa
(moctaBka) — GUBMUECKUN TMPOIIECC TEPEMEIICHUs] AJIEKTPOHHOTO JIOKYMEHTa OT
OTMPABUTEIIS K MOTYYaATENIO.

1.4. B Hacrosimiem Ilonoxkenuu B KadecTBe O]l paccMaTpUBAIOTCS DJIEKTPOHHBIC
CITy>K€OHO-UH(POPMAITMOHHBIE TOKYMEHTHI.

1.5. TlonoxkeHue pacnpoCTpaHs€TCs Ha OpraHu3aluilo padoThl C JIOKYMEHTaMH,
MepeIaBacMbIMU M TTOJTYYaE€MBIMH C TIOMOIIBIO JJICKTPOHHOW IMOYTHI, BKIIFOYAs WX
MOATOTOBKY, PETUCTPAIIHIO, YIET, OTIIPABKY U TOJIyYCHHE.

1.6. TpeboBanus, ycrtanapimuBaeMbl [lonoxeHreM, o0s13aTeNbHBI IS BCeX PaOOTHUKOB
oV.

1.7.  OTBETCTBEHHOCTh 3a OpraHU3allMI0 M COCTOSHHUE JIOKYMEHTAIlMOHHOTO
oOecrieueHuns TOCPEJICTBOM 3JIEKTPOHHOM 1ouThl B OV BO3/araeTcsi Ha OTBETCTBEHHBIE
JU1a U pabOTHUKOB:

® TOAJEP)KKA B PpabOTOCIIOCOOHOM COCTOSIHUM TEXHMYECKOT0 M MPOrPaMMHOIO
oOecrieueHus, OTBEYAIONICTO 33 (PYHKITMOHUPOBAHUE AIICKTPOHHOMN TIOYTHI,

® MpueM, KOHTPOJIb YHUTAEMOCTH M JOCTOBEPHOCTH, pacrieyaTka €clid HET IPYTrux
BO3MOXKHOCTEH O3HAKOMJIGHUS C DOJCKTPOHHBIM BapHaHTOM TEKCTa), VyYe€T U
pacrnpeneneHus MOCTYMAINX JOKYMEHTOB;

® MIOJITOTOBKA U OTIpaBKa MH(GOPMAITUH B aJIpEC OpraHU3AINH, PUCTABIIEH JOKYMEHT,
0 JaTe TMPUEMKH JOKYMEHTa W JIaTe JOBEICHHUS J0 JOHKHOCTHOTO JiMIa (Tmepeaadyu B
JIEJOMPOU3BOCTBO);

e repeayda JOKYMEHTOB Ha PACCMOTpPEHHE PYKOBOIUTENIO (B EIOMPOU3BOJICTRO);

® yUeT U perucTpanus oTnpabisgeMbx 3 OY NOKyMEHTOB, MPOBEPKa MPABHIIBHOCTH WX
o(OopMIICHUS U OPTaHU3AINSI UX OTIIPABKHU;



® KOHTPOJb MOJy4YeHHUs HHPOpPMALUU aJgpecaToM, OpraHu3alus B cliydae
HEOOXOJIMMOCTH, TOBTOPHO OTIIPABKU JIOKYMEHTA; ® ONEPaTUBHOE PELICHHUE BOIPOCOB
o paboTe MEKTPOHHOM TOUTHI.

2. Yci0Bus 10MycKa Y4YacTHHKA K ocywecTBiaeHuio 3/10

2.1. Y4acTHHK JOIyCKAaeTCs K OCYIIECTBICHUIO TOKYMEHTOO00POTa MOCIIE BHIITOJTHEHUS
BCEH COBOKYITHOCTH CIICAYIOIINX AEHCTBUM:

2.1.1. VYcraHoBKM HEOOXOJUMBIX ammapaTHbIX CPEACTB, MPOrPaMMHOTO U
nH()OpMaITMOHHOTO 00eCTICUCHUSI.

2.1.2. Opraauzanus siuyKa 3JIEKTPOHHOU MOYTHI MOJIy4aTesl.

2.1.3. CornmacoBanusi MeXAy YUYACTHUKAMH IIEPEUYHsS JOKYMEHTOB IEPEAABAEMBIX I10
TEJIEKOMMYHUKAIIMOHHBIM KaHajlaM CBSA3H B JIEKTPOHHOM BHUJIE.

3. Opranmn3anus 3JJeKTPOHHOT0 JOKYMEHT0000poTA

3.1. Ilopsiiok opraHu3aiu 3JI€KTPOHHOTO JOKYMEHTOO00pOTa:

3.1.1. DneKTpOHHBIN TOKYMEHTOOOOPOT BKIIFOUAET B CEOsI:

¢ (popMUpPOBaHUE HIEKTPOHHOT'O TOKYMEHTA;

® OTIIPABKY U JOCTABKY 3JIEKTPOHHOTI'O JIOKYMEHTA;

® [IPOBEPKY IEKTPOHHOT'O JOKYMEHTA,

® [10JITBEPKACHUE MOTYyUYEHHUS dJIEKTPOHHOTO IOKYMEHTA;

® YYET 3JIEKTPOHHBIX JOKYMEHTOB;

® XPaHEHUs JIEKTPOHHBIX JTOKYMEHTOB (BEI€HHUE apXUBOB AJIEKTPOHHBIX JOKYMEHTOB).
3.1.2. ®opmupoBaHuE SJIEKTPOHHOTO JOKYMEHTAa OCYLIECTBIIIETCS B CIEAYIOLIEM
MOPSIJIKE:

¢ (popMUpOBaHUE 3JIEKTPOHHOTO TOKYMEHTA B BUJI€ UMEHOBAHHOTO (ailna;

e [0JIKMcanre C(HOPMUPOBAHHOTO AJIEKTPOHHOIO JOKYMEHTA B BUJE UMEHHOTro (¢aiina.
3.1.3. ChopmupoBaHHBIN IEKTPOHHBIN JOKYMEHT UMEET IOPUANYECKYIO CHITY U BIICUET
MIPEAYCMOTPEHHBIE ISl JAHHOTO JOKYMEHTAa IPaBOBBIE IOCIEIACTBUSA B CIIy4ae €ro
HaJyIexalero oopMIIeHHs B COOTBETCTBUMU ¢ HacTosMM [lonoxxennem.

3.14. C nuenbto yMmeHblIeHUST OOBEMOB TMepegaBaeMod uHbopManuu 1pu
TPAHCIIOPTUPOBKE AJIEKTPOHHBIX JTIOKYMEHTOB MOTYT HCHOJB30BATHCS CHEIHAIbHbIC
AITOPUTMBI CKATHUST MH(POPMAIIHH.

3.1.5. Bce ropuanueckue AeHCTBUA, O(OpMIsIEMbIE TIOCPEICTBOM DJIECKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUH C HacTOAIMM [lonokeHneM, MpU3HarOTCs COBEPILIEHHBIMU
B MMUCbMEHHOM (hopMe U HE MOTYT OBITh OCIIOPEHBI TOJBKO Ha TOM OCHOBAaHUH, UTO OHU
COBEPILIEHHBI B JJIEKTPOHHOM BHUJIE.



3.1.6. Tlocne momyuyeHUs] 3JIEKTPOHHOTO JOKYMEHTa MOJy4yaTellb 00s3aH HamnpaBUTh
OTIPABUTEII0 TAKOIO JOKYMEHTa IIOATBEPKICHUE O MOIYyYEHUU DIIEKTPOHHOTO
JOKYMEHTA.

4. Opranmu3anusi padoThl € NOCTYNAKIIEH KOPPeCIOHIeHIH el

4.1. CnocoObl 10CTaBKU KOPPECIIOHACHIINH:

4.1.1. JlocTaBka KOPPECHOHICHIIMN OCYILECTBISETCA MO AJIEKTPOHHOM MOYTE.

4.2. ITpuem u 06paboTKa KOPPECTIOHCHIUU:

4.2.1. KoppecnoHaeHIus, MOCTYIMA0IIasl MO AJIEKTPOHHOH 1mouTe oT paboTHUKOB B OV,
MPOXOJIUT YEpe3 AaHTUBUPYCHYIO IPOBEPKY, pacleyaThiBacTcs (€CIM HET JPYyrux
BO3MOKHOCTEI O3HAKOMIIEHHS C OJJIEKTPOHHBIM BAapHAHTOM TEKCTa), MPOXOJUT
MEPBUYHYIO 00pabOTKY, paclpeenieHle, perucTpaluio.

4.2.2. B nporiecce nepBoHaualbHOW 00paObOTKM MOCTYMAOIIEH KOPPECIIOHECHIIUU BCE
JOKYMEHTBl TPOBEPSIOTCS HA HAJWYUE BUPYCOB, MPOBEPSETCA HUX YUTAEMOCTh U
noJiHoTa. 4.2.3. DIEKTPOHHOE COOOIIEHNE CUMTAETCS] MOCTYHHUBIIMM IOCIE MPOBEPKU
IIOJVIMHHOCTH ¥ BO3MO>KHOCTHU €r0 BOCITPOU3BEICHUS.

4.2.4. Tlpuem KOppECTIOHACHIIMH (YTEHUE TOYTHI) OCYIECTBISETCA YUYaCTHUKAMHU HE
peXe MATH pa3 B ICHb.

4.2.5. O6paboTka KOPPECHOHJICHIIMU TPOU3BOJUTCS B JCHb €€ MOCTYIUICHHUS WIA B
nepBbIi pabounii IeHb NPU MOCTYIJICHUH B HEpabouure JTHHU.

4.2.3. Peructpauusi JOKyMEHTOB U MEpeAaya ux B JICJIIONPOU3BOICTBO:

4.3.1. Bce noctynuBiime JOKYMEHTBI PETUCTPUPYIOTCS K 00padaThIBAIOTCS.

4.3.2. Peructpanusi 10KyMEHTOB MPOU3BOAUTCA B ICHb UX MOCTYIUICHHS WM B MEPBBIH
pabouuii AeHb NPU MOCTYIJICHUU B HEpabouue JTHH.

4.3.3. [locne peructpaiuu Mnojay4eHHble JOKYMEHTHI IEPEJAIOTCS B IEJIOMPOU3BOJICTBO.
4.4. IToaTBepKI€HUE O TTOJTYUYCHUH SJIEKTPOHHOTO JIOKYMEHTA!

4.4.1. IIpn nosy4eHUM 3JIEKTPOHHOTO JOKYMEHTA IOJy4YaTelb [0 3alpoCy HAIpaBIsIET
OTMPABUTENIO TAKOTO JIOKYMEHTa TOJITBEPKACHUE O TOJYYEHUH BJIECKTPOHHOTO
nokymeHTa. [loaTBepkneHne HanpasisieTcs B (popMe AIEKTPOHHOTO COOOIICHHUS.

S. Opranusanusi OTHPAaBKH JOKYMEHTOB

5.1. IloaroToBKa JOKYMEHTOB K OTIIPABKE.

5.1.1. K npokymeHTaM, OTHpaBISIEMBbIM I10 DJJIEKTPOHHOM IMOYTE, NPEIbIBISIOTCS
cienyromye TpeOoBaHUsI TOKYMEHTHI TOTOBSTCS C MOMOUIBIO TEKCTOBOIO peIaKkTopa
Word unu tabnmunoro penaktopa Exell ¢ ucnonb3oBanmem mpudToB Arial, Times
New Roman u moryT conepxkats rpaduueckue nzoopaxenus B ¢popmare PDF, JPEG.



5.1.2. Ilpm oTmpaBke JTOKYMEHTOB MpPEABAPUTEILHO IPOU3BOJMUTCS MPOBEPKA HX
JOCTOBEPHOCTH.

5.2. OtnpaBKa JOKYMEHTOB I10 3JIEKTPOHHOM I1OYTE.

5.2.1. JlokyMeHTBI, IOJIEKAIIME OTIPABKE MO 3JEKTPOHHOM MoUTe, 00pabaThIBAOTCA U
OTIPABJSIIOTCS. B JIGHb HUX TMOCTYIUIGHHS 10O, Kak HWCKIIOYEHUE, HE TO3/HEe
CJIeYIONIEro paboyero JaHsl.

5.2.2. Jlocpulka WJIM 3aMEHa paHee pPa30CIaHHOTO JOKYMEHTa OCYIIECTBISAETCS I10
YKa3aHUIO JULA, NOJIUCABIIErO JOKYMEHT.

5.2.3. B OOHOM »SJIEKTPOHHOM COOOIIEHMH, Kak IpaBWIO, IEPECHUIAETCS OJUH
JOKYMEHT. B ciydae, ecin HeoOXOquMO mepeciaTh HECKOJIbKO JOKYMEHTOB, OHHU
MoJjiIeXkaT 00s3arenbHoi ynakoBke B apxuBax RAR wimu ZIP. JlokymeHnt, oObeMom
oonee 100 xbaiit, apxuBupyercs.

5.2.4. Ilepen oTmpaBKOM JOKYMEHTA MO AJIEKTPOHHOH MOYTE HEOOXOAUMO MPOBEPHUTH
€ro Ha HaJIM4ue BUPYCOB.

5.3. C noMOWBIK 3JIEKTPOHHOW ITOYTHI OCYIIECTBIIETCS ONEPATHUBHAS Iepenaya
uHpopManuu B BHUJE: ® IMPUKA30B U PACHOPSIKEHUM; ® YKa3aHUW W IHCEM; @

ANIEKTPOHHBIX COOOIIEHUI; ® TOKIAJAHBIX U CITY>KEOHBIX 3aITUCOK.
6. XpaHeHue 3JIeKTPOHHBIX JOKYMEHTOB

6.1. Bce anexkTpoHHbBIE TOKYMEHTHI JIOJDKHBI XPaHUTHCS B TOM ke (opmare, B KOTOPOM
OHM ObUTH C(POPMUPOBAHBI, OTIPABIICHBI M TIOTYYEHBI.

6.2. Cpok XxpaHeHHUS IEKTPOHHBIX JIOKYMEHTOB JOJKEH ObITh MEHEE TSTHU JIET.

6.3. XpaHEHUE OBJIEKTPOHHBIX JTOKYMEHTOB JIOJDKHO COMPOBOXAATHCA XPAHEHUEM
COOTBETCTBYIOIIIETO MTPOTPAMMHOTO 00ECTICUeHHUSI, TTO3BOJISIFOIIIETO UMETh BO3MOYKHOCTh
paboOTHI € AIEKTPOHHBIMU KXypHAJIaMU U JOKYMEHTaMH.

6.4. O0sI3aHHOCTH XPaHEHUs JIEKTPOHHBIX IOKYMEHTOB BO3JIararoTCsl Ha Y4YaCTHUKOB
2/10.

6.5. JIsg BBITIOTHEHUS TEKYIIUX paOOT MO BEJCHUIO JIEKTPOHHBIX apXWBOB YUYaCTHUKU
DJ10 Ha3HA4YarOT OTBETCTBEHHOE JIUIIO.

6.6. DIJIEKTPOHHBIE AapXMUBHl MOMJIEKAT 3allUTE OT HECAHKIIMOHMPOBAHHOTO AOCTYIIA,
HEMPETHAMEPEHHOTO YHUUTOKEHUS U (WJIN) UCKAKEHHUSI.

7. O0ecnieueHue HHPOPMALMOHHO 0€30MACHOCTH JJIEKTPOHHBIX JOKYMEHTOB

7.1.Cobmonenue TpeboBaHuii HMHGOPMAIMOHHON OE30MAaCHOCTH MPU OpraHu3aIru
ANIEKTPOHHOTO JOKYMEHTO00O0pOTa 00ECTICUHBAELT:

¢ KoH(UAEHIMAIBHOCTh WH(pOpMAMK (MOJYYUTh JOCTYN K HH(POpPMAIMH MOMKET
TOJIBKO OTIPEACIICHHBINA KPYT JIHII);



® IICJIOCTHOCTh II€pelaBaeMoil HMHQpopMaluu (rapaHTUPOBAHHWE, YTO JaHHbIE
nepenaroTcs 63 UCKaXKEHNUN U UCKIIF0YaeTCsl BO3MOKHOCTD ITOAMEHBI HHPOPMAIIH);

e ayTeHTHU(UKALKIO (KOT/la TepeaBaeMyr0 HHPOPMAIUIO MOKET HOIYyYUTh TOJIBKO TO
U0, KOMY OHO INpEeAHA3HAY€Ha, a OTIPABUTEIIEM SIBISIETCS MMEHHOTO TOT, OT YbErO
MMEHH OHA OTIIPABJICHA).

7.2. TpeboBanus no nHGOPMALMOHHON OE30MACHOCTH MPU OPTraHU3aIMU HIEKTPOHHOTO
JOKYMEHTOO0OpOTa  peanu3yloTcs  MOCPEACTBOM  NPUMEHEHHS  MPOrpaMMHO-
TEXHUYECKUX CPEICTB U OPraHU3alMOHHBIX MEP.

7.2.1. K mporpaMMHO-TEXHUYECKUM CPEACTBAM OTHOCATCS: ® MPOrPaMMHBIE CPEICTBA,
CHenuaibHO pa3paboTaHHBIE AJI1 OCYLIECTBICHUS 3JIEKTPOHHOIO JOKYMEHTOO00pOTa; @
cUCTEMa MapoJied U HUJECHTU(UKATOPOB JUIsl OTPaHUYEHMS AOCTyNa IOJIb30BaTENeH U
aAMUHUCTPATOPOB K TEXHUYECKUM U IPOTPAMMHBIM CPEACTBAM CUCTEMBI 3JIEKTPOHHOTO
JOKYMEHTOOOOpOTa; ®  IporpaMMHO—alapaTHble  CPEACTBA  3alUTBl  OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYTIa; ® CPEICTBA 3AIIMUTHI OT MPOTPAMMHBIX BUPYCOB.
7.2.2. K opraHn3alliOHHBIM MEPAM OTHOCSITCSI:

® pa3MelIeHNE TEXHUYECKHUX CPEJICTB B MOMELIEHUAX C KOHTPOIUPYEMBIM IOCTYTIOM;

® a/IMUHUCTPATUBHBIC OTPAHUYECHUS JOCTyIA K ’TUM CPEJICTBAM;

® 33JJaHUE PEKHUMA HCIIOJIB30BAaHUS IOJIB30BATEIAMU U aJIMUHUCTPATOPAMH MapoJIed U
UJEHTU(UKATOPOB;

® JIONYCK K OCYILECTBIICHUIO TOKYMEHTOO00POTa TOJBKO ONPEIeTICHHBIX JIMII;

® 110]I/IEP’KaHKUE MPOTPAMMHBIX CPEACTB B UCITPABHOM COCTOSIHUU;

e 00yueHue paboTHukoB OV

® 3aI[UTa TEXHUYECKHUX CPEJICTB O IMOBPEKIAIOLIMX BHEIIHUX BO3JACHCTBHUI (TOXap,
BO3/ICICTBHE BOJIBI U T.I1.)



