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1.2.

1.3.

[Tonoxxenue 00 IAEKTPOHHOM JOKYMEHTO0O0pOTE

B MyHuUIunanbHOM OrOJIKETHOM 0011e00pa3oBaTeabHOM yupekaeHuu «Cpennsis
oOmeoOpa3oBarenabHas MIKoJIa — AeTCKUM caj Ne37» MyHUIIMIIATBHOTO
oOpazoBanus ropojackoit okpyr Cumdpeponoins Pecriyoiuku Kpeim

1. OOmuume noJIoKEHUS
1.1.

Hacrosimee [lonoxenue 00 saexkTpoHHOM gokymeHToobopore MBOY «Cpennss
oOmreoOpa3oBarenpHas mkoya — Aetckuit caa Ne37» r. Cumdepornosns pazpaboTaHo B
cooTBeTcTBUHM ¢ TpeboBanusamu denepanbHoro 3akoHa ot 27.07.2006 Ne149 — @3 (pen.
or 31.12.2014) «O06 wuHdopmanuu, HHPOPMALMOHHBIX TEXHOJOTUAX U 3allUTe
uHpopmauu» (¢ U3M. 1 J101., BeTyI. B cuity ¢ 01.09.2015), denepanbHbIM 3aKOHOM OT
27.07.2006 Nel53 — @3 (pexn. ot 21.07.2014) «O mepcoHaNbHBIX JAHHBIX» (C U3M. U
nor.,Betyn. B cuity ¢ 01.09.2015), denepanbaoro 3akona ot 06.04.2011 Ne63 — O3
(pen. ot 28.06.2014) «O06 »nexTpoHHON UGPOBOM MOATUCH» (C U3M. U JOIL., BCTYI. B
cuiy ¢ 01.07.2020), deaepanbHoro 3akoHa oT 24.04.2020 Ne 122 — @3 « O mpoBeieHUn
HKCIIEPUMEHTA 110 UCIIOJIb30BAHUIO AJIEKTPOHHBIX IOKYMEHTOB, CBSI3aHHBIX C PA0OTOI».
[Tonoxenune 00 AMEKTPOHHOM JOKYMEHTOOOOPOTE YCTaHABIMBAET €IMHbIE TPEOOBAHUS
K OpraHu3aluu padoTel C JOKYMEHTaMH, OJy4aeMbIMU U OTIIPABISIEMBIMU C TOMOIIIBIO
AJIEKTPOHHOM MOYTHI.

Jis ueneit Hactosiuiero IlonokeHust ycCTaHABIMBAIOTCS CIEAYIOIIME TEPMHMHBI O
OTIpe/IeTICHUS:

OnektponHas nouta (JII) — cuctema, MO3BOJAIOIIAS MOJb30BATENSAM OTIPABIATH
COOOIIICHHS Yepe3 MOJIEM WIIH CETEBOE COCTMHEHHE C OJHOTO0 KOMITBIOTEPA HA JIPYTOM.

JlokymeHnTHpoBaHHas uHGopMaIus (TOKyMEHT) — 3a)UKCUPOBAHHAS HA MAaTEPHATIBHOM
HocuTene HHGOPMAIIHS C PEKBU3UTAMH, MTO3BOJISIONIMMHU €€ ASHTU(DUITUPOBATS.

OnexTpoHHbI O0KyMeHTooO0opoT (D/10) — oOpraHm3anMoHHO W MPOTPAMMHO —
TEXHUYECKHU YIOPSATOYCHHAs] MHPOpPMAIMOHHAS CUCTEMa, O00eCIeYnBaroias MpoIecc
oOMeHa, cbopa, 0OpabOTKHM, HAKOIJICHUS W XpaHEHHs HH(OpMAIMU TOCPEACTBOM
AIEKTPOHHBIX TJOKYMEHTOB.

ONeKTpOHHBIA JOKYMEHT (D/]) — MOKYMEHT, CO3MaHHbIH MPH MOMOIIM 3JICKTPOHHBIX
anmapaTHO — TEXHUYECKUX U MTPOTPAMMHBIX CPEICTB, GUKCUPYEMBIi B IIUPPOBOM KOJIE
B (QopMe HISHTU(HUIMPYEMOTO TIO COJAEPKATEIbHONW YacTH MMEHOBAaHHOTO (haiina,
JOCTYIHBIM JIJIT  TIOCTEAYIOMIeH 00paOOTKU, WCIOJIB30BAHUS, BOCIPOU3BEICHUS
(oToOpaxkeHus1) U BU3YaJIbHOI'O BOCIPHUATHS , & TAKXKE JJIS Mepejauu U MOJTYyUYEHUs 10
TEJIEKOMMYHUKAIIMOHHBIM KaHallaM CBSI3H.

[TakeT 3eKTPOHHBIX JOKYMEHTOB (MaKeT) — oAuH win 6omuee D/1.



1.4.

1.5.

1.6.

1.7.

OnektponHoe coobmieHne (DC) - JOTMYECKH 1ENOCTHAash COBOKYIMHOCTH JAaHHBIX,
UMEIOIINX  CMBICI ISl  yYaCTHUKOB  WMH(GOPMAIMOHHOTO  B3aUMOJCHCTBUS,
3aKOJIMPOBaHHAsl CIOCOOOM, MO3BOJIAIOIIMM OOECHedYuTh €€ 00pabOTKy CpelcTBamMu
BBIUMCIIMTEIFHONW TEXHUKH, Mepeady Mo TeJICKOMMYHUKAIMOHHBIM KaHalaM CBS3U H
XpaHeHHE Ha MATMHOYUTAEMbIX HOCUTEISIX HH(POPMAIIUH.

YyacTHUK — ydpexxJeHuss o0pa3oBaHUs CHCTEMbl OOpa30BaHUS, YYaCTBYIOLIHUE B
AIEKTPOHHOM JOKYMEHTO000pOTE.

OTHpaBI/ITeJIB QJICKTPOHHOTO JOKYMCHTA (OTHpaBI/ITeJIB) — q)HBHqCCKOG 501041
HOPpUANYCCKOC JINIO, KOTOPOC HAIIPABJISACT 3J'I€KTpOHHBII>1 HOKYMCHT.

[lonyyarenb 3JIEKTPOHHOTO JTOKYMEHTA (MOJydaTenb) — pU3nYecKoe Uin I0PUINYECKOe
JIMII0, KOTOPOMY OTIIPABJIEH 3JIEKTPOHHBIN JTOKYMEHT.

JlocTaBKa 3JIEKTPOHHOI'O IOKYMEHTA (ocTaBKa) — (PU3MUYECKUIN MPOLECC NTEPEMEILIEHUS
AJIEKTPOHHOI'0 JOKYMEHTA OT OTIPABUTENS K MOJIy4aTENo.

B nacrosimewm Ilonoxennu B kauecTBe DJ] paccMaTpuBarOTCS DJICKTPOHHBIC CITYKEOHO
— nHQOPMAIMOHHBIE JOKYMEHTHI.

[lonmoxxeHue pacmpocTpaHseTcsl Ha OpraHW3aluio padOThl € JOKYMEHTaMH,
nepeaBacMbIMA U TIOJyYaeMBIMH C ITOMOIIBIO AJIEKTPOHHON MOYTHI, BKIIIOUAs HX
MOJITOTOBKY, PErHCTpaIlfio, Y4YeT, OTIpPaBKy H TIOJydeHHE B 00pa30BaTEIIbHOM
YUPEKICHHH.

TpebGoBanus, ycranaBiauBaembie [lojoskeHueM, 00s13aTelbHBI IS BCEX PaOOTHHKOB
y4eOHOT'0 3aBE/ICHUS.

OTBETCTBEHHOCTh 32 OPraHU3aIMI0O M COCTOSHHUE TOKYMEHTAIlMOHHOTO OOECICUYCHUS
TIOCPE/ICTBOM DJIGKTPOHHOHM TMOYTHI B 00pa30BaTEIbHOM YUYPEKICHUH BO3JIaracTcs Ha
OTBETCTBEHHOE JIUII0, YTBEPKIAEMOE MTPUKA30M 110 00pa30BATEILHOMY YUPEKIACHHUIO:
- TonJepKKa B pabOTOCTIOCOOHOM COCTOSSHMM TEXHHYECKOT0 W MPOTPaMMHOTO
oOecrieueHusi, OTBEYAIOMEro 3a (YHKIMOHUPOBAHHME OJIICKTPOHHON TMOYTHl B
o0pa3oBaTeIbHOM YUPEKICHUH;

- cobmoienne rpaduka padoThl C IEKTPOHHON MTOYTOMH;

- TIpUEeM, KOHTPOJIb YMUTAEMOCTH U JOCTOBEPHOCTH, pacmedarka (eCciau HeT IPYrux
BO3MOXHOCTEH O3HAKOMJICHHUS C DJIEKTPOHHBIM BapHAaHTOM TEKCTa), y4eT U
pacmnpeesieHue OCTYNAIONUX TOKYMEHTOB;

- MOATOTOBKA M OTIIPaBKa MH(PpOpMAIUHU B aJJpeC OpTaHU3aI[iH, PUCITABIICH TOKYMEHT,
0 J1aTe MPUEMKH JIOKYMEHTa W JaTe JOBEISHUsS N0 JOHKHOCTHOTO JHIa (Iepeaadn B
JIETTOTIPOU3BOJICTBO);

- Iepeada JOKyMEHTOB Ha PAaCCMOTPEHNE PYKOBOIUTEITIO;



- YUYET ¥ perucTpanus OTIpaBiIsieMbIX U3 00pa30BaTEIBLHOTO YUPEKICHUS TOKYMEHTOB,
MPOBEPKA MPABIWILHOCTU UX O(POPMIICHUS M OpraHU3aIus UX OTIPABKH;

- KOHTPOJb TMOJy4YeHHs UHOpPMalMKM aJpecaToM, OpraHu3alus, B cllydae
HEO0OXOJUMOCTH, TOBTOPHOM OTMPABKU IOKYMEHTA;

- BEJICHUE KypHaJla ydeTa MOCTYMAIOIIUX U OTHPABISEMBbIX MO 3JEKTPOHHOU IMOYTE
JIOKYMEHTOB;

- OIIEpaTUBHOE PEIIICHHUE BOMPOCOB MO PabOTE AIEKTPOHHOMN MOYTHI.

1.8. PykoBoauTens 00pa3oBaTebHOIO YUPEKICHHUSI MOXKET YTBEPKIATh COOCTBEHHBIN
MOPsIIOK paboThI C TOKYMEHTaMU, HE MPOTUBOpeydamuil TpedoBanusm [lomoxeHusl.
1.9. Hacrosimiee IlonoxkeHuss He peryaupyroT BONPOChl OOMEHa 3JIEKTPOHHBIMU
COOOIIEHUSIMU, HE SBJISIFOUTAMHUCS JICKTPOHHBIMH JIOKYMEHTaMU.

1.10. VU3menenust u pononHeHus B Hactosmiee [lonoxxenue u [IpunoxxeHust Kk Hemy,
JIOBOJISITCSL 10 CBEJICHUSI YYACTHUKOB IOCPEICTBOM HAIpaBJIEHUSI YBEIOMJICHUS B
dbopMe DIIEKTPOHHOTO JIOKYMEHTa WM MHBIM CIIOCOOOM  00eCreunBaronuM
MOATBEPKJICHUE BPYUCHHS JOKYMEHTa IOJydaTesllo He To37Hee, 4yeM 3a 5 paboumx
JTHEH J10 JaThl OTYeTa.

1.11. Pacchuika 2JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCA IO  aJpecy,
IPEAOCTABISIEMOMY Y YACTHUKOM.

Il. YcnoBus nonycka yyacTHuka k ocyuiectBieHuo 310

2.1. YyacTHUK 10MyCKaeTCs K OCYIIECTBICHUIO IOKYMEHTOOOOPOTA MOCIIE BHIMOIHEHUS
BCEM COBOKYIHOCTH CIIECIYIOUIUX ICHCTBUM:

2.1.1. YcTraHOBKHM HEOOXOUMBIX aIIapaTHBIX CPEACTB, KIMEHTCKOTO MPOTrPaMMHOTO U
UH(OPMAIIMOHHOTO 00ECIICUCHHS.

2.1.2. Opranuzanuu siugKa 3JeKTPOHHOM MOYTHI HAa paboyeM MecTe MOoJydaress ¢
IPEAOCTABICHHBIM 3JIEKTPOHHBIM aIpECOM U aJIPECaMH MOYTOBBIX CEPBEPOB.

2.1.3. CornacoBanusi MeXAy y4aCTHHKaMH MEPEUHS JOKYMEHTOB, MEPEIAaBAEMBIX 10
TEJIEKOMMYHHKAIIMOHHBIM KaHaJlaM CBSI3H B AJIEKTPOHHOM BUJIE.

I11. Opranuzarus 3JIeKTPOHHOTO JOKYMEHTO000pOoTa

3.1. [Topsgok opraHu3aIiu AEKTPOHHOTO JIOKYMEHTO000pOTA:

3.1.1. DneKTpoHHBINH JOKYMEHTOOOOPOT BKIIOUYAET B CEOSI:

- (hopmMupoBaHKE PIEKTPOHHOTO IOKYMEHTA;

- OTIPaBKY U JIOCTABKY 3JIEKTPOHHOTO JOKYMEHTA;

- POBEPKY AJIEKTPOHHOIO IOKYMEHTA;

- IOJTBEPKACHUE MOTYyUECHHS JIEKTPOHHOTO JJOKYMEHTA;

- Y4€T DJJEKTPOHHBIX JOKYMEHTOB (PEruCTpalyi0 BXOMSIMIMX M  HUCXOJISIINX
AIEKTPOHHBIX TOKYMEHTOB)

3.1.2. ®opmupoBaHHE SIECKTPOHHOIO JTOKYMEHTa OCYIIECTBISETCS B CIEAYIOLIEM
MOPSIAKE:

- (opMHpOBaHUE JOKYMEHTA B BUJI€ MIMEHOBAaHHOTO (paiina;



- moJnucaHue c(pOpMUPOBAHHOIO SJIEKTPOHHOTO JAOKYMEHTa B BHJI€ MMEHOBAHHOI'O
daiina.

3.1.3. CpopmupoBaHHBIHN 3JEKTPOHHBIN TOKYMEHT UMEET IOPUANUECKYIO CUITY U BIICYET
MPEeTyCMOTPEHHbIE JJIsl JAHHOIO JOKYMEHTa IpPaBOBbIE IMOCIEACTBHUS B CIydae €ro
HaJyIexKanero opopMIIeHUs B COOTBETCTBUU ¢ HacTosuM [lonoxeHnuem.

3.1.4. C uenpl0 yMeHbLIEHUS OOBEMOB IepeAaBaeMoll uHQoOpManuu Mpu
TPAHCIIOPTUPOBKE SJIEKTPOHHBIX JOKYMEHTOB MOTYT HMCHOJIb30BAaThCS CIELMATbHbBIE
aITOPUTMBI CoKaTUsl HH(POpMAITUH.

3.1.5. Bce ropunuueckue AeHCTBUS, OdOpMIIsieMble IOCPEICTBOM 3JIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBUU ¢ HacTOSIIIHUM [lo0keHrnEM, MPU3HAIOTCS COBEPIIICHHBIMHU
B IMUCbMEHHOM (hOpMe U HE MOTYT OBITh OCTIOPEHBI TOJILKO HA TOM OCHOBaHUU, YTO OHU
COBEpILEHBI B JIEKTPOHHOM BHJIE.

3.1.6. Tlocne mosydeHHs! 3IEKTPOHHOIO JOKYMEHTa MOjydaTeib 00si3aH HalpaBUTh
OTPABUTENIO JOKYMEHT — MOATBEPKAECHUE O MOTYYEHUH IIIEKTPOHHOTO JOKYMEHTA.

IV. Opranuzamnus paboThl ¢ TOCTyMmaroIeld nHpopmaruei

4.1. CiocoObl JOCTaBKU KOPPECTIOHACHIINH

4.1.1. JlocTaBka KOpPECIIOHICHIIMU B 00Pa30BaTeIbHOE YUPEKACHHE OCYIIECTBIAETCS
0 JIEKTPOHHOM MOYTE.

4.2. Ilpuem u 06paboTKa KOPPECTIOHACHITNU

4.2.1.KoppecnioHieHuus, TMOCTymaromas B 00pa3oBaTeNbHOE YUYPEXKICHUE 10
ANEKTPOHHON MOYTE MPEIBAPUTEIBHO MNPOXOIUT YEpPEe3 AHTUBHUPYCHYIO IIPOBEPKY,
pacrieyaTbiBaeTcs (€CiIM HET APYTUX BO3MOYKHOCTEN O3HAKOMIIEHHMS C 3JIEKTPOHHBIM
BapUaHTOM TEKCTa), IPOXOIUT MEPBUUHYIO 00pabOTKY, pacipeaesieHrue, perucTpaluio.
4.2.2. B nporecce nepBoHAYaIbHOM 00pabOTKH MOCTYMHAIOMICH KOPPECIIOHACHIIUN BCE
JOKYMEHTBHI MPOBEPSIOTCS HA HAJIUYUE BHUPYCOB, IMPOBEPSAETCS HX YUTAEMOCTh H
MOJIHOTA.

4.2.3. DNeKTpoHHOE COOOIIECHHE CYUTACTCS IOCTYNMUBIIUM TI0 JUIMHHOCTH U
BO3MOXHOCTH €0 BOCIIPOU3BEICHHUSI.

4.2. 4. llpuem KoppecnoHAEHINH (UTEHUE MTOYTHI) OCYIIECTBIIAETCS HE PEKE JBYX Pa3 B
TI€Hb.

4.2.5. O6paboTKka KOPPECIOHICHIIMA MPOU3BOJAUTCA B JICHb €€ MOCTYIUICHUS WU B
MEPBBIA pabounii ACHb MPH MOCTYIJICHUN B HEpabouue JHHU.

4.2.6. Iopsimok mprueMa CpOYHOM KOPPECTOHACHIIMM a Hepabodee BpeMsl, BHIXOIHBIE U
Mpa3HUYHBIC JTHU YCTAHABIUBACTCS TUPEKTOPOM 00pa30BATEIBHOTO YUPEKIACHUS.
4.3. Peructpanusi JOKYMEHTOB M Mepeaaya ux B Je0npou3BoacTBo OY.

4.3.1. Bce nocTtynuBIIKE TOKYMEHTBI PETUCTPUPYIOTCS B )KYpPHAJIE yUe€Ta NOCTYIUBILIEH
0 3JIEKTPOHHOU MOYTE KOPPECTIOHAECHIIUH.

4.3.2. Peructpauusi JOKYMEHTOB MPOU3BOJUTCS B JICHb UX NOCTYIIJICHUS WU B IEPBBIN
pabouuii IeHb IpU MOCTYIJICHUU B HEpabOoUre THU.



4.3.3. Tlocne perucTpanuu B )XypHaJI€ ydeTa MOJTYyYEHHBbIE JOKYMEHTBI NEPEIAOTCA B
JEJIOMPOU3BOICTBO 00Pa30BATENBHOIO YUPEXKACHUS C 00sA3aTEIbHOM OTMETKOM B
KypHaJie yueTa.

4.4. TlonTBepxaeHUE O OJYYEHUU PIEKTPOHHOTO IOKYMEHTa

4.4.1. Ilpm mnOMy4YEeHUH DJIEKTPOHHOTO JOKYMEHTA IIOJYy4YarTellb HaIpaBIsAET
OTMPABUTENIO JOKYMEHT — MOATBEPXKICHUE O TOJYYCHUH SJECKTPOHHOIO JOKYMEHTA.
[ToaTBepxkaeHUE HaMpaBseTCs B opMe EKTPOHHOTO COOOIICHUS.

4.4.2. B moaTBepKJACHUU MOJDKHBI OBITh YKa3aHbl YHUKAJIbHBIA BXOJSIIUNA HOMED
ANEKTPOHHOTO JOKYMEHTA, JJaTa U BPeMsl NOJIy4EeHUSI JIEKTPOHHOTO IOKYMEHTA.

V. Opranuzainus OTIpaBKu JOKYMEHTOB.

5.1. IloaroroBKa JOKyMEHTOB K OTIIPABKE.

5.1.1. K poxymeHTaM, OTIpaBIsieMbIM IO DJJICKTPOHHOW IOYTE, MPEIbSIBISIOTCS
cienyroue TpeOoBaHus:

-TOKYMEHTBI TOTOBSATCS C MOMOIIBIO TeKCTOBOro pemaktopa Word uiau TabauMdHOTO
penakropa Excel ¢ ucnonszoBanuem mpudra Times New Roman  u He JHODKHBI
cojiepKaTh rpadyMueCKuX N300paKeHU;

- B BEpXHEM IIPABOM YTy JOJHKHO OBITH YKa3aHo «llepegaHo 1o 35eKTpOHHOM MoYTey;
- JTIOKYMEHT TOJIMHCHIBACTCS TUPEKTOPOM \ 3aMECTUTEISIMH AMPEKTOpa, U Mepe
OTIPABKOM 3aBepseTCs OTBETCTBEHHBIM 3a DJ10;

-TOKYMEHT COJIEP>KUT YUETHYIO MHPOPMAIIUIO O PETUCTPAIIUH B JAEIONPOU3BOJICTBE.
5.1.2. UcnonHuuTenb, MOATOTOBUBIINN JOKYMEHT, MPEACTABISIET €ro B OyMaXHOM H
AIIEKTPOHHOM BHUJIE M CIIMCOK PACCHUIKM OTBETCTBEHHOMY 3a palOTy C 3JIEKTPOHHOMU
IIOYTOM.

5.1.3. DnexkTpoHHOE COOOIIEHHE OT MMEHHU 00pPa30BaTEIBLHOIO YUPEKICHHUS TOJKHO
OBITh TOATBEPXKICHO, B clyyae HEOOXOAMMOCTH,  TOJIMUCAHHBIM OPUTHHAIOM
JOKYMEHTa, KOTOpPbIH  HAaXOAWTCS B  JIEJMOMPOU3BOJCTBE  00pa30BATEIHLHOTO
YUPEKICHHUSL.

5.1.4. llpu otrnpaBke JTOKYMEHTOB HIPEABAPUTEIBHO IIPOBOAMTCS MPOBEpPKAa HX
JOCTOBEPHOCTH M Y4YE€T B IKypHAJIE OTHPABISEMOM IO BJIEKTPOHHOM TIOYTe
KOPPECIIOHAEHIU Y.

5.2. OTtmpaBKa JOKYMEHTOB M0 AJIEKTPOHHOU MouTe.

5.2.1. IoOKyM€eHTBI, NOJIEKAIIUE OTIPABKE MO JIEKTPOHHON MOYTE, O UX NOCTYIUIEHUS
1100, KaK UCKITIOUCHHE, HE TIO3HEE CIASAYIOMIETO padoyero JTHS.

5.2.2. JlochliKka WA 3aMEHA Pa30CIIAHHOTO paHee JOKYMEHTa OCYLIECTBIISIETCS IO
YKa3aHHUIO JIUIA, TOAMKCABIIETO JIOKYMEHT.

5.2.3. 3amnpemiaercs nepeaaBaTh 3JIEKTPOHHONW MOYTON TOKYMEHTBI C MOMETKOM « /st
CITY’KEOHOTO IMOJIb30BAHUS.

5.2.4. B oaHOM »3JIEKTPOHHOM COOOIEHHM, KAaK MpPaBWIO, MEpEechUIaeTCs OAUH
JNOKyMEHT. B ciydae eciu HeE0OXOAUMMO TMepeciaTh HECKOJIbKO JOKYMEHTOB, OHU



nojasexar o0s3arenpbHOl ynakoBke B apxuBax RAR wunmum  ZIP. JlokymeHT 00beMOM
Oonee 100 kbait apXUBUPYETCS. ApXUBBI HE JOJIKHBI OBITH
CaMOPAaCIaKOBbIBAIOIIMMHUCS.

5.2.5. Ilepen oTnpaBKOl AOKYMEHTA MO 3JEKTPOHHON MoYTe HEOOXOIUMO MPOBEPUTH
€ro Ha HaJIM4ue BUPYCOB.

5.3. IlepeyeHb JOKYMEHTOB, OTIPABISAEMBIX IO JIEKTPOHHOM MOYTE.

5.3.1. C moMouipl0 3JIEKTPOHHOM IOYTHl OCYIIECTBISETCA ONEPATHUBHAs Iepenaya
uH(popMaIuu B BUJE:

- IPUKA30B U PACIOPSIKEHUN;

- YKa3aHUil U MH1ceM;

-3JIEKTPOHHBIX COOOIICHU;

- TeJerpaMM U TeJIePOHOTPaMM.

V1. XpaHeHue 37eKTPOHHBIX IOKYMEHTOB

6.1. Bce »5leKTpOHHBIE JIOKYMEHTHI JIOJDKHBI XPAHUTBCS B TEYEHHE CPOKOB,
OPEIyCMOTPEHHBIX  BHYTPEHHHMMH  JOKYMEHTaMH  YYacTHHKA. JIEKTPOHHBIE
JOKYMEHTBI JOJKHBI XPAaHUTHCS B JIEKTPOHHBIX apXHBaX.

6.2. DNEeKTPOHHBIE IOKYMEHTHI IOJKHBI XPaHUTHCS B TOM ke (hopmaTe, B KOTOPOM OHH
ObUTM cPOPMUPOBAHBI, OTIPABICHBI WM TMONy4eHbl. CpOK XpaHEHUs 3JIEKTPOHHBIX
JIOKYMEHTOB HE MOXET ObITh MEHEE MSTH JIET.

6.3. XpaHeHue HJIEKTPOHHBIX JOKYMEHTOB JIOJKHO COIPOBOXKIATHCS XPAaHEHUEM
COOTBETCTBYIOIIETO TMPOTPAMMHOT0 OOecredeHusi, 00eCneyrBaIoIIEero BO3MOXKHOCTD
paboThI C BIEKTPOHHBIMHU KypHAJaMHU U JOKYMEHTaMHU.

6.4. O0s13aHHOCTU XpaHEHUS SIEKTPOHHBIX JOKYMEHTOB BO3JIAraloTcs Ha YUYaCTHUKOB
3/10.

6.5. Jlig BeimonHeHus: TeKynux padbot AO BeeHUI0 JIEKTPOHHBIX apXUBOB Y YaCTHUKU
DJ10 Ha3Ha4yarT OTBETCTBEHHOE JIUIIO.

6.6. DIIEKTPOHHBIE apXUBBI MOAJICKAT 3aALUTE OT HECAHKIMOHHWPOBAHHOIO JOCTYIIA,
HEMPETHAMEPEHHOTO YHUUTOXEHUS U (WJIN) UCKAXKEHUS.

VII. Opurunansl 371€KTPOHHOTO IOKYMEHTa

7.1. DEeKTPOHHBIA JOKYMEHT MOKET UMETh HEOTPAHUYEHHOE KOJIMYECTBO OPUTUHAJIOB.
JUis  co3maHds  JONOJHUTENBHOIO  3K3EMIUIIpa  JJEKTPOHHOIO  JTOKYMEHTa
OCYILIECTBIISIETCSI BOCIIPOU3BOJICTBO COAEPIKAHUS JOKYMEHTA.

7.2. Bce opuruHaisl 3JIEKTPOHHOTO JOKYMEHTA, HEHTUYHBIE OJJUH IPYTrOMY, SIBIISIOTCS
OpUTMHAJIAMH U UMEIOT OJJUHAKOBYIO FOPUIUYECKYIO CUITY.

VIII. Konuu 31eKTpOHHOTO JOKYMEHTa

8.1. Komuu »>JIEKTPOHHOIO JIOKYMEHTa CO3[al0TCsi Ha OyMa)XHOM HOCHUTENE U
3aBEPSIOTCS COOCTBEHHOPYYHOM MOJANKCHIO JIMIA, SIBISIIOUIETOCS OTHPABUTENIEM WU
[OJIy4aTesIeM AIEKTPOHHOTO JOKYMEHTA.



8.2. Konuu 3neKTpOHHOro JOKYMEHTa Ha OyMa)XHOM HOCHUTENE JIOJKHBI COJAEPKATh
yKa3aHUs HAa TO, YTO OHU SBISIOTCS KOIMHUSAMHM COOTBETCTBYIOILIETO 3JIEKTPOHHOIO
JTOKYMEHTA.

IX. ObecnieueHre 3MEKTPOHHOM 0€30MACHOCTHU ANEKTPOHHBIX JOKYMEHTOB.

9.1. CoOmonenne TpeOoBaHui MHDOPMAIIMOHHONW 0€30MaCHOCTH MPHU OpraHU3aIUU
AJIEKTPOHHOTO JOKYMEHTO000pOoTa 00ecleunBacT:

- KOH(pUJIEHUUATBHOCTh MH(MOpPMALMU (MOJIYYUTh JOCTYN K MHPOPMALMH  MOXKET
TOJILKO ONPENIETICHHBIN KPYT JIUII);

-1IeJIOCTHOCTD MepegaBaeMoi HHpopMaluu (rapaHTUPOBAaHUE, YTO JaHHbIE MEPEaloTCs
0€3 CKAKEHUU U UCKITI0YAETCSl BOBMOXKHOCTh MOJMEHbBI HH(POPMALIHH );
-ayTeHTU(UKAIKIO (KOra rnepeaBaeMylo HH(POPMAILUMI0 MOXKET MOJYYUTh TOIBKO TO
JUI0, KOMY OHa NpeIHa3HauYeHa, a OTIPaBUTEIEM SBISETCS MUMEHHO TOT, OT YbEro
MMEHH OHa OTIPaBJICHA).

9.2. TpeboBanus 1o UHPOPMAITMOHHON O€30MACHOCTH MPU OPraHU3ALUHU DIIEKTPOHHOT O
JOKYMEHTOO0OpOTa  peaju3yeTcss IMOCPEICTBOM IMPUMEHEHUs MPOTPpaMMHO -
TEXHUYECKUX CPEACTB U OPTraHU3ALUOHHBIX MEp.

9.2.1. K nporpaMMHO — TEXHUYECKUM CPEICTBAM OTHOCSTCSI:

- TMpOTrpaMMHBIE CpPEJICTBA, CIENHMAIBLHO  pa3pabdOTaHHbIE I OCYIIECTBICHUS
AIEKTPOHHOTO JOKYMEHTO000POTa;

- cUCTeMa MapoJield U UJeHTU(UKATOPOB JIJIsi OTPAHUUYEHUS JOCTYyIa MOJIb30BaTeNe U
aIMUHUCTPATOPOB K TEXHUYECKMM U TPOTPAMMHBIM  CpPEACTBAM  CHCTEMBbI
AIEKTPOHHOTO JOKYMEHTO000POTa;

- IPOTPaMMHO —alllapaTHbIE CPEACTBA 3aLTUTHI OT HECAHKIIMOHUPOBAHHOT'O JIOCTYTIA;

- CpEeACTBA 3aUIUTHI OT MPOTPAMMHBIX BUPYCOB;

9.2.2. K opranu3aiimoHHbIM MEpaM OTHOCSITCS:

- pa3MeIlleHre TEXHUYECKUX CPEACTB B TOMEIICHUSIX C KOHTPOJIUPYEMBIM JTOCTYIIOM;

- aIMAHUCTPAaTUBHBIE OIPAaHUYEHUS JOCTYIIA C 3TUM CPEJCTBAM;

- 33JlaHUE PEKMMa HCIIOIb30BaHUS MOJIb30BATEISAMHA U aJIMUHHCTPATOPaM I1apoJIeH U
UICHTU(PUKATOPOB;

- JIOMTYCK K OCYIIECTBIECHUIO JOKYMEHTO00O0POTa TOIBKO ONPEIEICHHBIX JIUIL;

- IO//IepKAHUE TIPOrPAMMHO — TEXHUYECKUX CPEJICTB B HCIIPABHOM COCTOSIHHY;

- pe3epBUPOBAHUE IIPOIPAMMHO — TEXHHUUYECKUX CPE/ICTB;

- 00y4yeHue epcoHana;

- 3aIUTa TEXHUYECKUX CPEACTB OT MOBPEXKIAIOIINX BHEIIHUX BO3/1EHCTBUH.

X. 3aKII0unTENbHbBIE MTOT0KEHUS

10.1. Cpox neiictBus [lonoxeHnus HE OrpaHUYEH.

10.2. IIpu n3MeHEeHNH 3aKOHOIATEIBCTBA B KT BHOCATCS U3MEHEHUS B YCTAHOBJIEHHOM
3aKOHOM IOPSIJIKE.



