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IIoJIonTEH14E N,4./U
o6 s.lercrpouuoM AoKyMeHToo6opore

B MygrrulrrraJrbHoM broAxernoM o6rqeo6pa3oBareJrbHoM yqpexAeHuLI

<CrauQepoloflbcKas aKaAeMr{rrecKas rr,rMHa3ufl)) MyHrrrl[[aJrbHoro o6paroeaHnr
rop oqcrcofi oKpyr CunrQ eponolr Pecny6.rrr.rrcu Kpurru

1. O6rque rorox(eHuq

L 1. llonoNeu.pre o6 sneKrpoHHoM AoKyMenroo6opore parpa6oraHo B coorBercrBl{I,I c

rpe6onaHzrrraa (De4epaJrbHoro 3aKoHa or 29,12.2012 Ns 273-@3 <06 o6pasoBanvlr s Poccrftcxofi
{De4epaquu>, Oe4epalbHoro 3aKoHa or 27.07.2006 l\b 149-03 <06 unQopv^aIJvru,lruSopuauvoHHblx

rexHororu.f,x Lr 3arqr.rre unsopuaquu>, @e4epamnoro 3aKoHa or 27.06.2007 N 152-03 (O
rrepcoHanbHbx AaHHbrx).

1.2. llonoNenue o6 oneKrpoHuoM AoKyMeuroo6opore (4anee - floloxeuue) ycraHaBJII'IBaer

eArrHbre rpe6onauzq K opraHr4sarJLrv pa6orur c AoKyMeHTaMvr, nonyqaeMbrMlr rr orrIpaBJIteMbIMI4 c

noMorrlbro oneKTpoHHofi no.{ru.
1 .3. il1s, Ue.nefi Hacrosulerc floloNeuzr ycraHaBruBalorcq cneAylotque repMI4HbI rI

onpeAeneHVt:
3.rrercrpouHaq rloqra (3II) cucreMa, [o3BoJrsroqzu rIoJIb3oBarenflM ornpaBJltrb coo6uleHzq

r{epe3 MoAeM r4Jrr4 cereBoe coeAnHeHr.re c oAHoro KoMIIbIOTepa Ha apyrofi.
[oryuenrnpoBaHHan rlnQopuaqrrfl (4orcynreur) - :a$urcrpoBaHHafl Ha Marepl{anbHoM

Hocr.rreJre zH$opruaqr{f, c peKBrr3r4TaMu, no3BoJItrouLIMI4 ee ul4euru(fnqllpoBarb.
3,lercrpounufi golcyuenroo6opor (3[O) opfaHLI3aIIrIoHHo LI rporpaMMHo - rexHI'IqecKH

ynopsAoLreuual uu$opMarlkroHHas cvcreM4 o6ecnequBaloqas [poqecc o6Meua, c6opa, o6pa6omu,

HaKonJreHr.rr v xpaneHur ranQoprrarll4r4 rrocpeAcrBoM 3neKTpoHHbIX AoKlMeHToB.
3lenrponnufi gorcyMeuT (9D - AoKyMeHT, cogAannrrfi [pI4 noMoIrII4 sneKTpoHHbrx

arrnrparHo - TexHlrqecKr4x r{ nporpaMMHbIX cpeAcrn, $urcupyenarfi n qu(fponoM KoJIe n Soprrae

- krrenrusuqupyeMofo rro coAepx{arelsnofi rracrll IzMeHoBaHHoro $afina, 4ocrynnslfi Anfl
I nocle4yroulefi o6pa6orxn, ucrroJrb3 oBalufl\ BoclpoI,I3BeAeHI4fl (oro6paNenrar) v Bl43yanbHofo

Bocrrpr4flTtr.rr, a TaKXe An-fl flepeAarrr4 r,r [olyqeHr4r rro TeIeKOMMyH]IKaIII4OHHbIM KaHaJIaM CB.f,3H. flaXer
sneKrpoHHrIX AoKyMeHron (narer) o4Ian unu 6onee 3.{.
' 3,,reKTpoHHoe coo6rqeHue (3C) rorIzrrecKu uerocrHas coBoKynHocrb AaHHIIX, I'IMeIouIux

cMbrcJ,r Anfl yr{acrHl4Kon rzu0opMaul4oHHofo B3aI,IMo geil.crnux, 3aKoAI{poBaHHafl cuoco6ou,

rro3BoJrrrorquu o6ecneqlrrb ee o6pa6omy cpeAcrBaMl4 BbltrlrcJllrreltnofi TexHI{KLI, nepeAaqy rlo

TeJIeKOMMyHT{KarILroHHbM KaHaJraM cBfl3lt U Xpa[eHIIe Ha MaIII{HOTIUTaeMbIX HOCI',ITeIqX

nu$opvauuHH'*ITil:TJ"H""";o#ff 
;,'o;i#-#'8vl[T"ft il:fr'#J"xxY:I;ffi qecKaq

ruMHa3us" (,qanee - fnrusagua), yvacrnyoruue B gneKTpoHHoM AoKyMeuroo6opore.
OrnpanureJrb sJreKTpoHHoro AoKyMeHTa (orupanurelr) - pa6ornutc fvusa:ulr vru

aAMr4Hr{crpaunq fnN.rH€Br{r,r, Koropoe HarrpaBJl{er 3JIeKTpounrtfi XoKyMeHT.

flo,ryuarels 3JreKTpoHHoro AoKyMeHTa (nonyuarers) - pa6ornur lurunaguu prril

aAMrrHrr crparlus f uvna3r{r{ Korop oMy orrrpaBneH gneKTp oHnsrfi AoKyMeHT.

\-



locranrca eJreKTpoHrroro AoKyMenra (qocranrca) - Qusuuecxnfi npoqecc nepeMeureHr4t
SneKTpoHHOfO AOKyMeHTa OT OTnpaBr{Tenf K nolyrraTeJrro.

1.4. B Hacro{IrleM lloloNeuur4 B Karlecrne 3.{ paccMarpr{Barorcf, 3JreKTpoHHue cryNe6Ho -
uHQopuaqv oHHbre AoKyMeHTbr.

1.5. llo:roNenI,re pacnpocrpaHserc.s Ha opfaHr43arllrrc pa6oru c AoKyMeHTaMr{
[IepelaBaeMbrMu t4 [oryqaeMblMr4 c noMoIIIbIo gneKTpoHHoi no.{rrr, BKJrIoqat ux [o.4foroBKy,
pefHcrparlr4ro., yqer, oTlpaBKy pr nonyqeHr4e.

1.6.Tpe6onaHvrs., ycraHaBnl{BaeMbr floroxeuuevr, o6.flsaremHbr ,qJr.lt ncex pa6orHLtKoB
fuMnasuH.

1.7, OreercrBeHHocrb 3a opfaHl43aur4ro r4 cocrorHr.ie AoKyMeHTarIr{oHHoro o6ecneqeHr4.fl
rlocpeAcrBoM sneKTpoHnofi noqru e lzNaua3r.rr,r Bo3Jraraercq Ha orBercrBeHHbre nvqa u pa6orHraxon:

' roAAeplKKa n pa6orocnoco6solr cocrorHr4rr rexHr4r{ecKoro 14 rrpofpaMMHoro
o6 ecneqeu vq, orBerrarorlef o 3a $yurqlronupoBaHr.re gneKTpoHHoft nournr;

' [plzeM, KoHTpoJIb t{rrraeMocrv 14 AocroBepHocrr.,r, pacre\rarKa (eclz ner ' 4pyrux
B o3Mo xrH o crefr o gnaroMJreHr.r.rr c gneKTpoHHbrM Bapr,raHrou rexcra),

yr{er Lr pac[pe.4eneHr,re IIo cTyn arcqax AoKyMeHToB ;

' rlo.4roroBKa 14 ornpaBKa unoopvraqwr B al;pec opraHr.r3arlLru, trpkrcrraellleft AoKyMeHr, o
Aare rIpI4eMKI4 AoKyMeHTav Aare AoBeAeHr4r Ao AonnuocrHofo nr4rla (nepe4auu B lenolpor4rno4crno);

' nepeAar{a AoKyMeHroB Ha paccMorpeH14e pyKoBoAr4TeJrro (e leronpozreogcrno);
' yqer LI perlzcrpalll4{ ornpaBJlteMbrx zs fuN{ua3zr4 AoKyMeHToB, rrpoBepKa rrpaBrrnbHocrr4

ux o tp opvr:r eHlrfl. tr opraHr{3 arl vs. Lrx ornp aBKr.r ;

' KoHTponb [onyqeHlzl znQopualJvu ailpecaroM, opfaHr43arlnflB cni,/1rae Heo6xo.quMocrtr,
lonropuofi orrrpaBKr{ AoKyMeHTa;

' oleparrrBHoe pelxeHl{e BonpocoB ro pa6ore gneKTpoHHofi noqrrt.

2, Vclonuu Aorrycra Yqacrnr.rrca K ocyulecrn.neuuro 3!O

2.1 . Y'aacrHzK AonycKaercq K ocynrecrBJleHrrro AoKyMeHToo6opora rocJre BbrnoJrHeHus scefi
coBoKynHocrr.r cneAyroqrzx Aefi crer4ft :

2.t.r. Ycranoexu Heo6xo4zrr.mx al[aparHbrx cpe.4crB, nporpaMMHoro
auSopnrauzoHHoro o6ecne.{eHr.r-f, .

Opranusaq krt flrrJprKa 3neKTpoHHofi no.rrtr nonyr{aren
CouaconaHr,rf, MelKAy Yqactruxauz [eper{Hq AoKyMeHToB, nepeAaBaeMbrx no

'reneKoMMyHr4 Kar_(r4OHHbrM KaHaJraM CBr3r4 B 3neKTpOHHOM Br{Ae.

3. Opraulcaqrrr 3JreKTpoHHoro AoKyMeHToo6opora

3 . 1 . lloprgoK opraHz3arlulr eJreKrpoHHoro AoKyMeHroo6opora:
3.1.1. Snexrponurrfi 4oxytrenroo6opor BKJrroqaer e ce6s:
. cpopvrzpoBaHr4eoneKrpoHHofoAoKyMeHTa;
. orrrpaBKy rz AocTaBKy sneKTpOHHOrO AOKyMeHTa;. rrpoBepKygneKTpoHHofoAoKyMeHTa;
. rroATBepxAeHr4e [onyrreHufl gneKTpoHHofo AoKyMeHTa;. yrleT sneKTpoHHbX AOKyMeHTOB;
. xpaHeHl4t gneKTpoHHbIX AoKyMeHron (ne4eHue apxr,rBoB gneKTpoHHbx roKyMenron).
3.r.2.

|IopqAKe:
oopnuponaHue 3rreKTpoHHoro AoKyMeHTa ocyulecrBnfl.ercfl. rr cneAyroqeM

. rpoprr,uaponaHr.re gneKTpoHHoro AoKyMeHTa B Br4Ae rzMeHoBaHHoro Qafila;
' rIoArIr'IcaHIre c(foprrauponaHHoro gneKTpoHHoro AoKyMeHTa B Br4Ae r.rMeHHoro $aftla.
3, 1 .3, CQopvruposaHHrtfi oneKrpoHHrrfi 4or<yueHT r4Meer ro r.rAr.rqecKyro cI,tny r4 BJrerrer

IIpeAycMorpeHHLIe Ins AaHHoro AoKyMeHTa IIpaBoBbIe IIoCJIeAcTBus, B cJlyqae ero HaAnexalqero
oQopnnenur B coorBercrBkrzr c Hacroqrquru floloNeHr4eM.

2,\.2.
2.1 .3.



3.1.4. C rleJrbro,yMeHbrrreHr,r{ o6reNros uepe4anaeuofi un$opuaquu npld

TpaHcrroprr4poBKe gneKTpoHHbx AoKyMeHToB MofyT prclroJrb3oBaTbcr cleqlraJrbHble aJIrop[TMbI
c)Karvs. uuSoplraquu,

3.1 .5. Bce rcpr.rAr.rr{ecKrre aeitctr'ur., oQopvnrerraue nocpeAcrBoM oneKTpoHHbIX

AoKyMeHToB B coorBercrBlll,r c Hacrosrqurra lIo.noxeHLIeM, npr43Halorct coBeplxeHHbrMr4 e nI,IcrN{eHHofi

Soprr.re v He Moryr 6rrt ocuopeHbr roJrbKo Ha roM ocHoBaHr4r4, qro oHI{ coBepIxeHHbI B 3neKTpoHHoM

BIZAC.

3.1.6. flocle noJryqeur.rr gneKTpoHHofo AoKyMeHTa [oJryqareJrb o6ssaH HarrpaBr4Tb

ornpaBr4TeJlro TaKofo AoKyMeHTa noATBepnq{eHr,re o lolyrreHr4r,r sneKTpoHHofo AoKyMeHTa.

4. Oprauuraqur pa6orbr c [ocrynaroureft KoppecrronAeuqr.refi

4. l . Cnoco6H AocraeKr{ KoppecroHAeHrlrrr4:
4.1.L ,{ocranra KoppecnoHAeHrlt4r4 ocyruecrBnflerefl. rro gJreKTponnofi uoqre.
4.2. lIpuel r,r o6pa6orxa KoppecnoHleHurrrr:
4.2,1. KoppecnonAeHrlr.Ls, nocryflaroqaq ro arexrponnofi rorrre n fuuna3Iaro,

npoxoArzr qepe3 aHTr{Br{pycHyro npoB€pKy', pacnerrarbrBaercr (ecru Her Apyrkrx Bo3Moxnocreft
o3HaKoMJreHr4.f, c 3reKTpoHHbrM Bapr4aHToM rercra), npoxoAr4T [epBr4rrHyro o6pa6orxy, pacnpeAeneHple,
pefrrcrpar lr4}o.

4.2,2. B npoqecce nepBoHarramuoft o6pa6orxu nocryrrarcqefi roppecnoH,qeHur,Irr Bce

AOKyMeHTbT [pOBepSrcTCr Ha HaII4qUe BLrpyCOB, [pOBepqeTCA UX qr,rTaeMOCTb r,r rrOJrHOTa.

4.2.3. SlerrpoHHoe coo6uleHr4e crrr4Taercr nocrynrrBrrrr.rM rrocJre rrpoBepKr4

II olnr.rH Ho cTt4 r4 Bo3MoxHo cTI4 ef o B o c[por,r3BeAeHr4s.

4.2.4. flpraen KoppecnoHAeHrlr4r4 (ureHze rouru) ocyrqecrBnflercfl. exeAHeBHo.

4.2.5, O6pa6orr<a KoppecnoHAeHrlrzrr [por43BoAktrcq B AeHb ee nocryrrneHtrfl vrrrLr B

nepnrtf pa6ourai AeHb nprr ilocrynrreHrara e Hepa6oqkre AHr{.
4.3. PerucrparJufl AoKyMeHroB il nepeAarra r4x B,uenolpou3BoAcrBo:
4.3.1 . Bce nocryurzBrrru e AoKyMeHrbr perlrcrpr.pyrorcs u o6pa6arrrBalorcr.
4.3.2. Perucrpaqr{r AoKyMeHToB npor43BoAr.rrcs B AeHb r{x nocryrrneHr4flr4rrt4 n nepnrrfi

pa6ouufi AeHb rrprl nocry[neHuu n uepa6oarr{e.qHr4.

4,3.3. flocre pervcrparluu norryqeHHbre AoKyMeHrbI nepe.{arorcr B

AenoIIpor43BoAcTBo.
4. 4. fioareep)KAeHue o [oryqeHrdr.r oJreKTpoHHoro AoKyMeHTa:
4.4.\, llpu uory.reHrrr4 3JreKTpoHHofo AoKyMeHTa nonyrrarenb rro 3arrpocy HarlpaBnter
ornpaBr4TeJrro TaKoro AoKyMeHTa noATBepxAeHr.re o nonyqeHr4[ SneKrpoHHofo AoKyMeHTa,
llo4rnepxcAeHrde H arrpaBmercr n $ oplre oneKTp o Hno ro co o 6uI enLrs.

5. OprauurauusorrrpaBKlrAoKyMeHToB

5.1, floaroroBKa AoKyMeHToB K ornpaBKe.
5.1.1. K AoKyMeHTaM, orrrpaBJueMbrM rro e:rerrpouuoft ror{Te, flpeAbtBJlflrorcf,
'cne4yroque rpe6onaHrrr: AoKyMeHTbr roroBsrcf, c rroMorrlbro reKcroBoro peraKTopa Word
utu ra6turrHoro peAaKropa Exe1l c r4crroJrb3oBaHr.reM rupraSron Anal, Times New Roman
r.r Moryr coAepxarb rpaQuuecrue uso6paNeHrr{ B Qopuare PDF, JPEG.
5.1.2. llpu ornpaBKe AoKyMeHroB nperBapr4reJrbHo rrpor43Bo.qr.rrcr npoBepKa I{x
AOCTOBepHOCTT.T.

5.2. OrnpaBKa AoKyMeHroB rro oneKrponnofi noqre.
5.2.I. ,{orcyueurbr, rroAJrexarrlr4e orrrpaBKe rro 3neKTpouuoft noqre, o6pa6aruBa}orcq 14

orflpaBn-srcTcq B AeHb r{x [ocrynneHut Itu6o, KaK hcKJrroqeHr{e, He rro3AHee cneAylouero
pa6ouero 4H.a.

5.2,2. ,{oculxa nJrrr 3aMeHa paHee pa3ocnaHHoro AoKyMeHTa ocyrqecrBrsercq no
yKa3aHr,rrc Jlkr[ra, noAnHcaBrxef o AoKyMeHT.



5.2,3. B oAHoM' 3JIeKTpoHHoM coo6uleHr4t4, KaK rrpaBr.rJro, [epecbrJraerc.f, oAlrH
IoI(yMeHT. B cnyuae, eclu neo6xoArrMo nepecnarb HecKoJrbKo AoKyMeHToB, oHLt noAnexar
o6ssarerlHofi ynaxoeKe B apxr4Bax RAR utu ZIP. [oxynaeur, o6reuou 6onee 100 xBafir,
apx14Br.rpyerc_s.

5.2.4. llepe4 ornpaexofi AoKyMeHTa no oneKTponnoft noqre ueo6xogLrMo npoBeplrrb
efo Ha HaJrr,rqve Br4pycoB.
5.3, C rloMolrlbro elercrpouHofi rroqrbr ocyruecrBnfl,ercfl, oneparr,rBHar rtepeAar{a
znQoprraaquv B Bpr1ei
. npuKa3oB 14 pacnopxxrenufi;

' yKa3aHmfr, u nucett't;
. gJreKTpoHHbrx coo6rqeuufi;
, AoKnaAHbrx r.r cryx(e6nux 3arracoK.

6. Xpanenue 3JreKTpoHHbrx AoKyMeHToB

6.1. Bce gneKrpoHHble AoKyMeHTbI AoJIXHrT xpaHrzrbcr B ToM Ne $opvrare, B KoropoM oHt4
6rrlu cSoprraraponaHbr, orrrpaBJreHbr u lonyqeHbr.
6.2. cpox xpaHeHaq oneKTpoHHbx AoKyMeHToB Aon)KeH 6urr MeHee rqrr4 rer,
6.3. Xpauenrze gnsKTpoHHbIX AoKyMeHToB Aon)KHo colpoBo)KAarbcq xpaHeHrieM
coorBercrByloqero nporpilMMHofo o6ecneueuur, rro3BoJrrrorlefo rzMerb Bo3MolKHocrb
pa6orsr c oneKTpoHHbrMr4 x(ypHaJraMr4 r{ AoKyMeHTaMr.r.
6.4, O6xzaHHocrl4 xpaHeHl4s sneKTpoHHbrx roKyMeHToB Bo3Jrararorcr Ha Y.racrHuxon 3!O.
6.5. fitn BrIIIoJIHeHITI reKyIrII4x pa6or lro BeAeHLrro oJreKTpoHHbx apxr4Bon V.{acruuxu 3[O
Ha3Har{ator oTBeTcTBeHHOe nV qO.

6.6.3nexrpoHHble apxI4BbI noAnexar 3alrrvre or HecaHKrlr{oHr4poBaHHofo Aocryrra,
HenpenHaMepeHHoro yHr4rrroxeH ux tt (urnt) ucKa)r(eHur.

7. 06ecne'reuue unQopuaquoHuofi 6egonacHocrrr 3JreKTpoHHbrx AoKyM€HToB

7.1, Co6nroAeHl4e rpe6onaHufi zn@opvraquounofi 6egonacuocrz npu opraHu3auvr4
3ner(TpoHH oro AoKyMenroo6opora o6ecueq nBaer :
' xon$rlAeHlll4anbHocm uu$opMaulrr4 (noryurzrr Aocryrr rc un(foprr,rauur.r Moxer roJrbKo
onpe.qeneHurrfi r<pyr nuq);
. IleJrocrHocrb rrepeAaBaeMofi rzn(foprr,raquu (rapaHTzpoBaHr.re, r{To .qaHHbre lepeAarorct
6 es zcxaNe :e^uit u rzcKrroqaerc.s Bo3Mo xHo crb rroAMeHbr ran (f oprraaqraz) ;

' ayreHTu$zxaunro (xor4a nepeAaBaeMyro raH$opMaqr{n Moxer rroJryqr.rrb roJrbKo ro
JIIIUO, KOMy OHO npeAHa3HalleHa, a OTrrpaBureJreM flBJrserc-fl IrMeHHofo ror, or r{befo r4MeHr,r

oHa ornpaB:rena).
7.2. Tpe6oBaHr4fl, no zn$opuaqzouuofi 6egonacsocrrr npu opfaHr,r3arllru 3neKTpoHHoro
AoKyMeHToo6opora peanl43ylorcq nocpeAcrBoM [paMeHeHr4r rrporpaMMHo- TexHr4r{ecKl'tx
cpeAcTB r1 opraHrr3aur{oHHbrx Mep.
7.2.r. K nporpauMHo - TexHrrrrecKr4M cpeAcrBaM orHocsrcr:
' nporpaMMHble cpeAcrBa, cneqlraJrbHo paspa6oraHHbre Infl ocytuecrBJreHr,rs
3neKTpoHHoro .qoKyMeHroo6opora;
' cl{creMa napolefi u u4eHruQl,IKaropoB Anq ofpaHyueHus. Aocryla noJrb3oBarenefi u
aAMLTHUCTpaTOpOB K TeXHIrrIeCKr,rM rr npofpaMMHbrM cpeAcTBaM cr4cTeMbr sneKTpoHHOrO

AoKyMeHroo6opora;
. rlpofpaMMHo - a[[apaTHble cpeAcTBa 3arrrr,rTbr or HecaHKrlr4oHr,rpoBaHHofo AocTyna;. cpelcTBa 3arru,rTbr oT rlpofpaMMHbrx Br4pycoB.
7.2.2. K opraHusarlr4oHHbrM MepaM orHoc.f,Tcr:

' pa3MeIIIeHLIe reXHI{r{ecKLIX CpeACTB B nOMeUIeHLrflX Q KOHTpOn[pyeMbrM AocryloM;
. arIMr4HI,ICTpaTLIBHbre OfpaHr4r{eHl4g AocTyna K 3Tr4M CpeACTBaM;
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. 3AAAHLTE PE'KI{MA }ICIOIII3OBAHI{g UOJII3OBATEISMI4 N AAI\IIIHI'ICTPATOPAMII IIAPOJIEfi rI

u.uenruSuxaropoB;
. AonycK K ocyUecTBJIeHI,IIo AoKyMeHToo6opota TOJIrKo o[peAeneHHbx JII'{u;

t NOAAEP)KAHI.IC IPOIPAMMHbIX CPEACTB B IICIIPABHOM COCTO'HI'II4;

. o6y.IeHI,Iepa6orullxonfnuuasuu;

. 3arrlura TexHLrtrecKrlrx cpeAcTB oT rloBpexAarouplx BHeIrrHHx nos.4eficrnl{fi (noxap,

sos.[eftcrsfie BoAbI u r.u.)


