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NHOJOXKEHUE N .15

00 2JIEKTPOHHOM J0KYMEHToo00opoTe
B MYHHIIH[IAJILHOM 0I0KeTHOM 00111€00pa30BaTEILHOM YUPEKICHHH
«Cnmpeponoanekas akaaeMuuecKas THMHA3Hs» MyHHIMIAILHOT0 00pasoBaHus
ropoackoii okpyr Cumdeponosn Pecybanku Kpoiv

1. OO0mue MoJI0:KEHUSA

1.1. Tlonoxenue 06 3JIEKTPOHHOM JIOKYMEHTOOGOpOTE pa3paboTaHO B COOTBETCTBHH C
TpeboBanusaMu PesepanbHOro 3aKkoHa oT 29,12.2012 Ne 273-®3 «O6 obpasosanuu B Poccuiickoi
denepanuny, Penepanspaoro 3akona ot 27.07.2006 Ne 149-@3 «O6 undopmauuu, HHGOPMALHOHHBIX
TEXHOJOIMSIX ¥ 3aluTe WHGopMmanuw», PemepanpHoro 3akoHa ot 27.06.2007 N 152-03 «O
HePCOHATBHBIX TAHHBIX).

1.2. [MomoxeHue 06 3TEKTPOHHOM JOKyMeHTooGopoTe (nanee - Ilonoxkenue) ycraHapiauBaeT
equHble TPeGOBaHMs K OpraHu3aluyd paboTHl ¢ JOKyMEHTaMH, [OJY4YaeMBIMH M OTIPABISAEMBIMH C
TIOMOIIBIO AEKTPOHHON MOYTHL.

1.3. Jlna wenedt Hacrosimero IlofoxeHHs YCTaHABAMBAIOTCSA CIICAYIOLIHAE TEPMUHBI U
onpe/eeHus:

Daextponnas noura (1) cucrema, 103BOIAIOMAS TOJIB30BATENAM OTIPABIISATH COOOIICHNUS
yepes MOJIEM UITH CETEBOE COSAUHEHHUE C OJHOTO KOMIIBIOTEpa Ha APYToM.

JlokymMeHTHpOBaHHast HHopMalus (IOKYMeHT) - 3aQUKCMpOBaHHAs Ha MaTepHAIbHOM
HOCHTeNe HHPOPMALKS ¢ PEKBU3UTAMH, [IO3BOJISIOIIMH €€ HACHTH(PUIIUPOBATE.

DaeKTpoHHblil 1oKyMeHTo000poT (I 0) OpraHM3allnOHHO ¥ MPOrpaMMHO - TEXHUYECKH
yropsizouenHas napopMalMoHHas cucTema, ofeceunBaromas mpouecc obmena, cbopa, 00padoTky,
HAKOILJIEHUS U XpalleHHs HHPOPMAIHY IOCPEACTBOM JIEKTPOHHBIX JIOKYMEHTOB.

JaexTpoHHblil JokyMeHT (J/l) - JOKyMEHT, CO3[@HHBIH IIPH IOMOIIM 3JICKTPOHHBIX
AINTPATHO - TEXHWYECKHX M MPOrPaMMHBIX CPEICTB, buKcHpyeMel# B mudpoBoM Koie B ¢opme
MACHTHOUIMPYEMOrO IO  COJAEPIKATENFHON YacTH HMEHOBAHHOTO (Gaiina, IOCTYNMHBIA U1
nocienyromeif o06pabOTKH, HCIONB30OBAHAS, BOCIPOU3BEACHUA (OTOOPAKEHUS) M BH3YaIBHOTO
BOCIIPHATHS, @ TAKIKe JUIS Iepeadyl U OJTyUeHHUs [0 TeJeKOMMYHHUKAIMOHHBIM KaHallam cBsi3H. lakeT
SMEKTPOHHBIX JOKyMeHTOB (makeT) oauH uiau 6osuee D/,

DaextporHoe coodmerHue (IC) I0rnuecKky LET0CTHAS COBOKYIHOCTh JaHHBIX, HMCIONIUX
CMBIC ISl YYACTHHKOB HMH(ODMAIMOHHOTO B3aMMOJEHCTBHS, 3aKOJAMPOBAHHAs —CIOCOOOM,
03BONIAIONMM 00eCHeYnTs €€ 00paboTKy CpelcTBaMK BBEIYHCIUTEIBHOW TEXHHKH, NE€pefady 10
TENEKOMMYHUKAIMOHHBIM ~ KaHAJlaM CBSI3M M XpalicHHe Ha MAlIHHOYMTAEMbIX — HOCHTEIISIX
uH(OPMAIFIOHHEIM KaHATAM CBS3H U XPAaHEHHe HA MAIIMHOYNTAEMBIX HOCHTENIAX HHOPMALIHH.

Yuacruuk pabotavka u agvuHucTpanuss MBOY '"Cumdbeponoabckast akajeMuiecKast
rumuasus" (ganee - [MMHA3Ms), y4aCTBYIOUIKE B JICKTPOHHOM JOKYMEHTOOOOPOTE.

OTnpaBuTeb JJEKTPOHHOr0 JOKYMeHTa (OTHpaBUTeNdb) - pabOTHUK [UMHA3MH MM
aJIMUHHCTpalys [ MMHA3UK, KOTOPOE HAallPaBIIAET 3JICKTPOHHBIA JOKYMEHT.

MoayuaTesib JIEKTPOHHOI0 TOKYMeHTa (moMy4aTenb) - pabOTHHK [WMHA3sUM WM
aJMUHUCTpalHs [ MMHa31UH KOTOPOMY OTIPABIEH SJICKTPOHHBINA TOKYMEHT.



MlocTaBka 3/1EKTPOHHOr0 TOKyMeHTa (I0cTaBKa) — QH3MUECKHit polece IepeMelIeHHs
JIICKTPOHHOTO NOKYMEHTA OT OTIIPABUTENS K IIOJIyYaTelIio.

1.4. B Hacrosimem Ilonosxenun B kagecTBe D[ paccMaTpUBAIOTCS JIEKTPOHHEIE CITYXEGHO -
MH(OPMALUOHHbIC JOKYMEHTEL.

1.5. [losoxeHne  paclpoCTpaHAeTCs HA  OpraHM3amuio  pabGoThl ¢ JIOKyMEHTaMH
IEPe/IABAEMbIME M TIOJIyJaeMbIMH C TIOMOIIBIO 3JEKTPOHHOH IOYTHI, BK/IKOYAs HX TMOATOTOBKY,
PErHCTPaIUIO., yYET, OTIIPABKY U MOJyUCHHUE.

1.6. TpeGopanus, ycTaHaBmMBaeMbl [lonoxeHueM, 00sS3aTeNbHBI VIS BCEX pPaGOTHHKOB
I'nmuaznm.

1.7. OTBETCTBEHHOCTh 3a OPraHH3AlMIO W COCTOSHHE NOKYMEHTAI[MOHHOTO OGecredeHus
[IOCPEICTROM TEKTPOHHON MOYTEI B 'MMHA3uy BO3j1araeTcsl Ha OTBETCTBEHHBIE JIUIA H PAOOTHUKOB:

* noagepxkka B pabOTOCHOCOOHOM COCTOSHMH TEXHHYECKOTO K  IIPOrPaMMHOIO
o0ecrieYeH sl, OTBEYAIOIETo 3a QYHKIMOHUPOBAHHIE SIEKTPOHHOMN IIOUTHL,

* [pHEM, KOHTPOJIb UMTAEMOCTH W JOCTOBEPHOCTH, pacledaTrka (eciid HeT ' APYrux
BO3MOXHOCTEH 03HAKOMJICHHS C 3JIEKTPOHHBIM BAPHAHTOM TEKCTA),

YUET U pacupe/ie/IeHNe MOCTYIAI0IINX JJOKYMEHTOB;

* TOATOTOBKA U OTHpaBKa HH(OPMAIIMH B apec OpraHu3aliy, IPUCTABIIEl JOKYMEHT, O
/laTe HIPUEMKH JOKYMEHTa ¥ AaTe JOBEICHHS 0 AOJDKHOCTHOrO JIHIA (TIepeiavd B A€I0IPOU3BOACTRO);

*  Iepefada JOKYMEHTOB Ha pacCMOTPEHHE PYKOBOJMTENIO (B ICJIOMPOU3BOJICTBO);

*  YYCT H peTUCTpalus OTIPaBJIsIeMBIX U3 [ IMHA3HH TOKYMEHTOB, IPOBEPKA IIPABUILHOCTH
¥X O(OPMIIEHHS X OPraHU3aIUs UX OTIPABKY;

*  KOHTpOJb MOJIyYEHHUsS HHPOPMAIUU afipecaToM, OPraHu3alHs B Cllydae HEOOXOIUMOCTH,
MOBTOPHON OTHPABKU JOKYMCHTA;

*  ONEPaTHBHOEC PEIICHHE BOIPOCOB 110 paboTe MIEKTPOHHON [TOUTEL.

2. Ycaoeum gonycka Y4acTHHKA K ocyuiecTBjaenuio D10

2.1. YYaCTHHUK JOITYCKAETCs K OCYIIECTBICHHIO JOKYMEHTOO60POTA HOCIIE BBIIOTHEHHUS BCEit
COBOKYIIHOCTH CJIENYIOIINX JCHCTBUL:

25 ledl . YCTaHOBKM ~ HEOOXONMMBIX  aNapaTHBIX  CPEACTB, HPOIPAMMHOTO M
MHGOPMALHOHHOTO 00ECIICYEHHS.

2alisZn Oprasuszanus syKa SIeKTPOHHOM ITOYTEI TOTy4aTeIs.

243 CorylacoBanys MeXTy YUYaCTHHKAMHU [EpEyuHs JOKYMEHTOB, TEpefaBacMbIX [0

TEJIEKOMMYHUKAUMOHHBIM KaHaJlaM CBS3U B 3JIEKTPOHHOM BHJE.
3. Opranuzanus 3JIeKTPOHHOT0 JOKYMEHT00GopoTa

3.1. Tlopsimox opraHu3aIMH IEKTPOHHOTO JOKYMEHTOO60POTA:

3.1.1. ODJIEKTPOHHBIA JOKYMEHTOOOOPOT BKIIIOUAET B CeOS:

*  (hopMHpPOBaHHE HIEKTPOHHOTO JOKYMEHTA;

*  OTIPaBKY M JAOCTaBKY 3JIEKTPOHHOTO JOKYMEHTA;

*  IIPOBEPKY DJIEKTPOHHOIO JOKYMEHTA,

*  THOATBEPXKIACHUE NOTYyYEHHUS TEKTPOHHOTO JOKYMEHTA,

*  YYeT JJIEKTPOHHBIX TOKYMEHTOB;

. XpaHEHHs JJICKTPOHHBIX JOKYMEHTOB (BEIEHHE apXUBOB IEKTPOHHBIX TOKYMEHTOB).

Spflnp ®opMHpPOBaHHE 3IEKTPOHHOTO HOKYMEHTA OCYIIECTBIAETCS I CIEAYIOIEM
NopsijIKe:

- hopMUpOBaHHUE NEKTPOHHOIO JOKYMEHTA B BH/IE IMEHOBAHHOTO (aiina;

*  Tnopmucanue chOpMUPOBAHHOIO 3IEKTPOHHOTO JOKYMEHTA B BHIE HMEHHOTO (haiina.

3nlefS), ChopMHUpOBaHHEIH 3JIEKTPOHHBIH JOKYMEHT HMEET IOPUAMIECKYIO CHITY U BIeYeT
[IPEAYyCMOTPEHHBIC AN JAHHOTO JOKYMCHTaA IIPABOBBIE MOCIEACTBUS B CIy4ae €ro HajIekallero
0(hOpMJIEHHS B COOTBETCTBHH ¢ HACTOSITUM [1omoXKeHHEM.



3.1.4. C 1menmsl0 yMeHBIIEHHS OOBEMOB IepefaBacMoi HMHOpMauuH  IIpU
TPAHCIOPTUPOBKE 3JEKTPOHHBIX JOKYMEHTOB MOTYT WCIOJIB30BATECS CHEIUAIBHEBIE aJITOPHTMBI
ckatust “HpoOpMaIuu.

Bplnn Bce ropummueckue pelicTBus, OoGOpMIIsSeMble IOCPEICTBOM 3JIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBUU ¢ HACTOSIIKUM [l0J10)K€HHEM, IPU3HAIOTCSA COBEPLICHHBIMH B IMCbMEHHON
dopme U He MOTYT OBITH OCTIOPEHBI TOIBKO HAa TOM OCHOBaHUM, YTO OHH COBEPIICHHEI B 3JIEKTPOHHOM
BU/JIE.

3.1.6. [Tociae momydeHHS 3JIEKTPOHHOTO JOKYMEHTa IOJydaTellb 00s3aH HalpaBUThb
OTIIPABUTENIO TAKOTO TOKYMEHTa MIOATBEPXKICHHE O MOTYyUeHUH 3JIEKTPOHHOTO JOKYMEHTA.

4. Opranmn3anus padoTsl ¢ NocTynawieil KoppecnoHaeHIHe

4.1. Cnoco0Orl JOCTaBKH KOPPECTIOHACHITNH:

4.1.1. JlocTaBka KOPPECIOHACHIIUY OCYILIECTBIISIETCS 110 JIEKTPOHHOM I1OYTE.
4.2, Tlpuem n 06paboTKa KOPPECIIOH/ICHIIUH ;
42.1. Koppecnonaenmus, mocrynaromasi 1o 3JeKTpoHHOH moure B ['umHa3zwmo,

IIPOXOJHUT Yepe3 aHTUBHUPYCHYIO IIPOBEpPKY', pacneuaThiBacTcs (€cldM HET APYyTUX BO3MOXKHOCTEH
03HAKOMJICHUSI C JICKTPOHHBIM BapHAHTOM TEKCTa), MPOXOIUT IIEPBUUHYIO 00paboTKy, pacipeacacHHe,
pPETUCTPALHIO.

4.2.2. b npornecce nepronavanpioil 00paboTKH MOCTyHaroled KOPPeCIOHICHIIHN BCE
JOKYMEHTBI IPOBEPSIFOTCS Ha HATMUHE BUPYCOB, IPOBEPSAETCS UX YATAEMOCTh U IIOJHOTA.

4.2.3. ONEeKTpOHHOE COOOIIEHHE CUMTAeTCsl IIOCTYNUBIIMM [IOCJIE  INPOBEPKH
HOJUIMHHOCTH Y BO3MOYXHOCTH €0 BOCIIPOU3BEICHMUSI.

4.2.4. IIprem KOppECTIOHAEHITNY (YTEHHUE MIOUTHI) OCYIIECTBIIAETCS XKEIHEBHO.

4.2.5. O0paboTka KOPPECHOHACHIIMA MPOU3BOJUTCSA B JEHb €€ IOCTYIUICHUS WIH B

nepebii paGounil JeHb Npy NOCTYIIEHUH B Hepa®ouue JHU.
4.3. Peructpanus JOKyMEHTOB U Iiepe/iaua UX B JIEJIOIPOU3BOJICTBO:

43.1. Bce noctynuBIIze JOKYMEHTHI PETUCTPUPYIOTCS K 00pabaTHIBAIOTCSL.

4.3.2. Perucrpanus TOKyMEHTOB IIPOM3BOJUTCS B IEHb UX MOCTYIICHUS HIIMA B IIEPBBIN
pabounii 1eHs IpU NOCTYINEHUH B HEpaboyue HU.

41881 [locyie perucTpalivy noyyueHHBIE JOKYMEHTHI IEPENAIOTCS B

N€JIOIIPOU3BOJICTBO.

4.4. [loaTeepaAeHKE O OJYYEHUH JIEKTPOHHOI'O JOKYMEHTA!

44.1. [Ipu 110JTydeHU N 3NEKTPOHHOTO JOKYMEHTA MOIy4arellb 10 3alIpocy HalpaBiIsieT

OTIIPABHUTEINIO TAKOTO JOKYMEHTa IIOATBEPXKICHUE O MOJIyYEHHH JJIEKTPOHHOTO JOKYMEHTA.
[Toateepixnenue HanpasiseTcs B popMe NIEKTPOHHOIO COOOIIEHHS.

5. Opranuzanus oTHPaBKU NOKYMEHTOB

5.1. IloaroToBka JOKYMEHTOB K OTIIPABKE.

Srle L K noxyMeHTaMm, OTHpaBiseMBIM II0 3JICKTPOHHOM I[I0YTE€, IPEABSBISAIOTCH
crenyoomue TpeOoBaHUS: TOKYMEHTHI TOTOBSITCS ¢ OMOIIBIO TEKCTOBOrO pejnakropa Word
unu tabmuanoro penakropa Exell ¢ ucnons3oBanuem mpudTo Anal, Times New Roman
U MOTYT colepxaTh rpaduueckue nzobpaxenus B popmare PDF, JPEG.

5.1.2. IIpn oTHnpaBke TOKYMEHTOB MpEABAPUTENBHO INPOU3BOIAUTCS TPOBEPKA HX
JIOCTOBEPHOCTH.

5.2. OtnipaBka JJIOKYMEHTOB IO 3JIEKTPOHHOH TOYTE.

Sk JIoKyMeHTBI, MOAIEKAIIHE OTIPABKE 0 IEKTPOHHOM IoUTe, 00padaThIBAOTCS U
OTIIPABJISIFOTCSL B I€Hb WX MOCTYIUICHHUS OO0, KaKk UCKIIOYEHUE, HE [T03JHEE CIEAYIOIETrO
pabodero gHsl.

5.2.2. Jlochllka WM 3aMeHa paHee pa3oCiaHHOIo JOKYMEHTA OCYILIECTBISETCS I10
YKa3aHUIO JINIIa, NOANKCABIIErO JOKYMEHT.



5.2.5% B omHoM ' ameKTpoHHOM COOOLICHHM, Kak IPABHJIO, IE€PECHLIACTCS OMIMH
JOKyMeHT. B ciryqae, ecniu Heo6X0IMMO IepeciaTh HECKOIBKO JOKYMEHTOB, OHH IIOIEKAT
00si3aTeNnbHOM yrakoBke B apxuBax RAR nmu ZIP. Jlokyment, o6seMom Gonee 100 xBaiir,
apXUBHUPYETCA.

5.2.4. Ilepen oTmpaBKo# TOKYMEHTa IO 3IEKTPOHHOM MOYTE HEOGXOAUMO MPOBEPHTH
€0 Ha HAJIMYHUE BUPYCOB.

5.3.C NOMOWIBIO ONEKTPOHHON MOYTHI OCYLUECTBISIETCS ONEpaTHBHas —Iepenada
HH)OpMAIUH B BUJE:

*  IPHKA30B U PacHOpsLKCHHH;

*  YKAa3aHWH U IHceM;

*  JJIEKTPOHHBIX COOOINEHHIL;

. IOKJIJHBIX U CIYXKEOHBIX 3aIIHCOK.

6. XpaHeHHe JIEKTPOHHBIX JOKYMEHTOB

6.1. Bee anexTpoHHBIE TOKYMEHTEI TOJDKHEI XPAHUTECA B TOM e (opMmate, B KOTOPOM OHH
Oblnn cOpMHUPOBAHEL, OTIIPABIICHBI U MTOJIYYEHEL.

6.2. Cpok XpaHeHHs AMEKTPOHHBIX JOKYMEHTOB JOJIKEH OBITH MEHEE IISITH JIET,

6.3. XpaHeHHe OJIEKTPOHHEIX  TOKYMCHTOB JIOJDKHO  CONPOBOXKIATECS — XPAaHEHHEM
COOTBETCTBYIOIIETO IIPOrPAMMHOIO OOECIEUYEHHUs, MO3BOJISIONIEr0 MMETH BO3MOXKHOCTH
paboTLI ¢ 2NEKTPOHHBIMHE JKYPHAIAMHE ¥ JOKyMEHTaMH.

6.4. OBA3aHHOCTH XpaHEHHS! MEKTPOHHBIX JIOKYMEHTOB BO3JIararotcs Ha Yuactauxos JJ]0.
6.5. Jlist BBITIONHEHMS TEKYIIUX PaboT I10 BEACHHUIO SJIEKTPOHHBIX apXuBoB YuacTHuku D0
Ha3Ha4ar0T OTBETCTBEHHOE JIHIIO.

6.6. DNEKTPOHHbIE aApXWBbl IOMIEKAT 3allUTE OT HECAHKIMOHHPOBAHHOIO JOCTYIIA,
HEIPETHAMEPEHHOIO YHUUTOXKEHUS U (UJIH ) HCKKEHU.

7. OGecneuenne HHGOPMAINOHHOIT (€30I1aCHOCTH YJIEKTPOHHBIX JOKYMEHTOB

7.1. Cobimonenne TpeOoBaHMM MHGOPMALIMOHHON GE30MacCHOCTH HPH  OpraHM3aLHH
3JIEKTPOHHOIO JOKYMEHT0000pOTa 00eCIIeYnBaET:

*  KOH(HIACHOMATEHOCTL HHDOPMALKY (IIOTYYHTh JOCTYI K MHGOPMAIIMHE MOMKET TOIBKO
ONIPEJCIICHHBIN KPYT JIHIT);

*  LEJIOCTHOCTH IIepefiaBacMOi HH(popMaLuK (TapaHTHPOBAaHHE, YTO JAHHEIE IEPEJAIOTCS
0e3 neKkakeHHH M MCKITIOYAeTCsl BO3MOXHOCTD TOAMEHEI HH(pOpManHH);

* ayTeHTU(HKamuO (KOrja nepefaBaeMyro WHGOOPMAIMIO MOYXET HOIYYHTH TOIBKO TO
JIAI10, KOMY OHO TpeTHAa3Ha4YCHa, a OTIPABUTEIIEM SIBJISIETCS HMEHHOTO TOT, OT YLEr0 UMEHHU
OHa OTIIpaBjeHa).

7.2. TpeGosanus mo HHPOPMAIMOHHOK GE30MACHOCTH NPU OPraHM3AMUH 3IEKTPOHHOIO
JOKYMEHT0000pOTa PEaIU3yIOTCs IOCPEACTBOM IIPUMEHEHHS IIPOrPaMMHO- TEXHHYECKHX
CPEACTB U OPraHU3aLlHOHHBIX Mep.

7.2.1. K nporpaMmHO - TEXHHYECKUM CPEACTBAM OTHOCSTCS:

* [pPOrpaMMHBIE  CpPENCTBA, CIEUHAIBHO pa3paboTaHHBIE IS OCYINECTBICHUS
3JICKTPOHHOI'O TOKYMEHT0060pOoTa;

* cHCTeMa mapoyiedl U mAeHTH(QUKATOPOB Ul OrpaHUYEHMS JOCTYA HOJIb30BaTeleH U
a/IMMHHCTPATOPOB K TCXHHYECKHM M IIPOTPAMMHBIM CPEJICTBAM CHCTEMBI 3JIEKTPOHHOIO
JIOKYMEHTOO00POTA;

- IPOrpaMMHO - aNllapaTHbIC CPEACTBA 3alIMThI OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA;

*  CPENCTBA 3aILUTHI OT IPOrPaMMHBIX BUPYCOB.

7.2.2. K opranusanuoHHBIM MepaM OTHOCSATCS:

*  pa3sMeLIeHHe TeXHUYCCKHUX CPEACTB B IIOMEUICHUSIX C KOHTPOIUPYEMBIM JOCTYIIOM;

*  aOIMUHHCTPATHBHBIE OTPAHMUYCHHUS JOCTYIA K 3THM CPEJICTBAM;



*  3ajaHHe PEXMMA WCTOIB30OBAHMS MONB30BATENSMU H JMUHACTPATOPaMH NApoNed u
UACHTH(HUKATOPOB;
*  JIONYCK K OCYIIECTRJICHHIO JOKYMEHTOOOOPOTA TONBKO ONPEACTICHHBIX JIUIL
*  [OJJEpIKaHWE MPOrPaAMMHBIX CPEICTB B UCIPABHOM COCTOSHHH;
¢ oOydeHue pabOTHHKOB | HMHA3HH;

3aIATa TEXHUYECKHX CPEACTB OT MOBPEKIAIOMIMX BHEIIHWX BO3MeHCTBHA (TOXKap,
BO3/€iCTBHE BOJBI U T.II.)



