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HHOJIO’KEHHUE
Ob JIEKTPOHHOM JOKYMEHTOOBOPOTE



1. O0mue nosoxKeHus1

1.1. TTonoxeHnue 06 3JIEKTPOHHOM JOKYMEHTOOOOPOTE pa3paboTaHO B COOTBETCTBUU C
TpeboBanusiMu denepanbHOro 3axkoHa ot 29.12.2012 Ne 273-®03 «O06 o6pa3zoBaHuu B
Poccuiickoit denepanuny, @enepanbroro 3akona ot 27.07.2006 Ne 149-03 «O6
uH(popMaluu, HHOPMALIMOHHBIX TEXHOJIOTHAX U 3aliuTe nHdopmannn», OeaepanbHOro
3akoHa oT 27.06.2007 Ne 152-03 «O nepcoHaIbHBIX JaHHBIX».

1.2. TTonoxenue 06 3MEKTPOHHOM JOKyMeHTooOOopoTe (fanee - [lonoxeHue)
YCTaHABJIMBACT €IUHBIC TPEOOBAHUS K OpraHU3aIiy padOThI ¢ JOKYMEHTAMU,
MOJTy4a€MbIMU U OTIPABJISIEMBIMU C TTIOMOIIBIO AJIEKTPOHHOM MOYTHI.

1.3. Jns ueneit Hactosimero [lonoxxeHus ycTaHaBIMBAIOTCS CIAEAYIOIINE TEPMUHBI U
OTIpe/IeIICHUS

Inexkmponuasn nouma (I11) — cuctema, MO3BOJIAIONIAS MTOJIH30BATEISIM OTIPABISATH
COOOIIIEHUS YePe3 MOJIEM HIIH CETEBOE COCTUHEHHUE C OJJHOTO KOMITbIOTEPA HA JIPYTOM.
JlokymeHTHpoBaHHas HHGopMalus (J0KYMEHT) — 3auKCUpOBaHHAs! HA MaTepUAIbHOM
HocuTele HHPOpPMaIUs ¢ PEKBU3UTAMHU, TTO3BOJITIOIINMHE €€ UICHTU(DUITUPOBATS.
DNeKTPOHHBIN JOKyMeHT0000poT (3/10) — opranu3aiimoHHO U MPOTPAMMHO-TEXHUYECKHU
yropsaoueHHas HHPOpPMalMOHHAs CUCTEMa, 00ecTIeynBaloIias mpouecc oomMena, coopa,
00paboTKH, HAKOIUICHHSI U XpaHEeHUs UH()OPMAIIMH TOCPEICTBOM IIEKTPOHHBIX
JIOKYMEHTOB.

InexkmpoHuslil dokymenm (I/]) — TOKYMEHT, CO3JaHHBIN MPHU MOMOIIU AJIEKTPOHHBIX
anmapaTHO-TEeXHUYCCKUX M MMPOTPAMMHBIX CPEJICTB, GUKCHPYEMbIH B IIU(DPOBOM KOJIE B
dbopMe uaeHTUPHUIIPYEMOTO 110 COMIEPKATETHLHON YaCTH IMEHOBAHHOTO (haiina,
JOCTYIHBIN JUIS ITOCIIEIYIONICH 00pabOTKH, UCTIOIb30BaHHUS, BOCIIPOU3BEICHHUS
(oToOpakeHus) ¥ BU3yallbHOTO BOCTIPUSTHS, @ TAKXKE JUUIS TIEpelavud U MOJIYICHHS T10
TEJIEKOMMYHUKAIIMOHHBIM KaHajaM cBs3U. [1akeT aeKTpOHHBIX TOKYMEHTOB (MaKeT) —
oauH uau 6onee /.

Inexkmponuoe coobuernue (IC) — TOTUIECKH 1IETOCTHAS COBOKYITHOCTh JaHHBIX,
MMEIOIINUX CMBICH JIJIS YYaCTHUKOB MH(GOPMAITMOHHOTO B3aUMO/ICHCTBYS,
3aKOIUPOBAHHAsS CIIOCOOOM, MTO3BOJIAIOIIMM 00ECTIeUnTh €e 00paboTKy cpeicTBaMu
BBIYMCIIATEIFHONW TEXHHUKH, TIEpeady MO TEJICKOMMYHHUKAITMOHHBIM KaHajlaM CBSI3H U
XpaHEHWE HA MAIIMHOYUTAEMBIX HOCUTEISIX WH()OPMAIIMOHHBIM KaHAIAM CBSI3U U
XpaHEHHEe Ha MAIIMHOYUTAEMbIX HOCUTEISIX HH(OPMALINH, YHaCTBYIOIINE B
ANIEKTPOHHOM JIOKYMEHTOOO0pOTE.

OtmnpaButenp 31EKTPOHHOTO JOKyMeHTa (oTrpaBurelib) — pabotuuk MBJIOVY nerckuit
can Nel r. Bemwka; u (mnn) agmunuctpanus MBAOVY aetckuii can Nel r. Bemmka,;
KOTOPOE HAIpPAaBIIAET SJIEKTPOHHBIN JOKYMEHT.

[TonyyaTens AMEKTPOHHOTO TOKyMeHTa (Tony4darenb) - pabotHuk MBJIOY nerckuii can
Nel r. Benwxka; u (wnm) anmunuctparus MBJIOY nerckuii can Nel r. Benuxka;
KOTOPOMY OTHPABJIEH 3JIEKTPOHHBIN JOKYMEHT.

JlocTaBka 3JIEKTPOHHOI'O JJOKYMEHTa (JocTaBKa) — (pU3MUeCKuil mpoliecc nepeMenieHus
3JEKTPOHHOTO IOKYMEHTA OT OTIPABUTES K MOJIYy4aTEeIo.

1.4. B nacrosimem Ilonoxxenuu B kauectBe I/1 paccMaTpuBaroTCsl 3J1€KTPOHHBIE
CITy)keOHO-MH(POPMAIIMOHHBIC TOKYMEHTHI.

1.5. TlonoxeHue pacrpocTpaHseTcsl Ha OpraHu3aluio padoThl C JOKyMEHTaMH,
nepeaBaeMbIMU U MOJTY4a€MbIMU C IIOMOIIIBIO 3JIEKTPOHHOM MOYTHI, BKJIFOYAs UX
MOATOTOBKY, PETUCTPALIUIO, YUET, OTIIPABKY U MOJyUYECHHUE.



1.6. TpeGoBanusi, ycranaBnuBaembie [lonoxkeHuem, 00s3aTeNbHBI 711 BCEX PaOOTHUKOB
MBJOY nerckuii cag Nel r. Benmxka;

1.7. OTBETCTBEHHOCTH 32 OPTaHU3ALIMIO U COCTOSIHUE IOKYMEHTAIIMOHHOTO 00eCIIeUeHHUS
nocpeacTBOM 3JIeKTpoHHOM 1ouThl B MBJIOY nerckuii cag Nel r. Benwka Boznaraercs
Ha OTBETCTBECHHBIC JIUIA U PAOOTHUKOB:

* IOJIZIEPKKA B paOOTOCTIOCOOHOM COCTOSIHUU TEXHUUYECKOT'O U TIPOTPAMMHOTO
oOecrieyeHus1, OTBEYAIOLIEro 3a (PyHKIHMOHUPOBAHUE AJIEKTPOHHON MOYTHI;

« IPUEM, KOHTPOJIb YUTAEMOCTHU U JOCTOBEPHOCTH, pacrevyaTka (€Ciau HET APYTrux
BO3MOKHOCTEH 03HAKOMJICHHS C 3JICKTPOHHBIM BapUAHTOM TEKCTa), YUET H
pacrpeieieHus TOCTYMAIIUX IOKYMEHTOB;

« TIOJATOTOBKA U OTIpaBKa MH(GOPMAIIUHU B aJIpec OpraHU3aIiuy, MPUCIIABIICH TOKYMEHT, O
JaTe MPUEMKH IOKYMEHTA U JIaTe JOBECHUS /10 TOHKHOCTHOIO Jiniia (repeaadyu B
JIEOMPOU3BOJICTBO);

- TIepeiava JIOKYMEHTOB Ha PaCCMOTPEHUE PYKOBOJIUTENIO (B IETOMPOU3BOACTBO); * YUET
u peructpauus otnpasisieMbix 13 MBJIOY nerckuii can Nel r. Benuxa;

«JIOKyMEHTOB, MPOBEPKa MPaBUIHLHOCTH UX 0(DOPMIICHHUS U OpraHU3aIlvs UX OTIPABKH;

« KOHTPOJIb MOTYyYeHUST HPOPMAIIUU aJpecaToM, OpraHu3aIlus B CiIydae
HEO0OXOMMOCTH, IIOBTOPHO OTIPABKH JOKYMEHTA;

* OIIEPATUBHOE PEIICHUE BOMPOCOB MO PabO0TE FJIEKTPOHHOM MOYTHI.

2. YcioBus gonycka Y4yacTHUKA K ocyuiecTsiaenuo 310

2.1. YyacTHUK JoITycKaeTcs K OCYIIECTBICHHUIO IOKYMEHTOOO0POTA MOCIIE BBIMOIHEHUS
BCEU COBOKYITHOCTH CIEAYIOIINX JCHCTBUM:

2.1.1. YcraHoBKM HEOOXOUMBIX aIMAapaTHBIX CPEACTB, IPOTPAMMHOIO U
uH(}pOpPMaAITMOHHOTO 0OECTICUCHUS.

2.1.2. Opranu3zanus siiuKa 3IEKTPOHHON MOYTHI MOTy4daTers.

2.1.3. CoryacoBaHust MeX/1y YYaCTHUKAMHU NIEPEYHS IOKYyMEHTOB, IIEpejaBaeMbIX 110
TEJIEKOMMYHUKAIIMOHHBIM KaHaJlaM CBSI3U B AJIEKTPOHHOM BHJIE.

3. Opranusanus 3JeKTPOHHOI0 JOKYMEHT0000poTA

3.1. Ilopsaok opranu3anuu IEKTPOHHOTO JOKYMEHTO000pOTA:

3.1.1. DneKTpOHHBIH JOKYMEHTOOOOPOT BKIIFOYAET B CEOI:



* (hpopMupOBaHUE INEKTPOHHOTO TOKYMEHTA;

* OTHPABKY U JJOCTABKY JIEKTPOHHOTO JOKYMEHTA;

* IPOBEPKY ANEKTPOHHOTO TOKYMEHTA;

* IOJTBEPKACHUE MTOITYUEHHUS SJIEKTPOHHOTO JJOKYMEHTA; * YUET 3JIEKTPOHHBIX
JIOKYMEHTOB;

* XpaHEHHsI STIEKTPOHHBIX JOKYMEHTOB (BEJIEHNE apXUBOB AJICKTPOHHBIX IOKYMEHTOB).
3.1.2. ®opmupoBaHue INEKTPOHHOIO TOKYMEHTA OCYLIECTBISECTCS B CIIETYIOLIEM
MOpsAJIKE:

* (hopmupoBaHUE INEKTPOHHOTO IOKYMEHTA B BUJIE UMEHOBAHHOTO (haiina;

* IOANKUCAHKUE CPOPMUPOBAHHOTO FJIEKTPOHHOI'O JOKYMEHTA B BU/I€ UMEHHOTO (aiina.
3.1.3. CpopmupoBaHHBIH IEKTPOHHBIN JOKYMEHT UMEET FOPUINYECKYIO CHUITY U BI€UET
MPEe1yCMOTPEHHBIE [JIsl TAHHOTO IOKYMEHTA IIPaBOBbIE NOCIEACTBHS B CIIy4ae €ro
HaJJIexKanero ohopMIIeHUsI B COOTBETCTBHH ¢ HacTosiimuM [lonoxeHuem.

3.1.4. C uenbio yMeHbllIeHUS 00bEMOB TepeaBacMoil HH(popMaLK pu
TPAHCTIOPTHPOBKE NEKTPOHHBIX JOKYMEHTOB MOTYT HCIIOIH30BAThHCS CIIEIIUATbHBIC
QITOPUTMBI C3KaTUsI UH(POPMALIMH.

3.1.5. Bee ropuanueckue 1eicTBrs, 0popMIIsieMble TOCPEACTBOM JIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHH ¢ HAacTOsIIIUM [lonoxeHuem, Mpu3HAIOTCS COBEPIICHHBIMU
B MUCbMEHHOM ()OpME U HE MOT'YT OBITh OCIIOPEHBI TOJILKO HA TOM OCHOBaHUH, YTO OHU
COBEPIIEHHBI B 3JIEKTPOHHOM BHJIE.

3.1.6. Ilocne nomyyeHus AIEKTPOHHOTO TOKYMEHTA MOIy4yaTesb 00s3aH HAallpaBUTh
OTIPABUTEIIO TAKOT'0 IOKYMEHTA MOATBEPAKIACHUE O MOJTYYEHUH 3JIEKTPOHHOIO
JIOKYMEHTA.

4. Opranuszanusi padoThl ¢ MOCTYNAOIIE KOPPeCIOHIeHIINeH

4.1. Cioco0OsI 10CTaBKH KOPPECTIOHICHITUU:

4.1.1. JlocTaBKa KOPPECHOHICHIINHN OCYIIECTBISETCA MO JIEKTPOHHOM MOYTE.

4.2. Ilpuem 1 00pabOTKa KOPPECTIOHACHIINU:

4.2.1. KoppecnoHaeH1usl, MOCTYNAoIast Mo 3JIEKTPOHHOM MoYTe OT paOOTHUKOB B
Herckuii cag Nel r. Benmka, mpoXoauT 4epe3 aHTUBUPYCHYIO ITPOBEPKY,
pacnedarbiBaeTcs (€C/Id HET IPYruX BO3MOKHOCTEH 03HAKOMIIEHUS € AJIEKTPOHHBIM
BapUaHTOM TEKCTa), MPOXOAUT MEPBUYHYIO 00pabOTKy, pacmpesiesieHrne, PETUCTPALIHIO.
4.2.2. B ipoliecce nepBoHavYaIbHONW 00pa0OTKU MOCTYMHAIOIIEeH KOPPECTIOHACHIIUN BCE
JTIOKYMEHTBI IPOBEPSAIOTCS Ha HAIMYUE BUPYCOB, POBEPSAETCS] UX YNUTAEMOCTh U MOJTHOTA.
4.2.3. DIeKTpPOHHOE COOOIICHUE CYMTACTCS MTOCTYIMHUBIITUM TIOCJIC TPOBEPKH
MOJJIMHHOCTH Y BO3MO>KHOCTHU €I0 BOCIIPOU3BE/ICHHUS.

4.2.4. [Ipuem KOppeCHOHEHIIUY (UTEHUE TIOYThI) OCYIIECTBIIACTCA Y YaCTHUKAMU HE
pexe MIATH pa3 B JCHb.

4.2.5. O6paboTKa KOPPECIOHACHITNN ITPOU3BOAUTCS B JIEHb €€ MOCTYIJICHUS WU B
nepBblid paboumii 1eHb U MOCTYIJICHUU B HEpabouue JHH.

4.2.3. Peructpaiusi JOKyMEHTOB U ME€peada Uux B JEJIONPOU3BOJICTBO:

4.3.1. Bce mocTynuBIInMe JOKYMEHTBI PETUCTPUPYIOTCS U 00padbaThIBAIOTCS.

4.3.2. Peructpanusi TOKyMEHTOB MTPOU3BOJAUTCS B JIEHb UX MOCTYIUICHHS WU B TIEPBBIN
pabounii IeHb MPY MOCTYIUICHUH B HEpabouue JHU.



4.3.3. Ilocne perucTpanyy NOJy4€HHBIE JOKYMEHTHI IIEPEIAOTCS B IETONPOU3BOACTBO.
4.4. ITonTBepKIeHNE O MOIYYEHUH dJIEKTPOHHOTO JOKYMEHTA!

4.4.1. ITpu momy4eHUH JIEKTPOHHOTO JOKYMEHTA MOIy4yaTesb M0 3aMpoCy HaMpaBIIsIeT
OTIIPABUTEIO TAKOT O IOKYMEHTA MIOATBEPKIECHUE O MOIYYEHUH dJIEKTPOHHOT O
nokymenTa. [loaTBepxaeHue HanpasiseTcs B (hopMe 3JIEKTPOHHOIO COOOIIEHUS!.

5. Opranusanusi OTHPABKH JOKYMEHTOB

5.1. [ToaroroBka 1OKYMEHTOB K OTIIPABKE.

5.1.1. K nokyMeHTaM, OTIIPaBIISEMbIM MO JIEKTPOHHOU M1OYTE, IPEIbABISIOTCS
cleqyrone TpeOoBaHus JOKYMEHThI TOTOBSATCS C IIOMOIIBIO TEKCTOBOI'O PelakTopa
Word unu Tabauunoro penakropa Exel ¢ ucnonszoBanueM mpugdros Arial, Times New
Roman u moryT conepxkats rpaduyeckue nzobpaxenus B popmare PDF, JPEG.

5.1.2. IIpn oTnpaBKe TOKYMEHTOB IIPEABAPUTEIBLHO MPOU3BOAUTCS IPOBEPKA UX
JIOCTOBEPHOCTH.

5.2. OTnpaBKa JOKYMEHTOB I10 JIEKTPOHHOM MOYTE.

5.2.1. JIokyMeHTBHI, IOAJIKAIIIE OTIPABKE 10 JIEKTPOHHOM MMouTe, 00pabaThIBAIOTCS U
OTIIPABJISAIOTCS B IEHb UX MOCTYIUIEHUS JIN0O, KaK UCKIIOYEHHE, HE MTO3AHEE
CJIETYIOIIETO pabovero aHsl.

5.2.2. JlochlIKa UM 3aME€Ha PaHEe Pa30CIIaHHOTO JOKYMEHTa OCYLIECTBIISIETCS 110
YKa3aHUIO JINLA, TOAMCABIIErO TOKYMEHT.

5.2.3. B 01HOM 3J€KTPOHHOM COOOLICHUH, KaK IIPABUIIO, IEPEChIIAeTCs OJIMH JOKYMEHT.
B cnyuae, eciin HeoOx01MMO nepeciaaTh HECKOJIBKO JOKYMEHTOB, OHU MOJAJIEKAT
o0s3arenbHON ynakoBke B apxuBax RAR nmm ZIP. Jlokyment, o0bemom 6omee 100
kbaiiT, apxuBupyeTcs.

5.2.4. llepen oTpaBKoOi JOKYMEHTA IO 3JIEKTPOHHOH 1M0YTe HEOOXOAUMO IPOBEPUTH €TO
Ha HaJINYUe BUPYCOB.

5.3. C noMOI1IbIO 3JIEKTPOHHOM NOYTHI OCYILIECTBIISIETCS OlepaTUBHAs Nepeiaya
UH(pOpMalLMK B BUJE:

* IPUKA30B U PaCIOPSLKCHUM;

* YKa3aHUil U [THCEM;

* 3JIEKTPOHHBIX COOOIICHUIA;

* TOKJIQJHBIX U CIIY’KEOHBIX 3aIHCOK.

6. XpaHeHue 3JIeKTPOHHBIX IOKYMEHTOB

6.1. Bce anexkTpoHHBIE JOKYMEHTHI JOJKHBI XPAHUTHCS B TOM ke (hopMaTe, B KOTOPOM
OHU ObUTH C(OPMUPOBAHBI, OTIIPABJIECHBI U MOJTYUYEHBI.

6.2. Cpok XpaHEHUS JEKTPOHHBIX JOKYMEHTOB JIOJDKEH OBITh MEHEE TISITH JIET.

6.3. XpaHeHue 3JIEKTPOHHBIX JOKYMEHTOB JOJDKHO COIIPOBOXKAATHCS XPAHECHUEM
COOTBETCTBYIOLIETO IPOrPaMMHOI0 00€CIIeYEHUs, O3BOJISIOIIET0 UMETh BO3MOKHOCTh
paboThI C IIEKTPOHHBIMU JKYpHAJIAMU U JIOKyMEHTaMH.

6.4. O0513aHHOCTH XpaHEHUS SJIEKTPOHHBIX IOKYMEHTOB BO3JIaratoTCsl Ha Y YaCTHUKOB
310.

6.5. JIn1s1 BBINOJIHEHUS TEKYIIUX pa0dOT IO BEJCHUIO 2JIEKTPOHHBIX apXUBOB Y YaCTHUKH
OJ10 Ha3HAYaOT OTBETCTBEHHOE JIUIIO.

6.6. DJIEKTPOHHBIEC apXUBbI MOJJICKAT 3aLIUTE OT HECAHKIIMOHUPOBAHHOT'O JOCTYTIA,
HENpeIHaMEPEHHOT0 YHUUTOXKEHUS U (UIIN) UCKaXKEHHUS.



7. O6ecneyenne HHPOPMALMOHHOM 0€30IIACHOCTH JIEKTPOHHBIX IOKYMEHTOB

7.1. Cobmoaenue TpeboBanmii HHPOPMAIIMOHHOM 0€30MaCHOCTH MPU OPraHU3AIUU
3JEKTPOHHOT'O TOKYMEHTO000pOTa 00ECIIEUNBACT:

* KOHQUACHINATBHOCTh HH(OPMAIUH (TTOJIYYUTh TOCTYH K MH(POPMALIUU MOXKET TOJILKO
OTpeIeTICHHBIN KPYT JIUIT);

* [IEJIOCTHOCTH TepeiaBaeMoil nH(popMaluu (rapaHTUPOBAHKE, YTO JaHHBIE TIEPEIAI0TCS
0e3 UCKa)KEHUH 1 UCKIII0YAETCS BO3MOXHOCTb MOJIMEHbI MHGOpMAIUN);

* ayTeHTUUKANIO (KOTJa nepeaBaeMyo HHPOPMAIIO MOXKET MOTYYUTh TOIBKO TO
JIMII0, KOMY OHO IpeJHa3HaYeHa, a OTIIPABUTEIIEM SIBJISIETCSI HMEHHOT'O TOT, OT YbETO
MMEHH OHa OTIPABJICHA).

7.2. TpeboBanus 1o HHGPOPMAITMOHHON OE30MaCHOCTH IIPU OPTraHU3AINH IEKTPOHHOTO
JOKYMEHTO000pOTa peaJnu3yroTcsl HOCPEICTBOM IPUMEHEHHUS TPOrPaMMHO-TEXHUUECKUX
CPEJICTB U OPraHU3aLMOHHBIX MEP.

7.2.1. K nporpaMMHO-TEXHUYECKHUM CPEJICTBAM OTHOCSATCS:

* IpOrpaMMHbBIE CPEJICTBA, CIEIHAIBLHO pa3padOoTaHHbIE AJISl OCYILECTBICHUS
ANEKTPOHHOTO IOKYMEHTO000pOTA;

* CUCTEeMa Maposiel U HIACHTH(PUKATOPOB Il OTPAHUYCHHUS TOCTYIIA MOJB30BATENCH
aMUHUCTPATOPOB K TEXHUYECKUM U MIPOTrPAMMHBIM CPEJICTBAM CUCTEMBI JIEKTPOHHOTO
JIOKYMEHTO000POTa;

* IpOrpaMMHO-aINapaTHbIE CPEJICTBA 3AIIUTHI OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA;

* CPEACTBA 3alIUThl OT IPOrPaMMHBIX BUPYCOB. 7.2.2. K opraHu3allniOHHBIM Mepam
OTHOCSTCS:

* pa3MelleHrne TEXHUYECKUX CPEJICTB B TOMEILIEHUAX C KOHTPOJIUPYEMBIM J10CTYIIOM;

* 3/IMUHUCTPATUBHBIE OTPAaHUYEHUS JOCTYIIAa K 3TUM CPEJICTBAM;

* 33/IaHH€ PEXKHMMA UCTIOIH30BAHUS MOJB30BATESIMU U aIMUHUCTPATOpaMU Mapojieil u
UICHTU(UKATOPOB;

* TOMYCK K OCYILECTBIICHUIO IOKYMEHTOOO0POTa TOJIBKO ONPEICIICHHbIX JUIL; ®
NOJIEPKAHUE IPOIPAMMHBIX CPEJICTB B HCIIPABHOM COCTOSIHUY;

* o0yuenne pabotHukoB MBJIOVY netckmii cax Nel r. Bemmka,

* 3aIIUTa TEXHUYECKUX CPEJICTB O MOBPEXKAAIOIINE BHEIIHNE BO3AEHCTBUS (TIOXKap,
BO3/ICHCTBHUE BOJIBI U T.I1.)
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