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1.1 TlomoxeHuwe 06 3JIEKTPOHHOM JOKyMeHTooOopoTe pa3paboTaHO B
COOTBEeTCTBUH ¢ TpeOoBanusMHU DeepansHoro 3akoHa oT 29.12.2012 Ne 273- @'3 «O6
ob6pazoBanuu B Poccuiickoit @enepanum», Oenepansroro 3akona ot 27.07.2006 Ne
149-®3 «O6 undopmaiyu, HHGOPMAIHOHHBIX TEXHOJOTHUSX U 3aIUTe HHQOPMALUKW»,
®epnepansuoro 3akoHa oT 27.06.2007 Ne 152-D3 «O nepcoHalbHBIX JaHHBIX.

1.2. TlonoxeHue o6 31E€KTPOHHOM HOKyMeHTOoOOOpOTe (nanee- [lonoxenue)
yCTaHABIMBaeT eIWHbIe TpeOOBaHWS K OpraHM3aluM pabOThl € JOKyMEHTaMH,
MOJTy4aeMBIMHU ¥ OTIIPABJISIEMBIMH C IIOMOIIBIO 3JIEKTPOHHOM MOYTHL.

1.3. lns uenmeid Hacrtoswero [lomoxeHus ycTaHaBIMBAIOTCS CIENyIOIIUe
TEPMUHBI U ONIPECIICHHUS:

OnektponHas mouta (OII) - cucrema, NO3BOJsAIONIAs IIOJB30BATENSIM
OTIIPABIIATh COOOIEHNS Yepe3 MOJIeM HIIU CETeBOe COeTUHEHHE € OJJHOI'0 KOMITbIOTepa
Ha IpyTou.

JlokyMeHTHpOBaHHass HHGpopMauus (HOKYMEHT) - 3a(UKCHpPOBaHHas Ha
MaTepuajbHOM HOCHTeJe MHPOpMalUsi C PEeKBU3UTAMH, ITO3BOJISIOIIUME €€ HIEH-
TAGULAPOBATE.

DnekTpoHHBIA HoKyMeHToo0opoT (D/10) - opraHU3alliOHHO U MPOTPaMMHO -

TEXHUYECKH YIIOpsIoYeHHas HH(GOpMalOHHas cUcTeMa, obecrieurBarolas Ipouece
ob6MeHa, c6opa, 06pabOTKH, HAKOIUIEHUS U XPaHEHUS HH(OPMAIMH ITOCPEICTBOM
AJIEKTPOHHBIX JOKYMEHTOB.
DOneKkTpoHHBIH HOKyMeHT (D/]) - TOKyMEeHT, CO3NaHHBIM IPU IMOMOILK 3JIEKTPOHHBIX
anmnaparHo - TEXHHYECKUX U [TPOTPaMMHBIX CPEJICTB, PUKCUPYEMBIN B LU(PPOBOM KOJIE
B (opMe HIEHTUPUIMPYEMOTO IO COAEP)KATENBHON YacTH HMMEHOBAHHOIO (aiina
IDOCTYNHBIA Ui TOCHenytoleli oOpabOTKH, HCIONB30BaHUs, BOCIPOU3BENCHUS
(0oTOGpaXKeHUs) ¥ BU3YaJIbHOTO BOCIPHUATHSA, a TAKXKE IUIA Mepeaadyy U MOIydeHHUs 10
TeJIEKOMMYHHUKAIIMOHHBIM KaHajaM CBs3d. [TakeT 3JIeKTPOHHBIX JOKYMEHTOB (ITaKeT) -
onuH unu oonee D/1.



OnextpoHHoe coobiieHue (DC) - NTOTUYECKH IEeJIOCTHAsE COBOKYIHOCTD
JAHHBIX,  UMEIIIUX  CMBICI  JJIsi  YYaCTHUKOB  HH(POPMAIIMOHHOTO
B3aUMOJICUCTBHS, 3aKOJUPOBAHHAS CIIOCOOOM, MO3BOJSIOIIMM OOECIEUUTh €€

00paboOTKy  CpeaCcTBaMM BHIYUCIUTEILHON TEXHUKH, nepeiadyy 1o
TEJIEKOMMYHHUKAIIMOHHBIM KaHajlaM CBA3M M XpaHEHHWE Ha MAallMHOYUTAEMBIX
HOCUTENSIX  MH(GOPMAIIMOHHBIM KaHajlaM CBSI3U U XpaHEHHE  Ha

MAaIIMHOYMTAEMbIX HOCUTENSAX HH(OpMAaLIUHL.

YyactHuk - paboTHuku W aamuHuctpanus MJIOVY, ygacTByrommue B
AJIEKTPOHHOM JOKYMEHTO00OpOTE.

OTnpaButesnb 3IEKTPOHHOTO JOKYMEHTa (OTHPaBUTENb) - PAOOTHUK WU
agmuaucTpauus MJIOY, kotopoe HanpaBiIsIeT JEKTPOHHBIN TOKYMEHT.

[TomyuaTenb 3MEKTPOHHOrO AOKYMEHTa (IOJydareib) - PaOOTHUK WU
anmuHucTpauus MJIOY, KoTopoMy OTIIpaBJI€H 3JIEKTPOHHBIN TOKYMEHT.

JlocTaBKka 3J€KTPOHHOTO JOKYMEHTa (JOCTaBKa) - (pU3MUECKHil mpoliecce
IIEPEMEILEHHS JIEKTPOHHOTO JOKYMEHTA OT OTIPABUTEIA K IOJIY4YaTENIO.

1.4. B nacrosiiuem Ilonoxkennn B kadectBe O/l paccMaTpuBaroTcs
AIIEKTPOHHBIE CITY>KEOHO - HHPOPMAIIMOHHBIE TOKYMEHTHI.

1.5. TlonoxxeHue pacnpoCTpaHsAeTCs Ha OpraHu3aluio paboThl C JTOKY-
MEHTaM H, IIEPEJABAEMBbIMHU U MOJIYyYa€MbIMHU C IIOMOLIBIO 3JIEKTPOHHOM IOYTHI,
BKJIKOYas UX ITOATOTOBKY, PETUCTPALINIO, YUET, OTIPABKY U IOJyYEHHUE.

1.6. TpeboBaHnus, yctanaBiuaeMsl [lonoxeHnem, 00s3aTeabHbI A1 BCEX
pabotaukoB MJIOVY.

1.7. " OTBETCTBEHHOCTH 3a OpraHU3ALNIO U COCTOSIHUE
JIOKYMEHTAITMOHHOTO 00eCIeueHUsl OCPEICTBOM AIEKTPOHHOM 1ouTsl B MIOY
BO3J1araeTcsi Ha OTBETCTBEHHbIE JINLIA U PAOOTHUKOB:

-MoAJiepKKa B pabOTOCIIOCOOHOM  COCTOSIHUM — TEXHMYECKOTO U
IPOrpaMMHOr0  OOecleyeHusi, OTBEYalero 3a  (YHKIUOHUPOBAHME
DJIEKTPOHHOM IIOYTHI;

-IIpUeM, KOHTPOJIb YATAEMOCTH U JOCTOBEPHOCTH, pacIliedyaTKa €CJIA HET
JIPYTUX BO3MOYKHOCTEN O3HAKOMJIEHUS C 3JIEKTPOHHBIM BAPUAHTOM TEKCTA), YUET
Y pacCIpeaeNieHs OCTYNAOIUX JOKYMEHTOB;

-IIOATOTOBKAa M OTHpaBka HH(OpMauMu B aApec OpraHU3aluH,
IPUCIABIICH OKYMEHT, O JaTe INPUEMKHA TOKYMEHTa W JaTe HOBEIAECHUS 10
JOJDKHOCTHOTO JiMLa (Tepelayu B AEJIONPOU3BOICTBO);

-mepeaya JOKyYMEHTa Ha pPAacCMOTPEHUE PYKOBOAMUTENO (B JEIIO-
MPOU3BO/JICTBO);

-y4eT U peructpauus otnpasisieMbix U3 M/IOY nokymeHTOB, mpoBepKa
IPAaBUJIBHOCTH UX 0(OPMIICHHUS M OpraHu3alus X OTIPABKH;

-KOHTPOJIb MOJIyY€HUs MH(YOPMAIMK aJpecaToM, OpraHU3aIus B Clydae
HEOOXOMMOCTH, TOBTOPHO OTIPABKU JOKYMEHTA,

-OIepPaTUBHOE PELICHHE BOIIPOCOB MO PadOTE ANEKTPOHHON MOYTHI.



2. VYcnosus nonycka Y4acTHHKA K ocymiectBieHnio 10

2 1. Y4acTHUK I0IyCKaeTCs K OCYIIECTBICHUIO TOKyMEHTO000pOTa Mociie
BBINOJIHEHUS BCEW COBOKYITHOCTH CJIETYIOIIUX JCUCTBUMN:

2.1.1. YcraHOoBKHM HEOOXOAUMBIX amMapaTHBIX CPEJICTB, MIPOrPAMMHOTO U
MH(GOPMALIMOHHOTO 00ECIEYECHHUS.

2.1.2. Opranu3zanus sIyKa 3JEKTPOHHOU MOYTHI OJIy4aTes.

2.1.3. CornacoBaHusi MexaAy Y4YaCTHUKaMH IE€pEYHS JOKYMEHTOB
MEPEAABAEMBIX 0 TEJIEKOMMYHUKAIMOHHBIM KaHAJaM CBSI3U B 3JIEKTPOHHOM
BHJIE.

3. Opranuzanuu 3€KTPOHHOTO JOKYMEHTO000pOTa

3.1. Tlopsmok opraHu3amnuu IEKTPOHHOTO TOKYMEHTOO00pOTA!

3.1.1. DneKkTpOoHHBIA TOKYMEHTOOOOPOT BKJIIOUAET B CEOsI:

* (opMUpPOBAHKE PIEKTPOHHOTO IOKYMEHTA;

* OTHPABKY U JIOCTaBKY AJIEKTPOHHOT'O JOKYMEHTA;

* IPOBEPKY 3IEKTPOHHOTO IOKYMEHTA;

* TOATBEPKJEHUE MOIyUYCHHS DJIEKTPOHHOTO TOKYMEHTA:

* YYeT AIEKTPOHHBIX IOKYMEHTOB;

* XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB (BEICHHE apXUBOB
AIIEKTPOHHBIX TOKYMEHTOB).

3.1.2. ®opmupoBaHue 3JIEKTPOHHOTO JIOKYMEHTa OCYLIECTBISIETCS B
CJIEIYIOILIEM MOPSIZIKE:

* (opMupoBaHHUE IEKTPOHHOTO JOKYMEHTA B BUJI€ UMEHOBAHHOIO
daiina;

* noanucaHue cOPMUPOBAHHOIO FIEKTPOHHOIO JOKYMEHTA B BUJIE
UMEHHOTO (haiina.

3.1.3. CdhopMupoBaHHBIN ANEKTPOHHBIN TOKYMEHT UMEET HOPUIUIECKYIO
CWIy U BJ€YeT MPEAYyCMOTPEHHbIE JUIsl JIaHHOTO JOKYMEHTa IpPaBOBbIE
MOCJIEJICTBUS B CIIy4ae €ro Hajyiekamero o(opmiieHHs] B COOTBETCTBUHU C
HacTosiiuM [lonoxxennem.

3.1.4. C nenpio yMeHbIlIEeHUS] 00BEMOB TIepeiaBaeMoil HH(pOpMaIuy TpH
TPAHCIIOPTUPOBKE  DJIEKTPOHHBIX  JOKYMEHTOB  MOTYT  HCIOJIb30BaThCA
crienuasIbHbIe alTOPUTMBI CKaTHs HHPOPMALIUU.

3.1.5. Bce ropumuueckue nedcTBusA, OQOpMIIIEMbIE TMOCPEICTBOM
ANIEKTPOHHBIX JIOKYMEHTOB B COOTBETCTBHM € HactoamuM [lonoxxeHuem,
MPU3HAIOTCS] COBEPUICHHBIMU B TUCBMEHHOU (pOpMe U HE MOTYT OBITh OCITOPEHBI
TOJIBKO HAa TOM OCHOBAHHUH, YTO OHU COBEPILECHHBI B AJIEKTPOHHOM BHU/IE.

3.1.6. Ilocne momydeHus >IEKTPOHHOTO JOKYMEHTa IMOJIydarenb 00s3aH
HaIlPpaBUTh OTIPABUTENIO TAKOTO JOKYMEHTa IOATBEPKIECHUE O IOIYYEHUU
AJNIEKTPOHHOI'O JOKYMEHTA.

4. Opranuzarus pabOThI ¢ TOCTYTAOIICH KOPPECTIOHICHITHEH



4.1. CnocoObl JOCTaBKH KOPPECHIOHICHITUU:

4.1.1. JlocTaBKa KOPPECIOHIECHLIUHU OCYILECTBISAETCS MO AIEKTPOHHON
HOYTE.

4.2. Tlpuem u 06paboTKa KOPPECTIOH ICHITUH

4.2.1. KoppecnoHaeHuus, MOCTyHawIias Mo 3JIEKTPOHHON MoYTe OT
pabotHukoB B MJIOY, mnpoxomuT dYepe3 AaHTUBHPYCHYIO IPOBEPKY,
pacnevaTbiBaeTcsl (€CiIM HET JPYTHX BO3MOXHOCTEH O3HAKOMJIEHUS C
AIIEKTPOHHBIM ~ BApUAHTOM TEKCTa), MPOXOJUT NEPBUUHYI0 00paboTKy,
pacnpeieseHue, perucTPaLMIO.

4.2.2.B mpouecce mepBOHAYAIbHOW  00pabOOTKM  MOCTyHAIOLIEH
KOPPECIOHJEHIMM BCE JIOKYMEHTBI MPOBEPSAIOTCS Ha HAJIMYHUE BHPYCOB,
IPOBEPSAETCS UX YUTAEMOCTb U MOJHOTA.

4.2.3. DReKTpOHHOE COOOIIEHHWE CYUTACTCd TOCTYNHMBIIUM TIOCTE
IPOBEPKH MOJJIMHHOCTH U BO3MOKHOCTH €TI0 BOCIIPOU3BEACHUS.

4.2.4. IlpueM KOPpPECHOHJICHIIMU (UTEHUE TOYTHI) OCYIIECTBISETCS
VYyacTHUKaMM HE pexe MSATH pa3 B JCHb.

4.2.5. OOpaboTKka KOPPECIOHJEHIIMK TPOUZBOAUTCI B JI€Hb €€
NOCTYIUIEHUS WM B NIEPBBIM pabouMii IEHb NPU NOCTYIUIEHUU B HEPAOOUHUE THU.

4.2.3. Peructpanus 10KyMEHTOB U IIEpeaya ux B J€I0IPOU3BOJCTBO:

43.1. Bce  1nNOCTynMBIIME  JOKYMEHTbl  PETUCTPUPYIOTCS U
00pabaThIBatOTCA.

4.3.2. Peructpanusi JOKyYMEHTOB IIPOU3BOJUTCS B JI€Hb UX MOCTYIUICHUS
WIH B NIEPBBIA pabounii J€Hb NPU NOCTYIJIEHUU B HEPAOOUYHE JTHU.

4.3.3. Ilocne peructpauuu MOJYYEHHBbIE JOKYMEHTBI IEpPENAIOTCS B
JEJI0NPOU3BOICTBO.

4.4. IlogTBEpKAEHNUE O MOITYYEHUH JIEKTPOHHOTO JOKYMEHTA!

4.4.1. Ilpu nDoJiyueHUU DIEKTPOHHOIO JOKYMEHTa IOJy4yaTellb IO
3alpocy HaNpaBISIET OTIPABHUTENIO TAKOrO JIOKYMEHTa MOJATBEPXKICHHE O
MOJTy4YEHHUH 3JIEKTPOHHOTO JokyMeHTa [loaTBepkaeHune HampasisieTcss B popme
AJIEKTPOHHOTO COOOIICHHUS.

5. Opranuzanus OTIpaBKU JOKYMEHTOB

5.1.  TloaroroBka JOKYMEHTOB K OTIPABKE.

5.1.1. K pgoKyMmeHTaMm, OTHpaBIsS€MbIM II0 3JIEKTPOHHOM IOYTE,
IPEIBSABISIOTCS CIENYIOIINEe TPEOOBAaHUS JOKYMEHTHI TOTOBSITCS C MOMOIIBIO
TekcToBoro penaktopa Word wnm  TabmuyHoro pemakropa Exell ¢
ucnonp3oBanueM mpudroB Arial, Times New Roman um Moryt copepxartb
rpaduueckue nzodpaxenus B popmare PDF, JPEG.

5.1.2. Ilpu oTnpaBke JOKYMEHTOB NPEIBAPUTEIBLHO IPOU3BOJAUTCS
IIPOBEPKA X JOCTOBEPHOCTH.

5.2.  OrtnpaBka JOKYMEHTOB IO JIEKTPOHHOMN MOYTE.



5.2.1. JIoKkyMeHTBI, TOJIeKAIIME€ OTHPABKE MO 3JIECKTPOHHOM TMOYTeE,
00pabaTbIBAIOTCS W OTHPABIAIOTCS H JI€Hb MX NOCTYIUIEHUs MO0, Kak
UCKJIIOUEHHUE, HE TIO3HEE CIIEYIONIEro padovero JHs.

5.2.2. [ochulka WM 3aME€Ha paHee pa30CIaHHOIO JOKyMEHTa
OCYILECTBIISIETCSA 110 YKA3aHUIO JINIA, TOAMNUCABLIETO TOKYMEHT.

5.2.3. B 01HOM 3JIEKTPOHHOM COOOUIEHUH, KaK MPaBUIIO, MEPEChUIACTCS
OIMH JIOKYMEHT, B CJlydae, €CJId HeoOXOAMMO IepeciaTb HECKOJIbKO
JIOKYMEHTOB, OHH TOJIJIeXkKaT 00s3aTeIpHON yriakoBke B apxuBax RAR wmm ZIP.
JHloxymeHnt, o0bemom Oosiee 100 kbaiiT, apxuBupyercs.

5.2.4. Tlepen oTIpaBKO#l JOKYMEHTA IO AJIEKTPOHHOM MOYTE HEOOXOAUMO
IPOBEPUTH €r0 HA HAIMYHUE BUPYCOB.

5.3. C noMOmp0 BJIEKTPOHHOW MOYTHI OCYIIECTBIISIETCS ONEPATUBHAS
nepenada nHpopmaiuu B BUJIE:

* MPHUKA30B U PACHOPSIKEHUI;
* YKa3aHUU U MUCEM;
* DJJIEKTPOHHBIX COOOIIEHU;
* JIOKJIAJIHBIX U CIYEOHBIX 3aMHCOK.
6. XpaHeHHe 3JIeKTPOHHBIX JOKYMEHTOB

6.1. Bce »2neKTpOHHbIE JOKYMEHTBHI [IOJKHBI XPaHUTbCSI B TOM K€
dbopmare, B KOTOPOM OHHU OBLIH C(POPMHUPOBAHBI, OTIIPABJICHBI U MOTY4CHBI.

6.2. Cpok XpaHEHHs SJIEKTPOHHBIX JIOKYMEHTOB JIOJDKEH OBITh MEHee
ATH JIET.

6.3. XpaHeHHE DSJEKTPOHHBIX JOKYMEHTOB JOJDKHO COIPOBOKIATHCS
XpaHEHUEM COOTBETCTBYIOIIETO MPOTPAMMHOIO OOECTeueHus], MO3BOJISIOIIETO
UMETh BO3MOKHOCTb PabOThI C JIEKTPOHHBIMU JKypHaJaMHU U TOKyMEHTaMHU.

6.4. OOs3aHHOCTH XpaHEHUs JEKTPOHHBIX JOKYMEHTOB BO3JIAraroTcsl Ha
VYaactaukos 2]10.

6.5. JIns BBIMONHEHUS TEKYIUX pPa0OT MO BEACHHUIO BJIEKTPOHHBIX
apxuBoB YuacTHukH D/1O Ha3HAYalOT OTBETCTBEHHOE JIULIO.

6.6. DNEeKTpOHHbBIE apXUBbI NOJJIekKAT 3aIlUTe oT
HECaHKIIMOHMPOBAHHOI'O JIOCTYIA, HENPEIHAMEPEHHOIO YHHUTOXEHUS U (WIIN)
UCKaKEHUS.

7. Obecneyenre MHPOPMANMOHHON 0€30MTACHOCTH JIEKTPOHHBIX
AOKYMEHTOB

7.1 .Cobmonenue TpeboBaHuM HHGOPMAIIMOHHONW OE30MAaCHOCTH TIPU
praHu3alru AIEKTPOHHOTO JOKYMEHTO000pOTa 00eCIeUnBaET:

* KOH(QUIEHUUATHLHOCTh HH(OpMALUMK  (MOJYYUTh JOCTYyN K
uHGOPMAIIUU MOXKET TOJIBKO OMPEIEICHHBIN KPYT JIHI);

* IIEJIOCTHOCTh IepeAaBaeMoil MH(popManuu (TapaHTUPOBAHHUE, YTO
JaHHBIE TepeatTcs 0e3 UCKAXEHUN U UCKITI0YAeTCsl BOBMOXKHOCTh
OIMEHBI HH(OpMAIUN);



7.2.

7.2.1.

7.2.2.

ayTeHTHQUKaNUO (KOoTaa mepeaaBacMyro WHGOPMAIUIO MOXKET
NOJyYUTh TOJBKO TO JIMIO, KOMY OHO TIpeJHa3HA4YeHa, a
OTIPABUTENIEM SBJSIETCSI UMEHHOTO TOT, OT YbEr0 MMEHU OHa
OTIIPABJICHA).

TpebGoBanus mo MHPOPMAITMOHHOMN 0E30MACHOCTH MPU OPraHU3AINH
AIIEKTPOHHOTO  JJOKYMEHTOO0OpOTa pEealn3yloTCs IMOCPEICTBOM
MPUMEHEHUS MPOrpPaMMHO- TEXHUIECKUX CpEICTB u
OpraHMU3aIMOHHBIX MED.

K mporpamMMHO - TEXHUUECKHUM CPEJICTBAM OTHOCSITCSI:
IpOrpaMMHBIE  CPEACTBA, CHEIHUAIBHO pa3padOTaHHBIE IS
OCYIIECTBIIECHUS 3JIEKTPOHHOTO TOKYMEHTO000POTA;
cUCTEMA Tapojiell U UICHTU(PUKATOPOB IS OTPAaHUUYEHUS JOCTyIa
MOJIb30BaTEe W aAMHUHUCTPATOPOB K  TEXHUYECKUM U

MIPOTPaMMHBIM cpeAcTBaM CUCTEMBbI AIEKTPOHHOTO
JOKYMEHTO000pOTa;
NporpaMMHO -  amnmapaTHble  CpPeACTBa  3allUThl  OT

HECAHKIHOHUPOBAHHOI'O JIOCTYIIA;

CpPEICTBA 3aIIUTHI OT IPOTPAMMHBIX BUPYCOB.

K opranu3aiinoOHHBIM MepaM OTHOCSITCSL:

pasMelICHHEe  TEXHWYECKUX  CPEACTB B IOMEIICHUAX  C
KOHTPOJIUPYEMBIM JIOCTYIIOM;

aJIMHHUCTPATHBHBIC OTPAHWYEHUS JIOCTYIIA K OTHUM CPEACTBAM:
3aJJaHie  PEKMMa  HCIOJIb30BAHMS  MMOJB30BATEIIMA U
aJIMHHHCTPATOPaMH IapoJicii U HISHTHU(PUKATOPOB;

JOIMYCK K  OCYHISCTBJIICHHIO  JIOKYMEHTOOOOpOTa  TOJIBKO
OTIpeICIICHHBIX JIUIL;

HOJIJICpKaHKE MMPOTrPAMMHBIX CPEJICTB B HCITPABHOM COCTOSTHHUH,
obyuenue pabotauko MJIOVY;

3alUTa TEXHUYECKUX CPEACTB O MMOBPEKIAIONIMX BHEIIHUX
BO3IEHCTBUH (I105Kap. BO3AEHCTBHE BOILI U I.11.).



