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MOJIO)KEHHUE

00 3JIEKTPOHHOM JOKYMeHT0000poTe

1. O0nue moJIoKeHu A

1.1. TTonoxxeHue 06 3NEKTPOHHOM JOKYMEHTOOOOpOTE
pa3paboTaHO B COOTBETCTBHHM ¢ TpeOoBaHUAMH DeiepaibHOTrO
3akoHa oT 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit
Oenepanun», Deaepansaoro 3akona ot 27.07.2006 Ne 149-03
«O06 uHpOpMaLH, HHPOPMALIMOHHBIX TEXHOIOTUSIX U 3alIUTE
uHpopmauun», GenepanbHoro 3akona ot 27.06.2007 Ne 152-D3
«O nepcoHaIBHBIX JIAHHBIXY.

1.2. Ilonoxenue 00 37eKTPOHHOM JJOKYMEeHTOooOopoTe (nanee-
ITonoxxeHue) ycTaHaBIMBaeT eAMHbIE TPEOOBAHUS K OpraHU3aiu
paboThI C JOKyMEHTaMH, NIOJy4YaeMbIMU ¥ OTIIPABIISIEMBIMH C
IIOMOIIBIO JIEKTPOHHOM ITOYTHI.

1.3. Jlns neneit Hacrosiero [Too)xeHus yCTaHABIUBAIOTCS
CJIeIyIOIIMe TEPMUHBI U OIIpeIeICHUS :

OnexrponHas noyra (1) — cucreMa, mo3BosroLIas
TMI0JIE30BATENISIM OTIIPABIIATE COOOIIEHHUS Yepe3 MOJIEM HITU CETEBOE
COEJIMHEHHE C OJIHOTO KOMIThIOTEepa Ha IPYTroii.

JlokymeHTHpoBaHHasi HHMOpMaLHs (JIOKyMEHT) —
3aMKCUPOBaHHAs HA MAaTePHAILHOM HOCHTEE HHPOPMAIIHS C
PEKBHU3UTaMHU, MIO3BOJISIOLIUME €€ HIeHTH(DUIIMPOBATE.

DNeKTpOHHBIN 10KyMeHT0000poT (3/10) — OpraHu3aioOHHO |
IIPOrPaMMHO — TEXHUYECKH YNOpsIoYeHHass HHPOPMAIIMOHHAS



cucTema, obecreyrBaoLas rnpouecc ooOMeHa, coopa, 00padoTKH,
HAKOILIEHUS U XpaHeHUs HH(DOpMAIUHU TOCPEACTBOM
9JIEKTPOHHBIX JJOKYMEHTOB.

OneKTpoHHBI! HOKyMeHT (D) — JOKyMEHT, CO31aHHBIH IpU
TIOMOIIIY JIEKTPOHHBIX AIllIapaTHO — TEXHUYECKHUX U
IIPOrpPaMMHBIX CPeCTB, (GUKCUPYEMBIH B IIppoBOM Kozie B hopme
UICHTUDULHPYEMOTO 10 COAepPKATEIbHON YaCTH UMEHOBAHHOI'O
(haiiira, JOCTYIHEIN JUIS TTOCHeqyolel 06paboTkH,
HCIIOJIb30BaHUs, BOCIIPOU3BEACHUS (OTOOPaKeHUSI) U BU3YaJIbHOTIO
BOCTIPUSITHS, & TAKXKe JUIsl Mepeiavy v MOJIy4eHus 110
TEJIEKOMMYHHUKALIMOHHBIM KaHaiaM CBs3H. [TakeT 3/1eKTpOHHBIX
JOKYMEHTOB (1aket) — ofquH wiu 6onee D1,

OnekTpoHHOE coobiieHne (DC) — JIOruYecKu LeIoCTHAs
COBOKYITHOCTbH J@HHBIX, UMEIOLIUX CMBICII JUJIsl YYaCTHUKOB
WH()OPMAIMOHHOTO B3aUMOIEHCTBHSI, 3aKOIUPOBAHHAS CIOCOOOM,
MO3BOJISIONIUM 00ecTIeyuTh ee 00paboTKy CpeiCTBaMHU
BBIUMCIIUTEIBHOU TEXHUKH, Tlepeiady 110
TeIeKOMMYHHUKAIIMOHHBIM KaHAJIaM CBSI3U U XpaHEHUEe Ha
MalIMHOYUTAEMBIX HOCUTENSIX HH(OPMALIMOHHBIM KaHaJIaM CBS3H
U XpaHeHHe Ha MAIIMHOYUTAEMBIX HOCUTENAX UH(DOPMAIIHH.

YyactauK — paboTHuku U agMuaucTpauus MKJIOV Jlerckuii can
3, y4acTBYIOIIHE B 3JIEKTPOHHOM JIOKYMEHTOO00pOTE.

OTnpaBuTeNb 3JEKTPOHHOTO JOKYMEHTa (OTIPAaBUTEND) —
pabotHuK uiu aamuauctpauus MKJIOVY Jlerckuii can 3 , koTopoe
HaIpaBJIseT 3JeKTPOHHBINA JOKYMEHT.

[Tony4aresnb 3JIEKTPOHHOTO JOKyMeHTa ([10JIy4aTelb) - pabOTHUK
MKJIOV [etckuii can 3 wiu agmuuauctpanus MKJIOVY lerckuit
cajl 3, KOTOpOMY OTIIPaBJICH 3JIEKTPOHHBINA JOKYMEHT.

JlocTaBKa 3JIEKTPOHHOTO JOKYMEHTa (JJocTaBKa) — (PU3MUECKUM

npolecC MepeMelleH s JEKTPOHHOI0 JOKYMEHTa OT OTIIPaBUTEs
K TIOJTy4aTelIIo.

1.4. B nacrosiiem [lonoxenuu B kauectBe D]] paccmaTpuBaroTCs
3NIEKTPOHHBIE CIYkeOHO — MH()OPMAILTMOHHBIE TOKYMEHTHI. ’

1.5. ITonoxxeHue pacrpocTpaHsercs Ha OpraHu3anuio padboTsl ¢
NOKYMEHTaMH, [IepeJaBaeMbIMU U IOJYYaeMbIMH C TIOMOIBIO
9JIEKTPOHHOM MOYTHI, BKJIIOYasi HX MOATOTOBKY, PETHCTPAIIUIO,
y4eT, OTIIPABKY U IOJIy4YeHHE.

1.6. TpeGoBanusi, ycranaBnupaemsl [lonoxeHueM, 00s13aTeNbHbI
quis Becex pabotHukoB MKJIOV Jlerckuii can 3

1.7. OTBETCTBEHHOCTH 3a OPraHU3ALMIO U COCTOSTHUE
JOKYMEHTAIllMOHHOI'0 00ecreyeHus IOCPEICTBOM JIEKTPOHHOM



noutsl B MKJIOV [letckwuii can 3 Bo3naraercsi Ha OTBETCTBEHHEIE
JUIa ¥ paOOTHUKOB:

MOAJEpXKKa B padOTOCTIOCOOHOM COCTOSHUM TEXHUYECKOTO U
IIPOrpaMMHOro obecreyeHust, OTBEYAIOLIETO 32
(YHKUHOHMPOBAHHE YIEKTPOHHOM MOYTHI;

TIpHeM, KOHTPOJIb YATAEMOCTH M JIOCTOBEPHOCTH, paclieyaTka
€CJI1 HEeT NPYTUX BO3MOXKHOCTEN O3HAKOMIICHHUS C JIEKTPOHHBIM
BApUAHTOM TEKCTa), y4€T M pacripesiesIeHus MOCTYaOLIX
JIOKYMEHTOB;

IIOATOTOBKA U OTIPaBKa HHMOPMALMY B aJpec OpraHH3alnH,
PUCTIABIIEH TOKYMEHT, O JaTe IIPUEMKH JOKYMEHTa U JaTe
AOBEIEHMS 10 NOIDKHOCTHOTO JTUIA (Tiepe/iayu B
JCJIOTIPOM3BOJICTBO);

liepeiada TOKyMEHTOB Ha paCCMOTPEHHE PYKOBOJMUTENIO (B
JeJIONPOU3BOACTBO);

YHET 1 peructpanus ornpasisembix u3 MKJIOV Jletckwmii can 3
JIOKyMEHTOB, IPOBEPKa MPaBUIBHOCTH UX ODOPMIICHUS U
OpraHHU3aIHs UX OTIIPABKY;

KOHTPOJIb MOTY4eHHs! HH(POPMAIIMK a/ipecaToM, OpraHu3alis B
Cllydae HeOOXOAMMOCTH, TIOBTOPHO OTIPABKHU JOKYMEHTa;
OINEpaTHBHOE PEIICHHE BOIIPOCOB 110 paboTe 3JIEKTPOHHOMN
IIOYTEI.

2. YcioBus ionmycka Y4acTHHKA K OCYIIECTBICHHIO 240

2.1. YyacTHHUK f0mycKaeTces K OCYIIECTBJICHUIO

JDOKYMEHTOOO0POTA TOCIIe BBITIOTHEHHS BCeit COBOKYIIHOCTH
CIIeAYIOIUX ACHCTBHIA:

2.1.1. YcraHOBKH HEOOXOIHUMBIX armnapaTHbIX CPEJCTB,
MPOrpaMMHOI0 ¥ HH(POPMAIIHOHHOIO 00ecTieYeH s,

2.1.2. Opranu3sanus sumKa 31eKTPOHHOMN MOYTHI TIOJIydaTes.

2.1.3. CornacoBanus MEXJly Y4aCTHUKaMU IIepedHs JIOKYMEHTOB
[I€pelaBa€MbIX I10 TEJIEKOMMYHUKAIIMOHHBIM KaHAJIaAM CBSI3U B
3JIEKTPOHHOM BHJIE.

3. Opranusanusi 31eKTPOHHOIO AOKYMEHT0000poTa
3.1. Ilopsinox opranuzanuu SJIEKTPOHHOT'O JOKYyMEHT0060poTa:
3.1.1. DneKTpoHHbI JOKyMEHTOOGOPOT BKITI0UAET B cebsi:

(hOpMHMpPOBaHKE FIEKTPOHHOIO JOKYMEHTA;

OTIPABKy U OCTABKY 3JIEKTPOHHOTO JOKYMEHTA;
MPOBEPKY 3JIEKTPOHHOT'O IOKYMEHTA;

IOATBEPXKACHHUE N0y YCHHUS FTEKTPOHHOTO JOKYMEHTA;
Y4E€T 3JICKTPOHHBIX JOKYMEHTOB;

XPaHCHHs JJIEKTPOHHBIX JIOKYMEHTOB (Be/IeHHE apXHBOB



3JIEKTPOHHBIX IOKYMEHTOB).

3.1.2. ®opmupoBaHUe TEKTPOHHOTO JOKYMEHTA OCYIIECTBIISETCS
B CJIEIYIOIEM TOpsIIKe:

bopMHpoBaHHe TEKTPOHHOTO JJOKYMEHTA B BUJIE
MMEHOBaHHOTO (aiina;
noAnucanue chOpMUPOBAHHOIO JEKTPOHHOTO JOKYMEHTA B
BUJIE UMEHHOTO daitia.
3.1.3. CchopMHUPOBaHHBIN 3IEKTPOHHBIH TOKYMEHT HMEeT
IOPUIHYECKYIO CHIY U BJI€YET NPeyCMOTPEHHBIE /Il JAaHHOTO
JOKYMEHTA IPaBOBBIE MOCIEACTBHS B CIy4ae ero HaJIe)KaIero
0(hOpMIIEHHUS B COOTBETCTBHH ¢ HacTosIMM [lososkeHreM.

3.1.4. C nenpio yMeHbIIeHHs: 00BEMOB IIEPEaBAEMOM
MH()OPMALMHU IIPH TPAHCTIOPTHPOBKE 3JIEKTPOHHEBIX JOKYMEHTOB
MOTYT WCIIOJIE30BaThCs CHEMATbHbBIE aJITOPUTMBI CYKATHS
MH(QOpPMALIUH.

3.1.5. Bee opunudeckue geicTBUs, 0QOPMIISIEMBIE TOCPEACTBOM
3JIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBUY C HACTOSIIIAM
[TonoxxeHueM, MPU3HAIOTCS] COBEPLIEHHBIMHU B TUCEMEHHOM (hopme
¥ HE MOTYT OBITh OCIIOPEHBI TOJIBKO Ha TOM OCHOBAHUM, YTO OHU
COBEPILLIEHHBI B 3JIEKTPOHHOM BHJIE.

3.1.6. Ilocie momy4eHus 3IeKTPOHHOTO JOKYMEHTA MTOJTy4aTelb
00s13aH HaNPaBUTE OTIPABUTEIIIO TAKOTO JOKYMEHTA
MIOJTBEPIKICHHUE O MOJIyYEHUH JIEKTPOHHOT'O JJOKyMEHTA.

4. Opranunzanusi pa6oTsl ¢ NOCTyNAawIIeH KOPpecnoHAeHIHeH
4.1. CriocoObl OCTaBKU KOPPECIIOHIEHLIUK:

4.1.1. JlocTaBKa KOPPECHIOHIECHIIUU OCYIIECTBIISIETCS TI0
3JIEKTPOHHOM 1oYTe.

4.2. Ilpuem 1 06paboTka KOPPECTIOH IEHIUH:

4.2.1. KoppecnoHeHIHs1, HOCTYNAroLIas Mo 3IEKTPOHHON MoyTe
ot paboraukos B MKJIOV Jlerckuii caj 3, mpoXoauT Yepes
aHTHBUPYCHYIO IIPOBEPKY, pacreyaTbiBaeTcs (eCiy HET APyrux
BO3MOYKHOCTEH O3HAKOMJIEHUS C 3JIEKTPOHHBIM BapHaHTOM
TEKCTa), IPOXOIUT MEePBUUYHYI0 00paboTKy, pacrpe/ie/ieH e,
PEeTUCTpaLHIo.

4.2.2. B npouecce nepBoHaYaibHOW 00pabOTKM MOCTYNAOIIEH
KOPPECIOHCHIIMM BCE JOKYMEHTBI IPOBEPSIOTCS HA HAJIHMYHE
BHUPYCOB, IIPOBEPSETCS UX YUTAEMOCTD U IOJHOTA.

4.2.3. DNEeKTPOHHOE COOOIIEHHE CYMTAETCS TIOCTYIUBIIUM MOCIIE
IIPOBEPKH MOUIMHHOCTH ¥ BO3MOXKHOCTH €I'0 BOCIIPOU3BEACHHUS.

4.2.4. TlpueM KOppECTIOHACHIMH (YTEHHE TTOYTHI) OCYIIECTBIISETCS



VYyacTHUKaMu He PEXEe IIAATH pa3 B JICHL.

4.2.5. ObpaboTka KOpPECHOH/ICHIIUU TIPOU3BOAMTCS B IEHB €€
MIOCTYIUICHUS] WU B MEPBBIA pabouMii eHb NP MOCTYIUIEHUH B
Hepabo4ue JHH.

4.2.3. Peructpanys TOKyMEHTOB | repejiaya ux B
JEJIONPOU3BOJICTBO:

4.3.1. Bce mocrynuBmze JOKyMEHTBI PETUCTPUPYIOTCS U
oOpabatbIBalOTCA.

4.3.2. Peructpauus JOKYMEHTOB IIPOU3BOJUTCS B IEHb UX
TIOCTYTUICHUS WJTK B MIEPBBIA pabo4mii AeHb MPH MOCTYIUIEHUH B
Hepabo4ue JHH.

4.3.3. Ilocne peructpanuu mojy4eHHbIe TOKYMEHTBI TIEPEIatoTCs B
IeJIONPOU3BOJICTRO.

4.4. TlonTBepxaAeHUE O MONyYEeHUH JIEKTPOHHOTO JOKYMEHTa:

4.4.1. Ilpu nomy4eHUH 37€KTPOHHOTO JOKYMEHTA ITOIy4aTellhb 110
3aMpocy HaIpasiseT OTIPABUTENIO TAKOTO JOKyMEHTA
IIOATBEPXKICHHUE O MOTYYECHHUH JIEKTPOHHOI'O JOKYMEHTA.

IlTonTBepxaeHue HanpaBiseTcs B GopMe JIEKTPOHHOTO
COoO0IIeHUS.

S. Oprann3anusi oTHPaBKH A0KYMEHTOB

5.1. IloaroroBka 1OKyMEHTOB K OTIIPABKE.

5.1.1. K noxymeHTam, OTIIpaBIisieMbIM 110 3JIEKTPOHHOM IMOuTe,
NPEAbSBIISIOTCS CleayolHe TpeOOBaHUS TOKYMEHTEI TOTOBSTCS C
TIOMOIIIBIO TEKCTOBOIO peaakropa Word niu tTabiudHOro
penaxropa Exell ¢ ncnons3oBanunem mpudros Arial, Times New

Roman u moryT conepxarts rpaduueckie u300paKeHus B
dopmare PDF, JPEG.

5.1.2. Tlpwm oTnipaBKe JOKyMEHTOB TpeABAPUTENBHO IPOU3BOIUTCS
IIPOBEPKA UX JOCTOBEPHOCTH.

5.2. OtnpaBka JOKYMEHTOB I10 3JIEKTPOHHOM I10YTE.

5.2.1. JIoKyMeHTBI, NOAJIeXkKAII[HEe OTIIPABKE MO 3JIEKTPOHHOM
moyTe, 00pabaTHIBAIOTCS U OTIPABJISIIOTCS B JIEHb MX MOCTYILICHUS
100, KaK UCKITIOYEeHHE, He TTO3/IHEE CIIEYIOIIETO pabouero JHs.

5.2.2. JlochlIKa WM 3aMeHa paHee Pa30C/iaHHOrO JOKYMEHTa
OCYILIECTBIISETCS 110 YKA3aHUIO JIULA, TOAIMCABILEro JOKYMEHT.

5.2.3. B 011HOM 3JI€KTPOHHOM COOOIIEHHH, KaK TIPaBUIIO,
NIEPEChIIAETCS OJIUH JIOKYMEHT. B ciydae, eciin HeoOXo1umo
IIepeciiaTh HECKOJIBKO JOKYMEHTOB, OHH MOJIEKAT 00S3aTEIbHOM
ynakoBke B apxuBax RAR unu ZIP. JlokymenT, o6beMom Gosiee



100 xbaiit, apxuBupyercsi.

5.2.4. Tlepen oTnpaBKOW JOKYMEHTA I10 3JIEKTPOHHON MOYTe
HEOOXOIMMO NPOBEPHUTH €r0 HA HAIMYKE BUPYCOB.

5.3. C IOMOIIIBIO IEKTPOHHOM MOYTHI OCYIIECTBISIETCS
orepaTuBHas repenada uHGoOpMaIuy B BUE:

NIPUKA30B U PACIIOPSIKEHHI;
YKa3aHUW U IMHUCEM;
3JIEKTPOHHBIX COOOINEHUI;
JOKJIQJIHBIX U CITyKeOHBIX 3aIKMCOK.
6. Xpanenue 3/1eKTPOHHBIX JOKYMEHTOB

6.1. Bce anexTpoHHbIe JOKYMEHTHI JOJDKHBI XPAHUTHCS B TOM K€
(hopmate, B KOTOPOM OHH GBUTH C(HOPMHUPOBAHBI, OTIIPABIECHBI 1
IIOJIYyYCHBI.

6.2. Cpok XpaHeHHs SEeKTPOHHBIX JOKyMEHTOB JI0JKEH OBbITh
MeHee IISITH JIeT.

6.3. XpaHeHue 2JeKTPOHHBIX TOKYMEHTOB JIOJKHO
CONPOBOXAATHCS XPAHEHUEM COOTBETCTBYIOIIETO MPOrPAMMHOIO
obecrieyeHusl, MO3BOJISIOLIEr0 UMETh BOSMOYKHOCTD paboTEI ¢
3JIEKTPOHHBIMH JKypHAJIaMH U JJOKYMEHTAMH.

6.4. O0s3aHHOCTH XPaHEHHUS IEKTPOHHBIX IOKYMEHTOB
BO3JIararoTcsi Ha Y4yactaukos DJ10.

6.5. Jlist BBINONHEHNS TEKYIIUX PaboT M0 BEAEHHIO 3MEKTPOHHBIX
apxuBoB YuactHukH D /IO Ha3HAYaIOT OTBETCTBEHHOE JIUIIO.

6.6. DIIeKTPOHHBIE apXKBBI MOJIJIEXKAT 3aIMUTE OT
HECaHKIIMOHUPOBAHHOIO JOCTYTIa, HENIPEHAMEPEHHOTO
YHHUYTOXEHUS U (WIIH) UCKAXKEHHUS.

7. Ob6ecnevenne HHpOpMaUHOHHONH Ge30MACHOCTH
3JIEKTPOHHBIX JOKYMEHTOB

7.1.Cobmonenue TpeGoBanuii HHGOPMAIMOHHON GE30MaACHOCTH
TIPH OpraHU3alKHU JJIEKTPOHHOIO JOKYMEHTO000pOTa
obecrieynBaer:

KOH(GHACHLMANBHOCTE HHbOpMaLyH (TIOTy4HTh JOCTYII K
MH(QOPMALKM MOXET TOJIBKO ONPE/ENeHHbIH KPYT JIHII);
LIEJIOCTHOCTB NepeiaBaeMoii HHGOpMaIny (rapaHTHPOBAaHHE,
9TO JaHHBIC MepearoTcsl 6e3 UCKAKEHUI U UCKITIOYaeTCs
BO3MO)XHOCTb IIOAMEHbI HH()OPMAIUH);

ayTeHTH(UKALMIO (KOTia IepeaaBaeMylo HHPOPMAIIHIO MOXKET
TIOJTyYUTh TOJBKO TO JIMIIO, KOMY OHO TpeHa3Ha4YeHa, a
OTIPABUTEJIEM SBJISIETCS UMEHHOTO TOT, OT Yb€I0 UMEHH OHA
OTIIPABJICHA).



7.2. TpeGoanus 110 HHMHOPMALMOHHOM 6e30MaCHOCTH npu
OpraHU3alKK 3IEKTPOHHOIO JJOKYMEHTO000POTa pealu3yroTCs
IIOCPEICTBOM NPUMEHEHHS IPOrPAMMHO- TEXHUYECKUX CPEJICTB 1
OpraHM3alluOHHBIX Mep.

7.2.1. K mporpaMMHO - TEXHHYECKHM CPEJICTBAM OTHOCSTCS:

MPOrpaMMHBIE CPEJICTBA, CIIEHAIIBHO pa3paboTaHHbIe IS
OCYILIECTBICHHS dJIEKTPOHHOTO JIOKYMEHTOOO0pOTA;
CHCTEMa MapoJied U WIEHTU()UKATOPOB /IS OTPAaHUYEHHS
AOCTyIIa MOJIb30BaTeNIel ¥ aJIMUHUACTPATOPOB K TEXHHYECKUM M
MPOrpaMMHBIM CPEJICTBAM CHCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa;
IIPOrpaMMHO — amnmnapaTHbIe CPeACTBA 3aLUTHI OT
HEeCaHKIIHOHUPOBAHHOTO JIOCTYIIA;
CPEJICTBA 3aIUTEI OT IPOrPAMMHBIX BUPYCOB.

7.2.2. K opraHu3aifioHHbIM MEpaM OTHOCSITCSL:

pPa3sMEIICHUE TEXHUYECKUX CPEACTB B MOMEILIEHUSX C
KOHTPOJIMPYEMBIM JTOCTYIIOM;

aJIMIHHACTPATUBHBIC OIPAaHUYEHHUS IOCTYIIa K 9TUM CPEICTBAM;
3aJaHre peKrMa UCIIOJIB30BaHUS IT0JIb30BaATEISIMA H
aZIMUHMCTPATOPaMHU MapoJiel U UIeHTH(HUKATOPOB;

AOITYyCK K OCYILECTBICHHUIO JOKYMEHTO000OPOTA TOJIBKO
OIIPENEJICHHBIX JIHIL;

noAepXKaHKue IIPOrPaMMHBIX CPEJICTB B UCITPABHOM COCTOSIHUWY;
obyuenue pabotaukoB MBOVY 11O Ne 1;

3alIMTa TEXHUYECKUX CPEJICTB O MOBPEIKIAFOLIMX BHEIITHIX
BO3/IEHCTBUM (TI0%kKap, BO3/1EiCTBUE BOJIBI U T.IL.)



		2021-05-31T15:46:27+0300
	Ищенко Ирина Ивановна




