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MNOJIOKEHHUE
00 1ekTpoHHoM JokyMeHTOo000poTe MBOY COI Nel r./luropsi
1. O0umue M0JI0KeHUs

1.1. TTonosxeHue 00 AIMEKTPOHHOM JOKYMEHTO000POTE pa3paboTaHO B COOTBETCTBHH C
TpeboBanusimu denepanbHoro 3akoHa ot 29.12.2012 Ne 273-03 «O06 o6pa3oBaHuH B
Poccutickoit ®enepanuny, GenepanbHoro 3akoHa ot 27.07.2006 Ne 149-D3 «O6 uHbopmarmy,
WH(pOPMAITMOHHBIX TEXHOJIOTHAX M 3aIuTe nHopmaruny, OeaepanbHoro 3akoHa ot 27.06.2007
Ne 152-@3 «O nepcoHaNbHBIX TaHHBIX».

1.2. TTonoxxeHue 06 MEKTPOHHOM JOKyMeHToo0opoTe (nanee- [lonoxeHue) ycTaHaBiIuBaeT
eIMHbBIC TPEOOBAHUS K OPraHU3aIiK PAOOTHI ¢ JOKYMEHTAMH, TTOJy4aeMbIMH U OTIPABIIIEMbIMH

C IIOMOUIBIO JIEKTPOHHOM IIOYTHI.

1.3. /Insa ueneit HacTosiero [10710KeHNs yCTaHABIMBAKOTCS CIIEYIOLIUE TEPMUHBI U
OIIpEIeIIECHUS:

OnektponHas noura (II1) — cucrema, MO3BOJIAIONIAS TTOJIB30BATENSIM OTIIPABIISTH COOOIICHUS
4yepe3 MOJIEM W CETEBOE COSAMHEHHE C OHOT0 KOMITBIOTEpA Ha IPYTOH.

JlokyMeHTupOBaHHasi HHPopMaIus (I0KyMEHT) — 3a)MKCUpOBaHHAsI HA MaTepUAIIbHOM HOCUTEIIE
UHpOpMaLUs C PEKBU3UTaMH, MTO3BOJISIONIMMU €€ UJIEHTU(PULIUPOBATh.

DNEeKTPOHHBIN JOKyMeHT0000poT (D/10) — opraHu3aiMoOHHO U IPOTPAMMHO — TEXHUYECKU
ynops1oueHHas HHPOpPMallMOHHAs cucTeMa, obecrieurBarolias mporecc ooMeHa, coopa,
00pabOTKH, HAKOIUIEHUS U XpaHEHHs HH(POPMAILIUU TOCPEACTBOM MIEKTPOHHBIX JJOKYMEHTOB.

ONeKTpOHHBINH JOKYMEHT (3/1) — JOKYMEHT, CO3aHHBIN P MOMOIIX 3JIEKTPOHHBIX alapaTHo —
TEXHUYECKUX U MPOTPaMMHBIX CPEICTB, PUKCHPYEMBIN B IU(POBOM Koz B (hopme
UJACHTUPHUIUPYEMOTO 10 CO/IepKaTeIbHON YaCTH UMEHOBAHHOTO (paiiina, TOCTYIHBINA A
nocieayroueil 00paboTKH, UCTIOIb30BaHUS, BOCIIPOU3BEIEHNUS (0TOOpaXeHHsI) U BU3YalIbHOIO
BOCIIpHATHA, a4 TAKXKE IJId IEpEAadN U IMMOJTYUCHHUA 110 TCIICKOMMYHUKAIIMOHHBIM KaHaJIaM CBA3H.

[TakeT >NMEeKTPOHHBIX JOKYMEHTOB (MakeTt) — ofuH uiau 6onee D/1.

DnekTponHoe coodmenne (IC) — TOrHUecKH MeTOCTHAS COBOKYITHOCTD JaHHBIX, HMEIOITUX
CMBICT JUIsl y9aCTHUKOB MH(GOPMAITMOHHOTO B3aUMO/ICHCTBYS, 3aKOAHUPOBAHHAS CITOCOOOM,



MO3BOJIIOIINM O0ECIIEUUTh €€ 00pabOoTKy CpeICTBAMU BbIUMCIUTEIbLHON TEXHUKH, TIEpeady 1o
TEJICKOMMYHUKAIIMOHHBIM KaHAIaM CBSI3M U XPAaHCHHE Ha MAITMHOYNTAEMBIX HOCHTEIISX
WH(OPMAIIMOHHBIM KaHAJIaM CBSI3HM U XPAHCHHUE HA MAIIMHOYMTAEMbIX HOCUTEIISIX HH(POPMAIUH.

VYyactHuk — pabotauku u aamMuauctparus MbOY COL Ne 1, yyacTByromnye B 3J€KTPOHHOM
JOKYMEHTO000pOTE.

OTnpaBuTENh IEKTPOHHOTO JOKYMEHTa (oTrpaBuTels) — pabotHuk MBOY COII Ne 1 wim
agmuauctpanus MBOY COIL Ne 1, koTopoe HanpaBiisieT 3JEKTPOHHBIA JOKYMEHT.

[TomrygaTensb AMEKTPOHHOTO JOKyMeHTa (mony4arens) - pabotHuk MBOY COII Ne 1 wnun
agmuauctpanus MBOY COILL Ne 1, koTopoMy OTITpaBJI€H 3JIEKTPOHHBIN JOKYMEHT.

JlocTaBKa 3JIEKTPOHHOI0 JOKYMEHTA (Jl0cTaBKa) — (PU3UUECKHI IpoLiece MepeMeICHUs
AIIEKTPOHHOI'O IOKYMEHTA OT OTIIPABUTEIS K OJy4aTelto.

1.4. B Hacrosimem [lonoxxennn B kauectBe DJ] paccMaTpUBaIOTCS 3JIEKTPOHHBIE CITYKEOHO —
UH(OPMAaLIMOHHBIE TOKYMEHTHI.

1.5. [TonoskeHnue pacnpocTpaHsIeTCcss Ha OPTaHU3aIMI0 PAOOTHI C JOKYMEHTaMHU, Iepe1aBaéMbIMU
U TOJYYaeMbIMHU C TTOMOIIBIO 3JIEKTPOHHOM MOUTHI, BKIFOYAs UX MOATOTOBKY, PErHCTPAIIHIO,
YUeT, OTHPABKY U MOJTYYCHHE.

1.6. TpeboBanus, yctanaBiuBaembl [lonoxeHnnem, 00s3aTenbHbl 11 Beex padboTHrkoB MBOY
COLII Ne 1.

1.7. OTBETCTBEHHOCTh 32 OPraHU3AIUIO U COCTOSHUE IOKYMEHTAIMOHHOTO 00ecreueHUs
nocpecTBoM 1eKTpoHHOM ouTkl B MBOY COILLL Ne 1 Bo3znaraercst Ha OTBETCTBEHHBIE JIULA U
pabOTHHUKOB:

e TOJAEpHKKa B pabOTOCIIOCOOHOM COCTOSIHUM TEXHUYECKOIO ¥ TPOrPaMMHOT0
o0ecrniedeHus, OTBEYAIOIETo 3a (PYHKIIMOHUPOBAHUE FIEKTPOHHON MOYTHI;

e TpUEM, KOHTPOJIb UNTAEMOCTHU U JOCTOBEPHOCTH, paclieyaTKa ecii HET APYrux
BO3MO>KHOCTEH 03HaKOMJIEHMSI C DJIEKTPOHHBIM BapUAHTOM TEKCTa), yUeT U
pacnpeeseHus IOCTYNAINX TOKYMEHTOB;

e TIOATOTOBKA M OTHpPaBKa MH(MOPMALIUH B a/ipec OpraHU3al1y, IPUCIABIIEH TOKYMEHT, O
JaTe MPUEeMKH JJOKYMEHTa U 1aTe JOBEJCHMS 10 JODKHOCTHOTO JIMLA (epeiaun B
IET0IPOU3BOACTBO);

e Iiepejaya JJOKyMEHTOB Ha PACCMOTPEHHE PYKOBOJIUTEIIO (B 1€J0MPOU3BOJICTBO);

e yder u peructpauus ornpasisieMblx 13 MbOY COLI Ne 1 nokymMeHTOB, IpoBepKa
MPAaBUIBLHOCTH UX O()OPMIIEHUS U OPTaHU3AIMS UX OTIPABKH;

e KOHTPOJIb MOJy4eHUs UH(POPMAIIMHU a/IpecaToM, OpraHU3alus B ciaydae
HE00XO0AMMOCTH, TOBTOPHO OTIIPABKHU JOKYMEHTA;

e ONEpPaTHBHOE PEIIEHHE BOIIPOCOB MO PA0OTE 3IMEKTPOHHON MOYTHI.

2. YcioBus 101yCKa Y4acTHHKA K ocyuiecTBiaenno 310

2.1. Y4acTHHK JIOMTYCKAETCs K OCYIIECTBICHUIO TOKYMEHTOO0OPOTA TIOCIIE BHITIOTHEHUS BCEH
COBOKYITHOCTH CJIEAYIOIIUX I€HCTBUIA:



2.1.1. YCcTaHOBKH HEOOXOAMMBIX aIapaTHBIX CPEACTB, MPOrPaAMMHOT0 ¥ HH(POPMAIIHOHHOTO
obecreueHus.

2.1.2. Opranu3zanus sIuyKa 3JIEKTPOHHOM MOYTHI I10JIy4aTesl.

2.1.3. CornacoBaHus MeX]ly YYaCTHUKAMH MEPEUHs JOKYMEHTOB MEepeIaBaeMbIX 110

TCJIICKOMMYHHUKAIIMOHHBIM KaHaJIaM CBA3H B 3JICKTPOHHOM BU/C.

3. Opranu3anus 3J1eKTPOHHOI0 J0KYMEHT0000poTa
3.1. [Topsitok opranu3anuu MEKTPOHHOTO TOKYMEHTO000poTa:
3.1.1. DNeKTPOHHBIN TOKYyMEHTOOOOPOT BKIIIOYAET B CEOsI:

e (opMHUpOBaHUE FNEKTPOHHOTO JOKYMEHTA;

e OTIPaBKY U JOCTaBKY JIEKTPOHHOI'O JOKYMEHTA;

e ITIPOBEPKY IEKTPOHHOI'O JOKYMEHTA;

e TIOATBEP)KIACHUE MOJIYYEHUS IIEKTPOHHOIO IOKYMEHTA;

e YYET IEKTPOHHBIX JOKYMEHTOB;

e XpaHEHMs 3JIEKTPOHHBIX JOKYMEHTOB (BEACHHUE apXUBOB 3JIEKTPOHHBIX TOKYMEHTOB).

3.1.2. ®opMHUPOBAHKE ITEKTPOHHOTO JOKYMEHTA OCYILECTBIISIETCS B CIEAYIOLIEM OPSIKE:

e (opMHpOBaHUE NEKTPOHHOIO JOKYMEHTA B BU/I€ MMEHOBAHHOTO (aila;
e TOANMCAHHE CYOPMHUPOBAHHOTO HIIEKTPOHHOTO JOKYMEHTA B BUJIE UMEHHOTO (haiina.

3.1.3. ChopmupoBaHHBIN 3JIEKTPOHHBIN JOKYMEHT UMEET IOPUINYECKYIO CUITY U BJICUET
IIPEAYCMOTPEHHBIE Il JAHHOTO JOKYMEHTA IIPABOBBIC ITOCIECACTBHS B CIIy4ae €ro HauIeKalero
oopmMiIeHHs B COOTBETCTBUHU ¢ HacTosmuM [lonoxkeHunem.

3.1.4. C uenpio yMeHbIIEHUS 00bEMOB NepeaBaeMoii HHGOpPMaIUU MPU TPAHCTIOPTUPOBKE
JJIEKTPOHHBIX TOKYMEHTOB MOT'YT HCIIOJIb30BAThCS CIIELIMAJIbHBIE AIITOPUTMBI CKATHS
UHpOpMaLINH.

3.1.5. Bce HOPUINYICCKUC I[eﬁCTBHH, O(I)OpMJ'ISICMBIe MOCPpCACTBOM BJICKTPOHHBIX TOKYMCHTOB B
COOTBCTCTBHUH C HACTOAIINM HOJIO)KGHI/IGM, MMPU3HAIOTCA COBCPIICHHBIMU B MMHMChbMEHHOM Q)opMe
N HC MOT'YT OBITh OCIHIOPCHBI TOJIBKO HA TOM OCHOBAHWH, YTO OHHU COBCPIICHHBI B 3JICKTPOHHOM

BUJIC.

3.1.6. Ilocne mosydeHus 3IEKTPOHHOTO IOKYMEHTA MoJTyyaTelib 00s3aH HallPaBUTh
OTHPAaBUTECIIIO TAKOTO JOKYMCHTA MOATBCPKACHUEC O IMMOJTYYCHHUU 3JICKTPOHHOT'O JOKYMECHTA.

4. Opranuszanus padoTsl ¢ NOCTyNAKIEeH KOPPecnoOH1eHIuel
4.1. CriocoObl TIOCTaBKU KOPPECTIOHICHIINN
4.1.1. JlocTaBKa KOPPECHIOHICHIIMM OCYILIECTBIISAETCS MO SJIEKTPOHHOM MoYTe.
4.2. TIpuem u 06paboOTKa KOPPECTIOHACHIIUN

4.2.1. KoppecnoHaeHI1s, TOCTYIAloMas Mo 3JIeKTPOHHOI mouTe oT paboTHrkoB B MBOY COIII
Ne 1, mpoxouT yepe3 aHTUBUPYCHYIO IPOBEPKY, pacreyaTbIBaeTCs (€CIM HET APYTUX



BO3MOYKHOCTEW 03HAKOMJICHHS C 3JICKTPOHHBIM BapHAaHTOM TEKCTa), IPOXOAUT IIEPBUIHYIO
00paboTKy, pacnpeeneHne, perucTpanuio.

4.2.2. B poriecce nepBoHAYaIbHON 00pab0TKH NMOCTYMAOIIEH KOPPECTIOHICHITIH BCE
JOKYMCHTBI IIPOBEPSAIOTCS HAa HAJTUIHEC BUPYCOB, MPOBEPSICTCA MX YUTAEMOCTD U MTOJTHOTA.

4.2.3. DNEKTPOHHOE COOOIEHUE CUUTAETCS TOCTYIUBIIMM IIOCJIE IPOBEPKU MTOJATUHHOCTH U
BO3MOKHOCTH €T'0 BOCIIPOM3BEICHHUS.

4.2.4. IIpreM KOppECHOHICHIINY (UTEHHE TIOYTHI) OCYIIECTBISIETCS Y YaCTHUKAMU HE PEXe MATH
pa3 B JICHb.

4.2.5. O6paboTKa KOPPECTIOH ICHITUH TPOU3BOIUTCS B ICHB €€ TIOCTYIUICHUS WU B MIEPBBIA
pabouwii JeHb MTPH MOCTYIUICHUU B HEPAOOUHe THH.

4.2.3. Peructpanus JOKyMEHTOB U IIepeaada ux B JEIONPOU3BOICTBO:
4.3.1. Bce nocTynuBIINE TOKYMEHTBI PETUCTPUPYIOTCS M 00pabaThIBAIOTCA.

4.3.2. Peructpaius JOKyMEHTOB MPOU3BOAUTCS B JIEHBb MX MOCTYIJICHHUS WU B IEPBBINA pabouunit
JICHb MPY ITOCTYIUICHUH B HEPAOOUIHE THU.

4.3.3. Ilocne perucTtpanuu MOoJy4CHHbIC JOKYMCHTBI IEPCAAOTCA B ACIIOIIPONU3BOACTBO.
4.4, HO,Z[TBep)K,I[eHI/Ie O MOJIYUYCHHUH IJICKTPOHHOI'O JOKYMCHTA!

4.4.1. Tlpu nony4eHUH ICKTPOHHOTO JOKYMEHTA IOJIy4aTellb [0 3apoCcy HAIpPaBIIsSIeT
OTIIPABHUTEIIO TAKOTO JJOKYMEHTA MOJITBEPKICHUE O MOTYYCHHUHN ICKTPOHHOTO JJOKYMCHTA.
[ToaTBepxeHre HAMpaBIseTcs: B OpME AIEKTPOHHOTO COOOIIECHUSI.

5. Opranu3anms OTHPAaBKHU J0KYMEHTOB
5.1. [loaroroBka JOKYMEHTOB K OTIIPABKE.

5.1.1. K noxymeHTaM, OTIIPaBIISIEMBIM I10 3JIEKTPOHHOM MTOYTE, MPEABSBISAIOTCS CIEIYIOINE
TpeOOBaHUS TOKYMEHTHI TOTOBSTCA C MOMOIIBIO TEKCTOBOTO peaakTopa Word niau TabiaumyHoro
penaxtopa Exell ¢ ucronp3oBanneM mpudTos Arial, Times New Roman u MoryT cogepxarb
rpaduueckue nzodpaxenus B popmate PDF, JPEG.

5.1.2. [Ipu oTnipaBKe TOKYMEHTOB IIPEIBAPUTEIBLHO IPOU3BOINUTCA ITPOBEPKA UX JOCTOBEPHOCTH.
5.2. OtmpaBKa JOKYMEHTOB 110 JJIEKTPOHHOM IOYTE.

5.2.1. JIokyMeHTBHI, OAJIEKAIIUE OTIPABKE MO SJEKTPOHHOM MTOUTE, 00pabaThIBAIOTCS U
OTTIPABJISAIOTCS B JIEHb UX MOCTYIUICHHSI TM00, KaK UCKIIIOUEHHUE, HEe TI03/IHee CIEAYIOLIETO
pabouero gHsl.

5.2.2. JlochlIKa WK 3aMeHa paHee Pa30CiIaHHOro JOKYMEHTa OCYIIECTRIISIETCS IO YKa3aHUIO
JIUIIA, TIOIITUCABIIETO JOKYMEHT.



5.2.3. B 0JHOM 3JI€KTPOHHOM COOOIIEHHUH, KaK ITPABUJIIO, IEPECHIACTCA OJUH JOKYMEHT. B
cilydae, €clii He0OXOIMMO MepeciaTh HECKOIBKO JOKYMEHTOB, OHH MOJIekAaT 00s3aTeIbHON
ynakoBke B apxuBax RAR unu ZIP. JlokymenT, oobemom Gomnee 100 kbaiit, apxuBupyercs.

5.2.4. Ilepen oTIIpaBKO¥ TOKyMEHTA MO 3JIEKTPOHHOM MOUYTE HE0OXOAUMO IPOBEPUTH €r0 Ha
HaJIM4Ke BUPYCOB.

5.3. C momMouibo 3IeKTPOHHON MOYTHI OCYIIECTBIISICTCS OTIEpaTUBHAs Iepenavya HHpopMaum B

BHJIE:

e IIPUKA30B U PACHOPSKECHUN;

e YKa3aHWH U IIUCEM;

e DJIEKTPOHHBIX COOOIICHUH;

e JIOKJIAJHBIX U CIIY>KEOHBIX 3aIIHCOK.

6. XpaHeHHe 3JIEKTPOHHBIX JOKYMEHTOB

6.1. Bce OJICKTPOHHBIC JOKYMCHTBI JOJI’KHBI XPAHUTBLCS B TOM 7K€ (I)OpMaTC, B KOTOPOM OHH ObLTIH
C(i)OpMI/IpOBaHLI, OTIPABJICHBI U ITOJIYYCHBI.

6.2. CpOK XPAaHCHUS IJICKTPOHHBIX JOKYMCHTOB JOJIKCH OBITH MEHEE IISITH JIET.

6.3. XpaHeHI/IC QJICKTPOHHBIX JOKYMCHTOB JOJI’KHO COIIPOBOXKAATHCA XPAHCHUCM
COOTBCTCTBYIOLICTO ITPOrpaMMHOI'0O O6€CH€‘1€HI/I${, IIO3BOJIAIOIICTO UMETHh BO3MOXKHOCTD pa6OTbI
C JJICKTPOHHBIMU XKXYpHaJlaMU U JOKYMCHTAMU.

6.4. O053aHHOCTH XpaHEHUS JEKTPOHHBIX TOKYMEHTOB Bo3iaratorcs Ha Yuactaukos D/10.

6.5. JI71s1 BBIMOTHEHUS TEKYIUX Pa0OT M0 BEACHHUIO SJIEKTPOHHBIX apXUBOB Y4acTHUKU D10
Ha3Ha4yaroT OTBETCTBEHHOE JINLIO.

6.6. 9J'IeKTpOHHI>IC APXUBBI MOJICIKAT 3alIIUTE OT HCCAHKIITMOHUPOBAHHOT'O JOCTYIIA,
HCIMIPECAHAMCPECHHOI'O YHUYUTOXCHUS U (I/IJ'II/I) HCKaXXCHHA.

7. Ob6ecnieyenue HH(POPMALMOHHOM 0€30IIACHOCTH JICKTPOHHBIX IOKYMEHTOB

7.1.Cobmonenue TpeboBaHui HHDOPMALIMOHHON 0€30M1aCHOCTH TIPU OPTaHU3AINH
AIIEKTPOHHOTO IOKYMEHTO000pOTa 00eCTIeynBaceT:

e KOHUACHIUATHLHOCTH HHPOPMAIUH (MOTYIUTH JOCTYN K HH(OPMAILIUKA MOXKET TOJIBKO
OTIpeieTICHHBIN KPYT JIHII);

e IIEIIOCTHOCTH MepeaaBaeMoi HHPOpMAaINK (rapaHTUPOBAHKE, YTO JaHHBIC TIEPEAAOTCS
0€e3 UCKaKeHUH M UCKITI0YaeTCs BOZMOXKHOCTh MOAMEHBI HHPOpMAIIHH);

e ayTeHTU(UKAIHNIO (KOTJa epeaBaeMyro HHPOPMAIIHIO MOXKET MOJIYUYUTh TOIBKO TO
JUI0, KOMY OHO IMPEeIHa3HaueHa, a OTIPABUTEIIEM SIBIISIETCS UMEHHOTO TOT, OT YbEro
MMEHH OHA OTIIPABJICHA).

7.2. TpeGoBaHus 1o MHPOPMALIMOHHON OE30MTaCHOCTH TPU OPTaHU3AIMH AIEKTPOHHOTO
JOKYMEHTO000pOTa PEaT3yI0TCs TIOCPEACTBOM MTPUMEHEHHSI IPOTPAMMHO- TEXHUYECKHX

CpCACTB U OPraHU3allUOHHBIX MCP.



7.2.1. K mporpaMMHO - TEXHUYECKUM CPEACTBAM OTHOCATCS:

e TpOrpaMMHBIE CPEJCTBA, CIICHUAIBHO pa3paboTaHHbIE AJISl OCYIIECTBICHUS
ANEKTPOHHOTO JOKYMEHTO000POTa;

e cHCTEMa Mapojiei u UAECHTU(UKATOPOB AJISl OTPAHUUYCHHUS JOCTYIIA IOJIB30BATENCH U
aAMUHUCTPATOPOB K TEXHUYECKUM U ITPOrPAMMHBIM CPEICTBAM CUCTEMBI
ANEKTPOHHOTO JOKYMEHTO000POTa;

e IIPOrpaMMHO — alnapaTHbIe CPEJICTBA 3AIIUTHI OT HECAHKIIMOHUPOBAHHOT'O JI0CTYIIA;

e CpEICTBA 3allUThl OT IPOIPAMMHBIX BUPYCOB.

7.2.2. K opraHu3aiuOHHBIM Me€paM OTHOCSITCS:

e pa3MelleHNe TEXHUYECKUX CPEJCTB B IOMEIIEHHUIX C KOHTPOJIUPYEMBIM JI0CTYIIOM;

e AIMHUHHMCTPATUBHBIC OTPAaHUUYEHHS JOCTYIA K ’TUM CPE/ICTBAM;

e 3a/laHUE PEKUMA UCIOJIb30BAaHU [10JIb30BATESIMU U a]MUHUCTPATOPaMHU MapoJiei u
UACHTU(DUKATOPOB;

e JIOIYCK K OCYIIECTBIIEHUIO IOKyMEHTOO00pPOTa TOJILKO ONPEAEICHHbIX JIULY;

e TMOAJIEpYKAHHUE MPOTrPAMMHBIX CPEJCTB B UCIIPABHOM COCTOSIHUH;

e 00yuenue padbotHukoB MBOY COIII Ne 1;

e 3alllUTa TEXHUYECKUX CPEJCTB O NOBPEKIAIOIIMX BHEIIHUX BO3IEHCTBUH (moKap,
BO3ICHCTBUE BOBI U T.II.)



