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1. O0uue noJi0KeHus

1.1. TlomoxeHue 00 3JIEKTPOHHOM JOKYMEHTOOOOpOTE pa3zpaboTaHO B
COOTBETCTBUM C TpeOoBaHusiMu DenepanbHOro 3akoHa ot 29.12.2012 Ne 273-@3
«O6 oOpazoBanun B Poccuiickoit @Denepanum», DenepanbHOr0 3akoHa OT
27.07.2006 Ne 149- ®3 «O6 undopmanuu, UHPOPMAIMOHHBIX TEXHOJOTHUSAX U
3amute wHbopMammn», DenepanbHOoro 3akoHa ot 27.06.2007 Ne 152-®d3 «O
NEPCOHATBHBIX JAHHBIX).

1.2. ITonoxxeHue 06 FIEKTPOHHOM JTOKyMEHTOooOOopoTe (nanee- IlonoxxeHue)
YCTaHABJIMBAET €IMHbIE TPEOOBaHUS K OpraHu3alMH pabOThl C JOKYMEHTaMH,
MOJIy4Ya€MbIMH M OTIIPABIISIEMBIMU C TTIOMOIIBIO 3JIEKTPOHHOM MOYTBHI.

1.3. Ina uenerr Hacrosmero IlonokeHWs yCTaHAaBIMBAIOTCS CIEAYIOLINE
TEPMUHBI U OTIPEACIICHUS:

OnektponHas mouta (OII) — cucrema, NO3BOJAKOMIASA  IOJIB30BATEISIM
OTNPABIIATH COOOIIEHUS YEpe3 MOJEM WM CETEBOE COEIWHEHHUE C OJHOTO
KOMITIBIOTEPA HA JPYTOM.

JlokymeHnTpoBaHHas HMHpopManus (JOKYMEHT) — 3aduKcMpoBaHHas Ha
MarepualbHOM HOCHUTENe HWH(OpManusi C PEKBU3UTAMH, MO3BOJSIOLIMMU €€
UACHTUDUITUPOBATD.

DNIeKTPOHHBIA TOKYMEeHTO000poT (3/10) — opraHu3aimoHHO U TPOTrPpaMMHO-
TEXHUYECKH YIOpsIOYeHHass MH(POpMAllMOHHAs CHUCTeMa, obOecrednBaronas
npoiecc obOmeHa, cbopa, oOpabOTKH, HAKOIUICHHS W XpaHEeHUs HWHGOpMAIUH
MOCPEJICTBOM DJIEKTPOHHBIX JOKYMEHTOB.

OneKkTpoHHbIA AOKyMEeHT (D) — IOKYMEHT, CO3[aHHbIA TIPU IOMOUIU
AJIEKTPOHHBIX aNMapaTHO-TEXHUYECKUX U MPOTPaAMMHBIX CPEICTB, (DUKCUPYEMBIN B
nudpoBoM koae B dopme HACHTUDUIIMPYEMOTO TIO COJAEpKATEILHONW YacTH
MMEHOBAHHOTO (haiiia, TOCTYIHBIN I TOCIeAyome 00padoTKH, UCTIOJIb30BAHUS,
BOCIIPOU3BEACHUS (OTOOpPaKEHMS]) M BU3YaJbHOTO BOCHPUSTUSA, A TaKXKe JUIs
nepefayd M TMOJYYEHHs] MO TEJIEKOMMYHHUKAIlMOHHBIM KaHanaMm cBsizu. [laker

AIIEKTPOHHBIX TOKYMEHTOB (TaKeT) — oauH uinu oonee D/1.



OnextporHoe coobmeHne (DC) — JOTHYECKH IEJIOCTHAS COBOKYITHOCTH
JAHHBIX, UMEIOUIUX CMBICH JJI YYaCTHUKOB MH(OPMAIIMOHHOTO B3aUMOJCHCTBUS,
3aKOJMPOBaHHAsl CIIOCOOOM, TTO3BOJISAIONIUM O0ECIIEUnTh €€ 00pabOTKy CpeCTBaMU
BBIYMCIIUTENIbHON TEXHUKH, NIEPEaUy M0 TEIEKOMMYHUKAIMOHHBIM KaHAJIaM CBA3H
U XpaHEHUE Ha MAIIMHOYUTAEMbIX HOCUTENAX MH(POPMAIIMOHHBIM KaHalaM CBSI3U U
XpaHEHUE Ha MATUHOYUTAEMbIX HOCUTENSIX UH()OPMALIUH.

VYuactauk — padotHuku u aamuHuctpamnus MBJIOY n/c «Pydeex» (nmanee mo
tekcty MBJIOY), yuacTBytoiue B 3JI€KTPOHHOM JJOKYMEHTOOO0pOTE.

OTnpaBuTeNb IEKTPOHHOTO JOKyMEHTa (oTnpaBuTelib) — padbotHuk MBJIOY
i agmunuctpanns MBJIOY, koTopoe HanpaBisieT 3JIEKTPOHHBIN TOKYMEHT.

[lomyyarenb 3J€KTPOHHOTO JOKyMeHTa (Tmoiydarens) - padotHuk MBJIOY
nim agmuarcTpans MbJIOY, koTopoMy OTIIpaBIIEH 3JEKTPOHHBIN JOKYMEHT.

JloctaBka 3JIEKTPOHHOTO JOKYMEHTa (JocTaBKa) — (DU3MUECKUN Ipolecce
MepEMENIEHUS 3JIEKTPOHHOTO JTIOKYMEHTA OT OTIPABUTENS K MOJIy4aTeto.

1.4. B mnacrosmiem Ilonmoxkenun B KaudectBe OJJ] paccMaTpuBaroTCs
AJIEKTPOHHBIE CIIYKEOHO-MH(DOPMATMOHHBIE JOKYMEHTHI.

1.5. [TIlonmoxxeHue pacmpocTpaHsieTCsl Ha  OpraHu3aluil  paboThl  C
JOKYMEHTaMU, NIEPENABAEMBIMU U MTOJYYaEMBIMH C ITOMOILBIO AIEKTPOHHOM MOYTHI,
BKJIFOYAs UX MOJATOTOBKY, OTIPABKY U MOJyYEHHUE.

1.6. TpeboBanusi, ycranaBnuBaembl [lonoxeHunem, 00si3aTeNIbHBI IJIs1 BCEX
pabotaukoB MBJIOYVY.

1.7. OTBETCTBEHHOCTh 3a OPraHMU3ALUI0 U COCTOSHUE AOKYMEHTALIMOHHOTO
obecrieueHUsT TOCPEICTBOM 3JeKTpoHHOM moutkl B MBJIOY Bozmaraercs Ha
3aBEYIOLIETO!

[l moaziepkKa B paboTOCIIOCOOHOM COCTOSTHUM TEXHUUECKOTO U
IIPOrpPaMMHOT0 OOecreueHusi, OTBEYAIOIIETo 3a (PYHKIIMOHUPOBAHUE DIIEKTPOHHOM
MOYTHI;

[l mprem, KOHTPOJIb YATAEMOCTH U IOCTOBEPHOCTH, pacreyarka (€ciau HET
JIPYTUX BO3MOKHOCTEN O3HAKOMJIEHUS C 3JIEKTPOHHBIM BapHAHTOM TEKCTA), YUET U

pacupeaciCHuUs MOCTYNAINX TOKYMCHTOB,



] mOArOTOBKA M OTIIpaBKa MHPOPMAIMH B aJIpec OpraHU3aliH, MpUCIaBIIeH
IOKYMEHT, O J1IaTe€ NMPUEMKHU JOKYMEHTA U JaTe JAOBEACHUS A0 JOJKHOCTHOIO JIMIA
(mepenauu B AEJIONPOU3BOJICTBO);

[] mepenavya TOKYMEHTOB Ha pACCMOTPEHUE PYKOBOJIUTENIO (B

JIEJIONPOU3BOICTBO);

] yuet otnpasisiembx ucem uz MBJIOY;

[l MOKYMEHTOB, IIpOBEpKa MPAaBUILHOCTU UX O(DOPMIICHUS U OpTaHU3aIUs UX
OTHPaBKH;

[} KOHTPOJIb MTOTy4eHUSI UH(OPMALIH aIpecaTOM, OPraHU3alUs B CIy4yae
HEOOXOAUMOCTH, IIOBTOPHO OTHPABKH JIOKYMEHTA;

[ onepaTUBHOE peLIEHUE BOIIPOCOB MO padOTE 3JIEKTPOHHOM MOYTHI.

2. YcaoBus 10NMycka Y4acTHMKA K ocylecTBiaeHuio 10

2.1. Y4acTHUK JOMYyCKAaeTCcsl K OCYIIECTBIEHUIO JIOKYMEHTOOOOpOTa Mocie
BBITNOJIHEHUS BCEW COBOKYITHOCTH CIICIYIOIIUX JAEHCTBUN:

2.1.1. YcraHoBkM HEOOXOJMMBIX amMapaTHBIX CPEACTB, MPOTPAMMHOTO H
MH(})OPMAIMOHHOTO 00eCTIeYeHUs!.

2.1.2. Opraauzanus siuyKa 3JIEKTPOHHOW MOYTHI MOJIy4aTesl.

2.1.3. CormnacoBanuss MeEXJy Y4YacCTHUKaMU TI€PEYHS JOKYMEHTOB,
NepeaBaeMbIX MO TEIEKOMMYHUKAIIMOHHBIM KaHaJIaM CBSI3U B AJIEKTPOHHOM BH/IE.

3. Opranu3anus 3J1eKTPOHHOT0 JOKYMEHT0000poTa

3.1. Ilopsimox opraHu3aivu AEKTPOHHOTO TOKYMEHTOO0O0pOTA:!

3.1.1. DAEKTPOHHBIN JOKYMEHTOOOOPOT BKIIFOYAET B CeOs:

[ popmupoBaHUE IEKTPOHHOTO TOKYMEHTA;

[} oTIIpaBKy U JOCTaBKY 3JIEKTPOHHOTO IOKYMEHTA;

[} mpoBepKy JIEKTPOHHOTO JOKYMEHTA;

[} MOATBEPKICHUE MOTYUYEHUS AIEKTPOHHOTO JOKYMEHTA,

[} y4eT 3JeKTPOHHBIX JOKYMEHTOB;

[} XpaHEeHHsI SJIEKTPOHHBIX JOKYMEHTOB.

3.1.2. ®opMupOBaHUE AIEKTPOHHOTO JOKYMEHTA OCYILECTBIISIETCS B

CIEAYIOIIEM TTOPSIKE:



[ popmupoBaHmEe 3JIEKTPOHHOTO TOKYMEHTA B BUJIE IMEHOBAHHOTO (paiina;
[ mognmucanue chOpMHUPOBAHHOTO ANEKTPOHHOTO JOKYMEHTA B BUJIE
UMEHHOTO (haiina.

3.1.3. CdopmMupoBaHHBIi 3JIEKTPOHHBIN JOKYMEHT HMMEET HOPHUINYECKYIO
CUJIY U BJICUET MPEAYCMOTPEHHBIE JIJIsl JAHHOTO JOKYMEHTa MPaBOBbIE MOCIEACTBUS
B Clydae €ro HaJjexamero o¢QopMIeHUS B COOTBETCTBUM C HACTOSIIUM
[Tonmoxenuem.

3.1.4. C nenbto yMeHbllleHHs OOBEMOB MepenaBaeMor MHGOpMAIMK TIPU
TPAHCIIOPTUPOBKE ANEKTPOHHBIX JOKYMEHTOB MOTYT MUCIOJB30BAThHCS CIICIIUATbHBIE
ITOPUTMBI CKATHUSI HH(GOPMAITIH.

3.1.5. Bce 1opuauueckue AeUcTBUS, O0(QOpMIISIEMbIE  TIOCPEICTBOM
AJIIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBMM C HactosmuM [lomoskeHuem,
IPU3HAIOTCSI COBEPUICHHBIMU B MUCHMEHHON (opMe U HE MOTYT OBITh OCHOPEHBI
TOJIKO Ha TOM OCHOBaHHUH, YTO OHH COBEPIIICHHBI B AJIEKTPOHHOM BHUJIE.

3.1.6. Tlocrme mosydeHHs] SJICKTPOHHOTO JOKYMEHTa IMOIydaTesb 00s3aH
HANPaBUTh OTIPABUTENI0 TAaKOTO JOKYMEHTa TMOJATBEPXKICHUE O TMOJy4YeHUHU
AIIEKTPOHHOTO JOKYMEHTA.

4. Opranu3anusi padoThbl ¢ NOCTyNAIIEH KOpPecoHIeH el

4.1.Croco0bl TOCTaBKU KOPPECTIOHACHIINHN:

4.1.1. locTaBka KOPPECTIOHICHIIMN OCYIIECTBIISETCS 10 SJIEKTPOHHOM MOYTE.

4.2.11puemM u 00paboTKa KOPPECTIOHACHITIH:

4.2.1. KoppecnoHaeH11s1, TOCTYIAOIIAs 110 AJIEKTPOHHOM MOYTe OT

pabotaukoB B MB/IOVY, npoxoauT npoBepKy, pacrnedatbiBaeTcs (eciu
HET IPYTUX BO3MOKHOCTEH O3HAKOMJICHHSI C AJIEKTPOHHBIM BapHAHTOM
TEKCTa), IPOXOJAUT MEPBUUHYIO 00pabOTKY, pacrpeiecHue.

4.2.2. DNeKTpOHHOE COOOIIEHUE CUMTAETCS MOCTYMUBIIUM TOCIE TPOBEPKH
MOJIJTAHHOCTH ¥ BO3MOYKHOCTH €T0 BOCITPOU3BEICHUS.

4.2.3. Tlpuem KOppeCTMOHACHINHK (YTEHHUE TOYTHI) OCYIIECTBISETCS

YyacTHUKaMH HE PEkKe IISITH Pa3 B JCHb.



4.2.4. O6paboTKa KOPPECIOHICHIINH MPOU3BOIUTCS B JICHb €€ MOCTYIUICHHS
WIH B IEpBbINA paboumii IeHb PU NOCTYIJICHUU B HEpaOOUHE JTHU.

4.2.5. Bce nocTynuBIINE JOKYMEHTBI PETUCTPUPYIOTCS U 00pabaThIBaIOTCA.

4.2.6. Ilpu mosydeHHH SJIEKTPOHHOTO MOKYMEHTA IMOIydaTesb IO 3ampocy
HaAmpaBisieT OTHPABUTEIIO0 TaKOro JOKYMEHTAa MOATBEPXKICHUE O TMOJy4YeHUU
AJIEKTPOHHOTO J0KyMeHTa. [lonTBepknenue HampasisieTcs B (hopMe AJIEKTPOHHOTO
COOOIIEHHUS.

5. Opranmn3anms OTHPaBKH JOKYMEHTOB

5.1.IloaroToBKa JOKYMEHTOB K OTIIPABKE.

5.1.1. K nokyMeHTam, OTIPaBIIsiEMbIM I10 3JIEKTPOHHOM 1oYTe,

MPEABSBISIIOTCA CIAEAYIOIINE TPEOOBAHMS TOKYMEHTBI TOTOBATCS C
MOMOIIBIO TEKCTOBOIO pefakTopa Word uiu TabIM4HOro peaakropa
Exell ¢ ucnonszoBanuem mpudtoB Arial, Times New Roman u moryr
conepxath rpapuueckue nzodpaxenus B popmare PDF, JPEG.

5.1.2. Ilpu oTnpaBke TOKYyMEHTOB IPEIBAPUTEIBLHO MTPOU3BOIUTCS MPOBEPKA
UX JIOCTOBEPHOCTH.

5.2. OTrnpaBKa JOKYMEHTOB I10 3JIEKTPOHHOM NOYTE.

5.2.1. JlokyMeHTBI, MOJIEKAIIKEe OTIPABKE IO DSJIEKTPOHHOM TMOYTE,
00pabaThIBAIOTCS U OTHPABIISIIOTCS B IEHb UX MOCTYIUIEHUS 100, KaK UCKIIOYEHHE,
HE MO3/IHEeE CIIEAYIOLEro paboyero AHsl.

5.2.2. Jlochulka WIM  3aMEHAa paHee  pa30CIAHHOTO  JOKYMEHTa
OCYUIECTBJISICTCS M0 YKA3aHUIO JIMIIA, TIOJIMKUCABILETO IOKYMEHT.

5.2.3. B o1HOM 3JI€KTPOHHOM COOOIIIEHNH, KaK MPaBUIIO, TIEPEChUTIACTCS OJIUH
IOKyMeHT. B ciydae, ecim HEOOXOQUMO MepeciaTh HECKOJIBKO JOKYMEHTOB, OHU
nojnexar o0s13arenbHON ynakoBke B apxuBax RAR wnmu ZIP. JlokymeHT, 00beMOM
6omnee 100 xOaiiT, apXUBUPYETCH.

5.2.4. Tlepen oTrpaBKo# JOKYMEHTA IO AJIEKTPOHHOMN MOYTE HEOOXOAUMO
MIPOBEPUTH €T0 HAa HAIUYUE BUPYCOB.

5.3. C noMoLIbIO 3JIEKTPOHHOM MOYTHI OCYIIECTBISAETCA ONEPATUBHAS

nepeaavya nHGOpPMaIUU B BUJIE:



[} mpuKa30B ¥ pacnoOpsLKEHUN;

[} yka3zaHu# U TUCEM;

[] 3IEKTPOHHBIX COOOIICHHIA;

[ TOKJIAIHBIX U CIIY>KEOHBIX 3aITUCOK.

6. XpaHeHHe 3JIEKTPOHHBIX IOKYMEHTOB

6.1. Bce anekTpoHHBIE JOKYMEHTHI IOJKHBI XPaHUTHCSI B TOM K€ opmate, B
KOTOPOM OHH ObLTH C(POPMUPOBaHBI, OTIPABIICHBI U TIOJYUYECHBI.

6.2. Cpok XpaHEHHUS 3JIEKTPOHHBIX TOKYMEHTOB JOJDKEH OBITh MEHEe MSATH

JIET.

6.3. O0s3aHHOCTH XpaHEHHUs SJEKTPOHHBIX JIOKYMEHTOB BO3Jararorcs Ha
VYyactaukoB 2/]0.

7.00ecnieyeHue MH(POPMAITUOHHOM 0€30MACHOCTH IJIEKTPOHHBIX

JNOKYMEHTOB

7.1.Co0ntonennie  TpeOoBaHM  HMHPOPMALIMOHHOW  OE30MACHOCTH  MpH

OpraHU3alMU IEKTPOHHOTO JOKYMEHTO000pOoTa 00eceunBaeT:

[l koH(pUAEHIHATBHOCT HMH(pOpMaLMK (MOJYYUTh JOCTYI K HH(OpManuu
MOKET TOJBKO ONPECICHHBIA KPYT JUN);

[} menocTHOCTh nepeaBaeMoi nH(popMaluy (rapaHTUPOBAHKE, YTO JAHHBIE
nepeaaroTcs: 0e3 NCKAKEHUI U MCKITF0YAETCsS BO3MOXKHOCTD MOIMEHbI
uH(bopMaInn);

[l ayreHTHUKanMo0 (KOTrJa rnepeaaBaeMyro MHGOPMALUI0 MOXKET MOJIY4YUTh
TOJIBKO TO JIMIIO, KOMY OHO MpEJHAa3HAUYEHAa, a OTIPABUTENIEM SIBJISIETCS UMEHHOTO
TOT, OT YbErO MIMEHHU OHA OTIPABJICHA).

7.2. TpeboBanus 1o WHGOPMAIMOHHOW O€30MAaCHOCTH MPU OpraHU3aAUU
ANIEKTPOHHOIO  JIOKYMEHTOO0OpOTa Ppeaqu3yloTcsl MOCPEACTBOM MPUMEHEHUS
IIPOrpaMMHO-TEXHUYECKHUX CPEJICTB U OPraHU3al[MOHHBIX MEp.

7.2.1. K nporpaMMHO-TE€XHUYECKUM CPEJICTBAM OTHOCSITCS:

| mporpaMMHBI€ CpENICTBA, CIELMATBLHO pa3padOoTaHHbIE ISl OCYIIECTBICHUS

AIIEKTPOHHOTO JOKYMEHTO000pOTa;



[l cuctema mapoje W WACHTU(UKATOPOB i OTpPaHUUEHHUS JOCTyIa
M0JIb30BaTeNIe U aJMUHUCTPATOPOB K TEXHUYECKUM M MPOTPAMMHBIM CpPEJICTBAM
CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTOO0O0pOTa;

[} mporpaMMHO-anmnapaTrHble CpeICTBA 3alIUThl HECAHKIMOHHMPOBAHHOIO

JOCTYTIA;

[} cpencTBa 3amuThl OT IPOrPAMMHBIX BUPYCOB.

7.2.2. K opranu3aiimoHHbIM ME€paM OTHOCSITCSL:

[] pa3MeleHne TEXHUYECKUX CPEACTB B IOMEIIECHUSX ¢ KOHTPOJIUPYEMBIM
JOCTYIIOM;

[} aIMMHHUCTPATUBHBIE OTPAaHUYEHHMSI TOCTYIIA K 3TUM CPEIACTBAM;

[} 3ajaHne pexkruMa UCOJIb30BaHMS MOJIb30BATEIIMA U aIMUHUACTPATOPaMU
napoJieii ¥ uACHTU(PUKATOPOB;

[ 1OTyCK K OCYLIECTBJIEHUIO JOKYMEHTOOOOPOTA TOJIBKO ONPEAEIICHHBIX

T

[l mopaepkaHrue NporpaMMHBIX CPEICTB B UCIIPABHOM COCTOSIHUMU;

1 o0yuenue padbotaukoB MBJIOY;

[} 3ammuMTa TEXHUYECKUX CPEACTB O MOBPEXKAAIOUIUX BHEIIHUX BO3JIEHCTBHIMA

(o>kap, BO3ACMCTBUE BOJIBI U T.I1.)



