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1. O0mme moJ1oKeHHN

1.1. [TonoxxeHue 00 2TEKTPOHHOM TOKYMEHTO000poTe pazpaboTaHO B COOTBETCTBHH C
TpeboBanusMu DenepanbHoro 3akona ot 29.12.2012 Ne 273-®3 «O6 obpazoBanuu B
Poccuiickoit @enepannmy», @enepansroro 3akona ot 27.07.2006 Ne 149-03 «O6
wH(popMaIiH, HHHOPMAITMOHHBIX TEXHOJIOTHSX 1 3aiuTe HHpopmarmny, @ejepaibHOro
3akoHa 0T 27.06.2007 Ne 152-®3 «O nepcoHaIBHBIX JaHHBIXY.

1.2. [Tonoxenue 06 >MEKTPOHHOM JOKYMeHTOOOOpoTe (manee - [lomoxkeHne) ycraHaBIHBAET
eMHbIe TpeOOBaHUS K OpraHu3auy paboThl ¢ TOKYMEHTAMH, TOTYIaeMBIMH H
OTIPABISIEMBIMHU C TIOMOIIBIO IEKTPOHHOM IMOYTHI.

1.3. JIns neneit nacrosiero [lonoskeHns ycraHaBIMBAIOTCS CIEAYIONIME TEPMUHBI U
OTIPEICIICHHS :

OnexrponHas noyra (211) — cuctema, MO3BONIMIONMIAs TOMB30BATEIISIM OTIIPABJISTE COOOIIEHHS
4epes3 MOJIEM MIIH CETEBOE COEIMHEHUE € OJJHOTO KOMITBIOTEpA Ha JIPYrOM.

HoxymenTHpoBaHHas HHPOpPMAIHs (TOKYMEHT) — 3a)HKCHPOBAHHAS HA MATEPHAIILHOM
HOCHTENIC HH(POPMAIUs ¢ PeKBH3HTAMH, MO3BOIBSIIOIIHMHE €€ UICHTU(GHIIHPOBATS.

DnekTpoHHEIH HokymMeHTo000poT (D/10) — OpraHU3alMOHHO W IPOIPAMMHO — TEXHUUECKH
yropsiioueHHas HH(OpMAIMOHHAs cucTeMa, obecrieunBaroias npouecc obmena, cbopa,
00paboTKH, HAKOTUICHHS ¥ XPaHEHHs] HHPOPMAIHH TTOCPEICTBOM JIEKTPOHHBIX TOKYMEHTOB.



nekTpoHHBI H0KyMeHT (D]I) — IOKyMEHT, CO3/[aHHBIH IPH TIOMOILIH SJICKTPOHHBIX
amapaTHO — TEXHHYECKHUX H IPOIPAMMHBIX CPEJICTB, PHKCHPYEMBIH B IU(ppPOBOM KOJIE B
dopme HaeHTHHHIEPYEMOTO 1O CONEPIKATETLHOH JaCTH HMEHOBAHHOTO (aiina, TOCTyTIHBIH
JUIst TIocTIeTytomeit 06paboTKH, HCIIOIB30BAHMS, BOCTIPOM3BEIEHHS (OTOOpaXKEHHS) 1
BH3YaIbHOTO BOCTIPHSTHSI, & TAKKE JUIS TIEPE/Iaui H MOJIYYEHHUSI 110 TEICKOMMYHHKAIIHOHHBIM
kaHazaMm cBsi3u. [1aKeT HIeKTPOHHBIX IOKYMEHTOB (TTaKeT) — o1uH uim Gomee D/1.

Dnekrponnoe coobmerne (DC) — TOTHYECKH NETOCTHAS COBOKYTTHOCTD IAHHBIX, MMCIOIIHX
CMBICI JUTSl Y9ACTHHKOB HH(OPMAIMOHHOTO B3aUMOJICHCTBHS, 3aKOIMPOBAHHast CIIOCO00M,
[103BOJISIONIHM 06eCTIeurTh ee 06paboTKy CPEICTBAMH BHIYHMCIUTEIBHOMN TEXHUKH, Nepeiady
110 TEIEeKOMMYHHKAIIMOHHBIM KaHATaM CBSI3M M XPaHCHUE HAa MAIMHOYNTACMBIX HOCHTEJIAX
MH(OPMAIMOHHBIM KaHa/IaM CBS3H M XPaHEHHE Ha MAITMHOYHTACMBIX HOCHTEIIAX
HHPOPMAITHH.

VuacTHAK — paboTHuky u agmuarcTpaims MKJIOY JIC Ne 2, ygyacTBylomue B
3JIEKTPOHHOM JIOKYMEHTOOOO0pOTE.

OTpaBUTENh dIEKTPOHHOrO JoKyMeHTa (oTnpasutens) — paboriuk MKJIOY JIC Ne 2 uiw
apvuauctpanis MKJIOY JIC Ne 2, KOTOpoe HanpasliSeT 3JIeKTPOHHbIH JIOKYMEHT.

TlostygaTelTh MeKTPOHHOTO JloKymenTa (romy4arens) - pabotauk MKJIOY  JIC Ne 2 wmn
amvuanctpanis MKJIOY JIC Ne 2, KoTOpoMy OTIIPABIIEH dJIEKTPOHHBIH JIOKYMEHT.

JlocTaBKa 3JIEKTPOHHOTO JIOKYMEHTA (0CTaBKa) — QHU3MICCKHI MPOLECC NEPEMEIICHAS
3IIEKTPOHHOTO JIOKYMEHTA OT OTIIPABHTEIS K TIOTyYaTelo.

1.4. B macrosimem [Tonoxennn B kauecTse DJI paccMarpHBAIOTCS IEKTPOHHBIC CIIyKeOHO —
UH(OPMAIHOHHBIE JIOKYMEHTBI.

1.5. TlonosxeHue pacrpocTpaHAeTCs Ha OpraHU3alkio paboThl ¢ JOKYMCHTaMH,
TiepeIaBaeMbIMH H TTOJTYyHaeMBIMH € MOMOIIBIO HJIEKTPOHHOH TOYTHI, BKIIIOYAs HX
I0/IFOTOBKY, PETHCTPAIIHIO, YUET, OTIPABKY H IOJIyYEeHHE.

1.6. TpeGoBanus, ycranamiBaeMbl IToroxenuem, 00s3aTCIBHbL LIS BCEX pabOTHHKOB
MKOY JIC Ne 2.

1.7. OTBETCTBEHHOCTD 33 OPraHU3AIMIO ¥ COCTOSIHHE OKYMEHTAIIHOHHOTO 00€eCICYeHUS
nocpeAcTBOM aJieKTporHO# outhl B MKJIOY  Ne 2 BositaraeTcs Ha OTBETCTBEHHBIC JIHIA H
pabOTHHUKOB:

» TIOJyIEPXKKA B PAOOTOCTIOCOOHOM COCTOSHUH TEXHUYECKOTO U ITPOrPAMMHOT0
obecneyeHus, OTBEYAIONIET0 3a GYHKIMOHHPOBAHUE IEKTPOHHOM MOYTHI;

e TpUEM, KOHTPOJIb YHTAEMOCTH H JIOCTOBEPHOCTH, pacreyaTka eciid HET IpYTuX
BO3MOKHOCTEH O3HAKOMJICHHS C DIIEKTPOHHBIM BAPUAHTOM TEKCTA), YUET U
pacripe/ieNIeHUs MOCTYNAOIIHX JOKYMCHTOB;,

e TOJrOTOBKA M OTHpaBKa HHGOPMALIHK B aJipec OpraHu3alliH, IpUCITaBIIeH
JTOKYMEHT, O JIaTe NIPUEMKH JIOKYMEHTA U JaTe JOBECJCHHS 10 JJOJDKHOCTHOTO JTHIA
(nmepenaud B JEITOTIPOU3BO/ICTBO);

e Tepeava JJOKYMEHTOB Ha PACCMOTPEHHE PYKOBOJIMTENIO (B IEIOTIPOU3BO/ICTBO);



o yuer W peructpanus ornpasiseMsix 13 MKJIOVY JIC Ne 2 tokyMeHTOB, ITpoBepKa
NPaBUILHOCTH UX OQOPMIICHHS U OPraHH3alMsl X OTIIPABKH;

e KOHTPOJIb MOTyUYeHHS HHPOPMAIIHK a[pecaToM, OpraHU3alys B ClIydae
HEOOXO0MMOCTH, TIOBTOPHO OTIPABKH JIOKYMEHTA;

e OIEpaTHBHOE pelleHHe BOPOCOB MO paboTe 3IeKTPOHHOM MOYTHI,

2. YeaoBus qonmycka Y4acTHHKA K ocymecTBiaenuo /10

2.1. Y4acTHHK JIOITyCKaeTCs K OCYIIECTRICHHIO JIOKYMEHTO000POTA 1OCTIe BBITOIHEHHS BCEi
COBOKYITHOCTH CJIEIYIOIINX JICHCTBHIM: :

2.1.1. YcranoBKH HEOOXOAMMBIX allliapaTHBIX CPEeJICTB, IPOTPaMMHOTO W HH()OPMAITHOHHOTO
obecrieueHusl.

2.1.2. Opranu3anus siMKa 3J1eKTPOHHOM MOYTHI MOTyYaTes.

2.1.3. CornacoBanusi MeXJTy Y4YaCTHUKAMH NEPEYHs JOKYMEHTOB Mepe/IaBaeMBIX 110
TEJICKOMMYHHKAIIHOHHBIM KaHaJlaM CBA3M B HJIEKTPOHHOM BHIIE.

3. Opranusanus 31EKTPOHHOI'0 J0KYMEHT0000poTa
3.1. Ilopsiiok opraHu3anmu 31eKTPOHHOTO JOKYMEHTO000poTa:
3.1.1. DnekTpoHHBIH TOKyMeHTOOOOPOT BKIIIOYAET B ceOs:

e (OpMHpOBaHHE TEKTPOHHOI'O JTOKYMEHTA;

e OTIPAaBKy M JOCTaBKY JIEKTPOHHOTO JJOKYMEHTA;

¢ TIPOBEPKY JIEKTPOHHOIO JOKYMEHTA,

¢ IIOJTBEPXKIACHUE TTOTYYEHHS DIIEKTPOHHOTO JIOKYMEHTA,

¢ y4YET IEKTPOHHBIX JOKYMEHTOB;

e XpPaHEHHS IEKTPOHHBIX JIOKYMCHTOB (BEJICHHE APXHBOB JIEKTPOHHBIX
JIOKYMEHTOB).

3.1.2. @opMupoBaHHE TEKTPOHHOTO JOKYMEHTA OCYIIECTBIISICTCS B CICIYIOIIEM TTOPSIIIKE:

e (OpMHPOBaHHE NEKTPOHHOTO JOKYMEHTA B BHJIE HIMEHOBAHHOTO (haiina;
e 1OjANHcaHue c(hOPMUPOBAHHOTO TEKTPOHHOTO JOKYMEHTA B BH/IC HMEHHOTO
daitna.

3.1.3. ChopMHUpOBaHHBII NEKTPOHHBIH JTOKYMEHT HMEET IOPHIMYECKYIO CHITY ¥ BIIEUET
MPEYCMOTPEHHBIE /IS TAHHOTO JIOKYMEHTA TIPABOBBIE MOCIIEICTBUS B CIIyYae ero
HaJUIeKanero opopMIICHHUS B COOTBETCTBUH ¢ HacTosmum [looxkenneM.

3.1.4. C uensio yMeHblneHus 00beMOB epesaBaeMoi HHPOPMAIHH [IPH TPAHCTIOPTHPOBKE
HJICKTPOHHBIX JIOKYMEHTOB MOTYT HCIIOJIE30BATLCS CHEIHAIILHBIE aJITOPHTMBI CIKATHS
UHpOpMAIHH,

3.1.5. Bee ropuanyeckue JeHCTBHS, 0(opMIIsieMbIe TOCPEICTBOM SIEKTPOHHBIX JIOKYMEHTOB
B COOTBETCTBHH ¢ HACTOAMMM [losojkeHnem, MpU3HAIOTCS COBEPIICHHBIMU B IIMChMEHHOH



(hopme 1 He MOT'YT OBITh OCIIOPEHBI TOJIBKO Ha TOM OCHOBAHWH, YTO OHH COBEPIICHHBI B
JNEKTPOHHOM BHJIE.

3.1.6. ITocne nmomydeHHs 3NIEKTPOHHOTO IOKYMEHTA MOJTydaTesb 00s13aH HANpaBUTh
OTIIPaBUTEIIO TAKOTO JOKYMEHTA IMOATBEPKIACHUE O MTOJIYUEHHH JJIEKTPOHHOTO JJOKYMEHTA.

4. Opranusanmmst paboTel ¢ NOCTYNAMEH KOppecoH/IeHIHei
4.1. CnocoOrl JOCTaBKH KOPPECTIOHICHIINH:
4.1.1. JlocTaBka KOpPpECTIOHACHIINH OCYIIECTBIISIETCS 110 DJIEKTPOHHOI MmouTe.
4.2. Ilpuem u 06paboTKa KOPPECHOH ICHIIHH:
4.2.1. KoppecnioneHIMs, TOCTYMAIOMAS 110 JIEKTPOHHOM 1mo4uTe oT pabotHrkos B MKJIOY
JIC Ne 2, mpoXouT Yepe3 aHTUBHPYCHYIO TIPOBEPKY, paciieyarsiBacTes (€M HET APYTHX
BO3MOXHOCTE}H 03HAKOMJICHHSI C 3JIEKTPOHHBIM BapHAHTOM TEKCTA), IPOXOIMT IIEPBHYHYIO

00paboTKy, pacnpeaesieHue, perucTpamio.

4.2.2. B nporecce nepBoHa4ambHOi 06paboTky nocTynaonei KOppecroHICHIIHA BCe
JIOKYMEHTBI IIPOBEPSIOTCS HA HATHYHE BUPYCOB, IIPOBEPSACTCS UX YUTAEMOCTD U ITOJIHOTA.

4.2.3. DneKTpoHHOE COOOIIEHHE CUUTACTCS TOCTYITHBIIAM ITOCIIE TTPOBEPKH MMOTHHHOCTH H
BO3MOXKHOCTH €0 BOCTIPOH3BEICHHSI.

4.2.4. llpuem KOppeCHOHCHIIMHA (YTCHHE TIOYTHI) OCYIIECTBISACTCA Y YaCTHUKAMU HE pexe
TSITH Pa3 B JICHb.

4.2.5. O6paboTKa KOPPECIIOHJACHIIMH IPOU3BOINTCS B JICHb €€ IMOCTYIUICHUS HIIH B I1EPBBIH
pabounii IeHb TIPH MOCTYTUICHUH B HEpaboune JTHH.

4.2.3. Peructpanus JIOKYMEHTOB U Tiepe/iada uX B JAeONPOU3BOICTBO:
4.3.1. Bee noctynuBuIne JOKYMEHTBI PETHCTPUPYIOTCS H 00padaTsiBatOTCH.

4.3.2. Peructpanus JOKyMEHTOB IPOU3BOUTCS B JIEHb UX MOCTYTUIEHUS WU B TIEPBLIH
pabouwnii 1eHb TIpH TTOCTYIIJICHHH B HepaOouHe JHH.

4.3.3. Tlocre perucTpaiuu MOTyUYeHHbIE JOKYMEHTHI IIEpeIaloTcs B IEIOTPOU3BOICTBO.
4.4. IloxrBepKJICHHE O NOJIYYEHHH MIEKTPOHHOTO JIOKYMEHTA:

4.4.1. Ilpu mony4eHHH NEKTPOHHOTIO JOKYMEHTA MOJIy4aTelb 110 3alpoCy HaIpaBJiseT
OTIIPABHTENIO TAKOTO JOKYMEHTA MOATBEPKACHUE O MOJIyYEHHUH JIEKTPOHHOTO JTOKYMEHTA.
IloxTBep:k/ieHne HanpasiisieTcs B popMe 2IEKTPOHHOTO COOOIIEHHS,

5. Opranu3zanms 0THPABKH JIOKYMEHTOB

5.1. IloaroroBka JOKYMEHTOB K OTIIPAaBKe.



5.1.1. K nokyMeHTaM, OTIIPaBJIsIeMBIM 110 JJICKTPOHHOMH TTOUTE, MPEAbABIISIOTCS CIEAYIOMNE
TpeGOBAHHS JOKYMEHTBI TOTOBSITCS € IOMOIIBIO TEKCTOBOTO penakTopa Word miu
tabnmunoro peaakropa Exell ¢ ucnonszosannem mpudpTos Arial, Times New Roman n
MOTYT cojepxarh rpadpudeckue uzodbpaxenuns B popmare PDF, JPEG.

5.1.2. Ilpu oTtnpaBKe JOKYMEHTOB IIpeBapUTEIBHO TIPOU3BOAUTCS MPOBEPKA HX
JOCTOBEPHOCTH.

5.2. OtnipaBKa TOKYMEHTOB 110 2JIEKTPOHHOH ITOYTE.

5.2.1. JIoKyMeHTBHI, TIO/I/IeXkKAIIHE OTIPABKE 110 AIEKTPOHHOM nodre, 00padaThIBalOTCH U
OTIPABIISIOTCS B JIEHb X IOCTYIUICHHUS JIMOO, KaK UCKIIIOYEHHE, HE TI03/IHEE CIIEAYIOMEro
pabGoyero Hs.

5.2.2. Jlocbuika WK 3aMeHa paHee pasociaHHOTO JIOKYMEHTA OCYIIECTBISETCS 110 YKA3aHUIO
JIATA, HOAIHCABIIETO JOKYMEHT.

5.2.3. B 01HOM 3JIEKTPOHHOM COOOIIEHHH, KaK IIPaBUIIO, IIepechlUIaeTes OJAMH JOKYMEHT. B
clrydae, eclii He0OX0IMMO TepeCIaTh HECKOIBKO JIOKYMEHTOB, OHH TTOJUIEKAT 00s13aTeIbHOM
yrnakoBke B apxuBax RAR umu ZIP. Jlokyment, o6bemom 6onee 100 xbaiit, apxupupyercs.

5.2.4. llepen oTnpaBKO# JOKYMEHTa 110 3JIEKTPOHHOM 1o4Te He0OX0MMO TIPOBEPHTH €0 Ha
HAJTHYIHE BUPYCOB.

5.3. C moMOomIpIo 3JEKTPOHHOI IMOYTEI OCYIIECTBISIETCS ONEPATHBHAS Tepeiaya
uH(pOpMAIH B BUC:

e TIPHKA30B U PACIOPSKEHUI;

e VKAa3aHWH U ITHCEM;

e DJIEKTPOHHBIX COOOIICHUIA;

e JIOKJITAIHBIX H CITYKeOHBIX 3alTHCOK.

6. XpaHeHue 2JIeKTPOHHBIX JIOKYMEHTOB

6.1. Bee 21eKTpOHHBIE JIOKYMEHTHI JIOJKHBI XPAaHUTHCS B TOM K€ (popMate, B KOTOPOM OHH
OpuTH chOPMUPOBAHBI, OTIIPABICHBI U TIOJYYEHBI.

6.2. CpOK XpaHCHHSA JJICKTPOHHBIX JOKYMCHTOB JTOJIKCH OBITE MEHEE TISATH JIET.

6.3, XpaHeHHe SJNICKTPOHHBIX JOKYMCHTOB IOJIKHO COIIPOBOXKIATHECA XPAHCHUCM
COOTBCTCTBYIOILICTO IMTPOrpaMMHOI0 oﬁecneqeﬂuﬁ, MMO3BOJIAIOMICTO HUMCTH BO3MOMXKHOCTH
pa60TI>I C DJICKTPOHHBIMH XYpHalaMH U JOKYMCHTaMH.

6.4. O0sI3aHHOCTH XpaHEHHSs! TEKTPOHHBIX JIOKYMEHTOB Bo3fnaraiotces Ha YuactHHKOB DJ10.

6.5. Jli1s1 BBITIOJIHEHMSI TEKYIIUX padOT 110 BEJICHHIO JJIEKTPOHHBIX apxXuBOB YuacTHukH D10
HA3HAYaOT OTBETCTBEHHOE JTHIIO.

6.6. DNEeKTPOHHBIE apXHBbI ITOJUIEXKAT 3aIIMTE OT HECAHKITHOHHPOBAHHOTO JIOCTYIA,
HETIPETHAMEPEHHOTO YHHUTOKEHHUS U (MITH) HCKAXKECHUS.



7. O6ecnieuenne HAGOPMALHOHHOK (€30MACHOCTH YJIEKTPOHHBIX TOKYMEHTOB

7.1.Coburozienne TpebGoBaHui HHPOPMAITHOHHO#H OE30MaCHOCTH IIPH OPraHA3alHI
3JIEKTPOHHOTO JIOKYMEHTO0060pOoTa 00eCIeynBaeT:

o KOHOHIEHIHATLHOCTH HHPOPMAIMH (IIOTYIHTh HOCTYTI K WH(POPMAITHH MOKET
TONBKO OTPEICIICHHBIN KPYT JIHIL);

e 11€JIOCTHOCTH TlepeiaBaeMoii HH(pOPMAIiH (rapaHTHPOBAHHE, YTO JTaHHBIC
nepeatoTes 6e3 MCKaKEHNH 1 MCKITFOYAeTCs BOSMOKHOCTD TIOAMCHBI
nHpOpPMAIUK); 2

e ayTeHTH(UKAIMIO (KOT/a IepeiaBaeMylo HHPOPMALHMIO MOXKET TOJIYIHTh TOJIBKO
TO JIMIO, KOMY OHO TIpE/IHa3HAYEHa, a OTIPABHTENIEM SABJIACTCS HMCHHOTO TOT, OT
YBEro HMEHHW OHA OTIIPABIICHA).

7.2. Tpebosanus 110 HHOPMAIMOHHON OE30MaCHOCTH [PH OPraHH3AIHH HIEKTPOHHOTO
JIOKYMEHTO060pOTA PeaTH3yIOTCS OCPE/ICTBOM IPUMEHEHHS IPOTPAMMHO- TEXHHHECKHX

CpeJICTB U OpTaHH3al[HOHHBIX MEp.

7.2.1. K 1porpaMMHO - TEXHHYECKHM CPE/ICTBAM OTHOCATCS:

IIPOTPaMMHBIE CPEJICTBA, CTICIHATBLHO paspaboTaHHbIE IS OCYIIECTBICHHS
3IEKTPOHHOTO JIOKYMEHTO000pOTA;

cucTeMa naposie ¥ uIeHTHOUKATOPOB Ul OTPAHWYCHHS I0CTYIa MOJTE30BATEICH H
aJIMPHACTPATOPOB K TEXHHYECKUM M IPOTPAMMHBIM CPEICTBAM CHCTCMBI
371EKTPOHHOTO JOKYMEHTOO00POTA;

IPOTPAMMHO — aIlllapaTHBIE CPEJICTBA 3AIIHTEI OT HECAHKIMOHUPOBAHHOTO
JOCTYTIa;

CpeJICTBA 3AIHTHI OT MPOrPAMMHBIX BUPYCOB.

7.2.2. K opranu3aiiiOHHBIM MepaM OTHOCSATCS:

e pa3MemIeHHE TEXHHUECKHX CPEJICTB B OMEIICHUAX ¢ KOHTPOIHPYEMBIM JIOCTYIIOM;

e QJIMHHHCTPATHBHBIC OTPAHMYCHUS J0CTYIIA K ITHM CPE/ICTBAM,

 3aaHME PEXKMMA MCTIOTB30BaHHs MOJIB30BATCIIAMH M a/IMHHHCTPATOPAMH napoJei
W WICHTH(UKATOPOB,

e JIONYCK K OCYIIECTBIEHHIO TOKYMEHTO000POTA TOIBKO OMPE/IE/ICHHBIX JIHIL

e TIOJUICPIKAHKE IIPOTPAMMHBIX CPEJICTB B HCIIPABHOM COCTOSIHHM;

o o6Gyuenue paboraukos MKJIOY JIC Ne 2;

e 3aITHTa TEXHHUECKHX CPEICTB O MOBPEKIAIONMAX BHEUTHUX Bo3/elCTBI (T0XKap,
BO3JIEHCTBHE BOJIBI H T.II.)



