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1. Obmne nonoxennsn

I.1. Tlonoxenue o0 eKTPOHHOM IoKYMeHTOOGOpoTEe paszpaforano B
cooTBeTCTBMM ¢ Tpebfopanuamn PenepansHoro 3akoHa ot 29.12,2012 Ne 273-
@3 «O6 obpaszosannn B Poccuiickoit deaepaimu», MeaepaibHoro 3akoHa ot
27.07.2006 Ne 149-@3 «O06 wndopmaiiy, HHQOPMAUHOHHBIX TEXHOIOTHAX H
3amuTe HHGopMainy, deaepaisHoro 3akona ot 27.06.2007 Ne 152-®3 «O
MEPCOHATBHBIX JIAHHBIX Y,

1.2, Tlonoxenuue 06 “neKTpoHHOM J0KyMmeHToOGOpOTE  (jaiee-
[Tonokenne) ycraHaBIMBaeT eauHbie TpeOOBAHHA K OpraHusauvu paboTel ¢
JAOKYMEHTAMH, TOJNYYAEMBIMH M OTIPABIACMBIMH C TOMOINIBIO YIEKTPOHHOI
MOYTHI.

1.3. JIna ueneit nacrosuero [lonokenns yeTaHaBIMBAIOTCS CICAYIOIHE
TEPMHHBI M ONPE/IEICHUS

OnekrpodHas nouta (JI1) — cucTeMa, MO3BONAIOIIAA TIONL3OBATENAM
OTNPABIATE COOOIIEHHA HEpe3 MOJASM WIH CETEBOC COCIMHEHWE € OJHOro
KOMIBIOTEpA Ha APYToil.

Jloxymentuposanuas uHpopmauus (J0KymeHT) — 3adMKCHPOBAHHAs HA
MaTePHATBLHOM HOCHTENEe HH(OPMALHA C PEKBH3MTAMM, MO3BOIAIIIMMH ¢e
HAEHTH(HLIMPOBATS.

ONeKTPOHHBIH  A0KyMeHToOOOpOT (DJI0) — oOpraHd3’aiMoHHO M
NMPOrpaMMHO — TCXHHYECKH YNOPAA0YEHHAs MH(OPMAIHOHHAY CHCTEMA,
obecneunBaronmias npouece obmena, cOopa, o0paboTkM, HAKOILIEHHS H
XpaHeHHs HHHOPMALIMK NOCPEICTBOM ITEKTPOHHBIX JOKYMEHTOR.

DNEKTPOHHBIA fA0KkyMeHT (DJ]) — AOKYMEHT, CO3JaHHBIA NPH TOMOIIH
WIEKTPOHHBIX — aNIaparHO — TEXHWYECKHX M [POrpaMMHBIX  CPEICTB,
(prukcHpyembiii B undpoBoM koae B dopme HACHTHOUIHPYEMOro M0
coaepKaTeabHOMN HacTH UMeHoBaHHOroO (aiina, JOCTYIHBIH VIS Nocie/IvIiomei
006paboTKH, HCMONB3OBAHMA, BOCTIPOH3BEACHMA (0TOGP@XKEHHS) W BH3YAILHOIO
BOCTIPHATHA, a TAKKe JUIS Mepe1avu U NoJyH4eHHA 110 TEICKOMMYHHKALIMOHHBIM




KaHaTaMm CBA3H. [Taker 31eKTPOHHBIX JOKYMEHTOB (MakeT) — 0aMH MM Goee
< F1 ¥

Daexrponnoe coobmenne (9C) — NOTHYECKH LENOCTHAS COBOKYITHOCTD
JAQHHBIX,  HMEIOLIMX  CMBICA  UIA  YYacTHHKOB  MH(OPMALMOHHOIO
B3IAMMOICHCTBHA, 3AKOAMpPOBaHHAs crniocobom, nosponsiommuM obecrnieuurs ee
00paboTKy  CpeAcTBAMH  BRIYMCIHTENbHON  TEXHHKHM, Mepeaady o
TENEKOMMYHHKAIIHOHHBIM KAHAIAM CBA3H M XpaHeHHe HAa MalIHHOYHTAEMBIX
HOCHTEISIX  MH(OPMALMOHHBIM ~ KaHalaM  CBA3M M XpaHeHHe  HA
MAIIHHOYHTAEMbIX HOCHTEIAX HHOpMAaIHH.

Yuactiuk — paboruukn u aamuumcrpaims MBJIOY, vuacrsyiomme B
MEKTPOHHOM J0KYMEHTO0BOpOTE.

OTnpasuTenb 3IEKTPOHHOrO JA0KYMEHTA (OTIPABHTENb) — PaboTHHK WK
amvuarcTpauus Mb/10Y, koTopoe HanpaBiseT AIEKTPOHHBIH JJOKYMEHT.

[Monyuarens 21eKTPOHHOTO AOKYMEHTa (nojyuvarens) - pabOTHHK WM
anmunicTpaums MbJ/10Y, kotopoMy oTnipaBiieH 21€KTPOHHBINH J0KYMEHT.

JlocTaska 31eKTPOHHOrO A0KYMeHTa (JocTaBka) — (u3MdeckHii nporece
MEPEMEILEHHS JICKTPOHHOTO JIOKYMEHTA OT OTIIPABHTENA K MOIYHATENo,

1.4. B wacrosmem [lososkennn B kadectse D] paccMarpHBalorcs
MIEKTPOHHBIE CIY#KEOHO — MA(OPMALIHOHHBIE TOKYMEHTHI,

I.5. TMonowenne pacnpocTpansercs Ha opraHusaimio  paboTel ¢
JAOKYMEHTAMH, [ePeJaBAEMbIMH M MOJYHaeMBIMH C [OMOLULIO JIEKTPOHHOM
MOYThI, BKIIOYAA UX TMOATOTOBKY, PEFHCTPAIIMIO, YUEeT, OTIPABKY H [OJY4eHHE,

|.6. TpeGoranuns, ycranasnupaemnt [lonoxkenunem, o6s3arebHbl 1718 BCeX
pabotauxos MBJIOY,

1.7, OTBETCTBEHHOCTD 34 OpraHu3alHio H COCTOSNHHE
JAOKYMEHTALMOHHOTO 0DecreYeHHs NOCPEACTBOM  WICKTPOHHOH NOYTH B
Mb/IOY Bo3naraeTcs Ha OTBETCTBEHHbIE IH1A H PAOOTHHKOR;

noiepkka B paboTocrmocOOHOM — COCTOSHHM — TEXHWYECKOIO W
nporpaMMHOro  ofecrieeHHs,  oTBedaiollero  3a  (PyYHKUMOHHPOBAHHE
MEKTPOHHOM MOYTHI,

MPHEM, KOHTPOJIb YHTAEMOCTH H JIOCTOBEPHOCTH, PACMEUaTKa eC/IH HeT
APYrUX BOIMOKHOCTEH O3HAKOMIICHHS € SMEKTPOHHBIM BAPHAHTOM TEKCTA),
VYET M pacrpeieieHHs [OCTYNAININX JIOKYMEHTOR;,

MOArOTOBKA W OTnpaBka MHQOPMALHH B QIpeC  OpraHn3aiiim,
NpHCHaBlIel JOKYMEHT, O Jare NPHEMKH JOKYMEHTA M Jarte JIOBEASHHA J10
JOKHOCTHOIO JIMLA (1epeaaydy B Ae10NpoH3BOICTRO);

nepeaada  JIOKYMEHTOB  Ha  PacCMOTPCHHE  PYKOBOAMTEMO (B
JIENONPOH3BOACTBO);

YYET H perucrpaums otnpasiseMsix w3 MBJIOY noxymenros, nposepka
[IPABMIBHOCTH HX OOPMICHHSA H OPraHu3alig UX OTTIPABKH,

KOHTPO/IbL NOJAYVYEHUS WHPOPMALIMH A/IPecaToM, OPraHH3aUMA B Cliyyac
HEOOX0IMMOCTH, MOBTOPHO OTHPABKH JOKYMEHTA;

OINEPATHBHOE PELIEHHE BOMPOCOB Mo padore JNeKTPOHHOM MoYTHI.



2. YeaoBHA fonycka YYACTHHKA K ocymecTeaenuw J/10

2.1, Y4aCTHHK J0NYCKAETCA K OCYIIECTBICHHK) IOKYMEHTOO0OpOTA
MOCIIE BBINOMHEHMS Beeit COBOKYITHOCTH CACAVIOINX NeiCTBHIA:

2.1.1. YcranorkH HeoOXOIHMBIX armMaparHbiX CPEACTB, MPOrpaMMHOTO H
HHPOPMALTHOHHOTO 00ecTieueHIs,

2.1.2. Opranu3zaiig Si0iHka 1eKTPOHHOM N0YThl MoJvYarens.

2.1.3. CornacoBaHna MexIy YYacTHHKAMH TEpedHA JOKYMEHTOB
MepelaBaeMbplX 10 TENEKOMMYHHMKALMOHHBIM KaHAalaM CBA3H B JEKTPOHHOM
BHJIE.

3. Oprans3auns WIeKTPOHHOI0 A0KYMeRT00DOpOTA

3.1. Tlopaaok oprasu3aiiy MeKTPOHHOIO JI0KYMeHTo00opoTa:

3. 1.1, DnexrponHbiii 10KyMeHT0000pOT BKIIOYAET B cebd:
(popMHPOBAHHE WIEKTPOHHOTO JOKYMEHTA,
OTIIPABKY H JOCTABKY IEKTPOHHOI'O JOKYMEHTA,
MPOBEPKY MEKTPOHHOIO JOKYMEHTA,
MOATBEPXRACHHE MMOJVHEHUSA YIEKTPOHHOIO J0KYMEHTA,
VYET IEKTPOHHBIX J0KYMEHTOR;
XPAHCHUSA  JMCKTPOHHBIX  JOKYMEHTOR  (BEACHHE  ApXHBOB
EKTPOHHBIX TOKYMEHTOB).

3.1.2. ®opMupoBaHHE 9NEKTPOHHOTO JIOKYMEHTA OCYIIECTBISETCH B
CHEIYIOLIEM MOPS/IKe:

e (opMupOBaHHE ITEKTPOHHOrO JOKYMEHTA B BH/E HMEHOBAHHOIO
dpaiina;

* [0JNMMCaHHE CHOPMHUPOBAHHONO WICKTPOHHOID JIOKYMEHTA B BH/E
MMEHHOIO (aiiia,

3.1.3. CopMHpoBaHHBIii 21EKTPOHHBIA JOKYMEHT MMEET HOPHAHYECKYIO
CHIY H BJEYET MPEeAyCMOTPEHHBIE 14 JaHHOTO JOKYMEHTAa MpaBOBbIE
MOCACACTBUA B Ciydae ero Hajiexamero o(popMmiIcHHs B COOTBETCTBHH C
HacTosKM [lonomeHuem.

3.1.4. C uensio yMeHbIIeHHE 00BEMOB NepeianaeMoil HH(pOpMAaIMH 1IpH
TPAHCIIOPTHPOBKE  DNEKTPOHHBIX — JAOKYMEHTOB  MOIYT  HMCNOJIL30BATHCA
CHEUHATLHBIE AITOPHTMBI CKATHA HHPOPMALHH,

3.1.5. Bcee rwopugnueckue aedicTeus, o(oOpMIAEMBIE TIOCPEACTBOM
IMEKTPOHHBIX JOKYMEHTOB B COOTBETCTBHM ¢ HactosmuMm TlonomeHueMm,
MPH3HAKOTCA COBEPIIEHHBIMH B TNHChbMEHHOH (opmMe W HE MOryT ObiTh
OCIHOPEHB TOJIBKO HA TOM OCHOBAHHH, YTO OHH COBEPIUCHHLI B IEKTPOHHOM
BHIIE.

3.1.6. ITocne nomyueHNa 3NEKTPOHHOTO JAOKYMEHTA NOIy4arens 00s3aH
HAMPABHTH OTIPABHTEMI0 TAKOr0 AOKYMEHTA MOATBEPMIACHHE O MOJYHEHHH
IEKTPOHHOIO JOKYMEHTA.

4. Opraauzanus padoTsl ¢ NOCTYNAKWMEH KOPPEeCNOHICHUHEH



4.1. CnocoObl JOCTABKH KOPPECITOHICHITHM:

4.1.1. Jlocraska KOppeCnOHASHUHH OCYILECTBAACTCA [0 3ICKTPOHHOMH
Ho4TE,

4.2, ITpueM 1 00padoTKa KOPPECIIOHI@HLIHH:

4.2.1. KoppecnoHaeHima, MOCTYNAKIEA 110 NIEKTPOHHOH [o4re oT
pabotuukos B MBbBJAOY, npoxoaur uepes AHTHBHPYCHYW) TPOBEPKY,
pacrmeqarbiBaeTcs (eciM  HeT JAPYrHX BO3MOMKHOCTEH O03HAKOMIICHHA C
EKTPOHHLIM  BApHAHTOM TEKCTa), TMPOXOAHT MepBH4HYH 00paboTky,
pacnpeieNiente, perHeTpaLHio,

422. B npouecce nepsoHasaubHoii oOpaboTkn  nocrynawmen
KOPPECMOHACHLIMM BCE [JOKYMEHTBl TMPOBEPAKITCA HA HATHYHE BHPYCOB,
MPOBEPACTCA HX THTAEMOCTh M TIOJTHOTA.

4.2.3. DaexkrpouHoe coo0mIEHHE CYWTAETCA MOCTYIMHBIIHM IOCHIE
MPOBEPKH [OUTHHHOCTH H BOZMOKHOCTH €ro BOCIIPOH3BEICHHA.

424 IllpHeM KOpPPECHOHIEHIIMH (YTEHHE [OYThI) OCYIIECTBIAETCH
Y4YacTHHKAMM HE PEXKE MATH Pa3 B JICHb,

4.2.5. O6paGoTka KOPPECNOHICHIIMH TNPOMIBOAHWTCA B [CHbL €€
MOCTYIUICHHS WM B nepsbiit pabouwmit neus nmpH mocTyruieHHu B Hepaboume
JTHH.

4.2 3. PerucTpaiMs JOKYMEHTOR H MEpe1ada uX B JeJ0MPOHIBOACTBO:

43.1. Bee noCTYNHBIOME — JIOKYMEHTHI  PErHCTPHPYIOTCH M
obpabarbiBatoTCA.

4.3.2. Perucrpanus J0OKYMEHTOB [POM3BOAMTCA B JEHb MX NOCTYILIEHHA
HJIH B NepBbIit paGourit 1eHs NpH MOCTYIUIEHHH B Hepaboune JIHH.

4.3.3. llocne perucrpay NOJAYYEHHKIE JIOKYMEHTHI MEPEAAKOTCH B
JIENOMPOH3IBOACTBO.

4.4. TToareepxaeHHE O MOJYHEHHH MIEKTPOHHOIO JOKYMEHTA!

441, Tlpu noayueHMH OSJICKTPOHHOIO [JAOKYMEHTA MOJYyHATEIL 110
3ANPOCY HANpaBIser OTNPABHTEN0 Takoro JOKYMEHTa MOATBEPKICHHE O
MOJYYEHHH YEKTPOHHOTO AoKyMenTa. [loarsepixaenue Hanpasasercs B jopme
MEKTPOHHOIO CoodIEHNA.

5. Opraausanus OTHPABKH 10KYMCHTORB

5.1. Tloaroroeka JOKYMEHTOB K OTIIPABKE.

5.1.1. K jokyMeHTraMm, OTIpaBisSEMbIM I0 WIEKTPOHHOH mouTe,
NPEABABIAIOTCH CleAylomue TpedoBaHms JOKYMEHThl IOTOBATCA ¢ MOMOLUbLIO
TekcToBoro pesakropa Word wam  rabmwunoro peaaktopa  Exell ¢
uenoib3opanueM mpugToB Arial, Times New Roman u Moryr copepkarhb
rpafpuaeckne uzobpaxenus B popmare PDF, JPEG,

5.1.2, Ilpu ornpaBke JOKYMEHTOB TMpPEJBAPHTENBHO [POW3BO/IHTCA
NPOBEPKA HX JI0CTOBEPHOCTH.

5.2, OTnpaska JOKYMEHTOB 110 3ICKTPOHHON NoYTeE.



5.2.1. JIoKyMeHTBI, TOANEKAIIHE OTNPABKE IO AMEKTPOHHOH TnoyTe,
00pabareBAIOTCS W OTNPABIAIOTCA B A€Hb HX MNOCTYIUICHHA MO0, Kak
HCKJIIOUEHHE, HE MO3IHES Caeaytonlero pabovero IHs.

522, Jlochinka WM 3aMeHa paHee  Pas’oCAAHHOrO JOKYMEHTA
OCYHISCTBAACTCA MO YKATAHHIO IHLA, NMOANMMCcasiiero HAOKYMEHT.

5.2.3. B 0IHOM IEKTPOHHOM COOGLICHHH, KaK [PABMIIO0, Mepechiaercs
OOMH JOKYMEHT. B ciaysae, ecim HeoOx0aMMO nepeciars HECKOIBKO
JAOKYMEHTORB, OHH IMOUIEkKAT 00s3aTe/LHOM yrakoBke B apxusax RAR wm ZIP.
Hokyment, oGbemom Gonee 100 kbaiir, APXHBHpPYETCA.

5.2.4. Ilepen OTNPaBKOM JOKYMEHTA 110 EKTPOHHON 1104Te HEOGXOTHMO
MPOBEPHTH €TO HAa HAIHYHE BUPYCOB.

5.3. C nOMOWIBIO 3MEKTPOHHON NOYTH OCYIIECTBIACTCA ONEPATHBHAL
nepejayda HHIpOPMALIHKA B BHJIE:

NPHKA30B W PacmopsKeHHiA;
YKazaHHii H IHCEeM;
IMEKTPOHHBIX COO0IIEHHIT;
JOKNATHBIX H C/1YKeOHBIX 3aIMTHCOK,
6. XpaHenne 21eKTpoOnnbIX J0KYMEHTOB

6.1. Bee ameKTpoHHBIE NOKYMEHTBHI JO/GKHBI XPAHHTBCA B TOM ke
thopmare, B koTOpOM OHH GbLTH CHOPMHPOBAHDL, OTTIPABICHBI H TIOIYEH.

6.2. Cpok XpaHCHHS IIEKTPOHHBIX [AOKYMEHTOB JODKEH ObiTh MEHee
IMATH JE€T.

6.3. XpaHeHHe WIEKTPOHHBIX NOKYMEHTOB JOJAKHO CONPOBOKIATHCH
XPAHCHHEM COOTBETCTBYIOLIErO MPOrpaMMHOI0 o0ecreyeHHs, No3BOIfIONero
HMETh BO3MOKHOCTE PAadOThI ¢ JIEKTPOHHBIMH KYDPHAIAMH M J0KYMEHTAMH,

6.4, O0s3aHHOCTH XPAHEHUS IEKTPOHHBIX JOKYMEHTOB BOIAraloTes Ha
Yyacruukos 3J10.

6.5. Jlnd BHINOJHEHMA TEKYMUX PaboT N0 BEJACHWIO 3IEKTPOHHBIX
apxuBoB Yyactouku DJ10 HA3HAYAKOT OTBETCTBEHHOE JTHLIOD.

6.6. DNIEKTPOHHBIE aApXHEBI nouiexKar 3aniuTe oT
HECAHKIIHOHHPOBAHHOIO J0CTYIIA, HETPETHAMEPEHHOIO YHHUTOKREHHA H (HIH)
HCKaKEHNA,

7. OGecnevenne nEGOPMANHOHHOI GE30NACHOCTH WIEKTPOHHBIX
AOKYMEHTOB

7.1.Cobmoaenne TpeGopanmit uupOpMaLMOHHON GE30MACHOCTH  NPH
OpraHH3alMH MIEKTPOHHOTO 10KYMEHT0000poTa 00ecneunsacr:

* KOH(HMICHUMANPHOCTE HMHGOPMAIMH  (HONYYHTE  JAOCTYI K
HH(POPMALIMH MOXKET TOJILKO OTPE/IEIEHHBIA KPYT JIHII);

® LEIOCTHOCTh MEpe/iaBaeMoil HH(OpPMALMK (rapaHTHPOBAHHE, YTO
JaHHble  mepenarores 03 WCKaKeHMH M MCKIOYaercs
BO3MOKHOCTD M0 IMEHBI HH(OPMALIHK);



ayTeHTHHKAIMI0 (KOrjJa fepeaaBacMyr) HH(OPMAMIO MOKET
NOAYYHTE TOABKO TO JIMIO, KOMY OHO TNpEAHA3HA4eHa, a
OTMPABHTENIEM HABINETCH WMEHHOTO TOT, OT YbEro HMCHH OHA
OTIpAaBICHA).

7.2. TpeGopauus 0 MHOOPMAITMOHHOH GE30NACHOCTH NPH OPraHH3alnK
WIEKTPOHHOIO JIOKYMEHTO000pPOTA PEAIH3YIOTCA MOCPEACTBOM [PHMEHCHHSA
MPOrpaMMHO- TEXHHYECKHX CPE/ICTE H OPraHH3allHOHHBIX MEp.

7.2.1. K nporpaMMHO - TeXHHYECKHM CPEACTBAM OTHOCATCA!

NPOrpaAMMHbBIE  CPEACTBA, CNCUMANLHO  paspaboranHble s
OCYLIECTRIIEHHS YEKTPOHHOTO J0KyMeHTo000poTa,

CHCTEMA NAPONIeH W HACHTH)HKATOPOB JUIS OrPAHHYEHHS JIOCTYNIa
MOJL30BATENEH W AJMHHHCTPATOPOB K  TEXHHYECKHM M

MporpaMMHbIM CpeACTBaM CHCTEMBI ICKTPOHHOTO
NOKYMeHT0000poTa,;
NPOrpaMMHO  —  amiaparHsie  CpeACcTBa  3alMTBI  OT

HeCAHKIIHOHHPOBAHHOTO JOCTYIIA;
Cpe/ICTBA 3AlIHTHI OT NPOrPaMMHbLIX BHPYCOB.

7.2.2. K opraud3aitMOHHbIM MEpaMm OTHOCHTCA:

pasMerieHHe  TeXHHYeCKMX  CpeacTB B MOMENICHHAX C
KOHTPOJIMPYEMBIM JOCTYTIOM!

A/MHHUCTPATHBHBIE OrPAHHYEHHA A0CTYIA K 3THM CPEACTBAM,
3a/1aHHe  pPEeKHMA  HCNONBL30BAHHA — NOJL30BaTENAMH W
WIMHHHCTPATOPAaMH TIaposeii H HACHTH()HKATOPOB,

JONYCK K OCYHICCTBIEHHIO  JIOKYMEHTOO0OpOTa  TONBKO
OnpeaeNeHHbIX JIHLL,

NoyIepKaHue NporpaMMHBIX CPE/ICTB B HCIIPARHOM COCTOSHHM,
oGyuenue paborunkos MbJIOY

JAMMTA  TEXHHYECKHX CPEIACTB O MOBPEAKIAIOMIAX  BHEIIHUX
BO3JIEHCTBHMIT (MTOXKaAp, BO3NSHCTBHE BOAbI H T.11.).



