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1. O6me noso:xxeHus

[Tonoxenune 06 DIEKTPOHHOM IOKYMEHTO0OOpoTe pazpaborano Ha OcHoBanuu 3akona JIHP
«O06 obpazoBanum» (22-27), Ycrapa MBOY « PriOuHCKas mkoma »

1.1.ITonoxenue 00 3IEKTPOHHOM JOKyMeHTOooOOopoTe (manee — IlonoxkeHue) ycTaHaBIUBAaeT
enrHbIe TPeOOBaHUS K OpTraHU3alH paboTHl C JOKYMEHTAMH, MOJIY4aeMbIMH U OTIPABISIEMBIMU C
MIOMOIIBIO AIEKTPOHHOMU TTOUTHI.

1.2. Jlns weneii Hacrosmero ITojoKeHMS yCTaHABIMBAIOTCA CJIEAYIOIIME TEPMHHBI M
OIpeIeJICHUS:

OnextpoHHas nouta (OII) — cuctema, NO3BOJISAIOIIAs TOJIB30BATENSIM OTIIPABIIATE COOOILICHUS
Yyepe3 MOZJEM WM CETEBOE COEAMHEHHUE C OJJHOI'0 KOMITbIOTEPA Ha JIPYTOM.

JlokymeHTUpOoBaHHass uH(popManus (JOKyMEHT) — 3a(UKCUpOBAHHAs Ha MaTepHAIbHOM
HoOcuTeNe HHPOPMAIUs C PEKBU3UTAMHU, TIO3BOJISIIOIIMME €€UACHTU(UIIMPOBATS.

OnekTpoHHbI 10KyMeHTooOopoT (D/10) — opraHu3alMOHHO M MPOTrPAMMHO-TEXHHYECKU
yrnopsiioueHHass HHGOPMAaIMOHHAS CHCTeMa, oOecrieunBaroiias mpoiecc ooMeHna, coopa, oOpadOTKH,
HAKOIUICHHUS ¥ XpaHEHUS HH(POPMAITUH ITOCPEICTBOM AIIEKTPOHHBIX JJOKYMEHTOB.

OnekTpoHHbIH JoKyMeHT (DJl) — [OKyMEHT, CO3JaHHbIM INpH TMOMOLIM 3JIEKTPOHHBIX
anmnapaTHO-TEXHUYECKUX M IPOrpaMMHBIX CPEICTB, (UKCUpyeMblil B IUPpoBOM Koie B (opme
UACHTUGUIMPYEMOTO IO COAEP)KATeNbHOW YacTH MMEHOBAHHOro (aila, JOCTYHHBIA UL
nociaenyomeil  00paboTKH, HCIOJIB30BaHMsI, BOCHPOM3BEACHUS (OTOOpa)KeHMs]) M BU3YaJIbHOI'O
BOCHPUATHA, a TaKXkKe JUIsl Mepelayd U IOJIYYEHMs 10 TEeJIEKOMMYHUKAIIMOHHBIM KaHajlaM CBSI3H.
[TakeT 2JIeKTPOHHBIX JOKYMEHTOB (ITaKeT) — 0AuH Wiu 6osee D /1.

OnektponHoe coobmieHue (JC) — TOrUYecKH IENOCTHAs COBOKYIHOCTh JIaHHBIX, UMEIOIIUX
CMBICIT JIJIsl YYaCTHUKOB HMH(OPMALMOHHOTO B3aWMOJICHCTBHSA, 3aKOAMPOBAaHHAs CIOCOOOM,
MO3BOJIAIOMIMM O0ecrieuuTh ee 00paboTKy CpeICTBAMU BBIYMCIUTEIBHOW TEXHHUKH, Ieperady I0
TEJIEKOMMYHUKAI[MOHHBIM ~ KaHajlaM CBSI3M M XpaHEHHWE Ha MAIIMHOYUTAEMBIX HOCHUTENSAX
MHGOPMALIMOHHBIM KaHaIaM CBSI3U U XpaHEHHE Ha MAIIMHOYUTAEMBIX HOCUTEISIX UHPOPMALIUY.

Y4acTHUK — paOOTHUKHU M aJIMUHUCTPALS, YYACTBYIOLINE B 3JIEKTPOHHOM JIOKYMEHTO000pOTE.

OTnpaBUTENh 3JEKTPOHHOTO JTOKYMEHTa (OTHPAaBUTENb) — PAOOTHUK WM aJMUHHCTpAIus,
KOTOPBIM HaIIPaBJIseT MIEKTPOHHBIN JOKYMEHT.

[TosmyyaTenb 3IEKTPOHHOIO JOKYMEHTa (Iojiydarenb) — pPabOTHUK WIM aJMUHHUCTpaIus,
KOTOpPOMY OTITPABJIEH AJIEKTPOHHBIN TOKYMEHT.

JloctaBka 5JIEKTPOHHOTO JOKYMEHTa (JocTaBKa) — (U3MYECKUH MpOLEecC MNepeMeneHUs
JIEKTPOHHOTO JOKYMEHTA OT OTIPABUTENS K IOJIy4aTeIo.

1.3. B nacrosmem IMonoxenuu B kauectse DI paccMaTpUBaIOTCS SIEKTPOHHBIE CIYKEOHO-
MH(OPMALMOHHbIE JOKYMEHTHI.

1.4. Tlonoxenue pacnpocTpaHseTcss Ha OPraHM3alMI0  pabOTHl €  JOKyMEHTaMH,
NepeaaBaeMbIMU M TOJIyYa€MBIMH C TOMOILIBIO 3JIEKTPOHHON TMOYTHI, BKIOYas HX MOATOTOBKY,
PETUCTPALIMIO, YUET, OTIIPABKY U MOJIY4YEHHUE.

1.5. Tpe6opanus, ycranaBmuBaemble IlookeHHeM, 00sA3aTeNbHBI s BCeX PabOTHHKOB
YUPEXKICHUS.

1.6. OTBeTcTBEHHOCTH 3a OpPraHM3alMI0 M COCTOSHHE IOKYMEHTALMOHHOTO OOECIIECYEHHS
IIOCPEACTBOM 3JIEKTPOHHOM TIOUYTBI B YUPEKJIEHUM BO3JAraeTcsi Ha OTBETCTBEHHBIE JHIA U
pabOTHHKOB:

NOJJIEP’KKa B pabOTOCIIOCOOHOM COCTOSIHUM TEXHHYECKOTOo M IPOrpaMMHOro oOecreyeHus,
OTBEYAIOUIET0 32 (YHKIIMOHUPOBAHUE AJIEKTPOHHON MOYTHI;



— TMpHUeM, KOHTPOJIb YUTAEeMOCTH U JOCTOBEPHOCTH, pacreyarka (€ciu HeT APYrux
BO3MOKHOCTEH O3HAKOMJICHUSI C OJJICKTPOHHBIM BapUAHTOM TEKCTa), Yy4e€T U pachpeesieHue
MOCTYHAKOIINX JOKYMEHTOB;

—~ TIOATOTOBKAa M OTMpaBKa MHGOpPMAIMK B aapec OpPraHU3alUH, MPHUCIABIICH TOKYMEHT, O
JnaTe TpPUEMKH JOKYMEHTa U Jare JOBEIEHUs [0 JOJDKHOCTHOro Juua (mepenadyu B
JIeJIONPOU3BOCTBO);

— Iepenaya JJOKYMEHTOB Ha paCCMOTPEHUE PYKOBOJUTENIO (B J1€IOMPOU3BOJICTBO);

— YUYeT U perucTpainus OTIpaBIseMbIX U3 YUPEKICHUS JOKYMEHTOB, IPOBEPKa MPaBUIbLHOCTH
ux ohopMIIEHHUS U OpraHU3aIs UX OTIPABKH;

— KOHTPOJb NOJY4YEeHHUs HH(GOPMAIMM aapecaToM, OpraHu3alUs B Cly4ae HEOOXOIUMOCTH,
MMOBTOPHO OTIPABKU JOKYMEHTA;

— OIIEpaTUBHOE PELLIEHUE BOIIPOCOB M0 PadOTE AIEKTPOHHON MOYTHI.

2.  YcjoBuHA A0NYCKA YYACTHHKA K ocymiecTBjaeHuio 310

2.1.VyacTHUK nomycKaeTcs K OCYIIECTBICHHIO JOKYMEHTOOOOPOTA MOCIEBBINONHEHHUs BCeil
COBOKYITHOCTH CJEIYIOIINX JCHCTBUIA:

2.1.1. VYcranoBku HEOOXOAMMBIX ANMAPATHLIX CPEICTB, IPOrPAMMHOIO UUH(POPMAIIMOHHOTO
obecrieueHus.

2.1.2. Oprauusanus smyka 31eKTPOHHON MOUTHI HOTydaTels.
CornacoBaHus MEX/y y4aCTHUKAMH mepeuHss  JOKYMEHTOB, IMepelaBaeMbIX IO
TeNIeKOMMYHUKAIIHOHHBIM KaHAJIaM CBS3H B 2JIEKTPOHHOM BHIE.

3. OpraHu3zanus 3J1eKTPOHHOI0 TOKYMEHT0000poTa

3.1. Tlopsanok opraHu3aiyy 3IEKTPOHHOTO JIOKYMEHTOO00POTA:

3.1.1. DnexTpoHHBIA TOKYMEHTOOGOPOT BKJIIOYAET B ceOs:

—  (GOpMHpPOBaHHKE NEKTPOHHOTO IOKYMEHTA;

— OTIpPaBKY M JIOCTaBKY JJIEKTPOHHOTO JOKYMEHTA;

— TPOBEPKY DIEKTPOHHOTO JJOKYMEHTA;

— TIOATBEPIKIEHHE TOTYYEHHS DIEKTPOHHOTO TOKYMEHTA,;

—  Y4eT 3JIEKTPOHHBIX JOKYMEHTOB;

- XpaHEHHs JIEKTPOHHBIX JIOKYMEHTOB (BEICHHE ApXHMBOB 2JIEKTPOHHBIX JTOKYMEHTOB).

3.1.2. ®opmupoBaHue SIEKTPOHHOTO JOKYMEHTA OCYHIECTBIAETCS B CIEAYIOIEM TTOPSIKE:

(dbopMHUpOBaHUE 3JIEKTPOHHOTO JOKYMEHTA B BUJIE UMEHOBAaHHOTO (paiina;
nonmMcanue chopMUPOBAHHOTO HIEKTPOHHOTO JOKYMEHTA B BHJIE MMEHHOTO (haiia.

3.1.3. ChopMupoBaHHBIH SIEKTPOHHBI TOKYMEHT HMEET IOPMAMYECKYIO CHUIy M BIedYeT
IPEYCMOTPEHHBIE IS JTaHHOTO JOKYMEHTa NPABOBBIE MOCIEACTBUS B CIy4ae €ro HaJIekKaIlero
0OpMIIEHHUS B COOTBETCTBUHU ¢ HacTosAmMUM [TonokeHnem.

3.1.4. C nensio yMmeHbIeHuss 00beMOB INepeaaBaeMoil HHPOPMALUK MPH TPAHCIIOPTHPOBKE
5JIEKTPOHHBIX JOKYMEHTOB MOTYT MCIIOJIB30BATLCS ClIEMMAIbHBIE ATOPUTMBI CKATHS HHMOPMALIHH.

3.1.5. Bce ropuandeckue aeicTBUs, 0QOPMISEMBIE TTOCPEACTBOM DIEKTPOHHBIX JOKYMEHTOB
B COOTBETCTBUHU € HACTOAIIMM [10JI0KEHMEM, TIPU3HAIOTCS COBEPLIEHHBIMU B TMCBMEHHOM (OPME U HE
MOT'YT OBITH OCTIOPEHBI TOJILKO HA TOM OCHOBAHUHM, YTO OHU COBEPLICHHBI B 3JIEKTPOHHOM BHJIE.

316 ITocae MOJIYUYCHHUA  JJICKTPOHHOT'O JOKYMCHTA MOJYYaTClib 00s13aH HaIllTpaBUTH
OTIPABUTCIIIO TAKOI'O JOKYMCHTA MOATBEPKACHUC O MMOJTYYCHUUDJICKTPOHHOI'O JOKYMCHTA.



4. Opranusanusi padoThl ¢ NOCTyNAIIeil KOPPeCcnOHAeHIN el

4.1. Cnoco0Obl AOCTaBKU KOPPECIIOHACHIIUU:

4.1.1. ToctaBKa KOPpECIIOHACHLINN OCYILECTBIISETCS 110 3JIEKTPOHHOM 1oYTe.

4.2. IlpueM u 006paboTKa KOPPECTOHICHIINN:

4.2.1. KoppecnioHieHIIMsI, TIOCTYIAKIIass 110 O3JEKTPOHHOM IOoYTe OT paOOTHHKOB B
yupexXJIeHue, MPOXOAUT Yepe3 aHTHUBUPYCHYIO IPOBEPKY, pacredarhiBaeTcs (eciau HeT APYTUx
BO3MOYKHOCTEH 03HAKOMJICHHS C 3JIEKTPOHHBIM BAPUAHTOM TEKCTA), TPOXOIUT MEPBUUHYIO0 00pabOTKY,
pacnpeziesieHue, perucTpalmio.

4.2.2.B mpomecce mepBOHAYANbHOW OOpPaOOTKH MOCTYMAIOUIEH KOPPECTIOHACHIIMN BCE
JOKYMEHTHI ITPOBEPAIOTCS HA HAJTMYUE BUPYCOB,IPOBEPSIETCSA MX YUTAEMOCTh U TIOJTHOTA.

4.2.3. DNEeKTPOHHOE COOOIICHNE CYMTACTCS MOCTYNUBIIUM IOCTE MPOBEPKH MOUTMHHOCTU U
BO3MOKHOCTH €TI0 BOCITPOM3BEICHHUS.

4.2.4. TTpuem KOppeCOHACHIIMH (YTEHUE ITOYTHI) OCYIIECTBISICTCS YYAaCTHUKAMH HE PEKe MATH
pa3 B JICHb.

4.2.5. O6paboTKa KOPPECHOHJICHIIUN MPOU3BOJUTCS B JI€Hb €€ MOCTYIUICHUS WJIA B TEpPBbII
pabounii [eHb NPH MOCTYIJICHUH B Hepabouue JHHU.

4.3. Peructpamnus TOKyMEHTOB U Iiepeiada uxX B ICTOMPOU3BOJICTBO:

4.3.1. Bce mocTynuBIIHE JOKYMEHTHI PETHCTPUPYIOTCS M 00padaThIBAIOTCA.

4.3.2. Peructpanusi JOKYMEHTOB IPOW3BOAUTCS B JIEHb WX NOCTYIUIGHHS WU B TEPBBINA
pabouwii IeHb TPU TOCTYIUICHUU B HEpaOOUYHe JTHU.

4.3.3. Tlocne peructpanuu noiy4yeHHbIe JOKYMEHTHI MIEPeIaloTCsl BICIOMPOU3BOJICTBO.

4.4. TTonTBep>KIACHHE O MOIYYSHUU HIEKTPOHHOTO JOKYMEHTA:

4.41.1lpu mnonydeHHH DSJIEKTPOHHOTO JOKYMEHTa TIojy4yaTellb IO 3alpocy HampaBisieT
OTIIPABUTENI0O TAKOTO JOKYMEHTAa TMOATBEPKIACHHE O TMOJXYYEHUH OJIEKTPOHHOTO JAOKYMEHTA.
[TonTBeprkneHne HampaBisieTcs B POpME SJIEKTPOHHOTOCOOOIIIEHUSI.

5. Opranu3anusi OTHPaBKHU 10KYMEHTOB

5.1. TloaroroBka JOKYMEHTOB K OTIPABKE.

5.1.1. K ngoxkyMeHTam, OTHpAaBISEMBbIM MO AJIEKTPOHHOW MOYTE, MPEIBSABISIOTCS CIEIYIOIIHNE
TpeOOBaHUA: JTIOKYMEHTBI T'OTOBATCA C MOMOIIbIO TEKCTOBOro penakropa Word mnm TabIU4HOTO
penakrtopa Exel ¢ wucnonb3oBanuem mpudros Arial, Times New Roman u moryr copmepxath
rpaduueckue uzobpaxenus B popmare PDF, JPEG.

5.1.2.1lpu oTmpaBke JOKYMEHTOB IpEIBAapPUTEIBbHO  MNPOM3BOAMTCS  TpOBEpKa  MX
JIOCTOBEPHOCTH.

5.2. OrmpaBka JOKYMEHTOB I10 3JIEKTPOHHOU TIOYTE.

5.2.1. lIokyMeHTBI, TOMJISKAIUE OTIPABKE I10 DJIEKTPOHHOH TouYTe, 00padaThIBAlOTCS H
OTIIPABJISIIOTCS B JIEHb MX MOCTYIUIEHHS JIN0O, KaK MCKIIOYEHHE, HE MO3HEe CIeAYIOLEro padbodero
THSL.

5.2.2. Jlocbuika MM 3aMEHA paHee Pa30CIaHHOrO JOKYMEHTA OCYIIECTBISIETCS MO yKa3aHHIO
JIMIIA, TOANKCABIIETO JOKYMEHT.

5.2.3.B 0JHOM 3JIEKTPOHHOM COOOILEHHH, KaK MPaBMIIO, MEpechulaeTcs OAMH JOKyMEHT. B
cillydae, eciau HeoOXOOuMO TepeciaTb HECKOJIBKO JIOKYMEHTOB, OHHM MOJIeXaT o0s3aTeIbHON
ymnakoBke B apxuBax RAR wmm ZIP. JfJokymeHnT o6bemom Oostee 100 kbaliT apxuBupyercs.

5.2.4.Tlepen OoTHpaBKOH TOKyMEHTa IO AJIEKTPOHHOW IOYTE HEOOXOIMMO TPOBEPHUTH €r0 Ha
HaJINYHE BUPYCOB.



5.3. C nomo1ipto IEKTPOHHON TOUYTHI OCYIIECTBIISCTCS OTIEpaTUBHAs mepeaada mHGopMaIuu
B BHJIE:

— IPUKA30B U PACIIOPSIKEHUN;

— YKa3aHUU U [HCEM;

— DJIEKTPOHHBIX COOOIICHMIA,

— JIOKJIAJTHBIX U CTYEOHBIX 3aIHCOK.

6. XpaHeHue 3J1eKTPOHHBIX JOKYMEHTOB

6.1. Bce 2/eKTpOHHBIC JOKYMEHTHI IOJKHBI XPAHUTHCS B TOM ke opMmare, B KOTOPOM OHHU
ObUTH c(hOPMHUPOBAHBI, OTIIPABJICHBI U MTOJTYYCHBI.

6.2. XpaHeHHE DJIGKTPOHHBIX JOKYMEHTOB JIOJDKHO  CONPOBOXKIATHCS  XpPaHCHHEM
COOTBETCTBYIOIIErO MPOTPAMMHOIO OOECIIEUEHUSs, MO3BOJISIOIICTO MMETh BO3MOXHOCTH PabOThI ¢
ANEKTPOHHBIMU KYPHAJIaMHU U TJOKyMEHTaMHU.

6.3. OO0s3aHHOCTH XpaHEHHs AIEKTPOHHBIX IOKYMEHTOB BO3JIaratorcsi HaydactHHKoB D/10.

6.4. i BBIMONHEHUS TEKYIIMX pabOT MO BEIEHUIO AIEKTPOHHBIX apXuBOBYy4yacTHUKU D10
HA3HAYAIOT OTBETCTBEHHOE JIMIIO.

6.5. DnexkTpoHHbIE apXWBBl MOJUIEkKAT 3alIUT€ OT HECAaHKIHOHHUPOBAHHOTO JIOCTYIIA,
HENpeTHAMEPEHHOTO YHUUITOXCHUS U (W) NCKKCHHUS.

7.  Obecneuenne HHPOPMALMOHHON §€30MACHOCTHIIEKTPOHHBIX TOKYMEHTOB

7.1. CoOmonenue TtpeboBaHWN HMHDOPMAIMOHHOW OE30MACHOCTH TIPH  OPTaHU3AIHH
3JIEKTPOHHOI'0 IOKYMEHTO000pOTa 00eCIIeYrBaET:

- KOH(HIECHIHAIBHOCTh HMH(OpMAIMM (HOIXYYUTh AOCTYN K HMH(OPMALMU MOXKET TOJIbKO

OIpeIeIEHHBIN KPYT JIMILL);

- IEJIOCTHOCTD IlepeiaBaeMoil HHpOpMaLuy (rapaHTUPOBAaHUE, YTO JJaHHbBIE MepeatoTcs 0e3

UCK)XEHUI U UCKIII0YAeTCs BO3MOKHOCTh MOAMEHBI HH(OpMALUN);

- ayTeHTU(UKaLKIO (KOrja neperaBaeMyr0 MH(QOpPMAaIU0 MOXET MOJIYyYUTh TOJIBKO TO JIMIIO,

KOMY OHO TIpeJHa3Ha4yeHa, a OTIPABUTENIEM SBIISACTCS MMEHHO TOT, OT YhEr0 MMEHHU OHa

OTTIPABJICHA).

7.2. TpebGoBanus 1o HHMDOPMAIMOHHON OE30MMACHOCTH TPH OPTaHU3AIMH DJIEKTPOHHOTO
JOKYMEHTO000pOTa peannu3yloTcsl MOCPEICTBOM HMPUMEHEHHs NMPOrpaMMHO-TEXHHUUYECKUX CPEICTB U
OpraHU3aIOHHBIX MEP.

7.2.1. K nporpaMMHO-TEXHHUYECKUM CPEJICTBAM OTHOCSATCS:

- IPOrpaMMHBIE CPECTBA, CIIELUAIBHO pa3paboTaHHbIE [Tl OCYILECTBIEHUS JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa;

- cucreMa Tmapoysied W WACHTU(PHUKATOPOB ISl OTPAHWYEHHUS JIOCTYNa TOJIbh30BaTENEeH H

aJIMAHUCTPATOPOB K TEXHHUYECKUM H TPOTPAMMHBIM CPEICTBAM CHUCTEMBI JJIEKTPOHHOTO

JIOKYMEHTOO00POTa;

- IPOrpaMMHO-aInapaTHbIE CPEICTBA 3AIUTHI OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA;

- CPEICTBA 3aLIUTHI OT IPOTPAMMHBIX BUPYCOB.

7.2.2. K opranu3aioHHbIM MepaM OTHOCSITCS:

- pa3MeleHne TEXHUUYECKUX CPEJICTB B MOMELIEHUSIX C KOHTPOJIUPYEMBIM JIOCTYIIOM;

- aIMHHUCTPATHUBHBIE OTPAHUYCHHS JOCTYTA K THM CPEICTBAM;

- 3a/laHUe pPEXHMa HWCIIOJIB30BAaHMS TIOJB30BATEIIMU W aMHHHACTPATOPAMU TApOJeH W

UACHTU(PUKATOPOB;

- IOITYCK K OCYIIECTBIIEHUIO IOKYMEHTOO00pOTa TOJIBKO ONPEAeIEHHBIX JIUIL;



- IO/IJIepKaHue MPOTrPaMMHBIX CPE/ICTB B HCIIPABHOM COCTOSIHUU;

- oOyueHmne pabOTHUKOB YUPEKIACHNUS,

- 3alIMTa TEXHUYECKUX CPEICTB OT MOBPEXKIAIOMIMX BHEIIHUX BO3JIEHCTBHIA (mOXap,
BO3JICUCTBUE BOJIBI U T.I1.).

CocraBiieHO Ha OCHOBE MeTOINYECKOT0 3IEKTPOHHOIO0 1ocodust «PopMUPOBAHUE JTOKAIBHOU
HOPMAaTHBHOM M pacriopsauTesbHon 0a3bl, yacTh 2 / Coct.: 'ankun C.I'., 'aiimanoBa T.I'., PepkkoBa
H.JI., Kopuesa E.B. // IIpumeps! JOKadbHBIX aKTOB, PETJIAMEHTHPYIOLINX JAEATEIbHOCTD
o01eobpazoBatenbHbIX opranu3anuid. — Jlonenk, 2021



