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INOJTOKEHHUE
00 3J1IEKTPOHHOM I0KYMEHT0000poTe

1. O0mue moroxeHns

1.1. Tlonmoxenue 06 371eKTPOHHOM aOKyMeHTOOoGopoTe B MBJIOY «Jlerckmii cam Ne 57
«Anenymka» (nanee — MBJIOY) pa3paGotano B COOTBETCTBHHU ¢ TpeGOBaHHAMHE ®enepanbHOro 3aKOHa
ot 29.12.2012 Ne 273-®3 «O6 obpa3zoBanuu B Poccuiickoii ®Denepamumny, DenepanpHOro 3aKoHa OT
27.07.2006 Ne 149-®@3 «O6 muHbOpManuK, HHPOPMAHOHHBIX TEXHOJIOTHIX M 3AIIHTE HHPOpMAUN,
®ezepanbHOro 3akoHa ot 27.06.2007 Ne 152-®3 «O nepcoHaNbHBIX JaHHBIXY.

1.2. Ilonoxenue 06 >IEKTPOHHOM AOKYMEHTOOOOpoTe (manee- [Tonoxenune) ycraHaBIHBaeT
€IUHbIC TPEOOBAHHS K OpraHu3aumy pabOTHl ¢ JOKYMEHTaMH, MOTyYaeMbIMH M OTHPABISEMBIMH C
IIOMOILIBIO IEKTPOHHOU ITOYTEI.

1.3. Jlns wueneii wnactosmero IToNnOXKeHHS YCTAHABIMBAIOTCS CIEAYIOIME TEPMHHBI H
OIIpEeIEIICHHUS:

OnextponHas moura (OI1) — cucTema, mo3BOMSIOIIAs MOJTB30BATENAM OTIPABISTH COOOIIECHHS
Yepe3 MOJIEM HIIH CeTeBOE COSIMHEHUE C OJJHOTO KOMITBEOTEpPA HA IPYTOM.

JokyMeHTHpOBaHHas uH(pOpMaIHs (TOKyMEHT) — 3ahUKCHpOBAHHAs Ha MATEPHAIBHOM HOCHTEJIE
HH(POPMAaLHs C PEKBU3UTAMH, TO3BOJISIOLINMHE €€ HACHTHHUIIUPOBATD.

ONeKTPOHHBIH  10KyMeHT0060poT (D/I0) — OpraHW3alMOHHO H  MPOrPAMMHOTEXHHYECKH
ynopsiioyeHHass WHGOPMALMOHHAs CHCTeMa, OOecredMBarolas mpolecc oOMeHa, cbopa, ob6paboTkw,
HAKOIUICHHS W XPaHEHHS HHPOPMAIUHU TTOCPEICTBOM EKTPOHHBIX JOKYMEHTOB.

ONeKTPOHHBIH TOKyMeHT (3]I) — HOKYMEHT, CO3IaHHBIH [Py MOMOIIA 3TE€KTPOHHBIX aNNapaTHoO-
TEXHHYECKHX M IPOrPAMMHBIX CPEACTB, pUKCHPYeMBIii B IIU(PPOBOM KoJie B HOpMe HAEHTHYHIIUPYEMOTO
0 COAEPXKATENBHOH YaCTH HMMEHOBAHHOro (aiina, JOCTYHmHBIH Ui mocienyoomeid o6paboTKH,
MCTIONb30BaHK A, BOCIIPOM3BEACHHS (OTOOPAKEHHUS) H BU3yaIbHOTO BOCIPHUSITHS, & TAKXKE VIS TIepeauH U
MOJIy4€HHs 10 TEIEKOMMYHHUKAIIMOHHBIM KaHaJIaM CBSI3H.

ITakeT 371EKTPOHHBIX TOKYMEHTOB (IIaKeT) — OMH Miu 6osee D],

OnexktporHOe coobmenue (DC) — IOrHYecKH LEN0CTHAs COBOKYIHOCTh IAHHBIX, MMEIOLINX
CMBICII JUIi  YYaCTHHKOB HH()OPMALMOHHOIO  B3aHMOJEWCTBHs, 3aKOJAMPOBAHHAA CIIOCOOOM,
NMO3BOJLIOIIMM  oOecrieunTh €€ 00paboTKy CpeICTBaMH BBIYMCIUTENBHON TEXHHKH, Iepenady IIo
TCJICKOMMYHUKAIIHOHHBIM  KaHalaM CBA3M W XpaHEHHE Ha MAIIMHOYHUTAEMBIX HOCHTENSX
MH(QOPMALHOHHBIM KaHAIaM CBSA3M H XpaHEHHE Ha MALIMHOYMTAEMBIX HOCHTE/AX HH(POPMALIHH.

YuacTHHK — paboTHukH u aamunHcTpauus MBJIOY, cTopoHHHE IOpuAMYEeCKHe H (DH3HUYECKHE
JIUIQ, YYaCTBYIOILIHE B 3JIEKTPOHHOM JOKYMEHTOO0O0pOTE.

OtnpaBuTens SIEKTPOHHOrO JOKyMeHTa (oTmpaBuTens) — pabotHuk MBJIOY WA
aqmuHECTpanus MBJIOY, koTopoe HanmpasiseT 3JeKTPOHHBIN JOKYMEHT.

[Tonydarens 31eKTPOHHOrO J0KyMeHTa (IosydaTens) - paboTauk MBJIOY uim agMHHHCTpAIHs
MBJZIOY, koTopoMy OTIpaBIeH 3JIeKTPOHHBIN JOKYMEHT.

JloctaBka 9JMEKTPOHHOTO JOKyMeHTa (JOCTaBKka) — (PU3MYECKMl ITpomecc EPEMEIECHHS
3JICKTPOHHOIO JIOKYMEHTA OT OTIPABHTENS K MOJIyYaTeo. -

1.4. B nacrosuem Ilosoxkennn B kadectBe DJ] paccMaTpHBaroTCs 371€KTPOHHBIE CIIY)KeGHO-
HH(POPMAHOHHbIE TOKYMEHTHL.



1.5. Tlonosxenne pacnpocTpaHseTcst Ha OpraHH3aLHI0 PaboTHI ¢ JOKYMEHTAMH, epeJaBaeMbIMH U
MMOTy4a€MBIMH C TIOMOIIBIO SJICKTPOHHOM IIOYTHI, BKIIOYash HX IOATOTOBKY, DPErHCTpPAIMIO, YYET,
OTIIPAaBKY H MOJy4YEHHE.

1.6. TpeGoBanus, ycranasmupaemsl [lonoxennem, o0si3atebHbl s Beex pabotHukoB MBJIOY.

1.7. OTBETCTBEHHOCTh 3a OpPraHHM3ALHI0 W COCTOSHHE JOKYMEHTAIIHOHHOTO OOeCIeYeHus
IOCPEICTBOM 3/IEKTPOHHOH mouThl B MBJIOY Bo3araercs Ha OTBETCTBEHHBIE JIMIA U PAOOTHAKOB:

1) mommepxka B paGoTOCIOCOOHOM COCTOSHUM TEXHHYECKOTO M MPOrPaMMHOTO 0OecIedeHusl,
OTBEYAIOLIETO 3a (YHKIMOHUPOBAHUE 3JICKTPOHHOM ITOYTHI;

2) mpueM, KOHTPOIb YHMTAEMOCTH M JOCTOBEPHOCTH, pacredyarka (ecld HeT ApYTHX
BO3MOKHOCTEH O3HAaKOMJICHHs C OJIEKTPOHHBIM BapHaHTOM TEKCTa), y4eT H pacHpeleleHHs
MOCTYNAOLIUX JOKYMEHTOB;

3) moaroToBKa W OTHpaBKa HH(GOPMALMK B aapec OpraHu3alliu, MPHCIaBIIeH TOKYMEHT, O JaTe
NPHUEMKH JOKYMEHTA U JaTe IOBEACHHUs 10 JOKHOCTHOTO JTHIA (Mepeaayn B AeJOIPOU3BOICTBO);

4) mepenaya JOKyMEHTOB Ha PACCMOTPEHHE PYKOBOIMTEIIO (B I€JOMPOU3BOICTBO);

5) yder u peructpauus ornpasisemMbx H3 MBJIOY 10KyMeHTOB, MpoBepKa MPaBHIBHOCTH UX
0(hOpMIIEHHUS U OpraHU3alusi UX OTIIPABKH;

6) KOHTpPOJIb TONy4YeHHs HH(OPMALMH aapecaToM, OpraHH3alus B Cilydae HEOOXOIMMOCTH,
IIOBTOPHO OTIPaBKH JOKYMEHTA;

7) omnepaTHBHOE pPELIEHHE BOIPOCOB 10 paboTe 3JEKTPOHHOM MOYTHL

2. YcaoBus JonycKa Y4YacTHHKA K ocymecTsiaennio JJ10

2.1. Y4acTHHK JOIYyCKaeTCsl K OCYIIECTBICHHIO JOKYMEHTOOOOpOTA IMOC]E BHINOJHEHHS BCEH
COBOKYITHOCTH CJIEAYIOLIUX JCHCTBHM:

1) ycraHOBKM HEOOXOAMMBIX aNNapaTHBIX CPEACTB, MPOrPAMMHOrO M HH(pOPMAIHOHHOTO
oOecneyeHus;

2) opraHu3anus SUMKa SIEKTPOHHOMN MOYTHI IOJIyYaTeis;

3) MHCBMEHHOTO corjlacue y4acTHUKOB DJ[0;

4) cormacoBaHHMs ~MeXAy Y4YaCTHHKaMH IepedHs JOKYMEHTOB IepeJaBaeMbIX IO
TEJIEKOMMYHHKAIIHOHHBIM KaHAJIaM CBSI3U B 3JIEKTPOHHOM BHJIE.

3. Opranu3auus 3JIeKTPOHHOI0 J0KYMEHT0000poTa

3.1. Ilopsanok opraHu3aLuy 3JIEKTPOHHOTO JOKYMEHTO000poTa:
1) 371€KTPOHHBIN JOKYMEHTOOOOPOT BKIIIOYAET B CeO:

e (opmupoBaHHE 3TEKTPOHHOIO TOKYMEHTA;
OTIPABKY M JOCTaBKY 3JIEKTPOHHOTO JOKYMEHTA;
IIPOBEPKY JIEKTPOHHOI'O JOKYMEHTA;
INOATBEP)KACHHE MTOTYYECHHS JJIEKTPOHHOTO JOKYMEHTA;
y4eT 3J€KTPOHHBIX IOKYMEHTOB;
XpaHEHHs JICKTPOHHBIX JOKYMEHTOB (BEICHHUE apXHBOB 3JIEKTPOHHBIX JOKYMEHTOB);

2) popMupoBaHHE 3TEKTPOHHOTO JOKYMEHTa OCYIIECTBISIETCS B CIIEAYIOIIEM MOPSIIKE:

e (GopMHPOBaHHE IEKTPOHHOIO JOKYMEHTa B BH/IE IMEHOBAaHHOIO (haiina;
® [OAMUCaHHE CHOPMUPOBAHHOIO 3JEKTPOHHOIO JOKYMEHTa B BUJIE HMEHHOrO (aiina;

3) chopMHpOBaHHBINM J3NEKTPOHHBIH JOKYMEHT HMEET OPHAMYECKYI0O CHIYy H  BIEYeT
NPEAYyCMOTPEHHBIE [JI JaHHOIO JOKYMEHTa IPaBOBBIE IOCIEACTBHS B Clydae €ro HaJIekKallero
0o(OpMIIEHHS B COOTBETCTBUH C HACTOSIIHM [TomoxkeHuem;

4) ¢ menbr0 ymeHbIIeHHs O00BEMOB IeperaBacMoi HH(pOpMALWH [PH TPAHCIOPTUPOBKE
3JIEKTPOHHBIX JOKYMEHTOB MOTYT HCIIOJIb30BATHCS CIIEIMATIbHbIE alTOPUTMEI CXKAaTHs HH(pOpMAaIny;

5) BCe IOpHIMYECKHME NEHCTBHA, O(GOpPMIAEMBIE MOCPEACTBOM 3JIEKTPOHHLIX JOKYMEHTOB B
COOTBETCTBHH € HACTOSAIIMM [loj0'KeHHeM, NMPU3HAIOTCS COBEPIICHHBIMH B NMHCHMEHHOH (opMe U He
MOTYT OBITH OCMOPEHBI TOJBKO HAa TOM OCHOBAaHHH, YTO OHH COBEPIIEHHBI B 3JI€KTPOHHOM BHJIE;



6) mocie nosy4yeHHs SMEKTPOHHOTO JOKyMEHTa IOJIydarens 06s3aH HaIIPaBUTh OTIIPABUTEIIO
TaKoro IOKyMEHTa IOATBEPIKACHUE O MOJTyYeHHH 3JIeKTPOHHOTO JOKYMEHTa.

4. Opranusanusi paboThl ¢ MOCTyNAKMIeii KOPPeCHoHAeHIHel

4.1. JloctaBka KOPPECIOHICHIIMH OCYIIECTBIISETCS 1O HIeKTPOHHOM 04T,

4.2. KoppecnoHIeHIMs, MOCTYNAIOIAs 110 3I€KTPOHHON MOYTe OT pabotHukoB B MBJIOV,
IPOXOIHT Yepe3 AHTHBUPYCHYIO IPOBEPKY, pacreyarsiBaeTcsi (€CIH HeT APYTMX BO3MOXKHOCTEl
O3HAKOMJICHHSI C SJICKTPOHHBIM BApHAHTOM TEKCTa), IIPOXOIMT NEPBUYHYIO 00paboTKy, pacipe/ie/eHue,
PETHCTPALIHIO, IIPOBEPSIETCS UX YATAEMOCTD M IOJHOTA.

4.3. DIeKTpOoHHOE COOOIIEHHEe CYUTAETCS MOCTYIHBIIAM H PETHCTPUPYETCS MOCE MPOBEPKHU
IO/UTMHHOCTH U BO3MOXKHOCTH €TI0 BOCIIPOH3BEICHU.

4.4. Ilpuem KOppecnOHICHIIHHU (YTEHHE TIOYTHI) OCYINECTBIsETCS Y YaCTHHKAME He pexe nATH pa3
B JICHbB.

4.5. O0paboTka KOPPECHOHIEHIHH MPOU3BOMUTCS B J€Hb €€ MOCTYIUICHHSI WM B TIEPBBIH
pabo4mii IEHB NPHU NOCTYIUIEHHH B HEPaOOUHe THH.

4.6. Bce mocTynuBIIHE [OOKYMEHTEI PETUCTPUPYIOTCS B JKYpHajle YyuyeTa BXOIALUEH
KOPPECIOHICHIIUU U 00pabaThIBAIOTCS.

4.7. Peructpanuus 10KyMEHTOB MPOM3BOIMTCS B [€Hb MX MOCTYIUICHHS WIH B TEpPBBIi pabounii
J€Hb IIPH [IOCTYIUIEHUH B Hepabouue JTHH.

4.8. Ilocne perncTparuu moJTyYeHHbIE JOKYMEHTHI IEPEIAIOTCS B JEIONPOU3BOICTBO.

4.8. Ilpu moJyyeHHH OIEKTPOHHOIO [OKYMEHTAa MOJIy4aTelb IO 3alpocy HampasiseT
OTIIPABUTEIIO TaKOrO JOKYMEHTa IIOATBeP)KACHHE O MOIYyYEHHH OIEKTPOHHOIO JOKYMEHTA.
[loaTBepxnenne HanpapseTcs B pOpMe 3IEKTPOHHOTO COOOIIEHHSL.

S. Opranusauusi OTNPaAaBKH JOKYMEHTOB

5.1. IloaroroBka JOKyMEHTOB K OTIIPABKe.

5.1.1. K moxymeHTaMm, OTHpaBJfeMBIM IO 3IEKTPOHHON [OYTE, MPENBABISIOTCS CIEAYIOLIHE
TpeOOBaHHS [IOKYMEHTHI TOTOBATCS C IOMOIUBIO TEKCTOBOro pemaktopa Word wim Ta6GIMYHOro
penaktopa Exell, 1C ¢ ucnonbsosanmem mpudros Arial, Times New Roman u moryr COJepXKaTh
rpajpuyeckue u3obpaxenus B popmare PDF, JPEG.

5.1.2. Ilpu oTnpaBKe JOKYMEHTOB NpPeIBAPHTEIBHO IPOU3BOJIUTCS POBEPKA HX JOCTOBEPHOCTH.

5.2. OTnipaBKa JOKYMEHTOB I10 3JIEKTPOHHOM 10YTe.

5.2.1. JIoKyMeHTBI, MNOIEKAIIME OTIPaBKe IO 3JIEKTPOHHOM II0YTe, 06paGaThIBAIOTCA W
OTIPABJIAKOTCA B I€HD MX IOCTYIUICHHUS JTHO0, KaK HCKIIOYEHHE, He NT03/THee CIEAYIOmero paboyero JHs.

5.2.2. Jlockuika MM 3aMeHa paHee pa30CIaHHOTO JOKYMEHTA OCYIIECTBISETCS II0 YKa3aHHUIO
ML, MTOANKUCABIIETO JOKYMEHT.

5.2.3. B onHOM 57€KTPOHHOM COOOIICHHH, KaK MPaBUJIO, MEPECHUIAETCS OIWH NOKYMEHT. B
ClTydae, eClIH HeOOXOAUMO IepeCIaTh HECKOIBKO JOKYMEHTOB, OHHM MOUTEKAT 0053aTeIbHON YIIaKOBKE B
apxusax RAR umu ZIP.

5.2.4. Ilepen oTmpaBKkoii JOKyMEHTa IO 3IEKTPOHHOH I0YTe HEOOXOAMMO MPOBEPHUTH €ro Ha
HaJINYUe BUPYCOB.

5.3. C NOMOIIBIO 3/IEKTPOHHON MOYTEI OCYNIECTBIETCS ONEpPAaTHBHAA Iepenaya HHPOPMALHH B
BUJIE:

1) npuKa3oB U pacOpsHKEHHUIT;

2) yKa3aHHH H IMHCEM;

3) 3NIEKTPOHHBIX COOOIIEHHIT;

4) DOKNagHBIX H CIIYKE€OHBIX 3aIIHCOK,

5) KBUTaHIMH Ha OIUIATy POAMTENIBCKOM IJ1aThI;

6) IPOEKTOB JOrOBOPOB, KOHTPAKTOB.



6. XpaHeHHe 2JIeKTPOHHBIX JOKYMEHTOB

6.1. Bce aneKTpoHHBIE JOKYMEHTBI JOJKHEI XPAHHTECS B TOM JKe ¢opmare, B KoTOpOoM OHM GBLIH
C(hOpMHPOBAHBI, OTIPABIIEHBI U MOJIYYEHBI.

6.2. Cpok XpaHEHHS 3IEKTPOHHBIX JOKYMEHTOB IISITh JIET.

6.3. XpaHeHue  SNEKTPOHHBIX  JOKYMEHTOB  JO/DKHO  CONPOBOXKIATHCS XpaHEHHUEM
COOTBETCTBYIOIIETO MPOTPAMMHOIO 00ECIeYeH s, MO3BOJIIONIET0 HMETh BO3MOYKHOCTh PabOTHI ¢
3JICKTPOHHBIMH JKyPHAJIaMH U JOKYMEHTAMH.

6.4. O0sA3aHHOCTH XPaHEHHS 3IEKTPOHHBIX JOKYMEHTOB BO3JIAralOTCA Ha Y YaCTHUKOB 2110.

6.5. Jlns BBINOJHEHHS TEKYIIMX pabOT IO BEJEHMIO SJI€KTPOHHBIX apXuBOB YyacTHUKH D][O
Ha3Ha4arOT OTBETCTBEHHOE JIUIIO.

6.6. DIEKTpOHHbIE apXWBHI MOMIEKAT 3aIMATE OT HECAaHKIIHOHHPOBAHHOTO  JOCTYIIa,
HEIIPeIHAMEPEHHOI'0 YHHYTOKEHHS U (MJIH) HCKaKESHUSI.

7. Obecneyenne HHPOPMALHOHHOIT 6€30MACHOCTH TeKTPOHHBIX JAOKYMEHTOB
7.1.Cobmonenne TpeboBanuii HHPOPMALIHOHHOM 5e30MacHOCTH NPpH OpraHu3alyy JIEKTPOHHOTO
JOKYMEHTO000pOoTa 00ecreynBaer:

® KOH(QUIEHUHMATBHOCTh HHGpOpMAUUH (MOJTYYHTh HOCTYI K HHPOPMALIUH MOXKET TOJIBKO
ONpe/Ie/ICHHBIN KPYT JIKII);

® LEJIOCTHOCTh NepenaBaeMoil HH(pOpManuu (rapaHTHPOBAaHHE, YTO JAHHBIE IeEpefaroTcs 6e3
MCKKCHUH U HCKIIOYAETCsl BO3MOKHOCTD MOAMEHEI HH(pOpMAaLun);

® ayTeHTH(HKALKIO (KOTJa MepeIaBaeMyro HHPOPMALHIO MOKET MOIYUHTh TOIBKO TO JIHIIO, KOMY
OHO NpeJHa3HAYCHa, a OTIPABHUTEJIEM SIBIISIETCS HMEHHOI'O TOT, OT Yb€r0 HMEHH OHA OTIIPABIICHA).

7.2. TpeGoBauuss 10 HHPOPMAMOHHOH GE30MACHOCTH NPH OPTAHH3ALIHH 3JIEKTPOHHOTO
JOKYMEHTOO00pOTa PpealM3yroTCsl ITOCPEACTBOM MPUMEHEHHS INPOrPAMMHOTEXHHYECKUX CPEACTB H
OpraHHU3alAOHHBIX MEp.

7.2.1. K nporpaMMHO-TEeXHHYECKHUM CPEICTBAM OTHOCSITCS:

1) mporpaMMHBIE Cpe/ICTBA, CHELHATBHO pa3paGOTaHHBIE UIS OCYIECTBICHHS 3JIEKTPOHHOTO
JOKYMEHTO000poTa;

2) cuctema mapojeif M HACHTU(PUKATOPOB Il OTPaHUYCHHUS JIOCTyIla II0JIb30BAaTENie H
aIMHHACTPATOPOB K  TEXHHYECKHM H  [POrPAMMHBIM  CPEICTBAM  CHCTEMBI  3JIEKTPOHHOTO
JOKYMEHT0000poTa;

3) mporpaMMHO-anmnapaTHele CPeICTBA 3aIMTHI OT HECAHKIMOHMPOBAHHOTO IOCTYTIA;

4) cpencTBa 3alIMTHI OT IPOrPAMMHEIX BHPYCOB.

7.2.2. K opraHu3aiMOHHBIM M€paM OTHOCSTCS:

1) pasmenieHre TEXHUYECKUX CPEJICTB B OMEIIECHHSAX ¢ KOHTPOIMPYEMBIM JOCTYIIOM;

2) aIMUHUCTPaTHBHBIE OTPAHWYSHHUS JOCTYNA K STHM CPEICTBAM;

3) 3agaHHe peXHMa HCIOIb30BAHUS TIONB30BATEISIME ~ M aIMHHHCTPAaTOpaMH TMapoiedl u
UIEHTH(PUKATOPOB;

4) IOMyCK K OCYLIECTBIEHHIO JOKYMEHTO000POTA TOJIBLKO ONpe/IeIeHHbIX JIHIL,

5) moanep)KaHue NPOrpaMMHBIX CPEACTB B HCIIPABHOM COCTOSTHHU;

6) oOyuenue pabotHukoB MBJIOV:;

7) 3amMTa TEXHHYECKHX CPEICTB O MOBPEK/IAFOIIMX BHEIIHUX BO3IEHCTBHUIA (II0%Kap, BO3EHCTBHE
BOJBI U T.II.)

8. 3akI0YHTeIbHBIE M0JI0KEHH S
8.1. Hacrosiuee momokeHue BCTymaeT B CHIy C MOMEHTa €ro NpPHHSATHA H JHCTBYeT M0
[IPAHSITHS HOBOTO.
8.2. Komuu wnacrosmero Ilonoxenus pasmemaiorcs Ha oduumamsHoM caiite MBJOY B
MHQOPMALOHHO -  TEeIeKOMMYHHKAaUHOHHOW ceru  Uutepmer  (http:/detsad57.ucozru/) u
uHpopmaonHom crenge MBJIOV. '
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