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1. O6mue noJioxeHust

1.1. [Tonoxenue 006 AMEKTPOHHOM JOKYMEHTOOOOPOTE pa3padoTaHO B COOTBETCTBUHU C
TpeboBanusiMu DenepanbHoro 3akoHa ot 29.12.2012 Ne 273-D3 «O6 obpa3oBaHuy B
Poccuiickoit @enepanuny, Gegepanproro 3akona ot 27.07.2006 Ne 149-d3 «O06
nHpopManuy, HHOOPMAITMOHHBIX TEXHOJIOTUSIX U 3aIuTe nHpopManuny, OenepaibHOTO
3akoHa oT 27.06.2007 Ne 152-®3 «O nepcoHaIbHBIX JaHHBIX .

1.2. [Tonoxenue 00 AMEKTPOHHOM JOKYMEHTO0OOpoTe (nanee- [lonoxkeHne) ycTaHaBIHBACT
eMHbIC TPeOOBAHUs K OpraHu3aIy paboThl C JOKYMEHTAMH, TOJTy4aeMbIMU
OTIIPAaBJIACMBIMHU C ITIOMOIIBIO BHGKTpOHHOﬁ IIOYTHI.

1.3. Ins ueneii Hacrosimero [lonokeHus: yCTaHaBIMBAIOTCS CIEIYIOLIHE TEPMUHBI U
OIpeIeJICHUS:

OnekrponHas moura (O11) — crucrema, MO3BOJISAIONMIAS ITOIB30BATEISAM OTIPABIIATE COOOIICHNS
Yyepe3 MOJIEM HITH CETEBOE COCTUHEHHUE C OAHOTO KOMITbIOTEpa Ha APYTOH.

HoxymentupoBaHHast nHQOpMaIus (IOKyMeHT) — 3apKCHpOBaHHAS HA MaTepHATLHOM
HOCHUTCEIIC I/IH(bOpMaHI/ISI C PCKBU3UTaMU, IMO3BOJIAONIMMH €€ I/I)Z[CHTI/I(bI/IHI/IpOBaTL.

OnektpoHHBIH JOoKyMeHTo0OopoT (30) — opraHM3alOHHO U MPOTPAMMHO — TEXHHYECKH
yrnopsiioueHHasi HH(pOpPMaIMOHHAs CUCTeMa, O0eCIIeUurBaloIiasl mporecc ooOMeHa, coopa, 00paboTKH,
HAKOIJICHUS M XpaHEHUs HH()OPMALIUU ITOCPEICTBOM 3IEKTPOHHBIX TOKYMEHTOB.

OnekTpoHHBIH MOoKyMeHT (BJl) — MOKYMEHT, CO3JaHHBIA IPH TOMOIIH 3JIEKTPOHHBIX
anmapaTHO — TEXHUYECKUX U MPOTrPaMMHBIX CPeACTB, (QUKCHUPYyEeMBbId B HU(PPOBOM KojIe B (opme
WACHTU(QULUPYEMOT0 IO COJEpP)KAaTeNIbHOW YacTW HMMEHOBaHHOrO (aiija, JOCTYNHBIA ISt
nocienyomeid  o0paboTKH, HWCIONB30BaHHSA, BOCIPOU3BEACHUS (OTOOpaKEHUs) M BH3YAIBHOTO
BOCIIpUATHA, a TAKXKE JJId IEpeaadr 1 MOJITYyYCHUA 110 TCIICKOMMYHUKAIITMOHHbIMKaHaJIaM CBA3H. ITaxer
3JIEKTPOHHBIX TOKYMEHTOB (ITaKeT) — OAuH 1iu 6osee D1

OnekrporHoe coobmieHue (C) — JOTHYECKH 1EI0CTHAS COBOKYIMHOCTH JTAHHBIX, NMEIOIIHNX
CMBICNT JUISI yYaCTHHUKOB HWH(OPMAIMOHHOTO B3aMMOJICHCTBUS, 3aKOJAUPOBAHHAS CIIOCOOOM,
MO3BOJISIFONIUM 00ECIeunTh €€ 00pabOTKY CpEeJCTBAMH BBIYMCIUTEIBLHON TEXHHKH, Mepeaady o
TCJICKOMMYHUKAIITUOHHLBIM KaHaJlaM CBA3M MW XPaHCHUC Ha MalIMHOYUTACMBIX HOCHUTCIIAX
WH(POPMAIMOHHBIM KaHAIAM CBSI3M U XPaHEHHE HA MAIIMHOYUTACMBIX HOCUTENSIX HH(POpMAIIUH.

Yuactauk — pabotHuku u agmuauctpammsi OAHO «llentp oOpazoBanus «JIMIHOCTEY,
YYaCTBYIOIIHE B JJIIEKTPOHHOM JIOKyMEHTOO0OPOTE.

OtnpaBuTenp DSIEKTPOHHOTO JOKyMeHTa (oTmpaButenb) — pabotamk Llentpa
o0pa3oBaHMsl WJIM aIMHUHUCTpAlMi OpraHU3alMd , KOTOpas HampaBisieT 3JIEKTPOHHBINA
JOKYMEHT.

IlonygaTens SIEKTPOHHOTO JOKyMeHTa (ModydaTenb) - pabotHmk  LleHTpa
oOpa3oBanus «JIMYHOCTHY WM aJIMHUHUCTpAIUS OPTraHU3alUU , KOTOPOOW OTIIPaBIICH
SJEKTPOHHBIN TOKYMEHT.

I[OCTaBKa SJICKTPOHHOI'O IOKYMCHTA (,Z[OCTaBKa) - (I)I/IBI/ILICCKI/Iﬁ nmpouecce nNepeMeIICHUA
OJICKTPOHHOI'0 TOKYMCHTA OT OTIIPABUTEIIA K ITOJIYy4YaTCIIIO.

1.4. B nacrosiem Ilonosxenun B kauectBe JJ1 paccMaTpUBaIOTCS 3JIEKTPOHHBIE CITY)KEOHO —
MH(OPMALIMOHHBIE JOKYMEHTHI.

1.5. TlonoxkeHue pacripoCTpaHIETCs] Ha OPTaHU3AINIO0 PaOOTHI C TOKYMEHTAMH,
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IepelaBaeMbIMH U ITOJIy4a€MbIMH C TOMOLIBIO 3JIEKTPOHHOH MOYTHI, BKIIIOYask UX
IIOATOTOBKY, PETUCTPALMIO, YUET, OTIIPABKY U I1OJIyYEHUE.

1.6. TpeboBanus, yctanaBnuBaemsl [lonoxxenuem, 00s3aTeNbHBI i1 BCeX paOOTHUKOB
1.7. OTBETCTBEHHOCTb 32 OPraHU3ALMIO U COCTOSIHUE JOKYMEHTAllMOHHOIO 00ecreueHus
MOCPENICTBOM 3JIEKTPOHHOM mouThl B LleHTpe oO6pa3oBanus «JIuuHocTh)» Bo3naraercs Ha
OTBETCTBEHHBIE JIMLIAa U pAOOTHUKOB:

HoJiiep>KKa B paboTOCIIOCOOHOM COCTOSTHMM TEXHUYECKOTO U IIPOrPaMMHOT0

o0ecrieyeHns, OTBEYAOUIETO 33 ()YHKIIMOHUPOBAHUE SJICKTPOHHOM MOUTHI;

o IpUEM, KOHTPOJIb YUTAEMOCTH U IOCTOBEPHOCTH, paclieyaTKa eclii HeT APyrux
BO3MO>KHOCTEM 03HAKOMJIEHUS C AIEKTPOHHBIM BapUAHTOM TEKCTaA), yUET U
pacrpeiesieHus IOCTYNA0IUX JOKYMEHTOB,;

e TOATOTOBKA M OTIPaBKa MH(OPMAINH B peC OpraHU3aLUH, IPUCTABIICH
JIOKYMEHT, O JaTe MPUEMKH JOKYMEHTa U JIaTe JOBEJEHUS 10 J0JKHOCTHOIO JIula
(mepenayu B ACIONPOU3BOICTBO);

e Iiepesiaya JOKYMEHTOB Ha paCCMOTPEHHE PYKOBOJUTENIO (B AEIONPOU3BOACTBO);

e y4YeT M perucrpanus oTnpasisemMbix u3 Llentpa oOpazoBanus .

o No 1 HOKyMEHTOB, TPOBEPKA MPABUIBLHOCTH UX OQPOPMIICHHS U OPTAaHU3ALMS UX
OTIIPABKH;

e KOHTPOJIb MOJYYCHUsI HHPOPMALIUHU aJIpecaToOM, OPTaHU3AIMS B CITydae
HE00XO0IMMOCTH, TOBTOPHO OTIPAaBKHU JOKYMEHTA,

e OIIEpaTHBHOE PELIEHUE BOIIPOCOB MO PA0OTE AIEKTPOHHOM MOYTHI.

2. YcaoBus 1onycka YuacTHHKA K ocyuiecTsienuo 10

2.1. Y4acTHHK JIOIyCKAaeTCs K OCYIIECTBIICHUIO JOKYMEHTOO0OPOTA MOCIIE BBITIOTHEHHS BCCH
COBOKYITHOCTHU CJEIYIOIINX JICHCTBHIA:

2.1.1. YcraHOBKHM HEOOXOIUMBIX amapaTHBIX CPEICTB, MPOTPAMMHOTO U HHPOPMAIIHOHHOTO
obecrieueHus.

2.1.2. Opranu3anus sSmKa dJIeKTPOHHOM MOYTHI ITOJTy9aTeIs.

2.1.3. CornacoBaHus MeXTy Y49aCTHUKAMHU NIEPEUYHS JIOKYMEHTOB TIePeIaBaeMbIX 10
TEJICKOMMYHUKALIMOHHBIM KaHAJIaM CBSI3U B DJIEKTPOHHOM BHJIE.



3. Opranuzanus 3J1eKTPOHHOIO JOKYMEHT0000poTa
3.1. Ilopsinok opraHu3alyy 3J1€KTPOHHOTO JOKyMEHTO000poTa!
3.1.1. DIeKTPOHHBIN JOKYMEHTOOOOPOT BKJIFOYAET B CEOsI:

o (opMHPOBaHUE FNEKTPOHHOTO JTOKYMEHTA,

o OTIPABKY U JIOCTaBKY 3JEKTPOHHOTO JOKYMEHTA;

e TIPOBEPKY AIIEKTPOHHOTO IOKYMEHTA;

o TOJTBEPXKICHUE MOIYIEHHS HICKTPOHHOTO IOKYMEHTA;

e Y4YeT 3JICKTPOHHBIX JOKYMEHTOB;

o XpaHEHUS IEKTPOHHBIX JOKYMEHTOB (BEACHUE aPXHBOB 3JIEKTPOHHBIX
JIOKYMEHTOB).

3.1.2. ®opmupoBaHUE IEKTPOHHOTO JOKYMEHTA OCYIIECTBISIETCS B CIEAYIOMIEM TOPSIIKE:

o (opMHpOBaHHUE FITEKTPOHHOTO JOKYMEHTA B BUC MMEHOBAHHOTO (aiina;
o TOANUCAHHE CPOPMHUPOBAHHOTO DIICKTPOHHOTO IOKYMEHTA B BHJIC HMEHHOTO
daiina.

3.1.3. ChopmupoBaHHBIN STEKTPOHHBIN JOKYMEHT UMEET IOPUAMYECKYIO CHITY U BIICUET
IPEAyCMOTPEHHBIE JUIS JaHHOTO JOKYMEHTA PABOBBIE TIOCIIE/ICTBHS B CIIydae ero
HaJUIeXaIero opopMIIeHNS B COOTBETCTBUHU C HacToAmmM [losoxxennem.

3.1.4. C uenpro yMeHbIICHUS 00BEMOB TIepeiaBaeMoil HH(POPMAIIUH MIPH TPAHCIOPTHPOBKE
NEKTPOHHBIX IOKYMEHTOB MOTYT UCIIOJIb30BaThCS CIEUANIBHBIE AJITOPUTMBI CKATHS
nH(pOpMaLINH.

3.1.5. Bee ropuanuaeckue neiictBus, opopmMisieMble MOCPEICTBOM DIIEKTPOHHBIX TOKYMEHTOB
B COOTBETCTBUU C HAacTOSIIIUM [los10’keHNEM, IPU3HAOTCS COBEPILIEHHBIMH B NICBMEHHOU
(¢bopMe U He MOTYT ObITh OCIIOPEHBI TOJILKO HAa TOM OCHOBaHHH, YTO OHU COBEPIICHHBI B
JJIEKTPOHHOM BHJIE.

3.1.6. ITocae MOJIYYCHHUS JJICKTPOHHOI'O JOKYMCHTA I10JIy4aTCJIb 00s13aH HaIIpaBUTDH
OTIIPABUTCIIIO TAKOTO JOKYMCHTA IMOATBCPIKACHUC O ITOJTYUCHUHN DJICKTPOHHOI'O JOKYMCHTA.

4. Opranu3anusi paGoThI ¢ MOCTYNAIOINEH KOPPeCHOHIeHIIHel
4.1. Cioco0Obl 10CTaBKU KOPPECTIOHACHIINH:
4.1.1. JloctaBKa KOPPECHOHICHIIUN OCYIIECTBISETCS IO SJIEKTPOHHOM MmouTe.
4.2. IlpueM u 00paboTKa KOPPECTIOHACHIINH:

4.2.1. KoppecnoHaeHIus, MOCTyMnaroias Mo 31eKTPOHHON o4Te oT paboTHUKOB B YOY

«[IIkonbHast Axanemuss «ByHIOEpKUHI» IPOXOAUT 4YEPE3 AaAHTUBUPYCHYIO IIPOBEDKY,
pacmievatsiBaeTcs (€CJIM HET JAPYTHMX BO3MOXKHOCTEH O3HAKOMIICHHS C 3JIEKTPOHHBIM BapHaHTOM
TEKCTa), IPOXOAUT NEPBUUHYIO0 00pabOTKy, pacrpeaesieHue, perucTpanuio.



4.2.2. B mporniecce nepBoHAYaIbHOM 00paOOTKH MOCTYIAIOIICH KOPPECTTOHACHITMHN BCE
JIOKYMEHTBI ITPOBEPSIOTCS HAa HATMYHE BUPYCOB, TPOBEPSAETCS MX YUTAEMOCTh U TIOJTHOTA.

4.2.3. :‘)HGKTpOHHOC COO6I.H€HI/IC CUHUTACTCA MOCTYIIUBIOMM IIOCJIC IIPOBEPKHU IMOJJIMHHOCTH U
BO3MOXXHOCTH €0 BOCIIPOU3BCACHHA.

4.2.4. TIpueM KOppecroHIeHIINH (YTEHHE MOYTHI) OCYIIECTBIIACTCS Y YaCTHUKAMU HE Pexke
IISITH pa3 B JIEHb.

4.2.5. O6paboTka KOPPECIOHAEHIIUN TTPOU3BOAUTCS B ACHB €€ MOCTYIUICHHS WJIA B TIEPBBIN
pabouwii IeHs PU MOCTYIUICHUH B HEpaOOUne JTHH.

4.2.3. Peructpanus JOKYMEHTOB M Niepeiadya uX B JICJIOMPOU3BOACTBO:
4.3.1. Bce nocTynuBIIAe JOKYMEHTBI PETUCTPUPYIOTCS U 00pa0aTBIBAFOTCS.

4.3.2. Peructpanus JOKYMEHTOB ITPOM3BOAUTCS B JIEHb UX MMOCTYIJICHHUS WA B TICPBBIN
palouuii 1eHb NpH MOCTYIUICHUH B Hepabouue JAHU.

4.3.3. Tlocne peructpaiyy nojay4eHHbIe JOKYMEHThI IEPEAAI0TCs B 1CJIONPOU3BOICTBO.
4.4. TlonTBepKAEHUE O MMOJyYEHUH IEKTPOHHOI'O TIOKYMEHTA:
4.4.1. Tlpu nostyyeHUH JIEKTPOHHOIO JOKYMEHTA [10JIy4aTellb 10 3aIpoCy HallpaBisieT
OTIIPaBUTEIIIO TAKOTO JOKYMEHTA MTOATBEPKICHUE O TOTYYEHUH 3IEKTPOHHOTO JJOKYMEHTA.
ITonTBepxeHue HanpaBiseTcs B GopMe IEKTPOHHOTO COOOIICHMS.

5. Opranu3anusi OTHPABKH TOKYMEHTOB
5.1. TlogroToBka TOKyMEHTOB K OTIIPaBKE.
5.1.1. K noxymeHTaMm, OTIIpaBiIsieMbIM IO 3JIEKTPOHHOM MOYTE, IPEIBSIBISIIOTCS CIEAYIOLINE
TpeOOBaHUS JOKYMEHTBI TOTOBSATCS C MOMOILBIO TEKCTOBOro penakropa Word nin
tabnnyHoro peaakropa Exell ¢ ucnons3oBanuem mpudros Arial, Times New Roman u

MOTYT cofiepkaTh rpaduueckue uzodbpaxenus B popmare PDF, JPEG.

5.1.2. [Ipu oTnpaBKe TOKYMEHTOB IpEeABAPUTEIHLHO IPOU3BOIUTCS MTPOBEPKA UX
JOCTOBEPHOCTH.

5.2. OTnpaBka JOKyMEHTOB MO 3JIEKTPOHHOH IOUTE.
5.2.1. JIokyMeHTBHI, MO IeXkKAIIHE OTIIPABKE 10 3JIEKTPOHHOM 1MovTe, 00padaThIBAIOTCS H
OTIPABJISAIOTCS B IEHb UX MOCTYIUICHUS TH00, KaK UCKIIIOUYEHHE, HE MTO3/IHEE CIIETYIONIET0

pabouero JHsl.

5.2.2. Jlochlika WM 3aMeHa paHee pa30CIaHHOTO JOKYMEHTA OCYIIECTBIIACTCS M0 YKa3aHHIO
JIMIIA, TIOJMKUCABIICTO JOKYMECHT.



5.2.3. B 01HOM 2JIEKTPOHHOM COOOIICHNH, KaK MPaBUIIO, IEPECHUIACTCS OJMH JOKYMEHT. B
cllydyae, eciid He00X0IMMO TIepeciiaTh HECKOJIBKO JIOKYyMEHTOB, OHU MOJIKAT 00s13aTeIbHON
ynakoBke B apxuBax RAR umu ZIP. Jlokyment, oobemom 6onee 100 kbaiiT, apxuBupyercs.

5.2.4. Tlepen oTnpaBKOil TOKYMEHTA MO IEKTPOHHON MOYTE HEOOXOIMMO IIPOBEPUTH €T0 Ha
HaJINYMEe BUPYCOB.

5.3. C moMomIb0 3JIEKTPOHHOH TTOYTHI OCYIIECTBIISIETCS OTIEpaTUBHAS TIepegada
uHpOpMalnU B BUJIE:

e IIPUKA30B U PACIOPSIKCHUN;

e YKa3aHWH U NHCEM;

o DIIGKTPOHHBIX COOOIICHHUI;

o JIOKJIQJHBIX U CIY>KEOHBIX 3aMTUCOK.

6. XpaHeHHe 3JIEKTPOHHBIX T0KYMEHTOB

6.1. Bce 31eKTpOHHBIC TOKYMEHTHI TOJDKHBI XpaHUTBCS B TOM K€ popMmare, B KOTOPOM OHHU
ObUTH C(HOPMHUPOBAHBI, OTIIPABJICHBI U MTOJTYICHBI.

6.2. Cpok XpaHEHHS AJIEKTPOHHBIX JOKYMEHTOB JOJDKEH ObITh MEHEE TISITH JIET.

6.3. XpaHeHue IeKTPOHHBIX JTOKYMEHTOB JIOJKHO COIIPOBOMKAATHCS XPaHEHUEM
COOTBETCTBYIOIIETO MPOTPaMMHOT0 00eCIeYeHHU s, TO3BOJISIOIIET0 UMETh BO3MOKHOCTh
paboTHI ¢ ANIEKTPOHHBIMU JKypHAJIAMH U JOKYMEHTaMH.

6.4. O0s13aHHOCTH XpaHEHUS SJIEKTPOHHBIX JIOKYMEHTOB Bo3mararorcs Ha YuactHHKoB D/10.

6.5. [l BRITTOJTHEHUST TEKYIIUX paOOT O BEJCHHUIO JIEKTPOHHBIX apXuBOB YuactHUkH DJ]O
Ha3HAYaloT OTBETCTBEHHOE JIUIIO.

6.6. 9J'IeKTpOHHBIe APXUBELI MOJJICIKAT 3alIUTE OT HCCAHKIUOHUPOBAHHOT'O JOCTYIIA,
HEMIPCAHAMCPCHHOI'0 YHUYTOKCHHUA U (I/IJ'II/I) HCKaXXCHU.

7. O6ecneuenne HH(POPMAMOHHOI (€30MACHOCTH 3JIeKTPOHHBIX IOKYMEHTOB

7.1. Cobmonenue TpeboBaHmil HHOOPMAIIMOHHOM 6€30MAaCHOCTH TP OpTaHU3aIUU
3JIEKTPOHHOTO IOKYMEHTO000pOTa 00ECTIeunBaET:

¢ KOHOQUACHIMATHLHOCTh HH(GOPMAIUU (TTOIYYUTh JOCTYN K UHPOPMAIIUH MOXKET
TOJILKO ONpEAETICHHBIN KPYT JIUIY);

e IIEJIOCTHOCTH NepeaaBaeMoil nHpopmanuu (TapaHTUPOBAHKE, YTO JTAHHbIE
nepeaaTces 6e3 HCKaXKEHUH U HCKITI0YaeTCsl BO3MOKHOCTh MOJAMEHBI
uH(popMaLun);

o ayTeHTU(UKaIUIO (KOT/a nepeaaBaeMyro HHPOPMAIIUIO MOXKET MOJIYYUTh TOJIBKO
TO JIUI0, KOMY OHO IIpe/IHa3HaueHa, a OTIIPABUTENIEM SIBJISIETCS KUMEHHOI'O TOT, OT
YbEero UMEHU OHA OTIIPABJICHA).



7.2. TpeboBanus no nHGOPMALIMOHHON OE30MACHOCTH MIPH OPraHU3ALUU JIEKTPOHHOTO
JOKYMEHTO000pOTa PEATU3YIOTCS TIOCPEICTBOM MPUMEHEHUS IPOrPAMMHO- TEXHHUECKUX
CPEICTB M OPraHU3alMOHHBIX Mep.

7.2.1. K mporpaMMHO - TEXHUYECKHM CPEICTBaM OTHOCSTCS:

IIPOrpaMMHBIE CPEACTBA, CIICIUAIBFHO pa3paboTaHHBIE sl OCYILIECTBICHUS
AIEKTPOHHOTO JOKYMEHTO000pOTa;

cUCTEeMa Maposie U UACHTH(PUKATOPOB ISl OTPaHUYCHHS TOCTYTIA MTOJIb30BaTEINeH 1
aIMUHUCTPATOPOB K TEXHUYECKHUM U IPOTPAMMHBIM CPEJICTBAM CUCTEMBI
AJIEKTPOHHOI'O JJOKYMEHTO000POTa;

MIPOrpaMMHO — aIlllapaTHbIE CPEACTBA 3AINUTHI OT HECAHKIIMOHUPOBAHHOTO
JI0CTYIIa;

CpelICTBa 3aIlMThlI OT IPOTPAMMHBIX BUPYCOB.

7.2.2. K opranu3anioHHbIM MEpaM OTHOCSITCS:

e pa3MelIECHHUE TEXHUYECKUX CPEJCTB B IOMEIICHUSIX C KOHTPOJIUPYEMBIM JOCTYIIOM;

e QJIMMHUCTPATHUBHBIC OTPAHUYEHUS JOCTYIA K 3TUM CPEACTBAM;

e 3aJlaHHE€ PEKHUMa UCIOJIb30BAHUS MTOJIB30BATEISIMA U aIMUHUCTPATOpaMH TTapoJieit
U HUJICHTU(UKATOPOB;

e JIOMYCK K OCYIIECTBJICHHUIO TOKYMEHTO000POTa TOJIBKO OMPEIEIICHHBIX JIUIL;

e MOJJIEPXKAHHUE MPOTrPAMMHBIX CPEACTB B UCIPABHOM COCTOSIHUM;

o oOyuenue pabotHukoB YOV «lllkonpHas Axagemust « ByHIEpKUHI;

e 3aIMUTA TEXHUYECKUX CPEJICTB O MOBPEKIAIOIINX BHEUTHUX BO3JEHCTBUN (TI0Kap,
BO3JICHCTBHE BOJIBI U T.I1.)



