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1. O0mme moIoKEHUS

1.1. [Tonoxxenre 00 3JIEKTPOHHOM TOKYMEHTOOOOpOTE pa3zpaboTaHO H
COOTBETCTBHH ¢ TpeboBanusimu DenepanbHOrO0 3aKOHA  OT
29.12.2012 No  273®3 «O06 o6Opa3zoBanuu B Poccuiickoit
®deneparuny, GeaepanbHoro 3akoHa ot 27.07.2006 Ne 149-d3 «O6
uHpopMary, HWHPOPMAIMOHHBIX  TEXHOJOTHSAX MW 3aIluTe

uHpopmarny, PeaepanbHoro 3akona ot 27.06.2007
Ne 152-®3 «O nepcoHanbHbBIX TaHHBIX»

1.2. [lonoxxenne 00  BJIEKTPOHHOM  JOKyMeHTOooOOpoTe  (masee
[TonoxeHne) ycraHaBIMBACT €AMHBIC TPEOOBaHHMS K OpraHU3alluU
paboThl C JOKyMEHTaMH, MOJy4aeMbIMH W OTMIPABISEMBIMH C
MIOMOIIBIO 3JIEKTPOHHOW MOYTHI.

1.3. Jlnsa ueneit Hacrosimiero [lonoxkeHus: ycTaHaBIMBAIOTCA CIIECTYIOIINE
TEPMUHBI U OTIPECIICHUS:

OnexrponnHas nouta (D) — cucrema, Mo3BoAsIOMIAs MTOJIB30BATENSIM
OTIPABISATH COOOIIEHHUS Yepe3 MOJEM WM CETEBOE COEAMHEHHE C OJIHOTO
KOMIIBIOTEPA HA APYTOM.

JlokymeHTHpoBaHHas WH(GOPMAIUS (IOKYyMEHT) — 3a(UKCUPOBaHHAs HA
MaTepUaIbHOM HOCHUTENle WH(GOpMalUs C PEKBU3UTAMH, MO3BOJSIONIUMHU €€
UACHTU(PUIIUPOBATD.

OneKTpoHHBIH  JokymeHTooOopoTr  (BJI0)  opraHu3zalmmoHHO U
OPOrpaMMHO — TEXHUYECKH YIOpsAIOYeHHAas HWH(OpMAlMOHHAs CHUCTEMA,
obecnieunBaroias mporecc ooMeHa, coopa, 00padOTKH, HAKOTUICHHUS ¥ XpaHECHUS
UHGOpPMAIIMH TTOCPEACTBOM JIEKTPOHHBIX JOKYMEHTOB.

OneKTpoHHbIA NOKYMEHT (D]]) — MOKYMEHT, CO3IaHHBIM MPU MOMOILIU
ANIEKTPOHHBIX  alMapaTHO-TEXHUYECKUX M MPOTPAMMHBIX  CPEJCTB,
bukcupyemblii B 1udpoBoM kojae B (popMe HIASHTUPHUIUPYEMOrO IO
COJIepKaTeIbHONM YaCTH MMEHOBAHHOTO (paiiia, TOCTYIMHBIN JJIs MOCIeAYIoei
00pabOTKH, MUCIIOIL30BaHUS, BOCIIPOU3BEACHUS (OTOOPAXKEHNSI) U BU3YAIbHOTO
BOCIIPHSITHS, a TAKXKE JJIS TIEpeIaud U MOTYICHHS TI0 TEIEKOMMYHUKAITHOHHBIM
KaHasaM CBs3U. [[akeT 3NeKTPOHHBIX TOKYMEHTOB (TIaKeT) — OJIUH WM OoJiee
OM.

OnektponHoe coobmenne (9C) — JIOTHYECKH MEIOCTHASS COBOKYITHOCTD
JAaHHBIX,  WMEIOIIMX  CMBICI  JUIS  YYaCTHUKOB  HMH(OPMAIMOHHOTO
B3aMMOJICUCTBYS, 3aKOJAMPOBAHHAS CIIOCOOOM, TO3BOJISIIOIIMM OOECTICUUTh €¢
00paboOTKy  CpeACTBaMHM  BBIYUCIHMTCIBHOM  TeXHWKH, mnepemaqay [10
TEJICKOMMYHHUKAIIMOHHBIM KaHAJIaM CBS3W M XPaHCHHE HA MAIIMHOYUTAEMBIX
HOCHUTEIAX MH(POPMAITMOHHBIM KaHaJIaM CBSI3U M XpaHEHNE Ha MAIITMTHOYUTAEMBIX
HOCHUTENSIX UH(DOPMALIHH.

VYyactHuk — pabotHuku u aamuuuctpauuss MBJIOY, yuactByroniue B
3JIEKTPOHHOM JOKYMEHTOOOOPOTE.



OTtmpaBuTelb 3IEKTPOHHOTO JOKYMEHTa (OTHPAaBUTENb) — PAOOTHUK WU
agmuuanactpanuss MBJ/IOY |, koTopoe HanpaBiseT dJEKTPOHHBINA JOKYMEHT.

[Tonyuarenb HNEKTPOHHOTO JOKyMEHTa (IOdydyareib) - paOOTHUK WU
agmuauctpanus MBJIOY , koTopoMy OTHpaBieH IEKTPOHHBIN TOKYMEHT.

JlocTaBka 3JIEKTPOHHOTO JOKYMEHTa (JOCTaBKa) — (hPU3MYECKUH Ipoliecc
MIEPEMEILIEHHS] JIIEKTPOHHOIO JIOKYMEHTA OT OTIIPABUTEINS K IMOJTYyYATEIIO.

1.4. B mnacrosmem Ilonoxkxennn B kadectBe I/ paccMmarpuBaroTcs
AIIEKTPOHHBIE CIIYKEOHO — HH(POPMALIMOHHBIE TOKYMEHTHI.

1.5. TlonmokeHue pacmpocTpaHseTCsl Ha OpraHu3alui padoThl C
JOKYMEHTAMH, NEPEAABAEMBIMM M IOJIYYa€MBIMHU C MOMOILUBIO 3JIEKTPOHHOU
NIOYTHI, BKJIFOYAsl X NOATOTOBKY, PETUCTPALMIO, YUET, OTIPABKY U NOJIYYEHUE.

[ .6. TpeGoBanwus, yctanaBiauBaeMbl [lonoxxenuem, o0s3aTeNbHbI 17151 BCEX
pabotHukoB MBJIOY .

1.7. OTBETCTBEHHOCTD 3a OpraHu3aIUIo u COCTOSIHHE
JOKYMEHTAIIMOHHOTO OOECIICUYCHHSI TIOCPEJACTBOM DJICKTPOHHOM TIOYTHI B
MBJIOY Boznaraercs Ha OTBETCTBEHHBIC JIMIIA U PAOOTHUKOB:

nojJiep’kka B pabOTOCIIOCOOHOM ~ COCTOSSHUM ~ TEXHUYECKOTO |
nporpaMMHOr0  oOecrnedeHusi, OTBedarolero 3a  (yHKIMOHHPOBAHHUE
AJICKTPOHHOM TMOYTHI; MPHEM, KOHTPOJIb YHTAEMOCTH M JIOCTOBEPHOCTH,
pacrieyaTka €ciliM HET JPYTMX BO3MOXKHOCTEH O3HAKOMIIEHHUS C AJIEKTPOHHBIM
BapUMaHTOM TEKCTa), Y4YeT M pacIpeielieHus IMOCTYMAIMNUX JTOKYMEHTOB®,
MOJIFOTOBKA W OTIpaBKa WH(GOpPMAIMU B aJapec OpraHU3alliu, MpHCIaBIIen
NOKYMEHT, O AaTe MPUEMKH JOKYMEHTa W J1aTe€ AOBEACHUS IO AOJKHOCTHOTO
nuua (rmepeadu B JeJI0NPOU3BOACTBO); lepeaaya JOKYMEHTOB Ha paCCMOTPEHUE
PYKOBOIUTENIO (B IEJIOMPOU3BOJICTBO); YUET U PETUCTPALIMS OTIPABISIEMBIX U3
MBJIOY nokymeHTOB, IpoBepKa MpaBUILHOCTH UX O(POPMIICHHS U OpraHU3aIus
UX OTIPaBKH; KOHTPOIIb MOJy4eHUS WH(GOPMAIUU agpecaToM, OpraHu3alus B
clly4ae HEOOXOJUMOCTH, TOBTOPHO OTIPABKH JOKYMEHTa; OIEepaTUBHOE
pEIIeHHEe BOMPOCOB MO paboTe IEKTPOHHOMW MOUTHI.

2. YcnoBus Jonycka Y4YacTHUKA K ocyiiecTBieHnto D10

2.1. Y4acTHHK JI0ITyCKaeTcsl K OCYIIECTBICHUIO JOKYMEHTOOOOPOTA MOCIIE
BBITIOJIHEHUS BCEW COBOKYITHOCTH CIEAYIOIIMNX JIEUCTBUIMA:

2.1.1. YcraHOBKM HEOOXOAHMMBIX alMapaTHBIX CPEACTB, MPOTPAMMHOIO U
HH(OPMAITMOHHOTO 00ECTICYCHHS.

2.1.2. Opranu3zanus sinyKa 3JIeKTPOHHON MOYTHI MOJTy4aTesl.

2.1.3. CornacoBaHus MeXJy YUYaCTHUKAMHU TMEpPEYHs JIOKYMEHTOB
MepeaBaeMbIX MO TEICKOMMYHUKAIIMOHHBIM KaHallaM CBA3U B AJIEKTPOHHOM
BUJIE.

3. Opranuzanus 3JeKTPOHHOTO JOKYMEHTO00O0pOTa
3. 1. Ilopsamok  opraHu3anuv  3JEKTPOHHOTO
JIOKYyMEHTO000pOTa:

3.1.1. DAeKTpOHHBIN TOKYMEHTOOOOPOT BKIIFOUAET B CEOSI:



» (DOPMUPOBAHUE HIEKTPOHHOIO JTOKYMEHTA;

® oThpaBKy M JOCTaBKY 3JIEKTPOHHOTO JOKYMEHTA;

IPOBEPKY NIEKTPOHHOI'O JOKYMEHTA;

IMOATBCPIKACHUC IMOJTYUYCHHA DJICKTPOHHOI'O JOKYMCHTA,
YUCT SJICKTPOHHBIX JOKYMCHTOB,

e XpaHEHUS DJJEKTPOHHBIX JIOKYMEHTOB (BEICHHUE AapXHUBOB
AIIEKTPOHHBIX TOKYMEHTOB).

3. 1.2. ®opmupoBaHHe 3IEKTPOHHOIO JOKYMEHTa OCYILIECTBISETCS B
CJIeIyIOIIEM TOpsIKE:

® (opMHpoBaHHE >IEKTPOHHOTO JOKYMEHTa B BHJIEC MMEHOBAHHOTO
daiina;

i IIOJIIMCAHHUC C(l)OpMHpOBaHHOFO QJICKTPOHHOT'O JOKYMCHTA B BHJIC

UMEHHOTO (aiina.

3. 1.3. ChopMupoBaHHBIN IJIEKTPOHHBIN JOKYMEHT UMEET IOPUINIECCKYIO
CWIy W BIIEYET MPEAYCMOTPEHHbIE [IJI1 JAHHOTO JOKYMEHTa IIPaBOBBIE
MOCIIEJICTBUSL B Clly4ae €ro Hajuiexkamiero oGopmiieHHsi B COOTBETCTBUU C
HacTosmuM [lonoxxkeHuem.

3.1.4. C uenblo yMeHbIIICHHS 00BEMOB TiepeaBaeMoil nH(popMaIu npu
TPAHCTIIOPTUPOBKE  DIEKTPOHHBIX  JOKYMEHTOB  MOTYT  HCIIOIb30BaThCS
CHEIMAbHBIC AJITOPUTMBI CXKATUSI HH(GOPMAIUH.

3. 1.5. Bce ropuamnueckue aeHCTBUA, OQOpMIISIEMbIE TOCPEICTBOM
AJNIEKTPOHHBIX JIOKYMEHTOB B COOTBETCTBMU ¢ HacTosmuM [lonoxeHuem,
PU3HAIOTCS COBEPIICHHBIMU B MUCHbMEHHOM (DOpME U HE MOTYT OBITH OCTIOPEHBI
TOJIbKO HA TOM OCHOBaHWH, YTO OHU COBEPILICHHBI B 3JIEKTPOHHOM BHJIE.

3. 1.6. Ilocne momydeHus: IEKTPOHHOTO JOKYMEHTA MOTy4YaTeNnb 00s3aH
HalpaBUTh OTIPABUTENIO TAKOrO JOKYMEHTa MOJTBEPKICHHE O MOJyYCHUU
AIEKTPOHHOTO JOKYMEHTA.

4. Opranu3zaiiyst paboThI ¢ MOCTyMHAIoIEeH KOPPECIOHICHIINEH

4.1. CriocoObl JOCTaBKM KOPPECTIOHICHIINU:

noure

4.2. Ilpuem 1 00pabOTKa KOPPECTIOHACHIUU:

4.2.1. KoppecnonaeHuus, NOCTynawmas IO 3JIEKTPOHHOW IOYTE OT
pabotnukoB B MBJIOY. mnpoxoaut uepe3 aHTUBUPYCHYIO IPOBEPKY,
pacrieyatbiBaeTcsi (€Cd  HET JPYrUX BO3MOXKHOCTEH O3HAKOMJICHHSI C
AJIEKTPOHHBIM ~ BapHAHTOM TEKCTa), MPOXOJUT TNEPBUYHYIO OOpaboOTKY,
pacnpenesneHue, perucTparmro.



4.22. B mpouecce nepBOHAYAIBHOM O00pabOTKM  MOCTyHaroIIeH
KOPPECTIOHACHIIMM BCE JOKYMEHTbl MPOBEPSIOTCS HA HAJIWYUE BHPYCOB,
MPOBEPSETCA UX YUTAEMOCTD U MOJIHOTA.

42.3. DIEeKTPOHHOE COOOIIEHNE CUYUTAETCS MOCTYNHUBIINM MOCIE MPOBEPKU
MOJJIMHHOCTH ¥ BO3MOKHOCTH BOCIPOU3BEACHHUS.

4.24. TlpueM KOppeCHOHIAEHIUU (YTEHHUE TIOYTHI) OCYIIECTBIsAETCA
VYyacTHHKaMU HE Pexe MATH pa3 B JICHb.

4.25. O6paboTKa KOPPECTOHACHIIMN MPOU3BOJIUTCSA B ICHD €€ TTOCTYTUICHUS
WM B IEpBbIN pabouuii 1eHb NPU NOCTYIJIEHUU B HEpabouue

4.2.3. Peructpauusi JOKYMEHTOB U Mepeaadya ux B JeI0MPOU3BOJICTBO:

4.3.1. Bce noctynuBIiye JOKYMEHTBI PETUCTPUPYIOTCS U 00pabaThIBAIOTCS.

4.3.2 Peructpanusi JOKyMEHTOB IPOU3BOJUTCS B A€Hb UX MTOCTYILJICHUS WIIN
B MEPBBIN pabouunii IeHb MPU MOCTYIJICHUU B HEpabouure JTHU.

4.3.3. Tlocie peructpanMyd TMOJYYEHHbIE JOKYMEHTBHI MEPEAAlOTCAd B
JEIOMPOU3BOJICTBO.

4.4. IToaTBEpXKACHHUE O MOJIYUYCHUH IJIEKTPOHHOTO JIOKYMEHTA:

4.4.1. Ilpu nosy4eHUM JIEKTPOHHOTO JOKYMEHTA MOJIydaTeib MO 3aIpocy
HaIMpaBisieT OTIPABUTEIIO TAKOTO JOKYMEHTAa MOATBEPXKICHHUE O TMOJYUYEHUH
ANEKTPOHHOTO  JokyMmeHTa. [loaTBepxkaeHue HampaBisieTcss B Qopme
AJIEKTPOHHOTO COOOIICHUS.

5. Opranuzanust OTIIPABKU JOKYMEHTOB

5.1. TlogroroBka TOKyMEHTOB K OTIIPABKE.

5.1.1. K 1okymeHTaM, OTIpaBISIEMBIM 110 D3JEKTPOHHOW TIOYTE,
NPEIBSBIAIOTCS Clenyione TpeOoBaHUsI JOKYMEHTHI TOTOBATCS C TMOMOIIIBIO
TEKCTOBOTO penakropa Word wmm TabnuyHoro pemaktopa Exe[l ¢
ucronb3oBanueM mipudToB Aial, Times New Roman um moryr couepxatb
rpaduueckue nzodpaxenus B popmare PDF, JPEG.

5.1.2. TIlpu oTopaBke JOKYMEHTOB MPEABAPUTEIBHO TMPOU3BOJIUTCS
MPOBEPKA MX JOCTOBEPHOCTH.

5.2. OTmpaBKa JOKYMEHTOB I10 3JIEKTPOHHOM MOUTe.

5.2.1. JIOKyMeHThI, MOIJIEKAIIHE OTIPABKE IO BJIEKTPOHHOM MOYTE,
00pabaThIBalOTCSI M OTHPABISAIOTCS B JEHb HMX TOCTYIUICHHS MO0, Kak
UCKJIIOUECHHE, HE TI03/IHEE CIIETYIONEro padboyuero JHsl.

5.22. Jlocelmka WM 3aME€Ha paHee Pa30CIAHHOIO JIOKYMEHTa
OCYILIECTBIIAETCS M0 YKa3aHUIO JIULA, IONMUCABIIETO TOKYMEHT.

5.23. B 01HOM 37IEKTPOHHOM COOOIIEHWH, KaK MPaBUJIO, TEPECHIIACTCS
OIMH JOKyMeHT. B cnydae, ecnum HeoOXOAMMO TMepeciiaTb HECKOJIbKO
JIOKYMEHTOB, OHM TMOJjIeKaT 00s13aTeibHOM ynakoBke B apxuBax RAR wumu UP.
HoxymeHnt, o0bemom Oosiee 100 kbaiit, apxuBnupyercs.

5.2.4. llepen oTnpaBKOM JOKYMEHTA IO 3JIEKTPOHHOM IMOYTE HEOOXOIUMO
MPOBEPUTH €I0 HA HAJTUYHUE BUPYCOB.



5.3. C nmoMoOmpbI0 3JEKTPOHHOM IOYTHl OCYLIECTBIIAETCS OIEpaTUBHAS
nepeaaya nHGOpMaluK B BUJIE:

® [OpuKa3oB U PACTIOPSIKCHUIA,

® ykaszaHuii u nMceMm;

AIIEKTPOHHBIX COOOIICHUH;

JOKJIaAHBIX U CJ'IY)I(66HBIX 3aIIUCOK.
6. XpaHeHue dIEKTPOHHBIX JOKYMEHTOB
6.1. Bce anekTpoHHbBIE TOKYMEHTHI I0JKHBI XPAHUTHCS B TOM K€ popmare,
B KOTOPOM OHH ObLIN C(i)OpMI/IpOBaHBI, OTIIPABJICHBI U TTIOJTYYUCHBI.

6.2. Cpok XpaHEHHS JIEKTPOHHBIX JOKYMEHTOB JIOJDKEH ObIThH MEHEE IMATH
JIET.

6.3. XpaHEHHE DJIEKTPOHHBIX JIOKYMEHTOB JOJDKHO COIPOBOXKIATHCS
XpaHEHUEM COOTBETCTBYIOIIETO MPOrPAMMHOI0 00ECTIeYeHUSsI, MO3BOJISIONIETO
UMETb BO3MOHOCTh PaOOTHI C DJIIEKTPOHHBIMU KypPHAJIAMH U JIOKYMEHTaMH.

6.4. O0s3aHHOCTH XPAHECHHS AICKTPOHHBIX JIOKYMEHTOB BO3JIaraloTcs Ha
VYuactaukoB 9]10.

6.5. ,HJ'I}I BBIIIOJIHCHUA TCKYIIHUX pa60T 110 BCACHUIO 3JICKTPOHHBIX APpXUBOB
YyacTHUKH SI[O HazHa4YarOT OTBCTCTBCHHOC JINIIO.

6.6. DIeKTPOHHBIEC APXUBHI MOJUIEKAT 3aAUTUTE OT HECAHKIIMOHUPOBAHHOTO
J0CTyNa, HEMPETHAMEPEHHOTO YHUUTOXXKEHUS U (UITH) UCKAXKECHUS.

7. O6ecnieuenre nHPOPMAIMOHHON 0€30MaCHOCTH JIEKTPOHHBIX
JIOKYMEHTOB

7.1 Cob6monenue TpeboBaHuN WH(POPMAIIMOHHOW 0€30MacHOCTH TIPHU
OpTaHU3AIHMU MIEKTPOHHOT'O JJOKYMEHTO0O0pOTa 00ECIICUHBACT:

® koHbumeHIHANTBHOCT, HWHpOpMamuu  (MOJAYYHTH  JOCTYH K

UH(GOPMAIIH MOXET TOJIBKO OMPEICTICHHBIN KPYT JIUIT);

IIEJIOCTHOCTh TepenaBaeMorl nHpopMmanuu (rapaHTUPOBAHUE, YTO
JAaHHBIE TIEpeIAt0TCs 0€3 NCKAKEHUHN 1 UCKITI0YAeTCsI BO3MOXKHOCTh
MIOJIMEHBI UH(HOPMAIIHH);

ayreHTH(UKanM0 (Koraa mepeaaBaeMyr0 WH(GOPMAIMIO MOXKET
MOJIYYUTh TOJBKO TO JUIO, KOMY OHO TpeJHA3HAuYCHA, a
OTIIPABUTEJIEM SIBIAETCS MMEHHOTO TOT, OT Yher0 WMEHU OHa
OTIPABJICHA).

7.2. TpeboBanus 1Mo HHPOPMAITMOHHON OE30MAaCHOCTH MPHU OpraHU3aAINN
ANEKTPOHHOTO JIOKYMEHTOO0OpOTa peanu3yrTCs MOCPEICTBOM MPUMEHEHUS
MPOTrPAMMHO- TEXHUYECKUX CPEACTB U OPTaHU3AIMOHHBIX MEP.

7.2.1. K mporpaMMHO - TEXHHYECKHM CPEJICTBAM OTHOCSTCS:



MpOrpaMMHBIE  CpPEACTBAa, CHEIHAJIbHO  pa3paboTaHHbBIE IS
OCYIIECTBIICHHS JIEKTPOHHOTO TOKYMEHTO000POTA;

cUCTeMa Tapojieil U UICHTU()HUKATOPOB IS OTPaHUYCHUS JOCTYyTa
MOJIb30BaTEeNIC W AAMUHUCTPATOPOB K  TEXHHYECKHUM U
IPOrPaMMHBIM CpelcTBaM CUCTEMBI AIIEKTPOHHOTO
JIOKYMEHTO000pOTa;

[IporpammHO-  anmapaTHBIE CpPEICTBA  3aILUTHI oT
HECAaHKIIMOHUPOBAHHOI'O JIOCTYTIA;

CpCACTBA 3alllUTHI OT IPOTrPpaMMHBIX BUPYCOB.

7.2.2. K opranu3aiiioHHbIM MepaM OTHOCSITCS:

pa3MenieHue  TEXHMYECKHMX  CpPEACTB B IMOMEIICHUSAX  C
KOHTPOJINPYEMBIM JTOCTYTIOM;

AJIMUHUCTPATUBHBIC OTPAHUYCHUS NOCTYIId K 9TUM CPCIACTBAM;

3a1aHUuC peKumMa HCITIOJIB30BaHUA IIOJIB30BaATCIAMHU )51
AJIMUHUCTpPATOpaMU HapOHeﬁ 151 I/I,ZICHTI/I(i)I/IKaTOPOB;

AOITYCK K OCYHICCTBIICHUIO )IOKYMGHTOO6OPOT3 TOJIBKO
OIIPCACIICHHBIX JINII,

NOJIZIepKaHKE MPOTPAMMHBIX CPEJICTB B UCTIPABHOM COCTOSIHHH;
obydenue paboraukoB MBJIOVY ;

3allUTa TEXHUYECKUX CPEIACTB O IMOBPEXKAAIOMINX BHEIIHUX
BO3JICUCTBUH (TTOXkKap, BO3JEHCTBHE BOABI U T.I1.).
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