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1. O6urue rloJroxceHlrfl

1.1. llonONesue o6 sneKTpoHHoM AoKyMenroo6opore paspa6oTaHo B, CooTBeTcTBlII4 c

rpe6oeauustrlu @eAepanbHofo 3aKoHa or 29.12.2012 Ne 273-O3 <06 o6pasoBaHI{II B

Poccuficxofi @eAepaUrau>, @e4epaluroro 3aKoHa or 27 '07 '2006 l\e 149-03 (06

uu$oprr,laUuu, uuQopMaIIIIoHHbIX TeXHoJIofI4qx I'I 3atrll4re uu{opvral\trn>>, @e'4epalrHoro

3aKoHa or 27 .06.2007 Ns 152-O3 <O nepcouarlbHblx AaHHbx>.

1.2. flonoNeHue o6 3neKTpoHHoM AoKyMenroo6opore (.qzuree- lloloxesue) ycrauanlftIBaeT

eAprHbre rpe6onauut K OpraHr43aul4H pa6oru c AOKyMeHTaMu, IIoJIyqaeMbIMI4 14

orIIpaBueMbIMlI c noMolllblo 3nerTpoHHoft no'{rbt'

i.3. Arq qenefi HacTosruefo lloloNeuufl yaTaHaBIII'IBaIOrcfl cneAylollll{e TepMI4HbI 14

onpeAeneHl4q:

3lexrponnar noqTa (3lI) - cllcTeMa, [o3BOJIs]OUIafl IIOJIb3oBaTeJIflM oTnpaBJIflTb

coo6qeHuq qepe3 MoAeM I{JII,I CeTeBoe coeAI4HeHLIe c OAHoro KoMIIbIoTepa Ha 4pyrofi'

,{oxyuenrnpoBaHua;I IauQopuauur (4ox1'venr) - :atpur<cnpoBaHHas

MaTepr.ranbHoM HocrrTeJre uu(foprvrauux c peKBLI3[TaMI',I' IO3BOJITIOUII'IMLI

u.ueuru6rauupoBarb.

3lex'rpouuufi AoKlMeHroo6opor (3AO) opraHI{3aULIoHHo kI nporpaMMHo -

TexHr.rqeCKr4 ynopsAoqeHHas Ian$OpvraUI{OHHat CI4CTSMa' o6ecnequsaIO[Ia'I npoqecc
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ooMeHa, coopa, oopaooTKH, HaKorrJreHr4r u xpaHeHr,rq r4HQopMarIVE rrocpeAcTBoM
3neKTpoHHbx AoKyMeHTOB.

3rexrponHufi 4oxyuenr (3[) - AoKyMeHr, co3AarrHufi upu noMorr1u 3neKrpoHHbx
aflilaparHo - TexHI4qecKLrx u [porpaMMHbrx cpeAcrn, Quxcrapyerrauft n uurpponoM KoAe B

Qopve nAesru$irqupyeMoro ro coAepr{a:remsofi qacru HMeHoBaHHoro (fafila, Aocrynuufi
Anfl nocre4y'rorqefi o6pa6orru, r{cnoJrE3oBaHlrs, Bocnpor43BeAeHr.r{ (oro6pa>r<eHux) v
BI43yanbHOrO Bocllpr4flTr4s., A TaKlKe Anr [epeAaqr,r u nolyqeHus rro TeneKoMMyHr4KarIr{oHHbrM
KaHaJraM cB.tr3r4. llaxer gneKTpoHHbrx AoKyMeuron (naxer) - o4rzn rznra 6onee 3,{.

3nerrponnoe coo6rqeuue (3C) - JroruqecKr{ rlenocrHaq coBoKylHocrb AaHHbrx,
rzMeroulnx cMbrcJI Ant yqacrHlrKoB unfoplraur4oHHoro gsarar\aoAeficrBl4fl, 3aKoAI4poBaHHas.
cnoco6ou, rt03Borsrour4M o6ecnequrb ee o6pa6orny cpeAcrBaMr{ Bbrr{ucrl4Telrsofi
TexHHKLr, nepelaqy IIo TeneKoMMyHIIKaIIUoHHbIM KaHaJraM QBfl3u U xpaHeHr{e Ha
MaruvHoqr4TaeMblx Hocr{TeJrrx uu$opuaql4oHnblM KaHaJraM cBf,3rz Lr xpaHeHl4e Ha
Ma[r4 HOqt{ TaeM brx H o cprTeJrrx uu Q oprrraquu.

Y.Iacrurr pa6oruuxn v aAMuHr4crpaur4r MBAOy J\b 10, yqacrByloul4e B
oneKTpoHHoM AoKyMeHroo6opore.

Orupaeurenb 3neKrpoHHofo AoKyMeHra (ornpaeurenb) - pa6oruux MEAOy }le 10
vrv arl.unHucrparJrfl. MEAOy J\|l 10, Koropoe HanpaBnrer eneKrpoHurrfi .4oryveHr.

llo.nyuare.nb oneKrpoHHoro AoKyMeHra (nonyuarens) - pa6otir.rx ME.{Oy J$ 10
vrru arr,alrnrrcrpa\us. MEAOy J\! 10, KoropoMy ornpaBneH oneKrpoHHr,rfi 4oxyrueur.

.{ocranra oneKTpoHHofo AoKyMeHra (aocranra) $usuuecxufi npouecc
n epeM ellleHr.ir SneKTpoHHoro AoKyM eHTa oT oTnpaBr.rTeJr.fl K nonyqaTenro.

1.4. B HacrosrueM floroxesul{ B Kallecrne 3[ paccMarpr4Barorc.tr 3neKTpoHHue clyxre6Ho -

uuQ opnraqr4oHHbre AoKyMeHTbr.

1.5. flo;roxteune pac[pocrpaHqercs Ha opraHu3aurzro pa6orlr c AoKyMeHTirMH,
nepeAaBaeMblMa u noryr{aeMbrMu c rloMoulbro erexrpouuofi rrorrrbr, BKrroqaq r4x
IIOA|OTOBKy, perl4oTparltrlo, yqeT, oTnpaBKy r4 nonyr{eHr4 e.

1.6. Tpe6oeanur, ycraHaBnr4BaeMbr floroNeHueu, o6sgaremHbr Anq ncex pa6orHr4KoB
MEIOY Ns 10.

1.7. OreercrBeHuocrb 3a opraHr{3arru}o t4 cocro.flHr4e AoKyMeHTarIr4oHHoro o6ecneqeHr4s
rlocpeAcrBoM sneKTpoHsofi uoqrsr n MBIOY itr 10 Bo3Jrafaerc.rr Ha orBercrBeHHbre nvr\aLr
pa6oruuron:

. [oAAepxKa n pa6orocuoco6uolr cocrosHr{r{ TexHr.rqecKoro v [porpaMMHoro
o6ecne.{eHl4q, orBerraroulefo:a $yuxqraoHr.{poBaHr{e grreKTpoHuofi nouru;

. rpl{eM, KouTponb qr{TaeMocrr.{ I,I AocroBepHocrn, pacler{arKa (ecru Her Apyrr4x
eo:N,{oxHocrefi o3HaKoMreHuq c 3neKTpoHHbrM BapI4aHToM rexcra), yrrer Lr
paclpeAeneHr4r flocTyrrarculHx AoKyMeHToB ;



. NOAIOTOBKA U OTTIPABKA I{HOOPMAIIIII4 B AAPEC OP|AHI,I3AIIUU, IPI4CJIABIIIEfi

AOKyMeHT, O AaTe nppIeMKI4 AOKyMeHTa a I,AT9 AOBeIeHr.rs AO AOIXHOCTHOfO Jrr4rla
(nepe4avu B AenonpougeoAc:rno);

. lepeAaqa AoKyMeHToB Ha paccMorpeHr4e pyKoBoAr4Ten]o (n gelonpou:no4crno);
r /{or I'I perl4crpalrplt ornpaBJrreMbrx u: MBIOy J'lb 10 4or<yrraeHToB, npoBepKa

npaBr.{JrbHocrrr r{x orpopuneHrrs H opraHugat\vfl r4x orrrpaBKr.r;
o KOHTPOJIb nonlnreHurq uHsopuaqzz aApecaroM, opfaHr.r3awrs. B cnyqae

Heo6xoAuMocrrr, rroBTopHo ornpaBKr{ AoKyMeHTa;
. oleparl4BHoe peueHr.re BorrpocoB lro pa6ore gneKTpoHHofi uo.{rsr.

2. Ycronns Ao[ycKa V.racrurarca K ocyuecrueuuro 3[O

2.1. YqactHI4K AorlycKaercfl K ocyuecrBJreHr{ro AoKyMeHToo6opora rocJre Br,rrroJrHeHrz q sceir
coBoKyrrHocrr4 cneAyrour[x Aefi crsufi :

2|.1.YcraHosxl4 neo6xo4uubrx ail[aparHbrx cpeAcrB, nporpaMMuofo a rau$oplraur4oHHoro
o6ecneqenu.f,.

2. | .2. OpraHns au vs s\\LrKa sJreKrpoHHoft no.{rH n oryr{arens.

2.1.3. CouacoeaHlzq MexAy Yqacrnprxaun nepeqHq AoKyMeHToB nepeAaBaeMbrx rro
TeneKoMMyHI,IKarII4 O HHbrM KaHaJraM CB'3I{ B gneKTpOHH OM Br4,{e.

3. Oprauu3auufl oJreKTpoHHoro AoKyMeuroo6opora

3. 1 . llopraoK opraHr.r3arlur4 sJreKTpoHHoro AoKyMeHroo6opora:

3.1.1. 3rerrpoHHlrft 4oxyueuroo6opor BKJrroqaer n ce6s:

. $optrupoBaHue gneKTpoHHoro.{oK}MeHTa;

. OTIIPABKY I,I AOCTABKY sNEKTPOHHOIO AOKYMEHTA;

. [poBepKy3neKTpoHHOfOAOKyMeHTa;
r IOATBEPX(ACHIIE NONYI{CHI4' SNEKTPOHHOIO AOKYMEHTA;
o )9€T 3neKTpOHHbIx AOKyMeHTOB;
. xpaHeHlf, sneKTpoHHbIX AoKyMeHTon (ee4euue apxr{BoB oneKTpoHHbrx

,uoxyveHror).

3.1.2. (DoprrlupoeaHl4e gneKTpouHoro AoKyMeHTa ocyruecrBnflerefl, B cneryrcueM nopf,AKe:

. QoprrrupoBanr.re gneKTpoHHoro,{oK}MeHTa B BLrAe [rMeHoBaHHofo $aitm;

. NOAIILICAHT4E C$OPUUPOBAHHOTO sJIEKTPOHHOIO AOKYMEHTA B BLIAE I4MEHHOIO

$afira.

3.1.3. C$opuupoaansufi oneKTpoHHrrfi ,qorylreHT r4Meer ropuAr{qecKyro cr4ny u Brer{er
npeAycMorpeHHble Anfl AaHHoro AoKyMeHTa npaBoBbre nocneAcTBr4s B cnyqae efo
HaAnexaulero oSopuJreHr.rr B coorBercrBr.rn c Hacrosulr4M floloxenuenr.

3.1.4. C Ue:rlro yMeHbIxeHIaq o6terv{oB ilepeAaBaeuofi uuoopMaUr4r.r [pr4 rpaHciloprr4poBKe
3JIeKTpOHHbTX AOKyMeHTOB Mofyr I4CIIOJTb3OBATECS, CleqtranbHbre anfopr,ITMbr cxarlrt
uu(fopnaquu.

A



3.1.5. Bce ropr.i4nrrecKr.re 4eficrnur, oSoprrrrrenble [ocpeAcrBoM 3JIeKTpoHHbrx AoKyMeHToB

B coorBercrBnr4 c HacrorrquM floloxesueM, rlplr3Halorcfl coBepIxeHHbIMI4 s ul4cll{eHHofi

Sopue r4 He Mofyr 6rrrr ocnopeubr roJrbKo Ha roM ocHoBaHIrI4, qro oHlI coBeprueHHbl B

3neKTpoHHOM BI,I.{e.

3.1.6. Ilocle [onyrreH[r gneKTpoHuoro AoKyMeHTa nonyrlarers o6sgan HanpaBI4Tb

oTnpaBLrTeJIrO TaKOfO AOKyMeHTa nOATBepxAeH?Ie o nonyqeHl{H sneKTpoHHOfO AOKyMeHTa.

4. Opraun3alrufl pa6orr,I c rocryrlarcuefi KoppecrloHAeuqueii

4. 1 . Cnoco6rt AocrasKl4 KoppecroHAeHIII4Il:

4.1.1.[ocraera KoppecnoHAeHIII{I4 ocyulecTBns.eTcfl no 3neKTponHofi uo'{re.

4 .2. lIpuev. ra o6p a6 orra Kopp ec roHAeHIIlII4 :

4.2.L KoppecuouAeHur4r, rrocrynauqaf, no gJIeKTpoHHofi noqre or pa6oruuKoB B MBAOy

.Ilb 10, npoxoAr4T qepe3 aHTr.iBr{pycHy}o npoBepKy, pacneqarblBaercr (ec:ra Her rpyfux

Bo3Mox(Hocrefi osHaxoMJreHprfl c gJIeKTpoHHbIM BapuaHToM TeKcra), npoxoAl4T nepBlrr{Hyro

o6pa6orny, pacnpeAeJleHlae, perlrcrpaIIurc.

4.2.2. B npoqecce nepnouaualrnofi o6pa6orrra uocryuarorqefi KoppecroHAeHIIIaH Bce

AOKyMeHTbI npoBeptrcTcs Ha HaJIIrque Br'rpycoB, npoBepseTcfl tIx tIHTaeMocTn u no:[rord:

4.2.3.3lerrponuoe coo6uleHrre cquTaercs nocTyIII4BIrII{M rlocJle npoBepKIl noAJIIrHHocrI'I I4

BO3MO)KHOCTLI efo BOCIIpOI,I3Be[eHtrfr .

4.2.4.llpuen KoppecrrouAeHrlr4r4 (urenue nourrt) ocyuecrBrlflercr Yqacrnuxaul4 He pe)Ke

nflTH pa3 B AeHb.

4.2.5. O6pa6orr<a KoppecnoHAeHUr4r4 rrpor,r3BoAr,rrcs B AeHb ee nocrynneHnfl vrIfil e nepnr,tft

pa6ouufi AeHb rlpu nocrynneHnu n uepa6oql{e AHIr.

4.3. Perucrpa\vfl AoKyMeHroB 14 rlepeAaqavx B Aenonpou3BoAcrBo:

4.3 .L Bce uocrynuBlllue AoKyMeHTbI perl4crpl{pyroTcs Ia o6pa6arrrBalorcs'

4.3.2. Perucrpaql4q AoKyMeHToB rlpol43BoAl4rcf, B

pa6ouufi AeHb npla rlocryrlneH uu Y Yepa6oque AHr.

4.3.3. flocre perIrcrpallul4 nonf{eHHble AoKyMeHrbI

AeHb Hx nocryrlneHufl ruru n uepnltfr

rrepeAaloTcs B AenonpoLI3BOACTBO.

4.4. lloareepxc4eHl4e o roryqeHlrll gJIeKTpoHHofo AoKyMeHTa:

1.4.I. llpu nonyreHr{rr oJreKTpoHHoro AoKyMeHra nonyqarenb no 3anpocy HanpaBrqer

orflpaBr,rTerrro TaKofo AoKyMeHTa noATBepxAeHI4e o flonyqeHlzl'I 3JIeKTpOHHO|O AOKyMeHTa.

flo:rnepxaeHl4e HanpaBJltercs e Soprrae sneKTpoHHoro coo6ur eHVfl .



5. Opranu3arlrrfl orrrpaBKrr AoKyMeHToB

5. 1. llo4roroBKa AoKyMeHToB K orrrpaBKe.

5.1.1. K AoKyMeHTaM, orrlpaBJlteMbrM rro gneKTponnofi noqre, npeAbrBrrrorc.s cneAyioque
rpe6onanua: AoKyMeHTbI foroBrrc.fl c noMorrlbro reKcroBoro peAaKTopa Word urv
ra6luqHoro peAaKTopa Exell c ucrroJrb3oBaur.reM uprz(f:ron Arial, Times New Roman u
Moryr coAepxarb rpa$uvecr<ue uso6paxreHr{fl B $oprvrare PDF, JPEG.

5.1.2. llpu ornpaBKe roKyMeHToB npeABaplrreJrbHo rrporr3BoAr4Tcr npoBepKa r4x
AOCTOBepHOCTT4.

5.2. OrupaBKa AoKyMeHToB rro oneKrposuoii noqre.

5.2.1. [oryMeHTbI, noAnexaque ornpaBKe no gJreKTpoHHoft rtoure, o6pa6amrnarorcfl Lr
ornpaBntlorct B AeHb I,IX ilocrynneHux ttu6o, KaK r4cKJrroseHrre, He no3AHee cneAyloulero
pa6o.rero 4nr.

5.2.2.,{ocrrnra I,IJII,I 3aMeHa paHee pa3ocnaHHoro AoKyMeHTa ocyqecrBrqercr no yKa3aHr.irc
JII4rIa, rroArrr,rcaBluero AoKyMeHT.

5.2.3. B oAHoM oneKTpoHHonr coo6qeHr{r{, KaK rrpaBr.rJro, nepecbrnaercs oAr.rH 4or<yueur. B
cryqae, ecrua ueo6xo.4l,IMo nepecJrarb HecKoJrbKo AoKyMeHToB, oHra noAJre)Kar o6ssarels:rofi
yrIaKoBKe B apxl4Bax RAR unu ZIP. floryueur, o6reuou 6olee 100 xBafir, apxr4Br4pyercr.

5.2.4.tlepeA ornpaBKofi 4oryrraeura no eJreKTpoHHofi no-{re Heo6xoAuuo [poBepurb ero Ha
Hanr4que Br4pycoB.

5.3. C noMorllbro srerrpounofi lor{Tbr ocyuecrBJrsercfl orreparaBHas nepeAar{a
znQopvraqlrrr B BLrAe:

. tIpLIKa3OB 14 pacnoptxeHal4;
r /KB3aHr4fi u nncelr;
r 3Jr€KTpoHHbrx coo6qeur.rfi;
o [oKJr&,(Hbx r.r cnyxe6nrx 3anr4coK.

6. Xpaueur{e gJreKTpoHHbrx AoKyMeHToB

6.1. Bce sneKTpoHHbIe roKyMeHTbI AoJIXHIT xpaHrlTbctr B ToM xe Soplrare, B KoropoM oHH
6rurl c$opvupoeaHbr, orrrpaBJreHbr rr non)rureHbr.

6.2. Cpor< xpaHeuus 3neKTpoHHbrx AoKyMeHToB AoJrxeu 6um MeHee nflTr4 Jrer.

6.3. Xpaueuue gneKTpoHHbIX AoKyMeHToB AonxHo conpoBoxAarbcfl. xpaHeHlreM
coorBercrBlrouero ilporpaMMHofo o6ecneuenur, rlo3Bonflrourero IrMerb Bo3MoxHocrb
pa6omt c SneKTpoHHbrMr4 )r(ypHanaMr4 u AoKyMeHTaMr.r.

6.4. O6szauHocrl4 xpaueHirs gneKTpoHHbrx AoKyMeHToB Bo3Jrararorcr ua Y.racruuxon 3[O.



6.5. frnx BbItIoJIHeHLIt reKylqux pa6or rro BeAeHr.rro gJrerTpoHHbrx apxr.rBoB YuacrHrzxa 3{O
HA3HAqAIOT OTBETCTBEHHOE JII4UO.

6.6, Slexrponnrre apxHBbI noAJlexar 3arrlraTe or HecaHKrlr,rour,rpoBaHHoro Aocryna,
He[peAHaMepeHHoro yHr.rrrroxeHnx u (ntm) rrcKalKeHr4s.

7. O6ecneqenue unQopMalrlronnoft 6esouacHocrn 3JreKTpoHHbrx AoKyMeHToB

7.l.Co6moAeHLIe rpe6onanufi an$opuaquonsoft 6esonacuocrr4 rrpn opfaHrtarrr4r4
SneKrpoHHoro Aoryr{euroo6opora o6ecneqzBaer:

. KOH(buAeHrIr{anbHocE nusopMarlr4r4 (uonyrr,rtr Aoaryn n un(foprvrauur4 Moxer
ToJrbKo onpeAeneHnufi xpyr Jrr{u);

r I{eJIOCTHOCTb nepe4anaelrOft uu$oprraaqrau (rapaurupoBaHr{e, rrro AaHHbre
[epeAarorcs 6es zcraxeuufi u rrcKJrrolraercs Bo3Mo)KHocrb noAMeHbr
uu$oplraurau);

. ayreHTl4$rar<aq}Ilo (xorAa [epeAaBaeMyro rau$opMarll,Irc Moxer flonyqurb roJrbKo
TO JII{{O, KOMy OHO [peAHa3HaqeEa, a oTnpaBHTeJreM f,BJlrerc{ I4M9HHOTO TOT, OT
qbero HMeHU oHa ornpaBneHa).

7.2. Tpe6oBaHvrx no unQoplraquonnoft 6esonacuocrrr npu opraHrd3arrrzn gneKTpoHHoro

AoKyMeHToo6opota peaJlll3ylorct [ocpeAcrBoM npr.rMeHeHlrr nporpaMMHo- TexHr4r{ecKux
cpeAcrB r.r opraHr.BarlrroHHbrx Mep. "i',_

7 .2.1 . K [porpaMMHo - rexHr.rqecKr,rM cpencrBaM orHocrrcr:

. [porpaMMHble cpeAcrBa, creurraJrbuo pa:pa6orannne Ails ocyrrlecrBJreHprt
3JreKTpoHHoro AoKryeHroo6opora;

. cl4sreMa uaponefi 14 I{AeHTH(bIaKaropoB AJrr ofpaHr{qeHur Aocry[a [oJrb3oBareteit u
aAMr.rHrzcrparopoB K TexHvqecKHM U nporpaMMHbrM cpeAcrBaM cHcreMb]
3neKrpoHuoro AoKyMenroo6opora;

rlpofpaMMHo annaparHble cpeAcTBa 3arrlHTbr or HecaHKrlr.roHr.rpoBaHHolo
AOCTyrra;
cpeAcTBa 3arrllrTbr oT rrporpaMMHbrx Br{pycoB.

7.2.2. K oprauusautrouHbrM MepaM orHocflrcs:

t

a

a

pa3MerrleHr4e TexHr{arecKux cpeAcTB B rroM errleHr.rfl x c KoHTponupyeMbiM Ao cTyloM ;
aAM pr H r,rcTpaTr,rBH br e o f paH r,rrreHr4 ff AocTyna K 3Tt4M cpeAcTBaM ;
3aAaHLIe pexnMa I,ICIIOJII3OBaHI,T{ rrOIrb3OBaTenrMV kr AIMvHT{cTpaTopaMu uapoleft
u v4euru(fr.rKaropoB;

AonycK K ocyqecrBJrer{uro AoKyMenToo6opora roJrbKo o[peAeJrenubrx JIr{q;
noAAepxaHHe nporpaMMHbrx cpeAcTB B r.rclpaBHoM cocTosHuu;
o6yueHue pa6orurzrcos MEIOV ]l{b 10;
3aIIII4Ta rexHI,IqecKI{x cpeAcrB or rroBpexAaroulr4x BHerrrHr.rx nosAeftcrnuft (noNap,
eosAeficrsae BoAbr rE t.n.)

a

a

a

o

n


