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[TOJIOXXEHHME

00 3JIeKTPOHHOM JOKYMeHT000opoTe
MYHHIUTAIBHOTO OFO/DKETHOTO JOMIKOIBHOTO 06pa3oBaTENBLHOTO YUPeHKACHUS
«Jlerckuit cag Ne 10»
(MBIOY Ne 10)

1. O01mue MoJ0KEHHS

1.1. Tlonmoxenne o0 SIESKTPOHHOM HOKYyMEHTOOOOpOTE paspaloTaHo B COOTBETCTBHH C
tpeboBanusMu DesleparbHOro 3aKoHa OT 20.12.2012 No 273-®3 «O6 obOpazoBaHMH B
Poccuiickoit ®enepaunu», DenepanbHOro 3aKoHa OT 27.07.2006 Ne 149-®3 «O06
uHbOpManuy, MHGOPMAIIMOHHBIX TEXHOJOTHAX M 3aIlUTe uadopmanum», PeneparbHOrO
3axoHa oT 27.06.2007 Ne 152-®@3 «O mepcoHaIbHBEIX TaHHBIX).

1.2. Tlonoskenue 06 IIEKTPOHHOM JOKYMEHTOOO0pOTE (M1anee- [TosioKeHWME) yCTaHABIUBACT
emMHble TpeGOBaHMS K OpraHM3alMy paboThl ¢ JIOKYMEHTaMH, [OJy4aeMbIMU H
OTIIPABIIAEMBIMHE C TOMOTIIBIO JIEKTPOHHOH TIOYTBI.

1.3. Jlna uenedt Hacrosmero llonojxeHus YCTaHABIUBAIOTCA CleNyrole TCPMUHBL U
OTIpe/ICTICHHUS

dnextponnas moura (OII) — cucrema, MO3BOJAIOMIAL MOJIb30BATEISIM OTIIPABIISTH
COOBIIEHHUS Yepe3 MOJIEM WJIH CETEBOE COEUHEHHUE C O/IHOr0 KOMIIBIOTEpa Ha JIpYToi.

JIOKyMeHTHpOBaHHas ~ HHGOPMAIU (moxyment) — 3aduKcupoBaHHas  Ha
MaTepHalpbHOM  HOcWTene — HMHGbopmanus € PEKBUSHTAMH, [O3BOJSIIOLIMMHE €€
UAeHTHQUIIPOBATE.

JNEKTPOHHBIA JOKYMEHTOOOOPOT (OJI0) — OpraHW3aMOHHO M MpPOrpaMMHO —
TeXHHUYECKH YIOpAIOYeHHas WHGOPMAIMOHHAs —CHCICMA, obecreunBarolias Ipouecc



oOmeHa, cOopa, 00pabOTKM, HAaKOIUIGHHS U XpaHEHHS WHOOPMAIMH MOCPEICTBOM
3JIEKTPOHHBIX IOKYMEHTOB.

DNeKTpoHHEIH JoKyMeHT (D]]) — HOKYMEHT, CO3JaHHbIH MPU TOMOIIH 3EKTPOHHBIX
annapaTtHo — TEXHUYECKHX U NPOTPaMMHBIX CPEICTB, (GUKCHPYEMBIH B HU(GPOBOM KOJIE B
(hopme uAEHTHUIMPYEMOTO IO COJEPIKATESIBHOM YacTH MMEHOBAHHOTO (haiiia, JOCTYIHBIN
JUIs  TIocienyiomel oO0paOOTKH, HCIOMB30BAaHUS, BOCIPOU3BEICHHUST (OTOOPaKEHUS) WU
BU3YQJIBHOTO BOCIIPUSTHUS, a TAKXKe JIJISl Iepeadd U MOMYyUSHUS 10 TeIEKOMMYHUKAITMOHHBIM
KaHaylaM cBsI3U. [TakeT 3JeKTpOHHBIX JOKYMEHTOB (IakeT) — OAuH uiu 6omnee D1,

OnextpoHHoe coobmenne (DC) — JOTHYecKH IIeJIOCTHAsi COBOKYIHOCTH JaHHBIX,
UMEIOMIHUX CMBICT JUISI YYaCTHUKOB MH(DOPMAIIMOHHOTO B3aWMOIECHCTBUS, 3aKOJUPOBAaHHAsS
criocoboM, Mo3BOJSIONUM obOecneunTs ee 00paboTKy CpeiacTBaMM BEIMHCIUTEIBLHON
TEXHUKH, Iepelady II0 TeJIEKOMMYHHKAI[MOHHBIM KaHajJlaM CBSI3M U XpaHEHHE Ha
MAIIHHOYUTAEMBIX HOCHUTEISIX HMH(OPMAIMOHHBIM KaHajaM CBSI3M M XpaHEHHE Ha
MAaIIMHOYUTAEMBIX HOCUTEISIX HH(POPMAIUH,

YyactHuk — pabGotHukd u aamunHucTtpaimss MBJIOY No 10, yuactByromue B
JIEKTPOHHOM JIOKYMEHTO000pOoTE.

OTnpaBUTeh 3JEKTPOHHOTO JOKyMeHTa (oTmpasuteins) — paboTHuk MB/IOY Ne 10
i anmMuauctpanust MBJIOY Ne 10, koTopoe HanpaBisieT 3JIEKTPOHHBINA JOKYMEHT.

[lomyuaTens 3AEKTPOHHOTO JOKyMeHTa (mojydartenb) - pabotHuk MBJIOY Ne 10
win agmunuctpanust MBZIOY Ne 10, koTopoMy OTIIpaBiIeH 3JI€KTPOHHBIA TOKYMEHT.

JloctaBka OJIEKTPOHHOIO JIOKYMEHTa (mocTaBka) — (U3MUYECKUH Ipolecc
TIEPEMEIIEHNUS 3JIEKTPOHHOTO JOKYMEHTA OT OTIIPABUTENS K MOJTyYaTelIIo.

1.4. B macrosmem Ilonoxenun B kauecTBe DJ] paccMaTpUBArOTCS JIEKTPOHHEIE CITy)XeOHO —
HMH(}OPMaLUOHHEIE JIOKYMEHTBHI.

1.5. TlomoxxeHne pacIpoCTpaHsieTCss Ha OpraHW3andio paboTel C  JOKYMEHTAMH,
nepeaBaeMbIMA M TIOJyYa€MBIMH C IIOMOUIBIO JJIEKTPOHHOH TIOYTBI, BKJIIOYAs MX
MOArOTOBKY, PETUCTPALMIO, YUET, OTIIPABKY U MOJyYEHHE,

1.6. TpeGoBanusi, ycramarimuBaeMmbl [lonoxeHHeM, 00sS3aTENBHBI I BCEX PaOOTHUKOB
MBZIOY Ne 10.

1.7. OTBETCTBEHHOCTh 3a OPraHU3ALMUIO M COCTOSHHE IOKYMEHTAIIMOHHOrO obecredyeHus
0CpeACTBOM 31eKTpoHHOH nmouTkl B MBJIOY Ne 10 Bo3naraeTcs Ha OTBETCTBEHHEBIC JIUIA U
pabOTHHUKOB:

e mojnepkkKa B paboTOCHOCOOHOM COCTOSHHH TEXHHYECKOTO W MPOrpaMMHOI0
o0ecIreueHns], 0TBEYAIONIETo 3a (YHKIIMOHHUPOBAHUE JIEKTPOHHON MTOYTHI;

e IIpHEM, KOHTPOJb YUTAEMOCTH M JOCTOBEPHOCTH, pacredarka (€Ciu HeT APYTHX
BO3MOKHOCTEH O3HAKOMJICHHSI C OJICKTPOHHBIM BapUaHTOM TEKCTa), Y4eT U
pacnpeaeneH s MOCTYNAIOIHX JOKYMEHTOB;



* IIOArOTOBKAa M OTIpaBKa HHGOPMAIMH B aApec OpraHU3alldH, I[PUC/IaBIIEH
JMIOKYMEHT, O JaTe IIPUEMKH JOKYMEHTA U J1aTe JAOBEJICHUS 0 JOJDKHOCTHOTO JIKIA
(mepeauu B IETOMPOU3BOICTBO);

e Tepenava JOKyMEHTOB Ha paCCMOTPEHHE PYKOBOJIUTEINIO (B JEIOMPOU3BOJICTRO);

° Yy4YeT W peructpanus ornpasisgeMblx u3 MBJIOY Ne 10 moxymeHTOB, mpoBepka
IPaBUJILHOCTH UX O(QOPMIIEHUS U OpPraHU3aIMs UX OTIIPABKH;

e KOHTPOJIb IIOJNy4eHUS UHGOpPMAIMKM aipecaToM, OpraHu3alus B  Clydac
HEOOXOAUMOCTH, IOBTOPHO OTIIPABKH TOKYMEHTA,

e OIIEpaTHBHOE PEIIEHHE BOIIPOCOB MO paboTe JIEKTPOHHON MTOYTHL.

2. YcioBus qomycka Y4acTHHKA K ocymecTsiennto 0

2.1. Y4aCTHHK JIOITyCKaeTCs K OCYIIECTBICHHUIO JOKYMEHTO000POTa MOCIIE BBITOJIHEHHS Beei
COBOKYITHOCTH CJIEAYIOLIUX NEHCTBUMN:

2.1.1. YcraHOBKH HEOOXOIUMBIX aNMapaTHRIX CPENICTB, MPOrPAMMHOTO W HH(POPMAITHOHHOTO
obecrieueHusl.

2.1.2. Opranu3zaiys sSIKa JJIeKTPOHHOM TTOYUTHI MOJTydaTes.

2.1.3. CornacoBanuss Mexay YUYacTHHKAMH IIEpeYHS JOKYMEHTOB IIepefaBacMBbIX I10
TEJIEKOMMYHHKAIIMOHHBIM KaHajlaM CBSI3U B JIEKTPOHHOM BHJIE.

3. Opranusanus 3JeKTPOHHOT0 IOKYMEHT0000poTa
3.1. Ilopsmox opraHu3aIy IEKTPOHHOTO JOKYMEHTO000pOoTa:!
3.1.1. DneKTpOHHBIH JOKYMEHTOOOOPOT BKIIIOYAET B CeOSI:

* (opMHPOBaHHE SIEKTPOHHOTO JOKYMEHTa,

e OTHPaBKy U JIOCTaBKY AJIEKTPOHHOTO JOKYMEHTA;

e IIPOBEPKY 3JEKTPOHHOTO JOKYMEHTA,;

* TOATBEPXKAECHHUE MOJIYISHUS IJICKTPOHHOTO JOKYMEHTA;

e YUET 3JIEKTPOHHBIX TOKYMEHTOB;

° XpaHEHHWs  OJJIEKTPOHHBIX  JOKYMEHTOB (BEICHHE apXHBOB  JJIEKTPOHHBIX
JIOKYMEHTOB).

3.1.2. ®opMupOBaHHUE ITEKTPOHHOTO JOKYMEHTA OCYIIECTBIISETCS B CIIELYIOMIEM HOPSIIKE:

* (opMupOBaHHUE HIEKTPOHHOTO JOKYMEHTA B BHJIE UMEHOBAHHOTO (haiina;
e TMOJANMHMCAHHE C(HOPMUPOBAHHOTO JJIEKTPOHHOTO IOKYMEHTa B BHAE HMMEHHOIO
¢atina.

3.1.3. ChopMHUpOBaHHBIH BJIEKTPOHHBIH JOKYMEHT HMMEET FOPHAMYECKYIO CHJIy U BJIEYET
NPETyCMOTPEHHEIE JUIS JAHHOTO JOKYMEHTa IIPaBOBBIE IOCICJICTBHS B CJIydae €ro
HaJJIeXkaIero oQOpMIIEHHUS B COOTBETCTBHHU C HACTOSIIMM [ToJT0)KeHHEM.

3.1.4. C uenpio ymeHblIeHHs: 00bEeMOB MepeiaBaeMolt HHOOPMAIUK MIPH TPAHCIIOPTHPOBKE
SJICKTPOHHBIX JIOKYMEHTOB MOTYT HCIOJIB30BaThCS CIECUHUATIBHBIE aITOPUTMBI  CHKATHS
UH(pOpMAITHH.



3.1.5. Bee ropuauyeckue qeHcTBHS, 0QOpPMIIIEMBIE TOCPEICTBOM JIEKTPOHHBIX IOKYMECHTOB
B COOTBETCTBHM C HACTOSIIHM [lOJOMEHHEM, IPU3HAIOTCSI COBEPIIEHHBIMH B MUCHMCHHOM
Gopme u He MOryT OBITH OCHOPEHBI TOJNBKO Ha TOM OCHOBAHHMH, YTO OHM COBEPIICHHBI B
3JIEKTPOHHOM BHJIE.

3.1.6. Ilocme monydeHMsl O3JIEKTPOHHOIO HOKYMEHTa TIIOJydaTeNb OOs3aH HanpaBUTh
OTIPABUTEIIO TAKOTO TOKYMEHTA IIOATBEPIKICHUE O MOJIYICHHUH 3IEKTPOHHOTO JOKYMCHTA.

4. Opranmsanus paéoThbI ¢ MOCTyNAa0med KOppecmoH/IeHIHel

4.1. CnocoOBI IOCTaBKH KOPPECITOHICHIINN !

4.1.1. JlocTaBKa KOPPECTIOHICHIUH OCYIIECTBIISETCS 110 JJIEKTPOHHOM MOYTe.

4.2, Tlpuem u 06paboTKa KOPPECTIOHACHITUH:

4.2.1. KoppecnoHeHIus, TOCTyTAaromiast o 3JIeKTPOHHOH moute 0T pabOTHUKOB B MBJIOY
Ne 10, MpOXOIMT Yepe3 AHTHBUPYCHYIO IPOBEPKY, pacredaThlBaeTcsi (SCIM HET NPYrHX
BO3MOKHOCTEHM O3HAKOMJICHHMS C 3JIEKTPOHHBIM BapHaHTOM TEKCTa), MPOXOJUT MEPBUUHYIO

00paboTKy, paclpeieeHue, PErUCTPALIHIO.

422. B mpomecce mNepBOHAYANbHON 06pabOTKM MOCTymamomeil KOPPECTIOHJCHIMA BCe
JIOKyMEHTBI IPOBEPSIOTCS Ha HAJIMYKME BUPYCOB, IIPOBEPACTCSA UX YMUTACMOCTD MOJTHOTA:

4.2.3. DeKTpOHHOE COOOUICHNE CUNTACTCS IIOCTYMUBIIUM II0CJIE IPOBEPKH MOUTMHHOCTH U
BO3MOKHOCTH €T0 BOCIIPOU3BEICHHS.

4.2.4. TIpueM KOppecTOHNEHIUH (YTCHHE MOYTHI) OCYIIECTBIAETCS YUaCTHUKAMU HE PEXe
IISITH pa3 B IEHb.

4.2.5. O6paboTKa KOPPECTIOHIEHIIMH TPOM3BOAUTCS B JICHb €€ IOCTYIUICHUS! WK B TICPBBIH
- pabounii IeHb IPK HOCTYIVIEHWH B HEPAOOUHe JHHU.

4.3, Perucrpariyist JOKYMEHTOB U Ilepejiada uxX B JIEJIOMPOU3BO/ICTBO:
4.3.1. Bece MOCTYNHUBINKE JOKYMEHTHI PETUCTPUPYIOTCSA U 00pabaThiBaroTCsL.

4.3.2. Perucrpanysi JOKYMEHTOB MPOU3BOIAUTCS B I€Hb HX TOCTYIUICHHS MM B IEPBBIH
pabounii 1eHb MPH MOCTYILIEHHH B HEpabo4ue JHH.

4.3.3. [Tocre pervcTpaIii Moy IeHHbIe JOKYMEHTBI [IEPEIAtOTCs B ICIONIPOU3BOICTBO.
4.4, TlogTBep)KICHHUE O MOIYUYEHUH DJICKTPOHHOTO TOKYMEHTA:
44.1. Tlpyu mOMy4YeHHH 3JIEKTPOHHOrO MOKYMEHTa IOJy4aTejlb IO 3ampocy HaIpaBJIACT

OTHPABUTENIO TAKOr0 JOKYMEHTa IOATBEPXKICHHE O MOTYYCHHH JJIEKTPOHHOrO JOKYMCHTA.
IToaTBepsKIeHHE HATIPABIISETCS B (hOPME EKTPOHHOTO COOOIICHHUS.



S. Oprann3anus OTHPaBKH JOKYMEHTOB
5.1. [TogroroBka JOKyMEHTOB K OTITPaBKe.

5.1.1. K nokymeHTaM, OTIIPaBJIIEMBIM IO 3JICKTPOHHON MOUTE, NPEABSBIAIOTCS CIELYIOHe
TpeGOBAHMS: MOKYMEHTHI TOTOBSTCS C TOMOIIBIO TEKCTOBOro pemakTopa Word mim
Tabiauunoro pemakropa Exell ¢ umcmonssoBanuem mpudToB Arial, Times New Roman u
MOTYT cOZlepKaTh rpaduueckue n3obpaxenus B popmare PDF, JPEG.

5.12. Tlpm oTmpaBKke JOKYMEHTOB TIPEIBAPHUTEIBHO IMPOU3BOAUTCS IMPOBEPKAa HX
JIOCTOBEPHOCTH.

5.2. OtmpaBka JOKYMEHTOB IO 3JIEKTPOHHOM ITOYTE.,

5.2.1. JlokyMeHTbI, MOJJIEXAIHe OTIIPaBKEe MO JJICKTPOHHOU IoYTe, 06pabaThIBAIOTCS |
OTIPABJISAIOTCS B JI€Hb MX IOCTYIUIEHUs MO0, KaK UCKIIIOYCHHE, HE IMO3JIHEE CJIEMYIOUIEro
pabouero aHsl.

5.2.2. JlocklIKa WK 3aMEHa paHee pa3oCIaHHOTrO JOKYMEHTa OCYLIECTBIISETCS M0 YKA3aHHIO
JIMLIA, TOAMUCABINETO JOKYMEHT.

5.2.3. B 0o1HOM 3JeKTPOHHOM COOOIICHHH, KaK MPaBUJIO, MEPECHLIAETCS OJUH JTOKYMEHT. B
ciiy4ae, eciii HeoOXOUMO NepecaaTh HECKOIBKO JOKYMEHTOB, OHU MOJJICKAT 00s83aTeIbHON
ynaxkoske B apxuBax RAR nmu ZIP. J[lokyment, oosemom Gostee 100 xbaiit, apxuBupyercs.

5.2.4. Ilepen oTnpaBKOM JOKYMEHTa 110 3JIEKTPOHHOM MOYTE HEOOXOIUMO IIPOBEPUTH €ro Ha
HaJIN4YKE BUPYCOB.

53. C nomomplo 3JIEKTPOHHOM IIOYTHl OCYIIECTBJSIETCSl ONMEpaTHBHAs Iepeaada
UHGOpMAITIH B BHJIC:

e IIPHKA30B U PACIOPSIKECHUH;

e YKa3aHWUH U ITHCEM;

* DJJICKTPOHHEIX COOOIIECHHUH;

e JIOKJIQIHBIX U CIIy’EOHBIX 3aITHCOK.

6. XpaHeHHe 31eKTPOHHBIX JOKYMEHTOB

6.1. Bce aeKkTpoHHBIE JOKYMEHTHI JOJDKHBI XPAHUTLCS B TOM e (opMare, B KOTOPOM OHH
ObUIH C(OPMUPOBAHEI, OTIIPABJICHBI U ITOJTyYEHBL.

6.2. Cpok XpaHeHHsI IEKTPOHHBIX JTOKYMEHTOB JI0JDKEH OBITH MEHEE IIATH JIET.
6.3. XpaHeHHE DJEKTPOHHBIX JOKYMEHTOB JIOJDKHO COIPOBOMKAATHCS  XpaHEHHEM
COOTBETCTBYIOIIEr0 IPOTrPAMMHOI0 OOECIEYEHHUs, MO3BOJISIOMIETO HMETh BO3MOYKHOCTH

pa6OTBI C DJICKTPOHHBIMH XYpHaJIaMHU U JOKYMCHTaMH.

6.4. O053aHHOCTH XPaHEHHS JIIEKTPOHHBIX JOKYMEHTOB BO3Jararorces Ha YyactHukos DJ10.



6.5. Jlns BBINOJHEHHS TEKYIUX paboT 110 BEAECHUIO JJIEKTPOHHBIX apXHBOB YuacTHHKH DJIO
HA3HA4al0T OTBETCTBEHHOE JIMIIO.

6.6. ONEeKTPOHHBIE ApXMBHI IIOJUICKAT 3aIUTe OT HECAHKIMOHMPOBAHHOIO JOCTYIIA,
HEIPEAHAMEPEHHOTO YHUUYTOXEHUS U (UJTH) HCKAKEHUS.

7. O6ecneuenne HHPOPMAIHOHHOI (€30MACHOCTH 3JIEKTPOHHBLIX JOKYMEHTOB

7.1.Cobmonenne TpeOoBaHHM HHGOPMAMOHHON OGE30MACHOCTH [IPU  OpraHU3aLUK
9JIEKTPOHHOTO JOKYMEHTO060poTa 00eCIeunBacT:

o KOHOUAECHIUATIBHOCTE HHGpOpMAUUHU (TONYYUTH TOCTYH K HHGOPMALUH MOXKET
TOJIBKO OIPEJIEJICHHBIN KPYT JIUIT);

e ILEJIOCTHOCTh IeperaBaeMoi uHpopmanuu (TapaHTHPOBAHHE, YTO JaHHBIE
nepenaroTcs  0e3 HMCKKEHWM ©  HCKIIOYaeTCs  BO3MOXHOCTH — MOJMEHEI
UH(pOpMAaITHH);

e ayTeHTH(UKaLHUIO (KOrja NepenaBaeMyr0 HH()OPMAIHIO MOXET MOJYYUTh TOJILKO
TO JIMII0, KOMY OHO IIPEIHA3HAYEHa, a OTIPABUTENIEM SIBJIICTCS HUMEHHOTO TOT, OT
YbEro UMEHH OHA OTIPABJICHA).

7.2. TpeboBanus mo HMHGOPMAIMOHHONH OE30MACHOCTH IMPU OPraHU3alliH 3JIEKTPOHHOTO
JOKYMEHTOOOOPOTa pEeanu3yloTCsl IIOCPEICTBOM IIPHMEHEHHs MPOTPaMMHO- TEXHHUYECKHX

CPCIACTB U OPTraHU3allHOHHBIX MEP.

7.2.1. K nporpaMMHO - TEXHHYECKUM CPEICTBAM OTHOCSITCS:

NpOTPaMMHBIE  CPEICTBA, CIELMATBHO pa3pabOTaHHBIE I  OCYLIECTBIICHHS
JJIEKTPOHHOTI'O JJOKYMEHTO000pOTa;

CHCTEMa TapoJjiel U MACHTU(DHUKATOPOB IS OTPaHUYUEHHsI JOCTYIIa [TOJIh30BaTeeH U
aIMUHUCTPATOPOB K TEXHHYECKUM U MPOTPaMMHBIM CPEACTBAM  CHCTEMBI
3JIEKTPOHHOT'O JOKYMEHTO000POTa;

IIPOrpaMMHO — amapaTHBIE CPEACTBA 3aIIUTHl OT HECAHKIIMOHUPOBAHHOIO
nocrymna;

CPEZCTBA 3aIHUTHI OT IPOrPAMMHEIX BHPYCOB.

L ]

7.2.2. K opraHu3aniiOHHEIM ME€pPaM OTHOCATCS:

e pa3MeIleHHe TEXHUYECKHX CPEJICTB B IOMEIICHUAX C KOHTPOJIHUPYEMBIM JIOCTYIIOM;

e aJMHMHHCTPATUBHBIE OTPAHUYCHHUS JOCTYIA K 3TUM CPEICTBAM;

e 3aJlaHUe PEKUMA HCIOJBb30BAHMS IOJIH30BATEISIMU M 8 IMUHHCTPATOPAMH IApOJIeH
U HJICHTU(DUKATOPOB;

e JIOMYCK K OCYIIECTBICHHIO JOKYMEHTOO00POTA TOIBKO OMPEACICHHBIX JIHII;

e IOJJEPXKAHKE IPOIPAMMHBIX CPEJICTB B UCIIPABHOM COCTOSIHUU;

o 00yuenue paboraukoB MBJIOY Ne 10;

e 3alIUTA TEXHUYECKUX CPEJCTB OT MOBPEXKIAIONINX BHEIIHUX BO3AEHCTBUH (TOXKap,
BO3/IefiCTBHE BOJBI H T.II.)
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