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1. O6mue moJs10KeHHSA

1.1 Tlomoxenre 06 3IEKTPOHHOM XOKyMEHTO00OpOTE pazpaboTaHo B
COOTBETCTBHY ¢ Tpebopamusamu DenepanpHoro 3axoma or 29.12.2012 Ne273-
@3

«06 obpazosanuu B Poccuiickot Oenepanumy, DenepalbHOro 3aK0Ha OT
27.07.2006 Nel149-®3 «O6 mudopmarmy, WHOOPMAIIHOHHBIX TEXHONOTHIX H
3amuTe rHbOpMarum», DeneparbHOro 3aKOHA OT 27.06.2007 Nel52-@3 «O
[EPCOHATBHBIX JaHHBIX).

1.2 Tlomoxkenwme 06 SIGKTPOHHOM HOOKyMeHToobopoTe (mamee -
TToo)KeH e) yCTAHABIHBAET eIWHbIE TPeOOBaHMS K OpraHM3aluy pafoThl C
IOKyMEHTaMH, IIONy9aeMBIME ¥ OTIIPABIIIEMBIMA C IMOMOIIBIO DIIEKTPOHHOHN
ITOYTEL.

1.3 Jlng mene#t macrosmero [IomoXeHUs yCTaHABIMBAIOTCA CIICIYFOIIHC
TEPMUHBL ¥ OIIPEIeIECHIS:

DnexrporHas mouta (OII) — cmcTeMa, IMO3BOJLIIOMAA IOTB30BATEIIM
OTIIPABIIITE COOBIIEHNS depes ceTh MIHTEPHET ¢ OJHOTO KOMIIBIOTEPa Ha IPYyTOH.

JlokyMeHTHpOBaHHas! MH(OpMAaIK (TOKyMeHT) — 3aQHKCHPOBaHHAS Ha
MaTepUaTBEHOM HOCHTEeIe HHQOpMAlWs C PEKBHU3UTAMHM, IIO3BOJLIOIIAME €€
HIeHTHQUITUPOBATE.

DeKTpoHHEM gokymenToobopor (OJ0) — OpraHU3alMOHHO U
IPOTPaMMHO-TEXHIYECKH  YHOpAAOYeHHas  MHQOPMAIMOHHAd  CHCTEMa,
ofecednBaromas mporecc ooMera, coopa, 06paboTKH, HAKOIIIICHHUS ¥ XPaHCHHA
HWH(OPMAIIUH IIOCPEACTBOM SIIEKTPOHHEIX JTOKYMEHTOB.

DiexkTpoHHEH HoKyMeHT (OJ1) — DOKYMEHT, CO3JEHHBIH IPH IOMOINH
SIEKTPOHHBIX AaIIapaTHO — TEXHWYECKMK ¥ IPOrpaMMHBIX  CPElCTB,
bukcupyeMmeri B 1mppoBoM Kome B (GopMe HICHTHQUIMPYEMOTO IO
COIepIKATeNbHON YACTH WMEHOBAHHOTO (alia, JOCTYIHBIH i1 IIOCHey omer
0GpaboTKH, WCTIONB30BAHNS, BOCIIPO3BeNe ) (OTOGPaXKCHIT) U BU3YalIbHOTO
BOCIIPHSATHS, & TaKXe UL Iepesiady ¥ IOIyIeHHU 10 TeTeKOMMYHHKAIMOHHEIM
KaHAIaM CBS3H. [IaKeT 3IeKTPOHHEIX JOKyMEHTOB (IaKeT) — ofuH uiu Goree S/1.

Dnexrponnoe coobmenue (OC) — JOrMYECKH IEIOCTHAS COBOKYITHOCTD
NMAHHBIX, WMEIOOMX  CMBICI  JUIT  YYacTHHKOB  HH(OPMAIMOHHOTO
B3aMMOLEMCTBAS, 3aKOIMPOBAHHAS CIOCOO0M, [IO3BOILTIOMUM OOECIIETUTE e
06pafoTKy  CpemcTBaMH  BBIMHMCIMTEIBHOW — TOXHHKM,  IEpemady 1o
TeJeKOMMYHUKAIIMOHHEIM KaHajlaM CBA3M M XpaHCHHe Ha MaIlMHOTIHTACMBIX
HOCHUTEJIIX HH(QOPMAIHOHHEIM KaHaIaM CBA3Y MXPaHEeHNE Ha MaIllMHOTATAEMBIX
HOCHTEILTX HH()OPMAIlHH.

VuacTHEK — paborarky u agvuaucTpanyt MBOY 3ATO r.CesepoMopck
«JIumeit Nol», y9acTBYIOMIAE B SIEKTPOHHOM TOKYMEHTOO00POTE,

OTIIpaBHTENH 3MEKTPOHHOrO NOKYMeHTa (OTIpaBHTENs) — PabOTHUK HIH
anvurucrparmus MBOY 3ATO r.Cesepomopck «Jlumedt Nel», KoTOpEIH
HAITPaBIIET JIEKTPOHHEIN JOKYMEHT.

TlonydaTens IEKTPOHHOrO NOKyMeHTa (IIONydaTelnb) - PabOTHHK HITH
apvunnctparms MBOY 3ATO r.Cesepomopck  «Jlume#t Nel», xoTopomy
OTIPABIICH SIEKTPOHHEIA JOKYMEHT.



JlocTaBka 3IEKTPOHHOTO JOKYMEHTa (HOCTaBKa) — (usMuecKuil mporece
IePEeMEIIEHHS SIEKTPOHHOTO JOKyMEHTa OT OTIIPABUTENS K [TOIyYaTEIIO.

1.4 B macrosmem Ilomoxenwum B kadectBe OJJI paccMaTpHBArOTCS
3IIEKTPOHHEIE CIIyXeOHO — HH()OPMalUOHHEIE JOKYMEHTEL

1.5 Tlomoxenme pacIpocTpaHAeTcs Ha OpPraHM3aldi0 paboTEl ¢
JIOKYyMEHTaMH, NEPEaBacéMbIMU H IIOMYyYaeMBIMU C IIOMOINBIO SJIEKTPOHHOM
IOYTHI,BKII0YAs MX IIOAIOTOBKY, PETUCTPALIHIO, YUET, OTIIPaBKY U IIOJIyICHHE.

1.6 Tpe6oBanms, ycraHaBmuBaeMEl [10I0KeHHEM, 00S3aTEIBHE] IJI1 BCEX
pabotrEKOB MBOV 3ATO r.Cesepomopck «Jlurei Noly.

1.7 OTBETCTBEHHOCTE 3@ OPTaHU3AIMIO U COCTOSHIE JOKYMEHTAIMOHHOIO
obecmeyeHus mocpeacTBOM aneKTporHoH mouTsl B MBOY 3ATO r.CeBepomopck
«JImme#t Nely Bo3naraercs Ha OTBETCTBEHHEIEC JIUIA U paOOTHHUKOB;

IONepXKKa B  pabOTOCIOCOOHOM  COCTOSHHE  TEXHWYIECKOTO U
IPOTPaMMHOIr0  OOECIeYeHWs, OTBEYAOMEro 3a  (OYHKIMOHHPOBAHKE

BHGKTpOHHOﬁ IIOYTEI,
IIPUEM, KOHTPOJIb YUTAEMOCTH B JNOCTOBEPHOCTH, pPacliedaTKa (eCJIH HEeT

JAPYTHX BO3SMOXKHOCTEH 03HaKOMJICHIA C SIEKTPOHHEIM BapUaHTOM TEKCTa), yIET
HpaclpeelICHHs [TOCTYTIAIOIIX JOKYMEHTOB,

IIOZTOTOBKA ¥ OTIIpaBKa HH(MOPMAIIUY B aipec OpraHU3alliH, IPUCIaBIIe
JOKYMEHT, O IaTe IPHEMKH NOKyMEHTa U JaTe NOBEISHHS N0 IOJDKHOCTHOIO
nrLa (Iepeaadr B IeI0IPOU3BOICTRO);

mepenada  OOKYMEHTOB  HA  PacCMOTPEHHE  PYKOBOAWTENIO (B
JIEJIOTIPOM3BOACTRO);

yuer u peructpanus ortmpasisieMslx u3 MBOY 3ATO r.Ceepomopck
«JImme#r Nel» mOKyMEHTOB, IpOBepKa NPAaBWILHOCTH HX OGMOOPMIIEHHS U
OpraHMU3aIVs UX OTIPABKY;

KOHTPOIIb IIOJNYYeHHS MHQOpMalliyl aIpecaToM, OpPTaHW3aIlis B CIydae
HEOOXO0IMMOCTH, IIOBTOPHOU OTIIPABKY JOKYMEHTA,

OIIepaTHBHOE PEIIEHKHE BOIIPOCOB 10 paboTe 3NEeKTPOHHOM TOITE.

II. Ycnosus nomycka YdaacTHHKA K ocyuecTsiaenno 30

2.1 Y4acTHHK HOIyCKaeTesl K OCYIIECTBIEHHUIO JOKYMEHT0060pOTa oce
BBINOJTHEHUSI BCEH COBOKYITHOCTH CIIEIYFOIIUX MeHCTBEIH:

2.1.1 YcraHoBKH HEOOXOAUMBIX aIlIapaTHEIX CPENCTB, IPOrPaMMHOIO U
HHOOPMAaIOHHOT0 06eCeYeH .

2.1.2 Opranusanys AmuKa 3JIeKTPOHHON [IOYTEI IOLyIaTelIs.

2.1.3 CornacoBanus MexXITy Y9YacTHHKaMH TEPEYHS OOKYMEHTOB,
IepefaBaeMbIX 0 TEICKOMMYHHUKAIIMOHHEIM KaHAJIaM CBS3H B BJIEKTPOHHOM
BUJIE.

III. Opranasanud 37eKTPOHHOrO JOKYMeHT0060poTa
3.1 IIopsinoK OpraHu3aliy 3JIEKTPOHHOI0 JOKYMEHTO060poTa:
3.1.1 DnexTpoHHEIM TOKYMEHTOOGOPOT BKIIFOYAET B cebs:
- (hOpMHUPOBaHUE IEKTPOHHOIO JOKYMEHTE;



- OTIIPaBKY ¥ JIOCTaBKYy JJIEKTPOHHOIO JOKYMEHTa;

- IPOBEPKY MEKTPOHHOTO JOKYMEHTa,

- IIOATBEPKAEHUE TTOyIEH S 3IEKTPOHHOTO JOKYMEHTA,

- yUeT 3JIeKTPOHHEBIX JOKYMEHTOB;

- XpaHEHHs 3JIEKTPOHHEIX JOKYMEHTOB (BEIEHWE apXHBOB SIEKTPOHHBIX
IOKYMEHTOB).

3.1.2 DopmupoBaHWe 3IEKTPOHHOIO IOKyMEHTa OCYIIECTBILIETCS B
CJIEIYIOILEM IIOPSAIKE:

- (DOpPMUPOBaHHE IEKTPOHHOTO ITOKYMEHTa B BHJIe HIMEHOBAHHOTO (aiina;

- mopmucaHwe CGhHOPMHUPOBAHHOIO 3JIEKTPOHHOTO MOKYMEHTa B BHIE
WMEHHOTro (aiia.

3.1.3 CthopMupoBaHHEIM 3IEKTPOHHEIM JOKYMEHT UMEET IOPUIUIECKYIO
CHJly ¥ BIEeYeT IPEeSyCMOTPEHHBIE [UI1 HOAaHHOTO JOKYMEHTa IIPaBOBEIE
TIOCIIEICTBHSA B Cllydae €ro HaJIIexalnero OQOpMIEHWsS B COOTBETCTBHH C
HacTosImuM ITonoxeHneM.

3.1.4 C memsro yMeHBINEHHs 06BEMOB IiepeaBaeMoil HHOPMALKK [IPH
TPAHCIIOPTAPOBKE  3JIEKTPOHHBIX  JOKYMEHTOB  MOTYT  HCIIOIB30BATBCA
CIIEIHANIbHEIEAITOPUTME] CXaTHsI HHQOPMAIIHH,

3.1.5 Bce ropumudeckuwe nAeHcTBHA, O0QOPMIISEMEIE IIOCPELCTBOM
5TEKTPOHHEIX MNOKYMEHTOB B COOTBETCTBHH C HacTosAmmM [lomoxeHueM,
IPU3HAIOTCS COBEPIICHHEIMY B IHCBEMEHHON hOopMe K HE MOTYT OBITH OCIIOPEHBI
TOJIBKO Ha TOM OCHOBaHWH, YTO OHU COBEPIIEHHEI B 9JIKTPOHHOM BHIIE.

IV. Opranusanus pa6oThl ¢ HOCTyHnal0Mmed KoppecnonaeHHeH

4.1 Crnoco0s!I TOCTaBKM KOPPECIIOHAEHIINH

4.1.1 JlocTaBKa KOpPECIIOHAEHIIMH OCYINECTBIAETCH IO BIIEKTPOHHOM
o4Te.

4.2 TIpuem u 06paboTKa KOPPECIIOH ICHIIHH:

4.2.1 KoppeCmoHIeHIMs, IOCTyNarolmas IO JIEKTPOHHOM IOYTe OT
paboraukos 8 MBOY 3ATO r.Cesepomopcek «JImmedt Nely», mpoxomut gepes
AHTUBHPYCHYIO IIPOBEPKY, pacliedaTslBaeTCs (€CIHM HeT OPYTUX BO3MOXHOCTEH
O3HAKOMJIEHMS C 3JIEKTPOHHBIM BapHaHTOM TEKCTa), IPOXOIUT IEPBHIHYIO
06paboTKy, paclpeeacHue, PETACTPALIAIO.

422 B mpomecce IepBOHAYATBHONM 00pabOTKH  IIOCTYTAIOIIEeH
KOPPECIOHICHIIMN BCe IOKYMEHTHl IIPOBEPSIOTCS Ha HaJMYUe BHPYCOB,
IIPOBEPSIETCS UX YUTAEMOCTb U IIOJIHOTA.

4.2.3 DIeKTpOHHOE COOOIIEeHNEe CUUTASTCS TOCTYIIHBIIHM ITOCIIE IIPOBEPKU
[IOJJTHHOCTH ¥ BO3MOXXHOCTH €I'0 BOCIIPOM3BECHH.

42.4 TlpweM KOpPpPECIOHOSHINH (YTEHHE IIOYTHI) OCYIIECTBIAETCS
VyacTHHKAaMH He pexe IIATH pa3 B I€Hb.

4.2.5 O6paboTka KOPPECIOHICHIIWNY I[IPOM3BOJUTCI B [HEeHE €€
IOCTYILIEHHAMIN B IEPBEIH pabounii NeHb IPHU IOCTYINIEHUH B HEpabodIHe THA.
4.3 PerucTtpalipis JOKyMEHTOB U IIepefiada UX B JIEIONPOU3BOJACTBO!

4.3.1 Bce IOCTYNIHBIINE JOKYMEHTEL pETHCTPUPYIOTCS B 00pabaTeIBaroTCs.



4.3.2 Peructpanyis ZOKyMEHTOB IIPOU3BOAUTICA B [EHB MUX IIOCTYIUIEHUS
HIIAB TIEPBEIN pabouuit eHs IPY IIOCTYIUIEHUH B Hepabodre JHH.

4.3.3 llocme perucrpaluy IIOJNy4EHHBIE INOKYMEHTHlI IIEPENAarOTCA B
IEJIOIIPOU3BOACTBO. A

4.4 TlonTBEepXIECHUE O IIOIYICHHUH 3JIEKTPOHHOIO OKYMEHTA!

4.4.1 Ilpy nomy4eHnn 3IEKTPOHHOTO JOKYMEHTa IIOIy4YaTelb 10 3aIIpoCcy
HaIIpaBIAET OTIPABUTENIO0 TAaKOI'0 NOKYMEHTA IIOATBEPXKICHHWE O IIOJIy4EHUU
JJIEKTPOHHOIO  JoKyMeHTa. IloATBepxneHre HampaBmiercs B (dopMe
BIIEKTPOHHOTOCOOOIIEHHS.

V.Opranu3aunsi OTOIPaBKH JOKYMEHTOB

5.1 IloaroToBKa IOKyMEHTOB K OTIIPaBKe,

5.1.1 K [moxymeHTaMm, OTIpaBiIfeMBIM IIO0 3JIEKTPOHHOHN II0dYTe,
IPeIbIBIIOTCS Cleayromue TpeOOBaHMUI: TOKYMEHTEL TOTOBSTCA C IIOMOIIBEO
TEKCTOBOTO pelaKTopa MK TabIMYHOT0 pelaKTopa C HCIOIb30BaHueM MIpr(TOB
Arial, Times New Roman u MoryT comepxarh rpadudeckue u300paXeHUs B
popmare JPEG.

5.12 Ilpm otmpaBke MOOKYMEHTOB IIPEIBAPUTENBHO IMPOMU3BOIUTCS
IIPOBEPKANX JOCTOBEPHOCTH.

5.2 OtmpaBKa JOKyMEHTOB II0 3JIEKTPOHHOU IOYTE.

5.2.1 JloxyMeHTEI, IOJUIeXallde OTIpaBKe II0 SIEKTPOHHOM IodUTe,
o0pabaTeIBalOTCS ¥ OTIPABISIOTCS B ME€HH HMX IOCTyIUIeHHS Jmbo, Kak
HCKITIOUEHHE, He II03[[Hee CIeLYyIoIIero paboaero THs.

5.2.2 Jlocruika WIM 3aMeHa paHee pa3oCIaHHOIO JOKYyMEHTa
OCYIIECTBIAETCS 110 YKa3aHMIO JIUIa, TOIINCABIIETO JOKYMEHT.

5.2.3 B ogHOM 3JI€KTPOHHOM COOOINEHWH, KaK IIPaBWIO, IIEPECHLIACTC
OIMHIOKYMEHT. B ciydae, eciiu HeoOX0IMMO IIepeciiaTh HECKOIBKO JOKyMEHTOB,
OHM MOTYT OBIT yriakoBaHE!I B apxuB RAR wmmm ZIP.

5.2.4 Ilepen oTmpaBKO¥ TOKyMEHTa II0 3JIEKTPOHHOH 10YTe HE0OXOIHUMO
IIPOBEPUTE €T0 Ha HAJIWYNE BUPYCOB.

5.3 C DOMOIIBI0 3JIEKTPOHHOM ITOYTHI OCYINECTBIIIETCS OIlepaTHBHAS
nepenada “HQOPMaIK B BHUIE:

- IIPUKA30B U PaClIOPsIKECHIM;

- YKa3aHUU U [THUCeM;

- BJIEKTPOHHBIX COOOIIEeHMI;

- TOKJIaJHBIX U CITy’KeOHBIX 3aITHCOK.

VI. XpaHeHue 3JIeKTPOHHBIX JOKYMEHTOB

6.1 Bce 3eKTpOHHEIe JOKYMEHTEI OJDKHEI XPaHUTECA B TOM e (opMare,
BKOTOPOM OHH OBLIH CPOPMUPOBAHEL, OTIIPABIICHEI U IIOJIyIeHE.

6.2 Cpok XpaHEHHS 3JIEKTPOHHBIX HOKYMEHTOB OIPEHEIIIETCS B TEX XK€
BPEMEHHBIX paMKaX, KaK ¥ aHAJIOTWYHBIA BHUX HOKyMeHTa B OyMaKHOM BHIE
HCXOSM3 HOMEHKIIATypHI JIe IIKOJIEL. B ciiydae OTCyTCTBHS BHJA JOKYMEHTA B
HOMEHKJIATYpe AEN CPOK XPaHEeHUT — IO MUHOBAaHUA HaOOHOCTH.

6.3 XpaHeHHWe D3IEKTPOHHBIX JOKYMEHTOB [IOIDKHO COIPOBOXIATECSH
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XPaHEHHUEM COOTBETCTBYIOILIETO IIPOTPaMMHOI0 OOeCIeueHus, TO3BOJISIOMIErO
HMETH BO3MOXKHOCTD paboThI € 3JIEKTPOHHBIMHU XXyPHAIaMH U JOKYMEHTaMH.,

6.4 O6S3aHHOCTH XpaHEHUS SIEKTPOHHBEIX JOKYMEHTOB BO3JAraloTCsS Ha
Yuactaukos 310,

6.5 JIJ1s BBITTOMHEHUA TEKYIIUX pabOoT 10 BEIEHHIO SIEKTPOHHBIX apXUBOB
Vuactauxkz /10 Ha3HAYAIOT OTBETCTBEHHOE JIHIIO.

6.6 DIeKTPOHHBIE apXUBEI ITOAIEXKAT 3AIIUTE OT HECAaHKIHOHUPOBAHHOTO
IOCTYTIa, HEMPEAHAMEPEHHOTO YHIUTOXKEHUS U (WIIH) HUCKAKEHU.

OGecneyeHne HHGOPMATHOHHOH 6€30MaCHOCTH 3J1eKTPOHHBIXJOKYMEHTOB

7.1 Cobmonerue TpeboBanmit WHOOPMAIIMOHHOK 0€30IIaCHOCTH IIPH
OpraHH3alny SIEKTPOHHOTO JOKYMEHTO000poTa 00€CIEUNBAET:

- KOH(QHIEHIHATBHOCTE HHQOpMalwy (IOIyIHTE LOCTYI K HHOQOpMAaIHK
MO>KET TOJNBKO OIPeNeNICHHEIN KPYT JINII);

- IEJOCTHOCTh IepenaBaeMol wHGoOpManuy (TapaHTHPOBAaHHE, UTO
JaHHEIE IePenaroTcss 6e3 MCKaXEHWH W HCKIIF0YaeTCsl BO3MOXKHOCTD IIOMEHEI
HHGOPMAaNHN);

- ayTeHTHGHKAIIIO (KOT/a IIepeiaBaeMyIo HHPOPMAIIHIO MOKET IOIyUnTh
TOJIBKO TO JIMII0, KOMY OHO IIpeIHa3Ha9eHa, a OTIIPaBUTENIEM SBJIIETCS UMEHHOTO
TOT, OT YBEr0 HUMEHH OHa OTIIPaBIICHA).

7.2 TpeboBanus mo wHGOOPMAIMOHHON 0€30MacHOCTH IIPU OpraHU3alluy
SIIEKTPOHHOTO JOKYMEHTOOD0pOTa pPeanu3yroTCs IOCPEICTBOM IIPAMEHEHHS
IpOTPaMMHO-TEXHUIECKIX CPEJICTB ¥ OpTaHU3allMOHHEIX MeD.

7.2.1 K mporpaMMHO-TEXHUIECKUM CPELCTBaM OTHOCSATCS:

- OporpaMMHBIE  CpPENCTBa, CIEIWaNbHO  pa3paboTaHHBIE — OJIL
OCYIIECTBICHUIIIEKTPOHHOIO TOKYMEHTO000POTa;

- cHCTeMa Tapoyiel ¥ WICHTH(QUKATOPOB Ui OIpaHWYCHHS IOCTYyIla
II0JIb30BaTENeH ¥ aIMUHUCTPATOPOB K TEXHUIECKIM U IIPOIPaMMHBIM CPELCTBaM
CHCTEMBI 3JIEKTPOHHOTO JOKyMEHT0000pOTa,;

- IpOTrpaMMHO—aIlIIapaTHbIe CPEACTRA 3aIIUTE OT HECAHKIIMOHUPOBAHHOTO
IOCTYyTIa;

- CPEICTBa 3aIUTE OT MPOrPaMMHBIX BUPYCOB.

7.2.2 K oprann3aniioOHHEIM MepaM OTHOCSTCS:

- pa3MeIleHne TEXHUIECKUX CPENICTB B IOMEMEHUSIX ¢ KOHTPOIUPYEMbIM
IOCTYIIOM;

- aJIMAHUCTPATUBHEIE OTPAHUIECHHUS TOCTYIIA K 3TUM CPEACTBAM;

- 3ajaHWe  peXWMa  WCIOJB30BaHWSI  IOJB30BATEISIMH U
aIMUHACTPaTOpaMHUIIapoNiel ¥ HISeHTU(HUKATOPOB;

- JIOIIyCK K OCYIIECTBICHUIO TOKyMEHTOOOO0POTa TOIBKO OIpPEeHeNIeHHBIX
JIAIT,

- IOIeP KaHue MPOTPaMMHEIX CPEICTB B HCIIPABHOM COCTOSHUN;

- o6yuenue pabotaukoB MBOVY 3ATO r.Cesepomopck «JInmeit Nely;

- 3amuTa TEeXHHYCCKHX  CPEICTB OT TIIOBPEXKIAOIHX  BHCIIHUX
BO3IeHCTBUH(TIOXKaD, BO3AEHCTBHE BOJIBI U T.I1.)



