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[TOJIOXXEHUE
00 21eKTPOHHOM I0KYMEHT0000poTE
B MJIOBY nercknii cax Ne7 cr.3accoBcekoii
1. O6mue nooxeHnst

1.1. ITonoxxenue 06 IEKTPOHHOM JOKYMEHTOOO0POTE pa3paboTaHO B COOTBETCTBHH C
TpeboBanuamu DesepanbHoro 3akona or 29.12.2012 Ne 273-®3 «0O6 o6pazosanu B
Poccniickoit Deneparmmny, PenepaibHoro 3akona ot 27.07.2006 Ne 149-®3 «06
uHdopmaruy, HHOPMAHOHHBIX TEXHOIOTHIX | 3amuTe HHGOpMamK», DelepanrbHOro
3akoHa ot 27.06.2007 Ne 152-®3 «O nepcOHAIBHBIX JAHHBIXY.

1.2. Tlonoxenwne 06 311eKTPOHHOM 10KyMeHToOGOpoTe (nanee- [lonoxkenne) ycranasaupaeT
e/lMHble TpeGOBaHMs K OpraHu3aliy paboThl C TOKYMEHTAMH, [10Jy4aeMbIMU 1
OTIPABIISEMBIMH C IOMOIIBIO 3TeKTPOHHOM HOYTEL.

1.3. Jlns ueneit nactosmiero ITo0)KeHNsI yCTaHABIMBAIOTCS CIIEYIOLIME TEPMHUHBI H
OTIpe/IeTIeHHUsL:

DnekTponHas noura (1) — cHcTeMa, MO3BOJAIONIAS MOIH30BATENSIM OTIPABIATH COOOIIEHHS
4epe3 MOJIEM MJIH CETEBOE COETHHEHHE C OJHOrO KOMIIBIOTEPA Ha JAPYTOi.

HoxymenTupoBanHasi HHGOPMALHS (JOKyMeHT) — 3aQMKCHPOBAHHAS HA MATEPHATLHOM
HOCHUTENIE HH(POPMAIIUS ¢ PEKBU3HTAMH, ITO3BOISIOLINMHE €€ HCHTH(UIIHPOBATE.

DNeKTPOHHBIH TOKYMeHT0060poT (D/10) — OpraHu3aMoOHHO W MPOTPAMMHO — TEXHHYECKH
yHopsao4eHHas HH(pOopMalHOHHas CHCTeMa, obecieunBaroas npoiecc ooMeHa, c6opa,
00paboTKH, HAKOILICHHS U XPaHeHHS HHOOPMALMH TTOCPEACTBOM 3IEKTPOHHBIX JOKYMEHTOB.

DneKTpoHHBIH ToKyMeHT (D]) — JOKYMEHT, CO3/IaHHBbIH [PH MOMOIIM 31€KTPOHHBIX
aNMapaTHO — TEXHUYECKUX W NPOrPAMMHBIX CPEACTB, PUKCHPYEMBIi B iU POBOM KOJIE B
(bopme HACHTHOUIHUPYEMOTO IO COJEPIKATENLHOM YaCTH HMEHOBAHHOTO (aiiia, 10CTYHBIH
JUTsL TIOCIeTyromel 00paboTKH, MCHOTB30BAHHUS, BOCIPOH3BEAeHHS (0TOOpaKkeHus) 1
BH3YaJIbHOTO BOCIIPUATHS, & TAKKE UL IIEPEAATN U MOIYYCHHUSI 110 TEIEKOMMYHHKAIIHOHHBIM
KaHanam cBs3H. IlakeT 51eKTPOHHBIX JOKYMEHTOB (IakeT) — o/inH mim 6osee DI,

DnekTponHoe coodmenne (IC) — IOTHYECKH 1EI0CTHAS COBOKYITHOCTD JaHHbIX, HMEIOIIHX
CMBICIT JUIsl YYaCTHHKOB HH(OPMAIHOHHOTO B3aUMOIEHCTBHSI, 3aKOIMPOBAHHAS CIIOCOGOM,



NO3BOJIAIOMMM 00ecreunThb ee 00paboTKy cpeiIcTBaMH BHIMUCIIHTENHHOMN TEXHHKH, TIepeady
0 TeJTeKOMMYHHKALMOHHBIM KaHAIAM CBSI3U U XpaHEHHE HAa MANIHHOYHTAEMBIX HOCHTENSX
nHPOPMALTHOHHBIM KaHAIAM CBSI3H M XPAaHEHHE HA MAIIMHOYUTAEMBIX HOCUTENISX
uHpopMaIHu.

VYuacTHUK — paboThuku u aqvuuuctpaiys MJIOBY nerckwmit cax Ne7 ¢1.3accoBCKOM |
YYaCTBYIOIIHE B 3JIEKTPOHHOM J0KYMEHTO000pOTE.

OtnpaBuTENb MEKTPOHHOTO IOKYMEHTa (oTnpaBuTensb) — pabotauk MJIOBY netckwuii can
Ne7 cr.3accoBekoi minm aqmunuctparms MJIOBY nerckuii cax Ne7 cr.3accoBCKo# , KOTOpoe
HaIpaBIIseT NeKTPOHHBIN JOKYMEHT.

IMonyuarens 371€KTPOHHOTO JOKyMeHTa (1ojty4atens) - pabotauk MJIOBY nerckwuii cag No7
cr.3accoBckoit mmm aqvuaAcTpamms MJIOBY netckwuii cag N7 c1.3accoBCKOM, KOTOPOMY
OTIPABJIEH JJIEKTPOHHBIH JOKYMEHT.

JlocTaBKa 31I€KTPOHHOIO IOKyMEHTa (JI0CTaBKa) — QU3HYECKHH TPOLIECC MEPEMEILEHUS
3JIEKTPOHHOTI'0 JIOKYMEHTA OT OTIIPABHTEIS K TTOIyJaTelIo.

1.4. B macrosiiem ITonosxxennu B kadecTBe D] paccMaTpHBAIOTCS JIEKTPOHHBIE CITYKEOHO —
HH(OPMAIIHOHHBIE JIOKYMEHTBI.

1.5. TlonoskeHne pacpocTpaHsieTcsi Ha OpraHM3alrio paboThl ¢ JOKYMEHTAMH,
HEPE1aBaEMbIMH H ITOTYYaeMbIMH € IIOMOIIBIO TEKTPOHHOM MOYTHI, BKIIFOYAs UX
HOJTOTOBKY, PETHCTPALHIO, YUYET, OTIIPABKY U MOJIydeHHE.

1.6. Tpebopanusi, ycranasnuBaems! [ookeHneM, 06s3aTelIbHBI 171 BCEX pabOTHUKOB
MJIOBY nmetckwii can Ne7 ¢t1.3accoBeKoii

1.7. OTBETCTBEHHOCTH 32 OPraHU3ALMIO U COCTOSHUE JOKYMEHTAHOHHOTO 00ecTieueH s
nocpecTBoM 3neKkTpoHHo#M noutsl B MJIOBY nerckuii can Ne7 ct.3accoBekoit Bozmaraercs
Ha OTBETCTBEHHBIE JIHIA H PaGOTHHKOB:

e TOJUIEPIKKA B pabOTOCIIOCOOHOM COCTOSHHH TEXHHYECKOTO H IPOrPAMMHOIO
obecrieyeHusi, OTBEHAIOIero 3a (QYHKIHOHNPOBAHUE 3IEKTPOHHOMN MOYTHL;

e npHeM, KOHTPOJIb YHTAEMOCTH U JOCTOBEPHOCTH, pacievaTka eciii HeT APYTHX
BO3MOXKHOCTE 03HAKOMIICHHS C 2JIEKTPOHHBIM BAPHAHTOM TEKCTA), YUeT U
pacrhpeaeneHust MOCTYNAIOMKUX J0OKYMEHTOB;

e MOJArOTOBKA M OTHpaBKa HH(POPMAIUK B aApeC OpraHu3alliy, MPHCIaBIIeH
JIOKYMEHT, O JlaTe MPUEMKH JOKYMEHTA | JiaTe JOBEACHHs 10 A0JDKHOCTHOTO JIMIA
(mepeiauy B 1€JI0NPOU3BOACTBO);

e mepejiava JOKYMEHTOB Ha PACCMOTPEHHE PYKOBOAUTEIIO (B ASTOMPOU3BOCTBO);

e yueT u peructpanus otnpasisembix u3 MJIOBY nerckmit cax No7 cr.3accoBekoit
JIOKYMEHTOB, POBEPKA MPaBHILHOCTH HX 0QOPMIICHHUS U OPraHU3alusl HX
OTIIPABKH;

e KOHTPOJIb OJYYCHUS HHYOPMAIIHH aJIpecaTtoM, OpraHu3alus B Cliydae
HEOOXOIMMOCTH, TOBTOPHO OTIPABKH JIOKYMEHTA;

¢ ONEPaTHBHOE pelIEHHE BOMPOCOB MO paboTe NEeKTPOHHOM MOYTHL.

2. YcaoBusi JonycKa YYacTHHKA K ocymecrBiaenuo D10



2.1. V4acTHHK JOMyCKaeTCs K OCYIIECTBICHUIO JOKYMEHTO000POTa MOCTE BHIMOIHEHAS BCEi
COBOKYIIHOCTH CJIE€TYIOMUX JEHCTBUMN:

2.1.1. YcraHOBKH HEOOXOAMMBIX aNiapaTHBIX CPEJICTB, POTPAMMHOTO ¥ HH(OPMAITHOHHOTO
obecnieyeHusl.

2.1.2. Oprauu3anus AMAKa STeKTPOHHOM 10YThI HOJLYYaATEeIIsL.

2.1.3. CornacoBanus MeXIy YUYacTHHKAMH MEPEYHs JOKYMEHTOB MEPEIaBaEMBIX 110
TEIEKOMMYHHKAIIHOHHBIM KaHAIaM CBSI3H B 3JIEKTPOHHOM BHIIE.

3. OpraHn3anus 1eKTPOHHOI0 JOKYMEHT0000poTa
3.1. Ilopsiiox OpraHH3aliy IEKTPOHHOTO J0KYMEHT0060poTa:
3.1.1. DeKTPOHHBIH JOKYMEHTOOO0POT BKIIIOYAET B ceOsi:

e (GOpMHPOBAHHE IEKTPOHHOIO JOKYMEHTa;

s OTIPABKY U JOCTABKY JIEKTPOHHOTO JOKYMEHTa;

® MPOBEPKY 3JIEKTPOHHOI'O JOKYMEHTa;

e [OATBEPKACHUE MOTYyYEHHS IEKTPOHHOIO JIOKYMEHTa;

® YYeT JJIEKTPOHHBIX TOKYMEHTOB;

® XPaHEHHUs JJIEKTPOHHBIX JOKYMEHTOB (BEJCHHE apXHBOB AIIEKTPOHHbBIX
JIOKYMEHTOB).

3.1.2. ®opmupoBaHHe IEKTPOHHOIO JOKYMEHTA OCYIIECTBISIETCS B CIIEAYIOMEM TIOPSIIKE:

e (opMHpPOBaHHE JIEKTPOHHOTO JOKYMEHTA B BHJIE HIMEHOBAHHOIO (aiina;
e mojmucaHue chOPMHPOBAHHOTO 3TEKTPOHHOTO JOKYMEHTA B BHJIE HUMEHHOTO
(aiina.

3.1.3. CopMupoBaHHBI TEKTPOHHBIN JOKYMEHT HMEET IOPHANYECKYIO CHIIY H BII€YET
TIPelyCMOTPEHHbIE JUISl TAHHOTO JOKYMEHTA [IPABOBbIE MOCIIEACTBHS B CIIy4ae ero
HaJUIeXKaero opopMIeHHs B COOTBETCTBHHU ¢ HacTosiuuM [lonoxennem.

3.1.4. C nenpio yMeHbIIeHHs: 00beMOB NiepeiaBaeMoi MH(POPMaIiH IpH TPAHCTIOPTHPOBKE
SNIEKTPOHHBIX JJOKYMEHTOB MOTYT HCIOJIb30BAThCs CIEIHAIBHbIC AITOPHTMBI CKATHS
uHPOPMAIHH.

3.1.5. Bee ropunyeckue neicTBrst, 0hopMIIsieMble TOCPEICTBOM IEKTPOHHBIX JOKYMEHTOB
B COOTBETCTBHH C HAacTOSIIMM [1oJ105KeHHEM, IPU3HAIOTCS COBEPIIEHHBIMA B TIHCEMEHHOI
(bopme 1 He MOTYT OBITH OCIIOPEHBI TOJILKO Ha TOM OCHOBAHWH, YTO OHH COBEPILIECHHBI B
SIIEKTPOHHOM BUJIE.

3.1.6. Tlocne momydeHns SIEKTPOHHOIO JOKYMEHTA IOIyJaTelb 00s3aH HallPaBUTh
OTNPABUTENIO TAKOTO JIOKYMEHTA MOATBEPKICHHE O MMOJYYEHUH HIEKTPOHHOTO IOKYMEHTA.

4. Oprannsanus paboTsl ¢ MOCTyNawmei KOppecnonIeHnuei

4.1. Coco0bl 1OCTABKH KOPPECTIOH/IEHIIHH:



4.1.1. locTaBka KOPPECHOHICHIIMH OCYIIECTBIISETCS MO 3MEKTPOHHOI mouTe.

4.2. IlpueM 1 06paboTKa KOPPECTIOH ICHITHH:

4.2.1. KoppecnoH/ieH1si, OCTYAIOIIAs 110 3IEKTPOHHOM 1ouTe 0T paboTHIKOB B MBOY
IO Ne 1, npoxouT Yepe3 aHTHBUPYCHYIO [IPOBEPKY, PACMIEUATHLIBACTCS (€CITH HET APYIHX

BO3MOKHOCTEH 03HAKOMIIEHHS ¢ TIEKTPOHHBIM BAPHAHTOM TEKCTA), IPOXOUT MEPBUYHYIO

00paboTKy, pacnpesienieHne, pErucTPaIHIo.

4.2.2. B nponecce nepoHaYaIbHOi 06paboTKH MOCTyNaomeii KOPPeCIOHISHIHH BCE
JAOKYMEHTbI TIPOBEPAIOTCS HA HATTHYHE BUPYCOB, IPOBEPSETCS MX YATAEMOCTD M I1OJHOTA.

4.2.3. DeKTpOHHOE COOOIIEHHE CYHTACTCS IOCTYTHBLIAM TI0C/IE NPOBEPKH MOUTHHHOCTH 1
BO3MOXXHOCTH €I'0 BOCTIPOH3BEICHHUSI.

4.2.4. IlprieM KOPPECTIOH/ICHIIHH (YTEHHE MOYTHI) OCYIIECTBIAETCS Y YACTHUKAMH He Peke
TISITH pa3 B JICHb.

4.2.5. O6paboTka KOPPECHIOHIACHIHH POU3BOAUTCS B JICHb €€ NOCTYIJICHHS HIIH B [IEPBbIi
pabouwnit 1eHb NIPU NOCTYIUIEHAN B Hepaboume JTHHU.

4.2.3. PerucTpanus JOKYMEHTOB U IIepeada HX B JeJ0NPON3BOJICTBO:
4.3.1. Bee nocTynuBIINe A0KYMEHTHI PETHCTPHPYIOTCS M 06pabaTHBAIOTCSL.

4.3.2. Peructpans 10KyMEHTOB IPOU3BONMTCS B JIEHb UX TIOCTYTIICHHS! MIIH B IIEPBBIii
pabouwit 1eHb IIPH MOCTYIUIEHAU B Hepabouue JTHH.

4.3.3. Tlocsie peruCTpaIiH MOMyYeHHbIE JOKYMEHTHI [EPEIAIOTCs B JEI0NPOH3BOICTEO.
4.4. IloxTBepXICHAE O NOIYYCHAH SIEKTPOHHOTO JOKYMEHTa:
4.4.1. Ilpn nommyueHun 3MeKTPOHHOIO AOKYMEHTA [OJTydaTelh 10 3apocy HampaBiseT
OTIPaBHTEIIO TAKOTO JOKYMEHTA MOATBEPKICHHE O MOIYUSHHHU IEKTPOHHOTO JOKYMEHTA.
[Toareepikienue HanpapIseTcs B (HOpMeE IEKTPOHHOTO COOBIIEHHUS.

5. Oprann3anus OTHPABKH A0KYMEHTOB
5.1. IloaroToBKa JOKYMEHTOB K OTIIPABKE.
5.1.1. K noxymeHTam, OTHpaB/IsieMbIM 110 3eKTPOHHOM 10YTE, NPEIbABIAIOTCS CIIe/IyIOMIHE
TpeGOBaHKs JOKYMEHTbI FOTOBSITCS C IOMOLIBIO TEKCTOBOIO penaktopa Word wmim
taban4noro penakropa Exell ¢ ucnonbzoBanunem mpudtos Arial, Times New Roman u

MOI'YT coziepxkarh rpapudeckne uobpaxenns B hopmare PDF, JPEG.

5.1.2. Ilpw oTnpaBKe TOKYMEHTOB NPEIBAPHTENHLHO POM3BOIMTCS IPOBEPKA HX
JIOCTOBEPHOCTH.

5.2. OtnpaBKa JOKYMEHTOB IO 3JIEKTPOHHOI TI0YTe.



5.2.1. JlokyMeHTBI, IIOJUIeXKAIUe OTIPaBKe MO 3JIEKTPOHHOMN 1oYTe, 00pabaThBAIOTCS U
OTIPABIISIOTCS B JIEHb WX TIOCTYILIEHHs THOO0, KaK HCKIIOYEHHE, He MO3HEe CIIeIYIONMEro
paGouero aHs.

5.2.2. JlochlIKa M 3aMeHa paHee Pa30CIaHHOTO JOKYMEHTa OCYIIECTRIIAETCS M0 YKA3AHUIO
JHIA, TOIUCABIIETO JOKYMEHT.

5.2.3. B 01HOM 31€KTPOHHOM COOOIIEHNH, KaK IIPABUJIO, EPECHLTAETCS OIHH JOKyMeHT. B
ciy4ae, ecjii HeoOX0IMMO NepeciaTh HECKOIBKO JOKYMEHTOB, OHU MOJJIEKAT 00s3aTeTbHOM

ynakoske B apxuBax RAR uiu ZIP. Jlokyment, o6bemom 6osee 100 kBaiit, apxusupyercst.

5.2.4. Tlepen oTnipaBKO# JOKYMEHTA IO 3JIEKTPOHHOM 1104Te HEOOXOIMMO TTPOBEPUTH Er0 HA
HaJInuHe BUPYCOB.

5.3. C NOMOIIBIO 3/1€KTPOHHOMN MOYTHI OCYIIECTBIIAETCS ONepaTHBHAs IIEpE/1ayua
uH(pOpPMAIIHH B BU/IE:

e IIPUKA30B U PacCIOPSHKEHHIA;

e YKa3aHWii U MHCEM;

® 3IEKTPOHHBIX COOOIICHMI;

e JIOKJIQJIHBIX U CIIy’KeOHbBIX 3aIUCOK.

6. XpaHeHue 3IeKTPOHHBIX I0KYMEHTOB

6.1. Bee 211eKTpOHHBIE IOKYMEHTHI IOJDKHBI XPAHATECS. B TOM ke (popmarte, B KOTOPOM OHH
ObUTH CHOPMHPOBAHBL, OTIIPABICHBI U MOIYYEHBI.

6.2. Cpok XpaHeHHs EKTPOHHBIX JOKYMEHTOB J0JKEH ObITh MEHee IISTH JIeT.

6.3. Xpaneuue 31eKTPOHHbIX JOKYMEHTOB JIOJKHO COMPOBOKATHCA XPaHEHHEM
COOTBETCTBYIOLIETO TIPOrPAMMHOI0 00ECTICUSHHSI, O3BOJISIOIIETO UMETH BO3MOKHOCTh
paboTEI ¢ SMEKTPOHHBIME JKYPHAIAMH H JIOKYMEHTaMH.

6.4. O653aHHOCTH XpaHEHHsT TEKTPOHHBIX 10KYMEHTOB BO3JaraioTcs Ha Yuactaukos J10.

6.5. Jlnst BBIMOTHEHHS TEKYIHX pabOT M0 BEEHHIO JJIEKTPOHHBIX apXMBOB YuacTuuku ][0
HA3HAYal0T OTBETCTBEHHOE JIHIIO.

6.6. DreKTPOHHBIE APXUBBI MOUIEKAT 3ALUTE OT HECAHKIIHOHHPOBAHHOTO JI0CTYTIA,
HENPeTHAMEPEHHOI0 YHHUTOKEHUS U (MJIN) HCKaKEHHS.

7. Obecnedenne HHPOPMANHOHHOI G€30MACHOCTH YIEKTPOHHBIX T0KYMEHTOB

7.1.Cobmonenne TpeGoBanHuil HHYOPMAIMOHHON GE30MACHOCTH HPH OPraHU3aLMK
3JIEKTPOHHOTO IOKYMEHTO000pOTa 0becneunBaer:

* KOH(UIEHIMATEHOCTE HEpOPMAIUH (TONYIUTE TOCTYI K MHGOPMAIIHE MOMKET
TOJIBKO OTIPEeJeJICHHBIH KPYT JIHII);



e IIEJIOCTHOCTH MepeaBaeMoil uHpopmauu (rapaHTHPOBAHKE, YTO JaHHBIE
nepenaroTes 6€3 HCKaKeHHH | HCKII0YAeTCsl BO3MOKHOCTD MOAMEHBI
nHOpMAaIUK);

e ayTeHTH(HUKAIHUIO (KOT/Ia lepeiaBaeMyIo HH(POPMAIHIO MOKET MOIYIUTh TOIBKO
TO JIMI0, KOMY OHO MpeJHa3HaYeHa, a OTIIPABHTENEM SBIISETCS HMEHHOTO TOT, OT
YBEro MMEHU OHA OTIIPABIICHA).

7.2. TpeGoBanus no HHGOPMAIHOHHON (Ge30TaCHOCTH MPU OPraHH3AIAHN EKTPOHHOTO
JIOKYMEHTO000POTa Pealn3yIOTCs OCPEACTBOM MPHMEHEHHS IPOrPAMMHO- TEXHUYECKAX
CPEICTB H OPraHU3alHOHHBIX Mep.

7.2.1. K mporpaMMHO - TEXHHYECKHM CPEICTBAM OTHOCSATCS:

e TIPOrpaMMHbIE CPEJICTBA, CHEIHATBHO pa3paboTaHHbIE sl OCYLIECTBIICHHS
3JIEKTPOHHOTO JOKYMEHT0000poTa;

e cucTeMa napojei ¥ HASHTH(OHKATOPOB /Ulsi OTPaHMYEHHS IOCTYIIA MOJIb30BaTeNel H
aIMHHHMCTPATOPOB K TEXHUYECKAM U HPOrPAMMHBIM CPECTBAM CHCTEMBI
9IEKTPOHHOTO I0OKyMEHTO000POTA;

e IPOrpaMMHO — alllapaTHbIE CPEACTBA 3AUIUTHI OT HECAHKIIHOHHPOBAHHOIO
J0CTyIa;

* CpEJICTBA 3aIHTHI OT IPOrPAMMHBIX BUPYCOB.

7.2.2. K opranu3anyoHHbIM MepaM OTHOCATCS:

* Ppa3sMEUICHAE TEXHUYECKHX CPECTB B TIOMEIIEHUSX C KOHTPOJIHAPYEMBIM 0CTYIIOM;

e QIMHHHCTPATUBHBIC OTPAHHYCHHS JIOCTYIIA K STHM CPEJCTBAM;

e 3aJaHKE PEKHMA HCIIOJIL30BAHMS MMOTB30BATEAMH U aJIMHHUCTPATOPAMHE MapOJIeH
U UJICHTH(PUKATOPOB;

e JIONYCK K OCYIIECTBIEHHIO JOKYMEHTO000POTA TOIBKO OIPEAEICHHBIX JIHIL;

¢ TIO/UIEPKaHHE IIPOrPAMMHBIX CPE/ICTB B HCIIPABHOM COCTOSIHUM;

» oOyuenne paboTHHKOB MJIOBY netckwii cax No7 ct.3accoBeKoi ;

¢ 3aIIUTA TEXHHYECKHX CPEJICTB O MOBPEKAAIOUIMX BHELUIHUX BO3IEHCTBH (1oXKap,
BO3/IeHCTBUE BOIBI H T.11.)



