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MNMOJIOXXEHUE

06 3N1eKTPOHHOM JOKYMEHTO060poTE

1. O6LIME MOAOXKEHNS

1.1. MonoxeHwne 06 3/1EKTPOHHOM [OKYMeHTO060poTe pa3paboTaHO B COOTBETCTBUM C
TpeboBaHnsaMn defepanbHOro 3akoHa oT 29.12.2012 Ne 273-$3 «O6 06pa3oBaHuM B
Poccuiickoi depepauunmn», deaepanbHOro 3akoHa ot 27.07.2006 Ne 149-d3 «O6
NH(opMaLUKM, NHHDOPMALNOHHBLIX TEXHONOTMNAX U 3auTe uHopmMauumy», deaepanbHOro
3aKoHa 0T 27.06.2007 Ne 152-®3 «O nepcoHasibHbIX AaHHbIX».

1.2. NonoXeHne 06 3M1eKTPOHHOM [JOKYMeHToo6opoTe (aanee- MonoXKeHVe) ycTaHaBIMBaeT
eflIMHble TPe6oBaHUA K OpraHn3auun paboThbl C JOKYMEHTaMK, Mony4aeMbIMA 1
OTNPAaB/SAEMbIMU C NMOMOLLbH 3/1EKTPOHHO MOYTbI.

1.3. Ona uenein Hactoswero MNonoXeHWsa ycTaHaBIMBalOTCA CreaytoLme TepMUHbI 1
onpeaeneHuns:

AnekTpoHHas nouTa (M) - cucTema, NO3BONAOLLAS MO/b30BATENSIM OTNPABNATL COOOLLEHNS
yepes MOZEM WM CETEBOE COeAMHEHMNEe C OAHOTO KOMMbIOTEPA Ha ApYroii.

JOKyMeHTUpOoBaHHaA NHopmauns (LOKYMEHT) — 3aDMKCMPOBaHHAsA Ha MaTepuasibHOM
HOCUTesle MH(hOPMaLUS C PEKBU3UTaMW, MO3BOMAIOLWMMN ee NAEHTUPULNPOBAT.

SNeKTPOHHbI AOKYMeHTO060pOoT (340) - opraHvM3aumoHHO M NPOrpaMMHO — TEXHUYECKU
ynopsagoyeHHas MHpopMaumnoHHas cuctema, obecreymsaroLLas npouecc obmeHa, cbopa,
06paboTKN, HaKOMNEHNA N XpaHeHUs MHHOPMaLMK NOCPEeACTBOM 3/1EKTPOHHbIX JOKYMEHTOB.

ONEKTPOHHbIN AOKYMEHT (3[) - AOKYMEHT, CO3[aHHbI NPy MOMOLLM 3NeKTPOHHbIX
annapaTtHo - TEXHUYECKMX W NPOrpaMMHbIX CPeACTB, (PUKCUpyemblii B LMDPOBOM KOZE B
hopmMme MAEHTUPULMPYEMOTO NO coaepXKaTeNnbHOM YacT MMEHOBAHHOIO haiina, AOCTYMHbIN
ANa nocnegyrouleii 06paboTKn, NCNOIb30BaHNS, BOCNPOM3BeAeHNS (0TOOpaXKeHNS) 1
BM3Yya/lbHOr0 BOCMPUATUSA, a Takke 415 nepefayn U nonyyeHus no TeeKOMMYHUKaLNOHHbBIM,
KaHanam cBA3N. MakeT 3N1eKTPOHHbIX JOKYMEHTOB (MakeT) — o4uMH unn 6onee 3.

AneKTpoHHoe cooblieHne (SC) - NOrNYECKUN LieNOCTHas COBOKYMHOCTb [aHHbIX, VMEHLLIMX
CMbIC/ A4S YYACTHUKOB MHHOPMALIVIOHHOIO B3aMMO/IeCTBIS, 3aKOAMPOBaHHas Cnoco6oMm,
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2.1. Y4aCTHMK [0MYyCKaeTCa K OCYLECTB/IEHMIO 4OKYMEHTOO60POTA MOC/e BbIMOMHEHNS BCEl
COBOKYMHOCTMW CNeayroLmnX AeACTBNIA:

2.1.1. YCTaHOBKM HEOOXO0AMMbIX annapaTHbIX CPeACTB, NPOrpaMMHOro U MHPOPMaLMOHHOIO
obecneyeHus.

2.1.2. OpraHuzauus ALmMKa 3N1eKTPOHHOW NoYTbl nofyyvartens.

2.1.3. CornacoBaHusi MeXly Y4acTHMKaMMK rnepeyHsi AOKYMEHTOB, nepeaaBaembiX Mo
TeNeKOMMYHUKALVNOHHbIM KaHa/iaM CBSI3U B 3/IEKTPOHHOM BUfe.

3. OpraHunsaums 3feKTPOHHOI0 4OKYMeHTo060poTa
3.1. MopspoK opraHM3aunmn 3NeKTPOHHOIO AOKYMEHTO060poTa:
3.1.1. SNEeKTPOHHbIN AOKYMEHTOOOOPOT BK/OUAET B CebS:

* (hopMMpoBaHMe 3IEKTPOHHOIO AOKYMEHTA;

e OTMpaBKy M AOCTaBKY 3/1EKTPOHHOIO AOKYMEHTA,;

* NPOBEPKY 3/IEKTPOHHOIO JOKYMEHTE;

* MOATBEPXKAEHME MONYYEHWS 3NEKTPOHHOIO AOKYMEHTE;

* YYET 3NIeKTPOHHbIX JOKYMEHTOB;

* XpaHeHWs 3NEeKTPOHHbIX JOKYMEHTOB (BeeHME apXMBOB 3/1eKTPOHHbIX
[OKYMEHTOB).

3.1.2. ®opmMunpoBaHVe 3N1EKTPOHHOIO JOKYMEHTA OCYLLIECTB/IAETCA B CleaytoLLleM nopsaake:

* (bopMmMpoBaHNE 3NEKTPOHHOIO AOKYMEHTa B BUAE UMEHOBAHHOIO (halina;
* noanvcaHne chOPMMPOBAHHOIO 3/IEKTPOHHOIO AOKYMEHTa B BUAE MMEHHOIO
(haiina.

3.1.3. ChopMMpOBaHHbIli 3NEKTPOHHbIV AOKYMEHT UMEET HOPULNYECKYHO CUTY N BNeYeT
npeLyCMOTPEHHbIE 418 AaHHOTO AOKYMEHTa NpPaBoOBble MOCNEACTBUS B C/lyyae ero
Hag/ieXkalero ohopMIEHNS B COOTBETCTBUM C HACTOSLLMM M0ON0XKEHMEM.

3.1.4. C uenblo yMeHbLUEeHNS 06beMOB NepefaBaemMoin MH(opMaL MM Npy TPAHCMOPTUPOBKE
3NEKTPOHHbIX JOKYMEHTOB MOIYT UCMO/Ib30BaTbCA CNeLMasibHble a/ITOPUTMbI CXKATUSA
NHDopMaLmu.

3.1.5. Bce topuamnyeckune feincTaus, ohopmaseMble NOCPEACTBOM 3EKTPOHHBIX AOKYMEHTOB
B COOTBETCTBUW C HACTOAWMM [OMOXKEHNEM, MPU3HAKOTCA COBEPLUEHHBLIMMW B NMUCbMEHHO

(popme N HE MOTYT 6bITb OCnopeHbl TOJ/IbKO Ha TOM OCHOBaHMW, YTO OHW COBEPLUEHHLI B
A/IEKTPOHHOM BUAE.

3.1.6. Mocne nonyyeHnsi aNEKTPOHHOIO OKYMeHTa Mo/yyaTe/b 0653aH HanpaBUThb
OTNpaBUTENO TAKOr0 JOKYMEHTa MOATBEPXKAEHME O NOMYUYEHUN 3NIEKTPOHHOIO AOKYMEHTA.

4, OpraHusauus pa6oTbl ¢ NOCTyMNaloLLE KOPPECNoHAEHL el

4.1. Cnocobbl JOCTaBKN KOPPeCNOHAEHUMNN:



4.1.1. JocTaBKa KOPpPeCNOHAEHLINW OCYLLIECTBNSETCS MO 3/IEKTPOHHOM nouTe.

4.2. TMpuem 1 06paboTKa KOppecrnoHAeHUNN:

4.2.1. KoppecrnoHaeHuus,, NocTynaroLwlas no sNeKTPOHHOM noute 0T paboTHMKOB B MBOY
«MaxHeBckas COLL», npoxoauT Yepe3 aHTUBMPYCHYHO MPOBEPKY,- pacreyarbiBaeTcsa (ecnm
HeT ApYrMxX BO3MOXXHOCTEN 03HAKOMJ/IEHUSA C 3/IEKTPOHHbIM BapyaHTOM TEKCTa), NMPOXoauT

NepBUYHYIO 06pabOTKY, pacnpeaerneHne, pernucTpaLmio.

4.2.2. B npougecce nepBoHavanbHOV 06paboTKM NOCTynatoLLleli KOppPecnoHAEHLMMN Bee
[IOKYMEHTbI NMPOBEPSIOTCA Ha Ha/IMUME BUPYCOB, NPOBEPSIETCS UX YMTAEMOCTb U MOJHOTA.

4.2.3. INeKTPOHHOE COObLLEHNE CUMTaETCs MOCTYNMUBLUMM MOC/e NPOBEPKU NOANMHHOCTA U
BO3MOXXHOCTU €ro BOCMPOU3BEAEHNS.

4.2.4. Tlpuem KOppecnoHAeHUNN (4TEHME NOYTbI) OCYLLECTB/IAETCA YUYaCTHUKAMWN He pexe
NATU pa3 B [ieHb.

4.2.5. O6paboTKa KOPPeCnoHAEHL MM NPON3BOANTCA B A€Hb ee NOCTYMN/IEHNSA UKW B NepBbIi
pabo4nin AeHb NPU NOCTYN/EHUN B Hepaboumne AHW.

4.2.3. PerucTtpauus JOKyMEHTOB 1 nepeaada X B Ae/0npon3BoACTBO:
4.3.1. Bce nocTynumBLLMe JOKYMEHTbI PETUCTPUPYIOTCS U 06pabaTbiBatOTCS.

4.3.2. Pernctpaumsa 4OKYMEHTOB NPON3BOANTCS B AieHb UX MOCTYM/EHNA WX B NepPBbIl
paboumnii aeHb Npu NOCTYNAEHUN B Hepaboumne AHW.

4.3.3. Tlocne peructpaymm nosyyeHHble JOKYMEHTbI NepefaroTca B Ae/10NPOnN3BOACTBO.
4.4, ToaTeepXKaeHMe 0 NoSTyYEHUN 3/IEKTPOHHOI0 AOKYMEHTA:
4.4.1. MNpun NoAyYeHUN 3/1EKTPOHHOIO OKYMEHTA Nnosyyartesb Mo 3anpocy HanpasnseT
OTMPaBUTENIO TaKOro AOKYMeHTa NOATBEPXKAEHWE O NOMYYEHUN 3MIEKTPOHHOIO JAOKYMEHTA.
MoAaTeepXXaeHMe HanpaBnseTca B (POpMe 3/1eKTPOHHOI0 COOOLLEHUS.

5. OpraHnsaumsa oTnpaBKU JOKYMEHTOB
5.1. TloAaroTtoBkKa fJOKYMEHTOB K OTMNpaBKe.
5.1.1. K gokymeHTam, OoTrnpas/iseMbIM MO 3/IEKTPOHHOW MoyTe, NPeabsABAAOTCA cheytoLme
TpeboBaHUA: [OKYMEHTbI FOTOBATCA C MOMOLLbIO TEKCTOBOrO pegaktopa Word vam
TabnnyHoro pegaktopa Exell ¢ ncnonssosaHuem wpudTos Arial, Times New Roman u

MOryT coflep>kaTb rpaduyeckune nsobpaxeHus s popmate PDF, JPEG.

5.1.2. Npwv oTnpaBkKe LOKYMEHTOB MpeABapuTe/lbHO NPOU3BOAMTCHA MPOBEPKA NX
[lOCTOBEPHOCTMW.

5.2. OTnpaBKa fOKYMEHTOB MO 3/IEKTPOHHOM nouTe.



5.2.1. [JOKYyMeHTbI, Noanexalie oTnpaBKe Mo 3/IEKTPOHHON noyTte, 0b6pabaTbiBalOTCA U
OTMPaBNAKTCA B leHb UX NOCTYMN/IEHUS NGO, KakK UCKHOYEHWE, He NO34Hee CNefyroLlero
paboyero fgHs.

5.2.2. [locbI/iKa nnv 3ameHa paHee pa3oc/iaHHOro AOKYMEHTA OCYLLECTB/IAETCA MO YKa3aHWUIo
vua, NoanucasLLIero fJOKYMEHT.

5.2.3. B 0/HOM 3/1EKTPOHHOM™*COO0O6LLEHMM, KaK NpPaBusIo, NMepecbiiaeTcs OAMH LJOKYMEHT. B
c/lyyae, ecnm Heo6xo4MMO MnepecsiaTb HECKO/IbKO [JIOKYMEHTOB, OHW MOA/eXar 0653aTe/IbHOM
ynakoBke B apxvBax RAR wnn ZIP. lokyMeHT, o6beMom 6onee 100 KbaliT, apxmBmpyeTcs.

5.2.4. MNMepep, 0TNPaBKOW JOKYMEHTA MO 3/1EKTPOHHOM MOYTe HEOGXOAUMO NPOBEPUTL €0 Ha
Ha/IMune BMPYCOB.

5.3. C NOMOLLbHO 3/1EKTPOHHOM NOYThI OCYLLECTBAAETCA onepaTuBHasa nepejaya
MHMopmauum B BUe:

* TMPUKa30B ¥ PacropsXKEHU;

e yKa3aHW 1 NUcem;

*  3/IEKTPOHHbIX COOOLIEHNIA;

e [OKMagHbIX U CNyXebHbIX 3annCcoK.

6. XpaHeHue 3NeKTPOHHbIX AOKYMEHTOB

6.1. BCe 3N1eKTPOHHbIE JOKYMEHTbI A0/KHbI XPaHUTLCS B TOM XXe (hopMaTe, B KOTOPOM OHY
6bIIM CHOPMUPOBaHbI, OTMPABNEHbI 1 MOMYYEHbI.

6.2. CpOK XpaHeHuWs 3/1IEKTPOHHbIX AOKYMEHTOB JO/MKEH ObITb MEHee MATY feT.

6.3. XpaHeHne 3NeKTPOHHbIX JOKYMEHTOB AO/KHO COMPOBOXAATLCA XPaHEHNEM
COOTBETCTBYIOLLLEro NPOrpaMmmMHOro obecrneyveHuns, NO3BOSAIOLLENO UMEeTb BO3MOXKHOCTb
paboTbl C 3/IEKTPOHHBLIMM XXYypPHanamu 1 JOKYMEHTaMMU.

6.4. O6A3aHHOCTM XpaHEHUs 3/IEKTPOHHbIX JOKYMEHTOB BO3/araloTcs Ha YyacTHukos 30.

6.5. [1na BbINONHEHNA TeKyLLMX paboT No BeAeHUIO 3/IEKTPOHHbIX apXMBOB Y4YacTHUKK 340
Ha3HayaloT OTBETCTBEHHOE NNLO.

6.6. DNEKTPOHHbIE apXUBbI MNOA/EXAT 3aLnTe OT HECAHKLMOHNPOBAHHOIO A0CTYNa,
HenpeaHaMepPeHHOr0 YHUUTOXEHUS 1 (M) UCKaXKEHNS.

7. O6ecneveHne MHAPOPMALIMOHHOM 6e30MacHOCTU 3/IEKTPOHHbIX JOKYMEHTOB

7.1.CobntoaeHne TpeboBaHMIn MHOPMaLMOHHON 6e30MacHOCT NpKU opraHM3auun
3N1eKTPOHHOr 0 JOKYMEHTO060pOoTa 06ecrneynBaeT:

*  KOH(VAEHUMANbHOCTb MHAopMaLuUK (MOMYYMTb AOCTYN K MH(OPMaLuM MOXKeT
TOMbKO OMNPeAEneHHbIN Kpyr nL);






