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I. O0mue nmosoxKkeHUs1

1.1. Tlonmoxenue 006 SJIEKTPOHHOM JOKymeHTooGopore B MKOY
bonemennckoit COIl Ne6 umenu I'eposi Coserckoro Coroza A.M. Hazaposa
(manee — ITonoxxeHre) ycTaHABIUBAET €IUHBIE TPeOOBAHUS K OpraHU3aluU paboThI
C JOKyMEHTaMH, IOJIy4YaeMbIMH M OTIIPABISEMBIMH C IOMOIIBIO 3JIEKTPOHHOM
MIOYTHI.

1.2. JIns ueneit Hactosmiero IToioxeHHS yCTaHABIMBAIOTCS CIELYIOIINE
TEPMUHBI ¥ ONpeIeTIeHUs
* DnextpoHHas noyta (1) — cucTema, MO3BOJISIOIIAs [TOJIH30BATENSAM OTIPABIAThH
CoOOIIeHUsT yepe3 MOJEM HIIA CETEBOE COEQWHEHHWE C OIHOTO KOMIIBIOTEpa Ha
JIPyTOi.
«JlokymMeHTUpOBaHHas WH(poOpManus (JOKyMEeHT) — 3a(UKCHpOBaHHas Ha
MaTepHaJlbHOM HocuTene HWHGOpMalUs C pPEeKBU3UTAMHM, IIO3BOJSIOLIUMH €€
UIEHTU(DUIIUPOBATH.
* DJIeKTpOHHBIH nokyMeHToo6opoT (D/10) — opraHM3allMOHHO U IPOrpaMMHO —
TEXHUYECKH YIOpsIOuYeHHas UHGOpMALMOHHAsl CHUCTeMa, OOecrednBaroas
npouecc obmeHa, c6opa, 0OpabGOTKHM, HAKOIUIGHHS M XpaHEHHS WH(pOpMAlu
IIOCPEJICTBOM 3JIEKTPOHHBIX JOKYMEHTOB.
* DOneKkTpoHHBIM JA0KyMeHT (DJ) — IOOKYMEHT, CO3NaHHBIA IpU ITOMOILIU
3JIEKTPOHHBIX allapaTHO-TEXHHYECKUX U MPOrPaMMHBIX CPECTB.
* DnexktpoHHOe coobienue (IC) — TOrHYeCcKH LEeJOCTHASE COBOKYITHOCTh JaHHBIX,
UMEIOIIUX CMBICT JUISl y9aCTHUKOB MH()OPMAIIMOHHOIO B3aUMOIEHCTBUS.
* OrnpaButens 3JIEKTPOHHOIO [OOKyMeHTa (OTHpaBUTENb)- (QHU3UYECKOe WIIH
IOPUIMYECKOE JTUI0, KOTOPOE HAIIPaBIISIET AIEKTPOHHBIN TOKYMEHT.
* IlomygaTtenb 5SI€KTPOHHOrO MOKyMeHTa (Moiydareinb) — GU3HYECKOoe WU
IOPUIUYECKOE JIUI0, KOTOPOMY OTIIPaBJIEH JIEKTPOHHBINA JOKYMEHT.
 OrtnpaBuTens W TONydYarelb CYUTAIOTCS YYACTHUKAMHU  DIIEKTPOHHOIO
JIOKyMEHTO000poTA.

1.3. B mHactosmem Ilonmoxxenun B KadectBe D]l paccMaTrpuBarOTCs
3JIEKTPOHHBIE CIIy)KeOHO-UHPOPMALMOHHBIE JOKYMEHTHI.

1.4. TlonoxeHue pacmpocTpaHseTcs Ha OpraHu3aluio paboTel ¢
JOKYMEHTaMH, I€pelaBaeMbIMH U IIOJYy4YaeMbIMH C IIOMOINBIO 3JIEKTPOHHOU



MIOYTHI, BKIIIOYas HMX ITOATOTOBKY, PETMCTPALIMIO, YY€T, OTIIPABKY U IIOIyYeHHE B
BBLIIIECTOSIIUX OPraHU3aLUAX U B 00pa30BaTeNbHBIX YUPEIKIECHUSIX.

1.5. TpeboBanus, ycraHaBiuBaeMble IlonoxeHnuem, 00s3aTebHBI IS BCEX |
pPabOTHUKOB YUpeKIeHUS. |

1.6. OTBETCTBEHHOCTh 3@ OPraHU3AIMI0 U COCTOSHHE JOKYMEHTAI[HOHHOTO |
obecrieyeHust MOCPEeICTBOM SJIEKTPOHHOM IIOYTHI B 00pa30BaTEIbHOM YUPEKICHUN
BO3JIara€TCs Ha  OTBETCTBEHHOE JIMIO, YyTBEpPXKJaeMOe IIpUKa3oM IO
06pa3zoBaTeIbLHOMY YUPEXK ICHHMIO.
B 00513aHHOCTH OTBETCTBEHHOT'O BXO/IHT: |
* IoJAepxkKa B pabOTOCIIOCOOHOM COCTOSHMM TEXHHYECKOTO M IPOTPaMMHOTO
obecrieveHus, OTBEYAIOIIEr0 3a (YHKIMOHUPOBAHHE ODIIEKTPOHHON IIOYTHI B
Yupexnenun,
* cobmmonienue rpaguka paboThl ¢ 3JIEKTPOHHOMU MMOYTOI;
* NIpHEM, KOHTPOJIb YUTAEMOCTH M TOCTOBEPHOCTH, pacredarka (€ciiM HeT Ipyrux
BO3MOXKHOCTEH O3HAKOMIICHHS C D3JEKTPOHHBIM BapHaHTOM TEKCTa), y4YeT H
pacrpejiefieHde IOCTYyNarolIUX JOKYMEHTOB, Iiepefada JOKYMEHTOB Ha
PacCMOTpeHUe PYKOBOAUTENIO (B IEJIOMPOU3BOICTBO);
* YYET U PETHCTpals OTIPABISEMBIX U3 YUYPEKIEHUS NOKYMEHTOB, IPOBEPKa
NPaBUIILHOCTY X O(POPMIIEHHS U OpraHU3alUs X OTIPABKH;
* KOHTpOJIb IIOJIyYeHHUs HHGPOpPMAIMM agpecaToM U OpraHu3alus, B Ciydae
HEOOXOAUMOCTH, TIOBTOPHOM OTIIPAaBKU JOKYMEHTA;
* ONIEPATUBHOE PELIEHUE BOIIPOCOB IO paboTe 3IIEKTPOHHOM MOYTHI.

1.7. PykoBoauTenb 0Opa3oBaTENBHOTO YUYPEXAEHHS MOXET YTBEpPXKIAaTh
COOCTBEHHBIH NOPSIOK PabOTHI C MOMYYAEMBIME U OTIPABJISEMBIME JOKYMEHTAMH,
He npoTuBopeyaluii TpedoBanusM [lonoxeHus.

1.8. Hacrosmee IlonoxkeHwe He pPeryjaMpyroT BOIPOCEI 0oOMeHa
3JIEKTPOHHBIMH COOOIICHUSIMHU, HE SBIISIOMIUMUCS JIEKTPOHHBIMHU JOKYMEHTAMH.

1.9. Pacchuika 5IeKTPOHHBIX [JOKYMEHTOB OCYIIECTBIISETCS IO aJpecy,
IIPEAOCTABISIEMOMY YYaCTHUKAMH.

II. Opranu3anusi 3JIeKTPOHHOI0 JOKYMEHT0000pOoTa

2.1. Ilopsiiok opraHu3aiiy JIEKTPOHHOIO JOKYMEHTOO0O0pOTA:

2.1.1. DneKTpOHHBIN JOKyMEHTOOOOPOT BKIIFOYAET B Ce0s:
* (hopMHUPOBaHKE 3IEKTPOHHOTO JIOKYMEHTA;
* OTIPaBKY ¥ JOCTABKY 3JIEKTPOHHOT'O JOKYMEHTA;
* [IPOBEPKY 3JIEKTPOHHOTO JOKYMEHTA;
* IOATBEPXKACHUE ITOIYUYECHHUS IEKTPOHHOIO JOKYMEHTA,;
* y4eT (PErucTpaluio BXOISIIMX M HMCXOIAINUAX 3JEKTPOHHBIX IOKYMEHTOB) U
XpaHEHHME JJIEKTPOHHBIX JOKYMEHTOB (BEOEHHEe apXHWBOB  dJIEKTPOHHBIX
JOKYMEHTOB).

2.1.2. ®opMupOBaHHE SIIEKTPOHHOTO JOKYMEHTa OCYIIECTBISETCS B
CJIEYIOIIEM TOpsKE:
* (hopmMHpOBaHKE TEKTPOHHOTO JOKYMEHTA B BU/Ie IMEHOBAHHOIO (aiia;
* noanucaHue CHOPMHPOBAHHOTO  JJEKTPOHHOTO JOKYMEHTAa B  BHJE
MMEHOBaHHOTO (haiina.



2.1.3. ChopMHUpOBaHHBIA 3JIEKTPOHHBIA TOKYMEHT HMEET IOPUAMYECKYIO
CWIly Y BieYeT IIpeAyCMOTpPeHHbIe JUIi JAaHHOTO JOKYMEHTa IIpaBOBbIE
IIOCIIENICTBUAS B Cllydyae ero Haajuexamero oGOpMIIEHHS B COOTBETCTBHU C
HacrosamuM Ilonoxenunem.

2.1.4. C uensio yMeHbllleHHsS 00BEMOB IepeaBaeMol MH(GOpPMALUH MpH
TPAHCIIOPTUPOBKE  3JIEKTPOHHBIX  JOKYMEHTOB  MOTYT  HCIIOJB30BaThCH
ClelalbHbIE AITOPUTMBI CXKATHS HHPOPMAIUH.

2.1.5. C uenbto yMeHblleHHsS 00BEMOB IepefaBaeMoi MHGOPMALUK IIPH

TPaHCIIOPTUPOBKE  3JIEKTPOHHBIX  JOKYMEHTOB  MOIYT  HCIIOJIb30BaThCS
CIIELMAJIbHBIE AITOPUTMBI CXKATUSI HH)OPMALIHK.
' 2.1.6. Bce 1opummueckue medcTBUS, OGOpPMISIEMBbIE ITOCPENCTBOM
NIEKTPOHHBIX JOKYMEHTOB B COOTBeTCTBHUM ¢ HacrosimuM [lonoxenuewm,
IIPU3HAIOTCS COBEPIIEHHBIMH B MHUCHbMEHHOM ()OpMe U HE MOTYT OBITH OCIIOPEHEI
TOJIBKO Ha TOM OCHOBaHMH, YTO OHH COBEPILIEHBI B 9JIEKTPOHHOM BH/IE.

2.1.7. Tlocne moydeHUs 3JEKTPOHHOTO NOKYMEHTa IOjydareib 00s3aH
HAaIIpaBUTHL OTIIPABUTENIO TAKOIO JOKYMEHTa IOATBEPKAEHUE O IIOIy4YEHHUH
3JIEKTPOHHOTO JOKyMEHTA.

III. Opranmn3anusi pa6oThi ¢ MOCTYNAKIIEH KOPPeCNOHACHIHEeH

3.1. Cioco6sl JOCTaBKU KOPPECTIOHAEHIHH

3.1.1. JloctaBka KOppECIOHAEHIIMH B Yy4YpeXJeHHE OCYIIECTBIIIETCS IIO
3JIEKTPOHHOM MOYTE.

3.2. Ilpuem u o6paboTka KOpPECTIOHACHIUH

3.2.1. Koppecnonnennus, nocrynamiias B 006pa3oBaTebHOE yUPEKICHUE
I10 3JIEKTPOHHOM IIOYTE U3 yIpaBJeHUs 00pa30BaHuUs, IIPeABAPUTEIIBHO IIPOXOAUT
Yepe3 aHTHBHUPYCHYIO IIPOBEpKYy, pacredyaThiBaeTcsi (ecid HeT ApyIux
BO3MOJXHOCTEM O3HAaKOMJIEHUSI C DJIEKTPOHHBIM BapUaHTOM TEKCTa), IPOXOAUT
NEPBUYHYI0 00paboTKy, pacnpe/ieseHie, perucTpaLmo.

3.22. B mpouecce ImepBOHAYaJIbHOW  00pabOTKM  MOCTYHArOIIEH
KOPPECIIOHJACHIIUM BCE JOKYMEHTHl IpPOBEPSIOTCS Ha HAJIW4YHME BHUPYCOB,
IIPOBEPSETCS UX YUTAEMOCTb U MTOJTHOTA.

3.2.3. DnexTpoHHOE COOOLIEHHE CYMTAETCS MOCTYMHUBIIAM IIOCIIE IPOBEPKU
IIOJUIMHHOCTH ¥ BO3MOKHOCTH €r0 BOCITPOU3BEIEHUSI.

3.2.4. IlpueM KOppeCnOHIEHIIUN (YTEHHE MOYTHI) OCYIIECTBISIETCS HE pexe
ZByX pa3 B JICHb.

3.2.5. O6paboTKa KOpPECIOHISHIIMH IPOU3BOAUTCS B I€Hb €€ MOCTYIIIeHHs
WY B IIEPBBIA paOo4uil IeHb IIPY MOCTYIIEHUH B Hepabodue JHH.

3.3. IloaTBep:kieHHE O MONyYEHUH ITEKTPOHHOTO JOKYMEHTA

3.3.1. Ilpu monmy4YeHUHU 3JEKTPOHHOIO JOKYMEHTa IMOJIy4aTellb HalpaBisieT
OTIPABUTENIO TAaKOIo JOKYMEHTA IMOJTBEPXKACHHE O MOJNYYEHUH 3IIEKTPOHHOI'O
noxymenta. [lonrBepikaenne HanpapisgeTcs B (GopMe 3JIeKTPOHHOTO COOOILEHMS.

3.3.2. B noAaTBep:KIEHUM JOJDKHBI OBITH YKa3aHbl YHUKAQJIBHBIM BXOIALIUMA
HOMEp DJJIEKTPOHHOIO JOKYyMEHTa, JaTa U BpeMs IOJy4YeHHS JIIEKTPOHHOIO
JOKYyMEHTA.



IV. Opranu3zanus OTHPaBKU T0KYMEHTOB

4.1. IToaroroBka JOKyYMEHTOB K OTIIPABKE.

4.1.1. K pgokymeHTaM, OTIpaBiIsieMbIM TIO 3JIEKTPOHHOM  TIOYTE,
TIPEXBABJISAIOTCS CIeTyIOIMe TPeOOBAHHUS:

e JIOKyMEHTBI TOTOBATCA C TMOMOIIBIO TEKCTOBOrO pPENAKTOpa Word wunu
tabnuyHOro pemakropa Excel ¢ ucmonp3oBaHHEM mpudros Arial, Times New
Roman ¥ He JOJDKHbI COIePKaTh rpabuueckKux H300paKeHHH;

* IOKYMEHT TO/INKCHIBAETCS JUPEKTOPOM LIKONb, 3aMECTUTEIAMH AMPEKTOPA, MITH
TUIIOM, (GOPMUPYIOIIKUM JOKYMEHT;

4.1.2. WcnojHuTeN b, MOATOTOBHUBINKM JOKYMEHT, NPEACTaBIseT €ro B
6YMa)KHOM H JIEKTPOHHOM BHJIE M CIIMCOK PACCBHUIKA OTBETCTBEHHOMY 32 paborty ¢
3IIEKTPOHHOM MOYTOM.

4.1.3. TTpu oTrpaBKe JOKYMEHTOB MPE/IBAPUTENEHO NPOU3BOIUTCA NIPOBEPKA
WX JJOCTOBEPHOCTH M yd4eT B JKypHaje OTNpPaBISeMOH IO DJIEKTPOHHOM I10YTE
KOPPECTIOHAECHIIUH.

4.2. OTrpaBKa JJOKYMEHTOB IO 3JIEKTPOHHOM MOYTe.

4.2.1. JIoKyMeHThl, IOAJeXallue OTIpaBKke IO SJIEKTPOHHOM TIOYTe,
06pabaTeiBalOTCS U OTHPABJISIOTCS B JIEHb MX TNOCTYILICHHS aubo, Kax
HCKITFOYEHNe, He TI03/IHee CIIeyIomero paboyuero JHs.

4272. Jlocellka WM 3aMeHa pa30CIaHHOIO — paHee  JOKyMEHTa
OCYIIECTBIIAETCS 110 YKAa3aHHUIO JIMLA, IOANKCABIIEro JOKYMEHT.

423. B OfHOM 3JIEKTPOHHOM COOOIIEHHH, KaK MPaBUIIO, NEPEChIIACTCA
OZIMH JOKYMEHT. B ciiyuae eciu HEOOXOAMMO mepecyiaTh HECKOIBKO JOKyMEHTOB,
OHM TIOIUIEXAT obs3aTesHON yrmakoBke B apxuax RAR wm ZIP. JIOKYMEHT,
o6seMom Gonee 100 xbaiiT, apxuBHpyeTcs. ApPXUBBI HE JOJDKHBI OBITH
CaMOpacaKOBbIBAIOIIMMHUCH.

4.2.4. Tlepen OTTIPABKOM HOKyMEHTa 110 JJIEKTPOHHOH MOYTE HEO00X0AUMO
IIPOBEPUTH €ro Ha HAJIMYKe BUPYCOB..

4.3. TlepeueHb JOKYMEHTOB, OTIPABISEMBIX TI0 3JIEKTPOHHOM TIOYTE.

43.1. C TIOMOLIBIO 3JIEKTPOHHOM IOYTHl OCYIIECTBISETCSA ONepaTHBHAL
nepenaya UHGOpMaLMU B BUIE:

e IPHKA30B U PacIOPSIKEHHI,
* YKa3aHWUM U ITHCEM;

* 3JIEKTPOHHBIX COOOIIEHUIH;
¢ TeJle)OHOTPaMM.

V. XpaHeHue 3J1€KTPOHHbIX JOKYMEHTOB
3.1 Dot 3JIEKTPOHHBIE NOKYMEHTHI JOOJIKHBI XpaHUTHCS B T€YEeHHUE CPOKOB,
NpeayCMOTPEHHBIX BHYTPEHHUMHU JOKYMEHTaMHU. 9H€KTpOHHBle JOKYMEHTHI
JOJIKHBI XPaHUTHCS B JJICKTPOHHBIX apXHUBaX.
5.2. DnexkTpOHHbIe JOKyMEHTBI NOJIKHBI XPaHHTBCS B TOM IKC dbopmare, B
KOTOPOM OHH OBLTH COPMHPOBAHBI, OTIPABJIEHBI WIH TIOJTYCHBI. Cpok XpaHeHUs
3JIEKTPOHHBIX AOKYMCHTOB HE MOJKET OBITh MEHEE IISTH JIET.




5.3. XpaHeHHe OJEKTPOHHBIX JOKYMEHTOB JIOJDKHO CONPOBOXAATHCA
XpaHEHHEM COOTBETCTBYIOIIEro IPOrpaMMHOr0 obecrieueHus, 00ecreurnBarOIIEro
BO3MOYKHOCTB PaGOTHI C SNEKTPOHHBIMH XKypHaAIaMH ¥ IOKyMEHTAMH.

5.4. O6GA3aHHOCTH XpaHEHWs SJIEKTPOHHBIX NOKYMEHTOB BO3JAraroTcd Ha
yaacTHIKOB DJ10.

5.5. DJIEKTPOHHbIE apXMBbI ITOJUIEKAT 3AIIUTEe OT HECAHKIHOHHPOBAHHOIO
OCTYIIa, HelPeTHAMEPEHHOTO YHIHUTOXEHUs U (HITH) HCKaKEHUS.

V1. Opurusajibl 3JIEKTPOHHOI0 J0KYMCHTA
6.1. DNEKTPOHHBIA JAOKYMEHT MOXET UMETh HEOTPaHUYCHHOC KOJINYECTBO
opuruHanoB. JIs CO3JaHMsl JIOMONHUTENBHOIO JK3EMILLIPA 3JIEKTPOHHOTO
JIOKYMEHTA OCYIIEeCTBIISETCS BOCIPOU3BOJCTBO COACPIKAHMA JIOKYMEHTA.
6.2. Bce opurvHanbl 3JIEKTPOHHOIO JIOKyMEHTa, WICHTUYHbIE OJUH
JPYroMy, SIBJISFOTCS OPUTHHATIAMY ¥ UMEIOT OJIUHAKOBYIO IOPUIMYECKYIO CHILY.

VII. O6ecneyenre nHGOpMALHOHHON 0€30MaCHOCTH HIEKTPOHHBIX

JOKYMEHTOB

7.1. Cobnromenne TpeGoBaHHi HMHPOPMALMOHHON O€30MaCHOCTH  NpH
OpraHK3aliK 3JIEKTPOHHOTO JOKYMEHTO000poTa obecrneunBaeT:
¢ KOH(UIEHINAIBHOCTE HH(POPMANMH (TIOTYIUTh NOCTYI K UHPOpPMALIMKU MOKET
TIOJYYHTh TONBKO ONpeIeeHHbIN KPYT JIHLL);

* IIEJOCTHOCTH TiepeJaBaeMoll HWH(pOpMaluM (rapaHTHPOBAaHWE, HTO JAHHEIC
mepefalotTcss 6€3 WCK&KEHHH ¥ WMCKIIOYaeTcs BO3MOKHOCTB  IOAMEHEI
uH(GOPMALIUH);

7.2. Tpebosanusi 0 WHGOPMALMOHHOH 0e30MacHOCTH IIpYU OpraHU3aLuy
3JEKTPOHHOTO JIOKyMEHTOOOOpOTa peanu3yioTCsi TOCPEACTBOM  NPUMEHCHIA
TIPOrPaMMHO-TEXHUUECKUX CPEJICTB ¥ OPTaHU3aMOHHBIX MEP.

7.2.1. K mporpaMMHO-TEXHUYECKUM CPE/ICTBAM OTHOCATCS:

* pOrpaMMHBIE CPEICTBA, CIEUHANBHO Pa3pabOTaHHbe IS OCYIIECTBICHMS
31eKTPOHHOTO JIOKYMEHTO000pOTa;

+ cucreMa Taponed M MASHTH(QMKATOpPOB Ui  OTPaHWYCHMS  JOCTYIa
MoNB30BaTeNell U aIMUHACTPATOPOB K TEXHUYECKAM U MPOrPaMMHBIM CPEICTBAM
CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000pOoTa;

» TPOrpaMMHO-aNNaparTHbe CPEeJICTBA 3alIUThl OT HECAHKIHOHMPOBAHHOTO
JOCTYyIa;

* CpeJICTBA 3ALUTHI OT IIPOrPaMMHBIX BUPYCOB.

7.2.2. K oprani3alldOHHEIM MepaM OTHOCATCH:

* pa3MelleHVe TEXHWYECKHX CPEICTB B IOMEIICHHMSX C KOHTPOIMPYEMEIM
IOCTYIIOM;

* aJIMIHVCTPATHRHBIE OTPAaHWYEHHUSA TOCTYIA K 3THM CPECTBAM,

e 3a1aHVe PEXKUMA UCTIONB30BaHHUS MOTb30BATENIIMA U 8IMUHICTPaTOpaM naposnei
A UIEHTH(PHUKATOPOB,

» 10TYCK K OCYLIECTBIIEHHIO JOKYMEHTO000POTa TONBKO ONPECICHHBIX JIULL;

s OA/ISPKAHKE TIPOTPAMMHO-TEXHUYECKUX CPECTB B UCIIPABHOM COCTOSMHUH,



* pe3epBUPOBaHNE IPOrPAMMHO-TEXHUYECKHMX CPENCTB;

* o0yueHue NepcoHaa;

* 3aIUTa TEXHHYECKHUX CPEICTB OT MOBPEKJAIOMMX BHEIUHUX BO3ACHCTBUM
(mo>xap, BO3/IeMCTBUE BOABI U T.II.

[TonoxxeHue IEHCTBYET 10 HANMCAHKUs B HOBOM PEIaKIHH.

Kao.
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