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ITonoxenue
00 3JIEKTPOHHOM /IOKYMEHTE U 3JIEKTPOHHOM IOKYMEHT0000poTe

1.061mue nosoxeHust

1.1.Tlonoxenne 00 HIEKTPOHHOM JIOKYMEHTOOOOPOTE pa3paboTaHO B COOTBETCTBHH C
TpeboBanusmMu D3 «O6 wuHpopManuy, HHQOPMAIMOHHBIX TEXHOJOTUAX M 3alluTe
unpopmanun», O3 «O nepcoHanbHBIX JaHHBIX», O3 «O0 37EKTPOHHON HUPPOBOI MOATUCHY,
«O0 opranusanum J0KyMeHTO000pOTa MOCPEACTBOM AIIEKTPOHHOM MOUTHD».

1.2.TTonoxenune 00 IIMEKTPOHHOM JIOKYMEHTOOOOPOTE yCTaHABIMBACT €IUHBIC TPEOOBAHHS K
opraHu3anuu paboThl C JOKYMEHTaMH, MOJy4aeMbIMU U OTIPABISIEMBIMH C TOMOIIBIO
AJIEKTPOHHOM MOYTHI.

1.3.lns mueneit wHactosmero [loJoXeHHUS yCTAaHABIMBAIOTCS —CIACAYIONAE TEPMHUHBI U
oTpeeNeHus:

OnekrponHas moura (DI1) — cucrema, moO3BOJISIONIAsS TOJB30BATEISAM OTIPABIATH COOOIIECHUS
yepes MOJIEM UJIH CETEBOE COEAMHEHUE C OJHOTO KOMITbIoTepa Ha Ipyroi. JlIokyMeHTHpoBaHHAs
nHpopManus (IOKyMeHT) — 3adUKCHPOBAaHHAs HAa MaTepuaJbHOM HOCHUTEle HHGOpMaIus ¢
PEKBU3UTAMHU, [TO3BOJISIFOIIUMHU €€ UICHTU(UIIUPOBATS.

DneKTpOHHBIN JOKyMeHTo00opoT (D/10) — opraHu3alMOHHO W MPOTPAMMHO — TEXHUYECKHU
yrnopsijoueHHass uH(GOpMalMOHHAs cHCTeMa, olecmeuMBaromias mporecc oOMmeHa, cbopa,
00paboTKH, HAKOTICHUS M XpaHEeHUs1 HH(GOPMaIlUU IOCPEACTBOM AIEKTPOHHBIX JOKYMEHTOB.
DOneKkTpoHHBIN AJ0KyMeHT (D/1) — TOKyMEHT, CO3/ITaHHbIN ITPH TTOMOIIH 3JICKTPOHHBIX alllapaTHO-
TEXHMYECKUX M TMPOrPaMMHBIX CpPEICTB, (QUKCUpyeMbli B 1udpoBOM Kojae B ¢dopme
UICHTU(PUIIMPYEMOTO IO COAEPKATeIbHOW YacTH HWMEHOBAHHOTO (haiiia, OOCTYMHBIN Ams
noclieayromeii 00paboTKH, UCIOJIb30BAHUS, BOCIIPOU3BEACHUS (OTOOpaKEHHs) U BU3YaIbHOTO
BOCIIPUSTHS, a TAKXKe JJIs TIepeaud U TOTyYeHHsI TI0 TeIEKOMMYHUKAIIMOHHBIM KaHaJlaM CBSI3U.
[TakeT AIeKTPOHHBIX TOKYMEHTOB (MaKeT) — ouH Uiy 6onee D/1.

OnextponHoe coobmienne (DC) — IOTUYECKU IIENIOCTHAsE COBOKYMHOCTH JAHHBIX, MMEIOIINX
CMBICT JUIsl yYJaCTHUKOB HWH(OPMAIMOHHOTO B3aWMOJCHMCTBUSA, 3aKOJAUPOBAHHAs CIOCOOOM,
MO3BOJISIFOIIMM O0ECTIeUuTh ee 00paboTKy CpefcTBaMHU BHIYUCIUTENHFHOW TEXHUKH, NIEpeaady Mo
TEJICKOMMYHUKAIIMOHHBIM KaHalaM CBSI3M M XpaHEHHEe Ha MAalIMHOYUTAEMbIX HOCHUTENSIX
unpopmanuu. YuactHuk — MBOY "COHI" nrr. Cungop, ydYacTBYIOUIEE B JJIEKTPOHHOM
JTOKYMEHTO000pOTE.

OTnpaBuTens AIEKTPOHHOTO JOKYMEHTa (OTHpPAaBUTENb)- (GU3NUECKOE WU IOPHINYECKOE JHUIIO,
KOTOPO€ HaIpaBJsieT »AIIEKTPOHHBIM JOKyMeHT. [losiydyarens 3JIEKTPOHHOTO JIOKyMEHTa
(monmydarens) — (uznUeckoe WM IOPUAMYECKOE JIMIIO, KOTOPOMY OTIPABIEH JJIEKTPOHHBIN
NOKyMeHT. JlocTaBka »SIIGKTPOHHOTO JIOKyMEHTa (JIocTaBKa) — (usmdyeckuii mporiecc
nepeMeIeHus AIEKTPOHHOTO IOKYMEHTA OT OTIPABUTENS K MOJIydaTeto.



1.4.B nacrosimem IlonokeHun B kauecTBe )] paccMaTpuBalOTCs 3JICKTPOHHBIE CIY)KEOHO-
nH(OPMAIIMOHHBIC JOKYMEHTHI.

1.5.TTonoxenne pacrpocTpaHseTcs Ha OpraHU3aIio paboThl C JOKYMEHTaMHU, MepelaBaeMbIMH
U TIOJYYaeMBbIMH C MOMOIIBIO AJIEKTPOHHOM MOYTHI, BKIOYAsg WX MOATOTOBKY, PETHCTPAIMIO,
yueT, oTipaBky U nosydyesue 8 MbOVY "COIL" nrr. Cunnop.

1.6.TpeGoBanusi, ycranaBnuBaemble [loyokeHneM, oOs3aTeNnbHBl Ui BCeX pPabOTHHUKOB
y4eOHOTO 3aBEACHHUS.

1.7.0TBETCTBEHHOCTh 3a OpPraHU3alMi0 U COCTOSIHME JOKYMEHTAIIMOHHOTO O00ecTeueHus
MOCPEJICTBOM  BJICKTPOHHOM TOYTHI B 0OOpa30BaTEIbHOM YUYPEXKAECHUH BO3Jaraercs Ha
OTBETCTBEHHOE JIMIIO, yTBepKaaemoe npukazom no MbBOY "COUI" nrr. Cungop:

-TIOJIEpKKa B pabOTOCHOCOOHOM COCTOSIHUM TEXHHYECKOTO W TPOTPAMMHOTO OOeCIeYeHHs,
OTBEYAOIIETO 32 (PYHKIIMOHUPOBAHHE HIICKTPOHHOM IMOYTHI B TEXHUKYME;

-coOroienune rpaduka paboThl ¢ IEKTPOHHOM IMOYTOM;

-TIpUeM, KOHTPOJIb YUTAEMOCTH U IOCTOBEPHOCTH, pacredaTka (eciau HEeT APYruX BOZMOKHOCTEH
O3HAKOMJICHUSI C DJIEKTPOHHBIM BapHaHTOM TEKCTa), Y4eT M paclpelesieHue MOCTYHAroInX
JTOKYMEHTOB;

-TIIOATOTOBKA M OTIIPaBKa MH(POPMALIMU B apec OpraHU3alliM, MPHUCIABIICH JOKYMEHT, O JaTe
NpUEeMKHA JIOKyMEHTa ¥ JarTe JOBEISHHWS JO0 JOJDKHOCTHOro Jmna (mepesadd B
JIEJIOTIPOU3BOJICTBO);

-Tiepeiada JJOKYMEHTOB Ha pACCMOTPEHHUE PYKOBOIUTEIIO (B JIEIOTIPOU3BOICTBO);

-y4eT W PErucTpamnus OTIPABISEMBIX H3 YUPESKICHHUS 0Opa3oBaHUS JOKYMEHTOB, INPOBEpKa
MPAaBHIBLHOCTH WX OPOPMIICHHS M OPTaHU3AIHs UX OTIIPABKH;

-KOHTPOJIb TIOJydeHHsT HWH(OpMAIMu aapecaToM, OpraHU3aIys, B cily4ae HEoOXOJUMOCTH,
MTOBTOPHO OTIIPaBKU TOKYMEHTA;

-BeJIeHHE JXypHaJla ydeTa IMOCTYIMANUX U OTIPABISIEMBIX IO 3JIEKTPOHHOM 1MOYTE JOKYMEHTOB;
-OIepaTUBHOE peLIeHNE BOMPOCOB MO pabOTe 3JIEKTPOHHON MOYTHI.

1.8.PykoBoauTenb 00pa30BaTEIbHOTO YUPEKICHUS MOXKET YTBEPXKIaTh COOCTBEHHBIN MOPSIOK
paboThl ¢ JOKYMEHTaMH, He TpoTUBOpedanuii TpedoBanusiM [lonoxxenus.

1.9.Hacrosimee IlonokeHne He peryaupyrOT BOTPOCH OOMEHA 3JIEKTPOHHBIMHU COOOIICHUSIMH,
HE SBJSIOUIUMUCS 3JIEKTPOHHBIMU JOKYMEHTAMH.

1.10.U3menenus u nonosiHenus B Hactosuue [lonoxenue u [Ipunoxxenus Kk Hemy, AOBOASTCS
70 CBEJCHHSA YYaCTHMKOB IOCPEACTBOM HaIlpaBlIEHUS YBEIOMJICHHSI B (POpMe 3JIEKTPOHHOTO
JOKYMEHTa, WM HUHBIM CHOCOOOM, OOECIeYMBAIONIMM IOATBEPKICHUE BPYUYEHHSI JOKYMEHTa
MOJIyyaTeNo, He TMO3JHee, 4eM 3a 5 pabouumx AHEW N0 AaThl BCTYIUICHUS B CHIIy JTAHHBIX
U3MEHEHUN U JOIOJHEHUHN.

1.11.Pacchuika BJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS IO aJpecy, MPelIoCTaBIsieMOMY
Y4yacTHUKOM.

2.YcJI0BHA I0NYCKA YYACTHHKA K ocymiecTBJIeHn0 10

2.1.Y4acTHUK JNOMYyCKaeTCs K OCYILIECTBICHHIO TOKYMEHTOOOOpOTa MOCIE BBIOJHEHUS BCEH
COBOKYITHOCTHU CJIEAYIOIIUX IEHCTBUI:

2.1.1.YcTaHOBKM HEOOXOJMMBIX ammapaTHBIX CPEICTB, KIMEHTCKOTO MPOrPaMMHOTO H
HH(POPMAITMOHHOTO 00ECIICUEHUSI.

2.1.2.0pranuzanuu sIIMKa OSJIEKTPOHHOM TMOuThl Ha pabodeM MecTe ToiydaTens C
MIPEIOCTABJICHHBIM 3JIEKTPOHHBIM aJJpeCcOM U aJpecaMu MOUYTOBBIX CEPBEPOB.
2.1.3.CornacoBanusi MeXJIy YYacTHHKAMHU T€peyHss JOKYMEHTOB IepelaBaeMbIX IO
TEJIeKOMMYHUKAIIMOHHBIM KaHajaM CBSI3U B DJIEKTPOHHOM BU/IE.

3.0pranu3anus 3JIeKTPOHHOI 0 JOKYMEHT0000poTa

3.1.TTops 0K OpraHn3aluy 3IEKTPOHHOTO JOKYMEHTO000pOTa!

3.1.1.25eKkTpoHHBII TOKyMEHTOOOOPOT BKIIIOYAET B CEOsL:

- (popMUpOBaHHE NEKTPOHHOTIO JOKYMEHTA;

-OTIIPAaBKY U JOCTABKY AJIEKTPOHHOTO JOKYMEHTA;

-IPOBEPKY AJIEKTPOHHOTO JOKYMEHTA,

-TMIOATBEPKICHHUE TIOTY4YEHHs 3JIEKTPOHHOTO TOKYMEHTA;

-y4eT DIEKTPOHHBIX JOKYMEHTOB (pPErHCTpaIlfi0 BXOMANIUX M HCXOSIIUX AJICKTPOHHBIX
JIOKYMEHTOB);



-XpaHEHHUE ANEKTPOHHBIX JTOKYMEHTOB (BEJIEHUE apXUBOB 3JIEKTPOHHBIX JOKYMEHTOB).
3.1.2.dopMupoBaHKe AIEKTPOHHOTO JOKYMEHTa OCYIIECTBISIETCS B CIEIYIOUIEM IOpPSIKe: -
(dbopMupoBaHHE AIEKTPOHHOTO TOKYMEHTA B BUE UMEHOBAHHOTO (aiina;

-ToANMcaHue cOPMHUPOBAHHOTO IEKTPOHHOTO JOKYMEHTA B BUJIE IMEHOBAaHHOTO (haiina.
3.1.3.ChopMHUpOBaHHBINA 3JIEKTPOHHBIA JOKYMEHT HUMEET IOPUIMYECKYI0 CHJIYy M BIIEYET
IIPEyCMOTPEHHBIE JJISl JAHHOTO JOKYMEHTA IIPaBOBbIE MIOCIEACTBHS B CIIy4ae €ro Ha/jleKallero
o(opMIICHHS B COOTBETCTBUH ¢ HacTosIuM llonoskeHuem.

3.1.4.C uenpio yMeHbIIEHUS OOBEMOB IMepeaaBaeMoll WHGOPMAIMU TIPU TPAHCIIOPTUPOBKE
AJIEKTPOHHBIX JOKYMEHTOB MOTYT HCIOJIb30BaThCs CIELMAIbHBIE aJTOPUTMBbl  CXKaTUs
nHpOpManuu.

3.1.5.Bce ropunuueckue neHCTBHS, 0QOpPMIISIEMbIe MOCPEACTBOM IEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBUH ¢ HacTosmmM [lonokeHnem, Mpu3HAIOTCS COBEPIIEHHBIMU B MUCbMEHHOH (hopme
U HE MOTYT ObITh OCHOPEHBI TOJIBKO Ha TOM OCHOBAaHUH, YTO OHU COBEPILEHBI B AJIEKTPOHHOM
BUJIE.

3.1.6.ITocne moydeHus 3JIEKTPOHHOTO TOKYMEHTA MOJyJaTeNnb 00s3aH HAIIPaBUTh OTIIPABUTEIIO
TaKoOro JJOKyMEHTa MOATBEPKACHUE O TOJIYYEHUU AIEKTPOHHOTO TOKYMEHTA.

4.Opranuzauus padoThl ¢ MOCTyNAa0IIel KOPPeCoHIeH e

4.1.Cnoco0sl TOCTaBKH KOPPECTIOHACHITUN

4.1.1.JTocraBka xoppecnoraeHumun B MOY "COII" nrr. CuHmop OCYIIECTBISIETCA TI0
AJIEKTPOHHOM MOYTe.

4.2 Tlpuem n 06paboTKa KOPPECTOHICHIINT

4.2.1 Koppecnionnennus, nocrynaromas B MBOY "COII" nrr. Cunmop, npenBapUTEIbHO
MIPOXOJIUT Yepe3 aHTUBUPYCHYIO IIPOBEPKY, paclieyaTblBaeTCs (€CIM HET IPYTUX BO3MOMXKHOCTEN
O3HAKOMJIEHHSI C OJJIEKTPOHHBIM BapUaHTOM TEKCTa), MPOXOAMUT TEPBUUYHYIO 00paboTKY,
pacnpeziefieHue, perucTpamuio.

4.2.2.B mporecce TEpBOHAYAIBLHON OOpaOOTKM TOCTYMAIOMIEH KOPPECIOHIACHIIMA BCE
JOKYMEHTBI POBEPAIOTCS HA HAIMYUE BUPYCOB, IPOBEPSAETCS UX YATAEMOCTD U MOJHOTA.
4.2.3.O1eKTpOHHOE COOOIIECHUE CUYUTAETCS TOCTYMHUBIIUM TIOCIE TPOBEPKU TMOJJIUHHOCTH U
BO3MOYHOCTH €0 BOCIIPOU3BEICHUS.

4.2.4.1TpuemM KOppecTOHACHITUH (YTEHHE MTOYTHI) OCYIIECTBIISIETCS HE PEKE IBYX pa3 B JICHb.
4.2.5.00paboTKka KOPPECHOHACHIIMK TPOU3BOJUTCA B JIEHb €€ TOCTYIUICHHWs WM B TEPBBIN
pabounii IeHb P MOCTYIUICHUH B HEPaOOUHE JTHU.

4.2.6.1lopsimox mpuemMa CpOYHOM KOpPPECHOHICHIIMM B Hepabouee BpeMsi, BBIXOJIHbIE U
Mpa3HUYHbIEC THU YCTAaHABIIUBAETCS JUPEKTOPOM 00pPa30BATEIBHOTO YUPEKACHHUS.

4.3. Peructpanusa 10KyMEHTOB U Iiepefiaya ux B Je10nIponu3BoictBo OY

4.3.1.Bce moctynuBIIME AOKYMEHTBl PETHCTPUPYIOTCS B JKypHaJle yueTa IOCTYMUBIIEH IO
AIIEKTPOHHOU MOYTE KOPPECTIOHICHIIHH.

4.3.2. Peructpanus JOKyMEHTOB IIPOU3BOJUTCS B ACHb WX TOCTYIUICHHS WJIU B MIEPBBIA pabounii
JIeHb MU MOCTYIJICHUH B HEpaOoUyue THU.

4.3.3.1locne peructpauMd B IKypHaJe Yyd4eTa TMOJYYCHHbIE JIOKYMEHTHI TepelaroTcs B
nenonpousBoactso MbBOY "COI" nrt. Cunaop ¢ 00s3aTenbHOM OTMETKOM B XKypHalle y4yeTa.
4.4. IlonTBep>KaeHHE O MOJTYYSHUH IEKTPOHHOTO JOKYMEHTA

4.4.1.11pu nosy4ueHUu 3JIEKTPOHHOTO JIOKYMEHTA MOJy4aTesb HAlPaBisieT OTIPABUTEIIO TAKOTO
JOKYMEHTa TMOATBEPXkJACHWE O TOJIY4YeHUU DOJIEKTPOHHOro JokymeHTa. IloarBepiknenue
HanpasJisieTcss B popMe EKTPOHHOTO COOOIIECHNUSI.

4.4.2.B noaTBepKICHUH JOJKHBI ObITh YKa3aHbl YHUKAIBHBIN BXOISIINI HOMEP dIIEKTPOHHOTO
JIOKYMEHTA, 1aTa U BpeMs MOIY4EHUS FIEKTPOHHOIO IOKYMEHTA.

5.0praHu3anusi OTHPABKH TIOKYMEHTOB

5.1.TloaroToBKa JOKYMEHTOB K OTHpPAaBKE.

5.1.1.K nmokymeHTaM, OTIPABISIEMBIM IO AIIEKTPOHHON TMOYTE, MPEIbSABISIOTCS CIEAYIOIIHNE
TpeOoBaHus:

-JIOKYMEHTBI TOTOBSITCSI C MOMOIIBIO TEKCTOBOTO perakTopa Word min TabIUYHOTO peaakTopa
Excel ¢ ucnonszoBanuem mpugra TimesNewRoman u He HODKHBI coAepiKaTh TpadudecKux
M300paKeHMIA;



-B BEPXHEM IIPaBOM YIIIy JOJDKHO ObITh ykazaHo «llepemaHo 1Mo S3JEKTPOHHON MOYTEN;-
JOKYMEHT TOJIHCHIBACTCS IUPEKTOPOM, 3aMECTUTENIIMU JUPEKTOpa, M Tepea OTIPaBKOU
3aBepsieTcss pabOTHUKOM OTBETCTBEHHBIM 32 D]10;

-JIOKYMEHT COJICPXKUT YUETHYIO HH(POPMAIIHIO O PETUCTPALIMHU B IO NIPOU3BOICTBE.
5.1.2.VicionHuTENb, TOATOTOBUBIIMKA JOKYMEHT, MpPEACTAaBISET €ro B OyMaXXHOM U
3JIEKTPOHHOM BHUJIE U CIIMCOK PACCHUIKA OTBETCTBEHHOMY 32 paboTy C IEKTPOHHOM MOYTOM.
5.1.3.DnekTpoHHOE COOOIIEHHE OT HMMEHH, 00pa30BaTEIbHOTO YUPEKICHHUS TOJDKHO OBITH
MOJITBEPXKACHO, B CiIydae HEOOXOIMMOCTH, MOANMCAHHBIM OPUTHHAJIOM JOKYMEHTa, KOTOPBIU
HaxoauTes B aenomnpoussoactse MbOY "COUI" nrr. Cunnop.

5.1.4.I1pu oTnpaBKe JOKYMEHTOB IPEABAPUTEIBHO IMPOU3BOJUTCS MIPOBEPKA UX JOCTOBEPHOCTH
U y4eT B )KypHaJle OTIPABIISAEMOI 110 3JIEKTPOHHOM 1OYTE KOPPECIIOHACHLIUY.

5.2. OTnpaBka JOKyMEHTOB 1O 3JIEKTPOHHOMU MOYTE.

5.2.1.J]IokyMeHTbI, TMOAJEKAIINe OTIPAaBKe IO OJIEKTPOHHOH TodYTe, 00pabaThIBalOTCA U
OTIPABJISIIOTCS B JIeHb UX IOCTYIUIEHHS JIM0O, KaK MCKIIOUYEHUE, HE TO3/HEE CIEIYIOIIEro
pabouero JiHS.

5.2.2.]lochuika WM 3aMEHa pPa3OCIaHHOTO paHee JOKYMEHTa OCYIIECTBIISCTCS IO YKa3aHHIO
JU1a, MOANKUCABIIEr0 JOKYMEHT.

5.2.3.3anpenraercs rmepenaBaTh JIEKTPOHHOW TOYTOW JOKYMEHTHI C ToMeTKou “Jls
CIIY>keOHOTO TI0JIb30BaHUs .

5.2.4.B 0oqHOM 3JIEKTPOHHOM COOOIICHHWH, KaK TPABHIIO, TEPEChUIaeTCs OJWH JTOKYMEHT. B
cllydae eclii HeoOXOJHWMO TepeciiaTh HECKOJbKO JOKYMEHTOB, OHM MOJUIEKaT 00s3aTeNIbHOMN
ynakoBke B apxuBaXx RAR wmmu ZIP. [lokyment, oovsemom Oonee 100 kbaiit, apxuBupyercs.
ApXUBBI HE JIOJDKHBI OBITH CAMOPACTIAKOBHIBAIOIIIUMHUCS.

5.2.5.TTepen oTmpaBKoOil MOKYMEHTa IO DJEKTPOHHOW TOYTEe HEOOXOJWMO TPOBEPHTH €ro Ha
HaJINYHE BUPYCOB.

5.3.IlepeueHb JOKYMEHTOB, OTIIPABIIAEMBIX 110 JIEKTPOHHON MOYTE.

5.3.1.C noMoIIp0 3IEeKTPOHHOM MOYTHI OCYIIECTBIISIETCSl OTIEpaTUBHAs Tiepenada nHopmManuu
B BUJIE:

-IIPUKA30B U PACIOPSKEHUN;

-yKa3aHUW U MUCEM;

-3JIEKTPOHHBIX COOOIICHHUI;

- TeJIETpamMM U TeJIeOHOTPaMM.

6.XpaHeHHe 3J1eKTPOHHBIX IOKYMEHTOB

6.1.Bce anekTpoHHBIE JOKYMEHTBI JOJKHBI XPaHUTHCS B T€YEHUE CPOKOB, MPETYCMOTPEHHBIX
BHYTPEHHUMH JIOKYMEHTaMU YYacCTHUKA. OJIEKTPOHHBIE JOKYMEHTHI JOJIKHBI XPaHUTHCS B
3JIEKTPOHHBIX apXHBaXx.

6.2.D5eKTpOHHbIE TOKYMEHTHI JOJDKHBI XPaHUThCS B TOM K€ (hopmare, B KOTOPOM OHHM ObUIN
c(OopMHpOBaHbI, OTIPaBJIEHbl WIHM MOJy4eHbl. CpOK XpaHEHUS AJIEKTPOHHBIX IOKYMEHTOB He
MOJKET ObITh MEHEE IISTH JIET.

6.3.XpaHeHue  2JEKTPOHHBIX  JOKYMEHTOB  JIOJDKHO  COIPOBOXAATbCS ~ XpaHEHHUEM
COOTBETCTBYIOLIETO MPOrpaMMHOI0 oOecreueHus, 00eCneynBaroIlero BO3MOXKHOCTh PabOThl €
3JIEKTPOHHBIMH JKypHAJIaMU U JOKYMEHTaMH.

6.4.00513aHHOCTH XpaHEHHUs AIIEKTPOHHBIX JOKYMEHTOB BO3JararTcs Ha YuacTHUKoB D/10.
6.5./ln4 BBINOJHEHUS TEKYIIMX pabOT MO BEAECHHUIO 3JIEKTPOHHBIX apXUBOB YuacTHuku /10
Ha3HAYalo0T OTBETCTBEHHOE JIUILIO.

6.6.05eKTpOHHbIE  apXUBBl MOJUIEKAT 3alllUTe OT HECAHKIMOHMPOBAHHOIO  JIOCTYIA,
HeNpeAHaMEePEHHOT0 YHUUTOKEHUS U (MIIN) UCKaKEHHUS.

7.OpuUruHAJIbI 3J1eKTPOHHOI0 JOKYMEHTAa

7.1.O5eKTpOHHBIN JTOKYMEHT MOXET HMMETh HEeOrpaHHYeHHOE KOJMYECTBO OpHUrHMHAioOB. Jlis
CO3/IaHUS  JIOTIOJIHUTENIBHOTO  JK3EMIUIIpa  3JEKTPOHHOTO  JIOKYMEHTa  OCYILECTBIISETCS
BOCITPOM3BO/ICTBO COJIEP’KaHUS JOKYMEHTA.

7.2.Bce opuruHajibl BIEKTPOHHOTO JOKYMEHTA, WJCHTUYHbIE OJMH JPYroMy, SIBJISIOTCS
OpUTMHAJIIAMHU U UMEIOT OJIMHAKOBYIO IOPUIMUYECKYIO CUITY.

8. Konuu 3/1eKTPOHHOI 0 10KyMeHTAa



8.1.Konuu »5IeKTpOHHOTO JOKYMEHTa CO3Jal0Tcs Ha OYMaXKHOM HOCHUTENE U 3aBepsIOTCS
COOCTBEHHOPYYHOH TOJMHMCHIO JIMIA, SBISIOMIETOCS OTIPABUTENIEM WM MOJydaTelieM
AIIEKTPOHHOTO JOKYMEHTA.
8.2.Komnuu >1eKTpOHHOTO JOKyMEHTa Ha OyMa)KHOM HOCHTENE JOJDKHBI COJIepKaTh YKa3aHUsS Ha
TO, YTO OHH SIBJISIOTCSI KOMUSIMH COOTBETCTBYIOLIETO 3JIEKTPOHHOTO JOKYMEHTA.
9.00ecneyeHune HHPOPMALMOHHOI 0€30MACHOCTH IJIEKTPOHHBIX JOKYMEHTOB
9.1.Cobmonenne  TpeOoBaHuii  WH(POpPMANMOHHOW  OE30MACHOCTH  TPH  OpPraHU3AIUU
IEKTPOHHOTO JOKyMEHTO00OpOTa 00ECIIeUHBACT:
-KOH(pUICHINANBHOCT, MHPOPMALUU (MOJYYUTh JOCTYH K HH(POpPMAIMA MOXET IOJyYHTh
TOJIBKO OIIPEICTICHHBIN KPYT JIHII);
-IIEJIOCTHOCTh TepeaBaeMoi MHpopManuu (rapaHTHPOBAHHME, YTO JAHHBIE TepeaaroTcs 0e3
MCKKEHUH M UCKITF0YAETCS BO3MOXKHOCTD TOAMEHBI HH(pOpPMAaIuu
-ayTeHTUHUKAIHMIO (KOT[a IepenaBacMyr0 HH()OPMAIUI0 MOXKET MOJYYUTh TOJBKO TO JIWIIO,
KOMY OHa IpeJHA3HA4YeHAa, a OTIpPABUTENIEM SBISETCS WMEHHO TOT, OT YhEr0 WMEHH OHa
OTIPABJICHA).
9.2.TpeboBanusi 1o WHMOPMAIIMOHHONH OE30MACHOCTH TIPH OpraHW3alUd  AIIEKTPOHHOTO
JOKYMEHTOO0OpOTa  PEaNM3yIOTCS  IOCPEJACTBOM  MPHUMEHEHHSIPOTPAMMHO-TEXHHUECKIX
CPE/ACTB M OPTraHU3AI[OHHBIX MED.
9.2.1.K mporpaMMHO-TEXHHYECKHM CPEJICTBAM OTHOCSTCS:
-IIPOTrpaMMHBIE CPEJCTBA, CHEIHATbHO pa3pabOTaHHBIC U OCYIIECTBICHHUS AIIEKTPOHHOTO
JTOKYMEHTO00O0POTA;
-CHCTeMa Tapojiel ¥ WACHTH(PHUKATOPOB U OTPAHWYCHHS JIOCTyNa IOJIb30BaTeNeH U
aIIMUHUCTPATOPOB K TEXHHMYECKHMM U MPOTPAMMHBIM CpPEICTBAM CHCTEMBI AJIEKTPOHHOTO
JTOKYMEHTOO00POTA;
-TIIPOTPaMMHO-aNIapaTHRIE CPEJCTBA 3aIIUTHI OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA;
-CpEJICTBA 3aIIUTHI OT IPOTPAMMHBIX BHPYCOB.
9.2.2. K opranu3aimOHHBIM ME€paM OTHOCSITCS:
-pa3MeInieHne TEXHUIECKAX CPEJICTB B IIOMEIIEHHSIX C KOHTPOJIUPYEMBIM JIOCTYIIOM;
-aIMUHHCTPATUBHBIC OIPaHUYCHUS TOCTYIA K 3TUM CPE/ICTBAM;
-33JIaHUEe PEKMMA WCIOJL30BAHMS TOJB30BATEISIMA W aJIMUHHCTpPATOpaM Iapojed |
UIEHTU(UKATOPOB;
-JIOTTYCK K OCYIIECTBICHHIO TOKYMEHTOO0OPOTA TOJIEKO OMPEIeICHHBIX JIHII;
-TO/IepKAHUE IPOTPAMMHO-TEXHUYECKUX CPEJICTB B HCIIPABHOM COCTOSTHHH;
-pe3epBUpPOBaHUE MPOTPAMMHO-TEXHHUECKUX CPECTB;
-00ydeHue nepcoHaa;
-3aIdTa TEXHUYCCKHX CpPEACTB OT TOBPSKAAIONIMX BHEIIHUX BO3JCHCTBHU (TIOXKap,
BO3/ICHICTBUE BOJBI U T.IL.).

3akI0YUTeIbHbIE OJI0KEHUS
10.1.Cpok aeicTBUS TOJIOKEHHUS HE OTPAaHUYCH.
10.2. Tlpu ©3MEHEHUY 3aKOHOIATEIILCTBA B aKT BHOCSTCS U3MEHCHHS B YCTAHOBJICHHOM 3aKOHOM
MOPSTIKE.
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