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1. O0mmue moJI0KeHHAS

1.1. TlomoxeHue 06 3NEKTPOHHOM IOKYMEHTOOGOpOTE pa3paGoTaHo B COOTBETCTBHH C
TpeGoBanmsavMu @3 Ne149-@3 ot 27.07.2006 T «O6 mEdopManmy, HEGOPMAIMOHHEBIX TEXHOTIOTHIX
¥ 3amuTe HHbopMarwmy, Ne 152-03 ot 27.07.2006 r. «O nepcoHalbHBIX JaHHBIXY, N 63-@3 ot 06.
04.2011 roma «O6 snextpoHHOH mommucHy, «O6 opraHHM3alEH TOKyMEHTOO00pOTa IOCPEICTBOM
SIEKTPOHHOU IIOYTEIY.

1.2. Tlonoxkernue 06 SIEKTPOHHOM IOKYMEHTOOO0pOTE pa3pabOTaHO Ui MYHUIIUIIAIBHOIO
GromKeTHOTO yupexkaenus: «CropTuBHas mKoia ropona IllapsmoBo» M yCTaHABIMBACT C/(MHEIC
TpeGOBaHMS K OpraHM3aliy PabOTE ¢ JOKyMEHTAMH, [IOMTyIaeMEIMU ¥ OTIPABIIICMBIMHE C IIOMOIIBIO
BIIEKTPOHHON ITOYTEL

1.3. JIna memedt HacTosmero IlomoeHust yCTaHABIMBAIOTCA CICAYIOIMEC TCPMHUHEL H
OTIpEeIICHHUS:

Dnexrponnas nodra (JII) — cucTema, MO3BOIIOMAst IIOB30BATEIAM OTIPaBIATE coobmenus
Yepes MOJGM M CETEBOE COeIHHEHHE C OJHOTO KOMIBIOTEpa Ha NPYroi. JIOKYMEHTHPOBAHHAS
uEpopManus (HOKYMEHT) — 3aQHUKCHpOBaHHAs Ha MaTCPHATBHOM HOCHUTEIC uHbOpMaHd C
PEKBH3UTAMH, TIO3BOJIIIONIMMY €€ HICHTUUIEPOBATE.

DiIeKTpoHHBI HoKyMeHTo060poT (OJI0) — OpraHM3alOHHO M IPOrpaMMHO—TCXHHYCCKH
yHopsaoYeHHas nHOPMAIIHOHHAS CHCTeMA, 00eCIeIHBAIOMAs IIPOIIECC obMmena, c6opa, 06paboTKH,
HaKOIUICHMS ¥ XpaHeHus THQOPMAaIUK TOCPEACTBOM SIEKTPOHHEIX JOKYMEHTOB.

DNeKTpoHHB HoKyMeHT (OJ[) — MOKyMEHT, CO3[JaHHBIM IIPH IIOMOIIM SIEKTPOHHBIX
ATIIIAPATHO-TEXHIYECKUX ¥ IPOTPAMMHBIX CDPEICTB, QHUKCHpyeMsblii B IH(bPOBOM KOAE B dopme
HIeHTAQHIUPYEMOTO TI0 CONEpIKaTeNbHOM dYaCTH HWMEHOBaHHOro (aifia, JOCTYIHBIA A
Hocienyrome 06paboTKH, HCIONB30BAHMSA, BOCIPOU3BEICHHS (oTOOpaxkeHHs)) M BH3YaIBHOTO
BOCIIPHATHS, a TAKKe Ui Iepeladd U IONyIeHHUs 110 TENCKOMMYHUKAIMOHHEIM KaHalaM CBA3H.
TlakeT 5IeKTPOHHEIX JOKyMEHTOB (IlaKeT) — omuH um Gonee I/I.

OIT — 3IeKTPOHHAS TOIIHECH — AHANOr COOCTBEHHOPYIHOH MOAIKCH paboToNaTeNs u/An
paboTHHKa, KOTOpas MO3BONAET HMACHTH(QHIMPOBATE JMIO, KOTOPOS MOAIHCAIO IOKYMCHT.
CymiecTByeT IpocTast ¥ yCHICHHAS SJICKTPOHHAS IOIIHCE.

VenrenHas HeKBAM(HIMPOBAHHAS OIEKTpoHHas mommuch (manee — HOII) — Bun
ycunento#t OIl, KoTopas: TIONydeHA B pE3yIbTaTe kpHrTorpadudeckoro mpeobpasoBaHuUs
HHGOPMAIUY C HCIIONB30BaHMEM KIIF0Ya 3JIEKTPOHHOM IIOJIIMCH; TO3BOJCT ONPECTHUTE JIHUIO,
mommucapmree DJI; O3BOISET OOHAPYKHUTH GaKT BHECHHs M3MeHeHuH B D[ 1ocie MOMEHTA €T0
HOIIHCAHIST, CO3NAETCS ¢ MCIIOIb30BaHIeM cpecTB OlL

VeunenHas KBamaHUIMpOBaHHAS JIEKTPOHHAS IIOAKCE — 3JICKTPOHHAS MOAIHCE, KOTOpas
COOTBETCTBYET BCEM IPH3HAKaM HEKBaIH(QUIUPOBAHHON 2JICKTPOHHOM IOAIHCH H CIEAYIOIHM
JIOTIOJTHATEHHEIM IIPU3HAKAM:

- KJTEOY IIPOBEPKH JJTEKTPOHHOM IIOIHCH YKa3aH B KBATH(DUITPOBAHHOM ceptuduKare;



- JUTSL CO3JIAHMUS ¥ IPOBEPKHU 3IEKTPOHHOMN IIOIIACH HCIOTB3YIOTCS CPENICTBA JIEKTPOHHOM
TIO/IIIMCH, AMEIOMINE TIOATBEPXKIEHHE COOTBETCTBHS TPEOOBAHHUSM, YCTAHOBICHHBIM
B ®enepansrom 3akose 0T 06.04.2011 Ne 63-@3 «O6 311eKTPOHHOHN IIOTIHCHY.

[loanucaHHEI SIEKTPOHHEIA moKyMeHT (mamee — IIOJ) — 3EKTPOHHBIA JOKYMEHT
C IIPUCOC/IMHEHHO 3IEKTPOHHON IONKCHI0, KoTopas ObUia cosmaHa Ha ocHoBe O] M KIOYa
3JIEKTPOHHOH IOIIHCH.

CepruduKaT Kmo4a [POBEPKH OSIEKTPOHHON mMOAmMCH  (Haiee — ceprudukar) —
SJIEKTPOHHEIA JOKYMEHT WIM IOKYMEHT Ha OyMaXHOM HOCHTENC, BRINAHHBIH YHOCTOBEDSIOIIIM
IEHTpOM MO0 [OBEPEHHBIM JIAIOM  YAOCTOBEPSIOMEro HEHTpa | OJTBEPXK IAIOIIAH
IIPUHA/UIEKHOCT KJIF0Ya IIPOBEPKA OJIEKTPOHHOW MOMIHCH  BIANEIBIYY ceprudukaTa Kmoda
MIPOBEPKH 3IEKTPOHHON HOJIIIHCH.

DnexTporHoe coobmerue (JC) — JOrHYeCcKH LENOCTHAs COBOKYIHOCTh JAHHBIX, HMCIOIMHX
CMBICT I y9YaCTHHKOB HH(MOPMAIMOHHOIO B3aMMOJCHCTBUS, 3aKOAMPOBAHHAS crocobom,
[O3BOJIIONMM 00ECIIEeUHTs €€ 00paboTKy CPEICTBAMH BEIYMCIMTENbHOM TEXHUKH, IEpeady IO
TEICKOMMYHHKAI[MOHHEIM KaHalaM CBS3M M XpaHCHWE Ha MAlIMHOYHUTAEMBIX HOCHTEILIX
uHPOPMAITHH.

OTnpaBUTENs OJIEKTPOHHOTO NOKyMEHTa (OTIPABATENH) - IOPHAMYECKOE JIMIO, KOTOpoe
HaIpaBJIsIeT SIEKTPOHHEIA JOKYMEHT.

TTonmydarens SIEKTPOHHOIO IOKyMEHTa (IIOJNydYaTelb) - IOPHAMYECKOE JIHI0, KOTOPOMY
OTIIPaBJICH 3JIEKTPOHHBIH JOKYMEHT.

JlocTaBKa 3JMEKTPOHHOTO MOKYyMEHTa (JOCTaBKa) - (M3MYeCKHil IPOIece NEPeMEIICHAs
5IIEKTPOHHOTO JOKYMEHTa OT OTIIPAaBHUTES K [TOTyIaTeIIIO.

1.4. B macTosmem ITofoxeHnd B KadecTBe ]I paccMaTpUBAIOTCS IIEKTPOHHEIE CITY’KEOHO-
uHGOPMAIOHHBIE TOKYMEHTEL

1.5. TlomoxeHHe pACHpOCTPAHSETCS Ha OpraHM3alMio paboTel ¢ JOKyMEHTaMmu,
IIepe/laBAEMBIMA ¥ IIOIyJacMBIMH C IOMOIIBIO 3JIC€KTPOHHOM IOYTHI, BKIOYAA WX IMOITOTOBKY,
PETUCTPALHUIO, YIET, OTIPABKY U MMOJyICHHE.

1.6. TpeGopanms, ycraHaBiuBacMble IlonmoxkeHueM, OOS3aTEIBHEI UL BCEX pabOTHHUKOB
TPEATIPUSTHL.

1.7. OTBETCTBEHHOCTh 3a OPTAaHH3AIMIO M COCTOSHHE NOKYMEHTAI[HOHHOTO OOCCIICHCHHLT
TIOCPEJICTBOM OJJIEKTPOHHOM IIOYTH B YYPEXICHHH BO3/IaraeTcs Ha OTBETCTBCHHOS JIHMIIO,
YTBEPKAAEMOE [IPUKA30M:

— MOIEpXKKa B pabOTOCIOCOGHOM COCTOSIHIE TEXHHIECKOTO B IIPOrpaMMHOTO 00eCIIederus,
OTBEUAIOMIETO 33 QYHKIIMOHHPOBAHKUE IEKTPOHHOM IIOYTHI;

— cobmomenue rpaduka paboTH ¢ 3IEKTPOHHOM MOITOH;

— mpueM, KOHTPONh UHTAEMOCTH K JOCTOBEPHOCTH, pacmedarka (ecld HET JpPyIHX
BOZMOXHOCTEH O3HAKOMJIEHHS C SIEKTPOHHBIM BapHaHTOM TEKCTa), y9Ie€T H pacIpe/ICIeHHe
IOCTYIIAIONIUX JOKYMEHTOB;

— IIOZITOTOBKA U OTIIPABKa HE(QOPMALME B a[JpeC OPraHU3alliHy, IPUCIABIICH JOKYMEHT, O 1aTe
IPHEMKH JOKYMEHTA U JIaTe AOBEACHHs 10 JOIDKHOCTHOTO JIiIla (lepesiadn B JIeTIOTIPOU3BOICTBO);

— Iepefiava JOKYMEHTOB Ha paCCMOTPEHHE PYKOBOIUTEIO (B JIETIOTIPOM3BOJICTBO);

— yUeT M PEruCTPAIMS OTIPABIIIEMBIX JOKYMEHTOB, IIPOBEPKA PABHIIBHOCTH UX o opmIIeHHS
M OpraHU3aIys UX OTIPABKH;

— KOHTpOIb IIOTy4eHHss HHQOPMAIUHK aJpecaToM, OpraHu3alus, B cirydae HEOOXOIMMOCTH,
IOBTOPHOH OTIIPaBKH JOKYMEHTa,

— BelleHHWE XypHAIa yd4eTa MOCTYNAIONIMX M OTHPAaBIAEMBIX IO SICKTPOHHOH MO€Te
JIOKyMEHTOB;

— OIlepaTHBHOE PEIIeHHe BOIPOCOB 10 paboTe SIEKTPOHHOM MOYTEL

1.8. PyKOBOMMTENH TIPEANPHATHS MOKET YTBEP)KIATh COOCTBEHHBIM TOPSIOK paboTHL ¢
JOKyMEHTaMH, He IPOTHBOpedanuit TpeboarusM [10/10KeH .

1.9. Hacrosmee ITo/0KeHHe He PeryIupyioT BOIPOCH 0OMEHa ITEKTPOHHBIME COOOIICHHSIMH,
HE SBISIOIUMHUCS IEKTPOHHBIMHA JOKYMEHTaMH.



1.10. UsMeHenus 1 momoNHeHHs B HacTosnme [lonoxenue u IIpunoxeHns K HeMy, TOBOAATCA
O CBeJcHHS YYACTHHKOB IIOCPEACTBOM HAIPABICHHS yBEIOMICHHS B (OpME OIEKTPOHHOTO
JOKYMEHTa, HJIM HHBIM CIOCO60M, OOECIeYMBAIONAM IOATBEPIKICHHE BPYICHHS NOKYMCHTA
OTY9aTelo, He TIO3/Hee, 9eM 33 5 paboumX JHEH [0 JaThl BCTYIUICHUS B CHITY TAHHBIX HM3MEHEHUH
¥ JOIOJTHEHUH.

1.11. PacchlIKa 3NMEKTPOHHBIX JOKYMEHTOB OCYIIECTBILICTCS IO aIpecy, IPEA0CTaBIIICMOMY
Y9acTHUKOM.

2. VeiaoBHaS JoMycKa y9acTHHKA K ocymecTsiennio 910

2.1. VYaCTHHK JOMyCKAeTcs K OCYIIECTBICHHIO JOKyMEHTO000pOTa IOCIIE BEIIOTHEHHAS BceH
COBOKYITHOCTH CIIETYOIIMX JCHCTBHM:

2.1.1. VcTanoBkE HEOOXOIMMEIX alllapaTHBIX CPEJACTB, KIMEHTCKOro IPOTrpaMMHOI0 H
UH(OPMAIOHHOTO 00€CTICYEHHSL.

2.1.2. OpraHu3aluu sIIAKA OJIEKTPOHHOM IOUTEI Ha pabodeM MecTe MONydareisi ¢
IPEIOCTABIIEHHBIM 3IEKTPOHHEIM a[IpeCOM H aapecaMH IIOYTOBEIX CEPBEPOB.

2.1.3. CornacoBaHHsd MeXIy YYacTHUKaMH II€PEYHS JOKYMEHTOB, II€pENaBacMbIX IIO
TeNIEKOMMYHHUKAITMOHHBIM KaHaJIaM CBSI3H B 3JICKTPOHHOM BHJIE.

3. Oprang3ands 3J1eKTPOHHOr0 I0KYMEHT0000poTa

3.1. TIops/OK OpraHU3aliy SIEKTPOHHOTO TOKYMEHTO000pOTa:
3.1.1. DIEKTPOHHBIN TOKyMEHTOOGOPOT BKIIIOIAET B CeOsL:

— (hopMEpOBaHUE FTEKTPOHHOIO TOKYMEHTA;

— OTIPABKY ¥ JIOCTaBKY 3JIEKTPOHHOTO IOKYMEHTA;

— IIPOBEPKY SJIEKTPOHHOTO JOKYMCHTA,

— MOATBEPKICHIE MTOTyIEHHs 3JEKTPOHHOTO JOKYMEHTa,

— y4eT SIEKTPOHHBIX JOKYMEHTOB (PETMCTPAlMIO BXOMANMX M HCXOISIIHUX 3NCKTPOHHBIX
JIOKYMEHTOB);

— XpaHeHHe SIIEKTPOHHEIX TOKYMEHTOB (BEICHHE apXUBOB SIIEKTPOHHbIX JIOKYyMEHTOB).

3.1.2. ®opMupoOBaHUE IEKTPOHHOIO JOKYMEHTA OCYIIECTBIIACTCA B CICAYIOMEM IIOPAAKE:

— (OpMHPOBaHHE SIEKTPOHHOTO JOKYMEHTA B BU/IE HIMECHOBAHHOTO daiina;

— moamucanre cHOPMEPOBAHHOTO JIEKTPOHHOTO mokymenTa OLIII B BHIE MMEHOBAHHOIO
(aitna.

3.1.3. ChopMHUpPOBaHHELA SNMEKTPOHHEIA NOKYMEHT HMEeT IOPHIMYECKYIO CHIY H BJICHET
IpeTyCMOTPEHHbIE UL JAHHOTO JOKYMEHTA MPABOBEIC IIOCNEICTBHA B CIIydac ero HallICKaIlero
oOpMIIEH s B COOTBETCTBHH ¢ HacToAIMM [IonoKeHneM.

3.1.4. C renpio yMeHbIIeHHs 00BEMOB IIepeiaBaeMoll HHQOpMaluy P TPaHCIIOPTHPOBKE
3JIEKTPOHHBIX JOKYMEHTOB MOTYT HCIIOb30BATHCS CIICIAABHEIC AITOPUTMBI CKATHA uHbOpMAaIHH.

3.1.5. Bce 1opumdecKkue IeHCTBHS, 0hOPMIISEMbIE TOCPEICTBOM JEKTPOHHBIX JTOKYMEHTOB B
COOTBETCTBH C HACTOAIIAM [10T0KeHIeM, TIPH3HAIOTCS COBEPIICHHBIMH B IIHCEMEHHOK QopMe 1 He
MOTYT GBITh OCIIOPEHE! TONBKO Ha TOM OCHOBAHWH, 9TO OHH COBEPIIEHBI B JJIEKTPOHHOM BUIIC.

3.1.6. Tlocne mNONyYeHHs OSJIEKTPOHHOTO IOKYMEHTa IOJydarenb OOs3aH HAIpPaBHTh
OTIIPABHTEIO TAKOIO JOKYMEHTA IOATBEPKACHUE O MOy ICHHH SNEKTPOHHOTO OKYMCHTA.

4. Oprammsanas paGoTsI ¢ HOCTYAOMeH KOppecHoHAeHIHeH

4.1. Crioco6sI JOCTaBKU KOPPECIIOHICHIIUT

4.1.1. JlocTaBKa KOPPECIOHICHIME OCYIIECTBIIIETCS TI0 DICKTPOHHOM IOUTE.

4.2. TIpuem 1 06paboTKa KOPPECTIOHICHINH

4.2.1. KoppecHoHeHIHsl, IOCTYTAOMmAs 10 SIEKTPOHHOM [0YTe, HPEIBAPUTENBHO IIPOXOIUT
Yepes aHTUBUPYCHYIO LIPOBEPKY, PACTIETATEIBACTCS (SCTH HET APYTHX BO3MOXKHOCTEH O3HAKOMJIEHHUS
C DIEKTPOHHBIM BAapHaHTOM TEKCTa), MPOXOAHUT IIEPBAIHYIO 00paboTKy, paclpeneseHue,
PETHCTPAIIHIO.



422, B mpomecce mepBOHaYaTbHOH OOpPaOOTKM IIOCTYMAOIIEH KOPPESCIOHICHIMH BCE
JOKYMEHTBHI IPOBEPSIOTCS Ha HATMIHE BUPYCOB, IPOBEPSIETCS. HX THTaEMOCTh H IIOJHOTA.

4.2.3. DnexTpoHHOE COOOIIEHNe CIUTAETCS IOCTYIMBIIMM IIOCIIE IPOBEPKH IOJIMHHOCTH U
BO3MOIKHOCTH €I'0 BOCIIPOU3BECHHU.

4.2.4, TIpreM KOppeCIOH/ICHINY (YTEHHE ITOYTEHI) OCYIIECTBILIETCS HE PEXe IBYX pa3 B JICHB.

4.2.5. O6paboTKa KOPPECTIOHAEHIMH IPOU3BOIUTCSA B JIEHb €€ MOCTYIUICHUS WM B HEPBHIH
paboumii EHb [IPH IOCTYIUICHHH B Hepabouune THH.

4.2.6. Tlopsamok TpreMa CPOYHOH KOPPECHOHJCHIMH B Hepabodee BpeMs, BBIXOIHBIC H
Ipa3HUIHEIE THY YCTaHABIHUBACTCA TUPEKTOPOM IPEAIPHATHL.

4.3. Perucrpanus JOKyMEHTOB H IIepeiada UX B JICIIONIPOU3BOJICTBO

4.3.1. Bce TIOCTYIHBIIAE JOKYMEHTEl PETHCTPHPYIOTCS B JKypHAIE y9eTa IOCTYNHBIIEH 10
SIIEKTPOHHOHR 1T0YTE KOPPECIIOHICHITAH.

4.3.2. Perucrparusi TOKyMEHTOB IIPOM3BOIMTCS B JICHb HX IOCTYIIICHHS WA B TIEpBBIN
pabounii IeHb IIPY IOCTYIUICHAX B HepaGodne JIHY.

4.3.3. Tlocme perucrpaldéd B JKypHalIe ydeTa IOIYyYCHHBIC MOKYMEHTHI IIEPENIAtOTC B
JIETIOTIPOM3BOICTRO C 00s3aTENFHOM OTMETKOH B XXypHAJIC ydeTa.

4.4, TlonTBep XK ICHHUE O IOIyYECHHH DIIEKTPOHHOTO JOKYMEHTa

4.4.1. Ilpy moNyYeHHH SNEKTPOHHOTO JOKYMEHTa IONydarelb HAIpPaBIIACT OTIPABUTEIIO
TAaKoro IOKYMEHTa IIOATBEpKIEHHE O IONYyICHHH SIEKTPOHHOTO NOKyMeHTa. [loATBepiKicHHe
HaIpapjseTcs B popMe 3IeKTPOHHOTO COOOIIEHHS.

4472. B TONTBEpKAECHWH JOJDKHEI OBITh YKa3aHBl YHHKAIBHBIA BXOISIIMA HOMEp
SIEKTPOHHOTO JOKYMEHTA, IaTa ¥ BPeMs IOy ICHUsI STIEKTPOHHOTO JJOKYMEHTA.

5. Opragn3anus 0OTHPaBKH JOKYMEHTOB

5.1. IlogroToBKa JOKyMEHTOB K OTIIPaBKE.

5.1.1. K moxymeHTaM, OTIPABJIAEMBIM IO 3JIEKTPOHHOM IOYTE, MPEABABIAIOTCA CICAYIOMIIe
TpeOOBaHHUSA:

— JOKYMEHTHI TOTOBATCS C TIOMOINBIO TEKCTOBOTO pemakTopa Word M TabIMIHOTO
pemaxtopa Excel ¢ mcmonszoBanmeM mpupTa Times New Roman m He JODKHBI COACPXKATH
rpadHIecKUX H300paKEHHUM;

— B BEpXHEM IIPaBOM YTJTy JOJDKHO GBITH yKa3aHO «[lepefano 1o 31eKTPOHHOH MOdTe;

— JIOKYMEHT IOJIIHCHBAETCS JMPEKTOPOM, 3aMECTHTEIIAMHA AMPEKTOPa, U Mepel OTIPaBKOH
3aBepseTcs pabOTHAKOM OTBETCTBeHHEM 32 DJ10;

— JIOKYMEHT COJEPKUT YIETHYIO HHPOPMAIIHIO O PETHCTPAIUY B IEIONPOM3BO/ICTBE.

5.1.2. WcHojHUTENb, MOATOTOBHBINMM JOKYMEHT, MPEACTAaBIAeT €ro B OyMaXXHOM H
3IIEKTPOHHOM BHJIE M CIIACOK PACCHUIKH OTBETCTBEHHOMY 3a pafoTy C S/IeKTPOHHOK [TOYTOH.

5.1.3. DIIeKTPOHHOE COOOIIEHHE OT HMEHH CIIOPTHBHOM MIKOJEI TOJDKHO GBITH MOATBEPIK/IEHO,
B Cllydae HEOOXOAMMOCTH, NOANMCAHHEIM OPHTHHAIOM JIOKYMEHTa, KOTOPBIH HAaXONHMTCS B
JIEJIOTIPOM3BOICTRBE CIIOPTUBHOM MIKOJIBL.

5.1.4. Ilpm otTmpaBKe KOKYMEHTOB IIPEIBAPUTENBHO IPOM3BONMTCA TPOBEpKa HX
JOCTOBEPHOCTH M YYET B JKypHAJIC OTIIPABIIAEMOM 110 SIEKTPOHHON IIOYTE KOPPECTIOHACHITAH.

5.2. OTmpaBKa JOKYMEHTOB IO 3JIEKTPOHHOM IIOYTe.

5.2.1. JIOKyMEHTH], MOMUIEKANUE OTIPABKE IO SIEKTPOHHOM mouTe, 0GpabaTHIBAlOTCA H
OTHPABJIAIOTCS B ICHb HX IIOCTYIICHHS JTMO0, KaK HCKIIOYCHHE, HE IO3/(HES CICIYIOMEro pabogero
ITHSL.

5.2.2. JlocBUIKa WITH 3aMEHa Pa30CIaHHOIO paHee TOKyMEHTa OCYIIECTBIIACTCS MO yKa3aHHIO
JIMIIA, TTO/IITUCABIIETO JOKYMEHT.

5.2.3. 3ampemaercss IepelaBaTh OSJIEKTPOHHOH I[IOYTOH JIOKYMEHTHL C momerkoit “‘Ilis
CILy>KeGHOTO MOIB30BAHKA .

5.2.4. B ofHOM SJIEKTPOHHOM COOOIIEHHH, KAK IPABUIIO, TIEPECHUTACTCS OJMH NOKYMEHT. B
Ccllydae €CH HEeOOXOAMMO IIepeciaTh HECKONBKO JOKYMEHTOB, OHH IIOZJIEXaT o0s3aTenbHOM
ymakoBke B apxuBax RAR mm ZIP. JlokyMeHT 00BeMOM 6onee 100 xkBaiiT apxuBUpyeTCsS. APXHUBLI
HE JJOJDKHEI OBITh CaMOPaCIaKOBEIBAOIMMUCS.



5.2.5. Tlepen oTmpaBKOM JOKYMEHTa IO 3NEKTPOHHOM I0YTe HEOOXOUMO IIPOBEPHUTE €TO Ha
HaJIM9Ue BEPYCOB.

5.3. Ilepeuennb JOKyMEHTOB, OTIPABJIAEMBIX 110 3JIEKTPOHHOM TTOYTe.

53.1. C IOMOIBIO 3IEKTPOHHOH IIOYTEI OCYHIECTBIIACTCS OLCpAaTHBHAA II€penada
uHGOpPMAINH B BUJIE:

— IIPUKa30B U PACIOPSDKEHHUM;

— YKa3aHUH U IIHCEM;

— BIIEKTPOHHEIX COOOIEHUH;

— TeJlerpamMM | TeneOHOrpamMM.

6. XpaHeHHe 3JeKTPOHHBIX IOKYMEHTOB

6.1. Bce 2eKTpOHHBIE TOKYMEHTEI JOJDKHEL XPAHUTHCS B TEICHHE CPOKOB, IPEyCMOTPCHHbIX
BHYTPEHHHMH JOKYMEGHTAMH YYaCTHHKA. OJEKTPOHHBIC NOKYMEHTHI JOJDKHBI XPAaHUTBCS B
SIIEKTPOHHBIX apXUBax.

6.2. DIEKTPOHHBIE JOKYMEHTHI TOJDKHEI XPaHHTECA B TOM ke popmare, B KOTOPOM OHM (33018
c(hOpMEPOBaHEI, OTIIPABIICHBI MK HOTy4eHbl. CPOK XpaHEeHHUs SIEKTPOHHBIX JOKYMEHTOB HE MOXET
OBITH MEHEE IIATH JIET.

6.3. XpaHeHHe OIEKTPOHHEIX JOKYMEHTOB [OJDKHO COMPOBOXMATHCS — XpaHCHUCM
COOTBETCTBYIONIETO IIPOrpaMMHOro obecredeHus, OOECIIEYMBAIOMEr0 BO3MOMKHOCTD paboTHL ¢
DIIEKTPOHHBIMHE JXypHaJIaMM B JOKYMEHTaMH.

6.4. OGS3aHHOCTH XPAHEHH)S JTEKTPOHHBIX JOKyMEHTOB BO3/Iaraforcs Ha Y4acTHukoB 3/10.

6.5. Jli1st BEIIOMHEHHS TEKYIUX PaboT [0 BEASHMIO SIEKTPOHHEIX aPXUBOB Y 9aCTHUKH 2]10
Ha3HAYAIOT OTBETCTBEHHOE JIMIIO.

6.6. DIEKTpOHHbIE ApXWBHl IOMIEXAT 3allATe OT HECAaHKIHMOHMPOBAHHOTO IOCTYIa,
HENpeIHAMEPEHHOTO YHHITOKEHHSA U (AIIH) HCKaKCHHAL.

7. OpuraHAJIBI 371eKTPOHHOI0 JOKYMEHTA

7.1. DIEKTPOHHEI JOKYMEHT MOXKET MMETh HEOTDAHHIEHHOE KOJMIECTBO OPUIUHANOB. [l
CO3maHmss  JOTOJHHTENBHOIO  OK3EMIUIIpa  SIEKTPOHHOIO  JOKYMEHTa  OCYIIECTBILACTCS
BOCIPOU3BOJICTBO COAEPKAHUS JOKYMEHTA.

7.2. Bce OpUrMHAIB SJIEKTPOHHOTO JOKYMEHTA, HIEHTHYHBIC ONMH IPYrOMY, SBILIOTCH
OpHTHHATIAME ¥ KMEIOT OJIMHAKOBYIO IOPHAMIECKYIO CHITY.

8. Konus 3/1eKTPOHHOI0 JOKYMEHTA

8.1. Komuu 5IeKTpOHHOIO JOKYyMEHTa CO3JaloTCA Ha OYMaXHOM HOCHTENEC M 3aBEPSIOTCS
cOBCTBEHHOPYHIHOM MO/IHUCHIO JINIA, SBILIOMEr0Cs OTIPABATENEM U IIOIyIaTeIeM SIIEKTPOHHOT0
JOKYMEHTA.

8.2. Konuu 3IeKTpOHHOrO JOKYMEHTa Ha OyMaXHOM HOCHUTENE IOJDKHEI CONEPIKATh yKa3aHHA
Ha TO, 9TO OHH SIBJIIOTCS KOIKSMH COOTBETCTBYIOMIETO SJICKTPOHHOTO TOKYMEHTA.

9. O6ecneucnne HHGOPMAAOHHOH 0€30IaCHOCTH 3JIEKTPOHHBIX TOKYMEHTOB

9.1. Cob6monenme TpeboBaHuii WHGOOPMAIMOHHOK O6€30MaCHOCTH IPH  OpraHW3aluy
5IEKTPOHHOTO IOKYMEHTOO000pOTa 00ECTICUnBACT:

— KOH()HICHITHATEHOCTS HHPOPMAIHH (IIOTYIUTH TOCTYI K HHYOPMAIIMHM MOKET IOJyIHTh
TOJTBEKO ONPEIENICHHBIHM KPYT JIKIT);

— LEJIOCTHOCTH IepeaaBaeMoit nHGOpMaIyy (rapaHTUPOBaHAE, YTO JAHHBIC MIEPENAIOTCSI 6e3
HCKAKEHUH M HCKITFOIaeTCs BO3MOKHOCTH TIOAMEHEI HHQOPMAIIKH);

—ayTeHTH(HUKaMIO (KOI/a IepefaBaeMyio HHPOPMAIHIO MOXKET HMOJyIUTh TOJIBKO TO JIMIIO,
KOMY OHA IIpeiHa3HaYeHa, a OTIPABUTEIIEM SBILICTCS HMEHHO TOT, OT Yber0 HMCHHM OHA OTIIPaBIICHA).



9.2. TpeGosauust 0 HHGOPMANHMOHHOM O€30MACHOCTH IpPH OPraHH3alMh 3JICKTPOHHOTO
JIOKyMeHT0060pOTa peantu3yioTcs HOCPEACTBOM IPHMEHCHHS IIPOrPaAMMHO-TEXHUIECKHX CPEACTE 1
OpTaHU3aIUOHHEIX MED.

9.2.1. K mporpaMMHO-TEXHIIECKUM CPEJICTBaM OTHOCSTCSL:

— TIPOTPaMMHBIE CPEJICTBA, CHENUaNbHO Pa3paboTaHHBIC I OCYMIECTBICHHUSA STIEKTPOHHOTO
JIOKyMEHTO000pOTa;

— cucreMa maponell W WIEHTH(HKATOPOB [UIsi OTPAHMYEHHS [OCTyNa IONB30BaTeNeH H
aJMEHHACTPATOPOB K TEXHHYECKIM M IPOTPAMMHBEIM CPEACTBAM CHCTEMBI 3JICKTPOHHOTO
JIOKYMEHTO000pOTa;

— IpOrpaMMHO-AIIIapaTHEIE CPEJICTBA 3aIIUTEl OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA;

— CpeJICTBa 3aIUTEl OT IPOTPaMMHEIX BEPYCOB.

9.2.2. K opranu3aniiOHHBIM ME€pPaM OTHOCSTCS:

— pa3MeIeHHe TeXHUIECKHAX CPEICTB B [IOMEIIEHHSIX ¢ KOHTPOIUPYEMBIM IOCTYIIOM;

— aJIMMHHCTPATHBHBIE OTPAHWIEHHMS JOCTYIIa K 9TUM CPE/ICTBAM,

— 3aj@HAe PEKMMA HCIONb30BAHMS I[ONb30BATCISME H aJIMUHACTPATOpaM INapoyeH H
HUICHTAGUKATOPOB;

— JIOIYCK K OCYIIECTBICHHIO JOKYMEHTO000POTa TOJIBKO OIPE/ICTCHHBIX JIHIL;

— HOJIepKaHue MPOrPaMMHO-TEXHHIECKAX CPENICTB B HCIIPABHOM COCTOSTHUM,

— pe3epBUpPOBaHHUE IPOrPAMMHO-TEXHIUIECKHUX CPETICTB;

— obydJeHue IepCOHAa,

— 3amMTA TEXHAYECKHX CPEACTB OT TOBPEKNAIOIEX BHEIIHHX BO3NEHCTBHH (mOXap,

BO3JIEHCTBHE BOJBI U T.IL.).
10. 3aKII09ATEIbHbIE MT0JI0KEHHS
10.1. Cpox jieficTBHS IONOXKEHHS HE OTPaHUYCH.
10.2. IIpy W3MeHEHWH 3aKOHOJATENHCTBA B AKT BHOCSTCS H3MCHCHHMA B YCTAHOBICHHOM

3aKOHOM IIOPAIKE.



