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1. O01IHe MOJ0KEeHUSA

1.1.  TlonmoxkeHwe 00 OBIEKTPOHHOM JOKYMEHTOOOOpOTE pa3zpaboTaHO B
coOTBETCTBUM ¢ TpeboBaHusiMu denepanbHoro 3akoHa ot 29.12.2012 Ne 273-D3
«O6 o6OpazoBanun B Poccuiickoit ®enepanun», DenepanbHOro 3akoHa OT
27.07.2006 Ne 149- ®3 «OO6 wuHpopmanyu, HUHYOPMAIMOHHBIX TEXHOIOTHIX
u 3anmte uHpopmarmn», DeaepanbHoro 3akoHa ot 27.06.2007 Ne 152-®d3 «O
MEePCOHATLHBIX TAHHBIX).

1.2. Tlonoxenwe 00 SIEKTPOHHOM JOKyYMEHTOOOOpoTe (nmamee -
[TonoxxeHnue) ycTaHaBIMBAET €IWHbIE TPEOOBaHMUS K OpraHu3aluud pabdOThl C
JOKYMEHTAMH, TMOJIYy4YaeMbIMH U OTIPABISIEMBIMH C IOMOIIBIO DJIEKTPOHHOM
MTOYTHI.

1.3. ns ueneét Hactosimero IlojoskeHus ycCTaHaBIMBAIOTCS CIEAYIOIINE
TEPMUHBI U ONIPEACIICHUS:

OnektponHas mnouta (OII) - cucrema, MO3BOJSIONIAS IOJIB30BATEIISIM
OTMPABIIATH COOOIICHUS dYepe3 MOJEM WM CETEeBOE COEAMHEHHE C OJHOTO
KOMITbIOTEPA Ha IPYTOM.

JlokymeHTHpoBaHHas uHMOpMaIuUs (IOKyMEHT) - 3adUKCHUpOBaHHAs Ha
MaTEepUAIbHOM HOcUTelIe HWHGOpPMAIMs C PEKBU3UTAMHU, I[O3BOJSIONIUMU €€
UIEHTU(ULIUPOBATH.

OnekTpoHHBINH J0KkyMeHTo000poT (D10) - opraHu3aliMoHHO U TPOTPAMMHO-
TEXHUYECKH YIOpsiioueHHass WHGOpMAIMOHHAs CHUCTEeMa, OO0ecleynBaroIast
npoiecc obmeHa, cOopa, oOpaOOTKH, HAKOIJIEHUS W XpaHEHUs HHGOpMALNH
MOCPEACTBOM SJICKTPOHHBIX JIOKYMEHTOB.

OneKTpoHHbIM JOKyMeHT (DJI) - MOKYMEHT, CO3JaHHBIA MpU TMOMOIIU
AJIEKTPOHHBIX alMapaTHO-TEXHUYECKUX U TPOTPAMMHBIX CPEJCTB, PUKCUPYEMBIA B
uudpoBoM koje B (popMe HACHTUDUIMPYEMOTO IO COJAEpKATEILHON YacTu
MMEHOBAaHHOTO  ¢aina, JOCTYNHBIA Uil mocieayromeid — o0paboTku,
HCIIOJIb30BaHUs, BOCIIPOU3BECHUS (OTOOpaXKEHHs) U BU3YaJIbHOTO BOCHPUSTHS, a
TAKXKe JJISl Tepelay M TMOYYeHUS M0 TEJICKOMMYHUKAIIMOHHBIM KaHalaM CBS3H.
[TakeT 2NeKTPOHHBIX TOKYMEHTOB (T1aKeT) - OAuH uin 6osee D/I.

OnektporHoe coobmenue (DC) - JOruyecku IeJIOCTHAs COBOKYITHOCTH
JTAHHBIX, UMEIOIIUX CMBICI JJII YYaCTHUKOB WH(OPMAIITMOHHOTO B3aUMOJIEHCTBUSA,
3aKOJUPOBAaHHAs  CIOCOOOM, TMO3BOJISIIOIIMM — OOecreuuTh ee  00paboTKy
CpeICTBaMH BBIYUCIUTEIILHON TEXHUKH, IMepefady Mo TEICKOMMYHHKAIMOHHBIM
KaHaJlaM CBSI3W W XpaHEHHE Ha MAIIMHOYMTAEMBIX HOCHUTEISIX HH(POPMAIMOHHBIM
KaHajaM CBSI3U UX PaHEHUE Ha MAIlIMHOYMTAEMbIX HOCUTEIISIX HH(pOpMAIIIH.

VYyactHuk - padotHuku u aamuHHcTpanus MBJIOY «Jletckuii cag No77
«MarieHbKay, y4acTBYIOIIHE B AJIEKTPOHHOM JTOKYMEHTO00OPOTE.

OtnpaBuTenb JJICKTPOHHOTO JOKYMEHTa (OTIpaBUTEIh) - pabOTHUK
MBIOYVY «Jletckuit cag Ne 77 «MarieHbkay Wid agMUHHUCTpanus «JleTckuii can
Ne 77 «Mamenbkay, KOTOpOE HAMpaBISIET AJICKTPOHHBIN JOKyMeHT. [lomyyaTens
AJIEKTPOHHOTO  JOKyMeHTa (mosry4aTens) - padotHuk MBJIOY «/lerckuii cam No
77 «Mamenbkay Wi anMuHuctpanus «erckuiican  Ne 77  «MaieHbkay,
KOTOPOMY OTITPaBJIEHAJIEKTPOHHBIN TOKYMEHT.

1.4, TlonoxkeHWe  pacrpocTpaHseTCs Ha  OpraHu3aluio  paboThl €
JOKyMEHTaMu, IMepeAaBaeMbIMU M TOJYy4aeMbIMH C TIOMOIIBIO AJIEKTPOHHOM
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MOYTHI, BKJIIOYAS] UX MOJATOTOBKY, PETUCTPALIMIO, YUET, OTIPABKY U MOJIYYCHHE.

1.5. TpeboBaHusi, ycTtaHaBiuBaeMbl [lonokeHnem, 00s3aTeIbHBI I BCEX
pabotHukoB MBJIOY «/lerckuii cam Ne 77 «MaieHbKay.

1.6. OTBETCTBEHHOCTHh 3a OPraHU3AIMI0 U COCTOSHHUE JOKYMEHTAIIMIOHHOTO
obecrnieyeHus mocpeacTBoM 3eKTpoHHOU moutkl B MBIOY «Jletckuit cam Ne 77
«Marnenbkay BO3JIaraeTcsi Ha OTBETCTBEHHBIE JIMIIa M paOOTHUKOB:

o TOJJIEp)KKA B  pabOTOCIIOCOOHOM  COCTOSIHUM  TEXHHYECKOTO W
IIPOrPaMMHOT0 OOECIIEUCHHS, OTBEUAIONIEro 3a (PYHKIIMOHUPOBAHKUE SJICKTPOHHOU
TOYTHI;

o TIpHUEM, KOHTPOJIb YUTAEMOCTH M JIOCTOBEPHOCTH, pacreyarka (€clii HeT
JPYTUX BO3MOXKHOCTEH O3HAKOMIICHHS C DJICKTPOHHBIM BapHAHTOM TEKCTa), YUeT U
pacnpeaeneHus MOCTYIAIINUX JIOKYMEHTOB;

e TOATOTOBKAa W OTIpaBKa MH(POpMAIIMU B aApeC OpraHU3aIlu, MPUCIIaBIICH
JOKYMEHT, O JaTe MPUEMKH JOKYMEHTa U JaTe€ JTOBEACHHUS 0 JOKHOCTHOTO JIUIA
(mepenauu B J€I0MPOU3BOICTBO);

e TMepeayva JOKYMEHTOB Ha PACCMOTPEHUE PYKOBOJAUTEINIO (B JI€IOPOU3BO/ICTBO);

o yueT u peructpauusa otopasiaseMblx U3 MBJOY «Jlerckuit can

Ne 77 «MaleHbKay;

. JIOKYMEHTOB, MPOBEPKA MPABWILHOCTH X 0QOPMIICHUS U

OopraHu3alus uX OTIPABKH;

e KOHTpOJIb TMOJY4YEHUs] MH(POpMALMKU ajpecaToM, OpraHu3alus B

cilyyae HeOOXOIUMOCTH, TOBTOPHO OTIIPABKHU JOKYMEHTA,
¢ OIEPATUBHOE PEIIEHNE BOIIPOCOB MO pabOTE AIEKTPOHHON MOYTHI.

2. YcJoBus 10NycKa Y4YacTHUKA K ocymiecTBjaeHuo 310
2.1.  Y4acTHHUK JOIyCKAaeTcsi K OCYUIECTBIICHUIO TOKyMEHTO000pOTa
ITOCJIE BBIITOJIHEHUS BCEM COBOKYITHOCTH CIIEYIOIINX JEHCTBUM:
2.1.1.  YcTaHOBKM HEOOXOJIUMBIX alMapaTHBIX CPEICTB, IPOrPAMMHOIO
UH(OPMAITMOHHOTO 00ECTICUeHHUS.
2.1.2. OpraHusanus sSvKa 3JIEKTPOHHOM MTOYTHI OJIy4aTeNsl.
2.1.3. CormacoBanusi MexXJAy  YYacTHUKaAMHU TMEPEYHS  JOKYMEHTOB,
[epEIaBAEMBIX 10 TEIEKOMMYHUKAIIMOHHBIM KaHAJIAM CBSI3HU B DJIEKTPOHHOM BUJIE.

3. Opranu3zauusi 3J1€KTPOHHOr0 JAOKYMEHT0000poTa
3.1. Tlopsimok opraHu3aluu AJIEKTPOHHOTO JTOKYMEHTOO0OpOTa:
3.1.1. DAEKTPOHHBIA JOKYMEHTOOOOPOT BKJIIOYAET B CEOs:

« (hopmMupoBaHUE IEKTPOHHOTO JOKYMEHTA;

¢ OTIPABKY U JOCTABKY AJIEKTPOHHOIO JIOKYMEHTa;

¢ TMPOBEPKY JIEKTPOHHOTO TOKYMEHTA;

e TIOJITBEPKJICHHUE MTOTYUEHUSI AIIEKTPOHHOTO IOKYMEHTA,;

¢ YYET DJIEKTPOHHBIX IOKYMEHTOB;

o XpaHEHUSl DJJIEKTPOHHBIX JTOKYMEHTOB (BEICHHE apXHUBOB
AIEKTPOHHBIX TOKYMEHTOB).
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312, C unenbto yMeHblleHHS OOBEMOB INepenaBaeMoil HMH(OpManuu mpu
TPAHCTIOPTUPOBKE DJICKTPOHHBIX JOKYMEHTOB MOTYT HUCMOJb30BAThCS CHEIUATIbHbIC
ITOPUTMBI CKATHUS HH(MOPMAIUH.

3.13. Bce iopuamueckue — JeWcTBUsS,  OGOpMIIsiEMble  MOCPEACTBOM
AJIEKTPOHHBIX  JIOKYMEHTOB B COOTBETCTBHUM ¢ HactosamuM [lojoxkeHueM,
PU3HAIOTCSI COBEPIICHHBIMU B MUCBMEHHOU (popMe U HE MOTyT ObITh OCHOPEHBI
TOJIbKO Ha TOM OCHOBAHMH, YTO OHU COBEPILICHHBI B AJIEKTPOHHOM BHUJIE.

3.1.4. Tlocne mnonydeHUs SIEKTPOHHOTO JOKYMEHTA MOJy4yaTeiab oO0s3aH
HAlpaBUTh OTMPABUTENIO TAaKOrO0 JIOKYMEHTa TOJITBEPKACHUE O TMOJYYCHHUH
ANIEKTPOHHOI'O JJOKYMEHTA.

4. Opranu3anusi padoThl ¢ HOCTyNAKOLIEH KOPppeCcOHAeHIIUel
4.1. CriocoObl JOCTaBKU KOPPECTIOHICHIINH:
4.1.1. JlocTaBka KOPPECIOHAECHIIMN OCYLIECTBIIIETCS 110 DJIEKTPOHHOM MOYTE.

4.2. Tlpuem 1 06pabOTKa KOPPECTIOHICHIINH:

42.1. KoppecnoHneHIMs, IMOCTymarouias IO 3JIEKTPOHHOM IOYTe OT
padotHukoB B MBJIOV «Jlerckuii cag Ne 77 «MaiieHbkay, MPOXOJUT Uepe3
aHTUBUPYCHYIO TMPOBEPKY, pacreyaThlBacTcs (€CAM HET JAPYIrMX BO3MOXKHOCTEH
O3HAKOMJICHUSI C DJEKTPOHHBIM BapUaHTOM TEKCTa), MPOXOJIUT IEPBUYHYIO
00paboTKy, pacrpeieieHue, perucTpaiuio.

422. B mpolecce  MNepBOHAYalIbHOM  OOpabOTKM  MOCTyHarolen
KOPPECHOHJEHIIMM BC€ JIOKYMEHThl IPOBEPSIIOTCS Ha HAJU4Yhe€ BHPYCOB,
IPOBEPSAETCS UX YUTAEMOCTD U ITOJTHOTA.

42.3. DAEKTPOHHOE COOOIICHHE CUUTAETCS MOCTYIMUBIIUM MOCIE TMPOBEPKU
NOJJIMHHOCTH ¥ BO3MO>KHOCTH €r0 BOCIIPOU3BEICHHUSI.

424. TlpueM  KOpPpeCHOHACHIMU  (YTEHUE TMOYThI)  OCYIIECTBIISIETCS
YyacTHUKaMH HE pexe IATH pa3 B JICHb.

4.2.5. O0OpaboTKa KOPPECIOHACHIIMN TPOU3BOJAUTCS B JIEHb €€ MOCTYIICHHUS
WJIM B TIEPBBIA pabouuii IeHb IPU MOCTYIUIEHUH B HEPAOOUHE JTHH.

4.2.3. Perucrpanus ITOKYMEHTOB W Iepejiadya MX B JIENONPOU3BOJICTBO:

4.3.1. Bce mocTynuBIMe JOKYMEHTHI PETUCTPUPYIOTCS U 00pabaThIBalOTCS.

43.2. Perucrtpanus JOKyMEHTOB ITPOU3BOAUTCS B IEHb UX MOCTYIJICHUS WIN
B IIEPBbIN pabouunii I€Hb MPH MOCTYIJICHUH B HEpabouue JHH.

433. lIlocime peructpauyyu TOJYYEHHBIE JOKYMEHTBHI IIEpENarOTCs B
JEJIOIPOU3BOCTBO.

4.4. TlonTBepKIACHUE O MOJYYEHUH SJIEKTPOHHOIO IOKYMEHTA:

44.1. Tlpu momy4yeHHHM SJIEKTPOHHOIO JOKYMEHTa IMOJIy4aTelb IO 3alpocy
HAIpaB/IsIET OTIPABUTEII0 TAKOIO JOKYMEHTa IIOATBEPKICHUE O MOJIYy4YEHUU
AJIEKTPOHHOTO JokyMeHTa. [loaTBepkaenue HampasisieTcst B GopMe 3JIEKTPOHHOTO
COOOLIEHHUS.



5. Opranm3auusi OTHPABKU JAOKYMEHTOB

5.1. IToATOTOBKA TOKYMEHTOB K OTIIPABKE.

511. K  gokymeHTaMm, OTHOPABISIEMBIM IO  JJIGKTPOHHOW  IIOYTE,
NPEIBbIBISAIOTCA CIEAYIONIHEe TpeOOBaHMA JOKYMEHTBI TOTOBSITCS C IMOMOIIBIO
TekcToBOro penakropa Word uinu tabnuunoro peaakrtopa Exel ¢ ucnonb3oBanuem
mpudtoB Arial, Times New Roman u w™oryr coaepxarb TrpaduvecKue
nzoopaxenus B popmare PDF, JPEG.

5.1.2. Ilpu oTnpaBKe NOKYMEHTOB MPEABAPUTEIBHO MPOU3BOAUTCS IIPOBEPKA
UX JJOCTOBEPHOCTH.

5.2. OTnpaBKa JOKYMEHTOB I10 3JIEKTPOHHOM TOYTE.

52.1.  JIOKyMeHTBI, MOJJEXKallhe OTHPaBKE II0 JJIEKTPOHHOM TIOYTE,
00pabaThIBAIOTCS U OTHPABIISIIOTCA B A€Hb UX MOCTYIIEHUS TMO0, KaK UCKJIIOYEHHE,
HE MO3/IHEE CIEAYIOIIEro padoyero AHs.

52.2. Jlocpulka  WJIM  3aMe€Ha  paHee  Pa30CIAHHOIO JOKYMEHTa
OCYILECTBIIAETCSA 110 YKA3aHUIO JIULA, IIOJINUCABIIETO JOKYMEHT.

5.2.3. B 01HOM 3JIEKTPOHHOM COOOIIEHNH, KaK IIPABUIIO, TIEPECHIIAETCS OJUH
JOKYMEHT. B ciydae, ecnu HeoOXOIMMO IepeciaTh HECKOJIBKO JOKYMEHTOB, OHU
nojyiexaT 00s3arenbHOM yrnakoBke B apxuBax RAR wmu ZIP. JlokymeHTt, o0beMom
6oxee 100 kbaiit, apxuBupyercs.

5.2.4. llepen oTmnpaBKOW AOKYMEHTa MO 3JEKTPOHHOH IMOYTE HEOOXOAMMO
MIPOBEPUTH €T0 HA HATMYUE BUPYCOB.

53. C mNOMOLIBIO DBJIEKTPOHHOM IIOYTHI OCYIIECTBIISIETCA ONEPATUBHAS
nepeaada UHGoOpMalru B BUAE:

e TPUKA30B U PACHIOPSKEHUN;

e YKa3aHUU U ITHUCEM;

¢ DJIGKTPOHHBIX COOOIICHUM;

e JIOKJIAJIHBIX U CITY>KEOHBIX 3aIHCOK.

6. XpaHeHHe 3JIEKTPOHHBIX JOKYMEHTOB

6.1. Bce anexkTpoHHbBIE JOKYMEHTHI IOJDKHBI XPAaHUTHCS B TOM ke (opmate, B
KOTOPOM OHH ObUITH CPOPMUPOBAHBI, OTIIPABIICHBI U MOTYUYECHBI.

6.2. CpoK XpaHEHHUS DJIEKTPOHHBIX JIOKYMEHTOB JIOJIKEH OBITh MEHEE ISITH JIET.

6.3. XpaHeHuE DJIEKTPOHHBIX JOKYMEHTOB [JOJDKHO COITPOBOXKIAThCS
XpaHEHHWEM COOTBETCTBYIOIIETO MPOTPAMMHOI0 OOECIeUeHHUs, IMO3BOJISIOIIETO
UMETh BO3MOXKHOCTb PA0OTHI C AJIEKTPOHHBIMU JKYpHAJIaMU M JOKYMEHTaAMH.

6.4. OO0s3aHHOCTH XpaHEHUS DJIEKTPOHHBIX IOKYMEHTOB BO3JIararoTcs Ha
YuactaukoB 2/10.

6.5. JIyist BBITIOJTHEHHUS TEKYUIUX pabOT MO BEICHUIO DJICKTPOHHBIX apXUBOB
VYyactauku /10 Ha3HA4YalOT OTBETCTBEHHOE JIMIIO.

6.6. DJIEKTPOHHBIE apXUBBI MOJJICKAT 3aATUTE OT HECAHKI[MOHUPOBAHHOIO
JOCTYTa, HEMPEeAHAMEPEHHOTO YHUUTOXEHUS U (MJIN) UCKAKEHHUSI.



7. OGecnieueHe WHQOPMANMOHHON 0€30MACHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB

7.1. CoGmonenne TpeOoBaHUM WH(POPMAIIMOHHOW  0€30MacHOCTH  IIPH
OpraHu3allU JIEKTPOHHOTO IOKYMEHTO000pOTa 00ECIIeUrBaET:

o KOH(UACHIIMAIBHOCTh HHDOPMALMH (TTOJIYIUTh TOCTYI K UH(pOpMAITUU
MO>KET TOJIbKO OTPEJEICHHBIA KPYT JIUII);

e IICJIOCTHOCTH TeperaBaeMoil nHGoOpMalMK (TapaHTUPOBAHKE, UYTO JAaHHBIC
nepenaloTcss 03  HCKaXEHMH W HMCKIIOYAeTCs  BO3MOXKHOCTh  IMOJAMEHBI
uHbOpMaIun);

o ayTeHTU(]UKaNMIO (KOTJa mepeaaBaeMyto MHPOPMAIMIO MOXKET MOJIYYHUTh
TOJIBKO TO JIUII0, KOMY OHO IpeAHa3HayeHa, a OTIPABUTENIEM SIBJISETCS UMEHHOTO
TOT, OT Yb€TO UMEHH OHA OTIPABJICHA).

7.2. TpeboBanuss mo HMHPOPMALKUOHHON OE30MACHOCTU NTPH OPraHU3ALUU
ANIEKTPOHHOIO  JIOKYMEHTOOOOpOTa peaju3yloTCsd IOCPEICTBOM IMPUMEHEHHUS
MPOTPAMMHO-TEXHUUECKUX CPEICTB U OPraHU3ALMOHHBIX MEP.

7.2.1. KnporpaMMHO-TEXHUYECKUM CPEICTBAM OTHOCATCS:

¢ TPOrpaMMHBIE CPEACTBA, CIEUATBHO Pa3padOTaHHbIE I OCYIIECTBICHHUS
ANEKTPOHHOI'O JOKYMEHTOO0O0pOTa;

o cHUCTEMA TApoJedl W UACHTU(UKATOPOB I OrPAaHUYEHHS JOCTyHa
MOJIb30BaTENIC U aJMUHUCTPATOPOB K TEXHUYECKUM M MPOTPAMMHBIM CPEACTBAM
CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa;

o TMPOrpaMMHO-AIApaTHBIE CPEACTBA 3AIIUTHl OT HECAHKIIMOHMPOBAHHOTO
J0CTyNa,;

¢ CpEJCTBA 3AIIUTHI OT MPOTPAMMHBIX BUPYCOB.

7.2.2. K opranusaiimoOHHbIM MEpaM OTHOCATCSL:

o pPa3MEIICHUE TEXHUYECKUX CPEJICTB B MOMEIICHUSX C KOHTPOJIUPYEMbIM
JOCTYIIOM;

¢ AJIMUHHCTPATUBHBIC OTPAHUUYEHUS JTOCTYyTA K 3THM CPEICTBAM;

¢ 3aJ]aHUE PEXKUMa HMCHOJb30BaHMS IMOJIb30BATEIIMU U aIMUHUCTpATOPAMU
napoJiei 1 uAeHTU(PUKATOPOB;

e JIOMYCK K OCYIIECTBJIEHUIO TOKYMEHTOO0O0POTa TOJIBKO ONPEAETCHHBIX JIULL;

o TIOJJIEPXKAHUE MPOTPAMMHBIX CPEJIICTB B UCIPABHOM COCTOSIHUW,

o oOyuenue padbotHukoB MBJIOVY «Jletckuit cax Ne 77 «MareHbkay;

e 3AIUTA TEXHUYECKUX CPEJICTB OT MOBPEKAAIOIINX BHEITHUX
BO3/ICUCTBHIA (ITOKap, BO3JCHCTBUE BOJBI U T.11.).



