7 ronde 5.4°%
COI'JIACOBAHO HAEHO 0, %,
ITemarormiecKknM COBETOM <agont sasenyonigro MBJIOY
MBJIOY «erckuii cang Ne35 «Bacuiuéxk» ¥ ! '05“%(‘%9‘@3 €K

(nporokoxn or 17.08.2021 Ne 1)

IHonoxkenue
00 3JIeKTPOHHOM
JAOKYyMEHTO000opoTe



1. O01Me moI0KeHus

1.1. TlomoxeHnue 00 SIEKTPOHHOM JIOKYMEHTOOOOpPOTE pa3paboTaHO B
cooTBeTCTBHU ¢ TpeboBanusMu PenepanmpHoro 3akoHa oT 29.12.2012 Ne 273-03 «O06
oOpazoBanuu B Poccuiickoit @enepanuny», OeaepanbHoro 3akoHa ot 27.07.2006 Ne 149-
®3 «O6 uHpopmaruwy, MH(OPMALIMOHHBIX TEXHOJIOTUAX " 3aIINTe
nHpopmanum», DenepanpHoro 3akoHa ot 27.06.2007 Ne 152-03 «O mepcoHAIBHBIX
TTAHHBIXY.

1.2. TlomoxxeHne 00 DSJIEKTPOHHOM JOKyMeHTooOopoTre (manee- IlomoskeHue)
YCTaHAaBIUBAET €OUHBIC TpPEOOBAaHUS K OpraHu3anuu paboTel C  JOKYMEHTAaMH,
MOJTyYaeMBIMHU U OTTIPABJISIEMBIMH C TIOMOIIBIO 3JIEKTPOHHON TOYTHI.

1.3. lns ueneér Hacrtosimero [lojokeHus yCTaHABIMBAIOTCS  CIEAYIOIINE
TEPMUHBI U OTIPE/ICTICHHUS

OnektponHas nouta (3I1) — cuctema, MO3BOJIAIONIAS TTOH30BATENISIM OTIPABIIATH
COOOIICHHS Yepe3 MOJIEM HITH CETEBOE COSMHEHHE C OJTHOTO KOMITbIOTEpa Ha IPYTOM.

JlokymeHnTupoBaHHasi uHpopmauus (IOKyMeHT) — 3adUKCHUpOBaHHas Ha
MaTepHalbHOM  HOcuTelde HH(OpMalUs C  pPEKBU3UTAMHU, TO3BOJSIOIIMMU €€
UICHTUPUIIIPOBATD.

OnexkTpoHHbIH JnokymMeHToobopoT (D0) — opraHuM3allMOHHO W MPOTPAMMHO-
TEXHUYECKH YIOpsAAOYCHHAss HWH(OpMalMOHHAs cucTeMa, olecreuuBaronias Mporecce
oOMeHa, cOopa, 00pabOTKHM, HAKOIUIEHHs] M XpaHEHUs HHPOpPMALUU IOCPEICTBOM
AIIEKTPOHHBIX IOKyMEHTOB.

OnexTpoHHbI JOKyMeHT (DJl) — J[JOKyMEHT, CO3[JaHHbIi IpU  [TOMOUIH
JIEKTPOHHBIX aMMapaTHO-TEXHUYECKUX U MPOrpaMMHBIX CPEACTB, (GUKCUPYEMBbIH B
muppoBoM Kojxe B (QopMe MISHTUPUUUPYEMOTO IO  COAEPKATEIbHOM  4YacTH
MMEHOBAaHHOrO (ailyia, JOCTYNHBIM A mHocieayromeid o0paOoTKH, HCIOJIb30BaHUS,
BOCIIPOU3BEIEHUS (0OTOOpaKEHUs) U BU3YaJIbHOTO BOCIPUATHS, a TAKXKe Ul Mepefadu u
HNOJIY4YeHHUsT 10 TEJIEKOMMYHUKAIMOHHBIM KaHajlaM CBsi3M. [lakeT 3JIeKTpOHHBIX
JIOKyMEHTOB (TIakeT) — ofuH uin 6oiee D/I.

OnexTpoHHoe coobienue (3C) — IOrn4ecKky IeI0CTHAs COBOKYNHOCTh JAHHBIX,
UMEIOIUX  CMBICA  JUII  yYaCTHUKOB  MH(OPMALMOHHOTO  B3aUMOJEHCTBHUS,
3aKOJMPOBAHHAs CHOCOOOM, MO3BOJSAIOUIMM oO0ecneunTs ee 00paboTKy cpencTBaMu
BBIUUCIIUTEILHON TEXHHMKH, Nepejady 0 TEIeKOMMYHUKALMOHHBIM KaHallaM CBSI3U U
XpaHEHHE Ha MAIIMHOYMTAEMBbIX HOCHUTENISAX HMH()OPMALMOHHBIM KaHajaM CBS3H U
XpaHEHHE Ha MalllMHOYUTAEMbIX HOCHUTEJIAX UHPOPMALIUK.

Yyactouk — pabotHuku wu aamuHUcTparus MBJIOY  «/lerckuii cam Ne35
«Bacunék», yuacTByIOIIHME B JJIEKTPOHHOM JIOKYMEHTO000POTE.
OTnpaBuTeNb 3JIEKTPOHHOTO JIOKyMeHTa (oTmpaBuTedb) — pabotHuk MBJIOY

«lerckuit  caxm Ne35 «Bacunéxy» unn  agmuHucTpanus  «Jlerckuit  cam Ne35
«Bacuné€x», KOTopoe HapPaBJISAET JIEKTPOHHBIA JTOKYMEHT.

[Tonywarens 3JIEKTPOHHOTO JIOKyMeHTa (moiywatenb) - pabotrHuk MBJIOY
«lerckuit  cam  Ne35 «Bacunéky» unn  agmuHucTpanus  «Jlerckuii  cam Ne35

«Bacunéx», KOTopoMy OTIIPABIICH 3JIEKTPOHHBIN JOKYMEHT.

1.4. TlonmokeHHEe pPACTIPOCTPAHSAETCS HA OPTraHU3AlUI0 PabOThI C JIOKyMEHTaMH,
MepelaBacMbIMM M TIOJIyYa€MbIMU C IIOMOIIBIO AJEKTPOHHOM NOYTHI, BKIIIOYAs HX
MOArOTOBKY, PETUCTPALIMIO, YUET, OTIIPABKY U MOJIyYEHHUE.
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1.5. TpeboBanusi, ycranaBnuBaembl [lonoxkeHuem, o00s3aTeNbHBI I BCEX
pabotarkoB MBJIOVY «Jlerckuit cang Ne35S «Bacunék».

1.6. OTBeTCTBEHHOCTh 3a OPraHM3ALMI0O W COCTOSHUE JOKYMEHTAIHOHHOTO
obecrieueHusi mocpeicTBOM 3JekTpoHHOM mouTel B MBIOY «JleTckuii can
Ne35 «Bacunék» Bo3naraercs Ha OTBETCTBEHHBIE JIUIA U pAOOTHUKOB:

o TMOJJIEpPKKAa B PabOTOCIIOCOOHOM COCTOSIHUM TEXHMYECKOIO M MPOTrPaMMHOIO
o0ecrnieyeHusl, OTBEYAIOIETO 3a PYHKIIMOHUPOBAHUE AIIEKTPOHHOU MOYTHI;

e IpHUEM, KOHTPOJIb YUTAEMOCTU U JOCTOBEPHOCTH, pacredarka (€ciau HEeT JPYyrux
BO3MOXKHOCTEH O3HAKOMJIEHMSI C D3JEKTPOHHBIM BapHaHTOM TEKCTa), Yy4yeT W
pacnpeeneHns NOCTyHaNX JOKYMEHTOB;

e IMOATOTOBKAa M OTNpaBKa HHGOpPMALMM B aJpec OpraHU3alUu, MPUCIABIICH
JOKYMEHT, O JaTe MPUEMKH JOKYMEHTa M JaTe JOBEICHHUS J0 JOJKHOCTHOIO JHIA
(mepenauu B I€IOMPOU3BOJICTRBO);

o Iepenaya JOKyMEHTOB Ha paCCMOTPEHUE PYKOBOAMUTEIIO (B AETONPOU3BOICTBO);

e yueT W peructpauus ornpasiasieMblx u3 MB/IOVY «/lerckuit cam Ne35

«Bacun€x»

. JIOKYMEHTOB, IIPOBEpKA MPaBUIBLHOCTU UX OGOpPMIICHHUS M OpraHu3alus

WX OTTIPABKU;

e KOHTPOJb TMOJIydeHHs] HH(OpMAIMM aJpecaToM, OpraHu3alus B Cclydae
HE0OXOJIMMOCTH, IOBTOPHO OTIPABKH JIOKYMEHTA;

e OINEpPaTUBHOE pELIEHUE BOIIPOCOB MO PabOTe IAEKTPOHHOM MOYTHI.

2. YcaoBusi 1onycka Y4yacTHUKA K ocyuiecTBjaeHuo 310

2.1. VYdYacTHUK JONMyCKaeTcsi K OCYIIECTBICHHIO JTOKYMEHTOO0OpOTa Iocie
BBITTOJIHEHUS] BCEH COBOKYITHOCTH CIEIYFOIINX JICHCTBHIA:

2.1.1. VYcrTaHOBKM HEOOXOAMMBIX amNmapaTHBIX CPEJCTB, MPOrPAMMHOTO U
UH()OPMAITMOHHOTO 00ECTICUCHMS.

2.1.2. OpraHu3arys sKa JIeKTPOHHOM MOYTHI TIOTyYaTelsl.

2.1.3. CornacoBanus MeXay YYacTHUKaMHU TIEPEYHs JIOKYMEHTOB IIepeIaBacMbIX
TI0 TEJICKOMMYHHUKAIIMOHHBIM KaHaJIaM CBSI3U B 3JICKTPOHHOM BHUJIC.

3. Opranu3amnus 3JIeKTPOHHOT 0 JOKYMEHT0000poTa

3.1. [Nopsinok opraHu3anuy ACKTPOHHOTO IOKYMEHTO000pOTa!

3.1.1. DneKkTpOHHBIN TOKyMEHTOOOOPOT BKIIFOUAET B CEOSI:

o (opMHpoOBaHUE EKTPOHHOTO JOKYMEHTA;

e OTMPABKY U JIOCTaBKY DJIEKTPOHHOTO JOKYMEHTA;

e TIPOBEPKY IEKTPOHHOTO IOKYMEHTA;

o TIOATBEPXKJICHUE TOTYUEHUS IIEKTPOHHOTO JOKYMEHTA;

e yYeT JIEKTPOHHBIX JOKYMEHTOB;

e XpaHEHHUs DJJIEKTPOHHBIX JOKYMEHTOB (BEACHUE AapXHMBOB 3JIEKTPOHHBIX
JIOKYMEHTOB).
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3.1.2. C menpio yMeHBbIICHHS OOBEMOB TMepenaBaeMoil HHPOpPMALUU TIPHU
TPAHCIIOPTUPOBKE AJNEKTPOHHBIX JIOKYMEHTOB MOIYT MCIOJIb30BAaThCS CHEUAIbHbBIE
QITOPUTMBI CKaTUsI UH(DOPMALIMH.

3.1.3. Bce mopuamueckue nercTBusa, 0GOpMIsIEeMBIE MOCPEACTBOM AIIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUU C HacTosuM [lonokeHneM, mpuU3HAIOTCS COBEPUICHHBIMU B
MUCbMEHHON (hopMe M HE MOTYT OBITh OCHOPEHBI TOJIBKO HAa TOM OCHOBaHHUH, YTO OHHU
COBEPILIEHHBI B 3JIEKTPOHHOM BUJIE.

3.1.4. Tlocne momydeHus: SJIEKTPOHHOTO TOKYMEHTA MOJIy4aTenb 00sS3aH HAPABUTh
OTIPABUTEIIO0 TAKOTO JOKYMEHTa TMOJTBEPXKJIECHUE O TMOJYYEHUH  AJIEKTPOHHOTrO
JOKYMEHTA.

4. Opranusanus paéoThl ¢ MOCTyNawIel KoppecnoHAeHIIHel

4.1. CiocoObl TOCTaBKU KOPPECTIOHICHITNN

4.1.1. JloctaBKa KOPPECTIOHAEHIIMH OCYILECTBISETCS M0 AJIEKTPOHHOI rmoure.

4.2. Ilpuem n oOpaboTKa KOPPECHOHICHIIUU:

4.2.1. KoppecnoHaeHIMsl, MOCTYNAOMas M0 3JIEKTPOHHON MouTe 0T paOOTHUKOB B
MBJIOY «/letckuii cam Ne3S «Bacun€k», mpoxoauT uepe3 aHTHUBUPYCHYIO IMPOBEPKY,
pacriedatbiBaeTCsl (€CIM HET JPYTMX BO3MOXKHOCTEH O3HAKOMIIGHHS C JJIEKTPOHHBIM
BapHAaHTOM TEKCTA), IPOXOAUT MEPBUYHYIO 00pabOTKY, pactpeeTieHHEe, PETUCTPAIIHIO.

4.2.2. B mpoiiecce nepBoHAYaIbHOW 00paOOTKH MOCTYMHAIOIIECH KOPPECTIOHACHITNN
BCE JIOKYMEHTBI TPOBEPSIOTCS Ha HAJMYWE BHPYCOB, MPOBEPSCTCS MX YUTAEMOCTh |
MOJIHOTA.

4.2.3. DNEeKTpOHHOE COOOIIEHNE CUMTAETCS IMOCTYIHUBIIUM I[IOCJIE€ MPOBEPKU
MOJUTMHHOCTH U BO3MOKHOCTH €r0 BOCIIPOM3BEICHMUSI.

4.2.4. Tlpuem KoppecrnoHJEHIIMN (UYTEHUE TOYTHI) OCYIIECTBISETCS YYaCTHUKAMHU
HE peKe MSATH pa3 B ICHb.

4.2.5. O6paboTKa KOPPECTOHICHIINH MTPOU3BOIUTCS B JICHb €€ MOCTYIUICHUS WA B
nepBbId pabounii IeHs IPU MOCTYIJICHUU B HEpaboune JHH.

4.2.3. Peructpanust JOKYMEHTOB U Mepejada ux B AeTONPOU3BOACTBO:

4.3.1. Bce mocTynuBIINE JOKYMEHTBI PETHCTPUPYIOTCS U 00pabaThIBAIOTCS.

4.3.2. Peructpanus JDOKyMEHTOB MPOU3BOJIUTCS B J€Hb WX IMOCTYIJICHUS WU B
nepBbId pabounii IeHs IPU MOCTYIJICHUU B HEpaboune JHH.

4.3.3. TIlocme  perucTpanudd  IOIyYEHHBIC  JOKYMEHTBI  IEPEJAlOTCsS B
JEeTOIPOU3BOICTBO.

4.4, TloaTBep:KaACHHUE O MOJYUYCHHH DJIEKTPOHHOTO JOKYMEHTA:

441, Tlpu NOJIyYEeHHH DOJIEKTPOHHOTO JOKYMEHTa IIOJAydarelb II0 3alpocy
HAIpaBIsSCT OTIPABUTEI0 TAKOr0 JOKyMEHTA IOATBEPKIACHHE O  IOJYYCHHH
DIIEKTPOHHOr0 JOKyMeHTa. I[loATBEpKICHHME HaAmpaBisieTcss B (opMe DIEKTPOHHOTO
COOOIIECHMS.



5. Opranusanusi OTIPaBKU J0KYMEHTOB

5.1. [loaroToBKa TOKYMEHTOB K OTIIPABKE.

5.1.1. K noxkymeHTaM, OTHpaBIsSE€MbIM IO 3JEKTPOHHOM MOYTE, MPEIbABISIOTCS
cienyromue TpeOoBaHUs JOKYMEHTHI TOTOBSATCS C MMOMOIIBIO TEKCTOBOTO penakropa Word
i tabnnyHoro penakropa Exel ¢ nucnonb3oBanuem mpudros Arial, Times New Roman
M MOTYT COZIepKaTh Tpadudeckue nzoopaxenus B popmate PDF, JPEG.

5.1.2. Ilpu oTmpaBke AOKYMEHTOB IPEIBAPUTEIHHO TPOU3BOIUTCS TPOBEPKA HX
JOCTOBEPHOCTH.

5.2. OTnpaBka JOKyMEHTOB 10 3JEKTPOHHOM 1moyTe.

5.2.1. JloxymeHTBl, moOAJeXallhue OTIpPaBKE IO  DJIEKTPOHHOW  MOYTe,
0o0pabaThIBalOTCA M OTIPABJSIOTCA B JI€Hb UX IMOCTYIUIEHUs JIM0O, KaK HCKJIIOYEHUE, He
MO3/HEE CIEAYIOIIEro paboyero AHs.

5.2.2. Jlochulka WK 3aMEHa paHee Pa30CIaHHOTO JOKYMEHTa OCYIIECTBIISIETCS IO
YKa3aHMIO JIMLIA, TOAMUCABIIEr0 JOKYMEHT.

5.2.3. B 0IHOM DJIEKTPOHHOM COOOINCHUH, KaK IPAaBUIIO, TMEPEChUIACTCS OJIUH
JIOKYMeHT. B ciywae, ecnu HEOOXOAMMO TMepeciaTh HECKOJBKO JOKYMEHTOB, OHHU
nojsuexar o0s3aTesibHOM yrakoBke B apxuBax RAR wnu ZIP. [lokyment, o0bemoM Gosee
100 xbaiit, apxuBUpyeTCSI.

5.2.4. Tlepen oOTHpaBKOM JOKyMEHTa IO D3JEKTPOHHON MoYTe HEoO0XO0aUMO
MPOBEPUTH €ro Ha HAJIMYUE BUPYCOB.

5.3. C noMoIpl0 3JIEKTPOHHOW MOYTHI OCYLIECTBISIETCSl ONepaTHBHAs Iepenaya
UHpOpMaLUY B BUJE:

o IIPUKA30B U PACIOPSKEHUN;

YKa3aHHUW U ITUCEM;
JIEKTPOHHBIX COOOILEHUN;
JOKJIaJHBIX U CIYXKEeOHBIX 3aIHCOK.

6. XpaHeHue 3J1eKTPOHHBIX IOKYMEHTOB

6.1. Bce ayeKTpOHHBIE JOKYMEHTHI JOKHBI XPaHUTBCS B TOM ke (dopmate, B
KOTOPOM OHH ObLTH C(hOPMHUPOBAHBI, OTIIPABJICHBI U TTOJTYUYEHBI.

6.2. Cpok XpaHEeHHS JICKTPOHHBIX TOKYMEHTOB JOJKEH OBITh MEHEE IATH JIeT.

6.3. XpaHeHHE 3JEKTPOHHBIX JOKYMEHTOB JOJKHO COIPOBOXKIATHCS XpaHEHHUEM
COOTBETCTBYIOIIETO TIPOrPAMMHOTO OOECTICUCHUS, IMO3BOJISIONIETO MMETh BO3MOYKHOCTH
paboTHI C ANEKTPOHHBIMH JKypPHAIAMH U JJOKyMEHTaMH.

6.4. OOs3aHHOCTH XpaHEHHsI DJICKTPOHHBIX JOKYMEHTOB BO3JIAararoTCs Ha
VYyactaukos /0.

6.5. Jlnsg BBIMOJHEHHWS TEKYIIUX paboOT 10 BEICHUIO JJICKTPOHHBIX apXHUBOB
Vuactauku DJ10 Ha3HAYaOT OTBETCTBEHHOE JIUIIO.

6.6. DIEKTPOHHBIE apXUBHI MOJJIEKAT 3AIIUTE OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA,
HEIMPETHAMEPEHHOTO YHUUTOXKEHHUS U (WIJIN) UCKAKECHUSI.



7. Obecnieyenne MHGpOPMALMOHHOM 0€30IIACHOCTH 3JIEKTPOHHBIX JOKYMEHTOB

7.1. Cobmronenne TpeOOBaHUNM MH(POPMAIIMOHHON OE30MMaCHOCTH MPU OpraHU3alUU
AJIEKTPOHHOTO JIOKYMEHTO000pOTa 00€CTICUNBAET:

o KOH(puIeHManbHOCTh MH(GOPMALUU (MOTYUUTh JOCTYN K MH(POPMALUUA MOKET
TOJIBKO ONPEJICTICHHBIN KPYT JIMIL);

e IICJIOCTHOCTh TiepeaaBaeMod wuHoOpMaluu (rapaHTUPOBAHUE, YTO JaHHBIC
nepenarTcs 0e3 NCKaKEHUH U UCKIII0YAeTCs BO3MOKHOCTD IMOAMEHBI HH(OPMALINH);

o ayTeHTH(UKaLMIO (KOrja IMepefaBacMyi0 HWH(GOPMALUIO MOXKET MOIYYUTh
TOJIBKO TO JIMII0, KOMY OHO IpeJHa3HauY€Ha, a OTIPABUTEIEM SBIISIETCS UMEHHOTO TOT, OT
YhEro UIMEHHU OHA OTIIPABJICHA).

7.2. TpeOoBanusi 1o HH(POPMAIIMOHHOM OE30MACHOCTH MpPU OpraHU3aALUU
ANEKTPOHHOTO JOKYMEHTO000pOTa Peau3yoTcs NOCPEACTBOM NPUMEHEHHUS MPOrpaMMHO-
TEXHUYECKHUX CPEJICTB U OpPraHU3allMOHHBIX Mep.

7.2.1. K nporpaMMHO-TEXHUYECKUM CPEJICTBAM OTHOCSITCSI:

o IMpOrpaMMHBIE CPEJCTBA, CIEUUATbHO pa3pabOTaHHbIE MAJIsi OCYIIECTBIICHUS
ANEKTPOHHOTO JIOKYMEHTO000POTA;

e cucTeMa mapojeil W  HMIEeHTU(UKATOPOB JJIsi  OTpPaHUYEHUs  JOCTyNa
noJib3oBaTeNiel M aJMUHHUCTPATOPOB K TEXHUYECKUM M TMPOrPaMMHBIM  CpPEJICTBAM
CUCTEMBI AIEKTPOHHOTO I0OKYMEHTO000pOTa;

o TMpOrpaMMHO-aNNapaTHbIE CpeACTBa 3allUThl OT HECAHKIIMOHWPOBAHHOIO
JOCTYTIa;

e CpEJCTBA 3aLIUTHI OT IPOIPAMMHBIX BUPYCOB.

7.2.2. K opranu3aniioHHbIM MepaM OTHOCSTCS:

o pa3MelleHHEe TEXHUYECKUX CPEICTB B IOMELIEHUSIX C KOHTPOJIHPYEMbIM
JOCTYIIOM;

o a/IMUHUCTPATHUBHBIE OTPAHUYEHUS I0CTyIIA K 3TUM CPEJCTBAM;

e 3aJJaHME pEXUMa HCIOJb30BAaHUS IIOJIb30BATEISIMM U aIMUHHCTPATOpaMu
napoJielt 1 UJICHTU(PUKATOPOB;

o JIOIYCK K OCYILECTBJICHUIO JOKYMEHTOOOOPOTa TOJIBKO ONPEAETICHHbIX JIULL;

e TIOJyIEp>KaHUE MPOTrPAMMHBIX CPEICTB B UCIIPABHOM COCTOSIHUH;

o o0yuenue padotHukoB MBJIOY «JleTckmii cag Ne35 «Bacunék»;

e 3alUTa TEXHUYECKUX CPEICTB O MOBPEKIAIOLINE BHEIIHUE BO3ACHCTBUS
(To>xap, BO37IeHCTBHE BOABI U T.11.)
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