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ITpukas ot «12» oxtsi6pst 20 23 r. Ne 81 ocH/n

[Toso)keHne 00 AIEKTPOHHOM
TOKYMEHTOO0O0POTE



1. O0mme nos10:KeHUA

1.1. Tlonoxenue 00 BIEKTPOHHOM JOKYMEHTOOOOpOTE pa3paboTaHO B
COOTBETCTBUU ¢ TpeOoBaHusmMu DenepanbHoro 3akoHa ot 29.12.2012 Ne 273-®d3 «O6
obpazoBanuu B Poccuiickoii @eneparun», OenepanpHoro 3akona oT 27.07.2006 Ne 149-
®3 «O0  wuHpopmauuu,  HUHPOPMALMOHHBIX  TEXHOJOTHSX " 3aIIuTe
uHpopmanumny, DenepanpHoro 3akona ot 27.06.2007 Ne 152-03 «O mepcoHaNBHBIX
TAHHBIX.

1.2. Tlonoxxenwe 00 D>IEKTPOHHOM JIOKYMEeHTOOoOOopoTe (mamee- Ilomoxenue)
YCTaHABIMBACT EAMHBIE TpeOOBaHWS K OpraHu3anmui paboTel C JTOKyMEHTaMH,
MOJTyYaeMBIMHU M OTTIPABIISIEMBIMH C TTIOMOIIBIO 3JICKTPOHHON TOYTHI.

13. Ins ueneit wactosmero IlomokeHus ycTaHAaBIMBAIOTCS — CIEAYIOIINE
TEPMUHBI U OIPEICTCHUS:

OnextponHas noura (3I1) — cuctema, MO3BOJIAIONIAS MTOJIB30BATENSIM OTIPABIISATH
COOOILIEHUS YePEe3 MOJEM UITU CETEBOE COETMHEHHE C OJJHOTO KOMITbIOTEPA HA APYTOM.

JlokymeHTupoBaHHast uHpopmamus (AZOKYMEHT) — 3auKCHpOBaHHas Ha
MaTepualibHOM  HOCUTENe HHPOpMAlUsi C PEKBU3UTAMH, I[IO3BOJISIONIUMHU €€
UICHTHPUITIPOBATS.

OnexTpoHHbI JokymMeHTooOopoT (D0) — opraHu3allMOHHO M MPOTrPAMMHO-
TEXHUYECKH YIOpsAA0oUYeHHAasT WH(POpPMAIMOHHAS CHUCTeMa, OO0eCIeYrBaroIas IMpoIecc
obmeHa, cOopa, 00paOOTKM, HAKOIUICHHS M XpaHCHUS HWHOOPMAIUH ITOCPEICTBOM
AIIEKTPOHHBIX IOKYMEHTOB.

OnekTpoHHbI  gokymeHT (DJl) — [OKYMEHT, CO3/JaHHBIA TMpPU TOMOIIH
AJNEKTPOHHBIX aMNMapaTHO-TEXHUYECKUX M TPOrPAMMHBIX CPEACTB, (UKCUPYEMbIH B
nmuppoBoM kome B popme UACHTHPHUIIUPYEMOTO IO  COJEPKATETHLHOM  4YacTu
MMEHOBaHHOro (haiina, JOCTYNHBIM g Tocheayroled o0paboTKH, HCHOJIb30BaHUSA,
BOCTIPOM3BEICHUS (OTOOpaXKEHHsI) M BU3YAIBHOTO BOCIPHUATHS, a TAKOKe IS TIepeiadl U
MOJIYYCHUST TIO TEIEKOMMYHHKAIIMOHHBIM KaHalaM CBsI3M. [lakeT AIeKTpOHHBIX
JOKYMEHTOB (TIakeT) — ofuH uiu 6omee D/1.

OnektponHoe coobmieHue (IC) — TOTUYecKu IEeOCTHAs COBOKYITHOCTh JaHHBIX,
UMEIOIUX  CMBICH  JJIi  Y4YaCTHUKOB  WH(GOPMAIIMOHHOTO  B3aUMOJICHCTBUS,
3aKOJIMPOBAHHASI CIIOCOOOM, TO3BOJSIOMIUM OOeCreYnTh €€ 00paboTKy CpencTBaMu
BBIYHMCITUTEIIBHON TEXHHMKH, IMepeaady MO TEJICKOMMYHHUKAIIMOHHBIM KaHajaM CBSI3H U
XpaHCHWE Ha MAIIMHOYUTACMBIX HOCHUTCIIIX HH(POPMAIMOHHBIM KaHajlaM CBS3U U
XpaHEHHEe Ha MAIIMHOYUTAEMbIX HOCHTENSIX MHPOpMAIUH.

VYyactHuk — pabotHuku u aaMmuHuctpauus MBIOY  «llerckuit cax Ne36
«CoceHKay, y4aCTBYIOLIUE B 3JIEKTPOHHOM JJOKYMEHTOOOOPOTE.
OTnpaBuTens 3JIEKTPOHHOTO TOKyMeHTa (oTmpaBurenb) — pabotHuk MBJIOY

«lerckuit  caxm Ne36 «CoceHkay i agmuHucTpanus  «Jletckuii  cag Ne36
«CoceHkay, KOTOpOE HaMpPaBIIAET JICKTPOHHBIN TOKYMEHT.

[Tonyuarens 3JIEKTPOHHOTO JOKyMeHTa (moiydarenb) - pabotHuk MBJIOY
«llerckuit  cam Ne36 «CoceHkay uin  aamuHuctparus  «Jlerckuit  cag No36

«CoceHKay, KOTOPOMY OTIPABJIEH 3JEKTPOHHBIN IOKYMEHT.

1.4. TlonoxxeHue pacnpoCTpaHseTCs Ha OpraHU3alHio paboThl C JOKYMEHTaMH,
NepelaBaéMbIMU M TOJYyYaeMbIMM C TIOMOIIBIO AJIEKTPOHHOM MOYTHI, BKJIHOYAs HX
MOJArOTOBKY, PETUCTPALIMIO, YUET, OTIPABKY U MOJy4YEHHUE.
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1.5. TpeboBanus, ycrtanaBnuBaembl IlojoxkeHuem, o0s3aTeNnbHBI [JISI  BCEX
pabotarkoB MBJIOVY «/lerckuit cag Ne36 «CoceHkay.

1.6. OTBeTCTBEHHOCTh 3a OpraHU3AHUI0 U COCTOSIHUE JOKYMEHTallMOHHOTO
obecriedueHusi mocpeacTBOM 3JieKTpoHHON mouThl B MBJIOVY «/leTckuii can
Ne36 «Cocenka» Bo3naraeTcsi Ha OTBETCTBEHHbIE JIMIA U PAOOTHUKOB:

o IMOJAJIEP)KKA B pabOTOCIOCOOHOM COCTOSSHUM TEXHHUYECKOrO0 M IPOrpPaMMHOIO
oOecreyeHusi, OTBEYAIOIET0 3a PYHKIIMOHUPOBAHUE DJIEKTPOHHOU MOYTHI;

o TMpHUEM, KOHTPOJIb YUTAEMOCTH U JOCTOBEPHOCTH, pacrnedarka (€ciau HeT APYrux
BO3MOXKHOCTEH  O3HAKOMJIEHHSI C DJJIEKTPOHHBIM BapHaHTOM TEKCTa), YYeT |
pacrpeaeneHus NoCTyNauuX J0KyMEHTOB;

e MOATOTOBKAa U OTIpaBKa WHGOpPMAIMK B aJpec OpraHu3aluH, TpHUCIaBIICH
JOKYMEHT, O JlaTeé MPUEMKH JOKYMEHTa M JaTe€ JOBEJICHUS JI0 JOJKHOCTHOTO JIMIIA
(mepenauu B IEJIOMPOU3BOICTBO);

e TMepeqaya JOKYMEHTOB Ha pACCMOTPEHUE PYKOBOJIUTENIO (B I€TOTPOU3BOACTRO);

o yueT u peructpauus ortnpasisemMbix u3 MBJIOVY «/lerckuii cam Ne36

«CoceHnka»

. JIOKYMEHTOB, TPOBEPKA MPABUILHOCTH UX OOPMIICHHSI M1 OpraHU3aIMs

WX OTIIPaBKH;

e KOHTPOJb TMOJIy4eHHs HHOpMAIMM aJpecaToM, OpraHu3alus B cilydae
HEO0OXOUMOCTH, TOBTOPHO OTIPABKU IOKYMEHTA,

e OIEPATUBHOE PEIICHUE BOIIPOCOB MO pabOTE MEKTPOHHOM MOYTHI.

2. YcJIOBHA I0MYCKA Y4YacTHHUKA K ocymiecTBIeHuo /10

2.1. VYyacTHUK JOMYyCKAaeTCs K OCYIIECTBICHHIO JOKYMEHTOOOOpOoTa ToCie
BBINOJIHEHUS] BCEM COBOKYITHOCTH CJIENYIOIIUX ACHCTBUM:

2.11. VYcraHoBKM HEOOXOIMMBIX amMapaTHBIX CPEACTB, NPOrPAMMHOTO U
MH(OPMAIIMOHHOTO 00eCTIeueHu .

2.1.2. Opranuzanus sSuKa JIeKTPOHHON MOYTHI TOJTydaTess.

2.1.3. CornacoBanusi MeXJy YYaCTHUKAMU TEPEYHS JOKYMEHTOB TEpeaaBaeMbIX
10 TEJIEKOMMYHHKAIIMOHHBIM KaHajlaM CBSI3U B AJIEKTPOHHOM BHJIE.

3. Opranusauus 3JIeKTPOHHOI 0 JOKYMEHT0000poTa

3.1. Tlopsimok opraHu3aIuu IEKTPOHHOTO IOKYMEHTO000pOTA:

3.1.1. DnexTpOHHBII JOKYMEHTOOOOPOT BKIKOYAET B ceOs:

o (OpMUPOBAHUE IEKTPOHHOTO JOKYMEHTA;

e OTHPABKY M JOCTABKY AIEKTPOHHOI'O IOKYMEHTA;

e IIPOBEPKY 2JEKTPOHHOI'O IOKYMEHTA;

o TMOATBEPXkACHHUE MOTYUECHUS DIEKTPOHHOTO JOKYMEHTA;

e YYeT 3JIEKTPOHHBIX JJOKYMEHTOB;

o XPaHEHHUS DIEKTPOHHBIX JOKYMEHTOB (BEIEHHE apXUBOB 3JEKTPOHHBIX
JIOKYMEHTOB).



3.1.2. C nuenpto yMeHbIIEHUS O0BEMOB TiepeAaBaeMol uWHMOpMaUM Mpu
TPAHCIIOPTUPOBKE DJIEKTPOHHBIX JOKYMEHTOB MOTYT HCIIOJIb30BaThCSl  CIICIIUAIBHBIC
QITOPUTMBI C)KaTUSI UH(OPMAIIHH.

3.1.3. Bce mopumuyeckue AEUCTBHS, OPOPMIISIEMBbIC IMOCPEICTBOM 3JICKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUU C HAacTOSIUM [lojoxkeHneM, MPU3HAIOTCS COBEPIICHHBIMU B
MUCBMEHHOW ()OpMe W HE MOTYT OBITH OCHOPEHBI TOJHKO HA TOM OCHOBAaHWH, YTO OHH
COBEPIIICHHBI B AJICKTPOHHOM BHUJIC.

3.1.4. Tlocne mony4eHus: 3IEKTPOHHOTO JOKYMEHTa T0JIyJareib 00s3aH HAIPaBUTh
OTIIPABUTENIO TAKOTO JIOKYMEHTa TIOJTBEPKIECHUE O TOJYYCHHH DJIEKTPOHHOTO
JIOKYMEHTA.

4, Opranu3anusi padoThl ¢ MOCTyNAaIeil KoppecnoHaeH el

4.1. CiocoObI JOCTaBKHA KOPPECIIOHICHITUH:

4.1.1. loctaBka KOPPECIOHACHIINHN OCYIIECTBISETCS MO AJIEKTPOHHOM TOYTe.

4.2. Ipuem u 006pab0TKa KOPPECTIOHICHIINN:

4.2.1. KoppecnoHaeHIus, OCTyHaroas Mo 1eKTPOHHON Mo4yTe OT pabOTHUKOB B
MBJIOY «/lerckuii cam Ne35 «Bacunek», mpoxoauT yepe3 aHTHUBUPYCHYIO IPOBEPKY,
pacrnedarbiBaeTCsi (€CIM HET JAPYTUX BO3MOXKHOCTEH O3HAKOMIIEHUSI C 3JIEKTPOHHBIM
BapHaHTOM TEKCTa), MPOXOIUT MEPBUUHYIO 00pabOTKY, pacipeieneHne, perucTpanuio.

4.2.2. B mporiecce mepBOHAYAILHON 00pabOTKH MOCTYMAOIICH KOPPECTIOHICHIINN
BCE JIOKYMEHTBHI TPOBEPSIOTCS HA HAJIUYHEC BHUPYCOB, MPOBEPSICTCS WX YUTACMOCTH U
MOJIHOTA.

4.2.3. DIeKTpoHHOE COOOIIEHNE CYHMTAETCS IMOCTYNUBIIUM IIOCJIE IMPOBEPKHU
MOJAJTUHHOCTH U BO3MOKHOCTH €TI0 BOCIIPOU3BEICHHUS.

4.2.4. Tlpuem KOppECTOHICHIIMU (YTCHHE IMOYTHI) OCYIIECTBISETCS YUYaCTHUKAMHU
HE peXKe IATH pa3 B JICHb.

4.2.5. O6paboTKa KOPPECTIOHCHITUN MTPOU3BOIUTCS B JIEHb €€ MOCTYIUICHUS WU B
NepBbId paboYMil IeHb MPH MOCTYIJIEHUU B Hepabouue THU.

4.2.3. Peructpaiiys TOKyMEHTOB U Tepejadya ux B JAeIONPOU3BOJICTBO:

4.3.1. Bce noctynuBIime JOKYMEHTHI PETHCTPUPYIOTCS U 00padaThIBAIOTCSI.

4.3.2. Peructpanus JOKYMEHTOB IMPOU3BOAMUTCS B JICHb MX TOCTYIUICHUS WIH B
MePBBIA paboYMii IeHb MPH MOCTYIJICHUU B HEpaboyre THU.

433. ITlocne perucTpauuu TMOJYYEHHbIE  JIOKYMEHTBl  NEpelalTcs B
JIeJIONPOU3BOJICTBO.

4.4. TlonTBepKA€HUE O MOIYYEHUH IEKTPOHHOTO JOKYMEHTA:

441 Tlpu mnoNy4YeHUU OHICKTPOHHOTO JOKYMEHTa TMOjJydaTeldb IO 3ampocy
HampaBisieT  OTMPABUTENI0 TaKOTO  JIOKYMEHTa TMOATBEPKJIEHHWE O  IOJTYYCHHUH
AIIEKTPOHHOTO JoKyMeHTa. [loaTBepkaeHHe HampaBisieTcsi B (OpPME BIEKTPOHHOTO
COOOIIeHMs.



5. Opranu3zanusi OTIPaBKH JOKYMEHTOB

5.1. TloaroroBka JOKYMEHTOB K OTITPAaBKE.

5.1.1. K pokyMmeHTaM, OTHpAaBISE€MBIM IO 3JIEKTPOHHOW IOYTE, NMPEAbSBISIOTCS
ClIeyIole TpeOOBaHUs JOKYMEHTHI TOTOBSITCS C TOMOIIBIO TEKCTOBOTO penakropa Word
win TabnmuuHoro pepakropa Exel ¢ ucnons3oannem mpudTos Arial, Times New Roman
M MOTYT COZIepKaTh Tpaduieckue nzoopaxenus B popmate PDF, JPEG.

5.1.2. Ilpu ormpaBke AOKYMEHTOB IPEABAPUTEIHLHO MPOM3BOIUTCS MPOBEpKA HX
JIOCTOBEPHOCTH.

5.2. OTnpaBKa JOKYMEHTOB I10 JIEKTPOHHOW TIOUTE.

521. JlokyMmMeHTBI, TMOJJICKAIIKE OTMPAaBKE IO  AJICKTPOHHOH  IodTe,
0o0pabaThIBalOTCA W OTIPABISIOTCS B JIGHb WX IMOCTYIUICHUS JIM0O, KaK HCKIIOYCHHE, HE
MO3/IHEE CIIEAYIONIEero paboydero JHs.

5.2.2. JlochliKka WM 3aMEHa paHee Pa3oCIaHHOTO JOKYMEHTa OCYIIECTBIISCTCS IO
YKa3aHUIO JINIIA, TIOAMHUCABIIETO TOKYMEHT.

5.2.3. B 0JHOM D3JEKTPOHHOM COOOIIEHUH, KaK MPaBUJIO, IEpechbUIacTCs OJHH
JIOKyMeHT. B cnyuae, ecnu HeoOXOAMMO TmepeciaTh HECKOJIbKO TOKYMEHTOB, OHH
nojanexar o0sa3aTenbHOM ynakoBke B apxuBax RAR wmu ZIP. JlokymeHnT, oo6beMom Oosee
100 kbaiit, apxuBupyeTcs.

5.24. Tlepen oTnpaBKOW JOKyMEHTa IIO SJEKTPOHHOH T0YTe HEOOXOIUMO
MPOBEPHUTH €TO HAa HATUYNE BUPYCOB.

5.3. C moMompio 37MeKTPOHHONW TOYTHI OCYIIECTBISICTCS] ONEpaTHBHASA Tepeaada
uH(pOpMaIIUK B BUJIE:

e TIIPUKA30B U PaCIOPSIKECHNN;

e YKAa3aHHU U IIUCEM;

e DJIEKTPOHHBIX COOOIIEHUI;

¢ JIOKJIQJIHBIX H CITY>KEOHBIX 3aIHCOK.

6. XpaHeHue 3J1eKTPOHHBIX JOKYMEHTOB

6.1. Bce nyeKTpOHHBIE JTOKYMEHTBI JOJKHBI XpPaHUTbCS B TOM ke ¢opmare, B
KOTOPOM OHHU ObUTH C()OPMUPOBAHBI, OTIIPABIICHBI U OTYUYECHBI.

6.2. Cpok XpaHEeHUSs JIEKTPOHHBIX TOKYMEHTOB JIOJKEH OBITh MEHEE TISITH JIET.

6.3. XpaHeHue 3JIEKTPOHHBIX JOKYMEHTOB JOJKHO COMPOBOKIATHCA XpPaHEHUEM
COOTBETCTBYIOUIETO MPOrPaMMHOI0 OOECHeYeHHUs, MO3BOJISIOUIEI0 MMETh BO3MOYXKHOCTb
paboTHI C ANMEKTPOHHBIMH KypHAJIaMU U IOKYMEHTaMHU.

6.4. OOs3aHHOCTH XpaHEHUS OJIEKTPOHHBIX JOKYMEHTOB BO3JIararoTcsi Ha
VYuactuukos 3/10.

6.5. Jlns BbIMOJMHEHUS TEKyIMMX paboT MO BEIEHUIO S3JEKTPOHHBIX ApPXHUBOB
VYuactauku 3/10 HazHa4alOT OTBETCTBEHHOE JIUIIO.

6.6. DnexTpoHHbIE apXUBBI MOJUIEKAT 3aLIUTE OT HECAHKIIMOHUPOBAHHOI'O JIOCTYTIA,
HEIpeIHaMEPEHHOI0 YHUUYTOKEHUS U (WIN) UCKAKEHUSI.



7. Obecnieyenue HHPOPMAITHOHHOH 0€30MACHOCTH IJIEKTPOHHBIX IOKYMEHTOB

7.1. CoGnronenue TpeboBaHU MHPOPMAIIMOHHONW 0€30MMaCHOCTH MPHU OPTaHU3AINH
AJIEKTPOHHOTO IOKYMEHTO000pOTa 00ECIIEUNBAET:

o KOH(pUIEHIMATBHOCTh MHGOPMALUU (MONIYYUTh JOCTYI K WH(OpPMAIUU MOXKET
TOJIBKO OTPEICTICHHBIN KPYT JIUIY);

e IICJIOCTHOCTh mepenaBaeMoit wuHbopmanuu (TrapaHTUPOBAHUE, YTO JaHHBIE
nepenarTcs 0€3 UCKaKEHUH U HCKITI0YaeTCsl BO3MOXKHOCTh OAMEHBI HHPOpMAIUN);

o ayreHTH(UKanuio (Korma mepeaBaeMyr0 HHGPOPMAIUI0O MOXKET TOJYyYUTh
TOJIBKO TO JIMIIO, KOMY OHO MpeJHa3HA4YeHa, a OTIPABUTENIEM SIBICTCS UIMEHHOTO TOT, OT
YhEro MMEHH OHa OTIIPaBJICHA).

7.2. TpebGoBanuss 1o WHHOPMAITMOHHOW OE30MACHOCTH TIPH  OpraHU3aAIUuU
ANEKTPOHHOTO JOKYMEHTOO00pOTa Pealiu3yl0TCsl MOCPECTBOM MPUMEHEHHs TPOrPaMMHO-
TEXHUYECKHUX CPEACTB M OPTaHU3AIMOHHBIX MEp.

7.2.1. K mporpaMMHO-TEXHUYECKUM CPEACTBAM OTHOCSTCS:

o IMPOrpaMMHBIE CpEACTBA, CHEIHAIbHO pa3padOTaHHbIE MJi1 OCYIIECTBICHUS
ANEKTPOHHOTO IOKYMEHTO000POTA;

e cucTEeMa Tmapojied W  UASHTU(PUKATOPOB I  OTPAHUYEHHUS  JIOCTYyIa
MOJTb30BATENICl W aJMHHUCTPATOPOB K TEXHHYECKUM W MPOTPaMMHBIM CPEICTBaM
CUCTEMBI AEKTPOHHOTO IOKYMEHTO000pOTA;

e IMPOrpaMMHO-aNNapaTHbIE CPEACTBA 3alUTBI OT HECAHKIMOHHPOBAHHOTO
J0CTyTa;

¢ CpEICTBA 3alIUTHI OT IPOTPAMMHBIX BUPYCOB.

7.2.2. K oprann3anioHHBIM MepaM OTHOCSTCS:

e pa3MeleHHEe TEXHUYECKUX CPEJCTB B TMOMENICHUSIX C KOHTPOJIUPYEMBIM
JOCTYIIOM;

e AIMUHUCTPATHUBHBIC OTPAHUUYEHUS IOCTYIIA K ’TUM CPEJICTBAM;

e 3aJlaHME PEXHUMa WCIOJIB30BAHUS TIONB30BATEISIMU U aJIMUHHUCTpPATOpaMu
napoJjeil 1 ueHTU(UKATOPOB;

o JIOIYCK K OCYILIECTBIIEHUIO JOKYMEHTOO0OPOTa TOJIBKO ONPEEICHHbIX JIHII;

o TMOJJIEP)KAHHUE TPOTPAMMHBIX CPEJICTB B UCTIPABHOM COCTOSIHHH,

o o0Oyuenue padotHrkoB MBJIOVY «JleTckmii cam Ne36 «CoceHkay;

o 3alIWTa TEXHWYECKHX CPEACTB O TOBPEXKIAIONINE BHEIITHUE BO3ICHCTBHUS
(mo>xap, BO37ieHCTBHE BOJBI U T.I1.)



