1L Tearoruyeckoro coBeTa
JL.IT. MapuuHa

MOJIOKEHUE OB SJIEKTPOHHOM JOKYMEHTE n
3JIEKTPOHHOM JOKYMEHTOOBOPOTE

1.OBILME TTOJIOXEHUSA

1.1. Tlonosxenue 06 IEKTPOHHOM JTOKYMEHT00O0pOTe pa3paboTaHo B COOTBETCTBHH C TpeboBa-
pusiva @3 «O6 uHpOpMALHH, HHPOPMAIMOHHBIX TEXHOJIOTHSX H 3aIIATE unpopmarmny», O3
«O TIepcOHANbHBIX JaHHBXY, D3 «O6 311eKTpOHHO# HHMPOBOH MOIITHCHY, «O6 opranu3anuu
JIOKyMEHTO000pOTa OCPEACTBOM 3JIEKTPOHHO MOYTHD).

1.2. Tlonoxenue 06 HIEKTPOHHOM A0OKYMEHTOOOG0POTE YCTAHABIHBACT CIHHEIC TpeboBaHHA K
oprarm3aliu PaboTH ¢ HOKYMEHTAMH, IOy JacMbIMU H OTNPAaBIISIEMBIME € IOMOIIBIO 3JIEK-
TPOHHOH IOYTEL.

1.3. Jlna neneit Hacrosmero [lonoxenus yCTaHABIHBAIOTCA CJIEYIOIINE TEPMHUHBI U ONPE/IeTIe-
HUSL:

nexrpornas noura (DI1) — cucTeMa, MO3BOJISIONIAs OJIb30BATEIIM OTIIPABIIATE cooO1ieHus
yepes MOJIEM HIIM CETEBOE COCIUHEHHUE C OJIHOTO KOMIILIOTEPA Ha APYTOM.

ToxyMeHTHpOBanHAS HHbOpMAIHS ( nokyMeHT) — 3adMKCHpOBaHHAsd Ha MaTepHalbHOM HOCHTE-
nie uHGOpMALHS ¢ PEKBH3UTAMH, TO3BOJISIONAMH €€ u1eHTHUIHPOBATS.

IIeKTPOHHBIH AOKYMEHT0060poT (I [O) — OpraHu3aEOHHO U MPOTPAMMHO — TEXHHHYCCKH YIIO-
psiioueHHas HH(OpPMAIlMOHHAs CHCTEeMa, obecreunBaroLas npomece ooMena, cbopa, 00paboTKH,
HAKOIUICHHS ¥ XpaHeHHs HHPOPMALH TOCPENCTBOM SMCKTPOHHBIX JIOKYMEHTOB.

ek TpOHHEN JoKyMeHT (DJI) — IOKyMEHT, CO3JaHHBIH MPH IOMOLIH 3JIEKTPOHHBIX anmnapaTHo-
TeXHHUECKHUX ¥ IIPOrPAMMHBIX CPEZICTB, GPUKCHPYCMBIH B nudposoM Kozie B hopme uaeHTH H-
LIAPYEMOTI0 O cozepKaTeIbHON YacTH HUMEHOBAHHOI'O ¢daiina, OCTYIHBIH UL nociexyomen
06paboTKH, HCIIOTB30BAHUS, BOCTIPOU3BE/ICHHA (oToGparkeHus) M BU3YaJIbHOTO BOCIPHATHA, a
TaKKe JUTS TIepeiaull U Oy UeHHs 110 TeICKOMMYHHKAIlHOHHBIM KaHaIaM CBSI3H.

[akeT 3MeKTPOHHBIX JIOKYMEHTOB (1aKeT) — OJHH K Goree S/1.

YexrporHoe cooburenue (DC) — TOrHYECKH UENOCTHASA COBOKYITHOCTD JIAHHBIX, HAMEIOIIHX
CMBICIT JUIS Y9aCTHHKOB HH(POPMAIIHOHHOTO B3aUMOIeHiCTBAS, 3aKOMPOBAHHAs CIIOCOOOM, 1103
BOJISIONMM 00OecnednThb ee 00paboTKy cpe/iCTBaMH BBLIUKMCIMTETHHON TEXHUKH, Iepeaady o
TeJIeKOMMYHHUKAIIMOHHBIM KaHaJlaM CBsi31 1 XPaHCHUE Ha MAaIHHOUMTAeMBIX HOCHTEIISX HH-
dopmanuu.

VyacTHHK — yIpeXAeHHs 00pa3oBaHus CHCTCMBI oGpasoBanus UpkyTckoii 06acTH y4acTBy-
[OILIHE B HIEKTPOHHOM JIOKYMEHTOO00pOTE.

OTnpaBUTENb MEKTPOHHOTO JOKYMEHTA (oTmpaBHTEb)- PU3NYECKOE HIIH IOPHAHICCKOE JIHIO,
KOTOpOE HAMPABIISIET JIEKTPOHHBIA IOKYMEHT.

TlonyuaTes SNEKTPOHHOTO IOKYMEHTA (ToTy4areb) — (u3ryecKkoe WM I0PHAXIECKOE JIHLIO,
KOTOPOMY OTIIPABJIEH 3JIEKTPOHHBIH JIOKYMEHT.

JlocTaBKa IEKTPOHHOIO JIOKYMEHTA (JIOCTaBKa) — du3rUECKHH IPOIIECC IEPEMEIICHHS dIICK-
TPOHHOTO JOKYMEHTa OT OTIPABATENIS K MOy aTEO.

1.4. B nactosimeM [Tonoxenuu B kKadectse D] paccMaTpUBALOTCS d/ICKTPOHHbIC ciyxebHo-
uHGOPMALMOHHBIE JOKYMEHTHI.




1.5. [TonokeHue PacTpoOCTPAHAETCs Ha OpraHA3allHIO paboThi C IOKyMEHTaMH, I€pe/iaBacMbIMH
¥ T10JTy4aeMBIMH € TOMOIIBIO 3JIEKTPOHHOM T0YThI, BKIOYAs MX MOATOTOBKY, pErHCTPAlMIO,
ydeT, OTIPAaBKY ¥ MOJy4eHHE B MHHHCTEPCTBE 00pa3oBaHK WpkyTckoi 00acTi ¥ B o0Opa3oBa-
TeJIbHBIX YUPEXKICHHAX O0IACTH.

1.6. TpeGoBanus, yCTaHABIUBACMBIC TMonoseHneM, 06s3aTeNBHBI JUIA BCEX PaOOTHHKOB yuebHO-
o 3aBEJICHHUS.

1.7. OTBETCTBEHHOCTH 3@ OPraHN3alMIO U COCTOAHHE JOKyMEHTALUOHHOTO 0DECTIeYEHNS 110~
CPEZICTBOM 3JIEKTPOHHOMU TMOUTHL B 06pa3oBaTebHOM yUPEeXK/ICHHH BO3JIAraeTCs Ha OTBETCTBEH-
HOE JINII0, yTBEPIKIAeMOE IPUKA30M TI0 06pa30BaTeNbHOMY YUPEIKICHHIO!

- IOJEPKKA B PAOOTOCTIOCOOHOM COCTOAHHH TeXHMYECKOro U MPOrpaMMHOTro obecneyeHus,
OTBEUAIONEr0 32 ()YHKIMOHUPOBAHHE 3IIEKTPOHHOH TMOHTHI B IUKOJIC,

- cobmoienue rpaduka paboTsl ¢ 3IeKTPOHHOH TTOYTOM;

- IpHEM, KOHTPOJIb THTAeMOCTH H JI0CTOBEPHOCTH, pacreuarka (ecjiu HeT JAPYTUX BO3MOKHO-
cTeil 03HAKOMJIEHHS C SJIEKTPOHHLIM BapUaHTOM TEKCTa), yUeT ¥ pachpe/ieieHHe NOCTyNaloluX
JIOKYMEHTOB;

- [IOATOTOBKA U OTNIpaBka HH(GOpPMAIKH B aIpeC OpraHu3alim, TpUCIIaBIIeH JOKYMEHT, O 1aTe
TIPHEMKH IOKYMEHTa H JIaTe JIOBECHH 1O JIOJDKHOCTHOTO I (1epe/iady B AeIONPOH3BOA-
CTBO);

- mepe/iada J0KyMEHTOB Ha PaCCMOTPEHHE PYKOBOJHMTEIO (B JeNONPOU3BOJICTRO);

- yueT ¥ PErHCTPAIHS OTIPAB/IAEMBIX H3 yHIPEKACHUA o6pa3oBanHs JOKYMEHTOB, IPOBEPKa
[PaBHJILHOCTH UX OQOPMIICHHS ¥ OpraHu3allis Hx OTIIPABKH;

- KOHTpOJIb MOJTy4eHHs HHPOPMAIIHH a/[peCaToM, opraHm3auusi, B cIydae HeoOX0AMMOCTH, 110~
BTOPHOM OTNPABKU JTOKYMCHTA,

- BeJIeHHe JKypHaa ydeTa IOCTY AKX i OTIPABIACMBIX 110 HJIEKTPOHHON MOYTE JIOKYMCHTOB;
- OTICpaTHBHOE PELICHHE BOIIPOCOB 110 paboTe 3IeKTPOHHOH IOYTHI

1.8. PykosojuTenb 00pa3oBaTebHOTo yupexeHHs MOXKET YTBEPHKIATh coOCTBEeHHBIN MTOPALIOK
paboThl ¢ JOKyMEHTaMH, He IIpoTHBOpeYaluii TpeOOBaHUAM [TomoxeHus.

1.9. Hactosimee ITojioieHHE HE PEryIMpyIoT BOIPOCEL o6MeHa 3IEKTPOHHBIME COOOLICHUAMH,
He SBIISIOMAMHUCS JIEKTPOHHBIMH JOKYMCHTaMH.

1.10. U3MeHeHus ¥ JOMNOMHEHHUS B HACTOALIMC Tonoxenue u [IpuioxeHns K HeMmy, TOBOJATCH
JI0 cBe/IeHHs Y 9aCTHHKOB [IOCPE/ICTBOM HalpaB/IeHH yBeoMIeHHS B GOpME SNEKTPOHHOTO
JOKYMEHTA, WM HHEIM CII0CO00M, 06eCIeUHBAIOIIAM NOTBEPIKICHHE BPYUCHHUS JOKYMCHTA
MoNydaTeNio, He MO3HEE, YeM 32 5 paGounx JHeit 10 AaThl BCTYIUICHAA B CHITY JAHHBIX H3MEHE-
HUil ¥ AOMOTHEHUH.

1.11. PacchUIKA 2IEKTPOHHBIX JOKYMEHTOB OCYIIECTBIACTCA 1O ajipecy, PeNoCTaBIIEMOMY
Y4aCTHUKOM.

2. VCJIOBYS IOITY CKA YUACTHHUKA K OCVIIECTBJIEHUIO 5]10

2.1. Y4acTHHK JOIYCKAeTCs K OCYMICCTBICHHIO nokyMeHTo060pOoTa MOCIIE BBITOTHEHHA BCeH
COBOKYITHOCTH CIIETYIOLIHX JeHCTBUIL:

2.1.1. YcTaHOBKH HEOOXOIMMBIX ANNapaTHbIX CPEACTE, KJIMEHTCKOrO IIPOrpaMMHOT0o B HH(OP-
MAIHOHHOr0 00eCIeyeHHS.

2.1.2. Opranu3anuy siuKa 3/1EKTPOHHOM OYTHI Ha paboueM MECTE MOy 4aTeid ¢ IpeioCcTaB-
JIeHHBIM 3JIEKTPOHHBIM JIPECOM M a/IpecaMH MOUTOBBIX CepBEpOB.

5 1.3. CorracoBaHisi MEXKTy Y 4acCTHUKAMU NepetHs J0KyMEHTOB nepe1aBacMbIX IO TEICKOM-
MyHHMKAIMOHHBIM KaHAAM CBS3U B JICKTPOHHOM BHUJIE.

3. OPTAHM3ALIAA DJIEKTPOHHOI'O JIOKYMEHTOOBOPOTA
3.1. ITopsitoK OpraHu3aluu dIEKTPOHHOTO JOKyMeHTOO00O0opOTA!
3.1.1. DeKTPOHHBIH JOKyMEHTOOOOPOT BKIIOHACT B cebs:
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— (opMHEpOBaHHE IEKTPOHHOTO JIOKYMCHTA;

- OTIPABKY M ZJOCTABKY 3JIEKTPOHHOTO JIOKYMEHTA,

- IPOBEPKY NMEKTPOHHOTO JIOKYMEHTA;

— TIOATBEPIKICHHE TOJTy4EHHUs EKTPOHHOr0 IOKyMEHTA,

- yd4eT 3NeKTPOHHBIX IOKYMEHTOB (PerMCTPAIHIO BXOAIIMX H HCXOMSIAX SIEKTPOHHEIX IOKY-
MEHTOB);

- XpaHeHHe EKTPOHHBIX JIOKYMCHTOB (BeJIeH¥E apXUBOB ICKTPOHHBIX JIOKYMEHTOB).

3.1.2. ®opMHpOBaHHE NEKTPOHHOTO JOKYMEHTA OCYILIECTBIIAETCS B CIIC/IYIOLIEM MOPS/IKE:

- ()OPMHPOBAHHKE 3JICKTPOHHOrO JOKYMEHTa B BHJIe HMEHOBaHHOIO (aitna;

- mojricanHe cOPMHUPOBAHHOTO EKTPOHHOTO IOKYMEHTA B BH/C MMEHOBaHHOTO (aiina.
3.1.3. ChopMupoBaHHBIH 3IIeKTPOHHBIH JOKYMEHT MMEET IOPAIHHECKYIO CHiLy H BJIEYET Npey-
CMOTpEHHBIE JUISt IAHHOTO IOKYMEHTA IIPaBOBLIC MOCNIEICTBUS B CITydae €ro Hajnexamero
oopMIICHHS B COOTBETCTBHH C HACTOSIINM TTonoxeHueM.

3.1.4. C 1enbio yMEHbLICHHs 00HEMOB nepenaBaemMoil HHQOPMALMH PH TPAHCIIOPTHPOBKE
3NeKTPOHHBIX JOKYMEHTOB MOTYT HCIIOb30BATLCA crienMaIbHbIE ATOPHTMEI CKaTHs HH(OPMa-
HH.

3.1.5. Bce ropuuecKue JIeicTBus, oopMIIsIEMBIE TIOCPECTBOM SJIEKTPOHHBIX JIOKyMEHTOB B
COOTBETCTBHY ¢ HACTOSITHM [10JT0XKEHHEM, IPH3HAIOTCA COBCPIICHHEIMH B nuceMenHoi hopme
¥ He MOT'YT OBITh OCTIOPEHBI TOJIBKO Ha TOM OCHOBaHMH, 4TO OHH COBEPILCHE] B 3JIEKTPOHHOM
BH/IC.

3.1.6. TTocre Toy4eHHMs IEeKTPOHHOr0 JOKYMEHTa MOJTydaTeilb 00s3aH HANpPaBUTh OTIPaBHTE-
10 TAKOTO IOKYMEHTA TIOATBEIKICHHE O MIOTyIeHHH JICKTPOHHOTO JIOKyMEHTA.

4. OPTAHU3ALIMS PABOTBI C [TIOCTYTIAIOIIEN KOPPECITOH/IEHIIVEN

4.1. Cioco6bl OCTaBKH KOPPECIIOHACHITHH

4.1.1. JlocTaBKa KOPPECTIOH/ICHIIHH B YIPEXKICHHE 0Gpa3oBaHus OCYIIECTBIAETCA M0 SJICKTPOH-
HOHM moyre.

4.2. Tlpuem 1 06pabOTKa KOPPECTIOHICHIIAH

4.2.1. KoppecnoneHIHs, NOCTyTatomas B o6pazoBaTeIbHOE YIPEXKACHHE 110 9JIEKTPOHHOH T10-
4yTe W3 MEHHCTEPCTBA 0OpasoBaHus VpKyTCKOH 067acTH, peIBAPUTEIBHO IIPOXO/IAT Yepes aH-
THBHPYCHYIO TIPOBEPKY, PacredarsBacTCsa (ecH HET PYrHX BO3MOXKHOCTEH O3HAKOMIICHHS
37EKTPOHHBIM BAPUAHTOM TEKCTa), TPOXOIHUT NEPBUIHYIO 006paboTKy, paclpe/ieieHue, peri-
CTPAIHIO.

4,2.2. B mporecce repBOHAYALHOM 06paboTKH MOCTYNAIOMEH KOPPECTIOHACHIIHA BCE IOKyMEH-
Thl IIPOBEPSIOTCS HA HANMYNME BHPYCOB, IPOBEPALETCS HX YUTAEMOCTb H IOJTHOTA.

4.2.3. DNeKTPOHHOE COOOIIEHAE CYUTASTCA MOCTYIHBIINM TI0cJie MPOBEPKH MOTHHHOCTA U
BO3MOIKHOCTH €ro BOCIIPOHU3BEICHHA.

4.2.4. [lpueM KOppECTIOHACHIIUA (4TEHHE MOYTHI) OCYLIECTBIISETCS HE PEXKE JIBYX pa3 B JICHb.
4.2.5. OGpaboTKa KOPPECTIOHACHIIMH TIPOM3BOMICA B JICHD €€ [IOCTYTLICHHS! HIIH B TIEPBBIA pa-
Goumii JIeHb TIPH TOCTYILICHHA B HepabouHe [AHM.

4.2.6. Tlopsanok mpreMa CpoYHOH KOPPECTIOHICHINHN B Hepabodee BPEMsl, BBIXO/IHBIC U Npas/l-
HUYHBIE IHA YCTaHABIMBACTCA JUPEKTOPOM 06pa3oBaTeIbHOr0 YUPEKACHMS.

4.3. PerucTpanus JOKyMEHTOB M Ilepe/iada uX B nenonpou3BoacTBO OY

4.3.1. Bee TOCTYHBIINE JOKYMEHThI PETHCTPUPYIOTCS B JKYypHAIC ydera MOCTyNUBIICH M0
3JIEKTPOHHO} 1OYTEe KOPPECTIOH/ICHIMH.

4.3.2. Peructpanus JOKYMEHTOB IPOM3BOUTCS B JIEHE HX [IOCTYILTCHHS HITH B TIEPBBIA paboynii
JIeHb TIPH TIOCTYILICHHH B Hepabouue IHH.

4.3.3. Tlocie perucTpaliy B XKypHAJIE yqeTa MOTyICHHBIC JIOKYMEHTBI IIEPEIatoTCs B ACIIONpO-
M3BOCTBO 00pa30BaTEIbLHOIO YIPEKACHUI C 00s13aTeIbHOM OTMETKOH B JKypHAJIe yueTa.

4.4. TlonTBepiKACHAE O TONYYEHHH SNEKTPOHHOIO IOKYMEHTA
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4.4.1. TTpn mony4eHHH EKTPOHHOTO JIOKYMEHTA IOJTyaTe/b Hampas/sieT OTIPaBUTEIIO TAKOTO
JOKYMEHTa TOATBEPIKICHHAE O TIOTy4CHHH 3JIEKTPOHHOT0 IOKYMEHTA. [ToaTBEpXK/ICHUE HATIPaB-
nseres B pOpMe STEKTPOHHOTO COOOIIEHHS.

4.4.2. B NOATBEP)KEHUU JOJIKHBI OBITh YKa3aHbI YHUKATbHEI BXOAAMIMNA HOMED JIEKTPOHHOTO
JOKYMEHTa, IaTa ¥ BPeMsl MOJIyIeHHs IEKTPOHHOTO IOKYMCHTA.

5. OPTAHU3ALIMS OTTIPABKM JOKYMEHTOB

5.1. ITonroroBka JIOKYMEHTOB K OTIIPaBKE.

5.1.1. K 10KyMeHTaM, OTIIPAB/ISEMBIM I10 3IEKTPOHHOH MOYTE, IPEABABIIOTCA caeayromue
TpebOBaHHS:

— JIOKYMEHTBI TOTOBSITCS € IOMOIIBIO TEKCTOBOTO Pe/IakTopa Word wiy Tab/IM9HOro peaakropa
Excel ¢ ncrnionb3osanmeM mpudra Times New Roman u He I0JDKHBI COACPHKATD rpagu4ecKux
U300paKeHHii;

—B BEpPXHEM PaBOM YTITy ZIOJDKHO OBITh yKa3aHO «Ilepe1aHo 1O 3MEKTPOHHOM MOYTEY;

— JIOKYMEHT TIO/IIMCHIBACTCS THPEKTOPOM, 3aMECTHTEIISIMU IMPEKTOPA, H nepejl OTIPaBKoi 3a-
BepseTcs pabOTHUKOM OTBETCTBCHHBIM 32 2110;

— JOKYMEHT COJEP/KHT y4eTHYIO HH(OPMALKIO O PErHCTpaliiH B JIEJIOTPOU3BO/ICTBE.

5.1.2. UcroIHATENb, MOATOTOBABIINIA TOKYMEHT, PEACTABIIACT €ro B OyMa’KHOM H JJIEKTPOH-
HOM BHJIE H CIIHCOK PAacChUTKM OTBETCTBEHHOMY 3a paboTy ¢ 3JIEKTPOHHOM MOYTOM.

5.1.3. DieKTpoHHOE COOOLICHHE OT UMEHH, 00Pa3s0oBATENBHOTO yUPEIKICHH JIOMKHO OBITH MOJ-
TBEPIK/IEHO, B CIIy4ae HEOOXOMMOCTH, IOANMCAHHBIM OPHIHHATIOM JIOKYMEHTa, KOTOPbIi Haxo-
JUTCS B IETIONPOU3BOJICTRBE 00pa30BaTeIbHOTO YIPEKICHHS.

5.1.4. IIpu oTripaBKe JOKYMEHTOB [PEIBAPUTEILHO MPOU3BOAUTCS NpOBepKa HX JIOCTOBEPHOCTH
¥ y9eT B JKypHase OTIPaBIISIeMOH 110 3]IEKTPOHHOMN 1104TE KOPPECTIOHACHIUH.

5.2. OTnpaBKa JOKYMEHTOB [0 2JIEKTPOHHOH MOUTe.

5.2.1. JIOKyMEHTb!, [O/JICKAIIHE OTIPABKE 1O 3JIeKTPOHHOI mouTe, 06pabaThIBAIOTCS W OTIPaB-
JISHOTCA B JIeHb WX TIOCTYILIEHHs 100, Kak HCKITIOUCHHE, HE TI03/iHee CIIeAyIOMero pabodero
JHA.

5.2.2. JlochlIKa WM 3aMeHa pa3oCciIaHHOro paHee I0KyMEeHTa OCYIIECTBIISIETCS 110 yKa3aHHIO JIH-
11a, TOMMCABILIETO JOKYMEHT.

5.2.3. BampemaeTcs nepeaBaTh JIEKTPOHHOH MOYTOH TOKYMEHTHI ¢ ToMeTKOH “Jlist ciryxebHO-
TO MOJIB30BAHUSA .

5.2.4. B 0J1HOM 3IEKTPOHHOM COOOIIEHHH, KaK IPaBUIIO, IEPECHLIACTCA OMHUH noKyMeHT. B ciy-
qae ecyIH HeoGXOMMMO MepeciaTh HECKONIBKO I0KYMEHTOB, OHH IOUIEKAT o0s3aTebHON yna-
xoBke B apxuBax RAR mwm ZIP. JlokymenT, 06beMoM 6onee 100 xbaifT, apxuBUpyeTCs. APXHBBI
He JIOJDKHBI OBITh CaMOPAacIaKOBbIBAIOIHMHCS.

5.2.5. Tlepen OTIpaBKOH JOKYMEHTA IO 37IEeKTPOHHOM 1104Te HEOOXOAMMO TIPOBEPUTE €ro Ha
HaJTHYIHE BUPYCOB.

5.3. IlepeueHb TOKYMEHTOB, OTIPABJISCMBIX IT0 9JIEKTPOHHOM MOYTE.
5.3.1. C OMOIIBIO TIEKTPOHHOM TOYTHI OCYIIECTBIACTCA OllepaTHBHAS [IEpe/ata uHpopManuu
B BHIIC!

~TIPHUKA30B U PACTIOPSHKEHHH;
— yKa3aHHH U ITHCEeM;
— 37IeKTPOHHBIX COOOIICHHMI;
— TenerpaMm ¥ Tene(OHOTrpaMM.

6. XPAHEHUE DJIEKTPOHHBIX JJIOKYMEHTOB
6.1. Bee 3J1eKTPOHHBIE JJOKYMEHTEI IOJUKHBL XPaHHTBCS B TEHCHHE CPOKOB, Ipe/lyCMOTPEHHBIX
BHYTPEHHUMH JOKYMEHTaMH Y 9acTHHKA. JNEKTPOHHBIE JIOKYMEHTBI JOTDKHBI XPAHHTHCA B
3IEKTPOHHBIX ApXHUBAX.
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6.2. DIeKTPOHHEIE IOKYMEHTHI IOJDKHbI XPaHHTECS B TOM xe Gopmate, B KOTOPOM OHH ObUIH
c(OpMHPOBaHEI, OTIPABICHEI HIIA [TOTYCHBI. CpoK XpaHeHHs EKTPOHHBIX IOKYMEHTOB HE
MOJKeT ObITb MCHEE IISTH JIET.

6.3. XpaHenue IeKTPOHHBIX TOKYMEHTOB JOLKHO COTPOBOXK/ATECS XPAaHEHHEM COOTBETCTBY-
JOLIEr0 TPOrpaMMHOT0 ObecIe eHus, obecreurBaroNero BO3MOKHOCTE paboThl € SJIEKTPOHHLI-
MH KYpHAJIAMH H IOKYMEHTaMH.

6.4. OBS3aHHOCTH XPAHEHHs HIEKTPOHHBIX JOKYMEHTOB BO3/IAraloTes ua Yuactaukos D/10.
6.5. JIJ1st BBIOJIHEHHS TEKYIIAX paboT 1O BEACHHIO 3JIEKTPOHHEIX apXHUBOB Y 4aCTHUKH 3110
HA3HAYAIOT OTBETCTBEHHOE JIMLIO.

6.6. DNEKTPOHHBIC APXHUBBI MOJIEXKAT 3aUUTE OT HeCAaHKLMOHMPOBAHHOTO I0CTYIIa, HEMPEAHA-
MEPEHHOTO YHHYTOKCHHS 1 (u511) HCKaKEHHS.

7. OPUTUHAJIBI DJIEKTPOHHOT'O JJOKYMEHTA

7.1. DNEKTPOHHBIH JOKYMEHT MOXET HMETh HEOrpaHWUeHHOE KOJIMYeCTBO OPUTHHAIIOB. Jlnst co-
3/1aHAsl AOTIOJTHATEIBHOTO SK3EMILIAPa SIEKTPOHHOTO JIOKYMEHTA OCYIIECTBIIIETCS BOCTIPOH3-
BOJICTBO COZIEp/KaHusA TOKYMEHTA.

7.2. Bce OpMrHHANBI 3JIEKTPOHHOTO HOKYMEHTA, HICHTHYHEIE OJUH JPYroMy, SIBJIAIOTCA OpHTH-
HaJaM¥ ¥ UMEIOT 0/IHHAKOBYIO IOPU/IMHYCCKYIO CHILY.

8. KOITMU DJIEKTPOHHOI'O IOKYMEHTA

8.1. Konuwu 3/1eKTPOHHOTO JIOKYMEHTa CO3/1aloTCs Ha 6yMa)KHOM HOCHTEJIC ¥ 3aBEPSIOTCA c0o0-
CTBEHHOPYYHO# TMOINHKCHIO JIHIA, SBISIOMEr0Cs OTIpABHUTEIIEM HIIM I10JIydaTeNneM EKTPOHHO-
ro JOKyMEHTa.

8.2. Kommau 3MeKTPOHHOTO JI0KYMEHTa Ha OyMa)KHOM HOCHTEIIE JIOJDKHBI COJIEPKaTh YKa3anus Ha
T0, YTO OHH SBJISFOTCS KONUSMH COOTBETCTBYIOMICIO ANEKTPOHHOrO JOKYMEHTA.

9. OBECIIEHEHUE UHOOPMAITMOHHOM BE3OITACHOCTH JIEKTPOHHBIX JIOKY-
MEHTOB
9.1. Cobmoenne TpeGoBanuii HubOPMANHOHHOH Ge30MacHOCTH ITPY OPraHU3aIuH 3JIEKTPOHHO-
ro JOKyMeHTO000pOTa 00eCIeYnBacT:

— KOH(UIEHIMATBHOCTb HHpOpPMAIIHH (OJTy4MTh JAOCTYN K HH(MOPMALAH MOKET MOJIYYHTh
TOJIBKO ONpe/elIeHHbIH KPyT JIHI);

_ HeJIOCTHOCTE NepeaBaeMoil HHbopMaIiH (rapaHTHPOBAHKE, HTO naHHble nepepaTcs 6e3
HCKaKCHHH ¥ HCKIIOYAeTCs BO3MOXKHOCTD MOAMCHBI uHGOpMAIHH);

—ayTeHTH(UKaIHIO (KOI/a Nepe/aBaeMyto uH(OPMAIAIO MOKET MOJYIHTH TOJIBKO TO JILO,
KOMy OHa TIpe/iHa3HaueHa, a OTIPABUTENIEM ABJISCTCA AMEHHO TOT, OT YbEr0 HMEHH OHA OTIPaB-
JIcHA).

9.2. Tpebopanus 110 uH(OPMALHOHHOM 6€30MacHOCTH IIPH Oprafu3aliy 9NEKTPOHHOTO JIOKY-
MEHT0000pPOTA PEATH3YIOTCS IOCPEACTBOM IPUMEHCHIA IIPOTPaMMHO-TEXHIHIECKHUX CPEICTB U
OpraHu3alMOHHEIX MEP.

9.2.1. K mporpaMMHO-TEXHHYECKHM CPeICTBAM OTHOCSTCS:

—TIporpaMMHbIe CPE/ICTBA, CIELHATBHO pa3paboTaHHbIe JUIs OCYLIECTBICHHS SICKTPOHHOIO no-
KYMEHTO000pOTa;

—cucTema napojieil ¥ uACHTH(UKATOPOB JUTS OrpaHHICHN JI0CTyTA TOJIb30BaTe el H aIMAHH-
CTPATOPOB K TEXHHUECKMM H MPOrPaMMHBIM CPEACTBAM CHCTEMBI JJIEKTPOHHOTO JIOKYMEHTO-
obopoTa;

— IPOrpaMMHO-AITaPATHEIE CPE/ICTBA 3aIUTRI OT HECAHKIMOHHPOBAHHOTO JIOCTYTIA;
—Cpe/ICTBa 3AIATHI OT POrPAMMHBIX BUPYCOB.

9.2.2. K opranu3alMOHHBIM MEpaM OTHOCATCA:
—pa3sMeIICHNE TeXHHIECKHAX CPEICTB B MOMEIICHUAX C KOHTPOJMPYEMBIM JOCTYTIOM,;
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— aIMHHACTPATHBHBIE OTPAHUYEHHS JTOCTYNA K ITHM CPE/CTBaM,

— 3a/[aHHe PeXKUMA UCTIONB30BAHUS MONE30BATCIAMA 1 aJMHHHACTPATOpaM NapoJjiel ¥ HACHTH-
(uxaropos;

— JIOIYCK K OCYILIECTBICHHIO JIOKyMEHT0000pOTa TOJILKO OIpPE/IeICHHBIX JIHIL;

— TojepYKaHHE POrPAMMHO-TEXHHYECKHX CPECTB B HCTIPABHOM COCTOSIHUH;

— pe3epBHPOBAHUE MPOrPAMMHO-TEXHIUECKHX CPE/ICTB;

—o0ydJeHue nepcoHana;

— 3amETa TEXHAYECKHX CPEZICTB OT MOBPEKIAIONIMX BHEIIHHX BO3IeHCTBHH (IT0XKap, BO3aeH-
CTBHE BOJBI H T.IL.).

X. 3AKJTIOUUTEJBHBIE ITOJIOXEHWA

10.1. Cpox seifCTBHs TOJNI0XKCHHAS HE OTpaHHtCH.

10.2. TIpu H3MEHEHMH 3aKOHO/IATENbCTRA B AKT BHOCATCSA M3MEHCHMIS B yCTAHOBIEHHOM 3aKOHOM
HOpAZIKE.

Wcnonuurens: 3am. aupekrtopa no YMP Kyknnsa T.H.

¢
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