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1. O0UIHe MON0KEeHAS

1.1. TlonoxeHne o6 3IMCKTPOHHOM HOOKYMCHTOOOOpOTE pa3paboTaHO B COOTBCTCTBUH C
TpeGopanuamu MesepaneHoro 3axoHa ot 29.12.2012 Ne 273-®3 «0O6 obpasosanuy B
Poccuiickoii  Mepepaumm», Gepepanibioro 3akoHa ot 27.07.2006 Ne 149-®3 «QO6
MHpOPMALIMH, MHOPMALMOHHBIX TEXHONOTHAX W 3aIATe WHMOpMAaIum», QeeparsHoro
3akoHa oT 27.06.2007 Na 152-03 «O nepcoHaIbHEIX JaHHBIX?.

1.2. Tlonoxenue ob 3MeKTPOHHOM JoKyMeHTo0OopoTe (nanee - 1lonoxenue) yeTaHaBIHBaeT
equnple TpeboBaHMA K OpraHu3alHd paboTEL € JOKyMeHTaMM, IIOJIy4aeMBIMH H
OTIPaBILICMBIMH C IIOMOIIBIO NIEKTPOHHOH IOYTEL.

1.3. Jng uene#i nacrosmero llomoxceHws ycTaHAaBMUBAKOTCS CIEAYIOUIAE TEPMHHEL H
OlpeleneHHs!:

OnextpoHHas nouta (311} — cucTeMa, MNOIBOIAIONIAA IIOTB3OBATENAM OTHPAaBIIATH
co00MIeHHs Yepe3 MOJeM U CETEBOE COSIHHEHHE ¢ OJHOTO KOMITBIOTEpA Ha JpYToi.

HoxymenTHporaHHad WHOQOpMauMd (JOKYMEHT) — 3a()MKCHpOBAHHAS HA MATEPHATLEHOM
HOCKTENNe HHQOPpMalUi ¢ PeKBA3HTAMHE, 03BOIITIOMMMH €8 HISHTU(UILIHPOBATD.

DneKTpoHHEIH DokyMeHTOo060poT (B0) — opraHH3allMOHHO M IMPOTPAMMHO — TEXHHYECKH
yropanodeHHas HHPOpMAIMOHHAS cHeTema, ofecleddBaroinas Ipouecc obOmena, cbopa,
0bpaboTKM, HaKOIUIEHHs M XpaHeHHA HHQOPMALMH ITOCPEICTBOM  3JICKTPOHHBIX
IOKYMEHTOB.

DaextpouHbid aokyMeHT (D]} — AOKYMEHT, CO3JaHHBIA NpM IOMOH{K AIEKTPOHHEIX
alIapaTHO — TEXHMYCCKUX W IIPOTPAMMHEBIX CPEACTB, (PMKCAPYEMEIH B NUGPOBOM KOJE B
dhopme HACHTHOHIAPYEMOTO TIO COTepKATeNIBHOM HacTH MMEHOBAHHOIO (aiia, JoCTYIHEIH
A nocnejpyiotuel  o6paboTKY, WCTONBICRAHKA, BOCIPOM3BeZieHHs (0TOOpaKEHHH) U
BU3YQJILHOIQ  BOCIIPHATHHA, &  TAKKE JUIS  [epegadyd M TNoJAydeHHds 1o
TeNeKOMMYHHKAIIMOHHBIM KaHanaM cBa3d. [laxkeT sreKTpOHBBIX I[OKyMEHT{)B (naxker) — oAMH
uin 6onee 7.

Bnexrponnoe coobwenne (C) — JOrHYecKH UEIOCTHAS COBOKYIIHOCTh JaHHEBIX, HMEIONIHX
CMBICT A YYIaCTHHKOB HHOOPMAITMOHHOTO BIaUMOASHCTBHS, 3aKOAHPOBAHHAK CIIOCOO0M,
NO3BONAIOIMM 0fecreduTs ee o06paboTKy CpelcTEaMH BRIYMCIHTENLRHOM TEXHUKH,
nepeiaty No TCICKOMMYHHKAIIAOHHBIM KaHallaM CBS3H M XpaHeHHe Ha MallHHOYHTAEMBIX
HOCHTEAX HHQOPMALIMOHHEIM KaHAIAM CBA3SH H XpaHCHHE HA MallIMHOYHTAEMEIX HOCHTEIAX
MHGOPMAalHH.

VuactHUK — paGoTuukn u aaMurucTpanns MBOY I ACTPAXAHM «I'MMHAS3VIA No2»,
YYACTBYIOIIME B JIEKTPOHHOM JIOKYMEHTOO00POTE.

OTnpasuTens SIEKTPOHHOTO NOKYMEHTa (OTNPaBHTENb) — QH3HYECKOe WIH KPHAHYECKoe
JMLO, KOTOPOE HATPARIAET SMeKTPOHHEIM TOKYMEHT.

IMony4aTens 3A€KTPOHHOTO AOKyMeHTa (HONydaTens) - QHU3HYECKOE HIH HOPHIMIECKOe
N0, KOTOPOMY OTIIPABIIEH JIEKTPOHHAIH JOKYMEHT.

HocTaBka 3NCKTPOHHOIO TOKYMEHTa (AOCTaBKa) — (HU3M4ECKHH TNpOIECcC HepeMEIICHHA
ANCKTPOHHOTO AOKYMEHTA OT OTIIPAaBHTEI K [10IyYaTento.



1.4, B pacrosmeM Ionoxenuy B xa4ecTBe 2/] paccMaTpHBalOTCA 3HEKTPOHHBIE ClyxeOHo —
HH()OPMALMOHHEIE JIOKYMEHTHL.

1.5. TlomoxkeHHe pacOpOCTPaHASTCS HA OpraHW3alMic  pabDoThl € JOKYMEHTAMH,
nepefaBaeMbIMH W TTQNYYaEMBIMH ¢ TIOMOINBEO DBISKTPOHHOM MOYTHl, BKIHOYAA HX
NOACOTOBKY, PETUCTPALMIO, YYET, OTIPABKY ¥ NOJIyYeHHE.

1.6. TpebosaHus, ycraHapImBaeMible [lonoxkeHueM, oOA3aTeNbHB! I BCEX PabOTHHKOR
MBOY I'. ACTPAXAHU « T UMHA3SHS Ne2».

1.7. OTBETCTBEHHOCTE 32 OPraHM3AlMIc U COCTOSHHE JOKYMEHTALMOHHOrO oOecledeHHs
HoCpencTBOM 3neKTponHol moutel B MBOY I. ACTPAXAHW «[MMHA3MA Ne2»
BO3JIAraeTCA Ha OTBETCTBEHHBIE JTHIA H pabOTHHKOBR!

» TOZOCpXKa B paboTOCHOCODHOM  COCTOSHMH TEXHHYECKOTG W MPOTpaMMHOIO
ofecneueH s, OTBCYAIOIIETO 38 QYHKIIMOHAPOBAHNE EKTPOHHOH I10YTH;

» TMpHEM, KOHTPOIIb THTAGMOCTH M JOCTOBEPHOCTH, DPACIIeYaTKa, €CIH HET ApPYIuX
BOIMOXHOCTEH  O3HAKOMIIEHHS C ONEKTPOHHBIM BapHaHTOM TEKCTa), ydYeT H
pacrpeielieHHd NOCTYNAIIUX JOKYMEHTOB;

« TOArOTOBKA M OTHpaBKA MHGOpPMAlMM B afipec OpraHH3allMM, [IPUCIABIICH JOKYMEHT, O
IaTe IPUEMKH MOKYMEHTa H JaTe [OBeAeHHs A0 ACIKHOCTHOTO IHIA (mepejadu B
JeJ0NpPOU3BO/ICTEO);

¢ Tepejava JOKYMEHTOR Ha PACCMOTPEHHE PYKOBOAUTENIIO (B ACAONPOU3BOLCTRO);

« yueT ¥ perucrpauus ormnpasnsemiix u3 MBOY I'. ACTPAXAHW «ITIMHA3KMA Ne2y
INOKYMEHTOB, IPOBEPKA NPABWITEHOCTH MX OQOPMIICHHA H OpraHKM3allus UX OTIHPaBKH;

¢ KOHTPOJIh NMONy4eHus MH(POPMAlMM afpecaToM, OpraHM3alnsd B Clydyac HEOOXOMUMOCTH,
NOBTOPHO OTIPABKH [IOKYMEHTE;

+ OINEPaTHBHOE PeIICHHE BONPOCOB N0 PaboTe 3AEKTPOHHOH TTOUTEI.

2. YenoBus 100yCKa YYacTHHKA K ocyllecTBJaeHU0 30

2.1. YHacTHHK JONVCKSETCH K OCYIECTRIEHWID JIOKyMeHT000OpOTa MOCIE BHIMOJHEHUS
BCeH COBOKYIIHOCTH CICAYIOMINX JACHCTBUHA:

2.1.1. VYcramoBkd — HeoOXOIHMEIX — ammapaTHRIX — CPEACTB,  OpOrpaMMHOIG M
HHOOPMAIHOHHOIo 0DecedeH .

2.1.2. Oprasu3auya AUMKa JISKTPOHHOM MOYTH TOTyJYaTelIst.

2.1.3. Cornacopauus MexIy YYacTHHKaMH IIepedHsS [OOKYMEHTOB [epeJaBacMBIX 110
TENEKOMMYHHUKALIMOHHEIM KaHa/laM CBA3H B 3IEKTPOHHOM BUAE.

3. Oprannsauus 31eRTPOHHOr0 AoKyMenTo0GOpOTA
3.1. Ilopaack opraHM3aliie 3IeKTPOHHOIO 10KyMeHToobopoTa:
3.1.1. DIeKTPOHHBIA JOKYMEHTOOGOPOT BKIIOYACT B cebs:

+ (opMHpOBaHHE 3NEKTPOHHOIO AOKYMEHTE;

* OTOPaBKY H JOCTABKY JNCKTROHHOTO JOKYMEHTA;

» IIPOBEPKY WIEKTPOHHOI'O JOKYMEHTA;

» TIOATBEDKACHHUE MOIIYYCHHA 3TICKTPOHHOTO JOKYMEHTA,

+  y9E€T 3MEeKTPOHHBIX JOKYMEHTOB,;

« XpaHeHWs DNEKTPOHHEIX JOKYMEHTOB (Be/[eHUEe APXHBOB 3]IeKTPOHHBIX JOKYMEHTOB).
3.1.2. DopMUpORaHWE FIEKTPOHHOIO JOKYMEHTA OCYIUECTBARETCS B CISAYIOIIEM OPS/IKE:



» GOpPMUPOBAHHE IEKTPOHHOIO JOKYMEHTA B BHAE HMEHOBaHHOTO (haiina;

* TOANMHMCAHHE CHOPMHPOBAHHOIO 3JIEKTPOHHOTO IOKYMEHTA B BUle HMEHHOTO (aiina.
3.1.3. COOpMHPOBAHHEIH 3NMEKTPOHHEIN NOKYMEHT HMEeT IOPHOMYECKYi0 CHIy H BIedeT
NpeqyCcMOTPEeHHEIE JJIS  JAaHHOINO [JOKYMEHTA [PABOBBIE [IOCHEACTBHS B CAy4Yde e€ro
HaJJISKAINETO O(OPMAEHHA B COOTBETCTBHE C HACTOALINM [TonosKeHneM.

3.1.4. C nensio yMeHBIICHNA 00BEMOB TIepeflaiaeMoil HHGOPMALHY OpH TPAHCIOPTHPOBKE
JNCKTPOHHBIX JNOKYMEHTOB MOCYT MCHONB30BaTECA CICIHANLHBIE ANTOPHTMBL CHCATHS
UHOOPMALHH.

3.1.5. Bee wopuawyeckue AelcTBUs, OOPMIAEMEIE TOCPSICTBOM SIMEKTPOHHEIX JOKYMEHTOR
B COOTRETCTBMM C HAcToAlMM llonoxeHuMeM, NMpHIHAIOTCA COBEPHISHHBIMM B NUCHMEHLOH
(Gopme W He MOTYT OBITh OCIIOPEHE! TOMBKO HA TOM OCHOBAHHH, YTQ OHH COBEpLUEHHb! B
DIIEKTPOHHOM BHIEC.

3.1.6. Ilocne nonyvenus 3MEKTPOHHOIO IOKYMEHTa MONy4Yarelb OOA3aH HAIPABUTE
OTHPARHTENH TAKOIO JOKYMEHTA NOATBEPKICHUE O NMONYYeHHH JIEKTPOHHOTO JOKYMEHTA.

4. Opraansanus paGoTs! ¢ MOCTYNAKOUIEHR KOppecnoHAeni(HeH

4.1. CriocoOBI NOCTABKH KOPPECIOHASHIMM:

4.1.1. JlocTaBka KOpPeCIOHICHIIHA OCYIECTRIACTCA TI0 JJIEKTPOHHOMN IIOUTE.
4.2. [Ipuem u obpaboTka KOppecloHeHLIMH:

4.2.1. KoppecnionaeHIIuA, MOCTYNaOIMas 110 3NEKTPOHHOH nogTe oT paboTHHkoR B MBOVY T.
ACTPAXAHN «TMMHA3MSA Ne2y», DpoXOAHT Yepe3s dHTMBMDYCHYIO IIPOREPKY,
pacliedarbiBaeTess (@CAH HET JPYTHX BO3IMOXHOCTEH O3HEKOMIEHMS C 3JIEKTPOHHBIM
BApHAHTOM TEKCT4), MPOXOANT NepRUYHYI0 06palboTKy, pacipeenenve, perucTpalHio.

4.2.2. B npouecce mnepBoHadanbHOM OOpaboTKHM NOCTYMAIUEH KOPPECHOHICHLHH BCE
JOKYMEHTERI IPOBEPAIOTCA Ha HANNMYHE BUPYCOB, NPOBEPICTCA HX YUTAEMOCTE H IIOJIHOTA.

4.2.3. aﬂe'KTpOHHOE COOSI.U,CHHG CUHHTAETCA NOCTYIIHBUIAM TIGCIE TIPDOBEPKH TIOAJIHHHOCTH KU
BO3MOQHOCTH €0 BOCIIPOU3IBEACHHA.

4.2.4. TIprieM KOppeclOHICHINH (ITeHHe ITOYTHI) OCYILIESCTBIACTCH YYACTHUKAMH HE peXKe
TISSTH paz B JIEHE.

4.2.5. O0paboTka KOPPECICHACHIINY [IPOHIBOAATCA B ICHE €€ IIOCTYIISHHA HIIM B NEPBbIH
paboumii JeHb NPY IOCTYIIICHHH B Hepaboune THH.

4.2.3. Peructpauus 40KYMEHTOR W NEPEAAYA WX B ASTOMPOH3BOICTEO!
4.3.1. Bce NOCTYNMHMBLLIXE OKYMEHTHI perucTpapyrorcs 1 obpabareiBaroTes.

4.3.2. PEFHCTPB.[I,PIH JAOKYMEHTOB MNPOM3IBOOHTCH B ACHB HMX NOCTYINEHHA HMIH B HEpBBIfI
paﬁquiTi A€HL IIDH IIOCTYILIEHHH B Hepaﬁcnme AHH.

4.3.3. Ilocne perucTpallii NONTy9eHHEIS JOKYMEHTEI IEpeAalOTCd B ASJIONPOH3BOACTBO.
4.4. TlonTBepkeHie O MONYUYEHHH EeKTPOHHOTO JOKYMEHTA!

44.1. TIlpr nomydeHUH 3NEKTPOHHOTO OOKYMEHTa [ONYHYATeNb IO 3anpocy HapaBliCT
OTHPABUTEIIO TAKOro JOKYMEHTa NOITBSPXKACHHUE O MOMYYSHUH 3MeKTPOHHOIO HOKYMCHTA.
IHonTeepiieHue HanpagngeTcd B GOpMe INSKTPOHHOTO COOOMISHHUS.



5. Oprasusauus OTHpaBKM HOKYMEHTOB
5.1. Iloaroroska JOKYMEHTOB K OTIpaBKe.

5.1.1. K nokymeHTaM, OTHpaBIseMbiM IO STEKTPOHHOH I10YTe, TPeAbABIAIOTCS CIIEAYIOLINE
TpeOOBaHMs, NOKYMEHTH TOTOBATCA ¢ MOMOMIBIO TEKCTOBOLO penaktopa Word wunu
TabnuuHore penakropa Exell ¢ menonszomranmem wipk@ToB Arial, Times New Roman u
MOTYT CORepXKaTh rpaduyeckne uobpaxenus B popmare PDF, JPEG.

5.12. Tlpu oTmopaBke [OKYMEHTOB NPeNBADHTENBHO MPOU3BOAUTCS IIPOBEpPKA HUX
JOCTOBEPHOCTH.

5.2. OrnpaeKa AOKYMEHTOB TIO 3JIeKTPOHHOMN TI0YTe.

5.2.1. JoXyMeHTEI, moinexarme OTIpaBKE II0 3ITCKTPOHHOU ITouTe, 0OpabarniBaloTcs H
OTHPABIIAIOTCA B AE€HB MX IOCTYIIeHMA MRG0, KaK HCKIIOYEHHe, He II03/Hee CNEAYIOIETO
pabodero gHsl.

5.2.2. Jlochuika UK 3aMena paHee pazocIaHHOTO JOKYMEHTa OCYIIECTBIACTCA TI0 YKAZAHUIO
THLA, NOANKUCABLIETO JOKYMEHT.

5.2.3. B 040M 2NEKTPOHHOM COOGIIEHHH, KaK IPaBMNo, MEPECEUIACTCH OMUH JOKYMEHT. B
CIyuae, eClld HeoOX0OHMO NepecaTh HeCKOIBKO JOKYMEHTOB, OHH HOANEXAT 0052aTeIbHOMH
ynaxopke B apxuBax RAR umu ZIP. Jokyment, o6bemom Gonee 100 xBaii, apXUBUHPYETCA.

5.2.4. [lepen oTnpaBrolf JOKYMEHT2 N0 HMEKTPOHHOM IOUTE HeOBX0 JUMO OPOBEPHTE €0 Ha
Halu4He BHPYCOB.

53. C mNOMOLIBK 3NEKTPOHHOM TOYTEl OCYINECTBILETCH OISpaTHBHasl mNepejava
HHOOPMALIMH B BHAE:

« [PHUKA30B H PACTIOPKECHIH;
*  VKA3aHHH H ITHCEM;
* 3JIEKTPOHHBIX COODIICHHMIT;
» JIOKJIAIHBIX H CIYKeDHBIX 3aTHCOK.
6. XpaHeHHe 3/ieKTPOHHLIX ADKYMEHTOB

6.1. Bee anekTponnbe JOKYMEHTE! JOIKHEL XPAHATECA B TOM e (OpMaTe, B KOTOPOM OHH
Or11H cOPMHPOBAHEL, OTIPABICHE] H ONYYEHEL

6.2. Cpox XpaHeHHs 3ICKTPOHHBIX JOKYMEHTOR JOJKEH ObITh MeHee IATH JeT.

6.3. XpaHeHHe ONEKTPOHHBIX JOKYMEHTOB JOUKHO CONpPOBOXAATECS —XpaHEHHEM
COOTBETCTBYIOLIECTC [POTPaMMHOIO O0CCICYeHHA, NHO3BONAIONIETG HMMEThL BO3MOAKHOCTH
paboTEI ¢ 3MEKTPOHHEIMH KyPHATAMH U JOKYMEHTAMH.

6.4. O6s3aHHOCTY XpaHEHHA WICKTPOHHLIX JOKYMEHTOE BO3TAraloTes Ha YgacTHHKoB 0.

6.5. Jlna BEIMONMHEHUA TEKYIIMX paboT 110 BEAEHMIO JIEKTPOHHLIX apxHBOBE YaacTEHKH 10
HA3HA4al0T OTBETCTBCHHOE JIHIIO.

6.6. DNEKTPOHHBIE apxXMBBl NOALEKAT 3aALIHTE OT HECAHKIHOHMPOBAHHOIO AOCTYIA,
HENPSAHAMEPEHHOIO YHUUYTOKEHHS H (HTH) HCKAKEHU.

7. Obecnevenne vuhopMAKHOHHOH Ge30M1aCHOCTH JIEKTPOHHBIX TOKYMEHTOR



7.1.Cobnogenue TpeGopanmi HHGOPMALMOHHOW OE€30NMACHOCTA [pd  OpraHu3aluH
SIEKTPOHHOTO JOKyMeHTo000poTa 06eCcenBacT:

KOHQHICHUHANBHOCTh MHGopMALHA (HOTYy9IHTE AOCTYNI K MH(OPMAIME MOXST TONBKO
OnpefeneHHBIH KpyT THL); -
LeTOCTHOCTh MepejaBaeMoll HHOOpMaliu (rapaHTHPOBARWE, YTO JAHHKIC NEPENAOTCs
He3 HCKaXKeHHH i UCKIIOHALTCS BO3MOXKHOCTE IOIMEHBI HH(OPMALIHHU ),
ayreHTHhUKAIKKD (KOTOa HepeJaBaeMylo MH()OPMAUMK MOXKET INONYYUTh TONLKO TO
JHI0, KOMY OHO MpeiHazHadeHa, a OTTPaBMTENEM HBJSETCS HMEHHOTO TOT, OT YhErQ
¥MEHH OHA OTIPaBleHa).
7.2. TpeGosanus 1o HMHGOPMAIHMOHHOW Oe30M1ACHOCTH MPU OpraHU3alMH 3JEKTPOHHOTO
JAOKYMEHTOO0OPOTA PEaln3yloTcsl MOCPeZICTEOM MPHMEHESHMA NPOrpaMMHO- TEXHHYCCKHX
CPE/ACTB M OPTaHH3aLMOHHBIX MED.

7.2.1. K mporpaMMHO - TEXHUYECKWM CpeaCcTBaM OTHOCATCH:

IpOrpaMMHEIe CPEICTBA, CICHHANEHO pa3spaboTaHHBIC AMf OCYIISCTBISHHMS IIEKTPOHHOIO
JOKYMEHT0000POTA,
CHCTeMa [apoiell M HASHTHOUKATOPOB UL OrpaHM¥eHHS AOCTYIA MONb30BaTeNed U
aZIMUHHCTPATOPOR K TEXHMIECKUM M IPOTPAMMHBIM Cpe/icTBaM CUCTEMBI 3IEKTPOHHOTO
JIOKYMEHTO000pOTE;
IpOTrpPaMMHO — AMIAPaTHEIE CPefICTRA 3AlUTEL OT HECAHKIMOHUPOBAHHOTO JI0CTYTIA;
CpejCcTBa 3aMUTEL OT IPOrPAMMHEIX BHDYCOB.

7.2.2. K opranu3auMOHHEIM MePaM OTHOCATCA:

s  pA3MCLICHUE TEXHHUYECKHX CpEICTB B MOMEIISHUAX ¢ KOHTPOJIHPYSMBIM JOCTYIIOM;

aIMHHHCTPATHBHEIE OrpaHWYeHAs JOCTYIIA K STHM CPeCTRAM;

3ajjaHAe PEKUMA HCIONB30BAHMS IIOJNL30BATENAME M AAMMHMCTPATOPAMH HAponed K
HASHTH()PHUKATOPOB;

JOMYCK K OCYNIECTBIEHHIO JOKYMEHTO000POTA TONRKO ONPECICHHBIX JTHIL;

HOLACPKAHKE IPOIPAMMHBIX CPeACTB B ACTIPABHOM COCTOAHHH;

obyienne padotaukos MBOY I'. ACTPAXAHHM « UMHAZHI Ne2»;

3allMTa TEXHHYECKUX CPEACTB OT TOBPEANAIOUMX BHEIIHMX Bo3neHcTBMit (TIOKap,
BO3JEHCTBME BOJEI ¥ T.IL.)



