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HOJOKEHHUE
00 3JIEKTPOHHOM JOKYMEHT0000poTe
1. O0ue moI0KEeHUs

1.1. ITomoskenre 00 IEKTPOHHOM JIOKYMEHTO000pOTE pazpaboTaHO HA OCHOBAHUU
3akona JIHP «O06 obpazoBanuny» (22-27), Ycraa [BOY
«CINEUAJIN3NPOBAHHAS ®U3NUKO-MATEMATHUYECKAS IIKOJIA Ne
35 TOPOACKOI'O OKPYT A IOHELIK»( nanee-00pa3oBaTenbHOE YUPEXKICHHUE,
00).

1.2. TTomoskenre 00 3MEKTPOHHOM TOKyMeHTooOopoTe (1anee — [lomoxenue)
yCTaHaBIIMBAET €IMHbIC TPEOOBAHNUS K OpraHU3aIlui padoThI ¢ JOKYMEHTaMH,
MOJIY9a€MBbIMHA U OTIPABJISIEMBIMH C TIOMOIIBIO 3JIEKTPOHHOM MTOYTHI.

1.3. I[J'IH ueneﬁ HaCTOAIICTO [lonoxenus YCTaHaBJIMUBAIOTCsA CICIYIOIIHNC
TCPMUHBI U OIIPCACIICHUS:

OnektponHas noura (1) — cuctemMa, MO3BOJISIIOIIAS TOJIBL30BATENSAM OTIPABIIATh
COOOIIEHMS Yepe3 MOAEM WIIM CETEBOE COETMHEHHE C OJHOTO KOMITbIOTEPA HA
JIPYTOH.

JlokyMeHTHpoBaHHast HHpopMaIus (JOKyMEHT) — 3a)uKCUpOBaHHAas Ha
MaTepUaJIbHOM HOCHUTEJE HH(OpMALUS C PEKBU3UTAMHU, TIO3BOJISIOLIUMU €€
UJCHTU(DUIIUPOBATE.

DNEeKTpOHHBIA TOKYMEeHTO000poT (3/10) — opraHu3alioHHO U TPOTPaMMHO-
TEXHUUYECKU YTIOPsI0UeHHAas HH(POpMaLlMOHHAs cucTeMa, 00ecrieunBaroas
npoiiecc oomMeHa, coopa, 00pabOTKH, HAKOTUICHHS U XpaHEHUs! HH(OpMauu
MOCPEACTBOM BJIEKTPOHHBIX JOKYMEHTOB.

OnexTpoHHBINA JOKyMEHT (D /1) — HOKYMEHT, CO3JJaHHbBIN MPU TTOMOIIU
AIIEKTPOHHBIX aIMapaTHO-TEXHUYECKUX U MPOTPAMMHBIX CPEACTB, GUKCHPYEMBbIi B
1udpoBoM Koze B hopMe UASHTUPHUITUPYEMOTO T10 COIePKATSIILHON YacTH
MMEHOBaHHOTO (haiinia, TOCTYNHBIN ISl MOCeayoeld 00padoTkuy,
MCITI0JIb30BaHUs, BOCIPOU3BEACHUS (0TOOpaXKeHUs1) U BU3YaJIbHOTO BOCIPHUSTHS, A
TaK>Ke JJIs Iepejaud U TOJTyUYEHUS 0 TEJIEKOMMYHHUKAIIMOHHBIM KaHalaM CBSA3H.
[TakeT 3eKTPOHHBIX JOKYMEHTOB (ITaKeT) — 0JuH win Oosee D/I.

DnekTpoHHoe coobieHue (IC) — TOTHUECKH 11eJIOCTHAS COBOKYITHOCTH JaHHBIX,
UMEIOIINX CMBICI JIJIs1 YYAaCTHHUKOB MH()OPMAIIMOHHOTO B3aUMOICHCTBUS,
3aKOJIMPOBAHHAs CITIOCOOOM, MO3BOJIAIOIINM 00ECIIEYUTh €€ 00paboTKyY
CpeICTBaMH BBIYUCIUTEIBHON TEXHUKHU, TIEpeady M0 TEIEKOMMYHHKAIIMOHHBIM
KaHajaM CBSI3W M XpaHEHHE Ha MAIIMHOYNTAEMBIX HOCUTEISIX HHPOPMAITMOHHBIM
KaHaJlaM CBSI3U M XpaHEHHE Ha MATMHOYNTAEMBIX HOCUTENSIX HHPOPMAIIUH.
VYyactHuk — pabotHuku U aamuaucTpanus OO, yyacTBYOIINE B

AIIEKTPOHHOM JJOKYMEHTOOOOpOTE.

OTnpaBuTeNb IEKTPOHHOTO TIOKYMEHTa (0oTmpaButess) — padotauk OO



i anmMuaucTpanus OO, KOTOPbIN HANIPaBIISIET JIEKTPOHHBIN TOKYMEHT.
[Toy4aTenb 371€KTPOHHOTO TOKyMEHTA (Toaydatesns) — padoTHuk OO unun
agmuHuctpanus OO, KOTOpOMY OTIIPABIICH 3JIEKTPOHHBINA TOKYMEHT.
JlocTaBKa 3J€KTPOHHOTO JOKYMEHTA (I0CTaBKa) — (PU3MUECKUN TIPOIECC
NepeMENICHHS JIEKTPOHHOTO JIOKYMEHTa OT OTIIPaBUTENS K MOJIy4aTelo.

1.4. B nacrosimem Ilonoxenun B kauectBe /] paccMaTpuBarOTCs 31EKTPOHHBIE
Cl1y>ke0HO-NH(DOPMALIMOHHBIE JJOKYMEHTHI.

1.5. [Tonoxkenue pacpocTpaHseTcsl Ha OPraHU3aIUI0 PA0OTHI C TOKYMEHTaMHU,
HepeaBaeMbIMU U MOJyYa€MBbIMH C TOMOIIBIO 3JIEKTPOHHOM MOYTHI, BKIKOYAs UX
NOJATOTOBKY, PETHUCTPALIAIO, YUET, OTIPABKY U MOJyUYEHHE.

1.6. TpeGoBanus, yctanaBimuBaeMblie [lomoxkeHnem, 00s13aTEIBHBI 711 BCEX
pabotaukos OO.

1.7. OTBETCTBEHHOCTh 33 OPTAHU3ALINIO U COCTOSTHUE JOKYMEHTAIMOHHOTO
oOecrieueHus: MOCPeICTBOM AIEKTPOHHOM ouThl B OO Bo3naraercs Ha
OTBETCTBEHHBIE JIUIIA UIN PAOOTHUKOB :

- IOJACPKKA B pabOTOCIIOCOOHOM COCTOSIHUM TEXHUYECKOTO U POTPaMMHOTI0
o0ecrniedeHns, OTBEYAIOUIETo 3a (YHKIIMOHUPOBAHUE AJIEKTPOHHON MOYTHI;

- IpUeM, KOHTPOJIb YUTAEMOCTU U JJOCTOBEPHOCTH, pacrevarka (eciid HeT JPYrux
BO3MO>KHOCTE 0O3HAKOMIIEHUS C AJIEKTPOHHBIM BAPUAHTOM TEKCTA), YUET U
pacnpeieJieHue NOCTYNAOIIUX JOKYMEHTOB;

- IOJTOTOBKA U OTIpaBKa WH(pOpPMAITUHU B aJpec OpTraHu3aIliy, MPUCIaBIIeh
JIOKYMEHT, O JAaTe MPUEMKH JTOKYMEHTa U AaTe TOBEIACHUS 10 JOHKHOCTHOTO JIUIA
(mepemayu B A1€IOMPOU3BOJICTBO);

- Iepeiavya IOKYMEHTOB Ha paCCMOTPEHHE PYKOBOAUTEIO (B IETOMPOU3BOJICTBO);

- YUYET ¥ perucTpanus ornpasisieMbix 13 OO JOKyMEHTOB, MPOBEpPKa
IPABWJIBHOCTH UX OOPMJIEHHUS ¥ OpraHu3alus X OTIPaBKH;

- KOHTPOJIb MOJy4YeHUs HH(pOpMaLMK apecaToM, OpraHu3alus B ciiydae
HEOOXOJMMOCTH, TOBTOPHO OTIPABKHU TIOKYMEHTA;

- ONepaTUBHOE PEIEHUE BOMPOCOB MO pab0TEe IIEKTPOHHOM MOYTHI.
2. Yci0BHS T0IIYCKA YYACTHUKA K ocyliecTBjaeHno /10

2.1. YyacTHHMK IOIyCKaeTcs K OCYHIECTBICHUIO JOKYMEHTOO00pOTa Mociie
BBITIOJTHEHUS BCEN COBOKYITHOCTH CJICIYIOIIUX JICHCTBUM:

2.1.1. YcraHoBKHM HEOOXOIUMBIX alllapaTHBIX CPENICTB, MPOTPAMMHOTO U
MH(OPMAIMOHHOTO 00ECTICUEeHHS.

2.1.2. Opranu3zanys AmyKa 3J€KTPOHHON MMOYTHI OJIy4aTeIs.



2.1.3. CornacoBaHusi MEX/1y Y4aCTHUKaMU MEPEUHs JOKYMEHTOB, MepelaBaeMbIX
M0 TEJIEKOMMYHUKAIIMOHHBIM KaHaJlaM CBSI3U B 3JICKTPOHHOM BUJIE.

3. Opranu3anusi 3JIEKTPOHHOI0 JIOKYMEHT0000poTA
3.1. [lopsitox opraHu3anyu 31EKTPOHHOTO JOKYMEHTO000pOTa:

3.1.1. DneKTpOHHBIN TOKYMEHTOOOOPOT BKIIIOUAET B CEOS:
- (dbopMHpOBaHKE AIEKTPOHHOTO JJOKYMEHTA,

- OTIIPABKY U JOCTAaBKY 3JEKTPOHHOIO JIOKYMEHTA;

- IPOBEPKY JEKTPOHHOTO IOKYMEHTA;

- MIOJITBEPKJICHHUE MOJYYCHUS SJIEKTPOHHOTO JOKYMEHTA,

- y4eT 3JIEKTPOHHBIX JOKYMEHTOB
- XpaHEHUS JICKTPOHHBIX JOKYMEHTOB (BEICHUE apXHBOB DJICKTPOHHBIX
JIOKyMEHTOB).

3.1.2. ®opMupoBaHUE FIEKTPOHHOTO TOKYMEHTA OCYIIECTBIISIETCS B
CJIEIYIOLIEM TTOPSIJIKE:

- popMUpOBaHUE FIEKTPOHHOTO JOKYMEHTA B BUJI€ UMEHOBAHHOTO (paiina;
- nojinucanue cOPMUPOBAHHOTO JIEKTPOHHOTO JOKYMEHTA B BUJIE
UMEHHOTO (haiina.

3.1.3. CchopMupoBaHHBINA EKTPOHHBIA JOKYMEHT UMEET IOPUIUUSCKYIO CHUITY
Y BJICYET NPEAYCMOTPEHHBIE JJIA TAHHOTO JOKYMEHTA IPABOBBIE MOCJIEACTBHUS B
cily4yae ero HaJJjiexaiiero opopMIIeHHsI B COOTBETCTBUU C HACTOSIIUM
ITonoxxeHueM.

3.1.4. C uenbto yMeHblIEHUs 00bEMOB NepeaaBaeMoil THGOpMAaLIMK PU
TPaHCIOPTUPOBKE IEKTPOHHBIX TOKYMEHTOB MOTYT UCIIOJIb30BAThCS
CHeMaIbHbIE aJITOPUTMBI CKATUS HH(OpMAIUY.

3.1.5. Bce ropunuueckue neuctBusi, ohopmiisieMbie TOCPEICTBOM
AJIEKTPOHHBIX IOKYMEHTOB B COOTBETCTBHH C HacTosuM [lomoxenuem,
MIPU3HAIOTCS COBEPIICHHBIMHU B TUCbMEHHOM (hOpME U HE MOTYT OBITh OCTIOPEHBI

TOJIbBKO Ha TOM OCHOBAaHHWH, YTO OHM COBCPIICHHLI B 3JICKTPOHHOM BHU/IC.

3.1.6. [locne nmonyyeHus 31EKTPOHHOTO JOKYMEHTA MOJy4yaTenb 00s3aH HAPABUTh
OTIIPABUTEIIIO TAKOTO TOKYMEHTA NOATBEPKIAECHHUE O MOIYYEHUH IEKTPOHHOTO
JOKYMEHTA.

4. Opranu3anus padoThl ¢ NOCTYNAKIIEH KOPPeCHOHAeHIHEeH
4.1. CriocoObl JOCTaBKM KOPPECTIOHICHITUU:
4.1.1. JocTaBka KOppECHOHAEHIIMMU OCYIIECTBIISIETCA MO 3JIEKTPOHHOM MOYTE.

4.2. IIpuem u 06paboTKa KOPPECTIOHICHITUN:



4.2.1. KoppecnoHaeH1Iusl, OCTYMAaronias mo 3JIeKTPOHHOU ouTe OT paOOTHUKOB B
OO, npoxoauT Yepe3 aHTUBUPYCHYIO TPOBEPKY, pacneyaThiBae€TCs (€CJIM HET
JPYTUX BO3MOKHOCTEH 03HAKOMJICHUS C DJIEKTPOHHBIM BapHUAHTOM TEKCTa),
IPOXOIUT MEPBUUHYIO 00pabOTKY, pacipe/esieHne, perucTpaIuio.

4.2.2. B nporecce nepBoHavYanbHON 00pabOTKH MOCTyHarouei
KOPPECMOHEHIIUU BCE JOKYMEHTHI IPOBEPSIIOTCS HA HAJTUYUE BUPYCOB,
MPOBEPSETCS UX YUTAEMOCTb U MOJHOTA.

4.2.3. DNeKTPOHHOE COOOIICHNE CYUTAETCS OCTYHUBIIUM IOCIIE IPOBEPKU
HO/UTMHHOCTH U BO3MOYKHOCTH €TI0 BOCIIPOM3BEICHHUS.

4.2.4. IlpueM KOppeCOHECHIINH (YTEHUE MOYTHI) OCYIIECTBISECTCS yUaCTHUKAMU
HE PEKe MATH Pa3 B JICHb.

4.2.5. O6paboTKa KOPPECIOHACHIINHN MPOU3BOJIUTCS B JIEHb €€ OCTYIJICHUS WU B
NePBBIN pabounii IeHb PU MOCTYIICHUH B HEpaboure JTHU.

4.3. Peructpanus TOKyMEHTOB U IiE€pe/lada UX B JEIONPOU3BOICTB
4.3.1. Bce noctynuBIIMEe JOKYMEHTBI PETUCTPUPYIOTCS U 00padaThIBAIOTCS.

4.3.2. Peructpanusi JTOKyMEHTOB IPOU3BOAUTCA B JE€Hb UX MOCTYIUICHUS WU B
NepBbBIi paboUnii IeHb MPH MOCTYIICHUH B HEpaboune JHHU.

4.3.3. Ilocne perucrpannu NOJTYyYECHHBIE JOKYMEHTHI IEPEIAIOTCA B
JEIONPOU3BOCTBO.

4.4. [loaTBepKaeHUE O MOITYYEHUH AEKTPOHHOTO AoKyMeHTa: 4.4.1 [1pu
MOJIYYEHHUH 3JIEKTPOHHOI'O JIOKYMEHTA MOJIy4aTellb 10 3alpOCy HaIpaBiseT
OTIPABUTEIIO TAKOTO TOKYMEHTA MOATBEPKIACHUE O MOITYYEHUH IEKTPOHHOTO
nokyMeHTa. [loaTBepskaeHue HampaBiseTrcs B GOpMe 3IEKTPOHHOIO COOOIIECHUS.

5. Opranu3anusi OTHPaBKH JOKYMEHTOB
5.1. I[ToaroroBKa JOKyMEHTOB K OTHPABKE.

5.1.1. K nokymeHTaMm, OTIPaBIISIEMBIM IO 3JIEKTPOHHOU MMOYTE, TPEAbSIBISIOTCS
cienyroume TpeOoBaHus: TOKYMEHThI TOTOBSITCS C TOMOUIBIO TEKCTOBOTO
penaktopa Word wiu tTabnuunoro penakropa Exel ¢ ncnonszoBanueM mpu@Tos
Arial, Times New Roman u moryT coaepxath rpaduueckue n3o0pakeHus B
dopmare PDF, JPEG.

5.1.2. Ilpu oTnpaBke JOKYMEHTOB MpEIBAPUTEIBHO NPOU3BOAUTCS MPOBEPKA UX
JIOCTOBEPHOCTH.

5.2. OTnpaBKa JIOKYMEHTOB 1O 3JIEKTPOHHOM MOYTE.



5.2.1. JIOKyMEHTBI, OJJIEKAIIUE OTIPABKE MO dJIEKTPOHHOM IOYTE,
00pabaThIBAIOTCS M OTIPABIISAIOTCS B ICHh UX MOCTYIICHUS 100, KaK
UCKIIIOUEHUE, HE TIO3HEE CIIEYIONIET0 pabovero JHs.

5.2.2. JIochuIKa WIIM 3aME€HA PaHEE PA30CIAHHOTO JOKYMEHTA OCYIIECTBISETCS 10
yYKa3aHUIO JUIA, MOIMUCABIIETO JOKYMEHT.

5.2.3. B 01HOM 3J1€KTPOHHOM COOOIIEHNH, KaK [IPaBUIIO, IEPECHUIAETCS OJUH
JOKYMEHT. B cityuae, eciin He00X0MMO nepeciaTh HECKOIbKO IOKYMEHTOB, OHU
noJijIekat o0s3aTenpHOoN ymakoBke B apxuBax RAR wmm ZIP. Jlokyment o6beMom
oosee 100 kbaiiT apxuBHpyeTcs.

5.2.4. Tlepen oTIpaBKO# JOKYMEHTA IO JIEKTPOHHON MOYTE HEOOXOAUMO
MIPOBEPUTH €T0 HA HAJTMYKE BUPYCOB.

5.3. C noMOIIBIO 3JIEKTPOHHON ITOYTHI OCYIIECTBISAETCS ONIEpAaTUBHAS Iepeiada
uHpOpMaIuu B BUJE:

- IPUKA30B U PACTIOPSKEHUM;

- YKa3aHUH U IIUCEM,;

- 3JIEKTPOHHBIX COOOIIECHHUIA; TOKIAIHBIX U CIIYKEOHBIX 3aITUCOK.
6. XpaHeHHe 3JIEKTPOHHBIX JOKYMEHTOB

6.1. Bce a1ekTpoHHBIE JOKYMEHTHI JOJDKHBI XPaHUTHCS B TOM ke opMarte, B
KOTOPOM OHH ObUTH C(DOPMHUPOBaHBI, OTIPABIIECHBI U MOJTYYEHBI.

6.2. XpaHEeHHE IEKTPOHHBIX JOKYMEHTOB JIOJIKHO COMPOBOXKIATHCA XPAHEHUEM
COOTBETCTBYIOILIETO MPOTPAMMHOI0 00€CTIeUEHHUs, TO3BOJISIOIIETO
UMETh BO3MOXKHOCTH pa0OThI C AJIEKTPOHHBIMU )XypHATaMH U IOKYMEHTaMHU.

6.3. O0s13aHHOCTH XpaHEHUS AIEKTPOHHBIX IOKYMEHTOB BO3JIAraroTCs Ha
yuacTHUKOB D/]O.

6.4. 1151 BBIIOJIHEHUS TEKYIITUX PaOOT M0 BEJICHHUIO JICKTPOHHBIX apXHUBOB
yyacTHUKH /1O Ha3HAYAOT OTBETCTBEHHOE JIUIIO.

6.5. DIIEKTPOHHBIE APXUBHI MOAJICIKAT 3AUUTE OT HECAHKIIMOHUPOBAHHOTO
JOCTyTa, HEMPeAHAMEPEHHOT0 YHUUTOXEHUS U (UJTH) UCKOKCHUSL.

7. O6ecnieuenre MHPOPMALMOHHOI 0€30MIACHOCTH
QJICKTPOHHBIX JOKYMCHTOB

7.1. Cobmonenue TpeboBaHnit HTHPOPMAITMOHHON 0€30MMaCHOCTH TIPH
OpraHu3alliy YJIEKTPOHHOTO IOKYMEHTO000pOTa 00eCIeunBacT:

- KOHPUACHIIMAIBHOCTh HH(POpMaLMKU (TIOTYUYUTh JOCTYI K MH(POPMALIUA MOKET
TOJIBKO OIPEAENIEHHBIN KPYT JIMII);



- IEJIOCTHOCTH TepenaBaeMoil nHpopmanmu (rapaHTUPOBAHUE, YTO JAHHBIE
nepeaarTcs: 0€3 NCKAKEHNUN U UCKITI0YAeTCs BO3MOKHOCTh TIOJIMEHBI
uHpopManum);

- ayTeHTU(dUKAIMIO (KOT/Ia IepeaaBaeMyto HHPOPMAITHI0 MOXKET TOTYIUTh TOIBKO
TO JIUII0, KOMY OHO TIpeHA3HAYCHA, & OTIIPABUTEIIEM SIBIISIETCS HMEHHO TOT, OT
YbEero UMEHU OHA OTIPABJICHA).

7.2. TpeboBanust mo UHPOPMALMOHHOMN 0E30MACHOCTH IPHU OpPTraHU3aAIUU
AIIEKTPOHHOTO JOKYMEHTO000POTa PEaTU3yIOTCs OCPEICTBOM MPUMEHEHUS
MPOrPaMMHO-TEXHUYECKUX CPEJICTB U OPTraHU3AIIMOHHBIX MEp.

7.2.1. K mporpaMMHO-TEXHHUYECKUM CPEJICTBAM OTHOCSITCSI:

- IPOTPaMMHBIE CPEACTBA, CIICIUAIBHO pa3paboTaHHbIE AJIs OCYIIECTBICHUS
3JIEKTPOHHOT'O JOKYMEHTO000POTa;

- CHCTEMa MapoJIel U UAECHTU(UKATOPOB JJIsl OTPAaHUYEHUS AOCTYyNa
I10JIb30BATENIEN U AIMUHUCTPATOPOB K TEXHUYECKUM U IIPOTPAMMHBIM CPEICTBAM
CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTOO00pOTA;

- IpOrpaMMHO-aIMnapaTHbIC CPE/ICTBA 3aIUTHl OT HECAHKIIMOHUPOBAHHOTO
JOCTYTIA;

- CpEJIICTBA 3aILUTHI OT MPOTPAMMHBIX BUPYCOB.
7.2.2. K oprann3aliuOHHBIM MEPaM OTHOCSTCS:

- pa3MeIlIeHUe TEXHUUECKUX CPEICTB B MOMEIICHUSIX C KOHTPOJIUPYEMBIM
JOCTYTIOM;

- AIMUHHUCTPATUBHBIC OTPAHUYCHUA JOCTYIIA K 3TUM CPCACTBAM,

- 33JIaHUE PEKUMA UCIIOJIB30BAHUS MTOJIB30BATEISIMU U AIMUHUCTPATOPAMHU
napoJieii 1 uIeHTU(PUKATOPOB;

- IOTTYCK K OCYIIECTBJICHUIO TOKyMEHTOO0OPOTa TOJIBKO OMPEACTICHHBIX JIUII;
- IOJICPYKAHUE TTPOTPAMMHBIX CPEJICTB B HCIIPABHOM COCTOSTHUMY;
- o0yuenue padbotauko OO;

- 3al[UTa TEXHUYECKUX CPEJICTB OT MOBPEKIAIOIINX BHEITHUX BO3ICUCTBUN
(mo>kap, BO3/1€MCTBUE BOJIBI U T.I1.).



