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1. OO01ue MoI0KEeHUA

1.1. Tlonmoxenue o0 ANEKTPOHHOM JOKyMeHTooOopote (manee — Ilomoxenue) B
MYHULIUTTAIBHOM  OIOJIKETHOM — 00I1e00pa30oBaTEIbHOM  YUPEXKACHUU AHXKEpo-
CymxeHckoro ropojickoro okpyra «Cpeansisi obieo0pa3zoBarenbHas mkosia Nol2y
(mannee — MBOY «COIIl Nel2y») pa3zpaboTaHO B COOTBETCTBUU C TPeOOBaHUSIMU
®enepanbHoro 3akoHa ot 29.12.2012 Ne 273-®3 «O0 obpazoBanuu B Poccuiickoi
Oenepanuny», enepanbuoro 3akoHa ot 27.07.2006 Ne 149-d3 «O6 undopmanumu,
MH(POPMAITMOHHBIX TEXHOJIOTUAX U 3aluTe HHPopMmaimn», GenepanbHOro 3aKoHa OT
27.06.2007 Ne 152-@3 «O nepcoHaNbHBIX TaHHBIX).

1.2. TlonoxkeHue ycTaHABIMBAET €IUHBbIE TPeOOBaHUS K OpraHu3alu padoThl C
JOKYMEHTAMH, MOJAYy4YaeMbIMHU M OTIPABISEMBIMU C TOMOUIBIO 3JIEKTPOHHOM MOYTHI.

1.3. Ins ueneit Hacrosimero [1onokeHus: yCTaHaBIMBAKOTCS CIEAYIOIINE TEPMUHBI U
OnpeAeIeHuUs:

dunexkTponHas moura (III) — cucrema, MoO3BOJIAIONIAS MMOJIB30BATENSAM OTIPABIATH
COOOIIEHUSI Yepe3 MOJEM WM CETEeBOE COCJMHEHHE C OJHOTO KOMIIBIOTEpa Ha

JIPYTOH.

JlokyMeHTHpOBaHHasi MHQopmanus (JOKyMeHT) — 3aduKcHUpoBaHHas Ha
MaTepualbHOM HOCUTelle HUHpOpMalUs C PEKBU3UTAMH, II03BOJISIOIIMMU €€
UIEHTU(UIIIPOBATS.

JJIeKTPOHHBIN JoKyMeHTOooOopoT (D/[0) — opraHM3allMOHHO W MPOTPAMMHO —
TEXHUYECKH YIOpsAI0UYeHHAs MH(DOpMAIMOHHAs crucTeMa, 00eCIIeYrBaloIas poIecc
obmeHa, cOopa, 0OpabOTKH, HAKOIJICHUS M XpaHEHHS WH(OpMAIMU MOCPEACTBOM
AIEKTPOHHBIX TOKYMEHTOB.

DJIeKTPOHHBIA JO0KyMeHT (D/) — [HOKYMEHT, CO31aHHBIA TPU [OMOUIU
AJIIEKTPOHHBIX aMMapaTHO — TEXHUYECKUX U MPOTPAMMHBIX CPEACTB, PUKCUPYEMBbIii B
mudpoBoM koje B GopMe HIASHTUPUIIMPYEMOro IO COJAEp)KATEeIbHONH dYacTu
MMEHOBAaHHOTO (paiiia, TOCTYIMHBIN JUIs MOCIeayromieid o0padoTKH, UCIIOIH30BaHMS,
BOCIIPOM3BECHUST (OTOOpPaKEHMs]) M BHU3yaJIbHOTO BOCTIPHUATHS, a Takxke s
nepeadyd M TOJNYYCHHs] 1O TEICKOMMYHUKAllMOHHBIM KaHajgaMm CBs3u. [laker
AIEKTPOHHBIX TOKYMEHTOB (MAaKeT) — 0iuH uiu 6omee D1,

duexkTpoHHoe coodmenne (OC) — JOTUYECKH 1I€JIOCTHAsE COBOKYITHOCTh JIAHHBIX,
UMEIOIIUX CMBICT IS Y4YaCTHUKOB HMHGOPMAIIMOHHOTO  B3aUMOJCHCTBUS,
3aKOIMPOBaHHASI CIIOCOOOM, MO3BOJISIONIUM 00eCTIeunTh €€ 00paboTKy cpeacTBaMuU
BBIYHCIUTEILHON TEXHUKH, TIEpeIady M0 TEICKOMMYHUKAIITMOHHBIM KaHallaM CBS3U
¥ XpaHEHUE HA MAITMHOYUTAEMBIX HOCUTEISIX WHPOPMAIIMOHHBIM KaHajlaM CBSI3H U
XpaHEeHHE Ha MAITHHOYUTAEMBIX HOCUTESIX HHPOPMAIIHH.

YuactHuk — padotauku u agmuauctpanus MBOY «COIIl Nel2y, yaactByromue B
3JIEKTPOHHOM JJOKYMEHTOOOOpOTE.
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OrnpaBuTesb 3JMEKTPOHHOIO0 JO0KYMeHTa (OoTnpaBuTenb) — pabotHuk MBOY
«COHI Nel12y» wmm agmunuctpanuss MBOY «COIIl Nel2y», koTtopelii HampabisieT
JJIEKTPOHHBIN JOKYMEHT.

IHosyyaTenb 3JIeKTPOHHOI0 JOKyMeHTa (1oiyyatensb) - padotHuk MBOY «COIL
Nel2y» wnmm  agmunuctpauus MBOY «COIII  Nel2», koTopoMy OTIpaBi€H
JJIEKTPOHHBIN JOKYMEHT.

JlocTaBka »JJIEKTPOHHOIO0 JOKYMeHTa (JIoCTaBKa) — (U3MYECKUM TMpoIiecce
MEepPEMEIICHUS SJIEKTPOHHOTO IOKYMEHTa OT OTHPABUTEINS K MO y4aTelo.

1.4. B nacrosimem llomoxenun B kauectBe O/l paccMaTpuBarOTCs 3JIEKTPOHHBIE
Ci1y»ke0HO — HH(GOPMAIMOHHBIE JOKYMEHTHI.

1.5. TlonmoxeHue pacmpoCTpaHSETCs HAa OpPraHMU3alMI0 paboThl C JOKYMEHTaMH,
nepeaaBacMbIMU U MOJTYYa€MbIMH C IOMOIIBIO JIEKTPOHHOW IMOYTHI, BKJIIOYAs HX
NOATOTOBKY, PETUCTPALINIO, YUET, OTIIPABKY U MOJIyYEHUE.

1.6. TpeGomanus, ycraHaBnuBaembl llomoxkeHueM, oO0s3aTeabHBI IS  BCEX
pabotHKkoB MBOY «COIII Nel2y.

1.7. OTBeTCTBEHHOCTh 3a OpraHU3AIMI0 U COCTOSHHUE JOKYMEHTAI[MOHHOTO
obecrieueHUs: TOCPENCTBOM dJeKTpoHHOW mouthl B MBOY «COIIl Nel2y
BO3JIaraeTCs Ha OTBETCTBEHHBIC JTUIA U PAOOTHUKOB:

- ToJJepkKa B pabOTOCTIOCOOHOM COCTOSSHUM TEXHHYECKOTO U IMPOrpaMMHOTO
oOecrieueHus, OTBEYaIOIIero 3a GQyHKIMOHUPOBAHUE SJIEKTPOHHON MOYTHI;

- TpUEM, KOHTPOJIb YUTAEMOCTH U JOCTOBEPHOCTH, pacreyaTka €CiIu HET JPYTrux
BO3MOKHOCTE O3HAKOMJIEHUSI C DJIEKTPOHHBIM BapUaHTOM TEKCTa, Y4Ye€T U
pacrpeneneHus MoCTynarlnX JOKYMEHTOB;

- TMOATOTOBKAa W OTNpaBka WHGOPMAIMK B aApec OpraHu3allH, MpHUCIaBIICH
NOKYMEHT, O JaTe NPUEMKH JIOKYMEHTA M J1aT€ IOBEICHUS J0 JOJKHOCTHOIO JIMIA
(mepenauu B A€IOMPOU3BOJICTBO);

- Iepeiadya JOKYMEHTOB Ha paCCMOTPEHUE PYKOBOJUTENIO (B IE€JIOMPOU3BOJICTBO);

- yuer W peructpanus otnpasisieMbix U3 MBOY «COII Nel2» noxkymMeHTOB,
IIPOBEpKa MPaBUIBHOCTH UX 0OPMIICHHUS U OpTaHU3AIIMS UX OTIPABKHY;

- KOHTPOJb TONy4YeHHs HHPOpMAIUU aJgpecaToM, OpraHu3alus B Ciydae
HE0OXOIMMOCTH, TOBTOPHO OTIIPABKH JIOKYMEHTA;

- OMEpPaTHBHOE PEIICHHUE BOMIPOCOB MO padOTE IEKTPOHHOM MOYTHI.

2. YciaoBus I10MycKa Y4acTHHKA K ocyecTBiaenuo /10

2.1. VYyacTHUK J0ONyCKaeTcsi K OCYUIECTBICHHIO JOKYMEHTOOOOpOTa TOCIe
BBITIOJIHEHUSI BCEW COBOKYITHOCTH CIEAYIOIIMNX JIEUCTBUIMA:

2.1.1. VYcraHOBKM HEOOXOAMMBIX AalMapaTHbBIX CPEACTB, MNPOrPAMMHOIO U
MH(OPMAITMOHHOTO 00ECTICUCHHUS.

2.1.2. Opranuzanus silyKa 3JIEKTPOHHOW MOYTHI MOJTy4aTes.

2.1.3. CornacoBaHus MexAy YUYaCTHUKAMH NEPEUHsS JTOKYMEHTOB MEPEIaBaeMbIX IO
TEJICKOMMYHUKAIMOHHBIM KaHalaM CBSI3U B 3JIEKTPOHHOM BUJIE.



3. Opranmu3anus 3JeKTPOHHOI0 JOKYMEHT0000poTa

3.1. [lopsigok opraHu3anuu 3IEKTPOHHOTO IOKYMEHTO000pOTa:
3.1.1. DAeKTpOHHBIN JOKYMEHTOOOOPOT BKIIIOYAET B CEOSI:

- (OopMHpPOBAHUE ANEKTPOHHOTO JOKYMEHTA;

- OTHNPaBKY U JOCTABKY 3JIEKTPOHHOT'O JTOKYMEHTA;

- TPOBEPKY JIEKTPOHHOT'O TOKYMEHTA;

- TOJATBEPXKACHHE MOTYUYEHUS HIEKTPOHHOTO JOKYMEHTA;

- YYeT 3JIEKTPOHHBIX JOKYMEHTOB;

- XpaHEHUs OJEKTPOHHBIX JIOKYMEHTOB (BEIEHUE apXMBOB JJIEKTPOHHBIX
JOKYMEHTOB).
3.1.2. ®opmupoBaHUEe 3JIEKTPOHHOTO JOKYMEHTA OCYIIECTBISETCS B CIEAYIOIIEM
HOpsiJIKE:
- (hopmMupoBaHUE FTEKTPOHHOTO JOKYMEHTA B BUJIE UMEHOBAHHOTO (paiina;
- moAnucaHue CcHOPMUPOBAHHOTO 3JIEKTPOHHOIO TOKYMEHTa B BHUAE HMMEHHOIO
daiina.
3.1.3. CopmMupoBaHHBIN DIEKTPOHHBIM JOKYMEHT HMMEET IOPUAMYECKYIO CHIIY H
BJICUET NMPEyCMOTPEHHBIE JJIs TaHHOTO IOKyMEHTa IIPABOBBIE MOCIEACTBUS B CITydae
€ro Hajuiekaniero opopMieHUsI B COOTBETCTBUH ¢ HacTosuuM [lonoxeHuem.
3.1.4. C nuenbio yMEHbIIEHUS OOBEMOB TepenaBaeMoll HHPOPMALMK TIPU
TPAaHCIOPTUPOBKE AIEKTPOHHBIX JOKYMEHTOB MOT'YT MCIOJIb30BaThCS CIIELUAIbHbIC
JITOPUTMBI CKAaTUsI HH(POPMALIUU.
3.1.5. Bce ropunnueckue IeHCTBUS, OPOPMISIEMbIE IOCPENCTBOM 3JIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUM C HactodmuMm llonoxkeHuem, MpU3HAKOTCS
COBEpPIICHHBIMHU B MUCbMEHHON (pOopMe U HE MOTYT ObITh OCIIOPEHBI TOJIBKO HA TOM
OCHOBAaHHM, YTO OHHU COBEPLICHHBI B AJIEKTPOHHOM BUJIE.
3.1.6. Ilocne moaydeHus 3JIEKTPOHHOTO JIOKYMEHTa MOoJydaTelb 00s3aH HalpPaBUTh
OTIIPABUTENIO TAKOIO JOKYMEHTa IOATBEPKICHHE O MOJYyYEHUH 3JIECKTPOHHOTO
JOKYMEHTA.

4. Opranm3zauusi padoThl ¢ MOCTYNAKIIEH KOppecnOHAeHIIUeH

4.1. Cnoco0Obl JOCTaBKU KOPPECIIOHACHITUU:
4.1.1. locTaBka KOpPECTIOHICHIIMK OCYIIECTBISECTCS 1O 3JIEKTPOHHOU MOYTE.

4.2. Tlpuem n 06paboTKa KOPPECIIOHICHIIHNH

4.2.1. KoppecnoHaeHI s, OCTyMaromas Mo 3JMEKTPOHHON MouTe OT paOOTHUKOB B
MBOY «COULI Nel2y», npoxoauT uepe3 aHTUBUPYCHYIO TPOBEPKY, pacIeyaThIBACTCS
(ecnu HeT APYruX BO3MOXKHOCTEW O3HAKOMJIEHUSI C DJIEKTPOHHBIM BapHaHTOM
TEKCTa), MPOXOIUT NEPBUYHYIO 00paOOTKY, paclpeieieHne, PETUCTPAITHUIO.

4.2.2. B mporiecce mepBoHaAYaNbHON O0OPabOTKH MOCTYMAIOIIEH KOPPECTIOHAEHITUN
BCE JJOKYMEHTHI MPOBEPSAIOTCS HA HAJIMYKUE BUPYCOB, MPOBEPSAETCS UX YATAEMOCTh U
MOJIHOTA.

4.2.3. DAEKTpOHHOE COOOLIEHHWE CUYUTAETCS TMOCTYNUBIIUM TMOCIE MPOBEPKHU
MOJIMHHOCTH ¥ BO3MOXKHOCTHU €0 BOCIIPOU3BEICHHUSI.



4.2.4. IlpueM KOppeCOHACHIIMH (YTEHUE TOUYThI) OCYLIECTBISETCS Y YaCTHUKAMU He
pexe MATH pa3 B JICHb.

4.2.5. O6paboTKa KOPPECHOHICHIIMU MTPOU3BOJIUTCS B JCHb €€ MOCTYIUICHUS WU B
NepBbId pabouuii A€Hb NPU MOCTYIJIEHUU B HEpabouue JHHU.

4.3. Peructpanus TOKyMEHTOB U Mepeadya uxX B J€JI0NPOU3BOICTBO:

4.3.1. Bce nocTynuBUIME JOKYMEHTHI PETUCTPUPYIOTCA U 00pabaThIBAIOTCA.

4.3.2. Peructpauus JOKYMEHTOB MPOU3BOJUTCS B J€Hb UX MOCTYIUICHUS WU B
NepBbId pabounii AeHb NpU MOCTYIJIEHUU B HEpabouue JHHU.

4.3.3. Ilocne peructpauuu TMOJYyYEHHBIE JOKYMEHTHl  IEPEAAlOTCs B
JEJIOITPOU3BOICTBO.

4.4. [ToaTBEpKIEHUE O MOJYYEHUH IEKTPOHHOTO JOKYMEHTA:

4.4.1. Ilpy mnoay4YeHUM DIIEKTPOHHOTO JOKYMEHTa MOJy4aTedb IO 3ampocy
HAIIPaBJsI€T OTIPABUTENI0 TAaKOr0 JOKYMEHTa TMOATBEPKIACHHUE O IMOJYy4YCHUHU
ANIEKTPOHHOTO AoKyMeHTa. [loaTBep:kaeHne HampapisieTcs B opMe 3JIEKTPOHHOTO
COOOIIIEHHUS.

5. Opranmu3anus OTHIPABKH JOKYMEHTOB

5.1. IloaroroBka JOKYMEHTOB K OTIPaBKE.

5.1.1. K pokymeHTaM, OTHPaBISEMBbIM IO 3JICKTPOHHOW TOYTE, MPEIbIBISIOTCS
cienyromnie TpeOoBaHUs TOKYMEHTBI TOTOBSTCS C IIOMOIIIbIO TEKCTOBOTO PelakTopa
Word unu tabnuunoro penakropa Exell ¢ ucnons3zoBanuem mipudtoB Times New
Roman u moryr coaepxath rpaduaeckue nzoopaxenus: B popmare PDF.

5.1.2. Tlpu oTnpaBKke JOKYMEHTOB IPEABAPUTENIHHO MPOU3BOAMUTCA IMPOBEPKA HUX
JIOCTOBEPHOCTH.

5.2. OTmpaBKa JOKYMEHTOB I10 AJIEKTPOHHOM MOYTE.

5.2.1.  JIoKyMeHTbI, TOJJIeXkKalld€  OTHpaBKE IO  DJEKTPOHHOMW  MOuTe,
00pabaThIBAIOTCS U OTIIPABIISIOTCS B JIEHh WX MOCTYIUICHUS JTU00, KaK UCKITFOUEHHUE,
HE TI03/IHEE CIIEAYIOIIETO paboydero JHS.

5.2.2. JlochUiKa WJIA 3aMEHA PAHEE Pa30CIaHHOIO JTOKYMEHTa OCYLIECTBISETCS MO
YKa3aHUIO JIUIA, OJMHUCABIIETO JOKYMEHT.

5.2.3. B ogHOM »JEKTPOHHOM COOOIIEHUH, KaK MPABUJIO, TMEPECHUIACTCS OJHUH
JTOKyMeHT. B ciydae, ecnmu HeoOXoIMMO TiepeciiaTh HECKOJIbKO JOKYMEHTOB, OHU
nojJyiexaT 00s3arenbHON ynakoBke B apxuBax RAR wmm ZIP. JlokymeHT, o0bemMoM
6onee 100 xbaiit, apxuBupyeTcs.

5.2.4. Ilepen oTmpaBKOW JOKYMEHTA IO SJIEKTPOHHON TTOYTE HEOOXOIUMO MPOBEPUTH
€ro Ha HAJINYKEe BUPYCOB.

5.3. C nomoipio 31EKTPOHHON MOYTHl OCYHIECTBIISETCS ONEpaTUBHAs Iepenaya
uH(pOpMAaIH B BUIE:

- IPUKA30B U PACHOPSIKEHNM;

- YKa3aHUU U TIUCEM;

- 3JICKTPOHHBIX COOOIICHU;

- IOKJIAJTHBIX U CITY’KEOHBIX 3aITUCOK.



6. XpaHeHHe 3JIEKTPOHHBIX IOKYMEHTOB

6.1. Bce aneKTpOHHBIE JOKYMEHTHI JOJKHBI XPAaHUTBCS B TOM K€ (opmare, B
KOTOPOM OHH ObUTH C(POPMUPOBAHBI, OTIIPABIEHBI U MOTYYEHBI.

6.2. Cpok XpaHEHUs dJIEKTPOHHBIX JOKYMEHTOB - IISTH JIET.

6.3. XpaHeHUE SJIEKTPOHHBIX JOKYMEHTOB JIOJKHO COINPOBOXKIATHCA XPAHEHHEM
COOTBETCTBYIOLIIETO  NPOTPAMMHOIO  OOECIEYEHUs,  IO3BOJISIIOIIET0  UMETh
BO3MOXHOCTb pa0OThI C JIEKTPOHHBIMH JKYpHAJIAMH U TOKYMEHTaMHU.

6.4. OOs3aHHOCTH XpaHECHHUS JJICKTPOHHBIX JIOKYMEHTOB BO3JIaralorcs Ha
VYuactaukoB 9]10.

6.5. Jlms BBIMOJHEHHS TEKyIMX pPabOT MO BEICHUIO DJICKTPOHHBIX apXHUBOB
Vyactauku DJ10 Ha3HAYarOT OTBETCTBEHHOE JIMIIO.

6.6. DIIEKTPOHHBIE apXUBBI MOJJICKAT 3alIUTE OT HECAHKIIMOHUPOBAHHOI'O JIOCTYIIA,
HEIpeHAMEPEHHOTO0 YHUUTOXEHUS U (WU ) UCKAXKEHUS.

7. ObecneyeHue MHMPOPMAITMOHHOMH G€30MACHOCTH
3JIEKTPOHHBIX IOKYMEHTOB

7.1. Cobmonenue TpeboBaHui MHOOPMAITMOHHONW 0€30MAaCHOCTH MPU OpraHU3AINH
3JIEKTPOHHOT'0 IOKYMEHTO000pOTa 0OECIEeUnBaET:

-  KOH(pUAECHUUATBHOCTh MHPOpMALUK (IIOJIYYUTh AOCTYN K MH(POPMALUU MOXKET
TOJIBKO OIpEETICHHBIN KPYT JIUL);

- LEJOCTHOCTh IepeAaBaeMoi HMHpopManuu (rapaHTUPOBAHUE, 4YTO JAHHBIE
nepenaroTcsi 0€3 NCKaKEeHUH U UCKITF0YaeTCsl BO3MOKHOCTh IOJIMEHbI HH(OpMaIUN);
- ayTeHTU(UKaLHIO (Korja nepeaBaeMyto HH()OpMAaIMI0 MOKET MOITYYUTh TOJIBKO
TO JIMIIO, KOMY OHO IpeJHa3HAuY€Ha, a OTIPaBUTENIEM SIBJIIETCS UMEHHOTO TOT, OT
YbEro UMEHHU OHA OTIIPAaBJICHA).

7.2. TpeboBanus 1o HHPOPMAITMOHHON OE30MACHOCTH TPHU OpraHU3AIUU
ANEKTPOHHOTO  JOKYMEHTOOOOpPOTa Ppeamu3yloTcs TOCPEIACTBOM IPUMEHEHUs
MPOrpaMMHO- TEXHUYECKUX CPEJICTB U OPraHU3allMOHHBIX MED.

7.2.1. K nporpaMMHO - TEXHUYECKHUM CPEJACTBAM OTHOCSTCS:

- TMpOrpaMMHBIE CPEJCTBA, CHEIHAIBHO pa3paboTaHHBIE IJIs OCYIIECTBICHUS
AIEKTPOHHOTO JOKYMEHTO000POTa;

- CUCTeMa MapoJiel U UACHTU(PUKATOPOB I OTPAHUYCHHS JOCTYIA MOJIh30BaTEICH
U aJIMUHUCTPATOPOB K TEXHUYECKHMM U MPOrPAMMHBIM CpPEJICTBAM CHUCTEMBbI
AIEKTPOHHOTO JOKYMEHTO000pOTa;

- TpPOrpaMMHO — allllapaTHbIE CPEICTBA 3alIUThl OT HECAHKIHOHHPOBAHHOTO
JOCTYTIA;

- CpEeJCTBA 3alIUTHI OT MPOTPAMMHBIX BUPYCOB.

7.2.2. K opraHn3aliuOHHbIM Me€paM OTHOCSATCS:

- pa3MeNIeHUuEe TEXHUYECKUX CPEACTB B IOMEIICHUSIX C KOHTPOIUPYEMBIM JIOCTYIIOM;



- aIMUHUCTPATUBHBIC OTPAHUYCHHS TOCTYIA K THM CPEICTBAM;
- 3a/1aHME PEKMMa UCIIOIB30BaHUS MOJIb30BATEISIMHU M aIMUHUCTPATOPaMU MapoJeit
U UJACHTU(PUKATOPOB;

- IOMYCK K OCYIIECTBJICHHUIO JOKYMEHTOOO0POTa TOJIBKO OMPENEIECHHbIX JULL;

- TOI/Iep>)KaHUE MPOTPAMMHBIX CPEJICTB B UCIIPABHOM COCTOSTHHH;

- o0yuenue pabotaukoB MBOY «COII Nel2y-;

- 3alIUTa TEXHUYECKUX CPEJCTB O MOBPEKIAIONINX BHEIIHUX BO3JEHCTBUH (TTOXKap,
BO3/ICHCTBHE BOJIBI U T.II.)



