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1. OBIIHE ITOJIOKEHUSI

1.1. ITonoxenue 06 snekTpoHHOM JoKyMeHTOoO60poTE OAHO «lllK0Ia MpaBa U 3KOHOMHUKH»
(manee — ITonoKeHNE) yCTAHABIMBAET €AMHbBIC TPeOOBAHUS K OPraHu3aluu paboTel ¢ JOKYMEHTaMH,
TOJTY9aEeMBIMH U OTIPABIISEMBIMH € TIOMOLIBIO 2JIEKTPOHHOM TOYTEL

1.2. TlonoxeHre 00 3ICKTPOHHOM JOKYMEHTO00OpOTE pa3zpaboTaHO B COOTBETCTBHH C
QenepanbibiM - 3akoHOM  «OO0  uMHpopMauuu, WHOOPMALMOHHBIX TEXHOJOTHAX M 3alIHTE
nHpopMarny, OeaepanbHbM 3ak0HOM «O NepcoHaNIBHBIX AaHHBIX», DeepanbHbM 3aKk0HOM «O0
3IEKTPOHHOH TOITIHCHY.

1.3. Ins mueneit Hacrosimero [lonoskeHus ycTaHaBIMBAKOTCA CIEIYIOMIHE TEPMHUHBI H
OTIpEIE/ICHUS:

. Dnextponnas nourta (BII) — cucTema, MO3BOJAIOMIAA ITOJIB30BATENSAM OTIIPABIATH
COOOIIeHNS Yepe3 MOIEM HUJIH CeTEeBOE COeIMHEHUE C OJTHOTO KOMITbIOTEpa Ha JIPYTOH.

. JoxkymentupoBanHas  MHpopMmauust  (JOKYMEHT) —  3aQHUKCHpOBaHHas  Ha
MaTepHaIbHOM HOCHTEle HHBOPMAIHA ¢ PEKBH3UTAMH, TIO3BOJIAIOIMMH €€ HISHTH(QHUIIMPOBATS.

. DAeKTPOHHBIH JoKymMeHTOOOOpoT (3/I0) — OpraHn3aumoHHO U MPOrpaMMHO —
TEeXHHYECKH YTIOpsIoueHHas HHOPMAllMOHHAS crcTema, odecneumnBarolas pouecc oomena, coopa,
00paboTKH, HAKOTIJIEHHS H XPaHEeHUS HH(YOPMAIIHH TTOCPEICTBOM IEKTPOHHEBIX JIOKYMEHTOB.

. DJIEKTPOHHBIA NOKYMEHT (D) — JOKYMEHT, CO3AaHHBINA MPH MOMOLIU 3IEKTPOHHBIX
anmapaTHO-TEXHUYECKHX W INPOrPaMMHEBIX CpEJACTB, (QUKCHpyeMbIH B 1H(poBOoM Koxe B (dopme
HACHTHOHIHPYEMOro TI0 COJACp/KATEIbHOM YacTH HWMEHOBAHHOTO (aiiya, IOCTYIHBIH U1
nocienyioueli 06paboTKH, HCIOAB30BaHHUA, BOCIIPOM3BENCHHS (OTOOpaKEHHsS) M BH3YalIbHOTO

BOCTIpHATHSA, & TAKKe IS TICpeaavy U MOJIYHCHUA M0 TCICKOMMYHUKaAllHOHHBIM KaHalaM CBA3H.



. [lakeT  2JICKTPOHHBIX  JOKYMCHTOB  (maker) — oauH wimm  OGomee D]
OnexkrpoHHOe coobmenne (DC) — IOTHYECKH LEJ0CTHAas COBOKYITHOCTh JaHHBIX, HMEIOUIHX CMBICI
JUTSL YHaCTHUKOB MH(OPMALMOHHOTO B3aUMOJCHCTBYS, 3aKOAMPOBAHHAS CIIOCOOOM, MO3BOJISIONINM
obecrieynTh e¢  00pabdoOTKy  Ccpe/acTBaMH  BBIYMCIWTEIBHOH  TEXHHKHM, Tepenady 110
TEIEKOMMYHHKAlMOHHBIM ~ KaHajlaM CBA3W W XpaHEHHE Ha MAallWHOYMTAEMBIX HOCHTEIAX
HH(pOPMAIIHH.

® Vuactauk — OAHO «Illkona 1ipaBa u sxkoHOMUKHY (jfanee — I1lkoisa), Yupeauren,
WHBIE I0pHIHUeCKHe/(U3NUECKUE JINIA, YUACTBYIOLIHUE B HICKTPOHHOM JIOKYMEHTOOOOPOTE.

. OtnpaButeNlb  3JEKTPOHHOTO  JIOKYMEHTa  (OTHpaBHMTENb)-  (HU3MYECKOe — WIIH
IOPHIMYECKOE JIUIO, KOTOPOE HAIPABJISIET SJICKTPOHHBIA J1OKYMEHT.

. [TomyuaTenb  3JIEKTPOHHOTO JOKyMeHTa (mojyudaTtenb) — (Qu3Wdeckoe WIH
IOPHIMYECKOE JIUIO0, KOTOPOMY OTIIPABJIEH YIEKTPOHHBIH JOKYMEHT.

. JlocTaBka  3/IGKTPOHHOTO  JOKYMEHTa (moctaBka) — Gu3Muecknit mponecc
rnepeMelleH s SIeKTPOHHOTO JTOKYMEHTa OT OTITPAaBHUTEIS K TOTydaTeto.

1.4. B nacrosimem Ilonoxenun B xauectBe DJ] paccMarpuBaloTes DIIEKTPOHHBIE CITyKeOHO-
HH(POPMALIHOHHBIE JOKYMEHTBHI.

1.5. Tlonoxkenue pacnpocTpaHsieTcs Ha OpraHu3aldio  paboThl € JIOKyMEHTaMu,
nepelaBacMbIMH M TIOJYYa€MbIMH C [TOMOIIBI) 3JICKTPOHHOHN IIOYTHI, BK/IIOYass HX IOATOTOBKY,
PEerHCTPalliIo, y4YeT, OTIPaBKy M nojydeHne B  DenepanbHOM TocyaapCcTBEHHOM O1OUKETHOM
00pa3oBare/IbHOM Y4peKJIeHHH BEICIIEro MpogeccHoHanbHOro o0paszosanus «Poccuiickas akaaeMus
IIPABOCYIUSI» U B HHBIX OPraHU3allnsX.

1.6. TpeGoBanusi, ycranasiauBaeMmble [losoxeHueM, o0s3aTellbHbI I BceX pabOTHHKOB
Ixosms1.

1.7. OTBeTCTBEHHOCTh 3@ OpPraHM3aLMIO M COCTOSHHE IOKYMEHTAlMOHHOIo obecreveHus
MOCPEACTBOM 2JIEKTPOHHOM 1noyThl B L1IKosie BO3/iaraercst Ha OTBETCTBEHHOE JIHIIO, YTBEPXKIAEMOE
npukazoM [llxomner:

— ToJUIepKKa B paboToCcrmocoOHOM COCTOSIHUH TEXHUUECKOTO U ITPOrpaMMHOro odecredeHus,
OTBEYAIOUIETO 3a (YHKIMOHUPOBAHUE EKTPOHHOM nouTs! B [Ilkoe;

- cobmonenne rpaduka paboTsl ¢ HIEKTPOHHOMH MOYTOH;

—IPHEM TTOYTBI;

— KOHTPOJIb YMTAEMOCTH M JOCTOBEPHOCTH, pacnedarka (€ci¥ HeT APYIHX BO3MOJKHOCTEH
O3HAaKOMJICHHMSl C DJIEKTPOHHBIM BAPHAHTOM TEKCTA), y4YeT W paclpelIeeHHe IIOCTYIaroUINX

JOKYMCHTOB,



- IIOAr0TOBKA " OTNpaBka WHPOPMAIIMH B anpec OpraHW3alliH, MPHCIABIICH JTOKYMEHT, O
Jare TIpHEMKH JOKYMEHTa W JaTe MJOBEACHHsS OO0 JO/DKHOCTHOro Jmna (nepefayd B
JEIIOITPOU3BOACTBO);

- mepeada JOKYMEHTOB Ha paccMOoTperHue aupektopy Lkounsl (B 1e10npoH3BOACTBO);

- Y4€T W perucTpanust otnpabiseMeIx u3 IIIKo1br 1OKyMEHTOB, IPOBEPKa MPaBUIBHOCTH HX
oopMIICHHS! K OpraHU3alMs UX OTIIPABKH;

- KOHTPOJIb TIOJIyHE€HHUs WH(OpMAIlMK aJpecaToM, OpraHu3arus, B cliydae HeoOXOAUMOCTH,
IIOBTOPHOH OTIIPaBKH JIOKYMEHTA;

- BEICHHWE JKypHAlla YyueTa I[IOCTYMAlOUMX M OTHPABISEMBIX [0 3JEKTPOHHOH [oYTe
JIOKYMEHTOB;

- OTIEpPaTUBHOE PEIIeHHEe BOIIPOCOB 110 paboTe 31eKTPOHHON OYTHL.

1.8. Jlupextop I1Ikosb! MOXKET yTBepKAaTh COOCTBEHHBIN MOPALOK paboThl C JOKYMEHTaMH,
MOJIYYaeMbIMH M OTIPABIAEMEIMH YUPEIUTENI0 W WMHBIM OpraHu3alusM, He MPOTHBOpEYallui
TpeboBauusam [TonoxeHus.

1.9. Hacrosmee llomoxkenne He peryimpyroT BOIPOCH  OOMEHa  JIeKTPOHHBIMH
COODIIEHWSIMH, HE SBISIFOUTMMHUCS 3JIEKTPOHHBIMU TOKYMEHTaMHU.

1.10. Buecennnle u3MeHeHHs B HacTosiniee [looykeHne TOBOISTCS IO CReIEHUS YUAaCTHUKOR
MTOCPE/ICTBOM HaIlpaBIeHUs YBeIOMIEHUS B JopMe 2/TeKTPOHHOTO JIOKYMEHTA, WIH WHBIM CII0co00M,
00ECTIeUHBAIOIIMM TIOATBEPHK/ICHHE BPYUYEHHUS JIOKYMEHTa IOJy4yaTelnto, He TI037Hee, 4eM 3a 5
pabounx JHeH 10 JaThl BCTYIUIGHUS B CHITY JaHHBIX U3MEHEHHUI.

1.11. Pacceimka d7eKTPOHHBIX JOKYMEHTOB OCYIIECTBIISETCS MO aapecy, NMpeIoCcTaBIseMoMy

VYyacTHHKOM,

2. YVCJOBUS 1OITYCKA YHACTHHUKA K OCYIIECTBJIEHHUIO 310

2.1. YYacTHHK JIOIYCKAETCs K OCYIIECTBICHHUIO JOKYMEHTOO00POTA ITOCIIE BHITNIOIHEHUS BCEH
COBOKYIHOCTH CIHEAYIOIINX AeHCTBHH:

2.1.1. YcraHoBkM HeOOXOAMMBIX alnaparHbIX CPEICTB, KIMEHTCKOIO IPOrpaMMHOIO H
HHGOPMaMOHHOTO 00ecTIeueH N,

2.1.2. OpraHu3aiif sIIAKa 3JCKTPOHHOH mo4YThl Ha pabodem MecTe Mojaydaresist ¢
Ipe0CTaBIEHHBIM HJIEKTPOHHBIM aJ[PeCOM U aJpecaMy IOUTOBBIX CEPBEPOB.

2.1.3. CormacoBanust Mexay YUaCTHHUKaMHM II€peYHsi [OKYMEHTOB TepelaBacMbIX I10

TCICKOMMYHHKAIHOHHBIM KaHaIdM CBA3H B DJICKTPOHHOM BHJIC.

3. OPTAHU3ALUS DJIEKTPOHHOI'O JIOKYMEHTOOBOPOTA

3.1. TTopsiiok opraHu3aiMM 3JeKTPOHHOTO JT0OKYMEHToo0opoTa:



3.1.1. DieKTPOHHBI JOKyMEHTOOG0POT BKIIOYAET B CeOs:

— (hopMHpOBaHHE IEKTPOHHOTO TOKYMEHTA;

- OTIIPABKY M JOCTaBKY JIEKTPOHHOTO JOKYMEHTA;

- [IPOBEPKY 2JIEKTPOHHOTO JOKYMCHTA;

— MOATBEPKIACHHE TTONYYEHHs dJIEKTPOHHOTO JIOKYMEHTa;

- Y4eT 2JIEKTPOHHBIX JTOKYMEHTOB (PETHCTPAIMIO BXOASIIMX M MCXOLUMX 3NMCKTPOHHBIX
JIOKYMEHTOB);

- XpaHeHHe IEKTPOHHBIX JIOKYMEHTOB (BEICHHE apXHBOB JJIEKTPOHHBIX JIOKYMEHTOB).

3.1.2. ®opMupOBaHHE MEKTPOHHOIO JIOKYMEHTA OCYLIECTBIIACTCS B CIIEAYIOLIEM MOPAIKE:

- hopMUPOBAHHE HTEKTPOHHOTO JTOKYMEHTA B BHJIE MMEHOBAHHOTO (hafa;

- monEcanue c(hOPMHUPOBAHHOTO ICKTPOHHOTO JOKYMEHTA B BH/IC HMCHOBAHHOTO (arina.

3.1.3. ChopMHpOBaHHBIH 3NMEKTPOHHBIA JOKYMEHT HMMEST HOPHIMYECKYIO CHJly W BICHCT
MpeayCMOTPeHHBIE JUTS JaHHOTO JIOKYMEHTA [PABOBEIC MOCIEJCTBAS B CIydae ero HalIeKamlero
oOpMIIEHHS B COOTBETCTBIH C HACTOSIIUM [losoKeHeM.

3.1.4. C menbio yMeHbIIeHUs 00BEMOB Tlepe/laBaeMoi HHpOpPMAIUK TIPU TPAHCIIOPTHPOBKE
37IEKTPOHHBIX AOKYMEHTOB MOTYT HCTIOJb30BAThCS CIICLHANBHBIE aTOPHTMbI CHKATHA HHOpMAaIH.

3.1.5. Bee ropuadeckie nelicTeus, opopmiIseMble MTOCPEICTBOM JIEKTPOHHBIX TOKYMEHTOB
B COOTBETCTBHHM ¢ HacTosmHM [10I0KeH EeM, IPH3HAIOTCS COBEPIICHHBIMU B MHCHMEHHOH Qopme u
He MOTYT OBITh OCIIOPEHBI TOJTBKO Ha TOM OCHOBAHHH, YTO OHH COBEPIUICHBI B 3JICKTPOHHOM BHJIC.

3.1.6. Tlocie TOJydeHUs OJIEKTPOHHOrO JOKyMEHTA TMOJIydaresb 00s3aH HANpapuTh

OTTNIPABHUTEIIO TAKOI'O JOKYMEHTA MOATBEPAIACHHE O IMOJTYHYCHHH 3JICKTPOHHOI'O JOKYMCHTA.

4. OPTAHHM3AINSI PABOTBI C MOCTYITAIOIIEN KOPPECIIOH/IEHIIVEN

4.1. Crioco6s! JOCTABKH KOPPECIIOHICHIINNU:

4.1.1. JlocTaBKa KOPPECTOH/ICHIIMHA B OPTaHN3alliH OCYIIECTBISCTCS MO HJICKTPOHHOH NOYTe.

4.2, Ilpuem 1 00pabOTKa KOPPECITOHICHIINH:

4.2.1. Koppecronaenums, noctynatotasi B LLIkomy no 2/1eKTpOHHOI MO4Te M3 OpraHu3alui,
TIpeIBAPUTENIBHO TIPOXOANT YEPe3 aHTHBHPYCHYIO MPOBEPKY, pacrevqaThiBacTCs (eciM HET APYIruX
BO3MOKHOCTEH O3HAKOMJICHHS C OJIEKTPOHHBIM BapHaHTOM TEKCTa), TPOXOAMT MEPBHIHYIO
06paboTKy, pacmpeie/IecHNe, PErHCTPALHIO.

422. B nporecce mMepBoHa4aTbHON 00pabOTKH MMOCTYIAIOMIEH KOPPECTIOHICHINH BCE
JIOKYMEHTBI POBEPSIOTCS HA HATHYUE BUPYCOB, [IPOBEPACTCS HX YMTAEMOCTE H MOJIHOTA.

4.2.3. DnekTpoHHOE COODIIEHNE CUUTAETCS MOCTYTIHBIIMM TOC/IE TIPOBEPKH MOTHHHOCTH H
BO3MOKHOCTH €T0 BOCITPON3BEICHUSI.

4.2.4. TIpueM KOppECIIOHICHIIMH (YTeHHE TOYThI) OCYIIECTRIIACTCS HE PEKE ABYX pa3s B JICHb.
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4.2.5. O6paboTKa KOPPECTIOHICHIIMH POU3BOAMTCS B JI€HB €¢ MOCTYIJICHHS WM B MEPBBIN
pabounii IeHb ITPH MOCTYIUICHHH B Hepabo4ue JIHU.

4.2.6. Tlopsmok mprema CpPOYHOH KOPPECIOHISHIWH B Hepabouee BpeMs, BBIXOAHEIE H
Mpa3IHHYHBIC IHH ycTaHaBiuBacTes qupekTopoM IlIkomnsl.

4.3. Pernucrpauus JOKYMEHTOB H ITepejiada X B Ie10npon3BoacTBo [IIKosbL.

4.3.1. Bee mocTynwBIIMe JOKYMEHTBI DETHCTPHPYIOTCS B JKYpHAJIEe ydeTa MOCTYMHBIIEH 10
3JIEKTPOHHOM 1OYTE KOPPECTIOHACHIIHH.

4.3.2. Pernctpanusi JOKYMEHTOB [IPOH3BOAMTCS B JIEHb HMX TMOCTYIUICHUS WM B IICPBBIA
pabouuii JeHb MPH MOCTYNICHUN B Hepaboune JAHM.

433, Tlocie perucTpalMd B JKypHalIe yd4eTa IOJYYEHHBIE JIOKYMEHTBI TEPEIAlOTCS B
nenonpon3BoacTBo [Ikonbic 00s3aTeTbHOM OTMETKOM B J)KypHAJE yyeTa.

4.4. IloaTBepxacHHUE O MOJTYYEHUH HNEKTPOHHOTO JIOKYMEHTA.

44.1. Ilpy mojy4eHUH 3IEKTPOHHOIO JIOKYMEHTA MOTy4aTelb HalpaBiIseT OTIPaBHTEIO
TAKOTO JOKYMEHT4 IOATBEP/KICHHE O TIONYYeHHH 3JIeKTPOHHOrO JOKyMeHTa. [loaTBepkiaeHue
HaITpaBJIseTes B hopMe IIEKTPOHHOTO COOOIIEHUSI.

4.42. B mnoaTBepKIEHWH JOMKHBI OBITh YyKa3aHbl YHUKaJIbHBIA BXOJAIIMI HOMEP

IMEKTPOHHOIO JIOKYMEHTE, J1aTa W BpeMA TTOJIYUCHHS 3JICKTPOHHOTO JTOKYMCHTA.

5. OPTAHM3AIMS OTHHPABKH JOKYMEHTOB

5.1. IToxroroBka JOKYMEHTOB K OTIIPaBKeE.

5.1.1. K noxymeHTaM, OTTIPABISEMBIM IO IEKTPOHHOMN 10YTe, NMPEABABISAIOTCS CIIEIYIONIHe
TpeboBaHMs:

- JIOKYMEHTBHI TOTOBSITCS C [OMOIIBIO TeKCToBOro pexnakropa Word M TabIMYHOTO
penaktopa Excel ¢ nemoneszoBannem mprdros Arial, TimesNewRoman u He 10/DKHBI comepxaTh
rpadUYeCKnX n300paxKeHuii;
B BEPXHEM IIPaBOM YTITy JOJKHO OBITh ykazaHo «Ilepeiano 1o 371eKTpOHHOH HOYTey;

- JIOKYMEHT ToJmuchiBaeTess aupekropoM llIkormel, 3aMecTHTENAMH AMPEKTOpa, H MEpe
OTITPaBKo#f 3aBepsieTcss pabOTHUKOM OTBETCTBEHHBIM 3a DJ10;

- DOKYMEHT COJEPIKHT YUETHYIO HHYOPMAIIMIO 0 PETHCTPALIMM B I€I0ITPOU3BOJICTBE.

5.1.2. HWcnonmHuTen b, HOATOTOBMBINUEM JOKYMEHT, MpEACTaBiseT ero B OyMakHOM W
3JIEKTPOHHOM BHJI€ ¥ CTIUCOK PACCBITIKKA OTBETCTBEHHOMY 3a paboTy C /ICKTPOHHOMH MTOUYTOH.

5.1.3. DrekTpoHHOE COOOIIEHHE 0T MMeHH AupekTopa LIIKob! 101KHO OBITE MOATBEPKICHO,
B CIy4ae HEOOXOAMMOCTH, MOIMMCAHHBIM OPUIHMHAIOM JIOKYMEHTA, KOTOPBIH HaxXOIHTCA B

nenonpon3BoacTse [kombl,



5.1.4. Tlpu ornpaBKe JOKYMEHTOB TPEBAPHTEBHO [POM3BOAMTCS [MPOBEPKA HX
JOCTOBEPHOCTH M YueT B )KYpHaJIe OTIIPABJIAEeMOI 110 JICKTPOHHOH MOYTe KOPPECITOHIECHIIHH.

5.2. OrnpaBka JOKYMEHTOB I10 2JIEKTPOHHOH MOYTE.

5.2.1. JIoKyMeHTBI, TOAJIekKAIIHe OTIpaBKe I0 HIeKTPOHHOH moute, obpabareiBatoTess U
OTHPABIAIOTCA B JICHB MX MOCTYIUICHUS JTHOO0, KaK HCKIIOYCHHE, HE TIO3THEE CIICYIOMEro pabodero
THSL.

5.2.2. Jlockuika WM 3aMeHa pa3ociIaHHOTO paHee JOKYMEHTa OCYIIECTBISETCS 0 YKa3aHHIO
JMLa, MOAIMCABLIEIO JOKYMEHT.

5.2.3. 3anpemaercs rnepeaaBaTh 3JICKTPOHHOH TOYTOH AOKYMEHTBI € NOMETKOH «Jlns
CITy:Ke0HOT0 M0JIb30BAHUN).

5.2.4. B 0/IHOM 3JI€KTPOHHOM COOOMIEHWH, KAaK MMPABHUJIO, IEPECHITAETCS OJMH JOKYMEHT. B
clydae ecl¥ HeoOXOIMMO Tepeciarb HECKOJIBKO JOKYMEHTOB, OHHM TOJUIeXaT o00s3aTelbHOH
ynakoBke B apxuBax RAR uma ZIP. JloxymenT, o6vemom Oosee 100 kbafit, apxuBUpyeTcst. ApXHBBI
HE J0JIKHBI OBITE CAMOPACTIAKOBBIBAIOIIUMHCS.

5.2.5. Tlepex oTIpaBKoil JTOKYMEHTA 110 3JIEKTPOHHOH 104YTe HEOOXOIUMO MPOBEPUTH €r0 HA
HaJIM4ne BUPYCOB.

5.3. IlepeueHs JIOKYMEHTOB, OTIPABIIIEMBIX T10 IJEKTPOHHOM TTOYTE.

53.1. C momoulbid 27eKTPOHHOH TOYTBI OCYIIECTBIISIETCS OlepaTHBHAs Tepeaada
nHpopMaIMu B BHJIE:

- MIPUKA30B U PACIIOPSIKEHHI; yKa3aHWH U TTHCEM;

- 3JIEKTPOHHBIX COOOIIEHMI;

- TellerpaMM | Tese(hOHOTpamMM.

6. XPAHEHUE SJIEKTPOHHBIX JOKYMEHTOB

6.1. Bce 5IeKTpPOHHBIE JIOKYMEHTBI JO/KHBI  XPaHHThCS B TEYEHHE  CPOKOB,
MPeIyCMOTPEHHEIX BHYTPESHHHMH JOKYMEHTaMM YYacTHHMKA. DJICKTPOHHbBIC IOKYMEHTBI JIOJKHBI
XPaHUTHCA B 2JICKTPOHHBIX apXHBaXx.

6.2. DIIeKTPOHHBIE JOKYMEHTBI JOJDKHEI XpaHHTBCS B TOM ke (opmare, B KOTOPOM OHH ObLIH
copmMHpOBaHbL, OTIIPABICHBI WM NONy4YeHEl. CPOK XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB HE MOXKET
OBITE MEHEE NATH JIET.

6.3. XpaHeHHE OJIEKTPOHHBIX JOKYMEHTOB JIOJDKHO CONPOBOXIATHCS  XPaHCHUEM
COOTBETCTBYIOIIETO TIPOTPAMMHOTO 00ecTieueHns, 00eCIeUUBAIOIIEr0 BO3MOXKHOCTE pPadoThl €
3IIEKTPOHHBIMH KYPHAIIAMHU U JIOKYMEHTaMH.,

6.4. O0A3aHHOCTH XPAHEHUS YIEKTPOHHBIX JOKYMEHTOB Bo3jaraioTes Ha YvactHukoB D/10.



6.5. JIns BBITIOTHEHHSI TEKYIIUX paboT 10 BEICHUIO IEKTPOHHBIX apXuBoB YuacTHHKH ][0
Ha3HavalT OTBCTCTBCHHOC JTHIIO.
6.6. DIeKTPOHHBIC apXMBBI IO/UIEXAT 3aIIMTE OT HECAHKIIHOHHPOBAHHOTO JOCTYTIA,

HerpeJHaMepeHHOr0 YHHUTOKEHHS H(MIIH) HCKaKCHHS.

7. OPUTHHAJIBI DJIEKTPOHHOI'O JOKYMEHTA
7.1. DAEKTPOHHBIH JOKYMEHT MOXET MMETh HEOIPAHHYECHHOE KOJIMYECTBO OPUIHHAIOB. Jlis
CO3JlaHUsl  JIONOJIHMTE/IBHOIO  3K3EMIUISpa  JJIGKTPOHHOTO  JIOKYMEHTA  OCYHIECTBISETCS
BOCIIPOU3BOJICTBO COJCPIKAHUS JJOKYMEHTA.
7.2. Bee opuruHambl SJ1E€KTPOHHOIO [1OKYMEHTA, WICHTUYHBIC OJWH JPYTOMY, SBIISIOTCS

OpHTHHAJIaMH U UMCIOT O/IMHAKOBY1O IOPUIANYECCKYIO CHITY.

8. KOIIMU DJIEKTPOHHOI'O TOKYMEHTA
8.1. Komum 2/1eKTpOHHOr0 JOKYMEHTa CO3JaloTcsl Ha OyMaXHOM HOCHTENle M 3aBepsIoTCs
COOCTBEHHOPYHHOMH MOAMUCHIO JTHUIA, ABJISIOMETOCS OTIPABUTENEM HITH MTOJYYATENIEM IEKTPOHHOTO
JTOKYMEHTA,
8.2. Kornuu 31eKTPOHHOTO TOKYMEHTA Ha OYMasKHOM HOCHTENE JOIKHBI COJIEPXKATh yKa3aHUs

Ha TO, 4TO OHH ABJISAKOTCH KOIMMAAMH COOTBETCTBYIOMIETO DJIEKTPOHHOI'O JIOKYMEHTA.

9. OGECIIEYEHUE HHO®OPMAILIMOHHOM BE3OIMMACHOCTH JIEKTPOHHBIX
JOKYMEHTOB

9.1. Cobmonenue TpeboBanuit WHPOpMANHOHHON OGe30MacHOCTH IpH  OpraHH3alHH
3JIEKTPOHHOT0 JOKYMEHT00O0poTa obecrieunBaeT:

— KOHQUACHIMATBHOCTE MHMOPMAIHH (IONYIHTh J0CTYIT K HHOOPMAIMH MOXKET TTONYYHTh
TOJIBKO OIPEIEICHHBIN KPYT JHI);

- MEJOCTHOCTH lepelaBaeMoil nHpopMaluu (rapaHTHPOBAHNUE, YTO JaHHBIE TTepefatoTes Ge3
HCKKECHHH ¥ UCKIIFOYACTCA BO3MOKHOCTD [OJMEHEI HH(pOpManm);

- ayreHTH(]UKaLHIO (Korja rnepenaBaeMylo HHOOPMALIHIO MOKET TOJIYYHTh TOJIBKO TO JIHIO,
KOMY OHA IPEeJIHa3HAYEHA, a4 OTIIPABUTEINIEM SBJISICTCS UMEHHO TOT, OT Yb€I0 HMEHH OHA OTIIPABJICHA).

9.2. TpeGosanusa 1m0 HMHPOPMAUHMOHHOH OE30MACHOCTH MpPH OpPraHU3alHuH IJIEKTPOHHOTO
JOKYMEHTO000POTa Pealn3yroTCs MOCPEACTBOM MPUMEHEHHS MTPOTPAMMHO-TEXHHYECKHX CPEJICTB H
OPTaHM3alMOHHBIX MED.

9.2.1. K mporpaMMHO-TEXHHYECKUM CPEICTBAM OTHOCSTCS:

- TIPOTPaMMHBIE CPEICTBA, CIEUHAIBHO pa3paboTaHHBIEC JUIS OCYLIECTRICHHS 3JIEKTPOHHOTO

I0KyMeHTooOopoTa,



- CHCTEMa Maposie W HACHTHQHKATOPOB JUIS OTPAaHWYCHUS OCTYIAnojb3oBateneil u
aIMHHHCTPATOPOB K TEXHHYCCKMM W IPOTPAMMHBIM  CPEACTBAM  CHCTEMBI  3JIEKTPOHHOIO

JIOKyMeHTooDopoTa;

- IpPOrpaMMHO-aIapaTHble CPe/ICTBA 3alIUThI OT HECAHKLIMOHUPOBAHHOIO JOCTYIIA;

- CPEACTBA 3aIIMTEI OT ITPOrPAMMHEIX BHPYCOB.

9.2.2. K opranu3anfoHHBIM MepaM OTHOCHTCS;

- Pa3MCILICHHUE TEXHUYECKUX CPEJICTB B MOMEIICHUAX C KOHTPOJIUPYEMBIM JIOCTYIIOM,

— aJIMHHHCTPATHBHBIC OTPAHWYEHHS JOCTYIIA K 3THM CPEICTBaM;

- 3aJlaHHe PEKHUMa HCIO0JIb30BAHUS TI0B30BATE/IIMH M AJIMAHHCTPATOpaM mapoyiell |
HIEHTH(PUKATOPOR;

— JIOTIYCK K OCYIIECTBJICHHIO JOKYMEHTOO00POTA TOJNBKO OMPEACTCHHBIX JTHIL;

— NOJUIEPIKAHHIE MPOTPAMMHO-TEXHUYECKHX CPEICTB B HCIIPABHOM COCTOSHHH;

— pe3epBUPOBAHHE IPOrPAMMHO-TEXHHYCCKUX CPCICTB;

- o0y4eHune nepcoHaa;

— 3allMTa TEXHUYCCKHUX CPEICTB OT MOBPEXIAIOIMX BHEIIHUX BO3JAeHCTBUI (TToXap,

BO3JIEHCTBHE BOJIBI U T.II.).




