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1. Oburue rloJroxeHufl

L1. llonoNeuue o6 gJreKTpoHHoM AoKyNreuroo6opore paspa6oraHo B coorBercrBl,Iu c

rpe6onauuxirru (De4eparrbHoro 3aKoHa or 29.12.2012 Ns 273-Q3 (06 o6pasonannra n

Pocczficr<ofi Oeaepallr.rz>>o @e4epanbHofo 3aKoHa or 27.07.2006}lb 149-@3 (06
uu(fopruaqura, uuQopMarlr4oHHbrx rexHoJrorrrrx r.r 3aIrIIzTe unQoprrlaquu>, @eAep€IJlbHoro

3aKoHa o"r 27.06.2007 Jt 152-03 <O uepcouarlbHblx AaHHbD().

1.2. llonoNenue o6 eJreKrpoHHoM AoKryenroo6opore (4anee- floroxenue) ycrauaull,IBaer

eAlrHbre rpe6onauur K opraHlrcar\vvr pa6orsr c AoKyMeHTaMI,I, noJIf{aeMbIMH LI

orlpaBrseMbrurz c noMorrlbro gJIeKTpoHHofi uoqrH.

1.3. finx rleleft Hacrorrqero floroNeur,rs ycraHaBJrr.rBarorcf, cneAyloque repMI4HbI H

onpeAeireHufl:

3;r enrp onHas roqra (3II) - cprsreMa, rro3Bo Jrrrorqarr noJrb3 oBareJlfi M ornpaBJUITb

coo6qeHlt.fl rrepe3 MoAeM raJrr.r cereBoe coeAr.rneHze c oAHofo KoMnblorepa Ha apyroft.

[orcylrenrupoBaHHan un$opruaqus (4onyvreur) - sa(purccr4poBaHHarr Ha MarepI{aJIbHoM

HocprreJre r.ruSopuaqur c peKBr.r3r{TaMr{, rro3Borrsrcqr4Mr4 ee ra4enru$nqplpoBarb.

3rercrponurrfi gorcyrrenroo6opor (3AO) - opraHrr3arlrroHHo I{ nporp€rMMHo - TexHIaqecKI,I

ynop.rrAoqeuuax uu(popMarlrroHHrur cr{creMa, o6ecne.ruearculafl npoqecc o6ueua, c6opa,
o6pa6omu, HaKorrJreHr4r 14 xpaHenux zn$opMarlrrr{ nocpeAcrBoM gneKTpouHbx AoKyMeHToB.

3;renrponnufi gonyMeHT (9D - AoKyMeHT, cosAaHnrrfi nplr noMoulr,r gJreKTpoHHbD(

arnaparHo - rexHr.rqecKr.rx H nporpaMMHbrx cpeAcrB, $uxcupyenrrfi s qz(pponou KoAe B

$oprue ra4enrra(fuqlrpyeMoro no coAepxaremnoft qacrr.r r{MeHoBaHHoro lpaftna,4ocrynnrrft



Anfl rrocJleAyloqef o6pa6ogu, IIcIIoJIb3o Ba1.lrfl)Bocnpoll3BeAeuut (oto6paxenur) u

Br.r3yanbHofoBOClpLIflTVIL.,aTaKXeAntflepeAarllllIIIOJIT{eH}ISloTeJIeKOMMyH}IKau}IOHHbIM
KaHaJraM cBr3r'. flarer sJreKTpoHHbrx AoKyMenron (narer) - OAI4H unu 6onee 3['

S.nercrponnoe coo6ulenne (3C) - JIOIlIqecKlI IIenOCTHa',I COBOKyIIHOCTb AaHHbIX' I4MeIOqI4X

cMbrcJr AJrr r{acTgUroe unsopMaIII4OHHOro BaI4MOA eitcrsux,3aKoAplpoBa111fl Cnoco6oM'

rro3Boruftouryr* oo"rrra.r"ru 
"a 

o6pa6orxy cpeAcTBaMI'I BbItIlICJIlIren'rofi TexHI',{KI4', nepeAarly

IIO TeJIeKOMMyHI4KaIIUOHHbIM KaHanaM cBfl3l',( I{ xpaHeHl',Ie Ha Maru[HOtII4TaeMbIx HOCIITeJISX

nuQoprvraur{oHHblM KaHilIaM CB'3II I'I XpaHeHI',Ie Ha MaIIIIIHOqIITaeMbIx HOCI{TeJISX

ran$optuauuu.

yqacrnnn - pa6oulur v 14 a[NILIHvICTpaqI'Ifl MEAOy Aercxuft caA Ne 30 <PoasuqoK)'

yqacrByloq?Ie B 3neKTpoHHoM AoKwenToo6opore'

orupanureJrb sJreKTpoHHOfo AoKyMeHTa (ornpanurelr) - pa6oruux MBAOy Aercxnfi

ca.u Ns 30 <Po,unraqoK)) I{JILI aAMl4ullcrpaqus MBAOY Aercrufi' caa Ns 30 <PoAnuuor>'

Koropoe HanpaBnter sneKTpouuuft 4oryueur'

fio;ryuareJrb 3JreKTpoHHoro AoKyMeHTa (no.nyuarenr) - pa6ornur MBAOy Aercxnft caA

l\b 30 <PoAnuqor) r,rJpr aAMllHl,Icrpaquq MBAOY Aercruir cal NS 30 <Po4nu'ror>'

KoropoMy ornpaBneH gfleKTpouurtfi Aoxyuesr'

,{ocranna 3JIeKTpoHHoro AoKyMeura (4ocranrca) - (lusrauecg'1ft npoUecc repeMeIIIeHILfl

3neKTpOHHOfo AOKyMeHTa or oTrIpaB[TeJIfl K nonyqaTeJlro'

1.4. B HacToruleM fIO.nOXesulI B KaqecTne 3[ paccMaTpI{BaIOTCs 3neKTpOHHHe clyxe6no -
nu$opuaurlouHble AoKYMeHTbI'

1.5. IlonoNeHr{e paonpooTpaHseTct Ha opfaHu3aIII4IO pa6orrt c AoKweHTaM}I'

rrepeAaBaeMbrMr.r lr [ofiyqaeMblMtl c IIOMOIIIbIO SneKTpOnnoft florlTbl', BKJIIOqaiI I4X

noAroroBKy, perl4oTpaullro, ytler, orrlpaBKy I4 flOryrreHue'

1.6. Tpe6on a1vrg)ycTagaBJlllBaeMbl lloloxeriueM, o6l:ateJlbHbl Ant BC9X pa6oruuxon

MEAOy Aercr<ufi cal Ns 30 <Po.qsutloK)'

1.7. OrsercTBeHHOCTb 3a OpraHI'I3aIIVrc I{ cocToflHl{e AoKyMeHTaIIIIOHHOTo o6ecne'IeHus

rocpeAcrBoM eleKrpoHnofi noqrlr n MBIOY Aercgafi caA Ns 30 <PoAsutIoK)) Bo3JlaraeTc'u

Ha orBercrBeHuble nvrJa v pa6ornnrcon:

eIIoA,{gPXranpa6orocnoco6goMcocTo.flHIII,ITexH}IqecKorou[polpaMMHoro
o6 ecneqeru4g, oTBel{aloue|o 3a syur<uuoru4poBaHl4e 

gJIeKTpoHHof nourrr;

o frptr€M, KOHTponb ql4TaeMocTll tl AOCTOBepHOcTII' pacileqaTKa ecnl'I HeT ApyfI4X

BO3MOXHoCrefi OgnaxOMtIeHLIs C SneKTpoHHbM Bapl4aHrOn'l rexcra)' yqeT n

pacflpeAeJleHllt nocryrlarcql4x AOKyMeHTOB ;

o rro,{roToBKa lr oTrrpaBKa un$oprraaq}Ill B aApec opraHI',I3aIIVIr4, TIpI4CIIABIIIeLI

AoKyMeHT,oAaTenpI4eMKLIAoK}MeHTa]1-IaTe,qoBeAeHI,I'AoAoJIXHocTHoronuua
(nepe.uaura B AenorpougsoAcreo) ;

o nep€.{&ea AoKyMeHTOB Ha paccMoTpeHlle pyKoBOAI',ITenIo (n 4enonpot{geoAcrso);



. yrreT u pefprcTparlllfl OTIIpaBJIfleMbIx I',I3 MBAOy AeTCKlIft CaA Nb 30 <PoAHlt'IoK)

AoKyMeHToB,IIpoBepKaIIpaBI,IJIbHocTLluxosoprr,rleuu'I,Iop|aHl,I3a\figux
oTrIpaBKI'I;

o KoHTpoJIb IIoJIyqeHI,Ifl I,{HoopMaII'|vT ahpecaToM, op|aHI{3aIIlI' B cnyqae

HeO6XoAIAMOCTI{, TIOBTOpHO OTrIpaBKpl AOKyMeHTa;

. o[epaT]rBHoe peileHr4e BOIIpOCOB IIO pa6oTe sneKTpoHHofi [otITbI'

2.VcnoeilflAo[ycKaY.IacrHuKaKocyqecTBJIeHIIIoSAO

2.1. Y.{aCIHIIK AOIIyCKaeTCs K OcyilIecTBJIeHI4Io AOKyMeHToO6Opora [OcJIe BbI[OnHeHIIfl'Blefi'

0oBoKyTIHOCTLI cJIeAyIoluLIX Aeft crBl{ft :

2.l.l,ycraHosxu Heo6xoAuMbrx aflflaparHbrx cpeAcrB, [porpaMMHoro I{ I4HabopMaIII{oHHoro

o6ecneqenras.

2.1 .2. Opraius au krfl flu\vr:rta eJIeKTpoHHoft noqrH nonyqarent'

2.I.3.CornacosaHrrr Me)KAy vqacrnraxalrfl lleperlHq AoKyMeHTOB nepeAaBaeMblx IIo

TeJIeKOMMyHI,IKaII}IoHHbIMKaHaJIaM0B.'I3IIBgJIeKTpoHHoMB}IAe.

3. Oprann3alll{fl sJIeKTpoHHoro AoKyMeuroo6opora

3 . 1 . llopsaoK opf aHLI3 aqull sJIeKTpoHHoro AoKlMeHToo6 opora:

3.1.1. 3lercrponnrnZ goxyuenroo6opor BKrroqaer B ce6s:

. QoprvrupoBaH[e 3neKTpoHuoro AoK]MeHTa;

o oTrIp&BKy pI AOCTaBKy sneKTpOHHOro AoKyMeHTa;

. rrpoBepKysneKTpOHHOfoAoKyMeHTa;
O IIOATBEPXAEHI4E IIOJITIEHI' SJICKTPOHHO|O AOKYMCHTA;

o !99T 3neKTpOHHbrx AOKyMeHTOB;

oXpaHgHI{fl3neKTpoHHbxAoKyMeHToB(ne4euI,leapxLIBoBsJIeKTpoHHbx

AOKyMeHToB).

3.1.2.(DoprvruponaHr.re sJTSKTpOHHOIO AOKyMeHTa ocyilIecTBnfleTcs' B cJIeAyIOUeM nopsAxe:

. Qoprr,lrapoBaHlle 
gneKTpoHHoro AoKyMeHTa B BuAe I,IMeHoBaHHoIo oafiIa;

o rro,{lflcanrae c(fopMr.rpoBaHHOIO SneKrpoHHoro AoKyMeHTa B BI4Ae I'IMeHHO|O

Qaftra.

3.1.3. C$oprvruposaHHrri sJreKTpOHHHfi 4OXyrraeHT uMeeT IopI',IA[tIecKyIo cflny 14 BIerIeT

IIpeAycMoTpeHHbIeAn'AaHHofoAoKyMeHTa[paBoBbleIIocJIeAcTB|LflBcnytlaeero
,nUnl*uutero o $ oprraJreHlrf, B co orBercrBllu c HacrosilILIM lloloNenrzelr'

3.1.4.C qeltro yMeHbIiIeHI{s o6beMoB repeAaBaeMoft I4HoopMaIIulI npI'I TpaHcnopr}IpoBKe

gneKTpOHHbX AOKyMeHTOB MOIyT I4CIIOJIb3oBaTbcfl cIIeqnaJIbHbIe aIIfopI4TMbI cxaTl{'f,

unQoprr,taqzu.

3.1.5. Bce ropuAtItlecKllle AeficTBI'It' o(fopunaervrble nocpeAcTBoM gJIeKTpoHHbIx AoKIMeHToB

B COOTBeTCTBTII,I C HaCTOtil['IM IIOIONeUueM' IIpI'I3HaIOTCx COBepIXeHHrIMU B nI{CbMeHHOft



(foprrae I4 He Mofyr 6utr ocuopeHhl ToJIbKo Ha roM ocHoBaHr,r[, qro oHr{ coBeprrreHHbr
sneKTpoHHOM BUAe.

3 .L6 . llocre noryrreHr.rr gnexTpoHHoro AoKyM eHTa noJrln{areJn o 6.ssaH HanpaBr.rrb
ornpaBllTenlo raKofo AoKyMeHTa [o.4TBepxAeHr4e o rronrreHr4r4 sneKTpoHHofo AoKyMeHTa.

4. Opranu3arlrrfl pa6oru c rocryflarcqefi rcoppecnonAenquefi

4. 1 . Cnoco6rr Aocraerr.r KoppecroHAeHrlr,ru:

4, L L .{ocranra Koppecn oHAeHrIr{r4 ocyrqecrBn ser cs. no gJreKTpouuoft uoqre.

4.2. llpuev u o6pa6oma KoppecnoHAeHrlr4r4 :

4.2.L KoppecuonAeHllplt, rocrynarcuafl rro gneKTpoHHofi noqre or pa6ornnKoB B MEAOy
Aercrufi cal Il! 30 <PoaszlroK), npoxoAr,rr rrepe3 aHrr.rBr{pycHyro npoBepKy,
pacneqarblBaercs (ecru Her Apyrr4x Bo3MoxHocrefi oguaroMJreHr.rr c gJreKTpoHHhrM

BapI-IaJrroM rexcra), npoxoALIT nepBl{qHyro o6pa6orry, pacrpeAeJreH[e, perr{crparlurc.

4.2.2. B npoqecce nepBouaqamuofi o6pa6omu nocryrrarcqefi roppecuoHAenurzlr Bce

AOKIMeHTbI IIpOBeptIOTCfl.Ha HaJII,Iqrre BlrpycoB, npoBepseTcflvrx rrraTaeMocTb r4 rroJrHoTa.

4.2.3.3nerrponnoe coo6rueHlle cqllTaercr nocrynr{Brrrr.rM rrocJre npoBepKr,r noAnr,rHHocrr4 r4

BO3MOXHOCTT.T efo BOCnpOr43BeAeHI|Ifl..

4.2.4. flpuevr KoppecnoHAeHIILII4 (urenne uouru) ocyrqecrBnsercr YqacrHraravr{ He pexe
nrTr4 prl3 B AeHb.

4.2,5. O6pa6orxa KoppecrIoHAeHIIlIu rpou3BoAr4Tcr B AeHb ee nocryrrJre:avrrurru n nepnrrfi
pa6ovuft.qeHb rrpr4 nocrynJreHuu n uepa6oque AHr4.

4.2.3 . Perucrpaqzr AoKyMeHroB pr nepeAarra rrx B .qeJronpor43BoAcrBo :

4.3.1. Bce nocryullBllrlae AoKyMeHTbr perrcrpr4pyrorcr r.r o6pa6arurBnrorcr.

4.3.2. Perucrpaqllfl AoKyMeHToB rrporr3BoAr.rrcr B AeHb r,rx nocrynneHr4fl.Lrrvt n uepnuft
pa5otui,t AeHb npr.r [ocryrrJreHnu e uepa6otrue AHr.r.

4.3.3. flocle perllcrpallrlr flonrreHHbre AoK]MeHTbr nepeAarorcr B Aenonpor,r3BoAcrBo.

4. 4. lloareepxAeHr4 e o rtonyqeHr.rr4 gneKrpoHHoro AoKyMeHTa :

4.4.I . IIpu nonyreHlrlr oneKTpoHHoro AoKlMeHTa nonyrrarenb no 3anpocy HanpaBnrer
ornpaBLITeJIro raKOfO AOKyMeHTa nOATBepXIeHr.re O nonyqeHr4u 3JreKTpoHHoro AoKyMeHTa.
flo4rnepx4eHr,re HanpaBirrerc.r{ n $ opue oneKTpoHH oro co o 6qeHr.rr.

5. Opranu3arlrrfl orrrpaBKrr AoKyMeHToB



5. l. lloaroroBKa AoKyMeHroB K orrlpaBKe'

5.1 .1 . K AOKyMSHTaM, OTIIpaBJLf,eMbIM IIO gJleKTponnofi nOqre' [peAbtBJIsIOTct cJIeAyIoUue

Tpe6oBaHI4s AoKWeHTbI roToBflTct c noMolqblo TeKcToBoro peAaKTopa W-ord unu

ra6nr4qHolo peAaKropa Exell c IIcnoJIb3oBaHI'IeM ulpu$roB Arial, Times New Roman u

Moryr coAepxarb rpa(fu'recrl4e I{3o6paxeHlls B $opuare PDF, JPEG'

5.t.2.lIpu oTrrpaBKe AoKIMeHTOB rrpeABapI,IreJIbHO IIpOI43BOAIITCfl IlpOBepKa ux

AOCTOBepHooTI,I.

5.2. OrnpanKa AoKyMeHToB rlo gneKTpoHHoft norrre'

5.2.1.,{oryueu6r, rroAJrexarq[e OTnpaBKe 11o SJIeKTpoHHOft rIOrITe, o6pa6arrmaloTct I',I

oT[paBnqroTcr B AeHb I,Ix rrocTyrlneHllt JII,I6O, KaK I'I0KJII0TI9HI{e, He IIo3AHee cneAyloqero

pa6oqero AH.r.

5.2.2.,{oCrutrca uJILI 3aMeHa paHee pa3oonaHHoro AoKyMeHTa ocyqecTBJlf,eTcfi IIo yKa3aHI'Irc

Jrlrqa, rloArl}IcaBlxefo AoKyMeHT.

5.2.3.B OAuOtvt 9JI9KTpOHHOM C6O6U9HLII{, KaK npaB}IJIo' nepegblnaeTgs O.4I'IH AoKW9HT' B

cJrf{ae, eCnLI HeO$xOApIMo llepecnaTb H9CKOJIrKO AOKyM9HTOB, OHI4 [OAneXaT o6sSaTeIrHOfi

ynaKoBKe B apxrrBax RAR ranpr ZIP. [orp,reHr, o6beMOM 6OJ1ee 100 rBaftr, apxl4Bl',Ipyerc{'

5.2.4.IlepeA ornpaBKoft 4ory.vreura IIo sJleKrpoHHoft noqre Heo6xoAI{Mo npoBepl{rb ero Ha

HaJIIrqUe BI{pycoB.

5.3. C II6M6III6IO gneKTpoHHofi nO'{rH ogyulecTBnteTgt onepaTllBHafl [epeAaqa

r4HsOpMaUWr B F.vrIe:.

o nplaKa3oB I{ pacnops}KeHvir)
e )KB3&HI4ft U nucelt;
E 9JI€KTPOHHbIX COO6IIIEHI,'Ifi;

. AOKnaAHbIX I'I CnylKe6urx 3aIII4COK.

6. Xpaneulre 3JreKTpoHHbrx AoKyMeIrroB

6.1. Bce sneKTpoHHbIe AoKyMeHTbI AonXHbI xpaHuTbct B ToM )Ke QopMaTe, B KoTopoM oHLI

6rurra c$ opruraponaHbl, orlp aBJIeHbI I{ rlon}^{enbl'

6.2. Cpor XpaHeHI,Iq sneKTpoHHbIX AoKyMeHToB AonxeH 6bITb MeHee rrSTI,I JI9T'

6.3. XpaueHue gJIeKTpoHHbx AoKyMeHroB AonXHo colpoBoxAaTbc.f, xpaHeHI{eM

coorBercrByroqero [porpaMMHofo o6eclerreHl{t, no3BoJlflroilIero IrMerb Bo3MoxHocrb

pa6orbl c SJIeKTpoHHbIMI'I xypHaJIaMIr I{ AoK}MeHTEIMI'I'

6.4. O6szartHocrrr xpaHeHr4r oJreKTpoHHbrx AoKyMeHToB Bo3rlararorct Ha yrracrHl4KoB 3AO'

6.5. ilns,BbI[OJIHeHI,Ifl TeKyIquX pa6oT IIo BeAeHI,Irc sneKTpOHHbx apXIlBOn Y'{aCTHI1KI'I3AO

Ha3HaqaroT oTBercTBeHHOe nuuo.



6.6. SnerrpogHbre apxr.rBbr [oAne)Kar 3arrlr,rre or HecaHKIII4oHI4poBaHHoro Aocry[a'
HenpeAHaMepeHHoro yHutlToxeHvrfl ,r \vnv ) acKa)KeHv.fl .

7. O6ecue.renue un0opMarlrroHHofi derouacHocrl{ 3JreKTpoHHbIx AoKyMeHToB

7.l.Co6nroAeHr4e rpe6onauuft zn(f opuauuouuofi 6egonacuocrr rpl4 opraHLI3aIII{I{
gJreKTpoHHcro .4oKlueHroo6opora o6ecne-{I4Baer:

. KoH$uAeHur.rrrJrbHocrr nu(fopMalluu (nonyunrr Aocryn x un(foplvraqul'I Moxer
TonbKo orlpeAeneHnufi rpyr JILIu);

r rlgJrocrHocrb nepeAaeael,roft un(popruaqnn (rapanrupoBaHlle, qro AaHHbIe

nepeAarorc.s 6es ucraNeuuit u lrcKJrroqaercr Bo3MoxHocrb noAMeHbI

raH(foprr,raquu);
. ayreHTr4(ffir<aquro (ror4a rrepeAaBaeMyro r,ru(foprr.tallllrc Moxer rlonfrl'ITb roJrbKo

TO Jrr,rqo, KoMy oHo [peAHa3HaqeHa, a oTnpaBLITeJIeM tBnteTct I{MeHHOfo ToT, oT

r{befo I,IMeHTI oHa orlpaBneHa).

7.2.Tpe6oyaHr{r ro un$opl,raquonuofi 6esonacHocrl{ npu opraHI,I3aIIrILI eneKrpouHoro

,qoKyMeHToo6opora peaJrr{3yrorcr nocpeAcrBoM npr.IMeHeHI,Is [porpaMMHo- TexHI4qecKI{x

cpeAcrB LI opraHLI3aIII{OHHbIX Mep.

7.2.1. K nporpavMHo - TexHI{r{ecKLIM cpeAcrBaM orHocsrct:

. uporpaMMHbre cpeAcrBa, cnequanbHo pa:pa6oraHHble Ant ocyqecrBJleHlafl
gJreKTpoHHoro AoKyMeuroo6opora;

. cucreMa napoleft u uAeHru(fr{KaropoB Ant orpaHl{rleHut Aocryrla noJlb3oBaretefi, u

aAMr,rHr.rcTpaTopoB K TexHr,rqecKr{M r4 rrporpaMMHblM CpeACTBaM CI4CTeMbI

oJreKrpoHHoro AoKyMenroo6opora;
. NPOTPAMMHO _ AIIAPATHbIE CPEACTBA 3AIIIIITbI OT HCCAHKIIIZOHI,IPOBAHHOTO

AOCTyrra;
. CPEACTBA 3AIIII4TbI OT IIPOIPIIMMHbIX BI{PYCOB.

7.2.2. K opranusaurloHHblM MepaM orHoc.srct:

o po3MerrleHr4e TexHr.rqecKlrx cpeAcTB B rroMerrleH[flx c KoHTponupyeMblM AOCTyTIOM;

. AAMIIHI,ICTPATIBHbIE OTPAHUqEHI4' AOCTYIIA K STIIM CPEACTBAM;

. 3aAaHLIe peXI4Ma I{CIIOJIb3OBaHII.fl IIoJIb3OBaTeJIflMII kI aAMkIHvICTpaTOpaMI'I napOlefi

r4 r,rAeHTr{QrzKaropoB ;

. AolycK K ocyrqecrBJreHr,rrc AoKyMeHToo6opora roJIbKo onpeAeJleHHbx JItIq;

O NOAAePXAHI{E IPO|PAMMHbIX CPEACTB B I,ICIPABHOM COCTOflHI4LI;

. o6y.IeHL.Ie pa6ornunon MB.{OY Aercxuft ca.q J\! 30 <Po.quuqoK);

. 3AIIII{TA TEXH}IqECKI,IX CPEACTB O IIOBPCXAAIOqI4X BHCIIIHI,IX NOgACftCTSUft (NOXAP,

eosAeftcreve BoAbr Ia r.n.)


