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1 HASHAYEHHE U OBJIACTB NIPUMEHEHUS

1.1 Hacrosiuee ITonoxenue yeranasnusaer €lluHbIe TPeOOBAHHS K [10rOTOBKE,
00paboTke,  XpaHenuro u  WCHOMb30BAHUIO NOKYMEHTOBR B deliepaibHoM
FOCYNAPCTBEHHOM OIOIKETHOM 00pa3oBaTeIbHOM YHUPEKAEHUH BhICLIErD o0pa3zoBaHus
«/lanbHeBoCTOMHbLI FOCY 1apCTBEHHLIH TeXHUYECKUH pLIGOXO3AICTREHHBIH
ynusepcurer»  (masee - Hanspuibpry3; Yuusepcuter) [P OCYIICCTBICHHH
BHYTPEHHETO IEKTPOHHOI0 JOKYMEHT0000poTA.

1.2 Hacrosiuee Tlonoxenue He pacipocTpanserest Ha opraHmuzaumio paboTe ¢
AOKYMEHTaMU, COACP)KAIUMMU CBEICHHS, COCTARASIOIIAE IOCY AApPCTBEHHYIO Taiiny.
Ocobentoctn  paGothl ¢ JOKyMeHTamu, COACPIKALIMMKE  KOH(DUILHIHALHYIO
WHpopmawmio (cnyxebHyo n UHYIO TalHy, MepCOHANbHLIE AAHHbIE), PETYIUPYIOTECS
CHCLUATEHLIMH JIOKAIbHBIMU HOPMATUBHBIMU aKTaMU (UHCTPYKLIMSIMU, MONOKEHMAAMH,
NPABUIIAMHE), Y TBEPXK/IAEMBIMH PEKTOPOM Y HUBEPCUTETA.

1.3 Jlannoe Tosoxenne pacnpocTpansercs Ha Bee CTPYKTYpHble TIOApa3JeieHUs
1 0DsI3aTeNb Bl IS BLITONHEHHS BCeMU paGoTHIKAMY YHusepcutera, y4acTBYIONIUMH
B [Ipolecce JOKyMEHT0000poTa.

2 HOPMATHUBHBIE CCBLIKH

Hacrosimee [lonowxenue paspabotaHo B COOTBETCTBHH CO CACIYIOUIUMH
HOPMATHBHLIMU JIOKYMEHTAMM:

@enepanbupiii  3akoH ot 27.07.2006 Ne  149-03  «OF nnopmarnmu,
HHPOPMALHOHHBIX TEXHONOTUSIX 1 O 3AlMTE HHpOpMaliti»:

Deepanbrbii 3akoH ot 06.04.2011 Ne 63-®3 «O6 NICKTPOHHOU NOANNCHR;

Depepanbhiblii 3akon ot 22.10.2004 Ne 125-03 «06 APXHBHOM Jelle B
Pocculickoit ®enepannny;

Vias Tlpesupenta Poccniickoit Pepepaipu ot 06.03.1997 Ne |88 «O6
yrsepkaenuu lepeuns crenennii konduaenumansuoro Xapakrepay,

Yeras ®I'HOY BO «/lansppibprysy:

WHCTpYKuM 10 [IeNOnpOM3BOACTBY B (eepaTsHOM rocy1apCTREHHOM
OLoKETHOM obpazoBarenbHOM YUPEKICHH BBLICILIETO 00pa3zoBaHus
«JlansHeBocTOUHOM rOCY JapCTREHHOM TEXHHYECKOM phIbOXO2SIHCTBEHHOM
yHUBEpCHTETE? (Haniee - IHCTPYKI|s Mo IeNonpon3BoacTEy );

Pernament  opramusauvu  BHZAaYM M WMCHONB3OBANES YCUIICHHOMN
KBaTHQMUIKMPOBAHHOIT 3TeKTpoHRON noanucy B BIEOY BO «JanbpeibeTY 3N,

3 TEPMUHBI ¥ OITPEJAEJIEHMSI, OGO3HAYEHUS U COKPAIIEHWSA

B nacroswenm  Tlonoxkenun MPUMEHEHBI  CACOYIOWME  TCPMHUHBL ¢
COOTBETCTBYIOLIMMHU ONPEACICHUAMU, a4 TAKKE 0003HAYCHET U COKpallCHUs:

Huunuuarop (aBTop noxymenra) — NOJIb30BATENb, UHULUMWPOBABLINI MpoLece
CO3/1aHHE, COITIACOBAHUE U (WJIM ) MOANHUCAHKE JOKYMEHTA,

HUcnonnurens — noms3osarens C3OJl, HazpwaueHHBI HCHOMHHUTEIEM IO
MOPYYEHHIO (PE30JIOILHH).
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Hexonsmmuii  noxymenTt (Hexomsiupas KOppECNOH/AeHUMsI) — TOKYMEHT,
Co31aBaeMblil B Y HUBEPCUTETE I OTIIPABKU B CTOPOHHIOK OpPraHU3aLHI.

Konrponép — nuuo, Hagenénnoe PEKTOpOM Y HHBEPCUTETA NOJHOMOYMUSIMHE 110
M3NAHHUIO COMVIACOBAHHBIX (MTOTOBBIX) PENAKLMI - 2NEKTPOHHBIX Jokymentos C3/] na
OYMaXHOM HOCHTeNle, NpeIHa3HAYEHHbIX A7 AOAMHCAHMA B OyM@)KHOM BUJe
[1O/IMTUCAHTOM. ; Y '

Habawaarens — nuuo, koropoe He npuHMMAaeT yuacTHe B MCIONHEHUH
NOPYYEHUH (Pe30ouuii) TOKYMEHTa, HO HMeeT JOCTYN K COJEPIKaHMK Mpolecca
pabOThI C TOKYMEHTOM.

ToanucanT — nuio, MMerOlIEe NPaBO NOAMUCH JOKYMEHTA.

Perucrpaumonnas kaprouka — Habop peKkBU3IMTOBR JOKYMEHTA, TO3BOJISIONMX
3a(MKCUPOBATE MH(OPMALINIO, COUEPNKALIYIOCH B JOKYMEHTE, H JNOCTATOUHBIX ISl Er0
MJICHTH(QUKALMK, OPe/ICTABNCHHbIH B BHIE €MHOTO YIETHOIO 00BEKTA B COOTBETCTRIN
C MpaBUJIaMHM JIEJIONPOU3BO/ICTBA Y HUBEPCHUTETA.

Perucrpauus goxymeHtToB — npucBoenme B IEKTPOHHOM  KypHAle
PETHCTpallii - YHUKANBHOrO pPETHCTPAlMOHHOIO HOMEpa KapTOYKe JOKYMEHTa W
NPUKPETUIEHHBIM K Hel (aiinaM (npu Hanuaun).

Poar  Tosbsosarenss — ceoiictBo npoduns Tlomplobatens B GOl
OTpE/eisioliee MOTHOMOMSA U KpuTepuu foctyna Iomsszoparens x dyuxuusam COI.
Cuerema 351eKTPOHHOrO  HOKyMeHTO0GOpOTA (manee - C3JI) — enunas

ABTOMATH3HPOBAHHAA MH(OPMALMOHHAS CHCTEMA, MCHIONb3yeMas TS Opradusaliu
SMEKTPOHHOIO  OKYMEeHTO000poTa B YHHBepcutere, obecreunBaioias co3naHue
JICKTPOHHBIX NOKYMEHTOB M DJIEKTPOHHBIX 00PA30B, YIIPABIEHHE UMH, HX XPAHEHHE U
AOCTYI K HUM, a TAKKE PETUCTPaLMIO NOKyMeHTOB. B Yuusepcurere qyucumo CIJ]
BoInonHsieT cuctema CDJ1 «A2By,

Coraacywunii — nons3osarens, y4acTBYIOMH B COMIACOBAHMHI JOKYMEHTA.

DIEeKTPOHHBI HOKYMEHT - NOKYMEHTHUPOBaHHAs uHpopmanms,
NPENCTAaBICHHAs B ONEKTPOHHOH BopMe, TO €CTh B BUE, IPUTOTHOM JUIS BOCIIPUSTUS
HCIIOBEKOM € MCTIONb30BAHUEM BJIEKTPOHHBIX BBIYHCIHTENLHBIX MAIIMH, & TAKKE IS
fepefavy 10 HH(POPMAIlMOHHO-TENEKOMMYHUKALUOHHBIM CeTM WId 06paboTKH B
HHDOPMALHOHHBIX CUCTEMAX.

DNEKTPOHHBIH 00pa3 — >1eKTPOHHAS KOMUS B popmare PDF joxymenra,
U3TOTOBJIEHHOTO HA OYMa’KHOM HOCHTENe, B KOTOPOH MPHCYTCTBYIOT BCe PEKBU3UTEI
MCXOIHOTO OYMa)KHOTO JIOKYMEHT3,

Il (57eKTPOHHAS TIOAMKUCE) — DNEKTPOHHAS TOAMKCH, BLIAAHHAS B MOPSIIKE,
YCTaHOBIIEHHOM PErnamMeHToM OpraHusalud BBIGYM U HCTIONB30BAHHMA YCUICHHOMN
KBaIMpUUEPOBAHHOIT d1eKkTponnoil noxnucy 8 ®I'BOY BO «1anspbioBTY3»;

4 OBUIME MTOJIOKEHUS

4.1 DneKTpoHHBIH HOKYMEHTOOGOPOT OCYLIECTBISETCH B Yuusepcurere B
Iporpamme anst 9BM «A2B: Kopriopatugusiii nopraim (nasiee — CIJ1) u Hanpasien
Ha PELLICHHE CIe/YIOUUX 3a1a4:
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— CO3/1aHMe eNMHOrO JOKYMEHTOO06OpOTa B CTPYKTYPHBIX [0JpA3AeNEHUAK
YHuBepcuTeTa;

— TOBbIIEHHE YPDEKTUBHOCTH U OlEPATHBHOCTH padoTLI C NOKYMEHTaMK MpPH
OCYILECTBICHHH BHYTPEHHETO JOKYMEHTOOGOpOTa;

— CHCTeMATH3aUMs H YHU(UKAUMA TEXHOJIOTMM paboThi ¢ JOKYMEHTaMHU [pH
OCYMIECTBICHUH BHYTPEHHETO OKyMeHTO060pOTa;

~ YIYYUICHHE  KauecTBa, MOJHOTH,  [OCTOBEPHOCTH M JIOCTYHHOCTH
UH(pOpMaLIHH;

— CHWKCHHUE 3aTpaT, CBI3aHHBIX C IOKYMEHTOO60POTOM H AENOMNPOU3BONCTBOM:

T MCKIIIOHMEHHE YTEPH JIOKYMEHTOB W COKpAlleHHE YHCia OlIHGOK npu
006paboTke HONBIIOrO 06BEMA JOKYMEHTOB;

— COKpAllleHMe BPEMEHH IOWCKA, NMPOXOAKAEHWS U HCIOTHEHUS JIOKYMEHTOR
MEXCIY CTPYKTYPHBLIMHU MO/Pa3AeNeHusIMH Y HUBEPCUTeTA,

— YCHJIEHHE KOHTPOJIS HCHONHUTEIbHON JUCLMUIUTHHBI;

—  CO0nto/Ienyie NPUHIHIIA OTHOKPATHOCTH PETrUCTPALMY JJOKYMEHTOB;

— DONy4YeHue ONePaTHBHOM CTATUCTHIECKON OTYETHOCTH.

4.2  Hasuavenms CDJl JlanepeibBrysa — obecreunts YHUQDULIUPOBAHHLIH
MOPsANOK  PaboThl € 3NEKTPOHHBIMH TOKYMEHTaMH H 3NEKTPOHHBIMU  00pazamu
JIOKYMEHTOR B NOAPA3ACICHUAK, BKIFOHYAOLMIA:

— PCTVICTPAliio  BXOIAIUMX IOKYMEHTOB, DPACCMOTPEHHE PEKTOPOM MM
YHOJIHOMOYCHHBIM  JIMIOM €  TOCHENYIOIMM HalpaBieHHeM Ha  UCIIOJIHEHHe
OOJKHOCTHBIM JIMIIAM;

— COTJIacoBaHUe, PErUCTPALMS UCXO/LIAX JOKYMEHTOB;

~  PCTHCTPAIMIO, yHET, COIIACOBAHME, UCHONHEHHE, PACCHITKY, 03HAKOMJICHHE,
obecrieueHue XpaHeHHs! 1 UCTIONB30BAHMS UCXOIAIIMX 1 BHYTPEHHUX OKYMEHTOR;

T PETMCTPALMIO NBMXKCHUSA [OKYMEHTOB, BKIOYMAs DPE30JIOLUHH, OTYETHl O
BBITTOJIHEHHH;

— obecreueHne yueTa H HCHONL30BAHHS JOKYMEHTOB:

— HCHO/R30BaHUe O0LIell CHCTeMbl HESKCALNH (HYMEPALN) 0KYMEHTOB:

—  MCIOJb30BaHME OOUIUX CIPABOTHHKOB (KIACCH(DUKATOPOR) CHCTEMBL:

— MCIHOJIB30BaHWE CAMHBIX (OpM (LIAONIOHOB) JOKYMEHTOB.

4.3 B pamkax CD]I ocymiecTBasoTes craenyroumue GPyHKInu:

— (opmupoBaHue JOKyMeHTa;

— COrnacoBaHUe JIOKYMEHTa,

~ YTBEpXKJECHHE JIOKYMEHTA,

— TIOANHCaHue TOKYMEHTA SIEKTPOHHON UH(POBOI HOANHCHIO;

— PErucTpanmns JOKYMEeHTa,

~ XPaHCHUE 3JICKTPOHHBIX IOKYMEHTOB H 3JIEKTPOHHBIX 06Pa30B 10KYMEHTOB:

~  Pacchlika JIOKYMEHTOB U NOpyuenuit coTpynaukam JanbpeibeTy3a;

~ O3HAKOMJICHHE C IOKYMEHTOM COTPYIHHUKOB J[ambphibeTy3a;
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— KOHTPOJE CPOKOB COrNacoBaHMs NOKYMEHTOB H HCHONHEHWS NOKYMEHTOB W
NOPYYEHHH.

44 B CO]l sBemercs emunbiii KIACCUQUKATOP  THIOB  JNOKYMEHTOB
(37IEKTPOHHBIX ¥ OYMAKHBIX ).

4.5  OCHOBHBIMH THIIAMH JOKYMEHTOB SBJISIIOTCS:

— IKMChMa BXOIMAIIHE;

— [MCbMa UCXOJMIIIHE;

~ TIpUKasel (0 OCHOBHOM JAE€ATENBHOCTH, 1O KaJpoOBOMY COCTaBy, II0O
CTYACHYECKOMY COCTABY U Ap.);

—  pacnopsiKeHus;

— JIOrOBOPHI (COrNALIeHUs ), KOTOPhIE HE UMEIOT (GuHaHCOBON cocTapArOMEH U
HE BJIEKYT (DHHAHCOBBIE MTOCICACTRHS;

— TPaXJIaHCKO-TIPaBOBBIE IOTOBOPE;

— 3asBKHU ¥ 3asIBIIEHUS COTPYIHUKOB;

— PerVIaMEHTHBIE JOKYMEHTBI 110 INTATHOM CTPYKTYpe (NOJOXKEHHS O
NIOJpa3/ieNeHus X, JOJKHOCTHBIC MHCTPYKIMN);

— BHYTPEHHHE HOPMaTHBHbIE NOKyMEHTH! [lanbpribBrysa;

— MpeJCTaBIEeHUE U XO1aTalCTBa COTPYIHUKOB;

—  CIly’)KeOHbIe 3aIMMCKH;

— I[POYME OOKYMEHTBI.

4.6 Jlna Xaxaoro Tuna  JOKYMEHTOB  COLNACHO WUuctpykouu  no
ACJIONPOU3BOACTBY B Y HUBEPCUTETE OIpPENEIEHbI;

— PCITIAMCHTHBIC JOKYMEHTLI, OINpeeNsolue Npouefypbl (OpMUpPOBAHHUSI,
COTIacoBanys, YTBEPIKACHHUs, PETUCTPALMM, OPraHU3allid KOHTPONSI UCHONHEHUS W
TpeOOBAHMS MO XPAHEHNIO OPUTUHANIOB JIOKYMEHTOB;

— CTaHJIapTHbIE MapUIPYTh;

— IIpaBujia HyMepanuH (KOIHPOBAHUA) JOKYMEHTOB;

— HOApasdeNieHMe, OTBEYAIOIIEE 34 IIPOLECCH], CBA3AHHBIC C JAHHBLIM THIIOM
JIOKYMEHTOB.

4.7 Ilpn ocyuiecTBieHUH BHYTPEHHErO JOKYMEHT000O0poTa B YHuUBEpcuTere
HE NIOMyCKaeTcs HCIOJb30BaHUe, UCTpeOOBaHKe M MpEeNOCTABIEHUE JOKYMEHTOB HA
OYyMaKHOM HOCHTETe 3a VCKIIOYEHHEM CJIyJaes, IPENYCMOTPEHHBIX
3aKoHOAAaTeNbCTBOM Poccuiickoit ®enepanuy, NOKaTbHBIMH HOPMATHBHLIMH aKTaMH
Yuupepcurera u vactosmum [lonoxernuem.

4.8 B CD]I co3nar0Tcst 4 UCTIONB3YIOTCS:

—  OJICKTPOHHBIC NOKYMEHTBI, H3HAYallbHO CO3/1aBaeMBble B 2IEKTPOHHOM (hopme;

— DIIEKTPOHHBIC 00pasbl, MONyYEHHbIE B PE3yJIbTATE CKAHUPOBAHMUS JOKYMEHTOB
Ha OymaxkHOM HocuTene U pasmenienssie B COJ1 B Buse (aiinos.

4.9 llopsanok, ycTaHOBieHHBIH B HacTosmeM [IONOKEHUM B OTHOIIIEHUU
SJICKTPOHHBIX TOKYMEHTOB, IIPUMEHACTCS TAKIKE B OTHOLLEHHHU JIEKTPOHHBIX 00pa3os,
€CJIM HHOC He yCTaHOBJIeHO HacToAuM [ lomoxkenuem.

4.10 Hacrosiee Ilonoxenue He smisercs UHCTPYKUHMEH M HEe ONUCHIBAET
KOMaH[bl U MapuipyTel B cucteme CDJI.
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4.11 OcobGeHHOCTH  3IEKTPOHHOIO OOKYMEHTOOO0pOTa 10  OTAEHbHLIM
HAlpaBICHUAM  NEATENLHOCTH  YHMBEPCHUTETd  PEryNUPYIOTCS  JIOKANBLHBIMH
HOPMAaTUBHBIMH aKTaMH YHHUBEPCHTETA B COOTBETCTBYIOLIEH cepe U MHCTPYKLUSIMU
no pabote B cucreme COJI. B ciyuae, eciiu JaHHBIME JIOKATBHLIMY HOPMATUBHBIMH
aKTaMK  YHUBEPCHTETa YCTAHOBIEH WHONH TNOPSIOK NIPOXOWIEHUS  DIIEKTPOHHBIX
AOKYMEHTOB IPUMECHHUTENLHO K KOHKPETHOMY IIPOLECCY, HEXeld B HACTOSLIEM
TlonoxeHnn, TO TpPUMEHSETCS MOPSIOK, YCTAHOBIEHHBIN COOTBETCTBYHOILIUM
JIOKAJIbHBIM HOPMATHBHBIM aKTOM Y HHBEPCUTETA.

4.12  DneKTpoHHbI JOKYMEHTOOBOPOT ¢ Opranamu roCyAapcTBCHHOM BIIACTH U
MECTHOTO CaMOYNpAaBNCHHs, & TakkKe C IOPUAMYECKHMH JIMIAMHM OCYLIECTBISIETCS B
[IOPAAKE,  YCTAHOBJICHHOM  JCHCTBYIOIUMM  34KOHOJATENILCTBOM  Poccuiickoii
Denepauuy, HOPMATUBHLIMH  AKTAMH Munobpuaykun  Poccnu,  nokanmbHbMu
HOPMATUBHBIMHU aKTaMu YHUBEPCUTETA, OTAEILHBIMU COMIALICH UMM (noroeopamu), a
TalKe € y4ETOM Hamuuud y YHUBEPCHTETA COOTBETCTBYIOIMX TEXHUYECKHX
BO3MOXHOCTEH.

5 A0CTYII COTPYIHUKOB K CHCTEME DJEKTPOHHOIO
JOKYMEHTOOBOPOTA

5.1 Odopmnenne nocTymna K aBTOMaTH3HPOBAHHOMN WHPOPMAIIMOHHON chcTeMe
3NIEKTPOHHOTO JIOKyMeHTOob0poTa «A2b» cotpymuukam YHuBepcuTeTa NPOUCXOUT
Ha OCHOBaHMM  CIyXeOHOM 3alMcKkM Ha  wMs JIUPEKTOpa  JernapraMeHTa
MH(OPMATH3allMY, HHHLMUPYEMON pYKOBOIUTEIEM CTPYKTYPHOI'O TIOApa3elieHus,
COrNacoBaHHOH MPOPEKTOPOM 110 CTPATErHYeCKOMY Ppa3BUTHIO, uudpoBU3aME |
MOJIOACKHON IONMTHKE, M HANpPaBICHHONH Ha WCNOJHEHUe B JenapTaMenT
UH(OPMATH3ALUN Y HUBEPCUTETA.

5.2 Jlns HasnadyeHus mpaB HOCTYNa K MOAYISAM U KaTeropusaM JI0KYMEHTOB B
CO/1 pykoBOAMTENIO CTPYKTYPHOTO NOpPA3IeNeHNS HEOBXOMUMO yKas3aTb B clyxKeOHOM
3aMHACKe CIIEAYIOIYI0 UHBOPMALIHIO:

—  (amunus, UM, 0TIECTBO COTpYHHKa (Ge3 COKpallieHuit ),

— TMOJApa3/ie/ieHHue U JOJKHOCTh COTPYAHUKA,

— ajpeca pabouero Mecta ¥ TesieoHa COTPYTHUKA;

— KaTeropuu JOKYMEHTOB, C KOTOPbIMU OyIeT OCYLLUECTRIATLCS padoTa.

5.3 Hoctyn x pecypcam CDJ] mpefocTaBiseTcss HCKITIOUUTETLHO OT HMEHM
YHYETHOM 3aMKCH [JAHHOIO HOJIb30BATENS.

6 OCOBEHHOCTH OPIAHMU3AIIUU AIEKTPOHHOI'O
AOKYMEHTOOBOPOTA B COJi

6.1  DnekTpoHHBI JOKYMEHTOOGOPOT B YHUBEpPCUTETE OCYILECTBIACTCS
nocpenetsoM cuctemel COJI myrem obmeHa >1eKTPOHHBIME JOKYMEHTAMH MU
NEKTPOHHBIMU OOpasamu. Ilpu mepesiade 3neKTPOHHBIX TOKYMEHTOB (3JIEKTPOHHBIX
obpasos) mesxy IToib30BaTens MU JOKYMEHTHI MOTYT OBITb HOAMUCAHBI 3NEKTPOHHOMH
IIOAHUCHIO.
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6.2 llopsmox obpamenns ¢ SNICKTPOHHOH rnoanuceto B Ynusepcurtere
OUPCHCIACTCS B COOTBETCTBUU ¢ PeryiaMeHToOM OpranM3alyy BoIIaYy U UCIIOb30BAMMS
YCHIIEHHOMR KBATH(PUIHPOBAHHOM 3JIEKTPOHHOMN NOATHCH B
®I'BOY BO «/lanspriGBrysy.

6.3 DIeKTPOHHBIH  JOKYMEHT, MOAMHCAHHbIN SMEKTPOHHOH  MOIINCKIO
Ilonnucanta, npu3HAETCS pPAaBHO3HAYHBLIM AOKyMEHTY Ha OyMaXXHOM HOCHTene,
NOAIMNCAHHOMY CODCTBEHHOPYYHOM MOAIHCHIO M HMEIOIEMY OTTHUCK MEHaTH IIPH €ro
COOTBETCTBUM TpeboBanusiM PemepansHoro 3akosa or 06.04.2011 Ne 63-03 «O6
SJIEKTPOHHOM [TOAITHCUY.

DNeKTPOHHBIH  00pa3 CYMTAETCS PAaBHOZHAYHbIM JOKYMEHTY Ha OyMaKHOM
HOCHTEIE, IOAIMCAHHOMY COOCTBEHHOPYYHO#M [OAMKMCHIO U MMEIOILEMY OTTHCK nevars,
B CIEAYIOIUX CIydasx:

— OJIeKTPOHHBIA 06paz mnoanmcan DI1 [lonssosatens, COOCTBEHHOPYUHO
NoAMMCABIIEro N0KYMEHT, m1bo Ilosk3oBaTenieM, yHOJHOMOUYCHHBIM HA NONMUCAHUE
OI1 snexTporHbIx 06pa3oB;

— [lonezosatens COJl obnagaer opuruHanoMm mokymenTa, c KOTOPOro Okl
ClleNaH JIeKTPOHHbIH 00pas.

6.4 Jloctym x TeM wiM WHBIM GYHKUUAM B CDJ1 3aBucur o1 ponu
ITonw3zosarens CD/I.

IIpaBa noctyna x Tem wny uasM Qyuumam B CJI H0MKHDI NPEeNOCTABIATLCS B
COOTBETCTBHH C [CHCTBYIOIIMMH B YHUBEPCHTETE MpaBuiaMu paGoThl CO ClyKeGHOi
nHpopmaryei 7] IIpenoIaraeMpiM IIOCIIE Y FOLIIHM HCTI0JIb30BaHHEM
COOTBETCTBYIOLLETO TOKYMEHTA.

Ipu mpeioctapnennu TocTyna y4uThIBAETCS Clie/IyIOLIee:

— Tpaka  TPOCMOTPa  JNEKTPOHHBIX  JOKYMEHTOB  NPeNOCTABISIOTCS
[Tonb3oBarensiM B COOTBETCTBHM C MX TOMHKHOCTHBIMH 00s13aHHOCTAMIL

— TpaBa  M3MEHEHMS  DICKTPOHHBIX  JOKYMEHTOB  NPEIOCTABISIOTCS
Ilonp3oBatenam, KOTOpBIE YuYacTBYIOT B CO3LAHMM MW  COMIACOBAHMM TAHHBIX
IOKYMEHTOB;

— TOJHBIA JOCTYH K 3NEKTPOHHOMY MOKYMEHTY MpPEeJOCTABIACTCS TOIBKO
[Tonp3oBatenio, KOTOpLIA co3man HaHHbBIA AOKyMeHT, a Taioke [loanmucanTy
3JIEKTPOHHOIO TOKYMEHTA.

JIOTKHOCTHBIM ~ JTMI@M, MCHIONHSIONIAM  OGA3aHHOCTH COOTBETCTRYIOILEIO
ITonb3oBaTens, aBTOMaTHYECKU INPEHOCTABISAIOTCS T JKe npaBa A0CTyNa, 4YTO H
JOJIKHOCTHBIM JIMLAM, 0DS3aHHOCTH KOTOPOIO IAHHOE JIMLO BPEMEHHO MCIOJHSAET.

6.5 [llony4enue 3MEKTPOHHOTO NOKYMEHTA, CO3IAHHOIO B C3/1, noanucansoro
OIL, uiu nonyvenue SMEKTPOHHOTO 06pasa, NOAMMCAHHOIO DI, B coorBeTcTBMM C
TpeOOBAHUAMY,  TIPEAYCMOTPEHHBIMH  HACTOSIIHM lonoxenwem,  siBasiercs
LOCTATOHBIM yCIOBUEM, [O3BOJIAIOIIMM YCTAHOBUTL aBTOPCTBO HOKYMEHTA U IIPHHATE
DIIEKTPOHHBIH IOKYMEHT K PACCMOTPEHHUIO (MCTIONHEHHIO, T.11.).

6.6 Hcnonw3opanue (pyuxmmonana CIJI, B ToMm uucie ABTOMATH3UPOBAHHBIN
KOHTPOJIL  XO7a  VCTIONHEHHMA  [OKYMEHTOB M IIOPYYEHHi, OCYIUeCTBIsieTCs
[Tonb30BaTenieM B COOTBETCTBHM € HACTOSILHM IMonoxenuem, NOKAIBHBIMHA
HOPMATHBHBIMU aKTAMH YHHUBEPCHTETA, PErTaMCHTUPYIOMMMU OTHEbIbIE [IPOLIECCHI
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paboThl ¢ JOKYMEHTaMMU, a TaKkkKe MHCTPYKUMAMH 110 pabote B cucteme CJI «A2B», B
TOM HHCJIE BUACOUHCTPYKIMAMU, PasMELIEHHBIME Ha caiite CDJI B pasnene «Daklnpm
https://ecm.dgtru.ru/files/.

6.7 OcHoBHbivME dynkumsivu Onepatopa CDJ] SBIsOTCS:

~ OpraHu3alMOHHOE U MeToJonoruueckoe obecnedenne CI/I;

— (QopMHpoOBaHME ¥ aKTyanM3aLus cnpaBounukoB COJ  (mo 3anpocy
Ionb3oBareseii);

— PeTHCTpalus W npenocrtasneHde npas llomb3oBatensm ans pasmernenus,
PENaKTHPOBAHUSA, MPOCMOTpa U ynaneHus uHpopmarmu 8 CIJ1, a taioke [IpeKpalleHue
X OEeUCTBUSI;

— MOHMTOPHHI COCTOSHMSA U ylpasienue GyHKipornposannem C)JI.

0.8  OTBETCTBEHHOCTh 3a COXPAaHHOCThL WM HEMpaBOMEPHOE YHHYTOKECHUE
JICKTPOHHOTO foKymeHTa Hecyr IlonbzoBarenun CD]I, yuacTymomme B npouecce
obpallieHus ¢ yKasaHHBIM JOKYMEHTOM, a Takke Onepatop C3J] B pamkax ero
TTOJITHOMOY M.

6.9 Jlemaprament UHpOpMaTH3ALAN YHrusepcurera obecneunBaer
paboTOCIOCOOHOCTE  ANMNapaTHBIX M NPOrPAMMHBIX cpepcte CDJI, passButHe U
momudukammo CIJI, pesepsrHoe KonupoBaHue uHpopmanuu, pasmeutentoii 8 CIJI, a
TAIOKE OpraHU3aLMIO 3aUTEl HH(popMaluy, pasMeliaemoii B CIJI ot HETPAaBOMEPHOTO
JOCTyTIA.

7 IIPABA U OBSA3AHHOCTH OIIEPATOPA CJI U MMOJIL30OBATEJIEN
COO TIPU OCYHIECTBJIEHUMU JTEKTPOHHOTO JOKYMEHTOOBOPOTA

7.1 Oneparop CI/I o6s3an:

7.1.1 Obecneunsars  dynkuuonuposanne COJ B COOTBETCTBAM ¢
3aKoHoJarenbeTBoM Poccuiickolt Denepauun, 1OKaTbHBIMMU HOPMAaTUBHEIMH aKTaMU
VuuBepcurera.

7.1.2 OGecneunBath  cobmomeHue npaB  gpoctyna llonbszosareneii
BNICKTPOHHBLIM ~ TOKYMEHTaM (3NEeKTPOHHBIM 00pazaM) B COOTBETCTBHH © POJIBIO
Ilons3oBartens. '

7.1.3 KoHTponupoBaTth  NENOCTHOCTE W HEH3MEHHOCTH 3JIEKTPOHHBIX
AOKyMEHTOB, moamicbiBaeMbix Il u nepenasaembix mexny [lonbzosarensmu c
ucnonb3oBanuem CHJI.

7.1.4 ObecneunBaTh NpejlOCTaBICHHE MHPOPMALMOHHON M METOIMYECKONH
noanepxku Honeszosarensym COJI o Bonpocam Uemons30BaHus CO/I.

7.1.5 Tlogkmouate K CoOJl moseix [lonw3omareneii o JTAHHBIM,
TIPENIOCTABISIEMBIM YIIPABJIEHNEM KaPOB WM JeTIapTaMeHTOM HHBOPMATH3ALINH,

7.1.6 TlpoBonurs nepruoguueckue obyuenus [lons3osateneii 1o pabore ¢ CD/] ¢
ydeToM BHeceHHBIX B CDJ] n3MeHeHwmii.

7.2  Ioan3zosatens CI/I obsizan:

7.2.1 ObecneunBaTe NOCTOBEPHOCTH HH(BOPMAINY, nepegasaemoii mo CDOJI.
OTBETCTBEHHOCTD 33 HENPABOMEPHOE TOIIUCAHEE SEeKTPOHHOTO nokymenTa DT Hecer
BIajenen knroya D1,

10
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7.2.2 TlpuHumaTe K WCmONHEHMIO (paccmoTpenuo  u T.I.) BIEKTPOHHbBIE
AOKYMEHTBI (B T.4. 3JIEKTPOHHbIE 00pa3nl), anapecoBaHHbIe emy B COJ] u nonmucauusie
OI1.

7.2.3 O6ecneuusars CTPOroe COOIIOAEHHE YCTAHOBICHHOIO 3aKOHOIATENBCTBOM
Poccuiickoit  ®epepaumn HMOPSLIKA  OTpaHWTeHUs NOCTYNA K OTHENbHbIM BHIAM
MHQOPMALIUK U HE JIONYCKATh ee pasmeluenus B COJI.

7.2.4 Cobmogars nopsanox paborsr B C3IJI, YCTAQHOBIIEHHBIH  HACTOSIIHM
TTonoxenuem, a Takke HHBIMU TOKATEHLIMI HOPMaTUBHBIE aKTaMu Y HUBepcHUTeTa.

7.2.5 TlpenocraBisTe BOZMOMKHOCTE AOCTYna K cosgaBaemomy B COJ]
SNIEKTPOHHOMY [OKYMEHTY HJIH ICKTPOHHOMY 00pasy Tombko Tem [loap3oBaTeism
C3/l, xotopeie umeror k nHemy COOTBETCTBYIOIIEE TPaBO JOCTYNA B COOTBETCTBHMU C
ponbio Ilons3oBatens.

7.2.6 Hememnenno coobumrs Orneparopy C3J1 o060 Bcex cllyyasx,
CBUACTENBLCTBYIOMIMX O IMOMBITKAX HECAHKIIMOHMPOBAHHOTO HOCTYMA K YYCTHOM 3anucy
IonbsoBarens, a rtakke x cosnaBaemomy B COJI snexrporHOMY JOKYMEHTY WM
JJIEKTPOHHOMY 00pa3y.

7.2.7 Tlpu BO3HMKHOBEHMH PasHOITIaCHM, CIIOPOB, CBY3AHHBIX C NIPHHATHEM WU
HCTIPHHATHEM JTHOO C UCTIONHEHHEM WIIM HEHCIIONHEHHEM JNEKTPOHHOIO JOKYMEHTA ¢
OIT, npemocTaBnsTs Oneparopy C3]1 Bero HeoOXonuMyI0 uHpoOpMAaLHIO U TOKYMEHTHI.

7.2.8 CBOEBpeMeHHO, KOPPEKTHO 1 B MOIHOM 00beMe MCHOHATE PE30IIOLHHN Mo
3NIEKTPOHHBIM IOKYMEHTAM.

7.3  Hoanucantel o6a3anmbi:

7.3.1 OGecneunBarh KOHGHACHIMATLHOCTE Kkmoyeh DIl B coorBeTcTBHH ¢
3aKoHonarenbcTBoM Poccutickoit Meneparumy.

7.3.2 He nepenaBars cBoii xmroy DI TPCTBUM JTULAM JUIS UCTIOJIB30BAHMUS, B T.4.
HaXOMAIIMMCS B €r0 HENMOCPENCTBEHHOM MOAUMHECHHN. B Clyvae HapylleHus NaHHOH
o0s13aHHOCTH CHHTAETCA, YTO JJIEKTPOHHBIIA AokymeHnt ¢ Il IMoanucanta NOAITMCAH
camum Tlopmucantom, uto Brewer ans Tonnucanta OTBETCTBEHHOCTh, YCTAHOBJIEHHYIO
3aKoHonaTeNbCcTBOM Poccuiickoit Meneparun, CBA3AHHYI0 € MOANHMCAHHEM NTAHHOIQ
JIOKyMeHTa.

7.3.3 He wucnonssosars kmou II1 [IpY HaNKMYMK OOOCHOBAHHLIX OCHOBAHM
IoJ1araTh, 4TO KOH(MAEHIMATEHOCTE AaHHOTO KIIHoua Hapyuniexa.

7.3.4 HesamemnurensHo yBeioMusTh Omneparopa C3/1 o KOMIIpOMETalNH KJIF04a
AL

7.4 Oneparop CIJI Bupage:

7.4.1 BHocuTs u3MeHeHMs B COJMl, wanpaBienubie Ha Yay4lieHue
BosmMoxHocTelt COJI Ge3 yBenomnenus [lonb3oBatenei.

7.4.2 OcyiuecTBnsTh IIAHOBBLIE H BHETIIAHOBBIA  KOHTPOJIb  COBIIIOAEHHS
Ionk3oparensmu  Hactosmero TMonoxenus, npunkMars HEOOXOAUMBIC MepEl 1o
MPEAOTBPAILIEHUIO U YCTPAHEHHUIO BHISBICHHEIX HApYLICHHH, MPOBOANTH TOCTOSHHBIMH
MOHHMTOPUHT 1 aHanu3 ucnonszoarus CIJ] [Tonb3oBaTeismi.

7.4.3 OrpaHuuuTts Win TPHOCTaHOBUTE focTyn [lonssosarens k CIJ] B Ciy4ae
Hapymenus: llons3oBarenem croux OOSI3aHHOCTEH, YCTAHOBIEHHBIX HACTOS LM
Ionoxennewm.

11



TJ1-3.1/02-2023

7.4.4 VYcranasnusare TpeOoBaHus Mo 3aiuTe MHpOpPMaLWH (B TOM 4ucie oT
HECAHKUHOHUPOBAHHOTO  JOCTyNa) B COJl, obs3arenpHbie JUIL  UCITONHEHHS
Ione3oBarensamu.

7.5 Hoawbzopartenn BIIpaBe:

7.5.1 BHOCHTL mpemiokeHns Oneparopy C3J1 0 BO3MOKHBIX YIYHUIEHUAX B
JacTu GyHKuoHuposanus CIJI,

7.5.2 Wwmers nocTosHHbIH Aoctyn k C3M, 33 uckmoueHHeM BpEMEHH
[IPOBCACHUs MpOpuUIaKTUdeckux pabor, MHOOPMALMSL O KOTOPHIX Oyner coobimena
JOTIOHUTEIBHO.,

7.53 3a  neucnomHeHue (HeHamIeKalee UCTIOJIHEHHE)  pabOTHUKAMHK
YHuBepcuTeTa HacTosmiero Honoxenws, a Takke UHBIX TOKATLHBIX HOPMAaTHBHBIX
aKTOB, PEryJIMPYIOIMX BOMPOCKH! NEKTPOHHOIO HOKyMeHTO0DOpoTa B VHuuBepcHTeTe,
pabOTHUKM HECYT OTBETCTBEHHOCTbH B [OpANKe,  YCTaHOBIEHHOM  TPYHOBBIM
3aKOHOZaTenscTBOM Poccutickoit Denepanuu,

8 IMIOPSAJOK PABOTHI C JJEKTPOHHBIMU JNOKYMEHTAMM
(JIEKTPOHHBIMHA OBPA3ZAMM)

8.1  DmexTpoHHBIC AOKYMEHTBI  (3JIeKTPOHHbIE obpasel) odopmmsitoTcss B
COOTBETCTBUMU € TpeboBanMsiMu MucTpyKumm no AEOTNPOU3BO/ICTRY.

8.2 Mapuwpyrsr B C3J wmoryr  6Gwms CTaH/IAPTHbLIMU/TUTIOBLIMHU
(ycTaHOoBNEeHHBIMY 1T TUNA JAOKYMEHTOB) MM HACTPAUBAEMBIMH (bopmupyembiMu mts
KOHKPETHOTO ~ NOKyMEHTa B Clydae OTCYTCTBHA  THIIOBOIO Mapiupyra s
MHHITHPYEMOrO  IOKyMeHTa). Beibop n HACTPOHKY MapIIpyTa OCYLIECTBISICT
MHHUIHATOP NOKYMEHTA HA OCHOBAHHM YTBEPIKICHHbIX MHCTPYKILMH, PacioNOKeHHbIX B
[porpammet ast IBM «A2bB: Kopriopatususiii nopramn s pasneiie Oaiinsl.

8.3 Jlns yCTaHOBIEHHA MOCHEN0BATELHOCTH AeHcTBH ¢ JokymerTom B C3/]
MCIOMB3YIOTCS MapUIPYThl, ONPEAENSIOME OYePeIHOCTh BbINONHIOMbIX onepanui,
HMPONIOIDKUTENBHOCTD UX BBIIONHEHHS] M HEMOCPEACTBEHHBIX MCTIONTHUTENIER onepauii
(nanee — maprupyTh).

8.4  MapiupyTsl CIPYIMMpoBanel B mamkax C3J] no HanpasneHusm
ASATENBHOCTH (npoueccaM) YHuBepcurera. Bee MapLIPYTHI 0OBE/IMHEHBI B CHCTEMY
THNOBBIX MapmpyToB [lanbpeiOsrysa (mamee — CTM HanbpeibBrysa). Bragensuem
CTM [lanspei6srysa snstercss o6mmii oTAen Yuusepcutera. Jlorumka MaplIpyTOB
paspaboTana mepaaTesnsiMu COOTBETCTBYIOMX Mponeccos JanspsiGsrysa npu yuacTuu
OOIIero oT/ieNla HA OCHOBE PACHPENCTEHUS OMHOMOUYMI U OTBETCTBEHHOCTH MEXy
AOIKHOCTHBEIMM JTMLAMH Y HUBEPCUTeTd. B HEKOTOpBIX nponeccax BKIOUYEH MapiipyT,
B KOTOpOM cOCTaB COMNIACYIOLIMX ML OINpeessiercs UHHLMATOPOM B paMKax,
YCTAHOBJICHHBIX JIOKANBHBIMH HOPMATHBHBLIME aKTaMM ITOJIHOMOY Ml WcrionbzoBanue
AQHHOTO MaplupyTa JOMYCKAETCSs B Clydae OTCYTCTBHS THIIOBOIO MapiupyTa s
MHULHHPYEMOTO JoKyMenTa. Buecennwe usmenenuii 8 CTM HaneppiGeTy3a Hocut
3aABUTEIIbHBIN XapaKkTep. 3aKa3uuK U3MeHEeHU HampaBIseT 3apoc HA UMS Hava bHHKa
obmero otaena. Peurenue o MOAH(pUKALMH CYIECTBYIONIETO MapiupyTa, pa3paboTke u
BRIIFOYCHHH  HOBOIO THUIOBOrO Mapmpyta B CTM HanspeidBTysa npunumaer
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HAualbHUK O0INero oThena mocie IMOMOKHTEIBHOIO 3aKTIOUeHMUS JlerapraMenTa
UH(pOpMaTH3ALHH.

8.5  Cpok paccMOTpeHMsI HOKyMEHTa, IPUKPEINIEHHOTO K 3a1aHNI0, HE TOMHKEH
npesbimate 30 pabouux nHe#t. B npotuBHOM ciyuae zanamme, COAEpIKallee TaKoM
JIOKYMEHT, MOKET ObITh aBTOMATHYECKK NIPEKpalIeHo Ha 3 1-if pabouuit geHn co Hs ero
crapta. O npekpallieHHH 3a/iaHusl yBeIOMJISETCS HHULMATOD.

8.6  Cosnanue u pasmemenue B CIJI 31eKTPOHHBIX JOKYMEHTOB (JICKTPOHHBIX
00pa3sos), conepiax HHOYOPMANHIO, NOCTYII K KOTOPOH OrpaHuueH (enepanbHbIMU
3aKOHAMM, HOPMATHBHLIMYU MPABOBLIMU aKTaMH, HE JIOITYCKAETCS.

8.7 Co3sjaBaeMble  BJEKTPOHHBIE  JOKYMEHTBI, KOTOpbI¢ COIJIaCHO
HOMCHKJIAType NeJi MMEIOT NOCTOSHHbIN CPOK XpaHEHUsl UM CPOK XpaHeHus Gonee 10
JIET, @ TakKe DSJIeKTPOHHBIE NOKYMEHTBI, KOTOpBIE NOMKHBI ObITh HallpaBieHBl B
FOCYNIAPCTBEHHBIC OpraHbl M OpraHbl MECTHOrO CaMOYNpPAaBieHHs (HOPHAMYECKAM
JMLAM, IpajkJiaHaM) B BHJE NOKyMEHTa Ha GYMaKHOM HOCHTENe, [OC/e MO/HCaHus
JIl Tlonb3oBaTens, ynoIHOMOYEGHHOTO HA MOMNMCAHHE JAHHONO BUJIa [OKYMEHTa,
M3IOTAB/IMBAIOTCA B BMJE NOKYMEGHTa Ha OyMamHOM HOCHMTENE, KOTODBI
COOCTBEHHOPYYHO MOJIHCHIBaeTCs TeM [lomp3oBarerem, KOTODBLINW MOJANNCAII JaHHBIH
SJEKTPOHHbIA JokymeHT DII JIns NOATBEpXkAEHHS COOTBETCTBHS JOKYMEHTa Ha
OyMaKHOM HOCHTENe U AJIEKTPOHHOTO JoKyMeHTa [ToNb30RaTeD, YHOJIIHOMOYEHHBIH Ha
CO3/aHue JOKyMeHTa, wik KoHTponép BH3MpyeT NOKyMeHT Ha GyMa)HOM HOCHTENe
COOCTBEHHOPYYHOH MOAIHCEIO, 33 HMCKIIOYEHHEM cityvaeB, koraa llons3oBarens,
M3OTOBUBIIMA  JOKYMEHT  Ha  OymaxHoM  Hocutene, u  [loas3oBarens,
YTMOHOMOYEHHBIH Ha NOAMHCAHKWE NOKYMEHTa Ha GyMa)KHOM HOCHTENe, COBMANAIOT, a
TAKGKe MPUKITAABIBAET PACTIEYATAHHbIH U3 PETUCTPALMOHHON KAPTOUKH JOKYMEHTA JIHCT
cornacosanus nokymenrta B CDJI.

8.8 CosnasaeMble JNEKTPOHHbIE  TOKYMEHTHL,  MOJNHCAHTOM KOTOPBIX
BLICTYNIACT PEKTOP YHMBEPCHTETA WIHM JIMIIO, 3aMELUAIOLIEe PEKTOpa YHusepcurera,
nocnie ux cornacosanust B COJ| W3roTaBnMBalOTCS B BUAE JOKYMEHTA Ha GyMamkHOM
HocuTese KOHTponépoM MM WHBIM yHONHOMOYEHHBIM JIAIIOM U MPEeOCTABIAIOTCA HA
MONMHCHL  PEKTOPY ~ YHHBEpPCHTETa €  NPUIOKEHHWEM  pacledyaranHoro  u3
PETUCTPAIMOHHON KapTOYKH JOKYMEHTA IMCTA COTVIacoBaHms jokymenTa B CIJI.

8.9  DnexTpoHHbIH JOKYMEHT HOMKEH UMETh PeKBH3UThI, YCTAHOBJICHHBIE IS
AHATIOrHIHOTO JOKYMEHTa Ha OyMaXKHOM HOCHTENE, 33 UCKTIOUeHHEM OTTHCKA MEYATH.

8.10 JlokymenTsl, cosjaBaemble W (MiH) NnocTynawime B OOIMH OToen Ha
OymaxkHOM Hocutese, BkmouaroTes B CDJ] NOCPEIICTBOM CKaHUPOBAHUSA M CO3AaHUA
ONEKTPOHHBIX 00pasos. PasMemenue anekTponnoro o6pasa B C3Ml BO3MOXKHO TOCTE
€ro CpaBHEHHs C OPHI'MHANOM NOKyMEHTa Ha Oyma)kHOM HocuTesie. OTBETCTBEHHOCTE
33 NIOCTOBEPHOCTE U MOJNHOTY 3NEKTPOHHOrO obpasa nokymeHra uecer [lomb3oBarens,
PasMECTUBIINH (CO30ABLIMI) PErMCTPALMOHHYIO KAPTOUKY B CO/I.

8.11 DnekTpoHHBIE NOKYMEHTBI CO3NAIOTCA B paMKax IHabiIOHOB JOKYMEHTOB
CON.

8.12 Cosnanue dIEKTPOHHBIX OKYMEHTOB (2NIEeKTPOHHBIX 06pa30B) MOKeT
OCYLIECTBIIATLCS IOOBIM 3aPeruCTPUPOBAHHEIM 110Ib30BaTETCM 3l

B obs3annoctu IMonws3oBarens npu coznanuu 3JIEKTPOHHOIO JIOKYMEHTA BXOJUT:

— IIPaBUITEHBIA BBIOOP BUJA JOKYMEHTA, THIIA KAPTOUKH U INA6I0HA;
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— TpaBUIIbHOE (POPMHUPOBAHUE HAUMEHOBAHHS JOKYMEHT4,

— TPaBHIILHOC HA3HAYEHUE MTPAB JOCTYIIA HA JOKYMEHT;

— Pa3MCIICHME NOKYMEHTa B COOTBETCTBYIOIIEM pasjene ( nanke) C3JI
(3JIEKTPOHHOM Jieie).

8.13 Ilpm  Qopmuposanum  nHauMeHOBaHUS 3JIEKTPOHHOTO  JIOKYMEHTA
IonezoBatens CD /] momken yquTHIBaTh clenyrmroiee:

— HaMMEHOBaHHE JIOJDKHO OBITh yHUKAIbHBIM U KPATKHM, [IPU 3TOM OHO JIOIKHO
B IIOTHOW Mepe XapaKTEepU30BaTh CONEPKAHME AOKYMEHTA M OBITh MOHATHBIM JHOGOMY
[onk3oBareno, nmeromemy npasa AOCTYyNaA K TAaHHOMY JIOKYMEHTY;

— HalMCHOBaHME NOJDKHO HAYHHATLCS C 3arfiaBHOM OYKBBI (He ¢ npobena),
q9T00bI B janbHelmeM Obuia ofecreuena KOPpeKTHast (OAHOTHIIHAs) COPTHPOBKA
JNOKYMEHTOB BHYTpH pazzmena CDJI;

— B HAMMCHOBAlMM NIOKYMEHTa He NOIYCKAETCs HCHONb30BaTh COKpALleHHs, 3a
MCKIIOYEHUEM  OOIUENPUHATEIX, 4  TaKkKe  yCTAHOBJIGHHbIX JEHCTBYIOLIHAM
3aKOHOIaTenbCcTBOM Poccuiickoi Deneparnun;

— B CIyHae €CiM B HAUMEHOBAHWHU JIOKYMEHTAa MCIIONB3YOTCS HHOCTPAHHBIE
CJlOBa, TO OHM JIOJOKHEI OBITh HamucaHsl 6e3 nepeBojia, au6o NepeBoJl J0JOKEH ObITh
IPHBEJEH B CKOOKax;

— HAaMMCHOBaHMs ONHOTUNHBIX JOKYMEHTOB, HMEIOLHX UYETKYIO PEerucTpaIuio
(HanpuMep, NPHKA3bI, JOTOBOPBL, AKTH H T.JI.), DOJKHBI OQOPMIATHECS MO OJJHOMY
wabnony. Perucrpaunonnsie kapTouku Takux AOKYMEHTOB [OJIKHbBI OBITh HACTPOEHBI
TakuM 00pa3om, 9ToObl HAHMEHOBaHKE NOKYMeHTa ¢opmupoBamock aBTOMaTHYECKH Ha
OCHOBAaHMH JPYIUX PEKBU3UTOB KAPTOYKHM U OBIIO HEJOCTYITHO st peNaKTUPOBAHMIL.

8.14 Tlpu cosnanun, oTnparke i XpaHeHH: SJICKTPOHHBIX JOKYMEHTOB BMECTE C
SJEKTPOHHBIMK ~ IOKYMEHTAMH  II€PelafoTCsl  (HAlpaBIsioTCs | XpaHaTCa) HX
PCTUCTPAllMOHHBIC JAHHBIC MM YKa3bIBAaeTCS CChUIKA Ha Hux. JUis paboTer ¢
PETHCTPANOHHBLIMU NaHHBIMA oKyMeHTa B COJ] co3naetcs, oTnpagisercs u XpaHuTCs
perucTpanroHHas KapTouka.

8.15 Tlpu co3maHMH 3MEKTPOHHOTO AOKYMEHTa WJIM SJEKTPOHHOro obpasza B
PCrUCTPALMOHHOM KapTOYKe JOKYMEHTA B 0643aTelbHOM MOPAAKE  3anOJHAIOTCS
PETUCTPALUNONHbIE  NaHHBIE B COOTBETCTBMM C [OPSAKAMH, YCTAHOBJICHHBIMH
OTACJLHRIMA JTOKATBHLIMY HOPMATHBHBIMA aKTaMH YHUBEPCUTETA B 3aBHCHMOCTH OT
BUIA TIPOLIECCa, a TAKXKe TUMOBBIMU Moy nsamu CD/I.

8.16 Tlonb3oBarens npu coznauum SJIEKTPOHHOIO JNOKYMEHTA MOMEIaeT ero B
DJIEKTPOHHOE [1eN0 (IanKy) IIyTeM BbIOOpa MHEKCA [ea COrNACHO HOMEHKJIaType Jel
CH/I.

8.17 Ilpu co3maHuM >7EKTPOHHOTO AOKYMCHTa K PETUCTPALMOHHON KapTodke
[IOKyMEHTa B 0053aTeNbHOM MOPS/IKE IPUCOSIHHSIOTCS BCe BJIOXKEHHS1, OTHOCSALIHECS K
AQHHOMY 3JIEKTPOHHOMY JIOKYMEHTY B Bujie (haiinos.

MaxcumansHsIi pasmMep oaHOTO (haiiiia BIOKEHUS COCTaBIseT 10 MB.

Honyctumele dhopmarsl haiiior BlIokeHMUi: ppt, pptx, doc, docx, odt, xls, xlsx,
pdf, jpeg, ipg, gif, png, tif, tiff, zip.
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Broxenus B Buje 6pounop, xuur, T'a3eT, JKYPHAJIOB, KapT, a TAK)KE TEKCTOBBIX H
MHBIX MATEPUANOB, MPEBRILAIIMX popMaT A4 u/umm UMeroIX CYMMapHBI# pazMep
6ousiee 30 MB, nepenarores [loms3osarteno B BUJI€ TOKYMEHTa Ha OYMa)KHOM HOCHTEJE.,

Kauecreo npucoenunennoro (aiina NOIKHO MHO3BONATE B MONHOM o0beme
HIPOYNTATE TEKCT IOKYMEHTA U Paclo3HaTh €ro PeKBH3HUTHL.

B cinyuae ecim Gymaxubiit AOKYMEHT COCTOMT M3 ABYX WM Gojiee JIMCTOB, TO
JJIEKTPOHHBIA 00pa3 Takoro GymakHOro JOKymeHTa Gopmupyeress B Bume oamoro
taiina.

[lepecmotp nepeuns PETHCTPALMOHHBIX NIAHHBIX 3NIEKTPOHHBIX JIOKYMEHTOB,
¢opmara u pasmepa MPUKPENIASMBIX (aliioB B mpouecce UCHoNb30BALUS C3Jl, a
TAIOKE CBOCBpeMEHHOE NoBeseHue uxX 1o [lonnzoBareneii BoznaraoTes Ha Oneparopa
Cal

8.18 Tloamucanue >meKTPOHHOrO Anoxymenta B COJ xmouom M1 momxso
OCYIICCTBIIATECS.  TONBKO BNAafenbleM ero ceprudukata Kmoua nposepku 11,
JCHCTBYIOIEr0 HA MOMEHT MOAMUCAHUS 3JIEKTPOHHOTO JOKYMEHTA.

8.19 IlpaoMm noanucu J/IEKTPOHHOIO  JIOKYMEHTa (97IEKTPOHHOro 06pasa)
obnagatot IMonb3oBaren, KOTOPbI€ MMEIOT PABO Ha NOANMCAHHE NaHHOIO NOKYMEHTA
COTTIACHO JOJKHOCTHOH HHCTPYKLHH, TPY/OBOMY JIOTOBOPY MIIM HMHBIM JIOKaJIbHBIM
HOPMAaTUBHBIM JIOKYMEHTaM YHHUBEpCHTETA.

B ciysae ecim  Tlomssosaress, CO3MABIIMH  ONEKTPOHHBIA  JOKYMEHT
(sn1eKTpoHHBI 00pa3), He obnagaer IIPaBOM MOJANKMCH AAHHOIO BHIA JIOKYMEHTA, TO
NPEABAPUTEILHO OH NOJDKCH HANpaBWTL NAHHBIA JOKYMEHT Ha MOJUTMCAHUE JTHILY,
obnamarolmeMy NpaBoM Ha IIOATHCAHHE AQHHOTO BUIA JIOKyMEHTa (Kak IPaBUIo,
HEMOCPEICTBEHHOMY PYKOBOIUTEIIO).

8.20 Tlocne mopnucanus SNCKTPOHHOTO  gokymeHTa 1 [loamucauTta
SJIEKTPOHHOMY  JIOKYMEHTY HPHUCBAMBACTCS PETHCTPALHOHHBIH HOMep. Peructpaiius
JJICKTPOHHOI'O  TOKYMEHTA  OCYIICCTBISCTCS MOMNUCAHTOM ¢ UCTIOJIL30BAHHEM
OporpaMmueIx  cpeacts C3Jl ¢ 3adeceHHeM 3amucH (ecnu  mpenycmoTpeno) B
OyMaxHbIi KypHaI perucTpanym.

8.21 ®dopmupopanue JMEKTPOHHOTO noKymenTa B CIJI ocymecrensercs myrem
TIOArOTOBKM TOKYMEHTA, 3aTPy3KH COOTBETCTBYIOILEro (aiina (naGopa caiinos) 8 COJT
WA 3aMOHEHUs PEruMCTPALMOHHOW KAPTOYKH € yKa3aHWeM HCHONHHTENs (rpymmer
HUCIIONIHUTENEH ), a TaKkKe BeI0pa COOTBETCTBYIOLIETO mapiapyTta B CDJI.

8.22 Odopmnenne  moxymeHnTos [IPOHU3BOIUTCA B COOTBETCTBUM  C
YHUQUUMPOBAHHEIMA hOpMaMH AOKYMEHTOB, PEITIaMEHTUPOBAHHLIMY HAMOHAILHBIMHA
CTaHIApTaMK B 00JIACTH JOKYMEHTAUHOHHOTO 06eCHedeH s YIIpaBlieHus, JIOKAJLHBIMU
HOpMaTUBHBIMU aktamMu JlanepeiGBTy3a.

8.23 Tlepepaua B paboTy 3eKTPOHHOrOo AOKYyMEeHTa (Co3faHue 3agaHus)
OCYIIECTBIACTCS NTOCPEACTBOM HHUIMMPOBAHUS COOTBETCTBYIOLIEIO THNA Tpolecca
(3amaun):

— COTJIACOBAHHE;
—  YTBEpKIEHHE;
— paccMoTpeHue;
—  UCMNOJHEHHE;
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— O3HAaKOMJICHHUE.

JloKanbHBIMY  HOPMATHBHBIMH akTaMu u VMHCTPYKLUHUAMH YHHUBEPCUTETA 110
OT\CNBHBIM HAIPaBIEHHUSAM JeSTEIbHOCTH MOT'YT OBITH YCTAHOBIEHBI MHBIC IIPOLIECChI
(3amaun).

8.24 CornacoBanue mpoucxomuT B COOTBETCTBUM € THHOBBLIMM MApUIPyTAMH
WK MAapIIpyTOM, HACTPOEHHBIM HHUIUATOPOM B COOTBETCTRIN U B MOpsike,
YCTaHOBJIEHHOM B JlanbpriGBTy3e.

8.25 B CD]I cormacosbiBarores CIICIYIOLINE BUIbI JOKYMEHTOR:

— NPUKa3bl/PACTIOPAIKEHHUS;

— JIOTOBOPBI/COTNAIIEHMS;

— PCITIaMCHTHbIE JOKYMEHTBI 10 INTATHON CTPYKTYpe (NOJIOXKEHHUS O
HOAPA3NCNCHUSX, NOJKHOCTHBIE HHCTPYKINHN );

— BHYTPCHHHE HOPMAaTHBHBIE HOKYMEHTLI Hanepniberysa (mosnioxenus o
ACATCIEHOCTH, pErfaMeHTEL, IIPaBUITa, MOPSAKH, MHCTPYKLIMK H T.J.);

— 3adBJICHMA HA BbIE3 COTPYAHHUKA B CTyKeOHYH  KOMaHIMPOBKY:
[PEACTABNCHUS HA BBIE3 00YYArOLIHXCSL:

— HMCXonspe MMchbMa (TIpH HeoOXOMUMOCTH COIJIACOBAHUSI ),

— APYrMC NOKYMEHTHI, B YacTHOCTH, CIyxeOHble 3alIUCKM, 3aABKH, MpU
HEOOXOIMMOCTH UX COrTACOBAHMS.

8.26 Tlopazmok u 3TanHOCTH cornacoBanus AOKYMEHTOB B 3JIEKTPOHHOM BUJIE HE
AOIDKHBL  IIPOTHBOPEUUTD YTBEPNAEHHOMY IMODSIAKY COIIACOBAHMS JIOKYMEHTOR B
OyMaXkKHOM BHJE COTIACHO Wucrpyxiun mo ACTIONPOU3BOACTBY Y HUBEPCUTETA.

8.27 Cpok cornacoBaumus AOKYMCHTOB HE JIOIDKCH NPEBBIIATL 3-X paboumx
JHEH CO s NOCTYIICHHUS JOKYMeHTa, CPOK 3KCIEPTH3bI IOKYMEHTA — HE [PEBbIILAST
2-x pabouux nmHeil. B crmyuae IPEBBILICHUS HOPMATHUBHOI'O CPOKA COrNIACOBAHMS
MIOKYMEHT MOXET OBITh BHIHECEH HA KOHTPOIIh PEKTOpa yHUBEpCHTETA.

8.28 Ilpu cornacosaumu AOKYMEHTa — MOEHTU(MKALMS  cornacymomero
ocymecTBisiercs cpejcreamu CIJI.

8.29 Tlocne paccmoTpenus JIOKYMEHTa  corniacylommii  nonwzosarens C3)]
00513aH BHECTH B KapTOUYKY CBOO BU3Y N0 pe3ynbTaTaM pacCMOTPEHMSI JOKYMEHTA.
Hrorom cornacosanust 8 C3J1 na [IOCTYNUBIUMH TOKYMEHT SIBIISIETCS HANOKEHUE OIHOM
U3 TPEX BUJIOB BH3:

— «Cornacosanoy;
— «CornacoBano ¢ 3aMedaHIIMMY;
— «Otkazano».

830 B cayuae HanokeHHS Bu3 «Orkazano» wumum  «Cornacosago ¢
3AMEUAHMAMUY»  IOIDKHOCTHOE JIMIIO 005M32HO TPUBECTH MOTUBHPOBAHHBIN OTKA3/
3aMeyanue B none «KoMMeHTapum» cornacoBams AokymeHTa B CO/I.

8.31 Ecam noxkymenTt me COTJIacoBam, TO HMHHULHATOP MMEET BOIMOMKHOCTD
CO3/laTh HOBYIO BEpCHMIO NOKYMEHTa, mopaGorars HOBYIO BEpCHIO, YYHUTBIBAS BCe
3aMEYAHUs, W OTIPaBUTh Ha IIOBTOPHOE cornacoBanue. Bee BEPCUH HCXOAHOTO
AOKYMEHTA XpasTCsl B €r0 PErHCTPALOHHON KapTouke B BU/I€ BIIOXKEHHBIX (aiios c
yKa3aHHeM OaThl BEPCUH.
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8.32 B cmywae wamuuus x AOKYMEHTY yCTPaHHMBIX 3aMeYaHuil, TakHe
3aMevyaHusd O00CYKIalTCs B KOMMEHTApUAX K JOKYMEHTY, pacCMaTpuBarOTCs U
YCTpaHAIOTCS B pabouem nopsake.

8.33 B cnyuae HEOOXO0AMMOCTH MOANHCAHUS OYMajKHOIO HOCHTeNs JIOKYMeHTa,
COTJIACOBAHHOTO B 3NEKTPOHHOM BHJE, M€YaTh COTTACOBAHHOIO OOKYMEHTa W JIMcTa
cornacosanus ocymecrnnser | logmucant wiyu Kontponép C3J1.

8.34 Ecnu 1OKyMEHT mopimuchiBacTcs B HECKOJIBKUX 3K3eMIUIIpax, TO IHCT
COTTACOBAHUS PACIIEUaThIBACTCS TONBKO IS OIHOTO IK3EMIUIsIpa IOKYMEHTA.

8.35 Ileuars cormacoBaHHBIX TIPOEKTOB NPHKAa30B U PACHOPSIKEHUH W JUCTOB
COIIaCOBAHMN K HUM OCYILECTBIISET obLwi oTnen YHusepcurera.

8.36 Cornacopanue AOKYMEHTA TOATBEPXKIAETCS  JIUCTOM COrnacoBaHus,
dopmupyembiv B COJI.

8.37 3a HecobnroneHue CPOKOB COTMacoOBaHHA AOKYMEHTOR K paboTuuky moryr
TIPUMEHATBCSH  MEpbl  AMCUUILTHHAPDHOTO B3BICKAHUSI B NopsiiKe, yCTAHOBIEHHOM
Tpynossim xoniexcom PP u nokanshbivu HOPMATHBHBIMM aKTAMK YHUBEPCHUTETA.

8.38 Vreepknenue JJICKTPOHHOIO  NOKYMEHTa  O03HA4aeT  JelcTBue
IMonb3oRatesns, He sBisOmErocs aBTOPOM  IOKYMEHTa, NPHAAKOLIECe HOPMATHBHAIL
XapakTep  CONEpIKaHUI0  JNOKyMmeHTa. [locie YTBEPKIACHUS  YIOJHOMOYEHHBIM
AOJKHOCTHLIM JIMLIOM 3JTeKTPOHHbII TOKYMEHT BCTYIaeT B CHITY.

YTO/IHOMOYEHHBIMY THIAMH HA BBIIOJHEHHE ASHCTBMI B pamKax JaHHOro
iponiccca  sIBASIOTCS PeKTOP YHMBEpCHTETa, a TakiKe MWHbIE AOJDKHOCTHBIE JTHUA
YHUBepCHTET, YNONHOMOYECHHBIE Ha YTBEPKACHUC BHYTPDEHHMX JIOKYMEHTOB
VYHuBepcurera.

8.39 PaccmoTpenue  anekTpoHHOro MOKYMEHTa  O3HA4yaeT  JelcTBUe
Ilonk3oBatens mo nmposegenuio aranusa u IPHHATHIO YIIPABICHYECKOrO pelleHHus o
BOMPOCY, U3NIOKEHHOMY B 3JIEKTPOHHOM JIOKYMEHTE, B T.4. C BBITAYEH NOpyYeHus.

Pacemotpenue snexrpornoro AOKYMEHTa NOJKHOCTHBIM JIMLOM YHUBEpCHTETA
odopmisieTcs  pesomonmell ¢ ykazaHmem HPHUHATOTO DEIICHHA 110 3IEKTPOHHOMY
AIOKYMEHTY, BBINAYEH IMOPYYCHHs KOHKPETHOMY AODKHOCTHOMY JIMLY C YKasaHHeM
CpOKa MCNONHEHUS U (POPMBI ITPEOCTABIEHHS] Pe3yJibTaTa UCTIONTHEHUS.

[Ipasom odopminenus pesomouun namenaercs TOJIBKO aipecar, yKa3aHHBIH B
NIEKTPOHHOM NOKYMEHTE, THOO IULO, BpEMEHHO HCIOMHSIOMEE ero 00433aHHOCTH.

B cnyuae, ecnn snextponubiii AOKYMEHT MOCTYIWI NSt CBE/IeHHA W He TpeGyer
COBCPLICHUA MOCTENYIOMUX NeHCTBHUH 10 €ro UCHOMHEHMIO, TO PE3OOLNST MOXKET He
COAEPAKATE CPOK UCTIONHEHUS M OTBETCTBEHHOTO UCIIONIHUTE]IS.

8.40 Hcnonsenue 31eKTpoHHOTO AOKYMEHTa o3Ha4aeT neictsus [Tons3oparens,
CBUACTEILCTRYIOIME O BRINONHEHHK [lonb3oBaTeneM Ha3HAYCHHON JUIsl HEero B
SJICKTPOHHOM JIOKYMEHTE MHIUBUIYANBHOM 3a1a4H.

8.41 DneKkTpoHHBIH JOKyMeHT HallpaBAeTCs Ha uenonnenue [Nomsszoparemo, B
AODKHOCTHBIC OOA3aHHOCTH KOTOPOIO BXOIUT PELICHUE MOCTABJIEHHBIX B JIOKYMEHTe
3aj1a4.

8.42 DnextpoHHSBIH AOKYMEHT MOKET OBITH HAIPABICH HA UCIIONHEHME TOJIBKO
Ionb3zoarenem, KxoTopsiii BIIpaBE NaBaTh 00A3aTENBbHBIE K UCIONHEHUIO YKa3aHus
KOHKPETHOMY JOJDKHOCTHOMY JIHILY.
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8.43 Ecnu wucnonHenue SMEKTPOHHOI'0 NOKYMEHTA IOPYYEHO HECKOJIbKUM
AODKHOCTHBIM JIML@M, TO UCIHOJHUTENb, YKA3aHHBIA B PE30IIOLUHI [ICPBbLIM, ABIAETCS
OTBETCTBEHHEIM 22 €T0 HCIIONHEHNUE,

8.44. Ecnu wcrnonHenue snekTpoHHOro JAOKYMEHTa MNOPYYEHO IOIb30BATENSIM
HECKONILKHX  CTPYKTYPHBIX MOAPA3NENCHHH, TO OTBETCTBEHHBIM 33 MCHOJHEHMe
SMCKTPOHHOTO  JIOKYMEHTA B  K&XIOM CTPYKTYPHOM TOAPAasAeNcHHM  SBISETCS
PYKOBOIMTEND JIJAHHOTO CTPYKTYPHOTO HO/APa3/ieeH s,

8.45 Pe3ynbTaToM HCHONHEHHS INEKTPOHHOTO JAOKYMEHTA sIBJISIeTCS TTOArOTOBKA
OTBETAa /OO WHBIX JIOKYMEHTOB, HEOOXOOMMBIX ISl HCHONHEHUS KOHKPETHOMH
NOCTaBJICHHOU 3aaun. Pe3ynsTarsl HenonmeHus SIIEKTPOHHOI'O JOKYMEHTa JOBOJITCS
B COJl no cBenenus Ilonwb3oBarens, cosnasiero SIIEKTPOHHBLIM NOKYMEHT, a TaKkKe
IOJDKHOCTHOTO JiMLA, O(OPMHUBILErO COOTBETCTBYIONIYI) PE3OJIOLIHIO.

8.46 KoHTponb wHCIONHEHHSs JJICKTPOHHOIO JIOKYMEHTa OCYLIECTBIAETCS B
Nopanke, ycTaHoBIeHHOM MHCTpyKiMed 1o nenonpoussoacTey.

8.47 OsHaxomieHHEe C SIEKTPOHHBIM JAOKYMEHTOM oO3Ha4daeT neHcTBue
[lonbsoBarens, cumetenscrByomee o AOBEJICHUU 10 HEro  Coep:KaHus
HATpPABJICHHOIO B €0 aApec 3JICKTPOHHOrO JOKyMeHTa. OHO He npelycMaTPpHBACT
COBEPLICHHUS KAKUX-TMOO NOMOJIHUTENLHBIX AEHCTBUMH, KpOME caMoro (axra npourenus
Tlonp3oBateneM NOCTYNMBIIEro eMy Ha O3HAKOMJIEHHE DIIEKTPOHHOI'O AOKYMEHTa M
BU3bI (pesomonun) [Tons3osarens o6 sTom.

8.48 Corpymauku Jlanspel6BTy3a, UMerolHe poctyn k COJI, ocyiecTBIsioT
O3HaKomJieHHe ¢ noKymMeHTamu ¢ nomoinbio CDJI. akT o3HakoMIeHus (Guxcupyercs
cpencreamu CI/1.

8.49 Corpynuuxu JlanepbiGBTy3a, He HMEIOIIHE noctyn k COJI, npoussonsit
O3HAKOMIICHHE C NOKYMCHTaMH C MOMOLUBIO KOPIOPATHBHON SIEKTPOHHOH MOYTEL.
®axT 03HAKOMIIEHNs DUKCUPYETCs CPEeNCTBAMM BIIEKTPOHHOM MOYTHL.

8.50 llo wmcreuennn 3-x paGoumx ameit (32 WCKmodeHuWem aneil Gonesmm,
npeObIBaHKS B OTIYCKE, KOMAHIHPOBKE) ¢ MOMEHTA pasMelieHuss foxkymenta B COJI/
HalpaBJICHAS  HA  KOPMOPATUBHYIO ONEKTPOHHYIO [MMOYTY COTPYAHMK SBISETCS
O3HAKOMJIEHHBIM C IOKYMEHTOM.

8.51 O6s3aHHOCTE MO  OpPraHM3allUM  O3HAKOMIICHUS COTPYIHUKOB ¢
AOKYMEHTAMU BO3JIATAETCS HA PYKOBOIUTENS CTPYKTYPHOTO NOIPA3IE/ICHMSL.

8.52 Cotpynnuxu  JlanepeiGerysa  obs3ausi IIPOBEPSITh BXOJISLLYIO
Aoxkymentaumio 8 CHJl/kopropaTtuBHylo 3MeKTpoHHYIO HOYTY eXeNHEBHO B pabouue
JHU (32 HCKIIOYEHHEM JIHelt Gosle3Hn, npebblBaHus B OTIYCKE, KOMaHAHPOBKE).

8.53 Pacceinka B C3J| ocyuiecTteisercs s AOBCAEHUSI [0 COTPYAHHMKOB
HanbpeibBry3a  mpuHSTBIX  PYKOBOACTBOM pemiennd.  [lepeuens  ampecaros
YCTaHABIMBACTCS I KaXIOTO NOKYMEHTA B 3aBHCUMOCTH OT coneprkanus. Pacchika
MOJKEeT BKIOYATE:

— MH(OPMAIMOHHbIE MTHCHMA;

— TPUKa3bl U PaCHIOPSHKEHUS,

— BHYTPEHHHE HOPMAaTHBHbIE [IOKYMEHTBI;
— IIOPYYEHUs PYKOBOICTRA.

8.54 He pmomyckaetcs pacchuika HecnyxeOHOH uupopmauun. Jlng nepegaun
pabouMX MarepuanoB MeX/y IOpa3meeHUIMY OPEeATOYTUTENBHbIM  SBIIAETCS
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MCTIONIP30BAHHE  KOPIOPATHBHOH 3IEKTPOHHON [IOYTHL, a Taike (YHKUUH wyara
INporpammer nns 3BM «A2B: Kopnoparusasiii opTamn.

8.55 B COI Benmercs EIMHBIM  peecTp SJICKTPOHHBIX  JIOKYMEHTOB B
COOTBETCTBAM C YTBEPXKACHHON HOMEHKIATYPOHR e JuLst OyMaxHBIX JI0KyMeHTOBR,

8.56 Ilpuceoenne Homepos u perucTpanuns nokymentos B C3J1 npousBoauTes B
COOTBETCTBHM ¢ ACHCTBYIOLIEH HOMCHKIATYPOH el

8.57 Tlocne peructpanuu YTBEPIKACHHOTO 3NIEKTPOHHOTO JOKYMEHTa B XOJe
TOCTICAYIOWEr0 XpaHEHNs BHECCHHE M3MEHEHMI B HEro He JOIyCKaeTcs.

8.58 Ha snexrpoHHbIf 00pas MOKyMEHTa, MHOANHCAHHOTO Ha OymMaxkHOM
Hocutene, pu 3arpyske B COJl 3aI0NHseTCs perueTpanmonHas KapToyka NOKYMEHTA.

8.59 lnst oTmenbHBIX THIIOB AOKYMEHTOB TakKe MOINYCKaeTcs Co3aHue
OT/IENBbHBIX JKYPHAJIOB PETHCTPALHH.

8.60 Tlopamok 3amycka OTHENBHBIX npoueccoB (3agau) onpegensieTcs
COOTBETCTBYIOIMMHU HHCTPYKLHUAMHU I10 paboTe B CHCTEME L3l

9 KOHTPOJIb UICIOJIHEHUS TIOPYYEHMIA B CI

9.1  Opranusauus KOHTPOS UCMOTHEHNS JOKYMEHTOB BKITFOUAET B cebs:

— IMOCTaHOBKY JOKYMEHTa Ha KOHTPOIIb;

~ MOHHTOPHHT HCIIOTHEH s KOHTPOJILHBIX NIOPYYeHHMiA JOKYMEHTa,

— CHATHE HCIIOJIHEHHOIO TOKYMEHTA C KOHTPOJIS;

— 0000ILeH e W aHAIN3 XOa U Pe3yILTATOB UCIIOJTHEHUS! TOKYMEHTA:

— HH()OPMHPOBAHHE PYKOBOJCTBA O COCTOSHMM HCITOTHEHHUSI KOHTPOJIHPYEMBIX
JOKYMEHTOB.

9.2  Cnyxe6GHbIi [OKYMEHT cuHTaeTCH WUCMHOJHEHHBIM W CHHMAETCHd ¢
KOHTPOJIsA, KOrZla pacCMOTPEHELI BCE IIOCTABIECHHBIE B HEM BOIIPOCHI, 110 HUM TIPUHATHI
HEeOOXOIIMMBIE Mephl, JAHBI MCHUEPILIBAIOLIHAE OTBETHI.

9.3 JIOKyMEHT CUHTAaeTCsi WCTIONHEHHBIM W CHUMAETCA ¢ KOHTPOIs, KOria
PACCMOTPEHBI BCE MOCTABNCHHBIC B HEM BONPOCHL, MO HHM OPUHATE HEOOXOMUMBIE
MEpBL, JIaHbl UCUCPNBIBAIOIIME OTBETHl U MHMLEATOP HAMKAI KHONKY «Bpinmonnenoy.
Ipn osrom, B Kaprouke noxymenra, HaxoOmAIEroCss Ha WCMNOJHEHHH B  [oje
«KommeHTapuii NOKYMEHTa» HCIONHUTEND HOJDKEH BHECTH PE3YNLTAT BBLINOTHEHUS
(OmucaTh BBIIONHEHHBIC NEHCTBHS H CHOCOGL! PELICHUH WM TIPUKPENUTL OTYET O
NpoBeieHHoM pabore).

9.4  XpaHeHWe JOKYMEHTOR:

9.4.1 Cpoxku xpanenwus AIOKYMEHTOB, B 3aBHCUMOCTH OT THIA JOKYMEHTOBR,
OMPEACTAIOTCS.  JICHCTBYIOLIMM — 3aKOHOJATETECTROM, HOMEHKIaTypoli  jgen
YHuBepcuTeTa U APYrUMU JTOKATHHBIMA AKTAMH HanbpeioBTysa.

9.4.2 XpaneHue 3neKTPOHHBIX AOKYMCHTOB OCYIECTBIASETCS B CHCTEME B TOM
thopmare smexrporHoro daiina, KOTOPOM TIPOM3BOIMINCE pa3paboTka, COrnacoBaHue
W YTBEpIKIEHHUE.

9.43 B cnyuyae cornacoBaHus w/miu YTBEPIKICHUS JIOKYMEHTA B GyMaKHOM

BHJC B CHCTEMy 3arpyXaeTcst SIeKTPOHHBIH o6pas JAOKYMEHTa € TONIMUCSIMU W
NPUITOKCHUSIMUA K IOKYMEHTY.
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9.4.4 B npouecce XpaHCHuA MOKyMeHTOB CD]] 06ecrneunBaeT BOIMOKHOCTE
TIOMCKa, [IPOCMOTpa HEOOXOMMMBIX JOKYMEHTOB (ONIEKTPOHHBIX TOKYMEHTOB m
JJIEKTPOHHBIX  00pa3’oB NOKYMEHTOB) B pamKax YCTAHOBACHHBIX [MpaB JIOCTYMA K
MH(OPMAIIHH, A TAKIKE X PACTIeATKH.

9.4.5 Hepnelictaytomue nim usmenenHsre PeAAKIHK JOKYMEHTOB JOJIKHBI HMETh
COOTBETCTBYIOIIME OTMETKH B PErUCTPALIUOHHOIN KapTO4Ke CO CCHUIKOM Ha JOKYMEHT,
Ha OCHOBAaHWU KOTOPOTO BHECEHBI H3MEHEHHS.

10 OBECNNEYEHME HH®OPMALMOHHOI BE3OINACHOCTHM ITPU
OCYHWECTBJIEHUM JJIEKTPOHHOTO AOKYMEHTOOBOPOTA

10.1 Hndopmauuonnas 6GesomacHocTs IPH  OCYIIECTBICHHH 3JIEKTPOHHOTO

NOKyMEHTO00OpoTa  00ecreunBaeTcss  KOMILIEKCOM MEpOIPHATHH,  KOTOpHIE
HalpPaB/IeHb! Ha UCKIIFOUYCHUE:
— HEIPaBOMEPHOTO  HOCTYIIA, KOIIUPOBaHMs, IPENOCTABIEHUS UK

pacnpoctpanenus undopmariuu (obecreyenue KOH(QUCHIMATBHON uH(OpMALIUK);

— HCTIPABOMEPHOTO  YHHYTOXKEHHS WM MOIMGpUKALNY  WHpOPMALHH
(obecnevenne uenocruocT uH(pOpMAauK); -

— HemnpaBoMepHOTo OnOKHpoBaHHs HH(GOPMAIMH (obecmeuenue JlocTymHOCTH
uH(pOpMaLHK).

10.2 OpraHusanvionHsle ®  TeXHHYeCKHE MEpbl  3alMTEl  HH(pOpMaLUH,
pealmsyemble B paMKaxX ~ OCYIIECTBIEHUS STIEKTPOHHOIO  JIOKYMEHTOOOOpOTA,
obecneunBaroT:

— HASHTHQUKAMIO U  ayTeHTHHUKALMIO CYOBEKTOB JIOCTYNa M 0OBEKTOR
nocTyna;

— YIPAaBJICHHE IOCTYNOM CYOBEKTOB JIOCTYMA K 06BEKTaM JOCTY1a;

— OrpaHdYeHue NPOrpaMMHON Cpepl;

— 3allUTY MALIMHHBIX HOCUTENeH HHPOPMALUHT;

— Perucrpanuio coduITui 6e3onacHocTy:

— AHTHUBHPYCHYIO 3aIHUTY;

— 0OHapykeHue (MpenoTBpanieHue) BTOP KEHUI;

— KOHTPOIIb (aHATH3) 3alHIIEHHOCTH uHpopMannu;

~ HEJIOCTHOCTE MH(POPMAUMOHHO# cructemsl COJI 1 uH(pOpManuu;

— JIOCTYITHOCTE MH(MOPMAIHY;

— 3aIIMTY TEXHUYECKUX CPEICTB;

— 3aUTY HHQOPMALMOHHONH CHCTEMBI COJl, ee cpeacts, cucteM cBASH W
nepefavm NaHHbIX.

103 Ob6ecreuenue 3amurs MHQOPMAllMM B XOHE MCIOJB30BAHMS Cal
OCYIIECTRIACTCS NENAPTAMEHTOM HH()OPMATH3ALME B COOTBETCTRHH ¢ JOKYMeHTanuen
Ha  CUCTEMY 3alUTel  HHPOPMALHH U OpraHU3aMOHHO-PACTIOPSIUTENEHBIMU
AOKYMEHTaM¥ 110 3a11UTe MH(OPMaLUK B Y HUBEpCHUTETE.

104 B xome koHTpons (MOHHMTOpHHTa) 33  obecreuenuem YPOBHS
SAIMILCHHOCTH HHOpMaluu, cofepriameiics B CIJI, OCYLUECTBIIAIOTCS:

— KOHTPOIIL 32 COOBITUAMU (Ge30IaCHOCTH U ICHCTBUSMU ITonesoBareneii B CHI;
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— KOHTPOJIb (aHAJIK3) 3AIMUINEHHOCTH HH(OpMaIH, conepxaieiica 8 CHJI;

— AHAIM3 M OLEHKAa (YHKLUMOHUPOBAHMS CHCTEMbI 3alMTBl  WH(OpMaLUK
MH(OPMAIIMOHHON  CHCTeMB] C3/l, Bkmouas BBIABIICHWE, aHAW3 M yCTpaHeHHe
HENOCTATKOB B (h)YHKUHOHUPOBAHUN CHCTEMD] 3aIATHL HHPOPMALMH MHPOPMALHOHHO
cucremsl CDJT;

— HNEePUOIMYECKHH aHalu3 H3MEHEHUs yrpo3 0Oe3onacHoctu MHpOpPMALHK B
HH)OPMALHOHHON cHCTeMe COJI, BosHuKaIOImUX B X016 ee SKCIUTyaTalluH, U NPUHATHE
MED 3alMThl MH(OPMALMK B ciyyae BOSHMKHOBEHUA HOBBIX YIPO3 0(e30MacHOCTH
vH(pOpMaLnu;

— AOKYMCHTHPOBAHME NPOLUELYDP M pe3yJbTaToB KOHTpOsA (MOHUTOpWHIA) 3a
obecrieueHnem  yposHs JALUMINCHHOCTH  mHOpMauun,  comepiaiieiics
HHQOPMAIIHOHHOI cHcTeMe CO/I.

10.5 B uensx 3awmrsr HH(pOpMaLHK, pazMemaeMoii B CO]L, ot HenpasomepHoro
A0CTyIa, obecriednBaercs JICKTPOHHOE MPOTOKONUPOBAHUE NeHCTRIN IToneszoearene,
I03BOJIAIOLIEE TIPOBOIMTL y4eT BceX aeicTBHil Mo PasMEIICHNIO, W3MEHEHHIO H
yranenuro uupopmauun B CH]I, (puKcHpoBaTE TOuUHOE BpeMsA W uHbopmauuio o
Tlonb3oBarene, ocymecTsuBIIeM H3MCHEHHUS M O3HAKOMHBIINMCS C BNEKTPOHHBIM
MOKYMEHTOM.

10.6 Hudopmauronnas Gezomacuocts [IPH OCYIICCTBICHUM IIEKTPOHHOTO
AOKYMEHTO000pOTa 06ECHeYnBACTCH KOMILIEKCOM TEXHHUYECKHMX W OpraHU3alfOHHbIX
MEPONIPUATHIHA.

K rexnuyuecknm meponpusTusm OTHOCATCS:

— OPraHM3alnsl U HCIONb30BAHME CPEACTB 3aIHTHL MH(QOPMALIUM B [OJHOM
obbeMe Ux yHKHHOHATBHBIX BO3MOXHOCTEI;

— obecrieuenue  memocTHOCTH, AOCTYIHOCTH ¥ KOH(UACHUUAIBHOCTH
00pabaTblBaEMBIX JAHHBIX.

K opraruzanyonnsiv MEPONIPHUSITUIM OTHOCSTCS:

~ KOHTPOJIb BBINONHEHUsT TPeOOBAHUN HOPMATURHBIX TIPABOBLIX AKTOB, a TaKKe
TOKAJILHBIX HOPMATUBHBIX aKTOB YHHBEpCHTETa, PerIaMeHTUPYOLMX o0ecrieyeHre
3alIMTHI MHbOPMALMK;

— OUPSACICHHE  NOTIKHOCTHBIX NMI  YHUBepcuTeTa u Onepatopa CDJ],
OTBETCTBCHHBIX 3a 0DecrieueHre UH(OPMATHOHHOI OezomacHocTU;

~ YCTAHOBJICHHE TOpSOKAa pEe3ePBHOTO KOMHPOBAHUA, BOCCTAHOBJIEHUS U
apXUBHPOBaHUst Oasel anabix COJI, a Tamke ITOpsAIKa OOHOBJICHMUSI AHTUBHPYCHBIX Oa3;

— YCTAHOBJICHME NOPAAKA AOMYCKa K IIPOrPAMMHO-TEXHHYECKHM CpencTBam Juis
TIPOBEICHHA PEMOHTHO-BOCCTAHOBUTEILHEIX pabor;

~ OPTaHu3alis PeXXUMHBIX MEPONPUATHIN B OTHOIICHUM MOMELIEHUH, B KOTOPKIX
pasMEINeHbI TeXHU4Yeckue cpencrBa [lonb3oBaTerneii.

10.7 Texnuueckue wmepbl 3amprs: uHdopManuu Ha aBTOMaTH3UPOBAHHBIX
pabounx  mecrax Hone3oBarenedi,  noxkmoueHnBx (nopkmouaemesix) K
HH(POPMALHOHHON  cucTeMe Co, nomwxHBl 6LITH PeaH30BaHbl  MMOCPEACTROM
NPUMEHCHHA  CPENCTB  3allMThl  MHQpOPMAuuu 5 Kjacca, a TakKe CpencTs
BLITHCIUTEINIBHON TEXHUKH HE HUXKeE 6 Kacca.

21




1J1-3.1/02-2023

10.8 Tlopsimok obpamenus ¢ uH(OpManyeii, cocTasnsromei KOMMEPYECKYIO
TalHy YHuBepcuTeTa, U Nopsjiox  obecnevenus pexuma KOH(U/IeHLIMATBHOCTH
CBELICHAH, OTHECEHHBIX K KOMMEPUYECKOii TaliHe, OIpenensioTcs COOTBETCTBYIOLUM
JIOKAJIHBIM aKTOM YHUBepcHTeTA.

11 NOPIAOOK KOMIIJIEKTOBAHUA, YYETA, XPAHEHUSI W
UCTIOJIB30OBAHUS BJIEI{TPOHHBIX AOKYMEHTOB

1.1 B Vuusepcurere cosmaercs ApXUB SJEKTPOHHBIX AOKYMEHTOB B C3/JI,
obecrieunBaromuii ynpasnenye APXHBHBIMH 3JICKTPOHHBIMHU JIOKYMEHTAMH,

DNEKTPOHHBIE JOKYMEHTHI Gopmupyrores B JJICKTPOHHBIE JI€/Ia B COOTBETCTBUHU C
YCTAaHOBICHHBIM TIOPSI/IKOM YHUBEpCHUTETA. Paszpabotka u Benenue HOMEHKIIATYPbI 16N
OCYLICCTBIILETCS B IOPSIIKE, YCTAHORIEHHOM Hncrpyknueit no AEJOTIPOU3BOACTRY.

B snexrponHbrif dpXUB  CTPYKTYPHOTO  NOAPA3NENCHUS  RKIIOUAIOTCSH
JJICKTPOHHEIE IOKYMEHTHI B POpMAaTe apXUBHOTO XpaHenus PDF/A.

Kousepruposarne B dopmat apxuBHOro xpamenms PDF/A IEKTPOHHBIX
AOKYMCHTOB TOCTOSHHOIO HJIM BPEMEHHOTO (cBbime 10 ser) cpoka XpaHeHus
OCYIIECTBIACTCS  aBTOMatHyeckn B COJl wumum ¢ MCOJIL30BAHUEM  CTOPOHHUX
TEXHUYECKHUX PEeIlIeHHH.

[punoxenus x snexTponHBIM AOKYMEHTaM, HE3aBUCHMO OT JHAThl MX
YTBCPHKICHHS MJIM  COCTAaBJICHHS, TIPH KOHBEPTUPOBAaHMM B  (OpMAaT apXHBHOTO
Xpanenus PDF/A npucoenunstorcs x OCHOBHOMY NOKyMEHTY, 00pa3ys ¢ HUM OJMH
daiin. B stux pensx P4 pa3spaboTke 3IEKTPOHHOIO AOKYMEHTa BCE€ MPUIOKEHHS K
HeMY BKIIFOYAKOTCS B ONUH (haiis.

Obbemubie minu  mpexcrasnsiomme BOKHOC  CaMOCTOSITEJILHOE  3HAUYCHHe
[IPUIIOKEHHA MOI'YT XPaHHTBCS B COCTARE SJIEKTPOHHOIO Jefla KaK CaMOCTOSTENbHEE
S/ICKTPOHHEIE JOKYMEHTBL B Cllydac, ecld GopMarhI daiinos npunokenuit oTaMuAIOTCS
oT (opmara (aiina ocHOBHOTO AokyMeHTa. CBsi3b OCHOBHOIO JOKYMEHTA H JIOKyMeHTa-
TNIPUIIOXKEHUS oDecrieyuBaeTcs cpencteamu CDJI.

11.2 B apxuse SJEKTPOHHBIX  NOKYMeHTOB B  C9JJl  aBroMaTHyecky
GopmupyoTes:

— ICKTPOHHBIC [i€la MOCTOSIHHOTO M BPEMEHHOTo (cBbuime 10 ser) cpoka
XPaHCHHS, ABISIIOIIMECS COBOKYITHOCTRIO KOHTEHHEPOB 3EKTPOHHBIX JOKYMEHTOB MU
KOHTEHHEPOM  BIIEKTPOHHOTO JIOKYMEHTa, COJAEpXallWM KOHTEHT W MeTamaHHbie
SNICKTPOHHOTO JIOKYMEHTA, (aiiibl 3NEKTPOHHBIX NONMHCed u BU3YaJIM3MPOBAHHYIO
KOTIHIO TEKCTOBOrO 3/ICKTPOHHOIO IOKYMEHTA B dopmare PDF/A;

— J/ICKTPOHHbIC Nesia BpeMeHHoro (meree 10 ner) CpoKa XpaHeHHsl, Ha KOTOphIe
He TpebyeTcs cocrapinenwe omuceii HICKTPOHHBIX Iel, JOKYMEHTOB H pEecTpoB
AOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX AOKYMEHTORB) 31IEKTPOHHOIO Jiea;

— TONOBbIE paszesibl ONHCEH SITeKTPOHHBIX nel, JOKYMEHTOB IIOCTOSHHOTO W
BpeMEHHOTO (cBhiiLe 10 1eT) cpoka Xparenus CTPYKTYPHOTO NOApa3aencHus:

~ PEECTpel  NOKYMEHTOB  (KoHTelHepoB SNICKTPOHHBIX  TOKYMEHTOB)

HICKTPOHHOTO Zie/1a Ha KAXK/I0€ IEeKTPOHHOE IEJI0 HOCTOSHHONO I BPEMEHHOT'0 (CBBIIIE
10 met) cpoka xpanenus.
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B C3J snexrponusie Aena  GOPMHPYIOTCS 0 romoBmIM pasaenam B
XPOHOJIOTHYECKOM MOpPSIAKE COrNTACHO HOMeRKnatype nen CDJI. Dnexrponnsic nenia
ONHCBIBANOTCS M XpaHATCA B MOPAAKe, YCTAHOBIEHHOM Mucrpykumeit  no
ACJIONPOU3BOLCTRY.

He jnonmyckaetcs npucpoenue OLMCAM  SIEKTPOHHBIX  Jiesl,  JIOKYMEHTOB
OHMHAKOBBIX YYETHEIX HOMEPOB B HpefenaX OqHOro (ou/1a.

11.3 Duexrponnsie AOKYMEHTBI  BPEMEHHOr0  XpaHeHws (o 10  n;er
BKTIOYUTENBHO), CPOPMUPOBAHHEIE CTPYKTYPHBIMH MOApa3sAeNeHUIMH B NIEKTPOHHEBIE
Aela, xpanstes B COJ] 10 ucTevyenus mx CPOKOB XpaHeHus,

Ilo ucreuenun cpoxa XPaHCHHs SNIEKTPOHHBIX NOKYMEHTOB B CDJ, apxuse

IOKYMEHTOB, CPOKH XPaHEHHsI KOTOPHIX MCTEKIIH,
OKCIepTH3a LeHHOCTH INICKTPOHHBIX NOKYMEHTOB OCYIIECTBIsETCS B o0mem
HOpA/IKE, ycTaHOBIEHHOM WHCTpykumeid 1o ACTONPOU3BOACTBY B  OTHOILCHHH

XPatEHUA SNEKTPOHHBIX HeN (3MEeKTPOHHBIX AOKYMEHTOB), HA OCHOBaHWM aKTa ©
BRUICTICHHN UX K YHUYTOXKEHHUIO, YTBEPH IAEMOro PEKTOPOM HIIU PYKOBOIHTENEM
CTPYKTYPHOIO  MOJpa3neieHus YHuBepcuteTa, ykazaHmbie SNEKTPOHHBIE  flefia
(3nexTponHbIe AOKYMEHTBI) MOANEKAT YHUYTOKEHHUIO,

11.4 Yyery nomnexar pce Xpandlmecs B apxuse YHuBepcHTeTa TEKTPOHHBIE
ACJIa, SIEKTPOHHBIE TOKYMEHTHI U OIMUCH 3JIEKTPOHHBIX eI,

Yaer npoussomutes IYTEM TPHCBOECHUS E€NMHMUAM XpaHeHMHs MEKTPOHHBIX
AIOKYMEHTOB Y4ETHBIX HOMEPOB, KOTOPBIE SBIISIOTCS COCTABHOH YaCThIO X aApXHBHOIO
mudpa.

Yuer osnektpoHHBIX jen OCYIICCTBIAETCA B NOPSOKE, YCTAHOBIEHHOM
Mucetpykuumeit no JICNOTIPOU3BOACTBY [Nt y4eTa apXWBHBIX Hed Ha bymaxnoM
HOCHTEJIE.

11.5 Jlo nepenaun SJICKTPOHHBIX AN IMOCTOSIHHOIO CpOKa XpaHEHHUs Ha
XPaHCHHE B rOCY/1apCTBEHHEIH apXUB XpaHEHHE HTHX ACT OCYILECTBISETCS B apXuBe

XPaHEeHHUs!. :

s obecnevenus COXPAHHOCTH  DNEKTPOHHBIX  JOKYMEHTOB B apxuBe
HICKTPOHHBIX  NOKYMEHTOB  YHHBepcuTera Omneparopom  C3J] BBITIOJIHSIIOTCS
MEPONPHATHs 110 HHPOPMALMOHHO} Ge30MacHOCTH:

— SAIUTE  SJIEKTPOHHBIX  JOKYMEHTOB O BO3JICHCTBHSI  BPeHOHOCHEIX
KOMIBIOTEPHBIX MPOrPaMM;

— 3AILUTE BJIEKTPOHHBIX JOKYMEHTOB OT HECAHKIMOHMPOBAHHOTIO J0CTYNA K
HUM.

XpaHeHue 3J1eKTPOHHBIX AIOKYMCHTOB B apXuBe 3JEKTPOHHBIX TOKYMEHTOR
YHuBepcutera ocymecTsisercs s YCIOBHAX, O0OECreYnBaOmmMxX Hx 34IIUTY OT
TOBPEXAEHNH U BPEHBLIX BO3ICHCTRUIA OKpy>karouel cpensi. Hopmatushsie YCIIOBHS
XPaHEHUA SNIEKTPOHHbIX TOKYMEHTOB 06eceunBaoTes Onepatopom CI/JT.

11.6 TIpenocrasnenue [onw3oBarensm JICKTPOHHBIX  OKYMEHTOB, He
COACPRALUUX HHPOPMALKMIO OrpaHHYEHHOTo AOCTYIA, & TaKKe MOMCKOBBIX MAHHBIX
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JICKTPOHHBIX  IOKYMEHTOR, XpaHAMIUXCS B  apxuge JIEKTPOHHBIX  IOKYMEHTOR
YuuBepcurera, ocymecrsiser Oneparop CJ].

Hoctyu IMonbsosateneii k HNEKTPOHHBIM OKYMEHTAaM OTPaHMYeHHOIO Joctyna
OCYILECTBIAETCA ¢  yueToMm TpeOOBaHUH, ycTaHOBICHHbBIX 3aKOHOIATEIECTBOM
Poccuiickoii Deepaiuu COOTBETCTBYIOILUHUMH JTOKATbLHBIMH HOPMaTHUBHLIMKM aKTaMU
YuuBepcurera. '

.7 Omneparop C3/] o6ecrieunsaer

~ HMCnojHeHue sanpocos [MonbzoBareneii o UPENOCTABICHNU  SJIEKTPOHHBIX
AOKYMEHTOB, XPAHSIUXCI B apXUBe HICKTPOHHBIX IOKYMEHTOB YHUBEpCUTETa, B Tom
HCIIE COLMANBHO-TIPABOBOIO XapaKTepa;

— TPC/OCTABNCHHE  apXMBHBIX  3/IEKTPOHHBIX JOKYMEHTOB BO BpPEMEHHOE
TNOJIG30BAHKE B CTPYKTYpHBIE MOjpasiesequs YHuBepcHTETa, B TOM uncre 7S WX
NPEAOCTABNCHUS 110 OTHENBHBIM 3alpocam OpPraHOB TOCYNAapCTBEHHOH BIACTH W
MECTHOTO camoynpaBieHus, GUIHUECKUX WK IOPUUYECKUX JinI,

12 3BAKJTIOYMTENbHBIE HONMOXEHUS

12.1 Hacrosimee Tonoxenue, usmenenus u ACIOHEHUS B HETO YTBEPKAAIOTCS
PeKTOpPOM YHuUBEpCHTETa M BBOLSTCS B ACHCTBHE NPUKA3OM pexTopa.

12.2 Hacrosuee [Tonowenue NPEKpalllaeT CBOe AEHCTBHE C JIaTbl BBEICHUA B
JiericTBre HOBOrO [onoskenus.

PA3PABOTAHO: P -

[Ipopexrop no CTPaTErnYeCKOMY Pa3BUTHIO,
LH(PPOBU3ALIMH U MOTIOAEKHOMN [IOTHUTHKE

COI'JTACOBAHO:

1LO. Macryxor
Hupekrop jenapramenta uH(OpMaTH3AIIH B.M. Manegaugiii

HauanbHuuk obiiero oTaena O.I". Ténuua

tOpunnyeckuii ornen &'4@;?13:_
Hauanenuk OCuVK f é{# H.B. JlyGposuna
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