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1. OGmue moJioskenns

1.1.  OnexTpoHHBIf AOKYyMeHTOOOOpOT. B ®DemepansHom roCyJapCTBEHHOM
Or0KETHOM npodeccCHoHaTbHOM o0pa3oBaTesHOM YUpEXKIeHHH
«['ocymapcTBenHOe yummmme HUPKOBOTO M 3CTPagHOro HcKycctsa mm. M. H.
Pymsuuesa (Kapampamma)y (manmee - Opranusanus) npencrasnser co6oi
B3aHMO/EHCTBHE HHPOPMAIIMOHHBIX IIOJICUCTEM 3JIEKTPOHHOI'O
AOKYMEHTOOOOpOTa  MOIpa3feseHuii Opranmsanmu  BHYTpH Hee, a TaKxe
B3auMoziericTBue OpraHusanui ¢ ee BHEIIHEMM KOHTpareHTamMu (najee —
YHaCTHHKH JJIEKTPOHHOIO OKyMEHTO060pOTa).

1.2.  Tlomoxenme 06 SJICKTPOHHOM ~ NTOKYMEHTOOGOpoTe  paspaborano B
COOTBETCTBUH ¢ DenepanbHBIM 3aKOHOM oOT 06. 04. 2011 Ne 63-®3 «0O6
9JIEKTPOHHOM MOAMUCHY U DenepanbHBIM 3aK0HOM 0T 27.07.2006 Ne 149-®@3 «0O6
MH(OPMAIHH, HHGOPMALHOHHEIX TeXHOTOIHSX U 0 3aIIMTe HHPOPMALUH

1.3. Ilonoxenue 06 SJIEKTPOHHOM JIOKYMEHTOOG0poTe (maiee - [Tonoxenue)
YCTaHAaBIHBACT €AWHBIC TPeGOBAHUS K OpraHHU3AIMH paboTel ¢ nOKymeHTamH,
TIOJTyHa€MEIMH H OTIPABJISIEMBIMH C IIOMOILBIO 3JIEKTPOHHOM ITOYTEL.

1.4. JTna neneit Hactosimero IMooxenus YCTaHABIIMBAIOTCS CIEAYIOLINE TEPMHUHEI

Y OTIIPEHEIICHUS ;
ONeKTpoHHas moyra (3I0) — cucrema, nosponsromas TOJIB30BATE/ISAM OTIIPABISATH

COO6II.ICHPI5[ q9€pE3 MOAEM HJIM CeTeBOe CO€IUHEHHE C OAHOrO0 KOMIIBIOTEpa Ha

JApYTOH.
JlokyMeHTHpOBaHHAas uHpOpMaUs (moxymenT) — 3a)UKCUPOBaHHAs Ha
MaTepHaIbHOM HOCUTeNe MH(OpPMALHsI ¢ PCKBH3UTaMH, IIO3BOJIIOIUMH €€
UIEHTH(DULIUPOBATE.

ONeKTpOHHEIH AokymeHToo60poT (DJI0) — OpraHM3alMOHHO H MIPOrpaMMHO —
TCXHUYCCKH  YIOPANOYCHHAs MH(OPMAIMOHHAS CHCTeMa, obecnednBaromas
nponecc obMmeHa, cbopa, 06paGOTKH, HAKOIUICHHS 1 XpaHeHHs. HMH(poOpManyu
NIOCPENICTBOM DJIEKTPOHHBIX JJOKYMEHTOB.

ONEKTPOHHBIA  JTOKyMeHT (ON1) - mokyMeHT, co3maHHEI IPA  TIOMOIIH
S/ICKTPOHHBIX allapaTHO — TEXHUIECKHUX M MPOTPaMMHEIX CPEACTB, GUKCHUPYEMBEIi
B 1UbpOBOM Kozme B hopme HJICHTHYULUMPYEMOTO 110 CONEPIATENBHON YacTH



HMCHOBaHHOTO  (paiina, NOCTYNHBIA  ist nocnenyromed  o6paGoTkwy,
HCIIOTIB30BaHMs, BOCTIDOU3BEeHHs (0TOGpakeH s1) 1 BU3YaJIbHOTO BOCIIPHATHS, a
TaKKe [UIA Mepefavyd U IOIYYEHHS 110 TCICKOMMYHUKAI[HOHHBIM KaHAJIaM CBS3H.
ITaxet snekTpoHHEIX AOKYMEHTOB (TIaKeT) — OfMH WIIH Golee .

OJIEKTPOHHOE COOGIIEeH e (OC) — noruueckn uenocrTHas COBOKYITHOCTb JaHHEIX,
HMCIOIMX CMBICT IS Y4aCTHHKOB HUH(DOPMaLIHOHHOTO B3aMMOJCHCTBHS,
3aKOMHpOBaHHAas  CIMOCOGOM, MO3BONSIOIMM  OGECIEYHTE ee  00pabotky
CPeACTBaMM BBIYUCIIUTEIEHON TEXHUKH, [Iepeavyy Io TeNeKOMMYHUKAHOHHBIM
KaHalaM CBS3M M XpaHeHHE Ha MALIMHOYHTAEMEBIX HOCHTEIISX HH(OPMAIMOHHEIM
KaHalnam CBSSH M XpaHeHHe Ha MAIIMHOYHTAEMBIX HOCHTENISX HH(pOpMaLUy.
Y4YacTHUK — pabOTHHUKH H aAMUHHCTpanus DPefepanbHOr0 roCyIapcTBEHHOrO
00 KeTHOrO PO ECCHOHAIBHOTO oOpa3oBaTeasHOro YYpexIeHHUs
«I'ocynapctBenHOe yummuime HIUPKOBOTO M 3CTPaJHOr0 MCKyccTBa um. M. H.
Pymsnnena (Kapannamna)y, YHACTBYIOIHE B JJIEKTPOHHOM JI0KyMEHTO060pOTe.
Ornpasutens  3nekTpoHHOTO AOKYyMEHTa (OTIpPaBHUTENh) — paGOTHUK WM
aiMUHUCTpalus OpraHusanmu, KoTopoe HalPABIIIET 3JIEKTPOHHBIA JOKyMEHT.
[Tomyuarens  snextponnoro AOKyMeHTa (momy4aTeib) - paGOTHMK WM
aIMUHUCTpalMs OpraHusalyy, KOTOpoMy OTIPABIIEH 3JIEKTPOHHEIH JIOKYMEHT.
HocraBka snekTponHOrO AOKyMEHTa (HOCTaBKa) — (bH3HUECKHUil npouecc
NEPEMEIICHHS SNIEKTPOHHOTO IOKyMEHTa OT OTIIPABUTENS K IIOJIy4aTeJIio.

1.5. B Hactosiiem ITonoxenuu B xauecTe OJ1 paccmatpuBarores 3JIEKTPOHHEIE
CIIy)X€OHO — HH(OPMAIIMOHHEIE JIOKYMEHTEL.

1.6. ITomoxxeHue PacCTIpOCTpaHseTCs Ha OpraHM3alMI0 PaboOTHI ¢ JMIOKYMEHTaMH,
TICPEIABACMBIMH 1 MOJTyaeMBIMHU C IIOMOILBIO 3IEKTPOHHOMN TIOYTEI, BKIIFOYAS MX
TIOATOTOBKY, PETHCTPALKIO, y9ET, OTIPABKY U IIONyYeHHe.

1.7. TpeGosanus, ycTaHaBnuBaeMbl IlonoxenuweMm, o06sg3aTebHEI IS BCeX
pabotaukoB Opranusanuy.

1.8. Koopnunatopom SJIEKTPOHHOIO NOKyMeHT0060poTa OpraHu3aiuy SBIsSeTCS

JEIIONPOU3BOIUTENb.
2. YenioBus fonycka YyacTHAKA H AOKYMEHTOB K ocymiecTBeHuio 30

2.1. VwyacTHHK pnomyckaeTcs K OCYLIECTBIICHUIO JOKyMEHTOOG0pOTa IOCIIE
BBITIOJIHEHHUS BCEH COBOKYITHOCTH CJIEYIOIMX AeHCTBHI:

- VYCTaHOBKHM  HeoGXOIUMBIX alllIapaTHBIX ~ CPEACTB, IPOrPaMMHOTO M
HH(pOPMaHOHHOTO 06ecreyeHus.

- Opranuzarms smuKa SaeKTPOHHON MOYTH IIoJTy4yareJis.

2.2. Hcnone3oBaHue SJICKTPOHHBIX MOAMHCEH K ocymecTBieHuo DO Ipu
COBEPIICHUM TI'PaXNAaHCKO-IIPABOBBIX CHEJIOK, OKAa3aHHU rOCYJapCTBEHHBIX H
MYHHUIHNAIBHBIX YCIIYT, WCMOJHEHHH TOCYJApCTBEHHBIX M MYHHIUITATBHBIX
(DYHKIHI, OpU COBEPIICHUH HHBIX IOPUINYECKH 3HAYUMBIX NEUCTBHUH, B TOM YHCIIe
B CITy4asX, yCTAHOBJIEHHBIX IPYTUMU (helepaTbHBIMU 3aKOHAMH.

2.3. Tlepevens moxyMeHTOB, TIOATEXKAKUX PETHCTPALNH, CO3/IaHHe, XpaHeHHe M
HCIIONL30BAHHE  KOTOPBIX ~ MOJKHO — OCYIIECTRBIATBCS — MCKIIOUHTENEHO Ha
OyMa)XHOM HOCHTeJIe yKa3aHo B npuiIoxeHun Nel.




3. Opranuzanus 31eKTPOHHOro AOKYMEHTO0000poTa

3.1. Ilopsinok opraHu3aumiy 3MeKTPOHHOTO JOKyMEHTOO00pOTA:

3.1.1. DneKTPOHHEI TOKYMEHTOOGOPOT BKITIOYAET B cels:

* (opmMHpOBaHHE SIIEKTPOHHOTO JOKYMEHTA;

¢ OTNPaBKy ¥ JOCTAaBKY JIEKTPOHHOT'O JOKYMEHTa,

® IIPOBEPKY JIEKTPOHHOT'O JOKYMEHTA;

¢ MOATBEPXKICHHUE MOIYYEHHS SNEKTPOHHOTO OKYMEHTA,

® YY€T JICKTPOHHBIX JOKYMEHTOB;

® XpaHCHHS OJIEKTPOHHEIX IOKYMEHTOB (BELEHHE apXHBOB 3JIEKTPOHHBIX
JIOKYMEHTOB).

3.1.2. ®opmupoBaH#e 31EKTPOHHOTO AOKYMEHTa OCYIIECTBIAETCS B CIELYIOIEM
HOpSIZIKe:

* HOpPMUPOBAHHUE SIIEKTPOHHOTO JOKYMEHTa B BUIE HMEHOBAHHOIO (aiina;

® INOANHMCaHHe CHOPMHUPOBAHHOIO IEKTPOHHOIO JOKYMEHTA B BHIE HMEHHOIO
daiina.

3.1.3. CdopMupoBaHHBIA 3MEKTPOHHEII AOKYMEHT MMEET IOPHIWYECKYIO CHIIy U
BJICGCT NPEAYCMOTPEHHBIE I NAHHOTO JOKYMEHTAa IIPaBOBBIE MOCIEACTBHS B
Clyqae ero Hajlexamero OoGOpMIEHHS B COOTBETCTBHH C HACTOSIIHM
ITonoxenuem.

3.14. C uenslo yMeHbIIEHHS 06GBEMOB nepefaBaeMoil MHGOpMalWKM IpH
TPAaHCIIOPTHPOBKE  JJIEKTPOHHBIX  JOKYMEHTOB  MOTYT  HCIIOJB30BATHCS
CIIeLIHaJIBHBIC AJITOPUTMBI CIKaTHA HH(POPMAIUH.

3.1.5. Bee ropuauyeckue IneicTBHs, ohopMIiseMsie IIOCPEACTBOM 3JIEKTPOHHBIX
AOKYMECHTOB B COOTBETCTBMM C HacrosmmuMm IlonoxeHueM, IpH3HAIOTCS
COBEPLICHHBIMH B MHCbMEHHO! ()OPME U HE MOTYT GBITh OCIIOPEHEI TOJIBKO HA TOM
OCHOBaHHH, YTO OHH COBEPLIECHHBI B 3JICKTPOHHOM BHIE.

3.1.6. Ilocne momy4eHus 1I€KTPOHHOTO IOKYMEHTA NOJTyYaTesib 00s3aH HallpaBUTh
OTNPABHTE/IIO TakOro JOKyMEHTa MOITBEPXKIECHHE O MOJYYEHUH 3JIeKTPOHHOTO
JOKyMEHTA.

4. Opranusanus pa6oTsl ¢ NoCTyname KOppecnoHeHI e

4.1. Crioco0sI [OCTaBKH KOpPpPECIOHAECHIIUH

4.1.1. JlocTaBKka KOPPECHIOHIEHIIUH OCYIIIECTBISIETCS 110 3JIEKTPOHHOM moyTe.

4.2. IlpueM 1 06paboTKa KOPPECTIOHIEHIHH:

4.2.1. KoppecrioHaeHIus, MOCTYNaomas 10 IeKTPOHHON MouTe OT paboTHHKOB
Opranu3zany, NPOXONHUT Yepe3 aHTUBHPYCHYIO IIPOBEPKY, pacredaTsiBaeTcs (eciau
HET JPYrHX BOSMOXHOCTEH O3HAKOMJICHHS C JJEKTPOHHBIM BapHAHTOM TEKCTa),
IpOXOAUT IEPBHYHYIO 00pabOTKy, paclpeiesieH!e, PErMCTPALIHIO.

4.2.2. B mponecce mepBoHavYaIbHOM 06paBoOTKY TOCTyMAaomett KOPPEeCTIOHIEHIIUH
BCE IOKYMCHTBI NIPOBEPSIOTCS Ha HAJIMYHE BUPYCOB, IIPOBEPSETCS MX YHTAEMOCTD
Y TIOJIHOTA.

4.2.3. DNeKTpOHHOEe COOOINeHHe CUMTAeTCSl TIOCTYMHBIIMM IOCITE IPOBEPKU
IOJUTHHHOCTH H BO3MOXKHOCTH €T0 BOCIIPOU3BEACHHU.



4.2.4. TlprieM KOppeCTOH/EHUMH (YTEHHE TIOYTH) OCYMIECTBJIIETCS YYaCTHHKAMH
HE peXxe IIATU pa3 B JIEHb.

4.2.5. O6paboTKa KOPPECTIOHAEHIHH IPOU3BOIUTCS B IEHD €€ IIOCTYIUIEHHUS WM B
TNepBBI paboYHi N€Hb NPH OCTYIUICHHH B Hepaboure IHY.

4.3. Perucrpanus TOKyMEHTOB U Iepeaya ux B JIEJIOIIPOU3BOJICTBO:

4.3.1. Bce mocTynuBIuKe OKyMEHTHI PErHCTPUPYIOTCS U 0OpabaTeIBarOTCS.

4.3.2. PerucTpanus IOKyMEHTOB NPOM3BOIMTCA B J€Hb HX MOCTYIUIEHUS. WIIH B
TIepPBEIi pabounii IeHs NP MOCTYIUIEHHH B Hepaboyne AHHU.

43.3. Tlocne perucrpauuu  IONyYeHHbIE AOKYMEHTBl  NIEpefalTcsi B
JIEIOIIPOU3BOCTBO.

4.4. TloxTBepk ACHHE O TIOTYYEHNH IIMEKTPOHHOTO JOKYMEHTA:

4.4.1. Tlpy mNOTy4eHUH BIEKTPOHHOIO AOKYMEHTa MOJy4arelb IO 3ampocy
HAIpas/IAeT OTNPaBUTENIO TaKOTO NOKYMEHTAa TOATBEPXKAEHHE O IIONy4eHHH
JJICKTPOHHOrO oKyMeHTa. [TonTBepknenne HanpasiseTcs B popme 3JIEKTPOHHOT'O
COOOIIeHHS.

S. Opranusanus OTIPaBKH JOKYMEHTOB

5.1. TlonrotoBKa HOKYMEHTOB K OTIIPABKe.

5.1.1. K nokymeHTaMm, OTHpaBIsSeMbIM IIO 3JIEKTPOHHOM I10YTe, NpembsABISIOTCS
Clefylomye TpPeOOBAHMS: JOKYMEHTHI TOTOBATCS € TMOMOIIBIO TEKCTOBOLO
penakropa Word unmm tabmuusoro penakropa Exell ¢ ucnons3oBamuem mpu¢TOB
Arial, Times New Roman u moryT comepxars rpadpuyeckre u306paKeHUs] B
¢dopmate PDF, JPEG.

5.1.2. Ilpu oTmpaBKe MOKYMEHTOB IpEABAPHTENHLHO IPOU3BOJIUTCS MPOBEPKa HX
JIOCTOBEPHOCTH.4

5.2. OtnpaBka JOKYMEHTOB I10 3JIEKTPOHHOI IouTe.

5.2.1. JIOKyMEHTEI, IOJIeXalie OTIIPaBKe IO  3JIEKTPOHHOM  IOYTE,
00pabaTeIBAIOTCS M OTHpPAaBIAIOTCS B JEHb HX MOCTYIUIEHUs JM0O0, Kak
UCKIIIOYeHHe, He II03/[Hee CIeAYIOIEero pabodero HS.

5.2.2. Jlocsulka WM 3aMeHa paHee Pa3ocIaHHOTO JOKYMEHTa OCYILIECTBIISIETCS IO
YKa3aHHIO JIMIIA, TIOANKUCABIIEro JOKYMEHT.

5.2.3. B OIHOM 31€KTPOHHOM COOGUIEHHH, KaK IPaBHIIO, MIEPECBIIACTCH OJUH
JIOKyMeHT. B ciydae, eciii Heo6X0[UMO TepecnaTh HECKOIBKO JOKYMEHTOB, OHH
HOAJIeXAT 00s3aTeNbHOM yrakoBke B apxuBax RAR wmu ZIP. HoxymeHT, 06beMoM
6onee 100 xBaiit, apxusupyercs.

5.2.4. Ilepen oTmpaBKOif JOKyMEHTa MO 3NEKTPOHHOH II0YTEe HEOGXOMUMO
INPOBEPHUTH €r0 Ha HATUYUE BUPYCOB.

5.3. C IoMOIIBIO 2MEKTPOHHON MOYTHI OCYINECTBIAETCA ONepPaTHBHAS nepenada
MHPOpPMAIHH B BUJIE:

® NIPUKA30B U PacOpPsHKEHHI;

® YKa3aHUU U MHCEM;

® 3JIEKTPOHHBIX COOOIIEHHIA;

® NOKJIQIHEIX M CIIY>KeOHDLIX 3aIHCOK.



6. Xpanenne 3JIEKTPOHHBIX JOKYMEHTOB

6.1. Bce anexrponHsie AOKYMEHTBI JOJDKHBI XPAHUTHCS B TOM ke ¢popmare, B
KOTopom oHu 6biiu chopmupoBansL, OTIPABJICHEI U MOJTYYEHBI.

6.2. Cpok xpaHeHus SNIEKTPOHHBIX TOKYMEHTOB JIOJKEH GBITh MeHee IISITH JIET.

6.3. O6s3aHHOCTH XPAaHCHUS 3NIEKTPOHHBIX JIOKYMEHTOB BO3JIaraloTcsi Ha
Yyacraukos /10.

6.4. OnekTpoHHEIE APXHUBBI TOMJIEXXAT 3allHUTE OT HECAaHKIIMOHUPOBAHHOI'O
AOCTYIIa, HEIPETHAMEPEHHOTO YHHYTOXKEHHS 1 (wn) uckaxkenwus.



IIpunoxenne Nel
K nonoxenuro 06 snexrponnom AOKyMEHTO060pOoTE

Ilepedens nokymeHnTOB, momIesKamux perucTpaunmu, co3iaHue, XpaHeHHe H
HCIOJIb30BaHHE KOTOPBIX A0JIHKHO OCYLIeCTBIIAThCS HCKJIIOYHTEJILHO HA
OyMa’kHOM HocHTee

- 'apanTuiineie micema, nperensum.
- [Iucema ¢ npunoxenusim:

CD/DVD nauckos u flash-nakonureneis;

OPUTMHANIOB JIOKYMEHTOB (B T.4. C COGCTBEHHOPYYHOl MNOJIUCHI0) HIIH
3aBEPCHHBIX KOMUH (IIPHKAa30B, aKTOB, IPOTOKOJIOB, YCTaBOB H T.I1.);

C6p0IIIIOpOBaHHBIX/HpOIHHTBIX/HepeHJIeTeHHLIX JOKYMEHTOB U KHUT.
- ITucbMa ¢ NpUTOXEeHUAMH K HiM, CofiepIKaIIye:

uHpopMarmio J[CIT

TIEPCOHANIEHBIE JJaHHBIE

KOH(HUIEHIHAbHYTO HH(DOPMALIHIO

HHYIO HMHOOpMAlMIO H JOKYMEHTAaLHMIO, He MIOJUIEXKAIIYI0 CKaHUPOBAHHIO
(Hanpumep: My3eiiHble IpeMeTsl, KYJIbTypHBIE LIEHHOCTH)
- IIepenucCKa II0 BOMpPOCaM, CBA3aHHBIM C HCIOJHEHHEM rOCy1apCTBEHHBIX
KOHTPAKTOB, 3aKa34YHKOM I10 KOTOPHIM ABISETCS MuskynsTyps Poccu.
- SAIBKM Ha 3aKpeMNeHHe Ha IIpaBe  ONEpPaTHBHOIO YHOpaBieHUS 3a
TIOABEIOMCTBEHHBIMH  OpPTraHU3aLUsAME HEIBHXHMOLO UMyIeCTBa/liepejady B
IOCTOSHHOE (O€CCPOYHOr0) MONB30BAHKS B T.4. COrIACOBAHME nepeiayu 00HEeKTOB
HE/IBIKMMOTO UMyIIECTBa B ka3Hy Poccuiickoii ®enepanun.
- 38ABKH Ha 3aKIIOYCHHE COTJIAIICHUH 00 yCTaHOBIICHHH CEPBUTYTA HA 3eMeNbHEIX
yHacTKaX, 3aKpEIIEHHBIX 32 [10/IBEIOMCTBEHHBIMH OPraHH3alHsAML.
- 324BKH Ha CHHCaHHWe (eNepaibHOrO HEIBHKMMOTO UMyIiecTBa (BKIIIOYas
OOBEKTHI He3aBEPUICHHOTO CTPOHUTENIBCTBA), & TAKXKe 0CO60 IEHHOrO JBHKUMOIO
HMYIIECTBA, 3aKPEIICHHOTO 33 [OBEIOMCTBEHHBIMU OPraHU3aIUSIMH.
- 3aiBKM Ha OJOOpEHHE CHENOK ¢ ydacTHeM denepansHOro 6romKeTHOrO
YUPEXNICHHUS, B COBEPLICHHN KOTOPBIX HMEETCSI 3aHHTEPECOBAHHOCTb.
- 3a4BKU Ha TIe€pe/lady HEKOMMEPUECKHM OPraHU3alHsaM B KAYeCTBE MX yupenuTeis
MM yHaCTHUKA NEHEXHBIX CPEACTB (€CIH MHOE HE YCTAHOBIEHO YCIOBUSIMH UX
NPEAOCTaBICHHA) M HMHOTO MMYINECTBA, 3a MCKIIOYECHHEM 0CO60 LIEHHOT'O
ABIDKHMOIO ~ MMYINECTBA, 3aKPEIUIEHHOTO 3a  (helMepaibHBIM  GIOIKETHEIM
YAPeKNCHUEM 33 CHYET CPEICTB, BBIJCNCHHBIX €My COGCTBEHHHKOM Ha
NPHOOPETEHHE TAKOTO UMYIIECTBA, 4 TAKKE HeBHKIMOLO HMYILIEeCTBa.
- 3@ABKH Ha pacnopsikeHHe o0co00 LEeHHBIM IBMIKHMBIM HMYINECTBOM,
3aKpEILICHHBIM 33 (eAepabHBIM GIOKETHBIM YIpeKICHHEM y4dpenurenem, Ju6o
NIPHOOPETEHHEIX €r0 yupeauTeNeM Ha IPHOOPETEHHE TAKOTO MMYILECTBA, 4 TAKIKe
HEJIBHXXKMMOTO UMYILIECTBA.
- HHai  JIOKyMCHTalus, IPEAOCTaBlsieMas Ha OyMaXHOM HOCHTENle, B
COOTBETCTBMM C TpeOOBaHUAMH 3aKOHOIATENbCTBA Poccuiickoit benepanyn
(onpenensieTcst mpopUIBHEIM JlenapramenTom Munucrepcraa).



