[MPUHATO: YTBEPXIEHO:
AJIMUHUCTPATHUBHBIM COBETOM npukazom qupekropa Llentpa «I[lowck»
[Ipotokom ot «11» ssuBaps 2021 r. No 4 ot «11» suBaps 2021 r.

ITonoxeHue 00 opraHu3alvy JISKTPOHHOTO JOKYMEHTO000pOTa
rOCyJIapCTBEHHOT'O aBTOHOMHOT'O 00pa30BaTEIbHOTO YUPEHKACHUS
JTOTIOJTHUTEILHOTO 00pa30BaHMS

«enTp ms onapennbix aerer «llouck»

1. O0ume nonoKeHus

1.1. Hacrosmee [Tonoxxenue «O06 OpraHu3aluu 3JIEKTPOHHOTO
nokymeHTtoobopora (mamee — IlomoskeHue) TrocyaapCTBEHHOTO  aBTOHOMHOI'O
00pa30BaTEeNLHOTO YUPEKICHHS JOMOTHUTEIHHOTO 00pa3oBanus «LIeHTp Ui oqapeHHBIX
nereit «llouck» (manmee — lLleHtp, yupexaeHue) pa3pabOTaHbl B COOTBETCTBUU C
®enepanbHbIM 3ak0HOM «O0 oOpazoBanuu B Poccuiickoit @enepanumny, OenepaibHbIM
3akoHOM OT 27.07.2006 Ne 152-®3 «O nepcoHanbHbIX JaHHBIX»; DeaepaibHbIM 3aKOHOM
o1 27.07.2006 Ne 149-®3 «O06 undopmariiu, THGOPMAITMOHHBIX TEXHOJIOTUAX U O 3aIIUTE
uHpopmanuu, [Ipukazom Munucrepcra npocsemeHust PO or 9 wosops 2018 r. N 196
“O0 yrBepxkaeHun Ilopsaka opraHuzalul M OCYHIECTBIEHHS 00pa3oBaTelbHOM
JIESITEIbBHOCTH 110 JIONOJHUTENIBHBIM 00111€00pa3oBaTeNIbHBIM Mporpammam, lIpukasom
MunucrepcTBa 0o0pazoBanus U Hayku PD ot 23 aBrycra 2017 r. Ne 816 «O0 yTBepxk1eHIH
NOpsIKa TPUMEHEHHsS] OpPraHMU3alMsIMH, OCYLIECTBISIOIIMMH  00pa30BaTEIbHYIO
JeSITebHOCTb, JJIEKTPOHHOT0 00Y4EHUs, TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI
IpU peanu3alnuu o0pa3oBaTelIbHBIX MporpaMm», yctaBoM Llentpa «llouck», npyrumu
JIOKaJIbHBIMU HOPMATUBHBIMU aKTAMH YUPEKICHHUS.

1.2. Hacrosimee IlonoxeHue ompexaenseT NPUHLMNB  BHEAPEHUS U
UCIIOJIb30BAaHUSI CUCTEMBI JIEKTPOHHOI0 JoKyMeHTooOopora LlenTpa «llounck», a Takxke
periiaMeHTHpyeT MOPSIOK AESITENbHOCTH paOOTHUKOB YUPEXKAEHUS B paMKax paOoThl B
cHCcTeMe aBTOMATU3ALUU JISIONPOU3BOJICTBA U SJIEKTPOHHOTO JOKYMEHTOO00pOTA.

1.3.  OcHOBHBIEC TEPMHHEI H OTIpE/ICICHNUs, YHOTpeOsieMble B [lonoxennu:

1.3.1. Cucrema 31eKTpOHHOTO JAokyMeHToobopora (CDJ) — cucrtema,
MOCTPOCHHAass Ha 0a3e MPOrpaMMHOTO  PEIIeHHs,  ITO3BOJISIOIIAS
OpTraHU30BaTh AIEKTPOHHBIN JIOKyMEHTOO0OpOT y4eOHOI,

pacropsauTenbHOll M MHGOPMAIMOHHO-CIIPABOYHON  JIOKyMEHTAllUH,
3¢ (}EeKTUBHO aBTOMATU3UPOBATh IMPOIECCHl pabOThl C JOKYMEHTaMH,
IIPOEKTaMHU JOKYMEHTOB, IOPYUYEHUAMHU U 33Ja4aMHU.

1.3.2. bymaxHbIii TOKYMEHT — 3a(UKCHpOBaHHAs Ha OyMa)XHOM HOCHTEJe
uHpOpMaLUs C pEKBU3UTAMH, TIO3BOJISIIOIIMMHE €€ HICHTH(PULIUPOBATD.



1.3.3. PekBU3HUTHI AJEKTPOHHOTO JOKYMEHTa — O0OS3aTelbHBIE DJIEMECHTHI
o(OopMIICHHS TOKYMEHTOB, KOTOPBIC JIOJKHBI COJIEPKATHCS B JIEKTPOHHOM
JOKYMEHTE JIJISl IPU3HAHMS €0 JICHCTBUTEIBHBIM.

1.3.4. BHyTpeHHU JOKYMEHTOOOOPOT — JIBIKEHHE TOKYMEHTOB C MOMEHTa HMX
CO3MaHMSI WM TONYYCHHS] 10 3aBEPIICHUS WX HUCIHOIHEHHUS BHYTPH
yupexaeHus. [lopsmok NpOXOXKACHUS JIOKYMEHTOB W OIEpalluH,
MPOU3BOJUMBIC C  HHMH, PETJIAMEHTHPYIOTCS  WHCTPYKIMEH  TI0
NIENIOTIPOU3BOJICTBY | JIOJDKHOCTHBIMU UHCTPYKIUSIMU
pabOTHUKOB KOHKPETHBIX MOAPA3ICICHUN.

1.3.5. BHemHuii 1OKyMEHTOOOOpPOT — OOMEH JOKYMEHTaMH, CO3/IaHHBIMU
nocpenctBoM COJl u 6e3 Hee, MEXIy YUYPEKICHUSIMH U CTOPOHHUMH
OpraHu3aIUsIMH, CTPYKTYPaMHU.

1.3.6. [Tonp3oBatens CDOJ[ — cyOBeKT, HMEIOIIUNA JOCTYIl K CHCTEME,
o0panIaroIuiics K CUCTeME ISl OTYYEeHUsI He00X0AUMOM eMy HH(popMaIum
U TIPOBEJICHHS PA3JIMYHBIX JCHCTBHUH C JICKTPOHHBIMU JOKYMCHTAMH.

1.3.7. Dnexkrponnsiit nokymeHT COJl — HJOKYMEHT, CO3JJaHHBINA, 00paOOTaHHBIN U
XPaHALIMICS B JIIEKTPOHHON CUCTEME YUPEXKICHMUS.

1.3.8. IIpouecc nBuwxeHusi 10KyMmeHToB B COJl — 01Ha WJIM HECKOJILKO MPOLIEYp
MEepPEMENICHUST AJIEKTPOHHOTO JIOKYMEHTA, JUISl BBIMOJHEHUS KOTOPBIX
(bOopMUPYIOTCS COOTBETCTBYIOIINE 33/Ia4H MOJIb30BATEISIM CHCTEMBI.

1.3.9. Ilpoext nokymenta COJ] — 31eKTPOHHBINA TOKYMEHT, co3aHHbiil B CO/I, B
OTHOLIEHUH KOTOPOIrO HE 3alyIIeH MPOLECcC IBUKEHHUS UM OH HE MPOIEeT
CTaJINI0 YTBEPKIACHUS.

1.3.10.Bxomsimuii  nokymenT CDOJ] — 1OOKyMEHT, TOCTYNHMBIIMKA B ajpec
YUpEKIEHUST OT BHEIIHEW OpTraHu3allid, MOJICKAIINN PETUCTpallud U
nocneayrleit 00padoTke (0TBETa, UCTIOTHEHUS, 03HAKOMIICHHS ).

1.3.11. Bxomsimuii jokymMeHT mosib3oBarenss COJ] — 2JIeKTpOHHBINH JTOKYMEHT,
TpeOyIOIIHl OT MOJIb30BaTENs PearupoBaHus (COTJIacoBaHUs, MOAMUCAHUS
(YyTBepKIEeHHE), BBIHECEHUS PE3OJIIOLINN, UCTIOTHEHUS U T.JI.).

1.3.12. Vcxomsmmii  gokymeHt CDOJI —  mokymeHT, chopMuUpOBaHHBII
MOJIPa3JICIICHUEM YUPEXKIEHUs, MOANMCAHHBIN YIOJIHOMOYEHHBIM JIHMIIOM,
HaITpaBJICHHBIN B aJIpeC BHEIIHEHW OPraHMU3allid, CTPYKTYype, MOIeKAIUN
pPETUCTpALIMY U OTIIPaBKE aapecary.

1.3.13. Ucxoasmumii fokyMeHT moib3oBatens COJ] — aneKTpoHHBIN JOKYMEHT, B
OTHOIICHHH KOTOPOTO ITOJIb30BATElb SBJISCTCS HWHUIMATOPOM Ipoliecca
00paboTku (coriacoBaHus, MOANUCAHUS (YTBEPKACHUS), UCTIOTHEHHUS U
T.J.).

1.3.14. Pactiopsinutensable  TokyMeHTHI C3JI — JOKyMEHTBI, B KOTOPBIX

bUKCUPYIOTCS ~ pelIeHHs aAMHUHHCTPATHBHBIX W OpraHU3allMOHHBIX
BOIIPOCOB JICATEIIbHOCTH YUPEKIEHUSI, CO3JaHHbIe U xpaHsmuecs B CO/I.



1.3.15. UndopmarnimonHo-cripaBoYHble  ciykeOHble  gokymeHThl CDOJ[ -
JIOKYMEHTBI, KOTOPBIE COOOINAIOT CBEIEHUS, MOOYKIAIONINe MPUHUMATH
OIpENICIICHHBbIC PEIICHUs, T.C. MHUIHUUPYIOT YIPABICHYCCKHE PpEHICHUS,
MO3BOJITIOT BBIOPATH TOT MJIM HHOHM CTIOCO0 yIpaBIEHYECKOTO BO3ICHCTBYS,
U TpeIHAa3HAYCHHbIC TOJBKO st monpaszneneHuit llentpa «llouck»
(ciyxeOHast, TOKJIaaHas 3aUCKH, 3a9BKU U T.1.).

14. Tlemu CON;

1.4.1. O6ecnevenne noctynHocTH HHGoOpManuu s d3PPeKTUBHOM pabOThl BCEX
MOApPa3ICIICHUN YUPEKIECHUS;

1.4.2. TloBblieHHE OMEPATHBHOCTH M KauyecTBa IOATOTOBKM BHYTPEHHUX H
BHEIIHUX JOKYMEHTOB YUYPEIKIACHUS;

1.4.3. BHenpeHne 3JIeKTPOHHOTO apXUBa JOKYMEHTOB YUPEXKICHHS, MOIICKAIINX
JIOJITOBPEMEHHOMY XPAaHEHUIO;

1.4.4. CHmkeHre HU3EpPKEK BPEMEHHM Ha TMepeMellleHHe JOKYMEHTOB BHYTpHU
LenTpa «Iloucky, BKIrOYas QPrIAaibl;

1.4.5. TloBbIIeHNE AAMUHUCTPATUBHON AUCIUTUIMHBI pAOOTHHUKOB BCEX KaTErOpUid
B YUPEKICHHH.

1.5. 3Bamauu COJI:
1.5.1. Besenue neHTpaan30BaHHOTO y4YeTa U XpaHEHHs yueOHOH TOKyMEHTAIlNH;

1.5.2. Benenue LEHTPalIM30BaHHOIO Yy4eTa M XpaHEHHsl JOKYMEHTAllMH IO
COTpYAHHUKAM;

1.5.3. ABToMaTH3anms pa3pabOTKH, ydeTa W XpaHEHUs IOKyMeHTanuu. 1.6.

Cocrasnsle aneMenTsl CO/1. 0 xopriopaTuBHAas JIOKaIbHO-BBIYACIUTEIbHAS
CETh yUPEXKICHHS U KOPIIOPaTUBHAA 110YTa;

a anekTpoHHas 6aza maHHbIX oOyvaromuxcs Llentpa «[louck»;
O ounmansuelii caiit Llentpa «[loucky;
a opuMagbHble  COOOIIECTBA  YUYPEKIECHUS B  COIHAIBHBIX  CETAX
«BkoHTakTe»,
«Facebook» u np.;
a cUCTeMa BUJICOKOH(EPEHIICBSI3H,
a MpOrpaMMBbl, Ui  Tepeladd  OTKPBITOM W KOH(HUACHIHUATHHOM:

OyXranTepcKoi, cTaTucTuueckoi nHpopmanuu, ceeenuit B [IOP u np.;

O ounmanbHeIN cair Juig  pasMmelieHuss HHPOpPMALUHU O
roCy1apCTBEHHBIX
(MyHMLIMIIANIBHBIX ) YUPEXKACHUAX bus.gov.ru, 0 TOCYAapCTBEHHBIX 3aKymnkax zakupki. gov.ru;

O «ABepc: YrpaBieHHe yUpexKIeHHUEM JONOIHUTEIBHOTO 00pa30BaHUA»;
O crpaBo4HO-TIpaBoBas cucreMa «Koncynprant [Lmrocy;
O MHBIE KOMIIOHEHTBI, HE0OXOAMMBIE JUIs OpraHU3aIK y4eOHOro mpolecca u

B3aUMOJICHCTBUSA KOMIIOHEHTOB CO/I.



1.7. TpebGoBanus Hactosmero I[lomoKeHHs pacpPOCTPAHSIIOTCS HAa BCE CTPYKTYPHBIC
noapasacCICHUA U 065133T€HBHBI JIs1  BBIIIOJIHEHHUA BCEMU JOJIKHOCTHBIMU JIMIaMHU U
COTPYIHUKAMHU YUPEKJICHHS, YIaCTBYIOUIMMHU B Ipoliecce JOKYMEHT0000poTa.

2. O0muit nopsanok npumenenus COJ]

2.1. ®opmupoBaHUE U ABMKCHUE JOKYMEHTOB BHYTPH YUPEKACHUS OCYIICCTBIISICTCS C
nomouipio C3J] B cOOTBETCTBHM C TpeOOBaHUSAMHU HACTOSIIETO JIOKYMEHTa,
pernamerntamu pabotel B COJl, WHCTPYKIHMSIMH TIOJNB30BaTENICH, a Takke
UHCTPYKIMEH MO Jeaonpou3BocTBY B LlenTpe «Ilouck».

2.2. Ha  ¢aiimoBom  ceTeBOM pecypce cepBepa
«poiskserver\filemetodist\ .
DneKTpoHHbIE JIOKYMEHTBD) JIOKAIbHO-BBIYHCIIUTEIBHON CETH pa3padaThIBAOTCS, U3MEHSIOTCS,
KOPPEKTUPYIOTCSL M XPAHSATCS CICTYIOIIUE TOKYMEHTHI:

2.2.1. JlokyMeHTBI IO OpraHu3auu y4eOHOro mpoiiecca:

a y4eOHbBIC TUTAHBI;

O KHHUTa [IPUKA30B M0 yyalluMcs;

O JIONIOJTHUTENbHbIE o01eo0pa3oBaTesibHbIE o011epa3BUBaroOIe
nporpaMmsl; O paboune MporpaMmsl;

O IUTaHbl PabOThI CTPYKTYPHBIX NOApPA3/ICIICHU;

O MeTOoAMYECKast TUTepaTypa 1 MaTepuabl;

a0 MPOTOKOJIBI ITEarorHIecKOro COBETa;

O o0pa3s1pl JOKYMEHTOB 00 00pa30BaHUM U MHCTPYKIUH I10 3aII0JIHEHUIO;

O JOKYMEHTbl ~KOHTPOJIUPYIOIIETO UM  PaCHOPSAUTENILHOTO  XapakTepa,

Kacaroluecs: y4eOHO-BOCIIUTATEIBHOTO Tpolecca (MpUKas3bl, TpeOOBaHUS, MOPYUYEHUS,
3a/IaHus U T.11.);

2.2.2. JIOKyMEeHTbI, ONPEeNIoNIHe AeITeNbHOCTb!

O yCTaBHBIE TOKYMEHTHI LIeHTpa, periiaMeHTUpyIoLIHe AesTeNbHOCTD;
nokanbHble akThl LlenTpa «[lonck», U3MEHEHUs U JONOJHEHUs K HUM;
opraHu3zaiys paboThl ¢ IEPCOHATBHBIMH JaHHBIMH;

MyOJIMYHBIE OTYETHI,

JIOKAJIBHBIC aKThI ICHTPA «IToucky;,

O OooOooOo &

opraHu3anusa 0e30ImacHOCTH JACATCIIbHOCTH.

2.2.3. JIokyMeHTHI IO OpraHU3alH e TeIbHOCTHU:

O MIPOTOKOJIBI  COBEUIaHWM, coOpaHuil, 3a UCKIOYEHHEM IPOTOKOJIOB,
MOJUIeXkKAIUX B COOTBETCTBUHU C TPEOOBAHUSAMH 3aKOHOIATEIbCTBA M PELICHUSIMU OPTaHOB
yIpaBIeHUS YUPEKICHUEM, XPaHEHHUIO B JOKYMEHTapHOH QopMme;

O MIOPYYEHUS, 3aJaHUsI U UHBIE JOKYMEHTBI PACIOPSIUTEIBHOIO XapaKkTepa,
KACaroIUeCs: OPraHU3allMOHHBIX BOIPOCOB AesTenbHOCTH LenTpa «llonck»;



g MEepeNnucKa CTPYKTYpHBIX mnoxpasaeneHuil LlenTpa «llouck», Bkiroudas
¢bumanel.

2.3. Ha cepepe SRV J0KanbHO-BBIYMCIUTEIBHOM CETH  pa3paldaThIBAIOTCH,

U3MEHSIOTCSI, KOPPEKTUPYIOTCS U XPAHATCS JOKYMEHTBI O (PMHAHCOBO-XO3SIICTBEHHOMN
nearenbHocTH Lentpa «Iloucky.

2.4. OO0paboTtka BXOJSAIIUX, ACXOISIINX JIOKYMEHTOB OCYIIECTBIIACTCS
COOTBETCTBYIOIIMMHU CTPYKTYPHBIMH TOpa3aeneHusMu. JlerictBus monb3oBarens B CO/J]
10 BBINOJHEHUIO Tporeayp oOpaOOTKHM JIOKYMEHTOB ONKMCAHBI B PYKOBOJCTBaX
MOJIb30BATENSI CHCTEMBI, & TAK)KE B MHCTPYKIIHUSX TOJTB30BATEIS.

3. OCHOBHBIE IMTPMHIMUIILI Y ITPOLECCBHI JOKYMEHTOOBOPOTA

3.1 HOKYMCHTOO60p0T — 9TO ABUKCHHUEC NOKYMCHTA C MOMCHTA €ro CO3AaHus UJIN MOJYUCHUA

710 3aBEPIICHUS UCTIOTHEHHSI UK OTIpaBKU. 3.2. OCHOBHBIE MPUHIMUIIBI JOKYMeHTooOopoTa: O
LEHTpaTu3alus onepaluii no npuemMy, NepBUUHOI 00paboTKe U OTIPABKE JOKYMEHTOB;

g MapuUIpyTU3aLus OTJAEIbHBIX BUI0B JOKYMEHTOB (pa3paboTKa cXeM MPOXOXKACHUS
JIOKYMEHTOB);
a OJIHOKPaTHOCTb PErucTpaluy JOKYMEHTOB (JIOKYMEHTBI, IIOCTYHAIOLUIUE B

OpraHu3aliio U CO3JaBAC€MbIC B OpTraHU3allUH, PETUCTPUPYIOTCIA OAHWH pa3: BXOAAIIUC — IIPU
MOCTYIJICHHUU, BHYTPCHHHUC U UCXOAAIINUEC — IIPU O(bOpMJ'IeHI/II/I 6YMa)KHOFO OpI/IrHHaHa);

a UCKJTIOYEHHE HeOOOCHOBAHHBIX COTJIACOBAHU;

a WUCKIIIOYCHHE WJIM MaKCUMaJbHOE OrpaHUYCHHE BO3BPATHBIX JIBIXKCHHM
JIOKYMEHTOB;

g MaKCHMalbHOE €IMHOOOpa3ue B MOPSIKE MPOXOKACHUS U MpoIeccax 00pabOTKH

OCHOBHBIX KaTeFOpI/Iﬁ AOKYMCHTOB, HCXOASA H3 TOI'0, YTO KaAXKIOC IMCPEMCHICHUC JOKYMCHTA
JOJIXKHO OBITh OIpaBaaHHBIM.

3.3. Ilpuem u oOpabGorka nokymeHta B COJ] mpencraeiser co0oil mosyueHue
JIOKyMeHTa noJjb3oBareneM CI/l, a Takke moMelieHue ero B 0a3y XxpaHeHHs..

3.4. Peructpamus moxkymenta B COJ] — 3ammch y4eTHBIX JAHHBIX O JIOKYMEHTE IIO
ycTaHOBJIEHHOU opme, puKcupyroiei (hakT ero co3aanus, OTIPABICHUS UM TOTyYSHUS
B DJICKTPOHHOU (hopme.

3.5. TloaroroBka mpoekra B COJ] — nmelicTBUs TOJb30BaTeled B pamMKax Ipoliecca
COBMECTHOM pPabOTBl C TPOEKTOM JOKyMeHTa. Ha mgaHHOM »JTame ompenensercs
JKU3HEHHBIH UK JOKYMCHTA. HpI/I H€06XO)II/IMOCTI/I BHOCATCA KOMMCHTAapPHUU I10 IIPOCKTY.

3.6. CornacoBanue mokymeHnta B COJ] — meiicTBHsI Moib30BaTeNs, HE SBISIOMIETOCS
aBTOPOM JIOKYMEHTa, B paMKax IpoIlecca COBMECTHOM pabOThl ¢ MPOEKTOM JOKYMEHTA,
BBIpaXaroIllee €ro COriachue ¢ €ro CoAepKaHUueEM.

3.7. Ha srame cornacoBaHus y4YaCTHHKaM Ipoliecca HA3HAYAIOTCS COOTBETCTBYIOLIHE
3aja4d. s cornmacoBaHMs MPOEKTa IMOJIB30BATEIb BBIPAXKAET COIVIACHE C JOKYMEHTOM
(YZIoBieTBOpSET), MPU HEOOXOIUMOCTH (PUKCUPYET 3aMEUaHuUsI.



3.8. IIpouecc moamucu/yrBepkaeHus gokymeHta B COJ] — 3amonHeHHE pEeKBU3HTA
nokymenta B CDJl, npuparommii HOPMATUBHBIA WJIM TPABOBOM XapakTep €ro
cogepxkanuto. 3.9. B pamkax manHoro mporecca aupekrtop lLlentpa «llouck», ero
3aMECTUTENH U PYKOBOJAUTEIN MOIpa3IICHUIN YUpExKACHUS YTBEPKIAAIOT WA OTKIOHSIOT
MPOEKT JOKYMEHTA. 3.10. BeiHecenue pesomounn B COJl — co3manue 3amayu
PYKOBOAMTENEM, 3aMECTHTENIEM  yUPEKICHUS/CTPYKTYpPHOTO  TMOJApa3AeieHus 00
WCIIOJIHEHUH JIOKYMEHTa, B KOTOPOU OIpPEAEIISIIOTCS 3a/laHhe, CPOKU €ro BBIMOJIHEHUS U
nepeyeHb UCIIOHUTENEH (7151 KOHTPOJIbHBIX OPYUYEHH TaKKe YKa3bIBAETCSI KOHTPOJIEP).

3.11. MUcnonuenue/o3nakomsienne B COJ] — mporecc BBIMOJHEHUS IOJIH30BATEIEM
Ha3HAYCHHOU JIJISl HETO MHIMBUAYAJILHOW 3a/1auu.

3.12. Koutpomas ucnonnenus B C3Jl — MOHUTOPHUHT X0OJja UCIIOJIHEHHUS M0JIb30BaTEISIMU
HA3HAYCHHBIX JJIs1 HUX 3a/a4, OCYIIECTBISIEMbIN JOIHKHOCTHBIM JIUIIOM, BBITTOJIHSIONIUM
(GyHKIIMM KOHTpOJIEpa.

4. OCOBEHHOCTHU JOKYMEHTOOBOPOTA TP PEAJIN3ALINU ITPOTPAMM
C [IPUMEHEHUWEM SJIEKTPOHHOI'O ObYYEHU A

4.1. Hentp «Ilonck» DOBOAAT 0 YYaCTHHKOB 00Opa3oBaTEIbHBIX OTHOLICHWH WH(OPMALHUIO O
peanu3any 00pa3oBaTeIbHBIX IMPOrpaMM WM UX YacTe ¢ NPUMEHEHHEM 3JIEKTPOHHOTO
00y4YeHHs, TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIA, 00ECIICYNBAIONIYI0 BO3MOXHOCTD UX
MIPaBUIILHOTO BBIOOpA.

4.2, ]_[eHTp «llonck» caMoCTOATEIBHO OMPCACIIACT MOPAAOK OKa3aHUA y‘le6HOMCTOI[I/I"IeCKOI7I
oMo O6yIIaIOHII/IMC${, B TOM 4YHCJIC B q)opMe HHAUBUAYAJIbHBIX KOHCYHBTaHHi/JI, OKa3bIBA€EMBIX
JUCTAHIIMOHHO C NUCIIOJIb30BaAHHUEM I/IH(I)OpMaI_[I/IOHHHX 1 TCIICKOMMYHUKAIIUOHHBIX TEXHOJIOTHIA.

4.3. LHentp «Ilouck» caMoCTOSATEIBHO OMPEAEIIIET COOTHOIICHHE 00beMa 3aHATUH, IIPOBOIMUMBIX
IIyTeM HEMOCPEJCTBEHHOI0 B3aWMOJICHCTBUS MEJarorn4eckoro paboTHUKA ¢ 0OydarouIuMcs, B
TOM 4YHUCJIE C MNPUMEHEHHEM OJIIEKTPOHHOIO OOy4YeHUs, IUCTAaHIIMOHHBIX O0pa30BaTEIbHBIX
TexHojoruil.  Jlomyckaercs  OTCYTCTBHME  y4€OHBIX  3aHATUH, MPOBOJAUMBIX  IYTEM
HETMOCPEJCTBEHHOI0 B3aUMOJEWCTBUS Melaroruyeckoro paboTHHKAa ¢ OOyyaromuMmcs B
ayJIUTOPHH.

4.4. llpu peanusanuu o0O0pa30BaTENbHBIX MPOTpaMM MM HMX 4YacTedl ¢ MNpPUMEHEHHEM
UCKJTIOYUTENIBHO 3JIEKTPOHHOTO O0OYy4eHHs, AMCTAHLUMOHHBIX OO0pa30BaTENbHBIX TEXHOJIOTHI
Hentp «Ilonck» caMocTosTENBHO U (MIJIM) C UCTIOIB30BAaHUEM PECYPCOB MHBIX OpraHU3alluii:

4.4.1. Coznaer yCIOBUS L (YHKIIMOHUPOBAHUS INEKTPOHHON

nH(pOopMalMOHHOOOpa30BaTeNIbHOM  cpefbl, o0OecneunBaroIIeld OCBOCHHE OO0Yy4aroIIUMUCS
0o0pa3oBaTeNbHBIX MPOrpaMM WM KX YacTeid B IOJHOM o0O0beMe HE3aBUCMMO OT MecTa
HaXO0XIEHUS 00yJaroluxcs;

4.4.2. ObGecrieunBaeT WACHTHU(UKAIMIO JIMYHOCTU OOydarolerocsi, BeIOOp crocoba KOTOpoi
OCYILECTBIISICTCS OpraHU3aIel caMOCTOATENbHO, M KOHTPOJIb COOJIOCHUS YCIOBH MPOBECHUS
MEpOTIPUSTHIA, B paMKaX KOTOPBIX OCYIIECTBIISIETCS OI[CHKA PE3yIbTaTOB O0yICHUSI.



4.5. Hentp «Ilouck» BmpaBe OCYIIECTBISITH pead3aliio 00pa30BaTEIbHBIX MPOrPaMM
WU MX YacTedl C NMPUMEHEHHEM MCKIIOYUTENIBHO 3JEKTPOHHOrO OOY4YEHHUS, JUCTAHIIMOHHBIX
o0pa3oBaTeNbHbIX TEXHOJOTHH, OpraHu3ys Yy4yeOHble 3aHATUS B BUIE OHJIAHH-KYpCOB,
00eCreunBaOIIUX I 00YUYaONUXCsl HE3aBUCUMO OT MX MECTAa HaXOXKACHHS, JOCTHKCHHE U
OLICHKY pe3yJbTaTOB OOy4YeHUsi MyTeM OpraHu3aluuu o0pa30oBaTeNIbHON [eATEeIbHOCTH B
3JIEKTPOHHON MH(OPMAIIIOHHO-00pa30BaTeILHON cpejie, K KOTOPOH MPEeI0CTaBISETCS OTKPBITHII
JOCTyll 4Yepe3 HWHQPOPMAIIMOHHO-TEIIEKOMMYHUKAIIMOHHYIO ceTh "MHTepHet". 4.6. llpu
peaninzanu  00pa3oBaTENbHBIX MPOTPAMM MJIM HMX 4YacTel C MPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHus, AUCTAHIIMOHHBIX OOpa3oBarenbHBIX TexHomorui LlenTp «llomck» Beder yuer u
OCYIIECTBISIOT ~XpaHEHUE pe3y/lbTaToOB 00pa30BaTEIBHOrO Ipoliecca U BHYTPEHHUU
JOKYMEHTOOOOpPOT Ha OyMaXHOM HOCUTEIEC W/WIM B O3IEKTPOHHO-IU(PPOBOH (dopme B
COOTBETCTBHUU ¢ TpeboBaHusaMHU 3akoHa Poccuiickoit @enepanuu ot 21 uromst 1993 r. Ne 5485- «O
rocygapcTBeHHON TaitHe», DenepasibHoro 3akoHa ot 27 wutonsa 2006 r. Ne 152-d3 «O
MePCOHANBHBIX JaHHBIX», DeaepanbHoro 3akoHa oT 22 okTa0pst 2004 r. Ne 25-03 «O06 apxuBHOM
nene B Poccniickon denepanum.

5. OTBETCTBEHHOCTH YHACTHHUKOB IOKYMEHTOOBOPOTA
1 CIIELIUAJIMCTOB TEXHUYECKOM ITOJIJEPXKKHN ®YHKLIMOHUPOBAHU S C3/

4.1. OTBETCTBEHHOCTh 3a IpPABWJIBHOE BEJIEHUE JEIONpPOU3BOJCTBAa ¢ npuMmeHeHueM COJI B
CTPYKTYPHBIX MOAPA3/EICHHUSIX — BO3JIaraeTcsl Ha UX PYKOBOJUTEIEH.

4.2. OTBETCTBEHHOCTb 32 TeXHHUYECKoe olOecrnieueHne GpyHkiuonnpoBanus CO/] Bo3naraercs Ha
3amectutess nupekropa no UKT.

4.3. TlporpaMmucTy B COOTBETCTBUHU € HacTosmMM [lonokeHreM BMEHSIOTCS CIEAYIOUe
00S13aHHOCTH:

O IIPOBEJICHUE OPraHU3aLHMOHHO-TEXHUYECKMX MEPONPUATUI IO 3alIuTe
MH(}OPMAaLIUY CUCTEM OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA;

O BEJIEHUE apXuBa HMH(POPMAIMOHHBIX MAaTepUaloB M MPOrPaMMHOIO
obecreyeHus, HE0OXO0IUMOTr0 /ISl BOCCTaHOBJIEHUS M HHCTaLUIALuu CO/L;

O peryisipHOe pe3epBHOE KOMPOBaHKE AAaHHBIX U HacTpoek CO/I;

O pasrpaHnyeHue npas AocTyna Kk pecypcam COJI yupexaenus;

O OKa3aHWe KOHCYJIbTaTUBHOM MOMONIM nojs3oBaressiM CO/I yupexnenus.
6. KOHTPOJIb

5.1. OOmuii KOHTPOJb TO BHEAPEHUIO, (DYHKIIMOHMPOBAHWIO U BBHITIOJIHEHHIO OOS3aHHOCTEH
JMIIAMHU, YYacTBYIOIIMMH B IIpOIeccax AJIEKTPOHHOTO JOKYMEHTOOOOPOTa, OCYIIECTBISETCS
3amectuTenem aupekropa no UKT.

5.2. Tlopsimok MpoBeneHUsT KOHTPOJSI MCIOJHEHHUSI JOKYMEHTOB B YUPEKICHHHM ONPENeIIeTCs
COOTBETCTBYIOLIUM PETIaMEHTOM.

5.3. KoHTponp Haj MOpaBUIBHBIM BEACHUEM JEIONPOM3BOJCTBA ¢ mnpumeHeHnem COJI B
CTPYKTYPHBIX MOAPA3ACIICHUSIX BO3JIaracTcsl Ha UX PYKOBOJAUTEIIEH.



