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0 periiamenTe paboThl ¢ 3JIeKTPOHHOI MOYTOIH
B CHCTEME 3JIEKTPOHHOI0 I0OKyMEHT0000p0Ta

1. O6mue nosoxenns

I.I. Hacrosmee mnonoxenne o paGore c JJIEKTPOHHOH TMOYTOH B CHCTEME 3MEKTPOHHOTO
AoKyMeHToobopoTa (manee - Ilonoxenne) pa3paboTaHO ¢ NENbI0 BHEIAPEHHS OpPraHW3alHOHHON
OCHOBBI ~ ((CKTHBHOTO NpHMEHEHHs ONCKTPOHHOH TOYTHI  JUIs OCYIIECTBICHHS O0OMeHa
KOPPECTIOHACHIMEH MEXIy O0Opa3’OBaTe/bHBIMH  YUPEKACHHSAMH, BBIIICCTOSIIAME OpraHamu
00pa3oBaHus (1ajee - yUpex)ICHUIMH 00pa3oBaHHs) U IIPOYAMH OpPraHH3ALHSAMH,

1.2. Tlonoxenne ompeneNseT OCHOBHBIE MPHHIHIEI OpraHH3allMH JJIEKTPOHHOM I0YTHI, OOMeHa
WH(pOpManuell 1o JMEKTPOHHOH TouTe, MOPSIOK TIOITOTOBKH, y4eTa ¥ OOpAINEeHHs JOKYMEHTOB,
TIEpEIaBacMBIX TI0 SIEKTPOHHOM IOYTe B CHCTeMe 00pa3oBaHus paifoHa.

1.3. Tlonoxenwe npenHasHa4eHo /U1 paGOTHUKOB IIKOJBI, CBS3AHHBIX C NOJIy4YEHHEM W OTIIPAaBKOM
KOPPECTIOH/ICHIIMH B 3JIEKTPOHHOM BHJIE IO POJIY CBOEH JeSTEILHOCTH.

2. Ileas M HA3HAYEHHE MEKTPOHHOI MOYTHI

2.1. lenmbio MpUMEHEHHS 3IEKTPOHHOM MOYTHI VIS 0OMeHa KOPPECTIOHACHIIMEH SBIISETCS MMOBBIICHHE
OTICPATHBHOCTH BHYTPHBEIOMCTBEHHOTO M MEXBEIOMCTBEHHOTO HHDOPMALHOHHOTO B3aHMOIeHCTRHS
YApEKICHHH 00pa30BaHHs 3a CYET COKPAICHHS BPEMEHH JOCTABKH KOPPECIIOHICHIINH U YMEHBIICHHS
3aTpar BPEMEHH IPH IIOATOTOBKE B 06paboTke HHpOpMAIIHH.

2.2. O6meH (OTmpaBKa W MpHeM) HIEKTPOHHOMN KOPPECIIOHACHIHEH IIPOU3BOIUTCS B BHE (ITHCEM C
BIIOJKEHHEM (aiiyioBy.

2.3. TpeGoBanuss Hacrosmero IlonokeHHs He PaclpoCTPaHSIOTCS Ha OpraHW3alMi0 OOMEHa
AIOKyMEHTaMH W JIaHHBIMH JUISl CITYX€OHOTO MOB30BaHHS, /Ul KOTOPHIX YCTAHOBJIEH COOCTBEHHBIH
periaaMeHT oOMeHa.

3. Texumveckoe obecnieueHne u 06cayRHBaHNE 3JIEKTPOHHOM MOYTHI

3.1. AnmapaTHo-TIporpaMMHOMN OCHOBOMH JJICKTPOHHOH MOYTHI SIBJISFOTCS:

* OOIEOCTYNHEIE TMOYTOBBIE CepBephl M IOYTOBBIE CepBepBI  yYpexkIeHHH o00pasoBaHus,
Pa3BEPHYTEIE B ITIO0AIBHON CETH OOMEHa JaHHBIMH OOLIEr0 MONb30BAHHS Ha TEPPHTOPHA
Poccuiickoit ®enepanmn;

¢ TOYTOBBIC KIIHEHTCKAE MPOTPaMMBI, PAa3BEPHYTHIE B YUPEKAEHUSIX 06Pa30OBaHHS.

3.2. TpaucmopTHOM Cpexoil 51EKTPOHHOH MOYTHI SBIAIOTCS TIOGATEHBIE COTH OoOMEHa JJaHHBIMH
ofuiero mome30BaHMs Ha TeppuTOpHH PoccHiickoii Desepannu U 3a ee NpeeiIaMH, CleqHaTbHBIE
BBUIC/ICHHBIC CETH, KOMMYTHPYEMbIE KaHAITBI Tee(OHHON CETH 06IIEro MmoIb30BaHMS.

3.3. Texmmdeckoe o6cTy>KHBaHHE BKIIOYAET B cebs:
® OpraHM3alHIO 3JIEKTPOHHBIX MOYTOBBIX SIIHKOB;



e YCTaHOBKY, HACTPOWKY MOYTOBBIX KIMEHTCKUX MPOTPAMM;

e  OpraHM3aIMIO AHTUBUPYCHOM 3aIUTHI 3JIEKTPOHHON KOPPECTIOHICHIINY;

e CO3JaHWE W TIOCJIEAYIOIIee BEICHHWE DSJCKTPOHHOW aapecHOM KHHUTH B COOTBETCTBHH C

MOJTy4aeMbIMH U3BEUICHUSAMHU 00 U3MEHEHUH afipeca;

e KOHTPOJIb 33 COOJIIOJICHHUEM PErIIaMEHTOB paOdOThl aDOHEHTOB C AJICKTPOHHOM ITOYTOM.
4. OpraHu3zanuoHHOe ofecneyeHHe YIeKTPOHHON MOYThI
4.1.  OpraHuzanmoHHOe o0ecrieueHre padoThl 3JICKTPOHHOH TOYTBI B CHCTEME JJIEKTPOHHOTO
JOKyMEHTOO0OPOTa OCYIIECTBIISIET COTPYIHUK, OTBETCTBEHHBIN 32 MH(POPMATU3AIHIO.
4.2. OTBETCTBEHHBI 3a pabOTy AJIEKTPOHHOM IOYTHl HA3HAYACTCS IPUKA30M PYKOBOIUTEIS
YUPEKICHUS 00pa30BaHUs U3 YHCIIA COTPYIHUKOB YUPEIKICHUSI.
4.3. OtBercTBEHHBIN 32 PA0OTY 3JIEKTPOHHOW MOUTHl PYKOBOACTBYETCA HacTosiuM llonoxkeHnuem u
MOJIOKECHUSMH U JIOJDKHOCTHBIMU O0SI3aHHOCTSIMH, YTBEPKICHHBIMU PYKOBOJIUTEIIEM YUPEHKICHHS.
4.4. lllkoma opraHu3yer OIMH O(UIMATHHBIA 3JIEKTPOHHBIA MOYTOBBIA SIIHUK s OOMEHa O(pHIINATEHON
KOPPECTIOH/ICHITHEH, TIOJIeKAIed PEerucTpaluy B yUpexaeHusx oOpa3oBanus. Kpome 3rtoro, mkoina
MOXKET OpraHW30BaTh HEOOXOIMMOE KOJIMYECTBO SJICKTPOHHBIX MOYTOBBIX SIIMKOB IMOAPA3ICICHUNA |
COTPYIHHUKOB JIISI [IEPETIMCKH ITOBCEAHEBHOTO XapaKTepa.
4.5. OneparuBHyr0 paboTy IO OTHpaBKE W TpuUeMy O(PHUIMATBHON KOPPECHOHACHIUH,
3apETUCTPUPOBAHHON WIIM TIOJUICKAIICH PErHCTpalMd B YUPESKACHUSX OOpa3OBaHUs, BBIMOIHSICT
OTBETCTBEHHBII 32 Pa0OTY AIIEKTPOHHOTO TIOYTOBOTO SIIIUKA YUPEKICHUSI.
4.6. OtmpaBKa 1 IIPUEM MHCEM ITOBCEAHEBHOIO XapaKTepa OCYIIECTBISIETCS] COTPYAHUKAMU YUPEXKIECHUS CO
CBOMX 2JIEKTPOHHBIX TIOUTOBBIX SIITUKOB.
4.7. CoTpyOHHMKY, OTBETCTBEHHOMY 3a HMH(OpPMATU3aLHUI0 B 00pa30BaTEIbHOM YUPEKICHHH,
BMEHSETCS B 00513aHHOCTh OpraHU3alys TEXHUIECKOT0 00CTy)KUBaHUSI.
4.8. OTBETCTBEHHBIN 3a MOJIydE€HHE JIEKTPOHHOM MOYTHI JOJDKEH IPOBEPATh KOPPECIIOHICHIIUIO HE
pexe 3 pas B pabouee Bpems — He no3anaee 9.30, 13.00, 15.30 yacoB 1 o Mepe HEOOXOAMMOCTH.
4.9. OTBeTCTBEHHBIH 3a 3JEKTPOHHYIO IOUYTY O00sA3aH CBOEBPEMEHHO COOOLIUTH ajpecaraM U3
aJIpeCHOM KHUTH 00 U3MEHEHHH a/Ipeca CBOETO 3JIEKTPOHHOTO IIOYTOBOTO SIIIHKA.

S. IlopsinoK NOATOTOBKH, Y4eTa U 00palieHHsl JOKYMEHTOB, llepelaBaeMbIX 110 JICKTPOHHOMI
noure

5.1. JIOJKHOCTHOE JIMIIO, TIOJAIMCHIBAIOIIEE JOKYMEHT, IUIAHUPYEMbIN K OTIPABKE IO 3JIEKTPOHHOMN
IIo4Te, TEM CaMbIM TAPAaHTHUPYET OTCYTCTBHE B HEM CBEJICHHH, KOTOPBIE HE MOTYT IEpEIaBaThCs B
OTKpPBITOM BH/JIE 10 KaHajaM CBS3H.

5.2. JIOKyMEHTBI, OTIpaBIISIEMbIE IO AJIEKTPOHHOMN IOYTE, JTOJKHBI COOTBETCTBOBATH TPEOOBAHUAM,
NPEIbSBIAEMBIM K O)OPMIICHNIO OPUIINATBHBIX TOKYMEHTOB.

5.3. Hcxomsamme oduuanpHbie TOKYMEHTBI, KOTOpPBIE PErHCTPUPYIOTCS B COOTBETCTBHH C
YTBEPKACHHBIMU ~PaBUJIaMU  JIEJIONPOU3BOJCTBA, JOJDKHBI OTIPABIATHCS Ha  OQPUIIMAIBHBIN
JJIEKTPOHHBIN ITOYTOBBIN AUK YUPEKICHU.

5.4. llepenaBaemble ¢ MOMOIIBIO JIEKTPOHHOM MOUYTHl O(QHUIMATIBHBIE JOKYMEHTHI TOJDKHBI MMETh
HCXOJSIINNA PErUCTPAlMOHHBIN HOMED.

5.5. IlepenaBaemas W mnpuHUMaeMas B aJpec 00pa30BaTEIbHOIO YUYpexaAeHUs oduuuanbHas
JNIEKTPOHHAsI KOPPECIOHACHIIMS pacrleyaThlBaeTcs B 1 DJK3EMIUISIpE U PErucTpUpyercs B
COOTBETCTBHUH C YTBEPKIACHHBIMU IIPABUIIAMU JIE€JIONIPOU3BOICTBA.

5.6. OTBETCTBEHHBIH 3a HNEKTPOHHYIO [TOYTY B 00pa30BaTEIbHOM YUPEKIACHUHN JOJKEH OCYILECTBIISATS!

e [IpUEM B YCTaHOBJIEHHOE BpeMs O(UIHMAIbHON KOPPECTIOHAEHIIMY U Tiepesiady aapecaTry CBOETO
YUPEKIECHUS;

e OTIIPaBKy B OTOBOPEHHBIE CPOKHU ajpecaTy O(UIHMATIbLHON KOPPECTIOHIEHIINH, OPOPMIIEHHONW B
COOTBETCTBHUM C TpeOOBaHMAMH, MPEIBIBIIEMBIMH K OGOPMIICHHIO  OQUIMATIBHBIX
JOKYMEHTOB;

e KOHTPOJIb [JOCTAaBKM KOPPECIOHIACHIUM C MWCIOIb30BAHUEM MEXaHU3Ma YBEIOMIICHUU
MOYTOBBIX KJIMEHTCKUX TMporpaMMm (WJIM TO JAPYrUM JIOCTYIHBIM KaHajgaMm CBS3H) U
NIPEJOCTaBIEHUE HCIIOJHUTEN0 JOKYMEHTa HeoO0XoauMod uH(poOpMalMu O JIOCTaBKe
KOPPECTIOH/ICHIINH;

e B cly4yae HEBO3MOXXHOCTH MPOYTEHHsS 3JIEKTPOHHOTO COOOLICHHS YBEJOMISIET 00 3TOM
OTIPABUTEIISL.



5.7. 3anpemiaeTcs HWCMOJAb30BATh SJICKTPOHHBIA TMOYTOBBIM SIIUMK YUPEKICHUN I PACCHUIKH
PEKIaMHBIX COOOIICHHH (Crlama), COOOIIEeHUH TPOTUBO3aKOHHOTO MITH HEATHYHOTO COJCPIKAHUSI.

5.8. IlpunATble W OTHpaBIEHHBIE 3JEKTPOHHBIE COOOIICHHS COXPAHSIOTCS HA KECTKOM JIMCKE
KOMITBIOTEpA B COOTBCTCTBYIOIIUX APXUBHBIX ITAIIKaX.



