COIJIACOBAHO YTBEPXIAIO

[Ipencenarens npodroma 3asenytomuit MBJIOY «Jlerckuii cag No 3
00111epa3BUBAIOILIETO BUJIA»

N.B.Muponosa JL.A.CtpyHoBa

Or«  » 2014r. «31» aBrycra 2014r.

[Tpuxa3 Ne oT .2014r.

PEIVMIAMEHT PABOTBHI C DJIEKTPOHHOM IMOYTOM
OBIIME MMOJIOKEHU S

1. OnexkrpoHHblid TOYTOBBIN simuk(u) JIOY MoOXeT HCHOoIb30BaThCsl TONBKO B
CITYKEOHBIX 1IEJIfX.

3anpeniaeTcs: pacchUIKa JIMYHBIX TOYTOBBIX COOOIEHUM, clama, BJIOXKEHUU C
BHUPYCAMH, COOOINECHUIM HEITUYHOTO WM MPOTUBO3AKOHHOTO XapakTepa, CBEICHHI
JUISL CITY’)KEOHOTO TOJIb30BaHUSI W JIpyroi KoHbuaeHIMadbHOU uHopmarmu (0e3
ouIMaIbHO 3a1mpoca) 1 T.1.

2.1To  onextponHorr moute JIOY  mpoumsBoautcs oOMeH — wHOpManuen
3aKOHOJATEJILHOTO, HOPMAaTHUBHO-TIPABOBOTO, Y4YEOHOTO, y4eOHO-METOIUYECKOIO
XapakTepa MEXAY YUYPSKICHHSIMH  O0pa3oBaHHWS, OpraHaMH  YIIPABICHHUSI
oOpa3oBaHMEM pa3HBIX YpPOBHEW, MOCTABIIMKAMH OOOPYIOBaHHUS U MaTEPHAJIOB,
NOJIPSAYUKAMU, TTOCTABITUKAMU YCIYT U JPYTUMU OPTaHU3AIMIMU, TPEINPUITUIMU
U yUpeXKIeHUsIMH, cBsi3aHHBIMU ¢ JIOY JOTOBOPHBIMH HIJIM UHBIMU 0053aT€IECTBAMHU.
3. lnst 0oO6paboTku, mepenayn W mnpuema WHGOPMAIMKM TIO IEKTPOHHOM IoduTe B
VUPEKICHUSIX 00pa30BaHMs MPHUKA30M 3aBEIYIOIIETO0 Ha3HA4YaeTCs OTBETCTBEHHOE
JULO.

4. Tlonb3oBarenu 3eKTpoHHOM 1ouThl J{IOY HOMKHBI CTPOro COOIOIATh JOKATbHBIE
MpaBUia U UHCTPYKIIMHU IO pabOTe C JIEKTPOHHOM KOPPECTIOHICHIINEH, a TaKKe
JaHHBINA PernmaMeHr.

HHOPATOK OBPABOTKH, IEPEJAYHU U IPHEMA TOKYMEHTOB
IO JIEKTPOHHOMU ITOYTE

1. IOY nomxHO obOecneunTh OecrepeOoiiHoe (PYHKIIMOHUPOBAHUE DJICKTPOHHOU
1
MOYTHl B TEYEHUE BCEro pabodyero BpeMeHHW YyupexiaeHus (pabouero BpeMEeHU

11 Iox 6ecniepeGOiHBIM (HYHKIIMOHUPOBAHHEM JIEKTPOHHOM MOYTHI MO/IPa3yMeBaeTCs padoTa OYTOBOTO
KJIMEHTa C BKJIFOYEHHBIM 3BYKOBBIM M BU3yaJIbHBIM OIIOBELIEHHEM ITOJIY4YEHHs AJIEKTPOHHBIX ITMCEM B TEUEHUE BCETO
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OTBETCTBEHHOTO JIUIIA).

2.1lpu mnonayyeHWHM BaXKHBIX MHCEM, TPEOYIOIIUX TOATBEPXKICHUS OTBETA,
OTBETCTBEHHOE JIHIIO OOS33aHO OTIPABHTh TAKOE IOATBEPIKACHHE . OTBETCTBEHHOE
JIMIO JTOJKHO NPHUHSTH BCE, 3aBUCSIINE OT HETO, MEpHI JIJIsl 00ecTeueHus MpaBUiIbHOM
HACTPOWKHU TIIOYTOBOTO KIMEHTA JJii BO3MOXKHOCTH OTIPABKH TIOATBEP KICHUS
MIOJTYYCHHS TIUCEM B IIITATHOM PEKHUME.

3.Ilpu ormpaBke BaXHBIX TIHCEM, OTBETCTBEHHOE JIMIIO JODKHO yKa3aTh B
COOOIICHIH HEOOXOAMMOCTh TIOATBEPKICHUS ITOTYICHHUS TUChMa aJpecaToM.

4. Ilepen oTmpaBieHHEM COOOIICHUS HEOOXOAMMO MPOBEPATH IPABOMUCAHUE H
rpaMMaTUKy TEKCTa cO0OIIeHus. TeKCThl 00IBIIOro 00bEMA KEIaTeIbHO OTIPABIIATh
B BUJIC BIIOYKEHUSI.

5. Onexrponnsie mucbMa OBA3ATEJIBHO pomxHbI OBITH MOAMKMCAHBI  JIUIIOM,
MIPOU3BOJIMBIIMM OTIIPABKy KOoppecmoHAeHIMH. HeoOXoauMo HAaCTPOWTHh IMOYTOBBIM
KJIMCHT JIsl aBTOMAaTHYECKOW BCTaBKH TIOJIMCH B MOYTOBBIC oTmpaBicHus. [lommmch
JOJKHA COEPKaTh: UMsI, OTYECTBO M (DAMIIIHIO OTIPABUTEINS, JOHKHOCTh, HA3BaHHUE
JOY, Ha3Banue ropoja M Kpas NpOXKUBaHUA (WM JAPYroro HaWMMEHOBAHMS
HACEJICHHOTO MyHKTa), KOHTAKTHOTO TejeoHa OTIIpaBUTES.

6. [Ipu nmonyuenun CITAMA (HexenarenbHbI€ AIIEKTPOHHBIE MUCHbMA, KaK MPaBUIIO,
PEKIIaMHOTO XapaKTepa), OTBETCTBEHHOE JIUIIO 00s3aHO cpasy yAINTh TaKWEe MHCHhMA,
HE OTKpbIBas BIOKECHHE (KemareabHO J00aBUTh OTHPABUTENSI B CIHCOK
3a0JIOKMPOBAaHHBIX OTHPABUTEIIEH).

7. He pekomeHayeTCs ymalaTh BXOMSIIHAE M UCXOIAIINE MUChMa B TCUCHUE YICOHOTO
rona. B nanpHeiiem, Bo n30ekaHUe MEPENOTHEHUS AIICKTPOHHOTO SIIHUKA, CTaphie
HEaKTyaJIbHbIC TMCbMa MOKHO YIAJHTh.

8. KenarenpbHo copMuUpOBaTH CTPYKTYpY NANOK IS YHOPSIOUYEHHUS BXOISIIMX
coobmieHuii. Bece nmepenaBaeMble 10 AIIEKTPOHHOM TTouTe BIOKeHUs ((pailyibl) JOIKHBI
OBITH TIPEIBAPUTEIHHO MPOBEPECHBI AaHTHBUPYCHBIMH cpeacTBaMu. OTBETCTBEHHOCTH
32 HEHAJUIC)KAIIYI0 TOJATOTOBKY WH(MOpPMAIMM K Tepeaade MO AJICKTPOHHOM IodTe
HECET JIMI0, OTBETCTBEHHOE 3a padOTy C AIEKTPOHHOM MOYTOMH.

9. [lepenaBaembie C TIOMOIIBIO DJIEKTPOHHOW TOYTHI O(HUIMAIBHBIC TOKYMEHTHI

pabouero gus. [loaTBepkaeHNE MOTyUIeHNUS (€CTIH HEOOXOANMO) JOJDKHO OTIIPABISATHCS CPasy MOCIHIE MOTYICHUSA
COOO0IIEeHNSI.

2.2 Kax IIpaBUJIO, IJIA OTIIPABIICHUSA MOATBECPKACHUA JOCTATOYHO MOATBEPANUTD MOJTYYEHUE ITUCbMaA BO
BCIUIBIBAOIIECM OKHEC ITOYTOBOI'O KJIIMCHTA. Ecnu no xakum 1100 IIpUYUHaM IMOATBEPKIACHUE OTIIPABUTH HE y}laéTCH
(HeraBHHBHBIe HaCTpOﬁKH IIOYTOBOT'O KJIMCHTA U T.H.), OTBETCTBECHHOEC JIMIO JOJHKHO OTHPABUTH MOATBEPKACHUC
MOJTYYEHHUS BAKHOTO NMHAChMa JIFOOBIM JOCTYITHBIM CIIOCOOOM (OTTIPaBKa COOTBETCTBYIOIIETO MHChMa, IepeCchlIKa
MOATBEPXKIACHUS 110 (aKcy U T.I1.), TeJe)OHHBINA 3BOHOK HE SIBIISIETCS IIOATBEP>KACHUEM MTOJyYEHHS DIEKTPOHHOTO
nucemal
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JOJDKHBI MMETh COOTBETCTBYIOLLME PEKBU3HUTHI (MCXOMAIIUMN PErHCTPALUOHHBIN
HOMEp, HOMEp M Jary IpHKa3a, paclopsbkeHus M T.ai.). B Tekcte cooOuieHus
HEOOXOAMMO 0043aTeIbHO YKa3blBaTh PEKBU3UTHI U Ha3BaHHME IEPECHUIAEMOIO BO
BIOKEHUN O(duUuasbHOro JIokyMeHTa. llepenaBaemass M mnpuHuUMaemass B ajpec
00pa30BaTENbHOTO YUPEKIEHUS OQUIMANbHAS JJICKTPOHHAS KOPPECHOHICHIUS
PErHCTPUPYETCA B COOTBETCTBUU C ITPaBUIIAMH JIEJIONPOU3BOJCTBA, YCTAHOBIEHHBIMU
B JIOV.

10. Bce mnepenaBaeMble y4eOHO-METOAMYECKHE U CIPABOUYHO-UH(DOPMALMOHHBIC
MaTepHuabl 10JKHBI IEPECHUIATHCS C COMTPOBOAUTENBHBIM ITUCHMOM.

11. IIpu nosy4eHNU IEKTPOHHOTO COOOLIEHHSI OTBETCTBEHHOE JIULIO:

 PETUCTPUPYET €TO B YCTAHOBIEHHOM MOPSIKE;

- OTpeAeNseT noiyyarens nucbma (3aBeayromuid /[OY, 3amectuTenu 3aBeayromIero,
Oyxrajirepus U T.II.) U MepeJaeT eMy JIOKYMEHT Ha paccMoTpeHue. B ciydae, eciu
NoJiydareiasi KOPPECIOHJAEHUMU OTBETCTBEHHOMY JIMI[y CIIOXKHO  OIpPEAENIUTh
CaMOCTOSITENIbHO, cooOlleHue nepenaércs 3apeayromiemy JOY unu omHOMy U3 €ro
3aMmecTuTene. Eciii NMUChMO CONEPKUT NOSICHSIOIMN TEKCT K BIIOXKEHHUIO, €ro
HEOOXOAMMO TaKKe MepeaTh aJpecary BMECTE C BIOKEHHEM (pacreyaTaHHbIM UM B
AIIEKTPOHHOM BHJIE);

« B CIIy4ae HEBO3MOYXHOCTH IMPOYTEHHUS AIEKTPOHHOTO COOOIICHHS, YBEIOMIISIET 00
TOM OTIPABUTEIIS.





