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IIpunsro
Ha O06miemM coOpaHuu YTBep:KIeHo
IIporoxon Ne ot 2015r IIpukasz Ne ot 2015r

PEIJIAMEHT PABOTBI
C DJIEKTPOHHOM IMOYTOM

OBIIUE ITOJIOKEHUA

1.9nexTpoHHbIN 1oYTOBBIH sKK(K) JJOY MOKET UCTI0NIb30BATHCS TOIBKO B CIIY)KEOHBIX LIETAX.
3ampeniaercsi: paccbUlKa JIMYHBIX IMOYTOBBIX COOOIICHWH, CHama, BJIOXKEHHH C BUpPyCaMH,
COOOIICHNH HEITHMYHOTO WM TPOTUBO3AKOHHOTO XapaKTepa, CBEACHUH Ui CIy)XeOHOTro
MOJIb30BaHUS U JIpYyroil KoHuaeHansHoi nudopmaruu (0e3 obuuanbHO 3anpoca) U T.I1.
2.Ilo osnextponnoit moute JIOY mpousBoautcss oOMeH uHGpOpMaIUell 3aKoHOAATeIbHOrO,
HOPMAaTHBHO-TIPABOBOT0, y4E€OHOT0, Y4eOHO-METOIUYECKOTO XapakTepa MEXKIY Y4peKICHUSIMU
o0pa3oBaHMs, OpraHaMH YIpaBlIE€HUsS OOpa30BaHHMEM pa3HBIX YPOBHEH, IMOCTaBIIUKAMU
o0OpyIOBaHMSI W  MarepuaioB, TMOAPSAYMKAMH, [OCTABIIMKAMHU YCIAYyr H  JIPYTUMH
OpTraHu3alUsAMH, TPEINPUATHIMA U YUPEKICHUSAMH, CBA3aHHBIMU ¢ JIOY 1DOrOBOpHBIMH WK
WHBIMU 00513aT€TbCTBAMU.

3. A 00paboTKH, mepefaun U npruemMa WHPOPMALUU 10 IEKTPOHHON IMOUYTe B YUPEKISHHIX
00pa3oBaHMsI MPUKA30M 3aBEYIONIETO HA3HAYAETCSI OTBETCTBEHHOE JIHIIO.

4 Tlonp3oBarenu 31eKTpoHHOM mouThl JIOY 10mKHBI cTpOro coOmoaaTh ToKaabHbIE MpaBuiia |
MHCTPYKIIUU MO paboTe ¢ 3JIEKTPOHHOM KOPPECIIOHICHIINEH, a TaKXKe JaHHbIA PertaMent.

MOPSIJTIOK OBPABOTKH, TEPEJJAUN U IIPUEMA JOKYMEHTOB
O DJIEKTPOHHOM IMOYTE

1.JAOY pomxHO obOecrmeunth OecriepeboriHoe (YHKIIMOHUPOBAHHUE DJIEKTPOHHOU mouThl" B
TEYeHHeE BCEro pabovyero BpeMeHH yupexaeHus (padboyero BpeMeH! OTBETCTBEHHOTO JIUIIA).

2. [Ton OecrnepeCoiHBIM (YHKIIMOHUPOBAHUEM JIJIEKTPOHHOW TOYTHI IOJApa3yMeBaeTcs
paboTa MOYTOBOTO KJIIMEHTA C BKIFOUEHHBIM 3BYKOBBIM M BH3yalbHBIM OIMOBEIIEHUEM MONyUeHUS
DIIEKTPOHHBIX MHCEM B TeueHue Bcero pabouero mus. [logTBepkaeHue momydeHus (eciu
HE00X0MMO) JOIKHO OTIPABIIATHCS Cpa3y MOCIE MOTYyUYeHUS] COOOIIECHHUS.

3.Kak npaBuiio, /U1 OTIIpaBiIeHUS TOATBEPKICHIS TOCTATOUYHO MOATBEPAUTH OTyYCHHE
MACHbMa BO BCILIBIBAIONIEM OKHE MTOYTOBOTO KiIMeHTa. Eciu mo kakum 1mubo mpuyuHam
MOJITBEPKACHUE OTIPABUTh HE yAAETCs (HENPaBUIbHBIE HACTPOMKH MMOYTOBOTO KIMEHTA U T.01.),
OTBETCTBEHHOE JIMIIO JOJKHO OTIPABUTH MOATBEPKACHUE MOTYyUYEHUS BAXKHOTO TTUChMa JTFOOBIM
JOCTYITHBIM CIIOCOOOM (OTITpaBKa COOTBETCTBYIOMIETO MHUCHMA, MEPECHLTKA TOATBEPIKIACHHUS 110
dakcy u T.11.), TenehOHHBIN 3BOHOK HE SIBISETCS MOITBEPKACHUEM TIOTYUCHHSI DJIEKTPOHHOTO
nucbpMma!

4.11pu moNly4eHUW BAXKHBIX MHUCEM, TPEOYIOIIMX IMOATBEPKICHUS OTBETA, OTBETCTBEHHOE JIUIIO
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00s13aHO OTIPaBUTL TaKOC TMOATBCPIKIACHUC . OTBETCTBEHHOE JIMIO JOOJDKHO IMIPUHATH BCC,




MYHMUIIUIAJIBHOE BIO)KETHOE OBPA30BATEJILHOE YUPEXJIEHUE «JJETCKUIA
CA/l Ne46 KOMBMHNMPOBAHHOI'O BUJIA».

3aBUCSAIINE OT HEro, Mephl /Uil 00ecneueHHs NPaBUIIbHOW HACTPOMKHU MOYTOBOTO KJIMEHTa s
BO3MO)KHOCTH OTIIPABKH ITOATBEPKICHHS ITOJyYEHHs IUCEM B IITATHOM PEKUME.

3.Ilpu oTmpaBke BaKHBIX IIMCEM, OTBETCTBEHHOE JMIO JOJDKHO YyKa3aTb B COOOIIEHUU
HE00XOMMOCTb ITOATBEPKIACHUS IOITY4YEHUS [TMChMaA aJIpECaToOM.

4 Tlepen oOTIpaBICHHEM COOOIIEHUS HEOOXOAMMO MPOBEPATH IMPABOMUCAHUE M T'PAMMATHKY
TEKCTa cooOmeHHs. TeKkCThl 00BIIOro 00BEMA JKeNaTeIbHO OTIIPABIATH B BUJIE BIOKEHUSI.
5.0nexrponnbie ucbMa OBA3ATEJIbBHO nomkHbl OBITH MOAMUCAHBI JTUIIOM, TPOU3BOAUBIIUM
OTIIPaBKY KoppecnoHJeHuuu. Heo6xoqumMo HaCTpOUTh MOYTOBBINA KIMEHT JJIi aBTOMATHYECKOU
BCTaBKU IOAINMUCH B IOYTOBBbIE OTIHpaBieHUsA. Iloanuce 1omKHA comepkaTb: MMs, OTYECTBO U
(bamMuIuIO OTHpPaBUTENS, TOJDKHOCTb, HazBaHue JIOY, Ha3BaHue roposa U Kpas IpoKUBaHUs (WU
JPyroro HAaMMEHOBaHUs HACEJIIEHHOTO IIYHKTA), KOHTAKTHOI'O Tene(oHa OTIIpaBUTENSL.

6.I1pu monmyuennn CITAMA (HexenarenbHbIe dJIEKTPOHHbBIE MIChMa, KaK MPaBUIIO, PEKIAMHOTO
XapaxTepa), OTBETCTBEHHOE JINLIO 0053aHO cpa3y YIAIUTh TaKHE MMChMa, HE OTKPHIBAsl BIOKEHHUE
(>kenmaTebHO T00ABUTH OTIPABHUTENS B CIIMCOK 3a0JIOKHPOBAHHBIX OTIIPABUTEIICH).

7.He pexoMeHayeTcss yaajiaTh BXOJSLIME M MCXOMALIME MUCbMa B TeueHue yueOHoro rona. B
JanpHeimemM, BO H30eKaHHE IEPeroHEHUs 3JIEKTPOHHOIO SIIMKA, CTapble HEaKTyallbHbIe
UCbMa MOXKHO YIAQJIUTh.

8.XKenarenpHO chopMUpPOBATh CTPYKTYPY MAMOK JUIs YHIOPSA0UEHHs BXOASIIUX cooOueHuii. Bee
nepesaBaeMble IO JIEKTPOHHOM mouTe BiIOKeHHs ((ailyibl) JOKHBI OBITH IPEABAPUTEIBHO
IIPOBEPEHBl AHTUBUPYCHBIMU cpeAcTBaMU. OTBETCTBEHHOCTb 332 HEHAJIEXKAIyl0 MOATOTOBKY
uH(pOpMaIMU K Iepenadye Mo IEKTPOHHOM MOoYTe HECeT JIMI0, OTBETCTBEHHOE 3a paboTy ¢
ANEKTPOHHOM MOYTOM.

9.IlepenaBaemble C MOMOIIBIO IEKTPOHHOW MOUYTHl OPHUIIMATIBHBIE JOKYMEHTHI JOKHBI HMETh
COOTBETCTBYIOLINE PEKBU3UTHI (UCXOISALINI PErUCTPallMOHHBI HOMEp, HOMEpP M JIaTy IMpHKa3a,
pacriopsbkeHus U T.I.). B Tekcte cooOrieHuss HeoOX0AUMO 00sI3aTeNIbHO YKa3bIBaTh PEKBU3HUTHI U
Ha3BaHHE [IEPEeChIaeMOro BO BIOKEHMM OQHUUIUANIbHOTO JOKyMmeHTa. IlepenaBaemas u
npuHUMaeMass B aapec oOpa30BaTelbHOrO  YUpPEKICHHS oQHUUanbHas HIEKTPOHHAs
KOPPECIIOHICHIIMSI PETUCTPUPYETCS B COOTBETCTBUM C TIPaBUIAaMH JEJIONPOU3BOJCTBA,
ycraHoBJeHHbIMU B JIOV.

10.Bce mnepemaBaemble y4eOHO-METOAMYECKHE M CHPABOYHO-MH(POPMAIIMOHHBIE MaTepUabI
JTOJKHBI TIEPEChUIAThCS ¢ COMPOBOAUTENBHBIM MHUCHMOM.

11.TIpu noay4eHUH NEKTPOHHOTO COOOIEHUSI OTBETCTBEHHOE JIHUIIO:

*PETHCTPUPYET €TI0 B YCTAHOBJIEHHOM IOPSIIIKE;

eONpeeIsAeT nonyyarens nucbMa (3asenyrouuii JIOY, samecturenu 3aBeayromniero, Oyxraatepus
M TI.) U IMepeJacT €My JAOKYMEHT Ha paccMOTpeHue. B ciydae, ecnu momydarens
KOPPECHOH/ICHIIUM OTBETCTBEHHOMY JIMILY CJIOKHO OIPENENIUTh CaMOCTOATENbHO, COOOIIeHHe
nepenaércs 3aenyromniemy JOY wim ogHomMy M3 ero 3amectureniei. Ecin muceMo comepkut
MOSCHAIOMMNA TEKCT K BIOXKEHHIO, €ro HEeOoOXOOUMO TakXkKe Iepeaarh aJpecary BMECTE C
BJIOKEHHEM (pacriedaTaHHbIM WM B 3JIEKTPOHHOM BUJE);

eB CJIy4yae HEBO3MO)XHOCTH IIPOYTCHMsI NIEKTPOHHOIO COOOIIEHUs, YBEIOMISIET 00 3TOM
OTIIPaBUTEIIS.



