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1. Llenb ¥ Ha3HAYEHHE IEKTPOHHON MTOYTHI

2. Texunyeckoe obecriedeHre 1 00CIyKMBaHUE STICKTPOHHOM MOYTHI

3. Opranu3zaoHHoe 00ecreYeHne JIEKTPOHHOM MOYTHI

4. Ilopsa0K OATOTOBKH, yu€eTa U 00palieHus TOKyMEHTOB, IIEpPEJaBaEMbIX 110 JIEKTPOHHOM MOYTE.

1.1.

12.

1.3.

2.1.

2.2.

2.3.

24.

1. O0ume moJ1oKeHust

Hacrosimiee nonoxxeHue o paboTe ¢ AIEKTPOHHON MOYTON B CUCTEME

ANEKTPOHHOTO JOKYMEHT0000poTa O0IacTHOTO OI0KETHOTO MPOGECCHOHATHLHOTO
obpa3zoBaTenbHOro yupexaeHus «CymKaHCKUN CEbCKOXO03SUCTBEHHBIA TEXHUKYM)
(manee - IlonmoxkeHue) pa3pabOTaHO C LEIbIO0 BHEIPEHUSI OPTaHU3AIIMIOHHONW OCHOBBI
3¢ HEKTUBHOTO TPUMEHEHUS SJIEKTPOHHOM MMOYTHI AJISl OCYIIECTBICHUS 0OMeHa
KOPPECMOHICHITUEN MEXKy 00pa30BaTEIbHBIMU YUPEKACHUSIMH, BHIIIECTOSIIUMU
opraHaMu o0pa3oBaHUs (J1ajee -yupekIeHUsIMU 00pa30BaHus) U IPOUYUMHU
OpTaHU3aAIHSIMH.

[Tonoxenue ornpenenseT OCHOBHBIE MPUHITUIBI OPraHU3aIMU JIEKTPOHHOH MOYTHI,
oOMeHa nHpopMaluel 1o 3JIeKTPOHHOM MoYTe, NOPsI0K MOATOTOBKH, YUeTa 1
oOpalleHus JOKyMEHTOB, IEPEAaBaEMBIX 10 3JICKTPOHHOM MOYTE B CUCTEME 00pa30BaHUS
paioHa.

[Monoxxenue npeanasnaueHo ais pabotaukoB ObOY CIIO «CCXTy, cBsi3aHHBIX

C MOJIy4YE€HHEM U OTHPABKON KOPPECHOHACHIIUH B 3JIEKTPOHHOM BUJIE MO POIY
cBOEH

JeSITebHOCTH.

2. Ileab ¥ HA3HAYEHHE JICKTPOHHOM MOYTHI

Lenbto nprMeHeHus JIEKTPOHHOM MOYTHI AJ11 00MEHa KOPPECIIOHAEHIIUEN
SIBJIIETCS OBBILIEHHE ONIEPATUBHOCTH BHYTPHUBEIOMCTBEHHOIO U
MEXBEJOMCTBEHHOT'0 MH(OPMAITMOHHOTO B3aUMOJICHCTBHS YUPEKACHUH 00pa30BaHUs
3a CYET COKpallleHus
BPEMEHM JTOCTaBKM KOPPECIOHACHIIMA U YMEHBUICHMs 3aTpaT BPEMEHHU NPU MOIArOTOBKE
u 00paboTKe HHpOopMaIUH.
OOMmeH (oTmpaBKa U IpHUeM) JIEKTPOHHON KOPPECTIOHICHIIUEH TPOU3BOIUTCS B BHJIE
«IIUCEM C BIIOKEHUEM (DaliIoBy.
TpeboBanus Hacrosero [lonoxeHust He pacpoCTPaHSIIOTCS Ha OPraHU3aLINIO
oOMeHa JOKyMEHTaMH U JaHHBIMU JJISl CITY>KEOHOTO MOJIb30BAHMS, ISl KOTOPBIX
YCTaHOBJIEH COOCTBEHHBI perJaMeHT oOMeHa.
[Topsimok oOpareHus ¢ TOKYMEHTOM, MOJTydaTesleM U OTIIPABUTEIEM KOTOPOTO
SIBIISTIOTCS] a0OHEHTHI 3J1€.KTPOHHOW MOYTHI, aHAJIOTUYEH OOPAIICHUIO C MaTepUaIaMH,
MOJTyYEHHBIMH MTOCPEJICTBOM (haKCUMHUIILHOMN CBSI3H.

3. Texnuueckoe odecreueHue U 00CIYKUBAHNE JJIEKTPOHHOM MOYTHI

3.1. AnnapatHO-IpOrpaMMHOM OCHOBOM 3JIEKTPOHHOM MOUTHI SIBISIOTCS:

3.

3.

1.1. oOmenocTynHble HOYTOBBIE CEPBEPHI M MTOYTOBBIE CEPBEPHI YUPEKICHUH 00pa3oBaHus,
pa3BepHyTble B TIJIOOANbHOM ceTH oOMeHa MJaHHBIMH OOIIEero TMOJb30BAHUS Ha
teppuropuu Poccutickon Oenepanuu.

1.2. TOYTOBBIE KIMEHTCKUE MPOTPAMMBI, pa3BEPHYTHIE B YUPESIKICHUAX 00pa30BAHUS.

3.2. TpaHCIIOPTHOM Cpeoii AMEKTPOHHOMN MOUTHI SBJISIOTCS MIOOATBHBIE CETH 0OOMEHAa JaHHBIMU
obmiero mosib30BaHUst Ha Tepputopun Poccuiickoit ®enepauuu U 3a ee Impenenamu,
CrellMalIbHbIE BBIJICJIIEHHBIE CETH, KOMMYTHUpyeMble KaHaibl Tene(OoHHOH ceTu oOIiero
MIOJIb30BAHUSI.

3.3. Texauyeckoe oOCTyKMBaHUE BO3JaraeTcs Ha MoApaszeneHus o nHopMaTH3aluy paiioHa
(UMLI) ¥ COTpyIHUKOB YUYpEXJEHHUS, OTBETCTBEHHBIX 3a WH(POPMATHU3ALMUIO, UMEIOIIUX
COOTBETCTBYIOIYI0 TEXHUYECKYIO MOJATOTOBKY.

3.4. Texuuueckoe 00CTyKMBaHUE BKIIOYAET B CeOsI:

3.4.1. opranu3anuio JIEKTPOHHBIX TOUYTOBBIX SIIUKOB;



3.4.2. ycTaHOBKY, HACTPOMKY MOYTOBBIX KIIMEHTCKUX IIPOTPAMM,;
3.4.3. opraHuzanuIo aHTUBUPYCHOM 3aIIUTHI AJIEKTPOHHON KOPPECIOHICHIINY;
3.4.4. co3paHue U NOCIENYIOUIEE BEICHUE JIEKTPOHHOM aJIpeCHON KHUTH B COOTBETCTBUHU C
MOJTy4aeMbIMH U3BEUICHUSMHU 00 U3MEHEHHH aJIpeca;
3.4.5. KOHTpOIIb 32 COOIOCHIEM PETTIAMEHTOB PabOThl AOOHEHTOB C JICKTPOHHON TTOYTOM.
4. Opranu3auMoHHOe odecreyeHue JICKTPOHHOM M0YThI

4.1. Opranu3zaiimoHHOE 00ecTieueHrne PadOTHI JIEKTPOHHOM IMOYTHI B CHCTEME JICKTPOHHOTO
JTOKyMEeHT0000poTa TeXHHKyMa OCYIIECTBIISIIOT COTPYHUKH, OTBETCTBEHHBIE 3aBEICHHE
JIeTOTIPOM3BO/ICTBA M HH(OPMATHU3ALIUIO.

4.2. OTBeTCTBEHHBIE 32 UHPOPMATU3AIUIO, PAOOTY HJIEKTPOHHOM MOYTHl HA3HAYAIOTCS MPUKA30M
PYKOBOJIUTENS YUPESKICHUS 00pa3oBaHMs U3 YUCIA COTPYTHHKOB YUPEKIEHUS, HECKOIBKO
(GYHKIMH MOXET BO3JIaraTtbCsi Ha OJTHOTO COTPYIHHKA.

4.3. OtBercTBeHHbIE 3a HMH(pOpPMATH3AIMIO, pabOTy SJIEKTPOHHOH IMOYTH PYKOBOJCTBYIOTCS
HactosmuM  [lojokeHHMeM UM TOJOXKEHUSMH U JIOJDKHOCTHBIMH — OOSI3aHHOCTSIMHU,
YTBEP)KICHHBIMH PYKOBOJIUTENEM YUPESIKICHHUS.

4.4. TexHUKyM OpraHU3yeT OAMH O(PUIUATBHBINA IEKTPOHHBIHN MOYTOBBIH SIIUK
sudzasht@yandex.ru st oOMeHa opUIHATBLHON KOPPECHIOHACHIUEH, oIekaIeil perucTpaniuu
B YUpeXJIeHHUIX oOpa3oBaHus. KpoMe 3TOro, TEXHUKYM MOXET OpraHH30BaTh HEOOXOAMMOE
KOJINYECTBO JIEKTPOHHBIX IMOYTOBBIX SIIMKOB MOIPA3/ICICHUI U COTPYAHUKOB JIJIs IEPETIUCKU
MIOBCETHEBHOT'O XapaKTepa.

4.5. OnepaTtuBHyl0 pabOTy MO OTNpaBKE W TMpHEMY O(PHUIMAIBHOM KOPPECIOHCHIINH,
3apETUCTPUPOBAHHON WM MOAJEKAIIeH pPErucTpalud B YUYpexIeHUsX oO0pa3oBaHus,
BBITOJIHSIET OTBETCTBEHHBIH 32 paboTy 3JIEKTPOHHOTO MOYTOBOT'O SIIUKA YUPEKICHHS.

4.6. OTnpaBka ¥ IPUEM MHUCEM ITOBCEAHEBHOIO XapaKTepa OCYIECTBIISIETCS COTPYAHUKAMH YUpEXKICHUS
CO CBOHUX 3JIEKTPOHHBIX ITOYTOBBIX SIIMKOB.

4.7. CoTpyAHUKaM, OTBETCTBEHHBIM 32 HH(POPMATH3AIHMIO B 00pa30BaTEIbHOM YUPEKICHUH,
BMEHSETCA B 0053aHHOCTh OpraHU3aIys TEXHUIECKOT0 00CTyKHBaHUs COTJIacHO 11.3.4.

4.8. OTBETCTBEHHBIN 32 MOJIYYCHUE JIEKTPOHHON MOYTHI JOJDKEH IMPOBEPATH KOPPECTIOHICHITHIO
He pexe 4 pa3 B pabouee Bpems - He no3anee 9.30, 12.30, 14.30, 17.30 gacoB u no mepe
HEOOXOMMOCTH.

4.9. OTBETCTBEHHBIH 3a AIEKTPOHHYIO MOYTY 00513aH CBOEBPEMEHHO COOOIIUTH ajipecaTam H3
a/IpeCHOM KHUTH 00 U3MEHEHUH aJIpeca CBOETO 3JIEKTPOHHOTO MIOUYTOBOTO SIIUKA.

5. IlopsiIOK MOATrOTOBKHY, y4eTa U 00pallleHusi JOKYMEHTOB, llepeJaBaeMbIX 10 JIEKTPOHHOI
novre.
5.1. JIOJ>KHOCTHOE JIMLO, IOJAINMUCHIBAIOIIEE JOKYMEHT, IUIAaHUPYEMBIH K OTIpPAaBKE 110

JJIEKTPOHHOM II0YTE, TEM CaMbIM IapaHTUPYET OTCYTCTBHE B HEM CBEACHUM, KOTOpBIE HE
MOTYT IIEPEAABATLCS B OTKPBITOM BHJIE 110 KaHAJIAM CBSI3U.

5.2. JIOKyMEeHTBbI, OTIIpaBIsieMbI€ IO 3JIEKTPOHHOM MOYTE, TIOJKHBI COOTBETCTBOBAThH
TpeOOBaHUAM, IPEIBSBIAEMBIM K 0pOPMIICHHIO OPHUIIUATBHBIX TOKYMEHTOB.
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5.3. Ucxopsaumme odunMaIbHbIE JOKYMEHTBI, KOTOPHIE PETUCTPUPYIOTCS B COOTBETCTBUU C
YTBEPKJICHHBIMH TPaBHJIAMH JIEJIONPOU3BOCTBA, JTOJKHBI OTIPABIATHCS HAa O(QUIIMAIBHBINA
9JIEKTPOHHBIN [TOYTOBBIN SAUK YUPEIKICHUS.

5.4. TlepenaBaemas M NpUHMMaeMmas B aJpec 00pa3oBaTEIbHOIO YUPEKACHUS OQHIMATbHAS
AJIEKTPOHHAsI KOPPECHOHJEHIUS pacleydaThiBacTCsl B 1 3K3eMIULSIpe U pErucTpUpyercs B
COOTBETCTBUU C YTBEPKICHHBIMU IIPaBUIIaMU JIETIOTIPOU3BOJICTBA.

5.5. OTBeTCTBEHHBIA 3a O3JEKTPOHHYIO IOYTYy B OOpPa30BAaTEIbHOM YUPEKACHUHU JIOJDKECH
OCYILECTBIIATH:

5.5.1. mpueMm B yCTaHOBJIEHHOE BpeMs O(PHUIIMAIBbHON KOPPECTIOHICHIINH U TIepeiady apecaTy
CBOETO YYPEXKICHUS.

5.5.2. oTmpaBKy B OrOBOPEHHBIE CPOKHM ajpecarty OQHUIHMAIbHON KOPPECIOHAEHINH,
o(opMIIEHHOHM B COOTBETCTBUU C TPEOOBAHUSAMH, HMPEABABIAEMBIMU K O(OPMIICHUIO
o(UIMaNBHBIX TOKYMEHTOB.

5.5.3. KOHTpPOIb TOCTABKU KOPPECIOHACHIIMU C UCIOJb30BAHNEM MEXAaHU3Ma YBEIOMIICHUN
MOYTOBBIX KJIMEHTCKUX IMPOrpaMM (MM MO JAPYTHMM JOCTYNHBIM KaHaldaM CBS3H) U
NPEOCTaBIEHUE HCHOJIHUTENIO JOKYMEHTa HEOOXOOUMON MH(pOpMAIMHM O JOCTaBKE
KOPPECIIOHIEHIUU.

5.5.4. B ciayyae HEBO3MOXXHOCTH MPOYTEHUS SJIEKTPOHHOTO COOOIICHHUS YBEIOMIISIET 00 3TOM
OTIIPABUTEIIS.
5.6. 3ampemaercs MCHOJIb30BaTh 3JIEKTPOHHBIM TOYTOBBIM SIIUK YUPEXKIECHUN ISl PACCBUIKU

pEKIaMHBIX COOOIIeHHN (crmama), COOOMICHWH MPOTHBO3AKOHHOTO WM HEITUIHOTO
CoAEp)KaHUA.



