| lomoxenme Mo 41

NOIOXKEHHE
¢ pafiore ¢ ek POHHO#H NOYTOH B CHCTEME DIERTPONNOre
JORYMEHTOOHOPOTY

[Tpunato

[TemarormaecKuy COBEIOM
MBGOY mxe1s Ne 24 r.0.Canapa
Llporokon e § ot 17.03.2016r.



1. O0mume MOJI0KEeHUSA

1.1.Hacrosimiee moOJIO)KEHHE O paboTe C DIEKTPOHHOM TOYTOH B CHCTEME
AJEKTPOHHOTO JOKYMEHTOOOOpOTa 00pa30BaTENIbHOTO YUPEKICHUS (lanee -
[Tonoxenue) pa3paboTaHO C 1EIBI0O BHEIPEHUS OPTraHU3AIMOHHONM OCHOBBI
3¢ (PEeKTUBHOTO MPUMEHEHUS SJICKTPOHHOW MOYTHI JJII OCYIIECTBICHUS OOMEHa
KOpPPECIIOHACHINEN MEKY 00pa3oBaTenbHbIMU YUPEKICHUIMU,
BBIIIECTOSAIMMU OpraHaMu o0pa30BaHus (J1ajiee - YUPEKICHUSIMU 00pa30BaHus)
Y TIPOYMMHU OpTaHU3AIUSIMHU.

1.2. Tlonoxxenue omnpeneiasieT OCHOBHBIC NPUHLMUIBI OpraHU3alluU 3JIEKTPOHHOM
HoYThl, 0OOMeHa MH(pOPMAILUE MO AIEKTPOHHON MoYTe, MOPSAIOK MOJITOTOBKH,
ydyera U oOpalleHus JOKYMEHTOB, IMEpelaBaeMbIX IO 3JEKTPOHHOHN IModYTe B
cucreme oOpa3oBaHMUsI.

1.3.1lonoxenune npegHazHaueHo AJisl COTPYAHUKOB OV, CBA3aHHBIX C MOITYYEHUEM U
OTIPAaBKOW KOPPECHOHJEHUMUW B 3JIEKTPOHHOM BHJE€ 10O POy CBOEH
JESITEIBHOCTH.

2. IIe.m, H HAa3HAYCHUE 3JIeKTp0HHOl7[ IHOoYThbI

2.1.1lenpio TpUMEHEHHUS SJICKTPOHHOM IOYTHI I OOMEHA KOPPECHOHACHIIUCH
SIBJISICTCS MIOBBIIICHUE OMEPATUBHOCTHU BHYTPHBEJIOMCTBEHHOTO u
MEXBEJIOMCTBEHHOTO  MH(GOPMAIMOHHOTO  B3aUMOJICUCTBUS  YUPEIKICHHIMA
00pa3oBaHUs 3a CUET COKpAICHUS BPEMEHU JOCTAaBKH KOPPECIOHJCHIIMU U
YMEHBIIICHUS 3aTpaT BpEMEHH IIPH TTOJATOTOBKE M 00paboTKe MH(POPMAITUH.

2.2.00MeH (oTIpaBKa U MPUEM) JIEKTPOHHONU KOPPECTIOHCHITUEH POU3BOIUTCS B
BHJIE «IIHCEM C BJIOKEHUEM (DailiioBy.

2.3. TpeboBanust HacToswero [lonoxeHus: He pacIpPOCTPAHAIOTCS HAa OpPTraHU3aLUIo
oOMeHa TOKyMEHTaM{ M JTAHHBIMH IS CTYy>KEOHOTO TMOJIb30BAHMS, I KOTOPBIX
YCTaHOBJIEH COOCTBEHHBIN periaMeHT OOMeHa.

2.4.Tlopsimok oOparmieHus: ¢ JOKyMEHTOM, MOJydaTelIeM U OTIPaBUTEIEM KOTOPOTO
SBJITFOTCS.  @0OHEHTHI  DJIGKTPOHHOW TOYTHI, AHAJOTHYEH OOpaIeHUI0 C
MaTepHalaMH, TTOJTYYEHHBIMH MOCPEACTBOM (PaKCUMHIIBHON CBS3H.

3. Texnuueckoe odecrieueHHe U 00CTy:KUBAHHE YJIEKTPOHHOI
MOYTHI

3.1. AnmapaTHO-TIpOrpaMMHON OCHOBOM AJIEKTPOHHOM MOYTHI SBIISTIOTCA:

3.1.1. oOmienoCTymHbIE MOYTOBBIE CEPBEPHI M TOYTOBBIE CEPBEPHI YUPEIKICHHIMA
o0OpaszoBaHusi, pa3BepHYThIC B IJI00ATBLHOM CETH OOMEHA JaHHBIMHU OOIIETro
IT0JIb30BaHus Ha Tepputopun Poccuiickont denepannu.

3.1.2. mouTOBBIE KIMEHTCKHUE TMPOTPaMMBbI, pPa3BEPHYThIE B YUPEIKICHUIX
o0pa3oBaHUs.

3.2. TpaHcniopTHOM Ccpeaol DIEKTPOHHON TIOYTHI SIBIISIOTCS TJIOOAIBHBIC CETH
oOMeHa JaHHBIMH OOINErO IIOJB30BaHUS Ha TeppuTopuu Poccuiickoit
denepaniii W 3a €€  MpeAeiaMH, CICIHUAIbHBIC BBIICICHHBIC CETH,
KOMMYTHPYEMbI€ KaHAJIbI TeIe(OHHOM CETH OOIEeTo MOJb30BaHMUS.

3.3. Texuuueckoe 0OCIy)KMBAaHUE BO3Jaraercd Ha COTPYJHUKOB YUYPEXKICHHUS,
OTBETCTBEHHBIX 3a HH(POpPMATH3ANMIO, HMMECIONIUX  COOTBETCTBYIOIIYIO
TEXHUYECKYIO TTOJITOTOBKY U CIykO0y Texmoaaepxku OV.
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3.4. Texunuyeckoe 00CIyKMBaHNE BKIIIOYAET B CEOSI:
3.4.1. opranu3zanuio MEKTPOHHBIX MTOYTOBBIX SIIUKOB;
3.4.2. yCTaHOBKY, HACTPOMKY ITOYTOBBIX KIIMEHTCKUX MTPOTPaMM;
3.4.3. opranu3alyio aHTUBUPYCHOM 3aIIUTHI AJIEKTPOHHON KOPPECTIOHICHIINH;

3.4.4. co3manre W TOCIENYIONIEEe BEJICHHUE DJICKTPOHHOM aJpecHON KHUTH B
COOTBETCTBHH C MOJIy4a€MbIMU U3BEIICHUSAMU 00 U3MEHEHUH aJipeca;

3.4.5. KOHTPOJb COOJIOICHUS PETJIAMEHTOB Pa0O0THI aOOHEHTOB C AJIEKTPOHHOM
ITOYTOU.

4, OpFaHI/I3aHI/IOHHOG o0ecreyeHue 3JIeKTp0HHOﬁ IHOYTbI

4.1. OpranuzaniuoHHOEe oOecrieyeHrue pabdOThl AJIEKTPOHHOM TIOYTHI B CHUCTEME
AIIEKTPOHHOTO  JOKyMeHTooOopora OV  OCYWIECTBISIOT — COTPYIHHKH,
OTBETCTBEHHBIE 32 BEJICHUE JICTOMPOU3BOJICTBA U MH(POPMATU3ALIMIO.

4.2. OTBeTCTBEHHBIE 32 HHPOPMATU3ALIHIO, PA0OTY SJIEKTPOHHON MOYTHI HA3HAYAIOTCS
IPUKA30M PYKOBOAMUTENS YUpPEXKAECHUS OOpa3oBaHMA W3 YHUCIA COTPYIHUKOB
YUPEKICHUSI, HECKOJIBKO (DYHKIIMIM MOKET BO3JIaraTbCs Ha OJJHOIO COTPY/IHHKA.

4.3.0T1BeTcTBeHHBIE 332  HWH(pOpMaTH3anuio, pabOTy  OSJICKTPOHHOW  IOYTHI
PYKOBOJICTBYIOTCS HacTOAMM [10J10KEHUEM U MTOJIOKEHUSAMU U TOJPKHOCTHBIMU
0053aHHOCTSAMH, YTBEPKAECHHBIMH PYKOBOJIUTEIEM YUPEKICHUS.

4.4.0Y opranuzyer OJuH O(PUIMATBLHBIA 3JIEKTPOHHBIN MOYTOBBIM SAIMK IS OOMEHa
ouImaTbHON KOPPECHOHACHIMEH, TOAJNIekKAIIeH PEerucTpalii B YUPEKICHUIX
oOpazoBanusi. Kpome »5Toro, mikoira MOXET OpPraHU30BaTh HEOOXOAUMOE
KOJIMYECTBO DJIEKTPOHHBIX MOYTOBBIX SIIMKOB MOAPA3IACICHUA U COTPYAHUKOB JUIS
NEPENUCKH MTOBCETHEBHOIO XapaKTepa.

4.5.0nepatuBHyI0 pabOTy MO OTIPABKE U MpUeMy OPUIMATbLHON KOPPECTIOHIEHLINH,
3apETUCTPUPOBAHHON WJIM  MOJIEKAIIEH PErucTpallid B YUPEXKICHUSAX
00pa3oBaHusl, BHITIOJIHAET OTBETCTBEHHBIN 3a pabOTy AJEKTPOHHOIO MOYTOBOTO
SIIUKA YIPEIKICHHUS.

46.0tnpaBka W TpUEM TUCEM TIOBCEIHEBHOTO XapakTepa  OCYILECTBISIETCS
COTPYAHUKAMU YUPEXKJICHHSI CO CBOUX JIEKTPOHHBIX MOYTOBBIX SIIUKOB.

4.7.CoTpyiHMKaM, OTBETCTBEHHBIM 3a HWH(OpMaTH3alMi0 B 00pa3oBaTEIHLHOM
YUpPEXKIACHUH, BMEHSIETCS B OO0S3aHHOCTh OpraHU3alMs TEXHUYECKOTO
00CITy’KUBAHUS COTJIACHO 11.3.4.

4.8.OTBETCTBEHHBIN 3a TIOJYy4YEHHE DJJICKTPOHHOW TIOYTHI JIOJDKEH MPOBEPSTH
KOPPECIOHACHIINIO He pexe 4 pa3 B pabouee Bpems — He no3aaee 9.00, 12.00,
14.00, 17.00 gacoB u 1m0 Mepe HEOOXOIUMOCTH.

4.9.0TBETCTBEHHBIM 3a DJICKTPOHHYIO IOYTYy OO0si3aH CBOCBPEMEHHO COOOIIUTH
azpecataM W3 aapecHOW KHUTH 00 W3MEHEHHH aJpeca CBOETO 3JIEKTPOHHOTO
MTOYTOBOTO SIIUKA.

5. Ilopsaaok MOAroTOBKHU, yueTa U 00pamieHusi JOKYMEHTOB,
nepeaaBaeMbix 10 3JIEKTPOHHOM moyYTe.

5.1. JIomKHOCTHOE JIUIT0, OAMKUCHIBAIOIIEE TOKYMEHT, IIJIAHUPYEMBIN K OTIIPABKE MO
AJIEKTPOHHOM IIOYTE, TEM CaMbIM TapaHTUPYET OTCYTCTBHUE B HEM CBEICHUM,
KOTOPBIE HE MOTYT MEPEeAaBaThCA B OTKPHITOM BHUJE M0 KaHAJIaM CBSI3H.

5.2.HOKYMCHTBI, OTIIPABJIACMBIC I10 3J'ICKTpOHHOI71 Io4uTe, AOJI?KHBI COOTBECTCTBOBATH
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TpeOOBaHUIM, IPEABABIAEMBIM K 0QOPMIIEHUIO OPHUIIMATIEHBIX TOKYMEHTOB.

5.3.Ucxonsmue oduIManbHble JOKYMEHTbI, KOTOpPbIE PEruCTPUPYIOTCS B
COOTBETCTBUM C YTBEPXKJICHHBIMU IMpaBUJIAMU JIE€JIONPOU3BOJCTBA, JIOJKHBI
OTMPABIATHCS HA O(UIIUATIEHBIN 3JIEKTPOHHBIA MTOYTOBBIN SITUK YIPEKICHUS.

5.4.1lepenaBaemasi u TmpuHUMaeMas B aJpec 00pa30BATEIbHOIO YUYPEKICHUS

opumanbHas  AJIEKTPOHHAs KOPPECHOHJIEHLUS  pacreyaThiBaeTcss B 1

AK3EMIUISIPE U PETUCTPUPYETCA B COOTBETCTBUU C YTBEPKACHHBIMH IPABHIIAMU

JIEJIONPOU3BOICTBA.

5.5.0TBETCTBEHHBIA 3a JJIEKTPOHHYIO TOYTYy B OOpa30BaTEIbHOM  YUPEKICHHUU
JOJKEH OCYIIECTBIIATH:

5.5.1. mpueM B YCTaHOBJIEHHOE BpeMs ODUIMAIBHON KOPPECHOHJICHIIUA U
nepegavy aJipecatry CBOEro yUpexx1eHHUs.

5.5.2. otnpaBky B OTOBOPEHHBIE CPOKH anpecaty  OQpHUIMATBHOM
KOPPECHOHACHIIUY, O(OPMIIEHHON B COOTBETCTBUU C TpeOOBAaHUSIMHU,
MPeIbABIIEMBIMUA K 0(OPMIICHUIO O(DUIIUATBHBIX TOKYMEHTOB.

5.5.3. KOHTPOJIb JOCTaBKU KOPPECHOHJEHIIMM C HCHOJIb30BAaHHUEM MEXaHU3Ma
YBEJAOMJICHUNM TIOYTOBBIX KJIMEHTCKUX IMporpamMMm (WU 10 JPYrUM
JOCTYITHBIM KaHajaM CBSI3M) U MPEIOCTaBICHUE HCIOJHUTENIO TOKYMEHTa
HeoO0XoauMon HHGOPMAIIUHU O JOCTAaBKE KOPPECIIOHICHIIUY.

5.5.4. B ciydyae HEBO3MOXHOCTH MPOYTEHHUS 3JIEKTPOHHOIO  COOOILECHHUS
YBEIOMIISIET 00 3TOM OTIHPABUTEII.

5.6.3amperniaercss UCHOJIb30BaTh AJCKTPOHHBIA MOYTOBBIM SIIUK YUPEKICHUN IS
PaCChUIKU PEKJIaMHBIX COOOIIEHUH (crmama), COOOIIEHUN MPOTUBO3aKOHHOTO WIIH
HEATUYHOIO COACPIKAHUS.

Paccmotpeno Ha CoBete poaurteneii (mporokon Ne2 ot 14.01.2017r.)



