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1.001m1e moJ10KeHus

1.1. HacTosimiee nonoskeHue o paboTe ¢ 3JIEKTPOHHOM MOUYTON B CUCTEME 3JIEKTPOHHOTO
JIOKyMEHTO000poTa pa3paboTaHo C Heibl0 3()PEKTUBHOTO MPUMEHEHHS 3JIEKTPOHHOU
NOYTOM JJIi OCYHIECTBJIEHHMSI OOMEHa KOPPECIOHACHIMEN MEXIy 00pa3oBaTeIbHBIMU
YUPEXKICHUSIMHU, BBIIIECTOSLIUMHU OpraHaMH 00pa30BaHMsI U IPOUYUMHU OpraHU3ALUSIMH.

1.2. IlonoxxeHue ompenenser OCHOBHBIE IIPUHIMIIBI OPTaHU3ALNNA JICKTPOHHON IOYTHI,
oOMeHa wuH(poOpMalMell 1o >3JEeKTPOHHOM Io4YTe, MOPAJOK IOATOTOBKH, y4yeTa U
oOpaieHust JOKYMEHTOB, II€pellaBaéMbIX [0 JJIEKTPOHHOM IouYTe B CHCTEME
00pa30BaHus OKpYTa.

1.3.D5ekTpoHHas TOYTa MYHHUIIUTIAIEHBIM OF0KETHBIM JOITKOJIBHBIM 00pa30BaTeIbHBIM
yupexaenueM «/lerckuit cag Nell» (manee —[1OO) MOXET UCIONB30BATHCS TOJIBKO B
(GyHKIIMOHATBHBIX U 00pa30BaTEIbHBIX HEIISX.

1.4. TTonp3oBaTenu JOKHBI HEYKOCHUTEIBLHO COOI0IATh:

- IIpaBujla W HHCTPYKIOHH IIO pa60Te C 3JICKTp0HHOI71 HO"ITOI\/JI, a TarkKKC IIOMOI'aTb
OTBC€TCTBCHHBIM 3a pa60Ty IIOYTHI, 60pOTBC$I C HApYHIUTCIIAMHA IIPABUJI;

- 3TUYECKUE HOPMBI OOIIECHUS (TIOTH30BATENH JIEKTPOHHON MOYTHI JOJKHBI OKAa3bIBAThH
JIFOJISIM TO K€ YBa)KEHHUE, UTO U MPU YCTHOM OOIIECHUH).

1.5. Tlepen otmpaBieHHEM COOOIIEHUS HEOOXOAMMO MPOBEPUTH HA MPABOMHCAHUE U
rpaMMaTuKy.

1.6. [Tonp3oBaTesiM 3anIpeUICHO:

- y4acCTBOBATh B PACCHUIKE MOCIAHM, HE CBSI3aHHBIX ¢ 00Pa30BaTEIbHBIM IPOLIECCOM;
- IepeChLIaTh MO MPOU3BOJILHBIM aJipecaM He3aTpeOOBaHHYIO HHPOPMALIUIO (Criam);

- OTIIPABJIATH COOOIEHUS MPOTUBO3aKOHHOTO WM HEATUYHOTO COJIEPIKaHUSI.

1.7. DnexTpoHHOE NMOCIAHUE SABJISIETCS SKBUBAJIEHTOM IOYTOBOM OTKPBITKH U HE JOJKHO
UCTOJIb30BaThCA I NEPECHUTKHA CEKPETHOM U KOHPUACHIIMAIbHON HHpOpMaLuy.

2. ITopsimok 00padOTKH, Mepeaayu U NprUeMa JOKYMEHTOB 10 JIEKTPOHHOM mo4Te

2.1. Tlo »>nexTpOHHOM MOYTE MPOU3BOAUTCA TNOJYyUYEHHE M OTIpaBKa HHPOpPMALUU
3aKOHOJATENFHOTO,  HOPMATHBHO-TIPAaBOBOTO,  y4eOHOro,  y4eOHO-METOIUYECKOTrO
Xapaxkrepa.

2.2. lns o6paboTku, mepeaaun u nprueMa uHpopMamuu 1o 3ekTpoHHo moure B JJOO
MPUKA30M 3aBEIYIOIIEr0 HAa3HA4YaeTCsl OTBETCTBEHHOE JIMIO — ONEPATOp AJIEKTPOHHOU
MTOYTHI.

2.3. OTBETCTBEHHBIX 3a OpraHU3alMOHHOE O0ecredyeHHe pabdOThI FIEKTPOHHOM IMOYTHI
JOJDKHO OBITH HE MEHee JBYX YeJOBEK, JJIsi 00ecreueHUs] HEeHmpepbhIBHOCTH PAaOOTHI C
AIIEKTPOHHOMU ITOYTOU, B CIIy4ae OTCYTCTBHsI OCHOBHOT'O COTPYAHHUKA.



2.4 Tlpu cozmaHuy IEKTPOHHOTO suKa, caiita JJOO 0TBETCTBEHHOE JIUIIO HAMIPABIISAET B
ylpaBjieHHE OOpa30BaHUSl CBOM 3JIEKTPOHHBIE PEKBU3UTHI Uil (OPMUPOBAHUS Oa3bl
JTAHHBIX.

2.5. 10O nomxHO oOecneunts OecrepeOoitHOE (YHKIMOHHUPOBAHHUE DICKTPOHHON
MOYTHI, OCYIIECTBICHUE MPOBEPKH BXOJSIICH MOYTHI HE peke YeThIpeX pa3 B JICHH (HE
no3aHee 9.30 MuH, He MeHee 2X pa3 B TeUueHHe pabodero AHs 1 3a 30 MUH. 10 OKOHYaHUS
pabouero 1HA W O Mepe HEOOXOAMMOCTH) C O00S3aTeNbHBIM MOATBEPXKICHUEM O
MPOUYTEHUHU MMHUCHMA.

2.5. OTBETCTBEHHOCTh 3a HEHAJUIEXkKAIlyI0 NOJArOTOBKY MH(pOpMAIMM K IMepeaaye Io
AJIEKTPOHHOW IIOYTE HECET OIEepaTop JSJEKTPOHHOM IOoYThl. Bce mnepemaBaeMble IO
AIIEKTPOHHOMU MoYTe (haisbl TOJKHBI IPOUTH MTPOBEPKY AHTUBUPYCHBIMU CPEJICTBAMHU.

2.6. llepemaBacMble ¢ TIOMOIIBIO BJICKTPOHHON IOYTHI OQHUIMATBHBIE JTOKYMEHTHI
JTIOJ>KHBI UMETh UCXOISIIIIUN PETUCTPALIMOHHBIN HOMED.

2.7. Bce mnepenaBaemble Y4eOHO-METOJUYECKHE U CIPABOYHO- HHGPOPMAIMOHHBIC
MaTepUaJbl JOJKHBI IEPEAABATHCS C COMTPOBOAUTEILHBIM MTHUCHMOM.

2.8. IlepemaBaemasg m npuHumaeMas B aapec JOO siekTpoHHAs KOPPECHOHACHUMS
pPETUCTPUPYETCS] B COOTBETCTBUM C MPABUIIAMU JEJIONPOU3BOJICTBA, YCTAHOBIEHHBIMU B

J00.

2.9. Jlng OoTHpaBKU 3JEKTPOHHOTO COOOIIEHMS MOJIb30BaTelb O(OpPMIISET JOKYMEHT B
COOTBETCTBUM C TpeOOBaHMUSIMHM, MPEIbIBIIEMBIMU K OGOPMICHHIO O(UIIMATBHBIX
JOKYMEHTOB, B D3JIEKTPOHHOM BHJE U NPEJOCTaBIsIeT Ha HOCHUTENe HHpOpMauu
onepaTopy JIEKTPOHHOM MOYTHI.

2.10. ITpu monyyeHue EKTPOHHOTO COOOIIEHUS OrepaTop:
- PETUCTPHUPYET €ro B YCTAHOBIIEHHOM TOPSIKE;

- TepefaeT JOKYMEHT Ha paccMoTpeHue aamuHuctpauuu JOO wunum, ecnu ykaszaHo,
HEIMOCPEACTBEHHOMY aJIpecary;

- IpU NOJNy4YeHUH KoppecnoHaeHuun c nomerkon «CPOYHO» He3zamenmuTenpsHO
JIOBOJUT €€ J10 cBeaeHus pykoBoautens J100;

- B CJIyda€ HCBO3MOKHOCTH HPOUYTCHUA SJICKTPOHHOI'O COO6HICHI/I$I YBCAOMIIACT 00 3TOM
OTIIPaBUTEIIA.

2.11. IlpuHsTHIE U OTHpPABJICHHBIE AIEKTPOHHBIE COOOUIEHUS COXPAHSIOTCA Ha KECTKOM
JIMCKE KOMIIBIOTEPA B COOTBETCTBYIOLIUX apXMUBHBIX JOKYMEHTAX.

2.12. OcymecTBIATh paccbUIKy JOKYMEHTOB B JJIEGKTPOHHOM BHJE Ha ajpeca
ANIEKTPOHHOW TOYTHI /Ui OOMeHa O(UIIMAIBbHON KOPPECTIOHACHIIMEH B COOTBETCTBUU C
JTAHHBIM TOJIOKEHHEM.
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