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OBILME ITOJIOXKEHU A

1. OnexTpOoHHBIN MOYTOBBIA SALIUK(M) YUYPEKIECHUS MOXKET HCIIOJIB30BaThCSl TOJIBKO B CIY)KEOHBIX
LEISIX.

3anpemaercs: pacchUIKa JIMYHBIX MOYTOBBIX COOOIIEHMH, cllama, BIIOKEHHH C BHpYCaMH,
COOOUICHNI HEITUYHOTO WM IPOTHBO3aKOHHOTO —XapakTepa, CBEACHUH Ui CIy)KeOHOTO
IOJIB30BaHUs U IPYroi KoH(uIeHIHaTsHOM nHpopManuu (6e3 opuuanbHO 3ampoca) U T.II.

2. [To snekTpoHHON TOYTe 00pa30BATEIHHOTO YYPEKICHUS MPOU3BOAUTCS OOMEH HWHQpOpMarmen
3aKOHOJIATEIILHOTO, HOPMAaTHBHO-TIPABOBOTO, YI€OHOTO, y4eOHO-METOJHUECKOTO XapaKTepa MEXIy
YUpEKACHUSIMH  00pa3oBaHWs, OpraHaMH yOpaBieHHs oOpa3oBaHHMEM pa3HBIX ypOBHEH,
MIOCTaBUIMKaMH 00OpYIOBAHMUSI U MaTEpUAOB, NOIAPSIUMKAMH, [TOCTABLIMKAMHU YCIYyT U JPYTUMU
OpraHM3alUsIMH, MPEANPUATUIMU U YUPEXKIACHUSIMHU, CBS3aHHBIMM C 00pa3oBaTebHBIM
YUPEXKJIEHUEM JIOTOBOPHBIMH UJIM UHBIMU 00s13aTEILCTBAMH.

3. lnst 00paboTKy, mepenaayn U TpuemMa WHGOPMAIMU TI0 DJIEKTPOHHOW TMOYTE B YUPEKICHHSIX
o0pa3oBaHMsI IPUKA30M JIUPEKTOPA Ha3HAYaeTCsl OTBETCTBEHHOE JIULIO.

4. Tlonb3oBareny MEKTPOHHON MOYTHI 00Pa30BaTEIBLHOTO YUPEKACHUS JOJKHBI CTPOTo COOIIOIATh
JIOKaJIbHbIE MpaBUjIa U HHCTPYKIUU 10 paboTe ¢ AMEKTPOHHON KOPPECIIOHICHIIMEH, a TaKKe JTaHHBIN
PermameHnr.

HOPAIOK OBPABOTKH, ITEPEJAYN U ITPUEMA JOKYMEHTOB
1O SJIEKTPOHHOMU TTIOYUTE

1. Vupexxnenue oOpa3oBaHusi JODKHO — olecreunTh  OecrepeboitHoe  (DyHKIIMOHUPOBAHHUE
IEKTPOHHON MOYTH B TEUCHHE BCEro pabOdero BPEMEHH YUPeXKACHHs (pabodero BpeMeHH
OTBETCTBEHHOTO JINIIA).

2. [Ipy monydyeHMHM Ba)KHBIX MHUCEM, TPEOYIOIIUX MOATBEP>KICHHSI OTBETA, OTBETCTBEHHOE JIHIIO
00s3aHO OTIPaBUTh Takoe TNOATBepXkKAeHHE . OTBETCTBEHHOE JIMLO JAODKHO MPHUHATH BCE,
3aBHUCSIINE OT HEro, Mepbl i oOecreueHus MPaBHJIbHON HACTPOWKH IOYTOBOTO KJIMEHTa JUIs
BO3MOKHOCTH OTIPABKH MOATBEPKICHUS TOJIYUECHHSI IMCEM B IITATHOM PEKUME.

3. [Ipu oTnpaBke Ba)KHBIX IHCEM, OTBETCTBEHHOE JIMIO [JOJDKHO yKa3aTb B COOOLICHUH
HE0OXOIUMOCTb MOATBEPKACHUS MOTY4YEHHUs MMChMa aIpecaToM.

4. Tlepen oTmpaBieHUEM COOOIIEHUS HEOOXOAUMO MPOBEPATH MPABOMUCAHUE U TPAMMATHUKY TEKCTa
coobmenus. TekcTrl 00JbIIOT0 00bEMA JKeTaTeIbHO OTIPABIIATH B BUJE BIOKEHHUS.

5. Onekrponnbie ucbkMa OBA3SATEJIBHO moimkHBI OBITH TMOANMMCAHBI JIUIOM, MPOU3BOIUBIINM
OTIIPaBKy KoppecnoHJeHIH. HeoOX0auMo HACTPOUThH IMOYTOBBIA KIMEHT ISl aBTOMAaTUYeCKOU
BCTAaBKM IMOJIMUCU B TOYTOBbIE OTIpaBieHusa. [loamuch AOMKHA coaep)kaTh: MMs, OTYECTBO H
(bamMuIHio OTIIpaBUTENs, JODKHOCTh, HA3BaHHWE 00pa30BaTEIBLHOTO YUPEKIECHUS, HA3BaHHUE TOpoja U
Kpasi IpokuBaHUS (WM APYroro HaAaMMEHOBAaHHUS HACENIEHHOTO MYHKTa), KOHTAaKTHOTO TenedoHa
OTIIPaBUTEIIS.

11 Iox GecriepeOoWHBIM (HYHKIIMOHUPOBAHUEM IEKTPOHHON TIOUTHI TIOIPa3yMeBaeTcsl padoTa IMoYTOBOTO
KJIMeHTa C BKIIFOYCHHBIM 3BYKOBBIM M BU3YaJIbHBIM OIOBEIICHUEM TTOTYUSHHUS JICKTPOHHBIX MHCEM B TEUCHHE BCETO
pabouero mus. [loxTBepxaeHue monyaeHus (ecar HeoOXOIUMO) JOIDKHO OTIIPABIISATHCS CPasy IMOCIE TTOMyIeHHS
COOOIIEHNS.

2.2 Kax mpaBui1o, 1 OTHpaBIeHHs IIOATBEPIKIACHUS TOCTATOYHO IIOATBEPAUTE MTOTyYSHUE IICbMa BO
BCIUIBIBAIOIIEM OKHE IMOYTOBOro KiMeHTa. Eciu 1o kakuMm 00 NpHYrHaM TOATBEPIKACHNE OTIIPABUTh HE YHAETCS
(HeTIpaBUIIbHBIE HACTPOMKH IIOYTOBOTO KIIMEHTA U T.I1.), OTBETCTBEHHOE JIMIIO IOJDKHO OTIIPABHTH MOATBEPIKICHHE
MOJTyYEHHS BYKHOT'O IMCbMa JIFOOBIM JOCTYITHBIM CIIOCOOOM (OTHpaBKa COOTBETCTBYIOLIETO MHChMA, MEPEChUIKA
TIOATBEP>KIACHUS 110 (akcy  T.I1.), Telle()OHHBIA 3BOHOK HE SIBIISCTCS TIOATBEP>KACHUEM TTOTYIEHHS SIEKTPOHHOTO
miceMal



6. [Ipu monmyuenun CIIAMA (HexenatenbHbIe SIEKTPOHHBIE MHCHhMA, KaK MPABUIIO, PEKIAMHOTO
Xapakrepa), OTBETCTBEHHOE JIMIIO 005M3aHO cpasy yAaJUTh Takhe MHCbMa, HE OTKPHIBAsl BIOXKEHHE
(>xenaTenbHO JOOABUTH OTHPABUTENS B CIIUCOK 3a0IOKMPOBAHHBIX OTHPABUTENEH).

7. He pexoMmeHayeTcss yAalsiTh BXOJALIME U HUCXOASIIME NMHUCbMa B TedeHHWE ydeOHOro roaa. B
JalbHENIIeM, BO H30eKaHUE MEPENONHEHHS IEKTPOHHOIO AIUKA, CTapble HEAKTyaJlbHbIE MHCbMa
MO’KHO YAQJIUTh.

8. XKemnarensHo c(OpPMHPOBATH CTPYKTYpY MAIOK ISl YIIOPSIOYSHUST BXOISIIUX cooOmieHuii. Bee
nepeaBaeMble 0 AJIEKTPOHHON TouTe BIIOKEHUS ((ailiibl) JOIDKHBI OBITH IPEIBAPUTEIHHO
IIPOBEPEHBbl AHTUBUPYCHBIMU cpelacTBaMU. (OTBETCTBEHHOCTh 33 HEHAUIEKAIIYI0 I[OJATOTOBKY
nHbOpPMALIMK K Tepefade MO SIIEKTPOHHOM TOYTe HECET JIMIO, OTBETCTBEHHOE 3a pPabdoTy C
AIEKTPOHHOM MOYTOM.

9. [lepenaBaemble C MOMOIIBIO AIIEKTPOHHON TOYTHl O(HIMATBHBIE JOKYMEHTHI IOJDKHBI MMETh
COOTBETCTBYIOIINE PEKBU3HUTHI (MCXOIANINI pPErHMCTPAallMOHHBIA HOMEp, HOMEp U JaTy IpHuKasa,
pacniopsbkeHust ¥ T.10.). B Tekcte cooOmeHuss HeoOXoquMo 00s3aTelbHO YKa3bIBaTh PEKBU3HUTHI U
Ha3BaHME MEPECHIIIAEMOI0 BO BJIOKEHUH O(uIIMaIbHOIO JoKyMeHTa. [lepenaBaemas u npuHUMaemast
B aapec 00pa3oBarelpbHOrO Yy4pexaAeHUs oduuMambHass dJIEKTPOHHAs KOPPECTIOHACHIINS
perucTpupyercds B  COOTBETCTBUM C TPaBUJIAMM  JIEJIONPOU3BOJACTBA, YCTAHOBJIEHHBIMH B
00pa30BaTeIbHOM YUpPEXKICHUU.

10. Bce mnepenmaBaeMble y4eOHO-METOAMYECKHE U  CHPAaBOYHO-WH(POPMAITMOHHBIE MaTepHAIIBI
JOJOKHBI TIEPEChUIaThCS C COMTPOBOIUTENBHBIM MUCHMOM.

11. Tlpu nosmy4eHUH MEKTPOHHOTO COOOIIEHUSI OTBETCTBEHHOE JIUIIO:

o PETUCTPUPYET €r0 B YCTAHOBJICHHOM TOPSIJIKE;

e OTIpEACIIACT MOMy4aress mucbMa (pykoBoautens OV, 3aMecTUTENH PYKOBOAUTENS, OyXraaTepus U
T.IL.) U NIepeaeT eMy JOKyMEHT Ha paccMoTpeHue. B ciydae, ecnu mosydarens KOppeCHOHIEHIIUN
OTBETCTBEHHOMY JIMI[y CJIO)KHO  OTNPEAETUTh CaMOCTOSITENIBHO, COOOIIeHHe Mepenaércs
pykoBoauTtento OV WM OTHOMY U3 €ro 3aMecTuTenel. Eciii mucbMo CONEPKUT MOSICHSIOMINN TEKCT
K BJIOXEHMIO, €ro HeoOXOJMMO TaKXke Nepefarh ajJpecaTy BMECTE C BIIOKEHHEM (pacredaTaHHBIM
WM B 2JIEKTPOHHOM BUJIE);

B Clydya€ HEBO3MOXXHOCTH TMPOYTEHHsI SIIEKTPOHHOTO COOOIIEHMS, YBEAOMISIET 00 3ToM
OTIIPaBUTEIIS.



