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1.1 OBHIME ITOJIOXKXEHUSA

1.1. DnexkTpoHHAs OYTa YUPEKACHUS MOKET UCIIOJIb30BATHCS TOJIBKO B CIIYKEOHBIX LEIIAX.
3anpenaerca: pacchUIKa JIMYHBIX IIOYTOBBIX COOOINEHUWH, crama, BJIOKEHHWH C BHpyCaMmy,
COOOIIEHUII HEITUYHOTO WM TPOTUBO3AKOHHOTO XapakTepa, CBEICHUH Uil  CIy)KeOHOro
MOJI30BAHUS U IPyToi KoH(puaeHnampHoi nHpopmarmu (0e3 opuuaIbHO 3ampoca) U T.I.

1.2. TTo amekTpoHHON TOYTE 00pPa30BATEILHOTO YUPEKICHHUS TMPOU3BOAUTCS OOMEH MH(pOpMaIuei
3aKOHO/IaTeNIbHOTO, HOPMAaTHBHO-TIPABOBOTO, Y4€OHOTO, Y4eOHO-METOINYECKOTO XapaKTepa MEXIY
YUpPSXKICHUSIMH  00pa3oBaHMs, OpraHaMu YIpaBlIeHUS O0O0pa30BaHUEM pa3HbBIX  YPOBHEH,
MOCTABIIMKAaMU OOOPY/IOBaHHUSA W MarepuajoB, MOAPSTYMKAMHU, MOCTABIIUKAMH YCIYT U JPYTHMHU
OpraHM3allUAMH, NOPEANPUATHAMH U YUPSKICHUSIMH, CBA3aHHBIMM C  00pa3oBaTeJIbHBIM
yUpexIeHHEM JOTOBOPHBIMU HJIM HHBIMHU 0053aT€ILCTBAMH.

1.3. ns oOpaboTku, mepenadn U mnpueMa MH(GOpMAIMK IO 3JIEKTPOHHOH IOUYTE B yUYpPEeKICHHU
MPUKA30M JUPEKTOpa Ha3HAYaeTCsl OTBETCTBEHHOE JIIIO.

1.4. Tlomp3oBarenu SJEKTPOHHON IMOYTHI 00pa30BATEIbHOTO YUPEXKICHHS JOJKHBI CTPOTO
co0MroaTh JIOKajJbHbIE MpaBUJa U MHCTPYKIMHU IO PaboOTe C AIEKTPOHHOW KOPPECIOHJCHLUEH, a
TaKXe JaHHbIN PermaMeHT.

2. MOPAAOK OBPABOTKU, NIEPEJJAYU U ITPUEMA TOKYMEHTOB
IO JIEKTPOHHOM IMOYTE

2.1. Vwupexnenue oOpa3oBaHUs JOJDKHO oOecneunTh Oecrniepe0oitHoe (yHKIIMOHHPOBAHUE
3NEKTPOHHOM TOUTHI' B TeueHHE BCEro pabouero BPEMEHH YupexaeHHus (pabodyero BpeMeHH
OTBETCTBEHHOTO JIUIIA).

2.2. Tlpu mosyyeHUH BaXKHBIX MUCEM, TPEOYIOIUX MOJATBEPXKICHUS OTBETA, OTBETCTBEHHOE JIUIIO
0053aHO OTHPABUTh Takoe MoATBepkaeHue’. OTBETCTBEHHOE JHMIO JOMKHO IIPUHATH BCE,
3aBHCAIINE OT HEro, Mephl /sl 00eCIeYeHHs MPAaBHIBHOW HACTPOWKH IMOYTOBOTO KIWEHTA IS
BO3MOXXHOCTHU OTIPABKH MMOITBEPKIACHUS MOTYUYSHHS TCEM B IITATHOM PEXHUME.

2.3. Ilpm oTmpaBke BaXXHBIX IHCEM, OTBETCTBEHHOE JIMIIO JODKHO YyKa3arb B COOOIICHUH
HEOOXOAMMOCTH IMOATBEPKACHHS ITOTyYEHUs MUChMa a/IpeCaToM.

[lepen ornpaBieHreM COOOIIEHUS HEOOXOIMMO MPOBEPSATH MPABOMUCAHME U I'PAMMaTHUKy TEKCTa
cooOmieHus. TekcTrl 60IBIIOr0 00BEMA JKETIATeIHO OTIIPABIIATH B BUJIE BIOYKEHUSI.

2.4. Dnexrponnsie uckMa OBA3SATEJIBHO nomxHbI OBITH MOAMKMCAHBI JIUIIOM, MTPOU3BOIUBIIUM
OTIIPaBKy KoppecnoHaeHInu. HeoOXoquMo HAacTPOUTh MOYTOBBIM KIMEHT JUIi aBTOMAaTHYECKOM
BCTaBKM TIOJANWCH B TIOYTOBBIC OTMpaBieHus. [loamuch JODKHA COMEpXKaTh: UMS, OTYECTBO H
(dbaMWINIO OTIIPaBUTES, JODKHOCTD, Ha3BaHUE 00pPa30BaTEIILHOTO YUPEXKICHHUS, HA3BAHUE TOPO/Ia U
Kpasi MpOXUBaHHs (WIM JPYroro HaMMEHOBAaHHUs HACEJIEHHOTO IyHKTAa), KOHTAKTHOTO TenedoHa
OTIIPABHUTEIIS.

2.5. Ilpu nonyuennn CITAMA (HexenaTenbHbIE dJIEKTPOHHBIE MHChMA, KaK MPABUIIO, PEKIAMHOTO

1.1 IMox 6ecriepeboitHBIM (QyHKIIMOHNPOBAHHEM IEKTPOHHOM HOUYTHI ITOAPa3yMeBaeTcs padboTa MoYToBOTO
KIIMEHTA C BKIIIOYEHHBIM 3BYKOBBIM M BU3YaJIbHBIM OMOBEUICHUEM MOTYUYEHUS SIEKTPOHHBIX TIHCEM B TEUECHHE BCETO
pabouero aus. [TonTBepkaeHue MoydeHus (eciu He0OX0IMMO) TOIKHO OTHPABISITECS Cpa3y MOCIE MOMyYeHUs
COOOMICHUSI.

2.2 Kaxk npaBuito, [ist OTIIPaBICHHS TOATBEPKIACHUS JOCTATOYHO MOATBEPAUTH MOTYyYCHUE THChMa BO
BCIUIBIBAIONIEM OKHE TIOYTOBOTO KIIMEeHTA. Eciu 1o KakuM 1nb0 MpUYruHAM ITOATBEPKICHUE OTIPABUTh HE yHa&Tcs
(HeTpaBUIbHBIE HACTPONKH IMMOYTOBOTO KJIMEHTA U T.I1.), OTBETCTBEHHOE JIULO JOJDKHO OTIIPABHUTH TOATBEPKICHIE
MOMYYCHHUS BAYKHOTO IHChMA JIFOOBIM JOCTYITHBIM CIIOCOOOM (OTIpPaBKa COOTBETCTBYIOIIETO IHChMa, IEPEChLTKA
MOATBEPKACHUS 110 (PaKCy U T.I.), TeJIe()OHHBIH 3BOHOK HE SBISIETCS TIONTBEPIKICHUEM TTOTYUSHHUS SIICKTPOHHOTO
nucbmal



XapakTepa), OTBETCTBEHHOE JIMIIO O0s3aHO Cpa3y yIAJIUTh TAaKWE MUChMa, HE OTKPBIBAs BIIOKCHHE
(>kenarenbHO 100aBUTH OTIPABUTEINS B CIIMCOK 3a0JI0KUPOBAHHBIX OTIIPABUTENICH ).

2.6. He pexoMeHayeTcsi ymansiTh BXOASIIME M UCXOASIIME MHUChMa B T€UeHHE ydeOHoro roma. B
JanbHEUIIeM, BO M30€KaHHe MEePETONHEHUS MIEKTPOHHOTO SIIMKA, CTapble HEAKTyallbHBIC MUChMa
MOKHO Y/IaJIUTh.

2.7. XenarenpbHO cHhOPMHUPOBATH CTPYKTYPY IMAIIOK IS YIIOPSIOYCHHS BXOASIINX coobmennii. Bee
nepenaBaeMbple M0 3JIEKTPOHHOW ITouTe BIOKEHUS ((haliabl) TOHKHBI OBITh TPEIBAPUTEIHLHO
NPOBEPEHbl AHTHBHPYCHBIMH cpeacTBaMu. OTBETCTBEHHOCTh 33 HEHAJUICKAIIYI0 MOJATOTOBKY
uHbopMallMU K Ieperade IO 3JIEKTPOHHOM IOYTe HECeT JIMIO, OTBETCTBEHHOE 3a paloTy cC
3JIEKTPOHHOM MOYTOM.

2.8. TlepenaBaembie ¢ TIOMOIIBIO JEKTPOHHON TMOYTHI OPHUIHATBHBIC JOKYMEHTHI JOHKHBI UMETh
COOTBETCTBYIOUINE PEKBU3HUTHI (MCXOISAIINI PETUCTPAIIMOHHBI HOMEp, HOMEp U JaTy MpHuKasa,
pacnopsbkeHusl ¥ T.11.). B TekcTe cooOmieHus HEOOXOAMMO 0053aTeNbHO YKa3bIBaTh PEKBU3UTHI U
Ha3BaHHUE TMEPEChUTIAEMOT0 BO BIOKEHUHU O(UIIMATBHOTO ToOKyMeHTa. [lepenaBaemast 1 mpuHUMaeMast
B ajapec 00pa3oBaTeNbHOTO YUPEXKICHHs oOQuIManbHas d3JEKTPOHHAs KOPPECHOHICHIIHS
perucTpupyercss B  COOTBETCTBHMM C MpaBUJIaMHU JEJIONPOU3BOACTBA, YCTAHOBJICHHBIMU B
00pa30BaTEIILHOM YUPEIKICHHUH.

2.9. Bce mnepemaBaemple ydeOHO-METOMWYCCKHE W CIPAaBOYHO-WH(DOPMAIIMOHHBIE MaTepHaIbl
JIOJDKHBI TIEPECHUIATHCS C COMPOBOAUTEIHHBIM ITUCHMOM.

2.10. Ilpu momydeHnn IIEKTPOHHOTO COOOIICHHS OTBETCTBEHHOE JIHIIO:

® PETrUCTPUPYET €0 B YCTAHOBJICHHOM MOPSIKE;

e ompenenser rmnonydyarens nuchbMma (pykoBoautTenb OV, 3aMECTUTENH PYyKOBOIUTEI,
OyxranTepuss M T.II.) W TepelaeT eMmy JIOKYMEHT Ha paccMoTpeHue. B ciydae, ecnm
MoJlydaressi ~ KOPPECHOHACHIIMM  OTBETCTBEHHOMY  JIMILy  CJOXHO  OMNpPEACNIUTh
CaMOCTOSITETIbHO, cooOmeHue mnepemaércs pykopoautenro OY wuiaM OZHOMY H3  €ro
3amectuteneid. Eciu muchbMo COAEpIKUT MOSCHSIONIMIA TEKCT K BIOKEHHUIO, €T0 HEOOX0IUMO
TaK)Ke TepeAarh ajpecaTy BMECTe C BIOKEHHEM (pacreyaTaHHbIM I B 3JICKTPOHHOM
BHJIC);

e B Clyyae HEBO3MOXXHOCTH MPOYTEHUS DJICKTPOHHOIO COOOIIEHUS, YBEJOMISIET 00 3TOM
OTIPABUTETIS.
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