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1. Oo0une MoI0KeHu s
1.1. Hacrosimee mnonoxkeHne o paboTe ¢ BICKTPOHHOM MOYTONM B CHUCTEME DJIEKTPOHHOIO
nokymentoobopota 'KOY CO «IloneBckas mikonay (nanee - [lonoxkenue) pa3paboTaHo ¢ 1EIbIO
BHEJIPEHHsI OPTaHU3AI[MOHHON OCHOBBI 3(P(PEKTUBHOTO MPUMEHEHUS AJIEKTPOHHOW IMOYTHI JUIS
OCYIIECTBIICHUS] OOMEHa KOPPECMOHACHIIMEH MeXAy OOpa3oBaTeIbHBIMU YUPEKICHUIMH,
BBIIIECTOSIIIMMU OpraHaMH O0Opa3oBaHMs (Jajnee - YYpEeKICHUIMH OOpa30BaHMs) U MPOUYUMU
OpraHu3alUsMH.
1.2. IlonoxxeHue oOmpenensieT OCHOBHbIE MPUHLMUIBI OpPTraHMW3alUU JJIEKTPOHHOW IOYTHI,
oOMmeHa wH(OpManMeil MO AIEKTPOHHOW TMOYTE, MOPSAIOK MOATOTOBKH, yueTa M oOpalieHus
JIOKYMEHTOB, TIepeJaBa€MbIX I10 3JIEKTPOHHON MOUTE B CUCTEME 00pa30BaHMs pailoHa.
1.3. Ilonoxenme mpeaHasHadeHo s pabotHukoB I['KOY CO «lloneBckas mikoiay,
CBSI3aHHBIX C TOJYYCHUEM M OTIPABKOW KOPPECTIOHICHIIMU B SJICKTPOHHOM BHJIE MO POAY CBOEH
JeSTeTbHOCTH.

2. Iegb 1 Ha3HAYEHHE YJIEKTPOHHOM MMOYTHI
21 [lenpt0o mpUMEHEHUs SJEKTPOHHON MOYTHI JJIi OOMEHa KOPPECTOHJCHIINEH SIBISETCS
MOBBINIEHUE OTIEPATUBHOCTH BHYTPUBEIOMCTBEHHOTO W MEKBEIOMCTBEHHOTO MH(POPMAIIMOHHOTO
B3aMMOJICHCTBUS  YUpEXACHUM 00pa3oBaHUs 3a CYET COKpAUIeHUS BPEMEHH JIOCTaBKU
KOPPECIIOHICHIIMY U YMEHBILIEHUS 3aTpaT BPEMEHH MPU NOJATOTOBKE U 00paboTKe HHpOpMauu.
22 OO6men (oTmpaBKka W TMpPHEM) DJIEKTPOHHON KOPPECIOHACHIIMEH MPOU3BOAUTCS B BUIE
«TIHACEM C BIIOKEHUEM (HaliIoBy.
23, TpeboBanus Hacrosimero [lonokeHus: HE PacHpPOCTPAHSIIOTCS Ha OpraHU3ali oOMeHa
JOKYMEHTAaMH W JAaHHBIMHA JIJIS  CIY’)KEOHOTO TOJB30BaHUS, JJII KOTOPBIX YCTaHOBIICH
COOCTBEHHBIH perJaMeHT oOMeHa.

3. TexHuuyeckoe obecreyeHne M 00CTy)KUBAHUE JJIEKTPOHHON MOYTHI
3.1. AnnapaTHO-IPOrpaMMHOI OCHOBOU 3JIEKTPOHHOM IOYTHI SIBJISIFOTCS:
311  oOmenocTynHbIe MOYTOBBIE CEPBEPHl U TMOYTOBBIE CEpBEPHI YUpekIeHUN 00pa3zoBaHUA,
pa3BepHyThle B TJIOOATbHON ceTM OOMeHa JaHHBIMU OOMIEro MOJb30BaHUS HA TEPPUTOPUHU
Poccuiickont @enepanuu.
312, MOYTOBBIC KIMEHTCKUE MPOTPaMMBI, pa3BEPHYTHIC B YUPESIKICHHUIX 00pa30BaHUS.
3.2. TpaHCHOPTHON Cpenoil SJIEKTPOHHOM TOYTHI SIBISIIOTCS TJI0OaNbHBIE CETHU OOMeHa
JTaHHBIMUA OOIIEro MoJib30BaHMsI Ha Tepputropun Poccuiickoit denepanuu u 3a ee mpeaeiamu,
CHEIMAJIbHBIE BBIJICJIEHHbIE CETH, KOMMYTHPYEMbIE KaHalbl Tele(OHHOM ceTH oO0uero
[I0JIb30BAHMSL.



3.3. TexHuueckoe 00CIyKMBaHUE BKIIIOUAET B CEOS:

331  opra’u3anuio 3JIEKTPOHHBIX IIOYTOBBIX ALIUKOB;

332, yCTaHOBKY, HACTPOMKY IIOYTOBBIX KIIMEHTCKUX IIPOTPAMM,;

333, OpraHu3aLMI0 aHTUBUPYCHOM 3ALLUTHI SJIEKTPOHHOU KOPPECIIOHICHILINH;

334. co3maHMe U TIOCIENYIOIIEe BEJIEHUE JIIEKTPOHHOW aJpecHON KHHUTHM B COOTBETCTBUHU C
MOJIy4aeMbIMU M3BEIIEHUSIMU 00 U3MEHEHHUH a/Ipeca;
335, KOHTpOJIb 32 COONIOACHUEM PErIaMeHTOB PadOThl A0OHEHTOB C AJIEKTPOHHOM MOYTOM.

4, OpranusanmonHoe odecrnedeHue 3JeKTPOHHON MOYTHI
41.  OpraHu3aiioHHoe obecrieueHue pabOThl AMEKTPOHHOM MOYTHI B CHUCTEME AJIEKTPOHHOTO
nokymentoobopota 'KOY CO «IloneBckas mikosa OCyIIECTBISET COTPYAHUK, OTBETCTBEHHBIN
3a nH(pOpMaTHU3AIHIO.
42.  OTBeTCTBEHHBIN 3a PabOTy AIEKTPOHHOM MOYTHI HA3HAYAETCS MPUKA30M PYKOBOAHUTEIS
yUpexXIeHHUs 00pa30BaAHMS U3 YHUCIIA COTPYJHUKOB YUPEKICHUS.
43.  OTBeTCTBEHHBIM 3a pabOTy dIEKTPOHHOM TMOYTHI PYKOBOJCTBYETCS HACTOSIIHUM
[TonoxkeHreM W TOJIOKEHUSIMH M JTOJDKHOCTHBIMU ~ OOSI3aHHOCTSIMH,  YTBEPKIACHHBIMU
PYKOBOAUTEIIEM YUPEIKICHHUS.
44. TKOY CO «lloneBckas mikojia» OpraHU3YyeT OAWH O(UIMATBbHBINA AIIEKTPOHHBIA MMOYTOBBII
AMK 17151 0OMeHa OpHIIMATFHOM KOPPECTIOHCHITUEH, TIOIJIeKAaIEel PEruCTpallii B yUPEKICHUIX
oOpazoBanusi. Kpome 3Toro, mkojga MOXKET OpraHM30BaTh HEOOXOJMMOE KOJIMUYECTBO 3JIEKTPOHHBIX
TIOYTOBBIX SIITUKOB MOJIPA3CIICHUN U COTPYTHUKOB IS IEPENUCKH IIOBCETHEBHOTO XapaKTepa.
45.  OnepatuBHyl0 pabOTy 1O OTIOpaBKe H TMpHeMy O(UIHATBFHON KOPPECHOHACHIINH,
3aperucCTPUPOBAHHON WM TOJIJIEKAIEH PEerUCTpallii B YUPEKICHUSIX 00pa30BaHUs, BHITIOIHIET
OTBETCTBEHHBIN 32 pabOTy JIEKTPOHHOTO MTOYTOBOTO SIIIHKA YUPEIKICHHUS.
46. OrmpaBka W TpUEM IHCEM TIOBCEJHEBHOIO XapakTepa OCYILUECTBISIETCS COTPYIHUKAMU
YUPEXKIEHHSI CO CBOMX JIEKTPOHHBIX ITOUYTOBBIX SIIIUKOB.
47.  CoTpyaHuKaMm, OTBETCTBEHHBIM 3a MH(OpMaTHU3aIuio B 00pa30BaTEIHbHOM YUYPEKICHHH,
BMEHSETCS B 00513aHHOCTh OPTaHU3AIHS TEXHUYECKOTO O0CTYKUBAHUSI.
48. OTBETCTBEHHBIM 3a  IIOJIyYEHUE  DJICKTPOHHOW  TMOYTHl  JOJDKEH  IPOBEPATH
KOPPECTIOH/ICHITHIO He pexe 3 pa3 B pabodee BpeMs — He mo3aHee 9.30, 13.00, 16.00 yacoB u 1o
Mepe HEOOXOIMMOCTH.
49.  OTBETCTBEHHBIN 3a JIEKTPOHHYIO MOYTY 00s13aH CBOEBPEMEHHO COOOINUTH ajpecaraMm M3
aJIpecHOM KHUTH 00 U3MEHEHUH aJIpeca CBOETO JEKTPOHHOTO MTOYTOBOTO SIIHKA.

5. IHopsAaoK MOATOTOBKH, y4eTa U 00palieHnsi J0KYMEHTOB, lepelaBaeMbIX 110
3JIEKTPOHHOM MoYTe

51 Jlo)KHOCTHOE JIMIO, NOANMCHIBAIOLIEE JOKYMEHT, IUIAHUPYEMBIM K OTIPABKE IIO
ANIEKTPOHHOU MOYTE, TEM CaMBbIM TapaHTHUPYET OTCYTCTBUE B HEM CBEJICHHUM, KOTOPBIE HE MOTYT
nepeaaBaThbest B OTKPBITOM BHJIE 110 KAHAJIAM CBSA3U.
52. JIoKyMeHTBI, OTIpaBisieMble IO DJJIEKTPOHHOW TIOYTE, JOJKHBI COOTBETCTBOBATH
TpeOOBaHUAM, IPEIBSIBIIEMBIM K 0(OPMIICHHIO OPHUIIHATIBLHBIX JJOKYMEHTOB.
53. MUcxomsmue odumanbHble JTOKYMEHTBI, KOTOPBIE PETUCTPUPYIOTCS B COOTBETCTBHH C
YTBEPKACHHBIMUA TPABUIAMU JI€IOMPOU3BOACTBA, JOJKHBI OTMIPABIATHCS Ha O(PHUIIMATILHBIN
AIIEKTPOHHBIA IMOYTOBBIH SIIUK YUPEKICHUS.
54. TlepenaBaemble C MOMOIIBIO AJIEKTPOHHOW MOYTHl O(UIIMATBHBIE JOKYMEHTHI JOJKHBI
MMETb UCXOIAIINN PETUCTPALIOHHBIN HOMED.
55. IlepemaBaemas u mpuHMMaeMasi B ajJpec 00pa30BaTEIBbHOTO YUPEKICHHS O(]uInanbHas
JIEKTPOHHAs KOPPECIOHJEHIMSI pacleyaTbiBaeTcd B | JK3EMIUISIpe M pEerucTpupyercs B
COOTBETCTBUU C YTBEPKACHHBIMU IIPABUIIAMHU JIEJIOIIPOU3BOJICTBA.
56. OTBeTCTBEHHBIH 3a D3JEKTPOHHYIO II0OYTy B 00pa30BaTEIbHOM YUYPEKIACHUU JIOJIKEH
OCYIIECTBIIATH:



56.1. mpueM B YCTAHOBJIEHHOE BpeMsl O(PHIMAIbLHON KOPPECHOHICHIIMM M Iepeaady aapecaTy
CBOETO YUPEKICHUS.

56.2. oTmpaBKy B OIOBOPEHHBIE CPOKHM ajapecaTy O(UUIUAIBHOW  KOPPECIIOHACHLUH,
opOpMIICHHOH B COOTBETCTBHM C TPEeOOBAaHUSMHU, TPEIBABIIEMBIMH K  OGOPMIICHUIO
O(UIMAIBHBIX TOKYMEHTOB.

56.3. KOHTpPOJb JOCTaBKM KOPPECHOHJEHLUUU C HCIOJb30BAHUEM MEXaHU3Ma YBEIOMJICHUMN
MOYTOBBIX KIMEHTCKUX TMporpamMMm (WM 1O JPYyrdM JIOCTYIHBIM KaHallaM CBSI3U) U
MPENOCTaBICHUE HCIONHUTENI0 JOKYMEHTa HEeoOXOoAuMOW HH(pOpMAlMu O  JOCTaBKe
KOPPECTIOHICHIINH.

564. B ciydae HEBO3MOKHOCTH IPOYTEHUS 3JIEKTPOHHOIO COOOIIEHUS YBEIOMIIET 00 3TOM
OTIPaBUTEIIA.

5.7. 3ampeniaeTcs MCHOJIb30BaTh AJIEKTPOHHBIA MOYTOBBINA LUK YUYPEKIACHUN HJI1 PACCBUIKH
PEKIIaMHBIX COOOIIIEHU (criama), COOOIICHHUI MPOTUBO3aKOHHOTO UM HEATUYHOTO COJIEPKAHMUS.

58. IIpussATBIE M OTNPABIEHHBIE AIEKTPOHHBIE COOOIIEHUS COXPAHSIOTCA Ha YKECTKOM JIUCKE
KOMITIBIOTEPA B COOTBETCTBYIOIINX aPXUBHBIX IAIKAX.



