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|. OBIIIAE MOJIOKEHUS

1.1. Hacrosiiee mnosioxeHue pa3paboTaHO C LEIbI0 BHEAPEHUS OPraHMU3allMOHHOU
OCHOBBI 3(DPEKTUBHOTO MPUMEHEHUS JIEKTPOHHOM MOYTHI AJI OCYLIECTBIICHUS OOMEHa
KOPPECHOHJEHIIMEN MEX]y 00pa30BaTEeIbHBIMU YUPEKACHUSIMH, BBILIECTOSLUIMMH Opra-
HaMH 00pa30BaHus (1ajnee - yUpexJACHUIMHU 00pa30BaHUs) U IPOYUMH OpTraHU3AIUSIMHU.

1.2. Ucnonb3oBanue snekrporHHoi nouthl B [ATIOY CO «IlepentoOckuii arpapHbIi
TeXHUKyM» (gaiee - OY) peryaupyroT yCJIOBHS U MOPAIOK pabOThl C 3IEKTPOHHOM IO-
YTOI B CUCTEME AIIEKTPOHHOI'O JOKYMEHTO000POTAa.

1.3. TlonoxxeHue ompeenseT OCHOBHBIC MPUHIIMITHI OpTraHU3aud AIEKTPOHHOHN MOY-
ThI, 0OMeHa HHQOpMAIIHEH MO 3JIEKTPOHHOU MOUTe, MOPSIOK MOJATOTOBKH, y4eTa U o0pa-
IEHUS JOKYMEHTOB, II€PEAABAEMBIX 10 3JIEKTPOHHOM OYTE.

1.4. TlonoxxeHue npegHa3HAUYEHO JUIsl COTPYIHUKOB TEXHUKYMa, CBS3aHHBIX C IMOJTY-
YEHUEM U OTIIPaBKON KOPPECHOHJEHIIMH B 3JIEKTPOHHOM BHUJE MO POy CBOEH JEATEIbHO-
CTH.

1. Heas u Ha3HAYEHHUE IJIEKTPOHHOM MOYTHI

2.1. llenpto MpUMEHEHHS SJIEKTPOHHOM MOYTHI JUIsi OOMEHa KOPPECTOH ICHITUEH SBIIS-
€TCsl TOBBILIEHUE ONEPATUBHOCTH BHYTPUBEIOMCTBEHHOIO M MEXBEJOMCTBEHHOTO WH-
(OpMAaLIMIOHHOTO B3aMMOJIEUCTBHS YUPEKIECHUN 00pa30BaHUs 32 CUET COKpALICHUs Bpe-
MEHHU JOCTaBKH KOPPECHOHJECHLIMH M YMEHBILIECHUS 3aTpaT BPEMEHH NPHU MOATOTOBKE H
00paboTke nHMOpMaLIUH.

2.2. ObmeH (oTmpaBKa M MPHUEM) AICKTPOHHON KOPPECIIOHIACHITUEH MTPON3BOIUTCS B
BU/JIE «ITHCEM C BIOXKEHUEM (DAKIIOBY.

2.3. TpeOoBanus Hacrosiero [lonoxkeHus HE PAacPOCTPAHIIOTCS Ha OpPraHU3aLUIo
oOMeHa JOKYMEHTaMU U JaHHBIMU JUIsI CITy>K€OHOTO MOJIb30BaHUs, AJI1 KOTOPhIX YCTaHOB-
JIeH COOCTBEHHBIH perjiaMeHT oOMeHa.

2.4. Tlopsinok oOpatiieHusi ¢ JOKYMEHTOM, TOJydaTejeM U OTIPaBUTEIEM KOTOPOTO
SBJISIFOTCA A0OHEHTHI JIEKTPOHHOM MOYTHI, aHAJIOTUYEH OOpallleHHI0 ¢ MaTepuaiaMu, o-
JTY4YEHHBIMU TIOCPEACTBOM (PaKCHUMUIBHON CBS3H.

3. OpranusanuoHHoe odecneyeHue JIeKTPOHHOIH MOYTHI

3.1. OpranuzannonHoe obecreueHrue padoThl MIEKTPOHHON MOUTHI B CUCTEME JJIEK-
TPOHHOTO JTOKYMEHTOOOOPOTa TEXHUKYMa OCYIIECTBIISIOT COTPYAHUKH, OTBETCTBEHHBIC
3a BEJICHHE JEJIONPOU3BOACTBA U HH(POPMATU3AITHIO.

3.2. OtBeTCcTBEHHBIE 32 HHGOPMATHU3AIUIO, PAOOTY IEKTPOHHOMN MOYTHl Ha3HAYAIOT-
Csl IPUKA30M PYKOBOJUTENS YUPEKISHUS 00pa30BaHUs U3 YUCIA COTPYIHUKOB YUpExKe-
HUS, HECKOJIBKO (YHKIIMA MOXKET BO3J1araTbCsl Ha OJHOTO COTPYIHHUKA.

3.3. OTBeTCTBEeHHBIE 3a WH(POPMATHU3AINIO, PA0OTy DJIEKTPOHHOW IMOYTHl PYKOBO-
JCTBYIOTCS HAcTOsIMM [lono)KeHnEeM | TOJOKEHUSIMH U JIOJDKHOCTHBIMH OOSI3aHHOCTSI -
MU, YTBEPKICHHBIMH PYKOBOAUTEIICM YUPEIKICHUS.

3.4. TAIIOY CO «IlepentoOckuii arpapHbIii TEXHUKYM» OPTaHU3yeT OJUH O(HIlM-
aJIbHBINA 3JICKTPOHHBIA IMOYTOBBIA SIIMK gounpopu/209@mail.ru ams ooMeHa oduIab-
HOM KOPPECTIOH/ICHIIMEH, MOJIekKAIEH PETUCTPAIK B YUPEKIEeHUIX oOpa3zoBanus. Kpo-
M€ ITOT0, TEXHUKYM MOXKET OpPTraHHW30BaTh HEOOXOIUMOE KOJIUYECTBO JIEKTPOHHBIX MOY-
TOBBIX SIITUKOB TOJIpa3/IeJICHUI U COTPYAHUKOB JJIsi TIEPETUCKH TTOBCETHEBHOTO XapaKTe-
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3.5. OnepatuBHy10 pabOTy MO OTIPaBKE U MpUeMy OPUIIUATBHON KOPPECTIOHICHIINH,
3apETUCTPUPOBAHHON WM MOJAJIEKAIIEH PETUCTPALlMU B YUPEKICHUSIX 00pa30BaHUs, BbI-
MOJTHSIET OTBETCTBEHHBIN 32 pabOTY 3JIEKTPOHHOTO MOYTOBOTO SIIIMKA YUPEKICHUS.

3.6. OTpaBka u MpHeM MUCEM MOBCETHEBHOTO XapaKTepa OCYIIECTBISIETCS COTPYA-
HUKaMH YUPEKICHUS CO CBOUX JICKTPOHHBIX MOYTOBBIX SIITUKOB.

3.7. CoTpyaHUKaM, OTBETCTBEHHBIM 3a MHPOPMATU3ALMIO B 00pa30BaTEIHLHOM yupe-
KJIEHUH, BMEHACTCS B 00S3aHHOCTb OpPraHU3aIys TEXHUYECKOTO 00CTYKHUBAHHUS COTIIACHO
n.3.4.

3.8. OTBeTCTBEHHBIH 3a MOIyYEHUE AIIEKTPOHHON MOYTHI JOJKEH MPOBEPATH KOppec-
MOHJICHITUIO He pexe 4 pa3 B pabouee Bpems — He nozaHee 9.30, 12.30, 14.30, 17.00 yacoB
U TI0 Mepe HeOOXOIUMOCTH.

3.9. OTBETCTBEHHBIH 3a ANEKTPOHHYIO MOUYTY 00s3aH CBOCBPEMEHHO COOOIIUTH ajpe-
caTaMm M3 aapecHON KHUTU 00 M3MEHEHHUU aJipeca CBOETrO JIEKTPOHHOTO MOYTOBOTO SIIIHU-
Ka.

4. Tlopsaaok NOATOTOBKH, y4eTa U o0palleHusi JOKyMEeHTOB,
nepeaaBaeMbIX 0 3JIEKTPOHHOM MOYTe

4.1. JlomKHOCTHOE JIUIO, MOJIUCHIBAIONIEE TOKYMEHT, TUIAHUPYEMBIM K OTIIpaBKE
10 3JIEKTPOHHOM I0YTE, TEM CaMbIM I'dpaHTUPYET OTCYTCTBHE B HEM CBEICHHUM, KOTOPBIE
HE MOTYT MI€peaBaThCs B OTKPBITOM BHJIE 110 KaHAJaM CBSA3H.

4.2. JIOKYMEHTBI, OTIIpaBJIsieMbI€ [0 3JIEKTPOHHOM 1OYTE, JOHKHBI COOTBETCTBOBATD
TpeOOBAHMSM, MPEIBABIIEMBIM K 0(OPMIIEHNIO O(ULIUATBHBIX JOKYMEHTOB.

4.3. TlepenaBaempble C MOMOIIBIO SJICKTPOHHOU MOYTHI O(PHUIIMATBHBIC TOKYMEHTHI
JOJKHBI UMETh UCXOJIAIIUN PETUCTPALIMOHHBIA HOMEP M OTHPABIATHCS HA OQULIMATBHBIN
AJIIEKTPOHHBIN NTOYTOBBIN AIIHUK YUYPEKICHHUS.

4.4. llepenaBaemas U MpUHUMaeMas B aipec TEXHUKyMa O(ULIHATIbHAS SJIEKTPOHHAS
KOPPECIIOHAEHIUSI PETUCTPUPYETCSI B COOTBETCTBHM C NPABWJIAMM JEJIONPOU3BOJICTBA,
YCTaHOBJICHHBIMU B TEXHUKYME, 3aT€M paclieuaTbiBaeTcs B 1 ak3zemIusipe.

4.5. OTBETCTBEHHBIH 3a 3JIEKTPOHHYIO MIOUYTY B TEXHUKYME JOJIKEH OCYIIECTBIISITh:

- IPUEM B YCTAHOBJIEHHOE BpeMsl O(pUIIMaIbHOW KOPPECIOHIECHIIUU C 00sI3aTEIbHOM
€¢ perucTpaluei;

- Iepeady JOKyMEHTa Ha paCCMOTPEHHUE JUPEKTOPY TEXHUKyMa WIIM, €CIIM YKA3aHO,
HEIMOCPEICTBEHHO aJipecary;

- B CJIy4ae HEBO3MOXXHOCTHU INPOUYTEHUS 3JIEKTPOHHOTO COOOLICHHS yBEAOMISET 00
3TOM OTIPABUTEIS;

- OTIPaBKy B OrOBOPEHHBIE CPOKHM ajJpecary O(HUIMaIbHOW KOPPECIOHACHIINH,
0(OpMIICHHOI B COOTBETCTBUU C TPEOOBAHUSIMHU, IPEABABISIEMBIMH K 0OPMIICHUIO O(U-
LUAJIbHBIX JOKYMEHTOB;

- KOHTPOJIb JOCTaBKU KOPPECIOHACHIIMH C HUCIOJIB30BAHMEM MEXaHU3Ma yBEAOMJIE-
HUI NOYTOBBIX KIIMEHTCKUX MpOrpamMMm (WIHM MO JAPYTUM JOCTYIIHBIM KaHajlaM CBS3U) H
IIPEIOCTABIICHUE UCIIOJIHUTEIIO JOKYMEHTa HEOOX0IMMON MH(GOPMAIMU O JOCTABKE KOP-
PECIIOH/ICHIINH;

- IPUHSTBIE U OTIPABJIECHHBIE JIEKTPOHHBIE COOOIICHHS] COXPAHATh HA KECTKOM JHC-
K€ KOMIbIOTEpPA B COOTBETCTBYIOIIUX apXHUBHBIX MarKax.



4.6. 3ampemaeTcsi UCHOIb30BATh AJEKTPOHHBINA MOYTOBBIM MUK YUPEKICHUN IS
PacChUIKH pEKJIaMHBIX COOOIIEHUH (cramMa), COOOIIEHNH MPOTUBO3aKOHHOTO UM HEITHY-
HOT'O COJEPIKAHUSL.

4.6. Ilonp30Barenyu 3MEKTPOHHON MOYTHI JTOJIKHBI OKa3bIBaTh JIFOASM TO )K€ YBaXKe-
HUE, YTO U IPU YCTHOM OOILEHUHU.
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