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MNOJIO’KEHHUE

0 padoTe ¢ 1eKTPOHHOMN NMOYTOH
MYHHUHIAJIBLHOIG ABTOHOMHOIO JOMIKOJbHOIO
00pa3oBaTeIbHOrO yupe:kaeHust r.Xadaposcka
«Jlerckoro caaga xomOuHupoBaHHoro suaa Ne 80»

1. Xabaposck




[image: image2.jpg]Ionoxenne o paboTe ¢ 31eKTPOHHOM OYTOMH
B MYHHIHIIAJBLHOM aBTOHOMHOM JOIIKO/JILHOM 00pa3oBaTe/lbHOM
YYpexIeHUM AeTCKHui cafx koMOHHHpoBaHHOrO BHaa Ne 80

. 1.  OBIIME INOJIOXKEHUSA

1.1. Hacrosiimee monoxeHHe O paboTe C 3JIEKTPOHHONW IIOYTOH B CHCTEME
9JIEKTPOHHOTO  JOKyMEHTOOOOpOTa  MYyHHLMMAIBHOTO  aBTOHOMHOIO
JIOIIKOJIIEHOTO 00pa3oBaTeIEHOTO YUPEXKIeHUS JeTCKUH caf
komOuHupoBaHHOro Buaa Ne 80 (manee monoxeHue) pazpaboTaHO ¢ IEIBIO
BHEJDEHHs]  OPraHM3allMOHHOH  OCHOBEl  3((EKTHBHOTO  NpPHMEHEHUs
SIIEKTPOHHOM IIOYTEI ISl OCYIIECTBIEHHs 0OMeHa KOPPECIIOHAEHIIUEN MEXKIY
JOY, BblmeCTOSIMMK OpraHaMy o00pa3oBaHus (najlee YupeXIeHUSMU
00pa3oBaHHMs) U IPOYHUMH OPraHU3aLKSIMU.

1.2. Tlonoxenue ompenenseT OCHOBHbIE HPHHIMIEI OPraHW3ALMM 3IeKTPOHHOM
TOYTEI, 06MeHa HHOPMaLHel 110 3IeKTPOHHOM MoYTe, MOPAI0K IIOATOTOBKH,
ydeTa u obpaIleHus JOKyMEHTOB, IlepefiaBaeMbIX 10 3NIEKTPOHHOM TIoYTe.

1.3. Ilonoxenne mpenHasHadeHo muis pabotaukoB JIOY, CBA3aHHEIX C
TIONy4eHUEM H OTIIPABKOW KOPPECIIOHIEHIMH B 3JI€KTPOHHOM BHIE 110 POIY
CBOEi! e TeTbHOCTH.

2. IEJb 1 HABHAYEHUE 3JIEKTPOHHOM ITOYTHI

2.1. Llenbro mpuMeHEHHs SICKTPOHHOM IOYTH IS 06MEHa KOPPECIOHISHIIHH
SIBIISIETCSI TIOBBILIICHHUE OIIepaTUBHOCTH BHYTPUBEJJOMCTBEHHOTO u
MEXBEOMCTBEHHOIO  MH()OPMALlMOHHOTO  B3aUMOJEHCTBHSA  yupesKIeHHH
00pasoBaHHMsl 3a CYET COKDALIEHWsS BPEMEHW NOCTABKHM KOPPECIOHICHIUH W
YMEHBIICHNS 3aTpaT BPEMEHH IIPH NOAr0TOBKe U 00paboTke uHbOpMauy.

2.2. OO6meH (OTnpaBKa ¥ MPHEM) 3IEKTPOHHON KOPPECTIOHIEHIIUY TIPOU3BOLUTCS
B BUJIE KIIHCEM C BIOXKEHHUEM (HailioBy.

2.3. Tpebopaums HacTosmero IlonoXeHHS He pACIPOCTPAaHSAIOTCS Ha
OpraHuzanuo obMeHa JOKyMEHTaMH M JAHHBIMH JUIS CIyXKeOHOTO I10JIb30BaHNS,
JUISL KOTOPBIX YCTaHOBIIEH COOCTBEHHBIH periaMeHT 0OMeHa.

3. TEXHHUYECKOE OBECIHEYEHWE W OGCJIYXUBAHUE
3JEKTPOHHOM MOYTHI

3.1. AnmapaTHO-IIPOrpaMMHOM OCHOBOI JIEKTPOHHON MOYTHI SBJISIOTCS

3.1.1. obmenoCTyHEIe NOYTOBEIE CEpPBEPHl M NOYTOBHIE CEPBEPHl YUpPEKISHHI

00pa3oBaHus, pa3BepHyThIE B TIIOGATBHON CeTH 06MeHa NaHHBIMH OBIIEro
TI0JIb30BaHus Ha TeppuTopun Poccuiickoi eneparim.

3.2. TpaHcTOpTHOH Ccpenofl SIEKTPOHHON IIOYTHI SBIAIOTCS TIOGANBHBIE CETH
oOMeHa JIaHHBIME OOIIEr0 IMOJNB30BAHWS Ha TEPPUTOPHH PoccHiicKoi
@enepanyy, KOMMYTHpYeMBle KaHAlIBl TeneQoHHOM ceTH  oOmero
HOJIB30BaHHUS.

3.3. TexHHUYecKOe 00CITyKMBAHUE BKIIFOYAET B ce6s:




[image: image3.jpg]3.3.1. opraHu3anyio ANEKTPOHHEIX TTIOYTOBEIX SIIUKOB;
3.3.2. ycTaHOBKY, HaCTPOHKY ITOYTOBBIX KIIMEHTCKUX IPOTPaMM;

3.3.3. opraHu3anuio aHTUBUPYCHOH 3aIIUTHI 3JIEKTPOHHON KOPPECTIOHICHIINY;
3.3.4. co3naHue U ToOcNemyollee BeJEHHE ODJIEKTPOHHOH aJpecHOM KHWUIH B
COOTBETCTBHH C NOTydYaeMbIMY H3BEIIEHISIME 00 M3MEHEHHH aJjpeca;

3.3.5. KOHTpONb 32 COOMIOJEHWEeM pErIaMeHTOB paboThl abOHEHTOB ¢
3JIEKTPOHHO ITOYTOH.

4. OPIAHM3AIIMOHHOE OBECIEYEHWE 3JIEKTPOHHOM ITOYTHI

4.1. OpraHuzauuoHHOe obecreueHrue pabOTHl BIEKTPOHHOW IIOYTHI B CHCTEMeE
3JIEKTPOHHOrO  NoKyMeHToobopora  JIOY  ocymiecTBisieT  COTPYZIHUK,
OTBETCTBEHHBIH 32 BelleHHE JIeTONPOM3BOACTBA B HH(MOPMATHU3AIIHIO.

4.2. OTBeTCTBEHHBIM 3a DPabOTy OJIEKTPOHHOW IOYTHl Ha3HA4yaeTcsl IPHUKa30M
3aeqyrouero JIOVY u3 uucna coTpyIHUKOB YUPEKICHHUS.

4.3. OrpercTBeHHBIH 3a pabOTy JNEKTPOHHOH TOUYTHl PYKOBOJCTBYeTCS
HactosumM [TonokeHreM ¥ IPYTUMHU JOKaJIbHBIME aKTaMH yUPEXKICHHYS.

4.4. MAJIOY perckuii can xombunupoBanHoro Buma Ne 80 opraHmzyeT oauH
ouIMaTBEHBIA 3NIEKTPOHHEIM TTOUTOBBIH SIIHK £ nks54/6 mwajl. v 171 oOMeHa
odunuanbHON KoppecloHzeHIwe, momiexamelt peructpanun B JOY. Kpowme
storo, JIOY MoxeT opraHu3oBaTh HEOOXOAMMOE KOJMYECTBO 3JIEKTPOHHBIX
IOYTOBBIX  SIMUKOB IIOIApasfeNeHui M COTPYAHUKOB JAJsL  HEPErUCKU
TIOBCEHEBHOT'O XapakTepa.

4.5. OmneparuBHyto paboTy 1O OTIOpaBKe W I[pueMy OQUIHATbHON
KOPPECIOHIEHIINH, 3apeTrICTPHPOBAaHHON WK Momiexareil peructpauun B JJOY
BBINOJIHSIETCA OTBETCTBEHHBIM 32 PabOTy 3JIEKTPOHHOTO IouToBoro sumka JJOY.
4.6. OTBeTCTBEHHBIH 3a IONy4YEHHE OJICKTPOHHOM IOYTHEl NOJKEH IPOBEPSTH
KODPECIIOHEHIMIO He pexe 3-X pas B pabodee Bpems — He mosauee 9°, 13%, 17°°
4acoB M II0 Mepe HeOOXOIMMOCTH.

4.7. OTBETCTBEHHBIH 3a BIEKTPOHHYIO HOYTYy O00s3aH CBOEBPEMEHHO COOOIIHTH
aZpecaTaM U3 aJpecHOHl KHUTH 00 H3MEHEHWH aJpeca CBOEro 3JIEKTPOHHOTO
SAIIHKA.

5. HOPﬁHOK IIOATOTOBKH, YUYETA M OBPAIIIEHUL
JOKYMEHTOB, IIEPEJABAEMBIX I10 3JIEKTPOHHOU ITOUTE

5.1. JlomXHOCTHOE U0, IOATNKCHIBAIOIIee JOKYMEHT, INIaHUPYEMbIil K OTIIpaBKe
II0 3JEeKTPOHHOH IOYTe, TeM CaMbIM TapaHTHPYeT OTCYTCTBHE B HeM
CBeJIeHUH, KOTOpBIe He MOTYT IIepelaBaThCsl B OTKPHITOM BHIE IO KaHATaM

CBA3H.
5.2. HOKYMCHTBI, OTHOpaBJIsIEMBIE 110 3IIGKTpOHHOI71 II04TeE, JOJIDKHBI
COOTBETCTBOBATH Tpe60BaHI/I$IM, NpeabABIAEMBIM K 0(1)0pMJI€HI/IIO

O(i)I/IIII/IaJIBHBIX JOKYMEHTOB.




[image: image4.jpg]5.3. Mcxonsimye  odUIMATBHEIE “IOKyMEHTEI, KOTOpDBIE PETHCTPUPYIOTCST B
COOTBETCTBUM C YTBEPXKACHHBIMH NPABHIAMHU JETONPOU3BONCTBA, NOIIKHEI
OTHPABTIATECH Ha OQUUMATBHEIH 3EKTPOHHBII I0YTOBBIH SIIMK yUPeskICHES.

5.4. TlepeniaBaeMble C TIOMOIIBIO DIEKTPOHHOM TIOYTH O(UIHATEHEE JIOKyMEHTBI
AOJKHBI IMETh HCXOZSIUUH PETUCTPALHOHHEINA HOMED.

5.5. Ilepenasaemas u mpuHHMaemas B agpec JJOV obuIMaTbHas BIEKTPOHHAS
KOpPECIIOHIEHIUs PACIeTaTblBaeTCss B 1 3K3EMIULSIpe M PETMCTPHpPYeTCs B
COOTBETCTBHH C yTBEPXKICHHBIMH IPABHIIAMH AEIONPOU3BOCTRA.

5.6. OTBeTcTBeHHBIIT 32 sIeKTpoHHyt0 HouTy B JIOY momxen OCYILECTBIISTE:

5.6.1. mpueM B yCTaHOBNEHHOG BpeMs OGMIMANBHON KOPPECTIOHICHIHHE U
nepefiady aapecaTy CBOETO yUPEKISHUS,

5.6.2. oTmpaBky B OrOBOPEHHEIE CPOKH anpecary oumansHoR
KOPPECTIOHICHIMH, OQOPMIEHHOH B COOTBETCTBHH C TpeGOBaHMSMY,
NPENBABISEMBIMA K OQOPMIEHHIO OQULUATEHEIX JOKYMEHTOB;

5.6.3.B cIoydae HEBOSMOXHOCTH IIPOYTCHUS BJIEKTPOHHOTO  COOOIIEHHS
YBEIOMIISET 00 3TOM OTIIPABHUTELS.

5.7. Ilepen oTmpaBIeHHeM COOOIIEHHS MM OTYETa HEOGXOIEMO TIPOBEPHUTH

IIPABOTIUCAHME U IPAMMATHKY TEKCTa;

5.7.1. Tlomp30BaTeNsAM 3aIIpEIIEHO:

> Y4aCTBOBATEH B PacchUIKe IOCHAHMUI, HE CBS3AHHBIX C o06paszoBaTensHON Ml
aIMHHUCTPATHBHOMN JEATENBHOCTHIO pabOTHHKA,
> INepeckUiaTh 10  NPOU3BONBHBIM  aipecam  He 3aTpe00BaHHYIO
noTpeGuTeNIAMH HHbOPMAHIO (CHam);

OTHPAaBIATH  COOOIIEHHS  MPOTMBO3AKOHHOTO WM  HE3THYECKOTO

COZepKaHuUS;

HCTIONB30BATh MACCOBYIO PACCHIIKY 3JI€KTPOHHOM MOYTHL, 38 HCKIFOUEHHEM

HEOOXOIMMEBIX CIIy4aes;

SJIEKTPOHHOE II0CJaHWe HEe MNOIDKHO HCIOTB30BATECH JUIS  MePechlIKU

CEKPETHOH M KOHQUIEHUMANBHOM MH(OPMAIMH, MOCKONBKY SBISETCS

9KBHBAJIEHTOM IIOYTOBOU OTKPHITKH.

5.8. TpUHATBIE M OTIpaBIEHHBIE BIEKTPOHHBIE COOBIEHHS COXPaHSIOTCS Ha

JKECTKOM NUCKE KOMIBIOTEPA B COOTBETCTBYIOMIMX ApXUBHBIX IIAIIKaX.
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