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1. O0uMe mMoJI0KeHU A
1.1. Hacrosimee mosokeHHE pa3pabOTaHO €  IENbI0  BHEJIPCHUS

OpPraHU3allMOHHOW OCHOBBI A(P(EKTUBHOIO NIPUMEHEHUS NEKTPOHHON MOYTHI JJIs
OCyIIECTBICHUSI OOMEHa KOPPECHOHJIEHUUEH Mexay 00pa3oBaTEIbHBIMU
YUPEXKJECHUSMHU,  BBILIECTOALIMMU  OpraHaMu  oOpa3zoBaHus  (mamee -
YUPEXKIECHUSIMHU 00pa30BaHMsl) U IPOUUMHU OPTaHU3AIHSIMH.

1.2. Mcnonp30Banue 3IEKTPOHHOM MOYTHI B TOCYJIAPCTBEHHOM aBTOHOMHOM
npodeccHOHaIBbHOM — 00pa3oBaTesIbHOM — yupekaeHun CapaToBckoil obnactu
«IlyraueBckuii arpapHO-TEXHOJIOTHYECKUN TEXHUKYM» (nanee - OY) peryaupyror
YCIIOBUSL U HOPSAAOK PabOTBI C JIEKTPOHHOM IOYTON B CHUCTEME 3JIEKTPOHHOI'O
JIOKYMEHTO000pOTA.

1.3. IlonoxxeHue  ompenensieT  OCHOBHbIE  NPUHLMIIBI  OpPraHU3aluu
AIIEKTPOHHOM TOYTHI, OOMeHa HMH(OpMaIMe Mo SJIEKTPOHHOUW MOYTE, MOPSIOK
MOJATOTOBKH, y4€Ta M OOpallleHHus JOKYMEHTOB, MEPEJABAEMbIX IO JIEKTPOHHOM
MOYTe B CUCTEME OOpa30BaHUSI.

1.4. TlonmoxxeHue npeaHa3HAYEHO JJIsl pAOOTHUKOB TEXHUKYMa, CBSI3aHHBIX C
NOJIyYEHUEM U OTIIPABKON KOPPECIIOHACHIIMHU B 3JIEKTPOHHOM BHUJE IO POAY CBOEH
NEATEIbHOCTH.

2. llesb ¥ Ha3HAYEHHE YIEKTPOHHOMH MOYTHI
2.1. llennto IIPUMEHEHUS AIEKTPOHHOMN IIOYTHI JUTS oOMeHa

KOPPECTIOHCHITUEH SIBIISICTCS MTOBBIIICHHE OTIEPaTUBHOCTH
BHYTPHUBEIOMCTBEHHOTO u MEKBEJJOMCTBEHHOTO WH(OPMAITMOHHOTO
B3aMMOJICUCTBUS YUPEKICHUM OO0pa3oBaHUs 3a CUET COKpAIICHHS BpEeMEHU
JIOCTaBKU KOPPECMOHACHIIMN W YMEHBIIICHUS 3aTpaT BPEMEHU MPHU TMOJTOTOBKE U
00paboTke UH(pOPMAaIIUH.

2.2.O0Mmen (oTmpaBKa ¥ TpPHEM) DIEKTPOHHOM  KOPPECIOHACHITUEH
TIPOU3BONTCS B BUJE ITHCEM C BIIO)KCHHEM (haiijIoBy.

2.3. TpeboBanust Hactosmiero IlomokeHWs HE pPACIpPOCTPAHSIOTCS Ha
OpraHu3anuio 0OMEeHa JOKYMEHTAMH W JAaHHBIMH JJIS CIIYKEOHOTO TOJIb30BaHMS,
JUTSI KOTOPBIX YCTAHOBJIEH COOCTBEHHBIN PErJIaMeHT OOMEHa.

2.4. Tlopsimok oOpamieHusi ¢ JIOKYMEHTOM, TMOJydareleM M OTIPaBUTEIEM
KOTOPOTO SIBIIIOTCS aOOHEHTHI JIEKTPOHHOW TMOYTHI, aHAJIIOTMYEH OOpaIeHHUIO C
MaTepHuaaMH, MOTYyYEHHBIMHU TOCPEACTBOM (PaKCUMIIBHON CBSI3H.

3. Oprann3anuoHHoe odecrnevyeHue JIeKTPOHHOM MOYTHI
3.1. OpranuzaimonHoe obecrnedeHrue padoThl AJEKTPOHHOM MOYTHI B CUCTEME
DIIGKTPOHHOTO JIOKYMEHTOO0OpOTa TEXHHUKyMa OCYIIECTBISIOT COTPYIHUKH,
OTBETCTBEHHBIE 3a BEJIEHUE JIEJIOMPOU3BOJICTBA U MHPOPMATH3AIIHIO.



3.2. OTBeTcTBEHHBbIE 32 HH(POPMATH3ALUIO, Pa0dOTy SIEKTPOHHOM MOYTHI
HA3HA4YaloTCsl NPHUKA30M PYKOBOAUTENS YUPEKICHHs OOpa3oBaHMs M3 4YHCIA
COTPYJHHUKOB YUPEXKACHUS, HECKOJIBKO (PYHKIMI MOKET BO3J1araThCsi Ha OJIHOTO
COTpYJHUKA.

3.3. OTBeTcTBEHHBIE 3a WH(GOPMATU3ALNIO, PAaOOTy 3JIEKTPOHHON MOYTHI
PYKOBOJACTBYIOTCS HacTosuuM [looskeHneM U MOJO0XKEHUSIMH U JOHKHOCTHBIMU
00513aHHOCTSIMH, YTBEP>KICHHBIMU PYKOBOJIUTEIIEM YUPEKICHUSI.

3.4. TAIIOY CO «llyraueBckuii arpapHO-TEXHOJOTHUECKHNA TEXHUKYM)
OpraHu3yeT OJIMH opULIHMATBEHBINA AJIEKTPOHHBIN HOYTOBBIN SALTUK
gou _npo_pu67@mail.ru  mgms  oOmena oduUIMATBHOH  KOPPECIOHACHIINEH,
NOJUIeKallel perucTpalMd B ydpexJIeHusx oOpazoBaHus. Kpome »storo,
TEXHUKYM MOXET OpraHHU30BaThb HEOOXOAUMOE KOJIMYECTBO DJIEKTPOHHBIX
MOYTOBBIX  SAIIMKOB  MOAPA3JACICHUA UM  COTPYIHUKOB JJSl  TMEPEHHUCKU
MOBCETHEBHOTO XapaKTepa.

3.5. OnepatuBHyt0o paboTy 1O OTHOpaBKE © NpUeMy OQPHUIHATHEHON
KOPPECHOHJEHIINH, 3apErUCTPUPOBAHHON WM MOMJIEXKAIIEH perucTpauud B
YUpEXKJIEHUSAX 00pa30BaHMsl, BBIMOIHIET OTBETCTBEHHBIN 32 pabOTy 3JIEKTPOHHOTO
MOYTOBOTO SILIUKA YUPEIKICHHUS.

3.6. OTmpaBka U MpUEM MHCEM IMOBCEAHEBHOIO XapaKTepa OCYIIECTBIISIETCS
COTPYTHUKAMU YUPEKICHHS CO CBOUX JIEKTPOHHBIX MTOYTOBBIX SIIUKOB.

3.7. CoTpyaHUKaM, OTBETCTBEHHBLIM 3a MH(POpPMATU3ALINIO B
00pa30BaTeNbHOM YUPEXKACHUH, BMEHSETCS B OOS3aHHOCTh OpTraHMU3AIHS
TEXHUUYECKOTO OOCITyKMBaHUs COIJIacHo 11.3.4.

3.8. OTBETCTBEHHBIN 3a MOJYUYEHUE DJIEKTPOHHON MOYTHI JOJIKEH MPOBEPSTH
KOPPECTIOHJICHITMIO HE pexke 4 pa3 B pabouee BpeMs — He mozanee 9.30, 12.30,
14.30, 17.30 yacoB u 110 Mepe HEOOXOTUMOCTH.

3.9. OTBeTCTBEHHBI 3a DOJEKTPOHHYIO TOYTYy 00s3aH CBOEBPEMEHHO
COOOIIMTh aapecaTaM W3 aAPECHOW KHUTH OO0 W3MEHEHHMH aJpeca CBOETO
AIIEKTPOHHOTO MOYTOBOTO SATUKA.

4. TlopsiaoK MOATOTOBKHM, y4eTa U 00paleHusi JOKYMEHTOB,
nepeAaBaeMbIX 110 JJIEKTPOHHOM MOYTe

4.1. JIOMKHOCTHOE JIMIO, MOJANHUCHIBAIOIIEE JOKYMEHT, IJIAHUPYEMBIA K
OTHPABKE IO AJEKTPOHHOW MOYTE, TEM CAMBIM TapaHTUPYET OTCYTCTBHE B HEM
CBEJICHHI, KOTOPBIE HE MOTYT IEPEIaBaThCA B OTKPBITOM BHUJIE MO KaHAJIaM CBSI3H.

4.2.  JIokyMeHTBI, OTIpaBIAE€Mble MO JJIEKTPOHHOM TIOYTE, JIOJKHBI
COOTBETCTBOBATh TPEOOBAHUAM, MPEIbABIAEMbIM K O(QOPMIICHHUIO O(DUIIMATIBHBIX
JIOKYMEHTOB.



4.3. TlepemaBaembie C TIOMOIIBIO DJIEKTPOHHOW TIOUYTHI OQUITMATHHBIC
JOKYMEHTBI ~ JOJDKHBl HMMEThb HUCXOISIIMN  pPETHCTPALIMOHHBIA HOMEp U
OTTPABIATHCS HA O(UUHUATBHBIN 3JIEKTPOHHBIN MOYTOBBIN STUK YUPEKICHUS.

4.4. llepenaBaemasi W TNpUHUMaeMas B aJpec TEXHUKYMa OQuIMaIbHAs
ANIEKTPOHHAS KOPPECIOHCHIINSI PETUCTPUPYETCS B COOTBETCTBUM C IMPaBUIAMU
JIETIONPOU3BOJICTBA, YCTAHOBJICHHBIMU B TEXHUKYME, 3aT€M paclieuaTbiBaeTcs B 1
IK3EMILISIPE.

4.5. OTBETCTBEHHBI 3a OJJIEKTPOHHYIO IOYTY B TEXHUKYME JIOJKEH
OCYILIECTBIISTH:

- IpUEM B YCTAaHOBJIIEHHOE BpeMs OQUIMAIBHON KOPPECHOHJICHIUU  C
00s13aTeNIbHON €€ perucTpaiuei;

- mepefayy JOKYMEHTa Ha PacCMOTPEHUE NUPEKTOPY TEXHUKyMa WIIH, €CIU
yKa3aHO, HEMTOCPEJICTBEHHO aJpecary;

- B CJy4Yae HEBO3MOXHOCTH IMPOYTEHUS BJIEKTPOHHOIO COOOLICHUS
YBEIOMIISIET 00 3TOM OTIPABUTEIIS;

- OTIIPaBKy B OTOBOPEHHBIE CPOKH aapecarty opuIaTbHON
KOPPECTIOHJICHITMH, O(GOPMJIIEHHOM B  COOTBETCTBUHM C  TPeOOBaHUSIMH,
MPEABABISIEMBIMUA K OPOPMIICHUIO ODUITUATBHBIX JOKYMEHTOB;

- KOHTPOJIb JIOCTaBKH KOPPECHOHACHIMU C MCIOJIB30BAHUEM MEXaHU3Ma
YBEJIOMJICHUM TOUYTOBBIX KJIMEHTCKUX MTporpaMMm (WM IO JPYTUM JOCTYIHBIM
KaHaJlaM CBSI3M) M TMPEJOCTABICHHUE WCIOJHUTENI0 JOKYMEHTa HEOO0XOIUMOM
MH(pOpMAIKU O JOCTABKE KOPPECTIOHICHIINN;

-B ClIydyae HEBO3MOXXHOCTU TPOYTEHHUS DJICKTPOHHOIO  COOOIICHUS
YBEJOMJISIET 00 3TOM OTIIPABUTEIIS;

- TPUHATBIE W OTMPABIICHHBIE JJICKTPOHHBIE COOOIICHHS] COXPaHATh Ha
YKECTKOM JUCKE KOMITBIOTEPA B COOTBETCTBYIOIIUX APXMBHBIX IMANKaX.

4.6. 3ampemaercss  MCHOJb30BaTh  JJICKTPOHHBIM — MOYTOBBIM  SIIIUK
VUPEKICHUN 11 PACCBUIKM PEKJIAMHBIX COOOIIeHUM (cmama), cooOIIeHuM
MPOTUBO3aKOHHOTO WJIK HEATUYHOTO COAEPIKAHMUS.

4.6. Tlonb3oBaTenu 3JIEKTPOHHOM MOYTHI JIOJKHBI OKa3bIBATh JIOASM TO K€
YBa)XEHUE, UTO U TIPU YCTHOM OOIIICHUH.

5. OTBETCTBEHHOCTH
5.1. OtBercTBEHHOE JIUIIO HECET OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE
MOJYYECHHUE DJICKTPOHHBIX COOOIIEHUM, PETUCTPALMI0 W HWHPOPMUPOBAHUE
COOTBETCTBYIOIIMX JIHII.
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