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[PUMEPHBIN PETJIAMEHT PABOTBI C 3JIEKTPOHHOM ITOYTOM
B MBIOY «/lerckuii cag Ne 2 «CepJio»

OBILIHME MNOJIOKEHUA

1. DIIeKTPOHHBIN TMOYTOBBIH AIMK(M) YUPEKAECHHS MOXKET HCIIOIb30BaThCS
TOJIBKO B CIIY)KEOHBIX IIEJISX. ’

3anpemaercs: PacchUIKa JIMYHBIX ITOYTOBBIX COOOINEHHMH, Crama, BIOXKEHHH C
BUpYCaMH, COOOLIEHHH HEITHYHOTO MJIM MPOTHBO3AKOHHOTO XapaKTepa, CBEJCHHH Iid
CTy’)eOHOro TONB30BaHMs W JAPyroil KoHduueHnwmamsHOH uHdopmaumu  (Ge3
odunManbHO 3ampoca) 1 T.I1.

2 ITo oanektponHoi moure JIOY mpomsBomutcs oOMeH uHGbOpMaLMen
3aKOHOJATEIBHOIO, . HOPMATHBHO-TIPABOBOrO,  y4eOHOro,  y4eGHO-MeTOAMYECKOro
XapaKTepa MeXIy YYpexXIAeHHsMH 00pa3oBaHHs, OpraHaMH YIpaBjeHHs 00pa3oBaHHEM
pasHBIX ypOBHE#, MOCTAaBIIMKaMH OOOpYNOBaHHS M MAaTePHAIOB, IMOAPAAYHKAMH,
MOCTAaBIIMKAMH YCIYT ¥ APYTMMH OpraHU3alUsMH, NMPEANPUATHAMH U YUPEKICHUSIMH,
CBA3aHHBIMH C 00pa30BaTeNbHBIM  YUPEKIEHHEM [IOTOBOPHBIMH  MJIM  MHBIMH

00s13aTeIbCTBAMH.

3. Jlnst o6paboTKH, Iepefaud U npueMa HHGOpMaIMH 10 3JIEKTPOHHOMU MoYTe B
JIOV mpHKa30M 3aBeLyIOIero Ha3Ha4yaeTcs OTBETCTBEHHOE JIUIIO.

4. Ionp30BaTeny JIEKTPOHHOM TOYTBI  0OPa30BATENBHOIO  yUYPEKIEHHs

JOJKHBl CTPOro COOMIONATh JIOKAIbHBIE INpaBHIa M MHCTPYKIMH MO pabore C
3JIEKTPOHHON KOPPECTIOHCHIINEH, a TakKe NaHHbIA PernaMenT.

NOPANOK OBPABOTKH, NEPEJAYU U TIPUEMA JTOKYMEHTOB
10 JIEKTPOHHOM INOYTE

L Vupexaenue  00pa3oBaHHs ~ IODKHO — obecrieunth — OecrepeGoiiHoe
(GyHKIMOHUPOBAaHHE SJIEKTPOHHOH MOYTHIl B TeueHHe BCero pabovero BpeMEHH
yupexaenus (pabouero BpeMEeHH OTBETCTBEHHOIO JIMIA).

2. [Mpy MOJMyYeHHH BaKHBIX IHCeM, TPeOYIOUIMX IOATBEPKIEHUsS OTBETa,
OTBETCTBEHHOE JIUI0 0053aHO OTNPABUTH TaKOE noxTBepxeHre’. OTBETCTBEHHOE JTHIIO
JIOJDKHO [IPUHSTH BCE, 3aBUCSAIINE OT HEro, Mepbl Ul OOecreueHUs NpPaBHIbHOM
HACTPOMKM II0YTOBOTO KIHEHTAa JUld BO3MOKHOCTH OTIPABKM  ITOATBEPKICHUS
OJTyYEHHsI [TCEM B IITATHOM PEKUME.

! TTon GecniepeGoiiHbIM (yHKLMOHMPOBAHHEM 3JIEKTPOHHOI MOYTHI MOAPA3yMeBAETCs PaGoTa MOYTOBOTO KIHEHTA C BKIIOUEHHBIM
3BYKOBBIM M BH3yaJIbHbIM OTIOBELIEHHEM MOJyYeHHs JIEKTPOHHBIX MHCEM B TeueHHe Beero paGouyero ans. [loatsepikaexne
nonmyueHus (€can HeoOX0AMMO) IOHKHO OTMPABMATECS CPa3y MOCIe MOMyUYeHHs COOOLIEeHHUS.

% Kak NpaBHI0, U1 OTMPABJIEHHs NMOATBEPKAEHHA 10CTATOUHO NOATBEPANTL NOyYeHHe THChMA BO BCIUTBIBAIOLEEM OKHE MOYTOBOTO
kauenTa. Eciim no kakum u6o npuuMHaM MOATBEP)KIAEHHE OTNPAaBHTh He yAaéTcs (HenpaBUIbHbIE HACTPOMKH MOYTOBOTO KJIMEHTA H
T.M.), OTBETCTBEHHOE JIMLIO J0JDKHO OTIPABUTh MOATBEPIKACHHE MONY4eHHs BAXXHOTO MHChMA TOObIM JOCTYNHBIM Croco6om
(oTrpaBKa COOTBETCTBYIOLUETO MHChMA, MEPECHLIKA MOATBEPXKACHHUA 110 GaKCy U T.M.), TenedOHHbIH 3BOHOK HE SBSETCS
TOATBEP)KACHHEM NOMyUEeHHUs IEKTPOHHOrO N1chbMa!




3. [Ipu oTpaBKE BayKHBIX MTMCEM, OTBETCTBEHHOE JIUIIO JOJKHO YKa3aTh B
COOOIIEHUH HEOOXOIMMOCTh TTOATBEPKIACHUS MOJIYYSHHS TIChMa aJpecaToM.

4, [lepen  ormpaBieHueM  COOOIIEHUS  HEOOXOJUMO  MPOBEPSTH
IpaBOMKUCAHUE U TpaMMaTHKy TeKcTa cooOmieHus. TekcTel O0oibioro odbéMa
KEJIATEIbHO OTIPABIISATH B BUJE BIOKECHHUS.

5. OnexktponHsie nucbMa OBA3ZATEJIBHO nomkHBI OBITH TOANHCAHBI
JUIOM TPOU3BOJUBIIUM OTIPABKY KoppecnoHjaeHuuu. Heobxoaumo HacTpouTh
MOYTOBBIM KJIMEHT Ji1 aBTOMATUYECKOW BCTABKH TMOJIMUCH B IOYTOBBIC
ornpaBnenus. lloamuch pomkHA coAepKaTh: WM, OTYECTBO W (PaMUIIHIO
OTMPABUTENSA, JOHKHOCTh, Ha3BaHWUE OOPA30BATEILHOTO YUYPEKICHHUS, Ha3BaHUC
ropojia ¥ Kpasi IpoKUBaHus (WU APYroro HAMMEHOBAHUSI HACEJIEHHOIO IMYHKTA),
KOHTAKTHOTO TeJie(poHa OTIpPaBUTES.

6. [Tpu nonyuenuu CITAMA (HexenaTeNnbHbIE 3JICKTPOHHBIC TUChMA, KaK
paBUJIO, PEKJIAMHOTO XapakTepa), OTBETCTBEHHOE JIMIIO 00s3aHO Cpa3y yJajuTh
Takhe IMHUCbMa, HE OTKpPHIBAas BIIOKEHHE (KENAaTebHO J100aBUTh OTIPABUTENS
N00aBUTh CHUCOK 3a0JIOKUPOBAHHBIX  OTMpPABHUTENICH, B COOTBETCTBUH C
UHCTPYKIIMEH MO MOJIb30BAHUIO MOYTOBBIM KIIUEHTOM ).

7. He pexoMeHayeTcs  yAalsTh BXOJAIIME M HCXOASIIME MHChbMa B
TeyeHue ydeOHOTo rojia (BapuaHT, 3a MOCJECJAHHE KaJeHAapHble MmoJyiroaa-roa). B
JanbHeiIeM, BO U30€XaHUE TMEPENOJHEHHUS] AJIEKTPOHHOIO SIIHUKA CTaphie
HEAKTyaJIbHbIE MHUChbMA MOXKHO YJaluTh. JlJIsi COXpaHEHUsI KOPPECIOHJCHIIMU B
Cllydyae BO3HUKHOBEHHUS HEUCIPABHOCTH >KECTKOTO AMCKA, MOXXHO MEPUOIUYECKU
CO3/1aBaTh APXUBHYIO KOMHUIO B COOTBETCTBUU C MHCTPYKIIUEH MO MCIOJIH30BAHUIO
MMOYTOBOTO KJIMCHTA.

8. KenarenbHo copMUpOBaTH CTPYKTYpPY MamoOK ISl YINOPSIOYCHUS
BXOASAIIMX cooOmeHui. Bce mepenaBaeMble MO 3JIEKTPOHHOM TOUYTE BIJIOKEHUS
(daiinbl) JOMKHBI OBITH IPEABAPUTEIHHO TPOBEPEHBI AaHTUBUPYCHBIMU CPEICTBAMMU.
OTBETCTBEHHOCTh 32 HEHAJICXKAIIYI0 MOJATOTOBKY HMH(OpMaIuu K mepegade Io
AIIEKTPOHHOM TIOYTE HECET JIMIIO, OTBETCTBEHHOE 32 Pa0OTY € AIEKTPOHHON MOYTOM.

9. [lepenaBaeMble C TOMOIIIBIO ATEKTPOHHON MOYTHI OPHUITHATBHBIC JOKYMEHTHI
JNOJDKHBI MUMETh COOTBETCTBYIOIIME PEKBU3HUTHI (MCXOIAIIMA PErHUCTPALIMOHHBIMN
HOMEp, HOMEp W JaTy MpuKa3za, pacrnopsbDkeHus U T.m.). B Tekcte cooOreHus
HE00X0MUMO 00S3aTEIbHO YKa3bIBaTh PEKBU3UTHI U HA3BAHHE IMEPECHIAEMOTO BO
BJIO)KEHUU oduIimanpHOoro jaokymeHta. llepemaBaemas W mpuHUMaemas B ajpec
00pa30BaTEIBLHOIO YUpexaeHus oQUIHaAIbHAS DJICKTPOHHASI KOPPECHOHACHIIUS
perucTpupyercsi B COOTBETCTBMM  C  TpaBWIaMH  JEJIONMPOU3BOJACTBA,
YCTaHOBJICHHBIMU B 00pa30BaTEILHOM YUPEIKICHUH.

Q. Bce  nepenaBaemble  y4eOHO-METOAMYECKHME M CIPaBOYHO-
uH(pOpMaIIMOHHBIE MaTepuaabl JOHKHBI TMEPEChUIATHCS C COMPOBOJUTEIIHHBIM
MMACHMOM.

10. [Tpu monmy4deHun 3IEKTPOHHOTO COOOIIEHUSI OTBETCTBEHHOE JIUIIO:

®  PETUCTPUPYET €ro B YCTAHOBJICHHOM MOPSIIKE;



e  ompezenser moiydarens nucbMa (3aBenyromuid JIOY, 3amecturenu
3aBEAYIOIIET0, OyXTaaTepHs U T.II.) U MepeacT eMy JOKYMEHT Ha paCCMOTPCHHE.
B ciydae eciu momydaTenss KOPPECIOHACHIIMH OTBETCTBEHHOMY JIHITY CIIOXKHO
OTIPEICIUTh CaMOCTOSATEIILHO, COOOIICHHE nepenaércs 3aseayromniemy JOY wm
OJIHOMY M3 €ro 3aMecTuTejci. ECM MUCbMO COACPIKUT TMOSICHSIOIIMA TEKCT K
BJIO)KCHHIO, €r0 HEOOXOAMMO TaKXe TepeaaTh aJpecaTy BMECTE C BIIOKEHHUEM
(pacnieyaTaHHBIM HJTU B 3JICKTPOHHOM BHJIC);

e B CiIy4ac HEBO3MOXHOCTH TIPOYTCHHUS AJICKTPOHHOTO COOOIICHUS
YBEIOMIISIET 00 3TOM OTHPABUTEIIA.

11. B KkadyecTBe OCHOBHOIO IIOYTOBOTO KIMEHTA PEKOMEHIYETCS
ucnonp3oBark mTarHeie  npwioxenus Windows: Outlook Express, Iloura
Windows, IToura Windows Live. HexenareabHO HCIIOIB30BAHUE B KAadeCTBE
noutoBoro kiueHta Microsoft Office Outlook, B ¢BsI3u CO CIIOKHOCTBIO HACTPOUKH.



