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MNOPAIOK OBPABOTKH, IEPEJAYHA U ITPUEMA JOKYMEHTOB
MO JIEKTPOHHOMU ITOYTE

1. Yupexnenue 00pa3oBaHUs JIOJKHO obecrneyuThb OecnepeboitHOE
(QYHKIHOHMPOBAHME SIEKTPOHHOM IMOYThI! B TeYeHHE BCEro pabo4ero BPEMEHH
yupexaenus (pabouero BpeMeHH OTBETCTBEHHOIO JIHLA).

2y HpI/I TMMOJIYUYCHHH  BaXXHBIX  IIHCEM, Tpe6y}oumx IMOATBCPXKIOCHUSI  OTBETAQ,
OTBETCTBCHHOEC JIMIIO 00s13aHO OTIIPaBUTb TaKoe€ HO,Z[TBep)KI[eHI/Iez. OTBeTCTBEHHOE
JIULIO I[OJ'DKHO"HpI/IHSITI) BC€, 3aBHUCAILINE OT HETO, MEPBI AJIA obecrieueHus HpaBHHLHOﬁ
H&CTpOI:IKH fIO‘ITOBOI‘O KJIMEHTa 11 BO3MOXHOCTH OTIpPaBKH IIOATBEPXKACHHUA
IMOJTYYE€HH IMHCEM B IITAaTHOM PEXKHUME.

3. HpI/I OTIIPpaBKE BaXHBIX IMHCEM, OTBETCTBEHHOC JIHAIO JOJKHO YyKasaTrb B
COOOIIEHNH HEOOXOIUMOCTh IOATBEPXXACHHUA IMOJIYYCHU MUCbMa aJpeCaToM.

4. Tlepen OTIpaBieHHEM COOOLIEHUS HEOOXOOMMO IPOBEPSTH IPABONHMCAHHE U
rpaMMAaTHKy TeKCTa cooOuieHns. TekcTsl 60Ib1moro 00bEMa KellareIbHO OTIPABIIATh
B BUJI€ BJIOYKEHHUS.

5. Dnexrponnsle THcbMa OBS3ATEJIBHO nomkHBEI OBITH TIOQMUCAHBI JIULIOM,
TIPOM3BONUBIIKMM OTIIPABKy KOppeCMOHAeHIHH. HeoOXonMMo HAacTpOHMTH MOYTOBBIM
KJIMEHT IUIS aBTOMATHUYECKOM BCTABKM IOANKCH B MMOYTOBBIE oTHpasieHus. Iloamucek
JOJKHA COAep)KaTh: UMSI, OTYECTBO U (PaMMUIIMIO OTIIPABUTEINS, TOKHOCTD, Ha3BaHUE
00pa30BaTeNLHOr0 yUPEKIeH s, Ha3BaHHe rOpoja U Kpasi IPOKMBAHUS (MK IPYroro
HaVMEeHOBaHHUs HACEJIEHHOIO IIYHKTa), KOHTaKTHOTO Tesie()OHa OTIPaBUTEIIS.

6. Ilpu momyuennn CITAMA (HexenarelbHbIE 3JICKTPOHHbIE NHCbMA, KaK IPaBHIIO,
PEKJIAMHOI'O XapakTepa), OTBETCTBEHHOE JIMLIO 00s13aHO Cpasy yAaIUTh TaKHe IUChMa,
He OTKpbiBas BJOXKeHHe (KeJaTelbHO J00aBWTh OTIPaBUTENs B  CIHMCOK

1.1 IMox GecriepeGoiiHbIM hyHKLMOHHPOBAHHEM 3JIEKTPOHHOM MOYTHI MOpa3yMeBaeTcst paboTa nouToBOro
KJIMEHTA C BKJIIOUEHHBIM 3BYKOBBIM U BU3yallbHbIM OMOBELIEHUEM MOJTyYEHHs 3IEKTPOHHBIX MHCEM B TEHEHHE BCETO
pabouero aus. [loaTBepKaCHHE NOMyUeHHs (€M HEOOXOANMO) OJKHO OTMPABIATECA Cpasy MOC/e NQIyHeHHA
coobreHus.

22 Kax npaBuo, 1Jisi OTIIpaBAeHHS NOATBEPXKAEHHSA NOCTATOYHO MOATBEPAUTD MOTYIEHHE MTHCbMA BO
BCTUTBIBAKOLIEM OKHE MOYTOBOTO KJIMEHTa. Ec/ii Mo KakuM JAM60 NpHYMHAM MOATBEPKAEHHE OTMPABUTh HE ynagTcs
(HenpaBH/IbHBIE HACTPONHKH MOYTOBOTO KJIHEHTA H T.M.), OTBETCTBEHHOE JIHLIO JOJDKHO OTMNPABHTh MOATBEPHKIACHHE
TOMTyYeHHs BaXKHOTO MUChbMA JIFOObIM HOCTYIHbBIM CMocoOoM (OTNpaBKa COOTBETCTBYIOLIErO NMHCEMA, MEPEChLIKA
noaTBepkaeHUs 1o (akcy  T.1.), TeneOHHBIH 3BOHOK HE AB/AETCs MOATBEPKASHHEM MOy HEHHS JIIEKTPOHHOTO
nucbma!
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7. He pekoMeHIyeTcsl ynansTh BXOIALINE U HCXONAIIME MMChbMA B TeUEHHE y4eOHOro
rofa. B nanpreiiiem, Bo n3bexaHue MEPEIIONHEHUs MEKTPOHHOTO SIIHKA, CTaphle
HEaKTyaJIbHbIE IMChMa MOXKHO YIAJIUTh.

8. XKenarenpHO CcOpPMHPOBATE CTPYKTYypy MAalOK Ml YIOPSIOYEHHS BXOISIIAX
coobuienui. Bee nepenapaemsle 0 3IeKTPOHHOM 110UTE BIOXKEHHS ((haiIIb) JOMKHBI
OBITh MpENBAPUTEIBHO NPOBEPEHBI AHTHBHPYCHBIMH CpeICTBaMH. OTBETCTBEHHOCTS
3a HEHaUIeXallyr MOATOTOBKY MH(QOpMALUM K Iepenade IO SIEKTPOHHOM I0YTE
HECET JIMIO, OTBETCTBEHHOE 3a padOTy ¢ 3MEKTPOHHOM IOYTOA.

9. llepenaBaeMble C IOMOLUBIO NEKTPOHHOH MOYTHl OQHIHATbHBIE JOKYMEHTHI
JOTKHBI HMeTh COOTBETCTBYIOLLHE PEKBU3UTBI (UCXOASIUUN perncTpanrOHHbIHN
HOMEp, HOMEp H JHary IpHKa3a, paclopsDKeHHsS W T.II.). B Tekcre cooOIeHU
HeOOXOMMO 00s3aTeNbHO yKa3blBaTh PEKBU3UTHl M HAa3BaHHE IEPECHLIAEMOrO BO
BJIOKCHUM OQUUHATLHOIO JOKyMeHTa. IlepenaBaemMas W NpUHMMaeMas B afpec
00pa3oBaTeNbHOrO yUPEKICHUsI OGUUHAIbHAS 3IEKTPOHHAS KOPPECIIOHAEHIHS
PETUCTPUPYETCS B COOTBETCTBUH C IPaBIJIaMU JEJIOMPON3BOACTBA, YCTAHOBIEHHBIMH
B 00pa30BaTeIbHOM yUPEKICHHH.

10. Bce nepenaBaeMble y4eOHO-METONMYECKHE U  CIIPABOYHO-MH()OPMALHOHHBIE
MaTepHallbl TOJDKHEI [IEPECHUIATHCS C COMTPOBOAUTEIBHBIM ITHCEMOM.

11. Ilpu momy4eHuu 3eKTPOHHOTO COOOILEHUS OTBETCTBEHHOE JIHIIO:

* PETUCTPUPYET €r0 B YCTAHOBICHHOM IOPSIIKE;

« ONIpEJeTIsIeT MOoTyyaresis MuchbMa (pykoBoauTenb OVY, 3aMeCTHTENH PYyKOBOIHUTES,
OyxranTepus W T.IL.) U NepefaeT eMy IOKYMEHT Ha pacCMOTpeHHe. B ciydae, ecnu
NOTy4aresiss KOPPECHMOHAEHUMH OTBETCTBEHHOMY JIMIy CJOKHO  OIpPENEIHTh
CaMOCTOSITENIbHO, cooOuleHre nepenaércss pykoBomurento OY WM OOHOMY M3 €ro
3aMeCTUTeNEH. EcauM NUCBMO CONEPKUT MOSCHSIOIIMHA TEKCT K BIIOKEHHIO, €ro
HEOOXOIMMO TaKKe Tepeaarb afpecaTy BMECTe C BIOKCHHEM (pacneanaHHbIM WIH B
JJIEKTPOHHOM BHJIE);

B Clly4ae HCBO3MOXXHOCTH IIPOYTEHHs NIEKTPOHHOTO COOOIIEHHS, YBEIOMISET 00
3TOM OTIPABHUTEJIS.





