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[Tpunoxenue 1
YTBEpKIAEHO
MIPUKA30M JIUPEKTOPa
Ne 66.1 ot 29.08.23

Periiamenr
1o padore ¢ 3JIEKTPOHHOM MOYTOH B 00Pa30BATEILHOM YUPeKIAeHUN

1. O01ue mos10KeHuA

1.1. Hacrosumii PernameHT pa3paboTaH B ILENIX CHCTEMaTU3alUd paboThl C
anektpoHHoM moutoilt MKOY IIP «HIIJC Ne 14» (manee — VYupexaeHue) u
OIpeseNsieT NOPsI0K padOThl C HEW OTBETCTBEHHBIX JOJKHOCTHBIX JIULL.

1.2. Hacrosmee IlonmoxeHne  paclnpOCTpaHSIOTCS Ha 3JIEKTPOHHBIE ajpeca,
UCHOJIb3yeMble JUIsl O(ULMATbHON KOPPECHOHJIEHIUH, a HMMEHHO: O(UIMaIbHBIMI
aZipec yUpeKJIeHUs U MpU HEOOXOAMMOCTH aJpeca OTIEIbHBIX JOJKHOCTHBIX JIUI]
YupexeHusl.

1.3. MyHununaibHOE€  Ka3eHHOe  oOmeoOpa3oBaTEIbHOE  YUPEXKICHUE
[ITenexoBckoro paiiona «HauaneHas mkoisa — nerckuit cag Ne 14y

1.4. Tannoe Ilonoxenue pasmeniaercss Ha oduimanbHoM caiite MKOY 1P
«HIIAC Ne 14» B uHpOpMALIMOHHO-TEIEKOMMYHUKAITMOHHOW ceTu «HTepHeT».

I1. llopsinok 00padoTKHU, Nepenayu U NPUEMa JOKyMEHTOB
10 JIEKTPOHHOM MoYTe

2.1. Tlo >neKkTpOHHOM TOUTe B YUPEKIECHUU MPOU3BOIUTCI 0OMEH HMHpOpMaliuen
3aKOHOAATEIbHOI0, HOPMATUBHO-NPABOBOTO, y4e€OHOro, y4yeOHO-METOAMYECKOTO
XapakTepa MEXIy YUpexKICHUSIMU O0pa3oBaHUs, OpraHaMU YIPaBICHHUS pPa3HbIX
ypOBHEH, TMOCTaBIIMKaMU  OOOpYAOBaHUS W  MarepuasioB, MOAPATUUKAMH,
MOCTAaBIIMKAMH  YCIAYT W JPYTUMHU  OpPraHU3AlMSIMH, NPEANPUATHIMUA U
YUPSKICHUSIMHU, CBSI3aHHBIMH C  YUPEKIECHHUEM JIOTOBOPHBIMH WJIM HWHBIMU
00s13aTeLCTBAMH.

2.2. lng o6paboTku, nepenadn 1 npuéma uHGOpMaluy Mo 3JIEKTPOHHOU MOUYTE B
YupexaeHnn  pacrnopsauTeNbHBIM — JOKYMEHTOM  PYKOBOAMTENS — Ha3HA4aeTCs
OTBETCTBEHHOE JIMIIO — OTIEpaTop JIEKTPOHHOU MoYThI (fanee — Oneparop).

2.3. YupexneHue J0JDKHO obOecrneuuTh OecriepeboitHoe (YHKIMOHUPOBAHUE
ANIEKTPOHHOM TMOYThl B TEYEHHE BCEro pabodyero BpemMeHH (pabouero BpeMEHU
Omnepatopa).

2.4. Omepatop 00s3aH PETrYISIPHO TMPOBEPITh OQPUIIUATBHBIN AIIEKTPOHHBIN



MOYTOBBIN SIIIUK YUpEeKACHUS HAa MPEAMET HAJW4Usl HOBBIX MMHUCEM B TEUEHHE BCETO
pabouero JHs.

2.5. DnekTpoHHOE COOOIIEHHME HE JOJKHO COJEp)KaTh CEKPETHOW U
KOH(pUACHIMAIbHOW HH(OpMAIUU, TMEPCOHAIBHBIX JaHHBIX COTPYAHUKOB U
00y4Jaronuxcs.

2.6. Oneparopy AJIEKTPOHHOM MOYTHI 3alIPEUIEHO:

- y4acTBOBaTh B PAaCCHUIKE COOOIIEHUN, HE CBSI3aHHBIX C O0Opa3oBaTelIbHOM WIIU
aIMUHUCTPATUBHOM JEATEIBHOCTBIO Y UPEKIACHUS;

- MepechulaTh IO MPOU3BOJBHBIM aJpecaM He 3aTpeOOBaHHYIO MOTPEOUTEIIMHU
uHpopMaIuio (crnam);

- OTIPABIATHh COOOIIECHUS MPOTUBO3AKOHHOTO WJIM HEATUYHOTO COICPKAHMUS;

- HCHOJIb30BATh MACCOBYHK) PAacCCBUIKY 3JICKTPOHHOW IIOYTHI, 34 HWCKJIIOYECHUEM
HEOOXOJUMBIX CITy4aeB.

277. B memsx mnpemoTBpamieHuss TmoTepu uHPopMmanuu U obecreueHus
0e3omacHOCTH  O(QUIIMATLHOTO  JJIEKTPOHHOTO  MOYTOBOro  simwuka  Omepartop
AIIEKTPOHHOM MOYTHI 00s13aH BBIMOIHATH CJIETYIONINE TPaBUIIa:
- HEe YyKa3bIBaTh 0€3 CIy)KeOHOW HEOOXOAWMOCTH aJpec JJIEKTPOHHON MOYTHI B
Pa3JIMYHBIX JJIEKTPOHHBIX AHKETAX;
- HE OTKpPBIBaTh U HE 3alyCKaTb JIOOBIC BIOXKEHUS AJIEKTPOHHOM MOYTHI, €CIH OHU
JIOCTABIICHBI U3 HEU3BECTHBIX MJIM HEHAJEKHBIX UICTOUHUKOB.

2.8. IIpu nmomyueHuu 3IEKTPOHHOTO coobIeHus: Oneparop:
- OCYIIECTBIISIET aHTUBUPYCHBIA KOHTPOJIb BXOJIAIIECH KOPPECIIOHACHIINH;
- PETUCTPUPYET TOKYMEHT B KypHaJIe BXOASIIUX JOKYMEHTOB (TOJBKO O(UIIMATbHBIC
JIOKYMEHTBI, peKJIaMHbIe U HH(POPMAIIMOHHBIEC PACCHUIKUA HE PETUCTPUPYIOTCS);
- nepenaéT JOKYMEHT Ha pPacCMOTPEHHUE PYKOBOJIUTENIO YUPEXKACHUS IS
ONpEAEJICHUs] ToJydyarels MNUChbMa WA B CIy4ae YKa3aHUs HEMOCPEICTBEHHO
aapecary. Ecim muceMo coaepKuT MOSICHSIONTUN TEKCT K BIOKEHHUI0, €r0 He00X0IUMO
TaKKe Mepeaarh agpecaTy BMECTe ¢ BIIOKEHHUEM (pacrieuaTaHHbIM W B DJIEKTPOHHOM
BUJIC);
- MPY TOJIYYCHUHN BAXKHBIX MHUCEM, TPEOYIOMIMX IMOATBEPXKACHUS oTBeTa, Omepatop
00s13aH OTIPABUTH TAKOE MOATBEPKICHUE;
- B CJIy4ya€ HEBO3MOXXHOCTH TPOYTECHHS DJIEKTPOHHOTO COOOIIECHHS YBEIOMIISIET 00
3TOM OTIIPABUTEIIS.

2.9. IIpu oTnpaBke 271eKTpOHHOTO coodienus: Oneparop:

- OCYIIECTRIISIET aHTUBUPYCHBIA KOHTPOJIb UCXOAIIEH KOPPECTIOHACHITUH;

- TPUHUMACT OT COTPYAHUKOB YUpekaeHUs OQPOpMIICHHbIC JOKYMEHTHI B
COOTBETCTBUM C TPEOOBAHHUSAMU, MPEABABIIEMBbIMU K OGOPMIICHUIO O(UIIMATBHBIX
JIOKYMEHTOB, B DJICKTPOHHOM BU/IE;

- perucTpupyer JOKYMEHT B KypHaJle HUCXOIAIIMX JOKYMeHTOB. IlepenaBaembie ¢
MOMOIIBI0  AJIGKTPOHHOW TOYTH  OQUIMATBHBIE JOKYMEHTHI JIOJDKHBI HMETh
HCXOIAIINAN PETUCTPALIMOHHBIN HOMED;

- Tepea  OTHpaBIEHWEM COOOIIEHUS HEOOXOAWMO TMPOBEPSATh MPABOMHUCAHUE W



rpaMMaTHKy TEKCTa cOOOIIeHHs. TeKCThl O0NBIIOr0 00bEMA KeNaTeIbHO OTIPABIThH
B BUJIC BJIOKEHUS;

- IpU OTHpPaBKE BaXXHbIX muceM, OmnepaTop IOMKEH YyKa3aTb B COOOILIEHUU
HEOOXOAMMOCTb MOATBEPKIACHUS ITOJIyYE€HUS TUChMa aJIpeECaToOM.

2.10. Bce nepenaBaemble yueOHO-METOAMUECKHE U CIIPABOYHO-UH()OPMAIIMOHHBIE
MaTepuabl JI0JKHBI NEPEeNaBaTbCsi ¢ COMPOBOAUTENBHBIM MUCHMOM. [l OTIpaBKU
AJIEKTPOHHOTO COOOILEHUS IOJIb30BaTENb O(POPMIIET TOKYMEHT B COOTBETCTBUH C
TpeOOBaHUSIMHU MO ACTOTPOU3BOJICTBY.

2.11. Tlpu odopmieHUN 3IEKTPOHHOTO COOOIIEHUsT 00S3aTENbHBI K 3alOIHEHUIO
CJIEAYIOIUE TIOJIS:

- aJpec MoJIy4aTelis;

- TéMa JIEKTPOHHOTO COOOIICHNUS;

- TEKCT 3JIEKTPOHHOTO COOOUIEHUS (MPU HEOOXOJUMOCTH, MOTYT OBITH BIIOXKECHBI
(aiibn);

- koHTaKTh! otipaBuTens (O.1N.0., nomxHOCTh, TENEDOH).

2.12. OrmpaBka W TIOIXy4YEHUE DJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCSA C
UCIOJb30BAHUEM IPOTPAMMHBIX MPOAYKTOB, MPEAHA3HAYEHHBIX [UIsI pabOThl C
AJIEKTPOHHOM MOYTON B YUpexaAeHUU. DIEKTPOHHBIE TOKYMEHTHI 1yOIUpYIOTCS MpU
HEOOXOAMMOCTU B BUJE KONMUKA HAa OyMa)XHbIX HOCHUTENSX C IPHCBOCHHEM HOMEpa
BXOJISIIIETO MIIM UCXOJSIIETO JTOKYMEHTA.

2.13. Tlo ¢akry wu3MeHeHUsT O(PUIIMATBLHOTO 3JEKTPOHHOIO IMOYTOBOTO SITUKA
VYupexxnenuss Oneparop 00s3aH CBOEBPEMEHHO YBEJOMHUTh HH(POPMALMOHHBIM
MMCbMOM BCEX 3aMHTEPECOBAHHBIX aJPECATOB W3 AJPECHON KHUTH YUpEeXIECHHUS,
O0OHOBUTH MH(GOPMALIMIO HA OPUIIMATIBLHOM caiTe Yupexaenus B cetu «MHTepHeT ¢
YKa3aHHEM JIaThl, C KOTOPOW U3MEHEHHS BCTYIAIOT B CHITY.

I11. Pacnipenesienne 0TBETCTBEHHOCTH

3.1. OTBeTCTBEHHOCTh 3a HepasmIalleHue Mapois OPUIUATBLHOTO 3JIEKTPOHHOTO
IIOYTOBOTO SAIMKa YupexxaeHus Hec€r Oneparop.

3.2. OTBETCTBEHHOCTbh 32 HEHAJICKAIIYIO MOATOTOBKY MH(pOpMAIMU K Tiepenade
HeCcET aBTOp MH(MOPMAIIHH.

3.3. OTBETCTBEHHOCTh 3a HEHAJIIeKalee O(popMIIeHHE dJIEKTPOHHOTO COOOIIEHUS
W 32 OTNPABKY aJpecaTy U MOJydeHUe MEKTPOHHOUN NouThl HecéT Onepatop.

3.4. OTBETCTBEHHOCTh 3a (DYHKIMOHUPOBAHHUE AIIEKTPOHHOTO JOKYMEHTOOOOpOTa
B YUPEKICHUU HECET PYKOBOJAUTEID.

IV. PexoMeHganmum K HACTPOMKAM MOYTOBOIO KJIMEHTA
4.1. DIeKTpOHHBIE NHCHhMa O0S3aTEIBHO JIOJDKHBI OBITH ITOAMKMCAHBI JIHIIOM,

MIPOU3BOJIMBIIIMM OTIIPABKY KOppecmoHAeHIMU. HeoOXoaumMo HAaCTPOUTH MOYTOBBIM
KJIMEHT JIJI1 aBTOMAaTUYECKOM BCTAaBKH IMOAIKCHU B MOYTOBBIE OTIpaBicHUs. loanmuce



JIOJIKHA COMEPKaTh: UMsI, OTYECTBO M (DAMIIIHIO OTIPABUTEINSI, JOHKHOCTh, HA3BaHHUE
VYupexxaeHus, KOHTaKTHOTO TenaedoHa OTIpaBUTEIS.

4.2. llpu nomydenuun CIIAMa (HexenarenbHble S3JCKTPOHHBIC IMHUCbMa, Kak
MpaBUiIO, PEKIAMHOTO XapaKTepa), OTBETCTBEHHOE JIUIO OO0S3aHO Cpazy YAaIUTh
TaKMe MUCbMa, HE OTKpbIBas BIIOKEHHE (KeJarebHO J00aBUTH OTIPABUTENS B
CITUCOK 3a0JIOKMPOBAHHBIX OTIPABUTEIEH).

4.3. He pexoMeHayeTcs yAdausiTh BXOASIIME W HCXOMASIIME NMUChMa B TEUYCHHE
yuebHoro rofa. B manbHeiieM, Bo n30exaHne MepernoaIHeHHsI SIEKTPOHHOTO SIIHUKa,
CTapble HEAKTYyaJIbHbIE TUCbMa MOXKHO yHaIUTh. {151 cOXpaHEeHUs KOPPECIIOHICHIINH,
B CJIy4ya€ BO3HUKHOBEHHMSI HEHUCHPABHOCTU >KECTKOTO AMCKA, MOXKHO MEPUOTUYECKHU
CO3/1aBaTh apPXUBHYIO KOIIHIO.

4.4. KenarenpbHo chopMUPOBATH CTPYKTYPY MANOK JJIS YIOPSIOUCHUS BXOSIITUX
cooO1ieHuil. Bece mepegaBaeMbie MO 3JIEKTPOHHOM TOUTE BIOKEHUS ((halIbl) JOTAKHBI
OBITh MTPEIBAPUTEIHHO MPOBEPEHBI AHTUBUPYCHBIMU CPEJICTBAMH.

V. Oco0ble moJI0KeHUs

5.1. AxTyanbpHbI Mapoiib OT OPUIMAIBHOTO AIEKTPOHHOIO aJpeca YUpexKJIeHUs
xpanurcs y Oneparopa.

5.2. B ciydae mnepeycTaHOBKM OIEPAMOHHOW CHUCTEMBl Ha KOMIIBIOTEPE HIIU
3aMEHbl CHCTEMHOIO OJIOKA, Ha KOTOPBIM NPUXOAUT 3JIEKTPOHHAS MOYTa Y UpEeKICHHUS,
JUIsl BOCCTAHOBJIEHUSI palOThl 3JEKTPOHHOW MOYTHI HMCHOJB3YETCS  KOHBEPT C
napoJseMm.

5.3. Ilpm yrepe mapons OT OJJIEKTPOHHOTO MOYTOBOro smuka Oneparop
oOpaiaercst B CIy»)0y MOAICPKKH.

5.4. B cnyyae oTCyTCTBUS OTBETCTBEHHOTO COTPYAHHUKA 32 PabOTY C AIEKTPOHHOU
NOYTOM €ro OO0sS3aHHOCTH BO3JIAralOTCsl Ha PYKOBOAUTENS YUpEeXKICHUS WM Ha
JIPYroro COTpy/IHMKA.

V1. 3akaouuTe/ I bHbIE MOJT0KeHU

6.1. IlonoxeHue BCTyMaeT B CUIIy C MOMEHTA €r0 yTBEPKICHUS.

6.2. IlonoxeHue sBigeTCAd JOKAJbHBIM aKTOM OOpa30BaTEIbHOTO YUPEHKIACHHUS.
BHecenue n3MmeHenuid U JONOIHEHUN B [10I0kKEHNE OCYIIECTBISETCA B MOPSAKE €TI0
MIPUHATHS.

6.3. Hacrosmee Ilonoxenne MoxeT ObITh M3MEHEHO (IOMOJHEHO) JOKAJIbHBIM
aKTOM 00pa30BaTEIBLHOTO YUPEIKICHUS.
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