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PersnamenT padotsl ¢ 3jekTponHoil nouroit B MBOY COI Ne 7 r. Canbcka

1. O0muMe moI0KeHus

1.1. Hacrosiuii PernmameHT pa3zpaboTaH B LEISAX CHUCTEMaTH3allMd PabOThl € 3JIEKTPOHHOH MOYTOH
00pa30BaTENILHOTO YUPESKICHHUS U ONPELIIeT MOPSA0K paboThl C HEMl OTBETCTBEHHBIX JOIKHOCTHBIX
JIMLL.

1.2. Hopmsl HacTosmiero PernmamenTta pacipocTpaHsIOTCSl Ha DJIEKTPOHHBIE apeca, UCTIONb3yeMbIe IS
ouLnanbHON KOPPECIIOHICHIINH, 8 UMEHHO: O(ULIMAIBHBINA aJIpec yUpeKISHUs U P HEOOXO0AUMOCTH
ajzipeca OTAENbHBIX JOHKHOCTHBIX JIUL YUPEXKACHHUS.

1.3. MynununansHoe OroxeTHOe ob1eo0pazoBarensHoe yupexaenne MbOY COII Ne 7 r. Canbcka
(mastee - OY) umeer oUIIHATBHBINA aJpec AIEKTPOHHOU MOYTHI: Mbousosh7-salsk@yandex.ru.

1.4. OnextponHas mouta B OY MOXKET HCHOIb30BaTbCA TOJBKO B AJAMHUHUCTPATHBHBIX U
00pa3oBaTeNbHBIX IEIISX.

1.5.Ilo osnektponHoit moure B OVY mnpousBoaurcs oOMeH uH(popMalnMend 3aKOHOAATENbHOTO,
HOPMAaTUBHO-IIPAaBOBOr0, Y4eOHOro, y4eOHO-METOIMYECKOr0 XapakTepa MEXAy Y4pexKICHUSIMU
00pa3oBaHus, OpraHaMy yIpaBJIeHUs] 00pa30BaHUEM Pa3HBIX YPOBHEH, MMOCTABIIUKAMHU 000PYIOBaHUS
U MaTepHaJIoB, MOAPSIAYMKAMHU, TOCTABLIIMKAMH YCIYT U IPYTHMMU OpraHU3aLUsAMU, IPEANPUITUIMA U
YUPEKACHUSMH, CBS3aHHBIMH C 0O0pa30BaTENbHBIM YYPEKICHUEM JOTOBOPHBIMH WM WHBIMHU
00s13aTeNIbCTBAMH.

1.6. DnexTpoHHOE COOOIIEHHE HE JIOJKHO COJIEPKATh CEKPETHOW U KOH(UACHIIMATEHONW HHPOPMAIIUH,
NEPCOHAIBHBIX JaHHBIX COTPYJHUKOB U 00YJarOIIUXCS.

1.7. DnekTpoHHOM MOYTOW MOTYT IOJIb30BaThcs agMUHHUCTpauuss OV, OTBETCTBEHHOE JIMLO 3a
3JIEKTPOHHYIO NOYTy U coTpyaHuku OV (nanee - [Tonb3oBatenu), eciu nHGOpMaIys He MPOTUBOPEUUT
n.1.4. u n.1.5. HacTosmero Pernamenra.

1.8. ITonp3oBaTensIM IEKTPOHHON OYTHI 3AIPEIIEHO:

- y4acTBOBaTh B PacChbUIKE COOOLIEHMH, HE CBSI3aHHBIX C 00pa30BaTEIbHON UM aIMUHUCTPATUBHOMN
nesTenbHoCcThI0 OV

- TepechUIaTh MO0 MPOU3BOIBHBIM aJpecaM He 3aTpeOOBaHHYIO TOTPEOUTEIIMU HHPOPMALIHIO (CIIaM);
- OTHPABJIATH COOOLIECHUS MPOTHUBO3aKOHHOTO MJIM HEITUYHOTO COJICPKAHUS;

- HCIIOJIb30BaTh MAaCCOBYIO PACCBUIKY 3JIEKTPOHHOM MMOYTHI, 32 HCKIIIOYEHHEM HEOOXOJUMBIX CIIyYaeB.
1.9. B mensx mpemoTBpalieHus MoTepu WHpopMauu ¥ obOecriedeHnst 6€30MacHOCTH O(QUIINAIEHOTO
AJIEKTPOHHOT'O IOYTOBOTO SIIMKA BCE TIOJIb30BATENM AJIEKTPOHHOW MOYTHl OOS3aHbI BBIMOIHATH
ClIeIyIoIIre MpaBuia;

- HE YKa3bBaThb 0e€3 CIyKeOHOM HEeoOXOIMMOCTH aJapec SJEKTPOHHOM TMOYTHl B pa3IMYHBIX
AJIEKTPOHHBIX aHKETaX;

- HE OTKpbIBaTh M HE 3aIlyCKaTh JIIOObIE BJIOXKEHMS 3JEKTPOHHOM IMOYTHI, €CIIM OHU JIOCTAaBIIEHBI U3
HEM3BECTHBIX MM HEHAAEKHBIX NCTOYHUKOB.

1.10. Hacrosuii PeriiameHT umeer cTatyc J0KaabHOro HopMaTuBHOro akta OVY.

1.11. Tlonb3oBarenu 37aeKTPOHHOMN MOYTHI OY OIKHBI CTPOTO COOII0IaTh JaHHbBIN PernameHr.

2. Tlopsiiok o0padoTKH, Nepeaavyu ¥ NPpUEMa JOKYMEHTOB 110 3JIeKTPOHHOI mouTe

2.1. Ina o6paboTku, mepeaayn u npuéMa MHGOpMANMKM MO 3JIeKTpoHHOH moute B OY mpukazom
JTMPEKTOpa IO IIKOJIE Ha3HAYaeTCs OTBETCTBEHHOE JIMIO - OMEPaTOp SJICKTPOHHOW MOYTHI (Janee -
Omnepatop).
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2.2. OY pomxHO obecrieunTh OecriepeOoifHOe (PYHKIIMOHUPOBAHHE 3JIEKTPOHHOM MOYTHI B TEUEHHE
BCero pabodero BpeMeHH yupexaeHus (padboyero Bpemenu Omneparopa).

2.3. OnepaTtop 00s13aH PEeryysspHO MPOBEPATh OPUUIUAIBHBIA >JEKTPOHHBIN NMOYTOBBIN smuk OY Ha
IpeaMeT HaJIM4Ks HOBBIX IIMCEM B T€UEHHE BCEro pabouero JHs.

2.4. IIpu nomy4eHnu >MEeKTPOHHOTO coodmenus: Omneparop:

- OCYUIIECTBJISIET aHTUBUPYCHBIA KOHTPOJIb BXOAIIEH KOPPECTIOHICHIINY;

- PerucTpupyeT JAOKYMEHT B JKypHaJle BXOJAIIUX JOKYMEHTOB (TOJbKO O(UIIMAIbHBIE JOKYMEHTHI,
peKsiaMHbIe ¥ HH(OPMAIIMOHHBIE PACCHUTKU HE PETUCTPUPYIOTCSA);

- nepenaéT JOKYMEHT Ha PaCCMOTPEHHUE AUPEKTOPY LIKOJIbI Ul ONpEAEIeHUs oaydaTes nucbma (B
OTCYTCTBUHM JHPEKTOpa - OJHOMY U3 €ro 3aMECTHTENEW) WM B Clydae YKa3aHUs HEMOCPEICTBEHHO
azpecary. Eciy nucbMo COIepKUT MOACHSIOMIMN TEKCT K BIOXKEHHUIO, €r0 HEOOXO0JMMO TaKXkKe IepeaaTh
ajipecary BMECTE C BIOKEHHEM (pacriedaTaHHBIM UJIH B AJIEKTPOHHOM BUJIE);

- TIpH NOJIyYEHUH BAXXHBIX NMHCEM, TPEOYIOLINX MOATBEPKACHUS 0TBeTa, OnepaTrop 00s13aH OTIPaBUTh
TaKO€ MOJITBEPHKICHUE.

- B CJIy4ae HEBO3MOXHOCTH IPOUTEHUS SJIEKTPOHHOIO COOOLIEHUs YBEIOMIIIET 00 3TOM OTIPAaBUTEIIS.
2.5. [Ipu otmipaBke 37eKTPOHHOTO coobmeHust OnepaTop:

- OCYILECTBJIIET AHTUBUPYCHBII KOHTPOJIb UCXOAIEH KOPPECTIOHICHIINH;

- IPUHUMAET OT cOTpyAHUKOB OV odopMiIeHHbIE JOKYMEHTbl B COOTBETCTBHM C TPeOOBAHUSAMU,
IPEIbABISIEMBIMHI K 0(OPMIICHUIO O(DUITHATIBHBIX JOKYMEHTOB, B QJIEKTPOHHOM BHUJIE;

- PErucTpupyer AOKYMEHT B JKypHaJe HCXOIALIMX JOKyMeHTOB. llepenaBaemble C IMOMOIIBIO
AIIEKTPOHHOH MOYTHI O(HUIHATBHBIE JOKYMEHTHI TOJDKHBI UMETh HCXOSIINI PErHCTPAlMOHHBI HOMED,
KOTOPBII pocTaBiIsieT cekpeTapb pykoBoautess OV,

- Tepej OTIPaBICHUEM COOOIIEHUS HEOOXOJMMO MPOBEPSATH MPABOIMCAHUE U TPAMMATHKY TEKCTa
coobuieHus. TekcTrl 601b1I0T0 00BEMA JKETaTeIbHO OTHPABIATH B BUJE BIOXKEHHUS;

- IpH OTHpaBKe BaxHBIX mnuceMm, OmnepaTtop AODKEH YKa3aTh B COOOIIEHUH HEOOXOIMMOCTD
HOJTBEPKICHUS MTOJIy4SHHsI TMChMa aJpecaToM.

2.6. Bce mepenaBaemble yueOHO-METOANYECKHE M CIIPABOYHO-MH(POPMALIMOHHBIE MaTEPHAJIbl TOJIKHBI
IepeaaBaTbCsi C CONPOBOJUTENIBHBIM IMUCHMOM. /[l OTHPaBKM 3JEKTPOHHOTO COOOIIEHUS
MI0JIb30BATENb O(POPMIISICT JOKYMEHT B COOTBETCTBUH C TPEOOBAHUSIMH 10 JIEIIONPOU3BOICTBY.

2.7. IIpu opopmiIeHNH 3JIEKTPOHHOI'O COOOIIEHUS 00sI3aTEeIbHBI K 3aM0JHEHHUIO CIEAYIOIINE TTOJIS:

- ajpec noJryyaTels;

- TeMa JIEKTPOHHOTO COOOILIEHHUS;

- TEKCT 3JIEKTPOHHOr0 COOOLIEeHHS (TIPU HEOOXOJUMOCTH, MOT'YT OBITh BIIOKEHBI (hailibl);

- koHtakThl otnpasutens (O.1N.0., tomxHOCTh, TENedOH).

2.8. OTnpaBka M IOJyYeHHE OJJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCS C HCIOJIb30BAHUEM
IIPOTPAMMHBIX MTPOAYKTOB, IIPeTHA3HAYEHHBIX JIJIS1 PA0OTHI C 3JIEKTPOHHOM TouTo# B OY. DIIeKTpoHHbIE
JOKYMEHTbl JAyOJIMpYyIOTCSd TNpU HEOOXOJMMOCTH B BHJE KOMMH Ha OYMaKHbIX HOCHUTENSX C
NIPUCBOCHHEM HOMEpa BXOIAMIETO WIIH UCXOISAIIETO JOKYMEHTA.

2.9. Ilo daxry usmeHeHus: opUIUAIBLHOTO NMEKTPOHHOrO MouyToBoro smmka OY Onepatop 00s3aH
CBOEBPEMEHHO YBEJIOMUTH HH(POPMAIIMOHHBIM ITUCEMOM Y TIpaBiieHHe 00pa3zoBanust CainbCKOTo paiioHa,
a TakXke APYrux aJpecaToB U3 agpecHoi kHuru OY, o0HOBUTH HH(pOpMalHio Ha caiite OV ¢ yka3zaHuem
JIaThl, C KOTOPO M3MEHEHHSI BCTYIAIOT B CHITY.

3. PacnpenesieHne 0TBETCTBEHHOCTH

3.1. OTBETCTBEHHOCTH 32 HEPA3TIIANICHUE MTapOJIsi OPHUIIMATBHOTO AIIEKTPOHHOTO ITOYTOBOTO simuka OY
Hecér Onepatop.

3.2. OTBETCTBEHHOCTh 3a HEHAUICKAIIYI0 IOATOTOBKY HWHpOpMAaNHMK K Tiepenade HECET aBTop
uHpOpMaLUH.

3.3. OTBETCTBEHHOCTh 3a HEHaJyIeXkamee O(OPMIICHHE SJICKTPOHHOTO COOOIICHUS W 3a OTIPABKY
aZipecaTy U IOJyYEHHUE IEKTPOHHOM ouThl HecET Oneparop.

3.4. OTBeTCTBEHHOCTh 3a (YHKIMOHHPOBAHUE OJIIEKTPOHHOTO JOKyMeHTooOopota B OV HecéT
nupekrop OV.



4. PexoMeHIAMM K HACTPOHKAM MOYTOBOI0 KJIHEHTA

4.1. DnexTpoHHBIE MHChbMa 0053aTE€IbHO AOKHBI OBITH MOAMUCAHBI TUI[OM, IPOU3BOAUBILUM OTIPABKY
KoppecnoHieHIMu. Heo0XoauMo HaCTpOUTH IOYTOBBIN KIIMEHT JIJIs1 aBTOMAaTHUECKOW BCTaBKH MOATHCH
B MOYTOBbIE oTnpanieHus. [loanuce nomkHa coaep)KaTh: UMs, OTYECTBO U (aMUIIMIO OTIIPABUTEIS,
JOJDKHOCTB, HAa3BaHUE 00Pa30BaTENILHOTO YUPEXKICHHs, Ha3BaHHE ropoJia W Kpas MPOXHUBaHUS (WIH
JIPYroro HauMEHOBAaHUS HACEIEHHOTO MMYHKTAa), KOHTAKTHOIO Tesie(hoHa OTIpaBUTEIS.

4.2. Tlpn nonyyenun CIIAMa (HexenaTenbHbIE JIEKTPOHHBIE MUChbMA, KaK MPABHIO, PEKIAMHOIO
XapakTepa), OTBETCTBEHHOE JIMIO O0S3aHO Cpa3y YAAJIUTh TaKHe MHCbMa, HE OTKPbIBas BIOXKECHUE
(>kenarenbHO JOOABUTH OTIIPABUTEIS B CITUCOK 3a0JIOKUPOBAHHBIX OTIIPABUTEINCH).

4.3. He pexkomeHayeTcsi ynansTh BXOASIIME M HMCXOIALIME NMHCbMAa B TeYeHHE ydeOHoro rona. B
JanpHeimem, Bo n30eXaHUue MEepErOoTHEHUS AIIEKTPOHHOTO SIIMKA, CTapble HEaKTyalbHbIE MUChbMA
MOKHO yJaiuTh. [[1s cOXpaHEHHsS KOPPECIOHACHLUH, B CIydyae BO3HHUKHOBEHHS HEUCIIPAaBHOCTHU
XKECTKOrO TUCKA, MOYKHO IEPUOINYECKH CO3/1aBaTh ApXUBHYIO KOIHIO.

4.4. XKenatenbHo cPOPMUPOBATH CTPYKTYPY MANOK Ui YINOPSIOUYECHUS BXOIAIIMX coobueHuil. Bee
nepeaBaeMble 10 FIEKTPOHHOM MOYTE BIIOKEHUS ((paiiiibl) JOKHBI OBITH IPEABAPUTEIEHO IPOBEPEHBI
AHTUBUPYCHBIMU CPEJICTBAMHU.

5. Oco0ble moJ10:xeHus

5.1. AxTyanbHbIi Haposib 0T O(ULIMATBHOTO 3JIEKTPOHHOTO aapeca OY XpaHUTCS B 3alle4aTaHHOM BHJIE
y pykoBojuTtens OY.

5.2. B cnyyae mepeycTaHOBKH OMNEPAIMOHHOW CHUCTEMBI Ha KOMIIBIOTEPE HIIM 3aMEHBI CHCTEMHOTO
0Ji0Ka, Ha KOTOPBIA MPUXOAUT eKTpoHHast noura OV, [uig BOCCTaHOBJIEHUS pabOThI JIEKTPOHHOM
IIOYTHI UCIIOJIb3YETCS 3all€4aTaHHbI KOHBEPT C MAapOJIEM.

5.3. [Ipu yrepe maposst OT 3JIEKTPOHHOTO MOYTOBOTO SAILIMKA OTBETCTBEHHBIH COTPYIHUK 3a paboTy ¢
AJIEKTPOHHOM NOYTON 00palaeTcs B Ci1yk0y MOIIEPIKKH.

5.4. B cinydae OTCYTCTBHMSI OTBETCTBEHHOI'O COTpPYJHHMKA 3a PabOTy C 3JIEKTPOHHOM MOYTOH ero
00513aHHOCTH BO3JIararoTcst pykopoauteneM OY Ha Jpyroro coTpyaHHKa.

Cpoxk geiicTBUs perjiaMeHTa He OTPaHNYeH.



