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MMOJIOKEHHUE
00 opranu3anuu padorsl ¢ jaekTponHoi mouroii B MAOJO «/IlILIU um.A.B.JIuBHa»

I. O01ue moJ10KeHUuA

1.1. Hacrosmee Ilonoxenue pa3paboTaHO B LEISX CHUCTEMATHU3allUU DPAOOTHI C SJIEKTPOHHOM
moutoii MAOJIO «JIIIN um.A.B.JluBHa» (manee — YupekaecHue) U ONMpeaeiseT MOpsSaoK paboThl C
Hell OTBETCTBEHHEIX JOJPKHOCTHBIX JINII.

1.2. Hactosimiee IlomoxkeHre pacmpoOCTpaHSIOTCS Ha DJIEKTPOHHBIE aJipeca, MCIOJb3YeMble s
OopUIMATBHON  KOPPECMOHAEHIIMH, a WMEHHO: OQUUUAIbHBIN agpec YyUYpeKIeHUs U IpHU
HE0OXO0IMMOCTH aJipeca OTIACNbHBIX JODKHOCTHBIX JIUI] YUpEKICHUS.

1.3. MynunnanbHas aBTOHOMHAsi OpraHu3alus J0MOJHUTENIbHOro oOpa3zoBanus «JleTckas mikosna
uckycctB uM.A.B.JIuBHa» nMeeT obHUIMaTbHbIN aapec ameKTponHoi mouThl: dshi.isluchinsk@mail.ru

1.4. Jlannoe Ilomoxxenne pasmentaercs Ha opunnansaoMm cailtte MAOJIO «IIIN nm.A.B.JIuBHa»
B UH(OPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTu «HTepHeT».

1. lTopsinok 06padoTKH, Nepeaayn U NPUEMA JOKYMEHTOB 10 3JIeKTPOHHOIi 1ouTe

2.1. Tlo onexTpoHHOM TmTOYTe B YUPESXKICHUU MPOU3BOIUTCA OOMeH uHpopManuen
3aKOHOJIATEIIbHOTO, HOPMATHBHO-TIPABOBOTO, Y4eOHOTO, y4eOHO-METOJMYECKOTO XapakTepa MEX.IY
YUpEXKICHUSMH  00pa3oBaHMs, OpraHaMH VIPAaBJICHUS pa3HbIX YPOBHEH, MOCTaBIIMKAMU
00OpYyJIOBaHUSI U MaTEPUAIIOB, MOAPSAYMKAMH, IMOCTABIIUKAMH YCIYT W JPYTUMHU OPraHU3aLUSAMH,
OPEANPUATHAMH U YUPEKICHHUSIMH, CBS3aHHBIMH C YUPEXKIECHHEM JIOTOBOPHBIMU WM HHBIMU
00513aTeIIbCTBAMH.

2.2. 1ns obpaboTku, nepeqaun ¥ npuéma WHGOPMALUK O AJIEKTPOHHON MOYTe B YUpPEKICHUU
pacropsIUTEeIbHbBIM JOKYMEHTOM PYKOBOAMTENS Ha3HAYaeTCs OTBETCTBEHHOE JIMIIO — OIEepaTop
3JIEKTPOHHOMU MOYTHI (fanee — Oneparop).

2.3. YupexaeHue I0JKHO obecrieunTs OecniepeOoitHoe pyHKIMOHUPOBAHHUE 3IEKTPOHHOM MOUTHI
B TE€UEHHE Bcero pabouero BpeMeHu (paboyero Bpemenu Oneparopa).

2.4. Onepatop 00s3aH PEryJIsipHO MPOBEPATh O(PHUIMAIBHBIM 3IEKTPOHHBIA MOYTOBBIA SLIUK
VYupexxaeHus Ha peMeT HaJIU4Ks HOBBIX ITMCEM B TEUEHUE BCEro pabovero JHs.

2.5. DnexTpoHHOE COOOIIEHHE He JIOJDKHO COJepKaTh CEKPEeTHOW U KOH(HIECHIHMAIHHON
nH(pOpMaINH, TEPCOHABHBIX JAHHBIX COTPYIHUKOB M 00yJarOIUXCs.

2.6. OnepaTopy 37€KTPOHHOM MOYTHI 3aMPELICHO:

— ydacTBOBaTb B pAacChUIKE COOOIIEHMH, HE CBS3aHHBIX C OOpa30BaTEeNbHOW MU

aJIMUHUCTPATUBHOM NESTEIBHOCTBIO Y UpEXkKICHHS;



2.7.

NepechlyIaTh MO0 MPOM3BOJBHBIM aJipecaM He 3aTpeOOBaHHYIO MOTPEOUTENsIMU HMH(POPMALUIO
(cnam);

OTIIPABIATH COOOIIEHHS TPOTHBO3AKOHHOTO MJIM HEATUYHOTO COJICPIKAHUS;

WCIOJb30BaTh MAacCOBYIO PACCHUIKY JIEKTPOHHOM MOYTHI, 32 HMCKIIOYEHHEM HEO0OXOIMMBIX
ClIy4yaes.

B nmensx npempoTBpamieHus norepu nHGopmanmu u odecriedeHust 6€30MacHOCTH OPHUITHATLHOTO

AIIEKTPOHHOTO TIOYTOBOTO smuka OmnepaTop AIEKTPOHHOH IMOYTHI O0S3aH BBITONHATH CIIEAYIOIINE
IIpaBUJIA:

2.8.

2.9.

HE yKa3bIBaTh 0€3 CIyXeOHOW HEOOXOIMMOCTH ajpec 3JIEKTPOHHON MOYTHl B Pa3IMYHBIX
AIIEKTPOHHBIX aHKETaX;

HE OTKpBIBaTh U HE 3aIlyCKaTh JIIOObIE BJIOKEHUS 3JIEKTPOHHOM MOYTHI, €CJIM OHU JOCTABJIECHbI
13 HEU3BECTHBIX WM HEHAJIEKHBIX HCTOYHHUKOB.

[Ipu nosyyeHuu 3eKTPOHHOTO coobuienus Oneparop:

OCYILIECTBJISIET aHTUBUPYCHBIN KOHTPOJIb BXOAIIENH KOPPECTIOHICHIINH;

pETUCTpUPYET JOKYMEHT B JKypHaJE BXOJANIMX JOKYMEHTOB (TOJBKO OQHIMAIBHBIC
JTOKYMEHTBI, peKJIaMHbIE 1 HH(POPMAIIMOHHBIE PACCHIIKU HE PETUCTPHUPYIOTCS);

nepenaéT JAOKYMEHT Ha pPAacCMOTPEHHE PYKOBOJIUTENIO YUPEKICHHUS U1 OIpeleieHUs
MoJiyyaTens MUChbMa WM B Cllydae YKa3aHMsl HENOCPEICTBEHHO ajapecaTy. Ecmu mucbMo
COJIEP’KUT TMOSICHSIOMIMM TEKCT K BIIOKEHHMIO, €r0 HEOOXOJIMMO TaKkKe IepeaaTh ajpecaTy
BMECTE C BJIOKEHHEM (paclieyaTaHHbIM WM B DJIEKTPOHHOM BHJIE);

IpU MOJYYEHUU BaXKHBIX IMHUCEM, TPEOYIOIIMX MOATBEPXKICHHs oTBera, Omnepatop 00s3aH
OTIIPAaBUTh TAKOE MOATBEPKJICHHE;

B CJIydya€ HEBO3MOYKHOCTH IPOYTEHUS 3JIEKTPOHHOIO COOOIIEHHs YBEAOMIIIET 00 3TOM
OTIIPABUTEIISL.

[Ipu otripaBke A51eKTpOHHOTO coodmieHuss Oneparop:

OCYILECTBIISICT AaHTUBUPYCHBIH KOHTPOJIb UCXOJAIEH KOPPECTOHIEHIINY;

IPUHUMAET OT COTPYIHUKOB YupexaAeHus O(OpMIICHHBbIE IOKYMEHTHI B COOTBETCTBHU C
TpeOOBAHUAMH, MPEIbIABIAEMbIMU K OQOPMICHMIO O(QUUUAIBHBIX JOKYMEHTOB, B
3JIEKTPOHHOM BUJIE;

pEerucTpupyer JOKYMEHT B JKypHaJle MCXOASIIUX JOKYMEHTOB. IlepenaBaemble ¢ MOMOIIBIO
JIEKTPOHHOW  MOYThl  OQUUUAIBHBIE  JOKYMEHTBHl  JOJDKHBI ~ UMEThb  HCXOJAIIMHA
perucTpanioHHbINA HOMED;

nepes; OTHPABICHUEM COOOIIEHUsI HEOOXOAUMO HpPOBEPATh MPABONUCAHUE U TI'PAMMATHUKY
TeKCTa cooOueHus. TekcThl 00bIIOro 00bEMa KeaaTeabHO OTIPABIIATH B BUJIE BIOKEHMUS;
IpU OTIIpaBKE BaxKHbIX IHceM, Omeparop MOKEH yKa3aTh B COOOIIEHHWH HEOOXOAMMOCTh
MIOJITBEPXKICHUS MOJIyYSHUS [TUChbMa aJJpecaToM.

2.10. Bce mnepenaBaemble y4eOHO-METOJIMYECKHE M CIPAaBOYHO-MH(DOPMAIIMOHHBIE MaTepHaibl

AOJIKHBI IIEpeaaBaTbCd C COIIPOBOAUTCIIbHBIM ITHCHBMOM. I[J'IH OTIIPABKU 3JICKTPOHHOTO COO6H_[6HI/I$[

I10JIb30BAaTCIIb OCI)OPMJ'IHeT JAOKYMCHT B COOTBCTCTBHHU C Tpe6OBaHI/I${MI/I o ACJIOIIPOU3BOJACTBY.

2.11. TIpu odopMmIIeHHH IIEKTPOHHOTO COOOIIEHNUs 00s3aTeNbHBI K 3alI0JHEHUIO CIIEIYIOIINE TOJIS:

ajipec moJryJaresns;

TeMa 3JIEKTPOHHOTO COOOIICHNUS;

TEKCT JIEKTPOHHOTO cO00IIeHHS (TIPU HEOOXOMMOCTH, MOT'YT OBITh BJIOKEHBI (Daiiiibl);
KoHTaKkThl oTnpaButens (P.1.0., nomwkHoCTh, Tenedon).

2.12. OTHpaBKa U TOJYUYCHHC DJJICKTPOHHBIX HOKYMCHTOB OCYIICCTBJIACTCA C HCIOJB30BAHUCM

MNpOrpaMMHBIX IMPOAYKTOB, MPEAHA3HAYCHHBIX JId pa6OTBI C BHeKTpOHHOﬁ MOYTOM B Y‘-Ipe)KI[CHI/II/I.



DJNEeKTPOHHBIE JOKYMEHTHI IyOnMupylOTCS TpuU HEOoOXOAMMOCTH B BHJE KONMUKH Ha OyMa)KHBIX
HOCHTEJISAX C IPUCBOCHUEM HOMEPA BXOJISIIETO I UCXOISIIETO JOKYMEHTA.

2.13. Tlo dakty u3MeHEHUS OQPUIIMAIBHOTO AJIEKTPOHHOTO IOYTOBOTO SITUKA YUpEKICHUS
Omneparop 0053aH CBOEBPEMEHHO YBEIOMHTH MH()OPMALMOHHBIM IMHCHMOM BCEX 3aHMHTEPECOBAHHBIX
aZipecaToB M3 aJPECHONW KHHUTUM YUpexaAeHUs, OOHOBUTH WH(pOpMAIMI0O Ha OQuUIMaTbHOM caiiTe
VYupexaenus B cetu «IHTEpHET» ¢ yKa3aHUEM JaThl, C KOTOPOM U3MEHEHUS BCTYNAIOT B CUILY.

I11. PacnpenesieHne 0OTBEeTCTBEHHOCTH

3.1. OTBETCTBEHHOCTH 32 HEPA3TJIALICHUE MapoJisi O(UIHATHLHOTO IEKTPOHHOTO IMOYTOBOTO SIIUKA
VYupexaenus necér Oneparop.

3.2. OTBETCTBEHHOCTh 3a HEHAJUIEXkKAIIyl0 IMOArOTOBKY MH(pOpMalMU K Iepenade HEecET aBTOp
nH(popMalnH.

3.3. OTBeTCTBEHHOCTH 3a HEHaJIexKallee O(QopMIIEHUE IEKTPOHHOTO COOOIIEHUS U 32 OTIIPAaBKY
azipecaTy W TOJIy4eHHUE IEKTPOHHOU mouTsl Hec€T Omneparop.

3.4. OTBeTCTBEHHOCTh 3a (YHKIIMOHUPOBAHHUE DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa B YUpekIeHUU
HECET PYKOBOJIUTEND.

V. PexoMeHAaH K HACTPOHKaM MOYTOBOr0 KJIHEHTA

4.1. DnexTpoHHBIE THUChMa OO0S3aTENHHO JOHKHBI OBITH TOANMHMCAHBI JIAIIOM, MPOW3BOIUBIINM
OTHpPaBKy KoppecnoHaeHInH. HeoO0XoAuMo HACTPOWTHh MOYTOBBIA KIMEHT JJII aBTOMAaTHYECKOM
BCTaBKM TIOJANKHCH B TIOYTOBBIE OTHpaBieHUs. [loamuce moJDKHA coaepkaTh: WMs, OTYECTBO M
(haMHUITMIO OTIIPABUTEIISA, JOKHOCTD, Ha3BaHUE Y UPEKICHUS, KOHTAKTHOTO Tesie(poHa OTIPaBUTEISL.

4.2. Ilpu nonyuenuun CIIAMa (HexenarenpHbIe 3JEKTPOHHBIC MUChMA, KaK MPABUIIO, PEKIAMHOTO
XapakTepa), OTBETCTBEHHOE JMI0 O0s3aHO Cpa3y YIAIWTh TaKHE MHUChbMa, HE OTKPBIBAs BIIOKEHHUE
(>kenmarenbHO A00aBUTH OTIPABUTEINS B CITUCOK 3a0JIOKUPOBAHHBIX OTIIPABUTEIICH).

4.3. He pekoMeHIyeTCsl yOaJATh BXOJIINE W WUCXOJAIIME MUChMa B TeUeHHE ydueOHOTo rona. B
JTaNbHEHIIeM, BO M30€KaHHWE TEPETOTHEHUs 3JIEKTPOHHOTO SIIHUKA, CTapble HEaKTyaJdbHBIE MHUChMa
MOXHO yIanuTh. JIJIsi coXpaHEHUs KOPPECIOHICHIIMU, B CiIydae BO3HHUKHOBEHUSI HEUCIPABHOCTH
KECTKOTO JTNCKA, MOXHO MEPUOJNYECCKH CO3aBaTh apXUBHYIO KOIIHIO.

4.4, XKenatenpbHo chopMUPOBATH CTPYKTYPY MAIOK JJIsl YIIOPSAIOYCHHS BXOIAIIUX cooOmenuii. Bee
nepeaaBaeMble IO  DJEKTPOHHOW TouTe BiOXKEHUs ((aiibl) IOJDKHBI OBITh IIPEABAPUTEIIBHO
MIPOBEPEHBI AHTUBUPYCHBIMU CPEJICTBAMHU.

V. Oco0ble m0JI0KeHN

5.1. AkTyanbHBIH Maposib OT OQUIMAIBHOTO 3JIEKTPOHHOIO ajpeca YUpEeKIEHUS XPaHUTCA Y
Oneparopa.

5.2. B ciydae mepeycTaHOBKHU ONEPAIMOHHOM CUCTEMBbl HA KOMIBIOTEPE MM 3aMEHbI CUCTEMHOTO
OmoKka, Ha KOTOPBIM MPUXOAMT AIIEKTPOHHAS TMMOYTa YUPEKACHUS, i1 BOCCTAHOBJICHHS pPabOTHI
AIEKTPOHHOU MOYTHI UCIIOJIB3YETCSI KOHBEPT C MapoJIeEM.

5.3. Ilpu yrepe mapois OT IEKTPOHHOTO MOuYTOBOro simuka Omepatop oOpaimaeTcss B CIyxO0y
MOJIEPAKKH.

5.4. B ciydae OTCYTCTBUSI OTBETCTBEHHOTO COTpPYIHHUKA 3a palbOTy C DIEKTPOHHOW MOYTOU €ero
00s13aHHOCTH BO3JIAralOTCs Ha PyKOBOJUTENS YUPEXKACHUS UM Ha APYroro COTPYAHUKA.

V1. 3akiaouuTebHbIe M0J0KeHUS

6.1. Ilonoxxenne BCTYIIACT B CUJIy C MOMCHTA €TI0 YTBCPIKICHUA.



6.2. TlomoxeHue sABISAETCS  JIOKAJBHBIM aKTOM OOpPa30BaTENLHOTO YyupexaeHus. BHecenue
M3MEHEHUN U A0NOIHEHUH B [10J10KeHNE OCYIIECTBIISIETCS B MIOPSAKE €10 IIPUHATHUS.

6.3. Hacrosimee IlonoxkeHue MOKET OBITh M3MEHEHO (JIOTIONIHEHO) JIOKAJBHBIM —aKTOM
00pa30BaTENLHOTO YUPEKICHHS.



