MyHuuMnaabHoe 6101KeTHOe J01IK0IbHOe 00pa30BaTe/ibHOe YUpekIeHHe
nerckuii caa Ne 29 ropoana Kysuneuka

[TPUHSATO VTBEPXJIEHO

VpaBisioIMM COBETOM [TprKa3oM, 3aBeYHOLLErO

MBJIOY JC Ne 29 r.Ky3nelika MBJIOY JIC Ne 29, r.KysHeuxa
Tporokon Ne 7’ Ne 72461 « %_M%;ZO%

oT «j{) ﬁ%fé/z 20%

.B.. ByBanuHa

[MopsiAoK PaGoThi € YIEKTPOHHOMN NOUTOI

1. OOuiee nMo0KeHUs1

1.1.  Hacrosiuiee nosoxeHue pa3paboTaHo C Le/Ibi0 BHEIPEHUS OPraHu3allMOHHOH OCHOBBI
3G (HeKTUBHOIrO NPUMEHEHHS HJIEKTPOHHOM MOYTHI /U1 OCYLIECTBIEHHs 0OMeHa
KOPPECTNOHICHIIMU MKy 00pa30BaTeIbHbIMU YUPEKIAECHHAMH, BbILLIECTOSLLIMMHU OpraHaMu
oGpasoBanms ( Janee- yupexkIeHHAMH 0Gpa30BaHUs ) M IPOYHMH OPraHU3aALHAMH.

1.2.  Wcnons3oBauue snektponHoi nouts B MBJIOY JIC Ne 29 r.Ky3sueuka ( gainee — JIOY)
PEryIUpPYIOT YCIOBHS U MOPANOK paboThl ¢ 3I€KTPOHHOI MOYTON B CUCTEME HIEKTPOHHOIO
JIOKYMEHTO000pOTa.

1.3.  TlonosxeHue onpeieaseT OCHOBHbIE MPUHLIMIIBI OPraHN3aLIMK IEKTPOHHOM MOYThI,
o6MeHa H(OpMaLIMel 10 INEKTPOHHOI MOYTe, MOPSI0K MOArOTOBKH, yUeTa W 00patleHms
JIOKYMEHTOB, NepeaBaeMbIX 110 JIEKTPOHHOM MoYTe.

1.4.  TlonoxkeHue npeaHasHayeHo i paboTHHKoB JIOY, CBA3aHHBIX C MMOJTYYEHHEM H
OTNPaBKOW KOPPECTIOHAEHLIMH B 3JIEKTPOHHOM BH/IE 10 PO/Ly CBOEH J1€STEILHOCTH.

2. Ilesib ¥ HA3HAYEHHE YTEKTPOHHOM NOYThI

2.1.  lleasio MpUMEHEHHUs 3IEKTPOHHOMN MOYTHI 1si 0OGMEHa KOpPPECOHACHLMEH ABIsAETCA
MOBBILIEHHE ONEPATUBHOCTH BHYTPUBEIOMCTBEHHOIO H MEKBEIOMCTBEHHOTO
MH()OPMALIMOHHOTO B3aUMOICHCTBUS yUPEKIEHHH 00pa3oBaHus 3a CHET COKPALLCHHs BPEMCHH
JIOCTABKH KOPPECTIOH/ICHIIMHM 1 YMEHbIIEHHs 3aTPaT BPEMEHHU NPH NOAroToBke 1 0OpadoTke

uHpopmaruu.

2.2.  OOMmeH (OTIpaBKa U MPHEM) IEKTPOHHOM KOPPECIOHACHIIMH NPOU3BOHTCSA B BHAC
«IHCEeM C BIIOJKEHUEM (aitioBy.

2.3.  Tpe6oBauus Hactosuero ITonoxeHus He pacrpoCTPAHAOTCA Ha OPraHH3ALHIO oOMeHa
JIOKyMEHTaMH M JIaHHBIMH JUISl CITy’K€OHOTO MOJIb30BaHMS, /71 KOTOPbIX YCTAHOB/ICH
COOCTBEHHBIH perjiaMeHT oOMeHa.

2.4. Tlopsanok obpalieHus ¢ JOKyMEHTOM, NojyyaTesieM H OTNPaBHTEIEM KOTOPOTrO ABIAHOTCA
a6OHEHTHI 2JIEKTPOHHOM MOYTHI, aHAJTOrHYEH OOPAILCHHIO C MaTEPHATAMH. MOTYHCHHBIMH
nocpeacTBOM (haKCUMHJIBHOM CBSI3H.



3. OpranuszauuoHHoe odecrevyeHue 3IeKTPOHHOI MOYThI

3.1. OpranuzaunoHHoe oOecreueHrne padOThl PIEKTPOHHOM MOYTHI B CHCTEME 3JIEKTPOHHOTO
JOKYMEHTOO0O0pOTa JETCKOrO caja OCYIIECTBISIOT COTPYIHHKH, OTBETCTBEHHBIC 3a BelICHHE
JIEJIONPOU3BOJICTBA U HH(OPMATU3ALIUIO.

3.2. OtBercrBeHHble 3a HH(MOpPMATHU3ALMIO, PAOOTY SJIEKTPOHHOH MMOYTHI HA3HAYAOTCS
NPUKA30M PYKOBOJHTENS YUPEXKICHHS OOpa3oBaHHMs M3 YHCIA COTPYAHHKOB YUPEKICHHUSA,
HECKOJIbKO (DYHKIIUI MOKET BO3JIaraTbCsi Ha OJIHOTO COTPYAHHKA (CeKpeTapsi).

3.3. OtBercTBeHHbIE 3a HMH(QOpPMATH3AIUIO, PAOOTy AJIEKTPOHHOW IMOYTHI PYKOBOJICTBYIOTCS
HacrosimuM  [lonokeHneM M TOJNIOXKEHUAMH M JOJDKHOCTHBIMH  OOSI3aHHOCTSIMU,
YTBEPKJACHHBIMU PYKOBOJIUTEIIEM YUPEKICHUSI.

34. JOY  opramm3yer OIWH  O(GUIIMANBHBIA  DJICKTPOHHBIM  TOYTOBBIA  SIIIMK
E-mail: mdou29ds@rambler.ru ans oOmeHa ouiMaIbHOW KOPPECTIOHACHIIUCH, MOIIeKAIIEH
perucTpaluu B yupexJeHusix oOpazoBanusa. Kpome ostoro, JJOY wMoxeT opranus3oBath
HEO0OXO0IMMOE KOJIMYECTBO JJICKTPOHHBIX IMOYTOBBIX SIIUKOB IMMOAPA3ICICHUN U COTPYIHUKOB
JUTSI IEPETNICKU TIOBCETHEBHOTO XapaKTepa.

3.5. OmnepatuBHyl0 pabOTy TO OTHpaBKe MW TpueMy OQHUIHMAIBHONH KOPPECHOHICHIINH,
3apEruCTPUPOBAHHON HIIH MOJUICKAIICH PETUCTPALlUU B YUPEKICHUAX 00pa30BaHMUs, BHITIOIHSCT
OTBETCTBEHHBIN 3a pa60Ty SJICKTPOHHOI'O ITIOYTOBOI'O AIUMKA YUPCIKICHHA.

3.6. OrnpaBka U NPUEM MHCEM IOBCEIHEBHOIO XapaKTepa OCYIIECTBIIETCS COTPYIHUKAMU
YUPEXKICHHUS CO CBOMX JJIEKTPOHHBIX IMOYTOBBIX SIINKOB.

3.7. CoTpyaHuKaMm, OTBETCTBEHHBIM 3a MH(OpMATHU3aIMIO B 00pa30BaTEIbHOM YYPEIKACHUH,
BMEHsETCS B 0053aHHOCTh OpPraHu3allyis TEXHUYECKOT0 00CIIy>)KUBaHUSI COTIacHO 11.3.4.

3.8. OTBETCTBEHHBIH 32 MOIYYEHHUE JEKTPOHHOU MOYTHI JOJKEH MPOBEPSTH KOPPECIIOHACHIINIO
He pexe 4 pa3 B pabouee Bpems — He mozaHee 8.30, 12.30, 14.30, 16.00 yacoB u mo mepe
HEO0OXOJUMOCTH.

3.9. OTBETCTBEHHBIN 3a AJICKTPOHHYIO MOYTY 0053aH CBOEBPEMEHHO COOOIIUTH aJpecaraM W3
aJpecHOM KHUTH 00 U3MEHEHUH aJipeca CBOETO JIEKTPOHHOTO TTOYTOBOTO SIIIHKA.

4. IlopsanoK NOATOTOBKH, Y4eTa H 00paleHusi JOKYMEeHTOB,
nepeaaBaeMbIX 110 3JIEKTPOHHOM Mo4Te

4.1. JlomXHOCTHOE JMIO, TMOAMNKMCHIBAIOLIEE JOKYMEHT, IUIAHUPYEMBIH K OTIpaBKe IO
AJIEKTPOHHOU I10YTE, TEM CaMbIM T'APAHTUPYET OTCYTCTBUE B HEM CBEIEHUN, KOTOPHIE HE MOT'YT
IIepeIaBaThCS B OTKPBITOM BHJIE 11O KaHAJIAM CBSA3H.

4.2. JIOKyMEHTBI, OTHpABISIEMbIE MO OJJIEKTPOHHOW TIOYTE, JOJDKHBI COOTBETCTBOBATH
TpeOOBaHUSM, MPEABSIBIIEMBIM K 0pOpMIIEHUIO OPUITHAIBHBIX JOKYMEHTOB.

4.3. IlepenaBaeMble C MOMOILIBIO SJIEKTPOHHON MOYTHl OQUIMAIBHBIE JOKYMEHTBI JOJKHBI
UMETh UCXOASIINN PErUCTPAallMOHHBIA HOMEp U OTMPABIATHCS Ha O(PUIIMATIBHBIA 3IEKTPOHHBIN
rmouToBsIi smuk JJOVY.
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4.4, TlepemaBaemass u mpuHuMaemMas B azapec JIOY odunumanpHas 3JIEKTpOHHAS
KOPPECIOH/ICHLIUSI PETUCTPUPYETCS B COOTBETCTBUM C MPaBHIAMH JIETOMPOU3BOJICTBA,
yctaHoBlieHHbIMU B JIOVY, 3aTem pacnedaTsiBaeTcs B 1 ax3eMIuisape.

45 OtBercTBeHHBIM 3a JeKTpoHHY0O modry B JIOY  1moDKeH — OCYIIECTBIISTH.
- TpUeM B YCTAaHOBJICHHOE BpeMs O(HIMAIBHON KOPPECHOHACHIMH C O0S3aTeNbHOU e¢
perucTpaumeii;

- mepejady JOKyMEHTa Ha paccMoTpeHue 3asenymwomemy JOY wim, ecnu  ykasaHo,
HEINOCPEICTBEHHO aJipecary;

- B Cly4ae HEBO3MOXXHOCTH MPOUYTEHHS HJIEKTPOHHOTO COOOIIEHHS YBEIOMIISIET 00 3TOM
OTIIPaBUTEIS;

- OTIPaBKY B OTOBOPEHHBIEC CPOKHU ajpecaTy opUIMaTIbHON KOPPECHOHACHIINU, 0(POPMIICHHOH B
COOTBETCTBUU C TPEOOBAHUSIMU, MPEIbSIBISIEMBIMU K OPOPMIICHHIO O(UIIUAIBHBIX TOKYMEHTOB;
- KOHTpOJIb JIOCTaBKM KOPPECHOHJEHLUU C HCIOJb30BAHUEM MEXaHU3Ma YBEIOMIICHUM
MOYTOBBIX KIMEHTCKUX HporpamMm (WiM TO JpYrUM JOCTYIIHBIM KaHajllaM CBSI3U) U
IIPEIOCTABJICHUE HCIIOJHUTENI0 JOKYMEHTa HE0o0X0oIuMMoil uH(poOpManuu O JI0OCTaBKe
KOPPECHOHICHITNH;

- B Cly4yae HEBO3MOYKHOCTH IIPOYTEHHUS DJEKTPOHHOIO COOOIIEHUS YBEAOMIISIET 00 3TOM
OTIIPaBUTEIS;

- TPUHATBIE U OTIPABICHHBIE AJIEKTPOHHBIE COOOILIEHUS COXpaHITh HA JKECTKOM JHCKE
KOMIIBIOTEPA B COOTBETCTBYIOIIMX aPXUBHBIX MarKax.

4.6. 3ampemaercss HCIOJIb30BaTh AJICKTPOHHBIA MOYTOBbIM smuk JIOY miist  pacchliku
PEKITaMHBIX COOOIIEHUH (criaMa), COOOIEHHIA TPOTHBO3aKOHHOTO FJTM HEATHYHOTO COACPIKaHUSI.

4.7. Ilonp30BaTeNX AIEKTPOHHON TTOUYTHI JJOJHKHBI OKA3bIBATh JIFOJISIM TO KE YBOKEHUE, YTO U TIPU
YCTHOM OOIICHHH.



