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1. O0mue noJ1oKeHus

I.1. Hacrostmit Pernament pa3paboTaH B 1e/1sIX CHCTEMATH3aUH PadOThI ¢ JIEKTPOHHON MOUTOM
00pa3zoBaTe)IbHOTO YUPEXKJICHUS U ONPEICIACT MOopsijlok paboThl ¢ HEH OTBETCTBEHHBIX JIOJKHOCTHBIX
JIAIL

1.2. Hopmer HacTostiero Pernmamenra pacipocTpaHsOTesi Ha DJICKTPOHHBIE aapeca, HCIOIb3YEMbIC
Jutst  OpMIMAIBHONH  KOPPECTTOHIEHIIMK, a HWMEHHO: O(GHMUMAIBHBIH anpec YUYPExKIEHHs M  TIpH
HEOOXO0/TMMOCTH aJIPECa0TIE/IbHBIX JODKHOCTHBIX JIHIL YUPCIKICHUSI.

1.3.MyuunmnaibHoe o01eodpazoBaTeIbHOC aBTOHOMHOE yupekaeHne "HensiAnHOBCKass OCHOBHas!
obieobpaszoarenbHas mkona" Jlewunckoro pafiona PecnyOumkn Kpbeim  (nasee — OVY) umeer
O(HIMAILHBIN aIpec HMCKTPOHHOM mouThl: tobechik@yandex.ru

1.4.9nexrponnas noura B OV MOXKET HCIOIB30BATHCS TOJIBKO B aIMHHHUCTPATHBHBIX W
00pa3zoBaTeILHBIX 11ETsX.

1.5.1lo anexrponnoit moure B OV npoussoautcss oOMeH wuHpopMarmend 3aKOHOIATENLHOTO,
HOPMATHBHO-11PABOBOTO,  YYCOHOTrO,  y4cOHO-METO/IMYCCKOTO  Xapakrepa MCXKAY YYPCKIACHHUIMU
00pazoBanusl, OpraHamMy ynpasJicHHs 00pa30BaHUEM pasHBIX YPOBHEH, TocTaBIlMKaMi 000py/I0BaHUs U
MATCPHAJIOB, TMOJPSIMHKAMH, 11OCTABIIHKAMH YCIYT W JIPYTHMH OpraHu3alusiMHU, MPEeINpUsTUIMHA U
VUPSKICHUSIMH, CBS3aHHBIMH ¢ 00pa30BATE/ILHBIM  YHPEKICHHEM JIOTOBOPHBIMH  WJIH  MHBIMH
00s13aTeIECTBAMH.

1.6.91ekTpoHHOC  COOOLIEHHE HE JIOMHKHO —COJIEpXkKaTh CeKpPEeTHOH W KOH(MIEHIHATbHOM
HH(OPMALIHH, TEPCOHATLHBIX JIAHHBIX COTPY/IHUKOB M 00y4alommxcsl.

1.7.9nekTpoHHON 1o4TOH MOTYT 1nonb30BaThest aaMuHUcTpands OY, OTBETCTBEHHOE JIMIO 34
HIEKTPOHHYIO NOYTY U coTpy/iHukn OV (ytanee — lonb3oBarenn), eciiv nHGoOpmMaIMs HE TIPOTHBOPCUYHT
in.1.4. un.1.5. nacrosero Pernamenra.

1.8.ITosib30BaTessIM 2JICKTPOHHOMN 1104TBI 3AIPELIEHO:

— y4acTBOBaTh B pacChlIke COOOIMEHMI, HE CBSI3aHHBIX C 00pa3oBaTe/NBbHON WM
A/IMUHUCTPATHBHOMN JeaTenbHOCThIO OV

— [epecbulaTh MO IIPOW3BOJIBHBIM  ajpecaM  He  3arpedoBaHHYyIO  NOTpPeOUTEISIMH
HHpOpMALHIO (Criam);

— OTHPaBJISITE COOOIIEHMs TPOTHBO3AKOHHOTO HITH HEATUUHOTO COJIEPIKAHHS;

— HCIOJIB30BATH MACCOBYIO PACCHUIKY MICKTPOHHON MOYTHI, 3@ HCKIIIOYEHHEM HEOOXOIMMbIX
Cllyyacs.

1.9. B nemsix npe/loTBpatieHus 11otepu nHGopMauuu u obeciiedeHns 6€301acHoCcTH 0(pHIHATBHOTO
JJICKTPOHHOI'O  MOYTOBOIO  SIIIIMKA BCE [MONBL30BATENIM  DJICKTPOHHOM MOYThI  00s13aHBI  BbITOIHATH
CJIE/LyIOIINE TIpABHIIA:
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— He yKa3bIBaTh 0€3 CIy’)kKeOHOW HEOOXOAMMOCTH aJpec AJICKTPOHHOU MOYTHIB PA3TUIHBIX
AIIEKTPOHHBIX AHKETAX;
— HE OTKpbIBaTh W HE 3alyCKaTh IOOBIC BJIOXKEHHUS SJICKTPOHHOW TIOYTHI, €CITH OHU
JIOCTaBJICHBI U3 HEU3BECTHBIX MJIM HEHAJEKHBIX HCTOYHUKOB.
1.10. Hacrosimmii PerimaMeHT uMeeT craTyc JOKaIbHOTO HopMaTHBHOTO akta OV,
1.11.1Tonw30Barenu IeKTPOHHON 1TouThl OY TODKHBI CTPOTO COOMIOAATh TaHHBIA Perinament.

2. llopsinok 00padoTKH, NepeAavn U NPUEMA TOKYMEHTOB 10 3JIEKTPOHHOM mo4re

2.1.1ns 06paboTku, mepenadyn U npuémMa uHGOPMAIMK 1O AJIEKTPOHHOW moute B OY mpukazom
JUPEKTOpa IO IIKOJE HAa3HA4YaeTCs OTBETCTBEHHOE JIMLO — OIEpaTrop 3JEKTPOHHOH NouThI(Jajiee —
Omnepatop).
2.2. OY pomxHO obecrieunTh OecriepedoitHoe HyHKIIMOHMPOBAHKE IEKTPOHHON IOYTHI B TCUCHHUE
BCEro paboyvero BpeMeHH yupexaeHus (padodero Bpemenu Oneparopa).
2.3. OnepaTop 00s13aH perysipHO MPOBEPATH OPHUIHATBLHBIN 3JIEKTPOHHBIN MOYTOBLIH sSmuk OY Ha
IpeMET HaJIM4Ks HOBBIX MIMCEM B TEYEHHE BCEro pabouero JiHs.
2.4. Ilpy NOoTy49eHUH JIEKTPOHHOTO coobmenust Onepartop:
— OCYILECTBJIET AHTUBUPYCHBIN KOHTPOJIb BXOASIIEH KOPPECTIOHACHIINH;
— PErucTpupyeT IOKYMEHT B JKypHaJle BXOASIIMX JOKYMEHTOB (TOJIBKO O(QHIMAIbHbIE
JOKYMEHTBI, peKJIaMHbIe 1 HH(POPMALIMOHHbIE PACCHUIKU HE PETUCTPUPYIOTCSA);
— Mepenaér JOKYMEHT Ha PacCMOTPEHHUE AUPEKTOPY LIKOJIBLAJISA ONpEAETCHUs MOIydaTess
nucbMa (B OTCYTCTBUU JIUPEKTOpPA - OJHOMY M3 €r0 3aMECTUTENEH)UIU B Cllydyae YKa3aHHs
HENOCPEACTBEHHO ajpecary. Eciu nuceMo cofepKUT MOACHSIOMMN TEKCT K BIOXKEHUIO, €ro
HEOOXOJUMO TaKKe IepenaTh ajapecaTy BMECTE C BIIOXKEHHMEM (paclieyaTaHHbIM WIM B
3JIEKTPOHHOM BUJIE);
— TpH TOJTYYEHUH BAXHBIX IHCEM, TPEOYIOUINX MOATBEPKIACHUS oTBeTa, Omneparop 00s13aH
OTIPABUTh TAKOE MOATBEPKICHUE.
— B Clly4yae HEBO3MOYKHOCTU IPOYTEHHS AJIEKTPOHHOI'O COOOILEHHS YBEJOMISET 00 3TOM
OTIIPABUTEIS.

2.5. Ilpu oTmpaBKe IEKTPOHHOTO coodmienns OnepaTop:
— OCYILECTBIIIET AHTUBUPYCHBII KOHTPOJIb UCXOJIAIIEN KOPPECTIOHICHIINY;
— IpUHUMaeT oOT CcoTpyaHUKOB OV odopmiieHHBIE JTOKYMEHTHI B COOTBETCTBUH C
TpeOOBaHUSMH, TPEIBSIBIIEMBIMA K OGOPMIICHHIO O(DHIMANIBHBIX JOKYMEHTOB, B
AJIEKTPOHHOM BUJIE;
— PpEerucTpupyer JOKyMEHT B )KypHalle UCXOASIINX T0KyMEeHTOB. [lepenaBaemMble ¢ TOMOIIBIO
DIIEKTPOHHOM  MOYTHI  O(UIIMANBHBIE  JIOKYMEHTBI  JOJDKHBI ~ UMETh  WCXOJSIINN
pEeruCTpalMoOHHbII HOMep, KOTOPBIN MPOCTaBIsIET cekpeTaphb pykoBoaureis OV,
— Tepeja OTHpaBJIEHUEM COOOIEHUSI HEOOXOIUMO MPOBEPATH MPABONMMCAHNUE U IPAMMaTUKY
TekcTa coobeHus. TekcTbl 60IbIIOro 00bEMA KeJlaTeNbHO OTIIPABIISTH B BUJIE BIOXKEHHUS;
— IIpH OTIpPaBKe BaXHBIX nuceMm, OnepaTop AOKEH yKa3aTh B COOOIIEHUH HEOOXOJUMOCTb
MOJTBEPKICHUS MTOJyUEHHsI TMChMa aJpecaToM.

2.6. Bce mepemaBaeMbie y4eOHO-METOAWYECKHE W CHPAaBOYHO-WH(OPMAIMOHHBIE MaTepHabI
JIOJDKHBI TIEPEAaBaThCsl C COINPOBOJUTENBHBIM MHCbMOM. JlJI1 OTHpaBKU HIEKTPOHHOTO COOOIEHUS
M0JIb30BaTENb O(OPMIISET TIOKYMEHT B COOTBETCTBUU C TPEOOBAHUSAMH IO JI€IOMPOU3BOJICTBRY.

2.7. Ilpu ohopMiIeHNH SIEKTPOHHOTO COOOIEHHs 0053aTeNbHbI K 3aI0JIHEHHUIO CIIeTYIOIIUE MOJIS:

— aJpec moyrydarens;

— TeMa 3JIEKTPOHHOI'O COOOIIEHUS;

— TEKCT AJIEKTPOHHOTr0 co00IIeH s (IpU HEOOXOJUMOCTH, MOTYT OBITh BIOXKEHBI (hailiibl);
— koHntakThl otnpasutens (O.MN.0., nomkHOCTE, TenedoH).

2.8. OtmpaBka M TOJYYEHHE DJICKTPOHHBIX JOKYMEHTOB OCYILECTBIISIETCSI C HCIIOJIb30BaHHEM
MPOTrPaMMHBIX MPOAYKTOB, NMPEAHA3HAUYECHHBIX JJIs1 PabOThI C 3JIEKTPOHHON TouToit B OY.DJIeKTpOoHHBIE
JOKYMEHTBI 1yOIMpyIOTCsl IPH HEOOXOAMMOCTH B BUI€ KOMUI Ha OyMa)XHBIX HOCUTENSX C IPUCBOCHUEM
HOMEpa BXOJSILEr0 WM UCXOSAIIEro JOKyMEHTA.

2.9. o daxty m3MeHeHHs OUIIHATBLHOTO ANMEKTPOHHOTO 1MouToBOro smuka OY Onepatop 06s3aH
CBOEBPEMEHHOYBEAOMUTh MH()OPMAIIMOHHBIM IMCBMOM YTIpaBiieHHe 00pa3zoBaHus JIeHHHCKOro paiioHa



Pecniyommuku Kpeim |, a Takke npyrux agpecaToB u3 ajapecHor kHuru OV, oOHOBUTH MHPOPMAIMIO HA
caiite OV ¢ ykazaHUEM J1aThl, C KOTOPOH U3MEHEHUS BCTYIAIOT B CUITY.

3. PacnipenesieHne 0TBETCTBEHHOCTH

3.1. OTBeTCTBEHHOCTD 3a HepasrJalleHue mapois opHUIHNATBHOTO JIEKTPOHHOTO MOYTOBOTO SIIUKA
OV necér Oneparop.

3.2. OTBETCTBEHHOCTh 3a HEHAJISKAIIYI0 TMOATOTOBKY HMH(pOpMammu K mepenade HEcET aBTOp
uHpopmanuu.

3.3. OTBETCTBEHHOCTh 32 HEHaAJIexkalee O(OpMIICHHE IEKTPOHHOTO COOOIICHUS U 32 OTIPABKY
azipecary M IOJIy4eHHE 3JIeKTPOHHOI mouTsl HecéT Omeparop.

3.4. OTBeTCTBEHHOCTh 32 (DYHKIIMOHHUPOBAHHME SIIEKTPOHHOIO JOKyMeHTooOopoTa B OV Hecér
nupekTop OV.

4, PexoMenganum K HaCTPOﬁKaM MOo4YTOBOI'O KJIMECHTA

4.1. DneKkTpoHHbIE MUChMa O053aTENbHO JOJDKHBI OBITH MOJMHCAHBI JUIOM, HPOU3BOIUBIINM
OTIIPaBKY KoppecnoHaeHnnyu. Heo0XoaMuMo HacTpOUTh MOYTOBBIA KIMEHT Ui aBTOMAaTHYECKOW BCTABKH
MOJAMUCH B TIOYTOBBIE OTHpaBieHus. lloamuce noKHA coiepaTh: UMS, OTYECTBO M (PaMHIIUIO
OTIIPAaBHUTENS, JOJDKHOCTh, Ha3BaHHE O0Opa30BaTENLHOTO YUYPEXKACHUS, Ha3BaHWE Topojga U Kpas
MPOXKUBAHUS (UM IPYroro HAMMEHOBAHUS HACENEHHOTO MyHKTA), KOHTAKTHOTO TeJe(OHa OTIPABUTEIS.

4.2. Ilpu nonyyennn CITIAMa (HexenaTelbHbIe JIEKTPOHHBIC MMHCbMA, KaK MPaBUIIO, PEKIAMHOTO
XapakTepa), OTBETCTBEHHOE JMIIO0 005S3aHO Ccpa3y yJalIuTh Takue MHUCbMa, HE OTKpBIBas BIIOKEHUE
(>kenarenbHO JOOABUTH OTIIPABUTEIIS B CITIUCOK 3a0JIOKUPOBAHHBIX OTIIPABUTEIICH).

4.3. He pekoMeHayeTcsl yAalsTh BXOISAIIME M UCXOJSIIME MUChMa B TeueHHe ydeOHoro roxaa. B
JanpHelmeM, BO HM30€kaHWE TEPETOoNHEHUs] SJIEKTPOHHOTO SIIIMKA, CTapbleé HEaKTyallbHbIe NHCHhMa
MOKHO yHanuTh. [l coxpaHeHUss KOPPECHOHICHIMHM, B CIy4yae BO3HUKHOBEHHUS HEHCIPABHOCTU
XKECTKOTO TMCKA, MOKHO MEPHOANYECKH CO3/1aBaTh APXUBHYIO KOIHIO.

4.4. XKenarenbHo c(hOpMUPOBATh CTPYKTYPY HANOK IS YIOPSAAOUECHUS BXOASIIUX cooOieHnii. Bee
nepeJaBaeMble 10 3JIEKTPOHHOM MouTe BIIOKEHUS ((aiiyibl) TOJKHBI OBITH MPEABAPUTENIBHO IPOBEPEHDI
AHTUBHUPYCHBIMHU CPE/ICTBAMH.

4.5. B kauecTBe OCHOBHOI'O MOYTOBOTO KJIMEHTA peKoMeHayercs: ucrmonb3oBate MSOutlook 2010,
BxoxAmmii B cocras rmakera MSOffice 2010.

5. Oco0bIe moJI0KeHu A

5.1. AxTyanbHbIi Daposib OT OPHUIHMATBHOTO MEKTPOHHOTO ajgpeca OY XpaHUTCS B 3ane4aTaHHOM
BuJE y pykoBoautens OY.

5.2. B cnydae nepeycTaHOBKM ONEPALIMOHHON CUCTEMBI HAa KOMIIBIOTEPE MM 3aMEHbI CUCTEMHOTO
0JI0Ka, Ha KOTOPBIM MPUXOAMUT 3JIEKTpoHHAss mouta OV, 11 BOCCTAHOBIEHUS PAaOOTHI BJIEKTPOHHOM
IIOYTHI UCIIOJIB3YETCS 3all€4aTaHHbI KOHBEPT C MApOJIEM.

5.3. IIpu yrepe maposist OT IEKTPOHHOTO TIOYTOBOTO SIIIMKA OTBETCTBEHHBIN COTPYAHHK 32 paboTy
C 2JIEKTPOHHOM MOYTON 00paIaeTcs B CIykO0y MOIIEPKKH.

5.4. B ciyyae OTCyTCTBHSI OTBETCTBEHHOTO COTPYAHHMKA 3a pabOTy C 3JIEKTPOHHON MOYTOM ero
00513aHHOCTH BO3JararoTcst pykopoauteneM OY Ha Jpyroro coTpyaHHKa.



