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OO0 yrBepkaenuu [TonoxeHus
B mensx cucremarusanmu paboTbl € DIEKTPOHHOM MOYTOM MyHHIMIATBHOTO
OIO/UKETHOTO ~ 00pa30BaTENbHOTO  YUPEXKIACHHS OMOJHUTENBLHOIO 00pa3oBaHUS
JleTcko-toHOIIECKOrO 1IeHTpa ropoaa Hosoanraiicka

[TPUKA3BIBAIO:
1. YTBepauts:
- [onoxenune «O6 opranuzamu paboThl ¢ JIEKTPOHHOM MOYTOH B MyHHIUNATEHOM
OIO/UKeTHOM — 00pa30BaTENbHOM  YUPEKACHHH  JIOMOJIHUTENBHOIO  0Opa3oBaHMUs

JleTcko-toHOIIECKOM LieHTpe ropoaa Hosoanraiicka»

2, KOHTpOﬂb 3a UCIIOJTHEHUEM HACTOSLIEIO MpUKasa OCTaBIIAIO 3a co0OM.

Hupexrop MBOY J10 AIOL] &;/% » T.B. Crpamnukosa



YTBepiKIeHo
npukazom Ne 13 or 29.02.2024r

MMOJIOKEHHUE
00 opraHu3zauMu padoThbl ¢ JIEKTPOHHOI MO4YTOH B MyHHUIMIAILHOM OIOJKETHOM 00pa3oBaTeIbHOM
YUPEKAECHUU JIOTIOJTHUTENIEHOrO 00pa30BaHus JeTCKO-IOHOIIECKOM LIEHTPe

1. OOumume mo0KEeHUA.

1.1. Hacrosmee IlonoxkeHnne pa3paboTaHO B HENSAX CHCTEMATHU3AaLUU PAaOOTHI C DJEKTPOHHOW MOYTOM
MBOY J1O [JIOLl (manmee — VYupexkIeHue) U OMNpeAesseT MOPsI0K pabdoThl C HEH OTBETCTBEHHBIX
JOJKHOCTHBIX JIULL.

1.2. Hacrosimee IlonoxeHne pacmpocTpaHsieTCss Ha DJJIEKTPOHHBIE aJpeca, HUCIOJIb3yeMble st
o(umanbHONM KOPPECTIOHACHIINN, a2 UMEHHO: O(HUIMAIBHBIA afpec YUPEKICHHS M MPH HEOOXOIUMOCTH
aZipeca OTAENbHBIX JOKHOCTHBIX JIUI Y UPEKICHUS.

1.3. MysununansHoe OODKETHOE 00pa30BaTeIbHOE YUPEKICHHE JOMOITHHTEILHOTO O0pa30BaHHS
JIe TCKO-FOHOIIIECKUI IEHTP UMeeT OPHIHAIBHBIN aapec 3JIeKTpoHHOM mouTkl: ducnvi@mail.ru.

1.4. [lannoe Ilonoxenne pasmemaercs Ha odunuansHoM caiite MBOY 1O IIOL] B mHpOpMAIIMOHHO-
TEJIEeKOMMYHUKAMOHHOM ceTn «HTepHeT.

2. Ilopsinok 00padoOTKHU, Mepeaavu U NpUEMA TOKYMEHTOB IO JIEKTPOHHOIi 1oyTe.

2.1.  DnexkTpoHHasl MoyTa B YUpEeKICHUS MOXKET HCIOJb30BaThCS TOJIBKO B AAMUHHCTPATHBHBIX U
00pa3oBaTeNbHBIX IIEJISX.
2.2. Tlo »nexTpoHHOW MOYTE B YUPEKICHHH TPOU3BOAUTCS OOMEH MH(pOpPMAIMEN 3aKOHOIATEIHHOTO,
HOPMAaTHUBHO-TIPABOBOTO,  Y4e€OHOro, y4eOHO-METOAMYECKOTO  XapakKTepa MEXAYy  YUPekKICHUSIMHU
o0Opa3oBaHus, OpraHaMy YIPaBJICHUS Pa3HbIX YpPOBHEH, MOCTaBUIMKAMU OOOpYJOBaHHS M MaTepUasoB,
MOAPSAYUKAME, TIOCTABIIUKAMU YCIYT U APYTUMHU OPTaHU3AIMSIMH, TPEINPHUATHIMH U YUPEIKIACHHUIMH,
CBSI3aHHBIMU C YUPEKACHUEM JOTOBOPHBIMU WIIM UHBIMU 00S13aTEIbCTBAMHU.
2.3. Jlna oOpaboTrku, mepepayn W npuéMa HHPOPMALMU MO 3NIEKTPOHHOH MNOYTE B YUpEKICHUH
pacnopsANTENbHBIM ~ JTOKYMEHTOM PYKOBOJWTENSI Ha3HA4YaeTCsi OTBETCTBEHHOE JIMIO — ONEpaTop
3JIEKTPOHHOM MoYTHI (1asiee — Oneparop).
DIIEKTPOHHOM MOYTOW MOTYT MoJib3oBaThes agmuuuctpanus OV, Oneparop u cotpynuuku OV (manee -
[Tonk3oBarenu), ecnu nHpoOpManus He TpoTuBopeduT 1.2.1 HacTosmero [lonoxxeHus.
2.4. YupexIeHue T0JDKHO oOecreuuTh OecrnepeOoiiHoe (GYHKIIMOHMPOBAHHUE DJICKTPOHHOW ITOYTHI B
Te4YeHHEe Bcero pabodero BpeMenu (padboyero Bpemenu Oneparopa).
2.5. Omepatop 00s513aH peTyaIPHO MPOBEPSITH OPUIUATBHBIN AMEKTPOHHBIN MOYTOBBIH SIIUK YUpeKIeHUs
Ha MpeIMEeT HAJMYUS HOBBIX IHCEM B TEYEHUE BCETO PabOYero JHs.
2.6. B mpa3gHuYHbIE W BBIXOAHBIC THU MPOBEpKa OQPHUIMAIBLHOTO AJIEKTPOHHOIO MOYTOBOTO SIIUKA
VYupexxaeHus Ha MpeIMeT HATWYHS HOBBIX MIHCEM OCYIIECTBIISECTCS ASKYPHBIM aJIMUHICTPATOPOM OIHH pa3
B cytku ¢ 10.00-11.00.
2.7.  DJEKTpOHHOE COOOIICHHUE HE JOHKHO CONEPKAaTh CEKPETHOW M KOH(PUACHIMAILHOW MH(POPMAIUH,
MEPCOHATBHBIX JAHHBIX COTPYAHUKOB U 00Y4aIOIIUXCS.
2.8.  OmnepaTopy 3JEKTPOHHOH MOYTHI 3aMPEUICHO:

— Y4acTBOBaTh B PACCHUIKE COOOIICHUM, HE CBA3aHHBIX C 0Opa30BATEIBHON WM aJIMUHUCTPATUBHOMN

JESITENBHOCTBIO Y UpEKICHUS,

— IepechulaTh IO MPOU3BOJILHBIM ajpecaM He 3aTpeOOBaHHYIO NOTPEOUTEIIMU HHPOPMALUIO (CIIaM);

—  OTHPaBJIATH COOOIICHUS TPOTUBO3aKOHHOTO MM HEATHYHOTO COACPIKAHNUS;

— HCIIOJIB30BaTh MaCCOBYIO PACCHUIKY 3JIEKTPOHHON MOYTBHI, 32 HCKIFOUEHUEM HEOOXOAUMBIX CITy4aeB.
2.9. B memsax mnpemoTBpaiieHus MOoTepu WHGOpMANUd W oOecredeHus] 0e30MacHOCTH O(HUIIHAIBHOTO
ANEKTPOHHOTO MTOYTOBOTO sAMKa OnepaTop MEKTPOHHON MOUYTHI 00s13aH BBIMIOJIHATH CJEIYIOIINE TPABHIIa:

— HE yKa3biBaTh 0e€3 CIyXeOHONW HEOOXOAMMOCTH aJpec JJIEKTPOHHOW TOYTHl B Pa3IUYHBIX

AJIEKTPOHHBIX aHKETaX;
— HE OTKpBIBAaTh M HE 3aITyCKaTh JIOObIC BIOKEHUS AJIEKTPOHHOW IMOYTHI, €CIIM OHU JIOCTABJICHBI U3
HEU3BECTHBIX WJIM HEHAJEKHBIX HCTOYHUKOB.
2.10. Ilpu momydeHun 3MEKTPOHHOTO coobmenus OnepaTop:
— OCYILECTBJISET AHTUBUPYCHBII KOHTPOJIb BXOASIICH KOPPECIIOHICHIIUY;
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— mepenaéT JOKYMEHT Ha pacCMOTpPEHHE PYKOBOJUTENIO YUPEKICHHS JUIS OMPEACTICHUS TOTyqaTes
MUChbMa WJIM B CIIyyae yKa3aHUs HEMOCPEICTBEHHO ajpecary. Eciu mMcbMO COAEPKUT MOSICHAIOLIHIA
TEKCT K BJIOXEHHIO, €ro HEOOXOAMMO TakKXe IepelaTh aJpecaTy BMECT€ C BIOXKCHHEM
(pacnieyaTaHHBIM WJIM B 3JIEKTPOHHOM BH/IE);
— IIpH NOJYYEHUH Ba)KHBIX IHCEM, TPEOYIOLINX MOATBEPkKAEHUS oTBeTa, Onepartop 00s3aH OTIPaBUTh
TaKoe MOJITBEPKICHUE,
— B CJy4ae HeBO3MO)KHOCTHU MPOUYTEHUS HJIEKTPOHHOI'O COOOIIEHNS YBEJOMIISIET 00 3TOM OTIIPaBUTENS.
2.11. Tlpwu oTmpaBke JIEKTPOHHOTO coodIieHus Oneparop:
— OCYHIECTBJISIET aHTUBUPYCHBIN KOHTPOJIb NCXOASIIEH KOPPECTIOHICHIINHY;
— TMPUHUMAET OT COTPYAHHMKOB YUpekAeHHs O(QOpPMIICHHbIE JOKYMEHTHI B COOTBETCTBUU C
TpeOOBaHUAMU, IPEABABIAEMBIMU K 0)OPMIICHUIO OUIIMATIBHBIX JIOKYMEHTOB, B 3JIEKTPOHHOM BUJIE;
— PETHCTpUPYET IOKYMEHT B J>KypHaje WCXOIAIMX JOKyMEHTOB. [lepemaBaemple C TOMOIIBIO
JIEKTPOHHON TOYTHI O(QUIMAIbHBIE JTOKYMEHTHl JOJDKHBI MMETh HCXOMASAILIMM pPerucTpariioHHbIN
HOMED;
— TIepel OTMpaBJIEHUEM COOOIIEHUS HEO0OXOAMMO MPOBEPSATh MPABOMHMCAHUE M T'PAMMAaTHKy TEKCTa
coobuienus. TekcTrl 601b110r0 00BEMA KeTATEIbHO OTIPABIATH B BUJIE BIOKEHUS;
— TpH OTHpaBKe BaXHBIX muceMm, OrmepaTop MODKEH YKa3aTh B COOOMICHWHM HEOOXOIMMOCTb
MOJITBEPKICHUS TTOyYSHHS TUChMa aJpecaToM.
2.12. Bce nepenaBaemble yu4eOHO-METOJUYECKHE MU CIPAaBOYHO-MH(OPMAIIMOHHBIE MaTepHajbl TOJKHBI
nepesiaBaThCsl ¢ CONMPOBOAUTENBHBIM MUCHMOM. J{JIs1 OTHpPaBKH 3JEKTPOHHOTO COOOIICHHMS IOJIb30BATEh
oopMIIsieT JOKYMEHT B COOTBETCTBUHU C TPEOOBAaHUSIMHU IO AETIONPOU3BO/ICTBY.
2.13. Ilpu ohopMiIeHHH SIEKTPOHHOTO COOOIIEHHUS 00s13aTENbHBI K 3aTI0JTHEHHUIO CICAYIOIINE TIOJIS:
— aJpec MoxydaTesis;
— TeMa 3JIEKTPOHHOTO COOOILEHUS;
— TEKCT 3JIEKTPOHHOr0 COOOILIEHUs (TP HEOOXOAUMOCTH, MOTYT OBITh BJIOKEHBI (Daiiiibl);
— koHTakThl otnipaButeins (O.M1.0., 1omKHOCTb, TENnedoH).
2.14, OrnpaBka U TIOJIyY€HHE JJIEKTPOHHBIX JIOKYMEHTOB OCYILECTBISETCS C HCIOJIb30BaHUEM
MPOTPaMMHBIX TPOAYKTOB, IPEIHA3HAYCHHBIX Ui pPaOOTHl C 3JEKTPOHHOW IOYTOW B YUPEKICHHH.
DJEeKTPOHHBIE JOKYMEHTHI 1yOIUpYIOTCs MU HEOOXOAMMOCTH B BHJE KOMUN HAa OYMa)KHBIX HOCUTENSAX C
MIPUCBOCHUEM HOMEPA BXOAIIETO WM UCXOISAIIETO JOKYMEHTA.
2.15. Tlo dakty u3MeHeHUs O(UIUAIBHOIO 3JIEKTPOHHOTO IOYTOBOTO siuKa YupexiaeHus Onepartop
00s513aH CBOEBPEMEHHO YBEIOMHTH MH(GOPMAIIMOHHBIM IHCHMOM BCEX 3aHMHTEPECOBAHHBIX aJ[PECAaTOB W3
aJIpeCHOM KHUTH YdpexJIeHHs, OOHOBUTh MH(OpManuio Ha OQUIMATIBLHOM caiiTe YUpexIeHUs B CETH
«VIHTEpHET» C yKa3aHUEM JaThl, C KOTOPOH N3MEHEHHsI BCTYNAOT B CUILY.

3. PacnpenesieHne 0TBETCTBEHHOCTH.

3.1. OTBETCTBEHHOCTHh 3a HEpasrjalleHue Napoyiss OQUIIMATBHOTO 3JICKTPOHHOTO ITOYTOBOTO SIIUKA
VYupexnenus Hec€t Oneparop.

3.2, OTBETCTBEHHOCTh 3a HEHAWICKAIIYID IMOATOTOBKY HWH(pOpMammu K mepenade HECET aBTop
nHpopmanuu.

3.3.  OTBETCTBEHHOCTH 3a HEHaIekKaIIee 0(hOpMIICHHUE IIEKTPOHHOTO COOOIICHHMS ¥ 32 OTIIPABKY ajpecary
Y TIOJTy4eHHEe JIEKTPOHHOM MouThl HecéT Oneparop.

3.4. OTBETCTBEHHOCTD 32 (DYHKIITMOHMPOBAHUE IJIEKTPOHHOTO JOKYMEHTOOOOpOTa B Y UpPEKIACHUN HECET
PYKOBOAHTEb.



4. PexoMeHIAUMHU K HACTPOHKAM MOYTOBOI0 KJIMEHTA.

4.1. DnexTpoHHBIC MUCHhMA OOA3ATEIHHO JIOJDKHBI OBITH MOAMUCAHBI JIUIIOM, TPOU3BOAMBIINM OTIIPABKY
KoppecnoHieHnu. Heo0X0uMo HACTPOUTH MOYTOBBIM KIMEHT I aBTOMATHYECKON BCTABKH TOJIUCH B
noutoBble oTnpaBieHus. [lognmuce nomkHa conepkaTh: UMS, OTYECTBO M (aMUIIMIO OTIPABUTEIS,
JOJKHOCTh, Ha3BaHUE YUPEKICHHS, KOHTAKTHOTO TeledoHa OTIpaBUTEIS.

4.2. Tlpu nonyuenun CIIAMa (HexenaTenbHbIE JJICKTPOHHBIE THCHbMA, KaK MPAaBUIIO, PEKIAMHOTO
XapakTepa), OTBETCTBEHHOE IMII0 O00s3aHO Cpa3y yOalIWTh TaKhe MUChMa, HE OTKpHIBas BIIOKCHHE
(>kemaTebHO TOOABUTH OTIIPABHUTEINS B CIIMCOK 3a0JIOKUPOBAHHBIX OTIPABUTEIEH ).

4.3. He pexkomeHmyercss yaansTh BXOIALIME W HMCXOJAIIME NHCbMa B TeueHHe y4deOHoro roga. B
nanbHenIeM, Bo n30exaHue MepernoaHeHNs JIEKTPOHHOTO SIIMKA, CTapble HEAKTyalbHbIE MHChbMa MOXHO
ynanuth. [y coxpaHeHHss KOPPECTIOHICHIINHU, B CIy4ae BO3HUKHOBEHHUSI HEHCIIPABHOCTHU JKECTKOTO JMCKA,
MO>KHO TEPUOIMYECKU CO3/1aBaTh apPXUBHYIO KOMHIO.

4.4. KenarensHo cHOPMHPOBATH CTPYKTYpPY MHAmoK JJIs YHOPSIOYEHHUs BXOIAIIMX cooOmeHuid. Bce
nepeaBaeMble 10 SJEKTPOHHOM TouTe BIIOKEHUS ((aitibl) MOJDKHBI OBITH MPEABAPUTEIHHO MPOBEPEHBI
AHTUBUPYCHBIMU CPEJICTBAMHU.

5. Oco0ble moJI0KeHN.

5.1.  AxTyanbHbI aposib OT OPULHMATBHOTO IEKTPOHHOIO aapeca YupexaeHus xpanurcs y Onepatopa.
5.2. B caydae mepeycTaHOBKH ONEPATMOHHON CHCTEMBI Ha KOMIIBIOTEPE WIIM 3aMEHBI CUCTEMHOTO 0JIOKa,
Ha KOTOPBIN MPUXOIUT IEKTPOHHAS 1OUTa Y UpEeKIACHHS, Il BOCCTAHOBJIEHUS pabOThI 3JIEKTPOHHON MOYTHI
UCIOJb3yeTCs] KOHBEPT C MapOoJIEM.

5.3.  Ilpu yrepe napoist OT 3J€KTPOHHOT 0 HOYTOBOrO siuka Oneparop oOpamaeTcs B CIIyK0y NOJACPKKH.
54. B ciydae OTCYTCTBUSI OTBETCTBEHHOTO COTpPYAHHMKA 3a pabOTy C JJIEKTPOHHOM IOYTOW €ro
0053aHHOCTH BO3JIAralOTCsl HA PYKOBOAMUTENS YUPEXKICHHUS UM Ha JPYroro COTpyAHHKA.

6. 3axaounTebLHbIE MOJI0KEHHUS.

6.1. IlonmoxeHue BCTyHaeT B CHIIy C MOMEHTA €TI0 YTBEPKACHHUS.

6.2. IlonoxeHue sBIsIETCA JOKAIBHBIM aKTOM 00pa30BAaTEIbHOTO YUpeKACHUs. BHeceHne M3MEeHEeHU u
nononHeHui B [1omoxkeHue ocymecTBIsIeTcs B HOPSIKE €ro MPHUHSATHSL.

6.3. Hacrosmiee IlonoxeHne MOXeT OBITh H3MEHEHO (JOTIOJTHEHO) JIOKATHHBIM aKTOM 00pa30BaTEeILHOTO
YUPEKICHHUS.
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