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Auxoii-MapTaHOBCKOro MyHHIIMNIAJIBLHOTO paiioHa

(MBOY «COHI Ne2 ¢. Camamkmy)

INPUHATO

MeJIATOTHYECKUM COBETOM
(mporokon ot 30.08.2019 Nel)

IHoao:xenue NoS9
0 padoTe ¢ YJICKTPOHHOW MOYTON VUPEKICHUN

1. O0uMe mMoJI0KeHUus

1.1. Hacrosiiee Ilonoxkenue pazpaboraHo B coorBeTrcTBUM ¢ DenepanbHbIM
3aKOHOM OT 29.12.2012 1. Ne273-®3 «O06 obpazoBanuu B Poccuiickoit deneparm»
B IEISAX CHUCTEMAaTH3alud padOThl C DJIEKTPOHHOM TMOYTOM 0O0pa3oBaTEIBHOTO
YApeXKACHUS U OMpPEAesaeT MOPSIOK paboThl ¢ HEH OTBETCTBEHHBIX JOKHOCTHBIX
T,

1.2. Hopwmbl HacTOSIIEro MOJIOKEHUSI pACIIPOCTPAHAIOTCS Ha 3JIEKTPOHHBIE aJipeca,
UCIIOJIb3yeMble JUIsl O(UIIMATIBHON KOPPECTOHACHIIMM, a WMEHHO: O(UIMaTbHBINA
aZipec YUpexkJCHUs U MpH HEOOXOIUMOCTH ajpeca OTIACIbHBIX JOJKHOCTHBIX JIUIL
yUpexKIACHUS.

1.3. DOnektponHas moyra B OY MOXeT HCHOIL30BAThCS  TOJBKO B
aJIMUHUCTPATUBHBIX U 00Pa30BaTEIbHBIX IIEISIX.

1.4. Tlo onexkrponHoit moure B OY mnpousBogutTcs oOMeH uH)opmaiuein
3aKOHOJATEIbHOT0, HOPMATHUBHO-NIPABOBOTO, Y4E€OHOro, Y4eOHO-METOAMYECKOrO
XapakTepa MEXKIYy YUpPeKACHUAMH  0Opa3oBaHHsS, OpraHaMH  yIPaBJICHUS
oOpa3oBaHMEM pa3HBIX YPOBHEH, MOCTABIIMKAMU OOOPYIOBaHHWS W MaTEPHAJIOB,
MOAPSTINKAMHA, TTOCTABIIMKAMHU YCIyT U APYTHUMH OPTaHU3AIUSAMU, TPEITPUATAIMA
U YUIPEKICHUSMHU, CBSI3AHHBIMA C 00pPa30BaTEIBHBIM YUPEIKICHUEM TOTOBOPHBIMU
VIV HHBIMH 00513aTeThCTBAMH.

1.5. DnexrpoHHoe cooOIieHWe HE  JOJDKHO  COJIepXKaTh  CEKPEeTHOM U
KoH(DUIeHIManbHON WHGOPMAIMK, TEePCOHATBHBIX JaHHBIX COTPYAHUKOB U
O0yJaroIXCsl.

1.6. DnekTpoHHOM TMOYTOM MOTYT TOJIb30BaThcsd  aaMmuHUcTpamms OV,
OTBETCTBEHHOE JIMIIO 3a OJEKTPOHHYH mouty W corpyanuku OV (mamee —
[Tonp3oBatenu), ecnu wHGOpManMs HE MpoTHUBOpeyuT m.1.4. u m.1.5. HacTosMmEero
ITonoxeHnus.

1.7. Tlonmb3oBaTemnsiM JEKTPOHHON MOYTHI 3aMPEIIEHO:

[ y4acTBOBaTh B PACCBUIKE COOOIICHUH, HE CBA3AHHBIX C 00pa30BaTEIHLHOU HITH
aIMUHUCTPATUBHOM JIEITENBHOCTHIO OV



[] mepechliaTh MO MPOU3BOJBHBIM ajJpecaM He 3aTpeOOBAHHYIO MOTPEOUTEISIMU
uHpopmaruio (cram);

] ormpaBiATh COOOIIEHUSI TPOTUBO3AKOHHOTO WJIM HEATUYHOTO COJEPIKAHMUS;

] mcnoyib30BaTh MAacCOBYIO PACCBUIKY 3JIEKTPOHHOW TMOYTHI, 32 HCKIIOYEHUEM
HEOOXOMMBIX CIIy4aeB.

1.8. B nensx npenorBpailieHus nMoTepu MHPoOpMaluu U odecredeHus: 6e30macHOCTU
Oo(pUIIMaTBFHOTO ANEKTPOHHOTO TMOYTOBOTO SIIMKA BCE MOJB30BATEIM AJIEKTPOHHOMN
MOYTHI 00s13aHBI BHIMOIHATH CIEAYIOUINE PaBUa:

[1 He yka3biBaTh 0e3 cioy:KeOHON HEOOXOIMMOCTH aApeC 3JIEKTPOHHOM NOYTHI B
pa3IMYHBIX JIEKTPOHHBIX aHKETaX;

] He OTKpBIBaTh M HE 3aIyCKaTh JIFOObIE BIOKEHUS AJIEKTPOHHOM MOYTHI, €CIIM OHU
JIOCTaBJICHBI U3 HEU3BECTHBIX WJIM HEHAAEKHBIX UCTOYHHKOB.

1.9. Hacrosmuii PernameHT uMeeT cTatyc JOKaaIbHOr0 HOpMaTuBHOTO akta OVY.

1.10. ITonb3oBaTenu 31eKTpoHHONU MOUThl OV MOJBKHBI CTPOro COOJIOAATh AaHHOE
[TonoxeHue

2. Hopsimoxk 00padoTkM, mepegauyv M NPUEMA JOKYMEHTOB IO 3JIEKTPOHHOM
no4re

2.1. lna o6paboTku, epeaaun 1 npuéma nHdopmaiuu mo 3J1eKTpoHHoM moute B OY
IPUKAa30M JUPEKTOpa MO WIKOJE HAa3HA4aeTcsl OTBETCTBEHHOE JIULO — ONEpaTop
ANIEKTPOHHOM TouThl (Hanee — Oneparop).

2.2. OY pomxHO obOecrneunTh OecrnepeOoitHOEe (YHKIIMOHUPOBAHUE SJIEKTPOHHOU
MOYThl B TEUYEHHE BCEro pabOYero BpPEeMEHHU YyupexJeHus (pabodero BpEeMEHH
Omneparopa).

2.3. Omnepatop 00s3aH peryJsapHO TMPOBEPATh OQPUIUAIBHBIA SJICKTPOHHBIN
no4ToBBIN AUk OY Ha MpeaMeT Halu4usl HOBBIX MHCEM B TEUEHHUE BCEro pabouero
JTHSL.

2.4. Ilpu moxy4YeHuu MEKTPOHHOTO coobmeHus: Oneparop:

(] ocCyllecTBISIET aHTUBUPYCHBIN KOHTPOJIb BXOJAIIENH KOPPECTIOHACHIINH;

[] perucTpupyeT MAOKYMEHT B JKypHaJlI€ BXOIAIIUX JIOKYMEHTOB (TOJBKO
opuIMaNbHbIE OKYMEHTBHI, pEKJIaMHble W UH(POPMALIMOHHBIE PACCHUIKM HE
PETUCTPUPYIOTCS);

[] mepenaéT AOKYMEHT Ha PACCMOTPEHHE IUPEKTOPY IIKOJBI ISl ONpeaecHuUs
noJjtyyatesisi muchMa (B OTCYTCTBUM TUPEKTOPA - OJHOMY U3 €r0 3aMECTUTENCH ) WK B
cllydae yKa3aHus HETOCPEACTBEHHO ajipecaTy. Eciy nmucbMo coaepKUT NOSICHAIOIINN
TEKCT K BIIO)KCHHMIO, €r0 HEOOXOJAMMO TakXe TMepenaTh aJpecary BMECTE C
BJIOKEHHEM (paclieyaTaHHbIM WIIH B DJICKTPOHHOM BUJIE);

(] mpu MOJy4eHUU BaXKHBIX MUCEM, TPEOYIOIINX MOATBEPKICHUS 0TBeTa, OnepaTop
00s13aH OTIIPABUTh TaKOE MOATBEPKICHUE.

] B ciiyqae HEBO3MOXKHOCTH MPOYTECHUS IEKTPOHHOTO COOOIIECHUS YBEOMIIIET 00
ATOM OTHPABUTEIIS.

2.5. Ilpu oTmpaBKe 2JAEKTPOHHOTO coobienus OnepaTop:

[]  ocCyllecTBIsICT aHTUBUPYCHBIN KOHTPOJIb UCXOSIIENH KOPPECTIOHEHIINH;

] mpuauMaeT ot cotpyaHukoB OV odopmiieHHbIE JOKYMEHTHI B COOTBETCTBHUH C
TpeOOBAHUSIMU, TPEABABIIEMbIMA K OGOPMIICHUIO O(DUIIMATBHBIX JOKYMEHTOB, B
AIIEKTPOHHOM BH/IE;



[] perucTpupyeT JOKYMEHT B JKypHAJIe HUCXOMSIIUX AOKYMEHTOB. [lepenaBaemsle C
IOMOUIbK DJIEKTPOHHOM MOYTHl O(ULMATIbHBIE JOKYMEHTBHl JOJDKHBI HMMETh
UCXOJSIIMN  PETHCTPAlMOHHBIA  HOMEp, KOTOpPBIM IIPOCTaBISIET  CEKPETaph
pykoBoaurensa OY;

[l mepex oTHpaBiI€HMEM COOOIIEHHS HEOOXOAUMO NPOBEPATh NPAaBONUCAHHE U
rpaMMaTHKy TeKCTa cooOIIeHHs. TeKCThl 00JIbIIOr0o 00bEMA KENATEIBHO OTIIPABIATD
B BH/JIE BIIOXKCHMUS;

[l mpu otmpaBke BaxHBIX mHuceMm, OrmepaTop [IOJDKEH YKa3aTh B COOOILEHUU
HEOOXOMMOCTh MOJITBEPKACHUS MOTYUCHHS MUCbMa apecaTOM.

2.6. Bce mnepemaBaemble y4eOHO-METOAWYECKHME U CIPABOUYHO-MH(POPMAIIMOHHBIC
MaTepHuasbl JOJKHBI IEPENABATHCSA C COMPOBOJUTENBHBIM MUCBMOM. /{151 oTnpaBKu
AIIEKTPOHHOTO COOOIIEHHUsI TMOJIb30BaTedb O(QOPMIISIET JOKYMEHT B COOTBETCTBHH C
TpeOOBaHUSIMHU T10 JETOTPOU3BOJICTRY.

2.7. Ilpu odopmieHHH 3IEKTPOHHOI'O COOOIIEHHUS OOS3aTENbHBI K 3allOJIHEHUIO
CJIEIYOLIUE TIOJIS:

] appec mosyqareis;

1 Tema 3MEeKTPOHHOIO COOOIIECHNUS;

[] TEeKCT 3JEKTPOHHOro cOOOUIEHMs (TP HEOOXOAUMOCTH, MOTYT OBITh BIIOXKEHbI
(aiibn);

1 konTtakThl oTapaButens (O.1.0., 101KHOCTh, TeaedOoH).

2.8. OrmpaBka H TOJYYEHUE DJJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISETCS C
WCIIOJIb30BAHUEM MPOTPAMMHBIX MPOIYKTOB, MPEAHA3HAYEHHBIX I paboThl C
NMEeKTpOHHOM 1ouTo B OVY. DNEeKTpOHHbIE JOKYMEHTHl AyOIMpPYIOTCS THpuU
HEOOXOJIMMOCTH B BHJE KOMHMI Ha OyMa)XHbIX HOCHUTENIAX C IPHUCBOCHHEM HOMeEpa
BXOJISIILIETO WM UCXOSALIET0 JOKYMEHTA.

2.9. Tlo ¢gakty wu3MeHEeHHs] OPUUMATBLHOIO 3JIEKTPOHHOIO MOYTOBOro smuka OY
Omneparop 005i3aH CBOEBPEMEHHO YBEIOMHUTh HH(OPMALMOHHBIM MHCbMOM
VYmpasnenue oOpa3zoBaHus, a TakkKe APYrHX ajpecaroB w3 ajapecHor kuHuru OV,
oOHOBUTH MH(popManuio Ha caiite OY ¢ ykazaHwem AaThl, ¢ KOTOPOW H3MEHEHHUS
BCTYNAIOT B CHITY.

3. PacnipenesieHHe OTBETCTBEHHOCTH

3.1. OTBeTCTBEHHOCTh 3a HEpasrjalleHHe Maposisi O(QUIMATBHOTO 3JIEKTPOHHOIO
nouyToBoro simuka OY Hecér Oneparop.

3.2. OTBETCTBEHHOCTh 3a HEHAMJICkKAIIYI0 MOATOTOBKY HMH(pOpMAIMM K Iepeaade
HECET aBTOp UH(POPMALIUU.

3.3. OTBETCTBEHHOCTh 3a HEHaJJIekKallee opopMIIeHUE JIEKTPOHHOTO COOOIIECHUS U
3a OTHPABKY aJpecary U MOJy4YeHUE FIEKTPOHHOM MOoUThl HeCET Oneparop.

3.4. OTBETCTBEHHOCTH 3a (DYHKIIMOHHUPOBAHUE DJIEKTPOHHOTO JOKYMEHTOO0OpOTa B
OY necér nupexrop OV.

4. PekoMeHIaIM K HACTPOIKAM IMOYTOBOI0 KJIHEHTA

4.1. DIeKTpOHHBIC IIHChMa OO0S3aTEIBHO JOMKHBI OBITH TOJIMKMCAHBI JIUIIOM,
IPOM3BOJAUBIIMM OTIPABKY KoppecnoHAeHIMH. Heo0XoaumMo HaCTpOUTh MOYTOBBIN
KJIMEHT JJI aBTOMaTUYECKOW BCTABKM MOJIUCH B MOYTOBBIE OTHpaBieHus. [loanuce
JIOJKHA COAepXkKaTh: UMsl, OTYECTBO U (PAMUITUIO OTIPABUTENS, TOJKHOCTD, HA3BaHHE
00pa30BaTENbHOTO YUYPEKIEHUS, Ha3BaHHE TOpoJa W Kpas MpOXKUBaHUSA (WU



JIpYroro  HaWMMEHOBaHUS  HACEJEHHOTO  IyHKTa), KOHTAKTHOTO  TenedoHa
OTIPABUTEJIS.

4.2. ITpu nonyuennn CITAMa (HexenaTenabHbIE dJIEKTPOHHBIE MUChMA, KaK MPaBUIIO,
PEKJIaMHOTO XapakTepa), OTBETCTBEHHOE JHMIIO0 O0s3aHO cpa3y YIaduTh TaKue
MUCbMa, HE OTKphIBas BJIOKEHHUE (KenaTeslbHO J00aBUTh OTIPABUTENS B CIHCOK
3a0JIOKUPOBAHHBIX OTIPABUTENIEH ).

4.3. He pexoMeHIyeTCs YIalATh BXOISIIME M HUCXOASANIME MHUChbMAa B TEUYCHUE
yuebHoro roja. B ganpHeiinem, Bo n30exaHue NepernoHeHUs JIEKTPOHHOTO SIIHKa,
CTapble  HEaKTyallbHble  MUChbMa  MOXHO  yJanuTb. [[ns  coxpaHeHus
KOPPECMOHEHIIUA, B CJIydyae BO3HUKHOBEHHUS HEHCIPABHOCTU >KECTKOTO [HCKA,
MOYHO MEPUOJIMUECKHU CO3/1aBaTh apPXUBHYIO KOIHIO.

4.4. XXenatenpHO CHOpMHUPOBATH CTPYKTYPY MAIOK IS YIOPSIOUYCHUS BXOSIINX
coobmieHnii. Bce mepemaBaeMpie 10 3JIEKTPOHHOM MOYTE BIOXKEHUS ((haiiIbl) JOKHBI
OBIThH MTPEABAPUTEILHO POBEPEHBI AHTUBUPYCHBIMU CPEJICTBAMH.

5. OcoObIe mos10KeHnst

5.1. AxTyanbpHBIA Mapoiib OT OPUIIMATIBHOTO 3JIEKTPOHHOrO aapeca OY XpaHUTCS B
3arevaTaHHoM Buje y pykooaurens OVY.

5.2. B ciiydae nepeycTaHOBKHM ONEPALMOHHON CHCTEMBI Ha KOMIIBIOTEPE WUJIU 3aAMEHBI
CUCTEMHOr0 OJ0Ka, Ha KOTOpBIA NPHUXOAMT JIJIeKTpoHHas mnouta OY, mis
BOCCTaHOBJIEHUS PA0OTHI 3JIEKTPOHHOM MOYTHI UCHOJB3YETCS 3aNleYaTaHHbIA KOHBEPT
C MapoJjeM.

5.3. Ilpm yrtepe mapons OT BIEKTPOHHOTO ITOYTOBOrO SAIIMKA OTBETCTBEHHBIN
COTPYJHUK 32 pabOTy C AJEKTPOHHOM MOYTOM 00pamaeTcs B CIyK0y MOIIEPIKKH.
5.4. B ciiydyae OTCYTCTBUSI OTBETCTBEHHOT'O COTPYJHHUKA 3a pabdOTy C 3JIEKTPOHHOU
MOYTOM ero 00sI3aHHOCTH Bo3Jaratorcst pykopoautesiem OY Ha Apyroro COTpyaHUKA.



