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IMPUHATO YTBE HO
IeJJarOrH9YeCKUM COBETOM a30M Ne28-15 o1 30.08.2018 r.
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aporokosa or 30.08.2018 r. No2

IHoaoxenue NeS9

0 paboTe C 3JIEKTPOHHOM NOYTOH YIYpeKIeHHUs

1. OO0mue moJ10KeHus

I.1. Hacrosmee ITonoxeHnue pa3spabotaHo B cooTBeTcTBUM cDeiepaTbHbIM 3aKOHOM
oT 29.12.2012r. Ne273-@3 «O6 obpa3oBanun B Poccuiickoit @enepanun» B LEIAX
CHCTEMATH3alMH pabOThl C SJIEKTPOHHOH MOYTOH 00pa30BaTENLHOIO YUPEKIECHHS H
onpeJeNaeT MopsaAoK paboTkl ¢ HeH OTBETCTBEHHBIX JODKHOCTHBIX JIMLI.

1.2. HopMblI HacTOSAIIEro MOJIOKEHHs PaclIPOCTPAHSIOTCS Ha DIIEKTPOHHBIE aJIpeca,
HCIOJB3yeMble U1 O(QULMAIBHON KOPPECIOHAEHLMH, a UMEHHO: O(HIIHATbHBINA
azipec y4dpexxJeHHs U NpH HeOOXOAMMOCTH aJpeca OTHENBbHBIX JOJDKHOCTHBIX JIMII

YUPEKIEHHS.
UCIIONIB30BaThCsS  TOJNBKO B

1.3.  DnextpoHHas
aIMUHUCTPaTUBHBIX U 00pa30BaTEIbHBIX LIEIIIX.
1.4. Tlo onextponHo#t mnoure B OV mpousBomutrcs oO6MeH HHGpOpMaLuen
3aKOHO/IaTeIbHOTO, HOPMATUBHO-IIPABOBOrO, Yy4eOHOro, y4eOHO-METOJUYECKOTO
XapakTepa MeXIy YYpeXOeHHAMH 00pa3oBaHHI, yIIpaBIeHU
0bpa3oBaHMeM pas3HBIX YPOBHEH, ITOCTaBIMMKAMH OOOpYIOBaHHA M MaTepHAlIOB,
HOpAAYMKaMH, TIOCTABIIMKAMH YCIYT U JPYTUMHU OpraHU3alisaMH, MPEANpUITUIMA
U y4YpexxJIeHHUSAMH, CBA3aHHBIMH C 00pa30BaTEIbHBIM YYPEXKICHHEM IOTOBOPHBIMH

CEKpPETHOH |

COTPYOAHHUKOB WU

moyura B OV Moxer

opraHamu

WJIM UHBIMH 00513aTe/IbCTBAMH.
1.5. DOmnextponHoe coobiieHHe He JO/DKHO  COAepXKaTh

KOH(HIEHIHAIpHOH HH(pOPMAIUY, IEPCOHANBHBIX JTaHHBIX
00yYaroIIHXCs.

1.6. DOnexTpoHHOW  mOYTOM  MOryT  IIOJIB30BAaThCA  angMHHHMCTpamus OV,
OTBETCTBEHHOE JIULO 3a O3JIEKTPOHHYI0 IouTry H coTpyaHukd OV (manee —
ITonp3oBarenu), ecmu HHpOpMauus He NMpoTHBOpedyuT I.1.4. ¥ m.1.5. Hacrosmero

,' ITonoxenus.
,/ 1.7.  Ilonp3oBaTensam 31€KTPOHHOM MOYTHI 3aNPELIEHO:
' [J  y4acTBOBaTh B pacchUIKe COOOILEHHH, He CBA3aHHBIX C 06pa303a'ﬁ"ﬂnm“l ”Il

aJIMHHHCTPAaTUBHOM JiesTebHOCTRIO OV



—

0 mepechUIaTh IO IPOW3BONBHBIM ajpecaM He 3aTpebOBaHHYIO MOTPEOHTENSMH
HHpopMaIHio (cram);

00 oTHpaBiIsATh COOOLIEHHS IPOTHBO3aKOHHOTIO MIIH HESTHYHOTO COJEPIKAHHU;

[0 HCHONB30BaTh MAaCCOBYIO PpAacCBUIKY 3JIEKTPOHHOM IIOYTHI, 3a HMCKIIIOYEHHEM
HEOOXOJIUMEBIX CIIy4aeB.

1.8. B mensx mpelOTBpalleHHs ITOTepH HH(OpManuu H obecriedeHHss 6e30MacHOCTH
O(HUIMAIBFHOIO JIEKTPOHHOI'O IIOYTOBOIO SIIHKAa BCE ITOJB30BATENIH 3JEKTPOHHOM

IOYTHI 00s13aHBI BHIIIONHATH ClIeyIOLIHE IIPaBUIIa:
0 He ykaspiBaTh 6e3 CIIy)ke€6GHOW HEOOXOAMMOCTH aIpec SJIEKTPOHHOM IIOYTHI B

Pa3IMYHBIX JIEKTPOHHBIX aHKETax;
[l He OTKpBIBaTh U HE 3aIlyCKaTh JIIOObIEe BJIOXKEHHUS 3JIEKTPOHHOM IOYTHI, €CIIH OHU

JOCTaBJIEHBI U3 HEU3BECTHBIX HITH HEHANEKHBIX UCTOUHHUKOB.
1.9. Hacrosmmi PernamMeHT HMeeT cTatyc JTOKalbHOT0 HOpMaTHBHOTO akta OY.
1.10. ITons3oBaTenu 3JIEKTpOHHOM mouThl OY MOKHBEI CTPOro cobJromaTh HaHHOE

Ilonoxenue

g 2. Ilopsinoxk 0GpaGOTKH, Nepeaayd M NPHEMA JOKYMEHTOB MO 3JI€KTPOHHOI
noyre

2.1. lna ob6pabotky, nepesaun U npuéma HHGOPMALIUH 10 SJIEKTPOHHOM noute B OV
IIPUKa30M OHpEKTOpa IO IIKOJE Ha3HayaeTcss OTBETCTBEHHOE JIMII0 — OIlepaTop
9JIEKTPOHHOM No4TH (Hanee — Oneparop).

2.2. OY pomxHO obecreynTsh Gecrepe6oiiHoe (GYHKIHOHHPOBAHHE 3SJIEKTPOHHON
IIOYTBl B TE€YEHHE BCEro pabodyero BpeMeHH yupexaeHus (pabodero BpeMeHH
;’ Oneparopa).

f 2.3. Omnepatop 00s3aH pEryJsipHO IPOBEPATH OMUIMANBHBIA 3JIEKTPOHHBIH
mo4ToBbI UK OV Ha npeaMeT HaJMYMs HOBBIX IICEM B T€YEHHE Bcero pabodvero

JHSL.
2.4. Ilpu momy4eHu" 3JIeKTpOHHOro coobmenus Oneparop:

[ OCyIIEeCTBIs€T aHTUBUPYCHBIH KOHTPOJIb BXOISIIEH KOPPECTIOH IEHIUH;
[0 perucTpupyeT MHOKYMEHT B JKypHale BXOIAIIUX JOKYMEHTOB (TOJBKO
opHuLMaNIbHEIE JIOKYMEHTHI, peKJIaMHble H HH(MOPMAlMOHHBIE pACCBUIKH He
PETHCTPUPYIOTCS);

0 mepenaér MOKYMEHT Ha DPAacCMOTPEHHE IUPEKTOPY IIKOJBI IS ONpeneNeHHs
ToJy4JaTens nuchkMa (B OTCYTCTBHH JUPEKTOPA - OHOMY M3 €r0 3aMeCTUTelNel) HilU B
Clly4yae yKa3aHMs HEMOCPEICTBEHHO aapecaTy. Eciii MICEMO COMEPIKHT MOSACHSFOIIHUMI
TEeKCT K BJIOXEHHIO, €ro HeoOXOOUMO Takke IepelaTh ajpecaTy BMECTe C

BIIOKEHHEM (pacriedaTaHHBIM MU B 3JIEKTPOHHOM BH/JE);
[0 mnpu MoaydYeHUH BaXXHBIX NMUCEM, TpeOYIOIIMX MOATBEPXKAeHUs oTBeTa, Oneparop

00s13aH OTIIPaBUTh TAKO€ NMOATBEPIKIACHHUE.
0 B Cllydyae HEBO3MOXHOCTH IPOYTEHUS SJIEKTPOHHOI'O COOGH.IGHI/IH YBEOAOMIISAET 00

3TOM OTIIPaBHUTEJI.
2.5. Ilpu ornpaBke 371eKTpoHHOTO coobrenus Oneparop:

[J ocylIecTBIseT aHTUBUPYCHBIH KOHTPOJIb UCXOSIIEH KOPPECTIOH IEHIIHH;
U mnpuxumaer ot corpyauukoB OY odopMieHHbIE TOKYMEHTHI B COOTBETCTBUH C
TpeOOBAHHAMH, MPEBABNIEMBIMA K O(QOPMIEHHIO ODHUIMATBHEIX JOKYMEHTOB, B

S3JIEKTPOHHOM BH[IE,




[J perucTpupyeT DOKyMEHT B XypHale HCXOIAIIMX AOKyMeHTOB. IlepenaBaemere ¢
[OMOIIBIO  3JEKTPOHHOM IOYTH OQHLUHANBHBIE JOKYMEHTBI JO/DKHBI HMETh
HCXOIAIIMKH  pEeruCTpallHOHHBINA KOTOpBIHi  IIPOCTaBIIET  CEKpeTaph

pykoBogutens OY;
[0 mepen OTHpaBIE€HHEM COOOIIEHUS HEOOXOAUMO IIPOBEPSTH IMPABOIKCAHUE H

rpaMMaTHKy TeKcTa coo0Ienus. TexcTbl 60bII0oro 06bEMa JKenareabHO OTIPABIIATh

HOMED,

B BHC BIIOXKCHHUA,
0 IIph OTIpaBKE BAXHBIX ITHCEM, OnepaTop AOJDKEH YyKa3aThb B COOGH.[GHI/II/I

HEoOXOUMOCTE ITOATBEPKIECHUS ITOTyYEHHUS IUChMa aIPECATOM.
2.6. Bce mepeznaBaeMble y4eOHO-METOAMYECKHE W CIPABOYHO-UH(DOPMAIMOHHBIE

MaTepuabl JOJDKHBI IIEPEAABaThCs C CONPOBOAUTENBHBIM IUCEMOM. JlJisT OTIpaBKU
9JIEKTPOHHOTO COOOLIEHHUS II0JIb30BaTeNh 0(OPMIISET JOKYMEHT B COOTBETCTBUH C

Tpe6GOBaHUAMH 110 JE€OIPOH3BO/ICTBY.
2.7. Ilpu OQOpMIEHHH SJIEKTPOHHOTO COOOIIEHHsI OOS3aTeNbHBI K 3aroHEHHIO
ClIeIyIOIIHe OIS

[0 agpec momyvarens;

U Tema 37IEKTPOHHOIO COOOLIEHHS;
U TeKcT 5MeKTPOHHOro coobLIeHHs (IIpH HeOGXOAMMOCTH, MOTYT GBITH BIIOXKEHBI

Gaiiser);
U xonTakThl oTrpaButens (0.U.0., 1omKHOCTE, TenedoH).
2.8. OrmpaBka W NOJNyd4eHHE SIEKTPOHHBIX JOKYMEHTOB OCYILECTBISETCS C

HCIIOJIb30BAHUEM IIPOTPaMMHBIX IPOAYKTOB, IpeJHa3HaYeHHBIX M1 paboThl C
JNIeKTpOHHOM 1outoli B OVY. DieKTpoHHbIE HOKyMEHTBHI JyOJIUpYIOTCS IIpH

HCO6XOIII/IMOCTI/I B BHJI€ KOIHUH Ha 6}’Ma)KHBIX HOCHTECJIAX C IIPUCBOCHHUEM HOMEpa

BXOJISIIIEr0 UIIM UCXOMASAIIETO JOKYMEHTA.
2.9. Ilo ¢akty u3MeHEeHHS OQHUIHATIEHOIO IEKTPOHHOrO MOYTOBOro summka OY

Omnepatop 00s3aH CBOEBPEMEHHO YBEIOMHTh HH(OPMAIIMOHHBIM ITHCHEMOM

YnpaBnenune obpasoBaHMs, a TakXKe IPYrHX ajpecaToB M3 ajgpecHod kuuru OV,
06HOBHUTH HH(popManuio Ha caiite OY ¢ yKka3aHHEM JaTbl, ¢ KOTOPOH H3MEHEHUs

BCTYTIAIOT B CUITY.

3. PacnpenesieHue OTBETCTBEHHOCTH
3.1. OTBeTCTBEHHOCTh 3a HepasINIallleHHe Mapois O(UIUAIBHOTO 3JEKTPOHHOIO

nourosoro supka OY Hec€r Onepatop.
3.2. OTBETCTBEHHOCTh 3a HEHAJIEXKalIyl0 IMOATOTOBKY HMH(OpMAalMH K Iepenade

HeCET aBTOp HH(pOPMALIUH.
3.3. OTBeTCTBEHHOCTh 3a HeHajyIexalnee o(popMiIeHrue 3EeKTPOHHOTO COOOIEHHs U

3a OTIpPaBKy ajipecary H MoJlydeHHe 3JIeKTPOHHOM 10o4Thl Hec€T Omeparop.
3.4. OTBeTCTBEHHOCTh 3a ()YHKIIMOHHPOBaHHE 3JEKTPOHHOIO JOKYMEHT000OpoTa B

OY necér gupextop OY.
4. PexoMeHJallMH K HACTPOHKAM IOYTOBOI0 K/IHEHTA
4.1. DnekTpoHHBIe IHCbMa 0053aTEIbHO JIOJDKHBI OBITH IOANKCAHBI JIALOM,

IPOM3BOJMBLIAM OTIIPaBKy KoppecnoHJeHInd. Heo6XxoquMo HacTpOUTH IIOYTOBBIN
KJIMEHT [JI1 aBTOMaTHYeCKOH BCTaBKM MOAIMHUCH B TIOYTOBBIe oTHpaBieHus. Iloanuce
AOJKHA COAEpKaTh: UMsl, OTYECTBO M (haMHJIMIO OTHPABUTENIS, JOJDKHOCTD, Ha3BaHUe
00pa30BaTe/BHOrO yupexJeHHs, Ha3BaHWe Tropoja M Kpas NPOXMBAHUS (W




D

zpyroro ~ HAuMCHOBAHHS  HACENEHHOTO  NyHKTA), KOHTAKTHOrO Tenehona
OTIPABATEIIA.

4.2. TTpu nomy4yenuu CITAMa (HeXxenarensHbIe SJICKTPOHHBIC MHChMa, KaK IIPaBHIIO,
peKIaMHOTO  XapaKTepa), OTBETCTBeHHOe JMIO 0053aHO Cpasy YoaluTh TaKue
muchMa, HE OTKPBIBAA BIOXKCHHE (JKeNaTelbHO N0GaBUTE OTNPABUTENISI B CIMCOK
3a6JJOKUPOBAHHBIX OTIPABUTENEH).

4.3. He pexkoMeHAYyeTCS yhansrh BXOIIIME W HUCXOMAIIME IIMChMa B TEYEHHUE
ydge6HOro roxa. B nansHelmem, Bo uzbexanme TIEPETIONIHEHHUS SIIEKTPOHHOTO SIIMKA,
cTapkble HEaKTyaJIbHbIE IMUCbEMa MOXHO YIOAIUTh. Hons COXpaHEeHUs
KOPPECIIOHACHIINY, B ClIy4ae BO3HUKHOBEHUS HEUCNIPAaBHOCTH XECTKOI'O JIHCKa,
MOXHO MEPHOAMIECKHU CO3NABATE APXUBHYIO KOITHIO.

4.4. XKenarenbHO cHOPMHPOBATH CTPYKTYpy HaIlOK Uil YIOPSIOYEHMS BXOISLIMX
coobmenuii. Bce nepenasaemMsre o SJIEKTPOHHOM II0YTE BIIOKEHU ((Haiiiibl) JOIKHEI
OBITh PEABAPUTENLHO IIPOBEPEHbI QHTHBHUPYCHBIMH CPEJICTBAMH.

S. Oco0ble mosoKeHHs

5.1. AKTyanpHBIH mapois ot odunuansHoro snekTporHoro aapeca OY XpaHHTCS B
3are4aTaHHOM BHJIe Y pyKoBoauTens OV.

5.2. B cirygae nepeycraHOBKH OIEPAIMOHHOM CUCTEMBI Ha KOMIIBIOTEPE UIIU 3aMEHBI
CHCTEMHOTO 0JI0Ka, Ha KOTODBIH NPHXOZMT ONeKTpOHHas mouta OY, s
BOCCTaHOBIIEHHs pabOThI IIEKTPOHHOMN MOYTHI HCIIONB3YETCS 3aIIeYaTaHHbIA KOHBEPT
C IapoJieM.

5.3. Tlpu yrepe mapoms or 3JICKTPOHHOI'O TOYTOBOIO SINMKAa OTBETCTBEHHBIN
COTPYIHHUK 32 pabOTy C 3IEKTPOHHOM [I0YTO} 06pamaeTcs B CIIyX0y HOIIEPIKKH.

5.4. B crmydae OTCYTCTBHS OTBETCTBEHHOIO COTpYJHHMKA 3a paboTy C 3JEKTPOHHOM
TIO4TOM €ro 0653aHHOCTH BO3JIAraroTes pykosouteneM OY Ha Ipyroro COTpYJIHUKA.
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