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O6 opraHuzaumnm paboTbl C
3NIEKTPOHHOW MOYTON

1. O6ume rnonoxeHUs

11 HacToswee [lonoxeHne pa3paboTaHO B LENSX cucTematvsaumm paboTbl C
ANeKTpoHHON noytoh MBY OO «[oM [eTCKOro TEeXHUYecKoro TBOPYeCTBa
CepHOBOACKOro MYHMUMMANIbHOTO paiioHa» (fanee - YupexaeHue) u onpefenset
NopsA0K PaboThbl C Helk OTBETCTBEHHBIX AO/MKHOCTHbIX /AL,

12 HacTtoswee [lonoXeHne pacnpoCTPaHAKTCA Ha  3NEKTPOHHble  ajpeca,
Mcnonb3yemble NS 0hUUMIbHON KOPPECNOHAEHUMN, & UMEHHO: O(MLMabHbIA agpec
YUpeXAeHus U1 npu  HeobXOAMMOCTM ajpeca OTAEeNbHbIX  AO/MKHOCTHBIX /vy
YupexaeHus.

13 MyHuumunanbHoe OKKETHOE YUpeXAeHWe [ONONHUTENbHOro 06pa3oBaHus
«[loM [eTCKOro TexHn4eckoro teopyectsa CepHOBOACKOro MyHMUMMNA/IBHOTO painoHa»
MMeeT onLMabHbIA afpec 3NEeKTPOHHON nouTbl: ddtt-sunzha@mail.ru

14. [aHHoe [MonioXeHWe pa3meLlaeTcs Ha oguumanbHoMm carite MBY A0 «4OTT
CepHOBOACKOro MyHMUMMaNbHOro paioHa» http://cdtts.dod95.ru B MH(opMaLOHHO-
TeIEKOMMYHUKALMOHHON ceTn «/IHTepHeT».

Il. Mopsagok 06paboTKK, nepefavn 1 NPUEMa AJOKYMEHTOB MO 3/IEKTPOHHON
rnoure.

21. T10 3NeKTPOHHOM nouyTe B YUpexaeHWW MpPon3BOAMTCA 0OMeH WHQopMaumen
3aKOHOJATeNlbHOro0,  HOPMAaTWMBHO-NPABOBOrO,  Y4YebHOro, y4ebHO-METOLMYECKOrO
XapakTepa Mexay YypexieHusMu 06pa3oBaHMs, oOpraHamu YnpaBieHus pPasHbIX
YPOBHeW,  NocCTaBlWMKamy  000pyAoOBaHMA M MaTepuasioB,  MoApsgYMKamMu,
MOCTaBLLMKaMKN YCYT U APYTMMU OpraHu3aumsaMmn, NPeanpuaTuaMmn U yupexxaeHnsamu,
CBA3aHHBbIMY C YUpeXKaeHNeMm [OroBOPHbIMU W MHbIMK 0653aTe/IbCTBaMMU.

2.2. Ona obpaboTky, nepefayn U Npuéma MHGopmaumMm Mo 31eKTPOHHOW MoyTe B
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YupexaeHun  pacrnopsaauTtesibHbiM — JOKYMEHTOM  PYKOBOAWTENS  Ha3Ha4aeTcs
OTBETCTBEHHOE NINL0 - OnepaTop 31eKTPOHHOW noYThl (fanee - Onepatop).

2.3. YupexaeHue OO/MKHO 06ecneuntb GecnepeboiHoe (PYHKLUMOHMPOBaHWE
9NIEKTPOHHON MOYTbl B TEYeHMe BCEro paboyero BpeMeHU (paboyero BpeMEHU
Onepatopa).

24. Onepatop 06s3aH perynsipHo  MNpPoBepsATb  OPUUMATbHBIA  3M1EKTPOHHbIN
MOYTOBbLIN AWMK YUPEXAEHUss Ha NpPeaMeT Halnumsi HOBbIX MUCEM B TEYEHWMe BCEro
paboyero aHs.

25. JNeKTpoHHOe  COOOLleHMe He  AO/DKHO — cofepXXaTb  CEKPETHOM U
KOH(PMAeHUMaNbHOW  MHQOPMaUMK,  NEePCOHa/IbHLIX  AaHHbIX  COTPYAHWKOB U
obyyatoLpmxcs.

2.6. Onepatopy 3/1eKTPOHHOW MOYTbI 3amnpeLLeHo:

- y4acTBOBaTb B PacCbl/iKe COOOLLEHNIA, He CBA3aHHbIX C 06pa3oBaTe/IbHON Wn

aAMMHNCTPATMBHOW AEATE/IbHOCTHHO YUpeXXaeHus;

- Mepecbinartb Mo NPou3BO/IbHLIM afpecam He 3aTpeboBaHHYH0 NOTPebUTENAMY
NHopMaLuto (cnam);

- OTNPaB/IsATb COOOLLEHNSA MPOTUBO3AKOHHOIO W/IN HEITUYHOIO COAEPXKAHNS;

- ICMO/b30BaTb MaCCOBYHO PACChINIKY 3/1EKTPOHHOW MOYTbI, 33 UCKHOYEHNEM
HEeO0OXOAMMbIX C/ly4aes.

2.7. B uensax npefoTBpalleHns rnotepyu UHQopMaumm 1 obecneyveHns 6e30nacHOCTM
O(PMLUMANBbHOrO 3/1EKTPOHHOIO MOYTOBOro Awmka Onepatop 3/1eKTPOHHON  MOYThI
06513aH BbINOMHATL CNefyoLmenpasnna:
- He YykasblBaTb 0e3 C/y)KeOHO HeoOXOAUMOCTU afpec 3/IEKTPOHHOM MOoYTbl B
Pa3NINYHBIX3NEKTPOHHbLIX aHKETaX;
- He OTKpbIBaTb M He 3amnyckaTb /t00ble B/IOXKEHUS 3/IEKTPOHHOW MOYTbl, €C/Y OHK
[0CTaB/IEHbI U3 HEU3BECTHbLIX WU HEeHAAEXKHbLIX NCTOYHMKOB.

2.8. Tpn NonyyYeHUM 3M1EKTPOHHOIo coobuleHnsa Onepatop:
- OCYLLIECTBNAET aHTUBUPYCHBIA KOHTPO/b BXOASALLEN KOPPECNOHAEHLMN;
- PErUCTPUPYET AOKYMEHT B XXYpHae BXOAAWMX LOKYMEHTOB (TO/IbKO OoduLMaibHble
LOKYMEHTbI, peKnaMHble 1 MHPOPMaLMOHHBIE PACChIIKW HE PErUCTPUPYHOTCA);
- NepefaéT JOKYMEHT Ha PACCMOTPEHME PYKOBOAUTEND YUpexxaeHUa NS onpefeneHns
nonyyatens nucbMa Wan B Clyyae yKasaHWs HernocpefCTBEHHO afpecaty. Ecnm nucbMo
COAEPXKUT MOSACHAIOLMIA TEKCT K B/IOXKEHWIO, €ro HeobXxoaMmo Takxe repeaarb
afpecaTty BMeCTe C B/IOXKeHneM (pacrneyaTaHHbIM UK B 3/IEKTPOHHOM BULE);
-Mpy NONYYEHUN BaXKHBLIX MUCEM, TPebyloWwmMX MNOATBEPXAeHUs oTBeTa, Oneparop
06513aH OTNpaBMTbTaKOe MOATBEPXKAEHME;
- B C/ly4ae HEBO3MOXHOCTU MPOYTEHNSA 3MIEKTPOHHOIO COOOLLEHMS YBEAOMASAET 06 3TOM

OTNpaBuTenNs.

2.9. [Mpn oTnpaBKe 3NeKTPOHHOro coobLLeHns OnepaTop:
- OCYLLIECTBNAET aHTMBMPYCHbIA KOHTPO/b UCXOAALLEIN KOPPECNOHAEHLMN;
- NPVHMMAET OT COTPYAHMKOB  YuUpeXaeHus  O(OPM/eHHble  [JOKYMEHTbl B
COOTBETCTBUM C TpeboBaHMAMM, MPeLbABISEMbIMU K OOPM/IEHUIO OULMAIBHBIX
[IOKYMEHTOB, B 3/IEKTPOHHOM BUJE;



- PerucTpupyet AOKYMEHT B XXypHasle WCXOAAWMX LOKYMeHTOB. [lepefaBaemble C
MOMOLLIbKO 3M1EKTPOHHOW MOYUTbI OPULMaIbHbIE JOKYMEHTbI AO/MKHbI UMETb UCXOAALLNN
PErncTPaLMOHHbIN HOMEP;

- repeg  OTMpaB/eHVWEM COOOLLEHNS HeoOXOAMMO MPOBEPATb MpaBoMucaHne U
rpaMmaTuKy TeKcTa COo6LLeHNs. TeKCTbl 60/1bLIOro 06bLEMa XXenaTeslbHO OTMNPaB/AThL B
BUE BNOXEHWS,

- Npy  OTnpaBke BaXKHbIX nucem, Onepatop AOMKEH YKasaTb B COOOLLEHUU
He0OX0AMMOCTb NMOATBEPXAEHNSA MOMYYEHNA NUCbMA afpecaTomM.

2.10. Bce nepenaBaeMble Yy4eOHO-METOAUYECKME W CMPABOYHO-UH(OPMALNOHHbIE
mMartepuanbl LO/MKHbI MepefaBaTbCA C COMPOBOAUTENbHLIM MUCbMOM. [ OTNpaBKu
3/IEKTPOHHOI0 COOBLLEHNA MO/b30BaTelb OOPMIISET AOKYMEHT B COOTBETCTBUMM C
TpeboBaHNAMY MO Ae/I0NPON3BOACTBY.

211 Tpn  OhOPMNIEHUN 3NIEKTPOHHOTO COO0OLLEHNA 00s3aTeflbHbl K 3aro/IHEHNIO

crefyoLLme nons:
- afpec nonyyarens;
- Tema 3/IEKTPOHHOI 0 COOOLLEHNS;
- TEKCT 3/1EKTPOHHOI0 Co00LeHMs (Npy HeOOXOAMMOCTM, MOTYT ObITb BIOXEHbI (haiinbl);
- KOHTaKTbl oTnpasuTtens (P..0., LOMKHOCTb, TenedoH).

212. OTnpaBka W MNOJlyYeHNEe 3NEeKTPOHHbLIX [OKYMEHTOB OCYLUECTBNAETCA C
MCNONb30BaHMEM MPOrpaMMHbIX MPOAYKTOB, MpefHa3HaYyeHHbIX A1  paboTbl C
3IEKTPOHHON MOYTON B YUpeXxeHUW. INEKTPOHHble AOKYMEHTbl AyOnnpytoTca npu
HeoOX0AMMOCTM B BUAE KOMWUA Ha OYMaXHbIX HOCUTENAX C MPUCBOEHVMEM HOMepa
BXOASALLEro Uam UCXoasALLero JOKyMeHTa.

213. Mo akTy Wn3MeHeHMs OMUUMAILHOIO 3/1eKTPOHHOrO0 MOYTOBOrO  ALUMKa
YupexgaeHns Onepatop 06053aH CBOEBPEMEHHO YBEAOMUTb  UH(OPMALMOHHbLIM
MUCbMOM BCEX 3aWUHTEPeCOBaHHbIX afpecaTtoB W3 afpecHON KHUTWM YupexaeHus,
06HOBUTb MHMOPMaUMIO Ha O(hULMATIBHOM CailTe YUpeXXaeHusi B CeTU «VIHTepHEeT» C
yKa3aHWeM Aatbl, C KOTOPOW M3MEHEHWS BCTYMaKoT B CUATY.

I11. PacnpegeneHne oTBETCTBEHHOCTW.

3.1 OTBeTCTBEHHOCTb 3a HepasrnalleHne napons ohnLMasIbHOro 3N1eKTPOHHOIO
MOYTOBOrO ALMKaYUpexaeHna HecéT Oneparop.

32. OTBETCTBEHHOCTb 3a HeHaz/1eXkallyo NoAroTOBKY MHGopMaumn K nepegade
HeC&T aBTOpUHopMaLun.

3.3. OTBETCTBEHHOCTb 3a HeHaz 1exalllee 0hopM/eHNE 3NEKTPOHHOIO COOOLLEHNS U
3a OTNpaBKyagpecaTy 1 NoslyyeHue 3NeKTPOHHOM MoYTbl HecET OnepaTop.

34. OTBETCTBEHHOCTb 3a (PYHKLUMOHUPOBaHME 3/IEKTPOHHOIO [AOKYMEHTO060pOTa B
YupexxaeHUMHECET pyKOBOAUTEb.

[Y.PekoMeHAaUUM K HAaCTPOMKaM MoYTOBOro K/IMEHTA.

41.  JnNeKTPOHHble MNucbMa 063aTeNlbHO [0/MKHbI  ObiTb  MOAMMUCAHbI  JINLIOM,
MPOV3BOAMBLUMM OTMPaBKy KOPPecrnoHAeHUmMn. HeobxoauMo HacTPOWTb MOYTOBBI
KNMEHT NS aBTOMATMYECKOlM BCTaBKM MOAMMCK B MOYTOBblE OTMpaBneHus. Mognmck
[O0/MKHA COAePXKaTb: MMs, OTYECTBO M (haMUNMIO OTMPaBUTENS, AO/MKHOCTb, Ha3BaHME



YupexeHns, KOHTaKTHOro TesiepoHa oTrnpaBuTenNs.

4.2. Mpun nonyyerun CIrNAMa (HexenartesibHble 3/1eKTPOHHbIE MUCbMa, Kak Mpasusio,
PEKIaMHOr0 XapakTepa), OTBETCTBEHHOE NMLO 063aHO Cpasy YAaIuUTb Takue MucbMa,
He OTKpbiBasd BNOXeHue  (kenatenbHO  [06aBMTb  OTMpaBUTENS B CMMCOK
3a26/10KMPOBaHHbIX OTMpaBUTeNeN).

43. He pekomeHayeTca yAanaTb BXOAAWME W UCXOAALLME NUCbMa B TeyeHue
y4yebHoro roga. B panbHeiwem, BO n3bexxaHne NepenosiHEHNA 3MIEKTPOHHOIO ALLMKA,
CTapble HeaKTya/lbHblE NMUCbMa MOXHO yaanuTh. [1na coxpaHeHUa KOPPEecnoHAeHUUN, B
CNlydae BO3HWKHOBEHWS HEUCNpPaBHOCTM >KECTKOrO0 AUCKA, MOXXHO MNepuoanyecKu
co3aBaTb apXMBHYH KOMUIO.

4.4, >KenateflbHO CHOPMMPOBATL CTPYKTYPY NaroK A8 YnopsgoyeHUs BXOAALLUX
cooOLLeHNIA. Bce nepeaasaeMble MO 3/1EKTPOHHOW MoYTe BNOXeHust (haiinbl) AO/MHKHBI
ObITb NpPeaBapuTe/IbHO NMPOBEPEHbI aHTUBUPYCHBLIMW CPeACTBaMM.

V. Oco0ble MOIOXKEHUS.

51 AKTya/lbHbIi Maposib OT O(ULNAILHOIO 3MEKTPOHHOIO ajpeca YupexaeHus
XpaHuTca y Onepatopa.

52. B cnyyae nepeycTaHOBKM OrMepaLMoHHOM CUCTEMbI Ha KOMMbIOTEPE WM 3aMeHbI
CUCTEMHOr0 6/10Ka, Ha KOTOPbIA NPUXOAMT 3MEKTPOHHAA NoYTa YUpexiaeHus, ans
BOCCTaHOB/IEHUSA PaboTbl 3/1IEKTPOHHOM MOYTbI UCMO/b3YETC KOHBEPT C MaposieM.

5.3. Tpun yTepe napons OT 3/1eKTPOHHOIO NMOYTOBOro AwmkKa OnepaTop obpalLaeTcs B
CNYXXOY NOALEPXKKN.

54. B cnyyae OTCYTCTBMSI OTBETCTBEHHOIO COTPYAHMKA 3a paboTy C 3/MEKTPOHHOWA
MOYTON ero 0653aHHOCTM BO3N1aratoTCA Ha PYKOBOAUTENSA YUPEXAEHUA U Ha ApYroro
COTPYLHMKa.

VI. 3akKnuuTe/ibHbIe NOMOYKEHUSA.

6.1 MonoXeHne BCTYMaeT B CUNY C MOMEHTA ero YTBepXXAeHUs.

6.2. TMonoxxeHne ABNAETCANOKA/IbHbIM aKTOM 00pa30BaTe/IbHOr0 YUpeXxXaeHus.
BHeceHWen3MeHeHWn 1 ONONHEHWIA B [10N0XeHWe OCYLLECTBNSETCA B MOPSAKE ero
NPUHATUA.

6.3. HacToswee [MonoXkeHNe MOXKET ObITb M3MEHEHO ([OMOSIHEHO) NIOKA/IbHbIM

aKTOM 06pa30BaTe/IbHOrO yUpeXxaeHus
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