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00 opranuzanuu padoThl € 3JIeKTPOHHOM Mo4YToi B KupoBckoro 06;1acTHoro
rocy1apcTBEHHOT0 00111€00Pa30BaTeJIbHOI0 ABTOHOMHOT0 YUYPeKIeHU
«I'umua3us Nel r. KupoBo-Yenenka»

Crarbs 1. O0mme nosnoxxeHus.

1.1. Hacrosimee IlonoxeHne pa3paboTaHO B LEISAX CUCTEMATH3aLMHM pabOThI C 3JIEKTPOHHOU
nouror KupoBCKOro 00JIaCTHOrO TOCYAapCTBEHHOTO 00I111€00pa30BaTeIbHOTO aBTOHOMHOTO
yupexaenus «'mmuasus Nel r. Kupopo-Uernerkay (nanee — YupexaeHue) 1 onpenenser nopsaok
paboThI ¢ HEM OTBETCTBEHHBIX JIOJKHOCTHBIX JIMIL.

1.2. Hacrosiee [lonokeHre pacnpoCTpaHsIOTCS Ha 3JIEKTPOHHBIE aJipeca, UCHOIb3yeMble AJIs
opuIMaNbHOW KOPPECTOHACHIIMK, a HWMEHHO: OQUIHMATIBHBIA aapec YUpexJACHUS U TpH
HE00XO0/IMMOCTH aJipeca OTAEIbHBIX JOKHOCTHBIX JIML Y UPEKICHHSL.

1.3. YupexaeHre umeeT opUIralIbHbIN aapec AISKTPOHHOM mouThl: gimnsl@mail.ru .

1.4. HNannoe  IlonoxeHue  pa3memaercss  Ha OQUUIUAIBHOM CalTe YUYpeXIEHUs B
UH(POPMALMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTn « HTepHeT».

Cratbs 2. llopsaok 00padoTkH, nepegayu ¥ NpUEMa JOKYMEHTOB 110 3JIEKTPOHHOI 1o4Te.

2.1. Tlo »yieKTpOHHOH Tmo4YTe B YUPEKJCHUU MPOHU3BOAUTCA OOMEH WHGpOpMaIen
3aKOHOJATEIBbHOr0, HOPMATUBHO-TIPABOBOTO, YU€OHOT0, Y4eOHO-METOAMUECKOTO XapaKTepa Mexay
YUpEXJEHUS MU OoOpa3oBaHMs, OpraHaMH YOpPaBJIEHUS pPa3HBIX YPOBHEW, IOCTaBLIMKaMU
000pyJIOBaHUS U MaTEepHAIOB, MOAPSAIUNKAMH, MOCTABIIMKAMU YCIYT U IPYTHMHU OpraHU3alUsIMu,
OPEINPUATHSIMA W YIPEKICHUSIMH, CBS3aHHBIMH C YUPEKICHHWEM JOTOBOPHBIMU HIIM WHBIMHU
00s13aTeNLCTBAMH.

2.2. JInst 00paboTKH, nepeaadu u npruéMa nHGOPMAIMH TI0 SJIEKTPOHHON 1OYTe B Y UPEKICHUN
pacopsiAUTENbHBIM JTOKYMEHTOM PYKOBOJUTENS HA3HAYAECTCsl OTBETCTBEHHOE JIMIIO — OIEpaTop
AJIIEKTPOHHOM TOUTHI (anee — Oneparop).

2.3. YupexneHue JODKHO obecreuuTh OecriepeOoiiHoe (DYHKIIMOHHPOBAHHE AIIEKTPOHHOMN
MOYTHI B TEYCHHE BCEro pabouero BpeMenu (padodero Bpemenu OmnepaTopa).

2.4. Omneparop 00s3aH PEryISIpHO NMPOBEPATh O(PULIMANBHBIA JIEKTPOHHBIM MOYTOBBINA SIIUK
VYupexaeHus Ha IpeaIMeT HaJIM4MsI HOBBIX IIHMCEM B T€YEHHE BCEro pabodero JHS.

2.5. DIEeKTpOHHOE COOOIIEHHE HE JODKHO COJAEp)KaTh CEKPETHONH M KOH(UAEHIUATbHOU
MH(pOpMallH, TEPCOHATBHBIX JaHHBIX COTPYIHUKOB U 00yYarOIINXCS.

2.6. OnepaTopy 3JIeKTPOHHOH MMOYTHI 3aMPELIEHO:

- Y4acTBOBAaTh B PacChUIKE COOOIIEHU, HE CBSI3aHHBIX C 00pa30BaTEIbHON UM aIMUHUCTPATUBHOMN
JEATENIBHOCTBIO Y UpEXKIEHUS,

- IepeChIIaTh M0 MPOU3BOJIBHBIM a/ipecaM He 3aTpeOoBaHHYIO0 NOTPeOUTEIIMU HH(OPMALIUIO (CrIam);
- OTIIPABIIATH COOOIIEHUS MPOTUBO3AKOHHOTO MJIM HEATUYHOTO COJIEPIKAHMS;

- HCMOJb30BaTh MAaCCOBYIO PACCBUIKY JJIEKTPOHHOW IIOYTHI, 3a HCKIIOYEHHUEM HEOOXOIUMBIX
CIIy4aes.

2.7. B memsax mpemoTBpalieHUss TOTEpH HWHPoOpManmud U oOecriedeHus: Oe30MacHOCTH
0(pHUIIMANBHOTO AJIEKTPOHHOT'O MTOYTOBOTO AlIMKa Oneparop 3JIeKTPOHHOM NOYTHI 00513aH BBHIIOIHSITh
ClIeIyIoIlIre paBua;
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- HE YyKa3bpIBaTh 0€3 CIy)KeOHOW HEOOXOAMMOCTH aApec SJIEKTPOHHOH IMOYTHl B Pa3IUYHBIX
AIIEKTPOHHBIX aHKETAaX;
- HE OTKPBIBAaTh U HE 3aIyCKaTh JIIOObIC BIOKEHHS 3JICKTPOHHOM MOYTHI, €CJIM OHU JIOCTAaBJICHBI U3
HEHM3BECTHBIX WJIM HEHAAEKHBIX HCTOYHHUKOB.

2.8. Ilpu momydeHuu 31eKTPOHHOTO coobmenus Oneparop:
- OCYILIECTBJISIET AHTUBUPYCHBIM KOHTPOJIb BXOAAIICH KOPPECTIOHICHIIHH;
- PETUCTPHUPYET TOKYMEHT B JKypHaje BXOISAIINX JTOKYMEHTOB (TOJBKO O(QHUIMAIBHBIE JOKYMEHTHI,
peKiiaMHbIe ¥ HH(OPMAIIMOHHBIE PACCHUTKU HE PETUCTPUPYIOTCS);
- mepeJaéT JOKYMEHT Ha PAaCCMOTPEHUE PYKOBOAUTEIIO Y UPEKACHUS IS ONIPEICTICHNUS MTOTyqaTeNs
IKChMa WM B CITydae yKa3aHUs HEIOCPEICTBEHHO ajpecary. Eciu miucbMo conepKUT NOSCHSFOITHNA
TEKCT K BIOXKEHHIO, €ro HEOoOXOAMMO Takke TIepenaTh ajpecaTy BMECT€ C BIIOXKCHHEM
(pacnieyaTaHHBIM WM B 3JIEKTPOHHOM BHJIC);
- IpU TOJIYYEHUH BAXKHBIX IHUCEM, TPEOYIOIIMX MOATBEpXkAeHUs oTBera, Omeparop o00s3aH
OTHPABUThH TAKOE MOJTBEPIKACHUE;
- B CIyyae HEBO3MOXXHOCTH NPOYTEHHs JJIEKTPOHHOTO COOOIIEHUS YBEIOMISIET 00 3TOM
OTHPABUTEIIS.

2.9. Ilpu otmpaBke 31€KTPOHHOTO cooduienus Oneparop:
- OCYIIECTBIISICT aHTHBUPYCHBIA KOHTPOJIb HCXO/SIICH KOPPECTIOHCHIIHH;
- TPUHUMAET OT COTPYIHUKOB YUpexIeHUs OQOpMIICHHBIE TOKYMEHTHI B COOTBETCTBHU C
TpeOOBaHUSAMH, TPEABIBISIEMBIMA K OGOPMIICHUIO OQHIUAIBHBIX JOKYMEHTOB, B 3JIEKTPOHHOM
BUJIC;
- pEeTUCTpPHUPYET IOKYMEHT B JKypHale HCXOIAIIMX JOKyMeHTOB. [lepemaBaeMbie ¢ MOMOIIBIO
AIIEKTPOHHON MOYTHl OQHUIMATBHBIE JOKYMEHTHI JOJKHBI MMETh MCXOMSIIMHA PErUCTPAIlMOHHBIN
HOMeEp;
- TIepe] OTIPABICEHUEM COOOIIEHHSI HEOOXO0AUMO MPOBEPATH NPABOMHMCAHNE U TPAMMATHKY TEKCTa
cooOmmeHus. TekcTsl 00IbIIOro 00BEMA JKeNaTeTbHO OTIPABIISATH B BUJIE BIOKCHUS;
- TpU OTHpaBKe BaxHBIX muceM, Omeparop MOIKEH yKa3aTb B COOOHICHHH HEOOXOIMMOCTH
HOATBEPKACHHS MOJTYYCHHS IHChMa aIpecaToM.

2.10. Bce mepenaBaeMble y4eOHO-METOAMYECKHE U CIPABOYHO-WH(DOPMAIMOHHBIC MaTepUAIIbI
JIOJDKHBI TIepe/IaBaThCsl ¢ COMPOBOIUTEIBHBIM MUCHMOM. /11 OTIIPaBKH 3JEKTPOHHOTO COOOIICHHS
MI0JI30BaTENh OPOPMIISET JOKYMEHT B COOTBETCTBUH C TPEOOBAHUSIMH 10 JIEIIONPONU3BOCTBY.

2.11. Tlpu odopmiIeHHH 3JIEKTPOHHOI'O COOOIIEHHUS 00s3aTeNbHBI K 3alOJHEHUIO CIIEAYIOIINe
OIS
- aJipec MoJryyaTers;

- TeMa AIIEKTPOHHOTO COOOIICHNUS;
- TEKCT 3JIEKTPOHHOT'0 cO001IeHN (TIPU HEOOXOMMOCTH, MOT'YT OBITh BIIOKEHBI (hailibl);
- koHTakThl otpasurens (O.1.0., 10mKHOCTh, TeneoH).

2.12. OTtnpaBKa U MOJIy4YeHHE DJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISETCSA C MCIOJIb30BAaHHEM
IIPOTPAMMHBIX MIPOAYKTOB, IPEIHA3HAUYCHHBIX I pabOTHI C SJIEKTPOHHOH MOYTOH B Y UPEIKICHHH.
OJEeKTPOHHBbIE JOKYMEHThl AYOJIMpYIOTCS NpU HEOOXOOUMOCTH B BHUJAE KONMUH Ha OyMaXKHBIX
HOCHUTEIISIX C TIPUCBOCHUEM HOMEpPA BXOISIIETO WIIM HCXOISIIETro TOKyMEHTA.

2.13. Tlo daxty wu3MeHEeHUs OQPHUIMATIBHOTO IEKTPOHHOIO IMOYTOBOIO SLIMKA Y UYPEKICHUS
Omnepatop 00s13aH CBOEBPEMEHHO YBEJIOMUTH HH(POPMAITMOHHBIM MMUCEMOM BCEX 3aMHTEPECOBAHHBIX
a/lpecaToB U3 aJPEeCHOW KHHUTM YUpeKJeHHs, OOHOBUTHh MH(OpMAIUI0 Ha OQHUIMATIBHOM caiiTe
VYupexnenns B cetn «MIHTEpHET» C yKa3aHUEM JaThl, C KOTOPOH N3MEHEHHS BCTYIAIOT B CHITY.

Cratba 3. PacnipenejieHue 0TBeTCTBEHHOCTH.

3.1. OTBETCTBEHHOCTh 3a HepasrjalleHHue Maposs OQHUIMATIBLHOIO AJIEKTPOHHOI'O MOYTOBOTO
AIMKa YupexaeHus Hecér Oneparop.

3.2. OTBETCTBEHHOCTb 3a HEHAJUIEXkAllyl0 MOJATrOTOBKY MH(POpPMALMU K Hepeaaye HecE€T aBTOp
uH(pOpMaLIUH.

3.3. OTBETCTBEHHOCTbH 3a HEHaJIexKallee 0(hOpMIICHUE HIEKTPOHHOTO COOOIIEHHS M 32 OTIIPABKY
ajipecary W TOJy4YeHHE dIEKTPOHHOH mouThl HecéT Omeparop.



3.4. OTBETCTBEHHOCTH 3a PYHKIIMOHUPOBAHHE FICKTPOHHOTO JJOKYMEHTOO0OpOTa B Y UpESKICHUH
HECET PYKOBOJUTEND.

Crarbd 4. PekoMeHJauMH K HACTPOIKAM MOYTOBOI0 KJIMEHTA.

4.1. DneKTpoHHBIC MHChMa 00S3aTEIBHO JODKHBI OBITH MOMAMUCAHBI JUIIOM, TMPOU3BOAMBIINM
OTIpPaBKy KoppecnoHaeHInd. HeoOXoauMO HACTPOUTH MOYTOBBIN KIMEHT JUJIsi aBTOMAaTHYECKOM
BCTAaBKU TMOJIIUMCH B MOYTOBBIC OTIpaBieHus. [loanuck MoKHA coiepkarh: UMs, OTYECTBO U
dbamMuIMI0 OTHpaBUTENS, JOKHOCTh, Ha3BaHUE Y UPEkKACHUSI, KOHTAKTHOTO Tele(oHa OTIPaBUTEIS.

4.2. Ilpu nonyuenuun CITAMa (HexenaTenbHble IEKTPOHHbIE TNChMA, KaK IIPaBUIIO, PEKIAMHOIO
XapakTepa), OTBETCTBEHHOE JIMIIO O053aHO Cpa3y yJaIUTh TaKUe MHUChMa, HE OTKPBIBAs BIIOXKEHUE
(>kenarenbHO JOOABUTH OTIIPABUTEIIS B CITUCOK 3a0JIOKUPOBAHHBIX OTIIPABUTEINCH).

4.3. He pexomenayeTcs yaaisTh BXOAAIIUE U UCXOAIINE MUChMA B TeueHue yueOHoro roga. B
JAIbHEUIIEM, BO M30€KaHUE MEPETIOTHEHHSI AIICKTPOHHOTO SIIMKA, CTAphle HEaKTyaJIbHbBIE MMHChMa
MOKHO yAanuTh. JlJis coxpaHeHUs KOPPECHOHICHIMH, B CIlydyae BOSHHUKHOBEHHS HEHCIPABHOCTH
YKECTKOIO JIMCKA, MOYXHO MEPUOJUYECKU CO3/IaBATh ApXUBHYIO KOIHUIO.

4.4. XXenatenbHo chopMHUPOBATH CTPYKTYPY HANOK ISl YHOPSAOUYEHHUS BXOASIIUX COOOIICHHIA.
Bce mepenaBaeMble 1m0 3JEKTPOHHON TOYTE BIIOKEHUs ((ailiibl) MOJKHBI OBITH MpEABAPUTEITHHO
MIPOBEPEHBI aHTUBUPYCHBIMU CPEJCTBAMHU.

Cratbs 5. OcoOble m0J10KeHHS.

5.1. AxTyanpHBII Mapoib OT O(PHUIMAIBHOTO AJIEKTPOHHOTO ajpeca YUpPEeKICHHS XPaHUTCA y
Omnepatopa.

5.2. B cnmydae nepeycTaHOBKH OIEPAIMOHHON CHCTEMBI Ha KOMITBIOTEPE MIIH 3aMEHBI CHCTEMHOTO
0JI0Ka, Ha KOTOPBIM MPUXOIUT INEKTPOHHAs MouTa YUpexJACHHUS, 11 BOCCTAHOBJICHHS PaOOTHI
AJIEKTPOHHOMN MOYTHI UCIOIB3YETCSI KOHBEPT C MapOJIEM.

5.3. IIpu yrepe mapoiis OT 3JIEKTPOHHOTO MOYTOBOrO suka OnepaTop oOpaiaercst B Ciyx0y
HOJIEPHKKH.

5.4. B cnyyae OTCyTCTBHSI OTBETCTBEHHOT'O COTPYAHHKA 32 pabOTy C SJIEKTPOHHOM MOYTOH ero
00513aHHOCTH BO3JIaraloOTCsl Ha pyKOBOJUTENS Y UPEXKACHUS UM Ha APYroro COTPYAHHKA.

CraTbs 6. 3aKk/I109UTeIbHbIC I10JI0KECHHS.

6.1. [TonoxeHue BCTynaeT B CUIIy C MOMEHTA €r0 YTBEPKICHUS.

6.2. IlonoxxeHue sBISETCS JIOKAIBHBIM aKTOM 00pa30BaTeNbHOTO yupexaeHus. BHecenue
WU3MEHEHUH U JONONHEHUH B 110510KEHNE OCYIIECTBISETCS B MOPSIKE €r0 IPUHATHS.

6.3. Hacrosimee IlonoxkeHne MokeT OBITh HM3MEHEHO (IOMOJHEHO) JIOKAJbHBIM aKTOM
00pa30BaTENIbHOTO YUPEKIACHHUS.



		2021-08-16T13:07:27+0200
	КИРОВСКОЕ ОБЛАСТНОЕ ГОСУДАРСТВЕННОЕ ОБЩЕОБРАЗОВАТЕЛЬНОЕ АВТОНОМНОЕ УЧРЕЖДЕНИЕ "ГИМНАЗИЯ №1 Г. КИРОВО-ЧЕПЕЦКА"




