[MPUHATO OBILIMM COBPAHUEM YT1Bepxnaro
MBY O AMII Nel r. XABAPOBCKA I[I/IpeKTOIlQOBWGELH.E.KOSHOBa
31.08.2021T. 31.08.2021r.

MyHumnanbHoe OI0KETHOE YUPEKIEHUE AOMOJIHUTEIBHOIO0 00pa30BaHus

«/lerckas myspikanbHas mkona Nel r. XabapoBcka»

MHOJIOXKEHHUE
00 opranu3anuu padorsl ¢ 3aeKTpoHHol mouroii B MBY 10 «/lerckasi My3bIKkajabHAas HIKOJIA
Nel r. XabapoBcka».

I. O01mue moJio:xeHus.

1.1. Hactosimee [Tomoskerune pazpaboTaHo B IENSIX CHCTEMATH3AIMH pabOThI C AJIEKTPOHHOU MOYTON
MBY 110 «JIMII Nel r. XabapoBcka» (nanee — YUpexaeHHE) U ONPEAeNsIeT MOPSI0K pabOThl C HEl
OTBETCTBEHHBIX JOJDKHOCTHBIX JIULL.

1.2. Hacrosimee IlonoxkeHne pacrpOCTpaHSIOTCS HA AJIEKTPOHHBIC aJpeca, WCIOJIb3yeMbIC IS
oUIMATBHON KOPPECTIOHICHITNH, 3 UMEHHO: OPHUIMATBHBIN apec YUPexKACHUS U IPH HEOOXOJMMOCTH
aZipeca OTACIBHBIX JOJKHOCTHBIX JIUL Y YpEKACHUS.

1.3. MyHununansHoe OIOKETHOE YUYPEKICHHE JOIMOJHUTEIbHOro oOpa3oBaHus «JleTckas
My3bikanbHas mkona Nel r. XabapoBcka» wumeer O(UUHMATBHBIA aApeC JJIEKTPOHHON TMOUTHI:

dmslkhab@mail.ru u COITYTCTBYIOIIME K HEH MOYTHI paOOTHUKOB Y UPEXKICHUS.

1.4. Jlannoe [Ilonoxenue pasmemaercs Ha opunuansHoM caiite MBY JIO «/IMII Nel r.
XabapoBcka» B HH(PpOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTn « THTepHeT.

I1. Ilopsinok 06padoOTKHU, Mepeaayu U NPUEMA JOKYMEHTOB 10 3J1eKTPOHHOM mouTe.

2.1. Tlo »neKTpoHHOW TMoO4YTe B YUPEXKICHHH MPOU3BOAUTCS OOMeH uHbopmanuen
3aKOHOJIATEIFHOTO, HOPMAaTHBHO-TIPAaBOBOTO, y4eOHOTO, y4eOHO-METOIMUYECKOTO XapakTepa MEXIY
yUpeXKISHUSIMHU 00pa30BaHUs, OpPraHaMu YIIPaBJICHUS Pa3HbIX YPOBHEH, IOCTaBIIUKAaMU 000y I0BaHUS
¥ MaTepHaJIOB, MOAPSTYNKAMH, TOCTABIIMKAMU YCIYT U IPYTHMMHU OPTaHU3ALUsIMH, IPEANPUATUIMHI U
YUPEKACHUSIMHE, CBA3aHHBIMU C Y UPEXKICHUEM JOTOBOPHBIMHU HITM MHBIMH 0053aTETECTBAMH.

2.2. ]Ins 06paboTKu, nepeaadyu u npuéma uHdopmMau no opuraaIbHONR/ 100aBOYHON IJIEKTPOHHOU
oyTe B YUPEKJACHUHU PACTIOPATUTEIbHBIM JOKYMEHTOM PYKOBOJHMTENSI Ha3HAYAIOTCS OTBETCTBEHHBIC
JIUIIA — OTlepaTop AJIEKTPOHHOMU MOUTHI (1anee — Omeparop).

2.3. YupexxJieHHe TOJDKHO 00ecieunTh OecriepeOoitHoe (yHKIIMOHUPOBAHUE JIICKTPOHHOM TTOYTHI B
Te4YeHHe Bcero pabouero BpemeHu (pabodero Bpemenu Omneparopa).

2.4. Omeparop 00s3aH PETYJSIPHO TPOBEPITh OQPHUIIMATIBHBIN SJICKTPOHHBIM ITOYTOBBIN SIIUK
YupexxeHus: Ha MpeAMET HaTU4YUs HOBBIX MHCEM B TEUCHHE BCEro pabouero JHs.

2.6. OnepaTopy 2JIEKTPOHHOM MOYTHI 3alIPELICHO:

- Y4acTBOBATh B PACCBUIKE COOOIICHUH, HE CBA3aHHBIX ¢ 00pa30BaTEIbLHON MM aJMUHHCTPATUBHOM
JESITENIbHOCTBIO Y UpEKICHMUS,

- IepeCchUIATh MO MPOU3BOJILHBIM aJipecaM He 3aTpe0OBaHHYIO MOTPEOUTENIMU HHPOPMALIUIO (criam);

- OTIIPABIISATH COOOIIEHUS MPOTUBO3AKOHHOTO MIIH HEATUIHOTO CO/ICPIKAHHMS,

- HCII0JIb30BAaTh MAaCCOBYIO PACCHUIKY 3JIEKTPOHHOM MOYTHI, 32 UCKIIOYEHHEM HEOOXOIUMBIX CIIy4aeB.

2.7. B nensix npepoTBpalleHus notepyu HHPopMaLuu 1 odecreueHust 0e30MacHOCTH 0OPHUIIMATBHOTO
AJIEKTPOHHOT'O TOYTOBOrO smuka OnepaTop 3JIEKTPOHHON MOYTHI 0053aH BBINOJHSTH CIEAYIOIINE
npaBuiIa:
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- HE yKa3bIBaTh 0€3 Ci1yKeOHOH HEOOX0IMMOCTH a/IpEC 3JICKTPOHHOM IMMOYTHI B PAa3IMYHBIX JICKTPOHHBIX
aHKeTax;
- HE OTKpBIBATh M HE 3aITyCKaTh JIIOObIE BIIOKEHMs 3JIEKTPOHHOM IOYTHI, €CIIM OHU JIOCTaBJIEHBI U3
HEU3BECTHBIX WM HEHAJEKHBIX UCTOYHUKOB.

2.8. IIpu momy4yeHUH 3JEeKTPOHHOTO coobmeHus Omeparop:
- OCYLIECTBJIACT aHTUBUPYCHBIA KOHTPOJIb BXOASAILIEH KOPPECTIOHICHIINH;
- PETUCTPUPYET AOKYMEHT B JKypHaJle BXOIAIIMX JOKYMEHTOB (TOJBKO O(HIMAIbHBIE TOKYMEHTBHI,
peKIaMHbIe U UH(POPMALIMOHHBIE PACCHUIKH HE PETUCTPUPYIOTCS);
- nepefaéT JOKYMEHT Ha pacCMOTPEHUE PYKOBOAMTEINIO YUPEKACHUS UL ONPENEICHUS I0IydaTells
IIMChbMa WIN B CIy4yae yKa3aHHUsl HEMOCPEACTBEHHO ajpecaTy. Eciu nmUcbMO COAEpKUT MOSCHAIOIINN
TEKCT K BJIO)KEHHIO, €r0 HE0OX0IMMO TaKKe IepeAaTh ajJpecaTry BMECTE C BIIO)KEHHEM (pacreyaTaHHbIM
WIN B DJIEKTPOHHOM BHJIE);
- TIPH MOJIyYE€HUH BaKHBIX MHCEM, TPeOYIOIUX MOATBEPkKAEHU 0TBeTa, OnepaTop 00s3aH OTIPaBUTh
TaKo€ MOATBEPKICHUE;
- B CJly4ae HEBO3MOKHOCTH MPOUYTEHUS 3JIEKTPOHHOTO COOOIIEHMSI YBEIOMIISIET 00 3TOM OTIPaBUTEIS.

2.10. Bce mnepenaBaemble y4eOHO-METOIMYECKHE M CIPABOYHO-MH(DOPMAIIMOHHBIE MaTepHallbl
JOJDKHBI TIEPEIaBaThCsl C COMPOBOAUTEIBHBIM MUCHMOM. JIJIs1 OTIPAaBKH 3JEKTPOHHOTO COOOIICHHUS
M0JIb30BaTENb OOPMIISIET TIOKYMEHT B COOTBETCTBUU C TPEOOBAHUSMU IO JEIONPON3BOICTBY.

2.12. OtnpaBka U TOJIyY€HHE HJIEKTPOHHBIX JOKYMEHTOB OCYILECTBISETCS C MCIOJIb30BaHHEM
IPOTPaMMHBIX MPOJYKTOB, MPEJHA3HAYCHHBIX UL PaOOThI C 3JEKTPOHHOH MOYTON B YUpEXKICHHH.
DNeKTPOHHBIE JOKYMEHTHI AyOIUpPYIOTCS IPU HEOOXOIUMOCTHU B BUI€ KO Ha OyMa)KHBIX HOCHUTEISIX
C IIPUCBOEHUEM HOMEPA BXOAIIETO WU UCXOAAIIETO JOKYMEHTA.

2.13. Tlo ¢akry wu3MeHeHHs OQUIMATBHOIO 3JIEKTPOHHOIO IOYTOBOIO SIIMKA Y UPEXKICHHS
Omneparop 00si3aH CBOEBPEMEHHO YBEJAOMUTh WH(POPMAIIMOHHBIM MHUCHMOM BCEX 3aMHTEPECOBAHHBIX
aJipecaToB M3 aJPECHOM KHUTU YUpexIeHHs, OOHOBUTh HMH(pOpMAIMIO Ha O(UIMANIBHOM caiite
VYupexaenus B cetu «HTEpHET» € yKa3aHUEM JaThl, C KOTOPOM U3MEHEHUS BCTYIAIOT B CUILY.

I11. Pacnipenesienne 0TBETCTBEHHOCTH.

3.1. OTBETCTBEHHOCTH 3a HEpa3IaleHue Napoist OUIHAIEHOTO IEKTPOHHOIO MTOYTOBOTO SIIIHKA
Vupexnenus Hecér Onepatop.

3.2. OTBETCTBEHHOCTh 32 HEHAUICKAIIYIO IMOATOTOBKY HMH(pOpMAMHM K Tepenade HECET aBTOp
nHpopmaIuu.

3.3. OTBETCTBEHHOCTb 32 HEHajIexkalee opopMICHHE 3JIEKTPOHHOIO COOOLICHHS U 32 OTIPABKY
ajipecary W MOJy4YeHHUE dIEKTPOHHOM mouTsl HecéT Oneparop.

V. PexoMenganum K HaCTPOﬁKaM Mmo4YToOBOI'O KJIMECHTA.

4.1. DAeKTpoHHBIE MUChMa O0S3aTENBHO JOJDKHBI OBITH IOJAMUCAHBI JIMIIOM, MPOU3BOIAMBIIUM
OTNpaBKy KoppecnoHaeHunu. HeobxXxonuMo HACTpOUTh IOYTOBBIM KIMEHT MJIi aBTOMAaTHYECKOH
BCTaBKH MOJIKCH B MOYTOBLIE OTpaBieHus. [loanuce nomkHa coepkarb: UMs, OTYECTBO U (haMUITHIO
OTIIPABUTENS, JOJDKHOCTh, HA3BaHUE Y UpPEXKIEHHs, KOHTAKTHOTO TenedoHa OTIIpaBUTENs.

4.2. Tlpn nonyuyenun CITAMa (HexxenaTesbHbIE 3JIEKTPOHHBIE MTMCbMA, KaK IPaBUIIO, PEKIAMHOIO
XapakTepa), OTBETCTBEHHOE JIMIIO0 0053aHO Cpa3y yIaJuTh TaKWe MHUCbMa, HE OTKpPHIBas BIIOKEHUE
(>kenaTenbHO A0OABUTH OTIPABUTEINS B CIIMCOK 3a0JIOKMPOBAHHBIX OTIPABUTEIIEH ).

4.3. He pexomenayeTcst yAalnsaTh BXOASIIME U UCXOASIIME NMUCbMa B T€UEHHE yueOHoro roaa. B
JalnbHenIeM, B0 u30ekaHue IMepernoIHeHHs 3JIEKTPOHHOIO SIUKa, CTapble HeakTyajlbHbIE MHUCHhMa
MOKHO YyJIaluTbh. [l COXpaHEHHsS KOPPECIOHACHLIMM, B CiIydae BO3HUKHOBEHMS HEUCIPAaBHOCTH
JKECTKOI0 IUCKA, MOXKHO IIEPUOANYECKHU CO34aBaTh aPXUBHYIO KOIIHIO.

4.4. XKenatenbHo cHOpMUPOBATH CTPYKTYPY MAIOK JJIs1 yIOPSIOYCHHS BXOIAUX cooOmennii. Bee
nepeaaBaeMbIe IO JIEKTPOHHOM MOYTe BIOKeHUS ((paiiinbl) JOMKHBI ObITh IPEIBAPUTEIBHO MPOBEPEHBI
AQHTUBUPYCHBIMU CPEJICTBAMH.

V. Oco0ble MOJI0KEeHH.



5.1. AkTyanpHBIH Taposib OT OQUIMATBLHOTO 3JIEKTPOHHOTO ajapeca YUpPEeKICHHS XPAHUTCS Y
Omneparopa.

5.2. B ciy4ae nepeycTaHOBKU OIEPAllMOHHON CUCTEMBI HA KOMIIBIOTEPE WJIM 3aMEHBI CUCTEMHOIO
070Kka, Ha KOTOPBIM NPUXOJUT HJIEKTPOHHAs MOYTa YUPEXKIEHHs, A BOCCTAHOBJICHUS pabOTHI
AJIEKTPOHHOMN MOYTHI UCIOJIB3YETCSI KOHBEPT C MMApOJIEM.

5.3. IIpu yrtepe mapoiisi OT 3JEKTPOHHOrO MOYTOBOro sAuuka Onepatop oOpamiaercs B CiIyKO0y
MOJIEPHKKU.

5.4. B ciy4ae OTCYyTCTBUSI OTBETCTBEHHOT'O COTPYJIHHUKA 3a pabOTy C AJEKTPOHHOM TMOYTOM ero
00513aHHOCTH BO3JIAral0TCsl HA PYKOBOJUTENS Y UPEXKICHUSI UM Ha IPYrOro COTPYIHHUKA.

VI. 3akiamouuTe/ibHbIE MOJI0KEHU.

6.1. [TonoxxeHue BcTynaeT B CUIIYy C MOMEHTA €T0 YTBEPKJICHUSI.

6.2. TlonmoxeHue sBIseTcd  JIOKAJIbHBIM AaKTOM OOpa3oBaTEIbHOIO YyupexaeHus. BHeceHue
U3MEHEHUH U A0NOIHEHUN B [10510KEHNE OCYIIECTBIISIETCS B IOPSAIKE €r0 IPUHSTHS.

6.3. Hacrosimee [IlomoxxeHre MOXeT OBITh W3MEHEHO (IOMOJHEHO) JIOKAIBHBIM aKTOM
00pa30BaTENBHOIO YUPEKICHHS.



