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1. O01mme moJ10KeHUs

1.1. Hactosimee [Tonoxkenne pa3paObOTaHO B IENSAX CHCTEMATH3alUUA PAOOTHI C JIEKTPOHHOMN
noytod B MyHHUIMDATBHOM OIO/KETHOM 00pa30BaTENIbHOM — YUPEXKACHUH  JIOTIOJIHUTEIHLHOTO
oOpazoBanusi TapacoBckom JloMe IeTckoro TBOpUeCTBa (Janee — YUpexJAeHHE) U OIpelesieT
MOPSIIOK pabOTHI C HEM OTBETCTBEHHBIX JOJKHOCTHBIX JIMII.

1.2. Hacrosimee [lonoxenune pacrnpocTpaHsieTcsl Ha JIEKTPOHHBIE aJpeca, UCTIOIb3yeMble IS
opUIMANBEHON KOPPECHOHJCHITMKM, a WMEHHO: O(HUIMAIBHBIA aJApec YUPSKICHUS U, TpH
HE0OXOIMMOCTH, a/ipeca OTAENbHBIX JOKHOCTHBIX JIUI] Y UpeKICHUS.

1.3. MynumunaibHoe OmOKETHOE 00pa30BaTEIbHOE  YUPEKICHUE JOMOJHUTEIHLHOTO
oOpazoBanust TapacoBckuii JIoM IETCKOro TBOpUECTBAa MMeET O(DUIMATBHBIA agpec IIEKTPOHHON
noursl: tarddt2016@yandex.ru.

1.4. lannoe Ilomoxkenue pasmemaercs Ha opunuansHoM caiite MBOY /IO Tapacosckoro
JIT B nHbOpMAIMOHHO-TEIEKOMMYHUKAIIMOHHOW ceTH «HTEpHET».

2. [Topsinok 00padoTKM, Meperayn U NpuémMa JOKYMEHTOB 10 JIEKTPOHHOM MoYTe

2.1. Tlo »nexTpoHHOW TmOuTe B YUPEKICHHUH MPOU3BOIUTCS OOMEeH uHbopmanuen
3aKOHOJIATEIILHOTO, HOPMAaTHBHO-TIPABOBOTO, Y4eOHOT0, y4eOHO-METOJMYECKOTO XapakTepa MEXITy
yUpeKIEHUSIMU  0o0pa3oBaHMs, OpraHaMu yIOpaBiCHHs pPa3HbIX YpOBHEH, MOCTaBIIMKAMU
000pYyIOBaHUSI U MaTEpUANIOB, MOJPATINKAMHU, TOCTABIIMKAMHU YCIYT M APYTUMH OpraHU3aIHMsIMHU,
OPEeANPUATHAMH M YYPESKICHHUSIMH, CBSI3aHHBIMH C YUPEXKIEHUEM JOTOBOPHBIMU WM HWHBIMHU
00513aTEeNILCTBAMH.

2.2. Ins o6paboTtku, nepenayu u npuéma nHGOpMaIMH MO FIEKTPOHHOMN MMoUTe B Y UpEKICHUH
pacropsaIUTeIbHBIM JOKYMEHTOM PYKOBOJAWTENS HA3HAYAECTCS OTBETCTBEHHOE JIMIO — ONEpaTop
3JIEKTPOHHOM MOYTHI (Aanee — OnepaTop).

2.3. YupexneHue J0IDKHO obOecrieunTh OecriepeOoitHoe (DyHKIIMOHUpPOBAHUE SJIEKTPOHHOM
MOYTHI B T€YEHHE Bcero pabouero BpeMeHHu (pabouero Bpemenu Omneparopa).

2.4. Omeparop 00s13aH PEryJISPHO TPOBEPITh OQUIIHATBHBINA 3JIEKTPOHHBIN IMOYTOBBIM SIITUK
VYupexaeHus Ha peIMeT HAIUYKsI HOBBIX ITUCEM B T€UEHHE BCEro paboyero JHs.

2.5. DJIEeKTpOHHOE COOOIIeHHe He JOJDKHO COJIEp)KaTh CEKPETHOW W KOH(HICHIMATBHOM
uH(pOpMaINH, IEPCOHAIBHBIX JaHHBIX PAOOTHUKOB U 00YYarOIUXCS.

2.6. Onepatopy 3J€KTPOHHO MMOYTHI 3alPEUICHO:

- Y4acTBOBaTb B PACCBUIKE COOOLIEHHMH, HE CBS3aHHBIX C OOpa3oBaTEIbHOM WM
AIMUHUCTPATUBHON IESITENBHOCTRIO Y UPEXKACHUSA;

- TepechbulaTh IO MPOM3BOJBHBIM ajpecaM He 3aTpeOOBaHHYIO MOTpeOUTENIMU
nH(popmaluio (cnam);

- OTIIPABIIATH COOOIEHUS MPOTUBO3AKOHHOTO WIIM HEATUYHOTO COJIEPKaHMS;

- HCIONB30BaTh MAacCCOBYIO DAcChUIKY OJIEKTPOHHOW TIOYTBHL, 33 HCKIFOYEHUEM
HEOOXO/UMBIX CITy4aeB.

2.7. B mensx mpemoTBpamieHuss moTepu HHGOPMAIMM H OOECIedYeHus: Oe30MacHOCTH
o(pULIMATIBHOTO 3JEKTPOHHOTO MOYTOBOTO siuka OnepaTop 3JIEKTPOHHOM MOYTHl 00s3aH BBHIMOIHATh
CIIEAYIONINE TIPaBUIIa:

- HE YKa3bIBaTh 0e3 ciryxeOHOM HEOOXOJUMOCTH aJpec 3JIEKTPOHHOM MOYTHI B Pa3IMYHBIX
AJIEKTPOHHBIX aHKETaX;
- HE OTKpBIBaTh M HE 3allyCKaTh JIOObI€ BJIOXKEHHUS HIIEKTPOHHOM MOYTHI, €CIIM OHHU
JOCTABIICHBI U3 HEM3BECTHBIX MIIM HEHA/IEKHBIX UCTOYHUKOB.
2.8. Ilpu noay4eHuu 3JIeKTPOHHOTO coobIeHust OnepaTop BBITOIHSAET CIEAYIOLINE JeHCTBUS:
- OCYUIECTBIIIET aHTUBUPYCHBIN KOHTPOJIb BXOJAIIEH KOPPECTIOHACHIINN;
- perucTpupyer AOKYMEHT B JKypHaje BXOAALIMX JOKYMEHTOB (TOJBKO O(HUIIMAIbHBIC
JOKYMEHTBI, peKJIaMHbIe U HH()OPMAaLIMOHHBIE PACCHUTKA HE PETUCTPUPYIOTCA);
- mepenaér JTOKyMEHT Ha PacCMOTPEHHUE PYKOBOJHUTENIO YUPEKACHUS U ONpEACTICHHS
MoJiyyaTessi MUchMa WM, B ClIy4ae yKa3aHHs, HEMOCPEACTBEHHO aapecaTy. Eciau mucbMo comepx ut
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MOSICHSAIOLINH TEKCT K BJIOKEHHIO, €r0 HEOOXOIUMO TaKKe IepeAaTh aapecaTy BMECTE C BIOXKEHHEM
(pacnieyaTaHHBIM UM B 3JIEKTPOHHOM BHJIE);
- IIpY TOJIY4YE€HUH Ba)KHBIX IMCEM, TPEOYIOIIUX MOATBEpXKAeHU oTBeTa, Oneparop 00s3aH
OTIIPaBUTh TAKOE MTOATBEPKICHUE,;
- B CJlydyae HEBO3MOXXHOCTH IPOYTEHUS 3JIEKTPOHHOIO COOOILEHHUS YBEIOMISIET 00 3TOM
OTIIPaBUTEIIS.
2.9. Ilpu otmpaBke 371€KTPOHHOr0 cooduieHus OnepaTop BHIIOIHSET CIEAYIOIINE ASHCTBUS
- OCYILIECTBIISIET AaHTUBUPYCHBIA KOHTPOJIb UCXOSAIEN KOPPECIIOHIEHLIUY;
- NIPUHHUMAET OT pabOTHUKOBYUpEKIEHUs O(YOPMIIEHHbIE JOKYMEHTBI B COOTBETCTBUU C
TpeOOBAHUAMHU, MTPEIBIBIAEMBIMU K O()DOPMIICHUIO O(PULIUAIBHBIX JTOKYMEHTOB, B 3JIEKTPOHHOM BUJIE;
- PErucTpupyer IOKYMEHT B JKypHaJle MCXOAAIMX JOKyMeHTOB. llepenaBaembie c
[IOMOILBIO  BJIEKTPOHHOM IOYTHI O(QHUUUAIbHBIE JOKYMEHTHl JIOJKHBI HMETh  HCXOISAIIMN
PEruCTpallMOHHbBINA HOMED;
- Tiepe]] OTIIPABICHUEM COOOLIEHHU HEOOXOAUMO MPOBEPATH NPABOIIUCAHUE U TPAMMATUKY
TekcTa cooOmeHus. TeKcThl 00IBIIOT0 00bEMA JKEIATEIFHO OTIIPABIISATH B BUJIE BIIOKEHHS,
- IPU OTIIPaBKe BaXKHBIX NuceM OnepaTop 0JKEH yKa3aTh B COOOLIEHUH HEOOX0IUMOCTh
MOATBEPK/ICHUS MTOJIyYEHUs TUChbMa aIpecaToM.

2.10. Bce nepenaBaeMble y4eOHO-METOANYECKHE U CIPABOYHO-UH(POPMALIMOHHbBIE MaTepUaJIbI
JOJDKHBI [IE€PElaBaThCs C CONPOBOAMTEIBHBIM MUCbMOM. JlJIi OTHpPaBKH 3JIEKTPOHHOI'O COOOIIECHUS
[10JIb30BaTeIb 0OPMIIIET JOKYMEHT B COOTBETCTBUU C TPEOOBAHUSMH I10 JIEJIONPOU3BOCTBY.

2.11. Tlpu odopmIIeHHH AIIEKTPOHHOTO COOOIICHUS 00s3aTEIBHBI K 3AIIOJTHEHUIO CIIETYIOIINE
OJIS:

- aJpec MoJry4yaTels;

- TeMa JIEKTPOHHOTO COOOLICHHUS;

- TEKCT 3JIEKTPOHHOTO COOOIICHHS (TIPH HEOOXOJMMOCTH, MOT'YT OBITH BIIOKEHBI (Daiiibl);
- KoHTaKTh!l oTnpasutens (P.M.0., 10KHOCTD, TeneoH).

2.12. OTnpaBka U MOJy4eHHUE DIIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISETCS C MCIIOIb30BaHUEM
IIPOrPpaMMHBIX MPOJIYKTOB, MpeJHA3HAUYEHHBIX Il pabOThl C AJIEKTPOHHON MOYTONW B YUpEkKAECHUU.
DNEeKTPOHHBIE JOKYMEHTHI TyOMUPYIOTCS, TpU HEOOXOJUMOCTH, B BHJE KOMHM Ha OyMa)KHBIX
HOCHTENSAX ¢ IPUCBOEHUEM HOMEPA BXOAIIETO WIH UCXOALIET0 JOKYMEHTA.

2.13. Tlo dakty wu3MeHEHHS OPHUIMATBHOTO JIEKTPOHHOTO TOYTOBOTO SIIIMKA Y UpekKICHUS
Omnepatop 0053aH CBOEBPEMEHHO YBEIOMHUTh MH()OPMAIMOHHBIM MHCBMOM BCEX 3aMHTEPECOBAHHBIX
aZipecaToB U3 aJpEeCHOM KHUTH YUpexIeHHs, OOHOBUTh HH(OpMalHMI0O Ha OQUIUAIBHOM caiiTe
VYupexnennus B cetd «MHTEpHET» € yKa3aHWEM AaThl, C KOTOPOM U3MEHEHHS BCTYMAIOT B CUITY.

3. PacnpenesieHne 0TBETCTBEHHOCTH

3.1. OTBETCTBEHHOCTb 3a HepasIalleHue Mapois opHUIHAIBLHOIO 3JIEKTPOHHOIO IMOYTOBOIO
SIMKa YapexaeHus Hec€r Oneparop.

3.2. OTBETCTBEHHOCTb 33 HEHAUIEKAIYIO0 MOJrOTOBKY MH(POPMALIMHU K Nepesade HeCET aBTop
nH(pOpMaLNH.

3.3. OTBeTCTBEHHOCTh 3a HEHaJyIeXkamee O(QOpPMIICHHE AIIEKTPOHHOIO COOOIIEHUS M 3a
OTIPABKY aJIpecaTy W MOIy4YeHUE dIEKTPOHHOM mouThl HecET Omeparop.

3.4. OTBeTCTBEHHOCTh 3a (YHKIMOHHPOBAHUE DJIEKTPOHHOTO JOKYMEHTOOOOpOTa B
VYupexxaeHnn HecE€T pyKOBOAUTENb.

4. PekoMeHIAlMH K HACTPOIiKaM MOYTOBOI0 KJIMEHTA

4.1. DneKTpOHHBIE MHUCHbMa 00SI3aTENILHO JOKHBI OBITH MOIMUCAHBI JTUIIOM, TPOU3BOIUBIIIM
OTMPAaBKy KoppecnoHAeHIHH. HeoOXoamMo HACTpOWTHh IMOYTOBBIA KIWEHT JJII aBTOMATHYECKON
BCTaBKM NOJANUCH B TOYTOBBbIE oOTHpaBieHus. [lognuce noKHA colepkaTh: HMMs, OTYECTBO U
(baMuIHIO OTIPABUTENS, TOJKHOCTD, HA3BaHUE YUpeXIeHUs, KOHTAKTHOTO Tese(oHa OTIpaBUTENs.

4.2. Ilpu nonydenun CIIAMa (HexenaTenbHbIE SJIEKTPOHHBIE MHCbMa, Kak IPABUIIO,
PEKJIAaMHOIO XapakTepa), OTBETCTBEHHOE JIULIO 00s3aHO cpa3y yIajuTh Takue MUChbMa, HE OTKpPbIBas
BIIO’KEHHUE (JKEIaTeIhbHO JOOABUTH OTIIPABUTEIS B CIUCOK 3a0JIOKUPOBAHHBIX OTIIPABUTEINCH).



4.3. He pexoMeHnayeTcs yaansiTh BXOJAIIME U UCXOAALIME MMCbMA B TEUEHUE y4eOHOro roja.
B nanpHeiimeM Bo m30exaHUE MEPETIONHEHUS 3JEKTPOHHOTO SIIIUKA CTapble HEaKTyalbHbIe MHCbMa
MOKHO YyAalIMuTbh. JlJIi COXpaHEHMsI KOPPECHOHACHLMH, B Cllydyae BO3HMKHOBEHMsI HEUCIPAaBHOCTHU
XKECTKOTO TMCKA, MOYKHO IEPUOJUYECKH CO3/1aBaTh apXUBHYIO KOIIHIO.

4.4. XXenarenbHo chOpMUPOBATH CTPYKTYPY MAIOK AJIS YHOPSAOUYEHUS BXOASIINX COOOLICHUH.
Bce mepemaBaeMbie MO AIIEKTPOHHOM mNOYTE BIOKEHHS ((aiibl) MOMKHBI OBITH NPEABAPUTEIHHO
IIPOBEPEHBI aHTUBUPYCHBIMHU CPEJICTBAMH.

5. Oco0bIe moJ10KeHu

5.1. AKTyanbHBIH TApOJIb OT O(QUIMAIHLHOTO AJIEKTPOHHOTO aapeca YUpekACHUs XpaHUTCS Y
Oneparopa.

5.2. B cinydae mnepeycTaHOBKM ONEPAllMOHHOM CUCTEMBI HA KOMIIBIOTEPE WM 3aMEHbI
CHCTEMHOI'0 OJI0Ka, Ha KOTOPBIH MPHUXOIUT JIEKTPOHHAs MOuYTa YUPEKIECHHUs, JUIsl BOCCTAHOBJICHHUS
paboThI 3IEKTPOHHON MOYTHI HCIIOJIB3YETCS KOHBEPT C MAPOJIEM.

5.3. IIpu yrepe naposisi OT 3JIEKTPOHHOIO IMOYTOBOro sAuuka Oneparop obpainaercs B ciayx0y
MTOAICPHKKH.

5.4. B ciiyuae oTrcyTcTBUsL paOOTHHKA, OTBETCTBEHHOI'O 3a paboTy € 3JIEKTPOHHOM MOYTOH, ero
0053aHHOCTH BO3JIAraloTCs Ha IUPEKTOpa YUPEKACHUS WM Ha APYroro pabOTHHKA.

6. 3akaI0uYnTeIbHbIE MOJI0KEHUS

6.1. ITonoxeHue BCTynaeT B CHIIy C MOMEHTA €r0 YTBEPXKICHHUS.

6.2. IlonoxxeHue sBISETCS JIOKAJIbHBIM aKTOM 0Opa30BaTEIbHOIO yupexiaeHus. Brecenue
M3MEHEeHMH U tonosiHeHui B [TonoxeHue ocyniecTBiaseTcs B HOPSAKE €ro MPUHATHS.

6.3. Hacrosmee IlomokeHne MoXeT OBITh HW3MEHEHO (JIOTIOJIHEHO) JIOKAIBHBIM aKTOM
00pa30BaTENBLHOIO YUPEXKICHUS.



