MyHununagbHOe 001eo0pa3oBaTeNIbHOE YUPEKICHUE
Anppeanoibekas cpenssi oomeoopazoBatenbHas mkosia Ne 1(MOY ACOIL Ne 1)

STBEPKJIAIO
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LENrx

MOJIO)KEHHUE
00 opranu3zanuu padoTsl ¢ dJieKTpoHHOoH mouToit B MOY ACOII Ne 1

I. O01mue moJ10KeHus.

1.1. Hacrosimee IlomokeHue pa3paboTaHO B IENSAX CHCTEMATH3allMH PabOTHI C AJIEKTPOHHOMN
nmoutor MOY ACOII Ne 1 (manee — VYupexaeHue) W ONpeAeiseT MOpsJA0K pabdoThl C HeH
OTBETCTBEHHBIX JOKHOCTHBIX JIUIL.

1.2. Hacrosimee IlonoxeHue pacnpoCTpaHSIOTCS Ha 3JEKTPOHHBIE aJipeca, UCIOJIb3yeMble s
OopUIMATBHON  KOPPECMOHAEHIMH, a HWMEHHO: OQUUUAIbHBIN agpec yUYpeKIeHUs U IpHU
HEO0OXO0IMMOCTH ajipeca OTICNIbHBIX JOJDKHOCTHBIX JIUI] Y UPEKICHUSI.

1.3.  MynununaneHoe  00meo0pa3oBaTeIbHOE  YUPEKICHHE  AHIpearnosibcKas  CPeaHsst
obmieoOpazoBarenpHas mkosa Ne 1  wumeer oduUUANbHBIA agpec AJIEKTPOHHOM  MOYTHI:
andreapol.soshl@tvershkola.ru

1.4. Jlannoe Ilonoxxenue pa3memniaercs Ha odunuansHoM caiite MOY ACOII Ne 1 B
MH(OPMAIMOHHO-TEJICKOMMYHHKAITMOHHOM ceTH «IHTepHEeT».

Il. ITopsinok 00padoTKH, Nepeaayn U NPUEMA JOKYMEHTOB 110 3JIEKTPOHHO MoyYTe.

2.1. Tlo onexTpoHHOW TmoOYTe B YUYPSKACHUH NPOM3BOAUTCS OOMEH HH(pOpMaIen
3aKOHO/ATEeILHOTO, HOPMAaTHBHO-IIPAaBOBOTO, y4eOHOTo, y4eOHO-METOIMYECKOrO XapakTepa MEexKIy
YUPSKICHUSIMH  OOpa3oBaHUs, OpraHaMu yNPaBICHUS pasHbIX YPOBHEH, MOCTAaBIIMKAMHU
00OpyZIOBaHUSI U MaTepUANIOB, MOJPAIUUKAMH, MOCTABIIMKAMHU YCIYT U JPYTMMH OpraHM3alMsIMHu,
OPEANPUATHAME U YUPEXKACHUSAMH, CBS3aHHBIMM C YUYPEXKJIEHHEM JOrOBOPHBIMU WJIH HWHBIMHU
00s13aTeNIbCTBAMH.

2.2. Ins o6paboTku, mepepaun U npuéMa MHGOPMAIMM MO SJIEKTPOHHOHM MouTe B YUpexkJIeHUU
pacropsIUTEeIbHbBIM JOKYMEHTOM PYKOBOJMTENSI Ha3HAYaeTCs OTBETCTBEHHOE JIMIO — OIEepaTop
3JIEKTPOHHOMU NoYTHI (fanee — Oneparop).

2.3. YupexaeHue I0JKHO obecrieuuTs OecniepeOoitHoe pyHKIIMOHUPOBAHUE SIEKTPOHHOM MOYTHI
B T€UYECHHE Bcero pabouero BpemeHu (pabodero Bpemeru OmepaTopa).

2.4. Onepatop 00s3aH PETryISIPHO MPOBEPATh OQPHUIMATBHBIM 3JIEKTPOHHBIA MOYTOBBIA SIITUK
VYupexxaeHus Ha MpeIMeT HaJU4YKs HOBBIX ITMCEM B TEUEHUE BCEro pabovero JHs.

2.5. DnexTpoHHOE COOOIIEHHEe He JOJDKHO COJepKaTh CEKPEeTHOW U KOH(HIECHIHMAIHHON
nH(pOpMaINH, TEPCOHATBHBIX TaHHBIX COTPYIHUKOB M 00yUYarOIUXCH.

2.6. OnepaTopy 37€KTPOHHOM MOYTHI 3aMPELICHO:
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- y4acTBOBAaTh B PACCBUIKE COOOLICHHUH, HE CBS3aHHBIX C 00pa30BaTEIbHON WM aJMHUHUCTPATHBHOM
NEeATEIbHOCTBIO Y UpeKICHUS,

- IepeCchlIaTh MO MPOU3BOJILHBIM a/IpecaM He 3aTpeOOBaHHYIO MOTPEOUTEIIMU HHPOPMALIUIO (CIIam);

- OTIPABIIATH COOOIICHUS TPOTUBO3AKOHHOTO MJIM HE3TUYHOTO CO/ICPKAHMS;

- HCTIOJI30BAaTh MaCCOBYIO PACCBHUIKY JIEKTPOHHON MOYTHI, 32 HCKIIOUEHHUEM HEOOXOAUMBIX CIy4aeB.

2.7. B nemnsix mpefoTBpalieHus notepu HHGopMauu 1 odecredeHus: 6e301acHOCTH 0(PUIUATIEHOTO
AIIEKTPOHHOTO TIOYTOBOTO simuka OmnepaTop AJIEKTPOHHOM IMOYTHI OO0S3aH BBITIONHATH CIIEAYIOIINE
npaBHia:
- HE YyKa3blBaTb 0e€3 CcIyXKeOHONW HEOOXOAMMOCTH aJpec OSJIEKTPOHHOM IOYTHl B pPa3jIMYHBIX
AIIEKTPOHHBIX aHKETAX;
- HE OTKpBIBATh M HE 3aITyCKaTh JIIOOBIC BIIOKEHHS DJICKTPOHHOM MOYTHI, €CIM OHU JOCTABIICHBI W3
HEM3BECTHBIX WJIM HEHAJEKHBIX HCTOYHHUKOB.

2.8. [Tpu nomydeHnn MeKTpOHHOTO coodmerus OnepaTop:
- OCYILIECTBJISIET AHTUBUPYCHBII KOHTPOJIb BXOISIIEH KOPPECTIOHICHIIHH;
- mepenaéT JOKYMEHT Ha PacCMOTPEHHE PYKOBOJUTEINIO YUpPEKICHUS JUTS OTPEIEICHUS MMOTydaTers
MUChbMa WJIM B CIy4ae yKa3aHHs HETOCPEICTBEHHO ajapecaTy. Eciu MMCbMO COMEPKUT TOSCHSIOIINI
TEKCT K BIIOKEHHUIO, €ro HEOOXOQMMO TakkKe Iepenarh ajapecaTy BMECTE C BJIIOXCHHEM
(pacmieyaTaHHBIM WM B DJICKTPOHHOM BH/IE);
- TIpY TIOJTyYEHUH BAKHBIX THCEM, TPEOYIONTNX MOATBEPkKACHUS 0TBeTa, Oneparop 00s13aH OTHPABUTh
TaKoe IMOATBEPXKICHUE;
- B CJyYae HEBO3MOYKHOCTH TIPOUTEHHUS DIIEKTPOHHOTO COOOIIECHUS YBEIOMIISIET 00 STOM OTITPABUTEIIS.

2.9. [Ipu oTmpaBKe MEKTPOHHOTO coodmierus Omneparop:

- OCYILECTBIISIET AHTUBUPYCHBIN KOHTPOJIb UCXOISIIEH KOPPECTIOH ICHIINH;

- TPUHUMAET OT COTPYAHHUKOB YUpexJeHUs OQOpPMIICHHbIE JOKYMEHTHI B COOTBETCTBHU C
TpeOOBAHUSAMHU, MPEIBSIBISIEMBIMU K 0(DOPMIICHUIO O(DUITHATEHBIX JTOKYMEHTOB, B 3JICKTPOHHOM BH/IC;
- Tepeia OTIpaBJICHHEM COOOIICHUsT HEOOXOIMMO TPOBEPSATH MPABOMUCAHUE M TPAMMATHKY TEKCTa
coo0Omenust. TexcTel 60IbII0T0 00BEMA JKEaTeILHO OTIIPABIISATH B BUJIC BIIOKCHHS;

- TpU OTHpaBKe BaxHBIX muceMm, OmnepaTop IOKEH yKa3aTh B COOOIIEHWH HEOOXOIMMOCTD
MOITBEPKICHUS TTOJTYYSHHS TUChMa aJ[pecaToM.

2.10. Bce mnepenaBaembie Y4eOHO-METOJIUYECKHE M CIPABOYHO-WH(OPMAIMOHHBIC MaTEPHAIIBI
JOJDKHBI TIEPEIaBaThCs ¢ COTPOBOAMTENBHBIM MUCHMOM. Il OTIPAaBKH 3JIEKTPOHHOTO COOOIICHUS
M0JIb30BaTEh 0(OPMIISET TOKYMEHT B COOTBETCTBUH C TPEOOBAHUSMHU T10 JICIIOTIPOU3BOICTBY.

2.11. Tlpu odopmIIeHHH IEKTPOHHOTO COOOIIEHUS 005S3aTENbHbI K 3aII0JTHEHUIO CIIEAYIOIINE TTOJIS:
- aJpec MmoTyyaTes;

- TeMa 3JICKTPOHHOTO COOOIICHMS,
- TEKCT AJIEKTPOHHOTO COOOIIEHUs (TTPH HEOOXOTMMOCTH, MOTYT OBITh BJIOYKEHBI (haiiiibl);
- koHTakThl otipasurens (O.MN.0., nomxHOCTh, TeneoH).

2.12. OtmpaBka ¥ TOJIyYCHHE ICKTPOHHBIX JTOKYMEHTOB OCYIIECTBISIETCS C HCIOJb30BAaHHEM
MPOrPaMMHBIX MPOJYKTOB, MPEIHA3HAYCHHBIX JJIsI paOOThI C DIEKTPOHHON MOYTOW B Y UpPEKICHUH.
DNEeKTPOHHBIE JOKYMEHTHI AyONUPYIOTCS TpH HEOOXOAMMOCTH B BHJAE KOMUKA Ha OyMa)KHBIX
HOCHTEJISIX C IPUCBOCHUEM HOMEPA BXOJISIIECTO WM UCXOISIIETO JOKYMEHTA.

2.13. Tlo daxkty u3MeHeHUs OQUIMAIBHOTO SJIEKTPOHHOTO MOYTOBOTO SIIHKA Y UYpEkIACHUS
Omnepatop 0053aH CBOEBPEMEHHO YBEJOMHUTh MH()OPMALMOHHBIM MUCBMOM BCEX 3aMHTEPECOBAHHBIX
aJipecaToB M3 aJpPECHOW KHUTH YUpekJeHHs, OOHOBUTHh HH(OpMANMI0O Ha OQUIMAILHOM caiiTe
Yupexnenus B cetu «MIHTEpHET» ¢ yKa3aHUEM JaThl, C KOTOPOIl U3MEHEHHSI BCTYMAIOT B CHITY.

I1l. PacnpenesieHue 0OTBETCTBEHHOCTH.

3.1. OTBETCTBEHHOCTh 3a HepasriameHue naposis 0(UIHAILHOIO IEKTPOHHOTO MOYTOBOIO SIIMKA
VYupexaenus necér Oneparop.

3.2. OTBETCTBEHHOCTh 3a HEHA/UIEXkKAIyI0 MOATOTOBKY MH(pOpMAIMU K Tepepade Hec€T aBTOp
uHpOpMauu.

3.3. OTBETCTBEHHOCTb 3a HEHayIexkaliee o(popMIIEHHE IEKTPOHHOTO COOOIIEHHUS U 3a OTIIPABKY
azipecaTy U MOJy4eHHUEe IEKTPOHHOM mouTsl Hecé€T Oneparop.



3.4. OTBETCTBEHHOCTD 3a (PYHKIIMOHUPOBAHUE JIEKTPOHHOTO AOKYMEHTO000pOTa B YUpeKICHUU
HECET PYKOBOJUTEIb.

V. PexoMenganum K HaCTPOﬁKaM Mmo4YTOBOI'0 KJIMCHTA.

4.1. DneKkTpoHHBIE MUChMa O0S3aTENBHO JOJDKHBI OBITh TOJIMHMCAHBI JIMIIOM, HPOM3BOIUBIIUM
OTIIPaBKy KOppecnoHAeHIuH. HeoOXoauMo HACTPOWTH IMOYTOBBIM KIMEHT Ui aBTOMATHYECKOM
BCTaBKM IMOJAMUCH B TOYTOBBIC OTHpaBieHus. lloammch MOJDKHA coONEepKaTh: HMMs, OTYECTBO H
(baMHIITUIO OTIPABUTENS, IOJDKHOCTD, Ha3BaHUE Y UPEKICHNUS, KOHTAKTHOTO Telie()OHA OTHPABUTEIIS.

4.2. Ilpu nonyyenun CIIAMa (HexenaTesbHbIE 3JIEKTPOHHBIE MMHCbMA, KaK PABUIIO, PEKIAMHOIO
Xapakrepa), OTBETCTBEHHOE JIMIO OO0S3aHO Cpa3y yAaJUTh TaKWe MHUCbMa, HE OTKPbIBas BIIOKEHME
(>xenarenbHO T0OABUTH OTIIPABUTENS B CITUCOK 3a0JIOKUPOBAHHBIX OTIPABUTEIICH).

4.3. He pekoMeHIyeTCsl yIaIATh BXOJAIINE M UCXOJIAIINE MHChMa B T€UEHHE ydeOHOTO roja. B
TambHEeHWIeM, BO M30eKaHUE TEPETIONTHEHUS dJIEKTPOHHOTO SIIHMKA, CTapble HEaKTyalIbHBIE NMHChMa
MOKHO yHanuTh. JInsi cOXpaHEHHs] KOPPECHOHICHIIMU, B Cllydae BO3HHKHOBEHHS HEHCIPABHOCTH
KECTKOTO TMCKA, MOKHO MEPUONIECKU CO3/IaBaTh apXUBHYIO KOTIHIO.

4.4. KenatenbHo chopMUPOBATH CTPYKTYPY MAIOK JJIsl YIIOPSIOUYCHUS BXOIAIIUX coooOmenuii. Bee
neperaBaeMble 1O DJEKTPOHHOM TouTe BiIOXKEHUS (¢ailsibl) A0KHBI OBITh MPEIBAPUTEIHHO
MIPOBEPEHBI AaHTHBUPYCHBIMHU CPEACTBAMH.

V. Oco0bIe MOJT0KEeHN.

5.1. AxTyanbHbIH Maposib OT OQUIMAIBHOTO AJIEKTPOHHOTO ajpeca YUpeKIeHUs XpaHUTCA Yy
Omneparopa.

5.2. B ciydyae nepeycTaHOBKHM OINEPAMOHHON CHCTEMBI Ha KOMITBIOTEPE WM 3aMEHbI CHCTEMHOTO
050Ka, Ha KOTOPBIM MPUXOAMUT AJIEKTPOHHAS IMOYTa YUPEXKACHUS, Ui BOCCTAHOBJICHHS pPabOTHI
ANIEKTPOHHOU MOYTHI UCIIOJIB3YETCSI KOHBEPT C MapOJIeM.

5.3. Ilpu yrepe maposis OT 3JEKTPOHHOIO MOYTOBOTO smmuka Omneparop oOpamiaeTcss B CIyxO0y
MTOJICPHKKH.

5.4. B cimydae OTCYTCTBHS OTBETCTBEHHOTO COTPYAHHMKA 3a PabOTy C AJIEKTPOHHOMW TOYTOHM €ro
00513aHHOCTH BO3JIaraloTCsl Ha pyKOBOJUTEINS YUpEexKACHUS WM Ha APYroro COTPyAHUKA.

V1. 3akiaounTebLHbIe T0JI0KEeHHUS.

6.1. IToyoskeHME BCTYIAET B CHIIY C MOMEHTA €T0 YTBEPIKICHHS.

6.2. IlonoxeHue SBISETCS  JIOKAJBHBIM aKTOM 0Opa30BaTeNbHOTO YYpeXKIeHus. BHeceHue
W3MEHEHUH U AonoTHeHUH B [1oJ10KeHNE OCYIIECTBISAETCS B MOPSIIKE €r0 IPUHSATHSL.

6.3. Hacrosmee IlomokeHue MoOXKeT OBITh HM3MEHEHO (JIOMOJIHEHO) JIOKAIBHBIM —aKTOM
00pa30BaTENLHOTO YUPEHKICHUSI.



