HHIUTNIAJIBHOE ABTOHOMHOE JOIIKOJIBHOE OBPA3OBATEJIBHOE YUYPEKIEHUE
JETCKHM CAJT No 364

I'. EKATEPHHEBYPT 620100 YJI. TBEPHTHUHA, 6 TEJL 254-81-43,
E-mail mdou364(@list.ru caiim http://364 tvovsadik.ru/

YTPEXKJIEHO:
3asenyioumi MAJIOY Ne364

‘éfé H.M.Yycosutnaa
MNOJIOXEHUE ; :

06 opranuszanuu paboTs! ¢ 3 TEKTPOHHON MOITOMH
I. O6mme nonoxeHus.

1.1. Hacrosmee Ilonmoxenue pa3pabotano B LEASX CHCTEMATH3ALUM paboThHI ¢ 3JIEKTPOHHOM
noutoi MAJIOY Ne364  (mamee - Vwupexzenwe) u Omperenser MOPSIOK paboTel ¢ Hel
OTBETCTBEHHBIX JOJKHOCTHBIX JTHIL

1.2. Hacrosmiee [Tonoxenne pacipoCTpaHSIOTCS Ha 3IEKTPOHHbIE ajapeca. HCNOJb3yeMBIC JUIst
OGHIMANLHOR KODPECTIOH/ICHLIMH, a WMEHHO: O(MIHATBHEIH ajpec YYpeKJIeHWs H IIpU
HEOOXOMMMOCTH aIpeca OTAENBHBIX JODKHOCTHBIX JHIL Y Ypes IeHus.

1.3. MynuiunansHoe GloIKeTHOE YYPEXKICHHE JONOIHATENEHOTO obpazoBanus «JleTckas mKona
HCKYCCTB» HMEET OQHIMANBHBIH aipec J1eKTPOHHOM noyrter: mdou36d@eduekb.ru.

1.4. lannoe Ilonoxenne pasmemaercss Ha oduumansHoMm caiite MAJIOY aetckuit cag No364 »
HH(OPMAUMOHHO-TENEKOMMYHHKALMOHHOM ceTH «HTepHeT».

I1. Mopsimok 06paGoTiu, Nepesadu U NPHEMA JOKYMEHTOB 110 IEKTPOHHOM nmogTe.

2.1. Ilo onexkTpoHHOH mouYTe B VYUpeKACHHMH NPOM3IBOIMTCS OOMEH undopmauuei
3aKOHO/ATENEHOI0, HOPMATHBHO-IIPABOBOIO, y4eOHOro, yueGHO-METOJMYECKOTO XapaKTepa MEkIy
YUpekeHusMi  obpasoBaHMs, OpraHaMH  YIPAaBIEHHS pPasHeIX  YPOBHEH, ITOCTABIIMKAMHA
0bopy/ioBaHHs W MATEPUANOB, NOAPSIYHKAMH, NOCTABLIIMKAME YC/IYF M OPYTHMH OpIaHH3aLsaM,
NPEUIDHATUAME M YYPEXK/ICHHAMH, CBS3aHHBIMH C YUYPEXKIEHHEM IOTOBOPHEIMH MM HHBIMH
0B53aTeTECTBAMH.

2.2, Jlna obpaboTku, nepenayn ¥ npuEMa WHGOPMALHK TIO JIEKTPOHHOM TOYTE B Yupexxnenuu
PACMOPSAMTENBLHEIM JIOKYMEHTOM DPYKOBOJMTENS HA3HAYAeTCs OTBETCTBCHHOE JIMIO — OIEpaTop
SNEKTPOHHOM MOYTHI (nanee — OnepaTop).

2.3. Vupexaenue 10JkHO obecneuuTs GecnepeGoiinoe QyHKIMOHHPOBAHHE HIEKTPOHHOM TIOYTE!
B TeueHHe Bcero paboyero spement (pabouero Bpemenu Oneparopa).

2.4. Onepatop 00s3aH DEryIIpHO NPOBEPATH OGUIHATEHLI 3TEKTPOHHEIA MOYTOBBIA SIIHK
YdpexaeHus Ha MpeMeT HATUYHSI HOBBIX ITHCEM B TEYEHHE BCETO paboyero mHS.

2.5. DneKkTpoHHOe COOOIEHHE HE MOIDKHO CONEPXKAThH CEKPETHOH H KOH(DHACHIMANBHOM
MH(pOpMALIHH, IEPCOHAIBHEIX JAHHBIX COTPYAHUKOB ¥ 06yJarOmMXCs.

2.6. Omepatopy 1EKTPOHHOM MOYTHI 3aNPEIIEHO:

- Y4acTBOBAaTh B PACCHUIKE COOOLICHHHA, HE CBA3AHHLIX ¢ OOpA30BATENLHON WIIM 4 IMMHHCTPATHBHOM
JESTEIBHOCTBIO Y UpeikACHHs;

- HEPECHLIATE N0 NPOHU3BOJILHBIM aipecaM He 3aTpebOBaHHYO MoTpebuTenaMu uHpopMaiHio (cram);

- OTIPABJIATE COOOMIEHHs! TPOTHBO3aKOHHOTO MITH HEITHYHOI'O CONEPIKAHUSA,

- MCIIO/Ib30BATh MACCOBYIO PACCHUIKY 3MEKTPOHHOH MOYTHI, 33 HCKIFOUCHHEM HEOOXOMMBIX CIydacB.

2.7. B nensx npenoTBpaieH s notepy HHGOpMAauK B obecneyeHns 6e30macHoCTH OYUIHABHOTO
AJIEKTPOHHOTO TOYTOBOrO Amuka Oneparop >1€KTPOHHOM mo4Thl 00S3aH BEIIONHATE CHENYIONIHE
npaBuia:

- HE yKkaspiBaTh 0e3 cCiyxeOHOW HEOOXOMMMOCTH afpec SEKTPOHHOM MOYTHl B PAaslIMYHBIX
3IEKTPOHHBIX AHKETaX:,



- HC OTKPhLIBATE W HE 3AMyCKAaTh JIIOOBIE BIOKECHHS 3JIEKTPOHHON TOYTHI, SCIM OHW JIOCTABICHBI M3
HEM3BECTHEIX M/IH HEHAIEIKHEIX HCTOYHHUKOB.

2.8. Ilpu nony4eHnH 3MEKTPOHHOrO coobimenus Oneparop:
- OCYIIECTBIIACT AHTHBHPYCHBIH KOHTPOMb BXOMSAIIEH KOPPECHOHACHINY;
- PETHCTPHPYET NOKYMCHT B JKYPHANC BXOJSUIMX NOKYMEHTOB (TONBKO OQHUMANLHBIE JOKYMEHTEL,
PeKIaMHBIe ¥ HHYOPMALMOHHBIE PACCLUIKM HE PETHCTPHPYIOTCS):
- iepefiaéT HOKYMEHT Ha PACCMOTPEHHE PYKOBOIHTENIO YUPEkKIeHHs IS ONpeneeHAs IOJIydaTe]is
[IMChMa MITH B Cily4ae YKasaHusi HEMOCPE/CTBEHHO ajipecary. ECii mHCEMO CONEPIKAT TOSCHSIOMMUI
TEKCT K BJIOKEHHIO, €ro HEoOXO[MMO TakKike MepelaTh ampecaTy BMECTE ¢  BIOKCHHEM
(pacnieyaTaHHBIM HITH B 3JIEKTPOHHOM BHIE);
- [IpH NIO/IyICHAY BXKHBIX THCEM, TPEOYIOMMX NOATBEPA/CHMHs 0TBeTa, Onepatop 06s3aH OTIPaBATE
Takoe MOATBEPKIECHHE;
- B Cllydac HCBO3MOKHOCTH NPOYTEHHSA YICKTPOHHOTO COODIMIEHHS YBEIOMIISIET 06 2TOM OTIIPaBHTEIs.

2.9. Tlpu oTnpaBKe 3IEKTPOHHOTO COOBIICHUS Onepatop:

- OCYIIECTBIICT aHTHBUPYCHBIH KOHTPOJb HCXOJSAINEH KOPPECIOHACHITHY;

- TpUHAMACT OT COTPYAHHKOB YUPEKACHHs OQOPMIEHHbIE OOKYMEHTHI B COOTBETCTBHM C
TPeOOBAHMAMHE, IPE/LABIICMEIMH K 0(OPMICHHIO OGHIMATEHEIX JOKYMEHTOR, B AMCKTPOHHOM BHJE;
-~ PErHCTPHPYET JOKYMEHT B XYDHale HCXOJSUIAX [OKYMEHTOB. IlepenaBaeMble C ITOMOLIBIO
IEKTPOHHOH 10YTHl O(HIMAIBHBIE NOKYMEHTHI IOIKHBI MMETH HCXOSIIHH PErHCTPALHONHEN
HOMED;

- TIepel OTHPABIEHHEM COOOIICHHS HEOOXOAUMO MPOBEPATH NPABONUCAHME M TPAMMATHKY TEKCTA
coobiuenns. TekcTsl GOMBIOro 0GhEMa KEIATENLHO OTIPABTIATE B BHE BIOKEHUS:

- TIpH OTNpaBKEe BaXHBIX ImHceM, OnepaTop AO/KEH yKa3aTh B COOOLICHHH HEOOXOIMMOCTE
TOATBEPIKACHHS TOYYEHHUS TTHCEMA 8/[PECATOM.

2.10. Bce mnepemaBaeMble y4eOHO-METOIAMWYECKHE H CIIPaBOYHO-HH(OPMALMOHHBIE MaTepHAJIbI
AOIAHbI I€PEAABATECA C CONPOBOAUTENBEHBIM MUCHMOM. JUIsi OTHOPABKH 3JIEKTPOHHOTO COOBIIECHMS
[10/1630BaTeh OPOPMISET JOKYMEHT B COOTBETCTBHH C TPeGOBAHASAMH 110 JIE/IONPOH3BOCTRY.

2.11. Ilpa oopMIeHHH TEKTPOHHOIO COODIIEHUS 06A3aTEMBHEI K 3aN0MHEHHIO CIIEAYIOUIHME TOJIS:
- anpec Molyyarens;

- TEMa 3NCKTPOHHOI'0 COODICHHS;
- TEKCT 3MEKTPOHHOIO CoOOIIEH S (1IpH HEOOXOAMMOCTH, MOI'YT GBITh BIOKEHBI (pailiIbI);
- KoHTaKTe! oTipasutess (P.M.0., nomkHocTs, Tenedon).

2.12. Ornpaska ¥ NOTydYeH¥E 3JIEKTPOHHBIX HOKYMEHTOB OCYINECTBISETCH C HCIONb30BAHHEM
NpOrpaMMHBIX MPOAYKTOB, MPE/IHA3HAYCHHBIX Ui pabOThI ¢ MIEKTPOHHOM MOUTOM B YupexieHHH.
DNEeKTPOHHBIE MOKYMEHTHI JyOAMpYIOTCS TIpH HeoOXODHMOCTH B BHAe KONMME Ha OyMaKHBIX
HOCHTEJISIX C MPHCBOCHUEM HOMEPA BXOMAIIETO HIIH HCXO/ISIIETO JOKYMEHTA.

2.13. Ilo daxty u3MEHEHHS OQMIMANLHOIO 3IEKTPOHHOrO MOYTOBOrO sAlMKA YUpeXKICHWs
Ormeparop 00s3aH CBOEBPEMEHHO YBEJOMHTh MH()OPMALMOHHLIM MHCBMOM BCEX 3aHHTEPECOBAHHEIX
aapecaToB W3 a[PECHOH KHUTH Y4pekIeHus, OOHOBHTH WH(OpPMaumio Ha o(HUIMANLHOM caiite
Yupesxaenns B ceTd «MuTepHeT» ¢ YKa3aHHEM JAThl, C KOTOPOH H3MEHEHHS BCTYTIAIOT B CHILY.

I1I. PacnpenesieHne OTBETCTBEHHOCTH.

3.1. OTBETCTBEHHOCTh 3a HEpa3TIALICHUE Mapois OQUIMATFHOTO 3TEKTPOHHOIO NOYTOBOIO SIIHKA
Vupexaenus necér Onepartop.

3.2. OTBETCTBEHHOCTh 3a HEHAIJIENKAILYIO TNOArOTOBKY HH(pOPMALMHM K Hepeaade HECET aBTOp
HHOPMALHH.

3.3. OTBETCTBEHHOCTH 3a HEHAIEKalee OQOPMICHHE 3NEKTPOHHOTO COOBIICHUS U 33 OTIIPABKY
ajpecaTy ¥ NoJIy4YeHHe JIEKTPOHHOM nouTsl HecET OnepaTop.

3.4. OTBeTCTBEHHOCTH 3a (DYHKIMOHHPOBAHHUE 3JIEKTPOHHOIO IOKYMEHTOOO0pOTa B YUpesIeHHI
HECET PYKOBOIUTEb.

IV. PexomeHganun K HACTPOHKAM M0YTOBOI0 KIHEHTA.

4.1. DnexTpoHHble NMHMCBMa OOA3aTENBHO JOMKHBI ObITh MOAMMCAHEI JIMIOM, NPOW3BOIMBIINM
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BCTABKH TIOJIIHCH B NOYTOBLIC OTHpaBieHAs. [loamuch moIKHAa COmEpHKaTh: WMS, OTYECTBO H
(amumiIio OTIPAaBUTENS, JOIKHOCTD, HA3BAHHE Yupekenus, KOHTaKTHOTO Tenedora OTIIPABUTES.

4.2, Tlpu nonyyennn CITAMa (HexenaTensHble SICKTPOHHBIC NTMCbMa, KaK IPaBHIIO, PEKTAMHOI0
XapaKTepa). OTBETCTBEHHOE MHIO 00A3aHO Cpasy YOANWTH Takue IOHCbMd, HE OTKDBIBAs BJIIOKCHHE
(xxenaTenbHO J0GABHTE OTHPABHTEIS B CIIHCOK 3abI0KMPOBAHHBIX OTHIpaBUTENEi).

4.3. He pekoMeHIyeTCs yausTh BXOISAIME H HCXOMSIIHE MHCEMA B Te4eHue yuebHoro roma. B
AQIbHEHIIEM, BO H30€XkaHHME NEPENONHEHMUS TEKTPOHHOTO SLIHKa, CTAphle HEAKTYallbHBIE MHChMA
MOXKHO YHaMMTh. [ COXpAaHEHWS KOPPECHOHACHUMH, B Ciydac BO3HHKHOBEHHS HEHCIPaBHOCTH
KECTKOTO JIMCKA, MOYKHO NEPHOIMIECKH CO3aBaTh ApPXHBHYIO KOIHIO.

4.4. KenarensHo chpopMUpPOBaTE CTPYKTYPY Nanok Alsi yOOPAAOYEHHS BXO,IUX cooOmenuii. Bee
NCpCAaBacMbIC MO0 OJNEKTPOHHOH mo4YTe BIOKEHHA ((almsl) HOMKHLI OBITH IIPEIBAPHTETFHO
NPOBEPEHBI AHTHBHPYCHEIMH CPEINCTBAMM.

V. Ocobble mooxenns.

5.1. AKTyanbHBIH Napois OT O(PHIHATEHOrO SNEKTPOHHOTO anpeca YupexNCHHsS XPaHHTCH Y
Onepatopa.

5.2. B cydae nepeycTaHOBKM OTMEPAliHOHHON CHCTEMEI Ha KOMITBIOTEPE MIH 3aMeHbl CHCTEMHOrO
biioka, Ha KOTOpBIH NPHXOMMT SJIEKTPOHHAS NOYTA YupesxaeHus, sl BOCCTAHORNECHHA pPaboTEI
/IEKTPOHHOMA MOYTBI UCIIONB3YETCA KOHBEDPT C MapOIeM.

5.3. llpu yrepe maponsi OT 37A€KTPOHHOTO IIOYTOBOTO SIHKA Omneparop obpataercs B crnyx6y
HOJUIEPKKH.

5.4. B cny4ae OTCYTCTBHsI OTBETCTBEHHOTO COTDY/AHHKA 3a paboTy ¢ 3/eKTPOHHON MOYTOH ero
0053aHHOCTH BO3/IAraloTCs Ha PYKOBOMUTENS YUPEHK/ICHHS WITH Ha APYTOro COTPYIHMKA.

V1. 3akinounTeNbHbIe MOJI0KEHNUS.

6.1. TTo10KeHHE BCTYNAET B CHITY C MOMEHTA €ro YTBEPIKACHUS.

6.2. TlonmoxeHue SsBIAETCS  JIOKAIBHEIM AKTOM 00pa30oBaTeIbHOrO YYpeKaeHHs. BHeceHHe
U3MEHEHHH 1 nononyenui B [Tonoxkenune ocymecrsusercs s MOPSANKE €ro MPUHATHS.

6.3. Hacrosinee Ilonojkenuwe Moxer OBITH HIMEHEHO (IOOTHEHO)  JIOKANBHBIM ~ AKTOM
00pa30BaTENEHOrO YUpeKICHHS.
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