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1. O6mume monoxkenus:

1.1 MynununansHoe kazennoe obmeobpa3oBarensHoe YUpEKIEHHE MKOY
«ITapmoBckas OOIll»  umeer croii aApec SJICKTPOHHOH mHo4YTE: pav-sekr@yandex.ru
1.2. Dnekrponnas noura B 00pa30BaTe/ILHOM YUPEKIEHHH (mamee - YO) Moxer Hcmonb3oBarees
TOJIBKO B a/IMAHACTPATHBHBIX H 0ODPA30BATENBHBIX IEJISX. Ionp3oBatend u  Bramensim!
SJICKTPOHHBIX MOYTOBBIX SIIMKOB JOJKHBI COBMIONATE NpaBuiia B MHCTPYKIHH 110 pabote ¢

9JIEKTPOHHOM IIOYTOH, 9THYECKHE HOPMBI o01eHHs.
1.3. Ilepen ornpasnennem COOOLICHUS HIIM OT4eTa HeoGXOmUMO IIPOBEPHUTH IPABOMHCAHHE H
IPaMMaTHKY TEKCTA.

1.4. Tlons3oBarensm nannoro CCpPBHCA 3alpelleHo:

" YHacTBOBATE B  pAacCBUIKE IOCTAHHH, HE CBM3AHHBIX 00pasoBaTeLHON WK
aIMUHHCTPAaTHBHOM JEeATELHOCTRIO Yupexnenus;
- MEPEChIIATh 110 NPOU3BOJILHBIM aJIpecam He 3aTpebOBaHHYIO TOTpeGUTeIIMH HHbOpManHio
(criam);

- OTHPABIATL  COOOINGHMS  NMPOTHBO3AKOHHOTO  FIIH HEITHYIECKOTO  COIEp)KAaHMS;
HCIONE30BATH MACCOBYIO PACCBHUIKY 3JIEKTPOHHOIM IIOYTHI, 34 HCKIIOYEHHEM HEOOXOIMMBIX
Clly4aes;

- ICKIPOHHOE IIOCIaHME HE MOKHO HCIONB30BaThCH  JUis IEPECBUIKH  CEKPEeTHOH K
KOHQUACHIMAEHOH  uHbOpManuy, PCTIAMEHT 0OMEHa KOTOPBHIMHM YTBEXK/IAETCS HHBIMH
HOPMaTHBHO-IIPaBOBBIMH aKTaMH.

2. Hopsnok 06paboTku, nepenaun u IIPHEMA I0KYMEHTOB I10 3JIEKTPOHHOI 0YTe

2.1. Ilo onektpoHHO#f moYTe TPOU3BONMTCS  NOJyYEHHE W OTHpaBKa HH(YOPMAIMH
3aKOHOZATEeIIBHOTO, HOPMAaTHBHO-IIPABOBOTO, y4eGHOTO, Y4eOHO-METOMMYEeCKOro XapakTepa, a
TAkKe  MODOH  Npyroi  MH(pOpMAIWMH,  COBMECTHMO ¢ mpomeccoM  06pa3zoBaHmsl,
2.2. Jlns o6paGotku, mepesaun u IpueMa HHYOPMAIHMH 110 JJIEKTPOHHOM MoyTe B OY MIPHKAa30M
AHPEKTOPA HA3HAYAETCSA OTBETCTBEHHOE JIHI0 (onepatop) 3a auekTpoHHyIO 1104TYy.
2.3.0neparop:

2.3.1.Perynapnsrit TIPOCMOTp TOYTOBOIO AIMMKA 2 pa3a B JeHb (opueHTHPOBOYHO B 9y, 144.).
2.3.2.0tnpaBnsemere anpecaram COOOIIEHHSI TOTOBHTH B penakrope Word, Excel.
2.3.3.CooGinienns, pasmep KOTOpRIX npesbinaet 300 K6, otnpasnsars B Buse apXHMBHEIX (aiIoB.
234B pasgene «Tema coobrmenmsy HCOOXOMMMO TOYHO YKa3bIBaTh anpecara (Komy
IpeIHa3HAYEHO, a B caMoM coobmennu O.U. O, OTIPABHTEIIS H €0 JOJDKHOCTD).
2.3.5.0tnpaBnsemMeie  coobmens HEOOXO/IMMO  1IpOBepsITH AHTHBHPYCHBIMH IPOTPaMMaMH,
KOTOpBIE JIOJDKHBI Peryssipao OOHOBISATHCSL.
2.4. Anvmnucrpanus OV gomkra obecneunts GecnepeGoiinoe Gynkunonupopanue cepBHca
SJICKTPOHHOH IMOYTEl M PETYISIPHOE TOJydeHUe, H OTIIPaBKY HHOOPMAIMH B TEUEHHE BCEro
pabouero JHS.
2.5. OrBerctBeHHOCTE 3a HEHAIUIOKAYIO  [IOATOTOBKY HMHMOPMALMH K nepesade  1mo
SIICKTPORHOH MOYTE HECET aBTOp HH(OpPMAanuy, Ipe/inonaraeMoi K OTIpaBKe; OTBETCTBEHHOCTE
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3a OTHpaBKy ajpecaTy U NOIYYCHHE SNICKTPOHHOH MOYTHl — HECET OIepaTop NEKTPOHHOM
TIOYTHI,

2.6 IlepenaBaeMble ¢ IOMOLIBIO 3IEKTPOHHOMN TIOYTHI obuIMaTBEHBIE JOKYMEHTHI JOJDKHEL HMETh
HCXOASLIMA PETHCTPAIMOHHBIH HOMEp. PasMep BIOKEHHS MOYTOBOrO COOGIICHHH He JIOJDKEH
[IPEBBIIATH 50 MoaiiT.
2.7. Bee mepenaBaeMble yueGHO-METOMHYCCKHE H CIPABOYHO-MH(OPMAIHOHHBIE MAaTepPHAIE]
AOJUKHBL  TICPENIABATECA ¢ CONPOBOAUTENBHBIM IHCHMOM. [l OTIpaBKy 9JIEKTPOHHOTO
COOOIIEHAS MONB30BaTENh O(POPMIAET JOKYMEHT B COOTBETCTBHH ¢ TpeOOBaHUSIMH 110
ACTIONPOU3BOICTBY, YTBEPHK/ICHHBIMH B 00Pa30BaTEIbHOM YUPEKICHHH.

2.8.11pH MONyYEHUH 3TEKTPOHHOTO COOBIIEHHUS oneparop:

* PETHCTPUPYET €T0 B yCTAHOBJIEHHOM IOPSIIKE;

* ICpCNaeT JIOKYMEHT HAa pPaCCMOTPEHHE PYKOBOMMTENIO INKONBI HIIH, eCiIH yKa3aHo,
HEIOCPEICTBEHHO a/Ipecary;

* B Cly4ac HEBO3MOXKHOCTH IPOYTCHHS 3JIEKTPOHHOIO COOOIIEHHS YBeIOMISET 06 3TOM
OTIIPABUTEJIS.

2.9. Ilpu odopmieHHE 3NEKTPOHHOTO COOBIMEHHS OOM3ATENBHE K 3aIOJTHEHHUIO CIIEYIOIIHE
OIS

-aJipec  I0JIyyaTels;

-TemMa SIIEKTPOHHOTO cooOIeHws;
- TEKCT SJICKTPOHHOrO COOOIMIEHHS (NpH HEOOGXOJMMOCTH, MOTYT GBITh BIIOMKEHSI taitner);
- [OJITACE OTHPABATEIIA C yKasaHHEM HauMeHoBaHHs OY M ero CTpyKTYpHOTO MojpasieneHus,
COTPYIHHKOM KOTOPOTO ABISETCS OTIIPaBHTEIIb.
2.10. OrnpaBka M 10JIyYeHHe 3MEKTPOHHEIX JMOKYMEHTOB OCYIIECTBIIIETCS ¢ HCIOIb30BAHHEM
MIPOTPAMMHBIX TIPOJYKTOB, HPEIHA3HAYEHHBIX LI PabOThI C SIEKTPOHHON mouTol B OV,

3. OTrBeTcTBEHHOCTE

3.1. U3MeHeHHe HaHMEHOBAHHS ournmansroro OIS OV cormacoBsBaer ¢ CIIeHATHCTAMH
MYHHIHIIATEHOTO OpraHa YIIDaBICHHS obpazoBanuem, BE/YIIUMH JIIEKTPOHHBIH
JIOKyMEHTOO0OPOT M OTBEYAIOIMMHM 32 HMHMOPMATH3AIMMIO CHCTEMEI MYHHIUNIATEHOTO
obpa3soBanus.

3.2. Tlo daxty wusMenenms odurmansuoro DIII OV 06s3aH0 YBEIOMHTH HHPOPMAIIHOHHBIM
IIACEMOM OpraH ympasjieHus: 0OpazoBaHHeM 3a 3 pabouux mHs 10 cMmeHbI DIIS ¢ yKa3aHueM
JAaThl, c KOTOPOit HU3MEHEHHS BCTYIAIOT B CHITY.
3.3, OreercTBeHHOCTH 3a (QYHKIHOHHPOBAHKE  HIEKTPOHHOTO JIOKyMEHT0000pOTa B
YUPEKIECHHH HECET PYKOBOIUTEIH YUPEKICHHS.



