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MNMPUKA3
31 aBrycra 2019 . Ne 8/22

«00 yTBep:KIeHNH periiaMeHTa padoTbl
C JJIEKTPOHHOHM MOYTOI

C uenpto 3(hPeKTUBHOM AEATENBHOCTH 00Pa30BATEIBLHOIO YUPEKICHUS U
YHOPSII0YEHUS PA0OTHI C ANEKTPOHHON MOUYTOM

ITPUKA3BIBAIO:

1. YTBepauTh periaMeHT npHemMa W nepenayd WHGOpPMalMH IO 3IEKTPOHHON
noute (IIpunoxxenue Nel).

2. OpFaHI/ISOBaTB JABa O(bI/II_[I/IaJILHLIX QJICKTPOHHBIX IIOYTOBBIX ANIUKa
ege200612@yandex.ru  u srednajl2@mail.ru  mis ob6MeHa OQUIHATEHON
KOPPECIOHACHITNEH, MTOJIekKAIIEH pETUCTPAIIH B YUPEXKICHUSIX 00pa30BaHMUs.

3. HazHauuTh OTBETCTBEHHBIM JIMIIOM 3a IOJIydeHHE M OOpabOTKYy 3JIEKTPOHHOM
noutsl 3amectutens aupekropa no MOII bareipoBy Pamcar MaromenpacyinoBhy,
BMEHUB B 00SI3aHHOCTH CTPOTO€ COOIIONCHUE periaMeHTa padoThl C AJIEKTPOHHOU
MTOYTOM.

4. ITpueM aeKTpOHHOM MOYTHI OCYHIECTBIISIETCA 1Ba pa3a B AeHb B 9.00 n 15.00

5. KonTponb 3a ucnosHeHneM mpukasa 0CTaBIIso 3a COOOH.

Jlupexrop & ° 3e8ize AN ¢ > sIkyooBa I.A.
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[Tpunoxenue 1

PEIJIAMEHT
PABOTBI C QJIEKTPOHHOM IMTOYTOMN
B MBOY «COIII Nel12»

|. OBIIME TTOJIOXKEHU A
1. DnexTpOHHBII MOYTOBBII AMUK(M) YIPEIKICHUSI MOXKET HCIIOIB30BATHCS TOJIBKO B CIIYKEOHBIX
LeJsX.
3anpemaercs: paccbulKa JUYHBIX ITOYTOBBIX COOOIIEHMM, cnama, BIOXKEHHMH € BUpycamy,
COOOLIEHUH HEITHUYHOIO WIM TNPOTUBO3AKOHHOTO XapakTepa, CBEACHUH Ul CIyX’eOHOro
MOJIL30BaHUS M JIPYTroil KoH(UaeHIHaIsHON nHpopMaiuu (0e3 opuImanbHO 3anpoca) u T.I1.
2. I1o aneKkTpoHHOMN MouTe 00pa30BaTEIbHOIO YUPEXKICHHUS IPOU3BOAUTCA 0OMEH HH(popManuen
3aKOHOJATEIHLHOT0, HOPMATUBHO-TIPABOBOTO, Y4eOHOro, y4eOHO-METOAMYECKOTO XapakTepa
MEXIY YUPEKICHUSIMU 00pa3oBaHUs, OpraHaMu yIpaBiieHUs 00pa30BaHUEM Pa3HBIX YPOBHEM,
MOCTaBUIMKAMU 00OPYIOBAHUS U MAaTEPUAIIOB, MOAPATINKAMH, TOCTABIIUKAMH YCIYT U IPYTUMHU
OpraHu3alUsIMM, MPEIIPUATHAMH M YUPEXKJIEHUSIMM, CBA3aHHBIMH C 00pa30BaTeIbHbIM
YUPEkKAECHUEM TOTOBOPHBIMU MJIM MHBIMU 00513aT€IbCTBAMHU.
3. ns oOpaboTku, mepeaayn U npuemMa MHGOOPMAIHUU 0 AIEKTPOHHON IOYTE B YUPEKICHHUIX
00pa30oBaHMsI MPUKA30M TUPEKTOpA HA3HAUYAETCs OTBETCTBEHHOE JIUILIO.
4. Ilonp30BaTenu AIEKTPOHHOM MOYTHI OOPA30BATEIIBHOIO YUPEKIACHHSI JIOJKHBI CTPOrO
coOiroaTh NMpaBWila U MHCTPYKLUU MO paboTe ¢ 3IEKTPOHHON KOPPECHOHJCHLMEH, a TaKke
IaHHBIN PernaMenr.

Il. TIOPAIOK OBPABOTKMU, ITEPEJAUN U [TPUEMA JOKYMEHTOB
I10 DJIEKTPOHHO! ITOUYTE

1. Vupexxnenne o0pa3oBaHusi JIOJDKHO oOecreunTh OecrniepeboriHoe  (PyHKIIMOHHPOBAHKE
IEKTPOHHOH IOYTHI B TEUCHHE BCEro pabodero BPEMEHH YUPEKACHHS (pabodero BpeMEHH
OTBETCTBEHHOTO JIMIIA).
2. [lpu mony4eHur Ba)KHBIX MUCEM, TPEOYIOIIMX MOATBEP>KIACHHS OTBETA, OTBETCTBEHHOE JIUIIO
00S13aHO  OTIIPABHTH TAKOE MOATBEpXKACHUE?. OTBETCTBEHHOE IHMIO JAOIKHO MPHHATH BCE,
3aBHCSIIME OT HEro, Mephl IJs 0OecleueHns MPaBUIbLHOM HACTPOMKHU MOYTOBOTO KIMEHTA IS
BO3MOYKHOCTH OTIIPABKH ITOITBEPKICHUS TIOTYICHHS INCEM B IIITATHOM PEKUME.
3. Ilpu oTmpaBke BaKHBIX MHCEM, OTBETCTBEHHOE JMIIO JODKHO yKa3arb B COOOIIEHUU
HEO0OXOMMOCTh MOATBEPKICHUS MMOTYISHHUS TUChMA aJpecaToM.
4. Tlepen otmpaBieHHEeM COOOIIEHUS HEOOXOAMMO MPOBEPSATH IMPABOMHMCAHWE U TPAMMATUKY
TekcTa cooOeHus. TekcThl 60IbII0r0 00bEMA JKeIaTeIbHO OTIPABIATH B BUJIE BIOXKECHUS.
5. Onekrponnbie muckMa OBA3ZATEJIBHO nomxHbl OBITH MOAMKUCAHBI JTUIIOM, TPOU3BOAUBIINM
OTIIPaBKy KoppecrnoHacHInH. HeoO0XoMuMo HACTPOHUTH MOYTOBBIA KIIMEHT IS aBTOMAaTHYECKON
BCTaBKH TOANKCH B TMOYTOBBIE OTHpaBieHus. lloamuch momkHa comep:kaTh: UM, OTYECTBO U
dbaMuIMi0 OTIpaBUTENS, JOJDKHOCTb, Ha3BaHUE OOPA30BaTENILHOTO YUPEKICHUS, Ha3BaHUE
ropojia, KOHTAKTHOTO TeledOHa OTIIPABUTEINS.
6. IIpu nonyuennun CITAMA (HexenarenbHbIe AIEKTPOHHBIC THChMa, KaK MPAaBHIIO, PEKIAMHOTO
XapakTepa), OTBETCTBEHHOE JIUII0 00s13aHO Cpa3y yladuTh TaKUe MUCbMa, HE OTKPHIBAsl BIOKEHHE

11 ITon 6ecniepeboitHPIM (HYHKIIMOHUPOBAHUEM JIEKTPOHHOW MOYTHI MOpa3yMeBaeTcs padoTa IoYTOBOTO
KJIMEHTA C BKJIIOUEHHBIM 3BYKOBBIM U BH3YaJbHBIM OITOBEIICHUEM ITOTYUEHHS AEKTPOHHBIX IIFICEM B TEUEHUE BCETO
pabouero aus. [TogTBepkaeHNE MOTYUSHHUS (€CIIM HEOOXOMMO) JI0JDKHO OTIIPABIISATHCS Cpa3y IOCIIe MOTydeHHs
coo0uieHus.

2.2 Kak mpasuno, 115 oTIIpaBneHus HOATBEPKACHUS JOCTATOYHO MOATBEPAUTD TOJIyUYeHHE MUCbMa BO
BCIUIBIBAIOLIIEM OKHE MTOYTOBOTO KJIMEHTa. Eciu o kakum 1100 npuyrHaM MOATBEP)KIACHUE OTIPABUTh HE YAAETCS
(HenpaBUIbHBIE HACTPOWKH ITOYTOBOIO KJIMEHTA U T.II.), OTBETCTBEHHOE JIUIIO JIOJDKHO OTIIPABUTH TIOJITBEPIKACHHE
MOJyYEHHUS BaXKHOTO MHCHMA JIFOOBIM JIOCTYITHBIM CIIOCOOOM (OTIIPaBKa COOTBETCTBYIOLIETO MTHUCHEMa, IIEPEChlIKa
MOATBEPKACHUS IO (aKcy U T.I1.), Tese()OHHBIA 3BOHOK HE SBISICTCS NOATBEPKICHUEM TTOTyYSHHS IIEKTPOHHOTO
mcbeMal



(>xenarenbHO JO00ABHUTH OTIPABUTENS B CITUCOK 3a0JJOKUPOBAHHBIX OTIIPABUTENICH ).

7. He pexomeHayeTcss yAalaTh BXOISIIME W MCXOMSIIME MHUChMa B TeUeHHe yueOHoro roga. B
JnanbHeWIeM, BO H30eKaHUE TMEPEroNHEHUs SJIEKTPOHHOIO SAIUKA, CTapble HEaKTyaJbHbIE
MUChMa MOXKHO YIIATHTh.

8. KenarenpbHo chopMupoBaTh CTPYKTYpPY MANOK ISl YIOPSAOYEHHUS BXOIALIMX COOOIIECHUH.
Bce nmepenaBaembie TI0 3NIEKTPOHHOM MOUYTE BIOXKEeHHS! ((haiiiibl) JOHKHBI OBITh IPEIBAPUTEIHHO
MIPOBEPEHbl AHTUBUPYCHBIMU cpeAcTBaMU. OTBETCTBEHHOCTh 32 HEHAJUICKAIIYIO MOATOTOBKY
uHGOpPMAIMK K TepeAaye MO 3JIEKTPOHHOM IOoYTe HECET JUI0, OTBETCTBEHHOE 3a pabdoTry ¢
AJIEKTPOHHOM MOYTOM.

9. IlepenaBaempble ¢ TOMOIIBIO AJIEKTPOHHOM MOYTHI O(UIIMATBHBIC JOKYMEHTHI JOKHBI UMETh
COOTBETCTBYIOIINE PEKBU3UTHI (UCXOIAUINI pPEruCTpallMOHHBIA HOMEp, HOMEp U JaTy MpHUKa3a,
pacmnopsbkeHus | T.11.). B Tekcte coobiieHnss Heo0XoaumMo 00s3aTebHO YKa3bIBaTh PEKBU3UTHI U
Ha3BaHHUE [IEPECHUIAEMOr0 BO BIOKEHUU OQHUIMAIBHOIO JaoKyMmeHTa. IlepemaBaemas wu
npuHUMaeMass B aapec  00pa30BaTelbHOrO  YUPSKIACHHS OQHIMANbHAS — AICKTPOHHAS
KOPPECIIOHCHIIMSI PETUCTPUPYETCS B  COOTBETCTBUU C MpaBUIAMHU JEJIONPOU3BOJICTBA,
YCTaHOBJICHHBIMH B 00pa30BaTeIbHOM YUPEKICHUU.

10. Bce mnepenaBaemble y4eOHO-METOIMYECKHE M CIPABOYHO-MH(POPMAILIMOHHBIE MaTepHaIb
JOJKHBI TIEPEChUIAThCS ¢ COMPOBOAUTENBHBIM MHUCHMOM.

11. [Ipu nony4eHUn IEKTPOHHOTO COOOIIEHHS OTBETCTBEHHOE JIMLIO:

o PETUCTPHUPYET €ro B YCTAHOBICHHOM IOPSJIKE Y CeKpeTapsi-AeI0NPOU3BOAUTES;

e OIIpENEIIET Moyyaress nucbMa (pykoBoaurens OV, 3aMecTuTeNny pyKoBOAUTENS, OyXTraaTepust
M TI.) W TMepemaeT eMy JOKYMEHT Ha paccMoTpeHwe. B ciydae, eciau momydarens
KOPPECIIOHJEHIIMM OTBETCTBEHHOMY JIMIy CJIO)KHO OIPEIEIUTh CaMOCTOSITEIIbHO, COOOIIEHUE
nepenaérest pykopoautento OY winu ogHOMY M3 ero 3amectureneil. Eciu mucbMo comepkuT
HNOSCHSAIOIMNA TEKCT K BIOKEHHIO, €ro HEOOXOOUMO TaKXKe IepeAarh ajpecary BMeECTe C
BJIOKEHHEM (pacriedaTaHHBIM WJIHM B SJIEKTPOHHOM BUJE);

eB Cllydae¢ HEBO3MO)XHOCTH NPOYTCHHS DJICKTPOHHOTO COOOMICHHUS, YBEIOMIISIET 00 STOM
OTIIPaBUTEIIS.



