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1. O0mue moJ10:KeHUSA

1.1. Hacrosimiue periamMeHT peryjaupyroT YCIOBHS M IOPSAJIOK HCIOJIb30BAaHUS 3JIEKTPOHHOMN
noutel B ceTu VHTepHEeT uepe3 pecypchbl 00pa30BaTeNbHONM OpraHM3allMd  y4yallUMHCS U
nearorndyecKuMu paboTHUKaMH 00pa30BaTEIbHON OpraHn3allu.

1.2. Hcnonp3oBaHuE 3JIEKTPOHHOM MOUTHI B 00pa3oBaTeNbHON OpraHW3alliy HAMpaBICHO Ha
peumicHucC 3a1a4 y‘-Ie6H0-BOCHI/ITaTe.HBHOFO mnmponecca u OCymeCTBICHUC aIMUHUCTPATUBHBIX 3a4a4:
AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa C OpraHamMH, OCYIICCTBISIONIUMH yIpaBlIeHHE B cdepe
o0OpazoBaHwUs.

1.3. Hcnonp3oBaHWE »3JIEKTPOHHOM TMOUTHl B ceTH VHTEpHET BO3MOXKHO TIPU YCJIOBHH
O3HAKOMJICHHMS JIMIIA, MOJB3YyIOIIErocsi cerbio MHTepHET B 00pa3zoBaTelbHON OpraHu3alluH, C
HpaBI/IHaMI/I HUCIIOJIB30BAaHUSA CECTU I/IHTepHCT 1 HAaCTOAIIUM PETIIaMCHTOM.

1.4. SpocnaBckas JIyXOBHasg CEMHUHApHsi HMEET CBOM aapec  dAJIEKTPOHHOW  MOYTHI,
pacmoOoKEeHHBIA Ha COOCTBEHHOM JJOMEHOM MMEHHU: (@yarseminaria.ru

1.5. Tlonmb30BaTessiM JaHHOTO CEPBUCA 3aNPEILEHO:

® yYacTBOBAaTh B PACCHUIKE MOCIAHMIA, HE CBSI3aHHBIX C 00pa30BaTEIHLHON MIIH
aJIMUHUCTPATUBHOM J€SITEIbHOCTHIO 00Pa30BATEIBHOTO YUPESIKICHHUS;

e [epechlIaTh MO MPOU3BOJIBHBIM aJipecaM He 3aTpeOOBaHHYIO MOTPEOUTEISIMH
uHpopMaIrio (cram);

® OTHPABIATH COOOIIECHUS TPOTUBO3AKOHHOTO MM HEITUIECKOTO CONCPIKAHMUS -
HCIIOJIH30BATh MaCCOBYIO PACCHUIKY JIEKTPOHHOM MOYTHI, 32 UCKITIOYCHUEM HEOOXOIMMBIX
CIIy4aes;

® 3JIEKTPOHHOE MOCJIAHNE HE JOJIKHO MCTIOIB30BATHCS IS EPECHUIKN CEKPETHOU U
KOH(UICHIMATBbHOU HH(OPMALIUY, PETJIaMEeHT 0OMeHa KOTOPBIMHU YTBEPK1ae€TCsl MHBIMU

HOPMAaTUBHO-IIPABOBBIMU aKTaAMH.

2. Mopsaok o0padoTKku, Nepeaayu U NpueMa J0KyMeHTOB
M0 JIEKTPOHHOM MOYTE B 1eJSX /IeJIONPON3BOICTBA

2.1. Tlo »SJEKTPOHHOW TMOYTE MPOU3BOIUTCS TOJNYYCHHE U OTIpaBKa WHPOpPMALUU
3aKOHOJATEJIbHOI0, HOPMATHBHO-IIPABOBOTO, Y4EeOHOIr0, y4eOHO-METOJUYECKOTO XapakTepa B
YUpEKIACHUS 00pa30BaHMs U OPTaHbl YIPaBJICHUS 00pa30BaHHEM MYHHUIIUITAIHLHOTO 00pa30BaHUs U
Ipyrux cyonrekToB Poccuiickoit deneparuu, a Takxke OJMIKHETO U JATBHETO 3apyOeKbsl.

2.2. Jlna oOpaboTku, mepeAadyd W TpuemMa HHPOPMAIMU TIO AJIEKTPOHHOW IOYTe B
00pa30BaTeNIbHON OpraHU3aIK TPUKA30M PEKTOpa Ha3HAYaeTCs OTBETCTBEHHOE JIMIIO (OTepaTop).

2.3. JInsg OCYLIECTBIEHHUS CBOMX JOJDKHOCTHBIX OOS3aHHOCTEM pekTop 00pa3oBaTEebHOMN

OpraHu3ay J0JHKEH MPEJOCTaBUTh ONEPATOPy ANEKTPOHHOIO MOYTOBOTO AILIUKAa KOMIIBIOTED C



BBIXOJIOM B VIHTepHeT, mNpUHTEp M CKaHep, a Takxke obecreduts OecnepeboiiHoe
(YHKIIMOHMPOBAHUE CEpBUCA DBJCKTPOHHOM TMOYTHI M PETYJISpPHOE TIOIYy4YEHHE M OTIPABKY
uHpOpManuu B TedeHne Bcero padouero nus ¢ 8.00 xo 17.00.

2.4, OTBEeTCTBEHHOE JIMIIO HAMpaBseT aJpec dSJIEKTPOHHOW TOYThI 00pa30BaTEIHLHOTO
YUpEXKICHUS B OpraHbl yHpaBieHUs OOpa3oBaHMs pa3HOro ypoBHSA. B nampHeimem naHHOe
OTBETCTBEHHOE JIUIIO0 COOOLIaeT O JIOOBIX M3MEHEHHSX aJpPECOB AJIEKTPOHHOM MOYTHI (CBOMX
COOCTBEHHBIX M CBOHX aJ[PECaTOB).

2.5. Bce mepenaBaemple 1O SJIEKTPOHHOW TMoOYTe (ailibpl JOHKHBI TPOUTH TMPOBEPKY
aHTUBUPYCHBIMH cpesicTBaMHU. OTBETCTBEHHOCTh 3a HEHAIJIEKALIYI0 MOJArOTOBKY MH(POpPMAaLUU K
nepeaaye 1o 3JIEKTPOHHOM MOYTE HECET OTBETCTBEHHBIH 32 paboTy € 3NEKTPOHHOM MOYTOM.

2.6. IlepemaBaemble ¢ IOMOIIBIO SJICKTPOHHOMN MOYTH OQUITHATIEHBIC TOKYMEHTHI JIOJKHBI HMETh
HUCXONAIINNA PETHCTPAIMOHHBIM HOMEp. Pasmep BIIOKEHHS TOYTOBOTO COOOIICHHH HE JIOJDKEH
npesbimath 50 Mo6aiit.

2.7. llepenaBaemass W TNpHHHMaemas B ajapec 0OPa30BaTENLHOTO YUYPEKIEHHUS SJIEKTPOHHAs
KOPPECHOHJIEHIIUSI PETUCTPUPYETCS B COOTBETCTBUM C NpaBWJIaMHU JEJIONPOU3BOJACTBA,
YCTaHOBJICHHBIMH B 00pa30BaTEIbHOM OpraHU3aIUH.

2.8. i oTHpaBKU 3JIEKTPOHHOIO COOOILEHHsS MOJb30BaTeNb (YUUTENb WIM 0O0ydaroluiics)
oopMIIsSieT JOKYMEHT B COOTBETCTBHHM C TpPeOOBaHMAMH, NPEIbSIBIIEMbBIMH K O(OpMIICHHIO
O(QUIMATBHBIX JOKYMEHTOB, B JIEKTPOHHOM BHJ€ U MPEAOCTABISET MO JIOKAIbHON CETH WIN Ha
CbEMHOM HOCHTEJIE MH(POPMALIMU OTBETCTBEHHOMY 32 PabOTy € 3JIEKTPOHHOM MOYTOM.

2.9. llpu mosiyyeHUM 3JIEKTPOHHOTO COOOIIEHUS OTBETCTBEHHBIH 3a paboTy C 3JIEKTPOHHOMH
IIOYTOM:

® PEruCTPUPYET €r0 B YCTAHOBIECHHOM IOPSAIKE;

e [epefacT JOKYMEHT Ha PACCMOTPEHHE PYKOBOAMUTENIO 00pa30BaTENbHON OpraHn3aluu
WM, €CJIM YKa3aHO, HETIOCPEICTBEHHO aJpecary;

e B Clly4yae HEBO3MOKHOCTH MPOUYTEHHUS SJIEKTPOHHOTO COOOIEHNUS YBEAOMIIAET 00 3TOM
OTIIPABUTEISL.

2.10.IIpu ogopMiIeHUH 3JIEKTPOHHOIO COOOIIEHUS 00s3aTeNbHbl K 3alOJHEHHUIO CIEAYIOLIUe

TOJIS:
e JlaTa MoJy4yeHHs (OTHpPaBKH) COOOIIECHHUS;
® aJpec MoJIy4aTess U OTIPAaBUTEIS;
® TeMa 3JIEKTPOHHOIO COOOLICHHUS;
2.11. [IpuHsATHIE W OTIPABIICHHBIE SJEKTPOHHBIC COOOIICHUS COXPAHSIOTCS Ha KECTKOM JIUCKE

KOMITBIOTCPA B COOTBCTCTBYIOIINX APXHWBHBIX ITallKax.



3. Ilopsnok o6padoTKH, Nepesayu U NPpUEeMa J0OKYMEHTOB
110 JIEKTPOHHOI mMo4Te B 00pa3oBaTeIbHbBIX LEeJAX

3.1. Jlnst nomyyeHust BO3MOXHOCTH pabOThI € 3JIEKTPOHHOM OYTON MeJaroruueckuM paboOTHUKAM
00pa3zoBaTeIbHON OpraHU3aIi HE0OX0IUMO 00pATUTHCSA 3a pa3pelICHUEM K JIUITY, Ha3HaY€HHOMY
OTBETCTBEHHBIM 32 OpPTaHU3AIMI0 paboThI ceTu VIHTepHET B 00pa3oBaTeIbHON OpraHU3aIlHiH.

3.2. Ilo paspemieHHI0 JMIa, OTBETCTBEHHOI'O 3a OpraHu3aluio paboTel ceTu VHTepHET U
OrpaHHYEHUE  JIOCTyIla, IMeJarormyeckue pabOTHHKM  00pa30BaTENbHON  OpraHu3aluu
PETUCTPUPYIOTCS B KypHaJie yueTa paboThl ceTi MHTepHEeT U Mody4yaroT JOCTYI K KOMIBIOTEPY C
MOJKIIOUYEeHHBIM VHTEpHETOM, TOClie Yero OTBETCTBEHHOCTh 3a pabotry B HMHTepHere
NEPEKIIaIbIBAETCS HA HETO.

3.3. [legarornueckue paOOTHUKH, BEAYIIHE YPOK B paMKax y4eOHOTO IIaHa WIIM POBOISIINE
BHEKJIACCHOE MEPOIIPUSITHE:

®  OCYLIECTBIISIIOT KOHTPOJIb 33 UCIIOJIB30BaHUEM O0YUAIOLIUMHUCS 3JIEKTPOHHOM MOYTHI;

® 3ampenaroT AaNbHEHIIyI0 paboTy ydamerocs ¢ JIeKTPOHHOM MmouToil B cetu VHTepHET B
cily4yae HapyuieHus ydammmwucs I[IpaBun ucnonb3oBaHus cetu VHTEpHET, HACTOAIIETO
peraamMeHTa ¥ UHbIX HOPMATUBHBIX JJOKYMEHTOB, PETJIAMEHTUPYIOIINX UCIIOIB30BaHUE CETU
HuTepHeT B 00pa3oBaTeNbHON OpraHU3aliuy;

® TMPUHUMAIOT MEPHI MO MPECeUeHUI0 OOpalleHui K SICKTPOHHOM IMo4YTe, HE HMEIOIINM
OTHOILIEHHS K 00pa30BaTEIIbHOMY MPOLIECCY;

e COOOIIAIOT KIJIACCHOMY PYKOBOJUTENIO O MPEIHAMEPEHHBIX TOMBITKaX O0ydYarouuxcs
OCYILIECTBUTHh OOpalleHue K DSJICKTPOHHOM TOoYTe, HE HWMEIOIIMM OTHOMIICHUS K
00pa3oBaTeIbHOMY MIPOLIECCY.

3.4. CBOoMMHM JHYHBIMH TOYTOBBIMHU SIIIMKAMH MOTYT TOJb30BAaThCS YUMUTENS JUIsl MEpeaaqyu
COO0IIIeHUH, cofepKaluMU HHGOPMAIIHIO, COBMECTUMYIO C 3a/1auaMu 00pa30BaHUs U BOCTIUTAHUS
YYaIIUXCS.

3.5. Ansa oOydeHus: paboTe C AIIEKTPOHHON IMOYTOW, yYalIuecs MOTYT MepechliaTh COOOIICHUS
TOILKO B  TMpedenax ceTu oOpas3oBareiabHOW  opraHuzauuu. llpu  HeoOxomumocTu
HCCIIEIOBATENIbCKOM, MPOEKTHOW JESATeNbHOCTH, yYallhecss MOTYT OTChUIATh COOOIIEHHUs 3a
IpeJesbl CETH TOIBKO MOJ HAOMI0IEHHEM OTBETCTBEHHOTO YUUTEIIS, BEIYILETO 3aHsTHE.

3.6. [Ipu BeneHUM SJIEKTPOHHOM MEPENUCKH MEPCOHANBHBIC JaHHBIE O0ydYaromuxcs (BKIHOYast
bamMuuio U UM, Kiacc/ron oOydeHus, Bo3pacT, (ororpaduu, JaHHBIE O MECTE JKUTEILCTBA,
TeneoHax W TMpOUYME, WHBIE CBEACHMS JIMYHOTO XapakTepa) MOTYT TMepelaBaThCs, TOJIBKO C
MUCHMEHHOTO COTJIACUS POJUTENEH WM WHBIX 3aKOHHBIX MPEICTaBUTENIeH 00yYatomIMUXCsl.

3.7. IlepcoHanpHbple JaHHBIE MpenofaBaTesied M COTPYJHUKOB MOTYT II€pelaBaTbCsi IO

3J'ICKTpOHHOI71 IIo4YTE€ TOJBKO C IHUCBMCHHOI'O COrjaCusa JWla, 4YbW MNCPCOHAIIBHBIC TaHHBIC



nepenarTCs.

3.8. B 9neKTpOHHBIX MUCbMax 0€3 YBEIOMIICHHS U MOJYYCHHSI COTIACHS YIIOMSIHY TBIX JIHII WJTH UX
3aKOHHBIX MPEJCTABUTENICH, MOTYT OBITh yKa3aHbl JIMIIb (HaMHIIUg U UMsI 00ydaromierocs, J1uoo
dbamMuIMs UMS U OTYECTBO YUUTENsI, COTPYAHUKA 00pa3oBaTeIbHON OpraHU3alMK UIH POIUTEINSL.

3.9. Ilpu mony4yeHuu coryiacus Ha mepeaady nepcoHalbHBIX JaHHBIX TpeactaButens OY o0s3an
pa3bsICHUTh BO3MOXKHBIC PHCKM U TOCIEACTBUS MX omyOnukoBaHus. (OOpaszoBaTenbHas
OpraHu3anusl He HECET OTBETCTBEHHOCTb 3a TaKHUE IOCJEACTBUS, €CIU NPEIBAPUTEIBHO OBLIO
MOJIy4eHO TMHUChMEHHOE corylacue JMna (ero 3aKOHHOTO IMPEICTAaBUTENs) Ha Mepenady
MEPCOHANBHBIX JaHHbBIX.

3.10.1Ipu otmpaBke cOOOIICHUS HEOOXOIUMO COONIIOIaTh TpaBHIAa JTUKETa U JCIIOBOM
MEPETTUCKH.

3.11. Bce nepenaBaembie (aitsibl TOHKHBI TPOBEPSITHCS aHTUBUPYCHBIMH IMPOTPAMMaMH.

3.12.Bce mepenaBaeMble Y4eOHO-METOAMYECKHE U CIPaBOYHO-UH(DOPMAIIMOHHBIE MaTepHAabI

JOJIKHBI ICPEAaBaTLCA C CONPOBOAUTCIIBHBIM ITMCbMOM.

4. OTBETCTBEHHOCTH
4.1./I3MeHeHHe HaWMEHOBAaHUS OQUIMAIBLHOIO MMEHU IOYTOBOIO SIIHMKA COIVIACOBBIBACT C
CHelMaINCTaMH OpraHa yIpaBlieHHs: 00pa30BaHUEM, BEYLIIMMHU dJIEKTPOHHBII TOKYMEHTOOOOPOT.
4.2.0neparop SJAEKTPOHHOM TMOYTHI 00pPA30BATENBHON OpraHu3aluu CcooOIMaeT O JHOBIX
U3MEHEHHMAX DJIEKTPOHHOIO ajpeca 0oOpa30BaTENbHOW OpraHMU3allUM  3aUHTEPECOBAHHBIM
OpraHu3alUsIM U OpraHaM YyIIpaBlieHHs] 00pa30BaHUEM B TeUeHHE TPEX pabounx THEH ¢ ykazaHHEeM
JIaThl, C KOTOPO M3MEHEHHS BCTYIIAIOT B CUITY.
4.3. OTBETCTBEHHOCTH 32 (DYHKIIMOHUPOBAHHE 3JIEKTPOHHOTO JJOKYMEHTO000pOTa B yUPEIKACHUU
HECeT PyKOBOJUTENb YUPEKICHHUS.
4.4.0053aHHOCTH  OTBETCTBEHHOI'O JIMIIA, HA3HAUYEHHOI'O JTUPEKTOPOM 00pa3zoBaTeIbHOM
OpraHu3alluM 3a ANEKTPOHHBIN JOKYMEHTO000POT:
e PerynsapHslii POCMOTp MOYTOBOTO SIIHMKA 3 pa3a B IeHb (OPUEHTHUPOBOYHO B 94., 124.,141).
e OrtnpaBnsemble aapecaraMm cooOmieHus: rotoButh B penakrope Word, Excel, PDF.
Coobuenus, pazmep kotopsix npessiiaer 300 K6, oTrpaBnsTe B BUJE apXUBHBIX (PaiiiIoB.
e B pasmene «Tema cooOmieHus» HEOOXOAMMO TOYHO YKa3biBaTh ajapecara (KOMy
npeIHa3HaueHo, a B caMoM cooOmmeHun O.1.0. oTnpaBuTens 1 €ro J0JKHOCTD).
e OrtnpaBisieMble COOOLIECHUS HEOOXOAUMO NPOBEPATh AHTUBUPYCHBIMHM IPOrpaMMaMH,
KOTOPbIE TOJDKHBI PETYJISIPHO OOHOBIIATHCS.
e [lepen ormpaBieHHEM COOOMIECHHS MM OTYETa HEOOXOAMMO IMPOBEPUTH MPABONHUCAHUE U

rpaMMaTHKy TEKCTa.
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