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MOJIOKEHUE
O NOPSIIKE PABOTHI C
IJIEKTPOHHOMU IMIOYTOMN

I. O01ue moJ10KeHUA

1.1. Hacrosiiee moio)xeHue Mpu3BaHO rapaHTHPOBATH HAJIEKAIee UCIOJIb30BAHUE KOMITBIOTEPOB U
TEJIEKOMMYHUKAIIMOHHBIX pecypcoB coTpynHukamu MAOY «Ypenckas COIL Ne 1». 1.2. B nmemsax
obOecrieueHnsT HOPMAaJIbHOTO (PYHKIIMOHUPOBAaHUS WH(GOPMAIMOHHO-TEXHUUYECKUX PECypcoB (maiee
UT-pecypcel) MAOY «¥Ypenckast COL Ne 1 monb3oBarens 00513aH COOMIOAATH JaHHOE TOJIOKEHUE.

II.ITopsinok onpenensier:

2.1. Opranuzanuio paGoThl MO OTIPAaBKE IOKYMEHTOB 3JIEKTPOHHOW IMOYTOW B TEPPUTOPHUAIbHBIE
OpraHbl 1 KOMHUTETa 110 00pa30BaHUIO U IPYrHe OpraHu3aluu;

2.2. Opranuzanuio paboThl C JOKYMEHTAaMH, HaNpaBIseMbIMH M MOJYYa€MbIMHU IO 3JIEKTPOHHOM
MOYTeE;

2.3. TpeboBanuss Kk mnucbMam, HampasisieMbiM B MAOVY «VYpenckas COII Ne 1» u3
TEPPUTOPUATIBHBIX OPraHOB U KOMMTETA MO OOpa30BAHUIO U JPYrHUX OpraHU3alUil M0 3JIEKTPOHHOU
1ouTe.

I11. ITopsaaok HanpaBJIeHUs JOKYMEHTOB 110 3JIeKTPOHHOM I04YTe B TEPPUTOPHAJIbHbIE U
MeCTHbIC OPIraHbl yIPaBJIeHHeM 00pa3oBaHNeM M Apyrue OpraHu3anuu

3.1. Pemenne o HanmpaBJIEHUU JTOKYMEHTOB IO DJIEKTPOHHOHM IMOYTE€ NPUHHUMAETCS TUPEKTOPOM WM
3aMECTUTENIEM JUPEKTOPA, KOTOPBIE FTOTOBSAT JaHHBIE JOKYMEHTBI.

3.2.0pranusanus paccbUIKA JOKYMEHTOB IO 3JIEKTPOHHOW MOYTE OCYIIECTBIIETCS CEKpPETapeM WU
3aMECTUTENSIMU JUPEKTOpA.

3.3. Jlns HampaBiIeHH 1O 3JEKTPOHHOM MOYTE JOKYMEHTHI IIPEJOCTABIISAIOTCA B AJIEKTPOHHOM BUIE U
Ha OyMa)XHOM HOCHTEJIE.

3.4. DnexkTpoHHas BepcHsl IOKyMEHTa JOJKHA B ce0sl BKIIIOYATh:

- amMIInIo, UM, OTYECTBO PYKOBOAMTEIS, MOAMKMCABILIETO (HAPaBUBILIET0) TI0KYMEHT;

- (hamMuIIHIO, UMSI, OTUECTBO MCIIOJIHUTES, €r0 TeNeOH U apec dJIEKTPOHHOM MOUTHI;

- HOMEp U JaTy JOKYMEHTa;

- IepeYeHb OpraHu3alnii, B KOTOpPbIE HEOOXOMMO OTIPABUTH JTAHHBIN TOKYMEHT;

- K JIOKyMEHTY JI0JIKEH OBITh MPUIIOKEH CIIUCOK JIEKTPOHHBIX aJIpECOB JaHHBIX OpraHU3aLU.



3.5. Konust okymeHTa Ha OyMa)KHOM HOCHTEJIE BUSHPYETCs C TOMETKOM «HANpaBUTh MO 3JIEKTPOHHON
[I0YTE» AUPEKTOPOM WIIM 3aMECTUTEIEM JUPEKTOPA, KOTOPHIE TOTOBAT AAHHBIM TOKYMEHT C YKa3aHHEM
JIaThl I0JIa4YM NMUChMA JJI HAIIPABJIEHUS 10 AIEKTPOHHOMI IOYTE.

3.6. OTBETCTBEHHOCTh 3a MpaBUIIbHOE O(OpPMIIEHHE NTOKYMEHTa BO3JIaraeTcs Ha JIULO MOJINKCABIICe
JIOKYMEHT K OTIPAaBKE.

3.7. OtnpaBieHue JOKYMEHTa OCYIIECTBIISICTCS:

- B TCUEHUE TEKYIIEro pabouero JHs (€ciiv JOKYMEHT npeaoctasieH 1o 15:00);

- Ha cienyronui padounii nenp 10 11:00 (ecou qokyMeHT npegocrtaiieH mocie 15:00).

3.8. JIOKyMEHTBI C IOMETKON «CPOYHO HANPABUTh IO 3JIEKTPOHHOM MOYTE» M BU30H AUPEKTOpa WU
3aMECTUTEISI TUPEKTOPA OTIIPABIISAIOTCSI HEMEUIEHHO.

3.9.. TloaTBepkaeHUEM O TMOJNYYECHHHM MHCbMa aapecaToM SIBISETCS €ro OTBET, HANpPaBJICHHBIM Ha
anekTpoHHbld agpec MAOY «VYpenckas COI Ne 1». ABTomaTHyecKuil OTBET MOYTOBOIO CEepBEpa
WIM Kakou-nuOo Jpyro mporpaMmbl IpUEMa TMOYTHI B  KAdyeCTBE TMOATBEPKICHUS HE
paccMaTpHUBaETCS.

IV. Ilopsinok padoThl ¢ JOKYMEHTAMH, HANIPABJIsIEMbIMH U M0Jy4a€MbIMHU 110 3JIEKTPOHHOM
noure

4.1. OpraHu3aiuio MoJydeHHs MUCEM, MPUXOIIINX Ha O(QUIHAIBHBIA aJpec AJIEKTPOHHOW MOYTHI
MAOQOY «VYpenckas COLL Ne 1) ocyiiecTBIsS€T CEKpeTaph.

4.2. [lonydeHHble TO 3JIEKTPOHHOM IOYTE JIOKYMEHTHI pacredaTsiBatoTcs. Ha Hux mpocraBisiercs
LITaMII C YKa3aHUEM JIaThl [1OJIY4YEHUS.

4.3. Ecniu 57eKTpOHHOE MUCHMO M (WMJIM) TIPUKPETJICHHbIE K Hemy (aiiibl copepkaTt Oornee 15 muctoB
¢dopmara A4, To pacriedaTbIBaeTCs MEPBBIN JIUCT MUChMA UM €r0 CONPOBOAMTENbHAS YacThb. JlaHHOE
MUCHMO U IPUIIOKEHUE COXPAHSAIOTCS B 3JIEKTPOHHOM BHJIE /10 BOCTPEOOBAHUS.

4.4. Ha xaxnoe mnucbMo, Npumieqmnee Ha o(UUUAIBHBIA ajapec 3MeKTPOHHOH mnoutel MAOY
«Ypenckas COII Ne 1» 1omKHO OTHPaBIATHCS MOATBEPXKJIEHUE O MOJIYUYEHHH C YKa3aHHUEM JaTbl U
BPEMEHH ITOJIyYEHHUS [TUChMA.

4.5. Ecnu npUKpeIsIeHHbIE K JJIEKTPOHHOMY MHCbMY (ailibl MOBPEXKJIEHbl WM HE HMEIOT
paciupeHusi, TO JaHHOE MMHCbMO HE MPUHUMAETCS U YAAJISAETCs U3 TOUYTOBOTO SIIUKA.

V. TpeodoBanus k nucbMaMm, HanpaBjaseMbiM B MAOY «¥Ypenckas COLI Ne 1» u3 opranusanui
110 YJIEKTPOHHOM Mo4Te

5.1.JI0KyMEHTBI U MPUJIOKEHUS K HUM HANpPaBISAIOTCS HAa OQUUIUANBHBIM afpec 3JeKTPOHHON MOYTHI

MAOY «¥Ypenckas COL Ne 1» B BuJie NPUKPEIVICHHBIX (aiijIOB K 3JIEKTPOHHOMY ITUCHMY.

5.2. DNEeKTPOHHOE MUCHMO JIOJKHO COZEP>KATh B IOJIE «OT» KPaTKOE HaMMEHOBAHHE OpraHU3alliy, B

1I0JIE «TEMa» - Ha3BaHUE JOKYMEHTA.

54..B QJICKTPOHHOM MMHUCbMEC WJIN B ITPUKPCIUICHHBIX (bal?max C JJICKTPOHHBIMHU BEPCUAMU JOKYMCHTOB
JOJIXKHO OBITh 00SI3aTEIILHO YKa3aHoO:

- (hamMuIIHst, UMs1, OTUYECTBO PYKOBOAUTEISA, TIOJMHUCABIIETO JOKYMEHT;

- pamMIIInIo, UM, OTYECTBO UCIIOJIHUTEINS U €ro Tesie(oH;

- HOMEp U JaTa I0KYMEHTa;

- (haMuITus, UM, OTYECTBO ajpecara.

5.5. Ecam pa3mep oOTHpaBisieMbIX JOKYMEHTOB IpeBblmaeT 3MO, To paOOTHHK OpraHu3alui,
OTBETCTBEHHBI 32 OTIpPaBICHUE JOKYMEHTOB IO DJIEKTPOHHOM TIOYTE, apXUBUPYEeT HX C
ucnonb3oBanueM popmato apxusaimu RAR nmm ZIP.

5.6. Eciii mucbMO CONIEPIKHUT TOKYMEHT 0€3 yKa3aHus ajpecara, TO TaKOW JOKYMEHT HE TPUHUMACTCS
Y yJaJseTcsl U3 MOYTOBOIO SIIIMKA.



