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MOJIOKEHHUE
O NOPSAJIKE PABOTBI C
YJIEKTPOHHOMU IMTOYTOMN

I. O01ue moJ10KeHu A

1.1.  Hacrosmiee nojgoxeHue MPU3BaHO TapaHTHUPOBATh HaJJIEXKAIllee UCIIOJIb30BAHUE KOMITHIOTEPOB
U TEJIEKOMMYHMKAI[MOHHBIX pecypcoB corpyaHukamu MBOY  «VYpenckas COLI Ne 1».
1.2. B wmensx oOecnedeHuss HOPMAIbHOTO (YHKIIMOHUPOBAHHUS HHPOPMAIIMOHHO-TEXHUYECKUX
pecypcoB (manee UT-pecypcel) MBOY «Ypenckas COILl Ne 1» mombp3oBatens 00s3aH cOOIIIOIATH
JAaHHOE TIOJIO’KEHHE.

II.ITopsinok onpenensier:

2.1. Opranusanuio paboThl MO OTHpPaBKE IOKYMEHTOB 3JEKTPOHHOW IMOYTOW B TEppPUTOpUANIbHBIE
OpraHbl 1 KOMUTETA IO OOPa30BaHMIO U IPYrHe OpraHu3aluu;

2.2. Opranuzanuio paboThl ¢ JAOKYMEHTaMH, HAIpaBIseMbIMH M I0OJIy4aeMbIMH 110 3JIEKTPOHHOMH
1ouTe;

2.3. TpebGoBanuss Kk mnucbMaMm, HamnpasiaieMbiM B MBOY «Ypenckas COLII Ne 1» u3
TEPPUTOPUATIBHBIX OPTraHOB U KOMMTETA 10 00pa30BAaHUIO U JAPYTUX OpraHU3alMi MO AJIEKTPOHHOMN
IouTe.

I11. ITopsaok HanIpaBJIeHUs JOKYMEHTOB 10 3JIeKTPOHHOM M04YTe B TEPPUTOPHAIBLHbIE H
MeCTHbIe OPraHbl yIpaBjieHHeM 00pa3oBaHueM U JApyrue OpraHu3auum

3.1. Pemenue o HampaBlIeHHH JOKYMEHTOB IO JIEKTPOHHOM IOYTE MPUHUMAETCS JUPEKTOPOM HIIN
3aMECTUTENIEM JUPEKTOPA, KOTOPBIE TOTOBST IaHHBIE JTOKYMEHTHI.

3.2.0pranusanus paccbUIKM JOKYMEHTOB II0 JIEKTPOHHOM IIOYTE OCYIIECTBISETCS CEKpETapeM HIN
3aMECTUTENISIMUA AUPEKTOPA.

3.3. [lns HampaBiieHMsI 110 JIEKTPOHHOM IOYTE TOKYMEHTHI IIPEJOCTABISAIOTCA B MIEKTPOHHOM BHJIE U
Ha OyMa)KHOM HOCHUTEJE.

3.4. DnexTpoHHas BepCHUs TIOKyMEHTa JJOJDKHA B ce0s BKIIIOYATh:

- (hamumnuIo, UMS, OTYECTBO PYKOBOIUTEIS, MOANKUCABLIETO (HAPAaBUBIIET0) TOKYMEHT;

- (haMuIKIO, MMSI, OTYECTBO UCIIOTHUTENS, €r0 Telne(oH U aApec ANEKTPOHHON OYTHI;

- HOMEp U JaTy IOKyMEHTa;

- IepeYeHb OpraHu3aluii, B KOTOpbIe HEOOXOAUMO OTIPABUTH JAaHHBIM JOKYMEHT;

- K JIOKYMEHTY JI0J’KE€H ObITh MPUJIOKEH CIIMCOK IEKTPOHHBIX aIPECOB JAHHBIX OpraHU3aIuil.



3.5. Konust tokymeHTa Ha OyMa)XHOM HOCHUTEJIE BU3UPYETCS C TIOMETKOM «HAIPABUThH 110 3JIEKTPOHHOM
[I0YTE» AUPEKTOPOM WIIM 3aMECTUTEIEM AUPEKTOPA, KOTOPBIE TOTOBAT JAHHBIN JOKYMEHT C YKa3aHUEM
JaThl IOJA4X [IMCbMA JJIsl HallpaBJIEHUS 10 JIEKTPOHHOM MOYTE.

3.6. OTBeTCTBEHHOCTbH 3a MpaBUIIbHOE OPOPMIICHHE JOKYMEHTAa BO3J1araeTcsl Ha JIULO MOJIIUCcaBIIee
JIOKYMEHT K OTIPABKE.

3.7. OtnpaBieHue J0KyMEHTa OCYIECTBISETC:

- B TeUEHHE TEKYyILIEero pabouero aHs (eciau JOKyMEHT npenocTasiieH 10 15:00);

- Ha cieayrommil padounii neHb 10 11:00 (ecnu mokymeHT nipenocrasieH mocie 15:00).

3.8. JIoOKyMEHTBI C IOMETKON «CPOUYHO HANPABUTH IO 3JIEKTPOHHOM MOYTE» M BU30M TUPEKTOpa WU
3aMECTHUTEIISI TUPEKTOPa OTIIPABJISIOTCS HEMENJIEHHO.

3.9.. IloaTBepkIeHUEM O MOJIYYEHMM IUCbMa aJpecaToM SBIISETCS €ro OTBET, HAlpPaBICHHBIA Ha
anekTpoHHbIi agpec MbOY «Ypenckas COILI Ne 1». ABToMaTH4YeCKUil OTBET MOYTOBOIO CEpBEpa MU
Kakou-1100 Apyroi mporpamMmsl prueMa MouThl B KaueCTBE MOATBEPKICHHS HE pACCMAaTPUBAETCA.

IV. HOpﬂI[OK paﬁoTbl C JOKYMEHTAMH, HANIPpaBJISA€MbIMHA U NIOJYYa€MbIMHU 110 3.]'IeKTp0HHOﬁ
mnmo4yrte

4.1. OpraHu3zainuio MOJy4eHUs MHUCEM, MPUXOIANINX Ha OPUIIMAIBHBIN aIpec 3JIEKTPOHHON MOYTHI
MBOY «¥Ypenckas COIL Ne 1» ocymiecTBisieT cekperapsb.

4.2. TlomydyeHHble TO HJIEKTPOHHOW MOYTE JOKYMEHTHI pacredaThiBaioTca. Ha HUX mpocTaBisieTcs
LITaMII C YKa3aHUEM JaThl OJTYyYEHHUS.

4.3. Ecnm 37eKTpOHHOE TUCHMO U (WMJIM) TIPHKpPEIICHHBIC K HeMy ¢aitbl cogepxar 6omnee 15 nucroB
dbopmarta A4, To pacrieyaTbIBaeTCsl MEPBbI JUCT MUChbMa WM €r0 CONMPOBOAMUTEIbHAS YacThb. JaHHOE
MHUCHMO U TIPHIIOKEHUE COXPAHSIOTCS B DJIEKTPOHHOM BHUJIE 10 BOCTPEOOBaHMSI.

4.4, Ha kaxmoe NHUCHMO, TpHUIIEANIee HAa O(HUIMANIBHBIA aapec 3JIEKTpOHHOH moutel MBOY
«Ypenckas COLI Ne 1» m0mKHO OTHPaBIATHCS MOATBEPXKICHUE O MOJIYYCHHH C YKa3aHHEM JaThl U
BPEMEHH IOJTyUYEHUs NHUChMa.

4.5. Ecnum mpuKpervieHHbIE K JJICKTPOHHOMY THCBbMY (Dailyibl TOBPEXKICHBI WM HE HMEIOT
pacuIMpenusi, TO JaHHOE MHUCbMO HE IPUHUMAETCA U YAATIAETCA U3 TIOYTOBOTO SILIUKA.

V. TpeooBanus k nucbMaMm, HanipaBasgeMbiM B MBOY «Ypenckasa COIL Ne 1» u3 opranusanmi
10 YJIEKTPOHHOM Mmo4Te

5.1.JI0KyMeHTHI M NPUIOKEHUS] K HUM HalpaBiIsAlOTCS HAa O(PULHAIBHBINA aJpec 3JIEKTPOHHON MOYTHI

MBOY «Ypenckas COLL Ne 1» B Bue NpUKperyieHHbIX (ailyioB K JIEKTPOHHOMY ITUCHMY.

5.2. DIIEKTPOHHOE MHUCHMO JOJKHO COAEPXkaTh B IOJIE «OT» KpPAaTKOE HAMMEHOBAaHUE OPraHU3alluH, B

0JIe «T€May - Ha3BaHUE JOKYMEHTA.

5.4.. B o7eKTpOHHOM MHCHbME WM B MPUKPEIUICHHBIX (haiiax ¢ 3IEKTPOHHBIMH BEPCUSIMU JOKYMEHTOB
JIOJKHO OBITh 0053aTENbHO YKa3aHO:

- (hamunust, UM, OTYECTBO PYKOBOJIUTEIS, TOAMUCABILETO JOKYMEHT;

- (pamunuIO, UMS, OTYECTBO UCIIOIHUTENS U €T0 TENEe(OH;

- HOMED U JaTa JOKYMEHTa;

- (hamunusi, UMs1, OTUECTBO aJipecara.

5.5. Ecnm pa3mep OTHpaBisieMbIX JOKYMEHTOB IMpeBbiiaer 3MO, TO pabOTHHK OpraHM3aluy,
OTBETCTBEHHBII 3a OTHOpaBlieHUE JOKYMEHTOB IO OJJIGKTPOHHOM IIOYTe, apXUBUPYEeT HX C
ucnosib3oBanueM popmartos apxuBaimu RAR nmm ZIP.

5.6. Ecniu nucbMO cOIEpKUT TOKYMEHT 0€3 yKazaHUs ajipecara, TO TaKOH JOKYMEHT He MPUHUMAETCs
U yJAJIeTcs U3 MOYTOBOIO SIIUKA.



