[lpunoxenue 1
PEIJIAMEHT PABOTBI C DJIEKTPOHHOM [TOUYTOM

B OBPA3OBATEJIbBHOM YYPEXJIEHWUH
OBILME TTOJIOKEHW A

1. DNEeKTPOHHBIA MOYTOBBIH AMMK(M) YUPERKACHHS MOXKET HCIONB3OBATHCA TONBKO B CITYKEOHBIX
LEJIsIX.
3anpewaeresi: pacchblIKa JIMYHBIX TOYTOBBIX COOOLIEHHH, cliamMa, BIOXKEHMH ¢ BHUpycamy,
COOOIICHWH HEITMYHOrO WM TPOTUBO3AKOHHOTO XapakTepa, CBEJEHMH 1a  ciyikeGHOTO
TOJB30BAHUS U APYro# KoH(HAEHIHaIbHOH HHpopMamiy (6e3 ouLraibHO 3a1poca) U T.II.
2. Tlo 2JeKTPOHHON ToYTe 0OpPAa30BATENBHOTO YUpexkAEHHs NPOU3BOAMTCA 0OMeH MHpopMarHeii
3aKOHOJATE/IbHOT0, HOPMATHBHO-IIPABOBOT0, y4e0HOI0, yueGHO-METOANYECKOTO XapakTepa MeKIy
YYpeKIEHUIMH 00pasoBaHWs, OpraHaMH yNpaBieHdHs oOpasoBaHWEM PasHBIX  YPOBHE,
TOCTABIIUKAMK 000PYLOBAHHS W MaTepHasIoB, MOAPSAYHKAMH, MOCTABIIUKAMH YCIyr M APYTHMH
OpraHM3alUAMM, [PEANPHATHAMH W YYPEKACHHMAMH, CBA3aHHBIMH ¢ 00pa3oBarellbHbIM
YUPEKACHHUEM TOTOBOPHBIMH WIH HHBIMH 00s3aTeIbCTBAMH.
3. st obpabotku, mepeaun M npueMa MHQOPMALMH 10 SMEKTPOHHON MOYTE B YUPERICHUSX
00pa3soBaHus NIPUKA30M IUPEKTOPA HA3HAYAETCS OTBETCTBEHHOE JIMLD.
4. Ilonp30BaTeM 2JIEKTPOHHOI MOUTBI 0GPa30BATENBHOTO YUPEKACHHS JOKHBI CTPOTO COBIIIONATH

JIOKaJIbHBIE NIPABUIIA U HHCTPYKLIMK IO paboTe ¢ 2IeKTPOHHOM KOPpPEeCIOHACHIMEH, a TAKIKE TaHHBIH
Pernamenr.



[TOPAJOK OBPABOTKH, ITEPEJAUH U TIPUEMA JOKYMEHTOB
I10 DJIEKTPOHHOM ITOYTE

l. Yupexaenue oOpasoBaHus  jo/nkHO — ofecneuuts  OecriepeGoiiHoe  QyHKLMOHHUPOBAaHUE
SNEKTPOHHOM TMOYTHI! B TedeHHe BCero pabouyero BpeMeHH yupexaeHus (pabodero BpeMeHH
OTBETCTBEHHOIO JIMLIA).
2. TIpu monyd4eHHH BaXKHBIX ITMCeM, TPeOYHOUIMX TMOATBEPKIECHUA OTBETA, OTBETCTBEHHOE ML
0053aHO OTMPABUTH Takoe TMOATBepKAeHHe?. OTBETCTBEHHOE IMLO [OMKHO MPHHATH BCE,
3aBUCALIME OT HEro, Mepsl A oOecreueHus MpaBUIBHON HACTPOHKM MOYTOBOTO KIMEHTA s
BO3MOXKHOCTH OTHPABKH MOATBEPKAECHHUA MOJYUEHHS MHCEM B IITATHOM PEXUME,
3.1Ipu oTnpaBke BaXKHBIX I[MCEM, OTBETCTBEHHOE JIMLUO JO/KHO YKa3arb B COOOLIEHHMH
HEOOXOAUMOCTD TOATBEPIKIACHHUS MOJYUEHHA TMCbMa aipecaroMm.
4. [lepen ornpapieHHeM cO00IEHUA HEOOXOIUMO [IPOBEPATH MPABONMCAHME U TPAMMATHKY TEKCTa
coobmenus. Tekctsl Golbioro o0bEMa xKenareabHo OTIPABIATh B BUAE BIOKEHMUS.
5. DnektponHble nuckMa OBA3ATEJIBHO nomxHBl OBITE MOAIMCAHBl JTHLOM, MPOM3BOAMBLINM
OTNpaBKy KoppecnoHaeHUMu. HeoOxomumo HACTpOMTH MOYTOBBIA KIWEHT AJIs1 aBTOMAaTHYeCKOMH
BCTABKM IIOAIIMCH B IOYTOBbIE OTHpapieHus. lloanuck A0/DKHA copepikaTh: MMs, OTYECTBO H
(baMHIIHIO OTIIPAaBUTENA, NOJDKHOCTD, Ha3BaHHe 00pa30BaTe/IbHOIO YUpexIeHHs, Ha3BaHue ropoja 1
Kpas NpOXKHBaHMA (WM IPYroro HalMMEHOBaHHsA HACEICHHOTo IYyHKTa), KOHTaKTHOro Tenedona
OTIIPaBUTEIS.
6. Ilpu nonmyuennu CIIAMA (HexenaresibHble 3J1€KTPOHHBIE NMUCbMA, Kak IPaBHIIO, PEKJIAMHOIO
XapakTepa), OTBETCTBEHHOE JHLO 0053aHO cpa3y yIaiWThb TaKMe IHCbMa, HE OTKpPBIBas BIIOXKEHUC
(xenarenpHO 100aBUTH OTIPABUTENS B CIIUCOK 3a070KMPOBAHHEIX OTIPABUTENCH).
7. He pexoMeHJyeTcss yAalsTh BXOUslUMe M MCXOMALME IIMCbMAa B TeyeHue ydeOHoro roga. B
JaJbHEHIIEM, BO M30€KaHHUe MePerioHeHHs SJEKTPOHHOrO AIIMKA, CTapble HeaKTyaslbHble MUChbMa
MOYKHO YIaJlHTb.
8. XKenarenbHo cQopMUpOBATH CTPYKTYPY NanoK Ajs YNOPAAOYEHHs BXOIALIMX coobuieHuid. Bee
nepefaBacMbie IO 3JE€KTPOHHOH TMouTe BIokeHHA ((ainsl) NomAHBI OBITE TIpelBAPHTEIHHO
MPOBEPEHBl AHTHBHUPYCHBIMM cpezicTBaMH. OTBETCTBEHHOCTH 3a HEHAJJICKALIYIO MOIATOTOBKY
uHQOpPMALMKU K Mepefaye IO 3NEKTPOHHOH [104Te HeceT JIMLO, OTBETCTBEHHOE 3a pabory ¢
JIEKTPOHHOM 1OYTOH.
9. IlepenaBaemMble € MOMOLIBIO 3NEKTPOHHOH MMOYTHI O(GUUMAIBHBIE JOKYMEHTbI JIOJIKHBI HMETh
COOTBETCTBYIOLIME PEKBU3UTHI (MCXOAAIMINI perucTpalliOHHLIN HOMEp, HOMEp W [ary I[puKasa,
pacrmopsbkeHHs M T.IL). B Tekcre cooOuieHus HeoOXoauMo 00s3aTellbHO yKa3blBaTh PEKBU3UTHI H
Ha3BaHME NIEPECHIIAEMOTO BO BIIOKEHUH O(PUIMAIBHOTO JoKyMeHTa. [lepenaBacmas U npuHUMaeMast
B agpec 00pa3oBaTeNbHOrO  y4pexJIeHHs OoQuUManbHas BACKTPOHHAS — KOPPECIIOHICHLHS
PEruCTpUpYeTCss B COOTBETCTBMM € IIPaBUJIAMH  JEJIOIPOU3BOJACTBA, YCTAHOBJIECHHBIMH B
00pa30BaTeTbEHOM YUPEeK ICHHH,

10. Bce nepenaBacMble  y4eOHO-METOAMYECKHE W CTPaBOYHO-HH(DOPMAIMOHHBIE MaTCPHAIIb

1.1 ITon BecniepeboiitbivM HYHKIIHOHHPOBAHHEM HICKTPOHHOH MOUTEI [I04pasyMeBaeTcs paboTa MouToBOTO
KJIHEHTA ¢ BKIHOYCHHBIM 3BYKOBBEIM H BU3YaJIEHBIM OITOBEIIEHHEM NOJIYYCHHA SNICKTPOHHBIX MHCEM B TCUCHHE BCCTO
pabouero aus. [ToaTRepiKACHHE MOTYUEHHS (€C/IH HEOOXOIHMO) TOKHO OTNPABISTECA CPa3y MoCIe MoydyeHHd
coobueHus.

2.2 Kak npaBuio, 1is OTIpaBIeHUs MOATBEPKICHUA 1OCTATOUHO MOATBEPIHTE MONYUEHHE [THCEMA BO
BCIUTLIBAIOLIEM OKHE TOYTOBOrO KiHeHTa. Eciu no kakum nubo npHyHHaM noATBep i IeHHe OTIPABHUTD He yIa&rcs
(HempaBHIBHBIE HACTPOHKH [TOUTOBOrC KIIMEHTA U T.II.), OTBETCTBEHHOE JIMLO JOJDKHO OTIPABHTE NOATEEPIKACHHE
TOJIYHEHHs B¥KHOTO MHChMa MOOBIM TOCTYITHEIM CIIOCOG0OM (OTMpaBKa COOTBETCTBYIOLIETO MTHCHMA, [IEpEChLIKa

MOATBEPIACHHAS 110 (haKcy U T.L.), TeleQOHHEI 3BOHOK He ABIAETCA [OATBEPKIEHHEM T10JTyUeHUs MEKTPOHHOTO
NnHchMa!



JIOJDKHBI TIEPECHIIATHCA € COIPOBOAUTENBHEIM ITHCEMOM.

11. IIpy nosry4eHuy JIeKTPOHHOTO COO0LIEH s OTBETCTBCHHOE JIMLIO!

 PErHCTPUPYET €T0 B YCTAHOBJIEHHOM MOPSAIKE;

« OTIpeIeNAeT Mmoayyarens nucema (pykosogutens OY, 3amMecTHTENH pyKOBOAMTENs, OyXranTepus u
T.IL) M MepelaeT eMy JOKYMEHT Ha paccMoTpeHue. B ciydae, eciiv norydarens KOppecroHAeHUMH
OTBETCTBEHHOMY JIMIy  CJOXHO  OIPEIE]IHTh  CAMOCTOATE/IBHO, COOOIIeHHe —repenadres
pykoBoauTemo OV Win 0IHOMY U3 ero 3amecTtutesei. Ecin mUCbMO CONEPIKUT MOSCHSIOWMH TEKCT
K BJIOJKEHHIO, €r0 HEeOOXOJMMO TaKKe Mepelarh aipecaTy BMEecTe ¢ BIOXEHHEM (pacreyaraHHbIM
WIIK B JIEKTPOHHOM BHIE);

¢B CIy4yae HEBO3MOXKHOCTH [IPOYTEHHs OJEKTPOHHOrO COOOIIEHHs, yBeaomiser 00 5Tom
OTIIPaBUTEIA.



