PEFJIAMEHT PABOTbI C JIEKTPOHHOM NOYTOM
1. O6wme nonoxeHus

1.1. Hacrtodwmue pernameHT PperyavpyrloT YCNOBUA W MNOPALOK UCMNOSb30BaHUA
3/IEKTPOHHOM NOYTbl B ceTu NHTEpHET 4yepe3 pecypcbl 06pa3oBaTeNbHOM OpraHmM3aunm
yyalMMmnucsa n neagarormyecknumMn paboTHMKamm obpasoBaTenbHOWM OpraHmM3aunm.

1.2. Vicnonb3oBaHMe 3N1eKTPOHHOM NoYTbl B 06pa3oBaTeNbHOM OpraHusaumn HanpasfieHo
Ha pelweHMe 3agady y4debHO-BOCMMTATENIBHOrO  Mpouecca W OCyllecTBAeHune
aAMMHUCTPATMBHbLIX  3ajaud: 3N1IeKTPOHHOr0  AOKyMeHToobopoTa C  opraHamm,
OCYLLECTBNAKLWMMM yripaBaeHne B cdhepe obpas3oBaHus.

1.3. Ncnonb3oBaHMe 3/1EKTPOHHOM MOYTbl B CETU WMHTEPHET BO3MOXHO MpU YCI0BUMK
O3HAKOMJIEHUST  Nnua, NOJb3ylLlleroca ceTbio WHTepHeT B obpa3oBaTenbHoMn
opranmsauum, c lNpaBunaMmmn MCNonb3oBaHUSA ceTU MHTEPHET N HACTOSALLMM PErTAMEHTOM.
1.4, MMeeT CBOM aapec
3/IEKTPOHHOMN NOYThI: @

1.5. NMosb3oBaTenam JaHHOro CepBuca 3arnpeLLeHo:
-yyacTBoBaTb B paccblyIke NOCAaHUN, He CBA3aHHbIX C obpa3oBaTenbHON WAKU

aAMWHUCTPATUB-HOM AesATeNbHOCTbIO obpa3soBaTenbHOro yypexaneHus;
-nepecbilaTb MO MPOM3BOJIbHLIM aapecaM He 3aTpeboBaHHyto noTpebutensmm
nHdopmMaumo (cnam);

-0TNpaBnsATb  COOOLLEHMS  MPOTUBO3AaKOHHOIO WM HE3TUYECKOro  COoAepXKaHus;
-MCMNoJIb30BaTb MACCOBYO PaCChIsIKy 3N1E€KTPOHHOM MOYTbI, 3@ UCKOYEHMEM HEOBXOAMMbIX
CnyyJaes;

-3/1IEKTPOHHOE TMOC/NaHWe He [OO0/IKHO MCMNOoSb30BaThCs ANS MEpPecblIKM CEKPETHOW W
KOHbUAEHUManbHOM MHdOpMaLMK, pernaMmeHT obMeHa KOTOPbIMU YTBEPXAAETCA UHbIMU
HOPMaTMBHO-NPaBOBbIMW aKTaMu.

2. Nopsinok 06paboTku, nepenayn n npMeMa AOKYMEHTOB MO 3/IEKTPOHHOM NoyTe B LENaX
[leNonNpon3BOACTBa

2.1. Tlo 3NeKTpOHHOW rMo4YTe NpPOM3BOANTCS MONy4YeHUe U OTnpaBka MWHGoOpMaunm
3aKoHoAaTeNbHOro,  HOPMATUBHO-NpPaBoOBOro,  y4yebHoro,  y4debHO-METOAMYECKOrO
Xapaktepa B y4pexaeHus ob6pa3oBaHMS W oOpraHbl ynpaBneHus obpas3oBaHMeEM
MyHMUMNanbHoro obpasoBaHusa u apyrux cybbvektoB Poccuinckon ®depepaumun, a Takxke
6AMXHero n ganbHero 3apybexbs.

2.2. Onsa o6bpaboTku, nepepaum M npuema UHdoOpMauMM MO 3SEKTPOHHOM no4yTe B
obpasoBaTesibHOW OpraHu3auuMmn NpMKasoM AUMPEKTOpPA Ha3HA4aeTCsl OTBETCTBEHHOE N0
(onepaTtop).

2.3. Ans ocyLecTBeHNs CBOUX AOKHOCTHbIX 0693aHHOCTEN AnpekTop obpa3oBaTenbHOM
opraHusauuMm [O/KeH NpeaocTaBuUTb OMNepaTtopy 3SNEKTPOHHOr0 MOYTOBOro  fAwMKa
KOMMNbIOTEp C BbIXOAOM B WHTepHeT, nNpuHTEp W CKaHep, a Takxe obecneynTtb
6ecnepeboiiHoe QYHKUMOHMPOBaHNE CcepBuCa 3SNEKTPOHHOM MOYTbl W perynsipHoe
nony4dyeHue n oTnpaBky MHpopMaummn B TedeHne Bcero pabouero aHs ¢ 8.00 go 17.00.

2.4. OTBETCTBEHHOE NNLO HamnpaBnsieT aApec 3/1eKTPOHHOM NoYTbl 06pas3oBaTefIbHOMo
yupexaeHuss B opraHbl YynpaBfieHUss 06pa3oBaHUs PasHOro ypoBHA. B aanbHelwem
JlaHHOEe OTBETCTBEHHOE NMUO coobwaeT O NobbiX U3MEHEHUAX aApecoB 3/IEKTPOHHOM
NnoYTbl (CBOMX COBCTBEHHbIX M CBOMX aapecaToB).



2.5. Bce nepepaBaeMble MO 3/IEKTPOHHOM Mno4dTe alinbl AO/MKHbI MPONUTU MNPOBEPKY
aHTMBUPYCHbIMM  cpeacTBaMu. OTBETCTBEHHOCTb 3@ HeHaanexallyl noAroToBKy
WHpOpMauMM K nepepave no 3/EKTPOHHOM MO4YTEe HeceT OTBETCTBEHHbIM 3a paboTy C
3/IEKTPOHHOMN NOYTON.

2.6. lNepenasaemMble C MOMOLLbIO 3/1IEKTPOHHON MOYThl oduLManbHble AOKYMEHTbI AOSKHbI
MMETb UCXOASALWMIA PErncTpaLlnNoOHHbIN HOMep. Pa3Mep BNOXEHUSA MOYTOBOrO COOOLLEHUN
He AoskeH npesbiwaTtb 50 M6anT.

2.7. TlNepepnaBaemMass W NpuHMMaeMass B aApec 06pa3oBaTENbHOINO Yy4ypexaeHus
3/1EKTPOHHAA KOPPECNOoHAEHLUMUA PErncTpupyeTca B COOTBETCTBUM C MpaBuIaMu
[IENONPOM3BOACTBA, YCTAHOB/IEHHBIMW B 06pa30BaTENbHOM OpraHu3auunm.

2.8. [na oTnpaBkM 31EKTPOHHOro coobweHnsa nosb3oBaTenb (yuuTenb wWau
obyyarowmiics) odbopMnaer  OOKYMEHT B  COOTBETCTBUM C  TpeboBaHuaAMU,
npeaobsiBAsSeMbIMNU K 0DOPMNEHUI0O odULManbHbIX AOKYMEHTOB, B 3/IEKTPOHHOM BUAE U
npenocTaBnsieT Mo JIOKAJIbHOM CEeTU WM  Ha CbEMHOM HocuTene uHdbopMauum
OTBETCTBEHHOMY 3@ paboTy C 3/1EeKTPOHHOM NOYTON.

2.9. MNpn noay4YeHnn anNeKTPOHHOro coobueHmns OTBETCTBEHHbIN 3a paboTy C 3/1eKTPOHHOM
MoYyToMm:

- PErucTpmMpyeT ero B yCTaHOB/IEHHOM MOpPSIAKE;

- nepeaaeT AOKYMEHT Ha PacCMOTPEHWE pyKOBOAMTEN 06pa3oBaTesibHOM OpraHu3aunm
WK, eCNN YKasaHo, HEMOCPEeACTBEHHO aapecarTy;

- B cniydae HEBO3MOXHOCTU MPOYTEHUA SJTEKTPOHHOIO coobuweHuns YBEAOMIIAET 06 aTOM
oTnpaBuUTeEnNA.

2.10. TMpwn odopMieHnn 31eKTpOHHOro coobweHnsa obs3aTenbHbl K 3arnofHEeHUKO
cnepyrouwme nons:

-fata nosyyeHus (oTnpaBku) coobueHuns;
- aapec nonyyartens n oTnpasuTens;
- TEMa 3/1IeKTPOHHOro coobueHuns;

2.11. MNpuHATbIE N OTMNpPaBNEHHbIE 31EKTPOHHbIE COOOLEHNS COXPAHSAKTCA Ha XECTKOM
AVNCKEe KOMNbOTEpPa B COOTBETCTBYOLWUX apXUBHbIX Nankax.

3. Mopsaok obpaboTku, nepesaum n npueMa AOKYMEHTOB MO 3/1EKTPOHHOM nouyTe B
obpazoBaTenbHbIX Lensx

3.1. Ana nonydyeHuMss BO3MOXHOCTM paboTbl C 3/1IEKTPOHHOM MOYTOM MNefarornyeckuM
paboTHMKaM obpazoBaTesibHOM opraHm3aummnm Heobxoammo o6paTUTLCS 3a paspeLlleHmnem K
MUy, Ha3Ha4yeHHOMY OTBETCTBEHHbIM 3@ oOpraHuM3aumio paboTbl ceTu WHTepHeT B
obpa3soBaTesibHOM opraHu3auuu.

3.2. Mo pa3pelleHnto nmua, OTBETCTBEHHOIO 3a opraHmsaunto paboTbl cetn UHTEpHET U
orpaHuyeHue [ocCTyna, negarorndeckne paboTHUKKM o6pa3oBaTeslbHOM OpraHu3auunm
PErNCTPUPYIOTCA B XypHane ydeta paboTtbl cetm WHTEpHET M mnony4yawT AOCTyn K
KOMMbIOTEPY C NOAK/OYEHHbIM NHTEPHETOM, NMocne 4yero OTBETCTBEHHOCTb 3a paboTy B
NHTEepHETE NepeknaabiBaeTCsa Ha Hero.



3.3. Meparornyeckme paboTHMKM, BeAylLME YPOK B paMkKax ydyebHOro mnjaHa wnu
NpOBOASALLME BHEK/IACCHOE MEPOMpPUSATUE:

- OCYLLECTBNASAOT KOHTPOJIb 3@ UCMOJIb30BaHMEM 06YYaOLWMMUCSA SNIEKTPOHHOM NOYThI;

- 3anpeLlatoT danbHenwyo paboTy y4yallerocsa ¢ 3NeKTPOHHOW NoYToN B ceTn NHTEepHET B
cnlyyae HapyuweHus ydawmmucs [lMpaBun MCNONb30BaHUS ceTu WHTEpHET, HacTosuwero
perfamMeHTa U MHbIX HOPMATMBHbIX AOKYMEHTOB, PErnaMeHTUpPYoLWMX UCMNoNb30BaHNE
cetn IHTepHeT B o6pa3oBaTenbHOM opraHm3aunm;

- MNPUHMMAIOT Mepbl MO NpeceyeHuto o0bpalLeHUn K 3/TIEKTPOHHOM MOYTe, HE MMEKLWUM
OTHOLLEHUSI K 06pa3oBaTebHOMY MpoLueccy;

- COO6LWAlT KIaCCHOMY PYyKOBOAUTENIO O MpeAHaMEpPEHHbIX MOMNbITKax 06y4dalroLmxcs
OCYLWeCcTBMTb oObpalleHne K 3SNEeKTPOHHOW TMoYTe, HEe WMEKWMUM OTHOWEHUA K
obpa3soBaTesibHOMY MnpoLeccy.

3.4. CBOMMM JINYHBIMM MOYTOBbLIMU ALLIMKAMM MOTYT MOJSIb30BATLCA YUMTENS AN nepeaaudn
coobLEeHNit, coaepxawmmMmn uHdopMaumio, COBMECTUMYIO C 3aJayaMu 06pasoBaHusa U
BOCMUTAHUSA yUaLLMUXCA.

3.5. Ona obydyeHuns paboTe C 21EKTPOHHOM MNOYTOW, Yy4awmecss MOryT nepecbinaTbh
coobuweHna TONbKO B nNpeaenax cetm obpasoBaTenbHOW opraHusaumu. [lpu
HeobXoAMMOCTU MUCCNenoBaTENbCKOW, MNPOEKTHOM AeATeNbHOCTM, Yydawmnecs MoryT
OTCbI1aTb COObOLWEHNs 3a npefenbl CETU TOAbLKO NOoA HabnwaeHMeM OTBETCTBEHHOrO
yuutens, BeayLlero 3aHsTue.

3.6. lMpu BeaeHUM 3SNEKTPOHHOW Nepennuckm MnepcoHanbHble AaHHble 06y4atoWmnxcs
(BkNtoyas hamMunanto u nms, knacc/rog obydenums, sospact, dotorpadumn, gaHHble O MecTe
XUTeNnbCTBa, TenedoHax W nNpo4vne, WHble CBEAEHUS JINYHOIO XapakTepa) MoryT
nepeaaBaTbCs, TOAbKO C MUCbMEHHOrO COrflacusi poAuTENen WAN WHbIX 3aKOHHbIX
npeacrasutenen obyvarLwmxcs.

3.7. MepcoHanbHble AaHHble npenogaBaTesnell U COTPYAHWMKOB MOryT nepeaaBaTbCs Mo
3/1EKTPOHHOM MOYTE TOSIbKO C MUCbMEHHOrO COrslacust Nnua, YbW NepcoHasbHble AaHHble
nepeaatoTcs.

3.8. B a/1eKTPOHHbIX NUCbMax 6e3 yBeaOMAEHNS U MOSYYEHMS COrnacus ynoMsiHyTbIX SnL
WIN WX 3aKOHHbIX npeAcTaBuTeNnen, MOryT ObiTb YyKasaHbl NuWb GaMmnmss n mnMms
obyuyatowerocs, nMb6o daMnunnsa MMsS M OTYECTBO YUUTENS, COTPyAHUKA obpa3oBaTenbHOM
opraHmsauumm unu poanTtens.

3.9. Mpu nonyyeHun cornacus Ha nepenayvy nepcoHanbHbIX AaHHbIX nNpeacTaButTens OY
06513aH  pa3bsCHUTL BO3MOXHblE PUCKWM U  MNOCNEACTBUS WX  ONy6AMKOBaHUS.
O6pasoBaTefibHasi opraHmM3auus He HeCET OTBETCTBEHHOCTb 3a Takue NocneacTBusl, ecnu
npeaBapuTENbHO 6bI1I0  MOSIYYEHO MWUCbMEHHOe cornacMe nvua  (ero  3akoHHOro
npeacTaBUTENS) Ha Nepeaady NepcoHanbHbIX AaHHbIX.

3.10. lMNpwn oTnpaBke coobLieHns Heobxoammo cobnaaTb nNpasBuna 3TUKETa U AeN0BOWM
nepenucku.

3.11. Bce nepeanaBaeMble dainbl 4ONKHbI NPOBEPSATLCS aHTUBUPYCHBLIMU NMpOorpaMMamMu.



3.12. Bce nepenaBaeMble Yy4yebHO-MeTOAMYECKME WU CNPABOYHO-UHPOPMALMOHHBIE
MaTepuanbl 40MXKHbI NepeaaBaTbCsi C CONPOBOANTENbHLIM MUCbMOM.

4. OTBETCTBEHHOCTb

4.1. U3MeHeHne HanMeHoBaHMS 0PULNANbHONO MMEHWN MOYTOBOrO SLLIMKA COrNnacoBbIiBaeT
C cneuvanuctamMm MyHMUMNANbHOro oOpraHa ynpaBaeHus obpa3oBaHWEM, BeAyLMMU
3/1IEKTPOHHbIN AOKYMEHTOO60OPOT.

4.2. OnepaTop 3N1eKTPOHHOM MoyTbl 06pa3oBaTeNbHOM OpraHm3aunm coobuwaeT o nbbix
N3MEHEHMUSAX 3N1EKTPOHHOro agpeca obpasoBaTe/nlbHON OpraHmM3aumn 3anHTEpecOBaHHbIM
opraHmsaumsMm n opraHam ynpassieHuss obpa3oBaHMEM B TedyeHue TpéX paboumx aHen ¢
yKasaHueM 0aThbl, C KOTOpOW M3MEHEHUS BCTynatoT B cuny.
4.3. OTBETCTBEHHOCTb 3a (MYHKUMOHMPOBAHME 3NEKTPOHHOrNO AOKYMEHTOObOpoTa B
yUYpexXaeHnum HeceT pyKoBOAMTENb YUPEXAEHUS.

4.4. O643aHHOCTN OTBETCTBEHHOrO /iNLA, Ha3HAaYeHHOro AMPEKTOPOM 06pa3oBaTesbHOM
OpraHM3aumMm 3a 3NeKTPOHHbIN AOKYMEHTOO60pPOT:

PerynsipHbln NpOCMOTP MNOYTOBOro swmMka 3 pasa B AeHb (OPUEHTUMPOBOYHO B 9u.,
124.,144).0TnpasndemMble agpecatam coobuweHus rotoButb B peaaktope Word, Excel,
PDF. CooblieHunsa, pa3sMep KoTopbix npesbiwaetr 300 K6, oTnpaBnaTe B BMAE apXUBHbIX
dannos. B pazgene «Tema coobweHUs» HeobXxoaAnMMO TOYHO yKa3sbliBaTb agpecata (KOMy
npegHasHayeHo, a B camMoM coobweHnn @.N. O. oTnpaButens wn  ero
AO/KHOCTL).OTnpasnseMble  coobuweHns HeobxoanMMo MpoBepsTb AHTUBUPYCHLIMU
nporpaMMamu, KOTOpble [AO/KHbl perynsapHo o6bHoBnsaTbCA. [lepen oTnpaBfieHUEM
CoobLLeHnsa unn otyeTa He06XoANMMO NPOBEPUTL NPaBONMCaHME U rPaMMaTUKy TeKcTa.



