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IOJIOXKEHHUE
0 paboTe ¢ 3JIEKTPOHHOH MOYTOM
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0 paboTe ¢ 2JIeKTPOHHOM MOYTOMH

B CHCTEMe JIEKTPOHHOI'0 IOKYMEHT0000poTa
TOCYJAPCTBEHHOI'O BIO/IZKETHOI'O YYPEKAEHUS

JOIIOJHHUTEJBHOI'O OBPA30OBAHUS
«JleTeKo-0HOMECKasi CIOPTHBHAS mKoaa Ne2 r.Apryn»

1. Obmue mosoxKeHU
1.1. Hacrosimee nonoxxenne pa3paboTaHO C LEIbIO BHEAPEHUS OPraHH3aldOHHOM
OCHOBBI 3()()eKTUBHOT'O NPHUMEHEHHS IEKTPOHHOM IIOYTHI JUIs OCYIIIECTBICHHS
00MeHa KOppecIoHIeHIHeH MeX Ty 00pa3oBaTebHBIMU yIpekKISHHAMY,
BBIIIECTOSIIIMMH OpraHaMu 00pa3oBaHus (Jajee - YIpe)KIeHHIMH 00pa30BaHus)
U IIPOYMMH OpPTaHU3ALUSIMH.
1.2. icnonb3o0BaHHe 3JIEKTPOHHOM HOYTHI B TOCYIAPCTBEHHOM OIOIKETHOM
YYPEKICHAH JOMOTHUATEIBHOrO 00pa3oBaHus «JleTcko-IoHoIIecKas CIIOpTHRHAS
1rkona No2r. ApryH» peryaupyloT YCIO0BHS U IOPSIOK paboTEI ¢ 3JIeKTPOHHOM
TIOYTOM B CHCTEME 3JIEKTPOHHOI'O JOKYMEHTO000POTA.
1.3. Tlonoxenue onpeienseT OCHOBHbIE IPHHIUITEI OPraHH3AIAY DIIEKTPOHHOM
04TEI, 0OMeHa HHpOpMaIHeil 0 3TeKTPOHHOH [M0YTe, MOPAIOK [10JTOTOBKH,
y4eTa u oOpalieHus JOKyMEHTOB, [lepeiaBaeMbIX 110 3JIEKTPOHHOI [oYTe B
cucTeme obpa3oBaHHs paioHa.
1.4. Tlonoxenue nmpegHazHaYeHO I pAOOTHUKOB IIKOJBI, CBSI3aHHBIX C
MOJIyYCHUEM U OTIPABKOM KOPPECIOHIECHIIMU B 3JIEKTPOHHOM BH/IE ITO POAY CBOEH
NESTeNBHOCTH.

2. Ilens 1 Ha3HAYEHHE YJIEKTPOHHOH MOYTHI
2.1. Lenbro npuMeHeHHs SIeKTPOHHOM MOYTHI [yisi 06MeHa KOPpPECIOH IeHIuet
SIBJII€TCS IIOBBIIIEHHE OIIEPATUBHOCTH BHYTPUBEIOMCTBEHHOIO U
'MEKBETOMCTBEHHOI0 HHPOPMAI[HOHHOTO B3aUMO/ICUCTBHUS YUPEKICHHH
00pa3oBaHus 3a CUET COKPAIIEHHs BPEMEHH I0CTaBKH KOPPECIIOHACHIIUH U
YMEHbIIEHHS 3aTpaT BpEMEHH [IPH IOATOTOBKe U 00paboTke HH(BOPMAIIUH.
2.2. ObmeH (oTnpaBKa U IpHeM) 3JIEKTPOHHOH KOPPECTIOHAEHI[HEN IIPOU3BOIUTCS
B BHJIE «IIHCEM C BIOXKEHUEM (ailoBy.
2.3. Tpebosanus Hacrosmero [1o0)xeHnsT HE pacpPOCTPAHAIOTCS Ha
OpraHM3alio 0OMeHa JJOKYMEHTaMH . JaHHBIME IS CIIy)KeOHOT0 TONIb30BaHuU,
IJ15 KOTOPBIX YCTAHOBJIEH COOCTBEHHBIN perjiaMeHT oOMeHa.
2.4. Tlopsmox oOpaleHust ¢ JOKyMEHTOM, OIyYaTeNleM | OTIIPaBUTEIEM
KOTOPOTI'O ABJIAIOTCS aOOHEHTHI 3JIEKTPOHHOMN ITOYTHI, aHAIOTHYEH OOPAIEHHIO C
MaTepHallaMy, TI0JIy4YEHHEIMH [TOCPEACTBOM (haKCUMUIBHOM CBSI3H.



3. OpranuszaunoHHoe odecneYyeHne 31eKTPOHHOH MoYTHI

3.1. Opranu3annonHOe o0ecTriedeHrne paboThl SIEKTPOHHOH IMOYTHI B CHCTEME
3JIEKTPOHHOTO JIOKYMEHTO000pOTa IIKOJBI OCYIIECTBISIOT COTPY/IHUKH,
OTBETCTBEHHBIE 32 BEJICHUE JIEJIONIPOU3BOICTBA.

3.2. OTBeTcTBEeHHBIE 32 pabOTY 3JIEKTPOHHOM MOYTHI HA3HAYAOTCS TPHKA30M
pykoBomutens JJHOCIII u3 yucna coTpyAHUKOB YUPeXKASHUs, HECKOIBKO (DYHKITHI
MOXKET BO3JIaraThCs Ha OJTHOIO COTPYIHHKA.

3.3. OrBeTcTBeHHBIE 32 HHMOPMATU3ALUIO, PAOOTY 3JIEKTPOHHOHN MOYTHI
PYKOBOICTBYIOTCs HacTosAmKM [lonoxenuem, yTBepKIeHHBIMU PYKOBOAUTEIIEM
YUpeXKIEHUS.

3.4.I'BY 1O «/letcko-toHoIIecKas: CIOPTHBHA mmKoia Ne2r. ApryH» OpraHuszyet
OJIMH O(UIIMATBHEIN 3JIeKTPOHHEIA MOYTOBLIN MK dSch-2argun@mail.rums
obmena O(UIIMATIEHON KOPpPECTIOHACHIMEH, ToUIe)Kalell peTUCTpaIlid B
YUpEeXIEHUSIX 00pa30BaHUSI.

3.5. OnepatuBHyt0 paboTy Mo OTIIPaBKE U IPHEMY O(DUIIHATBHON
KOPPECIIOHICHIINH, 3aPerUCTPUPOBAHHOMN HITH MTOUIEKAIlEH PETHCTPAIIUH B
yUpexJIeHUssX 00pa3oBaHus, BEIMOIHIET OTBETCTBEHHBIN 32 pabOTy 3JIEKTPOHHOTO
IIOYTOBOTO SIIIIAKA YUPEKICHHUS.

3.6. OtmpaBka ¥ MpyUeM MUCEeM MOBCEIHEBHOTO XapaKTepa OCYIIeCTBIIETCS
COTPYAHUKAMH YUPEKIECHHS CO CBOMX DJIEKTPOHHBIX IIOYTOBBIX SITUKOB.

3.7. OTBeTCTBEHHBIN 3a MOIY4eHHE JIEKTPOHHOM MOYTHI JOJDKEH IIPOBEPSTH
KOPPECIOH/IEHIIHIO He pexe 3 pa3 B pabouee Bpems — He nosgnee 9.30, 12.30,
14.30 yacoB u 1o Mepe HeOGXOAMMOCTH.

3.8. OTBeTCTBEHHBIN 3a NEKTPOHHYIO IOUYTY 00513aH CBOEBPEMEHHO COOOIIHUTE
aZipecaTaM U3 aJpecHO KHUI'M 00 U3MEHEHUH aJlpeca CBOEro JIEKTPOHHOIO
IIOYTOBOTO SIIIIHKA.

4. Tlopsinok NMOATrOTOBKH, y4eTa H o0OpamieHusl JOKYyMEHTOB,
nepeaaBaeMbIX 110 JJIEKTPOHHOH MoyYTe

4.1. JlomKHOCTHOE JTHIT0, MMOAMUCHIBAIOLIEE TOKYMEHT, TUTAHNPYEMBIH K OTIIPaBKe
I10 3JIEKTPOHHOM I10YTE, TEM CaMBIM FapaHTHUPYET OTCYTCTBUE B HEM CBEJICHUH,
KOTOpBIE HE MOT'YT IepefaBaThCsl B OTKPBITOM BHJIE [0 KaHAJIaM CBSI3H.

4.2. JIOKyMEHTBI, OTIPaBIISIEMBIE IO 3JIEKTPOHHOMU MTOYTE, TOJDKHBI
COOTBETCTBOBATH TPeOOBAHUAM, IPEABABIAEMBIM K 0DOPMIIEHHIO ODHITHATIEHBIX
TOKYMEHTOB.

4.3. Tlepenasaemble ¢ HOMOLIBIO JIEKTPOHHON NOYTH O(UIHATBHEIE JOKYMEHTEI
IOJDKHBI UMETh UCXOSIIANA PErUCTPALIHOHHBIA HOMED U OTIIPABIISITHCS HA
o(ULHANBHBIN JIEKTPOHHBINA HOYTOBBIH SIIUK YUPEKICHHUS.

4.4. IlepenaBaemas ¥ IpUHAMaeMas B a[Jpec IIKOIBI O(UIIHAIbHAS SJIEeKTPOHHAs
KOPPECIIOHICHIMsI PETUCTPUPYETCS B COOTBETCTBUH C IIPaBUIIaMU
JIeJIONIPOU3BO/ICTBA, YCTAHOBIEHHBIMY B IIIKOJIE, 3aT€M pacnevyaThlBaeTcs B 1
DK3EMILISIPE.

4.5. OTBeTCTBEHHBIH 3a 3JIEKTPOHHYIO II0YTY B IIKOJIE HODKEH OCYIIEeCTBIISATh:



- IPHEM B YCTAHOBIIEHHOE BpeMs OQHUIIHAIBHON KOPPECTIOHIEHIIAH

- IpHeM JOKYMEHTA JIJIsi PETHCTPAIMH B KypHaJle BXOASIIEH WIH, eClId YKa3aHo,
HETIOCPEACTBEHHO aJIpecary;

- B CJTy4ae HEBO3MOKHOCTH MIPOYTEHUS 3JIEKTPOHHOTO COODOIIEHUS YBeIOMIISET 00
3TOM OTIIPABUTEIIS;

- OTIIPAaBKY B OFOBOPEHHBIE CPOKHU afipecaTy o(pHIIHaIbHON KOPPEeCTIOHICHINH,
0OpPMIICHHOH B COOTBETCTBHHU C TPEOOBAHUSAMH, TPEABSIBISEMBIMHU K
opopMITeHHIO 0(UITHATBHBIX TOKYMEHTOB;

- KOHTPOJIb IOCTaBKH KOPPECIIOHAEHIIMHU ¢ HCIIONb30BaHHEM MEXaHU3Ma
YBEIOMJIEHHH TTOYTOBBIX KJIHEHTCKHUX MPOTrpaMM (KJIH 110 APYTUM JOCTYITHEIM
KaHajlaM CBSI3H) U MPE0CTaBIICHUE UCIIOIIHUTEIIO JOKyMEHTa HE00X0IMMOi
uHbopMaIUK 0 JOCTAaBKe KOPPECIIOHAECHIUY;

- B cIy4ae HeBO3MOJKHOCTH IIPOYTEHHS 3JIEKTPOHHOTO COOOIIEHHS YBeIOMIISIET 00
3TOM OTHpPaBUTEIS,

- IPUHATHIE W OTIIPABIECHHBIE DIIEKTPOHHBIE COOOIIEHUS COXPaHATh HA KECTKOM
JIMCKE KOMITBIOTEPA B COOTBETCTBYIOIIUX APXUBHBIX MaNKax.

4.6. 3ampelnaeTcs HCITOJIB30BATh JICKTPOHHBIN MOYTOBBIH AWK YIPEIKACHHAH
JUTs paCCBhUIKHM PEKJIAMHBIX COODIIEeHUH (criama), cooOIeHn MPOTHBO3aKOHHOTO
WY HEOTUYHOTO COAEep KaHUsI.

4.6. Ilonb3oBarenu 3JEKTPOHHON MOYTHI JOJDKHBI OKa3bIBATh JIIOSM TO e
YBaKEHHUE, YTO U NIPH YCTHOM OOIIEHHUH.



