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INOJIOKEHHUE
0 pabore ¢ 3JIeKTPOHHOH MOYTOM
MyHHUHMNAJIbHOrO GI0KETHOr0 A0IKOJILHOI0 06Pa30BaTEILHOI0
yupexxkaenus «/derckuii cag Ne 5 besnroriiuackoro paiionay»



1. O01ue MmoJoKeHust

1.1 Hacrosiniee monoxeHue o paboTe ¢ 3NEKTPOHHOM Mo4ToM MyHUIHNATIBHOTO
610 KETHOTO JIOLIKOJIBHOTO 00pa30BaTe/bHOr0 yupexaeHns «JleTckui caj Ne 5
BelorIMHCKOTO paiioHa» B CHCTeMe OJICKTPOHHOTO JIOKyMEeHTO000pOTa
pa3paboTaHo C Lebi0 BHEAPEHHUS OpraHu3alOHHON OCHOBBI 3¢ GpeKTUBHOTO
MpUMeHeHWs.  JNEKTPOHHOH  TOdThL AT ocylIecTBieHHsT ~ OOMeHa
KOPPECTIOHIEHIIHEH ~ MEXIY JIeTCKAM ~ CajioM,  BBIILIECTOSIIMMH opraHaMu
06pa30BaHMs ¥ TPOYNMH OpraHu3alUAMH.

1.2 Tlono)eHue ONpeeNsieT OCHOBHBIC MPUHLHIIBI OpraHM3alyy JIeKTPOHHOU
[10uTHl, OOMeHa MH(popMaLyen 1o 3JIEKTPOHHOM [OYTe, MOPANAOK MOATOTOBKH,
ydeta ¥ OOpalleHus JOKyMEHTOB, niepeaBaeMbix 110 37EKTPOHHOM IMOYTe B
cucTemMe 00pa3oBaHUs.

1.3 DnekrponHas moura /Jletckoro caja MOXET MCITIOJIB30BaThCsl TOJIBKO B
DYHKIMOHATBHBIX X 00pa30BaTEe/bHBIX LCIAX.

1.4 TTonp30BaTeNy JODKHBI HEYKOCHUTEIBHO CcO0JIIO1ATh:

- mpaBwWia ¥ HHCTPYKIMH TIO paboTe ¢ SIEKTPOHHOH [IOYTOM, a TaK)Ke MoMOorarhb
OTBETCTBEHHBIM 3a PaboTy 10UTHl, GOPOTHCA C HAPYIIUTEISIMA paBuI,

- 3TUYecKHWe HOPMbI OOIIeHMs (TONB30BaTeNIH 3JIEKTPOHHOM IOYTHI JOJDKHDI
OKa3BIBATh JIIOMSM TO XK€ yBaKeHHe, YTO ¥ IIPH yCTHOM OOIIIEHUH).

1.5 Tlepen oTmpaBlieHUEM COOBIIIEHHs] HEOOX0MMO TPOBEPATH TPaBONUCAHNE 1
rpaMMaTHKYy.

1.6 TTonp30BaTeisAM 3aNPEIICHO:

- yuacTBOBAaTh B PAacCChLIKE [ociaHui, He CBA3aHHBIX C 00pa30BATEIBHBIM
IIPOLIECCOM;

- mepechUiaTh MO MPOM3BOJILHBIM a/pecaM HesaTpeGoBaHHyI0 MHGOPMALHUIO
(criam); '
- OTIIPABJIATH COOOMIEHHUs IPOTHBO3AKOHHOTO MM HEATUYHOIO COJIePKaHUS.

1.7 DreKTpOHHOE MOCIAHKE ABISETCS SKBUBAICHTOM [TOYTOBOM OTKPBITKH U HE
JOJDKHO HMCIIONB30BaThCsl Ul MEPEChLIKH CEKpEeTHON H KOH(MHIECHLIAATBHON
uH(pOpPMALIUH.

2. Tlopsinok o06paboTku, mnepeaatin H npuemMa JAOKYMEHTOB IO
3J1eKTPOHHOM MoYTe

2.1 TIo 31eKTPOHHOM MOYTe MPOM3BOJAUTCS MOTYHCHNC 1 oTnpaBka HHPOPMALUH
3aKOHO/IATEIBHOr0, HOpMaTUBHO-IIPABOBOTO, yue6HOro, y4eOHO-METOUIeCKOro
xapakrepa.

2.2 OrepaTopoM 3IeKTPOHHOH MOYTHI (manee — omepaTop), OTBETCTBEHHBIM 33
06paboTKy, Iepeaady ¥ MpueM uHpOpMAIL|K IO 3J€KTPOHHOM MOYTe SABIAETCS
3aBeaytonuii JleTckoro caza.

2.3 Tlpu co3naHuy MEKTPOHHOTO SIIKKA ONEPATOP JleTckoro caja HanpasJisieT B
Yrpasienre 00pa3oBaHUs CBOW SJICKTPOHHBIC PEeKBU3UTHI 171 (POPMHUPOBAHHS
0a3bl JaHHBIX.



2.4 Jletckuit cajx [OMKEH OOeCreduTh GecniepeboitHoe  (PYHKIIMOHHPOBAHHE
3JIeKTPOHHOM MOYTHI, OCYILIECTBICHUE IMPOBEPKH BXOJSAILIEH TOYTBI HE pPEexe
YeThIpEX pa3 B JeHb (HE MO31HEe 9y.30 MHH., HE MEHee 2-X pa3 B TECUCHHC
pabouero nHA ¥ 32 30MMH. 10 OKOHHYAHHMA paboyero [HA) C 00s3aTENbHBIM
TIOITBEPIKICHUEM O TIPOUTCHUH THUCHMA.

2.5 OTBEeTCTBEHHOCTh 3a HEHaUIEKAIIyt0 IOAr0TOBKY uH(opMalMu K nepeaade
T10 I€KTPOHHOMN TOUTE HECET ONepaTop 371eKTpOHHOM mouThl. Bee repe/iaBaeMble
10 DJIEKTPOHHOM MouTe (aibl JOKHBI poiTH MPOBEPKY aHTHBUPYCHBIMH
CpeICTBaMH. \

2.6 TlepenaBaeMble C TIOMOUIBIO 3JIEeKTPOHHOM TOYTHI O(QHUIHATBHBIE JIOKYMEHTBI
JIOIDKHBI UMETh MCXOIALIKI PerHCTPAIMOHHBIA HOMED.

2.7 Bece mepenaBaeMble y4eOHO-METOAUYECKHES U CrpaBoYHO-UH(OPMALUOHHBIC
MaTepyasIbl JOJDKHBI IepeaBaThCs ¢ CONPOBOAUTEILHLIM MTUCBMOM.

2.8 TlepemaBaeMas ¥ MpUHHAMaeMas B aapec Jlerckoro caja 3JEeKTpOHHAs
KODPECTIOH/IEHIUS ~ PETMCTpUpYeTCs B COOTBETCTBHMH c  TpaBWJIaMHU
JIeJIONPOM3BO/ICTBA, YCTAHOBJIEHHBIMH B JI€TCKOM Cazy.

2.9 Jlis OTHpaBKH DIEKTPOHHOTO COODLICHUs IONB30BATEIb odopMIIseET
JIOKyMEHT B COOTBETCTBHH C TPeGOBAaHUAMH, NPEABABIAEMBIMH K 0(hOpMIIEHUIO
oUIMANBHBIX TOKYMEHTOB, B 3JIEKTPOHHOM BHIIE H npeJcTaBiIseT Ha HOCUTEIE
MH(OPMAITUH OIIEPATOPY EKTPOHHOH TIOUTHL.

2.10 Ipu momy4eHur dJICKTPOHHOTO coo01IeHus OIIepaTop:

- PETMCTPHPYET €r0 B yCTAHOBJIEHHOM IOPAIKE;

- paccMaTpuBaeT [OKYMEHT WM Tepefaer JIOKyMCEHT HAa paccMOTpeHHe,
HEINOCPEeACTBEHHO aapecary,

- B Clyd4ae HEBO3MOXKHOCTH IIPOYTEHHsS OJICKTPOHHOTO coo0LeHus
yBeIOMIISIET 00 5TOM OTIPaBUTES.

2.11 IlpuHsATEIE W OTIpPABJICHHbIC SJIEKTPOHHBIC CcOOOIIIEHUsT COXPaHSIOTCI Ha
JKECTKOM JIMCKE KOMIIBIOTEPA B COOTBETCTBYIOLIMX apXUBHBIX TIOKyMEHTAX.

2.12 OmepaTop OCYIIECTBISET PACCHUIKY AOKyMEHTOB B 3JIEKTPOHHOM BHJIE Ha
ajpeca dJEKTPOHHOM MOYTHI IS obmeHa OoGUIMATBHON KOPpPECIIOH/IEHIIEH B
COOTBETCTBUU C J;aHHBIM [loJI0KeHUEM.



