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cr.JlaBaoxobcKoii

1. OGue 11oI0XKeHHs

1.1 Hacrosmee ITonoxenue 00 SneKTpOHHOM JokyMeHToo00poTe (nanee «Ilonoxkernuen), a
TAKXKE IPHIIOKEHHE K HACTOAIEMY ITonoxenuto yCTaHaBIIHBAIOT 06ILIHG NPHHITAIBI
oprasu3aiiy paboThl 3IeKTPOHHOH MoYTH B MyHHIHNIATLHOM OIOIKETHOM

00meo0pa3oBaTenbHOM YUPEKIEHHH —CpenHeil 06mmeoGpazoBaTensHOH mKoie UMeHH ['epos
Coserckoro Coroza M.51.@uneko cranuis! [1aBinomonsckoit Mosgokckoro paiona PCO-Ananus

TpeGoBaHus K 0(OPMIIEHHIO SEKTPOHHBIX TOKYMEHTOB, IOPSANOK MX 00pabOTKH, HCIOJIHEHH U
XpaHEHHUSL.

1.2 Hacrosmee ITonoxenne pa3paboTaHO B COOTBETCTBHH ¢ HHCTPYKITHEH 1O
JIEJIONPOM3BOICTRY , YTBEPKICHHOM prkazoM MuroOpasosanus Poccuu ot 24 mas 2000 rozxa
Ne 2286 u TOCT P 6.30-2003 «Yuubumupopanue CUCTEME] JOKYMEHTAIHH. Y HHQHIIHPORAHHAS
CHCTEMA OPraHU3alMOHHO-PACIOPSIUTENBHON oKyMerTanuH. TpeboBanus K 0(QOPMICHHIO
nokymenToB»; [lncema MunoGpasosanus PO or 20 nexabpsa 2000 r. N 03-51/64 "
MeToauyeckue peKOMEeHIAIHH o paboTe ¢ JOKYMEHTaMH B 00111e00pa3oBaTenbHbIX
yupekIeHnx". i IPUMEHSCTCS, €CITH HHOE HE IIPEyCMOTPEHO 3aKOHONATEILHBIMU HITH HHEIMH
npaBoBEIMH akTaMH Poccuiickolt @emepaiun.

1.3 B nrbOpMAIHOHHOM COIPOBOKASHUH U IKCILTyaTanun JokyMeRTo060poTa yUacTRYIOT:

1.3.1.Yupaenenue o6pa3oBaHus AJIMAHHCTPALH MECTHOTO CaMOYIIPABIICHHS Mo3znokckoro
paitona PCO-Ananus;

1.3.2.06pasoBaTensHEIe yupexieHHs Mo3IoKCKoro paiioHa;

1.3.3. MOuH PCO-Ananus:

1.3.4. JIpyrue yupexaeHHs H OpraHu3anuy.



Opranusanus 31eKTPOHHOTO JOKYMEHTOO00POTA OCYIECTRIIAETCS IPH HATHYHH
O(HIHMATEHOTO 3JIEKTPOHHOTO a/Ipeca IIKOJIBI Ha CepBEpe MECTHOIO OIlepaTopa CBI3H
HJIH HHBIX OpraHu3anui, MpeaoCcTaB/AOIIMX JAHHYIO YCIYTY.

2. DJIEKTPOHHBIV IOKYMEHT
2.1 TpeGoBanus, IpeaBARIIEMBIE K JIEKTPOHHOMY JOKYMEHTY:

2.1.1. DyIeKTPOHHEI JOKYMEHT HE HMEET FOPUINIECKOM CHIIBL, IIPH YCIOBHE OTCYTCTBHS

3JIGKTp0HHOﬁ IIOOMHCH, HO HIMECT IIPABO HCIIOJIB30BATHCA KAK FOPHIHICCKH 3HAYUMBIN
apryMeHnr.

2.1.2. DNeKTPOHHBIH TOKYMEHT COIEPIKHT clenyromue pasaens:: ([Ipunoxenne Ne '1)

* DPEKBH3HUTHI YUpEHICHHU,

e HCXOIALMIT HOMEP JOKYMEHTa,

¢  HHHIHAIBI HCIIOTHUTEI, HOATOTOBUBIIETO JOKYMEHT, €r0 KOHTAKTHEIH TenedoH u
pabGounii 371eKTPOHHEIH agpec

e JaTa perucTpaiuy,

¢ HOMED JOKYMEHTA, Ha KOTOPBIA OCYILIECTBISIETCS OTBET UIIH NOATOTOBICHO
NIPEJIOKEHHE,

e KOMY aJpecOBaHo,

e  COJEp:KaHHME JOKYMEHTa,

* HAUMEHOBAaHWE IOJDKHOCTH PYKOBOIUTEIS YUPEKIACHUS, €0 UHULIHAIIBI,

2.1.3. DnexTpoHHOE COOOIIEHHE IPHOOPETaeT CTaTyC SMEKTPOHHOTO JOKYMEHTA IIPH €ro
cootBercTBHH 11.2.1.2. Hacrogmero ITonoxenus

2.1.4. DNIeKTPOHHBIA JOKYMEHT, HMEIOIIHHA (OpPMY, HE COOTBETCTBYIOLIYIO YCTaHOBICHHOR
HacrosmuM [TonoxeHHeM, B KauecTBe 3JIEKTPOHHOrO JOKYMEHTa He PaCCMAaTPHBACTCH.
2.2. Ucmone30BaH#e NEKTPOHHOTO JOKYMEHTA.

2.2.1. DNeKTPOHHEI JOKYMEHT BCTYIIAET B CHUTy C MOMEHTA MOJIYYEHHS JIEKTPOHHOIO
JOKYMCHTaA adpeCaTOM.

2.2.2. DNeKTPOHHBIM JOKYMEHT, OJyIeHHBIH aJpecaToM:
¢ pacredaThIBAETCS Ha OyMa)KHOM HOCHTENE,

®  DPETCHCTPHPYETCs B JIEKTPOHHOM KYpHAJIC BXOIALUIUX JOKYMEHTOB ¢ YKasaHHCM HOMEpa
BXOJAIIEro JOKYMEHTA, JaThl IIOJIYICHH. ITo H606X0,I[HMOCTH — JaThl KOHEYHOI'O CPOKa
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HCIIONIHEHNST; faHHas HHpopManus 3aHocHTes Ha OyMaXKHBIH BapHAHT IOy 4CHHOTO
3NCKTPOHHOI'0 JOKYMCHTA.

e TICPEHACTCA JUPEKTOPY IIKOJIbI HIIH 3aMECTHTEIIIO JUPEKTOPa IUKOJIEI, Ha MOMEHT
OTCYTCTBHS JMPEKTOPa LIKOJIBI, Ha pACCMOTPEHHE U IICpeAatin JaNbHEAINX TOPYICHHH
B aJIpec cooTBeTCTRYIOMuUX HomkHOCTHEIX M MBOY COII ct.[1aBnoa0IbCKOH.

2.2.3. IlIkona uMeeT JIeKTPOHHYIO QopMy OraHKa HCXOAAIIET0 TOKYMEHTA, YTBEPXKICHHYIO
pykosoauteneM yupesxnerns. (ITpunoxenue Nel).

2.2.4. DNeKTPOHHBIA TOKYMEHT, OTIPABIAEMBIH aipecaTy, IODKEH COOTBETCTBOBAT
CIEIYIOMUM TpeOOBaAHHUAM:

e JOKYMCHT pacredaraH Ha GYMa)I{HOM HOCHTEJIE H UMECT OPUTHHAJILHYIO ITOAIHCh
PYKOBOAUTEIS YUPEKACHUA HIIH JOJDKHOCTHOTO JIMLA, €0 3aMEHSAIOIETO;

* JIOKYMEHT 3apErHCTPHPOBAH B JKypHAIE HCXOMAIIHNX JOKYMCHTOB, HMCET
PerucTpalMOHHBIH HOMED H IaTy PEruCTPaLty;

. OpHrHHaI JOKYMEHTAa C NOAIIHUCEIO pyKDBO,Z[HTeJIﬂ TMOAMIINUT B ITAIIKE JJ1 XpaHeHHA
uexomamux gokymenTos MBOVYCOILI cr.l1aBnogonecKoil.

3. OPTAHM3AIIM SJIEKTPOHHOI'O JIOKYMEHTOOBOPOTA ITPY PABOTE C
JIEKTPOHHOU ITOYTOM

ITpouecc 3IeKTPOHHOTO JOKyMeHTOo0G0poTa pH paboTe ¢ 3IIEKTPOHHOH nouToi hopMupyeTes
H3 CJIEIYIOIHX KOMIIOHEHTOB!

3.1 Ha3HaueHUe B LIKOJIE OTBETCTBEHHOTO AODKHOCTHOTO JIHIA, 00€CIICYHBAIOILETO
SNEKTPOHHBIH JOKYMEHTO00O0POT; YTBEPKACHHE AMPEKTOPOM LIKOJIBI PErIaMeHTa paboThI
JIOJDKHOCTHOIO JIMIla, Ha KOTOpOl"O BO3JIOKEHO BEJICHUE BHeKTpOHHOI‘O ,I[OKYMCHT 006op0Ta.

3.2.OpMHPOBAHHE 3IEKTPOHHOrO TOKYMEHTA COTNIACHO I1.2.]1. HACTOSIMIETO MOJIOKEHHS.

3.3. OTtmpaBka ¥ HOJTy4eHue 3EKTPOHHOT0 JIOKYMEHTA CPEICTBAMH 3IEKTPOHHOM MOYTHI (IIPH
H606X0,HPIMOCTH - IIPOBEPKA MO THHHOCTH HHBIMH Cpe,I[CTBaMH CBHSH).

3.3.1. OTnpaBKa ¥ [OIy4eHHE MIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIIACTCA ¢ HCIIOIB30BAHHEM
POrpaMMHBIX IPOXYKTOB, IPEAHA3HAYCHHBIX /I PAGOTEI C 3MEKTPOHHOH MOYTOH. Bri6op
TIPOrpaMMHOTO IIPOJYKTa OCYIIECTBIISETCS MIKOJIOH CaMOCTOATEIBHO.

3.3.2. TIpu HCTIOMB30BAHMHA TIOYTORBIX POTPAMM B LEMAX YI00CTBA I 9 EKTHBHOrO
HCIIONB30BAHMA paboyero BpeMEHH IIPEIIMOYTEHHE OTIACTCS porpaMMam, HMCIOIHM dyHKIHH
aBTOMaTH‘-IeCKOﬁ OTIPaBKH YBEOIOMIICHH A 0 l'IpOT-ITBHIfIIfI H 3arpoca yBe,H,OMJIGHIfISI 0 HPO‘ITGHHH.

3.3.3. KOHTpOIIb HOIy4CHHS aJpecaToM OTIPABICHHOrO 3JIEKTPOHHOro JOKYMEHTA
OCYILICCTBIACTCA OTBETCTBEHHEIM JIOJDKHOCTHEIM JIMIIOM VUPEKICHH, BEIYIIAM 3H€KTp0HHBII71
JOKYMEHTOOGOpOT IIp¥ paboTe ¢ AMEKTPOHHOMN OYTOH. .



3.3.4. B ciyyae o1cyTeTBHS B Teuenye 3-X 4acoB B pamkax paGouero BPEMEHH YBEAOMJICHHUS O

azapeca SJIEKTPOHHOH MOYTEI OTHPAaBUTEIIb BIIpaBE CYHUTATEL SJICKTPOHHEIH JAOKYMEHT
AOCTaBIICHHBLIM anpecary u IIPAHATHIM K HCIIOJIHEHHIO.

3.4. Otnpaeka TIOATBEPKACHHS IIOTYYEHHS JNEKTPOHHOIO JOKYMEHTA H 3aIpoca
IIOATBEPKACHHUS O IIOTYYECHHH:

3.4.1. Tlpu ucmonb30BaHHH TIOYTOBBIX POTPaMM, HMEIOMHX (yHKIuu aBTOMATHYECKOMH
OTIPABKH yBEIOMJICHHS O IPOYTEHHH H 3anpoca YBEIOMIICHHUS O IIPOYTEHHH, TpeOyeTcs
COOTBETCTBYIOMIAS HACTPOIKA IIOYTOBOL TIPOTPaMMBI [Ulsl BKIIOYEHHSA NaHHbIX ()YHKIIHUI,

3.4.2. Tlonyuarens, B CIIydae OTCYTCTBHS B HCIIONIB3YEMOM ITOYTOROI IIporpamMme GyHKLIHH
dBTOMATHYIECKOH PACCBUIKH OTIPABUTENIO YBEIOMIICHHS O IIPOYTEHHH, HaIIPaBJIIeT
OTIPABUTENIO OOBIYHOE AIEKTPOHHOE CooO0LIeHHe, IOATEEPIKAIONIEE [IPOYTEHHE JOKYMEHTA.

3.3, PCI‘HCTpalIHSI BXOIIIIHUX M UCXOISIIIX SJIEKTPOHHBIX JOKYMEHTOB, JOCTABKA
HCIIOJTHHTEISIM, KOHTPOJIb HCIIOJTHEHHUS ;

3.5.1, Yuer SJICKTPOHHBIX JOKYMEHTOB OCYILECTBIIAETCS ITYTEM PErHCTPALUY B XKYpHAIE
PETHCTPAIHNH BXOAAIHX/ HCXOIAIINX JOKYMEHTOB.

3.5.2. DaeKTPOHHEIE TOKYMEHTET RyOIUPYIOTCs B BUAE KONHiA Ha OyMaKHBIX HOCHTENAX ¢
IIPHCBOCHHEM HOMEpA BXOJAIIETO HIIH HCXOAIIEro moxymenTa. CpoKH HX XpaHeHHs
PETTIAMEHTHPYIOTCSI HHBIMH HOPMATHBHBIME aKTAMIL

3.6. OT3bIB 3]IEKTPOHHOTO IOKYMEHTa,

3.6.1. OrmpaBuTens BIpase 0TO3BATH OTNPABNEHHBIN SIEKTPOHHBIH JOKYMEHT Iy TeM OTIpaBKH
[IOTYyHaTeII0 JOKYMEHTa « Y BeIOMIIEHHE 00 OT3BIBEY.

3.6.2. «YBemomireHne 06 0T3LIBEY CONEPIKHUT OCHOBAHHE OT3bIBA PAHEE OTIPABISHHOTO
SJICKTPOHHOT'O JOKYMEHTA.

4. OTBETCTBEHHOCTb

4.1. MismeHeHIE OQULIHATEHOTO JJIEKTPOHHOrO IOYTOBOI'O /ipeca MKO0JIA COrIaCOBLIBAET CO
CICLHATHCTAMH Y TIPaB/IeHHS 00pa30BaHUS AIMUHHCTPALEH MECTHOTO CaMOYIPaBIEHHS
Mosnoxckoro pationa, Bemymmivu SJICKTPOHHEIH JOKyMEHTO0G0POT Ipu paboTe ¢ SNICKTPOHHOH
IIOYTOH U OTBEUAIOIHMH 3a HH(OPMATH3ALMIO CHCTEMBI MYHHIHIAIBHOTO 00pa3oBaHHsil.

4.2. Tlo daxry nsmenenus oQUIHATLHOrO SIICKTPOHHOTrO asipeca IKoJa 00s13aHa YBeIOMHTE 00
9TOM YIIpaBlIcHUE 00pa30BAHMS AIMHHHCTpAIHH MECTHOTO caMoympaBnenis Moaokekoro
PaloHa, B TeYCHHE OLHOTO paGodero JHsa HHEPOPMAHOHHEIM ITHCBMOM, HalpaBISIEMbIM C
HOBOTO ,'—)J'IEKTPOHHOI'O azpeca.

4.3. OTBeTCTBEHHOCTS 3a BYHKIMOHHpPOBaHITE BJIEKTPOHHOI'0 IOKyMeHT0060poTa npu paGore ¢
JMEKTPOHHOH MOUTOI B IIKONE HECET OTBETCTBEHHBI 33 HH(bOPMATH3AIMIO 1 CeKperaps -
ACJIOIPOU3BOUTE.
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Hpunoxenne Ne 1 k ITonoxeHuIo 06 3MeKTPOHHOM JOKYMEHTOOG0pOTE IIpu padoTe ¢
3MeKTpoHHOH mouroii B MBOYCOIII cr.ITaBnomonsckoi

MyHnuuunansHoe 6101:keTHOE 061€06pa3oBaTeIbHOE y4Ypexxaenne —
cpexnsisi 00meodpazoBaTe/ILHAS MIKOJI2 HMEHH I'epost Coserckoro Coro3a
N.S1.®unbkoct. [MaBaogoabekoii Mosnokckoro paiiona PCO - Asnanus

363730, PCO-Ananus, Mosnokckuif paiioH, ct. INaBnononsckas, ya. Farapuna, 73,
Tell.: (86736)92-1-14, e-mail: pavlodolsk]@list.ru
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