NPHHSTO YTBEPKIEHO
Mupextop MBOY «COILLT No'l

Ha 3acelaHuK M.M. Maromenopa

Ilemaroruueckoro coeera
MBOY «COIII Ne 12» 5
nporokon Ne 1 or 31.08.2023 r. "2/

PETJIAMEHT e
PaloThI ¢ 3/1eKTPOHHOM mouTol B MBOY «COIII Nel2».

I. O6mue monoxeHus.

1.1. Hacrosmee ITonoxenne paspaGotano B memsix CHCTeMaTH3alMu paboTEI C 3IIEKTPOHHOM
nouroii MBOY «COIIl Ne 12» (nanee — Yupexxienue) U onpezenser MopsaoK paboTHl ¢ Hei
OTBETCTBEHHBIX JOIDKHOCTHBIX JIHIL.

1.2. Hacrosimee ITonoxenne pacmpocTpansiorcs Ha SNICKTPOHHBIE aJIpeca, MCIONB3yeMEIE IS
OQHIMATEHON KODPECTIOHJEHIMH, & MMEHHO: ObHUMATBHBIN aJpec yupexIeHHS H IpH
HE0OX0IMMOCTH a/[peca OTAENbHBIX JOJDKHOCTHBIX JII[ Yy4pexaeHus.

1.3. Mynuiunansaoe  GromkeTHOE obmeo6pasoBatenbHoe  yupexnaenne  «Cpemmss
obmeobpasoBarensHas mxoma Ne 12» wmmeer OQUIHMATBHELA anpec 3NEeKTPOHHOM MOYTHL:
school 12_mchk@mail.ru

1.4. Ilannoe Ilonoxkenwe pasmemaercs Ha opummanbHoM caiite MBOY «COIII Ne 12» B
MH(}OPMAIOHHO-TEIEKOMMYHHKAIMOHHOM CETH «HHTEpHETY.

I1. Iopsinok oGpaGoTkn, nepenaun u npuéma AOKYMEHTOB 110 3JIEKTPOHHOM moy9re.

2.1. Tlo osnexTpoHHO# moute B VupeueHHE IpOM3BOJMTCI 0oO6MeH wuH(popManueit
3aKOHOZIATE/IbHOTO0, HOPMATHBHO-TIPABOBOIO, y4eGHOTO, y4eGHO-METONMYECKOTO XapaKTepa MEKLY
YIPCKJCHUSIMH  O0pa3sOBaHHSA, OpraHaMH YIpaBleHHSs Da3sHEIX yDOBHeH, MOCTABIIMKAMH
0060py/I0BaHHS H MaTepHAlOB, MOAPSIYAKAMH, MOCTABIIHKAMH YCIYT M JPYTHMH OpraHH3alMsMH,
NpCANPUATAAME M YIPEXACHHUAMH, CBS3aHHBIMH C YUPEKICHHEM [OTOBOPHBIMH WM HHBIMH
o6s13aTeNBCTBAMH.

2.2. Jins o6paGoTku, nepenaun u npuéMa HHGOPMALMH TIO 3JIEKTPOHHOM TOYTE B YUpeXICHHH
PACHOPAUTENBHBIM IOKYMEHTOM DYKOBOJMTENsS HA3HAYAETCS OTBETCTBEHHOE JIMIO — ONEPATOp
SJIEKTPOHHOM MOYTHI (anee — Oneparop).

2.3. Vupexnenue nomkHO obecrieynts GecnepeGoiinoe (byHKITHOHMPOBaHHME JIEKTPOHHOM MOYTHI
B T€YCHHE BCEro pabodero BpemerH (paGodero Bpemernu Omnepatopa).

2.4. Oneparop 06s3aH pEryNspHO TPOBEPATH O(HIHATBHEIH 3JIEKTPOHHBIA IIOYTOBEIA SIIUK
YupexeHus Ha IPeIMET HAMYHS HOBBIX IIACEM B TEYEHHE BCETO pabouero mms.

2.5. DneKkTpoHHOe COOOIIEHHE HE OJDKHO ColepXKaTh CEKPETHOM M KOH(HIECHIHMATLHOK
HH(OPMAIIMH, TEPCOHANBHEIX JAHHBIX COTPYIHHKOB M 06YYAIOIIMXCL.

2.6. Onepatopy 51eKTPOHHOM IIOYTHI 3aIPEMIEHO:

- YYacTBOBAark B PacChUIKE COOOIIEHMH, He CBA3AHHEIX ¢ 0GPa30BATENBHOM MM aJMHHHCTPATHBHON
JEATEIEHOCTBIO Y YpEXKICHHS,

- IEPECBLIATE 110 POU3BOJILHEIM ajipecaM He 3aTpeGoBaHHYIO OTpebuTesIMu HHGOPMAIHIO (CIIam);

- OTIPABJIATH COOGIICHAS IPOTHBO3AKOHHOTO HIIA HEITHIHOTO COIEPIKAHHSE;

- HCIIOJIE30BATH MAaCCOBYIO PACCHUIKY JI€KTPOHHOM MOYTEL, 33 HCKIFOUEHHEM HEOOXOIMMBIX CIIydaeB.

2.7. B uensx npenoTBpaIeHus NoTepu HHGOPMAIHH U 06ecedenus 6e30macHOCTH oduIHaTEHOTO
3NIEKTPOHHOIO MOYTOBOTO fmuka Oneparop 3MeKTPOHHOM MOYTH 06S3aH BHIIONHATH CIEAYIOLIEE
TpaBHJIa:

- He yKasbiBaTh Ge3 cCiyxeGHOH HEOGXOIMMOCTH aipec JITEKTPOHHOM IIOYTHI B PA3MYHBIX
3JIEKTPOHHBIX AHKETAX;

- HC OTKpBIBAaTh M HE 3allyCKaTh JIOOBIE BIOXKEHHS 3JIEKTPOHHOM IOYTHL, €CIIM OHM JOCTABICHBI W3
HEU3BECTHBIX MIIM HEHAIEXHBIX HCTOYHHUKOB.



MNPUHATO YTBEP/XKJAEHO
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Ha 3aceIaHuu

PETJIAMEHT
padoTsl ¢ ekTpoHHOI Mo4Toii B MBOY «COLI Nel2».

I. O01ue moJ10KeHu.

1.1. Hacrosimee Ilonoxkenue pa3paboTaHO B LEISIX CHCTEMATHU3alUU PabOTHI C 3JIEKTPOHHOU
nouroi MBOY  «COII Ne 12» (mamee — YupexxaeHue) u ONpeAeiseT MOpsIoK padoThl ¢ Hel
OTBETCTBEHHBIX JOKHOCTHBIX JIULI.

1.2. Hacrosiee [lonoxeHue pacrnpocTpaHsIOTCS Ha 3JIEKTPOHHBIE ajpeca, UCIOJIb3yeMbIe s
opunmanbHOW  KOPPECIOHJACHIMK, a WMEHHO: O(DHMIMANBHBIA aapec YUYpeXKIEHUS W TpH
HEe0OXOIMMOCTH aJjpeca OTJCIbHBIX JOKHOCTHBIX JIUI Y UpEekKICHUS.

1.3. MyHununansHoe  OrojkeTHoe  oOuieoOpasoBarenbHoe — yupexaeHue — «CpenHss
obmieoOpazoBarenpHas mkoida No 12» wumeer oduIUANbHBIA aApec dSJIEKTPOHHOM IMOYTHI:
school_12_mchk@mail.ru

1.4, Jlannoe Ilonoxenue pasmemaercs Ha odpunuaabHoM caite MBOY «COII Ne 12» B
MH(POPMAIIMOHHO-TEIIEKOMMYHUKAITMOHHON ceTn «THTepHeT».

I1. llopsnok 00padoTKuU, Nepeaaun U NPUEMA TOKYMEHTOB M0 3JIEKTPOHHOI moure.

2.1. Ilo »onexTpoHHOH moYTe B YUpeXKAECHUU MPOU3ZBOAMUTCA OOMEH uHpopMmanuen
3aKOHOJIATEILHOTO, HOPMAaTHBHO-TIPABOBOTO, Y4eOHOTO, y4eOHO-METOJMYECKOTO XapakTepa MEXITy
YUPEXKAEHUSMH  00pa3oBaHHs, OpraHamMM yIpaBJIE€HUS  pa3HbIX YpOBHEW, IOCTaBILMKAMHU
000pYyIOBaHUS U MaTEPUAIIOB, MOAPSAYNKAMH, TTOCTABIIUKAMH YCIYI M JAPYTHMMH OpPTaHHU3alUsIMHU,
OPEONpPUATHAMU U YUPEKACHUSMH, CBS3aHHBIMU C YUYPEXKICHUEM JOrOBOPHBIMH WJIM HHBIMHU
00513aTeNIbCTBAMH.

2.2. JIns oOpaboTku, mepenauu U npuéMa MH(GOpMAIMK MO JIEKTPOHHOHN MouTe B YUpexkJIeHUH
pacropsIuTeIbHBIM JOKYMEHTOM PYKOBOJIWTEINS HA3HAYAECTCS OTBETCTBEHHOE JIMIO — ONEepaTop
3JIEKTPOHHOH MOYTHI (Aanee — OnepaTop).

2.3. YupexaeHue J0IDKHO obecrieunTh OecriepeboitHoe pyHKIIMOHUPOBAHHUE dJIEKTPOHHOM MOYTHI
B TEUEHHE Bcero pabouero BpeMeHu (pabouero Bpemenu Oneparopa).

2.4. Omepatop 00s3aH pETryJIsPHO TPOBEPATh OQPUITHAIBHBIN 3JIEKTPOHHBIA TOYTOBBIN SIITHK
VYupexxaeHns Ha peIMeT HAIUYKsI HOBBIX TUCEM B T€UEHHE BCEro paboyero JHs.

2.5. DIEeKTpOHHOE COOOIIEHHE HE [OJDKHO COAEP)KaTh CEKPEeTHOW W KOHQHUIACHIHATHHON
uH(pOpMalnH, MePCOHABHBIX JAHHBIX COTPYIHUKOB U 00yYaroIInuXCs.

2.6. Onepatopy 3JIEKTPOHHO MMOYTHI 3alPENICHO:

- Y4acTBOBaTh B PacChUIKE COOOIICHUH, HE CBSI3aHHBIX C 00pa30BaTENbHON WM aIMUHUCTPATUBHON
JEATEIIbBHOCTBIO Y UPEIKICHHUS;

- IepechlIaTh MO MPOU3BOJIBLHBIM a/ipecaM He 3aTpeOOBaHHYIO MOTPEOUTENIIMU HHPOPMALUIO (CIIam);

- OTTIPABIISATH COOOMICHUS MPOTHBO3AKOHHOTO MJIH HEAITUIHOTO COJICPIKAHMS,

- CTOJIB30BATh MAaCCOBYIO PACCBHIIKY JIEKTPOHHON MOYTHI, 32 HCKIIOYEHUEM HEOOXOAUMBIX CITy4aeB.

2.7. B mensx nmpenoTBpamieHus motepy HHGOopMaIui u odecrieueHust 0€30macHOCTH 0(QUITHATEHOTO
3JIEKTPOHHOT'O TOYTOBOro simuka Oneparop >JIE€KTPOHHOM MOYTHl 0053aH BBINOJHSATH CIEAYIOIINE
MpaBHJIA:

- He YyKa3blBaTh 0e3 ciayXkeOHOW HEOOXOJUMOCTH aJApec HIEKTPOHHOH MOYTHl B PAa3IUYHBIX
AJIEKTPOHHBIX aHKETaX;

- HE OTKpBIBATh M HE 3alyCKaTh JIIOObIE BJIOXKEHMS HJIEKTPOHHOH MOYTHI, €CJIM OHHU JOCTaBJICHBI W3
HEM3BECTHBIX WJIM HEHAJEKHBIX HCTOYHHKOB.



2.8. Ilpu momyueHuu IEKTPOHHOTO coobmenus OmeparTop:
- OCYIIECTBIISIET aHTUBHUPYCHBIN KOHTPOJIb BXOSIIEH KOPPECTIOHACHITNH;
- perucTpupyeTr TOKYMEHT B KypHaJIe BXOJAIIUX TOKYMEHTOB (TOJBKO O(UIMANbHBIE JOKYMEHTHI,
peKIaMHbIe U HH()OPMAIIMOHHBIE PACCHUIKH HE PETUCTPUPYIOTCS);
- nmepeAaéT JOKYMEHT Ha PacCMOTPEHUE PYKOBOAMTENIO YUpPExACHUS NI ONpeAeTeHUs MoyJyaTens
IIMChbMa WM B Cllydyae yKa3aHUs HEIOCPEACTBEHHO ajapecaTy. Eciii MHCbMO COAEPKUT MOSICHSIOIINN
TEKCT K BIIOXKEHHIO, €ro HeoOXOJMMO TakXKe I[epenaTh aJpecary BMECTe C BIOXEHUEM
(pacrieyaTaHHBIM WM B 3JICKTPOHHOM BH/IE);
- P TIOJIYYEHUU BaXKHBIX MHCEM, TPEOYIOUINX MOATBEpkKAeHUS 0TBeTa, OnepaTop 0053aH OTHPAaBUTH
Takoe MOJTBEPKICHHE;
- B CJIy4ae HEBO3MOXKHOCTHU MPOUYTEHUS AJIEKTPOHHOTO COOOIICHHUS YBEAOMIIAET 00 3TOM OTIIPABHUTEIIS.

2.9. Ilpu oTmpaBKe 3JeKTpOHHOTO coobmieHus Oneparop:

- OCYIIECTBIISICT aHTUBUPYCHBII KOHTPOJIb UCXOAAIECH KOPPECTIOH ICHIINH;

- TOpPUHUMAET OT COTPYJHUKOB YUpekIeHUs OQOpPMICHHbIE JIOKYMEHThI B COOTBETCTBUU C
TpeOOBaHUSAMHU, IPEABIBISIEMBIMHI K 0(OPMIICHUIO OQUITHATIBHBIX JOKYMEHTOB, B SJIEKTPOHHOM BUJIE;
- PpEerucTpupyer JIOKYMEHT B JKypHaje MCXOIAIIUX JOKyMEHTOB. llepenaBaembie € MOMOUIBIO
AJIEKTPOHHOW TOYTHl O(UIMAIBHBIE JOKYMEHTHI JOJKHBI MMETh HCXOMSALIMHA PEruCTPAllHOHHBIN
HOMeED;

- Tepel OTIpaBJIEHUEM COOOMICHUS HEOOXOAWMO TPOBEPSATH MPABONMCAHWE M TPAMMATHKY TEKCTa
coobmieHus. TekcTol 60IbIIOro 00bEMA KeNaTeNbHO OTIPABIATH B BHJIE BIOKCHUS;

- NpU OTHpaBKEe BaxHBIX muceM, OnepaTop MOKEH yKa3aTh B COOOIICHWH HEOOXOIUMOCTh
MOATBEPK/ICHUS MOTyYEHUS TUChMa aIpecaToM.

2.10. Bce mepemaBaemple y4eOHO-METOAMYECKHE M CIIPABOYHO-MH(OPMAIIIOHHBIE MaTEepHAaIbl
JOJKHBI TIepe/laBaThCs C COMPOBOAMTEIBHBIM MUCHMOM. J[I OTHpPaBKH 3JIEKTPOHHOTO COOOIIEHUS
MOJIb30BaTeh 0(OPMIIIET TOKYMEHT B COOTBETCTBUU C TPEOOBAHUSIMH I10 JIEJIOTPOU3BOCTRY.

2.11. Ilpu opopmieHUH FNEKTPOHHOTO COOOIIEHUsT 0043aTeNbHBI K 3aIIOJHEHHIO CIETYIOIINE OIS
- aJpec noJryyaTens;

- TeéMa JIEKTPOHHOTO COOOIEHUS;
- TEKCT 3JEKTPOHHOTO COOOMIEeHHS (TIPH HEOOXOJMMOCTH, MOT'YT OBITH BIIOKEHBI (Daiiiibl);
- koHTakThl otipasurens (O.1.0., 1omKkHOCTh, TenedoH).

2.12. OrnpaBka W TOJNYyYCHHE AIJIEKTPOHHBIX TOKYMEHTOB OCYIICCTBIISIETCS C HCIOJIb30BaHHEM
MPOrpaMMHBIX MPOJIYKTOB, MpeJHa3HAUYEHHBIX I pabOThl C AJIEKTPOHHON MOYTONW B YUpEkKAECHUU.
DONEeKTpOHHBIE JOKYMEHTHI JYOJUPYIOTCA TIPH HEOOXOAMMOCTH B BHAEC KOMUM Ha OyMakKHBIX
HOCHUTEJISIX C IPUCBOCHUEM HOMEpa BXOJISIIET0 WK UCXO/ISIIEr0 JOKYMEHTA.

2.13. Tlo dakry wu3MeHeHUS OQUIMATBLHOTO DJIEKTPOHHOTO IIOYTOBOTO SINUKA Y YPEKICHHS
Omnepatop 00513aH CBOEBPEMEHHO YBEIOMHUTb MH()OPMAIMOHHBIM MHCBMOM BCEX 3aMHTEPECOBAHHBIX
aZipecaToB U3 aJpEeCHOM KHUTH YUpexIeHHs, OOHOBUTh HH(OpMaLMI0O Ha OQUIHUAIBHOM caiiTe
VYupexaenus B cetu «VIHTepHET» ¢ yKa3aHHEM JaThl, C KOTOPOH M3MEHEHMS BCTYNAIOT B CUITY.

I11. Pacnpenenenue OTBETCTBEHHOCTH.

3.1. OTBETCTBEHHOCTH 3a HepasIIalleHne napois OPUIMAIBHOTO IEKTPOHHOI'O TOYTOBOTO SIIUKA
VYupexaenus Hecét Omnepatop.

3.2. OTBETCTBEHHOCTh 3a HEHAMJIESXKAIIYI MOATOTOBKY HMH(pOpMalMKU K Mepefaye HEcET aBTOp
uHpopMalnu.

3.3. OTBETCTBEHHOCTH 3a HEeHaJIexaliee o(opmiieHHE 3JIEKTPOHHOTO COOOIIEHUS U 32 OTIPAaBKY
azipecaTy M MOJy4YEHHUE dJIEKTPOHHOU 1ouThl HecET Oneparop.

3.4. OTBETCTBEHHOCTh 3a (PYHKIIMOHUPOBAHME DJIEKTPOHHOTO JOKYMEHTO00O0pOTa B YUpeKIeHUH
HECET PYKOBOJUTED.

V. PexomeHaanmu K HACTPOIKaM MOYTOBOI0 KJIHEHTA.

4.1. DneKkTpoHHBIE MUChMAa OOS3aTENBHO JOJKHBI OBITh MOJAMUCAHBI JIUIIOM, MPOU3BOIUBIINM
OTMPABKy KOppecnoHAeHIHH. HeoOX0oauMo HAaCTPOWTH IOYTOBBIA KIHUEHT MJIs aBTOMATHYECKOM
BCTaBKM IMOAMMCUM B TIOYTOBBIE OTIpasiieHHUs. [loamuce AoipDKHA coaepkarb: UMs, OTYECTBO M
(haMHUITHIO OTIIPABUTEIS, TOJDKHOCTD, Ha3BaHUE Y UPEKIEHUSI, KOHTAKTHOTO Telie(hOHA OTIIPABUTEIIA.



4.2. Ilpu nonyuennu CITAMa (HexenatenbHbIe AIEKTPOHHBIC TUChMa, KaK MPaBUIIO, PEKIAMHOTO
XapakTepa), OTBETCTBEHHOE JUIIO0 O0S3aHO Cpa3y yAaluTh TaKWe MUChMa, HE OTKPHIBas BIIOKECHUE
(>kenmaTenbHO 100aBUTH OTIPABUTEINS B CIIMCOK 3a0JIOKUPOBAHHBIX OTIIPABUTEIICH).

4.3. He pekoMeHayeTcsi yOalsiTh BXOJSIIME W HMCXOJSIIME MUChMa B TeueHUE ydyeOHOoro roja. B
JalbHenIeM, Bo H30eKaHue MEPeroHEeHUs 3JEKTPOHHOTO SIIIMKA, CTapble HEAaKTyalbHbIE MUChMa
MOXKHO yHaiuTh. [ COXpaHEHUS KOPPECIOHACHIMU, B CIlydae BO3HUKHOBEHHUS HEUCIIPABHOCTH
XKECTKOTO TUCKA, MOYKHO MEPHUOIUUYECKH CO3/1aBaTh apXUBHYIO KOIHIO.

4.4. XKenarenbHo chOPMUPOBATH CTPYKTYPY MATOK ISl YIOPSAOUYCHHS BXOASAIINUX cooOmeHmii. Bee
neperaBaeMbple MO BJIEKTPOHHOM mouTe BIOKEHUS ((ailyibl) TOMKHBI OBITH MpPEABAPUTEIHHO
MIPOBEPEHBI AaHTUBUPYCHBIMU CPEJICTBAMHU.

V. Oco0bIe oJI0KeH .

5.1. AKTyallbHBIH Mapoyib OT OQHUIMAILHOTO S3JEKTPOHHOTO ajpeca YUpeKICHUs XPAHHUTCS Y
Oneparopa.

5.2. B cinyyae nepeycTaHOBKU ONEPAIMOHHOMN CHCTEMBl Ha KOMIIBIOTEPE MIIM 3aMEHbI CHCTEMHOTO
070Ka, Ha KOTOPBIA NPHUXOTUT 3IIEKTPOHHAs IMOYTa YUpPEXKIEHHs, I BOCCTAHOBJICHHUS PabOTHI
AJIEKTPOHHON MOYTHI UCHOJB3YETCSI KOHBEPT C MapoJIeM.

5.3. Ilpu yrepe mapoiisi OT 3JEKTPOHHOTO TMOYTOBOrO simmka Omepatop oOpamaercs B CIIy)Oy
MOIJICPKKH.

5.4. B ciay4ae OTCYTCTBHSI OTBETCTBEHHOTO COTPYIHHKA 3a pabOTy C SJEKTPOHHOW IOYTOW €ro
00513aHHOCTH BO3JIArarOTCsl Ha PYKOBOJUTENS YUPEXKACHUS UIN Ha JAPYroro COTPYAHHKA.

V1. 3akaouure/bHbIe MOJ0KeHU.

6.1. [lonoxxeHue BcTynaeT B CUILYy C MOMEHTA €0 YTBEPKICHHUS.

6.2. TlomoxeHue sBISETCA  JIOKAJbHBIM aKTOM OOpa3oBaTENBHOIO YUpexIeHHs. BHeceHue
M3MEHEHHH U tonosHeHui B [1osoxenne ocymecTBIseTcs B HOPSAKE €ro MPUHATHS.

6.3. Hacrosimee IlomokeHne MOXET OBITH HM3MEHEHO (JIOIOJIHEHO) JIOKAJbHBIM AaKTOM
00pa30BaTENFHOTO YUPEKICHUSI.



