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1. O01mue mMoJI0KeHUSA

1.1.  Hacrosimee moiiokeHne o paboTe ¢ JIEKTPOHHON IMOYTON B CHUCTEME
AIIEKTPOHHOTO JOKYMEHT0000poTa I'ocynapcTBeHHOTO OIOJIKETHOTO
o0mieoOpa3oBaTesibHOTO yupexaeHuss ruMHazuu Ne 66 Ilpumopckoro paiiona CaHKT-
[TerepOypra (nanee - [Tonoxenne) pazpaboTaHo ¢ LEIbI0 BHEAPEHUS OPTaHU3alMOHHON
OCHOBBI 3()()eKTUBHOTO PUMEHEHUS FTEKTPOHHON MOYTHI JJIsi OCYIIECTBICHUSI 0OMeHa
KOPpPECHOHJIEHIIUEN MEXTy 00pa30BaTeIbHBIMU YUPEXKJECHUSMHU, BBIIIECTOSIIIUMU
opraHamyd oOpa3oBaHus (naiee - YUpeXACHUSIMHA O0pa3oBaHUs) W MPOYUMHU
OpraHU3aIUsIMU.

1.2.  IlonmoxeHue onpeaensieT OCHOBHbIE MPUHIIMIIBI OPraHU3ALNN HIEKTPOHHON
HOYTHI, 0OMeHa MH(OpMAIMel 1Mo IEKTPOHHON MOYTe, MOPSI0K MOATOTOBKHU, YUeTa U
oOpalIeHus JOKYMEHTOB, TIepe1aBaeMbIX 110 AJIEKTPOHHOM ITOUTE B CUCTEME 00pa30BaHuUs
paiioHa.

1.3. ITonoxxenue mpeaHasHaueHo st corpyAHUKoB ['BOY rumuazum Ne 66
ITpumopckoro paiiona CIIb, cBSI3aHHBIX C IOJIYyYEHHEM U OTIIPABKON KOPPECIIOHICHITUU

B AJICKTPOHHOM BHJIE 110 POJTY CBOEH JEATEILHOCTH.

2. leab ¥ HA3HAYEHHUE IJIEKTPOHHON MOYTHI

2.1. llenpl0 mMpUMEHEHHsS DJCKTPOHHOM TMOYTHI JUIi OOMEHa KOPPECIOHJEHIMEH sIBISeTCS
NOBBIIIEHUE OMEPAaTUBHOCTH BHYTPUBEJOMCTBEHHOTO M MEXBEJOMCTBEHHOTO HH()OPMAITMOHHOTO
B3aUMOJICHCTBUS yUpEXKICHUH 00pa30BaHUs 32 CUET COKPAILICHUS BPEMEHH JI0CTaBKU KOPPECTIOHICHINH
U YMEHBIIICHHS 3aTpaT BPEMEHH MPH MOATOTOBKE U 00paboTKe HHpOpMAaIIUK.

2.2. O6meH (OTHpaBKa U MPUEM) FIEKTPOHHOM KOPPECTOHACHIINEH TPOU3BOIUTCS B BUAE «ITHCEM
C BIIOJKEHHEM (HaitIoB.

2.3. TpeboBanusi Hactosimero IlomokeHUss HE pPacHpPOCTPAHSIIOTCS HA OPTaHHW3aldi0 OOMEHa
JOKYMEHTaMH U JIaHHBIMHU JUI CIy’K€OHOrO MOJb30BaHMA, I KOTOPBIX YCTAHOBIJIEH COOCTBEHHBIN
periiaMeHT ooMeHa.

2.4. Tlopsnok oOpamieHust ¢ JTOKyMEHTOM, HOJy4aTeleM U OTIPABUTENEM KOTOPOTO SBISIOTCS
AOOHEHTHI 3JICKTPOHHOM MOYTHI, aHAJIOTUYEH OOPAIIECHHUIO C MaTepUallaMH, TOJTY4€HHBIMU TTOCPEICTBOM

(akCUMHUIBHOH CBSI3H.

3. Texunveckoe odecrnevyeHre U 00CTyKUBAHHUE DJIEKTPOHHOM MOYTHI

3.1. AnmnapaTHO-IpOrpaMMHON OCHOBOM 3JIEKTPOHHOM MOYTHI SBJISIFOTCS:




* 00mIe0CTyITHBIE TIOYTOBBIE CEPBEPHI U MIOUTOBHIE CEPBEPHI YUPEKICHHH 00pa3oBaHus,
pa3BepHyThie B TJ00ambHONW ceTH OOMEHAa JaHHBIMH OOIIEro IOJh30BaHHS Ha
tepputopun Poccuiickoin denepannm.

* IIOYTOBBIE KJIIMEHTCKHE MIPOrPaMMBbl, Pa3BEPHYTHIE B YUPEXKICHUAX 00pa30BaHUS.
3.2. TpancnopTHO# cpefoi AIEKTPOHHON MOUTHI SBJISIOTCS TJ100aIbHbIE ceTH 0OMEeHa

JAHHBIMHU OOIIETO MOJB30BaHMs Ha TeppuTopuu Poccuiickoit denepanuu 1 3a ee MpeeiiaMH,
CHelMallbHbIe BBIJCNIEHHBIE CETH, KOMMYTHpYEMble KaHajbl Tele(OHHOW ceTH oOuero
MOJIb30BAHUS.
3.3. TexHuueckoe OOCITy)KMBAaHME BO3JIAaraeTcsi Ha COTPYAHUKOB YUPEKICHHUS,
OTBETCTBEHHBIX 32 HH(OPMATU3AIINIO, HIMEIOIX COOTBETCTBYIOIIYIO TEXHUUECKYIO ITOITOTOBKY.
3.4. Texanveckoe 00CTyKUBaHHE BKIIOUAET B CEOSI:
*  OpraHU3alMIO IEKTPOHHBIX MOYTOBBIX SLIUKOB;
*  YCTaHOBKY, HACTPOMKY MOYTOBBIX KJIMEHTCKUX MPOTPaMM;
*  OpraHM3aLUI0 AHTUBUPYCHOM 3aIIUTHI AJIEKTPOHHON KOPPECHIOHICHIINY;
* CO3JaHHE U MOCJenylollee BeJeHHE MIEKTPOHHON aIpeCHONM KHUTH B COOTBETCTBHH C
NOJy4aeMbIMU U3BELICHUSIMHU 00 U3MEHEHHUH ajipeca;
*  KOHTPOJIb 32 COOJIIOZCHUEM PETJIAMEHTOB pabOThl AaDOHEHTOB C AJIEKTPOHHOM MOUYTOH.

4. Oprann3zanmoHHoe o0ecnevYeHne 3JIeKTPOHHOM MOYThI

4.1. Opranm3aniuoHHoe oOecredeHrue paboThl AJIEKTPOHHOM TOYTHI B CHCTEME
3JeKTpOHHOTO JIoKyMeHTooOopota I['BOY rtumHazum Ne66 Ilpumopckoro paiiona CIIb
OCYIIECTBIISIOT COTPYIHUKH, OTBETCTBEHHBIE 32 BE/ICHUE JAETONPOU3BOICTBA.

4.2. OTBeTcTBEHHBIE 32 HH(OPMATHU3AINIO, pabOTY AIIEKTPOHHON MOUYTHI HA3HAYAIOTCS
NPUKA30M PYKOBOJHUTENS YUYpPEXKIEHHS OOpa3oBaHHUs M3 4YHCIA COTPYJHHKOB YUPEKICHHS,
HECKOJIbKO (DYHKITHI MOKET BO3JIaraTbCsi Ha OJJHOTO COTPYIHHUKA.

4.3. OtBeTcTBeHHBIE 32  HMHpOpMATH3AIMIO, PpabOTy  AJIEKTPOHHOM  TOYTHI
PYKOBOACTBYIOTCS ~ HacTosmuM  [lojokeHMeM ¥ TOJOKEHUSMH, U JOJDKHOCTHBIMHU
00s13aHHOCTSIMH, YTBEPKJICHHBIMU JupekTopoM OVY.

4.4. I'BOY rumuasus Ne 66 [Ipumopckoro paitona CIIb opranusyer n8a opuIHaIbHBIX
AJIEKTPOHHBIX MMOYTOBBIX SIUKA!

- school66(@gimnazy66.ru

- info.gim66prim@obr.gov.spb.ru 111 oOmeHa odUIHUATBEHON KOPPECHOH/ICHIINEH,

MOJIJIeXKAIICH pEerUCTpaIii B yUpexaeHusIX oopa3oBanus. Kpome 3toro, OY MOXeT OpraHu30BaTh




HE00X0IUMOE KOJIMYECTBO DJIEKTPOHHBIX MOYTOBBIX SIIMKOB MOAPA3JEICHUNA U COTPYTHUKOB JIJIS

MEPENUCKH MOBCEAHEBHOIO XapaKTepa.

4.5. OnepatuBHyl0 pabOTy TO OTHpaBKE M TNpUeMy O(PUIMATBHOM KOPPECHOHICHIINH,
3apErUCTPUPOBAHHON WM TOAJIeKAIIEH PETUCTpAlluUd B YUYPEKICHHUSIX O0Opa3oBaHUS, BBIIOJIHSET
OTBETCTBEHHBIH 32 pabOTy 3JEKTPOHHOTO MMOYTOBOTO SIIHUKA YUPEKICHUS.

4.6. OtrmpaBka MW IpUEM MHCEM IOBCEAHEBHOI'O XapaKTepa OCYIIECTBISAETCS COTPYIHUKAMHU
YUPEXKJIEHUS CO CBOMX IEKTPOHHBIX MOYTOBBIX SIIUKOB.

4.7. CoTpyaHuKaMm, OTBETCTBEHHBIM 3a HWH(OpPMATH3alHMI0 B 00pa30BATEIIbHOM YUPEKICHUH,
BMEHSETCS B 0053aHHOCTh OpPTraHU3alls TEXHUUECKOTO O0CITYKHUBaHUsI COTJIacHoO 11.3.4.

4.8. OTBETCTBEHHBII 3a OJTYyYEHHUE AIEKTPOHHON MOYTHI JOJIKEH IPOBEPSATH KOPPECIIOHACHLIUIO 110
Mepe He0OXOTUMOCTH.

4.9. OTBETCTBEHHBIN 3a JJIGKTPOHHYIO TOYTY O0s3aH CBOEBPEMEHHO COOOIIUTH ajpecaraM M3

aJpecHO KHUTU 00 U3MEHEHUH aJIpeca CBOEro 3JIEKTPOHHOI'O MTOYTOBOTO SAIIUKA.

5. IlopsifoK NMOATrOTOBKH, Y4eTa U 00palieHusi JOKYMEHTOB, NepeiaBaeMbIX

110 3JIEKTPOHHOH MoYTe.

5.1. JIo/>KHOCTHOE JIMIIO0, MOAMUCHIBAIOIIEE TOKYMEHT, IUIAHUPYEMBIN K OTIPABKE MO SJIEKTPOHHOH
MOYTEe, TEM CaMbIM TapaHTUPYET OTCYTCTBHE B HEM CBEJEHHI, KOTOpblE HE MOTYT IepeaaBaThCs B
OTKPBITOM BH/IE 10 KaHalIaM CBS3H.

5.2. JIOKyMEeHTBI, OTIIpaBIIsIEMbIE 110 JICKTPOHHOH MOYTE, JOJDKHBI COOTBETCTBOBATH TPEOOBAHUSM,
IpeIbABISEMBIM K 0)OPMIICHUIO O(PUIIMATBHBIX TOKYMEHTOB.

5.3. HUcxonmsmue oduIUaIbHBIE JTOKYMEHTBI, KOTOpPBIE PETUCTPHPYIOTCS B COOTBETCTBUH C
YTBEPKACHHBIMU  IpPaBWJIAMU  JIEJIOTIPOM3BOJICTBA, JOJDKHBI ~ OTHPABIATHCA Ha  O(UIMaIbHBIN
3JIEKTPOHHBIA MOYTOBBIN AIMMK YUPEIKICHHUS.

5.4. TlepenaBaemass ¥ TNpHHMMaemas B aJpec 00pa30BATENbHOTO YUPEXKICHUS oOduIManbHas
3JIEKTPOHHAs! KOPPECTIOHCHIIHS paclieyaTbiBaeTcs B 1 3K3eMIUISIpe U PETUCTPUPYETCS B COOTBETCTBUH C
YTBEPKACHHBIMU MPaBUIIAMU JI€JOMPOU3BOJICTBA.

5.5. OTBeTCTBEHHBIM 3a OJJEKTPOHHYIO IOYTYy B OOpa30BaTEIbHOM YUPEKICHHH JIOJKEH
OCYIIECTBIIATH!

* [pUEM B YCTaHOBJIEHHOE BpeMs O(PHIMAIbHON KOPPECIIOHACHIIUHN U Tepeaady ajapecary

CBOETO YUPEeXKICHUS.




* OTIOpaBKy B OrOBOPEHHBIE CpPOKM ajpecaTy O(HIMAIbHON KOPPECHOHACHINH,
0OpMIIEHHOH B COOTBETCTBHHM C TpPeOOBaHUSIMH, MPEABIBISAEMBIMH K O()OpPMIICHUIO
O(QUIMATBHBIX JOKYMEHTOB.

* KOHTPOJb JOCTaBKM KOPPECIOHACHIIMM C HCIOJb30BAHHEM MEXaHHM3Ma YBEIOMIICHUMN
MOYTOBBIX KJIMEHTCKHUX Mporpamm (WIM IO JIPYIMM JOCTYIHBIM KaHajaM CBS3U) U
NpEeJOCTaBlIEHNE HCIOJHUTENIO JOKyMEHTa HE0oOXOoquMol HH(OpMamuu o JI0CTaBKe
KOPPECIIOHICHIIUH.

* B Cllyyae HEBO3MOXXHOCTH MPOYTEHHS AJIEKTPOHHOT'O COOOIIEHUS YBEAOMIISIET 00 3TOM
OTTIPABUTEIS.

5.6. 3ampemiaercss HCIOJIb30BAaTh 3JEKTPOHHBIM MOYTOBBIM SIIMK YUPEKIACHUH A PacChUIKU

pEeKIaMHBIX COOOIIEeHHH (crama), COOOIIEeHNU TPOTUBO3aKOHHOTO UM HEITUYHOTO COJIEPIKAHUS.




	2. Цель и назначение электронной почты 

	3. Техническое обеспечение и обслуживание электронной почты 

		- 	school66@gimnazy66.ru  


	5. Порядок подготовки, учета и обращения документов, передаваемых 




