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PernamenT paGorsl ¢ 3j1eKTpOHHOI MOYTO
B MyHHUHNAALHOM 1011KO./ILHOM 06pa3oBaTeNbHOM yupexaenun «dercruii
can Ne 24 «/Ipyx6a» MyHHUMNANBHOTr0 06PA30OBAHHS FOPOACKOI okpyr Sliara

Pecny6anku Kpbim
1. O0umHe nmostoskenust

I.1. Hacroswmid  PeriaMeHT — HCTIONB30BAaHMSL — JMEKTPOHHOM  IIOYTHI B
MyHHUHTATBHOM ~ GIOJDKETHOM  JIOLIKOJIBHOM — 06pa3’oBaTebHOM — YUpeskIeHHH
«Hdercknit can Ne 24 «Jlpyx6a» MyHHLMNATBHOTO 06pa30BaHUs OPOLCKOM OKpyT
Anta Pecny6nnku Kpbim (aanee - Pernament) paspabotan B HeNsX YCTaHOBIEHUS
CIMHOIO MOpPsJKa HCIOJIb30BaHHsl KOPIOPAaTUBHOM 37eKTPOHHOM MOYTHl (gamee -
Oll), obsi3aTenbHOM NI HCTIONB30BaHKs B pabote BceMu paGoTHuKkamu IOV,

1.2. Hacrosimmii PermameHT npussan obecnmeunts GecrepeGoiiHyro paGoTy u
s¢dexTuBHOE Hcnonb3oBaHKe DI B HTepecax nestensHoctH JOY.

1.3. Hacrosmwmii PernameHT He ompeflelisieT NOpsSAOK paboThl ¢ IOKYMEHTaMH,
HaIpaBJIAeEMBIMH U MOJTy4aeMbIMU 110 DI1.

1.4, Kaxgeii paGothuk JIOY, wuMeromuii JIHYHEIM  IIOYTOBBIH  SIIHK
KopropatiBHOM OII, 06s3aH HCIONB30BaTh €ro B paMKaxX BBIIOIHEHHS CBOMX
TPYIAOBBIX 0053aHHOCTEH.

1.5. Best mHQOpMauus ¥ COOBIICHHsS, KOTOpble OBUIM CO3NaHbI, OTIPABICHSI,
NIPHHATB! WM COXpaHeHb! nocpencrsoM xopnopatuHor D11 IOV, npuHaamexut
00pa3oBaTeNbHOMY YUPEXICHHIO, 33 HCKIIOYEHHEM CIIy4aeB, MpeayCMOTPEHHBIX
3akoHoIaTeNnbCcTBOM Poccuiickoi denepanuu.

1.6. B mpenenax QyHKUHMOHHpOBaHUS KopropatuBHOM DIl obecreunBaeTcs
KOH(QHIEHIIMATBPHOCTh IOYTOBBIX COOOLIEHHH 1 HHGOPMAIKH O IT0JIb30BaTeNsIX DI,
KpoMe HHQOpMalMU U3 aNpeCHOH KHHIH ¥ 3a MCKIIOYEHHEM CIydaes,
IpelyCMOTPEHHBIX 3aKOHOAaTeNbCcTBOM Poccuntickoit @enepanum.

2. XapakTepHCTHKa KOPMOPAaTHBHOH 3JIEKTPOHHOH MOYTHI JOLUKOJIbHOIO
00pa3oBaTeJbLHOr0 YUpexIeHHus

Kopnoparusras OIT JIOY cOCTOUT U3 ClEAYIONMX KOMIOHEHTOB:

* AnpecHas KHHra, colepxaiias WHOOPMaIMio o Toib3oBaTensx. Mupopmauus
ATNpecHOH KHUTH IOCTYNHA BCEM 3aperMCTPUPOBAHHBIM MIOIB30BATEIAM.

* JIn4Hble Nanku - JIOKajbHble AWUCKOBBIE XPAaHMIMILA IIOYTOBBIX COOOLIEHHMI
T0JIb30BaTEIIsA, HEOOXOMUMBIE Il XpaHEHUs GOJBIIOro 00beMa COOOIUEHHM 1 UX
apXUBUPOBAHMUS.

JInynble namku MOryT OBITH CO3MaHBl KaK JIOKAJNbHO, Ha paboueM MecTe
T0JIB30BATENLA, TaK H Ha JI0OOM JOCTYNHOM BHEIUHEM XpaHWIULIe. JIMuHble manki
HCIIONB3YIOTCS B CIEAYIOLIMX LIEIISX;

- [OMZepkanie pasMepa [104TOBOrO SIHKA MOJIB30BATENS, PACIONArAOMErocs Ha
CepBepe, B Tpe/ieNiax 0003HaUeHHBIX eMy IUMHUTOB;
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- OpraHMsaliud CTPYKTYPHPOBAHHOIO XPaHWIUINA TYTeM CO3IaHHs BJIOYKE€HHBIX
[1anoxK;

- TPOBENCHUE  ONEpalHKM  apXMBUPOBAHMS MOYTOBBIX COOGLIEHHIA, crapie
3aJaHHOTO CPOKa OTIPABKU HJIH TTONYyYeHHS;
- OpTaHM3aLHUA PE3CPBHOrO XpaHWIIUIA Ha BBIJCNICHHOM BHEIIHEM HOCHUTENE MK
cepBepe.

[TouToBBIA  SLIMK, coOlEpXKAILMIA  [OYTOBbBIE COOOILIEHHs] TONB30BaTENEH
KopriopaTuBHoO# DI1.

ConepxuMoe MOYTOBBIX SIIIMKOB MOJIB30BATEEH MOXKET XPaHUTBCS CNEAYIOLIMMHU
criocobamu:

- B IIOYTOBOM SAIIUKE Ha CCPBEPE,
- B JIMYHOM Marke JOKaJbHO Ha NNEPCOHAJIIBHOM I10JIb30BaTEI A,

- B APXHUBHBIX IIAIIKaX, JJOKaIbHO Ha II€PCOHAJIBHOM II0JIB30BaTEIS;

- B 00mMX mankax, CHeLUUaTbHO OpraHW30BaHHBIX VIS paboThl  rpymmel
[I0JIb30BaTEIEH.
* JIMCTHI pacChUIOK.

ChucoK  aipecoB JOCTYNEH KaXAOMy [0Jb30BAaTeNI0 M BKIIOYAET BCex
II0JIb30BaTeNIeH:

AnpecHas xnura Ilome3oBarens - rpynma, co3gaHHas KOHKPETHEIM
MOTB30BATENIEM AJIS CTPYKTYPHU3AIMM CBOMX PacChUIOK. Takue rpynibl He[OCTYIIHBI
ISl APYTHX II0JIB30BaTeNeH.

* AHTHBHDYC - aBTOMaTHYeCKasi CHCTeMa CKaHHMPOBAHKs ITOYTOBBIX COOOIEHNH Ha
HalTH4ue BPEJJOHOCHOI'0 BUPYCHOTO Koa (BUPYCOB).

[Ipy oOHapy)XeHHHM HeXelaTelbHOrO CONEPXaHHsi B COOOMIEHHHM CHCTEMOI
aHTHBHUpYCA BCTABJIAETCS COOOLIEHHE C ONIMCAHUEM [IPHIUHbI U3BATHS 3apAKEHHOTO
colepKaHUs COOOITIEHHUS.

* AHTHUCIIaM - aBTOMAaTHYeCKas CUCTeMa CKaHMPOBAHHUS ITOYTOBBIX COOOIIECHHUI Ha

HaJTHYUE HEKENATEIbHON PEKIIAMHON pacChlIKHU (criam).
B 3I1 HactpoeHa noacucreMa 0OHAPYKEHHS HEXENATENbHOM IIOYTEL.

CoobueHus, KOTophle oIpe/ielieHbl MOJACHCTEMON aHTHCIIAM KaK HeXXellaTeNbHEIE,
XpaHATCS B KapaHTHHE B TEYEHHE 5 JHEH C MOMEHTa IMOCTYIUIEHHS, IOCJIE YEero
0e3BO3BPaTHO YAAIAIOTCS.
3. Co3naHne JHYHOTO NMOYTOBOrO SIIMKA B KOPNOPATHBHOMH 3JIEKTPOHHOMH
noyre
 Co3jaHue JHMYHOrO IOYTOBOTO SILIMKA H €ro HacTpodka A1 paboTel B
KopnopamBHoﬁ OIT ocyliecTBIsETCS HA OCHOBAHUM 3asABKH.

¢ s Ka)XXaoro noJjis30BaTelis CO31aeTCsl TONBKO OMH JIMYHBIH OYTOBBIH SAIUK.
« JIna paboTBl ONHHM IIOJIL30BATENEM C HECKONBKMMHM IOYTOBBIMH AMUKaAMK
CHELHATMCTOM UHPOPMaIMOHHO-TEXHUYECKOI CITyXOBI BBITIOJTHSAETCS
COOTBETCTBYIOLLAs HACTPOMKa.,

* Ilonp3oBaTens JIMYHO OGECTIEYNBAET COXPAHHOCTH JIMUHBIX MANOK Ha pabouem
MecTe.
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4. O0ecnevyenHe KOHTPOIS NOYTOBBIX SILIHKOB

4.1. KOHTPOJIb IOYTOBEIX AIMKOB B KOpriopaTuBHoit D11 noimken ABTOMAaTUYECKOM
peXHMe 00ECTIeUHBATE BLITONHEHHE CIIeAYIOIUUX OEeUCTBUI:
- HafpaBJICHHE COOOIIEHUs] NPH NPHOIMKEHHH K YCTaHOBIIEHHOMY JIUIMHTY
pasMepa JMYHOIO TOYTOBOIO AIIUKA;
- ABTOMAaTH4eCKOe OJIOKHPOBaHHE BO3MOXKHOCTH OTIPABKHU MOYTOBBIX Cco001LIEeHmET
[IPY NPEBBILICHAN yCTAHOB/ICHHBIX JIMMHTOB Pa3MEPOB JIMYHEIX TOYTOBBIX SLTHKOB,
- ONEPATMBHOE NOJTyYEeHHE CTATHCTHKHU MCIIONB30BAaHUS U HATPY3KH Ha MOYTOBBIE
cepsepa;
- orpanudende 0 100 nonyuyarened B OJHOM COOOILEHMHM JUIS Bcex.
MOJIb30BaTeJIeH;
- ©XKEeJHEBHOE aBTOMATUYECKOE yaalleHHe COOOLIEeHHH, XpaHsaumxcs Gonee 5 nHel,
W3 TIanKy Y najeHHbIe;
- OTHOpaBjI€HHE YBENOMIIEHHH O IPEBbIUIEHUH JIMMUTA pa3Mepa JIMYHOTrO
IIOYTOBOIO SAIIMKA.
4.2. IlpeBblieHHE JTUMUTA Pa3Mepa JHUYHOrO IMOYTOBOIO SIIHMKA aBTOMAaTHYECKH
ONOKMpYeTCs BO3MOXKHOCTb OTHPABIATh COOOIIEHUS, TMPH 3TOM BXOMALIKE
COOOLIEHHUs MPOJAOJDKAIOT NPHUXOAMTh Ha JIMYHBINA ITOYTOBBIA smmk. B ciyuae
IIPEBBILIEHNS JUMUTA pa3Mepa JIMYHOTO MTOUYTOBOIO SIIIHKa CHCTEMA aBTOMATUYECKHU
HarpasBisieT WHGOOPMAIIMOHHOE COOOIIEHHE O HEOOXONMMOCTH YUCTKH JUYHOTO
IOYTOBOro suMKa. Ilocne yMeHbleHUMsT MONMB30OBATENEM pa3Mepa JIMYHOIO
IIOYTOBOTO SIIMKA 1O YCTAHOBJIEHHOrO JHUMHTa (IIepeMELICHHEM 3JICKTPOHHOM
NOYTEl B JIHYHYIO TManky, OOIlyI0 MamnKy HIH yOaJeHHeM), MPeLyCMOTPEHO
aBTOMATHYECKOe BOCCTaHOBJIEHHE 3a0JIOKUPOBAHHBIX BO3MOXKHOCTEIH.
4.3. Kaxzaeld TONB30BaTeNb HECET IIEPCOHANBHYIO OTBETCTBEHHOCTh 3a
COOIMOJIeHHe YCTaHOBJIEHHOTO pa3Mepa JIMYHOrO II0YTOBOTO SAIIMKA, @ TaKoKe
CBOEBPEMEHHOE apXMBHUPOBAHHUE WU YAaJeHUe HHQOPMAIHH.
5. YaajieHHe JIHYHBIX MOYTOBLIX ALHKOB
5.1. Yjanenue THYHBIX MOYTOBBIX SILIUKOB YBOJEHHBIX pabOTHHKOB IPOM3BOJUTCA
aJIMUHHCTPATOPOM Ha OCHOBaHMH JAHHBIX 00 yBOJIFHEHUH paGOTHHKA. Hpoue,uypa
yAaJleHusl TIpeIionaraeT OJIOKMPOBKY JHYHOTO MOYTOBOIO SILMKA Ha | MecAn M
Oe3Bo3BpaTHOE yaleHHe 10 OKOHYaHHH JaHHOTO CPOKa. :
6. Orpanu4eHHs: HCTOJb30BAHUS KOPMOPATHBHOM 3/IEKTPOHHOH MOYTHI
6.1. Ilpn mosnp3oBaHNK KopriopaTuBHOU OIl monb30BaTeny OOS3aHBI COGMIONATEH
ClIeIyIOIIMe NPaBUIIa;

co0moaTh OOLIENPUHSTEIE HOPMBI M IpaBMia OOMEHa [IOYTOBBIMH
COOOLIEHUSIMY;
- CIpPOro CIeN0BaTh OrPaHHYEHHSIM B DACCBUIKE CBENCHUI, COHEPXKAILMX
[ICPCOHATIbHBIC aHHbIE ¥ WHYI0 KOH(QHAEHIHAIBHYI0 HHG)OPMALHUIO, MO KOTOpPBIM
YCTaHOBJIEH OCOOBIA pEeXHMM JOCTYNa M KCIOJNB30BAHUS B COOTBETCTBHU G
3aKOHOJaTeNbCTBOM  Poccuiickoit  ®enepanum,
aKTaMu;
- T€pefl OTNPABJICHUEM COOOLIECHHS IpOBe
NEePEeYUTHIBATh COOOLIEHHUE;

JIOKAJIBHBIMA  HOPMaTUBHBIMU

PATE NpPaBOMHCAHKE, IPAMMATHKY W

- HE pacchliaTh COOOLICHUs NPOTHBO3AKOHHOrO MM HESTHYHOIO COZepKanus, a
b]
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taKoKe CONEPKALLME YIPO3bI B aApEC NPYTrUX MOIb30BaTENEH;

. 3alpelllaeTCsl  OCYIUECTBIATH  PAcCBUIKY €000 i

[03/(PaBUTENLHOTO XapaKTepa, P ’ B i
- HEyKOCHUTENBHO COOJI0AATh MOJI0XKEHHUs HacTosIIero Pernamenra.

6.2. VIHHOPMALMU JIOJKHA PACCHUIATHCS TONBKO TEM aJpecaTaM, KOTOPSIM OHa
neficCTBUTENBHO HeoOXO0JUMa ISl BBITIOJHEHHS CITy)KeOHBIX QyHKIIHIA.

6.3. Ilpu cucremarndeckux (Oonee 3-x pa3) HapylIeHHSX [OJB30BATENEM
HACTOSIIIEr0 PerjamMeHTa, a Taike Mo 000CHOBaHHOMH Xanobe Apyrux pabOTHHUKOB
06PA30BATENIHHOTO yUPEKICHHsS HA JIEHCTBAS OTIPABUTENS COOOMICHUH JTMIHBIH
TIOYTOBBIH SIKK TAKOTO MOJNL30BATEISI MOXET OBITh 3a0JI0KHPOBaH.

6.4. Bce MmONb30BATENM B O00S3aTENBHOM IOPSAKE 3HAKOMATCA C HACTOAIIMM

Pernamentom 1 ITaMsTKOM 110 paboTe ¢ KOprOpaTHBHO# 31eKTpoHHOH rouToi JOY
oBecrieunBas B paboTe BBINOJIHEHNE TPEOOBAHUH yKa3aHHBIX JOKyMEHTOB.
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ITamaTka
no paGoTe ¢ KOPMOPATHBHOI IJIEKTPOHHOM MOYTOH

8 MBJIOY Ne 24

[IpaBuna WMCIIONB30BAHMS OJEKTPOHHOH MOUTHl SBJIAETCS BaXHEHIIMM
3JEMEHTOM  KOPIOPATHBHOI  TONMTHKH — MH(pOPMAaUHOHHOH 0e30MacHOCTH
MYHHUHMIATBHOTO GIOMKETHOrO JOUIKOJILHOrO 00pa30BaTeNbHOTO YUPEKACHUS
«Jercxuit can No 24 «JIpyx6a» MyHHLHIATLHOIO 00pa3oBaHMs TOpPOJCKOM OKpYT
Slnra Pecny6Gnuku Kpeim (nanee JJOV). |

KopriopaTiBHas 3NeKTPOHHAs MOYTa MOXET OBITh MCNOJNB30BAHA TOJNBKO B
cmykeGHBIX Hensx. Vcronb3oBaHHe OJICKTPOHHOM TIOYTBI B APYTHX HEJAX
KaTeropu4ecKu 3ampeLieHo.

CozepXMMoOe 3JIEKTPOHHOIO TIOYTOBOrO SIIMKA COTPYAHHKA MOXET OBITDH
mpoBepeHo  6e3  NpeJBapUTENBHOrO  YBENOMIEHHS — TIO TpeGOBaHHUIO
HETIOCPEeICTBEHHOTO JTHOO0 BBIIECTOSIIET0 PYKOBOAUTEILS.

[Ipu pabote ¢ KOPIOPATUBHON CUCTEMOH 3J1eKTPOHHOMN 1MOYTHl coTpyAHuKam JJOY
3arperaeTCs:

- pacIpOCTPaHsTh HH(GOPMALIMIO OTPaHMYEHHOT0 JOCTYTa, NpefHa3HAuCHHYIO VA
CTyXeGHOTO ~ WCIIONB30BaHHMA, B TOM 4YHCIE CBEJEHHUs, COCTABIIAIOIIHE

NepCOHANBHBIE IaHHBIE ¥ MHYIO KOH(QHICHIMATbHYIO HH(OPMAIIHIO;
- PacTIpOCTPaHsATh MaTepHallbl, 3alMILAeMble aBTOPCKMMHU MpaBaMH;
- WCTIONB30BATh aJIPeC KOPIIOPATHBHON MOYTHI A/ 0(QOPMIICHHUS TIOATHUCOK;

- Ty6IMKOBaTh CBOM anpec 1160 agpeca Apyrux COTPYyHUKOB Ha 00IIIeTOCTYITHBIX
UntepHeT-pecypcax (GopyMsl, KoHpepeHIHH U T.I.) 32 UCKIIOUYEHHEM CIIy4dacB
ciyxe0HOM He0OXOAUMOCTH;

- OCYIIECTBJISATH MAcCCOBYIO DAacChUIKy IIOYTOBBIX COOOIIEHHH pPEKIIaMHOTO
XapaKTepa;

- pacchUIaTh 4epe3 OJIEKTPOHHYIO IIOYTY MaTephaisl, COAepXKallde BHUPYChl H
Jpyrie BpPEeJOHOCHBIE MPOMYKTHI M IPOTPaMMbl, TIpeAHa3HAYCHHBIC I
HApyIUeHHs, yHHYTOXKEeHHs JmbO OrpaHMYeHHs (YHKIHMOHATBHOCTH JIFOGOro
KOMIILFOTEPHOIO WM TeJIEKOMMYHHUKALMOHHOTO 000pYXOBaHUs HITH MPOrpaMM VLA
OCYILECTBJIEHUS] HECAHKITMOHUPOBAHHOI'O IOCTYTIA; '

- pacHpOCTPaHATh yTpOXaIoLIyIo, KJICBETHIHYECKYIO, HETIPUCTOHHYIO
MHGOPMALIMIO, & TakXke HH(POPMAIMIO, OCKOPOIAOUIYI0 4eCTh H OCTOHHCTBO
ApYruX JUIl, MaTEpUabl, CIIOCOOCTBYIOIIHE Pa3)KUTaHUIO HAMOHAIBHOW PO3HH,

NnoACTpEeKarlue K HaCHJIHKO, sanpeméHHon pOCCHﬁCKI’IM 3aKOHOOATCJIbCTBOM,
- OpeaoCTaBJIsATh MHBIM JIMLAM MapoJIb JOCTYIIa K CBOEMY ITOUYTOBOMY SIINHUKY.
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