YTBEPXJEH

MIPHUKA30M JUPEKTOPA
MAOIO HAT «Xubuns»
ot 28.12.2024 Ne780

PETJIAMEHT
padorbl coTpyaHuKoB AT « XuOuHbD ¢ 3JIeKTPOHHOM MOYTOM

1.001mue moJ10KeHus.

1.1. Hacrosmuii PermameHT pa3paboTaH B HENSIX CUCTEMaTH3AMK PAOOTHI C JIEKTPOHHOMN
NOYTOH MYHHUIIMIAIHHONH aBTOHOMHOW OpraHM3alluy JOMOJIHUTENbHOTO oOpa3oBanus «LleHTp
JIETCKOro TBopuecTBa «XubuHb» (nanee — LT «XubuHb» U onpeaenser nopsaok padoTsl ¢
Hell OTBETCTBEHHBIX JOJPKHOCTHBIX JIMII.

1.2. Hopmbl Hacrosimero PernameHTa pacnpoCTpaHSIOTCS Ha 3JIEKTPOHHBIM ajapec,
UCTIONIb3YEMbIC ISl OPUITMAIIEHON KOPPECHOHICHITNK, a UMEHHO: odunmanbabiidi agpec LT
«XUOUHBI.

13. IOAT «Xubusb» uUMeeT OQPHUIMANBHBIA  agpec  DIEKTPOHHOH  IOYTHI:
inbox@cdt-khibiny.ru

1.4. Dnextponnas moutra B LT «XuOuHb»  MOXET HCHOJB30BATHCA TOJBKO B
aJIMHUHHUCTPATUBHBIX U 00Pa30BaTENIbHBIX ENISIX.

1.5. Ilo anexrponnoit moure B LIJAT «XuOuuer»y mnpousBomutcss oOMeH nWHpopManuei
3aKOHOJATEIBHOr0, HOPMATHBHO-IIPABOBOIO, Y4YeOHOro, Y4eOHO-METOAMYECKOTO XapakTepa
MEXy YUYpPEXKJIEHUSIMU 00pa30BaHuUs, OpraHamMH yNpaBieHHUs 00pa30BaHUEM PAa3HBIX YpOBHEM,
MOCTaBIIMKaMU 000PYI0BaHHUS U MAaTEPUAIIOB, MOAPATINKAMU, TIOCTABIIUKAMH YCIYT U IPYTUMU
OpraHM3alUsAMH, NPEIUPUATUIMU U YUPEKICHUSAMH, CBSA3aHHBIMHM C 00pa30BaTEIIbHBIM
YUPEXKIEHUEM JIOTOBOPHBIMH WU HHBIMU 0053aTEIbCTBAMH.

1.6. DiekTpoHHOE COOOIIEHHEe HE JOHKHO COJEpKaTh CEKpeTHOW wu/ win
KOH(pHIeHIIMATbHON MH(OpMAIMH, IEPCOHAIBHBIX TaHHBIX COTPYAHUKOB M 00YyJaOLIUXCS.

1.7. DnekTpoHHOW MOYTOW MOTyT ToJib3oBaThes amMuuuctpanus LT «XuOunby,
OTBETCTBEHHOE JIMIIO 3a JJIEKTPOHHYI mouty u corpyaHuku LT «Xubune» (namnee —
[Tonp3oBarenn), ecnu uHbopmalus He mpotuBopednt 1.1.4. u m.1.5. HacTosimero Pernmamenta.

1.8. TTonp30oBaTENAM IEKTPOHHOMN IIOYTHI 3ANPEIIEHO:

1.8.1. y4acTtBOBaTh B pAacChUIKE COOOIICHM, HE CBSI3aHHBIX C 00Opa30BaTEIHHON HIIH
aAMUHHCTpATUBHOU AesTenbHOCThI0 LIJIT «XubuHb»,

1.8.2. mepecputaTh TO TPOM3BOJBHBIM agpecaM He 3aTpeOOBaHHYIO MOTPEOHTEISIMH
uH(popMaruio (cram);

1.8.3. oTmpaBusATH COOOIIEHHSI TPOTHBO3aKOHHOTO MIJIM HEITHYHOTO COJICPKAHUS;

1.8.4. ucnonb30BaTh MAacCCOBYI PACCBUIKY 3JIEKTPOHHOW TOYTHI, 33 HCKJIIOUYEHHEM
HEOOXOMMBIX CITy4aes.

1.9. B mensx mpenoTBpaiieHus MnoTepu HHMopManuu U odecreueHHss 0€30MacHOCTH
O(QUIMATIBHOTO 3JIEKTPOHHOTO TOYTOBOIO SIIMKAa BCE IOJb30BATENN 3JIEKTPOHHON MOYTHI
00s13aHBI BBIMOJIHATH CIEAYIOIINE paBUiIa;

1.9.1. He yka3wpiBaTh 0€3 CIIy’)keOHOH HEOOXOIUMOCTH aJpec AIEKTPOHHOW IOYTHI B
Pa3IMYHBIX JEKTPOHHBIX AHKETaX;

1.9.2. He OTKpBIBaTh M HE 3aITyCKATh JIFOOBIC BIOKEHHS AJIEKTPOHHOW MOYTHI, €CITH OHH
JIOCTaBJIEHBI U3 HEU3BECTHBIX MIIM HEHAAEKHBIX UCTOYHHUKOB.

1.10. Hacrosumii PernameHT nmeeT craTyc JOKaJIbHOIO HOPMAaTHUBHOTO aKTa AT
«XUOUHBI.

1.11. Tlonms3oBatenu snekrpoHHON mouThl LIJIT «XuOuHB) MOMKHBI CTPOTO COOMIOIATH
TpeboBaHusl JTaHHOro Permamenra.
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1.12. Tlonmp3oBaTenu MOJDKHBI COONIOAATh TpaBWiIa W HMHCTPYKIMH MO paboTe ¢
AJICKTPOHHOM MOYTON, STHIECKHUE HOPMBI OOIIEHUSI.

1.13. Tlepem otmpaBicHHEM COOOIIECHUS HEOOXOJAMMO IPOBEPATH TMPABOMHCAHHE U
rpaMMaTHKY TEKCTa.

1.14. Tlonb3oBaTensM 3anpenieHo:

1.14.1. YyacTBOBaTh B PacChUIKE MMOCIAHUHN, HE CBSI3aHHBIX C BOCIUTATENILHBIM U

00pa3zoBaTeNbHBIM POLIECCOM;

1.14.2. TlepecbuiaTh 1O MPOU3BOJBHBIM ajJpecaM He 3aTpeOOBaHHYIO MOTPEOUTEIIMU
uHpopManuio (cram);

1.14.3. OTnpaBisTh COOOIIECHHS MPOTUBO3AKOHHOTO MJIM HEATUYHOTO COJICPIKAHMS;

1.14.4. Vcnonp30BaTh MacCOBYIO PAacCChUIKY 3JEKTPOHHOW IIOYTHI, 3a HCKIIOUEHUEM
HEOOXOJUMBIX CITy4aeB;

1.15. DnekTpoHHOE MOCIAHKUE HE JOJKHO MCIOIb30BaThCsl Ul IEPECHUIKH CEKPETHOU U
KOH(UICHIMATBHON HH(OPMALIMY, TTOCKOJIBKY SBJISETCS SIKBUBAJIEHTOM MTOYTOBOM OTKPBITKH.

2. Tlopsinok o0padoTKH, Mepeayu U NPUEMA JOKYMEHTOB
110 3JIEKTPOHHOM Io4re.

2.1. Inst o6paboTku, mepenayn U npuéMa HHGOpMaIUK 1Mo 1eKTpoHHo# moure B LIAT
«XUOUHB MPUKA30M PYKOBOJIUTENS HA3HAYAECTCS OTBETCTBEHHOE JIMLO (MO BO3MOXXHOCTU M3
YKClla CIEUATIMCTOB JIEIONPOU3BOICTBEHHON CITYKOBbI) - O1IepaTop 3JIEKTPOHHOM MOYTHI;

2.2. UAT «Xubunel» pomxkeH obecreunTh OecriepeboitHoe (GYHKIIMOHUPOBAHHE
AIIEKTPOHHOH MOYTHI U TOTy4YeHHEe HH(OpMAIH HE peXe ABYX pa3 B JICHb.

2.3. [Ipu co3manum WM U3MEHEHHUH aapeca JJIeKTPOHHOTo suka, cainta LT «XuOunp»
OTBETCTBEHHOE JIMLO HAaMpaBisieT B Komuter oOpa3oBaHusi, KyIbTypel H CIOpTa
aaMuHuctpanuu ropoga Kupocka m MKV «YmpaBneHue coluanbHOrO pasBUTHS TOpoja
KupoBcka» CBOM 3J€KTPOHHBIE PEKBU3UTHI 1J1s1 GOPMUPOBAHUS 0a3bl JaHHBIX.

2.4. Oneparop 00s3aH PETyJsIpHO MPOBEPATh O(PUUUANBHBIA 3JIEKTPOHHBIA MOYTOBBIH
sk [T «Xubunbl» Ha nmpeaMeT HAJIM4YKs HOBBIX MMMCEM B TEUEHHUE BCEro paboyvero JHs.

2.5. Ilpu noay4eHuu 31eKTPOHHOTo coobmeHust OnepaTop:

2.5.1. ocyImiecTBISIET aHTUBUPYCHBIN KOHTPOJIb BXOASIIEH KOPPECTIOHICHITHH;

2.5.2. perucTpupyeT JOKyMEHT B )KypHaJle BXOJAIINX JOKYMEHTOB (TOJIbKO O(pHUIHATIbHBIE
JIOKYMEHTBI, peKJIaMHbIE U HH()OPMALIMOHHBIE PACCHUIKH HE PETUCTPUPYIOTCS);

2.5.3. mepenaér AOKyMeHT Ha paccmorpenue aupektopy LT «Xubunbs» IS
onpezeNieHus Mojydaresis nucbMa (B OTCYTCTBUU JUPEKTOpa — U.0. TUPEKTOpa) WK B Cllydae
yKa3aHUs HEMOCPEJICTBEHHO ajpecaTy. EciM MUCBMO COAEPKUT TMOSACHSIOMMHA TEKCT K
BJIO’KEHUIO, €r0 HEOOXOJMMO TaKKe NepeaTh agpecaTy BMECTe C BIOXKEHUEM (pacriedaTaHHbIM
WIN B 3JIEKTPOHHOM BH/IE);

2.5.4. Ipu TOyYEHUH BaXXHBIX NMHCEM, TPEOYIOIMX MOJITBEPkKACHUS 0TBeTa, OnepaTop
00s13aH OTIPABUTh TaKOE MOATBEPKICHHUE.

2.5.5. B ciryuyae HEBO3MOXKHOCTH MPOYTEHHS DJIEKTPOHHOTO COOOIIECHUSI YBEIOMIISIET 00
3TOM OTIpPABUTEIIS.

2.6. [Tpu otmpaBKe MEKTPOHHOTO coodmerus OnepaTop:

2.6.1. ocymiecTBIII€T aHTUBUPYCHBII KOHTPOJIb UCXOJIAIIEH KOPPECTIOH/ICHIINY;

2.6.2. mpuaumaetr ot coTpyaHukoB I[JIT «XuOwHbB»  O(oOpMIICHHBIC JOKYMEHTHI B
COOTBETCTBUH C TPEOOBAHUSMHU, MPEABABISIEMBIMU K 0(OPMIICHHIO OPUIIMAIBHBIX JOKYMEHTOB, B
AIIEKTPOHHOM BHUJIE;

2.6.3. perucTpupyer ITOKYMEHT B >KypHaJle MCXOJIIUX IOKyMeHTOB. IlepenaBaemsbie ¢
MIOMOIIIBI0  DIIEKTPOHHON TIMOYTHI O(HIMANBHBIE JOKYMEHTHI JOJDKHBI WMETh HCXOJISIIHHA
pEerucTpalMoOHHbII HOMep, KOTOPBIN MpocTaBiseT 3aBeaytomuit kanuenspuedt LT «Xubunsiy;

2.6.4. mepen OTHIpaBICHHEM COOOIIECHUS HEOOXOJAMMO TIPOBEPATH NPABOIUCAHHUE W
rpaMMaTuKy Tekcra cooOmieHus. TekcTel 00ibIoro o0bEMa KenaTelnbHO OTHPABIATH B BHJE



BIIO)KEHMUS;

2.6.5. mpu oTmpaBKke BaXHBIX THceM, Omeparop MOKEH yKa3aTh B COOOIICHHUH
HE00XO0IUMOCTh MOATBEPIKICHUS OTYYCHHUS TUCbMa aJIpeCcaToOM.

2.7. Bce mnepemaBaembie Y4eOHO-METOAMYECKHE U  CIPABOYHO-HH(POPMAIIMOHHBIC
MaTepuaibl JOKHEI IEPEAaBaThCs ¢ COMPOBOIUTEIHHBIM ITUCHMOM.

Jlis OTHpaBKH 3JEKTPOHHOTO COOOIEHUS IMOJIb30BaTeab OQOpPMISET JOKYMEHT B
COOTBETCTBHUH C TPEOOBAHUSIMH IO JEJIOTIPOU3BOICTBY.

2.8. Tlpu odopmiIeHUH 3JIEKTPOHHOTO COOOIIEHUs 00s3aTeIbHbl K 3alOJIHCHUIO
CJICAYIOIINE TIOJIS:

— aJpec MmoJryyaTens;

— TeMa 3JIEKTPOHHOT'O COOOICHHUS;

— TEKCT 3JIEKTPOHHOTO COO0MIeHUs (IPH HEOOXOAMMOCTH, MOTYT OBITh BIOXKEHBI (DAiIIbI);

— koHTakThl otipasurens (O.1.O., 10mKHOCTE, TenedoH).

2.9. OrnpaBka W TOJYy4YEHHE OJIEKTPOHHBIX JIOKYMEHTOB OCYILECTBIICTCS C
UCIIOJIb30BaHUEM MPOTPaMMHBIX MPOAYKTOB, MPEIHA3HAUEHHBIX AJIsi pabOThl C AIEKTPOHHOMN
noutoi B LT «XuOunsr».

DNEeKTPOHHBIE [TOKYMEHTHI AYOIUPYIOTCS TMpU HEOOXOJUMOCTH B BHUAE KOMUH Ha
OyMa)KHBIX HOCHTEJISIX C IPHCBOSHHEM HOMEpPA BXOJISIIET0 HITH HCXOSIIETro TOKYMEHTA.

2.10. OTBEeTCTBEHHOCTh 32 HEHAJUICKAIIYI0 MOATOTOBKY HH(pOpPMAIMU K Iepenade 1o
AIIEKTPOHHOH MOYTE HECET ONEPaTOp IEKTPOHHOU MOYTHI.

3. Pacnpenesienne 0TBETCTBEHHOCTH

3.1. OTBETCTBEHHOCTb 3a HepasIJlalleHHe Naposist O(QUIHUAIBHOIO 3JIEKTPOHHOIO
noutoBoro smwka LT «Xubune» Hecér Onepatop.

3.2. OTBETCTBEHHOCTh 3a HEHAJUIEKAIIYI0 MOJArOTOBKY MH(POpPMAIUU K Mepeaaye HecET
aBTOp MHpOpPMAIUH.

3.3. OTBEeTCTBEHHOCTh 3a HEHAJUIeKalee Oo(OpMIICHUE JIEKTPOHHOTO COOOIIECHUS U 32
OTIIPaBKY aJipecary U MOJIy4YEHHE IEKTPOHHON ouThl HeceT OnepaTop.

3.4. OTBETCTBEHHOCTH 3a ()YHKIIMOHUPOBAHUE IEKTPOHHOTO JoKyMeHTooOopoTa B LIJIT
«Xubunb» Hec€T aupekTop AT «Xubuns».

4. PexoMeH1alluM K HACTPONKAM MOYTOBOI0 KJIHEHTA

4.1. DnexTpoHHble NHCbMa O0S3aTENBHO JOJDKHBI OBITh  HOJMMCAHBl  JIUIIOM,
MIPOM3BOIUBIUINM OTIPABKY KoppecnoHAeHInH. Heo6XxoqumMo HacTpouTh NOYTOBBIN KIMEHT JAJIs
aBTOMATUYECKOM BCTaBKU IOANKCU B IOYTOBBIE OTHpaBieHUs. [loamuch noikHA COAEpKaTh:
UM, OTYECTBO U (paMIIIHIO OTIIPABUTEISL, JOJKHOCTD, Ha3BaHUE 00pa30BaTEIbHOTO YUPEXKICHNUS,
Ha3BaHUE TOpoAa M Kpas MPOXHBaHUSA (MM APYroro HaMMEHOBAaHUS HACEIEHHOIO IYHKTA),
KOHTAKTHOTO TeJIe(QOHa OTIIPaBUTEIS.

4.2. Ilpu nonyyenuun CIIAMa (HexenarenbHbIE 3JEKTPOHHBIE MUCHbMA, KAaK MPaBUIIO,
PEKJIaMHOTO XapakTepa), OTBETCTBEHHOE JHUII0 00s3aHO Cpa3y yJaluTh TaKUe MUCbMa, HE
OTKpBIBas BJIOKEHUE (KeNaTeIbHO J00AaBUTh OTMIPABUTENS B CHUCOK 3a0JIOKUPOBAHHBIX
OTIIpaBUTENEH).

4.3. XenatenbHO CPOPMUPOBATH CTPYKTYPY MAaNOK JUIsL YINOPSAIOYEHUS BXOMASLIMX
coobmienuii. Bce mepenaBaeMble MO 3IEKTPOHHOW MOYTE BIOKEHUS ((ailyibl) JOIKHBI OBITH
IIPEIBAPUTEIBHO MPOBEPEHBI AHTUBUPYCHBIMH CPEICTBAMH.

5. Oco0bIe mo/10:KeHus
5.1. AxtyanbHbIi maponb oT oduumanbHoro ekrpoHHoro aapeca LIAT «Xubunbi»

XpaHUTCS B 3anedatanHoM Buzae y  nupekrtopa LT «XuOuns».
5.2. B ciayyae nepeyCTaHOBKHM OIEPAllMOHHOM CHCTEMbI Ha KOMIIBIOTEPE WJIM 3aMEHBI



cUCTeMHOro Oioka, Ha KOTOpbIH mnpuxoaut osnekrpoHHas mnouta LAT «XuOuubl». s
BOCCTaHOBJIEHUs PA0OTHI IEKTPOHHON MOYTHI UCIOIb3YETCsl 3all€4aTaHHbI KOHBEPT C MAPOJIEM.
5.3. Ilpu yrepe naposis OT 3J€KTPOHHOT'O [TIOYTOBOIO SIIMKA OTBETCTBEHHbIN COTPYIHUK 32
paboTy ¢ 3JIEKTPOHHOM MOYTOM 00palaeTcs B CIyKO0y MOAIEPHKKH.
5.4. B ciryuae OTCYTCTBUSI OTBETCTBEHHOI'O COTPYIHHUKA 32 pabOTy C JIEKTPOHHON TOYTOMN
ero o6s13aHHOCTH Bo3naratorcs pykopogureneM LT «XubuHbl». Ha Apyroro COTpyAHUKA.



