MUHUCTEPCTBO OBPA3OBAHWS 1 HAYKH POCCUMUCKOU ®EJIEPALIMU
OEAEPAJIBHOE FOCYJIAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIBHOE
YUYPEXIEHUE BBICHIETI'O OBPA3OBAHUSA

«CEBACTOHNOJBLCKUN FOCY}IAPCTBEHHI)Ifl YHUBEPCUTET»

NMPUKAS3
24 09 2018” Ne 5YF -1

CeBacTonoJjib

06  ymBepaenun  llpaBuin  1OJB30BaHMA
ounuanbHOM JJIEKTPOHHOM MOYTON 51
opraHu3aiyy ee paboThl.

B memsx ynopsiiouMBaHMsl WCTOJB30BaHMs  OJICKTPOHHBIX KOMMYHHUKALUK 1
[IOUYTOBOI'O CepBHCaA B JIOMEHE Sevsu.ru

NMPUKA3BIBAIO:

1. VYrBepmuth IlpaBuia 10JIb30BaHUS opUIMAIIBHON IIEKTPOHHON MOYTOH M
opraHu3aluu ee JIesTeJIbHOCTH (nanee — [IpaBuina) corjacHo [TpunoxeHusm K
HACTOSIIEeMY TIpUKasy.

2. YrpapieHHI0 HHQOPMAIMOHHOM MOJUTHKU U PR pasButusi pazmecTuth IlpaBuiia
Ha ounmansHoM caifte Cesl'Y.

3. O¢unuanbHas >JIEKTPOHHAs I04YTa OpraHM30BaHa B JOMCHE  «SCVSU.Iu».

Mcronb30Banie MHBIX MOYTOBBIX AJPECOB Ui BHYTPEHHEH M BHEIIHEH city>keOHOM
NEPENUCKH 3alperaeTcesl.

4. KOHTPOIIb 32 UCTIONHEHHUEM TIPHKA3a OCTaBJISIO 3a COOOM.

y,
Pekrop // / B.W. Kowkun

f



[Tpunoxenne Nel
K npukasy Ne 545t 2409, 2075

ITPABUJIA
N0JIb30BAHUS O(PUIHAIBHOMN 3JIEKTPOHHOM MOYTOH H
OpraHU3alHHU ee JesiTeJIbHOCTH

1. O0mue noJioxKeHust

1.1 Hacrosimue IlpaBuna peryivpyroT TOPSIOK IOJIB30BaHMs paOOTHUKAMU
Cesl'Y odmnuansHO a5iekTpoHHOM nouroit CeBl'Y (nanee — 2eKTpoHHAs IOYTA).

1.2 OdunuanbHas 3JIeKTPOHHAs MOYTa OpraHW30BaHa B JOMEHE «SevSu.ruy.
Hcnonap30BaHie WHBIX TOYTOBBIX aJPECOB M ITOYTOBBIX CUCTEM ISl BHYTpPEHHEH U
BHEIITHEH CITyKeOHOMU MepenucKu 3arperaeTcs.

1.3 B pamkax 5J€KTPOHHOM ITOYTHI MCIOJB3YIOTCS CIIENYIOIIHE DJIEKTPOHHbIE
anpeca (nanee — azjpeca):

e o(uMaIbHBIC apeca CTPYKTYPHBIX IOJAPA3ACIEHUI U OPraHOB yIIPABIIEHUS;

e LHIUBU/IyaJIbHBIC aJipeca paOOTHUKOB YHUBEPCUTETA;

e ciyxeOHbIe (TEXHUYECKUE) ajpeca, IpeJHa3HAYEHHbIe i1 OpraHu3aluu

OrpeieJIeHHBIX BUJIOB JACSITELHOCTH (aJipeca MepOIpUsITUIA).

1.4 Cucrema 3J€KTPOHHOHN TOYTHI UCIOIB3YeTCs B MH(OPMALMOHHBIX LENsX, B
TOM YHKCJIE B IIEJISIX OIOBEIICHUSI, OpraHu3aluy padoThl, 00ecreueHns: BHYTPEHHUX U
BHEIIIHUX KOMMYHUKAIUAHU.

1.5 Pacnopsbkenust nopkHOcTHbIX Jiml  CesBl'Y, ucnonHenue  KOTOpbIX
HEOOXOAMMO IPOKOHTPOJIMPOBATh, OGOPMIISIIOTCS B MUCbMEHHOM (opme u
JNYOJIUPYIOTCS CPEACTBAMH DJIEKTPOHHOM IOYTHI.

2. IlpaBuJia noJib30BaHUS 3JIeKTPOHHOMH nMo4Toi paboruukamu Cesl'Y

2.1 Pab6ornuxk CeBl'Y uMeeT mpaBo MOJB30BAaTHCS DJIEKTPOHHOM MOYTOW IIPH
OCYIIECTBIICHAN CBOMX (DYHKIIMOHAJILHBIX OOA3aHHOCTEH, B TOM YHMCJIE OTIIPABJSTL U
MoJiy4aTh SJEKTPOHHBIE MHCbMa (Jajnee — INKMCbMa) BHYTPEHHWM U BHEIIHUM
KOPPECIOH/ICHTaM C UCIIOJIb30BaHUEM MHIMBHYalIbHOTO ajipeca.

2.2 OrnpaBieHHe ©  TOJydeHME IUCeM C UCIOJb30BaHHUEM  aJIpecoB
CTPYKTYPHBIX  TOJpa3feNeHui ¥ aJpecoB  MEPOIPHUSITHA  OCYLUECTBIISICTCS
COOTBETCTBEHHO PYKOBOJAMTESIMH JIAHHBIX CTPYKTYPHBIX [OApA3JE/CHUNH H/UiH
apyrumu padorarkamu Cesl'Y 10 mOpy4eHHIO COOTBETCTBYIOLIEIO PYKOBOJAMTEII,
OTBETCTBEHHOT'O 3a MPOBEJIECHUE MEPOIIPUITHS.

2.3 Tlonap3oBaHWE DJIEKTPOHHOM IIOYTOM  OCYLIECTBIIIETCS C  MOMOIIbIO
KJIMEHTCKUX TOUYTOBBIX Iporpamm, uatepdeiica B cett Murepuer. O0beM MoUTOBOIO
SIIAKA, BBIIEISIEMOrO JUJIsS  KaXjoro mosib3oBaressi, coctasiuser 2 GB. Pasmep



noutoBoro coob6menusi orpanuyed 100 MB. Jlumut Ha pasMep MOYTOBOTO SINMKA
MOYKeT OBbITh U3MEHEH B MHIMBUIYaJILHOM MOPSIIKE.
2.4 PabotHuk CeBl'Y npu noAroToBKe nuchbma JOJDKEH:
e yKa3blBaTh TEMY IMMCbMa, COOTBETCTBYIOIIYIO €r0 COJICPIKAHUIO;
e B Cllyuyae eciii K MUChbMY Mpujaraiorcs (payibl-BIoXKeHHs], yKa3aTh Ha JaHHOE
00CTOSITENILCTBO B OCHOBHOM TEKCTE MUCHhMA;
® B KOHIIE MHUCbMa Pa3MECTUTh CBOIO MOJINUCH ((PaMUIIHMIO, UMS, OTUECTBO),
yKkazaHue Ha CBOIO JIOJDKHOCTb, MECTO PabOThl (CTPYKTYpHOE MOJpasjie/ieHue
CeBlY), pabGouuii TenedoH (eciau ecThb), BKIIOUYAs MEXIYTOPOJHMH KO
ropoza CeBactonosisi, afpec 3JIeKTPOHHON MOYTHI.
O6pazen ohopmiieHust mucbMa pasmerter B [Ipunoxxennn No2.
2.5 Pabornuky CeBl'Y 3amnpeiaercs:

2.5.1 Cosepuarb ¢ HCIOJb30BAHUEM BJEKTPOHHOM [OYTHI JICHCTBHSI,
HapylIaonue JIeUCTBYIOIIIEE 3aKOHOJIaTEIbCTBO PO, BHYTpEHHHE
pernameHTupyromme qokymeHTsl Cesl 'Y,

2.5.2 Hcnonb30BaTh 3JIEKTPOHHYIO MOUTY JUIsl LeEJed, He CBSI3aHHBIX C
UCIIOJIHEHUEM (PYHKIMOHAIBHBIX 00si3anHOCcTel B CeBl 'Y

2.5.3 OcylecTBIsITh MacCOBYIO PAacChUIKY IHCEM BHELIHWM ajpecaTaMm, B
TOM YHCJIC TUCEM PEKJIIAMHOTO XapakTepa;

2.5.4 PaccpuiaTh NMCbMa, COJIEpKAIIHUE:

e KOH(HUACHIMATBHYIO HH(OPMAIIHNIO, JOCTYIT K KOTOPOU OrpaHuveH
delepalibHBIM 3aKOHOM, B TOM YMCJI€ COJIEPIKAIILYIO IOCYIapCTBEHHYIO
TaliHy, KOMMEPUYECKYIO TalHYy;

® [IepCOHAJIbHBIE JAHHBIE T'PAXIaH B OTKPBITOM BUJE (IIPU OTCYTCTBUU
MUCHMEHHOTO COTJIACHSI TIOCIIE/IHUX );

e MaTepualibl, UCIIOJIb30BAaHUE KOTOPBIX HAPYIIAET MPaBO HA Pe3yibTaThbl
WHTEJUIEKTYaJbHOU e TeIbHOCTH;

® HeJIOCTOBEpPHYIO MH(MOpMAIHIO, a TaKKe UH(HOPMALKIO, OCKOPOJISIOLLYIO
YeCTh W JOCTOMHCTBO JIPYTUX JIUL, TOPOYALLYIO JEJI0BYIO PENyTallrIo,
CIIOCOOCTBYIONIYIO PA3)KUT'AHUIO HAIIMOHAJIbHOM PO3HM, ITPU3BIBAIOIILYIO K
COBEPILIEHUIO MPOTHUBOIIPABHOU J1€ATEIBHOCTH;

e (hailsibl WM TIPOrpaMMBl, NIpeHa3HAYEHHBIE Il HapyLIEHUS,
YHUUTOXEHUS JTHO0 orpaHnvyeHus (pyHKIIMOHAIBHOCTH JII0OOT0
KOMITBIOTEPHOTO WJIH TEJIEKOMMYHUKAIMOHHOTO 000PY/JOBAHHUS;

® [IpOrpaMMmsbl JJIsl OCYILIECTBICHHs HECAHKLIMOHUPOBAHHOIO JIOCTYIIA;

e cepuifHbIE HOMEpa K MPOrPaMMHBIM IPOLYKTAM M IPOrPAMMbI JUIsl KX
reHepanuu;

e yyeTHBIC JIAaHHbBIC (JIOTWHBI, IAPOJIM) U IPOUYUE CPEICTBA IS IOTy4YEHHUs]
HEeCaHKI[HOHUPOBAHHOTO JIOCTYIA K INIATHBIM pecypcam IinobanbHoM ceTu



HNurepHer;
® CCBUJIKM Ha BbILIEYKa3aHHYIO HH(POPMAIIUIO.
2.5.5 bes pa3pelieHus aIMUHACTPATOPA CUCTEMBI 3JIEKTPOHHOMN MOYTHI:
® HCIIOJIL30BATh aAJpEC DJIEKTPOHHOM MHOUTHI JIsi OOPMIICHMS TOAITUCOK
Ha [MOYTOBbIE PACCHUIKU;
e nyOaMKOBAaTh JIIOOBIE IOYTOBBIE aJpeca, HCIOJNb3yeMble B paMKax
DJIEKTPOHHOM IIOYTHI, HA O0LIEIOCTYTHBIX MHTepHeT- pecypcax;
® COO0OIIATL Napojib JIOCTYa K CBOEMY IIOYTOBOMY SIIUKY JIPYTHUM
JTULAM.
2.6 Ilpu napymenuu nmynkra 2.5 Hactrosiuwmx [lpasui, padotauk CesBl'Y moxer
OBITh MPUBJICYEH K JUCIUTUTMHAPHOW OTBETCTBEHHOCTH.
2.7 Pabornuxy CeBl'Y pexomeHiyercs peryisipHo (He MeHee OJJHOTO pa3a B
Te4YeHHe PaboYero JIHs) IPOBEePsATh MOCTYIUIEHUE ITOYThI HAa CBOM ajipec.

3. IlpaBuiia OpraHu3alMu AesiTeJJbHOCTH YJIEKTPOHHOM MOYTHI

3.1 @DyHKUMOHMPOBaHME DJIEKTPOHHON IOYTHI OO0ECNEYHBAIOT YIIpaBJEHUE
MH(pOpPMaTHU3AIMHU U CBSI3H.

3.2 YnpaBiienue nuHpopMaTU3aIUU U CBA3H:

® SIBJISIETCS AJIMUHUCTPATOPOM CHUCTEMBbI AJIEKTPOHHOM MOYTHI;

® BEJIET Yy4eT aZpecoB,  MOHHUTOPUHT MOJIb30BAHUS

DNEeKTPOHHOU MMOYTOM;

e ofecreunBaeT coz/laHue, OJIOKMPOBAHUE M JIMKBUIALIMIO 8IPECOB;

® OCYLIECTBJISICT IIPOTPAMMHOE COIIPOBOXKIEHUE PaOOTHI AIEKTPOHHOM MOYTHI,

ycTpaHeHue OIMOO0K ¥ HEUCIIpaBHOCTEH B ee padore.

3.3 Ilpu npueme nHa padotry B CeBl'Y, ucxons u3 Ciy»eOHBIX 00sI3aHHOCTEH,
co3maéresi MHIMBUAYaNbHBIA aapec pabotHuka CeBl'Y, a Takke M0 HWHHUILMATUBE
pekropa Cesl'Y, IpopeKTopoB, pyKOBOAUTENIEH CTPYKTYPHBIX MOAPA3CTCHUMN.

Jus nun, pabotaroumx B CeBl'Y TosibkO Ha YCIOBHUSIX IOYaCOBOM OIIATHI,
IPaXXIaHCKO-ITPaBOBOI'O JI0I0BOPa, UHAMBUIyaIbHbIE aJIpeca He CO3Aat0TCsl.

bnoxupoBka unAMBUAYanbHOrO aapeca paborHuka Cesl'Y ocyuiecTBisieTcs mpu
€ero YyBOJBHEHHMM, a Takke Ipu HapyueHuu pabotHukoMm [IpaBuin mnosnb3oBaHus
DJIEKTPOHHOM MMOYTOM.

[Ipu cmene damunuu pabotauka CeBl'Y, mnpoucxoaur cmena ajpeca
9JIEKTPOHHOM MOUTHI C COXPAHEHUEM TEPETTUCKHU.

B cnygae wm3menenust naHubix (OO, nomkHOCTH) COTPYJIHHUK 00s13aH B
MICBMEHHOM BHJE, B 3-JIHEBHBIH CpOK B (opMmaTe 3asBKM'  TPOMHMOPMUPOBATE
ynpasjieHne HH()pOpMaTU3aLUU U CBSI3H.

'Mpunoxenue Ne3 k npukasy NefZ7y or 24. 09 20/5




3.4 Anpeca CTpyKTYpHBIX HOAPA3JENeHUN CO3JAIOTCS TPU 00pa30BAHU U JAHHBIX
CTPYKTYPHBIX ITOJpPA3AeIeHUH (UX PEOpraHu3allK U EPeUMEHOBAHNN ).

biiokupoBaHue aJapecoB CTPYKTYPHBIX IOJIPA3JEICHUN OCYILIECTBISIETCS MpU
JUKBUJALMKA  J@HHBIX  CTPYKTYPHBIX  IMOJpas/ieJieHud, WX IepPeMMEHOBAHUH,
peopranusanuy (ecid B pe3ylbTaTe peopraHHu3alMi H3MEHsIeTCs HAaUMEHOBaHHE
OApa3AeICHUSI).

3.5 Anpeca meporpusaTuil cosmaiorcst 1o uHHnKaTHBe paborHukoB CeBl'Y,
KOTOPBIM IIOPYYEHO IPOBEAECHUE MEPOIPUSITHSI.

Anpeca MeponpusTHHA OJOKUPYIOTCS TIOCJHE OKOHYAHHS OCYLIECTBICHUS
COOTBeTCTBYIOIIEH AesirenbHOCTH. CPOK JEHCTBHUS afpeca yKa3bIBaeTCs B 3asBKe' Ha
ero cosJiaHue.

3.6 3asBKa' ¢ WHUIMATUBOM co3/laHusl, 0OOCHOBaHHUEM HEOOXOIHMMOCTH
OJIOKMpOBaHUs aJ[PECOB HANpPaBISIeTCs] B ylpaBieHWe WH()OPMATU3ALMM M CBSI3H.
Iomy4yenue yueTrHOM 3amucu (JIOTMH M TapoOJib) OCYIIECTBIISIETCS COTPYIHUKOM
JIUYHO.

3.7 AIMUHMCTPATOpP CUCTEMBI DJIEKTPOHHOM MOYTHI B TeueHHe paboyero jHs
HalpaBiisieT  yBeIOMJIEHHWE O OJIOKMPOBAaHUM  ajpeca €ero IoJb30Bareilo |
PYKOBOJIUTEIIO COOTBETCTBYIOILIETO CTPYKTYPHOTO 110/1pa3/ielIeHUs] (ipu
HEOOXOIMMOCTH — KYPUPYIOIIEMY IIPOPEKTOPY).

AJlpec aMMHUCTPATOPA 2JIEKTPOHHOM MOUTHI: postmaster@sevsu.ru

3.8 bijoxupoBaHME  IOYTOBOIO  SAILIMKA  MOXET  ObITh  MPEKpPalleHo
aJIMUHUCTPATOPOM ~ CHUCTEMBI  DJIEKTPOHHOM IOUTBl MHPU YCTPAHEHUHU IPUUYMH
OnoxupoBanus. O npexpaieHud OJIOKUPOBAHUSI AJAMHHUCTPATOP HH(MOPMUPYET
pyKOBOAUTENS 3a0JIOKUPOBAHHOI'O I10JIB30BATENSI IMOCPEICTBOM 3JIEKTPOHHON IM10YTBI
uim Tenedona.

! Mpunoxenne Ne3 « npukasy Ned#7 2 or 2409 2005




[Ipunoxenue No2
K npukazy Ne/3» ot 1 4.09 2015

OBPA3EIL
oopMmJIeHHsI FJIEKTPOHHOIO MHCHMA

Anpecat: [adpecl(@sevsu.ru]; [adpec2(@sevsu.ru]
Tema: [IIpasuna nonvzosanusa oguyuanvroll snexmponHol noumoii (npoexm,) ]

TeJio nucema:
[dobpuuii Oenw, yeasicaemvie konneau!
IIpeonazaio sauemy 6HUMANHUIO NPOEKM JIOKAILHO20 HOPMAMUBHO20 AKMA -
IIpasuna nonv3oanus 0GuYUanbLHOU 21eKMPOHHOL NOYUMOTI.
Heobxooumocms 6 npasunax cmana oue6uoHoOll 6 C613U ¢ 66000M 8

OKCHAYAMAayulo Cucmemsvl OQPUYUATLHOTL NEKMPOHHOU NOUMbL HA OOMEHe
SeVSU.ru.
IIpasuna  nonvzosanus  oguyuanoHol 9NIEKMPOHHOU ~ NOUMOLl 8

npunazaemom aiine — npaeuna nonvzosarus OIII (npoexkm . .2015).]

Hoanuck:

[C yeaoicenuem,

nHayanvHux omoena XXXXXXX XXXXXXXX OI'A0Y
BO "Cesacmononvckuti cocyoapcmeennviii
yHusepcumem"

Damunus Fms Omuecmeo

+7 (8692) XXX XXX,

e-mail: IOFamilia@sevsu.ru]




[Tpunoxxenue Ne3
K npukasy Nes45p0124,09. 2015

3asiBka
Ha cOo3JaHre/0JI0OKMpOBaHUE HJIEKTPOHHOTO IOYTOBOIO SIUKA JJist coTpyaHnKa PI'AOY
BO «CeBacTonojibCK1il rocy1apCTBEHHbBINA YHUBEPCUTET

[Iporiry co31aTh/0I0KUPOBATE aApec NEKTPOHHOMU nouThl s corpyanuka PI'AOY BO
«CeBacToroJIbCKUI rOCyJapCTBEHHBIN YHUBEPCUTET»

Damunus

Nms

OryecTBO

Pabounii agpec

Homep nomenienust

Konrtaktabll TenedoH

JIOJKHOCTH

[Tonpaznenenue

PykxoBomurens noapazaenenus (GO,
TIOJIITHCD)

Musentapubiii Homep 1K

Cpok JieicTBUS/HE0OXOAUMOCTh
OJIOKUPOBAHUSI

Heo0xo1umMo HACTPOUTh [10UYTOBBIN
KJIMeHT Ha paboyem mecre ([a, Her)

C npukazom «O0 yrBepiieHun [TpaBuit nosb3oBaHus
O(HULMAIBHOM HJIEKTPOHHON MOYTON M OpraHU3aLuy ee
JCATECJIBHOCTH» U TpaBHUJIaMHU 1MOJIb30BaHMUS O3HAKOMIJICH.
Jara, moanuce

[TpuHsT cTangapT UMEHOBAHMS ajJipeca JIEKTPOHHOW MOYTHI: NepBas OykBa UMEHU
riepBast OykBa OoTuecTBa U (haMuIIus
Hanpumep, s Bnagumupa MuxaiinoBudya MBanoBa moura Oyjaer BBIMVISJETh Tak —
VMlvanov(@sevsu.ru

[Taposb, KOTOpBIA yCTaHABIMBAET TOJIb30BATENb, JOJDKEH OBITh HE MeHee 7-Mu
CHUMBOJIOB U COJIEP)KATH XOTsI ObI OJIHY 3arjlaBHYIO OYKBY U XOTsl Obl OAHY LU(PY.

B ciydasix, eciu Bbl HCIIOJIB3yeTe Opay3ep WM Bbl emé He noay4yunu padouunit 11K
win Bam [IK He wWMeeT MHBEHTapu3alMOHHOrO HoMmepa, ykaxure «Her» B rpade
«Heo0x01uM0 HACTPOUTH TIOUTOBBIN KJIMEHT Ha paboueM MecTey




