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IlPABIIJIA 

ITpHJIO)KeHne 

K rrpHKa3Y peKTopa 

OT 29.10.2018 }fa 618 

UOJlb30BaHHH KOpnopaTUBHOH 3JieKTpOHHOH noqToii 

U opraHUJaUUU ee ,lleHTeJihHOCTU 

1. 06mue UOJIOiKeHUH 

1.1. HacTOHJJJ,He I1pas11na pa3pa6oTaHhI B u:enHx CHCTeMaTHJarrrm pa6oThI c 

KOpnopaTHBHOH 3JieKipOHHOH ITO'ITOH cjle,llepaJibHOrO rocy,llapCTBeHHOrO 6IO,ll)l{eT

HOro o6pa30BaTeJibHOro y'!pe)l{,lleHH51 BbICIIIero o6pa30BaH!151 «MattKOTICKHH rocy

,llapcTBeHHhlH TeXHOJiortt'!eCKHH yHnsepcHTen> (.llanee - <l>fEOY BO «MfTY», 

MfTY, yHnsepc11TeT, sy3) H onpen:enHeT rropHJJ:OK pa6oThI c Hett OTBeTCTBeHHhIX 

,llOJI)KHOCTHbIX JIHU:. 

1.2. CncTeMa KoprropaTHBHOH ITO'!ThI opraHH30BaHa B ,llOMeHe «Inkgtu.ru». 

HcrrOJib30BaHHe HHblX TIO'ITOBhlX cepsepoB ,llJI51 BHyTpeHHeH cJiy)Ke6HOH rrepenHCKH 

JarrpemaeTcH. 

1.3. B pm.1Kax KoprropaTHBHOH no'!ThI ncrroJih3YIOTC51 cne,lly10mne 3JieKTpoH

Hhie a,llpeca (n:asiee - an:peca): 

ocjlnuHaJibHhIH a,llpec YHHBepc1neTa; 

- ocjlHU:HaJihHhie an:peca CTPYKTYPHhIX rro,llpa3,lleneHni1; 

- HH.llHBHJJ:YaJihHhie an:peca COTPY.llHHKOB yHnBepcHTeTa. 

1.4. CttcTeMa KOprropaTHBHOH ITO'!Thl HCITOJih3yeTC51 B HH<jlOpMauHOHHh!X u:e

JI51X, B TOM 'IHCJie B ueJIHX OIIOBeJJJ,eHH51, opraHH3aul1!1 pa60Thl, o6ecrre'!eHH51 BHyT

peHHHX ll BHelllHHX KOMMYHHKauHH. 

1.5. Bc51 HH<jlOpMaU:H51 H coo6JJJ,eHH51, KOTOpbie 6hIJil1 C03,llaHbl, OTrrpaBJieHbI, 

rrpHH51Tbl HJIH coxpaHeHbl B TIO'ITOBOH CllCTeMe 51BJI51IOTC51 HCKJllO'IHTeJihHOH co6-

CTBeHHOCTbIO YHHBepCHTeTa. 

1.6. KoHTponh 3a con:ep)l{aHHeM rreperrttcKn ocymecTBJIHeT sna,lleneu: .llOMeHa 

mkgtu.ru- <l>fEOY BO «MfTY». 

2. IlpaBHJia oprauu1auuu i:.eHTeJihHOCTH i.:opnopaTHBuoii noqTbl 

2.1. <l>yHKU:HOHHpoBaHHe KOprropaTHBHOH ITO'!Tbl o6ecrre'!HBaIOT Ha"!aJibHHK 

HH<jlopMauHoHHO-TeXHtt"!ecKoro OT,llena ( an:pec: it@mkgtu.ru ). 

2.2. Ha"!aJihHHK HH<jlopMaunoHHO-TeXHH"!ecKoro OT,llena: 

- rrpHHHMaeT pellleHH51 0 Heo6xo,ll!IMOCT!1 C03,llaHH51, 6JIOKHpOBaH!151 H JIHK

BH,llauHH a,llpecos; 

- ocymeCTBJI51eT KOHTpOJib 3a cjlyHKU:HOHHpOBaHHeM KOprropaTHBHOH 3JieK-

TpOHHOH IIO"!TOH H ,lle51TeJibHOCTbIO HH<jlopMauHOHHO-TeXHH'!eCKOro OT,lleJia. 

2.3. HttcjlopMau110HHo-TexH11'!ecKHH OT,llen: 

- l!BJil!eTC51 a,llMHHHCTpaTOpOM C!ICTeMbl KoprropaTHBHOH ITO"!Thl; 

- Be,lleT yqeT an:pecos, MOHHTOpHHr l10Jlb30BaHHll KoprropaTttBHOH ITO"!TOH; 

- o6ecrre"!ttBaeT C03,llaune, 6noKttposattne H JIHKBH,llauHIO a,llpecos; 

- ocymecTBJlHeT rrporpaMMHoe corrpoBO)l{,lleHHe pa6oTbI KoprropaTHBHOH rro-

"!ThI, ycTpaHeHHe Olllll60K H HeHcrrpaBHOCTeH B ee pa6oTe. 



- rrpe,n:ocTaBJrneT coTpy,n:HHKaM MrTY HHcpOpMaumo o peKBH3HTax ::meK

TpoHHhIX a,n:pecos. 

2.4. A,n:peca CTPYKTYPHhIX rro,n:pa3,n:eneHHii co3,n:aIOTCH rrprr o6pa3oBaHHH ,n:aH

HhIX CTPYKTypHbIX rro,n:pa3,n:eneHHH (rrx peopraHH3aUHH H rreperrMeHoBaHHH). 

JlttKBH.D:aUHH a,n:pecos CTPYKTYPHhIX rro,n:pa3,n:enettrrii ocymecTBmieTcH nprr 

JIHKBrr,n:aurrH ,n:aHHhIX CTPYKTyptthIX no,n:pa3,n:eneHrrii, rrx neperrMeHOBaHHH, peopra

HH3aJIHH ( eCJIH B pe3yJibTaTe peopraHH3aJIHH H3MeHHeTCH HaHMeHOBaHHe no,n:pa3,n:e

JieHirn ). 

2.5. I1H,n:HBH,n:yanhHhIH a,n:pec COTPY.D:HHKa MrTY co3,n:aeTcH no HHH!IHaTHBe 

peKTopa, npopeKTopos, pyKoBO.D:HTeneii CTPYKTYPHhIX no,n:pa3,n:eneHHii. 

JlHKBH,IJ:aUHH HH,IJ:HBH.D:YaJibHOro a,n:peca COTpy,n:HHKa ocymecTBJIHeTC5! nprr ero 

YBOJibHeHHH, CMeHe HM cpaMHJIHH, a TaK)!(e npH CHCTeMaTHqecKOM HapyrneHHH co

TPY.D:HHKOM HaCTOHI.UHX ITpaBHJI. 

2.6. Co,n:ep)!(HMOe noqTosoro HI.UHKa coTpy,n:HHKa MrTY MmiceT 6bITh rrpose

peHo a,n:MHHHCTpaTOpOM CHCTeMbl KoprropaTHBHOll rroqTbl 6e3 npe,n:saprrTeJibHOro 

yse,n:oMJieHirn pa6oTHHKa no TPe6osaHHIO Herrocpe,n:cTBeHHoro (BhillJeCTOHI.Uero) 

pyKOBO.D:HTeJIH ,n:aHHOro pa6oTHHKa. 

2.7. I1HcjlopMaUHOHHO-TeXHHqecKHH OT,n:en 6JIOKHpyeT ,n:ocryrr K a,n:pecaM, HC

nOJih3yeMbIM B CHCTeMe KopnopaTHBHOH rroqThI, B cnyqa.Hx: 

- ocymecTBJieHHll paCCbIJIKH nrrceM, co,n:ep)!(al.UHX spe,n:oHOCHbJe nporpaMMhI, 

cnaM, HHcpopMaUHIO, pacnpOCTPaHeHHe KOTOpoii 3arrpemeHO HOpMaTHBHblMH rrpa

BOBbIMH aKTaMH; 

B03MO)!(HOCTH ,n:ocryrra K COOTBeTCTBYIOI.UHM noqTOBbIM HI.UHKaM TpeTbHX 

JIHJI; 

HCIIOJib30BaHHH pa60THHKOM KopnopaTHBHOH noqTbl He ITO Ha3HaqeHHIO; 

B HHbIX cnyqa.Hx HapyrneHHH HaCTOHI.UHX ITpaBHJI no perneHHIO ttaqanbHIIKa 

HHcpopMaUHOHHO-TeXHHqecKoro OT,n:ena. 

3. IIpasuJia noJib30BaHHH KopnopaTHBHOH no'ITOii 

coTPYAHHKaMu MrTY 
3. I. ,UomKHOCTHOe JIHUO CTpyKTypHoro rro,n:pa3,n:eJieHHH, OTBeTCTBeHHOe 3a pa-

6oTy c ocpH!IHaJibHhlM 3JieKTPOHHbIM HI.UHKOM KoprropaTHBHOll noqTbl (3JleKTpOH

HblH .ll;OKyMeHT006opoT) Ha3HaqaeTCll rrpHKa30M peKTOpa By3a. 

3.2. CoTpy,n:HHK MrTY HMeeT rrpaso nOJib3oBaTbCH KopnopaTHBHOH rroqToii 

npH ocymecTBJieHHH CBOHX TPYAOBblX o6H3aHHOCTeii, B TOM qHcJie OTnpaBJlHTb H 

rronyqaTb 3JieKTpOHHbJe IIHChMa (Aanee - IIHChMa) BHyTpeHHHM H BHellIHHM Koppe

CIIOH.ll;eHTaM. 

3.3. OTrrpasneHue H rronyqeHtte rruceM c ucrroJih30BaHHeM a.ll;pecos cTpyKryp

HhIX no,n:pa3.ll;eJieHHH ocymecTBm1eTcH cooTseTCTBeHHO pyKoBO.ll;HTeJIHMII ,n:aHHbIX 

CTPYKTYPHbIX ITO.ll;pa3,n:eneHHii u/uJJu .ll;pyrHMH ,n:oJI)!(HOCTHbIMH JIHUaMu, Ha3HaqeH

HbIMII npHKa30M peKTOpa OTBeTCTBeHHb!MlI 3a pa6ory c ocjJHUliaJibHbIM 3JleKTpOH

HbIM ll!.UHKOM. 

3.4. 0TBeTCTBeHHOe JIHJIO 3a pa6oTy c ocjluuuaJibHbIM 3JieKTpOHHbIM HI.UIIKOM 

o6H3aHo rrposepHTb ocjluuttanhHbIH 3JleKTpOHHhrii noqToshrii HllIIIK CTPYKTypHoro 

II0.11;pa3.ll;eJ1eHIIH Ha npe.ll;MeT HaJiliqHJi HOBblX nuceM B TeqeHHe pa6oqero .ll;Hll, HO He 

pe)!(e Tpex pa3 B ,n:eHh (9.00, 13.00 u 16.00). 



3.5. 0TBeTCTBeHHOe JllfllO 3a pa6oTy c oqmlllfaJlbHblM 3JieKTPOHHbJM Hll{IIKOM 

rrptt rrpoBepKe TIO'-!TOBOfO Hll{lfKa o6H3aHO He TOJlbKO CKa'-!aTb npttKpenneHHbie ):(0-

KyMeHTbl K TilICbMY B CTilICKe BXO):(Hmeii TIO'-!Tbl, HO 11 TIOJIHOCTblO OTKpb!Tb BXO):(ll

mee TilICbMO, T.K. TOJ!bKO npn TIOJIHOM OTKpb!Tlflf B CHCTeMe <PttKCttpyeTCH ):(aTa If 

BpeMH TIO"'ly'-leH!f}! TIIICbMa peCTIOH):(eHTOM. B CTIHCKe BXO.il;l!Il{eH TIO'-!Tbl OHO TIOMeHll

eT )!(ttpHb!H rnpn<PT Ha o6b!'-!Hb!H, '-ITO 6y J(eT CBttJ(eTeJibCTBOBaTb 0 nony'-!eH!flf If 

npo'-ITeHHlI IIIICbMa. KpoMe np11KperrneHHb!X <PannoB B TeKCTe IIIICbMa MO)!(eT co

J(ep)!(aTbCll Ba)!(Hal! lIH$OpMalllfH, KOTopyio He BlIJ(HO 6e3 IIOJ1HOro OTKpb!THH. 

3.6.B cnyqae OTCYTCTBIIH OTBeTCTBeHHOfO J11flla 3a pa6ory c o<Pttl(lfaJibHblM 

3JieKTpOHHhIM Hll{ttKOM ero o6H3aHHOCT11 11crronHHeT pyKoBOl\lITenh cTpyKTypHoro 

IIOJ\Pa31\eneH11H, ntt6o no ero rropy'-IeH1110 COTPYJ\HIIK CTPYKTypHoro rro,1:1pa3.n:ene

HttH. 

3. 7. 3neKTpOHHb!e TIIICbMa o6H3aTeJ1bHO J(0J1)!(Hbl 6b!Tb TIOJ(TilICaHbl J111llOM, 

npo113BO):llIBIIIIIM OTIIpaBKY KoppecTIOHJ(eHlllflf. Heo6XOJ(IIMO HacTpOHTb TIO'-!TOBbIH 

KJitteHT ):(Jill aBTOMaTH'-!eCKOH BCTaBKlI TIOJ(lllICH B TIO'-ITOBbJe OTrrpaBJieHllll. 

IlOJ(IIIICb J(OJ1)!(Ha COJ(ep)!(aTb: 

- HMH, OT'-!eCTBO, <PaMHJJH!O OTIIpaBHTenH; 

- ):(0J1)!(HOCTb; 

CTPYKTypHoe rroJ(pa3,neneHtte MfTY; 

- pa6oq11fi Tene<PoH, BKJIIO'-lal! Me)!(J(yropoJ(HhIH KOJ\ ropol(a Mai1:Korr; 

- al(pec KoprropaT!fBHOH TIO'-!Tb!. 

06pa3ell o<PopMneHttH rrttcbMa J(aH B npHJJO)!(eH1111 K HaCTOH!l{HM IIpaBttJiaM. 

3.8. 0TBeTCTBeHHOe JllfllO 3a pa6oTy c o<PllllllaJibHbJM 3J1eKTpOHHbIM llll{HKOM, 

npH IIOJ(fOTOBKe IIHChMa ,[(0J1)!(eH: 

- YKa3bIBaTb TeMy TIIICbMa, COOTBeTCTBYIOmyIO ero COJ(ep)!(aHHIO; 

- B cnyqae, ecJJH K n11cbMY rrpnnaraioTCH <PattJihJ-BJ10)!(eH11H, YKa3aTb Ha J(aH-

HOe o6CTOHTeJibCTBO B OCHOBHOM TeKCTe TIHCbMa. 

3.9. IIptt TIOJJy'-!eH!flf Ba)!(Hb!X TIHCeM, Tpe6yIO!l{HX TIOJ(TBep)!(,neHHH OTBeTa, OT

BeTCTBeHHOe J1Hll0 o6H3aHO OTIIpaBttTb TaKoe TIOJ(TBep)!(J(eH11e. 0TBeTCTBeHHOe J1Hll0 

3a pa6oTy c o<PllllllaJlbHblM 3J1eKTpOHHbJM llll{HKOM, J(OJ1)!(eH rrpHHHTb Bee 3aBlICH

Il{!fe OT Hero Mepbl J(J1H o6ecne'-!eHlfll rrpaBIIJJbHOH HaCTPOHKH IIO'-!TOBOfO KJJlfeHTa 

J(Jlll B03MO)!(HOCTII onrpaBKH IIOJ(TBep)!(J(eHHH IlttCeM B UJTaTHOM pe)!(HMe. 

3.10. IIpn oTrrpaBKe Ba)!(HbIX rr11ceM Tpe6yeTCH yKa3aTb B coo6w;eHttH o 

Heo6XOJ(HMOCTH IIOJ(TBep)!(J(eH!fH IIOJJY'-!eHHH IIHCeM B IIITaTHOM pe)!(HMe. 

3.11. 0TBeTCTBeHHOe J11fll0 3a pa6oTy c o<PttlllfaJibHblM 3JieKTpOHHb!M llllill

KOM, IIOCJJe rronyqeHHH rrepBOHa'-!aJibHOro rraponH J(OCTyrra o6l!3aH ero CMeHIITb B 

MeHIO pa6oTbI c IIO'-!TOBhIM llll{HKOM. IIaponh Bb16npaeTCH npott3BOJ1hHO. 

3.12. IIaponb TIOJ(JJe)!(HT 3aMeHe rrptt Ka:>K,il;OH cMeHe coTpYJ\HHKa, OTBeT

CTBeHHoro 3a 3JJeKTpOHHYIO IIO'-!Ty. 

3.13. CoTpy,nH11Ky MrTY 3arrpemaeTcll: 

- lfCIIOJ1b30BaTb KOpnopaTttBHY!O 110'-ITY ,il;Jlll llenen, He CBH3aHHbIX c lfCIIOJ1-

HeHHeM .il;OJI)!(HOCTHhJX o6H3aHHOCTei1: B MrTY; 

- pacchmaTb IIHCbMa, COJ\ep)!(amtte: 

• KOH$ttJ(eHllllaJlhHYIO HH$OpMau11IO, J(OCTYII K KOTOpOH orpaHH'-!eH <Pe-

J(epaJibHblM 3aKOHOM, B TOM '-llfCJie COJ(ep)!(anryIO rocyJ(apcTBeHHYIO TattHy, KOM-



MepqecKyio TattHy, rrepcomUibHhie )J,aHHble rpaJK)J,aH B OTKpbITOM BH)J,e (rrpu OTCYT

CTBHH conracm1 IIOCJie)J,HHX), MaTepHaJibl, HCIIOJib30BaHHe KOTOpb!X HapyrnaeT rrpa

Ba Ha pe3yJibTaTbl HHTeJIJieKTYaJihHOtt )J,e51TeJibHOCTH; 

• He)J,OCTOBepHyio umpopMfillH!O, a TaKJKe umpopMaQHIO, OCKop6JI5llOII.\YIO 

qecTb u LIOCTOHHCTBO L1pyrux JIHI.\, rropoqamyIO )J,errosyio perryTaQHIO, crroco6cTsy

IO!I.\YJO pa3JKHfaHHIO HaQHOHaJibHOtt p03HH, rrpH3b!BaIOII.\YIO K COBepIIIeHtt!O rrpOTH

BOrrpaBHOtt )J,e51TeJibHOCTH H T.II. 

- 6e3 pmpeIIIeHH51 a)J,MHHHCTpaTopa CHCTeMhl KoprropaTHBHOtt IIO'!Tbl HH

<jJopMaQHOHHO-TeXHH'!eCKOfO OT)J,eJia coo6maTb rrapOJib )J,OCTyrra K 3JieKTpOHHOMY 

rro'!TOBOMY HII.\HKy L1pyruM rruQaM. 

3.14. TiepCOHaJibHYJO OTBeTCTBeHHOCTb 3a )J,ettCTBmI, cosepIIIeHHbie c HCIIOJib-

30BaHHeM rrapoJI51 OT o<jJHQHaJibHOtt 3JieKTpOHHOtt IIO'!Tbl, H 3a LI06pocoseCTHOe HC

IIOJIHeHHe o6513aHHOCTel1 ITO o6ecrreqeHHIO 3JieKTp0HHOfO )J,OKyMeHT006opoTa B 

CTpyKzypHOM IIOL1pa3L1eJieHHH HeCeT )J,OJIJKHOCTHOe JIHQO, OTBeTCTBeHHOe 3a pa6oTy 

c o<jJmrMaJibHbIM 3JieKTpOHHbIM 5lll.\HKOM. 

Tipu ttapyIIIeHHH 3arrpeTOB, yKmaHHhIX B rryHKTe 3.13. HaCTOHII.\HX Tipasmr, 

COTPYLIHHK MrTY MOJKeT 6bITh rrpuBJie'leH K LIHCI.\HIIJIMHapttol1 OTBeTcTBeHHOCTH 

rro pe3yJihTaTaM rrposepKH. 

Ha'laJihHHK uH<jJopMaQHOHHO

TeXHH'!ecKoro OT)J,erra 



IlpnnoJKettne 

K IlpaBHJiaM TIOJih30BaHml 

KOpnopanrnHOH 3JieKTpOHHOll noqToii 

H opraHH3aUHH ee ,n:eHTeJlhHOCTH 

01>PA3EU: 
oit>opMJieHUH 3JieKTpOHHOro DUCbMa 

AiJpecan1: [ aopec l@mkgtu.ru ]; [adpec-2(ii)mkgtu. ru l 
TeMa: [IIpaeUJia noJZb3oeaHUJl KopnopamueHoii :meKmpoHHoii no'lmoii (npoeKm)] 

TeKcT nucbMa: 

[J(o6pbul OeHb, yea:J1Cae1v1b1e KOJZ.r?e2u! 

OmeemcmeeHHoe JZUl/O npu npoeepKe no'lmoeozo JlUfUKa o6Jl3aHo He moJZbKO 

CKa'lmnb npuKpen?eHHbze oory;iteHmbl K nucb;vty e cnucKe exoOJlUfeii no'lmb1, HO u 

noJZHOCnlb/O omKpblnlb 6X00JlUjee nUCbMO .. m.K. fflOJlbKO npu llOJlHOftl omKpblfflUU 
6 cucmeMe <fJu«cupye1ncR iJama u BpeMR noRy'leHUR nucbJlta pecnoniJenmo111. B 
cnucKe exoOJlllfeii no'lmb1 OHO no;weHJlem :J1CUpHb1u mpupm Ha 06b1'1Hb1u, 'Imo 6y

oem ceuoemeJlbCmeoeamb 0 noJZy'leHUU u npoqmeHUU nUCbJvla. KpoMe npuKpen

JleHHblX ¢a£iJZoe e meKcme nucb1v1a 1v1o:J1Cem cooep:J1CambcH ea:J1CHaJ1 impopMatfllfl, 

KOmopy10 He 6UOHO 6e3 nOJlH020 omKpbin1llJl. 

B cJZy'lae, eCJlU nUCbJvlO 6b1Jl0 pmocJlaHO 0011oepeMeHHO fteCKOJlbKU.M aope

camaovt, yBeiJo.'11.!leHue 0 110/lY'leHUU llUCbJlta 00J1:JICeH llOJlY'lllfflb fflOJlbKO KOppe
CllOHOeHm oannozo nucbftla, a He ece aopecamb1, Komopbuvt 6bv10 omnpaeJ?eHo 

11UCbMO!!! j.(Jlfl 3nl020 Heo6xoOUJHO KJ1UK11ymb «Eu1e» HU:J/Ce mektbl /1UCbMa u 6bl-

6pamb «Omeemumb».} 

IIO,[.IDUCb! 

[C yea.J/CeHUeM, 
Ha'laRbHUK omoeJZa XXXXXXX X¥XXXXXX C/JI'EOY BO "MITY" 

C/JaMURUJl H1v1J1 Omqecmeo 

+ 7 (8772) X¥ X¥ XX, 
e-mail: aopec@mkgtu.ru] 


