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Persiamenr

Be/IeHHsl JIeKTPOHHBIX :kypHaJ0B B ['BOY mkose Ne 612

1. O01mue mo10:xeHUuS

1.1. Hacrosuuii JOKYMEHT OIpenesseT yClIoBUs U mpaBuia BeaeHus K, KOHTpoud 3a
BeneHueM K, mpouenypel oOecreueHuss JIOCTOBEPHOCTH BBOAMMBIX B XK maHHBIX,
HAJCKHOCTM UX XpaHEHUs UM KOHTposis 3a coorBercTBUEM OJXK TpeboBaHuAM K

JIOKYMEHTOOOOPOTY, BKIJIIOYas CO3JAaHME PE3EpPBHBIX KOIMUM, TBEPIbIX KOMHHM (Ha OymMa)xHOM

HOCHUTEJNE) U Jp.

1.2. B cooTBeTCTBUU € AEHCTBYIOLIMM 3aKOHOAATeNbcTBOM OV BIIpaBe CaMOCTOSTENBEHO
BBIOMPATh GOPMBI yUeTa BBIIOJHEHUS y4eOHOM MPpOrpaMMal.

1.3. OTBETCTBEHHOCTH 3a COOTBETCTBHE PE3yJIbTATOB Y4CTa I[eﬁCTBYIOHIHM HOpMaM H, B

YaCTHOCTH, HaCTOSIILIEMY PErJIaMEHTY U JIOKaJIbHBIM aKTaM, HeceT pykoBoauTenas OV.

1.4. OTBETCTBEHHOCTh 3a COOTBETCTBHE JAHHBIX ydeTa (pakTaM peaau3aiuul y4eOHOro
npolecca JeXHUT Ha pykoBoautene OVY.

1.5. Ilpu BeneHun yuyera HE0OXOIUMO 0OeCHEUYUTh COONIOJAEHHME 3aKOHOJATENbCTBA O

MNEPCOHAIbHBIX NaHHBIX.

2. O0mme npaBuJa BeJeHUS y4eTa

2.1. Buecenue PIH(pOpMaI_II/II/I 0 3aHSITUU U 00 OTCYTCTBYIOIIHX OOJIKHBI IMTPOU3BOAUTHCA
1o (I)aKTy B JICHb ITPOBCACHMUA. Ecnu 3anstue MMPOBOANIIOCH BMECTO OCHOBHOI'O ITperioaaBaTeIsd,

(I)aKT 3aMCHBI JOJIKCH OTPAKATHCA B MOMCHT BHCCCHUSA yquHOﬁ 3aIliucCH.

2.2. BHeceHnue B XypHaJI WH(POpPMAIIMK O JOMAIIHEM 33JIaHUH JOJIKHO TTPOU3BOIUTHCS B
JICHb TIPOBEJICHUS 3aHATHS. 3alaHuE JIOJHKHO BHOCUTBCA B KypHaJI HE MO3/HEE, 4eM depe3 1 yac
MOCJIC OKOHYAHUS BCEX 3aHSTHI TaHHBIX 00YUarOIINXCS.

2.3. Pexomenayercs 3apaHee pa3MmemiaTh 3aJaHus, 4YTOObl y oOydarommxcs Obuia

BO3MOXXHOCTb 38.6JIaFOBpeMeHHO IJIaHUPOBATh CBOC BpCMHI.

2.4. PesynbpraTsl

OLICHUBAaHHUA  BBIIIOJHCHHBIX 06y‘-IaIOH_II/IMI/ICSI pa60T JOJI2KHBI

BBICTaBJIATHCS HC MTO3JHCC 1 HCACIIN CO JHA UX MPOBCACHUA B COOTBCTCTBHUU C IPHUHATHIMU B oy

NpaBUJIaMU OLIEHKU padoT.



2.5. ApxuBHOE XpaHEHHE YYETHBIX JaHHBIX JOJDKHO MpEAycCMaTpUBaTh KOHTPOIb 33 UX
[IEJIOCTHOCTBIO M JIOCTOBEPHOCTHIO HA MPOTSHKEHUU BCETO HEOOXOIMMOTO CpOKa, Hampumep,
MOMOIIBIO DJIGKTPOHHON TOJMHUCH. ODJIEKTPOHHOE XPAaHCHHE apPXMBHBIX JTaHHBIX JOJIKHO
OCYIIECTBIISATHCS MUHUMAIIBHO Ha JIBYX HOCHTEIISIX U XPAHUTHCS B Pa3HBIX MOMEIICHUSX.

2.6. Ilpu BemeHWH ydeTa yCIIEBAEMOCTH C HUCHOJb30BaHWeM DK oOydarommMmcs U HX
poauTensM (3aKOHHBIM MPEJICTAaBUTENSIM) OOECHeuYnBaeTcs BO3MOXKHOCTh OIEPATHUBHOIO
nosrydeHust uHdopmaiuu 6e3 odparieHus kK corpyaaukam OY (aBTOMaTHUYECKH ).

2.7. Inst poguTenei (3aKOHHBIX MPEJCTaBUTENICH ), KOTOPBIC 3asSBUJIN O HEBO3MOXXHOCTH
WM HEXEJIaHWU UCMOJIb30BaTh OCTYI K 3JIEKTPOHHBIM (popMaM MpeicTaBiieHuss nHbopMaluu,
JIOJDKHO OBITH 00ecTiedeH0 HHPOPMHUPOBAHUE O pPe3ysIbTaTax 00yUYeHHs HE pexke, YeM OJIMH pa3 B
HEJIENIO C UCTIOIb30BAaHUEM PACIICYaTKN PE3YJIbTaTOB.

2.8. PexkoMmeHmyeTcsi peryisipHo HHPOPMHUPOBATH OOYYAIOIIMXCA W WX POJIUTEICH
(3aKOHHBIX TMPEJCTABUTENICH) O IPOTHO3E UX UTOTOBOM YCIENTHOCTH O0yUYaIONIUXCS 32 OTYCTHBIN
nepuo (4eTBepTh, TPUMECTP, MOIYTOIUE U TIP.).

2.9. Undopmaiusi o0 HUTOrOBOM OIEHMBAHMM W KOHKYPCHBIX (3K3aMEHAIMOHHBIX )
UCIBITAHUSAX JOJDKHA OBITh JIOCTYHmHA OOy4YaloluMCs U HUX POJUTENAM (3aKOHHBIM
MPEJICTABUTENSM) HE MO03Ke CYTOK MOCIE MOTYyYEHHS pPe3yIbTaToB.

2.10. HocraBka wuHpopMamuu OOYyJaAOIIMMCA W HMX POJUTEISAM  (3aKOHHBIM
MPEJICTABUTEIISIM) MOXET OCYIIECTBISITBCS B COTJIACOBAaHHOW (opme, B YACTHOCTH, II0
YKa3aHHBIM HMH KOHTaKTHBIM JaHHBIM, JIMOO BBEIECHHBIM CaMOCTOSTENBbHO. [lepemaua
KOHTAKTHBIX JIAHHBIX JIOJDKHA OCYIIECTBIISITHCS POIUTEISIMA MHUCHMEHHO WU C NMPHUMECHEHUEM
AIIEKTPOHHBIX CUCTEM MepeAadr JOKYMEHTOB 3JIEKTPOHHON MOIHUCKIO.

3. YciaoBusi COBMEIIEHHOTO XpaHCHUA JAHHBIX B 3JICKTPOHHOM BH/JE€ M HA
6yMa)KHbIX HOCHUTECJIAX

3.1. B cnyuae HeoOxoaumocTu ucnoiab3oBaHus Janueix DK u3 snekTpoHHON (HOPMEI B
KauecTBE II€YaTHOrO JJAOKyMEHTa HHQOpMAIUs BBIBOJUTCS HA Te4aThb M 3aBEpSeTCs B
YCTAaHOBJICHHOM TMOpPsAKE. APXUBHOE XPAHEHHE YYETHBIX JAHHBIX Ha OYMa)KHBIX HOCHTEISIX
JIOJI’KHO OCYILECTBIISITHCS B COOTBETCTBUM C JIEUCTBYIOIIMM AJIMUHUCTPATUBHBIM PErJIaMEHTOM
Pocobpram3opa, yrBepxkaeHHBIM npukazoM MuHoOpHayku Poccun ot 21 staBaps 2009 1. Ne 9.

3.2. CBojiHasi BEJJOMOCTbh UTOTOBOI YCHEIIHOCTH KJlacca 3a Y4eOHBIN o/l BEIBOJUTCS U3
CHUCTEMBI y4eTa B TOM BHJI, KOTOPBIM MPeIyCMOTPEH NEHCTBYIOIIMMH TPEOOBAHUSIMU apXUBHOU
cnyxObl. Ecnii nanHbie o yueOHOMY TOy XpaHSTCS B JIEKTPOHHOM BHJIE, CBO/IHAS BEIOMOCTh
MOKET OBITh MEpelaHa B apXUB cpa3y MO 3aBEPIICHUU BEIEHUS ydeTa B COOTBETCTBYIOIIEM
KJIACCHOM JKypHalle.

3.3. Ilpu BeneHuM ydera B DJIEKTPOHHOM BHJIE HEOOXOIMMOCTH BBIBOJA JAHHBIX Ha
neyatb I HCIOJb30BaHMS B  KayecTBe JOKYMEHTa OIpelesieTcs COOTBETCTBUEM
ucnonb3zyemoit uHpopmarmornHon cuctemsl [[OCT P UCO 15489-1-2007 «Cuctema cTaHAapTOB
o uHpOpMaIHK, OMOIMOTEYHOMY M M3JaTEIhCKOMY Jey. YTIpaBieHue nokymeHTamu. Oomume
TpeOOBaHUS Y.
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