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PETJIAMEHT BEJAEHUSA DJIEKTPOHHOI'O )KYPHAJIA
B MBOY CEMHUCOTCKAA COI

1. O6mme nosoxkeHNst

1.1. HacTtodmuii perinaMeHT OmpenenseT YCIOBUS W IpaBUJa BEIACHHUS 3JIEKTPOHHOIO
KypHaja, KOHTPOJsSL 3a BEJEHHEM OJIEKTPOHHOIO JKypHaja, IpoLeaypbl obecrnedeHus
JIOCTOBEPHOCTH BBOJUMBIX B 3JIEKTPOHHBIM XypHaJl JaHHBIX, HAJEKHOCTH HX XpaHEHUS U
KOHTPOJISI 32 COOTBETCTBMEM 3JIEKTPOHHOI'O JKypHajla TpeOOBaHUSAM K JIOKyMEHTOOOOpOTY,
BKJTIOYAst CO3/1aHUE PE3EPBHBIX KOMHUMN, TBEPABIX KOMHH (Ha OyMa>KHOM HOCHUTEIE) U Jp.

1.2. B cooTBeTCTBHH € IEHCTBYIOLIMM 3aKOHO/1aTEILCTBOM 00pa30BaTEIbHOE YUPEXKICHUE
BIIPAaBE CaMOCTOSATEIBHO BEIOUPATH (POPMBI B CIOCOOBI BEJICHHS y4eTa YCIIEBAEMOCTH.

1.3. OTBETCTBEHHOCTb 3a COOTBETCTBUE PE3YJIbTATOB yueTa JEHCTBYIOIIMM HOPMAaM H, B
YaCTHOCTH, HACTOAILLIEMY PpErJIaMEHTYy M  JIOKAJbHBIM  aKTaM, HECET pPYKOBOJIUTEIb
00pa30BaTENIbHOTO YUPEKIACHUS.

1.4. OTBETCTBEHHOCTH 332 COOTBETCTBUE YUETHBIX 3amucedl (hakTaMm peanu3ariuy y1eOHOTO
npoliecca JIKHUT Ha PYKOBOJUTENIE 00pa30BaTEIbHOTO YUPEIKICHHUS.

1.5. Ilpu BengeHun ydera HEOOXOIUMO OOECHEUUTH COOJNIIOIEHHE 3aKOHOAATEILCTBA O
IIEPCOHAJIbHBIX JaHHBIX.

1.6. Tlomumo oOsi3aHHOCTH HHDOPMHUPOBATH OOYYAIOLIMXCS M UX POTUTENEH (3aKOHHBIX
npeacTaBuTeNnei) 00 ycreBaeMOCTH, O PACIUCAaHUM 3aHATHH U MEpONpUSATHHA, X0Ae yuyeOHOro
mpouecca, 0o0Opa3oBaTEeNbHOE YUpEeXKJIEHHE O0053aHO OTKPHITO MYOJUKOBaTh Pa3IUYHYIO
MH(POPMALIMIO, B YACTHOCTH, 00 OKa3bIBAEMbIX YCIYIaxX U MHBIX JaHHBIX. Takoe nHGopMupoBaHue
MOJKET OCYIIECTBISATHCS KaK HE3aBUCUMO OT CUCTEMBI yueTa y4eOHOro mpoLecca, Tak U B JUHON
JIOTHKE, €CJI y4eT BeIeTCS B paMKax 00beIUHSIONICH 3T (DYHKIIUN CHCTEMBI.

2. O0une nmpaBUJia BeJleHUS y4yeTa

2.1. Baecenue wuH(pOpMAIMM O 3aHATHM M OTMETKH OO0 OTCYTCTBYIOIIUX JOJDKHBI
NPOU3BOANTHCA 1O (DaKTy B JeHb mpoBeaeHus. Eciin 3aHATHE MPOBOJMIOCH BMECTO OCHOBHOT'O
npernoiaBaTensi, (pakT 3aMeHbI JOJDKEH OTPaKaThCsl B MOMEHT BHECEHUS YUETHOM 3aITUCH.

2.2. Brecenue B xxypHai uH(pOpManuy o0 JOMALIHEM 33JaHUU JOJDKHO MPOU3BOANUTHCS B
JIeHb TPOBEJCHUS 3aHATHA. 3aJaHHe JOJDKHO BHOCHTBHCS B KypHanm He mosgHee 17:00 mocrne
OKOHYAHHMS 3aHATUH B 3TOT JCHB.

2.3. Eciim cuctema ydera MO3BOJISIET BECTH pa3feibHO YYeT 3aHATHH W 3aJlaHUM,
pPEKOMEHJyeTcsl 3apaHee pa3MellaTh 3aJaHus, 4TOOBl y oOydaromuxcsi ObUla BO3MOYKHOCTB
3a0JIarOBPEMEHHO IUIAHUPOBATh CBOE BPEMSI.

2.4. Pe3ynmpTaThl OIIGHUBAHUS BBHITOJHEHHBIX OOYYArOIIMMHUCS MHUCBMEHHBIX pPadoOT
JIOJDKHBI BBICTABIIATHCS HE IO3/{HEE | HeJeIH CO JTHS X IPOBEACHUS B COOTBETCTBUY C IIPHHSATHIMH
B 00pa30BaTeILHOM YUPEXKICHUHU MPABUIAMH OIIEHKU padoT.

2.5. ApXHMBHOE XpaHEHHE YYETHBIX JAHHBIX JOJDKHO MPEIyCMaTpUBATh KOHTPOJIb 338 MX
LIEJIOCTHOCTBIO M JIOCTOBEPHOCThIO Ha MPOTSXKEHUH BCEro HEOOXOAMMOrO CpOKa, HalpuMmep, C
MIOMOIIBIO DJIEKTPOHHOW TIOAMHCH. OJEKTPOHHOE XpaHEHHE AapXWBHBIX JAHHBIX JOJDKHO
OCYIIECTBIISATHCS MUHUMAIIBHO Ha IBYX HOCHTEIISX U XPAHUTHCS B PA3HBIX MOMEIICHHSX.

3. YcaoBus wuHGOpPMHUPOBAHHUS OOYYAIOIIMXCS MW HX PpoauTesiell (3aKOHHBIX
NnpeACTABUTeIeH)

3.1. Tlpu BemeHun ydera S3JCKTPOHHBIM 00pa3oM y OOYYAIOMUXCS W HX POJHUTEIICH
(3aKOHHBIX ~TPEJICTaBUTENCH) JOJDKHA OBITh BO3MOXHOCTH ONEPATUBHOTO  IOJYYCHUS
uHpopmaruu 6e3 oOpalIeHus K COTPYAHUKAM 00pa30BaTeILHOTO YUPEKIACHHS (ABTOMATHIECKH).
[Iporiexypa aBTOMaTHIECKOTO JJOCTYIA K HHPOpPMAIIH OJIKHA OBITh 00IIEA0CTYITHA.

Perynsipuocts uHGOpMUPOBaHHS OOYYaIOMIMXCA WU HUX pPOAHUTENEH 00 YCIemHOCTH
oOyuarormerocst ¥ mpodjemMax B peajau3anuy y4eOHOro mporecca T0JKHaA ObITh HE PeXKe YeM OJINH
pa3 HeZeNo, a B cllyyae He3aIUIaHUPOBAHHOTO cOO0s - HE peke OJTHOTO pasa B JIBE HENEIH.



3.2. PexomeHayeTCs peryisipHo MHQOPMHPOBATH OOYYAIOMIMXCS M HMX pPOXUTENCH O
MIPOTHO3€ UX UTOTOBOH YCHIEITHOCTH 33 OTYETHBIN MEPHOJ (YUETBEPTH, TPUMECTD, MTOIYTOIHE H TIP. ).

3.3. Uudopmanmss 00 HTOrOBOM OIICHUBAHUU M KOHKYPCHBIX (dK3aMCHAIIMOHHBIX )
UCTIBITAHUAX JIOJDKHA OBITH JOCTYIHA OOyYarolmIMMCS M UX POJUTENISIM HE TO3Xe CYTOK Mocie
MOJTyYEHUS Pe3yIbTaTOB.

3.4. loctaBka MH(OpMAIMK OOYYAIOIIMMCS U UX POJUTEISIM MOXKET OCYILECTBIISATHCS B
COTJIacOBaHHOM (hopme, B YaCTHOCTH, M0 YKa3aHHBIM UMM KOHTaKTHBIM JaHHBIM JIN0O, €CIIU 3TO
npeaycMaTpuBaeT 3JICKTPOHHAS CUCTEMa, BBEJACHHBIM CaMOCTOSTENbHO. Ilepenaya KOHTAaKTHBIX
JAHHBIX JOJDKHA OCYIIECTBIIATHCS POAMTEISIMHA IMHCHMEHHO WM C MPUMEHEHHEM 3JICKTPOHHBIX
CHCTEM Iepe/iayl JOKYMEHTOB JIEKTPOHHOM MOIIHCHIO.

4. YcioBusi COBMEUICHHOTO XPAaHEHUs JTaHHBIX B 3JIEKTPOHHOM BHUJAE M Ha OyMa)KHBIX
HOCHUTEIISAX

4.1. Tlpu BhIBEIEHUU Ha ME€YaTh JAHHBIX U3 AJIEKTPOHHOIN (DOPMBI OHU JJOJIKHBI 3aBEPSITHCS
B YCTaHOBJICHHOM MOpsAKe. ApPXMBHOE XpaHEHHE YYETHBIX JAaHHBIX Ha OYMaXKHBIX HOCHUTEIISX
JIOJIKHO OCYHIECTBIIATHCA B COOTBETCTBHH C JACUCTBYIOIIMM AJIMHUHUCTPATUBHBIM pPEriiaMEHTOM
PocobpHanzopa, yrBepxaeHHbIM pukazoM MunoOpHayku Poccun ot 21 suBapst 2009 1. Ne 9.

4.2. CBomHas BEIOMOCTh HMTOTOBOM YCHEITHOCTH Kilacca 3a Y4eOHBIM Toja J0JDKHA
BBIBOAMTHCS M3 CHUCTEMBl y4deTa B TOM BHUJE, KOTOPBIH TNPEAYCMOTpPEH [EHCTBYIOIIUMHU
TpeOOBaHUSMU apXUBHOM ciy:k0bl. Eciii nanHbIe 10 y4eOHOMY IOy XpaHSITCS B 3JIEKTPOHHOM
BUJIE, CBOJHASI BEJJOMOCTh MOXKET OBITH MIEpeaHa B apXyB Cpa3y Mo 3aBEPIICHUH BEJACHUS yUeTa B
COOTBETCTBYIOIIEM KJIACCHOM XypHale.

4.3. Tlpu BereHnH yueTa B 3JCKTPOHHOM BUE HEOOXOIMMOCTh BBIBOJIA JJAHHBIX HA TIEYaTh
onpenensiercs coorBeTcTBUEM cucteMbl [OCT P MCO 15489-1-2007 «Cucrema cTaHmapTOB 1O
uHpopManuu, OUOIMOTEYHOMY W HW3JIaTEIbCKOMY Jeiy. YTpaBleHHe JokymMeHTamu. OOrmue
TpeOOBaAHUSY.

4.4. XpaHeHue KypHAJIOB YCIIEBAEMOCTH OOYyYarOIIMUXCS Ha 3JEKTPOHHBIX U OYMaskKHBIX
HOCHUTENISIX 00eCTIeunBaeTCs B TEUCHHUE 5 JIET, B IEAX XpaHeHHs Ha OYMa)KHBIX HOCUTEISAX - OJMH
pa3 B roj, Mo OKOHYaHMM y4eOHOro rojaa, Ho He mo3aHee 30 HIOHS, BBIBOJUTCS Ha IEyYaTh
AIIEKTPOHHAS BEPCHS )KypHaJja yCIeBaeMOCTH, IPOIINBAETCS U CKPETLISETCS MOAMUCKHIO TUPEKTOpa
U TI€YATHI0 YUPESKACHUS (FIEKTPOHHOW TMOAMMKCHIO B COOTBETCTBUU ¢ DerepabHBIM 3aKOHOM OT
06.04.2011 Ne 63-@3 «O0 311eKTPOHHOMN MOATTUCHY);

4.5. XpaHeHue U3BATHIX U3 AJIEKTPOHHBIX JKYPHAJIOB YCIIEBAEMOCTH OOYyYaroLUMXcs
CBOJIHBIX BEJOMOCTEH YCIIeBaEMOCTH HA 3JEKTPOHHBIX U OyMa’KHBIX HOCUTENIAX 00eCreunBaeTcs
B TEUEHHUE 25 JIET, B IENIAX XPaHEeHUSI Ha OyMa)KHBIX HOCHTEJISIX - OJIMH Pa3 B T'OJl, TI0 OKOHYaHUHU
yuebHoro ronaa, Ho He mo3aHee 30 HIOHS, BHIBOAUTCA Ha TMEYaTh AIEKTPOHHAS BEPCHs CBOIHBIX
BEJIOMOCTEN YCIEBA€MOCTH, MPOIIMBAETCS M CKPEIUISETCS MOIMUCHI0 JUPEKTOpa M IMEYaThio
yupexaeHus (3JIeKTpPOHHON MOANUChI0 B cOOTBeTCTBUU ¢ DenepanbHbiM 3akoHOM oT 06.04.2011
Ne 63-D3 «O06 31eKTPOHHOM MOATIUCHY).

B Ttex acmekTtax, B KOTOpBIX 3JIGKTPOHHAs CHUCTEMa He olecrneyuBaeT TpeOyeMbIX
XapaKTEePUCTHK IS TIPU3HAHUS JaHHBIX ydeTa JOKYMEHTOM, HeOOXOIMMO BHIBOJUTH JaHHBIC HA
neyaTh U XpaHUTh Ha OyMa)>KHOM HOCHTEIIE.

Hampumep:

* €CIIM CHUCTE€Ma He MpeIyCMaTPUBACT HAJAEKHOIO KOHTPOJIS 3a UCIPABICHUAMH, JaHHbIE
JTOJIKHBI BBIBOJUTHCS Ha MeYaTh B KOHLIE Ka)KI0I0 OTYETHOTO MEPHO/Ia;

* €CIM CUCTeMa ydeTa HEe IO3BOJISIET XPaHWUTh APXUBHBIE JAaHHBIE B OOILIEAOCTYITHOM
dbopmate, HEe TPeOYIOIIEM CHEIUAIBLHOTO MPOTPAMMHOI0 OOECIeUeHHs, HEOOX0IUMO BBIBOJAUTH
JaHHbIE HA TeYaTh [0 OKOHYAHUU Y4eOHOI0 T0/1a;

* eClId JIaHHbIe ydeTa MPOMYUICHHBIX U 3aMELICHHBIX YPOKOB B 3JIEKTPOHHOM BHJIE HE
MO3BOJISIIOT JIETKO TOJIYYUTh MH(OPMAIMIO MO JI000MY COTPYAHUKY W/WIM 3a JHOO0H Mecsdll,
HE00X0IMMO BBIBOJIMTH JaHHBIE HA M€YaTh €KEMECIUHO.



