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Perniament Bexenns snexrponnoro JKypHaIa
B MyHHUIHNAJILHOM 010XK€THOM YUpeKICHHA
cpenneii o0meobpazoBaTensHoit mKoe ¢. KaMoimn

1. O6wue nonoscenun
1.1. Hacrosamuit joxymeHT ompegnensier YCIIOBHS M TIPAaBHIIA BEACHUS 3JIEKTPOHHOTO XypHAIa
(manee 9XK), KOHTpOIIA 3a BeeHMEM OX, mponeyprr obecrieuenus ZAOCTOBEPHOCTH BBOJUMBIX B
9X naHHBIX, HaNEXHOCTH X XPaHCHHA M KOHTPOJIA 3a cooTBeTcTBHeM XK TpeGoBammsaM K
JOKYMEHTOOOOPOTY, BKIIOYAs CO3qaHHE PC3CPBHBIX KONMH, TBEPABIX KOHMii (Ha OGyMaxxHoM
HOCHUTEJIE).
1.2. Tlopsimox mnpemoctasieHue HHQOpPMAMK 0 TeKymelf ycreBaeMoCTH oby4aronrerocs,
BEACHHUE 3MICKTPOHHOTO THEBHHKA M SIEKTPOHHOTO XKYpHAIA YCIIEBAEMOCTH OCYLIECTBIIIECTCS B
COOTBETCTBHH C rOCYapCTBEHHBIME HOPMATHBHO-TIPABOBEIMH aKTAMH:
— Koncrurynusa Poccuiickoit Deneparum;
1.3. OrBercTBeHHOCTL 3a COOTBETCTBHE PE3yJIBTaTOB y4YeTa ACHCTBYIOLIMM HOPMAaM H, B
“aCTHOCTH, HACTOALIEMY PErIaMEHTY M JIOKAIEHBIM aKTaM HeceT JUPEKTOP HIKOJEL
1.4, OTBeTCTBEHHOCTH 3a COOTBETCTBHE YHCTHBIX 3ammced ¢axraM peanmsauuu y4eGHOro
IpOLiECCa JIEKUT HA 3aMeCTHTENe AUPEKTOpPA 10 y4eOHO-BOCTIMTATENBHON paboTe B pamkax,
COOTBETCTBYIOIIMX 30HE OTBETCTBEHHOCTH, a IpH OTCYTCTBUH 3aMECTUTENS - HAa CaMOM
pyKoBoauTene 06pa3oBaTeNLHOr0 YIPEexKICHHS.
1.5. Ilpm Benmenun y4yeTa HEOoOXOAMMO O0O0EeCIeYHTE COOMIONIEHHE 3aKOHOAATENBCTBA O
HNEPCOHAIBHBIX TaHHBIX.
1.6. Tlomumo Benenms yuera, 00pasoBaTeNbHOE  yupexIeHHE 00513aHO,  OTKPBITO
HH(QOPMHPOBATE 06 OKa3bIBAEMBIX yCiyrax, O paClMCaHHM 3aHATHH M MEpPONpPHATHH, Xome
y4eOHOro nporecca ¥ MHLIX JaHHbIX. DTO MOKET OCYIUECTBIIATLCS HE3ABHCHMO OT CHCTEMBI
yuera y4eGHoOro rpouecca 160 B equHOM JIOTHKE, CCIT y4YET BeHeTCA B paMKax 00beIHHSIOmEH
3TH (QYHKIHH CHCTEMBIL

2. Obwgue npasuna sedenun yuema

2.1. Bnecenue wundoOpMamu 06 YYeOHOM 3aHATHH H 06 OTCYTCTBYIOIMUX JIOJDKHBI
IPOU3BOAUTECS 110 (aKTy B NeHb npoBeneHus. Eciu 3ausTue IIPOBOIUIIOCH BMECTO OCHOBHOIO
IIPENOAaBaTest, YaKT 3aMEHb! JOJDKEH OTPAXAThCS B MOMEHT BHECCHIS YYETHOH 3amucH.

2.2. Buecenne B xypHaT HHQOPMALMHU O JOMALIHEM 3aJJaHuH TOJDKHO NPOM3BOIAMTECA B JCHD
NPOBEACHUS 3aHATHS. 3aJaHHE NOJDKHO BHOCHTHCS B XypHaJl HE IO3JHeE, 4eM depe3 2,5 yaca
IIOCJIC OKOHYAHHU BCCX 3aHATHIH TaHHBIX 00YJarOMUXCs.

2.3. Pexomenmyercs 3apanee pasMemarb 3aJaHus, 4YT0OBl y o0y4aromuxcst 65u1a BO3MOKHOCTE
3a0J1arOBPEMEHHO IIAHMPOBATE CBOE BpeMAL.

2.4. Pe3ynpTaThl OLECHUBAHUS BHITOIHECHHBIX 00y4aromuMECs paboT JTOIDKHBL BBHICTABILITECS He
HO3/iHee 1 HelenH €O JHSA MX NPOBENCHHS B COOTBETCTBHU C HOPUHATEIMH B YYPEXKACHUH
NpaBHJIaMH OIIEHKH pabor.

2.5. ApXMBHO® XpaHEHHE YUETHBIX JAHHBIX AOIDKHO TNPEoyCMaTpHBaTh KOHTPOJb 3a HX
LENOCTHOCTBIO M IOCTOBEPHOCTHIO Ha IIPOTSDKEHHH BCETO HEOGXOMHMOTO CpoOKa. DJIEKTPOHHOE
XPaHCHHE apXHBHBIX NAHHBIX JOKHO OCYINECTBIATHCS MHHMMATIBHO Ha JIBYX HOCHUTEIIX H
XPaHUTECS B Pa3HBIX MMOMELLCHHIX.
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3. Yenoeusa unpopmuposeanua odyuaromguxca u ux pooumeneii (3aKOHHbIX npedcmasumeneii)
3.1. WnnuBunyansHas uHGopManus o0 ycmemHocTH olyyaromerocs © mpobnemax B
peaym3anvi y4eOHOTO Ipolecca AOJDKHA OBITh JOCTYIIHA caMOMy oOydaromemycs H €ero
poauTensiM (3aKOHHBIM IIPEACTaBHTEIISIM) HE peke OJHOTO pa3a B HEACNIO WM, B Clydae
HE3aIUIAaHUPOBAHHBIX COOEB, - uepe3 2 HelelH.

Ilpu Benenuu yuera 9J1€KTPOHHBIM 06pa3oM y 00yJaromuXcs U UX POAUTENEH T0KHA OBITh
BO3MOXXHOCTh OIIEpaTHBHOTO TOJNyYeHHs HHpopmauud Oe3 oOpalleHHS K COTPYAHHUKaM
(aBromarnuecku). Ilpomemypa aBTOMaTmueckoro poctyna K uH(popManum nomxHa OBITH
ofmenocTynHa.

3.2. PexomeHayeTCs perysipHO HHPOPMUPOBATH OOYYAIOLIMXCSA U UX POJHUTENCH O IPOTHO3E UX
WUTOTOBOU YCIIEBAEMOCTH 32 OTUETHBII epro (YeTBEPTh, OJIYTOIHCE). '

3.3. Mudopmarms 00 UTOroBOM OICHUBAHHMA M KOHKYPCHBIX (9K3aMCHAITHOHHBIX) HCIBITAHHIX
JIOJDKHA OBITh TOCTYIIHA OOYYaromuMCS M X POMUTEISIM HE IMO3KE CYTOK IOCiie MOIydYCHUS

4. JlocTaBKa MHQOPMAIIMH O0YYAIOMIUMCS M KX POJUTEIIAM MOXKET OCYIIECTBIATHCH TOIBKO II0
HX Tpock0e W MO0 YKa3aHHBIM WMHM KOHTAKTHBIM JaHHBIM. Takoe yKa3aHue HOJDKHO
OCYHICCTBIIATHECA PONUTENAMH HNHUCBMEHHO Jm0O0, €Cld 3TO HpPEeNyCMAaTpPHBAET JIIEKTPOHHAA
cucrema, camoctosrensHOo. O ¢Qaxrax oTkasa pomuTeneid or mnomydeHus uHGopManuu o0
YCIIENIHOCTH W IpoOiieMax oOydaromerocs HeoOxoaumo HHGOpPMHpPOBATh OpraHbl ONEKH H
HONEYUTENBCTRA.

4. Ycnoeua coemewieHH020 XPAHEHUA OAHHBIX 6 IJEKMPOHHOM 6GUOE U HA OYMANCHBIX
Hocumenax

4.1. JIns WCIONB30BaHHS JAHHBIX M3 3JIEKTPOHHOH (OpPMBI B KadecTBE JOKYMEHTOB OHH
BBIBOJSTCS Ha II€YaTh W 3aBEPAIOTCA B YCTAHOBJICHHOM MOpsKEe. ApXUBHOE XpaHEHHE YYETHBIX
JIAHHBIX Ha OyMaXXHBIX HOCHTEILIX JIOJDKHO OCYINECTBIATHCA B COOTBETCTBHH C JICHCTBYIOLINM
AIMHUHHCTPAaTHBHEIM perjiaMeHToM PocoOpHan3opa, yTBEp)KICHHBIM IpuKazoM MuHOOpHayKH
Poccuu ot 21 suBaps 2009 r. N 9.

4.2, CBoaHas BEIOMOCTH HTOTOBOHM YCIEBa€MOCTH Kjacca 3a Y4eOHBIH IO BBIBOJHTICA HU3
CHCTEMBI YYE€Ta B TOM BHJIE, KOTOPBIH NpeaycMOTpEeH ACHCTBYIOIMMHE TpeOOBaHUAMH apXHBHOH

MOXET OBITH II€pelaHa B apXWB Cpa3ly IO 3aBEpIICHHM BEJEHHS y4eTa B COOTBETCTBYIOIEM
KJIACCHOM >KypHaje.

4.3. IIpu BeieHUH ydeTa B JIEKTPOHHOM BHIe HEOOXOIMMOCTE BBIBO/IA JAHHBIX Y4eTa Ha evarh
OTIpeJIeNIAeTC HAJIMYUEM HJIM OTCYTCTBHEM B CHCTEME CPEACTB KOHTPOJII 3a KMCIIPABICHUSIMH.
Ecnu cucTeMa He mpeycMaTpuBaeT HaJEKHOTO KOHTPOJIA 3a HCIPABICHUSIMH, JaHHBIE JOJDKHBL
B KOHIIE Ka)KJIOTO OTYETHOTO [IepUoa BEIBOAUTEHCS HA IIeYaTh.

4.4. JIns moATBEPXKISHUS yCIIEBaeMOCTH O0y4aromuxcs, NPETCHAYIONMX Ha MEalb, B KOHIIE
KQXJ0TO OTYETHOTO IEpHOJa BEAOMOCTh MX YCHEBAEMOCTH JOJDKHA BBIBOAHMTHCS Ha I€Yarh H
XPaHUTHCA Y OTBEUYAIOIIET0 3a OpraHu3aluio yueOHOro npolecca JIuna.

4.5. Ilpu cCOBMEIICHHOM BEACHUH yuyeTa B OyMaXHOM KIJIACCHOM JXKypHajl€ U B 3JICKTPOHHOM
BHJIC, €CJId 3alUCH O TPOBEACHHBIX 3@HATHSAX B DJIIEKTPOHHOM BHJAC SBJLIIOTCA
00IIeTOCTYHBIMH, JOMYCTUMO B OyMa)KHOHM BEepCHHM JKypHajla 3allUCH O 3aHATHIX BECTH B
COKpAaIlEHHOM BHJE; TOrJa B KOHIIE KaXAOr0 OTYETHOrO MEpHOJa HYXKHO BBIBECTH H3
9JIEKTPOHHOM (POPMBI Ha IE€YaTh CBOJKY IIPOBEICHHAIX 3aHATHH U IO OKOHYAHUH IoJa BIOXHUTH
HX B COOTBETCTBYIOIIME CTPaHHIBI OyMakHOro XypHana. B TeueHme yueOHOro roaa
BBIBC/ICHHBIE Ha II€4aTh JaHHBIC 32 3aBEPIICHHBIE OTYETHBIC IEPHOBI XPAHATCS Y
OTBETCTBEHHOrO Jiria. OTMETKH O 3aMEHE OTCYTCTBYIOIIETO IPenofaBaTelis IPH COBMEIEHHON
¢dopMe BeZieHUS ydeTa JODKHBI HMETh OTpaXKeHUE B OyMaXXHOH BEpCHH XKypHaa.

4.6. JlonmycTHMO BeICHHUE JXXypHaa MPOIYIICHHBIX U 3aMEIICHHBIX YPOKOB B JIEKTPOHHOM BHJIE,
€CIIH JAHHBIE MX y4yeTa COBIAJAIOT C JAHHBIMM Oyxrairepuy IO BBIILIATAM M €CIIH CHCTEMA
MO3BOJISET JIETKO MOJy4dTh HMH(pOpManuio mo moboMy cOTpyAHHMKY. B mportuBHOM cCitydae,
HeOoOXOIHMO €XEeMECIUHO BBIBOZUTH JIAaHHBIC Ha IC4YaTh B TpajuIuOHHON Miu ONu3KoHM K Hel

dopme.



