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1. O6wue nonoxxeHns

1.1. HacTtoswmin OKYMEHT onpeaenseT ycN0BUA U NpaBuna BegeHusa XK, KOHTpons 3a
BeaeHunem K, npoueaypbl obecneyeHns AOCTOBEPHOCTM BBOAUMbIX B DX AaHHbIX, HAAEKHOCTU
MX XPaHEHMA M KOHTPOAA 3a cooTBeTCcTBMEM DX TpeboBaHMAM K AOKYMEHTOOBOPOTY, BKAOYAn

co3aHue pe3epBHbIX KONWUI, TBEPAbIX KONWU (Ha BymarkHoMm HocuTene) u ap.

1.2. B cooTBETCTBMM C AEWUCTBYIOWMM 3aKoHoaaTenbctBoM QY BnpaBe CaMoCTOATENbHO

BblIBMpPaTb GOpPMbI yyeTa BbINONHEHUA y4ebHOM Nporpammbl.

1.3. OTBETCTBEHHOCTb 33 COOTBETCTBUE Pe3ynbTaToOB Yy4eTa ﬂ'eﬁCTBleLLI,MM HOpMam U, B

YaCTHOCTU, HACTOoALLEMY PErNaMeHTY U NOKAa/IbHbIM aKTaM, HECET PYKOBOAUTEb ov.

1.4. OTBETCTBEHHOCTb 3a COOTBETCTBME AaHHbIX y4yeTa d)aKTaM peannsaunnm y‘-le6HOI'O

npouecca NexXnT Ha pykosoguTene OY.

1.5. Mpu BeaeHMM yyeTa Heobxoaumo obecneunTb cobatogeHMe 3aKOHOAATENbCTBA O

NnepCoHaNbHbIX AAHHbIX.

2. Obwme npaBuna BegeHUA yyeTa

2.1. BHeceHue nHGopMaLmMm 0 3aHATUN M 06 OTCYTCTBYHOLLMX A0/IXKHbI MPOM3BOAMUTLCA NO
daKTy B geHb nposeaeHua. Ecam 3aHATME NPOBOAMAOCH BMECTO OCHOBHOrO npenosgasaTens,

baKT 3aMeHbl A0/IXKEH OTPaXKaTbCA B MOMEHT BHECEHWA YYETHOM 3aMNNUCH.



2.2. BHeceHMe B }KypHan MHPopmaLmm 0 4OMALLHEM 33ZaHUN AOIKHO NPOM3BOANTLCA B
AeHb NpoBeAeHuA 3aHATUA. 3aJaHne A0NKHO BHOCUTBLCA B XKypHaa He no3aHee, yem yepes 1 yac

nocsie OKOHYaHUA BCeX 3aHATUIM AaHHbIX 0by4YatoLWmxcs.

2.3. PekomeHpgyeTca 3apaHee pasmMewaTtb 3afaHuA, 4tobbl y oby4yatowmxca Obina

BO3MOXHOCTb 3a6ﬂaFOBp6MEHHO NAaHNPOBATb CBOE BpemA.

2.4. Pe3ynbtatbl OUEHWBAHWA BbIMOJIHEHHbIX Ob6y4YaWMMNUCA PaboT  AO0XKHbI
BbICTAaBNATLCA He No3aHee 1 Heaenu co AHA UX NpoBeeHUA B COOTBETCTBUM C NPUHATbIMKU B OY

npasuiamum oueHKu pa60T.

2.5. Apx1MBHOE XpaHeHWe y4YeTHbIX AaHHbIX AOJ/IKHO NpeaycMaTpuBaTb KOHTPONb 33 UX
LLe/IOCTHOCTbIO U AOCTOBEPHOCTBIO Ha NMPOTAMXKEHMM BCEro HeobXoAMMOro CpoKa, Hanpumep, ¢
NMOMOLLbIO 3NEKTPOHHOM NOANUCU. IDNEKTPOHHOE XPaHEHWe apXMBHbIX [AaHHbIX AOJIKHO

ocywecTBNAATbCA MUHUMAJIbHO Ha ABYX HOCUTENAX U XPAHUTBCA B PA3HbLIX NTOMELLEHNAX.

3. Ycnosua COBMeELWEHHOro XpaHeHnA AaHHbIX B 9/1IEKTPOHHOM BUAaeE U Ha 6yMa>KHbIX

HOCUTEenAax

3.1. B cnyyae HeobXoAMMOCTU UCNONb30BaHUA [daHHbIX DK U3 3n1eKTpoHHOW GopMbl B
KayecTBe MevyaTHOro [AOKyYMeHTa WHPopmauMAa BbIBOAMTCA Ha MeyaTb M 3aBepsAeTca B
YCTaHOB/NIEHHOM MopsAAKe. APXMBHOE XPaHEHME YYETHbIX AaHHbIX Ha BGYMarKHbIX HOCUTENsX
[OJI)KHO OCYLLECTBAATLCA B COOTBETCTBUM C AEMCTBYHOLWMM AOMUHUCTPATUBHBIM PEraMeHTOM

PocobpHaazopa, yTBepKaeHHbIM Npukazom MuHobpHayku Poccum ot 21 sHeapa 2009 . Ne 9.

3.2. CBoAHas BEAOMOCTb MTOFOBOM YCMELHOCTN Kiacca 3a y4ebHbli ros BbIBOAUTCA U3
cUCTeMbI y4eTa B TOM BUAE, KOTOPbIV NPesyCMOTPEH AeNCTBYIOWMMM TpeboBaHMAMM apXUBHOM
CNy*6bl. Ecn gaHHble No y4ebHOMY rofy XpaHATCA B 3N1€KTPOHHOM BUAE, CBOAHAA BEAOMOCTb
MOXeT bbITb NepefaHa B apxuMB cpasy MO 3aBeplleHMM BeAEeHMA yyeTa B COOTBETCTBYHOLLEM

K/JIaCCHOM KypHarne.

3.3. Mpu BeAeHUN yyeTa B 3/IEKTPOHHOM BUAE HEOBXOAMMOCTb BbiBOAA AaHHbIX Ha
neyatb ANA WCMONb30BaHUA B KayecTBe [JOKYMeEHTa onpeaensaetcA COOTBETCTBUEM

ncnonbsyemoi MHbopmaunoHHo cuctembl FOCT P UCO 15489-1-2007 «CucTtema CTaHAAPTOB MO



nHbopmauum, 6ubanotreyHomy u m3gaTenbCKOMy Aeny. YnpasnaeHue gokymeHTamu. Obuwme

TpeboBaHuA».
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