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PETJIAMEHT BEJEHUS 3JIEKTPOHHOT' O
KJIACCHOTI'O 7KYPHAJIA

1. O0mue noJoxeHus

1.1. JlaHHbIi pernaMeHT pa3paboTaH Ha OCHOBAHWH JICHCTBYIOUIErO 3aKOHOaTEIbCTBA
P® o BeneHMH T0KYMEHTOOOOPOTA M yueTa ydeOHO-MENarorHIeCKON JIeSITeTbHOCTH, B 4aCTHO-
CTH:

e ¢ PepepanbHoro 3akona ot 29 pexabpsa 2012 r. Ne 273 - @3 «06 obpa3oBaHuu B
Poccuiickon ®esepauu»;

o  @ejnepanpHOro 3akoHa Poccuiickont @enepatyn ot 27 utosist 2006 1. N 152-D3 «O nep-

COHAJIBHBIX AaHHBIX»
*

e Jlncema PenepanbHoro areHrcTBa 1Mo odpasosanuio ot 29 mioast 2009 r. N 17-110 «0O0
00€eCTIeHEHUH 3aLIMThI EPCOHATBHBIX JaHHBIX»;

e Ilucema Munucrepersa Obpazosanust 1 Hayku PO o1 13.08.2002r. Ne 01-51-088nn «O0
OpraHu3allk HCII0Ib30BaHUs MHPOPMAIIHOHHBIX B KOMMYHHKAIIHOHHBIX PeCypcoB B 00-
11e00pa30BATCIBHBIX YUPCHKICHHUSX;

e  Denepanbroro 3akona Pocenlickoit @enepaumu ot 27 miong 2006 roma Ne 149-@3 «O0
MHpOpMALH. HHPOPMALMOHHBIX TEXHOIOTHUSIX U 0 3alllUTe HHPOPMALIHNY;

o [Ilocranosnenus IlpasurensctBa Poccuiickoit deaepatnu or 17 HosOpst 2007 1. N 781
«O06 yreepxicHuu llonoxenust 00 obecrneHeHnn 0e30MacHOCTH TTIEPCOHAIBHBIX JAaHHBIX
npu ux 00padoTke B MHPOPMAIIMOHHBIX CHCTEMAX MEPCOHAIIBHBIX JaHHBIX):

e [lucema Munucrepersa OOpasosanus u Hayku PO or 15.02.2012r. No AlI-147/07 «O
METOJIMHECKUX PEKOMEHIAIMAX 110 BHEIPEHHIO CHCTEM BEJCHHUS JKYPHAJIOB YCIIEBACMOCTH
B 2JIGKTPOHHOM BHJIe»;

1.2 DJeKTPOHHBIM KJIACCHBIM JKYpPHAJIOM Ha3bIBACTCS KOMIUIEKC MPOrPaMMHbIX
CPEeACTB, BKIIOHAIOIME 0a3y JIAaHHBIX M CPE/ICTBA J10CTYNa H padoThl ¢ HEH;

1.3 JIaHHOC T0JI0KEHHE YCTAHABIMBACT CIAMHBIC TPEOOBAHHUS 110 BEICHHIO JJICKTPOH-
HOTO  KJIACCHOTO  KypHasla (manee —  ojekTpoHHBIE xkypHan) B MKOVY  «COIIl
c.[IpumankuHCKOro».

1.4 Be/icHHe 2ICKTPOHHOTO KJIACCHOTO JKYypHA/Ia SIBISIETCs 00s3aTeTbHBIM JUTS KaX/10-
TO YUUTENS U KITACCHOTO PYKOBOMATENS.

1.5 Tlomiepxanue napopmaumnu xpassuieiics B 0asze JaHHBIX dJICKTPOHHOIO KJIACCHO-
ro JKypHaJla B aKTyalIbHOM COCTOSIHUH SIBJISICTCS 00sI3aTEIIbHbBIM.

1.6 ITosb30BaTEISIMH OJICKTPOHHOTO KJIACCHOTO JKypHAJIa SIBJIAIOTCA: a/IMUHUCTPpALIUA
HIKOJIBI, YHUTCIIA, KJITACCHBIC PYKOBOJAUTECIIH, YHCHUKH U POHUTECIIN.

1.7 B coOTBETCTBUH C JICHCTBYIOUIMM 3aKOHOIaTEILCTBOM 00pa3zoBaTe/IbHOE yUPEK-
JICHHWE BIIPaBE CaMOCTOSATEIILHO BBIOUPATH (DOPMBI M CITOCOOBI BEJIEHUS yUeTa yCIIEBACMOCTH.




1.8. OTBCTCTBCHHOCTD 34 COOTBETCTBHE PE3YIBTATOB YHCTA ,'l@f;ICTB)"IOIllH;\I HOpMaM H. B
HYAaCTHOCTH, HACTOSUICMY PCIJIaMCHTY H JIOKAJIbHBIM aKTaM, HCCET PYKOBOIHUTC/Tb O()pa'i()l%’d'l'CJlb-
HOT'O YHUPCIKACHHSI.

1.9. OTBETCTBEHHOCTD 3@ COOTBETCTBHE YHCTHBIX 3arucen (ba}('ra.w pealinsalmu _\"~IC6HO]‘()
Iporecca JIC)KHUT Ha PYKOBOJIUTEIIC O6p'cI'SOB’dTefIbHOI‘O YUPCIKICHHUS.

1.10. Tlpn BesteHuun yueta HEOOXO0MMO 00eCreHdnTh COOMONCHUE 3aKOHOATEILCTRA O
ePCOHATBHBIX JaHHbIX,

1.11. ITomrmo 00s3aHHOCTH HHPOPMHPOBATL OOYHAIOUIMXCSI H UX POJUTENIEH (3aKOHHBIX
npencrapurTeniel) 06 ycrneBaeMOCTH, O PACHMCAHUY 3aHATHIL ¥ MeponpusThii, xoiae yuedHoro
npoilecca, 00pa3oBaTeIbHOE YUPEKACHHE 00543aHO OTKPBITO NYOIUKOBATE Pa3IMUHYIO HH(OpVa-
LIMIO, B HACTHOCTH, 00 OKa3bIBAEMBIX YCIYrax W WHBIX AaHHBIX. Takoe HHOOPMUPOBAHHE MOKET
OCYLIECTBIIATBCS KAK HE3aBUCHMO OT CHCTEMBI yueTa yueOHOTo mpolecca, Tak W B ¢IAHHOH JIori-
K€, €CJIM YUET BEAETCs B pamMKaX 00beMHSIOMmEeH 3TH QYHKIMH CHCTEMBI. :

2. O0mne npasuiIa Be/leHUs yueTa

2.1. Buecenne )"'{C'I'HOfl 3aIUCH O 3aHSITHU M OTMCTKH 00 OTCYTCTBYIOUIUX JIO/IZKHbI T1PO-
H3BOIUTHCS 110 ([)amy B JICHbL ITPOBCIACHHA. Eciv 3ausitue MPOBOIHIIOCHE BMCCTO OCHOBHOTO Ipe-
noJ1aBaTeis, (pam 3aMCHBbI JIOJIZKCH OTpakaThbCd B MOMEHT BHCCCHH!I y‘lC'l‘HOﬁ 3altuCH.

2.2. BHecenue B KypHasl HHGQOpMAIMK 0 JIOMAIOHEM 3aMaHUH J0JKHO TPOHU3BOUTLCS B
JIEHb TIPOBEACHHUS 3aHsITHs. 3a/laHKe JIOJDKHO BHOCHTLCS B SKYPHaJ He mo3jHee | waca nocsie

OKOHYaHMS 3aHSITHH B DTOT JICHb. o

2.3. Ecim cucTema yuerTa rmo3BosieT BECTH pa3AeibHO yUeT 3aHsITHH 1 3a1aHnil, pCKOMEH-
JIyeTCsl 3apaHee pasMcllaTh 3a/laHus. uyToObl y 00yHaloumxcs Oblla BO3ZMOKHOCTEL 3a0./1aroppe-
MEHHO TJTAHUPOBATH CBOC BPEMSI.

2.4, p€3yIIBT'd'l‘bI OICHHUBAHHWS BBIITOJTHCHHBIX O6y‘{8}OUII/IMVIC5{ pa60T JOJDKHBI BbICTAB-
JISITHCSI HE MO3JHEE | HEeJICIH CO JIHS MX ITPOBCACHUA B COOTBCTCTBUHU C IPUHSTHIMH B 06pa301sa—
TCJIBHOM YHUPCKICHUH NpaBUIaMH OLICHKH pa60'l‘.

255 ApXVIBHOC XPaHCHHUC YHCTHBIX HaHHBIX JIODKHO NpeayCcMaTpUBATh KOHTPO/Ib 3a WX
HCJIOCTHOCTBIO M JOCTOBCPHOCTBIO HaA TIPOTSHIKCHHUH BCECI'O HCOOXOJIMMOT0 CpoKa. Hallpumep. ¢
ITOMOUIBIO 3H€KTpOHHOﬁ ITOIAITHUCH. SIICKTPOHHOC XPaHCHHUC apXHWBHBIX JAHHBIX JIO/IDKHO OCVIIC-
CTBIATHCS MUHUMAILHO Ha JABYX HOCHUTCIIAX U XPAHUTHCS B PA3HBIX TTOMCHICHHSAX,

3. Yeaosus nugopviupoBanus 00yHalonmxes 1 HX poanrelei
(3AKOHHBIX HIpE/ICTABATEICH)

3.1. Ilpu BelleHUH ydeTa JIEKTPOHHBIM 00pa3oM y 00yHalOUMXCd W UX poaAMTesIcH (3a-
KOHHBIX TIPEACTABHUTE/IEH) 10/DKHA ObITH BO3MOKHOCTE OMEPATHBHOTO MOJIYUCHUs HHPOPMAIIUH
Oe3 obpalieHus K COTpyJIHHKaM 00pa3zoBaTepHOrO yupek/IeHns (apromartnuecku). [lporenypa
ABTOMATHHECKOTO IOCTYIa K MHPOpMaIMH JIoJKHA ObITE 001LEAOCTYITHA.

PerynsipHocTh HH(pOPMUPOBaHUS 00ydalOIMXCS U WX pojuTesiell 00 ycnemHocTH 0dy-
HaloUIerocst ¥ npodsieMax B pealin3aluy yqeOHOro npounecca J10JKHa ObITh HE PEKE HEM OJIMH
pas HeIellto, a B CIy4ae He3alJaHupOBAHHOTO ¢O0s — HE peXe OIHOTO pasa B JIBE HEIEIH.

3.2. Pexomenyercs peryiasipHo MHGOPMHUPOBATH O0YHAKOUMXCS U UX POANTEIICH 0 11po-
I'HO3€ UX UTOTOBOH YCIIEUIHOCTH 3@ OTYETHBIH MeprHoa (UeTBEPTh, TPUMECTP. MOJIYIOJIME M T1p.).

3.3. UHdopmaltns 00 UTOrOBOM OLCHHBAHUHM M KOHKYPCHBIX (DK3aMCHAIIMOHHBIX) HCIIbI-
TAHUSIX JIOJKHA OBITh JI0CTYTTHA 00YUYaIOIIHMCst ¥ UX POJIMTCIISIM HE MTO3KE CYTOK 110C/IC 101y e-
HUsE PE3YJIBTATOB.

3.4. Jloctaka uHpopMalMu o0yualomMMCs ¥ UX POIAUTENISIM MOYKET OCYIICCTBIIATHCS B
COTJ1aCOBaHHOU (popMe, B HaCTHOCTH, MO YKa3aHHBIM MMH KOHTAKTHBIM JaHHBIM JIHOO0, €CITH 9TO



NMpeayCcMaTpuBacT JJICKTPOHHASA CHUCTEMA, BBCACHHBIM CaMOCTOATECI/IBHO. Hepeﬂaqa KOHTAKTHbBIX
JAAHHBIX JOJDKHaA OCYIICCTBIISATHCA POAUTEIISIMHA MMUCBMEHHO WK C MPUMCHCHUEM DJICKTPOHHBIX
CHCTEM Mepeiaiu TOKYMCHTOB SHCKTpOHHOﬁ IMMOAITHUCBIO.

4. Ycj10BHs1 COBMEIIEHHOT 0 XPAaHEHH s IaHHBIX B YIEKTPOHHOM BH/IE 1 HA OYMAasKHBIX
HOCHTEJIAX

4.1. I[Ipu BBIBEJICHWH Ha MeyaTh JaHHBIX U3 JJIEKTPOHHOM (OPMBI OHHU JIOJDKHBI 3aBEPSITh-
Csl B yCTAHOBJICHHOM MOpPSIAKE. APXHBHOE XPAHEHUE YUETHBIX JTAHHBIX HA OYMayKHBIX HOCHTEISIX
JIOJDKHO OCYLIECTBJISITECS B COOTBETCTBHH C ACHCTBYIOIINM AJIMHWHHCTPATHBHBIM perjaMeHTOM
Pocobpranzopa, yrBep:kaeHHbIM mprukazom MunoOpHayku Poccun ot 21 stHeapst 2009 1. N 9,

4.2. CBoJHas BEIOMOCTh MTOTOBOH YCMEITHOCTH Kjacca 3a y4eOHBIH IO JI0JKHA BBIBO-
JMTBCS U3 CUCTEMBI y4deTa B TOM BH/E, KOTOPBIH MPEayCMOTPEH JACHCTBYIOMIMMHU TPeOOBAHUIMU
apXuBHOH ciy>xObl. Ecny 1anHBIe 110 yyeOHOMY rojly XpaHSTCs B D2JEKTPOHHOM BHJIE, CBOJIHAS
BEIOMOCTh MOKET OBITh MEpeaaHa B apXHB cpa3y MO 3aBEPUICHWH BEICHMS yueTa B COOTBETCT-
BYIOIIEM KJIACCHOM XypHaJle.

4.3. [Tpu BeieHUHN y4ueTa B JEKTPOHHOM BHIE HEOOXOIMMOCTE BBIBO/IA JIAHHBIX Ha IEYaTh
onpenensercss coorBeTcTBUEM crcTeMbl ['OCT P MCO 15489-1-2007 «Cuctema craHnapToB 10
nH(popmaluu, OMOIHOTEUHOMY M H3aTeIbCKOMY JIeNy. YpaBjieHue fokymeHTamu. Obtme Tpe-
OoBaHUs».

B Tex acmekTax, B KOTOPBIX JIEKTPOHHAs CHCTEMA He 00eCTeunBaeT TpeByeMbIX XapaKTe-
PHCTHK JUTSl IPU3HAHMS JaHHEIX yueTa JOKYMEHTOM, HeoOXO0IMMO BBIBOIMTE AaHHBIE Ha I1e4aTh U
XPaHUTb Ha GYMa)KHOM HOCHTEIE. g

Hanpumep:
—€CJIM CHCTeMa He TNpeayCcMaTpHBaeT HAJACKHOIO KOHTPOJIS 3a HCIPABICHUAMHU, NaHHbIC

JOJDKHBI BBIBOAWTHCA HA TMEHATh B KOHIIC KAXKIOTO OTHETHOTO IMEpHO/Ia;

—€CJTH CHCTEMa yueTa He MO3BOJISICT XPaHUTh apXUBHBIC JAaHHBIE B OOIEAOCTYMTHOM (op-
mare, He TpeOyIOLIEM CHENUaTbHOTO MPOrPaMMHOTO 00eCIIEUeHHs, HEOOXOAMMO BbIBOJINTE JIAH-
HBIE Ha Me4aTh 110 OKOHYaHUH ydeOHOoTo roja;

—€CJIM JIaHHBIE y4yeTa MPOIYIIEHHBIX W 3aMEIIEHHBIX YPOKOB B 3JIEKTPOHHOM BHJE HE 110~
3BOJIAIOT JIETKO MOJYYHTh HH(OPMAILHIO 10 TH000OMY COTPYIHHKY H/HIH 3a Jt06o# mecsit, HeoO-
XO/JIMMO BBIBOJAMTE JaHHBIE Ha I1€4YaTh €KEMECTHHO.



