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PEI'JTIAMEHT BEJAEHUSA 3JIEKTPOHHOTI'O )KYPHAJIA
B MBOY «YIOTHEHCKASA CPEJIHSASA INKOJIA-T'MMHA3U S

1. O0mue moJ10KeHUs

1.1. Hacrosimuii perjiamMeHT OmpeaesisieT YCJIOBHS W TpaBWJIa BEACHUSA SJIEKTPOHHOTO
KypHaja, KOHTPOJS 3a BEICHMEM JJEKTPOHHOTO JKypHaia, TMpOLEAypbl oOOecreueHHs
JIOCTOBEPHOCTH BBOJMMBIX B 3JIEKTPOHHBIN XypHaJl JaHHBIX, HAJEKHOCTH UX XpaHEHUS U
KOHTPOJISI 32 COOTBETCTBHEM OHJIGKTPOHHOTO ypHaja TpeOOBaHUSAM K JOKYMEHTOOOOPOTY,
BKJIFOYAs CO3JIaHUE PE3EPBHBIX KOIHA, TBEPBIX KOMUN (Ha OyMa)KHOM HOCHUTEIIE) U JIP.

1.2. B cooTBeTcTBMUM C JEHCTBYIOUIMM 3aKOHOJATEIbCTBOM 00pa3zoBaTeIbHOE
VUpEXKICHUE BIPABE CAMOCTOSTEIBLHO BBIOMpaTh (GOPMBI U CHOCOOBI BEIEHUS ydYeTa
yCIIEBaEMOCTH.

1.3. OTBETCTBEHHOCTH 3a COOTBETCTBHE PE3yJIbTATOB y4eTa JACHCTBYIOIIMM HOPMaM H, B
YaCTHOCTH, HACTOSIIEMY perijaMeHTy ¢ JIOKaJbHBIM aKTaM, HECeT PYKOBOIUTEIb
00pa30BaTEeNbHOTO YUPEKICHHUSL.

1.4. OTBETCTBEHHOCTH 32 COOTBETCTBUE YUETHBIX 3amuceil (pakTaMm pearu3aniuy yaieOHoro
mpolecca JIS)KUT Ha PyKOBOAUTENIE 00pa30BaTEIbHOIO YUPEKICHUSI.

1.5. Tlpu BeneHun ydera HEOOXOIUMO OOECHEUHUTH COONIOJCHHE 3aKOHOJATENLCTBA O
NEPCOHAIBHBIX JaHHBIX.

1.6. ITomumo 00s13aHHOCTH MHPOPMUPOBATH OOYUAIOLINXCS M UX POJUTENCH (3aKOHHBIX
MIPEACTaBUTENCH) 00 YCIIEBaeMOCTH, O PACTHCAHUM 3aHATHUA W MEPONPUITHH, X0/1€ y4eOHOTO
nporecca, 00pa30BaTENbHOE YUpEkACHUE O00A3aHO OTKPHITO MMyOJMKOBAaTh PaA3IMYHYIO
uH(pOpMallMi0, B YaCTHOCTH, OO0 OKa3blBaEMbIX yCIyrax M UHBIX JaHHbIX. Takoe
UH(POPMHPOBAHUE MOXKET OCYIIECTBIIATHCS KaK HE3aBUCHMO OT CHCTEMbI ydeTa y4eOHOro
mpolecca, Tak ¥ B €JMHOM JIOTUKE, €CJIM Yy4YeT BEeJeTCsl B paMKax OObeAUHSIONIeH 3T (QyHKUIUU
CHCTEMBI.

2. O0mue npaBuJIa BeICcHUs y4eTa

2.1. BHecenne wuHpOpMAUM O 3aHATAU U OTMETKH OO0 OTCYTCTBYIOIIMX JIOJKHBI
MPOU3BOIUTHCS 1O (aKTy B JICHb MpOBeIeHUs. Ecnu 3aHsATHE TPOBOAUIOCH BMECTO OCHOBHOTO
npenoaaBartess, GakT 3aMEHbI JOJIKEH OTPa)KaThCsl B MOMEHT BHECEHHS YUETHOM 3aIuCH.

2.2. Baecenue B )ypHan WH(OPMAILIMU O JIOMAIIHEM 33JJaHUH JOJKHO MPOU3BOIUTECS B
JICHb TPOBEICHUS 3aHATHS. 3aJaHU€ JOJDKHO BHOCHUTBCS B KypHan He mo3zxe 16.00, ecnm
o0OydeHre OCYIIECTBISIETCS B MEPBYIO CMEHY, M He Mo3ke | gaca mocie OKOHYAaHUS TOCIISIHETO
ypoKa, eciii 00ydeHHe OCYIIECTBISETCS BO BTOPYIO CMEHY.

2.3. Ecnu cucrema ydera MO3BOJISIET BECTH PA3ACIbHO YUYET 3aHATUH M 3aJaHUU,
PEeKOMEHIyeTCsl 3apaHee pa3MellaTh 3aJaHus, 4yToObl y OOydJaronmumxcs ObUla BO3MOXKHOCTH
32071arOBPEMEHHO TIAHUPOBATH CBOE BPEMSI.

2.4. Pe3ynbpTaThl OLEHUBAHUS BBIMOJHEHHBIX OOYyYalOIIUMUCA NHCbMEHHBIX pPadoT
JIOJKHBI BBICTABIIATHCS HE TMO3/AHEE | Helenu co JHS UX MPOBEJACHUS U B COOTBETCTBUU C
[TonoxxenneM o ¢Gopmax, MEPUOJUYHOCTH U MOPSAKE TEKYIIEro KOHTPOJS M MPOMEKYTOUHON
arrectanuu ydamuxcs MBOY «YioTHeHCKas cpefHsisi IIKoaa-TUMHA3US»

2.5. ApxuBHOE XpaHEHHME YYETHBIX JaHHBIX JOJDKHO IpPEIycMaTpUBaTh KOHTPOJb 32 UX
[[EJIOCTHOCTBIO U JIOCTOBEPHOCTBHIO Ha MPOTSHKEHUH BCETO HEOOXOAMMOIO CPOKa, HAlpUMeEp, C
MOMOUIbIO AJIGKTPOHHON TMOJNUCH. DJIEKTPOHHOE XpaHEHHE apXUBHBIX JAHHBIX JOJIKHO
OCYILECTBISATHCS MUHUMAIBHO HA JIBYX HOCUTEIISIX U XPAHUTHCS B PA3HBIX TOMEIICHUSIX.

3. YcaoBusi MHPOPMHPOBAHUA OO0yYAKOIIMXCA W MX poauTeseil (3aKOHHBIX
npeAcTABUTEJIEH)



3.1. Ilpu BemeHuH ydeTa HJIEKTPOHHBIM 00pa30oM y OOYYAOIMIMXCS M WX POIUTENCH
(3aKOHHBIX TPEACTaBUTENEH) MOMKHA OBITh BO3MOXKHOCTH ONEPATUBHOTO  MONyYEHUS
uHpopmanuun  6e3  oOpamieHuss K  COTpYAHHUKAM  0Opa30BaTENBHOTO  YUPEKICHUS
(aBromaruueckn). Ilpomenypa aBTOMaTHUECKOro MAOCTyna K HMH(POPMAlUU JOJDKHA OBITh
001IeI0CTYITHA.

PerynapHocts uH(pOpMUpOBaHHMS OOYyYalOMIMXCS W HMX poauTeneil 00 yCHemHoCTH
oOyyaromerocs U npodjeMax B pealu3aliu yudeOHOTO Tpoliecca JoJKHA OBITh HE PEeXKe 4eM
OJIMH Pa3 HEJENIo, a B CITy4ae He3alIaHuPOBAHHOTO cO0s — HE pexke OJHOTO0 pa3a B JIBE HEJCIH.

3.2. PexoMeHayeTcsl peryispHO HH(POPMHPOBATH OOYyYAIOUIUXCS M HUX POAUTEICH O
MIPOTHO3€ WX UTOTOBOM YCIEIIHOCTH 32 OTYETHBIN Mepro (4€TBEPTh, OIYyTrOANe, TOM).

3.3. Hudopmarnus 00 HUTOTOBOM OIICHUBAHMM M KOHKYPCHBIX (dK3aMEHAIMOHHBIX)
UCTIBITAHUSAX JOJDKHA OBITh JOCTYIMHA OOYYAIOUIUMCS U UX POJIUTENSIM HE T03KE CYTOK IOCIe
MOJTyYEHHUs Pe3yJIbTaTOB.

3.4. JlocraBka wH(pOpPMAITUN O0YUAIONIUMCS i X POAUTEISIM MOXKET OCYIIECTBISATHCS B
COTJIaCOBaHHOM (hopMe, B HACTHOCTH, MO YKa3aHHBIM UMHU KOHTAKTHBIM JTAHHBIM JIN0O, €CITU 3TO
peyCMaTPUBAET JEKTPOHHAS CUCTEMa, BBEIEHHBIM CaMOCTOSATENbHO. [lepenadya KOHTaKTHBIX
JTaHHBIX JIOJDKHA OCYHIECTBIISATHCA POJUTENIIMUA MMCbMEHHO MU C TPUMEHEHUEM 3JIEKTPOHHBIX
CUCTEM Iepeiayl TOKYMEHTOB JIEKTPOHHON TOIMTHUCKIO.

3.5. B ciayuae HEBO3MOXKHOCTH JOCTaBKM WH(MOpMAIUU 00yJaronuMcs U UX POITUTEIISIM
4yepe3 JJIEKTPOHHBIC CHCTEMBI KJIACCHBIE PYKOBOJIUTENN OOS3aHBI OOECIEUUTH OIOBEIICHUE
yyYaluxcs U UX poauTesell (3aKOHHBIX MpeCcTaBUTeNeil) Ha OyMaXXHOM HOCHUTENE: O 3aJaHHOM
JIOMAIITHEM 3aJaHUM — ©KEIHEBHO, 00 YCIEBAaeMOCTH M TIOCEIIAeMOCTH — HE pexe 1 pasa B
HEJIENI0, 00 MTOTOBOM YCHENIHOCTH 3a OTUYETHBIM mepuoj (YeTBEPTh, MOJYrojaue, ToJ) — HE
MO37HEE MOCIEAHET0 THS OTYETHOTO mepuoaa. Poautenu (3aKOHHBIE MPEACTABUTENHN) JOJKHBI
OCTaBUTH MOAMKUCH 00 03HAKOMJICHUH ¢ MH(OopMaIield Ha OyMa)kHOM HOCHUTEE.

4. YcnoBusi COBMEIICHHOTO XpaHEHUsS! JAHHBIX B JJCKTPOHHOM BHJE W Ha OyMa)KHBIX
HOCHUTEISX

4.1. Tlpu BbIBeIEHWM Ha TMeYaTh MAHHBIX M3 DJICKTPOHHOW (OPMBI OHU JIOJKHBI
3aBEepATHCSA B YCTAHOBJICHHOM MOpsAIKE. APXMBHOE XpaHEHUE YYETHBIX JIAaHHBIX Ha OyMasKHBIX
HOCHUTEJSX JOJKHO OCYIIECTBIATHCS B COOTBETCTBHH C JEHCTBYIOIIUM AJIMHUHHUCTPATHBHBIM
perimamerToM PocoOpHam3opa, yTBepKIeHHbIM nprkazoM MunoOpHayku Poccun ot 21 sHBaps
2009 1. Ne 9.

4.2. ComHas BEJOMOCTh HMTOTOBOHM YCHEIIHOCTH KJilacca 3a Y4YeOHBIM TOJ JOJKHA
BBIBOJIUTHCS M3 CHUCTEMBl y4eTa B TOM BHUJE, KOTOPBIA MPEAYCMOTPEH JCHCTBYIOIIUMU
TpeOOBaHUSIMU apXUBHOU citykObl. Eciiu naHHbIe O y4eOHOMY TOJly XpaHsTCS B AJIEKTPOHHOM
BUJIE, CBOJIHASI BEJOMOCTh MOXKET OBITh IEepe/iaHa B apXHB Cpa3y I10 3aBEPIICHUH BEICHUS y4eTa
B COOTBETCTBYIOIIEM KJIACCHOM XypHaJIe.

4.3. Ilpu BeneHUM yd4eTa B DJICKTPOHHOM BHJIE HEOOXOJUMOCTH BBIBOJA JaHHBIX HA
neyatb omnpenpensercs coorBerctBUeM cucrembl ['OCT P MCO 15489-1-2007 «Cucrema
CTaHJApTOB MO UWHGPOpPMALUHK, OUOIMOTEUHOMY U H3AATENbCKOMY Jely. YIpaBleHHE
nokymeHTaMu. O01e TpeOoBaHUSY.

4.4. XpaHeHre KypHAJIOB YCIIEBAEMOCTH OOYYAIOIIMXCS HA AJIEKTPOHHBIX M OyMa)KHBIX
HOCUTENSIX oOecreynBaeTcsl B TeUeHHUE S5 JIeT, B IENIX XpaHeHHs] Ha OyMaKHBIX HOCHUTENSX -
OJIMH pa3 B IoJi, 0 OKOHYAHUU Y4eOHOTO roja, Ho He mo3aHee 30 MIOHS, BEIBOJAUTCS HA MEYaTh
JJIEKTPOHHAs BepcUsl JKypHaja YCIEBAa€MOCTH, IPOILIMBACTCS M CKPEIUISeTCS MOJIMHUCKHIO
TUPEKTOpa U MEeYaThi0 YUPESKICHUS (IEKTPOHHON MOIMUCKHIO B cooTBeTCTBHH ¢ DenepanbHbiM
3ak0HOM OT 06.04.2011 Ne 63-D3 «O0 »IeKTPOHHOU MOATIHCHY);

4.5. XpaHeHHE U3BIATHIX M3 DJICKTPOHHBIX JKYPHAJIOB YCIIEBAEMOCTH OOYyYaIOIIUXCS
CBOJIHBIX BEIOMOCTEH yCIIeBAEMOCTH Ha 3JEKTPOHHBIX M OyMakKHBIX HOCUTENSAX 00ecreunBaeTcs
B T€UCHHE 25 JIET, B IENIAX XpaHEHUsI Ha OYMaXHBIX HOCUTEISIX - OJTUH pa3 B T'OJl, IO OKOHYAHUHU
ydueOHOro roja, Ho He no3aHee 30 MIOHS, BHIBOJUTCS HA MEYaTh JIEKTPOHHAs BEpCUsl CBOJIHBIX
BEJIOMOCTEH yCIEeBAaEeMOCTH, MPOIIMBACTCS M CKPEIUISIETCS MOMANUCHI0 JUPEKTOpa W TEeUYaThIo



yUpexkIAeHUs (AIEKTPOHHOU MOAMUCHI0 B COOTBETCTBUU ¢ DenepanbHbiM 3akoHOM OT 06.04.2011
Ne 63-D3 «O0 3MeKTPOHHON TOIITHCHY).

B Tex acmekTtax, B KOTOPBIX JJIGKTPOHHas cUCTeMa He oOecredyuBaeT TpeOyeMbIX
XAPAKTCPUCTHUK JIA IIPUSHAHUA JAHHBIX YU€Ta JOKYMCHTOM, HGOGXOI[I/IMO BBIBOAUTH JAHHBIC HaA
nevaTh U XpaHUTh Ha OyMaKHOM HOCHTEJIE.

Hamnpumep:

* €CJIM CHCTEMa HE MpeayCcMaTpUBaeT HAJIEKHOTO KOHTPOJIS 32 UCIPABICHUSIMH, JaHHbIE
AOJIKHBI BBIBOAUTHCA HA I€UATh B KOHIC KAKAOTO OTUCTHOI'O ICPUOJA;

* €CIIM CHCTEMa y4yeTa He TO3BOJSET XPaHUTh apXUBHbIE JaHHBIE B OOIIEAOCTYITHOM
dbopmate, He TPEOYIOIIEM CIEIUATBHOTO MPOrPaMMHOTO O0eCTIeueHus, HEOOXOANMMO BBIBOJUTH
JTaHHbIE Ha MeYaTh M0 OKOHYAHUU Y4eOHOro rofa;

¢ CCJIM JAaHHBIC Y4UCTa NPONYUICHHLIX W 3aMCIICHHBLIX YPOKOB B 3JICKTPOHHOM BHUAC HC
MO3BOJISIIOT JIETKO TMOJIYYHTh MH(OPMAIMIO IO JIIOOOMY COTPYIHUKY W/MIW 3a JIF0OOW MecHIl,
H€O6XO,Z[I/IMO BBIBOJAUTH JAHHBIC HA II€YaTh CIKEMECAUHO.



