8 MKOY Hapexnuackoii cpeanei oﬁmwﬁpaaumnnﬁ mKoJie
MyHHIHNaAbHOro obpazosanus dydencknii paiion

1. Obmme nosioxenns

1.1. PernamMenT BeleHHs JIEKTPOHHOIO KypHana (aance — Pernament) B MyHHIHIAILHOM
Ka3CHHOM o0meobpazoBaTeIbHOM YUPEeRIACHHH Hanexauuckoi cpenHeit
obmeobpazoBaTebHOM MKOJIE MyHHIHNansHOro obpasopanus JlyOenckmii paiion (nanee —
VupexaeHne) onpeesiseT YC/IOBHS H NpaBH/a BEACHHA IEKTPOHHOIO XypHaia (aaree — J)K),
KouTpons 3a seaenweMm K, npouenypsl obecneueHHs JOCTOBEPHOCTH BBOJHMBIX B DX
NaHHBIX, HAJIGKHOCTH HX XpaHeHMs H KOHTpons 3a coorBercTBHeM K TpebosanuaM K
JIOKYMEHTOO00pOTY, BKIIOYAs CO3JAaHHE pe3epPBHBIX KOMWH, TBEpABIX KOomui (Ha OyMaKHOM
HOCHTENE) | Jp.

1.2. B coorBercTBHM C JAeHCTBYIOIIHM 3aKOHOAATENBCTBOM YHUpPEKICHHE BIpaBe
CAMOCTOSTENLHO BEIOHPaTh (JOPMBI yueTa BHINOIHEHAS Y4eOHON nporpaMMal.

1.3. OTBeTCTBEHHOCTE 3@ COOTBETCTBHE PE3yALTATOB YueTa ACHCTBYIOIHM HOpMaMm H, B
YACTHOCTH, HacTosueMy PeraMenTy # JIOKaIbLHBIM aKTaM, HECET AHPEKTOP Y UpeHKACHHA.

1.4. OTBETCTBEHHOCTh 3a COOTBETCTBHE JIaHHBIX yuera dakraMm peanm3ai y4ueOHOro
porecca IeKHT Ha AMpeKTope YupexkaeHHs.

1.5. Ilpu Benenum yyera HeoOXoauMo obecneuuTh COOMOACHHE 3aKOHOAATENHCTBA O
[IEPCOHANBHBIX JIAHHBIX.

2. Obmue npaBi)ia BeleHHA YeTa

2.1. Buecenne uudopmalgi 0 3aHATHH H 00 OTCYTCTBYIOIIHX JAO/IKHBI NPOH3BOAHTLCA MO
¢akTy B meHp nposejenns. Ecim 3aHATHE NPOBOAMAOCE BMECTO OCHOBHOIO MNpernojasarelis,
(hakT 3aMEeHEI JIOJKEH OTPAXKATHCA B MOMEHT BHECEHHA YHETHOH 3aITHCH.

2.2. Baecenne B XypHaJ HHGOPMALHH O JOMAlIHEM 3aJaHHH JIOJDKHO IPOH3BOJMTECH B
JleHb IPOBEJICHH 3aHATHA. 3a/laHHe JA0/DKHO BHOCHTBCS B XKyPHAI HE Mo3/Hee yeM Yepes | yac
[OCsIe OKOHYAHHA BCeX 3aHATHIl JaHHBIX 00y4alomMHXCa.

2.3. Pexomenjayercs 3apaHee pasMelnarh 3ajaHus, 4roObl y oOyuaronmixcs Obuia
BO3MOXHOCTS 3a01aroBpeMEeHHO MJIAHHPOBATh CBOE BpeMi.

24. Pesynsrarsl OLECHHBAHHS BBIMOJMHEHHBIX OOyuaromMMHCA paboT  JIOMKHEI
BLICTABIATHECA HE Io3jHee 7 JHEH CO OHA HX NPOBEACHHA B COOTBETCTBHHM C NMPHHATHIMH B
VupexieHHH MPaBHIaMH OLEHKH paboT.

2.5. ApXHBHOEe XpaHeHHE YYCTHBIX [JAHHBIX JIOJDKHO NpEAYyCMaTpHBaTh KOHTPOIbL 33 HX
[IEIOCTHOCTHIO H JIOCTOBEPHOCTHIO Ha MPOTHKEHHH BCEro HEOOXOAMMOro Cpoka, HanpHMep, ¢
MOMOIIBI0 JJICKTPOHHOH TMOMMKCH. DJICKTPOHHOE XpaHClHe ApXHBHBIX JAHHBIX JIOJDKHO
OCYIIECTBIATHCA MHHHMAIBHO Ha JIBYX HOCHTE/IAX H XPAaHHTHCA B PAa3HBIX NTOMEIICHHAX.




3. VesoBus COBMEIMEHHOr0 XpaHeHHS JaHHLIX B 2JICKTPOHHOM BH/IE
H Ha OyMAKHBIX HOCHTEISX

3.1. B cnyuae HeoGXOAMMOCTH HCMNONb30BaHHA MAHHBIX JJK M3 JCKTPOHHOH dopmel B
KagecTBe IMeYaTHOro JIOKYMeHTa HHGoOpManMs BHIBOJAMTCA HA MevyaTe M 3aBCPACTCA B
YCTAHOBJAEHHOM MOpsaKe. ApPXHBHOC XpaHeHHE YYCTHBIX JIAHHBIX Ha OyMaMHbBIX HOCHTEJIAX
JIOKHO OCYIIECTBIATHCS B COOTBETCTBHH C JICHCTBYIOMAM AZIMHHHCTPaTHBHBIM PETAaMCHTOM
PocoGpran3opa, yrBepAkaeHHbIM npukaszom MunoGprayku Poccns ot 21 suaps 2009 r. N 9.

3.2. CBojiHas BEJOMOCTH MTOrOBOM YCIEUHOCTH Kiacca 3a y4eOHBIH roJi BHIBOJHTCA H3
CHCTEMEI yueTa B TOM BHJE, KOTOPBIi MpeyCMOTPEeH ACHCTBYIONMMH TPEOOBAHHAMH apXHBHO#M
cnyx0b1. Ecii lanusie no yi4eOHOMY rofy XpaHsTcs B JICKTPOHHOM BHJE, CBOAHAA BEJIOMOCTD
MoXer ObITh MepesiaHa B apXHB Cpasy [0 3aBEPIICHHH BCJCHHA Y4HETa B COOTBETCTBYIOLICM
KJIACCHOM JKYpHAJe.

3.3. Ilpn BeieHHH y9eTa B 3NEKTPOHHOM BHji€ HEOOXOAHMOCTH BBIBO/IA IaHHBIX Ha nevatk
JUIS HCNONL30BAHHA B Ka4deCTBE JIOKYMCHTA ONpEACAACTCA COOTBETCTBHCM HCNOJMB3YEMOH
undopmammonnoii cucremsi TOCT P UCO 15489-1-2007 "Cumcrema cTamaaptoB Mo
uHopManiy, OGHOIHOTEYHOMY M H3AATENBCKOMY JAeNy. YINPaBiACHHE NIOKYMEHTAMH. OO01ue

TpeboBanus".
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