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1. O0mue noJ1okenust

Hactosumii JOKYMEHT onpeseaseT YCI0BHS | 1PaBiiia BE/ICHHS ICKTPOHHOIO JKypHaja (1anee
IK). kouTpo:s 3a Beaennem K. npoueaypbl obecneyeHns J10CTOBEPHOCTH BBOAUMBIX B 29K
JIAHHBIX, HX XPaHEHHs M KOHTPO:s 3a coorBeteTBieM DA TpeboBanusM K JIOKYMEHTO000pPOTY,
BKJTIOYAS CO3/1aHHE KOMMIT Ha OYMAKHOM H DJICKTPOHHOM HOCHTCIIC.

1.2. Bezienne 21eKTpOHHOTO JKypHaia ocyluecTsasercs na dase ABTOMATH3HPOBAHHOMH CHCTCMBI
AHNC «bape. WEB-OGpazosanne».

1.3. OTBETCTBEHHOCTh 3a COOTBETCTBHE Pe3yJbTaToB yuyera JCHCTBYIOUMM HOpMam H. B
YACTHOCTH. HACTOALIEMY PEIJIAMEHTY H JIOKAILHBIM aKTaM, HECET PYKOBOHTC b OV.

1.4. OTBETCTBEHHOCTD 3a COOTBETCTBHE JAAHHBIX YueTa (pakTam peainsainy yuedbHoro npouecca

JCKHT Ha 3aMecTHTee aupektopa o YBP.
1.5. Ilpu BeacHun yuera HeoOXOAMMO obecneunTh coOMIOJICHHE 3aKOHOIATEILCTBA O

NEePCOHATBLHBIX JIaHHBIX.
2. O0mue npaBuIa BeJ1eHHs yueTa

2.1. OueHKH. MOyUCHHBIE B XOJ€ TPOBECHHS 3aHATHI, BHICTABISIOTCS He no3auee 1 paoyero
JHS nocie npoBe/ieHns ypoka. Brecenne undopmaiinn 00 OTCYTCTBYIOUMX YUCHHKAX [10/DKHDI
[POM3BOANTLCS 110 (GaKTy B JeHb NpoBeenus. ECau 3aHsTHE POBOMIOCH BMECTO OCHOBHOIO
npenoasares, GpakT 3aMeHbl J0KeH OTPAKATHCS B MOMCHT BHECCHHS YUCTHOH 3alHCH.

2.2. Bhecenue B AKypHaT HHOOPMALMH O JOMALIHEM 3aJ1aHHH JI0JDKHO TIPOH3BOMTLCS B J1CHb
[POBEICHHASA 3aHATHS. 3a1aHHE JI0KHO BHOCHTBCS B IKYPHAI HE TO3/IHEE, YeM yepes 4 yaca nocie
OKOHYAHKS BCeX 3aHATHIT JaHHbIX 00yvaloumxes, Ho He nozanee 18.00 Tekyuiero amus.
2.3.PekomMenjiyerca 3apanee pasmeuiath HHOOPMAIMIO O JIOMAHHX 321aHUAX, 4TOObI Yy
o0yuatomxes ObUia BO3MOKHOCTH 3a01ar0BPEMEHHO IL1AHHPOBATH CBOE BPEMS.

2.4. Pe3yabTaTsl OLCHHBAHHS BBITOIHEHHBIX 00y YAIOUMMHCS THCBMEHHBIX padoT (KOHTPOIIbHbIE,
JMKTAHTBI, COUMHEHHS M T.L, TpeOYIOUME JUIMTEIbHOI MTPOBEPKH) JIO/DKHBI BBICTABATBLCS HE
no3anee | HeJ1eM Co JHs X POBEICHHS B COOTBETCTBHH € NPHHATEIMH B OY npaBH1avMH OLUCHKH
pabor.

2.5. B cayuae orcyrersus joctyna k cern Hutepuer Gonee 1 pabouero ans HauIekKHT
(pukcupoBaTh  BBICTABICHHE OIICHOK Ha JIOKAJILHBIX KOMIBIOTEPAX lIpenojasarescii B
anextponHom uje (B popmare Excel uan Word) — B npesaputensio paspadorannoii gopme. B
aBapuilHBIX CHTYAIMsX, COMPOBOKAIOUIAXCA OTCYTCTBHEM IICKTPOIHEPIUH, BbICTAB/ICHHE
OlCHOK BejeTcs Ha OyMakKHBIX HOCHTEISX — HA [IPEABAPHTEIBLHO TOJANOTOBJICHHBIX W
pacneuaranibix popmax A

2.6. ApXHBHOE XpaHeHHE YYCTHBIX JAHHBIX JIOJKHO NpPElycMaTpuBaTh KOHTPO/b 3a MX
HEAO0CTHOCTBIO H J0CTOBEPHOCTLIO HA TIPOTHKCHHH BCEro HEOOXOMMOTO CpPOKa. HarpuMmep, ¢
NOMOIIBIO HIEKTPOHHONA NOAMHCH. DICKTPOHHOE XPaHCHHE ApPXHBHBIX JIAHHBIX BO3MOXHO B
MoGoM opmare, KOTOPbIH MO3BOASET BOCIPOUIBEACHHE H BLIBOA HHOPMALHH. DIACKTPOHHOE



XPpaHCHUC ApPXUBHBIX HOAHHBIX HOJDKHO OCYHICCTBIATHCA MHHHUMAJIBHO Ha ABYX HOCUTCIIAX H
XPaHUTBCA B PA3HBIX MOMCIICHUAX.

3. YcioBusi COBMEIIEHHOT0 XPaHEHUsI TAHHBIX B 3JIEKTPOHHOM BHj1€e
U HA OyMAaKHBIX HOCHUTEJISIX

3.1. Jlns umcnonbp30BaHUS MAHHBIX M3 DJIEKTPOHHON (OpPMBI B KadecTBE JIOKYMEHTOB OHH
BBIBOJISITCSl HA TIeYaTh U 3aBEPSIOTCS B YCTAHOBJICHHOM MOPSIKE. APXHUBHOE XPAHCHUE YUYECTHBIX
JAHHBIX Ha OYMa)KHBIX HOCHUTEIISIX JOJDKHO OCYIICCTBISATHCS B COOTBETCTBHH C JICHCTBYIOIINM
AJIMUHHCTPaTHUBHBIM periiaMeHToM PocoOpHam3opa, YTBEpKICHHBIM MpPUKa3oM MHHOOpHAYKU
Poccum ot 21 staBapst 2009 1. Ne9.
3.2. CBogHas BEIOMOCTh UTOTOBOM YCIIEITHOCTH KJTacca 3a y4eOHBIN T'0JT BBIBOJIUTCS U3 CUCTEMBbI
ydeTa B TOM BHJIE, KOTOPBIH NPEIyCMOTPEH JICHCTBYIOIIMMH TPEOOBAHUSIMH apXUBHOU CITY)KOBI.
Ecnu nannbie mo yd4eOHOMY oy XpaHSATCS B AJIEKTPOHHOM BHJIE, CBOJHAS BEJOMOCTh MOKET
OBITH TIepe/laHa B apXUB Cpa3y MO 3aBEPIICHUU BEJCHUS Y4YeTa B COOTBETCTBYIOIIEM KJIACCHOM
KypHae.
3.3. Ilpu BeneHnH y4eTa B SJEKTPOHHOM BHAEC HEOOXOIMMOCTH BBIBOJA JAHHBIX HA MeYaTh JJIs
WCIIONIb30BaHUsI B KadecTBE JIOKYMEHTa OIPEACNSETCS COOTBETCTBUEM HCIOIb3yeMOi
nHpopmanuonnoit cucrembl 'OCT PUCO 15489-1-2007 "Cucrema cTaHAapTOB 1O HHPOPMAIIHH,
OMOIMOTEeYHOMY M M3/1aTENIbCKOMY JIeTy. YTpaBieHue JokyMenTamu. Ooue tpedoBanus"

4. IIpenocrasienue ycayru I7K u unGopMupoBanre 00y4alIIMXCs U UX poauTesiei
(3aKOHHBIX NMpeACTABUTEIEH) 0 pe3yabTaTax 00y4eHusl.

4.1. Ilpu BemeHuu yueta ycreBaeMocTH B DXK myig oOydaromuxcss ¥ uX poauTenel (3aKOHHBIX
MpecTaBUTENEH) o0ecreuynBaeTCs BO3MOKHOCTh OIMEPATUBHOTO TMOMy4YeHUs WHpopMaruu 0e3
oOpalieHus K COTpYAHMKaM O0pa3oBaTeNbHOrO YyupekaeHus. lIponeaypa aBTOMaTH4ecKOro
nocTyna K uHhopManuu A0CTynHA B ceTH MHTepHeT. B To e BpeMs mosydyeHue nHGpopManuu
Oy/eT IPOUCXOIUTh MOCIE MPOLEAYypPhl aBTOPHU3AIMHU (BBOJA JIOTHHA U TIAPOJIS).

4.2. Jlnsa mosydeHus: qoctyna (JoruHa U mapoiist) k DK poaurtento HeoOXoauMo oOpaTUTHCS K
KJIaCCHOMY pykoBoauTento. [laponib, BBIJAHHBIA KJIACCHBIM PYKOBOJUTENEM, SIBISETCA
JNEUCTBYIOIIMM JJIsi MepBoro Bxona B DK, 3aTeM poauTesb JOJDKEH CMEHUTh Mapojb M
KCIIOIB30BaTh €ro B fanbHelen padote ¢ XK.

4.3. lna poauteneil, KOTOpbIe 3asiBUJIA O HEBO3ZMOKHOCTH NoJTyueHus yciryru 9K B 351eKTpOHHOM
Bujie, odecneunBaeTcs HHOPMHUPOBAHUE O pe3ylbTaTax OOy4eHMs He pexe 4eM OAMH pa3 B 2
HEJIeJIU C UCTIOIb30BAaHUEM pacledyaTku pe3yabTaToB.

4.4 PonuTenu, KOTOpbIe HE UMEIOT BO3MOKHOCTH MOTYYaTh JAHHYIO YCIYTY B QJIGKTPOHHOM BHJIE,
0(QOpMIISIFOT TUCBMEHHOE 3asIBJICHHE Ha IPEOCTABIIEHUE PE3YIbTATOB YCIIEBAEMOCTH B IEYaTHOM
BUJIE.

4.5. Hagano npeiocTaBiieHHs YCIYTH B 3JIEKTPOHHOM BH/IE€ BO3MOYKHO JINIIb [TPU aHHYJIUPOBAHUU
3asBJICHUS POJMTENS] O HEBO3MOXKHOCTU IIPENOCTABICHMSI YCIYTM B JJIEKTPOHHOM BHJIE.
4.6.Yuenuk, pocturmuii 14-netHero Bo3pacrta, (M MOJIYYMBIIMKA NAcmopT), B cllydae OTKasza
POIUTEINS OT OMYYEHUS YCIYTH B SJICKTPOHHOM BHUJIE, UMEET MIPABO CAMOCTOSITENILHO O0OpPaTHTHCS
K KJIACCHOMY PYKOBOJUTEIIIO U 3aBUTh O HAMEPEHUH IOJIy4EHHUS JAHHON YCIIYTH B AJIEKTPOHHOM
Bue. B arom ciydae HEOOXOOUMO MOJYYMTh NUCBMEHHOE COIVIACHE YYEHHKA O MOJYyYEHUH
JAHHOW YCIYTH B 3JIEKTPOHHOM BHJI€ BO M30€KaHNE IOPUIUYECKUX IPOTUBOPEUNH.



5. IlpaBomMepHOCTH 00PA0OTKHN NEPCOHATBHBIX JAHHBIX YYANIUXCH B PaMKaXx
Npea0CTABIeHHS CBeIeHHIl 0 TeKylleil 1 HTOrOBOH yCIeBAeMOCTH YYALMXCS .

CornacHo 3akoHa 152-®3 «O mepcoHalbHBIX JaHHBIX» (cTaThs 6, yacth 1, m. 4, pen. ot
14.07.2022) — «oOpaboTKa TMEpPCOHAIBHBIX JIaHHBIX HEOOXoauMa JUIs MpPEAOCTaBICHUS
roCyJapCTBEHHON MM MyHMLIMIIAIILHONW yCIIyTH B cOOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM 0T 27
utonss 2010 roma N 210-®3 "OO opraHuzanuu NpPeJOCTaBICHUS TOCYAApCTBEHHBIX U
MYHUIUTNAIBHBIX YCIyr", A obecredeHus MpeloCTaBIeHUs] TaKOW YCIIyTH, Al perucTpaluu
CyObeKTa MEepCOHAJBHBIX JAHHBIX Ha €IMHOM IOPTaje TrOCYAAPCTBEHHBIX M MYHHIMIAIBHBIX
YCIyT».

Cornacno ®exnepanpbHOMy 3aK0oHY OT 29 mekadbps 2012 r. N 273-@3 "O6 obpazoBaHuu B
Poccuiickoit deneparmu” (¢ u3M. u A01., BeTy. B cuity ¢ 01.09.2022.) «opraHsl ¥ OpraHu3auu
OCYIIECTBIISIOT Nepeady, 00paboTKy M MPEeJOCTaBICHUE MOTYUYEHHBIX B CBS3H C MPOBEICHUEM
roCylapCTBEHHOM  WTOTOBOM  aTTecTallud  OOy4YarolMXCs,  OCBOMBIIMX  OCHOBHBIE
o0pa3oBaTelibHbIE MPOrPaMMBbl OCHOBHOT'O OOIIET0 M CpeJHEro o01iero 00pa3oBaHus, U IpUEeMOM
B 00pa3oBaTeNbHbIC OpPraHU3alMK JJIS TOJIYYEHHSI CPEeIHETO MPO(eCcCHOHAIBHOTO M BBICIIETO
00pa30BaHus MEPCOHATIBHBIX JAHHBIX O0YYaIOLINXCS, YYACTHUKOB €IMHOTO T'OCYIAapCTBEHHOTO
9K3aMEHa, JIML, IPUBJIEKAEMbIX K €ro MPOBEICHHUIO, a TaKKe JMI, MOCTYNAOIMUX B
o0Opa3oBaTesIbHbIE OpraHMU3allMM BBICHIET0 00pa3oBaHMUs, B COOTBETCTBUU C TpeOOBaHUSAMU
3akoHojaTenbcTBa Poccuiickoit denepanuy 0 NepcOHANbHBIX JaHHBIX 0€3 MOJIy4eHUs COTIacus
9THUX JIMI] Ha 00pabOTKy UX MEPCOHAIBHBIX JAHHBIX).



