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Peraament Begenuns 7K

1. OOwIue MOJI0XKEHNUA

1.1. Hacrosiuuii JOKYMEHT OIpeAeseT yCIoBUs U npasuiia BeaeHust DK, KOHTpOJIs 3a BEICHUEM
32K, npoueaypsl obecrieueHrs JOCTOBEPHOCTH BBOAUMBIX B DK TaHHBIX, HA/IEKHOCTU UX XPAHEHUS U
KOHTPOJIS 32 cooTBeTcTBHEM DK TpeOOBaHUAM K TIOKYMEHTOOOOPOTY, BKIIIOUYAs CO3aHUE PE3EPBHBIX
KOIIHM, TBEPIbIX KONUI (Ha OyMa)KHOM HOCHTEIIC) U JIp.

1.2. B coorBercTBUU C JEHCTBYIOIIMM 3akoHoAareabcTBOM OO BIpaBe CaMOCTOSITEIBHO
BBIOMpATH (POPMBI yueTa BIMOIHEHUS YUeOHOU MPOrPaMMBI.

1.3. OTBETCTBEHHOCTh 3a COOTBETCTBUE pE3YJbTAaTOB YdeTa [JCHCTBYIOIIMM HOpPMaM H, B
YaCTHOCTH, HACTOSILIEMY pErflaMeHTy U JIOKaJbHbIM aKkTaM, HeceT pykoBoautens OO.

1.4. OTBETCTBEHHOCTh 32 COOTBETCTBHUE JAHHBIX ydeTa (hakTaM pealin3aiuy y4eOHOTro mporiecca
Jexut Ha pykoBoautese OO.

1.5. Ilpm Bemenum yyera HEOOXOAMMO OOECIEUUTh COOJIOJEHUE 3aKOHOAATENbCTBA O
MEePCOHANBHBIX JTaHHBIX.

2. O6mue nmpaBuiia BEACHUs yueTa

2.1. Buecenue nndopmanuu o 3aHATHH U 00 OTCYTCTBYIOIINX JOJDKHBI IPOU3BOAUTHCS O (PAKTy
B JIeHb NpoBeaeHus. Eciu 3aHATHE MPOBOIMIOCH BMECTO OCHOBHOTO IPETOAaBaTeis, (pakT 3aMeHbI
JOJKEH OTPaXaThCsl B MOMEHT BHECEHUSI YUE€THOM 3aIHCH.

2.2. BHecenne B XypHaJ MHPOPMALUU O JOMAUIHEM 33aJaHUH JOJDKHO TPOHM3BOIUTHCA B JICHB
MIPOBEJICHUS 3aHATUA. 3a/laHue JOJKHO BHOCUTHCS B JKypHal HE MO3JHee, 4eM uepe3 | dac mocie
OKOHYAHUS BCEX 3aHATUN JAHHBIX 00Y4arOIUXCS.

2.3. PexomeHayeTcsi 3apaHee pa3MmellaTh 3aJaHus, 4TOObI y 00ydaromuxcs Oblila BO3MOXKHOCTb
3a0JIarOBPEeMEHHO TUIAHUPOBATH CBOE BPEMHI.

2.4. Pe3ynbpTaThl OLEHUBAHUS BBINOJHEHHBIX O0y4YarolmIMMUCS pabOT JOJKHBI BBICTABISATHCS HE
no3aHee 1 Hexenu co AHA MX MPOBEIEHUS B COOTBETCTBUU € MPUHATHIMU B OO mpaBUiIaMU OLIEHKH
pabor.

2.5. ApXMBHOE XpaHEHHE YYETHBIX JAaHHBIX JIOJDKHO IIpelycMaTpuBaTh KOHTPOJb 3a UX
LIEJIOCTHOCTBIO M JIOCTOBEPHOCTHIO HA MPOTSDKEHHMM BCETO HEOOXOJMMOTO CpoKa. DJIEKTPOHHOE
XpaHEHUE apXUBHBIX JAHHBIX JOJHKHO OCYIIECTBISATHCS MUHUMAJIBHO Ha JIBYX HOCUTENSX U XPAHUTHCS
B Pa3HBIX OMEIIEHUSX.

3. YcioBuUs COBMEIIEHHOTO XpaHEHUsI JaHHBIX B 3JIEKTPOHHOM BHJI€ M Ha OYMayKHBIX HOCHUTESIX

3.1. JIns ucHoib30BaHUS JAHHBIX U3 D3JEKTPOHHOM (OpMBI B KayecTBe JOKYMEHTOB OHHU
BBIBOJIATCS Ha I€YaTh M 3aBEPSIIOTCS B YCTAHOBJIEHHOM NOpSAKE. APXMBHOE XpPaHEHHE YUETHBIX
JAHHBIX Ha OyMaXXHBIX HOCHUTENSX JOJDKHO OCYIIECTBISATHCS B COOTBETCTBMM C JCHWCTBYIOIIUM
AJMUHUCTpAaTUBHBIM periaMeHToM PocoOpHaa3opa, yTBEpKAECHHBIM MpuKazoM MuHOOpHayKH
Poccun ot 21 staBaps 2009 r. N 9.

3.2. CBogHas BEJOMOCTh UTOTOBOM YCHEIIHOCTH KJlacca 3a y4eOHbIN I'oJl BBIBOAUTCS U3 CHCTEMBI
ydeTa B TOM BHJE, KOTOPBIN MPelyCMOTPEH EeHCTBYIOIIMMU TpeOOBaHUSAMU apXUBHOHU ci1yx0bl. Eciin
JaHHbIE 10 Y4eOHOMY TOJly XpaHATCS B JJIEKTPOHHOM BHUJE, CBOJHAs BEIOMOCTb MOXET OBITh
IepeslaHa B apXUB Cpa3y IO 3aBEPUICHUH BEJICHUS YUETa B COOTBETCTBYIOIIEM KIIACCHOM JKypHAJIE.

3.3. [Ipu BeneHnu yudera B AJIEKTPOHHOM BHJE HEOOXOIMMOCTH BBHIBOJA JAHHBIX HA TEYaTh IS
UCIOJIb30BaHUs B KAaueCTBE  JIOKYMEHTAa  ONPENENAETCSs  COOTBETCTBUEM  MCIOJIb3YEMOM
nadopmanuonnoit cucremsl [OCT P UCO 15489-1-2007 «Cucrema crtaHaapToB 1mo WH(OpManuu,
OUOIMOTEYHOMY U M3/1aTeNIbCKOMY JIeNy. YIpaBieHue JoKyMeHTamu. Oo1ue TpeOoBaHus».



