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1. O6mmue nosoxeHus

1.1. Hacrosmmii JOKyMEHT OIpezessieT yCIOoBUs U paBwia BefeHus DK, KOHTpoJIs 3a
BeneHneM OJK, mponenypsl obecriedeHus HOCTOBEPHOCTH BBOAUMEIX B DJK NaHHEIX,
HAZIG)KHOCTH HMX XpaHEHHs U KOHTPOJsA 3a cooTBeTcTBHEM OJK TpeOoBaHHSIM K
JOKYMEHTOOOOPOTY, BKIIOYAs CO3JaHWE pPE3ePBHBIX KOIHM, TBEPABIX KomMi (Ha
OyMa)KHOM HOCHTEJIe) U JIp.

1.2. B cooTBeTcTBHMM C OEUCTBYIOIIHM 3aKOHOAATEIHCTBOM OO Bmopase
CaMOCTOSTEIBHO BEIOUPATh (OPMBI ydeTa BBIIOJHEHHS Y4eOHOH IPOrpaMMEL.

1.3. OTBETCTBEHHOCTB 32 COOTBETCTBHE PEe3yJIbTATOB yUeTa AeHCTBYIOIIUM HOPMaM H, B
YaCTHOCTH, HACTOSIIEMY PEINIAMEHTY U JIOKAJIBHBIM aKkTaM, HeceT pykosoauTens OO.
1.4. OTBETCTBEHHOCTH 3a COOTBETCTBHE NAaHHBIX y4eTa (haKkTaM peau3alud y4eOHOro
npolecca JIexuT Ha pykooguteie OO.

1.5. Ilpu BemeHuM y4yeTa HEOOXOAUMO OOECIIEUHUTH COOIIONEHHUE 3aKOHOILATEILCTBA O
[IePCOHATBHBIX JaHHBIX.

2. O6mue mpaBuia BeASHHUS yyeTa

2.1. Brecenne nHQOpMaLKH O 3aHATHU U 00 OTCYTCTBYIOIIMX JOJDKHBI IPOU3BOAUTECS
no (akTy B JeHb IpOBefeHMs. ECIM 3aHSTHE POBOIWIOCH BMECTO OCHOBHOIO
npenojasarens, (akT 3aMeHBl JOJDKEH OTPaKaThCsi B MOMEHT BHECEHHs YYeTHOM
3aIKCH.

2.2. Buecenue B JXypHall HHOpPMALUU O AOMAIIHEM 3a[JaHUU [OJDKHO ITPOU3BOIUTEHCS
B JICHb IIPOBEJCHMS 3aHATHS. 3aJlaHKe JOJKHO BHOCUTHCS B JKypHAN HE TO3IHEe, YeM
yepe3 | gac mocjie OKOHYaHUS BCEX 3aHITUH NaHHBIX 00yYarOIIUXCS.

2.3. PexoMmeHpmyercs 3apaHee pa3MellaTh 3aJaHus, YTOOBl y OOydarommxcs OblLia
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2.4. PesynpraTbl OIIEHMBAHWS BBIIOJHEHHBIX OOydYalOIMMHUCS DPabOT JOJDKHBI
BBICTABIISITBCSI HE IMO37Hee | Hememw cO [OHSA HMX IPOBENEHHS B COOTBETCTBHU C
npuHaTeIMUA B OO mpaBuiiaMu OLeHKU padoT.

2.5. ApxuBHOE XpaHEeHHEe YUEeTHBIX JaHHBIX JOJDKHO MpeayCMaTpUBaTh KOHTPOJb 38 MX
[[EIOCTHOCTBIO U JOCTOBEPHOCTBHIO Ha MPOTSHKEHUH BCErO0 HEOOXOIUMOIO CpoOKa,
HaIpuMep, C IMOMOIIBI0 JJIEKTPOHHOM IMOANKUCH. DJIEKTPOHHOE XpaHEHHE apXUBHBIX
TAHHBIX JOJKHO OCYIIECTBJISITHCS MUHHUMAJIBHO Ha ABYX HOCHUTESIX U XPaHUTHCS B
pa3HBIX TOMEIIEHUsX.

3. YcioBUs COBMEIIEHHOTO XpAHEHUs TaHHBIX B 3JEKTPOHHOM BHJIE M Ha OyMa)KHBIX
HOCHUTEJISIX

3.1. 1715t KCTIONIB30BAHMSI JaHHBIX U3 DJIEKTPOHHOM (DOPMBI B Ka4eCTBE NOKYMEHTOB OHH
BBIBOMSITCSI Ha II€UaTh U 3aBEPSIOTCS B YCTAHOBICHHOM NOpsAKE. APXUBHOE XpaHEHHE
YUETHBIX TaHHBIX Ha OyMa)KHBIX HOCHUTESIX JOJDKHO OCYIIECTBIIATLCS B COOTBETCTBHH C
IEeUCTBYIOIIMM AIMUHUCTPATHBHEIM perjiaMeHToM PocoOpHan3opa, yTBEpXKIECHHBIM
npukazoMm MunoOpHayku Poccuu ot 21 stHBaps 2009 r. N 9.

3.2. CBojHas BEIIOMOCTb UTOTOBOM yCIIEIIHOCTH KJlacca 3a y4eOHBIN I'OJl BEIBOAUTCS U3
CHCTEMBI yYeTa B TOM BHIE, KOTOPBIH MpefyCMOTpEH NeHCTBYIOUIMMH TpeOOBAHUAMU
apXWBHOU CITy)KOBI. Eciii maHHBIe 110 yueOHOMY IOy XpaHATCS B JJIEKTPOHHOM BHIE,
CBOJHAs BEJIOMOCTH MOXXeT OBITh IlepeflaHa B apXUB Cpa3y IO 3aBEPLICHHH BEICHIS
ydeTa B COOTBETCTBYIOIIEM KJIACCHOM XKypHalle.

3.3. Ilpu BemeHUWH ydyeTa B DJIGKTPOHHOM BHIE HEOOXOAMMOCTH BBIBOJA IAaHHBIX Ha
mevaTh ULl KMCIIOJNB30BaHUS B KadecTBe IOKYMEHTa OIIPEIEISeTCs COOTBETCTBHEM
ucnons3yemoit uHpopmarponnoi cucremsr [OCT P MCO 15489-1-2007 «Cucrema
CTAHIAapTOB MO MH(OpMaUUH, OMOIMOTEYHOMY M M3JATENBCKOMY JENly. YIIpaBjeHHe

nokymeHTtamu. O01ue TpeGoBaHMsD».



