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METOJMUYECKUE PEKOMEHJIALINU 11O BEJIEHHIO
B OBIIIEOBPA3OBATEJIbHBIX OPITAHU3ALIMAX PECITYBJIMKM KPbIM
KYPHAIJIOB YCIIEBAEMOCTH OBYYHAIOIIIMNXCA
B OJIEKTPOHHOM BUJIE

1.OCHOBHBIE TTOJIOKEHUS

Meroaudeckue pEKOMEHIAIUM II0 BEICHUI0O B 00mMe00pa3oBaTeIbHBIX
opranuzanusx PecnyOnuku KpbiM KypHaJiOB ycrieBaeMOCTH OOydarolIMXCs B
AJICKTPOHHOM BHJIE (Hajee — MeTtoaudeckrue peKoMeHIaIuu) pa3padoTaHbl IS
OpraHu3aIly TIePex0/1a Ha AIEKTPOHHYIO (hOPMY BEJACHUSI )KyPHAJIOB YCIIEBAEMOCTH
oOydaromuxcsi B 00111eo0pazoBaTeabHbIX opranu3anusax Pecryomuku Kpeim (ganee
— OO) Ha ocHOBaHUM nucbMa MunoopHayku Poccuu ot 15.02.2012 Ne ATI-147/07
(c u3m. ot 21.10.2014) «O mMeTOoAMYECKUX PEKOMEHIAIUAX 10 BHEJIPECHUIO CUCTEM
BEJICHUS )KYPHAJIOB YCII€BAEMOCTH B SJIEKTPOHHOM BHJIEN.

Br160op na(popManimOHHON CHUCTEMBI BEJICHUS B DJICKTPOHHOM BHJIE KYPHAJIOB
yCcreBaeMOCTU OoOydaromuxcs A1 PUKcaluy BCeX BUAOB YPOUHONW M BHEYPOUHOU
NIESITEIbHOCTH, B TOM YHCJIE€ YPOKOB, (PaKyIbTaTUBOB, KPY>KKOB, 3aHSTUI TPYIIIIHI
MPOJJICHHOTO MHS, B 0oOmeoOpa3oBaTeabHBIX opranu3anusax PecrmyOnuku Kpbeim
JIOJDKEH OCYIIECTBISITHCS 00I11e00pa3oBaTeIbHON OpraHu3alueii Ha OCHOBaHUU
MeToan4yecKux peKOMEH 1Al M.

BBenenne 531eKTpoHHBIX (GOpPM yueTa XOJa M pPe3yJIbTaTOB Y4eOHOM
JIeSITEIbHOCTH SIBJISIETCSI COCTAaBHOM 4acThio pa0boThl o BHeApeHuro KT B nporiecc
yrpasieaus OO, BBeJeHUS IICKTPOHHOTO JOKYMEHTOO00pOTA.

BBenenue anexkTpoHHOTO XypHaia (mainee — IK) HOKHO COMPOBOXKIATHCS
pa3pabOTKOW HOPMATHBHO-TIPABOBOTO OOECIICUCHUs 4Yepe3 Pa3BUTHE CHUCTEMBI
sokanbHbIX akToB OO.

2. DOransl GOopMUPOBAHUSI HOPMATHBHO-TIPABOBOT'O 0OECTICUCHUSI
BHeapeHus: DK B OO

IIportecc dhopmMupoBaHHUsT HOPMATHBHO-IIPABOBOTO OOCCIICUCHUS BHEIPCHUS
DX B ymnpaBiaenne OO BO MHOIOM COBHAJAET C Ipoleccamu (HOpMHUpPOBAHHS
OOIIEIIKOJIbHON HOPMAaTHBHO-TIPABOBOM 0a3bl M BKIIOYAET B Cce0s CIEIyIOIIUe
STanbl:

- HOATOTOBUTEIbHBIN;

- IPOEKTUPOBAHNE HOPMATHUBHOTO U PETJIaMEHTAIITMOHHOTO 00ECITICUSHUS;

- COIJlacOBaHHWE€ W TPUHATAE HOPMATHBHOTO U PeriiaMeHTAIMOHHOTO
oOecrieueHus;

- HavaJjo ucroJjb3oBaHus K.



2.1. IToaroToBUTEIBHBINA dTAIl

Ha noaroroButeabHOM 3Tane JOJKHBI ObITh OCYIIECTBIICHBI CIEAYIOIINE BUIbI
pabor:

1. O3HakomiieHHE OOJBIIMHCTBA COTPYIHUKOB U OPraHOB CAMOYIPABICHUS
OO c¢ paznuuabiMM BapuaHTaMu OJ)K U MPEnCTOSIIMMU COOTBETCTBYIOLIMMHU
WU3MEHEHUSIMU B JEATEIBHOCTH MPENOIABATEIIEH.

2. Opranmzanusi HeQOpPMaAIbHOTO OOCYKIEHHUS U COTJIACOBAaHUE IOJXOJOB
YYaCTHHKOB 00pa30BaTEIbHOIO MpoLecca K BHEAPEHUIO U UCIIONIb30BaHUIO DXK.

3. Bri0op BapuanTa ucnosbzyemoro XK.

4. dopmHupoBaHUE IPYIIIbI pa3paboTku HOPMAaTUBHOI'O 51
pErjlaMEeHTalluOHHOTO 00eCIIeYeHUSI.

[loaroroBka miaaHa pabOT U KOMIUIEKTa HOPMATUBHO-IIPABOBBIX JTOKYMEHTOB
npoBoauTcs rpynnoii pabotHukoB OO, chopMHUpPOBaHHON pEIICHHEM AUPEKTOpPA
00.

[Tpu moAroTOBKE MPOEKTOB TIOKYMEHTOB U IJIaHa pabOT HEOOXOIUMO IIPOBECTH
aHaJIM3 TOTOBHOCTH YUpEKAeHUs K BHenpeHuto DX

- ypoBenb UMKT - kommereHTHOCTM cOTpyaHHMKOB OO, €€ COOTBETCTBUE
TpeOOBaHUIM, HEOOXOIUMBIM ISl paboThI ¢ DK

- TICUXOJIOTMYECKYIO TOTOBHOCTH COTPYZHHKOB OO K WHHOBAIlMOHHOMN
JIESITEIIbHOCTH U TIOBBIIIICHUIO KBATH(UKAIINH;

- TexHuuyeckoe ocHanieHne OO 1 BO3MOKHOCTb IOMOJIHUTEIbHOTO OCHAIICHUS;

- pacnoyiokeHne KoMmnbloTepoB B OO M OpraHuzanuio J0CTyna K HHUM
(HanpuMmep, B yUYUTETBCKOM).

Ha ocHOBaHMM MpPOBEJEHHOTO aHAJIN3a ONPEAEISIOTCS OCHOBHBIE MOAXOAbI K
BHeApeHuto DK, ocymecTnisiercst BbiOop Bapuanta XK u pa3zpabaTbiBaeTcs IUiaH
paboThI, B TOM YHUCIIE:

- onpenensiercs coctaB pabotHukoB OO, y4acTBYIOMIMX BO BHepeHUU DXK;

- IUIAaHUPYETCS pachpeneiienue obsi3aHHocTer 1o pabdore ¢ DK Mexmy
corpyaaukamu OO, y4yacTBYIOIIMMH BO BHEAPEHUH, CTIOCOOBI MX B3aUMOJEHCTBUS
U CTUMYJIMPOBaHMS;

- OIIPENEIISAIOTCS HEO0X0IuMbIe TpeOoBaHus K 00yueHuto paboTHukoB OO;

- OTIPEJENSETCS COCTAaB TEXHUYECKHUX CPEJICTB, 3aJ€CTBOBAHHBIX B padOTax 1Mo
BHenpeHnto JXK.

[Ipu pa3paboTke miiaHa BHEIPEHUS HEOOXOIMMO BBIJIETUTH 3Tallbl, CPOKU U
OTNPEIENUTh COAEPKaHUE PA0OTHI MO CIAEAYIOIIUM HAMPABICHUSIM:

- Opra’u3zaiusi 00y4eHus;

- noarotoBka Texuuueckux cpeacts UKT u nporpammuoro odecneueHus;

- OpraHu3aIys JEATeIbHOCTH MEJarorHuecKoro KOJIJICKTUBA MO BHEAPEHUIO
2XK;

- MOATOTOBKA UH(OPMAIIUHU 1 3aMOTHEHUE 0a3bl JaHHBIX;

- KOHTPOJIb MPAaBUIBLHOCTH 3aMOJTHEHUS HHPOPMAIUH.

[Tocne 3aBepiieHus npeaBapuTeabHoro 3tamna gupekrop OO u3gaer npukas:

- npennuceiBatonmii OO ucnonp3oBanue BeIOpaHHON Moaenu DXK;



- YKa3bIBatOMi cpoku BBeaeHus JXK;
- OTIPEIEIIAIONINM TUTaH BBITIOJIHEHHUS PaboT 110 MOATOTOBKE K BHeApeHHI0 DK,
BKJTFOUAIOIIHH TUTaH BBIACICHUS HEOOXOIUMBIX PECYPCOB.

2.2. Dtan NpoeKTUPOBAHUS HOPMATUBHOTO U PErIaAMEHTAIIMOHHOTO
obecricueHus

JIaHHBIM ATall BKIIOYAET B €01 OpraHU3aIuIo CIECIYIOIIUX MEPOIPUSTHIA:

1. W3pmanme mupektopom OO mpukaza o0 TMOPSAKE MOATOTOBKH K
ucnosb3zoBanuto K, coneprkaiero:

- cocTaB pabodeil rpynmsl o peanm3anuu Moaenu GhyHaknuonupoanus OO ¢
HcIob3oBanueM DXK;

- pErilaMeHT U CPOKH padoThl paboyeil rpymbl.

2. AHanmu3 ydyacTHHKaMu pa0oueil TpymIibl UMEIOIIEHCs HOPMATUBHON Oa3bl
OO u noAroTOBKa NPOEKTOB JOKYMEHTOB, BKIIIOYAS:

- 1iaH pabor mo peanuzanmu  Mojenu (QyHkiuonupoBanus OO ¢
ncrojib3oBanueM DX

- MPOEKThl U3MEHEHUM B JCHCTBYIOMIMX TOKYMEHTaX (JIOKaJbHBIX aKTax) U
MIPOEKTHI HOBBIX IOKYMEHTOB (JIOKaJIbHBIX HOPMATUBHBIX akTOB) OO, OTHOCSIIHUXCS
K HCT0JIb30BaHMI0 D)K.

3. Opranu3zanus 1 NpoBeAeHUE OOIIECTBEHHOIO 00CYKIEHUS pa3paO0TaHHBIX
IIPOEKTOB JTIOKYMEHTOB. B 00CYXJ€HHM Ka)KIOro TOKYMEHTa JOJDKHBI HMPHUHSITH
y4acTHe BCE JIMIA, YbIO JEATEIbHOCTh OHHU periaMeHTUPYIOoT. O0CYXI€HHE MOKET
MPOXOJUTh HA aIMUHUCTPATUBHOM COBEIIAHUH, COOPAHUH TPYIOBOIO KOJUJIEKTUBA,
coOpaHuM POAUTENEH, KIIACCHBIX YYEHUYECKUX COOpaHUSIX U Jp.

4. Opranuzanuss paboThl MO COONIOJEHUIO TIpU HUCHoJb30BaHUU XK
TpedoBanuii 1 HOpM DenepanpHoro 3akoHa Poccuiickoit denepanun ot 27 Hroms
2006 1. Ne 152-®3 «O nepcoHaIbHBIX JAHHBIX» (TIOCIEIHSS PEeIaKIIus), BKIOYas
yrounenus [Tucema MunoOpuayku Poccun ot 21.10.2014 Ne AK-3358/08.

5. Opranu3zanusi TpaBOBOM AIKCIEPTU3BI PAOOUYUX BAPUAHTOB Psijla JOKATHHBIX
aKTOB (TIp1 HEOOXOIUMOCTH).

6. Kommuekr nmokymentoB OO, obOecrneunBaromuidi  BHEIPEHUE U
ucrnosib3oBanue K, 0KeH, Kak MUHUMYM, BKJIFOYATh B CEOS:

- IU1aH paboT no BHeaApeHuto IXK;

- KOMIUIEKT JIOKYMEHTOB [0 OOECHEUYEHHIO 3aKOHOJATEIbHBIX TPEOOBaHUM O
3aIMTE EPCOHANBHBIX JaHHBIX;

- KOMIUIEKT JOTOJHEHUN B (YHKIHMOHAJIbHBIE 00s13aHHOCTU paboTHUKOB OO,
CBsI3aHHBIN ¢ BegeHueM DK

- pernameHT BeaeHus DK

- pEerIaMeHT MPEIOCTaBICHUSI YCIYTH 3JIEKTPOHHBIA JHEBHUK (Hanee — D]I)
(nHGOpMUPOBAHUS 00YUYAIOIIUXCS U UX POAUTENEH (3aKOHHBIX TIPEICTaBUTEIICH) O
pe3ynpTaTax o0y4eHus);

- mpuka3 pykoBoautenst OO o BHEPEHUU B ACSITEIbHOCTh 00Pa30BaTEIHLHOTO
yupexaeHus IK.

7. IlpumepHBIN IEPEUYEHD JOKAJIBbHBIX HOPMATUBHBIX AKTOB, B KOTOPBIE MOXKET



OTpeOOBATHCS BHECEHHE M3MEHEHUHN sl UCTIONB30BaHms XK

7.1. JlokanbHble aKThl, pErIAMEHTUPYIONIME AJMUHUCTPATUBHYIO U
(MHAaHCOBO-XO3SIICTBEHHYIO S TEIIbHOCTD:

- Ycras OO;

- Horosop OO ¢ poautensimu;

- JIOMKHOCTHBIE UHCTPYKIIMK paOOTHUKOB, B TOM YHUCJI€ aIMUHUCTPATUBHOTO
nepcoHana, npenojaBaTeseil, KIIaCCHbIX pyKOBOAUTEICH;

- [Tonosxenne 06 ycTaHOBIEHUH HAJ0aBOK U JIOTUIAT K IOJKHOCTHBIM OKJIa/iaM
COTPYIHHUKOB (ITOJIOKEHHE O CTUMYJHUpYIoieM (oHAe OmiaTel TpyAa), B ciaydae
€CJIM JTaHHAs JIeATEeIIbHOCTh HE IPEyCMOTPEHA UX OCHOBHBIMH OOSI3aHHOCTSIMH, TO
€CTh B OTHOIICHUU JIMIl, BBINOJHSIONUX JOMOJHUTEIBHYI0 Harpy3ky IO
oOecrieueHuto PpyHkImonrupoBanus IK;

- [lonoxeHne 0 BHYTPUIIKOIBHOM KOHTPOJIE;

- [Tonoxxenue 06 yueOHOM KaOUHETE;

- WucTpykiuu 1o Oe30MacHOCTH U TMpaBmiia padOThl Ha TPaBMOOIACHBIX
ydacTkax, pabouux MecTax, B yueOHbIX KaOUHETax;

- [Tonosxenue 006 aTTecTanyy NeJaroru4eckux Kaapos.

7.2. JlokanpHble  aKTbl, PErIAMEHTUPYIOIIME  TMpaBa  YYaCTHUKOB
o0pa3oBaTeaLHOTO Ipoliecca:

- [IpaBuna npuema B OO;

- [IpaBuiia moBegeHus: 0Oy4aronuxcs;

- [IpaBuna BHyTpeHHero pacnopsanka OO;

- TpynoBoii 1oroBop (KOHTPAKT) ¢ paOOTHUKAMH;

- Ilonoxenue o cucreMe OILICHOK, (opM, MOpsSAKE U MNEPUOAUYHOCTH
MPOMEKYTOUYHON U UTOTOBOM aTTECTAIlMU 00YUYarOIIUXCS;

- Ilonoxenue o XpaHeHHH paldOT oOydyaromierocs W HH(POpPMAIMU O €ro
JTOCTUKEHUSX;

- [Tonoxxenue o popmax nosydenust oopazoBanus B 1anaom OO.

7.3. JlokanbHbIE aKTBhI, perilaMeHTUPYIOIIME NEATEIIbHOCTh
npodecCHOHANBHBIX 00bEIMHEHUINA

- [TonoxeHue o ne1arornyeckoM COBETE;

- [TonokeHue 0 TBOPUECKUX TPYyIIIAX;

- [TonoxeHne 0 METOJUYECKOM COBETE;

- [Tonoxxenue o xadenape;

- KosustekTHBHBINM TOTOBOP MEK]Ty OpraHu3anyei 1 pabOTHUKaMHU.

2.3. DTan corjacoBaHUs U MPUHSTHS HOPMATUBHON Oa3bl

Ha nannom stane ocyiiecTBisieTcs:

1. PaccmoTpeHme u coryiacoBaHue TMOATOTOBJICHHBIX paboueil rpymmon
JIOKYMEHTOB:

- negarorunyeckum copetom OO;

- YIPaBJAIOIIMM COBETOM WJIU JIPYTUMU yrpasistomumu opranamu OO.

2. B ciaydasx, mTpemyCMOTPEHHBIX 3aKOHOAATEIBCTBOM, HEOOXOAMMO
COIJIACOBAHME PSAJA JOKYMEHTOB C YUPEIUTEIEM U HHBIMU CTPYKTYPaMHU.



3. B cnyuae BbIOOpa s BHeApeHUss HHPOpMAMOHHOW cuctembl XK,
pacrnoyioKEHHOM Ha BHEIIHUX CepBepax, aJIMUHUCTPUPOBAHHE KOTOPOH BeleTcs
CTOPOHHEH OopraHu3ainuei, NoAr0TOBKA U 3aKJIIOUEHHUE IOTOBOPOB, PETYIUPYIOIIUX
OTHOUIEHUS MO MUCTOIb30BaHuI0 DK, B TOM 4YHCIIe ONpEeisSionuX IOpUIuIeCcKu
0Os3BIBAIOIIYI0 OTBETCTBEHHOCTh CTOPOHHEH OpraHu3aluyd 3a COXPaHHOCTh
JTAHHBIX.

4. V3nanue Ha OCHOBAaHUM COIVIACOBAHHBIX JOKYMEHTOB aupekropom OO
IpHKa3a, B KOTOPOM:

- YTBEpIKJaeTcs TuiaH paboT mo peanu3anuu Mojaenau ¢pyHkiuonuposanus OO
C UCIIoJIb30BaHueM DXK;

- yTBepknaercsi PernmameHT neATeNbHOCTH YYaCTHHUKOB OOpPa30BAaTEIBLHOTO
npolecca ¢ ucnoiab3oBanueM K, B persmaMeHTe onpenensieTcsi OTBETCTBEHHOCTh
JIMI] 32 COXPAHHOCTh JIaHHBIX;

- ¢opmupyrorcs rpynnbsl  (ompeaensitorca  cotpyaHukn OO wim
MO/Ipa3/ieNICHus), BBIMOJHAIONIME TE€ WM HWHbIE 3a/laud 10 BHEAPEHUIO U
HCII0JIb30BaHuI0 DX

- yTBepXkAaeTcs IiaH oOy4eHus (TOBBIMIEHUS KBaTU(UKAIIMU) COTPYIHUKOB
OO u ux arrecranuu B 00JIaCTH UCIIOJIB30BaHUs BIOpaHHOTO DK;

- YTBEPXKAAIOTCS PETJIAMEHTBhl JECSATEIBHOCTH OTIAEIBHBIX YYaCTHUKOB
0o0pa30BaTeNpHOrO MpOIECcca, CBsI3aHHBIE C Hcnoib3oBaHueM XK, B Tom uwucie
MOJIOKEHUSI O TMOAPA3ACICHUSIX, H3MEHEHHbIE (PacIIMpPEHHbIE) JOJKHOCTHBIE
UHCTPYKIINH;

- pacmpenensitorcs QyHkuuu ciayx6 OO, BKIIOUYEHHBIX B PerjaMeHTb
NesATEIbHOCTH, N0 padoTHHKaAM, rpynnam padoTHukoB OO, moapa3feneHusM H
BHEIIIHUM CTPYKTYpam;

- ompenensieTcss OTBETCTBEHHOCTh 3a MMEIOIIMECs U IUIaHUpyeMbIe K
nonyueruto cpeactsa UKT-undpactpykTypsl, pacnpeneneHue 3TUX CPEICTB IO
nometeHusm O0O;

- OIpEeAeISIIOTCS HACTpOMKH XK, MOpsAIOK 3alOJHEHUSI UCXOIHBIX MacCHUBOB
JAHHBIX U T.J.

[Ipouenypa HpUHATHUS JIOKAJIbHBIX HOPMATUBHBIX AaKTOB OMNPEAEISETCS B
Yerage O0. OO MoxkeT caMoCTOSATETLHO CHOPMHUPOBATH KOMIUIEKT HOPMATHBHBIX
aKTOB, 00ECTIEYMBAIOLINX MTEPEXO0/I K UCTOIb30BaHuI0 D)K.

[Ipuka3z nupekropa OO 00 yTBEp>KI€HUU U BBEICHHUM B JIEUCTBHE MPUHATHIX
JIOKaJIbHBIX aKTOB JOBOJIUTCA JI0 CBEICHUS BCEX 3aMHTEPECOBAHHBIX CTOPOH. Eciu
3aKOHOJATEILCTBOM Wiu ycTtaBoM OO He ycTaHoBiieHa ¢GopMa OIMyOJIMKOBaHUS
JIOKaJbHBIX AaKTOB, (popMa MNyOIMKAalUMKU ONPEIEIseTCS OPraHOM YIpaBIEHUS,
MIPUHSBIIUM aKT.

Nudopmanus o I0KambHBIX HOPMATUBHBIX MPaBOBbIX akTax OO 0KHA OBITH
OTKpPBITOM W JOCTYMHOM JUIs BCEX YYAaCTHHKOB OOpa3oBaTEIbHOIO Ipoliecca,
(GYHKIIMYA ¥ UHTEPECHI KOTOPHIX OHU 3aTParuBaroT.

Anvunuctpaun OO criegyer y4duThIBaTh, YTO MHOTHE W3 TMPUHSIITHIX
JIOKaJIbHBIX ~aKTOB, HANpUMEpP, PACUIMPEHHBIE JOJDKHOCTHBIE HWHCTPYKIIHH,
(dakTHYeCKu HE MOTYT OBITh BBIITOJIHEHBI 10 Havyana ¢pyHKImoHnupoBanus K.



3. Kputepuu npumenumoct 9K

1. OOs3aTenbHBIE  MHUHHUMYM  OpPraHU3AIMOHHO-TEXHUYECKUX  YCIIOBUM
BHeapeHus K.

Jiist BeieHus ydeta yueOHOM esATeTbHOCTH B QJIEKTPOHHOM BUE HEOOXOIMMO
00eCTICUHTh:

- HaJIM4YKe JIOKAJIbHOM HOPMATUBHOM 0a3bl;

- paborocnoco6HoCcTh UKT-HGpacTpykrypsr OO (B 4aCTHOCTH TPOBOIHAS
u/vunu 6eCTIpOBOIHAS JIOKATbHAS BRIYUCIUTEIBHAS CETh);

- HaJIW4YMe YCTPOWCTB JocTyma (J1ro6oe o0opyaoBaHHE, IO3BOJISIONISE
obecneunth padbotry c¢ OXK, nHanpumep, KommbioTep, MiIaHmer) k OX
aqmMuauctpanuu O0;

- OTKPBITBIN A0CTyI K DK yuureneu;

- agMuHUCTpUpoBaHue XK (ero TEXHMYECKOE U METOJUYECKOE 0OeCTIeueHuUE.
OTi (YHKIUM MOTYT OCYIIECTBIATHCS OTACHbHBIM cOTpyaHukoM OO wumu
CYIIECTBYIOIMMHU IITATHBIMU €IUHULIAMH. Tpya03aTpaTbl MOTYT pa3inyaThCs s
passbIx Bua0B IXK).

2. MuHMMalIbHbBIE YCIIOBUS JUIsl BEACHUS yUeTa.

[Tonublii Tepexo]] HA BEJECHUE ydYeTa BBINOJIHEHHUS Yy4eOHOM MpOorpaMmbl
cpenctBamu DK HeBo3MOkeH 0Oe3 mepexopHoro mnepuojna. Ilman mepexoma Ha
noiHoe BeaeHue I2K M0KeH npelycMaTpruBaTh OpraHU3allMOHHbIC U TEXHUYECKUE
BO3MOKHOCTH OO mJid OopraHu3anuu B MEPEXOJHOM MEpUOie BeAeHUs ydera (B
OTPaHUYECHHOM BapuaHTE 0€3 OTMEHBI CYIIECTBYIOIIECH CUCTEMBI yUeTa).

Jl1st paboOTHI IO TAaHHOM cXeMe HEOOXOAMMO 00ECTICUUTh:

- KOMIIBIOTEPHBIN KJIACC UM COTTOCTABUMOE YMCJIO MHBIX YCTPOMCTB AOCTYIA K
2K

- OTKPBITHIN AocTyn yuuteneil k 9K (HanmpuMmep, B yUUTEIbCKOMN);

- rpaduk paboThl yCTPOMCTB nocTyna K XK, ToCTaTOUHBIN /sl BBO/Ia JAHHBIX;

- periJaMeHT OKa3aHus TEXHUYECKOM M  METOJUYECKOW  IOMOIIH
negarorndeckuM padotaukam OO.

PernamenT nonpaszymeBaer onucanue rpaduka U yCIOBHI OKa3aHUs TIOMOIIIH,
BKJIIOYAs pacmpe/ieiieHue 00s3aHHOCTEH U HEOOXOAUMYIO ISl OKa3aHHs MOMOIIN
uHbOpMaITHIO.

3. YcnoBus aiis BHeApeHus: DK B TOJTHOM o0beMe:

- ONITUMAJIBHBIE YCJIOBUSA - HAMYKME JocTyna K DK B KaXJ10M Kiacce;

- JKeJnaTeNbHbIE YCIOBUS - Haau4due MOOWIIbHOTO jocTyna K DX y Kaxaoro
negarorndeckoro padorauka OO.

[Tpunoxenue 1 k
MeTtoandeckiuM peKOMEHTAIUsIM

ITPUMEPHBII PETJIAMEHT BEJJEHUS DK



1. O0me mMoN0KEHUS

1.1. Hactosimuii JOKYMEHT ONpEeNsieT YCIOBHUS W mNpaBuiia BeneHus XK,
KOHTpOJIs 32 BezieHueM DK, nporeaypsl oOecreueHus JOCTOBEPHOCTH BBOJIMMBIX B
DK naHHBIX, HAJIGKHOCTH HUX XPAHEHUS M KOHTPOJA 3a cooTBeTcTBHEM XK
TpeOOBaHMUSIM K JOKYMEHTOOOOpPOTY, BKJIIOYas CO3JaHUE PE3EPBHBIX KOIUH,
TBEPJIbIX KONUH (Ha OyMa)KHOM HOCHUTEJIE) H JIp.

1.2. B coorBercTBHM ¢ AEHCTBYHOUIMM 3akoHogaTenbcTBoM OO Bmpase
CaMOCTOATEILHO BRIOUPATh (hOPMBI yueTa BHITIOJIHEHUS YI€OHON TPOTPaMMBI.

1.3. OTBETCTBEHHOCTh 3a COOTBETCTBHE PE3YJIHTATOB yueTa IEHCTBYIOIIUM
HOpMaM M, B YAaCTHOCTH, HACTOSIIIEMY PErJIaMEHTy M JOKaJbHBbIM aKTaMm, HECET
pykoBoauteins OO.

1.4. OTBETCTBEHHOCTh 32 COOTBETCTBHE JAHHBIX yueTa (pakTam peaan3aluuu
y4eOHOro mpoliecca JexXuT Ha pykoBoaurene OO.

1.5. Tlpu Bemenuu yuyera HEOOXOJAUMO OOECIEUYUTH COOJIOJICHUE
3aKOHOAATENBCTBA O IEPCOHATBHBIX TAHHBIX.

2. OO0uue npaBuiia BEICHUS y4yeTa

2.1. BHecenue HHQOpPMAIMK O 3aHATUA U 00 OTCYTCTBYIOIIMX JOJIKHBI
POM3BOAUTHCS 1O (aKTy B IeHb IpoBeaeHus. Eciu 3aHsTHE MPOBOAMIOCH BMECTO
OCHOBHOTO TIpenojaBaTelis, GakT 3aMeHbI JOHKEH OTPAXKaThCs B MOMEHT BHECEHUS
YYETHOM 3aIHCH.

2.2. BHeceHue B XypHal HHQPOPMALMM O JOMAIIHEM 33JlaHUU JIOJKHO
IPOM3BOJIUTHCS B ICH POBEIACHHUS 3aHATHS. 3aJaHUE TOJKHO BHOCUTHCS B )KypHAI
HE TIO37HEe dYeM uyepe3 | dYac mocie OKOHYAaHUS BCEX 3aHATHH JTaHHBIX
oOydJarommxcs.

2.3. Pexomenpayercs 3apaHee pa3MeliaTh 3aJaHus, YTOOBI Yy OOydYaroIIMXCs
Obl1a BO3MOXKHOCTD 3a0J1JaTOBPEMEHHO TIJIAHUPOBATH CBOE BPEMsI.

2.4. Pe3ynbTaThl OLICHUBAHUS BBHIMOJHEHHBIX O0yUYaIOIIUMHUCS PaOdO0T AOTHKHBI
BBICTABJIATBbCA HE MO3AHEEe | Heaenu co JHS UX NMPOBENEHUS B COOTBETCTBHUM C
npuHATEIME B OO TipaBuIaMu OLIEHKH padoT.

2.5. ApxuBHOE XpaHEHUE YYETHBIX JIaHHBIX JOJDKHO TMPEIyCMaTpuBaTh
KOHTPOJIb 32 HMX IEJIOCTHOCThIO M JIOCTOBEPHOCTHIO HA TMPOTSHKEHUH BCETO
HEOOXOJMMOTO CpOKa, HampuMep, C TOMOIIBI0 JJIEKTPOHHOW  MOMIHUCH.
DNEKTPOHHOE XPaHEHHUE apXUBHBIX TAHHBIX JOJKHO OCYIIECTBIISTHCS MUHUMATBHO
Ha JIBYX HOCUTEIISIX M XPAHUTHCS B PA3HBIX MOMEIICHUSX.

3. YcnoBus COBMEIIEHHOTO XPAHEHHUSI TaHHBIX B AJICKTPOHHOM BUJIE
1 Ha OyMa)XHBIX HOCUTEIISIX

3.1. B ciyugae Heobxoaumoctu ucnoiib3oBanus Jlanubeix 9K U3 anexTpoHHON
(dbopMBI B KaueCTBE MEUATHOTO JOKyMEHTa WH(OpMAIUs BHIBOJUTCS HA TEYaTh U
3aBepsICTCS B YCTAHOBJICHHOM TOPSAKE. APXHUBHOE XPaHCHHUE YUYETHBIX JAaHHBIX Ha
OyMaXHBIX  HOCUTEISX  JIOJDKHO  OCYIIECTBISITBCA B COOTBETCTBHH  C



AJMUHHUCTPATUBHBIM periameHToM PocoOpHan3zopa, yTBEP)KIEHHBIM MPHUKA30M
MunobOpHayku Poccuu ot 21 staBapst 2009 1. Ne 9 (AIMUHUCTPATUBHBIA PEerJIaMEHT
MPUMEHSIETCS B YacTH, HE MPOTUBOpEUalled NEeUCTBYIOIMIEMY 3aKOHOIATEIIbCTBY
Poccuiickoit @eneparuu B chepe oOpa3oBaHus).

3.2. CBojHas BEIOMOCTh MTOTOBOM YCIEIIHOCTH Kjacca 3a y4eOHBIH TOJ
BBIBOJAUTCS M3 CHCTEMbl Yy4yeTa B TOM BHJE, KOTOPbIH MpPeaycMOTPEH
JEHUCTBYIOIUMHU TPeOOBAaHUAMH apXUBHOU ciy>kObl. Eciu naHHbIe 10 yueOHOMY
TOJTy XpaHATCS B JICKTPOHHOM BHUJIE, CBOJAHAS BEIOMOCTh MOXKET OBITH MepeaHa B
apXvB cpa3y IO 3aBEpLICHUM BEIACHUS Y4YeTa B COOTBETCTBYIOLIEM KJIACCHOM
KypHae.

3.3. Ilpu BeneHuu yuera B 3JIEKTPOHHOM BUJIE HEOOXOIUMOCTh BBIBOJIA TAHHBIX
Ha TMeYaTh JJIi MHCHOJIb30BaHMSI B KAueCTBE JIOKYMEHTa OIpeiessieTcs
COOTBETCTBHEM HCIOJIb3YyeMOM HWH(GOPMAIIMOHHOW CHUCTEMBI HAIIMOHAIIBHOMY
cranaapty Poccuiickoit ®@enepann 'OCT P UCO 15489-1-2019 «Cucrema
CTaHAApTOB 10 WHPOpMAIMK, OUOIMOTEYHOMY U HU3aTEIbCKOMY JCIy.
Nudopmanus u gokymeHranus. Ynpasienue qokymeHTamu. Yacte 1. [lonstus u
TPUHITUIIBD.



[Tpunoxenue 2 K
MeToauueckuM peKOMEeHIaIHsIM

ITPUMEPHBII PETJIAMEHT
ITPEJIOCTABJIEHUSA YCJIYTY BJIEKTPOHHBIN JHEBHUK
(MH®OPMUNPOBAHUNA OBYUAIOINXCA
1 X POJIUTEJIEN (3AKOHHBIX ITPEJCTABUTEJIEN)

O PE3VJIbTATAX OBYYEHUMA)

1. IIpu BegeHUM yuera yCcreBa€MOCTH C HCIoNb30BaHueM DK oOydarommmcs
U UX POIOUTENSIM (3aKOHHBIM IPEACTABUTENSIM) OOECIEUNBAETCS BO3MOKHOCTH
OMEpPAaTUBHOIO MONy4YeHUs HHPopmanuu Oe3 oOpameHus kK corpyaHukam OO
(aBTOMATUYECKH).

Jlns  poautenel (3aKOHHBIX MPEACTABUTENECH), KOTOpbIE 3asBWIA O
HEBO3MOKHOCTH WJIM HEXKEJIaHUHU MCIOJIb30BaTh JOCTYN K 3JEKTPOHHBIM (hopmMam
IpeACTaBICHUs WH(OpMaALUKU, JIOJKHO OBbITh oOecrnedyeHOo WH(OPMHUPOBAHHUE O
pe3ysbraTax OOy4eHHs] HE peXe 4YeM OJUH pa3 B HEJENI0 C HCIOJIb30BaHUEM
pacreyaTky pe3ysbTaToB.

2. PexomennyeTcst peryasipHO HHPOPMHUPOBATH 00YUAIOIIUXCS U UX POIUTENEH
(3aKOHHBIX MPEACTABUTENEH) O TPOrHO3E X UTOTOBOM YCHEIIHOCTH 00YYarOIIUXCsI
3a OTUETHBIN NepuoA (4€TBEPTh, TPUMECTP, OJIYTOIUE U TIP.).

3.  Hndopmamus 00  HUTOrOBOM  OLICHMBAHMM M  KOHKYPCHBIX
(3K3aMEHAIIMOHHBIX) MCHBITAHUAX JOJDKHA OBITh JOCTYIHA OOYYaroOIUMCS U UX
ponuTensM (3aKOHHBIM MPEICTABUTENSIM) HE IM03KE€ CYTOK IOCHE MOJy4YEHUs
pE3yNbTATOB.

4. JloctaBka uH(pOpMAIMu OOYyYalOmMUMCS U UX POAUTENSIM (3aKOHHBIM
MPEACTABUTENSIM) MOKET OCYUIECTBIISATHCSA B COINIACOBAaHHOM (pOpMe, B YACTHOCTH,
M0 YKa3aHHbIM MMM KOHTAKTHBIM JIaHHBIM, JIMOO BBEACHHBIM CAMOCTOSITENIBHO.
[lepenada KOHTaKTHBIX JAHHBIX JOJDKHA OCYIIECTBIISITHCS POAUTEISIMU TUCBMEHHO
WIM C IPUMEHEHUEM 3JIEKTPOHHBIX CHCTEM IE€peAadyd JOKYMEHTOB 3JIEKTPOHHOMN
HOJIHCHIO.



