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Ionosxenne o ondIMOTEKE oGpa3oBaTebHOI OPraHH3ANAN
1. O0mme MMOJIOKEHHS

1.1. Hacrosimee TIOJIOXKEHHE PETIaMCHTHPYCT e TeTBHOCTh OUOIMOTEKH 06pa3oBaTeIbHON
OpraHU3aluH.

1.2. Hacrosimee IIOJIOKECHHE pa3paGoTaHO B COOTBETCTBHH C denepabHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 0bpa3oBaHHH B Poccmiickoii @eepallumy», MpHKa3oM MunprHa
Poceun oT 30.03.2015 Ne 525 «O6 yTBepHKICHUH dopM TEepBHYHBIX YICTHBIX JIOKYMEHTOB H
PerucTpoB  GyXTanTepekoro  ydaera, TIPUMEHSIEMBIX ~OpraHaMH rOCYJapCTBEHHO! BIACTH
(rocyaapcTBEHHBIMH OpraHaMH), OpraHaMM MECTHOTO CaMOyTIpaBJIeHHs, OpraHamMy yIpaBJIeHIA
TOCYNAPCTBEHHBIMH BHEOIO/DKETHBIMH dormamu, TOCYAapCTBEHHBIMA (MyHMIHITATEHBIMHA)
yupexneHusMu, 1 MeToruaecKux yKa3aHuil MO0 UX MPUMCHEHHION, npuKazoM MHHKYIBTYPEL
Poccnn ot 08.10.2012 Ne 1077 «O6 yreepxaerun Ilopsika ydera JIOKYMEHTOB, BXOJALIMX B
cocTa 6ubmMoTedHOro (QoHIaY, MMCHEMOM Muso6pazoBanus Poccuu OT 23.03.2004 Ne 14-51-
70/13 «O TIpuMepHOM MOJOXCHHH O GuomoTeKe 06Ie00pa3oBaTEIBHOTO YUPEKICHHSI?,
ECbMOM MUHMCTEpPCTBa MPOCBEIICHHUA CCCP ot 14.05.1975 Ne 28-M «O BBEJICHAH THIIOBOTO
[1OJIOKEHHS O TIKOJIBHOH GHOIHOTEKEY.

1.3. BubimoTeka SBISETCS CTPYKTYPHBIM To/Ipa3fieNICHHEM 06pa3oBaTebHOM OpraHu3alyy,
y4acTBYIOIIUM B yueGHO-BOCTIMTATEIBHOM IIPOLecce B Hensix obecriedeHns npapa y4acTHHKOB
o6pasoBaTebHOTO mporecca Ha GecrIaTHOE TOJB30BAHME GubmoTedHO-HHPOPMAITHOHHBIMH
pecypcamH.

1.4. TIopsiIoK MOJTb30BAHASA HCTOYHMKAMH MHMOPMALWH, TIepedeHb OCHOBHBIX YCITyT U YCIOBHUS
MX TPENOCTABICHHAS OMPENCIAIOTCH HACTOSIIAM TIONOXKeHHeM O GuOIMoTeKe H TpaBUIAMHA
[10/Tb30BAHHS OUOIMOTEKOH, YTBEPKICHHBIMH PYKOBOIMTEIIEM 06pa3oBaTebHOM OpraHA3aliH.
1.5. Oprasu3arus 00CTyXHBAHHA Y4aCTHHKOB 00pa30BATEIBHOTO mipoliecca TPOU3BOMUTCH B
COOTBETCTBMM C TIpaBHJIAMH TCXHHKH 6e30MaCHOCTH W TPOTHBOTIOXKAPHBIMH, CAHUTAPHO
[HrHEHUYECKAMH TPeOOBAHMAMH.

2. lean, 3a5a49u, QyHKIHAH OO0 IHOTEKH



2.1. OcHOBHBIMU OCJIIAMHA U 3ajadyaMi OMOINOTEKH O6p330BaTeHLHOﬁ OpTraHu3alnu SABJIAIOTCA:

oOecrieueHre YYaCTHHUKOB 0OpPa30BaTENBHOrO Ipolecca AOCTYIOM K HH(OpMaluy,
3HAHUSAM, UACSIM, KyJIbTYPHBIM LEHHOCTSIM IOCPEICTBOM HCIOJIB30BaHUS OUOIMOTEYHO-
MH(POPMAIIMOHHBIX PECYpCOB 00pa30BaTEIBHON OpraHU3alliK Ha Pa3IMYHBIX HOCUTEISAX:
OyMakHOM (KHIDKHBIA (DOHT, (POHI MepHOoINIeCKUX U3IaHMii); MarHUTHOM ((oHI ayno-
u Buaeokaccer); muppoBoM (CD-IUCKH); KOMMYHHUKATUBHOM (KOMIIBIOTEPHBIE CETH) U
MHBIX HOCUTEIISIX;

NPUBJICYCHHE YYalIUXCS K CHUCTEMAaTUYECKOMY UYTCHHUIO Y4eOHOH, XyIO’KECTBEHHOM,
HaYYHO-TIOITYJIIPHOM JINTEPATYpPHI;

OpraHu3alus YTEHUS B LEJAX YCHEIIHOTO M3YyYCHHS YYalIMMHUCS YI€OHBIX MPEIMETOB,
JY4IIEero yCBOEHUs 0011e00pa3oBaTebHBIX IPOTpamMM;

COZICHCTBHE Pa3BUTHIO TIO3HABATEIBHBIX HHTEPECOB U CITIOCOOHOCTEH yJaIuxcs;
o0y4yeHne ocHOBaM OMOIHOTEeUHO-OMOMMorpaduaecKol TPaMOTHOCTH;

COJCICTBME TMEAAaroruuecKuM pabOTHHKaM B MOJAOOpPE  HAayYHO-METOJIMYECKOM
JIUTEPaTyphl, HHHOPMHUPOBAHHUE O HOBBIX MMOCTYIUICHUAX B OMOIMOTEUHBIN (QOHT;
COBEPIIICHCTBOBAHUE TIPEIOCTABISEMBIX OHOIMOTEKON YCIYyT Ha OCHOBE BHEAPCHHS
HOBBIX  HMH()OPMAIMOHHBIX  TEXHOJOTMH W  KOMIIbIOTEpHU3alMU  OMOIMOTEHHO-
nH()OPMAITMOHHBIX TIPoLIeccoB, (hopmupoBaHue KOMMDOPTHOM OMOITHMOTEYHOM CpeIbI.

2.2. bubnuoTeka BBITIOIHSET CISAYIOMHe (YHKITUHN

2.2.1. ®opmupyet (oHx OuOIMOTECUHO-UH(GOPMAIMOHHBIX PECypcoB 00pa3oBaTEeIbHON
OpTaHH3aIUH:

KOMIUIEKTYET YHHUBEPCAIbHBIH (DOHJ y4EeOHBIMH, XYI0KECTBEHHBIMH, HAyYHBIMH,
CIIpaBOYHBIMH, neaarorutdyeCKuMumu )51 HAaYYHO-TIOIMYJIAPHBIMHA AOKYMECHTaMU Ha
TPAIUIIMOHHBIX U HETPATUIIMOHHBIX HOCUTEIISIX HH(POPMAIINH;

nonosiHseT (GoHA WHPOPMAIIMOHHBIMU pecypcaMu ceTu MHTepHeT, 6Oazamu u OaHKaMu
JQHHBIX IPYIMX OpraHU3alui;

aKKyMyJupyeT (OHI JOKYMEHTOB, CO37aBacMbIX B 00Opa30BaTEIIbHOW OpraHU3allu
(myOnukanuii ¥ paboT MeaaroroB 00pa30BaTE/LHON OpraHU3alyH, JIYYIIHX HAaydHBIX
paboT u pedepartoB ydammxcs u 1p.);

OCYIIECTBIIAET Pa3MEIIeHHE, OPraHU3AIHIO U COXPAHHOCTh JOKYMCHTOB.

2.2.2. Coznaet nHOOPMAITMOHHYIO MMPOTYKITHIO:

OCYILIECTBIISICT AaHATUTUKO-CUHTETUYECKYIO IepepadoTKy HH(pOpMAIIHH;

OpraHu3yeT U BEJET CIPaBOYHO-OMOIMOrpaduyeckuil anmnapar: Katajioru (aagpaBUTHBIH,
CHCTEMAaTHUYECKHIA), KapTOTEKH (CHCTEMAaTHYECKyl0 KapTOTEKy cTaTed, TeMaTHYeCKHe
KapTOTEKH), AJIEKTPOHHBIA KaTaior, 0a3bl JaHHBIX MO MNpo(WI0 00pa30BaTEIbHON
OpraHHU3anuy;

pa3zpabarTbIBacT peKOMeEHAATeIbHbIe OubOnmorpaduueckne mocodus (CHHCKH, 0030pHI,
yKa3aTeJH U T.I1.).

2.2.3. OcymiecTBisieT nuddepeHpoBaHHOE O6u0IMOTEYHO-UH(POPMAIIMOHHOE
o0cy)KMBaHUE YJaIIUXCs:

IpeocTaBiIgeT HHYOPMAMOHHBIE PECYPChHI HA PAa3JIMYHBIX HOCUTEISX;

opraHu3yeT oOOydyeHUEe HaBbIKAM HE3aBHCHUMOIO OMOJIMOTEYHOIO MOJIb30BaTENs U
norpedutens MHGOPMAIUK, COACUCTBYET WMHTETPALMU KOMIUIEKCA 3HAHWUW, YMEHUH U
HABBIKOB Pa0OTHI C KHUTOM U HH(OpMaIneii;

OKa3bIBaeT MHPOPMALMOHHYIO MOAJIEPKKY B PELICHUHU 33]1a4, BO3ZHUKAIOIIUX B IpoIiecce
y4eOHOI1, caMo00pa30BaTENbHOM U 10CYTOBOH AESITEIBHOCTH yUaIlluXcs;

OpPraHu3yeT MAacCOBbl€ MEpOIpPUATUS, OPUEHTHPOBAHHBIE HA pa3BUTHE OOWEH Hu
YUTATEIbCKOMN KYJIbTYphl ITMUYHOCTH;

COJCICTBYET MeAarornyeckuM paboTHUKAM B OpraHM3aluU 00pa30BaTEILHOTO MpoLecca



U Jocyra yyamuxcs (mpocMorp  BuaeopminbMmoB, CD-auckoB, mpe3eHTanuu
Pa3BUBAIOIINX KOMITBIOTEPHBIX UTD).

2.2.4. OcymecTiser nuQepeHIMPOBaHHOE 610IMOTEeYHO-MH(POPMALIMOHHOE

o0cITy>)KMBaHUE TIEArOTHISCKUX paOOTHUKOB:

e BBIIBISICT MH()OPMALMOHHBIE MOTPEOHOCTH M YAOBIETBOPSET 3ampPOCHI, CBSI3aHHBIE C
0o0y4yeHHEeM, BOCIUTAHUEM YYalUXCS;

® BBIIBIISIET HMH()OPMAIMOHHBIE MOTPEOHOCTH ¥ YIOBJIETBOPSET 3alpPOCHl B OOJIACTH
MearornuecKuX NHHOBAIIMIM U HOBBIX TEXHOJIOTUH;

® COJICHCTBYeET npodeccuoHaIbHON KOMIIETEHIIUU Ie/1aroros,, MIOBBIILICHUIO
KBaJTM(UKAIAH, TIPOBEICHUIO aTTECTAIUM;

® OCYIIECTBIISIET TeKyllee WHPOpMHUpOBaHUE (IHM HHGOpMAIMK, O0030pbl HOBBIX
MOCTYIJICHUH U TyOJIUKaIuif);

® CcrocoOCTBYeT MPOBEACHHIO 3aHATUN MO (OPMHPOBAHUIO WHPOPMALMOHHON KYIBTYPHI
yyaluxcs; sBiseTcss 0a30i Ay MPOBENEHHUs TNMPaKTHMUECKUX 3aHATHA 1o pabore c
WH(POPMAIIMOHHBIMH PECYPCaMHU.

2.2.5. OcymecTiser Qg epeHIMPOBaHHOE 610IMOTEeYHO-MH(POPMALIMOHHOE

o0ciy>)kMBaHUE POIUTENCH (3aKOHHBIX MPEJCTABUTEIICH) YIAIIMXCS :

® YIOBIETBOPSIET 3aNpoOChl MOJb30BaTEIeH W MHPOPMUPYET O HOBBIX TOCTYIUICHUSX B
O6u0IMOTEKY;

® KOHCYJIbTUPYET IO BONpPOCaM OpraHU3alMd CEMEHHOI0 UTEHMs, 3HAKOMHUT C
uHpopManueil o BOCIUTAHUIO IETEH;

® KOHCYJIBTUPYET IO BOMPOCaM y4eOHBIX U3/IaHUH JUIsl ydaIuxcs.

3. Opranm3aumus AesiTeJJbHOCTH OMOJIHOTEKH

3.1. OOmee pyKOBOJICTBO JIEATEIBHOCTBIO OUOTMOTEKHM OCYIIECTBIISET PYKOBOJUTEIH
o0pa3oBaTeIbHON OpraHu3altu.
3.2. PyxoBoacTBO OMONMOTEKOH OCYHIECTBISET 3aBenyloluil OubmuoTeKoil (nedacoe-
oubauomexaps, OubIUOMEKAPL), KOTOPBI Ha3HAYAETCS PYKOBOAMTENIEM 00pa3oBaTelIbHON
OpraHH3aIIH.
3.3. 3aBenmyromuii  OubnmoTekor  (nmedacoe-Oubruomexapo,  OubIUOMEKAPL)  HECET
OTBETCTBEHHOCTh B TMpEJAeNax CBOCH KOMIIETEHIIMH 3a OpraHu3alui0 W  pPe3yIbTaThbl
NEeSTENBHOCTH OUOIMOTEKH B COOTBETCTBUHU C (YHKIIMOHAIBHBIMU O0S3aHHOCTSIMHU.
3.4. 3aBenyomuil OUOIUOTEKOU (nedacoe-Oubnuomexaps, OubIUOMeEKaps) pa3pabdaThiBaeT U
MIPEJCTABISICT PYKOBOJIUTENO 00pa30BATEIBHOW OpraHW3allMd Ha YTBEP)KACHUE CIICIYIOIIHNE
JTIOKYMEHTHI:

® MOJIOKEHHE 0 OUOIMOTEeKe, MpaBUia MOIb30BAHUS OUOINOTEKOI;

® CTPYKTYpPY W IITaTHOE pacmucaHue OMOJIMOTEKH, KOTOPhIE pa3pabaThIBalOTCS HA OCHOBE

00BeMOB paboT;

® TMOJIOKEHHE O IUIATHBIX YCIyTrax OMOIHOTEKH;

® [UIAHOBO-OTYETHYIO JOKYMEHTAIIHIO;

® TEXHOJOTHYECKYIO JOKYMEHTAIHIO.

3.5. CtpykTypy OMOINOTEKH COCTABIISIOT:

a0OHEMEHT;

YHUTaJIbHBIN 3all;

OT/IeN YUeOHUKOB;

oten nHHOpMaIMOHHO-0NOIHOrpadnIECcKoit paboThI;

¢boHI ¥ cCHeuMaTu3UpPOBAHHBIM 3a7d pPabOTHl € MYJIBTUMEAMMHBIMH U CETEBBIMU
JIOKyMEHTaMHU;

®  BHJCOCTYAMS;



¢ MHUHHU-M3JATEIILCKUHA KOMIIICKC;
e MejaMaTeKxa.
3.6. bubnnoreuyHo-uHGOPMAIIMOHHOE OOCITYKMBAaHHWE OCYIIECTBISACTCS B COOTBETCTBHH C
nporpaMMaM M IJIaHaMd paboThl OMOIMOTEKM 0Opa3oBaTEIbHOM OpraHM3allul HAa OCHOBE
O61OIMOTEeYHO-MH(POPMAITMOHHBIX PECYPCOB.
3.7. bubnuoTteka BHpaBe IMPENOCTaBIATh IIaTHbIE OMOIMOTEYHO-WH(POPMAIIMOHHBIE YCIYTH,
MepeyYeHb KOTOPBIX OIPEENSIeTCs] YCTaBOM 00pa3oBaTeIbHON OpraHU3allHH.
3.8. bubnuoreka obecnieunBaeTcs:
® KOMIUIEKTOBaHUEM OMOIMOTEYHO-UH(POPMALIMOHHBIX PECYPCOB;
® HEoOXOAMMBIMU CIIy’KEOHBIMM U IPOM3BOJCTBEHHBIMU MOMELIEHUSAMU B COOTBETCTBHHM
CO CTPYKTYpOH OMOJIMOTEKH M HOPMAaTHBAMH IO TEXHUKE O€30MacHOCTH JKCILTyaTaluu
KOMITBIOTEPOB U B COOTBETCTBHUHU C IOJIO)KEHUSIMH CAHUTApHBIX NMPaBUI M HOPMATUBOB,
00eCTIeunBaIOIIMMU COXPAHHOCTD KHUT;

L4 COBpeMeHHOfI SHGKTpOHHO'BBILII/ICJ'II/ITGJ'IBHOI‘/'I, TCHGKOMMyHHKaHHOHHOﬁ n
KOHI/IpOBaJ'II)HO-MHO)KHTCJILHOP'I TEXHHUKOM n HCO6X0)II/IMI)IMI/I IporpaMMHBIMHU
IMPpOAYKTAMHU.

3.9. OTBETCTBEHHOCTh 3a CHCTEMATHYHOCTh M KauyeCTBO KOMIUIEKTOBAHHMS OCHOBHOTO (OHMIA
OMOIMOTEeKH, KOMIUICKTOBaHUE Y4eOHOTro (OHIa B COOTBETCTBUU C (helepanbHbIMU NEPEeUHIMU
y4eOHMKOB M y4eOHO-METOJMUYECKHX W3JaHWH, CO3laHHEe HEOOXOANMBIX YCIOBHH UL
JeSITeTbHOCTH  OMOJIMOTEKM HECEeT PYKOBOAWUTENb 00pa3oBaTeNbHOM  OpraHu3alMd B
COOTBETCTBHH C YCTaBOM 00pa30BATEIEHON OpraHNU3aIiH.
3.10. Pexxum paboThl OMONMMOTEKH ONpeAessieTcs 3aBEAYIOIMM OHOIMOTEKOH (nedacozom-
oubauomexapem, oOubauomexapem) B COOTBETCTBHH C IpaBUJIaMH BHYTPEHHETO pacIopsakKa
oOpa3oBarenbHOW  opranmzauuu. [lpu  ompexenenuu pexxuma  paboTel  OMOIMOTEKH
IpeayCMaTPUBAETCS BBIJICIICHHE:
® JByX YacoB pabodero BPEeMEHU €KEJHEBHO Ha BBINIOJHEHHWE BHYTPUOMOIMOTEHYHOM
paboThI;
® OJHOTO pa3a B MECSI] — CAHUTAPHOTO JHs, B KOTOPBIA 00CIy)KMBaHHE ITOJIb30BATENCH HE
POM3BOTUTCS,
® HE MEHee OJHOTO pa3a B MECALl — METOJMUUECKOTO JHS.

4. Y4eT nocTynJieHusi 1 BbIOBITHS JOKYMEHTOB O0H0/1MOTEYHOro (poHaa

4.1. CBeneHus O BKJIIOYAaEMBIX B OMONMOTEUHBIH (OHJ MOKYMEHTax (DUKCUPYIOTCS B KHUTE
CyMMapHoro ydera oubnuoreunoro Gpouma (iucmol cymmaproco yuema oubauomeuHoco ¢onoa,
JHCYPHATL).

4.2. CyMMapHbIi y4eT MOCTYIUIEHUS JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JTOKYMEHTOB BEJETCS B
AJIEKTPOHHOM peecTpe.

4.3. JloKyMeHTBI, TOATOTOBJICHHBIC K TpHUeMy B OHUOIMOTEUHBIH (OHJI, TOABEPTarOTCS
MEPBUYHON 00pabOTKE ¥ WHAMBUIYAIBHOMY YUETY.

4.4. VHauBUIyalbHBIM y4YeT JOKYMEHTOB OCYILIECTBISIETCS IyTeM IPUCBOCHUS KaKIOMY
SK3EMIUISIPY  JOKYMEHTa  PETUCTPAllMOHHOTO  HOMEpa, HWHOro 3HakKa B KayecTBe
PETHCTPAIIMIOHHOTO HOMEpPA (CHCTEMHOTO HOMEpa KOMITBIOTEPHON MpPOTrpaMMBbI, IITPUX-KOJA U
npyrux). WHIuBUAyalbHBIE HOMEp 3aKpeIuisieTcss 3a JOKYMEHTOM Ha BCE BpEeMs €ro
HaxoxaeHus B ¢oHme Oubnuorexku. PerumcTpanmoHHble HOMEpa HCKIIOYEHHBIX U3 (oHIa
JIOKYMEHTOB HE TIPUCBAUBAIOTCSI BHOB IPUHSITHIM JJOKYMEHTaM.

4.5. PeructpallMOHHbIE HOMEpa TMPOCTABISAIOTCA HEMOCPEACTBEHHO Ha JOKYMEHTaX U
OTPaXKaIOTCS B PETUCTPE MHIAMBHIYaTbHOTO y4eTa JJOKyMEHTOB, IPUHATOM B OMOITHOTEKE.

4.6. B peructp BOUCBHIBAIOTCS JAaHHBIE O KaXXIOM JOKYMEHTE: Jara 3alicH B PEructpe,
PErUCTpAIlMOHHBIA HOMEp, KpaTkoe Oubnuorpaduyeckoe oOmucaHue [IOKymMeHTa (aBTop,
3arjaBue, TOM, YaCTb, BBITYCK, MECTO U TOJ U3[AaHUA), IICHA TOKYMEHTA.



4.7. InauBUya bHBIN yU4eT NMEepUOJANYECKUX M3AaHUN BEAETCS B PETUCTPALIMOHHOM KapToTeke
MEPUONYECKUX W3JaHWW, TpeIHAa3HAYeHHOW [UIS ydeTa KaKAOro Ha3BaHHUS M KaXIOTO
IK3EMILISIpA (6 agmomMamusupo8aHHou 6ase OaHHbIX).

4.8. JlokyMeHThI, BKItOYaeMble B (hOHJ OMOIMOTEeKH, MapKupyroTcs. [lpu aTomM Moryr OBITh
WCIOJIb30BAHBI IITEMIIEIH, KHIKHBIE 3HAKU, HHAUBUyaIbHbIEC IITPUXOBBIE KOJIbI, IPYrHe BHUJIbI
MapKHPOBKH.

4.9. Ha noxymeHTax, SIBJISIOIUXCS MPUI0KEHUEM K OCHOBHOMY HOCHUTEIIIO U €r0 HEOTheMIIEMON
YaCThIO, IIPOCTABIISIFOTCS TE K€ PEKBU3UTHI, YTO M HA OCHOBHOM JIOKYMEHTE.

4.10. Ha [npuHATBIX NEpPBUYHBIX  YYETHBIX JOKYMEHTaX  IPOU3BOJIUTCS  3aIUCh,
MOJTBEPXKAAOIIasl, YTO MOCTYNUBIIME IOKYMEHTHl NPHUHATHI B OMOIMOTEYHBIM (QOHA Kak B
00BEKT 0CO00 IIEHHOTO JBM)KMMOTO HMYIIECTBA HIM KaK B OOBEKT HHOTO JIBHKHMOTO
HUMYIIECTBA.

4.11. TlepBuuHbIe y4eTHBIC JOKYMEHTHI, MOATBEPKAAIOMUE (aKT MOCTYIUICHUS, ITepelaloTCs B
OyXTaJITepHIO JIJIsl BKIIFOUCHUS B yueT OnOImoTedHoro GpoHma.

4.12. JlokyMeHTBI BbIOBIBaIOT M3 OMOIMOTEYHOro (OHIA B CBSI3U C (U3UUECKOH yTpaToW WU
YaCTUYHOW JIMOO TIOMHOM yTpPaTOW MOTPEOWTENbCKUX CBOWCTB. BBIOBIBarOIIHME JOKYMEHTHI
UCKJTIOYAIOTCS U3 OMOIMOTEYHOTO (DOH/IA U CIICHIBAIOTCS.

4.13. BpIObITHE JOKYMEHTOB U3 OuOIMOTEYHOTO (hoHIAa OGOpPMIISIETCS aKTOM O CIHMCAaHUH
UCKJTIOUYEHHBIX 00BEeKTOB OnbaroTeunoro gouaa mo popme 0504144 (manee — akT o0 CMCaHUH),
yTBepKIeHHOU npuka3zoM MuHdpuHa Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy O CIICaHUH MPHJIATAETCs CIIUCOK HA HCKIIIOYEHNE 0OBEKTOB OMOIMOTEYHOTO (POHAA
(anee — CIUCOK), KOTOPBIM BKIJIIOYAET CJEAYIOLIME CBEACHMSA: PETUCTPALMOHHBI HOMEp U
mmdp XpaHeHUs IOKyMEHTa, KpaTkoe OubOimmorpaduyeckoe OMUCaHWe, IIEHY JOKyMEHTa,
3a()MKCUPOBAHHYI0O B PETUCTPE HWHAMBUIYAJIBHOTO y4yeTa JOKYMEHTOB, Ko3(hduiueHrt
MIEPEOIICHKH, IICHY MOCTIe MEPEOIICHKH U OOIIYI0 CTOMMOCTD UCKIIIOYaeMbIX JJOKYMEHTOB.

4.15. Jlns medaTHBIX JOKYMEHTOB BpPEMEHHOIO XpaHEHHs [OMyCKAaeTCsl 3aMeHa CIIHMCKa
KHWKHBIMH (DOPMYJIISIpaMHu.

4.16. [1ns noKyMeHTOB, 00paOOTaHHBIX TPYMNIOBHIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CITUCKA
JaeTcsl IepeveHb PErUCTPAMOHHBIX HOMEPOB, BU/I HCKITFOUAEMBIX U3/IAaHUH, X KOJIUYECTBO.
4.17. K akTty O cCHOUCaHMHM 1O NpPUYMHE YTpaThl M CIUCKY MPUJIAraroTcs IOKYMEHTHI,
MOJITBEPKIAONINE yTpaTy (TMOSICHUTENbHAS 3alucKa, B ClIy4ae Kpakd WIA XHUIICHUS —
MIPOTOKOJI, aKT, 3aKJIIOYEHUE YHNOJIHOMOUYEHHBIX OpraHoB, IpU BO3MEILEHUM yiepda —
(bMHAHCOBBIN JOKYMEHT O BO3MEIIICHUH yIIep0a).

4.18. Tlocne 3aBeplIeHUs MEPONPUATHHA, MPETyCMOTPEHHBIX AaKTOM O CIIMCAHUH, MEPBbIHA
9K3EMIUISIp aKTa O CIUCAHWU CO CIHCKOM W JIOKYMEHTOM, NOITBEP)KIAIOIINM BBIOBITHE,
nepenaercs B OyxraiaTrepHio, BTOpOi IK3eMIUIAp OCTaeTcsi B OnOInoTeKe.

5. IIpoBepka HAJIUYUA JOKYMEHTOB 0M0/1MOTEeYHOro GoHaa

5.1. IlpoBepka Hanuuusi JOKyMEHTOB OubOnmoreyHoro ¢onaa (mamee — mnpoBepka (oH[IA)
MIPOU3BOJIUTCS B 00S3aTEIIHHOM TTOPSIIKE:

® [IpU BBIABICHUH ()AaKTOB XHUILEHHS, 3TOYTIOTPEOICHUS WU MOPYH JOKYMEHTOB;

e B cCllyyae CTUXUHHOro O€ICTBHs, NOXapa WIM JPYTHX Ype3BbIUYANHBIX CUTYaluil,

BBI3BAHHBIX YKCTPEMAIBHBIMH YCIOBUSIMU;

® [IpU PEOPTaHMU3ALNH WU JTUKBUAANNN ONOIHOTEKH.
5.2. llpu BbIABIEHUM B Ipolecce MPOoBEpKH (OHAA OTCYTCTBYIOIIMX JOKYMEHTOB U
HEBO3MOXXHOCTH YCTAaHOBJICHWS BHUHOBHBIX JIMII YOBITKM TIO HeIOCTadaM CHHCHIBAIOTCS B
COOTBETCTBUHM C JAECHCTBYIOLINM 3aKOHOIATEILCTBOM.

6. le1onpon3BoacTBo



6.1. Opranuzanus paboThI C JOKYMEHTaMH 110 Y4eTy OMOIHOTeYHOro (JOHJa OCYIIECTBISIETCS 110
HpaBHJIaM BEICHHUS JICIONPOM3BOJICTBA.
6.2. B 6ubnuoteke BeIyTCS U XpaHATCA:

pPEruCTPbl HHAUBUYAILHOTO U CYMMapHOTO y4eTa JOKYMEHTOB OnOimoTeyHoro ¢hoHaa:
pPETHCTPAIIMOHHBIC KHHUTH;

WHBEHTAPHBIC KHUTH;

KHUTH CyMMapHOT'O y4eTa;

YYeTHBIN KaTajor;

Tonorpa)UueCKue OMUCH U KaTaJlOTH,

YKypHaJT BBIIAYH 3JICKTPOHHBIX HOCHTEICH;

KYpHAJI PETUCTPAIIMH TTOJIb30BaTEIeH KOMITBIOTEPHOTO 3aJ1a;

aKThI O CIIMCAHUU UCKITIOYEHHBIX 00BEKTOB OMbOIMoTeyHoro houmaa;

yUeTHBIE JIOKYMEHTHI, MOJTBEPKIAIOLINE MOCTYIUIEHUE JOKYMEHTOB B OWMOIMOTEYHBIH
¢onn (HaKIanHbIe, aKThI O IPUEME, aKThl CIAYU-TIPUEMKH );

aKThl O pe3ylbTaTax NpPOBEACHHS MPOBEPKU HAIHUYUS JOKYMEHTOB OMOIMOTEYHOTO
dhonpa.



