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1. O6mue nmooxeHus
1.1. Hacrosimee mosioxeHHe perlaMeHTHpPYeT JesTelbHOCTh Oubimmoreku MBOY  «Cpennss
obmeobpasoarenbHast mkoia Ne 1 c. [IpaBoGepexHoey (nanee — 00).
1.2. Hacrosimee mojoxeHue pa3paboTaHo B COOTBETCTBUM ¢ MDesepaibHBIM 3aKOHOM OT 29.12.2012
Ne 273-0©3 «O6 obpasoBanun B Poccuiickoit ®eneparmu», mpukazoM Munpuua Poccuu ot
30.03.2015 Ne 52n «O6 yrBepkaeHHH (OpPM MEPBHYHBIX YYETHBIX JOKYMEHTOB M pPETHCTPOB
OyXraaTepckoro ydera, INPHUMEHSEMBIX OpraHaMd [OCYAAPCTBEHHOW BIAacTH (rOCyNapcTBEHHBIMH
OpraHamu), OpraHaMd MECTHOTO CaMOYINpPAaBJCHHs, OPraHaMH YIpPaBICHUsI TOCYIApCTBEHHBIMU
BHEOIO/UKETHBIMM ~ (DOHJAMH, TOCYJAapCTBEHHBIMH  (MYHHLHNAJIGHBIMH)  yYPEKIECHHSAMH, U
MeTonuyeckux ykasaHHH 110 UX MPUMEHEHHIOY, IpHKa3oM MHUHKYIbTYpsl Poccuu ot 08.10.2012 Ne
1077 «O6 yrepxnenun [lopsnka ydyera J0OKyMEHTOB, BXOASLINX B COCTaB OubIHOTEYHOro hoHIaY,
nucbMoM  MunoGpasobanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O IlpuMepHOM IIOJIOKEHHH O
oubmorexe 001E00Pa30BATEIHLHOTO YUPEKIAEHHUS.
1.3. bubnnorexa sBIseTCSs CTPYKTYpPHBIM IIOZApa3jielieHHeM 00pa30BaTeIbHOW OpraHu3alluH,
Y4acTBYIOUIUM B Y4eOHO-BOCHMTATENILHOM IIpolecce B LEsX obOecrieyeHHs IpaBa y4aCTHHKOB
o0pa3oBaTebHOrO Iporecca Ha OecIUlaTHOE I10J1b30BaHue OHOIMOTEYHO-MH(POPMALIMOHHEIMU
pecypcam.
1.4. Tlopsaok MoJIb30BaHUS MCTOUYHMKAMH HH(OpPMAIHH, ITepeUeHb OCHOBHBIX YCIIYT M YCJIOBHS HX
[IPEIOCTABIICHUS ONPEAEIIAIOTCS HACTOSIMM IOJIOKEHHEM 0 OHOIHOTeKe U IpaBUIIaMH MOJIb30BaHUS
OubInoTeKOH, yTBEpIKACHHBIMH PYKOBOAUTEIEM 00pa3oBaTe/IbHOU OpraHM3aliu.
1.5. Opranusanus oOCTyKMBAaHHS YYaCTHHKOB 00pa30BaTebHOrO MpOLECCa [POU3BOAMTCS B
COOTBETCTBHM C IIpaBHJIAMH TEeXHUKHM 0€30MacHOCTH M - IMPOTHBONOXKAPHBIMH, CAHHUTAPHO-
I'UTHEHHYECKUMHU TPeOOBAHUSIMH.

2. Hean, 3apa4u, pyHKuuH 0HOJIHOTEKH
2.1. OCHOBHBIMHU LIEJISIMH ¥ 3aa4aMy OHOIHOTEKH 00pa30BaTeIbHOM OpraHU3aliy SBIAIOTCH:

— obecrieueHre YYaCTHHKOB 00pa30BaTEIBHOIO MPOIecca TOCTYOM K WH(OpPMAIUH, 3HAHUSIM,



uaesM,  KyJIbTYpHbIM  I[€HHOCTSIM  IIOCPEJIICTBOM  HCIIOJIb30BAaHUS  OMOIMOTEYHO-
MH(GOPMALMOHHBIX PECypcoB 00pa3oBaTEIbHON OpraHM3allMd Ha Pa3IMYHBIX HOCHTENSX:
OyMakHOM (KHMXHBIH (poHa, PoHA mepruoanYecKuX U3aaHuil); MarHUTHOM (oHa ayauo- u
Bujeokaccer); nuppoom (CD-nucku); KOMMYHUKAaTUBHOM (KOMIIBIOTEPHBIE CETH) M HMHBIX
HOCUTEIAX;

— NPUBJICUYECHUE YUAIIUXCS K CHCTEMAaTUYECKOMY UYTEHHUIO Y4eOHOI, Xy/10)KeCTBEHHON, HAyYHO -
MONYJISIPHOM JINTEPATYPHI;

— OpraHM3alys 4YTEHUS B IENAX YCIEHNIHOTO M3YYEeHHUS Yy4allUMHCS Y4eOHBIX HpPEIMETOB,
JY4IIEro yCBOSHHs 00111e00pa30BaTeNIbHBIX MTPOTrPaMM;

— COAEHCTBHE pa3BUTHUIO [T03HABATEIbHBIX HHTEPECOB U CIIOCOOHOCTEN ydaluXxcs;

— o0yueHue ocHoBaM OMOIMOTeYHO-0MbMorpaduiyeckoil rpaMOTHOCTH;

— cozeicTBHE MeNarornyeckuM pabOTHHKAM B MOA0OpE HAayuyHO-METOAMYECKON JIUTEpaTyphl,
MH()OPMUPOBAHKE O HOBBIX MOCTYIJICHUAX B OMOIMOTEYHBIN (POH;

— COBEPIICHCTBOBAHUE MPENOCTABIAEMbIX OMOIMOTEKON yCIyr Ha OCHOBE BHEIPEHHUS HOBBIX
MH(OPMALIMOHHBIX TEXHOJOTMH M KOMIbIOTEpU3alUK OHOIMOTEUHO-HH(DOPMALOHHBIX

poreccoB, opMupOBaHUE KOMPOPTHON OMOIMOTECUHON CPEJIbI.

2.2. bubnuroreka BIMOIHSIET cleyoue QyHKINN:
2.2.1. ®opmupyet pona 6u0IMOTEUHO-NH(DOPMALIMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHU3aIiu:

— KOMIUIEKTYeT  yHHMBepcadbHbIi  (QOHA  y4yeOHBIMH, XYJAOXKECTBEHHBIMH, Hay4YHBIMH,
CIPaBOYHBIMH, NIE€1arOTMYECKUMHU U HAYYHO-TIOMYJISIPHBIMU JOKYMEHTaMH Ha TPaJUuLMOHHBIX
Y HETpaJIULIMOHHBIX HOCUTEIAX HH(POPMALINH;

— mnonoiHsAeT (oHI WH(POPMALMOHHBIMU pecypcaMu ceTu MHTepHeT, 6a3amMu M OGaHKaMH
JAHHBIX IPYTHX OpraHU3alluii;

— aKkkymyaupyer (OHJI JIOKyMEHTOB, CO37aBaeéMblX B 00pa30BaTEIbHON OpraHU3aluu
(my6mukanuii ¥ paboT meaaroroB 00pa3oBaTeIbHON OpraHu3aluy, JIyqIINX HAyYHbIX padoT
pedepaToB yHammxcs u ap.);

— OCYIIECTBIISET pa3MELICHUE, OPraHU3aLUI0 U COXPAaHHOCTh JOKYMEHTOB.

2.2.2. Co3paer nHGOPMALMOHHYIO TPOAYKIIHIO:

— OCYIIECTBJISAET aHAIMTUKO-CUHTETHUECKYIO TepepaboTKy HHPpOpMaIIy;

— OpraHu3yeT U BEAET CHPaBOYHO-OMONMMOrpaduuecKkuid ammapatr: KaTajord (ajagaBUTHBIM,
CUCTEMAaTU4ECKUI), KAapTOTEKH (CUCTEMAaTHUYECKYK0 KapTOTEKy CTaTeld, TeMaTU4YecKue
KapTOTEKH), OJJIEKTPOHHBIM KaTajor, ©0a3pl JaHHBIX MO Mpoduiito 00pa3oBaTeIbHON

OpraHu3alnuu,



— pa3pabarbpiBaeT pEKOMEHAATeNbHbIe Oubnmorpadguueckue mocoOus (CIHUCKH, 0030pHI,
yKa3aTequ U T.I1.).

2.2.3. OcymectBisier auddepeHIpoBaHHOEe OMOJIMOTEYHO-UH(POPMAIITMOHHOE O00CITY)KHBaHUE
YUYaAIIUXCSL:

— TpemocTaBiseT HH(QOPMAIMOHHBIE PECYPCHI HA PAa3IMYHBIX HOCHTEISX;

— opraHusyeT o0yueHHe HaBbIKaM HE3aBHUCHMOT'0 OMOIMOTEYHOrO MOJIL30BATENS M MOTPEOUTENS
WH(POPMaIUH, COACHCTBYET WHTETPAlMM KOMILIEKCA 3HaHWH, YMEHUI M HaBBIKOB PabOTHI C
KHUTOH 1 HHpOpMaInei;

— OKa3blBaeT WH(POPMAIMOHHYIO TMONJICPKKY B PCIICHUW 3a/la4y, BO3ZHHKAIOIIUX B IIpoIecce
yueOHOMH, caMm000pa30BaTEIbHOM U JOCYTOBOM 1E€ATEIbHOCTH Y4allliXCs;

— OpraHM3yeT MacCOBbIE MEPONPHUSATHS, OPHEHTHPOBAHHBIC HA Pa3BUTHE OOIIEH M YMTATEIIHLCKON
KYJIBTYPbI JINYHOCTH;

— COACHCTBYET MEeAarornyeckuM pabOTHUKAM B OpraHu3aluu 0Opa3oBaTEIbHOrO IMpolecca U
nocyra yvammxcss (mpocMoTp BuueoduiabMoB, CD-aMCKOB, Npe3eHTAlMH pPa3BHBAIOIIMX
KOMIIBIOTEPHBIX UTID).

2.2.4. OcymectBisier auddepeHIpoBaHHOEe OMOJIMOTEYHO-UH(OPMAIITMOHHOE O00CITY)KHMBaHUE
MeAaroru4eckux padOTHUKOB:

— BBUIBIIIET WH(OPMAIIMOHHBIE MOTPEOHOCTH U YAOBIETBOPSET 3alpOoChl, CBSI3aHHBIE C
o0y4yeHueM, BOCHUTAHUEM YHallluXcs;

— BBUIBIIIET WH(OpPMAIMOHHBIE TOTPEOHOCTH U YIOBJETBOPSET 3ampockl B  00JacTu
NearorndecKuX MHHOBAIMK M HOBBIX TEXHOJIOT A,

— coneiicTByeT Npo()eCCHOHATBPHON KOMIIETCHIIMH I1€aroroB, TOBBIIICHHIO KBaJTH(QHKAIINH,
MPOBENICHUIO ATTECTAIIHH;

— OCYILECTBJISET TeKyllee nH(GopMupoBanue (AHU HHGOpPMALUU, 0030Pbl HOBBIX IOCTYIUIEHUN
Y yOJIMKaIni);

— CIOCOOCTBYET MPOBEACHUIO 3aHATUH 10 (HOPMHUPOBAHHIO HH(POPMAIIMOHHON KYJIbTYpHI
yuammxcs; sBigerca 0a3off Uisi MpOBEACHHUS MPAKTUYECKUX 3aHATUH 1o paboTe ¢
MH(POPMALTMOHHBIMHU PECYPCAMHU.

2.2.5. OcymectBisier auddepeHnrupoBanHoe OUOIMOTEYHO-UH(POPMAIITMOHHOE OO0CITy)KHBaHUE
ponuTenei (3aKOHHBIX MPECTaBUTENEH) yHaIMXCs:

— Y/IOBJICTBOPSICT 3allpoOChl TOJIb30BATENICd W HMHGOPMHPYET O HOBBIX IIOCTYIJICHHSX B
OuOINOTEKY;

— KOHCYJBTHPYET I10 BOIIPOCAM OpraHU3allii CeMEHHOT0 YTeHUsl, 3HAKOMUT ¢ HH(popManuei mo

BOCITUTaHHUIO )IeTefI;



— KOHCYJBTHPYET IO BOMPOCAM YIEOHBIX U3JAHUN JUISl YUAIHXCSL.

3. Opranu3anus JAesiTeJJbHOCTH OMOJIMOTEeKH

3.1. OOmee pyKOBOACTBO JEATEIbHOCTbIO  OHOIMOTEKM  OCYLIECTBJSIET  PYKOBOJUTEIb
00pa3oBaTeNbHON OpraHU3allu.
3.2. PykoBoacTBO OMOIMOTEKOM OCYIIECTBISIET 3aBEAYIOINN ONOIIOTEKOH (nedazoz-oubauomexapo,
bubauomeKapy), KOTOPBIA HA3HAYAETCsl PyKOBOAUTENEM 00pa30BaTeIbHON OpraHU3aIiu.
3.3. 3aBenyrommii 6MOIMOTEKON (nedacoe-bubauomekaps, OubIUOMEKAPD) HECET OTBETCTBEHHOCTh B
npesenax CBOCH KOMIIETEHIIMM 3a OPraHW3allii0 W Pe3yJbTaThl JEATCIBHOCTH OWOIMOTEKH B
COOTBETCTBHH C (DYHKIIMOHAILHBIMU O0SI3aHHOCTSIMHU.
3.4. 3apenytommii O6uOIUOTEKON (nedacoe-Oubauomexaps, OubIUOMeEKapy) pa3padbaTbiBaeT U
NPEACTAaBIAeT PYKOBOAUTENIO O0pa30BaTeIbHOW OpraHu3alid Ha YTBEpXKIEHHE CIEeIYIOLIHe
JIOKYMEHTHI:

— TOJI0KEHHUE 0 OMOIMOTEeKe, MpaBUia MOJIb30BaHUS OMOINOTEKOM;

— CTPYKTYpy M INTaTHOE pachucaHue OUOIMOTEKH, KOTOpbhIe pa3padaThIBalOTCS Ha OCHOBE

00BeMOB padoT;

— TIOJIOKEHUE O IUIATHBIX ycIyrax OMOIMoTeKy;

— IUIAHOBO-OTYETHYIO JOKYMEHTAIIUIO;

— TEXHOJIOTUYECKYIO IOKYMEHTAIIHIO.
3.5. CtpykTypy OMOIHOTEKH COCTABISIOT:

— aboOHEMEHT;

— YHUTAaJIbHBIN 3471

— OTIeN y4eOHUKOB;

— oraen uHpopMalmoOHHO-0ubarorpaduyeckoil padboTsl;

— (OHJ ¥ CIIeNraIn3uPOBAHHBIN 3aJ1 PA0OTHI C MYJIbTHMEINITHBIMU M CETEBBIMU JIOKyMEHTAMHU;

— BHUJCOCTYIUS;

— MHMHH-U3IATEIbCKAN KOMIIICKC;

— MeaMaTeKa.
3.6. bubmmoreuyHo-uHDOpPMAIIMOHHOE OOCIY)KHBAaHUE OCYIIECTBISICTCS B  COOTBETCTBUU C
nporpaMmMamMM M IUIaHAaMU paboThl OMOIMOTEKH O0O0pa3oBaTEIbHONW OpraHu3allid Ha OCHOBE
O610IMOTEeYHO-NH POPMALIMOHHBIX PECYPCOB.
3.7. bubnuorexka BHpaBe MPEAOCTaBISATh IUJIATHBIE OHOIMOTEYHO-UH(DOPMAIMOHHBIE YCIYTH,
NepeYeHb KOTOPBIX OMPEAENsIeTCs YCTaBOM 00pa30BaTeIbHON OpraHu3aIiy.

3.8. bubnuoreka obecreynBaercs:



— KOMILJIEKTOBaHUEM OMOJIMOTEYH0-MH(POPMALIMOHHBIX PECYPCOB;

— HEOOXOAMMBIMU CIY)KEOHBIMH W TIPOU3BOJCTBEHHBIMU TIOMEIICHUSMH B COOTBETCTBHUHU CO
CTPpYKTypoii OUONIMOTEKM M HOpPMATHBAaMH MO TEXHUKE O€30MacHOCTH OKCIIyaTaluu
KOMITBIOTEPOB M B COOTBETCTBHUU C TOJOKEHUSMU CAHUTAPHBIX MPaBWI MU HOPMATHUBOB,
o0ecrneunBaroIIMMU COXPaHHOCTh KHUT

— COBPEMEHHOM 3JIEKTPOHHO-BBIUYNCIIUTEIBHON, TEIEKOMMYHUKAIMOHHOM W KOIMHMPOBAJIBHO-
MHOKHTEIBHOW TEXHUKOH U HEOOXOMMBIMH MTPOT PAMMHBIMH TTPOTYKTaMH.

3.9. OTBETCTBEHHOCTb 3a CHCTEMAaTHYHOCTh M KAaueCTBO KOMIUIEKTOBAHUS OCHOBHOro (oHJa
OMOIMOTEKN, KOMIUICKTOBaHHWE ydeOHOro (OHJa B COOTBETCTBUH C (pelepalibHBIMHU IEpEeUHIMU
Y4eOHHMKOB U Y4eOHO-METOAMYECKUX M3IaHUM, CO3aHie HEOOXOJUMBIX YCIOBHUH ISl AeSTEbHOCTH
OMOIMOTEeKN HECceT PYKOBOAUTENIb O0pa30oBaTENbHOM OpraHuW3allid B COOTBETCTBHH C YCTaBOM
00pa30oBaTenbHON OpraHu3aIuy.

3.10. Pexum paboTel OUOIMOTEKHM OMNpeneNsieTcs 3aBeaylommuM Oubnnorekond (nedacocom-
oubruomekapem, oOubIUOMeKapem) B COOTBETCTBUM C TMpaBWJIAMH BHYTPEHHErO paclopsaKa
oOpa3oBartenpHOW  opranm3anuu. [lpy  ompeneneHun  pexuma  paboTel  OMOIHOTEKU
IpEeayCMaTPUBAETCS BblAEIECHUE:

— JIByX 4aCOB pabo4ero BpEMEHHU €KETHEBHO Ha BBIIIOJIHEHUE BHY TPUOMOIMOTEYHON PabOThI;

— OJHOIO pa3a B MeCSIl — CAaHUTApHOrO JHs, B KOTOpbIM OOCIyXMBaHUE IOJIb30BaTENeH He
IIPOU3BOIUTCS;

— HC MCHEC OAHOTIO pa3a B MCCAILl — METOAUYECCKOI'O THA.

4. YuyeT nocTynjieHusi ¥ BbIOBITHSI JOKYMEHTOB O0u0MoTe4Horo gponaa
4.1. CpemeHust 0 BKJIIOYaeMbIX B OHUOJIMOTEUHBIM (QOHJ NOKyMEHTaX (GHUKCHUPYIOTCS B KHUTE
CyMMapHoOro ydera Oubnmoreunoro (oHaa (iucmel cymmapHozo yyema OubauomeyrHo2o ¢hoHoa,
JHCYPHATL).
4.2. CymMMapHbIil y4eT MOCTYIUIEHHMs 3JEKTPOHHBIX CETEBBIX JIOKAJIbHBIX JOKYMEHTOB BEIETCS B
AIIEKTPOHHOM pEeecTpe.
4.3. JIOKyMeHTBI, TIOATOTOBJICHHBIE K NpUEMYy B OMOIMOTEYHBIH (OHM, MOABEPraroTCs MEPBHUYHON
00paboTKe M UHIUBUAYAJIHLHOMY YUETY.
4.4. IninBUyanbHBIA yueT TOKYMEHTOB OCYILECTBIIAETCS IyTEM HPUCBOCHHUS KAXKIOMY 3K3EMILIIPY
JIOKyMEHTa PErucTpalMOHHOIO HOMEpa, MHOr0 3HaKa B KayecTBE PErMCTPALMOHHOIO HOMEpa
(cucTeMHOr0 HOMEpa KOMIBIOTEPHON MPOrpaMMBbl, IITPUX-Ko/1a U 1pyrux). UHIuBUAYyanbHbIN HOMED
3aKperuisieTcss 3a JOKYMEHTOM Ha BCE BpeMsl €ro HaxoxaeHuss B (QoHae OHOIMOTEKH.
PerucrpanyionHele HOMEpa MCKIIOUYEHHBIX W3 (OHIA JOKYMEHTOB HE IIPHCBAaUBAlOTCS BHOBb

MMPUHATBIM JOKYMCHTAM.



4.5. PeructpaliioHHbIE HOMEpa MPOCTABIIAIOTCS HEMOCPEICTBEHHO Ha JIOKYMEHTaX M OTPakaloTcs B
perucrpe HHANBUIYAIbHOIO yueTa JOKYMEHTOB, IPUHATOM B OHOIMOTEKe.

4.6. B peructp BHOHCHIBaIOTCA JaHHbIE O KaXJOM JOKYMEHTE: Jara 3alucu B PErucrpe,
PErUCTPallMOHHBII HOMEp, KpaTkoe OmbOimorpaduyeckoe onmucaHue AOKYMEHTa (aBTOp, 3arjaBue,
TOM, 4acCTb, BBIIIYCK, MECTO M F'OJl U3[JaHUs), LIeHa JOKYMEHTA.

4.7. nauBuyallbHBI Y4eT NEpPUOAMYECKUX M3JaHUN BENETCS B PETUCTPALMOHHON KapTOTEKe
NEepUOINYECKUX M3AaHUM, MpeJHa3HAYCHHON Ui yueTa Ka)XJI0ro Ha3BaHUs M KaXkJIOTo dK3eMILIIpa
(6 asmomamusuposannoil 6aze OaHHvIX).

4.8. JlokymeHTHl, BKIO4aeMble B (oHA OuOmMoTekw, mapkupyrorcs. Ilpm sTomM MoryT OBITH
UCIOJb30BaHbl LITEMIIENN, KHI)KHBIE 3HAKH, MHAUBUAYaJbHbIE IITPUXOBBIE KOIbI, JPYrHE€ BHUAbI
MapKHPOBKHU.

4.9. Ha noxyMmeHTax, SBJISIOLIMXCSA IMPUIIOKEHUEM K OCHOBHOMY HOCHUTENIO M €r0 HEOTHhEMIIEMOU
YacTbIO, IPOCTABJISAIOTCS T€ K€ PEKBU3UTHL, UTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHATEIX NEPBUYHBIX YYETHBIX JOKYMEHTAaX MPOU3BOAUTCS 3aIlMCh, IOATBEPKIAOLIAL,
YTO MOCTYNUBIIME JAOKYMEHTHl NpPUHATH B OnMOMMOTEUHBIH (DOHI KaKk B OOBEKT 0c000 LEHHOrO
JBMOKMMOIO MMYIIIECTBA UJTH KaK B 00BEKT HHOT'O ABM)KUMOI'O UMYIIECTBA.

4.11. IlepBuuHble ydeTHbIE IOKYMEHTBI, MOATBEpXKIAIOIIME (AaKT MOCTYIUIEHUS, IepenarTcs B
OyXrajTepuro JJIsl BKIIOUEHHs B yueT 6ubanorednoro (oHia.

4.12. JlokyMeHTBl BBIOBIBAIOT M3 OuMOMMOTEYHOro (hoHAA B CBS3U C (DU3MYECKON yTpaTod WU
YaCTUYHONH 70O TIOJNHOW YTpaTod MOTPEOUTENHCKUX CBOWCTB. BbIOBIBatONME JTOKYMEHTHI
UCKITIOYaI0TCA U3 OMOIMOTEeYHOro (POH/IA U CITUCHIBAIOTCS.

4.13. BpiObiTHE JOKYMEHTOB M3 OubOmuoreyHoro Qouaa oQopmisieTcss akTOM O CIHCaHHH
UCKJIFOUCHHBIX 00BEeKTOB OmOimmoreunoro ¢onma mo ¢opme 0504144 (mamee — akT O CIIMCAHHH),
yTBepKIeHHOH npukazoM Munduna Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy 0 cHucaHMM IpUJIaraercsl CIIMCOK Ha HCKIIOYeHHe o0beKToB OuOimoredHoro Qonna
(ajee — CIIMCOK), KOTOPBIM BKJIIOYAET CIEAYIOIIME CBEIEHMs: PEerucTpallMOHHBIA HOMep U HHdp
XpaHEHus  JOKyMEHTa, KpaTtkoe  OubOiuorpaduueckoe  omnucaHue, LEHy  JOKYMEHTa,
3a(UKCUPOBAHHYIO B PEruCTpe MHAMBUIYAJbHOI'O ydeTa JIOKYMEHTOB, KO(P(QUIHUEHT MEepeoleHKH,
LIEHY 110CJI€ MEPEOLEHKH U O0LIYI0 CTOUMOCTb UCKIIOUYaEMbIX JOKYMEHTOB.

4.15. Jlna nmeyaTHbIX JOKYMEHTOB BPEMEHHOI'O XPAaHEHHUs AONYCKAeTCsl 3aMEHA CIIMCKA KHUYKHBIMU
bopmynspaMu.

4.16. Jlns NOKyMEHTOB, OOpaOOTaHHBIX TI'PYHIIOBBIM (YIPOIIEHHBIM) CIOCOOOM, BMECTO CITHCKa
JlaeTcs MepeueHb PEruCTPallMOHHBIX HOMEPOB, BUJI UCKIFOYAEMbIX U3/IaHUH, UX KOJIMYECTBO.

4.17. K axkty 0 cCHOHCaHMM [0 TMPUYMHE YTpaThl W CIHUCKY MPUIAraloTcs JAOKYMEHTHI,

MOATBCPKAAOIIUEC YyTpaTy (HOSICHI/ITGJ'II)HaSI 3aIMIMCKa, B CJIy4aC KpaXu WJIK XUIICHUA — IIPOTOKOJI,



aKT, 3aKJIF0OYEHUE YIOIHOMOUYEHHBIX OpraHoOB, IPH BO3MEIICHNUHU yiIepoa — (PMHAHCOBBII JOKYMEHT O
BO3MEILICHUH yIIepoa).
4.18. Tlocne 3aBepuIeHHs] MEPOIIPHUITHIA, TPEAYCMOTPEHHBIX aKTOM O CIIHCAHHH, TICPBBIN IK3EMILISIP
aKTa O CIHCAaHHH CO CIHUCKOM W JOKYMEHTOM, MOJITBEPXKAAIONIMM BBIOBITHE, IIEpENacTcs B
OyXrajiTepuro, BTOPOH IK3EMIUISIp OCTaeTcs B OMOIHOTEKe.
4.19. 3aBenyromnmii OMOTMOTEKON € MEPUOAUYHOCTHIO B OJIMH Pa3 B MECSI] M 110 Mepe MOCTYIIICHUS
JUTEPaTyphl IPOBOJIUT €€ CBEPKY C (eiepalbHbIM CIIUCKOM 3KCTPEMHUCTCKUX MaTEpHasoB C LEIbI0
HENOMYIIEHHUsI TOsBIeHHs B OubimoreyHoMm ¢ouae OO nmTepaTypbsl NPH3HAHHOW CyIdaMu
Poccuiickont denepanuu SKCTPEMUCTKOM M € NMEPUOAMYHOCTBIO B [BAa pa3a B MeCSL IPOBOAUT
MOHHUTOPUHT (DeneparbHOro CIrcKa IKCTPEMHUCTCKUX MATEPUANIOB C IIENbI0 BBISBICHHUS HATHYUS
Takou JmTepaTypbl B Oubmmorednom (ouae OO M UCKIIIOUCHHUIO TAKOBOW M3 OMOIMOTEYHOro (hoHIa
00;
5. IlpoBepka HaIMuUKsl JOKYMEHTOB 0MO1M0TEe4HOTO hoHaA

5.1. TlpoBepka Hamuuus JOKYMEHTOB OuOnmoreyHoro ¢onna (maimee — mpoBepka ¢GoHAA)
MPOU3BOAUTCA B 0043aTENBHOM MOPSIIIKE:

— TIpY BBISIBJICHUU (DAKTOB XHILEHUS, 3JIOYIIOTPEOICHHS WK ITOPYHU JIOKYMEHTOB;

— B cllydae CTUXHMHOTO OCICTBUS, IMOXKApa WU JPYTUX UYPE3BBIYAMHBIX CHUTYAIlUH, BHI3BAHHBIX

AKCTPEMATbHBIMU yCIOBHSIMH;

— TIpY peopraHu3alyuy WK JTUKBUIAINH ONOINOTEKH.
5.2. lpu BBISIBIIEHHH B IPOIECCE MPOBEPKH (OHIA OTCYTCTBYIOIINX JTOKYMEHTOB M HEBO3MO)KHOCTH
YCTAHOBJICHUST BHMHOBHBIX JIMI[ YOBITKM TIO HEAOCTa4aM CIHCHIBAIOTCS B COOTBETCTBHHM C

I[GI\/JICTBYIOH_II/IM 3aKOHOAATCIILCTBOM.

6. le1onpousBoacTBo

6.1. Opranuzanust paboThl C JOKyMEHTAaMH IO y4eTy OMOIMOTedHOro (oHAa OCYIIECTBISETCS 110
IpaBUJIaM BEJIEHUS J1EIOPOU3BOCTBA.
6.2. B 6ubnuoreke BeyTCs U XpaHATCA:

— PErucTpbl HHAUBUIYATbHOTO U CYMMApHOI'o yyeTa JOKyMEHTOB OMOIoTedHOro (hoH a:

— PpeTUCTpaIOHHbIE KHHUTH;

— WHBEHTApHbIC KHUTH;

— KHHUTY CyMMapHOTO Y4eTa;

— YYETHBIN KaTaJjor;

— TomnorpagpuyecKkue onucH 1 KaTajory;

— JKypHAJI BBIIAYH JICKTPOHHBIX HOCUTEJIEH;

— JKypHaJl perucTpaliy 1nojab30BaTeeii KOMIBbIOTEPHOTO 3a1a;



— aKTbl O CIUCAHUU UCKIIOYEHHBIX 00BEKTOB OMOIMOTeYHOrO (hOHAA;
— Y4YETHBIE JOKYMEHTHI, MOATBEP)KIAIOIINE MOCTYIJICHNE JOKYMEHTOB B OMOIMOTEUHBINH (OH
(HaKJIaIHBIC, aKThI O IPUEME, aKThI CAAYU-TIPUEMKH );

— aKThl O pe3ysbTaTax MPOBEIEHUS IPOBEPKH HAIMYMS JOKYMEHTOB OMOIMOTEYHOro GOHa.



