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MOJIOKEHUE O BUBJINOTEKE
1. O6mume noJioxkeHust
[.1. Hacrosiiee 1070KeHHE pEriiaMeHTUPYET JIESTEIBHOCT OHOIHOTEKH MyHULHMTIAIBHOTO
OIOJDKETHOTO 0011e00Pa30BATEILHOTO YUPEHKICHUS « 3CMIISTHUUHEHCKAS CPEIHSIS LIKOJIa
1.2, Hacrosimee nosoxenne pa3paboTaHO B COOTBETCTBHU ¢ deepalibHbIM - 38KOHOM — OT
29.12.2012 Ne 273-®3 «O6 obpasosannn B Poccuiickoii desepattmy, npukasom MuHpuHa
Pocenn or 30.03.2015 Ne 521 «O6 yrBepxicHun POPM TEPBUUHBIX YHETHBIX JIOKYMEHTOB |
PErMCTPOB  OYXTalTePCKOro  yueTa, NPUMEHSEMBIX OpraHamMu  FOCYJAPCTBEHHOM  BJIACTH
(rocy/IapCTBEHHBIMU OpraHamH), OpraHamMi MECTHOIO CamoyNpaBlIeHUs, OpraHaMHu yIIpaBJIeHMUsI
FOCY/IAPCTBEHHBIMU  BHEOIO/UKCTHBIMK  (OHIAMM,  TOCYIAPCTBEHHBIMU  (MYRUIIMTIATBHBIMMU)
YUPEKICHUAMH, ¥ METOIMHUECKNX YKa3aHUIl 10 WX TIPUMEHEHMIO», TIPHKA30M MWHKYTBTYpBI
Pocenn ot 08.10.2012 Ne 1077 «O6 yreepskachun llopsiika yuera JIOKYMEHTOB, BXOJISILINX B
cocraB Onbsmoreunoro Qonaar. nucbMoM  Munobpasosanus Pocenn ot 23.03.2004 No 14-5]-
70/13 «O IlpumepHom nosoxeHnn o Gubnoreke 0611e06pa3oBaTEIBHOTO YUPEIKICHUS),
1.3, bubmmoreka ABISETCS CTPYKTYPHBIM TOJpa3/ie/ieHHeM 00pa3oBaTebHOMN OpraHu3alnH,
YYaCTBYIOUIMM B y4EOHO-BOCITHTATEILHOM TIPOHECCE B HEJSX 00CCICUCHUs MPaBa yUaCTHHKOB
00pa3oBaTebHOIO Tporecca Ha OeCrIaTHOE TM0JIb30BAHNE OnbIMOTEUHO-MH(DOPMALIMOHHBIMU
pecypcamu.
I.4. Topsiiok nmosb30Banus HCTOUHMUKAMKU HHOPMAIIUH. TIEPEUEHb OCHOBHBIX YCIIYT WU YCIIOBUS
MX TIPCIOCTAB/ICHUS  ONPEIC/ISIOTCS  HACTOSILIMM  110J10KCHUEM O OWOIMOTEKE W TIpaBHIaMK
110J1b30BaHMst OMOIMOTEKOH, YTBEPKACHHBIMU PYKOBOJIMTEIEM 00pa3zoBaTe/bHOMN OpraHu3allny,
1.5, Opranusauns o0CITy:KMBaHNs yqacTHHKOB 00pa3oBaTeIbHOIO Tpolecca MTPOU3BOJIMTCS B
COOTBETCTBHM C MPABMIIAMH  TCXHWUKH OC30MaCHOCTH W NPOTHBOMOKAPHBIMH, CAHUTAPHO-
THTHEHUYECKUMHU TPeOOBaHHUSIMH.

2. Hean, 3apa4un, yHKuun 6u0IM0TEKH
2.1. OcHOBHBIMM LEJIAMH 1 3a1auami OHGIHOTEKH 06pa30BATEILHON OPraHU3aINH SBISIOTCS:

— oDecrieueHne  YHaCTHUKOB  00pa3oBaTesbHOO  Tpoliecca  JIOCTYIIOM K nHpopMaInu,
3HAHHAM, WACSIM, KYJIBTYPHBIM IIEHHOCTSIM TOCPE/ICTBOM HCIOIB30BAHUS OHOIHOTEUHO-
HH(QOPMAIMOHHBIX PECYPCOB 0OPA30BATEILHOI OPraHu3allii HA PA3THUHBIX HOCHTEIISIX:
OyMaXHOM (KHWKHBIH (QOHI, GOHJI NEPHOIMHCCKNX W3IAHHIH); MATHUTHOM (Gona ayamo-
1 BuacokacceT); unppoBoM (CD-IHCKN): KOMMYHHKATHBHOM (KOMITBIOTEPHBIC CETH) H

A WHBIX HOCUTEJTSIX

— NPHBJICUYCHHUC YHAIIUXCS K CHCTEMATUHYECKOMY YTCHHIO YYeOHOM. XYJI0KECTBEHHOI,
HAYYHO-TIOIYJIIPHOH JIMTCPaTyphI;

—— OpraHu3anug YTCHUS B LC/ISX YCHCUTHOTO W3YUCHHS YUAIUMUCS YUCOHBIX NPEIMETOB,
JYHILICTO YCBOCHHS 0011E00Pa30BATEIBHBIX ITPOTPAMM;

— COJCHCTBHE PAa3BUTHIO MO3HABATEIILHBIX HHTEPECOB U CIIOCOOHOCTEH YUaIIHXCs;



o0y4eHre OCHOBaM OMOIHOTEeUHO-O0uOIrorpadnuecKoi TpaMOTHOCTH;

COJICHCTBUE MEJarorHYecKuM pabOTHHKAM B TTOJI00pE HAYYHO-METOINIECKOM TUTepaTyphl,
WH(pOPMUPOBAHUE O HOBBIX IMOCTYIUICHUSIX B OMOIMOTEYHBIN (POH]T;

COBEPILIECHCTBOBAHHE MPEIOCTABISIEMBIX OMOIMOTEKON YCIYT Ha OCHOBE BHEAPEHHS HOBBIX
UH(POPMALIMOHHBIX TEXHOJIOTUH W KOMITBIOTEpU3aluU OHOIMOTEeYHO-UH(POPMAIIMOHHBIX
npoiieccoB, (hopmupoBaHue KOMGPOPTHONW OUOIMOTEYHOM CPEIBI.

2.2. bubnuoTeka BBIOJIHACT ClaeaAyomue GyHKIUu:

2.2.1.

®opmupyer ¢GoHA OUOIMOTEUHO-MH(DOPMAMOHHBIX  PECypcoB  00pa3oBaTEIbHON

OpraHu3anuu:

KOMIUICKTYeT YHHUBEpCANbHBIH (OHI YyUEOHBIMH, XYyJOXKECTBEHHBIMH, HAyYHBIMH,
CIpPAaBOYHBIMH, MEAATOTHYECKUMH M  HAYYHO-TIONMYJSPHBIMHA  JOKyMEHTaMH  Ha
TPaJAULIUOHHBIX ¥ HETPAJUIIMOHHBIX HOCUTEIAX HH(POPMAIIHIH;

nonoyHsAeT (oHI MH(GOPMAIMOHHBIMU pecypcamu cetd VHTepHer, 0azamu U OaHKaMH
JAHHBIX JIPYTUX OpraHU3aIHii;

aKKyMynaupyeT (OHJI JOKYMEHTOB, CO3[aBaeMbIX B 00pa30BaTEIbHONW OpraHM3aIiu
(myOnmukauuii M paboT menaroroB 00pa30BaTENIbHOM OpraHu3allvH, JYyYIIMX HayYHBIX
paboT u pedeparoB yyammxcs 1 Jp.);

OCYIIECTBIISICT pa3MeIleHUe, OPraHu3aUI0 U COXPAHHOCTh JIOKYMEHTOB.

2.2.2. Co3naet nHOOPMAMOHHYIO MTPOTYKITHIO:

OCYIIECTBIISIET aHATUTUKO-CHHTETUYECKYIO TepepadboTKy WH(POPMAIIHH;

OpraHu3yeT M BelIeT CIpPaBOYHO-OMOIMorpaduueckuil anmapar: Kataioru (an(aBUTHBIH,
CHUCTEMATHUYECKHI), KapTOTeKH (CHCTEMAaTHUYECKYI0 KapTOTEKy CTaTel, TeMaTHYCCKUE
KapTOTEKH), DSJIEKTPOHHBIM KaTtajor, 0a3bl JaHHBIX MO MNpoPUiI0 00pa3zoBaTEILHOMN
OpraHu3aIum,

pa3pabarbiBaeT peKoMeHAaTeabHble Oubnuorpapuyeckue mnocodus (CHUCKHU, OO030pHI,
yKazareiu U T.I1.).

2.2.3. OcymectBusger auddepeHIMpoBaHHOe OUOINOTEYHO-UH(OPMAIIMOHHOE O00CTYy)KHBaHUE
YUaIIAXCS:

— TpeAocTaBiseT HHPOPMALMOHHbIE PECYPChI HA pa3IMYHBIX HOCUTEIISX;

— opraHusyer oOydeHHE HaBblKaM HE3aBUCHUMOIO OHOJMOTEYHOro TMOJb30BaTENsd U
norpedutenss MH(pOpMalMU, CONEHCTBYET HHTErpalMi KOMIUIEKCa 3HAaHUM, yMEHHH |
HABBIKOB pabOThI ¢ KHUTOW U MHpOpMaIuei;

— OKa3bIBaeT MH(OPMAIIMOHHYIO MOJACPKKY B PEIISHHH 3a/1a4, BO3HUKAIOIIUX B MHpolecce
yueOHOM, caM000pa30BaTENbHON U IOCYTOBOM I€ATEIbHOCTH yUallluXCsl;

— OpraHu3yeT MacCOBbl€ MEpPONPUATHsS, OPUEHTHPOBAHHBIE HA pa3BUTHE OOImEH U
YUTATENLCKOM KYJIbTYpBI IUYHOCTH;

— COJCUCTBYET MeIarorndeckuM padOTHUKAaM B OpTaHU3aIH 00pa30BaTEIBHOTO MPOIecca U
nocyra ydammxcsi (mpocMotp BupeogmibMoB, CD-1HMCKOB, Mpe3eHTanu pa3BUBAIOIINX
KOMITBIOTEPHBIX UTD).

2.2.4. OcymectBisier auddepeHnrupoBaHHOe OMOTNOTEUHO-NH(DOPMAITMOHHOE OOCITy)KHBaHUE

neaarortdCCKmux pa6OTHI/IKOBI

2.25.

BBISIBJISICT WH(OPMAITMOHHBIC TOTPEOHOCTH M YAOBICTBOPSET 3alPOCHI, CBSI3aHHBIC C
00ydeHueM, BOCTUTAHUEM yUaIuXCs;

BBISBJISICT HMH(POPMAIIMOHHBIE TOTPEOHOCTH H  YAOBIETBOPSET 3ampochkl B 00JIACTH
MeAarorn4ecKuX NHHOBAIMI U HOBBIX TE€XHOJIOTH;

CoJIeHCTBYeT TTPO(heCCHOHATLHOW KOMITETESHITUH I1€/IaroroB, TOBBIIIICHHIO KBATH(UKAIUH,
MIPOBEJICHUIO aTTECTAINH;

ocymiecTBIsieT Tekymee uHpopmupoBanue (mHM wuHPOpMammuH, 0030phI  HOBBIX
MOCTYIIJICHUH U TyOJIUKAaIIHi);

CHOCOOCTBYET TPOBEACHHUIO 3aHATUN MO (OPMUPOBAHUIO HH(DOPMAIIMOHHON KYIbTYpHI
yualxcs; sBIseTcss 0a3oi ais MPOBEACHUS NPAKTHUECKHUX 3aHATHH 1Mo paboTre ¢
UH(POPMAIIMOHHBIMH PECYPCaMH.

Ocymectusier auddepeHimpoBanHoe OHOTMOTEYHO-UH(OPMALIMOHHOE OOCITY>KUBaHUE

ponutenei (3aKOHHBIX MPECTABUTEIICH ) yUaIIXCs:



— YAOBJIETBOPSICT 3alpOChl TOJIb30BaTeNIe W WH(POPMHUPYET O HOBBIX TMOCTYIUICHHSIX B
OMOINOTEKY;

— KOHCYJBTHPYET [0 BOMPOCAM OPTraHU3alMU CEMEIHOTO YTCHHSI, 3HAKOMHT ¢ HHPOpMaIueit
10 BOCIIUTAHMIO JETECH;

— KOHCYJIBTHUPYET IO BOMPOCaM Y4€OHBIX M3AaHUMN JIJIs yIaluXxcsl.

3. Opranuszanus 1esiTeJJbHOCTH OMOJIHOTEKH

3.1. OO6mee pyKOBOJICTBO [EATEIbHOCTHIO OMOIMOTEKH OCYIIECTBISIET PYKOBOIUTEND
00pa30BaTeIbHON OpraHu3alnu.

3.2. PykoBojcTtBO OMOIMOTEKON OCYIIECTBIAET 3aBeAYIOIUA OMOIUOTEKOH (nedacoe-
oubnuomexaps, 6OubIUOMEKAPL), KOTOPHIA HA3HAYAETCS PYKOBOJIUTENEM 00pa3oBaTEIbHON
OpraHH3aIiH.

3.3.  3apenyrommii = O6ubaMOTEKON  (nedacoe-Oubiuomexapv,  OubIUOMEKAPbL)  HECET
OTBETCTBEHHOCTH B TpeJesiaX CBOEC KOMIIETEHIIMH 32 OPTaHU3AIMIO U PE3yJIbTaThl ACSITEIbHOCTU
OMOIMOTEKH B COOTBETCTBUH C ()YHKIIMOHAILHBIMHU OOSI3aHHOCTSIMHU.

3.4. 3aBenywomuil OuOIUOTEKON (nedacoe-6ubnuomexkaps, oOubIUOMEKApsb) pa3padaThIBaeT U
NPECTaBIsIeT PYKOBOJIMTENIO 00pa30BaTENbHOM OpraHW3allid Ha YTBEPXKACHUE CIIEAYIOIIHNE
JIOKYMEHTBI:

— TIOJIO’KEHHUE 0 OMOIMOTEKe, ITPaBHIIa TIOJIL30BAHUS OMOITNOTEKOM;

— CTPYKTYpYy M INTaTHOE pacmucaHue OMOIMOTEKH, KOTOpBIE pa3pabaThHIBAIOTCS HAa OCHOBE
00BeMOB pabdoT;

— TOJIOKEHHUE O IJIATHBIX ycIyrax OubiInoTexy;

— IIAHOBO-OTUYETHYIO IOKYMEHTAIIHIO;

— TEXHOJOTHYECKYIO JOKYMEHTAIHIO.

3.5. CtpykTypy OUOIMOTEKH COCTABIISIIOT:

— a0OHEMEHT;

— YMTaJIbHBIM 3aI];

— oT1eNn Y4eOHUKOB;

— oTaen uHdopMaoHHO-6ubHorpaduyeckoit paboThl;

— ¢GoHI W CHENWaTM3UPOBAHHBIA 3all pabOTBl C MYJIBTUMEIUHHBIMH U CETEBBIMHU
JOKYMEHTaMHU;

— BHJIEOCTYIUS;

— MMHHU-U3AATENbCKUNA KOMILIEKC;

— MeJuaTeKa.

3.6. bubnuoreyHo-uH(pOPMALIMOHHOE OOCITYXHBaHHUE OCYILIECTBISETCS B COOTBETCTBUM C
nporpaMMaMu U IJIaHaMH PaboThl OMOIMOTEKM 0Opa30BaTENbHOM OpraHu3allid Ha OCHOBE
O610IMOTEYHO-MH(POPMALIMOHHBIX PECYPCOB.

3.7. bubnuorteka BHpaBe NPENOCTaBIATh IJIATHbIE OMOIMOTEYHO-WUH(DOPMALIMOHHBIE YCIYTH,
nepevyeHb KOTOPBIX OMPEelsieTCsl yCTaBOM 00pa30BaTeIbHOM OpraHu3aluy.

3.8. bubnmnoreka obecrnieunBaeTcs:

— KOMIIJIEKTOBaHHEM OMOIMOTEeYHO-UH(POPMALIMOHHBIX PECYPCOB;

— HEOOXOIUMBIMH CITYKEOHBIMU M MPOU3BOJICTBEHHBIMH MTOMELICHUSMHU B COOTBETCTBUU CO
CTPYKTYpOil OMOIMOTEKM M HOpMAaTHBaMU [0 TEXHHKE O€30MacHOCTH HKCIUTyaTalluH
KOMITHIOTEPOB U B COOTBETCTBUH C IOJIOKEHHSIMH CAaHUTAPHBIX IMPABHJI M HOPMAaTHBOB,
o0ecreynBaroIUMU COXPAaHHOCTb KHUT

— COBPEMEHHOMU AJIEKTPOHHO-BBIYUCIUTEIHFHON, TEICKOMMYHUKAIMOHHON W KOMTUPOBAIBHO-
MHOXHTEIbHON TEXHUKON 1 HEOOXO0AUMBIMU MPOTrPAMMHBIMU MPOTYKTaMHU.

3.9. OTBETCTBEHHOCTh 3a CHUCTEMAaTUYHOCTh M KAdyeCTBO KOMILIEKTOBAaHUS OCHOBHOTO (hoHIa
O0MOIMOTEKH, KOMITJICKTOBaHHE y4yeOHOro (hOHIA B COOTBETCTBUU C (peJepalbHBIMU IEPEUHIMU
Y4eOHUKOB U y4eOHO-METOJUYECKHX W3/aHUM, CO3/JaHHe HEOOXOJUMBIX YCIOBHM  JUIS
JeSITeIbHOCTH OMOIMOTEKN HECeT PyKOBOAUTENL 00pa30BaTENIbHOM OPraHU3allii B COOTBETCTBUM
C YCTaBOM 00pa30oBaTeIbHONU OpraHU3aIiH.

3.10. Pexxum paGoTbl OMOIMOTEKH OIpeeNnseTcss 3aBeAyIOIIUM OUOINOTEKON (nedazocom-
oubauomexapem, oOubIUOMEKApem) B COOTBETCTBHUU C TpaBUJIAMU BHYTPEHHETO pacropsika
oOpa3oBaTenpHONW  opraHm3aumu. Ilpm  ompeneneHun — pexxuma  pabOThl  OMOIMOTEKH



IpeyCMaTPUBACTCS BBIJICIICHHE:
— JIByX 4YacoB paboyero BPEMEHH €KEIHEBHO HA BBIIOJIHEHHUE BHYTPUOMOIMOTEUHOU
paboThI;
— OJIHOTO pasa B MECSI] — CAaHUTApHOT'O JIHS, B KOTOPBIA 0OCIy)KMBaHHE MOJb30BaTEICH HE
HPOU3BOANTCS;
— HE MEHee OJJHOTO pa3a B MECSL] — METOAUYECKOTO JHS.

4. Yyer mocTrynjieHusi 1 BbIObITHS JOKYMEHTOB OHOJIHOTEYHOr0 (poHIa

4.1. CexeHusi 0 BKJIIOYAaEMbIX B OHONMMOTEUHBIH (OHI ITOKYMEHTaX (PHUKCHPYIOTCS B KHHIE
CyMMapHOro ydera OuOimoTreyHoro GoHaa (ucmsi CymMmapro2o yyema OubauomeyrHoco ¢onoa,
JHCYPHAT).

4.2. CyMMapHbIil y4eT MOCTYIUICHHsI 3JIEKTPOHHBIX CETEBBIX JIOKAJIbHBIX JIOKYMEHTOB BEJETCS B
AIIEKTPOHHOM PEECTPE.

4.3. JIoKkyMeHTBHI, TOATOTOBJICHHBIC K TIPUEMY B OMOIMOTEUHbIN (DOHI, TOABEPTAOTCS IEPBUYHOMN
00paboTKe U MHINBUIYaTbHOMY yUETY.

4.4. WuauBuayadbHbI Yy4eT JOKYMEHTOB OCYLIECTBISETCS IIyT€M IPUCBOEHUS KaXKIOMY
AK3EMILISPY TOKYMEHTA PErUCTPALMOHHOIO HOMEpPA, MHOT'O 3HAKa B KAU€CTBE PErHCTPaLlMOHHOTO
HOMepa (CHCTEMHOIO0 HOMEpa KOMIIBIOTEPHOH MporpaMMmbl, MITPUX-KOAA U  JPYTUX).
WMHauBryanbHBI HOMED 3aKpeIIsieTcs 3a JOKYMEHTOM Ha BCE BPEMs €ro HaxOXIeHUsS B (OHIeC
6ubnuoreku. PerucrpanmoHHblE HOMEpa HUCKJIIOYEHHBIX M3 (QOHAAa JOKYMEHTOB HeE
NPUCBAaUBAIOTCSI BHOBD MIPUHSATHIM JOKYMEHTAM.

4.5. PeructpaniioHHble HOMEpa IPOCTABIISIOTCS HEITOCPEICTBEHHO Ha JIOKYMEHTAX U OTPaKaroTCs
B PETHCTPE WHANBUIYAITBHOTO YUeTa JOKYMEHTOB, IIPUHITOM B OMOJIHOTEKE.

4.6. B peructp BNUCBIBAIOTCS JaHHBIE O KaKIOM JIOKyMEHTE: JaTa 3alluCH B PErucrpe,
pETUCTPAIIMOHHBI HOMEp, KpaTkoe Oubnmorpaduyeckoe onrcaHue JOKyMEHTa (aBTop, 3arjiaBue,
TOM, YacTb, BBIITYCK, MECTO U I'0Jl U3/1aHUs), [IEHA JOKYMEHTA.

4.7. nauBuayadbHbIM y4eT NMEepUOAUYECKUX W3JAaHUN BEAETCS B PErHCTPAllMOHHOM KapTOTeKe
NEpUOJIMYECKUX M3JaHUM, TNpeJAHAa3HAYeHHOW JUId YydeTa KaXJ0ro Ha3BaHUs M KaXJO0ro
SK3EMILTPa (6 A8MoOMamusuposanHou baze OaHHLIX).

4.8. JlokyMeHTBI, BKJItoyaeMmble B (oHA OMOIMOTEKH, MapKupyroTcs. [Ipu 3TOM MOryT ObITH
UCTIOJIB30BaHbI IITEMITENN, KHUKHBIC 3HAKU, HHUBHUyaJbHBIE IITPUXOBBIC KOJBI, IPYTHUE BUIBI
MapKUPOBKH.

4.9. Ha nokyMeHTax, sIBJSIOMIUXCS TPHIIOKEHUEM K OCHOBHOMY HOCHUTEIIO U €r0 HEOThEMIIEMOM
YaCThIO, POCTABJIAIOTCS T€ Ke PEKBU3UTHI, UTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha mpHHATHIX IEPBUYHBIX YUETHBIX JOKYMEHTAX MPOU3BOANUTCS 3aIUCh, TIOATBEPIKIAIONIAS,
YTO MOCTYNHUBUIME JOKYMEHThI MPUHATHI B OMOIMOTEUHbIH (OHJ Kak B 00BEKT 0C000 IIEHHOTO
JBUKUMOTO UMYILECTBA WIIH KaK B 0OBEKT MHOT'O IBH)KHMOT'O UMYIIIECTBA.

4.11. IlepBuuHble ydeTHBIE JOKYMEHTHI, TMOATBEepKIatomue (akT MOCTYIUICHUS, MepelaloTcs B
OyXxraiTepuio /Ui BKJIIOUYEHHUS B yueT OuOiInoTeyHoro ¢poHia.

4.12. JIokyMEHTHI BBIOBIBAIOT M3 OMONMOTEYHOTro (OHIA B CBSI3U C (PU3WYECKOH YTpaTOl WM
YaCcTMYHOM JMOO MOJHOW yTpaToll NOTPeOUTENbCKUX CBOWCTB. BhIOBIBaoOImKE TOKYMEHTHI
UCKJTIOYAIOTCS U3 OMOIMOTeYHOro ()OHA U CIIMCHIBAIOTCS.

4.13. BpiObiTHE JTOKYMEHTOB M3 OubOimoreuyHoro (onaa odopmisieTcs akToM O CIHCAHUU
UCKJTIOUEHHBIX 00BeKTOB OHOIMoTeuHoro ¢onaa no gopme 0504144 (nanee — akT O CIUCAHUH),
yTBepxkAeHHON npukazoM Munpuna Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy O cliucaHMy MpHJIAraeTcsi CMUCOK Ha UCKII0YeHHe 00beKTOB OubnmoreyHoro ¢onna
(lanee — CMMCOK), KOTOPBIM BKIIIOYAET CIEIYIOIINE CBEACHUS: PETUCTPALMOHHBIN HOMED U HIHPP
XpaHeHHs  JIOKYMEHTa, KpaTkoe Oubiauorpapuueckoe ONMcaHWe, IEHY JIOKYMEHTa,
3a(UKCUPOBAHHYIO B PETUCTpPE HWHIAUBUAYAIbHOIO y4yeTa JOKYMEHTOB, KO3((duLueHT
NEPEOLICHKH, 1IEHY MOCTe MEPEOIICHKH U O0IYI0 CTOMMOCTh UCKIIIOYaeMbIX JOKYMEHTOB.

4.15. [Insg medyaTHbIX JOKYMEHTOB BPEMEHHOTO XPaHEHHS JOMYCKAETCs 3aMEHa CIHCKA KHUKHBIMU
bopmynspamu.

4.16. Jlna moxymMeHTOB, 00paOOTaHHBIX T'PYIIOBBIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CIIHCKa
JTaeTCs TIepeueHb PErUCTPAMOHHBIX HOMEPOB, BUI NCKITIOYAEMbIX M3JIaHHH, X KOJIUYECTBO.

4.17. K akTy O cCHHCaHMM TI0 MPUYMHE yTpaTbl W CHOUCKY NPUIAraroTcsl JTOKYMEHTHI,
MOJTBEPXKIAIOIINE yTpaTy (TMOSICHUTENNbHAS 3alMCKa, B CIIy4ae KPaXXH WM XUIICHUS — MPOTOKOJI,



aKT, 3aKJIOYEHHE YIOJHOMOYEHHBIX OpraHoB, IpH BO3MEIICHMH yiiepda — (UHAHCOBBII
JOKYMEHT O BO3MEIICHHUH yIIepoa).

4.18. Ilocne 3aBepuieHUs MEPONPHUATHHI, MNPEIYCMOTPEHHBIX AaKTOM O CIUCAHWH, IEePBBIA
9K3CMILISIP aKTa O CHUCaHMM CO CIHMCKOM MW OOKYMCHTOM, IIOATBCPKIAAIOIMIUM BBI6BITI/I€,
nepegaeTcsi B OyXrajirepuio, BTOPOH SK3eMILISIp OocTaeTcs B OMbIuoTeKe.

5. IIpoBepka HAJIUYHUA JOKYMEHTOB OMOJIMOTEYHOr0 (pOHIA
5.1. TlpoBepka Hamuuus JOKyMEHTOB OuOnmoredHoro ¢onma (mamee — mnpoBepka (oHIa)
MIPOU3BOIUTCS B 00513aTEIILHOM MOPSAKE:

— TIpH BBISBJICHUU (AKTOB XMUIICHHUS, 3110yNOTPEOICHUS WIN TIOPYH TIOKYMEHTOB;

— B Clly4ae CTUXMMHOro O€ACTBHUS, MOXapa WIM APYTUX Ype3BbIUAHHBIX CHUTYyalHil,

BbI3BaHHBIX IKCTPEMAJIbHBIMU YCIOBUIMU;

— MpU PEOPraHU3alNU WIH JUKBUIAIUN OUOINOTEKH.
5.2. Ilpu BbIsSIBIEHHH B TIpollecce MPOBEPKH (OHIAA OTCYTCTBYIOIIMX JOKYMEHTOB H
HEBO3MO)XHOCTH YCTAHOBJICHHS BHMHOBHBIX JIMI[ YOBITKM TIO HEJOCTadyaM CIIMCBHIBAIOTCS B
COOTBETCTBUHU C JICUCTBYIOIIMM 3aKOHOAATEIbCTBOM.

6. le1tonpousBoacTBo
6.1. Opranu3zanus paboThl ¢ TOKYMEHTAMH TI0 y4eTy OMOIHOTEYHOTO POHIA OCYIIECTBISICTCS TI0
IpaBHUJIaM BEACHHUS JIEIOMPOU3BOJICTBA.
6.2. B 6ubimoTteke BeAyTCs U XPaHSTCA:
— PEruCTpbl HHAWBUYATFHOTO U CYMMApHOTO Y4eTa JOKYMEHTOB OUOIMOTeYHOro (hoH !
— pEerucTpalrvoHHbIC KHUTH,
— UHBEHTApHbIC KHUTH;
— KHHUTH CYMMapHOTO y4eTa,
— YYETHBIN KaTaJjor;
— TomorpaduIecKue ONMUCH U KaTaJlOTH;
— KYpHAJI BBIJIaYH 3JICKTPOHHBIX HOCHTEJICH;
— JKypHaJI pETHCTPALINH TI0JIb30BATENIEH KOMITBIOTEPHOTO 3aJ1a;
— aKThI O CIIUCAHUHU UCKIIFOUEHHBIX 00BEKTOB OMOIMOTEYHOTO (POHIA;
— y4YeTHBIE JTOKYMEHTBI, MOATBEPXKAAIOININE TMOCTYMICHUE IOKYMEHTOB B OHMOIMOTEYHBII
dboH (HaKIaIHBIE, aKTHI O PUEME, aKThl CIAYU-TIPUEMKH );
— aKTHI 0 pe3yJIbTaTax MPOBEJACHUS TPOBEPKH HATMYHS JOKYMEHTOB OMOIMOTEYHOTO (hOoHA.



