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IHono:xenue o OubdIMOTEKE 00pa3oBaTEIbLHOM OPraHU3alluH

1. O0uue mosnoxKeHust

1.1. Hacrosimee TOJIOXKEHWE PETJIAMEHTHPYET MAEATEeNbHOCTh OMOTHOTEKH MyHUIMTAIBHOT O
OrO/IKETHOT 0 00111e00pa30BaTeaIbHOro yupekacHus "YensauHoBCcKass OCHOBHAs 00Ie00pa3oBaTelibHas Koia”
Jleamnckoro paitona Peciyomuku Kpeim (MBOY "UensauaoBckas OOLL™).

1.2. Hacrosiee monokeHue pa3paboraHo B cooTBeTcTBUU ¢ DenepaiabHbIM 3akoHOM oT 29.12.2012
Ne 273-®3 «O0 obpazoBanuu B Poccuiickoit @eneparuny, mpukazoM Munduna Poccun ot 30.03.2015 Ne 521
«O06 yTBepkaeHMH (OPM TIEPBUYHBIX YYETHBIX JIOKyMEHTOB M PETHCTPOB OyXTaJTepcKOro ydera,
IIPUMEHSIEMBIX OpPraHaMU TOCYAApPCTBEHHOH BJIACTH (TOCYNApCTBEHHBIMH OpPraHAMH), OpPraHaMH MECTHOIO
CaMOYIIPaBJICHUs, OPraHaMH yIIPAaBJICHUS TOCYAAPCTBEHHBIMI BHEOKOKETHBIMHU (DOHIAMH, TOCYJAPCTBEHHBIMU
(MyHULMDANBHBIMY) YUPEKICHUSAMH, W MeToguyeckux yKa3aHUil 1O HMX IPUMEHEHHIO», IPHUKA30M
MunkynsTypsl Poccnn ot 08.10.2012 Ne 1077 «O6 yrBepxkaennn [lopsaka ydera JOKyMEHTOB, BXOASAIINX B
cocTaB OubOaMoreunoro (oHma», MHCEMOM  MuHoOpasoBauus Poccuu ot 23.03.2004 Ne 14-51-70/13
«O IlpumepHOM TONOXKEHUU O OHOIHOTEKe 00IME00Pa30BATENBHOTO YUpexKaeHus ), DemxeparbHBIM 3aKOHOM
ot 25.07.2002 Ne 114-®3 «O npoTUBOAEHCTBUU 3KCTPEMUCTCKOM AEITEIBHOCTH.

1.3. bubnmoreka sBIsieTcs CTPYKTYPHBIM TOApa3feieHreM o0pa3oBaTeNnbHON  OpraHu3alluy,
YYacTBYIOIIUM B  Y4eOHO-BOCIIMTATENbHOM IIpolecce B LedsIX oOecredeHus: IpaBa  yYacCTHUKOB
00pa3oBaTebHOIO Ipoliecca Ha OecIuIaTHOE MOJIb30BaHne OMOIMOTEYHO-NH(OPMALOHHBIMU PECYpCaMH.

1.4. Tlopsimok mMoONB30BaHUS HCTOYHMKAMU HH(OpMAIMM, NMEPEYEHb OCHOBHBIX YCIYr M YCJIOBUSI HX
MPEAOCTABICHUS ONPEACISIOTCS HACTOSAIIMM IIOJIOKEHHEM O OHONMOTeKe M IpaBUJIaMU  ITI0JIb30BAHHUS
OH1OIMOTEKOH, YTBEP>KACHHBIMU PYKOBOJUTEIEM 00pa30BaTENbHON OpraHu3auy.

1.5. Opranuzamms oOCIy)KMBaHUSI YYaCTHMKOB 0Opa30BaTEIbHOI'O Ipolecca INPOU3BOIUTCA B
COOTBETCTBHU C TNpaBWIaMH TEXHUKH O€30MacCHOCTH M MPOTHUBONOKAPHBIMH, CAaHUTAPHO-TUTMEHUYECKUMHU

TpeOOBaHUSMH.



2. Henn, 3agaun, pyHKIUH ONOJINOTEKH

2.1. OCHOBHBIMH LIEJISIMU U 337]a4aMi OMOTMOTEKH 00pa30BaTEIbHON OpTaHU3alMY SBISIOTCS:

— obecrieueHre y4aCTHUKOB 00pa30BaTEIBHOrO Ipolecca AOCTYNIOM K HMH(POPMAaIMH, 3HAHUSM,
UIeSIM, KyJbTYPHBIM IICHHOCTSM IOCPEJCTBOM HCIOJIb30BaHHS OHOIMOTCYHO-UH(OPMAIIMOHHBIX PECYPCOB
00pazoBaTebHON OpTaHU3alMY Ha PA3IMYHBIX HOCUTENSX: OyMaskHOM (KHIDKHBIN QOoH, (QOH MeproIiuecKuX
u3gaHui); MarHuTHOM (doHA ayauo- U BuueokacceT); mudpoBoM (CD-mucku); KOMMYHUKATHBHOM
(KOMITBIOTEPHBIE CETH) U MHBIX HOCUTEISX;

— MPHUBJICYCHNE YYalIUXCd K CHUCTEMATUYeCKOMY UTEHHUIO Y4eOHOH, XYHO0KEeCTBEHHOH, Hay4HO-
HOIYJISIPHOMN JIUTEPATYPHI;

—_— opranuvsanus 4TCHHA B LCIIAX YCIICIIHOIO U3YYCHUA YUalllUMUCA yqe6HLIX mpeaAMETOB, JIYy4YIIEro
YCBOEHUS 0011e00pa30BaTENbHBIX MTPOTPAMM;

— COJICHCTBHE Pa3BUTHIO MO3HABATEILHBIX HHTEPECOB U CIIOCOOHOCTEH yUalnxcs;

— o0y4eHue ocCHOBaM OMOIMOTEUHO-01OIMOrpaduIecKoi rpaMOTHOCTH;

— COJICIICTBHE TIENAarOrmiecKuM pabOTHHUKAM B TOAOOpPE HAyYHO-METOAWYECKOW JIMTEPATYpPHI,
WH(POPMHUPOBAHKE O HOBBIX IMOCTYIUICHUSIX B OMOMHOTEYHBIH (QOHT;

— COBEpIICHCTBOBAHUE TPEJOCTABISEMbIX OHONMOTEKOW YCIyr Ha OCHOBE BHEIPEHHS HOBBIX
WHQPOPMAITMOHHBIX ~ TEXHOJIIOTUH W KOMIIBIOTEpU3AUU  OMONIMOTEYHO-WH(POPMAIIMOHHBIX  MPOIIECCOB,
(hopmupoBanre KOMGPOPTHOH OMOITNOTEIHON CPEbI.

2.2. BubnuoreKa BBIMOIHSACT CACIYIOIINE (DYHKIIHH:

2.2.1. ®opmupyeT GoHa OHOIHOTEUHO-MHPOPMAIIMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHU3aAINH:

— KOMIUIEKTYET YHUBEPCAIbHbIH (OHI yIeOHBIMH, XyH0KECTBEHHBIMH, HAYYHBIMH, CIIPABOYHBIMH,
MeJATOrNYeCKIMU ¥ HAyIHO-TIONMYJISIPHBIMH JTOKYMEHTaMH Ha TPAJAWUIMOHHBIX U HETPAIUINOHHBIX HOCHUTENSAX
HH(pOPMAITHH;

— noroHAeT (hoHA MHPOPMAMOHHBIME pecypcamul cetn MHTepHET, 6a3aMu U OaHKaMH JaHHBIX
JpYTUX OpraHU3aluii;

— aKKyMyIupyeT (poHJ JOKYMEHTOB, CO3[JaBaeMbIX B 00pa30BaTeNbHOIN OpraHn3anuy (IyOoIuKamnuii
1 paboT IelaroroB 00pa3oBaTeNbHON OpraHU3aIuy, TYUIINX HAYYHBIX pa0oT U pedepaToB ydamuxcs U ap.);

— OCYILECTBIIAET pa3MELIECHUE, OPraHU3alUI0 U COXPAHHOCTh JOKYMEHTOB;

— ceepsier ¢oHa c DenepalbHBIM  CIHUCKOM SKCTPEMHCTCKMX MaTepHalioB, Ha
ocHoBanun PenepanpHoro 3akoHa otT 25.07.2002 Ne 114-P3 «O npoTHBOAEHCTBUM SKCTPEMHUCTCKON

ACATCIIBHOCTH,

— OCYIICCTBJIACT HpO(I)I/IJ'IaKTI/I‘leCKI/IC MCpPBI, HAIIPABJICHHBIC Ha HNPCAYIPCIKIACHUC
3KCTpCMI/ICTCKOI71 ACATCIIBHOCTHU, B TOM YHCJIC Ha BBIABJICHHUC W IOCICAYIOUICC YCTPAaHCHHUC MTPUYNH U

YCHOBHﬁ, CHOCO6CTByIOIlII/IX OCYHICCTBJICHUTIO BKCTpeMHCTCKOﬁ ACATCIBHOCTH,



— HE JIOMycKaeT W u3bIMaeT u3 (oHIOB OMOAMOTEKH OQUIMATIbHBIE MaTepUaIbl

3aMpeIeHHbIX SKCTPEMHUCTCKUX OpraHU3allui.

2.2.2. Co3naer nH(POPMALIMOHHYIO TIPOIYKIIHIO:

— OCYLIECTBIISIET aHATMTUKO-CUHTETHYECKYIO TepepaboTKy HH(OopMaIny;

— OpraHu3yer W BeEACT CIPaBOYHO-OMOMMOrpadUyUecKuil ammapatr: Katanord (aydaBUTHBIN,
CHCTEMAaTHYECKH), KapTOTeKH (CHCTEeMATHUYECKYl0 KapTOTeKy CTaTed, TeMaTW4ecKue KapTOTEKH),
ANEKTPOHHBIN KaTaJor, 0a3bl JaHHBIX 110 MPOQHITI0 00pa30BaTENBHON OpraHU3aluig;

— pa3pabaThiBaeT PeKOMEHIaTelIbHbIe OnOIuorpaduueckie mocoous (CrucKy, 0030phl, yKa3aTelu
U T.IL).

2.2.3. Ocymectusger auddepeHnrpoBanHoe  OUONMOTEYHO-UH(OPMAIMOHHOE  O0CIY>KHBaHUE
yUanmxcs:

— MpeAoCTaBIsIeT MHPOPMAIMOHHBIE PECYPChl HA PA3TIMUHBIX HOCHTEIISX;

— opranu3yer oOydeHHe HaBbIKAM HE3aBHCHMOTO OMOIMOTEYHOrO ITOJIL30BATENS M MOTPEOUTENs
nH(popMaIuy, COAEHCTBYET HMHTErpali KOMIUIEKCAa 3HAaHWWA, YMEHWH M HaBBIKOB pabOTbl C KHHUTOW W
nHpopMaImei;

— OKa3bIBaeT HWH(OPMAIIMOHHYIO MOUICPXKKY B PEIICHUHM 3aJ]ad, BO3HHUKAIONIMX B Ipolecce
y4eOHOM, caM0o00pa30BaTEIbHOM U JOCYTrOBOM JEATEIbHOCTH yUaIIMXC;

— OpraHu3yeT MacCOBBIC MEPOINPHITHS, OPUEHTUPOBAHHBIC HA Pa3BHTHE OOINEH W YUTATEIHLCKOU
KYJIBTYPbI THYHOCTH;

— COJICHCTBYET TIeIarornueckuM pabOTHHKAM B OpraHW3alud oOpa30BaTENBHOrO Mpoilecca |
nocyra yqamuxcs (mpocMoTp BuieohuibsMoB, CD-auckoB, Tpe3eHTallni pa3BUBAIOIINX KOMIIBIOTEPHBIX UTP).

2.2.4.  OcymectBuser muddepeHnnpoBanHoe OHOMMOTEYHO-WH(GOPMAIMOHHOE  OOCITY>KMBaHWE
Mearoruaeckux paboOTHUKOB!

— BBISIBJISICT HH(OPMAIIMOHHBIC TOTPEOHOCTH U YJIOBJIETBOPSIET 3aMPOCHI, CBSI3aHHBIC ¢ O0YUYCHUEM,
BOCITUTAHUEM yYaIUuXCs;

— BBISIBJIICT  MH(MOPMAIMOHHBIC TIOTPEOHOCTH W YIOBIETBOPSET 3ampockl B 00NacTh
Mearorn4ecKuX HHHOBAIIMK W HOBBIX TEXHOJOTHIA,

— COJICUCTBYET MPOQPECCHOHANLHON KOMIICTCHIIMM TIEAaroroB, IMOBBIIMICHAIO KBaTH(UKAIIHH,
MPOBEICHHUIO ATTECTAIINY;

— OCYIIECTRIIICT TeKylee HHGOpMHUpOoBaHUe (HU WH(OpMAIMH, 0030phl HOBBIX MOCTYIUICHUN H
My OTHKAITHA);

— CMOCOOCTBYET TPOBEACHUIO 3aHATHH 10 (HOPMHUPOBAHWIO HHGOPMAIMOHHONW KYJIbTYPHI
yUaliuxcs; sBisiercss 0a30i Ui MPOBENCHHS MPAKTHYECKUX 3aHATHH Mo paboTe ¢ MHGOPMAIUOHHBIMU
pecypcam.

2.2.5.  OcymectBuser muddepeHnrnpoBaHHoe  OHONMMOTEYHO-WH(OPMAIMOHHOE  O0CITy>KWBaHUE
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ponuTeneil (3aKOHHBIX MPEICTABUTENCH ) yIalXCs:

— YIOBJICTBOPSICT 3aIPOCHI MOJIb30BATENICH U HHPOPMHUPYET O HOBBIX MOCTYIICHUSX B OHOIHOTEKY;

— KOHCYJIBTHPYET 110 BOIPOCAM OpraHM3allMd CEeMEHHOr0 YTEHHs, 3HAKOMHUT ¢ MH(pOpMAIUel 1o
BOCTIIUTAHUIO JIETEH;

— KOHCYJIBTHPYET TI0 BOIIPOCaM Y4eOHBIX U3AaHHUU JUTS YUaIIUXCS.

3. Opranmn3auus AeATeJbHOCTH OUOINOTEKH

3.1. O0mee pyKOBOACTBO JEATEIBHOCTbIO OMOIMOTEKH OCYIIECTBISIET PYKOBOAUTENL 00pa30BaTeNbHON
OpraHu3allky.

3.2. PykoBOoJCTBO OMOJMOTEKON OCYIISCTBIISICT 3aBEAyIOIIMNA OUOIHOTEKON (nedazoe-dubauomexapo,
bubauomexapy), KOTOPBIH Ha3HAYACTCSI PYKOBOAMUTENIEM 00pa30BaTeIbHON OpraHnu3aIii.

3.3. 3amenyromuii OHMOIMOTEKON (nedacoe-bubauomexaps, OubIUOMEKAPb) HECET OTBETCTBEHHOCTh B
mpenenax CBOSH KOMITETEHITMU 3a OPTaHU3AlUI0 U Pe3yAbTaTht NCATEIHbHOCTH OUOIMOTEKH B COOTBETCTBUU C
(hyHKIIMOHATBHBIMH O0S3aHHOCTSIMH.

3.4, 3apemyrommii Oubimorekodt  (nedacoe-Oubauomexapn, oOudbIUOMEKaApPb) pa3pabaThIBacT H
MPENICTABIISECT PYKOBOJHUTEIIO 00pa30BaTeIbHOM OPraHu3aliy Ha YTBEPKICHUE CIICYIOIIHE TOKYMEHTBI:

— MOJIOYKEHHE 0 OMOJIMOTEeKe, IPaBKJIa MMOJIb30BaHUs OMOINOTEKOIA;

— CTPYKTYpPY M LITaTHOE paclucanne OnOInoTekn, KOTOphie pa3padaThIBaOTCA HA OCHOBE 00HEMOB

— TTOJIOKEHHE O TUIATHBIX YCIIyrax OMOIIMOTEKH;

— IJTAHOBO-OTYETHYIO JOKYMEHTAIIHIO;

— TEXHOJIOTNYECKYIO TOKYMEHTALIHIO.

3.5. CtpykTypy OMOIMOTEKH COCTABISIOT:

— abOHEMEHT;

— YUTAJIFHBIN 3aIT;

— OTIen y4eOHUKOB;

— oTaen HHPOPMaIOHHO-0HOIHOrpadnIecKkoil padoTHI;

— ($oHI 1 cenUaTN3UPOBAHHBIN 3a]1 pa0OThI ¢ MyJIbTUMEIUMHBIMU U CETEBBIMU JOKYMEHTaMH;
— BUICOCTYIHS,;

— MUHHU-U3IaTEbCKUI KOMILIEKC;

— MeuaTeKa.

3.6. bubnnoreuno-nH(OPMALNOHHOE 00CITYKMBAaHUE OCYILIECTBIISIETCS] B COOTBETCTBHH C IPOrpaMMaMH U

IJIaHaMyd paboThl OMOIMOTEKH 00pa3oBaTENbHONW OpPraHM3allMd Ha OCHOBE OMOIMOTEYHO-HH(OPMAIMOHHBIX

pecypcos.

3.7. bubnuoteka BIpaBe NPENOCTABIATH IUIATHbIE OMOIMOTEUHO-WH(OPMALMOHHBIE YCIYTH, MEpeYeHb

KOTOPBIX OIPCACIACTCS yCTaBOM O6pa3OBaT€HBHOﬁ OopraHu3aluu.



3.8. bubnmoreka obecrieunBaercs:

— KOMIUIEKTOBAaHUEM OMOIMOTEYHO-HH(OPMAIIMOHHBIX PECYPCOB;

— HEOOXOAMMBIMH CITY’)KEOHBIMH ¥ TIPOU3BOJCTBCHHBIMH TIOMCIICHUSIMH B COOTBETCTBHH CO
CTPYKTYpOH OHOJIMOTEKM W HOPMAaTHBAMU I10 TEXHHMKE OE30MacHOCTH SKCILIyaTal[id KOMITBIOTEPOB U B
COOTBETCTBHH C TOJIOKCHUSMHU CAaHUTAPHBIX MTPABUII 1 HOPMATHUBOB, 00ECIICUNBAIONIUMHI COXPAHHOCTh KHMT;

— COBPEMEHHOM  3JIEKTPOHHO-BBIYUCIUTENBHOM, TEICKOMMYHUKAIMOHHOW ©  KONMMPOBAJIBHO-
MHOKUTEIIbHOW TEXHUKON ¥ HEOOXOAMMBIMH MPOTPAMMHBIMHE MPOAYKTaMHU.

3.9. OTBETCTBEHHOCTh 33 CHCTEMATHYHOCTh M KA4YeCTBO KOMILICKTOBAaHMS OCHOBHOTO (pOH[a
OUOIMOTEKH, KOMIUIEKTOBaHUE YU4eOHOTO ()OH/IA B COOTBETCTBHH C (elepalibHBIMU TEPEUHSIMUA YUeOHUKOB U
y4eOHO-METOANYECKUX H3/IaHUH, CO3JIlaHUE HEOOXOIMMBIX YCJIOBHM JUIS JCATEIbHOCTH OWOJIMOTEKH HeCceT
PYKOBOAMTENH 00pa30BaTeIbHON OPraHU3allui B COOTBETCTBUHU C YCTABOM 00pa30BaTE/IbHOM OpraHU3al[|H.

3.10. Pexum paboThl OMOJMOTEKM OIPENCNACTCS 3aBEAYIONMM  OHOIMOTEKOW  (nedazocom-
oubnuomexapem, bubauomexapem) B COOTBETCTBUM C NPaBUJAMH BHYTPEHHErO pacrops/ika 00pa30BaTelbHOM
opranu3anuu. [Ipu onpeneneHun pexxruMa padboThl OUOIIMOTEKH MTPEIyCMAaTPUBACTCS BbIICICHUE:

— JIBYX 4acoB pabouyero BpeMEHH ©KEAHEBHO Ha BBHITIOIHEHNE BHYTPUONOINOTEUHON paboThI;

— OJTHOIO pa3a B MeCSI[ — CAHUTAPHOrO JHSA, B KOTOPBIM OOCIIYy)KMBAaHHME IIOJIb30BaTENICH HE
MIPOU3BOIAUTCS;

— HE MEHEC OHOI'O pas3a B MECALl — MCTOANUYCCKOI'O JHA.

4. Y4eT NOCTYNJIEHUS] H BLIOBITHSI JOKYMEHTOB 0M01u0TeYHOro GoHaa

4.1. CeneHus O BKIIIOYAEMbIX B OMONIMOTEUHBIN (POHA JOKYMEHTAX (PUKCHPYIOTCSA B KHHIE CyMMapHOIO
ydera OHOIHOTEIHOr0 BOHIA (IUCHbL CYMMAPHO20 YUema GUbIUOMeUH020 hoHIA, HCYPHAT).

4.2. CyMMapHBI y4eT TOCTYIJICHHWS SJEKTPOHHBIX CETEBBIX JIOKaJbHBIX [TOKYMEHTOB BEHETCA B
3IEKTPOHHOM PEECTpe.

4.3. JIoKkyMeHTBI, TOATOTOBJIEHHBIE K TpHeMy B OWOMMOTEUHBIH (OHM, TOABEPTarOTCS MEPBUIHON
00paboTKe W UHANBHUIyaTbHOMY yUETYy.

4.4. lnpuBuAyanbHbId Y4E€T NTOKYMEHTOB OCYIIECTBISIETCS IMYyTEM MPUCBOCHHS KAXKIOMY SK3EMIULIPY
JOKYMEHTa PErduCTPAI[MOHHOTO0 HOMEpa, MHOTO 3HaKa B KAYeCTBE PErHCTPAIMOHHOTO HOMepa (CHCTEMHOTO
HOMepa KOMIBIOTEPHOW MpPOTrpamMMbl, MITPUX-KOJa W ApYrux). MHIWBUIyanbHBI HOMEp 3aKperuisiercs 3a
JOKYMEHTOM Ha BCE BpeMs €ro HaxXxOoXJIeHWs B (oHIe OMOTMOTeKH. PeructpaiimonHbie HOMepa UCKITIOYEHHBIX
13 oHIa JOKYMEHTOB HE MPUCBANBAIOTCS BHOBB IIPUHATHIM JIOKyMEHTaM.

4.5. PeructpanmoHHBIE HOMEpa IPOCTABISIOTCS HEIMOCPEJICTBEHHO HA JIOKYMEHTaxX M OTPAXaroTCs B
pEerucTpe MHANBHUIYAITFHOTO y4eTa TOKYMEHTOB, IPUHATOM B OMOIHNOTEKE.

4.6. B peructp BIHCHIBAIOTCS TaHHBIC O KAXJIOM IOKYMEHTE: JlaTa 3aIiCH B PETUCTPE, PETUCTPAIIMOHHBIH
HOMEp, KpaTkoe Onbnuorpaduueckoe onrcaHue JOKyMeHTa (aBTOp, 3arjaBue, TOM, 4aCTh, BBIITYCK, MECTO U TOJ

I/IB,Z[aHI/IH), [eHa JOKYMCHTA.



4.7. VHauBuayanbHBIA yYeT MEpUOJMYECKHX H3AaHUH BEAETCS B PErHCTPALMOHHON KapTOTeKe
MEpUONUECKUX W3JaHWH, TpeJHa3HAuUCHHOW Uil yduera Ka)KIOro Ha3BaHMSA W KaXAOro SK3eMIunipa (8
aA6MOMAMU3UPOBAHHOU 6aze OaHHBIX).

4.8. JlokymeHTBl, BKIIO4aeMmble B QoHA OubOmHoTeku, Mapkupyroorcs. [Ipm 3ToM MOryr ObITH
WCTIOJIb30BAHBI IITEMIIETH, KHUKHBIC 3HAKH, UHIUBHIyaJIbHbIC IITPUXOBBIE KOJBI, APYTHE BUIbI MAPKUPOBKH.

4.9. Ha nokymMeHTax, sSIBISIOMINXCS IPUIIOKEHUEM K OCHOBHOMY HOCHUTENIO M €r0 HEOTHEMJIEMON YaCThIO,
MPOCTABJISIFOTCS T€ JK€ PEKBU3UTHI, YTO M HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHSTHIX MEPBUYHBIX YYETHBIX JOKYMEHTaX MPOH3BOAMTCS 3alHCh, MOATBEPKAAONIAS], YTO
MOCTYNMUBIINE JOKYMEHTBl NPHUHATHL B OHONMMOTEUHBIH (OHA Kak B OOBEKT 0CO0O IIEHHOTO JBHKHMOTO
WMYIIECTBA WK KaK B 00BbEKT MHOTO IBUKHMOr0 UMYIIECTBA.

4.11. TlepBuuHble Yy4YETHbIE JIOKYMEHTBI, MOATBEp)KAaromIMe (GakT TIOCTYIUICHHUS, TepeAaloTcsl B
OyXTanTepHro JUisl BKIIOUEHHS B y4eT OMOIHOTedHOoro GoHa.

4.12. JIokyMeHThI BHIOBIBAIOT U3 OMOIMOTEYHOro (POHIa B CBSI3U ¢ (PU3MUECKON YTPATOW MIIM YaCTHUHOU
gu00 TMOJIHOM  yTpaTOH TMOTPEOMTEIbCKHMX CBOWCTB. BbIObIBaIOIIME JOKYMEHTBI HCKIIIOYAIOTCS W3
O0uOIMoTeYHOro (DOHIA U CIIUCHIBAOTCS.

4.13. BeIObITHE JOKYMEHTOB U3 OUOIMOTEYHOrO (hOHa OPOPMITIETCS AaKTOM O CIIMCAHUH MCKITIOYEHHBIX
o0bekToB OuOmoreuyHoro ¢ouaa o ¢opme 0504144 (nanee — akT O CHUCAHWH), YTBEPIKICHHOW TMPUKA30M
Munduna Poccun ot 30.03.2015 Ne 521.

4.14. K akTy 0 CITHCaHWH TPUJIATAETCS CIFICOK Ha MCKII0YCHHE 00HEeKTOB OnbmmoTedHoro ¢onma (mamee
— CIIHCOK), KOTOPBIM BKIIIOYAaeT CJICAYIONIME CBEIACHHS: PErMCTPALMOHHBIA HOMEp M HIM(pp XpaHEHUS
JOKYMEHTa, KpaTkoe OuOiuorpauyeckoe OINMCaHHE, I[EHY JOKyMeHTa, 3a()MKCHPOBAHHYIO B PETHUCTPE
WHAVBUAYAJIbHOIO y4eTa JOKYMEHTOB, KOX(QHIMEHT IEpEeOLeHKH, IeHy IIociae MEpPeOLeHKH U OOIIyro
CTOMMOCTb MCKIIIOYaEMbIX JOKYMEHTOB.

4.15. Ilns meyaTHBIX IIOKYMEHTOB BPEMEHHOI'O XPAHEHHUS [OIYCKAeTcs 3aMEHa CIHMCKAa KHIDKHBIMU
hopmymspaMu.

4.16. JIns mokyMeHTOB, 0OpabOTaHHBIX TPYIIIOBBIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CIHICKAa TAeTCs
NepedeHb PEruCTPallMOHHBIX HOMEPOB, BUJ UCKITIOYAeMbIX U3aHHUM, NX KOJTUYECTBO.

4.17. K akTy 0 CIIMCaHMUU IO NPUYHMHE YTPAThl U CIKCKY MPUIAraroTCsl JOKYMEHTHI, MOATBEPKAAOIIUE
yrpary (THOSICHUTENbHAsl 3allkCKa, B CIy4ae KpPaKW WM XHLIEHHS —  IPOTOKOJ, aKT, 3aKII0UYCHHE
YIOJTHOMOYEHHBIX OpPTaHOB, TIPX BO3MEIIEHNH yiiepOa — GUHAHCOBBIA JOKYMEHT O BO3MEIICHUH yIiepoa).

4.18. Ilocne 3aBepuIEHUS] MEPOIIPUATUN, IPEAYCMOTPEHHBIX AKTOM O CIIMCAHUHU, IEPBBIA SK3EMIUISIP aKTa
O CIIMCAaHWU CO CIIMCKOM M JOKYMEHTOM, NOATBEPKAAIOLIIMM BBHIOBITHE, MEpeAaeTcs B OyXraJTepHio, BTOPOI

AK3EMIUISIp OcTaeTcsl B Ondmmorexe.

5. lIpoBepka HATMYMSA JOKYMEHTOB 00/ 1M0TEe4HOro GoHAa
5.1. IIpoBepka Hamuuusi ZJOKYMEHTOB OMOIMOTEYHOro (oHAa (Hajee — npoBepka (HoHAa) IPOU3BOAUTCS B

00s13aTETEHOM MopAaKe:



— MIPH BBIABIICHUH (PAKTOB XHILEHUS, 3I0YIIOTPEOICHHUS HIH IOPYH TIOKYMEHTOB;

— B cly4ae CTUXMHHOrO O€NCTBHA, MoXKapa WM APYTHX YPE3BBHIYAHHBIX CUTYalMid, BBI3BAHHBIX
3KCTPEMAaJbHBIMH YCIIOBUSMY;

— MIPH PEOPTaHU3AIMY WITH JTUKBUIAIMNA OMOINOTEKH.

5.2. Tlpu BBIsSIBIECHHHM B TIpoliecce MPOBEpKH (POHIA OTCYTCTBYIOIIMX JOKYMEHTOB M HEBO3MOKHOCTH
YCTaHOBJICHUS! BHHOBHBIX JIMI] YOBITKM TIO HEAOCTAYaM CIHCHIBAIOTCS B COOTBETCTBUU C JEWCTBYIOLIMM

3aKOHOJAaTCIILCTBOM.

6. Ilopsinox mnpoBedeHUs] CBEPOK OMOJMOTEYHOro (POHAA W TOCTYIICHHS] JIMTepaTypbl
¢ «@egepajJbHBIM CIIMCKOM IKCTPEMHUCTCKOM JTUTEPaTypbD)

6.1. C uenpro 0OHOBIEHUST MH(POPMAIMH MO CHHCKY SKCTPEMHUCTCKHX MaTEpPHaJIOB PETYISIPHO
(1 pa3 B Mecsiir) MpOBOAUTCS IPOCMOTP caiiTa MunucTepcTBa octuiu Poceuniickoit denepanuu http

J//www.minjust.ru/nko/fedspisok.

6.2. OtOop, 3aka3 W TNPHOOPETCHHE IUTEPATYphl C LENbIO TIOMOJHEHUS OWOIHOTEYHO -
unpopmanronHoro ¢ouna OO ocymecTBisercss mocie cBepku ee ¢ «DenepanbHbBIM CIHCKOM

AKCTPEMHUCTCKOU JIUTEPATYPHI».

7. Henonyuienne u u3bsATve U3 poHaa 0UOIMOTEKH 0PUIMATIBLHBIX MATEPUAJIOB
IKCTPEMHUCTCKUX OPraHU3aluii

7.1. U3nanus, BKIOYeHHbIE B «DeaepalibHbIi CIIUCOK YKCTPEMHUCTCKON JIUTEPATYPHI», HE MOTYT
OBITh MPEICTABIEHBl B OTKPHITOM JOCTYI€ Ha BBICTABKax U JIIOOBIM MHBIM CIIOCOOOM JOMYIIEHBI K
MacCOBOMY PaclpOCTPAHEHHUIO CPE/Id YIACTHUKOB Y4eOHO — BOCIIUTATENILHOTO MPOLIecca.

7.2. B 6ubnuoTeke 3amnpenieHo u3laHue U pacupoCcTpaHEHUE ayTMOBU3YAIbHBIX U JIFOOBIX UHBIX
MaTepUajIoB, COAEPKALUIUX XOTS Obl OJUH U3 MPHU3HAKOB, IMPEIyCMOTPEHHBIX 4acThio 1 crathu 1
®epnepanpHoro 3akoHa P® ot 25.07.02 Nell4-®3 «O nOpoTUBOAECHCTBUU 3SKCTPEMHUCTCKOM
NEeSITEeNILHOCTH» M HANpPaBJICHHBIX HA HACUILCTBEHHOE M3MEHEHUE OCHOB KOHCTUTYIIMOHHOTO CTPOS U
HapylieHue 1esnocTHocty Poceuiickon Penepanuu.

7.3. B 6ubnuoteke 3anpenieHo Haauuue Jiro0oil nHhopMalru, MaTepraioB, MPeayCMOTPEHHBIX
4. 2. cr. 5. ®enepanpHoro 3akoHa 29.12.2010r. Ne 436-03 «O 3amute aeredt oT mHpopManuy,
MPUYUHSIONIEH Bpel UX 3J0POBBIO U PA3BUTHION.

7.4. Tlpu oOHapyXeHHMM MaTepuayioB, OOO3HaYeHHbIX B m.m. 7.1., 7.2., 7.3. HacrosIiero
[Tonoxxenus, OHM Wu3bIMAIOTCS U3 (QOHAA OOCITY)KMBAHUS U CIHUCBIBAIOTCS C MOCIENYIOLIeH

YTHHHBaHHCﬁ " COCTaBJICHUCM aKTOB.


http://www.minjust.ru/nko/fedspisok

8. le10npon3BOACTBO

8.1. Opranm3anus padoThl ¢ JOKYMEHTaMH 110 y4eTy OHOIroTedyHOro PoHIa OCYIIECTBISIETCS 10
MIpaBUJIAM BEJICHHUS JIETIONPOU3BO/ICTBA

8.2. B 6ubnuoTeke BeayTCsl U XPaHSTCS:

— perucTpsl MHAMBUAYAIBHOTO U CYMMapHOT'0 y4eTa JOKyMEHTOB OMOIMoTedHOro (hoHaa:

— pEeTUCTpAIIIOHHBIE KHUTH;

— WHBEHTAPHBIE KHUTH;

— KHUTH CyMMapHOTO y4eTa;

— YYETHBIN KaTaJIor;

— TOTIOTpaUUECKHe OTMMCH M KaTaJIOTH;

— KYpHaJ BBIAYM SJEKTPOHHBIX HOCUTEJICH;

— KYpHaJ PETUCTPAITUH MTOJIb30BATEIIeH KOMITBIOTEPHOTO 3aJ1a;

— aKThI O CIIMCAHUH UCKITIOYEHHBIX 00bEKTOB OMOIMOTeUHOTO (DOHA;

— YUYETHBIE JOKYMEHTBI, TIOATBEP)KIAIONINE MOCTYIUICHHE NOKYMEHTOB B OHOJIMOTEUHBIN
¢doHx (HaKIaaHBIE, aKThI O IPUEME, aKThl CAAUU-TIPUEMKH);

— aKkThl O pe3ylbTaTax MPOBEJICHUS MPOBEPKH HAIUYUS JOKYMEHTOB OHUOIMOTEYHOTO

dbonma.



