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Ipunsato
Ha [lenarornueckom cosere
Iporokon Nel ot 30.08.2024

Ilosiokenue o GuOIMOTEKEe 00PA30BATEILHONH OPraHU3alHH
1. O6mue mox0KeHUs

1.1. Hacrosiiee 1ojioxKeH!e periaMeHTHpYeT AeaTenbHocTb Oubanorexu MBOYCOLLINeG.

1.2. Hacrosiee nosoxenue paspabotaHo B coorBercTBuH ¢ DenepanbHbiM 3akoHOM oT 29.12.2012 Ne
273-@3 «O6 obpasosanuu B Poccuiickoii ®enepanuny, npukasom Mundusa Poccuu or 30.03.2015 Ne
521 «O6 yTBep)kaeHHH (OPM MEPBHUYHBIX YUETHBIX JOKYMEHTOB M PETMCTPOB OYXTaJTEpCKOro ydera,
MPUMEHSIEeMBIX OpraHaMH roCyJapCTBEHHOH BIIaCTH (roCyJapCTBEHHBIMM OPraHaMH), OpraHaMi MECTHOTO
CaMOYNpABJIEHHs, OpraHaMM  YNpaBJIEHUs  TOCYJapCTBEHHBIMM  BHEOIO/DKETHBIMM  (hoHHamH,
rOCYJApCTBEHHBIMA (MYyHHUMIAIBHBIMH) Y4YPeXIEHUAMH, M MeTOAMYeCKHX YKa3aHMil IO HX
NPUMEHEHHUIO», NpUKa3oM MUHKYIbTYphl Poecun ot 08.10.2012 Ne 1077 «OG6 yreepixknenuu Ilopsnka
ydera JOKyMEHTOB, BXOAALIMX B cocTaB OHOIMOTeuHOTrO (hoHAa», mucbMoM MunoGpaszoBanusa Poccuun
or 23.03.2004 Ne 14-51-70/13 «O TlpumepHoM nonoxeHun o Gubnuoreke 06E06pPa3OBATENBHOIO
yupexzaeHus», nuceMoM Munncrepersa npocsetieHus CCCP or 14.05.1975 Ne 28-M «O BBenenuu
THIIOBOT'O MOJIOXKEHHS O LIKOJILHOM GHbHoTeKE).

1.3. bubnuorexa SBISETCS CTPYKTYPHBbIM MOApasie/ieHHeM o0pa3oBaTebHOH — OpraHu3aLuu,
y4acTBYIOLIMM B y4eGHO-BOCIIMTATEIBHOM TIpoliecce B LEIIX OOECreueHHs MpaBa yYacTHHKOB
o6pa3oBareNbHOr0  mpouecca Ha OecryaTHOe —IONb30BaHHE — OGHOIMOTEUHO-UH(OPMALMOHHBIMH
pecypcamu.

1.4. Tlopsimok MONB30BaHHS HMCTOYMHHMKAMH HH(OpMaLMK, MEPEeuYeHb OCHOBHBIX YCIYr M YCIOBHA HX
TPENOCTABIEHHS ONPEAENAIOTCA HACTOALIMM IOJIOXKEHHEM O GHONHOTEKe M MpaBHJIAMH TOJIb30BAHMS
6UbIHOTEKOM, YTBEPIKAEHHBIMU PYKOBOUTEIEeM 00pa30BaTeIbHOM OpraHu3alliu.

1.5. Opranuzauus OOGCIY)KMBAaHHS YYacCTHHMKOB 0Opa3oBaTeNbHOrO MpOLECCa IPOMU3BOAMTCA B
COOTBETCTBMM C TpAaBWIAMM TEXHMKM O€30MAacHOCTH M MPOTHBONOKAPHBIMM, CAHMTAPHO-
TUTHEHHYECKUMH TPeOGOBaHUAMH.

2. Iean, 3aga4n, GyHKIHH OHOIHOTEKH

2.1. OCHOBHBIMH LI€JISIMH ¥ 3aa4aMu OHOIHOTEKH 00pa3oBaTe/IbHOM OpraHU3alKH ABISIOTCS:

e ofecrevyeHre y4acTHHKOB 0Opa30BaTENbHOrO Mpolecca AOCTYNOM K HWH(OpMALUM, 3HAHHAM,
HzieAM, KyJIBTYPHBIM LICHHOCTSM MOCPEACTBOM HCIIO/Ib30BaHMs GHOIHOTEHHO-HH(POPMALMOHHBIX
pecypcoB 06pa3oBaTeNbHOM OPraHM3alMK Ha PasiMuHbIX HOCHTENAX: OyMaXKHOM (KHIDKHBIH
(GoHA, HOHA NMEPHOAMHYECKHX H3AaHHIT); MarHUTHOM ((OHI ayaHo- W BUIEOKACCET); UMPPOBOM
(CD-aucKH); KOMMYHHKaTHBHOM (KOMIIBIOTEPHBIE CETH) M HHBIX HOCHTEJIAX;

® MpHBJEYEHHE YYALIMXCA K CHCTEMATHYECKOMY YTEHHIO y4eOHOHM, XyA0XKECTBEHHOH, Hay4qHO-
TMOMYJIiPHOM JINTEPATYPBI;

e  OpraHM3auys YTEHHs B LEJSIX YCHELUHOrO M3yYeHHs yHalMMHUCs y4eOHbIX MPeMETOB, JIy4LIero
yCBOGHHS 001e06pa30BaTEBHBIX MIPOrPaMM;

e copelicTBHE Pa3BUTHIO [03HABATENIHBIX HHTEPECOB H CIIOCOOHOCTEH yHaluxcs;

e o6yuenue ocHOBaM GnGIHOTEUHO-6UGIHOrpauECKOl rPAMOTHOCTH;

e copelicTBHE MENArornyeckuM paGOTHMKaM B NOAOOpPE HAay4YHO-METONMYECKOH JIUTEpaTyphl,
MH(pOPMHPOBAHHE O HOBBIX MOCTYIUICHHAX B OUOIMOTEUHBIH DOHA,



COBEpIIEHCTBOBAHUE TPEIOCTABISIEMBIX OUOIHOTEKOM YCIyr Ha OCHOBE BHEIPEHHS HOBBIX
WHQOPMAITMOHHBIX ~ TEXHOJIOTHH W  KOMIIBIOTEPH3AIUU  OHOIMOTEYHO-HH(POPMAIIMOHHBIX
mporreccoB, (opMHpoOBaHre KOMMOPTHOH OMOINOTEUHOM CpEebl.

2.2. bubnuoTeka BBIMONHSET ClIeAyIomue QpyHKIHN:

2.2.1. ®opmupyet GoHI ONOINOTEIHO-HH(POPMAIIMOHHBIX PECYPCOB 00Pa30BaTENBHOMN OpraHN3aII:

KOMIUICKTYET YHUBEPCATbHBIA (DOHI YICOHBIMH, Xy/I0KECTBCHHBIMH, HAYYHBIMH, CIIPABOYHBIMH,
MEAarOTHYeCKUMU W HAYYHO-TIONMYJSAPHBIMH  JIOKYMCHTaMH  Ha  TPQJAULMOHHBIX U
HETPaJUIIMOHHBIX HOCUTEISIX WH(POPMAIIHIHL;

norrotHAeT (hoHA MHPOPMAIMOHHBEIME pecypcamMu cetn MHTepHeTr, 6azaMu U OaHKaMH JTaHHBIX
JIpYTUX OpraHu3aluii;

aKKyMyJIUPYeT (POHJ JOKYMEHTOB, CO3/IaBacMbIX B 00pa3oBaTeIbHON OpraHu3anuu (IyoJMKanui
u paboT mexgaroroB 0o0pa3oBaTelIbHON OpraHM3alliM, JYYIIMX Hay4dyHBIX paboT u pedepaToB
yyammxcs 1 Jip.);

OCYIIECTBIISIET pa3MeNIeHNE, OPTaHU3AINIO H COXPAHHOCTH JJOKYMEHTOB.

2.2.2. Co3gaer HHPOPMANMOHHYIO TPOAYKIIHIO:

OCYIIECTBIISIET aHAJTMTUKO-CHUHTETHUYECKYIO TIepepaboTKy HH(pOpMaIuy;

OpraHu3zyeT W BeAeT CIpPaBOYHO-OMOMMOrpaduuecKnii ammapaT: KaTamord (aingaBUTHBIH,
CHUCTEMAaTHYEeCKUH), KapTOTEKH (CHCTEMAaTHYECKYl0 KapTOTeKy CTaTel, TeMaTH4YecKHe
KapTOTEKH), JJIEKTPOHHBIN KaTaJor, 0a3bl JaHHBIX 10 Mpoduito 00pa3oBaTeIbHON OpraHUu3aliug;
pa3pabaTbiBaeT peKOMeHaTeNbHbIe Ondmuorpadguueckue mocoOus (CIUCKH, 0030PhI, YKa3aTen
U T.IL.).

2.2.3. OcymectBnsier mupdepeHnmrpoBanHoe OHOTNOTEYHO-MHPOPMAIIMOHHOE OOCITY)KHBaHHE
YYaIuxcs:

IpeaoCcTaBisieT HHPOPMALIMOHHBIE PECYPCHI Ha PA3IMYHBIX HOCUTEIISX;

opraHm3yeT OoOy4YeHHe HaBbIKaM HE3aBUCHUMOT0 OMOJIMOTEYHOTO TOIH30BATENS M MOTPEOUTENS
MHQOPMaIK, COACHCTBYET HMHTETPALlMM KOMIUIEKCA 3HAaHWH, YMEHHH M HaBBIKOB palOTHI ¢
KHATOW 1 MH(pOpManuen;

OKa3bIBaeT WH(POPMAIMOHHYIO TOJJICPKKY B peEIIeHWH 33/1a4, BO3HHUKAIONIMX B TIpollecce
yueOHOI, caM000pa30BaTENFHON B JOCYTOBOW JACSATEILHOCTH yUaIUXCS;

OpraHU3yeT MacCOBBIE MEPOIPHUATHS, OPUCHTUPOBAHHBIC HA pa3BUTHE OOIIEH M YUTATEIHCKOM
KYJBbTYPhI ITUYHOCTH,

COJCHMCTBYET INeJarornuyeckuM padOTHHUKaM B OpraHu3aluyd o0pa3oBaTEIbHOrO Ipolecca |
jJocyra yyamumxcs (mpocMoTp BuueodminbMoB, CD-muckoB, Npe3eHTalUM Pa3BHBAIOLIMX
KOMIIBIOTEPHBIX UTD).

2.2.4. OcymectBisier aupdepeHMpoBaHHOe OUOIUOTEYHO-MH(DOPMAIIMOHHOE OOCITYy)KMBaHUE
HearorndecKux pabOTHUKOB:

BBISBIISIET HH(OPMALMOHHBIE IOTPEOHOCTH U YAOBJIETBOPSIET 3aIIPOCHI, CBSI3aHHBIE C 00yUECHUEM,
BOCIIMUTAHUEM YUAIUXCS;

BBISBIISIET ~WH(POPMAIMOHHBIE TOTPEOHOCTH H  YJIOBIETBOPSET 3ampockl B 00NacTw
neaarorutdeCKux I/IHHOBaIII/Iﬁ " HOBBIX TCXHOJ’IOFHﬁ;

coleicTByeT MNpoQecCHOHANLHOW KOMIIETCHIMH I[€1aroroB, IOBBIIICHUIO KBaJU(HUKALINY,
IIPOBEICHUIO ATTECTALIUN;

OCYILIECTBIISIET TeKylee MHpopMupoBanue (IHU MHGOpMAH, 0030pbl HOBBIX MOCTYIUICHHN M
nyOJIMKaImii);

CIOCOOCTBYET TIPOBEJCHUIO 3aHATHH 10 (OPMHUPOBAHUIO HHGOPMAIMOHHONW KYJIBTYPHI
yYamuxcs; sABIAETCS 0a3oi ISl TPOBEIASHUS MPAKTUYECKUX 3aHATHH 1Mo pabore ¢
WHQOPMAITMOHHBIMH PECypCaMHU.

2.2.5. OcymectBusier mupdepeHnmpoBanHoe OUOINOTEYHO-MHPOPMAIIMOHHOE OOCITY)KHBaHUE
poautenel (3aKOHHBIX MIPEICTABUTEIICH) YIaIIUXCSI:

YIIOBIIETBOPSIET 3AMPOCHI NOJIb30BaTeNeH U HHHOPMHUPYET O HOBBIX MOCTYIUICHUSIX B OUOIHOTEKY;
KOHCYJIBTHPYET 110 BOIPOCAM OpraHM3allMd CEMEHHOTrO YTEHHMS, 3HAKOMHT ¢ MH(opmarmen mo
BOCITMTAHUIO JICTCH;

KOHCYJITHPYET 10 BOIPOCaM YUeOHBIX H3IaHUH IS YUAIIUXCA.



3. Opranu3anus AessTeJbHOCTH OUOJIMOTEKH

3.1. Obmee pyKOBOJCTBO AEATENBHOCTHIO OMOIMOTEKH OCYILECTBISIET PYKOBOJIUTENb 00pa3oBaTeNbHON
OpraHu3allHy.
3.2. PykoBO/ACTBO OHMONHOTEKOW OCYIIECTBISIET 3aBEAYIOUINH OMOMMOTEKON (nedazoe-Oubnuomexapu,
bubnuomexapsv), KOTOPHIN Ha3HAYAETCA PYKOBOIUTEIIEM 00pa30BaTEIbHON OpraHU3aIHH.
3.3. 3aBeayrommii OMOIMOTEKOH (nedacoz-budruomexaps, OuOIUOMEKAPL) HECET OTBETCTBEHHOCTh B
npejienax CBOe KOMIIETCHIIMM 3a OpraHW3allii0 M PE3yNbTaThl JICATCILHOCTH OUOIMOTEKH B
COOTBETCTBUH C (PYHKITMOHATHHBIMH 00S3aHHOCTSMHU.
3.4. 3aBepytommii OuOnMMOTEKOUM  (Medacos-Oubruomexaps, OubaUOMEKapyb) pa3padaThIBaeT U
NpEACTaBIIeT PYKOBOJUTENIO 00pa30BaTeIbHOM OpraHu3alii Ha YTBEPKACHUE CIEAYIOMINE TOKYMEHTHI:

® TIOJIOXKEHHE 0 OMOIMOTEKE, IIPaBHJIA TTOJIB30BAHUS OMOIHOTEKOMH;

® CTPYKTYpY M IITaTHOE pacmnucaHue ONOINOTEeKH, KOTOpPBIE pa3padaThIBalOTCS HA OCHOBE 0OHEMOB

pabor;

®  MOJIOKEHHE O TUIATHBIX YCIIyrax OMOIUOTEKH;

® [JJAHOBO-OTYETHYIO IOKYMEHTAIHIO;

®  TEXHOJOTHYECKYIO JOKYMEHTAIHUIO.

3.5. CTpyKTYypy OUOIHMOTEKU COCTABJISIOT:

e a0OHEMEHT;

e  UHTAJBHBIA 34T,

e OTHen yueOHUKOB;

e otraen nHPOPMAIMOHHO-OHOIHOTpaduIecKoit paboTHL;

e (oHA U crienMaNU3UPOBAHHBIN 3271 pabOThI C MYyJIBTUMEIUHHBIMU U CETEBBIMU TOKYMEHTAMU;

®  BHICOCTYAUS;

®  MUHHU-U3JATENbCKUN KOMIUIEKC;

e MeauaTrexa.

3.6. bubnroreyHo-nHPOPMALMOHHOE 00CTYKMBaHUE OCYILECTBISIETCS B COOTBETCTBUH C IPOrpaMMaMH 1
wiaHaMu  paboTbl  OMONMMOTEKM  O0pa30oBaTENIbHOW  OpPraHW3allil Ha OCHOBE OWMOIMOTEYHO-
WH(POPMAIMOHHBIX PECYPCOB.

3.7. bubnuoTeka BIpaBe NMPEAOCTABIATH IUIATHbIE OMOIMOTEYHO-UH(POPMALIMOHHBIE YCIYTH, HepeueHb
KOTOPBIX ONpPEAETSIeTCs] yCTaBOM 00pa30BaTeIbHOM OpraHu3alty.

3.8. bubnuoTeka obecrieunBaeTCs:

e  KOMIUIEKTOBaHHEM OMOJIMOTEUHO-MH(POPMALIIOHHBIX PECYPCOB;

e HE0OXOAWMBIMH CIYXEOHBIMM M IPOU3BOJCTBEHHBIMH IIOMELICHUSIMH B COOTBETCTBHU CO
CTPYKTypoii OHMOJIMOTEKM M HOpMAaTHBAaMH II0 TEeXHHKE O€30MacHOCTH SKCIUTyaTallluu
KOMITBIOTEPOB M B COOTBETCTBUU C TMIOJIOKCHUSAMH CAHWUTApHBIX MPaBUJI M HOPMAaTHUBOB,
00ecTeYrBaloIMMU COXPAHHOCTh KHHT;

® COBPEMEHHOM AJIEKTPOHHO-BBIYMCIIUTEIBHOM, TEIEKOMMYHHUKAlMOHHOM M KOIHUPOBAJIBHO-
MHOXHTEIbHOW TEXHHKON U HEOOXOJMMbIMHU TIPOTPAMMHBIMHU TIPOJTyKTaMH.

3.9. OTBeTCTBEHHOCTh 3a CHUCTEMAaTHYHOCTb W KayeCTBO KOMIUIEKTOBAHMS OCHOBHOTO (OHIA
OMOIMOTEKH, KOMIUIEKTOBaHHE Y4eOHOTO (OHJAa B COOTBETCTBUH C (eJepallbHBIMU TIEPEUHSIMH
YU4eOHUKOB U Y4eOHO-METOJMUECKUX H3JIaHWH, CO3JaHue HEOOXOMUMBIX YCIOBHH JJISI JESTEIBHOCTH
OMONMMOTEKN HeceT pPYKOBOAMTENb 00pa3oBaTeNbHON OpraHU3alid B COOTBETCTBHHM C YCTaBOM
00pa3oBaTeIbHON OpraHu3alyy.

3.10. Pexum paboTel OHONHOTEKH ONpeAessieTcsl 3aBeAyIoIUM  OuOIMoTeKol (nedacocom-
bubnuomexapem, Oubiuomekapem) B COOTBETCTBUM C TIPaBUJIAMH BHYTPEHHETO pacIopsaKa
oOpa3oBarenbHO opranuzauuu. [Ipu ompenenenun pexxuma paboThl OMOMMOTEKH MPELyCMaTpUBAETCS
BBIJICJICHHE:

® JIByX 4acoB pabo4ero BpEMEHH €)KeIHEBHO Ha BBINOJHEHUE BHYTPHONOIMOTEYHOH paboThI;

e OJIHOTO pa3a B MecCSI — CAHWUTApHOTO JHS, B KOTOPBIA OOCITy)KUBaHWE IOJb30BATENECH He
TIPOU3BOJIUTCS;

e HE MCHEE OIHOTO Pa3a B MECAL — METOUYECKOTO JIHS.



4. Y4eT nmocTynJjieHusl 4 BIOBITUSI JOKYMEHTOB 0MOIH0TEeYHOTr0 PoHAa

4.1. CBeneHus 0 BKIIIOUYAEMBIX B OMONMOTEUHBIH (POHI TOKYMEHTaX (PUKCHPYIOTCS B KHUT'€ CyMMapHOTO
yueTa 6ubnuoreuHoro hoHaa (IUCmbl CYMMAPHO20 yuema OubIuomeyHo2o poHoa, HCypHa).

4.2. CymMMapHBI y4eT TIIOCTYIUICHHS 3JIEKTPOHHBIX CETEBBIX JIOKAJBHBIX JOKYMEHTOB BEIETCS B
SIIEKTPOHHOM peecTpe.

4.3. JIoKkyMeHTHI, MOATOTOBJICHHBIE K TpHeMy B OHONMMOTEUHBIH (HOHJ, MOABEPraloTCs MEPBHYHON
00paboTKe ¥ WHANBHTyaTbHOMY YUETY.

4.4. aauBHUayadbHBI y4eT JOKYMEHTOB OCYIIECTBISETCS IMyTEM HPHCBOCHUS KAXKIOMY IK3EMILIIPY
JOKYMEHTa PpETUCTPAllMOHHOTO HOMEpa, HHOTO 3HaKa B KadecTBE PETUCTPAlMOHHOTO HOMepa
(cucTeMHOTr0 HOMEpa KOMIIBIOTEPHOH MPOTrpaMMBbl, MITPUX-KOAa W ApYrux). NHIWBUAYadbHBI HOMED
3aKperusIeTcs 3a JOKYMEHTOM Ha BCE BpPeMs €ro HaxOXJeHus B GoHnae 6ubmmoTeku. Perucrpanuonnsie
HOMepa UCKIIOYEHHBIX U3 POHAA JOKYMEHTOB HE MPUCBANBAIOTCSl BHOBL MPHHATHIM TOKYMEHTaM.

4.5. PeructpanuoHHble HOMEpa MPOCTABISIOTCS HEMOCPEACTBEHHO Ha JOKYMEHTaxX M OTpaKaroTcs B
perucTpe NHINBHIYAIBHOTO y4eTa JOKyMEHTOB, IPHHATOM B OHOIHOTEKE.

4.6. B peructp BOUCHIBAIOTCA JAHHBIE O KaXKIOM JOKYMEHTE: 1aTa 3alHCH B PETUCTPE, PETUCTPALMOHHBII
HOMEp, KpaTkoe OuOnHorpaduueckoe ONMUCaHWe IOKYMEHTa (aBTOp, 3arjilaBUe, TOM, YacTh, BBIMYCK,
MECTO ¥ TOJl M3/IaHH ), [IEHA JTOKYMEHTA.

4.7. VHOuBHIOyalbHBIA y4YeT MEPUONUYECKHUX U3JAHUM BENETCA B PETUCTPALMOHHON KapTOTEKe
MEPUOJNMUECKIX HM3JaHUH, MpeAHa3HAYeHHON Ul ydeTa KaKJIOTO Ha3BaHUS U KaXKJOTO dK3eMIULipa (6
aA8MOMAMU3UPOBAHHOU 6a3e OAHHBIX).

4.8. JokymeHTHI, BKItodaemble B (oHx Onbmmorekw, wmapkupytorcs. Ilpm stom Moryt OBITh
WCIIOJIb30BaHbl IITEMIIENH, KHIDKHBIE 3HAKH, WHAWBUAYabHBbIC INTPUXOBBIE KOJIBI, APYTHE BUIBI
MapKHUPOBKH.

4.9. Ha noxymeHTax, SBISIOIIUXCS NPUIOKEHUEM K OCHOBHOMY HOCHUTENIO U €r0 HEOThEMIIEMOH YacThlO,
HPOCTABIISIFOTCS TE e PEKBU3HUTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHATHIX MEPBUYHBIX YYETHBIX AOKYMEHTaX MPOW3BOIUTCS 3alKCh, MOATBEPXKIAIOMIAs, YTO
MOCTYIHBIINE JOKYMEHTBI PUHATHI B OMOJIMOTeUHBIH (HOHI KaKk B OOBEKT 0CO00 I[EHHOTO JBHUKHMMOIO
UMYIIECTBA WM KaK B O0OBEKT MHOTO JIBUKUMOTO UMYIIECTBA.

4.11. TlepBuuHBIE Y4YeTHBIE JIOKYMEHTHI, TOATBEp)KAaloUIMe (aKT TIOCTYIUICHUS, TEpPeJaroTcs B
OyXranTepuro JUIs BKIIOUEHHS B y4eT OMOIUOTedHOro (GOHAA.

4.12. JlokyMeHThI BHIOBIBAOT U3 OMOIMOTEYHOTO (DOHMA B CBS3H C (PM3UUYECKOW YTPATOW WM YaCTHYHON
au00 TIONHOM yTpaTod MOTPEOMTENbCKUX CBOMCTB. BhIOBIBaromye JOKYMEHTBHI HMCKIIOYAIOTCS U3
O0ubMoTeuHOro (OH/A U CITUCHIBAIOTCA.

4.13. BbIOBITHE TOKYMEHTOB U3 OHOIMOTEYHOro poHIa 0OPMIIIETCS aKTOM O CIIMCAHUH MCKITIOYEHHBIX
o0BvekToB Ombnmmoreynoro Qouma mo dopme 0504144 (mamee — akT O CHHCAaHWM), YTBEPXKIESHHOU
npukazoM Munduna Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy 0 crivcaHMu MpUiIaraeTcsi CIUCOK Ha UCKIIOYEHHE 00beKTOB OnbmmoTeuHoro Gounma (namee
— CIIMCOK), KOTOPBIM BKIIFOYAET CIIEIYIONINE CBEACHHS: PErHCTPAlMOHHBIH HOMEp M MH(p XpaHESHHS
JIOKyMEHTa, KpaTkoe Oubnmnorpaduyeckoe onucanue, 1eHy JOKYMEHTa, 3a)MKCHPOBAHHYIO B PETUCTpE
WHJIMBUJIYalIbHOTO y4eTa JOKYMEHTOB, KOX(QQUIIMEHT MEePeoleHKH, IIeHy TOCIe TIEPEOleHKH U OOIIyIo
CTOMMOCTbD UCKJIIOYaEMBbIX IOKYMEHTOB.

4.15. Hdns mevaTHBIX JOKYMEHTOB BPEMEHHOTO XPaHEHHS JOIyCKAeTCsl 3aMEHa CIUMCKa KHW)KHBIMHU
bopmyIsipaMu.

4.16. [Ins noKyMeHTOB, 0OpaOOTaHHBIX TPYNIIOBBIM (YHPOILIEHHBIM) CIIOCOOOM, BMECTO CIHMCKa JAaeTcs
nepevyeHb PEruCTPAlOHHBIX HOMEPOB, BUJ HCKIIIOUAEMbIX U31aHUH, UX KOJMYECTBO.

4.17. K akTy 0 CITMCaHWU 110 TPUYWHE YTPAThl ¥ CIUCKY MPUIAraloTCsl JOKYMEHTHI, [TOJITBEPIK IAIOIINE
yrpary (MOSICHUTENbHAs 3alucKa, B CIIydae KpPaKH WM XWIIEHUS — TPOTOKOJ, aKT, 3aKIIOUCHHE
YIIOJIHOMOYEHHBIX OpraHoB, NpPU BO3MEUICHWM ymiepba — (QUHAHCOBBIH JOKYMEHT O BO3MELICHUU
yiep0oa).

4.18. Tloce 3aBeplIcHUsT MEPOIIPHUATHH, TIPETYCMOTPEHHBIX aKTOM O CITUCAHWH, MEPBbIA SK3EMILISP aKTa
O CIHCaHWU CO CIHCKOM M JOKYMEHTOM, MOATBEPXKIAIOIIMM BBIOBITHE, MepenaeTcsi B OyXTaiTepHlio,
BTOPOH 3K3EMIUIAP OCTaeTcs B OUOIHOTEKeE.



5. IlpoBepka HAJTUYMSA JOKYMEHTOB 0MGJIHOTEYHOr0 oHIA

5.1. TIpoBepka HaTUUKS JOKYMEHTOB OnOmuoTeuHoro ¢hoHaa (aanee — mpoBepka GoHa) MPOU3BOIUTCS B
00s13aTeTbHOM TIOPSI/IKE:

®  [IpH BBISIBJICHUH (HAKTOB XHIICHHS, 3TI0YTOTPEOICHUS UITH MTOPYH JJOKYMEHTOB;

e B Ciyyae CTUXHUHHOTO O€ICTBHS, MOXKapa WU IPYTHX YPe3BbIYalHBIX CHTYaIlMi, BBI3BAHHBIX

9KCTPEMATIbHBIMHU YCIIOBHIMHU,

®  [IpU PEOPraHM3AIMH WIH JIUKBUIAIIMN OUOIHOTEKH.
5.2. Tlpu BBISIBJICHHH B IMPOIIECCE MPOBEPKH (DOHIA OTCYTCTBYIOUIMX TOKYMEHTOB M HEBO3MOXXHOCTH
YCTAHOBJICHUSI BUHOBHBIX JIMII YOBITKH TIO HEIOCTauyaM CIUCBHIBAIOTCS B COOTBETCTBHH C JCHCTBYIOIINM
3aKOHOIATEIbCTBOM.

6. Jesionpou3BoacTBO

6.1. Opranmzamust paboThl C MOKYMEHTaMH IO Y4eTy OHONHOTEYHOTO (OHIA OCYIIECTBISETCS IO
MpaBUJIaM BeJIeHHS JAeJIONPOU3BOACTBA.

6.2. B OubnuoTeke BeAyTCS U XPaHITCA:

PEruCTpbl MHAMBUIYAIBHOIO M CyMMAapHOTr'o yyeTa JOKyMEHTOB OubaroTeyHoro (onna:
PEruCTpallMOHHbIC KHUTH;

WHBEHTapHbIC KHUTH;

KHUTH CYMMAapHOT'0 Y4eTa;

YUETHBIN KaTajor;

TonorpaduyecKue ONucU 1 KaTaJlorH;

JKYpHaJ BbIIA4X 3JICKTPOHHBIX HOCUTENEH;

JKYpHaJ PETUCTPALIUH NI0JIb30BATENICH KOMIBIOTEPHOTO 3aJ1a;

AKThI O CIIMCAHUH UCKIIIOYEHHBIX 00BEKTOB OMOIMOTEeYHOTO (POoHIa;

YUYETHbIE NOKYMEHTHI, MOATBEP)KIAIOLINE IOCTYIJICHUE JOKYMEHTOB B OMOIMOTEdHBIH (HOHT
(HakIagHBIC, aKTHI O MIPUEME, aKThI CIAUYU-TIPUEMKN);

®  aKTHI O pe3yJIbTaTax MPOBEACHUS MPOBEPKH HATUYHUS JOKYMEHTOB OMOIMoTewHoro GoHa.



