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ITosoxenune o GuGIHOTEKE 06PA30OBATENLHOM OPraHH3aAUH
1. O6mue monoxeHUs

1.1. Hacrosimee mosioXeHHE pErTaMEHTHPYET IEATENBHOCTh OUOTHOTEKH 06pa30BaTEIbHOM
OpraHU3aIny.

1.2. Hacrosmee mnonoxeHne paspaGoTaHO B COOTBETCTBHM C DemepalbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 obpazoBanmu B Poccuiickolt ®enepamum», mpukazom Mumdusa
Poccrn ot 30.03.2015 Ne 521 «O6 yrBepskaeHnH GOpM MEPBHYHBIX YYETHBIX IOKYMEHTOB U
PETHCTPOB  OYyXranTepCKOro ydera, IPHMEHSEMbIX OpraHaMH TIOCYIapCTBEHHOM BIACTH
(TOCYIapCTBEHHBIME OpraHaMH), OpraHaMH MECTHOTO CaMOYIIPABJIEHHs, OpraHaMy YIIPaBJICHHS
TOCYIapCTBEHHBIME  BHEOIO/DKETHBIMA ~ (DOHJAMH, TOCYHApCTBEHHBIME (MyHHIIUIIATHHBIMK)
YIPEKACHUAMH, U METONNYeCKUX yKazaHUil MO X HMPHUMEHEHHIO)», MPHKA30M MUHKYIBTYpEI
Poccuy ot 08.10.2012 Ne 1077 «O6 yTBepxaenun [lopsaka ydera JOKYMEHTOB, BXOLSIIUX B
cocras 6ubnuoreunoro Gouma», muckMoM MuHo6pasoBarus Poccuu ot 23.03.2004 Ne 14-51-
70/13 «O TlpumepHOM TIONOXEHHH O OHOIMOTEKE OOIEOGPA30BATEIBHOIO YUPEKIACHUSIY,
nuceMoM Munncrepersa npocsemenns CCCP ot 14.05.1975 Ne 28-M «O BBeIeHHH THIIOBOTO
IIOJIOXKEHHS O IIKOJIBHON OHOIHOTEKEY. =
1.3. bubnvorexa sABIAETCS CTPYKTYPHBIM MOIpa3jeleHHeM 00Pa30BaTeNbHOMN OpraHu3alluH,
YJaCTBYIOIEM B y4eOHO-BOCIHTATENLHOM IIPOLIECCE B LENSIX 0OECIIEUeHHs IpaBa YYaCTHUKOB
00pa30BaTeIPHOTO IIpollecca Ha OECIIATHOE IIOJIB30BAHUE On0IMOTeUHO-UH(DOPMAIIHOHHBIMHU
pecypcamu.

1.4. Ilopsinok monb30BaHUs MCTOYHUKAMY HH(OPMAIHH, IIEPEUeHb OCHOBHBIX YCIYT ¥ yCIIOBHUS
UX TIPEOCTABIICHUS ONpPEICISIOTCS HACTOSIIMM IIOJIOKEHHEM O OUOIMOTEKE M IPaBHIIAMU
T0JB30BaHMs OMOIUOTEKOH, YTBEPKACHHBIME PYKOBOIUTENEM 06Pa30BaTeIbHOMN OpraHu3aIyy.

1.5. Opranusanus oGCITy)KHBaHWsS yYIaCTHHKOB 06PA30BATEIBHOIO IpoIiecca IIPOU3BOAUTCS B
COOTBETCTBHH C MPABHJIAMH TEXHHKH OC30IIACHOCTH H IHPOTHBONOXAPHBIME, CAHHTAPHO-
THTHEHUYECKUMU TPeOOBAHUIMH.

2. Henn, 3axaun, pyHkuuu 6H6.1M0TeKH




2.1. OcHOBHBIMH LETIAMH U 3a1a49aMy OHOIHOTEKH 00pa3oBaTebHON OPraHu3aliHy SIBISIOTCS:

obecrieyeHne y4YaCTHHKOB 00pa3oBaTENBHOIO IpoIecca JOCTYINOM K HHGMOpMAILHH,
3HAHUAM, UOCSIM, KyJIbTYPHBIM LIEHHOCTSAM IIOCPEACTBOM HCIOJIB30BaHUS OMOIHOTEUHO-
MHPOPMAIHOHHBIX PECYPCOB 00pa30BaTeNbHOM OPraHU3aliy Ha Pa3IMYHBIX HOCHTEIX:
OymaxXHOM (KHIKHBIM QOHZ, (OHI IEPHOIUYECKIX H3/IaHUH); MAarHUTHOM ((QOHI ayaro-
U BuzjeokacceT); nuppoBoM (CD-muCKH); KOMMYHHKATHBHOM (KOMIIBIOTEPHEIE CETH) U
HHBIX HOCUTEJISIX;

NPUBJICYCHUE YYAIIUXCS K CHCTEMaTHYECKOMY YTCHHUIO Y4eOHOM, XyI0XKEeCTBEHHOM,
Hay4HO-IIOIYJISIPHON JINTEPaTyPH;

OpraHu3alys YTEHHS B LEJSIX YCIEITHOTO M3yYEeHHS YYAIUMHUCS YUeOHBIX IPEIMETOB,
JIy4IIEro YCBOECHHUS 0011e00pa30BaTeIbHBIX IPOTPaMM;

COMICWCTBUE PA3BUTHUIO II03HABATEIBHBIX HHTEPECOB U CIIOCOOHOCTEN YUAIIIXCH;
o0y4ueHre 0OCHOBaM OUOIHOTeUHO-0nbIIOrpaduUecKol PaMOTHOCTH;

COICHCTBHE IENAaroru4ecKMM paOOTHHKaM B MHOAOOpPEe HAy4YHO-METOAUYECKOH
JIUTEPATyPbL, HHYOPMHAPOBAHKE O HOBBIX IIOCTYILUICHUSX B OUOIMOTEUHBIN (OHT;
COBEPIICHCTBOBAHKUE IPEIOCTABISAEMBIX OHONMOTEKON YCIyr Ha OCHOBE BHEIPEHHS
HOBBIX ~ HHQOPMALMOHHBIX  TEXHONOTHMH W  KOMILIOTEpU3AIMH  OHOIHOTEUHO-
MH(OPMAIMOHHEIX IPOIECCOB, HOPMUPOBAHIE KOM(DOPTHOM GUOIHOTETHOM CPEIEL.

2.2. bubnroTeKa BBIIOIHSET CAEAyIOMmUe (yHKIHH:

2.2.1. ®opmupyer ¢onn OHOMMOTEYHO-HHOOPMALMOHHBIX PECYPCOB 06PA30BATENBHOM
OpraHU3aIliH:

KOMIUICKTYeT ~YHHBEPCANbHBIA (OHI y4eOHBIMH, XYHOXKECTBEHHBIMH, HAyYHEIMH,
CIPaBOYHBIMH, IICHArOTHYECKMMH H  HAYYHO-TIOIYJISPHBIMH JOKYMEHTaMH Ha
TPaJIUIIHOHHBIX U HETPAJAUIMOHHBIX HOCUTEISIX HHGOPMAI[UH;

nonojHsAeT GoHa MHGOPMAMOHHEIMA pecypcamu cetr VHTepHeT, 6a3aMu U OaHKaMH
JAHHBIX APYTUX OpTaHU3aIIMIA;

aKKyMyJaupyeT (OHI OOKyMEHTOB, CO3IaBaeMbIX B 00pa30BaTENbHOM OpraHM3alyH
(myGnukamuid u paGoT MmenaroroB 06pPa30BaTETbHOM OpraHW3AlMH, NydIINX HAyIHBIX
paboT U pehepaToB yUanuxcs u ap.);

OCYILIECTBIISCT Pa3sMEIIEHHE, OPraHU3aLUI0 U COXPAHHOCTh JOKYMEHTOB.

2.2.2. Co3paer HHGOPMAIIMOHHYIO IPOLYKIIHIO:

OCYLIECTBIISCT aHAIUTHKO-CHHTETHYECKYIO ITepepaboTKy HH(POPMAIIHHT;

OpraHM3yeT M BEICT CIpaBOYHO-OMOImMorpaduyecKkuil anmapar: Karauord (andaBuTHEIA,
CHCTEMATHYECKHH), KapTOTEKH (CHCTEMATHYECKYI0 KApTOTEKy CTaTel, TeMaTHdecKue
KapTOTEKH), OSJIEKTPOHHBIA Karamor, 6assl MaHHBIX [0 TPOQHII0 06pa3oBaTENBHON
OpraHu3alIliy; o

paspabarbiBaeT peKOMeHaTeNbHble Oubauorpadudeckue mocobus (CIUCKH, 0630pHL,
yKas3aTenau | T.I1.). :

243, OcymecTBiser I pepeHnupPOBaHHOE OuOIMOTEeUHO-UH(OPMAIIMOHHOE
00CITy)KUBaHHE yUaIHXCS:

IPENOCTaBIAET HHPOPMALMOHHBIE PECYPCHI Ha PA3IMYHBIX HOCHTEIIX,

OpraHusyer oOy4eHHE HaBBIKAM HE3aBHCHMOIO OMONHOTEYHOrO IONB30BATENS U
IOTpeOHTENST HHPOPMALMHY, COACHCTBYET WHTETPAalldM KOMILIEKCAa 3HAHMIA, YMEHAA U
HaBBIKOB pa0bOTBI ¢ KHUTOH U HHpOpMaIUeH;

OKa3bIBaeT HHPOPMAIMOHHYIO IOANEPIKKY B DEIICHUH 38124, BO3HUKAIONINX B IIPOIECCE
y4eOHOH, caM006pa30BaTENbHOM U HOCYTOBOM NEATENLHOCTH YUAIHXCSE;

OpraHM3yeT MAacCOBBIC MEpPONpPHUATHS, OPHEHTHPOBAHHBIE HA pasBUTHE oOWeH u
YHUTATEIbCKON KYIbTYPHI IHUYHOCTH;



e cojelicTByeT memarorndeckuM paboTHHKaM B OpraHu3anuu o0pa3oBaTebHOTO Mpolecca
U jgocyra ywamuxcs (mpocMoTp Buaeo¢unbmoB, CD-IHCKOB, INpe3eHTAINH
Pa3BUBAIOMINX KOMIIBIOTEPHBIX UTD).

2.24. OcymecTBisieT mudepeHIPOBaHHOE O6uboTeYHO-HH(POPMAITOHHOE

o0citykKMBaHUe I1eJarOTHYeCKuX pabOTHUKOB:

® BBIIBISIET MH()OPMAIUOHHBIE MOTPEOHOCTH W YIOBJIETBOPSET 3aIPOCHI, CBI3aHHBIE C
oOydJeHreM, BOCIIUTAHUEM yUaITuXCs;

® BBRIIBISET HH()OPMAIMOHHBIE IMOTPEOHOCTH M YIOBIETBOPSET 3alpochkl B 00acTH
[IeJarOrNYECKUX UHHOBAIUY U HOBBIX TEXHOJIOTU;

® CoJeHCTBYeT npodeccruoHaNbHOM KOMIIETEHIIUH [I€JJar 0T OB, MOBBIIICHUIO
KBaTH(DUKAITIH, TPOBEICHUIO aTTECTAIIUH;

® OCYLIECTBISET Tekyllee uWHpopMupoBaHWe (mHE wWHGOpPMAIMK, O0030pEI HOBBIX
MOCTYIUICHUN U ITyOJIIKaIni);

® CIIOCOOCTBYET NPOBENCHUIO 3aHATHH IO (OPMHPOBAHUIO HHPOPMAIUOHHOM KYIBTYPHI
ydamumxcs; sBisgercs 0a3off s MpOBENCHHUS MPAKTHYECKUX 3aHATHM 1Mo pabore ¢
HHGOPMAIIMOHHBIMHU PECYPCaMHU.

2.2.5, OcymecTBisieT nuddepeHnrpoBaHHOE 6uboTeuyHO-MHYOPMAITHOHHOE

o0ciIy’)KUBaHNE POIUTENeH (3aKOHHBIX IIPEICTABUTENEH) YUaIIXCS:

® YIOBJIETBOPSET 3alpOCHl IOJb30BaTeled U MHOOPMHUPYET O HOBBIX IMOCTYIUICHHSX B
OubINOTEKY;

® KOHCYJNBTHPYET IIO BOIpOCaM OpraHM3alldd CEeMEWHOTO YTEHHS, 3HAKOMHUT C
uHbopManuell o BOCIUTAHUIO IETEH;

® KOHCYJBTHPYET II0 BOIpocaM yueOHBIX U3IaHUH IS yJIalIaxCs.

3. Opranu3anusi 1eATeJLHOCTH ONOIHOTEKH

3.1. OOmee pyKOBOACTBO JESATENBPHOCTBIO OHONHOTEKH OCYINECTBISIET PYKOBOIMUTEID
00pazoBaTenbHON OpraHu3aIiH.

3.2. PyxoBoumcTBO OMOIHOTEKOH OCYIIECTBISET 3aBenyroluii OWOMHOTeKOH (nedacoez-

bubruomexape, 6ubIUOMEKAPL), KOTOPHIM HA3HAYACTCS PYKOBOTHUTENIEM 00pa3oBaTENbHOM
OpTaHM3aIlny.

3.3. 3asemyromuii = OGuOnuotexoit  (nedacoe-bubnuomexkapv,  OUGLUOMEKAPL) — HECET
OTBETCTBEHHOCTh B IIPENENax CBOEH KOMIICTEHIIMM 32 OpPraHW3allMI0O K pPe3yJIbTaThl
JEeATeIbHOCTH OUOIHOTEKH B COOTBETCTBHHY C (PYHKIIMOHAIBHBIME O0S3aHHOCTIAMM.
3.4. 3asenmyromuii OubnauoTekolt (nedaeoez-6ubruomexape, 6ubnuomexkaps) paspabarTbIBacT H
IPEACTAaBIIET PYKOBOJUTENIO O0Opa30BaTENbHOM OpraHW3aldd Ha YTBEPXKICHHE CIIEIYIOIINE
JIOKYMEHTEL:

® TI0JOXEHHE 0 OMOIMoTeKe, IpaBuia MOJL30BaHUS OMOINOTEKOM];

® CTPYKTypy H INTaTHOE paclucaHue OHOIMOTEKH, KOTOPHIE pa3palaThiBAaIOTCSA Ha OCHOBE
00BeMOB pPadoT; ‘

® IIOJIOXKEHHUE O IUIATHBIX yCIyrax OHOIHOTEKH;
® IUIAHOBO-OTYETHYIO JOKYMEHTAIIHIO,
® TEXHOJOTHYECKYIO TOKYMEHTALUIO.

3.5. CtpykTypy OHOMHOTEKH COCTABIISAIOT:
e a0OHEMEHT;
YUTAJIbHBIN 34T,
OTZEeN y4eOHUKOB;
oTzen nH(GOPMaHOHHO-OUOIHOrpaduIecKol paboTEL;

GOHI ¥ CHENUMATM3UPOBAHHBIA 3al paboTHl ¢ MyJIbTHMEAUMHBIME M  CETEBBIMH
JOKYMEHTaMU;



® BHUICOCTYIUS;
® MHUHHU-U3JATEIHCKUI KOMILIEKC,
e MeauaTeka.
3.6. bubnuoTteuHo-uHGOPMANMOHHOE OOCIYy)XHBaHHE OCYIIECCTBIISIETCS B COOTBETCTBHH C
oporpaMMaMH ¥ IUTaHaMu paboThl OMOMHOTEKH 00pa30BaTENbHOM OpraHW3allMd Ha OCHOBE
Ou6IMOTEeYHO-NH(DOPMAITMOHHBIX PECYPCOB.
3.7. bubnmuoreka BIpaBe MPENOCTABNIATH IUIATHBIE OWOIMOTEUYHO-UHPOPMAIHOHHBIC YCIYTH,
IIEpeYeHb KOTOPHIX OIpeeseTcsl yCTaBOM 00pa30oBaTeIbHON OpraHUu3allky.
3.8. bubnuoTeka oOecreynBaeTCs:
® KOMIIEKTOBaHHEM OUOINOTEYHO-MH(DOPMAIIMOHHBIX PECYPCOB;
e HEOOXOAUMBIMHU CIy>KEOHBIMH M NPOH3BOJCTBEHHBIMH MOMEIICHHUSIMUA B COOTBETCTBHHU
CO CTPYKTypo# OHOIMOTEKM U HOpPMAaTHBaMH II0 TEXHHUKE 0OE30IaCHOCTH SKCILTyaTaI[Hu
KOMIIBIOTEPOB M B COOTBETCTBUU C IOJOXECHUSMHU CAHUTAPHBIX MPABHJI U HOPMATHBOB,
00ecTeunBaOIUMHU COXPAaHHOCTh KHHT;

® COBpEMEHHOU 3NIEKTPOHHO-BBUUCIUTEIEHOM, TeJIEeKOMMYHHUKAIHOHHON U
KONMPOBAJIbHO-MHOXKUTEIBPHOM ~ TEXHHKOM ¥  HEOOXOOWMBIMH  NPOTPaMMHBIMH
IPOIYKTaMH.

3.9. OTBETCTBEHHOCTh 3@ CHCTEMAaTHYHOCTh M KA4eCTBO KOMILICKTOBAHUS OCHOBHOIO (OHIA
OuOIMOTEKH, KOMIIIEKTOBaHHE y4eOHOro (OHIA B COOTBETCTBUY C (peACPaTbHBIMU MEPEUHIMU
y4eOHHKOB M Y4eOHO-METOIAWYECKHX W3IaHWH, CO3aHHe HEOOXOIUMBIX YCIOBHM IS
NEATENFHOCTH  OMONMOTEKM HeceT pYKOBOJWTENs 00pa3oBaTebHONM OpraHM3aldd B
COOTBETCTBHH C YCTaBOM 00Pa30BaTEIbHON OpraHU3aIlnH.
3.10. PexuM paboTel OHONHOTEKH OIpEnensIeTcs 3aBeAyIOIUM OHOIHOTEKON (nedazozom-
bubnruomexapem, bubiuomexapem) B COOTBETCTBHH C IIPaBHJIAMH BHYTPEHHETO DPaCIOpsIKa
obpazoBarenbHOM  opraHm3anuu. Ilpu ompemeneHuu  pexxuma paboTel  OHOIHOTEKH
IpeayCcMaTpUBaETCs BBIICIICHHUE:
® JBYyX 4YacOB DPab0O4Yero BPEMEHU €)KEIHEBHO Ha BBINOJHEHHE BHYTPHOHOIMOTEUHOMN
paboTsI;
® OJHOIO pa3za B MECSI] — CAHUTAPHOTO JHS, B KOTOPBIN 0OCTy)KHBaHHE ITOJIb30BATEICH He
TIPOM3BOIUTCS;
® - HE MEHee OJTHOTO pa3a B MECSII — METOHUECKOTO JTHS.

4. Yder nocTynJjieHHsl H BHIOBITHS JOKYMEHTOB OHOIHOTEYHOro (poHIA

4.1. CBeneHus O BKIIOYAEMBIX B OWOMHOTeuHBIM (GOHI MOKYMEHTaX (UKCHUDPYIOTCS B KHUIE
CyMMapHOro y4eTa 6ubanoTeunoro Gonma (1ucmer cymmaprozo yyema 6ubruomeyHozo Gonoa,
JICYPHAT). '

4.2, CymMapHBIH y4eT MOCTYIICHHS SJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB BENETCS B
9JIEKTPOHHOM pEECTpe. ;|
4.3. JIOKyMEHTBI, HOATOTOBJICHHbIE K IIpHEMy B OHONHOTEYHBIH (OHMI, NOABEPraIOTCS
NEPBUYHOM 00paboTKe M HHAUBUIYaIbHOMY YUETY.

4.4, VanvBuOyanbHBIA yd9eT ITOKYMEHTOB OCYIIECTBISIETCS IIYTEM IPMCBOCHHS KaXKIOMY
OK3EMIUIIPY  JOKYMEHTAa  PErHCTPallUOHHOTO HOMEpa, MHOTO 3HAaKa B  KA4ecTBE
PETUCTPAIIOHHOTO HOMepa (CHCTEMHOIO HOMepa KOMIBIOTEPHOM MPOTpaMMbl, IITPUX-KONA U
Ipyrux). VIHIMBHIyanbHBIA HOMEp 3aKpeIuIieTcs 3a MOKYMEHTOM Ha BCE BpeMs €ero
HaxoXneHus B (oHme OubmmoTekn. PerucTpalMoHHBIC HOMEpa WCKIIOYEHHBIX H3 (oHIA
JOKYMEHTOB HE IIPUCBAUBAIOTCS BHOBD MPUHATHIM JOKYMEHTAM.

4.5. PerucTpanmoHHBIE HOMEpa IIPOCTABISIOTCS HEMOCPEACTBEHHO HA JOKYMEHTaX W
OTPaXKAFOTCS B PETUCTPE MHAMBUIYAIBHOIO yYeTa JOKYMEHTOB, IPHHATOM B OHOIHOTEKE.

4.6. B permcTp BIHCHIBAIOTCS IAHHBIE O KaXIOM JOKYMEHTe: JaTa 3allliCH B DETHCTe,
PETHCTPAIIIOHHBIM HOMEp, KpaTkoe OuOnuorpaduueckoe OmHCaHHE HOKyMeHTa (aBTop,
3arjiaBye, TOM, YacTh, BBITYCK, MECTO U T'OJ H3/IaHHUS), [IEHa JOKYMEHTA.



4.7. nquBUyanbHEI ydeT NePUOAMYECKHUX M3IAHUM BEAETCS B PETHCTPAI[OHHON KApTOTEKE
NEPUONVYECKUX M3NAHMM, IpEeIHA3sHAUYCHHOM M ydyeTa KakKIOro HAa3BaHHS H KaXkIOro
9K3EMILIAPA (6 asmomamuzuposantoti 6aze OAHHbIX).

4.8. JloxymeHTEI, BKIIO4YaeMble B (GOHI OMOMMOTEKH, MapKupyroTcs. [Ipd 3ToM MOryT OBITH
HCIIOJIb30BaHEI IITEMIIENIH, KHUKHBIE 3HAKU, HHIUBUAYATIbHbIE IITPIXOBEIC KOIBI, IPYTHE BUIBI
MapKHPOBKH.

4.9. Ha noxyMeHTax, SBISIONIMXCS IPHIOKEHHEM K OCHOBHOMY HOCHTEIIO U €r0 HEOTHEMIIEMOM
YaCThIO, IPOCTABJIAIOTCS T€ K€ PEKBU3UTHL, UTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha mnpuHATBIX HEPBUYHBIX YYSTHBIX JOKYMEHTaX IPOM3BOJUTICS  3aIUCh,
HOATBEPXKJAIOIIAs, YTO IIOCTYNHBIINME JOKYMEHTHI IPHHSATEI B OMOMHOTEYHBIH (OHI Kak B
00BEKT 0cO00 IIEHHOTO MABI)KAMOTO HMYINECTBA HIH KaK B OOLEKT HHOIO IBHIKAMOIO
UMYIIECTBA.

4.11. Ileppuunble y4eTHbIE JOKYMEHTHI, IIOATBEPXKIAtOmuUe BHakT MOCTYILIEHHS, IIEPENAOTCS B
OyXranTepuro Iy BKIIOYEHHS B y4eT OUONHOTEUHOTo (OoHIA.

4.12. JlokyMeHTEI BBIOBIBAIOT M3 OHONMHOTEYHOro (hOHIA B CBSI3U C (DU3MUYECKOH YTPaTOH MM
YaCTHYHOH MO0 IOJTHOM yTpaTod HOTPEOUTENBCKUX CBOUCTB. BBIOBIBAIONIME NOKYMEHTHI
HCKIIIOYAIOTCA U3 OMOIMOTeYHOro ()OHIA U CIIMCHIBAIOTCS.

4.13. BriObITHE NOKyMEHTOB U3 OubmMoTedHOro (GoHAa O(GOPMILETCS AKTOM O CIIUCAHHH
HCKITFOYEHHBIX 00beKTOB OnbnmuoTeunoro ¢orna no dopme 0504144 (nasnee — axT 0 CIHCAHHH),
YTBEpKAEeHHOH mprka3zoM Munduna Poccun ot 30.03.2015 Ne 52m.

4.14. K akTy 0 criMCaHMH IPUIIAraeTcs CIHCOK Ha HCKIIOUYeHHe 00beKTOB OGubmmoTeunoro Gonna
(mamee — CIOMCOK), KOTOPHI BKIIFOYACT CICAYIOIINE CBEICHWS: DPETHCTPAllMOHHEIA HOMEp H
mudp XpaHeHHs NOKyMEHTa, KpaTKoe Oubimorpadmyeckoe ONWCaHHE, LEHY IOKYMEHTa,
3aQUKCHPOBaHHYIO B PETHCTPE HHIUBHUAYAIBHOTO Yy4yeTa JOKYMEHTOB, KO3(OHUIHEHT
IIEPEOICHKH, IICHY IIOCIIE IIEPEOLIEHKH U OOIIYI0 CTOMMOCTE UCKITFOUAEMBIX TOKYMEHTOB.

4.15. Jlnd medaTHBIX JOOKYMEHTOB BPEMEHHOTO XPAHEHHsS IONYCKAeTCs 3aMeHa CIIHCKa
KHIDKHBIME (DOPMYJISIpaMHu.

4.16. Jlns 1OKyMEHTOB, 00pabOTaHHBIX TPYIIIOBBIM (YIIPOINEHHEIM) CIOCO60M, BMECTO CIIMCKA
JAcTCs IIEPEYEHDb PErUCTPALlMOHHBIX HOMEPOB, BU UCKITIOUAEMBIX H3JAHMM, UX KOJIHYECTBO.
4.17. K akTy O cOMCaHMM IO INIPHYMHE YTPATBl W CIHCKY IPHIATAlOTCS JOKYMEHTHI,
IOATBEPKIAIOIIME yTpaTy (HOSCHUTENbHAs 3alliCKa, B Cilyyae KpakH WM XHINCHHS —
IPOTOKOJ, aKT, 3aK/IIOYEHHE YIIOJHOMOYEHHBIX OpPraHOB, IPH BO3MEINCHHWH ymiepda —
(GUHAHCOBBIN JOKYMEHT O BO3MEIIEHUH yiepOa).

4.18. Tlocme 3aBepHIeHMs MEpPONPHATHI, MIPEAYCMOTPEHHBIX aKTOM O CIIHCAHHH, NepBHIl
9K3EMIUISIp aKTa O CIHCAaHHH CO CIIMCKOM M JOKYMEHTOM, ITOATBEP)KIAIOIIHAM BEIOEITHE,
nepenaeTcs B OyXranTepuio, BTOPO SK3EMIUISIP OCTAeTCs B OUOIMOTEKE.

S. Ilposepka HaIM4IHsA JOKYMEHTOB OHOOTEYHOTO (hoHIA

5.1. TlpoBepka Hanmuums MNOKyMeHTOB OuOmuoTedHoro ¢ouma (mamee — mposepka (oHZA)
IPOMU3BOJUTCS B 00S3aTEIEHOM ITOPSIIKE:
® IIpY BBLIBJICHUM (DAKTOB XHUIIEHHS, 3JI0YIOTPEOIECHNS WK IOPYH JOKYMEHTOB;

® B CIy4ae CTUXUHUHOrO OE€NCTBHS, II0XKAapa MM IPYTHX YPE3BbIMAWHBIX CHTYaIWi,
BBI3BAHHBIX SKCTPEMATHHBIMU YCIIOBUIMH;

® IIpX PEOPraHM3aLNY WU JTUKBUIANNN OUOIHOTEKH.
52. llpu BbIMBIEHMH B TIpOIeCCe IPOBEPKH (OHAA OTCYTCTBYIONIHX IOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJIEHHS BHHOBHBIX JIMIl YOBITKM IIO HENOCTa4aM CIHUCHIBAIOTCS B
COOTBETCTBHH C JICHCTBYIOIIUM 3aKOHOIATEIHCTBOM.

6. le1onpou3BOACTBO



6.1. Opraanzanus paboThl ¢ JOKYMEHTaMH 10 y4eTy GUOIMOTEYHOro (POHIA OCYIIECTBISETCS 110
IIpaBHUJIaM BEICHUS AEIOMPON3BOICTBA.
6.2. B OubnuoTrexe BEIyTCS U XPaHITCS:

PETUCTPHI HHAMBHUIYaIbHOIO ¥ CyMMapHOI'0 y4eTa JOKYMEHTOB 6ubnuoTedHoro Gouma:
PEruCTpalliOHHbIE KHUTH;

MHBEHTapHbIC KHUTH;

KHUTY CYMMAapHOI'O y4eTa;

YYETHBIN KaTaJjor;

TONIOTpa(pUECKUE OMUCH U KaTaJIOTH,

JKYypHAJI BBIA4X 3JIEKTPOHHBIX HOCUTEJIEH;

JKypHAJI PETUCTPAIlMHU [T0JIH30BaTENIe KOMIBIOTEPHOTO 3aja;

aKTBI O CIIHCAHMHU MCKIIOUYEHHBIX 00BEKTOB OHOIHOTEUHOTO OHIA;

YYCTHBIC JOKYMEHTEI, IOATBEPXKAAIOIINE IIOCTYIUIEHUE NOKYMEHTOB B OHMOJIHOTCYHBIM
GoHI (HakIagHbIe, aKTHI O IIPUEME, aKThI CAAUH-TIPUEMKH);

aKThl O pe3yJbTarax IPOBEACHHUSA IPOBEPKU HAIUYUS JOKYMEHTOB OHMOJHOTEYHOTO
¢doHIa.



