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[Honoxenne o 6ubAMOTEKE 00pa3oBaTeJIbHONH OPraHu3aluH

1. O0mue MoJI0KeHus

1.1. Hacrosiimee mOJIOKEHHE pErIaMEeHTHPYET ACATEIbHOCTh OuOImoTeku oOpa3oBaTe/IbHOM
OpraHH3alluy.

1.2. Hacrosimee mnoyioxkeHue pa3paboTaHo B cooTBeTcTBHU ¢ DenepanbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 ob6paszoBanuu B Poccumiickoit ®Penepanuun», npukazom Munduna
Poccun ot 30.03.2015 Ne 52 «OG6 yrBep))aeHUH (POpM NEPBHUYHBIX YYETHBIX AOKYMEHTOB H
PErHCTPOB OyXrajJTepcKoro ydera, INPHUMEHSEMBIX OpraHaMd TIOCYJIapCTBEHHOM BIIACTH
(rocyapcTBEHHBIMH OpraHaMH), OpraHaMH MECTHOTO CaMOYIIPaBJICHMs, OpraHaMM YIPaBJICHUS
roCy/IapCTBEHHBIMH BHEOIO/DKETHBIMH (OHIAMH, TOCYAAPCTBEHHBIMH (MYHHIUIIATEHBIMH)
yUpEeXIACHUIMU, B METOAMYECKUX yKa3aHHH 10 UX NMPUMEHEHHUIOY», NPUKa3oM MUHKYJIBTYPBI
Poccun ot 08.10.2012 Ne 1077 «O6 yrBepxaenuu [lopsiaka ydera JOKYMEHTOB, BXOJSIIUX B
coctaB 6uGmoredHoro Gougay, maickMoM MuHoOpazoBanus Poccun ot 23.03.2004 Ne 14-51-
70/13 «O TIpuMepHOM TMOJIOKEHHH O OubIMoTEKe 00Imeo6pa3oBaTeIbHOIO YUYPEKIACHUI),
nucbMoM MunucrepcrBa npocsemmenuss CCCP ot 14.05.1975 Ne 28-M «O BBeieHUH THIIOBOTO
IIOJIOXKEHHUS O MIKOJIbHOM OHOIHOTEKEY.

1.3. bubnuoreka sBJISETCS CTPYKTYPHBIM IIOApa3eleHHeM o0pa30BaTeIbHOM OpraHU3alluH,
YUYaCTBYIOIIUM B y4eOHO-BOCIIUTATEIHHOM IIPOLIECCE B LEIAX 00eCledYeHus NpaBa y4acTHHKOB
06pa30BaTeIbHOrO Tpolecca Ha OecIuiaTHOe IOJIb30BaHHE OHOMMOTEUHO-UH(DOPMAIMOHHBIMH

pecypcamH.

1.4. TTopsiIOK MOJIB30BaHUSI HCTOYHUKAMU HH(POpMAIIMH, IIepeYeHb OCHOBHBIX YCIIYT M yCIIOBHS
UX MPEJOCTABICHUS ONPEIENSIOTCS HACTOSIIMM IOJOKEHHEM O OHOIMOTEKE M MpaBUIAMU
[0JIb30BAaHMs OMOIMOTEKOM, YTBEPIKICHHBIMHE PYKOBOAUTEIEM 00pa30BaTEIbHOM OpraHUu3alluu.
1.5. Opranusanus oOCIy)KMBaHHS yYaCTHHKOB 0OOpa30oBaTeJIbHOrO Ipoliecca MPOU3BOAUTCS B
COOTBETCTBHH C IpaBHJIaMH TEXHHKH O€30MaCHOCTH M IIPOTHBOIIOKapHBIMH, CaHHUTapHO-
IETHEHAYECKUMH TPeOOBaHUSIMH. g




2. lenu, 3axa4u, GyHKIUUA OUOJTHOTEKH

2.1. OCHOBHBIMH OejIsIMU U 3aga4aMu OMOINOTEKH O6paSOBaTeHbHOﬁ OpraHu3anuu sABJIAIOTCA:

o0ecrieyeHrne y4acTHUKOB 00pa3oBaTeIbHOTO IpoIiecca JOCTYIOM K HH(POPMALIUK, 3HAHUSM, UACIM,
KYJIbTYPHBIM LIEHHOCTSIM TIOCPEJICTBOM HCIOJIB30BaHUs OMOIMOTEYHO-HH(DOPMAIIMOHHBIX PECYpPCOB
00pa3oBaTeNbHONM OpPraHM3alMK HA PA3JIUYHBIX HOCHUTENAX: OyMakHOM (KHIKHBIH (oHI, (OHT
MePUONYCCKUX H3JaHui); MarHUTHOM (doHa ayaumo- u Bumeokaccer); mudposom (CD-auckn);
KOMMYHHKATUBHOM (KOMIIBIOTEPHBIE CETH) M MHBIX HOCHTEIISX;

MPUBJICYCHUE YYANIMXCS K CHUCTEMATHYECKOMY UTCHHIO Y4YEeOHOH, XYyIIOKECTBCHHOH, Hay4dHO-
MOIYJISIPHOM JTUTEPaTyPHI;

OpraHu3alysl YTEHHs B IENAX YCIECUIHOTO M3YyYEHHs YYalIMMHCS Y4EOHBIX MPEIMETOB, JIYUIIETO
YCBOCHHSI 00111e00pa30BaTEIbHBIX IPOTPAMM;

COJICHCTBUE PA3BUTHUIO TIO3HABATEILHBIX HHTEPECOB U CIIOCOOHOCTEH yJaluxcs;

o0y4eHre OCHOBaM OMOIMOTeYHO-OUOIorpadnuecKoil TpaMOTHOCTH;

COJICHCTBUE TIENAarormyeckuM pabOTHHKaM B TOAOOpe HAyYHO-METOAWYECCKON JIMTEPaTypHl,
UH()OPMHUPOBAHKE O HOBBIX MOCTYIUICHUAX B OUOIMOTEUHbIN QOH/;

COBEPIICHCTBOBAHHE TIPEJIOCTABISIEMBIX OHMONMOTEKOH yCIyr Ha OCHOBE BHEAPEHHS HOBBIX
WHGOPMAIIMOHHBIX TEXHOJIOTHI M KOMITBIOTEPU3AIUN OUOIMOTEYHO-MH(POPMAIMOHHBIX POIIECCOB,
(dhopmMupoBanre KOMM)OPTHOIM OMOIMOTEUHOM CPEIBI.

2.2. bubnnoTteka BBIMONHSCT cenyromue GpyHKIum:

2.2.1. ®opmupyet Gona OMOIMOTEIHO-UH(DOPMAIIMOHHBIX PECYPCOB 00pPa30BaATEIBHON OpraHU3alNH:

KOMIUIEKTYET YHUBEpCAIbHbIM (DOHA y4yeOHBIMH, XYI0’KECTBEHHBIMM, HAYYHBIMM, CIPABOUYHBIMH,
[€IarOrMYECKUMHM U Hay4YHO-IOMYJSIPHBIMU JOKYMEHTAaMH Ha TPaJULHOHHBIX U HETPAJUIIMOHHBIX
HOCHUTEIISIX UH(OPMAIIHH;

nomnoyiHAeT (QoHA HMH(GOPMALMOHHBIMU pecypcaMu cetd VHTepHer, 6a3aMu M OaHKaMU JAaHHBIX
JPYTUX OpraHu3aluii;

aKKyMyJupyeT (pOHI JOKYMEHTOB, CO3aBaEMbIX B 00pa30BaTEIbHON OpraHU3auu (MyOJIUKaIui U
paboT negaroroB oOpa3oBaTeIbHON OpraHU3alMM, JIYUIINX HAyYHBIX padoT U pedepaToB ydauuxcs
W JIp.);

OCYILIECTBIISIET pa3MEIEHUE, OPTaHU3ALUIO U COXPAHHOCTh JOKYMEHTOB.

2.2.2. Co3naet nHGOPMAITMOHHYIO MPOAYKIIHIO:

OCYIIIECTBISIET AHATTUTUKO-CUHTETUYECKYIO MepepadoTKy HH(OPMALINH;

OpraHM3yeT U BeAeT CIpaBOYHO-OMONMHMOrpaduyeckuil ammapar: KaTanoru (andaBUTHBIM,
CUCTEeMAaTUYEeCKUI), KapTOTEKH (CUCTEMATHUYECKYI0 KapTOTEKy CTaTel, TeMaTH4eCKHe KapTOTEKH),
AJEKTPOHHBIN KaTanor, 6a3bl JaHHBIX 110 IPOQUII0 00pa30BaTEIbHON OpraHU3aIiY;

paspabarbiBaeT peKOMeHaaTenbHble Oudanorpadguyeckue mocodbus (COUCKU, 0030pbI, yKazaTeau U
T.IL).

2.2.3. Ocymectusger auddepeHIUpoBaHHOE  OUOIMOTEUHO-MHPOPMAIIMOHHOE  00CTy>KHBaHUE
YUaIIAXCS:

MpeIoCTaBIsAeT MH(POPMAITMOHHBIE PECYPCHI HAa PA3IMYHBIX HOCUTEIIAX;

opranusyer oOyueHHe HaBBIKAM HE3aBUCHUMOIO OHOJIMOTEYHOrO I0JIb30BATENsl U MOTpeOuTeNns
uHpOpMaInH, COACHCTBYET UHTETPAlMM KOMIUIEKCA 3HAaHUHM, yMEHUI 1 HaBBIKOB pabOThI C KHUTOW U
uHpopmanuen;

OKa3bIBaeT MH()OPMAIIMOHHYIO MOJACPKKY B PELICHUM 3a]a4, BO3HUKAIOIIUX B Ipolecce yueOHOi,
camMo00pazoBaTeNbHON U JOCYTOBOM IEATEIIEHOCTH YUAIUXCS;

OpraHM3yeT MacCOBbIE MEpOINpPUSATHUS, OPHUEHTUPOBAHHBIE Ha pa3BUTHE OOIIEH M YUTATEIbCKOM
KYJIbTYpPbI JINYHOCTH;

COJICMCTBYET IMeAarornyeckuM pabOTHHKaM B OpraHu3alMyd 0Opa3oBaTe’IbHOTO Ipoliecca U J0cyra



yuamuxcs (mpocmotp BuaeopunbMoB, CD-IHCKOB, Mpe3eHTAMH Pa3BUBAIOIINX KOMIBIOTEPHBIX
urp).

2.2.4.  Ocymectiser auddepeHIUPOBaHHOE  OUOIMOTECYHO-MHPOPMAIIMOHHOE  0OCITy>KUBaHUE

MeJarornyeckux paboTHUKOB:

e BBIABISCT WHPOPMAIMOHHBIE MOTPEOHOCTH U YIOBJIETBOPSIET 3alPOCHI, CBSI3aHHBIC C OOYUYCHHEM,
BOCIUTAHUEM YUaIIUXCS;

® BBIIBIISICT MH(POPMALMOHHBIE MOTPEOHOCTH U YAOBJIETBOPSET 3alPOCHl B OOJIACTH MENArOrH4eCKUX
WHHOBAIIM U HOBBIX TEXHOJIOTHIM;

e cojelcTBYeT MNpPOQeCcCHOHATBHON KOMIETEHIIMM IE€JaroroB, MOBBIIICHUIO KBaJdu(UKaluy,
MIPOBEJICHUIO aTTECTALlNU;

® OCYIIECTBIISICT TeKyiiee uHPopMupoBaHue (AHH WHGOpPMAIMK, O0030pHI HOBBIX MMOCTYIUICHUW H
nyonKanui);

® CIOCOOCTBYET MPOBEACHUIO 3aHATHI MO (OPMHUPOBAHUIO MHPOPMAIIMOHHON KYIBTYPHl yYalIUXCS;
aBigeTcs 0a30il A1 TpOBEICHHsS NPAKTUYECKUX 3aHATHH 1o pabore ¢ HMHPOPMAIMOHHBIMU
pecypcamu.

2.2.5. OcymectBiuser auddepeHIMpoBaHHOE  OMOJIMOTEYHO-UHPOPMAIIMOHHOE  OOCTY)KHBaHHE

poautenei (3aKOHHBIX MPECTABUTEIICH) yUalIXCsl:

®  YIOBJETBOPSET 3aMPOCHI MOJIb30BaTENeH U HH(HOPMHUPYET O HOBBIX MOCTYIICHUSX B OMOINOTEKY;

® KOHCYIBTHUPYET IO BONPOCAM OpraHM3aIlMM CEMEHHOro UTEHUs, 3HAKOMHUT C¢ UHpopManuei Mo
BOCIIUTAHHUIO JICTEH;

® KOHCYIBTUPYET MO BOMpPOCcaM YUeOHBIX U3JIaHUM TS yJalluXcsl.

3. Opranuszanus aesiTeJJbHOCTH OMOJIUOTEKH

3.1. OOmee pyKOBOJACTBO NEATEIBHOCTHIO OMOIMOTEKH OCYIIECTBISIET PYKOBOAWUTENH 00pa30BaTEIbHON
OpraHH3aIlH.
3.2. PykoBOACTBO OHMONIMOTEKON OCYIIECTBISCT 3aBEAYIONIMH OHOMMOTEKON (nedacoz-oubiuomexaps,
bubuomexaps), KOTOPBIM Ha3HAYAETCSI PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHu3aluy.
3.3. 3ameayromuii OHONHOTEKON (nedacoe-Oubruomexapsb, OubIUOMEKAPL) HECET OTBETCTBEHHOCTH B
npejenax cBoe KOMIETEHIMH 32 OPTaHU3aIUI0 M Pe3yIbTaThl JeITeIbHOCTH OMOIMOTEKH B COOTBETCTBUU C
(YHKIIMOHAJIBHBIMU O0S3aHHOCTSIMHU.
3.4. 3aBenyrouuii 6MOAMOTEKON (nEedazoe-6ubnuomexaps, oubaUOomexkapsy) pa3padbaTblBaeT U MPEICTABISAET
PYKOBOJIUTEIIO 00pa30BaTEIbHON OPTaHU3aIMK Ha YTBEPKICHHUE CIIEYIONINe TOKYMEHTHI:

® TMOJIOKEHHE 0 OMOIMOTEeKe, MpaBUIIa MOJIb30BaHUS OUOINOTEKOM;

® CTPYKTYpy M IITaTHOE pacnucaHue OMOIMOTEKH, KOTOpble pa3padaThIBaroTCs Ha OCHOBE OOBEMOB

pa0or;

® T[I0JIOKEHME O IJIATHBIX YCIyrax OMOIMOTEKH;

® TUIAHOBO-OTYETHYIO JOKYMEHTAIIHIO;

® TEXHOJOTHYECKYIO JOKYMEHTAIHIO.

3.5. CTpykTypy OMOIHNOTEKH COCTABISIOT:
e a0OHEMEHT;
YHUTaJbHBIN 31
OTJIeN Y4eOHUKOB;
otaen nH(popMamoHHO-6ubIuorpaduueckoit paboThl;
($OHI U CHeMaTU3UPOBAHHBIN 3a)1 pabOTHI C MYTBTUMEIUWHBIMHA U CETEBBIMU JOKYMEHTAMHU;
BUJICOCTY/IUS;
MUHU-U3JATeNCKUI KOMIUIEKC;
MerareKa.
3.6. bubnuoreyHo-uHPOpPMAIIIOHHOE 00CTYKMBAaHUE OCYIIECTBIISIETCS B COOTBETCTBUU C IpOrpaMMaMi U
IJIaHaMH pabOTHI OMOIMOTEKH 00pa30BaTEbHON OpraHU3aIllii Ha OCHOBE OMOIMOTEYHO-UH(OPMAIIMOHHBIX



pecypcoB.
3.7. bubnmoreka BIpaBe MNPEAOCTABIATH IUIATHBIE OMOJIMOTEYHO-MH(POPMAIMOHHBIE YCIYTH, TEpPEUYCHb

KOTOPBIX ONPENEIIeTCs YCTaBOM 00pa30BaTeIbHON OpraHU3alHy.
3.8. bubnuoreka obecrnieunBaeTcs:
® KOMIUIEKTOBaHHWEM OMOIMOTEUYHO-UH(OPMAIIMOHHBIX PECYPCOB;
® HEOOXOJMMBIMHM CIIY’)KEOHBIMM ¥ IPOU3BOJCTBEHHBIMU IOMEIICHUSIMU B COOTBETCTBUU CO
CTPYKTYpOil OMOIMOTEKN U HOPMAaTUBAMU O TEXHUKE 0€30MaCHOCTH IKCIUTyaTallud KOMITBIOTEPOB U
B COOTBETCTBHUHM C TIOJOKCHUSMH CAaHUTAPHBIX MPaBUJI W HOPMATHUBOB, OOCCIICUHBAIOIIUMHU
COXPAHHOCTh KHWUT
® COBPEMCHHOM  JJIEKTPOHHO-BBIYMCIUTEIIBHOM,  TEIEKOMMYHHMKALIMOHHOM W KONUPOBAJIBHO-
MHOXKHUTEIHHON TEXHUKON ¥ HEOOXOUMBIMH IMPOTPAMMHBIMU TPOTYKTAMHU.
3.9. OTBETCTBEHHOCTh 32 CUCTEMAaTUYHOCTh U KauyeCTBO KOMILUIEKTOBAHUSI OCHOBHOTO (poHIa OHOIMOTEKH,
KOMILIEKTOBaHNE Y4eOHOro ()OHJAa B COOTBETCTBUU C (peepalbHBIMU MEPEUYHAMU YYEOHHKOB M y4eOHO-
METOJIMYECKUX W3/IaHuM, CO3/1aHue HEOOXOAMMBIX YCIOBUM Ui JEATEIbHOCTH OUOIMOTEKH HeceT
PYKOBOJIUTENH 00pa30BaTeIbHON OpraHU3alMy B COOTBETCTBHH C YCTaBOM 00pa30BaTEeIbHON OpraHU3aIHH.
3.10. Pexxum paboThl OMOIMOTEKH ONPEACIISICTCS 3aBSAYIOIIMM OUOINOTEKOH (nedazocom-oubauomexapem,
bubnuomexapem) B COOTBETCTBUH C MPaBUJIAMUA BHYTPEHHETO pacropsika 00pa3oBaTeIbHOW OpraHU3allNH.
[Tpu onpenenenun pexxuMa paboThl OUOIHOTEKU MPETyCMaTPUBAETCS BBIJICICHUE:
® JBYX 4acoB pab0OYero BPEMEHH €KEJHEBHO Ha BBHIITOJHEHHE BHYTPUOMOINOTEYHON paboThI;
e OJIHOTO pa3a B MECSIl — CAHUTAPHOTO [IHS, B KOTOPBIA OOCTy)XKMBaHHE MOJB30BATEICH HE
MIPOU3BOJIUTCS,
e He MEHee OJHOIO pa3a B MECSI] — METOJUYECKOrO JTHSI.

4. Yder nocrymnjieHusi U BbIObITHS JOKYMEHTOB 0u0/1M0Te4HOro onaa

4.1. CeeaeHusi 0 BKJIFOYAEMBIX B OMOMMOTEUHBIH (DOHI JOKYMEHTaX (DUKCHPYIOTCS B KHUTE€ CyMMAapHOTO
ydera OUOIMOTeYHOT0 (DOHIA (1UCmbl CYMMAPHO20 Yuema GubIuomeuno20 hoHoa, HCypHan).

4.2. CymMapHbIil y4yeT TMOCTYIUIEHHMSI JJIEKTPOHHBIX CETEBBIX JIOKAJbHBIX JOKYMEHTOB BEIETCS B
JIEKTPOHHOM PEECTPE.

4.3. IOKyMEeHTBI, IOJrOTOBJICHHBIE K IpUEMY B OMOIMOTEUHBIH (POH/, IOBEPratoTCs IEPBUIHOM 00paboTKe
Y UHIAMBUYAJIbHOMY YUETYy.

4.4, VInnuBUIyaNbHBIM ydeT JOKYMEHTOB OCYILECTBISIETCS IYyTEM IPUCBOCHUS KaXJIOMY HK3EMIUISPY
JOKYMEHTa PEerucTpallMOHHOTO HOMEpa, NHOTO 3HaKa B KaueCTBE PETMCTPALIMOHHOIO HOMeEpa (CHCTEMHOTO
HOMEpa KOMIbIOTEPHOI MPOrpaMMbl, ITPUX-KOAa U Apyrux). MHAMBUAYaNbHBIH HOMEpP 3aKperIsieTcs 3a
JOKYMEHTOM Ha BC€ BpeMs €ro HaxoxJeHus B ¢Qonzne OubGmmoreku. PerucrpannoHHble HOMepa
UCKJIIOYEHHBIX U3 (JOHJA IOKYMEHTOB HE MPUCBANBAIOTCSI BHOBb MIPUHATHIM JTOKYMEHTAM.

4.5. PeructpanlMoHHbIE HOMEpa MPOCTABISIOTCS HEMOCPEACTBEHHO Ha JOKYMEHTaX M OTpaXaroTcs B
perucTpe NHIUBUAYAIbHOIO yUeTa IOKYMEHTOB, IPUHIATOM B OUOIHOTEKE.

4.6. B peructp BOMCHIBAIOTCS JaHHBIE O KXJIOM JOKYMEHTE: JlaTa 3alllMCHU B PETHCTPE, PEerucTpaliMOHHBIN
HOMED, KpaTKkoe Oubimnorpaduieckoe onrcaHue JOKyMeHTa (aBTOp, 3arjaBue, TOM, YacTh, BBIITYCK, MECTO U
roJ U3JaHusl), ieHa JTOKyMEHTA.

4.7. WVHnuBuayanbHBIA y4yeT TMEPUOJUYECKMX U3JaHUI BeNeTCsS B PEruCTPAllMOHHOM KapTOTEKe
HNEePHOIUUCCKUX H3JaHU, MpeJHa3HAYCHHOH IS ydeTa KaKJOro Ha3BaHMS M KaXIoro sk3emiuipa (6
asmomamu3upo8antol baze OaHHbIX).

4.8. JIoKyMeHTHI, BKJIIOUaeMble B (POH]T OMOIMOTEKH, MapKkupytoTcs. [Ipr 3TOM MOTYT OBITH MCIOIB30BAHBI
LITEMIIENH, KHIDKHBIE 3HAKU, MHIWBUTyaJIbHbIE IITPUXOBbIE KOJBI, IPYTHe BUIbI MAPKUPOBKH.

4.9. Ha nokymeHTax, ABIJISIOIUXCS NPUIOKEHUEM K OCHOBHOMY HOCHUTENIO M €r0 HEOTHEMIIEMOM 4acTblo,
MIPOCTABJISIIOTCS T€ K€ PEKBU3UTHL, YTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHATBIX NEPBUYHBIX YYETHBIX JOKYMEHTAX IPOMU3BOAUTCS 3alMCh, MOATBEPXKAAIOIIAs, UYTO
MOCTYIHUBIIME JOKYMEHTBl NMPUHATHI B OMOIMOTEYHBIH (POHJI KaKk B OOBEKT 0COOO LIEHHOTO JIBUKHMOIO
MMYIIECTBA MM KaK B 00BEKT HHOTO JABMKUMOT'O UMYILIECTBA.

4.11. IlepBuuHble Yy4eTHble JOKYMEHTBI, NOJATBEpXKJIAOUMe (aKT TMOCTYIJICHUs, MepelalTcs B



OyXranTepulo JJs BKIIOUEHH B yueT Oubanorednoro (ouna.

4.12. JlokyMeHTBI BBIOBIBAIOT M3 OMOIMOTEHYHOTO (hOHAA B CBSI3U C (PU3WUYECKOW YTpaTOW WM YAaCTUIHOU
mu00 TIONHOW yTpaTol MOTPEOWTENBCKUX CBOWCTB. BBIOBIBAIONINE OKYMEHTHI HCKIIOYAIOTCS U3
6ubaroTeYHOro (POH/A U CIHCHIBAIOTCA.

4.13. BpiObITHE TOKYMEHTOB M3 OuOmmoreynoro (onma odopmisieTcss akTOM O CIHCAHUM HMCKIFOYEHHBIX
o0bekToB OnOmoreyHoro Gouma no hopme 0504144 (nanee — akT O CIUCAHUM), YTBEPKACHHOW MPUKA30M
Munduna Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy 0 CIiMcaHHUM MpHUJIaraeTcs CIUCOK Ha MCKIIIOYeHHE 00BhEKTOB OuOImoTeuHoro GoHaa (maisee —
CIIMCOK), KOTOPBIH BKJIIOYACT CICAYIOIIME CBEACHUS: PErMCTPALMOHHBIA HOMEp W IU(p XpaHEHHUs
JIOKYMEHTa, KpaTkoe Oubnuorpaduyeckoe OMHCAHME, LEHY TOKYMEHTa, 3a(UKCUPOBAHHYIO B PETUCTpE
WH/IMBUYAIILHOTO y4YeTa JOKYMEHTOB, KOA((UIIMEHT MEepEOLEeHKH, LEHY IOCJe IMEPEOLeHKH U OOIIYyIO
CTOMMOCTb HCKIIFOUAaEMBIX JOKYMEHTOB.

4.15. Jlns me4aTHBIX JOKYMEHTOB BPEMEHHOTO XpaHEHHs JOIMYyCKAeTCsl 3aMEHa CIHCKAa KHHKHBIMH
dhopmynspamu.

4.16. [lns MOKyMEHTOB, OOpaOOTaHHBIX TPYMIOBBIM (YIPOIICHHBIM) CIIOCOOOM, BMECTO CIHCKAa JaeTcs
nepeyeHb PerucTpalMOHHBIX HOMEPOB, BUJI UCKIIOYAeMbIX U3aHUN, UX KOJIHUYECTBO.

4.17. K aKkTy O CHUCAaHMU MO NPHUYMHE YTPAThl U CIUCKY MPHIATAIOTCS JOKYMEHTHI, MOATBEPKAAIOIINE
yTpaTy (MOSICHUTENbHAs 3allkMCKa, B Cily4yae KpaXd WM XHIIEHUS —  IPOTOKOJ, AaKT, 3aKIIOUEHHUE
YIIOJTHOMOYEHHBIX OPTaHOB, IIPY BO3MEUICHNH yIepOa — GUHAHCOBBINA JOKYMEHT O BO3MEIICHUH yIIepOa).
4.18. Ilocne 3aBepuIeHHs] MEPOIIPHUATHH, TPETYCMOTPEHHBIX aKTOM O CIUCAHHH, IEPBBIN SK3EMIUISIP aKTa O
CIIMCAaHUM CO CIIUCKOM M JIOKYMEHTOM, IOATBEPKIAIOIINM BBIOBITHE, TIEPEaeTCsi B OYXTaJITePHIO, BTOPO
AK3EMILISAP OCTAeTCs B OMOINOTEKE.

5. IIpoBepka HATHYUSA JOKYMEHTOB 0H0JIMOTEYHOro hoHAA

5.1. IlpoBepka HaaMuusg HOKYMEHTOB OuOnuoTeuHoro Gonaa (nanee — mpoBepka (HoHAA) MPOU3BOIUTCS B
00s13aTeTTLHOM MOPSIJIKE:

® 1IpH BbISBJICHUH (DAKTOB XHUILEHHUSI, 37I0YIIOTPEOICHISI WM MTOPYH JOKYMEHTOB;

e B Cllydae CTUXMHHOTO O€JICTBUS, IMOXKapa WM JPYTUX YPE3BBIYAWHBIX CHTYallMd, BBI3BAHHBIX

IKCTPEMAIILHBIMH YCIIOBUSIMU;

® [IpU peopraHu3aIy WU JUKBUAAINN OUOIHOTEKH.
5.2. Ilpu BbIsBIEHUM B TMpoliecce MPOBEPKH (POHIA OTCYTCTBYIOIIMX JOKYMEHTOB U HEBO3MOXKHOCTH
YCTAHOBJICHUS BHHOBHBIX JIUI] YOBITKH IO HEJAOCTAa4aM CIHCHIBAIOTCS B COOTBETCTBUHU C JICHCTBYIOIIMM
3aKOHOAATETHCTBOM.

6. Jletonpon3BoacTBO

6.1. Opranusanus paboThl ¢ JOKYMEHTaMH IO y4eTy OubInoTeqHoro (oHa OCyLeCTBISETCS 10 IpaBUiIaM
BEJICHUS JICTIONTPON3BO/ICTBA.

6.2. B 6ubnuotexe BeIyTCs U XpaHITCA:

pEerucTpsl UHAMBUAYAIBHOTO M CYMMapHOTO y4yeTa JOKyMEHTOB OMOIMoTeYHOro (hoHaa:
peTUCTpaIOHHbBIE KHHUTH;

WHBEHTapHbBIC KHUTH,

KHHATH CyMMapHOTO y4eTa,

YYETHBIN KaTaJyor;

ToToTrpagUIECKUe OMHICH M KaTaloTH;

’KypHAJI BbIIa4¥ 3JIEKTPOHHBIX HOCHUTENEH;

KYpHaJI pEeTUCTpAIMH MOJIb30BaTeIe KOMIIBIOTEPHOTO 3aJ1a;

aKThI O CIIUCAHUU UCKITIOYEHHBIX 00bEKTOB OMOIMOTEYHOTO (hOH/A;

yUYETHbIE JOKYMEHTHI, IOATBEP)KIAIONIUE MOCTYIUICHHE [TOKYMEHTOB B OMONMOTEYHBINH (HOHJ
(HaKJIagHBIC, aKTHI O TIPUEME, aKThI CIAYU-TIPUEMKH );



® aKTHI O pe3yJbTaTax MPOBEICHUS MPOBEPKU HATHYHUS TOKYMEHTOB OMOINOTEYHOTO (POHAA.



