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1. O0mue MoJI0KEHUS

1.1. Hacrosiee NOJ0XKEHHUE PErIaMEHTHPYET HesTenbHocTh Oubanorekn MOV «['mmHa3us
Ne6» r. BopkyThl.

1.2. Hacrosimee mnojoxeHHe pa3paboTaHO B COOTBETCTBUH ¢ DepepaqbHbIM 3aKOHOM OT
29.12.2012 Ne 273-@3 «O6 obpazoBanuu B Poccuiickoit denepanumy», npukazom Munpuna Poccun ot
30.03.2015 Ne 52 «OO0 yrBepxkaeHun (OpM TEPBUYHBIX YUYETHBIX JOKYMEHTOB W PETHCTPOB
OyXraJTepckoro yd4era, INPUMEHSEMBIX OpraHaMH TOCYJapCTBEHHOW BIAcTH (rOCyJapCTBEHHBIMU
OpraHami), OpraHaMM MECTHOIO CaMOYINpaBJIEHUs, OpraHaMu YIPABICHHUS TIOCYJapCTBECHHBIMU
BHEOIOJKETHBIMU (POHAAMU, TOCYAAPCTBEHHBIMU (MYHULIMIAIBHBIMH) YUPEKIACHUAMU, 1 MeTOINYEeCKUX
yKa3aHU{ 10 KX HIPUMEHEHHIo», npukazoM MunkyinbTypbl Poccun ot 08.10.2012 Ne 1077 «OO0
yrBepkaeHun Ilopsinka ydera JOKYMEHTOB, BXOJSIIMX B COCTaB OWMOIMOTEYHOTO (POHAA», MUCHMOM
Muno6Opa3oBanust Poccun ot 23.03.2004 Ne 14-51-70/13 «O IlpumepHOM IMONOXKEHUH O OMOIUOTEKE
00111€00pa30BaTEILHOTO YUPEIKIACHUSY.

1.3. bubnmnoreka sBIsSeTCd CTPYKTYpHBIM IOApa3feleHueM 00pa3oBaTeIbHON OpraHu3alui,
y4acTBYIOUIMM B Yy4eOHO-BOCHHUTATEIBHOM IIpolLlecCe B LENAX O0ecledeHuss IpaBa y4YaCTHUKOB
o0pa3oBaTeNpHOrO Ipolecca Ha OecIulaTHOE T0Jb30BaHUME  OMOIMOTEYHO-MH(DOPMALIMOHHBIMU
pecypcami.

1.4. TTopsaok NOJIB30BaHUSI UCTOYHUKAMH MH(OpPMAIMH, NTEPEUCHb OCHOBHBIX YCIYT M yCIOBHUS
UX TPEAOCTABICHHSI ONPEICIISIOTCS HACTOSAIIMM TIOJI0KEHUEM O OMOIMOTEeKE M MPaBUIAMU TTOJIb30BaHUS
OMOIMOTEKOH, YTBEPKICHHBIMH TUPEKTOPOM 00pa30BaTeIbHONW OpTaHU3aIIH.

1.5. Opranuzanus oOCIyXMBaHUS YYaCTHUKOB OOpa30BaTENbHOIO Ipoliecca IMPOU3BOAUTCS B
COOTBETCTBMM C MpaBUJIaMM TEXHUKHM O€30MaCHOCTM M  NPOTHBONOXKApHBIMH, CaHUTAPHO-
TMTUEHUYECKUMU TPEOOBaHUSAMH.

2. Henn, 3axaun, pyHkuuu 0u0IHOTEKH
2.1. OCHOBHBIMH LIEJISIMU U 33JjauaMH OMOINOTEKN 00pa3oBaTeIbHON OpraHU3aluy ABISIOTCS:

— ofecreyeHne yYacTHMKOB 00pa30BaTeNbHOTO Ipolecca AOCTYNOM K HH(pOpMalMM, 3HAHUSIM,
uaesM, KYJIbTYpHBIM IIEHHOCTSM TIIOCPEACTBOM HCIIOJIb30BAaHUS OMOIMOTEYHO-UH(POPMALMOHHBIX
pecypcoB 00pa3oBaTeNbHON OpraHU3alMU Ha Pa3IMYHbIX HOCUTENAX: OyMaKHOM (KHMXKHBIM GoHa, GoHx
MEePUOJNYECKUX M3JaHUN); MarHUTHOM (QoHI ayauo- MU Buaeokaccer); uudpoom (CD-guckn);
KOMMYHHUKATHBHOM (KOMIIBIOTEPHBIE CETH) U MHBIX HOCUTEIISX;

— TpPUBJIEYEHHE YYAIIMXCS K CHUCTEMATHYECKOMY YTEHHIO Y4YeOHOM, XYH0KECTBEHHOH, Hay4HO-
MOMYJISIPHOM TUTEpaTyphI;

— OpraHu3alys YTEHUs B LEJSAX YCHEIIHOTO U3YYEHUS YYallMMUCS YYEOHBIX MPEIMETOB, JIyUIIEero
YCBOEHHSI 00111e00pa30BaTeIbHBIX IPOTPaAMM;

— COJeHCTBUE Pa3BUTHIO TIO3HABATEIFHBIX HHTEPECOB M CIIOCOOHOCTEH yJaIIuXcs;

— o0yueHne OCHOBaM OMOIMOTEYHO-OMOIMOTpaPUIECKO TPaMOTHOCTH;

— CcojelicTBUME TeNarorndeckuM paboOTHHKaM B MOAOOpE HAay4YHO-METOJIUYECKOH JIMTepaTyphbl,
MH(OPMHUPOBaHKE O HOBBIX MOCTYIUIEHUAX B OMOIMOTEUHbIN QOH/;

— COBEpIICHCTBOBAHHE NPEAOCTABIAEMBIX OHOIMOTEKOW YCIYr Ha OCHOBE BHEAPEHHsS] HOBBIX
MH(POPMALIMOHHBIX TEXHOJOTHH M KOMIIBIOTEPU3ALUU OUOINOTEYHO-MH()OPMAITMOHHBIX IIPOLIECCOB,
dhopmupoBanrie KOMGOPTHON OMOIMOTEYHON CPEJIBI.

2.2. bubnamoTeka BBITIOJIHACT CAeAYomue )yHKITUH:
3.1.JIna peanu3anud OCHOBHBIX 3a/lay 3aBeAyIOIMA OuOnmoTekoi (OmOIMOTEKaph, IMeaaror-
OMOIMOTEKAPB):



a) ¢opmupyet GoH1 OMOIMOTEIHO-UHPOPMAITMOHHBIX PECYPCOB YUPEHKIACHUS:

- KOMIUICKTYEeT YHHBEpPCaIbHBIA (DOHI Y4EOHBIX, XYHAO0KECTBCHHBIX, HAYYHBIX, CIIPABOYHBIX,
MEJarorMYecKuX M HAayYHO-TIOMYIISIPHBIX PECYPCOB HAa TPATUIIMOHHBIX W HETPATUIIMOHHBIX HOCHTEISX
uH(pOpMAIINH;

- aKKyMyJIupyeT (OH]I PeCypCcoB, CO3aBAEMBIX B YUPEKICHUU (IyOIUKauii U paboT 1e1aroros
YUpeXKJICHUS, JIYUIIUX HayuyHbIX paboT U pedepaToB ydamuxcs 1 Jp.);

— OCYILIECTBIISIET pa3MelIeHHe, OPTraHU3aIMI0 U COXPAaHHOCTh OMOIMOTEYHBIX PECYPCOB;

0) cozmaetr HHPOPMAITMOHHYIO TTPOTYKIIHIO:

- OpraHu3yeT, BelIeT CIpaBOYHO-OMOMMorpaduueckuii ammapaT: KaTajaord (aadaBUTHBIMN,
CHUCTEMATUYECKUM) KapTOTEKU (CUCTEMAaTUYECKYI0 KapTOTEKy CTaTed, TEeMaTHUYeCKHE KapTOTEKH),
3JIEKTPOHHBINA KaTaJor;

- obecneunBaeT HHGOPMHUPOBAHKE TIOIB30BaTENEH 00 HHOOPMAITMOHHON TPOTYKIINH;

B) ocymiecTBiisieT audQepeHInpoBaHHOe  OUOIMOTCUYHO-HHPOPMAIIMOHHOE  OOCTYKHBaHUE
yuawguxca:

- MpeAocTaBiseT UH(POPMAIIMOHHBIE PECYPChl HA OCHOBE M3Y4YEHHS MHTEPECOB U MOTPEOHOCTEH
y4aumxcs;

— CO3JIaeT YCJIOBUSA Ui pead3allid CaMOCTOSITEIbHOCTH B OOy4YeHUH, I103HABATEIbHOM,
TBOPYECKOM AESATEIBHOCTH ¢ OIIOPON HA KOMMYHHMKALIHIO;

— CIOCOOCTBYET Pa3BUTHIO HABHIKOB CAMOOOYYCHUS;

- opraHusyeT oOy4eHHE HaBbIKaM HE3aBHCHUMOT0 OMOJIMOTEUHOIO MOJIb30BATENSI U MOTpeOUTENs
nH(OpMAIINY, COACHCTBYET MHTETPAMH KOMIUJICKCA 3HAHWM, YMCHHM M HABBIKOB pa0OThI ¢ KHUTOW U
uHpopManuen;

- OKa3biBaeT MHGOPMAIMOHHYIO MOJAEPKKY B PELICHUH 3a]lady, BO3HUKAIOIIUX B MPOIECCe UX
y4eOHOM, caMo00pa30BaTENbHON U IOCYTOBOM €ATEIbHOCTH;

— OpraHu3yeT MaccoBbIe MEPONPUATHS, OPUEHTUPOBAHHBIE HA PA3BUTHE OOIICH M YUTATEIHCKOM
KYJIbTYpPBI JINYHOCTH, COJCHCTBYET Pa3BUTHIO KPUTHUECKOTO MBIIIUICHHUS,

— PYKOBOJUT BOCIUTATEIBbHON pabOTOM ¢ KHUIOM B Ipynnax;

- TIpenocTaBisieT HH(POPMAIMOHHBIE PECYPCHI Ha Pa3IMUHBIX HOCUTENX;

r) ocymiecTBiusieT auddepeHiupoBanHoe  OUOIMOTeUYHO-UH(OPMAIIMOHHOE  O0OCTy)KMBaHUE
neoazozuuecKux padomHuKkos:

- BBIABIsAECT WHGOPMAIMOHHBIE TIOTPEOHOCTH U  YAOBJIETBOPSET 3ampOChl, CBS3aHHBIE C
oOyueHneM, BOCIIUTAHUEM H 3JI0POBbEM JIETEIA;

- BBIABISAET WHQPOPMAIMOHHBIE TIOTPEOHOCTHM U  YAOBJIETBOPSET 3ampockl B 00JIAcTH
MeJarornyecKuX MHHOBAIIUI 1 HOBBIX TEXHOJIOTU;

- colercTByeT Npo(decCHOHATbHON KOMIETEHIINN, MOBBIMIEHUIO KBaTU(UKAIIUU, MPOBEIACHUIO
aTTecTaluu;

— COJICUCTBYET IENarornuecKuM pabOTHHUKAM M aJIMHUHUCTPAIMH YUPEKICHHS B OpPraHU3AINH
o0pa30BaTeNpHOro Mpoliecca U Aocyra ydamuxcs (mpocMotp Buaeopuiabmo, CD-nuckoB, npezeHTanuu
Pa3BHUBAIOIINX KOMIIBIOTEPHBIX UTD);

- OCYIIECTBIISIET TeKylee nHopMupoBaHue (IHU WH(OPMALIUK, 0030PBI HOBBIX MOCTYIJICHUH U
myOauKanui),

- CIOCOOCTBYET TIPOBEACHHUIO 3aHATHNA 1O (QOPMHUPOBAHUIO HHPOPMAIMOHHON KYIbTYpPhI
yyalmxcs;

- sBisieTca 0a3o Ui MpOBENEHHUs MPAKTUYECKUX 3aHATHI mo pabore ¢ MHGOPMaMOHHBIMU
pecypcamu.



1) ocymiecTBiusieT  auddepeHupoBaHHoe  OUOIMOTeUYHO-UH(OPMAIITMOHHOE  00CTy)KHBaHUE
Ppooumeneii (3aKOHHBIX NIPEICTABUTENEH) yUaIIMXCA:
— YIOBJIETBOPSICT 3ampOCHl MOJb30BaTeNeld W WHGPOPMHUPYET O HOBBIX MOCTYIUICHUSAX B
OubIMOTEKY;
— KOHCYJIBTHUPYET IO BOIIPOCAM OpPTaHU3aIMH CEMEHHOTO YTEHHs, 3HAKOMUT ¢ MH(opMaIuei mo
BOCITUTAHHUIO JICTEH;
— KOHCYJIbTUPYET 0 BOIIPOCaM yYeOHBIX U3/IaHUHN ISl yYalluXcs;
€) npunumaem npoguraKkmuyecKkue Mmepvl, HANPAGIEHHblEe HA  NPEOYnpeyHcoeHue
IKCIMPEMUCMCKOIL OeamenbHocmu, HA OCHOBAaHMM IIpPHKa3a AMPEKTOpa THMHA3UH, O CO3JIaHUU
KOMHCCHU TI0 cBepke OubmuoreyHoro ¢gonaa ¢ denepanbHbIM CIHCKOM KCTPEMUCTCKHX MAaTEpUAIOB,
KOMHCCHSI CBEpsIeT (€XKEHEeAETbHO), MMEIOLIHica OMOIMOTeuHbI (OHA U MOCTYMAOUIYIO JTUTEPATypy C
perynspHo monoiHsromumMcs denepanbHbBIM  CIIMCKOM SKCTPEMHUCTCKHX MaTEepHalioB, ¢ 0QOpMICHHEM
pe3yabTaToB CBepkH AKTOM. OTBETCTBEHHBIH 32 pab0OTy KOMHCCHU COOTBETCTBYIOIINX CBEPOK SIBISIETCS
TUPEKTOP.
OCHOBHBIMU HaNpaBJICHUS MPOTUBOJACHCTBHS SKCTPEMUCTCKON IEATEILHOCTH SIBIISIETCS:

— TpUHATHE TPOPHIAKTUUECKUX MeEp, HAIMpPaBICHHBIX Ha MPEIyNpPekIACHUE SKCTPEMHCTCKOM
NESTeIbHOCTH, B TOM YHCJIE Ha BBISBICHHE M IOCIENYIONIEe YCTPAaHEHHE MPUYHMH M YCIOBHH,
CHOCOOCTBYIOUINX OCYIIECTBICHUIO SKCTPEMHUCTCKON AESITETbHOCTH;

— BBIABIICHHE, MPEAYNPEKICHUE U MPECCUCHHE SKCTPEMHUCTCKON NEATEIbHOCTH OOIIECTBEHHBIX H
PETUTHO3HBIX 00BEAMHEHHH, MHBIX OpraHnu3aluil, GU3NYECKHX JIUIL;

— OCYIIECTBIICHHE Mep M0 pealln3alii MMPorpaMM U METOJUK, HAlpaBJICHHBIX Ha (HOpMUpOBaHHE
3aKOHOIIOCITYIITHOTO TIOBE/ICHUST HECOBEPIICHHOJIETHHX

— OCYILIECTBJIEHHE CYMMAapHOI0 M MHAMBUYaTbHOTO YUeTa MOCTYNAIUX B OMOIMOTEUHbINH (GOH U
BBIOBIBAIOIINX U3 HETO TOKYMEHTOB B YCTAHOBJICHHBIX €JIMHUIIAX yUETa.

Yupenurenb, aqMUHHCTpALUs YUpPEXKIECHUS 00ECIEUNBACT YCIOBHS JUIS BBITOJHEHHS MPABHI
ydeTa, OpraHu3allui, XpaHeHHs U HCIIOJIb30BaHus (HOHIA.

OTBETCTBEHHOCThH 32 MPABWJILHOCTh OPTaHM3AIMU yueTa (OH/Ia HECET 3aBeAYIONNA OUOIMOTEeKOM
(bubnuoTekaps, negaror-OMOINOTEKaph) B COOTBETCTBHH CO CBOUMU JOHKHOCTHBIMU O0S3aHHOCTSIMH.

2.2.1. ®opmupyer ¢oHg OuOINOTEYHO-UH(MOPMAIIMOHHBIX PECYpCOB  00pa30BaTENbHOM
OpraHu3aIiu:

— KOMIUIEKTYeT YHUBEpPCAIbHBIA (HOHJ YIeOHBIMH, XYI0KECTBEHHBIMU, HAYYHBIMH, CIIPABOYHBIMH,
MEJarorHYecKUMU M HAyYHO-TIOMYJISIPHBIMH JTOKYMEHTaMHd Ha TPAJUIMOHHBIX W HETPAJAUIMOHHBIX
HOCHTENSX UH()OPMALINY;

— nonoiHser Goua nHGOPMalMOHHBIMU pecypcamu cetd MHTepHer, 0azaMu U OaHKaMU JTaHHBIX
JIPYTUX OpPTaHU3AIIHIA;

— aKKyMyJHupyeT (pOHII JOKYMEHTOB, CO37]aBa€MbIX B 00pa30BaTEeIIbHON OpraHu3anuu (IyOauKaruit
1 paboT meaaroroB 00pa3oBaTeIbHON OpPraHU3allUHY, JIYYLIINX HAayYHBIX paboT U pedeparoB ydaluxcs U
p.);

— OCYIIECTBISIET pa3MeIlleHHe, OPraHNu3aII0 H COXPAaHHOCTh JIOKYMEHTOB.

3. Opranuszaunus AesiTeJIbHOCTH OMOJIMOTEKH

3.1. OOmee pYKOBOJACTBO  JEATEIHHOCTbIO  OWMOJMOTEKHM  OCYLIECTBISET  JUPEKTOP
o0pa3oBaTeNbHON OpraHu3aluy.

3.2. PykoBoACTBO OMOJMOTEKOW OCYIIECTBISET 3aBeAylOIIuid OuOIMOTeKoi (memaror-
6ubnuorekapb, OMOIMOTEKAph), KOTOPBIN Ha3HAYAETCS IUPEKTOPOM 00pa30BaTeIbHOIN OpraHU3aluy.



3.3. 3aBenyromuii OubaHMOTEKOM (TIeHaror-6uoMoTekapb, OMOIMOTEKaph) HECET OTBETCTBEHHOCTH
B IIpeleNiax CBOCH KOMIETEHUIMH 3a OpraHu3alMi0 MU Pe3yibTaThl JCSATEIbHOCTH OHOIMOTEKH B
COOTBETCTBHUH C (DYHKIIMOHAILHBIMH 00sI3aHHOCTSIMHU.

3.4. 3aBemyrommii OuOnMMOTEKOH (Temaror-OMOIMOTEKapb, OWOIMOTEKaph) pa3pabaThIBaeT H
MPEJCTABISET JUPEKTOPY 00pa30BaTeIbHON OPraHU3aIlMH HA YTBEPKICHUE CIECTYIONNE JOKYMEHTHI:

— TIOJIOKEHHE 0 OMOIMOTEKe, MTPaBUIIa MTOJIb30BAHUS OMOITUOTEKOM;

— IUIaHOBO-OTYETHYIO JOKYMEHTAIUIO;

— TEXHOJIOTHYECKYIO JOKYMEHTAIIHUIO.

3.5. CtpykTypy OUOIMOTEKH COCTABIISIIOT:

— abOHEMEHT;

— YHUTaAJbHBIN 34l

— OTAeN Y4eOHHKOB;

— MenuaTeka.

3.6. bubmuoreyHO-UH(GOPMAIIMOHHOE OOCITYXKHBAHUE OCYIIECTBISETCS B COOTBETCTBHUU C
IporpaMMaMu 1 IjIaHaMu paboThl OMOIMOTEKH 00pa30BaTeIbHON OpraHU3aIMi Ha OCHOBE OMOJIMOTEYHO-
MH(POPMAIIMOHHBIX PECYPCOB.

3.7. bubnmoteka obecrieynBaeTcs:

— KOMIUICKTOBaHUEM OMOIMOTEUHO-UH(POPMAIIMOHHBIX PECYPCOB;

— HEOOXOIUMBIMH CIIY’)KCOHBIMH U TPOU3BOJICTBEHHBIMA TIOMCIICHUSIMH B COOTBETCTBHH CO
CTPYKTYpO# OMOJIMOTEKH M HOpPMATHBAMHU IO TEXHHKE OE30IaCHOCTH SKCIUTyaTallid KOMITBIOTEPOB U B
COOTBETCTBUH C TOJIOKEHUSMU CAaHUTAPHBIX MPABUJI U HOPMATHBOB, 00ECMEUMBAIOIIMMU COXPAHHOCTh
KHUT,

— COBPEMEHHOW 3JIEKTPOHHO-BBIUMCIUTEILHOW, TEIIEKOMMYHHKAIIMOHHOH W KOIMHMPOBAIBHO-
MHOKUTEIHHONU TEXHUKON M HEOOXOAUMBIMH MPOTPAMMHBIMU MPOAYKTAMHU.

3.9. OTBETCTBEHHOCTh 3a CHCTEMAaTHYHOCTh U KA4YeCTBO KOMILJIEKTOBAHMSI OCHOBHOTO (hoHJa
OuOIMOTEeKH, KOMIUIEKTOBaHHWE Yy4yeOHOro ¢oHIa B COOTBETCTBHH C (elaepaibHbIMU MEPEYHSIMU
y4EeOHUKOB M Yy4eOHO-METOJIMYECKUX H3JIaHUH, CO3/laHHe HEOOXOAMMBIX YCIOBMH AJIS JIEATEIbHOCTH
OMOMMOTEKH HECeT JUPEKTOpP O0Opa3oBaTeNIbHOW OpraHu3allid B COOTBETCTBUM C  YCTaBOM
o0pa30BaTeNbHON OpraHu3aluu.

3.10. Pexxum paboTbl OMOIMOTEKU OIpenesieTcss B COOTBETCTBUM C MpPaBUJIAMH BHYTPEHHETO
pacropsiika o0Opa3oBaTeNbHOM opraHusanuu. llpu omnpenenennn pexkuma paboOThl  OMOIMOTEKH
MpeyCMaTPUBACTCS BBIJICIICHUE:

— JIByX 4acoB pabouyero BpEMEeHH €KEJHEBHO Ha BBIIIOJIHEHNE BHYTPUOUOINOTEYHON paboThI;

— OJIHOTO pa3a B MECSI] — CAHUTApPHOTO IHS, B KOTOPBI OOCITY>KMBAaHHE IOJIb30BaTEIe He
MIPOU3BOJIUTCS,

— He MeHee OJIHOTO pa3a B MECSI] — METOJINYECKOTO JIHS.

4. Yder nocrynjieHusi 4 BbIOBITHSA JOKYMEHTOB 0M0JIM0TE4HOro (poHaa

4.1. CBeneHus O BKJIIOYAaeMbIX B OHOIMOTEUHBIH (DOHI AOKYMEHTaX (PUKCUPYIOTCS B KHUTE
CYMMapHOro ydera 6u0aroTeqHoro (GoHaa (JIMCThl CyMMapHOTO yyeTa OuOINOTeYHOro OHA, KypHa).

4.2. CyMMapHbIil y4eT MOCTYIUICHHS JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JTOKYMEHTOB BEIETCS B
AJIEKTPOHHOM PEECTPE.

4.3. JIokyMeHTHI, TOJATOTOBJICHHBIE K MTPHEMy B OMOIMOTEUHBIH (DOH, MOIBEPraroTCs MEPBUUHOM
00paboTKe M MHIUBHUYaJIbHOMY yUETY.



4.4. VMHOuBUIOyaJbHBIA yYe€T JTOKYMEHTOB OCYHIECTBIISIETCS NYTEM MPUCBOCHUS KaXIOMY
9K3EMIUIIPY JOKYMEHTA PErHCTPALMOHHOTO HOMEpa, MHOTO 3HaKa B KAYECTBE PErHMCTPALMOHHOTO HOMEpa
(cucTeMHOTO HOMEpa KOMIBIOTEPHOM HPOTpaMMBbl, IITPUX-KOAA U Apyrux). MHIuBuayambHBI HOMEp
3aKperIsieTCs 3a JIOKYMEHTOM Ha BCE BpeMs €ro HaxokaeHus B ¢oHae Oubiamoreku. PerucrpanronHbie
HOMEpa UCKITIOUYEHHBIX U3 (DOH/IA TOKYMEHTOB HE NMPHCBAUBAIOTCS BHOBb MPUHATHIM JIOKYMEHTAM.

4.5. PeructpanioHHble HOMEpA IPOCTABIISAIOTCS HEITOCPEICTBEHHO Ha JIOKYMEHTAX U OTPAXKaITCs
B PErMCTpE MHAMBUYAIbHOIO Y4€eTa JOKyMEHTOB, IIPUHATOM B OMOIHOTEKE.

4.6. B peructp BIUCBIBAIOTCS [aHHbIE O KaXKAOM [OKYMEHTE: Jara 3allcCu B pPETUcTpe,
pErucTpalioHHbI HOMEp, KpaTkoe OMOanorpauueckoe OnUCcaHue JTOKyMEHTa (aBTOp, 3arjiaBUe, TOM,
9acTh, BBITYCK, MECTO U TOJ U3JIaHHS), [IEHA IOKYMEHTA.

4.7. nauBuayanbHbI y4eT NEPUOAUYECKMX W3JaHUI BEAETCS B PETMCTPALIMOHHOW KAapTOTEKE
MEPUOTNIECKUX M3IaHHH, TIPEeAHA3HAYCHHOM IS y4eTa KaXKI0r0 Ha3BaHUS M KaXKIO0TO SK3EMILISPA.

4.8. JlokyMeHTBI, BKJIIOYaeMmble B (OHJI OMOIMOTEKH, Mapkupyrorcs. [Ipm 3Tom MOrytr OBITH
UCIOJb30BaHbl IITEMIIENH, KHUXKHbBIC 3HAKU, WHIMBHIYyaJbHbIC IUTPUXOBBIE KOJIbl, JPYrue€ BUAbI
MapKHPOBKH.

4.9. Ha nokyMmeHTax, sSBJSIIOIUXCS MPUIOKEHUEM K OCHOBHOMY HOCHUTENIO U €r0 HEOTheMJIEMOM
YaCThIO, IPOCTABIIAIOTCS T€ Ke PEKBU3UTHI, UTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npUHATHIX IEPBUYHBIX YUETHBIX JTOKYMEHTaX MPOU3BOINTCS 3aHCh, TOATBEPKAAIOIIAs,
YTO MOCTYNHUBIIME JOKYMEHTHI TNPHHATHI B OMOMMOTEUHBIH (OHA KaKk B OOBEKT 0CO0O0 IIEHHOTO
JBM>KAMOTO UMYIIECTBA MITH KaK B 00BbEKT MHOTO JIBUKHMOTO HMYIIECTBA.

4.11. TlepBuuHbIC y4YETHBIE TOKYMEHTHI, IMOATBEPKAAIOMUE (aKT MOCTYIUICHUS, MEPEaaroTCs B
OyXrajaTepuIo JJs BKIIOUEHHs B yueT OMOaroTeuHoro (hoHa.

4.12. JIokyMeHTBI BBIOBIBAIOT M3 OMONMMOTEYHOro (OoHJA B CBSI3U C (U3NYECKON yTpaToW WM
YaCTUYHOM JINOO MOTHON yTpaToil MOTPeOUTENHCKIUX CBOMCTB. BhIOBIBAIOIIME TOKYMEHTBI HCKIFOYAIOTCS
13 6UOIMOTEYHOr o (POHA U CIIUCHIBAIOTCS.

4.13. BbiObITHE MOKYMEHTOB U3 OuOMMoTedHOro ¢oHaa oQopmisercs akTOM O CHUCAHUU
UCKIIIOYEHHBIX O00BEKTOB OubOmmoreyHoro ¢onga mno ¢opme 0504144 (manee — akT O CHHMCAHUM),
yTBepkAeHHON npukazoM Munduna Poccun ot 30.03.2015 Ne 52H.

4.14. K axkTy 0 CMCaHHUU MPUIAraeTcsl CIMCOK Ha UCKIIIOUEHHE 00BEKTOB OMOInoTeuHoro Goxaa
(mamee — CIMCOK), KOTOPBIA BKJIFOYAET CIICAYIONIME CBEACHUS: PETUCTPAMOHHBIA HOMEp W P
XpaHEeHUsl JOKYMEHTa, KpaTkoe Oubimorpaduyeckoe onucaHue, HEHY HOKYMEHTa, 3aUKCHPOBAHHYIO B
pEerucTpe MHAMBUIYATBHOTO yueTa JOKYMEHTOB, KOO(P(PHUIHUEHT NepeoleHKH, LIeHY MOcIe MEePEOeHKH U
OO0IIIYI0 CTOMMOCTb UCKJIFOUYAEMBIX JOKYMEHTOB.

4.15. JIns meyaTHBIX TOKyMEHTOB BPEMEHHOT'O XpaHEHHUs JIOMYCKAeTCs 3aMEeHa CIHMCKA KHIKHBIMU
dbopmynsgpamu.

4.16. 11 1OKyMEHTOB, 00pabOTaHHBIX TPYNIOBBIM (YIPOILIEHHBIM) CIIOCOOOM, BMECTO CIIHCKA
JaeTcs TIepeueHb PETUCTPAIMOHHBIX HOMEPOB, BU/I UCKITFOYAEMbIX U3/IaHHHA, MX KOJUIECTBO.

4.17. K akry o0 cHHCaHMM II0 NIPUYMHE YTpaTbl M CIHCKY NPWIAraroTcs JOKYMEHTHI,
MOJITBEPXKIAIOIINE YTpaTy (TMOSICHUTENbHAS 3alUCKa, B Clyyae KpaXXH WM XUIIEHUS — IMPOTOKOJ, aKT,
3aKJIIOYEHHUE YIOJIHOMOYEHHBIX OpraHoB, IMpPHU BO3MEUICHWU yiiepOa — (QHUHAHCOBBI ITOKYMEHT O
BO3MEIICHUH YIIepoa).

4.18. Ilocne 3aBepiieHMs] MEPONPUITHUH, INPEAYCMOTPEHHBIX AKTOM O CIHCAaHUM, IEPBbII
9K3EMIUISIP aKTa O CIIMCAHMU CO CIUCKOM M JOKYMEHTOM, IOATBEPKIAIOIIUM BBIOBITHE, NEpeacTcs B
OyXTalTepHuIo, BTOPOM SK3EMIUISP OCTaeTCsS B OUOIHOTEKE.

5. IIpoBepka HAJIUYHUA JOKYMEHTOB OMOJIMOTEYHOr0 (poHIa



5.1. TlpoBepka Hamuuus ITOKYMEHTOB OuOmmoreuyHoro Qonma (masee — mpoBepka (oHma)
MIPOU3BOJIUTCS B 0053aTEIIHHOM TOPSIIKE:
— TIpY BBIABICHUU (PAKTOB XHIICHHS, 37I0yIOTPEOICHUS WIN TIOPYU TOKYMEHTOB;
— B ClIy4ae CTUXMHHOIO O€ACTBMS, IOXKapa WM JIPYIMX UYPE3BbIYAWHBIX CUTYallul, BbI3BAaHHBIX
IKCTPEMAIILHBIMHU YCIIOBUSIMH,
— TpU peopraHu3alluy WK JTUKBUAAUN OUOIHOTEKH.
52. Ilpu BBIABICHMH B Tpolecce MPOBEepkH (OHAA OTCYTCTBYIOIIUX JIOKYMEHTOB U
HEBO3MOXHOCTH YCTAHOBJICHUS! BUHOBHBIX JIUI] YOBITKH 110 HEJOCTaYaM CIUCHIBAIOTCS B COOTBETCTBHUH C
JCHCTBYIOIIUM 3aKOHO/IaTEIbCTBOM.

6. le1onpousBoacTBO
6.1. Opranuzanus paboThl C TOKYMEHTAMH TI0 y4eTy OMOIMOTEYHOTO (POHIA OCYIIECTBIIACTCS 110
MIpaBWJIaM BEJICHUS JICJIONPOU3BOJICTBA.
6.2. B 6ubnmoTteke BeAyTCs U XPAHSITCA:
— PEerHCTpalMOHHBIC KHUTH;
— WHBCHTapHbIC KHUTH;
— KHHTY CYMMapHOTO y4eTa;
— YYETHBIW KaTaJjor;
— aKThI O CIIUCAHWHU UCKIIFOYCHHBIX 00BEKTOB OMOIMOTeYyHOTO QOH/A;
— yYeTHBIC JOKYMEHTBI, TOJTBEPKIAIONINE IOCTYIUICHHE JIOKYMEHTOB B OMOIMOTEUHBIH (HOHJ
(HaKJIagHBIC, aKTHI O TIPUEME, aKThl CIAYU-TIPUEMKH );
— aKTbI O pe3yJbTaTax IPOBEACHUS MPOBEPKHU OMOIMOTEYHOTO (hoHAA.
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