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1. OO01He MOI0KEHUS 16:51:04 +0300'

1.1. Hacrosimiee TONOXKEHHE pEriJaMEHTUPYET JAEATEIbHOCTh OUOINOTEKU
['ocynapcTBeHHOro OIOIKETHOTO 0011€00pa30BaTEeIbHOIO YUPEKIACHUSI CpelHen
oOmreoOpazoBarenbHO# 1Kokl N 376 MockoBckoro paiiona Cankr-IlerepOypra.

1.2. Hacrosimmee mosioxeHue pa3paboTaHo B cooTBeTCTBUH ¢ DenepalibHbIM
3aK0HOM OT 29.12.2012 Ne 273-®3 «O6 o6pazoBanuu B Poccuiickoit deneparuny,
npukazom Munduna Poccum ot 30.03.2015 Ne 52 «OO6 yrBepxkaenun ¢Gopm
NEPBUYHBIX YYETHBIX JIOKYMEHTOB U PETUCTPOB OyXTaJTepCKOro ydera,
MPUMEHSEMbIX ~ OpraHaMd TOCYJapCTBEHHOM BiacT  (TOCYAapCTBEHHBIMU
opraHamu), OpraHaMH MECTHOT'O CaMOYIPABJICHUs, OpTaHaMH YIPaBICHUS
roCcyJ1IapCTBEHHBIMHU BHEOIOKETHBIMU dbongamu, roCcyJapCTBCHHBIMH
(MYHUIIMITATBHBIMA) ~ YUPEXKACHUAMU, W METOAMYECKUX YKa3aHWM TI0 WX
NpUMEHEHUI0», npukazoM MunkynsTypel Poccun ot 08.10.2012 Ne 1077 «O06
yTBepxaeHun [lopsigka ydyera JOKYMEHTOB, BXOSIIUX B COCTaB OMOIMOTEUHOTO
dbonna», dDeaepanbHbiM 3akoHOM OT 25 wmtons 2002 r. N 114-d3 "O
MPOTUBOACHCTBUM  DKCTPEMHUCTCKOW  JesTeNbHOCTH" (C  U3MEHEHUSIMU U
JIOTIOJIHEHUSIMK ), TTUChbMOM MuHoOpa3zoBanusi Poccun ot 23.03.2004 No 14-51-
70/13 «O TIlpumepHOM TOJIOKEHUH O OMOIMOTEKE OO0IIe00pa30BaATENHLHOTO
YUPEKICHUS.

1.3. bubnuoreka sBiseTCs CTPYKTYPHBIM MOJpa3/ieiIeHUEM 00pa30BaTeIbHON
OpraHM3aliM, Y4YacTBYIOUIMM B Yy4e€OHO-BOCHUTATEIBHOM MpOIECCE B ILENAX
obecrieyeHns MpaBa YYacTHUKOB OOpazoBaTENBHOIO Ipoliecca Ha OecIuiaTHOE
M0JIb30BaHNE OMOIMOTEYHO-MH(POPMAITMOHHBIMHI PECypCaMHu.

1.4. Tlopsimox mNONB30BaHUS HCTOYHUKAMU HH(POpPMAIMH, IEpPeUYeHb OCHOBHBIX
YCIIYT U YCJIOBHS UX NPEIOCTABICHUS ONPEHEISAIOTCS HACTOSALIUM IOJIOKEHUEM O
OuONIMOTEKE W TMpaBWIAMU TIOJIb30BAaHUS OWMONMOTEKOM, YTBEP>KICHHBIMHU
pyKOBOJUTENIEM 00pa30BaTEIbHON OpraHU3aIHH.



1.5. Opranuzainusi 00CIy>XMBaHUS YYaCTHHUKOB O0Opa30BaTENIbHOIO MpoIecca
MPOU3BOJIUTCSI B COOTBETCTBUM C TMPAaBWIAMU TEXHUKM O€30MAaCHOCTU U
MIPOTUBOIIOKAPHBIMU, CAHUTAPHO- TUTUCHUYECKUMU TPEOOBAHUSIMH.

2. lenu, 3agaun, QyHKIIUHU OMOTNOTEKH

2.1. OCHOBHBIMHU 1IEJSIMH U 337a4aMHi OUOIMOTEKH 00pa30BaTEIbLHON OpraHu3aluu
SIBIISTFOTCA:

— ofecrnieueHne YYacCTHHKOB 0Opa3oBaTENBHOTO Tpollecca JOCTYyIIOM K
uHbOpMaIlMK, 3HAHUAM, WJEAM, KYJIbTYPHBIM IIEHHOCTSIM  IIOCPEACTBOM
UCIIOJI30BaHUsI OMOMMOTEUHO- MH(POPMAIMOHHBIX PECYPCOB 00pa30BaTEIHHOU
OpraHu3alMi Ha PA3IUYHBIX HOCHUTENAX: OyMaXHOM (KHWXKHBIM GoHA, (OH.
NEPUOINYECKUX U3/IaHNI ); MAaTHUTHOM ((DOH ay/Iuo- U BHIIEOKACCET); IU(PPOBOM
(CD-aucku); KOMMYHUKATUBHOM (KOMIIBIOTEPHBIE CETH) U MHBIX HOCHUTENISX;

— IIPUBJICYCHHUE YYAIIMXCS K CUCTEMATHYECKOMY UYTECHHIO XYIO0KECTBEHHOM,
yueOHOW, HAyYHO-TIOMYJISIPHOM TUTEpaTyphl;

— OpraHM3alis YTE€HUs B LESIX YCIEIIHOTO H3y4YeHHUs y4yalluMHCS Y4eOHBIX
IPEIMETOB, JYUIIEr0 YCBOCHUs 00111€00pa30BaTeNbHbBIX IPOrPaMM;

— COZICHCTBHE PA3BUTHUIO TIO3HABATEILHBIX HHTEPECOB U CIIOCOOHOCTEN yUaIIuXCs;
— oOyueHue ocHOBaM OUOIMOTEYHO-OnOInorpaduyeckoi rpaMOTHOCTH;

— COJICHCTBHE MEAAarornyecKuM pabOTHHUKAM B TMOI0OpPE HAYYHO-METOIMYECKON
JUTEPATYPHl, UHHOPMHUPOBAHKUE O HOBBIX MOCTYIUJICHUSX B OMOIMOTEUHBIN (POHT;

— COBCPIICHCTBOBAHUEC IIPCAOCTABIACMBIX OMOINOTEKOM yClIyr Ha OCHOBC
BHCAPCHUA  HOBBIX I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOTUH U KOMIIBIOTCPHU3AITUHN

OMOIMOTEYHO-MH(POPMAIIMOHHBIX — IpolieccoB, (OpMUpOBaHHE  KOM(OPTHOM
OMOJIMOTEYHON CpEeIbI.

2.2. bubnuoTteka BBIMOIHAET ClieAyomue QyHKIUH:
2.2.1. ®opmupyer  GoHI ~— OMOIMOTEUHO-UH(POPMAIIMOHHBIX  PECYPCOB

o0pa3oBaTeabHON OpraHU3aluu:

— KOMIIICKTYCT yHHBepcaHBHBIﬁ (1)OH)1 y‘IC6HBIMI/I, XYOAO0KECTBCHHBIMU,



HayY4YHBIMU, CIIPaBOYHBIMH, neaarorn4€CKuMHu u HaY49HO-IIOIIYJIAPHBIMHA
AOKYMCHTAMM HA TPAJUIMOHHBIX U HCTPAAUIIMOHHBIX HOCUTCIIAX HHCl)OpMaI_[I/II/I;

— nonoaHseT (GoHA MHPOPMAMOHHBIMHU pecypcamu ceTu HMHTepHeT, 6azamu u
OaHKaMU JTaHHBIX JPYTUX OpraHU3alni;

— akkymymupyeT (OHI TOKYMEHTOB, CO3/1aBaeMbIX B 00pa3oBaTeIbHOMN
opraHuzanuu (IMyoJuKanuii 1 paboT MmeaaroroB oOpa3oBaTeIbLHON OpraHU3aIlNH,
JTYYIIUX HAYIHBIX paboT U pedepaToB yyauiuxcs u ap.);

— OCYIIECTBIISIET pa3MeIleHUE, OPTaHU3aIINIO0 U COXPAHHOCTH IOKYMEHTOB.
2.2.2. Co3maet uH(POPMAITMOHHYIO TPOIYKITHIO:
— OCYIIECTBIISICT aHATUTHKO-CHHTETHUECKYIO epepadoTKy nH(pOpMaInu;

— OpraHu3yeT M BEJET CIPaBOYHO-OMOIMoOrpapuyeckuil ammapar: KaTajaoru
(anm¢paBUTHBIN, CHCTEMAaTUYECKUI), KapTOTEKH (CHUCTEMATHYECKYI0 KapTOTEKy
CTaTeil, TeMaTH4YeCKHe KapTOTEKH), AJIEKTPOHHBIN Kartajor, 0a3bl JaHHBIX IO
npodro 06pa3zoBaTEIHLHON OPraHU3AIUY;

— pas3pabaThIBaeT pPEKOMEHJIaTelIbHbIe Oubinorpaduyeckue Mmocoous (CHUCKH,
0030pHI, yKa3aTeIH U T.I1.).

2.2.3. OcymectBusier auddepeHIIupoBaHHOe ONOINOTEYHO-UH(DOPMAITMOHHOE
o0cIyXKUBaHUE yUallIUXCs:

— MpeI0CTaBIsACT MHOOPMAITMOHHBIC PECYPCHI HA PA3IMYHBIX HOCUTEIISX;

— Opranu3yeT oO0y4eHHe HaBbIKaM HE3aBUCUMOTO OUOJIMOTEYHOTO T0JIH30BATEIIS U
noTpeOuTeNs

uH(pOpMaIuH, COACHCTBYET MHTETPAllMA KOMIUIEKCA 3HAHWUN, YMEHUN U HaBHIKOB
paboThI C KHUTOW U HHPOpMaLIUEH;

— OKa3bIBaeT WHGOPMAIMOHHYIO TOJICPXKKY B PEIICHUH 3a/1a4, BOSHHKAIOIINX B
npoiiecce yueOHol, camoo0pa3oBaTEIHLHOM U JOCYTOBOM IEATETLHOCTH YUaIINXCS,

— OpraHu3yeT MAacCOBbIE MEPONPUATHUS, OPUEHTUPOBAHHBIE HAa Pa3BUTHE OOIIEH U
YUTATENBCKOM KYJIBTYPBI JUYHOCTH;

— COJICUCTBYET NMEJArorn4eckuM pabOTHUKAM B OpraHU3aluu 00pa30BaTEIbHOTO
mpoiiecca ©  gocyra ywammxcs (mpocmotp  BumeoduiabMoB, CD-muckos,
MPE3EHTAllMY Pa3BUBAIOIIUX KOMIBIOTEPHBIX UTD).



2.2.4. OcymectBisier audQepeHnpoBaHHoe OUOINOTEUHO-UH(DOPMALIMOHHOE
00CTyXKMBaHUE MEearori4ecKiuX pabOTHUKOB:

— BBIABISIET HMH(OPMAIMOHHBIE TOTPEOHOCTH U YAOBIETBOPSAET 3aIpPOCHI,
CBSI3aHHBIE C 00YYEHHEM, BOCIIUTAHUEM yUYaIUXCS;

— BBISBJISIET MH(OPMALIMOHHBIE TOTPEOHOCTH U yIOBIETBOPSIET 3aMPOCHI B 00J1aCTH
MeJarorM4eCKUX MHHOBAIIMI U HOBBIX TEXHOJIOTHIA;

— COJEHCTBYEeT MNpo(PecCHOHATLHON KOMIETEHIIMU I1€1aroroB, MOBBIMICHUIO
KBTI (PUKAIINH, TTPOBEACHHUIO aTTECTAINH;

— OCYIIECTBIISICT TeKyIiee nHhopMupoBanue (IHU MHGOPMAIHH, 0030phl HOBBIX
MOCTYIUICHUH U MTyOJIMKALIHN);

— CIOCOOCTBYET MPOBEACHUIO 3aHATUNA MO (HOPMHUPOBAHUIO MHGOPMAIIMOHHON
KyJbTYPhI yUAITUXCS; SABJISETCS 0a301 A1 POBEICHUS MPAKTUICCKUX 3aHITHH 110

pabote ¢ nH(HOPMALIMOHHBIMU PECYPCAMHU.

2.2.5. OcymectBisier auddepeHnpoBaHHOe OUOINOTEUHO-UHDOPMALIMOHHOE
00CTyKuBaHUE PoJIUTENeH (3aKOHHBIX MPEICTaBUTENIEH) yUalluXCs:

— YJOBIETBOPSIET 3amlpochl TOJb30BaTele u HUHOOPMUPYET O HOBBIX
NOCTYIUICHUSAX B OUOINOTEKY;

— KOHCYJIbTUPYET MO BONPOCAM OPraHU3alMU CEMEUHOTO YTEHHUS, 3HAKOMHT C
nH(popMaleit Mo BOCIUTaHUIO JETeH;

— KOHCYJIBTHPYET IO BOIIPOCaM yUEOHBIX M3TaHUN IS yIalTuXCs.
3. Opranu3anus aesTeIbHOCTH ONOIMOTEKH

3.1. OOmee pyKOBOACTBO JCATEIBHOCTbIO  OMOJIMOTEKH  OCYIIECTBIISET
PYKOBOJHTEIb 00pa30BaTEeIbHON OpraHU3aIlHH.

3.2. PykoBoacTBO OMOJHMOTEKOM OCYIIECTBISET 3aBEAYIOMIMN OUOIUOTEKOMH,
KOTOPBIN Ha3HAYAETCsl PYKOBOJIUTEIEM 00pa30BaTEIbHOM OpTraHu3aIiy.

3.3. 3aBemyromuii OMONIMOTEKOW HECET OTBETCTBEHHOCTh B TIpEAeax CBOEH
KOMIICTCHIIMM 3a OpPraHW3allii0 W Pe3yJIbTaThl JEATCIbHOCTH OWOJIMOTEKH B
COOTBETCTBUH C PYHKITMOHAITBHBIMUA O0SI3aHHOCTSIMU.



3.4. 3aBeayrouuii OMOIMOTEKOM pa3paldaThIBaeT W MPEACTABIAECT PYKOBOAMUTEIIO
00pa30BaTEILHON OPraHNU3alMU HAa YTBEPXKICHHUE CIICTYIONINE TOKYMEHTHI:

— TOJIOKEHUE 0 OMOIMOTEKE, TTpaBUIa MOIL30BAHMS OMOIMOTEKOIH;

— CTPYKTYpY ¥ IITaTHOE pachucaHue OMOIMOTEKH, KOTOPbIe pa3pabaThIBAIOTCS Ha
OCHOBE 00BEMOB padoT;

— TUTaHOBO-OTYETHYIO TIOKYMEHTAIIHIO;
— TEXHOJIOTUYECKYIO TOKYMEHTALIHIO.

3.5. CtpykTypy OMOJIMOTEKU COCTABIISIOT:

— a0OHEMEHT;

— YWTAaJIbHBIN 3aJI;

— OTJe] y4eOHUKOB;

— oTaen nHGOPMAITMOHHO-0nbIMorpaduaeckor paboThI;

— (GOHI U CIEUHATU3UPOBAHHBIN 3a)1 pabOTHI C MYJIbTUMEIUIHBIMUA U CETEBBIMU
JTIOKYMEHTaMHU;

— BUJICOCTY NS,

— MUHH-U3/1aTEIbCKUI KOMILIEKC;

— MeauaTeka.

3.6. bubnnoreyHo-UHPOPMALIMOHHOE  OOCITYXKMBAaHHE  OCYILECTBISAETCS B
COOTBETCTBHUM C MPOrpaMMaMH U IIaHaMHU padoThl OMOIMOTEKH 00pa30BaTeIbHON
OpraHu3alliyd Ha OCHOBE OMOIMOTEUYHO-UH(POPMALIMOHHBIX PECYPCOB.

3.7. bubnuoTteka BIpaBe NpeI0CTaBIATh IIATHbIE OMOIMOTEUHO-MH(OPMAIIMOHHBIE
yCIyTH, TEpeYeHb KOTOPBIX  OMpenessieTcsl yCcTaBOM  00pa3oBaTeNbHOM
OpraHU3alIiH.

3.8. bubnaunoreka obecrneunBaeTcs:

— KOMILJIEKTOBaHHEM OUOIMOTEUHO-UH(POPMAIIMOHHBIX PECYPCOB;

—_— HCO6XOI[I/IMBIMI/I CJ'IY)K€6HBIMI/I H TPOU3BOJACTBCHHBIMHU ITOMCIICHUAMHU B



COOTBETCTBUM CO CTPYKTYpOll OHOJMOTEKM ¢ HOPMATUBAMHU IO TEXHUKE
0€30MacCHOCTH JKCIUTyaTalldud KOMIIBIOTEPOB M B COOTBETCTBUU C IMOJIOKECHUSIMU
CAHUTAPHBIX IPABUI U HOPMATUBOB, 0OECIIEUNBAIOIIMMH COXPAHHOCTh KHUT;

— COBPEMEHHOM 3JEKTPOHHO-BBIYUCIUTEIBHOM, TEICKOMMYHUKAINOHHON H
KOIMUPOBAIIbHO-MHOKUTEJIBHOM TEXHUKOM U HEOOXOJAUMBIMHU IMPOrPAMMHBIMU
MPOAYKTAMHU.

3.9. OTBETCTBEHHOCTh 32 CHCTEMATUYHOCTh M KA4YECTBO KOMILJICKTOBAHMUS
OCHOBHOTO (hoH1a OUOIMOTEKH, KOMITJIEKTOBaHUE yueOHOro ()OH/1a B COOTBETCTBUU
c (emepanbHBIMH TEPEYHSIMHU YUYCOHHMKOB M Y4EOHO-METONUYECKUX H3TAHUMH,
CO37aHNEe HEOOXOIWMBIX YCJIOBUH MJIA JEATCTbHOCTH OWOTMOTEKH HeceT
PYKOBOJIUTENH O0pa30BaTEIbHON OpraHU3alMd B COOTBETCTBHM C YCTaBOM
o0Opa3oBaTeILHON OpraHU3aIllH.

3.10. Pexum paGoTbl OMOJMOTEKH OMpeaesseTcs 3aBeayIOIUM OUOIUOTEKONW B
COOTBETCTBMM C TIpaBWJaMU BHYTPEHHETO pacropsiika 00pa3oBaTelIbHON
OpraHu3aIuu. [Tpu ONpEACICHUN pexuMa paboThI OMOJIMOTEKH
IpeyCMaTpUBaeTCS BBIJCICHHUE:

— JBYyX YacoB pabodero BpPEeMEHH ©XKCIHCBHO HAa  BBINIOJHEHUE
BHYTpHUOUOIMOTEUHOM pabOTHI;

— OJIHOTO pa3za B MeECSI[ — CAHUTAPHOTO JHSA, B KOTOPBIA OOCITYy>KHUBaHUE
M0JIb30BATEJICH HE MPOU3BOIUTCS;

— HC MCHCC OJHOI'0O pa3a B MCCAIl — MCTOAUYCCKOI'O JTHA.

4. Yyer nocTyniaeHus: ¥ BbIOBITUSL JOKYMEHTOB OMOIMOTEYHOro (poHIa

4.1. CBeneHus 0 BKIIIOYAEMbIX B OMOIMOTEUHBIN (HOH JOKYMEHTaX (PUKCUPYIOTCS
B KHUTE CyMMapHOro yuyera OuOnuoreyHoro (oHga (JIMCTHI CyMMapHOTO ydeTa
oubnuoreunoro hoHza, KypHa).

4.2. CYMMapHBIﬁ YUCT IIOCTYINICHHA OJICKTPOHHBIX CCTCBBLIX JIOKAJIBHBIX
AOKYMCHTOB BCIACTC: B 3JICKTPOHHOM PCCCTPC.

4.3. JlokymMeHTBI, TOATOTOBJCHHbIE K TMpueMy B OHOIMOTEYHBIH (OH,
MOJIBEPratoTCs MEPBUYHON 00pabOTKE Y MHIUBUIYaIbHOMY YUETY.

4.4. InauBuayanpHbIA y4eT JOKYMEHTOB OCYILECTBISETCS IIyTEM NPHUCBOECHUSA
KOKJIOMY 3K3EMIULIPY JOKYMEHTA PErMCTPalMOHHOTO HOMEpPA, MHOIO 3HAaKa B



KauyeCTBE PErHCTPAIlMOHHOTO HOMeEpa (CHCTEMHOTO HOMEpa KOMITBIOTEPHOM
IPOTPaMMBI, IITPUX-KOAA U Npyrux). NHIuBUIyaIbHBIA HOMEp 3aKpEeIUIsIeTcs 3a
JOKyMEHTOM Ha BCE€ BpeMs €ro HaxoxiacHuss B (QoHme OHUOIMOTEKH.
Peructparnmmonnple HOMEpa HUCKIIOYCHHBIX U3  (oHIA JTOKYMEHTOB  HE
MPUCBANBAIOTCSI BHOBb MIPUHSATHIM JIOKYMEHTAM.

4.5. PeructparimoHabie HOMepa MPOCTABIISIIOTCS HETIOCPEACTBEHHO Ha JJOKyMEHTaX
U OTPaXAIOTCSA B PETHUCTPE WHIAWBUIYATBHOTO ydeTa JOKYMEHTOB, NMPUHATOM B
OUOJINOTEKE.

4.6. B peructp BOUCHIBAIOTCS JaHHBIE O KaXIOM JOKyMEHTE: Jara 3alucy B
pEerucTpe, pPErucTpallMOHHBIA HOMEp, KpaTkoe Oubiumorpaduueckoe OMucaHue
JOKyMeHTa (aBTOp, 3arjlaBue, TOM, 4acTb, BBIITYCK, MECTO W TOJ M3JaHMs), IICHA
JIOKYMEHTA.

4.7. NanuBUAYyabHBIA yUET MIEPUOAUYECKUX U3IAHUHN BEJETCA B PETUCTPALIMOHHOM
KapTOTEKE IMEPUOJNYECKUX W3JAAaHUM, NPEAHA3HAYCHHOM U1 ydeTa KaxKJIoro
HA3BaHUS U KAXKIOTO dK3eMIUIApa (B aBTOMAaTU3UPOBAHHOM 0a3e TaHHBIX).

4.8. JlokyMeHThI, BKIItouaemble B (GoHn Oubimmoreku, Mapkupyrotcs. [Ipu stom
MOTYT OBITh WCIOJB30BaHBl INTEMICNIH, KHIKHBIE 3HAKH, WHIUBUIyaJIbHBIC
IITPUXOBBIE KOJIBI, IPYTHE BUIBI MApPKUPOBKH.

4.9. Ha nokymeHTax, SIBIISIIOIIMXCS MPUJIOKEHUEM K OCHOBHOMY HOCHUTEIIO U €r0
HEOTHEMJIEMOW YAaCThIO, MPOCTABIISIIOTCS T€ K€ PEKBU3HWTHI, UTO U HA OCHOBHOM
JTIOKYMEHTE.

4.10. Ha npuHATBHIX NEPBUYHBIX YYETHBIX JOKYMEHTaX MPOU3BOJUTCS 3aIKCh,
MOATBEPKIAIOIIAs, YTO TMOCTYNHUBIINE TOKYMEHTHI MPUHATHI B OUOJIMOTEUHBIN
dboHa KaKk B 00BEKT HHOTO JABMKUMOTO UMYIIIECTBA.

4.11. IlepBuuHble y4deTHbIE NOKYMEHTHI, MOJATBEpXKAAONUE (PAKT MOCTYIICHHUS,
nepeaTcsi B OyXrajlTepuio JUisl BKIIOUEHHUS B y4eT OuOiIroTeqyHoro GpoHia.

4.12. JIokyMeHTHI BBIOBIBAIOT M3 OMOMMOTEYHOTO (POHIA B CBS3U C (DU3UYECCKOU
yTpaTol WJIM YaCTUYHOW JMOO TOJMHOW YTpaTod NOTPEOUTENbCKUX CBOMCTB.
BriObiBaromume JOKYMEHTHI HCKIIOUalOTCA u3  OubnmoredHoro ¢Gonma u
CIIUCBIBAIOTCSL.

4.13. BpIObITHE JOKYMEHTOB U3 OuOIMOTedHOro ¢oHAa OPOpMIIIETCS aKTOM O
CIIUCAHUU MCKIIIOUEHHBIX O0BEKTOB OubamoTeyHoro ¢gonma mo ¢gopme 0504144
(masee — akT O CIHCAHWH), YTBEPXKJACHHOM mpukazomM MuHbuHa Poccuu ot
30.03.2015 No 52H.

4.14. K akty O CHHMCaHMM TpujaraeTcsi CIHUCOK Ha HCKIIOYEHHE OOBEKTOB



oubsmoreunoro ¢oHaa (Iamee — CHOUCOK), KOTOPBIM BKIIOYAECT CIEAYIOIINE
CBEJICHUS: PETHCTPAIMOHHBIM HOMEp W MHUGp XpaHEHUS JAOKYMEHTa, KpPaTKOe
oubnuorpaduueckoe onucaHue, MeHy JOKyMEHTA, 3a()UKCUPOBAHHYIO B PETUCTPE
WHUBUyAJIbHOTO ydeTa JOKYMEHTOB, KOX(h(HUIIMEHT MEepeoreHKH, IIeHy MOCIe
MIEPEOIICHKHU U OOIIYI0 CTOUMOCTh UCKITFOUAEMbIX IOKYMEHTOB.

4.15. Jlng meyaTHBIX JOKYMEHTOB BPEMEHHOTO XPaHEHUs JOIYCKAeTCs 3aMeHa
CIIUCKA KHUKHBIMH (POPMYJISIPAMH.

4.16. Jlns DOKYMEHTOB, 0Opa0OTaHHBIX TPYNIMOBBIM (YINPOIIEHHBIM) CIOCOOOM,
BMECTO CIHCKa JAeTCsl NepeYeHb PErUCTPALMOHHBIX HOMEPOB, BUJ UCKIHOYaEMBbIX
WU31aHUM, UX KOJIUYECTBO.

4.17. K akTy 0 CIIHCAaHWUU 110 MPUIWHE YTPATHI U CITUCKY TPUIIAraloTCs JOKYMEHTHI,
TIOJITBEP K IAIONITUE yTPaTy (MOSICHUTEIbHAS 3aIHCKa, B CITy9ae KPasky FITH XUIICHUS
— TMPOTOKOJ, aKT, 3aKIIOYCHHE YIOJHOMOYCHHBIX OpPraHOB, MPH BO3MEIICHUH
yiiep6a — pUHAHCOBBIN JOKYMEHT O BO3MEIIICHUH YIIIepOa).

4.18. Ilocne 3aBepuieHUs] MEPONPUATUNA, MPETYCMOTPEHHBIX AKTOM O CIIMCaHUH,
NEpPBbIA  DK3EMIUISIp aKTa O CIHCAaHUM CO CIHUCKOM U JOKYMEHTOM,

MOATBEP)KIAIONINM BBIOBITHE, TEPEIAcTCs B OyXTaJITePHUIO, BTOPOH DK3EMILISAP
ocTaeTcsa B OMOINOTEKE.

5. IIpoBepka 6ubMoTeUHOTO PoHAA
5.1. IIpoBepka Hanmuuusg AOKYMEHTOB OMOIMOTEeYHOro (hoHIa (Ianee — MmpoBepKa
dboHa) TPOU3BOIUTCS B 00S13aTEIILHOM MOPSIIKE:

— IIPpX BBIABJICHHUHA q)aKTOB XUIICHUA, 3H0y1'[OTpe6JI€HI/IH HJIA TIOPYU JOKYMCHTOB,

— B CJly4ae CTUXUUHOTO O€JICTBHS, MTOKapa WM IPYTUX YPE3BbIYAHBIX CUTYaLUMH,
BBI3BAHHBIX YKCTPEMAJIBHBIMU YCIOBUIMU;

— TIpU peOpraHu3aIuy WIK JTUKBUAAIMN OUOIMOTEKH.
5.2. Ilpu BBISIBJICHUH B TIpoliecce MPOBEPKHU (HOHA OTCYTCTBYIOUIUX JIOKYMEHTOB U
HEBO3MOKHOCTH YCTAaHOBJICHMS BUHOBHBIX JIMII YOBITKM TIO HEJOCTauaM

CITMCBIBAIOTCs B COOTBCTCTBHU C I[GﬁCTBYI-OHIHM 3aKOHOOAaTCIbCTBOM.

5.3. [IpoBepka OubIMOTEUHOTO POH/Ia HA OTCYTCTBUE IKCTPEMUCTCKUX MAaTEPUATIOB
MIPOU3BOIUTCS OJIUH Pa3 B YETBEPTb.



6. [lenmonpous3BoacTBO

6.1. Opranuzanus pabOTHl C JOKYMEHTaMHU IO Yy4eTy OuOiauoTedHoro ¢onaa
OCYIIECTBIISIETCS TIO MTPaBHJIaM BEJCHHUS JI€TIOMPOU3BOICTBA.

6.2. B OubnuoTexe BeayTCs U XPAHATCA:

— PeruCTPhl HHANBUIYATILHOTO U CyMMapHOTO y4eTa TOKyMEHTOB OMOIHMOTEYHOTO
donma:

— PETUCTPALlMOHHBIC KHUTH;

— MHBEHTApHBIC KHUTH;

— KHUTH CYMMapHOT'O y4eTa,

— YYETHBIN KaTaJIOT;

— TomorpaduvecKre ONMUCH U KaTaJoTH;

— YypHaJ BbIJIaYH AJICKTPOHHBIX HOCUTENECH;

— )KypHaJl peTUCTpalluH MOJIb30BaTeNIel KOMIIBIOTEPHOTO 3aJ1a;

— aKThl O CIIMCAHUH UCKITIOYECHHBIX 00BEKTOB OMOIMOTEYHOTO POHIA;

— Y4YeTHBbIE JOKYMEHTHI, IOJTBEPKIAIONINE TMOCTYIJIEHHE JOKYMEHTOB B
OoubnuoTeunbIit GOoHA (HAKJIaTHBIE, AKThI O TIPUEME, aKThI CAYN-TIPUEMKH );

— aKThl O pe3yJabTaTaxX MPOBEACHUS MPOBEPKU HAJIMYUS JTIOKYMEHTOB
oubnuoTeunoro GoHma.
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