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ITosi0:xenne o OubIMoTeKe MYHHIMIIATBHOIO ABTOHOMHOTI0 00Pa30BaTEJILHOI0 YUpe:KIeHHs
«Jlerckuii cax Ne 9»

1. O0mme nosoxkeHUs

1.1. Hacrosmee NOJ0XEHUE pErITaMEHTHPYET JesITeIbHOCTh OHOMMOTeKH MyYHHIMIAIBHOTO
ABTOHOMHOTO JIOIITKOJILHOTO 00pa3oBatebHOTO yupekaeHus «Jlerckuii can Ne 9» (manee-/10Y).

1.2. Hacrosee nonoxeHue pazpadbotaHo B cOOTBETCTBHH ¢ DenepanbHbIM 3aKkoHOM OoT 29.12.2012
No 273-®3 «O06 o6pazoBanmm B Poccuiickoit deneparuu», mpukazom MwuHpuHa Poccuum ot
30.03.2015 Ne 52 «OO6 yrBepkaeHuH (GOPM TEPBUYHBIX YUYETHBIX JTOKYMEHTOB U PETHCTPOB
OyXTaJITepCKOr0 ydeTa, MPUMEHSEMbIX OpraHaMd T'OCYJAapCTBEHHOU BiacTd (rocyaapCTBEHHBIMU
OpraHaMu), OpraHaMd MECTHOTO CaMOYIPABJICHUS, OpraHaMH YIPaBICHUS TOCYAapCTBEHHBIMU
BHEOIO/DKCTHBIMU ~ (DOHIAMHM, TOCYAapCTBCHHBIMH  (MYHHIMOAIBHBIMH)  YUPSKICHUSAMH, U
MeTtoanyeckux yKa3zaHHH 10 X IPUMEHEHHIO», puka3zoM MuHkynbTypsl Poccun ot 08.10.2012 Ne
1077 «O6 yrBepxaenun [lopsiaka yyera TOKyMEHTOB, BXOAALINX B COCTaB OMOIMOTEYHOTO (hOHIA»,
nucbMoM MmuuoOpa3oBanusi Poccuu ot 23.03.2004 Ne 14-51-70/13 «O IIpumMepHOM TOJI0KESHUU O
6ubnmoTteke 00111e00pa30BaATEILHOTO YUPEKICHUSIY.

1.3. buGnuoteka sBiseTcss CTPYKTypHBIM mnoxpaszzaenenueM JIOY, yyacTByrommM B y4eOHO-
BOCITUTATEIILHOM IPOLIECCE B IENAX 00eceueH s mpaBa y4aCTHUKOB 00pa30BaTeIbHOro Mpolecca Ha
OecIIaTHOE MOJIb30BaHNE OUOINOTEUHO-UHPOPMALIMOHHBIMU PECYPCaAMHU.

1.4. Tlopsaok moib30BaHUS UCTOYHHKAMU MHGOpPMAIUU, NEPeYeHb OCHOBHBIX YCIYT U YCIOBUS MX
MIPEIOCTABJICHHUS ONPEEIIAIOTCA HACTOSIIUM MOJIOKEHHEM O OMOIMOTEKEe U MPaBUIIaMU MOJIb30BAHUS
OMOTMOTEKOM, YTBEPKACHHBIMH PYKOBOJIUTEIEM 00pa30BaTEILHON OPraHU3aIlnu.

1.5. Opranuzanusi oOCIy)KMBaHHS YYaCTHHUKOB 00pa30BaTeIbHOIO Ipoliecca IPOU3BOJUTCS B

COOTBCTCTBUHU C TIIpaBWJIaMHW TCXHUKH Oe30omacHOCTH U IMPOTHUBOIIOKAPHBIMH, CAHUTAPHO-



TUTUCHUYCCKUMHU Tp€6OBaHI/I$IMI/I.

2. Henu, 3axaun, GyHKuuu 6ub1M0TEKH
2.1. OCHOBHBIMH LIEJIIMU U 3amaduamu 0uonroreku OV saBasroTcs:

%4 obecrieueHne YYaCTHUKOB 00pa30BaTeNbHOIO Mpolecca JOCTYNOM K MH(pOpMaluu, 3HAHUAM,
uaesiM,  KyJAbTypHBIM  IICHHOCTSIM  TOCPEJICTBOM  HCIIOJIb30BaHHUS  OWUOIHOTEUHO-
MH(OPMALIMOHHBIX PECYPCOB 00pa30BaTeIbHONW OpraHM3allMd Ha Pa3jINYHBIX HOCHUTENSX:
OyMakHOM (KHMOKHBIH (OH, HOHI MEPUOTHUSCKUX U3TaHUi); MarHUTHOM ((BOHI ayauo- u
Bujcokaccer); nudposom (CD-auckn); KOMMYHUKAaTHBHOM (KOMITBIOTEPHBIC CETH) W HMHBIX
HOCHTEJISIX;

¥4 TpUBIICYCHHE  BOCIMTAHHUKOB K  CHCTEMaTHYEeCKOMY  BOCIPHATHIO  Y4eOHOH,
XyJI0’KECTBEHHOM, HAyYHO-NOITYJIIPHOW JIUTEPATYPBHI;

¥4 opraHuM3alys YTEHHs B LEJSAX YCHEIIHOTO HM3YYeHHUs BOCIHTAaHHMKAMHU O0pa30BaTEebHBIX
o0JiacTel, Ty4IIero yCBOe€HUsi OCHOBHOM oOpa3zoBaTenbHOUM nporpamMmmbel MAJIOY «Jlerckuit
cazx Ne O»;

¥4 conelicTBUE Pa3BUTHIO MMO3HABATEIbHBIX HHTEPECOB U CIIOCOOHOCTEH BOCIIMTAHHHUKOB;

¥4 o0ydeHue ocHOBaM OHOJIMOTEYHO-OMOIMOrpaduuecKoil rpaMOTHOCTH;

¥4 colelcTBUE MEAaroruyeckuM pabOTHHKAM B MOAOOpPE HAYYHO-METOJIWYECKOUW JIMTEpaTyphl,
WH(pOPMHUPOBAHUE O HOBBIX IMOCTYIICHUSX B OMOIMOTEUHBIN (DOHI;

¥4 COBEpIIEHCTBOBAHUE MPENOCTABIAEMbIX OMOIMOTEKON yCIyr Ha OCHOBE BHEIPEHMsSI HOBBIX
MH(OPMALIMOHHBIX TEXHOJOTUH W KOMIIbIOTEpU3aluu OUOIMOTEYHO-MHGOPMAIIMOHHBIX

MpoI1IeccoB, PopMUpOBaHUE KOMMOPTHON OMOITHMOTEYHOM CPEIBI.

2.2. bubnuoTteka BBITIONHSET CIICAYIONTUE (QYHKITHH:
2.2.1. ®opmupyet pona 6MOIMOTEUHO-UHPOPMALMOHHBIX PECYPCOB 00pa30BaTeIbHON OpraHU3aIuu:
¥4 KOMIUIEKTYeT  yHUBEpPCAIbHBIM  (OHJ  y4eOHBIMH, XyJOKECTBEHHBIMH, HAYYHBIMH,
CIIPaBOYHBIMH, MEJATOTHUYECKUMH U HAYYHO-TIOMYJISIPHBIMU JOKYMEHTaMH Ha TPaJIUIIMOHHBIX
Y HETPATUIIMOHHBIX HOCUTENSIX HH(POpPMAIUH,
¥4 nononusier ¢GoHn uHPOpPMAIMOHHBIMU pecypcamu ceTu HWurepHer, 0azamu u OaHKaMu
JAHHBIX JIPYTUX OpPTaHU3allHii;
¥4 akkymynupyer GOHI JOKYMEHTOB, CO3/1aBaéMbIX B 00pa30BaTeNbHON OpraHu3aIiuu
(myOauKanuii ¥ paboT rmeaaroroB 00pa3oBaTEIbHON OPraHU3aIMK U JIp.);
¥4 OCyHIECTBIISIET pa3MENICHHE, OPTaHU3AIHIO U COXPAHHOCTh JOKYMEHTOB.
2.2.2. Co3naet nHGOPMANMOHHYIO TIPOIYKIIHIO:

¥4 OCYHIECTBIISIET aHAJTMTUKO-CHHTETHYECKYIO TIepepadoTKy nH(popMaIum;



%4 opraHu3yer W BeIET CIpPaBOYHO-OMOIMOTpaduueckuii ammapar: Katanord (anpaBUTHBIH,
CHCTEeMaTHUYECKH), KapTOTeKH (CHCTEeMaTHYECKyH) KapTOTeKy cTareil, TeMaTHYeCKHe
KapTOTEKH), OJJIGKTPOHHBIA KaTajor, 0a3bl JaHHBIX 10 HPOQI0 00pa30BaTEIbHOM
OpraHu3alluy,

%4 pazpabaTbiBaeT peKOMEHIATeNbHble OuOnuMorpapuueckue mocodus (CIHMCKH, 0030pHl,
yKa3aTelu | T.I1.).

2.2.3. OcymectBiser auddepeHIrpoBaHHOEe OUOIMOTEYHO-UHPOPMAIMOHHOE OOCITYy>KHBaHHE
BOCIIUTAaHHHKOB!

%4 mpenocTaBiseT HHPOPMALMOHHBIE PECYPCHI HA Pa3IMYHBIX HOCUTEIAX;

¥4 opranuszyeT oOyueHHe HaBbIKaM HE3aBUCUMOTO OMOIMOTEYHOTO MOJIb30BATENS U OTPeOUTEs
WHpOpMANNHY, CONEHCTBYET MHTETPAIlMd KOMILJICKCAa 3HAHWM, YMEHHI W HAaBBIKOB PabOTHI C
KHUIOW 1 nHpopMauuen;

¥4 oka3piBaeT WH(GOPMAIMOHHYIO TMOAJCPKKY B PEIICHHM 3aJad, BO3HUKAIOUIMX B IpOIEcCe
MI03HABATENBbHOM, caM000pa30BaTENbHON U IOCYTOBOM AEATEIILHOCTH BOCITUTAHHUKOB,

%4 opraHu3yeT MacCcOBBIEC MEPOIIPUATHS, OPUEHTHPOBAHHBIC HA Pa3BUTHE OOIIEH 1 YUTATEIbCKON
KYJbTYpPBI JINYHOCTH;

¥4 conelCTBYeT MeAarorn4eckuM pabOTHUKaM B OpraHu3alMu oOpa30BaTeNIbHOIO Mpolecca M
JI0Cyra BOCIIUTAHHUKOB (mpocMoTp BuAcodpuibMoB, CD-a1CKOB, Npe3eHTAlUH Pa3BUBAIOLIMX
KOMITBIOTEPHBIX UTD).

2.2.4. OcymectBiasier auddepeHnnpoBaHHoe OMOIMOTEYHO-UHPOPMALIMOHHOE OOCTYKHUBaHHE
[e1arOrMYeCKUX pabOTHUKOB:

¥4 BpIABISIET HMH(QOPMAIMOHHBIE MOTPEOHOCTH U  YAOBJIETBOPSAET 3alpOChl, CBS3AHHBIE C
00y4eHHEeM, BOCITUTAHUEM yUaIuXCs,

%4 BBIABISCT WH(GOPMALMOHHBIE MOTPEOHOCTH U YAOBJIETBOPSET 3ampochl B  OOJNACTH
NeIarormyecKuX MHHOBAIMHM U HOBBIX TEXHOJIOTUH;

¥4 copelicTBYyeT Npo(ecCHOHAIBHOW KOMIIETEHIIMU I€J]aroroB, TOBBIIICHUIO KBaJTU(HKAIINY,
NPOBE/ICHUIO aTTECTAllUY,

%4 ocymiecTBiseT TeKyliee HHGopMupoBanue (IHU MHPOPMAIHU, 0030pbl HOBBIX MOCTYIICHHN
U yOJIHKAIHiA);

%4 crocoOCTBYeT MPOBENCHUIO 3aHATHH MO (POPMUPOBAHMIO HH(POPMALMOHHOW KYJIbTYpHI
BOCIIMTAHHUKOB; sBJseTCS 0a30M Uil NPOBEICHUS INPAKTHMUECKUX 3aHATHI 1o paborte ¢
MH(POPMALMOHHBIMH PECYPCAMH.

2.2.5. OcymectBiusier auddeperunpoBanHoe OUOTNOTEYHO-HH(GOPMAIIMOHHOE OOCITY)KHBaHUE

pouTesci (3aKOHHBIX MPEACTABUTEIICH) yIaHXCS:



%4 YIOBIIETBOPSICT 3allpPOCHl IMOJIB30BAaTENieli W WHPOPMUPYET O HOBBIX TOCTYIUICHUSX B
OubIMOTEKY;
¥4 KOHCYIBTHPYET 10 BOTIPOCAM OPTraHU3allui CEMEHHOTO YTCHHSI, 3HAKOMUT C HHPOPMAIHEH 10
BOCIUTAHUIO JIETEH,
¥4 KOHCYIBTHPYET IO BOMPOCAM y4EOHBIX U3IaHUH IJIs1 BOCTIUTAHHUKOB.
3. Opranusanus 1esiTeJIbHOCTH OUOIHOTEKH
3.1. OOmiee pyKOBOJACTBO JEATEIBLHOCTBIO OHOJMOTEKH OcCymecTBiIseT 3aBeaywmmi MAJIOY
«Jlerckuii cag Ne 9».
3.2. PykoBOACTBO OMONMHMOTEKOW OCYIIECTBIISIET 3aMECTHUTENh 3aBenyromiero mo BMP, koropsrit
HazHauvaetcs 3aBenyrommM MAJIOY «Jlerckmii canNe 9».
3.3. 3aBenyromuii 6ubIMOTEKON (3amecTUTENb 3aBeayromiero nmo BM) HeceT OTBETCTBEHHOCTh B
npefenax CcBOEH KOMIETEHLMH 3a OpPraHU3alui0 M pe3yabTaTbl JEATENIbHOCTH OUOIUMOTEKH B
COOTBETCTBUU C (DYHKIIMOHAIBHBIMH 005S3aHHOCTSIMH.
3.4. 3aBenyromuii OubOnMoTeKOM (3amecTHTens 3aBeayrouiero mo BM) paspabateiBacT u
MPEJCTaBIsIeT PYKOBOAWTETI0 OOpa30BAaTEIbHOW OpraHM3allMi Ha YTBEPXKICHHE CIETYIOIINE
JIOKYMEHTHI.
¥4 monoxeHue o OMOIMOTEKe, MpaBHiia MOJIb30BaHUS OUOINOTEKOI;
¥4 CTPYKTYpy M INTaTHOE paclUCaHue OWOJIMOTEKH, KOTOpbIe pa3pabaThIBAIOTCS HAa OCHOBE
00BEMOB paldorT;
¥4 TIOJIO’KEHHUE O TUIATHBIX yCJIyrax OMOJIMOTEKH,
¥4 TJIAaHOBO-OTYETHYIO TOKYMEHTAIIHUIO,
%4 TEXHOJIOTHYECKYIO TOKYMEHTAITHIO.
3.5. CTpykTypy OMOTHOTEKH COCTABJISIOT:
%/4 aOOHEMEHT,
3/4 yMTANBHBINA 341,
¥4 otnen yueOHUKOB,
¥4 otaen uHpopMaMOHHO-OMOIHOrpaduuecKoi paboThI;
¥4 GoHA U cHeMaTU3UPOBAHHBIHN 3211 pabOThl C MYIbTUMEIUHHBIMU U CETEBBIMU JOKYMEHTAMH;
¥4 BUOCOCTYIUS,
%4 MUHU-M3/1aTEIbCKUN KOMILICKC;
3/4 Menuareka.
3.6. bubnmoreyHO-UHPOPMALIMOHHOE OOCIY)KMBAaHHUE OCYIIECTBIISIETCSI B  COOTBETCTBHH C
IporpaMMaMd W IUTaHaMH paboThl OMOIMOTEKH O00pa30BaTEIbHOW OpraHM3allMd Ha OCHOBE

0100 TEeYHO-MHPOPMAITMOHHBIX PECYPCOB.



3.7. bubmmorexka BHpaBe MPEAOCTABIATh IUIATHBIE OMOIMOTEYHO-WH(POPMAIIMOHHBIE YCIYTH,
nepedeHb KOTOPBIX OIMpeessieTcss yCTaBOM 00pa30BaTeIbHOM OpraHnu3aIiy.
3.8. bubnmoreka obGecrnieunBaeTcs:
¥4 KOMIUJIEKTOBaHHEM OMOIMOTEYHO-MH(DOPMAITMOHHBIX PECYPCOB;
¥4 HEOOXOOMMBIMH CIY)KEOHBIMH U IPOU3BOJCTBEHHBIMHU MOMEIIECHUSMH B COOTBETCTBUHU CO
CTPYKTypoil OMONIMOTEKM M HOpPMaTHUBaMHU 10 TEXHHUKE OE€30MacHOCTH SKCIUTyaTallH
KOMIIBIOTEPOB U B COOTBETCTBHM C IOJIOKCHUSMH CAaHUTApHBIX IPAaBUI U HOPMAaTHBOB,
00ecreunBaroIMMU COXPAHHOCTb KHUT;
%4 COBPEMEHHOMN 3JEKTPOHHO-BBIUYMCIUTENBHON, TEIEKOMMYHUKAIMOHHOW M KOIMMPOBAIBHO-
MHOYKUTEIHbHON TEXHUKON M HEOOXOIMMBIMU IIPOTPAMMHBIMU TTPOTyKTAMH.
3.9. OTBETCTBEHHOCTh 3a CHCTEMATHYHOCTh M Ka4eCTBO KOMIIJIEKTOBAaHHMS OCHOBHOTO (hoHIa
OMOIMOTEKH, KOMIUIEKTOBAaHHE Y4eOHOTO (OHIAa B COOTBETCTBUH C (heACpaTbHBIMHU TEPEUHIMU
y4eOHHUKOB M y4eOHO-METOJMUECKUX U3/IaHHH, CO3/IaHIe HEOOXOIMMBIX YCIOBUHN I IEATEIbHOCTH
OMOMMOTEKH HECeT PYKOBOAUTENh 00pa30BaTENbHOW OpPraHM3ald B COOTBETCTBUU C YCTaBOM
o0pa3oBaTeNbHON OpraHu3aIiy.
3.10. Pexum paboThl OMOMMOTEKHM ONpeAeNseTcs 3aBEAYIOLUIMM OHOMHOTEKOH (nedacocom-
oubnuomexapem, OubIUOMeEKapem) B COOTBETCTBHHM C TNPAaBWIAMH BHYTPEHHETO pacropsjika
oOpa3oBaTenbHOM  opraHuzauuu. Ilpu  onpemeneHunm  pexxuma  paboTbl  OUOIMOTEKH
HpeayCcMaTpUBAETCs BbIJICIEHUE!
¥4 nBYX 4acoB pabOYero BpeMEHHU €XKEAHEBHO Ha BBHIMIOJHEHUE BHYTPUONOIMOTEUHOM paboOTHI;
%4 OHOTO pa3a B MECSIL — CAaHUTAPHOIO JHS, B KOTOPBI OOCIyKMBaHHE IMOJIb30BaTENEl He
MIPOU3BOJIATCS,

¥4 He MeHee OJHOTO pasa B MECSI] — METOJUYECKOTO JHS.

4. YdeT nocTyn/jieHusi ¥ BbIOBITHSA JOKYMEHTOB OMO/IM0TEe4YHOr0 (POHA

4.1. CenmeHust O BKIIOYaeMBIX B OHONMMOTEUYHBIH (POHI HOKyMEHTax (UKCHUPYIOTCS B KHHUIE
CyMMapHOro y4era OuOimoreyHoro ¢GoHma (mucmer cymmapnoco yyema Oubauomeuno2o Gonoa,
JHCYPHATL).

4.2. CyMMapHbIH ydeT MOCTYIUICHHUsS 3JEKTPOHHBIX CETEBBIX JOKAJIbHBIX JIOKYMEHTOB BEIETCS B
3JIEKTPOHHOM peecTpe.

4.3. JIOKyMEHThI, MOJrOTOBJICHHbIE K MpUEeMy B OMOIMOTEUHBIH (DOHJ, MOABEPraroTCs MEPBUYHOM
00paboTKe ¥ MHANBUAYATHPHOMY YYETY.

4.4. 'HauBUTyanbHBIA yYeT JOKYMEHTOB OCYIIECTBIISIETCS ITyTeM MPUCBOSHHS KAKIOMY dK3EMIUIIPY
JOKYMEHTa PErHCTPAllMOHHOTO HOMEpa, WHOTO 3Haka B KadeCTBE PETHCTPAIIMOHHOTO HOMepa

(CMCTEMHOT0 HOMEpa KOMITBIOTEPHO MPOrpaMMBbl, ITPUX-KO/IA U ApYrux). MHIMBHyaIbHBIH HOMEP



3aKperuisieTcss 3a JIOKyMEHTOM Ha BCE BpeMs ero HaxokaeHus B (oHme OHOIHOTEKH.
Perucrpanmonnsile HOMEpa WCKIIOYEHHBIX M3 (OHOA JIOKYMEHTOB HE MPUCBAaWUBAIOTCS BHOBb
MPUHATHIM JOKYMEHTaM.

4.5. PerucrpanmoHHble HOMEpa MPOCTABISIIOTCS HEMOCPEICTBEHHO Ha JIOKYMEHTaX M OTPaXaroTcs B
perucTpe MHAUBUYyaJIbHOTO yU4eTa JOKyMEHTOB, IPUHATOM B OUOIMOTEKE.

4.6. B peructp BOUCHIBAIOTCS JaHHbIE O KaXJOM JIOKYMEHTE. Jara 3aluch B PErucTpe,
PETHCTPALMOHHBI HOMEp, KpaTkoe OuOnuorpaduyeckoe OmMMCaHHWEe JOKyMeHTa (aBTOp, 3ariaBue,
TOM, 4acTh, BBIITYCK, MECTO M TOJI M3aHusI), ICHA TOKYMEHTA.

4.7. HauBUIyalbHBIA yYeT TEPHOJUYECKUX HW3IaHUM BEAETCS B PETUCTPAIMOHHONW KapTOTEKE
NEPUOANYECKUX M3/IaHUH, NpeJHA3HAUYECHHOM /IS ydeTa KakK[JOTo Ha3BaHUS M KaXIOro HK3eMILIIpa
(6 asmomamuszuposannoil baze OaHHbIX).

4.8. JloxymMeHTHI, BKIOYaeMble B (OHI OHOIMOTEKH, MapKupyroTcs. [Ipm 3TOM MoOTryT OBITH
WCTIOJIb30BAHBI IITEMITENIH, KHWKHBIC 3HAKW, WHIMBHUIYaJIbHBIC INTPUXOBBIC KOMBI, IPYrH€ BHIIBI
MapKHPOBKH.

4.9. Ha nokymeHTax, SIBJISIFOIIMXCS MPUIIOKEHUEM K OCHOBHOMY HOCHTENIO U €ro HEeOThEeMIIEMOU
YaCThIO, MPOCTABIISIOTCS T€ e PEKBU3UTHI, UTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHATHIX NEPBUYHBIX YYETHBIX JOKYMEHTaX MPOU3BOAMTCS 3aIMUCh, MOATBEPIKIAroLIas,
YTO TMOCTYNMBIIUE JOKYMEHTHI NMPHUHATHI B OMONMOTEUHBIH (OHA Kak B OOBEKT 0COOO IIEHHOTO
JBY>KHMOTO UMYIIECTBA WM KaK B OOBEKT MHOI'O JIBUKMMOI'O UMYIIECTBA.

4.11. IlepBuuHBIE YYeTHbIE JOKYMEHTHI, MOATBEpXKIaroIlue (PaKT MOCTYIUIEHHUs, MEpelaroTcs B
OyXrajaTepHIo IJi1 BKIIOUEHHUS B YUeT OMOIrMoTedHoro (hoHa.

4.12. JIokyMeHTHI BBIOBIBAIOT W3 OHONMOTEYHOTO (OHIA B CBS3M C (PU3WUYESCKOW YTpaToll WU
4acTUYHOW JIMOO TONHOW yTpaToll NOTPEOUTENbCKMX CBOMCTB. BriObIBaromuye JOKYMEHTBI
HCKITIOYAIOTCS U3 OMOIMOTEYHOTO (POH/IA U CITHCHIBAIOTCSI.

4.13. BpiObITHE JOKyMEHTOB H3 Oubianoteunoro QoHma odopmisiercss akTOM O CIHCAHHH
UCKJTFOUEHHBIX 00beKTOB OmOmuoreunoro ¢oumga mo ¢opme 0504144 (manee — akT O CHUCAHUM),
yTBepkaAeHHOH npukazoMm Munduna Poccun ot 30.03.2015 Ne 521.

4.14. K aKkTy 0 CHHCAaHUU NPHJIAraeTcsl CIUCOK Ha HCKIIOUEHHE OOBEKTOB OMONMMOTEYHOro (QoHaa
(manmee — CIMCOK), KOTOPBIH BKJIFOYAET CIEIYIOIIME CBEIACHUS. PETMCTPALMOHHBIA HOMEp M IHU(p
XpaHEeHUs  JOKYMEHTa, KpaTkoe  OuOnuorpaduueckoe  ONHCaHUE, IIEHy  JIOKyMEHTa,
3a(pUKCUPOBAHHYIO B PETUCTPE MHIMBHUAYAJIbHOIO ydeTa JOKYMEHTOB, KO3((UIMEHT MEPEOLCHKH,
LIEHY 110CJI€ NEPEOLeHKN 1 OOLIYI0 CTOUMOCTh UCKITFOUYAeMbIX JJOKYMEHTOB.

4.15. Jlna me4yaTHhIX JOKYMEHTOB BPEMEHHOTO XPAaHEHUS JIOIyCKAETCsl 3aMEHa CIHMCKA KHIKHBIMU
bopMynspamH.

4.16. Jlns MOKYMEHTOB, OOpabOOTaHHBIX TPYMIOBBIM (YIPOLICHHBIM) CIIOCOOOM, BMECTO CITHUCKA



JlaeTcs epeyeHb PErUCTPALMOHHBIX HOMEPOB, BUJI UCKIIIOYAEMbIX U3/IaHUM, UX KOJIMYECTBO.

4.17. K axkty 0 choMcaHud MO TMPUYMHE YTpaThl U CIHUCKY [PWIAraroTcsi JOKYMEHTHI,
NOJTBEpIKAatoue yrpaty (MOosSCHUTENbHAs 3allUCKa, B CIy4ae KPaKH WM XUIIEHHS — IPOTOKO,
aKT, 3aKJII0OYCHHE YIOJHOMOYEHHBIX OPTaHOB, IIPU BO3MEILEHUH yiiepOa — (UHAHCOBBIM TOKYMEHT O
BO3MEUICHUH ymiep0a).

4.18. Tlocne 3aBepIIeHUs] MEPONIPUATHH, TPEIYCMOTPEHHBIX aKTOM O CIIMCAHUH, MEPBBINA IK3EMILIIP
aKTa O CIHCAaHUM CO CIUCKOM M JOKYMEHTOM, MOJTBEPXAAIOUIMM BbIObITHE, INepenaercs B

OyXraJiTepuio, BTOPOH SK3EMILISIp OCTaeTCsl B OMOIMOTEKE.

5. IIpoBepka HATUYHUSA JOKYMEHTOB OUOJIMOTEYHOT0 PoHIA
5.1. TlpoBepka Hamu4usi AOKyMEHTOB OwuOmmoreunoro ¢ouma (mamee — mpoBepka ¢oHMA)
MPOU3BOIMTCS B 0053aTEIILHOM TOPSIKE:

%4 nipu BBIABJICHUH (DAKTOB XUILEHHUS, 3JI0YIIOTPEOICHHS WU TTOPYH JIOKYMEHTOB;

%4 B ciydae CTUXMUHOTO O€ICTBHSI, TOXKapa WIN JAPYTUX YPE3BBIYAMHBIX CHUTYAIMi, BBI3BAHHBIX

IKCTPEMAIILHBIMU YCIOBUSIMH;

%4 Tpu peopraHu3aly WIK JIUKBUJAIUNA OMOINOTEKH.
5.2. Tlpu BBISIBIEHHH B TIpoLiecCe MPOBEPKU (POHIA OTCYTCTBYIOLIMX JOKYMEHTOB U HEBO3MOXKHOCTH
YCTAQHOBJICHHWSI BHHOBHBIX JIMI[ YOBITKM II0 HEAOCTayaM CIUCBHIBAIOTCS B COOTBETCTBUU C

ﬂeﬁCTBYIOLHHM 3dKOHOJaTCJIbCTBOM.

6. lesionpon3BoacTBo
6.1. Opranm3anus pabOTHI ¢ JOKyMEHTAMH MO YYeTy OMOIMOTEYHOTro (OHIA OCYIIECTBIISIETCS II0
IIPaBWJIaM BEJICHHS JICJIOMPOU3BOICTRA.
6.2. B 6bubnmoTteke BeAyTCs U XpaHATCS:
¥4 perucTpbl HHIUBUIYAITBHOTO U CYMMApHOTO yueTa JOKYMEHTOB OMbIroTedHoro GoHmaa:
¥4 perucTpalMoHHbIC KHUTH;
¥4 MHBEHTApHBIC KHHTH,
¥4 KHUTH CyMMapHOTO Y4eTa;
%4 y4eTHBII KaTaJoT,
¥4 Tomorpaduveckre OMUCH U KaTajory,
¥4 >KypHal BbIJIaYM JIEKTPOHHBIX HOCUTEIICH;
¥4 >KypHaJ perucTpaluu nojiab3oBaTesell KOMIbIOTEPHOTO 3aJa;
¥4 aKThl O CITUCAHUH MCKITIOYEHHBIX 00BEKTOB OMOIMOTEYHOTO (POHMA,

¥4 y4yeTHble JOKYMEHTHI, MOATBEPKAAIONINE TOCTYIUIEHHE JOKYMEHTOB B OMOIMOTEUHBIH (OH]



(HaKIaHbIC, aKThI O MIPUEME, aKThI CIAYN-TIPHEMKH);

%4 aKTbl 0 pe3yabTaTax MPOBEJCHUS TPOBEPKH HATMYMS JOKYMEHTOB OMOIMOTEeYHOTO (hOHA.
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