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1. O6umue mosnoxeHNst

1.1. Hacrosmiee MONOXKEHHE pPErJaMeHTUPYET MAeSITeNbHOCTh OMOIMOTeKH MYyHHUIIMIAIBHOTO
010/ DKETHOTO 00111e00pa30BaTEILHOIO YUPEIKICHUS CpeIHssl 001eo0pasoBaTebHasl IIKOJIA C.
Baiiry3nno MmyHununansHoro paiiona Slnaynabckuii paiion PecryOnuku bamkoprocran

1.2. 1.2. Hacrosimee nojoxeHue pa3paboOTaHO B COOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit denepanuny, npukazoM MuHpuHa
Poccun ot 30.03.2015 Ne 52H «O0 ytBepkaeHuu (GOpM MEPBUYHBIX YUETHBIX JOKYMEHTOB H
PETUCTPOB OYXTalITePCKOTO y4eTa, MPUMEHSIEMBIX OpraHaMH TOCYIapCTBEHHOW BIIACTH
(rocynapCcTBEHHBIMU ~ OpraHamH), OpraHaMMd MECTHOTO  CaMOYIpaBJeHUs, OpraHaMu
yIpaBJICHUS]  TOCYJApCTBEHHBIMH  BHEOIODKETHBIMU  (OHIAMHU, TOCYIapCTBEHHBIMH
(MyHUIIUTIAIBHBIMHU) YUPEXKICHUSAMU, U METOIMYEeCKHX YKa3aHWM M0 HUX MPUMEHEHHUIO»,
npukazoM MunkynbTypsl Poccuu ot 08.10.2012 Ne 1077 «O6 yrBepxknenuu [lopsiika yuera
JOKYMEHTOB, BXOSIIUX B COCTaB OWMOJMOTEYHOTO (OHIA», MUCHMOM MUHOOpa30BaHHS
Poccun ot 23.03.2004 Ne 14-51-70/13 «O IlpumepHOM TOJNOXKEHUU O OUOIUOTEKE
00111e00pa30BaTEIHLHOTO YUPEKICHUSY.

1.3. bubmuoreka sBIseTCS CTPYKTYPHBIM TOJpPAa3/ICiICHUEM O0pa30BaTeIbHON OpraHU3aIvy,

YYacTBYIONIMM B Y4eOHO-BOCITUTATEIILHOM TIpOIecce B IENSIX OOECIEYeHHUs IpaBa YYaCTHUKOB

o0pa3oBaTeNnpHOrO Ipollecca Ha OecIIaTHOE TMOJIb30BaHHe OHOIMOTEYHO-UH(OPMAMOHHBIMU

pecypcamu.

1.4. TlopsinoK TOJIL30BaHUST UCTOYHUKAMH WH(OPMAITNH, TIEPEYCHh OCHOBHBIX YCIYT M YCIOBUS HMX

MIPEAOCTABIICHUSI OTIPEEIISIFOTCS HACTOSIIUM IMOJI0KEHUEM O OMOIMOTEKE U TTpaBUiIaMu MOJIb30BaHUS

OuOIMOTEKOH, YTBEPKICHHBIMU PYKOBOJAUTEIEM 00pa30BaTENbHON OpraHU3aIiH.

1.5. Opranuzanus oOCTyKMBaHHSA YYaCTHUKOB OOpa30BaTE€IbHOTO TIpollecca MPOU3BOIUTCS B

COOTBETCTBHUM C TIPaBWJIAMU TEXHUKH O€30IMaCHOCTH U TPOTUBOMOXKAPHBIMH, CaHHUTAPHO-

TUTUCHUYCCKUMHU Tpe6OBaHI/I$[MI/I.

2. Henn, 3axaun, pyHkuuu 0u0IMOTEKH
2.1. OCHOBHBIMU TIEJISIMHU U 33J1a4aMu OMOJIMOTEKH 00pa30BaTEIIFHOM OPTaHU3AIUH SBIISIOTCS:

— obecrieyeHrne y4acTHUKOB 00pa3oBaTeNbHOTO MpoIlecca JOCTYIOM K WH(GOpMaIuu, 3HAHHSM,
UaesM,  KYJbTYPHBIM  IIEHHOCTSM  TIOCPEJICTBOM  HCIOJB30BaHUS  OMOIMOTEUHO-
MH(POPMAIIMOHHBIX PECYpCOB 00pa30BaATEIIPHOW OPTaHM3AIlMA HA Pa3IMYHBIX HOCUTEISX:
OyMaXHOM (KHIDKHBIM (OHM, HOHI MEePHUOJUYECKUX M3AaHUI); MAarHUTHOM ((OH] aynuo- u
Bujeokaccer); 1uppooM (CD-aucku); KOMMYHHUKATUBHOM (KOMIBIOTEPHBIE CETH) M HMHBIX

HOCHUTEIISX;



— TIPUBJICYCHHE YJAIUXCSA K CUCTEMATUYECKOMY YTEHHUIO Y4eOHOMH, XyJ0KECTBEHHOU, HayUyHO-
MOIYJISIPHOM JTUTEPaTYPHI;

— OpraHu3aiysi 4YTCHHsS B IENAX YCICIIHOTO W3Yy4YSHHs YYallMMHUCS Y4YEOHBIX NpPEIMETOB,
JYYIIEro YCBOCHUS 001e00pa3oBaTeIbHBIX IPOrPaMM;

— COZICHCTBUE Pa3BUTHIO MIO3HABATEIHHBIX HHTEPECOB M CITIOCOOHOCTEH YJaIixcs;

— o0y4eHue ocHOBaM OHOIMOTEYHO-OuOIMOrpaduIeckoi rpaMOTHOCTH;

— COZACWCTBUE MENAarorn4eckuM pabOTHHKAM B MOA0OpPE HAYYHO-METOAMYECKOW JIUTEPaTypHl,
MH(pOPMUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEUHBIH (HOHT;

— COBEpIICHCTBOBAHME IMPEIOCTABIIEMbIX OMOIMOTEKOH YCIyr Ha OCHOBE BHEIPEHHUS HOBBIX
WHQPOPMAIIMOHHBIX TEXHOJOTHH M KOMIIBIOTEpU3AIMK OUOIMOTECUHO-UH(DOPMAIIHOHHBIX

nporieccoB, popMupoBaHue KoMMOPTHOM OMOIMOTEYHOMN CPEIbI.

2.2. bubnuoTteka BBIMONHSACT clenyromue GyHKIum:
2.2.1. ®opmupyet GoH] OMbINOTEUHO-UH(POPMALIMOHHBIX PECYPCOB 00pPa30BaTEIbHOM OpraHu3aluu:

— KOMIUICKTYET YHUBEPCANbHBIA  (QOHA  y4eOHBIMH, XYJOKECTBEHHBIMH, HAYYHBIMH,
CIPaBOYHBIMU, MEJarOTMYECKUMU U HayYHO-IIOMYJIIPHBIMH JOKYMEHTaMH Ha TPaJULMOHHBIX
Y HETPaIUIIMOHHBIX HOCUTEISX UH(POPMAIIHH;

— nononHseT (GoHA HHPOPMAIMOHHBIMU pecypcamu cetu HWHTepHer, GazamMu U OaHKaMu
JTAHHBIX IPYTUX OpTraHU3aIni;

— aKKyMynupyeT (OHJ JIOKYMEHTOB, CO3/1aBaéMbIX B 00pa3oBaTeIbHOW OpraHU3alUU
(my6nukanuii 1 paboT negaroroB 00pa3oBaTEIbHON OpraHU3alUy, JIYUIINX HaAyYHbIX paboT U
pedepaToB yyamuxcs u Jp.);

— OCYIIECTBJISIET pa3MeIlleHNe, OPraHU3alNI0 U COXPAHHOCTh IOKYMEHTOB.

2.2.2. Coznaet nHGOPMAITMOHHYIO MPOTYKIIHIO:

— OCYIIECTBJISIET aHAIMTUKO-CUHTETUYECKYIO NepepadoTKy MH(OPMALINH;

— OpraHu3yeT U BelIeT CIpaBoYyHO-OMOIMorpaduyeckuil ammapaT: Katajaord (andaBUTHBIMH,
CHCTEMATHYEeCKHii), KapTOTEeKH (CHCTEeMaTHYECKYI0 KapTOTEKy CTaTred, TeMaTHYECKHhe
KapTOTEKH), JJIEKTPOHHBIA Kartajor, 0a3pl JaHHBIX 10 Mpoduiao o00pa3oBaTENbHOM
OpraHu3alINy;

— pa3pabaThiBaeT peKOMEHJAaTeNnbHble Oubmuorpadguyeckue mOcoOust (CIUCKH, O0030pHI,
yKas3aTeJu U T.I1.).

2.2.3. OcymectBisger auddepeHmpoBaHHoe OnOINOTEUHO-UH(POPMAITMOHHOE OOCTy)KHBaHUE
YUaIIAXCS:

— mpenocTaBiisgeT HHGOPMAIMOHHBIE PECYPChI HA PA3IMYHBIX HOCUTEISX;



2.2.4.

opranmu3yer oOy4eHre HaBbIKaM HE3aBUCUMOTO OMOIMOTEYHOTO TOJIBL30BATENS U MTOTPEOUTENS
nHpOpMAIINHY, CONEHCTBYET MHTErPAIlMM KOMILICKCA 3HAHWH, YMCHHI W HaBBIKOB pabOTHI C
KHUTOH 1 nHpOpManuei;

OKa3bIBaeT MH()OPMAIMOHHYIO TOJICPKKY B PEHICHWH 3a/1a4, BO3HUKAIONIMX B IPOIECCE
y4eOHOM, caMo00pa30BaTEIbHON U IOCYTOBOM JIEATEILHOCTH yUaIIuXCS;

OpraHu3yeT MacCOBBbIC MEPOIIPUSATHS, OPUCHTUPOBAHHBIC HA Pa3BUTHE OOIIEH U YUTATEIILCKOM
KYJBTYPBI JINYHOCTH;

COJICHCTBYET MEAarorHueckKuM pabOTHHKAM B OpPraHU3allMi O0pa3oBaTEIbHOTO Ipolecca M
nocyra yvammuxcs (mpocMoTp BuuaeoduiabmoB, CD-IHCKOB, Mpe3eHTAlMH Pa3BHBAIOIINX
KOMITBIOTEPHBIX UTP).

Ocymectiger auddepeHrpoBaHHoe OHMOTMOTEYHO-UH(OPMALIMOHHOE —O00CTYKHUBAaHUE

neaarorndcCKux pa6OTHI/IKOBI

2.2.5.

BBIBIISIET HMH(OpMAalMOHHBIE TOTPEOHOCTH U YIOBIETBOPSET 3alpoChl, CBS3aHHBIE C
o0y4eHHeM, BOCITUTAHUEM YUYaIIUXCs;

BBIBIISIET HMH(OpPMALMOHHBIE MMOTPEOHOCTH M YJOBJIETBOPSIET 3ampockl B 00JacTu
MeIarOrMYeCKMX MHHOBAIMI  HOBBIX TEXHOJOTHH;

COAEHCTBYET MPO(ECCHOHAIFHONH KOMIIETCHIUH IEeJaroroB, IMOBBIMICHUIO KBAJTH(UKAIIH,
MIPOBE/ICHUIO aTTECTAIINH;

OCYILECTBIISIET TeKyllee HHPpOpMUpOoBaHUE (AHU MHPOPMALIUU, 0030pbl HOBBIX MOCTYIICHHH
1 nyonukanuii);

CIOCOOCTBYET TPOBEACHUIO 3aHATHH 1O (OPMHUPOBAHUIO WH(GOPMAIMOHHON KYIBTYPHI
yUalIuxcsi; sBisgeTcss 0a30d I TPOBEACHUS TPAKTUYECKUX 3aHATHH 1o pabdore ¢
UH()OPMAIIMOHHBIMHU PECYpPCAMHU.

Ocymectisger auddepeHrpoBaHHOe OHOTMOTEYHO-UH(OPMAIIMOHHOE —O00CTYKUBaHUE

poauTenel (3aKOHHBIX MPEACTABUTENEH) ydaluxcs:

— YHOBJICTBOPSICT 3aIIpOChI nojab3oBaTelell u I/IH(bOpMI/IpyeT O HOBBIX TIIOCTYIUICHUAX B

OMOINOTEKY;

— KOHCYJIbTHUPYCT I10 BOIIPpOCaAM OpraHu3alun CEMEMHOro YTCHHA, 3BHAKOMUT C HH(I)OpMaHHCﬁ 10

BOCITUTAHHIO JICTCH;

— KOHCYJBTHPYET 10 BOMPOCaM YIEOHBIX M3JaHUM IS YIaIIUXCH.

3. Opranuszanus JesiTeJbHOCTH OMOJINOTEKH

3.1.

OOmiee  pPYKOBOJCTBO  JAEATENBHOCTbIO  OMOIMOTEKH  OCYIIECTBISAET  PYKOBOAMTENb

00pa3oBaTeLHON OPTaHU3AIHH.

3.2. PykoBoACTBO OMOIMOTEKOM OCYIIECTBIISET 3aBEAYIOIINN ONOINOTEKOH (nedacoe-oubiuomexaps,



oubaUOMexapy), KOTOPBIN Ha3HAYAETCsl PYKOBOIUTEIEM 00pa30BaTeIbHON OpraHU3aIlHH.

3.3. BaBenyromuii OMOIHOTEKOU (nedazoe-bubruomexapy, dubIUOMEKAPb) HECET OTBETCTBEHHOCTD B
npenenax CBOEH KOMIETEHIMH 33 OpPraHM3aldi0 M PEe3yNbTaThl JESITEIbHOCTH OUOIMOTEKH B
COOTBETCTBUH C (DYHKIIMOHAIBHBIMH 00s13aHHOCTSIMHU.

3.4. 3apenyromuil OUONMHOTEKOW (nedacoe-oubruomexapv, oOudbIUOMEKAPL) pa3padaThIBACT |
MPEJCTABISCT PYKOBOAUTENIO 00pa30oBaTENbHOM OpraHM3alil Ha YTBEPXKICHHE CIEAYIOIINe
JOKYMEHTBI:

— TOJIOKEHHE 0 OMOIMOTEKe, MTPaBUIIA TTOJIb30BAHUS OMOINOTEKOM;

— CTPYKTYypy M IITaTHOE pacnucaHue OuOIMOTEKH, KOTOpBIE pa3padaThIBAlOTCS Ha OCHOBE
00BEeMOB paboT;

— TIOJIOKEHHUE O TUIATHBIX yCIyrax OnOImoTeKu;

— IUJIAHOBO-OTYETHYIO JTOKYMEHTAIIHIO;

— TEXHOJOTHYECKYIO JOKYMEHTAIIHIO.

3.5. CtpykTypy OMOIHUOTEKH COCTABIISIIOT:

— abOHEMEHT;

— YWTAaJILHBIN 347,

— oTzen y4eOHUKOB;

— oTzen UHPOopMaIMOHHO-01uOInorpaguueckoit paboThl;

— (oH ¥ CrIeMATM3HPOBAHHBIN 321 paOOTHI ¢ MYJTLTUMEIMHUHBIMHI H CETEBBIMH JJOKYMCHTAMU;

— BUJIEOCTYIUS;

— MUHHU-U3JATENbCKUN KOMILIEKC;

— Meauareka.

3.6. bubGmuoreyHo-MHPOPMAIIMOHHOE OOCITY)KMBAHHUE OCYLIECTBISETCS B COOTBETCTBHM C
IporpaMMaMud W IUIaHaMH paboThl OMOMMOTEKH 0Opa30BaTEeNbHOM OpraHu3aldd Ha OCHOBE
0610IMOTEeYHO-NH(POPMALIMOHHBIX PECYPCOB.

3.7. bubnuoreka BmpaBe NPEIOCTABIATh IUIATHBIE OUOIMOTEUHO-HH(POPMAIIMOHHBIE YCIYTH,
nepeueHb KOTOPBIX OMpeiesieTcss yCTaBoM 00pa30oBaTeIbHON OpraHu3allly.

3.8. bubnuoreka obecrnieunBaeTcs:

— KOMIUIEKTOBaHHEM OMOIMOTEYHO-UH(OPMAIIMOHHBIX PECYPCOB;

— HEOOXOJIUMBIMU CITYKEOHBIMU M TMPOU3BOJACTBEHHBIMH IMOMEIMICHUSIMU B COOTBETCTBUHU CO
CTPYKTYpO OHMOJMOTEKHM W HOpPMaTHBAMH II0 TEXHUKE OE30MaCHOCTH OSKCIUTyaTalluu
KOMITHIOTEPOB W B COOTBETCTBHH C IIOJIOKCHHSMH CAaHUTAPHBIX TPaBUJI W HOPMATHBOB,
00ecreunBaOIIUMU COXPAHHOCTh KHHUT

— COBPEMEHHOH 3JIEKTPOHHO-BBIYMCIUTEIBHON, TEIEKOMMYHUKAMOHHOW M KOMHUPOBAIBHO-



MHOXHUTEITLHON TEXHUKON ¥ HEOOXOAUMBIMU TIPOTPAMMHBIMHU TIPOTYKTAMH.
3.9. OTBETCTBEHHOCTh 3a CHUCTEMATHYHOCTh M KA4eCTBO KOMIUIEKTOBAHUS OCHOBHOTrO (hoHIa
OUOIMOTEKH, KOMIUIEKTOBaHHME Y4eOHOro (oHma B COOTBETCTBUHM C (helepalbHBIMH IEPEUHSIMU
Y4EOHHUKOB M y4eOHO-METOJMUECKUX M3AaHUH, CO3IaHIEe HEOOXOIUMBIX YCIOBUH IS ICATEILHOCTH
OMOJIMOTEKH HECeT PYKOBOJAMTENb 00pa30BaTENbHON OpraHW3allid B COOTBETCTBHU C YCTAaBOM
00pa3oBaTeNbHON OPTaHU3AIHH.
3.10. Pexxum paboTel OWOIMOTEKHM ONpenessieTcss 3aBeAyIOMM OuOIHOoTeKOU (nedazocom-
oubnuomexapem, Oubauomexapem) B COOTBETCTBHM C TMPaBWJIAMH BHYTPEHHETO pacropsiakKa
oOpazoBaTenbHOW  opraHm3anuu. [lpu  onpexeneHun — pexkuMa — pabOTBl  OHOIHOTEKH
MPeIyCMaTPUBACTCS BBIJICIICHHUE:
— JIBYX 4acOB pabo4ero BpeMEHH €KETHEBHO HA BBIITOJHEHUE BHYTPUOMOIHMOTEUHON PabOTHI;
— OJHOTO pa3a B MeECSI] — CAHUTAPHOrO JIHS, B KOTOPBIA OOCIY)XMBAaHUE IOJIb30BATEICH HE
MIPOU3BOJIUTCS,

— HC MCHCC OAHOI'0 pa3a B MCCALl — MECTOAUYCCKOI'O AHA.

4. Yder nocrynJjieHusi 4 BbIOBITHS JOKYMEHTOB 0u0/1oTedHoro gponaa

4.1. CBeneHus O BKIIOYAaEeMbIX B OMONMOTEUHBIH (OHA AOKyMEHTaX (GUKCUPYIOTCS B KHHIE
CyMMapHoOro yuera O6ubanoreuHoro ¢oHna (rucmel cymmapHnozo yuema oOudiuomeynoz2o ¢homoa,
JHCYPHAT).

4.2. CymMMapHBIii y4eT TOCTYIUICHHUS SJICKTPOHHBIX CETEBBIX JIOKAIBHBIX JTOKYMEHTOB BEJIETCS B
AJIEKTPOHHOM PEECTPE.

4.3. JIOKyMeHTbI, MOJATOTOBJICHHbIE K MpUeMy B OMOIMOTe4HbIH (POoHA, MOoJBepraioTcs NEepBUYHON
00paboTKe M UH/IMBUYaJIbHOMY YUETY.

4.4. UnauBuTyanbHBIN y4eT JOKYMEHTOB OCYIIECTBIISIETCS ITyTEM MPUCBOSHUS KaKIOMY IK3EMILISIPY
JOKYMEHTa PErucTPallMOHHOTO HOMEpa, MHOTO0 3HaKa B KadyecTBE PETUCTPAI[MOHHOIO HOMepa
(cucTeMHOT0 HOMepa KOMITBIOTEPHOM MpOorpamMMsbl, IITPUX-KOAA U ApYrux). MHAUBHUyaNbHBIH HOMED
3aKperuisieTcsl 3a JOKYMEHTOM Ha BCE BpeMs €ro HaxoXJIeHus B (QoHae OuOIMOTeKH.
PerucrpanmonHeie HOMEpa HWCKIIOYCHHBIX W3 (OHIA IOKYMEHTOB HE TIPUCBAMBAIOTCS BHOBB
MPUHATHIM JTOKYMEHTaM.

4.5. PerucrpalilnoHHble HOMEPA MPOCTABIISAIOTCS HEMOCPEACTBEHHO HA JIOKYMEHTAaX M OTPaKaloTCs B
pEeTUCTpe HHINBUIYATHHOTO ydeTa JOKYMEHTOB, IPUHSATOM B OMOIMOTEKE.

4.6. B peructp BOUCHIBAIOTCS JaHHBIE O KaXIOM JOKYMEHTE: Jara 3alliCd B PETUCTPE,
perucTpaloHHBI HOMEp, KpaTkoe Oubinorpaduyeckoe omucaHue JOKyMeHTa (aBTOp, 3arjiaBue,

TOM, 4aCTb, BBIITYCK, MCCTO U I'OJ I/I3I[aHI/I}I), ICHAa JOKYMCHTA.



4.7. VlapuBUIyallbHBIA ydYeT TEPUOJMYECKUX HW3JIaHWA BEAETCS B PETUCTPAIIMOHHOW KapTOTEKE
MEePUOINYCCKUX U3JIAaHUH, MPEAHA3HAYCHHOW IS ydeTa KakJI0r0 Ha3BaHUS M KAKIOTO JK3EMILIIpa
(6 asmomamuszuposannoil 6aze danHbwix).

4.8. JlokyMeHThl, BKJIO4Yaemble B (oHa Oubmumoreku, mapkupyrorcs. [Ipum sTomM Moryt ObITh
WCIOJIb30BaHbl IITEMIENN, KHWKHBIE 3HAKU, WHIWBUIYyaJbHbIe HITPUXOBBIE KOJABI, JAPYTrUE€ BUIbI
MapKHUPOBKH.

4.9. Ha noxymeHTax, SIBISIOIIMXCA MPUIIOKEHHEM K OCHOBHOMY HOCHUTEIIO M €ro HEOThEMJIEMOM
4acTbl0, IPOCTABIISIOTCS T€ K€ PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHSATBIX NEPBUYHBIX YYETHBIX JOKYMEHTaX MPOU3BOAUTCS 3alUCh, MOATBEPKIAIOIIAS,
YTO TIOCTYNHBIIHE JIOKYMEHTHI NMPHUHATHI B OMOIMOTEYHBIH (OHI KaK B OOBEKT 0CO00 IIEHHOTO
JBUKIMOT'O UMYIIECTBA WJIM KaK B 00BEKT HHOTO JIBIDKUMOTO MMYIIIECTBA.

4.11. IlepBuuHble YYeTHBIE TOKYMEHTHI, MOATBepxkAaromue (akT MOCTYIUICHUs, MEepelaroTcs B
OyXraiatepuio AJis BKIIIOUEHHUS B y4eT OMOIMOTeUHOro POoHa.

4.12. JIokyMeHTBl BBIOBIBAIOT W3 OWOIMOTEYHOTO (OHIA B CBS3M C (PU3UYCCKOW YTpaTOd WU
YaCTUYHOW JMOO TOJMHOM yTpaTOMl MOTPeOUTENHCKUX CBOMCTB. BriObIBaoOmMe JTOKYMEHTHI
UCKITIOYAIOTCS U3 OMOIMOTEYHOTO (POH/IA U CIIUCHIBAIOTCSI.

4.13. BpbiObiTHEe JOKYMEHTOB U3 OuOmuotedyHoro ¢onaa odopMiseTcss akTOM O CIHUCAHUU
UCKJIIOYEHHBIX 00BEKTOB OMOIMoTeyHoro ¢ouaa no gopme 0504144 (manee — akT O CHUCAHHM),
yTBepkAeHHON npukazoM Munduna Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy O cnuicaHMM TPHUJIAraeTcs CHUCOK Ha UCKIIOYEHHE OOBEeKTOB OMOIMoTedHOro (oHmaa
(manee — CIHMCOK), KOTOPBIA BKIIOYAET CICAYIOLIUE CBEICHUS: PETUCTPALMOHHBIA HOMEp M Mudp
XpaHEeHusi  JIOKyMEHTa, KpaTkoe  OuOnunorpaduyeckoe  OmHCaHHME, IEHY  JOKYMEHTa,
3apUKCUPOBAHHYIO B PETHCTPE WHIUBUAYATHHOIO ydeTa JOKYMEHTOB, KO3()(UIMEHT MepeoreHKH,
[[EHY TMOCcIie IEPEOIICHKH 1 OOIIYI0 CTOMMOCTh UCKITIOYaEMbIX IOKYMEHTOB.

4.15. Jlns meyaTHBIX JOKYMEHTOB BPEMEHHOTO XpaHEHHS JOMYCKaeTCsl 3aMeHa CIUCKa KHUKHBIMU
dbopmynsgpamu.

4.16. Jlns NOKyMEHTOB, OOpaOOTaHHBIX TPYIIOBBIM (YHPOIIEHHBIM) CIIOCOOOM, BMECTO CIHCKa
JaeTcs MepeueHb PerUCTPAllMOHHBIX HOMEPOB, BU UCKIIFOUAEMBIX U3aHHH, UX KOJITUYECTBO.

4.17. K axkTy O cCHOHCaHMM MO TPUYMHE YTPAaThl W CIOHCKY TPUJIAraloTcs JIOKYMEHTHI,
MOJITBEPIKIAIONIUE YTpaTy (IMOSCHUTEIIbHAS 3aIllUCKa, B CIIy4ae KPaKW WM XUIICHUS — IPOTOKOJI,
aKT, 3aKJIFOUYCHUE YITOJTHOMOYEHHBIX OPraHOB, IIPH BO3MEIICHUH yiiepOa — (PMHAHCOBBIA TOKYMEHT O
BO3MEIICHUH yIIepoa).

4.18. Tlocne 3aBepieHUs MEPOTIPUATHH, TPEAYCMOTPEHHBIX AKTOM O CITUCAHHH, IEPBBIA IK3EMIUISAP
aKTa O CIHCAaHUU CO CIHCKOM U JOKYMEHTOM, TIOATBEPXkAAIOIIMM BBIOBITHE, IepeaaeTcs B

OyXTaJTepHuIo, BTOPOH IK3EMILISP OCTAeTCSA B OMOIMOTEKE.



5. IIpoBepka HaIMYKMSI JOKYMEHTOB OHOIMOTEYHOT0 (POH/IA
5.1. TlpoBepka Hamu4us JOKyMEHTOB OuOimoreunoro Gonma (mamee — mpoBepka (oHma)
MIPOU3BOIUTCS B 00513aTEIIEHOM MOPSIIIKE:

— IpH BBISABICHUY (DAKTOB XHUIICHHS, 37I0YIIOTPEOICHHUS WM TOPYU JOKYMEHTOB;

— B Clly4ae CTUXUHHOTO OEJCTBUS, OXKAPa WM APYTUX YPE3BBIYANHBIX CUTYallUi, BHI3BAHHBIX

IKCTPEMAIILHBIMHU YCIIOBUSIMH,

— TIpY peopraHu3aliK WK JTUKBUAANH OMOIHMOTEKH.
5.2. Tlpu BBISIBJIIGHUH B TIpOIIecCe MPOBEPKH (OHIA OTCYTCTBYIOIIUX JOKYMEHTOB U HEBO3MOKHOCTH
YCTAQHOBJICHHMSI BHUHOBHBIX JIMI[ YOBITKM [0 HEJIOCTayaM CIUCHIBAIOTCS B COOTBETCTBHU C

I[GI\/JICTBYIOHII/IM 3aKOHOJAaTCIIbCTBOM.

6. le1onpoun3BoacTreo
6.1. Opranu3anus pabOThl C JOKYMEHTaMH IO y4eTy OMOIMOTedHOro (hoHAa OCYMIECTBISETCS IO
MIpaBWJIaM BEJICHUS JICJIOMPOU3BOJICTBA.
6.2. B 6ubnuoTexe BeIyTCS U XPaHATCA:
— PErucTpbl UHAUBUIYAJIbHOTO U CYMMapHOTr'0 Y4eTa JOKYMEHTOB OUOIMOTEYHOT0 QoH !
— pErucTpalvOHHbIC KHUTH;
— WHBEHTapHbIE KHUTH;
— KHHTY CYMMapHOT'O y4eTa;
— YYETHBIN KaTajor;
— TomorpaduIecKre OMUCH U KaTaJlOTH;
— ypHAJI BBIIAYH 3JICKTPOHHBIX HOCHTEJICH;
— ypHaJl pEeTUCTPALIMU TOJIB30BaTENe KOMIBIOTEPHOTO 3aJa;
— aKThI O CIUCAaHUH UCKITIOYEHHBIX 00BEKTOB OMbIuoTeyHoro GhoHmaa;
— y4YeTHBIC JOKYMEHTHI, MOATBEPKIAIOIINE MMOCTYIIJICHHE JOKYMEHTOB B OUOIMOTEUHbIN (OH]T
(HaKJIagHBIC, aKTHI O TIPUEME, aKThl CIAYU-TIPUEMKH );

— AKTbI 0 PE3YyJibTaTax MPOBCACHU IMTPOBCPKU HAJINIUA JOKYMCHTOB OMOIMOTEYHOrO (bOHI[a.



