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1. O0mue moJ10KeHUs

1.1. Hacrosiee MOMOXKEHHE pPETIaMEHTHPYET nesTeNbHOCTh Oubnmoreku MBOY mmmes Ne3
(manmee-nwurieit).

1.2. Hacrosmee mnonoxxeHue pa3pabOTaHO B COOTBETCTBUH ¢ DeaepalbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit @eneparnuny, dOenepanbHbiM 3aKOHOM OT
25.07.2002r. Ne 114-®3 «O npoTUBOAEHCTBUN SKCTPEMUCTKOMN AesTenpHOCTH (pea. ot 21.07.2014 ¢
W3MEHEHUsAMH, BCTynmuBmmMH B cuiny ¢ 02.08.2014), depepanbHbiM 3akoHOM oT 29.12.2010r.
No 436-®3 «O 3amute aereil oT mHMOpPMAIUU, MPUUMHSIONICH BpEI WX 370POBBIO M PA3BUTHION,
®enepanbHbiM 3aK0HOM 0T 24.07.1998r. Ne 124-@3 «OO0 OCHOBHBIX TrapaHTHUAX MpaB peOEHKa B
Poccuiickoit @eneparnuny, OenepanbHbiM 3akoHOM OT 29.12.1994r. Ne 78-03 «O 6ubIrOoTeYHOM
nene», B coorBercTBur ¢ PI'OC HOO, ®I'OC OO0, Canllun, YcraBom numes.

1.3. bubOmmoreka sBIAETCS CTPYKTYPHBIM  TOApa3jelieHHeM Jwmiess 0e3  oOpa3oBaHMs
IOPUINYECKOTO JIMIA, YYACTBYIOIIMM B Yy4e€OHO-BOCHHTATEIBHOM IPOLIECCE B IENSAX OOecredeHus
IpaBa YYaCTHHKOB OOpa3oBaTEIbHOIO Ipoliecca Ha OecIyIaTHOE MOJIb30BaHHE OMOIMOTEUHO-
MH(OPMALIMOHHBIMU PECYPCaAMHU.

1.4. Tlopsaok moiab30BaHUS HCTOYHUKAMHU HH(POPMAIUH, TIEpEYeHb OCHOBHBIX YCIIYT U YCIOBUS UX
MIPEJOCTABIICHUS ONPEEIISIOTCS HACTOSIIUM TOJI0KEHUEM O OMOIMOTEeKE U MpaBUJIaMH TTOJIb30BAHUS
OUOINOTEKOH, YTBEP)KICHHBIMHU TUPEKTOPOM JIHILIES.

1.5. Opranuzanus oOCTyXKUBaHHUS YYaCTHUKOB OOpa30BATEIIbHBIX OTHOIICHUN MPOWU3BOJUTCS B
COOTBETCTBUM C MpPaBUJIAMH TEXHUKU O€30MacCHOCTH, a TAaKKe MPOTUBOMOXKAPHBIMU M CAHUTAPHO-
TMTUEHUYECKUMH TPEOOBAHUSMHU.

1.6. ®ona OubIMOTEYHO-WH(POPMAIMOHHBIX PECYPCOB JUIIES] HE COJCPKHUT HMH(POPMALMOHHBIX

MaT€pHraIoB, MPU3HAHHBIX OKCTPEMUCTCKUMMU.

2. Henn, 3axaun, pyHkuuu 0u0IHOTEKH

2.1. OCHOBHBIMH IIEJISIMH U 3a7a4aMi OMOJIMOTEKH JINLIES ABIISIIOTCS:

— obecrieueHne Y4YaCTHUKOB O0Opa3OBaTENbHBIX OTHOIICHUW JOCTYOM K HHGOpPMAIHH,
3HAHUSAM, UJESIM, KyJIbTypHBIM I[EHHOCTSM IIOCPEICTBOM  HCIIOJIb30BaHHS  OUOIMOTEUHO-
MH(POPMAITMOHHBIX PECYPCOB JIMIICS Ha Pa3JIMYHBIX HOCUTEISAX: OyMakKHOM (KHWKHBIN (HoHI, HOoHT
nepuoanueckux u3aanui); nudpoom (CD-guckn); KOMMYHUKATHBHOM (KOMIIBIOTEPHBIC CETH) U
WHBIX HOCUTEJISIX;

— MPHUBJICYCHUE YYAITUXCS K CUCTEMATHYECKOMY UYTEHUIO y4eOHOH, Xy/I0KECTBEHHOM, HaydHO-
MOMYJISIPHOM TUTEPATYPHI;

—_— opraHu3anusa YTCHHA B LCIIAX YCICIIHOIO H3YUCHUA Y4YalllUMHCA yLICGHBIX npeamMcEToOB,



JYYIIEro yCBOSHHUs 00111e00pa3oBaTeIbHBIX TPOTPaMM;

— coJieiicTBHE pPa3BUTHUIO TIO3HABATEIIBHBIX MHTEPECOB U CIIOCOOHOCTEH yuaIuxcs;

— o0y4yeHre ocHOBaM OHOIMOTeYHO-0uOIMorpaduyeckoit rpaMOTHOCTH;

— COJICHCTBUE TMEAarornyeckuM paboTHHKaM B MOAOOpE HAYYHO-METOAMYECKON JUTEepaTyphl,
WH(POPMUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEUHBIN (OHT;

— COBEpIICHCTBOBAHUE IMPEAOCTABISIEMbIX OMOIMOTEKOM yCIyr Ha OCHOBE BHEIPEHUS HOBBIX
WH(POPMAITMOHHBIX TEXHOJOTUH M KOMIBIOTEpU3AIUU OMOIMOTEUHO-MH(OPMAIIMOHHBIX MPOIECCOB,
¢bopmupoBanue KoM(POPTHONH OUOITMOTEUHOMN CPEIbI.

2.2. bubnuoTeka BBIMIOIHSET CleAyIoImue (yHKINU:

2.2.1. ®opmupyer houa 6MOINOTEUHO-UHDOPMAITMOHHBIX PECYPCOB JIUIICS:

— KOMIUIEKTYEeT  YHUBEpCaNbHBIM  (GOHI  Y4eOHBIMH, XYHOXKECTBEHHBIMH, HAyYHBIMH,
CIPaBOYHBIMH, IEJArOTMYECKUMH U HAyYHO-TIOMYJISIPHBIMH JIOKYMEHTaMHU Ha TPAJUIMOHHBIX U
HETPaJUIIMOHHBIX HOCUTENSAX UH(pOpMaLny;

— nomnonHsAeT ¢GoHJ HHPOPMALMOHHBIMU pecypcamMu ceTu VHTepHer, 06a3amu u OaHKaMHU
JTAHHBIX IPYTHX OpraHU3aIuii;

— coOMpaeT M HakaruIMBaeT (POHI JTOKYMEHTOB, CO3[aBaeMbIX B jHlee (MyOnukauuii u paboT
TI€/1arOroOB JIMLES, TYUIINX MPOSKTHBIX U UCCIeI0BATEIbCKUX Pa0dOT U pedepaToB ydaumxces 1 Jp.);
— 00CITy’)KMBaeT I0JIb30BaTelIei Ha a0OHEMEHTE U B YUTAJILHOM 3aJI€;

— OCYILECTBIISICT pa3MeIleHUE, OPraHnu3aIUI0 U COXPAaHHOCTh JTOKYMEHTOB.

2.2.2. Co3naet nHGOPMAITMOHHYIO MPOAYKITHIO:

— OCYILECTBIISICT aHATUTUKO-CUHTETUYECKYIO TIepepaboTKy UH(opMaIuy;

— OpraHu3yeT M BEJET CINpaBOYHO-OMONHMorpaduyecKkuii ammapar: Kartajoru (andaBUTHBIM,
CUCTEeMAaTUYEeCKUI), KapTOTEKH (CUCTEMATUYECKYI0 KapTOTEKy cCTaTeil, TeMaTH4eCKHe KapTOTEKH),
AJIEKTPOHHBIN KaTajor, 6a3bl JAHHBIX 110 MPOMUITIO JTUIIES;

— pa3zpabarbiBaeT peKoOMeHJaTeNnbHble OuOnmorpaduueckue mocoOus (CHUCKH, 0030pHI,
yKa3aTeiau U T.I1.).

2.2.3. OcymectBusier nuddepeHimpoBanHoe OUOIMOTEUHO-UHPOPMAIIMOHHOE OOCITYKUBaHUE
yUaIuxcsi:

— perocTaBisieT THPOPMAIMOHHBIE PECYPChI HA PA3IMYHBIX HOCUTEISIX;

— OopraHu3yeTr 00y4deHHe HaBbIKaM HE3aBHUCHUMOTO OMOIMOTEYHOTO MOJIB30BATENS U MTOTPEOUTEIS
nH(popMaIuu, COACHCTBYET MHTETPALIMKA KOMITJIEKCA 3HAHWW, YMEHUN M HAaBBIKOB PA0OTHI C KHUTOU U
nH(popManuei;

— OKa3bIBaeT HMH(OPMAIIMOHHYIO TMOJACPKKY B PELICHWU 337ay, BO3HUKAIONIMX B IpOLECcCe

y4eOHOMI, caM000pa30BaTEIbHON U JIOCYTOBOM ACATEIHPHOCTH YUAIIUXCS;



— OpraHU3yeT MacCOBbIE MEPONPUSITHSI, OPUEHTUPOBAHHBIE HA Pa3BUTHE OOIIEH U YUTATEIbCKOM
KYJIbTYpPbI JINYHOCTH;
— COJICMCTBYET MEAAarorHuecKuM paboOTHHKAM B OpraHM3alUU 00pa3oBaTEIbHOIO Ipolecca U
nocyra yuammxcs (mpocMotrp  BuaeouibMoB, CD-auckoB, Mpe3eHTalMy  pa3BHBAIOLINX
KOMIIBIOTEPHBIX UID);

— OCYIIECTBISET MPO(PUIAKTHUECKUE, B TOM YHCIIE BOCIIUTATEIbHBIE, IPONAraHANCTCKUE MEPHI,
HaNpaBJICHHBIC Ha MPEIyNPEKICHUE IKCTPEMHUCTKOM EATETbHOCTH.
2.2.4. OcymectBusier nuddepeHupoBanHoe OUOIMOTEUHO-UHPOPMAIIMOHHOE OOCITYKUBaHUE
MeJarornyeckux paboTHUKOB:
— BBISBIISIET HMH(POpPMAIMOHHBIE TOTPEOHOCTH U YIOBJIETBOPSET 3alpoChl, CBS3aHHBIE C
oOyueHueM, BOCIIUTAaHUEM YUallluXCsl;
— BBIABIISICT HMH(OPMAIIMOHHBIE TOTPEOHOCTH M YAOBJIETBOPSET 3ampochl B  O0JIACTH
MeJarornyeckux NHHOBAIUI U HOBBIX TEXHOJIOTHUI;
— coJeiicTByeT MpOoQecCHOHATbHON KOMIETEHIIMM MEAaroroB, IMOBBIIICHUIO KBalH(UKaLUH,
MIPOBEJICHUIO aTTECTALIUU;
— OCYILECTBIISICT TeKyllee HHPpOopMUpoBaHUe (IHU MHPOPMALIUU, 0030PbI HOBBIX MOCTYIICHHH
1 yOMKanmii);
— CIOCOOCTBYET NPOBEACHUIO 3aHATUH 1O (OPMHPOBAHUIO HH(POPMAITMOHHONW KYJIBTYPHI
yualuxcs; gBiseTcs 0a30d ANA  NMPOBENCHHMA NPAKTUYECKUX 3aHATHUH 1o  pabote ¢
MH(POPMAIIMOHHBIMH PECYpCaMH.
2.2.5. OcymectBisger auddepeHnupoBaHHoe OHOINOTEYHO-UH(DOPMAITMOHHOE OOCTy)KHBaHUE
poauTenel (3aKOHHBIX MPEJICTABUTEINICH) yUaluXcs:
— YIIOBJIETBOPSIET 3allpOChl IOJb30BaTeNiell W HMH()OPMUPYET O HOBBIX IOCTYIUIEHHSX B
OMOINOTEKY;
— KOHCYJIFTUPYET MO BOIPOCAM OpPTaHU3aIlMN CEMEITHOTO YTEHHsI, 3HAKOMHT ¢ HH(OpMaIUeH 1o
BOCITUTAHHUIO JICTEH;
— KOHCYJIFTUPYET IO BOTPOCcaM y4eOHBIX M3/IaHUH JUIs yJaluxcs.
2.2.6. B nenix WCKIIOYEHHS BO3MOXHOCTH MAacCOBOI'O pAaCHpPOCTPAHEHUS SKCTPEMHUCTCKUX
MaTepuaioB (KHUTH, OpOLIIOPHI, BBINYCKM WM OTICIbHBIE CTaTbU M3 NEPUOIUYECKUX W3JIAHHM,
JUCTOBKH, TIUJIAKaThl, JIO3yHTHM, HWHTEPHET-CalThl, BHJIE€0), COIJIACHO IMpHKazy JemnapTaMeHTa
oOpazoBanust AnmuHUcTpanmu ropoga Cypryra ot 27.12.2018 JO Ne 12-27-1074/18 «O06
OpraHu3alK MPOBEACHUS MPOBEPOK OMOIMOTEUHBIX (POHAOB 0Opa30BaTEIbHBIX OpraHU3alUil Ha
npeaMeT Haluyusl MHPOPMALMOHHBIX MaTepHalioB, NMPHU3HAHHBIX SKCTPEMHUCTCKUMUY», OMOIHOTEKa
CaMOCTOSITENIPHO OCYILECTBIIIET TMPOBEpPKY (oHIAa Ha MpeaMeT HaIW4YMs B HEM JOKYMEHTOB,

BKJIIOUeHHBIX B DCOM, KOoTOpas nNpOBOJIUTCS:



— PperyJsIpHO, ITPH HOCTYIUICHUN HOBBIX MH(OPMAIIMOHHBIX MaTEpHaNoB B (OHT;

— ©XEMeCs/YHO, MH(OPMALMOHHBIX MaTE€pPHAOB, XPAHIMMXCS B OTKPBITOM JOCTyNE IS
nocerutenei (MHGpOpPMAIMOHHBIE MaTepUalbl, XpaHAIIMECS Ha CTEIaKaX B YHTAIBHBIX 3ajax),
TaHHBIC CBEpKHM BHOCHUTH B JKypHan <«OKypHam cepkn DenepaqbHOTO CHHCKAa SKCTPEMHCTCKHX
MaTepuasoB ¢ (OHIOM OMOINOTEKH JIHIIES,;

— ©XEKBapTaJbHO, MH()OPMAIIMOHHBIX MAaTEPUAIIOB, XPAHAIINXCA B OUOINOTEYHOM (OH/IE.
2.2.7. B coorBerctBun ¢ OCOM, He pgomyckarb Hanmuyuss B OubnuoreuHoM (QoHae u
pacrpocTpaHeHHsI SKCTPEMUCTCKUX MAaTEPHUAJIOB, K YUCITY KOTOPBIX OTHOCSTCS:

— W3JIaHMS O PEIMTHO3HBIX TEUEHUSIX U CEKTaX, He MPOIIE e TOCyIapCTBEHHYIO
PETHCTpALHIO;

— JIOKYMEHTBHI, ITPOMaraHnupyIoIne HaCHINe, MEXXPacoBYIO BPAXKIY, KECTOKOCTD;

— TMPOU3BE/ICHHS aBTOPOB, NPOMAraHANPYIOIINX aHTUTYMaHHbIEC U/ICH;

— TIOJMTUYECKHUE U PEINTHO3HBIC ACATENH, ITYOIUIMCTHL, )KYPHAINUCTHI,  TAKKE aHOHUMBI,

MUIIYIIIE CBOM 0OpaIeHusl.

3. Opranuszanus AesiTeJJbHOCTH OMOJIMOTEKH

3.1. Obuiee pyKOBOJCTBO ACATEIBHOCTBIO OMOIMOTEKH OCYIIECTBIISAET AUPEKTOP JIHUIICS.

3.2. PykoBoacTBO OHMOIMOTEKOM OCYILECTBIISET TMeNaror-onbimorekapb, KOTOPBIH Ha3HAa4YaeTCs
TUPEKTOPOM JIUIIESI.

3.3. Ilenmaror-omOmuoTeKapp HECET OTBETCTBEHHOCTh B TIpeleiiaXx CBOCH KOMIICTCHIIMM 3a
OpPraHu3alMI0 U pe3yiabTaThl AEATEIBHOCTH OUOIMOTEKH B COOTBETCTBHM C (DYHKIIMOHAJIbHBIMU
0053aHHOCTSIMH.

3.4. Ilenaror-6ubnuorekapsb paspabaTbiBacT M IPEICTABISET JUPEKTOPY JIMLES Ha YTBEPXKACHUE
CIIEAYIOIINE JOKYMEHTBI:

— MOJIOXKEHUE 0 OUOIMOTEKE, MPaBHIIa MOJIH30BaHUs OUOIMOTEKOM;

— IUIAHOBO-OTYETHYIO JOKYMEHTAIHIO.

3.5. CtpykTypy OMOINOTEKH COCTABIISIOT:

— a0OHEMEHT;

— YUTaIbHBIN 34JI;

— OT/Ie]1 y4eOHUKOB.

3.6. bubGmmuoreyHO-MHPOPMAITMOHHOE OOCTY)KMBAaHHUE OCYILECTBIIIETCS B COOTBETCTBHUH C
mporpaMMaMi M IIaHaMH paOOThl OMOJMOTEKU JIMIIES] HA OCHOBE OMOIMOTEYHO-UHOOPMAITMOHHBIX
pecypcoB.

3.7. bubnuorexka BHpaBe MPENOCTABIATh IUIATHBIE OWOINOTEYHO-MH(OPMAIIMOHHBIE YCIIYTH,

IepeueHb KOTOPBIX ompenensercs Y craBom auues (pazaen 3.7., m.n.3.7.1 —3.7.2.):



— HudopmanmoHHble, AKCHEPTHBIE, KOHCYJIbTALIMOHHBIE, AHAINTHYECKUE, CIIPAaBOYHO-
oubnuorpadudeckue yciuyru,

— VYcuyry, CBsi3aHHBIE C OpPraHM3alMeld W IIPOBENCHHUEM BBICTABOK, IPE3EHTALUN, KPYIJIBIX
CTOJIOB, CEMUHAPOB, KOH(PEPEHIINH, CUMIIO3UYMOB, KOHKYPCOB U MHBIX aHAJIOTHYHBIX MEPOIPUSITUH;

— Ycayru 1o M3IaHUI0 M THPAKUPOBAHMIO ME€YATHOW y4eOHOM, yueOHO-METOJUYecKOM
(BKJTIOUAs ayAMOBU3YATIbHYIO) IPOIYKIIMH PA3IMYHOTO BUJA U HA3HAUYEHUSL.

3.8. bubnuoreka obecneunBaeTcs:
— KOMILJIEKTOBaHUEM OMOIMOTEUHO-NH(POPMALIMOHHBIX PECYPCOB;
— HEOOXOJUMBIMU CITYKEOHBIMH U TPOU3BOJCTBEHHBIMU TOMEIIEHUSIMH B COOTBETCTBHUH CO
CTPYKTYpOH OUOIMOTEKH U HOPMAaTHUBAMH 110 TEXHUKE O€30MaCHOCTH IKCIUTyaTallid KOMITBIOTEPOB U
B COOTBETCTBUU C TIIOJIO)KEHUSIMH CAaHUTApHBIX MPaBWJI U HOPMATUBOB, O00ECHEYUBAIOIINMU
COXPaHHOCTb KHHT;
— COBPEMEHHOM 3JIEKTPOHHO-BBIYMCIUTEIbHON, TEIEKOMMYHHKAIIMOHHON M KOMHMPOBAJIbHO-
MHOHUTEIbHON TEXHUKON ¥ HEOOXOAUMBIMU IPOrPAMMHBIMHU IPOTYKTAMH.
3.9. OTBETCTBEHHOCTh 3a CHCTEMaTHMYHOCTh M KauyeCTBO KOMIUIEKTOBAHHUS OCHOBHOIO (hoHIa
OUONIMOTEKH, KOMIUIEKTOBaHME Y4eOHOro (OoHAa B COOTBETCTBUU C (penepanbHBIMH TEPEUHSIMU
Y4eOHMKOB M Y4eOHO-METOIMYECKUX U3JaHWN, NPU3HAHHBIX OKCTPEMHUCTCKUMH, CO3JaHHE
HEOOXOAMMBIX YCIOBUH AJISl JESATEIbHOCTH OMOIMOTEKM HECEeT AUPEKTOp JIMLEs B COOTBETCTBUM C
YcTaBoM nulies.
3.10. Pexxum paboThl OMOTMOTEKM OIpeNeNseTcss B COOTBETCTBUH C IpaBWIIaMU BHYTPEHHETO
TPYAOBOTO pacmopsiika paOoTHUKOB nunesd. [lpum ompeneneHun pexkuma paboTsl OMOTHOTEKH
IpeycCMaTpUBAETCS BbIJICJICHUE:
— JIBYX 4acoB pabo4yero BpeMEHHU €KETHEBHO Ha BHITIOJHEHUE BHYTPUONOINOTEUHON PabOTHI;
— OJIHOTO pa3a B MecCAll — CAaHMTAapHOIO JAHSA, B KOTOPBIM OOCIyXHBaHHE I0JIb30BaTelIel He
IIPOU3BOJIUTCS;

— OJTHOTO pa3a B MECSI] — METOAMYECKOTO JTHS.

4. Y4yer nocTrynjieHusi U BbIObITHS JOKYMEHTOB 0U0JIHOTEeYHOr0 (poHIa

4.1. CBeneHus O BKIIOYaeMBIX B OMONMMOTEYHBIH (OHA HOKYMEHTaX (UKCUPYIOTCS B KHUTE
CyMMapHoro ydera OubmuoreyHoro QoHma (iucmuvl cymmapHoeo yuyema Oubauomeuno2o ¢ouoa,
JHCYPHAT).

4.2. CyMMapHbId y4Ye€T MOCTYIUJICHHUS AJIEKTPOHHBIX CETEBBIX JIOKAIbHBIX JTOKYMEHTOB BEIETCS B
AJIEKTPOHHOM PEeecTpe.

4.3. JIoKyMeHTBI, TIOJTOTOBJICHHbIE K TIpHeMYy B OHOMMOTEYHBINH (HOHJ, MOJBEPrarOTCsS MEPBUYHON

00paboTKe M MHANBUIYATILHOMY YUETY.



4.4. nauBuayanbHbIA YUET JOKYMEHTOB OCYIIECTBIISIETCS TyTEM MPUCBOCHUS KaXXIOMY SK3EMIUISIPY
JOKYMEHTa PErHCTPAIlMOHHOTO HOMEpa, WHOTO 3HaKka B KAayeCTBE PETUCTPAIMOHHOTO HOMeEpa
(cucTeMHOTO HOMEpa KOMITBIOTEPHOM MPOrpaMMBbl, IITPUX-KOAa U Apyrux). NHIuBUyaTbHBIA HOMEP
3aKpeIuisieTcsl 3a JOKYMEHTOM Ha BCE BpeMs €ro HaxoXJIeHus B (QoHae OHOIHOTEKH.
Perucrpanuonnsle HOMepa HCKIIOYEHHBIX U3 (QOHJAa JOKYMEHTOB HE MPHCBAMBAIOTCS BHOBb
MPUHATHIM JTOKYMEHTaM.

4.5. PeructpaniiOHHBIC HOMEpA MPOCTABIIAIOTCS HEMOCPEACTBEHHO HA JIOKYMEHTAX M OTPAKAIOTCS B
perucTpe UHAUBUIYaIbHOTO yueTa JOKYMEHTOB, IPUHITOM B OMOIHOTEKE.

4.6. B peructp BNHUCBHIBAIOTCSA MJaHHBIE O KaXJIOM JIOKYMEHTE: JaTa 3aluCH B PETUCTPE,
pPETUCTPAIIMOHHBI HOMEp, KpaTkoe Oubmmorpaduueckoe OmMHCaHHE JOKYMEHTa (aBTOp, 3arjiaBHeE,
TOM, 4aCTh, BEIITYCK, MECTO U T'OJ] U3JaHMsI ), IICHA TOKYMEHTA.

4.7. VInauBHAyadbHbIA YYET TEPUOJUYECKUX H3IAHUN BEIETCS B PETUCTPALIMOHHOM KapTOTEKE
MEePUOJNYECKUX W3JIaHUl, MpeJHa3HAYeHHOMN AJI y4yeTa KaXKJI0To Ha3BaHMS M KaXKIIOTO 3K3eMIUIIpa
(6 asmomamuzuposannoll 6aze OaHHLIX).

4.8. JlokymeHTHl, BKJIIO4aeMble B (oHx Oumbmmorexku, Mapkupywoorcs. [Ipu 3ToM MOryt OBITh
MCIOJIb30BaHbl IITEMIENH, KHWKHbIE 3HAKW, MHAWBHUIYaJbHbIE LITPUXOBBIE KOABI, APYTUE BUIbI
MapKHUPOBKH.

4.9. Ha noxymeHTax, SIBISIONIUXCS MPUIOKEHHEM K OCHOBHOMY HOCHTEIIO M €r0 HEOTHhEMIIEMOM
9acThIO, POCTABISIOTCS TE K€ PEKBU3HUTHI, YTO U HA OCHOBHOM JJOKYMEHTE.

4.10. Ha npuHATBIX NEPBUYHBIX YYETHBIX JOKYMEHTAaX MPOM3BOJUTCS 3alMCh, MOATBEPXKIAIOIIA,
YTO TOCTYMHUBIINE AOKYMEHTHI NMPUHATH B OMOIMOTEYHBIM (POHJI KaKk B OOBEKT 0CO0O IIEHHOTO
JIBUKIMOTO UMYIIECTBA WA KaK B OOBEKT HHOTO JBIKUMOTO UMYIIIECTBA.

4.11. TlepBuuHbIE YYETHBIE NOKYMEHTHI, MOATBEpXKAAIOIMKE (HaKT MOCTYIUICHHS, MEPENaloTcs B
OyXTalTepHIo JIsl BKIIOYCHHS B yueT OnbanoTeqHoro GoHa.

4.12. JlokymMeHTBhI BBIOBIBAIOT W3 OMOMMOTEYHOro (hoHIa B CBSI3M C (DU3UYECKON YTpaTod WIH
YaCTUYHOM JMOO TOJHOM yTpaTol MOTPEOUTENbCKUX CBOWCTB. BhIOBIBatonMe JOKYMEHTHI
MCKJIIOYAIOTCS U3 OMOIMOTEUHOro (DOHIA M CITUCHIBAIOTCSL.

4.13. BpIObITHE AOKYMEHTOB U3 OuOMMOTeYHOro ¢oHAa OQGOpMIISIETCS aKTOM O CIHCAHUH
HCKJIFOYCHHBIX 00BEKTOB OmOmmoreyHoro (ouma mo ¢gopme 0504144 (mamee — akT O CHHCaHUM),
yTBepkaeHHOH npukazoM Munduna Poccun ot 30.03.2015 Ne 528.

4.14. K akTy O CIHMCaHMM TPHUJIAraeTcs CIUCOK Ha UCKIIOYEHHE OOBEeKTOB OmOIMoredHoro (oHma
(mamee — CMMCOK), KOTOPBIM BKJIIOYAET CIICAYIOIINE CBEICHHS: PETUCTPAIMOHHBIA HOMEp U (P
XpaHeHUs  JOKYMEHTa, Kparkoe  OuOnumorpaduyeckoe  ommwcaHue, IEHy  JOKYMEHTAa,
3a()UKCUPOBAHHYIO B PErHCTPEe MHIAMBUAYAIBHOTO y4YeTa JOKYMEHTOB, KOAX(PQPHUIMEHT MEPEOICHKH,

[[EHY MOCIIe IEPEOIICHKU U OOIIYI0 CTOUMOCTh HCKITFOUAaEMBIX JOKYMEHTOB.



4.15. Jlns medaTHhIX JOKYMEHTOB BPEMEHHOTO XPAaHEHHS JOMYCKAeTCs 3aME€Ha CIUCKAa KHUKHBIMHU
bopmysipamu.

4.16. Jlis NOKyMEHTOB, 0OpabOTaHHBIX TPYNIIOBBIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CIHCKA
JlaeTcs MepeueHb PEruCTPalliOHHBIX HOMEPOB, BU UCKIIIOUAEMBIX U3JJaHHUM, UX KOJUYECTBO.

4.17. K akty o chOoucaHMM MO TPUYUHE YTpPaTbl W CIUCKY NPWIAralOTCs JTOKYMEHTHI,
MOATBEPIKIAIONIUE YTPATy (MOSCHUTENbHAS 3alKCKa, B CIydae KPaKd WIH XUIICHUS — MPOTOKOIL,
aKT, 3aKJIFOUEHUE YIIOJTHOMOYEHHBIX OPTaHOB, IPU BO3MEIIEHUH yiepOa — (PMHAHCOBBINA TOKYMEHT O
BO3MEIICHUH yIIep0a).

4.18. Ilocne 3aBepiieHUsS MEPONIPUITUI, TPEAYCMOTPEHHBIX aKTOM O CIIMCAHUM, MEPBBIM IK3EMILISP
aKTa O CIHCAaHUM CO CIHUCKOM M JOKYMEHTOM, IIOJATBEPKAAIONIUM BBIOBITHE, NEepeaaeTcs: B

OyXrajaTepuio, BTOPOil 9K3eMILISp OcTaeTcs B OMOIMoTeKe.

5. IlpoBepka HAJINYHUSA JOKYMEHTOB OMOJIMOTEYHOr0 (poHIa

5.1. TlpoBepka Hamuuus IOKYMEHTOB OuOmuoreunoro Qoumga (mamee — mposepka (HoHIa)
MIPOU3BOIUTCS B 003aTEIBHOM MOPSJIKE:

— NIPY BBISBJICHUH ()AaKTOB XHUILEHHSI, 37I0YIIOTPEOICHHSI WITH TTOPYH JTOKYMEHTOB;

— B Cllyyae CTUXUHHOrO O€JCTBUS, MOKapa WM IPYTruX Ype3BbIUANHBIX CHUTYallUi, BHI3BAHHBIX
HKCTPEMaJIbHBIMU YCIOBUSIMU;

— NIPY PEOPraHM3alNH HITH JTUKBUAAINN OUOITMOTEKH.

5.2. Ilpu BBISBICHUU B Tpoliecce MPOBEPKH (HOHIA OTCYTCTBYIOIINX JOKYMEHTOB U HEBO3MOKHOCTH
YCTQHOBJICHUSI BHHOBHBIX JIMII YOBITKM TIO HEIOCTa4aM CITHCHIBAIOTCS B COOTBETCTBHH C
JCUCTBYIOIINM 3aKOHOIATEIbCTBOM.

5.3. IlpoBepka Ha mpenMeT HaiW4us B OuOIMOTEYHOM (pOoHJE WHGPOPMALMOHHBIX MAaTEpUAJIOB,
MPU3HAHHBIX YKCTPEMHUCTCKUMHU, IIPOBOJHUTCS B MOPSIKE, YCTAHOBICHHOM MPUKa3aMU JTUPEKTOpa, HO

HE peke, UeM pa3 B KBapTall.

6. les10onpon3BoOaCTBO

6.1. Opranuzanus paboThl ¢ AOKYMEHTaMH IO y4eTy OMOIMOTEYHOTO (POHAA OCYILECTBIAETCS IO
IpaBWJIaM BEACHUS JIEONPON3BO/ICTBA.

6.2. B 6ubimoTeke BeayTCs U XPaHATCS:

—  pEerucTpbl HHAWBUAYAIBHOTO U CYMMapHOTO y4eTa JOKYMEHTOB OnbInoTreuHoro (ounaa:

—  perucTpaluuOHHbIC KHUTH;

— MHBEHTAapHbIC KHUTH;

— KHUTH CyMMapHOTO y4eTa;

— YYETHBIN KaTaJIoT;



— TonorpadUuecKue OMUCH U KaTaJloTH,

— JKypHaJI BbIIa4d SJIEKTPOHHBIX HOCUTEIICH;

— JKypHaJI PEeTUCTPAIH TOJIb30BATEICH KOMIIBIOTEPHOTO 3aJ1a;

— aKThI O CIICAHUH UCKITIOYCHHBIX 00BEKTOB OMOIMOTeYHOro (hoHAa;

— YUETHBIC IOKYMEHTHI, TIOJTBEPKIAIONINE TTOCTYIIEHHE JOKYMEHTOB B OMOMMOTEUHBINA (POHT
(HakagHbIE, aKTHI O MIPUEME, aKThI CAAUYU-TIPUEMKH );

— aKThI O pe3ysbTaTax MPOBEICHUS MPOBEPKU HATMUUS TOKYMEHTOB OMOIMOTEeYHOTO (hOHA.



