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INOJOXEHUE
o onommorexe MAOY «JInneii Ne29»

1. O01Me moJ10KeHus

1.1. Hacrosiuee MIOJIOKEHHE periaMeHTHpyeT JeSITebHOCTD 6ubnuoTexku
MYHHUIIUTIAIBHOTO aBTOHOMHOTO 001Ieo0pasoBaTensHOr0 yupexaenus «Jlumenr Ne29» (manee —
JInueit)

1.2. Hacrosimee mosoxxeHue pa3paboTaHO B COOTBETCTBHHM ¢ DepepalibHBIM 3aKOHOM OT
29.12.2012 Ne 273-@3 «O6 obpazoBanuu B Poccuiickoit ®enepaunny», npukazom Munpuna Poccun
ot 30.03.2015 Ne 52H «OO0 yrBepkaeHUH (HOpPM MEPBUYHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB
OyXraJTepcKoro yd4era, NPUMEHSEMbIX OpraHaMH TrOCYIapCTBEHHOW BIAacTH (roCyJapCTBEHHBIMU
OpraHam#), OpraHaMH MECTHOTO CaMOYIIPABJICHUS, OpraHaM{ YIPABIEHHS TOCYJapCTBEHHBIMH
BHEOIOJUKETHBIMU ~ (OHJAMM, TOCYJApCTBEHHbIMM (MYHUIMNAIbHBIMHM)  YUPEXKICHUSAMH, U
MeToaudeckux yka3aHHUil [0 UX IPUMEHEHUIo», mpukazoM MuHkynbTypbl Poccun ot 08.10.2012 Ne
1077 «O6 yrBepxaenuu Ilopsiika ydera JOKYMEHTOB, BXOJSIIUX B cOCTaB OMOIMOTEUHOrO (OHIAN,
nucbMoM MmunoOpazoBanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O IlpumMepHOM TOJIOKEHUU O
6ubnmoreke 00111€00pa30BATENBHOTO YUPEKACHUS.

1.3. bubnmuorteka sBiISETCS CTPYKTYpHBIM Tonpa3jeneHueM Jluies, y4acTBYIOIIUM B
00pa3oBaTEeNbHON JEATENIBHOCTH B IENAX oOOecledYeHHus IpaBa YYaCTHUKOB 00pa30BaTEIbHOIO
rpolecca Ha GecriiaTHOE M0JIb30BaHHE OMOINOTEYHO-NH()OPMALIMOHHBIMU PECYPCAMHU.

1.4. Ilopsa0K 1MOJIb30BaHMSI MCTOYHUKAMH HH(OpPMAIIUY, TIepeYeHb OCHOBHBIX YCIYT U YCIIOBHS
WX TIPEOCTABJICHUS OIPEIEISIOTCS HACTOSIIIUM TIOJIOKEHHEM O OuOImoTeke W TpaBUIIaMHU
M0JIb30BaHUs OMOIMOTEKOM, YTBEPKICHHBIMH TUpEeKTOpoM Jlutes.

1.5. Opranuzamnusi 0OCTyKUBaHHUS YYaCTHUKOB 00pa30BaTENIbHOTO TMpoIlecca MPOU3BOIUTCS B
COOTBETCTBMM C TNpaBUJIaMHU TEXHUKM O€30MaCHOCTH U TMPOTUBONOKAPHBIMH, CaHUTAPHO-
THTUCHHYECKIMH TPEOOBAaHUSIMH.

2. lenu, 3axa4u, GyHKIUU OUOJTHOTEKH
2.1. OCHOBHBIMH HIENISIMU U 33ja4aMi OUOTMOTEKH 00pa30BaTeIbHON OpraHU3aluy SBISIOTCS:
— obecrnieueHne y4aCTHUKOB 00pa30BaTeNIbHOTO Mpoliecca JOCTYIOM K HHPOpPMAIUK, 3HAHUSAM,
uaesM,  KyJbTypHbIM  IIEHHOCTSM  IOCPEJCTBOM  HCIIOJNb30BaHHUS  OMOIMOTEYHO-
MH(POPMAIMOHHBIX pecypcoB JIniies Ha pa3nUyYHbIX HOCUTENSIX: OyMaXHOM (KHYDKHBIA (QoH,
(GboH epHoINUEeCKUX U3JaHui); MarHUTHOM ((oHA ayano- U BuaeokacceT); udposom (CD-
JIMCKH, JIMLEH3UOHHBIE JOCTYIHBI K IU(PPOBBIM 00pa30BaTeIbHBIM MTOPTAJIaM U AJIEKTPOHHBIM



y4eOHUKaM); KOMMYHUKATUBHOM (KOMITHIOTEPHBIE CETH) U WHBIX HOCUTEIISIX;

MPUBJICYEHUE YYalIUXCA K CUCTEMAaTUYECKOMY YTCHHIO YUeOHOU, Xy/l10KECTBEHHON, HaAy4YHO-

MIONYJIAPHOM JINTEPATyPBhI;

opranu3anys 4YTCHHUA B LCIAX YCICHIHOIO H3YUYCHHUA YdallUMHUCS y‘le6HBIX npeaMETOB,

Jy4IIEero YCBOCHHsI 00111e00pa30oBaTeNIbHBIX IPOrpPaMM;

COHeﬁCTBHe PA3BUTHUIO TO3HABATCIIBHBIX HHTCPCCOB U CIIocoOHOCTEN yHalnuxcs;
o0y4yeHne ocHOBaM OHONIMOTEYHO-OuOIMorpaduIeckoii rpaMOTHOCTH;
COJICHCTBHE TIEJarOrHYeCKUM PaOOTHHUKaM B MMOI0OpE HAyYHO-METOIUYECKON JINTepaTyphl,

MH()OPMHUPOBAHKE O HOBBIX MOCTYIUICHUSX B OMOIMOTEUHBIN QOH/;

COBCPUICHCTBOBAHUE IPCAOCTABIACMBIX OMOJIMOTEKOM YCIyr Ha OCHOBC BHCIAPCHHS HOBBIX

MH(POPMAIIMOHHBIX TEXHOJOTUH H KOMITBIOTEpH3aluu OuOIMOTeUYHO-UH(DOPMAIMOHHBIX
nporeccoB, popmupoBaHue KOMPOPTHON OHOTMOTEUHOMN CPEIBI.
2.2. bubnuoTeka BBITIOJHSCT CIEAyIOIHe (yHKIINN:

2.2.1.

2.2.2.

2.2.3.

2.24.

®opmupyet honx 6uOIMOTEYHO-MHPOPMATMOHHBIX pecypcoB Jlures:
KOMIUIEKTYET YHUBEpCAJIbHbIM (HOHA y4eOHBIMH, XYIOKECTBEHHBIMU, HAayUHBIMH,
CIpPAaBOYHBIMH, TEJArOTHYECKUMU M HAYYHO-TIOMYJISIPHBIMH JTOKYMEHTaMH Ha
TPaJAULIMOHHBIX U HETPATUIIMOHHBIX HOCUTENSX UH(DOPMALINH;
noroyHsAeT (GOHA WHPOPMALIMOHHBIMH pecypcamu cetd MHTepHer, Oazamu U
0aHKaMU JTaHHBIX JPYTUX OpraHU3alni;
aKKyMyIupyeT (OHJ JTOKYMEHTOB, CO3/IlaBaéMbIX B 00pa30BaTeIbHOW OpraHHU3aliH
(myOnukanuii u paboT rnegaroroB 00pa3oBaTEIbHON OpraHU3aINH, TYYIINX HaYYHBIX
paboT u pedeparoB ydammxcs 1 JIp.);
OCYILIECTBISIET pa3MEIlEHUE, OPTaHU3AIUIO U COXPAHHOCTH JIOKYMEHTOB.
Coznaet UHPOPMALIMOHHYIO IPOTYKITUIO:
OCYILIECTBIISIET AHATTUTUKO-CUHTETUYECKYIO I1epepadoTKy MH(pOpMaLnu;
OpraHu3yeT W BeIeT CHpaBOYHO-OMOIMOrpaduuecKkuii  ammapar: KaTaJord
(anm¢aBUTHBIN, cUCTEMaTHYECKHIT), KAPTOTEKH (CUCTEMATHUUECKYIO KapTOTEKY CTaTeH,
TEMaTUYeCKHe KapTOTEKH), SJIEKTPOHHBIM KaTaylor, 0a3bl JaHHBIX IO TPOGUIIO
00pa3oBaTeNbHON OpPTaHU3AIHH;
pa3pabatrbiBaeT pekoMeHAaTeIbHble Oubnuorpaduieckre mocodus (CIUcKu, 0030k,
yKazareiau U T.I1.).

Ocy1iecTBisieT nuddepeHIpoBaHHOE O6ubIMoTeyHo-nH(OPMALILOHHOE

o0cyXKMBaHUE 00yUYaIOITUXCS:

MPeIOCTaBIIsIeT HH(POPMAITMOHHBIE PECYPCHI Ha PA3TMYHBIX HOCHTEIISX;
OopraHusyer OoOydyeHHEe HaBbIKaM HE3aBUCHMOIO OMOIMOTEYHOrO MOJIb30BaTENs H
notpeOuTens HHPOpPMaLIUH, COACUCTBYET MHTErPAIlMM KOMIUIEKCA 3HaHUH, yMEHUN U
HaBbIKOB pa0dOThI ¢ KHUTOM U HH(pOpMaLIei;
OKa3blBaeT HMH(POPMALMOHHYIO TOAJEPKKY B PEIICHWH 3aj]ay, BO3HMKAIOIIUX B
nporecce yueOHOH, caMo00pa3oBaTeIbHON M JOCYTOBOM J1€ATEILHOCTH YYaIUXCS;
OpPTraHU3yeT MAacCOBBIE MEPONPHUATHS, OPUEHTHPOBAHHBIE HA pa3BUTHE OOMIEH H
YUTATENLCKON KYJIbTYpBI IMYHOCTH;
COJZICMCTBYET TENarorn4eckuM pa0OTHUKAM B OpraHu3alud 00pa3oBaTEbHOTO
mporiecca U A0cyra ydammxcs (nmpocmMotp BuneoduiabmoB, CD-anckoB, npe3eHTannu
Pa3BUBAIOIIMX KOMITBIOTEPHBIX HTD).

Ocy1iecTBisieT nudhepeHIpoBaHHOE O0nbIMoTeYyHO-NH(OPMALIMOHHOE

00CITy’)KNBaHHE TTEarOTHYECKUX PaOOTHUKOB:

BBISIBJIIET MH(OPMAIIMOHHBIE MTOTPEOHOCTH U YAOBJIETBOPSET 3alpPOCHl, CBSI3aHHBIE C
o0y4eHHeM, BOCIIUTAHUEM YUaIlIuXCs;
BBISIBIIIET WH(OpPMAIIMOHHBIE MOTPEOHOCTH W YAOBJIETBOPSIET 3allpochl B 00JacTH
Me1arorMYecKuX NHHOBAIMM U HOBBIX TEXHOJIOTUH;
coleiicTByeT  Mpo(eCCHOHATFHOW  KOMIIETEHIIMA  IEAaroroB,  IOBBIIICHUIO



KBaJTM(DUKAINH, TPOBEJICHUIO aTTECTALINH;

—  OCYHICCTBJISET TeKyliee uHpopMupoBanue (mHU wuHPOpMaNUU, 0030pPHI HOBBIX
IIOCTYIUIEHUH U MyOJIMKALUM);

—  CIOCOOCTBYET TMPOBEACHUIO 3aHATUH 10 (OPMUPOBAHUIO HHGOPMAIMOHHON
KYJIbTYPbl YYalluxcs; sBisgercs 0a30i IJs MPOBEIEHUs MPAKTUYECKUX 3aHATUH I10
pabote ¢ nHHOPMAITIOHHBIMHU PECYPCaMHU.

2.2.5. OcyiecTBisieT nuddepeHITMpOBaHHOE OuOIMOTEYHO-UH(POPMALTUOHHOE

00cCiIyKMBaHUE POANUTENIEH (3aKOHHBIX IPEICTABUTENEH ) YUaIUXCSL:

—  YIIOBJETBOPSET 3alpOChl MOJb30BaTele 1 HHPOPMUPYET O HOBBIX MOCTYIUICHUSX B
OMOINOTEKY;

—  KOHCYJABTHPYET IO BONPOCAM OpraHU3allMd CEMEWHOrO0 YTEHHUS, 3HAKOMHUT C
nH(popManuel o BOCIUTAHUIO JICTEH;

—  KOHCYJBTHUPYET 10 BOMPOCAM Y4€OHBIX U3JaHUM ISl yHalUXCs.

3. Opranuszanus JesiTeJJbHOCTH OHOJINOTEKH

3.1. OG1iee pyKOBOACTBO JESTENbHOCTbIO OUOIMOTEKN OCYIIECTBIsET AupeKTop Jluies.

3.2. PykoBoJIcTBO OMOIMOTEKON OCYIIECTBISET MeAaror-0udanoTekapb, KOTOPbIA Ha3HAUAETCs
PYKOBOIHUTENEM 00pa30BaTeIbHOM OpraHU3aIuu.

3.3. Ilemaror-6uOnmoTekappr HECET OTBETCTBEHHOCTh B IMpEJesiaX CBOCH KOMIIETCHIIMH 32
OpraHM3alMI0 U PEe3yIbTaThl NEATEILHOCTH OHOIMOTEKH B COOTBETCTBHHM C (DYHKIHMOHAIBHBIMH
0053aHHOCTSIMH.

3.4. Ilenaror-6ubnuorekaph pazpadaThiBaeT U MPEACTABISAET PYKOBOIUTENO 00pa30oBaTeNbHOMI
OpTaHU3aIH HA YTBEPKICHUE CICTYIONINE TOKYMEHTHI:

— TOJIOXKeHue 0 6ubIroTeKe, MpaBuiia MOJIb30BaHUS OUOIHOTEKOI;

— CTPYKTYpy M WITaTHOE pacmnucaHue OUOIMOTEKH, KOTOphIE pa3padaThiBalOTCA HA OCHOBE
00BbeMOB paboT;

— IJJAHOBO-OTYETHYIO JOKYMEHTAIHUIO;

— TEXHOJIOTUYECKYIO TOKYMEHTAIIUIO.

3.5. Crpykrypy OUONIHMOTEKH COCTaBJSIOT: OCHOBHOE OTJAElIeHHE OWOIMOTeKU JUIles
pacnonaratomeecs B koprmyce Nel (yn. Cremana Pasuna, n.7) u ¢dunuan OubmuoTtexu
pacnionaratonuiics B koprycax Ne2 (yn. Cryaeneukas Habepexxnas 1.23). U ocHoBHas 6ubnuoTeka,
¥ (unman 3aHUMAOT W30JIMPOBAaHHBIE MOMEMICHUs. 30HBI a0OHEMEHTAa W 30HBI YUTAIHHOTO 3alia
oObeauHeHbl. VIMeeTcst KHUTOXpaHMIMIIA s y4yeOHUKOB. CTPYKTYypHBIM MOJpa3/ieieHueM
OMOMMOTEKU  SIBIISETCSA WHPOPMAIIMOHHO-OUOIMOTEUHBIN LEHTPp Ha 8§ TMOCAJOYHBIX MECT,
000pyI0BaHHBIN HOYTOYKaMH C BbIXO0M B MIHTepHET, pacnoiokeHHbIH B Kopiryce Nel.

3.6. bubmmoreyHo-uH(pOpMAIMOHHOE OOCTYXKMBAHUE OCYIIECTBISCTCS B COOTBETCTBHH C
porpaMMaMi U TIaHaM# paboTel OubmuoTeku Jlumes Ha ocHOBe OMOIHMOTEYHO-UHGOPMAIIMOHHBIX
peCypcoB.

3.7. bubnuorteka BIpaBe MPEIOCTaBIAThH IJIATHBIE OMOIMOTEUHO-MH()OPMAIIMOHHBIE YCIYTH,
NepevYeHb KOTOPBIX OMPEENIETCs YCTaBOM 00pa30BaTeIbHON OpraHu3alny.

3.8. bubnuoreka obecrneuynBaeTCs:

— KOMIUIEKTOBaHHUEM OMOIMOTEYHO-MH(POPMALTMOHHBIX PECYPCOB;

— HEOOXOIMMBIMH CITY>)KEOHBIMH W TIPOW3BOJICTBEHHBIMH TTOMEIIEHUSIMA B COOTBETCTBHH CO
CTPYKTYpO OHMOJMOTEKH W HOpPMaTHBAaMH II0 TEXHHUKE O€30MaCHOCTH JKCIUTyaTalluu
KOMITBIOTEPOB U B COOTBETCTBUH C TOJIOKCHHUSIMH CAHUTAPHBIX TPAaBUI W HOPMATHUBOB,
00eCIeunBaOIIMMU COXPAaHHOCTh KHUT;

— COBPEMEHHOH 3JIEKTPOHHO-BBIYUCIUTENBHON, TEIEKOMMYHHKAIIMOHHON W KOMUPOBAIBHO-
MHOKUTEIHHOU TEXHUKON U HEOOXOAUMBIMH MPOTPAMMHBIMU MTPOTYKTAMH.

3.9. OTBETCTBEHHOCTh 32 CHCTEMAaTHYHOCTh M KaueCTBO KOMIUIEKTOBAaHUS OCHOBHOTO (hoHIa
OUOIMOTEKH, KOMIUIEKTOBaHME Y4eOHOro (oHma B COOTBETCTBUHM C (helepalibHBIMU IEPEUHSIMH
Y4eOHHUKOB B y4eOHO-METOJMUECKUX H3IaHUH, CO3IaHIe HEOOXOMUMBIX YCIOBUHN ISl ACATEITBHOCTH
O6ubnroTeku HeceT AUpeKTop JIuies B COOTBETCTBUH € Y CTaBOM.



3.10. Pexxum paboThl OMOIMOTEKH ONPELIISIETCS MeJaroroM-ou0InoTeKapeM B COOTBETCTBUU C
NpaBUJIaMHA BHYTPEHHETO pacropsijika o0pa3oBaTelbHOW opraHu3anuu. [Ipu onpeneneHun pexuma
paboThl OMOTMOTEKN MPETyCMaTPUBACTCS BBIACTICHHE:

— JIBYX 4acOB pabOYero BpEMEHH €XKETHEBHO HA BHIMOJIHEHHE BHYTPHONOINOTEYHOH paboTHI,

— OJIHOTO pa3za B MeCAll — CAaHUTAPHOTO JHs, B KOTOPBI OOCITYXHBaHHE I0JIb30BaTeNeH He
MIPOU3BOIUTCS;

— HE MEHee OJIHOTO pa3a B MECAIl — METOAMYECKOTO JIHS,

— TpH JHS B HEJIEIIO SBIISIOTCS paOOYMMU JHSIMUA B OCHOBHOM OTJENICHHH OMOJIHMOTEKH, JIBA JTHS
B HENEIO — B huyInaie.

4. Y4yer nocTynjieHusi U BbIObITHS JOKYMEHTOB OHOJIMOTEYHOT0 (poHIa

4.1. CeneHusi 0 BKIIIOYaEMBIX B OMOIMOTEUHBIH (OHI JOKYMEHTaX (UKCUPYIOTCS B KHHIE
CyMMapHOro y4eTa Oubanorednoro (oHma.

4.2. CymMMapHBIi y4eT MOCTYIUICHHS SJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX IOKYMEHTOB BEIETCS B
3JIEKTPOHHOM PEecTpe.

4.3. JIoKyMeHTHI, TOATOTOBJICHHBIE K TpueMy B OHOIMOTeUHBIH (OHMA, TMOABEPrarTCs
NEepPBUYHOM 00pabOTKE U UHAUBUIYAILHOMY YYETY.

4.4. VIHmuBUAyalnbHBIA y4eT JOKYMEHTOB OCYHIECTBISICTCS ITyTEM IPUCBOCHUS KaXIOMY
9K3EMIUIIPY JOKYMEHTa PErucTPAlMOHHOIO HOMEpa, MHOTO 3HAaKa B KAaueCTBE PErHMCTPALMOHHOTO
HOMEpa (CHCTEMHOTO0 HOMEpa KOMIBIOTEPHOH MpOrpamMMbl, IITPUX-KOJa M JPYTHX).
WuauBuUyanbHbI HOMEp 3aKperuisieTcsl 3a JOKYMEHTOM Ha BCE BpeMsl €ro HaxoJIeHHs B (oHJe
oubnmoreku. PerucrpanimoHHbie HOMEpa UCKITIOUEHHBIX M3 (DOHIA JOKYMEHTOB HE NPHCBAUBAIOTCS
BHOBB IIPUHATHIM JJOKYMEHTaM.

4.5. PerucrpanMOHHBIE HOMEpa MPOCTABISIOTCS HEMOCPEICTBEHHO Ha JOKYMEHTaX |
OTPAXKAOTCS B PETUCTPE UHAUBUIYaIbHOTO YUeTa JJOKyMEHTOB, IPUHATOM B OMOIHOTEKE.

4.6. B peructp BIOUCHIBAIOTCS JaHHBIE O KaXJIOM JIOKYMEHTE: JaTa 3alliCh B DPETHCTpE,
perucTpaloHHbI HOMEp, KpaTkoe Oubinorpaduyeckoe omnucaHue AOKyMeHTa (aBTOp, 3arjiaBue,
TOM, YaCTh, BBIITYCK, MECTO U TOJI U3/IaHNUs), IEHA TOKYMEHTA.

4.7. UnnuBuayalbHbId y4eT MepUOANYECKUX U3JaHUN BEeIeTCsl B pErUCTPAllMOHHON KapTOTEeKe
NEPUOINIECKUX HM3/IaHUM, MpeTHa3HAYCHHON /IS y4eTa KakKJoro Ha3BaHUS M KaXIOTO AK3EMILIIpa
(6 aemomamusuposannoii 6aze OaHHbIX).

4.8. JlokymMeHThI, BKItO4aeMble B (oHJ OMOIMoTeKkH, Mapkupytorcs. Ilpu sTom MoryTt ObITH
UCMOJIb30BaHbl HITEMIENN, KHI)KHBIE 3HAKW, WHIUBUAYaJbHBIE IITPUXOBBIE KOJbI, JPYIHe BUIbI
MapKHPOBKH.

4.9. Ha nokymeHTax, SBISIOUIMXCS TNPWIOXKEHHEM K OCHOBHOMY HOCHUTENIO U €ro
HEOTHEMJIEMOH YacThIO, TPOCTABIISIOTCS TE€ )K€ PEKBU3UTHI, YTO M HA OCHOBHOM JTOKYMEHTE.

4.10. Ha mnpuHATBIX MEPBUYHBIX YYETHBIX JIOKyMEHTaX IPOM3BOJAUTCS  3aIMCh,
MOTBEPIKIAIOIAs], YTO MOCTYMUBIIUE JOKYMEHTHI NPHUHSTH B OMOIMOTEUYHBINH (POHJI Kak B OOBEKT
0c000 LIEHHOT0 ABMYKUMOT'0 UMYILECTBA UM KaK B 00BEKT MHOT'O IBUKMMOT0 UMYIIECTBA.

4.11. IlepBuuHble y4yeTHBIE TOKYMEHTHI, IOATBEPKAAIOIMINE (aKT MOCTYIUIEHUS], IEPEJAtOTCs B
OyXrajaTepHlo s BKIIOUEHHs B yueT OMOaroTedHoro (hoHa.

4.12. JlokyMeHTBHI BBIOBIBAIOT M3 OMOIMOTEUHOTO (DOHJA B CBSI3M C (DU3UYECKOM yTpaToil MU
YaCTUYHOM JMOO TOJMHOM yTpaTol MOTPeOUTENbCKUX CBOWCTB. BbIOBIBaronye JOKYMEHTHI
UCKITIOYAIOTCS U3 OMOIMOTEYHOTO (OH/IAa U CTIUCHIBAIOTCS.

4.13. BpiObITHE AOKYMEHTOB U3 OHOIMOTEYHOro (hoHIA OPOPMIISETCS aKTOM O CIUCAHUU
UCKITIOYEHHBIX 00BEKTOB OuOiIMoTreyHoro ¢ouma no gopme 0504144 (mamee — akT O CHUCAHHHM),
yTBepKIeHHOH npukazoM Munduna Poccun ot 30.03.2015 Ne 52H.

4.14. K axkTy O CHHCaHMM IpPUJIATaeTcsi CIHUCOK Ha HCKIIOYeHHEe OOBEeKTOB OMOIMOTEUHOTO
¢doHga (nanee — CIMCOK), KOTOPBIM BKIIOYAET CIEIYIOIINE CBEACHHUS: PErHCTPALMOHHBIA HOMEp M
mudpp XpaHeHHs] JOKyMEHTa, KpaTkoe Ouliamorpaduueckoe omnMucaHue, LEHY JIOKYMEHTa,
3a()MKCHPOBAHHYIO B PETUCTPE MHIUBUAYAIBHOIO y4eTa JIOKyMEHTOB, K03()(UIMEHT nepeoLeHKH,
[IEHY TTOCJIe TIEPEOIIEHKH 1 OOIIYI0 CTOMMOCTh HCKITIOYaeMBIX JIOKYMEHTOB.



4.15. Jlna meyaTHBIX JOKYMEHTOB BPEMEHHOI'O XpaHCHHs JIONYyCKAaeTCs 3aMeHa CIIHMCKa
KHIDKHBIMH (hopMysipaMu.

4.16. lnst JOKYMEHTOB, 00paOOTaHHBIX IPYNIIOBBIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CITUCKA
JaeTcs NepeueHb PErHCTPALIMOHHBIX HOMEPOB, BUJI UCKIIIOYAEMbIX U31aHHH, HX KOJINYECTBO.

4.17. K akty O cCHOUCaHMM MO MPUYUHE YTPaThl M CIUCKY MPHIATAIOTCA JOKYMEHTBI,
HOJTBEPKAAOMINE yTpaTy (MOSCHUTENbHAS 3aliCKa, B Cllydae KPakKl WIIM XMIICHUS — MPOTOKOJM,
aKT, 3aKJII0UYEHHE YIOJTHOMOYEHHBIX OPraHoOB, IIPU BO3MEIEHNH yiiepOa — (PMHAHCOBBIA JOKYMEHT O
BO3MEIICHUH yIIep0a).

4.18. Ilocne 3aBepuieHMs] MEpONPUATUM, NMPEAYCMOTPEHHBIX aKTOM O CIHMCAaHUHU, MEPBbII
HK3EMIUISIP aKTa O CIIMCAHHUHU CO CITUCKOM M JOKYMEHTOM, HOATBEPIKAAIOIINM BBIOBITHE, IEpEIacTCs B
OyXranTepuio, BTOPOil SK3eMILISp OcTaeTcs B OUOINOTEKe.

5. IIpoBepka HAJIMYHUS JOKYMEHTOB O0MOIHOTEYHOr0 (hOH/IA
5.1. TlpoBepka Hanu4uMs ITOKYMEHTOB OuOmnoTeyHoro (onma (mamee — mpoBepka (oHIA)
MIPOU3BOIUTCS B 0053aTEIIHHOM TOPSIIIKE:
— TIpH BBISIBJIICHUH (DAKTOB XUIICHUS, 3IOYTIOTPEOICHUS HIIH ITOPYH JOKYMEHTOB;
— B CIIy4ae CTUXHHHOTO OEICTBUS, MMOKApa WM IPYTHX YPE3BBIYAWHBIX CHTYAIlWi, BEI3BAHHBIX
IKCTPEMAIILHBIMH YCIIOBUSMU;
— MPH peopraHu3aIuy WK JTUKBUIAIMYA OUOINOTEKH.
5.2. Tlpu BBISIBICHUH B TMpOLECCe MPOBEPKH (OHIA OTCYTCTBYIOIIMX JOKYMEHTOB H
HEBO3MOXXHOCTH yCTQHOBJICHHSI BHUHOBHBIX JIMI] YOBITKM 110 HEJOCTAa4aM CIIMCHIBAIOTCS B
COOTBETCTBHH C JICHCTBYIOIUM 3aKOHO/IATEIICTBOM.

6. le1onpoun3BoacTeo
6.1. Opranm3anusi paboThl ¢ JOKYMEHTAMH 10 y4eTy OMOIuoTedyHOro (hoHIa OCYIIECTBISICTCS
IO MpaBUJIaM BEJICHUS JETIONPOU3BOICTBA.
6.2. B 6ubnuoTexe BeIyTCS U XPaHATCS:
— PpEerucTpbl MHAUBUAYAIHHOTO U CYMMapHOI'0 yueTa JIOKyMEHTOB OMOIuoTeyHoro Goxa:
— PperucTpanoHHbIe KHUTH;
— WHBEHTApHBIC KHUTH;
— KHUTH CYMMAapHOTO Y4eTa;
— YYETHBIN KaTaJor;
— TomnorpaguvecKre ONUCH U KaTaJoTH;
— JKYpHAJI BBIJJAYH AJICKTPOHHBIX HOCHUTEIICH;
— JKypHAJI pETUCTPAINH MTOJIb30BaTEIeH KOMIIBIOTEPHOTO 3aJ1a;
— aKTBI O CIIMCAHUH UCKITIOYEHHBIX 00BEKTOB OMOINOTEYHOTO (POHIA;
— YYeTHBIE JOKYMEHTBI, TTOJATBEPKIAIONINE TIOCTYIUICHHE JOKYMEHTOB B OMOIMOTEYHBIN (OH]T
(HaKJIaHBIC, aKTHI O TIPUEME, aKThI CTAYU-TIPUEMKH );
— aKTBI O pe3yJibTaTax MPOBeICHUs TPOBEPKU HATUYMS TOKYMEHTOB OMOIMOTeYHOro (hoHAA.



