Mynununaissoe apToHOMHEOE obieobpasorarenbHOe yupexnenue — Bazosas CpenHsist
obieobpasoBarensHas mxona No7 um. A.C. [Iymkuna ¢ yray6nenssim HU3YYEHHUEM aHTTTHHACKOro
A3bIKA

VTBEPXIEH

TPHKA3OM gy L3 09,4004 A X.f_/ff'

IMonosxenue o GudaHOTEKE obpazoBaTenbHOI opranmzanun
1. O6mue nooxkenns

1.1. Hacrosmee monosxkenue PCTTIAMEHTHPYET IAEATENBHOCTh OGHOMHOTEXH 06pa3zoBaTe/BHOMN
OpraHH3aluy.

1.2. Hacrosmee mnonoxenue pa3paboTaHo B COOTBETCTBHH C DejiepadbHEIM 3aKOHOM  OT
29.12.2012 Ne 273-®3 «06 obpasoaruu B Poccuitckoii Denepatnuy, npukasoMm MunbuHa
Poccun ot 30.03.2015 Ne 528 «O6 YTBEPXKACHHH (POPM MEPBHYHBIX YYETHBIX JOKYMEHTOB U
PEIHCTPOB  OYXraNTepckoro ydera, MPHMEHSEMBIX OpraHaMd TOCYNapCTBEHHON BJIACTH
(TOCYZapCTBEHHBIME OpraHamHm), OpraHaMH MeCTHOrO CaMOYTIPaBIICHHSI, OpraHaMH YIIPaBICHHUS
TOCYN@PCTBEHHBIMA  BHEOIOKSTHBIMM  DOHIAMH, TOCYIAPCTBEHHBIMMU (MyHHIHIATEHEIME)
YYPEKACHUAMH, U MeToauyecknx yxaszaHmii 1o mx IPUMEHEHUIO», NPUKa30M MUHKYIBTYphI
Poccuu or 08.10.2012 Ne 1077 «O6 yrBepxaeHun llopsanka ydera 1oxyMeHTOB, BXONSIHX B
coctap OubmmoTedHOro hoHAA», MUCEMOM Muno6pazosanns Poccrn or 23.03.2004 Ne 14-51-
70/13 «O TIpEMepHOM MNONOXEHHH O GHEIHOTEKe 001106 Pa30BaTeILHOTO  YUPEKICHHSY,
nuceMoM Mrunuctepersa npoceemenus CCCP ot 14.05.1975 Ne 28-M «O BBEICHHH THITOBOTO
IIOJIOXEHHS O IIKONEHOM GubIHoTeKEY.

1.3. Bubmuoreka sBisercs CTPYKTYpHEM nonpaszaenenueM o0pasoBaTenbHON opraHM3auy,
YHACTBYIOIIMM B y4eOHO-BOCTITATEIHHOM MPOIIECCE B ENAX 0OECICYCHUS IpaBa Y4acTHHKOB
00pa3oBaTe/IbHOrO Mpollecca Ha GECIIATHOE TONB30BAHME Oub1rOTeUHO-HHDOPMATHOHHEIMH
pecypcamm.

1.4. TTopsi/iok MOMB30BAHHS HCTOYHHKAMH HH(OPMALH, IepedeHb OCHOBHBIX YCIYT B YCHOBHS
HX TpPEOCTABICHHA ONPENCNSIOTCH HACTOAINMM TIONOXKEHUEM O OHONHOTEKE M [paBUJIAMH
I0IB30BAHHMS OHOMMOTEKOH, YTBEPIKICHHBIME PYKOBOIUTENEM 00pa3oBaTeTBHOMN OpPraHu3aIIH.
1.5. Opranmsauus o6ciyxuBanus YHaCTHHKOB 00pa30BATENLHOTO MPOLEcca TPOH3BOLHTCA B
COOTBETCTBHM C MpPaBHJIAaMM TEXHHUKH O0E30MacHOCTH W NPOTHBOIIOXAPHEIMH, CaHHTAPHO-
TUTHEHWIECKHMH TPpeOOBaHUAMH,



UX TIPEIOCTABNICHAS OIPEACIAIOTCA HACTOSIIHMM INOJIOKEHHEM O OuOnMOTeKe M IpaBHIIaMH
TI0JIb30BaHKs OUOTHOTEKOH, yTBEPXK/IEHHBIMU PYKOBOAMTENEM 00pa30BaTeIbHON OpraHu3alHH.
1.5. Opranusanus obCiTy)KMBaHHMS YJaCTHHKOB OOpa30BATENBHOTO MPOIEcca MPOH3BOAMTCSA B
COOTBCTCTBHH C IIPAaBHIIAMH TEXHHKH OezonacHoOCTH ® IMPOTHBONOXKAPHBIMUA, CAHHTAPHO-
TMTHEHUYECKUMH TPeOOBAHUSIMH.

2. Hesm, 3apaun, pyakuun 6nbamorexn

2.1. OcHOBHBIMH IIENAMH H 3afadamu 6ubmuoTeku o6pa3oBaTenbHON OPraHU3aK ABISFOTCS:

obecreyeHHe YYacTHHKOB 00pa3zoBaTeNbHOrO Mpomecca JOCTYNOM K HH(pOpPMAIINH,
3HAHUSIM, HJIEIM, KyJIbTYPHBIM [EHHOCTSM TOCPEJICTBOM HUCITOTL30BaHMS OMGIHOTETHO-
HHGOPMAIMOHHEIX pecypcoB 00pa3oBaTensHON OpraHu3aliK Ha Pa3IHYHbIX HOCHTENIAX:
OyMaxHOM (KHIDKHBI (GoHX, GOHA MepHOANYECKIX H3AaHui ), MarHATHOM ((oHu ayauo-
u Buaeokaccer); nudposom (CD-aucku); KOMMYHHKATHBHOM (KOMITBIOTEPHBIE CETH) H
WHBIX HOCUTEJNSAX;

OPUBJICUEHHE YYAlUXCA K CHCTEMaTHUECKOMY YTEHHIO Y4eOHOM, XYHO0MKeCTBEeHHOI,
Hay4HO-IIOIYJIAPHOM TUTEpaTyphl;

OpraHW3alMs YTCHHS B LIENSX YCHEIIHOIO M3yYEHUs YYallMMUCS y4eOHBIX MpPeIMETOB,
Ny4Imero ycBoeHus obmeodpa3oBaTebHEIX IPOrpaMM;

COIeHCTBYE Pa3BUTHIO I03HABATEIIbHBIX HHTEPECOB M COCOOHOCTEH yUaIAXCSL;
o0yueHue ocHOBaM OubnnoTeyHo-0ubnrorpaguueckoi rpaMOTHOCTH;

CONECHCTBHE IeNarorHyeckuM pabotHukaM B mozbope  HayJHO-METOLHYCCKOH
NHATEPaTypel, HHPOPMHPOBAHHE O HOBBIX MOCTYILIEHUAX B OubnHoTeqHbIH hoHN;
COBEPILEHCTBOBAHUE MPENOCTaBIsieMbIX OHONMOTEKOM yCIHYyr Ha OCHOBE BHEAPEHHS
HOBBIX HH(OPMAIMOHHBIX TEXHOJIOTMM M  KOMIbIOTEpu3auuu  OubiuoTedHO-
HH(POPMAIHOHHBIX IPOIEccOB, GopMUpOBaHUe KOMPOPTHOH OUOIHOTEUHOH CpeIbl.

2.2. bubnuoTeka BBHIIONHACT CAeAyoLHe (YHKIMN:

2.2.1. @opmupyer ¢onn O6ubimoTeuyHO-NH(YOPMALMOHHBIX PECYPCOB 0Opa3oBaTeIBHOM
OpraHH3al{H:

®

KOMIUIEKTYET YHHMBEpCAJIbHBIH (OHJ y4eOHBIMH, XYyHO)KECTBEHHBIMH, HAYYHBIMH,
CNPaBOYHBIMH, TMENArOTHYECKMMH M HAYYHO-NONYJNAPHBIMM  JOKYMEHTaMM  Ha
TPaJMIHOHHBIX H HETPAIMIMOHHBIX HOCHTEISX HHPOPMAIIMH;

nonojugeT (GoHa MHPOPMAUMOHHEIMA pecypcamu cetd Muatepner, Oasamu u Oankamu
JaHHBIX APYTUX OpraHu3anmii;

aKKyMynupyeT (GOHI IOKYMEHTOB, CO3JaBacMEIX B 00pa3oBaTelbHON OpraHH3alyH
(myOnukanuii ¥ paboT megarorop oOpa3oBaTEIbHOM OpraHM3allUH, IYYHIMX HAYYHBIX
pabot U pedepaToB ydaiuxcs 4 Jp.);

OCYIIECTBIISIET PasMEIIEHHE, OPraHU3alMIO B COXPAHHOCTDb JOKYMEHTOB.

2.2.2. Co3naet vHGOPMAIIHOHHYIO IPOAYKIIHIO:

OCYILECTBIISET AHATUTHKO-CHHTETHYECKYIO IiepepaboTky urdopManuy;

OpraHU3yeT U BeJIET CnpaBOYHO-OMbIHorpadudcckuit anmnapar: kataaoru (andaBUTHBIMN,
CHCTEMATHYECKHH), KapTOTEKH (CHCTEMAaTHYCCKYIO KapToTeKy cTarei, TeMaTHdecKue
KapTOTeKH), SMeKTPOHHBIH Kartamor, 0a3pl MaHHBIX no npodmmo obpa3oBaTenbHON
OpraHH3alny;

paspabaTreiBaeT peKOMEHJaTeNbHEe Oubnmorpaduyeckue mocobms (CmucKH, 0030pEL
yKasaTeNu 1 T.II.).

22.3, OcymectBiser IuQdepeHInpoBaHHOE GubiuoTeyHO-HHPOPMALIHOHHOE
obcnyXUBaHNE yJaIuXCs:

IpEOOCTaBIISIET HHQJOPMB.IIHOHHBIC PECYPCHI Ha Pa3/INYHBIX HOCHTEIIAX



e oprasm3yeT OOy4YeHHC HaBBIKAM HE3aBHCHMOIO OMOIMOTEYHOTO TIONIB30BATENS H
noTpebutens HHGOPMAIMHA, COACHCTRYET HHTEIPALH KOMILICKCA 3HAHHAM, YMEHUH U
HABBIKOB PaGoTHl ¢ KHETOH 1 HHpOpMaLUCH;

o OKalpIBacT HHGOPMAIHOHHYIO TIOEPKKY B PEIICHUH 3a7a4, BOSHAKAIOUHX B MPONCCCE
yueGuoii, caMoo0pa3oBaTeNbHOM i 10CYTOBOH ACATEIEHOCTH yHAIIIXCA,

e OpraHE3yel MaccOBble MEPONpPHATHs, OPMCHTHPOBAHHLIC HA PAasBHTHE obmei M
YHUTATEIBCKON KYIBTYPhl TMYHOCTH,

e CconeHCTBYET Nefarornyeckim pabOTHHKAM B OpraHu3alMK 06pa3oBaTENBHOIO IPOLIECCa
¥ gocyra yuammxcs (IpOcMOTp — BHIEO(QUIBMOB, CD-nucKoB, Tpe3eHTalUN
Pa3BHBAIOIINX KOMILIOTEPHBIX UID).

2.2.4. OcyuiecTBIgET muddepeHIpoBaHHOe 6ubaHOTeYHO-UHGOPMALHOHHOE

06CITyXKUBAHUE IIeJarorHyecKuX pabOTHUKOB:

e BhIABISET MH(OPMAIMOHHBIE IOTPEOHOCTH M YHOBJIETBOPSET 3aNpOCHL, CBASAHHBLIC C
o0yueHreM, BOCIMTAHUEM YHallUXCA;

e BESBIET HHQOPMAIMOHHEIC NOTPEOHOCTH M YNOBJETBOPACT 3aMPOCHL B obnactu
TIeJArOTAYECKHX HHHOBAIMY X HOBBIX TEXHONOTHH,

e comelictByeT  NMpo(eCCHOHANBHOH ~ KOMIETCHUAHM  T€NAroros, IIOBBIILICHUIO
KBaH(HKAIAN, TIPOBEICHUIO aTTECTAIMH;

e ocymecTBIseT TeKymee HHGHOPMHPOBAHHE (meu  wudopmanum, 0030pbl HOBBIX
IOCTYIUIEHUH U IMyOTHKauii);

e CIOCOGCTBYET TPOBEICHAIO 3aHATHH MO (OPMHPOBAHHIO HH(GOPMALHOEHON KYJIBTYPEL
yuammxcs; sBisercss 6asoif Ui MPOBEICHHS MPAKTHHYCCKHIX saHsTHE 10 paboTe C
uHPOPMAIIMOHHBIME PECYPCaMH.

223. OcymiecTBIsAET mah hepeHIHPOBAHHOE 6ubHoTEYHO-HHPOPMAIIMOHHOE

06CIyKUBAHHE POTUTENCH (3aKOHHBIX TpefcTaBUTENeH) yUayxcs:

e yIOBIETBOpSAET 3AIPOCHl MOJIB3OBATENCH uE(GOpMUpYET O HOBBIX MOCTYILICHHSX B
OuOMOTEKY )

e KOHCYISTHDYeT TO BONPOCAM OpraHW3allHH CEMEHHOTO HICHHS, 3HAKOMHT C
mH(pOpManKeil 10 BOCTIATAHNIO ACTEH;

e KOHCYJIBTHpYET IO BONpOCaM yueOHBIX W3/aHMH U1 yHAIHXCS.

3. Oprapuzanusi JesTeTbHOCTH OuOTHOTEKH

3.1. OOmee PYKOBOJCTBO IEATEILHOCTHIO OUOIUOTEKH OCYMIECTBIAET PYKOBOAUTCIH
00pa3oBaTeNIbHOH OPraHA3alliH.
3.2. PyxoBomcTBo OuOIHOTEKOH OCYMICCTBIACT saBefyfolmuii GuGmHOTEKOH (nedaeoe-
Gubnuomexape, Gubruomexapb), KOTODIA HA3HATAETCS PYKOBOLHTEICM o0pazoBaTeIbHOR
OpraHu3anuu.
3.3. Saemyromuii  OuOmMOTEKOH (nedazoz-6ubauomexap, oubnuomexaps)  HECET
OTBETCTBEHHOCTb B TpEJeNaXx CBOEH KOMICTCHIMM 3a OpPraHu3aluio M pe3ylIbTarel
JESTeTbHOCTH GMGIHOTEKH B COOTBETCTBHH ¢ (YHKIHOHATBHBIMM 00513aHHOCTAMM.
3.4. 3asenyroummii GuOIMOTEKOH (nedazoz-Gubnuomexapn, Gubruomexape) paspabaThiBacT H
NPEACTABIAET PYKOBOJIUTEIIO 06pa3oBaTeNbHON OpraHu3alii Ha YTBEPXICHHE CIEXYIOUIME
JIOKYMEHTBL:
e [oJIOKeHMEe 0 OUOMHOTEKe, MIPABUIA TTONIB30BAHNA OuGINOTEKOM;
o CIPYKTYpy ® IITATHOE pacTiucaHWe GHOIMOTEKH, KOTOPBIC pa3pabaThIBAIOTCH HA OCHOBE
06BeMOB paboT;
MOMOKEHKE 0 TUIATHEIX yCJIyrax OuOImoTexu:
IUIaHOBO-OTYETHYIO JOKYMEHTAIHIO;
TEXHOJOTHYIECKYIO JOKYMEHTAIHIO.



3.5. CtpyxTypy Oub6IMOTEKH COCTABNSAIOT:
aDOHEMEHT;
YHTATIBHBIN 34T,
OTIeN Y9eOHHKOB;
otnen uadopmManroHHO-OnbaHorpadryueckol paboThl,
doHx ¥ CrenMATM3MPOBaHHENE 3anm paboThl € MYJIBTHMEIMHHBIMH H CETEBHIME
JIOKYMEHTaMH;
BHJICOCTY A,
MHHH-H3/IaTeIFCKAN KOMILIEKC;
MearaTeKa.
3.6. bubmoTteuno-uH(GOPMANHOHHOE OOCHYXMBAHHUE OCYILECTBIACTCA B COOTBETCTBHU C
nporpaMMamMe M TUtaHamMu paGoTel GmGmmoTeks 00pa3oBaTeNLHOH OpraHH3alMM Ha OCHOBE
OubmmoTedHo-NH(POPMaLHOHHBIX PECYPCOB.
3.7. BubnauoTeka BIOpaBe MPEIOCTABIATH IUIATHBEIE OHOIHOTEYHO-UH(OPMALUOHHEIE YCIYTH,
MEPEeYCHb KOTOPHIX ONPEACTACTCS YCTABOM 00pa30BaTeIbHOM OpraHu3aluy.
3.8. bubimoreka obecnieunBaercs:
e KOMIUIEKTOBaHKeM OHOIMOTeYHO-HH(DOPMAIHOHHEIX PECYPCOB;
e HEOOXO[MMBIMY CIIy)KeOHBIMA W TTPOM3BOJICTBEHHBIMU MOMEIIECHHSIMH B COOTBETCTBHA
CO CTPYKTYpOM OHOMMOTEKH M HOpPMATHBAMHM IO TeXHUKE DE30MacHOCTH 3KCIUTyaTalldw
KOMITLIOTEPOB M B COOTBETCTBHH C IOJOXXCHUAMH CAHHTAPHBIX IIPaBUJI M HOPMATHBOB,
o6ecrneynBalONMMU COXPAHHOCT KHHT;

e COBpEeMEHHOH 3NIEKTPOHHO-BBIYHCITHTETBHOH, TeJIEKOMMYHHKAIIAOHHOH a
KOIHPOBAIBHO-MHOXHUTENIBHOM  TEXHHKOH ¥ HEOOXOJZMMBIMH  NPOrpaMMHBIMH
IPOLYKTaMH.

3.9. OTBETCTBEHHOCTh 3@ CHCTEMATHYHOCTh M KAYECTBO KOMIUIEKTOBAHHS OCHOBHOIO (oHIa
6uOIMOTEKH, KOMILIEKTOBaHME yueOHOro GoHAa B COOTBETCTBHH ¢ (helepanbHBIMM TEPETHIMH
yueGHUKOB M y4eOHO-METOAMYECKHX M3JaHUM, CO3/aHME HEOOXOMMMBIX YCIOBHH A
JEeSTeNbHOCTH OHMOIMOTEKM HECeT pPYKOBOOUTENs 00pa3oBaTe/lbHOH — OpraHusaldd B
COOTBETCTBHHM C YCTaBOM 00pa30BaTEbHON OpraHn3alyH.
3.10, Pexum paGotsl GUOGIMOTEKH Ompenensercs 3aBelylomuM OuOIMoTeKod (nedazozom-
bubruomexapem, bubauomexapem) B COOTBETCTBHM C MpaBHIAMM BHYTPEHHEr0 paclopsixa
obpasoBareNbHOM oprapmsanpd. I[Ipu  ompeleneHmHM  pexkuMa  paboTel  OubIHOTEKH
HpeyCMaTpUBACTCS BEIICICHHE:
e JBYX uacoB pa0o4ero BPEMEHM €XEIHEBHO HAa BBIIOJHEHHME BHYTpuOHOIMOTEYHOM
paboTsl;
® OJIHOTO pa3a B MECAIl — CAHMTAPHOTO JIHA, B KOTOPBIH 00CIYKMBAHHUE TI0/TH30BaTENEH HE
[IPOM3BOIUTCA;
e He MEHee OJHOTrO pa3a B MECsl] — METOJANYECKOr0 JTHS.

4. Yyer nocTyIIeHHs ¥ BLIOLITHA JOKYMEHTOB OHG1noTeuHOro onaa

4.1, CeneHus O BKIIOYAEMEIX B OuOMMOTEdHBIH (OHI HOKyMEHTaX (QHMKCHPYIOTCA B KHHIE
CYMMAapHOro y4eta 6uGIHOTeIHOro GoHAA (1Ucmbl cymmapiozo ysema Gubauomeunozo Gonoa,
HcypHan).

4.2. CyMMapHBlii y4eT MOCTYIIICHAS 3IeKTPOHHBIX CETEBBIX JIOKANLHEIX JOKYMCHTOB BECTCS B
3MIEKTPOHHOM peecTpe.

4.3. JIoKyMeHTBI, TOATOTOBIEHHBIE K TpHEMy B OHOMMOTEUHBIH (OHMI, DOABEPraroTCs
IIePBHYHOH 00pabOTKE ¥ HHAUBHIYATLHOMY YUETY.

4.4, VIHnuBUIyaldbHBIA YHYET JOKYMEHTOB OCYINECTBIACTCS IIyTEM TIPHCBOCHHS KaXIOMY
3K3EMIIPY  HAOKYMEHTA  PETHCTPAI[MOHHOrO HOMEpa, HMHOIO 3HaKa B KauecTBe
PeruCTPalMOHHOTO HOMEpa (CHCTEMHOrO HOMEpa KOMITBIOTEPHON NpPOrpamMMbl, IITPHX-KOAA H



apyrux). WHIuBHAyanbHBIH HOMEp 3aKpelusieTcs 3a JIOKyMEHTOM HAa BCE BpEMA €0
HaxoxaeHus B (Qoune GuOmmoTeKH. PerucTpalMOHHBIC HOMEpA HCKITIOYCHHBIX M3 tdoHza
JIOKYMEHTOB He [IPHCBAMBAIOTCS BHOBD IIPHHATHIM JIOKYMEHTaM.

4.5. PerucrpanyOHHBIE HOMEPa NPOCTABJISIOTCA HEMOCPEICTBEHHO HA JOKyMEHTax H
OTpaKAIOTCA B PECUCTPE HHAMBEIYAILHOTO yeTa JOKYMCHTOB, IPHHATOM B Gubnuorexe.

4.6. B peructp BNHCBHIBAIOTCA JAHHBIC O KaXJOM JOKYMEHTC. Jara 3allucH B pETHCTPE,
perHCTpalMOHHb HOMEp, Kparkoe OuGimorpagmyeckoe OINWCAHHE JOKYMEHTa (aBTOD,
3ariaBme, TOM, 9acTh, BEIYCK, MECTO H TOJl M3/laHu), LieHa OKYMCHTA.

4.7. VanuBuayaIbHEI y9eT NepUOJUIeCKUX H3/IAHAA BEJIETCA B PETHCTPALMOHHON KapTOTEKe
IePHOIMYECKAX W3J@HHH, NPEIHA3HAYEHHOM st ydeTa Kax/IOro HasBaHHA M Kaikjoro
SK3EMILIAPA (6 AEMOMAMUUPOGANHOTE BA3e OAHHDIX).

4.8. JloxymeHThl, BKIFOYaeMble B (HoHn OHOIMOTEKH, MAPKHPYFOTCH. IIpu 3TOoM MOryT OBITH
MCIIOIB30BAHBI [IITEMIIE/IH, KHIKHEIE 3HAKH, HHIMBHAYaIbHBIE IITPUXOBBIC KOMIBI, IPYTHE BHUJIBI
MapKHPOBKH.

4.9. Ha noxymeHTax, ABJISFOIMXCS MPUITOXKEHHEM K OCHOBHOMY HOCHTEIIO H €TO HEOThEMIIEMOH
YaCTHIO, TIPOCTABISIOTCS TE e PEKBH3MTEL, YTO ¥ H2 OCHOBHOM JIOKYMEHTE.

4.10. Ha TDpuHATHIX TMEPBAYHBIX YYETHHIX JOKYMEHTaX  IIPOM3BOJMTICA  3aIHCh,
MOATBEPIKIAIOMAs, YTO MOCTYIMBLIKE JIOKYMEHTBI NPHUHATHI B 6ubmmoreunbni GoHn Kak B
06BeKT 0co00 IEHHOrO JBMXKMMOTO MMYINECTBA WIM Kak B OOBEKT HHOIO JBHXXHMOTO
HAMYILIECTBA.

4.11. TlepBUuEBIe YUETHBIE ZOKYMEHTHI, TOATBEPXIAOMME (DAKT MOCTYIUICHHMs, MEPEIAIOTCS B
GyXTanTepuio st BKIIOUEHHAS B y4eT OHOIHOTe HOro donya.

4.12. JloKkyMeHTBI BHIOKIBAIOT U3 GHOMHOTEYHOrO (QOHIA B CBA3U € ¢r3ugecKoil yTparon HIH
wacTHUHON JWGO MONHOM yTpaToif MOTPeOHTENbCKHX CBOHCTB. BEHIOBIBafommue AOKYMEHTEL
MCKJTIOUAOTCS U3 GHOIMOTEIHOro (POH/IA K CIIMCHIBAIOTCH.

4.13. BoibbITHE IOKYMEHTOB M3 OmGamoTeuHoro Qonna opopMieTcs aKTOM O CIHCAHHH
HCKTIOUEHHBIX 0BBeKTOB GH6MMoTeaHoro (oHma mo dpopme 0504144 (ranee — akT o CIHCAHHH),
yTBepXkIeHHON npukazom Murduna Poccuu oT 30.03.2015 Ne 52m.

4.14. K axTy O CIIMCAHHM NPHUJIAraeTCs CIIHCOK Ha HCKIIIOICHHE 06BexToB OnbIHoTeYHOro (PoHA
(manee — CITMCOK), KOTOPHIA BKJIIOYAET CICAYIOIIHE CBEICHHA: PErUCTPAITMOHHBIH HOMEp H
mupp XpaHeHHs NOKYMEHTa, KpaTKoe Gubmmorpadudeckoe ONKMCAHWE, IEHY IOKYMEHT4,
3aUKCHPOBAHHYI0 B pETHCTPE MHAMBHIYAIBHOr0 yd4era JOKYMEHTOB, KO3 QUIHEHT
TIEpEOTIEHKH, IEHY IOC/IE IIEPEOLEHKH 1 OOIIYI0 CTOMMOCTE HCKIIOUACMBIX IOKYMEHTOB.

4,15. Jlns TedaTHHIX JOKYMEHTOB BPEMEHHOTO XDaHCHHA JOMyCKaceTCs 3aMeHa CIICcKa
KHHJKHBIMH (OpPMYJISIpaMH.

4.16. Jlnst JOKyMEHTOB, 00pabOTaHHBIX IPYHIIOBLIM (yTIpOIIEHHBIM) CIIOCOO0M, BMECTO CIIMCKA
JaeTcd TIepedeHb PETHCTPAIMOHHBIX HOMEPOB, BUJL HCKIIHOYaeMBIX W3JaHHHN, HX KOJIUYECTBO.
4.17. K akTy O COMCaHMH @O IpPUYAHE YTPaTel H CIHCKY NpHIATAIOTCS  JNOKYMEHTEL,
HOATBEpNIAIOMKE YTPATy (MOACHHTENBHAS 3aNHCKa, B Cilydae Kpaxd MM XHICHMA —
IPOTOKON, aKT, 3aKIFOYCHWE YIOJIHOMOYCHHBIX OpPraHoB, IPH BO3MEIICHHH ymepba —
(UHAHCOBEIHA JOKYMEHT O BO3MEILICHMH yIIepoa).

4.18. Tlocie 3aBeplIeHHs MEPONPHATHH, NPEAYCMOTPEHHBIX aKTOM O CIHCAHWH, TIEPBLIH
SK3EMIUIAP aKTa O CIMCAHHH CO CIHCKOM H JOKyMEHTOM, HOATBEPKIAIOIINM BHIOBITHE,
nepenaeTcst B GyXraiTepuio, BIOPOH dK3eMILIAp OCTACTCH B GubnroTeke.

5. IIpoBepKa HAIAYAS JOKYMEHTOB OnbanoTeaHoro ponaa

5.1. IIpoBepka Hajuqus JOKYMEHTOB GHUOIMOTEHHOTO domma (manee — mposepka (oHIa)
IPOU3BOIATCA B 0043aTEIIBHOM NOPAIKE:
e IIpH BHIBICHHUH (AKTOB XHINEHWUs!, 3TOYNOTpeOIeHNS Wi OP'H IOKYMCHTOB;
e B cjyuae CTHXHiHOro O€ACTBHA, MOKApa WIH IPYIHX upe3BbYAWHBIX CHTYarui,
BBLI3BAHHEIX OKCTPEMANLHEIMH YCIOBUASIMMU;



e MU PEOPraHU3AIMH HIH JIMKBUJALAH OGUONHOTEKH.
5.2. Tlpu BBISBIEHMH B @POIECCE POBEPKA hoHma OTCYTCTBYIOLIMX JIOKyMECHTOB H
HEBO3MOXKHOCTH YCTAHOBJCHHS BHHOBHBIX JHML YOBITKH MO HEOCTadaM CMHCHIBAIOTCS B
COOTBETCTBHE C AeHCTBYIOLIMM 3aKOHOAATENbCTBOM.

6. lenonpou3BoICTBO

6.1. Oprasmsanyst paboThI C JOKYMEHTaMH [0 yHETY pubmroTegHoro GoHIa OCYIIECTBISCTCA 0

IpaBusIaM BeJCHMUS EONPOU3BO/CTRA.

6.2. B 6ubMoTeKe BeAyTCS H XPaHsITCs!

perucTphl HHMBHAYAIBHOTO H CYMMApHOTO ydeTa NOKyMeHTOB 6ubIHoTeYHOTO hoHA:

PpErucTpaoOHHBIE KHHIH;

WHBEHTAPHBIC KHUTH;

KHHUTH CYMMapHOTO y4eTa;

yYeTHEIH Karajor;

TonorpaduIecKue OMHCH U KaTaJlory,

3KypHAJI BBAYH IEKTPOHHBIX HOCHTEJICH;

JKypHAJI PerHCTPalliy NOJIb30BATeNeH KOMIIBIOTEPHOTO 3aid,

AKTHI O CIIMCAHMH MCKIIOUCHHEIX 00BeKTOB GUOIHOTEIHOrO douna;

yUeTHBIE JAOKYMEHTEI, MOJTBEPX/IAIOUIE MOCTYILICHHE JOKYMEHTOB B OHOTHOTEHHBIH

domn (HaKnaaHbIE, aKTHI O NPHEME, AKTH cIauu-TIPUEMKH);

e aKTHl O pesy/bTarTax IPOBEICHUA NPOBEPKH HAIAIHS TOKyMEHTOB OHOJIHOTEUHOIO
dbonna.
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