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MyHununansHoe Or0UKETHOE 00111e00pa3oBaTeIbHOE YUPEKICHNE
OCHOBHas 0011e00pa3zoBaTelbHast KoJIa Moc. PaMOHOBO ATarupckoro paiiona

YTBEPXKJIAKO
Jnpextop MBOY OOIII
noc. PamosOBO

bytaes 3.M.

— (d
Ipuxa3s Ne 150-O/ ot 05.12.2018 1.

IMos10:kenne o 6ub.1M0TEKe 06PA30BATEILHOIT OPraHH3ALHEI
1. O6mue moJ10:KeHHUsI

1.1. HacTosmee mosioxKeHHE periaMeHTHPYeT AesTeIbHOCTh OHOIMOTeKH 00pa3oBaTe/IbHOM OpraHH3alny.

1.2. Hacrosimee nosoxxenue pa3paborano B cooTBeTcTBHU ¢ DenepanbHbiv 3ak0HOM 0T 29.12.2012 Ne 273-03
«O6 obpazosanun B Poccuiickoit @enepaunm», npukazom Munduna Poccun ot 30.03.2015 Ne 52H «O6
yTBepxkIeHHH (GOpM MEpBUYHBIX YUETHBIX TOKYMEHTOB M DErHCTpOB OyXTaqTepcKOro ydeTa, MPHMEHSEMBIX
OpraHaMHu TOCYIapPCTBEHHON BIACTH (IFOCYIApPCTBCHHBIMU OpPraHaMi), OPraHaMH MECTHOTO CaMOYTpPaBICHMSL,
OpraHamMM  YNPaBICHHS  TOCYAapCTBEHHBIMH  BHEOIO/UKETHBIMM  (POHZAMM,  TOCYIapCTBEHHBIMU
(MYHHIMNATIPHBIME) YUPEKICHUSIMH, X METONHYECKHX yKa3aHHIl [0 HX I[IPHMEHEHHIO», IIPHKA30M
MuskynsTypsl Poccrn ot 08.10.2012 Ne 1077 «OG6 yrepxkaenun Ilopsiaka yyera JOKyMEHTOB, BXOASIIMX B
cocraB GubimoredHoro ¢onma», mucbkMom MunobpazoBanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O
[TpumepHOM TOTIOXKEHUH O OuOIMOTEKe 00IIe0Opa3oBaTeIbHOTO YUPEKICHUS», MUCbMOM MHUHHCTEPCTBA
npoceemenus CCCP ot 14.05.1975 Ne 28-M «O BBeileHHM THITOBOTO T0JI0KEHHMS O IIKOJIBHOH GHOIMOTEKEY.
1.3. bubnnoTteka sBIsSeTCSl CTPYKTYPHBIM 10JIpa3aeseHnemM 00pa3oBaTelbHOM OpraHH3aluy, y4acTBYIOIHM B
y4eOHO-BOCITUTATEIBHOM TIpoLiecce B Le X 00ecreueHus paBa y4acTHHKOB 00pa3oBaTeIbHOrO Tpolecca Ha
GecriaTHOE MOTB30BaHUE OHOIHOTEUHO-HHMOPMAIIMOHHBIMHI PECYPCAMH.

1.4. Tlopsiok mMONB30BaHMS HCTOYHHKAMH HHGOPMAINH, MEPEYeHb OCHOBHBIX YCIYyI H YCIOBHS HX
MIPEJIOCTABICHNS  OIIPEJIEIISIOTCS HACTOSIIMM TIOJIOKEHHEM O OuOIMOTeKe M IIpaBHJIAMH  IOJIb30BAHUS
OUOIHOTEKOH, YTBEPXKICHHBIMH PYKOBOIHTETEM 00pa30BaTEIbHON OPraHH3allHy.

1.5. Opranusanust 00CTy)KHBaHHS YYaCTHHKOB 00pa30BaTeIbHOTO MPOIEcca MPOM3BOMNTCS B COOTBETCTBUH C
MpaBUJIaMH TeXHHKH 0€30TaCHOCTH M IPOTHBOMOKAPHBIMH, CAHUTAPHO-THTHEHHUECKUMH TPeOOBAHUSIMH.

1.6. B Oubnnorexe BBEJAECH 3ampeT Ha paclpoCTPAHEHHE W M3aHWE TEHATHBIX, ayJIHO W BHJICOBHU3YaIbHBIX
MaTepUaioB, COJACPKAIINX TPH3HAKH, MpeaycMoTpeHHsle u.l c¢r. 1  @exepanproro 3akona «O
[IPOTHBOACHCTBHN SKCTPEMUCTCKOM fesitesibHocTy oT 25.07.2002r. Nel 14-D3.

2. Henn, 3axa49n, GyHKIUN OHDIHOTEKH

2.1. OCHOBHBIMHU LIEJISIMH 1 3aa4aMu OUOIMOTEKH 00pa30BaTE/IbHON OPraHN3aLMHU SBJIAIOTCS:

e o0ecrieucHie YYaCTHUKOB 0Opa3oBaTEIBHOTO MPOIEcca JOCTYTIOM K HH)OPMALMH, 3HAHUIM, HACAM,
KYJTBTYPHBIM LEHHOCTSIM TTOCPEICTBOM HCIOIB30BAHUS OMOIHOTEYHO-HH(DOPMAHOHHBIX PECYPCOB
00pa3oBare/bHOMl OpraHM3allii Ha Pa3IMYHBIX HOCHTENSX: OyMakHOM (KHMKHBIA (oHI, (oHn
TIEPUOTTIECKUX M3NaHMi); MarHuTHOM ((QOHA aymMo- W BHucoKaccer); mupposom (CD-auckw);
KOMMYHHKAaTHBHOM (KOMITBIOTEPHBIE CETH) M HHBIX HOCHTEJISX;

e T[PUBICYCHHE YYAIIMXCS K CHCTEMATHYECKOMY UTEHHIO Y4YeOHOH, XyHOXKECTBEHHOH, HaydHO-
Oy IAPHOM JIHTEPATYPhI;

e OpraHM3alys YTCHHS B LEISIX YCICLIHOTO H3Y4eHHs YHYaIIMMHUCS YUeOHBIX - MIPEIMETOB, JIyYIIEro
yCBOEHHs! 001e06pa30BaTeTbHEIX TPOTPAMM;

e CO/EMCTBHE PA3BHTHIO MIO3HABATEILHBIX HHTEPECOB H CMIOCOOHOCTEH yuaruxcs;

e 00y4eHHe OCHOBaM OHOIHOTEUHO-O0MOTHOrpadHIeCKOH TPaMOTHOCTH;

e CcojelicTBHE MEIAroTMYecKHM pabOTHHKaM B MOA0OpE  HAYYHO-METOIMYECKOH  JIMTEPATypEL,
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MHQOPMHPOBAHHE O HOBBIX MOCTYIICHHAX B GHOTHOTEHHBIH HOHL:

COBEpIICHCTBOBAHHE  IPEIOCTABIACMBIX ~OUOIHOTEKOH yCAyr HA OCHOBE BHEAPCHHA HOBBIX
MHGOPMALMOHHBIX TEXHOJIOTHH U KOMIIbIOTEPH3AIHH 6U6IMOTEUHO-MH(POPMAIIMOHHBIX TTPOLIECCOB.
dopmupoBaHHe KOMPOPTHOH GHOIHOTEUHOMH CPeIbI.

TS pealM3aly OCHOBHBIX 3axad OnbiuoTexka (opMupyer GoHa 6GHOIHOTEYHO-HH(POPMALHOHHBIX
PECypCOB CIIEIYIONMM 0GPa3oM: KOMILTEKTYeT YHUBEpCalbHbI GO yueOHBIMH, XY10/KECCTBEHHBIMH.
HAYUYHBIMH, CTPABOYHBIMH, I1€IArOTHYECKHMH H HAyHYHO-MOMYJIAPHBIMHU JIOKYMEHTAMH Ha PasTHHHBIX
(GyMakHBIX, [H(POBBIX) HOCHTETAX WHPOPMALWMH, HE NPOTHBOPEHAIIMMU TpeGoBaHHsIM CT. 5
DenepanbHoro 3akoHa «O 3aumwiTe feTelf OT HHGOPMAUWH, TMPHUMHSIOMEH BPE1 HX 3710POBBIO H
pasutHIO» 0T 29.12.2010r. Ned36-®3, cr. 13 GenepanpHoro 3akoHa «O NPOTHBOACHCTBHH
JKCTPEMHUCTCKOH  JesTenpHOCTI  OT  25.07.2002r. Nell4-@3. He cofepwaliMH  MarepHaios
SKCTPEMHCTCKOH HANpAaBICHHOCTH M He BXOAAWMX B (DeepatbHbill CIHCOK  IKCTPEMHCTCKHX
MaTepHaoB.

2.2. bubnnoTeka BHITIOMHSET CIICAYIOUHNE QYHKIHNA:

2.2.1. ®opmupyeT GoHa GUGIHOTeHHO-UHYOPMALIHOHHBIX PECYPCOB 00pa3oBaTeIbHON OpraHu3alyu:

KOMIUIEKTYeT YHHBEPCAIbHbIH (OHI YUeOHBIMH, XyAOKCCTBCHHBIMH, HAYYHBIMH, CIPABOUHBIMH,
EearorHyecKuMH ¥ HAyUHO-TIONY/ISIPHBIMU JIOKYMEHTaMH Ha TPAMUMOHHBIX M HCTPAAMIMOHHBIX
HOCHTEIISIX HH(OpMaInH;

nonomHsieT oHT HHPOPMALHOHHBIMH pecypcaMu ceTH VHTepHer, Gasavu 1 GaHKaMH JaHHBIX JIPYTAX
OpraHu3aluii;

aKKyMyIapyeT (OHI JOKYMEHTOB, CO3/aBaeMbIX B 00pa3soBaTeTbHOH OpraHM3aLiy (myGukaumit 1
paboT mexaroroB 00pa3oBaTe/IbHON OpraHH3alHH, JTYHLUIHX HayqHBIX paGoT 1 pedepaToB yHalMXCs |
ap.):

OCYIIECTBISIET pa3MEIIICHIE, OPraHH3ALMIO U COXPAHHOCTh IOKYMEHTOB.

2.2.2. Cosgaer HHGOPMAIMOHHYIO IIPOJTYKIHUIO:

OCYIIECTBIIAET AHATHTHKO-CHHTETHYECKYIO 1EpepaboTKy nHOOPMAIMH;

opraHuWsyeT W  BeleT  CIpPaBOYHO-OMOIMOrpaQuueckui — arnmapar: — Katanord (andaBUTHBIH,
CHCTEMaTHUYECKHUI), KApTOTEKH (CHCTEMATHHECKYIO KapTOTEKy CTaTed, TeMaTHueckHe KapTOTEKH),
IIEKTPOHHBIH KATATOT, 6a3bl JAHHBIX 110 MTPOGHITIO 00pa3oBaTesIbHOM OpraHnu3alny;

paspabaThIBaeT PEKOMEH1aTe/IbHbIC GubmHorpadguueckue mocooms (CIUCKH, 0030pbl, yKasaTeTn 1 TIL):

2.2.3. Ocymectsiser mubdepeHnrpoBaHHOE GHOTHOTEYHO-HHPOPMALHOHHOE 00CITy/KHBAHNE YYALUXCSL:

TpesIocTaBIseT HHPOPMALHOHHBIE PECYPChI Ha PA3/IMTHBIX HOCHTESX;

oprarmsyer 0OydeHHe HABHIKAM HE3ABHCHMOrO GHOMMOTEWHOTO TONB30BATCIA U noTpeduTes
MHQOPMAIIHH, CONICHCTBYET HHTErPAI KOMILIEKCA 3HAHMIL, YMEHHH W HABbIKOB paGoThl ¢ KHHTOH H
uHbOpMAaLHeH;

OKa3blBaeT WH(OPMAIMORHYIO MOUIEPKKY B PELIEHHH 3ajad, BO3HMKAIOWMX B mpouecce yue6HOIt,
caM000pa30BATENLHON 1 I0CYTOBOH JIEATENBHOCTH YUalluXes:

Opramm3yeT MAaccOBble MEPOTIPHATHS, OPHEHTHPOBAHHBIC HA Pa3BUTHC obuiell M YHTATeNIbCKOH
KYJIBTYPBI JINYHOCTH;

COMeliCTBYET IIearormueckuM paGOTHHKaM B OPraHW3aliu 00pa3’oBATENBHOIO MpoLEcca M 1ocyra
yuamuxcst (TpoeMOTp BiAcOpuIEMOB, CD-HCKOB, IPE3CHTALIHH PA3BUBAIONIAX KOMIIBIOTCHBIX urp).

22.4. OcymectBnser — aupepeHIMpoBaHHOE GubIMOTeUHO-HHPOPMALHOHHOE  00CITy)KHBaHHE
Ie/IarOrHYeCKUX PabOTHHKOB: .

BBISBISCT MH(OPMAIMOHHBIC MOTPEGHOCTH W YAOBJICTBOPSAET 3alpPOCHL CBA3AHHDIC C o0yueHueM,
BOCTIMTAHHEM YYaAIKIXCS;

BBISIBIET WH(OPMALMOHHbBIE MOTPEOHOCTH M YIOBICTBOPSACT 3arnpochl B 0671aCTH [1e1arOrHUECKUX
WHHOBALMH U HOBBIX TEXHOJIOTHH;

cozeficTByeT MPO(ECCHOHATEHON KOMIIETCHIUH T1€/1aroroB, TOBBIICHHIO KBaM(UKALUHY, TPOBEICHUIO
aTTeCTAINH;

OCYILECTBIISET TEKYIIEe uH(bOpMHbOBaHnC (xHit MHGOPMALMHK, 0030pbl HOBBIX MOCTYIUICHHH 1
yGIHKanuif); )

CrI0COGCTBYET MPOBEACHUIO 3aHATHH 10 (OPMHPOBAHHMIO MH(OPMAIIMOHHON  KYJIBTYPBI yHALIHXCS:
sByIsieTCs 6a30il IS IPOBEICHUS IPAKTHYECKHX 3aHATHH 1o padoTe ¢ MH(OPMAIHOHHBIMH PECYPCAMH.
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2.2.5. Ocyuectsisier aupdepeHunpoBarHHoe GO IHOTeUHO-HH(DOPMALIHOHHOE OOCTYKHBAHHE POIMTENCH

(3aKOHHBIX TIPEJICTABUTENEH) yUALHXCsi:

o yIOBJETBOPSET 3ANPOCH MOTb30BATENCH 1 HHYOPMHPYET O HOBBIX MOCTYIICHUAX B OUOIHOTEKY:

e KOHCYJBTHpPYET MO BOIPOCAM OPraHW3aLMHM CEMEIHOTO HTCHHS, 3HAKOMHT C undopmanyenr 1Mo
BOCITHTAHHIO JCTEH;

o  KOHCY/IBTHPYET 10 BOPOCAM YIEOHBIX M3aHUH Ul YHaluXCs.

3. Opranu3anus AesiTeIbHOCTH OHOIHOTEKH

o

3.1. Ofmee pPYKOBOJACTBO IESTETBHOCTBIO OHONIHOTCKH OCYIIECTBISCT PYKOBOIUTEIH oOpa3oBaTe.TbHOH

OpraHH3aLKH.

3.2. PykoBoACTBO OHMOIMOTEKOH OCYMIECTBIACT 3aBeaylommil  OubIHOTEKOH  (nedaco2-Oubauomexape,

6ubuomexaps), KOTOPBIH Ha3HAYACTCS PYKOBOAUTEICM 00pa3oBaTeIbHOM OpraHu3alHH.

3.3. 3aBeyiommit GHOIHOTEKOH (nedazo2-oubnuomeKapb, 6ubruomexapb) HeCET OTBETCTBEHHOCTD B Mpeleax

CBOGH KOMMETCHIMM 3a OpPraHM3alliio M pPe3yIbTaThl JIEATEbHOCTH GHOIMOTEKM B COOTBETCTBHH ¢

(byHKIMOHATBHBIMHI 00S3aHHOCTSIMH.

3.4. 3aBenyiomuit 6nGnHoTeKON (nEdazoe-OubIuomerape, fubnuomexape) paspadaThiBaeT W NpPEICTaBIACT

PYKOBOJMTENIO 06pa3oBaTeIbHON OPraHW3alii Ha YTBEPKACHHE CICYIOUHE JIOKYMEHTBI:

o  [0JI0KEHHME O GUBIIMOTEKE, TPABUIIA T10Jb30BAHHS OHOIHOTEKOI;

e CTPYKTYpy M IITATHOE pacrvcaHne OMOTHOTEKH, KOTOpbIC pa3pabaThIBAIOTCS Ha OCHOBE O0BEMOB
paboT;

e  [IOJIOXKEHHUE O IIATHBIX yciryrax OnbiuoTexu;

e  [UIAHOBO-OTYETHYIO JIOKYMEHTAIHIO;

®  TEXHOJIOTHYECKYIO TOKYMEHTAIHIO.

3.5. CTpykTypy OHOIHOTEKH COCTABIIAIOT:

e abOHEMEHT;
YU TATBHBIN 3aJT;
oT/1e yueOHUKOB;
oTzen HHOPMAIHOHHO-ONGTHOT paduuecKoil paGoTs;
(OH 1 CTICIMATH3HPOBAHHBII 32T PAGOTHI ¢ MY IETHMEIMHHBIMH 1 CETEBIMH JIOKYMCHTAMI
MezHaTeKa.
3.6. BuGaHoTeuHo-HHMOPMAIHOHHOE 00CIyKHBAHHE OCYLIECTBIISETCS B COOTBETCTBHM C TIPOrpamMMami 1
[iaHaMK paBoTEl GMOIMOTEKH 00pa3oBaTesIbHOM OPraHU3aLMK Ha OCHOBC OUGIMOTEIHO-HH(OPMALTMOHHBIX
PecypcoB.
3.7. bubnuoreka BIpaBe IPEIOCTABIATE IIIATHBIC GUOIHOTEUHO-MH(YOPMALIMOHHBIC  YCIIYTH, MEPEUCHb
KOTOPBIX ONPE/IENSETCS yCTABOM 06pa3soBaTe/IbHON OpraHu3aLiH.
3.8. bubimoreka obecrieunBaeTCs:

e  KOMIUIEKTOBaHHEM OHOIMOTECUHO-UHPOPMALHOHHBIX PECYPCOB;

o  HEOGXOMMMBIMHA CIIyKeOHBIMH M MPOU3BOICTBEHHBIMH MTOMEIICHUSIMH B COOTBETCTBHH CO CTPYKTYpO#
GUOGAMOTEKH W HOPMAaTMBAMM [0 TEXHHKE O€30I1aCHOCTH OKCTLIyaTallMH  KOMIIBIOTEpOB M B
COOTBETCTBHM C TIOJIOKEHHUSIMH CAHUTAPHBIX MPABHJ H HOPMATHBOB, 00CCTICUMBAIOLUNMH COXPAHHOCTH
KHHT;

o  COBpEMEHHOH . 9JIEKTPOHHO-BBIYACIHTELHOH, TEIEKOMMYHUKAIIMOHHOH ¥ KOTIHPOBAIIbHO-
MHOKHTETHHOH TEXHUKO H HEOOXOIMMBIMH TTPOrPAMMHBIMH oIy KTaMH.

3.9. OTBETCTBEHHOCTh 33 CHCTEMATHYHOCTh M KaueCTBO KOMIUICKTOBAHHS OCHOBHOTO donga GHOGIHOTEKH,
KOMIIJIEKTOBAHUE yqe6H0r6 doHma B COOTBETCTBUH C (helepaTbHBIMU MEPEHHAMH yueOHUKOB U yueOHO-
METOIMUECKHX W3AHMl, CO3/aHHe HEOOXOIMMBIX  YCIOBHi TS JeSITEJBHOCTH  OMONMOTEKH  HECeT
PYKOBOJIUTE/b 00Pa30BaTEbHOH OPraHM3aIlH B COOTBETCTBHH C yCTABOM 00pa3oBaTe/IbHOM OpraHu3aluy.
3.10. Pesxuv paGoThl GHOIMOTEKH ONPEICIACTCS 3aBEAYIOUNM OGUBIHOTEKOH (nedazoeom-oudruomexapem,
Gubruomexapem) B COOTBETCTBUH C TPaBUJIAMH BHYTPEHHETO pacmiopsxa 06pa3oBaTeIbHON OpraHM3alnH.
I1pw oTpe ieTieHuH PexuMa PaGoThl GHOIMOTEKH Pe/lyCMaTpHBACTCS BBIJICJICHHUE:

e JIByX 4acoB pabouero BpEMEHH €KEIHEBHO Ha BBIMOTHCHUC BHYTpUOUGIHOTEIHOH PabOThI;

e OJHOTO Pa3a B MECAL — CAHMTAPHOTO /IS, B KOTOPBIH 06CITy/KMBAHHE TOTB30BATENCH HE IPOM3BONTCS:

e He MEHEe OHOTO pa3a B MecsIl — METOANYECKOTO JIHS.
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. YueT mOCTYIUIeHHsI H BLIOBITHSI JOKYMEHTOB GuomoTeunoro GoHaa

4.1. CBeJlerus 0 BKIIOUaeMBIX B GHOIHOTedHbIH QOHT T0KYMEHTAxX (GUKCHPYIOTCS B KHUI'® CYMMApHOro yHeTa
GuOIHOTEYHOTO GOHIA (TUCMbL CYMMAPHO20 yiemd GubIUOMEUH020 (POHOA, JICYPHAT).

4.2. CyMMapHBIi ydeT OCTYIITEHHS SMEKTPOHHBIX CETEBBIX JOKATBHBIX JIOKYMEHTOB BEJIETCS B DJICKTPOHHOM
peectpe.

4.3, JIOKyMEHTBI, TOJATOTOBICHHBIC K IIPHEMY B 61O MOTEHBIH (HOH, TI0ABEPraloTCsl IEPBHIHOH 00paboTke H
WHIMBUIYQTBHOMY Y9eTY.

4.4, VIHIMBHAYaIbHBIH y4eT JOKYMEHTOB OCYLICCTBISETCH [yTCM TPHCBOCHIA KaKIOMY JK3EMILISPY
JOKYMEHTA PETHCTPAIHOHHOrO HOMEpa, MHOTO 3HAKA B KadeCTBC PETHCTPALIMOHHOTO HOMepa (CHCTEMHOIO
HOMepa KOMITBIOTEPHOH MpOrpaMMbl, WITPHX-KOJA H npyrux). VAHIMBHIyaTbHBIH HOMEp 3aKpElIAeTCs 33
JIOKYMEHTOM Ha BCC BPEMS €r0 HAXOKACHUS B (hoHsIe GUOTHOTEKH. PEruCTPalMOHHBIE HOMEPA HCKTIOHCHHBIN
13 (OH/IA IOKYMEHTOB HE IPHCBAUBAIOTCS BHOBD IPHHSTEIM 10KYMCHTAM.

4.5. PerncTpalMOHHBIE HOMEPA TPOCTABIITIOTCS HEIOCPECTBEHHO Ha JIOKyMEHTaX H OTPaKaioTCsi B PETHCTPE
MHIMBIUIYAIBHOTO yUeTa IOKYMEHTOB, IPHHSITOM B GubIHoTEKE.

4.6. B percTp BIHCHIBAIOTCS JaHHBIE O KXIOM JOKYMEHTE: JaTa 3aIHCH B PETMCTpE, PerHCTPAlMOHHBI]
HOMep. KpaTkoe GHOMOrpaieckoe ONMCaHHE JIOKYMEHTA (aBTOp. 3ar7iaBHe, TOM, 9acTb, BBIMTYCK, MECTO
rOJl W3/1aHusl), [IeHA TOKYMCHTA.

4.7, VinuBuLyanbHbI yUeT IePHOTHUECKHX H3AHHH BECTCS B PErHCTPALHOHHON KapTOTEKE MEPHOAMHCCKHX
W31aHuH, pEIHA3HAYCHHOM VIS yUeTa Kak/I0r0 Ha3BaHHA 1 KaKIOro SK3eMILTSIpa (6 A6MOMAMUIUPOSAHHOU
baze OaHHbIX).

4.8. JloKyMeHTEI, BKIIOYaeMble B (QOHI 6ubmoTeKH, Mapkupyiotes. Ilpn aTomM MOryT OBITH HMCTOIB30BAHBI
[ITeMIICITH, KHIKHBIC 3HAKH, HHIMBHTyIbHbIC LITPHXOBBIE KOBI, IPYTHE BIBI MapKHpPOBKH.

4.9. Ha NOKyMEHTAX, SBISIOUIMXCS TIPHIOKCHHEM K OCHOBHOMY HOCHTEIIO M ero HeOTHeMJIEMOH YacTbiO.
[POCTABIISIOTCS T€ XKE PEKBH3UTBL, 4TO 1 HA OCHOBHOM JIOKYMCHTE.

4.10. Ha TpUHATHIX MEPBHYHBIX YUETHBIX JIOKYMEHTax [MpOH3BOIMTCAH 3aIich, MOATBEPKIAIONIAs, UTO
MTOCTYTIMBIIHE JOKYMEHTBI TIPHHATHI B GuGmHoTeuHblil GO Kak B 0OBEKT 0C000 MEHHOTO JBHAKHMOTO
MMYIIECTBA KN KaK B OOBEKT HHOTO JIBHKHMOIO HMYIIECTBA.

4.11. TlepBuuHble YUETHBIE JOKYMEHTBI, MOATBEPAAIOMINC (hakT MoCTYIUIEHHUS], TIepeatoTCs B OyXrajTepuio
JUTS BKJIOUCHHS B ydeT OnOnioTeuHoro GoHa.

4.12. JIOKyMeHTHI BBIGBIBAIOT M3 ONOIHOTEUHOTO donma B cBs3H ¢ HU3NICCKOH YTpaTo MM YaCTHUHOMH 110
TIOJHOH yTpaTo#t TOTPEOUTETCKIX CBOHCTB. BLIGbIBAIONIE JOKYMEHTbI HCKIIOHAIOTCS 13 GHOIHOTETHOTO
(oHIa ¥ CIMCHIBAIOTCH.

4.13. BpiObITHE JOKYMEHTOB M3 OMOIHOTEUHOIO (omma OpOPMISETCS AKTOM O CIHCAHHM HCKTIOUCHHBIX
0ObexToB GuOHOTeHOrO (oHMa Mo dopme 0504144 (1anee — akT O CITHCAHUH), YTBEP)KICHHOH TMPHKa30M
Munduna Poccnu ot 30.03.2015 Ne 52H.

4.14. K akry 0 CIHCAHMH HPHJIATaeTCsi CTIMCOK Ha MCKIIOUCHNAC 06BekTOB OHOIMOTEHOrO (oHma (Hanee —
CIIMCOK), KOTOPBIIT BKITIOYAET CIISYIOMHNE CBEICHHAS: PerHCTPAIHOHHBII HOMEP 1 KD XpaHeHHs J0KyMEHTa,
KpaTKoe Gu6morpaduuecKoe ONMCARNE, LCHY JTOKYMEHTA, 3a(pKCHPOBAHHYIO B PETHCTPE HHIMBUAYaTBHOTO
yueTa TOKyMEHTOB, KOIpUIMCHT EPEOUCHKH, IEHY TOCIC [IEPEONEHKH 1 OOIIYIO CTOMMOCTh HCKITFOHACMBIX
JIOKYMEHTOB. g -

4.15. Jlas TeYaTHBIX JOKYMEHTOB BPEMEHHOTO XPaHCHH JIONYCKAeTCsl 3aMeHa  CITMCKA  KHYKHBIMU
(bopmynspamu.

4.16. JUis JDOKYMEHTOB, 00paOOTaHHBIX TPYIIOBBIM (YTpOIIEHHBIM) CTOCOOOM, BMECTO CMHCKA JACTCS
nepedeHb PErNCTPAIHOHHBIX HOMEPOB, B/ HCKIIOHACMBIX M31aHUH, UX KOJHYECTBO.

4.17. K akry 0 CTIMCAHUH 110 IPHYHHE yTPaThi H CIMCKY MpHIaraloTed JIOKYMEHTBI, TIOJITBEPAKIAIONINE yTPaTy
(MOsSICHUTETbHAS 3aICKa, ‘B cIIydae KpaKkH HIM XHUIEHHS — MPOTOKOJ, aKT, 3aKIOHCHHC YIIOTHOMOHYEHHBIX
OpraHoB, IPH BO3MEIICHHH yiep6a — GUHAHCOBBIH TOKYMEHT O BO3MEIIEHHH yIIepOa).

4.18. TlocTe 3aBEpIICHUs MEPOTIPUATHH, IPEIYCMOTPEHHBIX aKTOM O CMIMCAHMH, TIEPBBIH JK3EMIUIAP aKTa o
CIIHCAHWM CO CIIMCKOM W JOKYMEHTOM, MOITBEPKIAIOUIMM BBIGBITHE, MepeaeTes B OyXraaTeprio, BTOPOH
sK3eMILTAp ocTaetces B OubimoTexe.

5. IIpoBepKa HATMYHSI JIOKYMEHTOB GubmoreaHoro Goxaa
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(. IlpoBepka Hanuumsi NOKyMEHTOB OGubimoreunoro Gonza (1atee — nposepka (OHIA) MPOM3BOAMUTCS B

/Os13aTeIBHOM MOPSIIKE:

® TIpH BEIBICHHH (AKTOB XHIIEHHUS, 37T0yNOTPEOICHHS HIIH MTOPYH JOKYMEHTOB;

e B CiIydae CTHXHHHOTO OCICTBHS, TOXapa HIM APYTHX YPE3BBIYAHHBIX CHTYalWil, BBI3BAHHBIX

IKCTPEMATBHBIMH YCIIOBHAMHU;

® IpH PEOPTaHM3ALMH HIIH JTHKBHAALHH OHOIHOTEKH.
5.2. Tlpu BBISBIGHHWHM B TIpOIeEcCe MPOBEPKH (POHTA OTCYTCTBYIOUIMX JOKYMEHTOB M HEBO3MOKHOCTH
YCTAQHOBJICHHsT BMHOBHBIX JIMIl YOBITKM [0 HEI0CTAQuaM CIMCBIBAIOTCS B COOTBETCTBHH C JICHCTBYIOLIMM
3aKOHO/IaTEIbCTBOM.

6. /les1onpoH3BOACTBO

6.1. Opranusaimst paboThel ¢ ZOKYMEHTaMH 110 yueTy OMOIHOTEHYHOro (GoHIa OCYLIeCTBISETCs MO MpaBHIaM
BEJICHHUS JIeJIONPOH3BO/CTBA.
6.2. B 6ubimmorexe BeayTCs M XpaHATCS:
®  PEeruCTpbl HHIWBHIYAIBHOTO U CYMMapHOT0 y4yeTa JIOKYMEHTOB OubinoTedsoro houa:
PETHCTPALHOHHBIEC KHHUIH;
WHBCHTApPHBIC KHUTH;
KHHTH CyMMAapHOTO y4dera;
YUETHBIN KaTaJor;
TororpaguuecKre OMUCH U KaTaaorH;
JKYPHAJ BBIAAUH 3JIEKTPOHHBIX HOCUTEJICH;
JKypHaJI PETHCTPALIMH TI0JIB30BATENICH KOMITBIOTEPHOTO 3aJ1a;
AKTBI O CITHCAHMHA HCKIIIOYCHHBIX 00BEKTOB OHOINOTEIHOTO (QOHa;
yUETHBIE JIOKYMEHTBI, MOJATBEP)KAAIONINE TMOCTYIJICHHe JOKYMEHTOB B OMOMMOTeUHBIH (QOHIT
(HaKJIaIHbIe, aKTHI O TIPUEME, aKThl CIa4YH-TIPUEMKH);
®  aKTBI 0 pe3yJIbTaTax MPOBEICHHUS IPOBEPKH HATMUHS TOKYMEHTOB OHOIHoTeuHoro hoHa.

7.0TBeTCTBEHHOCTD 32 KOMILIEKTOBaHHe OHO/IHOTeuHOr0 oHaa:
1. He momyckarh moCTyIUIeHHE, XPaHEHHE U PACIIPOCTPAaHEHHE JIHTEPaTyphl H HH(GPOBEIX HOCHTENEH,
conepskanmxcst B DefepalbHOM CIHCKE YKCTPEMUCTCKUX MaTepUasioB, HAMIPABJICHHBIX Ha IPHYMHEHHE Bpe/a
3JI0POBBIO yYanmxcs, GOPMHUPOBAHHIO HALMOHATBHOM, KJIACCOBOM, COIMATBHOM HETEPIIMMOCTH U HHBIX
MPOSIBIICHUH IKCTPEMU3MA, & TAK)KE Ha NPOIIaran/Iy HaCHIIHs, KECTOKOCTH, HADKOMaHWH, TOKCHKOMaHHH,
HOpHOrpaduu i aHTHOOIIECTBEHHOTO OBEICHHUS.

2. CucTeMaTHYeCKH OTCJIEKHBATH IIOCTYTIAIONIYIO B IIKOJIBHYIO OMOIHOTEKY JTUTEPATypy B COOTBETCTBHH C
DejiepanbHBIM CITHCKOM KCTPEMHUCTCKHX MAaTePHasIoB Ha IPEIMET HATMYHNS W3/[aH|H, BKIIIOUCHHBIX B
@eepanbHbIi CITHCOK YKCTPEMHCTCKUX MAaTEPHATIOB.

3. Pery isipHO NPOBOAMTH CBEPKY OMOIMOTEYHOr0 (oHTa 06pa3oBaTeIbHOTO yupexaeHus ¢ DeeparbHbM
CIIACKOM 9KCTPEMHCTCKHX MATEPHAIIOB Ha MPE/IMET HATMYHS H3/aHHH, BKTIOUCHHBIX B DenepabHBIH CITHCOK
SKCTPEMHCTCKHX MaTepUAIOB, HTOTH CBEPKH (PMKCHPOBATH AKTOM O CBEpKe GHOIHOTEYHOTO (hOH A,

4. Obecrieunth B Hayune B Oubianorexe DeepanbHblil CIMCOK SKCTPEMHUCTCKUX MATEPHAIIOB.





