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1. O01me noI0XEeHUS

1.1. HacTosiee mosoxxeHne onpesenseT Nely, 3aa4u, OpraHu3aIiyuo 1 HOPSIOK
paboTBl CTPYKTYPHOTO IOApa3jieiieHus - OHONMOTEeKa, e B3aUMOOTHOILICHHUS c
06y"IaIOH_[I/IMI/IC}I IMpU IIOATOTOBKE KBaIII/I(I)HHI/IpOBaHHBIX pa60q1/1x Wiy CiIyXampux H
CNICUMANMCTOB  CPENHETO 3BEHA, [MOJNYYCHHH JOMOJHHUTENHHOTO MPO{ECCHOHATLHOIO
00pa3oBaHys ¥ NPO(ECcCHOHATBHOM MOATOTOBKE B FOCYAapCTBEHHOM MPO(ECCHOHAIEHOM
obpazoBaTenbHOM yupexneHHH «CHIKTBIBKAPDCKHN IONUTEXHAYECKAH TEXHHKYM»
(manee - yupex/ieHue) 1 pabOTHHKAMH (1a71ee — YHTATENH).

bubmoreka — pacrosaraer OpraHHU30BaHHBIM (OHIOM JOKYMEHTOB U
NPEAOCTABIseT UX BO BPEMEHHOE IIOJIb30BAHHE YHTATEISM B LEISX o0ecledeHus
y4eOHOH, Hay4yHOH, CIPaBOYHOM, XyNOXXECTBEHHOM JHUTEpaTypo, MepHOIMYECKAMH
U3MaHUAMH H  UHGOPMAIMOHHBIMM  MaTepHaiaMH  (majee - JOKYMEHTaMH)
00pa3oBaTENBHOTO TMpPOIEcca, a TAKKe SIBISETCS IEHTPOM paclpoCTpaHeHHs 3HAHUH,
IOYXOBHOTO W HHTEJUIEKTYAILHOTO OOLIeHHS, KyJIbTYPEI.

bubnuoTteunslit GoHA YKOMILIEKTOBBIBAETCS TTIEYATHBIMA | (FUTH) 3JIEKTPOHHBIMH
y4eOHBIMHA W3JaHUSMH (BKJIIOYas y4eOHHKH M y4eOHBIE MOCOOUS), METOMUUECKUMHU H
EpUOJUYECKIMHA M3JaHUSIMH 10 BCEM BXOJAAIIUM B peallu3yeMble OCHOBHBIC
oOpa3oBaTenbHBIC IIpOrpaMMBl  y4eOHBIM  IIpeaMeTaM, KypcaM, AHCIHHIUIHHAM
(Mmonynsm). HopMmbr obecmiedeHHOCTH 00pa3oBaTeNbHOW AESITENBHOCTH Y4eOHBIMH
M3JaHWSIMHA B pacdeTe Ha OJHOro oOydaroIlerocs Mo OCHOBHOH 00pazoBaTenbHOH
mporpamme yCTaHaBJIMBAIOTCS COOTBETCTBYIOIIIUMHU benepaTsHBIMH
rocyIapCTBEHHBIMH 00pa30BaTeIbHBIMU CTaHAAPTAMHU.

1.2. Hacrosiee mnomoxkeHne pa3paboTaHO ¢ WCIONIH30BAaHHEM CIEAYIOLINX
IPAaBOBBIX U JIOKAJIBHEIX HOPMATUBHBIX aKTOB:

- @epepanpHoro 3akoHa ot 29.12.2012 N 273-®3 «0O06 o6pa3oBaHUU B
Poccutiickoit ®enepainm»;

- ®enepanbHOro 3akoHa «O OUOIMOTEYHOM JIeTIeD;

- ®enepansHOTo 3aK0oHa OT 29 nmekabpsa 2010 r. N 436-03 «O 3awmure Aete or
UH(popMalyy, IPUIMHSIOMER Bpell X 3M0POBBIO U Pa3BUTHION;

- MexoTpacieBsIX HOPM BpeMeHH Ha paboThl, BBIIOJIHAEMBIE B OuOJIHOTEKaX
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YTBEPXIEHHBIE ITocTaHOBIeHHeM Muntpyna PO ot 3 despans 1997 r. N 6;

- Ilpukasa MunkynsTypel Poccuu ot 08.10.2012 N 1077 «O6 yTBepXIeHHH
opsinka y4eta TOKyMEHTOB, BXO/SIINX B COCTAB GUOIHOTEYHOro QOHIA»;

- nuceMa Mun¢una Poccnn «O6 HHBeHTapu3aimu GUGIHOTEIHBIX (OHIOBY OT
04.11.98 N 16-00-16-198;

- WHBIMM HODMAaTHBHBIMU aktamH IlpaButenncrtBa Poccuiickoit ®enepanuu u
Pecrry6nvkn KoMu u HOPMaTHBHBIME aKTaMH TOCYJAPCTBEHHEIX OPTAHOB YIIPABJICHHS
06pa3zoBaHKeM 0 BOMPOcaM GHOIHOTEUHOrO Aena;

- YcTaBoM yupexaeHus.

1.3. Vupexnenue (uHAHCHPYET NEATENFHOCTH OMOJIMOTEKM M OCYIIECTBIISET
KOHTPOJIb 3a ee paboTOH, B COOTBETCTBHHM C TpeOOBaHUAMH JAEHCTBYIOLIErO
3aKOHOJATENbCTBA.

1.4. bubnuoreka B CBOEH NEATEIHHOCTH OTPaXKAeT CIIOXKHBIIEECS B OOIIECTBE
UJICOJIOTHYECKOE M IIOJUTHYECKOe MHoroobpasue. He momyckaercs IeH3ypa,
OTpaHUYHBAIONIAs [IPABO YUTATENEH Ha CBOOOAHBIN AOCTYI K OHOIHOTEYHBIM (QOHIAM.

1.5. Iopsanok nmocryna x ¢oHAaM, IepedyeHbh OCHOBHBIX YCIYI M YCJOBHS HX
NPEAOCTABIIEHHS ONPEAENIAIOTCS IPAaBUIAMHU MONb30BAHUS OHONHOTEKOH (TIPIIIOKEHHE
Ne 1).

1.6. K urdopManmy, NpU4HHAIOMEH Bpes 3A0POBBIO U (WJIH) Pa3BHTHIO AETei,
OTHOCHTCS:

1) nadopMmaIms, mpeaycMOTpeHHAas TOAMYHKTOM 1.6.1. HacTosiero NyHKTa ©
3alpelleHHas A pacIpoCTpaHeHus CpelH eTeil;

2) unbopMmanus, KoTopas IpenycMOTpeHa MOAMyHKTOM 1.6.2. HacTOAIIEro
IIyHKTa C Y4€TOM IIOJIOKEHUI IyHKTa 1.7. HaCTOAIETO IOJIOKEHHS.

1.6.1. K undopmaiuy, 3alpellleHHOH i1 pacmpOoCTpaHEeHHS Cpenu IeTeH,
OTHOCHUTCS HH(MOpMAITUS:

1) moGy>xmarormas nereit K COBEPUICHUIO NEHCTBHIMA, MpeaCTABISIONINX yrpoé.y 150.4
XHU3HU U (WIK) 370POBBIO, B TOM YHUCIE K IPHUYHHEHHIO BpeJa CBOEMY 3A0POBBIO,

camMoyOHHCTBY;




2) ciocoOHas BEI3BATh y JeTel JKelaHue yIoTpeOUTh HAPKOTUUECKUE CPENCTBa,
IICUXOTPONHbIE W (WIM) OJypMaHWBAarOIlUe BeIllecTBa, TabayHble U3JEIIHA,
AJIKOTOJIBHYIO M CITMPTOCOIEPIKAITYIO MPOLYKIHIO, TUBO U HANIUTKU, U3rOTaBIUBAaCMBIE
Ha €ro OCHOBe, NPHHATH Yy4acTHe B a3apTHBIX HIpax, 3aHWMAaThCS MPOCTUTYLHUEH,
OpOASHKHUYECTBOM HITH MOMPOIIaiHUYECTBOM;

3) 00OCHOBBIBAIONIAs HJIM ONPABIBIBAIONIAS JIOMYCTUMOCTh HACWIMS U (WJIH)
KECTOKOCTH JIH0O TOOYXAarolasi OCYIUECTBIATh HACHUIBCTBEHHBIE JEHCTBHS IIO
OTHOIIIEHHIO K JIFOASIM WM KHBOTHBIM, 32 HCKIIOUEHUEM CITydaeB, IpelyCMOTPEHHBIX
HacTosImuM PenepansHBEIM 3aKOHOM;

4) orpunaroias ceMmeliHble NEHHOCTH, MNpoIaraHavpyronas HETPagHIUOHHbIE
CeKCyaJIbHEIE OTHOIIECHHS U (POPMUPYIOIIas HEYBa)KCHUE K POIUTENAM H (UIH) APYTHM
qJieHaM CeMbH;

5) ompaBzpIBaloINasi MPOTUBONPAaBHOE MOBENEHHE;

6) comeprxanias HelleH3ypHYyIo OpaHb;

7) comepxarias HHGOpPMALKIO TOPHOrpadHIECKOro XapaKTepa;

8) 0 HecoBepIlleHHOJETHEM, [OCTPAJaBlIEM B pe3ylbTaTeé MPOTHBOIPABHBIX
medicTBuil  (Oe3melicTBHs), BKMrouas (aMHIMHM, WMeEHa, oOT4ecTBa, (GOTO- U
BUJIEON300paKEHHsT TAKOI0 HECOBEPIIEHHONETHETO, €0 POJIMTENEH U HHBIX 3aKOHHBIX
NpEACTABHTENEH, JaTy POXKACHHS TaKOro HECOBEPUICHHOJETHEro, ayAnO3aliCh €ro
roJI0ca, MECTO €r0 JKUTEBCTBA WIH MECTO BPEMEHHOTO NpPeGHIBAHHS, MECTO €r0 y4eOh!
Wiy paGoTHl, HHYIO HH(MOPMAIUIO, MO3BOJAIOILYIO MPAMO KK KOCBEHHO yCTaHOBHUTH
JIMYHOCTH TAKOTO HECOBEPIIEHHOJIETHETO.

1.6.2. K undopmaiu, pacipocTpaHeHHE KOTOPOH Cpenyd JeTed ONpeeIeHHbIX
BO3PACTHEIX KATETOpHUii OrpaHHYEeHO, OTHOCHTCS HHGOPMAIU:

1) mpexactaBisiemas B BHAe M300paXKeHHMs WIH ONHCAHHUA IKECTOKOCTH,
¢uznueckoro u (WIM) TICHXHYECKOTO HACWIIUA, NPECTYyIUIeHHsS HIH HHOIO
aHTHOOIIECTBEHHOTO JEHCTBU;

2) BBI3BIBAIONIAs y J€Tell CTpax, yxac WK IaHKUKY, B TOM YHUCJIe NPeACTaBIieMasd

B BHJIe H300paXKeH s MM ONMCAHHUS B YHIDKAIOIIEH YeIoBedecKoe JOCTOMHCTBO (hopme



HCHACHIILCTBEHHON CMEPTH, 3a60/IeBaHs, CaMOyGHHACTBA, HECUACTHOTO Clly4asi, aBas

HITH KaTaCTPO(bl U (WIH) KX MOCIEICTBHIA;

3) npeacrasindeMast B BHOE I/I306pa)KeHI/I$I HJIM OITMUCaHHUA IIOJIOBBIX OTHOIIE:

MEXIy MY>XYHHOHU H KCHILMHOI;

4) coneprxamnas GpaHHBIe cTOBA H BBIP2XXCHHUS, HE OTHOCSIINECS K HELEH3Y:
Opanmu.

1.7. K wundopmarnmonHoii TIPOAYKUMH  AJist  JeTeil, NOCTUIHIMX BO3pas
IHeCTHAATH JIET, MOXKET OBITh OTHeCeHa HH(OPMALHOHHAs IIPOYKIIHSA:

a) cozepxainas MH(popMaIuio, He NPUMHHSIONIYIO BPeaa 3MOPOBLIO U (K
PasBUTHIO neTedl (B TOM 4ucne MHGOpMAaNHOHHAS HOPONYKIUs, COIEpIK
OTpaBIaHHBIC €€ XaHPOM M (MIIM) CIOXKETOM SIIH30[MYECKHE HEHATYPaJIUCTHYEC
H300paKeHHe MIIH ONUCAHHE (U3MYECKOTO H (AIH) NICHXMYECKOTO HACHIHA |
HCKTIOYEHUEM CeKCYalbHOTO HACHINSA) MPH YCIOBMH TOPXKECTBA J00pa Hax 310M
BBID2KEHHS COCTPANaHU K JKePTBE HACKIIHS ¥ (M) OCYIKICHUS HaCHIIH).

b) KPaTKOBPEMEHHBIE M HEHATYPAJIUCTHYECKHE M300pa’KEHHE UM OIHCARS
3a00JIeBaHMH YenoBeKa (38 HCKIIOYEHHEM TSOKEJIEIX 3aboneBaHuit) u (win)
IOCNIEACTBUH B (DOpMe, He YHHKAIOLIEH Ye/I0BeYecKoro JIOCTOMHCTBA;

c) HCHaTypallICTHYCCKHE H300paXKeHHUE MM ONMUCAHHe HEeCUACTHOIO CITy4z
aBapMM, KatacTpohsl JHOO HEHACHIBCTBEHHOIM CMepTH 6€3 NeMOHCTpauuH
MOC/ENCTBHH, KOTOPbIE MOTYT BHI3BIBATE Y JI€Tel CTpax, Y’Kac HJIH [aHUKY;

d) He MOOYKNaroNye K COBEPIIEHHIO aHTHOBIIECTBEHHBIX JEUCTBUit U (=
HPECTYIUICHUN SNU30AMYECKHe U300paXKEeHNUe WM OMMCAHUE 3THX JAercTBui u (v
TPECTYNNICHUA MNpPH YCIIOBHH, 4TO HE OOOCHOBHIBAECTCH M He OIIpaBAbIBAETCH 1Y
AOIyCTHMOCTD M BBID2XXKACTCS OTPHLATENBHOE, OCYKIAOIIEe OTHOIICHUE K JULAM, ¥
COBEPILIAIOIIHM.

e) SMHU30AUIECKUE U300pakeHHE UK OIIUCAHUE KECTOKOCTH M (wm) Hacums
(38 HCKITIOUEHNEM CEKCYalTbHOTO Hacuivs) 6e3 HaTypalHCTHYECKOro IOKa3a nporeccs
TATICHAS YXH3HU WIIM HAHECEHHS YBEUUH IIPH YCIIOBHM, YTO BBIPAXKAETCS COCTpaJaHHe k

KEPTBE U (WIH) OTPULIATENBHOE, OCYXKIAIOMIEe OTHOLICHHE K XKECTOKOCTH, HAaCHJIMIO (32
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UCKIIOYeHHEM HACHJIMS, IPUMEHAEMOTrO B CilydasX 3alUThl MpaB TIpaxaaH H
OXpaHsSIEeMBIX 3aKOHOM MHTEPECOB O0IIECTBA MIIA rOCYAapCTBa); i

f) u300paXkeHNe WM OINUCaHWe, He mo0yXpalomuye K COBEPIICHHIO
AQHTHOOIECTBEHHBIX JeHcTBHiA (B TOM 4YHCIe K MOTPeOJICHHIO ajJKOTOJIIBHOM H
CIHMPTOCOEepKAIeil MPOAYKIIMY, IIMBa U HAIIUTKOB, H3rOTaBIMBAEMBIX Ha €r0 OCHOBE,
yYaCTHIO B a3apTHBIX MIPaX, 3aHATHIO OPOISHKHHYECTBOM WM MONPOIIAHHMYECTBOM),
SMU30IUYECKOe yroMuHaHWe (0e3 JIEMOHCTpal¥M) HAapKOTHYECKHMX CpEACTB,
TIICHXOTPOIHEIX U (MJIM) OJfypMaHHBAIONIUX BEIIECTB, TAOAYHBIX U3/EIHH MPH YCIIOBHH,
yT0 He OOOCHOBBIBA€TCS M HE ONpPaBHBIBACTCS IOIYCTUMOCTh aHTHOOMIECTBEHHBIX
HNEeUCTBUM, BBIpaXKAETCA OTPHIATENBHOE, OCYXJalollee OTHOINEHWE K HUM H
COZIEPXKUTCS YKa3saHMe Ha ONACHOCTH IOTPEOJICHUs yKa3aHHBIX IPOXYKIHH, CPEJICTB,
BEILIECTB, H3CIIH;

g) He 3KCILUTyaTHpPYIOIIHe HHTepeca K CEeKCY M He HOCAIME BO30YKAOIIEro
HIIH OCKOPOHTEIILHOTO XapaKTepa SMU30AHIeCKHe HEHATyPATHCTHIECKHE H300paXeHHe
WM ONWCAaHWe IONOBBEIX OTHOIIEHHIM MeXHy MYXYHHOH U OKEHIIMHOM, 32
UCKITIOUEHHEM H300pa)keHUsI WM ONUCAHUA JEHCTBHM CEKCYaIbHOIO XapaKTepa.

h) M306pa)KeHHe WIA ONMCAHWEe HECYAaCTHOTO CIydas, aBapuH, KaTacTpOQsl,
3a6oNeBaHMs, cMepTH 6e3 HaTypaTMCTHYECKOTO IMOKa3a HX MOCHEACTBHH, KOTODBIC
MOTYT BBI3BIBaTh y I€TEH CTpax, yXKac WM NaHUKY;

i) W300paKeHHe MM ONHMCAaHHE JKECTOKOCTH M (WiM) HaCHIus (3a
HCKIIIOYEHUEM CEKCYalbHOrO HacHiug) 0e3 HaTypaJMCTH4eCKOro IMmokKasza Ipomecca
JMIIEHUS )XU3HN WA HaHECEHUS YBEYHM IIPU YCIIOBUH, YTO BHIpaXKaeTCs COCTPAJaHHE K
JepTBe ¥ (HTH) OTpHUIIATEHHOE, OCYXAAIOMEee OTHOIIEHHE K XXECTOKOCTH, HACHIAIO (32
UCKIIIOYEHHEM HACHIMs, IPUMEHSEMOro B CIydasxX 3allMTel IpaB TIpaxaH H
OXpaHsAeMbIX 3aKOHOM HHTEPECOB OOINECTBa HIIH TOCYAapCTBa);

j) HHGMOPMALHS O HAPKOTHYECKAX CPEACTBAX WK O IICHXOTPONHBIX H (MIIK)
06 OZypMaHHMBAIOIMX BelllecTBax (6e3 X NEMOHCTPalyH), 06 OMAaCHBIX MOCIEICTBUAX
UX HOTpebleHusT ¢ JeMOHCTpalMedl TakMX Cayd4aeB IIPU YCJIOBHM, YTO BBIPAXaCTCH
OTPHILIATENHLHOE WM OCYXKJAollee OTHOIIEHHE K MOTPEONEHHI0 TaKUX CPEACTB T

BEIIECTB U COACPKHUTCA YKazaHUEC Ha OIaCHOCTb UX HOTpe6JIeHH}I;
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k) OTHENbHbIC OpaHHblE CI0BA W (WNH) BHIPaXeHHS, He OTHOCSALINEC
HENeH3YPHO OpaHu;

1) HE SKCILTyaTHPYIOIMUE MHTEPECA K CEKCY M He HOCAIIHE OCKOPOUTENBHOT
XapakTepa M300pa)KeHHe WM OIMCAHHE MONOBBIX OTHOIICHHI MEXIY MYXYHHOH =
KEHIUHOH, 32 MCKINOYEHHEM H300paXEeHHS HIM ONMMCAHHS NeHCTBHI CEKCyaJILHOr®

XapakTepa.



2. OcHoBHBIE 3371291 ¥ QYHKIMKA GHUOIHOTEKH

2.1. 3amayu OUGIHOTEKH:

1) nommoe wm  onepatMBHOe OHONHOTEYHOE M HH(OPMAIMOHHO-
bubnnorpapuaeckoe o6CIyKHMBaHHE 4YHTaTeNnell GHONMOTEKM, COTNIACHO IPABHII
TONB30BaHUsT OUONMOTEKOH, B COOTBETCTBHM C HH()OPMALMOHHBEIMH ITOTPeOGHOCTAMHE
YUTaTeNIeH;

2)  ¢opmupopanme 6mONHOTEYHOro (GOHAA B COOTBETCTBMM C HPO(UIEM
YUpeXIeHus,  00pa3soBaTENbHBIMH  NPO(ECCHOHANBHBIMH  NPOrpaMMaMH H
HUH()OPMALIMOHHBIMH HOTPEOHOCTAMH YHTATENEH;

3)  opramM3anus H BeleHHE CIPaBOYHO-OHOIMOrpadUYEcKOro ammapara B
aBTOMATU3MPOBAHHOM U TPaJHIAOHHOM pPeXUMaX;

4) ydJacTHE B  BOCIHMTATENFHOH M  TI'yMaHHTapHO-IPOCBETHTENBCKOM
JNeATCNIBHOCTH  YYpeXACeHHs, (OpMHpDOBaHHE y  oOOy9arOmmxcs  COIMAIBHO
HEOOXOJMMBIX 3HAaHWH W HABBIKOB, TIPaXXTAHCKOH MO3HMIHH, NPo(ecCHOHANBHbIX
HHTEPECOB, IpoNaraH/ia KyJIbTypHOrO HacjeIus,;

5)  ¢dopmupoBanre O6HOMHOTEIHO-HHYOPMAMOHHON KyIBTYpEl, OOyYeHME
YMTATeNed COBPEMEHHBIM METOXAaM [IOMCKAa HH(OpMAalMK, TNPHUBUTHE HABBIKOB
IOJIE30BaHMS KHUTOM;

6)  coBepmeHcTBOBaHHE pabOTHI OHOMHOTEKM Ha OCHOBE BHENPEHHMS
COBPEMEHHBIX TEXHOJIOTHH M KOMIBIOTEpH3aUUU OubInoTeYHO-MH(POPMAIIOHHBIX
IIPOIIECCOB;

7)  KoOpIOWHAIUS [JESATENbHOCTH C IOJPa3ieIeHHSIMH YUPEXKICHHA H
OOIIECTBEHHBIMH OpraHU3AIMAMH, WHTEIPalMsd W B3aUMOJECHCTBHME C OMONIHOTEKAMM
JAPYTUX CHUCTEM W BENOMCTB, OpraHaMy Hay4HO-TeXHHYecKod mHGopManuu mjis Gojee
TIOJIHOTO YOBJIETBOPEHUS MOTpeOHOCTEN YNTATENeH B INTEpATypeE.

2.2. bubnuoteka opranusyeT qudpGepeHIpoBaHHOe 0OCTy XKHBAHHE YUTATENEH B
YUTAJIbHOM 3ajle, Ha a0OHEMEHTe, COIJIACHO IIPaBHJI MIIOJL30BaHMSI OHOIMOTEKOMH,
IPUMEHS METOAB! MHAUBUIYAIBHOTO U IPYHIIOBOTO O6CITYKHUBAHHS.

2.3. DbecrmatHo ofecneynBaeT uYMTaTeNeH OCHOBHBIMH OHOJHOTEYHBLIMH

yciyraMmmu:



- IPEIOCTABIISET IONHY HHPOPMALHIO O cocTaBe 6ubaHoTeYHOro oHAa Yepe3
CUCTEMYy KaTaJIOroB, KapTOTEK M C HCIIONB30BaHHEM JApPYyTHX ¢(opM OHOIHOTEYHOro
UH()OPMHUPOBAHHS;

- OKa3blBaeT KOHCYJIBTATUBHYIO IIOMOIIb B [IOMCKE U BBIOOpE JTHTEPATYPHI;

- BBIZJaeT BO BPEMEHHOE TOJIb30BaHUE MeYaTHBIC H3NaHUA U APYTHE AOKYMEHTHI
u3 bubnuoreunoro GpoHaA;

- BEITIOJTHAET TeMaTHIeCKue, aJpecHble U Ipyrue Oubnuorpadudeckue CrpaBKH,
COCTaBIISIET TI0 3aIllpOCcaM CIIMCKH JINTepaTyphl, IPOBOAUT Oubianorpadudeckue 0630pHI,
OpraHH3yeT KHUKHBIC BEICTABKY.

2.4. PacumpsieT acCOPTUMEHT OMONHMOTEYHBIX IUIATHBIX YCIYT, IMOBBHIMIAET HX
Ka4eCTBO HAa OCHOBE TEXHHMYECKOTO OCHAIlleHHsT OHUONHMOTEKH, KOMIIBIOTEPH3aIlUH
THOOPMAIIMOHHBIX ITPOLIECCOB.

IIpeocTaBisieT YWTATENISIM IUIATHBIE YCIYT'H, KOTODEIE MOKET OKa3bIBaTh
oubnuoreka 6e3 yiepba cBoeil OCHOBHOM JeATENbHOCTH. IIpelicKypaHT IIaTHRIX yCIyT
YTBEPXKOAETCS IMPUKA30M I10 YUPEKACHHUIO.

2.5. Ob6ecreunBaeT KOMIUIEKTOBaHHME (OHIA B COOTBETCTBHH C IPOQHIEM
yupeKIeHus, y4eOHBIMY IUIAHAME M 06pa30BaTeNbHEIME Iporpammamy. IIpuobpeTaer
yueOHyI0, HAyYHYIO, [IEPHOJUIECKYIO, CIIPABOYHYIO, XyHNOXKECTBEHHYIO JUTEpaTypy H
Apyrve Buabl u3naHui. CaMOCTOATENBHO ONpEeNsieT MCTOYHHKH KOMIUICKTOBAHMA
¢$hOoHIOB.

2.6. M3yuaer cremeHb YHOBIETBOPEHHS YHTATEJIbCKOTO Crpoca C IMeJbIo
KOPPEKTHPOBKH KOMIUIEKTOBAHUSA M NPHMBEACHUS B COOTBETCTBHE COCTaBa U TEMATHKH
$oHza ¢ MHYOPMALMOHHBIME MOTPEOGHOCTSIMH YATATENCH.

AHanusupyer 00ecredeHHOCTh OOydJarommxcs y4eOHHKaMH H y4eOHBIMH
TOCOOMSIMH.

2.7. OcylecTBiseT ydueT, pasMellleHHe M IPOBepKy (oHna, ofecneunBaeT €ro
COXPAHHOCTh U PEXKUM XPaHEHHUsl, PETHCTPALHIO.

2.8. Uckmouaer nureparypy U3 (GOHZAa B COOTBETCTBHM C HOpMaTHBHBIMH
aKTaMHU.

2.9. Beznet cucteMy OMOIHOTEUHBIX KAaTaJOroB M KapTOTCK Ha TPAAMIMOHHBIX U
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MallMHOYUTAEMBIX HOCHTENSIX C LIeJNbI0 MHOroacnekTHoro Oubmuorpapuieckoro
packpbITHS (HOHIOB.

2.10. IIpyanMaeT y4yacTHe B peaji3alliil IIpOorpaMMbl BOCIUATATENHHONW pabOThI
YUpeXAEeHUs, UCIIONB3Ys pa3iHudHble (OPMBI U METOIbI HHAWBHIYTbHON M MacCOBOU
paboThI.

2.11. Opranuzyer s OO0y4aloIIUXCS 3aHSATHS B BUZAE KPYXKOB, CEKIHH IO
OocHOBaM OuOmHoTeuHO-OMOMHOrpaduueckux 3HaHuid. [IpuBuBaeT HaBBIKH ro¥cKa
uHQOpManuy, U ee IpHUMEHEHHs B 00pa3oBaTEIbHOM IIpoLiecce.

2.12. Buegpser nepenoByio OHOIMOTEUHYIO  TEXHOJOTHIO, IPOBOIMT
COI[MOJIOTHYECKHE HCCIEIOBAHMA C LIEJBIO MOBBIMICHUS KadecTBa paboThl ONOIHOTEKH
¥ U3Y4YCHHS YUTATEeIbCKUX HHTEPECOB.

2.13. IlpuHUMaeT y9acTHe B CHCTEME IOBBIMECHUS KBAJIM(UKAIKM PabOTHHKOB
OubIHOTEKH.

2.14. Koopaunupyer paboTy ¢ y4eTOM pelIeHUH NPEAMETHBIX (LMKJIOBBIX) KOMUCCHA
M KOJ/UIETHAJILHBIX OpraHOB YNpaBiIeHHA YydpexaeHueM. IIpuHuUMaer ydyactwe B pabote
KOJUIETHAIBHBIX OpPraHOB yIpaBieHHS Yy4IpeXJICHHEM, IO BONPOCAaM BXONAIIMM B eé

KOMIICTCHITHIO
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3 praBJIeHI/Ie H opraHu3anus ACATCIbHOCTH

3.1. PyxoBomcTtBO OuONMOTEKON oOCymecTBisieT OubmuoTekapb, KOTOPBIH
HOJUUHSIETCS 3aMECTHTEIIO AUPEKTOpa 10 y4eOHO-BOCIIUTATEILHON padoTe.

bubnuroTekapp HeceT OTBETCTBEHHOCTh 3a BBINOJHEHHWE BO3JOXKEHHBIX Ha
Ooubnuoreky 3amady W (QYHKIMIE, ONpEIEeNCHHBIX IOJKHOCTHOH HMHCTPYKIHEH, 34
COCTOSIHHE TEXHHKH 0€e30IIaCHOCTH, OXpaHy TpyAa M IIPOU3BOJCTBEHHOW CaHUTApUU;
IaeT paclopsDKeHHsS W yKa3aHus, o0s3aTelbHbIE JMJIsl HCIOJHEHUS YHUTATEIAMM
OUOIHMOTEKH, ¥ OCYIIECTBIAET IIPOBEPKY UX HCIIOIHEHHUS.

3.2. bBubnuorekaph Ha3HA4YalOTCS Ha JOIDKHOCTE K OCBOOOXKZAIOTCA OT
JOJDKHOCTH TPHKA30M TI0 YIPEXJICHUIO 110 COTIACOBAHUIO C 3aMECTHUTENIEM JAHPEKTOpa
0 y4eOHO-BOCITUTATENbHOM padoTe.

3.3. CTpyKTypa U mTaThl OUOIUOTEKH YTBEPKAAIOTCA IIPUKA30M TI0 YUPESIKACHHUIO
B COOTBETCTBHH C HOPMAaTHBAMH.

3.4. IIpu OGuGIMOTEKE MOXKET CO3JaBaThCAd B KaYeCTBE COBEINATENIBHOrO OpraHa
OMONHMOTEUHbIN COBET JUId COINIacOBaHUSA €€ pPaboThl C JAPYTHMHM CTPYKTYPHBIMM
noJjpa3ieNieHUsAMA yUPEeXIEHNUs W C LEeNbI0 NPHUBJIEYCHHs YuTaTeslell K yNpaBlIeHUIO
OMOIHOTEKOH, K OlleHKEe ee pabOTHL.

Cocras coBeTa yTBEp)KAaeTcs NPUKA30M IO YYPEXNEHHIO MO IPeICTaBICHUIO
oubnuorekaps. bubmnoTekaph OAMH pa3 B TOJ OTYUTHIBACTCA IEPEA COBETOM O
pe3ynbTaTax mpoJjielaHHoN paboTEL.

3.5. Pacxojpl Ha cojiep)xanpe OHOIMOTEKH MpelyCMaTpUBAIOTCs B O0IIeH cMeTe
pacxoj0B YApEeXKICHUS. VYyapexaeHue obecneynBaeT rapaHTHpOBaHHOE
(GUHAHCHPOBAaHME KOMILIEKTOBAHHs, HpUOOpeTeHUs OGOpYNOBaHHA, 3IEKTPOHHO-
BEIMUCIUTENBHOM ¥ KONHPOBAIbHO-MHOXHTEIPHOW — TEXHHMKHM;  OOecreduBaet
6UOMHOTEKy HEOOXOAWMBIMH IIOMEIICHHSIMH B COOTBETCTBHH C JCHCTBYIOLIMMH
HOpMaTHBaMH.

3.6. BubnuoTeka BegeT MOKYMEHTAIMIO M Yd4eT CBOeH paboTsl, MpeicTaBifeT

OTYETHI U ILNIaHBI pa60T1>1 B YCTAHOBJICHHOM IIOPAJIKE.

12
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4. IlpaBa u 00s13aHHOCTH

4.1. bubnuoreka UMeeT IIPaBo:

1) OCYIIECTBISATh HMH(POPMALMOHHYIO, KYJIBTYPHYIO, IPOCBETHTENHCKYIO,
Hay4HY!0, 00pa3oBaTeNlbHYIO JESTENLHOCTh B COOTBETCTBHM C 3aKOHONATEIIECTBOM, C
YCTaBOM HJIX C JIOKaIbHBIMA HOPMATHBHBIMHU aKTaMH yUpPEXICHHS;

2) CaMOCTOSITENIbHO ONpENENATh COAECPKAaHHEe U KOHKPETHBIE (DOPMEI CBOEH
ACSITEIPHOCTH B COOTBETCTBHH C IENAMHM M 33JadaMH, yKa3aHHBEIMH B HacCTOALIEM
MIOJIOXKEHHH;

3) NPENICTaBIIATL HA PACCMOTPEHHE U YTBEpXKIEHHE IPOEKTHI JOKYMEHTOB:
IIpaBHIa IIONIL30BaHUs OUOMHOTEKOH, TMOJIOXKEHHEe O OHOINOTEKE, NOKHOCTHBIE

HHCTPYKLUHH, IPEHCKYPaHT IUIATHBIX YCIIYT | JIp.;

4) pasBHBAaTh CHCTEMY IUIATHBIX YCIYT HAa OCHOBE IPeIOCTAaBIEHHBIX
IIOJITHOMOYHH;
5) OIIPEAENISIT B COOTBETCTBUM C IIpaBWIaMH TIOJIb30BaHHUS OHONHOTEKOM

BHJIBI M pa3Mepbl KOMITEHCAIHH yiepba, HAHECEHHOTO YATATESAMH;

6) 3HaKOMHTBCS C Y4eOHBIMU IUIaHAMM U 00pa30oBaTeNIbHBIMU IIPOTPaMMaMH
YUPEXKICHHUS,
7) [IOJ[y4aTh OT CTPYKTYPHBIX IOAPA3fENICHUN YUpexXJeHUS MaTepualbl U

CBEJICHUs, HEOOXOIMMEBIE JUIsl pelIeHHs IOCTaBICHHBIX Mepell GHOIMOTEKOM 3a/1ad;

8) IIPEJICTABIISAT YUPEKACHUE B PA3IMYHBIX YUPEKICHUSIX U OPTaHH3aI[UIX B
IpeneaXx CBOEH KOMITETeHIHH, MPHHMMATh Yy4yacTHe B paboTe KoH(epeHIHi,
COBEIAaHMM M CEMHHApOB NO BompocaM OubiuoTedyHot u WHGOPMAIMIOHHO-
Oubmrorpaduieckoit nesTelbHOCTH;

9) BECTU B YCTAHOBJIEHHOM IIOPS/IKE NEPETUCKY ¢ APYTHMH OHONIHOTEKaMH U
OpraHU3allAsIMHU;

10)  BxoauTh B OMOMHOTEYHBIC OOBEINHCHUSA B YCTAHOBICHHOM JEHCTBYIOIIAM
3aKOHOJATEIHCTBOM MOPSIJIKE.

4.2. bubiuoreka OTBETCTBEHHA 3a COXPAHHOCTH CBOMX (OHAOB. PabGoTHHKH
OubnuoTeKy, BUHOBHBIC B NpPUYMHEHWH Yylnepba OMOIMOTEYHBIM (OHIAM, HECYT
IOUCIUILUIMHAPHYIO U MaTepHaJbHYI0 OTBETCTBEHHOCTh B MOPSAIKE, MPENYCMOTPEHHOM
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JEHCTBYIOINM 3aKOHOAATEIHCTBOM PO,
4.3. HeoThemiIeMoii YaCThIO HACTOSAIIETO MONOKEHUS ABJISIOTCS:
Ipunoxenue Ne 1 — IpaBuiia monbs30BaHUS OHOIHOTEKOM.
Ipunoxenne Ne 2 — TIopsamok ydvera JOKYMEHTOB, BXOMSIIMX B COCTAB

6bubimoreunoro Qouma (dopMa AKTa O CHHCAHHM MCKIIOUEHHBIX OOBEKTOB

6ubnnoTedHoro ¢houxaa).

14
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5. 3aKII0YHTENBHBIE TIONOKEHHS

5.1. B wmactostmee Ilonoxenue AUPCKTOPOM  y4pex/eHus, OubnnoTexapeM

OTACICHUEM MOI'YT OBITH BHECEHBI HU3MCHEHHUA HW [JONOJIHEHUS B Nnopsaake

YCTaHOBJICHHBIM BHYTPECHHHMM JIOKAJIbHBIM HOPMaTUBHLIM akToOB - IlomoxeHueM «O
Imopsigke pa6OTBI C JIOKaJIbHBIMHU HOPMAaTHUBHBIMU aKTaMU)).

5.2. BHecenue WH3MEHEHHWH ¥ JONONHEHWH B HaCTOfIIEEe IIOJIOXKECHHE

O(l)OpMJ'ISIeTCSI IIPUKa30M IO YYPEIKIACHHIO.

5.3. Jlata BCTyIUleHMS HM3MEHEHHH ¥ JOTONHEHHH B CUIIy OIpeAensieTcs H
YCTaHABIMBACTCSl B NMPHKA3e O BHECEHHMM HM3MCHEHHMN M JIONOJHEHHI B HACTOSIIES

IIOJIOXKEHHUE.

5.4. B ciy4ae BO3HHKHOBEHHUSs POTHBOPEYHMIA MEX]Ty HaCTOSIIHM MOJOKEHHEM U

ASUCTBYIOIMM 3aKOHOAATENLCTBOM PD, PecnyGmuxu Komu unn Verasom yupexnens
UPDUMEHAIOTCS HOPMBI M MpaBHIA, COAEPXKAIHECs B 3aKOHONATENhCTBe PD
Pecrry6muxu Komu v YeTape yupesxnenus.

5.5. Hacrosmiee monoxeHne, BHOCHMEBIC W3MEHEHMS ¥ JOMONHEHUS K HEMY
TIOAUIEXKAT COTTIACOBAHHUIO C OpraHaMHU KOJUIETHaNbHBIMH YIIPABICHHS YUPEKICHHEM, B
nutte [learoruaeckoro copeta yupeskJeHus.

5.6. Hacrosimee mnomoxeHue BCTYmaeT B CWIy C HAThl €ro YTBEP)KIEHUS H
BBEJICHUS B JCHCTBHE INPHKA30M MO YUYPEKACHHIO W MOMISKHT 00s13aTeIbHOMY

Pa3sMEIIECHHIO Ha OQHIHATBEHOM CaiTe YUpEeXIeHHS.

5.7. Hacrosiluee MonoX)eHHe yTpadHBAeT CHUly, B CJly4ae MOpU3HAHHUEM €ro
YTPATHBILUM CHITY, IIPUKA30M HO YUPEKIEHHIO.

5.9. Bompockl, He yperyiMpoBaHHBIE HACTOSIAM IIONOKEHHEM [IOJIeXKAT
PEryJIUpOBaHHIO B COOTBCTCTBHH C JACHCTBYIOIIMM 3aKOHOIATENHCTBOM PD wu

Peciy6imkn Komu, YcraBoMm yupekneHHS W WHBIMH JIOKAJbHEIME HOPMAaTUBHBIMH

aKTaMH Y9peXKIECHHUS.
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IIpunoxenune Ne 1
K nojioxxeHuio «O 6ubnrorexe»

MHWHHUCTEPCTBO OBPA30BAHU S PECITYBJIMKU KOMIA
['ocynapcTBeHHOE MpodeccHoHATEHOE 00pa30BaTENBHOE YUPEKISHHE
«CBIKTBIBKAPCKUM IOMHTEXHUYECKUH TEXHUKYM)

IIpaBuna
[IOJIL30BAHMS OUOIHMOTEKOU

16
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1. Obmume moJyIoxkeHus

1.1. IlpaBuna IIOJIb30BaHUS O6ubmuoTexoi rOCyZapCTBEHHOTO
Ipo¢eCCHOHAIBHOIO o0pazoBaTensHOro YUpEXKICHHUS «CBIKTBIBKapCKUH
MOJIMTEXHUYECKHH TEXHUKYM» (Hajlee - yupexIeHue) pa3paboTaHsl B COOTBETCTBHH C
IonoxxenneM «O OHOGIMOTEKE» U SABIAIOTCS €I0 HEOTHEMIIEMOM YaCThIO.

1.2. IlpaBuna mosb30BaHMsA OHOTHOTEKOH periIaMEHTHUPYIOT OOIIMIl HOPAIOK
OpraHM3aly OOCITy>XMBaHHMsS 4YMTaTeNell YYpeXkIeHHsd, MnpaBa U 00S3aHHOCTH

OHONMOTEKH U ee unuTaTeseii.

2. YUnrarenu, ux mpasa, 0013aHHOCTH W OTBETCTBEHHOCTD

2.1. O6yyqatomumecst 1 paOOTHUKH yUpeXAeHus (fajlee - YATATENH) HMEIOT IIPaBo
OecrIaTHO MOIB30BATHCSI OCHOBHBIMH BHIaMH OGHOIHOTEYHO-UH(POPMALUOHHEIX YCIYT,
IPeAOCTaBISIEMBIX OHOIHOTEKOIM:

1) IOJy4YaTh MOJHYI0 WH(QOPMALMIO O cocTaBe (QOHIOB OMOIHOTEKH depes
CHCTEMY KaTaJIOTOB U KapTOTeK H Apyrue GopMbl OHOIHOTETHOrO HHGMOPMHUPOBAHHS;

2) moiry4atb u3 (¢GoHma OUOMMOTEKH I BpPEMEHHOTO IIOJNB30BaHHUS B
YUTAIBHOM 3aji¢ WK Ha aboHeMeHTe Mo0ble U3aHus, HEOMyOJIHKOBaHHBIC JOKYMEHTEI

WJIH BX KOIIHH;

3) MMOTy4YaTh KOHCYJIbTATUBHYIO NOMOIIbL B NMOWUCKE W BHIOOpE HCTOYHHKOB
UH()OPMAITHH;
4) OpoJyieBaTh CPOKH TMOJb30BaHHA JOKyMEHTaMH H HHpopManuend B

YCTaHOBIEHHOM IIOPSJIKE.

2.2. JloONHUTENbHBIC YCIYTH YUTATEeNIM MOTYT IMOJXY4YUTh 3a IUIATy, COIVIACHO
NEeUCTBYIOIIEMY TMpelcKypaHTy. llepeueHp TMJIATHBIX YCIYr W HX CTOMMOCTH
paspabaTsiBatoTCs OMONMOTEKON U YTBEPKIAAIOTCSA IIPUKA30M [0 YUPEKACHHUIO.

2.3. bubmuorteunoe oOcCiy>)KuBaHHE JpPYTUX OpraHH3alWM, CO3JaHHBIX IPH
YYpeXOEHUH Ha KOMMEPYECKOM OCHOBE, OCYIIECTBISETCS MO HOrOBOpaM C
YUPEXKICHHEM.

2.4. OOyyarommuecs: apyrux o0Opa3oBaTeNbHBIX OpraHM3alMid H APYTHM

KaTCropuam qHTaTeHeﬁ, HE COCTOANIUX B TPYAOBBIX OTHOIICHUAX C YUPCIKICHUEM HIIH
17



OTHOIICHUSX B CBA3M € O0Y4EHHEM MOXET GBITh TIPEeIOCTABICHO IPaBo O0CITy)XHUBaHHU
B INTANIbHOM 3aJI€ Ha IUIATHOW OCHOBE HITH II0 IOrOBOPaM.
2.5. Ynurarenu o6s3aHbL:

1) GepexxHO OTHOCHTHCS K KHWMraM H APYTMM IIDOM3BEAEHHSM II€YaTH,
NOJIyYeHHBIM H3 (POHIOB OUOIHOTEKH;

2) BO3BpamarTh HX B yCTAHOBIIEHHBIE CPOKH, HE BEIHOCHTE HX H3 HOMETICHHIM
OubnuoTekn, ecnd OHHM He 3apErUCTPUPOBAHBl B  YUTATEIBCKHX
(opMyIspax Wi APYIHUX yHETHBIX JOKYMEHTAX,

3) He nenath B HHX IOMETKH, OTYEPKUBAHHS, HE BBIPHIBATh U HE 3arubarth
CTPaHHIIH;

4) He HapyIaTh PacCTaHOBKY B (POHAAX OTKPHITOTO JOCTyIa,;

5) He BHIHUMATH KapTOUYKH M3 KATANOTOB ¥ KAPTOTEK.

2.6. Ilpyu TmONyYeHHN JIMTEPATYPBI YUTATENH JODKHBI TINATEIBHO IIPOCMOTPETH
KQX0¢ M3JlaHue U B Ciy4ae OOHapyXeHHs KaKux-To Ae(eKTOB COOGMMTH 06 5TOM
OubIHOTEKAPIO, KOTOPEIH C/IeIIaeT Ha KHHTE COOTBETCTBYIOIIKE TIOMETKH. B mpoTuBHOM

ClIydyae OTBETCTBEHHOCTH 34 IIOPYY KHUT HECET YHUTaTENIb, MOJIb30BaBIIHNACS HA3TaHHUCM

"

IIOCJICTHUM.

2.7. ExeromHo, B KOHIIE y4eOHOTO TIOfa, YUTATENH OOS3aHbBI MPOUTHU
TIIEpEPErUCTPaIMIO C MPEABABICHUEM BCEH YMCIIAIICHCS 32 HUMU JIUTEPATYPHI.

2.8. Ilpy OTYMCIEHAM H3 YYpeXAeHWS, ODOPMICHHH aKaJeMHYeCKOrO WA
ACKPETHOTO OTIyCKa YHTAaTeNd O0A3aHEI BEPHYTh B OHONMOTEKY BCE YHCIILIHECS 32
HUMH H3IaHUS.

2.9. Yurtarenu o6s3aHBEl cobOMIOIATDH IIpaBAJIa MOJB30BAHHUI OHUOIHOTEKOM.
Hapymwsmue wx wim npuyduHUBIIHE OUGIHOTEKe ylepd KOMIIEHCHPYIOT €ro B
pasMepe, yCTaHOBICHHOM NPaBHIaMH IIOJTB30BaHUs GHOIMOTEKOM, a TaKKe HECYT HHYIO
OTBETCTBEHHOCTH B CIIy4asX, NPEIyCMOTPEHHBIX JEHCTBYIOIIMM 3aKOHOIATEIHCTBOM
PO.

2.10. Yuratenu, OTBETCTBEHHEIE 3a YTpaTy WM IOBPEXIACHUE H3HaHUH, 00s3aHbI
3aMCHHUTh WX TaKMMH JX€ H3NaHHAMH HIH KONUSAMM, NPHU3HAHHBIMH OHOIHOTEKOM

PaBHOILICHHEIMH, a IIpPY HEBO3MOXXHOCTH 3aMC€HBI - BO3MECTUTDH PE€ANBHYIO PBEIHOYHYIO
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CTOEMOCTD IIVTeM JO6pOBO.‘IBHOFO B3HOCa yK%aHHOﬁ CYMMBI Ha pvaeTHBIfI cHer

FHPSATICHHS € MOCIeAYIOUIUM IIPEABABICHHUEM 6I/I6JIPIOTeKapIO KBUTAHLMH 00 oILIaTe.

3. IIpaBa 1 00s83aHHOCTH OMOIHOTEKH

3.1. bubnuoreka B CcBOel JeATENPHOCTH  O6GECICUHMBAET peanu3anuro
BBIIICIIEPEYHCIICHHBIX 1IPAB YHTATENCH.

3.2. bubnuoreka o6s3ana:

- HH(OPMHPOBATH YUTATENEH O BUIAX HPEJIOCTABISEMBIX OUGITHOTEKOI YCIIYT;

- 00ecrevuTh YHTATENSIM BO3MOXHOCTH IIOJB30BaThCS BCEMH (doHIaMu
OuOMHOTEKY;

- TOMyJIAPU3MPOBaTh CBOU (DOHABI M INPEIOCTaBIsAEMbIE yCIyIH, pasBHBATh H
HOOLIPATH UHTEPEC K JIUTEPATypE;

- COBEpIIEHCTBOBATE OHONMOTEYHOE ¥ HHOOPMAIMOHHO-GHOIHOTpadIIecKoe
00CIIyK¥BaHue YUTATENeH, BHEAPSST KOMIBIOTEPU3AIMIO U IIEPELOBBIE TEXHOIOTHH,

- 00ecreYnBaTh BEICOKYIO KYJIBTYPY 00CITy>KHBaHUS,

- OKa3bIBaTh IIOMOIIb YHUTATENSAM B BEIOOpE HEOOXOMUMEBIX JJOKYMEHTOB;

- IPOBOJUTD YCTHBIC KOHCYJIbTAIMH, IIPEJOCTABNISI B UX IIOJIL30BAHNE KATAJIOTH,
KapTOTeKH W HHble (OpMEI HHOOPMHUPOBAHHS, OPraHH3ys KHIDKHBIE BBICTABKH,
bubmuorpaduyeckue 0630ps!, «IHH HHOOPMAHE» ¥ APYTHE MEPOIPHSTHS,

- TPOBOAUTH 3aHATHUS TI0 OCHOBaM HHOOPMALHOHHO-OHOIHOrpadHIecKOH
KyJBTYPBI;

- OCYWISCTBIISATH TMOCTOSHHBIA KOHTPOJAb 3a BO3BpalleHHEM BBLIAHHBIX
JOKYMEHTOB B OMOIHOTEKY;

- CO3/1aBaTh ¥ IONNCPXKUBATh B OMOJIHOTEKe KOM(OPTHBIE YCIOBHA I PabOTEI
YUTaTENeH;

- HIPEAOCTABIIATh OTYETHOCTh B YCTAaHOBJIIEHHEIE 3aKOHOM CPOKH.

4. ITopsinok 3arucH unTareinel B OubIHOTEKY

4.1. Jlnst samucu B OGMONMOTEKY YHTATENb O0S3aH NPENbABHUTH yIOCTOBEPEHHE

ITMYHOCTH (CTYyHEHT - CTyHeHdeckuii Owier winm 6mier ygamerocs). Ha srTom
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OCHOBAaHHM OHONHOTEKaph 3aMOJHSAET YHTATENbCKHH (DOPMYIApP H ApYrHe YYeTHHE

JOKYMEHTEI.

4.2. Ha o6ywaromerocs durarteiabckie (OPMYISApsl MOTYT 3alONHATECS HA
OCHOBAHHH IIPHKA30B O 3a9HCICHHH B YIpEXKIACHHE.

4.3. Ilpu 3anucH B GHONIHOTEKY IHUTATENb JOKEH 03HAKOMHUTECS ¢ HACTOSIMMHE
NpaBUIaMd TMOJL30BaHMsl OMOIHOTEKOH U HOATBEpAMTH 0043aTENBCTBO 00 HX

BBINOJIHEHWH CBOEH MOAIHICHIO B YUTATEIECKOM (POpMyIIspe.

5. IlpaBuna mons30BaHug aO0HEMEHTOM

5.1. 3a xaxnplii NONY4YeHHBI Ha aOOHEMEHTE JK3EMIUIIP H3JAHUS UYHUTATEIH
PAaCIHCHIBAETCSI U CTaBUT JaTy Ha KHIDKHOM (opMyJisipe, KOTOpBIH OHOJIHOTEKaph
BKJIaJIBIBAET B €ro uhTaTeNbckuil popmymsap. [Ipyu Bo3BpaleHny muTepaTypsl KHYDKHBIA
GopMyJIsip BEIHUMAETCS W3 YHTATENBCKOro (hopMyisipa M BKJIaJIbIBacTCS B KapMamleK
KHUTH, (QOpMYJISpBl SABJSIOTCS JOKYMEHTaMH, YIOCTOBEPSIOIIMMH (akT BhIJaYd H
coa4yd U3JaHuM.

5.2. Cpoku moss30BaHMsl JOKyYMEHTaMU U pa3IM4HBIX KaTErOpUH YUTaTelIed H
KOJIMYECTBO BBIJABAaEMEBIX H3JaHHN Ha aboHeMeHTe ompeAeNnsioTcs OubInoTeKon
mibdepernrpoBaHHo. HacTosmue npaBuia NpeAiaraloT CIeayolue OrpaHuYeHHMs: |

- yueOHas JIuTepaTypa BEIAAETCS Ha CEMECTDP MM Ha y4eOHBIH rojl B KONHYECTBE,
OTIpelie]IIEMOM B COOTBETCTBHHM C Y4YeOHBIMM IUTaHaMH M 00pa30BaTEbHBIMH
IIporpaMMamy;

- Hay4Has JINTEpaTypa BBEIAAETCS Ha CPOK IO OOHOIO MecsAlla U He Ooyee IATH
9K3EMIULIPOB €IUHOBPEMEHHO;

- XyJOKECTBEeHHAs JIMTepaTypa U MepuouKa BBIIAIOTCSA B KONHYECTBE He Ooiee
TPEX 3K3EMIUISIPOB Ha Cpok 10 15 nHexn.

5.3. YuraTemd MOTryT HpPOJIUTE CPOK IOJE30BAHUA BEIIAHHBIMH H3HAHUSAMH,
€CIIH Ha HUX HET CHpOoca CO CTOPOHBI IPYTUX YHUTATENIEH.

5.4. JIoKyMeHTHI Ijisi MCHOJIB30BaHHA Ha TPYIIIOBBEIX 3aHATHAX BBIAAIOTCA HA
aboHEMEHTe IO paCIHCKy IMeJaroruieckoMy paboTHHKY ¥ O(QOpPMIAIOTCS B

PETHCTPAIIMOHHOM XypHaJie U KapTOTCKE (bOpMyJIHPOB KHHT, BEIIAHHBIX HA 3aHATHE.
20
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3.5. He NOoMJICKAaT BbIAYE HA JJOM: TCKyIllas IICpUONKA, PCAKHEC H IICHHBIC KHUTH, 4

T2KKES MMOCICTHUN WM € JUHCTBEHHBII IK3CMIUTAPD U3MaHUA, XpaHsAalierocs B (bOHI[C.

0. LIpanvina NONLI0BAHWT UATATTLREIM 32710M

6.1, TipW n2akane wRANEHER B GUTATLEOM AR YATATETW TIPS NEABNAIOT
CTYZICHYECKMH OMIIET MM TOKYMEHT, YAOCTOBEpSIOLIMHA JTHIHOCTS. ITpu nonyquHﬁ
H3JIaHHA YHTATEh PACITHCBIBAETCA B KHHKHOM (opMyJIsIpe.

6.2. Ilpu OTCYTCTBMH WYHTAIBHOIO 3aMa HOKYMEHTHI M UHQOPMAITUOHHBIE
MaTE€pHalibl, HCIOJIB3YyEeMblE B IIpeJeliaX BpeMEHH paboTbl OGUOMHOTEKH B CTEHAX
YYPEXICHHsI, MOT'YT BbIJJaBaThCsI Ha a0OHEMEHTE.

6.3. Uucio NOKyMEHTOB M HH(OPMAIMOHHBIX MATEPHANOB, BBIAABAEMBIX B
YUTaPHBIX 3anmax, KaKk NPaBHJIO, HE OTPAHMYMBAETCA, 32 HCKIIOUEHHEM JOKYMEHTOB
IIOBEILIEHHOTO CHPOCa.

6.4. V3nanus, BEIIaBaeMEIe B YUTAIBHOM 3ajle, MOTYT GbITh 3a0pOHUPOBAHHI 3a
ONPENICJICHHBIM YMTATENIEM Ha OIPENeSICHHBIN CPOK.

6.5. DHUMKIONENH, CTIPaBOYHbIC M3/IAHMS, PEJKHAEC M LECHHbIE KHUMH, a TAKKE
U3[1aHWs, BEIIAFOTCS TOJIKO B YATAIHLHOM 3alle.

6.6. He paspemmaercs:

- BXOIHTh B YHTAIbHBIM 3al C JHUYHBIME M OHOIHOTEYHBIMH KHHTAMH,
KypHalamu, raseTaMi, BBIPE3KAMHM M3 I€YaTHBIX M3JaHUM W APYTMMH [eYaTHBIMH
MaTepraliaMu;

- oceaTh 6uGIHOTEKy B BepXHEH Olex/ie ¥ TOI0BHOM y6ope;

- BXOZUTh B YUTAIBHBIN 321 U MOACOOHBIH QOHA ¢ CyMKaMu U NOPTQEIIMH;

- HapymiaTh TUIIHHY U HOPSAJIOK B TOMEIIEHUIX OUOIHOTEKH,

- 3aX0/IUTh O€3 pa3peleHus paboTHIKA GUOIMOTEKH B CITyXKeOHbBIE IIOMEICHHUS |
KHUTOXPaHWIIHIIIE.

6.7. BBIHOCHTH NOKYMEHTH! M3 YHTAIBHOrO 3ana 6e3 paspelleHns paGoTHHKA

OnbaMoTeKH 3ampeIneHo.
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Te HOD)IJIOK IIOJIB30BaHHS JTUTEPATYPOI B Ycor OpPCKOM d)PIJ'II/IaJIe

7.1.  ObciyxuBanue umrateneii B Ycoropckom ¢unmane  yupexmeHus
HPOU3BOUTCSI COITTACHO HACTOSIINX [IPABHII IOJIB30BAHMA OHOIHOTEKOH.
7.2. JloKyMeHTHl ¥ HH(OPMAIHOHHEIE MaTepuajsl Ha JOM YHTATeIsIM He

BBIZAIOTCS.  Mcnons3oBanme donma Ycoropekoro ¢Gunuana ocymectBisercs B

COOTBETCTBHUM C MOJIOXKEHHEM 0 OUOIIHOTEKE.
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IIpanoxenne Ne 2
K IoJIokeHU10 «O 6HO; 1THOTEKEe»

MHHVCTEPCTBO OBPA30BAHM A PECITYBJIMKY KOMH
I'ocynapcteenHoe mpodeccronanbHoe 06pa3oBaTeNbHOE YUpexXACHHE
«CBIKTHIBKAPCKHH MOMHTEXHNIECKHH TEXHHKYM

Ilopsinok y4era JOKyMEHTOB,

BXOISIIMX B COCTaB OUOIMOTEYHOTO doHga
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1. O6ume monoxeHus

1.1. Yuer moxkymeHTOB GHOMIOTEYHOr0 (QOHAA SBIAECTCA OCHOBOH OTYETHOCTH H
IUIAHMPOBAHMS  JIEATEIbHOCTH OHONHMOTEKH, CIOCOOCTBYeT OOECIEYEHHIO €Tro
COXPaHHOCTH.

1.2. Yder BKIIOYAET PErHCTPAIMIO MOCTYIUICHUS JOKYMEHTOB B OHOMMOTEYHBIHA
donp, uMx BHIOBITHA W3 (OHIA, HWTOrOBHIE JaHHBIE O BeaudMHe (0OBEME) BCETo
6ubmMoTeyHoro GoH/a U ero IoAPa3eoB, CTOMMOCTE (QOH/A.

1.3. OcHOBHEIE TpeGOBaHMs, IPeIBIBIIEMbIe K yueTy OubamoTedHoro Gponza:

HOJIHOTA U JOCTOBEPHOCTh yIETHOH HHpOpMaLuHy;

OIIEPaTUBHOCTb;

JOKyMEHTHPOBAHHOEe O(OpMIIEHHE KaXKIOTO MOCTYILICHHS B (OHI ¥ KaxXmoro
BHIOBITHS U3 HOHAA;

COBMECTMMOCThL NPHEMOB W (OpPM ydeTra, UX HAJEXKHOCTh NpPU IapajlcIbHOM
WCIIONB30BaHUH TPAIALMOHHOM H aBTOMATH3UPOBAHHON TEXHOJIOTHH y4eTa;

COOTBETCTBHE HOMEHKIATYpHl IOKaszaTened ydera (OHZA aHAIOTHIHBIM
IIOKa3aTeNsIM FOCyAapCTBEHHOH OUOIHOTETHON CTATHCTHKY.

1.4. Yaety mopjexar Bce JOKYMEHTHI (IIOCTOSHHOTO, AJIUTENBHOTO, BPEMEHHOTO
XpaHeHHs), HocTymnaromume B GoH1 6ubIHOTEKH U BEIOBIBaromiye H3 GoHaa OMONHOTEKH,
HE3aBHCHMO OT BHAA HOCHUTEII.

1.5. YueT MOKyMEHTOB BeAETCS B PErHCTpax HHIWBUAYalbHOrO M CyMMapHOTO
ydeTa B TPaJAMIIHOHHOM U (HIIH) SIEKTPOHHOM BHIE.

1.5.1. Perumcrpamd HWHIUBHAYaJIbHOro  yd4era  JOKYMEHTOB  SBIIIOTCA:
perucTpalyiOHHas KHWTa, KapTodka PerHCTpallii Ha ONpeNesCHHBIH BHJ JOKYMEHTa
IS Ta3eT, KypHAIOB, IPYTHX BHAOB MOKYMEHTOB. JlOMycKaeTCs TakkKe pErucTpaMH
WHMBUYATFHOTO ydYeTa CYMTATh TOmOrpaduyecKyro OmMCh (Karajor), y4€eTHBIH
KaTalor, YYeTHBIH (aiin ¢ BhIXOHHBIME (opmamu, (OpMHUPYyeMBIMH B TOpsAKe
MHBEHTAPHBIX WK WHBIX HICHTU(QUKAIIHOHHBIX HOMEPOB JOKYMCHTOB.

PericTphl HHAABHAYANLHOTO yYeTa JOKYMEHTOB 6u6IMoTedHOro $oHxa conepxar

DeKBH3UTHI, HMACHTHOMIMPYIOLMe KaXIBIH TOKYMEHT C YKasaHWeM CBEJEHHH O
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NOCTYIUIEHHH JOKYMEHTA M O €70 BBIOBITUY U3 OHOIHOTEYHOrO (hOHA.

1.5.2. PeructpamMu CyMMapHOTo ydeTa JOKYMEHTOB SBJISIOTCS: KHAIa CyMMapHOTO
yuera Oubnmorednoro ¢GoHIa, JTHUCTHI CYMMapHOro ydera OuGIMOTedHOro (oH.a,
KypHal. JloIlyckaroTcs pasiuyHble MOJU(UKAIMKA KHHTH CyMMapHOTO ydYeTa.

HeszaBucumo OT BUZIa yHETHOTO JOKYMEHTa PETUCTPhI CYMMAapHOI'O ydeTa COAEPKAT TPH

B3aMMOCBSI3aHHbIE YaCTH:

"IlocTynieHre TOKYMEHTOB B OHOJIIMOTEUHbIN (GoHL",

"BBIOBITHE TOKYMEHTOB U3 OHOIHoTedHOTO hoHma",

"Htoru aBrkeHus: 6ubnuoTevHoro GOHIA: NTOrOBEIE JaHHEIE HA KOHEL[ OTYETHOrO
nepuona.

O6001eHHbIe TaHHBIE OTPAXAIOTCS B KAXIOM YacTH PErHCTPa CYMMAapHOIo y4eTa.

B 35IeKTpOHHOM crcTeMe yueTa 3TH 4aCTU UHTETPUPYIOTCS B €IUHBIH yueTHBIN (aii.
[1. Enunauite! yuera 6ubnuoreunoro hoHma

2.1. BennuuHa (00beM) U ABWXKeHHME (DOHIA U3MEPSIIOTCS B YHHGHUIHPOBAHHBIX
eMHMIIAX YUIETa.

OCHOBHEIMH E€UHHUIIAMH y4yeTa JOKyMEHTOB OuOnuoTedHoro (oHma SBISIOTCS
SK3EMILISIP U Ha3BaHue, JJIs ra3er - ToA0BOM KOMILIEKT H Ha3BaHHE.

JIONONHUTENPHEIMA €IMHALIAMH y4eTa (OHAa SBISIOTCS TOJOBOH KOMILIEKT,
METpOIONKa, MOAIIMBKA (MeperieTHas €IUHUIA); AJS JJICKTPOHHBIX JOKYMEHTOB -
eqUHUNA TaMSITH JaHHbIX.

2.2. O6mras BenuurHa 6UOIHOTEYHOro (JOHIA B IIEJIOM H €r0 MOJAPa3JeNioB, B TOM
YyClie CETEBBIX JIOKAJBHBEIX JOKYMEHTOB H CETEeBBIX YHAJIEHHBIX JHOKYMEHTOB,
YUUTBIBAETCS B DK3EMIUISIpaxX, HOBbIE TMOCTYIJIEHUS - B 3K3EMIUIApaxX M Ha3BaHUSX.

Uucio rofoBhIX KOMITIEKTOB I'a3eT NPUPABHUBAETCS K YUCITY 3K3€MIUISIPOB.
III. Yyer 1OKYMEHTOB I10 BUJaM U KaTErOpUsIM

3.1. IleuaTHbie H3MaHUSA U HEOMYOIMKOBAHHBIE TOKYMEHTEHI
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K meyarHeIMH H3HaHUSAM OTHOCATCS THPAXXHPOBAHHBIE H3J[AHMS, IOIYYEHHBIE
NeYaTaHueM WM THCHEHHEM, IOJIUIpapUYeckH CaMOCTOATENHHO O(GOpMIIEHHEIE:
KHHTH, OPOIIIOPEL, KypHAIEI, POJOJDKAIOLINECS U3JaHMs, JIUCTOBLIE H3AaHHs, ra3eThl,
H30M3/JaHMsl, HOTHbIE H3AaHUA, KapTorpapuyeckie U3aaHusl, HOPMATHBHO-TEXHUIECKHE
¥ TEXHUYECKUE TOKYMEHTHI, aBTOpedepaTsl AUCCEPTALIMIA.

K HeomyOnMKoBaHHBIM JOKyMEHTaM OTHOCATCS PYKOIHCHBIE JOKYMEHTHI
(pyxonucHbBIE KHUTH U apXUBHBIE JOKYMEHTHI), 8 TaKXKe JOKYMEHTHI, H3TOTOBIECHHBIE B
€IMHHYHBIX SK3EMILLIpax, BISoIHecs 00beKTaMH HHTEIIEKTYAIBHOM COOCTBEHHOCTH
(nemoHMpOBaHHEIE HAay4Hble PabOTHI, AWCCEPTALUH, NPENPUHTH, OTYETHI O HAYYHO-
MCCIIeIoBaTeNbCKUX paboTax, MmepeBOIbl, ONMUCAHUS aANTOPUTMOB M IporpamMm OBM,
IPOEKTHO-KOHCTPYKTOPCKas JOKyMEHTAaIlUsl), TAKTHIbHBIE PYKOJENbHbIE M3JaHUS IS
CIIENIBIX M CHa0OBUASIIMX. PykomucHBIE NOKYMEHTHI, BXOIMIIHe B OHONIMOTEUHBIC
(OHIIBI, ABIAIOTCSA COCTaBHOW dacThio ApxuBHoro ¢oHpa Poccuiickoit @exepanyn u
YUUTBIBAIOTCSI B COOTBETCTBHH C HOPMATUBHBIMH ¥ TIPABOBBIMH aKTaMH IO YYETY
apXUBHBIX TOKyMEHTOB U HacTosmuM [lopsakom.

3.1.1. Kauru u 6poumopbl YYUTEIBAIOTCA B 9K3EMILISIpax ¥ Ha3BaHUSIX.

Kak oTnenpHBIH 9K3eMILISIp U KaK OTAENbHOE Ha3BaHUE YUUTHIBAKOTCH:

KaXK7i0e OTAeNIbHOe H3nanue (KHura, oOpoumropa);

KaXkJ10€e BXOZsIIee B KOHBOIOT U31aHUE;

KaX/Iblif OTHENbHBIA TOM (BBIMTYCK, 9aCTh) MHOTOTOMHOTO H3[aHMs, UMEIOLIUI
UHIUBUAYaTBHOE 3arjaBue;

Kaxxiass U3 OpoIUrop, BHIIYIICHHBIX B OOBEAMHSAIONIEH MX M3JaTENBCKOM MaIke,
00J10KKe, MaHKETKE;

KaXK[as KHWra Win OpoImopa, BXOAsIas B KHHXXHYIO CepHuio (HyMEpOBaHHYIO HIIH
HEHYMEPOBaHHYIO);

OTAENLHO W3MaHHbIE TPWIOKEHHS K KHATaM U OpommropaM, HMEIOLIHE
WHAWBUTyaJIbHOE 3arjlaBAe U CaMOCTOSTENLHOE 3HAUEHHE.

3.1.2. XypHaybl U MpOROJDKAIOIIMECS H3LaHUs YYHUTBIBAIOTCSA B JK3eMIUIApax H
Ha3BaHUSX.

SKBCMHJIHPOM CUHUTACTCSI HOMEP, TOM, BBINMYCK, H3JAaHHBEIC II0 OTHCIBHOCTH, a
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TaKK€ KOMIUIEKT HOMEpPOB, TOMOB, BEIIYCKOB, IICPEITIETEHHBIX B OAWH OJIOK
H3/1aTelIbCTBOM.

Kak omHo HasBamme yumTBIBaeTCS KOMIUTEKT HOMEPOB, TOMOB, BBIITYCKOB,
o0pasyrommx OTACIBHYIO €IUHUIY C OTJIUYHUTENLHBIM 3arjIaBHEM. Ilpu usmeneHun
3arinaBHs HOBOH y4YeTHOM €IUHHIIEH CUMTaeTCs H3laHUE, €CIIH U3MEHEHHEe BHECEHO B
IIEPBEIE IIATH CIIOB 3aIrjIaBusl.

Ilepuonuueckne npunoxenus x KYpHallaM, BBIXOJIAIMHE CAMOCTOSTENHHO,
HMEIOIINE MHAUBUAYAlILHOE 3arjIaBue 1 COOCTBEHHYIO HyMepaIuio, YYUTEIBAIOTCH KaK
OTACTIBEHBIE SK3EMILISPHI U OTACHbHbIE HA3BAHN.

Kaxnas cepus nponomkaromerocs U3/1aHus, UMEoas MHAUBUAYAIbHOE 3arjiaBHe
1 COGCTBEHHYIO HYMEpaLuio BBIITYCKOB, YYHUTBIBAETCS KaK OTIEJILHOE HAa3BaHHUe,

Kaxnei  camocrosTensubii  ToM (BBIMYCK)  NPOAOIIKAIOIErocs  M3NaHUS
YYMTBIBAETCS KaK OTJIENIbHOE Ha3BaHue.

3.1.3. I'a3eTHI YUHTHIBAIOTCS B FOMOBEIX KOMILIEKTAX Y Ha3BaHHUIX.

Kax omHO HasBamme yuuTEIBacTCS KOMILIEKT raser, oOpasyloIMX OTAENBHYIO
CAUHMIY C OTIMYMTENBHBIM 3aIlaBHeM. IIpH HM3MEHEHWH 3arjiaBHs HOBOI Y4EeTHOH
CMHHIEH CYMTACTCS U3MaHME, eCITH H3MEHEHHE BHECEHO B MEPBBIE IATH CJIOB 3arjaBUsl.

OnHosaeBHbIe (pa3oBkle) razeTs! YUHUTBIBAIOTCS B 3K3EMILIApaxX (HOMep, BHIIYCK) U
Ha3BaHMIX.

OtnensHo  w3maHHEbIE IICPHOTUYECKHE TIPUIIOKEHHMS K TraseraM, HMEIOIHe
UHIMBUYaNbHOE  3ariaBHe M COOCTBEHHYIO HyMEpPAIHIO,  YYHTHIBAIOTCS
CaMOCTOSATEIILHO.

3.1.4. MBousznanus (a1b0OMBI, KOMILIEKTBI, OTHENBHBIE JIHCTOBEIE HU3[aHus) U
penbedHO-rpaduyeckre mOCOGMA IS CHEmBIX U CIabOBHIAIMX YUUTHIBAIOTCS B
3K3EMILIApax U Ha3BaHUSIX.

Kax otnenpHbIiH SK3CMIUTSD W OTAENBHOE Ha3BaHME YYHMTHIBAETCS KAXIBIA JHCT
(BBUTyCK) CepHM H30HM3/aHHM, HE 0OBEIHHEHHBIE U3JIATeNTLCKOM Iankoi (0610XKKOIH,
MaH)XETKO#1 ).

JlucToBele  u3maHmA, OOBECAUHEHHEIE M3JATEeIBCKOM  IMAMKOI (o6noxKoii,

MaH)KCTKOI;'I, 06€pTKOI>'I), YYHTBIBAIOTCA KaK OqUH SK3EMIITIAAP U OJHO Ha3BaHHUE.
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3.1.5. HoTHble M3aHus YUYUTBIBAIOTCS B OK3EMIUIIPAx ¥ Ha3BaHUSX.

Kak oTaenbHbIe 3K3eMITISIPEI ¥ OTAEIbHbIC HA3BaHUS YIHTHIBAIOTCS:

CaMOCTOSTeNIbHEIE HOTHBIC H3JaHus, OObeJUHEHHBIE B OJHOM MeEpeIlIeTe
(KOHBOITIOTE);

OTJeNbHBIC TTapTHH (roJ0ca) U NapTUTypa (KJIaBHp), U3TaHHBIE pa3feNbHO.

Kak onus 3K3eMIUIsIp U OHO Ha3BaHHE YUHMTEHIBAXOTCS:

OTHeNbHBIE TapTuH (rojioca), 00beJHHEHHbIE C TapTUTYPOH (KJIaBUPOM) B OZHOM
H3IaHHH, a TAK)Ke TIapTHH, 00beIMHEHHEIEe U3AaTeNIbCKOM mankoi (06102KKoi).

3.1.6. KapTorpadudeckue U3aHus yYUTBHIBAIOTCS B K3EMIUIIPaX U Ha3BaHHUSAX.

Kak oTHeNnbHEII 9K3eMITISP U OT/IENbHOE HA3BaHUE YYUTHIBAIOTC:

aTJIaChl, COCTOSAIIHE W3 OTICIBHBIX HyMEPOBaHHBIX WK AATUPOBAHHBIX BEIITYCKOB;

KaXXABIH BBITYCK CEpUHHOTO U3IaHUsA KapThl WM atjaca.

Kak omvH »K3eMIUIgIp 4 OJHO Ha3BaHHME YYWTBIBAeTCA KapTra, H3JaHHas Ha
HECKONBKUX JUCTaX (MOJIEXKAIINX CKIIeiKe), 00beIMHEHHBIX O0IIMM 3arilaBHeEM.

MHororomMHsle (MHOTOJMCTOBBEIE) KaprorpadudecKkne H3JaHusA, OOBEIUHEHHBIE
OOIIMM 3aTJIaBHEM, YIUTHIBAIOTCS 110 KONMYECTBY TOMOB ¥ OJJTHOMY Ha3BaHUIO.

OtmenpHO W3JAaHHBIE, HO He MMEOIIHE CaMOCTOATEIBHOrO  3HAYCHH
KapTorpaduueckve NPUIOKEHHS K pPasIHYHBIM H3JaHUAM (KHHMraM, Opounopam,
KypHaJiaM) YYHTHIBAIOTCS €JMHBIM KOMIIJIEKTOM C OCHOBHBIM H3IaHHEM.

3.1.7. HopMaTHBHO-TEXHHYECKHE M TEXHHYECKHE IOKYMEHTHl (NAaTeHTHBIC
JIOKYMEHTHI, THIIOBEIE MPOEKTHI H YEePTEXKH, KATAIOTH NPOMBINLIEHHOTO 000py0BaHHA
¥ V3N, HOPMATHBHbIE TOKYMEHTH 110 CTaHIApTH3ALUM, TEXHHYECKUE YCIOBHS,
PYKOBOJISIIHE JJOKYMEHTHI U IPaBHJIa) YYUTHIBAIOTCS B 9K3eMIUIIpax ¥ Ha3BaHMSX.

Kax omuH SK3eMIUIIp M OJHO Ha3BaHHE YYMTHIBAIOTCA CTaHJApThl M KaTajlOrd
IIPOMBILIIEHHOTO0 0GOpYNOBaHUs W H3NEIUH, BHINYLICHHBIE B OOBEAUHSIONICH HX
M37aTeNnbcKol mamke (06JI0XKKe) MpH HAIWYUM Ha Manke oOmIed LEeHBI, CoAepXXaHHs
BCETO M3JaHUs, SIUHBIX BEIXOMHEIX JaHHBIX.

Kax OTHenpHBIA DK3EMIUIAP W OTHACIBHOE Ha3BaHME YYHTBIBAIOTCS CTaHOApPTHI U
KaTAJIOTH POMBINUIEHHOTO O0OpYZOBaHMs W M3JEIHiA, ApPYrue CleldalbHbIe BHIBI

JOKYMEHTOB, BBIIYLIEHHBIC B BAOE OTACIbHBIX JIMCTOB, CCJIA Ka)KI[BIﬁ U3 HHUX HUMECT
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CBOM BBEIXOIHBIE [aHHBIE, IIEHy, THUPaX, JaXe €CId OHH OObeIWHEHHI OJHOMH
M3J1aTeNIbCKON nankoit (00I0XKKOMH).

3.1.8. Heomy6nukoBaHHBIE HOKYMEHTHI YYHUTHIBAIOTCS B 3K3eMIUISpax M
Ha3BaHMSIX.

Kak onuH 3Kk3eMIUsip ¥ OJHO HAa3BaHUE YUYUTHIBAIOTCS:

JEeTIOHUpOBaHHas HaydHas paboTa (KOMIUIEKT, COCTOSIIMN M3 IBYX 3K3eMILIIPOB
paboThI) ¥ COITPOBOIUTENBHBIE JIOKYMEHTHI,

HEOIyOJIMKOBaHHBIE JIOKYMEHTHI, COpOITIOpOBaHHBIE WM COJepXamuecs B
OTJIEIBHOM ITalTKe. )

Jns KOHCTPYKTOPCKOM MOKyMEHTallUM €AVHMILIECH ydeTa SBIAETCS YEepPTEX HIH
HOJTHBIA KOMIUIEKT KOHCTPYKTOPCKUX TOKYMEHTOB, OTHOCSIMXCS K OJHOMY H3JEJIHIO
(0OBeKTY).

3.1.9. ObHOBIsIEMOE EeYaTHOE U3JJAHUE YYUTHIBAECTCS KaK OTIEIbHOE Ha3BaHHE H
OTEBHBIA SK3eMIUISpP TPHU TIEPBHYHOM IOCTYIUIEHHH B Oubnwnotexy. Ilocnemyromue
MOCTYIUIEHUS BKJIQJIHBIX JIACTOB, MpPEJHA3HAYEHHBIX 7S JONOJHEHHS HIH 3aMEHBI

COOTBETCTBYIOIIMUX JINCTOB B H3IaHNUHM, OTACJIIBHOMY YYETY HE MMOAJICIKAT.

3.1.10. ®akcuMHUIBLHOE H3/IaHNE YYUTHIBACTCS KaK OpPUTAHAI.

3.2. AynuoBu3yajibHble JOKYMEHTEI

K aynuoBH3yalbHBIM JOKYMEHTaM OTHOCSTCS ()OHOJOKYMEHTBL, BUACONOKYMEHTHI,
(hOTOHOKYMEHTHI, KHHOJIOKyMEHTHI.

3.2.1. EmununamMu ydera (oHAA ayAHOBHU3YalbHBIX JOKYMEHTOB SBIISIOTCA
SK3EMIUISIp U Ha3BaHHUE.

Kak oTnenbHbIi 3K3EMIUISIP yYUTBIBAFOTCS:

JIVCK - JUIS TPaMILIACTHHOK;

KaTyIlKa, KacceTa Wil 600uHa - 711 MarHUTHBIX ()OHOIpaMM;

KacceTa - JI BUJICOJOKyMEHTOB;

KaJip - JuIst GOTOIOKYMEHTOB (MAIIO3UTHBOB, CIIaAI0B);

0o00uHa - 151 KHHO(MDUIEMOB.

Kax onHO Ha3zBaHue YYHUTBIBAIOTCA:
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OTIENBHO BBINYIIEHHAs] TPaMIUIACTHHKA, KacceTa MO0 KOMIUIEKT (ais6oM)
IPaMILIACTUHOK, KacceT, 00beAMHEHHBIX O0IIMM Ha3BAHUEM;

MarHHTHas (OHOrpamMma Ha OJHOM KaTyIIKe (KacceTe), MATHUTHAs (pOHOTPaMMa
Ha HECKOJIBKHX KaTylKax (KacceTax), 00beJHHEHHEIX OOIIUM Ha3BaHUEM,

OTHENBHO  W3JaHHBIH  (QOHONOKYMEHT MJIH KOMIUIEKT (DOHOMOKYMEHTOB,
00BEIMHEHHBIX OOIINM 3aI1aBHEM;

KHHOQHIEM, IMa(HIbM HE3aBHCHMO OT YHCIIA COCTABISIONIMX YacTell HilH KafgpoB
(7711 KOMIITEKTa IMATIO3UTHBOB).

3.2.2. AynuosusyaspHble JOKYMEHTHI, SBISIOLIHECS NPHIOKEHAEM K PasTHYHBIM
U3JaHUAM H BBIOJHSIOIIHAE CaMOCTOSTENbHbIE (GYHKIMH, a TaKKe HCIOJL3yeMEIE B
paboTe OTAENBHO OT OCHOBHOTO H3[aHHsA, MOTYT YYHTBIBATECS KaK OTIHENBHEBIE

IK3EMILIAPHI.

3.3. lokyMeHTHI Ha MUKpodopMax

K noxymenTam Ha MUKpodOpMax OTHOCSTCS MEKPOQHIEMBI B MUKPO(HUIIH.

3.3.1. EnvannaMu ydera JOKYMEHTOB Ha MHKPOQOpPMaXx SBIISIOTCH JK3EMILIAP H
Ha3BaHME.

OK3eMIUIAPOM JUIL JOKYMEHTOB Ha MHKpO(QOpMax SBISIOTCH: DYJOH - s
MHKPO(GUIBMOB; (HIIA - JJIsT MHKPO(HIILI.

Kak ofHO Ha3BaHWe YYHTHIBAETCS KOMIUIEKT MHKPO(IIEMOB HIH MHKPOGHII,
00BEIMHEHHBIX OOIMM 3arjiaBHeM, HE3aBHCHMO OT YHCIIA COCTABIISIIONNX JacTeH.

3.3.2. O6mmii o6veM (oHZa XOKYMEHTOB Ha MHKPO(OPMax YYHTHIBAETCH IO
KONHMYECTBY  pPyJOHOB M  um, BKIOYAas KONMM  pPasHBIX  IIOKOJICHHH

(apxuBHBIE/pe3epBHBIE H II0JIE30BATEILCKHUE).

3.4. DnexTpoHHbIE JOKYMEHTBI

K 3JIeKTpOHHBIM JIOKYMEHTaM OTHOCSATCS HOKYMEHTHI Ha CHEMHBIX HOCHTEIAX
(KOMIaKT-THUCKY, (Iem-KapThl); NOKYMEHTHI, pa3sMellaeMbleé Ha JKECTKOM MIHCKE
KOMITbIOTepa  (cepBepe) OHONHMOTEKH ¥ JOCTYNHEIE IIOJNB30OBAaTENsM  4Yepes

I/H-I(bOpMaHHOHHO-TeHeKOMMYHI/IKaIIHOHHBIC CEeTH (z[anee - CCTCBBIC JIOKAJILHEBIC
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JOKYMEHTBI); HOKYMEHTEI, pa3MeIaeMble Ha aBTOHOMHBIX aBTOMATH3HPOBAHHBIX
pabounx craHmuax OuOMMOTEKM (Halee - MHCTALIMPOBAHHBIE HOKYMEHTEI);
AOKYMEHTBI, pDa3MCIICHHbIE HA BHENIHMX TEXHHYECKHX CPEJICTBAX, IOJIydYaeMEIe
OubnuoTexoit BO BPEMEHHOE IIOJIL30BaHUE yepes MHGOPMAIIMOHHO-
TEIEKOMMYHHUKAIIHOHHBIE CETH HA YCIOBUSAX JOTOBOPA, KOHTPAKTa, JUIEH3MOHHOIO
COIVIAIICHUS C TIPOM3BOJMTENAMHM HH(pOpManuu (majlee - CeTeBHIE yAaleHHBIE
NOKYMEHTHI).

3.4.1. EnuHunaMu ydeTa SJCKTPOHHBIX IOKYMEHTOB HAa CHEMHBIX HOCHTEISX
SBJIFOTCS] SK3EMIUISP U Ha3BaHHE.

3.4.1.1. Kax oTAenbHBIA SK3EMIUIAP YIUTHIBAETCS KaXKAbl aBTOHOMHBIH OOBEKT
(KOMIaKT-IHCK).

Kak oTmenpHBIE 3K3€MIUIAPEl MOTYT YYHTHIBATHCH IMPUIIOXKEHHS K Pa3IMYHBIM
U3/IaHVsIM, BBIMIOJIHAIOIIME CaMOCTOSATENbHBIE (YHKIMHM, a TakXe HCIONb3yeMEIE B
paboTe OTAENHHO OT OCHOBHOT'O M3/IaHMS.

Kax oTaenbHble BK3EMIUISIPHI HE YYHUTHIBAIOTCA KOMIIAKT-AMCKH, €CIIM OHHM
IPEACTAaBIAIOT CO00OM BKIAAKy (BJIOXKECHHE) B H3JaHHE HWIA €ro HEOTHEMIIEMOE
IIPWIOXKEHHE.

3.4.1.2. Kak ogHO Ha3BaHWE YIYHUTHIBAIOTCS:

OTZEJIBHO BBIMYIIECHHBIN KOMIIAKT-IUCK;

KQKIBIH KOMIIAKT-ZUCK, BXOAANIMHA B HYMEPOBaHHYIO WM HEHYMEpPOBAaHHYIO
CEPHIO JIEKTPOHHBIX U3JIaHUA;

KOMILIEKT KOMIIAKT-JUCKOB, 00beJTUHEHHBIX OOIINM Ha3BaHUEM;

H3J[aHHBIE B KaueCTBE CAMOCTOATENBHBIX HU3/IaHWA IPHJIOKEHUS K H3JaHUAM
moboro JApyroro BHIa, HMeIOIIHe COOCTBEHHOE 3arjaBHe H JOIYCKAIOIIHE WX
HCIob30BaHue 6e3 o0pallieHus K OCHOBHOMY H3IaHMIO.

3.4.1.3. B noxymeHTax Ha (pem-kapTax Kax OAWH SK3EMIUIIP U OJHO Ha3BaHHE
YYMTBIBAETCs KaXKJoe ILIeJIOCTHOE IpOU3BEIEHUE, HMEIOIIee CaMOCTOSTEIBHOE
3arjaBue.

3.4.2. EnuHunamMm y4era CeTeBBIX JIOKAIBHBIX U WHCTAUIMPOBAHHEIX JOKYMEHTOB

SBJIAIOTCA SK3eMIUISp (YCJIOBHAs €IMHHIIA YIeTa) U Ha3BaHHE.
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Kak omHO Ha3BaHWe YUYMTHIBAe€TCA LEJIOCTHOE IIPOM3BEICHHE, HMEIOIIee
CAaMOCTOATENBHOE 3arjlaBhe, BHE 3aBHCHMOCTH OT ero mpexacrapieHus. Kaxk oxHa
eIMHNIIA YIUTHIBACTCS IIONOTHIEMBIi 1 OOHOBIISIEMBIN 3JIEKTPOHHEIN JTOKYMEHT.

DK3eMIUIIPOM SBIISIETCS NOKYMEHT B OIPEIENICHHOM (QopMaTe XpaHeHWs WIH
npexacraBienus. DopMmartbl ONHOW KM TOM K€ €JUHMIELI KOHTEHTA YYUTHIBAOTCS
OTJZIEJIBHO.

3.4.3. EquHunaMu y4era CeTeBBIX yAAJIEHHBIX JOKYMEHTOB SIBIISIOTCH 3K3EMIUISIP
(ycnoBHas eIMHMIIA y4€Ta) U Ha3BaHUE.

Kak ofiuH 3K3eMIUIAp M OJHO HA3BaHWE YUYUTHIBASTCS KaXIBIH IOJHOTEKCTOBBIH
BIEKTPOHHBIN JOKYMEHT, UMEIOILIUN CaMOCTOATENIbHOE 3arjaBue, BKJIIOUEHHEIN B TAKeET,
K KOTOpoMy O(OpPMIIEHO IIPaBO AOCTyHma y e€ro mpoussoautens. Kax oxHa equHMIA

YUUTHIBAETCS MTOTIOTHAEMBIH U OOHOBJISEMBIH 3JIEKTPOHHBINA IOKYMEHT.
IV. Y4eT nmocTymieHus JOKYMEHTOB B OHONIHOTEYHBIH GOHN

JIOKYMEHTHI TIOCTYTIAl0T B GMOIHOTEKY M BKIIOYAIOTCS B OHONMOTEYHBIH (OHA B
pesy/nbTaTe INOCTaBKH OOA3aTENBHOTO 9SK3EMIULIpa, NOKYNKH (MOAMUCKH, OOMeHa,
JIapEHHs, IOXKEePTBOBAHMS, KOIMPOBAHHs OPUTHHAJIOB U3 (oHMa GHOIMOTEKH).

4.1. JloKyMeHTbl TPHHHAMAIOTCS II0 [EPBHYHBIM YYETHBIM JOKYMEHTaM
(HakyagHast, aKT), BKIFOYAOIIUM CIIMCOK NOCTYTUICHHH.

4.1.1. TlpueM JOKyMEHTOB, IOCTYNAlOIUMX B OWOaHOTEKy Oe3 MEPBHYHBIX
JIOKYMEHTOB Ha 6e3Bo3Me3fHON OcHOBe (00A3aTeNIbHBIE OSK3EMIULAPEI, ACHO3UTHBIC
3K3eMIUIAPEl MEXIYHAPOIHBIX OpraHu3alui, 0e3Bo3Me3NIHbIe MOCTYIICHHS |3
HEW3BECTHBHIX ¥ aHOHMMHBIX HCTOYHHUKOB), 0(pOPMIIAETCS aKTOM O IIpHeMe TOKYMEHTOB.

4.1.2. TlpueM IOKYMEHTOB, IOCTYNAIOIMX B OHONMOTEKY OT IOPHIMYECKOTrO,
(Gu3MUECKOro JIMIla B BHAE Japa C yKa3aHMeM €ro HasHa4eHMs MJi1 [OIOJHCHHA
6ubmroTeynoro GoHma, oGopMIETCs JI0rOBOPOM MOXEPTBOBAHMSA B COOTBETCTBHU C
I'paxpaHCKHM KojiekcoM Poccuiickoit @enepanuu (ct. 574, 582) .

4.1.3. TIpueM IOKYMEHTOB OT YMTarelicd B3aMeH YTCPSHHBIX M IPU3HAHHBIX

PaBHOHCHHBIMH YTpa4CHHBIM O(i)OpMJIiIeTCH aKTOM O NOpHEME NOKYMEHTOB B3aMCH
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YIepsAHHBIX. B axTe ykaspiBaercs (aMuIus, MHMUMAIBl YHTATENS, CBEICHHS 06
YTEPAHHBIX M3NAaHUSX (PErHCTPalMOHHBIA HOMep, Kparkoe OuGIHOrpadudeckoe
ONMCAHWE  H3JaHWi, LeHa), CBEICHHd O IPHHATHIX HW3JaHUAX  (KpaTkKoe
bubnuorpaduyeckoe onmcaHHe M3NAHMS, [EHA), MOANMUCH YATATENS H IPHHAMAIOLICH
CTOPOHBEL

4.2. OueHKa CTOMMOCTH MEPHOAMYECKHX H3NaHMI, IIOCTYNAoUMX B OUONMHOTEKY
Ha BPEMEHHOE XpaHEHUe, He MPOU3BOIUTCA.

4.3. lokyMeHTBI, HoCTynaronmue B 6HOIMOTEKY, IOJIEXAT CyMMapHOMY yUeTY.

43.1. CsemeHHss O BKIIOYAEMBIX B OHOIHOTEYHBIH ¢boHA OKyMeHTax
(PHKCHPYIOTCS B KHHTE CyMMapHOTo ydera GubInoTeuHOoro (OHIa MM B JPYTOM BHIE
peructpa cornacho 1. 1.5.2.

Peructpel cymmapHOro ywera JODKHEI HMMETh  3arojOBOYHBIE  JaHHBIE:
HaVIMCHOBaHWE PETUCTPA, HAHMEHOBAaHHE OpraHU3alluy, MMOApa3JielieHrs. B peructp
BIMCBHIBAIOTCS JaHHBIE O IOCTYNHBIIEH IapTUM IJOKYMEHTOB: JaTa M IIOPSIKOBEIH
HOMEp 3aITiCH (TIOpSAKOBBI HOMEp 3allCH €XeroJHO HauuHaercs ¢ N 1), HCTOYHHK
NOCTYIUIEHHS, HOMEp M JiaTa IMEpBHUYHOTO YYETHOTO JOKYMEHT4, KOJIHYECTBO
MOCTYNUBIINX JOKYMEHTOB H CTOUMOCTb.

4.3.2. CymMMmapHBI y4YeT TOCTYIUICHHS OJIEKTPOHHEIX CETEBBIX JIOKAJIBHEIX
JIOKYMEHTOB BEJIETCS B 3JIEKTPOHHOM pEeCTpe B COOTBETCTBUU C TTOKa3aTensaMu 1. 5.3.1,
C yKa3aHHWeM JaThl 3arpy3KH NOCTYILIEHUH B CHCTEMY.

4.3.3. CyMMmapHBI Yy4YeT HOCTYIUIEHHS OJEKTPOHHBIX CETEBBIX YAAJIEHHBIX
JOKYMEHTOB BEJIETCS B 3JIEKTPOHHOM PEECTPe C OTPAKCHHUEM CIIEAYIOIIMX IoKa3aTelei:
JIaThl ¥ TIOPSIKOBOT'O HOMEPA 3aIlHCH, PEKBU3UTOB JIUIIEH3UOHHOTrO JOroBopa (Ha3BaHUs
1 HOMepa IOKYyMEHTa, CpOKa €ro JEeWCTBHSA, CTOMMOCTH), KOJIHYEeCTBA 0a3 JaHHBIX
(TIaKeTOB) U BKJIIOYEHHBIX B HUX Ha3BaHUI.

Ilpy  momcyere  CyMMapHOro  KOJIMYECTBAa  HA3BAHMU  HMCKIIIOYAIOTCS
IoyOnupyromyecs Ha3BaHUSA B TAKeTax Ha OJHOM MmiIaThopMe.

4.4. JloKyMeHTHI, IIOATOTOBJIEHHbIE K TMpHeMy B OHOIMOTEUHBIH (OHT,
IIO/{BEPrarOTCs MEPBUYHON 00pabOTKe ¥ HHIUBUIYATEHOMY YUETY.

4.4.1. UnpuBunyanbHbI y4eT NOKYMEHTOB OCYIIECTBISETCS ITyTEM IIPHCBOEHHS
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KaKIOMY 3K3eMIUIIPY JOKYMEHTa PEerHCTPalliOHHOTO HOMepa, HHOTO 3HaKa B KaueCTBE
PETHCTPAIIMIOHHOTO HOMepa (CHCTEeMHOT0 HOMEpa KOMITBIOTEPHOU MPOrpaMMBl, IITPUX-
Koda u apyrux). UHAMBUyaTbHBIA HOMED 3aKpeIuIsieTcs 3a JOKYMEHTOM Ha BCE BpeMs
ero HaxoxJeHus B ¢ouae Oubinoreku. PerncrpanmonHsle HoMepa UCKIIOYEHHBIX U3
¢dboHIIa TOKYMEHTOB He MPUCBAUBAIOTCS BHOBb NPUHATHIM JOKYMEHTAM.

PerucrpanuoHHEIE HOMEpPa MPOCTABISAIOTCS HEMOCPEICTBEHHO HA JIOKYMEHTax H
OTPaXAIOTCI B PErdHCTpe WHAWBHAAYAIbHOTO YydeTa JIOKyMEHTOB, IIPHHSATOM B
oubnuoTexe.

Pervctpbl WHAMBHOYaJIBHOTO y4deTa JMOJDKHBI HMMETh 3arojioBOYHEIE JIaHHEBIE:
HaMMEHOBAHHE PErMCTPa, HANMEHOBAaHNE OPraHU3alliH, CTPYKTYPHOT'O MOAPa3aeICHHS.
B peructp BOMCHIBAIOTCS JaHHBIE O KaKIAOM MOKYMEHTE: Jara 3alliCH B PErHCTpe,
pEerucTpalMOHHEI HOMep, KpaTkoe Gubinorpadudeckoe onucanue JOKyMeHTa (aBTop,
3aryaBHe, TOM, 9acTh, BEIIIYCK, MECTO M TOZ M3JaHusA), LleHa JOKyMEHTa, yKa3aHHas B
COTIPOBOAUTEIHHOM TOKYMEHTE.

4.42. WHauBUOyadbHBIH  ydeT IIEpHOJMYECKMX  M3JAaHHH  BeleTcs B
PETMCTPALMOHHON KapTOTeKe TEPHOIMIECKHX HM3JIaHuM, IPeJHa3HAYeHHOW WA yueTa
KaXIOTO HA3BAHMS M KAXKJIOTO YK3EMIUIIPa, WK B aBTOMaTH3UPOBAaHHOM 0ase IaHHBIX.

Jisd TepHOOHYECKHX H3MaHWH B KadeCTBE DPETUCTPAIMOHHBIX HOMEPOB MOIYT
HCIIONB30BaThC JHOOble HMICHTHGHKAIMOHHBIE HOMEpa: CHCTEMHBIM HOMEp B
aBTOMATH3UPOBAHHOM 0a3e JaHHBIX, PeTHCTPALIHOHHBIH (TTOPSIKOBEIN) HOMED 3alliCH B
PETHUCTPAllMOHHON KapTOTEKE.

4.4.3. VIHAMBUyanbHBEIA y4eT JOKYMEHTOB, MMEIOMINX B CBOeM OQOpMIICHHH
IparoleHyble MeTaubl W (UIH) AParoleHHBIE KaMHH ¥ OTHECEHHBIX K KaTEropvH
cefiOBOro XpaHeHHUs, OCYIIECTBIIETCA B CHEUHATbHOM PETUCTpe, B KOTOPOM, KpoMe
TPaMIMOHHEIX MOKa3aTellel, 1aeTcs ONMHCAHHE BHEIMHEro O(pOPMIICHHS JOKyMEHTA.
Kaxnplii JHMCT perucrpa COMPOBOXKAAETCS UTOTOBOW 3aMUCHIO C YKa3aHWEM OAThI €€
COCTaBJICHHS ¥ KOJIMYECTBA ONIMCAHMM Ha JIUCTE.

4.44. B perucrpax WHIUBHAYATbHOIO ydeTa B MPUMEYaHUSIX YKa3bIBacTCH
HalFYAe W BHI MPHIOXKEHMS K OCHOBHOMY JOKYMEHTY, 4 TaKkXke OCOOEHHOCTH

JK3eMIUIIpa LEHHBIX M pPEAKUX ITOKYMCHTOB (HaanMep, HaIM4YHEe YHUKaJIBbHOT'O
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epeneTa, MapruHanuii, fe¢exkros u 1.11.). [Ipy Hamuuy macnopra JokyMeHTa Jaercs
OTCEUIKA K HEMy. B mpuMeyaHusIX MOXeT yKa3hIBaThCs IIPUHAIJIEXHOCTh JOKyMEHTA K
KaTerOpHH KHIKHBIX ITAMATHHKOB.

4.4.5. HauBUayansHBIi yYeT 3JeKTPOHHBIX CETEBBIX JIOKAIBLHBIX JIOKYMEHTOB
OCYyIIECTBIIETCS IMyTeM BBOJA B 6a3y NaHHBIX MeTaHH(OPMALIUK O 3arpy3Ke JOKyMEHTa
B 3JIEKTPOHHYIO OMOJIHOTEKY ¢ aBTOMATHYECKUM IPUCBOCHHUEM HIACHTH(PHUKAIIMOHHOTO
(cHCTEMHOT0) HOMEpa KaXIOMY JOKYMEHTY.

4.4.6. HnuBuIyanbHEIH y4YeT 3JIeKTPOHHBIX CETEBBIX YOAICHHBIX IOKYMEHTOB
OCYIIECTBISICTCS B DJIEKTPOHHOM BHJIE MyTEM perucTpanuu 6a3 maHHbIX (IaKeToB) 63
IPHUCBOEHHS UM PETUCTPAIIIOHHOI0 HOMEpA.

B peectp MHIUBHIYaNnbHOTO y4eTa CETEBBIX yANEHHBIX JOKYMEHTOB BKIIOYArOTCS
OCHOBHEIE XapaKTepHCTUKHU 0a3bl JaHHBIX (IIaKeTa): onvcaHue 0a3bl JaHHBIX (Ha3BaHUE,
HNpOU3BOIUTEND, IJIaT(@opMa K (WIH) aIpec BXO/a), CPOK OKOHYAHHUSA IpaBa JOCTYIIa,
KOJIMYE€CTBO Ha3BaHUM, BXONAIMX B 0a3y NaHHBIX (TIaKET).

B xonmdecTBO Ha3BaHMH BKIIOYAeTCs OOINEe KOJHUYECTBO IOJHOTEKCTOBBIX
JNOKYMEHTOB (KHHT, JXYypPHAJIOB, Ta3eT, MaTeHTOB, CTAHAAPTOB M IPYTHX JOKYMEHTOB,
YYMTEIBaeMBIX B Oubmmorteke). He BKIOYAlOTCS B 3TO KOJHYECTBO JJOKYMEHTHI,
KOTOphIE€ OOBIYHO HE H3HAIOTCS OTAEIBHO B IEYaTHOM (opMmare, TaKue Kak MpoGuTH
KOMITaHUM, CTaTHCTHYECKHe TaOIMIbl, aHAIUTHUYECKUE MaTepuaibl MapKeTHHra. s
0a3 JaHHBIX (IaKeTOB), HE COIEPXKAINMX IOJHOTEKCTOBLIX JOKYMEHTOB, B PEKBH3HTE
"Ha3zBaHMe" MPOCTABIAETCA €XUHHUIIA.

4.5. JlIokyMeHTHI, BKIIOYaeMble B (QOHA OuOInOTEKH, MapkupyioTcd. IIpu 3ToM
MOTYT OBITH UCIIOJIb30BaHbI IITEMITENH, KHI)KHBIC 3HAKH, HHIABAIYJIbHbIE IIITPHXOBEIE
KOIBI, JApyrue BHIbl MapKupoBkH. (CHOBHBIE TpeOOBaHUSA, KOTOPHIE OJDKHEI
cobmomaTbcss TP MapKUpPOBKE JOKYMEHTOB: O00OO3HA4YeHHWE TPHHAIJIEKHOCTH,
3CTETHKA, JOJITOBEYHOCTh MApKHPOBOYHOrO 3HaKa, COXPAHHOCTh TEKCTA WM APYToH
3HaKOBOW MH(QOpPMAIIHH.

4.6. Ha nmoxymeHTax, SIBISIONIUXCS MPHJIOKEHHEM K OCHOBHOMY HOCHUTENIO H €ro
HEOTBEMIIEMOM YacThiO, MPOCTABISIOTCS T€ JX€ PEKBH3UTHI, YTO H Ha OCHOBHOM

IOKyMEHTe.

35

B 'R 'R 'RB'RBR'REREBRBRBREEREEEREEEETEETEET R B



4.7. DneKTpOHHBIE CeTeBble IOKAIbHBIE AOKYMEHTBI M DJICKTPOHHEIE CETEBEIE
YAQICHHBIC  MOKYMEHTHl  HICHTHOHIUPYIOTCS  CHEHaIEHEIMU IIPOrpaMMHBIMH
CpelCcTBaMH.

4.8. Ha mpuHATHIX mepBHYHBIX YYETHBIX NOKYMEHTax IIPOU3BOJMTCS 3aIliCh,
TIONTBEPXKIAIOINAS, YTO NMOCTYNHUBIINE JOKYMEHTHI NPUHSTHL B GHUGIHOTEYHL doHx
KaKk B 00BEKT 0CO0O0 LEHHOTO IBHKUMOTLO nuMymectBa (manee - OLUIM) wnm kak B
00BEKT MHOT'O ABIXHMOTO HAMYIIIeCTBA.

4.9. TlepBuunble yuerHsle AOKYMEHTBI, IOATBEPKAAIOIINE (GAKT MOCTYIUICHHS,
IEPENAIOTCS B OyXTaJTEPUIO IJIS BKIIOYEHHMS B y4et 6ubnroreqnoro GoHxa.

4.10. ExexBapTaibHO, NPH YCIOBHM M3MEHEHHS COCTABA OLIY, ceenenus o6
OOIEM KOJIMYECTBE U CTOMMOCTH JIOKYMEHTOB, BKIIIOYEHHBIX B COCTAaB OHUOIMOTEYHOTO

(bOHJIa Kak 00BeKT 0c060 OEHHOI'0 ABUXXUMOTO HMYIIIECTBAa, Oe€peaaroTCsa y4peIuTemto.

V. V4er BEIOBITHS JOKyMEHTOB U3 GHOIHOTEIHOrO ¢donma

HOKYMEHTBI BEIGHIBAIOT U3 GUGIHOTEIHOrO doHna B cBM3H ¢ husMgeckoil yTparoit
WIH YaCTHYHOH JIMOO MONHON yTpaTol IOTPeGHTENbCKHX CBOMCTS. BriGs1Baromnmie
AOKYMEHTBI HCKIIOYAIOTCH U3 OMOIMOTEIHOro HOH/Ia U CIIHCHIBAIOTCH € BO3MOKHOCTEIO
ocenyromes 6e3803Me3HOI epeaadn B APyTHe GUGNHOTEKH JIHGO pean3aluy.

5.1. HckmoueHne noKyMeHTOB u3 GHOIHOTETHOrO donna nomyckaercs Mo
CICAYIOIIMM  NPUYWHAM: yTpaTa, BETXOCThb, Ae(EKTHOCTh, YCTAapeNocTh Mo
COZICPIKaHHIO, HEMTPODHUIBHOCTE.

HenpoguinbHOCTS  JOKYMEHTOB  yCTAHABIMBACTCS HA  OCHOBE Ipoduns
KOMIUIEKTOBaHHS (DOHJAa WM HHOTO HOPMATHBHOTO JOKYMEHTA, YTBEP)KAaeMOro
ydapenutenem (MunncrepcTBoM o6pasoBanus PK). ITo MIPHYHHE HENPO(UIEHOCTH
MOTYT MCKIIOYaThCS M3 (OHAA NOKYMEHTHI, HE KOMIUIEKTYeMble GHONHOTEKOi (mpu
OTKA3€ OT KOMIIICKTOBAHHS OTACNBHBIX KaTeropuit JOKyMEHTOB), M3/IHIIHE XyGNeTHEIE

SK3EMIULIPBI, 3aMEHEHHBIE OoJiee MOJHBIMH o COACpXaHHIO, JIYYIIUMH IIO
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0(opMIIEHUIO, (PM3UIECKOMY COCTOSHHIO M3NAHUSMH; [0 UCTEYEHHH CPOKA XPaHEHHS
IOOKYMEHTOB, IIPH HH3KOM YPOBHE YHTATEIHCKOTO CIpOCa, IIPH HECOOTBETCTBHH
DNIEKTPOHHBIX  JOKYMEHTOB TEXHHMYECKOMY M  NPOIpaMMHOMY  OGeCIedeHHIO
OoubnmoTeKH.

5.1.1. HMcxmoueHrne NOKYMEHTOB IIO IPUYMHAM YCTapeJOCTH II0 COAEpKaHUIO,
HenmpoUIBHOCTH (Ma&JIOCHpallMBacMble), a TakKe [0 INPHYHHAM BETXOCTH H
NeQEeKTHOCTH He JOIyCKaeTcss IO OTHOIICHWIO K €IWHCTBEHHBIM 3K3eMILISpaM
JOKYMEHTOB [TOCTOSTHHOTO (O€CCPOYHOT0) XpaHEHHS.

5.1.2. HckmodeHue JIOKYMEHTOB, OTHECEHHBIX K KHIDKHEIM ITaMITHHKAM,
IOIyCKAeTCs TOJIBKO II0 TpHYWHE YTPaThl IPU YCJIOBHH OTpPaXeHHS HH(OpMAIHH O
KHIDKHOM NTaMATHHKe B PeecTpe KHMKHBIX IIaMATHUKOB.

5.2. BribbiTHE DOKYMEHTOB m3 Oubmuoreunoro ¢oHma odopmiserca AKTOM O
CIHCAaHHU MCKIIOYEHHEIX 00heKTOB OHOMMOTeYHOro (hoHma (najee - AKT O CIIHCAHUH)
o ¢popme (koxg mo OKVY ][ 0504144), yreepxaennoit Ilpuxazom Munduna Poccun ot
15.12.2010 N 173H, 3apeructpupoBanHbM B Muntocte Poccun 01.02.2011, N 19658.

B AKTe 0 CIIMCaHMM OTPa)KalOTCSl CBEJEHHS O KOJIUYeCTBE W oOmied CTOMMOCTH
WCKITIOYaeMBbIX JTOKYMEHTOB, YKa3blBaeTCd IPUYMHA HCKIIOYEHUS M HaIpaBlcHHE
BBIOBITHSI HCKITFOYAEMBIX JIOKYMEHTOB.

53. K AKry O CIHCaHMH TPHIIAraeTcs CIMCOK Ha HCKIIOYEHHE OOBEKTOB
6uboreunoro Gonga (manee - CIMCOK), KOTOPBIH BKIIOYAET CleTyIOIe CBEACHHS:
PETUCTPAMOHHBINA HOMED M IMGp XpaHeHU JOKYMEHTa, KpaTkoe Oubnuorpadpudeckoe
onrcaHue, IeHy MOKyMeHTa, 3a()UKCUPOBAHHYIO B PETUCTPE HHAMBHIYaJIbHOrO y4eTa
JIOKYMEHTOB, KO(Q(HI[HEHT TIIEpeolleHKH, IIeHy [oClle IIEpeOLeHKH H 00uIyio
CTOMMOCTH UCKJIIOYaeMBbIX JOKYMEHTOB.

JInsg mevaTHBIX JOKYMEHTOB BPEMEHHOI'O XpaHEHMs IOIlyCKaeTcs 3aMeHa CIHCKa
KHIDKHBIMH (pOpMyJIIpaMHu.

Jliist JOKyMEHTOB, 00pabOTaHHBIX TPYIIIOBBIM (YHPOLIEHHBIM) CIIOCO60M, BMECTO
CIIUCKA JaeTCs MepeveHb PETHCTPAJHOHHBIX HOMEPOB, BU HCKIIOYaeMBIX H3JaHUH, HX
KOJIMYECTBO.

5.4. K AxTy 0 criMcaHuy MO NpUYUHE YTPATHI ¥ CIIUCKY IIPHIIAraloTcs JOKYMEHTHI,
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IMOATBEPKAAIOIHUE YyTpaTy ([IOSICHUTENbHAs 3allicKa, B Cllydae KpaKd WM XHUIIEHHUS -
IIPOTOKOJI, aKT, 3aKJIIOYEHUE YIOTHOMOYEHHBIX OpraHoOB, IPH BO3MEIIEHUH yiepOa -
(HHAHCOBBII TOKYMEHT O BO3MEIIEHNUH YIlepOa).

Bosmemenne umratenaMu ymiepba gomyckaercs B ¢GopMe 3aMeHBl YTEPSHHOTO
JOKyMEHTa paBHOLIEHHBIM JIM0O ITyTeM JCHEKHOM komnieHcanuu. [Ipy mpuemMe IeHer OT
yhTaTelied B3aMeH YTEPSHHBIX KHUT WIH JAPYrUX JOKYMEHTOB COCTaBIISE€TCS
IIPUXOIHBIA OpJiep, K YUTATEIIO BBIIaeTCs KBUTAHIHs YyCTaHOBJIEHHOTO oOpasia.

5.5. Ilpu BO3MeIeHUH YMUTaTeNeM ymepda CTOMMOCTh yTpPaueHHBIX HOKyMEHTOB
YCTaHaBIMBAETCA SKCIEPTHOM KOMHUCCHEH IO OIEHKE JOKYMEHTOB, CO3[JaHHOM
IIPUKAa30M 110 YUPEXKICHHUIO.

ITpu yTepe mity XUIIEHUH LEHHBIX U PEKUX KHUT IJIS OIpeesIeHUs UX CTOUMOCTH
KOMHUCCHSI MOXKET TPUBJIEKaTh K CBOeil paboTe COOTBETCTBYIOIIUX 3KCIIEPTOB, a TaKXKe
HCIIOJIb30BaTh MaTepUajbl HAyIHO-METOAUYECKHX LEHTPOB, KHMXXHBIX ayKIHOHOB H
ApMapoK. B JTHX CHOy4asx oOmpejelieHHe IPUYMHEHHOTo ymepba IpeneinbHBIMH
K03 hHUITHEeHTaMHA KPaTHOCTHA HE OTPaHHYUBAETCHL.

5.6. AKXT 0 CIMCaHHH 110 OOHOW W3 NMPUYMH, YKa3aHHBIX B II. 5.1, ¢ IIPHIIOXKEHHBIM
CIMCKOM IIOANMCEIBAETCA TMpejaceaTesieM H WICHAaMH KOMHCCHH II0 CIHCaHHIO
00BeKTOB OHOITHOTEUHOTO (HOHAA, YTBEPXKAAETCA PYKOBOAUTEIEM YUPEIKICHHS.

5.7. Tlocne yrtBepaeHHS AKTa O CIIMCAaHHH OCYIIECTBIIAIOTCS MEPONPHUSATHA IIO
TIepepacipeic/ICHUIO H PealM3alliH CTUCAaHHBIX 00beKTOB 6ubIHOTEYHOTO (oHA.

5.7.1. JlokyMeHTHI (cnucaHHble 00BbeKThl 6ubIHoTedHoro ¢oHaa), HCKIIOYCHHBIE
110 IPUYHHAM BETXOCTH, Ae()EeKTHOCTH, yCTapEIOCTH IO COAEPIKaHHIO, HANIPABILIOTCA B
MyHKTHl BTOPAYHOTO CHIpbs. VlckmodeHHsle u3 (OHIOB MHKPOQOPMEI  HA
raJIOreHu0cepeOpaHOi IIeHKe TOoIexaT caade Kak cepebpocojepikailie OTXOAb! B
COOTBETCTBHH C 3aKOHOMATeNECTBOM Pocculickoit Denepanuy.

IIpu OTCYTCTBHHM ITYHKTOB BTOPCBIPhS HIIH B CIy4asX, KOrjaa crada JOKyMEHTOB Ha
mepepaboTKy ~ DKOHOMHYECKM  HelenecooOpasHa,  OMONMOTEKH — YHHYTOXAIOT
HCKJTFOUEHHBIE TOKYMEHTHI Ha MECTE B PHCYTCTBUM JIULI, KOTOPBIE COCTABISIOT akT 00
YHHYTOXEHHMH CIHCAHHBIX 00heKTOB OubIHoTEYHOro GoHza.

B AKTe O CIHCaHMH OTPaXarOTCs HAaMMEHOBaHHE, HOMEp M JaTa JOKyMEHTa,
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IIOATBEPIKAAIOIIETO (PAKT CIaYM CIHMCAHHBIX OOBEKTOB B ITYHKT BTOPHIHOIO CHPhL. HIH
akTa 00 YHMYTOXXEHWH CHHCAaHHBIX OOBEKTOB OubOMHoTedHoro ¢onaa. JoKyMeHT
npuaraercs K AKTy O CIIMCAHUM CO CITUCKOM.

5.7.2. JlokyMeHTHl (CIMCaHHble OOBEKTHI OHONIHOTEUHOrO (GOHIA), HCKTIOYEHARE
[0 NPUYMHE HENPOMUIBHOCTH, NEpPEeNaloTCd IO aKkTaM B OOMEHHBIH (JOHI B HEIAX
JajbHeHIel Iepenadn Ha Oe3BO3ME3NHOH OCHOBE OHONHOTEKAM HIIH peaTH3aIHH
(GU3MIECKUM U IOPHANIECKHM JIALAM.

5.8. Ilocne 3aBepieHHs MEpPONPHUATHH, MPEIyCMOTPEHHBIX AKTOM O CIHCAHHH
HCKJIIOYEHHBIX 00BEKTOB 6MbInoTeyHoro GoHaa, MepBhli 3K3eMIUIIP AKTa O CITHCAHHH
CO CIIMCKOM U JOKYMEHTOM, IIOJTBEPXKIAIOIIMM BHIOBITHE, MEpPEeNacTcs B OyXTalTepHio,
BTOPOM OJK3eMIULIp oOcTaeTci B OuONMOTeKe, B IENIX OCYIIECTBJIEHHA YydeTa
OubanoreyHoro ¢poHaa.

Ha ocHoBaHMmM AKTa O CNIMCaHHWU UCKIIOYEHHBIX 00BeKTOB OubamoTeyHoro ¢onaa
OubnuoTeka W OyXralTephs BHOCAT HM3MEHEHHS B COOTBETCTBYIOIIME Y4YETHBIE
JOKYMEHTBHI.

59. AKTBI O CHOHCAaHHHM pETHCTPUPYIOTCS B KHUI€ CyMMapHOro ydera
oubmuoreuHoro ¢Gonjga (WIH OPYroM BHJE PETUCTpa CYMMAapHOTO y4yeTa BLIOBITHA
JOKYMEHTOB, IPUHITOM B Onbnumoreke).

5.10. B perucrpaniioHHO# KHUre (WIH IPyroM BHJE perucTpa HHAUBHAYAIBHOIO
ydeTa NTOKYMEHTOB, IIPUHATOM B OHONHOTEKE) IpOCTaBIfeTCS HOMEp M Aara AKTa O
CHHCaHUH.

5.11. Bce mckimouyaemsle u3 ¢GoHaa OUOIMOTEKH HOKYMEHTHI (KHHTH, XypHAIHI,
IpyrAe BHIBI JOKYMEHTOB) JIOJDKHBI OBITH COOTBETCTBYIOUIMM 00pa3oM O(OpMIIEHEL:
CIIeNHANBHBIM IITEMIIENIEM JOJDKHEI ObITH IOTAllIEeHb IIITaMITBl OHOINOTEKH.

5.12. DneKTpOHHBIE CETEBhIE JIOKAJIHHBIE JOKYMEHTHI yIAISIOTCS K3 JJIEKTPOHHOH
OMONMOTEKH HA OCHOBAaHMHM AKTa O CIHCAHWM C YKa3aHWEM IIPUYMHBI UCKIIOYECHHS.
HaumeHoBaHue, HOMep W JaTa akTa BBOAATCS B 0a3y MaHHBIX B KadecTBe
MeTanH(GOpMaIliK K COOTBETCTBYIOIIEMY AOKYMEHTY.

Ha ocHOBaHWHM BBEIEHHBIX CBEICHHUH MPOTPaMMHBIM cHocoOoM (opMHpYyeTCcs

mepedeHb AKTOB O CHOUCaHMM (peecTp CYMMapHOTO Yy4eTa BBIOBITHS CETEBBHIX
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JIOKANIBHEIX TOKYMEHTOB) M IIepedeHs CITMCAHHBIX OOBEKTOB NEKTPOHHON GHGIHOTEKH
(peectp uHAMBHAYaTBHOTO Y4eTa BBIOBITHSI CETEBBIX JIOKAIBHEIX JAOKYMEHTOB).

5.13. BriGbITHE SJICKTPOHHBIX CETEBBIX VAAICHHBIX AOKYMEHTOB He o(opMiIseTcs
CHeNHaIbHBIM NOKYMEHTOM. IMoxreepxnenyeM BEIObITHS ABIIAETCSA HCTEYEHHE chKé
HSHCTBHA  JIOKyMeHTa (morosopa,  koHTpaxra, THULEHSHOHHOTO  COIIALIEHHMS),
odopmiIeHHOrO Ha TIpaBo 0CTyma K ONpeneNeHHON Gase naHHEIX (rakety) cereBbix
AOKYMEHTOB, U OTCYTICTBHE AOTOBOpa, KOHTPaKTa, JHIEH3UOHHOIO COIJIallIeHHS,
0)OPMIIEHHOrO Ha HOBEIH CPOK.

5.14. ExexBaprainsho, IIDH yCJIOBUH M3MEHEHHUS COCTABA OLIH, o6mue ceenenns
O KOJIHYECTBE M CTOMMOCTH AOKYMCHTOB, CHMCAaHHBIX U3 OUGIHOTEYHOro boHna xak
00BeKTa 0C060 LEHHOTO ABIKMMOTO HMYINECTBA, C yKazaHHEM IIepeYHss AKTOB o
CIUCAHUM, TIPHYNH ¥ HATIPABJICHWH BHIGHITHS AOKYMEHTOB, MpPeNCTaBISIOTCS
yapenuremo. Komuyectso BrIGEBaromux MOKYMEHTOB HE JOJKHO IIpEBBINATH

KOJIMI€CTBa BHOBb IIOCTYAONHX JAOKYMEHTOB B GUONIHOTEYHEIL] ¢bomnz.
VI. Yd4er utoros npmxenns 6ubnroreunoro donma

6.1. Wrorn nemxenus (GOHIOB momBOmATCS B KHure CYMMapHOTO y4yeTa
6uGmorednoro donna (um1 npyrom perucrpe CYMMapHOro y4YeTa, HpPHHATOM B
6ubnmoteke) Ha ocHOBaHMM AGHHBIX CYMMApHOTO y4YeTa O MOCTYIUIEHHH ¥ BBIGEITHH

JIOKYMEHTOB.

Wrorosele nammsie mmeror HETBIPE O0053aTENBHBIX MOKAa3aTeNs: COCTOSIO Ha .
HA9alo rona, MOCTYIMIIO 3a FOJ, BHIGHLIO 32 TOJ, COCTOHT Ha KOHEI] roja.

Wtorossle panmmle 1o SJICKTPOHHBIM ~ CETEBBIM  yHaJIeHHBIM JMIOKYMEHTaM
HPEACTABIAIOTCS CIEAYIOIAMY TOKA3aTe ISIMHU YHUETHBIX €IUHUI[: COCTOSIO HA HAYAIO
roza, oQopMIEHO B MOCTYN B TeueHme TOAa, NOCTYI MpeKpalleH B Te4eHHe roxa,
COCTOMT Ha KOHEI] To/a.

6.2. CBemeHns o6 MTOroBbIx JaHHBIX (UKCHDPYIOTCS B (opme rocymapcreennoii
CTATHCTHYECKOH OTYETHOCTH H IIPENCTABISIOTCS AJIL Llened rocyaapCcTBeHHOM

CTaTUCTHYECCKOH OTYCTHOCTH.
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HWrorosbie maHHbIE 00 OOMEHHOM (DOHIE HE BKIIOYAIOTCS B OOLIME MOKA3aTelH

onbaroreynoro ¢honza.

VIL. Ilposepka Hanuums JOKyMEHTOB GuGauoTeuHoro GoHaa

7.1. IlpoBepka Hanuuus JOKYyMEHTOB OuOnuorednoro doHna (mamee - mpoBepka
(GoH/a) IPOU3BOAUTCS B 00SI3aTEILHOM MOPSAKE:

IIPH BBIBIEHUH (DAKTOB XHUIIEHHUS, 3I0YIIOTPEOICHUS UITH TIOPYH JOKYMEHTOB;

B Clly4ae CTHXMHUHOro O6eJCTBHsA, MOXapa WM APYTHX YPE3BbIYANHBIX CHTYyalHi,
BBI3BAHHBIX SKCTPEMAIBHBIMH YCJIOBUSMH;

TIIPH PEOPTaHU3al[MH UK JIMKBUAAIY OUOIMOTEKH, YIPEXK ICHHUS.

Jlns mpoBeeHUsI NPOBEPOK AMPEKTOPOM YUPEKAECHHUS Ha3HAYaeTCs KOMHCCHS, B
COCTaB KOMHUCCHH JOJDKEH BXOIUTH NPEACTaBUTEINh OyXTralTepuy.

7.2. ITpoBepka ¢oHAa B MIaHOBOM MOPSJIKE OCYINECTBIIETCS B CIEAYIOIIHE CPOKH:

INOKYMEHTBl, HMeMIIHe B O(OPMIIEHHH JIparoleHHBle MeTauiEl W (HIH)
JparolieHHbIe KaMHH, - €KETOIHO;

(OHI peAKUX ¥ EHHBIX KHHT - OJIUH pa3 B 5 JIET;

ponas! 6ubmoTek 10 50 THICAY YUETHBIX €IHHHMIL - OHMH pa3 B 5 JIET;

ponmer 6ubmmrotex ot 50 xo 200 ThICAY YUETHBIX €IUHHUII - OAUH pa3 B 7 JIET;

Gonapl 6ubmoTek ot 200 THICSY 0 1 MIUTHOHA YIETHBIX €AUHUII - OAUH pa3 B 10
JIET;

¢poras! 6ubmmoTek oT 1 70 10 MUIIIMOHOB YYETHEIX €IUHHMI] - ONHH pa3 B 15 ner;

donxael 6ubnuorek ot 10 10 20 MUITHOHOB YYETHBIX €JIUHHUIL - OMUH pa3 B 20 JieT;

donnel OuOmMorexk cphimie 20 MWUIHOHOB YYETHBIX EIUHMI] - | MHJUIHOH
9K3EMIUIBIPOB B IO,

IInanoBas mpoBepka ¢oHAa GUOIMOTEKH MOXET OCYHIECTBIATHCS IIO3TAlHO B
COOTBETCTBUHU ¢ rpadUKOM IIPOBEJEeHUs NMPOBEPKH Bcero (hOHAA MM €ro 4acTH (B TOM
YHCJIe PEIKUX M LIEHHBIX KHUT) C ONpEJeNIeHHeM CPOKOB M KOJIMYECTBA IIaHHPYEMOTro
o6BpemMa paboTEL.

7.3. HpOBepKa JJIEKTPOHHBIX CETCBBIX JIOKAJIBHBIX HOKYMEHTOB OCYINECTBIIACTCA
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O KOJIMYECTBEHHBIM IIOKA3aTEIIAM, & TAKOKE 10 KOHTPOJIBHEIM CyMMaM, MO3BOJISIOIINM
BBISIBUTH U3MEHEHUS B TOKYMEHTE. |

ITpoBepka [MOCTYIIHOCTH OSIEKTPOHHBIX CETEBBIX YAAJIECHHBIX JOKYMEHTOB
OCYILIECTBIISIETCS C aJPECOB BX0/1a, YKa3aHHBIX B PETUCTPE HHAUBUIYAJIFHOTO yUETa.

7.4. IIpoBepka Bcero (OoHJA WIIM €r0 YaCTH 3aBepIlaeTcs COCTAaBJIEHHEM aKTa O
pesyipTarax MpPOBEACHHS MPOBEPKH HAIM4Us JOKyMeHTOB OuOimoredHoro ¢oHma H
IIPUJIOKEHUEM K HEMY CIIHMCKa JIOKyMEHTOB, OTCYTCTBYIOIIMX IO HEYCTaHOBJIEHHOM
[IPUYHHE.

B akrte ¢ukcupyroTcs cBeIeHUs O KOJIMYECTBE JOKYMEHTOB 6MOmoTeyHoro poxHaa
II0 JaHHBIM Yy4eTa; JOKYMEHTOB, HMEIOMMXCA B HAIWYUHM; JOKYMEHTOB,
OTCYTCTBYIOIIMX B OuOMHOTeYHOM (DOHIE II0 HEYCTaHOBIEHHOW INpHuYMHE. B akTte
TAK)KE YKa3bIBAIOTCS HOMED M JIaTa aKTa O IPOBEJCHUH NMpeablaylneil MpoBepKu. AKT C
IPUIOKEHNEM CITUCKa JOKYMEHTOB, OTCYTCTBYIOIIMX II0 HEYCTAHOBJIEHHOW NpPHYHHE,
NOJIMCHIBAETCS  TpeAcefaTeleM M WICHAMH KOMMCCHHM M yTBEpXKIaeTcs
PYKOBOAWTENEM YUPEKICHHUS.

7.5. Tpu BEISBIIEHHH B IIpoliecce MPOBepKH (POHIa OTCYTCTBYIOIUX JOKYMEHTOB H
HEBO3MOXXHOCTH YCTAHOBJIEHYsI BHHOBHBIX JIUI] YOBITKHM II0 HEOCTa4aM CHMCHIBAIOTCS B

COOTBETCTBUH C JIEHCTBYIOIIMM 3aKOHOAATEIHECTBOM.

VIII. Jlemonpou3BOACTBO B OpraHU3aluH y4yeTa

o6ubIHoTeyHoro hoHa

8.1. Oprammsamus paboThl ¢ JOKyMEHTaMH IO ydeTy OubGnuorednoro ¢onzna
OCYIIECTBIISIETCS T10 TPaBUJIaM BeICHHA AEIONPOU3BO/ICTRA.

8.2. Cpoxu XpaHeHHs JOKYMEHTOB YCTaHABIMBAIOTCA B COOTBETCTBHH ¢ [Iprka3zom
MuHHCcTepeTBa KynbTyphl Poccmiickodt @enepamum ot 25.08.2010 N 558 O6
yrBepikaennn  "TlepeuHs THUMOBBIX  YNPaBIEHYECKHX AapXUBHBIX JOKYMEHTOB,
obpasyrolmuxcss B IIPOIECCE JEATENBHOCTH TOCY[apCTBCHHBIX OPraHOB, OPraHoB
MECTHOTO CaMOYIpPAaBJIEHU M OpraHu3aluil, ¢ YyKa3aHMEM CpPOKOB XpaHEHHS',

3aperucTpupoBaHHEIM MunoctoM Poccuriickoit @epepannu 08.09.2010, N 18380.
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8.2.1. TlocrosHHO, OO0 JMKBUJAIMM OHOIHOTEKH, XpaHATCS PETHCTPHI
WHIUBHIYalBHOTO M CYMMapHOTO y4Y€Ta JOKyMEHTOB OHOIHOTewHOro (oHaa
(perucTpanMoHHble KHATH, HHBCHTAPHBIE KHUIH, KHUCH CyMMAapHOTO ydeTa, YYeTHBIH
KaTajior, Tororpadudeckie ONnucH U KaTajJoru).

8.2.2. B TeueHue JiecsATH JI€T XPaHATCS AKTEI O CIIMCAHNM UCKITIOYEHHBIX 0OBEKTOB
OubiamoTeqHoro (GoHZA W aKTBl O IpUEMe-Tiepeade CIHMCAHHBIX OOBEKTOB
oubnuoreunoro ¢ouma.

8.2.3. B Teyemme mnATM JeT XpaHATCS IEPBHYHBIE YYETHBIE JOKYMEHTEI,
NOATBEPXKIAIOIIKE IMOCTYIUIEHHE JOKYMEHTOB B OHONHMOTeuYHBIH (oHI (HaKIamHEIE,
aKTBl O IIPUEME, aKThl CIaYU-TIPUEMKH).

8.2.4. Jlo oKOHUaHUS O4epeHON NPOBEPKH (DOHIA XPaHATCSA aKTHl O PE3YJIbTaTax

IIPOBEICHUS IIPOBEPKU HAIMYUS JOKYMEHTOB OHOroTeuHoro ¢GoHaa.
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' ToAroToRNeHO ¢ HenombioanueM cuctems! KoncymsrantILioc

.‘ yTBEPXKAA0
PykoBoautenb
yupeXaeHun
. (noanuck) (pacLumcbpoBKa NOANUCH)
i . 20 r.
. A KT Ne
O cnUCaHUUu UCKNOYEeHHbIX 06BLeKTOB ouGNNoTEeYHOro cbou.qa KOAb!
dopma no OKYA 0504144
. or " AL 20 P [ata
| Yupexgenne no OKIO
CTpyKTypHOE nojpasaeneHue
. MpruYMHA NCKIOYEHUS
‘ Debet cueta Kpeaut cueTa I
Komuccus B cocraese
(AOMKHOCTE, AMANUA, MHULIMENS)
. Ha3HaueHHan npukasom (pacropsxeHuem) ot " 1 20 r. Ne npPou3BeNa NPoBepKy COCTORHUA
' A OKYMEHTOB
(yka3aTb BuAbl OGBEKTOB)
W YCTaHOBWAA, UTO NepeUNCIiEHHbIE B NPUNAragmomM CUcke AOKYMEHTLI B KONUHECTEE [ | 3K3.
‘ Ha cymMy (NpOnuChIio)
# uucbpamu (0,00) | | oy6.

noanexaT CAUCaHNIo U UCKIIOUYEHNIO U3 yYeTa.
MpunoxeHne: CNUCOK Ha UCKNIoueHne 06 HEKTOB 6ubnuoTeyHoro oHaa.

B MHBEHTApHOM KapTOUKe y4eTa OCHOBHbLIX CPEACTB BbiGbITHE 06bekToB 6UbNMoTeuHoro oHAa OTMEYEHO.

ﬂpe.n,ce,anenb KOMWCCUN:
(AOIDKHOCTL) (noanuce) (pacLumndpoBKa NOANKCH)
YneHsl KOMUCCUN:
(AOMKHOCTb) (noanucb) (pacLumgbpoBKa NoaNKUCH)
(AOMKHOCTb) (noanucb) (pacLumcposka noanuUCcK)
(AOMKHOCTb) (nognumcb) (pacLuudpoBKa nopnvcy)

BbIGbITHE CNUCAHHBIX 06bEKTOB 6GubnnoreyHoro oHaa

JoKkyMeHT

HanpasneHue BLIGLITUSA LOKYMEHTOB
HaumMeHoBaHue Homep para
‘ 1 2 3 4

1. Nepepaya B 06MeHHbIH HoHA
(c oTpameHuem Ha 3abanaHCoBOM yyeTe)

. 2. Peanuszauuna
3. Mepepgaya B NYHKT NpUEMa BTOPCLIPLA, MeTannonoma,
AparoLeHHEIX MaTepnanos
. 4. YTunusaums Gnbnuotexoit
i 5 bessosmesaHas nepegaqa

MpeAaceaaTent KOMUCCUA:
. (AOMKHOCTb) (noanvce) (paciundpoBKa NoANKCH)
YneHbl KOMUCCUUK:
(BOMKHOCTb) (noanuck) (paciumcpoBKa noanucy)
(BOMKHOCTb) {noanuce) (pactuncbpoBska NOANMCH)
{AOMKHOCTb) (noanuck) (pacwmcpoBKa NOANKCH)




TIoAroTOBIIEHO ¢ MCHOIB30BAHHEM CHOTEME KoncynbrantILuoc

dopma 0504144 ¢. 2 -

MpunoxeHue k akty Ne or" . 20 r.
CMUCOK
Ha ucKMoYeHue o6bekToB GubnuoTeuHoro goHaa
no Npu4uHe
HaumeHo- Koad-
Ne | i L
HBEHTapPHbLIN HavnmeHoBaHue AoKymMeHTa v ero BaHune Konu Ll,eHB. PYB. CIJI"IUMEIHT Cyuua. pyﬁ.
n/n HOMEP OCHOBHbIE XapaKTePUCTUKN eauHNLBEl | 4eCTBO nepe-
naMepeHua OLEHKN
1 2 3 3 5 6 1 8
Wtorc no BuAY
obvekTa
Beero
I'Ipe,u,ce,qa'renb KOMUCCUK:
(BOIDKHOCTD) (noanmnce) (pacwwcppoBka NoANMCH)
YUneHbl KOMACCUK:
{A0MHHOCTR) (noanucs) (paclunbpoBka noanuck)
(ACNKHOCTE) (noanucs) (paclumcppoBka NOANUCH)
{(AOMKHOCTL) (noAnmce) (paclumchposka NOANNCH)
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[MozaroToBneHo ¢ HenonelopanueM cucteMsl KoncynrantILiioc

dopma 0504144 ¢. 3

MpunoxeHue k akTy Ne or" " 20 [
CMNCOK
Ha UCKloYeHue obbexroB 6GubGnuoTeuHoro dornaa
no npuiuHe
HaumeHo- Koadp-
Ne i HUe - T
WHBeHTapHbIii HaumeHoBaHKue BOKYMEHTa U ero Ba Konwn Liewa, py6. huLUeH Cymma, pyb.
n/n HOMEpP OCHOBHbIE XapaKTepucTuku enuHuUBl | 4ecTBO nepe-
wamepeHusa OLEHKW
1 2 3 4 H 6 s 8
Wtoro no suay
obbekTa
Bcero
Mpeaceaartens KOMUCCUNA:
{AOJDKHOCTD) (noanwck) (pacwmdpposka NOANMCH)
UneHbl KOMUCCUU!
(AOMKHOCTL) (nopnuck) (pacumdpoBKa noAmucH)
(AONHHOCTE) (noanuck) (pacLumndpoBKa NOANMCH)
(AOIKHOCTL) (noanncb) (pacLundpoBKa NOANUCH)
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