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1. OBIIME NNOJIOKEHUSA
1.1. Hacrosuee mOM0KEHNE pErjaMEeHTHUPYET JAESITEIbHOCTh OMOIMOTEKH MYHUIMIAIBHOTO
aBTOHOMHOTO oOmieoOpa3oBarenbHoro yupexnaeHus «lIporumuasuss Nel» r.Bopkyra ( manee —
VYupexnenue).
1.2. Hacrosiiee moyioxxeHue pa3paboTaHo B coorBeTcTBUU ¢ DenepanbHbiM 3akoHOM oT 29.12.2012
Ne 273-@3 «O06 obOpazoBanuu B Poccuiickoit ®enepanmmn», npukazom MunpuHa Poccuu ot
30.03.2015 Ne 520 «OO6 yrtBepkaeHHH (HOpPM TEPBUYHBIX YYETHBIX JOKYMEHTOB U PErHCTPOB
OyXTaJITepCKOTO y4eTa, MPUMEHSEMBIX OpTraHaMH TOCYAAPCTBEHHOW BIIACTH (TOCYIapCTBEHHBIMHU
OpraHami), OpraHaMM MECTHOTO CaMOYIPABJICHUs, OpraHaMH YIPaBJIEHUs TOCYIapCTBEHHBIMU
BHEOIOJDKETHBIMU  (DOHJIAaMH, TOCYJapCTBEHHBIMH  (MYHUIUNAJIbHBIMH)  YUPESKIACHUSAMH, U
MeToauueckux yka3zaHUH 110 X IPUMEHEHHUIO», MpuKa3oM MuHkynbTypsl Poccun ot 08.10.2012 Ne
1077 «O6 yrBepxkaenuu [lopsiaka yyera JOKYMEHTOB, BXOJSAUINX B COCTaB OMOIMOTEYHOrO (QOHAN,
nucbMoM MunoOpaszoBanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O IlpumepHOM TOJIOKEHUH O
6ubimoTreke 00111e00pa30BaATEILHOTO YUPEKACHUS.
1.3. bubnmoreka sBIAETCS CTPYKTYPHBIM TIOJpa3ielicHUEM OOpa30BaTeIbHOW OpraHu3aluy,
YUYacTBYIOLIMM B Yy4eOHO-BOCIMTATEILHOM IIpOLlECCe B LENAX OOeCHedeHUs IpaBa YYaCTHUKOB
00pa3oBaTeNbHOIO Ipolecca Ha OeCIUIaTHOE I0JIb30BaHUE OMOINOTEYHO-MH(POPMALMOHHBIMU
pecypcamu.
1.4. Tlopsinok MoJb30BaHMS UCTOYHHUKAMH MH(OpMAINK, NMepeYeHb OCHOBHBIX YCIYT M YCIOBHUS MX
IIPEJOCTABIICHUS OIIPECIIAIOTCS HACTOSIIUM HOJI0KEHUEM O OUOIMOTEKE U NTPaBUIaMH 110JIb30BaHUS
O6uOIINOTEKOH, YyTBEP)KICHHBIMU PYKOBOIUTEIEM 00pa30BaTEIbHOM OpraHu3alim.
15. Opranuzanus oOCIyXUBaHUS YYAaCTHUKOB OOpa30BaTEIbHOTO Tpolecca MHPOU3BOAUTCA B
COOTBETCTBMM C MpPaBUJIAMM TEXHUKH O€30MAaCHOCTM W NPOTUBOIOXAPHBIMH, CaHUTAPHO-
TMTHEHUYECKHUMHU TPEOOBAHUSIMH.
1.6.B OubnmmuoTeke yuYpeKICHUS KAaTETOPHUYSCKHA 3alpeIieHO paclpoCTpaHCHWE W XpaHCHHUE
MHPOPMALIMU HKCTPEMHUCTKOM HANpaBIEHHOCTH M WHOM MHGOpMAllMM HEraTUBHO BIUSAIOIIEH Ha

IpaXkIaH.

2. IEJIA, 3AJAYN, ®YHKIINU BUBJIMOTEKHN
2.1. OCHOBHBIMH LIEJISIMU M 33]1a4aMu OUOIHMOTEKH 00pa30BaTEIbHOM OpraHu3aIiuy SIBISIFOTCS:

— o0OecrnevyeHre yYaCTHUKOB 00pa30oBaTEILHOTO Mpoliecca JOCTYIIOM K MH(POpPMAIIMK, 3HAHUSM,
uAesM,  KyJIbTYpHBIM  IIGHHOCTSAM  IOCPEJICTBOM  HCIOJIb30BaHUS ~ OMOIMOTEYHO-
MH(OPMALIMOHHBIX PECYpCOB 0OOPa30BATENBHOM OpraHU3allMd Ha PAa3IUYHBIX HOCUTEIAX:
OyMakHOM (KHWKHBIN (OHZ, (OHI MEepHOAMYECKUX W3JaHHii); MAarHUTHOM ((OHI ayauo- H
BHujeokacceT); nmudpoBoM (CD-aucKH); KOMMYHUKATUBHOM (KOMITBIOTEPHBIE CETH) W WHBIX

HOCHUTEIIAX;



— TIPUBJICYCHUE YUAIIUXCSA K CHCTEMAaTHYECKOMY YTEHHUIO y4eOHOM, Xy10’)KECTBEHHOM, HAyYHO-
MOITYJISIPHOM JTUTEPATypHI,

— OpraHu3anys YTeHHs] B IEJSX YCHENHOTO HM3YYCHHs YYallMMHCS YYeOHBIX TpPEIMETOB,
JyYILIero yCBOE€HUs 0011eo0pa3oBaTeIbHbIX IPOrpamm;

— COZCHCTBUE PA3BUTHIO IO3HABATEIIbHBIX MHTEPECOB U CIIOCOOHOCTEHN yJalluXcs;

— o0y4eHue ocHOBaM O0MOIMOTeyHO-01OIHnorpaduyeckoi rpaMOTHOCTH;

— COJICHCTBUE MEeAarornyeckuM pabOTHHKAM B MOAOOpPEe HAYYHO-METOJUYECKOW JUTEepaTyphl,
MH(OPMUPOBAHKUE O HOBBIX MTOCTYIUICHUSX B OMOIHOTEYHBIN QOH/;

— COBEpIICHCTBOBAaHME IPEJOCTABIAEMBIX OMOJIMOTEKON YCIyr Ha OCHOBE BHEIPEHHUS HOBBIX
MHPOPMALIMOHHBIX TEXHOJOTMM M KOMIIBIOTEpU3alUU OUOINOTEYHO-UH(OPMALIMOHHBIX

nporieccoB, popmupoBanue KOM(POPTHOM OMOTMOTEUHOM CpeIbI.

2.2. bubnuoreka BHIMOIHSICT CICAYIONIHE (yHKIIUU:
2.2.1. ®opmupyert o OnbIMOTEUHO-UH(POPMAILIMOHHBIX PECYPCOB 00pa30BaTEIbLHON OpraHU3aIUu:

— KOMIUIEKTYET  YHUBEPCAIbHBIM  (OHJ  Y4eOHBIMH, XYJOKECTBCHHBIMH, HAyYHBIMH,
CTIPAaBOYHBIMHU, TIEIATOTUICCKIMU W HAYYIHO-TIOMYJIIPHBIME JOKYMEHTAMH Ha TPaIHIIMOHHBIX
Y HETPATUIIMOHHBIX HOCUTEIISIX HH(POPMAIIHH;

— mononHseT ¢GoHI HHPOPMAIMOHHBIMH pecypcamMu cetu MHTepHeT, 06a3zamu U OaHKaMH
JAHHBIX JIPYTHX OpraHU3aIlHii;

— aKKyMyJupyeT (OHJ JOKYMEHTOB, CO3/IaBacMbIX B 00pa30BaTEIbHONW OpraHU3aIUH
(myOnukanmii 1 paboT 1meaaroroB 00pa3oBaTeILHON OPraHU3aIUH, JTYUYIINX HAYYHBIX PadoT U
pedeparoB yyammxcs u 1p.);

— obecrieunBaeT peryasipHOE U CBOEBPEMEHHOE OOHOBJICHHE B OMOIMOTEKEe 00pa30BaTEIHLHOTO
yupexxaeHuss «DeneparbHOr0 CHUCKa HKCTPEMHUCTCKHX MaTepHalioB» H  IPOBEICHUE
PETYISIPHBIX CBEPOK HMMEIOMIETocss OMOIMOTEYHOTO (DOHNIA M TIOCTYMAIOMICH JINTEpaTyphl ¢
«DeepaTbHBIM CITUCKOM 3KCTPEMHUCTCKAX MaTEPHAIOBY;

— OCYILIECTBIISET Pa3MelLIeHNUE, OPTaHU3aLNI0 U COXPAHHOCTh JIOKYMEHTOB.

2.2.2. Co3gaet nHGOPMAITUOHHYIO TIPOTYKITHIO:

— OCYIIECTBISICT aHATMTHKO-CHHTETHYECKYIO MepepadOTKy WHPOPMAITHH;

— Opranm3yeT M BEJIeT CIPaBOYHO-OMOIMOTpaduvecKuii ammapar: karajnord (ajxdaBUTHBIH,
CHCTEMAaTUYEeCKHi), KapTOTEKH (CHCTEeMAaTHYECKyI0 KapTOTEKy CTaTei, TeMaTH4eCKue
KapTOTEKH), DJIGKTPOHHBIM KaTajor, 0a3pl JaHHBIX 10 MpoduiIro 00pa3oBaTEeIbLHOMN
OpraHu3aIiy;

— pa3pabaThiBaeT pEeKOMEHIATeNbHBIE OubmMorpadguueckue mMocoOus (CIHMCKH, 0030pHI,

yKa3aTeiau U T.I1.).



2.2.3. OcymectBuser nuddepeHmpoBanHoe OMOINOTEUHO-UH(DOPMAITMOHHOE OOCTY>KUBaHUE

yJaluxcs:

Npe0CTaBIsIeT HHPOPMAIIMOHHBIE PECYPCHI HA Pa3IMYHBIX HOCHTEIISX;

opranusyet o0y4eHHe HaBbIKaM HE3aBUCHUMOI'0 OMOJIIMOTEYHOTO MOJIb30BATENs U MOTPEeOUTENs
uHpOpMalLIMKU, COACHCTBYET MHTErpalii KOMILJIEKCa 3HAHHWM, YMEHMH M HaBBIKOB pabOThHI €
KHUTOH U HHpOpMaLueH;

OKa3bIBaeT MH()OPMAIMOHHYIO TOJAEPKKY B PEIICHWH 3a/a4, BO3HUKAIONIMX B IIPOIECCE
yueOHOI, caM000pa30BaTEIbHON U IOCYTOBOM AEATEIbHOCTH yUaIIUXCS;

OpraHu3yeT MacCOBbIE MEPONPHUATHS, OPUCHTUPOBAHHBIC HA PA3BUTHE OOILEH U YUTATEIbCKOM
KYJBTYPBI TUYHOCTH;

COAEHCTBYET IeJaroruueckuM pabOTHHKAM B OpraHU3allMU 00pa30BaTEIBHOTO Ipolecca U
nocyra ydamuxcs (mpocMoTtp Buneo@mibMoB, CD-TUCKOB, TNMpe3eHTAUN DPa3BHUBAIOIINX

KOMITHIOTEPHBIX UTP).

2.2.4. OcymectBister auddepeHIrpoBaHHOoe OHOIMOTEYHO-UHPOPMALMOHHOE O00CTYy)KMBaHUE

neaarorutdcCKmux pa6OTHI/IKOBI

BBISIBIIIET WH(OPMALMOHHBIE MOTPEOHOCTH W YJOBIETBOPSIET 3alpOChl, CBS3aHHBIE C
o0y4eHHeM, BOCIIUTAHUEM YYaIlUXCs;

BBISIBIIIET MH(OPMALMOHHBIE MOTPEOHOCTH M YAOBJIETBOPAET 3ampockl B 001acTu
[e1arOrMYecKuX MHHOBAIMHA U HOBBIX TEXHOJIOTUH;

coJeicTBYeT MPO(EeCcCHOHATBHON KOMIETEHIIMH TME1aroroB, MOBBIIICHUIO KBaJH(HUKAINH,
MIPOBEJICHUIO aTTECTALINN;

OCYILIECTBIISICT TeKyllee nHGopMupoBanue (AHU MHPOpMAIUN, 0030pbl HOBBIX MOCTYIICHHH
U myOnMKanuii);

CIOCOOCTBYET MPOBEIEHUIO 3aHATUH MO (QOPMHUPOBAHUIO HHPOPMAIMOHHON KYJIbTYpPHI
yyaimuxcs; spiasercss 0a30il a1 NpoBeAEHUS NPAKTUYECKUX 3aHATHH 10 pabore C

MH(POPMALMOHHBIMU PECYpCaMH.

2.2.5. OcymectBiusier audQepeHIpoBaHHOe OHOIMOTEYHO-UHPOPMAIMOHHOE OOCTYy)KHBaHUE

poautenei (3aKOHHBIX MPEICTAaBUTENEH) yUaluxcsi:

— YAOBJIETBOPSET 3alpOCHl IOJIb30BaTeNieli W WHPOPMHPYET O HOBBIX IHOCTYIUICHHSIX B

OnOIMOTEKY;

— KOHCYJBTHPYET IO BOIIPOCaM OPraHU3aLUU CEMEIHOTO YTeHHUS, 3HAKOMUT ¢ MH(POpMaLUEH 1Mo

BOCIIUTAHUIO ,I[eTefI;

— KOHCYJIBTUPYET 0 BOIPOCAM YUEOHBIX U3IAaHUMN I YUaIUXCs.

3. OPTAHU3ALUA JEATEJIbHOCTU BUBJIMOTEKHA

3.1. Obu1ee pyKOBOACTBO EATEILHOCTHIO OMOITMOTEKN OCYIIECTBISIET AUPEKTOP YUPEKICHHS.



3.2. PykoBoncTBO OMONMOTEKOM OCYIIECTBISET OUOIMOTEeKaph, KOTOPHI HAa3HAYAETCS JAUPEKTOPOM
YUPEKACHUSI.

3.3. bubnmorexapb HeceT OTBETCTBEHHOCTh B IpeesiaX CBOCH KOMIICTCHLIMH 32 OPraHU3aLUI0 U
pe3yIbTaThl AEATEILHOCTH OMOIMOTEKH B COOTBETCTBUU C ()YHKIIMOHAIBHBIMH O00S3aHHOCTSIMHU.

3.4. bubmmoTekapb pa3zpabaThIBacT M MPEACTABIAET AUPEKTOPY YUPEIKICHUS  HA YTBEPKIACHHUE
CJIEYIOIINE JOKYMEHTBI:

— TOJIOKEHHUE 0 OUOIHOTEKE, MpaBUIIa MOJIb30BaHUS OMOIHOTEKOM;

— CTPYKTYpy M HITaTHOE pacmlucaHue OMOIMOTEKH, KOTOpbIE pa3padaThiBalOTCd Ha OCHOBE
00BeMOB paboT;

— IUIAHOBO-OTYETHYIO JIOKYMEHTAIIHIO;

— TEXHOJIOTHYECKYIO IOKYMEHTAIIUIO.

3.5. CTpykTypy OHOIMOTEKH COCTABIISIOT:

— a0OHEMEHT;

— YWTAJILHBIHN 3aI1;

— OTJIeN Y4eOHUKOB;

— oten uHpopMalmoHHO-0ubnrorpaduyeckoit paboTsl;

— (oHT ¥ cIIeNUaTM3UPOBAHHBIN 3aJ1 pa0OTHI ¢ MYJITUMEIHUHBIMHU U CETCBBIMH JJOKYMCHTAMU;

— BHJICOCTYMSI,;

— MMHHU-HU3]aTeNIhCKUNA KOMILIEKC;

— MeaMaTeka.

3.6. bubmuoreuHo-uHpOpMaAIMOHHOE OOCIY)XHBaHHE OCYIIECTBISETCS B COOTBETCTBHH C
nporpaMMaMyd M IJIaHAMKA  PaboOThl  OMOIMOTEKH 00pa3oBaTeNbHON OpraHW3alMd Ha OCHOBE
OMOIMOTEYHO-UH(DOPMAITMOHHBIX PECYPCOB.

3.7. bubnuorexka BHpaBe TMPEAOCTABIATh IUIATHBIE OMOIMOTEYHO-MH(DOPMAIIMOHHBIE YCIYTH,
MepeYeHb KOTOPBIX OMPEIEISICTCS YCTAaBOM 00pa30BaTeIIbHON OpraHn3aIny.

3.8. bubnnoreka odecrnieunBacTCs:

— KOMIUIEKTOBaHHEM OMOIHMOTEUHO-HH(DOPMAIIMOHHBIX PECYPCOB;

— HEOOXOTUMBIMH CITY)KCOHBIMU ¥ TPOHM3BOJICTBCHHBIMH ITOMEIICHUSMH B COOTBETCTBUU CO
CTPYKTYypOl OHOIMOTEKM ¥ HOPMAaTUBAMH II0 TEXHHKE OE30MacCHOCTH JKCILTyaTaluu
KOMITHIOTEPOB M B COOTBETCTBUM C TOJIOKEHUSMHU CAaHUTAPHBIX MpPaBUI M HOPMATHBOB,
o0ecrevnBarOIUMUA COXPAHHOCTh KHUT

— COBPEMEHHOM 3JIEKTPOHHO-BBIYMCIUTEIBHONW, TEJICKOMMYHHKALIMOHHOW W KOMUPOBAJIBHO-
MHOKUTETHHON TEXHUKON M HEOOXOAUMBIMU MPOTPAMMHBIMU TPOAYKTAMHU.

3.9. OTBETCTBEHHOCTh 3a CHUCTEMATHYHOCTh M Ka4eCTBO KOMILICKTOBAHHS OCHOBHOTO (hOHJIA

OMOIMOTEKH, KOMILJIEKTOBaHHE y4eOHOro (OHJa B COOTBETCTBMM C (helepajbHbIMU IMEPEUHSIMHU



y4eOHUKOB M y4eOHO-METOAMYECKUX U3TaHHH, CO3/1aHIe HEOOXOMUMBIX YCIOBHH JUIS IESTEIbHOCTH
OMOMMOTEKH HECEeT PYKOBOIUTENIbh OOpa30BaTEIbHOW OpPraHU3aldid B COOTBETCTBHH C YCTaBOM
00pa3oBaTeNbHON OpraHU3aIUH.
3.10. Pexxum paboThl OuOIMOTEKH omperensercs OHOIMOTEKapeM B COOTBETCTBHH C IMpaBUIIaAMU
BHYTPEHHETO pacropsiika o0pa3oBaTeNIbHON oOpraHu3anuu. [Ipm ompeneneHnu pexuma padOTHI
OUOJIMOTEKH NPeayCMaTPUBAETCS BbIICIICHHE:
— JIByX 4acoB paboyero BpEMEHHU €KETHEBHO Ha BHIMOJIHEHUE BHYTPHOUOINOTEUHOM paboThI;
— OJIHOTO pa3a B MECSI] — CAaHUTApPHOTO JHs, B KOTOPBIA OOCIy>KMBaHHE MOJb30BaTElCH He
HPOU3BOJIUTCS;

— HE MCHEEC OJJHOI'O pa3a B MCCALl — METOAUYCCKOI'O TH:.

4. YYET HOCTYIUVIEHUSA U BBIBBITUA JOKYMEHTOB BUBJIMOTEYHOI'O ®OHIA
41. CBemeHus O BKJIIOYAaEMBIX B OHONMHOTEYHBIM (POHI ITOKyMEHTaX (PUKCUPYIOTCS B KHUTE
CyMMapHoro ydera OubmuoredHoro Gouma (rucmol cymmapro2o ydema Oubiuomeunoz2o ¢poHoa,
JACYPHAT).

4.2. CyMMapHbBIH y4eT TOCTYIUICHHUS DJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB BEICTCS B
AJIEKTPOHHOM PEECTpe.

4.3. JIoKyMeHTHI, MOATrOTOBIEHHBIE K MpUEMYy B OMONMOTEUHBIH (OHM, MOABEPrarOTCs MEPBHUUHOM
00paboTKe ¥ UHAMBUYyaTbHOMY yUETY.

4.4, nauBuUyanbHBIN y4€T JOKYMEHTOB OCYIIECTBISETCS ITyTEM MPUCBOCHHUS KaXKIOMY dK3EMILIAPY
JOKYMEHTa PErucTpalMOHHOTO HOMEpa, WHOrO0 3HaKa B KadyecTBE PETrHCTPAllMOHHOIO HOMepa
(crcTeMHOT0 HOMEpa KOMIbIOTEPHOU MpOrpamMMbl, IITPUX-KOJa U APYTruX). MHIWBUyalbHBI HOMED
3aKperisieTcss 3a JIOKyMEHTOM Ha BCE BpeMs ero HaxoxaeHus B ¢GoHae OHOIMOTEKH.
Peructpanmonnsie HOMEpa HWCKIIOYCHHBIX U3 (OHIA JOKYMEHTOB HE IPUCBAMBAIOTCS BHOBB
MPUHSTHIM TIOKYMEHTaM.

4.5. PeructpaninoHHBIE HOMEPA MPOCTABIISAIOTCS HEMOCPEICTBEHHO HA JIOKYMEHTAaX M OTPaKalOTCs B
pEerucTpe MHIANBHIYaJTbHOTO ydeTa JOKYMEHTOB, IPUHSATOM B OMOIMOTEKE.

46. B peructp BOHUCHIBAIOTCS JaHHBIE O KaXJIOM JIOKYMEHTE: JaTa 3alluCH B PETHCTpE,
pErUCTpallMOHHBIA HOMeEp, KpaTkoe Oubiamorpaduueckoe omucaHue JOKyMEHTa (aBTOp, 3aryiaBHe,
TOM, 4acCTh, BBIITYCK, MECTO U T'OJT U3/1aHuUs), LIEHA JOKYMEHTA.

4.7. VaauBuayallbHBIA ydeT TEPUOJAMYECKUX W3AaHHN BEACTCS B PETHCTPAIMOHHOW KapTOTEKe
MEePUOANYECKUX U3JaHUH, MpeAHa3HAUCHHOM NI y4yeTa Ka)JO0ro Ha3BaHMUS M KaXKIIOTO IK3eMIUIIpa
(6 asmomamusuposannoii 6aze dannvix).

4.8. JlokymeHTHl, BKIO4aeMble B (oHI Oubmuorexu, mapkupyrorcs. Ilpu stom Moryt ObITh
WCTIOJIB30BAaHbl IITEMIIENIN, KHIKHBIE 3HAKW, WHIUBUAYalbHBIC IITPUXOBHIE KOJBI, APYTHE BHIBI

MapKHUPOBKH.



4.9. Ha noxymeHTax, SIBJSIOIIMXCA MPUIOKEHUEM K OCHOBHOMY HOCHTENIO M €r0 HEOThEMIIEMOMN
YaCThIO, IPOCTABIIAIOTCS T€ KeE PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha mpuHSATHIX NMEPBUYHBIX YYETHBIX JOKYMEHTAaX MPOM3BOIUTCS 3alMCh, MOATBEPIKIAIOIIAL,
YTO TNOCTYNMBIIHME JOKYMEHTHI MPHUHATH B OMOIMOTEUHBIH (OHII KaK B OOBEKT 0CO00 LIEHHOTO
JBM)KAMOTO UMYIIECTBA WM KaK B 00bEKT HHOTO IBUKMMOI'0 MMYILECTBA.

4.11. TlepBuuHBIC YyYeTHBIC IAOKYMEHTHI, TOATBEpKIAOMIME (aKT IMOCTYIUICHHS, NEpeaaroTcs B
OyXraJTepuIO JJIs BKIIOUEHHs B yueT Oubmuorednoro (ouna.

4.12. JlokyMEeHTBI BBIOBIBAIOT W3 OHMONMHMOTEYHOTO (OHIA B CBsA3M C (DU3MYECKOW YTpaTOMl WK
YaCTUYHOW JIMOO TIOMHOM yTpaTOM TMMOTPEOUTENbCKMX CBOWCTB. BBIOBIBaIONIME JOKYMEHTHI
HCKJTIOYAIOTCS U3 OMOIMOTEYHOTro (POHIA M CIIMCHIBAIOTCSL.

4.13. BpIObITHE JOKYMEHTOB W3 OuOMMOTedHOro (oHma odopmisieTcs aKToOM O CHHCAaHUU
UCKJIIOYEHHBIX 00BEKTOB OuOIMoreyHoro ¢gonma nmo ¢opme 0504144 (nmanee — akT O CIMCAHUM),
yTBepkaeHHOU npuka3zoM MunduHa Poccun ot 30.03.2015 Ne 52H.

4.14. K akTy O CHHCaHMM IMpHUJIAraercs CIHUCOK Ha HCKIIOYEHHE OO0BbEeKTOB OnOIMoTeyHOoro (oHaa
(anee — CHMCOK), KOTOPBIM BKIIIOYACT CIEAYIOLINE CBEIACHUSA: PErHMCTPALIMOHHBIM HOMep U MmHUp
XpaHeHUsT  JOKYMEHTa, KpaTkoe  Oubnumorpaguyeckoe  OmucaHue, LEHYy  JOKYMEHTa,
3a()UKCHPOBAHHYIO B PErHCTPE MHAMWBUAYAIBHOTO ydeTa JOKYMEHTOB, KOX(PQPHUIMEHT MEPEOICHKH,
LIEHY IOCJIe NEPEOIICHKU U O0IIYI0 CTOUMOCTb UCKIIFOUAEMBIX JOKYMEHTOB.

4.15. Jlna mevyaTHbIX JOKYMEHTOB BPEMEHHOI'O XpPaHEHUs JONYCKAeTCs 3aMEHa CIUCKAa KHUKHBIMU
bopmysipamu.

4.16. lns 1OKyMEHTOB, 0OpabOTaHHBIX TPYMIOBBIM (YIPOUICHHBIM) CIIOCOOOM, BMECTO CITHMCKA
JlaeTcs MepeueHb PETUCTPALMOHHBIX HOMEPOB, BU UCKIIFOUAEMBIX U3aHHM, UX KOJIUYECTBO.

417. K axkTy O choMcaHud IO TPUYMHE YTpaThl M CIMCKY MpPUJIArarTcs JOKYMEHTHI,
MOATBEPKIAIOIIUE YTPATy (MOSICHUTENIbHAS 3allUCKa, B CIIy4ae KpaXKM WU XUIIEHWsS] — IPOTOKOJ,
aKT, 3aKJIF0UYEHHNE YIOJTHOMOUYEHHBIX OPTraHOB, IPY BO3MEIIECHUH yIepoa — (PMHAHCOBBINA TOKYMEHT O
BO3MEIICHHUH ylIep0a).

4.18. Tlocne 3aBepIIeHUs] MEPOIIPUATHH, IPETYCMOTPEHHBIX aKTOM O CITUCAHUU, MEPBBIN IK3EMIUIIP
aKTa O CIHCAaHUH CO CIIMCKOM M JOKYMEHTOM, IOATBEPKIAIONIMM BBIOBITHE, NeEpeaaeTcs B

OyXraJuTepuio, BTOPOil SK3eMIUISIp OCTaeTcs B OOIMoTeKe.

5. TIPOBEPKA HAJIMYUA JOKYMEHTOB BUBJIMOTEYHOI'O ®OH/JIA
5.1. IlpoBepka Hamuuusi MJOKYMEHTOB OubnmoreuHoro ¢(onga (mamee — mnpoBepka (oHna)
MIPOU3BOJIUTCS B 00513aTEILHOM MOPSIIKE:

— TIpH BBISBJICHUH (DAKTOB XHUILEHHMS, 3710yIIOTPEOICHNS MK TIOPYU JOKYMEHTOB;

— B CJIy4ac CTUXHUIHOIO 6CI[CTBI/ISI, Toxapa 1 Apyrux I-IpC3BI>I‘-IE[I‘/’IHBIX CHTyaHI/Iﬁ, BBI3BAHHBIX

OKCTPEMAJIbHBIMHU YCJIOBUSIMU,



— IpU peopraHu3allvi WIK JIUKBUAALNUN OUOINOTEKH.

5.2. Ilpu BBISBIEHUU B Ipoliecce MPOBEPKH (POHJA OTCYTCTBYIOIIMX JOKYMEHTOB U HEBO3MOKHOCTH
YCTAQHOBJICHUS BUHOBHBIX JIMIL[ YOBITKM 10 HEJOCTayaM CIIUCBIBAIOTCS B COOTBETCTBHHU C
NEHCTBYIONIMM 3aKOHO/1aTEIbCTBOM.

53. Ha ocHoBaHMM TmpHKa3za IUPEKTOpa B YUPEKICHUU CO3/1aeTCsI KOMHCCUS IO CBEpKe
oubsmoreynoro ¢onga ¢ PenepagbHbBIM CIHHCKOM 3KCTPEMHUCTCKMX MaTepualoB. EkeHenesnbHO B
LEeJSIX NPEeNyNpeXIeHUsT BO3MOKHOCTH INOCTYIUIEHUS 3KCTPEMUCTCKUX MATE€pPHAJIOB COCTaBIISETCS
aKT cBepKu Onbmuoreynoro onna ¢ «deaepansbHBIM CIUCKOM YKCTPEMHUCTCKUX MATEPUATIOBY.

OTBETCTBEHHOCTb 3a pa60Ty KOMHCCHUH BO3JIaracTCst Ha JUPCKTOPaA O6pa3OBaTCJ'IBHOFO YUYPCIKACHHUS.

6. AEJIOITPOU3BOJACTBO

6.1. Opranmzanust paboThl C JOKYMEHTAaMH IO y4eTy OuOimoredHoro (oHma oCymiecTBIsSeTCs IO
IIpaBUJIaM BEJEHUS JI€IO0MPOU3BO/ICTBA.
6.2. B Oubnuoteke BeLyTCs U XPaHITCA:

— PEruCTpbl UHAUBUAYATHHOTO U CYMMApHOT'0 y4yeTa JOKYMEHTOB OubInoTeyHoro (oHja:

— PperHuCTpalMOHHBIC KHUTH;

— WHBEHTapHBIC KHUTH;

— KHUTM CYMMapHOTO y4eTa;

— YYETHBIN KaTaJor;

— TonorpaduyecKre OMUCH U KaTaJloTH;

— KypHaJl BBIIa4H JIEKTPOHHBIX HOCUTENEH;

— KypHaJl perucTpaluu MoJib30BaTeae KOMIIbIOTEPHOIO 3aJ1a;

— aKThI O CIIUCAHUH UCKITFOYEHHBIX 00BEKTOB OMOIMOTEYHOTO POHA;

— y4eTHbIE JOKYMEHThI, OJITBEPKJAIOUINE TOCTYIUICHHE JOKYMEHTOB B OMOIMOTEUHbII (OHT

(HaKJIagHBIE, aKThl O IIPUEME, AKTHI CAAYU-TIPUEMKH);

— aKTHI 0 pe3yJbTaTax MPOBEACHUS MMPOBEPKHU HATUYHS JJOKYMEHTOB OMOIHOTEUYHOTr0 (hOHA.

COI''TACOBAHO

CoBetoM poautenei

MAOY «IIporumnasus Nel»
r.Bopkytsl

[Iporoxosn Nel ot 31.08.2018r.
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