MyHMUMNaNbHOe KaseHHOe 06Leobpa3oBaTelbHOe yupexaeHne «Ir MMHa3na Neb
um. A.A. Anvesa»

COIrACOBAHO YTBEPXXJAKO

IMpoTtokon Ne 1 Aupektop MKOY «I'mmHasuns No5 nm. A A.
Neparormnyeckoro coseta

ot 31 aBrycta 2018 . ycanaesa A.B./

npukasom no MKOY «I'mmHasnsa Ne5»
"ot N1018r.Ne 1/18

MonoxeHne 0 6MGMOTeKe 06pa3oBaTe/IbHON OpraHM3aLmnm

1. O6wime NonoXKeHms
1.1. Hacrosllee nonoXxeHNe pernaMeHTUpPYeT aeatenbHOCTb 6ubnnotekn MKOY «IumHasng NoS
nv. A.A. Annesa»

12. Hacrosuee nonoxeHune paspabotaHo B COOTBETCTBUM ¢ PeaepaibHbIM 3aKOHOM 0T 29.12.2012
Ne 273-®3 «O6 0bpazoBaHMKn B Poccuiickoin depepaummy», npukasoM MuHprHa Poccum ot
30.03.2015 Ne 52H «O6 yTBEpPXKAEHUM (POPM MEPBUYUHbLIX YHETHbIX JOKYMEHTOB U PErUCTPOB

OyXrasiTepckoro y4yeta, NPMMeHsSeMbIX OpraHamy rocyapCTBEeHHOW BnacTu (rocyapCcTBEHHbIMU

opraHamu), opraHamu MeCTHOro camoyrnpaB/ieHus, opraHamm ynpasneHUsa rocyfapCTBEHHbIMU
BHEOIOPKETHBIMY (POHAAMM, FOCYAAPCTBEHHLIMU (MYHULMNATbHBIMW) YUPEXAEHUAMM, 1

MeToANYECKNX YKa3aHWIA MO UX NPUMEHEHMIO», NPUKazoM MuHKynbTypbl Poccum ot 08.10.2012 Neo

1077 «O6 yTBepXaeHun Nopsagka yyeta JOKYMEHTOB, BXOAALLMX B COCTaB O1BMOTEUHOrO (HOHAA,

nMcemom MuHo6pa3oBaHust Poccum ot 23.03.2004 Ne 14-51-70/13 «O NpuMepHOM MOOXKEHNUM O

6161noTeKe 061Le00pa30BaTe/IbHOI0 YUPEXAEHNS».
13. bubnuoteka SBNAETCA CTPYKTYPHbIM MNoApasfeneHneM 06pa3oBaTe/ibHON — opraHm3aumm,
Yy4acTBYHOLWMM B Y4eOHO-BOCMMUTATE/IbHOM MPOLECCe B LENAX 06ecnevyeHns npaBa YYacTHUKOB
obpasoBaTenbHOr0 npouecca Ha 6ecrnnatHoe MNoMb30BaHWEe BUOAMOTEYHO-UHDOPMALMOHHLIMM
pecypcamu.
14. TlopsfoK Nonb30BaHUA UCTOYHMKAMWU MHMOPMaL MK, NepedeHb OCHOBHBIX YCYr W YCNOBUSA UX
npegocTaBieHNs ONPeAenatoTCH HACTOALLMM MONOXEHNEM O BUOIMOTEKE M NpaBUIaMu Mob30BaHNS

6M6NNOTEKON, YTBEPXKAEHHBIMW PYKOBOAUTENEM 06pa30BaTe/IbHON OpraHm3aLum.
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MPNKAS

Ne 29/18- I oT « 30 » aBrycrta 2019 .

06 yTBepxxaeHUmn MonoxxeHns o 6nbnmnoTeke 0b6pa3oBaTe/IbHOM OpraHM3aLun.

B cBA3M C BHECEHMEM U3MEHEHWIA, B paboTy

lNpurKasbiBato:
1 YTtBepautb [lonoxeHne o 6ubnnoteke MKOY «ImmHasmsi No5 um. AA. Anvesa,

npuHAToe Ha neacoseTe 30 aerycta 2019 roga Ne 1L

2. Meparoram-6ubnuotekapsm Anuesoir A.b. n [aspus: B. pykoBoAcTBOBaThbCs B

gOBAHU»

cBOeii paboTe AaHHbIM MON0XKEHNEM. AHE Y
3. KOHTPO/b UCNOMHEHMS JaHHOr0 NpKUKasa 0CTaB.

Aupektop MKOY «I'uMHa3ua Ne 5 um. A.A. Annesa» 7 M>llanaesa A.B.

1A E*/A
~bAMHAMNf -

C nprkKa3om 03HakoM/eHbl: 1 .
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15. OpraHuszaumsi 06CAYXMBAHUS YYaCTHUKOB 06Pa30BaTeNbHOTO MpoLecca MPOV3BOAMTCS B
COOTBETCTBUM C MpaBUNaMM  TEXHWKM GE30MacHOCTM U MPOTUBOMOXAPHLIMU,  CaHWUTapPHO-

r’MrmeHN4YeCKMmMmn Tpe6OBaHVIFIMI/I.

2. Uenn, 3agauun, pyHKUMN GUBIMOTEKN
2.1. OCHOBHbIMY LeNisiMK 1 3aa4aMmn 6M6InMoTekn 06pa3oBaTe/ibHON OpraHM3aLmnn SBASHOTCA:

— o0becneyeHne y4aCTHMKOB 06pa3oBaTe/lbHOro npotecca AOCTYNOM K MH(OpMaLuumn, 3HaHUAM,
naesM,  Ky/JbTYpHbIM  LIEHHOCTAM  MOCPeACTBOM  WUCMOMb30BaHUA — 6U6IMOTEYHO-
NH(OPMALMOHHbIX PECYpPCcOB 06pa3oBaTe/lbHOM OpraHmM3aUMn Ha pPasiMyHbIX HOCUTENAX:
OYMaXXHOM (KHWKHbIA (DOHA, POHL NepUoAMYECKNX M3AaHWUiA); MarHUTHOM ((PoHA ayamno- w
Bugeokaccer); umdposom (CD-ANCKM); KOMMYHUKATMBHOM (KOMMbIOTEPHbIE CETM) U MHbIX
HOCUTENsX;

— TMpUBMEYEHNe YYaLLMXCA K CUCTEMAaTUYECKOMY YTEHUIO YUYeOHOW, XYL0XKEeCTBEHHOW, Hay4YHO-
NonynsipHON NuTepaTtypsl;

— opraHusaumsi YTeHWs B LENSX YCMEewWHOro M3yYyeHus ydyawmmucs Y4ebHbIX MpeaMeTos,
NyYLlero ycBoeHns o6LeobpasoBaTenbHbIX NPOrpamMm;

— COfeicTBME Pa3BUTMIO MO3HABATE/bHbLIX MHTEPECOB M CMOCOOHOCTEN y4aLmxcs;

— 006y4eHne ocHoBaM 6UBNNOTEYHO-6MBMOrpaPUUECKO FPaMOTHOCTH;

— COfelicTBMEe MeaarornyeckMm paboTHMKaM B nogbope Hay4yHO-MeTOAMYECKON NuTepatypbl,
NH(OPMMPOBAHME O HOBbIX MOCTYMN/IEHUSAX B GUOINOTEUHBIA (DOHA,;

— COBEpLUEHCTBOBaHWE MNpPefOCTaBNsieMbIX OMGMOTEKON YCNYr Ha OCHOBE BHEAPEHUS HOBbIX
NH(OPMALMOHHBIX TEXHOMOMMIA 1 KOMMbOTEPM3aLUM  6UBIMOTEHHO-MH(OPMALNOHHBIX

npoueccos, hopMUpoBaHMe KOMGOPTHON GMOINOTEYHON Cpeabl.

2.2. bnbnmoTeka BbINOMHAET cnefyowme QyHKUNN:
2.2.1. ®dopmupyeT (oHA 616IMOTEHHO-UHDOPMALMOHHBLIX PecypcoB 06pa3oBaTe/lbHOM opraHn3aLui:

— KOMM/EKTYeT  YHMBEpPCa/bHbIA  (DOHA ~ Y4eOHbIMKW,  XY[O0XKECTBEHHbIMW,  Hay4HbIMU,
CMPaBOYHbIMU, NeAarormyecKUMmn 1 Hay4HO-MonynsPHbIMA LOKYMEHTaMU Ha TPaAMLMOHHbIX
N HETPaAULMOHHBIX HOCUTENSAX MH(opMaLmK;

— TMOMOJHAET (POHL MH(OPMaUMOHHbIMK pecypcaMn CceTu WHTepHeT, 6asaMm 1 GaHKamu
[aHHbIX APYrnxX opraHu3auuii;

— aKKymynupyeT (DOHA [OKYMEHTOB, CO3[aBaeMblXx B 00pa30BaTe/lbHOW OpraHu3alum
(ny6nukaumin n paboT negaroros 06pasoBaTe/ibHON OpraHM3aLun, yULWnX HayUHbIX paboT 1
pedepaToB yyalimxca u ap.);

— OCYLLECTBNSAET pa3mMeLLeHme, OpraH13aLmio N COXPaHHOCTb JOKYMEHTOB.



2.2.2. Co3faeT NH(opMaLMOHHYH NPOAYKLNIO:

OCYLLECTB/ISIET aHA/IMTUKO-CUHTETUYECKYHO NepepaboTKy MH(opMaLmm;

OpraHuM3yeT U BeAeT CrpaBOYHO-OMONMOrpadMyecknii annapat: Katanoryn (andaBUTHBIN,
CUCTEMATUYECKMIN), KapToTekn (CUCTEMATMUECKYHD KapTOTeKy cTaTel,, TemaTuyeckue
KapTOTEeKWN), SMEKTPOHHbLIN  KaTanor, 6asbl [AaHHbIX M0 NPogua  06pasoBaTe/IbHON
opraHusaumu,;

paspabaTbiBaeT peKOMeHAaTeNbHble 6Gubnnorpaguueckme nocobusi (Cnmcku, 0630pbl,

yKasaTenu u T.n.).

2.2.3. OcyuwecTsnser AndhepeHUMpoBaHHOe BUONNOTEYHO-MH(OPMALMOHHOE  06CY)XXMNBaHWE
yyaLyxcs:

— npegocTaBnseT UHHPOPMALMOHHbIE PECYPCbl Ha PA3INYHBIX HOCUTENSX;

— OopraHusyet 0byyeHue HaBblkamM He3aBUCKMMOro 6MGNNOTEYHOrO NO/bL30BaTENA U NOTPebUTeNs
NH(opMaLnn, COAENCTBYeT MHTErpauuyM KOMMIeKca 3HaHWM, YMEHUA U HaBbIKOB paboThbl C
KHUION 1 H(opMmauei;

— 0Ka3blBaeT MH(OPMALMOHHYIO MOAAEPXKKY B PELUeHUM 3afay, BO3HUKAIOLWMX B npouecce
y4ebHOI, caMo0bpa3oBaTeNbHON M OCYroBOIN AeATENIbHOCTM YYalllMXCS,

— OpraHu3yeT MaccoBble MeponpuUATASA, OPUEHTUPOBAHHbIE HA Pa3BUTME 0OLLEN 1 YMTaTeNbCKOIA
Ky/bTypbl IMYHOCTM;

— COfeicTBYeT Mefarornyeckmm paboTHMKaM B OpraHu3aumMm 06pas3oBaTeslbHOro npowecca u
pocyra ydawmxcs (npocmotp BuaeounbmoB, CD-AMCKOB, Mpe3eHTauuMM pasBUBatOLLMX
KOMMbIOTEPHbIX Urp).

2.2.4. OcywecTsnser audhepeHUMpoBaHHOe 6UBIMOTEUHO-MH(OPMALMOHHOE  06CYy)XXMNBaHKE

nefarormyecknx paboTHUKOB:

BbISIBNISIET MH(OPMaUNOHHbIE MOTPEOHOCTM W YAOB/ETBOPSET 3anpocbl, CBA3aHHble C
06y4eHViem, BOCMUTaHMEM YYaLLMXCs;

BbISIB/ISET  MH(OPMaLMOHHbIE MOTPe6HOCTM M YAOB/METBOPSET 3amnpockl B 061acTu
neaarornyeckmx MHHOBaLUMIA U HOBbLIX TEXHOMOT WA,

COAEeNCTBYeT MNPOECCUOHA/IBHOM KOMMETEHLUMM MeAaroros, MOBbILLEHVIO KBaIM(UKaLmK,
NPOBeAEHNIO aTTecTauuu;

OCYLLECTBNSAET TeKyLlee MHGopMmmupoBaHne (HWM MHGOPMaLMK, 0630pbl HOBbIX MOCTYMAEHWA
1 ny6nmkauuii);

CMoCcO6CTBYET MPOBEAEHMIO 3aHATUA MO  (POPMMPOBAHUIO MH(OPMALMOHHOW  KY/bTypbl
yJawmxcs; sBnseTca 6ason 41 NpoBeAeHUs MNPakKTUYeCKMX 3aHATUA Mo  paboTe C

MH(OPMALIMOHHBIMU pecypcamm.



2.2.5. OcyuwecTtBnser audgepeHUMpoBaHHOE BMOINOTEYHO-UHOPMALMOHHOE  06CNY>KMBaHWe
poauTeneit (3aKOHHbIX NPeacTaBuTenei) yyalmxcs:
— Y[0BNEeTBOPSET 3anpocbl Monb3oBaTesed U WHHOPMUPYET O HOBbIX MOCTYMNSIEHUSX B
onbnnoTeky;
— KOHCY/IbTUPYET MO BONpOCam OpraHu3auuy CEMenNHOro YTeHus, 3HaKOMUT € MHGopMaLvein no
BOCNUTaHWUIO AETEN;

— KOHCYNbTUPYET MO BOMPOCaM YyUYebHbIX U3faHUiA ANs yyalmxcs.

3. OpraHunzaums geaTenbHOCTU GUBNNOTEKN
3.1. OOuee PpyKOBOACTBO  AeATENIbHOCTbIO  OMOGMMOTEKM  OCYLLUECTBNSET  PYKOBOAUTE/b
06pa3oBaTe/lbHOM OpraHn3aLmun.
3.2. PyKoBoACTBO 61GIMOTEKONM OCYLLECTBNSET neaaror - 6ubnmoTekapb, 6U6IMOTEKapb, KOTOpbIe
Ha3HayatoTCsl pPyKOBOAMTENEM 00pa30BaTe/IbHOM OpraHu3aLmm.
3.3. Megaror - 6ubAMOTEKapb, 6GUOGIMOTEKApPb  HECYT OTBETCTBEHHOCTb B Mpefenax CBOel
KOMMETEHUMM 3a OpraHv3auuio U pe3ynbTaTbl AeSTENbHOCTM OWMOMMOTEKM B COOTBETCTBUM C
(hyHKLMOHa/IbHBIMM 06513aHHOCTSIMM.
3.4. Meparor - 6ubnMoTeKapb, OMONMOTEKApb pa3pabaTbiBaeT M MpeacTaBAseT PYKOBOAUTENHD
06pa3oBaTe/IbHOM OpraHn3aumMmn Ha yTBepXXAeH e CriefyoLime JOKYMEHTbI:

— MONOXeHNe 0 6MGIMOTEKE, NpaBKa Nob30BaHUA GUONNOTEKON;

— CTPYKTYpY W LUTaTHOe pacnucaHve OMONMOTEKW, KOTOpble pa3pabaTbiBatOTCS Ha OCHOBE

06beMOB paboT;

— MOMOXEHWe O MNATHbIX YCnyrax 6ubnnoTeku;

— NNaHOBO-0TYETHYHO AOKYMEHTALMIO;

— TEeXHO/0rMYeCKY AOKYMEHTALMIO.
3.5. CTpyKTypy 6M61MOTEKM COCTaBNAOT:

— aboHeMEeHT;

— YUTAIbHbIN 33T,

— OTAeN y4Ye6HUKOB;

— 0TAen NHHopMaLMoHHO-6MbAMorpadnyeckoit paboTsl;

— (hoHA 1 cNeunann3npoBaHHbIi 3a1 paboTbl C MyNbTUMEANIAHBIMUA 1 CETEBLIMU AOKYMEHTaMU;

— BUAEOCTYANS;

— MMWHU-M30aTeNbCKUIA KOMM/EKC;

— Meamareka.

3.6. BMBNIMOTEYHO-UHAOPMALIMOHHOE — OGCNYXXMBaHME  OCYLLECTBNSETCS B COOTBETCTBUAM C



nporpamMmaMn U1 naaHamy paboTbl 6UG/IMOTEKM 00pa3oBaTe/lbHOM OpraHuM3auMm Ha OCHOBE
OMONNOTEUHO-MH(OPMALMOHHBIX PECYPCOB.

3.7. bubnuoteka BNpaBe MpPeoCTaBNATb NaTHble GMOANOTEYHO-MH(POPMALMOHHBIE YCAYTH,
nepeyveHb KOTOPbIX ONpeAenseTcs ycTaBoM 06pa3oBaTe/ibHOM opraHm3aLmm.

3.8. brbnmoteka obecreumBaeTcs:

— KOMM/eKTOBaHeM GM6/IMOTEHHO-MH(OPMALNOHHBIX PECYPCOB;

— HEeo6XoAMMbIMU CNYXKEOHbIMU 1 NPOW3BOACTBEHHLIMW MOMELLEHUAMM B COOTBETCTBMU CO
CTPYKTYpPOiA OMOAMOTEKM WM HOpMaTMBaMy O TexXHMKe 6e30MacHOCTV  3KCMayaTauum
KOMMbIOTEPOB M B COOTBETCTBMM C MOMOXEHUAMU CaHWUTapHbIX MNpaBWa U HOPMATMBOB,
06ecneymBatoLLMIN COXPAHHOCTb KHUT;

— COBPEMEHHOW  3M1EKTPOHHO-BbIYNCIUTENBHON, TENEKOMMYHUKALMOHHOMW 1 KONMPOBa/IbHO-
MHOXWTE/bHON TEXHUKOI 1 HE06X0AMMbIMM NPOrPaMMHBLIMU MPOAYKTaMM.

3.9. OTBETCTBEHHOCTb 3@ CUCTEMATUYHOCTb W KA4yecTBO KOMIMIEKTOBAHWA OCHOBHOIO (POHAA
O616MOTEKN, KOMMMEKTOBAHME Y4ebHOro (hoHAa B COOTBETCTBUM C (PeAepabHbIMM MEepeUHsMU
YUYeOHVKOB 1 y4ebHO-METOANYECKMX M3AaHWUIA, CO3haHe HeOOXOAMMbIX YCNOBUA ANA AesTeNbHOCTU
6VM6MMOTEKN HECeT PYKOBOAWUTE/Nb 006pa30oBaTeNbHOM OpraHuM3aUMnm B COOTBETCTBUM C YCTaBOM
06pa3oBaTe/IbHOM OpraHun3auuu.

3.10. Pexxum paboTbl 6M6IMOTEKM ONpeaensieTcs negarorom - 6uénmoTekapem, 6ubnuoTekapem B
COOTBETCTBMM C MpaBUNaMn BHYTPEHHEro pacnopsgka o06pa3oBaTe/ibHON opraHusauun. [pu
onpefeneHnn pexxmma paboTbl GMOGNNOTEKN NpeAyCMaTPMBAETCS BblAeNeHME:

— [IBYX 4acoB paboyero BpeMeHU eXXeJHEBHO Ha BbIMO/IHEHNE BHYTPUONBANOTEYHON PaboThl;

— OfAHOro pasa B Mecsil, - CaHWTapHOrO AHS, B KOTOPbIA 0OCMY)XMBaHWe MO/b30BaTesen He
NPOU3BOAUTCS;

— HE MeHee 04HOro pasa B MecAl, - METOANYECKOro AHA.

4. Y4eT NOCTYNNEHNA U BbIObITUA JOKYMEHTOB 6M6/IMOTEUHOro (hoHaa

4.1. CsefleHMsi O BK/IHOYaeMbIX B OMONMOTEUHbIA (DOHA [LOKYMEHTaX (UKCUPYHOTCA B KHUre
CYMMapHOro ydeta 6M6AMOTEYHOr0 (hoHAA (TMCThbl CYMMapHOro yyeTa OMOGAMOTEYHOrO (hoHAa,
>KypHa).

4.2. CyMMapHbIA Yy4eT MOCTYN/IEHNUSA 3MEKTPOHHbLIX CETEBbIX NOKa/IbHbIX [OKYMEHTOB BefeTCH B
3/1EKTPOHHOM pPeecTpe.

4.3. [JoOKyMeHTbl, MOArOTOB/IEHHbIE K NpuemMy B OMONMOTEUHbIA (DOHA, NOABEPraroTCs MepBUYHON
06paboTKe 1 MHAMBUAYAIbHOMY YYeTY.

4.4, 'HaMBMAYa/bHbIA YYeT JOKYMEHTOB OCYLLECTB/ISETCS NMyTeM NMPUCBOEHNA KKAOMY 3K3eMNIspy

[OKYMEHTa PEerucTpaLuoHHOr0 HOMEpa, WMHOFO 3HaKa B KauyecTBe PerucTpaLyOHHOro Homepa



(cucTeMHOro HoMepa KOMMbIOTEPHOW MPOrpaMMsl, LWTPUX-KoAa U Apyrux). VIHanBuayanbHbIA HOMep
3aKpennseTcs 3a [OKYMEHTOM Ha BCe BpeMs €ro HaxoXieHus B (DoHAe 6GMOAMOTEKM.
PermcrtpaumoHHble HOMepa WCKIKYEHHbIX W3 (POHZA AOKYMEHTOB He MpuCBaMBalOTCA BHOBb
MPUHATBLIM SOKYMEHTaM.

4.5. PernctpaymoHHble HOMepa NPOCTaB/IAKOTCA HENOCPEACTBEHHO Ha AOKYMEHTaX WM OTPaXarTcs B
PerncTpe UHANBNAYaSIbHOrO yyeTa OKYMEHTOB, MPUHATOM B 6UG/NOTEKE.

46. B pernctp BNUCbIBAKOTCA [aHHble O KaXAOM [AOKYMeHTe: fAaTa 3anucu B PErucTpe,
PErnCTPaLNOHHbIA HOMeEp, KpaTKoe 6ubnuorpaduyeckoe onmcaHue AOKyMeHTa (aBTop, 3arnasue,
TOM, YacTb, BbIMYCK, MECTO U rOf U3L4aHns), LeHa JOKYMEHTa.

4.7. VHoMBMayanbHbIA YyYeT MNepuoanyecknx Mu3faHui BedeTCs B PErncTpauyoHHON KapToTeke
NepUoANYeCcKNX U3LaHnin, npefHasHauYeHHOW A5 yyeTa KaKA0ro HasBaHWA U KaK4Oro ak3emnnspa
(B aBTOMATM3MPOBAHHOI 6ase faHHbIX).

4.8. [lOKyMeHTbl, BK/OYaeMble B (hOHA OMOAMOTEKM, MapkupytoTcs. [Mpyu 3TOM MOryT ObITb
NCMONb30BaHbl LUTEMMENN, KHWKHbIE 3HAKW, WHAMBUAYaSIbHblE LUTPUXOBbLIE KOAbl, ApYyrue BuUibl
MapKMPOBKM.

4.9. Ha fokyMeHTax, SBNAIOWMXCA MPUIOKEHWEM K OCHOBHOMY HOCUTENO U ero HeoTbeM/IEMON
4acTbtO, NPOCTAB/IAKOTCA TE XKE PEKBU3UTBI, YTO Y HA OCHOBHOM [JOKYMEHTE.

4.10. Ha npuvHATbIX MEPBUYHbLIX YYETHbIX AOKYMEHTax MPOWM3BOAUTCA 3amnucb, MOATBEPXAAOLLAS,
YTO MOCTYMMBLUME AOKYMEHTbI MPUHATbI B OUOGIMOTEUHBIA (DOHA Kak B O0OBEKT 0C060 LIEHHOrO
[BVKMMOTO MMYLLIECTBA UM Kak B 0ObEKT MHOTO [ABMXXMMOr0O UMYyLLLECTBa.

4.11. TlepBuNYHbIE Y4YeTHble [AOKYMEHTbI, MOATBepPXAaroLwme (akT MOCTYN/eHns, MepefaroTcs B
OyxranTepuio 415 BKIOYEHUS B y4eT 6M6IMOTEYHOro oHAa.

4.12. [JOKyMeHTbl BblObIBAOT U3 OGMONMOTEYHOrO (hOHAA B CBA3M C (PU3MYECKOW YTpaToid wm
YaCTUYHOA MO0 MOMHOW yTpaToM NOTPEeGUTENbCKUX CBOWCTB.  BbIObIBAKOLLIME  AOKYMEHTbI
NCKNOYaoTCA U3 6UMBIMOTEYHOrO (POHAA M CMIUCHIBAKOTCS.

4.13. BblbblTie [OKYMEHTOB U3 6GMOGIMOTEYHOro (oHAA OMOPMASETCA akTOM O  CMcaHuu
NCKNKYEHHBbIX 06BEKTOB 6MOAMOTEYHOro thoHga no qopme 0504144 (manee - akT O ChMcaHUK),
yTBEPXKAEHHOM nprkazoM MuHgpuHa Poccum ot 30.03.2015 Ne 52H.

4.14. K akTy 0 CrnucaHuWM NpuiaraeTcs CrMCOK Ha MCK/KYeHUe 00beKTOB GMOAMOTEYHOro (hoHAa
(panee - cnUCoOK), KOTOPbLIN BKIKOYAET Crefytolime CBeEeHUs: PerucTpaumoHHbIA HOMep U Lngp
XpaHeHNa  OOKYMEHTa, KpaTkoe  Gubnmorpauyeckoe  onucaHwe,  UeHY  [OKYMEHTa,
3a()MKCMPOBaHHYO B perucTpe WHAMBMAYaNbHOIO y4yeTa [OKYMEHTOB, KO3(DMULMEHT MEpeoLeHKM,
LIeHy 1oc/ie NepeoLeHKN 1 6Ly CTOMMOCTb UCK/THOYaeMbIX JOKYMEHTOB.

4.15. inA neyaTHbIX AOKYMEHTOB BPEMEHHOr0 XpaHeHUsA [OMYyCKaeTCs 3amMeHa CNUCKa KHUXHbIMU

(hopmynsapamu.



4.16. Ona [OKYMeHTOB, 06paboTaHHbIX rpynnoBbiM (YNPOLLEHHbIM) CMOCOOOM, BMECTO CMMCKa
[aeTcs nepeyveHb PerncTpaLMoHHbIX HOMEPOB, BUA UCK/OYaEMbIX U3L4aHWIA, X KOMMYECTBO.

417. K aKkty O cnucaHuM no npuYMHe yTpaTbl W CMUCKY nNpwuiaralotcs  [AOKYMEHTbI,
noaTeepXjaroLive ytpary (NosCHUTeNbHAA 3anucka, B Cydae KpPaXku WM XULLEHUS -  NPOTOKO/,
aKT, 3aK/toYeHne YMOTHOMOYEHHbIX OpraHoB, NPy BO3MELLEHMM yulep6a - (hMHAHCOBbLINA AOKYMEHT O
BO3MeLLeHUN yuiep6a).

4.18. Tocne 3aBepLUEHNS MEPONPUATUIA, NPEeAYCMOTPEHHbIX aKTOM O CMMCaHWK, NepBbIi AK3eMMNsp
aKkTa O CMucaHUM CO CMUCKOM W [OKYMEHTOM, MOATBEPXAAOWMNM BblObITUE, MNepefjaeTca B

OyxranTeputo, BTOPOI 3K3eMMsp OCTaeTcs B 61bIMoTeKe.

5. MNMpoBepKa Hannumsi OKYMEHTOB 6Mb/IM0TEUHOro hoHaa
5.1. TpoBepka HannMuMa [OKYMEHTOB OMbAMOTEYHOro (hoHAa (Janee - npoBepka (HoOHAA)
NpPon3BOANTCA B 006513aTe/IbHOM MOPSAKE:

— NpW BbISIBNEHWUM (DAKTOB XULLLEHWS, 310YNOTPE6GNEHNS U NOPUN JOKYMEHTOB,

— B C/lyyae CTUXWUIAHOro 6eACTBMS, NoXapa Uan ApYyrnx 4pessblyaiHbIX CUTYaLWIA, BbI3BaHHbIX

3KCTPEMa/IbHbIMU YCIOBUSAIMU;

— NpW peopraHn3auun Uan NMKeMaaUMmM 6ubmMoTeku.
5.2. Mpw BbISBNEHNM B NPOLIECCE MPOBEPKN POHAA OTCYTCTBYHOLMX JOKYMEHTOB Y HEBO3MOXHOCTM
YCTaHOB/IEHWNA BWHOBHbLIX /AL, YObITKA N0 HegocTadyam  CrMCLIBAKOTCA B COOTBETCTBUM C

[ENCTBYIOLLIMM 3aKOHOJAaTe/IbCTBOM.

6. [lenonponsBoACcTBO
6.1. OpraHu3zauus paboTbl C JOKYMeHTamu Mo y4yeTy OMO6IMOTEYHOro (hoHAa OCYLLECTBMSETCS MO
npasuiam BeAeHUS 4eNonpon3BoACTBa.
6.2. B 61611MoTeKke BeAyTCA U XPaHATCS:
— PerucTpbl MHANBUAYANBHOMO U CYMMAapHOro y4YeTa JOKYMEHTOB 6MOAMOTEYHOrO (hOHAA:
— PErnucTpaumoHHbIe KHUTK;
— WHBEHTaPHble KHUTY;
— KHUIM CyMMapHOro y4eTa;
— YYeTHbIN KaTanor;
— TOonorpaguyeckmne onucKn 1 KaTasoruy;
— KypHan BblAauu 3N1EKTPOHHBIX HOCUTENEN;
— OKypHas permcTpaumm nosnb3oBatesneil KOMMbITEPHONO 3a/1a;

— aKTbl O CNNCAHUWN UCKTHOYEHHBIX 06 EKTOB 6UBNNOTEYHOrO (hoHAE;



YYeTHble [AOKYMEHTbI, NMOATBEPXAatoLMe NoCcTynaeHne JOKYMEHTOB B GMONMOTEUHbIV (DOHA
(HaknagHble, akTbl O Npyeme, akTbl CAAYN-NPUEMKN);

aKTbl 0 pe3y/bTaTax NPOBeAEHUs MPOBEPKU HANMMUUS JOKYMEHTOB 6UGIMOTEYHOrO (oHAA.



