COI'JTIACOBAHO

MKOY COIII Ne2r.Juropsi ot
or 05.07.2019r Ne 8

KOY COII Ne2 r./iuropsl
B B Kaiitykosa

or 0.08.2019r. Ne 49

Tonoxenue o mKoabHoi 6u6anoreke MKOY COII Ne2 r./{luropsr

1. O6mue nosoKeHus

1.1. Hacrosiiee NONOKEHHE periaMeHTHpyeT mesTenbHocTh Oubmmorexu MKOY COII Ne2
r.Jluropsl

1.2. HacTosmee monokeHHe pa3paboraHo B cooTBeTcTBHU ¢ DerepanbHbIM 3aKOHOM OT 29.12.2012
Ne 273-®3 «O6 obpasoBanun B Poccuiickoii @enepamumy», npukasoM MuHpHHA Poccun ot
30.03.2015 Ne 528 «O6 yreepkmeHuH (GOpM NEPBHYHBEIX YHYETHBIX NOKYMEHTOB H DPETHCTPOB
HyxranTepckoro ydera, IPHMEHSIEMbIX OpraHamMH rOCY[ApCTBEHHOM BiIacTH (roCyNapCTBEHHBIMH
OpraHaMu), OpraHamMy MECTHOTO CaMOYNpaB/ICHHU:A, OpraHaMH yIPABIEHH: TIOCYAapCTREHHBIMH
- BHeOIOKETHBIMA ~ (DOHAAMH,  TrOCYIAapCTBECHHBIMH (MYHHIUNAIBHBIMHA)  YUPEXIACHUIMHA, |
MeTOIMYeCKIX YKa3aH!ii 10 uX [IPEMEHEHHMIOY, TIPHKa3oM MHHKYIBTYPEL Poccu ot 08.10.2012 No
1077 «O6 ytBepxaennu Ilopsika yuera JOKYMEHTOB, BXOMILIMX B COCTAB fubnauoreysoro GoHIA».
maceMoM MunoGpasopanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O TIpuMepHOM IOJIOKEHHH O
6ubnuoTeke 001e00pa30BaTENLHOTO YIPEIKACHH).

1.3. Bubmworeka SBISETCS CTPYKTYPHBIM MO/IpasieliCHHEM obpazoBaTenbHON ~OpraHu3alHu,
YUACTBYIOIMM B y4eOHO-BOCIMTATENPHOM IpoLecce B LEIIX obecrieyeHus IpaBa y4YaCTHHKOB
o6pa3oBaTebHOrO Iporecca Ha OecrmarHoe MOMB30BAHUE 6ubmuoTeyHO-HH(POPMAIlHOHHBIMH
pecypcamu.

|.4. TTopAZOK TOJIB30BaHHA HCTOUHUKAMH uH(pOPMAIHH, [TepeIeHb OCHOBHBIX YCIYT H YCIOBHA HX
MPEAOCTABICHHS ONPEAEIAIOTCS HACTOSIIAM MONOMKCHHEM O GHOMHOTEKE M [paBHIIaMA IT0JIb30BAHHS
6ubTHOTEKOM, YTBEPKIEHHBIMHE PYKOBOIUTEICM 06pazoBaTeIbHON OpraHU3aluy.

1.5. Oprasuzanus 0OCITy)XuBaHus Y4aCTHHKOB 06pa3oBaTENBHOTO MpOIEcca IPOU3BONMTCA B

COOTBETCTBHM C TIpaBHJIaMH TEXHHKH Oe30ImacHOCTH H HpOTHBOHOH{&pHB[MH, CaHUTapHO-



TMTHEHHYEeCKHMU TPeOOBaHUSIMM.

2. Ieaw, 3aaauu, GyHKUHH OHOIHOTEKH

2.1.

2.2

TP

OCHOBHBIMH LEJIMH ¥ 3afauaMy 6ubmroTeky 06pa3oBaTebHOM OpraHu3alMy BJSIOTCS:

— obecriedyeHre y4acTHHKOB 00pa3oBaTeNbHOro mpouecca J0CTYIoM K uH(pOPMALIAH, SHAHUAM,
UoesM,  KyIbTYpHBIM  I[EHHOCTAM  MOCPEJCTBOM  HCIIOIb30BaHMS 6ubmoTEeuHO-
uH(DOPMALIMOHHEBIX PecypcoB 00pa3oBaTeNbHON OPraHM3AlMH HA PasiMuHbIX HOCHTCIAX:
OymaxHOM (KHWKHBL (QoHM, GOHIT MePHOTHIECKHX W3maHui); MarHuTHOM ((QOHI ayauo- H
pugeokaccer); udposom (CD-aucku); KOMMYHHKATHBHOM (KOMIIBIOTEPHBIE CEeTH) U MHBIX
HOCHTEILIX;

— NpPHUBIEYEHHE YHaIIUXCAd K CHCTeMaTHIECKOMY YTCHHIO yueOHOM, XyT0KECTBEHHOH, HAyIHO-
[MOTYJISIPHON JIMTEPATYPEL;

— opraHM3aifisi YTEHHs B MENAX YCHNEIIHOTO H3y9IeHHs ydalluMHCH y4eOHBIX TPEIMETOB,
ydiero yceoenus o6imeobpazoBaTenbHbIX IPOrpaMm:

— COIEHCTBHE Pa3BUTHIO NIO3HABATENILHBIX HHTEPECOB criocobHOCTEN yJaruxces,

— obyuenue ocHOBaM 6GuGIHOTEUHO-GUOIHOrpadHIECKOH rPaMOTHOCTH;

— cojelicTBHe mexaroruueckuM paboTHMKaM B moxabope HAyYHO-METOJHYECKON IUTEPaTyphl,
HH(OPMHPOBAHHE O HOBBIX IOCTYTIIEHUSX B HubnuoTeunbIit (QOHI,

— COBEpLICHCTBOBAHKE IPENOCTaB/seMbIX OuOimoTeKoH yCiIyr Ha OCHOBE BHEJIPEHHs HOBBIX
MH(POPMAIMOHHBIX TEXHONOTHH H KOMIIbIOTCpH3aliH HubHoTeuHO-HH(POPMAHOHHBIX
npoueccos, popmuposanue KoMbOpTHOH OGUOIMOTEYHOM CPEJIBL.

BubéanoTeKa BHIMOIHMAET clenyiomue GyHKIHHA:

.1. @opmupyet donn 6ubmoTeuHo-MH(pOPMAIIMOHHBIX PECYPCOB 06pa3oBaTenbHON OpraHHU3alin:

— KOMIUIGKTYeT yHHBepCalbHbIA (o7  yJeOHBIMH,  XyNOMECTBEHHLIMH, HAy9IHBIMH,
ClipaBO4YHbIMH, Tegaroru4ecKuMHe H Hay‘-IHO-HOHYJIHpHBMH IOOKyMEHTaMH Ha Tpﬁ.I[PIU,HOHHbIX
¥ HETPATUITMOHHBIX HOCHTEILIX HH(QOPMAIIHY;

— mononuser (Goun uHGOPMATMOHHBIMH pECypcaMu CeTH WUnteprer, GasamMu u Oankamu
[aHHBIX JIPYTHX OpraHu3almii;

— akkymympyeT (OHI [OKYMEHTOB, CO3aBacMbIX B o6pasoBaTenbHON  OpraHu3altu
(my6ukanui 1 paboT Neaaroros 06pasoBaTe/IbHOM OpraHM3aIHy, Iy IuX HayqHbIX pabor H
pedepatoB ydammxcs u Ap.);

— OCYLIECTBIIACT pa3MelleHHE, Opl'aHHBElIJ,HIO ¥ COX]PaHHOCTE IOOKYyMEHTOB.

— OCYIIECTBIISET aHATHTHKO-CHHTETHIECKYIO riepepaboTKy HHQOPMALHL;



T’MTHEHHYCeCKHMMH TpBGDBﬂHHﬁMH.

2. enn, 3apaun, pynkuun 6ubauorexn
2.1. OCHOBHBIMH LIENIMH U 3aauamu 6ubimnoTexu o6pazoBaTeNbHOM OpraHH3aIiy ABIISIOTCA:

— obecreyeHne YIACTHHKOB 0O6Pa30BaATENBLHOrO POHECCa OCTYNOM K HH(pOPMAIHH, 3SHAHHIM,
WaesM,  KynbTypHBIM  HEHHOCTSIM  IIOCPEJICTBOM  HCIOJIB30BAHMA oubnuoTeuHo-
uHBOPMAIMOHHETX PECYPCOB 0OPa3OBATENBHOH OpraHH3alMK Ha PasiHdHBIX HOCHTCILIX:
OyMaHOM (KHWKHBIH (ORI, HOHI NEPHOIHIECKHX p3gaHuit); MarautaoM ((oHn aymuo- H
Buzeokaccer); uadposom (CD-mucku); KOMMYHHKATHBHOM (KOMIIBIOTEPHBIE CETH) W MHBIX
HOCUTEIAX;

— [pEBJEYEHHE YUAIMXCS K CUCTEMATHUECKOMY YTEHMIO yICOHOH, XyI0)KECTBEHHOH, HAyuHO-
TOIYJISPHOM JIMTEPATYPHI;

— opraHmsalMs 9TEHHS B [ENAX YCICIIHOrO H3YHUEHHS yHallHMHCH y4eGHBIX IPEIMETOB,
JTydiuero yceoeHus 061meobpa3oBaTenbHbIX TIPOrpaMM;

— copeiicTBHe Pa3sBHTHIO O3HABATENBHBIX HHTEPECOB U CIIOCOOHOCTEH yHAIIHXCS;

— obyucHHE OCHOBaM 6UOIHOTEYHO-6HOMIOrpaduyecKOH rPpaMOTHOCTH;

— cojieifcTBYe TiefarorHyeckuM pabOTHHKAM B MOAOOpE HAYYHO-METOJUIECKON JHTepaTypEL.
HHPOPMEPOBAHKE O HOBBIX TTOCTYTINIEHUSX B BubnuoTeuHbIH (BOHIT;

— COBEpIIEHCTBOBAHHE IPEJIOCTaBIIAEMbIX GHONMOTEKOH YCIYr Ha OCHOBE BHEADCHMA HOBBIX
HHODOPMAIMOHHEIX TEXHONOTHH H  KOMIIbIOTEpU3aIiH HubIHoTEYHO-HHPOPMALUOHHEIX
npolieccoB, popMupoBanue KoMpOPTHOH 6UOIHOTEYHON CPEITBL.

‘ 2.2. BubanoTexa BHINOIHACT clefylomue GyHKIHT:
2.2.1. ®opmupyert oHL H6ubmoTeYHO-HHPOPMALIHOHHBIX PECYPCOB 06pasoBaTeIbHOM OpraHU3alHy:

— KOMIUIEKTyeT  yHUBepcambHbI  (OHI yaeOHBIMH, ~ XyHOXECTBEHHBIMH, —HAydIHBIMH,
CHIPABOYHBIMH, [1eJarOTHYECKUMH U HAyYHO-TIOMY/IAPHBIMA OKYMEHTAMHU Ha TPATHIHOHHbX
W HETPAIUIIAOHHEIX HOCHTENSX HH(OPMAIH;

— nononasier oHn WHGOPMAIMOHHBEIME peCypcaMu CETH Wureprer, GasaMu u OaHkamu
JAHHBIX IPYTUX OpraHu3allHi:

— akkyMymHpyeT (OHJI OKYMEHTOB, CO31aBacMbIX B o6pazoBaTenbHON  OpraHM3allu
(myb6nukaiyi 1 paboT Nearoros 06pa3oBaTenbHOM OpraHU3alyMM, JIy X Hay4HBIX paboT U
pedepaToB yqamuxes U Ap.): '

—— OCYIIECTBIISIET PAa3MEIIEHHE, OPraHu3alHio H COXPaHHOCTB IOKYMEHTOB.

2.2.2. CosnaeT HHMOPMAIMOHHYIO ITPOJIYKIIHIO:

— OCyImECTBILICT AHATUTHKO-CHHTETHYECKYIO nepepaboTKy HHPOPMAIIH;



— opraHM3yeT M BeleT CnpaBouHO-Oubnmorpaduyeckuil ammapaT: Katanord (an(aBHTHbIH,

CHCTEMATHYECKHH), KapTOTEKH (CHCTEMAaTHUECKyl0 KapTOTEKy CTared, TeMaTH4YECKue

KapTOTEKH), OJEKTPOHHEIH Karajor, O0asel HOaHHBIX IO npoduao obpazopaTenbHOH

OpraHu3aluy; :

— paspabaThiBaeT peKoMeHAaTeNbHble OubmMorpadgmdeckue MOCOOHS  (CHHCKH, 0030pHl,

yKas3areld ¥ T.II.).

2.2.3. Ocymecteiser auddepenmuposanHoe OHOMMOTEUHO-MH(BOPMANHOHHOE  00CIyKHBAHHE
ydaIuxcst:

— MpenocTaBsieT HHPOPMAIIMOHHBIE PECYPCHI Ha Pas/IHIHBIX HOCUTEILIX;

— opranusyeTr 06y4eHIEe HABBIKAM HE3aBHCUMOr0 OHOIHOTEHOrO MOJb30BATE/I 1 notpeburens
uH(pOpMAaIMHK, COLEHCTBYET HHTErpalui KOMILICKCa 3HAHMI, yMEHHH W HABBIKOB paboThI ¢
KHUTOH B uH(OpMAaLue;

— oxa3blBaeT MH(MOPMAIMOHHYIO MOJIEKKY B PEIIEHHH 3ajad, BO3HUKAIOMMX B MPOLECCE
y4e6HO#M, caMmo06pa3oBaTeNbHON B JOCYTOBOK JASATEILHOCTH y4allIXCs;

— OpraHM3yeT MAacCOBBIE MEPONPHATHS, OPHCHTHPOBAHHLIE Ha PA3BHTHE oO1elt U YUTATENBCKOH
KyJIbTYPbl IHIHOCTH;

— COMeHCTBYET MeNarorHdeckuM pabOTHUKAaM B OpraHW3aldH 00pa3soBAaTENbHOTO MPOecca
jocyra ydamuxca (mpocMotp Buaeo(umbMOB, CD-juCKoB, TMpE3CHTAUHMH pa3BHBAIOLIHMX
KOMTIBIOTEPHBIX HID).

2.2.4. Ocymectsuier auddepeHnHpOBaHHOE 6HGIHOTEYHO-HH(DOPMATIHOHHOE ~ OOCTY)KHBAHHE

TeIarorHueckKuX paboTHUKOB:

223,

BBIIBISET WH(OPMAIMOHHEE MOTPEGHOCTH M YHOBJNETBODSET 3alpOChL  CBASAHHBIC €
o0yueHHneM, BOCIHTAHHEM YYAIIAXCL;

BRISBIAET MH(OPMALMOHHBIE [OTPEGHOCTH M YJOBIETBOPACT  3aMpOCBL B obmactu
e/lJarorH4eCKUX MHHOBAIIMH H HOBEIX TeXHOJIOTHH;

comeiicTByeT mpodecCHOHANPHON KOMIECTEHIIHH MEfaroros, MOBBINCHHIO KBaTH()UKALMH,
IIPOBEACHUIO aTTECTAIMH;

OCYIIECTBIAET TeKylnee HHQOPMHPOBAHUE (v wEGOpMANHH, 0630phl HOBBIX HOCTYTIITeHUH
1 myOiMKarui);

crocoBCTBYeT TNpPOBEJEHHIO 3aHATHH 110 (opMHpOBaHHUIO uH(GOPMAITMOHHOR  KYIbTYpPBL
yyampxcs; sBigercsa 0asod Mys TPOBCACHHI PaKTHYECKUX 3aHATHH MO pabore ¢

uH(pOpPMATIMOHHBIMH PeCypCaMu.

OcymectpisieT Au(GhepeHIHpOBAHHOC 6ubmoTeuHo-UHGOPMAIMOHHOE  ODCIyKHBAHHE

pomuTenel (3aKOHHBIX Mpe/ICTABUTENEH) YUalluXCs:



— YOOBJIETBOPAET 3arpochl MoJIb30BaTeNnet U HH(I)OpMpreT O HOBBIX TMOCTYIIJICHHAX B

6ubnuoTteky;

— KOHCYILTHPYET 0 BOIPOCAM OPraHH3alliy CeMeifHOTO UTeHHsl, 3HAKOMHT ¢ HH(pOpMAaLUeil 1o

BOCIIHTAHHIO JETEH;

— KOHCYJBTHPYET 110 BOIIpocaM y4eOHBIX H3/IaHMH IJId yYarHxcs.

3. Opranusanus AesiTeIbHOCTH OHOIHOTEKH
3.1. O6mee pyKOBOACTBO [AESTENHHOCTEIO ~ OMONMOTEKM  OCYMIECTRIACT ~ PYKOBOAHTENB
obpasoBaTensHOH OpraHu3aluy.
3.2. PykoBojicTBO OGHONHOTEKOH  OCYIIECTBISET — 3aBeXyIOLLMi oubnmorexoit  (nedaeoz-
bubnuomexape unu 6Gubnruomexapb), KOTOPLIM HA3HAYAETCA PYKOBOILUTEIEM oOpasoBaTensHON
OpraHu3aIyH.
3.3. 3aBenyroumit 6ubmHOTEKOM (nEdazoz-6ubnuomexapy, bubauomexaps) HECET OTBETCTBEHHOCTD B
mpefenax CBOEM KOMIIETEHLMH 3a OPraHH3alldi0 ¥ Pe3yNbTaThl IEITeILHOCTH 6ubnuoTeKn B
COOTBETCTBHH C (hYHKIHOHATLHBIMU 00A3aHHOCTIMH.
3.4. 3apexayiomuii GubIHOTEKOH (Medazoz-bubnuomexapb, 6ubnuomexaps) paspabaTbiBaeT H
IpeNCTaBIsAeT pPYKOBONHUTEMO 00pa3oBaTeNbHOM OpraHM3alliM Ha YTBEPKICHHC  CIIELYIOIIHMC
TOKYMEHTBI:

— nosioxeHue 0 GubIMOTEKE, TPABHIIA [T0Ib30BaHHA OHOIMOTEKOMH;

— MJI2HOBO-OTYETHYIO JOKYMEHTALWIO;

3.5. CrpykTypy OHOIHOTEKH COCTABIAIOT:

- abOHEMEHT:

— paboyee MeECTO

— OT/en Y4eOHHKOB;
3.6. bubnnoredHo-HHGOPMAMOHHOE OOCIy)KMBAHWE OCYIICCTBIACTCA B COOTBETCTBHH C
nporpaMMamMH M TulaHaMH paboThl OHOMHOTEKH 06pa3zoBaTebHOM OpraHM3alii Ha OCHOBE
6ubIMoTEYHO-UHGOPMAIIMOHHBIX PECYPCOB.
3 7. BubmHOTeKa ILIaTHbIE GUOTHOTEUHO-HH(OPMATIHOHHBIE YCIIYTH HE OKa3biBacT.
3.8. bubmuoreka o0ecrneduBacTCs:

— KOMITBIOTEPOM C BBIX0ZoM B MHTEpHET KOTMPOBATbHO-MHOKHUTEIBHOM TEXHHUKOH.
39 (OTBETCTBEHHOCTh 3@ CHCTEMATHYHOCTh M KayecTBO KOMILICKTOBaHMA ocHoBHOTO (poHaa
GHGIHOTEKH., KOMTIeKToBaHHE ydeGHOro (oHIa B COOTBETCTBHH C (enepanbHbIMA TIEPETHAMH
yqe6HUKOB U yueOHO-METOTHIECKUX A3[aHni, co3qaHne HeOOXOMUMBIX ycoBui A/ AeSTeNbHOCTH

Ou6IHOTEKH HeceT PYKOBOIHUTEID 00pasoBaTeNbHOM OpraHu3anyid B COOTBETCTBHHM C YCTaBOM

06pa3zoBaTeNbHON OpraHU3alKy.



3.10. Pesxxum paboTel GubmHOTEKM ompenensercs 3aBemyloumM OHOMMOTEKOH B COOTBETCTBHH C
NIpaBUJIaMKM BHYTPEHHETO pacnopsiika obpaszoparelbHOH opraHusanuy. [Ipu ompeseneHud pexuma
paboTel 6ubIHOTEKH IIPeyCMAaTPUBACTCS BEIICIICHUE: |
— [BYX 4acoB pabovero BpeMEeHH eXKeIHEBHO HA BHIIONHEHHE BHYTpUOUOIoTeYHOM paboTsl;
— OIHOTO pasa B MECsI[ — CAHHTApHOTO [Hs, B KOTOPBIH OOCTy)KHBaHHE IIONB30BaTeNlel He
MPOH3BOIHTCS,

— HE MEHEE OJHOI'0 pasa B Mecsll — METOJWYECKOTO JTHA.

4, Yyer nocTymjieHus U BLIOLITHS JOKYMEHTOB OubnnoTeunoro ponaa

4.1. CpegeHHS O BKIIOYaEMBIX B OHMOIMOTEYHBHi (GOHJA JOKYMEHTaX (QUKCHpYIOTCA B KHHUTE
cyMMapHOTO yueTa GuOmHOTewHOTO hoHAa (1ucmbr cymmaprozo ywema 6Gubnuomeurozo onoa,
JACypHAn).

4.2. CyMMmapHBIii y4eT NOCTYIUIEHHs 3JIEKTPOHHBIX CETEBLIX JIOKATbHBIX JOKYMCHTOB BEACTCA B
NEKTPOHHOM PEECTPE.

4.3. JIOKYMEHTEI, MOATOTOBJIEHHBIE K IpveMy B GHOMMOTEYHBIH (OHI. MOABEPraroTcd IIEpPBHYHOH
00paboTke U UHAMBHYAIEHOMY YYETY.

4.4, UHauBHIyabHEIA yUeT JOKYMEHTOB OCYLIECTRISETCS TyTEM MPHCBOCHUS KaXKIOMY SK3EMILLADY
JNOKYMEHTa PpEerucTpalMOHHOIO HOMEpa, MHOIo 3HaKa B Ka9ecTBE DPErMCTPalMOHHOIO HOMEpa
(CHCTEMHOTO HOMEpa KOMIIBIOTEPHOM POrpaMMBL, IITPHX-KOJA ¥ JIPYTHX). HHnuBuIyaIbHEBL HOMED
3aKpEIUISeTCss 3a JOKYMEHTOM Ha BCE BpeMs €ro HaxOXIACHHI B (porne OuOIHOTEKH.
PerucTpan@oHHble HOMEpA HCKIIOYEHHBIX M3 (OHIA JOKYMEHTOB HE MPHCBAaUBAIOTCA BHOBb
* TIPUHSATBIM JOKYMEHTaM.

4.5. PerrcTpallOHHBIE HOMEPA MPOCTABILIOTCS HENOCPEACTBEHHO Ha OKYMEHTAX U OTPKAIOTCH B
PETrHCTpe MHAUBUIYAILHOIO yUeTa JOKYMEHTOB, IPHHATOM B fubaHoTEKE.

4.6. B peructp BIMCHIBAIOTCH JaHHBIE O KaXIOM JOKyMEHTE: Jara 3alucd B PerucTpe,
perucTpalMOHHEIH HOMEp, KpaTKoe 6ubnuorpaduyeckoe OnmUcaHue JOKYMEHTA (aBTOp, 3arlIaBHE,
TOM. YacTh, BBITYCK. MECTO ¥ TOJl M3/IaHHs), IIeHa JIOKYMEHTA.

4.7. ViuauBuayalbHBIE y49eT [epHOJIMIECKHX H3JaHUH BEICTCS B PETrACTPAIIHOHHON KapTOTEKE
IIEPHOIMYECKUX U3AHNH, IPeTHASHAYCHHOH I yueTa KaX/0T0 HasBaHHi W Ka)KIOTO 3K3EMIUISpa
(6 aBmMoMamu3UpoBarHot base OAHHbIX).

4.8. JIOKyMeHTHI, BKIroyaeMble B (DOHI 6UOMMOTEKH, Mapkupyrotcs. IIpu 3TOM HCHOJIB3YETCH
IITEMIIETIb.

4.9. Ha mOKYMEHTAX, ABJISIOIIMXCS [MPUIOKEHUEM K OCHOBHOMY HOCHTEII0 M €r0 HEOTHEMIIEMOH
4acThIO, MPOCTABIIIOTCS TE YK€ PEKBH3HTBL, YTO ¥ Ha OCHOBHOM IOKyMEHTE.

4.10. Ha npuHSTBIX TIEPBHYHBIX YYETHBIX NOKYMEHTaX MPOH3BOIMTCA 3AIHCE, MO TBEPIKAIONIAsL,



YTO TOCTYIMBIIAE TOKYMEHTHI NPUHATHI B OUOMMOTEUHBIH (OHA Kak B OOBEKT 0C000 LEHHOTO
ABMXHMMOTO HMYIIIECTBA WITH KaK B 00BEKT HHOTO JIBHKMMOT0 HMYIIESCTBA.

4.11. TlepBuunbIe yueTHbIE JOKYMEHTHI, MOATBEP:KAaOMHEE (aKT NOCTYIICHH, nepe.uam'l:cyl B
OyXraJTepHio /s BKJIOYeHHH B ydeT doubamoreunoro goupa. -

4.12. JlokyMeHTsl BLIOBIBaOT U3 OmOnMoTewHoro (oHAA B CBA3M ¢ (QU3MYECKOH yTPATOH HIH
YacTHYHOM mU60 MONHOM yTparoift MOTPeOHTENbCKUX CBOMCTB. BrIOBBatoHe I0KYMEHTDI
UCKITIOUaroTest 13 6ubinnoTeunoro GoHIa U CIMCHIBAIOTCA.

4.13. BoiObiTHE [NOKYMEHTOB M3 OmOnuoredHoro (GoHAA O(OPMISIETCS aKTOM O CIHCAHHK
MCKITIOUEHHBIX 06BeKTOB 6ubmuotedroro donna no dopme 0504144 (majnee — aKT 0 COMCAHHH),
yTBepkIeHHol npuxazom Munduna Pocenn ot 30.03.2015 Ne 521,

4.14. K akTy O CIMCaHMM TIpUTAraeTcs CIHCOK HAa MCKIOYEeHHE 00BEKTOB 6ubnuoreuroro (honaa
(1aiee — CIHMCOK), KOTOPBIH BKITIOWAET CIE/IyIONIHe CBEICHHA: PETHCTPALHOHHbIH HOMED U mwuhp
XpaHeHHMS  [JOKYMEHTa, Kparkoe OuOmmorpagmyeckoe — OmHCaHHe., — I€HY  JIOKYyMCHT4,
3a()MKCHPOBAHHYIO B PETMCTPE HH/MBHIYAIbHOIO ydeTa JOKYMEHTOB, KOIQOUITHCHT NEpEOLCHKL,
LEeHy TocJIe IIEPEONEeHKH H 00LIYI0 CTOMMOCTE HCKIIFOUaeMBIX NOKYMEHTOB.

4.15. Jlna medaTHBIX AOKYMEHTOB BPEMEHHOIO XpaHEHHs [OIyCKAeTCs 3aMEHa CIHCKA KHHIKHBIMH
dopmyisipaMH.

4.16. JIns HOKYMEHTOB, 06paBOTAHHBEIX TPYIIOBLIM (YIPOLIEHHEIM) criocoboM, BMECTO CITHCKa
J{@€TCs [IEpedeHb PErACTPAIIHOHHBIX HOMEPOB, BUII HCK/IOYAEMBIX H3/IAHHH, X KOIH4ECTRO.

417. K akry O CHMCaHWM 10 TPHYMHE YTPAaThl M CIIMCKY INpHIAraioTes  AOKYMEHTDI.
NOATBEPIKAAIONME YTpaTy (LHOSCHUTEIbHAs 3alucka, B Clydae KPaKH HIM XHIICHHS — [POTOKOT,
* aKT. 3aKOYEHHE YIIOTHOMOYEHHBIX OPraHoB, PH BO3MEMEHHH yiepoa — (UHAHCOBBIH JOKYMEHT O
BO3MeElIeHHH yiiepha).

4.18. Tlocne 3aBeplIeHHs: MEPOIPHITHIA, IPELyCMOTPEHHBIX aKTOM O CIIHCAHHH, NepBBLi HK3EMIULIP
AKTA O CIMCAHHH CO CIHCKOM H HOKYMEHTOM, MOLTBEpYKNAIONIAM BBIOBITHE, Nepeaactcs B

GyXranTepHio, BTOPOH 3K3EMILTAP OCTAeTCs B GHOMHOTEKE.

5. IlpoBepKa HANMYHS JOKYMEHTOB Gubanoreanoro donaa
5.1, TIpoBepka HamM4yHsi [OKYMEHTOB 6ubmuoTeunoro (Goupa (mamee — TpOBepKa donna)
MPOU3BOAUTCA B 00A3aTENBEHOM IOPSAKE:
— TpH BEIIBICHWH (AKTOB XMIIECHA, 3710y1oTpeGIeHNA MK TIOPYH TOKYMEHTOB;
— B ciyyae cTuxuitHoro 6enCTBHA, NOXKapa WIH JPyrix ype3BEMAfHBIX CHTyalHH, BhI3BAHHBIX
9KCTPEMATBHBIMH yCIIOBHIMM,

— TIpM peopraHH3aliy WK THKBAAALHH OubIHOTEKH.



YTO TIOCTYTMBIIHME JOKYMEHTH NPUHATHI B GuOnMoTeuHbl GOHA Kak B 0OBEKT 0c000 LEHHOro
JBHKEMOIO HMYLIECTBa MM KaK B 00BEKT HHOTO JIBHIKHMOTO MMYIIECTBA.

4.11. TlepeuuHbie y4eTHBIE JOKYMEHTHI, I0ATBEP/KAaI0MHE (PAKT MOCTYIICHH, HCPE,[IaIO';‘CH B
OyXraJTepuIo AJs BKJAIOYEHHS B y4eT oubanoreunoro douaa. ‘

4.12. JlokyMeHTHl BEIOBLIBAIOT M3 GHOIMOTEYHOro (oHZA B CBI3M C (UINYECKOH yTpaTOH HIH
yacTHYHOH MO0 TOMHOH yTpaTod NOTPeGUTENbCKUX CBOMCTB. BriOpiBaromme JIOKYMEHTBI
HCKIFOYaroTea u3 OnbmuoTeuHoro GoHa U CIHCHIBAIOTC.

4.13. BeifbiTHE MOKYMEHTOB M3 OmbGmmoredHOro (GoHza O(QOpMISeTCs aKTOM O CIMCAHHH
UCKIIOUEHHBIX 06BekToB GubnHoTeuroro (poma mo dopme 0504144 (1aee — aKT O CHUCAHUK),
yTBepaeHHo# npukazom Munduna Pocenn ot 30.03.2015 Ne 52n.

4.14. K aKTy O CIHCAHHH NPHJIATAETCS CIMCOK HA WCKITIOYEHHE 00BEKTOB OMOTHOTEHHOTO donna
(nanee — CIHCOK), KOTOPEIH BKJIFOYAET CIEAYyIOIIHE CBEIEHNMS: PErHCTPALMOHHBIH HOMEp H mudp
XpaHeHHs ~ JOKyMeHTa,  Kparkoe OmOmuorpaduueckoe — omucanue, — LCHY — JOKyMEHTd,
3a(UKCHPOBAHHYIO B PErHCTPE HHIMBHIYATBHOIO y4YeTa NOKYMEHTOBR, K03((PHIMEHT EPEOLEHKH,
TIeHy noce NEPEOIeHKH U 00110 CTOHMOCTE HCKITIOYAEMBIX JOKYMCHTOB.

4.15. Jlns meyaTHBIX JOKYMEHTOB BPEMEHHOIO XPAaHEHHs JONYCKAeTCAd 3aMeHa CITMCKA KHHKHBIMH
(hopMysIpaMH.

4.16. Jns HOKYMEHTOB, 06paGOTAHHBIX TPYINOBEIM (YMPOUIEHHBIM) cr1oco60M, BMECTO CIIMCKa
JleTCs! TIepedeH’b PETHCTPALMOHHBIX HOMEPOR, BUJI MCKIIOYACMEIX H3JIQHHH, HX KOIIYECTBO.

4.17. K akTy O CIMCAaHMM [O TNpWYMHE YTpaThl M CIHMCKY IPHIAraioTes HOKYMEHTEL
NOATBEPIKAAIONIME YTpaTy (HOSCHUTENbHAS 3allACKa, B CITYy4ae KpaXH HIIH XHINCHI — IIPOTOKOJL.
AKT, 3AKTIOYCHHE YIOTHOMOYEHHEIX OPraHoB, P BO3MEILEHNH ymepba — (puHAHCOBBIH TOKYMEHT O
BO3MeEIIEHUH yTepba).

4.18. Tlocie 3aBepiieHHs MEPOIIPHSTHA, TIPEIyCMOTPEHHBIX aKTOM O CTIHCAHNH, MEPBBI IK3EMILTAP
aKTa O CIIMCAHHHM CO CIIMCKOM ¥ JIOKYMEHTOM, MOATBEPIAIOUIUM BEIOBITHE, [epelaercs B

GyXranTepHio, BTIOPO 5K3eMILIIP OCTacTCs B bubnuoteke.

5. [IpoBepka HAIWIHA AOKYMEHTOB Gubauoreanoro gonna

5.1. TIpomepka Hamu4usi JOKYMEHTOB oubmmoteyHoro (oHma (mamee — MPOBEPKA tbonma)
IIPOM3BOAMTCS B 0DsA3aTENBHOM IOPSIKE:
— 1pH BBIABJIEHUH (PAKTOB XMIICHHA, 3710yNOTpeGIEeHHS WA TOPYM TOKYMEHTOB;
B cllyuae CTHXHMIHOTO GEICTBHSL, HOKapa UITH JPYTHX upe3BBIYAHHEIX CHTYAIHi, BBI3BAHHBIX
SKCTpEMaTbHBIMH YCIOBHAMH,

— [P pEOpraHu3allii WiTH THKBHAALHH OHOTHOTEKH.



5.2. Ipu BBISIBIIEHHK B MPOLECCE NPOBEPKH (POHIA OTCYTCTBYIOIIHX JOKYMEHTOB H HEBO3MOXHOCTH
YCTAHOBJIIEHHMS BHHOBHBIX JMI[ YOBITKM IO HEJOCTAYaM CIMCHIBAIOTCA B COOTBETCTBHH C
JEHCTBYIOIIUM 3aKOHOIATENECTBOM. I‘
6. lenonpou3BoOACTBO )
6.1. Opranmsanus paboTEl ¢ JOKYMEHTaMH 10 ydeTy GubnmoredyHoro GoHga OCYMECTBIETCA MO
npaBwiiaM BeJICHHs IET0IPOH3BOJICTBA.
6.2. B 6ubnuorexe BeIyTCA U XpaHATCH:

— WHBEHTAPHbIE KHHUIH;

— KHHTH CyMMapHOTO y4eTa:

— aKTHI O CIIUCAHHY MCKITIOYECHHBIX 06HeKTOB GUOIHOTEUHOr0 QOH/a;

— yueTHbIE JOKYMEHTHI, MOATBEPHKIAONINE TTOCTYIIEHHE TOKYMEHTOB B 6ubnuoTeyHb Gona

(HaK/Ia[HEIe, aKTHl O IIPHEME, AKTHI CAa4U-TIPHEMKH);
— aKTHI 0 pe3yJIbTaTax IpoBe/IeHUs IPOBEPKH HAlIMIKA JOKYMEHTOB fubnuoreynoro Gonma.

_ JKypHAJ ydYeTa BEIIAYd y4eOHUKOB ( HIH JTACTHI y4eTa)



