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IMosoxenue
0 OubamorTeke
B MYHUIIUNIAJIbHOM 0011e00pa30BaTeIbHOM OKO/I’KETHOM YUpe:KIeHUH
cpeaHeii o0meodpa3zoBaTenbHoil MKOJABLI Ne 14 1. Coun
umenu I'eposi Coerckoro Coro3a CosinoBa Wibu SIkoBieBnua

1. O6mme moJ1o:keHnst

o Hacrosiuee nosnoxxeHue perimaMeHTHPYET IeSTeIbHOCTh OMOIMOTEKH MyHULIUIIAIBHOTO 00111e00-
pa3oBaTeNbHOTO OFOKETHOTO YUPEXKICHHS cpeaHen 00meodpasoBaTenbHOM mkosbl Nel4 r. Coun.
1.2. Hactosmiee nonokeHue pazpaboTaHo B cooTBeTcTBUM ¢ DenepanbHbIM 3aK0OHOM OT 29.12.2012
Ne 273-®3 «0O06 obpazoBanuu B Poccuiickoit ®enepauun», npukazom MuHpuna Poccunm ot
30.03.2015 Ne 521 «OO0 yTBepkaeHUU (GOpM MEPBUUHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OyXrai-
TEPCKOT0 ydeTa, NMPUMEHSEMBbIX OpraHaMH TOCYIapCTBEHHON BiacTU (TOCYJapCTBEHHBIMH Opra-
HaMHM), OpraHaMH MECTHOTO CaMOYIPABJIEHHUs, OpraHaMH YIPaBJIEHHs TOCYIapCTBEHHBIMH BHEOIOI-
XKETHBIMU (DOHIaMH, TOCYAapCTBEHHBIMU (MYHHUIMIAIBHBIMH) YYpEeXKIECHUAMU, U MeTonndeckux
yKa3aHHUH 0 X IPUMEHEHUIO», TpukazoM MuHKyabTypbl Poccun ot 08.10.2012 Ne 1077 «O06 yrBep-
xnaeHuu llopsaka yyeta JOKYMEHTOB, BXOASIINX B cOCTaB OMOIMOTEYHOro GoHIa», mucbMoM Mu-
HoOpa3zoBanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O IIpumepHOM 10J105k€HUH 0 OUOIHOTEKE 00-
111€00pa30BaTEIBHOIO YUPEKACHUSY.

1.3. bubnunoreka sBIseTCS CTPYKTYPHBIM MOApa3/iefieHHeM 00pa3oBaTeIbHON OpraHu3aluy, yJacT-
BYIOIIIMM B y4€OHO-BOCIIUTATEILHOM IPOIECCE B LEISIX 0OecreueHus mpaBa yyacTHUKOB 00pa3oBa-
TEJILHOTO Ipoliecca Ha OecIiaTHOe MOJIb30BaHHe OMOIMOTEeYHO-UH(POPMALIMOHHBIMU PECYPCAMHU.
1.4. [lopsiok moab30BaHUS UCTOYHUKAMH MH(OpMaLKH, IEpEeYeHb OCHOBHBIX YCIYT M YCIOBHUS MX
IPEOCTABICHUS ONIPENENAIOTCS HACTOSAIIMM TOJI0KEHHEM 0 OMOIMOTeKe U MPaBUIIaMU MTOJIb30BaHUS
O1OIMOTEKOH, YTBEPKAEHHBIMU PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3aIiy.

1.5. Opranu3zanusi 00CIy’)KMBaHUSI YYaCTHUKOB 00pa30BaTeIbHOIO Mpolecca MPOU3BOAUTCS B COOT-
BETCTBUHU C ITPaBUJIaMU TEXHUKHU O€30MaCHOCTH ¥ IPOTUBOIMOKAPHBIMHU, CAHUTAPHO-TUTHEHUYECKIMHU
TpeOOBaHUSIMHU.

2. lean, 3axaun, PyHKIUN OMOIHOTEKH

2.1. OCHOBHBIMH IIENISIMU U 33JjauaMH OMOJIMOTEKH 00pa30BaTeIbHON OpraHu3alyu SBISIOTCS:

e o0ecrieyeHre y4aCTHHUKOB 00pa3oBaTENbHOTO Ipolecca AOCTYNOM K MHGOpMaluu, 3HAHUSIM,
UJesIM, KyJIbTYPHBIM LIEHHOCTSIM ITOCPEACTBOM MCIOIb30BaHUs OMOINOTEUHO-MH(POPMAIIMOHHBIX pe-
CypcoB 00pa30BaTeNbHONW OpPraHM3alMM Ha PA3JIMYHBIX HOCUTENSAX: OyMaKHOM (KHMXHBIH (QOHJ,



(bOH]I MepUOIUIECKIX H3/IaHU ); MArHUTHOM ((OHIT ayano- U Buaeokaccer); nudpoBom (CD-nuckn);
KOMMYHHUKATUBHOM (KOMIIBIOTEPHBIE CETH) U MHBIX HOCUTEJISIX;

® [IPUBICYCHHUE YUAIIMXCSI K CUCTEMAaTHUECKOMY YTECHHIO Y4eOHOH, Xy10’KECTBEHHOM, HAyYHO-II0-
MyJISPHON JIUTEPATYPhL;

e OpraHu3alys YTEHHsS B LIEJSIX YCHEIIHOTO U3YYEHUS YUalIUMHCS YU€OHBIX IPEIMETOB, JTyUIIEro
YCBOEHHSI 00111e00pa30BaTeIbHBIX IPOTPAMM;

® cojelicTBHE Pa3BUTHUIO [TO3HABATEIBHBIX HHTEPECOB M CIIOCOOHOCTEN yUaIIUXCs;

e oO0Oy4eHHe OCHOBaM OMOIMOTEYHO-OUOIMOrpadnuecKol TPaMOTHOCTH;

e cojeiicTBHE NEAarornyeckuM pabOTHUKAM B MOJ00pE HAYUHO-METOJUUYECKON JTUTEepaTyphbl, HH-
($hopMHUPOBaHKE O HOBBIX MOCTYIICHUAX B OMOIMOTEYHBIN (POH/T;

® COBEpILEHCTBOBAHHUE IMPEIOCTABISIEMbIX OUOINOTEKOHN yCIIyT Ha OCHOBE BHEJIPEHHUSI HOBBIX HH-
(OpMaLIMOHHBIX TEXHOJOTMH M KOMIIBIOTEPU3ALMH OMOIMOTEUHO-UH(OPMAIIMOHHBIX HPOIECCOB,
dbopmupoBanre KOMGOPTHON OMOIMOTESYHON CPEIBI.

2.2. bubnmoTteka BBIMOJIHACT CAeyromue (pyHKIum:

2.2.1.@opmupyet Ghona OuOIMOTEUHO-MHPOPMAITMOHHBIX PECYPCOB 00pa30BaTEIbHOM OPTaHU3aAINH:
® KOMIUIEKTYET YHHUBEPCATbHBINA (POH] YICOHBIMH, XYI0KECTBCHHBIMU, HAYIHBIMH, CITPABOYHBIMU,
NeAarorndyecKuMU U HAyYHO-TIOMYJISIPHBIMU JOKYMEHTaMH Ha TPaJUIIMOHHBIX U HETPaJAULIUOHHBIX
HOCHUTEISIX WH(POPMAIIHH;

e mnononHseT GoH MHPOPMAIIMOHHBIMHU pecypcamu cetu MHTepHeT, 6a3amMu U OaHKaMU JTaHHBIX
JIPYTUX OpraHU3aIlHii;

® aKKyMyJHpyeT (pOoHI JOKyMEHTOB, CO37aBa€MbIX B 00pa30BaTeIbHON OpraHu3anuy (IyOoInKanui
1 paboT neiaroroB 00pa3zoBaTebHON OpraHu3aliy, JyYIINX Hay4YHbIX pa0oT U pedepaToB ydaumxcs
" I1p.);

® OCYILECTBIISICT pa3MeIICHUE, OPTaHU3aLUI0 M COXPAHHOCTH JIOKYMEHTOB.

2.2.2. Co3naet nHOOPMAMOHHYIO MTPOTYKITHIO:

®  OCYIIECTBIISIET aHAIUTUKO-CHHTETHUECKYIO TIepepaboTKy uH(OpMaIHH;

® OpraHu3yeT U BeleT CpaBOYHO-OMOIMorpaduyeckuit anmnapar: karajioru (adaBUTHBIN, CUCTe-
MaTHYECKHi{), KAPTOTEKH (CHUCTEMaTHYECKYI0 KapTOTEKy CTaTel, TeMaTH4YeCKHe KapTOTEKH), DIIeK-
TPOHHBIN KaTasor, 0a3bl JaHHBIX MO MPO(UII0 00pa30BaTENbHON OpraHu3alnu;

e paspabaTbIBaeT peKkoMeHJaTeNnbHble Oubauorpadudeckue mocodus (CIUCKH, 0030pbl, yKa3zaTenu
U T.IL.).

2.2.3. OcymectBisier AuddepeHInpoBaHHOE OUOINOTEYHO-MH(DOPMAITMOHHOE 00CITyKUBaHHUE y4a-
HIUXCS:

® mpenocTaBiseT HH(POPMAITMOHHBIE PECYPCHI Ha PA3IMYHBIX HOCUTEIIX;

e OpraHusyer oOydeHHEe HaBbIKAM HE3aBHCHMOIO OMOIMOTEYHOIO IMOJb30BATENs U MOTpeOUTEINs
uH(pOpMaIiU, COACHCTBYET MHTETPallii KOMILIEKCa 3HAaHUH, YMEHHUI U HaBBIKOB paOOThI C KHUTOH U
uH(popMaluen;

e OKa3bIBaeT MH(OPMAIMOHHYIO MOAJIEPKKY B PEIICHUH 3a/1a4, BOSHUKAIOIIUX B Mpolecce y4ueo-
HOM, caM000pa30BaTeIbHON U JJOCYTOBOM JIEATETbHOCTH YUaIIUXCS;

® OpraHu3yeT MacCOBbIE MEPOIPHSTHS, OPHCHTUPOBAHHbBIC HAa Pa3BUTHE OOIICH M YMTATEIbCKOM
KYJIBTYPBI JINYHOCTH;

® COJEHCTBYeT mefarornyeckuM paboOTHHKAaM B OpraHU3ali 00pa30BaTENbHOTO IMpolecca U J10-
cyra ydammxcst (mpocMoTp Buaeo¢pmibMoB, CD-IUCKOB, IPE3eHTAlMK PAa3BUBAIOIINX KOMIBIOTEP-
HBIX UTD).

2.2.4. OcymectBisierT nuddepeHnpoBaHHOE OMOINOTeUHO-UH(POPMAIIHOHHOE 00CTYKUBAHUE TTe/1a-
TOTUYECKUX PaOOTHHUKOB:

e BbIIBIISIET UH(OPMAIIMOHHBIE TOTPEOHOCTU U YOBIETBOPSIET 3aIIPOCHI, CBA3aHHBIE C 00yUEHHEM,
BOCIIUTAHUEM YUaIIUXCS;

® BBIIBIISIET MH(POPMAIIMOHHBIE MOTPEOHOCTH M YAOBJIETBOPSET 3alPOCH B O0JIACTH TIeIaroruyie-
CKHUX MHHOBAIIUH ¥ HOBBIX TEXHOJOTHIA;



e copeiicTByeT MpodeCCHOHATHHON KOMIETCHIIMH MEAaroroB, MOBHIIICHUIO KBATH(HUKAINH, ITPO-
BEJICHUIO aTTeCTalUH;

® OCYILECTBIISIET TeKyllee HHPOpMHUpOBaHUE (THH MH(GOPMAIHH, 0030pbl HOBBIX MOCTYIUICHUH U
nyonuKamui);

® CIOCOOCTBYET IMPOBEICHUIO 3aHATHHA MO (OPMUPOBAHUIO HHPOPMAIMOHHON KYyIbTYpHl yda-
HIUXCS; ABJsIETCs 6a30i AJ MPOBEACHUS MPAKTHUECKUX 3aHATHH 1Mo paboTe ¢ nH(POPMALIMOHHBIMU
pecypcami.

2.2.4.1. 3amumiaer aereld OT CIACAYIOIMUX BUAOB MHPOPMALMH, TPUUYUHSIONIMX Bpel 3J0POBBIO U
(unm) pa3BUTHIO JieTel

2.2.4.1.1.. K uadopmanuu, pacpocTpaHeHHe KOTOPOU CPEIM IeTel ONpeIeICHHBIX BO3PACTHBIX Ka-
TErOpHil OrPaHUYCHO, OTHOCUTCS MHPOPMAITHSI:

e  mpelcTaBisieMasl B BUJI€ U300payKeHUSI UM OMKMCAHUSA KeCTOKOCTH, (pU3ndeckoro u (Wiu) mcu-
XUYECKOI0 HACUJIUS (32 UCKJIFOUEHHUEM CEeKCYalbHOI'O HACUJIUS), PECTYIJICHUS WM UHOTO aHTHOO-
IIECTBEHHOI'O JCHCTBUS;

e  BBI3BIBAIOINIAS Y JIETEH CTpax, y)Kac WU MaHUKY, B TOM YHUCIIE MpeACTaBisieMasl B BUIe U300pa-
YKEHUS WM ONTMCAHUS B YHIDKAIOIIIEH YeJIOBEYECKOEe IOCTOMHCTBO (hOpMe HEHACHIILCTBEHHOM CMEPTH,
3a00JIeBaHUs, CaMOyOUICTBA, HECYACTHOTO CIIy4asi, aBapuu WU KatacTpo(dbl U (WJIH) UX IOCICH-
CTBUH;

e  MpencTaBisieMas B BUJIE U300paKEHUS WU OMMCAHUS TTOJIOBBIX OTHOLIEHUH MEXIY MYXYHMHOM
W KCHIITUTHOM;

e  cojepskamias OpaHHbBIE CIIOBA M BBIPAKEHHUS, HE OTHOCSIIUECS K HEI[EH3ypHOU OpaHu.
2.2.4.1.2.. K uadopmanmu, 3arpemeHHon uisi pacIpOCTpaHEHUs CPEIH IETeH, OTHOCUTCS HH(OpMa-
s

e mo0yXnaronas JeTeid K COBEPIICHHUIO JCHCTBHMA, MPEACTABISIIOIINX YIPO3Y MX JKU3HU U (MJIH)
3JI0POBBIO, B TOM YHKCJIC K MPUYUHEHHUIO BPEa CBOEMY 3J0POBBIO, CAMOYOUNCTBY, JIMOO KU3HH H
(unu) 310pOBBIO MHBIX JIUII, TUOO HANpaBiICHHAs HA CKIIOHEHHE WM WHOE BOBJICYCHHUE JETEH B CO-
BEPILICHUE TaKUX JICHCTBUIA;

e crocoOHas BBI3BATH Y JETeHl KelaHue YImoTpeOUTh HAPKOTHUECKHUE CPEACTBA, IICUXOTPOIHbBIE U
(unu) ogypMaHMBAIOIINE BEIIECTBA, TabayHble M3/ENNs, HUKOTHHCOAEPKAILYIO MPOIYKIUIO, allKO-
TOJIBHYIO ¥ CIIUPTOCOIEPIKAIILYIO TTPOIYKIIUIO, TPUHSATH YYaCTHE B a3apTHBIX UTPAX, 3aHUMATHCS TIPO-
CTUTYIIUEHN, OPOSHKHIHUECTBOM UITU MOMPOLIAHIYECTBOM;

e 00OCHOBBIBAIOIIAS WJIU OTIPABJIBIBAIONIAS JOMYCTUMOCTD HACHIIUS U (MJIH) )KECTOKOCTH JIHOO TT0-
Oy>KIaroiasi OCyIIeCTBISATh HACUIBCTBEHHBIE IEHCTBUSI 110 OTHOIICHHIO K JIFO/ISIM WJTU JKUBOTHBIM, 32
HCKIIFOUEHHEM CIIy4aeB, MPEyCMOTPEHHBIX HACTOAIUM DeepanbHbIM 3aKOHOM;

e cozeprkaias n300pakeHHe WM ONMCAHHE CEKCYaIIbHOTO HAaCHIINS;

e  OoTpuUAIOUIas ceMeiHbIe IICHHOCTH U (POPMUPYIOLIasi HEYBaXKEHUE K POJUTENSIM U (UJIN) APYTUM
YJIeHaM CEMbH;

e [pomara”aupymomas 1100 AEMOHCTPUPYIOIIAs HETPATUIIMOHHBIE CEKCYyallbHbIE OTHOUICHHS U
(unm) MpeAnoYTeHNUS;

MponaranIMpyromias neaomimo;

CriocoOHas BBI3BATh Y JIETEH JKeTaHHe CMEHUTH TIOT;

OMPAaB/IBIBAIOIIAS IPOTUBOIPABHOE MOBE/ICHHUE;

coJieprKalasi HelleH3ypHYIO OpaHb;

cojieprkarasi ”HQopMaIio TOpHOTrpaGUUIECKOTO XapaKkTepa;

O HECOBEPIICHHOJETHEM, MOCTPAJaBIIeM B pe3yiabTaTe MPOTHBOIPABHBIX AeWcTBUN (Oe3mei-
CTBUS1), BKIItoUasi (paMHIIMU, UMEHA, OTYeCTBa, (POTO- U BHIEON300paKEHUsI TAKOTO HECOBEPIIICHHO-
JIETHETO, €T0 POAUTENICH M WHBIX 3aKOHHBIX MPEJCTABUTENCH, ATy POXKIACHUS TAKOTO HECOBEPIICH-
HOJIETHETO, ayIMO3aIUCh €r0 r0JI0Ca, MECTO €r0 KHUTEIbCTBA WM MECTO BPEMEHHOTO MPeObIBAHNUS,
MECTO ero y4eObl Win padoThl, THYIO WH(POPMAIIHIO, TTO3BOJISTFOIIYIO MPSMO HJIM KOCBEHHO yCTaHO-
BUTbH JINYHOCTh TAKOTO HECOBEPILIEHHOJIETHETO;



e cozepkamascs B ”HGOPMAITMOHHOHN MPOAYKIIUH, IPOU3BEICHHON HHOCTPAHHBIM areéHTOM.
2.2.5. OcymectBisieT nudpepeHnrpoBaHHOe ONOIMOTEYHO-MHPOPMAIIMIOHHOE O0CTY)KHUBAHHUE POJIU-
Tesel (3aKOHHBIX MPECTaBUTENICH) YUalInXcs:

e  yJIOBJIETBOPSET 3aMPOCHI MOJIb30BaTENeH U HHPOPMHUPYET O HOBBIX MTOCTYIUICHUSX B OMOIMOTEKY;
e UMeEeT MPEUMYIIECTBEHHOE MIPaBO Ha MPHUOOPETEHNE JOKYMEHTOB, BBIITYCKAEMBbIX O (enepalib-
HBIM TOCYAApCTBEHHBIM MPOTrpaMMaM KHUTOM3IAHMS, U MEPBOOUEPEIHOE MPHUOOPETEHUE TOKYMEH-
TOB, JIMKBUIUPYEMbIX OMOINOTEK

® KOHCYJIBTHUPYET IO BOIPOCAM OpraHU3alliu CEMEIHOro YTeHHs, 3HAKOMHUT ¢ UH(oOpMalueil mno
BOCIIUTAHUIO JIETEHl;

® KOHCYJIBTHUPYET IO BOIPOCAM y4eOHBIX M3AaHUH I yJaIuXCs.

3. Opranuszauus AesiTeJJbHOCTH OMOJIMOTEKH

3.1. O01iee pyKOBOACTBO JIEATEILHOCTHIO0 OMOITMOTEKN OCYIIECTBISIET PYKOBOJUTEIh 00pa30BaTeIIb-
HOM OpraHu3anuu.

3.2. PykoBOACTBO OMOJIMOTEKOM OCYIIECTBIISIECT 3aBEAYIONTNI ONOINOTEKOH (nedazoe-oubiuomexapy,
bubnuomexaps), KOTOPbII Ha3HAUAETCS PYKOBOJIUTEIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBenyromnuii OMOINOTEKOU (nedazoe-oubauomexaps, 6UOIUOMEKAPDL) HECET OTBETCTBEHHOCTH B
npeJenax CBOe KOMIIETEHIIMH 32 OPraHU3alllio U Pe3yibTaThl IeATEeIbHOCTH OUOIMOTEKH B COOT-
BETCTBUU C (PYHKIIMOHAIBHBIMU O0S3aHHOCTSIMH.

3.4. 3aBenyrouuii OUOIMOTEKOH (nedazoz-oOubUOMeEKapy, bubauomeraps) pa3padaTbiBaeT U Mpea-
CTaBIISICT PYKOBOJIUTEIIO 00pa30BaTEIbHON OpraHU3aiy Ha YTBEPKICHUE CIEAYIOIINE TIOKYMEHTHI:
® MOJIOXKEeHHE 0 OUOIMOTEKe, MpaBUia MOIb30BaHUS OUOINOTEKOI;

® CTPYKTYpPY M LITaTHOE pacnucanue OMOIMOTEKH, KOTOPbIE pa3padbaThIBAlOTCs HA OCHOBE 00BEMOB
pabor;

® TMOJIOXKEHHE O MIIATHBIX yCIyrax OMOIMOTeKH;

® [JIAHOBO-OTYETHYIO JOKYMEHTAIUIO;

® TEXHOJOTHYECKYIO JTOKYMEHTAIIHIO.

3.4.1 3aBenyrouuit OUOMUOTEKON (nedazoe-6ubruomexaps, bubIUOMeEKaPs) TOATSKUT TePUOINYE-
CKOH aTTecTalnuu, MopsI0K KOTOPOH ycTaHaBIMBaeTCs ynoJHoMo4eHHbIM [IpaBurensctBoM PD de-
JepaTbHBIM OPTaHOM UCTIOTHUTENBHOM BIACTH.

3.5. CtpykTypy OUOIMOTEKH COCTABIISIIOT:

e a0OHEMEHT;

YHUTaJbHBIN 3all;

OTJIeN Y4eOHUKOB;

oTJeN MHPOPMALMOHHO-01OIMorpaguueckon paboThl;

(GOHJT ¥ CTICIIMATU3UPOBAHHBIHN 3aJ1 PaOOTHI C MYJIIbTUMEIUUHBIMEA U CETEBBIMU JJOKYMEHTAMU;
BUJICOCTY NS

MHUHH-M3aTeIECKUN KOMITJIEKC,

e MeauaTeKa.

3.6. bubnunoreyHo-MHPOPMAIIMOHHOE 00CITYKUBAHNE OCYIIECTBIISIETCSI B COOTBETCTBUU C MIPOTPaM-
MaMU | IJIaHaMH paOboThl OMOIMOTEKH 00pa30BaTeIbHON OpraHU3aIlii Ha OCHOBE OMOIMOTEUHO-UH-
(hOopMaIMOHHBIX PECYPCOB.

3.7. bubnuoteka BIpaBe MPEAOCTABIATH IUIATHBIE OMOIMOTEUYHO-UHPOPMAIIMOHHBIE YCIYTH, Mepe-
YeHb KOTOPBIX ONPEJIEISIETCS YCTaBOM 00pa30BaTelIbHOM OpraHu3aIny.

3.8. bubnuoreka obecrieunBaeTcs:

® KOMIUJIEKTOBaHMEM OMOINOTEUHO-UH(POPMAILIMOHHBIX PECYPCOB;

® HEOOXOJUMBIMH CITY)KEOHBIMHU M POU3BOICTBEHHBIMU TTOMEIIICHUSIMU B COOTBETCTBHUHU CO CTPYK-
Typoi OMOIMOTEKH M HOPMATHBAMU IO TEXHUKE 0€30MaCHOCTH IKCILTyaTaIl[ii KOMITBIOTEPOB U B CO-
OTBETCTBHH C ITOJIOXKCHUSMH CAHUTAPHBIX IMPABUJI K HOPMATHBOB, 00ECIICYMBAIOIIIMMH COXPAHHOCTh
KHUT;



® COBPEMEHHOH 3JIEKTPOHHO-BBIUYUCIUTEILHON, TEICKOMMYHUKAMOHHOW U KOMMPOBAIBHO-MHO-
KHUTEIbHON TEXHUKON U HEOOXOAUMBIMU IPOrPAMMHBIMU POTYKTaMHU.

3.9. OTBETCTBEHHOCTH 32 CHCTEMAaTUYHOCTh U KaYeCTBO KOMILIEKTOBAHUSI OCHOBHOTO (pOHAa ONOIHO-
TEKHU, KOMIUIEKTOBaHHE y4eOHOro (poH/1a B COOTBETCTBUU € (pe/iepaibHbIMU IEPEUYHAMU YUEOHUKOB U
y4eOHO-METOIMYECKUX M3AaHUH, CO3aHre HEOOXOAUMBIX YCIOBUN IS IEATEILHOCTH OMOIMOTEKH
HECET PYKOBOJAUTENb 00pa30BaTeIbHON OpraHMU3alMi B COOTBETCTBUM C YCTaBOM 00pa3oBaTeIbHON
OpraHu3aIuy.

3.10. Pexxum paboThl OMOJIMOTEKH OTPEEISIETCS 3aBEAYIOIIMM OMOIMOTEKOH (nedazocom-oudbauome-
Kapem, bubnuomexapem) B COOTBETCTBUHU C MPABUIIAMU BHYTPEHHETO pacropska o0pa3oBaTeIbHON
opranu3zauuu. [Ipu onpenenenun pexxuma padboTsl ONOINOTEKN IPEAYCMATPUBAETCS BbIJICJICHUE:

® JIByX 4acoB pab0O4ero BPEMEHHU €KEAHEBHO Ha BBIMOJHEHHE BHYTPUOMOINOTEUHON PabOTHI;

® OJHOIO pasa B MECSI] — CAHUTAPHOIO JHS, B KOTOPBIA 00CIyKHBAaHUE I10JIb30BATENEH HE MTPOU3-
BOJIUTCS,

® HE MEHee OIHOTO pa3a B MECAL| — METOAUYECKOIO JHS.

4. Yder nocTynieHus U BbIOBITHS IOKYMEHTOB OM0/1M0Te4HOr0 (poHxa

4.1. CBeneHus 0 BKIIOYACMBIX B OMOIHOTEYHBIN (QOH]T JOKYMEHTaX (PUKCUPYIOTCS B KHUT'E CyMMap-
HOTO yueta 6ubiaroredHoro GoHaa (iucmol cymmapHnozo yuema dbubauomeyHo2o ¢onoa, xHcypran).
4.2. CymMapHbIi yueT OCTYIUIEHUSI 3JIEKTPOHHBIX CETEBbIX JIOKAJIbHBIX JOKYMEHTOB BEIETCS B JJIEK-
TPOHHOM peecTpe.

4.3. JIOKyMEeHTHI, TOATOTOBIICHHBIE K TIPUEMY B OMOIMOTEYHBIH (DOHII, TOIBEPTAOTCS TIEPBUYHOM 00-
paboTKe U MHIUBUAYAILHOMY YUeTy.

4.4. UnquBuayanbHbIN yu4eT JOKYMEHTOB OCYLIECTBIIECTCS IIyTEM IPUCBOEHUS KaXKIOMY IK3EMILISIPY
JOKYMEHTa PErUCTPallMOHHOIO HOMEpA, MHOTO 3HAKa B KAa4eCTBE PErHMCTPALlMOHHOTO HoMepa (CH-
CTEMHOTO HOMEpa KOMITBIOTEPHOM MPOrpaMMBbl, MITPUX-KOJa U Apyrux). MHIUBUAYaIbHBINH HOMED
3aKperuIseTcs 3a JOKYMEHTOM Ha BCe BPeMs €ro HaxoxaeHus B ¢ponae oubanorexu. Perucrpanuon-
Hbl€ HOMEpa UCKJIIOYEHHBIX U3 (POHJIa JOKYMEHTOB HE IPHUCBANBAIOTCSI BHOBb NPUHATBHIM JIOKYMEH-
TaMm.

4.5. PeructpaniuoHHbIE HOMEpa MPOCTABIISIFOTCSI HEMOCPEICTBEHHO Ha JOKYMEHTAaX U OTPa)KaroTCs B
perucTpe UHIMBHUYyaIbHOIO YUeTa JJIOKyMEHTOB, IPUHATOM B OMOIHOTEKE.

4.6. B peructp BIUCHIBAIOTCS JAHHBIE O KaXKJIOM JIOKYMEHTE: /1aTa 3alllCH B PErUCTpe, perucTparu-
OHHBIM HOMEp, KpaTkoe Ombauorpaduyeckoe OonucaHue JOKyMEHTa (aBTOp, 3arjiaBue, TOM, 4acTb,
BBIIYCK, MECTO U TOJ] U3aHUs), [IEHa JOKYMEHTA.

4.7. IanuBUyallbHBINA yUeT MepHOAMYECKUX U3/1aHUI BeJIeTCs B pETUCTPAlMOHHOM KapToTeke nepu-
OJIMYECKUX U3/IaHUH, IpeAHA3HAYEHHOM [Tl yueTa Ka)XA0ro Ha3BaHUs U Ka)X10r0 K3eMIusipa (6 as-
MOMamu3upo8aHHot 6aze OaHHbIX).

4.8. JlokyMeHTBI, BKIItOUaeMble B poH OMOIHoTeKH, MapkupytoTcs. [Ipu 3ToMm MOTyT OBITH HCIIOJB-
30BaHbl IITEMIIEIH, KHU)KHbIE 3HAKHU, MHIUBUAYaJbHbIE IITPUXOBBIE KOJbI, IPYTHe BHUbI MapKH-
POBKHU.

4.9. Ha noxyMeHTax, ABJISIOIINXCS PUIOKEHUEM K OCHOBHOMY HOCUTEIIIO U €r0 HEOTHEMJIEMOH Ya-
CTBIO, IPOCTABJIAIOTCS T€ )K€ PEKBU3UTHI, UTO U HA OCHOBHOM JIOKYMEHTE.

4.10. Ha npuHATBIX IEPBUYHBIX YYETHBIX JOKYMEHTAX MPOU3BOJUTCS 3aMUCh, TOATBEPKIAIOIAs, 4TO
MOCTYIUBIIHNE JTOKYMEHTHI MPUHATH B OMOIMOTeUHbIN (OH KaKk B 00BEKT 0C000 IIEHHOTO JIBUXKH-
MOT'0 UMYIIIECTBA MU KaK B 00BbEKT UHOTO IBUKMMOTO UMYIIECTBA.

4.11. IlepBuuHbIE y4eTHbIE TOKYMEHTHI, IOATBEPKAAIONINE (aKT MOCTYIUICHHS], IepeaaroTcs B Oyx-
rajTepuIo JJs BKIIOUEHHS B yueT OMOInoTedHoro (GoHa.

4.12. JlokyMeHTHI BBIOBIBAIOT U3 OMOINOTEYHOro (hOHAA B CBS3U C (PU3NUECKON YTpaTOil UM YacTHY-
HOM OO0 MOTHOM yTpaToil MOTpeOUTENLCKUX CBOMCTB. BrIObIBatOIINE TOKYMEHTHI HCKIIIOYAIOTCS U3
6ubauoreyHoro hoHAa U COIUCHIBAIOTCS.

4.13. BbIObITHE TOKYMEHTOB U3 OMOIMOTEUHOrO (hOHa OPOPMIISETCS AKTOM O CIIMCAaHUU UCKITIOYEH-
HBIX 00beKTOB OnbHoTeuHOTO hoHma o Gpopme 0504144 (manee — akT 0 CIMCAHUM ), YTBEPKICHHON
npuka3zoM Munpuna Poccun ot 30.03.2015 Ne 52H.



4.14. K akTy 0 CIMCaHWU MPUIIATAETCsI CIUCOK HAa UCKITI0OUeHUE 00BeKTOB OnbmoTeunoro honaa (aa-
Jiee — CIHUCOK), KOTOPBII BKJIIOYAET CIAEAYIOUINE CBEICHHS: PETUCTPALlMOHHBIN HOMep U mudp Xpa-
HEHUS JJOKYMEHTa, KpaTkoe Oubmmorpadguieckoe onrcanue, IeHy JOKyMeHTa, 3aQUKCUPOBAaHHYIO B
pEerucTpe MHAMBUAYAIBHOTO Y4eTa JOKYMEHTOB, KOO(PGUIMEHT MEpPEeoleHKH, LIEHY Iocie Imepe-
OIICHKH M OOIIYI0 CTOMMOCTb UCKITIOYaeMbIX IOKYMEHTOB.

4.15. [Inst nmeyaTHBIX TOKYMEHTOB BPEMEHHOI'O XpaHEHUS JOMYCKAeTCsA 3aMEHA CIMCKAa KHIKHBIMU
bopmynspamu.

4.16. JIns 1OKyMEHTOB, 00pa0OTaHHBIX TPYMIIOBBIM (YIPOIIECHHBIM) CIIOCOOOM, BMECTO CITHCKA J1a-
€TCS MIePEYCHb PETUCTPANMOHHBIX HOMEPOB, BUJ] HCKITFOYaEMbIX U3JIaHUHN, UX KOJIMYECTBO.

4.17. K akTy 0 cricaHuu MO IPUYMHE YTPAThI M CHUCKY MPUJIAraloTcs JTOKYMEHTHI, TOATBEPKIat0IIHe
yTpaty (MOSCHUTENNbHAS 3allMCKa, B CIy4ac KPakKH WIM XUIICHHS — TMPOTOKOJ, aKT, 3aKIIFOUCHUE
YIIOJTHOMOYEHHBIX OpPraHOB, MPU BO3MEIICHUU yiiepOa — (UHAHCOBBIA TOKYMEHT O BO3MELICHUH
yiiep0a).

4.18. Ilocne 3aBepiiieHUs MEPONIPUATUI, PETYCMOTPEHHBIX aKTOM O CIIMCAHUH, TIEPBBIA IK3EMILISAP
aKTa O CITUCAHWH CO CIIUCKOM M JIOKYMEHTOM, ITOATBEPKIAIOIINM BBIOBITHE, TIEpeacTcs B OyXTanTe-
PHIO, BTOPOIi SK3EMILISAP OCTaeTCs B OMOIMOTEKE.

5. [IpoBepka HAIMYMA TOKYMEHTOB OUOJIHOTEYHOT0 (poHIA

5.1. IIpoBepka Hanuuusi JOKYMEHTOB OMOIMOTEeUHOTO (oHJA (Janee — mpoBepka (oHIa) MPOU3BO-
JIUTCS B 00513aT€ITLHOM TIOPSIJIKE:

-TIpY BBISIBIICHUHU (DaKTOB XHILEHUS, 3I0YIOTPEOICHUS UIIH OPYU JOKYMEHTOB;

-B CIy4ae CTUXUHHOTO OCICTBHUS, TIOKapa WM JPYTHX YPE3BBIYAWHBIX CUTYaIlui, BBI3BAHHBIX JKC-
TpeMaJlbHBIMH YCIIOBUSIMU;

-IIpU peopraHU3aIH WU JIMKBUAAINHA OUOTUOTEKH.

5.2. Ilpu BbIsIBIEHHUHU B Mpoliecce MPoBepKU (PoHIAa OTCYTCTBYIOMIMX JOKYMEHTOB M HEBO3MOXKHOCTH
YCTAHOBJICHHSI BHHOBHBIX JIMI[ YOBITKU TI0 HEJIOCTa4aM CITUCBIBAIOTCS B COOTBETCTBUU C JICHCTBYIO-
MM 3aKOHOJATEeIbCTBOM.

6. [lesionpou3BoOCTBO

6.1. Opranuzaius paboThI C JOKYMEHTaMU 0 y4eTy OMOINOTeUHOT0 (DOH/Ia OCYIIECTBISIETCS 10 Mpa-
BUJIAM BEJICHUS JCIIOTIPON3BOICTBA.

6.2. B 6ubnnoTteke BeAyTCs U XpaHATCA:

® perucTpbl MHAUBUAYAIBHOIO U CYMMapHOI'0 yyeTa JOKyMEHTOB O1bauoTeyHoro Gonaa:
PETHCTPAIMOHHBIC KHHTH;

WHBEHTApHbIE KHUTH;

KHUTH CYMMapHOTO y4eTa;

YUETHBIH KaTasor;

Tornorpaduueckre onucy U KaTajlory;

JKypHaJI BBIIaYU 3JIEKTPOHHBIX HOCHUTEJIEH;

aKThI O CIIICAHUH UCKITIOYEHHBIX 00BEKTOB OMbIuoTeyHoro GhoHmaa;

YUETHBIC JOKYMEHTBI, TOJTBEPKIAIOIINE MOCTYIUICHHE JOKYMEHTOB B OHMOJIMOTEYHBINH (POH]T
(HaKJIaHBIC, aKTHI O IIPUEME, aKThI CTAYU-TIPUEMKH);

® aKTBHI O pe3yJbTaTaxX MPOBEACHUS MPOBEPKU HATMYHSI TOKYMEHTOB OMOIMOTEYHOTO (hOH/A.

e JloKyMeHTBHI MO0 IKCTPEMUCTCKUM MaTepuagiaM. AKThI 0 ¢eaepajibLHOMY CHHCKY IKCTpe-
MHCTCKHX MATEepPHAJIOB.
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