YacTtHoe 00meodpasoBaTesibHOe yupexaenne «Cpennss mkosaa Ne23 «MeHemx:kep»

I[MPUHATO YTBEPXIEHO A
[lenarornyeckum cOBETOM JIMpEeKTOp MIKOJIBI: / #7~  EHPesaesa
rporokoit ot 06.03. 2018r. Ne6 07.03.2018r. '

YTBEPX/IEHO

npukazoM ot 07.03.2018r. Ne 247

Ios0:xeHHe 0 MKOJILHOM HH(POPMAMOHHO-0UOJINOTEYHOM LIEHTpe
YacTHoro o0meo0pa3oBaTejIbHOTO y4pe:KIeHu st
«Cpennsas mkosaa Ne23 «MeHemx:kep»

1. O01mue mo10:KeHAS

1.1. Hacrosmee TMOJIOKEHHE  PErJaMEHTUPYET  JEATENBHOCTh  IIKOJBHOTO  HMH(OPMAIMOHHO-
oubmmoreynoro nenrpa (manee - HIMBIL]) YactHoro oOmieoOpa3zoBarenbHOTO yupexaeHus «CpemHss
mikona Ne23 «Menemkepy (anee —Ikosa).

1.2. Hacrosiee moioxenue pa3padoTaHo B COOTBETCTBUHU C:

- @enepasbHBIM 3aKOHOM OT 29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit @enepanuny;
-npukazoM Munpuna Poccun ot 30.03.2015 Ne 52n «O6 yrBepkaeHuu (HOpM MEPBUYHBIX YUETHBIX
JOKYMEHTOB M PErMCTPOB OyXIaJaTepCKOro yueTra, MPUMEHSEMBbIX OpraHaMy rOCyJapCTBEHHOH BIIACTH
(rocynapcTBEHHBIMH OpraHaMH), OpraHaMH MECTHOTO CaMOYIPABJIECHUs, OpraHaMH YIpPaBICHUS
rOCYJapCTBEHHBIMM  BHEOIO/DKETHBIMU  (OHJAMM,  IOCYJAapCTBEHHBIMH  (MYHHUIMIIAJIbHBIMU)
YUPEKIACHUAMH, 1 MEeTOAMYECKUX YKa3aHUM 110 UX IPUMEHEHUIO», TPUKa3oM MHUHKyIbTYpsl Poccun ot
08.10.2012 Ne 1077 «O6 yrBepxknenun Ilopsiagka ywera JOKYMEHTOB, BXOJSIIMX B COCTaB
6ubaroreyHoro GoHa;

- ®@epnepanbHbiM  3akoHOM Ne 114 «O mnpoTUBOJIEHCTBUU JKCTPEMHUCTCKOM NIE€ATENbHOCTU», B
COOTBETCTBMM €O C¢T.13 3akoHa O 3amnpenieHMM MAacCOBOIO PacCHpOCTPAHEHUS HKCTPEMUCTCKON
JUTEPATYPBI»;

-OenepanbHbiM 3ak0HOM 0T 29 nekabpsa 2010r. Ne 436-d3 «O 3amute nereid or mHpopManuy,
NPUYHMHSIONIEH Bpea ux 310poBbio U pa3BuTHio» (pen. Ot 14.10. 2014 r.);

-IIpuka3 MunucrepcrBa odbpazoBanusi U Hayku Poccuiickoit @eneparuu ot 15 urons 2016 roma Ne 715
«O06 ytBepxaennn Konnenuuu pa3Butus MKOJbHBIX HHPOPMAIIMOHHO-OUOIMOTEYHBIX IEHTPOB.
-Haunonansusim crangaprom P® T'OCT P 7.097 2016r. «Cuctema craHiapToB MO HH(OpMaLuH,
OMOIMOTEYHOMY U U3/IATETHCKOMY JICTTY».

-Pexomennaiiuu ®I'AY «DUPO» mo opraHu3anmoOHHO-METOAUYECKOMY OOECMEeYeHHUIO IIKOJIBHOTO
nH(pOpMaIMOHHO-0MOIMoTeuHOTO 1IeHTpa ¢ yueTtoM nepexoaa Ha PI'OC OO u noTpeGHOCTH HHTETPALuU
O6ubnmorek 0011e00pa30BaTENbHBIX OpraHM3aluil U OUOIMOTEK, IMOABEJOMCTBEHHBIX MUHKYIBTYPHI
Poccun (Mockga, 2015);

-HopmatuBHBIMH ¥ perjiiaMeHTHPYIOIIMMH JOKyMEHTaMM MHUHHCTEpCTBA OOpa3oBaHMs U HayKu
Poccuiickoit ®enepanuu, Munucrepctsa oOpazoBanus 1 Hayku PecniyOnuku Tarapcras, ».

1.3. ILINBII sBisieTcst CTpYKTYPHBIM TOJIpa3/ielieHneM 00pa30BaTeIbHOW OpraHu3aliy, YIaCTBYIONINM B
y4eOHO-BOCITUTATEIFHOM TMPOIECCe B IESIX OOECIeUeHHs] MpaBa YYAaCTHUKOB 00pa3oBaTEIbHOTO
mpolecca Ha OecriiaTHOE MOJIb30BaHUE OMOINOTEYHO-NH()OPMALIMOHHBIMU PECYPCAMHU.

1.4. Tlopsnok mMoJB30BaHMsI MCTOYHMKAMM WH(pOpPMAalMM, TMEepeueHb OCHOBHBIX YCIYI U YCIOBHS HX



IIPEJOCTABIICHUS ONPENENAIOTCA HACTOSALIMM IIOJIOKEHHEM O OMOIMOTEKe M HpaBWJIaMM MOJb30BaHUS
IINBLI, yreepxkaenusiMu pykoBoautenem HOY CHI Ne23 «Menemxep».

1.5. Opranuszanus oO0CIIy)XKMBaHMsI YYaCTHHKOB 00pa30BaTeNbHOIO IIpolLiecca IPOU3BOAMUTCS B
COOTBETCTBMHM C TMpPaBUJIAMH TEXHHKH OE30MAaCHOCTM M  IPOTHBONOXAPHBIMH, CAHHTapHO-
TUTUEHUYECKUMHU TPEOOBAHUSIMH.

2. Hean, 3apaun, pynkuun HINBIL
2.1. OcnoBubiMu HessiMu U 3aga4amu LIIUBI] YOV CHI No23 «Menemxep» SIBIASIOTCS:
o0ecrieyeHrne Y4acTHUKOB 00pa3oBaTENbHOTO Ipoliecca JOCTYOM K HMH(OpMAIMH, 3HAHHUIM, HIESIM,
KYJBTYpHBIM LEHHOCTSIM IIOCPEICTBOM HCIOJIb30BaHUSA OUOIMOTEUHO-UH(OPMAILIMOHHBIX PECYpCcoOB
mKkonel  Ne23  «MeHemkep» Ha pasIWYHBIX HOCHUTEISIX: OyMmMakHOM (KHWKHBIA (oHI, (oHI
MePUOIMYECKUX H3/IaHMii); MarHuTHOM (poHnm aymumo- um BuaeokacceT), nudpoom (CD-muckmn);
KOMMYHHUKAaTHBHOM (KOMIIBIOTEPHBIC CETH) U MHBIX HOCUTEIISX;
IIPUBJICUEHHE YYAIIUXCS K CHCTEMATUYECKOMY YTEHUIO y4eOHOM, Xy10°)KECTBEHHOM, Hay4HO-IOMYJIIPHOM
JUTEpaTyphl;
OpraHu3alysl YTEHUS B LEISIX YCICHNIHOTO HW3YyYEHHUS YYAIIUMHUCS YYEOHBIX MPEIMETOB, JYYIIETO
YCBOEGHHMsI 00111e00pa30BaTEIbHBIX IPOTPaAMM;
COZICCTBUE PAa3BUTHIO TIO3HABATEILHBIX HHTEPECOB M CIIOCOOHOCTEH yJaluxcs;
o0y4eHne ocCHOBaM OHOIMOTEYHO-O0nOIMorpaduIeckoii rpaMOTHOCTH;
coZieicTBUE  IEAarorMyeckuM pabOTHUKaM B HOJA00Ope  HAay4HO-METOJUYECKOM  JIUTepaTypsl,
MH()OPMHUPOBAHKE O HOBBIX MOCTYIUICHUAX B OMOIMOTEUHBIN QOH/;
COBEPILLICHCTBOBAHUE IPENOCTABISIEMbIX OHMOIMOTEKOW yCIyr Ha OCHOBE BHEJIPEHUS HOBBIX
MHGOPMALIMOHHBIX TEXHOJOTMM M KOMIBIOTEpU3alUuK OuOIMOTEYHO-MH()OPMAIIMOHHBIX IPOLIECCOB,
¢dopmupoBaHre KOM(POPTHONH OUOINOTEUHOM Cpeibl.
2.2. IIUBL] BeimonHsET cneayronie GyHKIHH:
2.2.1.®opmupyet GoHa OUOIMOTEUHO-MHPOPMAIIMOHHBIX PECYPCOB 00pa30BaTeIbHON OpraHu3aluu:
KOMIUIEKTYeT YHHUBEpCAJIbHBIH (HOHJ Yy4eOHBIMH, XYAO0KECTBEHHBIMH, HAyYHBIMH, CIPABOYHBIMHU,
NeIarOTMYECKUMH ¥ HAYYHO-TIONYJISIPHBIMH TOKYMEHTaMU Ha TPaJUIMOHHBIX W HETPaAMLIMOHHBIX
HOCHUTENSX UH(OPMALINH;
nomnoJiHsAeT GoHa MHGOPMAIMOHHBIMU pecypcamu ceTd MHTepHeT, 6a3aMu 1 GaHKaMM JTAHHBIX JPYTUX
OpraHH3alnii;
aKKyMYJIHpyeT (OHI JOKYMEHTOB, CO37aBa€MbIX B 00pa3oBaTeIbHOIN opranu3anuy (ImyoauKauii u pabot
1e/1aroroB 00pazoBaTeIbHON OpraHU3alMH, JIyYIIUX HaydyHbIX padoT U pedepaToB yyaluxcs u ap.);
OCYIIECTBIISIET pa3MeIleHIe, OPraHNu3aINI0 H COXPAaHHOCTh IOKYMEHTOB.
2.2.2. Coznaet uH(POPMAIIMOHHYIO POTYKITUIO:
OCYIIECTBISIET aHATUTUKO-CHHTETUIECKYIO TIepepadoTKy WH(OPMAIIHH;
OpraHu3zyeT Y  BelIeT CIpaBOYHO-OMOIMOrpaduueckuit  ammapaT:  Katanoru  (andaBUTHBIH,
cucremaruyeckuil): snextpoHHsle Kartanoru(1C:llkonenass  O6ubnuoreka; ABUC «Pycnany), 6a3bl
naHHbIX 110 npoduto HOY CHI Ne23 «Menemxep»;
pa3pabaTbIBaeT peKoMeH1aTelbHble Oubmorpaduyeckre nocoOus (CUCKU, 0030pbl, yKa3zaTea U T.I1.).
2.2.3.  OcymectBusier auddepeHnnpoBanHoe  OHOTMOTEUHO-WH(DOPMAITMOHHOE  OOCITYKUBaHHE
YUYaIIAXCS:
NpesoCcTaBIIsAeT MH(POPMAITMOHHBIE PECYPCHI HAa PA3IMYHBIX HOCUTEIIAX;
OpraHu3zyeT oOydeHHWe HaBbIKaM HE3aBUCUMOTO OHMOJMOTEYHOTO TMOJB30BATENsI M TOTpeOUTeNs
uHpOpMaILINY, COACHCTBYET MHTETPALlMU KOMILJIEKCAa 3HAHUM, YMEHUH M HABBIKOB pabOTHl ¢ KHUTOW H



nH(popManuei;

OKa3bIBaeT MHGOPMAIMOHHYIO MOAJEPKKY B DPEIICHUHU 3a/lady, BO3HUKAIOUIMX B IpoLecce y4yeOHOM,
camMo00pa3oBaTeNIbHON U IOCYTOBOU ACSITENIbHOCTH YUAIUXCS;

OpraHHU3yeT MacCOBBIC MEPOIPUSATHUS, OPUCHTHPOBAHHBIC HA PA3BUTHE OOIIEH U YUTATETBLCKON KYJIBTYpPhI
JTUYHOCTH;

COJICHCTBYET TMEAArorM4ecKuM pa0OTHHKAM B OpraHu3alyy o0pa3oBaTENBHOTO Mpolecca W J0Cyra
yaammxcs (mpocMotp BuaeodunbsMoB, CD-IHMCKOB, IPEe3eHTANNN PA3BUBAIOIIUX KOMITBIOTEPHBIX HI).
2.2.4. OcymectBiaser auddepeHnnpoBaHHoe  OMOIMOTEUYHO-UH(DOPMAITMOHHOE  OOCITY)KUBaHHE
MeJarornyeckux paboTHUKOB:

BBISBJISICT WH(OPMAIIMOHHBIE TOTPEOHOCTH W YIOBIIETBOPSET 3alpPOCHI, CBS3aHHBIE C OOYYCHHEM,
BOCIUTAaHHEM Y4YallUXCs;

BBISBJISICT MH(OPMAIIMOHHBIC MOTPEOHOCTH M YAOBIETBOPSET 3alpOChl B OOJACTH MEAArOrHYecKuX
MHHOBAIIUM M HOBBIX TEXHOJIOTHM;

coJieiicTByeT MpodeCCHOHATbHON KOMIIETEHIIUHU IeJaroroB, MOBBIIIEHUI0 KBaTU(UKALMU, TPOBEICHUIO
aTTecTaIuy;

OCYILIECTBISIET TeKyIee HHPOPMUpPOBaHUE (0030pbI HOBBIX MOCTYIUICHUH U MyOIUKALIUN );

CHOCOOCTBYET MPOBENEHUIO 3aHATUH MO (POPMUPOBAHUIO HHGOPMAIMOHHON KYJIBTYPHl Y4YaIUXCS;
ABIIAeTCS 0a30i /IS MPOBEICHUS IPAKTHUECKUX 3aHATHI 10 paboTe ¢ HHPOPMAIIMOHHBIMH PECYPCAMH.
2.2.5.  OcymectBisger auddepeHuupoBaHHoe  OHUOTUOTEUHO-UH(DOPMALIMOHHOE  OOCITY)KHBaHHE
ponuTenei (3aKOHHBIX MPEACTABUTENCH) yUaluXcs:

yIIOBJIETBOPSIET 3apOChl OJIb30BaTENeH U HHPOPMUPYET O HOBBIX MOCTYIJICHHUSIX B OMOIMOTEKY;
KOHCYJBTUPYET II0 BOINPOCAM OpraHWU3alMd CEMEWHOTO UTEHUS, 3HAKOMHT C HWH(MOpMamuend 1o
BOCIUTAHHUIO JIETEH;

KOHCYJBTUPYET 10 BONMPOCAM YICOHBIX U3TAHUM JIS YIAIHXCS.

3. Opranusauus aesitejbHocTu HHIUBI]
3.1. OGmee pykoBojctBo nestenbHocThi0 MBIl ocymectiaser pykoBogutens YOV CILI Ne23
«Menemxep».
3.2. PykoBOACTBO OMOIMOTEKOW OCYHIECTBISET 3aBEAYIOUIUN OHOIHOTEKOH (nedazoz-b6ubruomexapo,
oubuomexaps), KOTOPIM Ha3HAYAETCS pyKOBOAUTENEeM  IIKOJBI Ne 23 «MeHemxkepy.
3.3. Baseaytonmii LIINBL{(neoacoe-6ubnuomexaps, dbubiuomexapv) HeceT OTBETCTBEHHOCTh B MPe/eiax
CBOCH KOMIIETEHIIMM 3a OpraHu3anui0 M pesyiabrathl gearenbHocTd LIIMWBI[ B cooTBeTcTBHM C
(YHKIIMOHAJIBHBIMU O0S3aHHOCTSIMHU.
3.4. 3asenytommit IIIUBL] (neoacoe-6ubnuomexapo, budriuomexapv) paspadbarbiBaeT W IMPEACTABIACT
pykoBouTeNtO MKOIbI Ne23 «MeHepkep» Ha YTBEpKICHHE CIEAYIOUINE JOKYMEHTHI:
nonoxxenue o IIIMBII, npasuna nons3oBanusa [INBLI;
CTPYKTYpY U IITaTHOE pacnucaHue OMOIMOTEKH, KOTOpBIE pa3padaThIBAalOTCsS HA OCHOBE 00BHEMOB padoT;
TJIAHOBO-OTYETHYIO JJOKYMEHTAIIHIO;
TEXHOJIOTUIECKYIO IOKYMEHTAIIHIO.
3.5. Crpykrypy LHIWBI] cocTaBisroT:
a0OHEMEHT;
YHUTaJbHBIN 34l
OTJeN YUeOHUKOB;
otaen nHpopMaoHHO-0MOIuOrpagruuecKkoit paboThl;



— (¢OHI U cenUaTu3uPOBAHHEIN 3] pabOTHI C MYTbTHMEIUHHBIMUA U CETEBBIMU JOKYMEHTAMH;

— MeJauaTeka.
3.6. bubimoreyno-uHpopManoHHOE 00CITY)KHUBAaHUE OCYIIECTBISIETCS B COOTBETCTBUU C MPOrpaMMaMH
u mianamu padoter IUBI] YOY CII Ne23 «Menemkep» Ha OCHOBE OMOIMOTEYHO-MH(POPMAIIMOHHBIX
PECYpCOB.
3.7. IIINBI] a obecrieunBacTCs:

— KOMIUIEKTOBaHHEM OMOIMOTEYHO-UH(DOPMAITIOHHBIX PECYPCOB;

— HEOOXOAMMBIMHU CITY’)KEOHBIMH W TIPOU3BOICTBCHHBIMU TIOMEIICHUSIMH B COOTBETCTBUU CO CTPYKTYpPOH
OMOIMOTEKH ¥ HOPMATHUBAMHU IO TEXHUKE OE30MAaCHOCTH IKCIUTyaTallii KOMIBIOTEPOB U B COOTBETCTBHH
C TOJIOXKEHUSIMHU CAHUTAPHBIX MMPABUII U HOPMATHUBOB, 00ECIICYNBAIOIIMME COXPAHHOCTh KHHT;

— COBPEMEHHOU 3JIEKTPOHHO-BBIYUCIUTEIBHOM, TEIEKOMMYHUKAIMOHHON U KOITUPOBAIBHO-MHOKUTEIBbHON
TEXHUKOU U HEOOXOJUMBIMU TIPOTPAMMHBIMH MTPOTYKTAMH.
3.8. OTBETCTBEHHOCTh 32 CHCTEMAaTHYHOCTh M KAaueCTBO KOMIUIEKTOBaHUs ocHoBHOro (onma IIINBII,
KOMIUICKTOBaHHE y4eOHOTO ()OHIIa B COOTBETCTBUU C (pellepaibHBIMH NIEPEUHSIMHU YICOHUKOB U Y4eOHO-
METOJIMYECKUX W3/IaHUH, CO3/JaHue HeoOXoauMbix ycnoBuil ans gestensHoctu IIIMBI[ Hecer
pyKOBOIUTENb 00pa3oBaTeNbHOM opranuzanuu B cooTBeTcTBUH ¢ yecraBoM YOY CIII No23 «Menemxep».
3.9. Pexum paborer IIUBI] omnpenensercs 3aBeaytomum IIUBI] (redacocom-6ubruomexapenm,
bubnuomexapem) B COOTBETCTBUU C MpaBuiiamMu BHyTpeHHero pacrnopsaka HOY CILI Ne 23 «Menemxep».

4. Yder nocTynJjieHusi U BbIObITHS JOKYMEHTOB 0u0/MoTedHoro ¢ponaa
4.1. CBeneHus O BKIIFOYAEMbBIX B OMOMMOTEUHBIH (POH JOKYMEHTaX (GUKCHPYIOTCS B KHUT'€ CYMMapHOTO
ydeTa Ou0aroTedHOro GOoHIA (IUCHbL CYMMAPHO20 Yiema 6ubauomeuno2o ¢onoa, HcypHa).
4.2. CymMapHbI y4eT HOCTYIUIGHHS OSJIEKTPOHHBIX CETEBBIX JIOKAIbHBIX JIOKYMEHTOB BEIETCS B
AJIEKTPOHHOM PEECTPE.
4.3. JIOKyMeHTbI, MOJTrOTOBJEHHbIE K IpHEMy B OMOIMOTEUHbIH (HOHJ, MOABEPraroTCs MNEPBUYHOI
00paboTKe ¥ UHAUBHUYyaIbHOMY yUEeTY.
4.4. nauBuAyalbHBI y4eT JOKYMEHTOB OCYIIECTBISETCS MYTEM MPUCBOEHUS KaXJIOMY SK3EMIULIPY
JOKYMEHTa pETUCTPAllMOHHOIO HOMEpa, HWHOro0 3HaKa B KauecTBE pPETUCTPALMOHHOIO HOMepa
(cucteMHOro HOMepa KOMIIBIOTEPHOM MPOrpaMMbl, IITPUX-KoAa U Apyrux). WHauBuayanbHbI HOMEp
3aKpeIusieTCs 32 JOKYMEHTOM Ha BCE BpPEMs €ro HaxokJeHus B oHme Ombmmoreku. PerucrpannoHusie
HOMeEpa UCKJIIOUYEHHBIX U3 (POH]Ia TOKYMEHTOB HE NMPHCBANBAIOTCS BHOBb MPUHATHIM IOKYMEHTAM.
4.5. PerucrpanoHHBIE HOMEpa NPOCTABISAIOTCA HEMOCPEACTBEHHO Ha JOKYMEHTAX M OTPAXKAKOTCA B
perucTpe MHAMBUYaIbHOTO YUeTa JJOKyMEHTOB, IPUHATOM B OMOIHOTEKE.
4.6. B peructp BIUCBHIBAIOTCS JaHHBIE O KAXI0OM JTIOKYMEHTE: JJaTa 3allUCH B PETUCTPE, PETUCTPALIMOHHBIN
HOMEp, KpaTkoe OmOnmorpaduyeckoe omucaHue IOKyMEHTa (aBTOp, 3arjlaBu€, TOM, YacTh, BBIMYCK,
MECTO U TOJ U3aHHUs), [IEHA JJOKYMEHTA.
4.7. NoxymenTsl, Bkatoyaembie B ona LIIMUBL, mapkupytorcs. [Ipu 3ToM MOryT OBITH HCHOJB30BaHBI
LITEMIIENH, KHIDKHBIE 3HAKU, MHIMBUTyaJIbHbIE IITPUXOBbIE KO/bI, IPYTHe BUIbI MAPKUPOBKHU.
4.8. Ha moxymeHTax, SBISIFOIIUXCS MTPUIIOKEHUEM K OCHOBHOMY HOCHTEITIO U €r0 HEOThEMIIEMON YacThIO,
IIPOCTABJISIIOTCS T€ K€ PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.
4.9. Ha npuHATHIX NMEPBUYHBIX YUYETHBIX JOKYMEHTAaX IMPOU3BOJAUTCS 3alUCh, MOATBEPKIAIONIAs, YTO
MOCTYIMUBIINE JOKYMEHTHI IPUHATH B OMOIMOTEUHBIH (OHI KaKk B 0OBEKT 0c000 IIEHHOTO JIBUKHMMOTO
MMYIIECTBA MU KaK B 00bEKT HHOTO JIBUYKUMOI'O HUMYILIECTBA.
4.10. TlepBuuHBIC y4YeTHBIE JJOKYMEHTHI, NOATBEpXKIaromue (aKT TOCTYIUICHHUS, TIepeNaloTcs B
OyXTanTepHIo sl BKIOUYCHUSI B yueT OubauoTednoro GoHma.



4.11. TokyMeHTHI BBIOBIBAIOT U3 OMOIMOTEYHOTO (POHIA B CBSI3U C (PU3UUYECKON yTpaTOW WIIM YaCTHYHOU
nu00 TONHOM yTpaToil NOTPeOUTENBCKUX CBOMCTB. BbIOBIBafoIIMe JTOKYMEHTBHI HCKIIOYAIOTCS U3
O6u6IMOTEYHOTO (POHIA U CIIUCHIBAIOTCSI.

4.12. BoiObITHE TOKYMEHTOB M3 OMOIMOTEYHOTO (hoHIa OPOPMIISETCS aKTOM O CIIMCAHUU MCKIIOYEHHBIX
00bekTOB OmbOmuoreunoro ¢ouma no ¢opme 0504144 (manee — akT O CIMCAaHWM), YTBEP)KICHHOMN
npuka3zom Munduna Poccun ot 30.03.2015 Ne 52H.

4.13. K akTy 0 ciMcaHuu MpujlaraeTcsl ClUCOK Ha MUCKITI0YEHUE 00hEKTOB OubInoTeunoro ¢oHaa (nanee
— CIIUCOK), KOTOPBIN BKJIIOYAET CJIEAYIOIINE CBEICHUS: PErHMCTPAIlMOHHBIM HOMEp M HIH(pP XpaHEHUS
JOKYMEHTa, KpaTkoe Oubnuorpaduueckoe onucaHue, IeHy JTOKyMEHTa, 3aMKCUPOBAHHYIO B PETUCTpPE
WH/IMBUYAIIBHOTO y4YeTa JOKYMEHTOB, KO((HUIMEHT MEPEeOleHKH, LIeHYy MOCIe MEePEOLeHKH U OO0
CTOMMOCTH HCKITIOYaEMBIX IOKYMEHTOB.

4.14. Ilna medyaTHBIX JOKYMEHTOB BPEMEHHOTO XPaHEHHUS JOIMYCKAETCs 3aMEeHa CIHCKAa KHIDKHBIMU
bopmymsipamu.

4.15. JIns TOKyMEHTOB, 00paOOTaHHBIX TPYHNHOBBIM (YHPOIIEHHBIM) CIIOCOOOM, BMECTO CIIMCKA JAeTcs
NepeyeHb PerucTPAMOHHBIX HOMEPOB, BIJI UCKIIOYAEMbIX U3aHUN, UX KOJIHUYECTBO.

4.16. K akTy 0 crucaHuu MO MPUYHHE YTPAThl M CIHCKY MPUIATalOTCA JTOKYMEHTHI, MOATBEPKIAIOIIHE
yTpaTy (MOSICHUTENbHAsA 3alUCKa, B Cllydae KPaKM WU XUIIEHUS — MPOTOKOJ, aKT, 3aKIIOYCHHE
VIIOJTHOMOYEHHBIX OpPIraHOB, NPH BO3MEUICHHH Yymiepda — (QUHAHCOBBIH JOKYMEHT O BO3MEUICHUU
yiepoa).

4.17. Tlocne 3aBepiIeHUs] MEPONIPUATHI, IPEAYCMOTPEHHBIX aKTOM O CIIMCAaHHWH, IEPBbIA SK3eMIUISp aKTa
O CIIMCAaHWH CO CIMCKOM M JOKYMEHTOM, IOJATBEPXKIAIOIINM BBIOBITHE, TIepeiaeTcsi B OyXTaiTepHIo,
BTOPOI 3K3EeMIUISIp OCTaeTcsi B OUOIHOTEKE.

5. IlpoBepka nOKyMeHTOB O0MO/1HOTEYHOTO (pOHTA

5.1. [InaHoBas mpoBepka JOKYMEHTOB OMOIMOTEYHOro (hOHAA MPOBOAUTCS C MEPUOAUYHOCTHIO OJIUH pa3
B IISITh JIET HA OCHOBAHUM rpauka IpOBEPKH, YTBEPHKAECHHOTO 3aBEIYIOLUIUM OHMOIMOTEKOM.
5.2. BuemnaHoBasi TpoOBepKa JTOKYMEHTOB OHOIMOTEYHOro (POHIAa TPOU3BOAMUTCS B 00S3aTETHHOM
HopsiAKe:

— TIpY BBIABICHUH (DAKTOB XHUILEHHS, 370yIIOTPEOICHHS WIIH TOPYH JIOKYMEHTOB;

— B Cly4ae CTHXUHHOTO OEICTBUS, MOXKapa WM APYrHX UYPe3BBIYAMHBIX CHUTYyallui, BBI3BAaHHBIX

HKCTPEMAITLHBIMHU YCIIOBUSIMH;

— IpU peopraHu3aluy WM JMKBUAALMN 00pa30BaTEIbHOM OpraHu3aIuy.
5.3. Ilo utoram npoBepKH 3aBEAYIOUIMI OMOIMOTEKON COCTaBISAET aKT, MOJAMUCHIBAET U XPAHUT €ro B
O0uOIMOTEKE B TEUEHHE CpPOKA, YCTAHOBJIEHHOIO HOMEHKJIATypoil nen. Ecinu kakue-To JOKYMEHTHI
OTCYTCTBYIOT IO HEYCTAHOBJICHHON MNpHUYMHE, TO K aKTy IMPHUKIAJbIBAETCS UX CIHCOK, B KOTOPOM
(bUKCUPYIOTCS CBEJEHHUS O KOJIMYECTBE JTOKYMEHTOB OMOIMOTEYHOro (poHAa B HaIMYUMU M KOJUYECTBE
OTCYTCTBYIOIIIMX JOKYMEHTOB, B TOM YHCJIE [0 HEYCTAaHOBJICHHOM MpuuynHe. B akTe Takke yka3blBaeTcs
HOMEp U J1aTa aKTa MpeAblaylIeil MPOBEepKH.
5.4. Tlpu BBIABICHMM B Tpoliecce MPOBEpKH (OHIA OTCYTCTBYIOUIMX JOKYMEHTOB M HEBO3MOXHOCTH
YCTaHOBJICHHSI BHHOBHBIX JIMI] YOBITKH TI0 HEIOCTa4aM CIUCHIBAIOTCS B COOTBETCTBHH C JCHCTBYIOIIUM
3aKOHOJIATEIHCTBOM.
5.5. B cootBerctBuM ¢ ®enepanbHbIM 3aKOHOM «O MPOTUBOAECUCTBUN IKCTPEMHUCTCKON JEATEIbHOCTH
Ne 114-®3 ot 25 wurons 2002 roga B IIKOJIBHOW OMONHOTEKE 3allpelieHO pacHpoCTpaHEHHeE,
MIPOM3BOJICTBO, XpaHEHHUE U HUCIIOJIb30BAHUE JIUTEPATYPHI SKCTPEMUCTKOMN HANPaBICHHOCTH.
5.6. AKTyanu3amusl CIHCKAa SKCTPEMHUCTCKMX MAaTepHajoB OCYIIECTBISIETCS €XKEroAHO, O 4YeM
COCTABJISIETCS] COOTBETCTBYIOIIHN aKT.
5.7. OnuH pa3 B TroJ KOMHCCHEH OCYILECTBIIETCS CBepKa HMeEIoMmMXcs B (oHIax OuOIMOTEeKH
JIOKYMEHTOB ¢ @DenepaiabHbIM CIHCKOM SKCTPEMUCTCKMX MAaTepHajoB, O YeM COCTaBseTcs AKT



MIPOBEPKHU U JIETAETCS COOTBETCTBYIOIIAS 3alMCh B JKypHase cBEepok GoHaa oubmuoreku ¢ denepanbHbM
CITUCKOM JKCTPEMHUCTCKUX MAaTepUATIOB, KOTOPHIN BEACT 3aBeyIoNIas OMOINOTEKOM.

OOHapyKeHHBbIC MaTEpUaIIbl U3BIMAIOTCS U3 000pOTAa.

5.8. B cootBerctBun ¢ ®enepanpHbiM 3ak0oHOM P® ot 29.12.2010 No 436 «O 3ammre aereit oT
nHpOpMalNY, TPHUMHSIONIEH Bpe UX 3J0POBBI0 U Pa3BUTHIO», DenepaiabHbIM 3aKkoHOM OT 29.07.2013
Nol135-®d3 «O BHeceHuMM H3MEHEHMH B cTaThlo S5 @DeaepaibHOTO 3akoHa «O 3amUTe JAETed OT
nH(OpMAaLIUY, IPUIHUHSIONIEH BpeJ UX 3JI0POBBI0 U PA3BUTHIO» OMOIMOTEKAPH BBISIBISIFOT U UCKJIFOYAIOT

M3 OTKPBITOIO OOCTYyIIAa II€CYATHBIC HU3JaHHs, COOTBCTCTBYIOIIME 3HAKY HH(bOpMaHHOHHOﬁ MMPpOAYKIINH
16+, 18+.

6. leronpounsBoacTeo
6.1. Opranmsamnmsi pabOThl C JOKYMEHTaMH IO Y4eTy OMOIMOTEeYHOro ()OHAA OCYIIECTBISAECTCS IIO
IpaBUJIaM BEACHUS JETIONPOU3BOICTBA.
6.2. B IIIMBI] BegyTcs u XpaHATCS:
PETUCTPBI UHANBUAYAIBHOTO M CYMMApHOTO y4eTa JTOKYMEHTOB OMOIMOTeYHOro (hOoHaa:
PETUCTPAIMOHHBIE KHUTH;
WHBCHTapHbBIC KHUTH,
KHHUTH CYMMapHOTO y4eTa;
yUYETHBIN KaTajor;
aKThI O CIIMCAHUH UCKITIOYCHHBIX 00BEKTOB OMOIMOTEYHOTrO (hOHA;
YYeTHBIC JOKYMEHTHI, TOATBEP K IAIOIINE TIOCTYIUICHUE IOKYMEHTOB B OMOIMOTeUHbIH (HOH (HAKIIaIHEIC,
aKThI O TIpUEME, aKThI CIAYU-TIPUEMKH );

aKTBI O Pe3yJIbTaTax MPOBEICHHS MPOBEPKH HATHYHS TOKYMEHTOB OMOINOTEYHOTO (POHAA.



