|

MynuuunaabHoe 6101:KeTHOe 001e00pa3oBaTe/IbHOE YUpeKIeHHe
Kesckasi cpeanss o6meo6pasoBareabHas mxosaa Nel

COTJIACOBAHO VTBEPKITAIO

IleraroruyeckuM COBETOM HAHpeKTop: IKOIbI -
IIpoTokon Ne 1 C. H: XKuramosa Y

« 31 » aBrycra 2023 Ipukasz No93 ot « 31 » aBrycra 2023

ITonoskenue o OuOIMOTEKE
1. O0mue moJ10xeHN

1.1. HacTos1mee nosnoxeHue periaMeHTUpYyeT AesTelbHOCTh oubnuorek MBOY «Kesckas
COII Ne 1» .

1.2. Hacrosmee nonoxeHue pa3paboTaHo B COOTBETCTBHH ¢ DeiepanbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit ®enepanumy, mpuKazoM
MunkyneTypsr Poceun ot 08.10.2012 Ne 1077 «OG6 ytBepknenuu [Topsiika ydera
JTOKYMEHTOB, BXOJAIIUX B COCTaB OMOIMOTEYHOro (POHIA» C YUETOM IHCHEMa
Muno6paszoBanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O IMpumepHOM MOI0KEHHH O
Oubamroreke 0611e00pa30BaTEIBLHOTO YUPEKIEHUS.

1.3. bubnuoreka sBJISETCS CTPYKTYPHBIM IOApa3ie/ieHiHeM 00pa3oBaTeIbHON OpraHU3aItH,
CO3/IaHHBIM B LI€JIAX 00eCHeYeHus IIpaBa y4acTHUKOB 00pa3oBaTeIbHOrO Ipollecca Ha
OecriaTHOE 1M0JIb30BaHUE OUOIMOTEYHO-UH(POPMALIOHHBIMU PECYPCAMH.

1.4. Tlopstnok mosib30BaHUs HCTOYHUKAMH HHGOPMALUH, IIepeYeHb OCHOBHBIX YCIYT U
YCJIOBHS MX IIPEJOCTABIECHUS ONPEAEIISIOTCS HACTOSIIMM TTOJIOKEHUEM O OUOIHOTEKE U
MPaBHJIaMH M0JIb30BaHUs OMOIHOTEKOH, yTBEPKICHHBIMHE PYKOBOIHUTENIEM 00pa30BaTeIbHOM
OpraHH3aIHy.

1.5. Opranu3sanus o6¢TyKMBaHUS yYaCTHHKOB 00pa30BaTeIbHOTO MPOLECca IIPOM3BOIUTCS B
COOTBETCTBHH C NTPAaBHJIAMH TEXHHKU 0€30MaCHOCTH ¥ IPOTUBOIOXKAPHBIMH, CAHUTAPHO-
TUTMEHUYECKUMH TPeOOBaHUSIMHU.

2. lean, 3agaun, pyHKIUH OHOTHOTEKH

2.1. Ilenm 6uOIMOTEKH COOTBETCTBYIOT LIENISIM 00pa30BaTeIbHOM OpraHU3alliy ¥ BKIFOYAOT
B ce0d B TOM uuciie: popMupoBaHue oOLIeH KyIbTYPhl JHYHOCTH 00YYArOIMXCsS Ha OCHOBE
YCBOEHHs 0043aTeIbHOT0 MHHUMYyMa COJepKaHHsl 0011e00pa3oBaTeIbHBIX IPOTPaMM, HX
ajianTanys K )KU3HH B OOLIECTBE, CO3JaHUE OCHOBBI JUISI OCO3HAHHOI'O BBIOOpA U
IOCIIEIYIOIIETO OCBOEHHUS IIPO(PECCHOHATBHBIX 00pa30BaTEILHBIX TPOTPaMM, BOCIIHTAHHE
IpakIaHCTBEHHOCTH, TPYAOJIIO0HS, yBaXKEHHS K IIpaBaM U cBOOOIaM YeIoBeKa, JIIOOBH K
OKpy»Karole# npupoze, Ponune, ceMmbe, hopMupoBaHHE 310pOBOTO 00pa3a KU3HH.

2.2. 3agauamu OubnuoTekn 00pa3oBaTEIbHON OPraHU3alUH SBIISIOTCS:
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2.2. 3anavamu 6HOIMOTEKH 06Pa30BATENLHOI OpraHU3alUHU SIBIISIOTCS

e obecrieyeHne y4aCTHUKOB 06Pa30BaTETLHOTO porecca 10CTynoM K HHGpopmaImy,
SHAHUAM, €M, KyJIbTYPHBIM IIEHHOCTSIM [OCPEICTBOM HMCIIOIb30BAHMS
OMOIHOTEYHO-HH(POPMALIHOHHBIX PeCypcoB 00pasoBaTebHON OpraHH3aIuy;

* TNPHBJICYEHHE 00YYAOMMXCS K CHCTEMATHIECKOMY YTEHHIO y4eOHOM,
XYHOKECTBEHHOMU, HAy4YHO-TIOYJISIPHOK JIUTEPATYPHI;

* COJCHCTBHE PA3BUTHIO I03HABATEILHBIX HHTEPECOB M CIIOCOOHOCTEH 00yYaromuxcs;

* 00y4eHHEe OCHOBaM OubIHOTEYHO-6UG MO padHUecKOi I'PaMOTHOCTH;

* CONEHCTBHE MEJarOrHYeCKUM pabOTHHKAM B 0100pe HayYHO-METOMYECKO
JTUTEPATYPBI, HHPOPMUPOBAHHE O HOBBIX MOCTYILIEHHSX B OubIHoTeYHBIH GoHT;

* COBCPUICHCTBOBAHHE MPEIOCTABIAEMBIX GHONHOTEKOH YCIIyT Ha OCHOBE BHEJIpEHHUS
HOBBIX HH()DOPMAIIMOHHBIX TEXHOJIOTUH U KOMIIBIOTEpHU3aLIUH OUOIIHOTEYHO-

HH()OPMALHOHHBIX POLECCOB, hopmupoBaHHE KOMDOPTHON GUGTHOTEUHOI
CpebI.

2.3. bubnuoreka BhImoHSIET clenyromue QyHKIUH:

2.3.1. ®opmupyert ponn OU6IMOTeYHO-HH(POPMALIMOHHBIX pecypcoB 00pa3zoBarTebHOI
OpraHU3allHU:

* KOMIUIEKTYET OCHOBHOH (OHA y4eOHBIMHE, Xy10KECTBEHHBIMH, Hay4YHBIMH,
CHpaBOYHBIMH, NEIArOTHYECKUMH H HAYYHO-TIOIY JISSPHBIMH IOKYMEHTAMH;

® YHacTBYET B KOMIUICKTOBAHHH CIICLMATH3UPOBAHHOTO (hOH/IA YICOHUKAME M3 YHCIa
BXOJIAIIIHX B (e/lepasibHblil lepedyeHb yueGHUKOB, JAOMYIMIEHHBIX K UCIIOJIb30BAHHIO
TPH peaJln3aliii UMEIOIIMX rOCy1apCTBEHHYIO aKKPEUTAITHIO 06Pa30BATeTbHBIX
IPOrpamMm Ha4allbHOro 00ILEero, OCHOBHOIO OGIIEr0, CPEAHEro OOIIEro
00pa3oBaHusl, ¥ y4eGHBIMH TOCOOHSMH, AOTYIEHHBIMH K UCIIONIb30BaHHIO TIPHU
PCA3aIMK YKa3aHHBIX 00pa30BATEIbHBIX IPOrPAMM;

* AKKyMyIHpyeT (OHI JOKYMEHTOB, CO3/1aBAEMBIX B 00pa3oBaTeIbHON OpraHU3alHu
(my6uKanuit u paGoT Mexaroros 00pa3oBaTebHON OpraHU3aIUH, TYYIIHX
Hay1HBIX padoT U pedepaToB yyamuxcs u jap.);

* OCYWIECTBIACT pasMELIEHUE, OPraHHU3AIHMIO M COXPAHHOCTh JOKYMEHTOB;

* OPrafu3yeT U BE[ET CIpaBOYHO-OuOMorpaduyeckuit ammapar: Katanoru
(andaBuTHBIN, cCHCTEMaTHYECKHIT), KapTOTEKH (CHCTEMAaTHYECKYIO KapTOTEKy
CTaTeH, TEMATHYECKHE KAPTOTEKH), 3IeKTPOHHbIHA KATAIOT, 6335l JaHHBIX I10
npoduio 06pa3oBaTeNbHOM OpraHu3aIyHy.

2.3.2. Ocymectsisier nuddepeHnupoBanHoe OMOIHOTeYHO-HHPOPMALIHOHHOE
00CITy’KHBaHHE 00YYAIOIIHXCS:

* IPENOCTaBIAET HHPOPMAHOHHBIE PECYPCH HA PA3IHYHBIX HOCHUTEISX;

* OpraHusyeT oOy4eHue HaBbIKaM HE3aBUCHMOTO GHOIHOTEIHOTO IIOJIB30BATE IS u
norpeburens uHGopManuH, coneicTByer HHTErpaly KOMIUIEKCA 3HAHUM, YMEHHH
¥ HaBBIKOB Pa0OTBI ¢ KHUTO U HH(pOpMAIIHei;

* OKa3bIBAaCT HHPOPMALMOHHYIO OINEPIKKY B PELICHUH 3a/1a4, BO3HUKAIOLIUX B
npouecce y4eOHOH, caMmoo6pa3oBaTeIbHOMN U JIOCYTOBOM IEATEIEHOCTH
o0yyaroniuxcs;

* OPTaHH3yeT MacCOBbIC MEPOIPHUSATHS, OPUEHTHPOBAHHBIE HA PA3BUTHE OOLIEH 1
YHUTATEIBCKOM KYJIBTYpBI THYHOCTH,




. coneﬁcrayeT Ne€aaroruyecKum pa6OTHl/IKaM B OpraHu3aluu 06pa3013aTem>Horo
Iponecca 1 gocyra o6yqa}omuxc51.

2.3.3. OcymecTtBiser nuddepeHIupoBaHHOE OubmmoTeyHO-MHOPMAaIOHHOE
00cITy)KHBaHHUE Neqaroru4ecKmx PabOTHHKOB:

* BBUIB/IACT HH(POPMALMOHHbIE OTPEGHOCTH 1 YIOBJIETBOPSIET 3aIPOCHI, CBA3aHHbIE
¢ 00y4yeHHnem, BOCIUTaHHEM oOyuaroruxcs;

* COZEHCTBYET MPOECCHOHATBLHON KOMIETEHIIHH [I€1aroros, MOBKIIIEHUIO
KBATH(UKALMH, TPOBEAEHUIO ATTECTAIIHH:

* OCYMECTBISET TeKyIiee HHGOpMUpOBaHHe (IHHU HH(OpMAaIHH, 0630PBI HOBBIX
NOCTYIIJICHUH ¥ IMyOIHKaIui);

* CIIOCOOCTBYET NPOBENECHMIO 3aHATHIA 10O (hopMHEpOBaHHIO HH(BOPMALHOHHOI
KyJbTYpbI 00y4aromuXxcs, sBseTcs 6a3oi s [IPOBEACHUS IIPAKTUYECKHUX 3aHATHIA
110 paboTe ¢ HHPOPMAIHOHHBIMHU pecypcamu.

2.3.4. OcymecTBiser nuddepeHnpoBaHHOE OubIMoTeYHO-MHPOPMALIOHHOE
obciyxuBaHie poxuTeneil (3aKOHHBIX IIPEJCTAaBUTENIEH) 00yYaromuxcs:

* YJOBIETBOPSET 3aMpOCH NOJIb30BaTeNeH 1 HH()OPMHPYET 0 HOBBIX NIOCTYIIJICHUSX B
Oubnmoreky;

¢ KOHCYJIBTHDPYET 10 BOIIPOCAM OpraHU3alliK CEMEHHOro YTCHHMSI, 3HAKOMHT C
HH(]OpMaLKeii 10 BOCIIUTaHKIO JeTel;

¢ KOHCYJIPTHPYET 10 BONIPOCAaM y4eOHbIX H3IaHMiA IS o0y4aroruxcsi.

3. Opranus3anus AesSTebHOCTH OHGIHOTEKH

3.1. OB1ee pyKoBOACTBO [€STENbHOCTIO OMOIHOTEKH OCYIIECTBIISIET PYKOBOIMTEIIb
00pa3oBaTeIbHOl OpraHU3aluy.

3.2. HenocpencTBeHHOE PYKOBOACTBO GHOIHOTEKOI OCYLIECTBIISET 3aBEeAYIOILIMH
OuOIMOTEKOM, KOTOPBIH Ha3HAYaeTCs PYKOBOZIHMTENIEM 00pa30BaTeIbHON OpraHH3aIHH.

3.3. 3aBenyrommii 6ubIHOTEKOMN HeceT OTBETCTBEHHOCTD B MPEJI€NaxX CBOEH KOMIETEHIMH 32
OPraHU3alluIO U PE3YJIbTAThl ACSITENLHOCTH OHOIMOTEKH.

3.4. 3aBenyrommii 6GubIHOTEKOM Pa3padatbIBaeT U IPEJCTABISET PYKOBOIUTEIIO
00pa3oBaTeNbHOI OpraHu3anyu Ha YTBEPIKICHHE CIEAYIOIIHE TOKYMEHTHI:

» Ilonoxenue o GubIHOTEKE, TONOKEHHE O nopsizike obecreyeHus yyeOHUKAMH 1
Y4EOHBIMH OCOOHAMH 06YYAIOIIIXCS:
* IInanoBo-oryerHyIO MOKYMEHTALMIO;

3.5. B cocraB 6ubanorexn BXOJIUT:

o AOOHEMEHT;

YuranbHelii 3am;

Kuauroxpauunuize;

* ApXHUB [/l y4eOHHKOB 110 IpeaMeTam.




3.6. bubmorteuno-unpopmanHonHOE 00CIIy)KHBaHHE OCYIIECTRIISIETCS B COOTBETCTRBHH C
IIaHaMH pabOThI GUOIHOTEKH U PEKUMOM PaGoOTHI 00pa3oBaTeNbHON OpraHU3aIHy.

3.7. bubnuoteka BIpaBe MPeIOCTABIIAT ILUIATHEIE OMOIHOTEYHO-UHPOPMALHOHHBIE yCIIyTH,
TIEPEICHD KOTOPBIX ONPEAENAETCS yCTaBOM 00pa3oBaTeIbHO OpraHM3aIluy.

3.8. Pexxum paGotsl 6ubmoTeku OMPENCIIACTCS 3aBENYIOIIHUM OMOIHOTEKOM ¢ yyeTom
pexuma paboTsl 00pa3oBaTelbHOM opranuzamuy. Omus Pa3 B MeCs1I IIpelycCMaTPUBAETCS
CaHUTApHBIH JICHb, B KOTOPBIN 00CITy)KUBAHKE T10Ib30BATENEH He TIPOU3BOTUTCS.

4. Yyer mocrynsieHusi U BoIOBITHS AOKYMEHTOB OM0/1MOTe4HOro hoHxa
4.1. IlpueM 10KyMeHTOB B (hoH GHOIHOTEKH BKIIOYAET CIICYIOIIHE OTICPALIHH:

* CBCPKA MOCTYMJICHUH C NIEPBHYHBIM YYETHBIM JOKYMEHTOM (HaK/IaaHas, aKT),
BKJTFOHAIOLIUM CIHCOK NOCTYNHUBIINX JOKYMEHTOB;

¢ COCTaBJICHHE IEPBHYHOTO YYETHOIO JIOKYMEHTA ISl IIOCTYIUICHHIH 6e3
CONPOBO/IUTENBHOM TOKYMEHTALIUHY,

* PCIHCTpalys MOCTYNMUBIUKMX I0KYMEHTOB B PETHCTPAX CyMMApHOTO, IPYIINOBOrO H
HHIBHAyapHOro y4yera ('OCT 7.0.93-2015 «Bubiuoreunsii boux. Texnonorus
bopmupoBanus»).

4.2. IIpy MOTIOTHEHUH OCHOBHOTO GUBTHOTEYHOTO ¢onna HEO6GX0IMMO cOBTIONATE
TpeboBanus PenepaabHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O IPOTHBOACHCTBUHU
OKCTPEMHCTCKOMN JIEATENBHOCTUY. JJOKYMEHTBI, BKIIOUEHHbIE B NePEYEHb SKCTPEMUCTCKUX
MaTepHalloB, MPHOOPETaTh 3aMPEIeHO, IIPH BBIIBICHHH UX B (onne — m3bMaTh U3 KOCTYMA.

4.3. Yuer u 06paGoTKa JOKYMEHTOB GHOIHOTEIHOrO ¢boHza.

4.3.1. Vuer n 06paGoTka JOKyMEHTOB OCHOBHOT'O (hoHza oCyImeCTBIsIETC MHAMBHAYATbHEIM
crroco6oM. CBeIcHHUSI 0 MOCTYNHUBIIHX TEYAaTHBIX JOKYMeHTax BHOcSTCS B « KHury
CYMMAapHOTO y4eTa JOKyMEHTOB OCHOBHOTO (hOH/Ia.

IloctynuBmyM 10KyMeHTaM PUCBaHBAIOT MH/IMBUyaJIbHBI PETHCTPALMOHHBINA HOMEp
(MHBEHTApHBIH HOMEp HIIM MHOMU 3HaK, IPHHSTHI B KaYecTBe PErUCTPallMOHHOTO HOMEPa,
CHCTEMHBIH HOMEp JUIsl S7€KTPOHHBIX TOKYMEHTOB) H IIH(p XpaHEHHS.

Perucrpannonnsie Homepa u mHUQpPb! OTMEYAIOT B PETUCTpax HHAMBHIYaIbHOTO yYeTa
AOKYMEHTOB — MHBEHTAPHOM KHUIe, KAPTOTEKE PErUCTPALIMHU Fa3€T, Ky pPHAIIOB, y4YeTHOU Oase
JTAHHBIX.

Bcee 3k3eMIISphl MPUHATBIX M3IaHUI IITEMITEITFOOTCSL. [IItemmnens ¢ HAUMEHOBAHHEM
00pa30BaTebHOI OpraHU3aIHH J0JDKEH OBITH IpSAMOYTOJIbHOM (POPMEL, pazmepoM He
6ombire yem 1,5x4 cm.

[remnens CTaBHUTCs Ha O60pOTC TUTYJIBHOI'O JIUCTA (HpI/I OTCYTCTBHUM THUTYJIBHOIO JIMCTA —
Ha HCpBOﬁ CTpaHHUIIE TEKCTA I10J 3aI‘JIaBI/IeM), Ha 17-i CTPaHHUIE OJ TEKCTOM B JIEBOM




HHDKHEM YTIIy U Ha 060p0T€ Kaxzmoro npuioxenus. Ha 6pOI.HIOan H XXYpHaJIaX IITEMIIEIIb
CTaBUTCS TOJIBKO Ha 00JIOXKKE WJIM Ha HepBOI)'I CTpaHHULIE TEKCTA.

Coctas ocHoBHOrO (onza pukcupyercs B KapTOYHOM ajipaBUTHOM KaTayiore, B
JJIEKTPOHHOM 0a3e TaHHBIX OHOIHOTEKH.

4.3.2. Yyer u 06paboTtka CHCIHATM3UPOBaHHOTO (oHaa. Crienuanu3upoBaHHbIi boHa
YAHUTBIBACTCS U XPAHUTCS OTHEIBHO OT OCHOBHOTO GHOIMOTEYHOro doHna.

YHeT I0KyMEHTOB ClIeHATH3HPOBAHHOTO (hoHna, Kak MHOTO9K3EMILISIPHOH JIMTEpaTypEl,
OCYIIECTBIISETCA IPYNIIOBBIM CIIOCOOOM U OoTpaxaercs B «KHure CYMMapHOTro y4eTa
y4eOHOro (poHIa» M B KAPTOTEKE PErHCTPALIHOHHBIX KapToYek.

Ha kaxxnoe HaumenoBanue 10kymMeHTOB CHICIHATM3HPOBAHHOIO ()OHMA 3aBOJUTCS OT/IEIbHAS
yueTHas KapTouka. Kaprouku ¢ 6ubnuorpaduueckum onvcanuem u3nanmii y4eOHUKOB
PacCTaBIIAOTCS B yUETHYIO KAPTOTEKY M0 KIIaccaM, a BHYTPH KJIACCOB — II0 andaputy
hamunmit aBTOPOB MK 3armaBwmit. Ja KOHTPOJIS 32 COXPAaHHOCTEHIO YUETHBIX KAPTOYeK OHH
PETHCTPHPYIOTCs B «JKypHase perucTpaLuu y4eTHbIX KapTouek YU4EOHHKOB.

Texnuueckas 06paboTka JOKyMEHTOB [peTyCMaTPUBACT CJIEAYIOIIUE OlEPALIUH:

* [HpOCTaB/ICHHUE HA KaX/I0OM JIOKYMEHTE INTEeMIIeN s OUOIHOTEKH B COOTBETCTRIM C
IyHKTOM 4.3.]1 HAaCTOSIIEr0 MOMOKEHHS;

® YCTAHOBJICHHE CPENCTB 3aLIUTHI OT yTPATHI (MATHUTHBIN JATUHK, PAAHO-UHII, HHOM
BUJI MADKHPOBKH);

* MH3TOTOBIICHHE U IIPUKPEMJICHHE K JOKYMEHTY [acliopTa yueOHHUKA. [Tactiopt
y4eOHMKa IPUKIIEUBAETCS Ha [OCIIeHE CTpaHHUIE y4eOHUKa. 3anoNHAeTCs IpH
BBIIa4Y€ YUTATEITIO.

Yder crennanusupoBanHoro Goxga TIpEIyCMaTpUBAET OTPaXKEHUE €r0 COCTaBa B CIIPABOYHO-
bubnuorpaduyeckom annapate GHOIHOTEKH, B TOM YHCIE B QJIEKTPOHHOM 0a3e NaHHBIX.

4.4. BeIOBITHE JOKYMEHTOB GHOIHOTEYHOTO donza.

4.4.1. IIpu4HHBL, 10 KOTOPBIM JOKYMEHT MOKET OBITh BBIBE/ICH U3 COCTaBa OMOIHOTEYHOTrO
(oHIa, BKIIOYAIOT B TOM YHCIIE BETXOCTS, Ae(EKTHOCTB, YCTApeIoCTh MO COAEPKAHMIO,
yTpaty. MckmoueHue 1okyMeHTa U3 GHOIMOTEYHOro ¢onna nposoauTes Ha ocHOBaHMH
aHaM3a cocTaBa OMOIMOTEYHOr0 YOHIA U PE3YIHTATOB €ro IIPOBEPKH.

4.4.2. Tlox BETXOCTBIO JOKYMEHTA TOHHMAIOT PE3yJIbTAaT €CTECTBEHHOIO CTAPEHMS HITH
(usndecKoro u3HOCa TOKyMEHTA.

4.4.3. Tlox neeKTHOCTBIO TOKYMEHTa TOHUMAIOT YaCTHYHYIO I IIOJIHYIO yTpaTy
SKCILTyaTallHOHHBIX Ka4eCTB JOKYMEHTA B Pe3yJIbTaTe BHELIHETO BO3/1eHCTRIS.

4.4.4. Tlon ycTapenocThio Mo COAEPKAHMUIO TOHAMAOT MOTEPIO aKTyaJIbHOCTH TEMATHKH,
TIOATBEPKAACMYIO OTCYTCTBUEM CIIPOCA YUTATENEH, HEBOCTPEOOBAHHOCTHIO B
IIepepacrpee/ieHHH | peaTu3aiu.




4.4.5. Tlox yTpaToii JOKyMeHTa HOHMMAIOT €ro OTCYTCTBHE B (OHIE OMOIMOTEKH 11O
NpUYHHAM IIOTEPH, XUIIEHUS, O€ICTBUN CTUXUHHOTO0, TEXHOT€HHOTO (B TOM YHCIIE
XaKepCKOH aTaku ¥ HEBOCCTAHOBMMOTO ¢0O0s 3IEKTPOHHOTO 000PYIOBAHKS) HIIH
COIMAIILHOTO XapaKTepa, 0 HEYCTAaHOBJIEHHOU IPUYHHE.

4.4.6. IIpouecc uckIroueHMs J0KyMEHTOB U3 GoHIa OUOIHOTEKH OCYILECTBIISETCS B
COOTBETCTBHH ¢ IlopsaKkoM ydyeTa TOKyMEHTOB, BXOIAIIMX B cOCTaB OHOIHOTEYHOrO (POHMA,
YTBEPXKJIEHHBIM ITpHKa3zoM MunkynsTypsl Poccun ot 08.10.2012 Ne 1077.

4.4.77. BeiObITHE 10KYMEHTOB OMOIMOTEYHOTO (HOHIA IIPOU3BOJMUTCS B PE3YJIbTATE HX
CIHCaHHs KOMHCCHEHN, CO3aHHOM PYKOBOAHUTEIEM 00pa30BaTeIbHONW OpraHU3aIliHy.

4.4.8. VTunmsaius CIUCaHHBIX JTOKYMEHTOB OUOIHOTEYHOTO (OH A TPOM3BOIUTCS B
COOTBETCTBHH C 3aKOHOAATeIbcTBOM Poccuiickoii Deneparium.

5. IlpoBepka 10KyMeHTOB 0HOIHOTEYHOr0 (POHIA

5.1. IlnanoBas npoBepka J0KyMEHTOB OMOIHOTEYHOro (OHIA TPOBOAUTCS C
MEPHOIMYHOCTBIO OJIMH Pa3 B IIATH JIET HA OCHOBaHUH I'padHKa IPOBEPKH, YTBEPIKIECHHOTO
3aBeAyOLUM OMOIUOTEKOH.

5.2. BremaHoBas IpoBepKa JOKYMEHTOB OMOIHOTeYHOr0 (OHAA IIPOU3BOAUTCS B
00s13aTeTIbHOM MTOPSIKE:

* IIPH BBISBJICHUU (AKTOB XHUIIEHHUS, 3T0YTOTPEOICHUS HIH MOPYH JOKYMEHTOB;

e B CJIydYae CTUXUHHOro OeICTBUS, IOKapa WK IPYTUX YPEe3BBIYAUHBIX CHTYAIlHA,
BBI3BAHHBIX SKCTPEMAJIbHBIMH YCIOBHIMHU;

e IIPU pEOpraHU3aIMY WM JUKBHIAIUN 00pa30BaTeIbHONU OpraHu3aliH.

5.3. Ilo uroram npoBepkH 3aBeyIOMUi OUOIHOTEKON COCTABIAET aKT, IOIIKCHIBAET H
XPaHUT €ro B OUOIMOTEKE B TEYEHUE CPOKaA, YCTAHOBICHHOTO HOMEHKIATypoi aei. Ecnu
KaKHe-TO JOKYMEHThI OTCYTCTBYIOT 110 HEYCTaHOBJICHHOM NMPUYUHE, TO K aKTy
IPUKJIAIBIBAETCS UX CIIUCOK, B KOTOPOM (DPUKCHPYIOTCS CBEICHHS O KOJUYECTBE JOKYMEHTOB
6ubaroTeyHOro (oHAa B HATMYMK M KOJIUYECTBE OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCIIE
10 HEYCTaHOBJIEHHOH NpHunHe. B akTe Takke yKa3bIBaeTCs HOMEP U JlaTa aKTa mpeablaye
IPOBEPKHU.

5.4. Bo BpeMs IpoBepKH JOKYMEHTOB OMOIMOTEYHOTO POoHIA pAOOTHUKH OTCIIEKHBAIOT
HaJIM4YHe 3KCTPEMUCTCKHX MaTepHaloB, KOTOPbIE BXOJAT B (heiepabHbIi CIIUCOK,
ony6iukoBaHHbIH MuHIOCTOM Poccuu Ha cBoeM caiite.

Ecnu 3aBenyromuii 6MG1MOTEKON HAMIET SKCTPEMHUCTCKUI MaTepUa, TO JOJDKEH
OTPaHHYUTh K HEMY JOCTYII CO CTOPOHBI [T0JIb30BATENIEH.

5.5. Ilpu BBIABIIEHUH B IIpOLECCE IPOBEPKH (POHJA OTCYTCTBYIOMIUX JTOKYMEHTOB U
HEBO3MOKHOCTH YCTAHOBJIEHUS] BAHOBHBIX JIMI YOBITKU IO HEOCTa4aM CIHCHIBAIOTCS B
COOTBETCTBHH C JCHCTBYIOLIMM 3aKOHOJATEIbCTBOM.




