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OT ABTOPOB

Vkazom [Ipesunenta Poccuiickoit @enepamuu ot 7 mast 2018 rona N 204 «O HanMoHaIbHBIX
LeNsAX M CTpAaTerMyecKux 3ajadax pas3Butus Poccuiickoit @enepaunn Ha nepuoa ao 2024 roma»
nepes ToCyAapcTBOM ObLIIM IIOCTaBIICHBI BAYKHEHIINE 3a1aul B chepe 00pa3oBaHus, Cpea KOTOPHIX -
CO3/IJaHUE COBPEMEHHOW W Oe3omacHOW IM(POBON 00pa30BaTEIBHOM Cpenbl, OOeCIeUHBAIONICH
BBICOKOE€ Ka4eCTBO 00pa30BaHUA U IOCTYIIHOCTb 00pa30BaHUs BCEX BHJIOB U yPOBHEH.

OnHO W3 TaKMX HAMpPAaBICHUH - MpeoOpa3oBaHUE MIKOJIBHBIX OmOMmorek (mamee - 11IB) B
nHpopManmoHHO-OnOMMoTeunbie 1eHTpel (masee - MBI[), HameneHHoe Ha pacHIMpPEHHE
00pa30oBaTeNbHbIX BO3MOXKHOCTEM UIIKOJBHBIX OHOJMOTEK, JOCTHUKEHHE BBICOKOTO YPOBHS
JOCTYMHOCTH HWHGMOpMaluU, co3gaHue KOMGPOPTHOW cpeabl Juis JiIo0Oro 4WieHa MIKOJIBHOTO
cooO1miecTBa 1 MOBBIIICHUE er0 HH(OPMAIIMOHHOHN KYJIbTYPHI.

[Tepexon OuOMMOTEK OOpa30BATENBHBIX OPTaHMU3ANMA K HOBOW MOJEIH OOECIedrnBacT Ha
dbenepanbHoM ypoBHe «KoHIeNMs pa3BUTHUS MIKOJIBHBIX HH()OPMALMOHHO-OMOIMOTEYHBIX LIEH-
TPOB», YTBEpXKACHHAas prKazoM MuHuctepcTBa oopasoBanus u Hayku PO Ne 715 ot 15 utons 2016
T., ¥ HA PETHOHATILHOM ypoBHE - «KoHIenuus pa3BuTHs HHGOPMAITMOHHO-OUOIHMOTEYHBIX [ICHTPOB B
OpraHu3alysaX,  OCYIIECTBISIONMX  OOpa30BaTElIbHYIO  JESATEIBHOCTH 1O  OCHOBHBIM
o0muieo0pa3oBareabHbIM MporpaMMaM, B MOCKOBCKOW 001acTH», YTBEpXKIEHHAs MPHKa30M
MunuctepcerBa oOpa3zoBanusi MockoBckoit odnactu Ne2728 ot 25.10.2019 ropaa.

CornacHo npukaza MunucrepctBa oOpa3zoBanus u Hayku PO No 715 ot 15 urons 2016 r. u
yTBEPKAEHHOH UM «KOHIEINY pa3BUTHS IIKOJIBHBIX HHPOPMAMOHHO-ONOIMOTEYHBIX IIEHTPOBY B
paMKax MaTepHallbHO-TEXHUYECKOr0 00eCleYeH s B KaX/I0i IIKOIbHOW OMOIMOTeKe HEOOXOAMMO
CO3/1aBaTh 1LI€JIEBbIE BHICOKOKAUECTBEHHBIE pa3HOPOpMaTHBIE (QOHIbI (IIeYaTHbIE, MYIbTUMEIUNHBIE,
1u(poBbIe), KOTOPBIE CIIOCOOCTBYIOT peaan3allii OCHOBHBIX U JOTIOJTHUTEIbHBIX 00Pa30BaTeIbHBIX
IporpaMM, B TOM 4YHCJI€ BBINOJIHEHHUIO WHAMBUAYAJIbHBIX IPOEKTOB, @ TAKXKE BCECTOPOHHEMY
Pa3BUTHIO O0YUAIOUINXCA B LI€JIOM; @ B paMKax pa3BUTHUS HHPOPMAITMOHHO-PECYPCHOTO 00eCIeUeHUS
HE00XO0IMMO KaK IOTIOHEHHE (DOH/IOB IMEYaTHBIMU M 3JIEKTPOHHBIMU M3IaHUSMH, TaK U 00ECIICUUTh
HEHTPATN30BaHHYIO KaTaJIOTU3aliio (POHIO0B MeUaTHBIX U3JaHH, SIEKTPOHHBIX UH()OPMALIMOHHBIX
U 3JIEKTPOHHBIX 00pa30BaTENbHBIX PECYPCOB, a TaKKe 000PYAOBaHUS.

CornacHo mnpukaza MuHucrepcTBa oOpa3oBaHusi MockoBckoit obmactu Ne2728 ot
25.10.2019 roma m yrBepxknéHHOM MM «KoHuenuuu pa3BUTHS HHPOPMAIMOHHO-OMOINOTEUHBIX
LEHTPOB B OpraHU3alMsAX, OCYIIECTBISIOMUX 00pa30oBaTeIbHYIO AEATEIbHOCTh 10 OCHOBHBIM
o0meoOpa3oBaTeibHBIM ~ MporpaMMaM, B MockoBckoil — oOmactu»  pasButue HWBI[ B
0011e00pa30BaTeNIbHBIX OpraHu3alusiXx B MOCKOBCKOH 00jacTu OKHO OBITh HampaBJIeHO Ha
pelleHre NPaKTHYECKUX 3a7ad, OO0ECNEeYMBAIOLIUMX pealn3alnio TpeOoBaHUM (enepabHbIX
rOCYJapCTBEHHBIX 00pa30BaTEIbHBIX CTAHIAPTOB, @ MMEHHO: OOHOBJIEHWE OCHOBHBIX (HOHIOB
o6ubmuorek WBI[ B mnensx npuoOiieHus oOydaromMXcs K YTEHUIO Kak OCHOBHOMY BHIY
MO3HABATEJILHON JESTEIIbHOCTH U CPEACTBY KYJIbTYPHOU UACHTUYHOCTH 00YyJaroIMXCsl, CO3JJaHie Ha
6aze MBIl TBOpueckoidl KOMMYHUKAaTHUBHON IUIOIIAAKU JJIS pealu3allid IUlaHa oOpa3oBaHUS U
MOJTyYEHUs HaBbIKOB camo00pazoBaHus oOyJarouxcs. B pamKax pa3BUTHA
UH(POPMALIMOHHO-PECYPCHOTO M IIPOTPAMMHOI0 00ecredeHus] HE00X0AUMO 00ECTIEYUTh MONOTHEHUE
OMOIMOTEYHBIX (DOHIOB IIKOJBHBIX OMONMOTEK M Oubiamorek co crarycom WBI], B T.4. depes
UCIIOJIb30BaHUE JEKTPOHHBIX PECYPCOB HALIMOHAIBHBIX OMOIHOTEK.

AKTyaJlbHOCTh ~ MOJTOTOBKM  JIaHHBIX  METOJMYECKHUX pEeKOMeHJaluid  o0ycioBiIeHa
HEOOXO/MMOCTBIO ONpeAETICHHUs €IUHBIX TOAXOJO0B K BompocaM (GOpPMHUPOBAaHUS U ydyeTa
oubmmoteynoro gounga MBI B opranuzanusix, oCymecTBISIONUX 00pa30BaTENbHYIO IEATeTbHOCTh
110 OCHOBHBIM 00111€00pa3oBaTeIbHBIM porpaMmam, B MOCKOBCKOH 00J1acTH.

[lenb naHHBIX METOIUYECKHX PEKOMEHJAIUN - 0000IMIUTh TEOPETUKO-METOA0IOTHUYECKHE U
PaKTUKO-OPUEHTHPOBAaHHBIE MOAXO0AbI K (popmupoBanuio (ounoB MBIl o6meoOpa3oBaTenbHBIX
opranuszaiuii B MockoBckoil ob0nactu. VX mpuMeHEeHHEe MO3BOJUT PalMOHAIBHO U 3P (HEKTUBHO
OpraHu3oBbIBaTh paboTy 1o (opMupoBaHuio OHOIMOTEYHBIX (OHIAOB B OpraHU3AIMIX,
OCYIIECTBISIOIIUX 00pa30BaTENIbHYIO JIEATEIbHOCTh IO OCHOBHBIM 00111€00pa3oBaTeIbHBIM
nporpaMMaM, B MOCKOBCKOM 00JIaCTM B KOHTEKCTE OIbITa OTEUECTBEHHOTO M 3apyO0eXHOTo



OMOIMOTEKOBEACHUSI.

Metoauueckne  pekoMeHAanmuu 1o (GopmupoBaHuio  (OHIOB  HE  SBISIOTCA
HOPMATHUBHO-TIPABOBBIM JOKYMEHTOM, HE TpPeOYIOT HMX O0S3aTeNbHOIO HCIOJHEHUS U HOCST
pEeKOMEHJaTeNbHbId  xapakrep. Ha  ocHOBaHuMM  mpeacTaBieHHbIX — MarepuasioB  KMBI]
0011eo0pa3oBaTeIbHOM  OpraHM3allMd  MOXET pa3paboraTh coOctBeHHoe [lomoxkenue o
dopmupoBaHnun U ydere OubOmMoTEeYHOro (oHAA, KOTOpoe OyaeT SBISATHCS HOPMATHBHBIM
JoKambHBIM ~ akToM. JlanHoe IlomokeHwe MOMKHO OBITH PAacCCMOTPEHO Ha  3aceIaHuU
[Tenarornyeckoro coBeTa M yTBEPKICHO MPUKA30M PYKOBOJIUTENS 00pa30BaTeIbHON OpraHU3allHH.

ABTOpBI PU3HATENBHBI 32 TOMOIIb B paboTe HaJl MaTepUaIoM

Oco0yto 01aroapHOCTh ABTOPHI BBIPAXKAIOT PEIEH3EHTaM U3JaHus



1. 3TAIIbI @OPMUPOBAHUA BUBJIMOTEYHOI'O ®OHJA UBI] OO
1.1.MonenupoBanue 6udanoreunoro ¢pouga UbIL OO

B Hammonansaom crangapte Poccuiickoit @enepanuu [4] popmupoBanne OHOIMOTEYHOTO
doHga pacmPpoBBIBACTCS KaK AEATEILHOCTh, BKIIIOYAIOIIAs COBOKYITHOCTh MOCIIEOBATEIBHBIX H
B3aMMOCBSI3aHHBIX IIPOLECCOB MO MOJEIMPOBAHUIO, KOMIUIEKTOBaHHIO, 00pabOTKe, pa3sMelCHHIO
doHIa Ui ero MOoCIEYIOLIero UCIOIb30BaHN U XPaHEHUs, NMOAAEPKaHNI0 (OHIA B aKTYaJIbHOM
COCTOSIHUU.

TexHomorus popMupoBaHus OMOIHMOTEYHBIX (POHIOB MPEACTABISIET COOOM ITUKJII, COCTOSIIUN U3
II0CJIEI0BATEIBHOCTH IIPOLIECCOB, HAMpaBIECHHBIX Ha CO3JlaHHE, IUIAHOMEPHOE IOMOJHEHUE WU
UCKJIFOUEHHE YIOPSI0UYEHHOW COBOKYIHOCTH JIOKYMEHTOB (TO €cThb ()OHJa) B COOTBETCTBHM C
uensiMu, 3agadamMu UBL u notpedHOCTAMU ynTaTENEH.

Oransl GOpMHPOBAHUS OUOINOTEYHBIX (POH/IOB:

1. MozaenupoBaHue TO3BOJISIET CO3/1aTh 0Opa3 (oHOa M BBIIBUTH Hambolyiee paloHaIbHBINA
cnoco0 ero opMUPOBaHHUSL.

2. KommuiekroBanue — mpomecc HamojdHeHHs (OHAA JOKYMEHTaMH, €ro IOCTOSHHOTO
OOHOBJICHHUS.

3. Yuyer — cucrema omepanuid, oOecreyuBarOIIUX TOYHBbIE JAaHHBIE MO O0BEMY, COCTaBy,
JBYDKEHUIO (OHIA, €r0 CTOMMOCTH.

4. OOpaboTKa JOKYMEHTOB — 3TO KOMIUIEKC IPOLECCOB IOATNOTOBKH JOKYMEHTOB U HX
6ubnuorpadguueckux 3anucel K AajabHeHIeMy UCII0JIb30BaHUIO U XPAHEHHUIO.

5. Pasmemenue ¢onna — pacrnonoxenue yacteil OMOIMOTEYHOro (OHAA B KHUTOXPAHMWINIIAX
MBI B uenstx yno6HOro o0Ciy>KuBaHMsI 110JIb30BaTeNCH U XpaHEHU .

K o0s3aTenbHBIM COCTAaBISIONIMM B padoTe ¢ (OHIOM TakKe OTHOCATCS IIPOLIECCHI,
CBSI3aHHBIE C €0 XPaHEHUEM U MPOBEPKOH.

Xpanenue OuOMUOTEYHOTrO (OHAA — ITO LEIOCTHOCTb M HEU3MEHHOCTh (PU3UIECKOTO
COCTOSIHUSI JIOKyMEHTOB, COJIEp)KaHHE B YCIOBUSAX ONTUMAIBHBIX (DU3UKO-XUMHUYECKOTO U
OMOJIOTrUYECKOr0 PEKUMOB, O0ECIIEUEHUE OXPAHBI.

[IpoBepka OubnuoTeunoro Gonaa onpeaenser GpakTHUECKOE HATUYUE 3apErUCTPUPOBAHHBIX
B YUETHBIX PErUCTpax JOKYMEHTOB OMOIMOTEUYHOro (POH/IA, @ TAK)KE YCTAaHOBIIEHHE UX COOTBETCTBUS
YUETHBIM JJOKYMEHTaM U a/IeKBaTHOCTh MH(POPMAIIMOHHO-TIONCKOBOMY annapary MBLI.

Bes cucrema TEXHOJIOIMYECKUX MPOLECCOB (YHKIMOHUPYET Ha OCHOBE IMPSIMBIX U OOPATHBIX
B3aUMOBJIUSIONINX CBsA3EH. PaccMOTpuUM Kax bl U3 HUX MTOAPOOHEE.

Ilon Mmooenuposanuem oOubaIUOMEUHO20 ponda TIOHUMAETCs co3laHue obOpasza (¢oHIa
OMONIMOTEKH - MOJEIH, BOCIIPOU3BOAALICH B MHHHATIOPE BCE €ro MapaMeTphbl, TPaHUIIbl, YPOBHH
HAIOJIHEHUS TOKyMEHTAMHU.

Cy1iecTBYIOT HECKOJIBKO MojeNiel OnbinoTedHoro poHma: onmucaTelbHas MOJIEINb, OTpacaeBas
Mojielb, Oubmuorpaduyueckast MOAeIb, MaTEMaTHUYECKas MOJIEIb, TEMATHKO-THUIIOJIOTMYECKasi MOJIENb
¢onna (TTMOD).

Onucamenvnaa mooenp, COTIaCHO CBOEMY HAa3HAUYEHHUIO, ONMMCHIBAET COCTaB OMOIMOTEHYHOTO
¢doHma, ero nmama3oH W Ha3Ha4deHHWe. Yamie BCEro OHa WCIONB3YeTCS TNPH CO3JaHWU HOBOM
oubmmoteku. [IpeacTaBisitoTCs OCHOBHBIE XapaKTEPHUCTHKU: CTATyC W MPodib 00pa3oBaTEIbHOM
opranmzanuu (OO), KOJIMYECTBO JOKYMEHTOB, YUTATEIEH, ONPEACIISIIOTCS OCHOBHBIC 331a4H.

Ompacnesas moodens, TOAUYEPKUBAS YHUBEPCAIBHOCTh OMOMMOTEYHOro (OHAA IIKOIHHON
O6MOIMOTEKH, YKa3bIBaeT HEOOXOMMBIE B TAaHHOM TUIIE OMOINOTEK JOKYMEHTHI 110 OTPACIIsIM 3HAHUS,
KOTOPBIE COCTABJISIIOT OT/IEJIbl OCHOBHOTO (hOHa.

Mamemamuueckan modens 3aKI04aET B cedOe KOIMYECTBEHHBIE MTapaMeTphl (GOHTa.

Bubnuozpaghuueckas moodeny — 310 nepeyeHb KOHKPETHOM JIUTEPATYpPHI sAApa GoHAA.

Temamuko-munonozuueckasa mooeab ponoa COACpKUT B ceOe DJIEMEHTHl OINHUCATEIHLHOM,
oTpacieBOd H MareMaTHueckol wmozeneil. OHa ompenenseT TeMbl, BHIB M KOJIUYECTBO
HEOOXOJUMBIX OWMOIMOTEKE JOKYMEHTOB JUISI OOCTY)KMBAHWS YHTATeNlell B 3aBUCUMOCTH OT HX
norpebHocteit u  mnpopuins  OO. Ilpumepom  cxempt TTM®  ¢onma  saBusercs
TeMaTuKO-TUrnonornyeckuit miad kommiekroBanus (TTIIK) u mpu orcyrcTBum monenu ¢gouaa oH



MOJXKET €€ 3aMEHUTb.

Ha  ocHoBe  monmenupoBaHusi ~ OMOJMOTEYHOTO dboHma  paspabaThIBaeTCs KaK
TEMAaTHUKO-THUITOJIOTUIECKUH TIaH KOMIUIEKTOBAHHUS, TaK M MPOQUIb KOMILICKTOBAHUSI.

OTO MOCTOSIHHO JIEHCTBYIOIIMH JOKYMEHT, 3aKpEIUIAIOUIMA OCHOBHBIE HAallpaBJICHUS
KOMIUIEKTOBaHHS OuOImoreyHoro (oHIa, meiau U 3a1adu ero (GopMHUpOBaHUS, KPUTEPUH OTOOpA
JOKYMEHTOB W TPUHIMIBI HMX pacrpeneneHuss 1o (ouaaM OHOIMOTEKH: OCHOBHOMY
(YHHBEpCalbHOMY) M CIIeHUANIU3UPOBaHHOMY (yueOHOoMY). [Ipodpuias KOMIIEKTOBAHUS YTBEPKIAET
pykosoaurens OO.

[Mpoduis KOMIUIEKTOBAHUS aKTYAIM3UPYETCs M0 Mepe MU3MEHEeHHs 3a1a4d U HampasieHuii OO,
o0beMa U CTPYKTYpbl (PMHAHCUPOBAHUS M MPH APYTHX CYHICCTBEHHBIX U3MCHEHUSIX, KaCAIOIIMXCS
ouomoreku (UBILL) OO.



1.2. KommiiekroBanue 0udiauoreunoro pouga UBI[ OO

Komnnekmoeanue oOubnuomeunozo ¢onda - ot1O0p ¥ IUIAHOMEPHOE MPUOOpETCHHE
JIOKYMEHTOB, COOTBETCTBYIOIIHX 10 COJICPIKAHMIO 3a/1a4aM OUOIMOTEKU U MTOTPEOHOCTSIM YUTATEIICH.

KomrmiekToBaHHE COCTOUT W3 MEPBHYHOIO OTOOPAa JOKYMEHTOB, OCYIIECTBISIEMOTO B XOJI€
HAYAIBHOTO U TEKYIIETO KOMIUICKTOBAHHUS, © BTOPUYHOT0 0TOOPA.

Hauanvnoe Komniekmosanue — 35TO CO3JaHHE TMEPBOHAYATILHOrO (OHJIA NMPHU OTKPBITHU
OUOJIMOTEKMU.
Tekyuee Komniekmoeanue - CUCTEMATHYECKOC IUIAHOBOE MPHOOPETEHUE BBIMICAIINAX

JIOKYMEHTOB, OTBEYAIOIIHNX TI0 CBOEMY COJICPKaHUIO MPOPHITIO U 3aa9aM OMOTHOTEKH.

Bmopuunwtii omoop - oT00p JTOKYMEHTOB, OCYIIECTBIISIEMBIN B UMeromeMcs (JOHJIE Ha OCHOBE
pe3yNbTaTOB HW3YYCHHsI COCTaBa, pAa3BUTHS W UCIHONIb30BaHUsA (OHIA, 3aKITIOYAIOIIUNCI B
OTIpE/ICNICHUU JTOKYMEHTOB, HEOOXOJUMBIX MJIs JaHHOTO (OHIA, W JTOKYMEHTOB, IOJIEKAIIUX
MCKIIIOUCHHIO.

B pesynpTaTe MEpBUYHOTO W BTOPUYHOTO OTOOpA, TO €CTh BKIIOYCHHS W HCKIIOYCHUS
JIOKYMEHTOB, (POHT OMOIMOTEKH OOHOBIISETCSI.

Jloykomnnexkmosanue (pEeTpOCIEKTUBHOE) — OSTO TMOMOJHEHHE (OHJA HEJOCTAIOIUMU
JOKYMEHTaMU 3a Mpouuible rofbl. OCHOBHBIMM HCTOYHHUKAMHU JOYKOMIUIEKTOBAHUS SIBISIOTCA
KHUTOOOMEH OMOIMOTEK M KHUTOTOPTOBBIE Oa3bl.

OCHOBHBIM JIOKYMEHTOM, JalOIMM HampaBlIeHUS KOMIUIEKTOBaHUS (OHIA IIKOJIHHOU
OMOIMOTCKH, SIBISCTCS Memamuko-munonozuveckuii nian komniekmosanusn (TTIIK). TTIIK
ompezaenseT Npoduibs KOMIICKTOBaHHS, COCTAaB JOKYMEHTOB IO THUIIAaM W BHJAM U MPHUMEPHYIO
AK3EMILISIPHOCTb.

TTIIK coctaBnsieTcss OAUH pa3 B IISTh JIET U €KETOJJHO KOPPEKTUPYETCS. B Teopuu u mpakTuke
OMOIMOTEYHOTO Jeia HEeT eAMHOHM, oOs3arenbHOM it Bcex OumOmmorek (opmer TTIIK. B weit
PEKOMEHIYyEeTCSl TMPUMEHSATh O0O3HAUCHUS BHUJIOB W3JaHUK 10 MEJICBOMY H YHTATEIHCKOMY
HA3HAYCHUIO M XapakTepy nHpopmarwu. [Ipu onpeneneHnn TeM ciieayeT MoJIb30BaThCsi OCHOBHBIMU
py6puxamu Tabnui BBK. Tembl u3nanuii B riane gydiie OTpa3uTh, YTOOBI OOJIETYUTH AaTbHEHIIIYIO
paboTy mo oTOéopy JOKYMEHTOB. Ha mepeceueHMH TeMaTHMUECKUX M BUAOBBIX Ipad yKazbIBaeTCs
MPUMEPHOE KOJMYECTBO IK3EMIUISIPOB HEOOXOANUMBIX TOKYMEHTOB.

K Tematuko-Tumnonornyeckomy riaHy KOMIUIEKTOBaHUS IpUIaraeTcsi O0ObsICHUTEIbHAS 3aMKcKa,
KOTOpasi COJEPKUT pa3bsiACHEHUsS U KpaTkoe 000CHOBaHUE.

3akmrounTenbHbIM ATanoM 3anojgHeHus TTIIK sBisercs mowck OTBETa Ha BOIPOC: CKOJBKO
HK3EMIUISIPOB KOHKPETHOT'O JOKYMEHTa HEOOXOUMO MPUOOPECTH, YTOOBI IKOHOMHO U B BO3MOXKHO
KOPOTKHE CPOKH YJOBJICTBOPUTDH BCE 3AMIPOCHI UMTATENEH?

TTIIK paccmaTpuBaercs OMOIMOTEYHBIM COBETOM U yTBeEpkaaercsa aupekropom OO.

[leyatHble M 3J1eKTPOHHbIe 00pa3oBaTelbHbIE M HWHMOPMAIMOHHBIE PECYpPChl JOJIKHBI
coctaBiaTh pou UBL[ OO MO ¢ yuérom ciaenyronmx HOpMaTUBHO-TIPABOBBIX IOKYMEHTOB.

1. ®enepanbHbliii 3akoH «O06 obpazoBanuu B Poccuiickoit dexepanun» periaMeHTHPYET B
OpraHu3aIMiIX, OCYIIECTBISAIOMNX 00pa30BaTENbHYIO JIEATENbHOCTh, B LENAX 00ecleyeHus
peanmuzanu  o0pa3oBaTeNbHBIX MporpaMMm (GopMHpOBaTh OWOIMOTEKH, B TOM YHUCIE
uugpoBbie (JIeKTPOHHbIE) 0UOINOTEKH, 00ECTICUNBAIOLIHE TOCTYI K MPO(HEeCCHOHATBHBIM
06a3amM JaHHbBIX, HTHPOPMAIIMOHHBIM CIIPABOYHBIM U MOHCKOBBIM CHCTEMaM, a TaKXKe MHBIM
uHpOpMaIMOHHBIM pecypcamy. (Cratbs 18, . 1)

2. Cornacuo Ilpukasy MunuctepctBa npocsemieHust Poccuiickoit ®enepammu ot 29.11.2021
No868  «OO0  yTBep)KIEHHWM  aAKKPEAUTAIMOHHBIX  TOKa3aTelied 10  OCHOBHBIM
o01meo0pa3oBaTeIbHBIM ~IIpOrpaMMaM - 00pa3oBaTeNbHBIM MpOrpaMMaM  HadajJbHOT'O
o0IIero, OCHOBHOro oOmero M cpexHero oOmiero o0pa3oBaHUsA»  JIEHCTBYIOT
aKKpeIUTAIlMOHHbIE TOKa3aTeNld Mo 00pa30BaTENbHBIM MPOrpaMMaM HadajbHOrO OOIIEro
00pa3oBaHMsl, CpeN KOTOPIX BaKHBIA — HAJTMUKE MU (PPOBBIX (31eKTPOHHBIX) OUOIHOTEK,
o0ecreynBaOIUX JOCTYyll K NpodeccHOHaNbHbIM 0a3aM JaHHBIX, HH()OPMAIMOHHBIM
CIPAaBOYHBIM U TIOMCKOBBIM CHCTEMaM, a TaKKe MHBIM HH(OPMAIMOHHBIM pecypcaM (1.6 —
0/5 6amnoB).



B T'OCTe P 7.0.96-2016 «3nekrponnsie Oubanorexu. OcHoBHble BHIBL. CTpyKTypa.
Texnomorust GopMHPOBAHHA» TAETCS CIEAYIOIIEE ONpeIeIICHHE:

DJIeKTPOHHAas1i OuOJMOoTeKa — »HTO uWH(OpPMAIMOHHAS CHUCTEMa, TNpeIHa3HAYCHHAs IS
OpraHM3aly ¥ XpaHEHUs YHOPSAJO0YEHHOro (OHIA SJIEKTPOHHBIX OOBEKTOB, U OOecreveHUs
JOCTYyTa K HUM C IOMOIIbIO €IMHBIX CPEJICTB HABUTALIUU U TIOUCKA.

KowmmnekroBanrne (oHIa S7IEKTPOHHOW OWMOIMOTEKH BKIIOYACT BBISABICHHUE, OIEHKY, OTOOD,
3aKa3 1 npuoOpeTeHne JOKYMEHTOB B (POH WM TPUOOPETEHHUE MPaB JOCTYIA K HAM.

HeneBasi Moaesib nngpoBoii odopazoBaTenbHoii cpeasbl (1anee - [{OC) yreepxaena [Ipukazom
Munucrepcta npocsemenus PO ot 2 aexadps 2019 r. N 649. Monaens kacaetcs mkos 1 CCY30B u
pEeryJIupyeT OTHOIICHHS, CBS3aHHBIE C CO3JaHUEM M PA3BUTHEM YCIOBUM I peaTu3aliu
00pa3oBaTeNbHBIX MPOrpaMM C TNPUMEHEHHEM DJJIGKTPOHHOTO OOy4YeHHUs, JHCTAaHIIMOHHBIX
00pa3zoBaTebHBIX TEXHOJIOTHI c y4eTOM (G YHKIIMOHUPOBAHUS 3JICKTPOHHOU
nH(popManMoHHO-00pa3oBaTenbHOM  cpenpl. llocnmemHsss BKIO4aeT B ceOs  DJICKTPOHHBIC
uH(OPMAIIMOHHBIE H  00pa30BaTeNbHBIC PECYpChl, COBOKYIMHOCTH HWH()OPMALMOHHBIX U
TEJICKOMMYHUKAIMOHHBIX TEXHOJIOTHH, COOTBETCTBYIOIIUX TEXHHYECKUX CPEICTB,
00eCreYnBarOIINX OCBOCHIE 00Pa30BATEIBHBIX IPOrPAMM 00 yUJAIOITUMUCS HE3aBHCHMO OT MECTa UX
HaX0XKICHUS.

[IpenycmoTpensl o0ecriedeHrne BHICOKOCKOPOCTHBIM UHTEPHETOM, OCHAIICHHE KOMITBIOTEpaMH,
[1O u npe3eHTalMOHHBIM 000pYyIOBaHUEM, CO3JaHKe U (MJIM) MOJAEPHU3ALHNS CTPYKTYPUPOBAHHBIX
KaOeNbHBIX CHCTEM, JIOKAJIbHBIX BBIYUCIUTEIBHBIX CETEH, CHUCTEM KOHTPOJS U YIpPaBICHUS
JOCTYTIOM, BUCOHAOIIIOICHUS.

CornacHo ¢enepaibHoMy npoekTy "Lndposas oObpa3zoBaTenbHas cpena” MOJEHb J0JDKHA ObITh
BHEJ[pEHA BO BCeX peruoHax k 2024 r.

WNudopmannonnsie cucremsl u pecypcest LIOC:
® 3JIEKTPOHHBIN TOKYyMEHTOO00O0pOT;
® [UIaHUPOBaHHE (PMHAHCOBO-XO3AWCTBEHHOM EATEIBLHOCTH;
® DJIEKTPOHHBINA JTHEBHUK;
®  BJIEKTPOHHBIN )KypHAII,
® DJIEKTPOHHOE PAaclMCaHUE;
e JJICKTPOHHAasi OMO/INOTEKA. ..

I'OCT P 57723-2017 «MHpopManmOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTMH B OOpa30OBaHUU.
CucteMsl 371eKTPOHHO-0MOaMOTeuHble. OOIIMe MOJOXKEHNU» ONpEAeNseT Clelylolee CoAepKaHue
TEPMHUHY <QJIEKTpPOHHasi OubJMoTeyHass cucrema» (naimee — ObBC): aBTOMaTH3WpOBaHHAA
UHpOpPMALlMOHHAs cHcTeMa, 0a3bl JaHHBIX KOTOPOM COJAEp)KaT OpPraHU30BAHHYIO KOJUIEKIIHIO
AIIEKTPOHHBIX ~ JIOKYMEHTOB, BKJIIOYAIOIIYI0 JJIEKTPOHHBIE UW3JaHUS, MCIOJIb3yeMble  JUIS
MH(OPMALIMOHHOTO O0ecreueHusi 00pa3oBaTENbHOIO U HAyYHO-HCCIIEI0BATENbCKOIO IMpoliecca B
00pa3oBaTeNbHbIX OpraHU3alMsIX, OOECcleuuBarolas BO3MOXHOCTb JOCTYNa K 3JIE€KTPOHHBIM
JIOKyMEHTaM uepe3 ceTh VIHTepHeT.

OBC o00pa3oBaTenbHOM OpTraHM3aIMd MOXET OBITh CO37aHa KaK C IOMOIIBIO OTAEITBHOTO
IPOrpaMMHOTO  KOMIUIEKCA,  OSKCILUTyaTUPYEMOTO  HENOCPEACTBEHHO B 00pa3oBaTelIbHOMN
OpraHM3aly, TaK U C TOMOIIBIO COBOKYIMHOCTH MOAOOHBIX KoMmIuiekcoB, DBC arperatopoB
KOHTEHTA, PSAJT M3 KOTOPBIX IKCITyaTUPYETCS] BHEIITHUMU OTlepaTOpaMu, €CJIM OHU 00pa3yroT eTUHYIO
WH(OPMALIMOHHYIO CUCTEMY, UCTIOIB3YEMYIO B 00pa30BaTEIbHON OpraHU3aIlHH.

B Ilpukaze Munnpocsemienust Poccun ot 23.08.2021 Ne590 «O06 yTBep:kI€HUU MTEPEUHs CPEACTB
0o0ydeHHsT ¥ BOCIHTAHUS, COOTBETCTBYIOIIMX COBPEMEHHBIM YCIOBHUSM OOYYEHHS...» 00O03HAUEH
nepeyeHb CPeCTB 00YUEHUS U BOCITUTAHMS, COOTBETCTBYIOIIUX COBPEMEHHBIM YCIOBUSM O0yUYeHUS,
HEOOXOJUMBIX TPU OCHAIIEHHH OOIe00pa30BaTeIbHBIX OpTaHM3AlMi B IENSIX pealu3aluu
Mepornpusitiii B bubiamoredHo-uHGOPMAIMOHHOM IEHTpe (C BO3MOXKHOCTBIO TPOBEICHUS
OHJIAaWH-TPAHCIISILHN).

OcHoBHOE 000pyI0OBaHUE:
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CHCI_[I/IaJII/BI/IpOBaHHaH MeO€eb U CUCTEMBI XpaHCHUA

1.3.1. Crton 6ubnmuoTexaps ¢ SIMKaMU JIsl XpaHEHU s/ TyMOOM

1.3.2. Kpecno 6ubnmorexaps

1.3.3. Cremnaxu OUOIMOTEUHbIE

1.3.4. [Ixad 3aKkpeITHIN A1 XpaHSHHUST y4eOHOTO 000PYI0BaAHUS

1.3.5. [xad mist ra3eT u )KypHAIOB

1.3.6. Crou1 U1 BBIIa4Yu HOCOOMMA

1.3.7. [kad nms auTaTenbeKux GOPMYIISIPOB

1.3.8. Karanoxusrii mkad

1.3.9. Croun yueHn4eCcKuil 1151 YUTAJIbHOTO 3aJ1a C PErYIMPYyEeEMOM BbICOTOM

1.3.10.  Cton yueHHMUECKUI MOAYIBHBIA PETYIMPYEMBIN IO BBICOTE JIsi KOBOPKUHTA

1.3.11.  Cryn yueHHYECKUI TOBOPOTHBINA PETYIUPYEMBIN IO BBICOTE

1.3.12.  Kpecno mist yTeHUs/MECTa ISl CUJICHHS B 30HE PEAaKCUPYIOIIETr0 YTCHHS

TexHuueckue cpeacTna

OcHoBHOe 000pyIOBaHuE

1.3.13.  CereBoit hpuabTp

1.3.14. MooOnjabHas 3J1eKTPOHHAs OHOJIMOTEeKA

1.3.15. Komnerlotep Oubnuorekaps ¢ nepudepueii  (JIMIEH3MOHHOE IPOrpaMMHOE
obOecrieueHre, o0Opa3oBaTENbHBIN KOHTEHT, CHUCTEMa 3allluThl OT BPEAOHOCHOW WH(pOpMaIUH,
aBTOMAaTH3UpOBaHHAs1 HHPOpMamoHHO-0nbOroTeunas cucrema (AUBC)

1.3.16. MHOro(yHKIIMOHATLHOE YCTPOUCTBO/TIPHHTEP

JlononHuTenbHOE BapuaTUBHOE 000y I0BaHUE

1.3.17.  Croiika s 3apsiiIKM MOOMIIBHBIX YCTPOKCTB

OO6opynoBanue AJis IPOBEACHUS OHJIAWH-TPAHCIISIIUN

OcHoBHOE 000py10BaHUE

1.3.18.  VHTEpakTUBHBIH  NPOrpaMMHO-AIAPATHBIA  KOMIUIGKC  MOOWJBHBIM WK
CTAallMOHAPHBIA (MHTEPAaKTUBHAS JOCKA, MPOEKTOP, KPEIJICHHE) C BO3MOXKHOCTBHIO MPOBEICHUS
OHJIAaH-TPaHCIALMI

1.3.19. Tenexka-xpaHUINILE HOYTOYKOB/TUIAHIIIETOB C CUCTEMOM MOA3aPSIIKK B KOMIUIEKTE C
HOYTOyKaMHU/TIJIaHIIeTaMu (JIMLIEH3MOHHOE TPOrpaMMHOe o0ecrieueHre, 00pa3oBaTeIbHbIN KOHTEHT,
cucTeMa 3allUThl OT BpenoHOCHOW uHGpopmanuu)/KoMmmeiorep yueHHKa (JMIIEH3MOHHOE
porpaMMHOe oOecrieueHue, oOpa3oBaTeNbHbI KOHTEHT, CHCTEMa 3allluThl OT BPEIOHOCHOM
uH(popManun)

1.3.20. HaymHuku A5 IPOCTYIIMBAHUS ayINO- U BUIEOMATEPUATIOB

JlononHuUTENBLHOE BapHaTUBHOE 000PYI0BaHUE

1.3.21. IlnaHmeTHbIi  KOMIbIOTEp  (JIMIEH3MOHHOE  TPOTpaMMHOE  oOecrieueHwme,
00pa3oBaTeNbHBI KOHTEHT, CUCTEMA 3aIUTHl OT BPEAOHOCHOW MH(POPMAIINN) TSI KOBOPKUHTA.

B kaxxnom UBIL MO gomxeH ObITh MUHUMATBHBIN HA0Op CEPBUCOB:

1) aBTOMaTH3MpOBaHHAsS 610IMOTEeYHO-UH(POPMAITIOHHAS cUcTeMa (ABUC),
o0ecreunBaroIas Co3JaHue U BeJleHNE NEKTPOHHOI0 KaTaJlora;

2) DJIEKTPOHHO-OMOIMOTEUHAss CUCTEMa — CPEICTBO XPAHEHHs COOCTBEHHOTO KOHTEHTA
0o0pa3oBaTeNbHON OpraHU3allK B pa3InYHbIX opmarax;

3) MOIynb SJIEKTPOHHOTO KHHUTO3aKas3a, yepe3 KOTOpBIA OyIeT OpraHM30BaH JOCTYN K
ppoBOMYy 00pa30BaTEIFHOMY KOHTEHTY H3/IaTEIIbCTB M JJPYTUM BHEITHHM Pecypcam;

4) caiiT OMOJMOTEKU WK pa3jies Ha caiiTe 00pa30BaTeIbHON OpraHU3allHH.

s obecnieuennss nHpopManmoHHo-MeToanueckor noaaepkku MBI MO u B pamkax 1ieneBoit
Mojenu nudpoBor 00pa3oBaTebHON cpeabl peanu3yercs «MHPOopMaMOHHBIA MOPTAT MIKOIBHBIX
o6ubmuorek IlogMockoBbsi» € oOecrieueHHeM MEePCOHU(UIIMPOBAHHOTO JocTyna K paboueit
nH(popmaIuu, couepkaimuii Habopsl CEPBUCOB:

v Undopmarmonnas kapra WBIl, cosmatomasics mnpu peructpanuu Ha I[loprare.
Wudopmanus Oymer conepxarb craryc Oubimoreku, Buja (puHAHCHpPOBaHUS,
(benepanbHBI OKPYr, PETHOH, TOpoj/ TOPOACKON OKpYyr, HaceleHHbIH MYHKT (ropoj,
MOCENOK, celo W T.M.), moiHoe Ha3BaHue OubOnuorexku / UBL] (6e3 cokparieHwii),
MOYTOBBIN agpec (MHIEKC, HACEeIEHHBIN MyHKT, YJIHULA, HOMEp JIoMa), TelaedoH (C KOJIoM
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HaceJIeHHOTo NyHKTa), E-mail 6ubmuorexku, Web-Crpanuity 6ubnmuorexu/MbL

v' I'yra-kaneHmapb 00pa3oBaTeNbHBIX COOBITHH, QopMuUpyeMblii 1 pas B TOom M
€XKEKBapTaJIbHO aKTYalIM3UPYEMBI MO COAEPKAHUIO MEPOINPUATHIl 3aBEAYIOLUIUM
OMOJIMOTEKOH, nearoroM-ouomoTeKapem, OubIIMoTeKapeM MOCPEJICTBOM
MIPEJICTABICHHOI'O CEPBUCA;

v' OtyeTsl 10 WH(OPMAITMOHHO-PECYPCHOMY 00€ecIieYeHHi0 U Iuianbl pasButus MBI mo
uuppoBoi TpaHchopmauuu, Kyna i yBenudeHUs A3(P(GEKTHUBHOCTH MPOILIECCOB
dbopMupoBanus u ydera OubnmuoreyHoro QoHma 3aBeayromUi  OMOITMOTEKOH,
neaaror-oubaroTekaps, ondauorekaps mo 3anpocy PUBL] npenocrasisier nHpopMaIuio,
CBSI3aHHYIO C HH(POPMAITMOHHO-0MOIMOTEYHON AEATEIbHOCTHIO;

v’ TlepeyeHb cpeicTB OOy4YeHHS ¥ BOCIHTAHUS, COOTBETCTBYIOLUIUX COBPEMEHHBIM

yCIOBHAM  OOy4YeHMs, HEOOXOOUMBIX TpU OCHAIIEHHH 00I1e00pa30BaTeIbHbBIX

OpraHu3alii B LENAX pean3alud MeponpusaTdii B bubamoreuno-uHdopMarioHHOM

LEHTPE;

Nudopmanmonnsie cuctemsl U pecypcest LOC;

Peiitunr 6mbnuoTekaps (negarora-ou0amoTeKaps, 3aBeIyIOIIEro OMOIMOTEKOMN):

0  CBOEBPEMEHHOMY  ©XKEKBapTaJbHOMY  MPEAOCTaBICHHIO  OTYETOB IO

KHUTooOecrneueHHOCTH B MuHucTepcTBo 00pa3oBanus MO,

0 MOJIEPHHU3AIMH, MHHOBALMOHHBIM IMOAXOAaM, TpaHC(POpMAIMH W aBTOMAaTH3ALUU

OMOIMOTEYHBIX IIPOLIECCOB, CTaHOBJICHUIO nejarora-on0InoTeKaps, ero

OPUEHTHPOBAHHOCTH Ha PACIIMPEHUE BHIOB OKa3bIBAEMBIX yCIIYT;

» B (OpMHPOBaHUHU COOCTBEHHON HMHHOBAIIMOHHON MPOTPaMMBI B TOPTHOITHO /IS

» TIPOXOKACHUS aTTECTAIlUH, KOTOPas MOATBEPIUT COOTBETCTBUE 3aHUMAEMOM JOIKHOCTH.

Cornacno npukazy @eznepanbHoii cykObI 110 Ha30py B chepe oOpa3oBaHus U Hayku ot 14
asrycra 2020 roma Ne 831 «O6 yrBepxkacHun TpeOoBaHHiA K CTPYKType O(PHUIIMAIBLHOTO caiTa

o0pa3oBaTenbHOl OpraHu3aluu B MH(QOPMAIIMOHHO-TEJICKOMMYHUKAIMOHHON cetn "VHTepHeT" u

dopmaty MpeICTaBICHUS uHbOpMALIUN» rJIaBHAS CTpaHuIa nojpaszena

"MatepuanbHO-TEXHUYECKOE 00eCTieueHUuEe U OCHAIIEHHOCTh 00pa30BaTeIbHOro mpoiecca’ J0KHA

colepkaTth HH(pOpPMALMIO O MaTepUATbHO-TEXHUYECKOM OOEeCreueHurn 00pa3oBaTENIbHON

JESITENIbHOCTH, B TOM YHUCIIEe CBEACHHsSI 0 OubmnoTexe(ax).

vV v <X

Crpykrypa ¢onga WBL[ OO cocroutr wu3 OCHOBHOro (yHHBEpcajgbHOro) ¢(oHAa U
crenuain3upoBaHHoro (yaeoHoro) gospa.

1.2.1. KomniiekToBaHue 0OCHOBHOTO (hoHIa
OcHoBHOM (poH]T BKITFOUaET Maccy AokyMeHToB 1o mpodumo MBI OO, nmpenHazHauyeHHBIX A5
HCIIOJIb30BAHUA U XPaHCHU. B ero cocras BXOIUT:

- XYHAOXCCTBCHHAA JIMTCPATypa (OTC‘-ICCTBCHHB.H n 3aPY6e)I(Ha$I, KJIaCCUYCCKasa U COBPEMCHHAs,
a TaKXKEC I[eTCKaH);

- oTpacieBas JuTepaTypa (HayuyHble, Hay4yHO-NOMYJISIpHbIE, Y4€OHO-METOAWYECKHE U T.II.
U3JJaHUsA IO BCEM Y4YeOHBIM MpeaMeTaM M 00pa30BaTEIbHO - BOCHUTATENbHBIM HAIpPaBJICHUSM,
peanuzyeMbiM B pamkax OOIT OO);

- crpaBOYHO-OHOIMOrpaduueckue n3laHus (CIpaBOUYHUKH, CIOBAPH, SHIUKIIONEINH);
- NepUOANYECKHE U3JIaHus;
- JIATEepaTypa Mo COUUATBHOMY M MPO(ECCHOHATIEHOMY CaMOONPEAEICHUIO 00yJatoIIXCs.

OObecrieyeHHOCTh JIOKYMEHTaMH OCHOBHOTO (OHJa JOJDKHA COCTaBisATh He MeHee 10
9K3EMIUISIPOB Ha OJHOTO oOydatomierocs. [15, ¢. 19]

®onn UBL[ OO yHuBepcanpHbIN, COAEPKUT pa3INUHbIe BUbI IPOU3BEACHUN I1€YaTH U APYTHUX
JIOKYMEHTOB 110 BCEM HJIM OOJIBIIMHCTBY OTpacieil 3HaHUSI.

[Tpu komriekToBanuu ocHoBHOTO (ponma 6momotekn (MBI[) OO cnexgyer onmupaThes Ha

neiicTByrone ydeOHble MpOorpaMMbl MO BCEM Y4YEOHBIM JTUCIHHIUIMHAM, pabodue MporpamMMmbl U



12

TUTAaHBI BHEYPOUYHOU JesTenbHoCcTH, Tpoduis OO.

Cormacao ®I'OC (oHI AOMOTHUTENBHOM JUTEpPATYpPhl JOJDKEH BKJIIOYATH JETCKYIO
XYIO)KECTBEHHYI0O ¥ HAy4YHO-TIONMYJAPHYIO JIMTEPaTypy, CIpPaBOYHO-OMONHorpaduyeckue u
NePUOANYECKUE U3JaHHUsS, COMPOBOXKIAIOUINE peal3allli0 MPOrpaMMbl OCHOBHOTO OOIIETro
oOpazoBaHwUs.

PexoMenayemas cpeiHsis S9K3eMILIIPHOCTB:

- Ui IpOrpaMMHOTO M3y4eHus: — | KHHUra Ha 2 yJamuxcs;

- JJI BHEKJIACCHOTO YTeHMsI — B 1-4 kiaccax - 1 kHura Ha 3 yyamuxcs;

- Ui 0030pHOT0 U3Y4YEHUs1, BHEKJIACCHOTO UTEHH U (paKynbTaTUBHBIX 3aHATHI B 5-11 kinaccax -
| xHura Ha 5 yyammxcs;

- cmpaBoOYHBIC U3aHM - 1-2 sK3eMIuIsipa Ha OUOINOTEKY;

- MeToAMYecKas JUTepaTypa, JUTepaTypa IO BOMNpOCaM IMEAAarorMKH W Icuxojioruu - 1-2
9K3EMIUIApa Ha OUOIMOTEKY.

Ilonnoma ¢honoa - creneHb oxBara JOKYMEHTOB NpPH KOMIUIEKTOBaHMM ()OHAA C LEIbIO
Haubosiee TOJHOTO YIOBJIETBOPEHHsI UYMTATENbCKUX 3ampocoB. I[lonmHoTa Qonma ompenensercs
OTHOIIICHUEM HMEIIMXCcs B (poHIe OMOIMOTEKHM JOKYMEHTOB OIPEACIICHHOW TeMaTUKH (BHAA) K
YHCITy JOKYMEHTOB, KOTOpPbIe HEOOXOAMMBI M0 €€ MPO(UIII0 ANl ONTUMAIBHOTO YIOBIETBOPEHUS
MH(OPMALIMOHHBIX MOTPEOHOCTEN YUTATENECH.

HcTopudecku CI0XHUIOCH TaK, YTO B OMOIMOTEKaX, 0OCTYKHBAIOIINX JI€TEH U IOHOIIECTBO, (hOH
pacrpenensercs Mo yaelbHOMY BECY TOTO HJIM HHOTO THIIA JIUTEPATyphl 06e3 yuera (poHaa yuedoHoi
JIUTEpPaTyphbl:

- OOmecTBeHHO-TIONMUTHYECKast tuTepaTypa — 20 %.

- Tlo3naBatenpHas (Hay4HO-TIONYJsipHast) tureparypa — 30 %.

- XynoxectBeHHas auteparypa - 50 %.

OnpeneneHHble HOPMaTUBbI MO JAHHOMY BOINPOCY OTCYTCTBYIOT, Tak kak coctaB MBI OO
3aBHCUT OT PErHMOHAIBHBIX YCJIOBUU (CeNbCKUM, TOPOJCKOH paiioH), craryca, mpodumis OO,
KOJIMUECTBA YUTATENCH U APYTUX (PaKTOpPOB.

[Tpu monosHEHN OCHOBHOTO OMOIMOTEYHOTO (hOHAa HEOOXOIUMO COOJI0IaTh TPEOOBAHMS
®enepanbHoro 3akona 25.07.2002 r. Ne 144 «O npoTUBOACHCTBUHU SKCTPEMUCTCKON ACATEILHOCTI.
JIOKyMEHTBI, BKITFOUECHHBIC B TIEPEUCHD SKCTPEMHUCTCKIX MaTEPHUaJIOB, IPHUOOPETATh 3aMpeieHO, IPU
BBISIBJICHUH WX B OHJIC - U3BIMATh M3 JIOCTYIIA.

1.2.2. KommiekToBaHue y4eGHOro poHaa

Cnennanu3upoBaHHblii (yueOHbINH) (POHA COCTOMT U3 JIOKYMEHTOB, OTOOPAaHHBIX IO
KakoMy-JIN0OO W3 NPU3HAKOB: BUJ JOKYMEHTOB, TeMaTHka, uurTaresnbckoe HazHadeHue (['OCT
7.76-96. «KommuiekroBanue ponna nokymento. bubmmorpaduposanue. Karanornzanus. TepmuHbl
U OIIPEJICIICHUS).

CrneunanusupoBaHHblil 6nbauoreunsiit pona 6udauorexku (UBIL) OO Bxiatouaer B cebdst:

- y4eOHUKHY;
- yueOHbIe mocobust (yaeOHOe HarJsiTHOE Toco0ue, aTiac, KOHTYPHBIC KapThl, paboune
terpagu* TOCT P 7.0.60—2020 U3JAHUS. OCHOBHBIE BU/IbI. TepMuHsbI 1 Onpeie/ieHus).

KommiekToBanue crnenuanu3upoBaHHOTO (y4eOHOTO) (OHIA OCYIIECTBIAECTCS HA OCHOBE
@denepanbHOTO TepeuHsi YYEeOHMKOB, PEKOMEHJOBAaHHBIX W JOMYLUICHHbIX MUHHCTEPCTBOM
npocBemieHnst P® s wcnonbp3oBaHWMs B oOpasoBarenbHOM mporecce. OOpaszoBaTenbHas
OpraHu3aIys CaMOCTOSITEIBHO OIPEEIIIeT U YTBEP)KIAeT CIUCOK YUeOHUKOB U3 YKCIIa BXOISIIMX B
QdenepanbHBIl  TIepeueHh YYEOHHMKOB M YY€OHBIX ITOCOOWIA, BBINMYIIEHHBIX OpraHU3aIHIMHU,
BXOJSIIIMMH B T€peYeHb OPraHU3allUil, OCYLIECTBISIOMIMX BBIMYCK YYEOHBIX MOCOOMH, B
COOTBETCTBHUU CO CBOEH 00pa3oBaTenbHOM mporpamMmmoit (273-D3, ct. 18, 4. 4; cT1. 28, 4. 9).

Bce OO exerogHo B Hauase TEKylero roja (¢ sHBaps mo Maprt) GOpMHPYIOT 3aka3 Ha
y4eOHUKH M3 PETHOHAIBHOTO OI0/KeTa, KOTOPbIM pUKCHpyeTcs B OJIaHKe 3aKa3a U MOANUCHIBACTCS
mupexktopom OO. Bee nannblie o ropojty, paiioHy coOupaer MEeTOAHCT, KypUPYIOIIHK OMOIHOTEKH, U
OTIIPABISIT B PETHOHANBHBIN JlenapTaMeHT uiu MUHHUCTEPCTBO 00pa30BaHUs.

3a cueT OIO/UKETHBIX CPEACTB NpUOOpeTaroTcss yueOHHKH (enepaqbHOro KOMIUIEKTA,
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paccuMTaHHbIE HA UCIIOJIHL30BAHUE B T€UEHUE psijia JeT (4 roaa).

Cormacao ®I'OC opraHuzaiusi JOJDKHA TPEIOCTABIATH HE MEHEE OJHOro ydyeOHWKa W3
benepanbHOTroO MnepeyHsi y4eOHHUKOB, JOMYIIEHHBIX K MCIOJIB30BAHUIO MPH PEATHU3ALUU UMEIOIINX
rOCyJapCTBEHHYIO aKKpEIUTAlMI0 00pa3oBaTeIbHBIX IMPOrpaMM HadajibHOIO OOIIEro, OCHOBHOTO
obmiero, cpenHero oOmero ooOpasoBaHus, W (WIM) yd4eOHOro MOCOOMS B Me4aTHOU ¢opme,
BBINYILEHHBIX OPraHU3aLUAMH, BXOJAIIMMHU B IepeUeHb OpraHu3alui, OCYIIECTBISIOMINX BBITYCK
y4eOHBIX TOCOOMIA, KOTOpBIE JOIYCKAIOTCA K HWCIHOJB30BAHUIO MPH pPEATH3ALUUd HUMEIOIINX
rOoCyJapCTBEHHYIO aKKpEAUTAIMI0 00pa3oBaTeIbHBIX MPOrpaMM HadajibHOIo OOILEro, OCHOBHOTO
o0miero, cpeaHero ooOmero o0pa3oBaHUs, HEOOXOAUMOTO JIi OCBOEHHS HPOTPaMMbI OCHOBHOTO
obmiero o0pa3oBaHus, Ha KaXJIOTO OOydaromIerocs Mo KaxIoMy y4deOHOMY HIpeaMery, Kypcy,
mMonyiro 1, BXxonsmieMy Kak B 00s3aTelbHYI0 4YacTb YKa3aHHOW NpOrpaMMbl, TaK U B YacTb
nporpamMmel, OPMHUPYEMYIO y4acTHUKaMu o0pa3zoBaresibHbIX oTHOLIeHUH. (PI'C OO0, 1m.37.3)

HononuurenbHo OpraHuzanus MOXET HPEJOCTaBUTh ydeOHbIE MOCOOMsI B 3JIEKTPOHHOM
¢dopme, BBIMYIICHHBIE OPraHU3ALUAMH, BXOAAIIMMH B TIEpEUYEHb OPraHU3aIUi, OCYIIECTBISIOMNX
BBIITYCK Y4€OHBIX TOCOOUH, KOTOPBIE JIOMYCKAIOTCS K UCIOJIb30BAHUIO IIPU peaJIN3alui UMEIOLINX
rOCYJapCTBEHHYIO aKKpPEAUTAIMIO 00pa30BaTeIbHBIX MPOrpaMM HAYaJIbHOTO OOIIEro, OCHOBHOTO
o01iero, cpeHero oobuero odpa3oBaHUs, HEOOXOJUMOIO JIi OCBOEHHs HPOTrpaMMbl OCHOBHOTO
o0miero o0pa3oBaHMs HAa KaKJOTO OOYYaroOmIErocs Mo KaKJOMYy y4eOHOMY MpenMeTy, y4eOHOMY
Kypcy (B TOM 4YHCIE BHEYPOUHOH JEATENBHOCTH), Yy4€OHOMY MOJIYJIO, BXOASIIEMY Kak B
00s3aTENIbHYI0 YacTh YyKa3aHHOM NPOTrpaMMbl, TaK M B YacTh HPOTPaMMBI, (OPMHUPYEMYIO
Y4aCTHUKaMU 00pa30BaTeNbHbIX OTHOIICHUI.

OOyuarommMcsi JTOJDKeH OBITh 00eCmedeH JOCTYH K TEYaTHBIM W 3JICKTPOHHBIM
oOpa3oBaTenbHbIM pecypcaMm (fnanee - DOP), B Tom uncie k DOP, pazmerieHHbIM B (heiepaibHbIX U
peruoHanbHbIX 6a3zax JaHHbBIX JOP.

3aBenyroumii UBL[ OO exerofaHo IOKEH IMPeloCTaBIsTh METOAUCTY MHPOpMaLuio 00
00eCNEYCHHOCTH Y4YaIllUXCsl YU4eOHOW JUTEpaTypoil, 00 acCOPTHMEHTE W 00beMe (KOJIMYECTBE)
JUTEpaTyphl, KOTOPYIO HEOOXOAMMO NpUOOpecTH A IOJHOLEHHOro oOecredeHus y4eOHOro
nporiecca.

IIpu 3aka3e y4eOHMKOB YyUHUTBIBAETCSI KOHTMHIEHT ydaumuxcs. IIpu 3ToM yd4eOHMKHM HaJIo
3aKa3pIBaTh npuMepHo Ha 10 % Oosblie HEOOXOAMMOro. DTOT MPOLEHT UAET Ha U3HOC U yTepu
yuraTeqsiMu. C Iebl0 y4yeTa PHCKOB IPH 3aKa3e y4eOHUKOB JOJDKHA COOJIOAAThCS elle U
IIPEEMCTBEHHOCTh. PekoMeHyeTcsl 3aKka3bplBaTh yU€OHUKH U3 3aBEPIICHHBIX MPEIMETHBIX JIMHUH.
Ecnu B npouutom ydeGHOM roy Obl1 caenaH 3aka3 yueOHuka «Mcropus Poccun» A. A. JlannioBa
JUIs 6 Ki1acca, TO B TeKyIeM yaeOHOM roly HeoOxoaumo 3akazath «Mcroputo Poccun» A. A. Jlanu-
JI0Ba y>Ke JuId 7 Kiacca u T. 1.

Ecnu nepen oGpa3oBaTenbHbIM YUPEKICHHEM CTOMT 3ajadya MEpedTH Ha HOBYIO JIMHUIO
yuebHukoB, Hanpumep, YMK «Dusuka» C. B. I'pomoBa Hyx)HO 3amenuTs Ha YMK «®usuka» A. B.
[1épbimkuHa, TO CHayajla MEeHseTCsl yueOHUK 7 KJlacca, a TOJbKO MOTOM — yuyeOHHUKHU 8 U 9 Kiaccos.
[Tonmygaercs, 4To B TeKyIIeM yueOHOM roay 7 kiacc 3aHuMaeTcs o yueOHuky A. B. I1épblmkuna, a 8
u 9 xnaccel — no yueOnuky C. B. I'pomoBa. B cienyromem yue6HoM roay 7 u 8 KIacchl — MO JIUHUA
yueObHuKoB A. B. I1€primkuHa, a emé yepes roj yxe Bce Kiacchl nepexoasar Ha A. B. I1épeimknna.

[Ipumep pacuera konuuecTBa yueOHUKOB A. B. [1éprimknuna «®Pusukay 1 7 kiacca:

Konnuectso
Konnuecto Konnuectro
yuauxcs 7 Kiacca

00yJaromuxcst yueOHHKOB
7 Kiacc 29
6 Kacc (KOTOPBIH Ha CICAYIOUIMH rog OyJeT CebMBbIM) 48 MUHUMYM 55 3K3.
5 kacc (KOTOpBIK OyaeT yepes Ba roja CebMbIM) 50 ¢ 3anacom 10 %
4 xnacc (KOTOpBI uepe3 TpH roja OyIeT cebMbIM) 42

B ropoackom okpyre OpexoBo-3yeBo yxe B T€UeHHUE psaa JIeT OMOIMOTEKapH €XErOHO B

! Yacte 4 cratem 18 ®denmepanpHOro 3akoHa 06 o6pazoBanmm (CobpaHHe 3aKOHOJATETHCTBA
Poccutickoit ®eneparu, 2012, Ne 53, ct. 7598; 2019, Ne 49, ct. 6962).
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OKTSIOpe TMPEIOCTABISIIOT METOJUCTY MO OMOIMOTEYHBIM (POHIAM JaHHBIE MO 00ECIeYCHHOCTH
yueOHUKaMU Ha TeKynmi roa. OHU 3anoiHs0T Tabauiy (hparMeHr):

Knace Kon-Bo ABTOp M Ha3BaHUE yueOHHUKA Boigano |KymieHo [Ipumeyanue
ydauuxes Koi-Bo B Ou0JIMoTeKe

86 29 Tpocrennosa JI. A. Pycckuii 361k 68 29
Koposuna B. 5. JIutepatypa: B 2 4. 81 29
Mopakosud A. T'. Anrebpa 29
FOnoBckast A. 4. Hosas ucropust 44 29
Janmnos A. A. Uctopust Poccun 71 29
boromo6os JI. H. O6mecrBo3nanue. 8-9 KiI. 145 29
AnekceeB A. U. I'eorpadus 77 29
Cabpuoisia O. C. Xumus 74 29
Kouiecos JI. B. Brosorus 70 29
'pomoB C. B. ®usnka 82 29
|Atanacsu JI. C. I'eomerpust 7-9 k. 200 29
Ky3osies B. I1. AHMTHIACKHIT A3BIK 19
CenuBanoBa H. I'. ®paniy3ckuii s3b1K 10
Vrpunosud H. I'. Madopmaruka u UKT 29

Takum 06pa30M 3allOJIHAKOTCA HOAaHHBIC II0 KaXXJIOMY KJIACCY. ITotom

OTACIBHO CYMMHPYIOTCS

KyIUIGHHBIC ¥ BBbIJaHHBIC YYE€OHUKH MO HAYalbHOW, CpeiHed u crapmeil mkone. M BbIBOISTCS
nporeHThl obecnieueHHOCTH. OOIIee KOJIMYECTBO KYIUIEHHBIX U BBIJAHHBIX yYEOHUKOB COCTABIISIECT
100 %. J1nst Toro 4TOOBI HAWTH MPOIEHT KYIUIEHHBIX Y4eOHUKOB M0 HAYaJIbHOM MIKOJIE, HEOOXOANMO:

- KosindecTBo KymnieHHBIX'100% X_40-100% X=83
0OO611ee KOJIMYECTBO HEOOXOAUMBIX yUe6GHUKOB /11 HAYaJIbHOU HIKOJIBI 484 ’
O6mmas 3a cuer
00€eCIeYeHHOCTh 13 ponnga 6ubIMoTEKH CPEACTB poauTeneit
HauanbHoe obuiee obpasosanue (1-4 ki) 484 100% 444 91,7% 40 8,3 %
OcnoBHoe o61iee o0pasoanue (5-9 ki) 1721 100% 1466 85,1 % 255 14,8 %
Cpennee oOwee oopasosanue (10-11 ki) 325 100% 310 95,4 % 15 4.6 %
TTIIK s otnena «Mcropusy (pparMeHT)
Otpacnu 3HaHUA (MHIIEKC MO
EEK) Turme! 1 BUJIbI KOMIIJICKTYEMBIX TOKYMEHTOB
2 2
)
g g g z
& o) Z =
= | E |2 [§ .| = = |E |3 |§ |E £
= = | ¥ 7 = | F = o= E < §‘ S =N .m © E = |2 2
€ 8|8 c Zlg E|c 8|28 & |E S 5 g =|g =& 2|8 B
E 2 |E £ E|8 E|E g |Z = =) & 2o |E v |8 £|5 5
g 5§ | F Z|ls 5|8 8 |e & |o i 13) ° 8|8 8|2 5|8
2 5|8 TEIEXIEE|IZEIE B2 & |22|F2|2E|E ¢
S B |O =T 2|0 Bl 5> E > = > = 2> 20 2o o
63 WcTopust 2 3 11 7 1 3 3
63.3 (0) 3 BcemupHast uctopus 1 2 1 1 1
63.3 (0) 3 IpeBuuit Mup 1 35 1 2 1 2 1
63.3 (0) 4 Cpennue Beka 2 40 1 5 1 3 2
63.3 (0) 5 HoBas ucropust 1 4 1 1 100 3 4 3 5 1
63.3 (0) 6 Hogeifmas ucropus 1 2 1 95 3 5 4 5 2
63.3 (2) Mcropust Poccun 2 6 2 240 8 4 12 9 7
63.3 (22 OpexoBo-3yeEo) 3 4 5 2 30
HGHOCPGHCTBGHHOG PYKOBOACTBO H KOHTPOJb II0 CO3JaHUKO MW CBOCBPEMCHHOMY
[IOMOJHEHUIO U  OOHOBJIEHHUIO COCIHUAIU3UPOBAHHOTO (y‘-IC6HOI‘O) (I)OH,Z[a OCYIIECTBIIACT
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pykoBoutens OO. JlupekTop MKOIb! 00513aH 3aKPENUTh 003aHHOCTH 110 (POPMHUPOBAHUIO YIEOHOTO
doHaa 3a BceMu ydacTHHKamu mporecca. B Ilomoxenun o OubGnmoreuynom (oHme HEOOXOAMMO
OTpa3UTh OTBETCTBEHHBIX 3a yUET JIUI[ — KaK MIPABUJIO, 3TO 3aBeAYIOINI OMOIMOTeKO!. 3aBenyromuit
WBI] uiu oTBETCTBEHHOE JUIO/CTIEUUATUCT OUOIMOTEKU TOJKEH MPOBOAUTH MOHUTOPUHT (hOHMIA
y4eOHUKOB 110 KOJIMYECTBEHHBIM U Ka4eCTBEHHBIM NokazaressiM B OO B Tekymiem roay. [locie storo
pouH(OPMUPOBATH MEJaTOrOB HA MEAArOTHYECKUX COBEIIAHUSX, METOANUYECKUX O0BEAUHEHUAX 00
aktyanbHoM ODIIY, u3MeHeHHsX, BHOCUMBIX B HErO, a TaK)X€ HOBBIX y4eOHBIX MOcOOWsX. 3aTremM
JIoJkKHa OBITh OpraHu3oBaHa pabora mnemarormyeckoro koyiektuBa ¢ OIIY, pomymeHHBIX K
UCIIOJIB30BAHUIO TIPU peaTU3alii UMEIOLINX TOCYAapCTBECHHYIO aKKPEIUTAIMIO 00pa30BaTEeIbHBIX
nporpaMM HaudajibHOro OOLIEro, OCHOBHOIO OOIIEro, cpeaHero ooOmero oOpa3oBaHUs
OpraHu3alUsIMH, OCYILECTBIISIONIMMH 00pa30BATENbHYIO JIEATENBHOCTh, MO BHIOOPY YUEOHHKOB,
HEOOXOMUMBIX [UIsl peaju3anuu oOpa3zoBaTesibHOM mporpamMmbl (Dexepanbhblii 3akoH  «O0
obpazoBanuu B Poccuiickoit @eneparum» ot 29.12.2012 No273-D3, cr. 47, n. 4). Ilocne 3toro
3aBeNlyIOIINI OTBETCTBEHHOE JIMIO/CIIENUATUCT OUOIMOTEKH TMPEACTaBIseT Ha COIVIACOBAaHUE
MeAarorndecKOMy COBETY IMepeueHb y4eOHWKOB (OJiaHK-3aKa3), B T.4. MEpeueHb Y4COHUKOB,
HeoOxomumbIxX i peanuzanuu OOIT OO Ha y4eOHBIN TOl MO KaXAOMY MPEAMETY I KaKI0TO
kinacca (®enepanbubiii 3akoH «OO0 oOpazoBanun B Poccuiickoit ®epepaumn» ot 29.12.2012
Ne273-@3, cr. 28, u. 3, n. 9) u 3arem yrBepxaeHue ero pykoBoxutenem OO. Jlamee opranom
ynpasieHuss OO yTBepKIaeTcs mepeueHb YUeOHHKOB, IUIAHUPYEMBIX K HMCIOJIB30BAHUIO B HOBOM
yuebHoM roay, B coorBercTBUM ¢ OOIl OO, B TOM uymciae y4eOHMKOB, Y4eOHBIX IMOCOOMIA,
TUIAKTHYECKUX MaTepHalioB Ui o0ydenus aereid ¢ OB3 u uHBamuaHOCTHIO (DenepanbHblii 3aKOH
«O06 obpazoBanuu B Poccuiickoit @eaepanum» ot 29.12.2012 No273-D3, 4. 4, cT. 12; 4. 4, cT. 18).
3areM HauMHAIOTCS MPOIECChl O(hOpMIICHHS 3aKa3a IMOCTABIMKAM, TIOJATOTOBKA BCel HEOOXOMMOI
JOKYMEHTAIluU B cOOTBeTCTBUM ¢ DenepalibHblil 3ak0H «O KOHTPAaKTHON cucTeme B chepe 3aKyIoK
TOBAapOB, pPabOT, YCIYr i OOECIeYeHHs TOCYAApCTBEHHBIX W MYHHIMIIAIBHBIX HYXI» OT
05.04.2013 Ne 44-®3 u denepanbhblii 3ak0H «O 3aKynkax TOBapoB, padOT, YCIyr OTAEIbHBIMHU
BUJlaMU ropuandeckux Jui» oT 18.07.2011 Ne 223-®3. Ha 3akiar04uTEILHOM 3Tare 3aBeAYONIUN
WBI[ unu OTBETCTBEHHOE JIMIIO/CHEIUAIUCT OUOIMOTEKH OCYIIECTBISET KOHTPOJIb HCIOIHEHUS
JIOTOBOPHBIX 00SI13aTEIHCTB.

ITpu BEIOOpE yueOHBIX MOCOOUIT HEOOXOAUMO yUYeCTb, UTO paboyure TeTpaau Ha MeuaTHON
OCHOBE HE 00s3aTEeNbHBI U HCIIOJIB30BaHMs B 00pa3oBaTeNbHON nestensHOoCTH. OHAKO, eciu
oOpa3oBaTeNbHas OpraHM3alys BKIOYaeT ydyeOHoe mocobue (pabodyro TeTpajib, XpecTOMAaTHIO,
3ala4yHUK U T.I.) B CIIMCOK Y4EOHHUKOB M Y4E€OHBIX MOCOOMH, HUCIOJIb3YEMBIX B 00pa30BaTEIbHOMN
NeSITeIbHOCTH, JaHHOE yuyeOHOe mocoOre T0JIKHO MPEAOCTaBIATHCS 00YyUaIOIIMMCS 3a CUET CPEJICTB
Oromxera B coorBeTcTBUU ¢ DeepanbHbIM 3akoHOM «O0 obpazoBanuu B Poccuiickoit @enepaunn»
(DenepanbHblii 3akoH «O0 o6paszoBanuu B Poccuiickoit depepannn» ot 29.12.2012 No273-D3, cr. 8,
4. 1, m.3).

Opranu3anuio KHIDKHBIX (DOH/IOB B IIKOJIBHOW OMOIMOTEKE HEPEAKO MOHMUMAIOT TOJBKO Kak
paccTaHOBKY KHUT B COOTBETCTBUH ¢ OMOaroTeuHO-0nOmmorpaduueckoit knaccuduxanuet (bbK). B
NEMCTBUTENIFHOCTH K€ YpPOBEHb OpraHM3anuy (OHIOB ONpEACNSeT BCE Ipyrue HampaBJICHUS
00CTyXKMBaHUS U, B KOHEUHOM cueTe, 23PPEeKTUBHOCTh padOThl OMOIHMOTEKH B 11e710M. OYeHb BasKHBI
COITMATbHO-TICUXOJIOTHYECKUE U TEXHOJIOTUUECKHE OCHOBBI opranu3anuu GpouaoB B 0udmmoreke OO.

YMeno opraHu30BaHHBIA CBOOOJHBIA JOCTYH OOECIEeYMBAeT YHTATENIM KOMGOPTHOE
npeObIBaHKe B OUOIMOTEKE, BO3MOKHOCTh BRIOpaTh KHUTY 10 nyiie. OH Mo3BoJisgeT OMOInoTeKapio
choKycHpoBaTh BHUMaHHUE MIKOJIbHUKA Ha HanOoJjIee 3HAaUUMBIX U MOJIE3HBIX U3AaHUAX, 0€30 BCIKOTO
JTABJICHUS] HHUITUHPOBATH MX YTEHHUE, IPEIOCTABIISET YCIOBHS IS MEKIMYHOCTHOTO OOIICHUSI.

1.3. Yuer 6ubauoreunoro pouga UBI OO

Yder 6ubanoTeuHOr0 hoHaa — KOMIUIEKC Oneparyii, 00ecreunBaronuX (PUKCaIuio CBEICHI O
BEJIMYMHE, COCTABE U JIBWKCHUU (OH/IA 10 YCTaHOBICHHBIM MpaBuiiam. [8]

[Henssmu ydyera sIBASIOTCS MOJYy4Y€HHUE CBEICHUM U TAHHBIX:

* 0 KOJIMYECTBE U CTOMMOCTH €KErOHO MOCTYMAIOIINX U BHIOBIBAIOIINX TOKYMEHTOB;
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+ 00 oOmielt urcieHHocT! GoHIa;

+ 0 ctouMocTH GoH/A;

+ 0 cocTaBe (OH/Ia IO COJIEPIKAHUIO.

VYyer 6ubimoTeqHoro GoHaa BKIOYAET B €051 CIEAYIOIINE TPOLIECCHI:

1) mpueMm IO0KyMEHTOB;

2) TexHUWYeckas o0paboTKa JOKYMEHTOB;

3) perucTpanys noCTyIIeHUs JOKYMEHTOB;

4) perucTpanus BHIOBITUS JOKYMEHTOB;

5) TOABeIEHHE UTOTOB JABIKEHUS (PoHAa;

6) yd4eT JOKYMEHTOB BPEMEHHOI'O XpaHEHHUSI.

Ydyery moasieskat Bce JOKYMEHTHI M MaTepHaJibl, BKJIW4YaeMble B (GoHa OMOIMOTEKH M
HCKJII0YaeMble U3 Hero!

K ydery Oubnuoreynoro ¢ponaa chopMynupoBaHbl OCHOBHBIe TpeOoBaHus. OH I0mKeH
o0ecreuynTh, BO-TIEPBBIX, MMOJHOTY CBEACHUN O (OHAE: HE JOMYCKaeTCs KaKOW-THOO0 MPOIyCK Mpu
pPEeTUCTpallK TOCTYMABIIUX JOKYMEHTOB, CIIOCOOHBIM HMCKa3UTh XapaKTEPUCTUKH; BO-BTOPBIX,
COOTBETCTBHUE €IMHUII U (DOPM ydeTa MOCTYIUICHH, BEIOBITHS, BBIAYN JOKYMEHTOB YUTATEISIM IS
corocTaBieHus (OH/A U €T0 UCIIOJIH30BAHMUS.

JIOKyMEHTBI, B KOTOPBIX BEIETCS yd4eT OMONMOTEYHBIX (OHIOB, SIBISIOTCS (PUHAHCOBBIMH
JOKYMEHTaMU CTPOTON OTYETHOCTH, OHM JIOJDKHBI XPAHUTHCS B 3aKPBIBAIOIIMUXCS MIKadax, TOCTyH K
KOTOPBIM OTPaHUYEH.

Buasbi u popmbl yuera 6m01M0TEYHBIX (POHIOB

B 6ubnuorexe OO 06s13aTenbHbI TpU BUAa yueTa (HOH/IOB:

1. CyMMapHbIil.

2. MnauBunyanbHbIN.

3. besbiHBeHTapHBIH (yueT y4eOHUKOB).

Ennnnusbl yyera 0u0110oTe4HbIX (POHI0B

OcCHOBHbIE €IMHUIIBI YU€Ta MOCTYIUICHUH U BBIOBITUS B OMOIMOTEUHOM (DOHJE:
* HAa36aHue - KaXJI0€ HOBOE MM IOBTOPHOE U3JAHUE, APYrOM JOKYMEHT, OTIMYAIOIIMECS OT
OCTaJIbHBIX 3arjlaBUEM, BBIXOJIHBIMH JAHHBIMU WM JPYTUMHU AJIEMEHTaMU 0(pOpMIIEHUS;
*  IK3eMNAAp - KaXKJasl OTAEIbHAsl €INHUIIA TOKYMEHTa, BKIIo4aeMast B (POHI UIIM BbIOBIBAOLIAS
U3 HETO.
JlononHUTENbHBIE €IUHULBI YueTa (oHa:
® 2000601l KOMNRJIEKM - COBOKYITHOCTb HOMEPOB (BBIITYCKOB) NEPUOANYECKUX U3JIaHUH 3a
roJi, IpuHUMaemMasl 3a OJJHy YU4ETHYIO euHuIy (HoHAaa;
® neOuwUEKa - COBOKYITHOCTh HOMEPOB MEPUOJNYECKUX U3/IaHUN (JOKYMEHTOB), CIIUTHIX,
MePETIETeHHBIX UM CKPETJIEHHBIX IPYTUM CIIOCOOOM B OJJHO LI€710€ ¥ MPUHUMAEMBIX 3a

OJIHY YYETHYIO eIUHUIlY (POH/IA.
o paium (kKunobaim, mezabaim, mepaﬁaﬁ%n u m.0.) — eIMHULIA TAMSTH TaHHBIX, paBHAs 8
HTaM.

CyMMapHBbIil y4eT JOKYMEHTOB OCHOBHOTO (oHa

Cymmapmuulit yuem - peructpanus B Y4eTHOM (opMe BCeX BHJIOB JOKYMEHTOB C LEIbIO
MOJIyYEHUs! TOYHBIX CBEJCHUI O BETUYMHE, cocTaBe (PoHIa OMOIMOTEKH U O MPOUCXOASIIUX B HEM
M3MEHEHUsAX (TOCTYIUICHUH, TMepeMenieHud U BBIObITHH). CymMmapHbii ydeT Beaércs B KHure
cymmapnoro yudera (KCY). B oubnuoreke OO Ha kaxawlii (OHI 3aBOAMUTCS OTIEIbHAS KHHUTa
cymmapsoro ydeta: KCY na yue6nsiit poun u KCY na ocHOoBHOM (hoHT.

banancoBast croumocTs (oH/1a 6€3 KOJIMYECTBEHHBIX [T0Ka3aTeseil Beercss Oyxraiarepuei.

VYyery mnojuiexar Bce TOKYMEHTHI (IIOCTOSHHOTO, JJIMTEIbHOTO, BPEMEHHOI'O XpaHEHUs),
nocTymnaromue B GoH7 OuOIMOoTeKH U BhIObIBatomre U3 GoHmaa OMOIMOTEKH, HE3aBUCUMO OT BHJIA
HOCHTETIS.

CyMMapHOMY M MHIAUBHAYAJIbHOMY Y4YeTy MOMLJIEKAT JOKYMEHThI (HA JIIOObIX HOCUTEJISAX),
HMellIMe J0JTrOBPeMEeHHbI XapakTep HCHOJb30BAHMS U NPHOOPeTeHHbIe OUOJIMOTEKOI
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NyTeM KOMILIeKTOBAHUS, OJy4eHHs B Aap WJIU 10 NMOAMUCKe.

KCY ocHoBHOTO hOHIA COCTOUT U3 TPEX YACTEH:

1. Tlocrynnenue B GoH/I.

2. BriObiTHE U3 doHAA.

3. Utoru nBuxenus Gpouna.

B nepByto yacTh 3amuChHIBalOTCS BCE JOKYMEHTHI, OCTYNUBIIKE B OUOIMOTEKY C COMPOBOIU-
TeIbHBIMU JOKYMEHTaMH. Bo BTOpyIO 4acTh 3aMuChIBalOTCS BHIOBIBAIOIIME U3 POHIA JOKYMEHTHI IO
aktaM. Kaxnas 3amuch o MOCTYIUICHMHM W BBIOBITUM JAENACTCSl HA OJHOW CTPOKE IO O4YEpPEIHBIM
MOPSAIKOBBIM HOMEPOM. DTOT HOMEP MPOCTABIISAETCS U HA COMPOBOIUTEIHHOM JOKYMEHTE.

Hymepanus 3anuceii 0 mnocTynjieHuu B OMOIMOTEUHBIN (HOH/T esKeroaHo HaunHaercesi ¢ Ne 1.

Hymepanus 3anuceii 0 BoIObITHH U3 GHoHAa HaurHaeTCs ¢ No 1 ¥ mpo/1oJiKkaeTcst U3 roJa B roj
B BO3pacTalolieM NopsiiKe BHe 3aBUCUMOCTH OT IPUYUH BbIOBITHUS.

B xonne xkaxaoi crpanuubl nepoii u Bropoit yactu KCVY B crpoke «K nepenocy» noasoasrcst
WUTOTH, KOTOPBIE MEPEHOCATCA Ha CJICIYIONIYIO CTPaHUIly B CTpOKY «llepeHocy.

[Tokazatenu 1-it u 2-ii yacteit KCY B KOHIIE ro/1a CyMMUPYIOTCSI U IEPEHOCSTCS B 3-10 4acThb, I/1€
IIOJIBOJIATCS UTOTH Ha | SHBAps OUEPEIHOro roja (npunodcerue 1).

[Tepuoanueckue u3ganus yuutsiBaoTcs B KCY ocHOBHOTO (pOoHIA U KapTOTEKE PETrUCTpalliu
JKYpHaJIOB U Trazer. JJokyMeHThl, mocTynaromue B Gpou no noanucke 1 pa3 B rof, 3aHOCATCS B akT U
Ha 3TOM OocHOBaHuHU BKiItoyaroTcs B KCY 0e3 ykazaHus HX CTOUMOCTH.

Csenenus o razerax B KCVY He BHOCATCS.

Kaprouka 115 perucTpanuu ;KypHajioB

Kypuan «lllkonpHas 6ubIHOTEKa» 12 HOMEPOB B IO

Ton  |SluBapp |PeBpanb | Mapt |Anpens Maii HioHb Wions  |ABryct  |Centsopb|OkTsiops [Hosops  |[[Iexabpb

dopma aKkTa 0 NOCTYIJIEHUU U3aHui B OnbimoTeky npuseneHa B [Ipunoxxenun.

becrinatHble u3gaHMs, Takue Kak MeToAuYeckue, Oubiamorpaduueckue u Jpyrue,
IpeHa3HaYeHHbIE HEMIOCPEICTBEHHO OMOInoTeKapto, Takxke BHocsATCsS B 1-10 yacte KCVY oauH pa3 B
roJl Ha OCHOBAaHMHU COCTaBJIEHHOI'O Ha HUX aKTa - KaK Ha H3JaHus 0e3 COMpPOBOJIUTENHHOIO
nokymenTa. Onu peructpupyrotcs B rpade Ne 9 «J[oKyMeHTBI, HEe IPUHATHIE HA OATaHC, TPUYEM B
rpadax Ne 7 u 8 craBUTCA IPOYEPK.

ITocne 3anucu B KCY yacTh TOKyMEHTOB PErUCTPUPYETCS MHIANBUYAIBHO.

OCHOBHBIMH €TMHHUIIAMH Y4€Ta JIOKYMEHTOB (KHUT) SIBJIIOTCS Ha3BaHUE U SK3EMILISP.

OCHOBHBIMH €IMHULIAMH YUETA )KYPHAJIOB SIBIIIOTCS Ha3BaHUE U DK3EMILLAD.

OCHOBHBIMM €IUHMIIAMM Yy4e€Ta Ta3eT SBIIIFOTCS TOJOBOM KOMIUIEKT Ta3eTbl M €€
Ha3BaHHe (HE3aBUCUMO OT U3MEHEHHs Ha3BaHUS U3/1aHUsA).

bubnmoreunsii GoHI (32 UCKIIOYEHHEM MEPUOINYECKUX M3JaHUN) OTpakaeTcs Ha cueTax
Oyxranrepckoro (OKOKETHOro) ydera mo KaseHHbIM yupexzaeHusm Ha cuere 101 38 «IIpoume
OCHOBHBIE CPEJICTBA — MHOE ABMKUMOE UMYHIECTBO yupexaeHus» win 101 38 «lIpoune ocHOBHBIE
Cpe/CTBa — MHOE JIBIDKMMOE UMYIECTBO yupexaeHus» (.53 Uuctpykuu Nel5S7H, Metoaudeckue
pekoMenaiuu, noseacHubie [TuceMmom Munduna Poccun ot 15.12.2017 Ne02-07-07/84237).

[lepuonuyeckue u3laHMs, BXOAALIME B COCTaB OMOIMOTEYHOro (OHAA, YUUTHIBAIOTCS Ha
3abanancoBoM cuere 23 «llepuoanueckue nznanus i nonas3oBanusy» (1.377 Unctpykuuu Nel57H).

Cuer mnpeaHasHayeH Uid ydeTa NEPUOAMYECKHX U3JaHWH (ra3eT, >KypHajIoB U T.II.),
NPUOOpPETAEMBIX YUpEXKJACHUEM M KOMIUIEKTOBaHUs Oubmmorednoro ¢onnpa. [lepuonnyeckue
U3JIaHUSl YYUTHIBAIOTCA B YCIIOBHOM OIlEHKE: OJUH OOBEKT (HOMEp JKypHaia, roJI0BOM KOMILIEKT
ra3eThl), OJUH PYyOJIb.
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BrIObITHE TIEPUONMYECKUX H3IaHUK TIO JTIOOBIM OCHOBAaHUSM OTPaKaeTCs HAa OCHOBAHHH
pelieHnsT KOMHCCHHM YYPEXKIEHUS MO TMOCTYIUIEHHIO W BBIOBITHIO AaKTHBOB, O(OPMIIEHHOTO
MEPBUYHBIM YYETHBIM IOKYMEHTOM (AKTOM IMpHeMa-feperiadn, AKTOM Ha CIIMCAHUU, HHBIM aKTOM).

AHanuTHYeCKWH y4eT 1Mo cYeTy Belerca 1o oOvekram yuera B Kaprouke
KOJIMYECTBEHHO-CYMMApHOI'0 y4eTa MaTepUaJIbHBIX LIEHHOCTEM.

AHanUTUYECKUH y4YeT IO CUeTy BEIETCS 10 HOMEHKIIAType MEpUOJMYECKUX HU3JaHUM U
eauHULaM u3Mepenuil (1 Homep, 1 KOMILIEKT).

NuauBuayanbHbIA yyeT

Hnoueuodyanvnvui  yuem - y4€T KaXAOro HK3emIuiipa JAokymeHTa. Dopmoit
WH/IMBUYAJIbHOTO y4eTa JOKYMEHTOB SIBJISIOTCS:

- KHUKHAs - UHBEHTapHasi KHUTa;

- KapTO4YHas - KapToyKa KaTajuora;

- JMCTOBASI - JINCT aKTOBOI'O yUeTa;

- perucTpanoHHas KapToyka Ha OIpeeJICHHbIN BUI U3aHHUS.

Bce u3nanus, BKIIOUEHHbBIE B HHBEHTAPHYIO KHUTY, OTHOCSTCS Ha OajlaHC OMOJIMOTEKH.

HNuBeHTapHasi KHUIa — Ba)XHEHIINUN (PMHAHCOBBIN JTOKYMEHT, U [T03TOMY TpeOyeT 0coboro
XpaHEHHUS.

CTpaHuIbl THBEHTAPHOW KHUTH HYMEPYIOTCSI BBEpXY IO cepeauHe. TUTYIbHBIN JIMCT U €ro
000poTHasi CTOpoHa B HyMmepauuio He Bxoaar. OOoOpoTHas CTOpPOHAa THUTYJIBHOIO JIMCTAa HE
3aIoJIHACTCS, €CJIM OHA YKcTas. IHBeHTapHast KHUTa 00s3aTeIbHO MPOIITUBACTCS IIHYPKOM, IPHYEM
MECTO CKpEIUIEHMsI IIHypKa (MPOIIMBKHU) YAOCTOBEpsieTcs noamnuchbio aupekropa OO u Kpyrioi
repOOBOIi TIEUATHIO.

Kax/iplil 5K3eMIUISIp KHUTH, MOJJIeKAIlMi MHBEHTapU3aliK, 3alIUChIBACTCS B MHBEHTAPHYIO
KHUTY M HOJy4YaeT OTHENbHBbIH, JIMIIb €My IPUCBOCHHBII HOMEp BpY4YHYHO WIH B
aBTOMAaTU3UPOBAHHOM 0a3e NaHHbBIX.

Jlata 3anucu JOKYMEHTOB, MHBEHTApU30BaHHBIX B O/IMH U TOT )K€ JIeHb, HE TIOBTOPSETCS, TaXe
€CJIU cpa3y 3aI0JIHACTCS HECKOJIBKO CTPAHUIL] KHUTH.

Kaxoe nznanue 3anuchIBaeTcs Ha s3bIKe OpUTHHAJIA YEPHUIIAMH YEPHOT'O MJT CUHETO IIBETA.
3anmuc B WHBEHTApHOW KHUTE CIIEAyeT INPOU3BOJNTH aKKypaTHO, pa30OpYMBEIM ITOYEPKOM,
UCTIPABJICHUS HE JIOMYCKAIOTCH.

Bce cBenmenus, HeOOXOAUMBIE JIJISl 3alIMCH B MHBEHTAPHYIO KHUTY, OEpyTCS C TUTYIHHOTO
JHCTa JIOKyMEHTa, HEJOCTAIONINE CBEIACHUS - W3 BBIXOAHBIX JaHHBIX. B KHHTe 00s3aTenpHO
YKa3bIBAETCS] CTOMMOCTD KaXKI0H KHHTH.

B rpade «ABTOp ™M 3armaBue» TpPHUBOAATCA (GaMIIUS aBTOpa W 3arjlaBUe JOKYMEHTA.
WMuunumansl aBTopa He yKasbiBatroTcs. [Ipy Hammuumu 2 aBTOpPOB NMUIIYTCS (aMHIMM OO0OUX, NPH
HaJIMYMK 3 aBTOPOB MMIIETCs (paMmiIMs MepBOro ¢ ykasaHueMm « Jp.». Ilpu Hanuuum 4 u Oonee
aBTOPOB U3/JaHME 3aIMCHIBACTCS 0] 3arJaBHEM.

Mexny pamunueil 1 Ha3BaHWEM KHUTH HE CTaBUTCS TUPE U HE OCTaBIISIETCS] CBOOOIHOE MECTO.
3arnaBue nuuercs 6e3 KaBblYeK.

Ecnu 3aryiaBue cOCTOUT U3 HECKOJBKUX CJIOB, €M0 MOXKHO COKPATUTh, HO TaK, YTOOBI MOXKHO
ObUTO TIOHSATH cMbIcH. [Ipy 3amucH JTMHHOTO 3arfiaBUsi 3alMCHIBAIOTCS TIEPBBIE JIBA-TPU CIIOBA.
OO0s13aTeIbHO YKa3hIBAIOTCS MOPSIKOBBIE HOMEpPA TOMOB, YaCTEH MIIH BBITYCKOB.

[Tpu 3amucu Ha OAHOM CTpaHUIlE TyOJIETOB OJTHOTO W TOTO K€ M3aHUS WM MHOTOTOHHOTO
W3JJAHWS C OJTHUM 3arjlaBUeM B MOCIEAYIOMINX CTPOKAX CTaBAT MPOOEI ¢ KaBBIYKAMH M YKa3bIBAIOT
MOPSIIKOBBIM HOMEP TOMA.

B rpade «OTmerka o nmpoBepke OubiIroTeuHoro ¢poH1a» BO BpeMsl MPOBEPKH OMOINOTEUHOTO
(doHa YCIIOBHBIMH 3HAYKaMHU OTMEUAeTCsl HAJIMYKME WK OTCYTCTBHE JAaHHOTO M3/1aHus B QOHIE: ITH
3HAYKH JJIS1 KQXKJI0TO roJia MPOBEPKH JIOJKHBI OBITH pa3HBIMU 110 I[BETY WJIM U300pakeHuto. Beepxy
CTAaBUTCS TOJ1 IPOBEPKH.

IIpu 3anucu roja yka3plBaroTces ABe nociennue ungpsl roga usganus: 04; 21. Eciu uznanue
BBIIIJIO B PYTOM BEKe, TOT/Ia O] U3JaHUs MHUIIETCS MOTHOCThI0: 1999,

IIpu 3anucu Ha OJHOM CTpaHMIIE B MHBEHTApHOW KHHUTE MPOU3BEJICHMS C OJHUM U TEM Ke
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TOJIOM M3aHUS B MOCIEAYIOMIUX CTPOKAX rpadbl CTABATCS KABBIUKH .

Ilena n3manus ykaspiBaetcst Bceraa!

B rpade «OT™meTka o BBIOBITUM KHHUIM» yKa3bIBae€TCsl HOMEpP aKTa, B KOTOPOM O(OPMIIEHO
UCKJIFOUEHHE JAHHOTO U3AaHUs, U Yepe3 TUPE MOoCIeHHE ABe LIU(phl roaa cocTapieHus akra: 18-05.

B rpade «IIpumedanue» yka3plBaeTCs HCIPaBICHHUE OLIMOOK, TOMYLIEHHbBIX IIPU 3alIUCH B
VUHBEHTAPHYIO KHUTY.

VcnpaBieHnHble olMOKH AOKHBI 3aBepsThes AupekTopoM OO. Ilpu 3Tom nurercs
«McrpaBieHHOMY BEpUThY, CTaBATCS II€4aTh U MOJIHUCH.

Bce nHBEeHTapHBIE KHUTH (J1a)Ke COJIepIKAIie BHIOBIBIIYIO IUTEPATYPY) MOCTOSIHHO XPAHSATCS B
ouobmmorexke, kak 1 KCVY no muksupanuu OO.

VHBEeHTapHYIO KHUTY HEJIb35 IEPENHChIBATh, 32 UCKIIOUEHHEM OCOOBIX CIIy4aeB, Ha KOTOpPbIE
U3Ja€TCsl OTHCNIbHBIA MpPHKa3 C BBIIIECTOSIIUMH OpraHaMH YIpaBieHUs o0Opa3oBaHUEM U
KOHTPOJHUPYIOUUM (UHAHCOBBIM OpraHoM. K mogo0HBIM 0COOBIM ciydyastM OTHOCSATCS TOXap,
YHUYTOXKMBIIUHM JTOKYMEHTAlLlMIO, 3aTOIUICHUE IOMELIECHHUs, IOBJeKIIee 3a coOoi (usznyeckoe
YHUYTOXKEHUE KHUT U T. ]I

Y4eT 3J1eKTPOHHBIX PeCypCcoB

VYder 3JeKTPOHHBIX JIOKYMEHTOB BKIIIOYACT PETUCTPALMIO IMOCTYIJIEHHUS 3JIEKTPOHHBIX
JIOKYMEHTOB B (pOHJ OMOTMOTEKH, UX BBHIOBITUS U3 (OHJIA, UTOTOBBIC JaHHBIE O BelHUuHE (00BEME)
donma.

Y4er JOKYMEHTOB BEHETCS B pErucrpax MHIUBUAYaIbHOTO M CYMMapHOIO Yy4eTa B
TPaJMLMOHHOM M (MJIM) AJIEKTPOHHOM BHJAE. VIHBEHTapHBIM y4yeT 3JIEKTPOHHBIX JOKYMEHTOB
OCYIIIECTBIISIETCS B OTJEJIBHOM (CaMOCTOSTEIbHOM) PErMCTPE UHANBUIYaJIbHOTO YUETa.

Peructpel MOryT BecTHCh B TEUEHHE r0/la B JIEKTPOHHOM BHUJE, Haubojee yAoOHOW Juis
pabotel sBisieTrcss mporpamma Microsoft Excel. Tlo okoHuaHWM roja 3JIEKTPOHHBIC JTOKYMEHTHI
HEOOXO/MMO COXPaHUTh B OJIIEKTPOHHOHW ¢opMe, a TakkKe pacredyaraTb JUIsi XpaHCHHS B
TPaIULIMOHHON (QopMme.

K OCHOBHBIM BUIAM 3JIEKTPOHHBIX PECYPCOB OTHOCATCS: 3JEKTPOHHBIE JOKYMEHTHl Ha
CbEMHBIX HOCUTEJISIX, CETEBbIE JIOKAJIbHbIE U MHCTAJUIMPOBAHHBIE JOKYMEHTHI, CETEBbIE IOKYMEHTHI
yJQJI€HHOr0 JJOCTYIA.

Yd4er 3/1eKTPOHHBIX PeCyPCOB HA ChbeMHbIX HOCHTEJISIX

DJNEeKTPOHHBIE pEeCypchbl Ha ChEMHBIX HOCUTENSAX HH(OpMAIUM SBIAIOTCA JOKYMEHTaMHU
JUINTETILHOTO XPAaHEHUs U TOJUIeKaT UHANBUYAJbHOMY y4Y€Ty ¢ IPHCBOEHHUEM PErHMCTPALlMOHHBIX
(MHBEHTAapHBIX) HOMEPOB KaXJIOMY OJK3EMIUIIpY [OKYMEHTa, NpHUeMy Ha OyXxrairepckui
(OanaHCOBBIN) y4yeT, OTPaXEHHIO B PETUCTPE MHAMBUAYAIBHOIO ydeTa (MHBEHTapHas KHUTa Ha
AIIEKTPOHHBIE JOKYMEHThI HAa CbEMHBIX HOCUTENSIX) U cymMmmapHoMY yueTy B KCVY yuera ocHOBHOIO
O6ubauoreyHoro QoHjaa. Yd4eT >JIEKTPOHHBIX PECypCcoB Ha CBEMHBIX HOCUTENAX BEJETCS B
AK3EMILISIpax U Ha3BaHUSX.

DK3eMIUISIPOM ISl SJIEKTPOHHBIX PECYpPCOB HAa ChbEMHBIX HOCUTENSIX MH(OpMAaIK sBIseTCS
KOMITaKT-IMCK, BHEIIHUN >KECTKUH NUCK U JApYrHe CheMHble HocuTenu uHpopmauuu. Kak ogHO
Ha3BaHME YYMUTBHIBAIOTCSA: KaKIbI OTHEIBHO BBIMYUICHHBIA KOMIIAKT-JUCK, KOMIIAKT-AHCK,
SBJISIOIIMNACS TPUIIOKEHUEM K M3JIaHUIO JF0OOT0 APYroro BUAA, BBHIIOIHSIOMUN CaMOCTOATEIbHbIE
(GyHKLMH, TOMYCKAIOMIUNA €ro UCMoib30BaHue 0e3 oOpalleHuss K OCHOBHOMY U3JaHUIO, UMEIOIINI
COOCTBEHHOE 3arjlaBue, KOMIUIEKT KOMITAKT-AUCKOB, 00bEAMHEHHBIX OOLIMM Ha3BaHUEM.

Ha npaktuke nonydennsie uznanus peructpupytorcs B KCY ocHoBHOro honaa u, Takke Kak
KHUTH, PAcTIpEIEISAIOTCS 0 COAEPKAHUI0. 3aTeM PECYpChl 3aHOCATCS B 3aBEICHHYIO OTAEIBHO IS
HUX MHBEHTApHYIO KHUTY WU TETPaib, IJI€ OTPAKAIOTCS CIEAYIONINE CBEACHHUS: 1aTa, MHBEHTapHbII
HOMEp, aBTOp, Ha3BaHHWE, T'OJ BBIMYCKa, 1I€HA, HOCUTENb MHPOpPMAIMH, OTMETKAa O BBIOBITUU (O
HEOOXOIUMOCTH).

WuBeHTapHbIN HOMEp U3 HHBEHTAPHOW KHUTY EPEHOCUTCS Ha KOPOOKY U, IO BOBMOKHOCTH,
Ha caM JUCK.

IIpy MHAEKCMPOBAHUMU 3JIEKTPOHHOTO M3/IaHUS KPOME OCHOBHOI'O MHIEKCA MPUCBAUBAECTCS
o0o3HaueHne 10 «AyauoBHU3yallbHbIE JOKYMEHTHI. JIOKYMEHTBl HA MAITMHOYMTAEMBIX HOCHTEIISIX)
u3 Talnuiel OOIIMX TUMOBBIX JAETCHUM.

Hanpuwmep, pecypcy:
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AHTTUICKHH SI3BIK : ayAMONPUIOKEHUE K yueOHuKy. 2 kiacc. / coct. M. H. Bepemaruna, T.
A. TlputeikuHa. — Mocksa : Okcmo, 2021. — ISBN:978-5-699-87458-3. — 1 snekTpoH. onT. JUCK
(CD-ROM). — 3aru. ¢ TuTyi. 3KpaHa. — TeKCT : 3JeKTPOHHBIH.

HEO0OXO0MMO MPUCBOUTH UHJIEKC: 81.2AHT 50.

Ha poxymeHT cocraBisiercs OuOnmorpadudeckoe omucanue B coorBerctBuu ¢ ['OCT P
7.0.100-2018 nns cucteMaTHYecKOro M andaBUTHOTO WM 3JICKTPOHHOTO KaTaJIOroB. DTO JCNIaeTCs
ISl HauOoJiee TIOJIHOTO PaCKPBITHs (OHIOB OMOIHMOTEKH.

JlaHHBIE AIEKTPOHHBIE HOCUTEIH PACCTABIISAIOTCS 10 HOMEpPaM Ha CIEIUATBHBIX IMOACTaBKaX
WM Ha TIOJIKAX OTACIBHO OT JAPYTUX JTOKYMEHTOB.

Pecypchbl Ha KOMITAKT-TUCKAX MBI MOYKEM TOJIPA3ACTUTh 0 (PYHKIIMOHATLHOMY HAa3HAYCHUIO
Ha!

- 3aBEpIIEHHOE DJICKTPOHHOE H3JIaHHE, KOTOpOEe HEPAaCTOPKUMO C HOCHTEIEM U
POrPaMMHOM 000JI0UYKOIA;

- MPUIOKEHUE K IEYaTHOMY U3JIaHUIO;

- BepcHIo 0a3 JaHHBIX, KOTOPbIE MPEAHA3HAUYEHbI UCKIIOYUTENIBHO JUIsi 00CTYy)KHUBaHUS
M0JIb30BaTENeH, MOAJIekKAT BO3BPATY MOCTABUIMKY WJIM YHUYTOKCHHUIO IO HMCTEYCHHHM BpPEMEHU
MOJIMUCKH;

- ApXUBHYIO (PE3epBHYIO) KOMHIO JJIEKTPOHHBIX JOKYMEHTOB, IOJIb30BATEIbCKUE
BEPCHH KOTOPBIX JOCTYITHBI C cepBepa OMOINOTEKH.

VYdery mojiexkar BCe BHJIBI IIEPEUUCIICHHBIX PECYPCOB Ha KOMITAKT-TUCKaX.

He momiexaT y4eTy KOMITAKT-IWCKH TEXHHYECKOTO HA3HAYCHUS, MPEAHA3HAYCHHBIC IS
nepeHoca nHpopManuu Ha cepBep OMOIMOTEKH, T.C. BBITOJHSIOMNE (YHKIHIO MPOMEKYTOTHOTO
HOCHUTEJIS.

Bompocer MOTyT BOSHUKHYTH 110 yueTy (iami-kapt. Cornacao «[lopsiky ydeTa TOKyMEHTOB,
BXOISIIMX B coctaB OubmmoreuyHoro ¢ouma» (08.10.2012 1. Ne 1077), dmdm-kapTel
paccMaTpUBAIOTCA HE KaK YHUBEPCAJIbHBIE HOCUTENM DJJCKTPOHHOW uHpOpManmu, a Kak
cnenuduyeckas Gopma SJICKTPOHHBIX H3JAHUM Ui CIHENbIX M CHA00BUIAIIMX. OTH H3AaHUS
BBIIMTYCKAIOTCS TI0 TOCYAAPCTBEHHOMY 3aKa3y W PacHpOCTPAHSIOTCA B OMOIMOTEKax Ui CIENbIX U
CIa0OBUASIINX YATATENCH U MOTYT OBITh BOCIIPOU3BEICHBI TOJILKO HA CIIEHUATbHBIX YCTPONCTBAX -
tudnodnen-mieepax. [Io3romy B GOJBIIMHCTBE HIKOJBHBIX OMOIMOTEK TAKUX M3/1aHUI HET.

B HekoTophix 6MOMHOTEKAX 10 CUX MOP CYIIECTBYET (DOHM ayAHOBU3YAIbHBIX pecypcoB. K
HUM  OTHOCATCSA: (DOHOJOKYMEHTBI, BHUACOAOKYMEHTBI, (OTOAOKYMEHTBI, JIOKYMECHTHI Ha
MUKpOpopMax.

Enuanmavu yaera (oHIAa ayJUOBH3yabHBIX PECYPCOB SIBIISIOTCS IK3EMIUISIP W Ha3BaHWUE.
Kaxk oTnenbHbIN 3K3eMIUISIP YYUTBIBAOTCS:

- JTUCK JJTSI TPaMIUTACTHHOK;

- KaTylllKa, KacceTa Win 600MHa /1711 MarHUTHBIX (POHOTpaMM;

- KacceTa JijIsl BUICOJOKYMEHTOB;

- KaJp U1st JOTOTOKYMEHTOB (JIMAIIO3UTHBOB);

- ¢uia - 1718 MUKpOQUIIL;

- PYJIOH - 17151 MUKPO(UIBEMOB, TUadUIHMOB;

- 6006MHa - U1 KUHO(PUIBMOB.

Kak ornenbHOe Ha3BaHUE YUUTHIBAIOTCS:

- OTJIEIbHO BBINYILIEHHAs TpaMIUIaCTHHKA, KacceTa JHOO0 KOMIUIEKT (aabOom)
TPaMIUIACTUHOK, KACCET, 00BEAMHEHHBIX OOIITUM HAa3BaHUEM;

- MarHuTHas (oHOrpaMMa Ha OJIHOM KaTymike (KacceTre), MarHuTHas (oHOorpamMMa Ha
HECKOJBKMX KaTyIIKax (Kaccerax), 00beTMHCHHBIX OOIUM Ha3BaHUEM;

- OTJICIPHO ~ W3JaHHBIA  (OHOAOKYMEHT HJIM  KOMIUIEKT  (DOHOJOKYMEHTOB,
00bCeTMHEHHBIX OOIIMM 3arjaBHEM;

- KMHOQWIBM, AHAQHUIEM HE3aBUCUMO OT YHCJIa COCTABISIONIUX YacTed WU KaJpOB
(17151 KOMILIIEKTa JUATO3UTHBOB);

- KOMIUIEKT (HIll, 00BETUHEHHBIX OOIINM Ha3BaHUEM.

AynuoBU3yanbHBIE PECYpPChI, SBISIONIMECS TMPUIOKEHHEM K pPAa3IUYHBIM U3JAHUSM U
BBHITIOJHSIONINE CaMOCTOSITENbHBIE (YHKIIMH, a TakKe HCIOJb3yeMble B paboTe OTAECNbHO OT
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OCHOBHOTI'O U3JaHUs, MOTYT YUUTBIBATHCA KaK OTACIBbHBIC SK3CMILIAPHI.

Yder ceTeBbIX JIOKAAbHbIX, HHCTAJIMPOBAHHBIX IOKYMEHTOB H PeCypcoB
YAAJIEHHOI'0 10CTYIIA

DNeKTpOHHBIE pecypchl 0e3 (U3MUECKOro HOCUTENs NPEACTaBISIIOT cO00M HOBBI OOBEKT
yaera s ouonuorex (MBIL) OO.

Onu noapasnensaoTces Ha TPU BUAA:

- CETEBBIE JIOKAJIbHBIE PECYPCHI;

- MHCTAJJIMPOBAHHBIE AJIEKTPOHHBIE PECYPCHI;

- CETEBBIE PECYPCHI YAAIEHHOI'O IOCTYIIA.

CereBble TOKaJIbHBIE IOKYMEHTBHI SIBIISIFOTCS IOKYMEHTAMU JUIMTEIBHOTO XpaHeHus. CeTeBble
ylaJeHHblE M WHCTAUIMPOBAHHBIE - JIOKYMEHTHl BPEMEHHOI'O XpaHEHMs, IPEI0CTaBIIIEMbIE
O6ubnmorekaM Ha mepuoj noanucku. OcoOSHHOCTh ydeTa (OHIAa SJIEKTPOHHBIX JOKYMEHTOB, HE
UMeIUX (U3NYECKUX HOCUTENel, 3akirdaeTcss B TOM, YTO OHM HE CTaBsTCs Ha OanaHc
OMOTUOTEKH.

PaccMoTpuM 0COOEHHOCTH yueTa Kaxa0ro BUA.

CeteBble JOKaJIbHBIE JOKYMEHTBHI COCTAaBIIAIOT, KaK IMPaBHIIO, JIEKTPOHHYIO (LIM(POBYIO)
6ubnmuotexy. CeTeBble JOKaIbHBIE JOKYMEHTHI pa3MELIAl0T HA JKECTKOM JIUCKE cepBepa OUOINOTEKH,
u JOCTYI K HUM I10JIb30BATENA OCYLIECTBIIETCS qyepes JIOKAJIBHYIO
WH(POPMALMOHHO-TEIIEKOMMYHUKAITMOHHYIO CeTh (JOKAJIBHYIO CETh OMOMMOTEKH W/WIM y4eOHOTO
3aBenieHus1). CeTeBble JIOKAJbHbIE JIOKYMEHTHl YYMTHIBAIOTCS HA YPOBHE KONUW OTIEIbHBIX,
¢uznyeckn 000COOIEHHBIX €IMHUL OPUTHHAJIA (JIUCT JIMCTOBOTO U3JaHUS, TOM KHM)KHOTO M3JaHMUs,
HOMEp JKypHaja, HOMEp Ta3eTbl) U OTIENbHBIX IPOU3BEACHUN JOKYMEHTOB JJIEKTPOHHOIO
MIPOMCXOXKACHUS, TO €CTh YU€T OCYIIECTBIISIETCS 10 AHAJIOTHUH C YYETOM JOKYMEHTOB OMOJIMOTEYHOTO
doH/1a B TPATUITMOHHOM (opMarTe.

DJNEeKTPOHHBIE CETEBble JIOKAIbHbIE JOKYMEHTHl HACHTU(QHUUHUPYIOTCS CIEUaTIbHBIMU
nporpaMMHbiMH  cpenctBamMu.  Cymmaphbiii  ydyer Begercss B KCY  ocHoBHOro  wim
CHeLHaIU3UpOBaHHOr0 (OHJAa B 3aBUCUMOCTH OT THUINA JOKyMeHTa. VHIuUBUAyalbHBIA Yyder
3JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB OCYIIECTBIISIETCS IyTeM BBOJa B 0a3y JaHHBIX
MeTauH(poOpMallMM O 3arpy3ke JOKYMEHTa B OJJIEKTPOHHYIO OHOIMOTEKY € aBTOMATHYECKUM
NPUCBOCHHEM  WIACHTU(PHUKAIMOHHOIO  (CUCTEMHOI0)  HOMEpa  KaKJIOMY  JOKYMEHTY.
NHauBHyalbHBIA Y4ET CETEBBIX JIOKAIBHBIX JIOKYMEHTOB BeleTCs B VIHBEHTapHOW KHHUIE ydeTa
JIOKYMEHTOB JIOKQJIbHOW CETH. Y Ka3bIBAa€TCs J1aTa 3alKCy, UHBEHTAPHBIA HOMEp, aBTOp, Ha3BaHUE,
roJl BBIITYCKa, [IeHa, HOCUTEIh HHPOPMAIIUU U OTMETKA O BBIOBITUM (IIPU CITUCAHUH).

[lepenaya y4eTHBIX JOKYMEHTOB Ha HOBBIE 3JIEKTPOHHBIE JOKYMEHTHI B OyXTalTepHuio
IPOUCXOIUT TaK ke, KaK U Ha JOKYMEHTBI Ha OyMa)KHbIX HOCUTEJISX, IIyTEeM IMPEeI0CTaBIECHUs JTNO0
aKTa MO’KePTBOBAHMUS, JTMOO TOBAPHBIX HAKIIAIHBIX, TM00 aKTa npueMa-rnepeaayu.

WHcTammmpoBaHHbE JTIOKYMEHTHI pa3MeIlaroTcsi (yCTaHaBIMBAIOTCA) Ha ABTOHOMHBIX
KOMIIbIOTepax OMOIMOTEKH W/Win ydeOHOro 3aBeleHus. Hampumep, cripaBOYHO-IIpaBOBbIE Oa3bl
«Koncynprant+», «["apant», «Kogekc» M T.M. MOTYT OBITh NMPHOOPETEHHI B CETEBOM JOKAJIHHOM
BapuaHTe (YCTaHOBJIEHBI Ha cepBepe, a JOCTyll oO0ecleyuBaeTcss ¢ JI0O0ro JIOKaJbHOIO
KOMIIbIOTEpa), @ MOTYT OBITh HHCTAJUIMPOBaHbl (YCTAaHOBJIEHBI) aBTOHOMHO Ha OJHOM WJIH
HECKOJIbKUX KOMIIbIOTepax (IpUYeM B JIOKAIBHOM JIOCTYN€ OHM MCIOJB3YIOTCS TOJIBKO C 3TOTO
KOMITHIOTEPA).

VY4uThIBaIOTCS MHCTAJUIMPOBAHHBIE IOKYMEHTHI Ha YPOBHE 0a3 TaHHBIX M BKJIFOUEHHBIX B HUX
OTJIENbHBIX IMOJTHOTEKCTOBBIX IOKYMEHTOB, UMEIOIINX CaMOCTOSITENIbHBIE 3ariaBHsl.

Hamnpumep, KOMIUIEKT CUCTEM cipaBOYHOM NpaBoBou cucteMbl «KoHcynpTanTIImrocy Moxer
OBITH MOCTABNIEH Ha y4eT Kak | sk3emIuisip 6a3bl JaHHbIX U § 350 458 3K3eMIUISIPOB JOKYMEHTOB,
BXOJIALINX B 3Ty 0a3y JaHHbIX. Kak mpaBuiio, KOJMYECTBO SK3EMIUIIPOB U HA3BAHUMN AJIs ATUX BUIOB
JIOKYMEHTOB COBIIAJIacT.

NHauBuayanbHbI ydeT MOCTYIUIEHHS DJEKTPOHHBIX MHCTAJUNIMPOBAHHBIX U  CETEBBIX
JIOKYMEHTOB Y/IaJI€HHOT0 JOCTYIa BeJeTcs myTeM (OpMUPOBAHHUS MHBEHTAPU3aLMOHHOM BEIOMOCTH
Ha OCHOBE aKTa o noxydeHnn u3nanus (IIpunoxenue 2).

CereBble yIaJIeHHbIE JTOKYMEHTBI, pa3MEIIEHHbIE HAa BHEUIHUX TEXHUYECKHUX CpPEICTBax,
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MOJTYy4YaroTCs Ooubmmorexoi BO BPEMEHHOE MOJIb30BaHUE yepe3
MH(POPMALMOHHO-TEIEKOMMYHHUKAI[IOHHBIE CETH.

[IpuoOperenne wim opraHu3anus AOCTyNa K JIEKTPOHHBIM PECypcaM periaMeHTHpPYeTCs
JMILIEH3UOHHBIM COTJIAIICHUEM, B KOTOPOM 3a(UKCHUpPOBaHbl B3aUMHbIE IpaBa M 00s3aTeIbCTBA
O61OIMOTEKH U MOCTABILMKA HA ONpeeieHHblil nepuo. [Ipoienue cymecTByonux 1 opopmiIeHue
HOBBIX JIMIICH3MOHHBIX COIJIAIIEHUI Ha IOJb30BAHHUE CETEBBIMH O0pa30BATENbHBIMU pPECypcaMu
IPOU3BOJUTCSI KOHTPAKTHBIM YIPABJSIIOIIMM B COOTBETCTBUU C IOKEJIAHUSMM I€1arorMyeckKux
PabOTHHKOB.

B cBs3u ¢ MOOMIBHOCTBIO JaHHBIX PECYPCOB, Pa3HOOOPAa3HMEM MApPKETHHIOBBIX IOJIMTUK
NPOU3BOJIUTENCH PECYpCOB M arperaropoB Ieaeco00pa3HO BECTH WHAMBHUIYAIbHBI YUET CETEeBBIX
yIQJIEHHBIX PECYpPCOB B pa3pe3e KOJMUYECTBa 0a3 JaHHBIX M B pa3pe3e KOJUYECTBA BKIIOUCHHBIX B
HUX MOJIHOTEKCTOBBIX IOKYMEHTOB, UMEIOIHUX CAMOCTOSTEIBHOE 3arjiaBHe.

Hanpuwmep, UBL[ OO mpuobpen mocryn k 6a3ze manbix «JIutPec.lllkona». bubmmoreka
uMeeT JOCTYH KO Bcedl 0a3e MJaHHBIX JUIsl [OMCKAa, HO U3 IOJHOTEKCTOBBIX JOKYMEHTOB €€
HOJIb30BaTENSAM J0CTYyNHO Juilb 1200 3K3. U3 BCEro MHOTOMUJVIMOHHOTO MaccuBa. Takum obpa3om,
Ha y4yeT HeoO0XOAMMO MOCTaBUTh 1 3k3eMmuisip 0a3bl JaHHbIX U 1200 3K3eMIUIAPOB 3JIEKTPOHHBIX
KHUT, ipuoOpetenHbix oubmunorekoit (MBL) OO no 3asBkam yuTareneii.

WBI] HeoOX0aMMO UMETh HaJIS)KHbIE IaHHBIE O COCTaBe MO/IMCAHHBIX PECYpPCOB (KOIUYECTBE
JIOKYMEHTOB, BKJIFOUCHHBIX B 0a3bl JaHHBIX). DTH JaHHbIE HY)KHO 3allpallluBaTh y IOCTABLIMKOB B
AIIEKTPOHHBIX TAOIHIIAX WK B UHOU YIOOHOH /1t 00paboTku popme. Kak mpaBuiio, mpon3BoaUTE N
IPEIOCTABIAIOT TaKUE JIaHHbIE HAa CBOUX CcailTax B OTKPBITOM JIOCTYIE WIM B MOJYJIE
aJMHUHHMCTPUPOBAHUS pecypca, IIe NPONUCaHbl TOJIBKO T€ JOKYMEHTHI, K KOTOPBIM HMEET JOCTYII
6ubmoteka. CeTeBbIe yaleHHBIE PECYPCHI, HE NMEIOIINE B COCTABE MOJIHOTEKCTOBBIX TOKYMEHTOB
(pedepatuBHBIE SKYpHAIBI, OMOMUMOTpadUUECKHE YKa3aTeiaw, CIelualbHble CIPABOYHUKH B
AJIEKTPOHHOM BHUJIE), YUUTBHIBAIOTCS TOJBKO KAk 0a3bl JAHHBIX COIVIACHO MX CaMOCTOSITEIbHBIM
3arnaBusiM. CrielyeT UMETh B BHJY, YTO yYeTy MOJJIEKAT KaK CETEBbIE yJaJCHHbIE HOKYMEHTHI,
JIOCTYI K KOTOPBIM OIJIau€H, TaK U JJOKYMEHTbI, 0€3B03ME3/THO NIPEI0CTABICHHBIE 110 IOIOBOPaM WU
JMLIEH3UOHHBIM COIIALIEHUAM C IPOU3BOAUTESIMUA I T€HEpaTOpaMy JOCTYyIIa.

CyMMapHbIil yueT MOCTYIUICHHs! JIEKTPOHHBIX MHCTANIMPOBAHHBIX U CETEBBIX JOKYMEHTOB
ynaneHHoro poctyna seznercs B KCY ¢ oTpakeHHEM ciieyrommX MoKa3aTenei: J1aTbl U IOPSAIKOBOTO
HOMEpa 3alKCH, PEKBU3UTOB JIMIIEH3UOHHOTO TOTOBOpa (Ha3BaHMUs M HOMEpa JOKYMEHTa, CpOKa ero
NEHCTBUS, CTOMMOCTH), KOJM4YecTBa 0a3 JaHHBIX (ITAKETOB) M BKIIOYEHHBIX B HUX Ha3BaHWM
(mpunoxenne 3). YdeT ceTeBHIX YIAICHHBIX JOKYMEHTOB KaK 4YacTH OMOIHMOTEYHOro (OH/A,
HaxoJsIIelcs B JAOCTYIE, pEKOMEHAYETCSl BECTU B OTHOIIEHHWU TOJBKO JIMLEH3UMOHHBIX PECYPCOB
M3JaTeNen U arperaTtopos.

UYro kacaercs 37€KTPOHHBIX (POHIOB MIIM KOJIJIEKIIUH IpYTUX OMOINOTEK, a TAKKEe CBOOOIHBIX
MHTEPHET-PECYPCOB, BKIIIOUEHHBIX B OMOJIMOTEUHbIE HABUTALMOHHO-IIOMCKOBBIE CHUCTEMBI, TO HX
y4eT MOKET BECTHCh B OMOIMOTeKe B ynpaBieHueckux neisx. K aToil rpynmne J0KyMeHTOB MOKHO
OTHECTH M CBOOOJHBIE HHTEPHET-PECYpChbl, OTOOpaHHbIE OMOIMOTEKOM W BKIIIOUYCHHBIE B €€
HaBUTAI[MOHHO-TIOUCKOBBIE CUCTEMBI, OJIHAKO MOKa HE CYIIECTBYET NPAKTUKU MOCTAHOBKU MX Ha
y4eT B cocTaBe OMOIMOTeYHOro (PoHAA.

BbIObITHE 37IEKTPOHHBIX CETEBBIX YAAJEHHBIX JOKYMEHTOB HE O(QOpPMIISETCs ClelHaTbHbIM
nokyMeHToM. IlonTBepikaeHHEM BBIOBITHS SBISETCS HCTEUEHHE CpOKa JEUCTBUS JTOKyMEHTa
(loroBopa, KOHTpAKTa, JHMIIEH3MOHHOTO COIIaleHus), o(OpPMJIECHHOIO Ha IMpaBO JoCTyna K
ornpezeneHHoN 0a3e NaHHBIX (ITAKeTy) CETEeBbIX JTOKYMEHTOB, U OTCYTCTBHE JOIOBOPA, KOHTPAKTA,
JUIEH3UOHHOT'O COTJIaleH ], 0(OPMIICHHOT'O Ha HOBBII CPOK.

Hpyrue yuetHble (GOpMbI, KOTOphle MOryT ObITh Hcnoib3oBanel B WBI[ OO, nHocsat
(baKyIbTaTUBHBIN, TO €CTh HE 00s3aTENbHBIH, XapakTep. K HUM OTHOCUTCS perucTpanus u3iaHuii, He
MO/JIEXKAIINX 3alIMCH B UHBEHTAPHYIO KHUTY.

Perucrpanusi 10KyMeHTOB, He IOJJIEKAIUX 3alIUCH B HHBEHTAPHYI0 KHUT'Y

[Tomuiexxar 3anvcy B MHBEHTAPHYIO KHUTY M YYUTBIBAOTCS KoyindecTBeHHO B KCY 0cHOBHOTO
¢doHIa ¢ yKazaHHEM CTOMMOCTH CIEIYIOUINE U3JaHHS:

—  Opomuropsl 00beMOM 110 48 cTpaHMII;
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— KHUTH, TTOJTyYeHHBIC OMOIMOTEKOM B 1ap;
— IAIAKTUYECKUE MAaTEPUAIIBI.
Ecnu B 1ap mosy4eHbl KHUTH, MX HY>KHO IIOCTaBUTh Ha OaJlaHC M IPUHATH aKTOM C yKa3aHHEM
[EHbl Ha KAXKIYH KHHUTY, 3aTeM OyXrajaTepuedl CTaBsTCs T KHUTH Ha OanaHc OMOIMOTEKH U
Oq)OpMJ'ISIIOTCSI TaK K€, KaK 1 HOBOC ITOCTYIICHUC. AKT sBIIseTCA CONMPOBOAUTCIIbHBIM JOKYMCHTOM.

Hcknovenne 10KyMeHTOB U3 (POHI0B OMOIHOTEKH

HBIl OO He npenHa3zHayeHa JJi1 BEYHOI'O XPAHEHUS JOKYMEHTOB, MOCKOJIBKY HE SIBJISETCA
OuOJIMOTEKON Jeno3uTapHoro Tuma. IlpakThueckn BCE CKOMIUIEKTOBAHHOE €10, 32 MaJlbIM
HCKIIFOYCHHEM, 110 MEPE YMEHBIIEHHUS CIIPOca U MOTEPH aKTyaJbHOCTH JOHKHO HCKIIIOYAThCS M3
dboHaa 17151 TOTO, YTOOBI YCTYIMUTh MECTO 0OJIee aKTyalIbHbIM TOKYMEHTaM. ECii KHUTH OTHOCATCS K
YUCITY «HECTAPEIOIINX), OHH MOJABEPTAOTCs (PU3NIECKOMY H3HOCY.

Cnucanue nuTepaTypbl W3 OCHOBHOTO (OHAA MPOBOAUTCS exeroaHo. [IpuumH crmcaHus
HECKOBKO:

1. VYrpara.

2. BerxocTs.

3. HedexTHoCTb.

4, VYcrapenocTs 10 coiepKaHUIo.
5. HenpodunpHocTs.

[lo mpuumHE «yCTapenocTb MO COJEPKAHHMIO» HCKIIOYAIOTCS W3 (OHIOB OHOIHOTEK
JOKYMEHTBI, TOJIHOCTBIO YTPaTHBIIAE CBOI HH(POPMATUBHOCTH, AKTYaTbHOCTh HWIIM B CBS3H C
BBIXOJIOM AHAJIOTMYHBIX MPOU3BEICHUI, OCBEIIAIOIIMUX BONPOC 0o0jiee MOJHO UM TOYHO, B CBETE
COBPEMEHHBIX HayYHBIX 3HAHUI U B (pOpME, COOTBETCTBYIOILEN COBPEMEHHBIM TPEOOBAHUSIM.

[lo mpuumHe HENMPOPMILHOCTH HCKIIIOYAIOTCS M3 OMOIMOTEYHBIX (POHIOB JOKYMEHTHI, HE
COOTBETCTBYIOIIME MPO(PHII0 KOMIUICKTOBAHUS OMONMOTEKH IO COAEPIKAHUIO, UYUTATEIHCKOMY
Ha3HAUYEHUI0 WIM MHBIM [pPU3HAKAM, OIIMOOYHO MPHOOPETEHHBIE B MOPAIKE TEKYLIETOo
KomIuiekToBaHus. Ilo 3To# ke mpuuuHe U3 OMOIMOTEUHBIX (DOHJIOB MCKIIIOYAKOTCS H3JIUIIHKE
JK3EMIUIAPBI JOKYMEHTOB.

Berxumu cuuTaroTcs AOKYMEHTBI, NPUIIEAIINE B HENPUTOJHOE Ul HCIIOJIB30BAHUSA
COCTOSIHME, HE MOMJAIOLIMECs pecTaBpallUd WM, KOrJa BOCCTAHOBIEHHE WX DJKOHOMUYECKH
HerenecooopasHo. [1o 3Tol npuyKMHe UCKITIOYA0TCs JOKYMEHTHI B CIIEAYIOIUX CIIydasx:

— €CTeCTBEHHOE CTapeHHE NOJUrpahUUECcCKHX MaTepHasoB;

— (Qusnueckas W3HOLIEHHOCTh W3JAaHUA B pe3yibTaTe KHUTOBBLJIAYM, TO €CTb
UCIIOJIb30BAHUS YUTATEISIMU;

— TIpelHaMepeHHas Nopya M3/JaHUil yuTaTess MU (B T€X CIydasx, KOrJa KOHKPETHBIH
BUHOBHHK HE MOXET ObITh YCTAHOBJICH);

— TIOpYa B pE3yAbTaTe XpaHEHHUsS W3JaHUN B YCIOBUSAX, HE COOTBETCTBYIOIIUX
YCTaHOBJIEHHOMY CTaHAapTYy;

— TIOp4Ya B pe3yJbTaTe CTUXUIHOTO Oe/ICTBHUS.

[lon yrpaToif HOKyMEHTa NMOHUMAIOT €ro OTCYTCTBHE B (OHJE OMOJIMOTEKH MO MPUUYMHAM
NOTEpHU, XUIIEHMs, O€JACTBUNA CTUXMMHOIO, TEXHOT€HHOTO (B TOM YMCJIE XaKepCKOM aTaku U
HEBOCCTAHOBUMOT'O €0OsI 3JIEKTPOHHOIO O0O0OpYAOBaHWSA) WM COLMAJIbHOIO Xapakrepa, IIo
HEYCTaHOBJICHHOW NTPUYHUHE.

Ha xkaxmplii BHII CIIHCAHHUS COCTABISIETCS OTAEIBbHBINM akT. Bce akTBl COCTaBIISIOTCS
KOMHCCHEW TT0 CITUCAHUIO U yTBepkaaroTcs nupekropom OO. Ha ocHOBaHWMY JaHHBIX aKTOB BHIOBITHE
ormeuaetcst B KCY ocHOBHOrO ()oHJ1a BO BTOPOM 4acTH ¥ B MHBEHTAPHOM KHUTE, /1€ 3a4epKUBAIOTCS
HOMEp M II€Ha U MPOCTABISAIOTCS HOMEpP aKTa U Toj BHIOBITHS. 3aTeM U3 KaTaJlorOB M3bIMArOTCS
KapTOUYKHU Ha CIHCAHHBIE KHUTH. A €CIM Ha OJHOM KaTaJI0kKHOM KapTOYKE CTOUT Cpa3y HECKOJIbKO
MHBEHTapHBIX HOMEPOB, TO BHIYEPKUBAETCSI HOMEP COOTBETCTBYIOIIEH CIMCAHHOW KHUTH U CTaBUTCS
HOMEp aKTa U IOl BHIOBITHS.

AKT 0 CIIMCaHMHU COCTaBiisieTcsl B 2 sk3emiuisipax. OQuH octaeTcs B OMONIMOTEKe, BTOPOH
nepenaercst B Oyxranrteputo. [locie Toro, kak B MHBEHTape OyAyT BBIYEPKHYTHI KHUTH, U3 aKTa U U3
KaTaJlora BBIHYTHI KapTOUKH, Ha aKT€ O CIHMCAHUM MUIIETCS «AKT MpopaboTaH», CTaBATCS jJara U
MOATINCH.
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DNEeKTPOHHBIE JOKYMEHTHI Ha Ch€MHBIX HOCUTEIISX, CETEBbIE JIOKAIbHBIE JJOKYMEHTBI, TaKXKe
KaK IIeYyaTHbIE JOKYMEHTBI, U3bIMAIOTCS U3 OMOIHOTEYHOr0 (POHJa HA OCHOBAaHUU AKTa O CIIMCAHHUH C
ykazaHueM npudrHbl uckimodeHus ([Ipunoxenue Ned).

IlepeonieHka AOKYMEHTOB IIpM CIMCAHUM JENAeTCsl HAa OCHOBAHUU YCTAHOBJIEHHBIX
Oyxrantepueit Ko3hGUIMEHTOB 10 TabuIle, ykazaHHOH B npuioxerun ([Ipunosxernue Neb).

DJNEeKTPOHHBIE JOKYMEHTHI YAAISIOTCS U3 AJIEKTPOHHON OMOIMOTEKH IyTeM BBEJCHUS B 0azy
JAHHBIX HOMEpa M JaThl aKTa B KayecTBE METaMH(OPMAalUM K COOTBETCTBYIOIEMY TOKYMEHTY.
CBeneHus U3 akTa BHOCSITCS BO BTOPYIO 4acTh KHUIM CyMMapHOro ydera.

BbIObITHE WHCTAJUIMPOBAaHHBIX M CETEBBIX YAAJCHHBIX JIOKYMEHTOB HE odopmisercs
CHeLHATbHBIM JIOKyMEHTOM. lloATBep)kIeHHEeM BBIOBITHSI SIBISETCS HCTEUCHUE CPOKa JCHCTBHS
JOKYMEHTa (JJ0roBOpa, KOHTPAKTA, JTULEH3MOHHOTO COTJIAIIEeHus ), 0()OPMIIEHHOTO Ha IIPABO JOCTYMa
K OIpeaesieHHON 0a3e JaHHBIX (ITAKeTy) CETEBBIX JOKYMEHTOB, H OTCYTCTBHE JOrOBOpa, KOHTPAKTa
WIN JIMLIEH3UOHHOTO COTJIAIIEHUS, 0()OPMIIEHHOTO Ha HOBBIN CPOK.

Yu4er ¢ponga yueOHoIi TuTEpaTypPHI

be3vineenmapnuulii  yuem O0o0Kymenmog - YUPOIIEGHHBIH WHIMBHIyaJbHBIH yueT ¢(oHna,
3aKIJIIOYAIOIIUICS B PETUCTPAIIMA HA3BAHUSA W3JaHUS B3aMEH PETHCTPAllMH KaKIOTO 3K3EMILIIpA.
[Tpumensiercs [uid yuera JOKYMEHTOB, IOCTYIUBUIMX B KonuuecTBe Oosiee 10 aK3eMIisipoB.
Taxum o6pazom B 6ubimorekax OO yuUTHIBAIOTCS YICOHHUKH.
Y4eOHbIi (OHI CyMMapHO M HHIMBUAYAJIHHO YYUTHIBACTCS OTIEIBHO OT OCHOBHOTO. B yuere
OCHOBHOT'O ¥ Y4€OHOTO (POHIOB UMEIOTCS CYIIECTBEHHBIC Pa3IHUusI.
K yueObnomy ¢oHIy OTHOCATCS:
— Bce y4eOHUKH (B TOM YHCIIE IKCIIEPUMEHTAIbHBIE, TPOOHBIE, JONIOTHUTEIbHBIC U T. ]1.);
— y4eOHble mocobus (yueOHoe HarIsaHOe ocobue, atiiac, KOHTYPHBIC KapThl, paboure TeTpan)
Yder yueOHUKOB BEAETCS:
1) B KHHI€ CyMMapHOTO y4era yueOHoro (oH/a,;
2) Ha y4ETHBIX PETHCTPALMOHHBIX KapTOUKaX;
3) B perucTpe ydera perucTpallMOHHBIX KapTOUYCK HAa YUCOHUKH.
[Tpu BbImavye yueOHUWKOB Ha PyKH ydalmIuMcsi 3aBOAUTCS <«7KypHaua Bbliauu yuyeOHUKOB». [1o
0011e00pa3oBaTeNbHON Opranu3anuu paspadatsiBaercs «llojoxkeHne 00 UCIOIb30BAaHUU YUEOHBIX
($OHI0B 1 Mepax, 00eCEeUNBAIOIINX COXPAHHOCTH JINTEPATYPHI».

CymMapHblIii yueT y4eOHHKOB
Bce nmoctynuBIre yueOHUKY 3alUCHIBAIOTCS MO KoinyecTBy U ctouMoctd B KCY y4eOHUKOB.
OHa Tak xe coctout u3 Tpex 4acteit, kak KCY Ha ocHoBHOU (GoHA. EqMHCTBEHHOE, YTO 3/1€Ch HET

pacrpesieneHus o OTAeIaM.
Yacrs 1. Iloctyniienue B gpousa.

Homep nmn o 5
TKYZI c

nara

aTa Homep 3ammcn OHTOKCYTHa compo- Bcero Pacrmicka IlaTta i::;i oo 2 Homep wn  [°TO Pacrcka

\[THCH [0 MopsAIKY Y BOJUTEb- ok3.  [OyXTanTepuu 3ammcu HocTy | nara compo- |3K3 Oyxranrepu

T HOTO J10- B IIpueMe [OpAAKY ouaA | BOAUTEIBHOIO | B IIppeMe

KyMEHTa JIOKyMEHTa JTIOKyMEHTa JIOKyMEHTa

1 2 3 4 5 6 1 2 3 4 5 6
Yactb 2. BoiObITHE 13 hoHaA.
Hara  [Homep axra mo| Bcero Hata Homep akta mo| Bcero
3aIUCH  |[IOPSIKY 9K3CM Pacmiicka Gyxrantepuu B 3aIUCU MOPSIKY 9K3eM Pacricka Oyxrantepun B
IUISIPOB npueMe IOKyMeHTa TUISIPOB npreMe TOKyMeHTa
1 2 3 4 1 2 3 4
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Yactb 3. Utorn aBu:kenus poHaa.

Bceero Cymma

JBmxenue ponna yueOHUKOB

Pacnmcka Oyxrantepa
DK3EMILIIPOB P- K.

CocTouT Ha Tof

[ocTynuio 3a roj

IBpIOBLIO 32 TrOj
CocTouT Ha Tof

NuauBuayanbHblii 0e3bIHBEHTAPHBINA y4eT Y4eOHUKOB

WupvBuayanbHblii O€3bIHBEHTAPHBIM y4eT Y4eOHHMKOB BEAETCS HA YYETHBIX KapTOUYKax B
TPaJWLIMOHHOM M (WMJIM) 3JIEKTPOHHOM BHJE. YYeTHas KapToyka Ha Y4eOHHMKH COCTaBIsieTCS Ha
Ka)X/10e BIIEPBBIC MMOCTYNHBIICE B OMOIMOTEKY Ha3BaHHWE B KOJIMYECTBE CBHIIE 10 3K3eMIUIIPOB.
OdopmnsieTcss Ha OOBIYHOM KaTaJOXKHOW KapTOYKe, KpoMe OMOIMOrpauyecKoro ONMUCaHHUs Ha
y4eOHHK YKa3bIBAaCTCA €ro PEerucTpaloHHbId HOMep U3 «Terpagu ydyera perucTparmoOHHBIX
KapTouyeK Ha yueOHHKU». TeTpaap oTpakaeT ABMKEHHE KaXKJOT0 OTAECIBbHOTO Ha3BaHUs yUeOHHUKA U
BCE MOCJIEAYIOUIUE TOCTYIIJICHUS ITaHHOTO Ha3BaHUs Y4eOHUKA, HE3aBUCUMO OT €r0 ICHBI.

Ecnu B GuOMMOTEKY MOCTYMalOT MOBTOPHO Y4YEOHHUKH OJTHOTO HAMMEHOBAHUS, MMEIOIINE
OJIMHAKOBBII MOPSAKOBBIA HOMEp M3AaHus (22-€ U3/.), TO KapTOUKy Ha Y4eOHUK CleAyeT 3aBeCTH
TOJIKO B TOM CITy4yae, €CJIM B BEIXOAHBIX JAaHHBIX HE COBIAAAIOT TUIIOTpadcKrue HoMepa 3aKa3oB (Kak
NPaBUJIO, OHHU TIOMEIAIOTCS, Ha 000pOTe MOCIEAHEH CTPAHUIBI H3/IaHUS MOCTIEe YKa3aHHUs THPAXa).
Ecnu mopsiakoBeie HOMEpa U3JaHUN U HOMEp THIOTPadCKOro 3aKa3a COBHANAIOT, 3HAYHT, U3/IAHHS
WJICHTUYHBl W HOBYIO KapTOYKy 3aBOAMTH HE HYXKHO. lIpu COBMaJEHWH MOPSAKOBBIX HOMEPOB
u3nanuit (13-e U31.) ¥ pasnmuyuy B HOMEpaxX TUMOTrpadCKUX 3aKa30B HEOOXOIAMMO 3aBECTH HOBYIO
KapTOuKy, Hanmpumep: 2-e u3a. 3akas 5030 u 3aka3 5330.

VYdeTHbIe KapTOYKU Ha YUCOHUKH MOKHO PACCTABHUTH ABYMS CIIOCOOAMHU:

- 0 KJIaccaM, a BHYTPH KJIACCOB - MO angaBuTy;

- 0 MpeAMETaM, a BHYTPHU — I10 KJaccaM.

Jns odopmiieHHs KapTOTEKH HUCIOIB3YIOTCS KaTalOKHBIE Pa3JENUTeNN C Pa3lIuYHBIMU
BBICTYIIaMHU.

Y4eOHUKH MOTYT OBITh B HECKOJBKHUX YaCTSIX, MO3TOMY Ha Ka)XAYIO YacTh YUeOHUKA JIydIlie
3aBECTH OTAETHHYIO KAPTOUKY:

VYdeTrHast perucTpanioHHasi KapTo4yKa

Ne211
PamzaeBa, T. I'. Pycckuii s13bIK : yaeOHuK 1uist M.: [lpoda, 2007. - 4 ki1. Hay. MIKOJIBL. - 7-€ W31, CTEePEOoNTHIL. -255 c.: miI. - 3aka3 4042,
Jara TTocty No 3aIIHCH B TIpume-
Lena Cymma BrIOBLIO Cocrour OT™MeTKa o qaHUS
3anmcu THII0 KCY
pOBepKe
16.09.2021
34 Ne2 78,90 2682,60
PeFI/ICTp yu€Ta pCruCTpaiiOHHBIX KaPTOYCK Ha y‘{e6HI/IKI/I
Jlara \
Ne i/t ABTOp, Ha3BaHUE y4EOHUKA, TOM, YaCTh Ne akTa BEIOBITHS
3aMUCH
16.09.
Ne211 Pamsaesa, T. I'. Pycckuii s3b1k
2007

B «Peructpe ydera perucTpalioHHBIX KapTOUEK HAa YYCOHHUKH» 3alONHSIOTCS Bce rpadsl,
KaK [P UHAUBHUIYAIbHOM yUeTe, KaXX10€ Ha3BaHKe 3allMChIBACTCS HA OTIEIbHOM cTpoke. OTMETKa O
BBIOBITHHM CTaBUTCS TOTJA, KOTJa MOJHOCTBIO CIHCHIBaeTcs ydeOHWK. [Ipu 3TOM oTMeuaeTcs
MOCJICTHAIA HOMEP aKTa U TOJT CITUCAHHUS.
B nensx pammonansHOro ucnosb3oBanus (ougoB O6udmmorexu (MbBL) OO pomyckaercs
OpTraHu3aIys JOKYMEHTOOOMEHa MEX Ty 00pa30BaTeIbHBIMU OPTaHU3AIMSIMH.
JIoKyMeHT000MEeH — 53TO B3aWMHBIH OOMEH JOKYMEHTaMH MEXIy OubIuorexamu
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pasmmuabix OO wmm  wmexny Oubmmorekamu (MBL)) OO wu  apyrumu  y4pexICHUSMH,
OCYIIECTBIISIEMbIH 0€3 IEHEeKHBIX pacueToB (0€3BO3ME3IHO) HIIH Ha 3apaHee OrOBOPEHHBIX YCIOBUAX
C 1elpl0  MakKCUMalbHO 3((EKTHUBHOIO  HCHOJB30BaHUS  JOKYMEHTOB  OCHOBHOTO U
CIIeUATTM3UPOBAHHOTO (yueOHOTO) hoHaa.

1.4. O6padorka noxymenro UBL OO

Oo0padoTrka OuOJAMOTEYHOr0 (POHIA - JICATEIBHOCTH, BKIIIOYAIOIIAs COBOKYITHOCTH
MPOLECCOB M OINepanuii Mo MOArOTOBKE IJOKYMEHTOB M OuOIuorpaguueckux 3amuced K uX
JabHENUIIEMY UCTIOJIB30BAHUIO U XPAHEHHUIO.

AJIroput™ 00padboTKH U3IAHUS

Kawra B poriecce ydera u 00pabOTKHU MPOXOAUT CICAYIOMIUN MyTh:

1. IIpuém. OH npoucxoauT o cueTy (HaKJIaJHOW), KOTOPBIM IpUIaraeTcs B IapTUU JTOKyMEHTOB
U 00513aTENTBHO COJECPIKUT UX OIHUCH.

2. llIremneneBanue. Illtamn craBUTCS Ha TUTYJIBHOM JIUCTE Cpa3y IOCIE IPUEMA U CBEPKU
JIOKYMEHTOB.

3. 3ammck noxydenHoii naptuu B KCY ocHoBHOTO (hoHTA.

4. 3amnuch B MHBEHTApHYIO KHHUTY (OCHOBHOW (POHI) M 3alOJHEHHWE YYETHOM KapTO4YKd B
KapToTeke yueOHUKOB (y4eOHbI QoH).

5. CocraBnenue OuOmuorpaduyeckoro OMUCAHHS s U3JaHUM OCHOBHOTO (OHAA U Ui
yueOHoro (poHa 3arnoIHeHne KypHalla perucTpaluy yYeTHBIX KapTOueK yUeOHUKOB.

6. Cucrtemaruzanus 1oKkymMeHToB (10 bbK).

7. 3amnoiHeHue KHUKHOTO (hopMyIispa.

8. HaksenBaHnme Ha KHHUTY KapMmallka W JIUCTKa Cpoka Bo3Bpata. s ydeObHoro ¢onma
HakneuBanue Ha mocineaHel cTpaHUIE y4eOHHMKA MacnopTa y4eOHHMKA, KOTOPBIH, 3aIlOIHSETCS
YUEHUKOM IIPU MOJITYYEHHUH.

9. VYcraHOBIEHHE CPEACTB 3aLIUTBHl OT yTpaThl (MarHUTHBIA JAT4YMK, PaJUO-YUI, UHOW BUJ
MapKUPOBKH).

10.IIpocraBieHre MHBEHTApPHOTO HOMEpPA Ha KaTaJIOKHBIX KapTOUyKax al(aBUTHOIO KaTajlora,
KHIDKHOM (OpMyJsipe M caMOM H3/IaHUU. 3aloHEHHE >KypHala ydeTa BbLIaud y4EeOHHMKOB IO
KJIaccam.

11. ITepeHoc mu@poB 1 aBTOPCKUX 3HAKOB, YUETHBIX HOMEPOB Ha AyOJIETHBIE TOKYMEHTHI.

12. PaccraHOBKa JOKYMEHTOB B (pOHJE.

13. OdopmiieHne crpaBKH O TOCTYIUIEHUU TOKYMEHTOB U OTIIPaBKa € B OyXraiaTepuio.

Texnuueckana o00pabomka JOKYMEHTOB BKJIOYAeT IITEMIIEJIEBAaHHE, MPOCTAHOBKY
MHBEHTAapHOIO0 HOMepa W OuOiIMoTe4yHOro mmudpa, BKIIOYAIONIEro B ceOs MOJOYHBIM HMHAECKC U
AaBTOPCKMM 3HAK, 3alI0JJHEHUE KHMKHOTO (hopMyIsipa, MpUKJIEHBAaHUE KapMalllka U KOHTPOJbHOTO
JIMCTKA CPOKa BO3BpaTa U SPJIbIKA.

IITemmneap OMOINOTEKN U NHBEHTAPHBIN HOMEp CTAaBAT HA KHUTE B IBYX MECTaxX:

e Ha 000pOTE TUTYJIBHOTO JHCTA (B OCHOBHOM €r0 CTaBAT HAa CAaMOM TUTYJbHOM JIMCTE
BBIIIIE€ BBIXOJHBIX JIAHHBIX);
e 17-ii cTpaHule B JIEBOM HI)KHEM YTIIy B KOHIIE TEKCTA HE 3aKpbIBasi €ro.
Pa3zmep mremnens 10 va 40 mm.

UBIL]
MOY COIII Ne ¢ YUOII
Ha xypHanax mremrnesnb CTaBUTCS WM Ha 00JIOKKE, HJIM Ha TUTYJILHOM JIUCTE B JIeBOM yrity. Ha
ra3erax IpoCTaBIISAETCs 110 CepeIuHe BBEPXY, Ha IUCKaX - HA TUKETKaX YIaKOBKU.4.
3anoyiHeHNEe KHUAKHOTO (pOpMYJIsipa U BKJIAIbIBAHUE €0 B KapMallleK.

Kapmaiek HakjaenBalOT Ha BHYTPEHHIOIO CTOPOHY MeperuieTa (OOJOXKKH) KaXKI0Tro
9K3EMIUISIpa KHUTU Ha PAcCTOSHUU 2 CM OT HMXKHEro Kpas Wiu Ha ¢op3ain (Ipy HaIU4du
WJUTFOCTpAIIHi - Ha 000POTHOM cTOpOHE dop3aria).

KOoHTPOJILHBII JHCTOK CPOKOB BO3BpaTa HaKJIEUBAIOT Ha (op3all B JIEBbIH yron (pu
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HATMYUH WLTIOCTPAIU - Ha 000pOTHOM cTOpoHE (hop3alia KaKa0ro SK3eMIUIsipa KHUTH), a TPH
€ro OTCYTCTBHH - Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH.

IIudp (MoT0YHBIN UHACKC U aBTOPCKUN 3HAK) IPOCTABIISIOT:

1) Ha sApybIKE, KOTOPBIA HAKJIEUBAIOT Ha KaXKIbIA SK3EMIUIAP KHUTH B JIEBOM BEPXHEM YTy
neperuieTa (00JI0KKH);

2) Ha MacCMBHOM M3JaHHMU Ha KOPEIIKE HA PACCTOSHUU 2 CM OT €0 HUKHETO Kpasi;

3) Ha cBeTIOM neperieTe (0010KKe) mudp MOXKHO IHUCaTh 0€3 SIPIIbIKa;

4) Ha 000pOTE TUTYJIHHOTO JICTA B BEPXHEM JICBOM YTIIY (8 OCHOBHOM €20 CMABsAm 6 GepxXHeMm
npagoM Y21y mumynbHo20 JUCma,).

Hayunaa oopabomka 00Kymenmoe 3aKiiodactcs B KilaccH(PHUKAIMKM, TPEeIMETH3AINH,
KaTaJoru3aluu 1 ONpeeIeHUH TOYHOTO «aIpecay KaKIoro TOKyMeHTa B (hoHAe OMOINOTEKH.

[Ipu nmpueme makeT CONPOBOIUTENBHBIX JOKYMEHTOB JIOJDKEH MMETh CepTH(HUKATHI /UM
CaHUTAPHO-TUTMEHWYECKUE 3aKIIIOUEHUSI U UHBIE JTOKYMEHTHI, MOATBEP KIAIOIINE KauecTBO TOBapa
(yaeOHOl nmTeparypsl), O(QOpPMIICHHbIE B COOTBETCTBMH C 3aKOHOJATEIHCTBOM Poccuiickoii
®denepalii 1 TEXHUYECKUM 33JJaHUEM K TOCYJapCTBEHHOMY KOHTPAKTY.

Ceptudukat COOTBETCTBUS - TOKYMEHT, BBIJAHHBIN 110 PaBHIaM FOCYJapCTBEHHOMN CHCTEMBI
ceptuduKanmy, yKa3bIBAIOIIMNA, YTO oOecredynBaeTcs HEOOXOAMMas YBEPEHHOCTh B TOM, 4TO
JOJDKHBIM 00pa3oM MIESHTH(PHUIMPOBAHHAS MPOMYKIHS, MPOIEecc, padoTa, yciayra COOTBETCTBYIOT
TpeOOBaHUSM TEXHUYECKUX PETJIAMEHTOB, CTAHIAPTOB WJIM MHBIX HOPMATHUBHBIX JTOKYMEHTOB.

1.5. Paszmemenune ¢ponna UBIl OO

Pazmemenue ¢oHaa nme4yaTHbIX JOKYMEHTOB — 3TO IPOCTPAHCTBEHHOE PACIOJIOKEHUE
yacrteil 0ubarorednoro GoHaa B HOHIOXPAHWIUIIE U IPYTUX 30HAX OMOIMOTEYHOTO 00CITY)KUBAHUS
B IIeJISIX yIOOHOTO 00CITY)KMBaHUS TIOJIH30BATENCH M XPAHCHHS.

MuHnumanbHbIM TpeOoBaHMEM, IpenbsaBisieMblM K npoctpaHcTBy MBI OO, sBnsercs ero
3oHupoBanue. B coorBercTBun ¢ Konnenuueit passurus MBL] 10mKHBI OBITH BBIIEIEHBI CISTYIOIINE
30HBI:

— 30Ha MOJy4eHHs HH(POPMAIMOHHBIX PECYpPCOB BO BPEMEHHOE I0JIb30BaHHE (30HA

aboHeMeHTa, aIMUHUCTPATUBHAS 30HA);
— 30Ha JUIsl CaMOCTOSTENIbHOM paboThl C pecypcaMd Ha HOCHTENSX Pa3HOro Tumna (30Ha
YUTAIBHOTO 3aJ1a U MEIUATEeKN);

— 30Ha I8 KOJUIGKTUBHOM pa®oThl ¢ THOKOH opraHuzanueil NpoCTpaHCTBA
(KOBOPKMHI-30HA);

— TMpe3eHTAalMOHHasl 30Ha (MHTEpaKTHBHas IUIOUIa/Ka Ui TPOBEIAEHHS MacCOBBIX
MEpPOIPUATHH, BHICTABOK, TUCKYCCUM, 00yU€HHUsI, KPYIJIBIX CTOJIOB H JIp.);

— pekpealnmoHHas 30Ha (30Ha JJIs OT/IbIXa, YAJIAyT-30HA);

— 30Ha XpaHeHus (HOH/I0B.

[TomuMo yka3aHHBIX 30H, B COOTBETCTBUHU co crienupukoi nestenbHoctd OO B MBI moryt
OBbITH BBIJIEJIEHBI U JPYTUE 30HbI, OPraHU30BaHHbIE, KAK BHYTPH MOMEIIEHUS IIKOJIbHONU ONOIHOTEKH,
TaKk M 3a €€ IpeaejJaMu: KOpUAOPBl M PEKpealny, aKTOBBIA 3an M apyrue nomemeHus OO,
IIPOCTPAHCTBA COLMAIBHBIX MAPTHEPOB. TOPOJCKMX MY3€€B M BBICTABOYHBIX OSKCIIO3ULIUH,
MyOJIMYHBIX TOPOJICKUX OUOINOTEK, TOMOB KYJIbTYPBI U T. I1. IPH HAJIMYHHU JIOTOBOPOB O COLIMATBHOM
B3aMMOJEMCTBUM C OpraHU3alUsIMU-IApTHEPAMN).

[TpuHIUT OTKPBITOTO MPOCTPAHCTBA K OCHOBHOMY (DOHIY NPHU OPraHU3ALUHN 30H SIBIISIETCS
OCHOBOITOJIATAOIIUM OMOINOTEKH.

Pazmemienne OubauoreyHoro Gonaa Ha GU3MUECKUX HOCUTENSAX MPOU3BOIAT C YUETOM €ro
paszeneHus Ha noaA(oH/bl (OCHOBHOM M yueOHBIH) 1 pacCTaHOBKH JJOKYMEHTOB BHYTPHU MOJ(OHIOB.

Paccmanoska ghonoa - mopsaoK pa3MelleHUs TOKYMEHTOB Ha IMOJIKaX (HOHJIOXPaHWIMIIA,
ornpenenseMblii 00bEMOM (QOHIA, €ro Ha3HAYEHUEM U COCTAaBOM JIOKYMEHTOB.

Bb100op TOro MM HHOTO BHJIa pACCTAaHOBKH 3aBUCUT OT YCJIOBHUI 00CTyKMBaHUS YUTATENEH.
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ITo copepxkaTelbHBIM NPH3HAKAM pa3IUYalOT: CHCTEMATHYECKYIO, TEMaTHYECKYIO,
KAHPOBYIO U CEpUIHYIO PACCTAHOBKH.

Cucmemamuueckasa PpacCTaHOBKA MPEIyCMaTPUBAET PACHOJOKEHUE JOKYMEHTOB IIO
OTpacisiM 3HaHUKM B COOTBETCTBUHU C Kiaccudukanueld BBK. BHyTpu kakmoro mojmpasnaena KHUTH
paccTaBisitoTCA 1Mo andaBUTy aBTOPOB U 3ariaBuil. [Ipor3BeeHust 0JHOTO aBTOpa PacCTaBIISIIOTCS B
CJEYIOLLEM MOPSAIKE:

- MOJIHBIE COOpaHUs COUMHEHU;

- coOpaHus COUYMHEHUM;

- COUMHEHMUS;

- n30paHHBIC IPOU3BEICHUS;

- cOOpHHKH;

- OTJEJIbHBIE IPOU3BEICHMUS.

Temamuueckasa pacCTaHOBKA MPEAINOJIATaeT PACKPHITHE (OHIA 10 TEMATUYECKOMY MPU3HAKY.
Yaie Bcero Ha MOCTOSTHHBIX TEMAaTHYECKUX CTEJUIAXKaxX PAacCloaratoT JUTEPATYpPY s IIKOJIbHUKOB
MJIQJIIIEr0 IIKOJBHOTO BO3pacTa M KpaeBEQUECKYyIo JIUTeparypy, KoTopas coOupaercs TyAa H3
pa3HbBIX pazaenoB (oHa, pacctaBieHHoro mo bBK.

[Ipu scanposoit paccTaHOBKE yIEIS0T BHUMAHHUE PKO BbIPAKEHHBIM UNTATEILCKUM UHTEpEcaM
(JrroOuTeNAM MPUKITIOYeHNUH, (aHTACTUKHU WK APYrux kaHpoB). B MBI Beiaenstor cremnaxu uin
MOJIKH MO/ 3TH (POH[IBI, COOpPAHHBIE 10 KAHPOBOMY MPU3HAKY.

Cepuiinas pacctanoBKa (OPMHUPYETCS 110 U3/1aTEIILCKAM CEPHsIM, HanOoJiee MOIYJISIPHBIM Cpelln
nons3oBareneid ganHoro WBL[. Kaurm OonbImMHCTBA cepuil CBS3aHBI MEXIy COO0OH KaHPOM,
CTHJICBBIMU OCOOCHHOCTSIMH, O(hOpMIICHUEM,

CymiecTByeT paccTaHoBKa N0 Xapakrepy uH@opmanum. Tak, Hanpumep, pacCTaBIsSIOTCS
HauboJ1ee YacTo UCMOJb3yEMbIE CIIPABOUHbIE U3AaHUS (PHIMKIIONEANH, CIIOBAPH, CIPABOYHUKN). Ux
pacrnojararT B HEIIOCPECTBEHHON OJIM30CTH K IYHKTY BbIJA4UM JTUTEPATYPHI.

Cpenu BUIOB pacCTaHOBKM MO (OpMAIbHBIM MNPHU3HAKAM, KOTOPbIE HE YYMTHIBAIOT
coJIep’KaHue KHUT, pa3Inyaror:
an(aBUTHYIO - 110 an(aBuTY;

XPOHOJIOTUYECKYIO - IO F0J1aM;

- reorpa)uuecKkyto - o CTPaHOBEAYECKOMY ITPUHIIMITY;

SI3BIKOBYIO - 110 SI3bIKAM;

dopmaTHyI0 - 1O BBICOTE JOKyMEHTa (KpynmHO(oOpMaTHbIE XYIOXECTBEHHbIE WU
MUHHMATIOPHBIE U3/1aHUS);

- HyMEpalMOHHYIO, OHAa MMEeT HECKOJbKO PAa3HOBUAHOCTEH: COOCTBEHHO, HyMEpalMOHHAs;
UHBEHTapHas (B TMOpSAJIKE BO3pacTaHUs HMHBEHTapHBIX HOMEpOB); KpemocTHas (mo mudpy,
yKa3bIBAIOIEMY ITOCTOSSHHOE MECTO XPaHEHHsI JOKYMEHTA).

Ha ocHoBaHuM (opMasIbHBIX NMPHU3HAKOB PACCTABIIAIOT M Nepuoandeckue uzaanus. KypHaisl
OTJIENIBHO OT Ta3eT: MO0 Ha3BaHUSAM B aJ(paBUTHO-XPOHOJIOIMUECKOM Mopsaake. B npenenax kaxmoro
rojia - o HOMEPAM.

Haubonee pacnpoctpanennsiii Bua paccraHoBku B B[ OO - cucmemamuuecku-angpasumnasn
B COOTBETCTBHH C BO3PACTOM YYaIIUXCH.

OcHoBHO# (poHA paccTaBisgeTcss MO OTpacisM 3HAHHWM, BHYTPH - 1O aidaBUTy aBTOPOB WM
3arjaaBuil, ¥ IIPU 3TOM €LIE YUUTHIBAETCSI YPOBEHb YUTATEIbCKOTO Pa3BUTHSIL.

B Poccum mpuHATO Onpenenars CpeaHUN YPOBEHb YMTATENIBCKOTO Pa3BUTHSA IO BO3PACTY
pebeHKa U Kj1accy oOy4eHus:

- MJIAIIIUN NIKOJIBHBIN Bo3pacT (1-4 kiacchl);

- cpemHU# MIKOJBHBINA Bo3pacT (5-8 kmacchl);

- CTapuuii mKonbHbIA Bo3pacT (9-11 kmaccer).

PaccTaHoBka KHMT JUIsl yYaluxcs MPOU3BOANUTCSA B COOTBETCTBUU C aKTyasbHbIMH «Tabnuuamu
BBK n1s n1eTCKuX M MIKOJBbHBIX OMOIHOTEKY.

OdyeHp yacTo JUTEpaTypa UIsl y4alllUXCS HAYaJbHBIX KJIACCOB PACCTAaBIISIETCS MO TeMaM:
«Ctuxn», «O KUBOTHBIX», «CKazku», «Paccka3p» U T. A. OTAEIBHO pacCTaBlIIeTCs JUTepaTypa ajs
5-8 n 9-11 kiaccos.
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st obecriedeHus] COXPaHHOCTU M yIO0OHOrO JOCTyna K AOKyMEHTaM OubnuoredHoro (onna
HE00X0MMO OcHameHue mnomenieHuss xpanwnuma cremwtaxamu (IOCT 7.50-2002 «CUBU/IL.
KoncepBanus nokymentoB. Oouire TpeboBanus»). CTemiaxxy yCTaHABIMBAIOT MEPIEHAUKYISIPHO K
CTEHaM, UMEIOIIUM OKOHHBIE IIPOEMBI U 3JIEMEHTHI OTOIIUTENIBHOM CUCTEMBI, PACCTOSIHUE O OKOH U
MCTOYHHUKOB Teria - He MeHee 0,6 M. CTelliaku U 3JIEMEHThI KOHCTPYKIUHN MMOMEIIEHUN pa3/IesioT
npoxonami. lllupuna npoxoaa nomkHa ObITh, HE MEHEE:

- 0,75 metpa - MeXIy CTEIUIAKAMMU;

- 1,20 meTpa - MeX Iy TOpIIAMU CTeJUIaXeH (TJIaBHBIN TPOX0.);

- 0,75 metpa - MeXy CTEHOH U CTEIJIaXKOM, apajlieJIbHbIM CTEHE;

- 0,45 meTpa - MeXIy CTEHOM U TOPIIOM CTeJUIaxa.

Paccrosinre oT mona 0 HMKHHMX IOJOK CTeJJIaka AOKHO ObiTh He menee 0,15 merpa, B
LOKOJIBHBIX dTaxax - He MeHee 0,3 meTpa.

B UBI] OO paccranoBka poHa nMeeT 00ydarolyr0 U pa3BUBAONIYIO (DYHKIIUH.

Pa3memenue OuOIHOTEYHOro (POHAAQ IIEKTPOHHBIX JIOKAJIbHBIX CETeBbIX T0KYMEHTOB
OCYILECTBIISICTCSI HA CEpBEPE W/WIM B APYTHX SJIEKTPOHHBIX XPAHWIIHMIIAX OMOTUOTEKH, U (M) B
«00JauHBIX XPAHWINIIAX» U OPTaHU3YETCs IPOrPAMMHBIMH U aNlllapaTHBIMU CPEICTBAMHU.

Jist oCcyIIecTBICHUS MOMTHOLEHHON paboTsl ¢ meauarekoit MBL] OO u GoHmaMu 31€KTPOHHBIX
O0ubIMoTeK, 0053aTeIbHBIM YCIOBHEM SIBISETCS IIUPOKOMOIOCHOE MOAKIIOUEHNE K ceTu VIHTepHeT u
6ecrutatnoe Wi-Fi-coennnenne. DTO ycaoBHe HEOOXOTMMO ISl TOTO, YTOOBI yJaIllMecss MOTIIH
MCIIOJIb30BaTh CBOM cMapT(hOH WU TUIAHIIET JIJIsl YTEHUsI B COOTBETCTBUU C KOHIenueil Bring your
own device, KOTOpas JaeT BO3MOXXHOCTh KOoMGOpTHOro pasmemeHus oOyuaromiuxcs B MBI ¢
JUYHBIMH YCTPOICTBaMH.

B cootBerctBUM ¢ (denepanbHbIMU 3akOoHaMU «O MPOTUBOJCHCTBHU IKCTPEMHUCTCKOM
nesitenbHOCTH» 0T 25.07.2002 N 114-@3 (pen. ot 01.07.2021), «O 3amuTe aereit or nuHboOpMaIyH,
NPUYMHSIONICH BPEJ MX 3J0POBBI0 M pa3BuTHIO» OT 29.12.2010 N 436-®3 (pen. ot 01.07.2021)
BBIXO/JI B HHTEPHET JIOJDKEH OBITh HACTPOEH Yepe3 CUCTEMY MOHUTOPUHTA U (PUIBTpAIli KOHTECHTA.
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2.  XPAHEHHUE BUBJIMOTEYHOI'O ®OHJIA UBI{ OO

Coxpannocmb 0ubIUOMEUHBIX POHOO0E - FTO KOMIUIEKC MEPOIPHUATUH 1O 00eCTeYeHUI0
ONTUMAJFHBIX YCIOBUN XpaHEHUS U HMCIOJB30BaHMs (DOHIOB, MEp MO YCTAHOBIICHUIO XUIICHUS U
MOPYH TOKYMEHTOB.

OTtBeTcTBEeHHOCTS 3a coxpaHHOCTh (houa0B MBI OO HecyT aupekrop OO, 3aBeayromuii Onbimo-
tekoit (MBL]) niau oTBETCTBEHHOE JIMIIO/CIIEIUATMCT OMOTNOTEKH U BCe OMOIMOTEUHbIC pA0OOTHUKH,
UMEIOITUE TOCTYH K (OHIaM.

Hupextop OO 00s13aH co3/1aTh YCIOBHs, 00€CIIEUNBAIOIINE OPTaHU3AIMIO PABIUIIHOTO yueTa U
XpaHEHUs KHIDKHOTO (OHIIA, a TAaKK€ PEMOHT KHHUT W TMPOBEICHUE CAHUTAPHO-TUTUEHUYCCKOM
00paboTku ¢oHIA, NPEIOCTaBUTH H30JIMPOBAHHBIC, IPHUCIIOCOONEHHBIE IS XPAaHEHUS KHUT
MOMEIICHHS, 00eCTICUUTh OMOJIMOTEKY CIICIIMAIBHBIM 000PY0BaHUEM H ITPEIMETaMH OMOIMOTESYHOM
TEXHUKHU.

[Tepenaua 6MOIMOTEKH HOBOMY PaOOTHHKY O€3 Hajyiekamero ohopMIeHHUs HE JOIMYCKAeTCs, U
MaTepuaibHas OTBETCTBEHHOCTh B JAHHOM Cily4ae Bosjaraercs Ha aupexropa OO.

[Ton pexxuMoM XpaHEHHsI MOHUMAETCs CO3[JaHHe M MOJAJEpPKaHUE ONTUMANbHBIX YCIOBUMN
xpaHeHus: AokyMeHToB. OH oOecrieynBaeTcsi COOJIIOJIGHHEM HOPM M OCHOBHBIX IMapaMeTpOB
XpaHEHUs1, BEIOOPOM CPEJICTB U MPOBEACHHUEM MEPOIIPUSATHH 110 TOICPKAHUIO OJIATONIPUATHBIX JIJIS
o0ecrieyeHns COXpaHHOCTH (PaKTOPOB.

'OCTom 7.50-2002 "CHUBU /1. KoncepBanus jokymMeHTOB. O01IHe TpeOOBaHUS" TPETYCMOTPEHO
TP  peXUMa  XpaHEHHS  JOKYMEHTOB:  CBETOBOH,  TEMIIEpaTypHO-BIQXHOCTHBIA U
CaHUTAPHO-TUTHCHUICCKUH.

OcgereHre MOMEIICHUH ISl XpaHSHUST OMOTMOTEYHBIX (DOHIOB MOXKET OBITh €CTECTBEHHBIM U
HCKYCCTBEHHBIM.

He nomyckaercss momnajaHve Ha M3JaHHUS TPSIMBIX CONHEYHBIX Jyued. [lns paccemBanus
COJTHEYHBIX Jy4eil MPUMEHSIOTCS Kall03U WM IITOPbl. B KHUTOXpaHWUIHUIE 3HAYUTEIHHYIO POJb
UTPAET OTPAKEHHBIN CBET, ISl YCHIIEHUSI KOTOPOTO BCE MOBEPXHOCTH MOMEIICHUS (TIOTOJIKH, TIOJIKH)
PEKOMEHJIyeTCsl OKpalllMBaTh B cBeTibie ToHAa. CTemnaxu JODKHBI OBITh  pa3MeElIeHbI
NEPIEeHIUKYISAPHO K OKHAM Ha PaCCTOSIHUU He MeHbIIe 60-TH cM.

B memsx obecriedeHusi COXpAaHHOCTH KHUT HE CIIEAYeT MPEBHINATh HOPMBI OCBEIIEHHOCTH:
ANIEKTPUYECKOE OCBEIICHHE B XpaHWJIUIIE OOecredyuBaloT Jiamrbl HakanuBaHus B 40-60 Bt Ha
KaXJIble 2 M MEXKCTEJUTAKHBIX MPOXOJ0B U Mo 75 BT Ha kaxapie 4-5 M B IJ1aBHOM MPOXOJe, HA
pabouunx mecrax - 100 Br.

PaccrosiHue OT CBETMJIBHHMKOB 10 TOBEPXHOCTH JOKyMeHTOB He MeHee 0,5 m. KoncTpykums
CBETWJIBHHKOB JIOJDKHA OBITh I0Kapo0Oe30macHOW W TPEJOXPAHSTh JIAMITBI OT BBHIMAJCHUS H
MEXaHHUYECKOTO MOBpexAeHUs. [Ipr SKCTOHNPOBAaHUYU JOKYMEHTOB HE JOMYCKAeTCsl YCTaHABIUBATh
CBETOBBIE TPUOOPHI BHYTPHU BUTPHH.

B XxpaHunuie AOMKHAa OCYIIECTBISTHCS CBOOOAHAS LUPKYISALHMS BO3AyXa, HMCKIIOYAIOIIAS
oOpa3oBaHMe 3aCTOWHBIX 30H. B moMemieHuWsXx [Uisi XpaHEHHWs JIOKYMEHTOB IOCTOSIHHO
NOAJEPKUBAIOT TeMneparypy Bo3ayxa + 17-200C, oTHocuTenpHas BIaKHOCTb 55%.

TemnepaTypHO-BIAKHOCTHBIM PEKUM PETYIUPYIOT C MOMOIIBI0 CUCTEM KOHIUIIMOHUPOBAHUS
BO3/IyXa WJIM OTOMUTEIbHO-BEHTHIISIIIHOHHBIX CPEJICTB.

3akpeIThie KAl U CeH(BI UTsI XpaHEHUST TOKYMEHTOB IIPOBETPUBAIOTCSI HE pEKe OHOTO pas3a B
HEJIeIIIO.

JlomryckaeTcsi peryimpoBaHUE TEeMIEpaTypHO-BIXHOCTHOTO PEXHMa B TOMEIIECHHSIX yTEM
IPOBETpUBaHUS uepe3 GopTOoUKH, (PpamMyrH, JIBEPH.

KoHTponb TemMmeparypbl W BIQKHOCTH BO3JIyXa BBITOJHIETCS C ITOMOIIBIO HW3MEPHUTEIBHBIX
nprOOpPOB, KOTOPHIE pa3MEIIA0TCs Ha CTEeIUTaKaxX B TJIABHBIX MPOXOJaX BIAAJIM OT OTOMHUTEIBHOU U
BEHTUJISIIIMOHHBIX CHCTeM Ha paccTossHud 1M 40 cM OT mosna.

BenymuM HampaBieHueM B CaHUTapHOM 3ammTe OuOnmoTedHoro (oHAa AOKHA OBITH
METOIUYHAS MPOQPHUIAKTHKA.

Opna u3 mpoOsieM COXpaHHOCTH KHUT - 60ph0a ¢ MbUIb0. [IbUTh MPOHUKAET B KHUTOX PAHIITUIIE
U3BHE U 00paszyeTcs B HEM 3a CUET paCHbIICHUS, UCTUPAHUS CTEH, MOJIOB, YIIAKOBOUHBIX MaTepPHAIIOB,
CaMHX KHHT.
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[Tbi1p OKa3bIBaeT XUMHUYECKOe M (hu3nueckoe Bo3zaelcTBUEe Ha (GoHI. K ToMy ke MOKpBIThIE
IbIIbI0 KHUTH PE3KO CHUXKAIOT ICTETUUECKOE BO3EHCTBUE HAa YATATEN . 3albUIEHHOCTh XPaHUIHMIIA
BBI3BIBACT CHELM(PHUUECKYIO AJIJIEPIUUYECKYI0 PEAKILIUIO, IPEXE BCero y Oubimorekapei, a 3aTtem y
yuratesied. Ilbutb o0mamaeT »1aeKTpocTaTMdyeckuM cBoiicTBoM. [losToMy oOHa Tak HPOYHO
ylaepxkuBaercs Ha Oymare. OHa o0e3kupUBaeT KHIDKHble mnepemiersl. Cropel TpuOOB ToXxe
Pa3sHOCATCS MBUIBIO.

Campblii pactipocTpaHeHHBIH HCTOYHUK 00pa30BaHUs ITbUIM — UCTHPaHUE 10JI0B. B 6nbnmnoTexe He
JIOJDKHO OBITH MIEPOXOBATHIX MOKPBITHi! 10kl B OMOIMOTEKE TOHKHBI OBITh POBHBIMH, TJTIaIKMMU,
HO HE CKOJIB3KUMH. J[71s1 HUX GoJiee BCero MoaXOAUT MOJIMBUHII, 3aJTUBAEMBII HA OETOHHYIO OCHOBY.
OH KpacuB, MaJOUCTUPAEM, XOPOLIO IIEPEHOCUT BIIAXKHYIO YOOPKY.

Jonyctumbl B OMOIMOTEKE JMHOJIIEYMHBIE TMOJibl. OHHM  JIeIIEeBlIe IOJUBUHHIOBBIX, HO
M3HOYCTOMYMBOCTh UX HUXeE. Kpome TOro, nmpu ropeHuu OHU BBIIEISAIOT CHIIBHBIE OTPABIISIOLINE
rassl. JlomycTuMo MoKphIBaTh MOJIbl KEPAMUYECKOHM IIIUTKON 110 OETOHHOMY OCHOBAHHUIO.

B kHuroxpaHunMie peryiasipHO JOJDKHO IPOBOJAUTBHCS OOECHBUIMBAHUME KHHUI U IIOJOK
cTeiulaxei. Jta pabora MPOBOAUTCS JBA-TPU pa3a B I'OJA, HO B OTJEIBHBIX CllydyasX, HalpuMep B
KHUTOXPaHUJIUILE, HE U30JUPOBAHHOM OT YUTAJIBHOIO 3aja, 00eCHbUIMBAHUE CIEAYeT MPOBOIUTH
qare.

Haunmyuimm crnoco6oM yaaneHus ObIIN ¢ KHUT sIBJIsIeTCsl yOOpKa ¢ MOMOIIIBIO blIecocoB. I1buib
C KHUT MOKHO YAaJIUTh U BPYUYHYIO, C IIOMOIL[bIO BATHOTO TaMIIOHA BaThl, CMOYEHHOT'O B PACTBOPE
XO3AMCTBEHHOT'O MBbLIA.

VY nanare nbulb ¢ KHUT, HY’)KHO HauMHasi ¢ BEPXHUX IOJOK K HUXKHHUM, NP 3TOM, HE Hapylas
HOPSAJIKA PACIIONIOKEHUSI KHUT Ha TOJIKE.

O4nCcTKY KHHUT OT TBUIM JIy4dllleé HAYWHATh C BEPXHEro o0pe3a OT KOpeIlIka, 3aTeM OYMIIATh
0okoBOH 00pe3 cBepxy BHH3. [lasiee HIDKHUN 00pe3 W TOJBKO IMOCIE 3TOTO OYHINATH KPBIIIKA
neperuieta. Takoll mopsiok obecnblIMBaHus yA00Hee, IOTOMY YTO OOBIYHO BEPXHHUM 00pe3 KHUIH
6osnee 3anbuieH. Y ecau He CHATH IbLIb, MPEXJIE BCErO € 3TOro o0pe3a, TO MPH YUCTKE HUKHETO U
OOKOBOT0 YaCTh MbUIN C BEPXHET0 MOAHUMETCS B BO3AYX.

Pa3 B mecsn B 6MOiIMOTEKE MPOBOAUTCS CaHUTApHBINA JAeHb. B 3TOT AeHb mojib3oBarenei He
00CITy’KUBAIOT.

[TocTopoHHUE nMIIa B KHUTOXpaHWIMIE OUOIMOTEKH, B KOMHATy XpaHEHHs Yy4eOHHUKOB He
nomyckatored. [Ipy oTKphITOM J0CTyNe K MOJKaM IOJIb30BaTeId MOTYT HaXOAUThCA B (OHIE NpU
oOs3arensHOM TpucyrcTBuu Oubnunorekaps. Kadenpa Beimaun (pabouee mecto Oubmmorexaps)
JIOJDKHA OBITh PACIONOXKEHa TaK, YTOOBl YUTATENhb HE MOT MHUHOBaTh €€ OeCKOHTposibHO. [lox
HaOoIeHneM OuOnMoTeKapsi TOJKHBI OBbITh M KaTallo)KHble 1IKadbl. bubmmorekapp 00si3aH npu
IIpYEeME BO3BPAICHHBIX JOKYMEHTOB YOEIUTHCS B MX LEIOCTHOCTH M KOMIUIEKTHOCTH. Hepenku
Clly4ad, KOrJa BMECTO IPUCBOCHHBIX KHUI YHUTATEIM BO3BpAIlalOT pPAaBHOLEHHBIE W3JAHUSA,
yKpaJleHHble U3 Apyrux 6ubnuorek. VI HeBHUMaTenbHble OMOINOTEKapH PABHOIYIIIHO MPUHUMAIOT
Takue KHUTH. [Ipu mpueMke KHUT yOeauTech, YTO Ha €€ JINCTaX OTCYTCTBYIOT MOJYEPKHUBAHUS U
IIOMETKH.

MarepuanabHyl0 OTBETCTBEHHOCTh ITPU OOHAPYXEHUM HEJ0CTaul KHUT paOOTHUKM OMOIMOTEKH
HECYT B Ciydae, eciu yiiepO BbI3BaH HEOPE)KHOCTHIO B pabOTE MJIM HapyIIEHHUEM YCTaHOBIIEHHBIX
IpaBWi, TO €CTh MO BHHE OMOIMOTEUHBIX pabOTHUKOB. Bce cimyuyan Bo3memieHus ymepOa 3a
HeJ0CTauy JINTEPaTypbl B POHJIE pacCMaTPUBAIOTCSI KOMHUCCHEN TIO TPYAOBBIM CIIOpaM.

3a yrpaTy JOKYMEHTOB M3 (OHIOB WM MPUYMHEHHWE WM HEBOCIIOJIHMMOIO Bpena
HECOBEPIICHHOJIETHUMH YUTATENIMA OTBETCTBEHHOCTh HECYT HMX PpOJMUTEIH, OINEKYyHbl WU
MOTIEYUTEIH.

3amnperiaercs Bbllaya 1M0JIb30BaTENIIM KHUT Ha JIOM, HE MPOIIEIIINX OUOIMOTEUHYI0 00paboTKYy,
HE 3aperucTPUPOBAHHBIX B UMUTATENBbCKUX (DOpPMYNspax, U3JaHUN U3 YUTAIBHOIO 3ajla, a TakKkKe
€AMHCTBEHHBIX YK3EMIUIIPOB CIIPABOYHBIX U3JaHUM U JPYTUX.

B kaxnoMm mnomemeHuMM s XpaHEHHMs] JOKYMEHTOB CIEAYeT HMMETh IUIaH OIEepaTUBHOU
ABaKyalllM IIEpCOHAja U TOKYMEHTOB Ha Cily4ail ype3BblYaliHbIX cuTyauuid. [loMenienus ocHamaroT
CHEIUAIBHBIMU CPEJACTBAMH Ha Cllydall BO3HMKHOBEHMs 4pe3BblYaHbIX cuTyauuid mo ['OCT
12.1.004 - 91 "Iloxapnas 6e3omacHocTh. O0mmue TpedoBanus".
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[Tomemmenust 060PYAYIOT TOXKAPHON U OXPAHHOW CUTHAIIM3ANNEH U CUCTEMOU MOXKAPOTYIIICHHUS.
Hns obecriedeHuss TMOKapHOW OE30MAaCHOCTH JIOJDKHO OBITH TMPEAYCMOTPEHO aBTOMATHYECKOE
OTKJIIOYEHHUE CHCTEMbl MPHUTOYHO-BHITSDKHOM BEHTWIISIMHM, KOHAMIIMOHUPOBAHUS BO3AyXa U
BKJIFOUEHUE CHCTEMBI JbIMOYyJalIeHUs. ABapUIHbIE BBIXObI JOJKHBI JIETKO OTKPBIBATHCS U3HYTPH.
Kaxgoe otnenenue mnomemieHus: Ui XpaHEHUS JOKYMEHTOB OCHAIIAIOT CPEACTBAMU CBSI3U.
[Tomemenust st XpaHeHUS JOKYMEHTOB OOOPYAYIOT METaUIMYECKUMHU U (UJIU) ACPEBSIHHBIMU
CTAIlMOHAPHBIMU WJIM TEPEBIKHBIMU CTEJUIaXKaMH C OTHeOMo3aluTol, mkadhamMu u ceildamu.
bubnnoreunoe obopynoBaHue sl XpaHEHHS IOKYMEHTOB JIOJDKHO HMETh O€3BpEHOE TIOKPHITHE.
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3. IPOBEPKA ®OH/JIA UBI] OO

CoxpanHocTb OubMMOTEYHOr0 (hoHAA 0OecTieunBaeTCss HEOOXOJUMBIM PEKUMOM €T0 XpPaHEHUS,
OXPaHOW U MOCTOSTHHBIM KOHTPOJIEM 32 €T0 COCTOSIHUEM.

OnHUM U3 YCIOBHHM COXpaHHOCTH OuOMMOTEYHOro (oHAA SBISIETCS NEPHOAMYECKAsT €ro
IpOBEpKa, KOTOpas MOJDKHA pacCMaTpUBAThCS KaK COCTaBHAs YacTh HOPMAJIbHOW ITOCTaHOBKH
OMOIMOTEYHBIX TEXHOJIOTHYECKUX MPOIECCOB.

Ilpogepka ¢ponoa — 310 NEPUOJUUECKUM NIEPEyUET TOKYMEHTOB C LIEJIBIO MOATBEPKIACHUS UX
HAJINYMSA, a TAKXKE YCTAaHOBIICHHS UX COOTBETCTBUS YUETHBIM JOKYMEHTAM.

B cootBerctBun ¢ denepanbHbiM 3akoHOM OT 6 nexadpst 2011 1. Ne 402-D3 «O Oyxranrepckom
yuaete» (¢ u3m. Ot 30.12.2021) obs3aresnbHas mpoBepka (HOH/IA POU3BOUTCS:

- TIpU CMEHE MaTepPHaJIbHO OTBETCTBEHHOTO JIMIIA;

- TIpU BBISBJICHUH (H)aKTOB XUILEHHS, 37I0YIIOTPEOICHHS WM TOPYX JTOKYMEHTOB;

- B Cllyyae CTUXUHHOTO OE€ICTBUS, MOXKapa WM APYTHX UYPE3BBIYAWHBIX CUTYaIlMid, BBI3BAHHBIX
IKCTPEMAILHBIMU YCIIOBUSIMH;

- mpu nepeaade GpoHa OMOTHMOTEKN WK € YaCcTH B apeH]LY;

- TIpU PEOpraHMU3aALNHU WU JUKBUAANNN ONOINOTEKH.

[TpoBepke moasexar Bce BUJbI JJOKYMEHTOB (BKJIIOUas ayAMOBU3YallbHblE JOKYMEHTHl (ABJI),
AIIEKTPOHHBIE U JIMCTOBBIE M3/IaHUs ), KOTOPHIM ITPUCBOCH WHBEHTAPHBINA HOMED.

[TpoBepka GMOIMOTEUHBIX (POHIOB OCYIIECTBIISETCS B COOTBETCTBUU C MMCBMOM MUHHUCTEPCTBA
¢unancoB PO «O06 nnBeHTapu3ammu Oubimorednbix GoHaoB» ot 4 HostOpst 1998 r. N 16-00-16-198.
[lepnomu4HOCTD TPOBEPOK 3aBUCUT OT CTaTyca OMONMOTEKH, 00beMa, Ha3HAUCHHSI M CTPYKTYpPHI
donna. [leprnoaMuHOCTH TPOBEPOK YCTAHABIUBAIOT B 3aBUCUMOCTH OT 00beMa (oH1a OMOITHMOTEKH:

- UBIL OO0, nmeromue 06beM Gonaa 10 50 THICSY yUETHBIX €TUHHII, OCYIIECTBIISIIOT IUTAHOBYIO
npoBepky 1 pa3 B 5 1er;

- WBI OO, umeronue o0beM porma ot 50 10 200 THICAY YYETHBIX SIUHUI], OCYIIECTBISIOT
npoBepky 1 pa3 B 7 ner.

CpokH TIPOBEPOK YCTaHABIHMBAIOTCA B 3aBUCHMOCTH OT HPUMEHSIEMBIX METOIOB IPOBEPOK,
TEXHOJIOTHI: TPaAULIMOHHONW WJIM aBTOMAaTU3UPOBAaHHOW, (OpM yueTa, OpraHU3alud U YCIOBUI
TpyZAa v T.1.

[TpoBepka (oHIa WM €ro 4acTu MPU CMEHE PYKOBOAWUTENS OMOIMOTEKH NMPUPABHHUBAETCA K
OUYEPEHOMY CPOKY, TO €CTh CIEAYIOIINE MATh JIET OTCYUTHIBAIOTCS OT JaThl TOW MPOBEPKH.

Ienu npoBepku.

[TpoBepka 6MOAMOTEUHBIX (POHIOB MOXKET MIPOBOIUTHCS IS

- OTIpeNeNeHUs HAJTMYHMS 3apPETHCTPUPOBAHHBIX B YIETHON JTOKYMEHTAIMH U3JaHHH;

- YCTaHOBJICHHS COOTBETCTBUS (PaKTHUECKOTO (DOHMIA YIETHBIM JJOKYMEHTAM.

[TpoBepka 6ubaMOTEYHOTO (QOHAA JAET BOZMOKHOCTB!

- BBIABHUTH OIIMOKH B y4yeTe, 00paboTKe M XpaHSHUN U3IaHUH, a TAKKe JINIl, UX JTOITYCTHUBIIHX;

- BBIIBHTBH YATATEIHCKYIO 3a/I0JKEHHOCTB;

- BBISIBUTH U OTMETUTHh pEAKHE, IIEHHBIC, KpacBeI4eCKHe W JpYrue HW3JaHus, TpeOyromue
0co00ro BHUMaHus OMOIMOTEKAps;

- OTCIIE/INTh HMHTEHCHBHOCTH HWCIIOJNB30BAHUS KHHUT (3TO CIY)KUT OCHOBOW JUISI BHECEHUS
KOPPEKTHB B KOMIUIEKTOBAHUE M YIyUYIICHUE PEKIaMbl HE3aCITY)KEeHHO 3a0BITHIX KHHT).

Buasl npoepku gonpaa.

Buapl mpoBepku GoHIa AensATCs Ha TUIAHOBEIE, SKCTPEHHBIE U pabovme.
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Ilnanosaa nposepka NPOBOIUTCA IEPUOAMYECKH, IO HOpPMaTHBaM [Uld JaHHOIO BHUJA
ouomorek (mis 6mbmmorek OO 1 pa3 B math ner). s mpoBeneHUs IUIAHOBOM IPOBEPKHU
COCTaBJIAETCS IUIaH MPOBEPKU WM IpaduK Ha TEKyIIUMH TOA C yKa3aHMEM BHJA IPOBEPKU:
CIUIOIIHOM - Bcero ¢hoHAa OMOIMOTEKH, YaCTUYHOMN WIJIH BHIOOPOYHOM.

Bnennanoeasa npogepka npoBOAATCA B Clydae CMEHbl MaTepUAIIbHO OTBETCTBEHHOIO JIMIA
(mpueM - cpaua), IpU SKCTPAOPAMHAPHBIX Clydasx mnepememieHus (onna (mepeesn, peMoHT),
10CJIe CTUXUMHBIX O€/ICTBUI, CIIOCOOHBIX IMOBJIEYb 32 CO00i yTpary 4acT (hOH/1a, TP BBISIBICHUU
(aKTOB XHWIIEHUS U TOPYH JAOKYMEHTOB, a Takxke 3i0ynorpednenuii ([Ipukaz MUHKYIbTYpPBI
Poccun or 08.10.2012 r. Ne 1077 «O mnopsake ydera JOKYMEHTOB, BXOJSIIUX B COCTaB
OoubIIMoTeyHOro PoHIAY).

Pabouue unu mexkywjue npogepku TepuOANYECKH MPOBOAATCS ISl TOAAep)KaHus (poHma B
pabouemM cocTOsSsHMM (yCTpaHEHHE OIIMOOK B PACCTAHOBKE; HCIPABICHHUE PACCTaHOBOYHOI'O
mudpa; BbISIBIEHUE 33J0JKEHHOCTH; BBIABJICHHUE M3/1aHUM, MOUIEkKAIUX CIMCAHUIO 110 pa3HbIM
npuyrHaMm). Takue NpOBEpPKH BKIIOYAIOTCA B TOAOBOM IulaH paboTel Oubnmoreku. s ux
IPOBE/ICHUS, KaK MPaBUII0, KOMHCCHUS HE CO3/1aeTCsl.

Opranusanusi npoBepku (poHaA.

OcHoBaHMEM JJIs1 IPOBEIEHUS IPOBEPKU SIBJIAETCS MPUKA3.

[Tprka3oM Ha3zHAYaeTCs MPOBEPOYHAs KOMHCCHUS U3 3-5 YEIOBEK BO IJIaBE C MpeJcenaTelieM,
KOTOPBIIi HECET BCIO OTBETCTBEHHOCTHh 3a XOJI, OPraHM3alMI0 W UTOTH NpoBepkH. B cocras
KOMHCCUHU 0053aTeIbHO BXOAMT OTBETCTBEHHBIH 3a IMpOBEpseMbIl (OHI COTPYAHHK, a TPU
nepenade OMOIMOTEKH - U MPUHUMAIOIINN OMONMOTEKY, a TakKe MPEICTABUTENb OyXTaITEePHH.
CozlaHue KOMUCCHM HEOOXOAMMO Ul TOro, 4ToObl paboTa IO MpPOBEpKE ObLIa HOPUIUYECKH
OpraHu3oBaHa v 0OpPMIICHA.

B npukase Taxke yka3bIBalOTCs IPUYUHA MPOBEPKH, CPOKH MPOBEAEHUS, CIOCO0 MPOBEPKH,
peXKuUM paboThl OMOIMOTEKHM Ha JaHHBIA nepuof. JoOble M3MEHEHHs B COCTaBe KOMHUCCHUU
0(pOPMIISIOTCS TPUKA3OM.

UneHoB KOMHCCUU HEOOXOAMMO NMO3HAKOMUTH C UX 3a]lauaMu:

- pa3paboTKa KaJeHJapHOTo IUIaHa MPOBEpPKU OMOIMOTEYHOro poHaa;

- OllpelelIeHue METO/1a POBEPKHU;

- ToAcYeT HeOOXOIMMBIX TPYI03aTpar IS ONPeeIeHUs] CPOKOB MPOBEPKH (HOHIIA;

- HETOCPEeACTBEHHOE MPOBEIEHIE TPOBEPKH;

- TojaBeneHue U 0pOpPMIICHHE UTOTOB IPOBEPKH.

Bces pabota no npoBepke O6MOIMOTEYHOTrO (POH/IA OCYIIECTBISETCS B HECKOJBKO ITAINOB:
MOJTOTOBUTENILHBINA, TpoBepKa (oHAa, TOABENEHHE HWTOrOB W O(OpPMIIGHHE pe3yJbTaToB
POBEPKH.

1. IloaAroTOoBUTEILHBIN dTAIl.

[TonroToBUTENbHBIE MEPOTIPUSATHUS BKIIIOYAIOT:

1) pa3paboTKy KaJeHAApHOTO IJaHa PaboTHI,

2) mojcyYeT HEOOXOAMMBIX TPY103aTPaT Ha BCE BUJIbI ONEPAllMii, KOTOPbIE PACCUUTHIBAIOTCS C
ucnoib30BaHueM «MexXoTpacieBbIX HOPM BpeMEHHU Ha paboThl, BHIMOJIHIEMbIE B OMOINOTEKAX)
(IMocTanoBnenne MuHKCTEpCTBA TPYAa M COLMAIBHOTO pa3BuTus Poccuiickoit deneparyu ot 3
dbespanst 1997 roma Ne6l);

3) ompeneneHre CPOKOB MPOBEACHUS MPOBEPKHU, KOTOPHIE 3aBUCAT OT YMCIIA YYACTHUKOB U
METOJIOB MPOBEPKU, POpM yueTa, CTPYKTYpbl (pOHIa, OpraHU3alli U YCIOBUHM TpyAa, a TaKkKe
pexxuMa paboThl OMOIMOTEKH Ha TIEPUO/T TPOBEPKHU.

HeoGxoaumo ydecth, uyTO mpoBepka (oHAAa NPOBOIUTCS BO Bpems, CBOOOJHOE OT
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00CITy>)KMBaHUs MOJIb30BATEIICH.

B moaroroBuTenbHBIM TEPHOJ TJIaBHOE BHHMaHUE YACNSCTCS MPOBEPKE MPABUIHLHOCTH
0(OPMIICHHS YIE€THBIX JOKYMEHTOB:

- MHBEHTapHBIX KHUT;

- KHUT CyMMapHOTI'O Y4€eTa;

- COINPOBOJAMUTEIILHBIX JIOKYMEHTOB O IPUEME KHUT

- aKTOB Ha CIIMCAHUE MEXIY ITPOBEPKAMHU;

- aKTOB MPEABIAYIIUX IPOBEPOK CO CIUCKAMU HEJIOCTAIOUIUX JTOKYMEHTOB.

[Tocme TOro Kak BBISIBJEHbl M HMCIOPABJEHbI BCe OMMOKH B BeJIeHUH YYETHBIX
JTOKYMEHTOB, KOMUCCHS IMPUCTYIAET K HEMOCPEICTBEHHOH MpoBepke GoHma.

2. IIpoBepka ¢onga.

Cy1iecTByeT HECKOIBKO CIIOCOO0B POBEPKHU:

1) HemocpeaAcTBEHHas CBepka (OH/1a C UHBEHTAPHON KHUTOM;

2) TpH MOMOIIHM KOHTPOJIBHBIX TAJIOHOB.

Bri6op 3aBucUT OT 0COOCHHOCTEH BeIeHHs yueTa M CIOXKHBIIEHCsS mpakTuku. [IpoBepky
OPOBOAST PYYHBIM CIOCOOOM WM C HCIIOJIb30BAHUEM TEXHUYECKUX CPEACTB (Hampumep,
TEXHOJIOTUYECKOH paanoyacToTHO# uacHTudukamuu - RFID).

[IpoBepKa 3JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB MOXET OCYIIECTBISATHCS ITyTEM
COTIOCTABJICHHSI OMONMHMOrpaUUYECKUX 3amucell Ha CETEBbIE JIOKAJIbHBIE JOKYMEHTHI C
MOJITHOTEKCTOBBIMH ~ (haiijlaMu, U, KOTJa BBIABISIOTCS «IyCThIe» (HEAKTUBHBIC) CCBUIKH,
HAYMHAETCS TPOIIECC MOMCKA OTCYTCTBYIOIIEro (aima (1o CUCTEMHOMY HOMEpPY, KITFOUCBBIM
cioBaM M Jap.) B (OHIE MOJB30BaTeNIbCKUX Komwi. Eciam ¢aiin HaxomauTcs, MPOU3BOIUTCS
BOCCTAHOBJICHHE CCBHUIKM B 3allUCH Ha JIOKyMEHT B 0a3e nMaHHBIX. Ecnu daiina HeT B QoHIe
MOJIb30BATEILCKUX KOIUMA, €r0 UIIYT B (DOH/IE apXUBHBIX KOMHI, 1 HA OCHOBE XPaHSIIEHCS B HEM
MacTep-KOMUU BOCCTAHABIMBAIOT MOJIb30BATEIBCKYIO Konuio. Eciiu Qaitn He HaXoAUTCst U B 3TOM
doHae, pemraercss BOMPOC O TMOBTOPHOM CKAaHUPOBAHUHU JIOKYMEHTa WIHM 00 HCKIIOYCHUH
JIOKyMEHTa U3 (POHJIa AIIEKTPOHHBIX TOKYMEHTOB.

[IpoBepka AOCTYMHOCTH DJIEKTPOHHBIX CETEBBIX YJAJICHHBIX JOKYMEHTOB OCYIIECTBIISIETCS C
aJpecoB BX0J1a, YKa3aHHBIX B PEruUCTpe MHAMBUAYAJTHHOTO ydeTa. [Ipu BBISBIEHUH B MpOIECCE
MPOBEPKH (HOHA OTCYTCTBYIONIUX JOKYMEHTOB M HEBO3MOXHOCTH YCTAHOBJICHHUSI BAHOBHBIX JIUI]
YOBITKH MO HEJIOCTa4aM CIHCHIBAIOTCSI B COOTBETCTBUU C JICUCTBYIOIINM 3aKOHOATEIHCTBOM.

IIpoBepka Mo HHBEHTAPHBIM KHUTAM.

Pexomenayercsa 6ubmmorekam ¢ pouaom 10 S0 TICAY. DTOT Cr1OCOO OTIIMYAETCS TPOCTOTON U
OoJbIliell TOYHOCTBIO, HO OH OY€Hb MeIJIeHHBIM. KpoMe TOro, MHTEHCMBHOE HCIOJb30BaHUE
WHBEHTAPHBIX KHUT BeJeT K ux gusnueckoMy uzHocy. [Ipu pabote B mape 3a 1 yac mpoBepsieTcs HE
6onee 80 u3gaHUii.

IIpoBepka ¢ MOMOIIBIK KOHTPOJIbHBIX TAJIOHOB.

Ha kaxp1ii 9K3eMIUIIp KHUTH BBIMMHUCHIBAETCSI KOHTPOIBHBIN TanoH. Ecnu doug mposepsiercs
BIIEPBBIC, TO KOHTPOJBbHBIE TAJIOHBI MUIIYTCS BO BPEMsI
HEMOCPEJICTBEHHON MpoBepKkH OHOIMOTEYHOrO (OHIA.

Ha HéM ykasbiBaeTcs: 4531

1) uneenmapHwviti Homep (AIU HOMEPA, €CIU UIYT Hywrun
MOJPSA ISl OJHOTO HA3BAHUS);

2) amunus aemopa;

3) 3acnasue uzdanus (MOXHO TIEpBBIE [Ba-TpU
CIJIOBA); 1983 0-56

4) 200 uzoanus;

5) yena, 3apuKcupo8arHHAs HA CAMOM U3OAHUU.

Kanumanckas oouka
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Pa3smep Tanona 1/2 karanoxxHoit kaprouku. Ha ¢op3arie KHUTH J1e1al0T MOMETKY O MPOBEPKE
(mocnennue nBe mHMdpsl roma mpoBepku). Korga KOHTpONBHBIE TaJOHBI HANMCaHBI, WX
BKJIQJIbIBAIOT B SILIMK [0 MHBEHTAapHbIM HoMepaM. [locie 3Toro cBepst0oT KOHTPOJIbHBIE TAJIOHBI C
WHBEHTAPHON KHUIOM, J1e1asi B HEH COOTBETCTBYIOLIUE TIOMETKHU.

KoHTpobHbIE TaJOHBI TAK)KE MUIIYT HA KHUTH, YUCIAIIMEC 3a yuTareasiMu. Creiuiaxu, Ha
KOTOPBIX CTOSIT YK€ INPOBEPEHHbIE KHUTH, O0S3aTEIBHO IOMEYAIOTCs, YTOOBI SICHO BUJAETh
IPOBEPEHHYIO U HE IPOBEPEHHYIO YacTh (POHA, TO €CTh UMETh FapaHTHIO, YTO HU OJIUH CTEIUIAX U
HU OJIHA TI0JIKa HE ObUIN MPOIYIIECHBI.

KHHUIM ¥ KOHTpOJIbHBIE TAJOHBI, C KOTOPBIMU CBSI3aHbl HEJOPA3yMEHMsI, OTKJIAAbIBAlOT Ha
CBOOOJIHBIE CTEIUIAXH, IIOMeYasi BapUaHT HelOPa3yMEHUsl, Halp UM e p : MO JaHHBIM HOMEPOM
3allUCaHO JIpyroe H3/1aHUe, KHUTa C 3TUM HOMEPOM YHMCIMTCA CHHCAHHOW, Ha KHUIE HET
MHBEHTApHOI'O HOMepa U T. II.

Korna Bce TanmoHbl IPOBEPEHBI [0 MHBEHTAPHBIM KHHUraM, Jjajiee MPOCMaTpUBACTCs KaX bl
JUCT MHBEHTapHOW KHMTH. EcauM HanmpoTHUB HOMEpa HET NOMETKH, 3HAYUT, KHUra IMPOBEPKY He
npomia. JlaHHele 00 3TOM KHUI€ W3 MHBEHTapsl BBINMCHIBAIOTCA Ha TajOH, M COCTaBJIsAETCA
KApPTOTeKAa HeJ0CTAIIMX U3JaAHU.

[Tpexnie ueM cuuTaTh KHUTU OTEPSIHHBIMU, HEOOXOJMMO MONBITAThCs UX HAWTH. [ 1e nckats?
Ha nonkax B ¢oHae, cpeau paHee OTJIOKEHHBIX KHUT, KHUT-HEI0pa3yMEHUH, Cpelld CIIMCAaHHbIX
KHUT I10 aKTaM U T. II.

B ciydae octpoil mpou3BOJICTBEHHON HEOOXOAMMOCTH IO KOHTPOJIBHBIM TaJIOHAM MOKHO
pOBEPATh OMOIMOTEUHBbIH (HOHJI, HE 3aKpbIBasi OMOIMOTEKY; YUTATENISAM BbIIAIOT TOJIBKO TE KHUTH,
KOTOPBIE YK€ IPOBEPEHBI U /1€ Ha CAMHUX U3AHUSAX CTOUT IIOMETKA.

[TpumepHBIe HOPMBI PabOT MO KOHTPOJIbHBIM TaJJOHAM Ha OJHOTO 4YEJIOBEKA 3a OJUH 4ac
paboTHI:

- HamucaHue TajaoHOB - 60 TanoHOB 3a 1 yac (1 TaJloH B MUHYTY);

-  10100p KOHTPOJIBHBIX TAJOHOB IO MHBEHTapHbIM HomepaM - 270 tamonoB 3a 1 wac (1
TajoH - 13 ¢);

- KOHTPOJIbHBIX TaJOHOB C MHBEHTAapHON KHUTOM - 240 TanoHos 3a 1 yac (1 Tanon - 15 ¢).

B nenom Ha npoBepky | ThICSYM SK3EMIUIIPOB OJJHUM YEIOBEKOM TpaTUTCs 24-26 4acos.

JlaHHblE TaJIOHBI PACCTABISIOTCA B KAaTaJOXKHBIE SAIIUKA [0 HOMEpaM M XpaHsITCs B
OuOIMOTEKE, OHU UCIIOJIB3YIOTCS TIPH CIIEYIOIIEH TpoBepke GoHa.

AJroput™M nposepku GoHa M0 HAMUCAHHBIM TAJTOHAM:
bepercs uznanue ¢ monku.

HaxoauTcs TanoH ¢ COOTBETCTBYIOIIUM HOMEPOM B KapTOTEKE.

CaepsieTcs ¢ 3alMChbIO Ha TaJOHE.

Jlenaetcs npuHsATas NOMETKA O MPOBEPKE HA W3/IaHUU U HA TaJIOHE.
BrikianpiBaeTcs TaJOH B OT/AEIbHBIN ALIUK IO HOMEpaMm.

Knura craButcs 06paTHO Ha CBOE MECTO.

W3 ocTtaBmMXCS TaJOHOB, Ha KOTOPHIX HE OKAa3ajoCh MPHUHATBIX OTMETOK O
npoBepke (OHJA, COCTABISETCS KapTOTEKa HEIOCTAIOIIMX M3JaHUN; C KOTOPBIMH BEIETCS
JanbHelmas padora (po3bICK, MOATOTOBKA aKTa HAa CIIUCAHUE).

Korna Bce u3naHus npoBepeHbl, CBEACHUS O MPOBEPKE M3 KapPTOTEKHU KOHTPOJIBHBIX
TaJIOHOB MEPEHOCATCS] HEMOCPEJICTBEHHO B HHBEHTAPHYIO KHUTY, KaK U MPU NEPBOM BapHUaHTe
MIPOBEPKHU.

Heo0OxonuMo MOMHHUTB, YTO €ClU JIaHHas KapTOTeKa C KOHTPOJIbHBIMU TaJIOHAMH Y)Ke
COCTaBJieHa, TO MpHU MOCTYIJEHUH IOKYMEHTOB B (OHJ KOHTPOJBHBIE TaJIOHBI HYXHO
MPOJOJKATh MUCATh U Ha BHOBB MIOCTYNUBIINE KHUTH M PACCTABIIATh UX JlaJIblIe IO HOMEpaM.

[Ipu cricanuy KHUT 00s13aTENIbHO HYKHO U3bIMATh TaJIOHBI.

NogohkwbhE



IloaBeneHue UTOrOB MPOBEPKHA H Oq)OpM.]'IeHHe pe3yjbTaToB.

3aBepuiaronIMii 3Tam MPOBEPKM — OTO TMOJBEIEHUE UTOTOB U 0dopMICHHE
COOTBETCTBYIOIIEH JOKYMEHTAallud — aKTa C OOBICHUTENBHOM 3alUCKOM, CIHCKOM
HEJOCTAIONINX U3JIaHUIN U IPYTUX MaTepUAIOB.

B MecsuHbIl CpOK NPUHUMAIOT MEpPhl K pPa3bIiCKAaHUIO BCEX W3JaHUN W JIPYrHx
MaTepuaioB, HE OOHApYXEHHBIX BO BpeMs IMPOBEPKH, K YCTPAHEHHIO BO3IHUKIIMX
HEJIOpa3yMEHUH.

[Tocne Toro kak Bce BO3MOXKHBIE BapHaHTBl PO3BICKA HEAOCTAIOUINX JIOKYMEHTOB
ucUepnaHbl, COCTABISAETCS CIUCOK MPOIMABUIMX [0 HEYCTAHOBJICHHBIM MPUYUHAM U3JaHUI U
JIPYTHX JOKYMEHTOB.

AKT ¢ BbIBOJAMH KOMHMCCMH M CHOHCKOM OTCYTCTBYIOIIUX JOKYMEHTOB
MOJIMKUCKIBACTCA MpeAceaTeNIeM U BCEMU YWICHaMH KOMUCCUU U TIepelaeTcsl Ha pacCMOTPEHUE
mupektopy OO. B akre ¢puKcUpyIOTCS CBEIEHUSI O KOMUYECTBE JOKYMEHTOB OUOIMOTEYHOTO
doHna 1O JAHHBIM YydYeTa; JOKYMEHTOB, WMEIOIIUXCS B HAIUYUU, JOKYMEHTOB,
OTCYTCTBYIOIIUX B OUONMMOTEYHOM (DOHAE MO HEYCTAHOBICHHOW MpHuMHE. B akre Takxke
YKa3bIBAIOTCS HOMEP U JjaTa aKTa O MPOBEICHUU MPEAbIAYIIECH MPOBEPKU. AKT C MPHIOKEHUEM
CIUCKa JOKYMEHTOB, OTCYTCTBYIOIIMX IO HEYCTAaHOBIEHHOW MpUYHMHE, TOAMNCHIBACTCS
npejceaaTeaeM U YiIeHaMH KOMHUCCHH U YTBEP)KIAeTCs PYKOBOAMTENEM YUPEXKIEHUS (CM.
[Mpunoxenne Ne6).

AJTOpPUTM HCKIIIOUEHUSI YTPAYCHHBIX JOKYMEHTOB MPOUCXOIHUT TaK ke, Kak U MpH
OOBIYHOM CIHCAHUU.
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3aKIII0YCHNE U TIPEIUIOKEHUST KOMUCCHS O(OPMIIIET B MPOTOKOJIE, KOTOPBIA YTBEPKIACTCS

pyxoBoguteneM OO.

[To utoramM mpoBepKkH PYKOBOJHUTENb W3/aeT MpUKa3, B KOTOPOM JaeT OLEHKY JIEHCTBUSAM
KOMHUCCHH U OTBETCTBEHHOMY 3a ()OHJI COTPYAHMKY; pa3pelIacT COUCaHUe; MIPUHUMAET B CIydae

H€06XOI[I/IMOCTI/I AIMUHHUCTPATUBHBIC MCPBI IMOOMIPCHUA, HAKa3aHUsd, HaMCYacT MCPhI

K

IMOBBIIICHHUIO YPOBHA COXPAaHCHUSA OHOJIMOTECYHOTO (1)OHI[a, CpPOKH, OTBCTCTBCHHBIX 3a HX

HCIIOJIHCHUC U KOHTPOJIb 3a UCTIOJTHCHUCM.
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Yacrts 1. Hocryniaenne B doua (mpumep)

Kuaura cymmapHoro yyera oCHOBHOro 0u01uoTe4Horo pounaa oudoamoreku OO
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[Tpunoxenue 1

H [MocTynuio Pacnipenenenuie 10KyMEHTOB IO COJIEPKAHUIO (IK3.)
Verou- ep /I(/)I;m B ToM qucie k- Ob611ecTBeH W3 HAX
. - HEIC,
e icr)ll\ll/llig I;%If ﬁ?):)io;; JOKYMEH- cymma MEHTHI, | 113 FHrx ETC]::H 1lpu- ryMaHu- ﬁ};ﬁ%ﬁ: Jlurepa-
3amHe Wt |crynme romssorol Boero T3;I’ He pu-| 110 tere |ICIAMHBL papppre  [enarorm| o Iyzpa Ut
HUS  [IOKY- PUHATHIE POITRIE | BN viu | e g o [HAYKH (6/8) FECKHE nurepary | on
JTaHC CaJILHOTO (84)

1 2 3 4 5 6 ! 8 9 10 | 11 | 12 13 14 15 16
D03 3 My | N2d3 | 32 32 | 1674] 80 | — | — | 4 1 24 5 19 3
2810/ 4 [MMII Ne 1759 3 3 3000| 00 — — 3

20

IIpumeuanue:

1. Huxakue utoru 3a rong B 2tor yactu KCVY He moaBoasTcs.
2. Bce nmoctynuBII“e JOKYMEHTBI 003aTeNIbHO pAaCIPEIeNISIFOTCS 10 OTAeaM B cOOTBETCTBUH ¢ BBK.
3. 3arox MOXeT ObITh HECKOJIBKO MOCTYIUICHU. [Ipr 3TOM CyMMUpPYIOTCS BCE TaHHBIE 32 TOJT M B KOHIIE TOJ]a BHOCSATCS B TPETHIO
yacth KCV.
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YACTD 2. BoiObITHE TOKYMEHTOB W3 0H0J110Te4HOT0 (hoHAa (MpHMep)
Bri0b110 Pacnipesienenue 1ox évllgl)TOB TIO CONCPIKAHHIO [To mpuyrHAM BBIOBITHS
B tom uncne O61ue- N3 mux
Home CTBCHHEIC <
CymMma Ecre : Yo~ \Jlutepa
P, OKV- Hoky- |W3 Hux [Ipu- hKe-

Hara nata | HOXy MeHTHI, He| 110 Bu- CTBCH | panmpr [ YMAHUTE TTena | TYP2 | Ber |Ycrape Apyrue
3anme cero | MCHTB, ’ HbIE PHBIE  |rorpge [CTBEH™ s 1-2 YTpara [mpuun
" aKrta IPUHSITHI OPUHATBIE| J1aM A € HayKu HAYKH Hast KIIACCO XOCTB| J10CTh HBI

BBIOBI € Ha P- K. |Ha Oamanc| ABJ{ g) (3,4, 9) (6/8) C%,:Ie H- B
THS Gaanc (74) TepaTy
u
YHUBEP- pa (84)
23.172.] No21 358 358 [1038Z] 8b [4) 21 256 17 201 358
20_ | 19.12.
20

I[Ipumeuanue:
CrnucaHHble TOKYMEHTBI TAKXKE PaCIPEAeIISIIOTCS 10 oT/iesaM B cooTBeTcTBUU ¢ bBK.

YACTD 3. Utoru nBuskenusi ponaa (npumep)

[TocTymuio Hi II;I;;MHO PacrnipeiesieHue JOKyMEHTOB T10 COJEPKAHUIO (IK3.)
OKYMEHT Ha cymmy OKYMEHTHI, Ecre |ITpuknan ObuecTseHHbIe, W3 Hux JI -
Bcero ok- I[I)I, ™ s yrl\fe ABJI CTBCH pHBIe TYMaHUTAPHBIC , TTearo [XynoOKe I;I;gga
3EMIUISIPOB| NPUHATHIE| P- K. MIPUHSATHIE HBIC \gayku (3, y;jgggcgfg (f; o rugecky (CTBCHHA | 5500 9
HaYKH
Ha OayaHc Ha OayaHc &S‘ 4,5) conepKanus (9) e (74 pHTEDA- KJIaCCOB
OCIO(iBOEIg ;{a 10 569 10056 [364 367| 58 487 26 267 306 9560 541 8818 | 436
g&iTyﬂHHo 3a 35 35 4674 | 80 - - 4 1 27 5 19 3
Buiouio 32 20| 358 358 1038 | g6 - - 75| 27 256 17 | 201 | -
OCIO((:)TIOE% Ha 10246 9733 358 659 52 487 26 196 280 9331 529 8636 | 439
.01.20 r.
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02

[Ipunoxxenne

Peectp unnuBuIyaibHOTO yueTa

AR

il

Kommzectao JOEYVEIEHTOE II0 THITAM H3

Broprrzrs
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[Ipunoxenne Ne3

Peech CYMMApPHOT0 YY€TAa HHCTAJJIHPOBAHHBIX H CETEBBIX YIAJCHHBIX (J'II/IIIeH3I/IOHHLIX)

pecypcoB (npumep)

UYacrts 1. [Tocrynnenue

PexBU3UTHI COTTIAIIEHUS
No Hata I KonuuecTBo
o o OCTABIIUK
3aIIiucu 3alucu Ne Ne CpoK CTOHMOCTB, B IIaKETOB
COTJIAIICHWS  |cUeTa JIeHCTBUA py°.
Horosop Ne 10.01.19
2019-1 10.01.19 002/01 Or No233 XXXX HOUKOH 290

10.01.19 31.12.19

BpI0bITHE HHCTAJJIMPOBAHHBIX H CETEBBIX yIAJEHHBIX pecypcoB 3aQHKCHPOBAHO CPOKOM /JeiiCTBHS 10r0BOpa B MePBOii

YaCcTH peecTpa CyMMAapHOIo yyeTa

Yactb 2. /IBuikenne GoHAa HHCTAJIMPOBAHHBIX U C€TEBBIX YIAJeHHbIX (JIMIIEH3MOHHBIX)
pecypcoB (npumep)

Cocroso [HocTynumno Br16su10 Cocrour
I'on KOJIMYECTBO KOJMYECTBO KOJHMYECTBO KOJINYECTBO
MAKEeTOB MIAKEeTOB MAKEeTOB MIaKEeTOB
2016 126 20 120 20
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[Tpunoxenue 4
YTBEPKJIAIO

(moanuch JIMIA, YTBEPAMBIIET0 aKT) « »
20r.

AKT Ne
00 MCKJII0YeHHH JOKYMEHTOB H3 OCHOBHOI'0/CIIelIAIU3MPOBAHHOI0 OU0IMOTEYHOr0 (hOHIA

« » 20r.
Komuccus B coctaBe
(¢pamMmuInu, NMeHa, 0TYECTBA U JO0JKHOCTH YWIEHOB KOMUCCHU)

Ha3HAYEeHHAs] MIPHKA30M OT « » 20 __r.N\e Npou3Beia NPOBEPKY COCTOSIHUS

CIHCBHIBAEMBIX JOKYMEHTOB M YCTAHOBUJIA, YTO NepevHcIeHHbIe B CIUCKe JOKYMEeHThI B
KOJIM4ecTBe 3K3., (He) COCTOSIIUX HA OYXTaJTepCKOM yueTe Ha

cyMMy

noJIeKaT ClNuCAaHUI0 U HCKJITIOYCHUIO U3 (l)OH}Ia (HaHMeHOBaHI/Ie CTPYKTYPHOI'O moaApasacj1eHust 6H6HHOT6KH)

o Npu4uHe

Crucox BbIOBIBIIUX 10KYMEHTOB (yxa3aTh BH/I IOKYMEHTA)
HA « » JIMCTaX MPUHJIAraeTcs.

CnucaHHble TOKYMEHTbl YHHUTOKeHbI, HepeJaHbl B 00MeHHbIi GoH/I, B X035 CTBEHHYI0 YaCTh AJISl CAAYH YUPeKAeHHIO,

3aHUMAIOLIEMYCSl 3ar0TOBKOI BTOPCHIPHS, M0 JOKYMEHTY Ne oT 200 r.
Cnaa: (PHUO, 101KHOCTD)
Hpunsia: (®HUO, 10TKHOCTD)
XosstiicTBeHHast 4acTh YjeHbI KOMUCCHM:

DUO ( )

DUO (

DUO ( )

CooTBeTCTBYIOIINE OTMETKH O Iepeade JOKyMEHTOB celaHbl: B katanore
(dncio) (MoMUCH)

B unBeHTapHBIX KHUTAX (amncno) (moanwmck)
B snekTpoHHOM KaTayiore (amncno) (moanwmck)
KCY Ne

oT 20 r.



Cnucok 10KyMeHTOB K AKTY
00 UCKJIIOYeHHUH JOKYMEHTOB U3 OCHOBHOI0 OU0/IM0TEeYHOro (poHa
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[Ipunosxxenue 4 (mpoAoKEHHE)

Ne ot
No  |MHBeHTapHBIH T'on Koaddurment
ABTOp,3ar1aBue Iena CTOUMOCTH
HOMEp U31aHus MEePEOLICHKU
* Koa¢puuueHT nepeoueHku yrounsiercss B oyxraiarepuu OO
CnHcoK 1I0KYMEHTOB K AKTY 00 HCKJIHUYEeHHHU TOKYMEHTOB U3 CeNHAJIN3HPOBAHHOTO
(yueOHOro) 0méauoTe4Horo gponaa
[Hotpedu-
0o
PermTp.Jv\f_ ABTOp I'on TTpuuuna TENbCKHUE
Ne YYETHOM Knacc nocryn | Kon-Bo CBOMCTRA B
Ha3BaHUE HCKJIIOUEHUS
KapTOYKHU JIEHUS MPOIIEHTAX OT

MaKCHUMyMa




KoadhdunimenTs! nepeorieHok OubmoTednoro ¢hoxaa
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[Tpunoxenue 5

[lepuoast VHBeHTApHbIE Koappumment |Kospduuuent yu. B| Koapdunuent
IpruOOpETEHUS NeNe mepeornieHkd Ha  [meHax Ha 01.01.2007| mepeomneHky Ha
JIOKYMEHTOB o 01.01.2007 r. T. 01.01.2014 r.
Ho 1980 r. Bkrou. 4,05 1,01 7.74
1981-1990 rr. 4,79 1,91 9,15
1991 . 220 1,91 4,20
0,15 1,91 0,29
1992 r. 1 monyroz.
2 MONyTO/. 0,11 1,91 0,21
0,04 191 0,08
1993 r. 1 monyroz.
3 kBaprTan 0.02 191 0,04
4 KBapTajl 0,01 1,91 0102
1995-1996 r. 0.002 191 0,004
1999 1. 1,51 1,91 288
2000 . 1,20 191 2,29
2001 r. 1,03 191 1,97
2002 r. 0,89 191 1,70
2003 r. 0,91 1,91 1,74
2005 T. 0,98 191 1,87
2006 1. 0,99 191 1,89
2007 r. 191
2008 T. 1,70
2009 r. 1,51
2010 . 1,38
2011 r. 1,27
2012 r. 1,20
2013 r. 1,12
2014 r. 1,06
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[Tpunoxenue 6

YTBEPXKJAIO
(moanMch JIMA, YTBEPAMBUIET0 aKT) « »
20r.
AKT Ne
0 nnpoBepke 0ubIUOTEUHOTO PoHAA

U YJIeHbI KOMUCCHHZ

Mbl1, HMZKenOAN N CABLINECs, NIPeJceJaTe/lb KOMUCCHH 10 IIPOBepKe

(pammiust, UMsi, OTYECTBO)

(dhamMmuInu, MMeHa, 0TYECTBA H JOJIKHOCTH)

COCTABMJIM HACTOSIIIUI aKT B TOM, YTO HAMH B MEPHOT € « » 20 T.

T0 « » 20 r. ObLIa I@poBeJeHa IpoBepka OuOaMoTeyHOro ¢oHAa (HAMMEHOBAHHE

OMO0JIHOTEKN WJIH ee CTPYKTYPHOIr0 MOApa3/ieaeHusl)

METOAOM

(yka3aTb cnoco0 NPOBEPKH, /s JIEKTPOHHBIX AOKYMEHTOB TaKiKe YKa3aTbh CIOCO0 NPOBEPKH M MCHOJb3yeMoe
nporpaMMHoe odecreyeHne JJisl MoAc4eTa U NPOBEPKH KOHTPOJIbHBIX CYMM)
IIpoBepensl cieayionye J0KYMeHTbI:

a) AKT npeabiaymei nposepku ¢ponaa (YKazaTb YUCJI0 U T'O1)

0) Kuuru cymmaphoro yuera 6udanoreqHoro gponaa

B) Dopmbl HHAMBHAYAJIBHOIO YueTa (YKa3aTh KaKkue)

) AKTbI HCK/II0OYeHHs (CIIMCAHUS) KHUT M APYTUX JOKYMEHTOB MeKAy Nnpeabiayuieii u

HACTOsI1Iell MpoBepKaMu

n) JlOKYMEHTBI, y10CTOBEPSOIINe BIIa4y KHUT M APYTUX JOKYMEHTOB YHTATEISAM
€)

)

B pe3yjabTaTre NPOBEPKU JOKYMEHTOB U CBE€PKH KOHTPOJIbHBIX TAJIOHOB** ¢ (l)OpMaMI/I HHAUBUAYAJIIBHOI'O YU€Ta,

YCTAHOBJICHO:

1. ITo y4eTHBIM JOKYMEHTAM YHMCIAUTCS:
9K3. KHUT
3J1eKTPOHHBIX JOKYMEHTOB

2. UmeeTcsi B HAJIMYMH:
9K3. KHUT
JICEKTPOHHBIX JOKYMEHTOB

2 B cocTaB KOMUCCHH JIOJKHBI BXOJUTH OyXrantep Wi (GUHAHCHUCT.
*#* Ecny ncnosb30BajliCh UHBIE METO/IbI MPOBEPKH, TO YKa3aTh KaKue.
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3K3. KHHT
3JIEKTPOHHBIX I0KYMEHTOB
Ha 001IY10 CYyMMY pyo.

(cymMMa Nnponucebio)
Cnucok HeTOCTAIIINX KHHUT, YJIeKTPOHHBIX H APYTHX T0KYMEHTOB NMpHJIaraercs K AKTy.

4, W3 BbIIaHHBIX YHTATESAM J10 20 T. KHHUT He BO3BPAIlIeHO IK3.
5. O6napyxkeHno HeyuTeHHBIX B pOPMAX HHIMBHAYATHLHOTO yUeTa IK3.

6. BrIBoAbI KOMHCCHH 110 nmpoBepke (0 BE€ACHUM y4eTa, COCTOAHUHU YYE€THBIX JOKYMEHTOB, 0 HEAOCTAIOLIUX JOKYMEHTAaX, O

3aIePKAHHBIX KHUT'aX U IPpyrux Z[OKyMeHTOB)

7. Tlpennoxenus komuccuu: 3°

Ilonnucu:
[Ipencenarens KoMUCCUU:
YsieHbI KOMHUCCUH




