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Hacrosiasi MHCTPYKI(HS paspaboTaHa Ha OCHOBAHHH denepanpaoro 3axona PO «O
GubmmoTedHoM fete» oT 29.12.1994r. Ne78-@3 (¢ n3MEHCHHAMA H nomonuenusMu), Ilprkasa
MunoGpasosanus PO or 21.11.2002 Ne 4066 «O6 yrBepxkaeHuH [IpMMEpHOro IMOJNOKECHUS O
Qopvuposaruy (oA OHOIHOTEKH CPE/HEro CICHHATLHOTO yueGHOro 3aBeneHus», IIpuKasa
Murduaa P® or 13.06.1995 Ne 49 «O6 yTBEPKACHMH METOIMYECKUX yKa3aHUH TIO
HHBEHTApH3AIlMd  HMylIeCTBa M (HHAHCOBBIX obs3atenseTBy (¢ M3MEHEHWSMH M
normonuennsvu), [Tpukasa MHHKyIBTYpsl Poccuu oT 08.10.2012 Ne 1077 «O6 yTBEpXKICHUK
Tlopsaka ydeTa JOKYMEHTOB, BXONAIUX B COCTaB GubnuoTeynoro ¢ounay, «Ilomoxenus o
6ubmorexe UBO0», «[IpaBuil mMOJIBL30BAHUS OUOIHOTEKO», B IE/IIX COXPAHHOCTH KHIDKHOTO
(OHIA, YCTAHOBNEHWS EJIMHOTO MOpS/KA YIETa JOKYMEHTOB, CO3MAHWII yCIOBHH IS
COBEpIICHCTBOBAHUs OpraHu3alMu Tpyla B 6ubnmuorexe MBO, npu PecryGauKaHCKOM
MEIHLUHCKOM KOJLIEIDKE.

1. O6mme MOJIOKCHHS

1.1. Yuér 6ubmuoTedHoro (oHma OTpakaeT CBEJCHHUS O BEIMYHHE, COCTABE, JIBHOKEHUU
douma mo GUONMOTEKE B HEIOM M KakKAOMY €& CTPYKTYPHOMY IOJpPasJeNeHuIo, CIyXKAT
OCHOBOH I OTUETHOCTH OMOIMOTEKH, IIAHUPOBAHHS €€ AEATCNbHOCTH, obecrieueHus
coxpaHHOCTHU (oHa.

1.2. Vuér BenéTes ¢ COOMONEHNEM CIeyouX TpeGoBaHHi:

— TOYHOCTB ¥ IOCTOBEPHOCTH CBE/ICHHH O BOHIE;

— JIOKyMEHTUPOBaHHOE O(OPMICHHE KKIOro TOCTYIUICHHA B (pomy 1 BHIOBITHA U3 (OH/E;

_ COOTBETCTBME HOMEHKIATYpHI IOKasaTeeil MEPBUYHOO YueTa GUOIHOTEIHOTO
oI aHATOTMIHBIM [TOKA3ATETAM rOCYAApCTBEHHOM CTATHCTHKY I10 COCTABY H COZICPIKAHHIO;

—  COOTBETCTBME NAHHBIX HHIMBHIYATBHOTO yuéTa (OHIA WTOTOBbIM JAHHBIM,
COBMECTHMOCTp TIpHEMOB 1 (oOpM ydera, HX Hag&KHOCTh B YCTOBHAX MPHMCEHEHHI
HCIIOB3YEMOH TEXHOJIOIUH.

1.3. Yuér GubnuoredHoro (oHa BKIOYAET NPUEM JOKYMEHTOB, HX MAapKHPOBKY,
PETHCTPAIMIO LY IOCTYIITCHUH, PaCIpCNeNeHuH, NepeMCIeHIH HX BHYTpH OMOJIHOTEKH,
BEIGBITUH, & TAKKE HTOTH [ABIKEHHs (POHNIA M POBEPKY HAIMIHS JOKYMEHTOB B Gouze.

1.4. YuérHas wuHQOpMAlMs, NPEICTABICHHAT B TpaMIMOHHOH dopme, HMEET
IOPUAMIECKYIO CUITY.

1.5. OCHOBHBIMH CIMHWLAMH y4&Ta [IOKYMEHTOB OHOGIHOTEYHOTO (donma ABIAIOTCS
SK3EMIUTSp M HasBaHWe. JIOMONHWTENBHEIME EMHALAMH Y4eTa (oHma SBISIOTCS TOTOBOM
KOMILTEKT, TOAIIMBKA (IEpelUeTHas EMHHNA); JUls JJIEKTPOHHBIX JOKyMEHTOB — eMHMLA
[aMATH JAHHBIX. YT 00bEMa (OH/IA B HA3BaHMAX NPUMEHSCTCS UL HOBBIX HOCTYILIEHUH.

1.6. YuuduKanys BHIOB, CIIOCOGOB ¥ MHHIL yIETa IOKYMEHTOB B UH(POPMAITMOHHOM —
GUGIHOTETHOM OTIeNe ObecrevnBaeTcs CoOJIOICHHeM CTaHAapTOB B obnactu HHOpMAIUH,
GUGTHOTEUHOr0 M W3JATENLCKOro Jeia Ha OCHOBAHMM JCHCTBYIOLMX I'OCTos CHBUI,
TpeGoBanuii  HacTosned MHCTpyKUuMH, IpyrAMH HOPMATUBHBIMH ~ JTOKYMEHTaMH  TIO
OuOIHOTEUHOMY JETTY.

1.7. Vinctpykuust 06 y4éTe U COXPAHHOCTH KHIDKHOIO donaa BCTymaer B Cuily rmocue eé
yTBEPIKIEHNS IPEKA30M JMPEKTOPA KOJUIE/LKA.

2. Iopsinok yuéra Gubamorednoro ponaa

2.1. Benenne yuéra Gu6moreunoro (oHna OGnOIMOTEKH VBO ocHOBaHO Ha COYCTAHWH
06s13aTebHBIX B (DaKyNbTATUBHBIX IPHHIHIIOB.

2.2. B 6u6aHOTeKe TPUMEHSETCS] CyMMApHbL 1 HHIMBHIYATBHBIA yUET TOCTYIIAIONKX B

GuGIEOTEYHbIH (OHT M BBIOBIBAIOLINX U3 HEro JOKYMEHTOB B YCTAHOBICHHEIX eMHUIAX YyJIETa,

— 0BeCIIeUMBAETCS [IOCTIEI0BATENBHOCTS IPUMEHEHHUS! YCTAHOBICHHBIX C/IMHHAIL yuéra u

He NOIyCKAETCS UX HM3MeHeHWe 0e3 NPHHATHS HOBBIX HOPMATHBHBIX JOKYMEHTOB TIO YYETY




GHOIHOTEYHBIX (HOHIOB;

— ofecrieunBaeTcsi COMOCTABUMOCTD €MHML yueTa (POHIA B IK3EMIUIIpaX ¢ SAMHUIAME
MX XPaHEHHS ¥ BbIJAUH, 32 HCKIIOUEHHEM Ta3eT, JKYPHAJIOB, JIMCTOBBIX U3JaHuii;

— cobmoaeTcsl IIPEEMCTBEHHOCTh OpTaHM3alMK y4€Ta B LENIX CONOCTABUMOCTH
yuETHOH HH(POPMALIUH.

2.2.1.0opMoii cyMMapHOro yuéra GubmmoTedHoro (GoHma ABIACTCT «Kuura cyMMapHOTO
yuéra GubaHoTedHOro QoHAa».

2.2.2.D0opMOil MHIMBHAYATBHOTO yuéra OuOIMOTedHOro (OHJA ABIICTCS «/HBeHTapHAsL
KHHTa.

2.2.3. «Kaura cymmapHOro yuéra Gubmuoreunoro (ouma» u «VHBEHTapHAS KHHIa»
FMEIOT CTATYC HOPMATHBHBIX JOKYMEHTOB. Bee yu€THbIC MOKYMEHTBI HMEIOT FOPHIMYCCKYIO
cuIy.

2.3. bubnuoTeka

— YCTAHABIMBAET CPOKH COLEPIKAHHS U COCTAB JOKYMEHTOB (hOH/Ia BPEMEHHOTO XPAaHEHHS
(cM. 3 paszen HACTOsILIICH MHCTPYKIIAH);

— PaCTOPSIKAETCs CIIUCAHHBIME U3 QoH/a OHOMIOTEKH TOKYMEHTAMH, KPOME CIIyHacs,
HpeIyCMOTPEHHBIX 3aKOHOAATEIECTBOM;

— DpPOUSBOAMT OIEHKY CTOMMOCTH JOKYMEHTOB, HCIOJNB3Ys k09 pUIHEHTEI
IIEpEONIeHKHY, yeTaHOBIeHHBIE [[paBuTenscTBoM PD, H PHIHOYHYIO CTOMMOCTD;

— B cootsercrBun ¢ deepanbHEM 3aK0HOM «O GHONHOTEUHOM Jeney (CT. 13, n.4)
GUOMMOTEKA HMMEET IIPaBO CAMOCTOSITENBHO ONpPENENsATh BHIBI M PasMephbl KOMICHCATIMH
yiIep6a, HAHECEHHOTO [OJTB30BATENAMH OUOIHOTEKH, UTO 3aKPETLIEHO B [TpaBuiax HOJIB30BAHUSL
OuGIUOTEKOMH.

2.4. Jlng aHanm3a pacXomOBAHMS CPEICTB HAa KOMIUICKTOBAHME B YYETHBIE JOKYMCHTBI
BBOJIATCS [I0KA3aTENb CTOMMOCTH HOBBIX TIOCTYILICHUH.

2.5. OTBETCTBEHHOCTH 33 TPABIIBHOCTh OpraHu3aluu y4éra (GoHIa W ero COXpaHHOCTh
HecyT 3aB. OWONMOTEKOH W COTPYIHMKA OHONMOTEKH B COOTBETCTBHMH C JOIKHOCTHBIMH
00513aHHOCTSMH.

2.6. Komrtpoms Hax coOIIOIEHHEM HOPM M TpeGOBaHMil TO COXPAHHOCTH H yu&Ty
GUOIMOTEUHOTO (POHMA OCYIIECTBISET OyXralTepHsL.

2.6. AJMEHHCTpALHS KOJUIEKA K COOTBETCTBYIOMIHE CITyKOBI OHOMHOTEKH obecrieunBaoT
YCJIOBHS! JUTSL BBUTOJHEHHUS IPABUIL y4ETA, OPraHU3aMH, XPAHEHHS 1 MCIIOB30BAMH ¢dounna.

3. Y4éT mocrynienust 10KyMeHTOB B OuOmoTednbIil Gpony

3.1. Vu8T MOCTYIJIEHUH JOKYMEHTOB B (DOHJ OCYIECTBIACTCS ) pepeHIIPOBAHHO,
IyTéM X TIO/[PA3/IETIeHHS Ha IOKYMEHTBI TOCTOSHHOTO, JUTHTENLHOTO M BPEMCHHOTO XPAHEHUA.

3.1.1. Yuéry ais JUIMTENBHOTO XpaHEHWs C MPHCBOCHHEM WHBEHTApHOro HOMEpA
TOJUTEXKAT AOKYMEHTBI, IPEAHA3HAYCHHEIE JUTS y/[OBICTBOPEHHS TEKYIUEro M MPOTHO3MPYEMOro
YHTATENBCKOTO CIPOCA, HE3ABHCHMO OT BHJA NOKYMEHTA, ero 00bh&Ma, TEMaTHKU M IPYrHX
(GopMaTbHBIX IIPU3HAKOB.

3.1.2 VuBTy [ BpeMEHHOro XpaHeHHs (HyleBble HOMepa) IMOIIENAaT AOKYMEHTEL,
cozepxkaurue HHGOPMALIIO KPATKOCPOUHOTO 3HAYCHHS, B CBA3H C 1CM, HCKITIOHAIOTCA U3 (doHza
GUBIMOTEKH Yepe3 HeMpOIOKATENbHEL IIepHo/l BpeMEeHH (KPOMe IEHHBIX 1 PelKHX U3OaHUH).
JIoXyMEHTbl BPEMEHHOTO XPAHEHHS OT/EIBHBIX BHJIOB m3jaHui 10 00BEMY M Xapakrepy
mudopmanuu (TOCT 7.60-2003) He craBiTcs Ha Ganarc. K HEM oTHOCATCS OpONIIOPH (06BEM
1o 48 crp.), muctoBku (06BEM M0 4 CIp.), KaNCHIAPH, IUIAKATHI, HPOTPaMMBL, MaTepHaibl,
OJIesKALLTE TIOCTIe CTIMCAHMS Pa3fiaue yJalmMes i IIearoraM Ui cAaue B MaKyJIarypy.

3.2. Ipuém BeaEICs 1O CONPOBOJIUTEIBHBIM JTOKYMCHTAM (cuér-¢axrypa, HaKIagHasL U
1.1.). CBelleHus. O IONYUYEHHBIX W3NAHMAX M JPYTUX MaTepHajax (aBTOp, 3arnasme, LEHA,
KOJIMYECTBO 3K3EMILISIPOB) CBEPSIOTCS CO CIIUCKOM.

3.2.1.1pu OOHapy:KeHMM B [PUHUMACMBIX NAPTHSX pacxoxeHuil ¢ JaHHBIMU







