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I. O6ruue rroJroxeHrrs
1.1. Hacroxrqee floroNeHl4e paspa6o'raHo B coorBercrBuv co cneAyrcrrlr4Ma

HOpMaTr{BHbrMr{ AOKyMeHTaMr4 :

. 3axoHorrt Poccuficxofr (De4epaquu or 29.12.2012r. Ns273- (D3 (06
o6pa":onaHr,ru B Poccnficrofi @e4epar.Itrlr)), cr. 35;

. @eAepuLIIbHbIM 3aKoHoM Poccuficxofi @e4epa\uvr or 29.12.1994 r. J\b 78-@3
<O 6u6nraorerrHoM Aene);

. I4ncrpyr<qnefi or 24.08.2000 r. J\b 2488 <06 yuere lulrruorerrHoro Son4a
6u6nprorer< o6pasonareJrbHbrx y'upex4enufi > ;

. IIopsAKoM yqera AoK)'MeHToB, BxoArrqux B cocras 1u1ruoreqHoro Sou4a or
08. I 0.20 I 2r. ].{b 1077 ;

. flucruou MunLrcrepcrBa o6pasonaHzfl vr HayKu Poccuficrofi @e4eparrulr or
08.12.2011r. J\b MA-1634103 (06 I4ctloJlb3oBaHkru yve6uuxon n o6pa:oBareJrbHoM
rpoqecce);

1.2. Hacrogulee Iloroxeuue {BJrrerc, JroKaJrbHbrM aKToM ruKoJrbr,
paccMarpl{Baercfl u rrplrHr,rMaercf, Ha 3ace4annu lleAaroruqecKoro coBera,
yrBepxAaerc, [puKa3oM AI{peKTopa rrrKoJrbr. I,IsN,reueHVfl, u AorroJrHeHr4fl B Hacrorrqee
IIOJIOXOHIIIO BHOCTTCfl B TaKOM xe IIOpf,AKe.

1.3. Ilonsrus, ucloJrb3yeMbre s llonoxeHr4u:
o Eu6nuore.rHrrfi Oora - yropflAorreHHafl coBoKyrrHocTb AoKyMeHToB,

BO BpeMeHHOe IIOJrb3OBaHI4eSopvrupyeMaf, Arfl xpaHeHr,rfl vr npeAocraBJreHh,
IIoJIb3oBareJr.rrM (urzrarenxrra).

o ,{nuxeuue Qon4a - rpoqecc [ocrynneHr4r v sH6rrrr4s AoKyMeHroB,
orp axaeM rrfi n 6u6 tuor e.ru ofi yueruo ft .{oKyM e Hr a\urt

nuQoprraaquefi B BI4Ae reKcra, :lByKo3arrvevr :atrr4 uso6paxeHur, npeAHa3HarreHurrfi 4la
ee [epeAaqu Bo BpeMeHr4 vr [pocTpaHcTBe B rleJrf,x
LICTIOJIb3OBAHIdI..

o AyAnonnsyanrnsrfi AoKyMeHr (ABD

xpaHeH[fl kr o6ulecrneHHoro

uso6pa:nrenbHylo r,r (ranu) 3ByxoByrc r4 TeKcroByro raHQopMarlr4ro, Boclpotr3BoAr4Myro c
rroMorrlbrc TexHuqecKr{x cpeAcTB.

o Y.re6HHrc - yve6Hoe v3llauuq coAepxarqee cr{creMarr4qecKoe
yue6uofi Ar,rcqurrJrlrHbr, coorBercrByroqee yue6nofi nporpaMMe Lt

o [oxyureur - Marepza"nrurrfi o6t err c aaQurcnposaHHoff Ha HeM

AOKyMeHT, COAepXaUIr4r{

I43JIO)KCHI,IC

oSuqnamuo
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yrBepxAeHHoe B KaqecrBe AaI{Horo Br,rAa. M.oNer 6rrm [peAcraBJreH B ne.{arHoft ra

3neKrpoHHofi Qopue.
. Yqe6noe noco6ue yue6Hoe H3AErHr4e, AononHf,roqee HrrH 3aMeHflrouree

qacrurlHo I{JIu noJlHocrbro yue6Hnr, o$raqza-rrbHo yrBepxAeHHoe B KaqecrBe AaHHoro
BIdAA.

o Y.Ie6uo-Mero.{uqecrl4e Mareplriurl * coBoxynHocrb Marepr4iuroB, B rroJrHoM
o6teue o6ecue.rl4Baloqux npeno4aBaHue 4aunofi ALrcrIH[Jrr4Hu (arnacbr, KoHrypHbre
Kaprbl, noyporrHoe rrnaHupoBar{He, cpeAcrBa KoHTponf, znanuirq cnpaBotrHbre r43AaHr4fl,

pa6oulre rporpaMMrr u r.4.).
. AyAtronuryamurrfi AoKyMeHr (",\B[) - AoKyMeHr, cogepxaulufi

uso6pa-:urenbHylo u (utrut) 3ByKoByIo 14 TeKcroByro unSopMarlr{ro, Bocnpor43BoAr4Myro c
noMorrlbro TexHHrrecKr,rx cpeAcTB.

o l4t[usngyarsHufi yqer - perucrparJnfl B yuerHofi Soprr,re (unneurapHaq
xHura) KaxAoro gK3eMrIJIf,pa AoKyMeHTa, [ocrynarculero n Son4 6n6nraoretr vrLr
sr,r6rrsalotuero Lr3 Hefo.

o I4crlroqeH[e AoKyMerrroB r43 $oH4a - v3:oflT:ae us lulrmoreqHoro Souga u
cHflTHe c yqera 6I,r6ruorexlr He npoQumnrrx, Berxux, 4e$errnrx, Ay6lernux,
ycrapeBlxl4x AoKyMeHToB, a raxxe yrpaqeHHbrx no KaKr4M-Ju46o upu.ruuau.

o flocryuJleHl,te B 0orl - norroJrHerrr{e Son4a 6w6rruorexu B pe3ynbrare
IIeHTp€IJII43oBaHHoro KoMrIJIeKToBaHlas., rIoKytIKI{, rroArrr4cKu, lapelaprs, o6uega ulu
ruo6oro Apyroro cuoco6a npuo6per eHvrfl. AoKyMeHToB.

. Cylarvrapnufi yqer - perprcrpa\ufl, B yveurofi $opure (rnura cyMMapHoro
yuera) Bcex BHAoB AoKyMeHTOB rlaprrlf,Mr4 c rleJrblo rtonyqeHu, Tor{Hbrx cne4euufi o
BeJII{r{LIHe, cocraBe $oH4a 6n6ruoreru kli, npor4cxoAqulux B HHx r43MeHeHr4flx

(nocryuneHr{e, cocrof,Hue, nu6urue).
o Yqer 6u6nraorerlHoro SoH4a - KoMrrJreKc ouepaqr,rfi, o6ecnerrr4Barcrqr4x

Qnrcaqurc cseAeHufi o BeJII{quHe, cocraBe r,r ABr,rxeHr.rra Qou4a rro ycraHoBJreHHbrM

rrpaBr4naM.

o 3x:euunsp - orAeJrbHa, eAr{Hr4rla AoKyMeHTa, BKrroqaeMa.f, B Sora vru
sL,r6rrnarculaf, r43 Hefo.

1.4. Ez6nnore.rHsrfi $ora ruKoJrbr cocror,rr H3 ocHoBHoro u
cuerlr4 anr.r3 Hp o BaHHof o.

Ocuonuofi $ona BKrroqaer:
. XyAoxecrBeHHyro Jll{Teparypy orerrecrBeHHyrc vt sapy6exuyro,

KIaCCUqeCKyTO r{ COBpeMeHHyrO;

o OrpacleBylo nuTeparypy HayqHbre, HayrrHo-no[ynflpHbre, yue6no-
MeroAuqecKl4e y3AaHr4fl. rro BceM yue6Hrrna npeAMeraM kr o6pa^:onareJrbHo-
BOCIIUTaTeJIrHsIM Ha[paBJIeHI4flM, KOTOpbre peanr,r3yer OpfaHu3arlrafl B paMKax ocHosofi
o6pa":onaremHofi rpofpaMMbr ;

Cnequanu3rrpoBaHnrrfi 6u6nuorequufi Sorra BKrroqaer:
. Bce yue6Hzrra;
o yve6Hrre noco6ux;

o CupanoqHo - 1u6wrorpaSuuecKr,re v3RaHtrfl crrpaBoqHr4Kr4, cJroBapa,
sHIIr,rKJrO[e4t4r,j

o flepzoAr4 qecKue u3ftanufl-xypHanbr, r€Berbr ;

o Jlureparypy ro coquanbHoMy v npo0eccraoHulnbHoMy caMoorpeAeneHulo
yqalI{Hxcf,



. op+orpa0uuecxrae cnoBapr4;

. MareMarnqecxl{e ra6lraqnt;

. c6opnuKa ynpaxnenzfi kt 3al:a9.;

. TIPAKTHKYMbI; KHH|H A.I'Ifl IITEHHfl;

. xpecroMarvht; pa6ovue rerpaAr,u

. npolpaMMHo - MeroAr4:r{ecKHe Marepr4:iurbl

II. Vqer rfouga

0oH,q.

2.1. Y.Ier 6uir.uoretlHolo SoHga orpaxaer nocryrrneHlre AoKyMeHToB n $on4,
srt6rrrue ns Qon4a, BeJILIqHHy Bcero 6ra6luoreqHoro Son4a r4 cnyxr4T ocuoeofi 4lr
orrlerHocru 6u6tuoreK[I, nnaHr4poBanufl ee Aef,TenbHocrr4, o6ecueqeHr,rq coxpaHHocrr4

S ou4a, Ko HTp onq ga HaJrvrLrLteM H ABr4x eHH eM r{o KyMeHToB.
2.2. Y\ery rloAnexar Bce BI4AII AoKyMeHToB, BKJrroareHHbre n 6u6luoreqsrrfr

Ouepaqun ro yr{ery npol43BoArrrcf, orBercrBeHHbrM rreAaroroM
6u6nvoreKapeM, croranaocrnopr yr{er BeAercfl 6yxralrepuefi yve6uoro 3aBeAeHr4r.
Cnepxy AaHHbIx 6u6tuorexu u 6yxr€ulrepr,rr{ neo6xo4r,rMo rrpou3BoAr,rrb exeroAHo.

2.3 . K BeAeHr.rrc yr{era rrpeAbf, BJrruorc-fi cneAyroque rpe6on aHprr:
- rroJrHora r,r AocroBepHoorb yvernofi nu$opuaquu;
- AoKyMeHTpIpoBaHHoe oSopMJIeHHe KaxAoro roary[neHnfl. B $ora u nrr6urus

ras @on4a;
YunQuxaIII4.a BuAon, cnoco6oB 14 eAr{HurI yqera AoKyMeHToB B 6z6ruorexax

o6ecuequBaerctr co6ruo4eHueM craHAaproR v HopMarr,rBHbrx AoKyMeHToB rro
6vr6nuorerlHoMy AeJIy Poccttficxofi @e4epaqarr rE rpe6onauufi uacroru1ero nopf,AKa.

2.4. Y.IerHas uu$opuaqux, rpeAcraBJreHHafl KaK B rpaAuur4oHuofi, raK vt B

KoMtlbrorepnofi Sopuax, I,IMeer oAHHaKoByro ropr4AuqecKyrc cvny. Ha paeurrx rpaBax
MoryT I4cnoJlb3oBarbcfl 6raHru yqerHbrx AoKyMeHToB, r{3roroBJreHHbre
uonnrpaQuqecKl4M cnoco6ou, u 6tauKr4, paclerraraHHbre Ha flpr,rHTepe. Onra Moryr
6r,Im cQoprrrzpoBaHbl rlpu rloMorur4 craHAaprHbrx [polpaMMHbrx naKeroB vutkr

r4HALtBuAyaJIbHbIx [porpaMM, co3AaHHbrx AJrrr BeAeHHfl yr{era Qon4a B KoHKpersofi
6ra6ruorere.

2.5. Y.{er, BxoArIqI4x B 6r,r6nuore.IHrrft Qora ayAr.roBr,r3y€LnbHbrx AoKyMeHToB
(rparraunacrl,IHoK, KoMTIaKT-AlrcKoB, QoHorpauu, 4na$umuoa, KoMrrbrorepHbrx
yve6nrtx nporpaMM ra r.A.), ocyu{ecrBJrf,ercf, B coorBercrBr.rr4 c 4aHuofi rancrpyxqraefi.
EAIanuqaMI4 yrlera Qouga rurnrpo$opM rBnltrcTcfl: Anfl vrrar<po$rur - Ha3BaHyte h $urua,
AIrfl naIErpoSuJIbMoB - pynoH. EAlanuqauu yrrera Son4a 3neKTpoHHbrx uzpLauwir
flBJlf,rcTcfl: AracKera u onrra.recxr4fi Ar.rcK (CD-ROM
Ha3BaHue. .{ucrera - npr4JloxeHr{e He yr{I,ITbrBaercfl KaK

rrpeAcraBJrqer co6ofi BKnaAKy (nnoxeuue) r u:.qauue.
2.6.Y,r,er nocryunenufi AoKyMerrroB B Sona ocyqecrBilfl.ercfl.

AJII,ITEJIbHOTO hauQSepeHr{r4poBaHHo, rryreM Hx p€BAener{ar Ha AoKyMeHTbr
BpeMeHHOTO XpaHeHr{f,.

2.7. Y'aery Atts AJIlITenbHoro xpaHeHr,r, c npr4cBoeH[eM HHBeHTapHoro HoMepa
noAJIexaT AoKyMeHTbI, rrpeAHa3HarreHHbre ilrrfl y,qoBneTBopeHrrq TeKyrrlefo 14

IIpOfHO3IIpyeMOrO qHTaTeJIbCKOTO CUpOCa, He3aBr4Cr4MO OT BIdAa AOKyMeHTa, ero
o6teua, TeMaTHKH Lt Apyrl4x Sopuanlurx [pLr3HaKoB. Lrluneurapuue HoMepa
rIpocTaBJIflIOTCf, Ha THTyJIbHOM Jrr.rCTe lrrlF.A CeMHaAIIaTOfi CrpaUUrIe TeKCTa AOKyMeHTa.

2.8. Yuery AJI.x BpeMeHlloro xpaHeHH, (6e uuneHrapHbrx Houepon) noAnexar
AoKyMeHTbI, coAepxalrlue ran$opuarlr4ro KparKocpor{Horo 3HarreHnfl, B cB{3r4 c qeM

il MyJrbrr,rMegua), a raK xe
orAeJrbHbrfi exeeunJr.flp, ecJrlr

LIcKJIroqaK)Tcfl v3 Sou4a 6u6ruroreKn qepe3 HerpoAonxr4TeJrbHbrfi nepuo4 nperueuz. K



$onay BpeMeHHoro xpaHeHr,r{ orHocflrcs 6pouropu (o6reu Ao 48 crpanaq),
JII{croBKI,I (o6terra Ao 4 crpanuq), K€ureHAaprr, [JraKarbr, [porpaMMbr, MeroAHqecKHe
paspa6omu, MarepHaJIbI, [o;[Jrexaruue rrocJre crfi4cankrfl pa3Aarre yqaur,rMcfl kr

reAarorarr,r (ronxperHufi [eperreHb 6 H6nuorer(r4 orrpeAeJr.fl ror caMocrofl renluo).
2.9. ,{oryueursr, BK.rrcqaeMbre B $ona 6u6luorexu, Mapxr4pyrcrcfl

(urreuueruororcr) Ha ruryJrbHoM Jrr{cre H ceMHaAuarofi crpaHHue KaxAoro AoKyMeHra.
OcHosurre rpe6onaHzr K MapxlrpoBKe AoKyMeHToB: o6o:uaqesue

rIpuHaAJIexHocrI4 K KoHKperHoMy o6qeo6pasoBareJrbHoMy yqpexAeHr4lo, 3crerlrKa,
AorroBeqHocrb MapKupoBorrl{oro 3HaKa. Bce Br4Abr uzyaruuit, flBJrflroutrecr
[pHnoxeHI,IeM K ocHoBHoMy IOKyMeHTy, MapKr4pyroTcfl, Ha Hr4X rrpOCTaBJrsrOTCr re )I(e
peKBH3HTbr, rrTO H Ha OCHOBHOM AOKyMeHTe.

2.10. OrsercrneHHocrb 3a rpaBr{nbHyro opraHra3arlurc yqera lu6wtoreqHoro
$on4a Hecer AldpeKrlrrf, o6rqeo6pa3oBareJrbHoro yqpexAeHuq v corpyAHr,rKn
6ra6nuoreKu B coorBercrBr.ru c AonxHocrHbrMrr o6ssaHuocrf,Mu.

III. Cynrrvrapnrrfi yqer AoKyMeHToB
3.1. Cyrvrrr,rapurrfi yqer Bcex Br,rAoB AoKyMeHToB, rrocrynarourrx r4Jt4

nrt6rtaarorqrax v3 SoH4a 6ra6ruoreru, npor43BoAr4Tcs. [aprr{qMu rro oAHoMy
colpoBoAr.rreJrbHoMy AoKyMen'ry (cuer-$ar<r1,pa, HaKJraAHaq, peecrp, axr). B cnyuae
OTCyTCTBLL COnpOBOAHTeJIbH(CfO AoKyMeHTa cocraBJrrercfl aKT rrpr4eMa. llpu

B rrpr4HrrMaeMbrx napTHflx c AaHHbrMr4
TaKxe rrpr4cnaHHrx 6es 3aKira HeHyxHbrx vilv

o6Hapyxenrau pacxox4euuii
corrpoBoAHTeJrbHofo AoKyMeHlra, a

4eQexruux AoKyMeHToB, oplaHra3arlur4-rrocraBrrluKy rrpeAt{Brtrrorc{ [pereH3r,rr4 B

TeqeHlre oAHoro Mecsqa c MoMeHTa llocTynneHl.j'fl. rlapTvrr4 AoKyMeHToB.
3.2. @oprraofi cyurvrapHoro yr{era f,BJr{ercfl KHHra cyMMapHoro yrrera, cocroqulaq

r,r3 Tpex qacrefi:
- qacrb 1 - "flocrynneHtrf, n SoH4";
- qacrb 2 - "Brr6rrrrre r43 Son4a";
- qacrb 3 - "I4roru ABHxeHnx Qon4a".
3.3. CneAenus o nocryrllaBlxl{x B 6w6r,uor.e.rHrrfi $orn,q AoKyMeHTax

Qnrcupyrorc, B nepnofi qacrr4 "KHuru cyMMapHoro yrrera 6u6luoreqHoro Qou4a" n
[oKtrareJltx: Aara 14 N 3arrct4, r4crorrHr4K rrocryrrJreHuf,, N u (uru) Aara
coIIpoBoAI,ITeJIbHOfO AOKyMeHTa, KOJTHqeCTBO rrOCTy[r'rBrUr{X AOKyMeHTOB, Ha CyMMy,
Bcero ua.:naHufi, n roM tlucre ro BLTAaM uzgalauit (xHurn, xypHanbr, 6pouropu,
yue6urre KoMrlblorepHbre nporpaMMbr v Apyrr{e BlrAbr AoKyMeHToB, rro ,3brKaM
(pyccxufi, Halll4onamsufi, HHocrpaHnrrfi), ro coAepxaHr.rrc. O6q:arerrHo
BbIAeJItIorcf, rpa$rr Anf, yqera nuTeparypoBeAeHr.rfl, f,3brKo3HaHr.rfl, Aercxofi
[crIxoJIorLIu, xyAoxecrBeHHofi u neAarorr4rrecKofi lureparypbr. Y.rer ApyrLrx pa3AenoB

Qon4a ocyulecrBJltercf, 6u6naorerofi ucxory v3 crpyKrypbr SoH4a u cuequsuxu
o6rqeo6p€BoBareJrbHoro yqpexAeHr4r.

3.4. CneaeHLI{ o nrr6rrsurt4xLr3 6u6ruroreKr4 AoKyMeHTax orpaxarcrcr Bo nropofi
qacrl,I "Ksuru cyMMapHoro yr{era fufltuot.etlHoro Sou4a" c yKa3aHueM rIpHqI4H
I4cKJrroaleHux. [Stt yqera 14 KoHTpolrfl ctrzcaHHblx AoKyMeHToB BBoA.rrrc, rroKa3arerrw:

"Ilepe4aHo", "flpo4aHo", "CAauo B MaKynarypy".Ilepegaua AoKyMeHTon n xa6uHerbr
o6rqeo6pa3oBareJrbHoro yrrpexAeHrax Snxcrapyercf, pacrrr4cKofi nony.rarorqefi cropoHbr.
Ilepegaua AoKyMeHroB Apyrr,rvr o6uleo6pasonareJrbHbrM yrrpexAeHraru oQopMnf,erc,
aKToM TIpLIeMKI{-[epeAaqra. flpo4axe Moryr [o.qnexarb AoKyMeHTbr, crrr4caHHbre iro
Ay6reruocru vr neupo$uJrbHocrr4. .{oxyuenrrr, nepeAaHHbre B MaKynarypy,
corlpoBoxAarcTcfl xnuraHquefi o cAaqe, [p[nararorcq K aKTy vr nepeAarorcfl B



6yxranrepuro. Cpe4crna, Bblpyr{eHHbre or rrpogaxr{ AoKyMeHToB, a raK xe or cAarru ax
B MaKynarypy nocryrraror Ha pacqeruufr crrer yrrpexAeHr,r-f, r4 Hcrronb3yrorcfl Anf,
rro[oJrHeHur Son4a 6u6maoreru.

3.5. Zrou.I ABHxeHIzx Qou4a [oABoAflrcq s o6sgareJrbHoM nopflAKe ga roA. B
3aBI,IcI,IMocrI4 or rrpuH.aToro [opsAKa yrrera s 6ra6ruoreKe HTorH ABHxeHux Qou4a
MOryT IIOABOAHTbCfl, 34 KBapTEur Lurld 3A [OnyfoAr{e.

3.6. Ha6op noKa3arerefi, orpaxarcqux pacrpeAeJreHr{e AoKyMeHToB no Br.rAaM H

coAepxaHl4lo, HAeHTr.rr{eH Bo Bcex rpex qacrqx "KHHrI,I cyMMapHofo yr{era
6n6nrEoreqHoro Son4a"

lV. [IaauBrrAyaJrbHurfi y.rer AoKyMeHToB
4.1. LIsILIBI{AyELJIbHrtfi y'uer KaxAoro oK3eMrrJrf,pa AoKyMeHra rrpor43BoAurcfl c

[oMOIIIbtO MeTOAOB LIHBeHTapW3A\Vvr C [plICBoeHI,IeM AOKyMeHTy I,IHBeHTapHOfO

HoMepa. I,IuaeurapHrrfi HoMep 3aKpe[rflerc.q 3a AoKyMeHToM Ha Bce BpeMr ero
HaxoxAeHrax n Son4e 6u6ttuoreKr4.

4.2. (Dopvraura hHAuBuAyELIIbHoro yirera AoKyMeHToB qBrsrorc.fl KHHxHa,
(nnnenrapHa.f, KHura) Ia raprorrua{ (xaprouxa zur$anurHoro Karzurora, KaproreKlr yqera
repuoAnqecKr{x uz aarunir) .

4.3. Tpe6oBaHr,r.f, K KHr.rxHofi $opue r4H4krBvrqy€LrrbHoro yr{era:
- LIHBeHTapH€ur KHHra s o6qsareJrbHoM rrop.f,AKe coAepxuT cneAyroqr4e

noKuBareJlvr:. Aara3ar,vckr, HoMep 3ar,vcu n "Kuure cyMMapHoro yqera 6u6luorer{Horo
SoH4a", I4HBeHTapuufi nouep, aBTop 14 3arJraBlre, roA v3pLaukrr, r.IeHa, orMerKa o
rlpoBepKe Son4a, HoMep arra ssr6brrkrfl. B rparle "IlpurraeuaHue" yKa3brBaerc{ Ha-rrr4r{He

vr Bra[\ rlpunoxeHll.rl K ocHoBHoN[y AoKyMenry, oco6eHHocrr4 u34aH:afl, r{c[paBneHHbre
ouu6xra;

- HHBeHTapHafi, KHI,Ira AonxHa 6rtrr [poHyMepoBaHa rro crpaHr4uaM H 3aBepeHa

Al{peKToporr,r o6qeo6pasonareJlbHoro yrrpexAeHus. flocre 3anonHe]Hnfl, HHneurapuofi
KHH|H Ha [OCJreAnefi CTpaHr4rIe npOCTaBnflrOTCf, [OpqAKOBbre r{HBeHTapHbre HoMepa
BrII{caHHbIx AoKyMeHroB (or - ao) pr craBr4rcfl rroAnucb 3aBeAyroutefi 6u6nuorexofi;

- AoKyMeHTbI BpeMeHHoro xpaHeHlu B I{HBeHTapHyIo KHury He BHocflTcfl;
- 3all{cu B I{HBeHTapuofi KHI{re AeJrarorcr pa":6opurano. IrlcnpaBJreHHbre ouu6rn

Szrcupyrorcx B rpaQe "Ilpuueua:n:as." Lr 3aBepf,rorcfl pyKoBoAprreJreM

o6u1eo6p€BoBareJrbHoro yqpexAeHufl ;

nepeHrlBeHTapH3 arlrlj[ 6rz6raorr)rrHoro Souga r4ltr4 [epenl4cKa
(noccraHonnenrae) I4HBeHTapHbrx KHr.rr AonycKarorcfl roJrbKo npu qpe3Bbrqafiurrx

o6crosreJlbcrBax rro [rrcbMeHHoMy npr{KiBy pyKoBoAr{rers o6rqeo6pa^:onareJrbHoro
yr{pexAeHuq.

4 . 4 .T p e6 oBaHLrfl K Kapror{Ho fi Q op rra e r4 H Ar4B r{Ay rlrr b H oro yrr era :

- KaprotrKa an$annrHoro KarElrrora coAepxr4T cneAyroqne AaHHbre: [oJrHoe
6u6nuorpa$uuecxoe onucaHr4e AoKyMeHTa, rleHa Ha MoMeHr npuo6pereHvrr.,
I,IHBeHTapnufi uoruep (yxa:srBaerc{ B npaBoM tsepxHeM yrny o6oporHofi croponrr);

- Ha oAHofi r<aprovKe yKa3blBarorc.fl r4HBeHTapHbre HoMepa Bcex gK3eMrrnf,poB

oAHOf O I/3AAHIdfl. AOKyMeHTa;
- rpu Brr6urnu AoKyMeHTa us Sou4a6u6rruoreKr4 KaproqKa al$anuruoro

KaraJlora yHllqroxaercfl,. flpu sr:eMrrnf,pHocrr,r AoKyMeHTa r4HBeHTapurrfi uouep
cnlrcaHHofo AoKyMeHTa BbrrrepKuBaeTcfl,;

- KaprotrKa ua Qong BpeMeHHoro xpaHerrris BKJrrorraercfl, u an$anuruufi Kararror
H I4CKJIIOLIaeTC' pl:i HerO [O t{CTeqeHLI[ CpOKa >ipaHeHafl;



- KapTOtIKa KapTOTeKI4 yqeTa nep[oAl,IqecKHx r1F.Aa]c.]1li4 CoAepxLIT cneAyroqr4e
AaHHbre: [orlToBbrft I4HAeKC yl3I,aHl/^s., Ha3BaHHe, IepHOAUTIHOCTb, HOMep Lt AaTy
nocrynJre Hlafl, B 6u6nraorexy;

- KaprorrKa oQopulrercr Ha raNAuft roA rroArrncKu v yHuqroxaerc, c
H crer{e Hr.reM cp oKa xp aHeHr,rfl rtepuo4ur{ec KHx uzilalauit.

V. IIopn4oK yqera Qon4a yue6Hofi JruTeparypbr.
5.1. Eu6luore.rnrtfi QoHa rrrxoJrbHbrx yue6uzron yrrurbrBaerc.fl u xpaHtrrcfl

orAenbHo or ocHoBHoro $ouga rrrKoJrbHoit ludttuoreKu.
5.2. K 6u6nzorerlHoMy @oray yue6uofi Jrr.rreparypbr orHocf,rc, yue6uuxrz,

y.re6nue uoco6ux, op$orpa$I4qecKue cJroBapr{, MareMarr{qecKr4e ra6laqrr, c6opuraru
yupaNueHufi u 3aAarl, [paKlHKyMbI, KHI4rrr A:-lfl r{TeHr,rr, xpecroMar[H, pa6ovze
TeTpaAr{, aTJracbr, KoHTypHbre KapTbr.

5.3. V.Ier 6u6nuorerlHoro $on4a yve6nofi Jrr{reparypbr orpaxaer rrocryrrJreHr4e,
eH6rtrue, o6rqyro BenI4qHHy Sou4a yve6uraxoB, r{ cJryxr,rr ocHoBofi ero rpaBr4nbHoro

QoprraupoBaHvIfl\ I1eneBoro I4c[oJrb3oBat:zfl r,r coxpaHHocru, ocyulecrBJreH[fl KoHTponq
3a HuruqveM I4 ABr{xeHI{eM y.re6uuxon.

5.4. Y.ret iudll.uor.eqHoro Son4a ruKoJrbHbrx yve6uuxoa opraHr{3yercfl B

coorBercrBl,Iu c ocHoBHbrMr4 [oJroxeHvrflMr4 Mero.(la.recKux peKoMeHAa\uit rro
TIpLIMeHeHI{Io <<IrlncrpyrqzrE o6 frere 6ra6nnorerrHoro Qou4a B 6u6lnorexax
o6pasonareJlbHblx yupex4euufi>>, yrBepxAeHHbrx Ilpuxasoira MuuucrepcrBa
o6pa:onaHu, or 24.08.2000 J\e 2488.

5.5. Ilpoqecc yrrera 6u6nuoreqHoro Sou.qa yve6nuron BKJrloqaer: rrpr{eM,
urreMleJleBaHl4e, pefucrparlurc [ocrylreHr4c, pacrrpeAeJreHl4-rl tro Knaccarra, arr6rrrvrfl, a
Tarxe rroABeAeHUe r,rroroB ABr.rxeHr4r Son4a r.r ero [poBepKy.

5.6. Bce orrepalluu rro yuery npori3BoAsrctr orBercrBeHHbrM rreAaroroM
6u6nuoreKapeM, crol,IMocrnufi yu6r negercr 6yxra-rrrepuefi, o6clyxranaroulefi rxKony.
l{unenrapv3a\Lrfl, yve6noro Songa u cBepKa AaHHbrx 6u6nuoreru 14 6yxra-rrrepzu
npoBoAr4Tc, exeroAHo.

5.7. Y.Ier 6u6ruoreqHoro SoH4a yue6uuron ocyruecrBirflercfl r-pyrnoBbrM
cnoco6ou H BeAercf, B AoKyMeHTax: <<Kuura cyMMapHoro yqera>, (XypHELn yrrera
y.re6nuroa>, <<TerpaAb ytlera yue6urtx Marepu€rrroB BpeMeHHoro xapaKTepa>.

<<Knure cyMMapHoro yu6ta>> (aaree - KCy). KCy yve6urlroB xpaHrarcq B
6u6nuoreKe rrocrorHHo.

5.8. KCY cocrolrr Lr3 rpex.racrefi:
Ilacrr 1. flocrynJleHl4e n Son4. B ery qacrb 3a[]rcbrBaercs o6ulee KoJurr{ecrBo

[ocrynl,IBurux y.re6HI{KoB 14 ux crouMocrb c o6ssareJrbHbrM yKa3aHlreM HoMepa r4 Aarbr
corIpoBoAI{TeJIbHoro AoKyMeura. Houep 3arrr4clr exeroAHo Harrr{Haercs c J\b 1 u raAer
ro rropf,AKy rrocrynlenufi .

9acrr 2. Bsr6rrrue LI3 Son4a. B erofi qacrpr 3arrricbrBarcTcq HoMepa aKToB Ha
cnI4caHLIe y.re6HraroB c yKa3aHr,reM Aarbr yrBepxAeHLfl aKTa n o6ulero KoJrHqecrBa
cIII{caHHbIx yue6uur<on Ha o6qyro cyMMy. HyurepaqrEr sartuceir o nrr6rrsrurzx
v3I.aH}jflX lI3 rOAa B rOA rrpOAOnXaeTC.[.

r{acrr 3. I4roru yuera ABI4xeHI{x SoH4on. B rperrefi qacrr4 3alprcbrBarorcq
I4rorr{ ABHxeHrrr Souga f{e6HuKoB:

. o6rqee KoJluqecrBo rlocryrll{Brrrr4x yue6HuroB 3a reKyrqufi ro4, Ha cyMMy;

. o6rqee Koruqecrso srt6Hsrunx yue6Hr{KoB 3a reKyrrlufi ro4, Ha cyMMy;

. o6ruee Korl4rlecrBo yue6Hnxoa, cocro.fiuux Ha yr{ere Ha 1 xHnapr
rrocJreAyroqefo roAa, Ha cyMMy.



5.9. Vlla1unu1ya.rtrurrii (rpynnonofi) y.rer yue6uuxon ocyulecrBJrqercfl B

<Xypnane yqera yue6Hnron> u KaproreKe yuEra yue6uuxon Ha Kar€LrroxHbrx

KaprorrKax craHAaprHoro pa3Mepa. Ha KaproqKe yKa3brBaerc{ perr{crpauuouuuft
HoMep, 6n6nuorpaQrEuecxoe onr4caHr4e yue6Huxa, cBeAeHLrf, o KoJrrrqecrBe

nocryrruBrxux yrre6HHKoB c yKa3aHHeM ueHbr. IIpu HeoAHoKparHoM rrocry[neHr4u
yue6nuxa, He raMercrrleM ornuvufi, KpoMe roAa vg4aHLrfl, H ueHbr, Bce rrocryrlJleHnfl
3aHoc.,rrcf, Ha eAr{Hyro KaprorrKy. Ecru xe B yue6uuxe BHeceHbr AoloJrHeHHf, vr

r{3MeHeHHf,, TO Ha HefO 3aBOIr4TCfl HOBaf, KaprorrKa. KaprOUrU paccTaBnf,}oTcfl B

yuernyro KaproreKy no KJraccaM, a BHyrpr{ KJraccoB - rro [peAMeraM. llocre c\vcaHkrfl,
ncex yve6 HlrKoB KaprorrKr4 r43brMaror cfl, pr3 KaproreKrl.

5.10. Y.r€ry noAJrexar Bce BHAbr yue6uuxon u yue6Hbrx rrocoIuia. Pa6oque
TerpaAr,r, Ar{AaKTrirrecKpre Marepr4€Lnrr, ra6ruuhr, [ponr4cr4, KoHTypHbre Kaprbr, arJracbr

f,BJr.rrrorcf, AoKyMeHTaMr,r BpeMeHHoro xapaKTepa. VIx yver trpor43BoAurcfl e <Terpa4ra
yu€ra AoKyMeHToB BpeMeHHoro xapaKTepo).

5.11. Yqe6nuxlr, yrep-rrHHbre r{ npr{H.arbre B3aMeH, yquTbrBalorcfl B <Terpa4u
yudra yreprHHbrx 14 rrpr4Hrrbrx B3aMeH y.re6uuxor>. BsaNaeH yrep{HHbrx vrv
uclloprleHHblx y're6unron IIpHHLIMaIoTcf, y're6unx, Toro xe Ha3BaHLtf,, aBTopa V
H3AaTeJrbCTBa.

5.11. Cuzcanue yve6nuxon npoBoAr,rrcf, He pexe oAHoro pa3a B roA. Ha
raxArrfi BrrA crrucaHnfl, (<Berxue>, <YcrapeBrur4e rro coAepxauuro>) cocraBJrf,erc.s aKr
s 2-x 3K3eMlJrf,pax, Koropufi uo4ur,rcbrBaercs KoMr{cc uefi. u yrBepxAaerc, AHpeKTopoM
ruKoJrbr. O.qrau 3K3eMrrn[p aK'ra xpaHr4Tcf, B 6u6ruorere, apyrofi uepe4aErca rroA
pac[r4cKy B 6yxra-rrrepzo, Koropaf, [por43BoAHT crrncaHlre c 6anauca [rKoJrbr
yKiBaHHofi e arre crolrMocru yue6turon. CnucaHHbre no aKTy yve6uuxu cAarorcfl B

cooTBeTcTByroque opfaHr.r3arluu IIo 3afoToBKe BTopr4qHoro cbrpbs. ,{eHrrra or cAatru

yue6nuroB BHocrrc, Ha pacqelurrfi crrer ruKorbr.
5.12. 9acrr yue6Huxor, HaxoAf,rrlvrxcfl. B yAoBnerBopr4TenbHoM cocroqHr,rH,

[ocne crlucaHl,,.fl, MoxeT BbrAaBaTbc, r{allHMcf, AItfl rroAfoToBKr,r K SK3aMeHaM,

rrepeAaBarbcf, B yue6urre xa6raHeru vrrr4 r,rcrroJrb3oBaHbr Anfl peMoHTa Apyrux
yue6uuxon.

VI. Yqer nrr6urruq AoKyMeHToB [r3 6u6"rruorerrHoro Qou4a
6.1. Brr6brrue AoKyMeH'roB r{3 Son4a o$oprr,rnaerc{ aKTou o6 r4cKrroqeHnu v

orpaxaercfl B "KHrare cyMMapHoro yuera" u B Qoprr,rax v:a4ktBvr1ytlrrbHoro yrrera

Qou4a. B raNAoM aKTe Quxcupyrorc, cBeAeHr{f, o AoKyMeHTax, ucKJrroqaeMbrx [o
oAHofi rtpurruHe: Berxocrb ('Sraazvecrufi usuoc), 4e$errHocrr, ycrapenocrb lo
coAepxaHurc, 4y6rerHocrb, HeupoSuJrbHocrb, yrpara. IIpu cnucankrvr no [pHqI4He
yrparbr yKa3arb KoHKperHue o6croflreJrbcrBa yrparbr: rporaxa rar Qon4a orKpbrroro
Aocryrra urrkr rro MEA, yrepq qlrrareJrrMu, xr4rrleHlre, B pe3ynbrare 6eAcrsufr
crnxufinoro u rexHofeHHoro xapaKTepa, tto HeycraHoBJreHHbrM [putrvHaM
(He4ocmua).

6.2. K aKTy [punaraercfl c[r4coK AoKyMeHToB, floAnexarqr4x r4cKJIIoqeHIato.

6.3. Arrrr Ha c[lrcaHvre la34auufi, yrpaqeHHbrx B pe3ynbrare yrepn, tIoptII4,

xr4uleHla.fl, 6e4ctnufi, cruxuitHoro r.r rexHoreHHoro xapaKTepa, ilpv orKpbIToM Aocryne K

$oHly, yrBepxAarorcfl rra ocHoBaHr.rr4 coorBercrByrorur4x AoKyMeHToB,
rroATBepxAaloqr{x yrpary (nporoxoJr, aKT, 3aKlror{eHue u r.4.).

6.4. ,(oxyMeHTbr, [pr,rH{'rbre or rroJrbsosarerefi (uurarerefi) nsarureu yrepf,HHblx,

Sraxcupyrorcr B "Terpa4u yr{era AoKyMeHToB, [puHqrblx or rloJlb3oBarelefi
(uurarenefi) B3aMeH yrepluHux". Ha ocHoBaHI{I,I cAeJIaHHbIx B nefi :anucefi



cocTaBJlf,toTc-fi aKTbI Ha rrocTYrrJreHHe u Bbr6brTHe, KoTopbre pefr4cTpHpyroTc, B

coorBercrBylorrlux r{acrrx "Knuru cyMMapHoro yr{era 6u6luoreqHoro QoH4a".
6.5. Amu Ha cIII4caHLre AoKyMeHToB Br43r.rpyrorc{ KoMr4ccr4efi no coxpaHHocrpr

Qon4oe, Koropa.rl cocrollT H3 Tpex rreJroBeK" 3anusupoBaHHbre aKTbr yrBepxAalorcfl
AupeKropopr o6u{eo6pasonareJrlHoro yr{pexAeHufl .

6.6.[oxynreHTbl, I{cKrroq:aeMble KaK Henpo$ulrurre u lylterHbre, Moryr 6urr
6egeosNae3AHo llepeAaHbr B ropflAKe rnuroo6ueua B 6u6nuorexu Apyrux
o6 uleo6pa3oBaren bHbrx yqpeNllesufi ro aKry rpr{eMKpr-nepeAaqn.

6.7. Cr,el.eHvrr o sH6Hnurr4x I43 4eficrny'rorqux Soulos 6v6rr{oreKr4 AoKyMeHrax
perl4crpupylorc, B coorBercrByrorrlux rpa$ax nropofi qacrn "KHr4rr4 cyMMapHoro
yrlera 6u6luorerlHoro Qou4a". I4H$opvrarlr{fl o nrr6rrnrunx AoKyMeHTax orpaxaerc, Bo

Bcex yrrerurrx $opuax, Kar€Lrrorax r{ KaproreKax.
VII. flpoBepKa 6u6.nuorerrHoro QoHga

7 .1. B coorBercrBurv c 3arouola Poccprficxofi (De4epaquu "O 6yxranrepcKoM
yyere " ( I 99 6r. ) o6ssareJr bHafl, rrpoBepKa $oraa npora3BoA kr r cfl :

- [pu cMeHe MaTepHaJrbHo oTBeTcTBeHHOfO nr{qa;
- rtpu BbIrBJIeHI4u Saxron xuuIeHLIr,3noy[orpe6reHuq Hnu [opqr4 AoKyMeHToB;
- B cnyqae cruxrafinoro iel'crr,us, roxapa krtr4 Apyrr,rx qpe3Bbrqafisux

cn'ry a]JJdflx, Bbr3 BaH HbIx 3 KcTpeM €LIrbHbrM I4 yCJI OB ktflI.lLr;
- rtpu peopraHr,r3apr4 r,r nr4KBuAa\vr4 6u6lnoreru.
7.2. flpoaepra 6u6ruo'reuHblx Son4on ocyqecrBJrf,ercfl B coorBercrBr4r,r c

rIHcbMoM MuuucrepcrBa Sunancon Poccrrficxofi @egepagr "06 r,rHBeHTapr43a\prv
6ra6nuorerrHbrx Qou4on" or 04.11.98 Nl6-00-16-198 B cJreAyloque cpoKr4:

- Son4u 6u6nraorerc go 100 ruc. yr{erHbrx eAr.rHr4rl - oAHH pa3 B 5 ner;
- Son4rr 6u6nuorer or 100 ao 200 ruc. yrrerHbrx eAHHr4u - oAuH pa3 B 7 ter.
7.3. OpraHu3a\r4fl [poBepKH 6v6nraorerrHoro Son4a, cpoKr4 ee rrpoBe1eHrr. u

cocraB KoMI{ccI4I4 tlo coxpaHHocrr{ SoH4a ycraHaBJrr.rBarorc, npr,rKa3oM Ar4peKrIr{H
o6rqeo6p€BoBareJrbHoro yqpexAeHr.rf, .

7 .4.8 cpoKl{ rpoBeAeHH, rpoBepxn 6z6nlroreqHoro QoHga 6u6nnoreKa 3aKpbrra

Ar.[ qurarerefi.
7.5. MeroAI,IKa npoBeAeHldt rpoBepru @on4oa 6v6ruoreK pernaMeHTr4pyrorc,

I{HcrpyKTuBHo-Mero.quqecKofi 4oryurenraqHefi, r4 3aBeprraerc.fl cocraBJreHaeM aKTa c
o6rscszrenrnofi sauucrofi tr cnr4cKoM orcyrcrByrorrlux usplauufi.

7.6. Pesylsraru npoBepKl{, ea$urcr4poBaHHbre B aKre, paccMarpuBarorcfl
KoMHccHefi no coxpaHHoctu 6u6tnorer{Hbrx SoH4on. Ha ocHosaanu ee petueHnfl aKT

Ha c[HcaHI{e [epeAaercf, Ha yrBepxAeHr4e Ar{peKTopy o6u1eo6p€BoBareirbHoro
yqpexAeHr4fl.

7.7. B cnyqae npeBbIIxeHLIf, yrBepxAeHHoro HopMarlrBa yrparbr AoKyMeHroB rro
He ycraHoBJIeHHbIM [pI4tIraHaM (ne4ocrava) B coorBercrBr,ru c 4eficrnyrour{M
3aKoHoAareJIbcrBoM [pLIHHMatorc, Mepbr K Bo3MerrleHurc yqep6a. HopuaruB yrparbr
.{oKyMeHToB I,Is SoH4on orKpr,rroro Aocryna AonxeH cocraBJrrrb He 6onee O,loh ot
o6teua KHI{foBbIAarILI.

V[I. [e.nouporr3BoAcrBo B opraHrr3arlru yqera Qon4a
8.1. OprauusaqlEa pa6orbl c AoKyMeHTaMLI ro yrrery 6rE6nuorer{Horo Sou4a

ocyulecrBJlsercf, rro [paBr.rnaM BeAeHH, Aenorpou3BoAcrBa (|OCT 6.30-97
"YHuSuqupoBaHHas crlcreMa opraHr{3arlproHHo-pacnopflAr,rreruuofi AoKyMeHTaqr,ru").

8.2. OcHonurre AoKyMeHTbr, B Koropbrx ocyqecrBJrflerc, yrrer, rroAnexar
[ocroqHHoMy xpaHeHr.rro KaK AoKyMeHTbr crporofi orrrerHocrt4.



KH XpaHeHr4' yqe'rHb,t.K AoKyMeHToB:
Kareropur4 AorK'yMeHToB Cpoxu xpaHeHufl

1 2
Knurn r Be.qoMocrr4 ytrera 6u6.nnoreqHoro Qonga
(xnHru cyMMapHoro ra LrHAuBr{Ay€rJrbHoro y.{era)

IloctorHno, Ao nr,rKBuAar{r4rl

6u6nuoreru
AnQaeurnufi (yuemufi ) Kararror flocrosHno, Ao nr.rKBr,rAaqupr

6u6rrnorexu
Coupono4r,rreJrbHbre .{oKyMeHTl,r (Harna4Hbre,
oIIlIcH, crleTa, clI4cKI4 Ha IlocTytlaloqyrc
nureparypy)

5 ner nocJre npoBepxr4 Sou4a

Arrrr Ha KHrarr4, xypHirJrbr, 6poulopbr r4 Ap.
Marepr4€rrrbr, [oryr{eHHbre 6er coupoBoAuTenbHoro

AOKyMeHTa

5 rer

3aqerenli.f,, AoKJraAHbIe 3arrucKr{ o rtonyrleHur,r B

Aap

5 rer

Ar<rrr o rroKylKe KHlrr pr Ap. AoKyMeHToB y
qacTHbrx IHrI

flocrosullo, Ao nvKBu4aqlall
6z6ruoreru

Terpa4I,r yrrera uzgauuitt, rrpuHrrrbrx or rruTarelefi
B3AMCH YTEPf,HHbIX

flocrosnno, Ao nr4KBr4AauL4 r4

6n6nnorern
Arrrr Ha crrr4cauue (zcrnrouenrze) AoKyMeHToB,
aKrbr rpoBepKrr 6w1mtoreqHhrx $onAon

Ilocro.suno, Ao nHKBHAarIr4r,l

6u6r,uorexu

8.3. flo ucrerleHrln cpoKoB xpaHeHufl f{erHbre AoKyMeHTbr [oAnexar
yHr,rrrToxeHuro B ycTaHoBJreHHoM flopf,AKe.

8.4. I{si\,IeHeHI,I.f,, BHocuMbre B yrrerHbre AoKyMeHTbr, [por{3BoAflTcs c pa3perxeHnf,
yqpeAureJlf, tI AoKyMeHriInbHo o$oprraJrf,rorcf, (pacuopaxeHr.reM, cnyxe6noil sanrcxofi
u r.A.).
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