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I. OO6mue nosiokeHust

1.1.  Hacrosmee IlonoxxeHue pa3paGoTaHO B COOTBETCTBHU CO CIIEAYIOLIMMU
HOPMAaTHUBHBIMU JOKYMEHTaAMH:

o 3akoHoM Poccuiickoit ®enepaunu ot 29.12.2012r. Ne273— ®3 «O6
obpazoBanuu B Poccuiickoii ®enepanuuy, cT. 35;

« ®epnepaneupiM 3ak0HOM Poccuiickoit @enepanuu ot 29.12.1994 r. Ne 78-D3
«O OUOIUOTEYHOM JENeR;

« HMucrpykuuein ot 24.08.2000 r. Ne 2488 «O06 yuere GubnnoreuHoro Qouga
O61bn1oTex 00pa30BaTENBHBIX YUPEKACHUN,

 IlopsnkoM y4yeTra TOKYMEHTOB, BXOJSILINX B COCTaB OUOJIMOTEUHOro (hOHIA OT
08.10.2012r. Ne1077;

« IIucemom MuHucrepcTBa oOpa3oBanus U Hayku Poccuiickoit ®enepaiu oT
08.12.2011r. Ne MJI-1634/03 «O06 wucnonb3oBaHUM y4eOHHKOB B 00pa30BaTebHOM
npoueccey;

1.2.  Hacrosiiuee [IlojoxxeHue  sBAsSETCS  JIOKAJIBHBIM ~ AaKTOM  ILKOJIbI,
paccMaTpuBaeTCs M IIpUHUMaeTcss Ha 3acedaHud [lemaroruueckoro cosera,
YTBEPIKIAAETCS MIPUKA30M JUPEKTOpa LIKOJbI. MI3MEeHeHHUsI U JOIMOJHEHUS B HACTOSIIEE
TI0JIO’)KEHHE BHOCATCS B TAKOM K€ MTOPSIKE.

1.3. Tlonsatus, ucronszyemsie B [TosnoxeHuu:
e bubnuoreunsiii ¢GoHI - ymHopsIOYEHHAs: COBOKYMHOCTb  JOKYMEHTOB,

GopMupyemast Ui XpaHeHHs U MPEJOCTABIEHHS BO BPEMEHHOE I10JIb30BAHHUE
NOJIB30BATEIISIM (UUTATENISIM).

e JlBmxeHne (oHAAa - Mpolecc IOCTYIUIGHHUS ¥ BBIOBITHS JIOKYMEHTOB,
OTpa)kaeMbli B OUOIMOTEUHON YUETHOHN TOKyMEHTAIMH.
e JIOKyMEHT - MaTepHalbHbIi OOBEKT ¢ 3apUKCHPOBAHHONH Ha HEM

uH(opManuell B BUie TEKCTa, 3ByKO3AIKUCH WM H300pakeHus!, MpeaHa3sHaYeHHbINA ISl
€e IepeJayd BO BPEMEHM M IIPOCTPAHCTBE B LEISIX XPAaHEHHS M OOIIEeCTBEHHOI'O
MCIIOJIb30BaHMUS.

e AynuoBusyanbHbli  gokymeHT (ABJI) -  1gokymeHT,  coaepaiuuii
1300pa3sUTENbHYIO U (MIK) 3BYKOBYIO U TEKCTOBYIO MH(POPMALIMIO, BOCIIPOU3BOIUMYIO C
TIOMOILBIO TEXHUYECKUX CPEJICTB.

e YueOHMK — yueOHOE W3IaHUe, CoJieprKalllee CHUCTEMATHYECKOE HU3JI0KEHUE
y4eOHOH JIUCLMIUIMHBL, COOTBETCTBYIOIIee Y4eOHOH mporpamMme H O(QHLUAILHO



YTBEPXKJCHHOE B KavyeCTBE HNAHHOrO BUAA. MoOxeT ObITh MpEeJICTaBlieH B MEYaTHOW U
ANIEKTPOHHOM (opme.

e YuebHoe mocobue — ydeOHOe H3aHHE, MOIMOJHSIONIEE HIIM 3aMEHSIOLIEe
YaCTHYHO HIIM TMOJHOCTBIO y4eOHUK, OQUIIMAIIBHO YTBEPKIAEHHOE B KAYeCTBE JAHHOI'O
BU]IA.

® YyeOHO-METOOMYECKUEe MaTepHalbl — COBOKYITHOCTH MAaT€pPHUaoB, B MOJHOM
obbeMe obecrnevrBarOIUX MperogaBaHie JaHHOW THCIUIUIMHBI (ATIachkl, KOHTYPHBIE
KapThbl, IOYPOYHOE IUIAHUPOBAHUE, CPEACTBA KOHTPOJIA 3HAHUH, CIIPABOYHBIC U3/IaHUS,
paGo4ue nporpaMmsbl U T.J.).

e AynuoBusyanbHbli  nokymeHT (ABJI) -  jmokymeHT,  coaepianiuid
1300pa3UTENIbHYIO U (UJIN) 3BYKOBYIO U TEKCTOBYIO HH(BOPMAIIHIO, BOCIIPOU3BOIUMYIO C
TIOMOILBIO TEXHUUECKUX CPEJICTB.

e nauBunyanbHBI yuyeT - peructpauusi B ydeTHOW ¢opme (HHBEHTapHas
KHHUra) KaX[0ro SK3eMIUIsipa NOKyMEHTa, MOCTYMaromero B (oHA OMOIHOTEKH WM
BBIOBIBAIOILIETO U3 HETO.

e lckmouenne NOKYyMEHTOB U3 (OHMAA - U3bsATHE W3 OUOIHOTEYHOro (hoHIA U
CHATHE C ydyeTa OMOIMOTEKM He NPOQUIBHBIX, BETXHUX, Ne(PEKTHBIX, TyOJETHBIX,
yCTapeBLIMX JJOKYMEHTOB, a TAK)Ke yTPadye€HHBIX MO KAKUM-TTUO0 TPUYHHAM.

e Ilocrynnenne B ¢GoHn - nomnoigHenue QoHma OMOIMOTEKM B pe3yibTare
LHEHTPATU30BAHHOIO KOMIUIEKTOBAHUS, IOKYIIKHM, TMOANKMCKH, NapeHus, oOMeHa WM
moboro apyroro crnocoba npuodpeTeHus JOKYMEHTOB.

e CyMMapHBIii y4eT - perucrpalnus B ydeTHOW ¢opme (KHHIra CyMMapHOIo
y4era) BCeX BHUJOB JOKYMEHTOB MApPTHSIMU C LENbIO MOJYYEHUs TOYHBLIX CBEIEHUMU O
BEJIMYMHE, cocTaBe (oHAa OUOIMOTEKM W TPOUCXOASIIUX B HHX HM3MEHEHHUAX
(moctymiieHue, COCTOSIHUE, BBIOBITHE).

e Yuyer OuOmMOTEYHOro (QoHAa - KOMIUIEKC OIepaluii, o0ecreurBaronX
(QuKcalMI0 CBEJEHUI O BEeJIMYKMHE, COCTaBe M JBUXKEHUH (DOHMIA 110 YCTAHOBJIEHHBIM
PaBUJIAM.

e DK3eMIULIp - OTAENbHAas eIUWHMIA JIOKyMeHTa, BKIoYaemas B (DOHI WM
BbIOBIBAIOIIAS U3 HETO.

1.4. bubnuoreunsit  (HOHA  IIKOJBI  COCTOMT W3  OCHOBHOTO W
CIeLUATIM3UPOBAHHOTO.

OcHoBHO# QoHI BKITIOYAET:

e XyIOXECTBEHHYIO JIMTEpaTypy — OTEYECTBEHHYI0O W  3apy0exHY1o,
KJIACCUYECKYIO U COBPEMEHHYIO;
e OrtpaciieByro JudTepaTypy — HayyHble, Hay4HO-IIOMYJISpHbBIE, Y4eOHO-

METOAUYECKHE U3JaHUs 10 BCeM YyuyeOHBIM MpeameraM U oOpa3oBaTesbHO-
BOCIIMTATEJIbHBIM HAIPABJIEHUSM, KOTOPbIE pealn3yeT OpraHu3alus B paMKaX OCHOBOM
oOpa3oBaTeIbHON MPOrpaMMBbl;

e CnpaBoyHO - Oubnuorpapuueckre H3JaHUS — CIPABOYHHKH, CJIOBAPH,
SHUUKJIONEINH;

e [leproguueckue U3NaHUS-KYPHAIIBI, Fa3eTh;

e JlurepaTypy IO COLMAJIBHOMY M MpO(ecCHOHATEHOMY CaMOOIpeaeIeH IO
yualuxcs

Cneunanu3upoBaHHBIN OMOIHOTEYHBIN (DOH BKITFOYAET:

® BCe YUCeOHUKH,

e yyeOHBIE MOCOOUs;



opdorpaduueckue ciosapw,
MaTeMaTU4YeCKUe TabIUIIbI,
COOpPHUKH yIIpa)KHEHHH U 3aj1a4;
IIPaKTUKYMBbl; KHUTH /1 YTCHMUS,
XpecToMaTuu; pabodue TeTpaiy;
IIPOrPAMMHO — METOJUYECKHUE MaTepHUaIb

II. Yuer donaa

2.1. Yuer 6ubnnoreyHoro GoHaa oTpaxkaeT MOCTyIJIEHHE JTOKYMEHTOB B (DOHII,
BbIOBITHE M3 (DOHIA, BEJIMYMHY BCero OUONMOTEYHOro (hpOHIA U CIYKUT OCHOBOH JUIS
OTYETHOCTH OMONMOTEKH, TNIAHUPOBAHUS €€ AeSATEeIbHOCTH, 00eCIIeueH s COXPaHHOCTH
(GoHIa, KOHTPOJIS 32 HATUUMEM U IBHXKEHHEM JOKYMEHTOB.

2.2. YyeTy noajexar Bce BHJBI JOKYMEHTOB, BKJIIOUYEHHBbIE B OMOIMOTEUHBIN
¢Gonx. Onepamuu 10  ydeTy MPOM3BOAATCS  OTBETCTBEHHBIM  MEJaroroM  —
OubnuoTekapeM, CTOMMOCTHOM yd4eT BeeTcsi Oyxranrepuedl y4eGHOro 3aBeeHusl.
Caepky naHHBIX OUOIMOTEKH U OyXTaiTepud He0OXOIUMO IIPOU3BOIUTE €KET0/IHO.

2.3. K Bezient1o yuera npeabsBIsIOTCS ClIeaytole TpeboBaHus:

- IOJIHOTA U JOCTOBEPHOCTh YUYE€THON HH(MOPMALIHH;

- IOKYMEHTUPOBaHHOE O(QOPMIIEHHE KaXIOTO MOCTYIUIEHUSI B (OHJ U BHIOLITHS
u3 hoHAa,

YHuQukanus BUIOB, cOCOOOB U €IWHHMI] y4eTa JOKYMEHTOB B OMOIMOTEKax
obecrieunBaeTcsi COOJIONEHUEM CTAHAAPTOB M HOPMATHBHBIX JOKYMEHTOB 11O
Oubnuoreunomy neny Poccuiickoit @eneparyiu u TpeGOBaHUN HACTOSIIENO MOPSIIKA.

2.4. Yuernas uHdOpMalMs, NpeAcTaBlieHHas KaK B TPaJWLMOHHON, Tak W B
KOMIIBIOTEPHOM (hopmax, UMeeT OAMHAKOBYIO IOpHUIMYECKyIo cuily. Ha paBHBIX mpaBax
MOTYT  HCIIOJIb30BaTbCs ~ OJIAHKM  Y4YeTHBIX  JOKYMEHTOB,  HM3IOTOBJIEHHBIE
nonurpaduyeckuM crnocobom, W OsaHKH, pacliedaTaHHble Ha TpuHTEpe. OHU MOryT
ObITE cOpPMHUpPOBaHBI IMPU ITOMOINM CTAHJAPTHBIX MPOTPAMMHBEIX I1aKETOB WM
WHIMBUYaJIbHBIX IPOTpaMM, CO3JaHHBIX Ui BeleHUs ydyeTa (DoHIA B KOHKPETHOMU
oubnuorexe.

2.5. Vuer, Bxomamux B OUOIMOTEUHBIH (HOHI ayaMOBH3YalbHBIX JIOKYMEHTOB
(rpaMIUIaCTUHOK, KOMIIAKT-IUCKOB, (OHOrpaMM, IHAGHIBMOB, KOMIIBIOTEPHBIX
y4€OHBIX ITPOrpamMM U T.A.), OCYILIECTBISAETCS B COOTBETCTBUH C JAAHHON WHCTPYKIIUEH.
Enunnnamu ydera dhonga MUKpo(OpPM SBISIOTCS: IS MUKPOQHMII - Ha3BaHHE ¥ (UILIa,
11 MMKpOoOHIBMOB - pyjoH. EnuHunamu ydera (oHIa 3JIEKTPOHHBIX W3IaHMI
ABJIAIOTCA: AucKera U onTuyeckud muck (CD-ROM u wmynbTuMenwa), a Tak Ke
Ha3BaHuWe. JlMCKeTa - MPHIIOKEHWE HE YUYMTHIBACTCSI KaK OT/ENbHBIN IK3EMILISp, €CIIu
npeacTapisieT coOol BKIIAAKY (BIIOKEHHE) B U3aHHE.

2.6.Yuer MOCTYTIJIEHU I JIOKYMEHTOB B bonn OCYIIECTBIISICTCS
nddepeHIUPOBaHHO, MyTeM WX pa3JelieHdsi Ha JOKYMEHTBI JUIMTEILHOI0 |
BPEMEHHOI'0 XPaHEHHSI.

2.7. Yuety s AJIMTENBHOrO XpaHEHUs C IPUCBOCHUEM MHBEHTAPHOIO HOMeEpa
MOJUIeXaT JOKYMEHTBI, IIpelHa3HAa4YeHHblEe Ui YJOBJICTBOPEHHs TEKYIIEro W
IIPOrHO3UPYEMOIO YHUTATEIBCKOIO CIpOCa, HE3aBHUCHUMO OT BHJA JOKYMEHTa, €ro
o0beMa, TeMaTHKH M JApYrux (OpMalbHBIX TNpPU3HAKOB. VIHBeHTapHBlE HOMEpa
IPOCTABJISIFOTCS HAa TUTYJIBHOM JIMCTE U HAa CEMHA/ILIATON CTPaHUIIEe TEKCTa JOKYMEHTA.

2.8. Y4ery mid BpeMeHHOro xpaHeHus (0e3 MHBEHTApHBIX HOMEPOB) IMOJIEkKAaT
JOKYMEHTBI, COoAepXKallhe HH(OOPMALUI0 KPAaTKOCPOYHOTO 3HAYEHHS, B CBS3M C 4YeM
MCKJIIOYaroTCsl U3 (hoHa OUOIMOTEKH uepe3 HeNpOoJO/DKUTENbHBIN epruol BpeMeHu. K



(QoHIy BpEMEHHOro XpaHEeHMsI OTHOCATCS Opounopbl (06beM — 1m0 48 crpaHwir),
JUCTOBKU (00BeM A0 4 cTpaHuL), KaJeHAapH, IJIaKaTbl, IPOrpaMMbl, METOJAUYECKHE
pa3paboTKM, MaTepuaibl, MOAJEXKAIHe TII0Cie CIHCAaHHWs pas3jade ydaluuMmcs |
nejaroraMm (KOHKpETHBIN NepedeHb OUONIMOTEKH OIpelesIsIIOT CaMOCTOSITEILHO ).

2.9. JIoKyMeHTBI, BKJIOYaeMmble B (GOHA OMOJHOTEKH, MAapPKHUPYIOTCS
(LITEMIIEIIFOIOTCS) HA TUTYJILHOM JIMCTE ¥ CEMHA/IaTON CTPAHMIE KaXK/I0ro JOKYMEHTa.

OcHoBHBIE ~ TpeOOBaHUs K  MapKUpOBKE  JOKYMEHTOB:  0003Ha4yeHHe
IPUHAJICKHOCTH K KOHKPETHOMY 0011e00pa30BaTeIbHOMY YUpeXJAEeHHIO, 3CTETHKA,
JOJrOBEYHOCTE MAapKUpPOBOYHOIO 3HaKa. Bce BuAbBl UW3MaHWUH, ABJISIOLIUECS
MPUI0KEHHEM K OCHOBHOMY JOKYMEHTY, MApKUPYIOTCS, HA HUX MPOCTABIISIOTCS T€ Ke
PEKBU3HUTBL, YTO U HA OCHOBHOM JIOKYMEHTE.

2.10. OTBETCTBEHHOCTh 3@ IMPABHIIBHYIO OpPraHHU3aIUI0 ydeTa OUOIHOTEUYHOrO
Gonma HeceT nUpeKuHs 0O0IIEOOPa30OBATENBHOIO YYPEXKIEHUS U COTPYIHUKH
OMOIMOTEKH B COOTBETCTBUHU C JOJDKHOCTHBIMU O0S3aHHOCTSIMH.

III. CymmapHbIii y4eT J10OKYMEHTOB

3.1. CymmMapHbIi yd4eT BceX BHJIOB JIOKYMEHTOB, IIOCTYMAlOMIMX MK
BpIOBIBAIOIMX M3 (oHma OMONIMOTEKH, TMPOUBBOAMTCA MAPTHSIMU [0 OJHOMY
CONPOBOJMUTEIBHOMY HNOKYMEHTY (cueT-(QakTypa, HakjaJaHas, peecTp, akT). B ciydae
OTCYTCTBHSI ~ CONPOBOAMTENBHOIO JOKYMEHTa COCTaBlsieTcs akT mpuema. [lpu
OOHApYXEHUM  pacXOXIEHWA B  NPUHUMAEMBIX  TAPTHSIX  C  JIAHHBIMH
CONPOBOJMUTEIBLHOIO JOKYMEHTA, a TaKKe IMPUCIaHHBIX 0e3 3aKka3a HEHYXHBIX HWJIH
Ne(EKTHBIX JOKYMEHTOB, OpraHM3allMH-TIOCTABUIMKY MPEAbABISIOTCS MPETEH3UH B
TE€YEHHE OJHOIO MECsLa C MOMEHTA MOCTYIUICHHUS TapTUH JJOKYMEHTOB.

3.2. ®opMoii CyMMapHOT0 y4eTa SIBISIeTCS] KHUra CyMMapHOT0 y4eTa, COCTOsIIast
U3 TpeX YacTeu:

-4vactsh | - "[loctynnenus B poHpa";

- 4acTh 2 - "BriObITHE U3 hoHma";

- 4yacThb 3 - "Urtoru asuxenus ¢pouma'.

3.3. CsemeHuss O TOCTYNUBIIMX B OUOJHOTEUHBIH GOHA HTOKYMEHTax
¢buxcupyrorcs B nepsoil yactu "Kuuru cymmapaoro ydera 6ubauorednoro douga" B
nokasarensx: pgara M N 3anMcu, HWCTOYHHMK ToctyruieHus, N u (uad) jgara
CONPOBOAMUTENILHOTO JOKYMEHTa, KOJUYECTBO MOCTYMUBIIUX NOKYMEHTOB, Ha CYyMMY,
BCEr0 Ha3BaHWM, B TOM YMCIE IO BHJAM H3JaHUN (KHUTH, XKypHaJbl, OpOIIIOPEI,
y4eOHble KOMIIBIOTEpHbIE MPOrpaMMbl W JIpyrWe BHIAbI JTOKYMEHTOB, I10 s3bIKam
(pycckui, HAUWOHANBHBIM, WHOCTPaHHBIH), M0 coxepkanuio. ObA3aTeNbLHO
BBIJCIAIOTCS rpadbl Ul ydeTa JIMTEPaTypOBENEHHs, S3bIKO3HAHHUS, JIE€TCKOU
IICUXOJIOTUH, Xy0XXECTBEHHOM U I1eJarOrMYeCKOM JIMTEpaTyphl. YUeT APYrux pas3zielion
(donzna ocymectBisiercss OUOTUOTEKONM HMCXOMAsS W3 CTPYKTYphl (GOHIA W CrenupUKu
0011e00pa30BaTENBHOTO YUPEK ICHHUS.

3.4. CBenenus o BBIOBIBUIMX U3 OUOIMOTEKH TOKYMEHTaX OTPaKarTCsl BO BTOPO#
yacti "KHUru cyMmapHoro ydera OubOnuoreyHoro ¢oHma" ¢ yKazaHHEeM IMPHYMH
ucKioueHus. g ydyeta U KOHTPOJIS CIIMCAHHBIX JOKYMEHTOB BBOJSITCS TOKAa3aTeJn:
"Ilepenano", "[Iponano”, "Cuano B makynarypy". [lepeaya 10KyMeHTOB B KaOUHETBI
00111e00pa30BaTENILHOTO YUPEXIeHUS! GUKCUPYETCS PACITUCKON MOTYHaroIeil CTOPOHBI.
Ilepenaua 1OKyMEHTOB ApyruM o00111€00pa30BaTEeNbHBIM YUPESKICHUSIM O(DOpPMIISETCS
aKToOM IpueMKu-nepenayu. [Ipomgaxke mMoryt mojjexarb JOKYMEHTBI, CIIMCAHHBIE IO
nybneTHocTM UM HenpodUIbHOCTH. JIOKYMEHTBI, TmepedaHHble B  MakylaTypy,
CONPOBOXAAIOTCS KBUTAHLUMEH O cJade, MNPUIAraloTesi K akTy W IepealTcs B



Oyxranrepuio. CpencTBa, BEIpYUSHHBIE OT MPOJAKH JOKYMEHTOB, a TaK e OT CIaul UX
B MakxyJlaTypy IOCTYIAlOT Ha pPacYeTHBIM CUeT y4YpeKJeHUS U HCIOJIB3YIOTCS ISl
nonosHeHus GoHxa OUOIUOTEKH.

3.5. Utoru aBuxeHHs (poHa MOABOAATCS B 005A3aTe/IbHOM MOPSAKE 3a roi. B
3aBHCHUMOCTH OT IIPHHATOIO NOPSAJIKA ydyeTa B OUOIHOTEeKe UTOTH IBHKeHUs hoHaa
MOTYT ITOJBOAMTHCS 38 KBapTajl UK 3a MOJIyTO/IHUeE.

3.6. Habop nokasateneil, oTpaxarolux pacrpeeieHie J0KyMEHTOB 110 BUIaM U
CONIEPXKAHMIO, HIEHTHYeH BO BcexX Tpex uvactax "Kuurm cymmapHoro yuera
o6ubnuoreunoro douma"

IV. UnpuBuayaibHblil y4eT 10KYyMEHTOB

4.1. MnpuBuayanbHeId ydeT KakAOro dK3eMIUIspa HOKYMEHTAa MPOU3BOIAMUTCS C
MIOMOIIIBIO METOJOB MHBEHTAPU3ALUU C IPUCBOCHUEM JIOKYMEHTY HWHBEHTApHOTO
HoMepa. VIHBeHTapHbIi HOMEp 3aKperuisieTcss 3a JAOKYMEHTOM Ha BCE BpEMs €ro
HaX0XAeHUs B GoHae OUOTHOTEKH.

4.2. ®opmamMu UHAMBHIYaJBHOTO Yy4YeTa JOKYMEHTOB SBIISIOTCS KHIDKHAS
(MHBEHTapHasi KHUra) U KapTo4yHas (KapTodka anaBUTHOTO Karaiora, KapTOTeKH yueTa
NEPUOIUYECKUX U3TaHUN).

4.3. TpeboBaHUsI K KHI)KHOU (hOpMe WHIUBUIyaIbHOIO yYeTa:

- UIHBEHTapHasi KHUra B 00513aTeJIbHOM MOPSAKE CONCPKHUT CIIETYOIIHe
MIOKa3aTeJIM: JlaTa 3alucu, HoMep 3anuck B "Kuure cymmapHoro ydera 6MOJIHOTEYHOTO
(GoHnza", MHBEHTapHBII HOMEp, aBTOP U 3arjiaBue, I'oJl U3/aHusl, [IeHa, OTMETKA O
nposepke GpoHa, HoMep akTa BbIObITHS. B rpade "[Ipumeuanue” ykaspiBaeTcs HaMune
M BHJI IPUJIOXKEHHUS K OCHOBHOMY JTOKYMEHTY, OCOOCHHOCTH M3aHHMsI, UCIIPABIEHHbIE
OLINOKH;

- MHBEHTapHas KHUra JOJDKHA OBITh IPOHyMEpOBaHa MO CTPaHWIAM M 3aBepeHa
IUPEKTOpoM 001Ie00pazoBaTe/IbHOIO yupexaeHus. [locie 3amonHeHuss WHBEHTAPHOM
KHHUTH Ha IOCJENHEH CTPaHMIE NPOCTABISIOTCS MOPSIKOBBIE WHBEHTApHbIE HOMeEpa
BIIMCAHHBIX JJOKYMEHTOB (OT - [10) U CTaBUTCS IOJITUCH 3aBeytolel OMOIMOTEKOI;

- IOKyMEHTBI BpDEMEHHOI'0 XpaHEeHHUs B UHBEHTAPHYIO KHUTY HE BHOCSITCS,

- 3aIlUCU B MHBEHTAPHOM KHUTe JenaroTcs pazdopumnBo. VcnpaBineHHble OMIMOKH
¢ukcupytorcss B rpade  "l[lpumeuaHuws" W 3aBepsAIOTCA  PYKOBOIHMTEJEM
00111e00pa30BaTEIbHOTO YUPEIKICHHUS;

- NepeuHBeHTapu3alus  OubIHOTEeYHOTO dbonma  waM  mepenucka
(BOCCTaHOBJIEHHE) HWHBEHTAPHBIX KHUT JIOMYCKAIOTCS TOJIBKO MPH Ype3BLIUalHBIX
00CTOSTENBCTBAX IO MUCBMEHHOMY MPUKa3y pPyKOBOAMTENsI 0011e00pa3oBaTeibHOro
YUPEXKICHHUS.

4.4.TpeGoBaHMsI K KApTOUHON OpME WHAUBUIYAIBHOTO yyeTa:

- KapToukKa aji(paBUTHOIO KaTajora COAEep KUT ClIeIyIOIIne JaHHbIE: MTOJHOE
Oubnuorpapuyeckoe onucaHue JOKYMEeHTa, LIeHa Ha MOMEHT IMPUOOpeTeH U,
VMHBEHTAapHBIA HOMED (YKa3bIBaeTCs B IPAaBOM BEPXHEM YTy 000pPOTHON CTOPOHBI);

- Ha OZJHOM KapTOYKe yKa3bIBalOTCs MHBEHTApHbIE HOMEpa BCEX DK3EeMILISPOB
OJIHOTO M3JaHUsl IOKYMEHTa;

- IIpY BBIOBITUM TOKyMeHTa U3 (poHaa OMOIHOTEeKH KapToUuka anhaBUTHOIO
KaTtajora yHu4yToxkaercs. [Ipu sk3eMIIipHOCTA JOKYMEeHTa HHBEHTApHBIA HOMEep
CITUCAaHHOTO JIOKYMEHTa BBIUEPKUBACTCS;

- KapTouyKa Ha (OHJI BpPEMEHHOI'0 XpaHeHHUsI BKIIFOYAeTCs B all(paBUTHBIM KaTaior
Y UCKJIIOYAETCs U3 Hero 1o UCTeUeHUH CpOKa XpaHeHHUS;



- KapToyKa KapTOTEKH y4yeTa MepUOIUIEeCKUX U3JaHUH COIEPKUT CIIeIyIoIne
JIaHHbBIE: TIOYTOBBIM MHEKC U3/1aHusl, HA3BaHHUE, IEPUOJUYHOCTb, HOMED U JIaTy
MOCTYIUICHUsI B OMOIHOTEKY;

- Kaproyka odopmiseTcs Ha KaXAbId TOJ TMOMIHUCKH W YHHYTOXKAETCA C
HCTEYEHHUEM CPOKA XPAHEHUS NEPUOTUIYECKUX W3TaHHH.

V. Ilopsaaok y4yera ¢poHAa y4eOHOI TUTEPATYPBHI.

5.1. bubsuoreuHblii (OHA WIKONBHBIX YYEOHHKOB YYHMTBHIBAETCS M XPaHHUTCS
OTZIeNIBHO OT OCHOBHOTO (DOH/IA IIKOJIBEHOM OUOTHOTEKH.

5.2. K OubnnoreuHoMy ¢GoHIy y4eOHOH JHMTEpaTypbl OTHOCATCH YUEOHUKH,
y4eOHble mocobusi, opdorpaduveckne clioBapu, MaTeMaTHUeCKUe TabIMIbl, COOPHUKH
YIPaXHCHUH M 3ajJa4, NPAKTUKyMbl, KHUTH JUli YTEHHs, XPECTOMATHH, paboune
TeTPalH, aTylachl, KOHTYPHbIE KapPThI.

5.3. Yuér oubnunoreuHoro GouHaa yueOHOU TUTEPATYPhl OTPAXKAET MOCTYIIIIEHHUE,
BbIOBITHE, OOIIYIO BeTUUUHY (QOHIA YYeOHHMKOB, U CIIY)KHT OCHOBOM €ro MPaBUIILHOIO
(GopMHpOBaHMs, 11€1€BOr0 HCIOIb30BAHUS U COXPAHHOCTH, OCYIIECTBIEHUS KOHTPOJIS
33 HAJIMYUEM U JIBUKEHUEM Yy4eOHUKOB.

5.4. Yyer OubauoTeyHoro (oHAA IIKOJBHBIX YUYeOHHKOB OPraHU3yeTcs B
COOTBETCTBHM C OCHOBHBIMU TIOJIOXKEHUSMH MeTONUYeCKuX peKOMeHIA|i 110
npuMeHenuro  «MHucTpykuun o6 ydere OubnmoreyHoro ¢oHma B OuGiIHOTEKaxX
00pa3oBaTeNbHBIX  YYPeXICHUI», yTBepxIeHHbIX [Ipukazom  MuHHCTepcTBa
oOpazoBanus ot 24.08.2000 Ne 2488.

5.5. Ilpouecc yuera O6ubaMOTEUHOro QoHAA Y4YeOHHKOB BKIFOYAET: IIPUEM,
[ITEMIIEIEBAHUE, PETUCTPALIUIO TOCTYIUICHUS, paclipeieieH sl TI0 KJlaccaM, BhIOBITHS, a
TaK)Ke N0JBEICHUE UTOTOB ABIKEHUs (DOH/IA U €ro IPOBEPKY.

5.6. Bce omepauuu 1o yd4é€ry NpOU3BOAATCS OTBETCTBEHHLIM II€aroroM -
O1bMOTEKapeM, CTOMMOCTHBIN YU€T Beércs Oyxrainrepueil, 00CiyKUBAIOIIEHN ILKOITY.
VnBeHTapusanus yuyeOHoro (oHIa U cBepKa JaHHBIX OHONHOTEKH W OyXraarepum
IIPOBOAMUTCS €KETOIHO.

5.7. Yder OubnuoTeyHoro ¢oHga Y4eOHMKOB OCYIIECTBISIETCS TIPYIIOBLIM
crocoboM M Belercs B JOKyMeHTax: «KHura cymmaproro yuera», «Xypuan yuera
yueOHHKOBY, «TeTpanp yueTra yueOHBIX MaTepUaIoB BPEMEHHOTO XapaKTepay.

«Knure cymmapnoro ydéra» (manee - KCVY). KCVY y4ueGHHKOB XpaHUTCS B
OubNIMOTEKE MOCTOSHHO.

5.8. KCV cocrout 13 Tpex yacTeu:

Yacte 1. IToctymuienue B ¢onn. B oTy yacTh 3amuceiBaeTcs o0iee KOJIMYECTBO
MOCTYNUBUIMX YYeOHUKOB U UX CTOUMOCTB C 0053aTeNIbHBIM YKa3aHHEM HOMepa M J1aThl
CONPOBOAUTEIILHOIO JOKyMeHTa. Homep 3amucu exeroaHo HaunHaercs ¢ Ne 1 v uaér
10 MOPSAJIKY MOCTYTIJICHHH.

Yacte 2. BeiObiTHe u3 doHga. B 9Tol 4acTH 3amuchiBatOTCs HOMEpa aKTOB Ha
CIIMCaHHE Y4YeOHMKOB C yKa3aHHEM [aThl YTBEP)KIEHHs aKkTa W OOLIEro KoJIM4ecTBa
CIIMCaHHBIX Y4eOHMKOB Ha oOuryro cymmy. Hymepanws 3ammceil 0 BbIOBIBIINX
U3JIaHUSAX U3 TOJa B FOJI ITPOI0JKACTCSL.

Yacte 3. Htorn yuéra aswkeHus (GoHmoB. B TpeThel 4acTH 3ammChIBAIOTCS
UTOIY JBUXEHHS (oHJ1a yUeOHUKOB:

o 00Iee KOJUYECTBO MOCTYNUBIIMX YYeOHHKOB 3a TEKYIIH T0J], Ha CyMMY;

+ o0lIee KOJIMYECTBO BHIOBIBIIMX Y4eOHUKOB 38 TEKYIIUH TOJ, Ha CYMMY;

o oOOllee KOJMYECTBO YUEOHUKOB, COCTOSIIHX Ha ydyere Ha | siHBaps
MOCIEAYIOLIEro rofa, Ha CyMMYy.



5.9.  MHMupuBuayanpHbIM (rpynmnoBoil) yu€rT ydeOHHMKOB OCYIUECTBISETCS B
«KypHane yuera y4yeOHMKOB» M KapToTeke Yyué€ra y4eOHMKOB Ha KaTaJOXKHBIX
KapTouKax CTaHJapTHOro pasmepa. Ha kaprouke yka3plBaeTcs pErucTpaLlMOHHbBINA
HoMep, Oubnuorpaduyeckoe omnucaHue ydeOHMKA, CBEIEHUS O  KOJUYECTBE
MOCTYNMUBIIUX Y4YEOHUKOB C yKa3zaHHeM IeHbl. [Ipy HEOAHOKpaTHOM MOCTYIJIEHUH
yueOHUKA, HE UMEIOIIEM OTJIMYUH, KpOME roJa M3JaHWsA U LEHbI, BCE MOCTYILICHUA
3aHOCATCS Ha EOWHYK0 KapTouky. Ecnu ke B y4deOHHKE BHECEHbI JOIOJHEHHS H
M3MEHEeHHUs, TO Ha Hero 3aBOJUTCS HOBas KapTouka. KapTouku paccTaBistorcsi B
y4€THYIO KapTOTEKY 10 KJlaccaM, a BHYTPU KilaccoB — M0 npenmMeram. [locre crivcanus
BCeX Y4eOHMKOB KQpTOUYKU U3BIMAIOTCS U3 KAPTOTEKHU.

5.10. Yyéry nmoanexar Bce BHIbl y4eOHMKOB M y4eOHbIX mocoOuil. PaGouue
TeTpaad, AUIAKTUYECKUEe MaTepuasbl, TaOIMIIbl, IPOIMCH, KOHTYpPHbIE KapThl, aTachl
SIBIIIIOTCSL IOKYMEHTaMHU BpPEMEHHOro Xapaktepa. Mx yuér mpousBoautces B «Terpaau
yuéTa TOKYMEHTOB BPEMEHHOI'O XapaKTepay.

5.11. VYueOHUKH, yTepsiHHbIE U NPUHATHIC B3aMeH, y4uThIBatoTcsi B «Terpanu
yuéTa YTEepsSHHBIX M IPUHATBIX B3aMEH Y4Ye€OHUKOB». B3aMeH yTepsiHHbIX WU
UCIOPYEHHBIX Y4YEOHHMKOB MPUHHUMAIOTCS YYeOHHMKH TOrO >K€ Ha3BaHUs, aBTopa H
U3JaTeJIbCTBA.

5.11. Cnucanue y4yeOHUKOB IPOBOJUTCS HE pexe oAHoro pasa B roj. Ha
KaX bl BUA cnucaHus («Betxuer, «YcrapeBiye 1o COAEP)KaHUIO») COCTABISAETCS aKT
B 2-X 3K3eMIUIsIpax, KOTOPbIA MOJANUACHIBACTCS KOMUCCUEN U YyTBEPKIAAETCS TUPEKTOPOM
mwkosbl. OOUH 3K3eMIULSIp aKTa XpaHUTCs B OubiuoTeke, Apyroil nepenaércs Iox
pacnmucKy B OyXrajrepuro, KoTopas IMPOU3BOAUT CHHUCaHUE C OanaHca IIKOJIbI
yKa3aHHOM B aKT€ CTOMMOCTH yuyeOHMKOB. CIMCaHHBIE 10 aKTy YYEOHMKH CHAIOTCs B
COOTBETCTBYIOIIIME OpraHM3alKK MO 3aroTOBKE BTOPUYHOIO ChIpbs. [IeHbru OT chauu
y4eOHHMKOB BHOCSITCS HA paCUETHBINA CUET LIKOJIBI.

5.12. Yacth y4yeOHMKOB, HaxXOIAILIMUXCS B YJOBJIETBOPUTEIIBHOM COCTOSHHH,
MocJie CIUCAaHMUsI MOXET BbIJABaThCs YyalllUMCSl Ui MOArOTOBKHM K JK3aMEHaM,
nepefaBaTbCcsl B y4yeOHble KaOWHEThl WJIM HCIOJIB30BaHbl I PEMOHTA JPYrHX
yUeOHHUKOB.

VI. YueT BbIOLITHSI JOKYMEHTOB U3 OHO/HOTEeYHOro hoHaa

6.1. BeiObiTHe nOKyMeHTOB U3 (oHAa odopmisieTcsi akToM 00 HCKIIOUEHUU U
orpaxkaercsi B "KHure cymmapHoro ydvera" U B (opmMax HHAMBHIYaJIbHOIO Yyd4eTa
donna. B kaxxnom akte (UKCUPYIOTCSI CBEIEHMS O JOKYMEHTaX, UCKIOYaeMbIX [0
O/IHOW TMpHUYMHE: BETXOCTh ((u3Mueckuid M3HOC), AePEeKTHOCTh, YCTapesaocTh 10
collep)KaHHIO, AyOJeTHOCTh, HenpoUIbHOCTh, yTpara. lIpu cnucaHuM Nno npUyvuHE
yTpaThl yKa3aTh KOHKpPETHbIE 0OCTOSTENLCTBA YyTPaThl: Mpornaxa U3 (OoHJ1a OTKPBITOrO
noctyna wid 1o MBA, yTepss udWTarensMu, XUIIeHWe, B pe3yibTare OeaCcTBUM
CTUXMHHOTO M TEXHOTEHHOTO XapakTepa, I10 HEYCTAHOBJIEHHBIM IPUYMHAM
(Henmocraya).

6.2. K akTy npunaraercsi ClIMCOK JOKYMEHTOB, [10JIEKAIIUX UCKIIIOYEHHIO.

6.3. AKTbl Ha CHMCaHUe W3JaHUH, YTPAyeHHBIX B pe3yJbTaTe yTepH, IOpYH,
XWILEHHUs, 0eICTBUN CTUXUIUHOTO U TEXHOT€HHOI'O XapaKTepa, IIPU OTKPLITOM JOCTYIIE K
boHIy,  YTBEpXIAlOTCS  HAa  OCHOBAaHMM  COOTBETCTBYIOIIMX  JOKYMEHTOB,
MOJITBEPXKAAIOIIUX yTPaTy (IIPOTOKOJ, aKT, 3aKIIOUEHHUE U T.[1.).

6.4. JIOKyMeHTBI, IPUHSATBIC OT MOJb30BaTeNlel (UnTaTeslell) B3aMeH yTepsSHHBIX,
bukcupyrorcss B "Terpagu ydera [JOKyMEHTOB, IPUHATBIX OT I10Jb30BaTesIeH
(untaTenei) B3amMeH yTrepsHHbIX"'. Ha oOCHOBaHMM cHenaHHBIX B HEH 3anucei



COCTABJISIOTCA aKThl HA IMOCTYNJEHHE MW BBIOBITHE, KOTOPBIE PErHCTPUPYIOTCS B
COOTBETCTBYIOLIMX YacTAX "KHUIM cymmapHoro yuyera 6ubauoreyHoro dounpaa.

6.5. AKTBI Ha cnMcaHUe JIOKYMEHTOB BU3WUPYIOTCS KOMHCCHEW 10 COXPAaHHOCTH
(GoH0B, KOTOpasi COCTOMT M3 TpeX UeJIOBeK. 3aBH3HPOBAHHBIE AKTBI YTBEPIKIAIOTCS
JUPEKTOPOM 00111e00pa30BaTe/IbHOIO YUPEKACHHS.

6.6.JJoKyMEHTBI, UCKIIIOYaeMble KaK HENpO(UILHEIE H AyOJeTHBIE, MOTYT ObITH
0e3BO3ME3HO IepeflaHbl B IOpsIAKe KHUrooOMeHa B  OHOJHOTEKH JIPYIHX
001e00pa3oBaTEeNbHBIX YUPEHKISHUHN 110 aKTy MPUEMKH-TICPEIadH.

6.7. Cezienus 0 BBIOBIBLIMX U3 AeHCTBYIOUMX DOHIOB GHUOIMOTEKH TOKYMEHTaX
PErUCTPUPYIOTCS B COOTBETCTBYIOMX TIpadax BTopoi yactu "KHuru cymmapHoro
yuera 6ubmroreynoro gonza". MH(opMmarus o BLIOBIBIINX JOKYMEHTAX OTPAKAETCS BO
BCEX YYETHBIX (pOopMax, KaTaJloraX U KapTOTeKax.

VILI. IIpoBepka 6ubanoTeunoro gpouaa

7.1. B coorBerctBuu ¢ 3akoHoM Poccuiickoit @enepannu "O Gyxrajarepckom
yuere" (1996r.) obs3arenpHast npoBepka GoHIa MPOU3BOIUTCS:

- IIPY CMEHE MaTepUAJIbHO OTBETCTBEHHOTO JIUIIA;

- [IPH BBIABJIEHUH (PAKTOB XUILEHUS], 3JI0yTOTPeOICHUS UK MTOPYH JOKYMEHTOB;

- B Clly4ae CTUXUMHHOro O€NCTBMs, MOXapa WIA JPYIHX Ype3BblYalHBIX
CUTYalHUsX, BBI3BAaHHBIX 9KCTPEMaJIbHBIMH YCIOBHSIMU;

- [IPY PEOPraHU3alUK U JUKBUIAIUK OUOIHOTEKH.

7.2. TlpoBepka OuOMHMOTEYHBIX (OHAOB OCYIIECTBIISIETCS B COOTBETCTBHU C
nucbMoM MunucrepeTa (uHaHcoB Pocculickoid @enepauuu "OO6 WHBEHTapHU3alliu
OubnuoTeunsx GoHnoB" oT 04.11.98 N16-00-16-198 B ciienyromime cpoku:

- Gponel 6u6HoTeK 10 100 THIC. YUETHBIX €MHHUIIL - ONUH Pa3 B 5 JIET;

- ponarl 6ubnuotek o 100 1o 200 ThIC. YYETHBIX €IANHUIL - OJIMH pa3 B 7 JIeT.

7.3. Opranusanus npoBepku OMONHOTEYHOro (OHIA, CPOKH €€ MPOBEACHUS M
COCTaB KOMHMCCHM II0 COXPAaHHOCTH (OHIA YCTaHABIUBAIOTCS MPUKA30M JTHUPEKIHH
0011e06pa30BaTEIBHOrO YUPEXK IEHHUS.

7.4. B cpoku npoBeieHMst IpoBepku 6ubmuoTeuHoro ¢poHma OubIHoTEKA 3aKphITa
JUIA YATaATEJIeH.

7.5. Meronuka npoBeJeHUs] IPOBEPKU (OHIOB OUOIHMOTEK periiaMeHTHPYHOTCS
HHCTPYKTHBHO-METOAUYECKON NOKyMEHTAlMel, U 3aBeplUIacTCs COCTaBIEHHEM aKTa C
OOBACHUTENIBHON 3aMIUCKOM U CIIMCKOM OTCYTCTBYIOIIMX H3IaHUN.

7.6. PesynbraThl INpOBEpKH, 3a(UKCHpPOBaHHBIE B aKTe, pPacCMaTpPUBAIOTCS
KOMHUCCHEH 0 COXpaHHOCTU OubnuoredyHbix GoHmoB. Ha ocHOBaHMM ee pelleHus aKkT
Ha CHOUCaHWe I[IepellaeTCs Ha YTBEPXKIEHHE IUPEKTOpy o00Ilieodpa3oBaTesbHOrO
YUPEKIEHUS.

7.7. B ciyyae npeBblIIEHHs YTBEPXKIEHHOIO HOPMATHUBa yTPAThl JOKYMEHTOB 110
He YCTaHOBJIEHHBIM IIpUYMHAM (HEZOCTauya) B COOTBETCTBUU C JCHCTBYIOLIMM
3aKOHOJATEeIbCTBOM MPUHUMAIOTCA Mephbl K BO3MelleHHo yuepba. HopmaTtus yrpatsl
JIOKyMEHTOB M3 (POHIOB OTKPBHITOIO JOCTYIa JOJDKEH COCTaBisATh He Gonee 0,1% ot
o0beMa KHUTOBBIJIAYH.

VIII. /Ienronpon3BoacTBO B OpraHu3anum y4yera ponaa

8.1. Opranuzauus paboTbl ¢ JNOKyMEHTaMH IO ydeTy OuOiauoTedHOro (GoHja
OCYILIECTBIIAETCAS 10 IpaBuiaMm BeneHus penonpousBojactBa (I'OCT  6.30-97
"VHuduuupoBaHHas CUCTEMa OpraHU3aLUOHHO-PACIIOPSAIMTEIBHON JoKyMeHTauu'").

8.2. OCHOBHBIE JIOKyMEHTbI, B KOTOpPBIX OCYILECTBIISETCS Y4YeT, IOIIEKAT
IIOCTOSIHHOMY XPaHEHHIO KaK IOKyMEHTBI CTPOTOM OTYETHOCTH.



Cpoku XpaHeHHsl YYETHBIX JOKYMEHTOB:

Kareropuu 10KyMeHTOB

Cpoku XpaHeHHs

1

2

Knuru u Betomoctu ydera 6ubnuoreysoro Gponza
(KHUTHM CyMMAapHOIO U UHAUBUIyQJIBHOTO y4eTa)

[TocTOsIHHO, O JIMKBUA AU
OuOJIIMOTEKH

AndaBUTHBIH (Y4eTHBII) KaTajaor

ITocTosiHHO, N0 JIMKBUAALUH
OHOIHOTEKH

ConpoBonuTenbHble TOKYMEHTHI (HaKJIaIHbIE,
OIIMCH, CYETA, CIIUCKK Ha MOCTYNAIONIYIO

JIUTEPATYPY)

5 net mocne nmpoBepkH GoHaa

AKTBI Ha KHUTH, XKYPHaJIbI, OpOUIIOPBI U Jp. 5 net
MaTepHualibl, OJIyueHHbIe 6e3 COMPOBOAUTETBHOTO

JIOKyMEHTa

3asiBIIeHHsI, JOKJIaHBIE 3aUCKHU O TTOJIyYeHUH B 5 net

nap

AKTBI O I[TOKYIIKC KHHUI' 1 p. JOKYMEHTOB Y
YaCTHBIX JIMI]

ITocTosiHHO, 1O TUKBULALIUU
OUOJIMOTEKH

Terpaau yuera uzanuil, NpUHSITBIX OT YUTATENEH
B3aMEH YTEPSIHHBIX

ITocTostHHO, 10 TUKBUIALIUA
OuOJIMOTEKHU

AKTBI Ha ciMcaHue (UCKIIIOUYEHKEe) TIOKYMEHTOB,
aKThbl IPOBEPKU OUOIMOTEUHbIX (POHIOB

ITocTosiHHO, 1O JTUKBUALIMHU
OMOJIMOTEKH

8.3. Ilo wucreyeHMM CpPOKOB XpaHEHHs
YHUYTOXXEHHIO B yCTAHOBJIEHHOM IOPSIKE.

8.4. I3MeHeHMs, BHOCUMbIE B yUETHbIE JOKYMEHTHI, IPOU3BOISITCS C pa3perieHusl
YyUPEAUTENS U JOKYMEHTAIBHO 0QOpMIISIIOTCS (pacropshKeHHeM, CIyXeGHO! 3amucKoit

U T.1.).

YUETHBIE JOKYMECHTEI

noaJjiexxar



