MKYVYK «Yyparmaunckas MIIEC»
0Ly B.A. Ilnarorosa

b 2. 2019 r.

W
TTonoxenwue o exn

1. O6mue moJjomenus

1.1. Hacrtosmee Ilomo)keHue OmNpemensieT TMONUTHKY MYHHIMIAIGHOIO KA3€HHOrO
yUpeKACHUA KyIabTypsl «UypamumHcKkas LEHTpaJm3oBaHHas OuOmmorednas cucremay (manee
1BC) B 00nacTu KOMIUIEKTOBAHWS, OPraHU3alldy, UCTIONL30BAHUS U COXPAHHOCTH EAMHOTO
oubaroreuroro gonna.

1.2. B cBoell [eATENBHOCTH MO KOMILIEKTOBAHWID, OPraHU3al(iM, WCIIOJIb30BAHAI0 W
coxpa”HocTu eaunoro ¢ouaa LIBC pykoBoncteyercs 3akonamu PO, PC(5).

- «O 6ubnuoreunom aene» (Denepanbhbiii 3aKoH 0T 29.12.1994 Ne 78-D3);

- Hammonanenas nporpamMMa coxpanenusi 0ubnuoreunsix GpoHnoB Poccuiickoit Denepaiwin
(ITpuka3 MunrctepcTa KyabTypsl PO ot 13.09.2000 r. Ne 540);

- «O0 yTBep)KICHMH TNOpsAKA y9eTa JOKYMEHTOB, BXOIMILIMX B COCTaB OHMOIMOTEYHOrO
dounay, (Ipukas Munucrepcrsa KyasTypsi PO o1 08.10.2012 r. Ne 1077);

- «Koncepsanus 1okymento. Odmme tpedosanusy, 'OCT 7.50-2002,

- Hucrpykumeit no 6romxerHomy yuery (IIpukaz Mummctepctsa ¢mmancos PO or
01.12.2010 r. Ne 157n);

- Ycerap MyHHIMNANbHOTO KaseHHOTO y4pekneHds «UyparmduHCKas [EeHTpaln30BaHHas
O6ubmmnoteunas cucrema» Yypamamnackoro yiyca (zanee LIBC);

1.3. lannoe IlonoxkeHuwe pacmpoCTpaHSiETCs Ha BCe CTPYKTYpHbie moapasnenenus 1[BC,
(GOPMHPYIOLIME U UCTIONB3YIOIHIE JOKYMEHTHI OHOHOTedHOro oHa.

1.4. Enunsiii donn LIBC sBnseTcs KynbTypHBIM 10CTOSTHHEM YyparmauHCKOro yiryca, 4acThio
COBOKYIIHOTO KHM)KHOTO (POHZIAa CTPaHBbI.

1.5.Equnsii ¢onn 1IBC pomkeH oTBEYaTh CJOXKMBUICMYCS B OOLIECTBE MHOr00OpasHio
MHEHHMH, TOYEK 3PEHUS, UCKIII0YaTh MaTepHalibl, CBA3AHHbIE C MPOTAraHIOoN BPaXkKIbl, HACUIHA,
YKECTOKOCTH, TOPHOT padum.

1.6. OcHOBHBIMI KpUTEpHUSIMU GOpMUPOBaHUS (OHIA SBISIOTCS:
- pa3yMHbIH 00BEM;
- “H(OPMATHBHOCTH (COOTBETCTBUE MOTPEOHOCTSM HACENICHHS ),

- OOHOBJISIEMOCTb.

2. IlpuHIMBI OPraHU3aHH H YIPABJICHHS] eTHHBIM (OHI0OM

2.1. Enunstit ponpg LIBC opranr3oBad BO B3aUMOCBSI32HHYIO CHCTEMY, MO3BOJISIOLIYEO TIOJTHO
W ONEPaTHBHO BECTH MHGOPMAIMOHHO-OMOMMOTEYHOE M OubIMOrpadmueckoe 00CTy)KHBAHKC




4.1 KommiexktoBanue OubauoTeuHoro (OHAAa — 3TO COBOKYIMHOCTH ITPOLIECCOB BBISBIICHUS,
orbopa, 3aka3a, OpUOOpPCTEHHs, TIONYUCHUS W PETHCTPAlMK NOKYMEHTOB, COOTBETCTBYIOLIMX
¢dyuxmmsam 1 3axadam 1IBC, urndopMamioHHEIM MOTPEOHOCTAM €€ IMOIb30BaTENCH.

4.2. Kommnexrosanue eanHoro ¢ponaa LIbC oCcylLecTBASETCS 0 TPEM HANIPABIEHUAM .

- TeKyIlIee KOMILICKTOBAHHUE - TIOmoaHeHnEe (GoHaa MPodMIbHBIMA JOKYMEHTAMH, U3JaHHBIMH
B TEKyLICM TOAY;

- PETPOCTIEKTHBHOE KOMITJIEKTOBAHHE - IPUOOPETEHUE HEOCTAIOLIUX IOKYMEHTOB IPOLLTBIX
NET W3AHUS,

- PEKOMILJIEKTOBAHHE - OCBOOOXKIeHHME (OHIA OT YCTAPEBHIMX IO COAECPKAHHIO, BETXHX,
HENMPOQWIIBHBIX Y U3JIMIITHAX TYOJICTHBIX TOKYMEHTOB.

4.3. HcrouyHMKaMu KOMIUIGKTOBaHMSA (OHIA SBISIIOTCS: OUONIMOTEUHBIE KOJIEKTOPSI,
KHUIOTOPrOBbIE M KHUrOM3AAOWME opraHuzauuy, (QUpMbl, OOMEHHO-PE3EpBHbIE (POHbI
oubsmotex w ap. M3ganms W JOKYMEHTHI IIPHOOPETArOTCA HAa OCHOBE 3aKyNoK U
NPEIBAPUTENFHOTO 3aKa3a, KOTOPHIA cocTaBiseTcs MyTéM mpocMoTpa U 0TOOpa 110
OoubmorpaduyeckuM  KMCTOYHMKaM  uHGQoOpMalMy, a TalkKe Ha OCHOBE  KaproTek
JOKOMITJICKTOBAHUS, BEAYIIMXCS B KOKIOM CTPYKTypHOM nioapasaenenuu LIBC.

4.4. Tlpu IIaHUPOBAHWM PACXOJI0OB HAa KOMIUIEKTOBaHHE OGUOMMOTEYHOro (OHIA B KAUECTBE
OazoBoro mnokasaressi nomojHeHus ¢orna 1BC crpemuTcs K mokasaTemo OOHOBIAEMOCTH
douna B 7 %, B COOTBETCTBHM C MeTonuKoM, mpumensemoit UOJIA/IOHECKO, no xotopoi
exeroaHoe momnojHeHue Gponaa K0mwKHO coctapiaTh 250 n3nanuii Ha 1000 xureneid.

4.5, OTBETCTBEHHOCTh 338 KAYECTBEHHOE KOMITICKTOBaHHE (JOHIA BO3IO)KEHA HA 3aBENYIOIIMX
OubIHOTEKAMH.

4.6. CoxpanHOCTh (JOHIIOB B MPOLIECCE KOMIUICKTOBAHHsA 00ECTICUYMBACTCS OQOPMICHUEM U
BEJICHUEM JIOKYMEHTOB CYMMapHOTO U HMHIMBUAYAIBHOTO YY€Ta, PErMCTPALUOHHO-YYETHBIX
KapTOTEK TMEPUOAMYECKUX W3MaHWi, Tonorpa)uueckux KaTajaoroB, CBOJHOIO Y4ETHOrO
KaTaJjora, akroB IMOCTYILJICHUS U BbIOBITHSL.

4.7. JTonmycK COTPYAHUKOB OMOJIMOTEK K CBOXHOMY YUETHOMY KaTalOry M K MHBECHTAPHBIM
KHHTaM, HaXOMAIMMCA B OTHENC KOMILIEKTOBaHMs u o00pabotku (manee OKuO) MKVK
«Yypamaunckas MI[BC», TpoM3BOAMTCS TONBKO € PaspelicHWs 3aBelylomiel oTmenom, Ges
TpaBa UX BBIHOCA.

Jlonyck COTpYAHHMKOB OHOJMOTEK K MHBEHTAPHBIM KHHTAM, HAXOMAIIUMCS B OMOMHOTEKaxX
LIBC npon3BoauTes TOJNBKO ¢ paspeieHus 3aBenyomux 6udmmorexamu 6€3 1pasa ux BEIHOCA.

4.8. BXox B moMeImeHus, rae o0padaTsBalOTCA M YUUTHIBAIOTCA MOCTYNAKOIIME JOKYMEHTHI,
orpanrdeH. COTPYIHUKH APYTHX OTACNOB U OMOIHOTEK TaM HAXOAATCS TOJIBKO B IPHCYTCTBHM
cotpyarukoB OKuO MKY «Uyparmuunckast MLIBCy. 3amnpeimaetcs caMOCTOATENBHO CHUMATh ©
TIOJIOK M TIEPEMENIaTh, BHOCUTH M BBIHOCHTH TOKyMeHTHI B oTAene OKuO.

4.9. KoHTponb HaJg COXPaHHOCTHIO JOKYMEHTOB B  TEXHOJIOTMUYECKOM  I[IHKIIE
KOMIUIEKTOBaHMs, 00paboTku M Katajormzammu ocyimectsisier 3aseayromas OKuO MKVK
«Yypamaunckas MLIBC».

5. Yuer enuHoro ponaa

5.1. Yuer eguHoOro (hoHIA OTpaskaeT MOCTYIUIEHHE OKYMEHTOB, X BBIOBITHE U JBIDKEHUE H
CIY)KHT OCHOBOM JUISi TOCYHapCTBEHHOTO CTaTHCTHYECKOro yuera, ortdetHoctH LIBC,



IIAaHUPOBaHUsA CC NCATCIIBHOCTH, obecrieucHus COXPaHHOCTH (I)OHI[R, KOHTPOJIsI 38 HAJIUYUEM H
ABWKCHUCM [JOKYMCHTOB.

5.2. VYuer OubmmoreyHoro (OHHA OCYLICCTBISCTCS Ha OCHOBaHWM [lopsnka yuera
AOKYMEHTOB, BXOASINMX B cocTaB Oubnuoreynoro, 'OCTa P 7.0.20-2014 "Cucrema crannapros
no wuHpopmaiyu, OHOMMOTCYHOMY H H3HATENLCKOMY Jeny. bHOMIMOTEHAs CTATHCTHKA:
noxkasarenu v eauHuilbl neuncnenus” 01.10.2015 r.

5.3. Yuér OubmmoreuHoro ¢onma ocymectsisercs B OKnO MKVYK «Uypamdameckas
MIIBC». B otaene BemeTcs TakkKe y4eT ABIDKCHHS OHUOIMOTEUHBIX (POHIOB, OCYHIECTBIAETCS
MPOBEPKA COCTOSHHSA KHMI cyMMapHOro ydera oubnuorex LIBC. Bee noctyrmienus n1okyMeHToB
craBaTcs Ha OanaHcoBblii yuer B Oyxramrepuu I[BC B coorBerctBum ¢ HMHCTpyKimeH 1o
OromxeTHoMy yuety (ITpukasz Munduna PP ot 01.12.2010 r. Ne 257H).

5.4. K Benenuo yueta equHOTO POHIA MPEABSBIISIOTCS CIELYIOIHe TpeOOBaHM S
- MOJIHOTA ¥ JJOCTOBEPHOCTh YUETHOU HH(OPMAITHH;
- JOKYMEHTHPOBAHHOE ODOPMICHUE KOKIOTO MOCTYTUICHHUS B (POH/T ¥ BBIOBITHS M3 HETO,

- COBMECTHMOCTHb IPHEMOB KW (OpPM ydeTa, MX HAASKHOCTH B YCJIOBHAX INPHMEHEHHSA
TPAAULHOHHON U aBTOMATU3HPOBAHHOM TEXHOJIOTHH;

- COOTBETCTBME HOMEHKIATYPHI IMoOKa3aTeneld ydera OuOImoTeuHoro ()oHAa aHaJOrHYHBIM
MOKa3aTeJisIM FOCYIaPCTBEHHOM CTATHCTHKH.

5.5. Ydyer eausHoro (oHza BKIIOYAET: MPHEM NOKYMEHTOB, HX MAPKHPOBKY, PETHCTPALIMIO
[PU NOCTYIUICHUH, NEPEMELLEHUN, BbIObITUH, @ TAKKE NPOBEPKY HAIMYMS 1OKYMEHTOB B (hoHAE.

5.6. Cucrema yuera equHOro (POHIA BKITFOYAET:
- BHYTpUOMOmMoTeyHslil yaeT 6ubimorteunoro (oHna,
- TOCYJapCTBEHHBIN CTATUCTHIECKUH yueT OubaroTeunoro gpounna o gopme «6-HK».

5.7. Kontpons 3a cobmojeHneM HOpM W TpeOoBaHMi 1o yuery Oubamoreusoro ¢ouza
ocymecTsiasAoT: 3aseayroumii OKuO MKVYK  «Uypamumnackas MIIBCy»  3aBenyromme
ounbnuorexamu L1bC u xomuccust no coxpanHoctu 6ubmMoTeuHOro oA,

5.8. Yuer nocTyrieHuid JOKyMEHTOB B JOHA OCYLUECTBAACTCH ANPPEPEHUMPOBAHHO, NIYyTEM
MX NOAPA3AEICHHI HA TOKYMEHTBI IOCTOSHHOTO, JUTUTEJIBHOTO ¥ BPEMEHHOT'O XPaHEHHS.

5.8.1. Y4ery s MOCTOSHHOTO XpaHEHUS C MPUCBOCHHUEM MHBECHTAPHOTO HOMEDPA MOMJIEKHT
OJTHH 3K3EMITIAP JOKYMEHTOB, MECTHBIX M3aHUH MOCTYMHUBUINX B (POHI.

5.8.2. Yd4ery nns AUTENILHOTO XpaHEHUs ¢ MPUCBOCHUEM HHBEHTAPHOI'O HOMEpA TOJICIKAT
OOKYMEHTBI, MPEAHA3HAYEHHBIE [ YAOBIETBOPEHUA TEKYUIET0O W IIPOTHO3ZUPYEMOro
YUTATE/ILCKOrO CIpOCa, HE3aBUCHMO OT BHJA JOKYMEHTa, €ro o0beMa, TEMAaTHKH M JAPYTrUX
(dopmanBHBIX TTPU3HAKOB.

5.83. VYuery nns BpemeHHOro xpaneHwsi (0e3 WHBEHTAPHBIX HOMEPOB) TOHJICKAT
JIOKYMEHTBI, CcojepXKalue UH(QOPMAIUI0 KPATKOCPOUHOIQ 3HAUEHHS, B CBA3M C 4eM,
UCKITI0YaroTCs U3 poHa ONOINOTEKH Yepe3 HEeNPOAOIDKUTENBHBIN EPHOJ BPEMEHH.

K uuM otHOCHTCS:



- Gpourtopsl (110 48 c.), TMCTOBKH (10 4 C.), KAJICHAapH, IJIaKaThl, METOAMUYECKUE pa3pabOTKH,
MaTepuanbl Ciy)KeOHOro Ha3HaueHWs (MMPOrPAMMHBIC TPOAYKTHI, SBISIOUIMECH PadOUYHM
WHCTPYMEHTOM OHOIMOTEUHBIX PaDOTHUKOB M MPOrpaMMICTOB, M MaTepHaNbl, MPHOOpETacMbIe
ans  opopmieHus  OmOmmoreku ©W Ap.  1momco0HBIX  paboTr, HE  CBA3AHHBIX €
KOMIUIEKTOBaHUEM OubmoTeuHoro GoHmaa).

- DJIEKTPOHHBIE NOKYMEHTHI HA JMCKETaX; 3NEKTPOHHbIE JOKYMEHTHI HA ChbEMHBIX HOCHTENAX,
€CJIA  YCJOBUSI WX MPUOOpETeHUs] MNpeNyCMATPUBAIOT BPEMEHHBIE OrpaHWYEHHS IpaBa
UCMONB30BaHMsl, HMHTEPAKTUBHBIE OJJICKTPOHHBIE NOKYMEHTBHI, IOCTYNMBINNE OT HEMOIHBIX
npaBooOyanarenei wim pparMeHTsl 6a3 TaHHBIX.

- KMHO — (OTO — ¥ 3BYKO3am¥CH, NpeJHA3HAYCHHBIE AN MNpoBeicHMs OubauoredHo-
HH(OPMALMOHHBIX U KYJNbTYPHBIX MEPONPUATHIA, CHENaHHbIE OHOIMOTEKOH Ha CBOeM
obopynoBanuu, 0e3 BBEHCHHA B 3aKOHHBIA TPAKIAHCKHH 000pOT (THPOKHAPOBAHHA W
PacrpoCTpaHeHus )

- SNEKTPOHHBIE TOKYMEHTHI, K KOTOPhIM OmbmoTeka nMeeT yaaieHHbIA TOCTYIL.

5.9. JloKyMeHTBI, MOJy4eHHbIE OMOMHOTEKOI B KadecTBe Aapa (KHUTH, ajnb0OMBI, Apyrue
W3[aHus), BKIIIOYAIOTCsA B (OHA OMONMOTEKM HA OCHOBAHMM aKTa MOXKCPTBOBAHHMSI, OLICHKA WX
CTOMMOCTH O0(GOPMIISETCS TPOTOKOJIOM OLEHOUYHOH KOMHCCHH.

5.10. JlokymeHtsl, Bkiroyaembie B (pona OuOnumorexku, mapkupyrorcs. Ilpu 3tom moryr
HCNONb30BaThCA IITEMIICIY, MHAUBU/IYAIbHbIE MAIIMHOYMTACMBIE LIITPUXOBbIE KO/bL Bee Buab
JOKYMEHTOB, SBJIAIOLIMECS MPHIOXKEHHEM K OCHOBHOMY HOCHTENI0, MApKUPYIOTCS, HAa HHUX
MPOCTABIIAKOTCS TE€ XKE PEKBU3MUTHL, YTO M HA OCHOBHOM JIOKYMEHTE,

5.11. Bce nepuoauveckue W3JaHUS HE3aBUCHUMO OT MATEPHUAIbHON OCHOBBI HOCHTEINS
uHpOpMALMHU TOAJEeXKAT CyMMapHoMy yuery. OCHOBaHHMEM [UIsi BHECEHHS MEPHOIMYECKHX
nznanuii B "KHury cymmapHoro yuera 6mbmmoreuHoro Qosaa" sBISETCS aKT, COCTABJISCMBIHA
MoJIyYaTelieM MO MEpe 3aBEpLICHUs MOCTYIUICHWHA MEPUOAMYECKUX H3JaHMM TEKyLIEro roza.
IMeproguueckue u3MaHWd YYUTHIBAKOTCS B TOAOBBIX KOoMIUIekTax M HazBaHusix. B IIBC
MIOJBE/ICHHE MTOTOB JBWKEHMS MEPHUOAWYECKUX H3NAHWI IIPOM3BOIMTCS 3a T'OJX HA OCHOBAHUM
aKTOB.

5.12. CymmapHblii y4YE€T TOCTYIUICHUS 3JIEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JOKYMEHTOB
BEJIETCS B IJJIEKTPOHHOM pEecTpe, ¢ yKa3aHWEM [AaThl 3arPy3KH MOCTYIUICHWH B CHUCTEMY C
OTPXEHUEM CHENYIOMMX TOKa3aTeNiel: NaThl U MOPSAKOBOTO HOMEpa 3arcH, PEKBU3UTOB
JMLEH3UOHHOTO [0TOBOpa (Ha3BaHMA W HOMEpA AOKYMEHTA, CPOKA €ro AEHCTBHSA, CTOMMOCTH),
KoJM4ecTBa 0a3 NaHHBIX (MAKETOB) M BKJIFOYEHHBIX B HUX Ha3BaHui, [1pu noacuere cymmapHoro
KOJIMYECTBa HA3BaHWI WMCKIIOYAIOTCA AYOIMpYIOLIMECs Ha3BaHUA B TAKETaX Ha ONHOM
rutatopme.

5.13. B 6ubmorexax [IBC 3anpeinaercs XxpaHeHUE ¥ BbIIaua JOKYMEHTOB, HE TIOCTABICHHBIX
Ha OMOIHOTEHHBINA yUeT.

6. OTpaxkeHHe U pacKpbiTHE €ANHOTO (POHJA B CIPABOYHO-NIOHCKOBOM annapare
6.1. Packpsitiie conepkanus exunoro gonna LIBC ocyimecTsisieTcst Ha ABYX YPOBHSIX:

- LEHTPAIM3OBAHHOE. B CBOJHOM YYETHOM Karajore (TomorpaduueckoM Karanore) u
ceoanoM snekTponHoM Karanore OKnO MKVYK «Hypamuunckas MLBCy;

- B VUETHBIX KaTajorax (Tomorpapudeckux karaorax) 6udmmorex [IBC;



- B TPaJMIAOHHBIX KaTanorax (andaBuTHoM K cuctematuyeckom) oudmorex LIBC.

6.2. Bce mondoHapl eAMHOTO (OHAA MONHOCTBIO OTPAKAKOTCS B CHPaBOYHO-IMOHMCKOBOM
anmapate (CITA) 1o MecTy XpaHEHHUs! U UCTIONb30BAHHS.

6.3. OTBETCTBEHHOCTh 32 TONHOTY oTpaxenus exuuoro ¢onma B CBA IIBC Hecyt
sasenyrommit OKuO MKVYK «Uypamaunckas MIBCy» u 3aBenyromue oubamorexkamu LIBC.

6.4. OTBETCTBEHHOCTh 3a BEICHHE DJICKTPOHHOTO Katajyora Hecer 3asefyrommii OKuO
MKVYK «UypamuuHckas MIIBC».

7. Cpoxn xpaneHusi eqnHOro gponna

7.1. XpaHeHue JOKYMEHTOB B €IMHOM (DOH/IC OCYLICCTBIIACTCA Ha TPEX YPOBHAX: BPCMCHHOC
XpaHeHue (MEPHOINYICCKUE H3IaHNs, OPOIIIOPLI), TEKYIIEe XPAaHEHHE, IOCTOSHHOE XPAHCHHC.

7.1.1. JIOKyMEHTHI BPEMEHHOTO XpaHeHusi (03 MHBCHTapHbIX HOMEPOB) - JOKYMEHTHI,
comepamue MHGOPMALAIO KPATKOCPOYHOrO 3HAYCHHSA, OHM HCKIHOHAIOTCA U3 ¢douna
OHMOIHOTEKH Yepe3 HEMPOIODKUTENIbHBIH NEPHOJ BPEMEHH.

B IIBC ycraHOBi€HbI CPOKH COAECPKaHHS U COCTaB JOKYMCHTOB doHAa BPEMEHHOT'O
XPaHEHUS:

- GPOIIIOPEL, JIMCTOBKY, KANEHAAPH, TUIAKaTsl U Ap. - 10 00OBETIIAHNS,

- )KYPHAJIbI HAYHHO- NOIYJISIPHOTO, TIOMYJIIPHOTO XapakTepa- 2-3 rona;

- 3Ky pHAJIbI, ATEMaHAXH JUTEPATYPHO - XYI0KECTBEHHOTO XapakTepa - 7 nex;
- JKYPHAJIBI OTPACIEBOT0, OOLIECTBEHHO - MOJIMTHIECKOr0 XapakTepa - 5 ner;
- razeTHble u3ganus - 1-3 roxa.

7.1.2. CpoKH COIepKaHUS JOKYMEHTOB TEKYLICrO XpaHEHU: 10 MCYC3HOBCHMI CIpOCa y
MOJIb30BATENEH.

7.1.3. K BuaM JOKYMEHTOB MOCTOSHHOI'O XPAHEHUS OTHOCATCA:
- MECTHBIE HETIEPUOIUYECKHE U3TIaHMS,
- MECTHbIE TIEPHOMIECKHE H3AHAA (TA3ETHBIE, XYPHAIBHBIE ¥ 11D, )

- MEPUOIMYECKHE H3/IAHMs, HMEIOMME CTATYC OQUIMATBHOTO PETHOHATIBHOTO MEYATHOrO
oprasa);

- pCAKHE U [ICHHbBIC U3TaHNA.

7.2. TlepBoHAuaNbHbI yPOBEHb XPAHEHHs JOKYMEHTA OMpPEIC/ACTCA NP MOCTYILICHWH B
COOTBETCTBHM C €r0 CONEPKAHHMEM, BHIOM, THUTIOM M MAT€PUATIBHBIM HOCUTCICM IOKYMCHTA.
[Ipy MHBEHTAPU3ALME YTOUHSIOTCS WH(OPMALMOHHAS LEHHOCTh, CMPOC M SK3EMILIAPHOCTH
JIOKYMCHTA B €IMHOM (OHIE, 3aTeM MPHHAMACTCS PELICHAE O €ro MANbHEHIEeM XPAaHCHUH HITH
WUCKIIIOYEHHH 13 eHHOTO (oH/a,

8. Ncnoan3osanue enunoro gpouna NbC

8.1. Wcnoms3opanue emuHoro @Qomma 1[BC  HOCHT  pacHpeeNeHHbIH  XapakTep
¥ OCYLIECTBJISETCS MO0 MECTY XPaHEHHUS TOKYMEHTOB.



8.2. Ipaso nonb3oBathest enuHbM Gorgom LIBC nmeror:

- (M3MYECKWE M@ HE3aBUCHMO OT II0J1a, BO3PacTa, HALMOHAILHOCTH, obpa3oBaHMs,
COIMAIGHOTO TIONIOKEHMs, PEJMTHO3HBIX BEPOBAHWH, TNPOKUBAIOIIME HA TEPPUTOPHUU
MyHuLnaisHOro 00pasosanus;

- WHOTOPOJHME TpakaaHe OOCIyXKHBAIOTCS B COOTBETCTBAM C IIpaBmiamu TOJB30BAHUA
6udmorexamu MKVK «Uypamausckas MUBCy;

- IOPHMIMHYECKHE JIMI[A HE3aBHCHMO OT OPraHM3aIMOHHO-MPABOBOH (bopMbI, OOIECTBEHHbIE
00bEAMHEHNSL.

8.3. 1LIBC mnpenocTaBndeT TMONB30BATENSAM BO BPEMEHHOE IIOJB30BAHNC JOKYMCHTRI
GubroTeuHoro (GOHA MyTEM KOMILIEKCHON CHCTEMbI 00CITy)KUBAHUSL:

- a6oHEMEHThI OMOIMOTEK MPEJOCTABIAIOT HOKYMEHTBI Al paboThl 10 MECTy KHTE/IbCTBA
wim padoTsl,

- YWTANBHBIC 3a/bl OHOIMOTEK MpPENOCTABISIOT TOKYMEHTHI JUis paboTsl B MOMELICHHH
6ubmuorexku. B coctaB (OHIOB YHMTAILHBIX 3aJI0B BKIIOYCHBI Haubonee LEHHBIC, PEAKHUE
W3MAHWS, HW3JAHUS HECTAHJAPTHBIX (OpMATOB, H3IAHKs CIPABOYHO-DHIMKIIONEMICCKOrO
xapakTepa, (JOHI TNEPHONMYECKHX HW3JaHWM, KPAaCBENYECKUC W3NaHNA, Hambonee LEHHBIC
H3aHus yaeOHOro Xapakrepa,

- nonxmouenne Oubmmorek L[BC k cetn HurepHer obecmeunBacT MPENOCTABICHUE
YAAJICHHOTO JOCTYIIA K CETEBBIM PECYpCaM B OMEIICHHAX ounbamotex LIBC;

- BHECTAIIMOHAPHBIE MYHKTHI BbIIAUX TPENOCTABIISIOT JOKYMEHTBI TO/Ib30BATCIIM 110 MECTY
ux HaxoxKAeHus (paboThl, yuedbl, OTAbIXA U T.11.) BHE CTeH Onbauorex.

8.4. OTkassl HA MOKYMEHTHl B OTHeNax o0cmyKuBaHWA (QUKCHPYIOTCS B TETpaasxX ydera
OTKAa30B WIM KaproTekax oTka3oB. buGmuorexkm I[[BC 3aHMMaioTCsi PETPOCHECKTHBHOM
KOMITICKTOBAHMEM CBOHMX (DOHIIOB € YUETOM BhIIICYKA3AHHBIX CBEACHHUN.

8.5. TIob30BATETAM TPENOCTABISETCS BO3MOXKHOCTh M3TOTOBJICHHS KOTMH JIOKYMEHTOB B
oubmoTexax cornacHo «IIpaBuiaM NpeaocTaBIeHus YCJIYT N0 KONMMPOBaHHIO U CKaHWPOBAHMIO
B MKVK «Uypanuunckas MLIBC» u Tlonoxkenuio 00 OKkasaHWM IUIATHBIX YCIYyT B MKVYK
«Uyparauackas MLBC».

9. CoxpannocThb equHoro gpouaa

9.1. PabounM OPraHOM, OCYIIECTBISIOLMM KOHTPOIb Haj peanmsaimeil BCex MEPOTPUATHHA
MO COXPAHHOCTH (HOHIOB, ABJAACTCS KOMUCCHS MO COXPaHHOCTH dOHNOB, yTBEpIKIAEMAS
npukazom pykosoxuresa LIBC.

9.2. Jlnst obecTeuenns COXpaHHOCTH OKYMEHTOB euHoro dora LIBC:
- ONIPENENAET YCIOBUSA €r0 NCIOJIb30BAHNA,

- YCTaHABJMBAET CAHKIMM 3a YTEPIO WM MOpYy AOKYMCHTOB oubmmoredHoro (oHma
(TTonoeHHE O KOMITCHCAIIMOHHOM BO3MELICHWH, MPUYMHEHHOTO MATECPHabHOIr0 ymepoa,
nanecenHoro umymectsy MKVYK «Uypamaunckas MLIBC»),

- OMpEHeNseT CyMMY 3aJora HPH NPENOCTABICHUM BO BPEMCHHOE MOJB30BAHUC PEIKHX U
UEHHBIX W3JaHWii W TpPH BbIJAYC M3JaHUM MOJIB30BATEISIM, HE SBJSIOIMMCS XUTCJISMH ...
ropoackoro nmoceneHns (Ilonoxxenne o B3uMaHny 3aj10ra MKVK «Uypamuunckas MLIBC»).



9.3. B unensx coxpaHHocTH AOKyMeHTOB enuHoro (orma LIBC ocymectiseTcs psn
MEPOIPUSATHIA:

9.3.1. VuBeHrapusaius (OHIOB OCYIIECTBIISCTCS B COOTBETCTBHH CO CPOKAMH, NMPHKA30M
MunucreperBa KyabTypbt PO «O0 yTBEepKACHMM NOPAAKA Yu€Ta JOKYMEHTOB, BXOASLUMX B
coctaB 6ubnuoreunoro gouga» (ot 08.10.2012 r. Ne 1077);

9.3.2. B 0ubanoTeKax CUCTEMATHUYECKH MPOH3BOAMUTCA MEJIKHM TEKYIIHH PEMOHT H3JIaHHIA.
W3panKs MOCTOSHHOTO U JUTUTENBHOTO XpPaHEHHS! PECTaBPUPYIOT C MPUMEHEHHEM Oe3BPEIHBIX
marepuainos corjacao ['OCT 7.50-90 «Koncepsaims nokymeHToB. O6ume TpeboBanus».

9.3.3. B 6ubimorexkax CUCTEMAaTHUECKH MPOBOAUTCS paboTa IO JMKBUAALMM YUTATEIBCKOH
3a10JDKEHHOCTH, KOTOpas BO3HMKAE€T B CIIy4ac HApPYLICHUs CPOKOB BO3BpaTa JIOKYMEHTaMH,
YTBEPKACHHBIX AJIMUHUACTpaTUBHBIM permameaToMm MKVYK «Uypamuunckas MILIBCy.
Kontpons 3a paboroil COTPYIHHKOB MO JMKBUAALMUKA 3aJ0JDKEHHOCTH BEOYT 3aBEIYHOIIUE
otaenamu OubmoTek. PaboTta no MMKBUIAAY 3a10KEHHOCTH MTPOBOAMUTCS B (hopMe:

- npodUNaKTHYECKUX Oecer;
- KOHTPOJISI CPOKOB TIOJIb30BAHKS MYTEM ITPOCMOTPA YUTATEILCKUX (POPMYIISPOB;

- MIPOJJICHHUS CPOKOB IOJB30BaHMs MO HHAWBUAYAJILHOH Npoch0de Monb30BaTeNeif, B T.4. MO
TeneoHy U AEKTPOHHOM NoYTe;

- uH(bOpMHpPOBaHUA TONB30BaTENEH 00 WMErOMEHCS 3aJ0/DKEHHOCTH MyTeM HaIpPaBICHUS
MOYTOBBIX YBEIOMIICHHUI 1 cOOOLIECHUIT IO Tee(POHHOMN CBS3MH.

C nonp3oBaTeneH, HapyIMBIIMX CPOKM BO3BpaTa, B3UMAETCA IUIATA 338 YBENMYCHHE CPOKA
NOJI30BAHMUs TICYATHBIM JOKyMEHTOM, cornacHo «[lonokeHnro 06 oka3aHWH NONOIHHTETBHBIX
yeayr» B MKVYK «Yyparuunckass MIIBCy», yreepkaeHHsiM aupexktopom MKVK
«Hypamaurckas MLBC».

9.3.4. Tlpu Bbizaue W BO3BPATE BBIIAHHBIX IMOTBI0OBATENSIM JTOKYMEHTOB, OUOMHOTEKAPAMU
NPOBEPSIETCSl  COXPAHHOCTP W LENOCTHOCTh JOKyMeHTa. B cioyuyae NpPUYHHEHHOTO
nons3oBaTensMu ymepba, 3aBenyromue Oubmuorexamu aeicTBYIOT cornacHo «[lomoxkenuro o
KOMIEHCAMOHHOM BO3MEIICHUY, TPUYAHEHHOr0 MATEPHANBHOrO yimepbda, HaHECEHHOro
umyiiectsy MKVYK «Uypamuaunckas MLIBC».

9.3.5. B (oHABI OTKPBITOrO AOCTYTIA 3AMPELIACTCS BXO MOIb30BATENEH B BEpXHEH 0AeKIe, C
noprensiMu ¥ cyMKamMu pazmepom Oonee 30-40 cm.

9.4. bubnuoteku, 00ECTICUCHHBIE CPEJICTBAMM OXPaHHON CUTHAJIM3AIMK B HEpabouee BpeMs,
CIAlOTCSA HA MYJIbT OXPaHbl YIOJIHOMOYCHHBIMH COTPYIHHUKAMH, BHECEHHBIMH B CIIHCKH
JOBEPEHHBIX JTUL, UMEIOUIMX MPABO TONb30BATHCS CUTHANM3ALIUEH.

9.5. Oxpany GoHIOB OT Kpaxk B paboydee BpeMs OCYHIECTBIIAIOT COTPYAHUKH OMOIMOTEK.

10. Pesxum 1 yCJI0BHSI XpaHEHUsI eAHHOTO (POHAA

10.1. IIBC obecneunBaer coxpaHHOCTh eArHOro goHaa B coorserctsuu 'OCTom 7.50-2002
«KoncepBauus mokymeHToB. QO0mmue TpeOoBaHWs», B KOTOPOM OIPEHEICHbI TPeOOBaHUSA K
CBETOBOMY, TEMIIEPATYPHO-BIAKHOCTHOMY, CAHUTAPHO-TUTHEHUYECKOMY DPEXUMAM, 4 TaKKe
YCTaHABIMBAIOTCS TPEOOBAHUS K Pa3MELICHNIO JOKYMEHTOB M IOMELICHUSIM JUUISI UX XPAHCHHUS.



10.2. Anmunuctpauus LIBC co3maer HeoOXonHMMbIE YCIOBHS JUISl XpaHEHUS AOKYMEHTOB:
obecnieunBatoT OecniepeboitHyr0 paboTy OTONMMTENBHBIX, BOHOIIPOBOIHBIX, KaHAJIM3AIMOHHBIX
CHCTEM, DIIEKTPOCETH, OCYUIECTBISAIOT OPraHU3aLMI0 PEMOHTOB TMOMELICHHH, 00eCneunBarOT
ONTUMANbHBIA TEMIICPATYPHO-BIAKHOCTHDIN, CAHWTAPHO-TUTHEHUYCCKUM pEXKUM  (HOPMbI
TEMIIEPATYpPbl M BIAXKHOCTH: Uil NEYaTHhIX wu3ganud +18, 55%; nng HOKYMEHTOB Ha
MarHuTHeIX Hocutenax +12-18,30-40%; nmns d¢oromokymentoB no +15, 40-50%; s
JIOKYMEHTOB Ha onTtudeckux Hocutensx mno +20, 40 %); obecrnieunBarOT U KOHTPOIUPYIOT
yOOpKy TmoMemeHHH OWONMOTEK, CHCTEMATHYEeCKW TPOBEPSIOT  COCTOSHHE  KPOBIIH,
VKPEIUIEHHOCTh OKOH M IBEPEH.

10.3. Ha teppuropuu LIBC obecneunBaeTcs mokapHas 0e30MacHOCTb, B COOTBETCTBHH C
uHcTpyknued «O Mepax noxkapHoit OezomacHoctd B nomenieHnsx MKVYK  «YypamumHckas

MIIBECy.

10.4. 3asenyromue OuOIMOTEKAMH OTBEHAIOT 3a COOJIIOICHUE HOPM, CHIOCO0OB U YCIOBHH
pa3MeneHus GOHIO0B.

10.5. Peaxme m 0co00 LiCHHBICE H3NAHWSA XPaAHATCA TpU CTaOWIBHOM TeMmepatype H
BJIQXXHOCTHU BO3/1yXa B MEPHOANIECKU MPOBETPUBACMBIX 3aKPBITHIX HiKadax u celidax.

10.6. OcobeHHOCTH XpaHEHHA HEKOTOPHIX BHIOB IEYATHBIX H3IAHHHA B COOTBETCTBHHU C
TOCT 7.50-90 «Kouncepauus 1oKkyMeHTOB. O0Luue TpeboBaHusy,

10.7. B noMemeHnsax KHUrOXPpaHUITHII] 3apeacTCs
- XpaHEHHUE JOKYMEHTOB Ha TOJTY, MOJIOKOHHHUKAX, B HEPA300PaHHBIX KUITAX;

- HaxXOXKIEHUE MOCTOPOHHUX MPEAMETOB (Taphbl, YIIAKOBOUHBIX MATEPHATOB, MAKyJIaTypsl U
T.1L.);

- IPUEM TIHLIH.

10.8. Kaxxnpiit mocnennmii neHb Mecsina B OMONMOTEKAX TPOBOAWTCS CAHWTAPHBIA HEHb,
HUCTIONb3yeMblid a1 obecnbuiiBaHus (QoHAa. B momMenieHusx 3amacHoOro xpaueHus (QoHzaa
obecnpinMBaHie OpPraHu3yeTcs He pexe 1-2 pas B rof, B (OHAAX OTKPHITOro Aoctyna 3-4 pasa B
rox.

11. Uexnodenne 10KyYMEHTOB U3 eAMHOro poHaa

11.1. B wmensx moBbiueHus J(QQEKTHBHOCTH  MCMONB30BAaHMA €AMHOTO  (pOHIA
CHUCTEMATUYECKHU TPOBOIUTCS €TO aHAIN3.

11.2. Bo Bcex crTpykTypHbeix noapasaenenusx [[BC exeromHo mpocmarpuBaetcs (GoHJ ¢
LEJIbI0  BBISIBIIEHHS MAJIOHMCIIONBE3YEMBIX, BETXMX, PEAKOCHPAIIMBAEMbIX, YCTApPEBLIMX 10
COZEPKAHUIO, AC(PEKTHBIX U YTPAYCHHBIX JOKYMEHTOB.

11.3. BeimenepeurcieHHbIe TOKYMEHThI HCKITI09aroTess U3 doHma cornacHo [lopsaaky ydera
JNOKYMEHTOB, BXOIsAIIMX B coctaB OuOmmoreynoro (ouma u [pukaszom «O06 yTBEepkKaeHUU
MopsAnKa ydera JOKYMEHTOB, BXOAAIMX B cocTaB OubmoreuHoro dorga» ot 08.10.2012 r. Ne
1077, yrBepxaeHHbIX MUHUCTEPCTBOM KyJIbTYpbI PD.

JoxymeHThl BBIOBIBaIOT U3 OuO/MOTEUHOro (OHAA B CBSI3M C (PUBHYECKOH YyTpaToi WA
4aCcTUYHOM JIM00 TMOJHOH yTpaToil MOTPEeOMTENBCKMX CBOMCTB. BpIObIBAIOLME JOKYMEHTSHI
WCKJIIOYAOTCS U3 OMOIMOTEeYHOro (OHZA M CHMCHIBAIOTCA C BO3MOXKHOCTBIO IOCIIERYIOIIEH
0e3B0O3Me3IHOM IIepeaauu B Ipyrue oubnmoreku nubo peanuzauum.
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11.4. HckmrodeHne NOKYMEHTOB U3 OMONMOTEdHOro (OHAA AOMyCKAeTCs MO CIETYFOLIM
MpUYUHAM! YTPaTa, BETXOCTh, AE(PEKTHOCTb, TyOJIETHOCTb, YCTAPENOCTH 110 COAEPKAHHUIO,
HENPOPUITBHOCTh.

Hcxouenne 10KyMEHTOB [0 [PUYMHAM YCTAPENOCTH N0 CONEPIKAHMIO, HENPOPUILHOCTH
(ManocnpauBaeMbie), a TakkKe 110 MPUYMHAM BETXOCTH M Je(DEKTHOCTH HE JOMYCKAeTCs 110
OTHOLICHUIO K EIMHCTBCHHBIM DJK3EMIUIAPAM JOKYMEHTOB MOCTOSHHOrO (6eccpodHOro)
XPaHEHUSI.

11.5. Peuienne 06 MCKIOUEHUH B3 €IUHOTO donna goxymenToB npuHumaercs Komuccueit
mo coxpaHHoctu ¢ounos IBC, myTem coCTaBieHHs aKTOB HA CIHCAHHE, YTBEPKAAEMBIX
pyxosoautenem LBC.

11.6. BribbiTve noxkymentoB u3 (onza otpaxaerca B "Knure cymmapHoro yuera" u B
(opmax wHIMBHAYaTBHOrO y4eTa (oOHZA. B KakaoM akTe (GUKCHPYIOTCA CBENECHHS O
AOKYMEHTaX, HCKIIHOYAEMbIX 10 OJHON NPUYUHE: BETXOCTh ((PU3MUECKHUIL N3HOC), NePEKTHOCT,
YCTapenocTs MO  COAEPKAHUIO, AyOJEeTHOCTh, HenpoQWIBHOCTb, yTpara (C YyKa3aHHEM
KOHKPETHBIX OOCTOATENLCTB YTPaThl MOpomaxka H3 (OHAOB OTKPHITOrO JOCTYNa, YTeps
YUTATEISIMU, XUIICHHUE, B Pe3yibTaTe OCACTBUI CTUXHHHOTO M TEXHOTCHHOrO XapakTepa, 1o
HEYCTaHOBJICHHBIM NPUYMHAM (HEI0CTaYa)).

11.7. AkTel Ha CHHCaHWE M3JAHWM, YTPAYCHHBIX B PE3YNbTaTe YTEPH, MOPYHM, XHILCHHS,
OencTBHi CTHXMHHOTO M TEXHOTEHHOrO XapakTepa, HAXOKACHHS Ha OTKPHITOM IOCTYIC,
YTBEPIKAAKOTCA HAa OCHOBAHWM COOTBETCTBYIOIMX JIOKYMEHTOB, TOATBEPXKIAIOMMX YTpaTy
(POTOKO, aKT, 3aKIIHOYEHHE U T.11.).

11.8. Jlns moaTBEp)KICHNS HEBO3MOKHOCTH B3bICKAHMS 3a0/DKEHHOCTH C TOJIB30BATENS, B
Ka4yeCTBE OCHOBaHHS IPHHUMAIOTC 3a(UKCHPOBAHHBIE B YHTATENBCKOM  (opMyspe
HarOMUHAHUS O BO3BpAaTe JOKYMEHTOB, HANPABJICHHBIE OHONMOTEKON B aipec Mojib30BaTe/s B
BHJIC 3aKa3HOTO MKMChbMA HITH OTKPBITKH C YBEAOMIICHHEM, & TAKKE CIIPABKU M3 aIPECHOIO CTOJIA.

11.9. JIokyMeHTbI, MPUHSATHIE OT uMTaTENel B3aMeH YTEPSHHBIX, pukcupyotes B "Tetpany
yuera JOKYMEHTOB, IPHUHATHIX OT uMTaTesell B3aMeH yTepsHHbiX". Ha OCHOBaHMY ClIeaHHbIX B
HCH 3aIiCCH COCTABISIOTCA AKThl HA TOCTYILUICHHE W BHIOBITHE, KOTOPHIE PETMCTPUPYIOTCS B
COOTBETCTBYHOLIMX YacTsiX "Kuuru cymmapHoro yuera 6ubnmuoreunoro gouga”.

11.10. Ha npuem meHer OT MOJib30BaTeICii B3aMEH YTEPSAHHBIX HOKYMEHTOB COCTABISCTCS
IIPUXOIHBIA OPJICP 4 YMTATE/IIO BbIAAETCS KBUTAHIMS, B CEMUIHEBHBIN CpOK NpuOOpeTaercs
M3laHie PaBHO3HAYHOE YTPAYEHHOMY, BHOCHTCS 3aIIHCh O 3aMEHe JXOKyMeHTa B TeTpaan yuera
JIOKYMEHTOB, MPHUHSTBIX OT YHTATE/ICH B3aMEH YTEPSHHBIX U 0QOPMIISIETCS aKT Ha MOCTYILICHHE
B 6uOIMOTEKY €IMHNLIBI XPAHEHHS, KOTOPbIA perucTpupyetcs B Knure cymmapHoro yuera. Yeku
Ha MPHOOPETEHHBIC U3TaHUs COXPAHAIOTCS HA MPOTHKEHHUH 5 JIET.

11.11. Bce wckmodaembie u3 ¢oHna OuOIHOTEKM NOKYMEHTHI HODKHBI  OBITH
COOTBETCTBYIOLIMM 00pa3oM o(OPMIICHBI: CITCIHABHBIM IITEMIIEIEM JOJDKHBI OBITH TOTalICHbI
LITAMIThI OUOTHOTEKH.

11.12. bubnuorekn OE3BOME3NHO NEPEIAOT HENPOQHILHBIE M H3JIUIOHE NyOJIETHbIE
u3nanus B 00OMeHHO-pesepBHbId Qo MKYK «Uypamuunckas MIIBC». He BocTpeboBaHHbIE
OubIHOTEKaMHK H3/IaHUS CHAIOTCS B 3aTOTOBHTENBHBIE OPTaHM3aLMH BTOPCHIPHSL.

11.13. Ceenenus 0 BHIOBIBIIUX U3 (GOHAOB OUOMHOTEKH TOKYMEHTAX PETHCTPHPYHOTCS B
COOTBETCTBYHIOIIUX rpadax BTopoi uactu "KHuru cymmapsoro yuera 6ubmmoreunoro ¢onpa”,
Hndopmanus o BBIOBBIINX JOKYMEHTaX OTPAXAETCA BO BCEX YYETHBIX (OPMaX, KaTauorax, B
TOM 4HCJIE CBOJHOM, KAPTOTEKaX.
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11.14. BbIOBITHE 3IEKTPOHHBIX CETEBBIX YAAJICHHBIX HOKYMEHTOB HE odopmisiercs
CTICIAAIBHBIM TOKYMEHTOM. [loaTBEpKIEHHEM BBIOBITHS ABIACTCS MCTCUCHHE CPOKA ACHCTBHS
NOKYMEHTa (ZIOroBOpa, KOHTpaKTa, JUIEH3HOHHOTO COTJAINCHHSA), OQOPMICHHOTO Ha MpPaBoO
JOCTYTIA K OTIPEIENICHHOM 6a3e JaHHBIX (TIAKETY) CETeBbIX JOKYMEHTOB, U OTCYTCTBUE AOr0BOPA,
KOHTPAKTA, JTHIIEH3MOHHOTO COTJIAIeHHs, 0(hOPMIIEHHOT'O Ha HOBBIH CPOK.

TTpyuuHbl BBIOBITHS 3JIEKTPOHHBIX JOKYMEHTOB: HEBO3MOXKHOCTh OHOIMOTEKHM IMOINEPKUBATH
JHOKYMEHT B aKTyaJlbHOM COCTOSIHHUHM (TPYyJHOCTH C OOHOBJICHHEM KOMIIBIOTEPHOTO IapKa,
npuOOpETEHNST KOHBEPTOPOB M T. 1.); HECOOTBETCTBME NPOrpaMMHO-AIMIApaTHON cpene
OuOMuoOTeKH;, TEepeHOC WHQPOPMAIMKM HA Op. HOCUTENb, (PU3HYECKUI H3HOC, TMOBPEKICHUE
CHEMHOT0 HOCHTEIIS; HCTCYCHHE CPOKA JTMICH3MOHHOTO COTTIAIICHNS, TOCTYIUIEHHE KyMYJIALUHM,
({parMeHThl U3aHU TPy Nnoay4eHun 0oJee MOMHONM BepCcUU; H3/aHUs 0e3 U3MEHEHUS TeKCTa,
noctynueime B 6onee yanobuom GopMaTe ¥ C JYYIIAM KauyeCTBOM; AS(EKTHBIE IK3EMIUISPEI,
NaHHbIE, YTPAYECHHBIE B pE3yJIbTaTe BUPYCHOM WM XaKepPCKOH aTakw.

12. [iposepka ponnos

12.1. UnBenrapm3auusa ¢ouna (manee U®P) - sro mepuommteckuii nepeyver ROKYMEHTOB
(hoHma ¢ LENbIO MOATBSPKACHHSA HX HAJIMYMS, 4 TAKXKE YCTAHOBJICHHUS UX COOTBETCTBUSA YUCTHBIM
noxkyMeHTtam. MO rposoguTes:

- PU CMEHE MATEPUAIbHO OTBETCTBEHHOIO MLA;
- IPH BBIABJICHUH (DAKTOB XMIICHHUSA, 37I0yTTOTPEOICHAS UITA TIOPYHU TIOKYMEHTOB,;

- B Clly4ae CTHXHHHOTO OGenctsus, moxapa unu Apyrux UC, BBIZHAHHBIX JKCTPEMAILHBIMH
YCIIOBUSIMU,

- P PEOPraHN3aLMHK WK JIUKBUAALUH OHOIHOTEKH.

Topsnox nposencuus MO ycranorneH [lopsaxkom yuera JOKYMEHTOB, BXOASIIUX B COCTaB
6ubmoTeuHoro GoHna, yTBEPXKIEHHOM NpukazoM MunuctepeTBa KyasTypsl PO ot 2012 1.

12.2. MnBeHTapu3anymM MOIJIEKAT BCE BHIbl JAOKYMEHTOB (BKJIOYas ayJAMOBU3YAJIbHBIE
nokymeHTsI (ABJ]), a5eKTPOHHBIE U JIMCTOBBIE), KOTOPHIM MPUCBOEH MHBEHTAPHBINH HOMED. Bo
BpEMSsI TPOBEPKH aHAM3UPYETCS MTPAaBUJIBHOCTD BEICHUSL YUETHOM 1OKYMEHTAlMH, YCTPAHIIOTCA
OIIMOKY, OMYIIEHHbBIE B IEPUOJ MEXKIY ITPOBEPKAMHU.

12.3. Ilepuomuunocts nposeaenus U ompenensercs macbMomM MuHHCTEPCTBA (PUHAHCOB
P® «O06 unsenrtapuzammu Oubmmorednsix ¢ormo ot 04.11.1998 r. Ne 16-00-16-198. Jlna
oubmorex ¢ dornaom 10 100 ThiCSY YYETHBIX €AUHUI] YCTAHOBICHA NEPHOUUHOCTE UD - onuH
pa3 B mATh JieT. IIpoBepka ()OHAA WM €ro 9YacTH MpPH CMEHE PYKOBOLUTENA OHOIMOTEKH
NPUPABHUBAETCS K oOdepenHoMy cpoky. HaubGonee rennble (oHmbI, XpaHsmuecs B ceiidax
nonnexat U® oauH pa3 B Tpu roja.

12.4. UnBenrapusanus 6ubmrorednoro ¢oHna Heobxonuma Ast:

- BBbISBJICHWS OMMOOK B yueTre, 00paboTKe M XpaHEHWMM W3IaHWH, a TAKKE IMI, HX
TOTTYCTUBIIMX;

~ OLICHKHY ITOCTAHOBKH Y4YCTa BBIAaHHBIX A3IAHNN;
- BBISABJICHUS YU TATE/IBCKOM 3a0/DKEHHOCTH,

- BBISBJICHHS PEAKHX, UEHHBIX, KPACBEIYECKUX W APYTHX AOKYMEHTOB, Tpebdyrommx ocoboro
peKHMa XPAHSHHUS,
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= OTCJIC)KMBAHAA WHTCHCHMBHOCTHU HWCIIOJIb30BAHHS JOKYMCHTOB, IJIsA JAJIbHCHIIIETO BHECCHUS
KOPPEKTHB B KOMIIJICKTOBAHUC W AKTUBU3AMH HUCIIOJIBE30BAHUA quma PEAKOTO CIpoca.

12.5. OcHoBanuem pasi nposeacHus MWD susiercs npuka3 pykosomutens LBC ¢
HA3HAYEHUEM COCTaBa MPOBEPOUHONM Komuccuu (3-5 uenosek) BO rNaBe C npeaceaareiem. B
COCTAB KOMHUCCHH JODKEH BOWTH OTBETCTBEHHBIH 3a IpoBepseMblii (POHA COTPYAHHK M
npeacTaBuTelb Oyxraarepun.

B nposepke npHHUMAaKT ydacTHe Bce pabOTHHKHM OMOIHMOTEKH, MOTYT NPHUBIEKATHCS M
BPEMEHHBIC COTPYAHMKH C OILIATOM 0 TPYAOBOMY IOTOBODY.

12.6. Pabora mo HM® ocymecTBiseTcs B HECKOJBKO JTaloOB. TOATOTOBUTENBHBIMH,
HENoCpeACTBEHHas pabora mno mnpoBepke (oHDA, TMOABENASHHE HWTOrOB U OGOPMICHHE
PE3yIBTATOB MPOBEPKH.

Pesyneratel U@, 3aduxcupoBanHbie B aKTe, paccMaTpUBatOTCA KOMUCCUEH M0 COXPaHHOCTH
¢oHma. AKT C BBIBOZAMH KOMHCCHH U CITMCKOM OTCYTCTBYIOUIMX JOKYMEHTOB, NIEPENAETCS Ha
yrBepaenre pykoBoxutemoo [[BC. Tlprn HeoOX0mMMOCTH cOCTaBiseTCs: CIyxKeOHasi 3arucKa.
IIpy HaMyuM pPA3HOMVIACHUN 10 CONCPKAHHIO aKTa OKOHYATEJbHOE PEHICHHE MPHHHAMACT
pykosoautens LIBC.

12.7. B cnydae npeBbINICHHUS YTBEPXKACHHOIO HOPMATHBA YTPAThl JOKYMEHTOB I10
HEYCTaHOBJICHHBIM TIPHYMHAM TIPUHHMAIOTCSA MEPBI K BO3MEIICHUIO yiepOa, Ipyu pa3HOIrIacusax
aKT NepefacTCs YUpEauTeio.

12.8. JlonycTHMbIii HOPMATHB CIKMCAHHUS MO MPHYMHE HEMXOCTAYHA HOKYMEHTOB M3 (POHIOB
OTKPBITOTO JAOCTYNa MO HE YCTAHOBJICHHBIM MPUYMHAM HE MOXKET cocTasiate Oonee 0,2%
OT o0OBeMa KHWIOBBIIaYM 3a Tmocjenuuit rox. JlaHyro yTpaty KBamuUIMPYIOT Kak
TPOU3BOICTBEHHO-X03AHCTBEHHbIN PUCK U CIIACHIBAIOT NOKYMEHTHI 1O aKTy HAa OCHOBaHMH II. 28
«[lonokeHusi MO BEACHUIO OyXraJiTepckoro y4era W OyXranTepekod  OTYETHOCTUY,
yTBEPKIAEHHOTO Mpruka3zoM Munduna PO ot 29.07.1998 r. No 34H.

12.9. OrsercrBennocts 3a opradmsaimio MO OubmioTek mnoxpaszaenceHuid HECyT HX
3aBEIYIOLINC.

12.10. TTo nroram UD pykosoaurens [IBC uznaer mpukas, B KOTOPOM H3JIaraercsi OleHKa
NEHCTBUSIM KOMUCCHH W OTBETCTBEHHOMY 3a (POHI COTPYIHMKY, YTBEPXKIAeT CIHCAHME,
OPHHAMAET B AAMHHHCTPATUBHBIE MEpbl MNOOLIPEHMS, HAKA3AHWA, HAMEYAET MEpPBI K
TIOBBIIICHUI0 YPOBHSA cOXpaHeHus OubimoreuHoro (OHAA, CPOKH, OTBETCTBEHHBIX 3a HX
VCTIOJIHEHUE U KOHTPOJIb 33 HCIIOTHEHHUEM.

12.11. OcobGeHHOCTH HHBEHTAPU3ALIMY NTPU nepenade OnbmmoTteunoro Gponna:

12.11.1. U® npu cMeHe MaTepuaibHO OTBETCTBEHHOIO JTMLIA TPOM3BOIMTCH Ha OCHOBAHUH
npukasza pyxosoautens LIbC ¢ ykazaHueM CpPOKOB U ITOJTHOTHI IPOBEPKH.

B ciyuasix skcTpeHHOU mepenaun (hoHIA MPOBOIAT BHIOOPOYHYIO MPOBEPKY Haubonee
LEHHBIX, PEAKUX, AOPOrOCTOAMIMX JTOKYMEHTOB. 3aKIOYEHHUE U NPEMIOKEHHS IPOBEPOUHON
koMuccun OQOPMIISTIOTCS  TIPOTOKONOM M aKTOM, MEPeNaBacMbIM Ha  YTBEPXKICHME
pykoBoauteno [ {BC. BeibopouHas mpoBepKa HE 3aCUNTHIBAETCSH KaK TUIaHOBAsL.

12.11.2. ITpnuunsl He nposeneHus U® npu cMeHe MAaTEPHATBHO OTBETCTBEHHOTO JIMLIA:
- [IPOBEICHUE IIIAHOBAsI IPOBEPKA B TEKYILEM I'OAY,

~ KCTPEHHOE YBOJHLHEHUE 3aBEAYIOLIETO,
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- Oonpmod ob6beM (oHIA M HEBO3MOXKHOCTH MPHBJICYCHHS HEOOXOAMMOrO YHCIa
coTpynuukoB s UO.

B nmanmbix cayuasx (oHI nepenaeTcsi Ha OCHOBAHWM YYETHBIX JIOKYMEHTOB 0e€3 axrta
[POBEPKH.

13. OTBEeTCTBEHHOCTD COTPYAHHKOB OHOIHOTEK 32 COXPAHHOCTE (hOHAA

13.1. PaborHukm Oubmuorex o0s3aHBI CcOOMIOATH MpaBWiia, Y4YeTa, XPAHCHUS W
WCITI0JIb30BaHus (POHIOB OUOIMOTEK.

13.2. TlepcoHanbHy!0 MaTEpHANBHYIO OTBETCTBEHHOCTh 34 XPAHEHWE M HCIIOJIH30BAHHE
¢ounoB HecyT 3aBeayiomue OuOimorekamu. OHEM 00€CHEUMBAIOT OPraHU3AlMK) yueTa |
XpaHEHHs B COOTBETCTBHHU C ZaHHBIM [TonoxeHuem.

13.3. CorpynHuky, UMeOLMe A0CTYH K (OHMAY, TAKKE OTBEYAIOT 3a €r0 COXPaHHOCTh U
HECYT MEPCOHANBHYI0 OTBETCTBEHHOCTh IpU OOHApYKEHMM HENOCTaud B TOM CJIydae, €CiH
yimiep®d BbI3BaH BBISABJICHHBIM HEOPEKHBIM OTHOIIGHHMEM K pabore WM HapyIeHHEM
YCTAaHOBJIEHHBIX MpaBWI, T.€. 10 BUHE pabOTHMKOB. B 3TOM ciywae paboOTHMK BO3MEIACT
ymepb, B pasmepe, He Oonee 1/3 ot cpenrero mecsuroro 3apabotka. [TomHyr0o MaTepuanbHyO
OTBETCTBEHHOCTh pabOTHMK HEceT, KOraa Hermoctada (oHma BbeI3BaHA ICHCTBUAMY,
MPECACIYEMBIMHU B YTOJIOBHOM TOPSIIKE.

13.4. Tlpu OTCYTCTBHH OTKpBITOIO I0CTyNa K (POHAY, €CJIM KOHKPETHBI BUHOBHUK HE
YCTaHOBJIEH, OTBETCTBEHHOCTh 3a HENOCTadyy W BO3MELICHHE ylepda HECyT BCE pPabOTHHKU
OubnuoTeKH, HMMEIIME A0CTYn K (OHAY Ha OCHOBAaHMHM MOTOBOpAa O KOJICKTHBHOM
MaTepHaIbHON OTBETCTBEHHOCTH.

13.5. Tlpu obHapykeHHH HEDOCTA4M C OTKPBITOrO AOCTYyIa B Ipoiecce nposeaeHus D, B
KosyecTBe, He npesbimaromeM 0,2 % ot 00bemMa KHUTOBbIIAY OMOIMOTEKH 3a TIOCIEeAHNMI TO/,
C COTPYIHUKOB CHMMAaETCs OTBETCTBCHHOCTH 3a mponasimmii (orn. T.x. ymepd otHOCHUTCA K
KaTeropud HOPMaJIBHOTO ITPOM3BOJCTBEHHO-XO3SIICTBEHHOIO PUCKAa W HE IPEBBLIIAET HOPM
€cTecTBEHHOM yObiny. BriObITHE BHISBACHHBIX YTPAYeHHBIX JOKYMEHTOB OQOPMIISETCS aKTaMu
CITMCAHHSA.

14. OTBeTCTBEHHOCTH NOJIH30BaTe/IeH 3a cOXpaHHOCTH QoHAA

14.1. Tlonmp3oBarenu OUOMMOTEK HECYT OTBETCTBEHHOCTh 33 COXPAHHOCTh (OHAA B
cootBeTcTBUU ¢ «llonoxkeHneM © KOMITGHCAIMOHHOM BO3MCLICHUH, [PUYHMHEHHOI'O
MarepralibHOro yiepba, HanecenHnoro umyniecrsy MKYK «Uyparmumnackas MLBC».

14.2. B ciiyuae npuyruHEHHOTO (GOHAY OMOIMOTEKM NOIB30BaTENEM yIepOa, BRIPRKEHHOTO B
MOpYe€ WM yTpaTe J[OKYMEHTA, TMOJb30BATE/IEeM BO3MEIIAETCA TEKylmias CTOMMOCTh
WCTIOPYEHHOTO JOKYMEHTa WM MPOM3BOAMTCS €ro 3amMeHa Ha JOKYMEHT, MpU3HaHHBINA
paBHOIieHHBIM. [Ipu BO3MeleHWHM ymTaTeneM yuiepba, CTOMMOCTh YTPadeHHBIX JOKYMEHTOB
YCTaHABJIMBAETCSA KOMHUCCUEH IO COXPaHHOCTH (POHAOB, HA3HAYCHHOM NIPHUKA30M PYKOBOAMTENS
OuOIHOTEKN.



