3.1. Ob1mee pyKOBOACTBO NEATEIBHOCTBIO GHOIHOTEKH OCYIIECTBISET PYKOBOLUTEb
00pasoBaTe/IbHON OpraHU3alliHy.

3.2. HemocpeacTeeHHOE pyKOBOACTBO GHOIHOTEKO OCYIIECTRIISET 3aBeNYIONIMI GHETHOTEKO,
KOTOPBIH Ha3HAYAETCs PYKOBOMTENEM 00pa30oBaTellbHOM OpraHH3aI|H.

3.3. Bapenyromuit GHOIHOTEKOM HECET OTBETCTBEHHOCTD B IPEAEIax CBOEH KOMIICTCHIINH 33
OpraHH3aIHIO M Pe3yNIbTaThl AeATENEHOCTH OUOIHOTEKH.
3.4.3aBeayronmii GuOIHOTEKO paspabaTHIBAET H IPEACTABIAET PYKOBOIHTENIO
00pa3oBaTeILHON OpraHM3alliH Ha YTBEPKIEHUE CIIETYIONME JOKYMEHTHL:

* MOJIOJKEHHE 0 6ubIHOTEKe, IpaBUIIa TT0JIE30BaHUS GHOITHOTEKOIH;

* IJIAHOBO-0TYETHYIO JOKYMEHTALIHIO.

3.5. B cocraB OGWONHOTEKH BXOIMT:

* a0OHEMEHT;

* YHTAJIbHBIN 3aJI;

* OTEe] y4eOHMKOB;

* 0TAe HHPOPMaIHOHHO-0HOIHOrpadudeckoit paboTsr;

* hon1 ¥ crienMaTM3HPOBAHHBIA 321 PaGOTEHI ¢ MYTETHMEHHHBIMH H CETeBEIME
JOKyMEHTaMH,
* MEAHAaTEKa.

3.9 bubmmoTeunHo-HHPOPMALHOHHOE 0OCITYKHBAHIE OCYIIECTBISETCA B COOTBETCTBHH C
I71aHaMH paboTel OHOIHOTEKH B peXXHMOM paGoThl 06pa3oBaTeNEHOM OpraHU3alliu.

Pesxum pabote 6ubmoTexu onpenensercs 3aBeyrOMmM GHOIHOTEKOM C YIETOM PeXHMa
paboTs! o6pasoBaTenbHO# opraHu3auy. OIHH pa3s B MeCsIl TpeyCMaTpPHBAETCS CAaHHTAPHBIA
IeHb, B KOTOPEIH 00CIy)KMBaHHE NI0Ib30BATENEH He MPOU3BOTUTCS.

[Ipu onpenenenun pexxuMa paGoTe! GHOIHOTEKH NpeTyCMaTPHBACTCS BhIICICHHUE:

* IByX 4acoB paboyero BpeMeHH €XEIHEBHO Ha BBINOIHEHHE BHYTPUOMOIHOTEUHOH paGoTE,
* OJIHOro pasa B MECHI] — CaHATapPHOro JHSA, B KOTOPBIH 00CIyXKHBAHKE TIOIb30BaTENCH HE
IIPOHU3BOAUTCS;

* He MEHee OJJHOI'O pa3a B MeCsIl — METOJHYECKOTO JIHA.

4. Yder mocTymjieHusl H BLIOLITHA JOKYMEHTOB GubIHoTeuHOrO0 hoHa
4.1. Ilpuem oxyMeHTOB B (OHI OHOIHOTEKH BKIFOUAET CJIEAYIOLIHE ONEPALMH:

* CBEpKa MIOCTYIUIEHUH C IEPBHYHLIM YUETHBIM JOKYMEHTOM (HaKIaaHasd, akT),
BKJIIOYAIOIIHM CIIMCOK MOCTYIHBINKMX IOKYMEHTOB;

* COCTaBJICHHE [IEPBHYHOIO yYETHOTO JOKYMEHTA JUIs IOCTYIUICHH#H Ge3 CONMPOBOTATENBHOM
JOKYMEHTAIIHH;

* PerHCTpanis NOCTYIHMBIINX JOKYMEHTOB B PETHCTPAX CYMMapHOIo, IPYIIIOBOTO
uHauBHayanpHoro ydera (COCT 7.0.93-2015 «bubmmoreunsiit honn. TexHomorus
(bopMHpPOBAHUSNN).

4.2. Ilpu nmomoaHeHHH OCHOBHOrO GHOIHOTEYHOrO (oHaa HEOGXOMMMO cOGIIONaTE TpebOBaHHS

@enepanpHOro 3axoHa ot 25.07.2002 Ne 114-®3 «O npoTHBOAEHCTBHYA 3KCTPEMHUCTCKOM
JeATeIbHOCTHY. JJOKYyMEHTRI, BKIIIOYEHHEIE B IIepeUeHb SKCTPEMHUCTCKUX MATEPHATIOB,
nproOpeTaTh 3alpenieHo, IIpH BEIABIECHHH HX B (OH/IE - H3bIMATh K3 JOCTYIIA.

4.3. Yuer u obpaboTka noKyMeHTOB OGHOIMOTEYHOTO GOHIA.

4.3.1. Yuer u 06paboTka JOKYMEHTOB OCHOBHOTO (hOH/Ia OCYLIECTBIIAETCS MHIHBHIYATLHEM
crniocobom. CBENEHUSA O MOCTYMUBIIKMX MMEUYATHBIX IOKYMEHTaX BHOCATCH B « KHHTY cyMMapHOTO
y4erTa JOKYMEHTOB OCHOBHOTO (hOHIAY.

-IIocTynuBIIHM JOKYMEHTaM MMPHCBAUBAIOT WHIMBUIYAbHBIH pErUCTpallMOHHBIH HOMED
(MHBEHTapHBI HOMEP M/IM MHOM 3HAK, IIPUHATHINA B KAYECTBE PETHCTPAMOHHOIO HOMEDA,
CHCTEMHBIH HOMep /151 S/IEKTPOHHBIX JOKYMEHTOB) H AP XpaHEHHA.

Peructpanmonnsie HoMepa ¥ mMH(PE OTMEYAIOT B PErHCTpax UHAMBUAYATBHOTO ydeTa
JOKYMEHTOB - MHBEHTapHOH KHHATE, KapTOTeKe PETUCTPAIlHH I'a3eT, JKypHAJIOB, y4eTHOH Oaze
TTaHHBIX.



