-Bce 3K3eMMUIApEI NpHESTEIX W3MaRwi mTeMnemooTes. LTeMmes HaMMEHOBaHHUEM
00pa3oBaTeILHON OPraHU3aLKH 0TKEH GBITH IPAMOYTOJIHOM (POPMBEI, pa3MepoM He Golibiie
yeM 1,5x4 cm.

-IlITemnens craBHTCS Ha 060POTE TUTYIHHOTO JTHCTA (Tpu OTCYTCTBHH THUTYJIBHOTO JIUCTA — Ha
NIEPBOH CTPaHMIlE TEKCTA O/ 3ariaByueM), Ha 17-i CTPaHHIIE [IOJ TEKCTOM B JIEBOM HUKHEM
YTy u Ha 060poTe Kaxaoro npuioxenus. Ha Opolmopax ¥ KypHaiax IITeMIIETb CTABUTCS
TOJIEKO Ha 00JIOKKE HIIM Ha TIEPBOM CTpaHHIlE TeKCTa.

-Cocras ocHoBHOTO oHAa PHKCHPYETCS B KapTO4YHOM aln(aBUTHOM KaTajore, B

3JIEKTPOHHOM Oa3e TaHHBIX OHOIHOTEKH.

4.3.2. Vet u 06paGoTKa crienuana3upOBaHHOTO bonpa. Crennanusnposanssii Gom
YAUTHIBACTCH M XPAHUTCA OT/IENBHO OT OCHOBHOTO GHGIMOTEUHOro (hoH/A.

-Y¥eT JOKyMEHTOR CIICNHANTH3MpPOBAHHOro (GOHA, KaK MHOI'09K3EMILIAPHOM JTHTEpaTyphI,
OCYIECTBIACTCS IPYNIIOBBIM CIIOCO60M 1 oTpaxaeTcs B «KHure cymmapuoro yuera yue6Horo
hoHza» M B KAPTOTEKE PErHCTPAMOHHBIX KapTo4ek.

-Ha kaxnoe HaumenoBauue 10xyMeHTOB CIENHATH3MPOBAHHOTO (hOHAA 3aBOIUTCH

OTAcIbHAA yHeTHas kapTouka. Kaprouku ¢ 6ubnuorpaduueckum onmcanneM W3nanni
Y4eOHHKOB PacCTaBIIIOTCS B yYETHYIO KAPTOTEKY [0 KIACCaM, a BHYTPH KIIaCCOB — TIO -
anasuTy GaMHIKA aBTOPOB WITH 3ariaBmid. s KOHTPOJIS 38 COXPAaHHOCTEIO YUETHBIX
KapTOHeK OHH peruCTpupyroTes B «JKypHaile perUCTpalliH yYeTHEIX KapTOUeK YIeOHHKOB.
Texuuueckas 06paGoTka JOKYMEHTOB IpeyCMATPHBACT CIENYIOINE ONIEPAIAH:
-IIPOCTABJICHHE Ha KAXKIOM JOKYMEHTE ITeMmIesnsa GUbIMOTEKH B COOTBETCTBHH C

IYHKTOM 4.3.1 HacTOSIIEro 0I0KEHNUS;

- H3TOTOBJICHHE U NPHKPENJICHAE K JOKYMEHTY Tacmopra yueOnuka. [Tacopt

y4eOHHKa IPHKIIEMBAETCS Ha TTOCTeAHEH CTPaHuIe yueOHHKa. 3aIlONHAETCS IPH

BhIlade YUTATEITIO,

-Y4eT CleNHaTH3HPOBaHHOrO OH/1a IIpelyCMaTPUBAET OTPAXKEHHE er0 COCTABA B
cnpaBo4YHO-OubamorpaduyeckomM annapare GUGIHOTEKH, B TOM YHCTE B 3IEKTPOHHOM Gaze
JaHHBIX.

4.4. Bei6biTie nokymenToB 6ubmoTeunoro ponaa.

4.4.1. IlpaamEEL, IO KOTOPBIM AOKYMEHT MOKET GBITh BEIBEEH U3 COCTABa GHGIMOTEYHOrO
(oHzIa, BKIIOYAKOT, B TOM YHCIIE BETXOCTH, Ae(EKTHOCTS, YCTapeJIoCcTh 0 CONEPHKAHHIO, YTPATYy.
Hcxmoyenue gokymenTa 13 6u6140TeqHOr0 (hOHIA IPOBOIATCS HA OCHOBAHMM AHATH3A COCTABA
6nubnroTeTHOr0 (hOHIA U PE3YTBTATOR €10 ITPOBEPKH.

4.4.2. Tlon BETXOCTBIO JOKYMEHTA IOHAMAIOT PE3YIIbTAT €CTECTBEHHOTO CTapCHHSA WM
(U3HIECKOr0 H3HOCA TOKYMEHTA.

4.4.3. Ilon nedexTHOCTBIO JOKYMEHTA TOHAMAIOT YaCTHYHYIO HJIH [TOJIHYIO yTPaTy
9KCIUTyaTallUOHHBIX Ka4eCTB JOKYMEHTA B pe3yJIbTaTe BHEIHENO BO3IEHCTRHS.

4.4.4. Tlox ycTapenocThio [0 COAEPKAHMIO IOHUMAOT IOTEPIO aKTyaJlbHOCTH TEMATHKH,
MOITBEPKAAEMYIO OTCYTCTBHEM CIIPOCA YHTATENeH, HEBOCTPEOOBAHHOCTEIO B
nepepacnpeie/ieHHH H pealu3aliiy.

4.4.5. Iox yTpaTtoit JoKyMeHTa IOHEMAIOT €I0 OTCYTCTBHE B (GoHJe OMOMHOTEKH 110 MPHYHHAM
NOTEPH, XHIICHHUS!, OE/ICTBAN CTHXHIHOTO, TEXHOTEHHOTO (B TOM YHCJIe XaKePCKOM aTakd U
HEBOCCTAHOBHMOTO C00S 3MEKTPOHHOTO 0G0PYA0BAHKS) HITH COLMATBLHOTO XapaKTepa, [0
HEYCTaHOBJICHHOH ITpHYHHE.

4.4.6. Ilponecc HCKIMOYEHHs JOKYMEHTOB 3 (oH/1a GUGITHOTEKH OCYILECTRIAETCS B
COOTBETCTBHH ¢ [IopsKOM yyeTa JOKyMEHTOB, BXOISMIAX B COCTaB GHOIHOTEUHOrO (hoHMa,
YTBEPXKICHHBIM NTpHKa30M MHUHKYIbTYpsl Poccuu ot 08.10.2012 Ne 1077.

4.4.7. BoiGbiTre TOKyMEHTOB GUOIMOTEYHOro (HOHIA IPOM3BOUTCS B PE3YIIBTATE HX CLIACAHHA
KOMMCCHEH, CO30aHHOM pyKOBOHTEIEM 00pa30BaTENbHOM OpraHH3allHu.

4.4.8. YTHIM3anus CIIHCAHHBIX JOKYMEHTOB GHOIHOTEYHOr0 (hOHIA IPOU3BOIHTCS B
COOTBETCTBHH C 3aKOHOAATENECTBOM Poccuiickoit Qenepanyy,

5. IlpoBepka 1oKymMeHTOB HubianoTednoro gonaa



