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O MOpsiIKe yu€Ta TOKyMEHTOB, BXOAAIIMX B COCTAB OUOIHOTEYHOO bonma
MAOY «I'umHazust No8»
1. O6mme nosokenus
1.1. Hacrosiiee TIlonoxenue pa3paboTaHO B COOTBETCTBHH C npukazoM MuHucrepcTBa
KynbTypbl Poccuiickoit ®@enepauun or 08.10.2012 roga Ne 1077 «O6 yrBepxneHuu
Ilopsizka yuéra 1oKyMeHTOB, BXOSIIMX B COCTAB OnbIMOTEYHOrO (HOHIA» ¢ HIMEHEHHUIMY
1 nornosHeHusaMy ot 02.02.2017r. Ne 115, nucsmom Munobpazosanus PO «IIpumepnoe
TOJIOXKEeHHe 0 OMbIMoTeKe 06pa3oBaTENLHOIO yapexaenus» ot 23.03.2004r. 3a Nol14-51-
70/13.
1.2. BubnuoreuHo-unpopMaLHOHHbIiT ueHTp (manee BHUIL[) o6eo6pasosatenbHOro
YUPEXACHUS BXOMUT B OOLIYIO CTPYKTYpY 06pa30BaTeNIbHOrO YUPEKIEHUS U HE SBIISETCS
CaMOCTOSITEIbHBIM FOPUTUUECKUM JTULIOM.
1.3."Kuura cymmaphoro yuera 6uGmmoTeuHOro Gonma"  comepxkur IIOKa3aTe,
XapaKTepU3yIOINe Ka4eCTBO (POPMHUPOBAHUS GHOIHOTEUHEIX $OHIOB 1O HX ueneBoMy
HasHaYeHUIo:  obecrieyeHwe  y4eGHOrO  mpouecca  u HayYHOH  JeSTebHOCTH
00pa30BaTENFHOIO  yUpPeIKACHHS; BUIl npuoGperaer yueGHble wu3mamus s OounbImx
KOJIMIECTBAX ~ JK3EMILISIPOB  OJTHONO  HA3BaHWS, MHIMBHYANIbHBIA  yYeT KOTOPhIX
OCYIIECTBIIACTCSL [0 METOAMKE GE3bIHBEHTAPHOTO y4eTa.
2. Opranusauusi paGoTsl
2.1.Yuem nocmynnenus doxymenmos g bubnuomeunwiii hono.
Ipu yyere mocrynnenus nokymeHToB B (oHI oHM He nensTes Ha AOKYMEHTBI MOCTOSHHOTO
W JUIMTCJIBHOTO XpaHeHWs. Beimenenmio mnommexar Tonbsko JAOKYMEHTBI BPEMEHHOTO
XPaHCHHS OTICIBHBIX BHUIOB W3JaHUH MO0 06BEMY U MO Xapakrepy uH(opmaruu (IOCT
7.60-90), xoTopbie He cTaBsTcs Ha Gananc, K HUM OTHOCSTCSI: Opounopsl (06bem - 10 48
CTp.); TMCTOBKH (06beM - 110 4 CTp.); KaleHIapH; MJIAKaThl; METOINYECKHUe pa3paboTku;
[IPOTPaMMBI; MaTepHalbl, MOAJIEXKAIIe TOCIe CIIHCAHMUS pasjiaye ydamuMmcs M regaroram
(KOHKpETHBI nepeyeHs GUGIHOTEKH ONPENEINAIOT CAMOCTOSITENBHO).
2.2. Cymmaprorii yuem OQOKYMEHmO8.
CymMapHbIi yueT GuGIHOTEYHOMO dorna B BUL] npoussoutrcs B "Kuure CYMMapHOro
yuera" (npunoxenne «Ne2 k MeTonnueckim PEeKOMeHanusMm).
2.3 Hnousuoyanvhoii yyem OOKYMeHmMOo8.
MHOr0oK3eMILISIpHBIE TOKyMEHTHI (yueOHuKH, yyeGHbIe MOCOOHs, CIPaBOYHUKH, ClIoBapu
W NIpyrue W3JaHus), NpeIHa3sHaYeHHble JUIs HUCTONBL30BAHUS  YJallUMUCS B y4eGHOM
TMPOLECCE, yYUTBIBAIOTCS Ge3BIHBEHTAPHBIM CIIOCOGOM. Ilpu GesbinBenTapHOM METOoJIe



YHeTa NMpeNyCMaTpUBACTCS CyMMapHast 3allkch I0KYMEHTOB I10 Ha3BaHHUSAM, CTOUMOCTb U
OTHOCHUTCS Ha Gananc BUL.

MHOrOOK3eMIUIAPHBIMU ~ TOKYMEHTAMH ~ CYHTAIOTCS JAOKYMEHTBI, MOCTYIAOIIUE |
Kojmiectse cpbie 10 sksemmmsipos. JlBa-tpu OK3EeMILIsIpa M3JaHUS 3alUCBIBAIOTCS 1
MHBEHTapHbIE KHUIY Ha OOIIMUX OCHOBAHMUSX.

Ilpu Ge3biHBeHTapHOM MeTose ydeTra o(OpMIISIOTCS CleAyoLHe JOKYMEHTBL: y4YeTHas
KapTouka NOKyMEeHTa (M3[aHHMs), PErMCTpAallHOHHAS KHUTa (TeTpazib) y4eTHBIX Kaprouer
(npunoxenus Ne 4, 5).
YueTHas KapTOYKa COCTABISIETCS HAa KaXkKIOe BIICPBBIC MOCTyMHBLIEE B  OGHOIMOTEK)
HasBaHHe B KoyM4ecTBe CBbIlIe 10 5k3eMmIspoB. YuerHas KapTO4YKa COAECPKHUT CBEICHUS
4BTOp, 3ariaBue, BBIXONHBIC NaHHbIE, 1LIEHA, JaTa 3allUCH, HOMED 3aluCH B KHMHIe
CYMMApHOTO y4eTa, KOJHYECTBO 3K3EMILISPOB - MOCTYIUBIIHX, BBIOBIBIINX, COCTOSIIMX HA
ydeTe. YYeTHas KapTouka OTpakaeT JABUKEHHe KaXXZI0ro OTASNBbHOIO Ha3BaHUsI JOKyMEHTa
(M31aHUsT), NpoIIeAIIero Oe3bIHBEHTapHbIH yyer.

B xaprouke orpaxarorcs Bce MOC/IEyIOINEe MOCTYIUICHUSI NAHHOTO Ha3BaHMS,
HE3aBUCHUMO OT L[E€HBI.

Y4eTHble KapTOYKH 3aITHChIBAIOTCS B PeTUCTPaMOHHOW KHHTe (TeTpasy).
B perucrpanonHoii kuure (TeTpanm) 3amoNHSIOTCS Bee rpadbl Kak IPH HHIMBUIYalbHOM
YHETE, KaX[10€ Ha3BaHME 3aIMChIBAETCS HA OTAEIbHOMN CTpoKe. PerucrpanmonHsiii Homep

IIEPEHOCUTCS Ha y4eTHyIO KapToyky. Ha mokymenre (M31aHHUK), yYTeHHOM
Oe3bIHBEHTapHBIM METOOM, HOMED PEriCTpalMOHHON KapTOYKU He MPOCTaBIISETCH.
3. Yuer BbIOBITHS JOKYMEHTOB U3 GHGIHOTEYHOrO ¢donpga:

AKTBl Ha CIIMCaHWe JOKYyMEHTOB B bUILl ytBepkmarorcs JAUPEKTOPOM y4eOHOro
3aBeieHus. HopmaTus criiicanus TokyMeHTOB 13 (GoHI0B OTKpBITOTO J0CTyIna 110
HCYCTaHOB/ICHHBIM NMPUYMHAM (HeI0CTa4a) JOMKEH COCTABIISTE He oonee 0,1% or o6bema
KHUTOBBIJIAYH.

Hckmoyenne 1oxkyMeHTOB 13 (GonnoB GubIHOTEK 001e00pa3oBaTebHbIX
YUPEKAEHUH 110 IPUYMHE YCTAPENOCTH IPOU3BOZIUTCS HE pexke OJHOTO pasa B Ba roja.

4. le1onpousBoacTeo B OpraHM3alHUH y4yeTa ponja.
B coorserctBuM ¢ npasunamu OPTaHM3allik  rOCyapCTBEHHOTO apXMBHOIO Jejia
YCTaHABIMBAIOTCS ClIEyIOLINE CPOKU XpaHEHHs AIOKyMEHTOB, 00ECNeYHBAIOIUX yYeT u
COXPaHHOCTh (hOH/IOB:

ComnposonutesnbHble ToKyMeHTHI (HakmajiHEle, CYeTa, OMUCH, CIIHCKH Ha
NOCTYMaKOLLyI0 JIUTepatypy) - 3 roxa.

Ilpuxomuele  akTel  Ha TATEPaTypy, —MONYYeHHYI0  GecnmaTHO Wi Ges
CONIPOBOJMTENBHBIX JIOKYMEHTOB - 3 rofa.
AKTBI yyera JIUTEPATYpPbl, yTEPIHHOM YNTATEISIMU K MPHUHSATOM B3aMeH - 3 roja.

AKTBI Ha CrIMCaHUe KHUT U TICPHOINIECKNX M3IaHUH; YYeTHBIE KapTOYKH, KHIKHBIE
(opMysipeI cricanupx uzsianuii - 10 ser.



ITpunoxxenue Ne 2
K IIpUKa3y YnpasieHus o0pa3oBaHuUsI
aJIMUHUCTPALUA AHTapcKOro
TOPOJICKOTO OKpyTa

oT Ne

2.1 ®opma akTa 00 UCKIIIOYEHHH
13 OUGIMOTEYHOrO hOH/A TOKYMEHTOB AITUTEIBHOTO XpaHEeHUs

Pexomenyercs cienyromas popma CrucKOB BHIOBIBAIOIINX W3IAHMIL:
a) JUIsl U3J1aHUH, 3aHECEHHBIX B UHBEHTAPHbIE KHUTHU
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JlomyckaeTcs 3aMeHa CrucKa JJOKyMEHTOB, MOUIEKAIIMX HCKIIOUSHUIO, KHIKHBIMH
bopmynspamu.
0) ZU1 MHOTOOK3EMILIAPHBIX H3/aHHH, YITEHHBIX Ge3BIHBEHTAPHBIM METOOM
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2.2 ®opma akTa 06 UCKITIOUEHUH
U3 (OH/IA YTEPSHHBIX YUTATEISIMH AOKYMEHTOB U IpUeM B (DOHI JOKYMEHTOB,
[IPU3HAHHEBIX PABHOLIEHHBIMU

Crincku u3nanuil, NCKIIOYaeMbIX U3 GUOGIMOTEYHOrO ¢onma no npuumHe yrepu
IUTATCIAMU, COCTaBJIAIOTCS 1O ¢opme, "®Dopma akta 006 HUCKIIOUCHHH M3
OuOIMOTEYHOTO (OHA TOKYMEHTOB JUTMTETHHOTO XpaHeHus".

ChucoK M3MaHWi, NOPUHATEIX OT uwWTaTeldeil B3aMeH YTEPSHHBIX, HeE
cocrapngerca. B "Terpamu yuera kHur u apyrux JOKYMEHTOB, TNPUHATHIX OT
YMTATENICH B3aMEH YTEPSHHBIX' KHHIHU, NPUHATHIE B3aMeH YTCPSIHHBIX, 3aHECEHBI B
MHBCHTApHYIO KHUTY ¢ N 110 N, y4eTHbIe KapTOUKH MHOT03K3EMILIAPHOI JIUTEpaTyphl
N'N., 3anmch akTa 0 npreme usnanuii B GOH/ B KHUTE cymMmapHoro ydera N.

2.3 Kunra cymmapHoro y4era 6ubanoredsoro ponga
6ubnnoTekn 06111e06pa30BaATENLHOTO YUPEKISHUS
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Hacts 3. Utorn nBmwkenus Gponaa
Yacts 3 Jlucr 1
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Hacre 3. toru aBikerus ponna
Yacts 3 Jlucr 2
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