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1. O0mue nMoJI0:KeHUA

1.1. Hacrosiee noJIOKEHUE PpErNIAMEHTHPYET JEATeNbHOCTh HH()OPMALMOHHO-
OubmmoTeuHoM LEeHTpe (nanee - OuONMOTEKAa) CTPYKTYPHOrO MOApa3iesieHus
AKKpeIMTOBaHHOTO 00PAa30BaTENIHHOIO YACTHOTO YUPEKIAEHUS BHICHIETO 00pa30BaHUs
«MockoBckuil  (uHaHCOBO-topuanueckuii  yHuBepcuter ~ M®PIOA»  mkonsl
«Hayxkorpan» (nanee —mkona «Haykorpamy).
1.2. Hacrosiiiee nonoxeHue pa3padboTaHo B cooTBeTcTBUM ¢ DenepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 ob6pazoBanuu B Poccuiickoit denepanuuny, npuxazom
MunkynbTypel Poccun ot 08.10.2012 Ne 1077 «O06 ytBepxknenun I[lopsimka ydera
JIOKYMEHTOB, BXOJSIIUX B COCTaB OWOIMOTEYHOTO (OHIAa» C YYETOM TMHChMa
Muno6pazoBanus Poccun ot 23.03.2004 Ne 14-51-70/13 «O TlpumMepHOM TOJIOKEHUT
0 OubnHoTeke 0011e00Pa30BATENBHOIO YUPEIKICHUSY.
1.3. bubnuoTteka sBIsETCS CTPYKTYPHBIM TMOApa3AelieHueM AKKPEeIUTOBAHHOTO
00pa30BaTeIBLHOTO YAaCTHOTO YUYPEXKJEHUs BhIcIIero oOpa3oBaHus «MOCKOBCKHIA
¢buHancoBo-opuandeckuii yauBepcuter MOIOA» (manee — M®IOA), co3nanHbIM B
Hessix o0ecredyeHus npaBa Y4acCTHUKOB 00pa3oBaTEbHOTO IMpoliecca Ha OecruiaTHOe
0JIb30BaHUE OMOINOTEYHO-HH(OPMAIIMOHHBIMU PECYypCaMHu.
1.4. Tlopsamox Mob30BaHUs UCTOYHUKAMH MH(GOPMAIIMH, TIEpEYeHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEIOCTABICHUS OMPEIEISIOTCS HACTOSIINM TOJI0KEHUEM 0 OMOINOTEeKe
Y TIpaBWJIAMH TOJIB30BaHMs OMOIMOTEKON, yTBEPKIEHHBIMU pekTopoM MDIOA.
1.5. Opranuzamuss 0OCITyXUBaHUS YYaCTHUKOB 00pa3oBaTEIbHOTO  Ipolecca
NPOU3BOAUTCS B COOTBETCTBUM C IMpaBWJIaMU TEXHUKM O€30acHOCTH U
MPOTHUBONOKAPHBIMH, CAHUTAPHO-TUTUEHUYECKUMH TPEOOBAHUSIMU.

2. leau, 3anaun, pyHKuMU 0UOJIHOTEKH
2.1. lenn OMOIMOTEKW COOTBETCTBYIOT IIEJsIM O0Opa30BaTEIbHON OpraHW3alluu U
BKJIIOYAIOT B cebs B TOM umcne: (opMupoBaHHE OOWIEH KyIbTyphl JUYHOCTH
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oOydJaromMxcs Ha OCHOBE YCBOEHHMsI 0053aT€IbHOT0 MHHHUMYMa COJAEpKaHUs
o0mreo0pazoBaTeIbHBIX MPOTPAMM, MX aJanTanus K >KH3HU B OOIIECTBE, CO3TaHHC
OCHOBBI JJII OCO3HAHHOTO BBIOOpa M TMOCIJIEAYIONIETO OCBOSHUS MPOQECCHOHATBHBIX
oOpa3oBaTeIbHBIX MPOTpPamMM, BOCHUTAHUE TPAXTAHCTBEHHOCTH, TPYIOTIOOUS,
yBa)XCHHS K IpaBaM U CBOOOIaM 4YeJIOBeKa, JJF0OBU K OKpyXaroliei mpupoje, Ponune,
ceMbe, popMHUPOBAHKE 3I0POBOI0 00pa3a KU3HHU.

2.2. 3agayamu 6ubMoTeKH MKOJIbI «Haykorpam» siBISIOTCS:

o ob0ecrieueHHWEe YYaCTHHUKOB 00pa30oBaTENBHOTO IMpollecca JOCTYyOM K
uHpOpMAIMK, 3HAHUSAM, HJICSIM, KYJIBTYPHBIM IIEHHOCTSM ITOCPEICTBOM
UCII0JIb30BaHU OMOIMOTEYHO-HH(POPMAIIMOHHBIX PECYPCOB 00pa30BaTEIIbHON
OpraHu3allnu;

o TPHBJICYCHHUE OOYYAIOMUXCA K CHUCTEMAaTHYCCKOMY YTCHHIO YYEeOHOM,
XYA0XKECTBEHHON, HAYYHO-TIOMYJISIPHOH JTIUTEPATYPHI;

e COJCHCTBHE pAa3BUTHIO TIO3HABATEIBHBIX WHTEPECOB H  CIIOCOOHOCTEH
oOydJarommxcs;

o 00yueHHe OCHOBaM OMOIMOTEYHO-OMOIMOTrpaduueCcKoi rpaMOTHOCTH;

e COJCHCTBHE MMEIarormuyeckuM paboOTHHKAM B MOI0OpPE HAYYHO-METOIUICCKON
JIUTEPaATyphbl, UHOOPMUPOBAHUE O HOBBIX IOCTYIUICHUSX B OHOIHOTCUHBIN
ponx;

e COBEPIIECHCTBOBAHHME TIPENOCTABISEMbIX OUOIMOTEKOW YCIYr Ha OCHOBE
BHEJPCHHSI HOBBIX HWH(MOPMAIIMOHHBIX TEXHOJOTUH W KOMITbIOTEPHU3AIUU
O6nbIMOoTeUHO-MH(GOPMAIIMOHHBIX TPOIECCOB, (opMUpOBaHHE KOMGPOPTHOU
OMOIMOTEUHO CpeIbl.

2.3. bubnmnoTreka BBIMOTHSET ClIEAyIONNe QyHKITUN:
2.3.1. @opmupyer ¢GoHng OuOIMOTEYHO-UH(DOPMAIMOHHBIX PECYPCOB  HIKOJIBI

«Haykorpan»:



¢ KOMIUICKTYET OCHOBHOW (DOHI Yy4EOHBIMH, Xy/I0KCCTBEHHBIMH, HAyYHBIMH,
CIIPaBOYHBIMH, TICTATOTHYECKUMH W HAYTHO-TIOMYJIIPHBIMU JOKYMEHTAMH;

e YYaCTBYET B KOMIUICKTOBAHUU CICIIUATM3UPOBAHHOTO (DOHIA yUCOHMKAMHU U3
quclia BXOIAMUX B (henepanbHBI TepeueHb YYCOHHKOB, JOMYIIEHHBIX K
UCTIOJB30BAHUIO  MPU  pealu3alldd  HMMEIONIUX  TOCYJapCTBEHHYIO
aKKpEIUTAIINI0 00Pa30BaTEIBHBIX MPOTPAMM HAYaJILHOTO OOIIET0, OCHOBHOTO
oOmiero, cpeaHero oOmiero oOpa3oBaHus, W Y4YEOHBIMH TOCOOUSIMH,
JOMYIICHHBIMA K  HWCIOJB30BAaHWIO TNPH  peAM3alMKM  yKa3aHHBIX
o0pa3oBaTeIbHBIX IPOTPAMM;

o AKKyMYJIMpyeT (OHJ JOKYMEHTOB, CO37aBacMbIX B 00pa30oBaTEIbLHOM
opranu3anuu (myOJukanmuii W paboOT  TeaaroroB  00pa3oBaTEIIBHOMN
OpraHU3allvy, JTY4IINX HAYIHBIX padoT U pedepaToB yJaImuxcs v Ap.);

e OCYIIECTBIISIET pa3MeIlleHHEe, OPTaHU3aIUI0 U COXPAaHHOCTh JOKYMEHTOB;

e OpraHu3yeT M BeIeT CIPaBOYHO-OMOIMOTpadUyecKuil ammapar: KaTaJloru
(andaBUTHBIN, CUCTEMATUYECKUN), KAPTOTEKU (CUCTEMATHUYECKYIO0 KapTOTEKY
cTaTeil, TeMaTuuecKre KapTOTEeKH), SJIEKTPOHHBIA KaTayior, 0a3bl TaHHBIX IO
npod o 00pa3oBaTEIbHON OpPraHU3aIIUH.

2.3.2.  OcymectBusier auddepeHuupoBanHoe OUOIMOTEUHO-UHDOPMAITMOHHOE
o0cITy>)kKuBaHHE 00yJarOIIUXCS:

e TIPENOCTaBISET HHPOPMAIIMOHHBIE PECYPCHl HA PA3JIMYHBIX HOCUTEISIX;

e OpraHm3yeT 0OydeHHE HaBBIKAM HE3aBHCHMOTO OMOJIMOTESYHOTO IMOIh30BATEIIS
U moTpeduTeNst HHGOPMAIINH, COACHCTBYET MHTETPALIUA KOMIUIEKCA 3HAHUA,
YMEHHUI ¥ HABBIKOB paOOTHI C KHUTOM ¥ HH(POPMAIIHEH;

¢ OKa3bIBaeT MH()OPMAITMOHHYIO TIOJIIEPKKY B PEIICHUH 33/1a4, BOZHUKAIOIINX B
nporecce y4eOHOM, camMoo0pa3oBaTeIbHON W JIOCYTOBOM JICSATEIBHOCTH

oOydJarommxcs;



e OpraHU3yeT MAacCOBBIE MEPONIPHSITHS, OPUCHTUPOBAHHBIC HA PA3BUTHE OOIIICH U
YUTATEIbCKOW KYJIbTYPHI JIMYHOCTH;

e COJICHCTBYET MEIarOrMUeCKUM paOOTHUKAM B OpTraHU3aIMKA 00pa30BaTEILHOTO
npoliecca U J0cyra o0y4Jaronuxcs.

2.3.3.  Ocymectpisier auddepeHunpoBaHHOE  OUOIHOTEUHO-UH(POPMAITMOHHOE
00CITy)KWBaHHE MEIaroTHIECKUX PaOOTHUKOB:

e BBIABISET WHQPOPMAIMOHHBIE TOTPEOHOCTH W  YJOBJETBOPSICT 3alpOCHI,
CBsI3aHHBIC ¢ 00YUYCHHEM, BOCIIUTAHUEM O0YyUalOIINXCS;

e COJICUCTBYET NPO(HECCHOHATBHOW KOMIICTCHIIMM I1€1aroroB, TOBBIIICHUIO
KBaJIM(DHUKAIINHY, TIPOBEICHUIO aTTECTAIlUN;

e OCYIICCTBIIICT TEKyIllee HHPOpMHUpOBaHUE (THU WH(POPMAIIMH, 0030PbI HOBBIX
NOCTYIUICHUH U MyOIuKauii);

e CIOCOOCTBYET MPOBEICHUIO 3aHATHH MO (opMupoBaHHI0 HUHPOPMAIMOHHOM
KyJbTYphl OOyYaromuxcs, sBIsieTcs 0a30il JUisl MPOBEACHMS MPAKTUYECKUX
3aHATHI 110 paboTe ¢ HHPOPMALIMOHHBIMH PECYPCAMH.

2.3.4. OcymectBisger auddepeHIUpoBaHHOE  OUOIHOTEUYHO-UH(POPMAITMOHHOE
oOcny>KWBaHHE poauTeNeH (3aKOHHBIX MPEICTAaBUTENCH ) 00yUYaOIUXCS:

o YIOBJETBOPSAET 3alpoOChl TMOJb30BaTeNed W HUHOOPMHUPYET O HOBBIX
MOCTYIUICHUSX B OMOJIMOTEKY;

¢ KOHCYJIBTHUPYET IO BOMPOCAM OpPraHU3allMd CEMEWHOro YTeHHS, 3HAKOMHUT C
uH(OpMaIKeH 10 BOCITUTAHUIO JICTCH;

e KOHCYJIBTHUPYET IO BOMPOCAM YU4E€OHBIX U3MAHUM JJIs1 00YIarOIIHXCA.

3. Opranusanus AesiTeJbHOCTH OUOJIHOTEKH
3.1. OGmiee pyKOBOJCTBO ACATEIHHOCTHIO OMOIMOTEKH OcyIiecTBIsieT pektop MOIOA.
3.2. HemocpeacTBeHHOE PYKOBOJCTBO OHMOJHOTEKONH OCYIISCTBISCT 3aBEIYIONINM
OuOIMOTEeKOM, KOTOPBIN Ha3HadaeTcs pekropoMm MDIOA.
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3.3. 3aBeayromuii OHOIMOTEKOM HECET OTBETCTBEHHOCTh B Tpeleiax CBOEH
KOMITETEHIIUU 32 OPTaHU3ALUIO U PE3YJIBTATHI ACSTEIIBHOCTH OMOINOTEKH.
3.4. 3aBenyromuii 6uOIMOTEKON pa3zpadbarsiBaeT U npeacrasisieTr pekropy MOIOA Ha
YTBEPKJCHUE CIEAYIOUUE JOKYMEHTBI:

o TIOJIOKEHHE O OMOIMOTEKe, TpaBUiia MOJIb30BaHUsI OMOIHOTEKOM;

¢ TIOJIO)KEHHE O TUIATHBIX YCIyrax OMOINOTEKH;

¢ IUTAHOBO-OTUYETHYIO JOKYMEHTAIIHIO.
3.5. B coctaB OMOIMOTEKH BXOIUT:

o a0OHEMECHT;

e UNTAJbLHBIN 3aJl;

e OT/IC)I YYCOHUKOB;

o otTaea nHPOpMaIMOHHO-O0uOIHOTrpaduyecKkoit padboThl;

o (GOHA U ClIeNUATU3UPOBAHHBIN 3a71 pabOTHI C MYJIBTUMEIUHHBIMU U CETEBBIMU

JIOKYMEHTaMH;

o MeauaTexa.
3.6. bubnuoTreuno-uHpOpMaIIMOHHOE 00CTYKUBAHHUE OCYIIECTBIISIETCS] B COOTBETCTBUU
C TUIaHAMHU pabOThl OUOTUOTEKH U PEKUMOM pabOThl 00pa30BaTEILHOM OpraHU3aINY.
3.7. bubnuoTeka BmIpaBe MPEIOCTaBIAThH IUIATHBIE OMOIMOTEYHO-WH(POPMAITMOHHBIC
YCIIYTH, TIEPEUYCHb KOTOPBIX OMPEEISIETCs] YCTaBOM 00pa30BaTeIbHON OpraHU3alluu.
3.8. Pexxum paboThl OMOIMOTEKH OMPENEsseTCsl 3aBeIyIONUM OUOIMOTEKOM C YIeTOM
pexkuma  paboTel  oOpa3oBaTenbHOM  opraHm3anuu. OIWH pa3 B MecCHIl
MPeIyCMaTPUBACTCSI CAHUTAPHBIN J€Hb, B KOTOPBIM 00CTy>KMBaHHE TOJIb30BaTENICH HE
IIPOU3BOJIUTCS.

4. Yuer nocTynjieHusi U BbIOLITUS JOKYMEHTOB 0H0JIHOTEYHOro oHIa

4.1. Ilpuem 1oKyMeHTOB B (POH]T OMOINOTEKH BKIIIOYACT CISTYIONTHES ONICPAIH:



e CBEpKa MOCTYIUICHUI C MEPBUYHBIM YUYETHBIM JOKYMEHTOM (HaKJaJHas, aKT),
BKJIFOYAIOIUM CHHUCOK MOCTYMUBIINUX JOKYMEHTOB;

e COCTaBJICHHE TMEPBUYHOTO YYETHOrO JOKYMEHTa [Jsi TMOCTYyIUIeHud 0e3
COIIPOBOAUTENIBHON JOKYMEHTALIUH;

e pErucTpamusi TMOCTYNHUBIIMX JOKYMEHTOB B pErucTpax CyMMapHOrO,
rpynnoBoro u uaausuayansHoro yyera ('OCT 7.0.93-2015 «bubnunoreyHslii
¢dona. TexHonorust GOpMUPOBAHUS).

4.2. Tlpu MOMOJHEHUU OCHOBHOTO OUOIMOTEHYHOrOo (POoHIA HEOOXOIUMO COOJIO/IATH
TpeboBanuss DeaepanbHoro 3akona oT 25.07.2002 No 114-d3 «O npoTuBOaEHCTBUN
HDKCTPEMUCTCKOM  NIeATeNbHOCTHY. JIOKYMEHTBI, BKJIIOYEHHbIE B  IepeyYCHb
HKCTPEMUCTCKUX MATEepUaAlOB, NPUOOPETaTh 3alpelleHo, IMPU BBISBICHUH HX B
¢doHe — u3bIMaTh U3 JOCTYyIIA.
4.3. Yuer u 06paboTka TOKYMEHTOB OMOIMOTeYHOTO (hOH A,
43.1. Yuer u o00paboTKa JOKYMEHTOB OCHOBHOTO (hOHAQ OCYIIECTBISIETCS
UHAUBUAYATbHBIM criocoOoM. CBeleHHs O TMOCTYNHMBIIMX TIE€YATHBIX JTOKYMEHTax
BHOCSTCS B «KHUTY CyMMapHOTro y4eTa JOKYMEHTOB OCHOBHOTO (DOHIa».
[TocTynuBIIMM JOKYMEHTaM MPHUCBAWBAIOT WHAMBUIYAIbHBIA PETUCTPAIIMOHHBIN
HOMeEp (MHBEHTapHBIN HOMEP UJIM MHOM 3HAK, MPUHATHINA B KAUE€CTBE PETUCTPAIMOHHOTO
HOMEpa, CUCTEMHBIN HOMEp AJIA SJICKTPOHHBIX IOKYMEHTOB) U MIKU(p XpaHEHHUS.
Peructpanmonnsie HOMepa ¥ MUGPHl OTMEYAIOT B PETUCTPaX HMHIWBHUIYATHHOTO
ydeTa TOKYMEHTOB — MHBEHTAPHON KHUTE, KAPTOTEKE PETUCTPALNM ra3eT, )KypHaJoB,
y4eTHOU 6a3e JaHHBIX.
Bce sk3eMIuisipbl NpUHATHIX W3AaHUM mTemMnentorTcs. llteMnens ¢ HAMMEHOBaHUEM
MO®IOA nomkeH ObITh PSAMOYTONBHON (POPMBI, pazMepoM He Oosbie ueM 1,5%4 cM.
[Itemmniens craBUTCS HA O00OPOTE TUTYIBHOTO JINCTA (MPU OTCYTCTBHHM THUTYJIBHOTO
JMCTa — Ha MEPBOU CTpaHUIIE TEKCTA MO/ 3arjiaBueM), Ha 17-i1 cTpaHuIEe oA TEKCTOM
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B JIEBOM HIDKHEM YTITy ¥ Ha 000pOTe Ka)x10ro npuiiokenus. Ha Gpomrtopax u xxypHanax
IITEMITIEIb CTABUTCS TOJIBKO Ha OOJIOXKKE MM Ha TIEPBOM CTPaHMIIE TEKCTA.
CoctaB ocHOBHOTO (oHIa QuKcUpyeTrcs B KapTOYyHOM ajidaBUTHOM KaTajiore, B
AIIEKTPOHHOM 06a3e TaHHBIX OMOIUOTEKH.
4.3.2. Yuer u 00paboTka cieruain3upoBaHHoro ¢pouaa. Cnenuanu3upoBaHHbIA (OH]T
YUUTBHIBAETCS U XPAHUTCS OTAEIBHO OT OCHOBHOTO OMOIMOTEYHOTO (hOoHAA.
Yd4yer JOKYMEHTOB CICHHAIM3UPOBAHHOTO (OHIA, KaKk MHOTOIK3EMIUIIPHOU
JUTEPATYPHI, OCYIIECTBISCTCS TPYIIOBBIM CIOCOOOM W oTpaxkaercs B «Kawure
CYMMapHOTO y4eTa yueOHOTo (hOHIa» U B KAPTOTEKE PETUCTPAIMOHHBIX KapTOUCK.
Ha kaxxgoe HamMEHOBaHWE JOKYMEHTOB CIICIUATM3UPOBAHHOTO (OHIA 3aBOJHUTCS
OTJieIbHAs ydeTHas KapTouka. Kaprouku ¢ OubanorpaduyeckuM OnmucaHueM H3JIaHHH
y4eOHHKOB PACCTABIIAIOTCS B YUYETHYIO KApTOTEKY IO KJIaccaM, a BHYTPH KJIACCOB — TIO
andasuTy pamMuInii aBTOPOB UK 3aryIaBuil. J{Jis KOHTPOJIS 32 COXPAHHOCTBIO YYETHBIX
KapTOUYeK OHU PEruCTpUpyroTcss B <«OKypHalle perucrpanuud YYeTHBIX KapTOouek
y4eOHUKOBY.
Texuuueckas 00paboTKa TOKyMEHTOB MpPEyCMaTPUBAET CIEAYIOIINE ONepaIiu:
¢ TIPOCTABJICHHUE HA KAXKIOM JIOKYMEHTE IITeMIesst OuOIMOTEKH B COOTBETCTBUH
¢ myHKTOM 4.3.1 HacTOSIEro MOJIOKEHUS,
¢ YCTAHOBJICHUE CPEJCTB 3aIIUTHI OT YTPAaThl (MATHUTHBIM JATYUK, PaIUO-UUII,
MHOU BUJ MAPKUPOBKH);
e U3rOTOBJICHWE W MPHUKPEIUVICHHE K JOKYMEHTY macmopra ydeOnwuka. [lacmopt
yuyeOHUKA MPUKIEUBACTCA HA TOCIEIHEH CTpaHuWIle ydyeOHUKA. 3arlOHAETCS
IIPH BBIJJa4€ YATATENIO.
VYyer cnenuann3upoBaHHOTO (OHIA TPEAyCMATPUBACT OTPAXKCHHE €ro COCTaBa B
CIpaBOYHO-OMOIHMOTpadIecKoM armapare OMOJIMOTEKH, B TOM YHCIIC B JICKTPOHHOU

0a3e JaHHBIX.



4.4. BriObITHE TOKYMEHTOB OUOIMOTEYHOTO (hOHA.

4.4.1. IlpuuuHbl, MO KOTOPHIM JIOKYMEHT MOET OBITh BBIBEJEH M3 COCTaBa
O6ubamoTeuHoro (oHaa, BKIOYAIOT B TOM YHCIIE BETXOCTb, 1€(PEKTHOCTD, YCTAPEIOCTh
M0 COJEpXKaHUI, yTpaTy. VckiatoueHwe HOKyMeHTa u3 OuOnnoreuyHoro (Qonma
MIPOBOJIMTCS] HA OCHOBAHMH aHAJIN3a COCTaBa OMOJIMOTeYHOTO (hOHA U PE3YIBTATOB €0
MIPOBEPKHU.

4.4.2. Tlox BETXOCTHIO IOKYMEHTA MOHUMAIOT PE3YJIBTAT €CTECTBEHHOI'O CTAPEHUS UITU
(u3MUecKoro U3HOCa JOKYMEHTA.

4.4.3. Tlog nedeKTHOCTHIO JTOKYMEHTa MOHMMAIOT YAaCTUYHYIO WM TOJHYIO yTpary
IKCIUTYaTallMOHHBIX KaueCTB JIOKYMEHTA B PE3YyJIbTaTe BHEIITHETO BO3ACHCTBHS.

4.4.4. Tlom ycTapeloCThIO MO COAEPKAHUIO TOHUMAIOT IMOTEPIO aKTyalIbHOCTH
TEMATUKHU, TOATBEPKIAEMYIO0 OTCYTCTBUEM CIPOCa YUTATENEH, HEBOCTPEOOBAHHOCTHIO
B IIepepacipeieIiCeHNH U pealn3aluu.

4.4.5. Tlox yTrpaToil TOKyMEHTa MOHUMAIOT €r0 OTCYTCTBUE B (POHIE OMOIMOTEKU IO
OpUYMHAM TOTEPH, XUIIECHHs, OCACTBUI CTUXUHWHOTO, TEXHOTEHHOTO (B TOM 4HCIIE
XaKEPCKOM aTaku U HEBOCCTAHOBUMOT'O cOO0s AJIEKTPOHHOTO  O0OpYIOBaHMS) WU
COILIMAJILHOTO XapaKTepa, M0 HEYCTaHOBJICHHOW MPUYNHE.

4.4.6. Tlporecc MCKIIOYCHHS JTOKYMEHTOB M3 (oHAA OMOIMOTEKH OCYIIECTBISCTCS B
cootBeTcTBUM C [lopsiikoM yuera MOKYMEHTOB, BXOIAIIUX B COCTaB OUOIMOTEYHOTO
donma, yrBep>KIaeHHBIM NpukazoM MunkynbsTypsl Poccun ot 08.10.2012 Ne 1077.
4.4.7. BbiObITHE TOKYMEHTOB OHOMMOTEYHOTO (DOHIA TIPOU3BOIUTCS B PE3yibTaTe MX
CIUCaHUsl KOMUCCHEH, CO3JJaHHON PyKOBOAHUTENEM 00pa30BaTEeIbHON OpraHU3aIliHy.
4.4.8. Yrunuzanusi CHUCaHHBIX JOKYMEHTOB OMOIMOTEYHOTO (DOHIA TIPOU3BOIUTCSA B

COOTBETCTBUHM C 3aKOHOAATEILCTBOM Pocculickon deaepanuu.



5. IlpoBepka IOKYyMEHTOB OHOJIHOTEYHOT 0 (POHIAA

5.1. IlnaHoBasi mpoBepKa JOKYMEHTOB OHOJIMOTEYHOTO (HOHJAA TPOBOAUTCS C
MEePUOJANYHOCTHIO OJMH pa3 B TMATh JIST HAa OCHOBaHUM rpaduka MPOBEPKH,
YTBEPKJIEHHOTO 3aBEAYIOIIUM OMOIMOTEKOM.
5.2. BHemyiaHoBas IpoOBEpPKa JOKYMEHTOB OMOJIMOTEYHOTO (hOHJA MPOU3BOJIUTCS B
00s13aTeTbHOM MOPSIIKE:

e TIpU BBISIBIICHUH (PAKTOB XUILECHUS, 3JIOYTIOTPEOICHUS UK TTOPYU IOKYMEHTOB,;

e B Cllydyac CTUXUHHOTO O€ICTBUS, IMOXapa WIM APYTUX YPE3BbIYAWHBIX

CUTyaIui, BEI3BAHHBIX YKCTPEMAJIbHBIMH YCIIOBUSIMU;

e TIPU PEOpraHU3aIluU WU JUKBUAAIIMN 00pa30BaTeIbHON OpraHU3aIlvH.
5.3. Ilo uroram mpoOBEPKHU 3aBEAYIONTUN OMOTMOTEKON COCTABISAET aKT, MOAMUCHIBACT U
XpaHUT €ro B OMOJIMOTEKE B TEUEHUE CPOKA, YCTAHOBJICHHOTO HOMEHKJIATYpPOH Mel.
Ecnm kakue-To JOKYMEHTBI OTCYTCTBYIOT IO HEYCTAHOBJIEHHON MPHUYMUHE, TO K aKTy
NPUKIIAIBIBAETCA HMX CIUCOK, B KOTOPOM (DUKCUPYIOTCS CBEJCHHS O KOJUYECTBE
JOKYMEHTOB OMONMOTEYHOrOo (OHJAa B HATUYUU M KOJUYECTBE OTCYTCTBYIOIIUX
JOKYMEHTOB, B TOM YHUCJI€ IO HEYCTAHOBJICHHOW MpUYHHE. B aKTe Takke yKa3bIBaeTCs
HOMED U J1aTa aKTa NpeabIaylel TPOBEPKH.
5.4. Bo Bpems MpoBepKHU JOKYMEHTOB OMOIHOTEYHOTO (hoHAa PAOOTHUKHU OTCICKHUBAIOT
HAJIMYME HKCTPEMUCTCKUX MAaTEpPHUAOB, KOTOPBIE BXOASAT B (elepanbHbIN CIHUCOK,
omyonmKoBaHHBIM MunrocTom Poccrun Ha cBoeM caite.
Ecom 3aBenyromuii OMOIMOTEKON HAWACT SKCTPEMHUCTCKUN MaTepwan, TO TOJDKCH
OTPAaHUYUTh K HEMY JOCTYII CO CTOPOHBI MOJIH30BATEIIEH.
5.5. Tlpu BBISIBICHUU B TIpoIllecce MPOBEPKH (OHIIa OTCYTCTBYIOIIUX JTOKYMEHTOB U
HEBO3MOXXHOCTH YCTaHOBJICHUSI BHUHOBHBIX JIMI] YOBITKY 110 HEIOCTa4aM CITHCBHIBAIOTCS

B COOTBCTCTBHH C ﬂeﬁCTBYIOHIHM 3aKOHOOATCIbCTBOM.
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