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TIOJIOXEHII

o rtopqAKe yqera u BblAaqrl 6u6luoreqno

1. O6urue rorox(eHuq

1.1. Hacroq111ee floroxeHpre paspa6orano B rlensx coxpaHHocru $ou.4a, ycraHoBneHI'I{ eAI4Horo

nopq.uKa yrreTa 6u6maor'equtx AoKyrvreHToB, CO3AaHr4S yClOnuft Anfl coBepIIIeHCrBOBaHus

opfaHr43arlun rpy1arr BHeApeHr4r cpeAcrB KoMnllorepu3a:litrurv MexaHI'I3a\vlu B 6u6mlorere fEOV
rrrKoJrbr-HHTepHara Ns 5 r:o.Torbqr-ra (azuree - TTTxola, o6pa:oearenbHoe yupeNaeuue)'

l.2.lloloNeuue onpeAenrer o6rque npaBuna yqera 46xywrenron u 6u6rutoreqHoro tpon4a

y-re6Huron 6u6nuorern lf,lxolrr.

1.3. Eu6luorera TITrolu BxoAr.rr e o6ruyro crpyKrypy o6pasoeareJlbHoro f{pexAeHl{fl u He

rBrsercfl caMocTosreJIbHbIM IOpI4AHqeCKI4M II{IIOM.

1.4. Hacroquee lloloNenue pa:pa6orano B coorBercrBl{I4 c <I,lncrpyr<uuefi o6 yr{ere

6u6ruroreqnoro (pon4a OY>, yrBepxAeHHofi npuxasou MunucrepcrBa o6pa:oeaunfr vr Haynvl PO or

24.08.00 Ne 2488 u floloxeuueu <O 6u6luorere> |BOY IIrKorIbI-I4HrepHara Jt{b 5 r.o.Torbqrrl'I.

2. Vqer Qonaa yve6noft Jllrreparypbl

2.1. Eu6ruaorexa o6pa3oBareJrbHoro f{pexAeHl{fr IIrfl o6ecueqennq yre6noro npoqecca

nprao6peraer yue6nsle lr3AaHrir B 6olurtux KoJltlqecrBax 3rceM[nqpoB oAHofo Ha3BaHI4tl,

trH1rrB1r1yg6nsr[ yqer Koropbrx ocyrqecrBrtercq no MeroALIre 6egrrnneHTapHoro yalera.

2.2. K yue6nouy Qoir4y orHocrrcs: nce yue6uuxu u yue6nrre noco6ut; cnoBapl4; MareMarHr{ecKue

ra6luqu; c6opuuru saAarr; KHlrrr4 AJrr qreHl4q; xpecroMarllu; [paxrlrK]Mbl.

2.3. Bu6tmore.rHrrft (pona rrrKoJrbHbrx yre6nnron s LllKore yql,ITblBaercfl Lr xparurcs orAerbHo or
ocHoBHoro 6n6nuoreqnoro Sou4a .

2.4. Yqer 6n6ruaorequoro ibon4a yre6nraxon AonxeH cnoco6creoBarb efo coxpaHHocrla,

npaBr.rJrbH ouy (f oprrrupoB aHI4Io LI qeneBoMy l{cronm oBaHI'I}o.
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2.5. Y.{er 6u6rruoreqnoro SoH.ua yre6uur<oB orpaxaer Ilocrynneuue yue6ul{KoB B 0o"4, ert6rlTue

us $on,4a, Berurrr4Hy Bcefo tfon.qa y.re6uuron 14 cJIyxHT ocuonofi Als o6ecneqeHu-s coxpaHHocrl'I

$otr4a yue6unrOn a KOHTpon fl 3a HaJIpHpIeM I'I ABI4xeHueM yue6nuxon.

2.6. Bce onepar{urr no yr{ery npou3BoAqrcs sane.uytoruefi 6u6nraoreroft (6u6nuorercaperra),

cror4MocrHuft yrer BeAercr 6yxranrepr,reft l[xonu. Ceepr<a AaHHbrx 6u6,nuoreru u 6yxrwrrepl4l4

npoBoAlrrct elKerolHo.

2.7. Cywrv'aptruft yrer yue6nuron.

2.7.I. V.rer 6ra6rr4orerrHoro OonAa yre6uuroe ocylqecrBnsercs s (KHIafe cyMMapHoro yqera)

(auee - KCY, rlpunoxeHue Ns 1).

2.7.2. KCY eeaerct B rpex qacrsx:

- 1 qac6. flocrynleuue n @on4. flocle rtor1n{eHl,Iq yre6riraxon 3anllcblBaercs o6ulee KoJII4qecrBo

yve6nuxon u 14x cror.tMocrb, c o6sgarelbHbrM yKa3aHI4eM HoMepa LI Aarbl co[poBoAI4TeJIbHofo

AoKyMeHTa. Horyrep 3anucv exefoAHo HaquHaercs c Ns 1 u uAer no nopqAKy nocrynleHufi.

- 2'aacrt. Bri6snue Hs (boHla. 3anucrrsanrcs HoMepa aKToB Ha crll4caHlae yue6nur<oB c yKa3aHI4eM

Aarbr yrBepxAeHr.rs aKTa Lr o6rqero KoJrrrqecrBa clucaHHbx yre6nrar<oB Ha o6ruyo cyMMy.

- 3 tracrb. Irlroru f{era ABr.DKeHr4rr (bonaa. 3anficstsarorcs I4TofI4 yqera ABI4xeHI4s Songa
y.re6Huxon: o6ulee KoJrr4r{ecrBo nocryrruBllrlax yue6nuron 3a reKylrluft ro4, Ha cyMMy. O6uree

KoJrr{qecrBo srr6unruux yre6HuKoB 3a reryur.rft roA, Ha cyMMy. O6rqee KorllqecrBo yue6nuxon,

cocrorBrrrr4x na 1 flHBapfl. [ocneAyrouero roAa, Ha cyMMy. KHura cyMMapHoro yqera no yre6Hurau

xpaHurcs e 6L6rLIoreKe nocrotHHo.

2.8 . Vlu;rusra4yalrnrrft yuer yre6n uron

2.8.I. MnoroeKseMrrnspHbre AoKyMeHTbr (yre6Hurra, yue6nue loco6nr, crrpaBotiHlaKl4, cJIoBapI'I I4

Apyrr4e uzaayux), npeAHa3HarreHHbre Ant Llclonb3oBaHl4fi o6yraroruraMl'Ict B yre6nov npouecce'

yr{r4TbrBarorcs 6esuHseHrapgbrM cnoco6opt. llpu 6esrtHneHrapHoM MeroAe yqera

npeAycMaTpprBaeTcf, cyMMapHaJr 3anllcb AoKyMeHTOB IIO Ha3BaHI4tM, CTOI4MOCTb I4X OTHOCI4TCT Ha

6arauc 6u6ruorexu.

2.8.2. MHorogKseM[[spHbrMr4 AoK]MeHTaMr4 cquralorcfl AoKyMeHTbI, Ilocryllarouue B Korl4r{ecrBe

cBbrrrre 10 grseN{urspoB. [na-rpu SK3eMnnqpa vgn\alJvfl, 3anr.rcblBarorcfl B I4HBeHTapHbIe KHI'I|I'I Ha

o6Uprx ocHoBaHr,rrx. KorixperHoe KoJruqecrBo AoKyMeHToB, tloAJlexailIux 3anvcvr B lIHBeHTapHbIe

KHr.rru r4 f{eTy 6 egrrnseHrapqblM MeToAoM, onp eAente t cs 6u6 ttuoreroft '

2.8.3. llpu 6egrlrnenrapHoM MeroAe f{era oQopulxrorcr cneAylorllze AoKyMeHrbI: yqerHaq

KaproqKa AoKyMeHra , vtsralvIfl (npranoNeHnr Nl 2)'

2.8.4.VqerHaq KaproqKa cocraBJrserefrHaKaxloe BrIepBbIe nocrynl4Bllree e 6u6ruoreKy Ha3BaHI4e B

Konr4r{ecrBe cBbrrrre 10 grselanntpoB. Y.{erHaq KaproqKa coAepxllT cBeAeHI{r: aBTop' 3afJIaBI4e'

rleHa, Korr4qecrBo gK3eM[JrrpoB - rrocryrlrlBllrnx, ert6ueurux, cocrotlrrl4x Ha f{ere.

2.8.5. Y.{efirar Kapror{Ka orpDKaer ABr.rxeHI4e Ka)KAoro orAenbHofo Ha3BaHHq AoK}MeHTa

(n:.uaHrEr), npoureArrrero 6egrureenrapnufi yuer. B KaproqKe orpaxarorcs Bce nocneAyrcIlll4e

rro cTy[neHI,Iq AaHHOTO Ha3BaHI,I g, He3aBI'ICI'IMO OT IIeHbI.

2.8.6. Kapro.mu paccraBntlorct B yqerHylo KaproreKy no KJIaccaM'

2.8.1. Kaprouru Ha crrr4canr.re r,r3brM€Irorct cpa3y IIocJIe noArILIcaHI4t aKTa o grr6rrrrara.



2.9, Yuery noAnexar nce yue6nuKLr pr yre6nrre noco6uq. Pa6o'{ue rerpaAl4, ra6lnuu nponl4cl4

qBrsrorcr AoKyrvrcHTaMr.r BpeMeHHofo xapaKTepa. VIx yr{er BeAercx n <TerpaAI4 f{era AoKyMeHToB

BpeMeHHOfO xapaKTepD.

2.i0. Y.{e6Hr4KV, }TepqHHbre r{ rrpHHrrbre B3aNreH, ytll4TblBarorcs B <Terpa.uu yqera yrepqHHblx I4

3aMeHbr yue6nuxon>.

3.V.{er BbIAaqI{ yue6nuxon.

3.1 Yqe6ru.rKr4 BbrAirrorcq B HaqaJre yre6noro ro,[a KJIaccHbIM pyKoBoAIlreJIsM l-4, 5'I1 xlaccon.

@axr egAa.{u $urcupyercs B KaprorrKe yqera BbIAaqLI yre6nuron (npunoxenue 3).

3.2. Yqaulraecq nonyuhror yue6Hurra y KJlaccHofo pyKoBoAI{reJIs, $anr BbIAat{H y're6nuxa

$uxcupyercs noArrlrcbro yqarr1efocff, poAlrrerx (saxoHHoro npeAcraBurenq) B KaproqKax yalera

""rau"" 
y.re6nuroe, B Telregr4e yue6Horo roAa oHH xpaHtrct y 6u6nrEoreKapr. B ucrmoqureJlbHbx

cnln{arx r{arquecfl (Aonxurarr.r, BHoBb fiocrynarouue u np.) ronr{aror ryue6nuru y 6ultnoreKapt
caMocTogTeJl6HO.

3.3. Pa6orHuKr{ rrrKontrioft 6u6luorerr4 BrrpaBe 3aAepxarb BbIAar{y yue6uulcoe yqaquMct ilpl4

HE'Jru.qvv saAonxeHHocra yre6uofi u xyaoxecrBeHHoft rulreparypbl 3a nporulrrfi y're6Hrrfi roA Ao

noJrHofo pacrlera c 6pr6rutoreroft.

3.4.IIpu BbrAar{u f{arqlrecr rroArrr,rcbrBaror npocrblM KapauAalxotr{ ceofi yue6nux, o6nopauunaror

ero .{orroJrgrarensnofi creunoft o6loxrofi. B rouue yue6noro roAa yqalqplecf, cAalor ace yue6nuxu

KnaccHoMy pypoBoAr{Tenro rioA nrar{Hyro poclr{cb Ia B onpqrHoM BI4Ae (noAKnel4Ba}or, IIoAqI4IrIaroT H

r.n.).

3.5. B cnyqae nopqn r4nv yrepr4 yue6uura yuatquitcr^, poALITetIb (saronuufi npeAcraBl4renr)

Bo3Merrlaer HoBbrM lrnu paBHorIeHHbrM yre6nNrou no cofJlacoBaHlaro c 6ra6rruoreKapeM.

3.6. llepe4 nonf{eHlreM AoKyMeHra o6 oKoHqaHr4I{ OY yrarUuect rIoJIHocrbIo paccqllTblBarorcq co

ruxol51rofi 6N6luorexofi, noArrr,rcbrBaror o6xoAnoft ruicr (upuloNeuue 4) y KnaccHofo

pyKoBoAlrreils, Lr 6u6maorerapt o cAaqe scefi nl4Teparypbl'

3.7. Yqe6HnKr4 BbrAalorcr Ha oArdH roA. Y.re6nuxu, no Koropblu o6yuenue BeAercq HecKoJIbKo JIer,

Moryr 6116 egAaHbr Ha HecxoJrbKo ler. B KoHIIe yue6Horo roAa yqalqvecfl al:aror yue6uuri'l

KnaccHoMy pyKoBoAr{Telro, Qarr c[artpr (lurcupyerct B KaprotlKe yrlera Bo3Bpara yre6nuxon uo.4

pocilprcb f{atr1efocs, poAraTeJrs (saxounoro npe.(craB}Irelr), KaprotIKI4 xpaHflTcs y 6r.r6nuoreKapq.

3.8.AsroN,rarr{3r{poBaHHufi yuer yue6nrx (fongon ocyulecrBnflercs no Mepe rocrynneHl{t v

cn HcbrBaH Hr yue6unxon.

4. Yqet erl6rrrrq yue6uuron.

4.1. Cnucanue yre6nuKoB rIpoI;I3BoAI,ITcf, He pexe oAHoro pa3a B roA'

4.2. Ha xaxAuft BHA crrr4cauul (nerxue, ycrapeBlnl,Ie no coAepxaHpllo, yrepsHuble qI'ITareJIflMu,

xuuleirue) cocraBJr.r{ercr aKT B 2 gK3eMur.f,pax, roropuft IIoArIpIcbIBaercs xouuccnefi vr

yrBepx(Aaercs AupexTopoM rrrKoJrbr. Oruari gK3eMnntp aKTa [oAJIexLT xpaHeHlalo n 6u6luorere,
apyroft nepeAaercq a 6yxra-nrepuro, Koropzu{ rpolz3eoAl4T crII4caHI,Ie c 6a-nasca OY yrca:anHoft e

aKre cror.rMocru yve6rurroB.

4.3. PerorvreHAyeMbre cpoKu r{cnoJrb3oBannq yae1nrrKoB I{ nocoOufi B rlpeAenax 4-x :rer cr{I4raercs

op I{ eHTr,rp o B o TIHbIMI,I


