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MOoPAOOK
NMCKNKYEHWA OOKYMEHTOB U3 BUBTMOTEYHOTIO ®OHAA
BMYHNUNNANBHOM BIOAXETHOM OBLWEOEPA3OBATE/TIBHOM
YUPEXOAEHNN «MASAHCKAA LWWKOJTA»
CUM®EPOMONILCKOIO PANOHA PECMYB/IMKUN KPbIM

CornacHo n.11 cT.13 ®depgepanbHOro 3akoHa oT 29.12.1994 N 78-®3 (peg. ot
02.07.2013) "O 6ubnanMoTeyHOM pgene" 6UBGNNOTEKN MMEKT MPaBO «WU3biMaTb U Peanin3oBbiBaTb
OOKYMEHTbl M3 CBOMX (DOHAOB B COOTBETCTBMM C MNOPALKOM WCKAKOYEHUS [OKYMEHTOB,
COrnacoBaHHbLIM € y4ypeauTensiMu  6uM6NMOTEK B COOTBETCTBMM € [AeACTBYHOLWMMU
HOPMaTUBHbLIMW MNPaBOBbIMW aKTaMu». [OKYMEHTbl BblObIBAOT M3 O6M6AMOTEYHOro (oHAa B
CBA3U C PMU3NYECKON YTPaTOl UAM YacTUYHOW MO0 NOMHON yTpaToin NOTPe6UTENbCKUX CBOWMCTB.
Bbi6biBalOWMe AOKYMEHTbl WCKAKYAKTCa U3 6M6AMOTEYHOro (OHAA C  BO3MOXHOCTbHO
nocneaytoluleii 6e3Bo3Me3fHON nepegayn B Apyrne 6ubnnoTekm Nu6o  peanusauyunu.
McknwoyveHne (cnucaHue) AOKYMEHTOB - M3bATMe (yganeHue) u3 6mMbanmoTedHoro ¢oHpaa
[LOKYMEHTOB, YTpaTUBLIMX ANS AaHHOW 6MBNMOTEKU NOTPeOUTENbCKME KayecTBa MO NPUYUHAM:
yTpata, BeTX0CTb, Ae(eKTHOCTb, YCTApesocTb N0 COAEPXaHuto, HenpouabilocTb. VcknoyeHne
JOKYMEHTOB onpefenser BblObITME [JOKYMEHTOB W3 6MOBAMOTeYHOro oHga Kak cobpaHus
KYNbTYPHbIX LLeHHOCTEl, CnucaHue - Kak MMyllecTBa. BblObIBLINE AOKYMEHTbl NepefarTcs: B
OOMEHHbI (POHA, Ha peanu3auuio, B MYHKTbl MprYema BTOPUYHOIO Cbipbfl, HA YHWUUTOXEHUE
camoli 6MbnnoTeKON, a Takxe And 6e3B03Me3HON nepefayn GU3NYECKUM NGO HOPULNYECKUM
nmuam.

1.1. VcknoyeHne JOKYMEHTOB M3 6MGAMOTEYHOro QoHga AONycKaeTcd N0 CleAyoU M
npuynHaMm: yTpaTta, BeTXOCTb, Ae()eKTHOCTb, YCTApPenoCTb MO COAEPXKAHUIO, HEMPOMPUABLIOCTL.
HenpodunnbHOCTb 4OKYMEHTOB yCTaHaB/MBaeTCA Ha OCHOBe lMpogunns KomMnaekToBaHUsa goHaa
WM WHOTO HOPMAaTWMBHOIO [JOKYMEHTa, YTBepXaemMoro pykosoguTenem 6ubnamoteku. [lo
npuynHe HenpoMUALHOCTU MOTYT WCKAKYATbCA M3 (POHAA AOKYMEHTbl, HE KOMMJIEKTYeMble
61M6nMoTeKOM (NpU OTKase OT KOMMJIEKTOBaHUA OTAe/NbHbIX KaTeropuin JOKYMEHTOB), U3NULLHE
ny6neTHble 3K3eMNAspbl, 3amMeHeHHble 060nee MOMIHbIMW MO COAEepPXaHui, Aydywumy no
oopmaeHuto, (U3NYECKOMY COCTOSHUIO U3LaHUSMKU; MO MUCTEYEHUM CPOKA XpaHeHus
LOKYMEHTOB, MPYM HU3KOM YPOBHE 4YMTaTeNbCKOr0o CMApoca, MpW HECOOTBETCTBUM 3MEKTPOHHbIX
LOKYMEHTOB TEXHWUYECKOMY ¥ MPOrpaMMHOMY 06ecrneyeHnto 6nubnnoTekn.

YTpata - nponaxa [OKYMEHTOB u3 (OHAOB OTKPbITOrO AocTyna WAM BO Bpems
nepecbiiki, yTeps WAWM He BO3BpaT 4uTaTtenNsaMu, XuuieHue, HeobpaTumas nopya, yTpaTta B
pe3ynbTate 6eACTBMIA CTUXMIAHOrO, TEXHOTEHHOro WAM COLMANLHOrO XapakTepa, yTtpara no
HEeYyCTaHOB/IEHHON npuyuMHe (HEBO3MOXHOCTb YCTaHOB/EHWA MECTOHAXOXAEHWA [LOKYMeHTa),
noTepss 3MeKTPOHHbIX [JOKYMEHTOB B pe3y/nbTaTe BUPYCHOW WAM  XaKepcKol  aTakwu.
YTpayeHHbIMU B NpoOLEcCe XPaHeHUs MOTYT CYMTaTbCs AOKYMEHTbI, OTCYTCTBYHLME HA MecTe
MO HEYCTAHOB/IEHHOW MpUYMHE B TEYeHWe ONpejeneHHoro nepuoga, YCTAHOBEHHOTO
6M6NMOTEKOW, MOCNe BbISIBAEHUS MX OTCYTCTBMA (HanpuMmep, B TeyeHWe TPex feT) uam nocne
npoBepkn Bcero oHAa (ABYX NNAaHOBbIX MPOBEPOK pPeAKoro (¢oHAaa), ecnm nyTn posbicKa
ncuepnaHbl. YTpayeHHbIMW B MNPOLECCE WCMNOMb30BaHUS MOTYT CUUTATbCA [OKYMEHTbI, He
BO3BpallleHHble B (JOHA nNoc/ae Bblfayu MONbL30BATENAM B TeYeHUe Tpex /feT, ecnm nyTu
B3aMmMopacueTa M po3bliCKa McYepnaHsbl.



BerxocTh — ¢Qusnuecknit M3HOC [TOKYMEHTOB BCJICACTBHE €CTECTBEHHOIO CTapeHHs
MAaTepHaIOB, HENPHUIOJHOCTh [UIS MCMOJIB30BAaHMS W HEBO3MOXHOCTH (HEpAllMOHAILHOCTh)
pecTaBpallHH.

HedexkTHocTs —~  yTpara (parMeHTOB  Tekcra, mnoiaurpaduueckue  nedexThl.
HekadecTBeHHoe (oTorpaduyeckoe HM3o0pakeHHe MTOKYMEHTOB Ha MHUKpodopMax, ae(eKTbl
MEXaHUYECKHE TOBPEKICHHS AHMCKOB M IUICHOYHBIX HOCHUTEseH (CKpyuMBaHHWE, BBICBIXaHHE,
pa3pbIBbI, O0JIOMBI H T.I1.).

VYeTapenocTe MO COACPXKAHWIO — TOTEPS aKTyalbHOCTH TEMAaTHKH, I[OATBEpKiaemas
OTCYTCTBHEM CIIPOCaA YATATENEH, HEBOCTPEOOBAHHOCTBIO B Iepepacpeie/ICeHUH U pealu3alu.

B TIlopsake yuwera NOHATHE «HEMPOQHUIBLHOCTE» TPAKTYETCS PACHIMPHUTEILHO H
NPUMEHUTENBHO K KOHKPETHOH 6MONHMOTEKE: OHO He OFpaHHMYMBACTCA, KAK paHee, KaTeropHeil He
KOMILICKTYEMBIX OHMOMMOTEKOH HW3MaHuMM, a OXBaTbiBaeT BCE MPHUYHHBI HEOOXOJIMMOTO
UCKJIFOUYEHHSI JOKYMEHTOB, €CIIM JIOKYMEHTHI HE SBJISIOTCS BETXUMH, Je(DEKTHBIMH, MOPAIbHO
ycrapeBmiMMHU. M3maHust CTAHOBATCS HENpOGWILHBIMH B pe3yibTaTe MepenpodUiInpoBaHus
OMOJIMOTEKH, UETEUEHHHM CpPOKAa XpaHEHWs, yTpaThl UMTATC/ILCKOTO CIpoca U T.A. B uensx
YNOPANOYCHUST ~ CHHUCAHUS  JOKYMEHTOB u3  OubnuoreyHoro ¢oHaa 1o  NpUYHHE
«HENpOUIBHOCTEY OHuONHOTEKa pa3pabaThiBaeT KpuUTepHH OTHECEHHS JIOKYMEHTOB K
KaTeropuu HenpoGunbHeIX W (WiK) llepeueHp kaTeropuii Henpo@HIBHBIX JIOKYMEHTOB H
obopMIIseT UX B BUJAE NMpUioKeHUs K [1opsaky HCKITIOUCHHS TOKYMEHTOB W3 GUOIHOTEYHOrO
¢donna umu k Ilpodumo xommnexktoBanus ¢ouna (Temaruko-TUIONOTHYECKOMY MlaHy). K
OCHOBHBIM KDHTEPHSIM OTHECEHHS NOKYMEHTOB K KaTErOpUHM HENpPOQPWIbHBIX OTHOCATCS: He
COOTBETCTBHE JOKYMEHTA H3MEHHUBLIEMYCS CTAaTyCy, MHCCHH, LICJIsIM, 3aadaM OUOITHOTEKH; He
COOTBETCTBHE TEMATHKE, BUY. TUIY. IK3EMILUISIPHOCTH JOKYMEHTOB, onpeseneHHbIX [Tpodunem
KOMIUIEKTOBaHHs (oHAa (TeMaTHKO-TUMONOrHYECKMM TUIAHOM), M3JIMINHAS  AyOJCTHOCTD
SK3EMIUIAPOB  M3JaHHs. obOpazyeMas BCJEACTBME CHMXKEHMS YHMTATENIbCKOTO Crpoca; He
COOTBETCTBHE HMH(OPMAIMOHHBIM NMOTPEOHOCTSAM MOJb30BaTeNei, BBHIPAXXCHHOE B OTCYTCTBHH
NOJIL30BATENIBCKOTO CIIpOCa MIIM B II0KA3aTeNIX CIIPOca HUXKE YCTAHOBJICHHBIX OWOIHOTEKOM;
UCTCUCHHE 3apaHee ONPEJICNIEHHOrO cpoka XpaHEeHUs JOKYMEHTA.

1.2. BpiObiTHE JOKYMEHTOB M3 OuOnuoteuHoro donma odopmisercs AKTOM O CNHCaHHH
HCKJIIOUYEHHBIX 00BEKTOB OubIHoTEUHOro oHNa (faniee - AKT 0 crnucaHuu) no dopme (KOa 1o
OKVY] 0504144), yrBepxxaeHHoi Ilpukazom Munduna Poccunm or 15.12. 2010 N 173w,
3apeructpupoBaHHeiM B Muniocte Poccun ot 01.02.2011 N 19658. B Akre o cnucaHuu
OTPaXKarOTCA CBCJIEHHUS O KOJHYECTBE W OOIIEH CTOMMOCTH HCKJIIOHAEMBIX JOKYMEHTOB,
YKa3b6IBA€TCA NPUYMHA HCKJIIOYEHHS M HANPABJICHUE BHIOBITHS HCKIJIIOUAEMBIX JOKYMEHTOB. AKT
O CIUCAHMHM HUCKIIIOYEHHBIX 00BEKTOB OHOMoTedHOro ¢oHna (jlasee — AKT O CIHCAHUM)
COCTaBJIAETCd KOMHUCCHEH IO HUCKIOYEHMIO JIOKYMEHTOB M3 OUOIHOTEYHOro (OHJAa U CIYXHUT
OCHOBAHMEM JUI OTpPaXXCHHUS BO BHYTPUOUOIHOTEHHOM, OYXTanTepCKOM M CTaTHCTHYECKOM
ydeTax OMONHOTEKH BBIOBITHS YKa3aHHBIX OOBEKTOB ydeTa. AKT O CIIMCAHHH SIBJSICTCS €JIMHOM
bopMo#t s opopMITEHUS BBEIOBITHS JOKYMEHTOB U3 6UOIHOTEYHOTO (hOHA.

B AkTe 0 cnMcaHuM yKa3bIBaeTCsl NMPUYMHA, MOCTYXUBILAS OCHOBAHUEM JUISI TIPHHSTHS
peuleHust O CNHCaHUU O00BEeKTOB OuOMMoTedyHOro (oHza (yrpaTa, BETXOCThb. A€)EKTHOCTb.
YCTapesocTb MO COAEPXNAHUIO, HEMPOPUIBHOCTH) U MEPOMPUSITUE MO HUCIOJHEHHIO pPEIIEHUS O
cnHcaHuu (nepegava B 0OOMeHHBIN (GoHI A AalibHEHIIIero nepepacnpeiesieHus, 6e3B03Me3 iHas
nepefada ApPyroMy ydpexkJIEHHUIO, peanusanus (Mpojaxa) IOpUIHYECKOMY MM (PHU3HUECKOMY
JMIY, YTUITU3a1us).

1.3. K AKTy 0 cnucaHuM mpujiaraeTcsl CUCOK Ha UCKIOUYeHHEe 0O0BEeKTOB OUOIHOTEHHOro
¢donna (manee - CIUCOK), KOTOPBIH BKIIOYAET CIEAYIOIINE CBEACHUS: PETHCTPALIHOHHBIH HOMED
M WwHdp XpaHeHHS JOKyMEHTa. KpaTkoe Oubinorpaduyeckoe ofucaHue, LCHY JIOKYMEHTa.
3a()MKCHPOBAHHYIO B PErucTpe HWHIMBUAYAbHOTO Yy4YeTa JOKYMEHTOB. KOY(PQPHLHEHT
IIEPEOLICHKH, LIEHY TI0CJIE€ NMEPEOLUEHKH U OOLIYI0 CTOMMOCTh MCKIIIOYAeMbIX JOKYMEHTOB. Jlis
NICYATHBIX JOKYMEHTOB BPEMEHHOIO XpaHEHHUS JONYCKaeTcs 3aMeHa CIMCKA KHHXKHbIMHU
dopmyngpaMu. J{ns IOKyMEHTOB, 00pabOTaHHBIX TpPYNIOBBIM (YIPOIUEHHBIM) CrMOCOOOM,



BMECTO CITMCKA JAeTCs NEPEYEHb PETHCTPALMOHHBIX HOMEPOB, BUJ MCKIIIOUYAEMbIX M31aHMH. UX
x01H9ecTBO. [Ipy HEOOXOOMMOCTH OTpaKCHUS JOTOJHHUTEIBHBIX CBEACHUH 00 HCKIIOYAEMBIX
H31aHHAX B aKTe€ O cnMcaHuM OuOiMoTeka BrpaBe A00aBHUTL JOMOJHHUTENbHbiE rpadbl B
opriiaraeMoM cnucke. [Ipw uckimroueHuu wu3gaHuii rpadga  «Kod(pPULHEHT nepeoleHKU»
3aN0IHAETCSA [0 COINACOBAHUIO ¢ OyXraiaTepyueit ¢ ydeToM nepeoneHok Oubinoreunoro ¢oHaa,
HNPOH3BEJICHHBIX 3a NEPHOJ HAXOXICHUS M3JaHusl B OuOIMOTEKE, T.€. ¢ MOMEHTA MOCTYILICHHS
H3IaHHs B 6UOIHOTEKY.

1.4. K AKTy 0 cOMcaHHM 1O NpHYHHE YTpaThl M CIHUCKY TNPHIAraloTcs IAOKYMEHTHI,
HOITBEPXKAAKOLINE yTpaTy (IOSCHUTEIbHAS 3allMCKa, B CIy4ae KpaXKu WM XUHICHHUS - [IPOTOKOJI,
aKT. 3aKTIOYEHHE YIIOJTHOMOYEHHEIX OpraHoB

15. AKT 0 CIMCaHMHU MO OJHOHM M3 MPHYMH, YKA3aHHBIX B M.5.1, ¢ MPHUIIOXKEHHBIM CITMCKOM
HOTITHCHIBACTCS MPEACEJATENIEM H YWICHAMH KOMUCCHH IO CITUCAaHHI0 OOBEKTOB OUOIMOTEYHOIrO
¢dona, yrBepxIaeTCs pyKOBOUTEIEM YUPEIKICHHS.

1.6. Ilocne yrBepxaeHMss AKTa O CHOHCAHUM OCYIHICCTBISIIOTCS MEPONPUATHA IO
Nepepacnpec/CHUIO U pealin3allii CIIMCaHHbIR 00BEKTOB OubnuoTeuHoro doua.
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