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CoxpaHHOCTh 6UGIHOTEYHBIX (OHIOB 03HAYAET LETOCTHOCT U HEM3MEHHOCTh
(GU3MUECKOr0  COCTOSIHMA ~ JIOKYMEHTOB, MX COJEpXaHHe B CMEUHATLHO
060pY/IOBaHHBIX MOMEIIEHHAX B YCIOBHAX ONTHMAIBLHOIO (GH3IMKO-XHMHYECKOTO H
GHOJIOrHYECKOTro PEXMMOB, COOIIONIEHHE NpPaBHN HX BBIIAYM W MpPHEM, a TaKXKe
ofecrieyeHue X OXPaHBI.

O6ecrieyeHHe COXpaHHOCTH GOHIOB SABIAETCS TrapaHTHEH YCIHELIHOro
BBINOJIHEHHsS. BceX JpYrux ¢yHKuui Oubnuorexn. DTo equHblH HenpephIBHBIH
IpoLecc, HauYMHAIOMMACA ¢ MOMEHTAa MOCTYIUIEHHS NOKyMeHTa B GuOnHOTeKy M
TPOIOJKAKOLINICS MOCTOSHHO HA MPOTSHKEHHUH BCETO IEPHO/IA €r0 XPaHEeHHUS.

Coxpanenuio GoHma CIy)KHT €ro perymsipHas [poBepKa HIM peBH3NA,
MHBEHTapH3aLHUA. -

JlaHHBIA  BBITYCK TIOMHOCTBIO IOCBAIIEH [JOKyMEHTAJIbHOH MpoBepke
oubnnoreunsix Gounos. M3naHue npenHasHavyeHO [UIS COTPYOHHKOB OubnuoTEK,
My3eeB, apXHBOB H JPYTHX yupexaeHui-Gonnonepxareneii.

[MpoBepka hoHIa GHOTHOTEKH — CBepKa KaXKION eNMHUIILI XpaHeHus $hoHaa ¢
[NOKyMEHTaMM WHIOMBHIyalbHOrO YydeTa JUI YCTAHOBIEHMA Hauuuus B doHze
NIpOu3Be/ICHUH NeYaTH, 3aperHCTPUPOBAaHHEBIX B TOKyMeHTaluuy 6ubuoTexy.

OCHOBHBIMH 3aJauyaMH NMPOBEpKH (HOHIA ABISIOTCA:

e roxaTBepXXAeHUe (akTHIECKOro HamHyKsa 6ubnroreyHoro GpoHa;

® YCTAQHOBJEHHE COOTBETCTBHS H3NaHW HX OIO3HABATENBHBIM 3alMCAM B
JIOKYMEHTax y4era;

® BBISBJEHHE JOKYMEHTOB, OTCYTCTBYIOUIMX B GOH/IE, U yCTpaHEHHEe MPUUHH UX
OTCYTCTBHS;

¢ BbIBIEHHE OUIMOOK B JOKYMeHTaXx ydyera, B wMpOBKE H3MaHUH H HX
MCIIpaBIEHHE;

® BLIABJIEHUE HE3aWHBEHTAPH3UPOBAHHEIX JOKYMEHTOB U UX YUET;

MpOBepKa NMPaBUIBHOCTH PACCTAHOBKH GOHIA;

e npoBepka OQOpPMIEHHS  BHIJAYH  W3NAHWHA  YWUTATENsAM,  BEISBIEHHE
3a/10JDKEHHOCTENH;

® BBISBIEHHE JOKYMEHTOB, HE COOTBETCTBYIOUIMX NMPOQHIIIO KOMIUIEKTOBAHHUS
donaa u mepefava ux B Apyrue CTPYKTypHbIE oapasaenesus oubnuorexu;

® [pHBeJeHHE 3aliceii B YYETHBIX JOKYMEHTaX B IOJIHOE COOTBETCTBHE C

NeHCTBUTENBHBIM COCTOSHHEM (oHAa.

ITpoBepka maeT BO3MOXXHOCTB BBISICHHTBH ITOCTAHOBKY y4e€Ta BHIJAHHBIX KHWT,
coGMIo/IeHNe CPOKOB MX BO3BpaTa, YMTATENBCKYH0 3a0JDKEHHOCTH, IPaBHILHOCTH
ydyeTa JOKYMEHTOB M MX HCKIIO4eHHS M3 ¢oHma Gubnmorexu, xpaHeHus dowza,
BBISIBUTH JOKYMEHTBI, Tpebyromne peMoHTa.

C6oprux conpoBoxaaeTcss GONBIIMM KOMHYECTBOM IPHIOKEHHH - 06pa3uon
JIOKYMEHTOB Il JOKYMEHTAILHOMN NPOBEPKH.



METO/HKA INIPOBEJAEHHUA
lIOKYMEHTAJII)HOﬁ INPOBEPKH BUBJIMOTEYHBIX ®OH/I0B

MeToMKa MPOBEAEHHA JOKYMEHTalbHOH npoBepkd OubiuoreyHsix (OHI0B
paspabatbiBaeTcsi OHMOIHOTEKOH C yyeToM ee cneuPukd 1 obwmx TpeOoBaHHHA K
NPOBEJCHHIO ~WHBEHTApPH3aUMH, @ TaKKe WHCTPYKTUBHO-METOAWYECKOH H
TEXHOJOTHYECKON JOKYMEHTALMH BhILIECTOALMX OPraHoB MO JaHHOMY BOIpPOCY.

CoxpaHHocTb GuOIHOTEYHOrO hoHaa obecneynBaeTcs HEOOXOAMMbBIM PEHKUMOM
XpaHEHMUs, OXPAHOH M MOCTOSHHBIM KOHTPOJIEM 3@ €0 COCTOAHHEM.

OgHUM U3 YCIOBHH COXpaHHOCTH GuOiHOTEeYHOro (OH/IA ABJAETCA €ro rnepu-
ONMYecKas [pOBEpKa, pPEeBH3HA HIM  MHBEHTApH3allUA, KOTOpbi€ JI0JUKHbI
paccMaTpMBaThCs KaK COCTAaBHAs 4YacTh HOPMAIbHOH MOCTAHOBKM GMOIHOTEYHBIX
TEXHOJIOTHYECKUX TMPOLECCOB. 3

[lposepka ¢onza (manee — [ID) — 3T0 NEpHOAMYECKHH MEpey4eT AOKy-
MEHTOB C LEJbiO OMNpEAeNeHHs  HalW4hi 3apEerMCTPUPOBAHHBIX B YYETHOM
JOKyMEHTAllWd H3JaHHH M JpYrMX [OKyMEHTOB, a TaKkKe YCTAHOBJIEHHA HX
COOTBETCTBMSI Y4YETHBIM JoKyMmeHTaM. Kpome Toro, BO BpeMs MPOBEPKH
aHAIM3UPYETCA TMPABWIBHOCTh BENAEHUA YYETHOH JOKYMEHTALlMH, YCTPaHAIOTCA
omubKy, JOMyIIEeHHbIE B IEPUOJ MEeX/Iy MpOoBepKaMu. B Xo/ie NpoBepKH NPOBOAUTCS
pabota o u3y4eHuo Gonzaa (0T60p AOKYMEHTOB JUIs CIIMCAHKS, A/ NEPENayn).

Oco6oil MOArOTOBKH M BHHMaHHA TpeOylOT (QHHAHCOBbIE MPOBEPKH TeX OG-
JIHOTEYHBIX (POHIOB, CTOUMOCTh KOTOPBIX OTpaXKeHa B OyXrajaTepCKuX HOKyMEHTaX.

(DepepanbHbii 3akoH «O GyxrantepckoM yuere» (1996 r.) onpezenser ycinoBus,
[pH KOTOPBIX MPOBOAMTCS 00s3aTeNbHas MPOBEPKAa OCHOBHBIX CPeACTB ((OHOOB), K
KOTOPBIM OTHOCATCSL GUOIHOTEe HBIE HOHIBL:

®[IpH CMEHE MaTEepPHaIbHO OTBETCTBEHHOrO JIMIA;

®[IpH BbIABJICHUH (AKTOB XHILEHHU, 3JI0YNIOTPEOIEHHS HIIH TOPYH JOKYMEHTOB;

®B Clly4ae CTUXMHHOro GenCTBHs, 0XKapa HWIH JPYTuX 4Ype3BblYalHbIX
CHTYyallW#, BEI3BAHHBIX SKCTPEMAIBHBIMH YCIIOBUSIMY;

enpu nepenade GoHaa OHOTHOTEKH HITH €€ 4acTH B apeHAy;

eTIpH pEOpraHH3alMHy HIIM JTHKBHIALHU OUOIHOTEK .

[TpoBepke moiexaT BCe BHIBI NOKYMEHTOB (BK/IIOYas ayAMOBH3yalbHbIE
nokymentel (ABJI), 3MeKTPOHHbIE H JIHCTOBBIE H3JAHHMA), KOTOPBIM [PHUCBOCH
MHBEHTapHBIA HOMep.

[leprogM4HOCTE MNpOBEPOK 3aBHCHT OT cratyca Oubiuorekd, oObema,
Ha3HaYeHHs U CTPYKTYphI PoHa.

[TpoBepka 6ubGIHOTEYHBIX HOHIOB OCYLUECTBIACTCA B COOTBETCTBUM C [THCHMOM
Munucrepctea  ¢unancos  Poccuiickoit  ®enepaumn  «O6  MHBEHTapH3aLMH
Gubauoteynsix Qonnos» or 04.11.1998 r. Ne 16-00-16-198 B cnexyroume
CPOKH:

eHaubosee LeHHBIE QOH/IbI, XPAHSALIMECH B Ceiipax — exeromHo;

speyaniine GOHIbl — OJHH-Pa3 B 3 roja,

e LeHHbIe (YOH/IbI — OJMH pa3 B 5 jier;

*poHzbl 6ubroTek 10 100 Thic, y4eTHBIX €AMHUL — OAHMH pa3 B 5 JeT;



eonasl 6u6HOoTEK oT 100 10 200 THIC. YYETHBIX €AMHHULl — OJHH pa3
B 7 ner;

eQonael 6ubanoTek or 200 Teic. 10 | MIH. YY4eTHBIX €AMHML — OAMH pa3
B 10 ner;

ehoHAbl OUONMOTEK CBBILE | MJIH. YYETHBIX €QMHHL — MO3TAMHO B BBIOO-
POYHOM MOPSZIKE C 3aBEpIICHHEM MPOBEPKH BCEro (oHzAa B TeueHHe 15 sieT.

[Tposepka 6uONHOTEYHOro (HOHAA WM €ro 4acTH NPH CMEHE PYKOBOJIMTEIA
OUGIHOTEKM NPHUPABHUBAETCS K OYEPEAHOMY CPOKY, T.e. ClEeAYIOLIHe MATh JIeT
OTCYMTBIBAIOTCA OT JAThl 3TOH MPOBEPKH.

[Mposepka GHONHOTEYHBIX HOHIOB POBOJKTCS C LENBIO:

eonpejeeHis = HaIMYMA  3aQHKCHPOBAHHBIX  JOKYMEHTOB B  YYETHOH
JIOKYMEHTaLHH;

eyCTaHOBJEHHS  (DAKTHYECKOTO  COOTBETCTBUA  (QOHZA C  YYETHBIMH
JIOKYMEHTaMH.

[MTpoBepka GubnrHOTEYHOrO HOHIA AAET TAKKE BO3MOKHOCTh!

®BBISIBUTh OLIMOKH B yueTe, oOpaboTKe M XpaHEHHWH H3[aHHH, a TaKKe
JIML, MX JOMYCTHBIIHNX;

®YBH/IETh [IOCTAHOBKY y4eTa BbIIaHHBIX H3[aHUH;

®BBISBUTH YUTATEICKYIO 3310/DKEHHOCTD;

®BBISIBUTH H OTMETUTH PeAKHE, LIeHHbIE, KpaeBeA4ECKUE U JpyTHe

u3JaHus, Tpebyromue ocoboro BHUMaHHsA OHOIHOTEKap;

®OTC/EIUTh WHTEHCHBHOCTh HCTIONb3OBAHHA KHHI (3TO CIyXMT OCHOBOH Iuld
BHECEHUS KOPPEKTHB B KOMIUIEKTOBAaHHE U YJy4I€HHe MpOMaraH/bl He3acyKeHHO
3a0BITBIX KHHUT).

Buasl nposepkd (OHZA MOXHO pa3feNiTh Ha IUIAHOBBIE, DKCTPEHHLIE (BHe-
o4epeJHbIe) U pabouHe (TeKyliue). ;

ITnanoBas npoBepKa NMPOBOAMTCS MNEPHOAWYECKH, [0 HOPMAaTHBaM UIA JaHHOTO
BHJa 6ubnuoTeK.

OKCTpeHHbIE MPOBEPKH INPOBOAATCS B Clyyae CMEHBI MaTEpPHaJBHO OTBET-
CTBEHHOrO s4ua (NpHeM - cjaya), pH 3KCTPAaOpAMHAPHBIX Cliy4yasdX MepeMelleHUs
¢oHpa (mepee3s, peMOHT), MOC/IE CTHXMHAHBIX O€ICTBHM, CIIOCOOHBIX IOBJIEYh 3a
cobo# yTpary 4acTd oH/Ia, NPH BbISABIECHUH (HAKTOB XHMIIEHHUA U IOPYH JOKYMEHTOB,
3noynotpebneHu.

PaGoune (Texymue) MpOBEPKH MEPHOAWYECKH NPOBOISTCA IS MOAAEPKAHHS
¢orna B paboyeM cocTosHUH (yCTpaHeHHe OWUMOOK B PaccTaHOBKE; MCIPABICHHE
paccTaHOBOYHOrO IiHM(pa; BBIABJIEHHE 3aJ0JDKEHHOCTH, BbIABJIEHHE IOKYyMEHTOB,
NOJIEXAIMX CNHCAHUIO 0 Pa3HBIM NpH4YHHaM). Takue NpoBepKU BKIIOYAIOTCH B
n1aH paboTel OnOIHOTEKH.



OPIAHH3AIIHA TPOBEPKH ®OH/A

[LnaHOBYIO MpPOBepKy HEOOXOAWMO TILATENBHO FOTOBHTH 3a 2-3 Mecslua 1o ee
IpOBEIEHHUA.

1. TlpoBeputh BHIGOPOYHO AaKThl HA CHHCAHHE, O(OPMIIEHHBIE MeXIy
nposepkamy (Ha Bce i JokyMmeHTs! B rpade «Homep akra BeiGbITHS» OoTMeueH Ne
aKTa BBIOBITUSL B WHBEHTAPHOM KHUTE); eCIU NpH CiyyaiHoH BrIGOpke 0GHApyKeHbI
MpOIMyCKH — IPOBEPUTH BECH AKT.

2. JluxkBuaMpoBaTh 3alODKEHHOCTh Cpeld  [ojb3opateneit  (nposepka
YuTATENBCKUX HOPMYIISpOB, paboTa C JOKHUKAMHU).

3. IIpocmoTpeTs npoBepsiemMbl GOHI Ha MpeaMET NMPaBHIBHOCTH PAaCCTAHOBKH
JIOKYMEHTOB Ha MOJIKax.

OcHoBaHWeM AN NMpOBeIeHUs NpoBepku sBisercs npuka3 ([Ipunoxenue 2).
[Tpukazom Ha3HayaeTcs MpoBepouHas komuccus (3-5 uenoeex) Bo rIJaBe ¢
npejcenarteneM, KOTOPBI HECEeT BCIO OTBETCTBEHHOCTh 3a XOJI, OPTaHM3alHI0 H
WTOTH TpoBepkH. B cocTaB komuccHu o6A3aTeNbHO BXOAMT OTBETCTBEHHBIH 3a
nposepsieMsblit GOHI COTPYNHUK (a MPH CMEHe MaTepHalbHO OTBETCTBEHHOIO JIMLA -
¥ pUHUMatouit GoHn), a TaKke npeacTaBuTens 6yxrantepun. Co3naHue KOMUCCHH
HeoOXomuMO A Toro, 4rtobm pabora no mpoBepke Obula  IOPHAMYECKH
opraHu3oBaHa 1 oopmieHa.

B npukase Taxxe yka3zplBalOTCA MPHYHHA NPOBEPKH, CPOKH MPOBENEHUS; KpoMe
TOro, MoOXeT OBITH ykazaH croco® mnpoBepkH W pexxuM paboTsl GubnuoTeKH Ha
JaHHBIA epHo.

Jlio6bie H3MEHEHNs B COCTaBE KOMUCCHH O(hOPMISIOTCH PUKA30M.

Komuccus ocyuiectsnser:

*pa3paboTKy KaleHIapHOTO IUIaHa MPoBepKH GoH/a;

eompesieNieHUe METOIa IIPOBEPKH;

erofcyeT HeoOXOOMMBIX TpPYHO3aTpaT [UIA ONpeleNeHHs CPOKOB IPOBEPKH
bonna;

®HETIOCPEeICTBEHHOE MPOBEJEHNE TIPOBEPKH;

er0/1BefieHie H 0OpMIIEHHE UTOrOB NMPOBEPKH HoH/A.

Bces pabota mo nposepke GubnuoreyHoro GoHAa OCYLIECTRIAETCA B HECKOILKO
3TanoB: MOATOTOBHTENBHBIH, OCHOBHOH (HemocpencTBeHHas paboTa Mo nposepke
(bonnma), 3akmOUNTENBHEIR (TONABE/IEHWE MTOrOB M O(GOPMIEHHE pe3y/bTATOB
TIPOBEPKH).

IToozomosumenvuwiii 3man

[TonroroBuTensHEIE MEPOTPUATHS BKITIOYAIOT:

ecocTaBieHHe CiTy)ebHol 3amucku Ha pa3peleHHe NPOBENEHHS MPOBEPKH
dbonna (Mpunoxenue Ne 1);

epa3paboTka KaJlleHJapHOro TUIaHa paboTsl;

eriofcyeT  HEOOXOAMMBIX  TpyJO3aTpaT Ha BCE BHABI  Omepauuit
(paccuuTHIBAIOTCS C MCTIONB30BaHHEM «MeXOTpacieBEIX HOPM BPEMEHH Ha paboTsl,
BhINTONTHAEMBIE B GubnuoTexax», 1997);



eonpe/Ie/IeHHE CPOKOB IPOBEIEHHS IPOBEPKH (3aBHCAT OT YMCJA y4aCTHHKOB H
MeTo/ia MpoBepKH, (JOPM yueTa, CTPYKTyphl (OH/Ia, OpraHu3aLlHK H yCIIOBHi TPy/a, a
TaKoKe pexuMa paboTsl GMOTHOTEKH Ha NEPHO/ POBEPKH.)

Heo6X04uMO y4ecTb, YTO MpoBepka (OHAA NPOBOAMTCA B TO BpeMs, KOTOpPOE
MeHee yuepOHO Ul mosib3oBatened (00s3aTeNbHO BbIBELUMBACTCS OObsABICHHE C
yKa3zaHHEM CPOKOB).

UneHbl KOMHCCHH YZEJSAIOT 0c000e BHHMAaHHE Ha MPaBUIBHOCTE O(OpMIIEHHS
Y4E€THbIX JOKYMEHTOB!

® iHBEHTAPHBIX KHMT;

®KHUI CYMMapHOTO y4eTa;

©CONPOBOJHTENBHBIX JOKYMEHTOB O IPHEME KHHUT;

©aKTOB Ha CITMCAHHE MEXAY MPOBEPKaMHU;

®aKTOB MpeAbIAYIIHX POBEPOK CO CMHCKAMU HEAOCTAIOIIMX JOKYMEHTOB.

TakuMm 06Gpa3oM, Ha ITOM 3Tane JODKHBI OBITH BBISABIEHBl W HCIPaBJIEHBI BCE
OKOKA B BEJEHHH YYETHBIX AOKYMEHTOB, B TOM YHC/I€ JOJDKHO OBITH BBIIOIHEHO
opopmMiieHre BbIOBITHS (OTMETKM B HMHBEHTApHBIX KHMIaX) BCEX [OKYMEHTOB,
KOTOpble OBUIM TpeJHa3sHa4yeHbl K CIHCAHWIO MO pe3yabTaTaM MpeAbLAYLIMX
npoBepok. TONBKO TMOCHE 3TOr0 KOMHCCHA MNPHCTYNaeT K HEMNOCPEACTBEHHOM
npoBepke QoHza.

[ToAroToBHUTENbHEIH MNEPUON 3aKaHYMBACTCS HWHCTPYKTHPOBAHHEM 4JIEHAMH
KOMHCCHH Y4YaCTHUKOB IIPOBEPKH H OMNpeeeHHEM Kpyra HX 00s3aHHOCTEH.

OcHosenou 3man
OcHoBHOH 3Tam — npoBepka ¢oHga. CyuiecTByeT HECKOJIBKO CrnocoboB
NPOBEPKH: HEMOCPEACTBEHHAasA CBepKa (POH/A C yYETHBIM JOKYMEHTOM (MHBEHTapHOH
KHHUTOii); cBepka (OHAa NpH TOMOIIHM KOHTPOJBHBIX TAlIOHOB TOIOrpadH4ecKoro
KaTtajora; csepka ()OHZa B aBTOMAaTH3UPOBAHHOM pexuMe. BpiGop 3aBUCHT OT
ocobeHHOCTel BeJeHUs y4YeTa U CIOXKUBIUEHCS NPaKTHKH.

1) IIposepka no unéenmaprsim KHuzam
[IpoBepka Mo WHBEHTApPHBIM KHHraM peKoMeHAyerTcs 6ubnuorexaMm ¢ GoHIOM
0 50 Teics4. DTOT Cnocod OTIH4aeTcs MPOCTOTOH H GONbLIEH TOYHOCTBIO, HO OH
oyeHb MeJuleHHbId. KpoMe Toro, HHTEHCHMBHOE HCNONb30BaHWE MHBEHTApHBIX KHUI
BelleT K UX (Hu3MdeckoMy M3Hocy. PabGoras mapo#, 3a [ yac MOXHO MpOBEPUTH HE
6onee 80 n3naHui.

2) ITIposepka ¢ nomMowbio KOHMPOLHBIX MAIOHOE
[TnanoBas npoBepKa coriacHo nuckMy MHuHHCTepcTBa uHaHcOB Poccuiickoi
®enepanun «O6 vHBeHTapU3alku 6ubIHOTEYHBIX oHAO0BY OT 04.11.1998 r. Ne 16-
00-16-198 nmomxHa MpOBOAMTECA pa3 B 5 ner. Jid 3TOro dydmue BeiOpaTh ApYrou
Crnocod MpOBEPKH — MO KOHTPOIBHBIM TaJlOHaM, KOTOpble GYIyT HCIONB30OBATEC H
B JJalbHEHIIMX JOKYMEHTAIBHBIX POBEPKaX.



CyTb Takoii MpOBEPKH 3aKIIOYAeTCs B TOM, YTO [OKYMEHTHl CBEpAIOT C
WHIHKAaTOpaMH Tonorpaduyeckoro karanora. IT10T cnocob ornuuaercs Goiboi
pe3yIbTaTHBHOCTBIO.

B cnyuae OCTpodl NpPOM3BOACTBEHHONW HEOOXOAMMOCTH MO KOHTPONBHBIM
TAaNOHAM MOXHO MpoBepATh OubmuoreyHsld (oHA, He 3akpeiBas Gubnuoreky;
YUTATeNSM BBIIAIOT TONBKO TE€ KHHIM, KOTOPhIE€ YK€ MNPOBEPEHBI, Ha KHHXHBIX
dbopMynsipax KOTOPHIX H Ha CAMHMX M3/IaHUAX CTOUT MOMETKA.

[ToAroTOBUTL KOHTPONBHEIE TAIOHBI MOXHO IBYMS criocobamu:

e HATMCATH, UCIONB3YA HHGOOPMALIMIO HEMOCPEACTBEHHO W3 MHBEHTAPHBIX KHUT
(takuM  ofpa3oM,  TaNOHBI  Cpady  pacCTaBIAIOTCA MO  MHBEHTAPHBIM
HOMepaM);

eHamucaTh, MCIONB3Ys HHGOPMALIMIO HEMOCPeJCTBEHHO M3 [OKYMEHTa,
NPOCMOTPEHHOTO Ha TMOJIKE U PACCTaBHTh B COOTBETCTBMM C PAaCCTAHOBKOH KHHI Ha
oJKax.

Ha KOHTpONBHBIH TalOH BEIHOCHTCS:

® HHBEHTAPHBIH HOMED;

eumudp xpaHeHus;

o hamMunus, HHULHATE aBTOPA;

e3araBue W3JaHus (MOXKHO IepBbIe 1Ba-TPH ClI0Ba);

ero/ U3JaHuUs;

erieHa (4TO 3aUKCHPOBaHA HA W3JAHUM WM B MHBEHTapHOH KHHUTe, T.e. 6e3
NepPeoLIeHOK).

3) Texnonozus nposepku 6ubnuomeunozo ghonda npu nomouyu
KOHMPONbHBIX MAIOHOE

KoHTponbHblE TaJOHBI HAmMCaHBl W pPAacCTaBNeHbl B COOTBETCTBUH C
paccTaHOBKOW KHUT Ha MOJIKaX B CHCTEMAaTHYECKOM MOpSJIKE.

AJITOPHTM MTPOBEPKH:

eGepeTcs IOKYMEHT C TOJIKH;

®HAXOAMTCA TATOH — MHAMKATOP B KapTOTEKe;

®CBEpAIOTCS JaHHBIE JOKYMEHTA C 3aIIHChIO Ha TAIOHE — HHAUKATOPE;

enpoctapnserca mTamn «IIposepeHo» ¢ romom mnpoBepkH Ha o6opote
TUTYJIBHOTO JIKCTA NPOBEPAEMOro NOKYMEHTa H Ha 060poTe TaloHa — HHAMKATOpa B
TIpaBOM BEPXHEM YTITY;

®IOKyMEHT CTaBHUTCA Ha MECTO Ha TMOJIKY, a TalOH OCTaeTcsi B KapTOTeKe
(MOXHO B BEPTUKAIEHOM MOJIOXKEHHH).

KonTtponbHele TanoHel (oCTaBmMecs B KapTOTeKE B TOPU3OHTAIBHOM
TOJIOKEHHH), HAa KOTOPBIX HE 0Ka3aloCh OTMETOK O NpoBepke $HOH/A, M3BLIMAIOTCA U3
JITaHHOH KapTOTEKH, H U3 HUX COCTAB/IAETCHA KAPTOTEKA HENOCTAIOIUX JOKYMEHTOB, C
HHUMM BeJeTcs AanbHeias pabora (po3bicK, MOArOTOBKA aKTa HA CIIHCAHUE).

KouTponpHBIE TANOHEI, MPOIIEIIHEe MPOBEPKY, PACCTABIAIOTCS B HHBEHTAPHOM
nopsake. CBeneHHs O TMpOBEPKE C KOHTPOJBHBIX TAJOHOB MEPEHOCATCA B
MHBEHTApHYIO KHHUTY, T. €. B HHBEHTapHOH KHUIe OTME4aeTcs rofl MpoBepkH B rpade
«Otmetxa o nposepke». MHBeHTapHble HOMepa, Mepel KOTOPBIMM HE O0Ka3aloch
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MOMETKH O MpOBEpPKE, BHIHOCATCS B KApTOTEKY HEAOCTAIOMX AOKYMEHTOB (T.e.
MUIIEM TAJIOH Ha OCHOBAHHMHM 3allMCH B MHBEHTApHOH KHHMIE) H MPOBOAHMTCA paboTa
no ux posbicky. [IpuMepHbie HOPMBI paboT M0 KOHTPOJIbHBIM TAJIOHAM Ha OAHOrO
YeJloBEKa 3a OJUH 4ac paboTsl:

eHanucanue TanoHoB - 60 TanoHOB (1 TaJoH B MUHYTY);

e[lo60p KOHTPOJBHBIX TAJIOHOB N0 HHBEHTapHBIM HOMepaM - 270 TanoHos (1
TaJIoH - 13 cek.);

eCBepka KOHTPOJIBHBIX TAJIOHOB C MHBEHTApPHOH KHHMrod - 240 ranonos (1l
TaJIoH - 15 cek.).

B uenom, nposepka | THICAYM JK3€MIUIAPOB JOKYMEHTOB OJHH COTPYIHHK
NPOBOJHUT B Te4eHUH 24-26 4acos.

4) Hexomopbie mexnonozuseckue npaguia

Bo Bpems npoBepkH QoHAA HEOOGXO0JHMO yHECTh ClEAYIOIIEE.

e Crennaxu, Ha KOTOPBIX CTOSAT YK€ MPOBEPEHHBIE KHHIH, 00A3aTEILHO HYHHO
BBIAEUTh pa3sfiefiuTelieM, YTOOBl SCHO BHIETh IPOBEPEHHYIO H HE NPOBEPEHHYIO
4acTh QOH/A, T.e. HMETh FAPAHTHIO, YTO HU OJMH CTEJUIaX He ObLI MPOIYILEH.

*UroGsl HMCKJIIOYATH IyTAHHLY, MNpd MoObIX crnocobax  MpoBepKH
6ubnuoTeyHoro (oHAa BeOyT ydyeT MpojesaHHOH pabotel. Kaxipii ydacTHHK
MPOBEPKH B KOHILE IHA OTMEYaeT B TETPaJH yueTa HOMepa MPOBEPEHHLIX CTeIUIaxeH
U TOJIOK, YKa3bIBAaeT YHCJIO HAaNMMCAHHBIX KOHTPOJBHBIX TAJIOHOB MM MPOBEPEHHBIX
KHHT, a TaKKe KONHYECTBO OTJIOKEHHBIX KHHMI JUIf AalbHEHIIEero BBISCHEHHA.
ExkelHEBHO COCTABIIIETCSA CBOAKA.

* Ecnu B mpoliecce NpoBepKH NPHHAMAIOTCA JOKYMEHTBI OT MOJb30BaTeNe; 1o
Hazjo 3apaHee OrOBOPHTh BApPHAHT pabOoThI C 3THMH JOKYMEHTaMH — Cpa3y MHLIETCS
TaJlOH Ha MPUHATBIA NOKYMEHT M JelaeTcs NMOMETKa O MpOoBepKe Ha TallOHe W Ha
06opoTe TUTYIBHOTO JIHCTA PANOM C HHBEHTApPHBIM HOMEPOM Ha JOKYyMEHTE WIIH
TaKUM JOKYMEHTaM OTBOJMTCS OTJEJIbBHOE MECTO H paboTaloT ¢ HUMU B IOCIIELHIO
o4epeb;

* JIoKkyMeHTBI C pa3sHOro poja HefO0pasyMEHHAMH (I10J JaHHBIM HHBEHTAPHHIM
HOMEPOM 4YHC/IUTCA HE TOT JOKyMEHT, OTMEYEH KaK BBIOBIBLINHA, HET HHBEHTAPHOIO
HOMEpa M T.A.) OTKIAQJBIBAIOTCA HAa CIELUHAIBHO OTBEAEHHOE MECTO C
COOTBETCTBYIOIIMMH 3allHCIMH HEeAOpa3syMEHHA Ha HuX (00s3aTesbHO B aIpaBUTHOM
NOpsZIKe), 1 pa3bUparoTCs ¢ HUMH B KOHIIE IIPOBEPKH.

INpexne uyeM cyYUTaTh MOKYMEHTHI NpPONABLIMMH, HafO MPOCMOTPETh BCE
OTJIO)KEHHbIE paHee JOKYMEHTEI C pa3HbIMH ITOMETKaMH.

[Tpu ycTpaneHnu omHOOK U HAXOXKAECHUM HOKYMEHTOB B HHBEHTAPHON KHUrE H

Ha CaMOM JIOKyMEHTE (HJIH Ha KHHXXHOM (QOPMYJIfpe) CTaBAT OTMETKY O IIPOBEPKE.

ITOABEJEHHE HTOIOB H O®OPM/IEHHE PE3Y/IbTATOB
3aBepIIAOLIMi 3Tan NPOBEPKH - MOABEACHHE WTOTOB M OQOPMIIEHHE COOT-

BETCTBYIOLIEH NOKYMEHTaUWH - aKTa (C OOBACHHUTENHHOH 3aNMCKOH) M CIIMCKOM
HEJIOCTAIOLIKX JOKYMEHTOB.



M3 KOHTPONBLHBIX TAJIOHOB Ha OTCYTCTBYIOUIME [OKYMEHTHI COCTaBISETCS
kapToTeka. B MecsuHBIH CPOK TNPUHHMAIOTCA Mepbl K pa3bICKaHHIO BCeX
HeOCTAIONINX JOKYMEHTOB, He 0OHAapY)KEHHBIX BO BPEMSA NPOBEPKH, K YCTPAHEHHIO
BO3HMKIIMX HeJOpa3yMeHHiA.

[Tocne TOro, Kak BCe BO3MOXHBIE BapHaHTBl pO3BICKA HENOCTAIOLIUX
JIOKYMEHTOB MCYEpIaHbl M MOATBEPXXIEHbl COOTBETCTBYIOWIMMH JIOKYMEHTaMH,
COCTAB/SETCSA CIUCOK MPOMABLIMX M0 HEYCTAHOBIEHHBIM IIPHYHHAM JTOKYMEHTOB.

AKT ¢ BbIBOJI@aMH KOMMCCHH ¥ CITMCKOM OTCYTCTBYIOIIMX NOKYMEHTOB IMOAMH-
CHIBAIOT MpEACefaTens ¥ BCE UNEHBl KOMHCCHM M [MEPEaloT Ha paccMOTpeHHe
aupekTopy 6ubnuotexku. [Tpn HecornacHu ¢ JaHHBIMHU aKTa YWIEHbl KOMHCCHH CTaBAT
CBOIO MOANMCh M MAenaloT oroBopky: «C aKkTOM IpOBEpKH HE COIrJIacHbl, CM.
0OBACHEHHE» W B TMHUCHBMEHHOM BH/E YKA3bIBAIOT NPUYMHBI HECOTrJIAacHs; BCE 3TO
npuknaneiBaetcss k axty ([Ipunoxenne 7). Ilpy Hanuuuu pasHornacuii o
CONEPaHWIO aKTa OKOHYATeJIbHOE pellleHHE NPHMHHMAeT MOJDKHOCTHOE JIMLO,
TMOAMUCABIIIeE NPUKA3 O TpoBepke. AKT O MpoBepke (CO CIIHCKaMH) yTBepXJaeT
JMPEKTOP.

B ToM ciydyae, eCiu BBISIBIEHO 3HAYMTENIBHOE PACXOXICHHE JAHHBIX YYETHBIX
JIOKYMEHTOB ¢ (haKTHYECKHUM HATMYHEM JOKYMEHTOB, B aKTe JOJDKHBI OBITH BHIBOJBI
KOMHCCHM O TpHYHMHAX Takoro IOJIOKEHMS; B  KayecTBe IMPHIOKEHHUS
npeacraBnsioTcs  oObsAcHUTenbHble 3anucku  (IIpunoxkenns 5); BeABHraoTCs
NpEeUIOKEHUS MO YCTPAHEHUIO HEJJOCTaTKOB.

Bo3mooicHble NPUYUHbL BbIABNAEMbIX NOMEDD:

e370ynoTpe6GieHus COTpyAHHMKA (XMIIeHHe, MOAJenKa [JOKyMEHTOB, 3/0-
yrotpeGieHue c1y>keOHBIM MOI0XKEHHEM );

®HECOOTBETCTBHE HOpMaM XpaHeHus GubnuoreuHoro Gpounaa;

®HECOOTBETCTBME  HOpPMaM  HCMonb3oBaHus  OubnmoreuHoro  douza
(yuTaTensckas 3alOJDKEHHOCTh Oosee 3-X J€T; HapylleHWe NpaBUad BbIIAYH H
KOJIMYECTBa BBIIAHHOTO; BBIOBITHE MONB30BaTeNeH GHOIMOTEKN C HEBO3BPAILIEHHEIMU
B 6ubMoTEKY TOKYMEHTaMH).

[Tockoneky K (OHAY OTKPHITOrO JOCTyNa AOMYCKAeTCs HE TONbKO GHOIHO-
TeKapk, HO U MOJIB30BATENb, TO BOZHUKAET POM3BOACTBEHHO - XO3SAUCTBEHHBIN PHUCK,
CBSI3aHHBIH C yBETHYEHHUEM BO3MOXHOCTH XHUIIEHHUS KHUT CO CTOPOHBI I0JIb30BaTeIs.
Jlannyro yTpaty KBanMGHUUMPYIOT KaK MPOM3BOACTBEHHO-XO3AMCTBEHHBIH DHCK H
CITMCBIBAIOT JOKYMEHTHI MO aKTy Ha ocHoBaHHM M. 18 «IlonokeHus mo BeneHHIO
OyxranTepckoit oT4eTHOCTH B Poccuiickoit Penepanyn», yTBEpXKACHHOTO IPUKA30M
Musnduna PO ot 29.07.1998 Ne34u (pen. 24.12.20101.)

Hacxonsko npaBuibHO mocTaBneHa pabora GUONHOTEXaps MO COXPaHHOCTH
tbonna, 0cob6eHHO MPH OTKPHITOM JOCTYTE, MOXHO CYOUTH 110 OMHOMY IOKA3aTello:
ecnu B TeyeHHe roaa u3 GoHIa Ucye3aeT KOTHYECTBO HOKYMEHTOB, COCTABJISIONIEE
Gonee 0,2 % KHMroBBIAAYM, 3HAYMT, CIEAYeT MCKATh MPHUYUHY B COOCTBEHHOM
negopaborke. Heob6xomuMo wuckaTh NpuYMHBI (HeymayHoe pa3MemieHue ¢oHAa,
cnabast BocuTaTensHas paboTa | T.1.) H ONepaTHBHO YCTPaHATh UX.

Hepenxo  mpuymHOM  crnMcaHusit — ABIAETCA  HEBO3BpaT  JIOKYMEHTOB
nons3oBateneM. s MOATBEPKAEHUSA HEBO3MOXHOCTH B3BICKATh C I10JIL30BATENS
3a[0/DKEHHOCTb CCBUTAIOTCS Ha 3a(QHKCHPOBAHHBIE B YUTATENLCKOM (QopMysisipe
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HaNOMHHAHHS O HEOOXOAMMOCTH BO3BpaTa GUGIHOTEYHBIX JOKYMEHTOB, CIIPaBKH M3
MacropTHOTO CTOJIA O €r0 BLIGBITHH C MECTa JKHTEIbCTBA U APYTYIO ONpPaBAATENbHYIO
JIOKYMEHTALHIO.

KoMuccHsi BHOCHT MPEIOKEHHUS 110 BO3MELIEHHIO HEOCTAIOIHX IOKYMEHTOB,

€C/IM OHa BO3HHKJIA 10 BHHE COTPYAHHKA GHONHOTEKH; JaeT peKOMEHAALHH 10
Npe0TBPALIEHHIO NOTEPb.

3aKumoueHHe U MPETOKEHHA KOMHCCHH 0(OPMIISIOTCA B MPOTOKOJIE, KOTOPBIH
yTBepXIaeTcs AUpeKTopoM GubnnoTexu.

[To uToram npoBepkH pyKOBOAMTENb M3JaeT MpPHKa3, B KOTOPOM J3ET OLEHKY
JNeHCTBUAM KOMHCCHM M OTBETCTBEHHOMY 3a (OHI COTPYAHHMKY; pa3peliaeT
CNHCaHWe; TpHHHUMaeT B ciy4ae HEOOXOAWMOCTH AaIMHHHCTPATHBHBIE MEpBHI
MOOLIPeHHs, HaKa3aHHs; HaMeyaeT Mephl K MOBBIIEHHIO YPOBHA COXPaHEHMs
6ubnauoteyHoro (oHma, CPOKH, OTBETCTBEHHBIX 33 MX HCIIONHEHHE M KOHTPOJIb 3a
VICTIOJTHEHHEM.

CHAYA H IIPHEM BHB/THOTEYHOI'O ®OHAA

[TpoBepka ¢oHIa NpH CMEHe MaTepHaIbHO OTBETCTBEHHOIO JIHIA TaKXe
NPOM3BOJIUTCS KOMMCCHEH Ha OCHOBAaHMHM NpHKa3a aAupekTopa 6ubinuorexu. Cpoku
NIPOBEPKH IPH NIPHEME - cljaye He perlaMeHTHPOBaHbl HOPMATUBHBIMH JOKYMEHTaMH
M OroBapHBalOTCs B NpHKaze. B Ienix ocylecTBIeHHs ONepaTHBHON IMepenavyu
IIPUHUMAETCs pelleHHe o MpoBepKe Bcero GoHIa WK ero YacTH.

Ecmu nuno, crparomee ¢oHI, OTKa3pIBAeTCA NMPHHATH y4YacTHE B NPOBEPKE, TO
cnenyet ohOPMHUTH MHChbMEHHOE OOpallleHHe K HeMy O HeOOXONMMOCTH y4YacTHS.
Ecnn nomydeH oTkas, )enaTelnbHO TOXeE MHUCBMEHHBIM, MpoBepKa MpoBoaMTCs Ge3
cnatomero ¢ona. Komuio 3Toro obpamenns # oTkasa HEOOXOAUMO MPHIIOKHTH K
MarepHasam MpOBEPKH.

B cnydasx 3KCTpeHHO# nepenavyu MpoBOAAT BEIGOpOYHYIO MpoBepKy HaubGonee
LIEHHBIX M PeKUX H3/IaHWH, a TAK)Ke JOPOrOCTOALIMX U NeDULHTHBIX. 3aKITIOYEHNEe U
NpeIOKEHH KOMHCCHH O(OPMIISIOTCS NPOTOKONIOM, KOTOPBIH BMECTE C aKTOM
riepefiaeTCs Ha YTBEpXKIEHHE OUpeKTOopy. BriGopouyHast mpoBepka He MOXET OBITH
3acyMTaHa KaK IIaHOBas.

Ecmu BMECTO yBONBHSIOIIErOCS 3aBEyIOLIEr0 HET KaHAMAATypsl Ha OCBO-
6o jalommeecs MECTO, TO B COCTAB KOMHCCHHM BKJIIOYAETCH OTBETCTBEHHOE JIMIO H
COCTaBIS€TCA aKT CHAYH-NPHEMKH C YyKa3aHHEM IpPHYMH CHA4d-IpHEMKH Ge3
npoBepkH ¢oHAa.

B HeMm ykaspiBaeTcs:

eofliee KONHYECTBO mNepenaBaeMoro ¢oHaa, 3apUKCHPOBAHHOE B YYETHBIX
JOKYMEHTaXx;

eriepeyeHb JJOKYMEHTOB y4eTa (HHBEHTapHble KHHIH, KHHI'H CyMMapHOro yuera
U JIp.) U UX KOJIHYECTBO;

eCBEJIEHHA O CTOMMOCTH (OHIA, COOTBETCTBYIOLUHE NaHHBIM OyXraiarepckoro
yyera.

Ha npakTtuke BCTpe4aloTCs ClTy4aH, KOrJia CMEHa MaTepHaJIbHO OTBETCTBEHHOTO
7ML NPOMCXONHUT Ge3 mpoBepkH (HOHMA MO CIEAYIOIMM NPHYHHAM:
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B TeKyLIEM rofly YK€ NPOBOAHIACH [UIAHOBasd NPOBEPKa;

©CpOYHOE YBOJIbHEHHE 3aBe/lyIOLIEro;

©60b1I0H 00BEM (OHA H HEBO3MOXHOCTD MPHBJIEYEHHA HEOOX0AUMOro Yhcna
COTPYAHHKOB IS NPOBEPKH (oHpa.

B Ttakux ciy4asx (OHI repefaeTcs Ha OCHOBAaHHH yYETHBIX JOKyMeHTOB Ge3
aKTa MpOBEPKH.

[pHHUMAIOIKA COTPYAHHK MOXeT MoTpeboBaTh NPOBEAEHUsS NPOBEPKH I
ycTaHOBJIEHHs (PaKTHYECKOro HamM4uA (oH/a, 3a KOTOphid OH OyNeT oTBeyaTsh U He
MOANUCEIBATE  THNOBYIO (opMy jgoroBopa O MOJHOH  HHIAMBHMAYalbHOH
OTBETCTBEHHOCTH 0 NPOBEJICHUA NPOBEepKH (oHAa.

Takum o6pa3om, npoBepka OuOMHOTEYHOro GOHAA - OYEHb CIOXHBIA H OT-
BETCTBEHHBIA IPOLECC, BHI3LIBAIOIIMH MHOrO BOMPOCOB MaX€ Yy OMBITHBIX CO-
TPYAHMKOB GUOIHOTEKH.

C.B. E¢pumoea, 2naeHviii 6ubnuomexape
no gonoam omoena KHU20XpaHeHus

BY «Hayuonanvnan 6ubnuomexa
Yyeawcxou Pecnybauku»
Munkynemypor Yysawiuu
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[Mpunoxenue Ne |

Pykosoauteno
(cTpykTypHOE nonpasaenexue)
(A0MKHOCTD)
(¢.n.0)
(¢.n.0)
« _» 20_r.
CrnyxeOHas 3anucka
CornachHo TUIaHy NIPOBEPKH 6ubnuoTeynoro ¢donaa
npo
ury paspeLHTh JIOKYMEHTAJIbHYIO MPOBEPKY noaco6Horo tdoHna
B KOJIHYECTBE 9K3.C «__» no
(CTpyKTypHOE noapasjienenue)
«__» 20 I. H Ha3HaYHTb KOMHCCHIO IO npoBepke ¢oHZa B ciexymolieM
cocrase:
, JOJDKHOCTB, Mpece]aTeNs,
(puo)
, JOJDKHOCTD
(puo)
, HOJDKHOCTD
(hno)
, JOJDKHOCTh
(pno)
IMpunoxenue: [nan nposepku noaco6Horo Gouza Ha .
(CTpyKTypHOe noapa3ieeHHe)
(nomxHocTs) (noanucs) (pacwumndposka noanucu)






