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4 TloctaHoBreHnemM [ocygapcTBeHHOro komuteta Poccunckon depepauyum no
CTanHgaptu3aumm wn  metponormm ot 19 anpena 2001 r. N 182-cT
MexrocygapctBeHHbln  cTaHgapt [OCT 7.20-2000 BBegeH B gencTtsue
HenocpeaCTBEHHO B KayecTBe [OCyOapCTBEHHOro crtaHgapta Poccumnckon
depepaumm ¢ 1 auBaps 2002 r.

5 BSBAMEH OCT 7.20-80, TOCT 7.41-82

1 O6nacTb NpUMeHeHns

HacTosuminn ctangapt ycTaHaBnvBaeT eAuHMUbl ydyeTa OOKYMEHTOB (PoHL0B
GubnMoTek n OpraHoB HayyYHO-TeXHU4eckorm wuHdopmaumm (ganee - HTU) n
eouHVLbI yYeTa obcnyxmMBaHUA nonb3osarenen bubnmortek n opraHos HTU.

CtaHgapT obsizateneH Anst Bcex 6ubnuortek n opraHoB HTW HeszaBucuMO OT
BE4OMCTBEHHOIO NOAYNHEHNS 1 HOPM COBCTBEHHOCTM.

2 OnpepeneHus


http://docs.cntd.ru/document/1200004390
http://docs.cntd.ru/document/1200004389

Bblgaya gokymeHTa: [NpegocTaBreHne OOKYMEHTa Mo 3anpocy Nosfb3oBaTerns
6mnbnmoTekn Ha aboHeEMeEHTe, B YMTanbHOM 3arne 4Yepes3 HecTauMoHapHble opMbl
0B CNyXMBaHUA NN 3NEKTPOHHbIE MHAPOPMALMOHHBLIE CETMW.

rogoBon KomnnekT: COBOKYMHOCTb HOMEPOB (BbIMYCKOB) NEpUOANYECKMX
n3gaHumM 3a rog, NpUHUMaemMasi 3a of4Hy y4eTHyYH equHULLY dooHAa.

mMeponpusitue:  COBOKYMHOCTb  OEWCTBMKA,  OpraHM3auMoOHHbIX  ¢phopm,
OPUEHTUPOBAHHbLIX HA  KOHTAKTHble rpynnbl  MNofnb3oBatenenM B Lendx
YOOBIIETBOPEHMS UX NOTPEOHOCTEN B 3HAHUK, MHpopMaL MK, ODLLEHNN, pekpeaLun.

mMeTponoska: MexayHapogHas egvHuua ydeta odbbema oHaa, nsmepsiemast
Kak 1 M CTennaxxHon NosiKun, 3aHATON N3gaHUAMM UK S PYrMMn JOKYMEHTaMM.

HasBaHve: Kaxgoe HOBOe WM MOBTOPHOE WU3gaHue, OpYron OOKYMEHT,
oTNM4aroLMeca OT OCTalbHbIX 3arfiaBueM, BbIXOOAHLIMU LaHHbIMW UK OPYrMK
aneMeHTamMmm 0opMIIEHMS.

0TKa3: HeygoBneTBOPEHHbIN 3anpoc nosb3oBatend 6MbnmoTekn.

nogwmeka (nepennetHas eguHuua). COBOKYMNHOCTb HOMEPOB NepuoauyecKux
n3gaHunM (OOKYMEHTOB), CLUMTBIX, MEPENSIETEHHbIX WM CKPEensieHHbIX OpYyruMm
cnocoboM B OAHO Lenoe U NpUHUMAaEMbIX 3@ OL4HY YYETHYIO equnHULY dhoHAa.

nonb3oBartenb  Oubnmotekn:  dusmyeckoe wIM OpPUOMYEcKoe  Nnuo,
nonb3yoweeca ycnyramm 6uOnMMOTEKN (4uiTaTtenb, MoceTUuTenb MEepPONnPUATUIA,
abOoHEHT).

noceweHue: [lpuxog nonb3oBatens B 6ubnmoteky wnm opraH  HTW,
3aperncTpMpoOBaHHbIN B KOHTPONbHOM SIMCTKE WM hopMyndape yuitatens, apyrown
AOKYMEHTaL M1, NpuHAaTon B bubnmoteke unmn opraHe HTW, a Takxe B 9NEKTPOHHOM
©as3e gaHHbIX.

NoCTOsIHHO AencTeyowmin 3anpoc (MO3): Tema nHopMaunoHHOro 3anpoca Ha
obcnyxmBaHne abOHEHTOB B cCUCTEMe Wu3bmpaTernbHOro pacnpoCTpaHeHud
nHdopmaumm (ganee - UPW).

ak3emnnsap: Kaxgas otaenbHas eanHuua AoKyMeHTa, BKtovYaemasa B ooHa, nnm
BblObIBaOLLAA N3 HErO.

3 O6wme nonoxeHus

3.1 Ob6bbem d¢oHoa Oubnmotekm wn opraHa HTWU  wncumcnsetca B
YHUGMLUNPOBAHHbLIX €AVHUL AX.

3.2 OCHOBHbIMM eguH/LaMK y4eTa AN BCeX BMOOB OOKYMEHTOB SIBMAHOTCS
9K3eMnnisip 1 Ha3BaHue.

3.3 OcHoOBHbIMM efuHMUaMKM YydeTa obbema oHAa nevYaTHbIX W3gaHun,
HeonybrnMKOBaHHbIX W ayauMoBU3YyamnbHbIX [JOKYMEHTOB, 3JIEKTPOHHbLIX W34aHWUN
SABNAIOTCSH 3K3EMNIISP 1 Ha3BaHME.

3.4 Yyer obbema doHOa >KypHanoB W raset nNpPoBOAMTCS B 3K3emnnspax,
Ha3BaHWSX, rOA0BbIX KOMMNSIEKTaX, NOALLUMBKAX.



3.5 [JononHuteneHbiMM eguvHMLamMn ydyeTa obbema (poHOa SBMSKOTCA rogoBOW
KOMMNSIEKT, METPONosika, nogLlumBKka (nepenneTHas eanHnLa).

3.6 Y4yeT obbema oHAa B Ha3BaHUSX NPUMEHSIETCS AN HOBbIX MOCTYMMEHUN,

3.6.1 lloBTOpHOE uM3gaHME YYUTbIBAETCA KakK HOBOE Has3BaHWe, €CiiM OHO
AO0MNOSIHEHO 1 (Unn) nepepaboTaHo.

3.6.2 MHorotomMHoe uagaHue, obbegnHeHHoe OOLWMM 3arfnaBueM, YyYUTbIBAeTCH
Kak OOHO Ha3BaHMe, 3a WCK/MOYEHMEM TOMOB, WMEKOLWMX WHOMBUAYANbHOE
3arnasue.

3.6.3 Konus nsgaHms nnm HeonybnmkoBaHHOrO AOKYMeEHTa He3aBUCMMO OT Buaa
HOCUTESS YYUTbIBAETCSA TaK Xe, Kak opurnHann.

3.7 TpunoxeHna K u3gaHuam (KapTbl, atnacbl, Tabnuubl, OO6BbACHUTENbHLIE
3anucku, ykasartenu reorpadmyeckux HasBaHWW, HOTbI, rPaMniacTUHKK, NfakaTbl,
CD-ROM, guckeTbl 1 T.M.), HE UMEOLIME CaMOCTOATENBHOMO 3HAYEHUS, OTAESNbHO
He y4nTbIBalOTCA.

3.8 CamocTtosiTenbHble u3OaHUsA, O0OBbEAWHEHHbIE B OAHOM nepenneTe
(KOHBOMIOTE), YYUTLIBAKOTCS Kak OTAENbHbIE 3K3eMNIApbl M OTAeNbHble Ha3BaHMSI.

4 YyeT oTAenbHbIX BUOOB U3gaHUN U
HeonyobfIMKOBaHHbLIX OKYMEHTOB

4.1 KHnrn n 6 poLutopbl

411 Kaxgas KHura wnm 6poulopa, BXogsdlas B CEpUo, YYMUTbIBAETCS Kak
OTAernbHOe Ha3BaHue.

4.1.2 Kaxxgas 13 6poLlop, BbiMYLWEHHbIX B 06beguHAIWEN UX U3gaTenbCKom
nanke (06noxKe), ydUTbIBaeTCA Kak oTAeNbHOE Ha3BaHMeE.

4.2 lNepmnognyeckue nsgaHus

4.2.1 OCHOBHbIMW eauHUUaMM ydeTa obbema oHOa >KypHaroB SABNSETCS
ak3emnnsp (ToM, HOMep, BbIMNYCK) W HasBaHWe Wu3gaHus 3a BCe rogbl €ro
NOCTYNneHns B oOH, HE3aBMCMMO OT U3MEHEHUSA 3arfiaBuUs XXypHara.

Kpome Toro, 06em doHaa XypHarnoB y4UTbIBAETCS B FOA4OBbIX KOMMEKTax.



4.2.2 OCHOBHbIMX eanHMLLAaMK y4eTa obbema poHaa raseT sIBMASKOTCS rogoBov
KOMMIEKT ra3eT, KOTOpbIA MNOANEXUT NOCTOSIHHOMY XpPaHEHUIO B AaHHOM oHAe, U
Ha3BaHWe KOMMIeKTa u3gaHns 3a Bce rogbl ero noctynseHnsa B ooHa He3aBUCMmo
OT U3MEHEHUS 3arfaBus U34aHuS.

[MpumedaHne - [JononHUTenbHO gonyckaetca ydeT obbema oHaa B HOMepax
(BN HenepenneTeHHbIX ra3eT) U nogLumBKax (nepenneTHbIX eguHuLax).

4.2.3 EgnHnuammn yyeta OOHOAHEBHbLIX (Pa30BbiX) raser CryxaT 3K3eMnisap
(HOMep, BbIMYCK) U HAa3BaHWE ra3eThl.

4.3 Npogomxarowmecs nsgaHus

4.3.1 OCHOBHbIMW egvHMLaMM Yyd4eTa oObObema oHOa MPOLAOIPKAKOLLMXCS
N3gaHun ABMATCA 9K3eMnnsap (TOM, BbIMYCK) U Ha3BaHWE KOMMNSIEKTa U3gaHus 3a
BCe rofbl €ro NocTynneHnsa B ooHa HE3aBUCUMO OT M3MEHEHUSA 3arnaBus U3gaHus.

4.3.2 Kaxxgas cepusi NpogorpkaroLLerocs u3gaHus, UMeroLas caMmoCTOATESNbHYH
HyMepaL U IO BbiMyCKOB, YYUTbIBAETCS KaK OTAeNlbHOEe Ha3BaHMe.

4.3.3 Kaxabln camoCTOATENbHBIA TOM (BbINYCK) MPOLOIMKAOLEroca U3gaHus
YYUTbIBAETCH KaK OTAEeSlbHOE Ha3BaHue.

4.4 HoTHble n3gaHus
4.4.1 EgnHMLamMn y4eTa HOTHbIX U34aHUW SABMAKOTCA 3K3eMMNNApP N Ha3BaHMe.

4.4.2 OtgenbHble naptuu (rornoca), 06 beANHEHHbIE C NAPTUTYPOK (KNaBUpOM) B
OOHOM WM3JaHWW, a Takke napTun, obbeauHEeHHble Wun3aaTenibCKoM Mankown
(OBSIOXKKOM), YYUTBLIBAKOTCS KaK OAUH 3K3eMMNsp U 04HO Ha3BaHWMeE.

443 OTpencHole naptum  (ronoca) WM naptutypa (Knasup), WsgaHHble
pasgenbHo, YYUTLIBAOTCS Kak pasHble 9K3eMMspbl.

4.4.4 CamocTodaTENMbHbIE HOTHbIE N3aaHNs, 0O beAVMHEHHbLIE B OQHOM nepenneTe
(KOHBOJIOTE), YYUTHLIBAKOTCS KaK OTAESbHbIE 3K3EeMNIIAPbl U OTAENbHbIE HAa3BaHUS.

4.5 KapTorpadmyeckne nsgaHus

451 Kaprta, m3gaHHass Ha HECKOMbKUX §MCTax, OObEAUMHEHHbLIX ObLLMM
3arnaBuveM, y4nTbIBAeTCHA KaK O4AWH 9K3eMMSIsap U O4HO Ha3BaHMe.

4.5.2 KaxagblM camMOCTOATENbHBbIN JIMCT CEPUNHOW KapTbl YYUTbLIBAETCH Kak
OTAENbHbIN 3K3eMMNAp U OTAeNbHOe Ha3BaHue.

4.6 N3onspgaHusa



4.6.1 JluctoBble nsgaHus, obbeguHEHHbIE U3aTeNbCKOM Nankon (0BnoXxkom,
MaHXeTKON, 06epTKOWN), yYUTbIBAOTCS KakK O4MH 3K3EMMNSIAP N O4HO Ha3BaHMe.

4.6.2 Kaxgbihn NUCT CepunM u3ou3gaHun, He OO6BbEeAWHEHHbIW Wn3gaTenbCKomn
nankon (ODSOXKOW, MaHXeTKoW, ODepTKOM), Y4YMTbIBAETCA KaK OTAerbHbIN
9K3eMnNsip U OTAENbHOE Ha3BaHMe.

4.7 JluctoBble TEKCTOBbIE N3JaHUA

471 JlnctoBble TEKCTOBble W34aHWs, BbiMylEHHble B  06beguHsoLWen
n3pgatenbckonm nanke (MaHxeTke), YYUTbIBATCA Kak OAWH 3K3eMnisp U OfHO
Ha3BaHue.

4.8 CneuuanbHble BUabl HOPMaTUBHbIX JOKYMEHTOB

4.8.1 CtaHpapTbl M KaTanorn MpoMbllLieHHOro obopyaoBaHUs U U3LENUN,
BbIMyLLUEHHblE B 06BbeguHSAIOLWEN UX n3gaTenbCKon nanke (0brnoxke), Npyu Hanuyum
Ha nanke obLUen LeHbl, coaepXaHnst BCEro n3gaHust U €QuHbIX BbIXOAHbIX AaHHbIX,
YYUTbIBAKOTCS KaK OAUH 9K3eMmnmsp U 0gHO Ha3BaHWMeE.

4.8.2 CtaHpapTbl M KaTanorn MpoMbllLIEHHOro o6opyaoBaHUS U U3LENUN,
BbiMyLLUEHHblE B BuAe OTAENbHbIX JIMCTOB, €CNN KaXablh M3 HUX MMEET CBOU
BbIXOOHbIE OaHHble, LEeHy, TUpax, YYUTbIBAOTCA KaK OTAESNbHbIA JK3eMnnap u
OTAENbHOE Ha3BaHWe, Aaxe eCiiv OHU 06 beaNHEHbI OA4HOW Narnkon (0B IOXKON).

4.9 [lenoHnpoBaHHbIE Hay4YHble paboTbl

4.9.1 [enoHupoBaHHasi HayyHas paboTta (paboTa B [OBYX 9K3emnnspax u
conpoBoauTEeNbHble OOKYMEHTbl K HeEW), coaepxallaaca B OTAeNlbHOM narke,
YYUTbIBAETCS KaK OAUH 3K3eMMnnsp U 04HO Ha3BaHWMeE.

4.10 HeonybnnkoBaHHbIE JOKYMEHTbI

4.10.1 HeonybnunkoBaHHbIE AOKYMEHTbI, COPOLLIOPOBAHHbLIE UMW CoaepXalLmMeCs
B OTAESIbHOW Narke, y4uTbIBatOTCS Kak OOMH 3K3eMnnsap 1 04HO Ha3BaHue.

4.10.2 [1ns KOHCTPYKTOPCKOW AOKYMEHTaLUMnN eguHNLLEN ydeTa ABNAETCA YepTex
WU MOSHBIA KOMIMIEKT KOHCTPYKTOPCKUX LOKYMEHTOB, OTHOCSLUMXCH K OLHOMY
n3genuio.

5 YyeT ayanoBusyanbHbIX JOKYMEHTOB

5.1 POHOOOKYMEHTDI



5.1.1 EgmHnmuamm ydyeta obbema doHoa POHOOOKYMEHTOB SABMAOTCAH
9K3eMNsiAp U Ha3BaHue.

5.1.2 3k3eMnnsApoM POHOLOKYMEHTOB SBMIATCA: OMUCK - ONS rpamMnniacTUHOK,
KOMNaKT-4UCKOB; KaTyLLKa, kKacceTa, 600uHa - 4ng MarHUTHbBIX QOHOrpaMm.

5.1.3 OTaenebHO BbiNyLWeHHasa rpamMniiacTUHKa, KOMNAaKT-gUCK YYUTLIBAKOTCS Kak
OAVH OUCK N OOQHO Ha3BaHMe.

KomnnekT (anbbom) rpamniiacTUHOK, KOMMaKT-AUCKOB, 06 beANHEHHbLIX 0BLLMM
Ha3BaHMEM, YYUTbIBAETCS MO KONMYECTBY AUCKOB Y OAHOMY Ha3BaHWIO.

5.1.4 MarHuTHas doHorpaMmMa Ha OOHOW KaTyllke (KacceTe) y4uMTbiBaeTCs Kak
OfHa KaTyLlKa (kacceTa) 1 04HO Ha3BaHue.

MarHutHas dooHorpammMa Ha HeCKOSbKMX KaTylukax (kacceTax), 06beguHEeHHbIX
obLuWM HasBaHMEM, YYMUTbIBAETCHA MO KOMMYECTBY KaTyllek (KacceT) U O4HOMY
Ha3BaHwIo.

5.1.5 OTgenbHO BbINYLWEHHbIM (POHOAOKYMEHT UM KOMMNNEKT POHOOO0KYMEHTOB,
06 begMHEHHbIX 00LLMM 3arriaBveM, YYUTLIBAETCS Kak O4HO Ha3BaHWE He3aBMCUMO
OT YKUCIa 3anncaHHbIX NPou3BeaeHUN.

5.1.6 TloBTOPHO BbIMYLUEHHbIM (OHOOOKYMEHT YYUTbIBAETCA Kak HOBOE
HasBaHWe, ecnn MMEET MPOU3BOLCTBEHHbLIA UMM (MPMEHHBIN HOMep (Homepa),
OT/IMYHbIN OT NpeablayLWero n3gaHnsa ¢ aHarorm4yHbIM HasBaHUEM.

5.2 BnaoeonokymeHTbl

5.2.1 EgvHuuamn ydyeta dpoHOa BWOEOOOKYMEHTOB SABMAKTCA 3K3EMMIIAP W
Ha3BaHWMe.

5.2.2 Jk3eMnnsipoM BUOEOA0KYMEHTOB SABMAOTCS KacceTa UIn AUCK.

5.2.3 Obumn obbem doHOa BUMOEOOOKYMEHTOB YYUTbLIBAETCSH MO KONMYECTBY
KacceT unn AUCKOB.

5.2.4 BuoeogokyMeHTbl y4uTbIBaAKOTCA MO NnpasusiaMm, yCcTaHoBeHHbIM B 5.1.3 -
5.1.5.

5.3 KNHOOOKYyMEHTbI
5.3.1 EgnHmuamm yyeta dooHAa KWHOOAOKYMEHTOB siBrsieTcsl 606uHa.

5.3.2 KnHodwmnbM y4uTbIBAeTCA Kak OO4HO Ha3BaHWe He3aBMCUMO OT 4ucra
COCTaBnAoLWLMX ero YacTten (6o6uH).

5.3.3 O6wmn ob6em oHaa KUHOUIIBMOB YYUTLIBAETCHA MO KONMYeCTBY OOOUH.



5.3.4 [Ouadunbm y4nTbiBaeTCA Kak OAHO Ha3BaHWE He3aBWCMMO OT 4ucra
COCTaBMAOLLMX ero YacTteu (pysrioHOB).

5.3.5 O6bumn obbem doHaa AvaduIbMOB Y4YMUTbIBAETCS MO  KOMMYECTBY
PYIOHOB.

5.4 POTOAOKYMEHTDI

5.4.1 EguHnuamu ydeta dooHOa (POTOAOKYMEHTOB SBIIAKOTCHA 3K3EeMMnsap W
Ha3BaHwue.

5.4.2 Jk3eMnnsApoM GOTOAOKYMEHTOB SBIAETCA Kagp.

5.4.3 KomnnekT Anano3vTmBOB YYUTbLIBAETCH Kak OO4HO Ha3BaHME He3aBMCUMMO
OT YnCria COCTaBIIALLMX €ro CIoXeToB (KagpoB).

544 O6bumn obbeMm oHOa AOMano3UTMBOB YYUTbIBAETCS MO KOMUMYECTBY
KagpoB.

5.5 [JoKyMeHTbl Ha M1KpodhopmMax

5.5.1 EguvHyuammn yyeta oHOa [LOKYMEHTOB Ha MUKpodopmax SABNSAOTCA
9K3eMnIIsAp U Ha3BaHue.

5.5.2 3OK3eMnnapoM AOKYMEHTOB Ha MUKpodopMax ABNSATCA: dumwa - And
MUKPOCOULL; PYIIOH - 4119 MUKPOGMITbMOB.

5.5.3 Komnnekt dwmw, obbeauHEHHbIX OOWMM Ha3BaHMEM, YYUTbIBAETCH Kak
OHO Ha3BaHMe.

5.5.4 Obumn obbem (poHOa OOKYMEHTOB Ha MUKpodMLIAX YYUTbIBAETCHA MO
KONMMYeCTBY OULLL.

5.6 AyanoBusyarnbHble OKYMeHTbl (AB[), SBnstowmMecs NpurioXeHnem K apyrum
BuAamM OOKYMEHTOB, OTAENbHOMY YYeTy He Nnoanexar.

[pumedaHne - [llpyu 3aTpygHUTErNbHLIX Crydasax onpegereHuss OCHOBHOIO
HocuTensa uHJOpMauun W MNPUNOXeHUA K HemMy 3a OCHOBHOW HOCUTEb,
noanexalummn y4yeTy, NPUHUMaeTCH TEKCTOBbIN JOKYMEHT.

6 YyeT 3NeKTPOHHbIX n3gaHumn

6.1 EouHnuamu ydeta 3NEKTPOHHbIX W3OAHUW SABNSAOTCA  3K3eMnnsap Wu
Ha3BaHwWe.

6.2 3K3eMnnNapoM AN ANEKTPOHHbIX N30aHUN ABSKOTCA AUCKETa U ONTUYECKUN
aunck (CD-ROM u mynbTumeama).



6.3 ONeKTPOoHHble M3[aHMA YYUTLIBAOTCHA MO MNpaBuiiamM, YCTaHOBMIEHHbIM B
5.1.3.

7 Y4eT nonb3oBaTternien 6MbnmMoTek n opraHoB
HTU

7.1 EQvHvLen yyeTa ymitarternien aBrseTcsa Ymrtarternb.

7.1.1 Yyer obuero uyucra uyutatenenm npoBoAUTCS MO YUCIY uuTaTenen,
0B CNYXeHHbIX BCEMWN CTPYKTYPHbIMW nogpasgeneHnamm oOnbnmotekn unm opraHa
HTW n 3apermctpnpoBaHHbIX B €0MHON perncTpauMoHHON KapToTeke UM eguHom
B[l uitaTtenen.

[MpumedanHune - MNpn Hannuum B Bubnmnoteke mnm opraHe HTW eauHCTBEHHOro
CTPYKTYPHOro nogpasaeneHus y4yeT obLiero ymcna ymtatenen MoxeT NpoOBOAUTLCH
Ha OCHOBE KapTOTEKM popMYIIApoB YntTaTenemn.

7.2 EpyHuuen ydyeta aboOHEHTOB MexbubnmoteyHoro aboHemeHTa (ganee -
MBA) siBnsieTca oauH abOHEHT.

7.2.1 Y4yet obwero Yncna aboHeHtoB MBA npoBoauTcs no vmcny 6mbnmoTtek
um opraHos HTW, 3apernctpupoBaHHbIX B KaptoTeke wnn B[ pernctpauum
aboHeHTOB MBA.

7.3 EonHnuen ydyeta aboHeHTOB cucteMbl IPU aBnaetcsa vHanBuayanbHbIN
(MUO) WM KONMEKTMBHbIN  (OpraHu3aunsi) aboHEeHT, 3aperMcTpupOBaHHbIA B
kapToTeke unn B[] pernctpaumm aboHeHTa cuctemol IPWU.

7.3.1 Ydyet obwero yncna aboHeHTOB cuctemol VP npoBogutcsa no uducny
abOHEHTOB, 3aperMcTpMpoBaHHbIX B KapToTeke unn b1 aTon cuctemsl.

7.4 EquMHuuen yyeTa nonb3oBarernen, obpawarowmxcs B Oubnmoteky nnm oprat
HTW yepe3 anekTpoHHble MHOPMALMOHHbLIE CETU, SBISETCH KoL MNosib3oBaTens
(nMMua nnn opraHmnsaumm), 3admKCMpoBaHHbIN Ha cepBepe 6MBMMOTEKN U opraHa
HTW.

7.4.1 Yyet obuero ymcna nonb3oBaTtesnien, obpalaowmxca B OMbnmoTeky mnm
opraH HTW 4yepe3 3nekTpoHHble MHGOPMALMOHHbIE CEeTU, OCYLUECTBIIAETCSH MO
KONMMYEeCTBY HEOOMHAKOBbIX KOAOB fML, WU OpraHuMsauun, 3aperncTpupoBaHHbIX Ha
cepsepe bubnmotekn unm opraHa HTW.

7.5 EpuvHnuen ydeTa nocetuternen  MeponpuaTunM  ABNSETCA  Jmuo,
NPUCYTCTBYIOWEE Ha MepPOornpuUsaTUN U 3aperMcTpupoBaHHOE B [OOKYMEHTaXx,
NPUHATBLIX B 61Ubnnoteke nnm opraHe HT.



7.5.1 Ydyer o0OwWero u4ucna noceTuTenen MeponpuUATUN OCYyLLECTBIIAETCH
CYMMMPOBaHMEM  KONMMYecTBa  MPUCYTCTBYOLLMX HA  MEPONPUATUAX L,
3aperucTpMpoBaHHbIX B MPUHATBIX  OOKYMEHTax  KaXablM  CTPYKTYPHbIM
noapasgeneHnem 6mMdnmotekn nnm opraHom HTW, nposogsawmm meponpusitme.

[pumeyaHne - Yucno nocetutenien MeponpuATUA, COBMECTHO MPOBOLMMOrO
HECKOSIbKUMWN CTPYKTYPHbIMU nNogpasgeneHnsmmn ounbnuotekn munm opraHa HTWU,
YYUTbIBAETCH OOHUM CTPYKTYPHBLIM NogpasgerneHneM.

8 YyeT noceweHnn, oopalieHnu

8.1 EovHnuen  yyeta  noceweHun  gBrsieTcs OOHO  MocelleHue,
3apermcTpmpoBaHHoe B AOKYMeHTauuu urm B, npuHATbIX B OMbnmoteke umu
opraHe HTW.

8.2 EguvHuMuenm yyeta obpaweHuM K 3NeKTPOHHOM  BMONIMOTEeYHOo-
NHPOPMAaLMOHHON CeTU ABNSETCS OAHO obpalleHue Ha cepBep GMONMOTEKU Unn
opraH HTW.

8.3 YueTt obLuero ymcna noceweHnn (obpalleHmin) NnpoBogmMTCcst CyMMUPOBaHUEM
noceweHnn (obpalleHnin), YYTEHHbIX KaxabiM CTPYKTYPHbIM NoapasneneHuemM
6mnénnotekun unn opraHom HTU.

9 Y4yeT 3anpocoB Ha AOKYMEHTbI U UX KONMUU

9.1 EavHuuen ydeTa 3anpocoB Ha LOKYMEHTbI U UX KOMUU ABIISIETCS 3arnpoc Ha
OOWH OK3eMmnisAp [OOKYMEHTa WM  KOMuW, 3apermcTpupoBaHHbIA B JIUCTKE
yuTaTenbckoro TpeboBannsa nnm B/.

[pumeyaHne - EguHMLen ydyeTa 3anpoca Ha nepuoguyveckoe wusgaHuve
ABNAETCSH OOMH 3K3EeMNIISap n3gaHus unm ogHa noalumeka.

9.2 YyeT 06Lwero ymcrna 3anpocoB OCYLLECTBNSETCH CYMMUPOBAHMEM FIUCTKOB
YuTaTenbCcKoro TpeboBaHns nnm MKCMpPoBaHHbIX 3anpocos B B/1.

10 YyeT Bblaa4yn OOKYMEHTOB U UX KONMUN

10.1 EavHuuen ydeTa Bbldadn OOKYMEHTOB M UX KOMUN SBMSETCH 3K3eMmsap,
NOJSTydeHHbIN Morib3oBaTesieM Mo ero 3arpocy.

[pumeyaHve - EgvHuuen ydeta Bblgayu NepuoguMyecknx U3gaHun sBNsSeTcHd
9K3eMNIIAp Uy NoALIMBKa, Nony4yeHHasa nonb3oBaTenemM no ero 3anpocy.



10.2 Y4eT Bblgaym AOKYMEHTOB MNPOBOAUTCA MO YMCIY Bbl4aHHbBIX 9K3EeMIIISPOB,
3aperncTpmpoBaHHbIX B OpMYIape YyuTaTens, fIMCTKe YuTaTernbCcKoro TpebosaHus,
bnaHke-zakaze no MBA, KHWKHOM doopMynsipe WM AOpYyron OOKYMeEHTauuu,
NpuHATON B bubnmoteke n opraHe HTW, a Takxe B anekTpoHHon B/1.

10.2.1 YyeT Bblgayu >XypHarnoB, raseTt, HOT, KapT, W30MU34aHUW, MNaTEHTOB,
CTaHOapToB, NPOMbILWEHHbIX KaTanoros, ABLl, 06 beaANHEHHbIX UK XPaHALLMXCS B
nankax, Kopobkax, KoMnnekTax, NnoALmBKax; MUKPOdMIbMOB, MUKPOGIMLL, AUCKET K
APYrMX OOKYMEHTOB, KOTOPblE COCTOAT M3 HECKOSIbKUX 3K3EMIMIIAPOB JOKYMEHTOB,
NPOBOOUTCA MO YUCIy TEeX IK3EeMMSPOB AOKYMEHTOB, KOTOPble COOTBETCTBYHOT
3anpocy nosnb3oBaTerns.

10.2.2 Tlpn Bblgaye ws3gaHUA U3 OOHOIO CTPYKTYPHOro noapasgeneHus
6rnbnmotekn unmn opraHa HTU B gpyroe, ydeT Bblgaym nNpoBOAUTCS CTPYKTYPHbIM
nogpasgeneHneM, HernocpeAcTBEHHO  OCYLEeCTBNSAWMM  Bblgady  uMsgaHuin
yutateno unnm aboHeHTy MBA.

10.3 Y4eT 0buero ymcna BblgaHHbIX JOKYMEHTOB NPOBOAUTCSA CYMMMUPOBaHUEM
yucra OK3EeMMSIAPOB, YYTEHHbIX KaXObiM CTPYKTYPHbIM  nogpasnerieHnem
6mnénnotekun unn opraHom HTU.

10.4 Y4yeT Bblgaym KONUW N OOKYMEHTOB C BbICTaBKM BXOO4UT B OOLLEEe 4MCIIo
BblaHHbIX JOKYMEHTOB.

10.5 Yder Bblgaynm MraTHbIX  KOMWA  OOKYMEHTOB,  MPOBELEHHbIN
cneunanu3vMpoBaHHbIM  nogpasgeneHnem oubnumotekn wnm opraHom  HTW,
OCYLLUECTBIISIETCA OTAEMNBbHO U BXOAMUT B 00LLEe YNCTIO BblAaHHbIX JOKYMEHTOB.

11 Y4yeT 3anpocoB 1 OTBETOB Ha cnpaBOYHO-
nHopMaunoHHoOe obcnyXXnBaHue

11.1 EovHuuen yyeta pasoBbiX 3arnpocOB Ha CrpaBOYHO-UHAOPMaLMOHHOE
obcnyxumBaHue (panee - CUO) aBndetca 3anpoc.



11.1.1 Y4eT pasoBbix 3anpocoB Ha CO npoBoguTcs rno 4ncny:

- 3aTpebOBaHHbIX TEM (4119 TeMaTU4YecKux bnbnmorpadmyeckmx 3anpocoB);

- BGubnunorpadmyecknx 3anucen, TpedyrLMX YTOYHEHUA (4N9 3anpocoB Ha
6rnbnuorpadmyeckoe yTo4HEHNE);

- [OKYMEHTOB, Hanuume KOTopblX B doHae 6ubnmoTtekn unm opraHa HTU
TpebyeTcsa ycTaHOBUTDL (O119 agpecHo-6Mbnnorpadmyeckmnx 3anpocos);

- 3aTpeboBaHHbIX akToB (4Ns dhakTorpadMyecKkmx 3anpocos);

- TEeM, TpebyroLmx aHanNMTUKO-CUHTETUYECKOrO npeobpasoBaHuns
AOKYMEHTansHoM MHdpopMaLmm (4na aHanmMTU4ecKkux 3anpocoB);

- METOAMYECKUX KOHCYMbTauuin MO pPas3bsCHEHUO npaBui  MoSfb30BaHUSA
6rnbnmotekon nnm opraHom HTU, no ncnonb3oBaHnio MHGMOPMALIMOHHBIX U34aHUA U
95IeMEHTOB CnpaBoYHO-OUbNMorpadmyeckoro annapara (ganee - CbA): katanoros,
ykasartenen, B[l u T. n. (4na 3anpocoB OpUeHTaLMOHHOIO XapakTepa).

11.1.2 YuyeT o00Owero umcna pasoBbix 3anpocoB Ha CKWO nposogutcs
CYMMMpPOBAHMEM 3anpoCOB, 3apPEerMCTPUMPOBaHHbIX B AOKyMeHTauun (um Bl),
NpuHATON B Bubnmoteke unm opraHe HTU.

11.2 EauHnuen yyeta BbINOSMHEHHBIX pa3oBbiX 3anpocoB Ha CUO gaBnsetcs
YyCTHasi UM NUCbMEHHasi cnpaBKa, copepxauwas cBegeHust ob ogHom Teme, 06
OOHOM YTOYHEHHOW Oubnuorpadmyeckon 3anmcu, o6 OAHOM YCTaHOBSIEHHOM
nsgaHmm, o6 ofHOM BbIABMEHHOM ()aKTe, a TakKxe YCTHas WM MNUCbMEHHas
MeToamnveckasi KOHCYrbTaunsa No O4HOMY BOMNPOCY.

11.2.1 Y4eT BbINOSMHEHHbIX 3anpocoB Ha CNO npoBoauTcs No vYncny:

- TemMaTU4eCKMx CnpaBoK: 6ubnuorpadmyeckmx CrhMCKOB, TeMaTU4eCKuX
noadopoKk  (Mpy  BbIMOSHEHUMM  TeMaTuyeckux  3anpocoB).  [OnonHUTEesNbHO
aonyckaeTcs ydeT bubnmorpadomyeckmx 3anmcen, BKIFOYEHHbIX B CNPaBKY;

- CNpaBOK, BKOYAKOWMX YTOYHEHHble 6ubnuorpadmyeckmne 3anmcu (nNpwm
BbINOSIHEHMM 3aNPOCOB Ha bubnmorpadmyeckmne yTouHeHUS);

- CMpaBoOK, coaepXaumx cBefeHuss 06 u3gaHusix, Hanmmume KOTOPbIX
yCTaHOBMeHo B ¢oHae dubnunotekn unm opraHa HTU (npy BbINONHEHMUM aapecHOo-
B6rnbnnorpadmyeckmx 3anpocoB);

- CMpaBOK, BKIYAKWMX BbISIBIEHHbIE WM YTOYHEHHble aKTbl (Npu
BbINOSHEHUM dhakTorpamyecKkmnx 3anpocos);

- CNpaBOK, BKIOYaroLWmx 0630pHO-aHanMTn4eckmne ceeaeHuns (Npy BbiNOSTHEHNN
aHanMTUYEeCKNX 3anpocoB);

- METOANYECKNX KOHCYNbTaumn (Npy BbIMOSHEHUN 3aNpPOCOB OPUEHTAaLMOHHOMO
xapakTtepa).

11.2.2 Y4yeT obuwero 4ucna BbINOMHEHHbIX 3anpocoB Ha CUO nposogutcs
CYMMUPOBAHMEM CMpPaBOK, KOHCYMbTauui, 3aperMcTpMpoBaHHbIX B AOKYMEHTaLMK
(vrm BL), npuHaTon B bubnnoteke munm opraHe HTU.



11.3 Y4eT nepeagpecoBaHHbIX 3arpoCOB MPOBOAUTCS MO YUCITYy U3BELUEHUA O
nepeagpecoBKe 3arnpocoB B Apyrve bnbnmotekn unm opransl HTU.

[MpumedaHne - [lepeagpecoBaHHble 3arpoCbl  KaK  BbIMOSIHEHHbIE  He
YYUTbIBAKOTCA.

11.4 EguHnuen ydyeta nocToaHHO AencTeyowmx 3anpocoB Ha CUO B pexume
NPWU asnaetca MNO3.

11.41 Ydyer obwero yucrna NA3 Ha CUO B pexume WNPU npoBogutcs
cyMmmupoBaHveM N3, 3aperncTpnpoBaHHbIX B JOKYMeHTauun (unm bB1), npuHaTon
B 6ubnmnoteke nnm opraHe HT.

11.5 EgnHMuen yyeTa curHanbHbIX OMOBELUEHW, HanpaBfieHHbIX aboHeHTaMm
cuctembl IPWU, aensieTcs onoselleHne 06 0gHOM UCTOYHUKE MHAOpMaL UK.

11.5.1 YyeT 0OLWero ymcna curHasnbHbIX OMOBELUEHUA MPOBOAUTCA MO YUCHY
onoBeLLeEHUN, HanpaBfieHHbIX BCEM aboHeHTaMm CUCTEMbI NP n
3apermcTpMpoBaHHbIX B OOKyMeHTauun (mnm B[1), npuHaTom B GmubnuvoTteke umm
opraHe HTW.

12 YyeT OTKasoB

12.1 EgnHnuen yyeta OTKa3oB Ha OOKYMeHTbl, ux kornmm u CUO sasnsetcs
HEBbLIMOSIHEHHbIN  3aMpoC  NoSb3oBaTend, 3aperMcTpupoBaHHbIA B JIUCTKE
yutatenockoro TpeboBaHua (wm BL), Apyron [OKyMeHTauuu, MPUHATON B
6rnbnuoteke unm opraHe HTU.

1211 Ydyer obuwero 4ucrna OTKa3oB MNPOBOAUTCA  CYMMMPOBaHUEM
HEBbIMOSIHEHHbIX 3anpPoOCOB MoSfb3oBaTesien, 3apermcTpPUpoOBaHHbLIX B KaXKOgoM
CTPYKTYPHOM noapasgeneHnm oubnmortekn unm opraHe HTU.

13 YuyeT Mmeponpuatumn

13.1 EguHMLen yyeta MeponpuaTui SBrsSeTCsa O4HO MEPONpPUATUE - BbICTaBKa,
YCTHbIN 0630p, AeHb MHAGOPMaUWK, SKCKYpCcus U T. M., 3apermcTpupoBaHHoOe B
AokymeHTauuum (nrv BL1), npuHaTon B Gubnmoteke nnm opraHe HT.

13.2 Yder obwero 4ucna MeponpuaTUM NPOBOAUTCA CYMMUPOBAHUEM
MEPONPUATUIA, 3apeErMCTPUPOBaHHbBIX KaXablM noapasgenieHnem ounbnmotekn unm
opraHom HTW.

[MpumeyaHus



1 [ononHuTensHO B MNPUHATON LOKyMeHTauun (unm B[) Bepetcs ydet
9KCMOHMPYEMbIX N Bbl4aHHbIX JOKYMEHTOB, a TakXe Y4aCTHUKOB MEPOMPUATUN.

2 MeponpuaTtuve, BKIHOYaKOLLee O4HOBPEMEHHOE NpoBeLeHNe pasfinyHbIX opM
(Hanpumep BbICTaBKY M YCTHbIM Oubnuorpadguyecknin 063op), y4nTbIBAeTCHA Kak
OOQHO MeporpuaThe, HO COCTaBNAKOLME 3TOr0 MEPONPUATUS Ha3blBalOTCA B
NPUHATON AoKyMeHTauuu (B).

3 Meponpusitve, B opraHvM3aumn 1 NpoBedeHNM KOTOPOro NpUHUManu yydactue
HECKOINbKO CTPYKTYPHbIX NoApasaernieHnn, y4uTbiBaeTca OquH pas.

TeKkCcT foKymMeHTa CBEPEH Mo:
odomuymanoHoe nsgaHue
M.: 'K N3pgaTenscTBO cTaHgapTos, 2001
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