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I. O0mue mos1oxKeHud

1.1. Yyer nOKyMEHTOB OHOIMOTEYHOrO (OHAA SBISIETCS OCHOBOW OTYETHOCTH U IUIAHMPOBAHHMS
JESITEIILHOCTH OMOJIMOTEKH, CIIOCOOCTBYET 00ECTIEYCHUIO €T0 COXPAaHHOCTH.

1.2. Yder BKJIIOYAET PETUCTPALHIO TIOCTYIUICHUS! JOKYMEHTOB B OMOIMOTEUHBIH (OHI, UX BBIOBITHS
n3 (GoHAa, WTOTOBbIC JaHHBIE O BelMWYMHE (00BEMe) Bcero OuOMMOTEYHOro ¢OHIAA W €ro
MOJPa3IeIOB, CTOUMOCTD (hOH[A.

1.3. OcHoBHBIC TpeOOBaHUS, IPEABSIBIISIEMBIC K YUeTy OMOIroTeuHoro GoHaa:

MIOJTHOTA M JIOCTOBEPHOCTh YYETHOU MH(OpMAIIHH;

OTIEPATUBHOCTH;

JOKYMEHTHPOBaHHOE 0(hOpMIICHHE KaXKJ0T0 OCTYIUICHHUS B (POH U KaXKIOTO BBIOBITHS U3 (OHIA;

COBMECTHUMOCTh TMpPHEMOB U (OpM yueTa, UX HAJIEKHOCTh IMPH MNapajuieIbHOM HCIOIb30BAHUU
TPaJULIMOHHON U aBTOMATHU3UPOBAHHON TEXHOJIOTUH yUETa;

COOTBETCTBHC HOMCHKIJIaTYypPbI mmokasarelei yucTa (1)OHI[8, aHaJIOrH4YHbIM IIOKa3aTciIsiM
T OCYHapCTBCHHOﬁ OMOJIMOTEYHON CTATUCTHKH.

1.4. Yuery mnomiexar Bc€ JOKYMEHTbI (IIOCTOSIHHOTO, JJUTEIBHOTO, BPEMEHHOI'O XpaHEHUs),
nocrynaronue B GoHj 6uOIMOTEeKH U BbIObIBatoIMe U3 (HoHaa OMOIMOTEKH, HE3aBUCUMO OT BHUA
HOCHUTEIIA.

1.5. Yuer 1OKyMEHTOB BEIETCSI B pErucrpax MHHIUBUAYAIbHOIO U CYMMapHOro Yydera B
TPaJULIMOHHOM U (MJIM) JIEKTPOHHOM BUJIE.

1.5.1. Perucrtpamu MHAMBUIAYAJIBHOIO ydeTa JOKYMEHTOB SIBJISIOTCS: PETrMCTPALMOHHAs KHUTA,
KapTOYKa PETUCTpAllMd Ha ONpPEACICHHBIA BHUJ JOKYMEHTa JJIA ra3eT, KypHAJIOB, NPYTUX BHUIIOB
JOKYMEHTOB.  JlomyckaeTcss  Takke  perucTpaMu  HHIMBUAYAIBHOTO  y4eTa  CUYUTaTh
TONOTpapHUUECKy0 OMUCH (KaTaJlor), YYeTHBIM KaTajlor, y4eTHbIH (aill ¢ BBIXOJHBIMU (popmamu,
(bopMUpYyEMBIMH B MOPSIIKE HHBEHTAPHBIX UM UHBIX UICHTU(PUKAIMOHHBIX HOMEPOB IOKYMEHTOB.

Peructpbl MHAMBUyaNbHOTO y4eTa JTOKYMEHTOB OMOIMOTEUHOro (OHNA COJEp)KaT PEKBU3HTHI,
UACHTU(DUIUPYIONINE KaXKIbIH JOKYMEHT C YKa3aHHEM CBEJACHUN O MOCTYIUICHHH JOKYMEHTa U O
€ro BBIOBITUH U3 OMOIMOTeUHOTO (POHIA.

1.5.2. Peructpamu cymMmapHOTO YyuyeTa JAOKYMEHTOB SIBISIOTCSA: KHUTa CYMMapHOTO Ydera
OoubmoTeyHoro GoHa, JIUCTHl CyMMapHOTO y4eta OubnroreuyHoro ¢oHaa, xypHai. JJomyckatorcs
pa3iuuHble MOAU(UKALMKA KHUTH CyMMapHOTO yuera. HezaBucUMO OT BUAAa YYETHOTO JTOKYMEHTa
PETUCTPBI CYMMAPHOI'0 y4€Ta COACPKAT TPU B3aUMOCBA3aHHBIC YaCTH:

"Iloctymuienre JOKyMEHTOB B OnOinoTeunblil poua",
"BpIObITHE TOKYMEHTOB U3 OuOnuoTeyHoro gpouaa",
"Urtoru nrxenus OnOIMOTEYHOrO (DOH/IA: UTOTOBBIC TaHHBIE HA KOHEIl OTYETHOTO Tieproa'.

O060011eHHbIE JaHHBIE OTPAXKAIOTCS B KaXJI0M YaCTH PETUCTpa CYMMapHOro y4eta. B aiekTpoHHOM
CHCTEME Y4eTa 3TH YaCTH UHTETPUPYIOTCS B €AUHBIN YUEeTHBIN (aii.

1.6. CymmapHbIii U HHIUBUAYalIbHBIA ydeT (OHJA BeNETCS CTPYKTYPHBIMH MOJpa3fesIeHUusIMU
O6MOIMOTEKH, B BEIGHUU KOTOPHIX HAXOJUTCS KOMIUIEKTOBaHME (pOHMA, a TaKkKe MOoApa3eNeHUsIMHU,



o0ecreynBaroIMMU XpaHEHHEe U HCIIOJIb30BaHUE 3aKPEIUICHHBIX 3a HUMH 4acTedl obmero Qonaa
OUOINOTEKH.

1.7. Cratuctudeckas wHpopmamus o (GopmupoBaHuu OuOIHOTEYHOTO (DOHIA MO HWTOraM Trojaa
npezcTasisiercs B [ 1aBHbII HH(OPMAIIMOHHO-BBIYHCIUTEIbHBIN IeHTp MuHKYIbTYpBI Poccuu.

II. Exvaunbl yyera 0M011M0TeYHOro (poHaa
2.1. Bennuuna (00beM) 1 JBIKEHUE (POHIA U3MEPSAIOTCS B YHU(PHUIIMPOBAHHBIX CIUHHIIAX YUETA.

OCHOBHBIMU €JIMHULIAMH y4eTa JOKYMEHTOB OHOIHMOTEeUHOro (OHAA SBIAIOTCA SK3EMIULIp U
Ha3BaHME, JJIA T'a3€T - TOAOBOM KOMIUIEKT U Ha3BaHUE.

I[OHOJIHI/ITCJIBHLIMI/I CANMHUIAMH Yy4CTa (I)OHI[a SABJIAIOTCSA FOIIOBOﬁ KOMIUJIICKT, MCTPOIIOJIKA,
noanIMBKa (nepenneTHaﬂ C,Z[I/IHI/II_Ia); AJIA JICKTPOHHBIX JOKYMEHTOB - €IMHHLIA ITaMATH JaHHBIX.

2.2. O6mias BenumurHa OMOIMOTEYHOTrO (POHA B 1IEJIOM M €0 IMOAPA3/ICIIOB, B TOM YHCIIE CETEBBIX
JIOKaJIbHBIX JOKYMEHTOB U CETEBBIX YAAJICHHBIX JOKYMEHTOB, YUYUTHIBAETCS B IK3EMIUISIPAaX, HOBBIC
MOCTYIICHUS - B DK3EMIUISIPax W Ha3BaHUIX. YHCIIO rOI0OBBIX KOMILJIEKTOB T'a3eT MPUPABHUBACTCS K
YUCITY IK3EMIUISIPOB.

II1. YyeT 10KYMEHTOB 110 BUJIAM U KATErOpUsAM

3.1. [leyaTHble M3JAHUA U HEOILY0OJIUKOBAHHbIEC JOKYMEHTHI

K me4aTHbIMM HM34aHMSM OTHOCATCS THPAXUPOBAaHHBIC W3JaHUS, IOJYYCHHBIC I€YaTAHUEM WIIH
TUCHEHUEM, TOJIUTrpapUuecKkd CaMOCTOSATENbHO O(QOpPMIICHHbIE: KHUTH, OpOLIIOPBI, KypHAaJbl,
[POJOJDKAIOIIMECS H3LAHUSA, JIMCTOBBIE W3JAaHMs, Ta3eTbl, M30M3JaHUSA, HOTHBIC W3JaHUA,
KapTorpauueckue  M3AaHHUs, HOPMATHUBHO-TEXHMYECKHE M  TEXHUYECKHE  JTOKYMEHTHI,
aBTOpedeparsl JuccepTalui.

K HeonyOnMKOBaHHBIM JOKYMEHTaM OTHOCSITCSI PYKONHMCHBIE JOKYMEHThI (PYKOIHMCHBIE KHUTHU U
apXUBHBIE JIOKYMEHTBI), a TaKXe JIOKYMEHTbI, HM3TOTOBJECHHbIE B E€JMHUYHBIX OSK3EMIUIIpax,
ABIISAONIMECS 0O0BEKTaMU MHTEIIEKTYaJbHOU COOCTBEHHOCTH (JIEMOHUPOBAHHBIE HAY4YHbIE PabOTHI,
JiccepTalluy, MPENpPHUHTHI, OTYEThl O HAYyYHO-HCCIEI0BATENbCKUX paboTax, MepeBOAbl, OMUCAHUS
anropuTMoB M mporpamMMm OBM, NpOEKTHO-KOHCTPYKTOpPCKasl JTOKYMEHTAallMsl), TaKTHIIbHbIE
pPYKOJEIbHbIE HM3AAaHUS I CIENbIX W CIa0OBUIAMIMX. PyKOmMCHBIE JOKYMEHTBI, BXOJSLINE B
OoubMoTeyHbIe (HOHBI, ABJISIFOTCS COCTaBHOM YacThio ApxuBHoro ¢onma Poccuiickoit deneparuu u
YUNUTBHIBAKOTCS B COOTBETCTBUM C HOPMAaTHUBHBIMH UM IPaBOBBIMU aKTaMH II0 YYETy apXHMBHBIX
JIOKYMEHTOB U HacTosimuM [Topsakom.

3.1.1. Knuru u 6po1itopsl yUUTHIBAIOTCS B 9K3EMIUISIPAX U Ha3BaHUSIX.
Kak oTAenbHbIN SK3EMIUIAP U KaK OT/IEIbHOE Ha3BaHNUE YUUTHIBAIOTCS:
KaXJ10€ OTJIEJIbHOE U3JaHue (KHHUTa, OpoIopa);

KQKJI0€ BXOJIAIIEE B KOHBOJIOT U3/IAHMUE;

KKIBIA OTNEIbHBIA TOM (BBIMYCK, YaCTh) MHOTOTOMHOI'O H3/IaHUS, UMEIOIINA HHAWBUYaTbHOE
3arilaBue;



Kaxaas u3 OpolIop, BBITYIICHHBIX B OOBEOUHSIONIEH HMX W3IATENbCKOW Mamke, OOJIOXKKE,
MaHXEeTKe;

KaXgas KHUra WiId OpomIopa, BXOAANIas B KHIDKHYIO CEpHUI0 (HYMEpOBAHHYIO —HIIH
HEHYMEPOBAaHHYIO);

OTACJIIBHO U3AaHHBIC ITPUIOKEHUA K KHUTI'aM U 6pou1}0paM, HMCIOIUE HHANBUAYAJIbHOC 3arjlaBuc U
CaMOCTOATCIIbHOC 3HAYCHUC.

3.1.2. JIoOKyMeHTBI, BBINOJHEHHBIE peIbeQHO-TOUeUHbIM mpudrom (mpudrtom bpaiins),
YUYHUTBHIBAIOTCS B DK3EMILISIpaxX M Ha3BaHMUSX.

3K3CMHHHpOM JJId JaHHOIO BHAA H3I[aHI/II>'I ABIIACTCA KaXXJasd N3 KHUT' KOMILJICKTA, OGT:GIII/IHCHHBIX
O6H_II/IM Ha3BaHHCM.

Kax OAHO Ha3BAHMC YUUTBIBACTCA KOMIUICKT H3AaHUA, HE3aBUCHUMO OT YHUCJIa BXOIAIIMUX B HETO
KHMUT'.

3.1.3. X(ypHaJ'IH U IpOJ0JIKAOIIUECCA U3JaHUS YIUTBIBAOTCA B 3K3EMIUISIPAX U HA3BAHUAX.

3K3€MHH$IpOM CUHUTACTCI HOMCEP, TOM, BBIIIYCK, U3JaHHBIC 110 OTACIBHOCTH, a TAKKXC KOMIIICKT
HOMCPOB, TOMOB, BBIITYCKOB, IICPCINICTCHHBIX B OAUH 010K n3aaTciIbCTBOM.

Kak o/1HO Ha3BaHUE YUUTHIBAETCS KOMILIEKT HOMEPOB, TOMOB, BBIITYCKOB, 00Pa3yOIIUX OTACIbHYIO
€IMHUILy C OTJIWYUTENIbHBIM 3arjiaBueM. lIpu u3MeHeHuu 3arjiaBusi HOBOM YYETHOM €IWHULIEH
CUUTAETCS U3JIaHUE, €CIIM U3MEHEHHE BHECEHO B NIEPBBIE IATH CJIOB 3arjaBusl.

HepI/IO,I[I/ILIGCKI/Ie IMPHUIIOKCHHA K JKypHaJiaM, BBIXOJAIIHNEC CaMOCTOATCIIBHO, HUMCIOIIIUC
WHIUBUAYAJIBHOC 3arjlaBu€ H CO6CTBCHHYIO HyMEpauuro, YYUTBIBAIOTCA KaK OTACIbHBIC
OK3CMILIAPBI U OTACIIbHBIC HAa3BaAHUWA.

Kamz[aﬂ CepusAa MpOoAOJDKAOIICTOCA U3JaHUA, UMCIOIAasd NMHAWBUAYAJIbHOC 3arjlaBuc u CO6CTBCHHYIO
HYMEpaAlHWIO BbIITYCKOB, YUUTBIBACTCA KAK OTACJIbHOC HAa3BaAHUC.

Ka)KI[LIfI CaMOCTOSITEILHBIL TOM (BLIHYCK) MNpOAOJDKAOMICTOCA MU3OAHUA YUYUTBIBACTCS KakK
OTACJIBHOC HAa3BaHUC.

3.1.4. I'azeThl YUYUTBIBAKOTCA B TOJAOBBIX KOMIIJICKTAX U HA3BAHUAX.

Kak ogHO Ha3BaHHMe YYUTHIBACTCA KOMIUIEKT Ta3eT, OOpa3ylIIUX OTACIbHYIO €IWHUIly C
OTJIMYUTEIbHBIM 3aryiaBueM. lIpu W3MEHEeHuW 3arjiaBusi HOBOM YYETHOM EIWHHUIIEH CUYUTAeTCs
W3J1aHue, €CIIM U3MEHEHUE BHECEHO B IIEPBbIE IITh CIOB 3arjlaBusl.

OpnHoHEBHBIE (Pa30BbI€) ra3eThl YUUTHIBAIOTCS B OK3EMIUISIPAX (HOMED, BITYCK) U HA3BAaHUSX.

OTI[GJ'H)HO HU3JAaHHBIC TICPUOJUYCCKHE IIPHUIIOKCHUA K Tra3eraM, HUMCHOIINWC HWHAWBUAYAJIBHOC
3arjiaBuc u CO6CTBCHHyIO HyMEpaluro, YHUTBIBAOTCA CAMOCTOATCIIBHO.

3.1.5. Nzon3ganms aJILOOMBI KOMIIIEKTEI OTHEIbHBIE  JIMCTOBBIE  W3TaHHUSI u
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penbedHO-TpaduUeckre MocoOust A CIENbIX U CIA0OBUIANINX YYUTBIBAIOTCS B JK3EMIULIpax H

Ha3BaHUIX.

Kak oTmenpHBIN 3K3eMIUISIp U OT/AEIbHOE HAa3BaHUE YUYUTHIBACTCS KaXKIbIM JIUCT (BBIMYCK) CEpUH
W30U3JIaHN, He 00BETMHEHHBIE U3/1aTeIhCKOM ManKoi (00JI0KKOM, MaHKETKOMH).

JlucToBeie m3manus, 0ObETUHEHHBIE M3AATEIbCKOW Mankoi (00J0KKOW, MAaH)XETKOM, 00epTKO),
YUHUTBIBAIOTCS KaK OJIMH SK3EMILISIP U OJJHO Ha3BaHUE.



3.1.6. HoTHble n31aHus yUUTBIBAIOTCS B SK3EMIUIApAX U HA3BAHUSAX.

Kak oTaenbHble 3K3eMIUISAPBI U OTJEIIbHBIE HA3BAHUS YUUTHIBAIOTCS:

CaMOCTOSITENIbHbIE HOTHBIE U3/1aHuUs, 00bEANHEHHbIE B OJIHOM IeperuieTe (KOHBOJIOTE);
OTJeNIbHBIE TapTHH (T0JI0Ca) U NApTUTYpa (KJIaBUP), U3AAHHBIE PA3/EIbHO.

Kak ouH 3K3eMIUsip ¥ OJHO HAa3BaHUE YUUTHIBAIOTCS:

OTJeNIbHBIC TAPTUH (roJ0ca), 00BbeIMHEHHBIE C MAPTUTYPOH (KIaBUPOM) B OJTHOM M3JIAHHH, A TAKXKE
napTuH, 00bEAMHEHHBIC U3AATEIIbCKOM MaKoi (00JI0KKOH).

3.1.7. Kaprorpadudeckue u3aaHus YIUTHIBAIOTCS B IK3EMIUISPAX M Ha3BAHUSIX.
Kak oTaenpHblIi 3K3EMIUISP U OTAEJIBHOE HA3BAaHUE YUUTHIBAKOTCS:

aTJachl, COCTOSIINE U3 OTAEIbHBIX HYMEPOBAHHBIX WA JaTUPOBAHHBIX BBIITYCKOB;
KaQ)K]IbII BBIMYCK CEPUMHOIO W3aHUs KapThl UJIU aTJiaca.

Kak oauMH 3K3eMIUISIp W OJHO HAa3BAaHUE YYUTHIBACTCS KapTa, WU3JaHHAS HAa HECKOJIBKHX JIMCTaX
(momIekamux ckieike), 00beTMHEHHBIX OOIIMM 3arjIaBHEM.

MHOTOTOMHBIC (MHOFOHI/ICTOBBIG) KapTOI‘pa(I)I/I‘ICCKI/Ie Hn3aaHus, 06T>CIII/IH6HHBIG 06H_[I/IM 3arjlaBucm,
YUYUTBIBAIOTCA 110 KOJIMYECTBY TOMOB U OJTHOMY HAa3BaHUIO.

OTnenbHO UW3JaHHbIE, HO HE MMEIOLIUME CAMOCTOSTEIBHOIO 3HA4YeHHUs Kaprorpaduyeckue
NPWIOKEHUSI K Pa3jIMYHbIM U3JaHUSAM (KHWUraMm, OpoIlopaM, *ypHajlaM) YYWUTBHIBAIOTCS €IUHBIM
KOMILIEKTOM C OCHOBHBIM U3JaHUEM.

3.1.8. HOpMaTI/IBHO—TCXHI/ILICCKI/Ie U TCXHUYCCKHUC NOKYMCHTBI (HaTeHTHBIe AOKYMCHTBI, THIIOBBIC
IMPOCKTbBI MW YCPTCIKHU, KaTaJlOorn MPOMBIIIJICHHOI'O o60py2103aHHs[ u H3£[GJ'II/II>1, HOPMAaTUBHBIC
JAOKYMCHTHI 110 CTaHAAPTHU3AllUH, TCXHUYCCKHUEC YCJIOBUA, PYKOBOIAIIUC NOKYMCHTBI U HpaBI/IJ'Ia)
YUYUTBIBAIOTCA B OK3CMILIApax U Ha3BaHUAX.

Kak oauH PK3eMIUIIp M OJHO HAa3BaHHWE YYMTHIBAIOTCA CTAaHAAPTHI U KaTaJIOTH IPOMBIIIJIEHHOTO
000py/I0BaHUs U U3JIENNM, BBIMYIIEHHbIE B 00BEINHAIOMIEN UX U3/1aTeNbCKON narke (00J0KKe) Ipu
HaAJIMYMU Ha Manke oOIel eHbl, CoAep KaHus BCETo N3JaHUs, €AUHBIX BBIXO/IHBIX 1aHHBIX.

Kak oTnenpHBIH SK3EMIUSIp M OTICIbHOE Ha3BaHHME YYHUTHIBAIOTCA CTAHIAPTHI W KaTalloTH
HpOMBIHIJ'ICHHOFO O6OPYI[OBaHI/I$[ 158 I/ISIIGJ'II/II\/II, I[pyrI/IC CIICIUAJIBHBIC BUIbI )IOKYMCHTOB,
BBIMYIIICHHBIE B BUJE OTIEIbHBIX JIUCTOB, €CITH KKl M3 HUX MMEET CBOU BBIXOJIHBIC JAaHHBIE,
IIEHY, TUPAX, J1a’Ke €CITM OHU 0ObEIMHEHBI OJTHON U3/1aTeIhCKON Mankon (00JI0KKOM).

3.1.9. HCOHY6HI/IKOB3.HHLIC JAOKYMCHTHBI YUUTBIBAIOTCSA B SK3CMILIApAX U HA3BAHUAX.
Kak OIWH JK3CMIUIAP U OJHO HAa3BAHUC YUYUTBHIBAKOTCA:

JETIOHUPOBaHHAs Hay4dHas padoTa (KOMIUIEKT, COCTOALIMH U3 JIBYX SK3EMIUIIpOB pPaldOThI) M
COINPOBOIUTEINILHBIE IOKYMEHTHI;

HCOHY6J'II/IKOB2[HHBIC JAOKYMCHTHI, C6p0H_IIOp0BaHHBIe HJIN COACPpIKAIIUCCA B OTJIEILHOM TaIKe.

JInsl KOHCTPYKTOPCKOM JOKYMEHTAIIMU €IVMHULICH ydeTa SIBIISIETCS YEePTEK WU MOJHBIA KOMILIEKT
KOHCTPYKTOPCKUX JOKYMEHTOB, OTHOCSIIINXCS K OTHOMY U3JIEIHIO (0OBEKTY).

3.1.10. OGHoBNsIeMOe TeYaTHOE HM3JaHHE YYUTHIBACTCS KaK OTIEIbHOE HAa3BaHUE W OTACTHHBIN



SK3CMIUIAP MIPpU NCPBUYIHOM IMOCTYIIJICHHUU B 6H6HI/IOTeKy. HOC.HG,Z[YIOH_[I/IG MOCTYIIJICHHUA BKJIAIHBIX
JIMCTOB, MP€AHA3HAYCHHBIX JISA JOINOJIHCHHUA HWJIKM 3aMCHBI COOTBECTCTBYIOIIMX JIMCTOB B M3JaHHHU,
OTACIIBHOMY YUCTY HC IMOAJICIKAT.

3.1.11. ®akcuMUIbHOE U3JAHUE YUUTHIBAETCS KaK OpUTHHAIL.

3.2. AyaiuoBuU3yaJIbHbIE JOKYMEHTbI

K Ay OBHU3YyaAJIbHBIM AOKYMCHTaM OTHOCATCA (1)OHOI[0KYM6HTBI, BUACOAOKYMCHTEI,
(bOTOHOKyMeHTI)I, KHMHOJOKYMCHTEI.

3.2.1. Enununiamu yyera (oHJ1a ayIMOBU3YyalbHbBIX JOKYMEHTOB SIBJISIOTCS SK3EMILISP U Ha3BaHHUE.
Kaxk oTnenbHbIN 3K3EMIUISIP YYUTBIBAOTCS:

JIICK - JUISl TPaMILIaCTUHOK;

KaTylIKa, KacceTa Wik 000MHA - JUIsl MAarHUTHBIX (hOHOTpamw;

KacceTa - Ul BUIEOIOKYMEHTOB;

KaJp - s GOTOJOKYMEHTOB (JTUATIO3UTHBOB, CIIAN/IOB);

0600uHa - U1 KWUHO(PHUIBMOB.

Kak ogHO Ha3BaHHUE yUUTBIBAOTCS:

OTJIeIbHO BBIMYIICHHAS IPaMILJIACTHHKA, KacceTa JIM00 KOMILIEKT (albOOM) ITpaMILIaCTUHOK, KacCeT,
00BECIMHEHHBIX OOIIMM HAa3BaHUEM;

MarHuTHas (poHOrpamMma Ha OJIHOHM KaTylike (KacceTe), MarHUTHas (poHOrpamMma Ha HECKOJIBKUX
KaTymikax (kKaccerax), 00beIMHEHHBIX OOITUM Ha3BaHUEM;

OT/ENbHO W3JaHHBIA (OHOJOKYMEHT WM KOMIUIEKT (DOHOAOKYMEHTOB, OOBEIMHEHHBIX OOIIMM
3arjlaBueM;

KHHOQWIBM, THa(QUIEM HE3aBHCHMO OT YHCJIa COCTABIISIONIUX YaCTeH WM KaapoB (1T KOMIUICKTa
JIATO3UTHUBOB).

3.2.2. AyI[I/IOBI/ByaHLHLIe JAOKYMCHTBI, SABJIAOIIHUECS IPUIIOKCHUCM K PA3JIMYHBIM HU3JdHUAM U
BBITIOJIHATOIIUE CaMOCTOATCIBHBIC q)YHKHI/II/I, a TaK¥XE HCIIOJIb3YEMbIC B pa60Te OTACIBbHO OT
OCHOBHOTI'O U3JaHUs, MOTYT YUHUTBIBATHCA KaK OTACIIbHBIC SK3CMILIAPBI.

3.3. lokyMeHTBbI Ha MUKPO(popMax
K nokymeHTam Ha MUKpOodOpMax OTHOCATCS MUKPO(PUIBMBI 1 MUKPODHUIIIH.
3.3.1. Enununamu y4yera JOKYMEHTOB Ha MUKPOGOpMax SIBISFOTCS K3EMIUISP U Ha3BaHUE.

DK3eMIUTSIPOM ISl TOKYMEHTOB Ha MUKPO(hOpMax SIBISIOTCS: PYJIOH - U MUKPO(HIBMOB; (ua -
JUTSE MUKPOQUIIL

Kak onHO Ha3BaHME YYMTHIBAETCS KOMIUIEKT MHUKPO(QHIBMOB WM MHUKpPO(HUII, O0O0BEIMHEHHBIX
0OIIMM 3arfiaBueM, He3aBUCHMO OT YHMCJIAa COCTABIISIONIMX YacTeH.

3.3.2. O0mwmii o6beM GoHIa JOKYMEHTOB Ha MUKpPO(OpMax yUUTHIBACTCSA MO KOJUYECTBY PYJIOHOB



U (UL, BKIIOYAst KO Pa3HbIX MOKOJCHUI (apXUBHBIE/PE3EPBHBIC U MOJIb30BATEILCKUE).

3.4. DIeKTPOHHBIE JOKYMEHTHI

K 37eKTpOHHBIM JIOKYMEHTaM OTHOCSATCS JJOKYMEHTBI Ha ChEMHBIX HOCHUTENSAX (KOMITAKT-IHCKH,
dem-kapThel); TOKyMEHTHI, pa3MelIaeMble Ha )KECTKOM JMCKE KOMITbIOTepa (cepBepe) OubmmoTexu
U JIOCTYIHBIC TIOJb30BATEISIM 4Yepe3 HH(OPMAIIMOHHO-TEICKOMMYHUKAIIMOHHBIC CeTH (nanee -
CCTCBLIC JIOKAJIBHBIC I[OKyMeHTBI); JOKYMCHTHI, pasMeacMbIC Ha ABTOHOMHBIX
ABTOMATH3UPOBAHHBIX Pa0OYMX CTAHIMAX OMOIMOTEKH (Iajiee - MHCTAILUTMPOBAHHBIC TOKYMEHTHI);
JAOKYMCHTBI, pa3MCIICHHBIC Ha BHCIIHUX TCXHHUYCCKUX CPCACTBAX, IMOJTYy4aCMbIC 6H6HHOT€KOfI BO
BPEMEHHOE IOJIb30BaHHE 4Yepe3 HH(OPMAIIMOHHO-TEICKOMMYHHKAIIMOHHBIE CETH Ha YCIOBHUSX
JIOTOBOpa, KOHTPAKTA, JIMIIEH3MOHHOTO COTJIAIICHUS C TMPOU3BOAMTENSIMU HMH(MOpManuu (nauee -
CEeTEBbIC y/IaJICHHBIC JOKYMEHTBI).

34.1. EI[I/IHI/IIIaMI/I yYu€Ta 3JICKTPOHHBLIX JOKYMCHTOB Ha CbCMHBIX HOCUTCIIAX ABJIAAIOTCA 3K3CMILIAP
1 Ha3BaHHC.

3.4.1.1. Kak oTAenpHBIi SK3eMILIAP YUYUTHIBACTCS KaXIblii aBTOHOMHBINA O0BEKT (KOMITAKT-IUCK).

Kak OTACIIBHBIC OJSK3CMILIAPbBI MOIYT YUYWUTBIBATHCA MNPUIIOKCHHUA K Pas3jJIddHbIM H3JaHUAM,
BBINNOJIHAOIMINE CaMOCTOATCIIBHBIC Q)YHKHI/II/I, a TaKXE HCIIOJIB3YyCMbIC B pa60Te OTACIBHO OT
OCHOBHOI'O U31aHHA.

Kak OTACJIBHBIC JK3CMILIAPBI HE YUYUTBIBAIOTCA KOMIIAKT-AWCKH, €CJIM OHU NPCACTABIIAIOT coOoi
BKJIaIKY (BJ'IO)KGHI/IC) B U3JIaHHUC WJIK €T0 HCOTHEMIICMOC ITPHUIIOKCHHUC.

3.4.1.2. Kak oqHO Ha3BaHHUE YYUTHIBAIOTCS:
OTJENIFHO BBIMYIIEHHBIN KOMITAKT-/IUCK;

KaXIbli KOMITAKT-AUCK, BXOJSIIUNA B HYMEPOBAHHYIO WJIM HEHYMEPOBAHHYIO CEPUIO JJIEKTPOHHBIX
W31aHUH;

KOMIIJIEKT KOMIIaKT-JIMCKOB, O6’I)€I[I/IH€HHI)IX 06HII/IM Ha3BaHHUECM,

U3JIaHHBIC B KAYECTBE CAMOCTOATEIbHBIX U3aHUN MPUIOKEHUS K U3TAHUSIM JIF000T0 APYroro BUa,
MMEIOIINE COOCTBEHHOE 3arjiaBue M JIONMYCKAIOIIME WX HCIOIb30BaHUE 0e3 o00palleHus K
OCHOBHOMY U3JIaHUIO.

3.4.1.3. B noxymeHTax Ha (iem-kapraXx Kak OJUH SK3€MIUIIp U OJHO Ha3BaHME YUYMTHIBAETCS
Ka)J10€ LIEJIOCTHOE NTPOU3BEJICHHUE, UMEIOLIEE CAMOCTOATEIBHOE 3arjlaBHe.

3.4.2. EnuHUIIAMU yYeTa CETEBbIX JIOKAJIbHBIX M WHCTAJUIMPOBAHHBIX JOKYMEHTOB SBIISIIOTCA
AK3eMIUISIP (YCIIOBHAS €IMHUIIA YUETa) U Ha3BaHUE.

Kak o1HO Ha3BaHUE YYHUTBIBAETCS LIEJIOCTHOE MIPOU3BEIEHUE, UMEIOIIIEE CAMOCTOSITEIbHOE 3ariaBHe,
BHE 3aBUCHUMOCTH OT €ro mnpezicraBiieHus. Kak ogHa equHuIla y4HUTHIBAeTCS MOMOIHAEMBIA H
OOHOBIISIEMBIH 3JIEKTPOHHBIN JOKYMEHT.

DK3eMIUISIpOM SIBIISIETCS JOKYMEHT B oOmpeAelieHHOM (opmare XpaHEHHs] WM MPEICTaBICHHUS.
®opmaThl OTHOM U TOU K€ €IMHUIBI KOHTEHTA YYUTHIBAIOTCS OTIIEIBHO.

3.4.3. EnuHunaMu ydeTa CETEBBIX YAAJIEHHBIX JOKYMEHTOB SBISIOTCA 3K3eMIULp (YCJIOBHas
€MHMIIA yUeTa) U Ha3BaHHE.



Kak oaMH 3K3eMIUIAp U OJHO Ha3BaHUE YYUTHIBACTCS KAXKIbIM MOJHOTEKCTOBBIN 3JIEKTPOHHBIN
JOKYMEHT, UMEIOIIUNA CaMOCTOSITeNIbHOE 3arjaBue, BKIIOUYEHHBIN B MaKeT, K KOTOPOMY 0(OpMIIEHO
npaBo JocTyna y ero mnpousBoautens. Kak oHa eIWHUIIA YYUTHIBACTCS TMOMOJIHSIEMBIA U
OOHOBJISIEMbIH 2JIEKTPOHHBIHN TOKYMEHT.

IV. Yuer nocrynijienust J0KyMeHTOB B OMOJIMOTEeYHbIH (POH/T

JIOKyMeHTBI TOCTYNaroT B OMOMMOTEKY M BKIIOYAIOTCA B OMONMMOTEYHBIH (DOHII B pe3ylbTaTe
IOCTaBKH 0053aTENIFHOTO 3K3eMIUIAPA, MOKYNKH (IOJIMHUCKH, OOMEHa, JapeHusi, MO>KePTBOBAHMUS,
KOIMPOBAHUS OPUTUHANIOB U3 (hOHIa OMOINOTEKN).

4.1. JloKyMeHThl TNPUHUMAIOTCS MO TMEPBUYHBIM YYETHBIM JOKYMEHTaM (HakiajaHas, akr),
BKJIFOYAIOITUM CIUCOK MOCTYILJICHUH.

4.1.1. Ilpuem HOKYMEHTOB, MOCTYMNAOIIUX B OuOIMOTEKY O€3 MEepBUYHBIX JOKYMEHTOB Ha
0e3B03MEe3/1HOM OCHOBE (00sI3aTEIbHBIC 3K3EMIUIAPHI, JEMNO3UTHBIE K3EMIUIIPHl MEXTyHAPOIHBIX
opraHusanuii, O0e3BO3Me3JHbIE IIOCTYIUIEHUS U3 HEHU3BECTHBIX M AHOHUMHBIX HCTOYHHUKOB),
oopmIsieTcs akTOM O IpUeMe TOKYMEHTOB.

4.1.2. TlpuemM NOKYMEHTOB, IMOCTYMAIOMINX B OMOIMOTEKY OT IOPUIAMYECKOTO, (PU3UIECKOTO JIUIA B
BUJIE Jlapa C YKa3aHHEM ero Ha3HaueHUs JJIs MOIMOJIHEeHUs OuOiInoTedHoro Qouaa, opopmisercs
JIOTOBOPOM TTOKEPTBOBAHUSA B COOTBETCTBUHU C ['paxkmaHckum koaekcoMm Poccuiickoit denepannun
(ct. 574, 582) <1>.

<1> I'paxnanckuii kogekc Poccuiickoit denepanmu. Yacte BTopast oT 26 sHB. 1996 1. N 14-03 //
Co0p. 3akonomarenbcTBa Poc. @eaepanuu. - 1996 r. - N 5, c1. 410. - C. 1110 - 1296.

4.1.3. TlpueM AOKYMEHTOB OT 4YHTATelIel B3aMEH YTEPSHHBIX M MPHU3HAHHBIX PaBHOICHHBIMH
yTpaueHHBIM 0(GOPMIISETCS aKTOM O IpHEMe TJOKYMEHTOB B3aMeH yTepsHHBIX. B akTe yka3biBaeTcs
damunus, THALNAATB YATATENs, CBEACHUS 00 YTepSHHBIX W3MaHHUAX (PErHCTPallMOHHBIA HOMED,
KpaTkoe 6ubnnorpaduyeckoe onucaHue U3aHus, [IeHa), CBEACHUS O MIPUHATHIX U3AaHUAX (KpaTKoe
O6ubauorpaduueckoe onucaHue U3AaHus, eHa), HOMUCH YNTATeNd U TPUHUMAIOIIENH CTOPOHBI.

4.2, OLIGHKa CTOUMOCTHU TICPUOAUYCCKUX I/I3,HaHPII>’I, MOCTYyIIarmm1x B 6I/I6JII/IOTeKy Ha BPEMCHHOC
XPAaHCHUC, HC IPOU3BOJUTCA.

4.3. JIokyMeHTBHI, IOCTyMarolue B OU0IMOTEKY, MOATIEKAT CYMMAPHOMY yUeTy.

4.3.1. CBeneHust 0 BKIIOYaEMBIX B OHMONMHMOTEUHBIH (HOHA AOKyMEHTaX (PUKCHUPYIOTCS B KHHUIE
CyMMapHOro y4yera 6ubanoTedHoro (poHIa Wi B IPYyroM BUJIE perucTpa coriacHo m. 1.5.2.

PeFI/ICTpI)I CYMMAapHOIo yde€Ta AOJDKHBI MMETH 3arojJOBOYHBIC NAHHBIC: HAMMCHOBAHHUEC PETHUCTPA,
HAaNMMCHOBAHUC OpraHu3aluv, moapasaciICHHA. B PErUCTp BHOHUCHIBAIOTCA OAHHBIC O HOCTyHHBHIefI
napTuu JOKYMCHTOB: JaTa U HOpH,Z[KOBBIfI HOMCp 3allucCu (HOpﬂ,[[KOBBIﬁ HOMCPp 3allucCu CXKCroJJHO
HaunHaeTrcsa ¢ N 1), HCTOYHHUK IOCTYIUVICHUSA, HOMEp M JaTa INCPBUYHOIO Y4YE€THOIO AOKYMCHTA,
KOJMYCCTBO NOCTYIMUBIINX NOKYMCHTOB U CTOMMOCTD.

4.3.2. CyMMapHBIi y4eT NOCTYIUIEHUS 3JIEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JIOKYMEHTOB BEJIETCS B
AJIEKTPOHHOM peecTpe B COOTBETCTBMM C IOKazaTelsiMu 1. 5.3.1, ¢ yka3zaHMEM JaThl 3arpy3kKu
NOCTYIUIEHUH B CUCTEMY.
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4.3.3. CyMMapHBIi y4eT MOCTYIJIEHUS JIEKTPOHHBIX CETEBBIX YNAJIECHHBIX JTOKYMEHTOB BEIETCS B
JJIEKTPOHHOM pEEeCTpe ¢ OTPaKEHHEM CIIEAYIOIIMX IOKa3zaTeseil: JaThl U IOPSJAKOBOrO HOMeEpa
3alMcH, PEKBU3UTOB JIMIIEH3MOHHOIO J0roBOpa (Ha3BaHUS M HOMEpa JOKYMEHTa, CpOKa €ro
JeMCTBUSA, CTOMMOCTH), KOJIMYEeCTBA 0a3 JaHHbIX (IAKETOB) U BKIFOUEHHBIX B HUX Ha3BaHUM.

[Ipu moacuere CyMMapHOTO KOJMYECTBA HA3BAHUN HCKIIOYAIOTCS AYOJIMPYIOIIHMECS Ha3BaHUS B
nakerax Ha OJIHOH raTdopme.

4.4. JIoKyMEHTHI, MTOATOTOBJICHHBIC K IIpHeMy B OMOIMOTEUHBIN (POHI, MOABEPTaIOTCS MMEPBUYHON
00paboTKe U MHIUBHYAILHOMY yUETY.

4.4.1. WHauBuayanbHbIH y4eT JOKYMEHTOB OCYLIECTBIISIETCS IIYyTEM IPUCBOCHUS KaKIOMY
SK3EMILIAPY AOKYMEHTa PErMCTPallMOHHOIO HOMEPA, MHOIO 3HAKAa B Ka4eCTBE PETHCTPALlMOHHOTO
HOMEpa (CUCTEMHOIO HOMEpa KOMIBIOTEPHOM IpOrpaMMbl, IWITPUX-KOAA M JIPYIHX).
WMHauBUyallbHBI HOMEp 3aKpeIusieTcsl 3a JOKYMEHTOM Ha BCE BpeMsl €ro HaXOKIeHus B (OHIE
Ooubmmorekn. PerucrpanuonHsle HOMepa UCKITIOUYEHHBIX U3 (OHIAa JOKYMEHTOB HE MPHCBAWBAIOTCS
BHOBb IIPUHATBIM JOKYMECHTaM.

PGFI/ICTpaHI/IOHHHC HOMCpa IMPOCTABIAIOTCA HEIOCPCACTBCHHO Ha JOKYMCHTAX H OTPAXKAIOTCA B
perucTp€ UHAUBUAYAJIBHOI'O YUCTa JOKYMCHTOB, ITIPUHATOM B OMOIMOTEKE.

Perucrtpel MHAMBHIYaBHOTO Yy4Y€Ta JOJDKHBI MMETh 3arojIOBOYHBIC JIaHHBIC: HAWMEHOBAHHE
perucTpa, HauMEHOBAaHHUE OpPraHU3AlMHU, CTPYKTYPHOIO MOJpa3JeieHus. B perucTp BIMCBIBAIOTCS
JaHHBIE O KaXXIOM JOKYMEHTE: JlaTa 3allCH B PErucTpe, PEerucTpPallMOHHBIM HOMEp, KpaTKoe
oubnmmorpaduueckoe onucaHue JOKyMEHTa (aBTOp, 3arjlaBHe, TOM, YacTh, BBIIYCK, MECTO H TOJ
U3JJaHKsA), LIeHa JOKYMEHTa, YKa3aHHas B COMPOBOUTEIBHOM JIOKYMEHTE.

4.4.2. UnpuBuayanbHbI yyeT NEPUOAMYECKUX H3JaHUM BENETCS B PErHCTPALIMOHHOW KapTOTEKe
NEPUOANYECKUX U3JaHUM, IPEIHA3HAYEHHOM IS ydeTa KaXkI0r0 Ha3BaHUs U Ka)KJIOT0 3K3EMILIAPA,
WIM B aBTOMAaTU3UPOBAHHON 0a3e JaHHbIX.

s nmepuonMueckux M3JaHUK B KAadeCTBE PETHCTPALMOHHBIX HOMEPOB MOTYT MCIOJIb30BaThCS
ar00ble MACHTU(UKAMOHHBIE HOMEpAa: CUCTEMHBII HOMEp B aBTOMAaTHU3MPOBAHHOW 0a3e JaHHBIX,
perucTpaoHHbIN (OPSAIKOBBIN) HOMEP 3alIUCH B PErMCTPAIIMOHHOM KapTOTEKe.

4.4.3. VnauBuIyanbHbIl ydyeT IOKYMEHTOB, HUMEIOIIMX B CBOEM O(GOpPMIIEHHUH JparoleHHbIE
MeTaJlibl M (WJIM) JAparoleHHble KaMHU M OTHECEHHBIX K KaTeropuu cerdoBOro XpaHeHwus,
OCYLIECTBIISAETCS B CIELUATIbHOM PETUCTPE, B KOTOPOM, KpOME TPAJAULIMOHHBIX ITOKa3aTeleH, AaeTcs
ONMCaHNE BHEIIHEro oopMiIeHHUs JoKyMeHTa. Kaxkaplil TUCT perucTpa compoBOXKIaeTCsl UTOTOBOM
3aIUCBIO C YKa3aHUEM JaThl €€ COCTABJICHUSA U KOJIMYECTBA ONMCAHUN HA JIUCTE.

4.4.4. B perucrpax HMHIUMBHIYaJIbHOIO YYE€Ta B IPUMEYAHMUAX YKA3bIBAETCS HAIMYUE WU BUJ
NPWIOKEHUS K OCHOBHOMY JIOKYMEHTY, a TaKX€ OCOOEHHOCTH SK3EMIUIApa LEHHBIX M PEAKUX
JIOKYMEHTOB (Hampumep, HaJIM4Me YHHKAJIBHOTO TeperieTa, MapruHanui, aedexkroB u 1.11.). [Ipu
HaJIMYUU TaclopTa JOKYMEHTa JaeTcsi OTChUIKa K HeMy. B mpuMmedaHusx MOXKeT YKa3bIBaTbCS
IIPUHAJJIEKHOCTh JOKYMEHTA K KATErOPUM KHM)KHBIX TAMSATHUKOB.

4.4.5. anuBUAYanbHBIM y4eT JJIEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JOKYMEHTOB OCYILECTBIISETCS
nyTeM BBoOJa B 06a3y JaHHBIX MeTanH(pOpMalluu O 3arpy3ke JOKYMEHTa B SJIEKTPOHHYIO OUOIHOTEKY
C AaBTOMAaTUYECKUM TNPHUCBOEHUEM HJIEHTU(UKALUOHHOTO (CUCTEMHOI0) HOMEpa KaXJIOMYy
JOKYMEHTY.

4.4.6. UnquBUIyaJIbHBIA YUET AJIEKTPOHHBIX CETEBBIX YJAJICHHBIX JOKYMEHTOB OCYLIECTBISETCS B
ANIEKTPOHHOM BHUJE IyTeM perucTpanuu ©0a3 JaHHBIX (MTaKeToB) 0O€3 TMPHUCBOCHUS UM



PEruCTPalMOHHOIO HOMEpA.

B peectp MHIMBHIyadhbHOTO ydYeTa CETEBBIX YIAJICHHBIX JOKYMEHTOB BKIIFOUAIOTCS OCHOBHBIC
XapaKTEPUCTHKN 0a3bl JaHHBIX (TakeTa): omucaHwe Oa3bl JaHHBIX (Ha3BaHUE, MPOHM3BOJIUTEIb,
mwiarpopma u (WiM) aapec BXOJa), CPOK OKOHYAHMS IpaBa AOCTYyINA, KOJIHYECTBO HA3BaHUM,
BXOJISIIIMX B 0a3y JTaHHBIX (TTAKET).

B konmdecTBO Ha3BaHWI BKJIIOYAETCS OOIIEEC KOJIMYECTBO IMOJHOTEKCTOBBIX JOKYMEHTOB (KHHT,
JKYpHAJIOB, ra3eT, MaTEHTOB, CTAHJIAPTOB U APYTHX JOKYMEHTOB, YUUTHIBAEMbIX B OnOmmoreke). He
BKITFOYAIOTCS B 9TO KOJIMYECTBO JOKYMEHTBI, KOTOPBIE OOBIYHO HE M3JAIOTCS OTACIHHO B TICUATHOM
dbopmare, Takue Kak NMpodUId KOMIAHUN, CTATUCTHYECKUE TAOIUIbI, aHATUTHYCCKUE MAaTePUAIIBI
mapkeTtuHra. Jlis 0a3 naHHbIX (ITAKETOB), HE COACPXKAIMUX MOJHOTEKCTOBBIX JIOKYMEHTOB, B
peKBU3UTE "HAa3BaHKE" MPOCTABIISIETCS CMHUIIA.

4.5. JloxkymeHTBI, BKIOyaemble B (oHa Oubnuorexu, mapkupyrorcs. IIpu 3ToM MOryTt OBITH
WCIIOJIb30BaHbI IITEMIIEIHN, KHIKHbIE 3HAKU, MHAMBUAYaJbHbBIC IITPUXOBBIE KOJbI, APYTHE BUIbI
MapkupoBku. OCHOBHbIE TpeOOBaHUS, KOTOpPHIE MOJKHBI COONIIONATBhCS TPH  MapKUPOBKE
JOKYMEHTOB: 00O3HAa4YeHHE TMPUHAIJIC)KHOCTH, ICTETUKA, JIOJTOBEYHOCTh MAapKHPOBOYHOTO 3HAKa,
COXPAHHOCTh TEKCTa UJIH JIPYrol 3HAKOBOW MHGPOpMAIUH.

4.6. Ha nmoxymeHTax, SBJISIFOUIUXCS MPUIIOKEHUEM K OCHOBHOMY HOCHTENIO M €ro HEOThEMJIEMOMH
YacThI0, MPOCTABJISAIOTCS T€ YK€ PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.7. DOnEeKTpOHHBIE CETEBbIE JIOKAJIBHBIE JOKYMEHTBI W JJIEKTPOHHBIE CETEBBIE YAAJICHHBIC
JOKYMEHTBI HICHTU(DUIHPYIOTCS CIIEUAIBHBIMUA TPOTPAMMHBIMU CPEACTBAMHU.

4.8. Ha npuHATBHIX MEPBUYHBIX YYETHBIX TOKYMEHTax IMPOU3BOAMUTCS 3alHCh, MOATBEPKIAIOIIAS,
YTO TMOCTYIUBIIUE JOKYMEHTHI NMPHHITHI B OHONMHOTEYHBIH (DOHA Kak B OOBEKT 0CO00 IIEHHOTO
JIBUXKUMOTO uMytecTBa (nanee - OLJIN) wnu kak B 00bEKT HHOTO ABMXKMMOTO UMYIIIECTBA.

4.9. TlepBuuHblE YyYeTHBIE JIOKYMEHTHI, MOATBEp)KAAONMe (DAKT MOCTYIUIEHUS, NEpeJaroTcsl B
OyxrajTepuio /i BKJIIOUYEHUs B yueT OMOINOTEYHOTO POHIa.

4.10. ExexBapranbHo, Ipu ycinoBuM n3MeHeHus coctaBa OLJIU, cBenenust 06 obmiemM KoauuecTBe
U CTOMMOCTH JOKYMEHTOB, BKJIFOUEHHBIX B COCTaB OMOJIMOTEUHOro (oHAAa Kak OOBEKT 0C000
LIEHHOTO JBUKMMOTO UMYILECTBA, IEPEAAIOTCS YUPEAUTEIO.

V. Yuer BbIOBITHS JOKYMEHTOB U3 OHOJIHOTEYHOTr0 oHIA

JlokyMeHTBI BHIOBIBAIOT U3 OMOIMOTEYHOTO (POHA B CBSI3U C (PM3HUECKOM yTPATON WM YaCTHYHON
a100 MONHOM yTpaToi MOTPeOUTENbCKUX CBOICTB. BhIObIBaromue AOKYMEHTBI MCKIIOYAIOTCS U3
0610IMOTEeYHOro (POHJA U CIUCHIBAIOTCS C BO3MOXKHOCTBIO MOCIIEAyIoIel 0€3B03ME3/IHOM Nepeiaun
B ipyrue 6MOIMOTeKH TMO0 peamu3aui.

5.1. UcknroueHue 1OKyMEHTOB U3 OMOIMoTeyHoro GoH/Ia TOMYCKaeTcs Mo ClAeNYIOIUM IpUYHHaAM:
yTpara, BETXOCTb, 1e(EKTHOCTh, YCTAPEIOCTh M0 COAEPKAHHIO, HENPOPHILHOCTb.

Henpo¢unbHOCTh TOKYMEHTOB ycTaHaBIUBaeTcs Ha ocHOBe [Ipoduiis koMiiekToBanus GoHIa WK
MHOT'O HOPMAaTHBHOI'O JIOKYMEHTa, YTBEpXkJaeMoro pykoBoauteneM Oubnuoreku. [lo mpuumze
HENpOo(UIBLHOCTU MOTYT MCKIIIOYaThCsA U3 (OHIA JOKYMEHTHI, HE KOMIUIEKTYeMble OMOINOTEKON
(mpu OTKa3ze OT KOMIUIEKTOBAHMS OTJIENbHBIX KaTeropuil JOKYMEHTOB), H3JIMIIHE TyOJIeTHBIE
AK3EMIUISPBI, 3aMEHEHHble Ooyiee TOJHBIMU IO COJEP)KaHHIO, JYYIIMMU 1O OQOPMIIECHHUIO,
(GU3UUECKOMY COCTOSIHMIO U3JaHUSMH; [0 UCTEUEHUU CPOKa XPaHEHHs JOKYMEHTOB, NPH HU3KOM



YPOBHE YHTATEIHCKOTO CIPOCA, MPU HECOOTBETCTBUU AICKTPOHHBIX JTOKYMEHTOB TEXHHUYECKOMY H
MIPOrpaMMHOMY OOECTICUCHHIO OMOIMOTEKH.

5.1.1. UcknroyeHue MOKYMEHTOB IO MPUYMHAM YCTApEJIOCTH MO COAEPKaHUI0, HEMpO(UILHOCTH
(ManocmpammBaeMbie), a TakKKe IO TPUYUHAM BETXOCTH M JEPEKTHOCTH HE JOMYCKAETCsS IO
OTHOUICHUIO K €IMHCTBEHHBIM K3EMILIAPaM IOKyMEHTOB IIOCTOSTHHOTO (O€CCPOYHOro) XpaHeHusI.

5.1.2. VckmtoueHue JOKYMEHTOB, OTHECEHHBIX K KHMKHBIM MaMsTHHUKaM, JOIMYCKAETCsl TOJBKO 10
NPUYMHE YTPaThl MPU YCIOBUH OTpaK€HUS HHPOpMAIMM O KHUXKHOM NamsaTHHKE B Peectpe
KHIDKHBIX TTAMSTHHKOB.

5.2. BpIObITHE JOKYMEHTOB H3 OuOanoTeuHoro ¢oHga odopmiseTcss AKTOM O CHUCAHUU
HCKIIFOYCHHBIX 00BEKTOB OMOIMOTedUHOro oHma (mamee - AKT o cnucaHuu) 1o ¢opme (Ko Io
OKVY/]] 0504144), yrBepxacHHON npukazoM MunucrepctBa ¢punanco Poccuiickoit @enepamnuu ot
30 mapta 2015 r. N 521 "OO yrBepkaeHun (popM NEPBUYHBIX YUETHBIX JOKYMEHTOB M PETHUCTPOB
OyXrajTepckoro ydera, MPUMEHSEMBIX OpraHaMu TIOCYAAapCTBEHHOW BiAacTU (TOCYAapCTBEHHBIMU
OpraHamH), OpraHaMHd MECTHOTO CaMOYIpaBJICHHS, OpPraHaMu YIPaBJICHUS TOCYAapCTBEHHBIMU
BHEOIO/DKETHBIMH ~ ()OHJAMH, TOCYAAPCTBEHHBIMH (MYHHIIMIIAJBHBIMU)  YUPSKACHUSIMH, U
MeToauuecknx YKa3aHHM MO MX MNpPUMEHEHHIO" (3aperucTpupoBaH B MUHUCTEPCTBE IOCTHUILIMU
Poccuiickoit ®enepaumu 2 wuroHs 2015 1., peructpammonusid N 37519, odunmanbHbIHI
WHTEpHET-TIOpTall mpaBoBoil uHpopManuu http://www.pravo.gov.ru, 8 wutons 2015 1. N
0001201506080020), ¢ W3MEHEHUSMH, BHECCHHBIMH IPHKa30M MMHHUCTEPCTBA (HUHAHCOB
Poccuiickoit ®denepannu ot 16 HOosi0ps 2016 r. N 209H (3apeructpupoBaH B MUHHCTEPCTBE
toctuiuu Poccuiickoit @enepanun 15 nexadps 2016 r., peructpaunoHssiii N 44741, opuimaibHblii
WHTEpHET-TIOpTall MpaBoBod uHpopManuu http://www.pravo.gov.ru, 19 nexabps 2016 r., N
0001201612190019). (8B pexn. Ilpukaza Munkynstypst PO ot 02.02.2017 N 115)

5.3. K AkTy 0 cnycaHuM IpUjaraercsi CUCOK Ha UCKIIYEHHE O0BEKTOB OMOIMOTEUHOro (hoHaa
(anee - CIUCOK), KOTOPBIM BKJIIOYAET CIEAYIOLIUE CBEIEHUS: PErMCTPAllMOHHBIM HOMep U ImHudp
XpaHEeHUsT  JOKyMEHTa, KpaTkoe  Oubnuorpaduueckoe  omucaHue, IIeHYy JOKYMEHTa,
3a(MKCUPOBAHHYIO B PETUCTPE MHAMBUAYAIBHOIO yyeTa JTIOKYMEHTOB, KOX(Q(UILMEHT MEepEoleHKH,
ILIEHY 10CJIe EPEOLIEHKH U OOIIYI0 CTOMMOCTb UCKIIIOYaeMBbIX IOKYMEHTOB.

JUis medaTHBIX JIOKYMEHTOB BPEMEHHOTO XPaHEHMs JIONYCKAaeTCs 3aMeHa CIHCKAa KHUKHBIMU
bopMmynsgpamu.

Ji 1OKyMEHTOB, 00pa0OTaHHBIX TI'PYNIOBHIM (YINPOILIEHHBIM) CIIOCOOOM, BMECTO CHHCKa JaeTcs
NepeyeHb PEruCTPalMOHHBIX HOMEPOB, BUJI UCKIIIOYAEMbIX U3AaHUN, UX KOJIMUYECTBO.

54. K AKry o choMcaHMM 1O TMpUYMHE YyTpaTbl W CIUCKY MpHJIAraroTcsi JOKYMEHTHI,
HNOJTBEPXKIAIOIINE YTpaTy (MOSICHUTENIbHAS 3allCKa, B Clyyae KpaKd WM XUIIEHUS - MPOTOKOJ,
aKT, 3aKJIFOUYEHUE YIIOJHOMOYEHHBIX OPraHOB, IIPH BO3MEILIEHUH yliepOa - UHAHCOBBIN TOKYMEHT O
BO3MEIICHHUH yIiepoa).

Bosmenienne uurtarensiMu ymiepba gomyckaercs B (QopMe 3aMEHbl YTEPSHHOTO JOKYMEHTa
PaBHOIICHHBIM JIHOO MyTeM JEHEKHOM KoMmmeHcauuu. [Ipy mpueme JneHer oT yuTaTeneil B3aMeH
YTEepPSHHBIX KHUT UM APYTUX JTOKYMEHTOB COCTABIISIETCS MPUXOJHBIA OpIEp, U YUTATEIIO BBIIACTCS
KBUTAHIIMSI YCTAaHOBJICHHOTO 00pasia.

5.5. Ilpu BO3MeILIEHUH YHUTATENIEM yIIepOa CTOMMOCTh YTPAaYeHHBIX JOKYMEHTOB YCTaHABJIMBAETCS
JKCIIEPTHOM KOMMCCHEM II0 OLEHKE JOKYMEHTOB, HAa3HAa4€HHOW INIPHUKAa30M pPYKOBOIUTENS
O6uOIHOTEKH.
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[Ipu yrepe wiaM XUIIEHUU LIEHHBIX U PEIKUX KHUT JJIsi ONpPEACNICHUS] UX CTOMMOCTH KOMHCCHS
MOKET MpUBIIEKAThb K CBOEH padoTe COOTBETCTBYIOIIMX OKCIEPTOB, a TaKKe HCIOJIb30BATh
MaTepuaybl HayYHO-METOJUYECKUX IEHTPOB, KHIMKHBIX AYKIIMOHOB M sipMapok. B 3Tux ciywasx
omnpejesieHue TMPUYMHEHHOTO  ymiepba mpeneiabHbIMH — KO3(QQUIMEHTaMU  KpPaTHOCTH  HE
OTPaHUYUBACTCHI.

5.6. AKT O chucaHuM MO OJHOM M3 NPUYMH, YKa3aHHbIX B M. 5.1, ¢ NPWIOKEHHBIM CIIHCKOM
HOJIMCHIBACTCS IpEJCelaTelIeM U WIEHaMM KOMUCCHM IO CIIMCaHHI0 OOBEKTOB OMOIMOTEYHOIO
¢doHIa, yTBEpP)KAAETCS PYKOBOAUTEIEM YUPEKICHHS.

5.7. llocme yrBepkaeHus AKTa O CHHUCAaHMM  OCYIIECTBISIIOTCA ~ MEPONPUATHS IO
nepepacnpeeNeHII0 U pealn3aluy ClIUCaHHBIX 00BEKTOB OMOIMOTEeYHOTO (hOHA.

5.7.1. CnucanHbsle OOBEKTHI, UCKIIOYEHHBIE U3 OMOIMOTEYHOro (OHIA MO MPUYMHAM BETXOCTH,
neeKkTHOCTH, ycTapesliocTH MO COJACep)KaHHI0, MOTYT IepeiaBaTbcs Ha OE3BO3ME3THOM OCHOBE
IOPUINYECKAM U (u3udecKkuM smnaM. HeBocTpeOOBaHHBIE B TEUYEHHE INECTH MECSIEB C JIAThI
CIIMCaHMS JOKYMEHTBI MOTYT HAalpaBISTHCS B ITYHKTHl BTOPUYHOTO ChIphsi. (B pen. [lpukasa
Munkynstypsl PO ot 02.02.2017 N 115)

5.7.2. CnucanHble OOBEKTHI, HWCKIIOYEHHbIE H3 OubnuoTeuHoro QoHga MO MPHUUKHE
HENPO(UIHLHOCTH, TIEPEIAIOTCS 10 PEIICHUIO OMOIMOTEKU B OOMEHHBIN (DOH B LEIIX JaIbHEUIIICH
nepegayd Ha 0€3BO3ME3THON OCHOBE HEKOMMEPUYECKUM, a TaKkKe TOCYJapCTBEHHBIM KOMMEPUYECKUM
OpTaHu3aIUsAM WU ISl pean3aluil FOpUAnIecKuM U puzndecknm aumnaM. HeBoctpeOoBaHHBIE HITH
HEpeaIn30BaHHbIC B TEUCHHE LIECTH MECALIEB C JaThl CIIUCAHUS JOKYMEHTBI MOTYT MepeaBaThCs Ha
0€3BO3ME3/IHOM OCHOBE HOPUAMYECKHUM M (U3NYECKUM JIMIAM JIMOO HANpaBISATHCS B ITYHKTHI
BTOPUYHOTO ChIpb. (B ped. [Ipukaza Munkynstypsl PO ot 02.02.2017 N 115)

5.7.3. Ilpu OTCYTCTBHM ITyHKTOB BTOPHYHOTO CHIPhSl WM B CIIy4Yasx, KOTrJa cjada JOKYMEHTOB Ha
nepepaboTKy AKOHOMHUYECKH  HEIelecooOpa3Ha, COTPYAHUKH  OMOTMOTEKHM  YHUUYTOXKAIOT
UCKITIOYCHHBIE U3 OMOIMoTeyHOro (JOHIA JOKYMEHTHI B CIIEIMATBHO OTBEICHHOM JJISl ATHX IeNei
MECT€ B MPUCYTCTBUU YHOJHOMOYEHHBIX YUPEIUTENIEM JIUL, KOTOpBIE COCTABISIIOT akKT 00
YHUUTOKEHUHU CIHUCAHHBIX 00BEKTOB OubmuoreuHoro ¢ouna. (B pen. [Ipukasza MunkynsTypsl PO
or 02.02.2017 N 115)

B AxTe 0 cnMcaHMM OTpa)karoTCs HaUMEHOBAHME, HOMEDP U Jara JOKYMEHTa, MOATBEPKIAIOIIETO
pelieHre OMOINOTEKH O Tepeaaue CIUCaHHbIX 00bEKTOB OMOIMoTeyHOro hoHAa B 0OOMEHHBIN (OHS,
JIOKYMEHTa, MOJTBEPXKJAIOIIEr0 pelleHre OUOIMOTEeKH O pealu3alii CIHUCAaHHBIX OOBEKTOB
O6ubauoreyHoro (oHAa IOPUAWYECKUM M (PU3MYECKUM JHIaM, JOKYMEHTA, IMOATBEP KIAOIIEro
peleHre 6MOIMOTEKH O repeiaue Ha 0€3B03ME3JHOM OCHOBE CIIMCAHHBIX 0OBEKTOB OMOIMOTEUHOTO
doHma ropuaMYecKUM U (U3NYECKUM JIMIAM, JIOKYMEHTa, MOATBEp)KIaromero (akrt caauu
CIHMCAaHHBIX OOBEKTOB OMONMOTEYHOTO (hOHIA B MYHKT BTOPUYHOIO ChIpbs, WM akra o0
YHUUYTOXKEHUU CIIHCAHHBIX OOBEKTOB OuONIHOTEYHOro (QoHaa. BelmeykazanHble JOKYMEHTHI
npusararoTcst K AKTY O CIIMCAaHUM CO CITUCKOM OOBEKTOB, HCKIIIOYEHHBIX U3 OMOIMOoTeyHOro (oHa.
(B pea. Ilpukaza Munkynstypsl PO ot 02.02.2017 N 115)

UckmoueHnHsle U3 OMOMMOTEYHBIX (DOHIOB MHUKPOGOPMBI Ha TaJOT€HUAOCEPEOPSIHONW IUIEHKE
nojuiexar caade Kak cepedpocojepikaliie OTXOAbl B COOTBETCTBUU C 3aKOHOJATENLCTBOM
Poccuiickoit @enepanuu. (B pen. [Ipukaza Munkynstypst PO ot 02.02.2017 N 115)

5.8. Tlocne 3aBepIieHHs] MEPONPUSITHIA, MPETYCMOTPEHHBIX AKTOM O CHUCAaHUHM HUCKIIOYCHHBIX
00BbeKTOB OMOMMOTEYHOrO (OHMIA, TEPBBIA HK3EMIUIIP AKTa O CIHUCAaHUU CO CIHUCKOM H
JOKYMEHTOM, TOATBEPKAAIOIINM BBIOBITHE, TEpelaeTcs B OyXTralTepHuio, BTOPOW HK3EMILISP
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ocTaeTcs B MOJpa3IelIEHUH, OCYILECTBIISIONIEM yaeT OnbauoreqHoro Gpounna.

Ha ocHoBaHMM AKTa O CIIMCAaHWU HCKIIOYEHHBIX 00BEKTOB OHOIMOTEYHOTrO (hoHma OnbIMOTEYHOE
Hojipa3jiejieHue U OyXraJTepusi BHOCAT U3MEHEHHUS B COOTBETCTBYIOIUE YUCTHBIC IOKYMCHTBI.

5.9. AKTBHI O CIIMCaHUH PETUCTPUPYIOTCA B KHUTE€ CYMMapHOTo ydera 6ubmuoreyHoro ¢onpaa (Miu
JPYroM BUJIE PETUCTPA CYMMAPHOI'O y4yeTa BbIOBITUS JOKYMEHTOB, IPUHATOM B OMOIHOTEKE).

5.10. B perucrpariuoHHOM KHHMre (WJIU JPYyroM BHJE PETUCTpa WHIWBHAYAIBHOTO YydYeTa
JIOKYMEHTOB, IIPUHSATOM B OMOJIMOTEKE) MPOCTABIISIETCS HOMED U J1aTa AKTa O CIIUCaHUH.

5.11. Bce uckimoyaembie U3 (QoHIAa OMOIMOTEKH JOKYMEHTHI (KHHIH, XYPHAJbI, JPYTHE BHJIBI
JIOKYMEHTOB) JTOJDKHBI OBITH COOTBETCTBYIOIIMM 00pa3oM O(OPMIICHBI: CIEIUAIBHBIM IITEMIICIEM
JTIOJKHBI OBITH ITOTallleHbl [IITAMIIbI OMOJIMOTEKH.

5.12. DneKTpOHHBIC CETEBbIC JOKAIbHBIC JTOKYMEHTHI YAAISIOTCS U3 DJIEKTPOHHON OMOIMOTEKH HA
OCHOBaHUU AKTa O CIIMCAaHUU C YKa3aHWEM MPUYUHBI UCKIIOYeHUs. HanmeHoBaHue, HOMEP U JaTa
aKTa BBOASATCS B 0a3y JIaHHBIX B KaUECTBE MEeTauH(OpMalK K COOTBETCTBYIOIIEMY JTOKYMEHTY.

Ha ocHOBaHMM BBEIEHHBIX CBEICHUI NMPOTPaMMHBIM CIIOCOOOM (hopMHUpYyeTCsi epedeHb AKTOB O
crucaHuu (peecTp CyMMapHOro yd4eTa BBIOBITHS CETEBBIX JIOKAIbHBIX JOKYMEHTOB) M IepeueHb
CIHCAaHHBIX OOBEKTOB DJIEKTPOHHOM OMONMMOTEKH (peecTp WHAMBHIYAIbHOTO YydYeTa BBIOBITHS
CETEBBIX JIOKAIbHBIX JOKYMEHTOB).

5.13. BbIObITHE 3JEKTPOHHBIX CETEBBIX YAAJICHHBIX JOKYMEHTOB He O(GOpMIIETCs ClelUalbHbIM
nokymeHToM. IloaTBepkaeHHeM BBIOBITHS SIBISIETCS HCTEUEHHE CpOKa JACHCTBUS JTOKyMEHTa
(oroBopa, KOHTpaKTa, JMIEH3MOHHOTO COTIJalleHus), O(GOpPMIEHHOr0 Ha MpPaBO JOCTyNa K
olnpezesieHHON 0a3e MaHHBIX (IIAKEeTy) CETEBBIX JOKYMEHTOB, U OTCYTCTBHE JI0rOBOpPA, KOHTPAKTa,
JMLIEH3MOHHOTO COTJIaleHusl, 0pOPMIEHHOTO Ha HOBBIN CPOK.

5.14. ExxexBapTanbpHO, IpH yclioBun u3aMeHeHus: cocrara OL/IU, o6mue cBeieHrst 0 KOJTUYECTBE U
CTOUMOCTH JOKYMEHTOB, CIIMCAHHBIX M3 OMOIMOTeUHOro (oHAa Kak 00bEeKTa 0co00 IIEHHOTO
JIBIDKUMOTO HMYIIECTBA, C yKa3aHHUEM MepeyHss AKTOB O CIHCAaHWHU, NMPUYUH M HaNpaBlIeHUN
BBIOBITHS IOKYMEHTOB, MPEACTABIAIOTCS yupeauTento. KonnyecTBo BBIOBIBAIONINX JOKYMEHTOB HE
JIOJDKHO TIPEBBINIATH KOJTUYECTBA BHOBD MOCTYIAOIINX TOKYMEHTOB B OMOIMOTEYHBIN (DOHT.

VI. Yder uTOroB ABM:KeHus1 OM0JIU0TEYHOr0 PoHIA

6.1. Utoru nBmxeHust GOHAOB NOJBOJAATCS B KHUI'€ CYMMAapHOTO ydyera OubinoreqHoro Gpoxaa (Mim
JPYrOM pPErucTpe CYMMapHOIO Yydera, MHpPUHIATOM B OUOJIHMOTEKE) HAa OCHOBAHWU JAHHBIX
CYMMapHOT0 y4eTa O MOCTYIUIEHUH U BBIOBITUHN JOKYMEHTOB.

Hrorossie JaHHBIC HMCIOT YCTBIPEC 00s3aTeNIbHBIX TOKa3aTesd: COCTOSI0 Ha Hadalio roaa,
MOCTYIIUJIO 3a I'OX, BBIOBLIO 32 roga, COCTOMT Ha KOHCII roJa.

HTorossie JaHHBIC T1I0 JJICKTPOHHBIM CETCBBIM YIAJICHHBIM JOKYMCHTAM TMIPEACTABIIAIOTCA
CICAYIOUMU MTOKA3AaTCIAMHN YUCTHBIX CAUHHIL: COCTOAIO Ha HAYAJIO ToJa, 0(1)OpMJ'ICHO B JOCTYII B
TEYCHHUE I0Jia, JOCTYII IPEKPAIICH B TCUHCHUC I'0JIa, COCTOUT HAa KOHCI roaa.

6.2. CBenenus 00 UTOTOBBIX JAHHBIX (UKCUPYIOTCA B (OpME rOCYJapCTBEHHON CTaTUCTHUYECKON
OTYETHOCTH U IPEICTABIIAIOTCS U1 LieJIeH TOCYAAPCTBEHHOW CTAaTUCTUYECKOW OTYETHOCTH.

UtoroBeie nanHbie 00 oOMeHHOM (DOHIE HE BKIIOYAIOTCS B OOIIME TOKa3aTeau OMOIMOTEYHOTO
donna.
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VII. IIpoBepka HaIu4uMsi JOKYMEHTOB OMOJIHOTEYHOr0 poHaa

7.1. TlpoBepka Hamu4usi JTOKYMEHTOB OuOnworeuyHoro ¢onma (maimee - mpoBepka (oHIA)
MIPOU3BOUTCS B 0053aTEIIEHOM TOPSAKE:

IpY BBIABICHUH (DAaKTOB XUILEHHS, 37I0YIIOTPEOICHHS WIM TOPYU TOKYMEHTOB;

B CJIydac CTUXHUIHOTO 6C,I[CTBI/I$I, moxxapa HWjin APYrux LIpeZ%BBI‘IafIHBIX CHTy&HHfI, BbI3BAHHBIX
9KCTPEMAJIbHBIMU YCJIIOBHUAMU

IPY PEOPraHn3alUH WK JTUKBUAAIUN ONOIHOTEKH.

I[J'IH IMPOBEACHUA IIPOBEPOK PYKOBOJUTEIIEM OpraHU3allMi Ha3Hada€TCd KOMMCCHA, B COCTaB
KOMHCCHUH NOJIKCH BXOJUTH NPCACTABUTCIIb 6yXFaJITepI/II/I.

7.2. IIpoBepka (hoHAa B IIJITAHOBOM MOPSAKE OCYILIECTBISAETCS B CIEAYIOLUE CPOKU:

JOKYMEHTBI, HMEIOIIHEe B OQOPMIICHHM JIPArOlCHHBIE META/UIbI M (MJIM) JparolecHHbIE KaMHU, -
€XKETOHO;

(GboH peIKUX U IIEHHBIX KHUT - OJIUH pa3 B 5 JIeT;

dbonbl OnbMoTeK 10 50 THICSY YYETHBIX €AMHHUIL - OJJUH pa3 B 5 JeT;

donnpl OubmmoTex ot 50 10 200 ThICSY YYETHBIX €IUHUIL - OAUH pa3 B 7 JIET;

¢donas 6ubmmotek ot 200 TeICAY 10 | MUITMOHA YYETHBIX €IUHHMII - OAMH pa3 B 10 neT;
donapl 6ubmmotek ot 1 10 10 MHJUTMOHOB YYETHBIX €IMHHMII - OJMH pa3 B 15 neT;

donnpl Oubmmotex ot 10 10 20 MUJIITMOHOB YYETHBIX €IUHUIL - OAUH pa3 B 20 neT;

dbonbl OMOIMOTEK CBBIIE 20 MUJUTHOHOB YYETHBIX €UHHIL - | MUJUTHOH 3K3EMIUISIPOB B TOJ.

[InanoBast mpoBepka (oHIa OMONIMOTEKH MOMKET OCYIIECTBIATHCS TMOAITAMHO B COOTBETCTBUHU C
rpadukoM MpOBENEHUsI MPOBEPKU BCEro (POHIA WM €ro 4acTH (B TOM YHUCIE PEIKHX U IICHHBIX
KHUT) C OTIPEACTICHHEM CPOKOB 1 KOJMYECTBA IIAHUPYEMOT'O 00bheMa pabOTHI.

7.3. TlpoBepka »dJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JIOKYMEHTOB  OCYIIECTBISIETCS  TIO
KOJINYECTBEHHBIM I10KA3aTeNsAM, a TaKXE€ I10 KOHTPOJIBHBIM CyMMaM, MO3BOJIIOLIMM BBISIBUTH
W3MEHEHUS B IOKYMEHTE.

HpOBepKa AOCTYITHOCTHU DJJICKTPOHHBIX CCTCBBIX YIAAJICHHBIX HOOKYMCHTOB OCYHICCTBIACTCA C
apeCoB BX0a, YKa3aHHBIX B PETUCTPEC UHANBUAYAJIbHOI'O y4e€Ta.

7.4. Tlpoepka Bcero (poHIA WJIM €ro YacTH 3aBEPIIACTCS COCTaBICHHUEM aKTa O pe3yibTaTax
MPOBEJICHUS TIPOBEPKU HAIMYUS JOKYMEHTOB OHOIMOTEYHOro (hoHAA W MPUIOKEHHEM K HEMY
CIIMCKa JOKYMCHTOB, OTCYTCTBYIOIIUX I10 HeyCTaHOBHeHHOﬁ IIpUYIUHE.

B akre (ukcupyloTcs cBeneHHUs O KOJIMYECTBE JOKYMEHTOB OMONIMOTEYHOro (OHJA MO JaHHBIM
yueTra; JOKYMEHTOB, MMEIOLIUXCS B HAJIMYUU; JOKYMEHTOB, OTCYTCTBYIOIIMX B OHOJIMOTEYHOM
doHIIe O HEYCTAaHOBIEHHON NpuUuyMHEe. B akTe Takke YyKa3bIBAIOTCSA HOMEP M Jara akTra o
MIPOBEACHUM IPENBIAYIIEH MPOBEPKU. AKT C IMPUJIOKEHUEM CIIMCKA JOKYMEHTOB, OTCYTCTBYIOIIUX
[0 HEYCTaHOBJICHHOW IIPUYMHE, IIOANKCHIBACTCS IIpeAcenareleM M WICHAMM KOMHUCCUM U
YTBEPKIAECTCS PYKOBOAUTEIIEM YUPEKICHUS.
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7.5. I1pu BBISIBIIGHUH B MPOLIECCE MPOBEPKH (POHAA OTCYTCTBYIOIIUX JOKYMEHTOB U HEBO3ZMOKHOCTH
YCTAQHOBJICHUSI BHHOBHBIX JIMI[ YOBITKM 110 HEJOCTauaM CIMCBIBAIOTCS B COOTBETCTBHM C
JIEHCTBYIOIUM 3aKOHOAATEIbCTBOM.

VIII. /Ie1onpou3BOACTBO B OPraHU3aluM yuyeTa 0u0JIH0TeYHOr 0
¢ponaa

8.1. Opranmzanus paboOThl ¢ JOKYMEHTaMH IO y4eTy OMOIMOoTeyHOro (poHAa OCYIIECTBISIETCS IO
HpaBUJIaM BEACHUS JIETIONPOU3BOICTBA.

8.2. Cpoku XpaHEHUs JOKYMEHTOB YCTaHABJIMUBAIOTCS B cooTBeTcTBUU ¢ [Ipukazom MuHucrtepcrBa
KynbTypbl Poccuiickoii @eneparuu ot 25.08.2010 N 558 OO0 yrBepxkacaun "llepeyHss THIOBBIX
VIPaBICHUYECKUX  apXUBHBIX  JOKYMEHTOB, 0Opa3ymommxcs B  IpoLecce JIeATeIbHOCTH
rOCYJapCTBEHHBIX OPraHoOB, OPraHOB MECTHOTO CaMOYIPABICHUS W OPTaHHU3alUl, C yKa3aHHEM
CPOKOB XpaHeHus", 3apeructpupoBaHHbIM MuHtoctom Poccuiickoit ®@epeparuu 08.09.2010, N
18380.

8.2.1. IlocrosiHHO, A0 JUKBUAALIMU OUOIHOTEKH, XPAHIATCS PETUCTPHl HHIUBUIYAIBHOTO U
CYMMAapHOTO y4eTa JOKYMEHTOB OMOJMOTEUHOro (hOHAA (PErHCTpaIlMOHHBIC KHUTH, MHBEHTAPHBIC
KHWUTH, KHUTH CYMMAapHOTO y4eTa, YYETHbBIN KaTaJor, Tonorpaduyeckue Onucu 1 KaTalloru).

8.2.2. B Tedyenue AecsATH JET XPAHITCS AKTBI O CIIHCAHUHU UCKIIFOUEHHBIX 00BEKTOB OMOIMOTEYHOTO
doHIa M aKThI O IPHEMe-TIepeIadye CIMCAaHHBIX 00bEKTOB OMOIHOTEUHOTO (hOHIA.

8.2.3. B TeyeHHME TSTH JIET XPAHATCS IEPBHYHBIC YYETHBIC JOKYMEHTBHI, IOATBEPKIAIOIINC
MOCTYIUICHWE JOKYMEHTOB B OWMONMHMOTeUHBIH (QoOHJ (HAKJIATHBIC, aKThl O TIPUEME, AaKThI
CAQYH-TIPUEMKH ).

8.2.4. Jlo oxoHYaHHUS OYEepeAHON MPOBEpPKU (POHIA XPAHATCA AKThl O pe3yJibTaTaX MPOBEICHUS
IPOBEPKU HAINYMS JOKYMEHTOB OMOIMOTEYHOro (hOHIA.
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