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MOPATOK YUETA TOKYMEHTOB,
BXOAAIIHUX B COCTAB BUBJIMOTEYHOT'O ®OHJIA
®Ir'bOY BO HXKEBCKASI I'CXA

I. Obwmre monoxeHus

1.1. Yuer moxymentor 6Gubnuoreuroro GoHaa ABNSETCH OCHOBOH OTYETHOCTH M IJIAHHPOBAHMA
AeaTeNbHOCTH OHOIHOTeKH, criocobcTRyeT 0becreueH IO ero COXpaHHOCTH.

. 1.2. Vet Bxiaio4aeT perucTpauyio NOCTYI/IEHHS JOKYMeHTOR B OHOHoTeunsii Gon, ux BoIOBITHS
u3 onna, wToroesie JaHHbIe O BenuuMHE (0O6Beme) Beero GuGNHOTEYHOrO OHAA M €ro NMOAPa3Aesos,
CTOMMOCTH (POHJIA.

1.3. OcHosHele TpeboBanws, NpeabsBIseMble K yueTy OubanoTeuHoro (onia:

MOMHOTA M AOCTOBEPHOCTD YueTHOH HHpopMaLmu;

OnepaTuBHOCTE,

NOKYMEHTHPOBAHHOE 0OpMIIEHHE KAKAOro MOCTYIUIeHus B (hOHA U Kaxa0ro BeObITHS W3 hoHua;

COBMECTHMOCTh NpHEMOB M (POpM y4eTa, MX HANEKHOCTH NpPH MAPALIENBHOM HCNONb30BaHUH
TPaJHLIHOHHOM ¥ ABTOMATH3HPOBAHHO TEXHOMOIHil yueTa;

COOTBETCTBHE HOMEHKJIATYphl ToOKasatenelf ydera (oHAA aHATOTHYHBIM  TOKa3aTesaM
rocyapcTBeHHOH OHOIHOTEYHOH CTATHCTHKH.

1.4. Vuery noanexar Bce MAOKYMEHTHI (MOCTOAHHOrO, IMTENBHOTO, BPEMEHHOrO XpaHeHHs),
nocrynatomue B ¢doHn 6ubmmorekn M peiObiBatomue U3 Gonga GubAMOTEKHM, HE3AaBHCHMO OT BHIA
HOCHTEA.

1.5. Vuer NOKYMEHTOB BEJETCS B DETHCTPAX WHAMBMIYATBHOTO M CYMMapHOro y4eTa B
TPaJMLIMOHHOM W (HJTH) S7IEKTPOHHOM BHJIE.

1.5.1. PerucrpamMy HHAWBHAYAILHOTO YHeTa JOKYMEHTOB AB/IAIOTCA: HHBEHTAPHAA KHUI'a, KAPTOUKA
perucTpall MHOTOJK3EMIUIAPHBIX JOKYMEHTOB, TaseT, JKYyPHAIOB, APYTHX BHAOB JOKYMEHTOER,

‘i Tonorpapuyeckuii Katanor. PerucTpbl MHAMBHIYaTbHOrO y4eTa AOKyMeHTOB Gubmmoreunoro dowaa

‘ conepKaT PeKBH3HTHI, HACHTH(QHIMPYIOIIME KAKIBIH JOKYMEHT C yKa3aHHeM CBEEHHH O MOCTYIUIEHHH
IOKYMEHTa H O ero BeiObITHH K3 OubanoTeuHoro Gora.

1.5.2. PervictpaMH CYMMapHOTO yueTa [AOKYMEHTOB HBJIAIOTCA:! KHHTA CYMMapHOro yuera
6ubmuoreunoro ¢ouna. Jlomyckarorcs pasnuuHbie MOIM(HKALIMM KHHTH CYMMapHOIO  y4era.
HesaBucumMo OT BHMAA YYETHOTO JOKYMEHTa PETrHCTPbl CYMMAapHOIO Y4eTa Cojaepkar TpH
B3aHMMOCBA3aHHBIE YaCTH:

"[MocTynienHne JOKYMEHTOB B GubanoTeunsiii Goxa",

"BeiObITHE DOKYMEHTOB M3 GubaroTeuHoro ounaa”,

"Hrorn asiwkerns Gubauoreunoro Gonia: MTOroBbIe AaHHbIe Ha KOHEL OTYETHOrO meprona”.

O6001eHHbIe JaHHBIE OTPAKAIOTCA B KayK/J0M 4aCTH PerucTpa CyMMapHOro yyera.

1.6. CymmapHbli ¥ HHIAMBHAYANBHBIH Yy49eT (OHAA BeNeTcas OTHeNIOM KOMIUIEKTOBAHMA
OubnuoTekH, a TakKe NOAPA3NENEHMAMH OTAena OOCTyKHBaHWS, O0ECTIeYMBAIOLIAMH XpaHEHHe |
MCIIO/Ib30BAHME 3aKperUIeHHbIX 3a HUMH YacTel obiiero gonna Gubnuorexs.

II. Enunnusl yyera 6ubauoreuroro dgouna

2.1. Bennuuna (06bem) u aemwkenne GoHAa HIMEPIOTCA B YHU(PHIMPOBAHHBIX €IMHULIAX yYeTa.
OCHOBHBIMH EIUHHIIAMH y4YeTa JOKyMeHTOB OubimoreyHoro ¢oHaa SBIAIOTCH 3K3EMITISP |




Ha3BaHue, U1 ra3er - FrofI0BOH KOMIUIEKT H Ha3BaHHe,

JIONIONHMTENBHBIMH  €IMHHLAMH  y4eTa (OHAA SABIAIOTCA TONOBOM KOMIUIEKT, METPOTOJKA,
MOJUIMBKA (NeperuieTHas eMHHLA); VIS MeKTPOHHBIX JIOKYMEHTOB - €IMHHLIA NTAMATH JaHHbBIX.

2.2. Obwas BenuuuHa 6uGMHOTEHHOTO (JOHAA B LIENIOM M €r0 MOAPA3/eNOB, B TOM YHCIE CETeBbIX
JIOKAJIBHBIX JOKYMEHTOB H CETEBBIX YAAJICHHBIX NOKYMEHTOB, YYMTBIBACTCA B IKICEMIUIAPAX, HOBBIC
MOCTYIUIEHHA - B 3K3eMIULAPAaX W Ha3BaHWAX. YMCIO rofgoBbIX KOMIUIEKTOB raseT NpHPaBHUBAETCA K
YUCIY IK3eMILUIAPOB.

III. Yyer 10KyMEHTOB N0 BHIAM H KaTErOpUsiM

3.1. [TeyaTHble u3gaHKA ¥ HeOMyOMMKOBAHHBIE IOKYMEHThI

K nedaTHBIMH H3JaHHAM OTHOCATCA THPAKMPOBAHHbIE W3JAHWA, NOMYYEHHBIE NevyaTaHWeM WM
THCHEHHEM, MONMrpauyeckd CaMOCTOATENBHO O(OPMIEHHBIE: KHUTH, OpOLIIOPBI, JKYpHABI,
NPOAC/DKAIONMECH  HM3aHWs, JIMCTOBBIE  M3/JaHMsA, Tra3eThl, M30M3JAHMA, HOTHHIC  W3IAHHIA,
KapTorpaMyecKHe H3JaHHA. HOPMATHBHO-TEXHHYECKHE W TEXHHYECKHME NOKYMEHTHI, aBropedepars
JiMccepTaLui.

K HeomyOGnMKOBaHHBIM JOKYMEHTaM OTHOCATCA PYKONHMCHbIE AOKYMEHTHI (PYKOIMMCHBIE KHMIH M
apXHBHBIE JJOKYMEHTBI), @ TAKIKE JIOKYMEHTBI, H3rOTOB/ICHHbIE B €IMHHYHBIX 3K3EMILIAPAX, ABJIAIOLIMECS
00BEeKTAMH MHTE/UICKTYANIbHOH COOCTBEHHOCTH (IENOHMPOBAHHbIC Hay4Hbie paGoTHI, AMCCEPTALMH,
MPErpHHTHl, OTYETBI O HAYYHO-HCC/IENOBATENLCKMX paborax, nepeBoAbl, OMHCAHWA AIrOPHTMOB H
nporpaMmM OBM, MpoeKTHO-KOHCTPYKTOPCKas AOKYMEHTALMA), TAKTHIbHbLIE PYKOJEIbHbIE H3JAHMA 1A
crensix W cnaGoBMuAmMX. PyKONMHCHBIE NOKYMEHTHI, BXoasuiMe B GuGamoreuHsie (oHaBI, ABAAIOTCH
cocraBHOH uacThio ApxuBHOro ¢ounaa Poccuiickoii @enepaliid M YYMTBIBAIOTCA B COOTBETCTBHH C
HOPMATHBHBIMH M MPABOBBIMH aKTAMH 110 Y4€TY apXMBHBIX JOKYMEHTOB H HacToaumm [lopaakom.

3.1.1. Knuru 1 6pounops! YUHTHIBAIOTCS B 3K3EMIIIAPAX U HA3BAHHUAX.

Kak oTienbHBIM 3K3eMIUIAP M KaK OTAENBHOE HA3BaAHHE YUMThIBAIOTCA:

Kak10e OTAeNbHOe u3nanue (kuura, Gpounopa);

Ka)/10€ BXOJAIIee B KOHBO/IKOT H3aHHE;

KaskKAbli OT/IeIbHBIA TOM (BBIMYCK, YaCTh) MHOMOTOMHOIO HM3[aHMA, UMEIOLUHHA HHIHBHIYATLHOE
3aryiaBue;

Kakaas 3 Opounop, BBINMYIIEHHBIX B OOBeMHAIOWEH WX H3JaTeNbekol mnanke, obnokke,
MaHKeTKe;

Kakaas KHMra Wad  Opounopa, BXOAAWAS B KHMIKHYKO CepHIO (HYMEPOBAHHYIO WIH
HEHYMEPOBAHHYIO ),

OTAEIbHO W3/laHHble MPUIOKEHHA K KHHraM ¥ OpouopaM, HMEIOILHe HHAHBHAYATbHOE 3arilaBue 1
CaMOCTOATE/IbHOE 3HAYEHHE.

3.1.2. JloKyMeHTBI, BBINOJHEHHbE peabedHO-ToYeqHbIM wpHpTOoM (wpudrom Bpaiina),
YYMTBIBAIOTCA B SK3EMIUIAPAX W HA3BAHUAX.

DK3eMIVIAPOM 1A JAHHOTO BHIA M3JaHHMH ABIAETCH KaXKAaA W3 KHUI KOMIUIEKTa, 0OBEAHHEHHbIX
o01UUM Ha3BaAHHEM,

Kak OJJHO Ha3BAHHE YUHMTBIBAETCA KOMIUIEKT H3/1aHHA, HE3aBHCHMO OT HHC/IA BXOAALIHX B HEro
KHHT,

3.1.3. JKypHasisl M NPOAO/KAIOLIMECS H3/IAHUS YUMTBIBAIOTCA B HK3EMIUIAPAX H HAZBAHHAX.

DK3eMIUISPOM CHYMTAETCA HOMEpP, TOM, BBITYCK, H3/IaHHBIE NO OTAENBHOCTH, A TAKXKe KOMIUIEKT
HOMEPOB, TOMOB, BBIITYCKOB, NEPEIeTeHHbIX B OHH 010K M31aTeIbCTBOM.

Kak 01HO Ha3BaHHe YYHTHIBAETCH KOMIUIEKT HOMEPOB, TOMOB, BHITTYCKOB, 00pasylolmx OTAeAbHYIO
€IMHHLIY C OT/IHYHTE/IbHBIM 3arjiaBHeM. [IpH H3MEHEHHH 3arJaBHA HOBOH YHeTHON eMHMLEH cuuTaeTcs
H3/aHKe, eC/IH H3MEHEHHEe BHECEHO B MEPBbIE MATh CJIOB 3ariaBus.

[lepuoanyeckHe TIPWIOKEHHA K JKypHaiaM, BBIXOMALUME CaMOCTOATENbHO, HMEKOLLHE
MHAMBHAYAIBHOE 3araBue W COOCTBEHHYIO HYMEDALMIO, YYHTBIBAIOTCA KaK OTAE/]bHbBIE 3K3EMIUIAPHI H
OT/Je/IbHBIE Ha3BaHHUA.

Kaxcaas cepus npoao/pKalomierocs H3laHus, HMeIoIas HHAHWBHIYaJIbHOE 3arjlaBue W cOOCTBEHHYIO
HyMEpaLHIO BBITYCKOB, YYHTBIBAETCA KAaK OTIE/IBHOE Ha3BaHHWE.

Kaxkmsiii  caMOCTOSTENBHEIH TOM (BBIMYCK) NPOAOIKAIOIIErOCH M3OAHWS YYHTHIBAETCS Kak
OTIe/IbHOE HA3BaHUe.

3.1.4. T'azeTs! Y4UTHIBAKOTCA B IOJIOBBIX KOMIUIEKTAX W HAa3BaHMAX.

Kak oaHo Ha3paHMe YHMTHIBAETCA KOMIUIEKT raser, oOpasyiolMX OTAENBHYIO €IHHHIY C




OTTHYMTENBEHBIM 3arjiapieM. [Ipy M3MEHEHHH 3arflaBus HOBOI YYeTHON e/IMHMIEN CUMTAETCH W3AaHue,
eC/IH H3MEHEeHHe BHECEHO B MEPBbIe TATH C/IOB 3ariaBui.

OnHomHERHBIE (Pa30BbIe) Fa3eThi YUHTBIBAIOTCA B SK3EMILIAPAX (HOMED, BEIMYCK) U HA3BAHHAX,

OTne/lbHO M3aHHBIE TIEPHOAMYECKHE TMPHIOKEHHs K raseraMm, HMeImHe WHAWBHAYaIbHOE
3arjasue H coOCTBEHHYIO HYMEPAlHIO, YYHTBIBAIOTCA CAMOCTOATENBHO.

3.1.5. Kaprorpaduyeckue H3aHUA YIHTBIBAIOTCH B IK3EMILIAPAX H HASBAHHAX.

Kak OTﬂeﬂ]:HBIﬁ IK3EMIVIAP B OTAEIBHOEC HA3BaHHE YYHUTBLIBAOTCA!
aTNachl, COCTOALME M3 U1/ICIDHDIA MY MUPUDANIDIA FUIK AGLAPUDGIADIA BRILY VD,

KaXKIBIi BBITYCK CepHHHOIO H3IaHNA KapThl HIIH aTiaca.

Kak OIMH 5K3eMILIAp H OJHO HA3BaHWE YYMTHIBAETCA KapTa, W3JaHHAas HA HECKOJbKHMX JIMCTaxX
(nomnexamux ckieike), 00beTMHEHHBIX OOIIAM 3arIaBHEM. :

MHOrOTOMHBIE (MHOTOJTMCTOBBIE) KapTorpaduueckue usaanus, oobeIMHEHHbIE OOUMM 3arIaBHeM,
YUHTHIBAIOTCS 10 KOIMYECTBY TOMOB M OJIHOMY HA3BAHHIO.

OTnensHO M3/IAHHBIE, HO HE HMEIOIHe CAMOCTOSTENBHOTO 3HaueHWs Kaprorpauueckue
NPpHIOKEHHA K pasiin4HbIM H3gaHHsAM (KHHI“dM, ﬁpommpam. }KypHaJlaM) YYUTHIBAKOTCH €HHBIM
KOMILIEKTOM C OCHOBHBIM HM3IaHHEM.

3.1.6. HopMaTHBHO-TEXHHYECKHE W TEXHHYECKHE AOKYMEHTB! (NATEHTHBIC JOKYMEHTBI, THMOBbIE
MPOEKTHI ¥ YEPTEIKH, KATANIOTH NPOMBIIIEHHOTO obopynoBaHHa W H3JENHH, HOPMATHBHBIE 10KYMEHTE
0 CTAHAAPTH3ALMM, TEXHHYECKHE YC/IOBHSA, PYKOBOISIIME NOKYMEHTHI H NpaBHIa) YIHTBIBAIOTCA B
HK3EMITISPAaX H Ha3BaAHHUAX.

Kak OaMH 9K3eMIUISp M ONHO Ha3BaHHe YYMTHIBAIOTCA CTAHAAPTHL M KAaTalOrH MMPOMBILIEHHOTO
06Opy/10BAHHA M W3/, BBITyIEHHbe B OOBeIHHAIOMEH MX H3/aTeNbCKOH nanke (obnoxke) nipw
HaTWYIHMM Ha nanke obuieH LeHs!, coaepkaHHa BCEro H3laHus, e[JMHbLIX BRIXOIHBIX NaHHBIX.

Kak oTHenbHBIl JK3eMIUIAP W OTAENbHOE HAa3BaHWEe YYHTBIBAIOTCA CTAHIAPThl W KaTajlord
NPOMBIIIIEHHOr0 0GOpYIOBANNS U H3NEeNHH, Apyrue CrelmanbHble BUIbl IOKYMEHTOB, BBITYIICHHEIC B
BHUE OTASTbHBIX JIHCTOB, €C/IH Kﬂ}lﬂlizlﬁ M3 HUX MMEET CBOW BBIXOAHLIC JaHHbIE, LEHY, TUPAX, AaXKe eC/IH
OHH 00beIHHEHbI OTHOM H3/1aTeNbCKOH nankoi (0010KKo#).

3.1.7. HeormyGnuKOBaHHBIE JOKYMEHTBI YYUTBIBAIOTCA B SK3eMIUIAPAX H HA3BAHMAX.

Kak 01MH 9K3eMIULP U O/IHO Ha3BaHHe YUUTHIBAIOTCH:

JleTIOHMpOBaHHas HayyHas paboTa (KOMIUIEKT, COCTOAIIMI M3 JIBYX SK3eMIUisipoB paboTsl) M
COTIPOBOIMTE IbHBIE TOKYMEHTBI;

HeoryB/IMKOBaHHBIE JOKYMEHTEI, COPOIIIOPOBAHHbIE WM COACPIKALUMECS B OT/IE/IbHOH nanke.

JU1s KOHCTPYKTOPCKO#M JOKYMEHTALMK eIMHULEH y4eTa ABIACTCH HEPTexk HIM MONHBIH KOMIIEKT
KOHCTPYKTOPCKHX JIOKYMEHTOB, OTHOCALIMXCA K OHOMY H3JC/IHIO (obmexTy).

3.1.8. OB6HOBASEMOE TMeYaTHOE M3/JaHHe YYUTHIBAETCA KAaK OT/AE/NbHOE HAa3BaHHWE M OTAe/bHBIH
SK3EMIVISP NpU MEpBHYHOM MocTymieHuu B Gubamoteky. Ilocnenyioumme nocTyrieHns BKIAAHbIX
JIMCTOB, MpEeJHA3HAYEHHBIX JUIA [OTONHEHHS HIIH 3aMEHBI COOTBETCTBYIOWIHX JIMCTOB B W3JaHHH,

OT/ENBHOMY YHETY HE TO/IeHKAT.
3.1.9. ®akcHMHABHOE U3JaHHEe YYUTHIBAETCH KaK OPHTHHAI.

3.2. AynuoBu3yaibHbIE JOKYMEHThI

K  aynuoBMsyanbHbIM  JOKYMEHTAM  OTHOCATCS  (DOHONOKYMEHTHI,  BHACOIOKYMEHTHI,
(hOTOOKYMEHTBI, KHHOJIOKYMEHTBI.

3.2.1. Enunuuamy yyera GoHaa ayJHOBH3YAIbHBIX JOKYMEHTOB AB/IAIOTCSA IK3EMILIAP H Ha3BaHHE,

Kak oTaenbHBIH 3K3eMIUIAD YHHTBIBAIOTCA:

JMCK - /IS FPaMILIACTHHOK;

KaTylka, kacceTa Wid 600HHa - 71 MATHUTHBIX (POHOrpamMM;

Kaccera - [JIS BHASOAOKYMEHTOB;

Kak olHO Ha3BaHWE YYMTBIBAKOTCA:

OTHENbHO BBIMYIIEHHAs TPAMILIACTHHKA, Kacceta /6o kommiekt (anbGom) rpammiacTMHOK,
KacceT, 00beIHHEHHBIX ODIIMM Ha3BaHHEM;

MarHuTHas (OHOrpaMMa Ha OJIHOM KaTyluke (Kaccere), MarHuTHas (POHOrpaMMa Ha HECKOJIbKHX
KaTymKkax (kaccerax), o0beJHHeHHbIX OBLIHM Ha3BaHHEM;

OTJENBHO HM3JAHHBIH (DOHONOKYMEHT WM KOMIUIEKT (POHOAOKYMEHTOB, OObEeIMHEHHBIX of1um
3arjiaBueM;

3.2.2. AyaMOBH3yalbHbIE JOKYMEHTHI, ABIAAIOLIHECH MPHIOKEHHEM K PasiMyHbIM H3NaHWAM H
BBIMOMHAIONINE CAMOCTOATETbHBIE (DYHKLMH, a TakKe HCMoNb3yeMble B paboTe OTAENBHO OT OCHOBHOIO
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H3JJaHUA, MOTYT YYHTBIBATBECA KaK OTIAC/IbHBIE 3K3EMILIAPLIL.

3.3. JlokymeHTHI Ha MHKpOdopMax

K nokymeHTam Ha MHKpoQOpMax OTHOCATCS MHKPODHIBMBI H MUKPOGHILIH.

3.3.1. EqpHuuaMy ydera JOKYMEHTOB Ha MHKPO(OpMax ABJIAKOTCA IKIEMIUIAP M HAa3BAHKE.

IK3EMIUIAPOM [UIA JOKYMEHTOR Ha MUKPOGOpMaX ABISIOTCA: PYJIOH - Ui MUKpOQHIbMOB; (hHLIa -
JU1s MEKpogdu1.

Kak oHO Ha3BaHWE YHYHTBIBAETCH KOMIUIEKT MHKPOGWIBMOB MM MHMKpoduml, o6beIMHeHHBIX
of1MM 3arnaBueM, He3aBHCHMO OT YHC/IA COCTABJIAIOLIMX YacTe.

3.3.2. O6uwmit obbem (hoHAa JOKYMEHTOB Ha MHKPO(OPMAaX YHHTHIBAETCH MO KOIHYECTBY PYJIOHOB
¥ (ML, BKIIFOYAA KOMHH Pa3HbIX MOKOJIECHHH (apXHBHBIE/PE3ePBHBIC U MO/Tb30BATE/ILCKHE ).

3.4, DneKTpOHHbIE JOKYMEHTBI

K 3neKTpOHHBIM JIOKYMEHTAM OTHOCATCSH JOKYMEHThl Ha CHEMHBIX HOCHTENAX (KOMMAKT-JAHCKH,
(prrel-KapThl); JOKYMEHTEI, pasMellaemMble Ha JKECTKOM JMCKe KoMmbiotepa (ceppepe) Gubnuorexu u
JIOCTYMNHBIE MOJIB30BATE/IAM Yepe3 HHPOPMALMOHHO-TEeKOMMYHHKALIMOHHbIE CeTH (aajiee - ceTeBbie
JIOKa/bHbIE JOKYMEHTHI); JOKYMEHTBI, pa3MelllaeMble HAa aBTOHOMHBIX ABTOMATH3HPOBAHHLIX paboumx
cranumsx OuGnuoTekn (manee - MHCTAIMPOBAHHBIE NOKYMEHTHI), JOKYMEHTBI, pa3MelleHHbie Ha
BHELIHMX TEXHHYECKHX CpeICTBaX, mojyvaemble OMGIHOTEKOH BO BpeMeHHOE MONB30BAHME Hepes
MHPOPMALMOHHO-TENIEKOMMYHHKALIHOHHbIE CETH Ha YCJOBMAX [IOTOBOpA, KOHTPAKTa, JHLEH3HOHHOIO
COTNAIIEHHS ¢ MPOM3BOAHTENIMH HH(OPMALHH ([aJiee - CeTeBbIe y/laeHHbIe JOKYMEHTHI).

3.4.1. EnuHuuaMHy yueTa 3/1eKTPOHHBIX JJOKYMEHTOB HA CHEMHBIX HOCHTE/IAX ABJIAIOTCH 3K3EMIUIAP
W Ha3BaHHe.

3.4.1.1. Kak oTae/bHBIA IK3EMIUIAP YYHTHIBACTCA KAKAbIH aBTOHOMHBIH 00BEKT (KOMNAKT-IHCK).

Kaxk OTAEeNbHBIC 3K3EMIUIPEI MOIYT VUHTHIBATHCA NPpHIOKEHHA K pasjiHYHbIM @ H3OAHWAM,
BBINOJIHAIOLIHE CaAMOCTOATE/IbHbIE (DYHKLHH, a TAKKe HCIONb3yeMble B paboTe OTAENBHO OT OCHOBHOTO
H31aHHS.

Kak oTaenbHble 3K3eMIUISPbl HE YYHTBIBAIOTCS KOMITAKT-AMCKH, €CIH OHH MpeiCTARISIOT coboi
BKJIAAKY (BOKEHHE) B H3IaHHE WITH €r0 HEOTHEMJIEMOE MPHIIOKEHHE.

3.4.1.2. Kak oiHO Ha3BaHHe YUMTBIBAIOTCA:

OT/IENIBHO BBIMYIEHHBIH KOMMAaKT-ANCK;

KaKIblil KOMIMAKT-HCK, BXOJALIMI B HYMEPOBAHHYIO WIH HEHYMEPOBAHHYIO CEPHIO 3/IEKTPOHHBIX
H3IaHMI;

KOMIUIEKT KOMIIAKT-IHCKOB, 00beIHHEHHBIX OOIHM Ha3BAHHEM,

H3/laHHBIE B KAa4eCTBE CaAMOCTOATEIbHBIX W3JaHHH NPHIOKEHHA K H3JaHMAM Moboro apyroro
BHJa, MMeIOmHe CcOoOCTBEHHOE 3aryiaBHe W JIONMYCKaloUMe HX Hcernonbdopanue Oe3 ofpamueHus K
OCHOBHOMY H3J1aHHIO.

3.4.1.3. B nokymenTax Ha duieln-Kaprax Kak OAMH 5K3eMIUIP M OJHO Ha3BaHHE YYHTHIBAETCH
KaKI0€ [eJIOCTHOE MPOU3BEAEHHE, HMEIOLIIee CAMOCTOATE/IBHOE 3ariaBHe.

3.42. EQMHMIAMH YHETAa CETEBbIX JOKANLHBIX M HHCTATMPOBAHHBIX AOKYMEHTOB ABJIAIOTCH
ak3eMIUIAp (YC/IOBHAA €/IHHULIA YHeTa) U Ha3BaHHeE.

Kak oaHO Ha3BaHMe VYMTHIBAETCHA LEJOCTHOE INPOHM3BEACHHE, HMEIOLIee CaMOCTOATENBHOE
3arnapue, BHE 3aBHCHMOCTH OT ero mpeacraineHus. Kak oHa eMHHMLIA YYHTHIBAETCA NOMOIHAEMBIH W
0OHOBIAEMBIH 2/IEKTPOHHBIH JOKYMEHT.

DK3EMIUIAPOM ABJISETCA JOKYMEHT B ONpeje]eHHOM (opmare XpaHeHHs WIH NpeACcTaBleHH.
dopmaTel OAHOH M TO# JKe e/IMHUIIEI KOHTEHTA YUHTBLIBAIOTCH OTAENBHO.

3.4.3. EnMHHIAaMH y4eTa CETeBbIX YIAJICHHBIX NOKYMEHTOB ABAAIOTCA 3K3eMIaap (ycnoBHas
eMHHIIA Y4eTa) U Ha3BaHHe.

Kak oavH 7K3eMIUISP M OJHO HA3BAHHME YYWTBHIBAETCS KAKIBIA IMONHOTEKCTOBbIH J/IEKTPOHHBIH
JOKYMEHT, HMEIOLIHi CAMOCTOATE/IBHOE 3alJlaBHe, BKIIOYEHHBIH B NAKeT, K KOTOpoMY 0OpMIEHO MpaBo
noctyna y ero npowssopurens. Kak ofHa enuHuMIA yYMTBIBAETCH TONONHSEMBbIH H OGHOBIAEMBIH
3EKTPOHHbIH JOKYMEHT.

IV. Yyer noctynieHus 10KyMEHTOB B GubinoTeuHsiit hoHa

JlokymenTsl moctynaior B Gubnuorexy M Bkmouatores B OubGnuoreunsiii doun B pesysnsrare
MOCTaBKM 0Og3aTeNBHOrO 95K3eMIUIApa, NOKYNKHM (moanuck#, obMeHa, HapeHus, MOKEPTBOBAHHA,




KOMUPOBAHUA OPUTHHANOB M3 GoHaa OubIHoTEKH).

4.1. JlokymeHTbl TNpPHHHUMAIOTCA [0 MEPBHYHBIM YHETHBIM JOKYMeHTaM (HAaKIaiHas, aKT),
BEJTHOYAKIIHM CITHCOK I'IOCTyIlJIEHPlﬁ.

4.1.1. TlpueM NOKYMEHTOB, MOCTyNaloWMX B OuOAMOTeKy 6Ge3 mNepBHYHBIX MOKYMEHTOB Ha
Oe3poamesiHoil  ocHoBe (00A3aTeNBHBIC OK3EMIUIAPbI, JEMOZHTHBIE OHK3EMIUIAPEI MEXKIYHAPOIHBIX
opraHuzauuii, 6e3B03Me31HbIE NOCTYILIEHHs M3 HEM3BECTHBIX H AHOHUMHBIX HCTOYHMKOB), odopmiseTcs
aKTOM O MpHEME JOKYMEHTOB.

4.1.2. TlpueM NOKYyMEHTOB, MOCTYNAOLIMX B OHOIHOTEKY OT IOPHIMYECKOro, (PUINYECKOro NHIA B
BH/IE Jlapa C YKa3aHHEM €ro HasHaueHWs g mnonojHeHus Oubauoreunoro ¢ouma, odopmasercs
JIOrOBOPOM TOXKEPTBOBAHUA B COOTBETCTBHHM ¢ ['paknaHckum xoznexcom Poccmiickoii Menepaimu (cT.
574, 582). ;

4.1.3. Tlpwem NOKYMEHTOB OT 4MTATeNeH B3aMeH YTEPAHHbIX M TPH3HAHHBIX PABHOLEHHBLIMH
YTpaueHHbIM OQOPMIAETCS aKTOM O TPHEME JOKYMEHTOB B3aMeH YTepsHHbIX. B akrte ykashiBaercs
haMunua, HHHUMATEL YUTaTeNA, CBeIeHHs 00 YTEePAHHBIX M3/IaHHAX (PEerHCTPALIMOHHBIA HOMEp, KpaTkoe
Gubnuorpaduueckoe ONUCAHHE W3/IaHWA, LICHA), CBEAEHMS O NPHHATBIX M3J@HMAX (KpaTkoe
oubuorpaguyeckoe ONUCaHNe H3JaHHU, LIEHA), TTOANHCH YHTATE/S M NPHHAMAIOLIEH CTOPOHBI.

4.2. JlokymeHTBI, NOCTYNamue B 6UOIHOTEKY, NOAIEKAT CyMMapHOMY Y4eTy.

4.2.1. Cpenenns o BrmouaeMblX B OuOmuoreuneiii GOHI HOKyMeHTaX (HKCHPYHOTCA B KHMre
cymmapHoro yuera 6ubnnoreusoro GoHzia WK B Ipyrom BUae pericTpa cornacko n. 1.5.2.

PerucTpsl CyMMapHOro y4yeTa JIOJKHBI HMETH 3arojlOBOYHBIC JaHHBIE: HAMMEHOBAHHME PErHCTpa,
HAaMMEHOBAHHE OPraHM3aLMK, Nojpasiesienna. B perucTp BnuchIBAIOTCS JaHHBIE O NOCTYNHBLUER NapTHH
JAOKYMEHTOB: /1aTa M IOPSIKOBbIA HOMED 3aIIHCH (TIOPAJKOBLIH HOMEp 3alHCH KeroJHo HauuHaeTcs ¢ N
1), HCTOYHMK MOCTYIUIEHHA, HOMED H JaTa NEPRHYHOTO YYETHOTO AOKYMEHTA, KOTHYECTBO MOCTYIHBIINX
AOKYMEHTOB H CTOHMOCTS.

4.2.2. CymmapHbIi yueT MoCTYIUICHHS 3IEKTPOHHBIX CETEBBIX JTOKANBHBIX JOKYMEHTOB BEAETCHA B
3NIEKTPOHHOM peecTpe B COOTBETCTBHUM € NMOKasaTensMu It 5,3,1.

4.2.3. CymmapHbli yyeT NoCTYIUIEHHS JIEKTPOHHBIX CETeBbIX YIANCHHBIX JOKYMEHTOB BEIETCH B
3MIeKTPOHHOM PEecTpe ¢ OTPaKEHHEM CIEAYIOWMX MoKasaTeneH: JaThl U MOPAAKOBOrO0 HOMEpA 3arlHCH,
PeKBH3MTOB JIMLEH3HOHHOrO- JI0roBopa (Ha3sBaHWs H HOMepa /JOKYMEHTa, CcpoKa ero [eiicTeus,
CTOMMOCTH), KO/IHYeCcTBa 0a3 JaHHEIX (MAKeTOB) H BKIIIOYEHHBIX B HHX HA3BaAHHI.

4.3. JlokymeHTBl, NOArOTOBJICHHbIE K npueMy B OMOAHoTeuHBIi (OHA, NOABEpraloTCa NepBUYHON
00paboTke ¥ HHAXBUAYATLHOMY YUYeTy.

4.3.1. MuauBuIyalbHBIH Y4eT NOKYMEHTOB OCYLIECTBISETCA ITyTEM MNPHCBOEHHS KaKAOMY
9K3EMILIAPY JOKYMEHTa WHBEHTapHOro Homepa. MHBeHTapHblil HOMeEp 3aKpernvisercs 3a JOKYMEHTOM Ha
BCe BpeMs ero HaxoxaeHus B doHne OGubnvorexkn. MuBenTapHble HOMepa HCKMOYEHHBIX M3 doHIa
JOKYMEHTOB He MPHCBAHBAKOTCSA BHOBb [IPUHATBIM JOKYMEHTaM.

HuBeHTapHble HOMEpa MPOCTABJIAIOTCH HEMOCPEACTBEHHO HAa [IOKYMEHTAX H OTPa)kaioTcs B
HHBEHTAPHOH KHHIe.

@opmoii MHAMBHIYATIBHOrO Y4&Ta MHOrOIK3eMIUIADHOH JNHTepaTyphl ABIAETCA Y4éTHas
KapTO4YKa, KOTOpas COCTAB/IAETCA Ha KaXx/10e BepBbie NOcTynuBinee B OuGAHMOTEKY Ha3BaHUe
MHOFO3K3eMIUISIPHOMI TUTEPaTyphl.

PerucTpbl HHAMBHIYAIBHOIO Y4eTa JO/DKHBI HMETh 3aro/IOBOYHbIE JaHHbIE: HAUMEHOBAHHE
perucTpa, HauMeHOBaHHE OPraHH3aLHHK, CTPYKTYPHOTO nojpasfeneHus. B peructp BnuckisaioTcs
JaHHBIE O KayKIOM JOKYMEHTE: 1aTa 3allHCH B PErHCTPe, PErHCTPaLMOHHBIH HOMep, KpaTKoe
6ubnuorpadHyueckoe onMcaHue 0KYMeHTa (aBTop, 3arjiaBHe, TOM, 4acTh, BBITYCK, MECTO H Iojl
H3/laHuA ), 1IeHa JOKYMEHTa, YKa3aHHas B CONPOBOAHTENBHOM JOKYMEHTE.

4.3.2. VnauBuayansHblii y4eT NepHOAMYECKHX M3JaHHH BeJeTca B PETMCTPAllHOHHON KapToTeke
MePHOAMYECKUX H3JaHUH, Npe/JHa3HAYeHHON Uld y4eTa KaXA0ro Ha3sBaHUA M KaKJOro SK3EMIUIApa U B
ABTOMATH3HPOBAHHOH Oa3e JaHHBIX.

4.3.3. WuaueuayanbHelil ydeT JOKYMEHTOB, MMEIOIIHX B CBOeM OG(OPMIIEHHH [APAroucHHbIE
MeTamibl M (WIH) [paroleHHble KaMHH W OTHECEHHBIX K KaTeropuu ceidoBoro XpaHeHus,
OCYIIECTB/IAETCA B CIELHATIBHOM PErucTpe, B KOTOPOM, KpOMe TPaaMLMOHHBIX TMoOKasartesnei, aaeTcs
onucaHue BHewHero odopmieHus AokymeHTa. Kaxablif NMCT perucTpa CONpOBOXKIAETCS HMTOrOBOM
3aMNKMCHIO C YKA3AHHEM JIaThl €¢ COCTABJICHHA W KOJIHMECTBA ONMHCaHHH Ha JIHCTe.

434, B perucTpax HHIMBHIYAAbHOrO Yy4eTa B IPHMEHYAHHAX YKa3bIBaeTCs HaJM4YHe W BU
MPHIOKEHHU K OCHOBHOMY [OKYMEHTY, a TakkKe OCOOCHHOCTH 3K3eMIUIpa LUEHHBIX W PeaKux
NOKYMEHTOB (HAlpHMep, HaIHYHE YHHKAJIbHOrO Mepersiera, MapruHanui, aedexktos u T.1.). [lpw




HATMYHH TacriopTa JIOKYMEHTa [aeTcs OTCBUIKA K HeMy. B npuMeyaHHAX MOMKET yKasblBaThCA
MPHHAUIEKHOCTH JIOKYMEHTA K KaTeropHH KHHKHBIX NaMATHAKOB.

B konuuecTBO Ha3BaHuil BKMOdaerca ofllee KOJIHYECTBO MOJHOTEKCTOBBIX AOKYMEHTOB (KHH,
JKYPHANOB, raser, MaTeHTOB, CTAHAAPTOB M JAPYTHX NOKYMEHTOB, y4MThIBaeMbix B GuGinmnorexe). He
BKJIOYAIOTCS B 3TO KOJMYECTBO AOKYMEHTHI, KOTOphiE OOBIYHO He M3JAloTCAd OTAENBHO B TIEYATHOM
dopmare, TakMe Kak OPOQWIH KOMIAHWH, CTATHCTHYECKHE TaONHIBI, AHAIHTHYECKWE MaTepHaibl
mapkeTutra. [lns 6a3 naHHBIX (MAKETOB), HE COAEPHKAIMX MOJHOTEKCTOBBIX JOKYMEHTOB, B PEKBH3UTE
"HazBaHMe" NMPOCTABIAETCH €HHHLA.

4.4. JlokymenTsl, BKIoYaemble B hona 6ubnnorekn, mapkupyiores wremnenem. [Ipu stom moryr
ObITb HCTIOMB30BAHBI KHIKHbBIE 3HAKH, HHAWBHIYAIbHBIE IITPHXOBbIE KOJBI, APYIHE BHILI MAPKHPOBKH.
OcHoBHble TpeGOBaHHA, KOTOpbIE AO/DKHBI COOMONATHCA NMPH MapKHPOBKE JOKYMEHTOB: 0of03HaueHHe
MPHHAUIEKHOCTH, CTETHKA, JONTOBEYHOCTh MaPKHPOBOYHOIO 3HAKA, COXPAHHOCTH TEKCTA WM JAPYroi
3HAKOBOH HH(pOpMALIMH,

4.5. Ha nokymeHTax, ABIAIOMIUXCH MPHIOKEHHEM K OCHOBHOMY HOCHMTEIO M €ro HeoTheMIeMoill
HacThiO, MPOCTABIAKOTCAH TE JK€ PEKBH3IHUTLI, 4TO H HA OCHOBHOM JOKYMEHTE.

4.6. IlepeuyHble Y4eTHbIE JOKYMEHTBI, MOATBEPXIAOIIHE (AKT MOCTYIUIEHHA, NEpe]aloTcs B
GyxranTepHio /Ui BKIOYeHHA B yueT 6Gubanoreunoro douna.

4.7. ExxeKkBapTalbHO, NpH ycaoBHH H3MeHerus coctaBa OLUIH, ceenenns 06 obuiem konuuecTse u
CTOMMOCTH JIOKYMEHTOB, BKJIIOYEHHBIX B coctaB Gubauoreusoro ¢ouna kak ofnext ocofo eHHOro
ABIKMMOTO HMYIIECTBA, MepPeAaloTCs yHpeAHTeNO.

V. Vuer BoIObITHA N0KYMEHTOB W3 GuOanoTeuHOrO hoHa

JlokymeHTsI BbIObIBaIOT M3 GubaMOTEUHOrO OHAA B CBA3H C (PHUIUYECKOH YTPATON WIH YaCTHYHOM
mubo monwoi yrparoi norpeburensckux croicTe. BuiGRIBalOmEE NOKYMEHTEI MCKMIOMAOTCA W3
6ubamHoTeuHOro (JOHAA M CIHCHIBAIOTCA ¢ BO3MOXKHOCTBIO MOcienytouieli 6e3Bo3Me3HON nepeaauu B
apyrue 6ubnuorexu 16O peanH3aluH.

5.1. Hermouenne n1okyMeHToB M3 Gubmmoreunoro Gonaa aonyckaercs no cieaylommuM npuYHHam:
yTpata, BETXOCTb, Je(eKTHOCTh, YCTAPEIOCTh 10 COAEPIKAHMUIO, HEMPOPIIBHOCTS. ;

HenpodunbHOCTE  NOKYMEHTOB  YCTAHABIMBAETCA Ha  OCHOBe TeMmaTM4eckoro ruiaHa
KOMIUIEKTOBaHUs (oH/a, YTBEpKIAEMOro pekropom akazemuu. [To npuumHe HenmpopUABHOCTH MOryT
MCK/TIOYATBCA M3 (POHAA TOKYMEHTBI, HE KOMIUIEKTYeMble OubanoTeKkoil (IpH 0TKasze OT KOMILIEKTOBaHHA
OT/JebHBIX KATeropuil JOKyMEHTOB), M3/HIIHE AyONeTHble SK3eMIUIAPSI, 3aMeHeHHbie Gosee MoiHbIMK
N0 COAEPIKAHMIO, JyYIIMMH 10 O(hOPMIEHHIO, QHIHYECKOMY COCTOSHHMIO H3JAHHAMM; 10 HCTEUYEHHH
CPOKA XpaHeHWs MIOKYMEHTOB, NPH HH3KOM YPOBHE HHTATENbCKOTO CHpOca, MPH HECOOTBETCTBHH
3IEKTPOHHBIX JOKYMEHTOB TEXHHYECKOMY M NPOrpaMMHOMY obecrieveHHIo GubmmoTexH.

5.1.1. HekmoveHHe JOKYMEHTOB 0 NMPHYHHAM YCTapesocTH M0 COAEpkKaHHIO, HenpodHIbHOCTH
(ManocnpaiuHBaeMsie), a TAKXKE MO MPHYHHAM BETXOCTH M 1e(eKTHOCTH He AOMYCKAETCH M0 OTHOILEHHIO
K €IMHCTBEHHBIM K3EMIUIAPAM JIOKYMEHTOB NMOCTOAHHOIO (eccpouHoro) XpaHeHus.

5.1.2. MckmoueHne J0KYMEHTOB, OTHECEHHBIX K KHIKHBIM MaMATHHKAM, JOIMYCKAeTCA TOABKO M0
NpUYMHE YTPaThl MPH YCIOBHH OTpakKeHHs MH(OPMALMM O KHIKHOM MaMsTHHKe B PeecTpe KHIKHBIX
MaMSTHUKOB.

5.2. BeibbiTHEe nokymeHTOB M3 OuOnuoreuHoro d¢ouna odopmisercs AKTOM O CIHCAHHH
HCKMIOUeHHBIX 00bekToB GubanoTeyroro ¢onza (nanee - Akt o cnucanuu) no dpopme (koa no OKVY/]
0504144), yreepkaernoii ITpukazom Munduna Poceuu ot 15.12.2010 N 173H, 3aperucTpHpoBaHHbIM B
Mustocre Pocecun 01.02.2011, N 19658.

B AKTe O CnHCaHHWHM OTPakKalOTCH CBEICHHA O KOJAMYecTBe H 0OLIeH CTOMMOCTH HCKIHOYaeMbiX
JOKYMEHTOB, YKa3bIBACTCA MPHYHHA HCKIIIOYEHHS M HANpaB/ieHHe BhIOLITHA HCKIHOYAEMBIX JOKYMEHTOB.

5.3. K AKTy 0 CNMCaHHM MpHIaraeTcs CMHCOK Ha MCKmoyeHHe obbexToB GuGnnoreyHoro doxna
(nanee - CMHCOK), KOTOPBHIH BKIIOYAET CHEAYIOUIHE CBEIEHHA: PErMCTPalMOHHBIH Homep W wMdp
XpaHeHHs JIOKyMeHTa, kpaTkoe Gubauorpaduyeckoe onucanue, leHy JAOKyMeHTa, 3a(DHKCHPOBaHHYIO B
perucTpe HHAMBHAYATBHOTO Y4eTa JOKYMEHTOB, KOIQQHLUHMEHT NepeoLieHKH, UGHY 10¢/1¢ NMEPEOLEHKH |
oburyto CTOMMOCTH HCKIIOYAEMBIX JIOKYMEHTOB.

Jlns nedaTHbIX NOKYMEHTOB BPEMEHHOIO XPAHEHHS NOMYCKAeTCH 3aMEHA CIMCKA KHMJKHBIMH
dopmynspamu.

Jlna nokyMeHTOB, 00paboTaHHBIX TPYNNOBLIM (YNPOUIEHHBIM) crioco6oM, BMECTO CMHCKA JaeTcs
nepeYeHb PErHCTPAHOHHBIX HOMEPOB, BH/l HCKITIOHAEMbIX H3/IaHHH, HX KOTHYECTBO.




54, K Axkty o0 cCHOHCAHHH MO0 [PHYMHE YTPaThl M CHOMCKY TMPWIAraloTes [JOKYMEHTEI,
NOATBep KAAIOLME YTPATy (NOACHUTEIbHAS 3aNMCKa, B Clly4ae KPOKH WIH XMINEHHS - MPOTOKOM, akT,
3AKJIIOYEHHE YNOJHOMOYEHHBIX OPraHoB, MpH BO3MelleHHWH yuepba - QuHAHCOBBI HOKYMEHT ©
BO3MeELLEHUH yiepba).

Boomeluenne umrateamu yuwepOa JOMYCKaeTcs B (OpMe 3aMEHbl YTEPAHHOIO AOKYMEHTa
paBHOUEHHBIM AHOO myTeM AeHexxHOH komneHcauumu. IIpu npueme AeHer oT yMrarened B3aMeH
YTEPAHHBIX KHHI HIH APYTMX NOKYMEHTOB COCTABIACTCA NPHXOJHBIH OpAEp, H YWTaTeqO BbLAaeTCH
KBUTAHIIMA YCTAHOBIEHHOTO obpasna.

5.5. Tlpu Bo3MemeHUH YMTATENIEM Yiep0a CTOMMOCTh YTPaYeHHBIX JOKYMEHTOB YCTAHABIHBAETCS
KoMuccueﬁ MO NOTNRATATALIILY Mnr}u"oﬁ BoserTansonmiwiavnvil vIUVAMUCIH H:ﬂla“““, HaBHanHHOﬁ

NPHKA30M PEeKTOpa aKkaJeMHH.

[IpH yTepe WIM XHIEHHH LUEHHBIX M PEIKHX KHHI JUI ONpeNeNeHMs HX CTOMMOCTH KOMMCCHSA
MOYKET MPHBJIEKATh K CBOEH paboTe COOTBETCTBYIOUIMX JKCMEPTOB, 4 TAKXKE MCMONL30BATh MATEPHAIbI
HayYHO-METOJIMYECKHMX LIEHTPOB, KHHKHBIX aYKUWOHOB W spMmapok. B otux chyuasx onpepeneHue
MpUMYHHEHHOTO yiiepba npeaesbHEIME KO3 (QHLHEHTAMH KPATHOCTH HE OIPAaHUYHBAETCA.

5.6. AKT O CNHCAHMM MO OAHONM M3 NPHYMH, YKa3aHHBIX B N. 5.1, ¢ NPHIOKEHHBIM CIHCKOM
MOANKCHLIBAETCA MpeICeaaTe/IeM H HWIeHaAMH KOMHCCHH MO CrTHcaHHio 00bekToB 6ubanoreunoro douna,
YTBEPIKAAETCA PYKOBOAHTEIEM YUPEKICHHA.

5.7. Tlocne yrBepkaeHHs AKTa O CNHCAHMH  OCYIIECTBAAIOTCS MEPONPHATHA 11O

m nepepacnpeeeHHIo W peanu3aliy CMcaHHbIX 00bexToB Gubanoreunoro douma.

5.7.1. JlokymeHTsl (cricaHHble 00BeKTHl OHOMMOTEYHOro (oHma), HCKNIOYEHHBIE M0 MPHYHHAM
BETXOCTH, Ae(PEKTHOCTH, YCTapeNoCTH M0 COAEPHKAHHIO, HANPABIAIOTCA B MYHKTHl BTOPHYHOTO ChIPbA.
Uckmouennsle H3 (OHAOB MHKpOQOPMBI Ha rajoreHuaocepeOpaHON NUIeHKe MNOMIEKAT clave Kak
cepebpocoaepskallide 0OTX0/1b! B COOTBETCTBHH C 3aKoHOAaTeILCTBOM Poccuiickoil Mepepatmu.

IIPH OTCYTCTBEHH NYHKTOB BTOPCBIPbA H/IH B Ciy4asX, KOr[a cia4a AOKYMEHTOB Ha uepepaﬁoncy
3KOHOMHYECKH Hellesiecoo0pa3Ha, OHONHOTEKH YHHUTOXKAIOT MCKIIOYMEHHBIE JOKYMEHTHI Ha MecTe B
MPUCYTCTBHUM JTHLL, KOTOPbIEe COCTaBIAIOT akT 00 yHHUTOKEHMM crivcaHHpiX o6bektoB GubnnoreuHoro
donna.

B AxTe 0 CNHCaAHHWHM OTPAKAIOTCA HAMMEHOBAHHE, HOMEP M JaTa JAOKYMEHTA, MOATBEPHKIAAIOLIEr0
¢akT craum crMcaHHbIX OOBEKTOB B IMYHKT BTOPHYHOIO ChIpPbsl, HIH aKTa 00 YHHUTOKEHHH CITMCAHHBIX
obsexkToB GHOAMOTEHHOTO hoHAA. JIOKYMEHT NpHiaraeTcs K AKTY O CTHCAHHWH CO CITHCKOM.

5.7.2. JlokymenTtsl (cricanuble 00BbekTbl GuOnMOTEeuHOro (oHAA), MCKIOYEHHBIE MO MPHYHHE
HENPOHIBHOCTH, TepelaloTcs No aktam B oOMeHHbIH (oHA B uenax JanbHelwed nepenaud Ha
6e3so3mesiHO OCHOBE OUOIHOTEKAM HITH PeaH3alHH PUIHYECKHM H IOPHIHYECKHM JTHLIAM,

5.8. INocne 3aBepiieHHs MEPONPHATHH, NPEIYCMOTPEHHBIX AKTOM O CIMHCAHMH HCKIIOYEHHBIX
obvekTor OubMoTeuHOro GoHaa, MepBbli K3eMIUIAP AKTa O CIIHCAHMM CO CIIHCKOM H JAOKYMEHTOM,
noATBEPKAAIOMMM  BbIObITHE, nepenaercs B Oyxraarepuio, BTOpPoH 3K3eMIUIAp OCTaercs B

~ nozpas/ie/ieHHH, OCYLIECTBMOIEM yueT Oubaunoreunoro donaa.

Ha ocHoBaHWM AKTa O CIIMCaHMH MCKIIOYEHHbIX obbekToB Gubnuoreunoro donna GubnnoreuHoe
nozipaszenenne u GyxXranTepus BHOCAT H3MEHEHHS B COOTBETCTBYIOIIHE YYETHBIE J0KYMEHThI.

5.9. AKTBI O CIHCAHHH PErHCTPUPYIOTCS B KHHI'e CyMMapHoro yuera 6ubnuoreunoro gouaa.

5.10. B uHBEHTapHOM KHMTe M Ha YHETHBIX KapTOYKaX NpOCTaBAseTcs HOMEp W jaara AKTa O
CIIMCAHHH.

5.11. Bce uckmouaemble H3 (oHaa OGHONHOTEKM AOKYMEHTbI (KHHIH, XXYPHA/bI, APYrHe BHb
JNOKYMEHTOB) AOJDKHBI OBITBE COOTBETCTBYIOIUMM 00pazom OGQOpMIIEHbI: CHEUHANBHBIM LITEMIIENEM
JOJDKHBI OBITH MOralleHbl WTAMITbI OHOTHOTEKH. :

5.12. DneKTpoHHbIE CeTeBbie JIOKAIbHBIE OKYMEHTBI YAAIAIOTCA U3 31eKTPOHHOI OubaHoTeKkH Ha
OCHOBAHHMM AKTa O CTMIMCAHHM C YKajaHWeM NpPHYMHBI MCKIoueHHs. Haumenopanne, Homep M jaTa akra
peoAATCA B 6a3y JaHHBIX B KavecTBe MeTaHH(POPMALIHH K COOTBETCTBYIOLIEMY JOKYMEHTY.

Ha ocHOBaHMM BBEeJIEHHBIX CBEJEHHH NMpOrpaMMHbIM criocobom GopMupyeTcs nepeyeHb AKTOB O
CriMcaHHM (peecTp CYMMAapHOTO y4eTa BbIOBITHA CETEBBIX JIOKAIBHBIX JOKYMEHTOB) H IepeyeHb
CMMCAHHBIX OOBLEKTOB 3/EKTPOHHOH OMONHOTEKH (peecTp MHIMBHAYAIBHOrO yyeTa BHIOBITHS CETEBBIX
JIOKJIbHBIX JOKYMEHTOB).

5.13. BuiObITHE 3/IEKTPOHHBIX CETEBBIX YIAJCHHBIX NOKYMEHTOB He O(hopMIseTcs CrelHaibHbIM
nokymentoMm. [loareepikaenueM BHIOBITHA ABIAETCA HCTEYEHHE CPOKA JCHCTBUA JIOKYMEHTa (I0roBopa,
KOHTDAKTa, JIALEH3MOHHOTO COrfalleHus), oopMIeHHOro Ha NpaBo JOCTYNAa K onpeaenenHoii Gase
naHHBIX (MaKeTy) CETeBbIX /IOKYMEHTOB, H OTCYTCTBHE JOrOBOpPa, KOHTPAKTa, JIHLEH3HOHHOIO
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cornateHus, oOpMICHHOTO Ha HOBBIH CPOK.

5.14. ExexBapTanbHO, NpH ycnoBun uameHenus cocrasa OLUIH, obmue ceeieHus o KonH4YeCTBe U
CTOMMOCTH JIOKYMEHTOR, CIIMCaHHBIX M3 OubanoTeuHoro doxaa kak oGbekTa 0co60 UeHHOro ABMKHMOTO
MMYILECTBA, C YKA3aHHEM MepeyHs AKTOB O CIHCAHMH, NPHYHH W HATIPABIEHMIl BBIOBLITHS HOKYMEHTOB,
npeacrapnmores  yupeauremo. KomuuectBo BeIOBIBAIONIMX JNOKYMEHTOB He MJO/DKHO MpPEBBILIATH
KOJIMYECTBA BHOBb MOCTYNAIOUIMX J0KYMEHTOB B GnGnuoTedHsii doH.

V1. Yuer uroro apwkerus Gubnuoreunoro Gpoua

6.1. MUrorn asuxkenns (GOHAOB MOABOAATCA B KHMTE CyMMapHoro yuera Gubanoreunoro dgonna Ha
OCHOBAHHH JAHHBIX CYMMAapHOIO Y4€Ta O MOCTYIUIEHHH H BBIOBITHH I0KYMEHTOB.

HrtoroBele AaHHBIE HMEIOT ueThipe O00A3aTeNILHBIX MOKA3aTeNs: COCTOAIO Ha Havyalo roja,
MOCTYNHIO 3@ IOJl, BRIOLLIO 3a roJl, COCTOMT Ha KOHell roja.

Hrtoropeie MaHHBIE MO 3JIEKTPOHHBLIM CETEBBIM YAANCHHLIM JIOKYMEHTAM [PEACTABIAIOTCS
CACAYIOMMMH TIOKA3aTeNsMH YUETHBIX €IMHMIL OQOpMIEHO B JIOCTYN B TEYEHHE roja, AOCTYI
[peKpalieH B TeYeHHe roja.

6.2. Ceenenna 06 MTOroBBIX JaHHBIX QHUKCHPYIOTCS B (OpME rOCYAapCTBEHHOM CTATHCTHYECKON
OTYETHOCTH M MPEACTABAAOTCA JUIA Lie/IeH rocy1apCTBEHHONM CTATHCTHYECKOH OTHETHOCTH.

Hroroesie naHHble 06 oOMmeHHOM (oHae He BKmOYaloTes B obue nokasarenu GubanoredHoro
tonna.

VII. Tlpoeepka Haiuuus JOKyMeHTOB GuGInoTeuHoro hoxaa

7.1. TlpoBepka Hamuuus JAoKymMeHToB Oubnuoreunoro donma (manee - npoeepka donaa)
MPOH3BOJUTCA B 0093aTEIEHOM TOPATIKE!

NpH BBIABJIEHHH (AaKTOB XULIEHHS, 3/10YNOTPeOIeHUA WIH NOPYH JOKYMEHTOB,

B ciaydae cruxuiiHoro OeAcTBHS, MOKapa MM JAPYTHX HPe3BbIYAHHBIX CHTYalUWi, BbI3BAHHBIX
IKCTPEMAa/IbHBIMH YCIOBHAMH,

MpH peopraHu3aliuy Wik THKBHAanuA GHOnnoTeKH.

Jing npoBefieHHA NPOBEPOK PYKOBOIMTENEM OpPraHM3alli¥ HA3HAYAETCS KOMMCCHA, B COCTaB
KOMHCCHH JIOJDKEH BXOIHTb MPe/ICTABHTE b GyXranrepuu.

7.2. Ipoeepka GoHAA B NIAHOBOM NOPS/IKE OCYIUECTBIAETCS B CIEAYIOLIHE CPOKH:

NOKYMEHTBI, HMEIOIHe B O(OPMICHHH [pParoleHHble MeTa/UIbl W (WIH) AparoleHHbIe KaMHH, -
eIKeroHo;

(OHI pelIKHX W LIEHHBIX KHHT - OIHH pa3 B 5 JieT;

onas GuGaHoTeK 10 50 THICAY YHETHBIX €IMHMULL - O/IHH pa3 B 5 JieT;

donast Gubnuotex ot 50 1o 200 TEICAY YUETHBIX €IMHHIL - ONIMH pa3 B 7 neT;

donap 6ubnuorex ot 200 ThICAY 10 | MHUTHOHA YHMETHBIX €HHHIL - OAHH pa3 B 10 ner;

¢onast 6ubnuorek ot 1 10 10 MUAIHOHOB YUETHBIX €IMHMLL - OZIHH pa3 B 15 ner;

tdonas Gubnnorek or 10 10 20 MHINTHOHOB YYETHBIX €IHHHIL - OAKH pa3 B 20 ner;

donasl Gubnuorex cbie 20 MHUTHOHOB YYETHBIX €IMHHL - | MITHOH K3eMIUIAPOB B rOJ.

Inanoras mposepka ¢onaa OHONMOTEKM MOMKET OCYLIECTRAATHLCA MOITANHO B COOTBETCTBHH C
rpad KoM MpPOBEJEHHSA MPOBEPKH BCEro OHIA MM ero YacTH (B TOM YHC/IEe PeIKHX M LIEHHBIX KHHI) C
onpeneneHHeM CPOKOB H KOTHYECTBa Manupyemoro obbema paborsi.

7.3. [TlpoBepka 3/€KTPOHHBIX CETEBBIX JIOKATBHBIX JOKYMEHTOB OCYLUECTBJISETCA 110
KOJIMYECTBEHHBIM MOKA3aTENAM, a TAKXKe 10 KOHTPOJIbHBIM CYMMaM, MO3BOJISIOLIMM BbIABHTL H3IMEHEHHS
B JIOKyMEHTE.

[poBepka AOCTYMHOCTH 3MEKTPOHHBIX CETEBLIX YAAIEHHBIX JIOKYMEHTOB OCYMIECTBISETCA C
a/IpecoB BXOJa, YKA3aHHBIX B PErHCTPE HHIMBHUAYAILHOIO yueTa.

7.4. Tpoeepka Bcero (OHAAa MIM €ro YacTH 3aBEPLIACTCH COCTABICHHEM aKTa O pe3y/bTaTax
NpoBeeHHs TMPOBEPKH HATHYHA JOKyMeHTOB GuOnHoTeuHOro honaa M NMpuIOKEeHHEM K HEMY CrMCKa
JIOKYMEHTOB, OTCYTCTBYIOLUMX 1O HEYCTaHOBIEHHOMN NpPHYHHE,

B akTe QMKCHpYIOTCA CBEJEHHA O KONMYECTBE JOKyMeHTOB GuGnMOTEHHOro (oHmA Mo JaHHBIM
yuera; JOKYMEHTOB, HMEIOLIMXCA B HATHUMH; JOKYMEHTOB, OTCYTCTBYIOIMX B GubmuoreuHom donae no
HeYCTaHOBJIEHHOH NMpH4HHe. B akTe Takke yKashIBalOTCA HOMEP H /1aTa aKTa O MPOBEIECHHH NpebLIyIeH
NPOBEPKH. AKT ¢ MPUIOKEHHEM CIHCKA JOKYMEHTOB, OTCYTCTBYIOWIMX 10 HEYCTAHOB/ICHHON NMPHYMHE,

MOMACHIBAETCA MPeAceaTeNeM | wieHaMH KOMHCCHH M YTBEPIKIAETCS PYKOBOIHMTENEM YHPEKACHNA.




VIIL. Aenonpoussoncteo g OpraHu3aluM yyera
Gubnoreutoro pomsa

MpaBHIaM BEICHHA AeNONPOM3BO/ICTRA.

8.2. Cpoku xpanenus AOKYMEHTOR YCTAHAB/IMBAIOTCS B COOTBETCTBUH ¢ [Ipukasom Munucrepcrsa
KyneTypsl Poccniickoii Genepaumn ot 25.08.2010 N 558 OG yreepxkaeHuu "[lepeuns Tunopbix
YTIPABCHYECKHX APXMBHBIX [10KYMEHTOB, obpasyioumxcs s fipouecce nesrensHOCTH roCyaapCcTBeHHBIX
OpPraHOB, OPraHOB MECTHOro CaMOYNpABIIEHHS M OpraHMsaumii, ¢ YKa3aHHeM CpPOKOB XpaHeHHs",
3aperucTpupoBantbiM MumiocTom Poccniickoii Denepaunn 08.09.2010, N 18380.

8.2.1. Tlocrosuro, no MHKBHAAUMH  OUOIHOTEeKN, XPAaHATCA  perucTppl HHAUBHIYAIBHOIO K
CYMMAapHOTO y4yeTa IOKYMeHTOB GHbHoTeYHOrO $onna (perucrpaumonnse KHHI'H, HHBEHTAPHBIE KHUIH,

8.2.2. B Teuenne necstu ner XPaHATCA AKTHI O CIIMCAHMK HCKJIFOYEHHBIX 06BeKTOR 6ubmmuoreunoro
doHna u akTe 0 TIpHEME-TICpelade CIIHCAHHBIX 00LEKTOR Gubmmoreunoro thouna,

8.2.4. Jlo oxonuauus O4epeaHOH rpoBepkn (onza XPaHATCA aKThl O pesysbTaTax NpOBeIeHus
MPOBEPKH HAHYHS JOKYMEHTOB GHGAMOTEYHOrO (onna.
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