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L O6imHe nonosxenun

1.1. VYuer pokymentoB OubmHoreuHoro ¢QoHAa ABISETCS OCHOBON
OTHETHOCTH M I[UIAHWPORaHMA AeATensHocTH Oubnuorexkn, cnocobcTByer
obecriedeHHI0 ero COXpaHHOCTH.

1.2. VYuer BimoYaeT Pperncrpalio MNOCTYIUICHHA JOKYMEHTOB B
ouGnuoreunsit GoHm, uX BROWITAA W3 (GOHZA, UTOTOBHE NAHHEIE O BelIHYHHE
(o6neme) secero Gubnuorednoro GoHa K ero NoApasfenos, CTOUMOCTE (o,

1.3. Ocuoruble TpeGopaHus, NpexbABIAeMble K yuery OGubnuoredroro
donya:

NMONHOTE H nocmnepnoc'n; ydeTHol uadopmarnmu;

OllepaTHBHOCTE;

JIOKyMEHTHpOBaHHoe OoQOpPMIICHHE KaXAOre MOCTYIUIEHHS B (OHA H
KaKHoro BuIOBITHA U3 QoHIa; )

COBMECTHMOCThL IIpHeMOB H ¢opM y4eTa, HX HAJEeXHOCTP NpH
napajUylensHOM — MCMIONK30BAHHH — TPAfHUHOHHON M aBTOMATH3HPOBaHHOH
TEXHONOrRiH yuera;

COOTBETCTBHE HOMEHKNATYPHl MoKasatenelf yvera domupa AHANOrHYHAIM

NoKa3aTeNiaM rocyfapcTeeHaol GHONHOTe HON CTATHCTHKH.
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1.4. Yuery nopmexar Bce MOOKYMEHTHI (I[IOCTOSHHOTO, MAJIHTENLHOIO,
BPEMEHHOTO XpaHeHHs), MmocTynaromue B Gony 6ubnuoTekH H BHGHIBaKOIOHE M3
dorpa GubNHOTEKN, HE3ABUCHMO OT BHAA HOCHTENA.

1.5. Yuer noKyMEHTOB BE/IETCA B PErUCTPAX MHAHBHAYATBHOIO H CyMMapHOIO
ydeTa B TPAAMIHOHHOM H (HIH) 2NeKTPOHHOM BUJE,

1.5.1. PerucrtpaMd HHOMBHIYaIBHOIO Yy4yeTa [OKYMEHTOB SRIAIOTCA:
PErMCTpallHOHHAS KHHTa, kapqua PETHCTpalMK Ha ONpefeNeHHEIH BUA JIOKyMeHTa
IN4 raser, XKYPHANOB, NPYrHX BUA0B AokymentoB. [omyckaeTcs TaloKe perncTpamy
HHJTHBHIYATPHOIO Y4YeTa CYHTaTh ToNorpaduyeckylo onMce (kaTanor), y4erHbiH
KaTaaor, YuyerHeH Gaiin ¢ BEXOAHEIMA (opMamMH, GOPMHPYEMEIMH B MOpSOKe
HHBEHTApHEIX HITH HHBIX HIEHTHOHKANHOHHBEIX HOMEPOB JOKYMEHTOB.

PerucTpel MANMBHAYaTBHOrO YyeTa JOKyMeHTOB Ombmuoreumoro dorza
COLlepXAT PEKBU3NTH], HICHTHQMIMpPYIOMME KDKIHNE [JOKYMEHT ¢ YKasaHHEM
CBeJCHHUIl O MOCTYIUIEHAN JOKYMEHTA U 0 ero BrGbITHY W3 6ubmroTeunoro donna.

1.5.2. PeructpamMu cyMMapHOro Yydera JOKYMEHTOB SBISIOTCA: KHHMIA
cyMmapHoro ydwera Gufimoreusoro ¢onNa, JHCTRI CYMMADHOro ydera
6ubmaoreyHoro Qonpa, xypHan. J[OMycKaroTca paznHyHEle MOOMQMKAUHAH KHUTH
CyMMapHOTO YyWeTa, He3aBHCHMO OT BHIa YYETHOTO JLOKYMEHTA PErucTpH
CYMMAapPHOTrO YueTa COIePIKAT TPH B3aUMOCBA3AHHEIC YACTH:

«[TocTynnenne NOKyMeHTOB B GUGIHOTEYHEI (hOHD»,

«BriGEITHE fOKyMeHTOB U3 6ubanoTedroro goraay,

«Hrorn pemxkenws GubnuMoTeyHOro (GoOHIA: MTOrOBhie NaHHBIE HA KOHEL
OTHeTHOro mepHosan.

ObobmenHpie JaHHBIE OTPAXKAIOTCA B KAKIOH MaCTH PerACTpa CyMMAapHOro
yuaera. B asnextponHoit cAcTeMe y4era 3TH 4acTH HHTEPHPYIOTCH B eUHELR
Y4eTHBIH dalin. ' )

1.6. CymMaphelil © HHIMBHAYaNbHRIH yder QOHAa BefleTcd CTPYKTYpPHEIMH
nogpasneneHaaMH 6UGIHOTEKH, B BelEHHH KOTOPBIX HAXOAUTCA KOMIUIEKTOBaHHE
doHma, a TaKke NoppazgeneRMAMH, o0ecreYMBAOIIHMH  XpaHeHHe ®H

MCTIONB30BaHME 3aXpelyieHHBIX 3a HUMH uacTeil ofmero donna Gudbnuorexu.
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1.7. Crarucruyeckas uHdopManus o ¢opMupoBanud GubnnoTedHoro
¢dompa mo HTOraM roje mnpeacTamnsercs B [NaBHEIH  WHBOpMALHOHHO-

BBIYHCIHTENLHBIH UeHTp MUHKYNETYpEI Poccuu.

II.  Eaunuup! yuera 6nbanoreyHoro goxza

2.1. Bennuuna (o6neM) ®  pgeuxende (OHDA HIMEPSIOTCA B
YHHGHUIMPOBaHHBIX e/IHHALIAX Y4eTa,

OCHOBHBIMH eIMHMIAMH Y4YeTa JoKyMmeHToB Oubnmoreynoro ¢orpa
ABRNAKOTCA 3K3EMIUIAP ¥ HA3BAHME, JUIA Fa3eT — FoIoBOH KOMMIEKT ¥ Ha3BaHHe.

JlononHMTENBHEIMH  €AMHWIIAMH  ydera (oHAA ABNAIOTCA  TOJOBOH
KOMIUIEKT, METPOMONKa, NOAMMBKA (IepelieTHas eAUHHUA); IS 3NEKTPOHHBIX
JIOKYMEHTOR — EIIMHULA IAMATH JaHHEIX.

2.2. Obmas sennuusa GubGmoTeyrnoro GoHaa B LEIOM H €ro NMOApas/ienos,
B TOM 4HHCIE CeTeBHIX JOKAJBHBIX MHOKYMEHTOB H CETeBBIX YHAJEHHBIX
JOKYMEeHTOB, YYHTHIBAETCS B DK3eMILILpaX, HOBhIe NTOCTYTUIEHHS — B 3K3eMIULIpax
M HaspaHusX. YHCNO roJOBEIX KOMIUIEKTOB razeT IPHPABHHBACTCA K 4HHCITY

IK3EMILTAPOB.

III. Yder NOKYMEHTOB MO BHIAM H KATErOpHAM

3.1. INevarynie H3AaHEA ¥ HEONMYOIHKOBAHHEIC AOKYMEHTH

K nedaTHeIMH M3AaHHAM  OTHOCATCA TUPaXMpPOBAHHBEIE W3HAHWH,
TIONy4€eHHBIE NEYATAHHEM WM THCHEHMeM, Monurpaduyeckd CaMOCTOSTENEHO
ojopmnennsle: KHMrH, OGpPOLNOPHI, KyPHANE, NPOMOJKAIOIMECS W3LAHNS,
NACTOBEIE H3[AHHs, a3eThl, H3OM3JIAHHA, HOTHBIE W3/laHWdA, KaprorpaduHeckue
H371aHHA, HOPMaTHBHO — TEXHWYECKHE ¥ TEXHHYECKHE AOKYMEHTEI, aBTopedepaTs
JACCepTaLHii.

K HeonyGnHKOBaHHEIM JOKYMEHTaM OTHOCATCA PYKOIMCHBIE HOKYMEHTHI
(DYKOTIHCHBIE KHHTH M a@pXMBHBIE [JOKYMEHTHI), @ TaKXKe [OKYMEHTHI,
H3rOTOBJCHHEIE B ENHHWYHEIX OK3eMIUIApAX, SBIAIONMMHCH  obBeKTaMu

HHTENNeKTYanbHOH CcOBGCTBEHHOCTH  (IEMOHHpOBAaHHBIE HayyHele paborsl,
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JUccepTauMM, MPENpHHTHl, OTHYeTH! O HayYHO-HCCieoBaTensckux pabotax,
NepeBo/isl, ONHCAHMS ATOPHTMOB H TporpamMM DBM, npoeKTHO-KOHCTPYKTOpCKas
JNOKYMEHTalUMA), TAKTHIBHBIE pYKONENBHEIE M3AaHks Jng  clenkix W
cnaboBungumx. PykomHcHele NoKyMeHTE], BXofsinwe B OubnHoTeuHble donzs,
ABNAIOTCH COCTABHON 4acTsio Apxusnoro ¢onna Poccuitckoi Penepaunu H
YYHMTHIBAIOTCH B coome‘rc-mm C HOPMATHBHEIMM ¥ NPABOBEIMH aKTaMM MO yIeTy
8pPXHBHEIX HOKYMEHTOB M HacTosnmuM ITopamxom.

3.1.1. KHuTH H 6pONnOpH YYUTHIBAIOTCA B 3K3EMINIAPAX H HA3BAHHAX.

Kak ornensne axseMnngp ¥ Kak OTAC/bHOE HA3BAHNE YHHTHIBAXOTCA !

Kaxgoe OTHeNbHOe Ha3aaHHe (kHura, Gpounopa);

KaXKJioe BXOJisInee B KOHBOJIIOT H3AaHHE;

KOKIBIA  OTOENBLHBIT TOM (BBRIIYCK, YacTh) MHOTOTOMHOTO H3JaHML,
HMEOIMA HHAKBHYakHOE 3aI7laBhe;

xaxnas u3 Gpounop, BHENyIeHHBIX B oObefHHAIOMEd HX M3NaTENILCKOH
nanke, obnoxke, MaHKeTKe;

Kaxpas KHAra wWiu Opormmopa, BxoAasumias B KHIOKHYIO  CEpHIO
(HymMepoBaRHYIO HIIH HEHYMEPOBaHHYIO);

OTAENBHO M3JAHHLIE NpHIOKeHHA K KeuraM u Gpounopam, uMelompe
HHIHBHIYRNLHOE 3aTMIaBHe H CaMOCTOATENBHOE 3HAYeHHE.

3.1.2. [loxyMeHTHl, BHIIONHEHHBIE peNbeHO — TOGeqHHLIM WIpHQTOM
(wpudrom Bpailns), yUUTHIBAIOTCH B 3K3EMIINAPAX H Ha3BaAHMAX.

Ox3eMIIApOM [UIA [AHHOIO BUOA H3AAHMA SBIfeTCd KaXAad U3 KHUr
KOMIUIEKT], OOBeIMHEHHEIX 0DNHM Ha3BaHHEM, -.

Kax oiHO HA3BAHHE YYUTHIBAETCS KOMIUIEKT H3IAHNA, HE3aRHCHMO OT YHC/Aa
BXOJIANIHX B HEIO KHHT.

3.1.3. XXypuanst H OpoiOIDKAIOIIHECS H3JAAaHHA YYHTHBAIOTCH B
IK3IEMIUIAPAX H HA3BAHHAX

OK3eMIUIAPOM CUUTAETCH HOMED, TOM, BEINYCK, M3AAaHHBIE MO OTAENLHOCTH,
4 TaXKe KOMIUIEKT HOMEpOB, TOMOB, BBIITYCKOB, I€pellleTeRHBIX B OfHH 1ok

H3OaTenbCTBOM.
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Kak onno nassanue YYHTLIBAEeTCd KOMINEKT HOMEPOB, TOMOB, BEITYCKOB,

06pa3yioWnx OTACNABEHYIO eIHHULY C OTIMYHTENbHEIM 3arnaBieM. [Tpu namenenns
3arJIaBHs HOBOM y4eTHOMH eNUHHIel CYNTAETCA M3JaHHe, eClIH H3MEHEHHEe BHECEHO
B TIEPBAIE IATH CIOB 3ar/1aBys.

TepHopueckue MPUIOKEHHA K XXYpHAIIAM, BHIXOIAIIHE CAMOCTONTENHHO,
HMEIOIINE HHANBHAYANLHOE 3arnaBie U COBCTBEHHYIO HyMEpPALMIO, YIHTEIBAIOTCH
KaK OT/ielbHBIE SK3eMIUIAPH! H OTHeNbHbIE HA3BAHHA,

Kaxkmas cepua NpoOOIKAIOMIETOCH M3JAHNSA, MMEIOIAd HHIUBHIYAILHOE
3arnasHe ¥ colCTBEHHYIO HYMEpALMIO BEIIYCKOB, YYWTEIBAeTCA Kak OT/AENbHOE
Ha3BaHHe,

Kaxcpprii caMocTOATENBHEI TOM (BBINYCK) MPOJOIKAIOWIErOCH W3NAHMA
YYHTHIBAETCH KaK OTHE/ILHOE Ha3BaHKE.

3.1.4. I'azeTnl y4HATHIBAIOTCA B MOJAOBBIX KOMIUIEKTAX H HA3BAHHAX.

Kak omso HaspaHMe YUHTHIBAETCA KOMIMIEKT raser, obpasyiommx
OTACNBHYIO €JHHULYY C OTNHYHTENHHBIM 3arnaBHeM. IIpM M3MEHEHWH 3arnaBHs
HOBOH ydeTHONW enMHUUeH cYMTaeTcd H3/laHHe, e€ClH H3MeHEHMe BHECEHO B
TepBhI€ NATh C/I0B 3ar/IaBHA.

OnsosHennple (pa3oBsie) ra3eTsl YGHTHIBAIOTCS B okaeMmngpax (Homep,
BRIITYCK) ¥ Ha3BaHUAX.

OrfensHo u3faHHble MEPHONHYECKHE NPHIOKEHHS K raseram, u-uemume
WHAHBHAYANbHOEe 3arnaBHe W COOCTBEHHYIO HyMepalHio, YHHTHIBAIOTCH
CaMOCTOATENEHO.

3.1.5. Mzonspanus (ans60MEI, KOMONEKTHI, OTAENBHEIE JIMCTORRIE H3/IaHHA)
M pensehHO-TpadHyecKHe nocobas A censix ¥ cnabOBUASIHX YUUTHIBAIOTCA B
9K3EMILIAPaX H HA3BAHMAX.

Kak ornensHmlil 5K3eMIuISp M OTHENBHOE HA3BaHHE YIHTBIBACTCA Kax s
nHCT (BRIMYCK) cepHH wu3om3jaruil, He oObeJMHEHHBIE H3AATENbCKOH ITankoi
(06n0xKOH, MaHXeTKOH).

JlucToBrle H3manus, oObeNHHEHHEIE HINATENbCKOH mankoil (06IoxKoH,

MaHXKeTKoH, 06epToil) yUUTEIBAIOTCA KK OJIMH 3K3EMILIAP U OAHO Ha3BaHHE,
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3.1.6. HoTHEIe H3MaHHA YIUTEIBAIOTCA B 3K3eMIIAPaX H Ha3BaHHUAX.

Kak oTgenbHble 3K3eMIUIAPE! H OTASNbHAIE HA3BAHHA YUHTHBAIOTCH:

CaMOCTOATENbHBIE HOTHEIE H3JaHHA, OOheJAMHEHHKE B OIHOM Nepennere
(xonBomote);

OTHensHEe MapTHA (ronoca) 0 NAapTHTYpa (KIaBKp), H3AHHbIE PasHeNsHo.

Kax oguH sx3eMIusp 1 OIHO Ha3BaHHE YYHTHIBAIOTCA:

otnensHble napTHH (rojioca), o6beMHEHHNE ¢ NAPTHTYpOil (KnaBHpoM) B
OfIHOM M3O3HUH, a TaKKe TapTHH, OOBEAMHEHHRIE H3JIATENLCKON MAlKoi
(o6noxxoif).

3.1.7. Kaprorpadmyeckne H3JAHMA YYHTHIBAIOTCA B JK3EMILIApAX M
Ha3BaHMAX.

Kax OTAeNsHbIH SK3EMIUIAP U OT/AE/EHOE Ha3BaHHE YIHTHIBAIOTCH:

ATNACKI, COCTOALUME M3 OTACHBHBIX HYMEPOBAHHBIX HJIM JATHPOBAHHBIX
BHITYCKOB;

KaXK/IEIA BEINYCK CEPHAHOIO H3/1aHAA KAPTH! HIIH ATJaca.

Kax ofiH 3K3eMIUIIp ¥ OIHO HA3BaHHE YMHTHIBACTCA Kapra, H3jlaHHas Ha
HECKONBKHX JIACTaX (mojnexaniax cknekxe), ofbeIMHEHABIX 001MM 3arIaBHEM.

MHoroToMHEE (MHOrOJNIHCTOBKIE) KapTorpaguyeckie H3[aHHA,
oOpenvennpie ofmWyMM 3arnaBUeM, YIMTHIBAIOTCE MO KONMYECTBY TOMOB U
OHOMY Ha3BaHHIO.

OtnensHO M3maHHEIE, HO He MMEIONIHE CAMOCTOATENBHOIO 3HAYEHMS,
KaprorpadHyecKue NPUIOKCHHA K Pa3TMYHBIM H3ZaHMAM (KHMram, Gpounopam,
KypHa/aM) yYUTHIBAIOTCA SHHBIM KOMIUIEKTOM C OCHOBHAIM H3[[aHHEM,

3.1.8. HopMarupHO — TEXHHYECKHE H TEXHAUECKHE JIOKYMERTH! (MaTCHTHbIE
HOKYMEHTBI, THOOBLIE TIPOEKTHl M YepTeXH, KaTanord HpOMBIIUIEHHOIO
obopynoBaHus ¥ M3JE/AME, HOPMATHBHEIE NOKYMEHTH MO CTaHAAPTH3ALMH,
TeXHWYECKHE YCJIOBHA, PYKOBOJALHE AOKYMEHTH H TIPaBHJIa) YUMTHIBAIOTCH B
3K3eMILIApaxX H Ha3sBaHWAX.

Kak ofuH 95K3eMIUISp M ONHO Ha3BaHWe YYWTEIBAIOTCA CTaHAApPTH H

KaTtanorn TpOMBILLNEHHOIO OGOP}’JIOB-BHHX H u3genu#, BBIOYLIEHHBIE B




3

ofsenuHaAiONell MX H3naTenbckoil nanke (oGnoxKe) NMpH HanmHYWM Ha Tanke
of61edi eHsl, colep)XaHH BCEro H3aHMA, €IHHEIX BEIXOOHBIX JIAHHBIX.

Kax oOTHenbHBIM SK3eMIUIAp W OTHAeNsHOe HasBaHHE YYHTHIBAIOTCSA
CTAaHAAPTEl M KATAJOrH TNpPOMEINIEHHOro ofopymoBaHMA M wusfenu#i, npyrue
creupanbHeIe BHAB JOKYMEHTOB, BEIIYLIEHHBIE B BHOE OTACHBHEIX JIHCTOB, €CNH
KaAIeil B3 HHX WMeeT CBOH BHIXOJHEIE JaHHEIE, HEeHY, TUPax, NaWe eclH OHH
oﬁ-;.enmiemg ojHOM H3naTensckoi nankoi (obnoxkoi).

3.1.9. Heony6nuKoBaKHHBIE NOKYMEHTHl YYHTHIBAIOTCA B 3K3EMIUIAPAX M
HA3BaHMAX.

Kax ofux 9K3EeMIUIIP H OfIHO HA3BaHHe yYHTHIBAIOTCA:

JlerioHMpoBaHHas HayyHas pa6ota (KOMIUIEKT, COCTOSHMIME M3 JBYX
9K3eMIIAPOR paboThl) ¥ CONPOBOMHTENLHEIE IOKYMEHTEI;

HeonyGIMKOBAHHBIE JOKYMEHTH!, cOpONNOpOBaHHEIE MIIH COAepIKalliecs B
OTHeNbHOH namnke.

JiA KOHCTPYKTOPCKOH NOKYMEHTALHH ellMHMUeH yueTa ABNAETCA Heprex
MM MONHEI KOMIUIEKT KOHCTPYKTOPCKHX NOKYMEHTOB, OTHOCHIIMXCSH K OfHOMY
manenuio (obnexTy).

3.1.10. OGHoBisieMOe IIeYaTHOE H3JaHHe YWYHMTHIBAETCH Kak OT/AensHoe
HA3BAHHE H OT/AE/BHEI 3K3EMIUIAP NpY NEPBHYHOM NOCTYIUIeHHH B Gubnnoreky,
IMocnemyromue NOCTYIUIEHHA BKJIANHEIX JIMCTOB, NpEAHa3HAYEHHBIX [UIA
JIOTIONHEHUA WIH 3aMEHH COOTBETCTBYIOUIMX JHCTOB B H3/IAHWH, OTAENEHOMY
YYeTy He IMONexaT.

3.1.11. QaxcuMuIBEHOE M3MIaHKHe YUUTEIBACTCS KAaK OPHIHHANM.

3.2. AyauoBH3yalnbHEIE JOKYMEHTH

K  ayauoBHsyansHEIM  JOKYMEHTaM  OTHOCATCH  (POHOLNOKYMEHTHI,
BHIEOMIOKYMEHTEI, POTOJOKYMEHTH, KHHOAOKYMEHTEL.

3.2.1. Enusuuamu yueta GoHAa ayNHOBH3YANBHBIX NOKYMEHTOB ABJSHOTCA
SKIEMIUIAD M Ha3BaHMUE.

Kak oTaensHbIf 3K3eMINAp Y4UTLIBAIOTCA:




AHCK - AJif TPAMIIIACTHHOK;

KaTy1Ka, kacceTa Wi 6o6mHa - 1714 MarHiTHEIX dOHOrpaMM;

KacceTa - IS BAEOJOKYMEHTOR;

Kajp - s GOTONOKYMEHTOB (AMATIO3UTHEOB, CNaloB);

6o6uHa - V1T KAHOGHUNEMOB.

Kax 010 Ha3sBaHue yIuTHBAIOTCS:

OTACJIBHO BEIMYINEHHAS MPAMILIACTUHKA, KacceTa, mTnbo KoMraekT (ansbom)
TPAMIINACTHHOK, KacceT, o6beIMHEHHBIX O61MM HasBaHHeM;

MArHHTHA® (oHOTpaMMAa Ha OFHOH KaTyllke (KacceTe), MarHMTHasg
(oHOrpaMMa Ha HECKONBKMX KaTyllkaxX (kaccerax), OGBe/IHHEHHBIX O6IIMM
Ha3BaHHUeM;

OTACMBHO M3JAHHHIA (POHONOKYMEHT MIM KOMINEXT (OHOAOKYMEHTOB,
obbeMEeHHEX 0OIIHM 3arnaBneM;

KMHODUNIEM, THadHITEM HE3ABHCHMO OT YHMCJIA COCTARNAIOUINX YacTeld HIH
KaypoB (1N KOMIUIEKTA qHAMO3HTHBOB).

3.2.2. AynuoBuzyanpnple JOKYMEHTHI, SABJIAIONIMECA NpPHNOKERHEM K
pas’iu4HEIM H3JI2HHAM M BEHIONHAIOLINE CAMOCTOATENLHEIE (DYHKIMH, a TaKxKe
HCTIONB3yeMBle B pabore OTAEABHO OT OCHOBHOTO M3AHMA, MOTYT YYHTHIBATBCA

KaK OTHe/bHEIe K3eMIUIAPEL.

3.3. JloxymenTs!I Ha MHKpoopMax

K noxymenram Ha MUXpOOpMAX OTHOCSTCS MUKPODHNBME! H MUKPOGUILA.

3.3.1. Enpwnuuamu ydera JIOKYMEHTOB Ha MuXpodopMax ABISIOTCH
9K3EMILIAP ¥ Ha3BAHHE.

OK3eMIIAPOM JUIA HOKYMEHTOB Ha MUKPO(QOPMAX ABIMIOTCA: PYNOH — JUIA
MHKpOhUALMOB; (hHIa — N1 MEKpoduIL _

Kak opHO HasBamMe YYHTHIBAeTCH KOMIUIEKT MMWKPOOWIEMOB HITH
MHKpodHm, oObeauHeHHBIX OOIMM  3aIJlaBMEM, HE3aBHCHMO OT YHCIA

COCTABNSIONIHK JacTeH.
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3.3.2. Obmuii obvem (ouaa OKYMEHTOB Ha MUKPO(GOPMAX YUHTHIBAETCA 10

KOJIHYECTBY PpYIOHOB W GHIN, BrIOYas KOIMHH Pa3HEIX  TIOKONEHHH

(apxuBHbIe/pe3epBHEIE M NONE30BATENBCKHE). .

3.4. 3nexTpOHHBIE NOKYMEHTHI

K 2nexTpoHHLIM HOKYMEHTaM OTHOCATCS JOKYMEHTHI HA CBEMHBIX HOCHTENAX
(xoMTaKT-THCKH, (Ien-KapTh); HOKYMCHTBI, pasMelacMble Ha KeCTKOM JHCKe
Koammcrreﬁa (ceppepe) OMONMUOTEKM M JOCTYIHBIE TMONB3OBATEINNM Hepes
HHGOPMALHOHHO-TEIEKOMMYHUKAIMOHHEIE CeTH (Hanee - CETEBBIE JIOKANBHBIE
ROKYMEHTEI); HOKYMEHTEI, pasMelllaeMhleé Ha aBTOHOMHBIX aBTOMATHIHPOBAHHBIX
pabounx cranuuax OubivoTexkn (mamee - MHCTAUTHPOBaHHBE JOKYMEHTHI);
JOKYMEHTE!, pa3MelleHHble Ha BHEIIHHX TeXHWYeCKHX CpeNCTBaX, MOoNydaeMele
Oubnuorexolf  BO  BpeMeHHOE  [ONB30BaHHEe  Hepe3  HMHQOPMALKMOHHO-
TEJIEKOMMYHHKaMOHHEIE CETH Ha YCIOBHAX AOroBOpa, KOHTPAKTA, JIHIIEH3HOHHOIO
COTIAIICHUS C TNPOH3BOJMTeNsMH HHopMarwyu (manee — ceTeBbie yJIaneHHbIE
NOKYMEHTEI).

3.4.1. EnmEMuamMy yvera B3NeKTPOHHMWX JIOKYMEHTOB HA CBEMHBIX
HOCHTEJAX ABJIAIOTCA 3K3EMILAP ¥ Ha3BaHMe.

3.4.1.1. Kak oTmensHEIH 3K3EMIUIAD YYUTHIBAETCA KaXIAKIH ABTOHOMHBIH
065eKT (KOMIIAKT-/THCK).

Kak otnensHble 9K3eMIUISPHI  MOIYT YYMTHIBATBCA [PWIOKEHUS K
PasIHYHEIM H3[AHMAM, BRITIONHAIOME CAMOCTOATENBHBIC (YHKIHMH, @ TakKe
HcToNns3yeMele B pafoTe OTAenbHO OT OCHOBHOIO H3NAHHS.

Kak oTAenbHble SK3eMIUIAPEL HE YYHTHIBAIOTCA KOMIAKT-AHCKH, ECITH OHM
npencTarBisor coboll Bruagky (BAOXKEHHE) B W3flaHHE WIH ero HeoTheMIeMoe
NpHIIOKEHHE.

3.4.1.2. Kax oHO HAa3BaHHE YYHUTBIBAIOTCA:

OTAENLHO BRITYNICHHEIH KOMITAKT-AHCK;

KaokasiH KOMIOAKT-AMCK, BXOAAUMH B  HYMEPOBAaHHYI0  HIH
HeHYMEPOBAHHYIO CEPHIO 3JIEKTPOHHEIX H3IaHu#;
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KOMIUIEKT KOMTIaKT-AHCKOB, 06bEJHHEHHBIX OOIUHM Ha3BaHHEM;

H3aHHBIC B KaYeCTBE CAMOCTOATENLHBIX H3AAHHHA NPHIOKEHU K H3NaHUAM
moforo Apyroro BHAa, WMeiolme cOOCTBEHHOE 3arnaBHe H [JOIMYCKAIOUHE X
ucrons3opanve 6e3 oOpameHns K 0CHOBHOMY H3JaHHUIO.

3.4.1.3. B noxymeHTax Ha (ieln-kaprax Kak OJMH 3K3EMIUIAP H OAHO
HA3BaHAE  YYMTHIBACTCHS  KaKNOe LEJOCTHOE TpOM3BeNlieHHe, MMelolee
CAMOCTOSTENBHOE 3aTTIABHE. -

3.42. EmpayvuiaMd yyeTa CETEBHIX MNOKAILAKX M HHCTAJTHPOBAHHBIX
JOKYMEHTOB ABJISIOTCS BK3eMIAp (YCIOBHAS €lHHALA YIETA) U HA3BaHHE,

Kak omHO Ha3paHue Y4YHTHEIBAETCA IENOCTHOE IPOH3BEJEHME, WMElolIee
CaMOCTOSTENIFHOE 3arjaBHe, BHE 3aBHCHMOCTH OT ero mpeacrasnenus. Kak ogna
eJUIHMIIA YIHTHIBAETCH NONONHIEMEIN M 0OHOBIIEMRIH 3JIeKTPOHHEIH JJOKYMEHT.

Ox3eMILIApOM SBNAETCA AOKYMEHT B omnpefelneHHoM (opMaTe xpaHeHHs
HIIA NpeficTaBnenys. DopMaTsl OHOH M TOH e eMHMIE! KOHTEHTA YIHTHIBAIOTCS
OTAENEHO,

3.43. EpuuAnaMH yyeTa CETCBBIX YHANCHHEIX JOKYMEHTOB SBJISEOTCH
3i3eMIUIAp (YCIOBHAS efIMHMIIA YYeTa) H Ha3BaHHe,

Kak omus oxk3eMiomsp W ONHO Ha3sBaHHE YYMTHIBACTCH  KaKALIH
MONHOTEKCTORKIH NEKTPONHEIH JOKYMEHT, HMelONIH# caMoCcToATeIbHOE 3aTT1aBHe,
BIIIOYEHHKIH B TAKeT. K KoTopoMy OQOpMJIEHO @IpaBO JOCTYna y €ro
npomBoauTens. Kak ogHa epunnana quméaercx nononuseMelit ¥ 06HOBNAEMEIN

3JIEKTPOHHEIA NOKYMEHT.

IV. Yuer nocTynnesus NOKyMEHTOB B GubanoTe b Gonz
Joxyments! noctynaior B 6mbamoreky 1 Bnodaores B OGubnnorewnsiit
¢GOHI B pesynkTaTe NMOCTABKM OGA3ATENBHOrO IKIEMINAPR, NOKYNKH -(MOMIHCKH,
ofMeHa, JapeHMs, IOXEPTBOBAHAA, KONHPOBAHMA OpPUTHHANOB H3 ¢oHaa
6ubnuoTexH).
4.1. JJoxyMeHTHl TpPHHHMAIOTCA NO NEPBHYHBIM YHYETHBIM J[OKYyMEHTaM

(HaxIanHas, aKT), BKAKYAIOUINM CIIMCOK TOCTYTeHHH.
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4.1.1. TlpueM JOKyMEHTOB, NocTynaiommx B 6ubmuorexy 6e3 mepBuwHBIX
JloKyMeHTOB Ha GespoaMesnHol OcHOBe (0OOf3aTElILHLIE 3K3EMILIAPLI, JCIIO3HTHLIE
3K3EMILUIAPEl MEKAYHAPOAHEIX OpraHusaumil, Oe3po3MesnHble MOCTYIUIEHHS H3
HEM3BECTHEIX M AHOHHMHBIX WCTOYHHKOB), o0DOpMIAETCE AKTOM O NpHEME
HOOKYMEHTOB.

4.1.2. IIpueM NOKyMeHTOB, OCTyNalOmuX B GuGIMOTEKY OT IOPHUAHUECKOrO,
(bn3IrdecKoro muua B BHAE Japa C YKAa3aHHEM ero HasHAYeHMA AjId [ONOJMHeHHS
6ubnnorewHoro dorna, oGopMAIETCS NOIOBOPOM NOKEPTBOBAHHA B COOTBETCTEHH
¢ I'pasxaanckum xonexcom Poccuifickoit Qenepauun (cr. 574, 582).!

4.1.3. TlpueM NOKYMEHTOR OT UHTaTeNel B3aMeH YTepPAHHBIX U MPH3HAHHBIX
PABHOLEHHBIMH yTpadeHHRM, OOPMIIAETCS aKTOM O NpHéMe IOKYMEHTOB B3aMeH
yTepsHHBIX. B axkTe yxazpieaercd QaMWTHs, MHUIMAIE! YMTATENs, cBenenus 00
YTEPAHHBIX W3faHuax (PErucTPalHOHHEIA HOMep, Kpatkoe OuGimorpaguueckoe
ONACAHWE  W3NAHMs, IlieHa) CBEJEHMA O TPHHATHIX M3NAHHAX (KpaTKoe
Gubmiorpauueckoe  omMcaHue M3JaHMA, LEHA), TMOAMMCH 4YHTAaTeNd M
nNpUH¥MAalolled CTOPOHEL.

4.2. Ounenxka CTOMMOCTH TIEpPHOAMYECKHMX W3maHHI, nocrynﬁlonmx B
6ubnuoTexy Ha BpeMeHHOe XpaHeHHe, He [IPOH3BOJANTCA.

4.3. JlokyMeHTHI, mocTynaiomme B GHOTHOTEKy, MOMIEXAT CYMMApHOMY
yHery.

4.3.1. Cpenenus o BKmOYaeMEIX B OubGnmoredmmil (oup HOKyMeHTax
$huKCHpYIOTCA B KHUIE cyMMapHoro yvera Guémoreynoro GoHna Wwid B ApyroM

BHJIe perucTpa coriacHo 1m.1.5.2.

! Mpaxancknfl konexc Poccuiickoll Deacpamns. Yacts sTopan ot 26 ans. 1996 r. Nel4-$3 // Cobp.
saxoxosarenscrea Poc, @eaepaunn. — 1996 r. - Ne5, cr.410. - C.1110-12096.
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Persctpel cyMMapHOro y4deTa AOIDKHBI HMMETbh 3aroJIOBOMHEIC® HAHHHIE:
HAHMEHOBAHME PperucTpa, HAaUMEHOBaHHE OPraHM3allMM, [oApaszeneHna. B
PETHCTD BIMCHIBAIOTCS JIaHHBIE O MOCTYNMBIIEH HApTHH aowuenﬁn: naTta u
NOPAAKOBEI HOMep 3anucH (OPANKOBLIH HOMEp 3alHCH €XErOAHO HAYMHACTCH C
Na 1), HCTOMHEK IOCTYTUIEHHA, HOMEDP H NaTd [IEPBHYHOIO YYETHOIO AOKYMEHTA,
KOJIHYECTBO MOCTYNMUBIIHX NOKYMEHTOB H CTOHMOCTE,

4.3.2. CymMmMapHBIH y9eT MOCTYIUIEHHMA 3JEKTPOHHBIX CETEBHIX JOKAIBHBIX
JIOKYMEHTOB BeJieTcs B 3JIeKTPOHHOM PEeCTpPEe B COOTBETCTBHH C NOK&3aTEIAMH
n.5.3.1, ¢ yKkazaHHEM HAThl 3aTPY3KH NOCTYIIEHHH B CHCTEMY.

4.3.3. Cymmapuniil y4eT MOCTYNNEHHA 3NEKTPOHHLIX CETEBHIX YAANEHHBIX
HNOKYMEHTOB BEJETCH B OS/EKTPOHHOM PEECTPE C OTPAKEHMEM CIENYIOMMX
nokasatejeil: JaTel ¥ NOPAAKOBOIO HOMEpa 3alHCH, PEKBU3UTOB JIHUEHIHOHHOTO
jgorosopa (Ha3BaHHS K HOMepa MOKYMEHT4, Cpoka ero AeHCTBHS, CTOMMOCTH),
Konuyectra 06a3 NaHHEIX (IAKETOB) ¥ BIJIIOYEHHBIX B HHX HA3BAHHH.

Ilpy nmopcaeTe CyMMapHOTO KOJMYECTBA HA3BaHHN  HCKIOYAlOTCA
JyGnupyronypiecs Ha3paHHA B MaKeTax Ha ojHOH ratdopme.

4.4. JoxyMeHTHl, TIOATOTORIEHHBIE X TpHeMy B OGubnmHorewnsii doug,
nosepraioTes nepeuuHoi 0bpaboTke B HHAUBKIYANLHOMY YYETY.

44.1. MugusuayaapHbid y4eT HOKYMEHTOB  OCYINECTBIAETCA WYTEM
NPUCBOCHHA KAKIOMY SK3eMIIAPY AOKYMEHTA PEIHCTPALMOAHOI0 HOMEpa, HHOMo
3HAKA B KAYECTBE PErHCTPAlHOHHOIO HOMepa (CHCTEMHOTO HOMEPa KOMIILIOTEPHO#H
NpoTpaMMsl, INTPHUX-Ko#a W Apyrux). MBpgneHayansHeil RoMep 3aKpenisercs 3a
JOKYMEHTOM Ha Bce BpeMs ero Haxoxlenus B onzge OGubivorexu.
PerncTpauuonnsie HOMepa HCIUIIOMEHHRIX M3 (QOHAA JAOKYMEHTOR He
NPHUCBAHEAIOTCH BHOBL IIPHHATHIM JIOKYMEHTaM.,

PerucrpalluoHHBlE  HOMEpPa  MPOCTABNAIOTCA  HEMOCPEACTBEHHO  Ha
JIOKYMEHTaX M OTP@KAaKTCA B PErMCTpe HHAMBANYATFHOIO YuYeTa JOKYMEHTOB,
NpHHATOM B OubnuoTexe.

PerncTpsl HHOMBHAYAILHOTO y4eTa JIOJDKHBI HMETH 3aro0BOYHbIE JAaHHEIE!

HaHMEHOBaHHE perucrpa, HaWMEHOBaHHE OpraHH3alHH, CTPYKTYPHOI'O
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nonpasfienenys. B perucrp BNuchiBalOTCA ABHHBIE O KAXKOOM AOKYMEHTE: JaTa
3aIHCH B perHcIpe, perHcTpalMoHHEIi HOMep, Kpatkoe Gubnsorpaduyeckoe
OMMCAaHHe OKyMeHTa (ABTOp, 3arIaBye, TOM, YacTh, BRINYCK, MECTO H IO H3JaHus),
1leHa JOKyMEeHTa, yKasaHHas B CONMPOBOMTEIEHOM NOKYMEHTE.

4.4.2. VupmeumyansHHP yd9eT nepHOmHYecCKHX H3maHMll Bejerca B
PEerHCTPAlMOHHON KapTOTeKe NepHONWYECKHX H3JaHWil, NpeaHasHauYeHHOH Uit
ydera Raimoro Ha3BaHUA M KRKJ0TO 3K3EeMIUISpa, MMM B aBTOMATHIHDOBaHHOM
Gase maHAMX.

Jlna mepHoAMYECKHX HM3JaHUN B KAYeCTBE PETHCTPALHOHHBIX HOMEpPOB
MOTYT HCIIONBE30BaTECA MOOKME HASHTHORKALUMOHHEIE HOMEPA: CHCTEMHBIH HoMep
B ABTOMATH3HPOBaHHOH 6aze NaHMBIX, perHcTpaunOHHBI (YOpSAKOBEIA) HOMeEp
3AMMUCH B PETHCTPANUOHHON KaPTOTEKe.

4.4.3. HupguBHRyanpHHH y49eT [OKYMEHTOB, HKMEIOLIHX B CBOEM
o(hOpMIICHHE JIParolieHHEIE METAILNIE! ¥ (HIH) Paroli€HHbIe KAMHH H OTHECERHBIX
K KaTeropun ceiioBoro XpaHeHHs, OCYIIECTBINETCA B CIENMaNLHOM PETHCTPE, B
KOTOPOM, KpOMe TPaAMLHOHHEIX TNokasaTenel, [aeTcA ONMWCaHHE BHEIIHEro
opopmnenus aoxymenTa. Kaxmeii nmacT permcTpa CONpOBOXKAAETCS UTOrOBOH
3AMKCHIO C YKa3aHHEM JaTH e€ COCTABNEHHA M KOJIHYeCTBa OMAcaHuH Ha nucTe.

4.4.4. B peructpax MHIHBHAYAILHOTO y4eTa B NPHMEYaHHAX YKa3bIBAETCA
HATHYMEe W BHA NPWIOXKEHHS K OCHOBHOMY NOKYMEHTY, & Takxe ocolberHocTH
IK3EMIULAPA LEHHBIX H PeJKHX AOKYMEHTOB (HanpHMep, HalRuyé YHHKAILHOIO
nepenneta, Maprusang#, sedexros ¥ 1.11.). IlpA Hanwgun nacnopTa NOKYMEHTa
JlaeTcs OTCHUIKA K HeMy. B npiMetuaHHsx MOXeT yKasblBaThCa NPRHAMNEXHOCTH
JOKYMEHTA K KATErOPHH KHHXKHBIX NAMSITHUKOB.

44,5, HWppusupyanbHBE ydeT 3MEKTPOHHEIX CETEBBIX  JIOKANBHBIX
JIOKYMEHTOB OCYLIECTRIAETCA NYTEM BBOJA B 023y HaHHBIX MeTauH(bopMalMu o
3arpyske JIOKyMEHTa B OJlieKTpoHHylo OubnmoTexy ¢  aBTOMaTHYECKHM

NpPUCBOCHUEM mémdmxauuonnom (cHcTeMHOTO) HOMeEpa KAKIOOMY JOKYMEHTY.
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4.4.6. ViHAMBHOyanBHLIH yYeT SNEKTPOHHEIX CETEBBIX  yAANEHHKIX
HOKYMEHTOB OCYNIECTBNAETCA B SIEKTPOHHOM BHJAE nyTeM perucrpauun 6az
NaHHEIX (maKeTos) 6e3 NpHCBOSHHS MM PErHCTPALMORHOTO HOMepa,

B peectp MHIMBHIYaNbHOrO y4eTa CeTEBBIX YHAIEHHRIX NOKYMEHTOB
BKJIIO9AI0TCA OCHOBHEIE XapaKTepHCTHKH 0a3hl JaHHBIX (Nakerta): omucanHe Ga3kl
NaHHBIX (HasBaHMe, NMPOM3BOAMTENH, mardopma ¥ (MAH) agpec BXoAa), CPoOK
OKOHYauHA Npapa JOCTYNa, KOJHYECTBO Ha3paHMM, sxogsmux B Ga3zy naHHBIX
(maxer).

B xomMdecTso Ha3BaHUH BKMOYaeTCs obMiee KONHYECTBO MONHOTEKCTOBRIX
HOKYMEHTOB (KHMI, >XYpHanoB, Tra3eTr, I4TEHTOB, CTAaHJApTOB W JPYrHX
IOKYMeHTORB, YYHTHBaeMblx B GHOnHoTeke). He BIIOYAIOTCS B 3TO KOJNHYECTBO
JNOKYMEHTEI, KOTOpHE OOLMHO He H3AAIOTCS OTHENBHO B IlevaTHOM dopmare,
TakWe xak npodunu KkoMnaHm#l, craTMcrTuveckue TaONMIL], aHANHTHYECKHE
Marepuansl MapkeTdura. Jina 6a3s  manHpIX (DakeToB), He cCOAEPMAIIMX
MOMHOTEKCTOBEIX IOKYMEHTOB, B PEKBU3HTE (HA3BAHHE» NIPOCTABRIAETCS eANHMIA.

4.5. JloxymenTsl, Biunogaemble B Gong Gubnuorexn, Mapxupyiorca. [Ipn
3TOM MOryT GBITH HCMIONB3OBAHEI LITEMITENH, KHHXKHEIE 3HAKH, HHIMBHIYATEHEE
IITPUXOBEIE KOABI, Apyrue BHAB Mapkupoekd. OcHoBHuIe TpeoBaHHd, KOTOpEIE
gominel  cofmopiaTthcs  TpM MapKMpoBke  JIOKYMEHTOB:  0Oo3HaueHHe
NPHAAINIEKHOCTH,  3CTETHKA, JIONIOBEYHOCT,  MapKHPOBOYHOIO  3Haxa,
COXPaHHOCTh TEKCTA HIH APYTo#i 3HAKOBOK HHOPMALIH.

4.6. Ha noxymeHTax, ARISIONIMXCA IPUIOKEHHEM K OCHOBHOMY HOCHTEIHO
H €ro HeOoThEMIEeMO} HacThio, TPOCTAWIAIOTCA Te e PEKBH3HMTEI, 4TO M Ha
OCHOBHOM [IOKYMEHTE.

4.7. DNeKTpoHHBIE CETEBhle JIOKANbHBIE JOKYMEHTHEl M 3NEKTPOHHEIE
CeTeBEle  YNANeHHble  JOKYMEHTH  HAEHTHOULHDYIOTCA  CrelHanbHEIMA
MPOTPaMMHEIMH CPeJICTBAMH,

4.8. Ha npHuATBIX NEepBMYHEIX YHETHBIX JOKYMEHTaX [POH3BOJUTCH

3aNMCh, MONTBEPXJAIONIAA, YTO TIOCTYIIMBIIHE JOKYMEHTH IMPHHATE B
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6ubnnoreunnii donp xax B ofbekT 0CO0O LEHHOTO ABHAKHMOrO HMYyILIECTBA
{nanee ~ OLUJIH) mnu kax 8 06LEKT HHOTO ABHKIUMOTO HMYIIIECTRA.,

49. [IlepsuyHple Yy4yeTHHle JOKYMEHTH, TIOATBepXpaiouwe (akT
NOCTYNNeHWs, IepefalTcs B OyXranTepHio s BKIIOMEHHS B YYeT
Gubnnoreysoro dpouna.

4.10. ExexpapTanbHO, TP YCIOBHH HaMeHenns coctasa OLUTH, ceenerma
o6 ofmem KOMHYeCTBe M CTOMMOCTH JOKYMEHTOB, BKMOYEHHEIX B COCTAB
6mbnuoredroro goxna, kak oOBEKT 0coO0 IEHHOrO JBHAKHUMOIO nﬁymwma,
TIEPeJAOTCA YIPEIHTELO.

. V. Yuer BubpiTAs OKyMeEHTOB 13 Gubnuoreunoro gonpa *

HokyMenTs .pEIOBBaOT W3 OubmuoTedHoro doHna B CBA3A ¢ (uandecko
yTpaTtoii WiIH wacTMYHOM NGO TIONHOH yTparoH NOTpeGHTENBCKHX CBOHCTS.
Bufspaoliie AOKYMEHTH HCKmodalorcs #u3  O6ubimmoredHoro doupa #
CHIHCHBAIOTCA C BO3MOXHOCTHIO mocaeAyoiel GelposmesfHolt nepenaus. B
apyrue 6ubnnorexu nu6o peanusaimm.

5.1. UckmoueHue goxymeHToB W3 GubGnnoreunoro ¢oHIa JoIycKaeTcs no
CHCAYOIAM NpHYHHAM: YTpaTa, BeTXOCTh, He(eKTHOCTh, YCTapenocTh NO
cofiepXKaHnio, HepoQHIBHOCTE.

HenpodunsHOCTh [IOKYMEHTOB YCTaHAaRMHBaeTcs Ha OcRose [lpoduina
KOMIUIEKTOBAHHA (DORAA WIH HHOTO HOPMAaTHBHOIO NOKYMEHTR, YTBEDKIAEMOro
pykoBoputenem 6ubnuorexy. ITo npuyyHe HeNPODHILHOCTH MOTYT HCKIIOYATECS
3 dompa NOKYyMEHTH, He KOMIUleKTyemule Gubnuotexod (UpH oTkase oT
KOMIUIEKTOBAHHAA OTHENLHBIX KATEropHil JIOKYMEHTOB), HM3NMIIHE Jy6IIeTHEE
3K3EMIVISPH, 3aMeHeHHble (onee MONHBIMM IO COHEPXAHMIO, JIYYIUHMH IO
odopMIIeHHIO, (PH3WYECKOMY COCTOSHHIO H3JAAHWIMM; TI0 HCTeYeHMH CpOKa
XpaHeHHs [OKYMEHTOB, MpPH HM3KOM YPOBHE YHMTATeJILCKOrO crpoca, MpH
HECOOTBETCTBHHM ONEKTPOHHBIX JIOKYMEHTOB TEXHMYECKOMY M IpOrpaMMHOMY
ofecnevenuio Guénuorexy.

5.1.1. MHckmodeHne JOKYMEHTOB @O TMpHYHHAM YCTapenocTH 1o

COAEPKAHUIO, HEMPO(GMILHOCTH (MANOCTIPALIMBAEMBIE), a TAIOKE O NpHYHHAM
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BETXOCTH M AedEeKTHOCTH He JONYCKAeTCA M0 OTHOIIEHMIO K e/MHCTBEHHBIM
3KIEMIUIAPAM ACKYMEHTOB nocTosHHoro (beccpouyHoro) xpaHeHus.

5.1.2. VcxmouenHe NOKYMEHTOB, OTHECEHHBIX K KHHXHBIM MaMATHHKaM,
JIOTYCKaeTCA TOBKO MO NPUYHHE YTpaThl NPH YCJOBHH OTPaXeHHA HH(pOpMAaIHA
0 KHIDKHOM MaMaTHHKE B PeecTpe KHIDKHBIX aMATHHKOB.

5.2. BribeTie foKyMeHTOB 13 6ubnnoredsoro donna odopmnsercs AKTOM
0 CIMCaHHH HCKMoueHHHX o6bexros OuGnnorewnoro ¢ompa (namee AT o
cnucagnn) mno dopme (xox no OKV]| 0504144), yrsepanuennont Ilpuxazom
Munpuna Poccru ot 15.12. 2010 Nel73m, saperucTpupoBaHEsiM B MHHIOCTE
Poccnn or 01.02.2011 Nel19658.

B AKre 0 CNHCaHHMH OTpa)aloTcs CBEJeHHs O KojHuecTBe H obmeft
CTOMMOCTH HCKIIOYaEMBIX AOKYMEHTOB, YKA3RIBAETCA NMPHYMHA HCKIIOYCHHA H
HampasneHHe BhIGLITHA HCKIIOYAEMEIX IOKYMEHTOB.

5.3. K AXTy © COMCRHHMH DpHNAaraercs CIMCOK Ha HCKodeHde ofLexkToB
bnbamoreynoro ¢Qonjaa (aanee CHHCOK), KOTOPEIA BKMIOYAeT Cleylolnue
CBEAEHHA: PEerHCTPALHOHHEIA HOMep M UM(p XpaHEHHA JOKYMEHTa, Kparkoe
6ubnnorpadmyeckoe onucanue, UeHy OKyMeHTa, 3aQUKCHPOBAHHYIQ B PErHCTpE
MHAMBHAYANLHOIO y4eTa JOKYMEHTOB, Koaddpuument TepeolieRKH, NeHy NocTe
nepeoneHky U O6ILYI0 CTOAMOCTH MCKITIOYAEMBIX OKYMEHTOB.

JIns TeyaTHBIX NOKYMEHTOB BPEMEHHOrQ XPAHEHMA MOMYCKAETCA 3aMeHa
CIHCKA KHIDKHBIMH (hopMyapamu.

Jins moxymentos, o6paboTaHsniX rpynnoBsM (YNPOmMEHRHEIM) crocoboM,
BMECTO CITHCKa JaBTcs nepedeHb PerHCTPalHOHHBIX HOMEPOB, BYJI HCKMOYaeMBIX
HA3NaHAH, HX KOJHYECTBO.

54. K AXTy 0 CnMCaHMH N0 NpHYMHE YTParsl M CITHCKY NpHIAaraiorcs
JIOKYMEHTBI, TIOATBEPXKAAIOIAE YTPaTy (NOACHHTENBHAL 3alTHCKa, B CITydae KpaxH
MM XMIeHHA - TPOTOKOJ, aKT, 3ak/OYeHHE YMONHOMOYEHHBIX OpraHoB, IpPH
BoaMemenny yuep6a - puHancoBbiil JOKYMEHT 0 BO3MeleHHH yiepba).

BosMmemnenuwe uutaTenamu ymepba pgomyckaercd B (opme 3aMeH:!

YTEPAHHOTO JOKYMEHTA PaBHOLUEHHEIM Tubo myTem aenexHol xomnencanuu. Ipu
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npueMe JeHer OT uMTartenell B3aMeH YTePAHHBIX KHHMT HAH JpYrHX JOKYMEHTOB
COCTARILAETCA MPHXOMHBIH OP/Iep, W YHTATEINIO BLIIACTCS KBHTAHLMA YCTAHOBIEHHOTO
obpasua.

5.5. Tlpy BO3MEINEHHM uMTaTeneM ymepba CTOHMOCTh YTPaYEHHBIX
AOKYMEHTOB YCTAHABJIHBAETCA DKCNEPTHOM KOMHCCHel 1O OLEHKE JOKYMEHTOB,
Ha3HaYeHHOH NMpHKa3oM pyKoBoauTens GubnHoTexu.

Tlpy yTepe HAHM XMINEHHM NEHHAIX W PEIXHX KHHT JINst ONpPENENeHHMS MX
CTOMMOCTH KOMHCCHS MOXeT NpHRiexark K CBoeH pabGoTe COOTBETCTBYIOUIHMX
IKCIEPTOB, @ TAKKE HCNIONE30BATE MaTepHaihl HAYMHO-METONHHYECKHMX IEHTPOS,
KHIDKHBIX ayKIWIOHOB H ApMapok. B orax ciywasnx onpepeneHue MPHIHHEHHOro
yiiep6a npenessHbIMK KoadhulHeATaMA KPaTHOCTH He OrpaBnJyHBaetCs,

5.6. AXT o chnHMcaHHM TO OfHOH M3 MNPHYHH, YyKasaHHEIX B n.5.1, ¢
TPHIOKEHHBIM CIHCKOM NOANMKCHBALTCA NPefice/laTesieM M YieHaMH KOMUCCHH 1o
cnucanue o6vekTOB OHOnHoresnoro ¢oHma, yTeBepkOaeTcs PYKOBORHTENIEM
YUpERAEHUS.

5.7. Tlocne yTeeprkenns AKTa O CIIHCAHHH OCYILECTBIAIOTCS MEPONPHATHA
N0 nepepacrpefie/leHHI0 W Pealu3auMi CNHCcaHHBIX obbexktos GubmMoTewHoro
tdonpa.

5.7.1. Jlokymentsi (cnmcanssle o6bexTl OuOmmoreyHoro donpa),
HCKJIIOYEHHBIE 10 TIPHYMHAM BeTXOCTH, JAG(EeKTHOCTH, YCTApeNOCTH IO
CONCPKAHNIO, HANPARNAIOTCE B MYHKTH BTOPHYHOTO cHiphs. Mekmoueunsie w3
tdoHnos MHKpOQOPMEl Ha rajoreHunocepeGpARON MIeHKe TOINEXAT claye Kak
cepeipocoiepXalliie OTXOAL! B COOTBETCTBHM € 3aKOHOMATENheTBOM Pocchiickoi

Ilpu OTCYTCTBMM IyHKTOB BTOPCHIPES MM B Ciy4asx, Korga cpada
JIOKyMEHTOB Ha nepepaboTKy 3KOHOMHYECKH Hellenecoobpasna, 6GmbmmoTexn
YHUYTOMAIOT HCKMNIOWEHHEIE IOKYMEHTE] HA MECTE B TPHCYTCTBHH JIHLL, KOTOphIE
COCTaBJIAIOT aKT 00 YHHYTOXEHHH CIHCAHHEIX 06bexToB 6nbnHoTeunoro Goxaa.

B AxTe 0 CHHCAHHH OTPAXKAIOTCA HAMMEHOBAHKeE, HOMED M JIaTa AOKYMEHTa,

noATeepXkAarolnero (akT CAAYH CHHCAHHBIX OOBEKTOB B NYHKT BTOPHYHOIO
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CHIPbS, HIH aKTa 06 YHHUTONEHHH CIIcaHHRX obbekToB GubruoredHoro douza.
JoxymeHT npunaraercs K AKTY O CIIHCAHUH €O CITHCKOM.

5.7.2. [doxymenTs! (cliicaHHble oOBexkT! OHbnuoreynoro doHaa),
HCKITIOYEHHEIE 110 NPHYAHE HeNpOoQUIBHOCTH, NepefaloTca 1o aKTam B 0OMeHHbIH
donz B nendax pansHeimed nmepenaun Ha GesposmesnHoN ocHoBe GuOMHOTEKaM
AIH peanu3anuy GHINYecKUM o IOpHIHYECKHM THIAM.

5.8. Tlocne 3aBepuleHHA MEPONPHSTAN, MNPELYCMOTPEHHRIX AKTOM O
CIMCAHMM MCKIIOYCHHBIX 00beKxToB OMGnuoreunoro douaa, nepesii axseMmisp
AXTa O CIMCAHMH CO CIHCKOM H JIOKYMEHTOM, TIOATBEPKIOROLWMM BHOHITHE,
niepejiaeTcs B GyXranTepHio, BTOpPOH 3K3eMIUIAP OCTAeTcsi B NOMpa3fiencHUH,
ocyIecTBIAIOMmeM y3eT bubnHaTe Horo donaa.

Ha ocHoBan#m AxTa 0 CriHCaHHM HCKIIOYeHHBIX 00BeKTOB bHOMHOTEYHOrO
douna GubnHoTeunoe noppasfieneHne u GyxraiTepHs BHOCAT H3MEHEHMH B
COOTBETCTBYIOLIHE YIETHEIC JOKYMEHTEI,

5.9. AKTEl O CHHCaHHH PETHCTPHPYIOTCS B KHHIe CYMMapHOro y4era
GubmaoTeyHoro gona» (MIM ApYroM BHIE PErHCTPa CYMMapHOTo yueTa BhIORITHA
JOKYMEHTOB, NpUHATOM B Gubimorexe).

5.10. B perucrpanyonmol xksmre (unu JpyroM BHIE PErHCTpa
HHAHBUIYANIBHOrO y4erTa JIOKYMEHTOB, npaHaToM B 6MGnHOTEKE) npocTaBnseTca
HOMEp H Aarta AKTa O CIIHCaHHH.

5.11. Bee uckmodaemble u3 donga OGuGNHOTEKH NOKyMeHTH (KHHIH,
XKYPHANLL, APYTHE BH/IBI IOKYMEHTOB) HOJXHE GHITE COOTBETCTBYIONMM o6pasoM
oiopMIeHB: CHEUMANBHEIM INTEMNEIEM XOMKHBL OBITh TIOTAWIEHH! [ITAMIIAI
6nbnuoTexH.

5.12. DOnekTpOHHEIE CETEBRIE JIOKANBHBIE JIOKYMEHTBl YNAJSIOTCA M3
3IEKTPOHHOMN 6UEMHOTEKH Ha OCHOBAHAW AKTA O CIIMCAHNM C YKA3aHHEM NIPHYHHE]
ncxmodenns. Hamvenosanue, HoMep M faTa akTa BBOAATCH B Gasy HaHHEIX B
KayecTse METaHHPOPMAIIHK K COOTBETCTBYIOIIEMY HOKYMEHTY.

Ha ocuopaHuH  BBEJEHHBIX CBEfleHMil NPOTrPaMMHEIM  criocoboM

¢dopmupyercs nepeyeHs AKTOB O CIACaHHH (PEECTP CyMMAapHOTO ydera BhIOBITHA
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CETeBHIX JIOKANBHEIX JOKYMEHTOB) H NepeyeHb CITHCAHBRIX 00BeKTOB 3N1eKTPOHHOM
6ubnuorexn (peecTp HHAWBHAYANBHONO Y4YeTa BHIGHITHA CETEBBIX JIOKANBHEIX
JOKYMEHTOB).

5.13. BpiGbiTHE ONEKTPOHHBIX CETEBBIX YHANEHHHX [OOKYMEHTOB He
odopmisierca cneunansHeIM lokymentom. [lonTeepxaennem BEIGEITHA SBIAETCS
HCTEYEHHEe CpPOKa AeficTBHS AOKyMeHTa (JIOroBOpa, KOHTpakTa, JHLEHIHOHHOIO
cornamenus), oopMIEHHOTO Ha NMpaBo JOCTyna K onpeneleHHod Gasze JaHHEIX
(makeTy) CeTSeREIX [OKYMEHTOB, H OTCYTCTBHE JOroBOpa, KOHTDAKT4,
JIMUEH3HOHHOrO cornamenus, oGopMIEHHOrO Ha HOBEIH CPOK.

5.14. ExexsapraisHo, MpH YCIOBHM HaMeHewus cocrasa OLUIM, obumne
CBEMIEHHS O KOJIMYECTBE ¥ CTOMMOCTH IOKYMEHTOB, CITHCAHHEIX 13 GH6nHoTeunoro
tdonna, xax obvexra o0cofo UEHHOrO JIBHKHMOINO HMYIIECTBA, € YKa3aHWeM
nepeyHs AKTOB O CIUCAHMM, NIPHYMH M HAnpaBlieHH BEIOBITHA AOKYMEHTOB,
npeAcTapnsioTcs  ygpexauremo. KommuecTso pribmBaiomux HOKYMEHTOB He
JOMKHO TpPEBRINATE KONMYECTBA BHOBb IIOCTYNAIOUMIMX JOKYMEHTOB B
oubmoreunsiit Goua.

VI. ¥Yuer uroros asuxenus 6ubnuaoreanore pouaa

6.1. Hrord npmxenusa GoOHIOB MOMABOAATCH B KHHTe CYMMADHOIO Y4eTa
GubnEoTedroro Gouga (MIH APYrOM PETHCTPe CYMMApHOTO ydera, TPHHATOM B
6u6nHOTEKE) HA OCHOBAHMM JAHHKIX CYMMapHONO y4eTa O TOCTYTLIEHHH W
BHOKTHH JIOKYMEHTOB. .

HToroBele nannsie HMeIOT YeThipe 06A3aTeIbHEIX MToKazaTeNs: COCTOMNO Ha
HaYaJI0 TOJia, NOCTYIUJIO 3a IO/, BAIOALIO 3 roJ, COCTOMT Ha KOHEN rojia

HroroBrie faHHEIE NO 3NMEKTPOHHBIM CETEBHIM YIaleHHBIM AOKYMEHTaM
NIPEJICTABNAIOTCS CHS/YIOUMMH [OKA3aTeNAMH YYETHBIX CAMHHI: COCTOSJIO Ha
Hayano rofia, oopMIeHo B JOCTYN B TEYEHUE roaa, AOCTYIT MpeKpalleH B TeyeHne

roga, COCTOMT Ha KOHEU roga.
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6.2. Cpenenus o6 HTOroBeIX JIanHBIX ¢HKcHpyloTCA B (opme
rOCYAapCTBEHHOM CTaTHCTHYecKOH OTYETHOCTH M NpeiCcTagMlTca s uenei
TOCYNApCTBEHHON CTATACTHYECKOH OTUYETHOCTH.
HroroBele nauunie of oOMenHoM dioHge He BnoOHaloTcs B ofnme

noxasarenu 6ubanoreyHoro douza.

VIL Ilposepxa Hamu4us KoKyMeHToB 6ubnuoTeyHoro donna

7.1. Ilpoeepka wanuumsa poxkymeHToB 6GuGnnorewnoro dionza (manee —
mpoBepka (poH/Ia) Mpou3BoAKTCA B 006A3aTeNIBHOM MOpAJXE:

TpH BHABJICHHH (aKToB XWIIeHHA, snoynorpebnemus MMM nopyM
IKOKYMEHRTOB;

B ciyyae CTHXMHAHOro 6cACTBHMA, TIOXKapa WIH JAPYrdX w4pesBbiYalfHBIX
cuTyanni, BRI3BAHHEIX 9KCTpEMasbHEIME YCIOBHAMH;

TIpH peopraHH3alHA KM THKBHAALINH GHOIHOTeKH;

Jis NpoBCHEHHA TPOBEPOK PYKOBOMHTENEM OpraHH3allHM HasHA4aeTcs
KOMHCCHSA, B COCTAB KOMHCCHH [OJKEH BXO/NTH NPeICTABMTENE GyXranTepus.

7.2. Ilposepxa $oHza B IIAHOBOM TIOPAAKE OCYMECTBINETCS B CIENyONMe
CPOKH:

JIOKYMEHTHl, MMelomue B OQOpMIEHHH JAparoleHHBle MeTasl H (Aam)
JIpSTONEHHBIe KAMHH — €XKET0HO;

dona peaKuX ¥ HEHHBIX KHUT — OJIH pa3 B 5 neT;

donar 6ubnrorex qo 50 TEICAY YHETHBIX IHHHILL — OIHH pa3 B 5 J1eT;

donzsl 6ubnuorek or 50 mo 200 ThICAY YUYETHBIX ENMHMI] — OIHH paz B 7

ner;

doram 6ubnuotex ot 200 THICHY K0 1 MHINHOHA YHCTHBIX €/TMHMIL — OHH
pa3s B 10 ner;

douysr 6ubauoTex or 1 o 10 MMIHOHOB YYeTHBIX SIAHHAL — OIMH Pa3 B 15
net;

doumsr 6ubnuorex or 10 1o 20 MENIHMOHOB YUETHBIX eIMHML — OIMH pa3 B

20 ner;
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(onawr GubnHOTEK CBBINE 20 MUINKOHOB YHETHBIX AHHMN — | MHNTHOH
3KIEMILIAPOB B TOA.

Inanosas npoBepka doHaa GHONHOTEKH MOKET OCYIIECTBIATECA MOITAIIHO
B COOTBETCTBHH € TPadiukoM NnpoBeaeHk s TPOBEpKA Beero Gonna Ui ero vactu (B
TOM YHCJE PEAKHX M UEHHEIX KHHT) C ompejefieHHeM CPOKOB M KOJIHYECTBA
nIaRApyeMoro o6beMa paboTsl.

7.3. IlpoBepka SNMeKTPOHHEIX CETEBHIX  JIOKANLHEIX  JIOKYMEHTOB
OCYIIECTRNACTCA NO KOMHYECTBEHHBIM IOKa3aTeNsM, a Takke N0 KOHTPOJBHAIM
CYyMMaM, TO3BONAIOLNM BEIABATE H3MEHEHHNSA B JIOKYMEHTE,

TlpoBepKa HOCTYIHOCTH 31eKTPOHHEIX CETEBRIX YNANEHHBIX IOKYMEHTOB
OCYINECTBIACTCA C 3[PECOB BXONA, YKA3aHHBIX B PETHCTpe MHAWBHAYANLHOrO
yuera.

7.4. TlpoBepka Bcero thoHAa HIH ero YacTH 3ABEPINACTCA COCTABJICHHEM
aKTa O pe3ysibTaTaX NPOBEeHUs NPOBEPKH HANIM4AA JoXyMeHTOB GubiHoTednoro
doHZa M NpHNOXKEHHEM K HEMYy CIHCKa JOKYMEHTOB, OTCYTCTBYIOWHX IO
HEYCTAHORICHHON NpHYHHE.

B axte QUKCHPYIOTCA CBEAEHHA O KOMHYecTBE NOKyMenTos Gubnuoreunoro
doHma MO HaHHKEIM YWETa; [OKYMEHTOB, HMEIOLMXCA B HAJIMYMH; JOKYMEHTOB,
oTCyTCTBYlonmmx B 6u6nuoTenHOM (oBJe NO HeyCTAHOBNEHHOH npuwHHE. B akre
TAKOKE YKa3piBAlOTCA HOMEP M [aTa akTa 0 NpOBeleHHH NpeAkIAyIeH NMpOBEPKH.
~ AXT ¢ IPWIOKEHHEM CIHCKA NOKYMEHTOB, OTCYTCTBYIOWIMX [0 HeYCTAHOBJICHHOH
NpHYHHE, TOAIMHCHBACTCH NMpeficeaaTeNeM H WieHAMHA KOMHCCHH M YTBEDIKIAETCH
PYKOBOJHUTENEM YIPEKIOCHHUA.

7.5. Tlpn BeUIBNCHMM B mOpolecce NpoBePKH (OHAA OTCYTCTBYIOLIMX
JIOKYMEHTOB ¥ HEBO3IMOXHOCTH YCTAHOBJICHMA BHMHOBHRIX NHI YOHITKH TIO

HEJOCTa4aM CIIHCHIBANOTCA B COOTBETCTBHHU ¢ HeACTBYIOLUHMM 3aKOHOAATECIILCTBOM.

VII. [HenonpoHsBoAcTBO B opranusaiui yueta Gubnmnoreunoro donna
8.1. Oprauuzaumus paboTsl ¢ JoKkyMeHTaMy 1o yuery 6ubanoTedroro donza

OCYIUECTBJIAETCA N0 NpaBH/iaM BeJIeHHA JCIONPOH3IBOACTBA.
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8.2. Cpoku xpaHeHMd JOKYMEHTOB YCTaHABIMBAIOTCH B COOTBETCTBHM C
Tpuxazom Mununctepersa KYJBTYpBI Poccuiickoit Degepalny
ot 25.08.2010 Ne 558 O6 yreepxnennu «llepeuns THIIOBBIX ynpaBJeH9eCKHX
apXUBHBIX  JOKYMEHTOB, ofpasylomxcd B  TpOLIECCe  JesTeNnbHOCTH
rOCYIapCTBEHHBIX OpraHoB, OPrasoB MECTHOIO CaMOYNPABIEHUA W OpraHw3anui,
C YKa3aHHEM CPOKOB XPaHeHH:», 3apernCTpUpOBaHHEIM Mumioctom Poccmiickoi
®enepaunu 08.09.2010 Nel&380,

8.2.1. TlocrosHO, 10 nuKBHmALMM OHONMOTEKH, XpaHATCs perHcTphl
HHIMBHJYaN5HOTO H CYMMApHOTO Y4eTa AOKyMeHTOB OuOnmoreduoro doHpa
(perucTpauuoOHHBIE KHMIH, HRBEHTapHbIE KHHIH, KHHTH CYMMapHOro Y4era,
YYeTHBIH KaTanor, TOnorpadaecKHe ONKCH K KaTalorH).

8.2.2. B Teuenue NeCSTH jeT XpaHATCA AKTHI O CIHCAHHH MCKIIOYEHHBIX
obbexroB GuOGnuoTeynoro ¢oupa W AKTH O MpHEME-TIEpefaye CIHCAHHBIX
obnexros 6ubnHoTedHoOro hoHAaa.

8.2.3. B TeyeHne DATH NeT XPAHATCH NEPBHYHEIC YYETHRIE HOKYMEHTEL,
NMOATBEPKJAIOlMe MMOCTYNNeHHe JoKymeHTOR B OubGnuoreunsii  doHna
(nHaxknajgHule, aKThl O OpHEME, AKTH CHAMA-TIPHEMKH ).

8.24. Jlo oxoHYaHHs oOduepeqHo# npoBepkH (OHIA XpaHATCA aKTH O

pesyJbTaTax NpoBefieHHs NPOBEPKH HAIWYHASA JOKYMEHTOB 61biHoTeanoro douna.




