[okymeHT npepoctasneH KoHcynbTaHTIN0C

3apeructpupoano B Muntocte Poccun 14 mas 2013 r. N 28390

MUHHUCTEPCTBO KYJbTYPbl POCCUMCKOMN ®EJNEPAIIIN

IIPUKA3
ot 8 okTsi0ps 2012 r. N 1077

Ob YTBEPXJIEHHWU ITOPAJIKA
YYETA JOKYMEHTOB, BXOJALIUX B COCTAB BUBJIMOTEYHOI'O ®OHJIA

Cnucok M3MEHSIMUX TOKYyMEHTOB
(8 pen. [Ipukaza MunkynbTypsl Poccun ot 02.02.2017 N 115)

Bo ucnonnenne nynkra 6 crateu 12 ®denepanbHoro 3akona ot 29.12.1994 N 78-@3 "O
oubmuoreunom nene" (Cobpanue 3akoHomaTenbeTBa Poccuiickoit @eneparuu, 1995, N 1, cr. 2;
2004, N 35, ct. 3607; 2007, N 27, ct. 3213; 2008, N 30 (u. II), 3616, N 44, ct. 4989; 2009, N 23,
2774, N 52 (1 4.), ct. 6446) npukasbiBaro:

1. YBepauth [lopsimok ydeTa MOKYMEHTOB, BXOJSIIUX B cocTaB OMOIMOTEYHOro (hOoHIA
(MpUIIOKEHUE).

2. KoHTponb 3a UCMOJHEHHEM HACTOAIIErO IMpUKa3a BO3JIOXKHUTh HAa CTAaTC-CEKperaps -
3amecturensi Munuctpa KyiabTypbl Poccuiickoit @enepanuu I'.11. iBnuena.

MI/IHI/ICTP
B.P.MEJJMHCKHNI

IIpunoxenue

K ITpUuKa3y MHUHHCTEPCTBA KYJIbTYPHI
Poccutickoit denepanuu

ot 08.10.2012 N 1077

IHOPAAOK
YYETA JOKYMEHTOB, BXOJALIUX B COCTAB BUBJIMOTEYHOI'O ®OHJIA

Cnucok U3MEHSIOMUX TOKyMEHTOB
(8B pen. IIpukaza MunkynsTypsl Poccun ot 02.02.2017 N 115)

1. O0mue monoxeHus

1.1. Yuer nokymeHTOB OuOIMOTEYHOTO (OHIA SBISETCS OCHOBOM OTYETHOCTH |
TUTAHUPOBAHMUS JISATEIHPHOCTH OUOIMOTEKH, CIIOCOOCTBYET 00ECIIEYCHHIO €T0 COXPAHHOCTH.
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1.2. Yuer BKJIIOYAET PErUCTPALUIO IOCTYIUICHUS TOKYMEHTOB B OMOMMOTEUHbIN (HOHI, UX
BBIOBITHUS W3 (DOHJA, UTOTOBBIC JaHHBIE O BelWuuHe (00Bbeme) Bcero OmMOIMoTedHoro (GoHaa u
€ro MoIpa3AeioB, CTOUMOCTh (poHA.

1.3. OcHoBHBIE TpeOOBaHUS, IPEABSIBIISIEMBIC K yUeTy OMOIMoTeuHoro (hoHIa:
MOJTHOTA U JOCTOBEPHOCTH YUETHON HH(pOpMaIumy;
OIIEPATUBHOCTE;

JOKYMEHTHUPOBAaHHOE OPOPMIICHHE KAKOTO TOCTYIUICHUSI B (DOH]T U KAXKJIOTO BHIOBITHS U3
dboHma;

COBMECTHMOCTh MpHUEMOB U (OpM yuera, HX HAJSKHOCTh MPH MaPaAJUICTHLHOM
WCTIOJIb30BaHUH TPAJAUIIMOHHON U aBTOMaTU3UPOBAHHOW TEXHOJIOTHM y4eTa;

COOTBETCTBHE HOMEHKJIATyphl TOKaszaTeled ydera (OHOA aHAJIOTMYHBIM MOKa3aTessiM
rOCyJapCTBEHHON OMOITNOTEUHON CTATUCTUKH.

1.4. Vyery mnomiexar Bce AOKYMEHTHI (IIOCTOSIHHOTO, JJIMTEIBHOIO, BPEMEHHOIO
XpaHeHus1), mocTymnawmue B ¢GoHA OMOIMOTEKM W BBIOBIBaronue w3 (oHga OuOIHOTEKH,
HE3aBUCHMO OT BHJIa HOCHTEJIS.

1.5. Y4er nOKyMEHTOB BEAETCS B PETUCTPAaX MHAMBUAYAIBHOTO M CyMMapHOIro y4yeTra B
TPAIUIIMOHHOM U (WUJTH) SIEKTPOHHOM BHJIE.

1.5.1. Peructpamu HMHAMBUIYATBLHOTO y4Ye€Ta JOKYMEHTOB SBIAIOTCS: PErUCTpalMOHHAS
KHHTa, KapTO4YKa PETUCTPALIMU HA ONPENEICHHBIN BUJI JOKYMEHTA JUIsl Ta3€T, )KypHAJIOB, JPYIHX
BUJIOB JOKYMEHTOB. JlomyckaeTcsi TakKe pPEerucTpaMy HWHAMBHAYaJIbHOTO YYeTa CUMTaTh
TONOTPaPHUUECKYIO ONMUCH (KATaJor), y4ETHBIM KaTalor, yYeTHBIN (hailsl ¢ BBIXOAHBIME (popMamu,
dbopMupyeMbIMH B TOpPSAIKE WHBEHTAPHBIX WJIM MHBIX HACHTU(UKALUOHHBIX HOMEPOB
JIOKYMEHTOB.

PerucTpbl HMHIMBHIYaJbHOTO yYeTa JOKYMEHTOB OMONMHMOTedHOro (HOHAA COaepKar
PEKBHU3UTHI, UACHTUDUIIUPYIONINE KAKIBIA JOKYMEHT C YKa3aHHEM CBEICHHH O MOCTYIUICHUH
JIOKYMEHTA ¥ O €r0 BBIOBITHH U3 OMOJIMOTEYHOTO (POH .

1.5.2. PeructpamMu cymMMapHOTo yuyeTa JOKYMEHTOB SIBISIOTCS: KHHUITA CyMMapHOTO ydeTa
oubimoreyHoro (¢GoHAA, JMCTHI CyMMapHOro ydera OubOaumoTednoro ¢oHma, KypHAI.
JlonmyckatoTesi pa3ivyHble MOAM(UKALMU KHUTH CyMMapHOro ydera. HeszaBucMMO OT BHIa
YYETHOTO IOKyMEHTa PETUCTPhl CYMMApHOTO y4eTa CO/IePKaT TPH B3aMMOCBSI3aHHBIC YACTH:

"TTocTynienne JOKYMEHTOB B OMOIHOTeUHbIN oHT",
"BrIObITHE TOKYMEHTOB M3 OnbOIMoTeuHoro Gouma",

"Utorn nBwkeHus OUOMMOTEYHOTO (POHIA: WTOTOBBIC NAaHHBIE HA KOHEI OTYETHOTO
nepuoaa.

OO0001IeHHbIE TaHHBIE OTPAXAIOTCS B KAXKIAOW YacTH PETUCTpa CyMMapHOro ydera. B
3JICKTPOHHOM CUCTEME y4eTa 3T YaCTH MHTETPUPYIOTCS B €MHBIN YUETHBIN (ait.

1.6. CymmapHbli ¥ UHAMBUAYyalbHbIM ydeT (oHIA BeAETCS CTPYKTYPHBIMH
HOJpa3/eIeHusIMI OMOIMOTEKH, B BEIEHUM KOTOPHIX HAaXOJIUTCS KOMIUIEKTOBaHUE (oHaa, a



TAaK¥XEC HOI[paB,Z[G.HeHI/I}IMI/I, O6€CH€‘II/IBaIOH_II/IMI/I xpaHeHHe N HUCIIOJIB30BaAHUC BaerHHeHHBIX 3a
HUMH 4YacTeit obmrero hoHaa OMOINOTEKH.

1.7. Cratucruueckass uHpopmaius o GopMupoBaHHUH OMOIMOTEYHOTrO (PoHAA MO UTOram
roma mpencrabisercs B [JaBHBIA MHGOPMAIIMOHHO-BBIYUCIUTEIBHBIN EHTP MUHKYIBTYPHI
Poccun.

II. Enuanne! yaera OubnuoreqHoro Gponaa

2.1. Benmnumnna (06beM) U IBUKEHUE (POHAA U3MEPSIOTCS B YHU(DUIIUPOBAHHBIX €IMHHUIIAX
ydera.

OCHOBHBIMHU €MHHUIIAMH yuYeTa JOKYMEHTOB OMOIHOTEUHOro (hOHIA SBISIOTCS IK3EMILIAP
Y Ha3BaHWUE, IS Ta3€T - TOJNOBOM KOMIUIEKT U Ha3BaHUE.

JIOTIOJTHUTETHPHBIMU €TUHUIIAMH yueTa (DOHIA SBISIOTCS TOJA0BOM KOMIUIEKT, METPOIOJIKA,
MOAIMMBKA (TIEpeTUIeTHAS UHULIA); TSl SJIEKTPOHHBIX TOKYMEHTOB - €IMHUIIA TTAMSTH JIaHHBIX.

2.2. O6mas BenuynHa OMOIMOTEUHOro (OHMIA B IIEJIOM U €ro MOPA3eNioB, B TOM YHCIE
CETEBBIX JIOKAJIBHBIX JIOKYMEHTOB M CETEBBIX YIAJCHHBIX JIOKYMEHTOB, YYHTHIBACTCS B
HK3EMIUIIpax, HOBBIE TIOCTYIUICHHUS - B 9K3EMIUIIpax M Ha3BaHHX. YUCIIO TOOBBIX KOMILJICKTOB
ra3eT NPUPaBHUBACTCS K YUCITY 3K3EMIUIIPOB.

III. Yuer 1oKyMEHTOB O BUAAM U KaTErOpUsIM

3.1. IleyaTHble N3MaHKS W HEOMTYOJIUKOBAHHBIC JIOKYMEHTHI

K meyaTHbIMU M3/1aHUSM OTHOCATCS] THPRKUPOBAHHBIC U3JaHUS, [TOJyYCHHbIE TIeYaTaHuEM
WIN THCHEHUEM, TOJUTrpaguIeckn CcaMoCTOATENbHO O(GOPMIICHHBIC: KHHUTH, OpOLIIOpHI,
KYpHAJbl, MPOJOJDKAIOMIMECS W3JaHMs, JUCTOBBIE W3JAHUS, Ta3eThl, W30M3JaHHUSA, HOTHBIC
U3JaHus, KapTorpaduyeckue M3maHusi, HOPMATUBHO-TEXHUYECKHE W TEXHUYECKHE TOKYMEHTHI,
aBTOpedeparsl TuccepTalui.

K HeonmyOJIMKOBaHHBIM JTOKYMEHTaM OTHOCATCSI PYKONMCHBIE JHOKYMEHTBI (pPyKOIHCHBIE
KHUTM M apXUBHBIE JOKYMEHTBI), a TaKK€ JOKYMEHTBI, W3TOTOBJICHHBIE B E€IUHUYHBIX
9K3EMIUIIpax, SBIAIOLMECS 00BEKTaMU MHTEIJICKTYaJIbHOM COOCTBEHHOCTH ([ICMIOHUPOBAHHBIE
Hay4Hble paOOThl, AUCCEPTALH, MPEIPUHTHI, OTUETHl O HAYYHO-MCCIIEAOBATENbCKUX padoTax,
MEepPEeBOJIbl, ONMHUCAaHUS AITOPUTMOB W mporpamm OBM, MNpOEKTHO-KOHCTPYKTOPCKAs
JNOKYMEHTAIUs), TaKTHJIbHBIC PYKOJCIbHBIE W3MaHUA U CIENBIX M CIa0OBUIAIINX.
PykonucHsle TOKyMEHTBI, BXOASIUE B OMOIMOTEUHBbIE (DOHJIBI, SBISIOTCA COCTAaBHOW YaCThIO
ApxusHoro ¢onzaa Poccuiickoit @enepannu U yIUTHIBAIOTCSA B COOTBETCTBUU C HOPMATUBHBIMU
Y TIPaBOBBIMM AKTaMH I10 YYETY apXUBHBIX JOKYMEHTOB M HacToAmuM Ilopsakom.

3.1.1. Kauru u 6pouIropsl yYUTHIBAIOTCS B 9K3EMILISIPAaX U HA3BAHHSIX.
Kak oTenbHbIi 9K3eMIUISP U KaK OT/AEIbHOE Ha3BaHUE YUUTHIBAIOTCS:
KaXKJ0€ OTNIeNbHOE U3jaHue (KHUTa, OpOLTIopa);

KaX/10€ BXOJIsIlllee B KOHBOIIOT U3JJaHUE;

KOKIBIA OTACTBHBIM TOM (BBIIYCK, YacTh) MHOTOTOMHOTO U3JaHUS, HWMECIOIIHIA
WHIUBUYAJIbHOE 3arjaBHE;



KaXk1asi U3 OpOLIIOp, BBIMYIICHHBIX B OOBEIUHSIIOMEH X M3aTENbCKOM Manke, 00JI0XKKe,
MaHXeTKe;

KaXJas KHWra Wid OpoIliopa, BXOHANIas B KHIKHYIO CEpuio (HyMEpPOBaHHYIO WITH
HEHYMEPOBAHHYIO);

OTACJIbHO HU3OAHHBIC IMPUJIIOKCHUA K KHUTAaM U 6p0m10paM, HMCIOUC MHAWBHUAYAJIBHOC
3arjiaBu€ 1 CaMOCTOATCIbHOC 3HAYCHHUC.

3.1.2. JIokyMeHTBI, BBIOJHEHHBIE penbeHO-TOUeYHBIM MpudTOoM (mpudtom bpaitns),
YUHUTBHIBAIOTCS B AK3EMILISIPAX M HA3BAaHHSAX.

3K3€MHHHpOM JId JaHHOI'O BHUOaA H3I[aHHI>'I SABIACTCA KaXaasd HW3 KHUI' KOMILJICKTA,
00BEIMHEHHBIX OOIIUM HA3BAHUEM.

Kaxk OOHO HA3BaHHUC YYUTLIBACTCA KOMIUICKT U3AAaHUA, HC3ABUCUMO OT YHCJIa BXOAAIHNX B
HEr0 KHHUT.

3.1.3. XKypnaubl 1 IpooiDKalomUecs U3aHusl YUUTHIBAIOTCS B HK3EMIUISIPAX U HA3BaHUSX.

BKSCMHHHPOM CUUTACTCAd HOMCEP, TOM, BBIIIYCK, H3JAHHBIC IIO OTACIBHOCTHU, a TaAKXKC
KOMIIJICKT HOMCPOB, TOMOB, BBIITYCKOB, ICPCINICTCHHLIX B OJIUH 010K n3aaTrciabCTBOM.

Kak onHo Ha3BaHME YYUTHIBAETCS KOMIUIEKT HOMEPOB, TOMOB, BBIIMYCKOB, 0Opa3yrOIIMX
OTJENbHYIO €IMHUILY C OTJIMYUTEIbHBIM 3arjiaBueM. [Ipyu n3mMeHeHuu 3ariaBus HOBOM y4E€THOMU
eAMHMIICH CUMTAETCs U3JaHKe, €CIIM U3MEHEHHE BHECEHO B IEPBBIE MAThH CJIOB 3arJIaBHsl.

Hepnonnqecxne MNPpUIIOKCHUA K IJKXYypHallaM, BbIXOAAINHEC CaMOCTOATCIBHO, HWMCHOIINC
WHIUBUAYAJIBHOC 3arjaBuc H CO6CTBCHHYIO HyMEpaluo, YYUTBIBAIOTCA KaK OTACIbHBIC
9K3CMIIISIPBI U OTACIIbHBIC HA3BAHM.

Kaxnas cepus mpomospkaromierocs H3AaHus, WUMEIoNas WHAWBUAYaJIbHOE 3arjiaBUe M
COOCTBEHHYIO HYMEPAIIHIO BBIITYCKOB, YYUTHIBAETCS KaK OT/IEIbHOE HA3BaHHUE.

Kaxxapiit camocTosITeNbHBIN TOM (BBIMYCK) IPOAOKAIOIIETOCsS U3JaHUSI YIUTHIBACTCS Kak
OT/IeJIbHOE Ha3BaHUE.

3.1.4. I'a3eThbl yUUTHIBAIOTCS B TOJAOBBIX KOMILJIEKTaX M HA3BAHUSIX.

KaK OJHO Ha33BaHUC yLII/ITI:IBaeTCH KOMIIJICKT T1as3€CT, O6p213yIOH_II/IX OT,Z[G.HBHYIO e,Z[I/IHI/II_Iy C
OTJIMYUTEIBHBIM 3aryiaBueM. [Ipy m3MeHeHWUu 3arjlaBusi HOBOM yYE€THOW €AWHUIICH CUUTAETCs
nu3gaHue, €CJIu U3MCHCHHUEC BHCECCHO B nepBHe IIATH CJIOB 3arJiaBUsl.

OnHonHeBHBIE (Pa30BBIC) Ta3€Thl YUUTHIBAIOTCS B SK3EMIUIApax (HOMEpP, BBINYCK) H
Ha3BaHUX.

OTnenpHO U3AAHHBIC IEPUOINYECCKUE TIPUIIOKEHUS K Ta3eTaM, IMEIOIINE HHANBUAYAIBHOE
3aryiaBue U COOCTBEHHYIO HYMEPAIHIO, YUUTBIBAIOTCS CAMOCTOSITEIBHO.

3.1.5. U3ousnanus (anp00MbI, KOMIUIEKTHI, OTACIIbHBIC JIUCTOBBIC W3aHUsS) U peiabedHO-
rpagpuyeckue Mocoous IIsl CIENbIX W CIa0OBHUIAIIMX YYUTHIBAIOTCS B OK3EMIULIpaX H
Ha3BaHUSIX.

Kak oTnenbHbIN 3K3eMIUSIp U OTJIEbHOE Ha3BaHWE YYUTHIBACTCS KAXKIBIA JHCT (BBIMYCK)
CepHUH U30M3/IaHNM, He 00bETMHEHHBIE N3/IaTEIhCKON ManKon (00J105KKOM, MaH>KETKOM ).



JlucroBbie W3MaHUsA, OOBCIMHCHHBIC H3JAaTCIbCKOM IManmKoi (0OJ0KKOW, MaHKETKOM,
00€pTKOI), yYUTHIBAIOTCS KaK OJIUH AK3EMIUISP U OHO Ha3BaHUE.

3.1.6. HoTHbIe n31aHusl yUUTHIBAIOTCS B K3EMIUISIPAaX U Ha3BaHUSIX.

Kak otnenbHble 9K3eMIUAPHI U OT/IEIbHbIE HA3BaHUS YUUTHIBAIOTCS:

CaMOCTOSITeNIbHbIC HOTHBIE U3/1aHuUs, 00bEAMHEHHBIC B OTHOM IeperuieTe (KOHBOIIOTE);
OTHeTbHbIE MapTHH (T0JI0Ca) U TApTUTYypa (KIaBup), H3JaHHbIC pa3IeibHO.

Kak ouH 3K3eMIIIsip U OJJHO Ha3BaHUE YUUTHIBAIOTCS:

OTJIeTIbHBIE TAPTHH (T0JI0CA), 00BEAMHEHHBIC C MAPTUTYPOH (KJIABHPOM) B OTHOM HM3JaHUH,
a TaKKe MapTuu, 00bEAMHEHHBIE H3AATEeIbCKOM Mankon (00JI0KKOH).

3.1.7. Kaprorpaduueckue n3nanusi y9UTBIBAIOTCS B SK3EMIUIApaX U HA3BAHMSIX.
Kak oTaenbHbIi 9K3eMIUSIp U OTAEIBHOE Ha3BAaHUE YUUTHIBAIOTCS:

aTJIaChl, COCTOSAIIME U3 OTACIIBHBIX HyMEPOBAaHHBIX WM JaTUPOBAHHBIX BBIMYCKOB;
Ka)KJIbIM BBIIIYCK CEPUMHOIO U3JaHUs KapThl WK aTiaca.

Kak onuH 5K3eMIUIsip ¥ OJHO HAa3BaHHME YYUTHIBACTCS KapTa, W3/JaHHAs HAa HECKOJIBKHX
ucTax (MOoIekKAIIUX CKICHKE), 00BETMHEHHBIX OOIINM 3arJaBUEM.

MHororoMHbIe (MHOTOJHUCTOBBIE) KapTorpaduyeckue HW3AaHHs, OObEIUHECHHBIC OOITUM
3arjiaBucM, YYUTBIBAOTCA 110 KOJIMYCCTBY TOMOB U OAHOMY HA3BaHUIO.

OTnenbHO M3JIaHHBIE, HO HE UMEIOIUE CaMOCTOSITENbHOIO 3HAYCHMs KapTorpaduueckue
NPUIIOKEHUS K Pa3IMYHBIM U3JaHUAM (KHUTaM, OpoIIopaMm, KypHajlaM) YYUTHIBAIOTCS €AUHBIM
KOMILJIEKTOM C OCHOBHBIM M3JaHUEM.

3.1.8. HopMaTHBHO-TEXHMYECKHE WU TEXHUYECKUE JOKYMEHTHI (TIATEHTHBIC TOKYMEHTHI,
TUTIOBBIE MPOEKTHl W YEPTEKM, KaTaJoTd IPOMBIIUIEHHOIO O00OpYAOBaHUS U W3ACIUM,
HOPMAaTUBHbIE JOKYMEHTHl 10 CTaHAAPTU3allMM, TEXHUYECKHE YCIOBUSA, PYKOBOASILNE
JTOKYMEHTBHI U MTpaBHJIa) YUYUTHIBAIOTCS B HK3EMILIIpaxX U Ha3BaHUSAX.

Kak omuH »oK3eMIUIsip W OJHO Ha3BaHHE YYMUTHIBAIOTCS CTAaHAAPTHl W KaTaJIOTH
MPOMBIIIJICHHOTO 000pYIOBAaHUS W M3/ICIIUI, BBITYIICHHBIC B 00BESIUHSIONICH UX U3IaTeIbCKON
nanke (00JI0KKe) MpU HAIMYMW HA TAnKe OOIIeH IEHBI, COACpPKAHMS BCEro M3AAHUS, SIUHBIX
BBIXOJHBIX JTaHHBIX.

KaK OTI[GHBHBIﬁ 3K3€MHH$Ip 1 OTACJIBbHOC HAa3BAHHC y‘-II/ITBIBaIOTCH CTaHI[apTBI 1 KaTaJIoru
MPOMBINIJICHHOTO OOOPYJOBaHHMS W W3JCIHHA, JOPYrue CHCIHAIbHBIC BHUIBI JOKYMCHTOB,
BI:IHyH_IeHHBIe B BUJAC OTACIIbHBIX JIMCTOB, €CJIN Ka)KI[BIﬁ U3 HUX UMCCT CBOHM BBIXOJHBIC JAaHHBIC,
IIEHYy, TUPAX, 1a)Ke €CIIM OHU 0OBETMHEHBI OJTHON M3/1aTeITLCKON ManKou (00JI0KKOH).

3.1.9. Heomy0nMKoBaHHBIE JOKYMEHTHI YUYUTHIBAIOTCS B 9K3EMIUISIPAX U Ha3BaHMSX.
Kax oauH 3K3eMIUISp U OJHO Ha3BaHUE YUYHUTHIBAIOTCH:

JITIOHMPOBAaHHAs HayyHas paboTa (KOMIUIEKT, COCTOSIIMNA U3 JBYX 3K3EMIUIIPOB PaOOTHI)
Y COTIPOBOIUTEIBHBIC TOKYMEHTHI;



HEOIyOJIMKOBAaHHBIE JOKYMEHTBI, COpOIIIOPOBAaHHBIE WM COAEpXKaIMecs B OTACIbHOM
Tarke.

JUIsi KOHCTPYKTOPCKOM JOKYMEHTALlMU €IUHULIEH Yy4eTa SBJISICTCS YEPTEK WIM ITOJIHBIA
KOMILIEKT KOHCTPYKTOPCKUX JOKYMEHTOB, OTHOCAILIMXCS K OJJHOMY U3/ENHUI0 (0OBEKTY).

3.1.10. OGHoBnsieMOEe TMe4YaTHOE W3JAaHHE YYUTHIBACTCS KaK OTIECNbHOE Ha3BaHHE U
OTACTBHBIM JK3EMIULIp NpU TEPBHYHOM TIOCTyIUIEHMH B Oubimoreky. Ilocmemyrommue
NOCTYIUIGHUSI  BKJIQJHBIX JIMCTOB, TPEAHA3HAYCHHBIX JJS JIOTIOJIHEHUS WM  3aMEHBI
COOTBETCTBYIOUIMX JIICTOB B M3/IaHHUH, OTICIFHOMY y4eTy He MOJUIeKaT.

3.1.11. ®akcuMUIbHOE N3/1aHUE YUYUTHIBAETCS KaK OPUTUHAI.

3.2. AynuoBu3yanbHbI€ JOKYMEHTBI

K ayanoBu3yangbHBIM JIOKyMEHTaM OTHOCATCA (DOHOJIOKYMEHTHI, BHUACOIOKYMEHTHI,
($OTOIOKYMEHTBI, KHHOJAOKYMEHTHI.

3.2.1. Enguaunamu ydeta GoHAA ayIHMOBH3YAIbHBIX TOKYMEHTOB SIBJSIOTCS SK3EMILISAP H
Ha3BaHMUC.

Kak oTnenbHbli 3K3eMIUISIP YYUTHIBAIOTCS:

JIUCK - JUTsl TPAMILTIACTHHOK;

KaTylIka, KacceTa uin 600MHa - JJIsI MATHUTHBIX (POHOTpaMM;
Kaccera - JUIsl BUJICOI0KYMEHTOB;

Kajap - s GOTOMOKYMEHTOB (JMano3UTHBOB, CIAI0B);
6006uHa - 111 KWHO(DUIBMOB.

Kak ogHO Ha3BaHMe yUUTHIBAIOTCS:

OTNIENbHO  BBIMYIICHHAs TpaMIUIaCTMHKA, Kaccera JIMOO  KOMIUIEKT  (ambOoM)
IPaMILIaCTHHOK, KacCeT, 00beTUHECHHBIX OOIIUM Ha3BaHHUEM;

MarHuTHas (QoHOrpaMMmMa Ha OIHOM KaTylike (KacceTe), MarHuTHas QoHorpaMma Ha
HECKOJIBKHMX KaTyIIKax (Kaccerax), 00beTMHCHHBIX OOIUM Ha3BaHUEM;

OTIENbHO W3JaHHBIA (POHOAOKYMEHT WJIM KOMIUIEKT (OHOJOKYMEHTOB, OOBEIMHEHHBIX
00IIIUM 3ariIaBUEM;

KHHOGMUIBM, TUadUIbM HE3aBHCHMO OT YHCIA COCTABIISIOMIUX YaCTEH WU KaApOB (IS
KOMILJIEKTA INAIIO3UTHBOB).

3.2.2. AynuoBusyallbHblE JOKYMEHTBI, SIBIAIOIIMECS NPWIOKEHUEM K Ppa3IndHbIM
U3JJaHUAM M BBINOJIHAIOLIME CAMOCTOSITENIbHbIE (DYHKIMH, a TaKXKe HCIOolb3yeMble B pabote
OTJIENIbHO OT OCHOBHOT'O M3JJaHMsI, MOTYT YUUTHIBATHCS KaK OTAEIbHBIE SK3EMILISAPHIL.

3.3. JloxyMeHThI Ha MUKpOodopMax

K nokymeHntam Ha MuUKpodopMax OTHOCATCS MUKPO(PHIBMBI 1 MUKPODHIIIH.



3.3.1. ExunHunamu yyeta JOKYMEHTOB Ha MUKPO(hOpMax SBISIIOTCSA YK3EMIUIAP U Ha3BaHUE.

DK3eMIUIIPOM IS IOKYMEHTOB HAa MUKPO(OpMaXx SIBISIOTCS: PYJIOH - U1 MUKPO(HUIBMOB;
¢uma - 1711 MUKPOQUILL.

Kak onHO Ha3BaHMe YYMTHIBAETCS KOMIUIEKT MHUKPOQWIBMOB WM  MHUKPOQUIIL,
00BEIMHEHHBIX OOIIUM 3arjlaBueM, HE3aBUCUMO OT YMCIIa COCTABIISIONINX YACTCH.

3.3.2. OO0t 06beM (poHIAa JOKYMEHTOB Ha MHUKPO(GOpPMAX YUYUTHIBACTCS MO KOJUYECTBY
pyJIOHOB W  (UILN, BKIIOYas KOIMHU pa3HBIX [OKOJEHHUH (apXUBHBIC/pEe3epBHBIC H
MOJIb30BATEILCKHE).

3.4. DJIEKTPOHHBIE JOKYMEHTHI

K 37eKTpOHHBIM TOKyMEHTaM OTHOCSATCSI JOKYMEHTHI Ha ChEMHBIX HOCHTENSIX (KOMIIAKT-
JUCKH, (IICII-KapThl); TOKYMEHTHI, pa3MellaeMble Ha JKECTKOM JIMCKE KOMITbIOTEpa (cepBepe)
OMOIMOTEKH M JOCTYIHBIE MOJB30BATEISIM Yepe3 HH(OPMAIMOHHO-TEJICKOMMYHUKALMOHHbIE
ceTu (majee - CeTeBbIC JIOKAJIBbHBIC JOKYMEHTHI); TOKYMEHTHI, pa3MellaeMble Ha aBTOHOMHBIX
aBTOMATH3UPOBAHHBIX pPAa0OYMX CTaHUMAX OuOIMOTEeKH (nanmee - HMHCTALIMPOBAHHBIC
JOKYMEHTHI); JOKYMEHTHI, pa3MEIIECHHbIC Ha BHEIIHUX TEXHWYECKHUX CPEACTBAX, MOJydaeMble
O6uOIMOTEeKOH BO BPEMEHHOE MOJb30BaHME Yepe3 HH(OPMAIMOHHO-TEICKOMMYHUKALMOHHbIE
CeTH Ha YCIOBHSAX IOTOBOPA, KOHTPAKTa, JUIEH3MOHHOTO COTJIAIICHHS C IPOM3BOJUTEISIMHU
uHpOpMalLKK (Jajiee - CEeTeBbIC yaleHHbIE JOKYMEHTHI).

3.4.1. EnuHnniaMu y4deta 3JIEKTPOHHBIX JOKYMEHTOB Ha ChEMHBIX HOCHUTENSIX SBIISIIOTCS
3K3€MHJ’I$Ip 1 HAa3BaHHUC.

3.4.1.1. Kak oTAenbHBIN SK3EMIUISP YIUTHIBACTCS KaXKJIbI aBTOHOMHBIM 00BEKT (KOMITaKT-
JIACK).

Kax OTACJIBHBIC JSK3CMILIAPBI MOT'YT YUYUTBIBATHCA MPUIIOKCHUA K pa3jIMdHbIM HU3JaHUAM,
BBITIOJIHAIOIIHUE CaMOCTOATCIIBHBIC q)YHKI_II/II/I, a TaKXKC HUCIOJb3YCMLIC B pa60Te OTACIBHO OT
OCHOBHOTI'O U31aHNA.

Kaxk OTACJIbHBIC SK3CMILIAPBI HC YYHUTBIBAKOTCSA KOMITAKT-AUCKHU, €CIIM OHU MPCACTABJIAIOT
co0oi BKJTaIKy (BJIOKEHHE) B M3JJaHUE WJIM €T0 HEOThEMJIEMOE TIPUIIOKCHHE.

3.4.1.2. Kak 0jHO Ha3BaHHUE yUUTBIBAOTCS:
OTJEJIbHO BBINMYILEHHBIN KOMIIAKT-IUCK;

KaXIblii KOMITAKT-AUCK, BXOJSIIWA B HYMEPOBAHHYIO WJM HEHYMEPOBAHHYIO CEPHUIO
3JIEKTPOHHBIX U3JaHUI;

KOMIIJICKT KOMITaKT-JUCKOB, O6’be,Z[I/IH€HHBIX O6H_II/IM Ha3BaHHUCM,

U3JIaHHBIE B KA4Ye€CTBE CAMOCTOSITENIbHBIX H3JaHUM MPUIIOKEHUS K M3AAHUSIM JHOO0r0
IPYTroro BHUAA, MMEIOIIHE COOCTBEHHOE 3arjiaBUe W JIOMYCKAIOIIHe WX HUCIHOJIb30BaHUE 0e3
oOpailieHus: K OCHOBHOMY H3JIaHUIO.

3.4.1.3. B nokymeHtax Ha ¢uenr-kapTax Kak OJMH JK3eMIULIp W OJHO Ha3BaHUE
YUUTBIBAETCS KaX10€ LIEJIOCTHOE IPOU3BEICHHUE, MMEIOLIEE CAMOCTOATEIBHOE 3arjlaBue.

3.4.2. EnuHunaMm yuyeTa CETEBBIX JIOKAIbHBIX M HMHCTAUIMPOBAHHBIX JOKYMEHTOB



SIBJIIFOTCSI 9K3eMIULSIp (YCIOBHAs €MHMIIA YyU€Ta) U Ha3BaHUE.

Kak ogHO Ha3BaHME yYUTBIBAETCS 1EJIOCTHOE MPOM3BEIECHUE, NMEIOIEE CaMOCTOSATEIbHOE
3arjlaBu¢, BHC 3aBUCUMOCTU OT Cro MHOpcACTABJICHUA. Kaxk OoHa CIWHUIA YYUTBIBACTCA
MOTIOJTHSEMBI U OOHOBIISIEMBIN AJIEKTPOHHBIN JOKYMEHT.

DK3eMIUSIpOM ~ SIBJISIETCST  JIOKYMEHT B OmpeAelieHHOM QopmaTe XpaHEHHs WU
npeacraBieHuss. PopmMaThl OTHOM M TOU K€ €IMHUIBI KOHTEHTA YUYUTBIBAIOTCS OTIEIIBHO.

3.4.3. EgunumamMu ydeTra CETEBBIX YJIAICHHBIX JOKYMEHTOB SBJISIIOTCS SK3EMILIAP
(ycnoBHast eqMHUIIA yUeTa) U Ha3BaHUE.

Kak oauH »sk3eMmuisp M OJHO HAa3BaHME YUYUTHIBACTCS KaXIbli MOJHOTEKCTOBBIN
JMIEKTPOHHBIA JOKYMEHT, HMMEIOIIMN CaMOCTOSITEIbHOE 3arjaBue, BKJIIOUEHHBIM B MakKeT, K
KOTOpOMY O(OpMIIEHO MPaBo JOCTYIa y ero mnpousBoautens. Kak ogHa enuHUIla yIUTHIBACTCS
MOTIOJTHSIEMBI U OOHOBIISIEMBIN AJIEKTPOHHBIN JOKYMEHT.

IV. Yder noctymieHus TOKyMEHTOB B OMOJIMOTEYHBIN (POH]T

JIOKyMEHTBI TIOCTYINAIOT B OWOJMOTEKY M BKIIOYAIOTCA B OuOIMOTEUHBI (oHI B
pe3ynbTare TMOCTaBKH O00S3aTENLHOTO S3K3eMIUIIpa, MOKYMNKU (TMOAMHCKH, OOMEHa, JapeHws,
MO’KePTBOBAHMS, KOMTUPOBAHMS OPUTHHAIOB U3 (OHTa OMOITHOTEKH ).

4.1. JlokyMEHTBI IPUHUMAIOTCS TI0 TIEPBUYHBIM yYETHBIM JOKYMEHTaM (HaKJIaJHasl, aKT),
BKJIIOYAOIUM CIIUCOK MOCTYTIJICHUH.

4.1.1. IlpueM NOKYMEHTOB, OCTYHAIOMIKUX B OMONMMOTEKY 0€3 MepBUYHBIX JOKYMEHTOB Ha
0e3BO3ME3THOM  OCHOBE  (00si3aTeNbHBIE  DK3EMIULIPBI,  JICTIO3UTHBIC  AK3EMIUISPHI
MEXIYHAPOJHBIX OpraHu3anuii, 0€3B03Me3HbIC MOCTYIUICHNSI U3 HEU3BECTHBIX M AaHOHUMHBIX
HMCTOYHHKOB), OPOPMIISIETCS aKTOM O MPUEME JOKYMEHTOB.

4.1.2. Ilpuem TOKYMEHTOB, MOCTYMAIOIIUX B OUOINOTEKY OT IOPUANYECKOTO, (PU3NIECKOTO
JMIA B BUJAE Jlapa C yKa3aHHWEM ero Ha3Ha4eHWs Ui IOMOJIHeHHs OmbimoredHoro ¢oHza,
oopmisieTcs OrOBOPOM IOKEPTBOBAHHS B COOTBETCTBMHM C ['paKIaHCKUM KOJEKCOM
Poccutickoit ®enepanuu (ct. 574, 582) <1>.

<1> I'paxxmanckuii konekc Poccuiickoit @enepanuu. Yacte BTOpas or 26 sHB. 1996 1. N
14-@3 // CoOp. 3akoHOmarenbcTBa Poc. deaepanuu. - 1996 r. - N 5, cr. 410. - C. 1110 - 1296.

4.1.3. TIlpueM JOKyMEHTOB OT 4YHUTarelell B3aMEH YTEPSHHBIX M IMPU3HAHHBIX
PaBHOLIEHHBIMH YTPAYEHHBIM 0(OPMIISETCSI aKTOM O NPHEME JIOKYMEHTOB B3aMEH yTepSIHHBIX. B
aKTe yKa3blBaeTcs (aMMIMs, WHHULIMAIBI YUTATENs, CBEIEHHUS 00 YTepSHHBIX H3AaHUAX
(perucTpaoHHBIA HOMEP, KpaTKoe Oubanorpadudeckoe onvcaHue W3gaHus, 1IeHa), CBEACHUS
0 MPUHATHIX M3JaHUAX (KpaTkoe OuOIMorpadguueckoe ONUCAHWE W3JaHMA, LI€HA), MOAMUCH
YUTATENsI ¥ IPUHUMAIOIIECH CTOPOHBI.

4.2. OueHka CTOMMOCTH TEPHOAMYECKHX H3IAHUHN, MOCTYMAIOIUX B OUOIMOTEKY Ha
BPEMEHHOE XpaHEHUE, He IIPOU3BOJUTCA.

4.3. IOKyMEHTBI, TOCTYMAIOINe B OUOINOTEKY, TOJIeKAT CYMMapHOMY YUeTy.

4.3.1. CeneHusi 0 BKJIIIOYAEMBIX B OMOIMOTEUHBIH (QOHI JOKYMEHTaX (UKCHUPYIOTCS B
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KHUTE€ CYyMMapHOTo ydera OMOIMOTEe4YHOro (hoHIa WM B IPYrOM BHJE PETUCTPa COTJACHO TI.
1.5.2.

Peructpel cymMmapHOro yuera IOJDKHBI MMETh 3arojOBOYHBIE JIaHHBIE: HAaUMEHOBAHME
perucTpa, HaMMEHOBaHUE OpPraHU3ALMM, MOJpa3JeieHus. B perucrp BOUCHIBAIOTCA JaHHBIE O
NOCTYNUBIIEH MAapTUM JOKYMEHTOB: JaTa M MOPSAKOBBIA HOMEp 3amucH (IIOPSAIKOBBII HOMED
3aMucy eXerogHo HauvHaercs ¢ N 1), HCTOYHUK MOCTYIUICHUS, HOMEP U JlaTa MEePBUYHOIO
YUETHOI'O IOKYMEHTA, KOJIMUECTBO MMOCTYNUBIINX JOKYMEHTOB U CTOMMOCTb.

4.3.2. CymMMapHbIil y4eT MOCTYIUICHUSI DJICKTPOHHBIX CETEBBIX JIOKAIbHBIX JOKYMEHTOB
BEJIETCSl B DJIEKTPOHHOM PEECTpe B COOTBETCTBHM C MoOKazaressiMu M. 5.3.1, ¢ ykazaHuem Aarbl
3arpy3KH MOCTYIJICHUI B CUCTEMY.

4.3.3. CyMMapHBIi y4yeT MOCTYIUIEHHsI JIEKTPOHHBIX CETEBBIX YAAJIEHHBIX JTOKYMEHTOB
BEJIETCSI B DJIEKTPOHHOM PEECTPE C OTPAKEHUEM CIEAYIOIUX MMOKa3aTeNei: AaThl U MOPSAKOBOTO
HOMeEpa 3aliCH, PEKBU3UTOB JIMIIEH3MOHHOTO JIOTOBOpa (Ha3BaHUS U HOMepa JOKYMEHTa, CPOKa
€ro JEeHUCTBUSI, CTOUMOCTH ), KOJIMYECTBA 0a3 JaHHBIX (ITAKETOB) M BKIIFOYCHHBIX B HUX Ha3BaHMI.

[Ipu moacuere CyMMapHOTO KOJIMYECTBA HA3BaHMW HMCKIIOYAIOTCS AyOJIUpYIOIIUECs
Ha3BaHU B [TAKeTaxX Ha OJHOMU IuaTtdopme.

4.4. ]JIoKyMeHTBI, MOATOTOBJICHHBIE K IMpHEMy B OMONMOTEYHBIH (DOHM, MOABEPTaIOTCS
MEePBUYHON 00pabOTKE U MHINBUAYAITHHOMY YYETY.

4.4.1. UanquBUayanbHBIA Y4€T JOKYMEHTOB OCYIIECTBISICTCS MyTEM MPHUCBOCHUS KAXKIOMY
JK3EMIUIAPY  JIOKYMEHTa  PETHMCTPAIlAOHHOTO  HOMEpa, HWHOTO 3HaKa B  KadecTBe
PETHCTPAIIIOHHOTO HOMEpPA (CHCTEMHOTO HOMEpa KOMITBIOTEPHOM MPOTpaMMEbI, IMTPUX-KOIA U
npyrux). VHAMBUAyaJIbHBIH HOMEp 3akKperursieTcs 3a JOKYMEHTOM Ha BCE BpEeMsS €ro
HaXOXJeHUs B (QoHIe OuOIMoTeKu. PerucrpanmoHHbIE HOMEpa HCKIIOYCHHBIX U3 (OHa
JIOKYMEHTOB HE IMPUCBAUBAIOTCS BHOBb IIPHHSTHIM JIOKYMCHTAM.

Perucrpanmonnsie HoOMepa MPOCTABISIOTCS HEMOCPEICTBEHHO Ha JOKyMEHTax u
OTpaXaroTCsl B pErUCTpPe UHANBUYaIbHOTO Yy4eTa JOKYMEHTOB, IPUHATOM B OMOIHOTEKE.

PGFI/ICTpBI WHIUBUIYAJIbHOTO ydyeTa JOJI?KHBI HUMETH 3aroJIOBOYHBIC JAaHHBIC:
HaVMEHOBAHHWE pETHCTpPa, HAMMEHOBAHHWE OpTaHU3aIllMH, CTPYKTYPHOTO TMojapaszencHus. B
PErUCTp BHOUCBIBAOTCA  JAHHBIC O KaAXIOM HOOKYMCHTC: JaTa 3alluChu B  PCETUCTPC,
PerUCTPAallMOHHBIH HOMEp, KpaTkoe OuOnuorpaduyeckoe OMUCaHWE JTOKyMeHTa (aBTop,
3arjiaBuc, TOM, 4YaCTb, BBIIIYCK, MCCTO H TIO0[J I/IBI[aHI/IH), IHCHa HAOOKYMCHTA, YKa3aHHasl B
COITPOBOJIUTENILHOM JJOKYMEHTE.

4.4.2. VlnnuBUIyalnbHBIM ydYeT MEPUOJMYECKUX H3JAHUI BEIETCS B PETUCTPALMOHHON
KapTOTeKe MEpUOJMYECKUX MW3JIaHUM, NpEeJIHAa3HAYeHHOW M ydeTa KaXKAOro Ha3BaHUA H
KaXJI0T0 SK3eMIUIsIpa, UM B aBTOMAaTH3UPOBAaHHOI 0a3e TaHHBIX.

JInsi  TMepHOAMYECKUX W3JAaHUH B  KadeCTBE PETUCTPAIMOHHBIX HOMEPOB MOTYT
UCTIOJIBb30BAaThCSl  JIOObIE  WACHTHU(HKAIMOHHBIE  HOMEpa:  CHCTEMHBIH  HOMEp B
aBTOMATHU3UPOBAHHOW 0a3e [aHHBIX, PErHCTPAIMOHHBIN (TOPSIKOBBI) HOMEp 3alucu B
PETUCTPAIIMOHHON KapTOTEKeE.

4.43. VaauBuayanbHBIH ydeT JOKYMEHTOB, HWMEIOIMHUX B CBOeM O(OpMIICHUH
JParolleHHbIe METAJUIBI U (MJIM) ApParolieHHbIe KaMHU M OTHECEHHBIX K KaTerOpuu CergoBOro
XPaHEHUs, OCYIIECTBISETCS B CIELMAIBLHOM PErHCTpe, B KOTOPOM, KpOMe TpaJuIMOHHBIX
nokasartese, JaeTcsi ONMMCaHue BHEIIHero odopMiieHus AOKyMeHTa. Kaxawlii nucT perucrpa



COMPOBOXKAACTCSI MTOTOBOM 3alHMCBhI0 C YKa3aHUEM JaThl €€ COCTaBJICHUS M KOJIMYECTBA
ONMICAaHUN Ha JIUCTE.

4.4.4. B peructpax HHAUBUAYAIBHOIO Y4eTa B IPUMEUAHUAX YKa3bIBACTCSI HAIMUYUE U BU]L
MPUIOKEHUSI K OCHOBHOMY JOKYMEHTY, a TaKK€ OCOOEHHOCTH 3K3eMIUISpa LEHHBIX U PEAKUX
JOKYMEHTOB (Hampumep, HIMYME YHUKAIBHOTO MeperuieTa, MapruHaiuid, OeQeKTOB H T.IL.).
[Ipy Hanuuuu nDacmopra IOKYMEHTa JaeTcsd OTChUIKA K HeMy. B mnpumedaHusx MoOKeT
YKa3bIBaThCS IPUHAUIEKHOCTD JOKYMEHTA K KATErOPUU KHUKHBIX TaMATHUKOB.

4.4.5. VHOuBUAYaIbHBI Yy4€T JJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB
OCYIIIECTBIISIETCS TyTeM BBOJa B 0a3y MaHHBIX MeTauHGOpMaluu O 3arpy3ke JOKYMEHTa B
JNEKTPOHHYI0O  OWUONMOTEKY C  aBTOMAaTHYECKHMM TMPUCBOCHHEM  HJIEHTU(UKALHMOHHOTO
(cucTeMHOT0) HOMEpa KaXXI0MYy TOKYMEHTY.

4.4.6. WHOuBUAyabHBI Yy4eT DJIEKTPOHHBIX CETEBBIX YAQJICHHBIX JOKYMEHTOB
OCYIIECTBIISIETCS. B OJEKTPOHHOM BHJEC IYyTEM pETUCTpaluud 0a3 JaHHBIX (MakeToB) 0e3
IIPUCBOEHUS UM PETUCTPALMOHHOTO HOMEpA.

B peeCTp HUHAUBUAYAIBHOTO YUYCTa CCTCBBIX YAAJICHHBIX IOOKYMCHTOB BKIIFOYAIOTCHA
OCHOBHBIC XapaKTEPUCTUKH Oa3bl MaHHBIX (MMaKeTa): omuMcaHue Oa3bl JaHHBIX (HA3BaHWHE,
npou3BoauTENb, MiargopmMa u (WIKM) agpec BXOAa), CPOK OKOHYAHMS IIpaBa JOCTYIa,
KOJIMYECTBO Ha3BaHMM, BXOAAIIMX B 0a3y JaHHBIX (TIAKET).

B konmdecTBO Ha3BaHWI BKJIIOYAETCs OOIIEe KOJIMYECTBO MOTHOTEKCTOBBIX JOKYMEHTOB
(KHUT, >XypHAJOB, Ta3eT, MATCHTOB, CTAaHAAPTOB M APYIHMX JOKYMEHTOB, YYHUTHIBAEMBIX B
6ubmmoteke). He BKIIIOYAIOTCS B 3TO KOJIMYECTBO JOKYMEHTBI, KOTOpPbIE OOBIYHO HE M3JAIOTCS
OT/IENIbHO B TeyaTHOM (opmare, Takue Kak NMpo(rim KOMITAHWMA, CTATUCTHYECKHUE TaOJIHIIHI,
AHAIUTUYECKUE MaTephalibl MapkeTuHra. Jlns 0a3 [gaHHBIX ([IAKETOB), HE COJICPIKAIIUX
MOJTHOTEKCTOBBIX IOKYMEHTOB, B PEKBU3UTE '"Ha3BaHME" MPOCTABIISIETCS €IUHUIIA.

4.5. JIokyMeHTBbI, BKJIto4aeMble B (poHa OnOanoTeku, Mapkupyorcs. [Ipu 3ToMm MOTyT OBITH
UCIIOJIb30BaHbl IITEMIIENIH, KHUKHBIE 3HAKH, UHIAUBUIyaIbHbIE IITPUXOBbBIE KOJbI, IPYTHU€ BUJbI
MapkupoBkH. OCHOBHBIE TpeOOBaHMs, KOTOpBIE JOJDKHBI COONMIOAATHCS MPH MapKUPOBKE
JIOKYMEHTOB: 0003Hau€HUE MPUHAAJIECIKHOCTH, ACTETHKA, JOJTOBEYHOCTh MapKHUPOBOYHOIO
3HaKa, COXPAaHHOCTh TEKCTa UM JPYroi 3HaKOBOM MH(pOpMAaIIUK.

4.6. Ha nokyMmeHTax, SBISIONIMXCS MPUIOKEHUEM K OCHOBHOMY HOCHUTEIIO M €ro
HEOThEMIIEMOU YaCTbIO, IPOCTABJIAIOTCA TC )K€ PCKBU3UTHI, UYTO U HA OCHOBHOM JJOKYMCHTC.

4.7. DNeKTpOHHBIE CETEBbIC JIOKAJIbHBIE TOKYMEHTHI U AJIEKTPOHHbBIE CETEBBIC yAaJCHHbIC
JOKYMEHTHI UACHTU(DUITUPYIOTCS CIICIUATBLHBIMHA TPOTPAMMHBIMH CPEJICTBAMH.

4.8. Ha mpUHATBIX TEPBUYHBIX YYETHBIX JIOKYMCHTAaX IPOM3BOJUTCS  3aIlHCh,
HNOJTBEPXKIAIONIAsA, YTO TOCTYNUBIINE JAOKYMEHTHI NPHUHATHI B OMONMOTEUHBIH (QOHA Kak B
00BEKT 0c000 IEHHOTro ABMXUMOTO mmymiectBa (manee - OIIJIM) wnm kak B 0OBEKT WHOTO
JOBUXKUMOTO I/IMYH_IGCTBa.

4.9. IlepBuuHBlC Yy4YeTHBIC JIOKYMEHTHI, IOATBEpXKIarome (akT MOCTYIIICHHS,
nepeaaTcs B OyXranTepuio s BKIIOUEHHS B yueT OubauoreqHoro Gouja.

4.10. ExekBaptanbHO, npu ycinoBuu u3MeHeHHs cocraBa OL/IU, ceengenus o0 oOmiem
KOJIMYECTBE M CTOMMOCTH JIOKYMEHTOB, BKIIFOUEHHBIX B COCTaB OMONIHOTEYHOro (hOHAA Kak
00BEKT 0C000 IIEHHOTO JBHKMMOT0 UMYIIECTBA, MEPEAAFOTCS YIPEIUTEITIO.



V. Y4er BBIOBITHS TOKYMEHTOB U3 OMOIMOTEYHOTO (hOHIA

JIOKyMEHTBI BBIOBIBAIOT U3 OMOIMOTEYHOTO (POHAA B CBSI3U C (U3MYECKOH yTpaToil HMiu
YAaCTUYHOW JMOO TOJHOW yTpaToOdl MOTPEOUTENbCKUX CBOWCTB. BBIOBIBAaIOIINE JOKYMEHTHI
UCKJTIOYAIOTCS M3 OMONMMOTEYHOro ()OHJAa M CIHMCBHIBAIOTCS C BO3MOXKHOCTBIO IOCIEIYIOLICH
0e3BO3ME3THOM TIepenaun B Apyrue OMOINOTEKN TM00 pean3alum.

5.1. HcknroueHne TOKYMEHTOB M3 OMOIMOTEYHOro (OHIA JOMYCKAeTCs MO CIETYIOLIUM
NpUYMHAM: yTpaTa, BETXOCTb, 1e(EKTHOCTh, YCTAPEJIOCTh 110 COJIEPKAHUI0, HETPO(PMILHOCTb.

HenpodunbHOCTh TOKYMEHTOB YCTaHaBIHMBaeTcs Ha ocHoBe [Ipoduist KOMIIeKTOBaHUS
(OHIa MIT HHOTO HOPMAaTHUBHOTO JOKYMEHTA, YTBEPKIaeMOT0 pyKoBouTeneM Ondmuoreku. [1o
OpUYMHE HEeNPO(UIBHOCTH MOTYT MCKIIOYAThCA M3 (POHAA JOKYMEHTHI, HE KOMILIEKTyeMbIe
O6uOmMoTeKkor (IIpU OTKa3e OT KOMIUIEKTOBAHHS OTNIEIBHBIX KAaTErOpUi JOKYMEHTOB), W3JIHMIIIHE
I[Y6JI€THBIG 9K3CMIUIAPBI, 3aMCHCHHBIC 60)166 MOJIHBIMA TI10 COACPIKAHUIO, JIy4YIIUMHU 110
opopmieHHIO, (HU3UYECKOMY COCTOSIHHIO HW3JIAHUSMH, 110 HMCTEYCHUM CpPOKAa XpaHCHHS
JOKYMCHTOB, IIPU HU3KOM YPOBHC YHUTATCIILCKOI'O CIIPOCa, IMPHU HCCOOTBCTCTBUH JJICKTPOHHBIX
JIOKYMEHTOB TEXHHYECKOMY U TPOrPAMMHOMY OOCCTICUCHHIO OMOIMOTEKH.

5.1.1. HckmroyeHwe [JOKYMEHTOB 1O TMPUYMHAM YCTapeJIOCTH IO COJEPKaHUIO,
HeMpopUIBLHOCTH (MajoCIpaniiBaeMble), a TakKe M0 MPUYMHAM BETXOCTH U J1e(PEKTHOCTH HE
JOIMYCKACTCA MO OTHOHMICHHWIO K CAWHCTBCHHBIM JOK3CMIUIApaM JOKYMCHTOB ITOCTOSIHHOTO
(6eccpodHOT0) XpaHESHHUSI.

5.1.2. UcknioyeHue AOKYMEHTOB, OTHECEHHBIX K KHMKHBIM TNaMSATHUKAaM, JOMYCKaeTCs
TOJIKO 110 MPUYMHE yTpaThl MPH YCIOBUM OTPa’keHUs MH(OpPMAIMKU O KHIKHOM NaMSTHHUKE B
Peectpe KHM>KHBIX TAMSTHUKOB.

5.2. BoiObITHE MOKYMEHTOB M3 OMOnHoTeyHOTO (PoHMa odopmisieTcss AKTOM O CIIHCAHUH
UCKITIOYCHHBIX 00BEKTOB OnbOIMoreyHoro (onma (manee - AKT o crucanum) mno gopme (Koj 1mo
OKV ]I 0504144), yrepxaerHoi npukazom MunucrtepctBa puHancoB Poccuiickoit denepanun
ot 30 mapta 2015 r. N 52u "OO6 yrBepxaeHuu (HopM MEPBHUUHBIX YUYETHBIX JOKYMEHTOB U
pPerucTpoB OYyXTajaTepCKOro yd4era, HpPUMEHSEMbIX OpraHaMd TOCYJapCTBEHHON BIACTH
(rocynapCTBEHHBIMH OpraHaMH), OpraHAMH MECTHOTO CaMOYIIPaBJICHHsI, OpraHaMH YIIPaBICHUS
TOCYJAapCTBEHHBIMH BHEOIOJDKETHBIMU  (OHIAAMH, TOCYJapCTBEHHBIMU (MYHHUITUTIATLHBIMH)
VUPSXKIECHUSAMH, W METONWYECKUX YyKa3aHUU MO0 WX NPUMEHEHHUI0" (3aperucTpupoBaH B
Munuctepctse roctuiuu Poccuiickoit @enepanuu 2 urons 2015 r., perucrpauronssii N 37519,
ouIMaNbHBI MHTEPHET-TIOPTAJ IMpaBoBOM WHpopMmanuu http://www.pravo.gov.ru, 8§ HIOHA
2015 r. N 0001201506080020), ¢ W3MEHEHHSIMH, BHECEHHBIMH IpPUKa30oM MMUHHCTEPCTBA
¢unancoB Poccuiickoit ®deneparmu or 16 Hoa6ps 2016 r. N 209H (3apeructpupoBaH B
MunucrepctBe tocturuu Poccuiickont @enepanuu 15 nexkabps 2016 r., peructparmoHHbrid N
44741, opuuuanbHbI MHTEpHET-IOPTaN MpaBoBoi MHpopmauuu http://www.pravo.gov.ru, 19
nexadbps 2016 r., N 0001201612190019).

(m. 5.2 B pen. [Ipukaza MunkynsTypsl Poccun ot 02.02.2017 N 115)

5.3. K AKTy 0 cIMCaHUHW TIPWJIATAeTCsl CIIUCOK Ha MCKIIIOYEHHE OOBEKTOB OMOIMOTEYHOTO
¢doHga (nanee - CIMCOK), KOTOPBIM BKJIIOYAET CIICAYIOIIME CBEICHUS: PETUCTPAIIMIOHHBIA HOMEp
u mudp XpaHeHHs] JOKyMEHTa, KpaTkoe OuOimorpadguyeckoe omucaHue, MeHy JAOKYMEHTa,
3a(pUKCUpPOBaHHYI0O B pETUCTPE HWHAMBHIYaJIbHOTO ydeTa JOKYMEHTOB, K0d3(QuuueHt
MIEPEOLICHKH, IIEHY TOCIIE MEPEOIICHKH U O0IIYI0 CTOMMOCTD UCKITFOUYAeMbIX JOKYMEHTOB.

JInsi medartHbIX JIOKYMEHTOB BpPEMEHHOIO XpaHEHHUs JOIYCKAaeTCsl 3aMeHa CIIHMCKa
KHIKHBIMU (pOpMyIIsipaMu.
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Jlnst OKYyMEHTOB, 00pabOTaHHBIX TPYNIOBHIM (YHPOIIEHHBIM) CIIOCOOOM, BMECTO CITUCKA
JlaeTCsl epeueHb PErHCTPAIOHHBIX HOMEPOB, BUJ] HCKITIOYaEMBIX U3JJaHUI, X KOJIMYECTBO.

54. K Axry 0 cnucaHuu IO NPUYMHE YTPAThl U CHHMCKY NPUIIAraloTCs JAOKYMEHTHI,
NOATBEPXKIAIOIINE yTPaTy (MOSICHUTENIbHAS 3aIKCKa, B CIIydae KPaKu WU XUIIEHUs - IPOTOKOI,
aKT, 3aKJIIOYEHHE YIOJHOMOYEHHBIX OpPraHoOB, NPH BO3MEIICHWH YyiiepOa - (UHAHCOBBIN
JIOKYMEHT O BO3MEIICHUH yIepoa).

Bo3memenne unratensimu yuiepba gomyckaercs B (popMe 3aMeHBbl YTEPSHHOTO JTOKyMEHTa
PaBHOLIEHHBIM JIMOO0 IyTeM JeHexHON koMmeHcauuu. [Ipu npueme aeHer ot uurareneil B3aMeH
YTEPSHHBIX KHUT WIM APYTUX JOKYMEHTOB COCTAaBJISIETCS HPUXOAHBIN OpIEp, U YUTATEIIo
BBIJIa€TCs KBUTAHIIMSI YCTaHOBJIEHHOIO 00pasLa.

5.5. Ilpu BO3MeUIeHMM 4HTaTeNeM ymepda CTOMMOCTb YTPAYeHHBIX JOKYMEHTOB
YCTaHABJIMBAETCS JKCIEPTHOM KOMHMCCHEHW IO OLEHKE JOKYMEHTOB, HAa3HAYEHHOW NPUKA30M
pyKOBOIUTENSE OUOINOTEKH.

IIpn yrepe WM XWIICHMM LICHHBIX M PEIKHX KHHUI JUIA OIPENEICHUS UX CTOMMOCTH
KOMHCCUSI MOJKET TIIPUBJIEKaTh K CBOEH paboTe COOTBETCTBYIOIIMX OKCHEPTOB, a TaKXke
MCII0JIb30BaTh MaTEPHAIIbl HAYYHO-METOAUYECKUX LIEHTPOB, KHIKHBIX ayKIIMOHOB M sIpMapok. B
TUX CIy4yasX OINpeAeiIeHue NPUYMHEHHOro yiiepba MpenenbHbBIMU KO3 HUIMEHTaMH
KPaTHOCTH HE OrPAHUYHUBACTCS.

5.6. AKT 0 criMCaHHHU IO OJHOM U3 MPUYMH, YKA3aHHBIX B 1. 5.1, C MPHIIOKEHHBIM CIIUCKOM
HOJNMCHIBAECTCS MPEJICEAATENIEM U YIEHAMU KOMHUCCHHU 110 CIIUCAHHUIO OOBEKTOB OMOIMOTEUHOTO
¢doHIa, yTBEp)KAAECTCS PYKOBOAUTEIEM YUPEKICHHS.

5.7. Tlocnme yTBepKIeHHST AKTa O CHUCAHUM OCYIIECTBISIIOTCS MEpPONPHUATHS 10
nepepactpeieNIieHUI0 U peaan3alii CIICAHHBIX 00BEKTOB OMOIMOTEeYHOTO (HOH A,

5.7.1. CnucanHble OOBEKTHI, UCKIIOYCHHBIE W3 OWUOIMOTEYHOTO (OHAA MO TPHIUHAM
BETXOCTH, JI€(PEKTHOCTH, YCTAPETIOCTH MO COJCPIKAHUIO, MOTYT MepeIaBaThcsi Ha 0€3BO3ME3THOM
OCHOBE IOPHIMYECKUM H (u3ndeckuM JmiaMm. HeBocTpeOOBaHHBIC B TEUEHUE IIIECTH MECSIICB C
JaThl CIIUCAHMSI IOKYMEHTHI MOTYT HAIPABISATHCS B IYHKTHI BTOPUYHOTO CBHIPHSI.

(mm. 5.7.1 B pen. [Ipukaza MunkynabTypbl Poccuu ot 02.02.2017 N 115)

5.7.2. CrnucaHHble OOBEKTBHI, HCKIIOYCHHbIE U3 OMOIMOTEeuHOro (OoHIa MO NPUYMHE
HEMPOPUIBHOCTH, TEPENAIOTCS IO pelieHuI0 OMOIMOTEeKH B OOMEHHBIM (OHA B IENSIX
MaNbHEWINEeH mepemauyd Ha  OE3BO3ME3AHONM  OCHOBE  HEKOMMEpPYECKHMM, a  Takke
rOCy/IapCTBEHHbIM KOMMEPUECKHM OpTaHu3alusIM WU i1 pealu3allid IOPUIUYECKUM HU
dusznueckuM nunam. HeBocTpeOOBaHHBIE WM HEpEaTU30BAaHHBIC B TEUCHHE IIECTH MECSIIEB C
JaThl CMHMCAHUSA JOKYMEHTBHI MOTYT IepefaBaThCcsi Ha 0€3BO3ME3IHON OCHOBE IOPHAWYECKUM U
(bU3HYECKUM JIHIIaM JTHO0 HAMPABIATHCS B ITYHKTH BTOPUYHOTO CHIPHSI.

(mm. 5.7.2 B pen. [Ipukaza MunkynasTypsl Poccun ot 02.02.2017 N 115)

5.7.3. Tlpu OTCYTCTBUM NYHKTOB BTOPHUYHOI'O CBIPbSl WJIM B CiIydasX, Korjga cjada
JIOKYMEHTOB Ha TMepepaboTKy SKOHOMHUYECKH HeIelecoo0pa3Ha, COTPYIHHMKHA OHOIMOTEKH
YHUYTOXKAIOT UCKITIOUEHHBIE U3 OMOIMOTeuHOro (OoHaa TOKYMEHTHI B CIEIHAIbHO OTBEACHHOM
JUIs 3THX Lelned MecTe B HPUCYTCTBUM YIOJHOMOYEHHBIX YUpEIUTENeM JIML, KOTOpbIE
COCTABJIAIOT aKT 00 YHHUTOXEHUU CIIMCAaHHBIX 00BEKTOB OMOIMOTEUHOTO (hOHA.

B Axre o0 choucaHuM OTpakarOTCS HAaWMEHOBAaHHWE, HOMEp M Jara JIOKYMCHTA,
MOJTBEPKIAIOIIETO pelIeHHe OMOIMOTEKH O Nepefaye CIUCAHHBIX OOBEKTOB OMOIMOTEUHOTO
dboHaa B 0OOMEHHBINM (POHII, TOKYMEHTA, TIOITBEPKIAAIONIETO PEIICHIE OMOINOTEKH O pealu3aIluu
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CIHCAaHHBIX 00BEKTOB OMOIMOTEYHOTO (HOHIA IOPUIMUECKUM U (PU3UUECKUM JIMILIAM, TOKyMEHTa,
MOATBEPK/IAIOIIETO pelieHne OUOIMOTeKH O Tepenade Ha 0e3BO3ME3THOM OCHOBE CITMCAHHBIX
00BbEeKTOB OMONMMOTEYHOTO (OHAA IOPUIMYECKUM M (PU3MYECKUM JIHMIaM, JIOKyMEHTa,
MOATBEPXKIAOMEro (akT caaud CHUCAHHBIX OOBEKTOB OuOImMoTeuyHoro ¢GoHaa B IYHKT
BTOPUYHOTO CBHIPhS, WJIM aKTa 00 YHUYTOKEHUH CIIMCAHHBIX OOBEKTOB OMOIMOTEYHOTO (hOHMA.
BrimeykasanHple  JOKYMEHTBI NPWIIATAlOTCS K AKTY O CIIMCAaHUU CO CIHHCKOM OOBEKTOB,
UCKITIOYCHHBIX 13 OMOIMOTEYHOTO POHIA.

UckmroueHHsie n3 OHOMMOTEUHBIX (OHAOB MHKPOPOPMBI Ha TaJOTCHHIO0CEPEOPSHON
IUICHKE TMOJUIeXaT caade Kak — cepedpocojepikamime OTXOABl B COOTBETCTBHH  C
3akoHoJaTenbcTBOM Poccuiickoit denepanmm.

(m. 5.7.3 BBenen I[pukazom MunkynsTypsl Poccun ot 02.02.2017 N 115)

5.8. [Tlocne 3aBepiieHUss MEPONPHUATUNA, TMPEIYCMOTPEHHBIX AKTOM O CIMCAaHUM
UCKJTIOUEHHBIX OOBEKTOB OMOIMOTEYHOro (HOHIA, MEPBBIA AK3EMIUIAP AKTa O CIUCAaHUU CO
CIIUCKOM M JOKYMEHTOM, ITOJATBEP)KIAIONINM BBIOBITHE, TEpeaaeTcs B OyXraiTepuio, BTOPOH
HK3EMIUIAP OCTAETCS B MO/APa3AeICHUH, OCYIIECTBISAIONIEM yueT Ou0iaroTeyHoro GpoHa.

Ha ocHoBanmm AkKTa O CHOMCaHWUU HCKIIOYEHHBIX OOBEKTOB OubOmmoreuHnoro Qonma
6H6J’IHOT€‘IHO€ Hoz[paweneHHe nu 6YXI‘aJITepI/I$I BHOCAT UBMCHCHU B COOTBGTCTByIOH_II/Ie yquHHe
JIOKYMEHTBI.

5.9. AKTBI O CIUCAaHMU PETHCTPHUPYIOTCS B KHUTE€ CyMMapHOro ydera OMOIMOTEYHOTO
donma (WM APYyroM BHUJAE PErHMCTpa CyMMApHOTO ydeTa BBIOBITHS JOKYMEHTOB, IPUHSATOM B
OuOIMOTEKE).

5.10. B perucrpanmoHHol KHUTE (WU APYroM BUJIE PETUCTPa WHIUBUIYAJTBHOTO y4eTa
JIOKYMEHTOB, MIPUHSATOM B OMOIMOTEKE) MPOCTABISAETCS HOMED U AaTa AKTa O CIIMCAaHUH.

5.11. Bce uckimouaembie u3 (oHaa OMOTUOTEKH TOKYMEHTHI (KHUTH, KYPHAIbBI, IPYTHE
BUJbI JTOKYMEHTOB) JOJDKHBI OBITh COOTBETCTBYIOIIUM 00pa3oM O(OPMIICHBI: CIEIUATbHBIM
MITEMIIEIEM JIOJKHBI OBITh IMOTAIICHBI IITAMITBI OMOIHOTEKH.

5.12. DneKTpOHHBIE CETEBbIE JIOKAJIbHBIE JOKYMEHTHl YIAISAIOTCS W3 DIIEKTPOHHOMN
OuONIMOTEKM Ha OCHOBaHMM AKTa O CIHCAaHMM C YKa3aHUEM IPUYMHBI HCKIFOUEHHS.
HaumeHnoBaHue, HOMep M J1aTa aKTa BBOAATCSA B 0a3y JaHHBIX B KaueCcTBE MeTamH(pOpMaluu K
COOTBETCTBYIOLEMY JOKYMEHTY.

Ha ocHOBaHuM BBEIEHHBIX CBEACHUN MPOTPaMMHBIM CIIOCOOOM (OPMHPYETCS MepeueHb
AKTOB 0 cIMCaHUM (PEeecTp CyMMapHOTO y4deTa BBIOBITHS CETEBBIX JIOKAJIBHBIX JOKYMEHTOB) U
IepevyeHb CHUCAHHBIX OOBEKTOB 3JEKTPOHHOM OMOMMOTEKH (peecTp MHAMBHUIYAIbHOTO y4eTa
BBIOBITHS CETEBBIX JJOKAIBHBIX JJOKYMEHTOB).

5.13. BrpIObITHE D3JEKTPOHHBIX CETEBBIX YAANEHHBIX JOKYMEHTOB HE O(hOpMIIsSeTCs
CHelHalIbHBIM JTOKyMEeHTOM. [loaTBepkaeHneM BBIOBITHS SIBISIETCS MCTEYEHHUE CpPOKa JIEHCTBUS
JOKyMEHTa (JI0roBOpa, KOHTPAKTa, JIMIEH3MOHHOTO COTJIAIICHHS), OPOPMIICHHOTO Ha MPaBO
JOCTyTa K onpezeeHHoM 0a3e TaHHBIX (MaKeTy) CEeTeBBIX JOKYMEHTOB, U OTCYTCTBHE JI0r0OBOPA,
KOHTPAKTa, JTUIIEH3MOHHOTO COTJIAIICHUSI, 0)OPMIICHHOTO Ha HOBBIH CPOK.

5.14. EsxexBapTanpHO, TpH ycloBUU m3MeHeHus coctaBa OILJIU, oGmme cBemeHus o
KOJIMYECTBE M CTOMMOCTH JTOKYMEHTOB, CIIMCAHHBIX U3 OHOIMOTEeYHOro ¢oHIa Kak 00BEeKTa
0Cc000 IIEHHOTO JBM)KHMOT'O UMYIIECTBA, C YKa3aHUEM IepedyHss AKTOB O CIIMCAHHH, MPUYUH U
HANPaBIIEHUH  BBIOBITUS ~ JOKYMEHTOB, TPEIACTABIAIOTCS  yupenutento.  KonndecTBo
BBIOBIBAIONMX JOKYMEHTOB HE JO/DKHO TPEBBIMIATh KOJWYECTBA BHOBB ITOCTYIAIOIIMX
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JOKYMEHTOB B OMOJTMOTEUHBINH (HOH]I.
V1. Yuer utoroB aBmxeHust OnOIMOTeyHOro QoHIa

6.1. Utorn nBuxeHus (OHIOB MOJBOIATCS B KHUIE€ CyMMAapHOIO ydera OMOIMOTEYHOTO
dbonaa (WM APYroM pPErUCTpe CyMMapHOrO ydeTa, MPUHATOM B OMOIMOTEKEe) HAa OCHOBaHUH
JaHHBIX CYMMApPHOTO y4C€Ta O NOCTYIIJICHUU U BBI6I>ITI/II/I AOKYMCHTOB.

Hrorosnie JaHHBIC UMCIOT YE€TBIPC 00s3aTeNbHBIX MMOKA3aTelIsd: COCTOIIO Ha HAYalio roaa,
MOCTYIINJIO 3a I'OX, BBIOBLIO 3a roa, COCTOMT Ha KOHCII roja.

HrtoroBeie naHHBIC MO AJEKTPOHHBIM CETEBBIM YJIaJICHHBIM JOKYMEHTAM MPEICTABIISIOTCS
CJIETYIOIIUMH MOKA3aTesIMU YYETHBIX €IMHUIL COCTOSUIO Ha HaYasio roja, ohopmIIeHO B TOCTYII
B T€UCHUE TOJIa, IOCTYII MPEKPAIIEeH B TEUYEHUE TO/1a, COCTOUT Ha KOHEIT To/a.

6.2. Caemenuss 00 WTOrOBBIX JaHHBIX (HUKCHPYIOTCS B (opMe TOCYAapCTBEHHOM
CTaTUCTUYECKOW OTYETHOCTH W MPEACTABIAIOTCS IS IEJ€H TOCYIapCTBEHHONW CTaTUCTUYECKOMN
OTYETHOCTH.

HroroBele nanHpie 00 oOMeHHOM (OHAE HE BKIIOYAIOTCA B OOIMME TMOKa3aTenu
6ubmoreyHoro GpoHma.

VIIL IlpoBepka Hamuuusi JOKYMEHTOB OMOIHOTEUHOTO0 (hOHIA

7.1. TlpoBepka HaM4usi TOKYMEHTOB OuOIMoTeYHOro ¢GoHma (mauee - mpoBepka (oHA)
MIPOM3BOJIUTCS B 00513aTEIIEHOM MOPSIIKE:

IIPU BBISIBIICHUH (DAKTOB XUILEHUS, 37I0YIIOTPEOICHUS UK MTOPYH JOKYMEHTOB;

B cily4yae CTUXUHHOro O€ACTBMS, IMOXKapa WJIM JPYTUX YPE3BBIYAWHBIX CUTYalHd,
BBI3BAHHBIX YKCTPEMATbHBIMU YCIOBUSIMU;

MIPU PEOPTaHMU3AINN WJTH JINKBUIAIIUNA OMOIIMOTEKH.

JUist mpoBeneHUs INPOBEPOK PYKOBOAMUTENIEM OpPraHU3allMM HA3HAYAETCs KOMUCCHUA, B
COCTaB KOMUCCHH JIOJDKEH BXOAUTH MPEACTaBUTENb OyXTalTepHH.

7.2. IlpoBepka (oHAa B MIAHOBOM MOPSIKE OCYIIECTBISETCS B CICIYIOIINE CPOKH:

JOKYMEHTBI, UMerolue B o(OpMIICHUHN AparolieHHble MeTauibl U (WJM) AparoleHHbIe
KaMHHU, - €KETr0IHO;

($hoHJ peIKNX W IEHHBIX KHUT - OJIUH pa3 B 5 JIET;

¢donapl 6ubmmoTek 10 50 THICSY YYETHBIX €IMHUIL - OAMH pa3 B 5 JIET;

dhouaer 6nbmmoTrek ot 50 70 200 THICSY YYSTHBIX €AMHUIL - OJUH pa3 B 7 JIET;

donabr OubmoTek ot 200 ThICSY 10 | MUIUTHOHA YIETHBIX €IUHUIL - OUH pa3 B 10 neT;
dhouapr OnbmoTek oT 1 10 10 MUJUTMOHOB YYETHBIX €IMHHUII - OJIUH pa3 B 15 1eT;
¢donas 6ubmmotek ot 10 10 20 MUIIITMOHOB YUETHBIX €AMHUIL - OUH pa3 B 20 jerT;

dhouapl OMONMHOTEK CBBIME 20 MIJJTHOHOB YYETHBIX €IWHUII - | MHJUTHOH IK3EMIUIIPOB B



roa.

[InanoBass mpoBepka ¢oHAa OUOIMOTEKH MOXKET OCYIIECTBISATHCS IOITAlHO B
COOTBETCTBUU C TpauKOM IMPOBEICHHUS MPOBEPKU Bcero ()OHAA WM €ro 4acTu (B TOM YHCIIe
PEIKHX ¥ [IEHHBIX KHUT) C ONPEACIICHNEM CPOKOB U KOJIMYECTBA INIAHUPYEeMOTo 00beMa pabOTHI.

7.3. llpoBepka SJIEKTPOHHBIX CETEBBIX JIOKAJBHBIX JOKYMEHTOB OCYIIECTBIISIETCS IO
KOJINYECTBEHHBIM II0KA3aTelsAM, a TAKXKE 110 KOHTPOJIbHBIM CyMMaM, IO3BOJIAIOLIUM BBIIBUTH
U3MEHEHUS B IOKYMEHTE.

[IpoBepka HOCTYMHOCTH 3IEKTPOHHBIX CETEBBIX yJAICHHBIX JOKYMEHTOB OCYIIECTBIISETCS
C a/IpeCcOB BX0/ia, YKa3aHHBIX B PETUCTPE UHIUBUAYAIBHOTO yUeTa.

7.4. TlpoBepka Bcero (oHIa WIM €ro 4YacTH 3aBEPIIACTCS COCTABICHHWEM akTa o
pe3yabTaTax TIPOBEJCHUS NPOBEPKU HAIMYMA JOKYMEHTOB OubOinuoreunoro Qonma u
HPUIOKEHNEM K HEMY CITUCKA JJOKYMEHTOB, OTCYTCTBYIOIIMX IO HEYCTAaHOBJICHHOH MTPUYHHE.

B akre QuxcupyroTcs cCBeICHHS O KOJIMYECTBE JOKYMEHTOB OMOIMOTEUHOro (oHIa IO
JAHHBIM y4eTa; JIOKYMEHTOB, HMEIOUIMXCS B HAJIWYNHU; JIOKYMEHTOB, OTCYTCTBYIOIIMX B
6ubnmoTeyHoM (OHIE MO HEYCTAHOBJICHHOM NMpUuYMHE. B akTe Takke yKas3bIBalOTCS HOMEp U
JlaTta aKTa O MPOBEACHUH NPEABITYyIIeH MPOBEpKU. AKT C MPUIOKEHHEM CIHCKa JOKYMEHTOB,
OTCYTCTBYIOIIUX I10 HEYCTAaHOBJICHHOW MpPUYMHE, MOANUCHIBACTCS TMpEACEaaTe]eM U WieHaMU
KOMHUCCHH M YTBEPKIACTCS PYKOBOJIUTEIEM YUPESIKICHUS.

7.5. Ilpu BbIsBIEHUH B TpoOLECCe MPOBEPKH (POHAA OTCYTCTBYIOIIUX TOKYMEHTOB H
HEBO3MO)XHOCTH YCTaHOBJICHHUs BUHOBHBIX JIMI YOBITKM IO HEIOCTa4aM CIIHMCHIBAIOTCA B
COOTBETCTBUU C JACUCTBYIOLIUM 3aKOHOJATEIBCTBOM.

VIII. /Ienonpou3BoACTBO B OPraHU3alUU ydeTa
o6ubmoTeyHoro ¢poHaa

8.1. Opraamzanuss pabOTBl ¢ JOKYMEHTaMH IO Yydery OubnumoreuyHoro ¢onma
OCYHICCTBJIACTCA 10 ITpaBUJIaM BEACHUA ACIIOMPONU3BOACTBA.

8.2. Cpoku XpaHeHUs [TOKYMEHTOB YCTaHABJIMBAIOTCA B COOTBETCTBMU C [Ipukazom
MunucrepcrBa KynbTypbl Poccuiickoit @enepaunu ot 25.08.2010 N 558 O6 yrBepkaeHHH
"IlepeyHsi TUNOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B IpoIEecce
JESATENIBHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPIraHOB MECTHOT'O CAMOYIIPABIEHUS U OpraHU3aluii,

C YKa3aHUEM CpPOKOB XpaHeHMs'", 3apeructpupoBaHHbIM MuHiocToM Poccuiickoit ®@enepanun
08.09.2010, N 18380.

8.2.1. IlocTosiHHO, 10 JIUKBUJAIMNA OMOIMOTEKH, XPAHATCS PETUCTPHl HHIUBUIYAIBHOTO U
CyMMapHOTO y4eTa JOKyMEHTOB OuOnmoredHoro (¢oHma (pEeruCTPAllMOHHBIE KHUTH,
WHBEHTAPHBIE KHUTH, KHUTH CYMMapHOTO y4YeTa, YYETHBIM KaTajor, Tornorpadguueckue OrnucH u
KaTajoru).

8.2.2. B TedeHWe necATH JE€T XpaHATCA AKTHI O CIHCAHWHM HCKIIOYEHHBIX OOBEKTOB
O6ubnmuoreyHoro (GoHAa M aKTHl O IpHUEMe-TIepelladye CIHUCAHHBIX OOBEKTOB OHOIMOTEUHOTO
donpa.

8.2.3. B TeueHue nATU JET XPAHATCS NIEPBUYHBIE YUETHBIE IOKYMEHTHI, [1OATBEPKIAIOLINE
MOCTYIIJIEHWE TOKYMEHTOB B OMOiIMoTeuHbI (DOH (HAaKIaIHbBIE, aKThl O MPUEME, aKThl CIa4H-
IPUEMKH).
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8.2.4. Jlo OKOHUaHHs OuYepeqHONH NPOBEpKH (OHIA XPAHATCS aKThl O pe3ysbTarax
MPOBEICHUS IPOBEPKHU HATMYHS JOKYMEHTOB OMOInoTeuHoro pouma.
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