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NMOPAAOK YYETA TOKYMEHTOB,
BXO/SIHUX B COCTAB BUBJIMOTEYHOI'O ®OHJIA
®I'bOY BO HIKEBCKAS I'CXA

I. O6ue monoxenus

1.1. Vyer mokymenToB GuOIMOTedHOro (OHIA ABNAETCA OCHOBOM OTYETHOCTH W [UIAHMPOBAHHSA
AeATeNbHOCTH GUbIHOTeKH, CTOCOOCTBYEeT 0OeCeueH IO ero COXpaHHOCTH.

. 1.2. Vuer BK/TIOYAET PErHCTPALIMIO NOCTYIUIEHHSA I0KYMEHTOB B OHOHoTeuHslii GoHa, HX BHIOBITHS
u3 Qouna, uTorosslie NaHHbie O BenuuuHe (006Beme) Beero GuOMMOTEYHOrO (OHAA M €ro MOAPa3AE/IoR,
cToMMocCTh (hoHa.

1.3. OcHoBHble TpeGoBaHus, IpebAB/IAEMBIE K YueTy OHOMHoTeYHOro hoH/1a:

IOJTHOTA M JIOCTOBEPHOCTE YYeTHOH HHpOpMaLHK;

ONnepaTHBHOCTE,

JOKYMEHTHPOBaHHOE O(OpMIIEHHE KXKAOTO MOCTYIUIEHUs B (DOH M KaXA0ro BhIObITH W3 dhoHna;

COBMECTHMOCTL . MPHEMOB M (GOPM y4eTa, MX HaNeKHOCTH MpPH NApasIeIbHOM WCMONb30BaHWH
TPagHULIMOHHON ¥ aBTOMATH3HPOBAHHON TEXHOIOrHH yyera,

COOTBETCTBHE HOMEHKJIATypbl ToOKasateqed yvera ()OHAA AHATOMMYHBIM  TIOKa3aTesaM
rocyapcTBeHHOH OHONHOTEeUHOH CTATHCTHKH.

1.4. Yyery noanexxar BCe MNOKYMEHThI (MOCTOSAHHOTO, [UTMTENLHOTO, BPEMEHHOrO XpaHeHWs),
noctynatomue B doHn 6ubnuvorekn M BeiObBalomme M3 ¢GoHma OGuGIHOTEKM, HE3aBHCHMO OT BMAA
HOCHTeJIA.

1.5. Yyer NOKYMEHTOB BEIETCA B PErMCTpax HMHAMBH/IYalbHOIO M CYMMapHOro y4era B
TPaJULIHOHHOM H (WTH) 3/IEKTPOHHOM BHIIE.

1.5.1. PeructpamMu HHAMBHAYAILHOIO y4eTa JOKYMEHTOB ABJIAIOTCA: HHBEHTAPHAsA KHHUIa, KAPTOYKa
PerucTpalii MHOTOJK3EMIUISPHBIX JOKYMEHTOB, TIa3eT, JKYpPHAIOB, APYrHX BH/IOB JOKYMEHTOE,

‘\ Tonorpaduyeckuii Katasor. PerucTpbl MHIAMBHIYaqbHOrO y4eTa AOKyMeHTOB Gubmuoreunoro domaa
cozlepXKaT PeKBH3HTEI, HICHTHOHLHMPYIOMME KaKIBIH JOKYMEHT C yKa3aHHeM CBEIEHWii O MOCTYIUIeHHH
NOKyMeHTa M 0 ero BeIObITHH M3 6ubGnuoTeuHoro goxaa.

1.5.2. PeructpaMum CyMMapHOro y4era JIOKYMEHTOB HBISIOTCA: KHHMIra CYMMapHOro ydera
Gubmmoreynoro ¢ouna. JlomyckaloTcs pasiM4HbIE MOJHOHMKALMH KHHIH CYMMapHOIrO Y4era.
He3aBHCMMO OT BHIa YYETHOrO [OKYMEHTAa pPErMCTpbl CYMMapHOTO yueTa CojepKaT TpH
B3aMMOCBSI3aHHBIE YacTH:

"[MocTyuieHHe JOKYMeHTOB B OubiHoTeyHsiii hoHa",

"BeiObITHE HOKYMEHTOB M3 GubanoTeuHoro dounaa”, ;

"Wrorn aewkenns 6ubanoreuHoro Goxaa: HTOroBble JaHHbIC Ha KOHELl OTYETHOro mepHoaa”.

OG6o6u1ieHHbIe JaHHBIE OTPAKAIOTCA B KayKI0H 9aCTH perucTpa CyMMapHOro yyera.

1.6. CymmapHblf H HHAMBHAYaIbHBIA y4eT GoOHIA BeJeTCs OTHAENOM KOMIIEKTOBaHUA
OubmHoTekH, a Takke MOJApasJeleHUAMH oTiena obchy:KuBaHWS, O00ECTIeYHBAIOLIAMH XpaHEHHE W
MCMOB30BaHKE 3aKPETUIeHHBIX 3a HUMH 4acTeii obmero goxaa 6ubnuorexu.

II. Eanunuel yuera 6ubanoreunoro ponaa

2.1. Benmuuna (00bem) 1 IBHKeHne GOHIA HIMEPSIOTCA B YHU()HUMPOBAHHBIX €JMHHLIAX YUYeTa.
OCHOBHBIMM €HHHIIAMH y4YeTa JOKYMEHTOB OubimoreuHoro ¢oHma SBIAIOTCH 3K3EMIUISAP W




HA3BaHWe, UlA Ta3eT - FOJI0BOH KOMIUIEKT H Ha3BaHHE.

JIONONHATENbHBIMA  €AMHALIAMM ydeTa (OHAA SBISIOTCA TONOBOH KOMIUIEKT, METpOMOIIKa,
noauMBKa (eperieTHas eIMHHIIA); JUIA HNEKTPOHHBIX TOKYMEHTOB - €IMHULIA NaMSTH AaHHBIX.

2.2. O6mas BenuuMHa OHOMHOTEYHOTO (POH/IA B LIEJIOM ¥ €r0 MOoApas/iesioB, B TOM YHC/IE CETeBBIX
JIOKABHBIX JOKYMEHTOB M CETEBBIX YJQJIEHHBIX NOKYMEHTOB, YYHTBIBACTCA B JK3EMIUIAPAX, HOBEHIC
MOCTYIUIEHHA - B JK3eMIULAPaX W HasBaHWsX. IMCNIO TOJOBBIX KOMILIEKTOB ra3eT NPHPABHUBACTCA K

YHCITY IKIEMIUIAPOB.

I1I. Vyer JOKYMEHTOR MO BHIAM M KaTeropusam

3.1. [NeyaTHbie W31aHUA ¥ HEOMYyOIMKOBAHHBIE JOKYMEHTBI

K mneuaTHBIMH W3JaHMAM OTHOCATCS THPAKHPOBAHHLIE W3JaHMA, MOJNYYEHHBIE MevaTaHHeM WIiH
THCHEHHeM, TOMMrpadMuecKd CaMOCTOATEbHO OQOPMIEHHBIE: KHUIH, OpoLNOpbI, JKypHaibl,
NMPONO/DKAIOMMECS ~ WM3JAHWA, JIMCTOBbIC ~HM3JAHHs, ra3eThl, M3OM3[aHMA, HOTHBIC — W3NaHHMA,
Kaprorpauyeckie M3IaHWA, HOPMATHUBHO-TEXHHYCCKHE W TEXHHHECKME AOKYMCHTHI, asTOpedepaThl
JIACCEepTaLHi.

K HeomyGIMKOBAHHBIM JOKYMEHTAM OTHOCATCA PYKOIMCHBIE AOKYMEHTBI (pyKONHCHBIE KHHUTH H
ApXMBHbIE JIOKYMEHTBI), & TAKKe JOKYMEHTBI, H3TOTOB/IEHHbIE B €IMHHYHBIX SK3IEMILIAPAX, ABIAIOUIMECS
06BEKTaMH HHTE/UIEKTYaIbHONH COGCTBEHHOCTH (IEMOHMpOBAaHHBIE Hay4Hbie PabOThI, AMCCEpPTALMH,
MperpHHTEl, OTYETBI O HAy4YHO-HCCJIEIOBATENBCKHX paboTax, nepeBobl, OMMCAHHA AIrOPHTMOB H
nporpamm OBM, MpoeKTHO-KOHCTPYKTOPCKas JOKYMEHTAl|A ), TAKTHIbHbIE PYKOIE/IbHbIC H3aHHA JUIA
CrenBIX ¥ ClaboBMASUIAX. PYKOIHCHBIE JOKYMEHTBI, BXoasume B OGuOaMoTeuHble (hoHAbl, ABAFIOTCH
cocTaBHON yacThio ApxuBHOTO (oHaa Poccuiickodi denepauiy ¥ Y4HTHIBAIOTCA B COOTBETCTBHH C
HOPMATHBHBIMH H NPABOBBIMH aKTAMH 110 y4ETY apXHMBHBIX JIOKYMEHTOB H HACTOALIMM [MTopaakom.

3.1.1. Kuuru v 6pormops! yIHTHIBAIOTCA B 9K3EMITUIAPAX M Ha3BAHHSX.

Kak oTeNbHBIN K3eMILISP U KaK OT/AeNbHOE Ha3BaHHE YUHThIBAIOTCA:

KaKI0€e OTAe/bHOE H31aHue (KHHra, Gpouopa);

Ka)k/10e BXOJIAIIee B KOHBOIOT H3/IaHHE;

KakJBlii OTAEMbHBIA TOM (BBIMYCK, 4aCTh) MHOIOTOMHOIO H3/1aHHA, MMEIOIIHI HHIMBUIYabHOE
3arjiaBHe;

Kakgas W3 Opoliop, BBIMYLIEHHBIX B obrequHsAIOMEeH WX M3JaTes]bcKoM marke, 0OI0XKKe,
MaHKXeTKe;

Kakias KHMra WIM Opommopa, BXOJAIAS B KHIDKHYIO CepHi0 (HYyMEpOBaHHYIO WM
HEHYMEPOBaHHY0);

OTZE/IBHO M3IAHHbIE NPHIOKEHHs K KHHram ¥ OpouopaM, HMEIOLIHe HHAHBHAYATbHOE 3ariaBue 1
CaMOCTOATEBHOE 3HAYEHHE.

3.1.2. JIOKyMEHTHI, BBINOJIHEHHbIE PpeibeHO-TOYEYHbIM WIPHPTOM (wpugrom  Bpaiing),
YUMTBHIBAIOTCS B 3K3EMIUISPaX U Ha3BaHUAX.

DK3eMIVIPOM V1A JAHHOTO BMJA M3JaHMA SBIAETCA KAXKAad W3 KHWI KOMILUIEKTa, 00beIMHEHHbIX
oOLIUM Ha3BaHHEM.

Kak oIHO Ha3BaHME YYMTBHIBAETCA KOMIUIEKT M3[aHHA, HE3aBHCHMO OT YHC/A BXOIALIMX B HEro
KHHT .

3.1.3. JKypHansi ¥ MPOJO/DKAIOMIMECS H3AAHHA YUHTBIBAIOTCA B IK3EMILIAPAX W HA3BAHHAX.

IKIEMIUIAPOM CUHTAETCS HOMEp, TOM, BBINYCK, M3/JaHHBIE MO OTAEABHOCTH, @ TAKKE KOMILIEKT
HOMEpOB, TOMOB, BBIITyCKOB, EPEMIETCHHbIX B OJIHH ONOK M31aTEe/ILCTBOM.

Kak 0IHO Ha3BaHHE YYHTHIBAETCS KOMILTEKT HOMEPOB, TOMOB, BBIITYCKOB, 00pasyroluX OTA/bHYIO
eIMHULLY C OTIIHYHTEIbHBIM 3arJIaBHEM. [Ipn U3MEHEHHH 3ariaBHA HOBOH YHeTHO! eMHHLIEH cuuTaercs
U3aHKe, €C/TH H3MEHEeHHEe BHECEHO B MEPBBIC MATH C/IOB 3ariaBHs.

[lepHoauueckde TMPWIOXKEHHS K IKypHAlaM, BBIXOZJdUIME  CAMOCTOATEIIBHO, MMeEIOLLHe
HHMBHIYAIBHOE 3arjlaBHe W COOCTBEHHYIO HYMEDAUMIO, YUUTBIBAIOTCS KaK OTAC/IbHBIC SKIEMIUIAPLI H
OT/Ie/IbHBIE Ha3BaHHA.

Kaxas cepus NPOAO/DKAIONIErocs U31aH s, HMEIoLIas HHAHBH/yalbHOE 3arlaBHe U coOCTBEHHYIO
HYMEpALMIO BBIITYCKOB, YUUTHIBAETCSA KaK OTAEIBHOE Ha3BAHHE.

Kakapiii caMOCTOATENbHBIH TOM (BBIMYCK) MPOAO/DKAIOIIErocs H3JaHus y4MTBIBACTCH Kak
OTHe/IbHOe Ha3BaHHe.

3.1.4. Ta3eTsl YYHTBIBAIOTCS B FOJOBBIX KOMIUIEKTAX H HA3BAHMAX.

Kak OIHO HA3BaHWE YYMTHIBAETCS KOMIUIEKT raseT, OOpasylomMX OTACHbHYIO EIHHHLlY C




OTITHUMTENBHBIM 3arjiaBueM. [IpH M3MEHEHHH 3arjaBds HOBOW YYETHOH eJMHHMLEH cuuTaeTcs M3/laHue,
eCIIH H3MEHeHHE BHECEHO B MepBbIe MATH CIIOB 3ar1aBus.

OnHOIHEBHbIE (Pa3OBbIE) ra3eThl UHTBIBAIOTCA B SK3EMILIAPAX (HOMEp, BRIMYCK) U HA3BAHHAX.

OrnenbHO WM3NAHHBIE TEPHOJMYECKHE TPHIOKEHHSs K raseTaM, HMeEIOIIHe WHIMBHIYalbHOE
3arjapue 4 cOOCTBEHHYIO HYMEPAIHIO, YUHTBIBAIOTCS CAMOCTOATEIBHO.

3.1.5. Kaprorpadudeckne H3laHHs YIHTBIBAIOTCS B IK3EeMIUIAPAX H HA3BaHHAX.

Kax OT)leHBHI:[ﬁ 3K3eMIIIAP H OTAENBHOE Ha3BaHHE YUHUTBIBAKOTCA:
aTNacChi, COCTUALLHE N3 U1AC/IDHDIA MY MEPUDANNDIA FUIF AGLAPUDANADIA DOULY VWD,

KaKIBIH BBIMYCK CepUITHOTO M3/IaHiA KapThl WK aTjaca.

Kak OfMH SK3eMIUIAp M OJHO HA3BaHWE YYMTHIBAETCA KapTa, W3[aHHAs HA HECKOJIBKHX JIMCTax
(moaexKanMx ckiekke), 00beTMHEHHBIX OOIIHM 3arIaBHeM. :

MHOTrOTOMHBIE (MHOTOTHCTOBBIE) KapTorpaduyeckue usaaHus, o0beIMHEHHbIE O0IINMM 3arnaBHeM,
YUHTHIBAKOTCS 110 KOJIMYECTBY TOMOB H OZIHOMY Ha3BaHHIO.

OTnenbHO W3NAHHBIE, HO HEe MMEIOLIHe CAMOCTOATENbHOrO 3Ha4YeHMs Kaprorpaduyeckne
NPHIOKEHHUA K pasjii4HbIM H3OJaHHAM (KHHI‘H.\A. 6]101.1[]0!")&!\1. }Kypﬂa.uam) YUUTBIBAIOTCA €AWHBIM
KOMILIEKTOM C OCHOBHBIM H3[IaHHEM.

3.1.6. HopMaTHBHO-TEXHHYECKHE H TEXHHYECKHE JOKYMEHTBI (IATEHTHBIC JOKYMEHTBI, THIOBbIE
MpOeKThl H YEPTEXKH, KATAIONH MPOMBIIIIEHHOTO obopynoBaHHA KW H3JENHH, HOPMATHBHBIE JOKYMEHTHI
MO CTAHAAPTH3ALMHM, TEXHHYECKHE YC/IOBHSA, PYKOBOAAILME NOKYMEHTHI M NpaBWIa) YUHTRIBAIOTCA B
SK3EMIUIIPAX U Ha3BaHHAX.

Kak OfHMH 9K3eMIUIAp U OIHO Ha3BaHHE YYHTBIBAIOTCS CTAHJAPTHI M KAaTAIOTH MPOMBILUIEHHOTO
06OpYIOBaHHA M W3JENWH, BHINYIIEHHbE B OOBENUHAIONICH MX M3JATENbCKOH nanke (obnoxke) npu
HATHYMHM Ha nanke obieil eHs!, CoaepkKaHuA BCEro M3/1aHus, €JMHbIX BBIXOJHBIX JaHHBIX.

Kak oTaenbHblii JK3eMIUIAp H OTAeNbHOE HA3BaHWE YYMTBIBAIOTCA CTAHAAPTBI M KaTajlord
HPUME;IIJJJ]CHHOI‘O 060p}’ﬂ0B311119 H I’I?,"[CJ'IHﬁ_. JOpyTHe cneudanbHbie BUABI JOKYMEHTORB, BBIMMYIICHHEBIE B
BH/I€ OTAEJIbHBIX JIHCTOB, €CITH KayKJIbIH U3 HUX UMEET CBOM BBIXOJHBIE JaHHBIE, UEHY, TUpaXK, AaxKe €CIIh
OHH 06BeIHHEHB! OIHOM M3aTe/bCKOM nankoi (0610kKKO#H).

3.1.7. Heory6iMKOBaHHbIe JOKYMEHTBI YYHTBIBAIOTCA B SK3eMIUIAPAX H HA3BAHHAX.

Kak o{H 9K3eMIUTAP U OJHO HA3BaHHE YIUTBIBAIOTCS:

JeMOHMpOBaHHas HayyHas paborta (KOMIUIEKT, COCTOALUMH W3 JIBYX 3K3€MIUIAPOB pabotel) M
COMNPOBOAMTENbHBIE JOKYMEHTBI;

Heorny61MKOBaHHbIE TOKYMEHTHI, COPOLIIOPOBAHHBIE HIH COAEPXKALIHECH B OT/JeJILHOM Marke.

Jlns KOHCTPYKTOPCKOM JOKYMEHTallMH eIMHHULEH Yy4eTa AB/IAeTCH YepTexk MM MONHBIH KOMILIEKT
KOHCTPYKTOPCKHX JJOKYMEHTOB, OTHOCALIMXCA K OJHOMY H3/IE/HIO (obbekTy).

3.1.8. O6HOB/ISEMOE TIeYaTHOEe W3/JaHHe YYMTHIBAETCA KAaK OT/AENbHOE Ha3BaHWE M OTAE/bHbBIH
SK3EMIUISP NP MepBHYHOM TnocTymiexuu B Gubamorteky. Ilocnemyiouwme nocTymieHus BKIaAHBIX
JIACTOB, TPEJHA3HAYEHHBIX IS JONONHEHMS WM 3aMEHBI COOTBETCTBYIOUIMX JIMCTOB B W3aHHH,

OT/ENBHOMY yHETYy He TOMJIeNkaT.
3.1.9. ®akcHMUIBHOE H3aHHE YUUTHIBAETCA KaK OPHIHHAL.

3.2. AyIHOBH3YaJIbHBIE JOKYMEHTHI

K  ayaMOBM3yalbHbIM  JOKYMEHTaM  OTHOCSTCS  (DOHOJOKYMEHTBI,  BHICONOKYMEHTBI,
(OTOAOKYMEHTBI, KHHOIOKYMEHTBI.

3.2.1. Enurunamu yyeta GoHAa ay JHOBH3YAIBHBIX JOKYMEHTOB ABIAIOTCA IK3EMILIAP H Ha3BaHHE.

Kak oTaensHbIi 3K3eMIULAP YIMTBIBAIOTCA!

JIMCK - JUIS TPaMILIACTHHOK;

KaTyIKa, Kaccera Wi 606HHa - U1l MArHHTHBIX (POHOTPaMM;

Kaccera - /il BHIEO10KYMEHTOB,

Kak oiHO Ha3BaHHE YYUTBIBAOTCA:

OTAe/BHO BBIMYIIEHHAsS TIPAMIUIACTHHKA, Kaccera /MO0 KOMILIEKT (ansboM) rpamMniacTHHOK,
kacceT, 00beJHHEHHBIX 00IMM Ha3BaHHEM;

MaruuTHas (OHOrpaMMa Ha OJIHO# KaTyuike (Kaccere), MarHMTHas (OHOrpaMMa Ha HECKOJIbKHX
kaTyukax (kaccerax), 00beTHHEeHHBIX obIIMM Ha3BaHHEM;

OTJIENBHO M3JAHHBIH (DOHOMOKYMEHT HIH KOMIUIEKT (QOHOJOKYMEHTOB, OOBEIMHEHHBIX ofuum
3arJlaBHeM,

3.2.2. AynuoBu3yalbHble IOKYMEHTHI, SB/MIOLIHECH NMPWIOKEHHEM K pasidyHbIM H3JaHHAM H
BBIMO/THSAIONINE CAMOCTOATEbHbIE DYHKLHH, a TAaKkKe HCMob3yeMble B paboTe OTAENBbHO OT OCHOBHOIO
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H3JJaHHA, MOTYT YYHTBIBATHCA KaK OTIE/IbHBIE SK3€MILIAPBI.

3.3. JlokymeHThi Ha MHKpodopmax

K nmokymentam Ha Mukpodopmax oTHocsTCS MHKPO(QHIBMBI H MHKPOGHIIH.

3.3.1. ExunHuamy yyeta IOKyMEHTOB Ha MEKPO(OPMAaX ABIAIOTCS IK3eMIVIAP W Ha3BaHMe.

IK3eMILIAPOM LA IOKYMEHTOR Ha MHKpO(GOpMaX SBISIOTCS: PYJIOH - 11s MUKpoduILMOB; (uma -
1A MEKpodui.

Kak onno HaseaHMe yuMThIBaeTCsS KOMIUIEKT MHKPOQHIBMOB HITH MHKpODHII, 06beTHHEHHBIX
O6IUMM 3arIaBHEM, He3aBUCHMO OT YHC/IA COCTABISIONIHX YacTell.

3.3.2. O6umit 06veM orma KOKYMEHTOB Ha MHKpO(OpMax y4uTEIBaeTCH 110 KOJINYECTBY pPYJIOHOB
¥ uul, BKIIKOYAs KOMMM Pa3HBIX TIOKOJIEHH (apxuBHBIE/pesepBHbIE B MOJIb30BATENILCKHE ).

3.4. DNeKTPOHHbIE JOKYMEHTHI

K 2/1eKTpOHHBIM [IOKYMEHTAM OTHOCATCS IOKYMEHTBI HA ChEMHBIX HOCHTENAX (KOMMAKT-IHCKH,
(hrem-KapThI); JOKYMEHTHI, pasMeIaemMbie Ha KeCTKOM AHCKe KommeioTepa (ceppepe) Gubnuoreku u
AOCTYMHBIE MOB30BATENAM Yepe3 HHPOPMALHOHHO-TETeKOMMYHHKALMOHHBIE CeTH (manee - cereBnie
JIOKaJIbHbIE [OKYMEHTHI); JOKYMEHThI, pa3MellaeMble Ha aBTOHOMHBIX ABTOMATH3MPOBAHHBIX paboumx
craHuusax OubGnuoreku (nanee - HHCTATIAPOBAHHBIE JOKYMEHTBI); JOKYMEHTBI, pasMelleHHBle Ha
BHCUIHHX TEXHHYCCKHX CPeiCTBaX, nony4acMble OHONIHOTEKOH BO BpeMeHHOE TMO/b30BAHME yepes
MH()OPMALMOHHO-TEIEKOMMYHHUKALIHOHHBIE CETH Ha YCAOBHAX JOrOBOpa, KOHTPAKTa, JTHLEH3HOHHOIO
COTNalleH s ¢ NIPOH3BOJMTENAMH HH(OPMALIHHM (f1aJiee - CeTeBbIe yaaNeHHble JIOKYMEHTBI ).

3.4.1. EnquMnuuamy yueta 51eKTPOHHBIX JOKYMEHTOB Ha CheMHBIX HOCHTENIAX ABJISIOTCA IK3EMIUIAP
M Ha3BaHHUe,

3.4.1.1. Kak oTaembHBIN 9K3eMIIAP YUHTHIBASTCS KAXIBIN aBTOHOMHBIH 00BEKT (KOMMAKT-/1HCK).

Kaxk OTHeNEBHEBIC 9K3eMI’Ulﬂpbl MOIrYT VYYHMTLIBATLCH MPHIIOKEHUA K Pa3JIHYHBIM H3J1aHHAM,
BBINOIHAIOLIHE CAMOCTOATEIbHbIE (DYHKLIMM, & Takike HCIIONb3YeMble B paboTe OTHENBHO OT OCHOBHOIO
H3JIaHHUS.

Kak oraenbHele sk3eMInspsl He ydHTBIBAIOTCS KOMTIAKT-IHCKH, €C/IH OHH MPeNCTaBIfsoT coboii
BKJIAJIKY (BIIOJKEHHE) B M3[JaHHE WK €r0 HEOTheMIIEMOe HpPHIIOKEHHE, '

3.4.1.2. Kak oZIHO Ha3BaHHe y4HTBIBAIOTCA:

OTIEJIBHO BBITYLLEHHBIH KOMITAKT-AHCK;

KasiIbli KOMNAKT-HCK, BXOIANIHI B HyMEPOBAHHYIO MM HEHYMEPOBaHHYIO CEPHIO 3/IeKTPOHHbIX
H3aHHi;

KOMILICKT KOMIAKT-THCKOB, 00be/IMHEHHBIX OOLIMM HasBaHHEM;

M3/IAHHBIC B KAYECTBE CAMOCTOATENBHBIX M3JaHHH MPHIOKEHWS K M3ZAHHAM JO6Oro ApYroro
BHa, MMEIOIHe COOCTBEHHOE 3arnaBHe W [ONYCKAIOUIME MX MCIIONB3OBAHME Bes obpawenus k
OCHOBHOMY H3[IaHHIO.

3.4.1.3. B moxymenTax Ha ¢ielm-kaprax Kak OIMH IK3IEMIUIAP M OJHO Ha3BaHHWE YYWTHIBASTCS
KKI0€ LEeJIOCTHOE NMPOU3BeIeHHE, UMEIOLIee CaMOCTOSTENIbHOE 3ar/IaBHe.

3.4.2. EnvMHMIAMH yYeTa CETEeBHIX JIOKANbHBIX | HHCTalTHPOBAHHBIX NOKYMEHTOB SBJSIOTCA
SK3eMIUIAp (YCIOBHAs €MHULA YYeTa) H Ha3BaHHe.

Kak opuo wHaspamue yuumTIBaeTcs uenocTHoe NPOH3BENICHHE, HMEIOLIee CaMOCTOATENBHOE
3arjlaBue, BHE 3aBHCHMOCTH OT €ro npeacrasieHus. Kak olHa emummia yuuTsIBACTCS MOMONHAEMBIT H
OOHOB/IAEMBIH 3/1€KTPOHHBIN JOKYMEHT.

OK3eMILIAPOM ABJAETCA NOKYMEHT B OMpe/IeNeHHOM (hopmate XpaHeHHs WM npeicTaBneHUS.
DopmaTel 0HO# H TOJ e eMHHULIBI KOHTEHTA YYHTHIBAIOTCS OTAENBHO.

3.43. EnvHHLAMH y4YeTa CeTEBBIX YJaJeHHBIX AOKYMEHTOB ABJIAIOTCA 3K3eMIUIAp (ycioBHas
€IMHHIIA YYeTa) U HA3BaHHe.

Kak ogum sKk3eMmisp W OJHO Ha3BaHWe yuYMThIBaeTCs KaK/BIH NOJHOTEKCTOREIH 3/I€KTPOHHbIH
JIOKYMEHT, HMEIOLIHF CAMOCTOATE/IBHOE 3ar/1aBHe, BKIIOYEHHbIH B NaKeT, K KOTOpoMy odopMieHo npaso
AocTyna y ero mpowssoautend. Kak omHa eaumuua yumteiBaeTcs mOmOAHSEMBI H OGHOBISEMbIN
3NEKTPOHHBIN JOKYMEHT.

IV. Y4er nocrynienus 10kyMeHTOB B GHOIHO T HBII boux

JlokymeHTbl noctynaior B GuGauoTeky M BKTIOMaloTCH B Oubnuoreunsiii goun B pesyabTare
MOCTABKH 00A3aTeNBHOTO 5K3EMILIAPA, MOKYIKH (noamwucku, obmena, napenms, TMOKEPTBOBAHMA,




KOTIMPOBaHMA OPHIHHANOB U3 oHaa OubAHOTEKH).

4.1. JlokyMeHTbl NPUHMMAIOTCA IO MEPBHYHBIM YHETHBIM JOKYMEeHTaM (HAK/IaaHas, aKT),
BKJIIOHaKOLIHUM CITHCOK nocryrme}mﬁ.

4.1.1. TlpueM NOKYMEHTOB, MOCTynatoMx B Oubnuoreky 6e3 mnepBHYHBIX NOKYMEHTOB Ha
GesposmesnHol  ocHoBe (00A3aTENBHBIE OK3EMIUIAPBI, JEMOZHUTHBIE 3K3EMIUIAPEI MEXKIYHAPOIHBIX
opraHu3alMi, 6€3B03Me3IHBIE NMOCTYIUIEHHS U3 HEM3BECTHBIX H aHOHMMHBIX HCTOYHHUKOR), 0dopMiseTces
aKTOM O MpHEME JOKYMEHTOB.

4.1.2. IlpueM IOKyMEHTOB, NOCTYNAaOLIMX B OHOIHOTEKY OT IOPHAMYECKOro, PHU3HIECKOTO JHIA B
BH/IE Jlapa ¢ yKazaHMeM ero HasHauyeHus i nonojiHexus Oubauoreunoro ¢ouma, odopmasercs
JIOTOBOPOM TOXKEPTBOBAHMA B COOTBETCTBMH C ['paknanckum komekcom Poccuiickoii Menepaumm (cT.
574, 582). :

4.1.3. Ilpuem NOKYMEHTOB OT YHTaTeleH B3aMEH YTEPAHHBIX W TIPH3HAHHBIX PaBHOLEHHBIMH
yTpadeHHBIM OGOpPMIIAETCA aKTOM O MpPHEMe JIOKYMEHTOB B3aMeH YTepaHHbIX. B akre ykaseiBaercs
dbamunus, MHUIHATE YUTATENA, CBEIEHHS 00 YTEPAHHBIX M3JAHHAX (PErHCTPALIMOHHBIH HOMEp, KpaTKoe
Oubnuorpadmueckoe ONMCAHWE WM3/IAHUSA, 1ICHA), CBEJAEHMA O [PUHATBIX W3AAHMAX (KpaTkoe
Oubnuorpaduyeckoe OnMcaHHe H3JaHU, LIEHA), TOANKCH YUTATes I M NMPHHAMAIOLIEH CTOPOHBI.

4.2. JlokymeHTsbl, MOCTynaomue B 6HOIHOTeKy, NOUIeKaT CyMMapHOMY yUeTy.

4.2.1. Ceenenns o BKmMOuYaeMbIX B GuOmmMoTeuHsili GOHI JOKyMeHTaX (HKCHPYIOTCA B KHHMre
cymMMapHoro yuera 6ubimoreqroro GoHzia Wi B Ipyrom BUae perkcTpa cornacko m. 1.5.2.

PerucTpel cyMMapHOro y4yera [AO/UKHBI HMETh 3arojlOBOYHbBIE JAHHBIE: HAMMEHOBaHHE PErucTpa,
HAHMEHOBAHHWE OPraHM3aLIMK, M10/Ipa3jieieHHa. B perucTp BNUCHIBAIOTCS JaHHBIE O MOCTYNUBLLIEN NApPTHH
JOKYMEHTOB: J1aTa M MOPAAKOBbIA HOMEP 3aIMCH (IOPAAKOBLIH HOMEp 3aNHCH €KEroHo HaynHaeTcs ¢ N
1), HCTOUHMK MOCTYIUIEHHS, HOMEP W J1aTa MEPBUYHOTO YYETHOIO JOKYMEHTA, KOTHYECTRBO MOCTYINHBLIHX
JIOKYMEHTOB M CTOMMOCTb.

4.2.2. CymmMapHbIii ydeT MOCTYIUICHHS JJIEKTPOHHBIX CETeBBIX JIOKAIBHBEIX JOKYMEHTOB BEIETCS B
SNIEKTPOHHOM peecTpe B COOTBETCTBHM C NOKa3aTeNaMH 1. 5,3,1.

4.2.3. CymMmapHbl# y4eT MOCTYIUICHHS 3JICKTPOHHBIX CETEBbIX YAANECHHbIX NOKYMEHTOB BEIETCH B
SNEKTPOHHOM peecTpe ¢ OTPaKEHHEM CIIEAYIOLIMX NMoKasaTesei: 1aThl W MOPAAKOBOIO HOMEpa 3artcH,
PEKBH3MTOB JIMLEH3HOHHOTO- -A0roBopa (Ha3BaHWs M HOMEpa JOKyMeHTa, CpoKa ero [eicTBHA,
CTOMMOCTH), Ko/In4ecTBa 6a3 JaHHEBIX (MAaKEeTOB) H BIUTIOYEHHBIX B HHX Ha3BaHMii.

4.3. JIoKkyMeHTBI, MOArOTOBJIEHHbIE K NpUeMy B OHONHOTEHHBIH (OH, MOABEPralTCs MepBHYHOM
06paboTke U MHAUBHAYAIBHOMY YYETY.

4.3.1. HHaMBHAYaNbHBIH Y4YET [MOKYMEHTOB OCYINECTBISETCS ITyT€M [PUCBOEHHS KaKIAOMY
9K3EeMIUIAPY JOKYMEHTa HHBEHTapHOTrO HoMepa. MHBeHTapHbIH HOMep 3aKperuisercs 3a JOKYMEHTOM Ha
Bce BpeMs ero HaxoxkneHus B doune 6Gubnuorexu. MuBeHTapHble HOMepa MCKIIOYeHHbIX W3 (oHaa
JOKYMEHTOB He MPUCBaMBAOTCA BHOBB [IPUHATBIM JOKYMEHTaM.

HHBeHTapHBIE HOMEpa MPOCTABJIAKOTCS HENOCPEACTBEHHO Ha JOKYMEHTaX M OTpakaloTcs B
WHBEHTApHOH KHHre.

®opmoit HHAMBHAYAIBHOrO Y4€Ta MHOrOJK3eMIUIADHOH JIHTEepaTyphl ABJIAETCA Y4éTHas
KapTouka, KOTOpas COCTAaBIf€TCA Ha KaX/0€ BIepBeie MocTynuBuiee B OWOIHOTEKY HazBaHue
MHOT03K3EMIUIAPHOH JIHTEPATYPBI.

PerucTpbl HHAWBUIYAJIBHOIO YUeTa JI0/DKHBI HMETE 3aro/IOBOYHbIE JaHHbIE: HAMMEHOBAHHE
perucTpa, HaMMeHOBaHHWE OPraHW3alliK, CTPYKTYPHOTO nojipasaenenus. B peructp snuceiBatotes
[IaHHBIE O KaXKOM JIOKYMEHTE: JlaTa 3alliCH B PErucTpe, perucTPaLHOHHEIH HOMep, KpaTkoe
6ubnuorpaduyeckoe onucaH1e A0KyMeHTa (aBTop, 3arjiaBHe, TOM, 4acTh, BBITYCK, MECTO H IOl
M3JlaHKs ), LieHa JOKYMEHTA, YKa3aHHasA B CONPOBOAMTEIBHOM JOKYMEHTE.

4.3.2. UnauBuayansHelil yUeT NEPHOAHYECKHX M3JaHMH BeeTCs B PEerucTpPaillMOHHON KapToTeke
MepHOAMYMECKHX H3JIaHHil, MpeaHa3HAYeHHOH /U1 yYeTa KaKJOro Ha3sBaHHMA M KaKIOro 3K3eMILIApa H B
aBTOMATH3MPOBaHHOMH Oase JaHHBIX.

4.3.3. MuagueuayanbHbli ydYeT NOKYMEHTOB, HMMEIOLIMX B CBOeM O(QOPM/IEHHH [AparoleHHbIe
MeTaibl W (WIH) JparoueHHble KaMHH M OTHECEHHBIX K KAaTeropud ceidoBoro XpaHeHus,
OCYILECTBJIAETCA B CIELHATBHOM PErHcTpe, B KOTOPOM, KPOME TPAIMIMOHHBIX MOKasaTeseH, naercs
onMcaHHe BHeUIHero odopmieHus AokymeHTa. Kakzablif nMcT peructpa cONpOBOMKAAeTCS HWTOTOBOM
3anKChIO C YKa3aHHEM JIaThl €e COCTABJICHHA W KOJIHYECTBA ONMCAHHUH Ha JTHCTe.

43.4. B perucTpax HHAMBHIYANbHOrO yyeTa B INpPHMEHYAHHAX YKa3bIBaeTCs Ha/MYMe W BHI
MPUIOKEHUA K OCHOBHOMY JOKYMEHTY, @ Takke OCOOEHHOCTH JK3eMIUIpa LEHHBIX H PeIKHX
JOKYMEHTOB (HanpuMep, HaJH4YHe YHHMKaJbHOrO rMeperuiera, MapruHaiui, aedexros u T.1m.). [lpu




HAIMGMH MMAcTiopTa JOKyMEHTa JaeTcs OTChUIKA K Hemy. B MPUMEYAHHAX MOMKET YKa3blBATHCA
NPHHAUTEIKHOCTE IOKYMEHTA K KaTerOpHH KHHXKHBIX MaMATHHKOB.

B konuyecto HazBammii Bimouyaercs ofuiee KoHYecTRo TTOJIHOTEKCTOBBIX JOKYMEHTOB (KHHT,
’KYPHAIIOB, TraseT, MaTeHTOB, CTAHAAPTOB W APYTHX JOKYMEHTOR, yuuTBIBaeMbIX B OGuGimoreke). He
BIJIOHAIOTCSA B 3TO KO/IMHECTBO JOKYMEHTBI, KOTOPBIE OGBIYHO He W3aloTes OTAC/BHO B MEYaTHOM
(opmare, TakMe Kak NpOdHTH KOMNAHMii, cTaTHCTHYeCKHe TabNHLpl, aHaTHTHYecKue MaTepHabi
MapketuHra. Jlis 6a3 naHHbIX (NakeTo), He cofepkarux NMOJIHOTEKCTOBBIX JOKYMEHTOB, B PEKBH3HTE
"Ha3BaHMe" MPOCTABNAETCH eUHULA.

4.4. JIOKyMEHTEI, BKIIOYaeMbie B (onn Gubnuorexw, MapkupytoTcs wremnenem. [Ipu stom MOTYT
OBITb HCIIO/IB30BAHBI KHIKHBIE 3HAKH, HHAMBHIYaJIbHbIE IITPHXOBbIE KOJBI, APYrHE BHIbI MapKHPOBKH.
OcHoHBle TpeGoBaHHA, KOTOPBIE JOMKHBI COBMIONATHCS [IPH MapKHpPOBKE JOKYMEHTOB: 0603HAYeHHe
NPHHA/UIEXKHOCTH, ICTETHKA, JI0/IrOBEYHOCTh MapKHPOBOYHOTO 3HaKa, COXPaHHOCTb TEKCTA HIH Jpyroii
3HAKOBOH MH(DOpMALIHH.

4.5. Ha nokymeHTax, sBIAIOMIMXCS TIPHIOKEHNEM K OCHOBHOMY HOCHTENIIO M €ro HEeOTBeMIIEMO
HAaCTBIO, MPOCTABJISIKOTCS TE e PEKBH3HTEI, YTO 1 HA OCHOBHOM AOKYMEHTE,

4.6. IlepBuuHble y4YeTHble NOKYMEHTBI, MOATBEPHKAAIOUINE (PAKT MOCTYIUIEHHS, MepeNaloTcs B
GyXranTepHio /Ui BRIIOYEHHA B y4eT GHEIHOTeYHOrO doHna.

4.7. ExeKBapTaiibHO, U yC/IOBHH H3MEHeHHs COCTaBa OLUIH, cBenenus o6 obmem kouuecTse 1
CTOMMOCTH [OKYMEHTOB, BKJIIOYEHHBIX B COCTaB GHGIHMOTeYHOro (onma kax ofwvekT 0cobo weHHOro
ABHKHMOTO MMYLIECTBA, NEPEAIOTCS YUPEAUTENIO,

V. Vuer bibbiTiA 10KYMeHTOB U3 6HGIMOTEYHOrO tonna

JlokymeHTsi BBIOBIBAIOT M3 GHGIHOTEYHOTO donna B cBa3u ¢ PusHueckoii YTPaToOi MK YaCTHYHOM
mibo nonwoit  yrparoii norpeGuTensekux ceoficte.  Bribbisaomme JNOKYMEHTBl MCKJIIOYAIOTCH W3
OHOIMOTEUHOrO (OHAA H CIHMCHLIBAIOTCA C BO3MOIKHOCTEIO nocneAytomen 6e3so3MesiHON nepenauu B
Apyrue 6ubnuoTekn MU0 peanH3aLmy.

5.1. Hckmoyenne 1okyMeHToB 13 GuGnnoTeHoro (onna nomyckaercs no CIEAYIOLIHM NPHYHHAM:
yTpata, BETXOCTh, 1e)eKTHOCTD, YCTAPENOCTb Mo COZIEPIKAHHIO, HEMPODHIBHOCTS, 2

Henpoduibhocts  nokymentoR  yeramaenmBaercs  ma ocHoBe Tematwyeckoro mana
KOMIUTEKTOBaHHA ()OHAA, yTBEPKIaeMOro peKTopoM akagemuu. ITo NPHYHHE HeNPOPHILHOCTH MOTyT
HCKJIIOYATBCS M3 (POHAA JOKYMEHTBI, He KOMILTEKTYeMble GUGIHOTEKOM (MpH OTKaze OT KOMMIEKTOBAHMS
OTAC/MBHBIX KATEeropHii JOKyMEHTOB), H3/HIUHE Ay6eTHbIe IK3EMIIAPbI, 3aMeHeHHble Gosee MoJHbIMH
fI0 CONEPIKAHMIO, JIyHIIMMH 10 OPOPMIEHHIO, (HIHYECKOMY COCTOSHHIO M3JJaHHAMH; 10 HCTEYeHUH
CPOKa XpaHEHHd NOKYMEHTOB, NpPH HM3KOM YPOBHE YHTAaTENbCKOIO Crnpoca, MpH HeCOOTBETCTBHH
SNEKTPOHHBIX JOKYMEHTOB TeXHHYECKOMY H MPOTrPAMMHOMY 06€ceyeH IO 6ubmmorexy.

5.1.1. HckmoueHHe TOKYMEHTOB 1o NPHIHHAM YCTapPEsIOCTH MO COAEPIKAHHIO, HernpopuIbHOCTH
(ManocnpamuBaembie), a Takxke M0 MPHYMHAM BETXOCTH H ne(eKTHOCTH He JOMYCKAeTCS M0 OTHOLIEHMIO
K €TMHCTBEHHBIM 3K3EMILIAPaM I0KYMEHTOB MOCTOSHHOIO (Geccpounoro) xpanennus.

5.1.2. Mckmouenue 0KyMEHTOB, OTHECEHHBIX K KHIKHBIM NMaMATHUKAM, JOIMYCKAETCA TOABLKO Mo
TpHYHHE yTPaThl NMPH YCIIOBHH OTPOKEHHS HH(POPMALMH O KHIDKHOM TAaMSTHHKE B Peectpe kHmKHBIX
NaMATHHKOB.

5.2. BeIObITHE IOKYMEHTOB M3 OGHONMOTEYHOro ¢ouna odopmnsercs Akrom o CITHCAHHH
HCKITIOYeHHBIX 00beKkToB GuGnHoTeyHoro Gonna (masee - Akt o cnucaHuH) no gopme (koa no OKV/[
0504144), yreepxaennoi INpukasom Munduua Poccnu ot 15.12.2010 N 173H, 3aperucTpupoBaHHbIM B
Munrocte Pocenn 01.02.2011, N 19658.

B AKTe 0 cnucaHMM OTpakaloOTCA CBEICHHS O KOJIHYeCTBe M OOIIEH CTOMMOCTH HMCKITIOYAEMbIX
AOKYMEHTOB, YKa3bIBACTCA NPHYMHA HCKITIOYEHHS M HANPABIIEHHE BBIOBITHS HCKITIOYAEMBIX JIOKYMEHTOB.

5.3. K AKty 0 cniMCaHHHM npunaraeTcsi CIIHCOK HA HCKIIOYEHHe obbekToB GubnuoreuHoro douna
(manee - crmHCOK), KOTOPBIH BKTIOYAeT C/ICYIOLIHe CBENCHMA: PErvCTPAlMOHHBIA HOMep W umudp
XpaHeHus NOKyMeHTa, KpaTkoe Gubnuorpaduyeckoe ommucanue, LCHY NOKYMEHTa, 3aMKCHPOBaHHYIO B
PErHCTPe HHAMBHIYAIBHOTO YYeTa JOKYMEHTOB, ko3¢ duumenT MEPEOLICHKH, UCHY 10CNIE NEPEOLEHKH 1
obuyro cTonmocTs HekaOYaEMBIX JIOKYMEHTOB.

s neyaTHBIX NOKYMEHTOB BPEMEHHOIO XPaHEHHsA IOMyCKAaeTCd 3aMEeHA CIHCKA KHIDKHBIMU
tdopmynspamu.

Hnsi nokymenToB, 06paboTaHHbIX rpyNMOBLIM (YnpoumeHHbIM) crioco6oM, BMecTO criHcka Jaercs
NEPEYEHb PErHCTPALIHOHHBIX HOMEPOB, BUI HCKITIOYAEMbIX H3JIaHHi, HX KOTHYECTRO.




54. K Akry o cnucaHmm no NPHYHHE yTpaThl W CNMCKY nNpuiaraiorcs AOKYMEHTEI,
NOATBEpKIAIOIIME YTPATY (NOACHUTE/IbHAS 3aNHCKaA, B CllyHae KpakH MITH XHUIEHHS - MPOTOKOJ, aKT,
SAIUIIOYCHHE  yIO/JHOMOYEHHBIX OPraHOB, MPH BO3MELICHHH ywepba - ¢uHaHCOBbII JOKYMEHT ©
BO3MELIEeHHH yiiepba).

Boomewenne uuratenamu ywepOa Jomyckaercs B thopme 3ameHsl YTEPAHHOrO OOKYMEHTa
PAaBHOLECHHBIM MO0 MyTeM JEHEKHOH KOMMEHCAIMH. Ilpn npueme newer ot wurareneii B3aMeH
YTCPAHHBIX KHHMI MM APYTHX AOKYMEHTOB COCTaBJISETCH NPHXO/IHBIA OpJIep, W YMTATEMO BblNAETCH
KBUTaHUHMA YCTaHOBNEHHOTO 06pasia.

5.5, HPH BO3MCIUICHHH 4YHTATEIEM yl.uepﬁa CTOMMOCTH YTpadyeHHBIX JOKYMEHTORB YCTaHaBIHUBaeTCs
KOMHUCCHEN nn  nnpensmaums maryinedi BoesrTancmmzwaviukl VIUAMUCTH  H3JITaHHH, HAa3HAYEeHHOH

NPHKA30M PEKTOpa aKaaeMHH.

Ilpu yTepe mam xuumieHuu ueHHBIX W PEAKMX KHHI JUIl OTIPENENeHHS MX CTOMMOCTH KOMMHCCHS
MOXET MpHBJIEKaTh K CBOeH paboTe coOTBeTCTBYIOMIMX SKCMEPTOB, a TaKKe UCMONB3IOBATH MaTEPHAIbI
HaYYHO-METOJAUYECKHX LEHTPOB, KHHXHBIX AVKUUHOHOB H ApMapok. B arux cayvasax onpenencHue
NpHYMHEHHOrO yiepba npeaesbHEIMU KO3(GHLHeHTaMH KPAaTHOCTH HE OI'PAHUYMBAETCA.

5.6. AKT O cnMcaHHM No OmHON M3 TIPVYHH, YKa3aHHBIX B 1. 5.1, ¢ NPHIOKEHHBIM CIHCKOM
MOAMHUCLIBACTCA NMpE/ICeaTe/IeM H YIEHAMH KOMHCCHH 1O CIIHCAHMIO 0GBEKTOB Gubanoreunoro ¢onpa,
YTBEPKAACTCA PYKOBOAMTEIEM YUPEKICHHUS.

5.7. Tlocne yrBepxmewus AkTa o0 chnHcaHMu OCYIIECTBIAIOTCH  MEPONPHATHS 110
NEPEpacIIpe/Ie/ICHHIO W peant3alii CTUCaHHBIX 006eKTOB GHBAHOTE HOrO ¢onpa.

5.7.1. JlokymeHTsl (criucanHble 06BeKTbl GHGIHOTEYHOTO douma), HeckmoveHHsIe 1o NPHYHHAM
BETXOCTH, NE(EKTHOCTH, YCTAPEIOCTH M0 CONEPIKAHHUIO, HANpaB/IAIOTCA B MYHKTBl BTOPHYHOTO ChIPBA.
HUcekmouennsie u3 ¢oumop MHKpO(OpMEI Ha raJloreHua0cepedpsHOl MUleHKe NOMIeXaT crave Kak
cepebpocoziepikaline OTXO/bI B COOTBETCTBHH C 3akoHonatenbcTBoM Poccniickoii Menepatm.

”pPI OTCYTCTBHH IIYHKTOB B'I‘OpCprb}] HIIH B Ciyvyasx, KOrha cjada AOKYMEHTOB Ha IIGpCpBGO'J‘K)’
JKOHOMHMYECKH HelenecoobpasHa, GHOMHOTEKH YHHYTOKAIOT MCKIIOYeHHEe JAOKYMEHTBI Ha MecTe B
MPUCYTCTBHH JIAL[, KOTOPEIE COCTABIAIOT AKT 06 YHHUTOKEHHH CIIMCAHHBIX obsekToB GubnHoTeuHOrO
douna.

B Akrte 0 cnucanuu otpaxkarorcs HaUMEHOBaHHe, HOMED W Jara OKYMEHTa, MOATBEpPIKAAIOLIErO
bakT cnaum cricaHHBIX 06BEKTOB B ITYHKT BTOPHYHOTO CBIPbS, HJIH aKTa 06 YHHYTOKEHHMH CITHCAHHBIX
o6bekToB GHGIHOTEYHOTO (oHza. JlokyMeHT npunaraercs k AKTY 0 CIIHCAHHHM CO CTTHCKOM.

5.7.2. JlokymeHTbl (CrIHCaHHBle OGBEKTH GUOTHOTEYHOrO oHna), uckmoYeHHbIE 1O nMpUYMHE
HENPOMHILHOCTH, MEPesaloTCs MO aKTaM B OOMEHHBII doun B uensx naneHeiwei nepeaavd Ha
Ge3Bo3mesiHOM OcHOBE GHOTHOTEKAM MM PeaH3aLIH PU3HYECKHM M IOPHIHYECKHM JTHLAM.

5.8. TNocne 3aBepiueHHs MeponpHATHI, NIPEAYCMOTPEHHBIX AKTOM O CNHCAHMHM MCKITIOYEHHbIX
obbekToB GubAHOTEUHOrO hoHua, NEPBBIi dK3eMIUIAP AKTa O CIIMCAHHH CO CIHCKOM H JOKYMEHTOM,
NOATBEPAIAIOMNM  BbIOBITHE, nepenaeTcs B Oyxranrepuio, BTOpOI IK3EMIVIAP oOCTaercs B
MOApasfecHHH, OCyLeCTBAsOWEM yueT Subnuoteunoro donpa.

Ha ocHoBanum Akra 0 CHCAHHH HCKITIOUEHHDBIX obbekToB 6HGAHOTEUHOTO douna Gubnnoreunoe
noapasaeseHue ¥ OyXranTepHs BHOCAT H3MEHEHHs B COOTBETCTBYIOILUHE yHETHBIE AOKYMEHTI.

5.9. AKTbI O CIMCAHHH PETUCTPUPYIOTCS B KHHTe CyMMapHoro y4era 6ubnmoreunoro dhonaa.

5.10. B uHBeHTapHO# KHMre W Ha YHCTHBIX KapTOYKax MpOCTaBNAeTCH HOMEp W Aata AKTa o
CIHMCaHMH.

5.11. Bee uckmouaembie u3 pouga GubamoTexu AOKYMEHTBbI (KHHI'HM, JXYpHA/bl, IPYTHE BHbl
AOKYMEHTOB) JO/DKHBI OBITH COOTBETCTBYIOLIHM 0bpasom oQopmiteHbl: crieLHaTbHBIM [ITeMMeneM
JOJKHBI OBITH NOTalleHs! WITaMIThl GHGIHOTEKH.

5.12. DneKTpoHHbIE ceTeBble JOKAIbHBIE AOKYMEHTbI YAAIAIOTCA M3 3/1EKTPOHHOIN GHEIHOTEKH Ha
OCHOBAHHMH AKTa O CTIMCaHHH C YKa3aHHEM NPHYMHBI MCKTIOHEHHS., Haumenosanme, Homep u nata akra
BBOAATCH B 0a3y JaHHBIX B Ka4ecTBe MeTAMH(POPMALIHH K COOTBETCTBYIOLIEMY JOKYMEHTY.

Ha ocHoBaHMM BBemeHHBIX cBeaeHHil porpaMMHbIM criocoGom Gopmupyetcs nepeveHs AKTOR 0
CIMCAHUH (PeecTp CyMMApHOTO y4eTa BBIOBITHS CETEBBIX JIOKATBHBIX JAOKYMEHTOB) M TepeyeHb
CITHCAHHBIX OOBLEKTOB 3/1EKTPOHHOI GHOAHOTEKH (peecTp MHAMBHAYANBHOTO y4eTa BIGHITHS CETEBBIX
JIOKTBHBIX JOKYMEHTOB).

5.13. BeIGbITHE 271€KTPOHHBIX CETEBBIX YAANCHHBIX NOKYMEHTOB He O(OpMAseTcs CrielHaibHbiM
AokymeHTOM. IloaTBepikaeHHeM BHIOBITHS ABISETCS HCTeueHHe Cpoka HeHCTBHA MOKYMEHTa (1orosopa,
KOHTPAKTa, JIHLIEH3MOHHOTO COrfalieHus), odopmieHHoro Ha NpaBo JocTyna Kk onpexneneHHoi Gaze
AAHHBIX (MAKeTy) CETEBBIX MOKYMEHTOB, M OTCYTCTBHE AOrOBOpa, KOHTPAaKTa, JIMLEH3HOHHOIO




cornamenus, oopMIEHHOro Ha HOBKIE CPOK.

5.14. E)KCKBapTaJ'ILHO, TIPH YCIOBMH M3MEHEHHA COCTaRa OIIH, obume CBEICHHSA O KONTMYECTBE U
CTOHMMOCTH I0KYMEHTOB, CITHCAHHbIX M3 6ubnauoreynoro toHna kak o6wekta 0c060 HEeHHOro IBMKHMOTO
MMYILIECTBA, C yKa3aHHEeM nepeyHs AKTOB o CITUCAHHM, PHYHH U HanpasieHuii BBIOBITHS uékymeﬂmn,
NpeacTaBsiores  yupenuremo. Koauyectso BBIOBIBAIOIIHX HAOKYMEHTOB HEe JOJKHO MPEBLILATE
KOMYeCTBA BHOBD MOCTYNAIOLIMX JOKYMEHTOR B OubnuoreyHpIii tonz.

VI. Yuer utoror asmkenus Gubnuoreynoro thouga

6.1. Utorn npwkenns (ounor noxsoasTCs B KHMUrE CYMMapHoro yuera 6utnamoreunoro ¢onaa Ha
OCHOBAHHH JaHHBIX CYMMAapHOTO y4eTa o NOCTYIUTEHHH M BBIOBLITHH JIOKYMEHTOB.

HroroBsle nanmbie mmeror HeTbipe 00A3aTeNbHBIX MoOKasaTens: COCTOANO Ha Ha4ano ropa,
NOCTYNHO 3a rofi, BEIOBLIO 3a rOJy, COCTOMT Ha KOHell roja.

HUroroskie nammbie mo JIEKTPOHHBIM  CETEBBIM  YIaNEHHbIM AOKYMEHTaM TMpeJcTaBIgIoTCy
CACAYHOUIMMH noxKasareasmMu YYETHEIX CAHHMIL: O(tJOPMHGHO B HOCTYNM B TECYEHHUE rona, AocTyn
[IPEKpaLlleH B TeYeHHe rofa.

6.2. CBeaenusa 06 HTOroBBIX AaHHBIX PUKCHpYIOTCH B dopme FOCYIapCTBEHHOH CTaTHCTHYeCKO

VII. INposepka Hamuuus AOKyMeHTOB GubHOTeYHOO (oHma

7.1. TlpoBepka Hamuums AOKYMeHTOB 6ubamoTeunoro donna (manee - npoeepka ¢ouna)
TMPOHU3BONMTCA B 0653aTeBHOM MopsiiKe:

MpH BBIABACHUH (PaKTOB XHIEHHS, 3ll0ynorpednenus unm nopyn JOKYMEHTOB;

B Clydae cTuxuiiHoro Genctsus, foKapa MIIM APYrHX upesBbIYaiiHbIX CHTYalUHWH, BBI3BAHHBIX
IKCTPEMA/ILHBIMH YCIIOBUAMM;

TIpH PEOPraHU3aLIMKU WITH TMKBHAALHH GHOIHOTeKH.

Jns nposenenus MPOBEPOK pYKOBOIMTENEM OpraHH3aLHu Ha3HAYaeTCs KOMHCCHA, B COCTaB
KOMHCCHH 10/DKeH BXOIHUTh NpPeICTABHTE b Oyxrarrepun.

7.2. Tlpoeepka ouna B nraHoBoM TOPAZIKE OCYINECTBNAETCS B CleMyIOmHe CPOKH:

AOKYMEHTBI, HMEIOIUHE B OQOpMICHHH APArOUCHHbIE METaLIBl M (HIH) AparoleHHble KaMHH, -
€KEroHo;

$oHn penKkuX U UeHHBIX KHUT - O/IHH pa3 B 5 siet;

$onar GuGmmorex 10 50 ThiCHY YHCTHBIX €IHHHULL - O1MH pa3 B 5 JieT;

(onasr 6ubnmnotek or 50 1o 200 TBICAY YHETHBIX eAMHMIL - OHH pa3 B 7 JIeT;

doras! GuGaHOTEK OT 200 THICAY 10 | MHJTHOHA yYeTHBIX CAMHHL - onuH pa3 B 10 ner;

bonab 6ubnuorek ot 1 o 10 Mmunuonos YUCTHBIX €[IMHHL - O1uH pa3 B 15 ner;

(ormbr 6uGHoTeK OT 10 110 20 MHIUTHOHOB Y4€THBIX €AHHMI] - OfIHH pa3s B 20 ner;

donnel 6ubaHOTEK CBBIIIE 20 MHATHOHOB YHETHBIX €IMHUL - | MHUTHOH SK3eMIUISIPOB B rop.

OMpeNeeHHEM CPOKOB M KOJTHYECTRA 1anupyemoro o6bema paGoTsr,

7.3. TlpoBepka 3NeKTPOHHBIX ceTeBbix JIOKANBHBIX  IOKYMEHTOB  OCylecTBiseTcs 1o
KOJIHYECTBEHHBIM NOKa3aTe/sM, a Takxke o KOHTPOJIbHBIM CyMMaM, MO3BONSIOLMM BBISBUTE M3MEHEHHs
B JIOKyMEHTe,

Ilposepka noctynHocTH 9/IEKTPOHHBIX CETEeBBIX YNaNeHHBIX AOKYMEHTOB OCYILECTBAsSETCH C
a/IpecoB BXOJa, YKa3aHHBIX B PETHCTpe HHIHBHYaJILHOIO yyeTa.

7.4. IlpoBepka Bcero (oHaa mmm ero wacty 3aBepLIaeTCs COCTABNEHHEM akTa o pesyabTaTax
MPOBENCHHA NMPOBEPKH HATHYHA JOKYMEHTOB 6ubamoreusoro powuma u MPHIOKEHHEM K HeMy Crucka
AOKYMEHTOB, OTCYTCTBYIOUIHX 10 HEYCTAHOBACHHOI MpHYHHE.

B akre ¢ukcupyores ceenenns o KONnuyecTBe NOKYMeHTOB GMGAHOTEYHOrO donna no nanmbiM
YHETa; 0KYMEHTOB, HMEIOLIMXCA B HATHYHH; AOKYMEHTOB, OTCYTCTBYIOLIMX B GHOHOTEYHOM donze no
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VIIL. Tenonpouseoncteo s OpraHH3alMM yyera
Gubnnoreynoro tdonaa

OpPraHoOB, OpPraHoB MeCTHOro CaMOYIpaBJIeHUs W OpraHMsaumii, ¢ ykazanuem CPOKOB XpaHeHus",
3aperucTpHpoBaHHbIM Mumioctom Poccniickoi Denepaunn 08.09.2010, N 18380,
8.2.1, [locrosnuo, no JIMKBHIAIIMH 6116.11110'1%11, XPaHATCA  perucTpsl HHIOWBHIYAJbHOrO ¥

8.2.2. B teuenue necartu ner XPaHATCA AKTBI O CrIHCAHMH HCKITIOYEHHBIX 06BeKkToB GHGHMOTEYHOMO
¢doHna u akTe 0 pHEME-TIEpe/laYe CIIHCAHHBIX 06heKTOoR 6ubnuoreunoro thonna,

8.2.4. Jlo oxoHuanus O4epeaHOH rpoBepkH (oHza XPAHATCA aKTBl O pe3ysbTaTax NpoBeneHus
MPOBEPKH HAMYMS T0OKYMEHTOB GHGHMOTeYHOMO (onna.
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