NMpuka3s MuHkynbTYpbl Poccun ot 08.10.2012 N 1077 (pea. ot
02.02.2017) O6 yTBepxaeHuu lNopaaka yyeta AOKYMEHTOB,
BXOoAsLWMX B cocTaB bMbnmnorteyHoro choHaa

MUHUCTEPCTBO KYJIbTYPbI POCCUNCKOM ®EJEPAIINN
[MPUKA3
ot 8 okTs10psa 2012 r. N 1077

OB YTBEPXJEHWU ITOPAIKA
YUYETA JOKYMEHTOB, BXOIAIIINX B COCTAB BUBJIMOTEYHOI'O ®OHIA

Bo ucnonnenue nyHkra 6 crareu 12 ®epepanbHoro 3akoHa ot 29.12.1994 N 78-®3 "O oubnunoreunom aeie" (Codpanue
3aKoHoJarenbeTBa Poccuiickoit @enepanun, 1995, N 1, cr. 2; 2004, N 35, cr. 3607; 2007, N 27, ct. 3213; 2008, N 30 (u.
D), 3616, N 44, ct. 4989; 2009, N 23, 2774, N 52 (1 4.), ct. 6446) npukasbiBaro:

1. VrBepauTh [Hopsiok ydera JOKYMEHTOB, BXOJAIIUX B COCTaB OMOIMOTEYHOTO (hoHIa (PUIIOKEHHE).

2. KoHTpoJTh 32 MCIONHEHHEM HACTOSIIIETO MPHKa3a BO3JIOXKUTh HA CTATC-CEKpeTaps - 3aMeCTUTesI MUHUCTPA KYJIBTYPBI
Poccuiickoit ®enepaunu I'.I1. Bnuesa.

Munuctp

B.P.MEJIUHCKUI1

IIpunoxenue

K TIprKka3y MHUHHCTEpCTBA KyIbTYpPHI
Poccuiickoit denepannu
or 08.10.2012 N 1077

TIOPSIIOK
YYETA JJOKYMEHTOB, BXO/SIIUX B COCTAB BUBJIMOTEUHOI'O ®OHJIA

I. O6mue nonoxeHus
1.1. Yyer nokymeHTOB OuOMMOTEYHOro (OHAA SIBISETCS OCHOBOH OTYETHOCTH M IUJIAHUPOBAHUS ACATEILHOCTH
O6nbMMoTEKN, CIOCOOCTBYET 0OECIIEYEHHIO €T0 COXPaHHOCTH.
1.2. YdeT BKIIFO9aeT PEruCTPaHioO MOCTYIUICHUS JOKYMEHTOB B OMOIHOTEYHBII (POHA, X BBIOBITHS U3 (DOHIA, UTOTOBBIE
JTaHHBIE O Benn4KHe (00beMe) Bcero OMOIMOTeyHOro JOHAA U ero NoApa3AeioB, CTOUMOCTh (GoH/Ia.
1.3. OcHOBHBIE TpeOOBaHNUS, IPEABIBIAEMBIC K yIeTy ONOIHOTedHOTO (hOHIA:
TIOJTHOTA U JOCTOBEPHOCTH YIETHOM MH(pOPMAIIHH;
OIIEPaTUBHOCTb;
JOKyMEHTUPOBAaHHOE 0(OPMIIEHHE KaXI0r0 MOCTYIUICHUS B (OHM U KQXKIAOT0 BHIOBITUS U3 GoH/a;
COBMECTHMOCTh TIpHEMOB H (OpM ydeTa, WX HAJeXKHOCTh IPH TapaiielbHOM WCHONB30BAHHM TPAAUIHOHHON W1
aBTOMATH3UPOBAHHOM TEXHOJOTHIT ydeTa;
COOTBETCTBHE HOMEHKJIATYpHI IIOKa3aTened yuyera (poHIa aHAIOTMYHBIM IOKAa3aTeNIsIM FOCYAapcTBEHHON OMOIMOTEUHOM
CTATUCTHKN.
1.4. Yduery moanexaT BCe JOKyMEHTbl (IIOCTOSIHHOTO, JJIUTENIbHOIO, BPEMEHHOI'O XPAaHEHHUs), HNOCTyHarolue B (GoHL
O6ubnroTexy 1 BhIOBIBaIONIME U3 (hoHAA OMONMNOTEKH, HE3aBUCHUMO OT BHIAa HOCUTEIIS.
1.5. Y4yer HOKyMEHTOB BeIETCS B PETHCTpax HHIUBHIAYAJbHOTO M CYMMAapHOIO ydeTa B TPaJULMOHHOM M (W)
3JIEKTPOHHOM BHJIE.
1.5.1. PeructpamMu MHAMBUAYAJIBHOTO ydeTa JOKYMEHTOB SIBIISIIOTCS: PETUCTPALIMOHHAs KHUTA, KApTOUKa PETUCTPalluy Ha

OIpeJleNIeHHbI BUJ JOKYMEHTa Ul a3eT, *KYPHaloB, APYIMX BUAOB JAOKYMEHTOB. JlONMYyCKaeTcs TakkKe perucTpamu
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VMHIUBUAYAJIBHOTO YYeTa CUUTATh TONMOrpaduUecKyro ONMUCH (KATajor), y4eTHBIH KaTaJlor, YIeTHHIH (ailil ¢ BEIXOAHBIMH
(hopmamu, GOpPMUPYEMBIMHU B MOPSAIKE HHBEHTAPHBIX MM UHBIX UIEHTH()UKAIMOHHBIX HOMEPOB JJOKYMEHTOB.
Peructpbl MHAMBUIYANTFHOTO y4eTa NOKYMEHTOB OHOMMoTeyHOro (oHAa conepikaT PeKBU3UTHI, MACHTUGHUIHMPYIOIIIE
Ka)KIBIH TOKYMEHT C YKa3aHHUEM CBEACHHH O MOCTYIUICHUH JOKYMEHTA U O €ro BEIOBITHHN U3 OnbanoTedHoro GoHza.
1.5.2. Peructpamu cymMMapHOro ydeTa JOKYMEHTOB SIBJISIIOTCS: KHUTa CYMMAapHOTO ydeTa OMOIMoTedHOro (OHAA, JIUCTHI
CYMMapHOro y4yeTa O0HOiInoTe4Horo GoHaa, xypHail. JlomycKaroTes pa3iudHble MOAU(PUKAUN KHUTH CYMMapHOTO y4eTa.
HesaBncuMo OT BHIa y4€THOTO JOKYMEHTA PErUCTPhl CYMMAapHOTO YUeTa CoJIep)KaT TPY B3aUMOCBSI3aHHBIE YacTH:
"TlocTynieHue 10OKyYMEHTOB B OubianoTeuHslii poun",
"BpIObITHE TOKYMEHTOB U3 OubmoTedHoro ¢poxaa”,
"HUroru apmwxeHns OUOIUOTEUHOTO (POHIA: UTOTOBBIC JAaHHBIC HA KOHEIl OTYETHOTO mepuoja’.
OO600IICHHBIC TaHHBIE OTPAXKAIOTCSA B KAKJIOW YaCTH PErHCTpa CyMMAapHOTO ydeTa. B AJIeKTpOHHO# cucTeMe ydera 3Th
YaCTH UHTETPUPYIOTCA B €JIMHBII ydeTHBIH (aiin.
1.6. CymmapHBIi U UHIUBHIYaJIbHBIH y4yeT (oHIa BeleTcs CTPYKTYPHBIMHU IMOJpa3JieNIieHUIMU OMONNOTEKH, B BEACHUH
KOTOPBIX HAXONUTCS KOMIUIEKTOBaHME (OHAA, a TakkKe MOAPa3[AeiIeHIIMH, OOECHEeUNBAIOINMU XpaHEHHE |
UCIIOJIb30BaHKE 3aKPEIUICHHBIX 32 HUMU yacTeil oouiero GoHga 6M0IMOTeKH.
1.7. Cratucruueckas uapopmanus o popmupoBaHuu OUOIHMOTEYHOrO OHAA IO UTOTaM roJia IpeacTasiseTcs B [ TaBHbIH
MH()OPMAIIOHHO-BEIYUCIUTENBHBIA IeHTp MUHKYIBTYpHI Poccum.
II. Enunuiiet yyeta OMOIHOTEUHOTO GOHIA

2.1. BennuuHa (00beM) 1 ABIKeHUE (OHIA U3MEPSIOTCS B YHU(PHUIMPOBAHHBIX SMHUIIAX YUETa.
OCHOBHBIMH €IHHUIIAMH yd4eTa JOKYMEHTOB OHOMHOTeYHOro (hOHAA SIBISIFOTCS DK3EMIULIp M Ha3BaHHE, JJISI Ta3eT -
TOZI0BOI KOMIUIEKT ¥ Ha3BaHUE.
JIOTIONTHUTENFHBIME  €JUHUIAMH y4yeTa (OHZIA SIBJSIFOTCS TOJOBOH KOMIUIEKT, METPOIIOJIKA, MOJALIMBKA (TIeperuieTHas
€IMHUIIA); JUIS DJIEKTPOHHBIX JIOKYMEHTOB - €IMHHIIA TAMSTH JaHHBIX.
2.2. O0mas BenmmYrHa OHOIMOTEYHOro (hOH/IA B IIETIOM U €0 ITOPa3/IesiOB, B TOM YHCIIE CETEBBIX JOKAIBHBIX TOKYMEHTOB
M CETEBBIX YIAJICHHBIX JOKYMEHTOB, YUUTHIBAETCS B OK3EMIULIPAax, HOBBIE ITOCTYIUICHUS - B DK3EMIUIIPAaX U Ha3BaHMSX.
Yucio rooBbIX KOMIUIEKTOB Ia3eT IPUPAaBHUBACTCS K YUCILY 3K3EMILIIPOB.

III. YyueT 1oKkyMeHTOB O BUAAM U KaTETOPHIM
3.1. IleuaTHbIe H3AaHUS U HEOMyOIMKOBAHHBIE JOKYMEHTHI
K nmneyaTHbIMM HW3JaHHMAM OTHOCSATCS THPAXKHUPOBAHHBIC W3JaHUS, IIOJYYEHHBIC IIEUYaTAHUEM WJIM THCHEHHEM,
HonurpaUuecky caMoCTOSITENIFHO O(OPMIICHHBIC: KHUTH, OPOILIOPEL, JKyPHAJIBL, IPOJOJDKAIOLINECS U3/1aHUs, JTUCTOBbIE
W3/1aHHs, TA3eThl, N30M3AaHus, HOTHBIC U3/IaHMs, KapTorpaduueckue U3IaHus, HOPMaTHBHO-TEXHUUECKHE U TEXHUUECKIE
JIOKyMEHTHI, aBTOpedepaTsl TUCCEPTALIUH.
K HeonyOmMKOBaHHBIM JJOKYMEHTAM OTHOCSTCSI PYKOITHCHBIE IOKYMEHTHI (PYKOTIMCHBIC KHUTH Y apPXHUBHBIC JOKYMEHTBI),
a TakKe IOKYMEHTBHI, HM3TOTOBJICHHBIE B EIWHHYHBIX OJK3EMIUIIpaxX, SBILSFONIMECS OOBEKTaMH HHTEIUIEKTYAIbHOM
COOCTBEHHOCTH (IETMOHUPOBAaHHBIE HayYHbBIE PAOOTHI, JUCCEPTALMH, NPETPUHTHI, OTYETHl O HAYYHO-HCCIIEN0BATEIbCKUX
paboTax, IepeBobl, ONMCAHUS AITOPUTMOB U IporpaMM OBM, MpOeKTHO-KOHCTPYKTOPCKas IOKYMEHTAIHsI ), TAKTUIILHBIC
PYKOJENbHBIC M3aHUs Ui CIENbIX M CIA00BUIAIIMX. PYKONHMCHBIC TOKYMEHTHI, BXOJAIINE B OMONIMOTEYHBIE (DOHBI,
SBJISIOTCS COCTAaBHOM wYacThio ApxumBHOTO (oHma Poccuiickoit ®Penepamuu W YYUTHIBAIOTCS B COOTBETCTBUH C
HOPMATUBHBIMU U MPABOBBIMU aKTaMH I10 YYETY apXUBHBIX JJOKYMEHTOB U HacTOsUM [Topsakom.
3.1.1. Kauru u GpoLIopsl YUUTHIBAIOTCA B 9K3EMILIIPAX U HA3BAHUSX.
Kak oTepHbIi 9K3eMIUTSp U KaK OTJeIbHOE Ha3BaHHE YIUTHIBAIOTCS:
Ka)kJI0e OTIeNbHOe H3aHue (KHUTa, OpOIIopa);
Ka)KJI0€ BXOJIAIIEEe B KOHBOJIIOT U3/IaHUE;
Ka)KIIBI OTACIBHBIA TOM (BBITYCK, 9aCTh) MHOTOTOMHOTO U3/IaHHS, UMEIOIINI HHINBAAYAJIbHOE 3ariiaBHe;
Kaxx/1asi U3 OpOILIIOp, BHIMTYIIEHHBIX B 00BEIMHAIONICH UX H3/1aTEIILCKON MarKe, 00JI0KKE, MAaH)KETKE;
Ka)J1asi KHATa WK OpOLIIopa, BXOASIIAs B KHHKHYIO CEpUI0 (HYMEPOBAaHHYO WJIM HEHYMEPOBAHHYIO);
OTAENBHO M3JaHHbIC NPHIOKEHHS K KHUraM M OpoIIopaM, MMEIOIINe WHIUBHAYaIbHOE 3arjlaBHe M CaMOCTOSTENIBLHOE
3Ha4YeHUeE.
3.1.2. JIokyMeHTHI, BHIIIOJIHEHHBIE pelibeHO-TOUeUHBIM pupToM (mpudroM Bpaiiis), yYUTHIBAIOTCS B IK3EMIUIIPaX U

Ha3BaHUAX.



DK3eMIUISIPOM ULl JAaHHOTO BUJIA M3JaHUM SBIAETCS KaXkaas U3 KHUT KOMILUIEKTa, 00beAMHEHHBIX OOIINM Ha3BaHUEM.

Kak onHO Ha3BaHME YUMTHIBAETCS KOMIUIEKT U3JJaHUs1, HE3aBUCHMO OT YHCJIa BXOASIIMX B HETO KHHT.

3.1.3. XKypHans! 1 IpOAOIDKAIOLINECS N3IaHUS YIUTHIBAIOTCS B OK3EMIUISIpAX U HA3BaHUSX.

DK3eMIUISIPOM CUUTAETCS HOMEP, TOM, BBINYCK, H3IAaHHBIC IO OTAEIBHOCTH, a Takke KOMIUIEKT HOMEPOB, TOMOB,
BBIITYCKOB, NIEPEIUICTEHHBIX B OJIMH OJIOK M3/1aTEILCTBOM.

Kak onHO Ha3BaHHME YUYMTHIBAeTCS KOMIUIEKT HOMEPOB, TOMOB, BBIYCKOB, OOpa3ylOIIUX OTICIBHYIO EIMHHUIY C
OTJIMYUTENBHBIM 3arjaBueM. [Ipyu M3MeHeHHH 3ariaBus HOBOI y4EeTHOH eAMHMIEH CUMTAeTCs M3aHHe, €CIIH U3MEHEHHUE
BHECEHO B IIEpPBBIE IIATh CJIOB 3arlaBHsl.

[epuoauueckrie NPUIOKEHUS K KYpHanaM, BBIXOJSIIUE CaMOCTOSTEIbHO, MMEIOUIME WHAMBUIYaJIbHOE 3arjiaBue M
COOCTBEHHYIO HyMepaluio, YIUTHIBAIOTCS KaK OTAENbHbBIE SK3EMIULIPHI I OTAEIbHbIE Ha3BaHUSL.

Kaxmass cepust HpoJOIDKAIOIIETOCS H3IAaHUs, HMEIoNas HHAWBHAYAIbHOE 3arjlaBUe M COOCTBEHHYIO HYMEPALHIO
BBIITYCKOB, YUUTBIBAETCS KaK OTAEIbHOE Ha3BaHHE.

Kaxnpiii caMocTosITeNnbHBIN TOM (BBITYCK) MPOJODKAIOIIETOCS N3IaHUS YUUTHIBAETCS KaK OTAEIbHOE Ha3BaHHE.

3.1.4. 'a3eTsl yUUTHIBAIOTCS B FOJIOBBIX KOMIUIEKTaX U Ha3BaHMSAX.

Kak o1HO Ha3BaHHE YUHUTHIBAETCS KOMILJIEKT I'a3eT, 00pa3yoLIiX OTASNbHYIO € JUHUIY C OTIIMYUTENbHBIM 3ariaBueM. [lpu
W3MEHEHUH 3arjiaBusi HOBOHM YYETHOH eIWHMIEH CUuTaeTcs M3JaHue, €CJIM W3MEHEHHE BHECEHO B IIEPBbIC IATH CIIOB
3arJIaBusl.

OnHoHEBHBIE (Pa30BBIC) Ta3eThl YIUTHIBAIOTCS B 9K3eMIUIIpax (HOMeEp, BEITYCK) M Ha3BaHHSIX.

OTaenbHO U3AaHHBIE IEPHONUUYECKUE NPUIOKEHUS K raszeraM, UMEIOIUEe WHIUBUIYaJbHOE 3aIjlaBUE U COOCTBEHHYIO
HYMEepaLHio, YIUTHIBAIOTCS CAMOCTOSTEIBHO.

3.1.5. Uzouznanus (aapOOMBI, KOMILUICKTBI, OTJCIbHBIC JHCTOBBIC W3IaHUS) U pelibeHO-Tpaduyeckue Mmocoous s
CJIENIBIX U CNIA00BUIAIINX YYUTHIBAIOTCS B SK3EMIUIIPaX U Ha3BaHHAX.

Kak oTaenbHbIA 5K3eMIUISIp W OTHEIFHOE HA3BaHME YYHMTBHIBACTCS KaKIbl JIUCT (BBINYCK) CEpUM HW3OU3JAHUH, HE
00beTUHEHHBIE U3IATEIbCKON ManKkon (00I0KKOH, MAHKETKOM ).

JlucroBbie U3naHusl, 0ObEAMHEHHBIC H3/IaTEIBLCKON Mankoi (00I0KKOH, MaHKETKOH, 00epTKON), YIUTHIBAIOTCS KaK OJMH
9K3EMIULIP U OJHO Ha3BaHUE.

3.1.6. HoTHbie n3gaHus yIUTHIBAIOTCS B 9K3EMIUIIpaX U HA3BAHUSX.

Kak oTenpHbIe 9K3eMIUSIPH! M OTAETbHBIE HAa3BaHUS YIUTHIBAIOTCS:

CaMOCTOSTEIbHBIC HOTHBIE H3/1aHUsl, 00bEANHEHHbIE B OIHOM IepeIieTe (KOHBOIIOTE);

OTJeNbHBIE TAPTUH (T0JI0CA) U TAPTUTYPA (KJIaBUDP), U3JAHHBIEC Pa3/IENBHO.

Kak ouH 9K3eMInISp U 0HO Ha3BaHHE YUUTHIBAIOTCS:

OTAENbHBbIE HapTUH (ToJoca), OObEAMHEHHbIE C MApTUTYpOH (KJIaBUpPOM) B OJHOM H3JAaHHMHU, a TaKke MapTHH,
00BbeIMHEHHBIC U3IATEIILCKOMN MaKou (00JI0KKOMH).

3.1.7. Kaprorpadudeckre H3naHus yUUTHIBAIOTCS B 9K3EMIUIAPAX U Ha3BAHUIX.

Kak oTenpHbIi 9K3eMIUTSIP B OTACIFHOE Ha3BaHUE YIUTHIBAIOTCSL:

aTJIaChbl, COCTOAIIUEC U3 OTACIbHBIX HYMEPOBAHHBIX WJIN JaTUPOBAHHBIX BBIITYCKOB;

Ka<JIplil BBIITYCK CEPUIHOIO M3JaHUs KapThl M aTiiaca.

Kak ouH 5K3eMIULSIp M OJJHO Ha3BaHUE YYUTHIBACTCS KapTa, U3aHHAS HA HECKOJIBKMX JIMCTaX (MOIJIeKANIHX CKIEHKE),
00BETUHEHHBIX OOIINM 3ariaBUeM.

MHorotoMHble (MHOTOJMCTOBBIC) KapTorpaduueckue H3AaHMs, OObEAMHEHHbIC OOLIMM 3arjaBUeM, YYUTHIBAIOTCS IIO
KOJIMYECTBY TOMOB ¥ OTHOMY Ha3BaHUIO.

OTaenbHO HW3JaHHBIE, HO HE HMEIOIINE CAMOCTOSTENHFHOTO 3HA4YeHWs KapTorpaduyeckue NPHIOKEHHS K Pa3IuIHBIM
U3aHUAM (KHUTaM, OpOLIIOpaM, XKypHaIaM) yIUTHIBAIOTCS €ANHBIM KOMIUIEKTOM C OCHOBHBIM H3JaHHEM.

3.1.8. HopMaTHBHO-TeXHHYECKHE M TEXHUYECKHE NOKYMEHTHI (MATEHTHBIE JOKYMEHTHI, THIIOBBIE MPOEKTHl H YEPTEXKH,
KaTaJIOTH NPOMBIIUIEHHOTO 000pyJOBaHUs M W3JIENHiA, HOPMATHBHBIE JOKYMEHTHI 110 CTaHIApTH3alUU, TEXHHUYECKHE
YCJIOBHA, PYKOBOAAIINC TOKYMCHTBI U npaBI/ma) YUYUTBIBAKOTCA B OK3EMILIApaxX U Ha3BaHUAX.

Kaxk OIWH J3K3EMIUIAD W OAHO HA3BAHHUC YYHUTBIBAKOTCA CTAHAAPTBI W KaTaJlOrd IPOMBIIIJICHHOIO 06opyz1013am/m u
W3JIETINi, BBIMYIICHHBIE B OOBEAMHSAIOMIEH MX HM3IaTeNbCKOM mamke (00J0)KKe) IpH HaJIWYMM Ha Tamnke oOuiel IeHsl,

COACPIKaHUA BCETO U3aHUs, €CAUHBIX BBIXOJAHBIX JaHHBIX.



Kak oTmenpHBIM OK3eMIUIIP M OTHAENBHOE HAa3BaHUE YYUTHIBAIOTCA CTAHAAPTHI M KAaTAIOTH IIPOMBIIIICHHOTO
000pYyNOBaHUS U HM3IENUH, OPYrue CIeNUaibHBIC BUIBI JOKYMEHTOB, BEINYIICHHBIE B BUJIC OTACNIBHBIX JIUCTOB, €CIH
Ka)KIBIH U3 HUX UMEET CBOU BBIXOJHbIE JaHHEIC, LIEHY, THPaXK, Ja)ke €CIIM OHU 0OBEeTUHEHBI OTHOM H3aTeNbCKOM Mankoi
(0610KKOIH).

3.1.9. Heony0a1koBaHHbIE JOKYMEHTBI YUUTBIBAIOTCS B HK3EMIUIAPAX U HA3BAHUSIX.

Kax 0JJ1H 3K3eMIUTIp ¥ OJTHO HAa3BaHHE YUHTHIBAIOTCS:

JETOHNPOBAaHHAs Hay4yHass padoTa (KOMIUIEKT, COCTOSIIMH M3 JABYX SK3EMIULIPOB DPAaOOTHI) M CONPOBOAWUTEIBLHBIE
JIOKyMEHTBI;

HEOIyOJIMKOBaHHbIE JIOKYMEHTBI, COPOIIIOPOBAaHHBIE WU COJEPKAIIUECs B OTAENbHOH Hanke.

Jns KOHCTPYKTOPCKOH JOKYMEHTAllMHM €IWHHILEH ydeTa sIBIseTCS 4YepTeX WIM MOJHBIH KOMIUIEKT KOHCTPYKTOPCKHX
JIOKYMEHTOB, OTHOCSIIUXCS K OJTHOMY M3/ACIHIO (OOBEKTY).

3.1.10. OGHoBIgEMOE IE€YaTHOE M3[JAHUE YUUTHIBACTCS KaK OTJEIbHOE HA3BaHME U OTAENbHBIM SK3eMIULIp HpU
HEepBUYHOM IIOCTyIUIeHHU B Oubmuorexy. Ilocneayromue NOCTYIUIEHUS BKIAJHBIX JHCTOB, IPEIHA3HAUEHHBIX I
JIOTIOJTHEHUSI WM 3aMEHBI COOTBETCTBYIOLIMX JIMCTOB B M3/IaHUH, OTACTFHOMY YUeTy He HOAJIeXkaT.

3.1.11. ®akcuMHUIBHOE H3JaHHE YIUTHIBACTCS KaK OPUTHHAIL.

3.2. AynuoBHu3yaibHbIE JTOKYMEHTHI

K aynnoBu3zyanbHBIM JOKYMEHTaM OTHOCSATCSI (POHOIZOKYMEHTHI, BUIEOAOKYMEHTHI, ()OTOTOKYMEHTHI, KHHOIOKYMEHTHI.
3.2.1. Enunnnamu yueta (OoHIa ayTHOBU3YaTIbHBIX JOKYMEHTOB SIBIISIOTCS SK3EMIUIAP U Ha3BaHHUE.

Kak oTaesnpHbli 3K3eMIUIIP YUUTHIBAIOTCSL:

JICK - IS TPaMILTACTHHOK;

KaTyIlKa, KacceTa Uik 000HHA - JUI1 MATHUTHBIX (POHOTPaMM;

KacceTa - AJsl BUCOJ0KYMEHTOB;

Kajp - Ui GOTOIOKYMEHTOB (IMaIO3UTHBOB, CIalHI0B);

600uHa - 17151 KHHOQHUIBMOB.

Kak ogHO Ha3BaHHE YIUTHIBAIOTCSL:

OTJENBHO BBINYIIEHHAs I'paMIIaCTHHKA, KacceTa JUOO0 KOMIUIEKT (a1b00M) IpaMIIIaCTHHOK, KacceT, 0O0BbEeIMHEHHBIX
00IIUM Ha3BaHHEM;

MarHuTHas (OHOTpaMMa Ha OJHOW Karymike (KacceTe), MarHUTHas (pOHOTrpaMMa Ha HECKOJBbKHX KaTylKax (Kaccerax),
00beAMHEHHBIX 00IIUM Ha3BaHUEM;

OT/ENBHO U3JaHHbIH (POHOIOKYMEHT MIH KOMILUIEKT ()OHOAOKYMEHTOB, 00bEANHEHHBIX OOIIUM 3araBUEM;

KAHO(DHIBM, THadUIbM HE3aBUCUMO OT YHCIIa COCTABIIAIOMINX YacTel WM KagpoB (11 KOMIUIEKTa AUAIIO3UTHBOB).

3.2.2. AyauoBu3yanbHbIC JOKYMEHTBHI, SBIIIOIIMECS NPHIOKEHHEM K Ppa3IM4YHbIM H3JAHUSM M BBIIOJHSIONINE
CaMOCTOSITEIbHBIC (DYHKIMH, a TAKXKE UCTIOIb3yeMble B pabOTe OTJEILHO OT OCHOBHOTO U3/IaHUSI, MOTYT YUUTBIBAaTHCS KaK
OTIENBHBIE IK3EMIUISPEL.

3.3. lokyMeHTBI Ha MUKpOodopmMax

K noxymeHnTam Ha MUKpO(OpMax OTHOCATCS MUKPO(DUIBMBI U MUKPOQHUIIIN.

3.3.1. EnuaunaMu yuera JOKyMEHTOB Ha MUKpO(hOpMax SIBIISIOTCS SK3EMILIAP U Ha3BaHUE.

DK3eMIUISIPOM JUISl JOKYMEHTOB Ha MUKPO(MOpMax SIBISIFOTCS: PYJIOH - ISl MUKPOUIBEMOB; (DUINA - U MUKPOQHILI.

Kak omHO Ha3BaHHE YUYUTHIBAETCS KOMIUIEKT MMKPOGHIBMOB WM MHUKpO(UII, OOBEIUHEHHBIX OOIIUM 3arjlaBHeM,
HE3aBUCHMO OT YHCJIA COCTABILIIONINX YacTeil.

3.3.2. O6umii o0beM GoHOa TOKYMEHTOB HAa MHUKPO(OpPMax yUUTHIBAETCS MO KOJIMYECTBY PYJIOHOB M (HIL, BKIFOYAs
KOIIMH Pa3HBIX MIOKOJIEHUH (apXHUBHBIE/PE3EPBHBIE U TT0JIb30BATEIBCKHUE).

3.4. DneKTpOHHBIE JOKYMEHTBI

K oexkTpOoHHBIM [OKYMEHTaM OTHOCATCS JOKYMEHTBl Ha CBEMHBIX HOCHUTENAX (KOMIAKT-IHUCKH, (ien-KkapTol);
JOKYMEHTHI, pa3MelaeMble Ha KeCTKOM ANCKe KOMIBIoTepa (cepBepe) OMONMMOTEKH U JOCTYIHBIE ITOIb30BATENIsIM depes3
MH()OPMAIIOHHO-TEIEKOMMYHHUKAIIMOHHBIC CETH (Iajnee - CeTeBbIE JIOKATbHBIC JOKYMEHTHI); JOKYMEHTHI, pa3MeliaeMble
Ha aBTOHOMHBIX aBTOMATH3HUPOBAHHBIX PAa0OUYMX CTAHOUAX OMOMHOTEKH (Jajee - HMHCTAIMPOBAHHBIC IOKYMEHTHI);
JOKYMEHTBI, pa3MEUICHHbIe Ha BHEIIHHX TEXHHYECKHX CPEICTBAaxX, MOJIydyacMble OHOIHOTEKOW BO BPEMEHHOE
HOJIb30BaHHE Yepe3 HHPOPMAOHHO-TEIeKOMMYHHUKAIOHHbIE CETH Ha YCIOBHAX AOTOBOpA, KOHTPAKTA, IUIICH3HOHHOTO

COTJIAIICHUSI C TIPOU3BOAUTENSIMHI HHPOPMAINH (J1ajiee - CETEeBbIC yIalIeHHbBIE JOKYMEHTHI).



3.4.1. EnuannamMu yueTa 3JIeKTPOHHBIX JOKYMEHTOB Ha Chb€MHBIX HOCUTEIISIX SABJISAIOTCS 3K3EMILIP M Ha3BaHHE.
3.4.1.1. Kak OTJebHbIH 9K3eMIULIP YYUTHIBACTCS KaXK (bl aBTOHOMHBIH 00BEKT (KOMITAKT-UCK).
Kak oTnenbHble OK3eMIUIIPBI MOTYT YYHUTBIBATBCS HPWIOKEHHS K PasIMUHBIM H3JaHUAM, BBINOJIHSIOLINE
caMOCTOsITeNbHBIE (DYHKINH, & TAKXKE HCHONIb3yeMble B paboTe OTAETBHO OT OCHOBHOTO M3JaHHUSI.
Kak oTnenbHbIe 3K3EMILIIPBl HE YUUTBHIBAIOTCSI KOMIIAKT-JUCKU, €CIIM OHU IIPEJCTAaBILIIOT COOOH BKIAAKY (BJIOXKEHUE) B
U3/1aHKe UK €0 HEOThEMIIEMOE IIPUIIOXKEHHE.
3.4.1.2. Kak ogHO Ha3BaHUE YIUTHIBAIOTCS:
OT/IE/BHO BBINTYILIEHHBIH KOMIAKT-1UCK;
Ka)KJIbIi KOMIIAKT-UCK, BXOJSIINI B HYMEPOBAaHHYIO UJIM HEHYMEPOBAaHHYIO CEPUIO IEKTPOHHBIX U3JaHuUl;
KOMIUIEKT KOMITAaKT-IUCKOB, 00bEANHEHHBIX OOLINM Ha3BaHUEM;
M3JaHHBIE B Ka4eCTBE CAMOCTOSTENBHBIX H3JAaHUH NPHIOKEHHS K H3JaHUSAM JI00Oro IpPYyroro BHAA, HMEIOIIUE
COOCTBEHHOE 3arjaBUE U JOIYCKAIOLINE UX UCIOJIb30BaHUe O3 00palleHusl K OCHOBHOMY M3JJaHUIO.
3.4.1.3. B ngoxymeHTax Ha (uem-kapraX Kak OJUH 3K3EMIULIp M OJHO HA3BaHUE YUUTBHIBACTCS KaXJ0€ LIENOCTHOE
MIPOM3BEIEHHE, UMEIOIIEe CaMOCTOSITEIbHOE 3araBHe.
3.42. EqununaMu ydera CeTEBbIX JIOKAJIbHBIX M HHCTAJUIMPOBAHHBIX JOKYMEHTOB SIBIIIIOTCS SK3eMILLIP (yCIOBHAs
€IUHUIIA y4eTa) U Ha3BaHHE.
Kak onHO Ha3BaHMe y4HTBHIBaeTCS IIEJIOCTHOE MPOU3BECHNE, UMEIOIIEe CaMOCTOATENIbHOE 3arjaBre, BHE 3aBUCUMOCTH OT
ero npencrasieHus. Kak ogHa eMHULA YIUTHIBASTCS MOTIOTHAEMBIA 1 OOHOBIISIEMBIH JJIEKTPOHHBIN TOKYMEHT.
DK3eMILIIPOM SBIISIETCS JOKYMEHT B OIpeJIeNIeHHOM (opMaTe XpaHeHUs WM npejcTaBiaeHus. GopMaTsl OgHON U TOM ke
€IMHUIIBI KOHTEHTa YUYUTHIBAIOTCS OT/EIBHO.
3.4.3. EnuaunaMu ydera ceTeBhIX yIaJeHHBIX JOKYMEHTOB SBIISTIOTCS K3eMIUIIp (YCIOBHAS €AMHUIA yUeTa) U Ha3BaHHUE.
Kak oauH 3K3eMIUIIp M OJHO Ha3BaHHE YYUTHIBACTCS KaXKAbIH IIOJIHOTEKCTOBBIH 3JEKTPOHHBIM TOKYMEHT, MMEIOIIUil
CaMOCTOSITEIbHOE 3arjlaBue, BKIIOUECHHBIH B MakeT, K KOTOpoMy Oo(OpMIIEHO NMpaBo JOCTyna y ero mpoussojurens. Kak
OJTHA eMHUIIA YIUTHIBACTCS IIOTIOTHAEMBIA M OOHOBIIIEMBIN SJIEKTPOHHBIN JOKYMEHT.

IV. Yuer moctyruieHus: JOKYMEHTOB B OMOJIMOTEUHBINA (OH/T
JIOKYMEHTBI MOCTYNaoT B OHOIMOTEKY M BKIIIOYAIOTCS B OMONMOTEUHBIH (DOHJI B pe3ysbTaTe MOCTABKH 00s3aTEIBHOTO
9K3EMIUIAPA, MOKYNKH (TIOIMUCKH, 0OMEHa, TapeHUsl, TI0’KePTBOBAHUS, KOMMPOBAHUS OPUTHHAJIOB U3 (hOHIA OHMOIHUOTEKN).
4.1. JlokyMeHTBI TPUHUMAIOTCS IO TEPBHYHBIM YYETHBIM IOKYMEHTaM (HaKIagHas, akT), BKIIOYAIOMIAM CITHCOK
MOCTYIUIEHUH.
4.1.1. IlpueM AOKYMEHTOB, NOCTYHAIOMUX B OHOJMOTEKy O€3 HEepBUYHBIX JOKYMEHTOB Ha 0€3BO3ME3IHONH OCHOBE
(o0Os13aTenbHBIE SK3EMIUISIPHI, JETIO3UTHBIE SK3EMIUIAPBI MEXyHApOIHBIX OpraHu3anuii, 6e3B0o3Me31HbIE MTOCTYIIICHUS U3
HEU3BCCTHBIX 1 aHOHUMHBIX HCTO‘{HI/IKOB), Oq)OpMJ'ISICTCﬂ AKTOM O NpUEME JOKYMCHTOB.
4.1.2. IlpueM JOKyMEHTOB, IOCTYNAIOUIUX B OUOIMOTEKY OT IOPUAUIECKOr0, (PU3NUECKOTO JIUIIAa B BUJE Aapa C YKa3aHUEM
€ro Ha3Ha4YeHHs JJIsSI TOMOJHEHHsT OnOInoTeyHoro GpoHaa, ohopMIsIeTcss JOrOBOPOM ITOKEPTBOBAHUS B COOTBETCTBHU C

I'paxxganckum konexcomPoccuiickoit ®eneparnmu (ct. 574, 582) <1>.
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4.1.3. IIpuemM HOKYMEHTOB OT YUTaTeIeH B3aMEH YTEPSHHBIX U NIPU3HAHHBIX PAaBHOLIEHHBIMH yTPAaue€HHBIM O(QOPMIIIETCS
aKTOM O IpHeMe JOKYMEHTOB B3aMEH YTEpsSHHbIX. B akTe ykaspiBaeTcst (pamuiMsi, HHUIMANBl YATATENs, CBEACHHUS 00
YTEPSIHHBIX M3IAHMAX (PErHCTPaliOHHBIA HOMep, KpaTkoe OmOImorpaduIecKkoe ONMCcaHWue W3NAHUS, [eHa), CBEICHHS O
NPHUHATHIX U3JIaHUAX (KpaTkoe OmOIMorpaduueckoe ONMHMCAHHE M3[aHWSA, IIHA), TIOANNCH YUTATeNlsd W IPHHUMAIOIICH
CTOpPOHBL.

4.2. OmeHKa CTOMMOCTH IIEPHOIMYECKHX M3JaHHUN, IIOCTYMAIONMX B OHONHOTEKY Ha BpPEMEHHOE XpaHCHHE, He
HPOU3BOJUTCSL.

4.3. JIoKyMeHTBI, MOCTyHalomue B OnOIMOTEKy, OJIeKAT CYMMApHOMY YUeTY.

4.3.1. CBeneHus O BKIIOYAEMBIX B OHOJMOTEYHBIH (OHA IOKyMEHTaX (UKCHPYIOTCS B KHUIE CYMMapHOTO ydera
OubIMoTeYHOTO (POHIA WM B IPYTOM BHJE PErUCTpa CormacHo 1. 1.5.2.

PerucTpsl cyMMapHOTO yd4eTa JMODKHBI HMMETh 3aroJIOBOYHBIC JaHHBIE: HaNMEHOBAHHE PETHCTpa, HAUMEHOBAHHE

opraHmzanuy, mnIOApas3aACICHUI. B PETUCTP BIHUCBIBAIOTCA JaHHBIC O l'[OCTyl'IPIBU.ICﬁ napTuu AOOKYMEHTOB: JaTa H
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HOPSIKOBBII HOMEP 3anucH (TOPSIIKOBBEIH HOMEp 3aIlMCH €XKeroaHo HaunHaeTcs ¢ N 1), HCTOYHUK IIOCTYIUICHHS, HOMEp U
JlaTa MePBUYHOTO YYETHOTO JOKYMEHTA, KOJIUYECTBO MOCTYIMUBIINX JOKYMEHTOB U CTOUMOCTb.

4.3.2. CymMMapHBIA y4eT MOCTYIUIEHHUS JIEKTPOHHBIX CETEBBIX JIOKAJIHHBIX IOKYMEHTOB BEIETCS B AJIEKTPOHHOM PEECTpPE B
COOTBETCTBUH C MOKa3aTelsIMu 1. 5.3.1, ¢ yka3aHueM AaThl 3arpy3Kd MOCTYIICHUA B CUCTEMY.

4.3.3. CyMMapHBI#l y4eT NOCTYIUICHHS dJICKTPOHHBIX CETEBBIX YIaJCHHBIX TOKYMEHTOB BEACTCS B 3JICKTPOHHOM peecTpe ¢
OTpaXCHHEM CIICAYIONIMX TMOKa3aTeNeil: IaThl M MOPSAKOBOIO HOMEpa 3alKCH, PEKBU3HTOB JIUIICH3MOHHOTO JOTOBOpA
(Ha3BaHHUS U HOMEpA JJOKYMEHTa, CpPOKa ero JeHCTBHUS, CTOMMOCTH), KOJMYeCcTBa 0a3 JaHHbBIX (ITAKETOB) M BKJIFOUCHHBIX B
HUX Ha3BaHUHU.

Ilpu mojcyeTe CyMMapHOTO KOJMYECTBA HA3BAHUI MCKIIOYAIOTCS JyONUpYIOIIMEecs Ha3BaHHS B IAaKeTax Ha OJHON
waThopme.

4.4. JlokyMeHTBI, TOATOTOBJICHHBIC K MpHUEMY B OWUONMOTEYHBIH (DOHI, MOJABEPrarOTCs MEPBUYHOW 00paboTKe U
WHJMBUAYaIbHOMY yUETY.

4.4.1. VunuBUAyalnbHBIA y4eT JOKYMEHTOB OCYIICCTBISIETCS MyTeM MPHUCBOCHHS KAXIOMY SK3EMIUIIPY JOKYMEHTa
PETHCTPAMOHHOTO HOMEpa, WHOTO 3HaKa B KayeCTBE PETUCTPALIMOHHOTO HOMEepa (CHCTEMHOTO HOMepa KOMITBIOTEPHOH
MpOrpaMMBbl, IMITPUX-KOAA U ApYyrux). MHAMBUAYaTbHBI HOMEp 3aKpeIuisieTcss 3a JIOKYMEHTOM Ha BCE BpEMs €ro
HaxoXJeHus B GpoHae 6HONMMOTEKH. PerrcTpamoHHble HoMepa HCKITIOYSHHBIX U3 (POHIA JOKYMEHTOB HE MPUCBaUBAIOTCS
BHOBB ITPUHSTHIM TOKYMEHTaM.

PerucrpamionHsle HOMEpa TIPOCTABILIIOTCS HENOCPENCTBEHHO Ha JOKYMEHTaX M OTPAXAlOTCI B  pETHCTpe
WHMBUAYaJIBHOTO yUeTa JOKYMEHTOB, IPUHATOM B OHOIHOTEKE.

Peructpbl MHIMBHIYaJBHOTO ydeTa JOJDKHBI MMETh 3arojIOBOYHBIE JaHHBIE: HAaNMEHOBAHHE PETHCTPA, HANMEHOBAaHHE
OpTaHM3AINH, CTPYKTYPHOTO IMOApA3/eNeHNsl. B perucTp BIHCHIBAIOTCS JAaHHBIE O KaXKIOM JOKYMEHTE: JaTa 3alliCH B
perucTpe, perucTpaloHHbI HOMEp, KpaTkoe OuOimorpaduueckoe OMUCaHue JIOKYMEHTa (aBTOp, 3arjaBue, TOM, 4acTh,
BBIITYCK, MECTO U TOJI M3/1aHMs), IIeHa IOKYMEHTA, YKa3aHHasi B CONPOBOAUTEILHOM JIOKYMEHTE.

4.4.2. VnnuBuayanbHBIA yYeT TMEPUOJUYECKAX W3JAaHUN BeNEeTCS B PETUCTPANMOHHON KapTOTEKEe NEepUOAUIECKIX
W3/IaHHH, TpeTHa3HAueHHON Ui ydeTa KaJIOro Ha3BaHWS M KaKIOTro JK3eMIULIpa, WM B aBTOMAaTH3HPOBAaHHOM 0Oaze
JTAHHBIX.

Jns neprogwyeckuX H3JaHUA B  KayecTBE PETUCTPAIMOHHBIX HOMEPOB MOTYT  HCIOJNB30BAaThCS  JIFOOBIE
UICHTU(QUKAIIMOHHBIE HOMEpa: CHCTEMHBIH HOMep B aBTOMATH3WPOBAHHOW 0a3e IaHHBIX, pPETUCTPAIMOHHBIH
(TOPAIKOBBII) HOMEp 3alKCH B PETHCTPALIMOHHON KapTOTEKe.

4.43. VHauBHAyanbHBIA yYeT IOKYMEHTOB, HMMEIOIMIMX B CBOEM O(OPMIICHHH JparolieHHble METaIbl H (WIIN)
JparoleHHble KaMHH ¥ OTHECEHHBIX K KaTeropuu cei(hoBOTO XpaHEHHs, OCYIIECTBISIETCS B CIIEIUAIBHOM PETHCTpE, B
KOTOpPOM, KpOME€ TpaJUuLIHMOHHBIX noxa3aTeneﬁ, Ja€TCsd OINMHCAHHUEC BHCIIHCIO Oq)OpMJ'[CHI/ISI JOKYMCHTA. Ka)KZ[bIﬁ JIUCT
perucTpa cornpoBOKAAETCS UTOIOBOM 3aIHCHIO C YKa3aHUEM JIaThl €€ COCTABJICHHUS M KOJIMYECTBA ONIMCAHUN Ha JIUCTE.
4.4.4. B peructpax MHIMBUAYAJIGHOTO y4eTa B NPHMEUYAHUSAX YKa3bIBACTCS HAIMYME W BUI MPUIOKECHUS K OCHOBHOMY
JOKYMEHTY, a TaKKe OCOOCHHOCTH JK3eMIUISIpa HEHHBIX M PEIKHX IOKYMEHTOB (HANpHMep, HaHMYHe YHHKaIbHOTO
HeperuieTa, MapruHanuii, redexros u 1.1.). [Ipu Hanuuuy nacrnopra AOKyMEHTa JaeTcsl OTChIIKA K HeMy. B npumMedanusx
MOXKET YKa3bIBaTbCA NMPUHAAJICI)KHOCTE JOKYMCHTA K KATCTOPUU KHM)KHBIX TAaMSATHUKOB.

4.4.5. VlHauBUyanbHBI yUeT SJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX IOKYMEHTOB OCYIIECTBISETCS IyTeM BBOJAa B 0azy
JaHHBIX MeTauH(opMaIlMM O 3arpy3ke JOKyMEHTa B 3JEKTPOHHYIO OHOJMOTEKY C aBTOMATHYECKUM IPHCBOCHHEM
UACHTH(PHUKAMOHHOTO (CUCTEMHOT0) HOMEpa KaXIOMY JOKYMCHTY.

4.4.6. IHAMBUIYATbHBIA yYeT JJIEKTPOHHBIX CETEBBIX YHaJeHHBIX NOKYMEHTOB OCYIIECTBISIETCS B JJIEKTPOHHOM BHUIE
MyTEeM perucTpanyy 0a3 JaHHbIX (ITAKeTOB) 0€3 MPHCBOCHHS UM PErUCTPAIlMOHHOTO HOMepa.

B peeCTp MHAUBUAYAJIBHOI'O Yy4C€Ta CCTECBBIX YAAJCHHBIX HOKYMCHTOB BKJIFOYAIOTCSI OCHOBHBLIC XapaKTCPHUCTHUKHU 6a31>1
JaHHBIX (TaKera): omMcaHuWe 0a3bl JaHHBIX (Ha3BaHHWE, NMPOW3BOIMTENb, IUardpopMa W (WIM) ajgpec BXOHa), CPOK
OKOHYAHUsI TIpaBa A0CTYIIa, KOJHMIESCTBO HA3BAHUIA, BXOSIIINX B 0a3y JaHHBIX (TTakeT).

B konmuecTBO Ha3BaHMI BKJIIOYAETCS O6HICC KOJMYECTBO IOJIHOTCKCTOBBIX IOKYMECHTOB (KHI/IF, JKYypHaJOB, rase€T,
[IAaTEHTOB, CTAHIAPTOB M IPYTMX IOKYMEHTOB, YYMTHIBaéMBIX B OuOmuorexe). He BK/IIOYAIOTCS B 3TO KOJIUYECTBO
JOKYMEHTBI, KOTOpbIe OOBIYHO HE H3HAIOTCS OTACNBHO B IeYaTHOM (opmare, Takue Kak NPOQMIA KOMITaHUH,
CTATHUCTHYECKUE TaOJHIBl, aHAJUTHICCKUE MaTephanbl MapkeTwHra. J[ius 0a3 naHHBIX (IAKETOB), HE COAEPIKALIMX

MOJIHOTEKCTOBBIX IOKYMEHTOB, B PEKBU3HUTE "Ha3BaHUE" MPOCTABIISETCS €IUHUIIA.



4.5. IoKyMeHTBI, BKIIoyaeMble B GOoHI OMOIMOTEKH, MapKUPYIOTCs. IIpy 9TOM MOTYT OBITh HCHOJNB30BAaHBI IITEMIIEIH,
KHWD)KHBIE 3HAKH, WHAWBUAYAJIbHbIE IITPUXOBBIE KOJBI, JAPYrHe BHUIbl MapKUpOBKH. OCHOBHBIE TpeOOBaHHSA, KOTOpPbIE
JOJDKHBI COOMIONAThCA TPH MapKUPOBKE JOKYMEHTOB: O0OO3HAueHHE MPUHAMJIEKHOCTH, 3CTETHKA, NONTOBEYHOCTH
MapKHPOBOYHOTO 3HAKa, COXPAHHOCTH TEKCTA WM APYTOH 3HAKOBOI HHGOpMAIHH.
4.6. Ha n1oKyMeHTaXx, sIBJISIOIUXCS IPUIOKEHUEM K OCHOBHOMY HOCHUTEIIO U €I0 HEOThEMIIEMOM 4acThbI0, IPOCTaBIISIOTCS
T€ XK€ PEKBU3UTHL, YTO U HA OCHOBHOM JIOKYMEHTE.
4.7. DNeKTpOHHBIE CETEBBIE JIOKANbHBIE JOKYMEHTHl M  DJCKTPOHHBIE CETEBbIE  YAAICHHBIE JOKYMEHTHI
UACHTH(DUIUPYIOTCS CrIEUATLHBIMEA NPOTPAMMHBIMH CPEJICTBAMHU.
4.8. Ha npuHATHIX NEpPBUYHBIX YYETHBIX JOKYMEHTaX IPOU3BOJUTCS 3alKCh, MOATBEPXKAAIOUIAs, YTO IOCTYIMHUBIINE
JIOKYMEHTBI IPUHATHI B ONOTHUOTEUHBINH OH/T KaK B 00BEKT 0CO00 IIEHHOTO JIBMKUMOTO uMmytiectsa (aanee - OLJIN) nin
Kak B 00BEKT HHOTO JBIKUMOTO HMYIIECTBA.
4.9. TlepBuuHble Y4YEeTHBIE IOKYMEHTBI, MOATBepXkJaromue (aKT MOCTYIJICHUs, HEPEeJatoTcsi B OyXTalTepHIo It
BKJIIOYEHUS B y4eT OMOIMoTeuHoro GoHpa.
4.10. ExexBapTanbpHO, npu ycinoBuu mu3MeHeHusi cocraBa OI[JIM, cBeaeHuss 00 oOlEeM KOJHYECTBE M CTOMMOCTHU
JIOKyMEHTOB, BKJIIOYEHHBIX B COCTaB OMOIMOTEUHOro (oHIa Kak OOBEKT 0cO00 LEHHOrO IBHXKUMOIO HMMYINECTBA,
HepeNatoTCsl yUPEIUTENIO.

V. Y4er BbIOBITHS JJOKYMEHTOB U3 OHOIHOTEYHOTO hoHIa
JIOKyMEHTBI BBIOBIBAIOT M3 OMOIHOTEUHOTO (DOHIA B CBSI3H C (DU3UUECKOH yTpaToil MM YaCTUYHOM 100 MOJHOM yTpaToi
HOTPEOUTENbCKUX CBOUCTB. BhIObIBaronye MOKYMEHTHI UCKIIIOYAIOTCS M3 OMOIMOTEYHOro (OHOA U CIMCBIBAIOTCS C
BO3MOXHOCTBIO TIOCIIEAYIOIEH 6€3B03ME3IHOM Tepeiaun B Jpyrue OHOIMOTeKH JINO0 peatu3aliyu.
5.1. WckioyeHne NOKYMEHTOB U3 OHOIMOTEYHOro (hOHIA JOMYCKAeTCs MO CIACAYIOUIMM MPUYMHAM: yTpara, BETXOCTh,
JeheKTHOCTh, YCTapeIoCTh 110 COAEPKAHUI0, HENIPO(UILHOCTS.
HenpoduiabHOCTh JOKyMEHTOB YCTaHABIMBAETCs HAa ocHOBE IIpoduiist kominekToBaHus (GOHJA WIM HMHOTO HOPMAaTUBHOTO
JOKYMEHTA, YTBEPKIAeMOro pyKoBoauTeaeM ondmuoreku. [1o mpuunHe HEMPOPUIBHOCTH MOTYT HCKITIOYaThes U3 (hoHIa
JOKYMEHTHI, He KOMIUIEKTyeMble ONOIHOTeKOl (IIpH OTKa3e OT KOMIUIEKTOBAaHHS OTIENBHBIX KaTeropHil JOKYMEHTOB),
U3JIUIIHE JyOJeTHble SK3EeMIULIPBI, 3aMEHEHHble Oojee IOJHBIMH IO COAEPKAHUIO, JYUIIUMHU 10 OGOPMIEHHUIO,
(U3MIECKOMY COCTOSHHIO M3JaHUSIMU; M0 UCTEUEHHH CPOKA XPAaHEHHs JOKYMEHTOB, ITPU HU3KOM YPOBHE UHTATEIHCKOTO
CTpoca, IPH HECOOTBETCTBHHU JJIEKTPOHHBIX JOKYMEHTOB TEXHUIECKOMY U IIPOrPaAMMHOMY 00€CTIEYCHUIO OHOIOTEKH.
5.1.1. HckmodyeHre JOKYMEHTOB 110 IIPUYUHAM YCTapeJIOCTH IO COAEPKAHHIO, HENPO(UILHOCTU (MaJIOCIIPAIIUBaEMBbIE), a
TaloKe IO NPUYMHAM BETXOCTH U AEe(EKTHOCTH HE JOMYCKAeTCsl IO OTHOUIEHHIO K €AMHCTBEHHBIM 3K3EMIUIIpaM
JIOKyMEHTOB TIOCTOSIHHOTO (O€cCpOYHOro0) XpaHEeHHSI.
5.1.2. UcxitoueHue JOKYMEHTOB, OTHECEHHBIX K KHIMKHBIM MaMATHHUKaM, JIOMYCKAaeTCs TOJIbKO MO IMPUYMHE yTpaThl IpU
YCIIOBHHM OTpaskeHUs! HHGOpMALUK O KHIKHOM ITaMATHHKE B PeecTpe KHMKHBIX HaMATHUKOB.
5.2. BrIObITHE JOKYMEHTOB W3 OnbOimoredHoro ¢oHma odopmiseTcs AKTOM O CIHCAHUHM HCKIIOYEHHBIX OOBEKTOB
oubnmoreunoro Gouma (manmee - Akt o crnmcanuu) mo ¢opme (kox mo OKV]I 0504144), yTBepKICHHOW MPUKAa30M
Munucrepcrsa ¢unancos Poccuiickoit ®enepanuu ot 30 mapta 2015 r. N 521 "OO0 yrBepxkaeHUM (GOpM HEPBUUHBIX
YUETHBIX JOKYMEHTOB H PETUCTPOB OYyXTaJTEepCKOro YdeTa, IPHMEHSEMbIX OpraHaMH TIOCYJapCTBEHHOW BIACTH
(rocymapcTBEeHHBIMH OpraHaMH), OpraHaMH MECTHOTO CaMOYIPABIICHUS, OpraHaMH YIPaBJIeHHs TOCYIapCTBEHHBIMH
BHEOIO/DKETHBIMH (POHIAMH, TOCYAAPCTBEHHBIMH (MYHUIMIIATBHBIMU) YYPEKACHUSAMH, 1 METOIMUECKUX YKa3aHUH MO WX
npuMeHeHuro"  (3apeructpupoBaH B MunucrepctBe octunuu  Poccmiickoit ®enmepanmu 2 wmions 2015 T,
peructpannonusiii N 37519, oduruanbHelii HHTEPHET-MIOPTAN MPaBOBOW MH(GOpManuu http://www.pravo.gov.ru, 8 HIOHs
2015 . N 0001201506080020), ¢ wW3MEeHEHHSIMH, BHECEHHBIMH NpHKa3oM MunucrepcTBa (puHaHcoB Poccuiickoii
Oeneparuu ot 16 Hoa6ps 2016 r. N 209H (3apeructpupoBan B Munuctepcrse roctunuu Poccuiickoit @enepanuu 15
nekabpst 2016 1., peructpaunoHHblii N 44741, oduIMaIbHBIA HHTEPHET-MIOPTAN IMPaBOBOW  HH(OpMAIMU
http://www.pravo.gov.ru, 19 nexadps 2016 r., N 0001201612190019).
5.3. K AKTy O CHHCaHUM TIPUJIAraeTcsl CIUCOK Ha MCKIIOYEHHE OO0BEKTOB OnbOianoredHoro ¢oHma (mamee - CIHUCOK),
KOTOPBII BKIIOYAeT CIEAYIOIIME CBEICHHUS: PETMCTPAlMOHHBIM HOMEp W IIM(p XpaHeHHs MOKYMEHTa, KpaTKoe
Ooubnrorpadpuyeckoe onucanue, IeHy JOKYMEHTa, 3apMKCUPOBAHHYIO B PETHCTPE MHIUBUAYAIBHOTO ydeTa JOKYMEHTOB,
K02(UIUEHT MEPEOLICHKH, IIEHY MOCIe MEPEOLEHKH H OOIIYI0 CTOMMOCTh HCKITIOYaeMbIX JOKyMEHTOB.

I[J'[ﬂ TNCYaTHBIX JOKYMCHTOB BPECMEHHOT'O XPaHCHHUA JOIYCKACTCA 3aME€Ha CIIMCKa KHMKHBIMU (bopMynﬂpaMn.
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Jis  TOKYyMEHTOB, 0OpaOOTaHHBIX TPYMNOBBIM (YIPOLICHHBIM) CIIOCOOOM, BMECTO CIHCKAa JaeTcs IepedyeHb
PETHCTPALIMOHHBIX HOMEPOB, BHJ] UCKITIOUAEMBIX U3/IaHHUMN, UX KOJIUYECTBO.

5.4. K Axty o chnucaHuM NO NPUYHHE YTPaThl M CIHCKY IPHIAraroTcsl IOKYMEHTHI, IMOATBEP)KIAIOIINE YTpaTy
(mosicHUTENbHAS 3alMCKa, B CIy4ae KpaXkKW WIIM XHIIEHHS - IPOTOKOJI, aKT, 3aKII0YEHHE YIIOJTHOMOYEHHBIX OPraHOB, IIPH
BO3MeIleHUY yliepOa - pUHAHCOBBIN JOKYMEHT O BO3MELICHUHU YIIEpOa).

BosMmenieHne yutarensamMu yiepda nomyckaercs B (OpMe 3aMEHBI YTEPSHHOTO JTOKYMEHTa PaBHOILCHHBIM JIHOO MyTeM
JeHe)KHON kommeHcanuu. [Ipum mpueme aeHer OT 4YWTaresleil B3aMeH YTEPSHHBIX KHUT WM JAPYTUX JOKYMEHTOB
COCTABJISICTCS IPUXOIHBII OpJIep, U YUTATENIO BBIIACTCS KBUTAHIHS YCTAHOBJICHHOTO 00pasia.

5.5. Tlpu BO3MCIICHHH 4YHUTaTeJeM Yyiiep6a CTOMMOCTh YTPAueHHBIX JOKYMEHTOB YCTAHABIUBACTCS OKCIEPTHOM
KOMHCCHEH 110 OIIEHKE JOKYMEHTOB, HA3HAYEHHOM IIPHKA30M PYKOBOJHUTENS OHOINOTEKH.

ITpu yrepe uiaM XUIIEHAN HEHHBIX U PEIKUX KHUT IS ONPEeNIeHUs] HX CTOMMOCTH KOMHUCCHS MOYKET IIPUBJIEKATh K CBOCH
paboTe COOTBETCTBYIOLIMX SKCIEPTOB, a TAKXKE HCIOJIb30BaTh MaTepUajbl HAYYHO-METOIMYECKUX IEHTPOB, KHUKHBIX
AyKIMOHOB M sPMapoK. B 3THX chydasx ompejeieHHe MPUYMHEHHOro yiiepda MpenebHBIMU KO PUIHEHTAMH
KPaTHOCTH HE OTPAaHUIHNBACTCSL.

5.6. AKT 0 chnucaHMHM TO OJHOW W3 TPHYUH, YKA3aHHBIX BI. 5.1, ¢ NPUIOKEHHBIM CIHCKOM TIOJAMHCHIBACTCS
npencenaTeNieM U YWICHAMH KOMHCCHY 110 CHHCAHHIO OOBEKTOB OMONMOTEYHOrO (JOHIA, YTBEPKIACTCA PYKOBOJHUTEIEM
VIPEKICHUSL.

5.7. locme yrBepkaeHns AKTa O CIIMCAHUH OCYIIECTBIISTIOTCS MEPOIPHSTHS MO TepepaclpefclieHHi0 U peaTn3alii
CIHCaHHBIX 00BEKTOB OMOIMOTEYHOTO (POoHIA.

5.7.1. CnwucaHHble OOBEKTBHI, HCKIIOYCHHBIC W3 OHOIMOTEYHOro (OHAA MO NPUYUHAM BETXOCTH, IC(HEKTHOCTH,
YCTapesoCTH 10 COAEPKAaHUI0, MOTYT IepenaBaThCsd Ha O€3BO3ME3JTHONH OCHOBE IOPHIMYECKUM M (HDU3HMUYECKUM JIHIAM.
HeBocTpeOoBaHHbBIC B TEYCHHUE HISCTH MECSIIEB C AAThl CIUCAHUS JOKYMEHTBI MOT'YT HANPABIATHCS B IIYHKTBI BTOPUYHOTO
CBIpPBSL.

5.7.2. CriucanHble 0OBEKTHI, UCKIIFOYCHHBIC M3 OMOIHOTEYHOro (OHAA 1O MPUYMHE HEMPOPHIHLHOCTH, MEPEIAtOTCs IO
pelieHno OUOIHOTeKH B 0OOMEHHBINH (DOHI B 1EJSIX JaibHelIIel nepeaadn Ha 6e3B03Me3/IHOM OCHOBE HEKOMMEPYECKUM,
a TaKoKe TrOCyIapCTBEHHBIM KOMMEPUYECKHM OPraHM3alWsAM WIH UL PCATH3AlMU IOPUANYSCKAM M (DU3HYCCKUM JIMIAM.
HeBoctpeOoBaHHbIE MIIM HEpeaTH30BaHHBIE B TEUCHHE IIECTH MECALIEB C NAThl CIIMCAHUS JOKYMEHTBI MOTYT IIepeIaBaThCs
Ha 0€3B0O3ME3THON OCHOBE IOPUINUECKHM U (QH3MIECKUM JIMIAM JHO0 HANPABIATHCS B ITYHKTHl BTOPHYHOTO CHIPBSI.

5.7.3. TIpu OTCYTCTBMH IIYHKTOB BTOPHYHOIO CBIPbS WM B CIIy4asx, KOTJA cJada JOKyMEHTOB Ha HepepadoTKy
IKOHOMHYECKH HeleJIeco00pa3Ha, COTPYJHUKH OMOIMOTEKHM YHHMYTOXKAIOT HCKIIIOYCHHBIE W3 OHOIMOTEYHOro (oHIa
JOKYMEHTHI B CIIEHUATbHO OTBEACHHOM JUIS ITHX IIelell MecTe B NMPUCYTCTBHU YIOJHOMOYEHHBIX YUPEIHUTENIeM JIHII,
KOTOPBIC COCTABIIAIOT aKT 00 YHUYTOXKEHUH CIIUCAHHBIX 00BEKTOB ONOIMOTEeUHOro (hoHAa.

B AKTe 0 CIIMCaHMH OTPAXKAIOTCS HANMEHOBAHKE, HOMEP M J1aTa JOKYMEHTa, HOATBEPIKIAIOIIEr0 PelieHIe OUOINOTEeKH 0
nepeaye CIUCAHHBIX 00BEKTOB OMONMMOTEYHOro (oHIa B OOMEHHBIH (OHI, TOKYMEHTA, IONTBEPIKAAIONIETO pEeIIeHUe
OMONMMOTEKN O pealn3aliy CIHUCAHHBIX OOBEKTOB OHONMOTEYHOro (OHAA IOPHAMYECKUM H (PU3UYECKHM JIHIaM,
JIOKYMEHTa, MOATBEP)KAAIOUICTO pelieHHe OMOMMOTeKH O mepenade Ha OE3BO3ME3THOH OCHOBE CIMCAHHBIX OOBEKTOB
6ubnnoreuyHoro (oHAa IOPUANYECKUM U (U3MYECKUM JIHLAM, JOKYMEHTa, MOATBEPKAAIOMEro (HakT clauyd CIUCAHHBIX
00BEKTOB OMONMOTEYHOrO (OHIA B MYHKT BTOPHYHOTO CBHIPbS, WM aKTa 00 YHHYTOXXCHHH CHHCAaHHBIX OOBEKTOB
6ubnuoreynoro (oHga. BelmeykazaHHble JOKYMEHTBI MNPUIAraloTcs K AKTY O CHHCAaHHH CO CIHHCKOM OOBEKTOB,
UCKJIFOYEHHBIX U3 OuOnnoreyHoro GoHpa.

HckmoueHHsle n3 OHOJMOTEYHBIX (OHIOB MHUKPO(GOPMBI Ha rajoreHHI0CepeOpsHON IUIeHKE MOIIekaT clade Kak
cepebpocoeprkalie OTXOAbI B COOTBETCTBUH C 3aKOHOATeNILCTBOM Poccuiickoii dexneparmy.

5.8. Tlocne 3aBepieHUsT MEPOTIPUATHH, TPEAYCMOTPEHHBIX AKTOM O CITMCAHUH UCKJIFOYEHHBIX 00BEKTOB OMOIMOTEYHOTrO
(doHza, MepBBIil SK3eMIUIIp AKTa O CIHHCAaHUH CO CIHCKOM M JIOKYMEHTOM, HOATBEP)KIAIOIINM BHIOBITHE, NEpeaeTcs B
OyXranTepuro, BTOPOH SK3EMIUISAP OCTAETCS B MOIPA3ACICHHH, OCYLIECTBILSIIONIEM YUeT ONOIHOTeYHOTo (GoHIa.

Ha ocHoBaHMM AKTa O CIIMCAHWU HMCKIIOYECHHBIX OOBEKTOB OMOMMOTedHOro (oHIAa OMONMOTEYHOE MOIpa3lelicHHEe U
6yxranTepm{ BHOCAT UBMCHCHUSA B COOTBCTCTBYIOIIHEC YUCTHBIC JOKYMCHTBI.

5.9. AKTBI 0 CITHCAHUU PETUCTPUPYIOTCS B KHUTE CYMMAapHOTO ydera Oubnmorednoro GoHaa (MM IPYroM BUAE PETHCTpa

CYMMapHOTI'0 y4eTa BBIOBITHS JOKYMEHTOB, IPUHATOM B OUOIHOTEKE).
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5.10. B perucrpaunoHHOW KHUTE (MM APYrOM BHJE PErMCTpa WHIWBHIYaJbHOTO y4YeTa JOKYMEHTOB, HPUHITOM B
O6ubiInoTeKe) MPOCTABISIETCS. HOMEp U 1aTa AKTa O CIIMCaHUU.
5.11. Bcee uckmoyaembie u3 GoHaa OUOIHMOTEKH JOKYMEHTHI (KHHUTH, KYPHAIIBL, APYrHe BUABI JOKYMEHTOB) JOJDKHBI OBITH
COOTBETCTBYIOIINM 00pa3oM 0(hOPMIICHBI: CTICIHATIBHBIM IITEMIEIEM JO0JDKHBI ObITh MOTAIICHBI IITAMITBI OMOIHOTEKH.
5.12. DNEKTpOHHBIC CETEBBIC JIOKAJIBbHBIC JOKYMEHTBI YAAISIOTCS U3 JJICKTPOHHON OMOIMOTEKH Ha OCHOBaHUHM AKTa O
CIHCAaHUM C YKa3aHHEM TPUYHHBI UCKITIOueHHs. HauMeHOBaHue, HOMep U JIaTa aKkTa BBOJATCS B 0a3y NaHHBIX B KAYECTBE
MeTanH(pOPMAIUU K COOTBETCTBYIOLIEMY JOKYMEHTY.
Ha ocHOBaHWM BBEJCHHBIX CBEJCHHH MPOTPAMMHBIM CIIOCOO0OM (GoOpMHUpYeTCsl TepedeHb AKTOB O crucaHuu (peecTp
CYMMapHOTO Y4YeTa BBIOBITHS CETEBBIX JIOKAJIBHBIX JOKYMEHTOB) M TIEPEUYCHb CIHCAHHBIX OOBEKTOB JJICKTPOHHOM
O6ubMoTeku (peecTp HHAUBHIYaTbHOTO y4eTa BBIOBITHS CETEBBIX JIOKAJIBHBIX JIOKYMEHTOB).
5.13. BroiObITHE SIEKTPOHHBIX CETEBBIX YHAJCHHBIX JOKYMEHTOB HE O(GOPMISETCS CIENHAIbHBIM JIOKYMEHTOM.
IMoaTBepKICHHUEM BBIOBITHS SIBIISICTCS UCTEUEHHE CPOKA JCHCTBHS JOKYMEHTa (JOrOBOpa, KOHTPAKTA, JHIECH3HOHHOTO
corjanieHus), oQOpMICHHOr0 Ha TpaBO JIOCTYyMa K OMNPENeICHHON 0a3e JaHHBIX (TAKETy) CETeBBIX JOKYMEHTOB, U
OTCYTCTBHE JIOTOBOPA, KOHTPAKTA, JINIEH3MOHHOTO COTJaleH s, 0)hOPMIEHHOTO Ha HOBBIH CPOK.
5.14. ExekBapTanbHO, TpH ycioBHH H3MeHeHus coctaBa OIJJIM, oOmue CBeNeHUS O KOJUYECTBE M CTOMMOCTH
JIOKyMEHTOB, CITUCAHHBIX U3 OHONHOTEYHOro (OHIA KaK 00BEKTa 0CO00 EHHOTO JBHXHMOTO MMYIIECTBA, C YKa3aHHEM
nepeyHss AKTOB O CIIMCAaHHUH, IPHYHMH M HAIIPAaBJIEHUH BBIOBITHS TOKYMEHTOB, PEICTABILIIOTCS yupenurento. KonndecTBo
BBIOBIBAIOIINX JAOKYMEHTOB HE JOJDKHO MPEBBIATh KOJMYECTBA BHOBBH ITOCTYNAIOMIMX JOKYMEHTOB B OHMOIMOTEUHBIH
donp.
VI. Yder utoroB ABmKeHUss ONOIHOTEUHOTO (OHIA

6.1. Urorn newxeHus: (GOHAOB MOABOJIATCA B KHUT€ CYMMAapHOTO ydera OnbmuotedHoro (GoHma (WM JPYroM PErHCTpe
CYMMapHOTO yd4eTa, MPUHITOM B OHONHOTEKe) HA OCHOBAHHM JAHHBIX CYMMApHOTO ydeTa O TMOCTYIUICHHH U BBIOBITHH
JIOKyMEHTOB.
HTorosrle naHHBIE UMEIOT YeThIpe 00SI3aTENBHBIX TOKAa3aTelNsl: COCTOsUIO Ha Hayajo Tojia, IMOCTYIIIIO 3a TOM, BEIOBLIO 3a
TO/I, COCTOUT Ha KOHEI] To/ia.
HToroBble MaHHbBIC MO 3JEKTPOHHBIM CETEBBIM YIAJICHHBIM JOKYMEHTaM MPEICTABIISIOTCS CISTYIOIIUMH MMOKa3aTeIsIMH
YUYETHBIX €MHHIL: COCTOSUIO Ha Ha4yalo Toja, opopMIICHO B AOCTYI B TeUEHUE TOJa, JOCTYII IIPEKpalleH B T€UeHHEe ro/a,
COCTOHT Ha KOHeI rofa.
6.2. CeenmeHusi 00 WTOTOBBIX JAaHHBIX (HUKCHPYIOTCS B (opMe TOCYIapCTBEHHOW CTATHCTHYECKOW OTYETHOCTH H
MPEACTABIAIOTCS I LeJIeH TOCyAapCTBEHHON CTaTUCTUIECKOW OTYETHOCTH.
Hrorosele naHHbBIe 00 OOMEHHOM (OHIIE HE BKIIOYAIOTCS B 00IIMeE MTOKa3aTenn OMOImoTeqyHoro (hoHaa.

VII. ITpoBepka Hanuuus JOKyMEHTOB OnbaMoTedHoro Goxaa
7.1. TlpoBepka Hanu4us JOKYMEHTOB OuOimoredHoro ¢oHzaa (nanee - npoBepka (OHIA) MPOU3BOAUTCS B 0053aTEILHOM
TOPSIIKE:
TIPY BBISIBJIGHHH (PAKTOB XUILEHHUS, 370YIOTPEOIICHHS HITH TIOPYH TOKYMEHTOB;
B clIyyae CTUXUHHOrO O€JCTBUS, IOXKapa WIM JAPYTUX UPE3BBIYANHBIX CHUTYyallMdi, BBI3BAHHBIX AKCTPEMaJbHBIMU
YCIIOBUSIMU;
NPU peopraHu3aliy WK JTUKBHIAIUH ONOTHOTEKH.
I[J'lﬂ MIPOBCACHUS MPOBEPOK PYKOBOAUTECIICM OpTraHU3allUHd Ha3HAYa€TCsd KOMHCCHUs, B COCTaB KOMUCCUHN NOJDKCH BXOAUTH
HpeCTaBUTENb OyXTalTepuu.
7.2. TIpoBepka (oHAa B TUIAHOBOM MOPSIKE OCYIIECTBISIETCS B CICAYIOIIIE CPOKH:
JOKYMEHTBI, IMeonIre B 0)hOpMIICHIH JIParolieHHbIe MEeTauTbl U (MJIH) JparoleHHble KAMHH, - €KEeTOIHO;
(hOHJ peKUX U LIEHHBIX KHUT - OJIUH pa3 B 5 JieT;
(donapr OnbdaroTek 10 50 THICSY YYETHBIX €HHUII - OJIMH pa3 B 5 JIET;
dhonapl 6u6IHOTEK OT 50 10 200 THICAY YYSTHBIX SAMHUIL - OJUH pa3 B 7 JIET;
(honapl OudIHoTEeK OT 200 THICAY 10 1 MUJUIMOHA YYETHBIX €AWHMUIIL - OIMH pa3 B 10 yeT;
¢onapr Ondmnorex ot 1 10 10 MIVITMOHOB YYETHBIX €AWHMI] - OJUH pa3 B 15 jeT;
dhouasl 6u6IHOTEK OT 10 10 20 MUJUTHOHOB YYETHBIX €MHUIL - OAUH pa3 B 20 JieT;

(I)OHZ[I)I ouomoTek cphime 20 MAJUTHOHOB YUYE€THBIX €AUHHUI] - 1 MunTHoH OK3EMILIAPOB B I'O.



[MnanoBas mpoBepka (oHIA OMOIMOTEKH MOKET OCYIIECTBISITHCS MO3TAIHO B COOTBETCTBHU C Tpa)MKOM MpOBEICHHS
MpPOBEPKU Bcero (OHAA WM €ro 4acTd (B TOM YHCIE PEIKUX U IEHHBIX KHHT) C OMpEICIICHHEM CPOKOB U KOJHYECTBa
IUIAHUPYEeMOro o0beMa paboThI.
7.3. TIpoBepka dJIEKTPOHHBIX CETEBHIX JIOKAJIBHBIX JOKYMEHTOB OCYLIECTBISETCS IO KOJMYECTBEHHBIM IOKa3aTessiM, a
TaKKe MO0 KOHTPOJBHBIM CyMMaM, MO3BOJISIFOIIMM BBISIBUTH H3MEHEHHS B JIOKYMEHTE.
ITpoBepka JOCTYIHOCTH JEKTPOHHBIX CETEBBIX YAAICHHBIX TOKYMEHTOB OCYIIECTBIISICTCS C aIpeCOB BXO/1a, YKa3aHHbBIX B
pErucTpe NHANBUAYAIBHOTO YUeTa.
7.4. TIpoBepka Bcero (GoHAa WM €ro YacTH 3aBEpIIACTCS COCTABJICHHUEM aKTa O Pe3yiabTaTax MPOBEICHUS MPOBEPKH
HAM4Ksl JOKYMEHTOB OMONHOTEYHOro (DOHAA W MPHIOKEHHEM K HEMY CIHCKa JOKYMEHTOB, OTCYTCTBYIOIIUX IIO
HEYCTaHOBJICHHOH MTPUYNHE.
B akre (ukcHUpyrOTCS CBEICHUS O KOJUYECTBE NOKYMEHTOB OMOJIHOTEYHOro ()OHIA MO JNAHHBIM Y4YeTa; JOKYMEHTOB,
UMEIOIIUXCS B HATMYUH; TOKYMEHTOB, OTCYTCTBYIOIIMX B OMOIMOTEYHOM (DOHIE MO HEyCTAHOBJICHHO mpuunHe. B akTe
TAKKe YKa3bIBAIOTCS HOMEpP M JlaTa aKTa O MPOBEACHHUU MNPEIbIIYyIIeH NPOBEPKH. AKT € MPHIOKESHHEM CIHCKA
JOKYMEHTOB, OTCYTCTBYIOLIMX 0 HEYyCTaHOBJIEHHOH NMpPUYUHE, TOJNMCHIBACTCS NpelceaaTeeM U WIeHaAMH KOMHCCHH U
YTBEPXKIACTCS PYKOBOIUTEIEM YUPEKICHUSL.
7.5. Tlpu BBISBJICHHH B Mpollecce MPOBEPKUA (OHIA OTCYTCTBYIOIIUX TOKYMEHTOB M HEBO3MOXKHOCTH YCTaHOBIICHUS
BHHOBHBIX JIMI] YOBITKH [0 HEAOCTAUYaM CIIUCHIBAIOTCS B COOTBETCTBUH C JEHCTBYIOLINM 3aKOHOIATEIECTBOM.

VIII. lenonpon3BOACTBO B OpTraHU3AINH yIeTa

o6ubnmorevnoro oA

8.1. Opranuzanus paboThl C JOKYMEHTAMH IO y4eTy OMOJHOTEYHOTo (DOHIA OCYIICCTBISACTCS MO MpPABHIIAM BEICHHS
JIeTIOIPOU3BOACTBA.

8.2. Cpoku xpaHeHHs JOKYMEHTOB YCTaHaBIUBAIOTCS B COOTBETCTBUU ¢ [Ipukazom MunucTepcTBa KynbTyphl Poccuiickoit
Oeneparn ot 25.08.2010 N 558 O6 yrepxaeHun "IlepeuHs TUHOBBIX YIPABICHYCCKUX apPXHUBHBIX TOKYMEHTOB,
00pa3yIomuXxcsi B MpPOIECcCe JESITENIbHOCTH TOCYNApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBICHHS H
OpraHu3aluil, ¢ yKa3aHHEM CPOKOB XpaHEeHus'", 3apeructpupoBanHbiM MuniocroM Poccuiickoit @eneparuu 08.09.2010,
N 18380.

8.2.1. TlocrostHHO, 1O JHMKBHIAIMUA OHOIMOTEKH, XPAHATCS PErHCTPbl HHIMBHIYalbHOTO M CYMMAapHOTO Yydera
JIOKyMEHTOB OubO110TeuHOro (hoHAa (PErUCTPALMOHHbIE KHUTY, UHBEHTAPHBIC KHUTH, KHUTH CYMMAapHOI'O Y4eTa, yUeTHBIH
KaTaJor, Tonorpaguueckyue OnucH U KaTajloru).

8.2.2. B Teuenue JACCATU JIET XPAHATCA AKTBI O CIIMCAaHHM MCKIIOYEHHBIX OOBEKTOB OHOIHMOTEYHOIO (1)0H,Ha U aKTBI O

npueMe-riepeiade CIICaHHBIX 00BEKTOB OHOIHMOTEIHOTO (GOH/A.

8.2.3. B TeueHue mATH JIET XPAHATCS NEPBUYHBIC YYETHBIE JOKYMEHTHI, IOATBEPKIAIOLINE TOCTYIUICHHE JOKYMEHTOB B
OubnmoTeuHsIit HoHA (HAKITaJIHBIE, AKTHI O IPUEME, aKThI CAaUYU-TIPUEMKH).

8.2.4. Jlo oxoHYaHHWS OuYepeNHOI MpPOBEpPKH (OHIA XPAHATCS AKTHI O PE3yAbTaTaX NPOBEACHHS NPOBEPKH HATHMUHS

JIOKYMEHTOB OMOIHoTeYHOro (hoHa.


http://legalacts.ru/doc/prikaz-minkultury-rossii-ot-25082010-n-558/
http://legalacts.ru/doc/prikaz-minfina-rossii-ot-30032015-n-52n/#100602

