HoxymenTt npenocrasieH Koncynbrantliroc

3apeructpupoBano B Muntocte Poccun 14 mast 2013 r. N 28390

MUHHUCTEPCTBO KYJIbTYPbI POCCUHACKOM ®EJIEPAIINN

INPUKA3
ot 8 okTsiOps 2012 r. N 1077

Ob YTBEPKJIEHUU ITOPAJAKA
YYETA JOKYMEHTOB, BXOJAILINX B COCTAB BUBJIMOTEYHOI'O ®OHJIA

Bo ucnonnenue nynkra 6 crarbu 12 ®@epepanbHoro 3akoHa ot 29.12.1994 N 78-®3 "O
ouodmoteunom aene" (CobOpanue 3akoHoaarenbcTBa Poccuiickoit @enepanuu, 1995, N 1, cT. 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) npuKa3bIBaIO:

1. VrBepauts [lopsinok ydera JOKYMEHTOB, BXOJAIIUX B cOCTaB OMOIMOTEYHOro (oHa
(mpuioxeHue).

2. KoHTponb 3a HCIOJHEHHWEM HACTOSIIETO MPHKa3a BO3JOXKUTh Ha CTaTC-CeKperaps -
3amectutenss Munuctpa KynbTypbl Poccniickoii ®@enepauuu I'.11. IBnuesa.

MI/IHI/ICTP
B.P.MEJMHCKHNA

[Ipunoxxenue

K NpuKa3y MUHHCTEPCTBA KYJIbTYpPHI
Poccutickoii denepanuun

or 08.10.2012 N 1077

HOPAIOK
YYETA JOKYMEHTOB, BXOJAIINX B COCTAB BUBJIMOTEYHOTI'O ®OHJIA

[. O0wme moJoxKeHus

1.1. VYder nokymeHTOB OubmuoreyHoro ¢oHIa SBISETCS OCHOBOM OTUYETHOCTH U
TJIAHUPOBAHUS JICSITEIIBHOCTH OMOIMOTEKH, CIIOCOOCTBYET 00ECTICUCHHIO €r0 COXPAHHOCTH.

1.2. Yyer BKJIIOYAET PErucTPaAIUIO TOCTYIICHUS! TOKYMEHTOB B OMOIMOTEUYHBIN (OHI, UX
BBIOBITUS W3 (HOHIA, UTOTOBBIC JaHHBIE O BeMW4YuHE (00BeMe) Bcero OmbmmoTednoro ¢hoHma U
€ro MoJpa3AeNioB, CTOMMOCTh (OH/IA.

1.3. OcHoBHBIE TpeOOBaHUS, MPEAbIBISIEMbIE K yUeTy OMOIOTeYHOro (hoHaa:

MOJIHOTA U JOCTOBEPHOCTh Y4eTHOW MH(OpMAaIHH;

OTIEPaTUBHOCTD;

JOKYMEHTHUPOBaHHOE O(hopMIIeHHE KaKOTO TOCTYIIIIEHUS B (JOH]] U KQKJOTO BBIOBITUS U3
donma;

COBMECTUMOCTh TpHUEMOB H (OopM ydeTa, HX HAASKHOCTb MPHU MMAPAIIEIHHOM
WCTIOJIb30BAaHUM TPATUIIMOHHON U aBTOMATU3HUPOBAHHON TEXHOJIOTUN YUETa;
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COOTBETCTBME HOMEHKJIATYphl IIOKa3aTeied ydera (OHAA aHAIOTMYHBIM I10Ka3aTessiM
rOCyIapCTBEHHON OMOTMOTEYHON CTATHUCTUKH.

1.4. VYuery mnomiexar Bc€ JOKYMEHThl (IIOCTOSHHOIO, JUIMTEIBHOIO, BPEMEHHOIO
XpaHeHus), TocTymapimue B (OHA OWOIMOTEKHM W BBIOBIBaromue U3 (QoHga OHOTMOTEKH,
HE3aBUCHMO OT BHJIa HOCUTEJIS.

1.5. Yder MOKyMEHTOB BEAETCS B PETUCTPaX WMHAMBHIYATbHOTO MU CyMMAapHOTO ydeTa B
TPaJULIMOHHOM U (MJIM) JIEKTPOHHOM BUJIE.

1.5.1. PerucrpamMu MHAWBHUIYAIbHOTO YdYeTa JTOKYMEHTOB SIBJISIFOTCS: PETUCTpAIlMOHHAS
KHUTI'a, KAPTOYKa PEruCTpalliy Ha ONPEEICHHbIN BU JOKYMEHTa JUI ra3eT, )KypHaJloB, IPYTUX
BUZOB JIOKyMEHTOB. Jlomyckaercsi TakKe pEerucTpaMu HWHIMBUAYAJIBHOTO YYeTa CYHTaTh
TonorpaduUecKyro Onuch (KaTajor), y4eTHBIN KaTajloT, YYeTHBIN (haiiil C BEIXOJHBIMH (POPMaAMH,
dopMHupyeMbIMH B TOpSAAKE HMHBEHTAapHBIX WJIM UWHBIX HICHTU(UKAUOHHBIX HOMEPOB
JIOKYMEHTOB.

Peructpbl HMHOUBUAYaTBHOTO y4yeTa JOKYMEHTOB OuMOIMOTeYHOro (OHIa CcoaepKaT
PEKBU3UTHI, UICHTU(DULHMPYIOLIUE KaXAbI JOKYMEHT C yKa3aHHEM CBEICHUN O MOCTYIUICHUH
JIOKYMEHTA ¥ O €r0 BBIOBITHH U3 OMbIMoTeyHoro hoHmaa.

1.5.2. PeructpaMu cyMMapHOIo y4yeTa JJOKyMEHTOB SBJISIOTCS: KHUI'a CyMMapHOIO y4era
oubmoreynoro ¢oHIA, JHUCTBI CyMMapHOro ydera OubOmuoredynoro QonHma, KypHa.
JlonmyckaroTcss pa3inuuyHble MOAM(UKAMM KHUTM CyMMapHoro ydera. HeszaBucumo oT Buza
YYETHOTO JIOKyMEHTa PETUCTPBI CYMMApHOTO yueTa COJepKaT TPH B3aMMOCBSI3aHHBIE YaCcTH:

"[loctyrmienne JOKYMEHTOB B OMOnuoTeuHbIit Gouy"”,

"BpIObITHE TOKYMEHTOB U3 OnOIHOTeYHOTO (hoHA",

"Utorn naBwkeHHss OMOIMOTEYHOro (HOHJIA: HTOrOBBIE JIaHHBIE HA KOHEI OTYETHOIO
nepuona.

OO0oO011IeHHbIe aHHbIE OTPAXKAIOTCS B KaKJOW 4YacTH pEerucTpa cymmapHoro yuera. B
AJIEKTPOHHOM CUCTEME yueTa 3TU YacTU MHTETPUPYIOTCS B €IMHBIN YUETHBIN (aili.

1.6. CymmapHbli ¥ UHIUBUAYAIbHBIH ydeT QoHOa BeOeTcsl CTPYKTYPHBIMH
MOJpa3/IeIeHUsIMI OMOIMOTEKH, B BEIEHHUH KOTOPBIX HAXOIUTCS KOMIUIEKTOBaHWE (oHma, a
TaKXe I0Jpa3/ieleHUsIMHU, 00eCIeUnBAOUIMMU XpaHEHHE M MCIIOJb30BaHUE 3aKPEIICHHBIX 32
HUMHU 4yacTel olmrero GoHaa OMOINOTEeKH.

1.7. Cratuctuueckas uadopmaius o GopMUpOBaHUM OMOIMOTEYHOTO (HOHAA MO UTOraM
rojga mpexacrasiseTcss B [aBHBIH HMH()OPMAIMOHHO-BBIYMCIUTENBHBI HEHTP MUHKYIBTYpPBI
Poccun.

II. Enununel yaera 6ubaunorednoro Goxaa

2.1. Bennuuna (06beM) U JBMKEHUE (POHIA U3MEPSIOTCS B YHU(DUIIMPOBAHHBIX €IUHHIIAX
ydera.

OCHOBHBIMHU €JMHHULIAMH y4YeTa JOKYMEHTOB OMOIMOTEeUHOro (OHIA SBISIOTCA SK3EMILIAP
¥ Ha3BaHME, JUTS Ta3eT - TOJI0OBOM KOMITJICKT U Ha3BaHHE.

JIONOJTHUTENBHBIMY €IMHUIIAMU yueTa (OHJa ABJISIOTCS TO0BOM KOMIUIEKT, METPOIOJIKA,
NO/IIKBKA (TIepeTIeTHAs €ANHUIIA); JJIS DJIEKTPOHHBIX JOKYMEHTOB - €IMHUIIA TAMSITH JaHHBIX.

2.2. O6mas BenuyrHa 6MOIMOTEYHOro (POHJA B LIEJIOM U €ro MoApa3zeioB, B TOM YHCIE
CETEBBIX JIOKAIBHBIX JIOKYMEHTOB W CETEBBIX YJAJICHHBIX JIOKYMEHTOB, YYHUTHIBACTCS B
HK3EMIUIApax, HOBbIE MOCTYIUICHUS - B 9K3eMIUIsIpax M Ha3BaHUAX. YHCIIO rOJOBBIX KOMIUIEKTOB
ra3eT MpUPaBHUBACTCS K YUCITY IK3EMILISIPOB.

III. Y4er 1OKyMEHTOB IO BUAAM M KaTErOpUsIM
3.1. [leyaTHble U3JaHUS U HEOMYOJINKOBAHHBIE IOKYMEHTHI

K nedaTHpIMH M34aHUSM OTHOCSTCS TUPAXKUPOBAHHBIE U3/1aHNUS, TOJIyYEHHbIE TIEYaTaHUEM
WIM THCHEHUEM, NOJUrpaduyeckd CaMOCTOSTENIbHO O(OpPMIIEHHbIE: KHUTH, OpOIIIOPHI,



KYpHaJIbl, MPOJOJDKAIOIIMECS W3AAHUS, JIMCTOBBIE W3/JAaHMS, Ta3eTbl, M30M3JaHUs, HOTHBIC
u3JlaHusl, KapTorpaduueckue H3AaHUs, HOPMATHBHO-TEXHUUYECKUE U TEXHUYECKHE TOKYMEHTHI,
aBTopedeparsl 1UcCepTaLHA.

K HeomyOIMKOBaHHBIM JTOKyMEHTaM OTHOCSTCS PYKOIIMCHBIE JOKYMEHTHI (PYKOMHUCHBIC
KHUTH M apXUBHbIE JOKYMEHTHI), a TakXKe JOKYMEHTbl, H3TOTOBJIEHHbIE B E€IMHUYHBIX
IK3EMIUISApax, SBISIFOIIHECS O0BEKTaMU MHTEIUICKTYaThbHOW COOCTBEHHOCTH (JICTIOHHMPOBAHHBIC
Hay4yHble palOThl, TUCCEPTALMU, MPEIPUHTHI, OTYETHl O HAYYHO-HCCIEA0BATEIbCKUX paboTax,
MEepeBO/bl, OIMUCAaHUS ANTOPUTMOB U  mporpamm  OBM, 1IpoeKTHO-KOHCTPYKTOPCKas
JOKYMEHTaIusl), TaKTWJIbHbIE pYKOJENbHBIC U3MAaHUS MJIA CJHeNblX M CIa0OBUISAIIMX.
PykomnucHble JOKYMEHTBI, BXOASAIIUE B OMOIMOTEYHBIE (DOHJBI, SIBISIFOTCS COCTABHOW YaCThIO
ApxusHoro ¢onga Poccuiickoit @enepaiiil 1 y4UTHIBAIOTCS B COOTBETCTBUU C HOPMATHUBHBIMU
Y TIPaBOBBIMH aKTaMU I10 YYETY ApXUBHBIX JIOKYMEHTOB U HacTosuM [lopsiakom.

3.1.1. Kauru u Opomitopbl YYUTHIBAIOTCS B 9K3EMIUIAPAX M HA3BAHMSIX.

Kaxk oTnenbHbIN 3K3eMIUISIp U KaK OT/AE€IbHOE HA3BAHUE YUYUTHIBAIOTCS:

KaKJI0€ OTJIeIbHOE H3JaHue (KHUTa, OpoIIopa);

Ka)KJ10€ BXOJIAIIee B KOHBOJIIOT U3/IaHHUE;

KOKIBIA OTAETbHBIA TOM (BBITYCK, YacTh) MHOTOTOMHOTO W3JaHUS, HMEIOIINN
WHUBUIyaJIbHOE 3arjaBue;

Kak7asi U3 OpOIIop, BBHIMYIIEHHBIX B O0BEAMHSIONMICH UX U3/1aTEIbCKON Mamnke, 00JI0kKKe,
MaHXETKE;

KaKJash KHUra Wi OpoIliopa, BXOAAIAS B KHIDKHYIO CEpUi0 (HYMEPOBAHHYIO WITU
HEHYMEPOBAaHHYIO);

OTJIENbHO M3JaHHBbIC MPUJIOKEHUS K KHUraM M OpoLIopaM, UMEIOIIMe WHAUBHIYaTbHOE
3arjlaBU€ U CaMOCTOSITEIIbHOE 3HAUCHHE.

3.1.2. JIoKyMeHTBI, BBIMOJIHEHHBIE peibedHO-ToYeuHbIM mipupTom (mpudTom bpaiins),
YYUTHIBAOTCS B HK3EMIUISIPaX U Ha3BaHUSX.

DK3eMIUIIpOM Ui JTaHHOTO BHJA HW3JaHUM SBISETCA KaxJaas W3 KHHUI KOMILIEKTA,
00BEIMHEHHBIX OOIIMM Ha3BaHUEM.

Kak oHO Ha3BaHME y4MTHIBAETCS KOMIUIEKT M3JaHUs, HE3aBUCUMO OT YMCJa BXOISAIINX B
HEro KHHUT.

3.1.3. XKypnaibl 1 IpoaoJKAIOIIKUECS U3aHUsl YUUTBIBAIOTCS B AK3EMIUISIPAX U HA3BaHUSX.

DK3eMIUIIPOM CUUTAETCSd HOMEpP, TOM, BBINYCK, HM3JaHHBIE MO OTACIBHOCTH, a TaKkKe
KOMIUIEKT HOMEPOB, TOMOB, BBIITYCKOB, MEPETNIETEHHBIX B OJJUH OJIOK M3/1aTEIbCTBOM.

Kak omgHO Ha3BaHME YYMTHIBACTCS KOMILIEKT HOMEPOB, TOMOB, BBIIYCKOB, 0Opa3yIOIIUX
OTJENIbHYIO €IMHUILY C OTINYUTENbHBIM 3ariaBueM. [Ipu nu3meHeHuun 3ariaaBusi HOBOM y4€THOM
eIMHUIIEH CUMTACTCS U3/IJaHNe, €CJIM U3MEHEHUE BHECEHO B MEPBHIE MSTh CJIOB 3aryiaBusl.

[lepuoanueckne NPUIIOKEHUS K KypHajaM, BBIXOJSIIHUE CaMOCTOATEIbHO, HMMEIOIIUE
WHJIUBUIyAJIbHOE 3arjlaBueé M COOCTBEHHYIO HYMEpAIlMI0, YYHUTHIBAIOTCA KaK OT/ACJIbHBIC
AK3EMIUISIPBI U OT/IETIbHBIE HA3BAHMS.

Kaxnas cepus mpomospkaromierocss W3JAaHusi, HUMEIONas WHIWBHIYyAJIbHOE 3arjlaBUe U
COOCTBEHHYIO HYMEPAIIHIO BBIITYCKOB, YIUTHIBAETCS KaK OT/IeIbHOE Ha3BaHUE.

Kaxxnprit camocTosTenbHbIN TOM (BBIMYCK) MPOJAOHKAIOIIETOCS U3IaHHUS YIUTHIBACTCS KaK
OT/IEJIbHOE Ha3BaHUE.

3.1.4. I'a3eThbl yUUTHIBAIOTCS B TOJOBBIX KOMITJIEKTaX U HA3BaHUSIX.

Kak omHO Ha3BaHHME YYUTHIBAETCS KOMIUJIEKT ra3eT, 00pa3yrolux OTAETbHYI0 €IMHUILY C
OTJIMYUTEIBHBIM 3aryiaBueM. [I[py M3MeHeHuu 3arjiaBusi HOBOM yYETHOW €AWHUIICH CUUTAETCS
W3/1aHKE, €CIIM U3MEHEHHE BHECEHO B MEPBbIE MATH CIOB 3arjiaBusl.

OpHonHeBHBIE (pa3oBble) Tra3eThl YUYUTHIBAIOTCS B JK3EMIUISIpax (HOMEp, BBINYCK) U
Ha3BaHUSX.

OTaenpHO U3JaHHBIEC IEPUOANYECKUE TTPHIIOKEHHUS K Ta3eTaM, UMEIOIINE WHINBHIYATHHOE
3arjaBue U COOCTBEHHYIO HyMEpAIlHio, YYUTHIBAIOTCS CAMOCTOSTENBHO.

3.1.5. U3ouznanus (anbOOMbI, KOMIUIEKThI, OT/AEIbHbIE JTUCTOBBIE M3/IaHUs) U pelibeHO-



rpagudeckue TOCOOMs IS CJACNBIX M CIA0OBUASAIIMX YUWUTHIBAIOTCS B OK3EMIUIApax u
Ha3BaHUSIX.

Kak oTaenbHbIN SK3eMIUISP B OTIAEIHHOEC Ha3BAHUE YYUTHIBACTCS KaXIBIM JIUCT (BBIMYCK)
CepUU U30U3JIaHUH, He 00BETMHEHHBIC U3/1aTEbCKOM MAMKOH (00JI0KKON, MAHKETKOK ).

JlucToBeie M3AaHUSA, OOBEIWHEHHBIE H3/IATEIBCKOM TMankKoi (00JIOKKON, MaHKETKOMH,
00€pTKOI), YYUTHIBAIOTCS KaK OJIUH IK3EMIUISIP U OJHO Ha3BaHUE.

3.1.6. HoTHbIE u31aHUsl YYUTHIBAIOTCS B 9K3EMILISAPAX U HA3BaHUSX.

Kaxk oTnenbHble 3K3eMIUISIPBI ¥ OTJI€IbHBIC HA3BAHUS YYUTHIBAIOTCS:

CaMOCTOSTENIbHBIE HOTHBIC U3/IaHMs, O0BEAMHEHHBIC B OJHOM IeperieTe (KOHBOIIOTE);

OTJIeNIbHbIE MApTUH (roJI0ca) U MapTUTYpa (KJIABUP), U3IaHHBIE Pa3AeiIbHO.

Kaxk oauH 3K3eMIUIAp ¥ OJJHO HA3BaHUE YYUTHIBAKOTCS:

OTIeNbHBIC TapTHH (T0JI0CA), 00bEAMHEHHBIE C MAPTUTYPOH (KJIIaBUPOM) B OJHOM HM3/1aHUH,
a Tak)Ke NMapTHH, O0bEAMHECHHBIC U31aTEIIbCKOM MANKou (00JI0KKOH ).

3.1.7. Kaprorpaduyeckue u3gaHusl YIUTHIBAIOTCS B DK3EMILUIIpaX U Ha3BaHUSX.

Kak oTmenbHbIN 2K3eMIUSIp U OT/ACIbHOE Ha3BaHUE YUYUTHIBAIOTCS:

aTJIachl, COCTOSIIME U3 OTACIIbHBIX HYMEPOBAHHBIX WM JaTUPOBAHHBIX BBIMYCKOB,;

KaKJIbIi BBIMTYCK CEPUITHOTO U3/IaHUS KapThl WK aTiiaca.

Kak omun sk3eMIUIsip ¥ OJHO HA3BaHUE YUUTHIBACTCS KapTa, W3JaHHAs HAa HECKOJIBKUX
nucTax (IMOoIeKAIUX CKICHKE), 00bEAMHEHHBIX OOIIUM 3arjlaBHEM.

MHOroToOMHBIE (MHOTOJIMCTOBBIE) KapTorpaduyeckre Hu3AaHusi, 00bETUHEHHBIE OOIIUM
3arjiaBHeM, YUUTBHIBAIOTCS MO KOJIMYECTBY TOMOB U OJIHOMY Ha3BaHUIO.

OTnensHO WM3NIaHHBIC, HO HE MMCIOIINE CAMOCTOSITEILHOTO 3HAUCHUSI KapTorpadudecKkue
MPUIOKEHUS K PA3IMYHBIM M3JIaHUsAM (KHHUraM, OpoIIopaM, KypHaiaMm) YIYUTHIBAIOTCS €IUHBIM
KOMIIIEKTOM C OCHOBHEIM HM3JIaHUEM.

3.1.8. HopMaTHUBHO-TEXHHYECKHE W TEXHUYECKUE AOKYMEHTHI (IATEHTHBIE JIOKYMEHTHI,
TUTIOBBIE TPOCKTHI M YEPTEKH, KATAIOTH IPOMBIIUICHHOTO OOOPYIOBaHUS W H3JCIHM,
HOPMAaTHUBHBIE JOKYMEHTHl 1O CTaHAApTH3al[MM, TEXHUYECKUE YCIOBUS, PYKOBOJSAIINE
JIOKYMEHTHI U MPABUJIA) YUYUTHIBAIOTCS B 9K3EMIUIAPAX U HA3BAHUSIX.

Kak oauH oKk3eMIuisip M OJHO Ha3BaHME YYUTHIBAIOTCS CTAHAApThl M KaTajJoru
MIPOMBIIIUICHHOTO 000PYI0BaHUS U M3/ICHi, BBITYIICHHBIE B O0BEAMHSIONIEH X U3/1aTeIbCKON
nanke (00JI0KKe) MPU HAIMYWMK Ha Manke oOuiei IeHBl, COAepKaHUs BCETO W3/IaHUs, €TUHBIX
BBIXOJHBIX JTAHHBIX.

Kak oTnenbHbI 3K3eMIUISIp U OTJENbHOE Ha3BaHUE YUUTHIBAIOTCS CTAHAAPTHI U KAaTaJoTu
MPOMBIIIUICHHOTO 00OpPYJIOBaHUS W W3JCIHMA, Apyrue CrHenuaibHble BHIBI JIOKYMEHTOB,
BBIMYIIICHHBIE B BHJIE OTACIbHBIX JIHCTOB, €CIIM KaX/IbI U3 HUX UMEET CBOU BBIXOJHBIC JaHHbIE,
IIEHY, TUPAXK, J1a’Ke €CITM OHU OObEIMHEHBI OJTHON U3/1aTeIhCKON Mankou (00JI0KKOM).

3.1.9. HeomyOnuKkoBaHHBIE JOKYMEHTHI YUUTHIBAIOTCS B OK3EMIUISIPAX M Ha3BaHUSIX.

Kax oaus sK3eMIUIAp ¥ 0JJHO HA3BAHUE YUUTHIBAKOTCS:

JIETIOHMPOBaHHAs Hay4yHasi paboTa (KOMILIEKT, COCTOSIIUN U3 JABYX JK3EMILIIPOB PabOTHI)
Y COTIPOBOJUTENBHBIC JOKYMEHTHI

HEOMyOJIMKOBAaHHbIE JOKYMEHTBI, COPOIIIOPOBAHHBIE WM COJEpKaIIfecs B OTAEIbHOMN
Tanke.

Jl7i1 KOHCTPYKTOPCKOM JOKYMEHTAIlMM €IWHUIEH ydeTa SBISETCS YepTeX WM TOTHBIN
KOMIUIEKT KOHCTPYKTOPCKUX JTOKYMEHTOB, OTHOCAILIUXCS K OAHOMY U3JETHI0 (OOBEKTY).

3.1.10. OOGHoBnsieMOe TMeyaTHOE U3JAaHUE YYHUTHIBAETCS KaK OTJEIbHOE Ha3BaHUE U
OTAENBHBIA OJK3eMIUIAp TpU TEPBUYHOM TMOCTyIJieHHnn B Oubmmoreky. I[locmemyromue
MOCTYIJICEHUs BKJIAAHBIX JIMCTOB, TPETHA3HAYCHHBIX JJIS JOMOJNHEHUS WIM 3aMEHBI
COOTBETCTBYIOIINX JIUCTOB B U3/IaHUH, OT/ICIILHOMY YUETY HE MOJIeKAT.

3.1.11. ®akcMMUIBHOE N3/ITAaHUE YUUTHIBAETCS KAK OPUTHHAI.

3.2. AynnoBu3yanbHbI€ JOKYMEHTbI
K ayawoBH3yadpbHBIM JIOKYMEHTaM OTHOCATCS (DOHOJOKYMEHTHI, BHUJICOAOKYMEHTHI,



($OTOIOKYMEHTHI, KHHOAOKYMEHTBHI.

3.2.1. EnunnnaMu yueta (OHIA ayTUOBHU3YAIBHBIX JTOKYMEHTOB SBISIOTCS AK3EMIUIAp U
Ha3BaHUE.

Kaxk oTnenbHbIN 9K3EMIUIIP YYUTHIBAKOTCS:

JIUCK - JUISl TPaMILIaCTHHOK;

KaTyIlKa, Kaccera uin 000MHa - 1151 MarHUTHBIX (pOHOTpamMMm;

Kaccera - JUIsl BUJI€0I0KYMEHTOB;

KaJip - A1 (POTOJOKYMEHTOB (JIUATIO3UTHBOB, CITAMJIOB);

000uHa - 111 KHHO(PHUIHMOB.

Kak o1HO Ha3BaHME yUUTHIBAIOTCS:

OTIETLHO  BBHINYIIEHHAss TpaMIUIaCTUHKA, KacceTa JHMO0  KOMIUIGKT  (aJb0om)
IPaMIUIaCTHHOK, KacceT, 00bEIMHEHHBIX O0IIUM Ha3BaHHEM;

MarHuTHas QoHOrpaMMa Ha OJIHOM Karylike (Kaccere), MarHuTHas (QoHOorpamMma Ha
HECKOJIbKMX KaTymlIKax (Kaccerax), 00beIMHEHHBIX O0IIMM Ha3BaHUEM;

OTJENbHO U3JAHHBIA (HOHOJOKYMEHT WM KOMILUIEKT (POHOJOKYMEHTOB, OOBEIUHEHHBIX
OOIIMM 3arjIaBUEM;

KUHOGWIBM, JUadUIbM HE3aBHCHUMO OT YMCJIAa COCTaBISIOIIMX YacTe WM KaapoB (Ass
KOMIUIEKTa TUanlO3UTHBOB).

3.2.2. AynuoBu3yallbHble JOKYMEHTBHI, SIBISIOIIUECS MPUIOKEHHEM K Pa3IUYHbIM
U3JIaHUSIM U BBIIOJHSIOUINE CaMOCTOSTENNbHbIE (DYHKIIMM, a TaKKe HCHOJIb3yeMble B padoTe
OTJIEIbHO OT OCHOBHOTO M3JIaHMsI, MOTYT YUUTHIBATHCS KaK OTAEIbHBIC YK3EMILISPHIL.

3.3. lokyMeHThI Ha MUKpOOopMax

K nokymentam Ha MUKpO(hOpMax OTHOCATCS MHUKPOQHIEMBI 1 MUKPO(HIIIH.

3.3.1. EnuHunamu yyeta JOKYMEHTOB Ha MUKpO(hOpMax SBISIFOTCS SK3EMIUIAP U Ha3BaHUE.

DK3eMIUTSPOM U JOKYMEHTOB Ha MUKpPO(opMax SBISIOTCS: PYJIOH - 111 MUKPO(HIIEMOB;
dumma - 111 MUKpODHIIL.

Kak omHO Ha3BaHME YUYMTHIBACTCS KOMIUIEKT MHKPO(QHIBMOB WM MHUKpodwm,
00BbEeIMHEHHBIX OOILUM 3arjaBHeM, HE3aBUCUMO OT YKCJIAa COCTABIISAIOIINX YacTel.

3.3.2. OOumit 06beM (poHAa TOKYMEHTOB Ha MUKPO(OpPMax YUUTHIBAETCS MO KOJIHYECTBY
PYIOHOB UM (Ui, BKIOYas KONMM pPa3HbIX IOKOJEHUH (apXMBHbIE/pE3EpBHBIE U
MOJIb30BATEIBCKUE).

3.4. DneKTpOHHbIE TOKYMEHTHI

K 21eKTpoHHBIM JOKYMEHTaM OTHOCSTCS JOKYMEHTHI Ha ChEMHBIX HOCHUTENSX (KOMIIAKT-
JUCKH, (uiel-KapThl); TOKYMEHTHI, pa3MellaeMble Ha JKECTKOM JIMCKE KOMIIbIoTepa (cepBepe)
OMOMMOTEKH M JIOCTYIHBIE MOJIb30BATEISIM 4Yepe3 HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIE
CeTH (Jajiee - CEeTeBbIe JIOKAIbHBIE JOKYMEHTHI); JOKYMEHTHI, pa3MellaeMble Ha aBTOHOMHBIX
ABTOMATU3UPOBAHHBIX pabOUMX CTaHIMAX OWONMOTeKH (Janmee - UWHCTATIMPOBAHHBIC
JIOKYMEHTBI); TOKYMEHTbI, pa3MEIICHHbIE HAa BHEIIHMX TEXHUYECKUX CPEICTBAX, IOJIydaemble
61OIMOTEKON BO BPEMEHHOE MOJb30BaHHWE Yepe3 HH(POPMAIMOHHO-TEIEKOMMYHUKALMOHHbIE
CEeTH Ha YCIOBUAX JOTOBOPA, KOHTPAKTA, JMILEH3MOHHOI'O COIVIAIIEHUS C MPOU3BOIUTEISIMU
uH(popMalnu (J1aee - CeTeBble yaICHHbBIE TOKYMEHTHI).

3.4.1. EnuanniaMu y4dera 3JIEKTPOHHBIX JOKYMEHTOB Ha ChEMHBIX HOCHUTEIAX SBIISIOTCA
AK3EMIUISIP Y Ha3BaHHUE.

3.4.1.1. Kak oTenbHbIN 3K3eMIUISIP YYUTHIBAETCS KaXKAbl aBTOHOMHBIM 00BEKT (KOMITAKT-
JIUCK).

Kak otnenpHBIE 3K3eMIUIIPBI MOTYT YYHTHIBATHCS MPUIIOKEHUS K Pa3IMUHBIM W3IaHHSM,
BBITIOJHSIONINE CaAMOCTOSITeNIbHBIE (YHKIIMH, a TaKXKe HCIOJb3yeMble B paboTe OTIENbHO OT
OCHOBHOT'O M3/IaHUA.

Kak ornenbHble 3K3eMIUISIPhl HE YUUTHIBAIOTCS KOMIIAKT-AUCKU, €CIU OHU MPEACTABIISIIOT
co00¥ BKJIaJIKy (BIOKEHHE) B M3JJaHUE WK €T0 HEOTHEMIIEMOE MPUIIOKECHHE.



3.4.1.2. Kak 01HO Ha3BaHUE YYUTHIBAIOTCS:

OTJIETIbHO BBIMYIIEHHBIN KOMIAKT-/IUCK;

KKl KOMIIAKT-IUCK, BXOJSIIMNA B HYMEPOBAaHHYIO WJIM HEHYMEPOBAHHYIO CEpHIO
ANEKTPOHHBIX U3IAHUM;

KOMIUIEKT KOMITaKT-IUCKOB, O0bEIMHEHHBIX OOIIMM Ha3BaHHUEM;

W3/IaHHbIE B KayeCTBE CaMOCTOATENbHBIX M3JaHUI TPUIIONKEHUS K H3AaHUSAM JIFOOOTro
IpYroro BHUJAA, MMEIOIIHEe COOCTBEHHOE 3arjiaBUe W JOMYCKAloIlhe HMX HCIOJIb30BaHUE 0e3
oOpallleHus1 K OCHOBHOMY M3JIaHUIO.

34.1.3. B pokymenTtax Ha ¢ruem-kapTax KaK OJHMH OJK3eMIULIp M OJHO Ha3BaHHE
YUUTBIBACTCS KAXI0€ LETOCTHOE MPOU3BEJICHUE, UMEIOIIEE CAMOCTOSTEILHOE 3arlaBHe.

3.4.2. EpuHunaMu y4yeTa CeTeBbIX JIOKAJIbHBIX M MHCTAUIMPOBAHHBIX JOKYMEHTOB
SBJISIFOTCSL SK3EMIUISIp (YCJIOBHAs €IMHUIIA YUETa) U Ha3BAHHUE.

Kak ogHO Ha3BaHMEe yYUTHIBAETCS 1IEJIOCTHOE MPOU3BEICHUE, UMEIOIIEe CaMOCTOSTEIbHOE
3arjlaBue, BHE 3aBHUCHMOCTH OT €ro npejcrtaBieHus. Kak ojHa eAuHUIA YYUTHIBACTCS
MOTOJIHSIEMbIH M OOHOBIISIEMBIH IEKTPOHHBINA JJOKYMEHT.

DK3eMIUSIpOM ~ SBJSIETCST  JIOKYMEHT B OmpeAelieHHOM Qopmare XpaHCHHS WU
npencraBieHus. QopMaTsl OJTHOM U TOH K€ €IMHUIIBI KOHTEHTA YYUTHIBAIOTCS OT/IEIBHO.

3.43. Eaununamu ydera CETEBBIX YAAJICHHBIX JIOKYMEHTOB SIBJISIOTCS OK3EMIUISP
(ycnoBHas eIMHMIIA yU€Ta) U HA3BaHHUE.

Kak oauH »sk3eMIuisp M OJHO Ha3BAaHME YUYUTHIBACTCS KaXAbld TMOJHOTEKCTOBBIN
ANIEKTPOHHBIA JOKYMEHT, HMMEIOIIUN CaMOCTOATEIbHOE 3arjiaBHe, BKIIOYEHHBIH B MaKeT, K
KOTOpOMY O(OpMIIEHO MpaBo JOCTyIa y ero mpousBoauTelsa. Kak ogHa equHUIa YIUTHIBACTCS
MOTIOTHIEMbIH M OOHOBIISIEMBIH SIEKTPOHHBINA JOKYMEHT.

IV. Y4er noctyrieHust TOKyMEHTOB B OMOIMOTEYHBIN (HOH]T

JIOKyMEHTBI TMOCTYNMalOT B OMONMOTEKY M BKIIOYAIOTCS B OuOIMOTeuHbIH (oHA B
pe3yabTaTe IMOCTaBKH O00s3aTENBHOTO HK3EMIUIApa, MOKYNKH (MOANMCKH, OOMEHa, JapeHwus,
MO’KEPTBOBAHMS, KOTUPOBAHMS OPUTHHAIIOB U3 (OH/1a OMOIMOTEKH ).

4.1. JIoKkyMEeHTHI TIPUHUMAIOTCSI TIO TIEPBUYHBIM YYETHBIM TOKYMEHTaM (HaKJIaiHas, akT),
BKJTIOYAOIUM CITUCOK MOCTYIJICHUH.

4.1.1. IlpueM HOKYMEHTOB, MOCTYyHAIOMIMUX B OUOINOTEKY 0€3 MEePBUYHBIX JOKYMEHTOB Ha
0e3Bo3Me31HOM  OocHOBe  (0Os3aTeNbHBbIE  HK3EMIULSIPBL,  JIETIO3UTHBIE  3K3EMIUIAPHI
MEXIYHAPOJHBIX OpraHu3anuii, 0€3BO3ME3/IHbIC TOCTYIUICHUS W3 HEM3BECTHBIX W aHOHMMHBIX
UCTOYHUKOB), 0pOpPMIISIETCS aKTOM O ITpHEMe IOKYMEHTOB.

4.1.2. Ilpuem AOKYMEHTOB, MOCTYMAIOMUX B OMOIMOTEKY OT IOPUANUYECKOTO0, (PU3UYECKOTO
JMIIa B BUJE Japa C YKa3aHHEM €ro Ha3HaueHHs Ui IOMOJHeHUs OubianoreuHoro (oHna,
oopmisieTcss TOTOBOPOM IOKEPTBOBAHHS B COOTBETCTBHHM C [ 'paKIaHCKUM KOJEKCOM
Poccuiickoii @eneparuu (ct. 574, 582) <1>.

<1> I'paxxnanckuii konekc Poccuiickoit @enepaunn. Yacte BTOpas or 26 suB. 1996 r. N
14-®3 // Cobp. 3akoHOomarenscTBa Poc. @enepanum. - 1996 r. - N 5, ct. 410. - C. 1110 - 1296.

4.1.3. IlpmeM [OKYMEHTOB OT 4YHWTaTelel B3aMEH YTEPSHHBIX W IPU3HAHHBIX
PaBHOLICHHBIMH YTpaue€HHBIM 0(hOpMIISIETCSl aKTOM O MPHEMe JOKYMEHTOB B3aMeH YTepsHHbIX. B
aKTe ykasplBaeTcsl (amMuiaus, HWHHULIMAIBI YUTATeNs, CBEIEHUS OO0 YTEepPSHHBIX M3JaHUIX
(perucTpanioHHBIH HOMEp, KpaTkoe Oubauorpaduiyeckoe ONMcaHue M3AaHus, 11eHa), CBEICHUS
0 TPUHATHIX H3AaHMSIX (KpaTkoe OuOIMorpaduueckoe OMHCAHWE W3AAHUA, 1I€HA), MOJMUCH
YUTATENIs U IPUHUMAIOIIENH CTOPOHBI.

4.2. OneHka CTOMMOCTH NEpPUOJMYECKUX H3JaHMM, MOCTyHAlOIMX B OMOIMOTEKY Ha
BPEMEHHOE XPAaHEHHE, HE TIPOU3BOAUTCS.

4.3. JIokyMeHTBbI, IOCTYMAIoLUe B ONOINOTEKY, OIIEKAT CyMMapHOMY yUeTy.
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4.3.1. CeneHusi 0 BKIIFOYACMBIX B OMOIMOTEUHBINH (OHI AOKYMEHTAaX (UKCHUPYIOTCS B
KHUTE€ CyMMapHOro ydera OuMOIMoTedHoro (hoHIa WM B IPYrOM BHJE PETUCTpa COTJACHO TI.
1.5.2.

Peructpel cymMmapHOro yuera JOJKHBI MMETh 3arojOBOYHbBIE JJaHHbIE: HAaMMEHOBAaHUE
perucrpa, HauMEHOBaHME OpraHU3alUM, MOJpa3/eeHus. B peructp BHOUCHIBAIOTCS JaHHBIE O
NOCTYNUBIIEH NMAapTUU JOKYMEHTOB: JaTa U MOPSAKOBBIA HOMEp 3amucH (IOPSIKOBBIM HOMEP
3allUCH €XErofHo HauuHaerca ¢ N 1), MCTOYHHMK IOCTYIJICHMs, HOMEpP M Jara NepBUYHOIO
YUETHOI'0 IOKYMEHTa, KOJIMYECTBO MOCTYIUBUIMX JOKYMEHTOB U CTOUMOCTD.

4.3.2. CymMMapHbIil y4eT MOCTYIUICHHUSI SJICKTPOHHBIX CETEBBIX JIOKAJIBHBIX JTOKYMEHTOB
BEJIETCSI B DJIEKTPOHHOM PEECTPE B COOTBETCTBUM € IOKazareasiMH M. 5.3.1, ¢ ykazaHueM aaTbl
3arpy3KH IOCTYIUICHUH B CUCTEMY.

4.3.3. CyMMapHBIi y4yeT IMOCTYIUIEHHS JJIEKTPOHHBIX CETEBBIX YAAJEHHBIX TOKYMEHTOB
BE/IETCS B DJICKTPOHHOM PEECTpe ¢ OTPaKEHUEM CJIEIYIOLIUX [TOKa3aTese: JaThl U MOPSAAKOBOIO
HOMeEpa 3alliCH, PEKBU3UTOB JIMIIEH3MOHHOIO JI0roBOpa (Ha3BaHUS U HOMEpa TIOKyMEHTa, CpoKa
€ro JIefcTBUSA, CTOMMOCTH ), KOJIMYECTBa 0a3 JaHHBIX (IaKE€TOB) U BKJIIOYEHHBIX B HUX Ha3BAHUH.

IIpu moacuere CyMMapHOro KOJIMYECTBA HA3BaHUN MCKIIOYAIOTCA yONHMpYIOUIHecs
Ha3BaHU B [1aKeTaxX Ha OJIHOM Iuatdopme.

4.4. JIOKyMEHTBI, MOATOTOBIICHHBIE K MpHeMy B OWMOIMOTEUHBIH (OHM, MOIBEPraroOTCs
HNEepBUYHON 00pabOTKe U MHAMBUAYAILHOMY YUYETY.

4.4.1. nnuBuyanbHbIA YUET JOKYMEHTOB OCYIIECTBISETCS MYTEM IPUCBOEHUS KaXIOMY
9K3EMIUIIPY  JOKYMEHTa  PETrUCTPallMOHHOIO  HOMepa, MHOro 3Haka B KayecTBe
pPEerucTpalioHHOr0 HOMepa (CUCTEMHOIO HOMEpa KOMIIBIOTEpHOW MpPOrpaMMbl, IITPUX-KOAA U
npyrux). VHauBuayalbHbIi HOMEp 3aKkperuiseTcss 3a JOKYMEHTOM Ha BCE BpeMs €ro
HaxoxJeHus B (oHme OmOIMOTEKH. PerucrpamyoHHBlE HOMEpa HCKIIOUEHHBIX U3 (poHma
JIOKYMEHTOB HE IPUCBAUBAOTCSI BHOBb NIPUHSATHIM JJOKYMEHTaM.

PerucrtpanmonHble HoMepa THPOCTABIAIOTCS HEMOCPEACTBEHHO Ha JIOKYMEHTaxX U
OTPaKaOTCsl B PETUCTPE UHUBHIyaIbHOIO YUeTa JI0KyMEHTOB, IPUHATOM B OMOJIHOTEKE.

Peructppl MHAMBHIYaNBbHOTO ydyeTa JOJDKHBl HMMETh  3aroJIOBOYHBIE  JAHHBIE!
HalMEHOBAHHWE PErucTpa, HAMMEHOBAHHWE OpraHU3alllM, CTPYKTYpHOro IojpasjaeneHus. B
perucTp BIHCBHIBAIOTCS JI@aHHBIE O KaXJIOM JOKYMEHTEe: JlaTa 3allcu B PErucrpe,
pPETUCTpallMOHHBI HOMeEp, KpaTkoe Oubiuorpaguueckoe ONMCaHUEe JOKyMEHTa (aBTop,
3arjaBue, TOM, 4YacTh, BBIIYCK, MECTO M TIOJ W3AaHMs), LI€Ha JOKyMEHTa, YyKa3aHHas B
COINPOBOJUTEIILHOM JIOKYMEHTE.

4.4.2. VIHnuBUIyanbHBIM y4yeT MEPUOJUYECKHX H3JaHUM BEIEeTCs B PETrHUCTPALlMOHHOMN
KapTOTE€KE MNEPUOAVYECKUX W3AAaHUM, NPEJHA3HAYEHHOM Ui ydeTa KaXJO0ro Ha3BaHUA U
KaXKJ0r0 SK3eMILIApa, UM B aBTOMAaTU3UPOBAHHOM 0a3e TaHHBIX.

JUie  nepuoaudeckux M3JaHMM B KAUECTBE PErMCTPALMOHHBIX HOMEPOB MOTYT
UCIIONIb30BAaThCS  JIIOOble  WJEHTHU(UKALMOHHBIE  HOMEpa:  CHUCTEMHBIH  HOMEp B
aBTOMATH3UPOBAaHHOM 0a3e JaHHBIX, PErUCTPALlMOHHBINA (IOPSAKOBBIM) HOMEp 3amucu B
PEruCTPAllMOHHON KapTOTEKE.

4.4.3. VuauBuIyanbHbI y4yeT JOKYMEHTOB, HMEIOIIUX B CBOeM 0(GOpMIIEHUU
JIparolieHHble METaJyIbl U (WJIM) AparoleHHble KaMHU M OTHECEHHBIX K KaTeropuu cerdoBoro
XPAaHEHUs, OCYILECTBISETCS B CIELMAIBHOM PETUCTPE, B KOTOPOM, KPOME TPaJUIIMOHHBIX
MoKasaresel, JaeTcsl onucaHue BHEIIHero odopMieHHs JoKyMmMeHTa. Kakaelii JUCT perucrpa
COINPOBOXKAAETCS HWTOTOBOM 3alMChI0 C YKAa3aHMEM JaTbl €€ COCTAaBJIEHHA U KOJIMYECTBA
ONMCAHMM Ha JIUCTE.

4.4.4. B peructpax HHAUBUAYAIBHOTO Y4€Ta B IPUMEUAHUAX YKA3bIBAECTCS HAIMYME U BUJ
MPUIOKEHUSI K OCHOBHOMY JOKYMEHTY, a TaKKe OCOOCHHOCTH 3K3EMIUISIpa LIEHHBIX U PEIKUX
JIOKYMEHTOB (HampuMmep, HaIWYME YHUKAIBHOTO MeperuieTa, MapruHaiuid, NeQeKToB H T.II.).
[Ipy Hanmuuuu mnacrmopra JOKYMEHTa JaeTcs OTChUIKa K HeMy. B mnpumedaHusx MoOKeT
YKa3bIBaThCS IPUHAUIEKHOCTD JOKYMEHTA K KaTErOPUHM KHM)KHBIX TAMSATHUKOB.

4.4.5. VHauBunyalbHBIM y4de€T DJIEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JOKYMEHTOB



OCYIIIECTBIISIETCS IyTeM BBOJa B 0a3y NaHHBIX MeTauH(pOpMaIMU O 3arpy3ke JOKyMEHTa B
DIIGKTPOHHYIO  OMONMOTEKY ¢ aBTOMATHYECKHM IPUCBOCHHEM  HICHTH(PUKAIMOHHOTO
(cucTeMHOTr0) HOMEpa KaxaA0My TOKYMEHTY.

4.4.6. WVuouBuAyanbHBIA YYeT OIIEKTPOHHBIX CETEBBIX YAAJCHHBIX JOKYMEHTOB
OCYIIECTBIISIETCS B OJEKTPOHHOM BHUJAE IyTeM perucTpauuu 0a3 JaHHBIX (MakeToB) Oe3
IIPUCBOEHUS UM PErUCTPALMOHHOTO HOMEpA.

B peectp WHIMBHIyaqbHOTO Yy4YeTa CETEBBIX YIAJICHHBIX JOKYMEHTOB BKJIIOYAIOTCS
OCHOBHBIC XapaKTepUCTUKU Oa3bl JTaHHBIX (Makera): omucaHue O0a3bl JaHHBIX (HA3BaHHE,
IpoU3BOUTENb, IulaTGopmMa W (WIKM) aapec BXOJa), CPOK OKOHYAHMS IIpaBa JOCTYIIA,
KOJINYECTBO HA3BaHUH, BXOJAIINX B 0a3y JaHHBIX (ITAKeET).

B konuuecTBO Ha3BaHMI BKIIOYAETCsl 0O0IIEe KOJIMYECTBO IMOJHOTEKCTOBBIX TOKYMEHTOB
(KHHT, >KypHAJIOB, Ta3eT, MAaTEHTOB, CTAHAAPTOB M JPYTUX JOKYMEHTOB, YYHUTHIBAEMBIX B
6ubnuoreke). He BiIto4aroTCs B 3TO KOJTUYECTBO JOKYMEHTBI, KOTOPbIE OOBIYHO HE U3JAIOTCS
OTJENFHO B MEYaTHOM (opMmaTe, Takue Kak NpOQHIN KOMIAHWUN, CTATUCTHYECKHE TaOJIHUIIBI,
aQHAIUTUYECKUE MaTepualibl MapkeTtuHra. Jlns 0a3 [aHHBIX ([IaKeTOB), HE COJEp)KaIIMX
IIOJIHOTEKCTOBBIX JOKYMEHTOB, B pEKBU3UTE "Ha3BaHUE" IIPOCTABISAETCS €IMHULIA.

4.5. JlokyMeHTBhI, BKJIt0O4aeMble B (hOHI OMOIMOTEKH, MapKupytoTcs. [Ipu 3ToM MOTYT OBITH
UCTIOJIB30BaHBI IITEMITEIH, KHIDKHBIC 3HAKH, WHAWBUYAIbHbIEC IITPUXOBBIE KOJBI, IPYTHUE BUJIBI
MapkupoBku. OCHOBHBIE TpeOOBaHMs, KOTOpBIE JOJDKHBI COOJIIOATHCA TPU MapKUPOBKE
JOKYMEHTOB: 0003Hau€HUE NPUHAMJICKHOCTH, JCTETHKA, JOJTOBEYHOCTh MAapKHPOBOYHOTO
3HaKa, COXPAaHHOCTh TEKCTa WU IPYroi 3HaKOBOW MHGPOpMAIUH.

4.6. Ha nokymeHTax, SBISIOLUXCS TPUIOKEHHUEM K OCHOBHOMY HOCHUTEII0 U €ro
HEOTHEMJIEMOH YaCThIO, IPOCTABIISIFOTCS T€ e PEKBU3UTHI, YTO K HA OCHOBHOM JIOKYMEHTE.

4.7. DneKTpOHHBIE CETEBbIE JIOKATIbHbIE JOKYMEHThI M 3JIEKTPOHHBIE CETEBbIE y/IaJICHHbIE
JOKYMEHTBI UACHTU(DHUIUPYIOTCS CTIENUaIbHBIMUA TPOTPAMMHBIMH CPEACTBAMH.

4.8. Ha npuHATBIX TEpPBUYHBIX YYETHBIX JOKYMEHTaX IIPOU3BOIMTCS 3aIUCh,
MOJATBEPXKJIAIOIIAs, YTO TMOCTYNHBIIKWE JOKYMEHTHl HMPUHATHI B OMOMMOTEYHBIH (DOHA Kak B
00BEKT 0c000 IEHHOrO JBIKMMOTO uMmymiecTBa (mamee - OIJIM) wnm kak B 00BEKT HHOTO
JBUKUMOTO UMYILIECTBA.

4.9. [IlepBuuHble y4yeTHbIE JOKYMEHTHI, MOATBEpkKAarolme (akT MNOCTYIIIEHHUS,
nepeaaTcs B OyXrajaTepuio A BKIIOUEHHs B yueT OubanoredHoro Gouna.

4.10. ExexBapranbHO, npu yciioBuu u3MeHeHust cocraBa OLIJIU, cenenus o6 obuiem
KOJINYECTBE M CTOMMOCTHM JOKYMEHTOB, BKJIIOUEHHBIX B COCTaB OMOIMOTEUHOro (hoHIa Kak
00BEKT 0000 IEHHOTO JBMKMMOI'0 UMYIIECTBA, IEPEAAIOTCS YUPEAUTEIIIO.

V. Vuer BBIOBITHS TOKYMEHTOB U3 O0MOIMoTeYHOro hoHAa

JIOKyMeHTBI BBIOBIBAIOT U3 OMOMMOTEYHOro (hoHAa B CBA3M € (PU3MUYECKON yTpaToil uiu
YaCTUYHOM JMOO TOJHOM yTpaToil NOTpeOUTeNbCKHX CBOWCTB. BpIOBIBarolye JTOKYMEHTHI
UCKJIIOYAOTCSl U3 OMOIMOTEeYHOro ()OH/Aa M CIUCBHIBAIOTCS C BO3MOKHOCTBIO IMOCIEAYIOLIEH
0e3B03Me3/1HOM nepeaayn B Jpyrue OMOIMOTEKH THO0 pean3aliim.

5.1. Uckitouenne AOKYMEHTOB M3 OMOIMOTEHYHOro (hOHAA JOMYCKAETCs MO CIEeNYIOIUM
IpUYMHAM: yTpaTa, BETXOCTb, 1e(PEKTHOCTb, YCTAPEIOCTh MO COACPKAHUIO, HETPODUIBHOCTD.

HenpodunbHOCTh TOKYMEHTOB yCTaHaBIMBaeTCs Ha OCHOBE [Ipoduis KOMIIEKTOBaHUS
(oH]a U MTHOTO HOPMATHUBHOT'O JOKYMEHTA, YTBEPXKIaeMOro pykoBoautenaem oubmuoreku. [1o
IpUYMHE HEMPOPMIBHOCTH MOTYT HCKIIIOYaThCs M3 (OHNA JOKYMEHTHI, HE KOMILJIEKTyEeMble
6u0MMOTEKOH (MPH OTKa3e OT KOMILJIEKTOBAHUS OT/EIbHBIX KaTEeroOpuil TOKYMEHTOB), U3IHUIIIHE
nyOJNeTHbIE HK3EMIUIAPBI, 3aMEHEHHbIe O0oJjiee TOJHBIMU 110 COAEPKAHUIO, JIYUIIUMHU T10
oopmieHno, (U3NYECKOMY COCTOSHMIO HW3JIaHUSIMM; [0 HCTEUEHUHM CpOKa XpaHEHUs
JIOKYMEHTOB, ITPY HU3KOM YPOBHE UHTATEJIBCKOTO CHpPOCa, MPU HECOOTBETCTBHM 3JIEKTPOHHBIX
JOKYMEHTOB TEXHHUUYECKOMY U IPOTPAMMHOMY 00ecIieueHUI0 ONOINOTEKN.

5.1.1. HckmroueHne [OOKYMEHTOB IO NPUYHHAM YCTAPEIOCTH IO COJEPKAHUIO,



HEMPOPUIHHOCTH (MaJOCIIpAIIMBAEMBbIE), & TAKXE MO MPUYMHAM BETXOCTH M Je(EKTHOCTH HE
JIOMTYCKAETCSl 1O OTHOIICHUIO K €IWHCTBEHHBIM JK3EMIUIIpaM JOKYMEHTOB ITIOCTOSIHHOTO
(6eccpodHOr0) XpaHESHHUSI.

5.1.2. HcknroueHne IOKYMEHTOB, OTHECEHHBIX K KHW)KHBIM NaMITHHUKaM, TOIMYCKaeTCs
TOJIKO 110 MPUYUHE yTpaThl MPHU YCIOBUM OTPa)kKeHUs MH(OpPMALMU O KHHKHOM THaMSITHHUKE B
PeecTpe KHIKHBIX TAMSATHUKOB.

5.2. BeiObITHE JOKYMEHTOB M3 OmOmoTedHoro (onmaa ohopmisieTcss AKTOM O CIIMCAaHUU
UCKITIOYCHHBIX 00BEKTOB OnbIrorednoro (onaa (maisee - AKT o criucanum) mo dopme (Ko 1o
OKV]I 0504144), yreepxnenHoit IIpukazom Munpuna Poccum ot 15.12.2010 N 173mH,
3apeructpupoBaHHbiM B MuHtocte Poccun 01.02.2011, N 19658.

B Axre o0 cnucaHuM OTpaXkalOTCsl CBEACHHS O KOJMYECTBE U OOIIEH CTOMMOCTH
UCKJTIOYAEMBbIX JOKYMEHTOB, YKa3bIBACTCS NPUYMHA HCKIIOYCHHUS M HANpaBICHUE BBIOBITHS
UCKJTIOYaeMbIX IOKYMEHTOB.

5.3. K AKTy 0 cnucaHuu NMpUJIaraeTcsi CIUCOK HA MCKIIOYEHHE 00BEKTOB OMOIMOTEUHOTO
donma (anee - CUCOK), KOTOPBIM BKIIOYAET CIEAYIOLIUE CBEICHUS: PETUCTPALMOHHBIA HOMEP
u mmdp XpaHeHHs OKYMEHTa, KpaTkoe OuOiamorpaduyeckoe ONucaHue, LEHY IOKYMEHTa,
3a()UKCUPOBAHHYIO B PETUCTPE WHAMBUAYAIBHOTO Yyd4eTa JOKYMEHTOB, Ko3(hdUIUEeHT
NIEPEOLICHKH, IIEHY MOCTIE MEPEOIICHKH U O0IIYI0 CTOMMOCTh UCKITI0YaeMbIX JOKYMEHTOB.

Jlis medaTHbIX JOKYMEHTOB BpPEMEHHOTO XpaHEHUs JONMyCKaeTcs 3aMeHa CIHCKa
KHIDKHBIMH (DOPMYJISIpaMHU.

Jl5is TOKyMEeHTOB, 00pabOTaHHBIX TPYIIOBBIM (YHIPOIIEHHBIM) CIIOCOOOM, BMECTO CITHUCKA
JIAeTCs TIEpEUeHb PErUCTPAMOHHBIX HOMEPOB, BU NCKITIOYaEMBbIX M3JIaHHUH, X KOJINYECTBO.

54. K AxTy 0 cnucaHWHM TO TPUYUHE YTPaThl M CIHUCKY MPUIATAIOTCS JTOKYMEHTHI,
MOJTBEPKIAIONINE yTPaTy (MOSICHUTENbHAS 3aIMCKa, B CIIydae KPaXKu MU XUIIEHUS - IIPOTOKOJ,
aKT, 3aKIIIOYEHUE YIOJHOMOYEHHBIX OPraHoOB, MpPU BO3MEHICHHH Yyiiepda - (UHAHCOBBIN
JIOKYMEHT O BO3MEIICHUH yIiep0a).

Bosmenienne ynrarensimu ymep0a nonyckaerca B popme 3aMEHbI YTepSHHOTO JOKYMEHTa
PaBHOLIEHHBIM JTOO MyTeM JeHEe)HON KoMreHcanuu. [Ipu nmpueme aeHer ot uyurarenei B3aMeH
YTepSHHBIX KHUT WIH APYTUX JTOKYMEHTOB COCTaBIISIETCS MPHUXOAHBIN Opaep, M YUTATeIIo
BBIJIACTCSI KBUTAHIIHSI YCTAHOBJICHHOTO 00pasia.

5.5. Tlpm BoO3MemIeHMHM YHTATeJIeM YyIiepda CTOMMOCTh YTPAuYeHHBIX JOKYMEHTOB
YCTaHABIMBAETCA JKCIIEPTHOM KOMHCCHEW IO OLICHKE JOKYMEHTOB, HAa3HAYEHHOW IPHKA30M
pPYKOBOAMTENST OMOTNOTEKH.

[Ipu yrepe wiM XUNICHWHM IEHHBIX M PEIKUX KHUT IS ONPEICIICHUS HX CTOMMOCTH
KOMHCCUSL MOJKET TIpHUBIEKATh K CBOEH paboTe COOTBETCTBYIOIIMX OJKCIEPTOB, a TaKxkKe
UCTIOJIF30BaTh MaTepPHalibl HAYYHO-METONYECKHUX [IEHTPOB, KHIKHBIX ayKIIMOHOB M spMapok. B
TUX CIy4asX OMpeleleHre TMNPUYMHEHHOTO yiepOa TmpeneiabHbiMA Koddduinrentamu
KPaTHOCTH HE OTPaHUYNBACTCSI.

5.6. AKT 0 criMcaHuU 10 OAHON U3 MPUYHH, YKa3aHHBIX B M. 5.1, ¢ IPUIOKEHHBIM CITUCKOM
MOAMKCHIBACTCS MPEACEeAaTeNIeM U YIeHAMU KOMUCCHHU TIO CITIUCAHUIO OOBEKTOB OMOIMOTEUHOTO
(doHIa, yTBEPKIAAETCS PYKOBOAUTEIEM YUPEXKICHHS.

5.7. Tlocne yrBepkaeHuss AKTa O CIHCAaHUU OCYLIECTBIISIIOTCS MEPOIPUATUS T10
nepepacnpeieNeH|Io U pealn3aliy ClIMCaHHbIX 00BEKTOB OMOIMOTEYHOTrO (POHA.

5.7.1. JlokyMeHTBl (crucaHHble OOBEKTHl OMOMMOTEYHOro (HOHMA), UCKIIOYEHHBIE I10
MPUYMHAM BETXOCTH, NEe()DEKTHOCTH, YCTapeJIOCTH MO COJACPKAHUIO, HANPABISIOTCS B ITYHKTHI
BTOPUYHOTO ChIphs. MckimtoueHHble W3 (OHAOB MHKPOPOPMBI Ha TaTOTCHHIOCEPEOPSHON
IUIGHKE TOMJIeXaT cJade Kak cepedpocoiepikalie OTXOAbl B COOTBETCTBHHM  C
3aKO0HOIaTenbCTBOM Pocculickont @enepanyu.

[Ipy OTCYTCTBMU MYHKTOB BTOPCBIPBS HIJIM B CIydasx, KOIJIa cAada JOKYMEHTOB Ha
nepepaboTKy HSKOHOMHYECKH HerenecooOpa3Ha, OMOMMOTEKH YHUYTOXKAIOT WCKIIOYCHHBIC
JOKYMEHThl Ha MECT€ B MPHUCYTCTBHH JIHI], KOTOPBIE COCTABISIOT aKT OO0 YHHYTOXXKECHUU
CITMCAaHHBIX 00BEKTOB OMOINOTEYHOTO POHIA.
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B Axre o cnucaHuM oOTpaxaioTcsi HaMMEHOBAaHHWE, HOMEp M Jara JIOKyMEHTa,
HOATBEPXKIAIOMIETO (DAaKT cjauu CIIMCAHHBIX 00BEKTOB B MyHKT BTOPUYHOTO CHIPhS, HIIM aKTa 00
YHUUYTOKEHUU CIHCAHHBIX 00BEKTOB OmOimoTeuHoro ¢ouaa. JlokymeHT mpuiiaraerca K AKTy O
CIHCAaHUU CO CIIUCKOM.

5.7.2. JlokyMeHTHI (CIHMCaHHBIE OOBEKTHI OMOJMOTEYHOrOo (POHIA), HCKIIOYCHHBIC IO
OpUYMHE HENMPO(PUIBLHOCTH, MEPEAaloTCs MO akTaM B OOMEHHBIH (DOHI B IENAX NalbHEHIen
nepegaud Ha 0e3BO3ME3JHONW OCHOBE OuOIMOTeKaM WM peanu3alud  (U3NYECKUM U
IOPHINYECKUM JIUIAM.

5.8. Tlocne 3aBeplieHHS MEPONPHUATHHA, MPEAYCMOTPEHHBIX AKTOM O CIIMCAaHHUH
UCKJTIOUEHHBIX OOBEKTOB OHONIMOTEYHOro (DOHIA, MEPBBIH 3K3EMIUISIP AKTa O CHHCAaHUU CO
CIIUCKOM U JIOKYMEHTOM, IOJTBEP:KIAIOUINM BBIOBITHE, TepefaeTcs B OyXrajlTepuio, BTOPO
AK3EMILISP OCTACTCS B MOAPA3ICTICHUH, OCYIIECTBISIONIEM yUeT OMOIMOTEUHOTO POHA.

Ha ocHoBanum AkTa O CHHCAaHUM HCKIIOUYEHHBIX OOBEKTOB OuOIMOTEUYHOro ¢oHIa
O6ubMoTeyHOe moApasieNicHre U OyXraiaTepusi BHOCSIT U3MEHEHHS B COOTBETCTBYIOIUE YUETHBIC
JIOKYMEHTHI.

5.9. AKTBI O CIHCAaHHMU PETHCTPUPYIOTCS B KHHUIE€ CYMMAapHOrO y4yeTra OHOIMOTEeYHOTro
donma (WM APyroM BHUAE pPErucTpa CyMMapHOTO y4yeTa BBIOBITHUS JTOKYMEHTOB, NMPUHSITOM B
OubmmoTeke).

5.10. B peructpanuoHHoil KHUTe (WIK APYroM BHUJE PETUCTPa WHAUBHAYAIBHOTO y4eTa
JIOKYMEHTOB, IIPUHATOM B OMOJIMOTEKE) IPOCTABIISIETCS HOMED U 1aTa AKTa O CIIMCAaHUHU.

5.11. Bce uckiroyaembie u3 (HoHAa OMOIMOTEKH TOKYMEHTHI (KHUTH, KYPHAIBI, Apyrue
BUJBI JIOKYMEHTOB) JIOJDKHBI OBITH COOTBETCTBYIOUIMM 00pa3oM O(GOPMIICHBI: CIEIUAIEHBIM
HITEMIIETIEM JIOJKHBI OBITH MOTAIICHBI IITAMITbI OUOINOTEKH.

5.12. DnexTpOHHBIE CETEBbI€ JIOKAJIbHBIE JIOKYMEHTHl YIAISIOTCS M3 DIJIEKTPOHHOMN
OMONMMOTEKH Ha OCHOBaHMM AKTa O CIHCaHUM C YyKa3aHUEM TMPUYUHBI HCKIIOUEHUS.
HammeHnoBanme, HoOMep ¥ J1aTa aKTa BBOIATCA B 0a3y JaHHBIX B Ka4eCTBE MeTauH(pOpMaluu K
COOTBETCTBYIOILIEMY JIOKYMEHTY.

Ha ocHOBaHMM BBEIEHHBIX CBEACHUI MPOTPaMMHBIM CIIOCOOOM (popMHUpYETCsS MepedYeHb
AKTOB O CIIUCaHHUH (PEECTp CyMMAapHOTO y4yeTa BBIOBITHS CETEBBIX JIOKAJIbHBIX JOKYMEHTOB) U
MepPeUYeHb CIUCAHHBIX OOBEKTOB AJIEKTPOHHOW OWMOIMOTEKH (peecTp MHAMBHUIAYaTBLHOTO YyYeTa
BBIOBITHS CETEBBIX JIOKAJIBHBIX JOKYMEHTOB).

5.13. BrIObITHE OJEKTPOHHBIX CETEBBIX YAAJCHHBIX JOKYMEHTOB HE odopmIsercs
cCrielManbHbIM TOKyMEHTOM. [lonTBepKaeHneM BBIOBITHS SIBIISI€TCSI UCTEUEHHE CPOKa NeHcTBUsA
JIOKyMeHTa (JOroBOpa, KOHTPAKTA, JIMIICH3MOHHOTO COTJAIICHUS), OPOPMIEHHOTO Ha TMPaBO
JIOCTYTIA K ONpeielIeHHON 0a3e TaHHBIX (ITAKeTy) CETEBBIX JOKYMEHTOB, U OTCYTCTBHUE JIOTOBOPA,
KOHTpaKTa, JTUIIEH3NOHHOTO COTJIAlIeHHUsI, 0(OPMIIEHHOTO HA HOBBIN CPOK.

5.14. ExexkBapTaibHO, NpH YycIoBUM H3MeHeHus cocraBa OLU/IU, obmme ceneHus o
KOJIMYECTBE M CTOMMOCTH JIOKYMEHTOB, CIIMCAaHHBIX M3 OMOIMOTEYHOro (QoHJa Kak OOBEeKTa
0c000 IIEHHOr0 JIBUKMMOIO MMYILECTBA, C yKa3aHHEM IepedyHs AKTOB O CIIMCaHWHU, IPUYMH U
HANpaBICHUH  BBIOBITHS ~ JIOKYMEHTOB,  TIPEACTABISIIOTCS  yupenuTento.  KommdecTBo
BBIOBIBAIOIIMX JIOKYMEHTOB HE JOJ/DKHO TPEBBINIATH KOJUYECTBA BHOBb IMOCTYMAIOLIMX
JIOKYMEHTOB B OMOIMOTEUHbIN QOHS.

V1. Yder uroros nBrxenus: oubauorednoro Gouga

6.1. Utorn nBmwxeHus GOHAOB MOABOIITCS B KHUTE CYMMAapHOTO ydeTa OMOIMOTEYHOTO
doHma (WM APYroM perucTpe CyMMapHOTO ydyeTa, MPUHATOM B OMOIMOTEKE) Ha OCHOBAHHH
JAHHBIX CYMMapHOTO y4eTa O IMOCTYIUICHHH W BBIOBITHH JTOKYMEHTOB.

HToroBeie maHHBIE UMEIOT YETHIPE 00S3aTEIbHBIX MOKA3aTelNsi: COCTOSIIO Ha HAayallo Troja,
MOCTYIHJIO 32 T'0J1, BEIOBLIO 3a T'OJ], COCTOUT Ha KOHEI Tofia.

Htoroseie naHHbBIE 1O JIEKTPOHHBIM CETEBBIM YAAIEHHBIM JOKYMEHTAaM IPEICTaBIISIIOTCS
CJIETYIOIIMMH MOKA3aTeIsIMU YUETHBIX €IMHUIL: COCTOSIIO Ha HayaJlo roj1a, 0pOpMIIEHO B JOCTYII
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B TEYCHHE TO/a, JOCTYII MPEKPAIlleH B TCUCHUE T0/1a, COCTOMT Ha KOHEI] roJIa.

6.2. Csenmenuss 00 WTOrOBBIX JAHHBIX (HUKCUPYIOTCS B (opMe TrocynapcTBEHHOU
CTATHCTUYECKON OTYETHOCTH M INPEACTABISAIOTCA IS LIEJIeH roCyIapCTBEHHOM CTaTHCTHYCCKON
OTYETHOCTH.

HroroBele nanHbie 00 OOMeHHOM (OHIE HE BKIIOYAITCA B OONIME ITOKA3aTEIH
oubmuoreynoro GoHma.

VI IlpoBepka Hanmuuusi JOKYMEHTOB OnOIroTeuHOr0 (hoHIA

7.1. TlpoBepka HaM4Us TOKYMEHTOB OMONMHOTEYHOTO (poHIa (mayee - mposepka (HoHa)
IPOU3BOJUTCS B 00513aTEIbHOM MOPSAKE:

IIPU BBISIBIICHUH (DAKTOB XUILEHUS, 37I0YIIOTPEOICHIS WK ITOPYH JOKYMEHTOB;

B Cllydyae CTUXMHHOro O€ICTBHs, IOKapa WIM JAPYIMX Ype3BbIYAWHBIX CHUTYyaluH,
BBI3BaHHBIX IKCTPEMAJIbHBIMU YCIOBUSIMU;

IIPU PEOPraHU3aALUHU WU JTUKBUAALUU OUOINOTEKH.

JUia npoBeieHHs NPOBEPOK PYKOBOJUTENIEM OpPraHU3alliid HA3HAYaeTCsl KOMHCCHS, B
COCTaB KOMUCCHHM JIOJDKEH BXOJAUTH MPEICTaBUTEIb OyXTaITepHH.

7.2. IlpoBepka ¢oHa B IITAHOBOM HOPSIKE OCYIIECTBIISCTCS B CIETYIOIINE CPOKH:

JOKYMEHTBI, UMEIoIIMe B O(QOPMIICHMM JParoleHHble MeTaibl M (MJIHM) JparoleHHbIE
KaMHH, - €KETOHO;

(GOHJ peKMX U LIEHHBIX KHUT - OJJUH pa3 B 5 JIeT;

¢douapr 6ubmmoTek 10 50 THICSY YYETHBIX €IUHUIL - OHMH pa3 B 5 JIET;

¢donapr Oubmmotek ot 50 10 200 ThICSY yYETHBIX €AUHULL - OJUH pa3 B 7 JeT;

¢donapr 6ubmmotek ot 200 ThICAY 10 | MUIITHOHA YYETHBIX €IUHHUII - OAHH pa3 B 10 ser;

¢dbonapl Oubmotek ot 1 10 10 MUIUTMOHOB Y4ETHBIX €AMHHUII - OJIMH pa3 B 15 Jer;

¢donasr 6ubmmotek ot 10 10 20 MIIIITMOHOB YYETHBIX €AMHUIL - OUH pa3 B 20 jer;

¢doHabl 6uOMOTEK cBbIEe 20 MUJUTMOHOB YYETHBIX €MHUL - 1 MHJUIMOH 3K3eMIUISIPOB B
roJI.

[InanoBass mnpoBepka QoHAa OHUOIMOTEKH MOXKET OCYIIECTBIATHCA IO3TAlHO B
COOTBETCTBUU C IrpaMKOM IPOBEJEHUS MPOBEPKU Bcero (OHAA WM €ro 4acTu (B TOM 4YHCIIE
PENKUX U IIEHHBIX KHUT) C ONpe/IelIeHnEM CPOKOB M KOJIMUYECTBA IUIAHUPYEMOT0 0ObeMa paboThI.

7.3. IlpoBepka HJIEKTPOHHBIX CETEBBIX JIOKAJIbHBIX JIOKYMEHTOB OCYILIECTBISETCS 110
KOJIMYECTBEHHBIM IIOKA3aTeNsIM, a TAaKK€ IO KOHTPOJIBHBIM CyMMaM, MO3BOJISIFOIIMM BBISBUTH
U3MEHEHHUS B JOKYMEHTE.

IIpoBepka HOCTYIHOCTH IEKTPOHHBIX CETEBBIX YJAJIECHHBIX JOKYMEHTOB OCYILECTBISAETCS
C aJIpecoB BX0/1a, YKa3aHHBIX B PETUCTPE UHANBUyaJTIbHOTO YU€eTa.

7.4. TlpoBepka Bcero (oHJIAa WIM €ro YacTH 3aBEepIIAETCSl COCTaBJIEHUEM akKTa o
pe3yapTaTax TPOBEACHHUS TPOBEPKH HAIMYMs JOKYMEHTOB OubmuoTedHoro ¢oHma U
IIPWIOKEHUEM K HEMY CIIMCKA JOKYMEHTOB, OTCYTCTBYIOIIUX I10 HEYCTAHOBJIEHHOM NPUYHHE.

B akrte ¢uxcupyroTcs cBeIeHHS O KOJIMYECTBE JOKYMEHTOB OmOMmoreyHoro (oHzaa 1o
JaHHBIM Y4YeTa; JOKYMEHTOB, HMEIOIIUXCS B HAJIM4YMU; JOKYMEHTOB, OTCYTCTBYIOIIUX B
O6ubauoreyHoM (OH/E MO HEYCTAHOBJIEHHOW IpUuyuHE. B akTe Takke yKa3bIBalOTCS HOMEp U
JlaTa aKTa O NPOBEICHUM IPENbIAYILEH MPOBEPKU. AKT C NPUIOKEHUEM CIIMCKA JTOKYMEHTOB,
OTCYTCTBYIOIIMX TI0 HEYCTAHOBJIEHHOW MpPHYMHE, MOJIUCHIBACTCS IMpeAce/aTelIeM U YJIeHaMU
KOMHCCHH U YTBEPKAAECTCA PYKOBOAUTEIEM YUPEKACHHUS.

7.5. Tlpu BbISIBJIEHMM B MpoIlecce MPOBEpKH (POHIA OTCYTCTBYIOIIMX JOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJICHHS BUHOBHBIX JIMII YOBITKM MO HEIOCTayaM CIIMCHIBAIOTCA B
COOTBETCTBUU C JIEHCTBYIOIIUM 3aKOHOAATEITHLCTBOM.

VIII. Jlenonpon3BoACTBO B OpraHu3alii yueTa
o6ubmaroreynoro ¢poHma



8.1. Opranmzanuss paboOTBl ¢ JOKYMEHTaMH TI0 Yy4deTy OubnmoreyHoro QoHmaa
OCYIIECTBIISIETCS 10 MpaBUIaM BEACHUS ASIONPOU3BOICTBA.

8.2. Cpoku XxpaHEHHS JOKYMEHTOB YCTAHaBIUBAIOTCA B COOTBETCTBHH ¢ [Ipukazom
MunucteperBa KynbTypbl Poccuiickoit ®enepaunn or 25.08.2010 N 558 OO yrBepxaeHuu
"IlepeyHsi TUNOBBIX YIPABICHYECKUX AapXUBHBIX JOKYMEHTOB, OOpa3yIOIIUMXCS B Ipolecce
JIeATEeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIIPABIICHUS U OpraHU3aIIHM,
C YKazaHuEM CpPOKOB XpaHeHus'", 3apeructpupoBaHHbIM MunHroctom Poccuiickoit denepanuu
08.09.2010, N 18380.

8.2.1. [locTosiHHO, 0 TUKBUAALMUA OUOIHOTEKU, XPAHITCS PETUCTPbl UHIUBUIYATHHOTO U
CyMMapHOTO y4eTa JOKYMEHTOB OuOnmoredHoro ¢oHma (perucTpalioHHbIC KHHTH,
WHBEHTapHbIC KHUTH, KHUTU CyMMapHOTrO y4yeTa, YYeTHBIM Karajor, Tonorpajuueckue onucu 1
KaTajoru).

8.2.2. B TeueHue ngecATH JeT XpaHATCS AKTBl O CIHCAHUM HCKIIOYEHHBIX OOBEKTOB
OoubnmuoreyHoro (oHIA W aKTHl O MpHEMe-Tepeade CIHUCAHHBIX OOBEKTOB OHOIMOTEYHOTO
dbonma.

8.2.3. B TeueHue nATH JET XPaHATCS MEPBUYHBIC YUETHBIC IOKYMEHTHI, TOATBEPKIAI0IINE
MOCTYIJIEHUE JOKYMEHTOB B OUONIHOTeUHbIN (HOHA (HAaKJIagHble, aKThl O MPUEME, aKThl CIayuu-
IPUEMKH).

8.2.4. Jlo okOHYaHMS O4YEpeAHON NpPOBEepKH (OHIA XPAHATCSA AaKThl O pe3ynbTarax
MIPOBEJICHUS TIPOBEPKHU HATTMYHS JOKYMEHTOB OHOIHOTEYHOTO (hOH IA.
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