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IIpaBuna
y4yeTa JOKYMEHTOB, BXOASIIHX B cocTaB O0MOIHOTe4HOro (hoHa

Hacrosmmue IlpaBuna yuera (manee - [lpaBuia) mnpegHasHayeHbl IS
OnbnmoTek, pacroyioKeHHbIX Ha Teppuropuu JloHeukod Hapommoit Pecmy6iuku,
HE3aBUCHMO OT OpraHM3aLMOHHO-NTPaBOBOM (opMbl, GOpMBEI COOCTBEHHOCTH U
TIO{YMHEHUSI.

I. Tepmunbl 4 onpeneeHns

1.1. B HacTosmux ITpaBunax ucrons3yroTcs ClaeLyIoniye TIOHATHS U TEPMUHBL:

1) AynnoBusyanbHBIM JOKYMEHT - JOKYMEHT, COIepPIKaIIUil H300pasuTEIbHYIO
¥ (uH) 3ByKOBYIO MH(OPMANHIO, BOCIPOU3BEICHHE KOTOPOH TpebyeT MpuMeHeHus
COOTBETCTBYIOIIEro 000pyaoBaHuUs. JIOKyMEHT MOXET TakKe COIEPKaTh TEKCTOBYIO
MH(QOpMaIUIO;

2) besnanexnas 3alO/DKEHHOCTh — 3aIOJDKEHHOCTH ITOJB30BATENS IIEPEN
OMOIMOTEKON, HCKOBOM CpPOK MABHOCTH KOTOPOM WCTEK W KOTOpas MOIEKUT
CIIMCAHWIO B COOTBETCTBUHU C JEUCTBYIOIINM 3aKOHOAATEIECTBOM;

3) bubnuoreunsit GoHL — ynopsmodeHHOe coOpaHue XpaHAIIUXCH B
OubIHoTeKe DOKYMEHTOB, (opMHpyeMOe C YYEeTOM THIIAa OUOIMOTEKH HA OCHOBE
npO(uUIIsl KOMILIEKTOBAHMS IS yIOBIETBOPEHUs: HHGMOPMALMOHHBIX MOTpeGHOCTEH
ee MoJIb30BaTeNei;

4) T'omoBO¥ KOMIUIEKT raseT - COBOKYITHOCTH HOMEPOB (BBIILYCKOB) Ia3eThl,
BBILLICAINX B TEYEHHUE KalleHIapHOro roja. /st razeT sBisseTcs OCHOBHOM equHUIeH
ydera, I OCTAJIbHBIX U3TaHUM - JIOIOJIHUTEIbHON eIUHUIIeH yueTa,;



5) JIoKyMeHT — MaTepuaibHas QopMa MOIydeHHs, XpPaHeHHs, UCTIOIb30BaHMUs
= pacTipocTpaHeHus! HHGopManuy, 3abUKCUPOBaHHOM Ha Gymare, MarHUTHOM KHHO-,
SOTOIUIEHKE, ONITHYECKOM JUCKE HIIA APYTOM HOCHUTEIIE,

6) JlokyMeHT Ha MHUKpodopme - (POTOJOKYMEHT Ha ILUIEHOYHOM WU APYTroM
=ocHTeNe, KOTOPBIA 111  W3TOTOBJIGHMS M MCNOJNB30BaHUA  Tpelyer
COOTBETCTBYIOIIETO YBEJIUUEHUS IPU TIOMOIIM MUKPOrpadU4eCKON TEXHUKH;

7) Uznanwue co mpudrom bpaitnsg — u3ganue, HaregaTaHHOE 0COOBIM IIPH(PTOM
2= caensix (wpudT bpaiing);

8) UWHcTamnupoBaHHBIE MAOKYMEHTBI — JIOKYMEHTHI, pa3MelllaeMble Ha
ZSTOHOMHBIX aBTOMaTH3UPOBAHHBIX pabounX CTaHUMAX ONOINOTEKH;
9) MHckmoyenue (crucaHue) [IOKYMEHTOB — WU3bsiTHE (yHalleHue) U3

SwonuoTeyHoro (oHJAa JOKYMEHTOB, YTPATHBIIUX [UIsi JaHHOH OuOIUOTEKH
ToTpeOWTENbCKHE KadyecTBa II0 INPWYMHAM: yTpaTa, BETXOCThb, JAe(EeKTHOCTS,
VCT2PElOCTh IO CONEPIKaHHUI0, HEMPOOMIBHOCTh, UCTEUEHUE CPOKOB XPaHEeHNS;

10) UckmroueHne B ceTeBBIX 0a3aX NaHHBIX — 3TO yJajeHWe AaHHBIX U3
SSXOTOPOT0 WX IOJMHOXEeCTBa 03 yiaeHusl BCero MHOKECTBA IaHHBIX;
11) KommnexkroBaHue - COBOKYITHOCTD IToCcJIe10BaTEILHBIX u

=32WMOCBSI3aHHBIX JIEMCTBUI, HAIPABICHHBIX Ha BBIIBIECHHUE, OLICHKY, 0TOOp, 3aKa3 U
mproOpeTeHre TOKYMEHTOB B (DOH MK TPHOOpETeHNe MIPaB AOCTyMa K HAM;

12) KonBomoT - cOOpHBI TOM, COCTAaBJIEHHBI €ro IepBOHAYaIbHBIM
=7atenblieM, OMOIMOTEKOW, M3JareneM WM TUNOrpadoM, B KOTOPBIM BIIJIETEHBI
C2MOCTOSATENIbHBIC H3JaHHs, PyKOIIUCH, OTTUCKHU CTaTel U MHbIE MaTepUabl;

13) Metaundopmanus - uHGoOpMalUs 0 criocobax U MeTojax nepepaboTKH
uEdOPMalMU WX O TOM, IJe HalTH HHPOPMALIHIO;

14) Ha3zpanue - eqununa ydera 6ubnuoreyHoro ¢GoHzaa, B KauecTBe KOTOPOH
TDHHHUMAETCS KaX10€ HOBOE WJIM MOBTOPHOE U3JIaHUe, TOKYMEHT, OTIUYArOIIHICS OT
OCTa7IBHBIX BBIXOJHBIMU CBEISHHUSMHU WM 3JIEMEHTaMH M3JaTelbCKOro 0(QOpMIICHHUS.
[leproanYecKoe M3JlaHKe, BHE 3aBHCHMOCTH OT KOJMYECTBAa BBIYCKOB U HOMEPOB,
paccMaTpUBaeTCs Kak OJHO Ha3BaHUE;

15) O6menHsbIM QoHA — GoHA, MpeqHa3HaYeHHBIN 11 oOMeHa JOKyMEHTaMH,
0e3B03Me3IHOM mepemaun OubOinoTexkaM, HWH(MOPMALMOHHBIM LIEHTpaM /WM
TDOIKU UX OPTaHU3aLUSIM U YaCTHBIM JIUIAM;

16) [lopmuBKka — COBOKYITHOCTh HOMEPOB NEPUOANYECKUX U3TAHUM, CIIMUTHIX,
TEpPEIUIETeHHBIX WM CKPEIUICHHBIX JPYTMMU criocobamMu B OIHO Iiernoe. SBisiercs
JONOJHUTENIBHOM €IMHULIEH ydeTa, B TOM YUClie IS ras3erT;

17) Peructp y4yera — y4eTHO-pErUCTPALlMOHHBIN JOKYMEHT (CITMCOK, ITepeyeHb,
sHWra U T.1.), UMEIIMHA mnpaBoBoe 3HaueHue. COHEPKUT IepedeHb OCHOBHBIX
moxasaTened (MHOMKATOPOB), HEOOXOMWUMBIX MJIsl PETrUCTpallud JOKYMEHTOB B
COOTBETCTBUU C YCTAHOBJIEHHBIMH ITPaBUJIAMHU;

18) CereBoii TOKaIbHBIN TOKYMEHT - 3JIEKTPOHHBIN TOKYMEHT, HaXOAsALIHIiCS B
CTAUHOHAPHBIX XPaHUIIUILAX JaHHBIX KOHKPETHON 6ubnnoTexu;

19)  TemaTWKO-TUIIONOTMYECKHNA  IUIAH  KOMIUIEKTOBaHHsS  (Ipoduiib
SOMIUIEKTOBAHHUSI) - JOKYMEHT, DErJIaMEeHTHPYIOIINH OCHOBHBIE HAIPaBICHUS MU



ScO0SHHOCTH  KOMITIEKTOBAHMS OWONMOTEKH, MHOOPMAIMOHHOTO LEHTpa H
STpeIensIONU TEMATHKY, BHIBI M 9K3EMIUIIPHOCTE JIOKYMEHTOB, BKIIOYAEMBIX B
OH;

20) Y ganeHHKIH SMeKTPOHHBINA pecype - SIEKTPOHHBIA Pecypce, IpeanaraeMpli
=70 MPOW3BOJUTENIEM B KauecTBE OT/IENBHOTO MPOMYKTa, K KOTOPOMY oubnuoTeka
DOHIHATBHO UMEET IIPaBO JOCTYTIA.

1.2. Unsle tepmuHbl, yrnoTpebiasemsle B IIpaBuiax, HCHIONB3YIOTCA B
S=a=eHUH, YCTAHOBJIEHHOM 3aKoHoaTenbecTBoM Jlonenkoi HaponaHon PecniyOnuku.

I1. OGuue noJIosKeHus

2.1. Y4eT 10KyMeHTOB OGHOMHOTEYHOrO (OH/A SBJISETCS OCHOBOH OTYETHOCTH
% IIAHWPOBAHMS [ESTENBHOCTH OHONMOTEKH, CIOCOOCTBYeT OOECIICYCHHIO €ro
COXPaHHOCTH.

2.2. Vder BKIIOYAET PETUCTPALMIO IIOCTYIUICHHWS  [JOKyMEHTOB B
SwOauoTeuHBId (OHI, UX BBIOBITHS M3 (DOHIA, WTOTOBBIC NAHHBIC O BEIMYMHE
oGBeMme) Becero 61M6MoTeuHoro GOH/A U ero MoapasieNoB, CTOUMOCTh (OHIA.

2.3. OcHOBHbIE TpeGOBaHHUS, IPEeIBSBISIEMBIE K ydeTy OMOIMoTe4HOro Qona:

1) MOJIHOTA ¥ IOCTOBEPHOCTD yYEeTHOU HH(GOPMALIUH;

2) OTIepaTUBHOCTb;

3) IOKyMEHTHpoBaHHOe OGOpMIICHHE KKIOro TIIOCTYIUIEHHS B (QOHA H
£2%710r0 BBIOBITUS U3 QOHAA;

4) COBMECTMMOCTh MpHeMoB H GoOpM yd4eTa, HX HaISKHOCTh IpU
mapasiebHOM HCIIOJIb30BAHUH TPaAULIHOHHON ¥ aBTOMaTU3UPOBAHHOM TEXHOJIOIUH
v=eTa, COOTBETCTBME HOMEHKIATYphl IIOKasaTeled ydera (OHAA aHAJOTHYHBIM
T0Ka3aTelsaM roCyHapCTBEHHON OMOIMOTEYHON CTATHCTHKH.

2.4, VYyery TmomiexaT BCe JOKyMEHTHl (IIOCTOSIHHOTO, [UTHTEJIBHOTO,
SPeMEHHOr0 XpaHeHus), TocTynampomue B (Gonng OMOIMOTEKH W BBIOBIBAIOIIME W3
Souna OuOIMOTEKW, HE3aBHCMMO OT Bujaa Hocurens. J[OKYMEHTBI IMOCTOSHHOIO
(GeccpOYHOTO) XpaHeHHs — [OKyMEeHThl 0e3 OIpeIeseHHs CPOKOB XpaHEHHUs,
OTBeYalolMe KPUTEPHSIM MEMOPHUANBHOCTH, KOJIJIEKIMOHHOCTH, YHHKaJIbHOCTH,
DapUTETHOCTH, YAaCTh U3 KOTOPBIX OTHOCHTCS K JOKYMEHTaM PpeCIyOIMKaHCKOTO
SubauoTeunoro Gouaa, (GOPMUPYIOLIErocss Ha OCHOBE CHCTEMBI 00sA3aTENbHOTO
SK3eMITIAPA U KHUKHBIX TaMSATHUKOB.

2.5. BubnMoTeKy caMOCTOSTEIBHO ONMPENeIsOT CPOKH U COCTAB JOKYMEHTOB
TOCTOSHHOTIO, JUTUTENBHOI0, BpEMEHHOTO XpaHEeHNUs, UCXOAs W3 Lenel OMONUOTeKH,
onpezeeHHoM YcraBoM (monoxenneM) 6ubnuorexu. Cpoku XpaHeHuUs JOKYMEHTOB




7= B TeMaTUKO-TUIIOJIOTHYECKOM IUTaHe KOMIUIeKToBaHUs UK [Ipodune
%5 HOHIOB OHOIHUOTEKH.

He BxmoydaroTcs B GoHI GUOIUOTEKU U HE MOAJIEKAT YUETy ClIeIyIoLIue

SHTOB:

l) SCTOMOTraTeNIbHOIO Ha3HA4YeHWs, SBILIOINMECS padO4YuM HHCTPYMEHTOM

=0r0 mepcoHana (yIpaBleH4YecKas U MPOU3BOJCTBEHHAs IOKYMEHTAlUs,

= MPOAYKTHI);

MaTepuanbl, npuobperaeMele Isi OQOpMIIeHUS OUOTMOTEKH, APYTHX

* paloT, He CBSI3aHHBIX C KOMIUIEKTOBaHWEM OMOIMOTeYHOro hOHAA;

© = owoBM3yalbHBIE, MPEIHASHAYEHHBIE /I MPOBENEHHS OUONMOTEYHO—

: DHHBIX U KyJIBTYPHBIX MEPOIIPUATHH;

-Q W33aHus PEeKIaMHO-UHGOPMAIMOHHOTO XapakTepa, HUCIIONb3yeMble IS
J0saHUS YUTaTellel.

— . ¥=eT JOKYMEHTOB BEJETCsl B PETUCTPaxX MHIUBULYAIBHOIO U CyMMapHOIO
S¥MaXHOM U/WIIN 3JIEKTPOHHOM HOCHTEIE.

PeructpamMu  MHIMBUIYaTbHOIO  yd4eTa JOKYMEHTOB  SIBIISIOTCS:
oEHas KHWAra (MHBEHTapHas KHMra), KapTodyka perucTpaiid Ha
===nlii BHJ JOKYMEHTa JJIs ra3eT, )KypHaJoB, IPYTUX BUIOB JOKYMEHTOB.
TaKXKe  pEerucTpaMd  WHIUBUAYaTBHOTO  ydeTa  CYHTATh
fSSCKYI0 ONMCh (KaTajor), Y4YeTHBIM KaTajlor, YYeTHbId ¢aiin c
s ©opmaMu, (GOPMUpPYEMBIMH B TIOPSIIKE WHBEHTApHBIX HIIM HHBIX
FALUHOHHBIX HOMEPOB JOKYMEHTOB.
hnlcrpm UHIMBUIYalbHOTO y4YeTa [JOKYMEHTOB OubmauoreuHoro ¢doHma
=T DEKBHU3WTHI, UACHTUQUIMPYIOUINE KaXIbIH OOKYMEHT C YKa3aHHWEM
¥ O NOCTYIUICHUH JOKYMEHTA U O €T0 BBIOBITUM U3 OubnuoTeyHoro dboHza.
“lom  HeoOXOAMMOCTH Ul  y4yeTa OTHeNbHBIX creruduyeckux (HOHIOB
=D. HOTHBIX, MHUKPOOMUIBMOB, ayJUOBHU3YAIbHBIX IOKYMEHTOB U T.IL.)
A UHBIE (OPMBI PETHCTPAlMOHHBIX KHHT, OPraHU30BAaHHBIX B ITOPSIKE
IMOHHBIX HOMEPOB JOKYMEHTOB ¢ A00aBiieHHEM OyKBbI, HAIPUMEp: Mepen
EOESIM HOMEDPOM JJIEKTPOHHBIX IOKYMEHTOB nobaBmsercs OykBa «C» wunmm

EpyTas.

TS

— = PeructpaMm CyMMapHOro ydera MHOKYMEHTOB SIBISIOTCS: KHHMTra
ydyeta OuOnmoreqHoro QoHma, JHCTBI CYMMapHOrO y4eTa
==u0r0 (OHMA, KypHal. JlomycKaroTcs pa3iddHble MOMU(DUKAIIMN KHUTH
yueta. HesaBucMMO OT BHAA YYETHOTO [JOKYMEHTa pETUCTPHI
=070 y4eTa coJiepKaT TPU B3aUMOCBS3aHHbIE YaCTH:
* [locTymnieHne JOKYMEHTOB B OUOIHOTEUHbIH (OHT;
~ BeibbITHE HOKYMEHTOB M3 OUOIHOTEUHOro (hOoHAE;




3) Wtoru nBukeHuWs GHOIHOTEYHOro (OHIa: HTOTrOBEIE NaHHBIE HA KOHEI[
OTYETHOTO Iepuoa.

OGo61ueHHbIe JaHHbIE OTPAKAIOTCA B KAXION 49acTH PerucTpa CyMMapHOTro
yuera.

2.10. CymMMapHBIi U MHAMBHIYATBHBIH y4eT (OHEA BENETCS CTPYKTYpHBIMH
TONIpaseNeHusIMU OUOINOTEKH, B BEIEHHH KOTOPBIX HAXOIUTCS KOMIUIEKTOBAHHE
doHza, a TaKKe I0/pa3NeTCHUIMH, 00eCTIeYNBAIOIIUMY XPAHEHHE U HCIOTB30BAHME
3aKPCIICHHBIX 32 HUMU YacTel o01mero hoHna 6U6IMoTeKy.

III. Exuanuer yyera 6u6auoTeynoro donga

3.1. BenmuunHa (06BeM) U ABMKeHUe donma uzmepsrores B YHADUIUPOBAHHBIX
SAHHHIIAX YYerTa.

OcCHOBHEIMU euHUIIAMY y4eTa JI0OKYMEHTOB OHOIMOTeTHOr0 hOHzA SBISIOTCS
SESEMILIAD U Ha3BaHME, s Ta3eT - FOA0BOM KOMITIEKT U Ha3BaHKe.,

JlOTONHUTEbHEIMY eIMHUIAMY y4YeTa donna sBASIOTCS rOHOBOM KOMIIJIEKT,
METPOIIOIIKa, ITOAIIMBKA (IIepeTIeTHas eAMHUIA); IS 3JIEKTPOHHBIX JTOKYMEHTOB -
SAWMHUIIA [IaMSITH JaHHbIX.

3.2. O6mast BenuyuHa GUGIMOTEHHOrO donza B menom u ero TIO/Ipa3aelioB, B
FOM HHCJIE CETeBBIX JIOKANLHBIX NIOKYMEHTOB M CETEBBIX YIaJeHHBIX JOKYMEHTOB,
YHHTBIBACTCS B OK3EMIUIAPAx, HOBBIE ITOCTYIICHHS - B SK3eMIUIAPaX ¥ Ha3BaAHUAX.
510 TOI0BBIX KOMILIIEKTOB ra3eT NPUPaBHUBACTCSI K YMCITY SK3EMILISPOB.

IV. Yuer nokymenToB no Bugam u KaTeropusim

4.1. IlevaTHble U3nanus u HEOIyOJIMKOBaHHbIE IOKYMEHTHL.

K me"aTHBIM M3maHMsAM OTHOCSTCS THPa)XXHPOBaHHbIE W3/IAHMS, TOJyYEeHHbIE
FETSTSHMCM WM THCHEHHEM, NOMUrpaGHyecKd caMOCTOSTENhHO ohopMIIeHHEIE:
SEMIH. OpOLIIOpBI, KypHABI, IPONODKAFOIINECS M3HaHWS, IIHCTOBBIE H3IaHMS,
“SSSTEL M3OM3NaHWA, HOTHBIE W3NAHHS, KapTorpaduyeckue H3/1aHMsl, HOPMATUBHO-
S RSIHCCRUC U TEXHMYECKHe J0KyMEHTHL, aBTopedepars TUCCEepTAITHii.

K neony6ianukoBaHHBIM AOKYMEHTaM OTHOCATCS DYKONMCHBIE NOKYMEHTEI
PYNONHCHBIC KHUTH U apXUBHEIE TOKYMEHTEI), 8 TaKKe JAOKYMEHTEI, U3rOTOBJIEHHBIE
SAMEMYHBIX  OK3EMIUISAPAX, SBISIOIIMECS  OOBEKTAMHE UHTEIJIEKTYalbHOU
SOOCTBEHHOCTH (EMOHUPOBAHHbIE HayuHble paboThl, IHCCEpPTAINH, MPETPUHTEL,
SESSTEL O HAay4YHO-HCCIIeI0BATENbCKUX paboTax, TIEPEBO/IEI, ONIMCAHKS aTTOPUTMOB H
ZporpamM  DBM, MIPOCKTHO-KOHCTPYKTOPCKAst — NOKYMEHTAIHsl), TAaKTHIIbHbIE
=1 SOSISABHBIC U3NAHUS TS CJICTIBIX U CIabOBUIAIIHX.

ur

4.1.1. Kauru u OpOIIIOPBI yYUTBIBAIOTCS B SK3EMIUISIpaxX U Ha3BaHUSX.
Otzensaev IK3EMILISIPOM U Ha3BaHWUEM YYHTBIBAIOTCS



1) kaxxgoe oTHeNbHOE U3AaHue (KHUra, OpoIopa);

2) Kaxa0e BXoJsllee B KOHBOJIIOT U3IaHUE;

3) KaXIbIM OTHENBHBIM TOM (BBIIYCK, 4YacTb) MHOIOTOMHOIO U3JaHUS,
UMEIOIINN MHANBUIYaJIbHOE 3arjaBue;

4) xaxpas w3 OpouIop, BEITYIIEHHBIX B OOBEIUHSIOIIEH WX H3IaTeNbCKOU
nanke, 00JI0XKKe, MAH)KETKE;

5) Kaxmas KHUra Wiad OpoIopa, BXOASIIAs B KHIDKHYKH CEpHUI0
(HyMepOBaHHYIO UM HEHYMEPOBAHHYIO);

6) OTHEeNnbHO WU3JaHHBIE NPUIIOKEHUs K KHUraM u OpouropaM, HMeIoIue
MHIMBHUyalIbHOE 3arVIaBUe M CaMOCTOSTEIbHOE 3HaUCHHUE.

4.1.2. JIoKyMeHTBI, BHITIOJHEHHEIE peNbe(HO-TOYSTHBIM MPUPTOM (MIpudTOM
bpaiins), y4uTEIBarOTCS B 3K3eMILISIpaX U Ha3BaHUSX.

4.1.3. JKypHnais! 1 npofomKaroIrecs U3JaHUsl YYUTHIBAIOTCS B DK3eMIUISIpax 1
Ha3BaHUSIX.

DK3eMIUIIPOM CUMUTAETCS] HOMEP JXypHala, MPOJOJIKAIOIIEroCcs W3AaHus, TOM,
BBIIYCK, MU3ZIaHHBbIe 110 OTAEABHOCTHU, a TAK)Ke KOMIUIEKT HOMEPOB, TOMOB, BBIITYCKOB,
IeperieTeHHbIX B OAWH OJIOK U3/1aTeIbCTBOM.

OnmayM  Ha3zBaHMEM  YYWUTHIBAETCS  KOMIUIGKT  HOMEPOB  JKYPHAJIOB,
IPOJOJDKAIOIIMXCS U3IaHUH, TOMOB, BBIITYCKOB, 00pa3yIomuX OTASIBHYIO eIUHHUILY C
OTJIUYUTEIBHBIM 3araBUEeM.

Ileproguueckie NPUIOKEHUS K JKypHalaM, BBIXOISIIUE CaMOCTOSITEIBHO,
UMEIOIIME WHIWBUyallbHOE 3ariaBue U COOCTBEHHYIO HYMEpPAIUIO, YUYHUTHIBAIOTCS
KaK OT/IebHbIE IK3eMILUISAPEI U OTIENIbHbIE HAa3BaHMS.

Kaxmas cepust NpoLO/KAIOLIETOCS HW3JAHMS, MMEIOLas WHIWBHIYATbHOE
3arjaBMe M COOCTBEHHYIO HYMEPALHUIO BBIYCKOB, YYHTBIBAETCS Kak OTHEIBHOE
Ha3BaHUE.

Kaxzplii camMoCTOSTeNbHbIM TOM (BBIMYCK) MPOJOIKAIOIIETOCsS W3AaHUS
YYUTBIBAETCS KaK OT/IeNbHOE Ha3BaHHE.

4.1.4. I'a3eTsl yYUTHIBAIOTCS B FOIOBBIX KOMITIEKTAX U HA3BAHUSX.

OnHuM Ha3BaHMEM YUYHMTBIBACTCSI KOMILIEKT raseT, 00pasyrouluX OTAEIbHYIO
SAWHULY C OTIUYHUTENBHBIM 3ariaBueM. [Ipy w3MeHeHuu 3ariaBusi HOBOM y4eTHOMH
EIMHHLIEH CYUTAETCs H3JaHUE, eClM H3MEHEHHWE BHECEHO B IIEpBLIE IISTh CIOB
3ariaBusl.

OnuonueBHblE (Pa3oBble) ra3eThl YYUTHIBAIOTCS B AK3eMIUIApax (HOMep,
BBITYCK) ¥ Ha3BaHUSIX.

OtnensHO W3aHHBIE IEPHOJUYECKHE TIPHIOKEHHMS K Ta3eTaM, HMEIoLIHe
VHIWBUAYyallbHOE  3arjaBMe U  COOCTBEHHYIO  HYMEpAalldio, YUYHTHIBAIOTCH
CaMOCTOSITEITBHO.

4.1.5. Mzousnanus (ans00Mbl, KOMIUIEKTE], OTAEIbHBIE JIUCTOBLIE U3JAHUSA) U
penbe@HO-TpaduIecKhe MOCOOMS U CIeNblX W CIabOBMISIIMX YYHUTHIBAIOTCS B
3K3eMIUIApaxX U Ha3BaHUSIX.



OtnenbHBIM 5K3eMILIIPOM U Ha3BaHMEM YUHTBIBACTCS KaXKIBIM JIMCT (BBINTYCK)
CepHM M30U3JaHHM, He O0ObeAUHEHHblE W3ATENbCKOM Mmankoi (06I0XKKOH,
MaHXETKOH).

JlucroBble u3NaHMA, OOBeAWHEHHble M3JATENbCKOU Manko (06I0XKKOM,
MaHXeTKOMH, 00epTKO) yIUTHIBAIOTCS KaK OJUH SK3EMILISP U OJHO Ha3BaHMUE.

4.1.6. HoTHble M31aHUS yUUTHIBAIOTCS B 9K3EMILISIPAX ¥ Ha3BaHUSX.

OTaensHBIM 3K3eMIULIPOM M HA3BAaHUEM YUUTEIBAIOTCH:

CaMOCTOSITEIbHbIE HOTHBIE W31aHWsA, OOBbEIUHEHHBIE B OJHOM IIEpeIIeTe
(KOHBOJTIOTE);

OTHENbHBIE MAapTHH (rojioca) ¥ MapTUTypa (KIaBUp), H3AaHHBIE Pa3IelbHO.

OnuuM 3K3eMIUIAPOM U Ha3BaHUEM YUYHMTBIBAIOTCS: OTHENBHBIE MapTHH
(romoca), oObeIUHEHHBIE C MApPTUTYPOl (KIaBHPOM) B OJHOM H3/aHHUH, a TaKXKe
NapTu, 00beIMHEHHbIE H3/1aTeTbCKOMN ManKoi (0610%KKOo).

4.1.7. Kaprorpaduueckue u3AaHMS YUUTHIBAIOTCS B OK3EMIUIApaxX W
Ha3BaHUSX.

OtnensHBIM 5K3eMIUIIPOM M Ha3BaHUEM YYUTHIBAIOTCS:

1) arnackl, cocTosMe M3 OTAENBHBIX HYMEPOBAaHHBIX WM AATHPOBAHHBIX
BBIITYCKOB;

2) KaXKJIbIi BBITYCK CePUITHOIO M3JaHuUs KapThl MU aTiIaca.

OnHuMM 5K3€MIUIIPOM M HasBaHMEM YUYMTHIBAETCS KapTa, U3OaHHAS Ha
HECKOIIBKHX JIMCTaX (IIOMJIeXKalUX CKIIeHKe), 00beIMHEHHBIX OOIIIM 3arTIaBHEM.

MHororomHEIe (MHOTONHUCTOBBIE) Kaprorpaduueckue U3JJaHu4,
OOBeNHEeHHBIE OOIIMM 3aryiaBHeM, YYUTBIBAIOTCS [0 KOJIMYECTBY TOMOB M OZHOMY
Ha3BaHWIO. MHOroromMHele  (MHOTONIMCTOBBIE)  Kaprorpaduyeckue  W3TaHUS,
00BeIMHCHHbIC OOLIUM 3ar/IaBUeM, YUYHTBIBAIOTCA 110 KOJMYECTBY TOMOB U OJHOMY
H23BaHHUIO.

OtznenbHO M3JaHHBIE, HO HE KMEIOIIHE CaMOCTOSTENBHOTO 3HAYEHWS,
¥apTorpaduuecKue MPUIOKEHHS K PasIMYHBIM M3IAHWSM (KHMTaM, GpoIIopam,
#VDHaJIaM) YUYUTbIBAIOTCS €IMHBIM KOMILIEKTOM C OCHOBHBIM H3/IaHUEM.

4.1.8. HOpMaTHBHO-TEXHUYECKHE ¥ TEXHHYECKUE JOKYMEHTH! (IIaTEeHTHbIE
JOKYMEHTBI, THUIIOBBIE TIPOEKTHI M YEPTEXH, KATaJIOTH IPOMBIIIIEHHOTO
00OpyZOBaHHs W W3JeNMH, HOPMAaTHBHBIE MOKYMEHTHl MO CTaHAAPTH3ALHM
TEXHHYECKHE YCIIOBUS, PYKOBOISIIME NOKYMEHTHl M IIpaBWJIa) YYUTHIBAIOTCA B
3E3EMILIpaxX U Ha3BaHHUSX.

OmuuM 5K3eMINSIPOM M Ha3BaHWEM YYMTHIBAFOTCS CTAHIAPTHI U KaTAOTH
TPOMBILIIIEHHOIO OOOpYNOBAaHUS W HW3JENUM, BBINYILEHHBIE B OOBEAMHSIONEN WX
#37aTeNbCKOM marke (00JI0XKKe) MpU HATMIMK Ha TanKe OOIied LeHbl, ComepiKaHus
SCET0 M3aHUs, €AMHBIX BRIXOIHBIX JaHHBIX.

OTiesbHBIM 9K3eMIIAPOM U Ha3BaHMEM YYHTHIBAIOTCS CTAHAAPTHI U KATAIOTHU
TPOMBILIUICHHOTO  O0OpYJOBaHMS W W3[ENWH, Jpyrue CHelUalbHBIe BB
JOXYMEHTOB, BBINYIICHHBIE B BUIE OTAEIBHBIX JIUCTOB, €CIM KAXKIBIA U3 HUX UMEET




CBOM BBIXOJHBIC [aHHBIE, LIEHY, THPaX, JaXX€ €CITH OHM OO0BLeIWHEHBl OIHOU
H371aTeIbCKOM mankoi (06105KKoH).

4.1.9. Heony0OnukoBaHHbBIE JOKYMEHTBI YYMTHIBAIOTCS B OSK3EMILIApax |
Ha3BaHUAX.

OnHuM 9K3eMIUISIPOM U Ha3BAaHWEM YYHTHIBAIOTCS: ACMOHMPOBAHHAS HAYYHAs
pabota  (KOMIUIEKT, COCTOAINMH H3  OBYX  O9K3eMIUIAPOB  paboThl) W
COIIPOBOJUTEIILHEIE JIOKYMEHTBI; HEOITyOJINKOBaHHBIE JOKYMEHTHI,
cOpOIIIOPOBaHHBIE WIIH COIEPIKALIMECS B OTAECIBHOM MarKe.

JJ11 KOHCTPYKTOPCKOM NOKYMEHTAIMH SIUHULEH YUYeTa SBISETCsS YepTek MK
MONHBIM  KOMIUIEKT KOHCTPYKTOPCKHMX JOKYMEHTOB, OTHOCSIIHXCS K OJHOMY
H3IeHIo (00BeKTY).

4.1.10. O6noBnseMoe INeYaTHOE W3IAHME YUUTBHIBATCS KaK OTHENBHOE
Ha3BaHWE M OTACNIBHBIM 3K3EMIUIAP IPU MEPBUYHOM IOCTYIUIEHHH B OUOIHOTEKY.
Hocneyromue NOCTYIEHNUs BKJIAHBIX JIUCTOB, NPeAHA3HAUEHHbIX s AOTOTHEHUS
HJIH 3aMEHBI COOTBETCTBYIOLIMX JINCTOB B M3aHUH, OTAETEHOMY y4eTy He IIOIEXKAT.

4.2. AynioBu3yaibHble JOKYMEHTBL.

K aynuoBusyalnbHEIM  JOKYMEHTAM  OTHOCSTCS  (DOHOJOKYMEHTEL
BHIC0/IOKYMEHTHI, (GOTOMOKYMEHTBI, =~ KHHOLOKYMEHTBI,  JOKYMEHTHl  Ha
MHKpOQOpMax.

4.2.1. Epununamu ydera (oHIA ayIMOBU3yalbHEIX TOKYMEHTOB SIBIISIOTCS
3K3eMIUISIP U Ha3BaHUE.

OtTnenbHBIM 5K3eMIUIIPOM YYHUTHIBAFOTCS

1) nucK - ISt TpaMILIaCTUHOK;

2) xaTy1ika, Kaccera WM 600MHa - 1711 MArHUTHBIX (POHOIPaMM; Kaccera - I
BHIE0JI0KyMEHTOB,;

3) Kazp - Ui GOTOMOKYMEHTOB (JMANO3UTHUROB, ClIaliIoB);

4) 6obuHa - UIsI KHHOGUIEMOB.

OnHHM Ha3BaHUEM YYHUTBHIBAIOTCS:

1) OTZeIIBHO BBINyIIEHHAs IPAMILIACTHHKA, KacceTa, TA60 KOMILTEKT (anb6oM)
TP2aMIUTACTHHOK, KacceT, 00beIMHEHHBIX OOLIUM Ha3BaHUEM;

2) wmarnwTHas (OHOTpaMMa Ha OIHOW KaTymike (KacceTe), MarHHTHAs
DoHOTpaMMa Ha HECKONBKMX KaTylIKax (KacceTax), OOBEeIMHEHHBIX OOLIUM
=23BaHUEM; -

3) OTHEeNBHO W3NAHHBIA (DOHOMOKYMEHT HIM KOMIUIEKT (DOHOJOKYMEHTOB,
00BEIMHEHHBIX OOIIUM 3ariiaBUeM;

4) KuHODHIBM, NUAHUIBM HE3aBUCHMO OT YHCIIA COCTABJISIOIIMX YACTel MU
¥21pO0B (1711 KOMIUTIEKTa TUarO3UTHBOB).

4.2.2. AynuoBu3yanbHBle JOKYMCHTHI, SBISIONIMECS MPHIOKEHHEM K
DEsIWYHBIM HM3JAHUSM M BBINOJHAIOIIKAE CAMOCTOATENbHBIE (DYHKIUM, a TaKke
HCTIOB3yeMble B paboTe OTHENBHO OT OCHOBHOTO M3/IaHMsl, MOTYT YYUTHIBATHCS KaK
OTIeIbHEIE 9K3eMILISPHI. AynuoBusyansHOe IIPUIIOKEHHE, MMerolee



WHINBHIVAIBHOE 3arjaBMe M CaMOCTOATE/IbHOEC 3Ha4YCHHE, YIMThIBACTCA Kax
OTISIBHOSC Ha3sBaHHC.

4.3. JIoKyMeHTHI Ha MUKpO(pOpMax.
K 70KyMeHTaM Ha MEKPO(pOpMaxX OTHOCATCS MUKPO(QHUIBMEI U MEKPO(HUIIIH.

4.3.1. ExuavuamMu yuera JOKYMEHTOB Ha MUKPO(QOPMaXx sBISIOTCS SK3EMILISIP
¥ Ha3BaHUE.

DK3eMIUISIpOM [UTsl JOKYMEHTOB Ha MHKpO(OpMax SBISIOTCS: PYJIOH — IUIS
MEKPO(UIEMOB; QA - 1T MUKPODHMILIL

OHMM Ha3BaHUEM YUUTHIBAETCS KOMIUIEKT MUKPOGHUIBMOB HIIM MUKPOQHIIL,
00BeHHEHHBIX OOIIUM 3ariiaBieM, He3aBUCHUMO OT YUCJIa COCTABIISIFOIIMX YaCTEH.

43.2. O6mwuit 06veM (GoHTa JOKYMEHTOB Ha MHUKPOGOPMAaxX yUUTHIBAETCS IIO
$07H9eCTBY DYJIOHOB M (HII, BKIIOHYas KOMHM DPAa3HBIX IOKOJEHUW (apXWBHBIE,
DS3SPBHEIC U I10JTB30BATEIIBCKUE).

4.4. DNeKTpOHHBIE TOKYMEHTEL.

K 371eKTpOHHBIM TOKYMEHTaM OTHOCSTCS:

1) JOKyMEHTEI Ha ChEMHBIX HOCHTEISIX (KOMITaKT-ANCKH, (riel-KapThl);

2) IOKYMEHTHI, pasMellaeMble Ha JKECTKOM IMCKe KOMIbIoTepa (cepBepe)
SmOTMOTEKM M JOCTYNHBIE  TONB30BaTelssM  depe3  UHPOPMALMOHHO-
TEIeKOMMYHUKAIIMOHHBIE CETH (J1aiee - CeTeBhIe JTOKalbHbIe JOKYMEHTHI);

3) IOKyMEHTEHI, pa3MellaeMble Ha aBTOHOMHBIX aBTOMAaTH3MPOBaHHBIX PabOUHX
cTannuax OUOIHOTEKH (aaliee - HHCTAIIMPOBAaHHbIE TOKYMEHTHI);

4) IOKyMEHTBI, pa3MeIleHHble Ha BHEIIHUX TEXHUYECKUX CpeACTBax,
noayvaaeMble OMOIMOTEKOM BO BpeMeHHOe MOJb30BaHME 4epe3 WH(OPMAIMOHHO-
TEISKOMMYHUKAIIMOHHBIE CETH Ha YCIIOBUSX OrOBOpa, KOHTPaKTa, JUUEH3HMOHHOTO
COrJ2mIeHHs C TIPOM3BOOMTENSIMU HMH(OpMalWM (fajlee - CETeBBIE YIAJICHHBIE
JOEYMEHTHI).

JIOKyMEHTHI Ha KOMITaKT-IUCKaX pasfeNsioTcs o cBoeMy (QYHKIHOHAIEHOMY
=23HaYCHUIO!

1) 3aBeplIeHHOE JIEKTPOHHOE U3JJaHUE, KOTOPOE HEPACTOPXKUMO C HOCUTENIEM
% TPOrpaMMHOM 000JIOUKOH;

2) IpWIOKEHUE K [TIeYaTHOMY U3/1aHUIO;

3) Bepcusi 0a3 [JaHHBIX, KOTOpas IIpeHAa3Ha4Y€Ha WCKIIOYUTENIBLHO IS
DOCTVKHWBAHHUS — TIOJIb30BaTeNiel, IMOUIeKUT  BO3BpaTy  IIOCTaBUIMKY  WIIH
VEWHSTOXKEHUIO 10 UCTEYEHUU BPEMEHU TOAITUCKH;

4) apXuBHas (pe3epBHas) KOTIUSI 3JIEKTPOHHBIX  JOKYMEHTOB,
T0I530BaTeNIbCKHAE BEPCUM KOTOPBIX JOCTYIIHBL C cepBepa OUOIUOTEKH.

V=EeTy MoUTeXaT BCe BHUIBI IEPEUNCIEHHBIX JOKYMEHTOB KOMIIAKT-I1CKOB.

4.4.1. EnvHAIIaMH y4eTa 3JIEKTPOHHBIX JOKYMEHTOB Ha CHEMHBIX HOCHTENSX

S2ISF0TCS DK3EMIUISP U Ha3BaHUE.
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1) OTmenbHBIM 5K3eMILISPOM YUMTBIBAETCS KaXKIbIH ABTOHOMHBIH OGBEKT
| KOMITaKT-/IMCK).

OtTzmenbHBIM 3K3EMIUTAPDOM ¥ HA3BaHHWEM YUHTHIBAIOTCS MIPUIIOKEHUS K
DESTHYHBIM - M3M@HMAM, BBIIONHSIOIINE CaMOCTOSATENbHBIE (YHKIMH, a TakKe
HCTIOB3yeMEIE B paboTe OTAENBHO OT OCHOBHOTO M3IaHMSI.

2) OtzaenbHBIMY 3K3EMIUIAPAMH HE YUHUTHIBAIOTCS

KOMIIaKT-IUCKH, INMPEACTaBIsIonMe Co00M BKIagKy (BIOXKEHWE) B H3JAHUE
H1H €0 HEOThEMIIEMOE NIPUIIOKEHHE.

3) OnHMM Ha3BaHWEM YUHTBIBAIOTCS:

OTACTBHO BBITYIIEHHBIH KOMITAKT-IUCK;

KaXJIpl KOMIaKT-IUCK, BXOMSLIMH B HyMEPOBAHHYIO HIIH HEHYMEpPOBaHHYIO
CEDHIO 3JIEKTPOHHBIX U3IaHUH;

KOMILIEKT KOMIIAKT-AUCKOB, 00BEJUHEHHBIX OOIINM Ha3BaHUEM:;

H3/IaHHBIC B Ka4eCTBE CaMOCTOSITENIBHBIX M3[JaHUM TIPUIOKEHUS K H3JAHUIM
T=000r0 Ipyroro BUZAA, HUMEIOIIME COOGCTBEHHOE 3ariaBHe U JOIyCKAaIOIINe HX
scnoas3oBanue 6e3 oOpalleHus K OCHOBHOMY M3IaHHIO.

4) B moxkymentax Ha (ueln-kapTax OJHHM OK3EMIIIIPOM Y Ha3BaHHEM
S SHIBIBACTCS  KaXKJO€ IEJNOCTHOE [IPOM3BEACHHE, HMEIOIee CaMOCTOSTENbHOE
3ariaBue.

44.2. EnvHunaMuM yd4era CETEBHIX JIOKATBHBIX U UHCTaJIJIUPOBAaHHEIX
SOEYMEHTOB ABJIAIOTCS 9K3eMILISIP (YCIIOBHAS €IMHUIA YYETa) U Ha3BaHMe.

OnsvM Ha3BaHUEM YYWTHIBAETCA LEIOCTHOE NIPOU3BEJEHUE, HMEIOIIee
“SMOCTOATCIBHOE 3arjlaBUe, BHE 3aBHCHMOCTHM OT €ro IpejacTaBieHus. OnHoi
SSMEHLSH YIUTBIBACTCS NIOTOMHAEMBII X OGHOBIISAEMBIH 3/1eKTPOHHEIN JIOKYMEHT.

JK3eMILIAPOM SABJACTCS JOKYMEHT B ONPEIeICHHOM bopmate XpaHeHHS WIH
“peactasneHus. Popmatel OTHOW W TOM K€ eOWHHUILI KOHTEHTA YYUTBIBAKOTCS
DTISABHO.

+4.3. Envnwnamy ydera CeTeBBIX yIAICHHBIX JOKYMEHTOB SIBJISTFOTCS
ssemmasp (YCIoBHAs eIMHULA yYeTa) U Ha3BaHHe.

OZHNM 3K3eMIUIAPOM W Ha3BaHHEM YUUTHIBAETCS KAXKIBIH MONHOTEKCTOBLIH
SESSTDOHHBIM JIOKYMEHT, MMEOIIUH CaMOCTOSTENBHOE 3ariaBhe, BKIIOUCHHBIN B
SESET. K KOTOPOMY 0(hOPMIIEHO TIPaBO JOCTYIIA Y €r0 ITPOU3BOIUTEN.

OxHoM enuMHULEH YYUTHIBAETCS MOMONTHIEMBIM U 0GHOBIISEMEI SIEKTPOHHBIM
BOKYMEHT.

V. Yuer nocrynsienusi 10KyMeHTOB B GHGIHOTEYH b honn

3.1, JIoKyMeHTBl NPHHHUMAIOTCS MO IePBUYHBIM YUYETHBIM JOKyYMEHTaM
S2smanHas, akT), BKIIOYAIOIMM CIHCOK MOCTYILICHHMIA.

5.1.1. TlpeM NOKYMEHTOB, MOCTYNAIOLIAX B OubioTexy 6e3 MepBHYHBIX
SO MEHTOB Ha 0€3BO3ME3THON OCHOBE, OQOPMIILETCS aKTOM O MIpUeMe JTOKYMEHTOB.
SOpM2 aKTa M COCTAB KOMHUCCHM TIO IpHEMY U OLEHKe TMOKYMEHTOB yTBEPKIAIOTCS
TOEEE3aMH DYKOBOJUTENS OMOIUOTEKH.
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5.1.2. TlpueM IOKyMEHTOB OT 4MTarelied B3aMeH yTepSHHBIX W MPU3HAHHBIX
DESHOLUEHHBIMU YTPAuYeHHBIM, 0QOPMIISIETCS aKTOM O NPHEME JOKYMEHTOB B3aMEH
vTepsHHBIX. B akTe yKa3bIBaroTCsd (GaMuins, MHHULHMANBL YUTaTElNs, CBEICHUS 00
TepSHHBIX M3JaHUAX (PETMCTPALMOHHBIL HOMep, KpaTkoe Oubinorpaduueckoe
ommcaHye W3aHMsA, 1leHa), CBEJEHHs O [PUHATHIX M3JaHMax  (KpaTkoe
SmOamorpaduyeckoe  ONKCaHWe M3JlaHWA, LeHa), IMOINKWCH 4HTaTeNnsd M
NPEHEEMAIOIIEH CTOPOHBI.

TlomyckaeTcsa Benenue "TeTpamu ydera H3JaHWH, TPUHATBIX OT YUTaTeNeH
=3ameH yTepSHHBIX" C MOCNERYIOMKM O(OpPMIEHHEM CBOIHOTO aKTa O MpHEME
ZOXVMEHTOB Ha OCHOBE HECKOIBKHX 3amuceil B "TeTpanu yuera usfaHuil, IPUHATHIX
0T =SHTaTeNel B3aMeH YTePSHHBIXY.

J
(N)

JIOKyMEHTBI, MOCTyHaolue B OuUOIMOTEKY, MOAIENKAT CYMMapHOMY

52.1. Caemenusi O BKJIIOYAeMbIX B OHOJMOTEYHBIH QOHA IOKYMEHTax
SECHDYIOTCS B KHUTE CyMMapHOTo ydeTa 6ubnuoreurnoro Gonaa (Ipuioxenue 1).

B pemcrpax CyMMapHOTO yyeTa [ieHa yKa3bIBaeTcs B pyOisax 0e3 Koreek.

5.2.2. CyMMapHBIii y4eT MOCTYIUIEHHS IIEKTPOHHBIX CETEBBIX JIOKAIBHbIX HITH
¥ Z27e=HEIX JJOKYMEHTOB BeIeTCs B OTIEIBHOM PErUCTPe C OTPAXKCHUEM CIISIYIOIINX
sosa3aTesieli: JaThl U TOPSIKOBOTO HOMEpa 3allMCH, PEKBHU3UTOB JIMLIEH3MOHHOIO
sorosopa (Ha3sBaHMA W HOMepa [OKYMEHTa, CPOKa ero JNEeHCTBUsl, CTOUMOCTH),
somw=ecTBa 0a3 JaHHBIX (TAKETOB) ¥ BKIIOYEHHBIX B HUX Ha3BaHHM.

5.3. JIOKYMEHTHI, ITIOATOTOBJEHHbIE K IIpUeMy B OuOmMoTeuHBId (OHL,
TOIBSpraroTCs IEPBUYHON 00paboTKe U HHAUBH/IYalbHOMY YUeTy.

53.1. UnauBuayaibHbI yd4eT DOKYMEHTOB BEJIEeTCS B WHBEHTApPHOW KHUTE
s=cmemayanbHOro ydera OubnuoreyHoro ¢ouma (Ilpunoxennme 2) myTeMm
Sowcs0SHWS KaXKIOMY SK3eMIUIApY JOKYMEHTa PETHCTPalMOHHOTO HOMEpa, MHOTO
S=2s= 3 KauecTBE PETMCTPALMOHHOIO HOMEpa (CHCTEMHOIO HOMEpa KOMITBFOTEPHOU
SoorpemMBl, [ITPUX-KoZa M Jpyrux). MHamBuayanbHbIA HOMEp 3aKperuigercs 3a
Z0sMSHTOM Ha BCE BPeMs ero HaxodkeHus B GoH/e OUOIHOTEKH.

B HHBEHTAPHYIO KHWIY WHIWBHIYaJIbHOTO ydyeTa OUOIHOTEYHOrO dbonzma
ss=0cHETCH [IeHa JIOKYMEHTa, YKa3aHHas B COIPOBOJUTENBHOM JOKyMeHTe. Ecii 1ieHa
sosvwmeETa, B Ipouecce npeObiBaHHMS B OuOIHMOTEKe, IpeTepriesia HM3MEHEHUs

w=-excallys, TepPeoleHKa WK JPyroe) — B MHBEHTAPHOH KHUIe WHIMBUIYAIbHOTO
v=eta OmOTHMOTEUHOro (OHAA LEHa OCTaeTcs NepBoHadanbHOM. Kosd@uuuent
S=-ewxcalyy B HHBEHTAPHYIO KHUTY MHAMBUIYAIbHOTO ydera 6ubauoTedHoro poxHaa
== E-._T—:O'J{TCH a oTpaxkaeTcs B AKTe IIPU BBIOBITHH JOKYMEHTA.

5.3.2. MuauBUAyalnbHbIM y4eT NMepUOJUYECKUX HM3JaHMi BEIETCA B KapTOYKe
==tz nepmonmdeckux wusgaHui (IIpmnoxenwe 3), mpemHasHAYSHHOM M ydeTa
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J1s mepronuYecKux M3JaHUH B KauecTBe PETUCTPAIIMOHHBIX HOMEPOB MOTYT
SCHOTB30BATECA  JIFOOBIC  WEHTH()HMKALKOHHBIE HOMEpa: CHCTEMHBIH HOMEpP B
SSTOMATH3MPOBAHHON 0ase MaHHBIX, PErUCTPALOHHBIH (MOpsAAKOBBIH) HOMEp
S2MHCH B PETHCTPALlMOHHON KapTOTeKe.

Bce Bumel usmaHmit (kpome raszer) NIPUHUMAIOTCS K Oyxrantepckomy u
STSTHCTHYECKOMY YHeTy 10 Mepe HX IMOCTYIUIeHHsS B OUONHOTEKY, raseTsl — 110
OEOHYAHMH rofia nocne GopMHUPOBAHUS FOIOBOTO KOMILIEKTA,

Kaury, Gpowropsl, HOTHI, KapTorpahuyecKue U3NaHus, COOPHUKY CTaHAApTOB,
FSOESIaHNA, ayMOBU3YallbHBIE, 3JIEKTPOHHBIE M JOKYMEHTHI Ha MHKpodopmax
- SHISIBAIOTCA HA OCHOBHOM CYETe U IOJUIEXKAT B3ATHIO Ha GalaHCOBBIH yUerT.

HeonyGnukoBaHHBlE  JOKYMEHTBI,  JIHCTOBOIX Marepuag  MOMJIEXKAT
SSTECTPALHOHHOMY yueTy. CBeeHHs O HHX 3aHOCSTCS B KHUIY CYMMAapHOI'o y4JeTa
SwSamoredHOro Gonna (6e3 ykazauus LIeHBI).

CTOMMOCT TIOANHCHEIX IEPHOAMYECKHAX U3IaHWH CIIMCHBAETCS HA pacxozsl B
SSSSEE IepHOa ITOMNUCKH, YYET OCYILIECTBIISETCs Ha 3a0aIaHCOBOM CYeTe.

5.3.3. VIHIMBUTyaTbHBIN y4YeT 3MeKTPOHHBIX CeTEBBIX TOKATbHBIX JOKYMEHTOB
SEIEISCTBIACTCA IyTeM BBOJA B 0a3sy JaHHBIX MeTaMHGMOPMALMH O 3arpyske
SOSIMSHTZ B OJIGKTPOHHYIO OUONHOTEKY C  aBTOMATHYECKHM IIPUCBOCHUEM
SSSETHOHKALHMOHHOTO (CHCTEMHOr0) HoMepa KaXJIOMy JIOKyMEHTY.

3.3.4. VIHmBHyallbHELM Y4eT 3eKTPOHHBIX CeTeBBIX YAAIEHHBIX TOKYMEHTOB
S TESCTBINICTCS B SJIEKTPOHHOM BHJIE ITyTeM PErMCTpaldy 6a3 MaHHbIX (maxeToB)
53 IDHCBOSHUS UM PETHMCTPALHOHHOTO HOMepa.

5.4. Ha noxkymeHTax, sIBISFOLIUXCS TIPHIIOKEHHEM K OCHOBHOMY HOCHUTENIO U
= ESOTBEMIEMOH YaCThIO, IPOCTABIIAIOTCS T€ K€ PEKBH3HUTHL, YTO H HA OCHOBHOM
BOEVMCHTE.

5.5. IlepBrYHbIe y4eTHBIE JOKYMEHTEL, TIOATBEpKJatolIKe HaKT IIOCTYILIEHNUS,
© SOOTBSICTBYIOLICH 3aIHCBIO, IEPENalOTCs B GyXTANTEepHIO ISl BKIIOUCHHS B y4yeT
SwSsmoTegHoro GoHma.

Bce ZIOKyMEHTHI, MOCTymaiye B (oHL OubIMOTeKH, MOANE)AT CBepKe C
SECTOAMKaHCKHM CITHCKOM 9KCTPEMHCTCKUX Matepuaios (nanee - PCOM).

7% [OKYMEHTOB,  IPU3HAHHBIX OKCTPEMHCTCKUMH, B  pErucrpe
SE=EsEavaneHOro yuera B rpade «IIpumeyanus» ctaButes momerka «PCIMby.

Csepxka  (QoHOa Ha mpeaMeT HaIHYHS AOKYMEHTOB  3KCTPEMHCTCKOTO
~SSSTE2HNd IPOBOAMTCS 110 Mepe o0HoBiIeHus PCOM.

VI. Vuer BBIOBITHS JOKYMEHTOB U3 GHGIHOTEYHOr0 donna

5.1. HcxkmoueHHe NOKYMEHTOB M3 GUOIHOTEYHOTO GoHga momyckaercs 1o
UM TIDUTHHAM: BETXOCTh, JE(EKTHOCTh, YCTAPENOCTh MO COAEpIKAHMIO,
SSIDOOMIBHOCTH, B TOM  HHCIE WCTEUEHUE CPOKOB XpaHeHHs M yTpara
EENssosaTeieM.
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HenpodunsHocTh JIOKYMEHTOB (ucreyeHue CPOKOB XpaHEeHUs,
M270CIpalliBaeMOCTh) YCTaHABIMBAIOTCA Ha OCHOBe TeMaTHKO-THIIONIOTHYECKOTrO
“i2Ea  KomIyleKkToBaHMs  (onpma  (IIpodunb KOMIUIEKTOBAaHHS) WM HHOTO
SOPMaTHBHOIO IOKYMEHTA, YTBEP)KJAEMOr0 PyKOBOIUTENEM OUOIIHOTEKH.

[1o npuunHe HENPOGUITBHOCTH MOTYT HCKIIOUAThCA U3 (BOH/A JOKYMEHTBI:

) HexommmekTyemble OHONMOTEKOH (IPH OTKase OT KOMILIEKTOBAHUS
OTISIBHBIX KaTErOpHUi JOKYMEHTOB);

2) u3NHIIHE TyOIeTHBIE 9K3EMILIAPH;

3) 3aMeHeHHbIe Goslee TIOHBIMHE 10 COAEPKAHMIO, JTYUILIHMH 110 oopMITeHHIO,
SE3RESCKOMY COCTOSTHUIO U3aHUSIMH,

4) 10 HCTEYEHUHU CPOKA XPAHEHHS OKYMEHTOB;

5) IIPU HU3KOM yPOBHE YUTATENILCKOTO CIPOCa;

5) DpH HECOOTBETCTBUM OJIEKTPOHHBIX JOKYMEHTOB TEXHUYECKOMY U
TDOTDEMMHOMY 00ecTIeueHHUI0 OHOTHOTEKH.

~LOKYMEHTEI (CIUCaHHBIE 06BEKTHI OHOIHOTEYHOrO (hoHAa), UCKITIOYEHHBIE TIO
SEEsEEe HenpO(OUIBHOCTH, MEPENAOTCs MO0 aKTaM B OOMEHHBIH GoHn B wenax
SETsscHed mepenadd Ha 0e3BO3ME3JHOM OCHOBe OMOIHOTEKAM U IOPUIUIECKUM
I

OOMmeHHBIH (OHJ, COCTOALIME U3 CIUCAHHBIX OOBEKTOB OmbaroTeyHorO
S0=Z2 1o mpaBuNaM OyXTalNTepCKOro yueTa, YHCIUTCS Ha 3a6aaHCOBOM cyere,
SETopei GuOHOTeKa OMNpeseNseT CaMOCTOSITENBHO B TMOPSAKE OYepeHOCTH. Bee
STMSETEI OLICHHMBAIOTCS YCJIOBHO B 2 (1Ba) pocCHiCKuX py6Is.

5.2, HcxiroueHne IOKYMEHTOB 110 PUYMHAM YCTAapeNoCTH I10 COJIEPKaHHUIO,
SETDO0EIsHOCTH  (MasloCTIpalliBaeMble), a TakKe II0 IIPUYUHAM BETXOCTH U
SS0ESTHOCTH He JIONMYCKAeTCs 110 OTHOLICHHI0 K eIMHCTBEHHBIM SK3EMIUISIpaM
S MSETOB MOCTOSIHHOTO (D€CCpOvHOro) XpaHeHusl.

535, HckmoueHHMe [OKYMEHTOB, OTHECEHHBIX K KHIIKHBIM IaMSATHUKAM,
0 S¥SSTCH TOJIBKO MO NMPUYMHE YTPATHI [PU YCIOBUM OTPaKEHUS HHGMOPMALIHH O
SO namsaTHHKE B PeecTpe KHIDKHEIX ITAMATHUKOB.

5= MHcxmodeHne IOKyMEHTOB, He BO3BPAILCHHBIX IOIL30BATEAMA Ge3
SiSwemcsms YOBITKOB (B Cllyyae CMepTM MIIM OTCYTCTBHS CBENEHHH O MecTe
SSSSSSc=wE). TPOM3BOIUTCS HA  OCHOBE  JJOKYMEHTOB, ITOATBEP)KIAFOLIHX
SESEEEOCTS B3BICKAHMS 38[J0JDKEHHOCTH, KOTOPbIE IIPUIIATAIOTCS K aKTY.

SeSsanexHas 3a/I0JDKEHHOCTh [10J1630BATeNs Tepes GHOIHOTEKOH, HCKOBOIL
N TESEOCTH  KOTOPOW  MCTEK, IIOMUIEKHUT CIHCAHUIO B COOTBETCTBUM C
LTS SiInnM 32KOHOATeNbeTBOM. Ecnu Ha mpoTsskenHuu 3-x et (hu3nYecKoe U0
TEEENST Ha MEeCTe IIOCTOSIHHOTO IIPOKHBAHHST M MECTOHAXOXIEHHE ero
SECTED. COCTaBIIIETCS MHCBMEHHOE O00OCHOBAHHME O HEOOXOMUMOCTH CITHCAHUS
SSSssm=0d 3270/DKCHHOCTH, J00ABHTH  IIepedeHb MPaKTUYECKUX JeHCTBUM
- Ssssmetsoe Tene()OHMPOBaHHWE, MMCHMA, CIIPABKA CENbCKOr0 COBETA T
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{IpaxTHYeCKHe NeMCTBHS IMOIKPEIUIAIOTCS HAIMYHEM OTIPABICHHBIX 3aKa3HbIX

TOSTOBRIX yBeNOMIICHHUH: «Bpy4ynTs mudaHO», «C yBemomienweM o BpydeHum». Ha

OCHOBaHHM OTMETKM «aJpecar BBIOBII» PYKOBOIUTEND H3JAET MPHUKA3 O CIIMCAHHU

SES0TKEHHOCTH MOJIb30OBaTeNs mepes OMOMHMOTEKOM ¢ ykasaHmeM OOLIero
. S0aM€eCTBa 9K3EMIUIIPOB H CYMMBIL.

6.5. BeiObiTHE MOKyMEHTOB U3 OGuGnHoTeYHOro QOHAA 0DOPMIIETCS AKTOM 0
COMCaHHWH HCKIIIOYCHHBIX O0BEKTOB Oubnmoredynoro ¢ouga (mamee - AKT o
CINCaHNH) B COOTBETCTBHHU C AEHCTBYIOMINM 3aKOHOIATETBCTBOM.

6.6. K AKTy O choucaHWM IpuiaraeTcss CIHCOK WU TUTYJIbHbBIE JIUCTHI
| S0Z00paHHBIE B TOPANKE BO3PACTAHWS WHBEHTapHEIX HOMEPOB) HA WCKIIOYCHHE
WSscxTos  OuOnMOTeYHOro (OHAA, KOTOPHIH BKIIOYAET CIEAYIONIHE CBENCHMUS:
SSTECTPAlMOHHBIM  HOMEp M WMQp  XpaHeHHs ~ HOKYMEHTa,  KpaTKoe
SwSamorpauyecKoe OIMCAHHWE, LieHy IOKyMEHTa, 3a()MKCHPOBAHHYIO B PETUCTpPE
SESESHOVaIRHOIO y4era NoKyMeHTOB. KoaddummeHT mepeomenku MoxeT OBITH
S00pMcieH B BHJIE IPUIIOXKEHUs!, TPYIIOBLIM CIOCOOOM MM KaXKIOro JOKyMEHTa
@TE=T5HO.

[Ipn crnwucaEuu w3 (OHZA MOKYMEHTOB, HE COCTOAIMX Ha OaiaHce, UX
ST0EMOCTs B 00111as cyMMa B aKTe He yKa3bIBaroTcs.

5.7. AKTHl Ha CIIUCAaHHWE YTBEPKAAeT PYKOBOAMUTENh OUBIHOTEKU (unm
~speamTens). Ecnu QoHab! cTOAT Ha GalaHCOBOM ydeTe B CeJIbCKOM COBETE, akThl Ha
SEISCEEwES M B3ATHC HA YYET yTBEPIKIACT CeNbCKUM Mpece 1aTelb.

5.8, JlokyMeHTSI (CriMCaHHbIe 00BeKThI GUBIMOTEIHOr0 BOHMA), HCKIIOYEHHbIE
% TDWWMHAM  BETXOCTH, Je(EKTHOCTH, YCTAapeloCTH [0  COAepKAHHIO,
SESSESISFOTCH B ITYHKTH BTOPHYHOTO CHIPBSI.

HicxmoyueHHble M3 QOHIOB MUKPO(OPMBI Ha TalOTeHHUAOCEPEOPSHON IIIeHKe
SWSSSEST clade Kak cepebpocojiepiKallie OTXONB! B COOTBETCTBHHY C JIeHCTBYOLIAM
S0 ATEIECTBOM.

fIpE  OTCYTCTBUMM ITyHKTOB BTOPCHIPbS MIM B CIydasX, KOra cjada
SIWEETOB  Ha repepaboTKy 9KOHOMMYECKH HelenecooOpa3sHa, OuOIMoTeKn
O ES0T HCKIIOYEHHBIE JIOKYMCHTHI HA MECTe B IPUCYTCTBHH JIHII, KOTOpHIE
SUSTESSSIOT aKT 00 YHMUTOXKEHHHM CIHCaHHBIX 00BEKTOB 6GuGNMOTEdHOro hoHma

EssomcHvC 4).

S5 DIeKTpOHHbIE CETeBBIe JIOKANbHBIE JOKYMEHTHl yHANSIOTCS W3
SSTmosE0l OuOnMOoTeKM Ha OCHOBAHMH AKTA O CIMCAHWH C yKa3aHHeM IPHYUHBI
Wimescsma. HawMeHoBaHWe, HOMEp U JlaTa aKTa BBOAATCS B 6a3y AAHHBIX B
SSECTES MeTauH(OPMALMY K COOTBETCTBYIOLIEMY IOKYMEHTY.

“i2 OCHOBaHHMM BBENEHHBIX CBEIEHHI IIPOrpaMMHBIM CIIOCO6OM (bopmupyercs
AKTOB O CNHCaHWU (PeecTp CYMMAapHOTO ydYeTa BBIOBITHS CETEBBIX
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“OSZABHBIX IOKYMEHTOB) M IIePeYeHb CIIHCAHHBIX OGBEKTOR 3JIEKTPOHHOM
SmbmwoTeku  (peectp HHAUBUIYAIBHOTO y4yeTa BBIOBITHS CETEBBIX JIOKATBHBIX
JOEYMEHTOB).

6.10. BrIObITHE SJICKTPOHHBIX  CETEBBIX  YIAJCHHBIX MIOKYMEHTOB He
SOO0DMISCTCS CHIENHANBHEIM AOKYMEHTOM. IloATBepikIeHHEM BBIGHITHS SBIISIeTCS
WCTSECHHME CpOKa NEHMCTBHUS IOKyMeHTa (moroBopa, JMIEH3UOHHOTO COTJIalIeHus ),
SOO0PMICHHOTO Ha TPaBo AOCTYIIA K OIpeNeNeHHOH Ga3e MaHHBIX (MaKeTy) ceTeBbIx
~“SJMCHTOB, ¥ OTCYTCTBHE NOTOBOPA, JTUIEH3HOHHOTO Coryamenus, ohopMIEHHOrO
=2 HOBBIH CpOK.

KonuyecTBoO BHIGBIBAIOIIIX AOKYMEHTOB HE JOJIKHO IIPEBBIIATH KOJIHMYECTRO
SS0SS NOCTYNamlIUX JOKYMEHTOB B OHOIHOTEYHLIH dboHn mpm perynsapHOM
SESSSCHPOBAaHUU KOMILIEKTOBAHUS OUGIMOTEYHOrO ¢bonma.

VII. IIposepka Haanuns AOKYMeHTOB 6ub.1HoTeuHOro homa

7.1. Tlposepxa Hamwums AOKYMEHTOB Oubauoredroro ¢ouzaa (mamee -
SPoscpxa QOH/a) IPOUSBOUTCS B 0653aTElbHOM IIOpsITIKE:

!) TpH BEIIBIEHWM (BaKTOB XUIUCHHUA, 3/0YyNOTPEOIeHUs MM  TMop4u
IOEYMEHTOB;

2) B clly4ae CTHXWHHOIO OenctBus, [I0’Kapa WM JPYIMX 4Ype3BbIYAMHLIX
ST aLEH, BBI3BAHHBIX 9KCTpeMaIbHbIMU YCIIOBUSIMU;

3 ) IpH PEOpPraHU3aLHy W JMKBUALMH OUOTHOTEKH;

1% NpOBeNeHHS TPOBEPOK PYKOBOIHUTEIEM OpraHW3allUd Ha3HAYACTCS
*ESCHA, B COCTAB KOTOPOMH JODKEH BXOAUTH TIPeACTABUTE Oyxrantepun.

7.2. Ilposepka doHIa B mraHOBOM TIOPAZIKE OCYILNECTBIISIETCS B CJIEYIOLIHE
O

1) ©OHI PeNKMX U [EHHBIX KHUT - OIWH pa3 B 5 JeT;

=) ©ouaE! 6ubmmorex ot 100 10 500 ThIcSY YUCTHBIX €IUHHUII - OJUH pa3 B 5

3) @onae! 6ubmmorex ot 500 10 | MHULIMOHA YIETHBIX €[UHHUII - ONUH a3 B
_F
=) ©oHzB! 6u6nHoTeK OT 1 10 10 MUITHOHOR Y1IETHBIX €IUHHMI] - OIUH pa3 B 15

fl32m0Basg mpoBepka ¢Gonma GubamoTexu OCYILIECTBIIIETCS ITO3TAITHO B
SISTSSTCTBHM C rpaMKOM IpOBeneHHs TPOBEPKA BCETO (OHAA WM €ro yacTH (B
SHCAS PeIKMX M LEHHBIX KHHT) C ONpelelieHHeM CPOKOB U KOJHYECTRa
SSS=mDemoro odeema paboThL.

T10 BTOraM NpOBEPKH COCTaBIAeTCS AKT O pe3ybTaTax NpOBENeHHs IPOBEPKH
~= =S JOKyMeHTOB GubnnoTedHOro (GoHma wu [IPUIIOKEHUE K HEMYy CIIHCKa
© " TSTENEOIX IOKYMEHTOB II0 HEYCTAHOBJIEHHOI npuanae. Ha Hepmocraronme

i K
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STBI COCTaBIsAETCS AKT Ha CIIHCaHue B 2-X k3eMIunipax. CocTapieHue OMHcH
e Me'ronmce IPOBEJICHHUS NIPOBEPKU OUOIHOTEUHOTO (bOH,ua

HoCTH yCTaHOBJIeHw_I BHHOBHBIX  JIHII yOBITKH  TI0 He,IIOCTa‘-IaM
TCS B COOTBETCTBUH C JIEHCTBYIOIUM 3aKOHOJATEIECTBOM.

> MunucTpa W B. T'. Kpoxmaiok
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