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L. O01wue nonoXeHus

1.1. Vder pokymenroB OubGnuoteusoro ¢oHma SBNIAETCA OCHOBOH
OTYETHOCTH M TUIAHUPOBAHHUS  AEATENBHOCTH OUONHMOTEKH, c¢mocoGCTRyeT
obecneyeHHIo ero COXPaHHOCTH.

1.2, VYwuer BxnovaeT perucTpalyio IIOCTYMJIEHUA JIOKYMEHTOB B
OuOMMOTEeYHBIR (POHA, MX BBIOBITHS M3 (DOHJA, MTOTOBbiE NAHHBIE O BEJNHYMHE
(oObeme) Bcero OubnMoTeuHOro (POHIA U €ro NoApa3Aenos, CTOUMOCTD PoHAA.

1.3. OcnoBHBle TpeOoBaHHA, NpeobABIAeMble K yueTy OubiHoTeuHOro
¢onna:

NIOJTHOTA U JOCTOBEPHOCTD YUETHOH MH(POPMalINK;

ONIepaTHBHOCTD;

JNOKYMEHTHpOBaHHOe OGMOpPMIIeHHe KaXIOro MOCTYIUIeHdS B GOHA M
KaXA0T0 BHIOBITHS U3 POHIA;

COBMECTHMOCTb INpHEMOB H (oOpM ydera, HX HaAJEKHOCTH IpH
NapaJUIeNibHOM  HCIMOJIL30BAHWMH  TPAaAHLUUOHHOH W aBTOMAaTH3HPOBAHHOHN
TEXHOJIOTHIl yyeTa;

COOTBETCTBHME HOMEHKJIATYPHI IOKazaTeneH ydera (oHAa aHAJIOIHYHBIM

NOKA3aTENAM FOCYAapPCTREHHOM GHOMHOTEYHOM CTaTHCTHKHY.
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1.4, Vuery noanexar Bce JHOKYMEHTHl ([TOCTOAHHOIO, AJIHTENBHOTIO,
BPEMEHHOI'O XpPaHEHHs), NocTynammue B GoHA OUOMHOTEKH W BHIOBIBAIOUIUE U3
¢doHa OUGINOTEKH, HE3aBHCHMO OT BUAA HOCHTEIS.

1.5. Yuer noKyMeHTOB BeAeTcs B PeTHCTPaX HHOMBHAYATHHOTO H CYMMApHOTO
y4eTa B TPaANLIMOHHOM U (WIIN) 2JIEKTPOHHOM BHJE.

1.5.1. PerucrpamMd HHAMBHOYQIBHOrO YyuY€Ta JOKYMEHTOB SBIANOTCH:
PETHCTpalliOHHAA KHHra, KapTouKa PerucTpallvi Ha onpejesieHHbIH BuI JOKYMEHTA
JJiA raser, )KypHaJoB, APYruX BHIOB JOKYMeHTOB. JlomyckaeTcs Takke perucrpaMu
UBMBHAYATBHOIO y4YeTa CUMTaTh TOMOrpaduyecKyr0 OMMCh (KaTayior), YHeTHBIH
KaTajor, Y4eTHBIH (afin ¢ BRIXOOHBIMH (popMamy, (GOpMUPYEMBIMH B MOpAJIKE
MHBCHTAPHBIX WK MHBIX HACHTHPUKALKOHHBIX HOMEPOB JOKYMEHTOB.

Peructpel MHOWBUAYATBHOrO yueTa JOKYMEHTOB OubmuoredHoro doHga
COOepKaT PEKBU3UTHI, WICHTHU(GHLUPYIOIINE KAXKOBI JIOKYMEHT C YKa3aHWeM
CBeJICHHH O NOCTYIUICHUH NOKyMEHTa M O ero BbIOBITUH U3 6ubmuoredHoro honga.

1.5.2. PerucrpaMu CyMMapHOIO y4YeTa JAOKYMEHTOB SABIIIOTCA: KHHIa
CyMMapHoro ydera OunbGnporeyHoro (poHza, JIMCTHI CYMMapHOTO — ydyeTa
oubnuoreynoro doHaa, xypHan. Hdonyckatores pasnuyHele MOAMGHKAIMM KHHTH
cymMmapHoro ydetra. HesaBHcHMO OT BHJAa YYETHOTO [AOKYMEHTA pErHcTphl
CYMMapHOI'o yyeTa COAEPKaT TPU B3aUMOCBA3aHHbIE YaCTH:

«[ocTymienue 10KyMeHTOB B GHONMHOTEYHEIR GoHI»,

«BpIOBITHE TOKYMEHTOB U3 OubnnoTeyHoro GoHAa»,

«Utorn mpwxeHns OubnuoreyHoro ¢oHAA: MTOrOBBIE NAHHBIE HAa KOHEN
OTYETHOTO YIEPHOAA».

O600LIeHHbIE JaHHBIE OTPAXKATCH B KAKIOH YacTH perucTpa CyMMapHOro
yueTa. B 2eKTpOHHOH cuCcTeMe yueTa 3TH 9YacTH HHTETPUPYIOTCS B €AHHBIH
yUIeTHBIH (aiin.

1.6. CyMMapHBIit 1 NHIHBUAYANBHBIH ydeT doHa BeAETCa CTPYKTYPHBIMH
noapasfaeneHusaMy OMONHOTeKH, B BeIeHUN KOTOPLIX HAXOAUTCS KOMITIEKTOBaHHE
dboHOa, a TaKKe NOApa3ICICHUIMH, 00ecneuMBalOIUMH  XpaHCHHE U

HCIIONB30BAHHE 3AKPENTICHHBIX 33 HHMH gacTed odiero cbon,ua OHOINOTEKH.
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1.7. Craractudeckas undopmamus o0 GOPMHPOBAHHH OHOIHOTEUHOIO
¢oHma mno wuroraM roma npeactaBasercs B [ NaBHBIH  HHGOPMALHOHHO-

BRIYMCIAHTENBHBIN HeHTp MUHKYNBTYpEI Poccum.

II.  Enuduue! yyera 6ubnuoreusnoro ¢poHaa

2.1. Bennuyuna (oOveM) H gBHXKeHHMe (GoOHJA H3MEPSIOTCH B
YHUGMULUUPOBAHHBIX €INHHLIAX YYETa.

OCHOBHBIMM €IMHWLAMU Y4eTa JOKYMEHTOB OubnuoreyHoro ¢onaa
SIBISIIOTCS 9K3EMIUIAD U HA3BaHWe, JIA ra3eT — FOJOBOM KOMIUIEKT ¥ Ha3BaHHE.

JlonosnuTeNpHBIMA  €AMHHLAM¥W  yuyeTa (oHAa SABNAIOTCS  rOAOBOH
KOMIUIEKT, METPOIIOJIKA, MOAWMBKA (NepeIuieTHas e€QUHMIA); VIS 3MeKTPOHHBIX
JOKYMEHTOB — e IMHHILIA NTAMSTH JaHHEIX.

2.2. O0mas Benn4uHa OHONMHOTEYHOrO POHAA B LIEJIOM U €ro noapa3aeios,
B TOM WYHCAE CETEBBIX JIOKAJIBHBIX MAOKYMEHTOB H CETEBBIX YIAJIEeHHBIX
DOKYMEHTOB, YUUTBIBAETCA B 3K3EMILTAPAX, HOBBIE MOCTYILIEHUS — B 3K3EMIULAIpax
A Ha3BaHHAX. UHCIO romOBBIX KOMILUIEKTOB TaszeT MpUPaBHUBAETCA K YHCIHY

IK3EMILIAPOB.

lil. VYder 1OXyMEHTOR 110 BUIAM U KAaTETOPHIM

3.1. ITeyaTHbie N3AaHNA U HeoNMyONMKOBAaHHbIE JOKYMEHTEI

K nmeyaTHBIMA H3ZAaHHAM OTHOCATCS THpaXUPOBaHHBIE  W3JaHUs,
NoJIyuyeHHBle MeYaTaHHEM WIH THCHEHHeM, nomurpaduyeckd caMOCTOATENbHO
opopMIIeHHBIE: KHUTH, OpOLIIOpHI, KypHajibi, IPOACIDKAIOMIMECH HK3aHHUA,
JUCTOBBIC W3NAHUS, ra3eTsl, H30H34aHHA, HOTHBIE H3aHHsA, Kaprorpaduueckue
M3JaHys, HOPMAaTHBHO — TEXHHUECKHE W TeXHUYeCKHe JOKYMEHTHI, aBTopedepars]
JuccepTauuil.

K HeonyOGAHKOBaHHBIM JOKYMEHTaM OTHOCATCA PYKONHCHBIE NOKYMEHTEHI
(pyxonmdcHBIE KHHMIM ¥ apXMBHBIC JOKYMEHTBI), a TakXe JOKYMEHTH,
H3TOTOBJIEHHBIE B  CIUHHYHBIX OJK3EMILIAPAX, ABIAOMUMHCE O0BEKTaMH

HHTENIEKTYalbHOH COOGCTBEHHOCTH  (eOHUpOBaHHbIE HayyHble  paboThl,
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AACCepTaliiy, UPENpUHTHI, OTYETHI © Hay4HO-HCCNEeXOBaTeNbekuX padoTax,
NepEBOABI, OITUCAHUS AJITOPUTMOB U NporpaMm IBM, npoekTHO-KOHCTPYKTOPCKas
NOKYMEHTAlHs), TAKTHIbHBIE pPYKOAENBHBIE M3JAHWA JUIS  CIENBIX H
cinaboBuIAlINX. PykomnucHEle NOKYMEHTBI, BXoAsiHe B OubnmoTednbie (OHISL,
ABNAKOTCA COCTAaBHOM dYacTelo ApxuBHoro ¢oHza Poccuiickoit ®enepauyy u
YYUTBIBAIOTCS B COOTBETCTBUW C HOPMATUBHBIMHU M NPABOBEIMU aKTaMH 1O Y4ery
apXMBHBIX JOKYMEHTOB M HacTosuuM ITopsaxom.

3.1.1. Knuru u 6pouIops! YUHTHIBAOTCA B 3K3EMILIAPax H Ha3BaHHAX.

Kak oTaenbpHbIN 3K3eMIUIAD U KaK OTAEIBHOE HA3BAHHE YUHTHIBAIOTCA:

KaKaoe OTAenbHOE u3fanue (KHUra, polmnopa);

Kax0e BXoJdliee B KOHBONIOT H3JaHue;

KKIbIM OTHENnBHBIH TOM (BBIYCK, 4YacTh) MHOTOTOMHOIO H3JaHus,
MMEIINA HHAMBUAYATbHOE 3arlaBye;

Kaxjas U3 Opoluop, BBIMYIUGHHBIX B OOBEIUHANOIIEN HX W3JaTEIBCKOH
namnke, o0JIOKKe, MaHXETKe;

Kaxaas knura win Opounropa, BXOAAIasd B KHIDKHYIO  CEPHIO
(HYMepOBaHHYK WX HEHYMEPOBAHHYIO);

OT/CNBHO K3JaHHBIE [PUIOKEHHS K KHUTaM M OpolllopaM, HMEIOIHe
HHAMBUAYANLHOE 3arflaBUe U CaMOCTOATENLHOE 3HAUEHHE.

3.1.2. JloxyMeHTbI, BBIIONHEHHBIE peNbe@HO — TOYEUHBIM LIPHGTOM
(mpudgrom bpaiing), ydUTHIBaIOTCA B 3K3eMILIApax M Ha3BaHHAX.

DK3EMIUTAPOM 1A AAHHOIO BHAA W3JaHHH SBAAETC Kax[ad H3 KHHF
KOMIUIeKTa, OOBEAMHEHHLIX 00IUM Ha3BaHHEM.

Kax ogHO Ha3BaHHe YUHUTHIBASTCA KOMIUIEKT M3/IaHNs, HE3aBUCHMO OT YHCIa
BXOJAUIUX B HETO KHUI.

3.1.3. XypHanet M nOpoao/DKarouldecs H3AAHHA  YyYHTHIBAIOTCA B
IKIEMILIAPAX U HA3BAHUAX

DK3eMIUIAPOM CHHUTAETCs HOMEp, TOM, BBIIYCK, W3JaHHbIE 1O OTACIBHOCTH,
a TaKkKe KOMIUIEKT HOMEpOB, TOMOB, BBIMYCKOB, NepelUIeTEHHBIX B O/IH OJOK

H31aTCILCTBOM.
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Kak oxano Ha3BaHHe YUMUTHIBA€TCA KOMILIEKT HOMEPOB, TOMOB, BHINYCKOB,
06pasylolIuX OTAEALHYIO €AHHULLY ¢ OTIIHYMTEIbHLIM 3ar1asieM. IIpH u3sMeHeHun
3arjJaBHs HOBOH YYETHON eJUHULEN CUUTASTCA U3IaHNe, eClId U3MEeHEHIEe BHECEHO
B TIEPBHIE IATH CJIOB 3ariaBus.

INeproantveckue NpHIOKEHUA K KypHANaM, BBIXOASIIHE CaMOCTOSTENLHO,
MMEIOIIHE HHAUBUAYAIBHOE 3aTIaBUe U COOCTBEHHYIO HYMepaLvio, YYUTRIBAIOTCA
KaK OTAENBHBIE FK3EMIUISPbl H OTAeNbHLIE Ha3BaHHUA.

Kaxpnas cepus mpomoibkaroulerocsi M3JaHus, UMerlias WHAUBHIYANBHOE
3arJlaBHE M COOCTBEHHYIO HYMEpAlMIO BBHITYCKOB, YYHTBHIBACTCA KaK OTAENBHOE
Ha3BaHUeE.

Kaxnpiifi caMOCTOSTENBHBI TOM (BBUTYCK) HPOAODKAKOIIErOcs WM3AaHUS
YUNUTBIBaeTCH KaK OTAEJIbHOE Ha3BaHUE.

3.1.4. T'azeThl YIUTHIBAKOTCH B rOJOBLIX KOMIUIIEKTaX U Ha3BaHUAX.

Kak oOHO Ha3BaHHE YYHTBHIBASTCA KOMIUIEKT raser, oOpasylomux
OTIENBHYIO €AMHHIYY ¢ OTNHUUTEBHBIM 3arfiaBueM. [Tpu H3MeHeHHH 3ariaBus
HOBOH YUYETHO¥ €IMHHULEH CUYMTACTCA H3JaHHMe, eclNU H3IMEHEHHE BHECEHO B
nepBbie NATh CNOB 3arjaBus.

OnHomHeBHEIE (pa3oBble) ra3eThl yYUTHIBAIOTCA B IK3eMIUIApax (HoMep,
BRITTYCK) U Ha3BaHUAX.

OTnenbHO W3laHHBIE MEPUOJUYECKHE MPHIOKEHHSA K ra3eraM, HMEIOLIHE
WHAHBHAyAlbHOE 3arjaBMe M CcOOCTBEHHYK) HyMEpalHio, Y4HTBIBAKOTCH
CaMOCTOATEABHO.

3.1.5. M3ousganus (annOoMbl, KOMITIEKTRI, OTAEIbHbIC JTUCTOBbIE HU3AAHHA)
i penpedHO-rpaduuecKre NocooHs AN CAENbIX ¥ cAa00BUAALMX YUUTHIBAIOTCA B
IKIEMILIApax U Ha3BaHUAX.

Kak oTAenbHbIN 3K3eMIUIAP U OTAEHhHOE HAa3BaHUE YHHTBIBACTCH KauABIH
AUCT (BBIMYCK) CEepUH HW30M3AAHMH, He OObeJHHEHHBIC M3AATENhCKOH nankoH
(0010KKO#H, MAHXKETKOH ).

JIucToBele W3AaHuA, oOBeJHHEHHBbIE H3JATEABCKON Iankod (00NoXxKoH,

MamKeTKOM, 00epTKoll) yUHTBIBAIOTCS KaK OJUH 3K3EMIVIAP ¥ OJHO HasBaHHE.
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3.1.6. HoTHble H3JaHUS YYUTHIBAIOTCS B 3KISMIUIAPAX M Ha3BaHUAX.

Kax oTnenbHEIE 9K3eMILTAPH M OTAENbHBIE HA3BAHUS YUHTHIBAKTCS:

CaMOCTOATENIbHBIE HOTHbIE HM3[aHHs, OObeIMHEHHBIE B OAHOM INepenieTe
(koBBOMIOTE);

OTAENBHBIE APTUH (TOJI0Ca) H NapTUTYpa (KIABUP), M3JAHHBIE Pa3AeIbHO.

Kak onH 3Kx3eMIdp ¥ 0AHO HAa3BaHHE YYHTHIBAIOTCA:

OTAeNbHBIe MapTuy (rojoca), oOreIUHEHHbIE ¢ MApTHTYPOll (KJIaBHpOM) B
ONHOM H3JAHHMM, a TaloKke MapTHH, OOBEAUHEHHBIC W3NATENBCKOH NanKoi
(0bn0xkxK0it).

3.1.7. Kaprorpajpuveckue H3NaHUdA YYUTHIBAIOTCA B 9K3EMIULApaX H
Ha3BaHUAX.

Kak oTnensHBIN 3K3eMIUIAP U OTAENBbHOE Ha3BaHHE YINTHIBAIOTCA:

aTiachl, COCTOSIIME M3 OTACNBHBIX HYMEPOBAaHHBLIX WM AaTHPOBAHHBIX
BBINYCKOB;

KaXABIH BHIMYCK CEpUABOro U3aHus KapThl WIH aTlaca.

Kak omun 3k3eMIIAp W ONHO Ha3BaHWE YYMTHIBAcTCA KapTa, M3JaHHasd Ha
HECKONBKUX JIHCTaxX (MOAJIekAINX CKICHKe ), 00beIUHEHHBIX OOILHM 3arIaBHEM.

MHOroToMHSIe (MHOTOJIHCTOBBIE ) Kaprorpaguyeckue H3aHud,
o0beauHeHHBle OOLIUM 3ariaBUeM, YYHTBIBAIOTCH IO KOAMYECTBY TOMOB H
OJHOMY Ha3BaHUIO.

OthenpHO HW3faHHBIE, HO HE HMEIOUIHE CAMOCTOATENBHOIO 3HaueHMd,
Kaprorpaduveckue MPHIOKEHH K Pa3MYHBIM H3faHuaM (KHuraM, Gpounopam,
XKYpHAJIaM) y4UTHIBAIOTCS SUHBIM KOMIUTEKTOM ¢ OCHOBHBIM H3JIaHHEM.

3.1.8. HopMaTHBHO — TeXHHYECKHE M TEXHHYECKHEe TOKYMEHTH! (TIaTeHTHBIE
JOKYMEHTBbI, THMIOBEIE TMPOEKTBI M 4HEepPTeXH, KaTajord MNpOMBIIUIEHHOIO
ofopyIoBaHusl U U3ACIHHA, HOPMATUBHBlE MAOKYMEHTHI 10 CTaHAApTH3AUHH,
TEXHHYECKHE YCJIOBHS, PYKOBOOALIME NOKYMEHTH U MPaBHNA) yYHTBIBAKOTCH B
IK3EMIVIAPAX Y HA3BAHUSX.

Kak OOHH OJK3eMIUIAp U OAHO Ha3BaHHWe YUYWTHIBAKOTCA CTAHAAPTHI M

KaTaJJOTH TIPOMBLIUIIEHHOTO O0OpymOBaHUA U U3JENHA, BBIUTYIICHHBIE B
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oObenuHMOIIell MX H3gaTeNnhckol mnanke (oONOKKe) MPH HAIWYMH Ha Tanke
o01lei HeHBl, COAepXaHUA BCETO U3TAaHM, €IMHBIX BHIXOAHBIX JIAHHEIX.

Kak oTAensHEIA DOSK3eMIUIAp M OTAENLHOE Ha3BaHHE YYUTHIBAIOTCH
CTAaHAAPTHl M KATANOTH MPOMBILJIEHHOTO OOOpYNOBaHUS W U3JEeNu#l, Apyrue
CIeLUalbHbIe BUAB! JOKYMEHTOB, BBITYILEHHBIE B BUAE OTACIABHBIX JUCTOB, €CIH
KaXOBIH U3 HUX UMEET CBOH BBIXOAHBIE NaHHBIE, LIEHY, THPaX, AaXXe €ClIH OHU
0o0BbelHHEHB] ONHOH U3AATENbCKOM NAnKo# (00N0XKoil).

3.1.9. HeonyOnukoBaHHbIE AOKYMEHTH! YHHUTBHIBAKOTCS B DK3EMIUIAPax H
Ha3BaHUAX.

Kax oaut 3k3eMIuisp 4 OAHO Ha3BaHUE YYUTLIBAIOTCA:

OCNOHUPOBaHHAA HayyHad padora (KOMIUIEKT, COCTOSIIMA U3 JBYX
3K3eMILTAPOB paboThl) H CONPOBOAUTENBHBIE JOKYMEHTHI,

HeoNyOJIMKOBaHHble NOKYMEHTHI, COpPOUIIOPOBAHHBIC WM COAEPXKAILHECH B
OT/IeNBHOMA NallKe.

Jig KOHCTPYKTOpPCKON NOKYMEHTAaUUU eAHMHHULCH ydeTta ABAsSETCH UepTex
UK TIOJIHBIM KOMILIEKT KOHCTPYKTOPCKHX JOKYMEHTOB, OTHOCAILUMUXCSH K OJHOMY
nzgenuo (06BeKTY).

3.1.10. O6HoBnseMoe IMMeYATHOE H3JAHHUE YUHUTHIBAETCA KaK OTACNBHOE
HA3BAHHE U OTAECNBHBIN IK3EMILIAP NMPH NEPBUYHOM MOCTYIUICHUH B OMOIHOTEKY.
ITocneaylompe MOCTYMNEHHUA BKAaAHBIX JIMCTOB, IHpPEAHA3HAYEHHBIX  JUIA
JONONHEHUS] MJIM 3aMEHBl COOTBETCTBYIOLIMX JIMCTOB B HU3NAHWH, OTAEIHLHOMY
yUETy HE MOANekKaT.

3.1.11. PakcUMHUIBHOE U3JaHHE YUHUTBIBACTCH KAK OpUTHHAIL

3.2. AyanoBHu3yanbHble JOKYMEHTbI

K  aynuoBu3yanmbHBIM  JOKYMEHTaM  OTHOCATCA  (POHOJOKYMEHTHI,
BUICOAOKYMEHTHI, OTOJOKYMEHTBI, KHHOAOKYMEHTDI.

3.2.1. Eqununamu yuera QoHAa ayIHOBH3YaAbHBIX AOKYMEHTOB ABIAIOTCA
BK3EMIUIP ¥ Ha3BaHHe.

Kak oTaensHbIH 5K3eMIUISP YYUTHIBAKOTCA:



JUCK - IS TPAMIUIACTHHOK;

KaTyllKa, KacceTa Wiy 600KHa - AT MarHUTHBIX GOHOTPaMM;

KacceTa - 11 BUIAEOAOKYMEHTOR;

Kagnp - A GOTONOKYMEHTOB {ANANO3UTUBOB, CJIAHI0B);

6obuHa - 15 KHHODHIIEMOB.

Kax onyo Ha3BaHHE YYHUTEIBAIOTCS:

OTHAEIBHO BRINYLUEHHAA PaMIUIacTUHKA, KacceTa, JTHOO KOMIUTEKT (arb0om)
rpaMIIaCTHHOK, KacCeT, 00beIMHEHHBIX 00UIMM HAa3BaAHHEM;

MarHuTHas ¢oHorpamMma Ha OJHOM KaTymke (XacceTe), MarHuTHas
(oHOrpaMMa Ha HECKOJNBKUX KaTyllKax (kaccerax), OOBEOMHEHHBIX OOILUM
HA3BaHHEM;

OTHENBHO M3AAHHBIA (GOHOZOKYMEHT HIM KOMIUIEKT ¢OHOOOKYMEHTOB,
00BeIMHEHHBIX OOIINM 3ar/IaBUEM;

KHHOMUNEM, auadbuIbM HE3aBUCHMO OT YHCIa COCTaBISIOIMX YacTell MM
KaIpoB (11 KOMIUIEKTa IUATO3UTHBOB).

3.2.2. AyauoBusyalibHble [OOKYMEHTHI, fABIAIOMHECS IIPHUIOKEHUEM K
PasnUYHBIM M3JAHUSAM U BHITOMHAIOUME CAMOCTONTENbHBIE (YHKLUH, a TaKKe
HCOONb3yeMbie B paboTe OTAENIBHO OT OCHOBHOIO H3JaHHA, MOIYT YYHTBIBAThCA

KaK OTACIBHBIE IK3EMITISPHI.

3.3. JokyMeHTHI Ha MHKpopopMax

K 10XxyMeHTaM Ha MHKpodopMax 0THOCATCS MUKPO(GUIBMbBI 1 MAKPOQUILEL.

3.3.1. Eaupunamd ydeTa JOKYMEHTOB Ha MUKpodopMax ABIAIOTCA
IK3EMILIIAP U HA3BaHUE.

DK3eMIUIAPOM Ul JOKYMEHTOB Ha MHKPOQOpMax ABIAIOTCA: PYIOH — A
MHKpPOGUNEMOB; GHILIA — 111 MEKPOQUILL

Kak omHO Ha3BaHWe YYMTHIBACTCH KOMIUIEKT MHKPOPHIBMOB WM
MHKpobHl, OOBEAMHEHHBIX OOIIMM 3arjaBHEM, HE3aBUCUMO OT UHCHla

COCTABISIONIUX YacTei.
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3.3.2. O6muit 06veM QoHma TOKYMEHTOB Ha MUKPOGOPMax YYUTHIBAETCA MO
KOJIHYECTBY pYJIOHOB U HNI, BKMOYas KOMHH  pasHBIX  IMOKOJNEHHH

(apxHBHEIe/pe3epBHbIE U MOIB30BATENBCKHE)..

3.4, DneKTpOHHBIE OKYMEHTHI

K 37nexTpoHHBIM JOKYMEHTaM OTHOCATCA AOKYMEHTHl Ha CHEMHBIX HOCHTENAX
(KOMMAaKT-THCKH, (PEL-KapThl); JNOKYMEHTBI, pa3MelllaeMble Ha >KECTKOM JMCKe
KOMIBIOTEpa (cepBepe) OMONMOTEKH U NOCTYIHBIE TNONL3OBaTeNSIM  Yepes
MH(pOPMAUHOHHO-TENIEKOMMYHHKAITMOHHBIE CeTH (Aanee - CeTEBBIE JIOKANBHbIE
JOKYMEHTHI); JOKYMEHTHl, pa3MelliacMbleé Ha aBTOHOMHBIX aBTOMAaTH3HPOBAHHBIX
pabounx craHmusax OuONHOTEeKH (Aanee - HHCTAJIIMPOBAHHBIC JIOKYMEHTEI);
JOKYMEHTB!, Pa3MELIECHHbIE HA BHELIHUX TEXHUYECKHX CPEICTBAX, MOJNy4daeMeble
bubnuoTekofi BO  BpeMeHHOe  TOJb30BaHME  uepe3  UHQPOPMALKOHHO-
TENEKOMMYHHUKALHOHHBIC CETH Ha YCAOBUAX AOrOBOpPA, KOHTPAKTE, THUEH3UOHHOIO
COMJIAlIEHUS € TPOM3BOAMTENIMH HHQOpManuM (jajee — CETeBBIE YyIAJCHHBIE
JIOKYMEHTBI).

3.4.1. EpuHunaMu y4era NIGKTPOHHBIX JOKYMEHTOB Ha CbEeMHBIX
HOCHTEJIAX SIBJISAIOTCA 9K3EMILTAP U Ha3BaHUE.

3.4.1.1. Kak oTHenpHBIH DK3eMIUISP YYUTBHIBaeTCd KAJKABIH aBTOHOMHBIH
00BEKT (KOMIIaKT-JUCK).

Kak oTaeapHple 3K3€MIUIAPBl MOTYT YUHUTHIBATBCH MPUIOKEHHA K
pasNMYHRIM HM3JAHUAM, BBIMOJNHSAIOUME CaMOCTOATENBHBIC (QYHKUMH, a TaKKke
UCTIONB3YyEMBIE B paboTe OTAENBHO OT OCHOBHOTO H3JaHUs.

Kax otgenbHble 3K3eMILISPHl HE YUHMTHIBAIOTCA KOMITAKT-AUCKH, €CJIU OHH
TpeCTaBIAT cO00i BKIaKy (BIOXKEHHE) B W3/laHME WIH €ro HeOoTheMIIeMoe
NpUIOKEHNE.

3.4.1.2. Kak oqHO Ha3BaHHE YUUTHIBAIOTCA:

OTHENBHO BRIIYLIEHHBIH KOMIIAKT-JUCK;

Ka)KAbli KOMIIaKT-OHCK, BXOA4IIMHA B  HYMEPOBaHHYK  HIH

HCHYMEPOBAHHYIO CEPHIO JICKTPOHHBIX H3,T_laHH171;
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KOMIUTEKT KOMNaKT-AUCKOB, 00beAMHEHHBIX OOILIHM Ha3BaHHEM;

H3JaHHBIE B KAYECTBE CaMOCTOATENbHBIX U3JaHUH NPHICKEHUS K W3JaHUAM
modoro Apyroro BHAA, MMeRILHe cOOCTBEHHOe 3arNaBHe U JONYCKAIOUmIMe HX
UCHONB30BaHue 6e3 o0palileHUs K OCHOBHOMY M3JIaHUIO,

3.4.13. B pokyMeHTax Ha (uiell-kapTax Kak OJMH JK3eMIVIIp H OFHO
Ha3BaHUe  YYWTHIBAGTCA  KAXIOC  LEJOCTHOE MpOU3BEACHHE, MMEIOIIee
CaMOCTOATEIBHOE 3arjiaBue.

3.42. EnvnHUamM# y4yeTa CeTeBBIX JIOKAIbHBIX M HHCTALIMPOBAaHHBIX
JOKYMEHTOB SABJISIIOTCA 3K3eMIUIAP (YCIOBHAS €IMHMLA y4eTa) H Ha3BaHUe,

Kak oaHo Ha3BaHHe YYWTBHIBAeTCA IIEJIOCTHOE INPOU3BEINEHHE, HMEIOILee
CaAMOCTOATEIBHOE 3arfaBHe, BHE 3aBUCUMOCTH OT €ro mnpeacraBneHusa. Kak ogxa
€AMHNLA YIUTBIBAETCS TIONONHAEMBINH U OOHOBIAEMBIH 3NEKTPOHHBIN JOKYMEHT.

DK3eMIUIAPOM SBNSETCS MOKYMEHT B ONpeAeNeHHOM ¢dopMaTe XpaHEHHs
WK TIpeAcTaBiieHus. (PopMaThl OJHON U TOH K€ €AWHULIBI KOHTEHTA YYUTHIBAIOTCA
OT/IENBHO.

3.43. EmvHULIAMH YyYeTa CeTeBBIX YIAJICHHBIX JOKYMEHTOB SBISIOTCA
3K3eMIUIAP (YCNIOBHAS €MHMIA Y4eTa) U Ha3BaHUE.

Kak omMH 3K3eMIUIAp W OOHO Ha3BaHME YYMTHIBACTCA  KaXIbIH
MOJHOTEKCTOBSIN 3JIEKTPOHHBIA JOKYMEHT, HMECHOLIUA CaMOCTOATENBHOE 3arjiaBue,
BKJIIOYEHHBIH B HaKeT. K KotopoMy oOQOPMICHO IpaBo J0CTyla Yy €ro
npousBouTens, Kak ofHa ¢AWHUUA YYHTHIBAETCA MONOIHAEMbIH U 0OHOBIIAEMBIH

3JIEKTPOHHBIA TOKYMEHT.

IV. Yuer nocrymienns 10KyMeHTOB B GHOnHoTedHbIH HOHA
JloKyMeHTs! IOCTYNatoT B OUOMHOTEKY M BKIIOUalOTCE B OHOIMOTEUHEIH
¢oHA B pe3ynbrare MOCTaBKM O0S3aTEABHOTO 3K3EMINIAPA, NMOKYNKH (MOANHKCKH,
oOMeHa, JapeHHs, MOXEPTBOBAaHMSA, KOMHUPOBAHUSA OpHIHHaNOB M3  GOHAA
oubnuorexn).
4.1. JlokyMeHTBl TNpPHHUMAIOTCS 1O TNEPBHYHBIM YYETHBIM JOKYMEHTaM

(HaxnaaHas, akT), BKJIIOYAIONIHM CITUCOK NOCTYIICHUH.
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4.1.1. Tlpuem AOKYMEHTOB, MOCTYNAIOUIMX B OUOMHOTEKYy Oe3 MepBUYHBIX
IOOKYMEHTOB Ha 0e3Bo3Me3IHOH OCHORe (00A3aTeNbHBIE IK3EMIUIAPLI, NETO3UTHBIE
IK3EMIUIAPEl MEXIOYHAPOJAHBIX OpraHusalui, Ge3BO3Me3jHBle MOCTYIUIEHHs U3
HEM3BECTHBIX M aHOHUMHBIX MCTOYHHUKOB), O(QOpPMISeTcs aKToOM O NpHEME
JNOKYMEHTOB.

4.1.2. TlpueM [OKYMEHTOB, NOCTYNAIOIINX B GHONHOTEKY OT IOPHARYECKOTO,
¢usuYeckoro nuua B BHAE Japa C yKalaHWeM €ro Ha3HaueHHs Ois MOMOTHEHUS
onbnuoredHoro ¢oxAa, 0POPMIAETCS JOTOBOPOM MOXKEPTBOBAHHS B COOTBETCTBHU
¢ I'paxcnanckum kopexcoM Poccuiickoit ®epepauuu (c1. 574, 582).!

4.1.3. IlpueM AOKYMEHTOB OT YUTaTeNCH B3aMEH YTEPSHHBIX 1 IIPH3HAHHBIX
PaBHOLICHHBIMH YTPAYEHHBIM, OQOPMIILETCS AKTOM O NpHEME JOKYMEHTOB B3aMeH
yTepsHHBIX. B akTe ykaseiBaercs ¢amuius, HHUALMATBI YuUTaTelsd, CBEJCHUA 00
VTEpPSHHBIX W3NAHUAX (perucTpalliOHHBIA HOMep, KpaTKoe Oubimorpaguieckoe
OIHCaHUe H3JaHWs, LUEHa) CBEJeHWA O INpHHATHIX H3Zanuax (KpaTkoe
Oubnuorpaduueckoe OMUCAHWE W3JaHMA, LeHAa), [MOJIMCH YHTaTensd U
MPHHAMAIOLIEH CTOPOHBI.

4.2. OueHka CTOMMOCTH HEpUOJMYECKMX M3JaHMH, IOCTyMNaloUMX B
OnbNIHOTEKY HAa BpEMEHHOE XPaHeHHE, He TIPOU3BOAMTCA.

4.3. JloxyMeHTBI, MocTylawiye B OUONHOTEKY, TOAJNEKAT CYMMApPHOMY
y4eTy.

43.1. CBefleHHd O BKIIOYZEMBIX B OMONHOTEHHBIA (POHK MOKYMeHTax
QUKCUPYIOTCA B KHHIe CyMMapHoro yuera 6ubnuoTeunoro ¢ponsa WiH B APYIoM

BHJIE perucTpa coraacHo m.1.5.2.

! Tpaxnanckui konekc Poccuiickoli enepaunu. Hactb BTopas 0T 26 sns. 1996 1. Nel4-D3 // Cobp.
jaKoHogaTenscTea Poc. denepaunn, — 1996 r. - NeS, e1.410. - C.11i0-1296.
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Peructpel cymmapHoro yvera JODKHBI HMETh 3arojIOBOYHBIE AAHHEIE:
HaUMEHOBAaHHE perucIpa, HAaUMEHOBaHHMe OpraHW3alliM, NoApasieneHus. B
PETHCTP BHUCHIBAIOTCSA AJAHHBIE O MOCTYNMBUICH MApPTUM HOKYMEHTOB: Hara d
MOPAAKOBBIA HOMED 3alUCH (MTOPSAKOBBIH HOMEP 3aIIUCH €KEroJHO HAYHHAETCA ¢
Ne 1), ucTOUHMK mocTynIeHHs, HOMEp H JaTa NMEPBUYHOIO YYETHOrO JOKyMeHTa,
KOJIMYECTBO MOCTYNUBIIMX JOKYMEHTOB U CTOUMOCTb.

4.3.2. CyMMapHBIH y4eT MOCTYIUICHHs SMEKTPOHHBIX CETEBBIX JOKAILHBIX
IOKYMCHTOB BeJIeTCS B NIEKTPOHHOM peecTpe B COOTBETCTBUM € MOKa3aTeNAMHU
n.5.3.1, ¢ ykazaHueM JaThl 3arpy3KH NOCTYIIEHHH B CHCTEMY.

4.3.3. CyMMapHBIH y4eT MOCTYILICHUS 3AeKTPOHHBIX CETEBBHIX YAAACHHBIX
OOKYMEHTOB BEJETCH B 3NEKTPOHHOM peecTpe C OTPaXEHHEM CIEAYIOHIHX
1ioxasaTesiefi: JaThl U MOPSAKOBOrOo HOMEpa 3aflcH, PEeKBU3UTOB JIMLEH3HOHHOTO
J0oTOBOpa (Ha3BaHMA M HOMEpa JOKYMEHTa, CpoKa ero AelCTBHsA, CTOMMOCTH),
KoNnn4yecTBa 623 AaHHBIX (MAKETOB) U BKIIOYEHHBIX B HUX HA3BaHHH.

IIpy noacyere CyMMapHOro KOJMYECTBA HA3BaHUK  UCKIIOUAIOTCA
DyOmupyrompecs HazBauus B NakeTax Ha oJHoi mnardopme.

4.4. JokyMeHTBl, MOATOTOBNEHHBIE K INpHeMy B OHONHOTe4HBIH (OHE,
MOABEPTAIOTCA NePBUYHON 00paboTke H MHAUBHMIYATBHOMY YUETY.

4.4.1. VinpuBuayanbHBIH Yy4eT JOKYMEHTOB  OCYLIECTBNACTCS HYTEM
HMPUCBOCHUA KaXXAOMY 3K3eMILISIPY JOKYMEHTa perHCTPalHOHHOrO HOMEpa, HHOTO
3HaKa B Ka4eCcTBE PETUCTPALIMOHHOrO HOMepa (CHCTEMHOr0 HOMEpa KOMITBIOTepHOH
MPOTpaMMBl, LOTPUX-KoAa W Apyrux). VIHauBHAyanbHBIA HOMeEp 3akperuidercd 3a
HOKYMEHTOM Ha BCe BpeMs ero HaxoxaeHns B (QoHOe O6uOIHOTEXH.
PerucTpanioHHBIE HOMepa  HCKIIOYEHHBIX U3  (oHAa IOOKYMEHTOB  He
MPHCBAaUBAIOTCS BHOBb MPHHSATHIM JOKYMEHTaM.

PeructpausioHHBIE  HOMepa  [POCTABIAIOTCA  HENOCPEICTBEHHO  Ha
JOKYMEHTaX W OTPaXalOTCs B PETHCTPE MHAUBHIYANBHOIO YY€TA JOKYMEHTOB,
IPUBATOM B OGubnuoTexe.

PerucTpbl HHAUBHAYANBHOTO ydeTa JOJDKHBl HMETh 3arOJIOBOYHbIE JaHHbIE:

HaMCHOBaHNe PerucTpa, HaHMEHOBaHNUEC OpraHusanHy, CTPYKTYPHOIO
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nojfpasaenenud. B peructp BOUCHIBAIOTCA NaHHBIE O KaXKIOM AOKYMEHTE:. Jara
3a[IMCUH B PETUcCTpe, PErNCTPALIMOHHBIA HOMeEp, KpaTkoe OubnHorpadudeckoe
OMUCaHHe JOKYMEHTa (aBTOp, 3arjiaBye, TOM, YacThb, BBIIYCK, MECTO ¥ FOJ H3IAHHA),
1IeHa JOKYMEHTa, YKa3aHHas B CONPOBOAUTENIEHOM JOKYMEHTE.

4.4.2. HMupvBunyanbHBIH y4YeT [epHOAMYECKUX M3NaHUN BeleTcs B
PErHCTPALHOHHON KapToTeKe NEPUOAMYECKUX W3JaHWH, TpegHasHaueHHOW s
ydJera KaXIoro HasBaHWs M KaXKJOro SK3eMIUIIpa, WIM B aBTOMaTH3HPOBaHHOH
Oase JaHHBIX.

s nmepHoguuecKHX H3JaHUH B KayecTBE PETHCTPALIMOHHBIX HOMEPOB
MOT'YT HCIIONB30BaThCA OB HAeHTHhUKALIMOHHEIE HOMEPA: CUCTEMHBI HOMep
B aBTOMAaTU3HPOBAHHON 0a3e MAaHHBIX, PETUCTPALUOHHBIN (MOPAAKOBBIA) HOMep
3allMCH B PErHCTPALMOHHON KapTOTEKE.

4,43, HWuausuiayanbHbIH ydeT JOKYMEHTOB, HMMEIOIMX B CBOEM
odopMIleHUH AparoleHHble METALTH M (WJIH) JIparoleHHsIe KaMHH U OTHECEHHBIX
K KaTerOpHH CeH(pOBOro XpaHeHUs, OCYUIECTBIACTCA B CHELHAIBHOM PErucTpe, B
KOTOPOM, KpoMe TpPagMUHMOHHBIX [10KazaTenell, JaeTcs OINHCAaHWE BHEIUHEro
obopmnenus goxyMmeHTta. Kaxapli NHCT perucTpa COMPOBOXKIASTCA HMTOrOBOI
3aIIUCHIO C YKa3aHHeM JIaThl €€ COCTaBNeHNUA U KOMNYECTBA OTIUCaHMi Ha JIUCTE.

4.4.4, B perucrpaX MHAMBUAYAILHOIO yY€T4 B NPUMEYAHUAX YKa3bIBACTCH
HATHYAE M BUJ NPUIOKEHUS K OCHOBHOMY JOKYMEHTY, a Taike OCOOEHHOCTH
9K3EMIUIApPA HEHHBIX U pPeJIKUX NOKYMEHTOB (HanpuMmep, HAIHYHE YHHKAJILHOTO
nepenyieta, MapruHanui, ae¢ektoB U T.1.). Ilpn Hanuunu mpacnopra JOKYMEHTa
JaeTcd OTCHUIKA K HeMy. B mpuUMeuyaHusax MOXKeT yKasbIBAaThCS MPHHALIEKHROCTH
JOKYMEHTA K KaTeropH KHWXXHBIX MaMATHUKOB.

4.4.5. VHauBunayanbHbIA yueT OSNEKTPOHHEBEIX CETEBHIX  JIOKAJIBHBIX
JIOKYMEHTOB OCYMIECTBJSiETCs MyTeM BBOAA B 0aly HaHHBIX MeTaHHGOPMAiluy O
3arpy3ke [JOKYMEHTa B DJJIeKTpOHHylo OuOnuoTexy ¢ aBTOMATHYECKHM

NPHCBOSHHEM MASHTU(UKAIIMOHHOTO (CHCTEMHOI0) HOMEPa KaX oMy JOKYMEHTY.
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4.4.6. HHAIUBUAYATHHBI YyYeT 3AEKTPOHHBIX CETEBBIX  YAANEHHBIX
JOKYMEHTOB OCYILECTBIACTCA B JNCKTPOHHOM BHJAE MYTeM perucrpaunuu 06a3
JaHHBIX (ITaKkeToB) 6€3 NPUCBOCHUSA UM PErUCTPALlHOHHOIO HOMEDA.

B peecTp HMHIMBUIYaIBHOTO YueTa CETEBHIX YHANEHHBIX JOKYMEHTOB
BKJIIOYAIOTCS OCHOBHbBIE XApAKTEPUCTHKH 0a3bl AaHHBIX ([1aKeTa): onucanue 6aspl
JaHHBIX (Ha3BaHUE, TIPOM3BOJATEND, IUIaTdopMa M (MIH) ajpec BXoja), CPOK
OKOHYaHHA MpaBa JOCTyNa, KONUYECTBO Ha3BaHMM, BXOSIIUX B a3y JaHHBIX
(naxer).

B kosly4ecTBO Ha3BaHUI BKIOHaeTcs oOIUee KONUYESCTBO HOJHOTEKCTOBBIX
JOKYMEHTOB (KHHT, >KYpHanoB, Ta3eT, [MaTeHTOB, CTAaHAApTOB M JIPYTHX
JIOKYMEHTOB, YUMTBIBaeMbIX B OuOnuoteke). He BKIOUAHOTCH B 3TO KONUYECTBO
JIOKyMEeHTbI, KOTOpBble OOLIMHO He H3JAITCAd OTAENHHO B NeYaTHOM (opmare,
TaKde KaK NpoQuid KOMIAHWH, CTATUCTHYECKUEe TalNMIbl, aHATUTHYECKUE
MaTepuansl MapketuHra. [as ©0a3 paHuplx  ([TakeToOB), HE coaepKalliuX
IOJTHOTEXCTOBHIX JOKYMEHTOB, B PEKBU3UTE «Ha3BaHUE» NMPOCTABIAETCA CAMHHULA.

4.5. JlokyMeHTBI, BKIOUaeMble B (Goua 6nbmvoTekn, Mapkupytorcd. Iipu
3TOM MOT'YT OBITH MCMOJB30BAHbI IUTEMIENH, KHWKHBIE 3HAKH, UHIHBUAYAJIbHEIE
INTPUXOBBIE KOABI, ApYrye BUIBl MapKupoBKU. OCHOBHBIC TpeOOBaHHA, KOTOPHIE
JOKHBI  COOMIOZAThCA  NPH  MapKHpOBKe  JAOKYMeHTOoB:  o0osnaueHue
TPUHAANEXHOCTH,  9CTeTUKa,  JONIOBEYHOCTh  MapKHPOBOYHOrO  3HAKa,
COXPaHHOCTB TEKCTA WK IPYToH 3HAKOBOH HH(OPMAaLIUH.

4.6. Ha noxyMeHTax, SBIAIOILAXCA IPHIOKEHUEM K OCHOBHOMY HOCHTEIIO
H €ro HEOTBhEMIIEMOH YacCThIO, NMPOCTABIAIOTCA TE € PEKBHU3HMTHL, YTO W Ha
OCHOBHOM JOKYMEHTE.

4.7. OneKTpOHHBlE CETEBble JIOKaNbHBIE MAOKYMEHTBHl W 3NEKTPOHHBIE
ceTeBhle  yAalleHHBle  JOKYMEHTHl  WACHTU(QUUUPYIOTCA  CHELHAIBHBIMHU
MPOrpaMMHBIMH CPEACTBAMH.

4.8. Ha DnpuHATBIX MNEpBHYHBIX YYETHBIX JOKYMEHTaX MPOU3BOAUTCH

3aNMACh, MNOATBEPXKAANOIIASA, YTO TOCTYNIUBLINE JOKYMEHTHlI [IPHHATHI B
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6ubnuoteynslii GoHA Kak B 00BEKT 0CO00 LEHHOrG ABHKHMOIO HKMYILECTBa
(manee — OLJTN) unu kak B 0OBEKT HHOTO JBHXHMOIO UMYILIECTBA.

4.9. [IlepBuyHpie y4eTHBlE OOKYMEHTBI, TOATBEPKAAIOIIME  (PaKT
MOCTYIUICHHA, MNepefaroTcd B Oyxraatepuio Ui BKJIIOYEHHS B yyer
OubnuoTteuHoro ¢oHmaa.

4.10. ExxexBapTansHo, Mpu ycnoBur usMeHeHus coctasa OLI[IU, cBenenus
06 o0meM KonMYecTBE M CTOMMOCTH JOKYMEHTOB, BKJIIOUEHHBEIX B COCTaB
oubanoreynoro ¢oxga, Kak 0GBEKT 0C000 HEHHOrO ABHXKHUMOTO HMYILECTBA,
nepenalnTcs YUpeauTero.

V. Yuer BoIOBITHA 1OKyMEHTOB 13 OubnuoTeynoro ¢poHaa

JIOKyMeHTHl BBIOBIBAIOT U3 OMOIMOTEYHOro (OHIA B CBA3H ¢ (pU3MUECKOU
YyTpaToil MM 4YacTHYHOH nu0O0 MONHOH yTpaToll NMOTpeOMTENhCKHX CBOHMCTB.
BriGpIBaromie  TOKyMEHTHI HCKIIOYAOTCA W3 OubnmoreyHoro ¢oHma o
CHOHMCHIBAIOTCH C BO3MOXHOCTHIO Hocjlefgylolleil ©Oe3po3Me3gHoH nepejadu B
Ipyrue 0unbanoTeky nubo peanyu3alium.

5.1. UcknmroueHne AOKYMEHTOB M3 OMOMHoTedHOro (poHjaa AOMyCKaeTcs Mo
CHENYIOUIUM [IPHUMHAM: YTpaTa, BETXOCTb, Ae(PEeKTHOCTh, YCTapenocTh IO
COIEPaHUIO, HETIPOPHNBHOCTE.

HenpoduasHOCTs JOKYMEHTOB YCTaHaBIHBaeTcS Ha ocHoBe [Ipoduns
KOMILIEKTOBaHHS (OHAA WIM MHOTO HOPMAaTHBHOTO JIOKYMEHTa, YTBEPKJAEMOIO
pykoBoguTeneM Ouonuoteku. Ilo npuuyuHe HempohHUIABHOCTH MOIYT UCKNIOUATHCS
n3 (oHAa HOOKYMEHThl, He KOMIUIEKTyeMble OuUOMHOTEKOH (npd oOTKase OT
KOMIUIEKTOBAHHA OTHENBHEIX KATErOpUHl HAOKYMEHTOB), M3NULIHE AyOleTHLIE
3K3eMIUISIPBI, 3aMeHeHHble OoJiee MOJHBIMH 110 COACPKAHHIO, JIYUYHIAMH IO
oopmneHHo, QHINUESCKOMY COCTOSHHIO U3JAHMAMH; II0 HCTEYEHHH CpOKa
XpaHeHHs JOKYMEHTOB, MpPH HHU3KOM YPOBHE YHTATENbCKOrO CIpoca, TIpH
HECOOTBETCTBUU 3JJIEKTPOHHBIX JOKYMEHTOB TEXHHUYECKOMY M NpPOrpaMMHOMY
obecnieueHnI0 OUOINOTEKY.

5.1.1. HckmoudeHHe JAOKYMEHTOB [0 IpAYHHAM  YCTapeJocTH 10

COfilepXKaHuI0, HeMpoQHIBHOCTH (ManocnpalldBacMble), a TaKkKe MO MpUYHHaM
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BETXOCTH W JAedEeKTHOCTH He AONYCKAETCA MO OTHOLICHHIO K eIMHCTBEHHBIM
FK3EMILIAPAM OKYMEHTOB NOCTOSIHHOTO (0€CCpOYHOTro) XpaHeHHS.

5.1.2. HUckmoueHHe NOKYMEHTOB, OTHECEHHBIX K KHMKHBIM MMaMATHHKAM,
JOIYCKAeTCA TOJNBKO IO NPUYHHE YTpaThl NPH YCIOBUU OTPaKeHUS MHGOPMALIUK
0 KHMXKHOM NaMATHUKE B PeecTpe KHMKHBIX MaMATHUKOB.

5.2. BriObiTHEe ROKyMeHTOB U3 O6ubaroTeunoro goHga odopmisiercs AKTOM
O CIUCAHUM HCKIKOYEHHBIX 00BeKTOB Oubnuoreunoro douma (aanee AKT o
cnucanuu) 1o Qopme (xon mo OKVJI 0504144), yreepxkaennoit [Ipukasom
Munduna Poccun ot 15.12. 2010 Nel73H, saperncrpuposanneiM B MuHocTe
Poccnn o1 01.02.2011 Nel19658.

B AxTe 0 cnucaHMM OTpa)kalOTcsl CBeACHHUA O KoOJudecTBe U oOIleH
CTOMMOCTH HCKJIIOYaeMBbIX JOKYMEHTOB, YKa3blBaeTCA MpPHUYUHA HCKIIOUEHHA H
Hafpap/ieHHE BBIOLITHS UCKIIIOYAEMBIX JOKYMEHTOB.

5.3. K AkTy 0 crnmucaHuy mpunaraercs CIHHCOK Ha UCKIIOHEeHHE 00BEKTOR
OubnmuotreqHoro QoHAa (manee CHOUCOK), KOTOPBIH BKITIOYAET CIEAYIOLINE
CBEJCHHs: PETrUCTPALMOHHLIH HOMEp M LIMQP XpaHEHHA AOKYMEHTA, Kparkoe
oubnuorpaduyeckoe oMHcaHUe, LIEHY JOKYMEHTa, 3apUKCHPOBAHHYIO B PETHCTPE
UHABBUAYAIBHOTO YUETA HJOKYMEHTOB, KO3(QULHEHT NMEepeoUeHKH, LEeHY Mocie
nepeoLeHkH U OOLIYI0 CTOUMOCTh UCKIIOYAaEMBIX ROKYMEHTOB,

Jlns neyaTHBIX NOKYMEHTOB BPEMEHHOIO XPAaHEHHA AONYCKAaeTCd 3aMeHa
CITMCKa KHUXHBIMH GOpMyJIApaMH.

Ans poxymeHtos, o6paboTaHHBIX TPyNIOBHIM (YHPOIICHHBIM) CIIOCOGOM,
BMECTO CNIUCKA HAETCA MEepeHeHb PerHCTPALMOHHBIX HOMEPOB, BUA HCKIIOYaeMBIX
U3JaHUi, UX KOTHYECTBO.

54. K Axty o cnucapHd MO MpHYHHE YTpaThl M CHHCKY NpPHJIATAloTCA
JOKYMEHTBI, OATBEP K RAIOIIME YTpaTy (TIOSCHUTENIbHASA 3alIUCKa, B CIIYHae Kpaxy
WIH XUILEHHSA - NMPOTOKOJ, aKT, 3aKiloueHHe YINOJHOMOYEHHBIX OPraHoB, NpH
BO3MELIEHUN yiepOa - hUHAHCOBEBIM JOKYMEHT 0 BO3MellieHHH yuuep0Oa).

BosMmemienne umrtatensmu  yulepba momyckaercs B (opMe  3aMEHBI

YTEPAHHOIO NOKYMEHTA paBHOLCHHBIM ambo nyTeM JeHEXHON KOMIIEHCAallUH. HpH
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npyeMe OeHer OT uuTareNiefl B3aMeH YTEPAHHBIX KHUT WU JAPYTUX AOKYMEHTOB
COCTABNAETCS NPUXOIHBIN OPAESP, H YUTATEIIO BBLAACTCA KBUTAHLNA YCTAHOBICHHOTO
oOpasua.

5.5. Ilpu Bo3MemieHMHM uuTaTeNeM yulepba CTOMMOCTH YTpaueHHBIX
JOKYMEHTOB YCTaHaBIIBaeTCd JKCNEepTHOH KOMMCCHEH MO OLEeHKe JOKYMEHTOB,
Ha3HaYeHHON NPHKa30M pyKoBoauTens Oubnuorexu.

Ilpy yrepe unu XUUICHHM LEHHBIX W peAKUX KHHUT VI ONpelefeHHA HX
CTOMMOCTH KOMHMCCHA MOMKET IIPHBIECKaTh K cBoeHl paloTe COOTBETCTBYIOLUMX
JKCIEPTOB, 4 TakKe HCIOb30BaTh MAaTepyalbl HayYHO-METOAUYECKHUX LEHTPOB,
KHIDKHBIX ayKLMOHOB M ApMapokK. B 3Tux choyyasx onpeaeneHue MpUYHMHEHHOIO
yiuep6a npenenbHbBIMA KO3 (pulHeHTaMH KPATHOCTH HE OrpaHH4YMBaeTCs.

5.6. AKT O cCNHCaHMM [0 OJHOM H3 MpPHYMH, YyKa3aHHHIX B Mm.5.1, ¢
IPAJIOKEHHBIM CIIHCKOM MOAMHCHIBAETCA NPEACEIATENEM B YWICHAMH KOMHCCHH T10
cnucanuo ob6bekTOoB OGubmHoTeuHOro (QoHpa, YTBepKIaeTcs PYKOBOAUTENEM
YHPEXKICHUS.

5.7. ITocne yTeepkAcHUS AKTA O CIIHCAHMH OCYIUECTBIAIOTCA MEPONIPUSATHSA
Mo TepepacrpeleNeHnio U pean3ali CIUCAHHBIX 00BEKTOB OHMOIHMOTEYHOro
doHaa.

5.7.1. Joxkymeurnst (cricanHbie oOBekTBl OubimoreyHoro ¢oHza),
HUCKMIOYEHHbIE TIO IIPHYYHAM BETXOCTH, Je(eKTHOCTH, YCTAPENIOCTH [0
COZEPKaHHIO, HANPaBIIIOTCA B IYHKTHl BTOPHYHOIO CHIpbA. MckmouenHble 3
(GOHIOB MHMKPO(POPMBI Ha IalOTeHUAOCEPEOpAHOH IUIeHKe TMOMICKAT cAaqde Kak
cepebpocoepikaliie OTXOAbl B COOTBETCTBUHM ¢ 3aKoHOoAaTenbcTBOM PoccHHCcKoi
Denepatyy.

IIpm OTCYTCTBUM MYHKTOB BTOPCHIphA WM B cClydYadx, KOrfa cjadva
IOKYMEHTOB Ha IMepepaboTKy 93KOHOMHYECKH HellenecoobpasHa, OuOGmHoTexu
VHUUTOXAIOT HCKIIOUEHHbIE JOKYMEHTHl HA MECTE B IIPUCYTCTBUU JIMILI, KOTOPbIS
COCTABJAIOT aKT 00 YHHUTOMEHUH CITHCAHHEBIX 00bekToB 6ubnnoTeyHoro hoxa.

B AkTe 0 CIHCAHHWH OTPAXKAIOTCA HAaHMEHOBAaHUE, HOMED M JlaTa NOKYMEHTA,

NOATBEPKAAKOILECTO CbaKT ciayl CHHCAHHBIX 00BEKTOB B NYHKT BTOpHYHOI'OC
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CHIpbA, HAH aKTa 00 YHHYTOXKEHUH CIIMCAHHBIX 00BEKTOB OHOMTHOTEYHOTO (POHAA.
JoxyMeHT npunaraetcs K AKTY O CIIUCAHHH CO CITUCKOM,

5.7.2. JloxymenTsl (coucaHHble OOBeKTHI OubnuoTeuHoro ¢ouga),
HCKTIOYEHHEIE 110 TIPUYHHE HENPOHILHOCTH, NEPEAAOTCS TI0 aKTaM B OOMEeHHEIH
¢OHA B LwensxX AanbHeHIIeHd nepefayd Ha Ge3Bo3Me3aHON ocHOBe OHONHOTEKaM
MM peaIn3aIiy QU3HYECKUM U IOPUINYECKHM JTHLIaM.

5.8. Tlocne 3aBepiieHUs MEPONMPUATHY, TPEAYCMOTPEHHBIX AKTOM O
CHMCAHUU HMCKIOYEHHBIX 00bekTOoB OubnmnoTeyHoro ¢oHAa, MEpPBBIA YKIEMILIAP
AKTa O CIIHCaHUM CO CIIMCKOM ¥ JOKYMEHTOM, MMOATBEPXIAIOIIMM BHIOBITHE,
nepefaeTca B OyXTanTepuio, BTOPOH DJK3eMIUIAp OCTacTcs B NOApasAeleHHH,
oCcylIECTRIAOIIEM yueT Onbnuoreynoro ¢poHaa.

Ha ocHoBaHuU AKTa 0 CIIMCAaHMM UCKIIOUEHHBIX 00BEKTOB OHONHOTEYHOTO
donna OubnmoreyHoe mnoapasAencHue M OyxranTepus BHOCAT W3MEHEHHS B
COOTBETCTBYIOLIUE YUETHbIE JOKYMEHTEHI.

5.9. AKTHl 0 CHUCAHUH PETUCTPUPYIOTCSI B KHHUre CYMMAapHOTO Y4era
oubanoregHoro GoHma» (WK APYrOM BHJE PETUCTPA CYMMapHOTO YYeTa BbIOLITHSA
JIOKYMEHTOB, IPHHATOM B OHONHOTEKe).

5.10. B perdcrpaluoHHOH KHure (WaAM JOpyroM BUAE pPErHCTpa
HHIABHAYJIBHOIO y4YeTa JOKYMEHTOB, IPUHATOM B OuONHOTEKEe) NpOCTaBIIeTC
HOMep U jJaTa AKTa O CIHCAHHH.

5.11. Bce wuckmouaemble u3 QoHa OuOIMOTEKM HOKYMEHTBI (KHMIH,
JKYpHaBL, APYTHe BHABI JOKYMEHTOB) JOJDKHBI GBITH COOTBETCTBYIOIIHM 06paszoM
o(hOpMIEHBI: CHELHUANBHBIM WITEMAEAEM JODKHBI OBITH IOrallieHbl IITAMABI
dubnnoreku.

5.12. DHeKTpoHHBIE CETCBBIC JOKAlbHBIE JOKYMEHTH YAAIAOTCH K3
3MIEKTPOHHON GHOIMOTEKH Ha OCHOBAaHMH AKTa O CIIMCAHUH ¢ YKa3aHHEM NPHUMHEI
UcKmoveHua. HaumeHoBauue, HOMEp W HaTa aKTa BBOAATCH B 0asy NaHHBIX B
KayecTBe MeTanH(OPMaLUH K COOTBETCTBYIOLIEMY JOKYMEHTY.

Ha OCHOBaHMH BBEJEHHBIX CBeJ€HHH INPOrpaMMHBIM  crocobom

opMupyeTcs nepedeHs AKTOB O CHIMCaHUU (PeecTp CyMMApPHOro yueTa BhIOLITHA



20
CETEBBIX JIOKAJIBHBIX AOKYMEHTOB) U MepedeHb CITUCAHHEIX 00BEKTOB 3IEKTPOHHOMA
oubnnorexy (peecTp MHAMBHAYAILHOIO ydeTa BBIOBITHA CETEBBIX JIOKAIBHBIX
JNOKYMEHTOB).

5.13. BHIOBITHE 37EKTPOHHBIX CETEBBIX YAAJIEHHBIX JIOKYMEHTOB He
odopmiIsercd clerHanbHeIM ToKyMeHToM. [loaTBepixieHIeM BHIOBITHS SBJISETCS
HCTEYCHUE CpoKa JEHCTBHA AOKyMeHTa (Z0roBopa, KOHTPaKTa, JIMLUEH3UOHHOIO
COrflalleHns ), opOpMIEHHOIO Ha TPABO JOCTYTA K oNpeneneHHoH 0ase HaHHBIX
(maxety) ceTeBBIX JOKYMEHTOB, H OTCYTCTBHE JIOTOBOpPa, KOHTPAKTa,
JMLEH3YOHHOTO COTTIAlleHUs, OOPMIIEHHOTO Ha HOBBII CpOK.

5.14. ExexBapranbpO, Npu ycnosuu H3MmeHeHus cocrasa OLUIY, olOuue
CBEJIEHH O KOJIM4eCTBE H CTONMOCTH JOKYMEHTOB, CIUCAHHBIX W3 0NOnuoTeyHOro
bonma, kak 00BekTa 0co00 LIEHHOro ABMXUMOTO MMYILECTBA, ¢ YKa3aHUEM
nepeuHs AKTOB O CIHMCAaHHHW, MPHYHH W HaNpaBlIeHHH BBIOBITUS NOKYMEHTOB,
HpeAcTaBnA0OTCcd  y4dpeantento. KomudecTBo BBIOBIBAIOIIUX HOKYMEHTOB HE
JNO/DKHO  NPEBHINATH KOJNMYECTBA BHOBb MMOCTYNAIOMIMX JOKYMEHTOB B

OubInOTeUHBIH GOHA.

VI.  Vuer utorop gpuxenus Oubnuoreysoro gonaa
6.1. Ytorn nBuxeHus (QOHAOB NOABOIATCS B KHHUIE CYMMAapHOIo ydYera
Oubmmoreqynoro (gpoHna (MK APYroM pPerucTpe CyMMapHOIo yudeTra, MPHHATOM B
OnOIMOTEKE) HA OCHOBAHUW MJAHHBIX CYMMApHOro YYeTa O TIOCTYIUICHHH W
BBIOBITHH JIOKYMEHTOB.
HToroBbie JaHHBIE HMEIOT deThipe 00A3aTeNbHBIX [TOKA3aTENA: COCTOANO Ha
HA4a10 roja, INOCTYNIUIO 32 IO, BEIOBLIO 32 rojl, COCTOUT Ha KOHEL roja
Htorossie NaHHBIE IO 3NEKTPOHHBIM CETEBLIM YAAJTIEHHBIM AOKYMEHTaM
IPENCTABNAIOTCH CIEAYIOUMMH MOKa3aTeNsiMH YYETHBIX €IUHHIL COCTOAIO Ha
Ha4ajo roga, oGOpMICHO B JOCTYH B TEUEHHE roAa, JOCTYMN MPEKpPalicH B TeHEHHE

roja, COCTOMT Ha KOHEL rojaa.
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6.2. Cpenenuss o6 MTOrOBBIX MAaHHBIX (UKCHPYIOTCA B GopMe
rOCYHapCTBEHHON CTATMCTHYECKOH OTYETHOCTH W MPECTABIAIOTCA INA Lieneid
rocyJapCTBEHHON CTAaTHCTHYECKOH OTUETHOCTH,

HUroroseie naHHble 00 o0OMeHHOM (OHAEe HE BKIIOYAIOTCH B 00Lme

noxazarenn 6ubnuorteuHoro ¢poHxa.

VII. ITpoBepka Hanuuusa ZoKyMeHTOB OnbHoTeuHoro dhoHxa

7.1. I[lpoBepka Hanmuuus AOKyMeHTOB OubnuoreuHoro ¢oHga (mamee —
poBepka GoHIa) IPOUIBOAUTCA B 00sS3aTENILHOM TIOpsIKE:

NMPpH BBIABICHHHM (AKTOB XHINEHUS, 3JOYNOTpeONeHHsS WIH TNOp4Yd
NOKYMERTOB;

B ClIyya¢ CTUXMHHOro OeACTBHA, NOXapa HIH JPYTHX Ype3BbYaHHBIX
CUTYALUH, BBI3BAHHBIX 3KCTPEMANbHBIMY YCIOBUAMM;

IpU peoprasu3alyMi U JINKBUAALYH OUOIHOTEKY;

JUis npoBeneHHsS TIPOBEPOK PYKOBOJUTENEM OPraHU3aliM¥ Ha3HA4aeTcs
KOMMCCHUS, B COCTaB KOMHCCUH JOJKEeH BXOAUTH MPEACTaBUTEND OyXTanTepHH.

7.2. IlpoBepka (poHAa B TUIAHOBOM MOPSIKE OCYIIECTBISIETC B CleAYIOLIHE
CPOKHU:

HOKYMEHTBI, UMEIOLIHE B OQOPMIEHHH AparoleHHble METaUIsl # (UiIn)
IparoleHHble KaMHH — €XXETOLHO,;

(oHI pefKNX H NEHHBIX KHUI — OJIUH pa3 B 5 JeT;

donae SubnuoTtek A0 50 ThICAY YHETHBIX €AIMHUI — OJUH pa3 B 5 JIET,

doumel 6ubnuorek ot 50 a0 200 THICAY YHYETHBIX €AMHML — OJUH pas B 7

TeT;

douapl 6ubauorek ot 200 TeicA4 A0 | MUINMOHA YYETHRIX €IHHHUL — OJHH
pas B 10 ner;

donasr GudanoTex o1 | 10 10 MUTHOHOB YYETHBIX eANHUL — ORHH Pa3 B 15
neT;

borael bubnuotex oT 10 go 20 MUIIHOHOB YYETHBIX €AWHMLl — OAAHH pa3 B

20 ner;
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doHaEl O6ubnHOTEK cBhIlle 20 MUJUIMOHOB YYETHBIX €JUHML — | MMILTHOH
3K3EMIUIAPOB B FO/I.

Ilnanosas mposepka doHga OUGIHOTEKM MOMKET OCYIIECTBIATECS MMOITAMHO
B COOTBETCTBHU C rpa(pHKoM NPOBEREHH NPOBEPKH BCero GpoHaa Wi ero yactH (B
TOM YHCJEe DEOKHUX H LEHHBIX KHHMI) C ONpele/]eHHEM CPOKOB M KOJHYeCTBa
TlaHupyeMoro ofeeMa paGoThl.

7.3. IlpoBepka 3NMEKTPOHHBIX CETEBBIX JIOKANBHBIX  HOKYMEHTOB
OCYIIECTBIIACTCA 110 KOJWYECTBEHHBIM [IOKA3aTeNIsiM, a TaKKe MO KOHTPOJIbHBIM
CyMMaM, TMO3BOJIAIOLUHUM BBIABUTH U3MEHEHHUS B IOKYMEHTE,

IlpoBepka AOCTYNHOCTH OSNEKTPOHHBIX CETEBBIX YAANCHHBIX AOKYMEHTOB
OCYIIECTBIACTCA C aApecoB BXO0Ja, YKa3aHHBIX B pErHCTPE HHAHUBUAYATBHOTO
ydeTa.

7.4. TlpoBepxa Bcero (hoHAa WIH ero 4acTy 3aBepliaeTcs COCTaBlIeHHEM
aKTa O pe3yJIbTaTax MpOoBeAeHUS MPOBEPKH HaNUUMsI JOKYMEHTOB OUONIHOTEHHOrO
doHAa M TPUIOKEHHMEM K HEMYy CHOHCKa JOKYMEHTOB, OTCYTCTBYIOIIHX IO
HEYCTaHOBJIEHHOH NPUYHHE.

B akTe GUKCUPYIOTCA CBEIEHHS O KONMUYECTBE AOKYMEHTOB OUOIHOTEUHOTO
(OoHOa MO MaHHBIM y4YeTa; JOKYMEHTOB, MMEIOMUXCA B HANHYUM; HOKYMEHTOB,
OTCYTCTBYIOLIHX B OUONHOTEYHOM (pOHAE MO HEYCTAHOBICHHOH NpuyuHe. B akxre
TaK)Ke YKa3bpIBAKOTCA HOMED W AaTa aKTa O NPOBEICHVM NpeAblAyLIed MPOBEPKH.
AKT ¢ NpunoskeHNeM CTIHCKA JOKYMEHTOB, OTCYTCTBYIOILMX IO HEYCTAHOBIIEHHOM
NpUYHHe, TIOANHCHIBACTCA NPEACeaTENeM U WISHAMK KOMUCCHH U YTBEPXKIALTCA
PYKOBOOUTENEM YUPEKASHUA.

7.5. Tlpu BBIABIEHWH B Ipoliecce MNpoBepkdu ¢(OHAA OTCYTCTBYIOIIHX
NOKYMEHTOB H HEBO3MOXHOCTH YCTAHOBJIEHHS BMHOBHBIX JIML YOBITKHA IO

HeaocTa4aM CITHCBIBAKTCA B COOTBCTCTBHH C L[CFICTBYIO[HHM 3aKOHOOATESILCTBOM,

VIII. JienompousBOACTBO B OpraHU3aiuu yyera 6ubanoteyHoro dponaa
8.1. Opranunszauus paGoTsl ¢ JOKYMEHTaMH Mo ydety 6ubnuoreynoro gonaa

OCYLICCTBICTCA ITO MpaByuiiaM BEACHUA ACIONMPOXU3BOACTBA,
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8.2. Cpokn XpaHeHHS NOKYMEHTOB YCTaHABNUBAIOTCA B COOTBETCTBHH C
IIpukazom MuHucTepcTBa KYJABTYpPbI Poccuiickoi denepauun
or 25.08.2010 Ne 558 O6 yrBepxaeHun «[lepedHss THUMOBBIX YNpaBAeHYECKHX
apXUBHBIX  JOKYMEHTOB, oOOpa3yloluXcs B  Opolecce  IeATESNBHOCTH
rOCYJApCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIPABJIEHUS U OpTaHU3alMi,
C YKa3aHUEM CPOKOB XpaHEHHI», 3aperdcTpUpOBaHHBIM MuHioctoM Pocchiickoit
Denepannn 08.09.2010 Ne18380.

8.2.1. IloctossHHO, A0 NMKBUIALHH OWONMMOTEKH, XPAHATCA PEerucTphi
UHAMBHIYANbHOTO ¥ CYMMapHOr0 yuyeTa JOKYMeHTOB Oubnuoreunoro ¢onna
(perucTpalMOHHbIE KHHMIH, HHBEHTapHble KHHUIH, KHUTM CYMMApHOro YydYeTa,
YYETHBII KaTanor, Tonorpaduieckue onucH U KaTaJoru).

8.2.2. B TeyeHue AecATH JeT XpaHATCA AKTBbl O CIIHCAHUH HUCKIIOYEHHBIX
oOpexTOoB OuOnuoreusoro GoHAa M aAKThl O I[pHeMe-Tiepefadye CIUCAHHBIX
00BbekTOB OHbnuoTeyHoro Qousa.

8.2.3. B TeuyeHHe nATH JIeT XPaHATCA NEepPBHYHbIE YUYETHhiE AOKYMEHTHI,
NOATBEPXKIAIOUWIME  TOCTYIUIEHHe  OOKYMeHTOB B OuOnuoTeuHnli  QoHA
(HaxTagHkle, aKTEl O IPUEME, aKTHl CHAYH-IPUEMKH).

8.24. o okoHYaHHA oOYEpeAHOH TPOBEPKH (POHAA XPAHATCA AKTHI O

pe3ylbTaTax MpoBeAeHHS IPOBEPKH HAMYUA JOKYMEHTOB OubnoTedHoro gona.




