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. O01Me moJioKeHus

1.1. Yder nokymMeHTOB OMOJMOTEYHOro (hOHIA SBISIETCS OCHOBOM OTYETHOCTH W TUIAHUPOBAHUS
JESTEIIbHOCTH OUOJIMOTEKH, CIIOCOOCTBYET 00ECIIEUCHHIO €T0 COXPAHHOCTH.

1.2. Vder BKIIOYaeT PErUCTPALMIO MOCTYIUICHHS IOKYyMEHTOB B OMOIMOTEUHbIN (OH, UX BBIOBITHS
u3 (oHIA, WTOrOBBIE JaHHbIE O BeauunHe (0Obeme) Bcero OuMOMMOTEYHOro (OHIA M €ro
MOIpa3/iesioB, CTOUMOCTh (hOH/IA.

1.3. OcHoBHBIC TpeOOBaHMS, IPEIBABIIEMbIC K YIETY OMOINOTEYHOTO POH IA:

MIOJTHOTA M JIOCTOBEPHOCTh YYETHOU MH(OpPMAIIHH;

OTIEPATUBHOCTH;

JOKYMEHTHPOBaHHOE 0(hOpMIICHHE KaXKJ0T0 OCTYIUICHUS B (POH U KaXKI0TO BBIOBITHS U3 (HOHIA,

COBMECTHUMOCTh MPHEMOB U (OpPM yudeTa, UX HAEKHOCTh IMPHU MapauIeTbHOM HCIOIb30BAaHUH
TPaJULIMOHHON U aBTOMATHU3UPOBAHHON TEXHOJIOTUH yUETa,

COOTBECTCTBHC HOMCHKIJIATypPbI Imokasareiei yucTa q)OHI[a aHaJIOrH4YHbIM IIOKa3aTCisiM
FOCYHapCTBeHHOﬁ OMOIMOTEYHON CTATUCTHKH.

1.4, Vuery mnojexar Bce JAOKYMEHTHI (ITOCTOSIHHOTO, JUIMTEIBHOTO, BPEMEHHOTO XPaHCHHUS),
nocrynaronue B o 6uOIMOTEeKH U BhIObIBatoIue U3 (HoHAa OMOIMOTEKH, HE3aBUCUMO OT BUIA
HOCUTENA.

1.5. Vder nOKyMEHTOB BeAETCA B pEerucTpax HUHAMBUAYAJIBHOIO M CYMMapHOro yuyera B
TPAJUIIMOHHOM U (MJIH) 3JIEKTPOHHOM BHUJIC.

1.5.1. PeructpamMu HMHIMBUIYaJbHOTO Yy4Y€Ta JIOKYMEHTOB SIBJISIOTCSA. PETUCTPAllMOHHAs KHUTA,
KapTOUYKa PETMCTPALlMM Ha ONpPEAEIEHHBIM BHUJ AOKYMEHTA Ul Ta3eT, KypHAlIOB, OPYTMX BUIOB
JOKyMEHTOB.  JlomyckaeTcsi  Takke  perucTpaMd  WHIUBUAYAJIbHOIO  ydeTa  CUHUTaTh
TONOrpa)MuecKkyro Omuch (KaTayior), y4eTHbIH KaTalor, Y4eTHbIH (aill ¢ BBIXOAHBIMH (OpMaMH,
(bopMUpYEMBIMH B MOPSIIKE UHBEHTAPHBIX UM UHBIX UJIEHTHU(PUKAMOHHBIX HOMEPOB TOKYMEHTOB.

Peructpel MHAMBUAYaTBHOTO yYe€Ta JOKYMEHTOB OMOTMOTEYHOrO (POHAA COAEPKAT PEKBUBHTHI,
UACHTU(DUIUPYIONINE KAXKIBIM JOKYMEHT C YKa3aHHEM CBEJACHUU O MOCTYIUICHHH AOKYMEHTa U O
€ro BBIOBITUH U3 OMOIMOTEUHOTO (POHIA.

1.5.2. Peructpamu CyMMapHOTO Yyd4eTa JOKYMEHTOB SBJISIFOTCS: KHUTa CYMMapHOTO ydera
O6ubmoTeyHoro GoHaa, JUCTHI CyMMapHOTro y4yeTa Oubnuoreunoro ¢oHza, xypHai. JlomyckaroTcs
pa3iauyHble MOAU(UKAIIMA KHUTH CyMMapHOTo ydera. He3aBUCHMMO OT BHJla yU4E€THOTO JOKYMEHTA
PETUCTPBI CYMMApPHOTO y4€Ta COACPKAT TPHU B3aMMOCBA3aHHLIC YacTHU.

"[locTymienre TOKyMEHTOB B OMOIHOTEeUHbIN (oHa",
"BrIObITHE TOKYMEHTOB U3 OMOIHOTEeUHOTO hoHIa",
"Uroru aBmxeHust OubIMoTeyHoro (poHIa: UTOrOBbIe JaHHBIC HA KOHEIl OTYETHOTO meproa’.

O0600111eHHbIE JaHHBIE OTPAXKAIOTCS B KaX/I0H YaCTH PETUCTpa CyMMapHOro ydera. B anexkTpoHHOi
CHCTEME y4eTa 3TH YaCTH MHTETPUPYIOTCS B €MHBIN yUeTHBIN (aiii.

1.6. CymmapHblii U WHAMBHUIYalbHbIM ydeT (oHAa BeaeTcs CTPYKTYPHBIMHU IOJIpa3/IEICHUSIMHI
O1OIMOTEKH, B BEIEHUU KOTOPBIX HaXOJUTCS KOMIUIEKTOBaHHME (OHJIA, a TAKKe MOapa3AeICHUSIMH,



o0ecreynBarOIMMU XpaHEHHE U HCIIOJIb30BaHUE 3aKPEIUIEHHBIX 3a HUMH 4acTedl obmero Qonaa
OUOINOTEKH.

1.7. Craructuueckas uHpopManus o (HOpMUPOBaHMH OMOIMOTEYHOro (OHJA IO HWTOraM Troja
npezcTasisiercs B [ 1aBHbII HH(OPMAIIMOHHO-BBIYHCIUTEIbHBIN IeHTp MUHKYIbTYpBI Poccuu.

1. ExuHuub1 yyeta 0u01uoTeuHoro ¢gponaa
2.1. Benuunna (00beM) U ABMKEHHE (OHIA U3MEPSAIOTCS B YHU(PDHUIIMPOBAHHBIX SMHUIIAX yUETa.

OCHOBHBIMU CAUHUIaMH Yyd€Ta IOOKYMCHTOB OMOIMOTEYHOrO (bOH[[a SABJIIIOTCA SK3CMIUIAP U
Ha3BaHUEC, OJIA Ira3cT - l"O,HOBOfI KOMIIJICKT 1 Ha3BaHUC.

JloToTHUTENHPHBIMU ~ €IUHUIIAME  y4eTa (OHIA SBISIOTCS TOJAOBOM KOMIUJICKT, METpPOIOJIKA,
noamrBKa (eperieTHast eAUHUIA); 1T JICKTPOHHBIX JOKYMEHTOB - ¢IMHUIIA TAMSATH JaHHBIX.

2.2. O0mas BenuurHa OMOIMOTEYHOTO (DOHIA B IIEJIOM M €r0 TOJpa3/iejioB, B TOM YHCIE CETEBBIX
JIOKQJIBHBIX JJOKYMEHTOB U CETEBBIX yJIaJICHHBIX JOKYMEHTOB, YIUTHIBACTCS B DK3EMILISIPaX, HOBBIE
MOCTYIUICHUS - B SK3EMIUISIpaX M Ha3BaHUAX. YMCIIO TOIOBBIX KOMIUICKTOB T'a3eT MPUPABHUBACTCS K
YHUCITY 9K3EMIUTSIPOB.

I1l. Y4eT 10KyMeHTOB IO BHAaM H KATErOPUSM

3.1. [leuaTHble N31aAHUS U HEOMYOJIUKOBAHHbIE TOKYMEHTHI

K meyaTHbIMM M31aHUSIM OTHOCSITCS TUPAXMPOBAHHbBIE W3/IaHUS, IMOJIYYEHHBIE ME€YaTaHUEM WIIU
TUCHEHUEM, TOJIUTPaPUIECKH CaMOCTOATEIHHO OGOPMIICHHBIC: KHHUTH, OpOIIIOPHI, JKYpHAHI,
NPOAOJDKAIOIIMECS HW3JaHUs, JIMCTOBBIE W3JAHUs, Ta3eThl, W30U3JaHUS, HOTHBIC W3JIaHUS,
Kaprorpadguueckue  HW3JaHUs, HOPMATHUBHO-TEXHHWYECKHE W  TEXHUYECKHE  JIOKYMEHTHI,
aBTOpedeparsl AUCCePTAIIHA.

K HeomyOIMKOBaHHBIM JOKYMEHTAM OTHOCSATCS PYKOIHCHBIC JOKYMEHTHI (PYKOMHCHBIC KHHTH H
apXWBHBbIE JIOKYMEHTBI), a TaKKe JOKYMEHTBI, HM3TOTOBIICHHbIE B CIUHHYHBIX 3K3EMIUIIPAX,
SIBJISTIOIIAECS 00BbEKTaMU MHTEJUIEKTYaIbHON COOCTBEHHOCTH (ICMMOHMPOBAHHBIC HAYYHBIC PaOOTHI,
JUCCEepPTAIlH, MPENPUHTHI, OTYETHl O HAYYHO-HCCIEA0BATENbCKUX paboTax, MepeBOAbl, OMUCAHUS
QITOPUTMOB ¥ TporpaMM IBM, NpOeKTHO-KOHCTPYKTOPCKas JTOKYMEHTAIlWsl), TaKTHUJIbHbIC
PYKOJENbHBIE U3JaHUS U CIENBbIX U CHa0OBUIANIMX. PyKONMUCHBIE JOKYMEHTHI, BXOJSIIME B
OoubmoTeyHbIie (HOHBI, SIBISIIOTCA COCTaBHOM YacThio ApxuBHOTO doHma Poccuiickoit denepanuu u
YUHUTHIBAIOTCS. B COOTBETCTBUM C HOPMATHUBHBIMM M MPABOBBIMU aKTaMU IO YYETY apXHUBHBIX
JTIOKYMEHTOB M HacTosmuM [Topsiakom.

3.1.1. Kauru u OponItopbl yUUTHIBAIOTCS B 9K3EMILISIPAX U HA3BAHUSIX.
Kak oTaenpHbIN SK3eMIUIAP U KaK OTJEIbHOE HA3BAaHUE YUUTHIBAIOTCS
Ka)kJ10€ OT/IeNIbHOE H3/IaHne (KHUTa, OpoIIopa);

Ka)KJ0€ BXOJISIIee B KOHBOIIOT U3/aHUE;

KaX/IbIii OTJIENBbHBIA TOM (BBIMYCK, YaCTh) MHOTOTOMHOTO H3JaHHS, MUMEIOIINNA HWHIAWBUIYAIbHOE
3aryiaBue,

KakJas W3 OpONIOp, BBIMYIICHHBIX B OOBEIWHAIONICH WX W3AaTEbCKOM Tamke, OOJIOXKKE,



MAaHXECTKE,

KaXaass KHUra WA Opomiopa, BXOAsdlmias B KHIDKHYIO ceputo (HyMEPOBaHHYIO — HIIH
HCHYMEPOBAHHYIO);

OTACJIbHO U3AAHHBIC IMTPUIIOKCHUA K KHUT'aM U 6pom10paM, HMCIOINMEC MHAUBUAYAJIbHOC 3arjlaBuC U
CaMOCTOATCIIPHOC 3HAYCHUC.

3.1.2. JIOKYMEHTBI, BBIIOJHEHHBIE pelbehHO-TOUeYHbIM mpudTom (mpudrom bpaiins),
YUUTBHIBAIOTCS B K3EMIUISAPAX M Ha3BaHUSIX.

DK3eMIUISIPOM I JTAHHOTO BHUJIA M3JaHHUU SBIISCTCSA KaXKIas U3 KHUT KOMILICKTa, 00beIUHCHHBIX
0OIIIMM Ha3BAHHEM.

Kak OOHO HA3BAHUC YUUTBIBACTCSA KOMIUICKT H3OAHUA, HC3aBUCHUMO OT YHCJIa BXOAANIMX B HECTO
KHMHT'.

3.1.3. XKypHalbl ¥ IPOJOIKAIOIIMECS U3/IaHUsl YYUTHIBAIOTCS B SK3EMIUISIPaX U HA3BAHUSX.

3K3€MHHﬂpOM CUHUTACTCAd HOMCEP, TOM, BBIIIYCK, U3AAHHBIC IO OTACIBHOCTH, a TAKIKC KOMIIJICKT
HOMCPOB, TOMOB, BbIITYCKOB, IICPCINICTCHHBIX B OAUH 010K n31aTCIIbCTBOM.

Kak OAHO HA3BAHUC YUUTBIBACTCSA KOMIIJICKT HOMCPOB, TOMOB, BBIITYCKOB, o6pa3y10nmx OTACJIbHYIO
CAUHNUIY C OTIHNYUTCIBbHBIM 3arjlaBUCM. HpI/I M3MEHEHHMHU 3arjiaBusl HOBOU y‘IeTHOﬁ G,Z[I/IHPILICI)'I
CUHUTACTCA U3aaHuEC, €CJIM U3SMCHCHUEC BHCCCHO B IICPBLIC IIATH CJIOB 3arjlaBus.

Hepnozmqecmxle MMPUITOKCHUSA K KypHaJlaM, BBIXOJAIINUC CaMOCTOSATCIIbHO, HMCIOIIHEC
WHAUBUAYAJIIBHOC 3aljlaBuC U CO6CTBCHHYIO HyMepalur, YYUTBIBAKOTCA KaK OTACJIbHBIC
9K3CMILIAPBI U OTACIIbHBIC HA3BAHMA.

Kaxcz[aﬂ cepus NMpOoAOJDKAOUICTOCA U3JJaHUA, UMCHOIIAd MHAWBUAYAJIbHOC 3arjlaBuc U CO6CTB6HHYIO
HYMEpalHWIO BbBIITYCKOB, YYUTBLIBACTCA KaK OTACIIbHOC Ha3BAHUC.

Kaxaplii caMOCTOSATENbHBI TOM (BBITYCK) MPOIOJDKAIOIIETOCS HW3JaHUS yYUTBIBACTCS Kak
OTZEIIHOE Ha3BaHUE.

3.1.4. Tazernl YUUTBIBAIOTCA B T'OJOBBIX KOMIIJICKTAX U HA3BAHUAX.

Kak omHO Ha3BaHWe YyUYMUTHIBAETCA KOMIUIEKT Ta3eT, OOpa3ylolMX OTACIbHYI0 E€IWHUIY C
OTJIMYUTEIbHBIM 3aryiaBueM. [Ipm u3MeHeHMHM 3aryiaBusi HOBOM YUYETHOM E€OUHULEH CUYUTAeTCs
W3/1aHKE, €CIIM N3MEHEHHE BHECEHO B TMIEPBBIC MATH CJIOB 3arjaBus.

OI[HO,[[HGBHHC (paSOBLIe) Ta3C€Thbl YHUTBIBAKOTCA B OK3CMILIApaAx (HOMep, BI)IHYCK) N Ha3BaHMUAX.

OtTnenbHO H3JaHHBIE MEPUOAMYECKHE NPUIOKEHHS K Tra3eTraM, HMEIONIME WHANBUIYaIbHOE
3arjlaBU€ U COOCTBEHHYIO HYMEPAIINIO, YUUTHIBAIOTCS CAMOCTOSATEIBHO.

3.15. MWsousmanus  (anbOOMBI,  KOMIUIEKTBI,  OTJAEIbHBIC  JIMCTOBBIC  WM3JAHHSA) |
penbedHO-TpaduUecKre MOCOOUsS I CIAENbIX W CIA0OBHIAIINX YYHUTHIBAIOTCS B IK3EMIULIpAX U
HA3BaHMSIX.

Kak oTnenbHbIi 3K3EMIUIAP U OTACIBHOC HAa3BAaHME YUYMTHIBACTCS KaXKIbId JIUCT (BBIMYCK) CEPHH
W30M3IaHu#, He 00bEAMHEHHBIC U31aTEIbCKOM Mankoi (00I0KKOM, MaHKETKOH).

JlucroBble W3MaHMS, OOBEAMHCHHBIC W3JATEIbCKON Manmkoi (0O0JI0KKOM, MaHKETKOH, 00epTKOii),
YUYUTBHIBAIOTCSA KaK OJIMH 3K3EMIUISAP U OJHO Ha3BaHUE.



3.1.6. HoTHbIe n3gaHus yuYUTHIBAIOTCS B 9K3EMIUISIpaX U Ha3BaHUSAX.

Kak oTaenbHble 3K3eMIUISIPBI U OTJEIIbHBIE HA3BAHUS YUUTHIBAIOTCS:

CaMOCTOSATENIbHbIC HOTHBIC M3/IaHHsI, 00bEIMHEHHBIC B OJTHOM IeperuieTe (KOHBOIIOTE);
OT/eJbHbIC TTAPTHH (royioca) U mapTuTypa (KJIaBup), U3AaHHBIC PA3ICIbHO.

Kak ouH 3K3eMIUsIp ¥ OJJHO HAa3BaHUE YUUTHIBAOTCS:

oTAeJbHBIC apTHH (ToJI0ca), 00bEANHEHHBIC C TAPTUTYPO (KJIaBUPOM) B OJTHOM U3/aHHH, a TAKIKE
HapTuH, O0bEIMHEHHBIC U3/IATEIBCKOM MaKol (00JI0KKOi).

3.1.7. Kaprorpaduueckue U3 JaHus YIUTHIBAIOTCS B DK3EMILISAPaX U HA3BaHUSX.
Kak oTaenbHbIi 3K3EMIUISIP U OTAEIIBHOE HA3BaHUE YUUTHIBAKOTCS

aTJachl, COCTOSIINE U3 OTAEIbHBIX HYMEPOBAHHBIX WM JaTUPOBAHHBIX BBIITYCKOB;
Ka)K]IbI BBIIYCK CEPUMHOIO U3AaHUs KapThl UJIM aTJiaca.

Kak omuH »3K3eMIUIsip M OJHO Ha3BaHME YUYWUTHIBAECTCA KapTa, M3/IaHHAs Ha HECKOJIBKHUX JIMCTAX
(moekaIux CKICHKe), 00beJMHEHHBIX OOIIUM 3arjiaBHeM.

MHOTOTOMHBIC (MHOFOHI/ICTOBLIG) KapTorpa(queCKHe n3aaHus, O6I>€,Z[I/IHCHHI>IC O6H.[I/IM 3ariiaBucMm,
YUYUTBIBAIOTCA 110 KOJIMYECTBY TOMOB U OJJTHOMY HAa3BaHUIO.

OTnenbHO UW3JaHHBIE, HO HE UMEKOIIUME CAMOCTOSTEIBHOIO 3HAYeHHMs Kaprorpaduyeckue
NPWIOKEHUST K Pa3IMYHbIM M3JaHusAM (KHHUTaM, OpoIIopaM, KypHajlaM) YYUTHIBAIOTCS €IUHBIM
KOMILIEKTOM C OCHOBHBIM M3JaHUEM.

3.1.8. HOpMaTI/IBHO'TeXHI/I‘ICCKI/Ie U TCXHUYCCKHUC JOKYMCHTBI (HaTeHTHHe AOKYMCHTBI, THUIIOBBIC
MMPOCKTBI MW UYCPTCIKH, KaTaJIOrM IMPOMBIIIJICHHOTO O60p}/I[OBaHI/I$I n I/I3ZI€JIHI>1, HOPMAaTUBHBIC
JAOKYMCHTHI 110 CTaHAAPTHU3AllUH, TCXHUYCCKUC YCIIOBUS, PYKOBOAALNINEC HNOKYMCHTBI U npaBI/ma)
YUYUTBIBAIOTCA B OK3CMILIApax U Ha3BAHUAX.

Kak oauH »K3eMIUIslp ¥ OJJHO HA3BaHUE YUUTHIBAIOTCS CTAaHAAPThl M KATaJOTd MPOMBIIUIEHHOTO
000pyI0BaHUS U M3IEIHH, BBITYIICHHBIC B 00BENHSAIONICH HX N3IaTeIbCKON manke (00J0%kKKe) MpH
HAJIMYUU Ha TMarkKe 001el [IeHbl, COAep X aHUs BCET0 U3AaHUs, EAMHBIX BHIXOAHBIX JTaHHBIX.

Kak oTnenbHBIM SK3eMIUISIP UM OTIAEIbHOE Ha3BaHUE YUYMTHIBAIOTCA CTaHAAPTBl M KAaTaJlOTH
MPOMBINIUICHHOTO O0OpYIOBaHMUS W W3JACIUNA, JAPYrHe CHIEeNHAIbHBIE BUIB JOKYMEHTOB,
BBIITYILIEHHBIE B BUJIE€ OTAEJIBHBIX JIUCTOB, €CIM KaXIbIM U3 HUX MMEET CBOM BBIXOJHBIC JaHHBIE,
[ICHY, TUPAX, JJaKe €CIIU OHU 00BEAMHEHBI OJTHON M3/1aTeIbCKOM Mankoi (0010KKOI).

3.1.9. HCOHY6HI/IKOB8.HHBIC JAOKYMCHTHBI YUHUTBIBAIOTCA B SK3CMIUIAPAX U HA3BAHUAX.
Kak OJMH 3K3CMIUISIP U OAHO HAa3BAHUC YUHUTHIBAKOTCS .

JICTIOHUPOBAaHHAsT Hay4yHas paboTa (KOMIUIEKT, COCTOSIIMH M3 JBYX SK3EMIUIIPOB pabOThl) U
COIPOBOJUTENBHBIE JOKYMEHTHI,

HCOHY6J'II/IKOB2[HHBIC JOKYMCHTHI, C6pOHlIOpOBaHHLIC HJIN COACPKAIIUCCA B OTCIbHOM MAaIIKe.

JInsi KOHCTPYKTOPCKOM JOKYMEHTAIIMU €IMHULEH ydeTa SIBJIETCS YepPTEK WM MOJHBIA KOMIUJIEKT
KOHCTPYKTOPCKUX JTOKYMEHTOB, OTHOCSIIIIUXCS K OJTHOMY H3JIEHI0 (00BEKTY).

3.1.10. OGHoBIsIEMOE MEYATHOE HU3JaHUC YUYUTBIBACTCA KaK OTACJIBbHOC HA3BAHUC H OTJI€IbHBIN



AK3EMIUISP MPU MEPBUYHOM MOCTYIUIEHUU B OnOnmoTeky. [locnenyromme mocTyrieHus BKIAHBIX
JUCTOB, MpeIHA3HAYCHHbIX Ui JOIMOJHEHUS WM 3aMEHbl COOTBETCTBYIOIIMX JIUCTOB B W3/IaHUH,
OT/ICJIHOMY YYETY HE MOJJIeKaT.

3.1.11. dakcuMuUIbHOE U3/IAHUE YUYUTHIBACTCS KaK OPUTHHAI.

3.2. AynuoBu3yajibHble JOKYMEHTbI

K AyJAUOBHU3YyAJIbHBIM AOKYMCHTaM OTHOCATCA q)OHOHOKYMeHTBI y BUACOOOKYMCHTEI,
(bOTOI[OKYMeHTI)I, KHMHOJOKYMCHTEI.

3.2.1. Enuannamu yueta GoHIa ayAHMOBH3YAIBHBIX JOKYMEHTOB SBJISIFOTCS SK3EMIUIAP U Ha3BaHUE.
Kaxk oTnenbHbIN 3K3eMIUISIP YYUTHIBAOTCS:

JIMCK - JUIsl TPAMILIACTUHOK;

KaTyIIKa, KacceTa Miu 000MHA - JJIsl MAarHUTHBIX (pOHOTpaMM;

Kaccera - Ui BUIC0JOKYMEHTOB,;

Kajp - Uit (OTOTOKYMEHTOB (JMarO3UTUBOB, CJIAM/IOB);

600uHa - 11 KHWHO(DUIBMOB.

Kaxk oHO Ha3BaHHE YUHUTHIBAIOTCS:

OT/IEIBHO BBINMYIICHHAS MPAaMILIACTHHKA, KacceTa JTM00 KOMIUIEKT (a1b00M) rpaMILIaCTHHOK, KacCeT,
00BbEAMHEHHBIX OOIIMM Ha3BaHHUEM,

MarHuTHas (OHOTpaMMa Ha OJHOW Karyiike (Kaccere), MarHWTHas (POHOrpaMMa Ha HECKOJbKUX
Katymikax (kaccerax), 00ObAMHEHHBIX OOLIMM HA3BaHUCM;

OT/ENbHO W3JaHHBIA (OHOJOKYMEHT WM KOMIUIEKT (DPOHOJOKYMEHTOB, OOBEIWHEHHBIX OOIIUM
3arjaBueEM,

KHHODWIBM, THa(GUIBM HE3aBHCHMO OT YKMCJIa COCTABIIAIOIINX YacTel MM KaapoB (IS KOMIUIEKTa
JTHAIO3UTHBOB).

3.2.2. Ay,Z[I/IOBI/ByaJ'IBHLIC AOKYMCHTHI, SBJISIIOINUCECA MPUIIOKCHUCM K Pa3JIMYHBIM H3JAHUSAM U
BBITIOJIHAOIIUE CaMOCTOATCIBHBIC q)yHKHI/II/I, a TaKXE HCIIOJIB3YEMbBIC B pa60Te OTACIBHO OT
OCHOBHOTI'O U3JaHU, MOT'YT YUUTBIBATHCA KaK OTACIIbHBIC SK3CMILJIAPHI.

3.3. lokyMeHTbI Ha MUKpPO(dopMax
K nokymeHnTam Ha MUKpOodOopMax OTHOCATCS MUKPO(PHUIBMBI 1 MUKPO(HUIIIH.
3.3.1. EnuHnniamu yueTa JOKYMEHTOB Ha MUKPO(GOpMax SBISIFOTCS DK3EMIUISP U Ha3BaHHE.

DK3eMIUTSIPOM ISl TOKYMEHTOB Ha MUKPO(hOpMax SIBISTIOTCS: PYJIOH - U MUKPO(HIBMOB; (uIa -
JUTSE MUKPOQUIIL

Kak onHO Ha3BaHME YYMTHIBAETCS KOMIUIEKT MHUKPO(QUIBMOB WM MHUKpO(dHUII, O0ObETUHEHHBIX
OOIIMM 3arjiaBueM, HE3aBUCHMO OT YHUCJIA COCTABISIONIMX YaCTEH.

3.3.2. O6umwmit 00beM ¢GoHIa JOKYMEHTOB Ha MUKPO(OPMAaxX YUUTHIBAETCSA MO KOJUYECTBY PYJIOHOB



U (umi, BKIIOYAs KOMU pa3HbIX OKOJICHNUH (apXHBHBIC/pe3epBHBIC U MOJIb30BATEIBCKHE).

3.4. DJIeKTpPOHHBbIE IOKYMEHTBhI

K 3/1eKTpOHHBIM TOKYMEHTaM OTHOCSATCSI JOKYMEHThI Ha ChEMHBIX HOCHTENAX (KOMIAKT-IMCKH,
duten-kapThl); JOKYMEHTBI, pa3MellaeMble Ha )KECTKOM JTUCKE KOMIbIoTepa (cepBepe) OuOInoTeKkn
U JOCTYIHBIC T0JIb30BATEIIAM Yepe3 HHGPOPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHBIE ceTH (naiee -
CCTCBLIC JIOKAJIBHBIC I[OKYMGHTBI) ; AOKYMCHTHI, pasMeacMbIC Ha ABTOHOMHBIX
ABTOMATU3UPOBAHHBIX Pa0OYMX CTAHIMAX OMOMMOTEKH (1anee - MHCTAUTHPOBAHHBIC TOKYMEHTHI);
JOKYMEHTBI, Pa3MEIICHHbIC Ha BHEIIHUX TEXHUYECKHUX CPEJCTBAX, MOJydyaeMble OMOIMOTEKOW BO
BPEMCHHOE I10JIb30BaHKE 4Yepe3 HH(POPMAIMOHHO-TEICKOMMYHUKAIIMOHHBIC CETH Ha YCIOBHUSAX
JIOTOBOpa, KOHTPAKTa, JIMIIEH3UOHHOTO COTJIAIICHUS C MPOU3BOAUTEIIAMU HMHpopManuu (naiee -
CEeTEBBIC YIalICHHbBIC JOKYMEHTBHI).

3.4.1. E[[I/IHI/II_[aMI/I yYu€Ta 3JICKTPOHHBIX JOKYMCHTOB Ha CbCMHBIX HOCHUTCIAX ABJIAKOTCA SK3CMILIAP
1 Ha3BaHHC.

3.4.1.1. Kax OT/e/IbHBIN SK3EMIUIAP YIUTHIBACTCS KK/l aBTOHOMHBIN 00BEKT (KOMITAKT-/IHCK).

Kak OTACJIIBHBIC OSK3CMIIJIAPbI MOIYT YUYWUTBIBATHCA HNPUIOKCHHUA K PpPa3jJddHbIM H3JaHUAM,
BBIINNOJIHAOIMINE CaMOCTOATCIIBHBIC q)YHKI_II/II/I, a TaKXE HCIIOJIB3YyCMbIC B pa60Te OTACIBHO OT
OCHOBHOI'O U31aHHA.

Kak OTACJIBHBIC JK3CMILIAPBI HE YUYUTBIBAIOTCA KOMIIAKT-AWCKH, €CJIXM OHU NPCACTABIIAIOT coboii
BKJIAAKY (BJ'IO)KGHI/IC) B U3JaHUC UJIK €T0 HCOTHECMIICMOC IMPHUIIOKCHHUC.

3.4.1.2. Kak ogHO Ha3BaHHE YUUTHIBAIOTCS:
OTJEJIFHO BBITYIIEHHBIH KOMITAKT-/INCK;

KQKJIbIil KOMIIAKT-IUCK, BXOJAUIMI B HYMEPOBAHHYIO WJIM HEHYMEPOBAHHYIO CEPHUIO AJIEKTPOHHBIX
U3JaHuH,

KOMIIJIEKT KOMIIaKT-JAHNCKOB, 06T)€I[I/IHGHHBIX O6HII/IM Ha3BaHUCM,

U3JIaHHBIE B KAYECTBE CAMOCTOATEIbHBIX U3JAHUN MPUIOKEHUS K U3TAHUSIM JIF000TO APYroro BUa,
MMEIOIINEe COOCTBEHHOE 3arjiaBue M JIOMYCKAIOIIME WX HCIOIb30BaHUE 03 o00palleHus K
OCHOBHOMY U3JIaHUIO.

3.4.1.3. B ngokymeHrax Ha (rem-kaprax Kak OJUH 3K3€MIUIIp MU OJHO Ha3BaHME YUYMTBHIBAETCS
Ka)kJJ0€ [IEJIOCTHOE TPOU3BE/ICHHE, IMEIOIIEe CAMOCTOSTEIbHOE 3arlaBHe.

3.4.2. EnuHunamMu y4yeTa CETeBBIX JOKAIbHBIX M WHCTAUIMPOBAHHBIX JOKYMEHTOB SIBIISIOTCS
9K3eMIUISp (YCIOBHAs ¢IMHUIIA yueTa) U Ha3BaHHUE.

Kak 01HO Ha3BaHME yYNUTBHIBACTCA LIEJIOCTHOE IPOU3BEACHHUE, HMEIOIIEE CAMOCTOATEIBLHOE 3arjaaBue,
BHE 3aBUCUMOCTH OT €ro mnpezicraBiieHus. Kak ogHa eauHUIa y4HUTHIBA€TCS MOMOIHAEMBIA U
OOHOBJISIEMBIH 3JIEKTPOHHBIN TOKYMEHT.

DK3eMIUISIpOM SIBIIIETCS JOKYMEHT B OIpeaelieHHOM (opMare XpaHeHHUS WM TPEICTaBICHHUS.
®opmaTkl OTHOM U TOU K€ €TMHUIBI KOHTEHTA YYUTHIBAKOTCS OTJIEIBHO.

3.4.3. EnuHumaMu ydeTa CETEBBIX YIAJICHHBIX JIOKYMEHTOB SBIISIOTCS OSK3eMIUIsp (ycloBHAS
e/IMHUIIA YUeTa) U Ha3BaHHE.



Kak oaMH 3K3eMIUIAp M OJTHO Ha3BaHUE YYUTHIBACTCS KaXKIbIM MOJHOTEKCTOBBIM 3JIEKTPOHHBIN
JIOKYMEHT, UMEIONTUH CaMOCTOSITEIbHOE 3arjiaBue, BKIFOYCHHBIA B MAKET, K KOTOPOMY O(OPMIICHO
npaBo JocTyna y ero mnpousBoautensa. Kak oJlHa enuHMIIA YYUTHIBAETCS TMOIMOJHIEMBIM U
OOHOBIIIEMBIN JICKTPOHHBIA TOKYMEHT.

V. Yder nocryniienusi J0KyMeHTOB B OUOJMOTeYHbI (POH/

JIOKyMEHTBI TIOCTYMAaOT B OHOJIMOTEKY M BKIIOYAIOTCS B OMOMMOTEYHBIH (OHI B pe3yiabTaTe
MIOCTaBKH 0053aTEILbHOTO 3K3eMIUISIpa, MOKYNKH (MOIMMCKHA, OOMEHA, JapeHHs, MOXEPTBOBAHM,
KOIMPOBAHHUS OPUTHHAIIOB U3 (hOHIa OMOIUOTEKN).

4.1. JIoKyMEeHTHl NPUHHMAIOTCSI MO IIEPBUYHBIM YYETHBIM JOKYMEHTaM (HakiajaHas, aKT),
BKJIFOYAOLIUM CIIMCOK ITOCTYIICHUH.

4.1.1. TlpmeM JOOKYMEHTOB, NOCTYMAIOMMX B OMONMMOTEKYy O€3 NEepBUYHBIX JOKYMEHTOB Ha
0e3Bo3Me31HON OcHOBe (00s3aTeNbHBIC YK3EMIUIPHI, ACHO3UTHBIC SK3EMILIIPHI MEXKITYHAPOTHBIX
opraHu3anuii, 0e3BO3ME3/IHbIC IOCTYIUICHUSI W3 HEHM3BECTHBIX M AHOHMMHBIX HCTOYHHKOB),
oopmiIsieTcst aKTOM 0 IpHeMe JOKYMEHTOB.

4.1.2. TlpueM AOKYMEHTOB, MOCTYMAIOUINX B OMOIMOTEKY OT FOPUAMYECKOTO, (PU3NIECKOTO JIUIA B
BUJIE Jlapa C YKa3aHHMEM €ro Ha3HaueHUs AJIs MOMoJiHeHus Oubmmuoredynoro Qouaa, ohopmisercs
JIOTOBOPOM TIOKEPTBOBAHUSA B COOTBETCTBUU C I'paxkpanckum koaekcoMm Poccuiickoit denepanmu
(ct. 574, 582) <1>.

<1> I'paxnanckuii konekc Poccuiickoit @enepanuu. Yacte BTOpas ot 26 stuB. 1996 r. N 14-03 //
Co0p. 3akonomarenbcTBa Poc. @enepanmu. - 1996 r. - N 5, c1. 410. - C. 1110 - 1296.

4.1.3. TlpueM JOKYMEHTOB OT YHTATEeJIed B3aMEH YTEPSHHBIX W TPU3HAHHBIX PABHOICHHBIMH
yTpadeHHbIM 0(OPMIISIETCS aKTOM O MpUEMe JOKYMEHTOB B3aMEH YTEepSHHBIX. B akTe yka3bIBaeTcs
bamMuus, MHUIHATB YATATEISA, CBEJACHUS 00 YTEPSHHBIX M3JaHHIX (PErHCTpPAIlMOHHBIA HOMED,
KpaTkoe Oubinorpaduueckoe onMucaHue U3IaHus, [ICHa), CBEICHHS O MPUHSITHIX M3aHuIX (KpaTkoe
oubnrorpaduueckoe onmucaHue U3AaHus, [IeHa), MOMUCH YUTATEIIS U IPHHUMAIOIIEH CTOPOHHBI.

4.2. OI_IGHKa CTOUMOCTHU TICPUOAUYCCKUX U3IaHUH, IMOCTyMaromux B 6I/I6JII/IOTeKy Ha BPEMCHHOC
XPAaHCHUC, HC IPOU3BOJUTCA.

4.3. JIOKyMEHTBI, IOCTYMAIONIHe B ONOIMOTEKY, MOIJIeKAT CyMMapHOMY yUETYy.

4.3.1. CBeaeHuss 0 BKIIOYAaeMbIX B OMOIMOTEUHBIH (POHA OKYMEHTaxX (DUKCHUPYIOTCS B KHHIE
CyMMapHOTo y4deTa OubaroTedHoro (hoHIa WM B JPYTrOM BUE peructpa coriacHo m. 1.5.2.

Peructpel cymmapHOro y4era JOJDKHBI MMETh 3arojIOBOYHBIC JTAaHHBIC. HAUMEHOBAHUE PErUCTpA,
HAaVMEHOBAHME OpPraHU3aluy, MOAPA3NCICHN. B perucTp BIUCHIBAIOTCS JAaHHBIE O MOCTYIUBIIEH
NapTHH JOKYMEHTOB. JaTa U MOPSAKOBBIA HOMep 3amucH (MOPSAKOBBI HOMEp 3allUCH €XKETOHO
HaunHaeTcs ¢ N 1), HCTOYHMK MOCTYIUICHHS, HOMEp W JaTa MEePBUYHOTO YYETHOTO JOKYMEHTA,
KOJIMYECTBO MOCTYNUBLINX JTOKYMEHTOB U CTOMMOCTb.

4.3.2. CyMMapHbIi y4eT MOCTYIJICHHs 3JIEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JOKYMEHTOB BEJETCS B
DIIEKTPOHHOM peecTpe B COOTBETCTBHH C IMOKazaTelssMu 1. 5.3.1, ¢ ykazaHWeM JaTbl 3arpy3Kd
NOCTYIUIEHUHN B CUCTEMY.
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4.3.3. CyMMapHbIii y4eT MOCTYIUICHHS 3JIEKTPOHHBIX CETEBBIX YAAJNCHHBIX TOKYMEHTOB BEICTCS B
JJIEKTPOHHOM DPEECTpe C OTPaXCHHEM CJEeAYIOIIMX MoKa3aTelel: NaThl U MOPSAKOBOIO HOMEpa
3aliCH, PEKBHM3WTOB JIMIICH3MOHHOTO JOroBOpa (HA3BaHWUS W HOMEpa JOKYMEHTa, CpoKa €ro
JICUCTBHSI, CTOUMOCTH), KOJIMYeCTBa 0a3 JaHHBIX (ITAKETOB) M BKJIFOUCHHBIX B HUX Ha3BaHHIA.

[lpu mozacuere CyMMapHOTO KOJIMYECTBA HA3BaHWUU HCKIFOYAIOTCS TyOJMPYIONIMECS Ha3BaHUS B
nakerax Ha OJIHOH rmiaTdopme.

4.4, JIokyMEeHTBI, TIOATOTOBJICHHBIC K MPUEMY B OMOIMOTEUHBIN (DOHI, IMOJBEPrarOTCs MEPBUYHON
00paboTKe ¥ WHIUBUIYaTbHOMY YUETY.

4.4.1. VuauBuayanbHbI y4yeT JAOKYMEHTOB OCYILECTBISIETCS IIyTEM IPUCBOCHUS KaXIOMY
9K3EMIUIIPY JAOKYMEHTa PErMCTPallMOHHOIO HOMEpa, MHOIO 3HAaKa B KaueCTBE PErMCTPALlMOHHOTO
HOMepa (CMCTEMHOro HOMepa KOMIBIOTEPHOW MPOrpaMMbl, IITPUX-KOJA W JPYTHUX).
WMHauBUyallbHBI HOMEp 3aKpeIulsiercsl 3a JOKYMEHTOM Ha BCE BpeMsl €ro HaXOKIeHus B (OHIE
O6ubnmmoreku. PeructpanonHple HOMepa UCKIIOUYEHHBIX U3 (OHIa JOKYMEHTOB HE MPHCBAUBAIOTCS
BHOBb ITPUHATHIM JOKYMEHTaM.

PGFI/ICTpaHI/IOHHHe HOMCpa IMPOCTABJIAIOTCA HCIIOCPCACTBCHHO Ha JOKYMCHTAX H OTPAXKAIOTCA B
pPEerucTpe NHAUBUAYAJIIBHOI'O YUCTa JOKYMCHTOB, ITIPUHATOM B OuOIMoTEKE.

Peructpbl MHIMBHIYaJbHOTO yd4eTa JOJDKHBI HMMETh 3arojOBOYHBIC [aHHbIC. HAWMCHOBAaHHUE
pEerucTpa, HauMEHOBAaHHUE OPraHU3AlMH, CTPYKTYPHOIO IOJApa3JeieHus. B peructp BIUCHIBAIOTCA
JAHHBIE O K&KIAOM JIOKYMEHTE. Jara 3alkCH B PETHUCTPE, PErMCTPAI[MOHHBIA HOMEp, KpaTKoe
oubnuorpaduueckoe onucaHue JOKyMEeHTa (aBTOp, 3arjiaBue, TOM, 4acTbh, BBIMYCK, MECTO U TOJ
U3/1aHusl), [IeHa JOKYMEHTa, YKa3aHHasi B COMPOBOIUTEIBHOM JOKYMEHTE.

4.4.2. IHauBUya bHBIN Y4eT NEpUOJUYECKUX M3IAaHUHA BEIETCS B PETUCTPALIMOHHON KapTOTEKe
NEPUOANYECKUX U3JaHUM, IPEAHA3HAYEHHOM I yueTa KaX/10r0 Ha3BaHMsl M KaXKI0T0 IK3EMILIAPA,
WIM B aBTOMAaTU3UPOBAaHHOM 0a3e JaHHbIX.

s nmepuonMueckux M3JaHUK B KAadeCTBE PETHCTPALMOHHBIX HOMEPOB MOTYT HCIIOJIb30BaThCS
ar00ble MACHTU(UKAIMOHHBIE HOMEpa: CUCTEMHbIII HOMEp B aBTOMAaTHU3MPOBAaHHOW 0a3e JaHHBIX,
PETUCTPAIMOHHBIH (TTOPSAKOBBIN) HOMEp 3alliCH B PETUCTPAIMOHHOI KapTOTEKE.

4.4.3. VHauBUIyanbHBIM y4yeT JOKYMEHTOB, HMEIOIIMX B CBOEM O(GOpPMIIEHHUH JparoleHHbIE
MeTaibl W (WJIM) JparolleHHble KaMHM W OTHECCHHBIX K KaTeropuu ceilpoBOro XpaHeHWs,
OCYLIECTBISETCSA B CIELUATIBbHOM PETUCTPE, B KOTOPOM, KPOME TPAAULIMOHHBIX IIOKA3aTelIen, 1aeTCs
OINMCaHNE BHEIIHEro oopMieHHs JoKyMeHTa. Kakaplil TMCT perucTpa compoBOXKIaeTCsl UTOTOBOM
3aIIUCBIO C YKa3aHUEM JAThl €€ COCTABJIICHUS U KOJIMYECTBA ONIMCAHUN HA JIUCTE.

44.4. B perucrpax HHAMBHIYaJIbHOTO y4eTa B NPUMEUAHMSIX YKa3blBAE€TCS HATIMYME U BHJ
NPWIOKEHUS K OCHOBHOMY JIOKYMEHTY, a TaKXe OCOOEHHOCTH SK3eMIUIApa IEHHBIX M PEeAKUX
JOKYMEHTOB (HampuMep, HaJu4Yhe YHHKaJIbHOTO MeperuieTa, MapruHanuii, nedextos u 1.1m.). [lpu
HaJIMYUU TacropTa JOKYMEHTa JaeTcsl OTChUIKa K HeMy. B mpuMedaHusix MOMKET YKa3bIBaTbCS
IIPUHAJJIEKHOCTh JOKYMEHTA K KATErOPUH KHM)KHBIX TAMSATHUKOB.

4.4.5. VIHnMBUyabHBIA yYEeT AJIEKTPOHHBIX CETEBBIX JIOKAIbHBIX JOKYMEHTOB OCYIIECTBIISETCS
nyTeM BBoOJa B 06a3y JaHHBIX MeTanH(pOpMaluU O 3arpy3ke JOKYMEHTa B JIEKTPOHHYIO OMOIHMOTEKY
C aBTOMATHYECKUM MPUCBOCHHEM HICHTH(PUKAIMOHHOTO (CHCTEMHOI0) HOMEpa KaXIOMY
JOKYMEHTY.

4.4.6. UnauBuAyanbHBINA yUeT DJIEKTPOHHBIX CETEBBIX YIAEHHBIX JOKYMEHTOB OCYIIECTBISETCS B
SJIEKTPOHHOM BHJE IyTeM perucTpandd 0a3 gaHHbBIX (MakeToB) 0€3 NPUCBOEHUS KM



PErUCTPALIMOHHOTO HOMEDPA.

B peectp HMHIAMBHIyaJbHOTO y4eTa CETEBBIX YIAICHHBIX JOKYMEHTOB BKIIOYAIOTCS OCHOBHBIC
XapaKkTepUCTHKKA 0a3bl JMaHHBIX (Makera): omucaHue 0a3bl MaHHBIX (Ha3BaHUE, MPOU3BOIHUTEIb,
wiatrhpopma u (WIK) ajpec BXOJa), CPOK OKOHYAHHUS IMpaBa JOCTYyIa, KOJUYECTBO Ha3BaHUM,
BXOJAIIUX B 0a3y JaHHBIX (ITAKeT).

B kosindyecTBO Ha3BaHWI BKIIIOYAETCS OOIICe KOJUYECTBO MOJHOTEKCTOBBIX JTOKYMEHTOB (KHHT,
JKYpHAJIOB, ra3eT, MaTeHTOB, CTAHIAAPTOB U JAPYIMX JOKYMEHTOB, yYMThIBaeMbIX B OuOmuoTeke). He
BKITIOYAIOTCS B 9TO KOJIMYECTBO JOKYMEHTBI, KOTOPBIE OOBIYHO HE U3JAIOTCS OTACIBLHO B NIEYaTHOM
dopmare, Takue Kak IpOQHIM KOMIAHUN, CTATHCTUYECKUE TAOIHIIbI, aHATUTHUYCCKUE MaTEepPHAIIbI
mapketunra. Jlns 0a3 nmaHHBIX ([IAKETOB), HE COJACPIKAIIMX IOJHOTEKCTOBBIX JIOKYMEHTOB, B
pPEKBHU3UTE "'Ha3BaHHUE' MPOCTABISICTCS CAMHUIIA.

4.5. JlokyMeHTHI, BKJItOYaeMble B (oHa OuOIMoTekH, MapkupyroTcsa. Ilpm 3Tom Moryt OBITh
WCIIOJIb30BaHbI IITEMIICIH, KHUKHBIE 3HAKH, WHAWBHUAYAIbHBIC IITPUXOBBIC KOJBI, APYTHUE BHIIBI
MapkupoBku. OCHOBHbIE TpeOOBaHUS, KOTOPbIE [OJKHBI COONIOAATHCS TMPH MapKUPOBKE
JIOKYMEHTOB: 0003HAYCHHE MPUHAIIC)KHOCTH, ICTETHKA, JOJITOBEYHOCTh MAPKHPOBOYHOTO 3HAKA,
COXPaHHOCTh TEKCTa WIIU IPYTOi 3HAKOBOM MH(MOPMAIIHH.

4.6. Ha moxyMmeHTax, SBIISIOUIMXCS MPUIOKEHUEM K OCHOBHOMY HOCHTEIO U €0 HEOThEeMIIEMOU
4acTbO, IPOCTABJIAKOTCS TE€ XKE PEKBU3UTHI, YTO U HA OCHOBHOM JTOKYMEHTE.

4.7. DneKTpOHHbIE CETEBble JIOKAJbHBIC JIOKYMEHTBl U DJEKTPOHHBIE CETEBbIE YJAJIEHHBIE
JOKYMEHTbI HACHTU(PHULUPYIOTCS ClIEHUaIbHBIMUA IPOIrPAMMHBIMH CPEICTBAMU.

4.8. Ha npuHATHIX MEPBUYHBIX YYETHBIX JOKYMEHTaX MPOU3BOIUTCS 3aMUCh, MOJATBEPKIAIOIIas,
YTO TMOCTYIHUBIINE JOKYMEHTHI NMPHHSATHI B OUONMHMOTEUHBIH (HOHA Kak B OOBEKT 0C000 IIEHHOTO
JBIKUMOTo umyinectsa (manee - OLJIN) nin kak B 00bEKT HHOTO JBH)KUMOTO UMYIIECTBA.

4.9. IlepBruyHble yuYeTHBIE JTOKYMEHTBI, MOATBEp)KAAOIUEe (DAKT HOCTYIUICHUS, MEpelalTcs B
OyXxraiaTepuro /Ui BKJIIOUEHHUS B yueT OMOIMOTEeYHOro QoHIa.

4.10. ExexBapTasibHO, TIpU yciI0BUM n3MeHeHus coctaBa OLI/IU, cBenenust 06 o0iieM KoJMuecTBe
U CTOMMOCTH JOKYMEHTOB, BKIJIIOUEHHBIX B COCTaB OuOmMoTedyHoro (onaa kak oOBEKT 0c000
[IEHHOT'O JIBUKMMOTO UMYIIECTBA, IEPEAAIOTCS YUPEAUTEIIO.

V. Yuer BbIOBLITHS IOKYMEHTOB U3 0U0J11M0Te4YHOr0 hoHaa

JloKkyMeHTBI BHIOBIBAIOT U3 OMOIMOTEYHOTO (DOHIA B CBSI3U C (U3MUECKONW yTPaTOM WM YaCTHUYHOMN
a100 MONHOM yTpaToi MOTPeOMTENBCKUX CBOMCTB. BbIObIBatoImMe JOKYMEHTHI HCKIIIOYAOTCS W3
O61OIMOTEYHOro (POHJA U CIUCHIBAIOTCS C BO3MOXKHOCTBIO MOCIIEAYIoIel 0€3B03ME3/IHOM Nepe1aun
B ipyrue 6MOIMOTeKH MO0 peamu3aui.

5.1. UcknroyeHune TO0KyMEHTOB U3 OMOInoTeyHoro (GoHa TOMYCKAeTCs MO CIAEAYIOIINM IPUYNHAM |
yTpara, BETXOCTh, 1e()EeKTHOCTh, YCTApPEIOCTh 10 COAEPIKaHUI0, HETPO(DUIBHOCTb.

HenpoduinsHocTh JOKYMEHTOB yCTaHaBIMBaeTCs HAa ocHOBeE [Ipoduiast koMIiekToBaHUS (OHAA UIH
MHOTO HOPMAaTHMBHOTO JIOKYMEHTa, YTBEP)KIAaeMoro pykoBoautenem Oubmuortexu. Ilo mpuuumne
HEMPO(PUIBHOCTH MOTYT HCKIIIOYAThCS M3 (OHIA JIOKYMEHTHI, HE KOMIUIEKTyeMble OMOIMOTEKOM
(mpu OTKa3ze OT KOMIUICKTOBAHHS OTACIBbHBIX KATEropuil OKYMEHTOB), H3IIUIIHE TyOJETHBIC
HK3EMIUISpBI, 3aMEHEHHble OoJiee TOJHBIMU IO COJAEPXKAHUIO, JYYIIMMH IO O(GOPMIICHHIO,
(GU3MUEeCKOMY COCTOSIHHIO M3JaHUSMH; 110 UCTEYCHUM CPOKa XpPaHEHUs JOKYMEHTOB, IPU HHU3KOM



YPOBHC YUTATCIILCKOI'0 CIIPOCA, IMMPU HCCOOTBCTCTBHUU BJICKTPOHHBIX NOKYMCHTOB TCXHHUYCCKOMY U
MIPOTrpaMMHOMY 00ECTICUCHHUIO OMOIMOTEKH.

5.1.1. UcknroyeHne MOKYMEHTOB IO MPUYMHAM YCTAPEIOCTH MO COAEPKAHUIO0, HEMPOPUIBHOCTH
(MayiocmpaiMBaemMbie), a TaKXKe M0 MPUYMHAM BETXOCTH M Je()EKTHOCTH HE JOMYCKAeTCs I10
OTHONICHUIO K €MHCTBEHHBIM K3EMILISIPAM JOKYMEHTOB MOCTOSIHHOTO (0ECCpOYHOro) XpaHEeHHS.

5.1.2. WckmroyeHne TOKYMEHTOB, OTHECEHHBIX K KHIDKHBIM MaMSITHHKAM, JOMYCKAeTCS TOIBKO TIO
NPUYMHE YTPaThl MPU YCIOBHUHM OTpaKeHUS HHPOpPMAIMM O KHUXKHOM NamsaTHHKEe B PeecTpe
KHIDKHBIX TTAMSTHHKOB.

5.2. BpIObITHE JOKYMEHTOB H3 OuOamoTeuyHoro ¢oHga odopmiseTcss AKTOM O CHHUCAHUU
UCKJIFOUYEHHBIX 00BeKTOB OnOaHOTeuHoro (onma (maisee - AT o crmcanuu) mo ¢dopme (Kom Imo
OKV]1 0504144), yrBepxaeHHO# npukazoM MunuctepcrBa puHancoB Poccuiickort deneparyuu ot
30 mapta 2015 r. N 521 "O06 yrBepkaeHun GopM NMEPBUYHBIX YUETHBIX JTOKYMEHTOB M PETHUCTPOB
OyXrajTepCcKOro ydera, NMPUMEHSEMBIX OpraHaMH TOCYAapCTBCHHOW BiAacTH (rOCyIapCTBEHHBIMU
OpraHaMH), OpraHaMH MECTHOTO CaMOYIPABIICHHs, OpPraHaMH YIPaBICHUS TOCYIapCTBEHHBIMH
BHEOIO/DKCTHBIMU ~ (DOHZIAMH, TOCYAApPCTBEHHBIMH  (MYHHIMOAIBHBIMU)  YUPEKICHHUAMH, U
Meroauueckux yKa3aHHi MO0 WX MPUMEHCHHIO" (3aperucTpupoBaH B MUHHCTEPCTBE IOCTHUIIUH
Poccuiickoit ®enepaumu 2 wuroHs 2015 1., perucrpammonneidi N 37519, odunmanbHbIHI
UHTEPHET-TIOPTad npaBoBoi mHpopmarmu http://www.pravo.gov.ru, 8 wmrous 2015 r. N
0001201506080020), ¢ w3MEHEHHSMH, BHECEHHBIMH IIpUKa3oM MuHHCTepcTBa (PUHAHCOB
Poccuiickoit ®enepanmu ot 16 nostops 2016 r. N 209u (3apermcrpupoBaH B MHHHCTEPCTBE
toctuimu Pocceutickoit @enepannu 15 nexadps 2016 r., perucrpaunonnsiii N 44741, opunmanbHbIHI
UHTEPHET-TIOPTa] MpaBoBoi mHbopMmarmu http://www.pravo.gov.ru, 19 nexabps 2016 r., N
0001201612190019). (B pex. [Tpukaza MunkynsTypbl PO ot 02.02.2017 N 115)

5.3. K AkTy 0 cniucaHum mpuiaraercs CIHCOK Ha UCKIOYeHHEe 00BEeKTOB OuOIHMOTedHOro (poHaa
(mamee - CHKMCOK), KOTOPBIM BKJIIOYAET CIICAYIOUINE CBEICHHUS. PETUCTPAI[MOHHBIA HOMEp U HIH(p
XpaHEeHUsT  JOKyMEHTa, KpaTkoe  Oubnuorpaduueckoe  omucaHue, I[EHy  JOKYMEHTa,
3a()MKCHPOBAHHYIO B PETUCTPE WHIMBUAYATBHOTO ydeTa JIOKYMEHTOB, KO3(DPUIMEHT TIepeoreHKH,
[[EHY ToCcIe TIEPEOIICHKH 1 OOIIYI0 CTOUMOCTD UCKITIOYaeMbIX IOKYMEHTOB.

JUis medaTHBIX JIOKYMEHTOB BPEMEHHOI'O XpaHEHMs [OIMYCKAaeTCs 3aMeHa CIUCKAa KHUXHBIMU
bopMmynspamu.

JIst TOKYMEHTOB, 00pabOTaHHBIX TPYMIOBBIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CITHCKA JaeTCs
NepeyeHb PEruCTPAMOHHBIX HOMEPOB, BUJI CKIIIOYAEMbIX U3AaHHUN, UX KOJIHUYECTBO.

54. K AKTy o0 choMcaHMM 1O T[pUYMHE YTpaTbl W CIUCKY MpHJIAraroTcsi JOKYMEHTHI,
HOATBEpPIKAAOIINE YTpaTy (MOSICHUTENbHAS 3aIiCKa, B CIy4ae KPakd WM XHUILCHHUS - TPOTOKO,
aKT, 3aKJIFOYEHUE YIIOJHOMOYEHHBIX OPraHOB, IPU BO3MEIIEHUH yliepOa - PUHAHCOBBIN TOKYMEHT O
BO3MEIICHUH yIIep0a).

Bosmenienne uyurtarensmMu ymepba gomyckaercs B (QopME 3aMEHbl YTEPSHHOTO JOKYMEHTa
PaBHOIICHHBIM JTUOO MyTeM JIEHE)KHOW KoMmmneHcanuu. [Ipu mpueme JeHer oT yMTaTeneil B3aMeH
YTEePSHHBIX KHUT WM JAPYTUX TOKYMEHTOB COCTABIISETCS MPUXOAHBINA OpJep, U UATATEINO BBIIACTCS
KBUTAHIIMSI YCTAaHOBJICHHOTO 00pasia.

5.5. IIpu Bo3MemIeHUH YUTaTENEM yiepda CTOMMOCTh YTPAaYeHHBIX JTOKYMEHTOB YCTaHABIUBACTCA
AKCIEPTHON KOMHUCCHEH TI0 OLEHKE JOKYMEHTOB, HAa3HAYEHHON MPHUKA30M PYKOBOJIMUTEIS
OMOTUOTEKH.
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[Ipu yTepe wiaM XUIIEHUU LIEHHBIX W PEIKUX KHUT JUJISl OMpPEAENICHUS UX CTOMMOCTH KOMHUCCHUS
MOKET MpUBIIEKaTh K CBOEH paboTe COOTBETCTBYIOIIMX OJKCIEPTOB, a TaKXKe HCIOIb30BaTh
MaTepualibl HayYHO-METOJUYECKUX IEHTPOB, KHIDKHBIX ayKIMOHOB U sipMapok. B 3Ttux cmydasx
omnpejiefieHue TMPUYMHEHHOTO  yiiepba mpeneiabHbIMH — KO3(QQUIMEHTaMU KpPaTHOCTH  HE
OTPAaHUYUBACTCH.

5.6. AKT 0 crnHcaHUM O OAHOM W3 MPUYMH, yKa3aHHBIX B M. 5.1, ¢ MPHUIOKEHHBIM CIHUCKOM
HOJIMCHIBACTCS IpeJcelaTelieM U WIEHAaMM KOMUCCHM IO CIIMCAaHHI0 OOBEKTOB OMOIMOTEYHOIO
¢doHa, yTBEpKAAECTCS PYKOBOAUTEIEM YUPEKICHHS .

5.7. Tlocme yrBepkneHuss AKTa O CIHMCAaHUU  OCYILECTBJISIOTCS  MEpONPUATUS IO
nepepacnpeeNeHHIO U peaTn3aluy CIIMCAaHHBIX 00BEKTOB OMOIMOTEeYHOTO POHAA.

5.7.1. Cnucannbsle 0OBEKTHI, MCKIIOYCHHBIE M3 OMONMMOTEYHOro (hoHAa MO NMPUYMHAM BETXOCTH,
neeKkTHOCTH, ycTapeslocTH IO COJACp)KaHHI0, MOTYT IepelaBaTbhcs Ha OE3BO3ME3THON OCHOBE
IOPUIMYECKUM U (HU3UUecKuM yunaMm. HeBocTpeOoBaHHBIE B TEUEHHE IIECTH MECALEB C JIATh
CIUCaHUsI JOKYMEHTbl MOTYT HANpaBJsAThCS B IMYHKTHI BTOPUYHOTO ChIpbsi. (B pen. Ilpukasa
MuskynsTypbl PO ot 02.02.2017 N 115)

5.7.2. ChnucanHble OOBEKTHI, MCKIIOUEHHbIE ©3 OWOMMOTEYHOro (oHIA 1O MPUUMHE
HENPO(UIHLHOCTH, TIEPEAIOTCS 110 PEIICHUIO OMOJIMOTEKH B OOMEHHBINA (DOH/ B LEAX JaIbHEUIIICH
nepenayd Ha 0€3BO3ME3THON OCHOBE HEKOMMEPUYECKUM, a TaK)Ke TOCYIapCTBEHHBIM KOMMEPUECKUM
OpTaHMU3AIUAM WIH JTsl peaTH3aIi FOPUINICCKUM U GU3ndecKuM jriaM. HeBocTpeOoBaHHBIC HITH
HEpeaIn30BaHHbIC B TEUCHHE LIECTH MECALIEB C JJaThl CIUCAHUS JOKYMEHTBI MOTYT IepeaaBaThCs Ha
0€3BO3ME3/IHOM OCHOBE HOPUAMYECKHUM M (U3NYECKUM JIMIAM JIMOO HANpaBISATHCS B ITYHKTHI
BTOPUYHOTO ChIpbs. (B pea. [Ipukaza MunkynsTypbl PO ot 02.02.2017 N 115)

5.7.3. Tlpu OTCYTCTBHM IYHKTOB BTOPHUYHOTO CBHIPbSl WJIM B CIy4Yasx, KOTJa cjadya JOKYMEHTOB Ha
nepepaboTKy  DKOHOMHYECKH  HEIelecooOpasHa, COTPYAHHKH  OHONHOTEKH  YHHYTOXKAIOT
UCKJTFOUCHHbBIE M3 OMOIMOTEYHOr0 (POHAA JOKYMEHTHI B CIICIIUAILHO OTBEICHHOM JUISl 3TUX IeJel
MEeCT€ B MPHUCYTCTBUU YIOJHOMOYEHHBIX YUPEIUTENIEM JHI], KOTOpbIE COCTABISIOT akKT 00
YHUYTOXXCHUHU CIIMCAHHBIX 00BEKTOB OuOMMoTeuHoro ¢ouaa. (B pea. Ipukaza MunkyabTypsl PO
or 02.02.2017 N 115)

B Axre 0 cnMcaHMM OTpa)karoTCs HaUMEHOBAaHME, HOMEP U JaTa JOKyMEHTa, MOATBEPKAAIOLIETO
pelieHre OMOINOTEKH O Tepeaaue CIMCaHHbIX 00bEKTOB OMbIMoTeyHoro oHaa B 0OOMEHHBIN (OHS,
JIOKYMEHTa, TOJTBEP)KJAIOIIEr0 pelleHre OUOIMOTEeKH O pealu3alii CIHCAaHHBIX OOBEKTOB
O6ubmoTeyHoro (QoHAa IOPUIUYECKUM U (PU3UYECKUM JUIAaM, JOKYMEHTA, IOJITBEPIKIAIOIIETO
peleHre 6MOIMOTEKH O repeiaue Ha 0€3B03ME3JHOM OCHOBE CIIMCAHHBIX 00BEKTOB OMOIMOTEUHOTO
doHna ropuaudeckuM U (U3MYECKUM JIMIAM, JOKYMEHTa, HOJATBEp)KIArouiero (axkrt caadu
CIHMCAaHHBIX OOBEKTOB OMOIMOTEYHOTO (OHAA B MYHKT BTOPUYHOIO ChIpbs, HJIM aKTa 00
YHUUYTOXKEHUU CIIHCAHHBIX OOBEKTOB OuONIMOTEYHOro QoHaa. Beleyka3aHHble JOKYMEHTHI
npusararoTcest K AKTy O CIIHCaHUM CO CITUCKOM OOBEKTOB, MCKIIFOYEHHBIX U3 OMOIMoTeyHoro GpoHa.
(B pen. Ipukaza MunkynsTypbl PO ot 02.02.2017 N 115)

UckmoueHHsle U3 OMOMMOTEYHBIX (DOHIOB MHUKPOPOPMBI Ha TaJOT€HUAOCEPEOPSIHON IUICHKE
noJuiexar caade Kak cepedpocojepikaliie OTXOAbl B COOTBETCTBUM C 3aKOHOJATENBCTBOM
Poccwuiickoit ®enepanuu. (B pen. [Ipukaza MunkyabTypsl PO ot 02.02.2017 N 115)

5.8. Tlocne 3aBepIeHHs] MEPONPUSITHIA, MPEAYCMOTPEHHBIX AKTOM O CIUCAaHUH HUCKIIOYCHHBIX
00BbEeKTOB OMOMMOTEYHOTO (POHMAA, TEPBBIA HK3EMIUISIp AKTa O CIHCAaHUM CO CIHCKOM |
JIOKYMEHTOM, TOATBEPkAAIOIIUM BBIOBITHE, TMEpeAaeTCs B OyXTalTEepHIO, BTOPOM HSK3EMILIAP
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ocTaeTcs B MOJpa3esIeHUH, OCYILECTBIISIONIEM yueT OnbIuoTeuHoro pouna.

Ha ocHoBaHMM AKTa O CIIMCAaHWU HCKIIOYEHHBIX 00BEKTOB OHOIMOTEYHOTrO (hoHIa OubIMOTEYHOE
Hojipa3jiejieHue U OyXraJTepusi BHOCAT U3MEHEHHUS B COOTBETCTBYIOIHE YUCTHBIC IOKYMCHTHI.

5.9. AKTHI 0 CHIMCaHUH PETHCTPUPYIOTCS B KHUT'€ CYMMapHOro ydera oubimoredHoro ¢onaa (Miu
JPYrOM BHJIE PETUCTPAa CYMMapHOT'O y4deTa BBIOBITHS JOKYMEHTOB, IPUHITOM B OHOIHOTEKE).

5.10. B perucrpanvonHoii kHure (WM JIpYyroM BHJIE PETUCTpa HHAMBUAYAJIBHOTO yueTa
JIOKYMCHTOB, IPHHATOM B OMOJIMOTEKE) POCTABISICTCS. HOMED U J1aTa AKTa O CIIMCAHUH.

5.11. Bce uckiarouaembie u3 (oHIA OMOIMOTEKH AOKYMEHTHI (KHHTH, YXYPHAJbl, JPYIH€ BHIbI
JIOKYMEHTOB) JTOJDKHBI ObITH COOTBETCTBYIOLIUM 00pa3oM O(GOPMIICHBI: CIICIHATBHBIM IIITEMIICICM
JIOJDKHBI OBITH TTOTAIICHBI IITaMIThl OMOJIMOTEKH.

5.12. DneKTpOHHBIC CETEBBIC JOKAIbHBIC JTOKYMEHTHI YAAISIOTCS U3 JICKTPOHHON OMOIMOTEKH HA
OCHOBaHWUU AKTa O CIIUCAHWH C yKa3aHUEM MPUYHHBI UCKIIOUYeHUs. HanMeHoBaHue, HOMEp U J1aTa
aKTa BBOJATCS B 0a3y JIaHHBIX B KAUECTBE METauH(OPMAIIMH K COOTBETCTBYIOIIEMY JIOKYMEHTY.

Ha ocHOBaHMM BBEIEHHBIX CBEICHUI MPOTPaMMHBIM CIIOCOOOM (hopMupyeTcsi mepedeHb AKTOB O
crnucaHuu (peecTp CyMMapHOI'O ydueTa BBIOBITHSI CETEBBIX JIOKAIBHBIX JOKYMEHTOB) M IEpPEUCHb
CIIMCAHHBIX OOBEKTOB 3JICKTPOHHON OMONMOTEKH (peecTp HHIMBHUIYAJIBHOTO Yy4eTa BBIOBITHSI
CETEBBIX JIOKAIBHBIX IOKYMEHTOB).

5.13. BpIObITHE 3JEKTPOHHBIX CETEBBIX YJAJIEHHBIX JIOKYMEHTOB HE O(OPMIISIETCS CIELUAIbHBIM
nokymeHToM. IloaTBepkaeHreM BBIOBITHS SIBISIETCS WCTEUEHHME CpOKa JACHCTBHSI JIOKyMEHTa
(moroBopa, KOHTpaKTa, JMIECH3UOHHOTO COINAIICHHUS), O(GOPMIICHHOTO Ha MPaBO AOCTyHa K
orpe/ieNicHHON 0a3e MaHHBIX (MAKEeTy) CEeTEeBBIX JOKYMEHTOB, U OTCYTCTBHE JIOTOBOPA, KOHTPAKTA,
JMLIEH3UOHHOTO COrJaleHus, o(pOpMIEHHOTO Ha HOBBIN CPOK.

5.14. ExexBapTaiibHO, IpU yciaoBUM u3MeHeHus coctaBa OLI/IM, oOuire cBeaeHusl 0 KOJIUYECTBE U
CTOMMOCTH JIOKYMEHTOB, CHHCAHHBIX W3 OuOnMoTeyHOro (oHma kak oObEeKTa 0co00 LIEHHOTO
JBUKUMOTO HMMYIIECTBA, C YKa3aHHEM IepeyHs AKTOB O CIHCAaHUM, NPUYMH M HaNpaBlIeHUI
BBIOBITUS IOKYMEHTOB, TPEACTaBIAIOTCSA yupeauTento. KonuyuecTBo BHIOBIBAIOIINX JOKYMEHTOB HE
JIOJIKHO MPEBBIIATh KOJUYECTBA BHOB OCTYMAIOIIUX JOKYMEHTOB B OMOIMOTEUHBIN (DOH.

V1. Yuer uTOoroB ABu:keHusi 6u0moredHoro Gponga

6.1. Utoru nemxeHus GOHIOB MOABOIATCS B KHUTE CyMMapHOro y4era Oubimnoreunoro ¢pouaa (Hiu
JIPYroM pETUCTpEe CYMMapHOTO ydeTa, NPUHITOM B OWOIMOTEKE) Ha OCHOBAHWUHU JIaHHBIX
CYMMAapHOTO Y4eTa O MOCTYIUICHUH U BHIOBITHH IOKYMEHTOB.

HToroBnic JaHHBEIE HMEIOT YCTBIPE 00s3aTeNIbHEIX IOKa3aTelsd. COCTOSJI0 Ha Hadalio roaa,
MMOCTYIINJIO 3a I'OMX, BBIOBLIIO 3a roa, COCTOMT Ha KOHCII roja.

HroroBeie HmaHHBIE IO 9JICKTPOHHBIM CCTCBBIM YJAJICHHBIM HJOKYMCHTAM TMIPCACTABIISAOTCA
CICAYIOIMMU MOKa3aTC/ISIMHA YYCTHBIX €IUHMUIL. COCTOSJIIO Ha HAYaJIlo IoJa, O(i)OpMJ'IeHO B IOCTYyII B
TCUYCHUC I0Jia, JOCTYII NPCKPAIICH B TCUHCHUC I'0JId, COCTOUT HA KOHCII roaa.

6.2. CBeneHust 00 WTOTOBBIX JAaHHBIX (PUKCHPYIOTCS B (hOpME TOCYyNapCTBEHHOW CTaTUCTHYECKOU
OTYETHOCTH U IPEACTABIIAIOTCS AJIs LieJIel TOCYAApPCTBEHHOM CTAaTUCTUYECKOW OTYETHOCTH.

UtoroBeie nanHbie 00 oOMeHHOM (DOHIE HE BKIIOYAIOTCS B OOIIME TOKa3aTenu OMOIMOTEYHOTO
¢doHpa.
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VII. IIpoBepka HaJIN4Nsi JOKYMEHTOB OMOJIMOTEYHOT0 (poHaa

7.1. TlpoBepka HanmMuusi JTOKyMEHTOB OuOauoreunoro (onma (mamee - mpoBepka ¢oHaa)
MIPOU3BOUTCS B 00S3aTEIILHOM TOPSIKE:

IpY BBIABICHUH ()AaKTOB XHUILEHHS, 3TI0YIIOTPEOICHHS WK TOPYH JOKYMEHTOB,;

B CJIydac CTUXHMHOTO 6€,I[CTBI/I${, Imoxapa Wjid ApPYyrux ‘IpeBBBI‘IaﬁHHX CHTyaHHﬁ, BbI3BAHHBIX
SKCTPEMAJIbHBIMU YCIIOBUSIMU,

MIPH PEOPTAHU3AINH UM JTUKBHUIAIIUN OUOITHOTEKH.

I[J'IH IMPOBEACHUA IIPOBEPOK PYKOBOAUTECIIEM OpraHHU3allMd Ha3HA4YacTCd KOMHUCCHA, B COCTaB
KOMHCCHUH NOJIKCH BXOJUTH NPCACTABUTCIIb 6yxraJ1Tep1/H/1.

7.2. IlpoBepka (hoHAA B MIIAHOBOM MOPSIIKE OCYIIECTBISETCS B CIEAYIONIUE CPOKH

JOKYMEHTBI, UMEIOIUEe B O(GOPMIICHHU JpParoieHHbe MeTaulbl U (WJIM) JparolcHHbIC KaMHH, -
€KEroHo;

(dboH peIKUX U IIEHHBIX KHUT - OJIUH Pa3 B D JIET;

dbonpl OubmmoTex 10 S0 ThICSY yUYETHBIX €AMHHUII - OJUH pa3 B 5 1eT;

donnpl 6ubmmotex ot 50 10 200 ThICSY yYETHBIX €IUHUIL - OAUH pa3 B 7 JIET;

¢donas 6ubmmotek ot 200 TeicsY 10 1 MIUIITHOHA YYETHBIX €UHHMII - oAuH pa3 B 10 ner;
¢donasl 6ubmmotek ot 1 1o 10 MMJUTMOHOB YYETHBIX €IUHHMII - OAHMH pa3 B 15 er;

donnpl Oubmmotek ot 10 10 20 MIIITHOHOB YYETHBIX €IUHUIL - oAuH pa3 B 20 e,

¢donbl OnbnMoTek cBbie 20 MUJUTMOHOB YYETHBIX €UHUIL - 1 MUJUTHOH 3K3EMIUISIPOB B TOJ.

[InanoBast mpoBepka (oHIa OMONIMOTEKH MOXKET OCYIIECTBIATHCS TMOAITAMMHO B COOTBETCTBUH C
rpag¥KOM MpOBEICHHS MPOBEPKH BCEro (OHAA WM €ro 4acTH (B TOM YHCIIE PEIKHX U IEHHBIX
KHUT) C ONpeIeSICHHEM CPOKOB U KOJMYECTBA IJIAHUPYEMOT0 00bheMa paboThl.

7.3. HpOBepKa OJICKTPOHHBIX CCTCBbIX  JIOKAJBbHBIX JOKYMCHTOB OCYHICCTBIIACTCA Io
KOJIMYCCTBCHHBIM II0KAa3aTCJIsAM, a TaKXE IIO0O KOHTPOJIbHBIM CyMMaM, IIO3BOJIAIOMNIUM BBISIBUTH
HN3MCHCHUA B JOKYMCHTC.

IIpoBepka [OOCTYIHOCTU DJIEKTPOHHBIX CETEBBIX YAAJICHHBIX JOKYMEHTOB OCYIIECTBISAETCA C
aJpecoB BXOJa, YKa3aHHBIX B PETUCTPE UHANBUAYAIbHOTO yUeTa.

7.4. TlpoBepka Bcero (oHIa WIM €ro 4acTd 3aBEpILIACTCS COCTaBJICHHEM akKTa O pe3yJbTaTax
NPOBEIECHUS TMPOBEPKU HAIMYMS JOKYMEHTOB OMOIMOTEYHOro (OoHJa U MPUIOKEHHEM K HEMY
CIIMCKA IOKYMEHTOB, OTCYTCTBYIOIIMX IO HEYCTAaHOBJIECHHOMN MPUYUHE.

B akre (ukcupyloTcs cBeleHHs O KOJWYEeCTBE JOKYMEHTOB OMOJIMOTEYHOro (OoHJa MO JAAHHBIM
yueTa, JOKYMEHTOB, MMEIOLIUXCS B HAJIMYMHU, JOKYMEHTOB, OTCYTCTBYIOIIMX B OHOIMOTEYHOM
doHIEe 1O HEYCTaHOBJIEHHOW MpUuYMHE. B akTe Takke yKa3bIBalOTCI HOMEp M JaTa akTa o
MIPOBEJCHUM IPEABIAYIIEH MPOBEPKU. AKT C IMPUIOKEHNUEM CIIMCKA JOKYMEHTOB, OTCYTCTBYIOIIHNX
[0 HEYCTaHOBJICHHOW IIPUYMHE, IIOAINKCHIBACTCA IIpEeAceNareIeM M WICHAMM KOMHUCCHM U
YTBEPKIAETCA PYKOBOAUTEIIEM YUPEKICHUS.

7.5. Tlpu BbIsIBIIEHUHU B Mpoliecce MPOBEPKU (POHAA OTCYTCTBYIOMIMX JOKYMEHTOB M HEBO3MOXKHOCTHU
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YCTAaHOBJICHHSI BHUHOBHBIX JIMI[ YOBITKM TIO HEIOCTayaM CIUCBIBAIOTCS B COOTBETCTBHH C
JIEHCTBYIOIIUM 3aKOHOIATEIIbCTBOM.

VIIIl. lea1onpou3BoacTBO B OPraHU3anu yueTta 0ud/auMoTe4Horo pouaa

8.1. Opranuszanus paboThl ¢ TOKyMEHTaMHU IO y4eTy OMOIMOTEeYHOro (OHIA OCYLIECTBISETCS I10
HpaBUJIaM BEACHUS JIETIONPOU3BOICTBA.

8.2. Cpoku xpaHEeHHs JOKyMEHTOB YCTaHABJIHMBAIOTCS B COOTBETCTBHH ¢ IIpukazom MuHucTepcTBa
KynbTypbl Poccuiickoii @enepamuu oT 25.08.2010 N 558 O6 yrBepkaenun "lTlepedHsi TUIOBBIX
VIPaBICHYECKUX  apXUBHBIX  JOKYMEHTOB, O0Opasymoluxcs B  MpoIecce JIeATEIbHOCTH
rOCy/IapCTBEHHBIX OPraHoOB, OPraHOB MECTHOIO CaMOYMpaBJIEHUS M OpraHu3alui, ¢ yKazaHUEM

CPOKOB XpaHEHHsI', 3aperucTpupoBaHHbIM MuHocToM Poccuiickoit ®@eneparuu 08.09.2010, N
18380.

8.2.1. IlocTtosiHHO, 10 JUKBUAAIIMK OWOIMOTEKH, XPAHATCA PETUCTPhl HMHAMBUAYAIBHOTO U
CYMMapHOTO y4eTa JOKYMEHTOB OMOIHOTEeYHOro (oHIa (pEerucTpalioHHbIC KHUTH, HHBCHTAPHBIC
KHUTH, KHUTH CYMMapHOTO y4eTa, YUYETHBIN KaTajior, TOmorpaduuecKue OMMCH U KaTajiorH).

8.2.2. B TeueHme NeCATH JIET XPaHATCS AKTBI O CIIMCAHUN UCKITFOUYEHHBIX 00BEKTOB OMOIMOTEYHOTO
dboHIa 1 aKThI O IPHEMe-TIepeIadye CIIMCAaHHBIX 00beKTOB OMOIMOTEUHOTO (hOH/IA.

8.2.3. B TeueHWe MATH JIET XPAHATCS I€PBUYHBIC YYETHBIE JOKYMEHTBI, ITOITBEPKIAMOLIHE
IOCTYIUICHHE JOKYMEHTOB B OuOnnoreunslii (oA (HakiIaaHble, aKTBl O IPHEME, AaKThI
CIaYM-TIPHEMKH).

8.2.4. Jlo oxoHYaHMs OYEpPEIHOW MpPOBEPKH (POHIA XPAHATCA aKTHl O pe3yiabTaTax MpPOBEACHUS
IPOBEPKH HAIMYHUS TOKYMEHTOB OnOImoTeyHoro onna.
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