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MocynapcTBeHHOE GHOMKETHOE YUpexaeHne KynbTypbl
«OpeHbyprckasa obnacTHas yHMBepcasibHas Hay4yHas
onbnuoteka M. H.K. Kpynckoi»

(MBYK «OOYHB nm. H.K. Kpynckoii»)

NMPNKA3
(No OCHOBHOIA AEATENBLHOCTI)

04.12.2020r. Ne48/1

C uenblo npuBefeHNs yyeta JOKYMEHTOB, BXOAALIMX B COCTaB GMOIMOTEYHOro doHAaa
NBYK «OOYHB um. H.K Kpynckoil» B COOTBETCTBME C TPEOOBaHWMAMU, COAEPXKaLLUMMCA B
npuKase MUHUCTEPCTBA KynbTypbl Poccuiickont ®epepaumm ot 08.10.2012 Ne 1077 (ped. oT
02.02.2017) «O6 yTBepxaeHun Tlopsigka Yy4yeTa [JOKYMEHTOB, BXOAALWMX B COCTaB
ombnmoteuHoro oHaa» MPUKAS3BIBALO:

1 YTBepanThb:

- MNopAgok yyeTa AOKYMEHTOB, BXOAALIMX B COCTaB GUMOGAMOTEYHOro (hoHAa rocyaapCTBEHHOMO
OIOMKETHOIO yupexaeHus KynbTypbl «OpeHOyprckas 06/1acTHas YHMBepcasbHas Hay4Has
onbnmoteka um. H.K. Kpynckoin (MpunoxeHve 1);

- (DOPMbI YUeTa 3/IEKTPOHHbIX JOKYMEHTOB ([MprnoxeHue 2).

2. Obs3arb 3aBeAyHoLLero 0TAe/10M 3/1eKTPOHHbIX PECYPCOB BECTU YYET 3/IEKTPOHHbIX JOKYMEHTOB
B YTBEPXJEHHON popMe, C MepUoAMYHOCTLIO, COracyroLWencst ¢ NOCTYNEHNEM 3/1IEKTPOHHbIX
[LOKYMEHTOB B (POHZ, (OTB. - 3aB.0TAE/IOM 3/1EKTPOHHbIX pecypcosB ['pugacosa E.B.).

3. HasHauuTb NMLOM, OTBETCTBEHHBIM 3a CO0P M XpaHeHVEe MH(OPMALMM O CYMMapHOM 1 UHAWBK-
Lya/lbHOM Yy4eTe 3/IEKTPOHHbIX JOKYMEHTOB 3aBeAYHOLLYH0 OTAe/I0OM 3/1EKTPOHHbIX PecypcoB
Mpnpacosy E.b.

4. KOHTpO/b 3a UCMOMHEHNEM BO3/IOXMTb Ha 3aMecTUTENs AMpeKTopa no 6ubamMoTeyHon pabote
HukntnHy H.B.

OnpekTtop C.C. MdAuuHa

C nprKa3om 03HaKOM/EHbI:

HukutnHa H.B.

"pnpacosa E.b.

Mopos3oga E.B.(3532) 77-07-10



MpunoxeHne Ne 1
K npukasy Ne 48/1 ot 04.12.2020 .

YTBEPXJAKO
OnpekTop NBYK «OOYHbB
um. H.K. Kpynckoit»

C.C. MsunHa
«04 » 12 2020 .

MopAfoK yyeTa JOKYMEHTOB, BXOAALMX B cOCTaB 6MbMoTeyHoro ¢oHaa IrocyapcTBeHHOro
OHOMKETHOMO YyUpeXxxaeHns KynbTypbl «OpeHbyprckast 061acTHas yHMBepcasibHas Hay4YHas
onenmnoteka nm. H.K. Kpynckoin» (FrbYK «OOYHWB um. H.K. Kpynckoii»)

I. ObLKe NONoXKeHNSN

11 Y4yeT [OKYMEHTOB OMOGNMOTEYHOro (hoHAA ABMSETCS OCHOBOW OTYETHOCTM W MNaHMpPOBaHUA
[eATeNbHOCTN 6MOINOTEKK, CMOCOOCTBYET 0BECMEUEHMNIO EF0 COXPAaHHOCTMU.

1.2. YyeT BK/OYAET PerncTpaumto nocTynsieHns JOKYMEHTOB B 6UG/IMOTEUHbIA OHA, UX BbIObITMA U3
(hoHAQ, UTOroBble AaHHble O BennynHe (06beme) BCero 6mbaMOTEYHOro (hoHAa M ero noapasfesnos,
CTOMMOCTb (hOHAA.

1.3. OcHOBHble TpeboBaHWs, NPeAbABISEMbIe K YUYeTy OMONMOTEYHOTO (POHAA:

MOSIHOTa W JOCTOBEPHOCTL YUETHOIN MH(OpMaLK;

OrnepaTuBHOCTb;

[NOKYMEHTMPOBaHHOE 0(hopPMIEHME KaXKAOro NOCTYMIEHNSA B (DOHA U KXKAOM0 BblObITUS U3 (POHAA;
COBMECTMMOCTb MpPUEMOB M (DOPM Yy4yeTa, WX HALEXHOCTb NpU NapaifieflbHOM WCMo/b30BaHUN
TPaAVLMOHHON 1 aBTOMATU3UPOBaHHON TEXHOMOMNIA YYeTa;

COOTBETCTBME  HOMEHKNaTypbl — MokasaTenerd  ydyeta (hoHAA  aHa/IOTMYHBIM  MOKa3aTensm
rocyapCTBeHHOM 61BINOTEYHON CTATUCTUKM.

14. Ydery nopnexatr BCe AOKYMEHTbl (MOCTOSHHOIO, [AJIMTENIbHOrO, BPEMEHHOrO XpaHeHus),
noctynatowe B oHL 6MbMOTeKN 1 BblObIBaOLME M3 (hoHAA 6MBIMOTEKM, He3aBMCMMO OT BMAA
HOCUTENS.

15 Y4eT [JOKYMEHTOB BefeTCcqd B Pperucrpax WHAMBMAYabHOMO W CYyMMapHOro y4etra B
TPagULMOHHOM U (UK) 3NEKTPOHHOM BUAE.

PerncTpbl MHAMBUAYA/ILHOIO YyyeTa [OKYMEHTOB 6MOGAMOTEYHOro (hoHAa COAepXKaT PEKBU3MUTHI,
NOEHTUPUUMPYIOLLME KXIbIA OKYMEHT C YKa3aHWeM CBEAEHWA O NOCTYMN/IEHUN LOKYMEHTA U O ero
BbIObITUM 13 BUBINOTEYHOrO (hOHA.

1.5.1. PeructpamMmn WHAMBUAYaANbHOIO y4yeTa AOKYMEHTOB AB/IAKOTCA: MHBEHTapHas KHWUra, KapTouyka
perncTpaumuy Ha onpefeneHHbI B LOKYMeHTa 415 raseT, XKypHasioB, APYruX BUA0B [AOKYMEHTOB.
JonyckaeTca Takke pernctpamn MHAMBUAYASIbHOTO yyeTa CUMTaTb YYETHbI (haiin ¢ BbIXOAHBLIMU
(hopmamu, hopMUpyeMbIMU B NOPSAKE MHBEHTAPHBIX U HOMEPOB [LOKYMEHTOB.

15.2. PeructpoM CymMMapHOro y4etra [AOKYMEHTOB SBMISIETCA: KHWra CyMMapHOro Yydeta
616nMoTEYHOrO (hoHaA.

1.5.3. KH1ra cymMmapHoro y4yeta 616/1M0Te4HOro PoHAa COAEPXXMT TPX B3aUMOCBSA3aHHbIE YacTu:
"MocTynneHne OKYMEHTOB B 6UONNOTEUHbIN (hoHA",

"BblObITVE JOKYMEHTOB M3 6UBNMOTEYHOr0 (hoHAa",

"Torn ABMXEHNS 6MBIMOTEYHOIO (JOHAA: UTOroBble AaHHble Ha KOHEL, OTYETHOro nepuoga”.

16. CymmapHbIl ¥ WHAMBUAYANbHBIA YYeT (OHAA BefeTCs CTPYKTYPHbIMW MNOApasfeNieHnsMu
O6MONMOTEKN, B BEAEHUMN KOTOPbIX HAXOAWUTCA KOMMIEKTOBaHME (POHAA, a Takke NoapasfeNieHusmu,
06ecneunBaroLLMMM XpaHEHNE U MCMO/b30BaHME 3aKPensieHHbIX 3a HUMW YacTeld o6uero oHaa
O6MGMOTEKN.



Il. EAHnLbI ydeTa 6M6IMOTEHHOr0 hoHaa

2.1. BenmunHa (06beM) 1 ABMXKEHME (hOHAA N3MEPSAIOTCA B YHUULMPOBAHHBIX eAMHULIAX YYeTa.
OCHOBHbIMM  eAMHMLAMU  y4YeTa [OKYMEHTOB OMOAMOTEYHOro (oHAa SBASKOTCA 3K3eMnisp WU
Ha3BaHwe, [N raseT - rof0BON KOMIMJIEKT 1 Ha3BaHMe.

JononHnTeNbHBIMY eMHALAMK y4eTa (hoHAa SBNAKTCA rOf0BOA KOMM/EKT, METPOMO/Ka, MOALLIMBKa
(nepenneTHas euHMLA); ANA 3NEKTPOHHbLIX AOKYMEHTOB - e4UHNLA NaMATU JaHHbIX.

2.2. Obwaa BennyuMHa 6MbAMOTEYHOro (hoHAA B LIENIOM M ero nojpasfenioB YUMTbIBAaeTCA B
3K3emnnspax, HoBble MOCTYM/IEHUS - B 3K3eMNIApPax U Ha3BaHWUAX. YMCO rofoBbIX KOMIM/IEKTOB raseT
NPUPaBHNBAETCA K YNCNY 3K3EMM/IAPOB.

I11. ¥Y4eT JOKYMEHTOB MO BUAAM N KaTeropusm

3.1. MNeyaTHble N34aHUA 1 HeONYBNMKOBaHHbIE JOKYMEHTI.

K neyatHbIM u34aHMAM OTHOCATCA TUPAXMPOBAHHbIE W34aHWUA, MONYYEHHble MevaTaHUeM uau
TUCHEHWEM, MONUTPaINYECKN CaMOCTOATENIbHO  O(IOPM/IEHHbIE:  KHUMK,  BGPOLLIOPbI,  XXYPHasbI,
NpoJo/MKAoOLLMeCcs  U3L4aHWUA, JINCTOBble  W3[4aHUsA, TaseTbl, W30M3[4aHWUsA, HOTHble  U3[aHus,
KapTorpajuyeckme mM3gaHus, HOPMaTMBHO-TEXHUYECKME U TEXHUYECKME LOKYMEHTbl, aBTopedepaTsl
amccepTaumia.

K Heony6/MKoBaHHbIM [OKYMEHTaM OTHOCATCS PYKOMUCHbIE AO0KYMEHTbI (PYKOMUCHbIE KHUTU W
apXMBHble [OKYMEHTbl), a TaKXe [OKYMEHTbl, W3roTOB/IeHHble B EeAMHUYHbIX 3K3eMMNIapax,
ABNAKOLLMECH 00bEKTaMN MHTENIEKTYya/lbHON COOCTBEHHOCTU (AENOHMPOBAHHbIE Hay4Hble PaboTbl,
auccepraumm, NPenpuHTbl, OTYETbl O Hay4HO-UCCMeA0BaTeNbCKMX paboTax, MepeBoAbl, OMMCaHWA
airopuTtMoB 1 nporpamm  OBM,  MPOEKTHO-KOHCTPYKTOPCKasA [OKyMeHTaums). PyKOMuCHbIe
[NOKYMEHTbI, BXOAsLMe B 6MOGAMOTEYHbIE (IOHABI, SBNAKOTCA COCTaBHOW 4acTbl0 APXMBHOIO (POHAA
Poccuitckoil Pefiepalii U YUUTbIBAKOTCA B COOTBETCTBUM C HOPMATUBHBLIMU 1 NMPaBOBbIMX aKTamMu Mo
YUETY apXMBHbIX OKYMEHTOB W HacTOAWMM [MopsaaKoM.

3.1.1. KHuru v 6poLutopbl y4MTbIBAKOTCA B 3K3EMMSAPaX U Ha3BaHUSAX.

Kak oTfeNbHbI 3K3eMMNAAP N Kak 0TAe/lbHOe Ha3BaHMe YUUTLIBAOTCA:

KaXkfoe oTAeNlbHOe n3faHue (KHura, 6poLutopa);

Kak[oe BXOAsLLee B KOHBOJIOT U3JaHNe,

KaKAbl OTAEeNbHbIA TOM (BbIMYCK, 4YacTb) MHOrOTOMHOIO W3faHWs, WUMEKOLWWIA WMHAMBUAYaANIbHOE
3arnaBue;

Kabkfas U3 OpoLUtop, BbINYLLEHHbIX B 06beUHSAIOLLENA NX N3AaTeNIbCKOM nanke, 06/10)KKe, MaHXETKE;
KadK[as KHUra uam 6poLutopa, BXOAALLAas B KHUKHYIO Cepuio (HYMepOBaHHYH MM HEHYMEPOBAHHYHO);
OTAENbHO U3[aHHbIe MPUNOXEHUA K KHUram 1 6poLutopam, UMEKLLMe UHAMBMUAYaSIbHOe 3arnaBue U
CaMOCTOAITe/IbHOE 3HaYeHue.

3.1.2. )KypHasbl 1 NPOAO/MKaOLLMECA U3LAHUSA YUMTLIBAKOTCA B 3K3eMNAApax U HasBaHUAX.
IK3EMMNIAPOM CYUMTAETCA HOMEpP, TOM, BbIMYCK, W3JaHHble MO OTAENbHOCTW, a TakXke KOMMIEeKT
HOMEpPOB, TOMOB, BbIMYCKOB, NepensieTeHHbIX B OAMH 6/10K U34aTe/IbCTBOM.

Kak 0fHO Ha3BaHWe YUMTbIBAETCA KOMMJIEKT HOMEPOB, TOMOB, BbIMYCKOB, 06pa3yroLWmMX OTAENbHYIO
eIMHULY C OT/IMYMTENbHbIM 3arfasmemM. [pu U3MeHeHWW 3arnaBus HOBOW YYETHOW efuHULEN
cuMTaeTCs nU3gaHue, ecnm N3IMeHeHVe BHECEHO B NepBble NATL C/I0B 3arnaBus.

[MepuognueckMe  NPUNOXKEHUA K >KypHanaMm,  BbIXOAALMe  CamMOCTOATE/NIbHO,  UMeloLme
NHAVBUAYaIbHOE 3arnaBue U COBCTBEHHYIO HYMepaLMIo, YUUTLIBAIOTCA KaK OTAe/bHble 3K3eMMNApbl U
OT/Ee/IbHble Ha3BaHWA.

Kaxxgas cepysi NPoOAO/IHKAOLLEroCcsa M3AaHus, UMEKLWas HAMBUAYaNbHOe 3arnaBue U COBCTBEHHYHO
HyMepaLuio BbIMYCKOB, YUMTLIBAETCA Kak OTAeNbHOe Ha3BaHue.

Kaxabli caMOCTOATENbHBIA TOM (BbIMYCK) NPOAO/HKAOLLErOCA M3[aHUA YYMTbIBAETCA KakK OTAeNbHOe
Has3BaHWe.

3.1.3. ["a3eTbl yUNTLIBAKOTCA B FOA0BbLIX KOMM/EKTaX M Ha3BaHUAX.

Kak 0f4HO Ha3BaHVWe Y4UTbIBAETCA KOMIMIEKT Tras3eT, 00pasylowmx OTAeNbHYIO eauHUUy C
OT/IMYMTENbHBLIM 3arfiasvem. Mpu N3MeHeHUW 3arnaBmsi HOBON YYETHOW eAVHULIEN CUMTAETCS M3[aHue,
eC/ U3MeHeHMe BHECEHO B NepBble MATh C/I0B 3arnasus.

OfHoaHeBHble (pa30Bble) raseTbl yUMTLIBAKOTCA B 3K3eMnnsapax (HoMep, BbINyCK) 1 Ha3BaHMAX.
OT[enbHO n3faHHbIe NEPUONYECKe NPUNOXKEHMSA K ra3eTaM, UMeloLne NHAMBUAYaIbHOE 3arnaBue 1
COOCTBEHHYIO HYMepaLuio, YYUTLIBAKOTCA CaMOCTOATE/bHO.



3.1.4. WN3ouzpgaHus (abO60Mbl, KOMMEKTbI, OTAENlbHble JINCTOBblE W3LaHWS) YUYUTLIBAIOTCA B
3K3eMMNApax N Ha3BaHUAX.

Kak OoTfeNbHbIA 3K3eMMasp M OTAeNbHOE Has3BaHWe YUUTLIBAETCSH KaXAblA NIACT (BbIMYCK) Cepum
N30M30aHUIA, He 06beAVHEHHbIE N3AaTeNbCKOM NanKon (06/10XKOM, MaHXETKOW).

JlnctoBble M3fdaHWs, OOGbEAUHEHHbIE W3AAaTeNIbCKOM Narkoi (06MOXKKOW, MaHXETKOW, 06epTKOW)
YUMTBIBAIOTCS KaK OfIMH 3K3eMMsp U OQHO Ha3BaHue.

3.1.5. HOTHble M3[aHNA YYMTLIBAKOTCA B 3K3EMMN/IAPaxX U Ha3BaHUAX.

Kak oTfefbHble 3K3eMNAApbl U OTAe/bHbIE Ha3BaHUSA YUUTLIBAKOTCA:

CaMOCTOATE/IbHble HOTHbIE U3faHns, 06beJUHEHHbIE B OAHOM NepeneTe (KOHBONOTE);

OTAeNbHble NapTuK (rosioca) 1 naptTuTypa (KNasup), U3gaHHbIe passesbHO.

Kak oayH 3K3eMnsisip U OAHO Ha3BaHWe YYUTbIBAIOTCA:

OTfeNbHble napTum (ronoca), 06beAMHEHHbIE C NAPTUTYPOI (KNaBMpoM) B OAHOM M3[aHWK, a Takxke
napTun, 06beAMHEHHbIE N3AaTENbCKOM NanKon (06/10XKKON).

3.1.6. KapTorpauyeckume n3gaHus yunTbIBatOTCA B IK3EMMNIAPAX N Ha3BaHUAX.

Kak oTefbHbI 3K3eMNAAP U OTAe/bHOE Ha3BaHWe YUUTLIBAOTCA:

aTnacbl, COCTOALME U3 OTAE/bHbIX HYMEPOBaHHbIX UM AaTUPOBaHHbIX BbIMYCKOB;

KadK[bliA BbIMYCK CEPUAHOIO U3LaHNA KapTbl UK aTaca.

Kak oguH 3K3eMnisp M OAHO Ha3BaHMe Y4YUTbIBAeTCA KapTa, W3faHHas Ha HECKONbKWUX fmcTax
(nognexawmx ckeike), 06beANHEHHbIX OOLLMM 3arnaBreM.

MHOroToMHble (MHOrO/IMCTOBbIE) KapTorpaguyeckme u3gaHusd, 06beAMHeHHble 00LLMM 3arfiaBuem,
YUYUTBIBAKOTCS MO KOMIMYECTBY TOMOB U OHOMY Ha3BaHUIO.

OTAenbHO N3faHHbIE, HO HE UMEOLLME CaMOCTONATE/IbHOTO 3HaYeHWs, KapTorpatuyeckme NpuioXeHns
K pas/iMyHbiM M3gaHuaM (KHuUram, 6poLutopam, >XypHasiam) YUMTbIBAKOTCA eAMHbIM KOMMIEKTOM C
OCHOBHbIM M3[aHNEM.

3.1.7. HopmaTMBHO-TEXHMYECKME W TEXHWYECKME [OKYMEHTbl (NaTeHTHble [OKYMEHTbl, TWUMOBble
MPOEeKTbl W YepTeXW, KaTalorn MpOMbILIEHHOro 060pyA0OBaHMS W U3L4eNNA, HOPMATMBHbIE
[NOKYMEHTbI MO CTaH4apTu3auun, TEeXHWYECKUe YCMOBUS, PYKOBOAALLME AOKYMEHTbl W Mpasuna)
YUMTBIBAKOTCA B 3K3eMMApax 1 Ha3BaHUSAX.

Kak oguH 3K3eMnisp M O4HO Ha3BaHME Y4YMUTbIBAKOTCA CTaHAapTbl W KaTalorv MpOMbILLIEHHOrO
060pya0BaHNA U U3AENWIA, BbINyLLEHHbIE B 06beAMHAIOWEN MX M3AaTeNbCKo nanke (06/710)KKe) npu
Ha/IM4MK Ha nanke OOLLEN LieHbI, COepXXaHNs BCEro U3faHus, eanHbIX BbIXOAHbIX faHHbIX.

Kak OTAenbHbIA 3K3eMNAsp W OTAe/lbHOEe Has3BaHWe Y4YuTbIBalOTCA CTaHAapTbl M KaTaloru
NPOMBILLIEHHOrO 060PY0BaHUA U U3LENNIA, ApYTUe crieumasibHble BUAbI LOKYMEHTOB, BbIMyLLEHHbIE
B BUAE OTAE/bHbIX NINCTOB, EC/IN KAXKAbIA U3 HAX UMEET CBOM BbIXOAHbIE JaHHbIE, LEHY, TUPaX, AaXe
eC/I1 OHY 06beAMHEHbI OHON N34aTeNbCKOW Nanko (06/10XKKOM).

3.1.8. Heony6m1KoBaHHbIe JOKYMEHTbI YUUTLIBAKOTCA B 3K3EMMN/IAPAX U Ha3BaHUSIX.

Kak 0AuH 3K3eMnNsp 1 04HO Ha3BaHWe YYUTbIBAIOTCA:

[erNnoHMpOBaHHas HayyHas paboTa (KOMMIEKT, COCTOALWMIA M3 [BYX 9K3EMMAAPOB paboTbl) U
CONPOBOANUTESIbHbIE AOKYMEHTbI;

Heomny6/IMKOBaHHbIE JOKYMEHTbI, COPOLLKOPOBaHHbIE UM COAEpXKaLLMecs B OTAEe/IbHOM narike.

[N KOHCTPYKTOPCKOW [OKYMEHTaUWUW eAVHULEI ydeTa ABMSETCH YepTeXX WAM MOSHLIA KOMMNIEKT
KOHCTPYKTOPCKMX JOKYMEHTOB, OTHOCALLMXCSA K OAHOMY M3Aenuto (06bEKTY).

3.1.9. O6HOBNSIEMOE MeYaTHOe W3faHue YUUTLIBAETCA KaK OTAe/lbHOe Ha3BaHue W OTAE/bHbIN
3K3eMN/IAP MpY MEPBUYHOM MOCTYNNeHUn B 6MbnnoTeky. lMocnefytowime nOCTYMNEHNS BKAALHbIX
NNCTOB, NpefHa3HayYeHHbIX A9 AOMOIHEHUA WM 3aMeHbl COOTBETCTBYHOLLMX JIACTOB B U3AaHMW,
OTZeNbHOMY YYeTy He NoAnexar.

3.1.10. PakcMMUNbHOE N3[aHNE YUNTLIBAETCA KaK OpUTUHA.

3.2. AyanosusyasibHble JOKYMEHTSI.

K ayanoBusyanibHbIM JOKYMEHTaM OTHOCATCA (POHOLOKYMEHTbI, BUAEOLOKYMEHTbI, (DOTOAOKYMEHTHI,
KMHOLOKYMEHTbI.

3.2.1. EguHMuamMu yyeTa (PoHAa ayanMoBU3yasibHbIX JOKYMEHTOB AB/ISKOTCA 3K3EMIN/ISP U Ha3BaHWe.
Kak oTfeNbHbIA 3K3eMMAAP YUNUTbIBAKOTCS:

ANCK - AN FpamniacTUHOK,;

KaTyLLUKa, KacceTa unm 606mHa - 4ns MarHUTHbIX (DOHOrpamMm;

KacceTa - 47151 BUAe0L0KYMEHTOB;



Kaap - Ans OoTOoAOKYMEHTOB (AMano3nT1BOB, CNaliaoB);

606u1Ha - 4151 KWHOU/TbMOB.

Kak 0fjHO Ha3BaHWe yUYnTbIBaKOTCA:

OTZeNbHO BbIMYLLEHHas rpamniacTUHKa, Kacceta iMbo KOMMNIEKT (aibboM) rpam-niacTUHOK, Kaccer,
06beIMHEHHBIX 06LLUMM Ha3BaHUEM,;

MarHWTHas (pboHOrpaMmMa Ha OAHOWN KaTyllke (KacceTe), MarHUTHas (hoHorpaMma Ha HECKO/IbKUX
KaTyLkax (Kaccetax), 06beJMHEHHbIX 0OLMM Ha3BaHWEM;

OTAENbHO M3AaHHbIA  (DOHOLOKYMEHT WM KOMIM/EKT (POHOLOKYMEHTOB, OObEeAUHEHHbIX OO6LMM
3arnaBsuem;

KMHO(UNBbM, AnManibM He3aBUCUMO OT YMC/a COCTaBNAIOLWMX YacTel UM KagpoB (48 KOMMJeKTa
[Mano3vTUBOB).

3.2.2. AyavoBusyasibHble [OKYMEHTbI, SBAAKOLWMECA MPUNOXKEHUEM K Pa3INYHBIM  U3LAHUSM W
BbINOSHAIOLLME CaMOCTOATENbHbIE (DYHKUMKW, a TakXke WCMNo/b3yeMble B paboTe OTAeNbHO OT
OCHOBHOI0O M3[aHuns, MOTYT YUUTbIBATbCSA KaK OTAe/bHbIe 3K3eMMAAPbI.

3.3. IOKyMeHTbI Ha MUKpOhopMax.

K noKyMeHTaM Ha MUKPOOPMaxX OTHOCATCS MUKPOPUIbMbI U MUKPOQULLN.

3.3.1. EAMHMLaMK yyeTa JOKYMEHTOB Ha MUKPOGopMaXx ABISKOTCA 3K3eMMN/IAP U Ha3BaHWMe.
AK3eMMNIAPOM ANA NOKYMEHTOB Ha MUKPOQOPMaxX ABAAKOTCA: PY/NOH - AN MUKPO(UILMOB; (ULl -
LN MUKPOULLL.

Kak 0gHO Ha3BaHue Y4MTbIBaeTCA KOMMIEKT MUKPO(PUIBMOB UM MUKPO(ULL, 06beANHEHHBIX O6LLMM
3arnaBueM, He3aB1CMMO OT YmMc/ia COCTaBNAIOLLMX YacTei.

3.3.2. O6Wmin 06beM (PoHAA JOKYMEHTOB Ha MUKPO(OPMaxX YUUTLIBAETCS MO KOMYECTBY PY/IOHOB U
(hvLL, BK/IKOYASH KOMUW pasHbIX MOKONEHNIA (apXUBHbIe/pe3epBHbIE U MO/1b30BATE/IbCKUE).

3.4. DNEeKTPOHHbIE JOKYMEHTLI.

K 31neKTPOHHbIM [OKYMeHTaM OTHOCATCA [OKYMEHTbl Ha CbeMHbIX HOCUTENAX (KOMNaKT-AUCKM,
(hreww-KapTbl); AOKYMEHTbI, pasMeLLaeMble Ha XXEeCTKOM AMCKE KOMMboTepa (cepeepe) 61bnMoTekn 1
[OCTYIMHble M0Mb30BaTENAM Yepe3 MH(OPMaLMOHHO-TENEKOMMYHUKALNOHHBIE CETU (fasiee - CeTeBble
NOKaJIbHble JOKYMEHTbI); JOKYMEHTbI, pa3MeLlaeMble Ha aBTOHOMHbIX aBTOMAaTU3MPOBaHHBIX paboumx
CTaHUMAX OM6NMoTeKM (faniee - WHCTa/IMPOBAHHbIE AOKYMEHTbI); [OKYMEHTbI, pa3MeLleHHble Ha
BHELLHNX TEXHWYECKMX CpefcTBax, Mnosiydaemble 6MG/IMOTEKON BO BPEMEHHOE MO/b30BaHME Yepes
NH(OPMALMOHHO-TENNeKOMMYHMKALNOHHBbIE CETU Ha YCNOBUAX AOrOBOPa, KOHTPaKTa, SINLEH3NOHHOIO
COrnalleHns C NPOU3BOAUTENSAMU MHOPMaL MK (fasee - CeTeBble YaNeHHble LOKYMEHTbI).

3.4.1. EgnHmuamun yyeTa 3M1eKTPOHHbLIX AOKYMEHTOB Ha CbeMHbIX HOCUTENAX ABMAKTCA 3K3eMNsAp U
Ha3BaHMe.

3.4.1.1. Kak OTfe/IbHbIN 3K3eMNIAP YUUTLIBAETCH KaXKAbIA aBTOHOMHBbIN 00BEKT (KOMMaKT-AUCK).

Kak oTgenbHble 3K3eMNaspbl MOFYT YUWUTLIBATLCA MNPUNOXKEHUA K  Pa3/IMyHbIM - U3LAHUAM,
BbIMOMIHAKOLLME CaMOCTOATE/IbHblE (DYHKUMKW, a Takke WCNo/b3yemble B paboTe OTAeNbHO OT
OCHOBHOI0 U34aHuA.

Kak oTfefbHble 3K3eMnaspbl He Y4YMTbIBAOTCA KOMMAKT-AUCKW, €CNW OHW MNPeAcTaBAsT COoOOM
BK/1aZKY (B/IOXKEHWE) B U3LaHME U er0 HEOTHEMJIEMOE MPUIOXKEHME.

3.4.1.2. Kak 0fHO Ha3BaHVe y4uTbIBalOTCA:

OTZeNbHO BbIMYLLEHHbIA KOMNAKT-AUCK;

KaKAbI KOMMNAKT-AMCK, BXOAALMA B HYMEPOBAHHYH WM HEHYMEPOBAHHYHK) CEPUI0 3NEKTPOHHbIX
N3aHui;

KOMM/EKT KOMMNaKT-ANCKOB, 06beiVHEHHbIX 0OLLMM Ha3BaHUEM,;

M3LaHHble B KAYECTBE CaMOCTOATE/IbHbIX MU3A4aHWA NMPUNOXEHUA K M3[aHUAM N06Ooro Apyroro Buaa,
MMetoLLe COOCTBEHHOE 3ar/iaBne 1 JoMycKatoLimMe UX 1Ucnosib3oBaHe 6e3 06palleHnss K OCHOBHOMY
N3L4aHuIO0.

3.4.1.3. B jOKyMeHTax Ha (hneLl-KapTax Kak OAuH 3K3eMMasap Y OAHO Ha3BaHWe YUUTLIBAETCA KaKaoe
LIeNIOCTHOE NMPOu3BeAEHNe, UMEetOLLee CaMOCTOATeNIbHOE 3ar/iaBue.

3.4.2. EgMHMUAMM yyeTa CeTeBbIX JIOK&/IbHbIX W WHCT/IIMPOBAHHbLIX [OKYMEHTOB SB/AKOTCA
ak3emnsisp (YCNoBHasA eAnHMLA y4eTa) U Ha3BaHMe.

Kak 0flHO Ha3BaHMe Y4YMTbIBAETCA LIe/IOCTHOE MPOV3BEAeHME, VMEOLLLEe CaMOCTOSATeNlbHOE 3ar/iaBue,
BHE 3aBMCMMOCTW OT ero npeactaBneHns. Kak ofHa efvHMUA Y4YUTbIBAETCA MOMOSHAEMbIA
06HOBNSEMBI 3NEKTPOHHbI JOKYMEHT.



IK3eMNNIAPOM  ABNSETCA AOKYMEHT B OMNpeAeneHHOM opmaTe XpaHeHWs WM npeacTaBneHus.
dopmaTbl 0OHOI M TOW Xe eANHNULLbI KOHTEHTA YYMTbIBAKOTCA OTAE/bHO.

3.4.3. EanHMuamun yyeTa ceTeBbIX YAaNeHHbIX JOKYMEHTOB SIBASAOTCA 3K3eMnasp (YCnoBHast eAMHMULA
y4eTa) 1 Ha3BaHue. .

Kak ogHa eavH1La yYnTbIBAETCS NMOMOHAEMbIA Y 0OHOBNSEMbIA 3N1IEKTPOHHbIN [JOKYMEHT.

IV. Y4yeT nocTtynneHns AOKYMEHTOB B 61G/IMOTEUHbIN (hOH[,

[OKyMeHTbI NOCTyNatoT B 6UG6/IMOTEKY 1 BKIHOYAIOTCS B GUO/IMOTEUHBIA POHA B pe3y/ibTaTe NoCTaBKM
0643aTeNIbHOr0 3K3eMNsApa, NOKynku (MOANUCKK, 06MeHa, AapeHus, MOXepTBOBaHWSA, KOMMPOBaHMA
OpuUrnHanoB 13 oHAa 61bIMOTEKN).

4.1. J[JOKyMeHTbl MNPUHUMAKOTCA MO MEPBMYHBIM YYETHbIM [JOKYMeHTam (HaknafHasi, akT),
BK/IOYAIOLLMM CMICOK MOCTYNJIEHNIA.

4.1.1. TlpveM [OKYMEHTOB, MOCTynawwWmx B 6OMOAMOTEKY 6€3 NepBMYHbIX [OKYMEHTOB Ha
6e3B803Me3HOM OCHOBe (00si3aTe/IbHble 3K3eMMNSPbl, AENO3UTHbIE 3K3EMMNAPbI MEXAYHapPOAHbIX
opraHusauyuii, 6e3Bo3Me3gHble MOCTYNNEHNA W3 HEU3BECTHbIX W aHOHUMHbIX WMCTOYHWUKOB),
O(hOpM/IFETCA aKTOM O NprieMe LOKYMEHTOB.

4.1.2. Tlpvem [AOKYMEHTOB, MOCTYMaroWmx B 6UOIMOTEKY OT HOPUANYECKOrO, (DU3MYECKOro nuua B
BUE fapa C yKa3aHWEM €ero HasHayeHus A719 MOnosiHeHus 6ubnmnoTevyHoro ¢oHaa, odopmnseTcs
[0roBOPOM MOXEPTBOBAaHUA B COOTBETCTBUM C I"paxkaaHCKUM Kogekcom Poccuiickort Pefepaumn (CT.
574, 582) v MNonoxxeHnem o0 paboTe ¢ gapamu.

4.1.3. Tlpvem [OKYMEHTOB OT u4uTaTenell B3amMeH YTEPSHHbIX W MPU3HAHHBLIX PaBHOLEHHbLIMM
yTpayeHHbIM, O(hOPM/ISETCH aKTOM O NpuemMe [OKYMEHTOB B3aMeH YTepsiHHbIX. 3aMeHa yTepsHHbIX
[LOKYMEHTOB 6MO/IMOTEYHOrO (hOHAA NPOUCXOAUT MNyTEM MPUHATMA OT 4uTaTens pPaBHOLEHHOro
M34aHNA N BHECEHWA 3anucKn B TeTpadb yYeTa KHUM, MPUHATBIX OT ymTaTtenieil B3ameH yTepsiHHbIX. B
TeTpaan yKasblBaOTCA (PaMuans, WHULMAAbI unTaTens, CBefeHUs 00 YTepsiHHbIX U34aHMAX
(pervcTpaumoHHbIA HOMep, KpaTKoe 6ubnuorpagmyeckoe onucaHve W3[aHus, LEeHa), CBefeHWs O
NPUHATBIX U3faHnsaX (KpaTkoe Gmbnuorpagmyeckoe onvcaHue U3gaHus, LeHa), NoANUCU YnTaTens u
NPUHUMAIOLLEA CTOPOHBI.

4.2. OueHKa CTOMMOCTW MEPUOANYECKUX W3L4aHWIA, MOCTynarowmx B OMONMOTEKY HA BPEMEHHOe
XpaHeHune, He NPOV3BOAUTCS.

4.3. loKyMeHTbI, NOCTynaroLiye B 6MBIMOTEKY, MOANEXAT CYMMapHOMY YYeTy.

4.3.1. CBefileHNsi O BK/IOYaeMbIX B OMONMOTEYHbIN (DOHA [LOKYMEHTaX (UKCUPYHOTCA B KHUre
CYMMapHOro y4yeTta 6MbanoTe4yHoro oHaa.

PerncTpbl CyMMapHOro ydyeta [AO/DKHbl MMETb 3arofl0BOYHbIE [aHHblE: HaMMEHOBaHWE PerucTpa,
HaMMeHOBaHVe OpraHu3auuu, nogpasfeneHns. B pernctp BNUCLIBAKOTCA [aHHble O NOCTYMNMBLUEN
napTM [AOKYMEHTOB: Aata W MOPAAKOBbIA HOMep 3anvcu (NOPSAKOBLIA HOMEP 3aruch eXerogHo
HaumHaeTcd ¢ N 1), UCTOYHUK NOCTYN/eHUs, HOMep W faTa MepPBMYHOIO Y4YETHOro [OKYMEHTa,
KO/IMYEeCTBO NOCTYNUBLUNX JOKYMEHTOB U CTOUMOCTb.

4.3.2. CyMMapHbIiA yyeT MOCTYMNNEHNA 3/IEKTPOHHBIX CETEBbIX JIOKa/IbHbIX [JOKYMEHTOB BefeTCs B
3N1EKTPOHHOM peecTpe B COOTBETCTBMM C MoKasatensamu n.4.3.1, ¢ yKasaHMeM [aTbl 3arpysku
NOCTYN/IeHNIA B cucTeMy. KaKabIi INCT peecTpa pacrneyvaTbiBaeTcs U CKPENASeTcs ¢ A4pyruMu .

4.3.3. CymMMapHbIA y4eT MOCTYMN/IEHNS 3NEKTPOHHbIX CETEBbIX YAaNeHHbIX [OKYMEHTOB BefeTCs B
3NIEKTPOHHOM peecTpe C OTpaKeHVWEeM CneayrolmxX nokasatesei: patbl M MOpsaKOBOro Homepa
3anucK, PEKBU3NUTOB INLEH3NOHHOMO JOroBopa (HasBaHUA U HOMepa AOKYMEHTa, CPOKa ero AeicTBus,
cToMmocTn). KaxabliA NNCT peecTpa pacreyaTbiBaeTcs U CKpennseTcs ¢ gpyrumm (dPopma peectpa B
MpunoxeHun 2 K Mpukasy).

4.4, [OKYMeHTbI, MOArOTOB/IEHHbIE K MpuveMy B OMONMOTEYHbIA (hOH, NOABEPratoTCs NepBUYHON
06paboTKe 1 NHAMBUAYASTbBHOMY YYeTYy.

4.4.1. VIHaMBUAYaNbHbIA  y4YeT [OKYMEHTOB OCYLUECTB/ISIETCS MNyTeM MPUCBOEHUS  KaXXAOMY
3K3eMMNNAPY AOKYMeHTa PerncTpalMoHHOr0 HOMepa, WHOro 3Haka B KayecTBe PernctpalMoHHOro
Homepa (CMCTEMHOr0 HoMepa KOMIMbOTEPHONM NPOrpaMMbl, LWTPUX-KoAa 1 Apyrux). VIHaMBMAYa bHbIN
HOMep 3aKpennseTca 3a [OKYMEHTOM Ha BCe BpeMsi ero HaxoxfeHuws B (hoHAe O6nbimoTeku.
PerncrpauMoHHble HOMepa WCK/YEHHbIX W3 (POH4A [OKYMEHTOB He MpUCBavMBalOTCA BHOBb
NPUHATLIM JOKYMEHTaM.



PermcrpaLnoHHble HOMepa MNPOCTaBAAOTCA HeroCpPeACTBEHHO Ha [OKYMEHTax W OTpakarTcs B
perncTpe NHAMBUAYaNbHOro yyeTa JOKYMEHTOB, MPUHATOM B GUONNOTEKE.

Pernctpbl MHAVBUAYaNbHOIO y4yeTa LO/MKHbI UMETb 3aro/10BOYHbIE AaHHble: HaMMeHOBaHMe PerncTpa,
Hav¥MeHOBaHWe OpraHu3auuun, CTPYKTYPHOro nofpasfeneHns. B pernctp BMWCbIBAKOTCA AaHHblE O
KaKOOM  JOKYMeHTE:  fata 3anucu B PErucTpe, PerucTpauMoHHbI — HOMEp,  KpaTkoe
onbnuorpaduyeckoe onucaHne OOKyMeHTa (aBTop, 3arfaBue, TOM, 4acTb, BbIMYCK, MeCTO W rof
N3LaHnA), LeHa JOKYMeHTa, yKa3aHHas B CONPOBOAUTE/IbHOM AOKYMEHTE.

4.4.2. VIHaMBUAYaNbHbIA YyYeT MNepUOAUYECKUX W3LaHWUIA BefeTCA B PerucTpauyoHHOM KapToTeke
NepuoanYecKUX U3AaHUIN, npegHasHauYeHHOW 19 y4eTa KaXAoro HasBaHUs U KaXXA0ro aK3eMnispa,
WM B aBTOMATU3MPOBaHHOMN 6a3e faHHbIX.

4.4.3. 'HamBuayanbHbIn yYeT AOKYMEHTOB, MMEIOLWMX B CBOEM O(DOPM/IEHUN [paroueHHble MeTa bl
n (MNKn) OparoueHHble KaMHU M OTHECEHHBIX K KaTeropum CenfoBOoro XpaHeHWsi, OCyLLECTBNSETCS B
creLmaibHOM PerucTpe, B KOTOPOM, KPOMe TPaAuLUMOHHBIX NoKasartenei, JaeTca OnmcaHne BHELLHEero
ohopMneHns JOKyMeHTa. Kaxablid IMCT perncTpa ConpoBOXAaeTCA UTOr0BOW 3amnucbio C YKazaHUeM
[aTbl ee COCTaB/IEHNS N KOMIMYeCTBA OMMUCaHNUIA Ha JINCTE.

444. B peructpax WHAVBUAYabHOTO Yy4yeTa B MpPUMEYaHUAX YKasblBaeTCA Haivunme W BUf
MPUMOXEHNS K OCHOBHOMY [OKYMEHTY, a Takke OCOOEHHOCTV 3K3eMMNsfpa LEHHbIX U pefKux
[OKYMEHTOB (Hanpumep, HaaMune YHUKaIbHOro rnepensera, MapruHaauid, fegektos u T.n.). Mpw
HamumyM nacrnoprta [LOKYMeHTa [aeTcs OTCbiKa K HeMy. B npuvmMeyaHusX MOXET YKasblBaTbCA
NPUHALIEXXHOCTb JOKYMEHTA K KaTeropum KHUXKHbIX MaMATHUKOB.

4.45. NHOMBUAYIbHBIA YYeT 3/1eKTPOHHBIX CETEBbIX JIOKa/IbHbIX [OKYMEHTOB OCYLLECTB/SETCA
nyTem BBOZA B 6a3y AaHHbIX METanHMOpPMaLIMK O 3arpy3ke LOKYMeHTa B 3/1EKTPOHHYIO 616I11MOTEKY C
aBTOMAaTNYECKUM MPUCBOEHNEM UAEHTUPUKALNOHHOIO (CUCTEMHOr0) HOMepa KaXKaoMy LOKYMEHTY.
4.4.6. NHOMBUAYaNbHbIA YYET 3MEKTPOHHbLIX CETEBbIX YAaeHHbIX AOKYMEHTOB OCYLUECTB/SETCS B
9NEKTPOHHOM  Bufe nNyTeM perucrpaumm 6a3 faHHbIX (nakeTtoB) 6€3 MPUCBOEHMS UM
PEerncTpaLmyoHHOro HomMepa.

B peectp wHAMBMAYanbHOro Yy4yeTa CeTeBbIX YAAEHHbIX [OKYMEHTOB BK/HOYAOTCA OCHOBHbIE
XapaKTepucTuKN 6a3bl AaHHbIX (naketa): onucaHuWe 6asbl AaHHbIX (Ha3BaHWe, MPOU3BOAMTESD,
nnarcopma v (Mnn) agpec BXofa), CPOK OKOHYaHWA npaea foctyna. dopma peectpa MpunoxeHue 3 K
Mpukasy.

4.5, [JOKyMeHTbl, BK/OYaemble B (oHA 6ubAMOTEKM, MapkupyroTca. [pu 3ToM MOryT ObITb
NCMO/b30BaHbl LUTEMMENN, KHWXKHbIE 3HaKW, WHAMBUAYya/bHble LUTPUXOBblE KOAbI, Apyrve BuUibl
MapKMpoBKW. OCHOBHble TpeboBaHUA, KOTOPbIE AO/MKHbI COONIOAATHCA MPY MAPKMPOBKe [OKYMEHTOB:
0603HaYeHne MNPUHAL/IEXHOCTN, 3CTeTUKa, AO0/ITOBEYHOCTb MApPKMPOBOYHOIO 3HaKa, COXPAHHOCTb
TeKCTa UM Jpyro 3HaKoBOW UHGOpMaLK.

4.6. Ha [OKymeHTax, ABNSAIOLMXCA MPUIOXKEHMEM K OCHOBHOMY HOCWUTENIKO U €ero HeoTbem/1eMOM
4acTblO, MPOCTAB/ATCA T€ Xe PEKBU3UTBI, YTO U HA OCHOBHOM [JOKYMEHTE.

4.7. JNeKTPOHHbIE CeTeBble I0Ka/IbHble OKYMEHTbI U 3/IEKTPOHHbIE CeTeBble YAa/leHHble AOKYMEHTbI
NAEHTUULMPYIOTCA CrieynanbHbIMU NPOrpaMMHBIMUA CPeACTBaMN.

4.8. Ha npuvHATbIX NEPBUYHLIX YUYETHbIX LOKYMEeHTax Mpov3BOAMUTCA 3anucb, MOATBEPXAAtOLLas, YTo
MOCTYNMUBLUME JOKYMEHTbI NPUHATLI B 6UBINOTEYHBIA (DOHA KaK B 06BEKT 0CO00 LieHHOr0 ABMKUMOTO
nvyulectea (ganee - OLLAN) nnm Kak B 06bEKT MHOTO ABVKUMOIO MMYLLIECTBA.

4.9. TlepBMYHble Y4eTHble [OKYMEHTbl, MOATBePXAatoLMe (akT MOCTYNJeHNs, MepejatoTcA B
OyxranTepuio AN BKIKOYEHNSA B YHeT GUOIMOTEYHOro (hoHAaa.

4.10. ExxekBapTa/ibHO, NpK YCNoBUM M3MeHeHWs cocTtaBa OLLAW, ceefeHNs 06 06LLeM KONMYeCcTBe U
CTOMMOCTW [OKYMEHTOB, BK/IHOUYEHHbIX B COCTaB 616IMOTEUHOrO (hOHAA, KaK 0OBEKT 0COO0 LIEHHOro
[BWXMMOr0 UMYLLLECTBA, NepeaatoTcs yupeanTento.

V. Y4eT BbIObITUS JOKYMEHTOB M3 616MOTEYHOrO hoHAa
[OKyMeHTbI BblObIBalOT M3 GMOMOTEYHOrO (hOHAA B CBA3M C (PU3MYECKOWN YTPaTOA WM YaCTUYHOM
NM60 NOMHOM YTpaTor NOTPeBUTENbCKUX CBOWCTB. BblOblBatoLme [LOKYMEHTbI WCK/IOHAOTCA U3

OM6IMOTEYHOrO (hOHAA U CMIMCIBAKOTCS C BO3MOXHOCTLIO MOC/eAytoLLei 6e3803Me3AHON Nepeaayn B
Apyrue 6ubnnoTekn nnMbo peannsaumu.



5.1. NcknoyeHre JOKYMEHTOB U3 BGMONMOTEYHOro (POHAA AOMNYCKaeTCcs Mo ChefyowyM MnpuynHaMm:
yTpaTta, BETXOCTb, [e(eKTHOCTb, YCTapenocTb MO COAepXaHuo, HenpopUIbHOCTb, WU3ULLHASA
Lly6NeTHOCTb.

HenpodunbHOCTL JOKYMEHTOB YCTaHaB/MBAETCA Ha OCHOBe [podmna KOMNIeKToBaHMA (POHLA MK
WMHOTO HOPMATMBHOIO [OKYMEHTa, YTBEPXKAaeMOro pykoBoautenem 6ubnnotekn. Mo npuyunHe
HeNnpPoMUIbHOCTM MOTYT UCKNKOYATLCA U3 (POHAA LOKYMEHTbI, He KOMM/IEKTyeMble 61M6MOTeKon (Npu
OTKa3e OT KOMM/EKTOBaHWS OTAE/bHbIX KATeropuin JOKYMEHTOB), U3/IMLLHE AyONeTHble 3K3eMMNAPbI,
3aMeHeHHble 60/1ee NOTHBIMU MO COAEPXKAHMIO, THLUMMU M0 OOPMIEHUNIO, (IN3UYECKOMY COCTOSHUIO
N3LaHUAMK; MO UCTEYEHUMN CPOKA XPaHEHWNA JOKYMEHTOB, NPV HU3KOM YPOBHE YMTaTe/IbCKOro Crnpoca,
Mpy HECOOTBETCTBUU 3/1EKTPOHHbLIX AOKYMEHTOB TEXHMYECKOMY W MPOrpaMMHOMY O6ecrneyeHuto
OMBMOTEKN.

5.1.1. VcknoyeHne AOKYMEHTOB MO NPUYMHAM YCTapenocTU MO COAepPXKaHuto, HenpoquIbHOCTK
(ManocnpaluvBaemble), a TakKXke MO NPUYMHAM BETXOCTU W [e(eKTHOCTM He [OMyCKaeTcsa Mo
OTHOLLEHUIO K €AVHCTBEHHBIM 3K3eMMspaM AOKYMEHTOB NOCTOSAHHOIO (6eCCPOYHOro) XpaHeHus.
5.1.2. VICKNoYeHVe [OKYMEHTOB, OTHECEHHbIX K KHVDKHbIM NamATHMKaM, [OMYCKAeTCA TO/bKO MO
NpUYnHe yTpaTbl NPU YCOBUW OTPXKEHUSA MH(OPMALUN O KHUXHOM NMamATHUKE B PeecTpe KHMKHbIX
NamMATHUKOB.

52. BblObITMe [OKYMEHTOB U3 OMOAMOTEYHOro (oHAa odopmaseTca AKTOM 0  CrhvcaHun
NCKMHOYEHHBbIX 06BEKTOB BMGIMOTEYHOro hoHaa (aanee - AKT o cnucaHun) no copme (kog no OKY /[
0504144), yTtBepxaeHHon [Mpukasom MwuHpuHa Poccum or 1512, 2010 N 173H,
3aperncrtpupoBaHHbIM B MuHiocte Poccum ot 01.02.2011 N 19658.

B AKTe 0 crnucaHUM OTPaKaroTCA CBeAEHWS O KOMMYecTBe M OOLLEN CTOMMOCTWU WCK/IHOHaeMbIX
[NOKYMEHTOB, YKa3blBaeTCs MpUYMHA WCK/IOUYEHUA W HanpaBieHue BbIObITUS  UCKIOYaeMbIX
[IOKYMEHTOB.

53. K AKTy 0 cnucaHuv npunaraeTca CrMCOK Ha UCKIOYeHVe 00BLEeKTOB 6MGIMOTEUYHOro (hoHaa
(panee - cnmMcok), KOTOPbIA BKNKOYaeT Chefyrolime CBeAeHWs: PerucTpauuoHHbIA HOMep W Wndp
XpaHeHWsi JOKYMEHTa, KpaTKoe 6ubnunorpamyeckoe onvcaHue, LeHy [OKYMEHTa, 3aMKCMPOBaHHYHO
B perucTpe WHAMBUAYaA/IbHOIO YyyeTa [OKYMEHTOB, KO3((UUMEHT NepeoLeHKn, LEeHy mnocne
MepeoLeHKN 1N 06LLYH CTOMMOCTb UCK/THOHYaeMbIX JOKYMEHTOB.

[na neyatHbIX [JOKYMEHTOB BPEMEHHOr0 XpaHeHUs [OMYyCKaeTCs 3aMeHa CrnmMcKa KHUXXHBIMU
(hopmynspamu.

[nsa poKyMeHTOB, 06paboTaHHbIX rpynnoBbiM (YNPOLEHHbIM) CrOCO60M, BMECTO CrMcKa AaeTcs
nepeyeHb PerncTpaumoHHbIX HOMEPOB, BUA UCKIHOYaEMbIX U3LaHWIA, X KONYECTBO.

5.4. K AKTy 0 crnivcaHuu no npuymnHe yTpaTbl U CNUCKY NpunaratoTcs JOKYMEHTbI, NOATBepXAatoLLme
yTpaty (nosicHUTeNbHad 3anucka, B Ciy4vae KpaXku WM XWULWEHWA - NPOTOKOS, aKT, 3aK/ueHue
YMOHOMOYEHHbIX OpraHoB, NPV BO3MeLLeHWW yulepba - (PUHAHCOBLIN [OKYMEHT O BO3MELLEHUN
yuiep6a).

Bo3meleHe uuTatenamm yulepba [ornyckaetca B (POPMe 3aMeHbl YTEPAHHOro [JOKYMeHTa
PaBHOLIEHHbIM 1160 NyTeM [eHEeXHOW KomneHcauuwn. lMpu npveme [eHer OT uuTaTesiel B3ameH
YTEPAHHBIX KHUT UKW APYruX LOKYMEHTOB COCTaB/SETCA MPUXOAHbIA OpPAep, WU YATATeNto BblgaeTcs
KBUTaHLMA YCTAHOB/IEHHOMO 06pasua.

5.5. MMpn BO3MeLLeHUN ymuTaTenem yulepba CTOMMOCTb YTpayeHHbIX [OKYMEHTOB YCTaHaB/IMBAeTCA
3KCMEepPTHOM KOMMUCCUEN MO OLEHKE JOKYMEHTOB, Ha3HaYeHHOM NPUKa3oM PyKOBOAUTENS BUBINOTEKN.
Mpy yTepe UM XULLEHUN LiEHHbIX U PeAKUX KHUT ONs onpeaeneHns nx CTOMMOCTM KOMUCCUA MOXKET
npuvBneKaTb K CBOeil paboTe COOTBETCTBYHOLUMX 3KCMEPTOB, a TakXke WUCMO/Mb30BaTb MaTepuasbl
Hay4HO-METOAMYECKMX LIEHTPOB, KHUXHbIX ayKLUWOHOB M APMapoK. B aTux cnydvasx onpegeneHvie
NPUYNHEHHOT O yLep6a npegenbHbIMU KO3(h(hULMEHTaMM KPaTHOCTW He OrpaHnYMBaeTCS.

5.6. AKT O CrucaHUM MO OAHOW W3 MNPUYMH, YKaszaHHbIX B N.5.1, C NPUIOXKEHHLIM CMUCKOM
noAnucbIBaeTCA npeacefaTeNeM M YieHaMW KOMUCCUMM MO CMUCaHWUKO O6BEKTOB OMBIMOTEYHOrO
(hoHa, YTBEPXAAeTCA PYKOBOAUTENEM YUPEXAeHUS.

5.7. lNocne yTBEpXAeHMA AKTa O CNMCaHUM OCYLLIECTBNAKOTCA MEPONPUATUA MO NepepacnpeseneHnto
1 peannzaunm CrmncaHHbIX 06beKTOB 6UGIMOTEYHOTO (hOHAA.

5.7.1. [OKyMeHTbl (CnucaHHble O0O6beKTbl OMOAMOTEYHOro (HOHAA), WCK/IKOYEHHbIE MO MpUYUHaM
BETXOCTK, AEe(EKTHOCTK, YCTAPENIOCTH MO COAEPXKaHWNI0, HaMNpPaBATCA B MYyHKTbl BTOPUYHOIO CbIpbA.



WcknoyeHHble M3 (POHL0B MUKPO(OPMbI Ha raioreHngocepebpsaHON MnieHKe MoAexaT chade Kak
cepebpocoepallime 0TX0/bl B COOTBETCTBUN C 3aKOHOAATENLCTBOM Poccuiickor deaepauun.

Mpn OTCYTCTBUM MYHKTOB BTOPCbIPbS WM B Ciy4asx, KOrga cgada [OKYMEHTOB Ha nepepaboTky
3KOHOMMYECKM HeuenecoobpasHa, BUOINOTEKN YHUYTOXKAKOT UCK/IKOYEHHbIE AOKYMEHTbI Ha MecTe B
NPUCYTCTBUM NINL, KOTOPbIE COCTaBNAKT akT 06 YHUUTOXEHUW CMUCAHHbLIX 06bEKTOB GMO/IMOTEYHOIO
(hoHAa.

B AKTe 0 crnncaHumn oTpaxkaroTcs HaMeHOBaHVE, HOMeP M AaTa AOKYMEHTa, NOATBEPXKAAOLLEro (hakT
cjaunm CnmMcaHHbIX 0OBLEKTOB B MYHKT BTOPUYHOIO CbIpbsi, WM aKTa 06 YHWUUTOXEHUW CMUCAHHbIX
06bEKTOB 6MBIMOTEUHOrO (hoHAa. JLOKYMEHT npunaraeTcst K AKTY O CriMCaHM CO CMIUCKOM.

5.7.2. [OKyMeHTbl (CnucaHHble OOBEKTblI OMOMMOTEYHOrO (OHAA), WCK/OYEHHbIE MO MNPUYMHE
HenpoMUNLHOCTK, MEpeaatdTcs Mo akTaM B OOMEHHbIA (DOHA B LENAX AanbHelllert nepefayn Ha
6e3B03Me3[1HOM OCHOBE OM6MMOTEKAM WX peanmn3aumn (U3MYECKUM U HOpUAMYECKM nuuam. He
BOCTPe6OBaHHbIE U/IN HE peasi30BaHHbIE B TEUEHME LUECTU MEeCALEB C AaTbl CINUCAHWUS JOKYMEHTbI
MOryT nepefaBaTbCd Ha 6e3BO3ME3JHOM OCHOBE HOPUANYECKUM U (IM3NYECKUM NuLam  nbo
HanpaBNsATLCA B MYHKTbl BTOPUYHOIO CbIpbS.

5.8. TMocne 3aBepLUeHMs MepPONpUATUA, NPeAYyCMOTPEHHbIX AKTOM O CAWUCaHWW WUCK/THOYEHHbIX
06bLEKTOB 6U6/IMOTEYHOr0 (DOHAR, NEPBbIV 3K3eMNsp AKTa O CUCAHUM CO CMIUCKOM W1 JOKYMEHTOM,
NOATBEPXKAAIOLMM  BbIObITME, MepedaeTcd B OyxranTeputo, BTOPOM 3K3eMMnsp OCTaeTca B
noApasfeneHnm, OCyLLECTBIAIOLEM YYeT 6UBIMOTEYHOrO (POHAA.

Ha ocHoBaHUM AKTa O CMMUCAHWUWM WUCKKOYEHHbIX 0OLEKTOB OMBGAMOTEUHOro hoHAa 6mbnMoTevHoe
nogpasgeneHune n byxrantepus BHOCAT U3MEHEHWNSA B COOTBETCTBYHOLLME YUETHbIE JOKYMEHTbI.

5.9. AKTbl 0 CNUCaHUWN PETUCTPUPYIOTCA B KHUIe CYMMapPHOro yyeTa 6MbanoTe4yHoro hoHza.

5.10. B pernctpaunoHHOW KHure (Mnu apyrom Buae pernctpa MHAMBMAYabHOIO y4yeTa JOKYMEHTOB,
NMPUHATOM B 61BNNOTEKE) NPOCTaBNAETCA HOMEP U AaTta AKTa 0 CrMCaHUN.

5.11. Bce ucknouvaemble M3 (hoHAa OGUONMOTEKM AOKYMEHTbI (KHWUIW, XXypHanbl, Apyrue Bufbl
[NOKYMEHTOB) A0/DKHbI ObITb COOTBETCTBYHOLMM 006pa3oM O(OPMEHbI: CNeumasibHbIM LTeMNenem
[IO/MKHbI ObITb NOraLleHb! WTamnbl 6UGNNOTEKN.

5.12. BbIObITWE 3/1EKTPOHHbIX CETEBbIX YAATEHHbIX AOKYMEHTOB He O(opM/seTcA CcreunaibHbIM
[IOKYMeHTOM. [loATBEPXKAEHMEM BbIObITUS SBMSIETCA WUCTEUYEHME CpPOKa [eNCTBUA [IOKYMEHTa
(moroBopa, KOHTpakKTa, /IMLEH3MOHHOIO CcornalleHns), OMOPMIEHHOr0 Ha MpaBo fAocTyna K
onpeaeneHHoM 6ase AaHHbIX (MaKeTy) CETEBbIX [AOKYMEHTOB, M OTCYTCTBME A0roBOpa, KOHTPaKTa,
NMLEH3MOHHOTO COrnaLleHns, OPOPMIEHHOrO Ha HOBbIA CPOK.

5.14. ExXeKBapTa/lbHO, NPV YCNoBUM U3MeHeHMsi cocTaBa OLLOW, oblime cBefeHMs O KOMMYECTBE U
CTOMMOCTM [OKYMEHTOB, CMUCaHHbIX W3 OMOAMOTEYHOro (OHAa, Kak 00beKkTa 0C060 LEHHOro
[BVKMMOrO UMYLLIECTBA, C YKazaHMeM MnepeyHs AKTOB O CNMCaHUW, NPUYUH 1 HanpaBneHWn BblObITUSA
[OKYMEHTOB, MNPeACTaBNsatoTCA yupeauTento. KonmyecTBo BblObIBAOWMX [JOKYMEHTOB HE [O/MKHO
NpeBbILWaTh KOMMYeCTBa BHOBb NOCTYNAOLMX AOKYMEHTOB B OMG/IMOTEYHBIN (IOHA,

VI. YUeT nToroB ABMXeHUS 6M6anoTe4Horo goHaa

6.1. Torn awkeHnst (hOHAOB MOABOAATCS B KHUre CyMMapHOro y4yeta 6MbanmoTeyHoro ¢oHga Ha
OCHOBaHUW AiaHHbIX CYMMapHOro yyeTa O NMOCTYM/EHUN U BblObITUN AOKYMEHTOB.

ToroBble fjaHHbIE MMEIOT YeTbipe 063aTe/IbHbIX MoKasaTens: COCTOAN0 Ha Havano roga, nocTynuio
3arof, BbIObI/O 3a rof], COCTOMT Ha KOHeL, rofia.

ViToroBble pAaHHble MO  3M1EKTPOHHLIM  CETeBbIM  yAasieHHbIM  [OKYMeHTaM MpeAcTaBnsaoTCs
CefyroWmMMM NnoKasaTensaMy YUYeTHbIX eAvHULL COCTOSN0 Ha Havano roga, oopmsieHo B LOCTYN B
TeueHue rofa, OCTYN NpPekpaLleH B TeYeHne roga, COCTOMT Ha KOHeL, roja.

6.2. CefieH/s 06 WTOrOBbIX AaHHbIX (PUKCUPYHOTCA B (JOPMe rOCYAapCTBEHHOW CTaTUCTMYECKOM
OTYETHOCTW W MPeACTaBNATCA A/ Lenelt rocyapCTBEHHON CTaTUCTUUECKOW OTYETHOCTM.

NToroBble faHHble 06 0OMEHHOM (OHAEe He BK/OYalTCA B 06LiMe nokasaTenn OubamMoTeyHoro
(hoHfa.

VII. MNpoBepKa HaIMunA JOKYMEHTOB 6M6IMOTEHHOro hoHaa

7.1. TpoBepkKa HanMunsi AOKYMEHTOB 61bIMOTeYHOro hoHAa (fanee - nposepka hoHAa) NPON3BOAUTCS
B 06513aTe/IbHOM MOpPsAKe:

Mpwv BbISBMEHWUN (haKTOB XMLLEHUSA, 3/10YNOTPEOIEHNS UK NOPYN AOKYMEHTOB;



B CNnyyae CTUXWUIAHOro OeACTBMS, MOXKapa WM APYruX u4pesBblyaliHbIX CUTYaUWid, Bbl3BaHHbIX
3KCTPeMa/IbHbIMU YCI0BUAMMU,

npv peopraHm3aummn Unm MMKBUaaLMmn 6nbnoTexu.

[na npoBefeHNa NPoBepOK PYKOBOAMTENIEM OPraHM3aunmy HasHavYaeTCcsa KOMUCCUA, B-COCTaB KOMUCCUU
[OMKEH BXOANTL NPeLCcTaBuTeNb ByxXrantepum.

7.2. TpoBepka (hoHZa B N1aHOBOM NOPALKE OCYLLECTB/ISETCA B C/IeAYHOLLME CPOKW:

[LOKYMEHTbI, MMeloLme B OMOPM/IEHUN [paroueHHble MeTaibl U (UM) LparoueHHble KamHu -
eXXErogHo;

(hOHA PeaKUX U LEeHHbIX KHUT - OAWH pas B 5 fieT;

(hoHAb! 6MBAMOTEK 40 50 ThICAY YUYETHbIX eAVMHL, - OAVH pa3 B 5 NeT;

(hoHAbl 61nbnmoTek oT 50 A0 200 ThICAY YUETHbIX €ANHWL, - OUH pa3 B 7 NET;

(hoHAb!l 6nbnmoTek oT 200 ThICAY 40 1 MUNNNOHA YYETHBIX eANHWL, - O4MH pa3 B 10 NeT;

(hoHAbl 61MbNMoTeK 0T 140 10 MUNNIMOHOB YYETHbIX EANHNL, - OAMH pa3 B 15 neT;

(hoHAb! 6nbnmoTek ot 10 40 20 MUNNMOHOB YYETHbIX eAUHNL, - 0AWH pa3 B 20 feT;

(hoHAbI 61BAMOTEK CBbILe 20 MUIIMOHOB YHETHbIX eAUHNUL, - 1 MUIMOH 3K3eMMNSAPOB B oA,
MnaHoBas npoBepka (oHAa OWMONMOTEKM MOXET OCYLLECTBAATLCA MO3TAnNHO B COOTBETCTBUU C
rpamkom npoBefeHns NPOBEPKM BCEro (hOHAa WX ero YacTu (B TOM YKC/e PefKUX U LEHHbIX KHUT) C
onpeseneHemM CPOKOB M KONMYeCTBa MnaHnpyeMoro o6bema paboTbl.

7.3. TlpoBepKa 3/1eKTPOHHBIX CETEBbLIX /IOKa/IbHbIX JOKYMEHTOB OCYLLIECTB/AETCA MO KOMMUYECTBEHHbIM
noKasaTtenaM, a TaKkXXe Mo KOHTPO/IbHbIM CyMMaM, MO3BONAIOLLMM BbISBUTL U3MEHEHWNSA B JOKYMEHTE.
MpoBepKa LOCTYMHOCTU 3MEKTPOHHbIX CETEBbIX YAaIEHHbIX JOKYMEHTOB OCYLLECTBNAETCA C afpecoB
BX0/a, YKa3aHHbIX B perucTpe NHAMBUAyanbHOro yyera.

7.4. TlpoBepka BCero (oHAa WAM ero 4acTu 3aBepLUaeTcss COCTaB/IEHMEM aKTa O pesy/fbTarax
NPOBeSEeHNA NPOBEPKM HAIMUNA JOKYMEHTOB 61MB/IMOTEYHOro (hOHAA U MPUMIOXKEHNEM K HEMY CMMCKa
[OKYMEHTOB, OTCYTCTBYHOLMX MO HEYCTaHOB/IEHHOM MPUYMHE.

B akTe (rKCUpyoTCA CBEAEHUA O KONMYECTBE JOKYMEHTOB BMONMOTEYHOrO (hOHAA MO AaHHbIM YYeTa;
[NOKYMEHTOB, VMIMEIOLWMUXCA B Ha/IMYMK; [OKYMEHTOB, OTCYTCTBYHOLMX B OMOGNMOTEYHOM (POHAE MO
HeyCTaHOB/IEHHON npuunHe. B akTe Takke YyKasblBAlOTCA HOMep W fata akta O NpoBeAeHUn
npeablayLleid npoBepKn. AKT € MPUIOXKEHWEM CMUCKA [OKYMEHTOB, OTCYTCTBYHOLMX ' MO
HeyCTaHOB/IEHHON MpuYKnHe, NOAMUCLIBAETCA NpeAcefaTeseM U YfieHaMyM KOMUCCUM U YTBepXaeTca
PYKOBOANTENEM YUPEXAEHUS.

7.5. Mpu BbISBNEHMN B MpoLecce MpoBepKy (POHAA OTCYTCTBYHOLMX AOKYMEHTOB Y HEBO3MOXHOCTU
YCTAaHOBMIEHWUSS BWHOBHbLIX /ML, YObITKM MO HeAocTayam  CMUCLIBAKOTCA B COOTBETCTBUM C
[e/CTBYIOLLMM 3aKOHOAATE/TbCTBOM.

VIII. Oenonpon3BoACTBO B opraHu3aumm yyeta 6MbnmnoTeqHoro goHga

8.1. OpraHu3aums paboTbl C AOKYMEHTamMW MO Y4yeTy 6MOAMOTEYHOro hoHAa OCYLLECTBASETCA MO
npasuiam BefeHUs AeN0onpov3BOACTBa.

8.2. CpoKM XpaHeHVs [OKYMEHTOB YCTaHaB/IMBalOTCA B COOTBETCTBUM C [Npukazom MuHMUCTEpCTBa
KynbTypbl Poccuiickorr ®efepaummn ot 25.08.2010 N 558 O6 yTBepxaeHMM "lepeyHsi TUMOBbLIX
YMpaB/ieHYeCKNX  apXMBHbIX  [AOKYMEHTOB,  ObOpasylowmxcs B Mpouecce  [AeATeNbHOCTU
rocyAapCTBeHHbIX OPraHoB, OPraHOB MECTHOI0 CaMOyNpPaBIeHUs 1 OpraHu3auniA, C yKasaHem CpoKOoB
XpaHeHus", 3aperncTpupoBaHHbiM MuHocTom Poccuiickoi degepaummn 08.09.2010 N18380.

8.2.1. TIOCTOAHHO, [0 /MKBMAAUMM OUOMMOTEKM, XPaHATCA PerucTpbl  MHAMBUAYaNbHOMO WU
CYMMapHOro y4yeta JOKyMeHTOB O16/IMOTEYHOro ooHaa.

8.2.2. B TeyeHne pecATU NIET XpaHATCA AKTbl O CNUCAHUN UCKIHOYEHHBIX 0ObEKTOB BUBIMOTEUHOTO
(hoHZa M aKTbl 0 NpuemMe-repesade CnncaHHbIX 06bEKTOB 6UBIMOTEYHOrO (hOHAA.

8.23. B TeyeHve nATU JfIeT XPaHATCA MePBUYHbIE YYeTHble [OKYMEHTbI, MOATBepXaatoLime
NOCTynsieHne AOKYMEHTOB B OMOAMOTEYHbIA (hOHA (HaknadHble, akTbl O MNpUeMe, akTbl CAavun-
NpPUeMKM).

8.2.4. [0 OKOHYaHWA O4epefHOM MPOBEPKM (POHAA XPaHATCA aKTbl O pe3ynbTaTax MpoBeaeHUs
MPOBEPKN HANIMYMA JOKYMEHTOB 616/IMOTEUHOr0 (hoHAA.
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YTBEPXOAHO
AOunpektop NBYK «OOYHB
M. H.K. Kpynckoii»

C.C. Msu4nHa
2020 r.

PeecTp CyMMapHOro y4yeTa 3/1eKTPOHHbIX CeTEBbIX YAa/leHHbIX PeCYPCOB (/INLLEH3NOHHbIX)

Yactb 1. NMoctynneHue (ohopmeHO B 4OCTYM)

HasBaHue yupexgaeHusa: FTBYK «OOYHB nm. H.K. Kpynckoin»

Ha3BaHue nopgpasgeneHums

Ne [aTta Howmep, gata WcnonHuTtenb JaTta CToMMOCTb, pyo. [NMpnmeyaHusa
3anucn  3anucu forosopa OTKPbITUA
focrtyna

1 2 3 4 5 6 7



PeecTp CyMMapHOro y4yeTa 3/1eKTPOHHbIX CETEBbIX YAaNleHHbIX PecypcoB (NNLEH3NOHHbIX)
YacTb 2. BbiObITHe (NpekpalyeH AocTyn)

HasBaHue yupexpaeHusa: FBYK «OOYHB mnm. H.K. Kpyrnckon»

Ha3BaHue noapasaeneHus

Ne JaTta Howmep, pata VcnonHuTtenb Cpok [NMpnmeyaHus
3anucu 3anucu Aorosopa OKOHYaHu4
poctyna

1 2 3 4 5 6



PeecTp cymMapHOro y4yeta 3/1IeKTPOHHbIX CeTEBbIX YAa/IEHHbIX PECYPCcoB (/INLUEH3NOHHBIX)
YacTb 3. IToru asmxeHua oHaa

HasBaHue yupexgeHusi: FBYK «OOYHB um. H.K. Kpyrnckoin»

Ha3BaHue nogpasgeneHnsa

Cpoknu CocT04/10 Ha Havano OdopmneHo B Joctyn CoCTOMT Ha KOoHel,
OTYETHOro OTYETHOrO0 nepuoja focTyn npekpaLleH OTYETHOro
nepuoga nepunopa

1 2 3 4 )



