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MOPSIA0OK
y4eTa JIOKYMEHTOB, BXOAsIHuX B cocTaB oudanoreunoro ¢ponga MBOY COI c.fAvane:

I. O6mue no/1okenus

1.1. Yuer gokymenToB OMbauoTedHoro Gpoxaa sBaseTcss OCHOBOH OTYETHOCTH U NJIaHHPOBAHUSA
AeSITEIbHOCTH OUOIHOTEKH. CTIOCOOCTBYET 00ECEUeHHUIO €ro COXPaHHOCTH,

1.2, Y4eT BKJIIOYAET PErucTpalyio NOCTYMUICHUS JOKYMEeHTOB B Oubimoreunblt (oHa. ux
BbIObITUSE U3 (OH/IE, UTOTOBBIE JlaHHbIE 0 BeauuuHe (oObeme) Bcero OubauoTeynoro Gouna u ero
H0JIpa3JlesIoB, CTOMMOCTh (HOHIA.

1.3. OcnoBHbIe TpeGOBaHUs, NPEAbABIsLCMbIE K yueTy OuOIHoTeuHoro GoHa:

HOJIHOTA U JIOCTOBEPHOCTH YYETHOU MH(OpMaIny;

OIEPATHBHOCTS;

TOKYMCHTHPOBaHHOE O(OpMIeHHE Ka)I0ro MOCTyMIeHUs B (POHJA M KaxkJIOr0 BBIOBITUS W3
bouna;

COBMECTUMOCTH IIpUeMOB 1 GOpM yuera, UX HAJAEKHOCTh NPU NapajsienbHOM UCIIONb30BAHNH
TPajUIIMOHHON M aBTOMAaTU3UPOBAHHON TEXHOJIOTHH ydera;

COOTBETCTBHE HOMEHKJATypbl IOKa3aTenc yuera (OHAA aHAJOTWYHBLIM I110KAa3aTEIAM
rocyAapCTBEHHON OMOIMOTCHHON CTATHCTHKH,

1.4. Yaery nojnexar Bce AOKYMEHTHI (ITOCTOSIHHOTO, JUIMTENBHOIO, BPEMEHHOIO XpaHeHHs ),
nocrynatomue B Ghoua 6ubinorekn v BuiObIBarolMe U3 GoHaa OUOIMOTEKN, HE3aBUCUMO OT BUJA
HOCHTEJ.

1.5. Yder HOKYMEHTOB BEJICTCS B pPEIrHCTPax MHIAMBHAYAIbHOTO M CYMMapHOro y4era B
TPaJMLIMOHHOM M (MJIN) DJIEKTPOHHOM BHJE.

1.5.1. Perucrpamu MHIMBUAYAILHOrO y4eTa JIOKYMEHTOB SIBISIOTCS: PErHCTPALlMOHHAS KHUI'A,
KapTouka perucTpallid Ha OnpeJiejieHHBbIH BHJ JAOKYMEHTa [l raseTr, KypHaloB, APYI'MX BHI0B
JokymenTos.  Jlonmyckaeres — TakiKe — pEerMcTpaMM  MHAMBHAYaJILHOrO  yueTa  CUYMTaTh
Tonorpadguueckyio onuch (Karaaor), y4eTHBIH Karajaor, yuyeTHbIH ¢alll ¢ BEIXOAHBIMH (hopmamu.
(GopMupyeMBIMH B MOPSAKE HHBEHTAPHBIX WM HHBIX UICHTH(QUKALHOHHBIX HOMEPOB JIOKYMEHTOB.

PerucTpel MHMBHIYANBHOTO yyeTa JOKyMeHToOB Oubanoreunoro Ghouga cojepiKar peKBU3UTEHI,
UACHTUQUIHUPYIOLIHE KaX/Ibli JOKYMEHT C yKa3aHUEM CBEAEHHH O TMOCTYIJICHHH JOKYMEHTa U O
ero BbiObITAN U3 OubAMOTEYHOTO hoHIA.

1.5.2. PermcrpamMs CyMMapHOro yuera JOKYMEHTOB SBJISIOTCS: KHWIa CYMMAapHOro yuera
Oubanoreunoro (poHzga, TMCTH CyMMapHOro ydera GubauoreuHoro ¢omnaa, xypHai. Jlonyckaiores
pasziiMuHble MOAM(DHUKAIIMKA KHUTH CYMMapHOro yuera. HesaBucuMo OT BHIA YYE€THOIO JOKYMEHTa
PEruCTPDbl CYMMAPHOI0 y4eTa COICP/KaT TPH B3IAUMOCBSI3aHHbIE HYaCTH:

"TTocTynnenue nokymeHToB B Gubiamoreunsiid hona”,

"BpiObITHE NOKYMEHTOB W3 OuGAMOTEYHOTrO (hoHaa",

"Wroru npwxenus 6ubnuoteunoro GoHjia: MTOrOBbIE JaHHbie Ha KOHEIL OTYETHOro mepuoja’,

OGoOmennple NaHHble OTPAXKAIOTCS B KaX/J0M YacTd perucrTpa CyMMmapHoro yd4era. B
BJICKTPOHHOM CUCTEME y4eTa dTH 4YacTH HHTErPUPYIOTCS B €IMHbIH yueTHbIH (aii.
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2.1. Beanuuna (odbem) M jiBMKeHHE (OHAA M3MEPAIOTCA B YHH(HUHWPOBAHHBIX €IMHHULAX
yueTa.

OCHOBHBIMM €IMHHIIAMH Y4eTa JOKYMEHTOB OubOauoTeuHoro QGoHaa SBASIOTCS IK3EMIUISD H
Ha3BaHWe, JUlsl ra3eT - FOI0BOM KOMIUIEKT U Ha3BaHME.

JlonoNHUTEIbHBIMU  ¢AMHUIIAMM yueTa (GOHIA SIBISIOTCS TI'0/I0BOM KOMILIEKT, METPOMOIKa.
NoJMBKa (nepensernas eJMHIuNa); 1Js 31eKTPOHHBIX TOKYMEHTOB - CIMHHLA NaMATH JaHHbIX.

2.2. O6mas BenuumHa OubGnmoreuHoro GoHga B LEJIOM M €ro INoApasiesioB, B TOM 4YHCIE
CeTEeBBIX JIOKQIbHBIX JIOKYMEHTOB M CETEBbIX YJIAJICHHBIX JOKYMEHTOB, Y4YMTLIBAETCS B
3K3eMILIApax, HOBBIE IOCTYIUICHUS - B DK3eMILIApax M Ha3BaHUAX. UMCIIO IOJIOBBIX KOMILIEKTOB
raseT NpUPaBHUBAETCS K YMCIY 3K3EMILISPOB.

I11. Yuer 10KYMeEHTOB 110 BH/IaM H KATETOPHAM

3.1. IleyaTHble U3AaHUA U HEONYOJIUKOBAHHBIC JOKYMEHTHI.

K meuaTHBIM M3ZaHUAM OTHOCATCS THPAKMPOBAHHBIE M3/1aHUS, IIOJYUYEHHBIC [1eYaTaHUueM WU
THCHEHHMEM, MOIUrpadUUecKy CaMOCTOATEIbHO O(OpPMIICHHbIE: KHHUI'M, OpOLIIOpBI, KYpHAbl,
NPOJAOJIKAIOMIMECS. W3/laHWs, JIMCTOBbIE W3JAHMUS, Ta3eThl, M30M3/1aHUSA, HOTHBIE H3/aHUs,
kaprorpaMueckue  M3JaHHs,  HOPMATHBHO-TEXHHYECKME M TEXHHYECKHE  JOKYMEHTBI,
aBTopedeparsl quccepraliunii,

K HeonyOIuMKOBaHHBLIM AOKYMEHTAM OTHOCSTCS PYKOMHCHBIC JOKYMEHTBI (PYKOIMCHbLIE KHUIH
¥ apXMBHBIE JOKYMEHTBI), @ TaK)KE JIOKYMEHTbl, H3rOTOBJCHHBIE B EJMHUYHBLIX OJK3eMILIApax.,
SBISIOIMECS 00BEKTAaMH MHTEIUIEKTYalbHOW COOCTBEHHOCTH (eIIOHUPOBAHHBIE Hay4YHbIe paboThl.
JIUCCEPTAI[MK, MPENPUHTEl, OTYETHl 0 HAYYHO-KCCIE0BaTeIbCcKUX paboTax, MepeBOAbl, OMUCAHNS
anroputT™MoB M mporpamm OBM, NpoOeKTHO-KOHCTPYKTOpCKas JIOKyMEHTalus), TaKTHIIbHbIE
PYKOJENbHBIE M3JaHus i clenbiX U chaboBuasimmx. Pykomucnble JOKYMEHTBI, BXOJSIIHME B
Oubnauoteunsie GOHABI, ABIAIOTCS COCTaBHOM uyacTbio ApxuBHoro ¢onja Poccuiickoit @enepanun
¥ YUUTBHIBAIOTCS B COOTBETCTBMM C HOPMATHBHBIMH W TIPABOBBIMH aKTaMH MO YYETY apXHBHbIX
JIOKYMEHTOB M HacTosiuium [lopsiakom.

3.1.1. Kuuru u Gpointophl yIUTHIBAIOTCS B 3K3EMILIAPAX U HA3BAHUSX.

Kak oTenbHbli 9K3eMIISAP U KaK OT/EIbHOE HA3BAHUE YUHTHIBAIOTCS:

KaJ10€ OTAENbHOE U3/1aHue (KHura, Oporiutopa):

Kax/10€ BXOJs1Iee B KOHBOIIOT U3/1aHHUE;

KaXIbl  OTAeAbHBIM  TOM  (BLINYCK, 4acTh) MHOTOTOMHOIO  M3JaHHs, UMEIOIIUH
WHIAMBHUAYAJIbHOE 3alllaBue;

Kaxaas W3 OpoIIOp. BBINYUICHHBIX B OOBLEMHAIONCH MX H3JlaTel]bekoi manke, 006/103KKe,
MaHKETKe;

Kaxlas KHura wiad  Opouropa, BXOASLlas B KHHKHYK Cepuio  (HYMEPOBAHHYK WM
HEHYMEpPOBaHHYIO);

OTHEIBHO M3JaHHBIE NPHJIOKEHHMs K KHHram u OpolopaM, HMEIOIIHE HHIAMBHyallbHOE
3arjaBue U CaMOCTOSITENIbHOE 3HAYCHHE.

3.1.2. JloKkyMeHTHI, BBINOJIHEHHbIE peibedHO-ToueuHbM wwpudTOoM (wpudrom Bpaits).
VYUTBIBAIOTCA B AK3EMIIISIPAX ¥ HA3BaHUSIX.

ODK3EMIUISIPOM U1t JJaHHOIO BUJA W3JaHUil SABISETCS KaXjas W3 KHUT KOMIIJIEKTA.
00beIMHEHHBIX O0IMM Ha3BaHHEM.

Kax 0/1H0 Ha3BaHUE YUYHMTHIBACTCS KOMIJICKT M3/1aHUS HE3aBHCHMO OT YHCIA BXOJAIINX B HErO
KHHUT.

3.1.3. )KypHauibl ¥ POJOIKAIOMIUECS W3/JaHUS YUUTBIBAIOTCS B 3K3eMIIsIpax U Ha3BaHHUsX.

DK3EMIUIIPOM CUMTACTCSI HOMEP, TOM, BBIMYCK, H3JaHHBIE 110 OTAEILHOCTH, a TAK)Ke KOMILICKT
HOMECPOB, TOMOB. BbIITYCKOB, HEPEIJICTCHHBIX B OJIHH 010K H31aTe/IbCTBOM,

Kak o01H0 Ha3BaHue yuMTLIBACTCS KOMILIEKT HOMEPOB, TOMOB, BBIMYCKOB, 00pa3zyrouimx
OTACJAbHYIO €/IMHMILY C OTJMYMTENbHbIM 3arjasuem. [Ipu M3MeHeHMH 3arjiaBus HOBOM yueTHOM
€/IMHHIIEH CUMTACTCS U3/laHue, eClid U3MEHEHHE BHECCHO B MEPBBIC MATH CJIOB 3arlaBus.

[lepuosuyeckne MNPHIOKEHHUS K IKypHalZaM, BBIXOJASIIME CAMOCTOSATENILHO, HMEIOIIUE
VH/IMBHJYAIbHOE 3ariaBue€ W COOCTBEHHYIO HYMEpPAUMIO, YYUTBIBAIOTCS KakK OTJAEJIbHbIE
SK3EMIUIAPLI M OT/Ie/IbHbIC HA3BaHUS.
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Kaxnas cepusi NpoaoipKalolerocs W3JaHus, HUMEIomas HWHIMBUYaTbHOE 3arjaBue u
COOCTBEHHYIO HYMEPALIMIO BBIITYCKOB, YUYHTHIBACTCA KaK OT/IEIbHOE Ha3BaHHUE.

Kaxip1ii  caMOoCTOSITENbHBIH TOM (BBIMTYCK) MPOJOIKAIOMErocs HW3/1aHus YUHTBIBACTCS Kak
OTIe]LHOE Ha3BaHME.

3.1.4. 'azeTsl yUUTHIBAIOTCS B I'0/I0BBLIX KOMIUICKTAX ¥ HA3BAHUSIX.

Kak 0jiHO Ha3zBaHue YUMTBLIBAETCH KOMIUICKT raser, o0pasylomMX OTACNBHYIO CIUHHUILY C
OT/IMYMTENbHBIM 3arjiaBueM. IIpu M3MeHCHHMM 3arjlaBUs HOBOM YYCTHOW CIMHUICH CUHTACTCSH
W3/1aHKe, eC/IM M3MEHEHUE BHECCHO B NEepBLIe MATh CJIOB 3arjiaBusl.

OnHoaHEBHBIC (PAa30BbIC) Ia3eThl YUUTHIBAIOTCS B 3K3EMILIAPaxX (HOMED, BBINYCK) U HA3BAHHUSX.

OTmenbHO HW3JaHHBIC IEPUONMUYECKUE NPHIOKCHHS K raseraMm, HUMEIOIIWE WHIAWBH)IyallbHOC
3arjaBue U COOCTBEHHYIO HyMepalluio, y4UThIBAIOTCA CaMOCTOATCIILHO.

3.1.5. Usomsnauus (anb0OMBbI, KOMIUIEKTBI, OT/AEJbHBIC JHCTOBBIC H3JaHWS) H peibedHo-
rpaduyecKue mocoOus I CIenbIX U cJa0oBHAALIMX YUUTHIBAIOTCS B DK3EMIUISIPAX U Ha3BaHHUSX,

Kax OT/e/bHEIN JK3EMIUIAP M OTAENIbHOEC Ha3BaHME YYMTLIBAGTCS KAXIBIH IUCT (BBILYCK)
Cepuy M30U3JAHNM, He 00beIMHEHHBIE W3/1aTeNIbeKOM mankoi (0010KKOH, MaHKETKOMN).

JlucToBble M3Manusl, 00BEINHCHHBIE U3IAaTEILCKON nankoh (06/10KKOM, MAHKETKOM, 00epTKO#H)
YUHUTBIBAIOTCS KaK OJMH IK3EMIUIAP U 0JIHO Ha3BaHue.

3.1.6. HoTHbIe U31anust YYUTHIBAIOTCSA B 9K3EMIUIAPAX W HA3BAHHAX.

Kak oTaenbHbie 2K3eMIUISIPBl U OT/AC/ILHBIE Ha3BalUs YUUTHIBAIOTCS:

CaMOCTOATEILHBIE HOTHBIE W3/1aHus, 00bC/IMHEHHBIC B OJIHOM IIeperuieTe (KOHBOMIOTE):

oTAebHbIC TapTUM (rojioca) ¥ napTuTypa (KjiaBup), M31aHHbIE Pa3IC/IbHO.

Kak ouH 2K3eMILISp M 0/1HO Ha3BaHUE YUUThIBAKOTCH:

OTAENbHBIE NApTHH (rojoca). 0ObeAMHCHHBIE ¢ MAPTUTYPOI (KIABUPOM) B OJIHOM M3J1aHMU, a
TaKKe NMapTHH, OOBCAMHECHHBIC U3/1aTEIbCKON Nankoi (0010KKOMH).

3.1.7. Kaprorpaduyeckue u3/ianus yUUTHIBAIOTCS B 9K3CMILISIpax U Ha3BaHUSX.

Kaxk oTzenpHbIN 3K3EMILISP M OT/IC/IbHOE HA3BAHUE YYHTHIBAIOTCS:

aTJIackl, COCTOSIIUE U3 OTAENBHLIX HYMEPOBaHHBIX UIH JaTUPOBAHHEIX BHIITYCKOB;

Kax/IbIi BBINYCK CEPUHHOrO U3/1aHUs KapThl UK atjaca.

Kax onus sKk3eMIuIsp ¥ 0JlHO Ha3BaHME YUMTHLIBACTCS KapTa, U3/laHHasg Ha HCCKOJIBKUX JIMCTax
(momsiexaiux ckiekke), 00beIMHEeHHBIX O0IIMM 3ar1aBHEM.

MHororoMHbIe (MHOIOJIMCTOBBIE) KapTorpadgudeckue wu3laHus, 00be/juHeHHbIE 0OLIMM
3arJaBHCM, YUHTBIBAIOTCS 1O KOJIMYECTBY TOMOB M OJIHOMY HA3BaHHUIO.

OTenbHO M3JIaHHbIe, HO HE HMMCIOIIHE CaMOCTOSTE/IBLHOrO 3HAueHMs, Kaprorpaduueckue
NPHJIOKEHNS] K Pa3IMYHbLIM M3/IaHHsIM (KHUram. OpolIopaM, )KypHajaM) YUHTBIBAIOTCH €/IHHBIM
KOMIIJIEKTOM C OCHOBHBIM H3/IaHHEM. a

3.1.8. HopMaTUBHO-TEXHMYCCKHE W TEXHHYCCKHE JIOKYMEHTHI (MATCHTHBIC JAOKYMEHTRI,
TUIIOBBIE IIPOEKThI ¥  HEPTEHKHM, KaTajlor¥ [POMBILUIEHHOTO 000pYAOBaHUS M M3JEIUM,
HOPMATHBHbIE JOKYMEHTBI 10 CTaHJIapTH3allii, TEXHUYCCKUE YCIIOBHS, PYKOBOJSIIME TOKYMEHTDI
U MpaBuia) YUUTLIBAIOTCS B DK3EMILIAPAX U HA3BAHUSIX.

Kak oMn 5K3eMIsip 1 0JIHO HAa3BaHUE YYUTHIBAIOTCS CTAHIAPTBL U KATaJ0rH MPOMBILIJICHHOTO
000pyNOBAHHS U U3JIC/INH, BRINYIICHHDBIC B 00be IMHAIONICH WX U3aTeNbeKol manke (0610%kKKe) npu
HaJTHMYWYU Ha nanke obmiei 1eHbl, coAepXKanus BCero U3AaHus, eIMHbIX BLIXOAHBIX JaHHbIX.

Kax OTHeNbHBIA 3K3eMIUIAP W OTACNBLHOE Ha3BaHME YYMTHIBAIOTCS CTAHIAPTBI U KaTaJlOTH
IPOMBIIIUIEHHOr0 000OpYJ0BaHHS M H3JCNMH, Jpyrde CHenHalIbHbIE BHAbl JIOKYMEHTOB,
BBIITYLIEHHBIE B BUJE OTAENBHBIX JINCTOB, €CJIM KaMblil U3 HUX UMEET CBOM BBIXOJIHBIC JlaHHBIE,
IIeHY. THpaX, JaiKe eclid OHM 00beIMHEHB! OJIHON U31aTeNbeKOo# nankoi (0610%KKoif).

3.1.9. HeonyOnukoBaHHbIE JTOKYMEHTEI YUHTLIBAIOTCS B OK3EMIUIApaxX ¥ Ha3BaHHUIX.

Kak oaus 9K3eMnasp ¥ 0HO Ha3BaHHE YUHTHIBAIOTCS:

NCTNIOHUPOBAaHHAs Hay4yHas pabdora (KOMIUIEKT. COCTOSIIMN M3 ABYX JK3eMIUISPOB paboTbi) M
CONPOBONUTEIbHBIE JOKYMEHTHI,

HEOMyOJIMKOBAHHbIE JOKYMEHTBI, COPOLIIOPOBAHHBIC WM COACPIKAIIMECS B OTACIBHOMN Manke,

JIng KOHCTPYKTOPCKOM JIOKYMCHTAIlMH €/MHHUICH ydera sB/SETCS 4YepPTek WM [ONHBIH
KOMIUICKT KOHCTPYKTOPCKUX /IOKYMEHTOB, OTHOCSIIIUXCS K OAHOMY W31enuio (00beKTY).
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3.1.10. OGHOBIIsIEMOE TTEYATHOE W3AaHHE YYUTHIBACTCA KaK OTACIbHOE HA3BaHWUE M OTICIbHBIN
IK3EMIUISIP TTPH NEPBUYHOM NOCTYIIeHHH B Oubimmotexy. llocneayromue nocTynjaeHus BKIAAHbIX
JINCTOB, NPEJIHA3HAYCHHBIX IS JIOTIOMHEHHUS MW 3aMEHbl COOTBETCTBYIOIIMX JUCTOB B W3JIaHUU.
OT/IC/ILHOMY YYeTy He I10/JIe)KarT.

3.1.11. GakcuMHUIbHOE M3/IaHHE YYUTHIBAETCS KaK OpUTHHAIL.

3.2. AyanMOBH3YaNbHBIC JOKYMEHTBL.

K ayaMoBusyanbHbIM  JOKYMEHTaM  OTHOCATCS  (DOHOJOKYMEHTHI,  BH/ICOJIOKYMEHTBI.
(OTOIOKYMEHTBI, KHHOJLOKYMEHTHI,

3.2.1. Eaunnnamu yuera (onja ay1MOBU3YalbHBIX AOKYMEHTOB SBISIOTCH IK3EMIUISP W
Ha3BaHMUE.

Kak oTe/1bHbIA 3K3EMILISAD YUUTHIBAIOTCH:

JIUCK - JUTS TPaMIJIaCTUHOK;

KaTyllka, kaccera uian 606uHa - Julss MarHUTHEIX (POHOTpaMM;

KacceTa - JUI BUACOJOKYMEHTOB;

Kajp - Ui GOTOMOKYMEHTOB (JIMaro3uTHBOB, CIIal/I0B);

6obuna - 1714 KHHO(HUIBMOB.

Kak 0/1HO Ha3BaHUE YUUTBIBAIOTCS:

OTAEILHO BBINYIIEHHAS IPaMIUTacTUHKa, KacceTa AM00 KOMILIEKT (aibboM) rpamM-miacTUHOK,
Kaccer, 00beIuHeHHBIX 00IIUM Ha3BaHUEeM;

MaruutHas QoHorpaMmMa Ha OJHOH Karymke (kaccere), MarHutHas QoHorpamMma Ha
HECKOJbKUX KaTylKax (Kaccerax), 00beANHECHHBIX O0LIUM Ha3BaHHEM;

OTJCNBHO U3AaHHbIH (OHOIOKYMEHT WIIM KOMIUIEKT (POHOILOKYMEHTOB, 00BEAMHEHHBIX 00IINUM
3ar1aBUEM; '

KUHOQWIBM, auaduiIbM HE3aBUCUMO OT YHMCIA COCTaBAAIONIMX YacTCH WM KaapoB (s
KOMILJIEKTa IMano3uTHBOB).

3.2.2. AyauOBHM3yaJlbHbIE JOKYMEHTbI, SBJISIOIIMECS IPUIIOKEHUEM K Pa3nuYHbIM H3JaHUsAM H
BBLIMOJIHAIOUIME CaMOCTOATeNbHBIC (YHKUHM, a TakKe MCMoJb3yemble B paboTe OTAEIBHO OT
OCHOBHOIO M3/1aHUsl, MOT'YT YHYUTBIBATBCSA KAK OT/IENbHbBIC IK3EMILISPBL.

3.3. JlokymMeHTHl Ha MUKpOdopMax.

K noxymenram Ha MUKpodOpMax OTHOCATCS MUKPOGDUILEMBI U MUKpOdUILIH,

3.3.1. ExuaniaMu yyeTa JOKYMEHTOB Ha MHKpogopMax ABISIOTCA DK3EMIUIAP U Ha3BaHUE,

DK3eMIUISIPOM JUISl JOKYMEHTOB Ha MUKpO(opMax sBISIOTCS: PYJIOH - JUIst MHUKPO(QHUILMOB;
(duma - 11 MEKpodHIIL. '

Kax 0/1H0 Ha3BaHWe Y4YHTHIBACTCS KOMIUIEKT MUKPOQUIBMOB UM MUKpodui, 00BEAMHEHHBIX
o0IUM 3arnaBueM, HE3aBHCHMO OT YKCJla COCTABIISIIOIIMX YacTeH.

3.3.2. Obuwmit odveM ¢oHAa NOKYMEHTOB Ha MHKpodOpMax YUHTBLIBACTCA MO KOJIHYECTBY
PYJIOHOB M (QUIL, BKAIOYAsS KOMHH PA3HbIX MOKOJAEHHUH (apXUBHBIC/PE3EPBHBIE U T0JIb30BATCILCKHIE).

3.4. DIEKTPOHHBIC TOKYMCHTHI.

K 2J1eKTPOHHEBIM JIOKYMEHTAM OTHOCATCS JIOKYMEHTHI Ha ChEMHBIX HOCUTESAX (KOMIAaKT-1HCKH.
(brem-kapTel); JOKYMEHTBI, pazMellaeMble Ha HKECTKOM JIMCKE KoMIbloTepa (cepsepe) 6ubinorexu
M JI0CTYIIHBIE [10JIL30BATENAM uepe3 WH(POPMAIlMOHHO-TEJICKOMMYHHMKAIMOHHBIC ceTH (manee -
CETEeBBIC  JIOKaJbHBIC  JIOKYMEHTBI);  JOKYMEHTBHI,  pa3MelaeMble  Ha  aBTOHOMHBIX
aBTOMATU3MPOBAHHBIX paboumx cTaHuugx OMOIMOTEKM (nanee - UHCTAUTMPOBAHHBIE JOKYMEHThI):
JOKYMEHTBI, pasMeUIeHHbIE HA BHEUIHMX TEXHMUYCCKMX CpE/ACTBAX, moaydaeMble OMOIMOTEKOH BO
BPEMECHHOE TOJIb30BaHHE 4Yepe3 HHPOPMAIMOHHO-TEIEKOMMYHHUKAIMOHHLIC CETH Ha VCIOBHAX
710roBOpa, KOHTPAKTa, JIMIIEH3MOHHOIO COIJIalleHHs ¢ MPOM3BOAMTENSIMH HHpOpManuu (aajiee -
CETEBBIC Y/IAJICHHBIC IOKYMEHTBI).

34.1. EnuaunamMu ydera SJEKTPOHHBIX JOKYMEHTOB HA CHEMHBIX HOCHTENSX SBISIOTCS
IK3EMILIAP M Ha3BaHHUE.

3.4.1.1. Kak oTaenbHBIH 9K3EMIUIAP YYHTHIBACTCS KaK/bli ABTOHOMHBIM OOBEKT (KOMMAKT-
JTHCK).

Kak oTae/ibHble 9K3EMILISAPLI MOTYT YUYMTBIBATBCS NPUJIOKEHUS K Pa3sIUuUHBIM H3IaHUSM.

BBIMOJHAKIIHE CaMOCTOSTe/ILHEIC beHKlI,I/IH_._ a TaKike HCHOJIL3YEMLIE B paﬁo’re OTIHC]IBLHO OT
OCHOBHOI'O H31aHH4.



Kak oT/ie/ibHBIe K3eMIIJIApbl HE YUHTLIBAIOTCS KOMIIAKT-AHCKH, €CJIM OHHU MPEACTABIAIOT CO00H
BKJIQJIKY (BIOXKEHUWE) B W3/IlaHHC WK €ro HEOTHEMICMOE PUJIOIKEHHE.

3.4.1.2. Kak 0/1HO Ha3BaHHE YUUTLIBAIOTCH:

OTJEJIBHO BEINYIICHHBIH KOMIIAKT-IHCK,

KaXAbIH KOMIAKT-JIMCK, BXOJALIMH B HYMCPOBAHHYIO MM HEHYMEPOBAHHYIO CEpHIO
Y1IEKTPOHHBIX U3AaHUH;

KOMITIEKT KOMMaKT-AUCKOB, 00BEAMHEHHBIX 0DLIMM Ha3BAHUEM;

U3ZaHHbIE B KAUCCTBE CAMOCTOSATEILHBIX W3/aHHH IPUIIOKEHUS K M3JaHusM JII000ro JApyroro
BHJIa, MMEIOlHEe COOCTBEHHOE 3ariaBue W AONYCKAalolMe MX MCIoib3oBaHHe Oe3 oOpaineHus K
OCHOBHOMY H3/IaHUIO.

3.4.1.3. B noxymenrax Ha (iaeni-kaprax Kak OJMH DK3EMIUIAD M OJHO HA3BAHUE YUMTHIBACTCS
KaXk/10€ 1EJI0CTHOE MPOU3BE/ICHUE, HMEIOILEE CaMOCTOATE/IbHOE 3arjlaBue.

3.4.2. Equnuuamu yuera CeTeBbIX JIOKaIbHBIX M MHCTAUIMPOBAHHBLIX JIOKYMEHTOB SABISIOTCS
yK3eMILTp (YC0BHAs eavHmnlla yyeTa) U Ha3BaHUe,

Kak onHO HazBaHWe Y4UTHIBACTCS I[RIOCTHOC [POU3BEACHUE, HMEIOUIECE CAMOCTOATE/ILHOE
3arjaBue, BHE 3aBUCHMMOCTH OT ero npexacrasienuss. Kaxk ojHa eIMHUI@ y4HTLIBACTCH
HOMO0JIHsAEMBblH U OOHOBIIAEMBbIH 3/1IEKTPOHHbBINA JOKYMEHT.

DK3EMIUIIPOM SBJISCTCS AOKYMEHT B OnpeieicHHOM (opMmaTe XpaHeHus WM NpeAcTaBieHus.
@®opmarel 0HON U TOH K€ eAMHUIIBI KOHTCHTA YYUTHIBAIOTCH OT/EIBHO.

3.4.3. EnHAaMu ydeTa CEeTeBBIX Y/JAICHHBIX JIOKYMEHTOB SIBISIOTCS JK3EMILISAp (yCIOBHAs
¢/IMHUIA YUeTa) H Ha3BaHuUe.

Kak oauH 2K3eMIUISp B OJJHO HA3BAHUE YUYHUTLIBACTCHA KaXK/bIH NMOJHOTEKCTOBBLIA 3MEKTPOHHBIA
JIOKYMEHT, HMCIOIIHI caMOCTOsTEIbHOE 3arlaBie, BKIIOUCHHBIH B MaKeT, K KOTopoMy odopmiieno
npaBo jocryna y ero npoussoaurens. Kak ojHa eJuHMIIA YYHTHIBAETCS IIONOJNHSACMBIH H
OOHOBIISIEMBIH JJICKTPOHHBIH JTOKYMEHT.

IV. Yuer noctyiieHHs J0KYMeHTOB B OubaHoTednblil ony

JlokyMeHTBI mocTynaoT B OMbinoTeKky M BK/IoYaloTes B OMOAMOTeuHbIH (OHI B pe3yibrare
MOCTaBKK 00S3aTEILHONO HK3EMIUISIPA, MOKYIKH (HOAIMCKH, 00OMEHa, JapeHus, MOKepTBOBAHMS,
KOMUPOBAHUS OPUIHHAIOB U3 (DoHLa OUOIHOTEKH).

4.1. JIokyMEHTbl NPUHUMAIOTCSH 110 NEPBUYHBIM YUYCTHBIM JIOKYMEHTaM (HakiajHas, aKT).
BKJIIOYAIOLIMM CIIMCOK MOCTYIIICHHH.

4.1.1. IlpueM AOKYMEHTOB, HOCTynawoumx B OubOnavoreky 03 NepBUYHBIX JOKYMEHTOB Ha
Ge3B03Me31HOM OcHOBe (00A3aTeNbHbIE YK3CMILISIPLI, ACHO3UTHBIE KIEMIUIIPbI MEXKIAyHAPOIHBIX
opranuzauui, 06e3BO3ME3/HbIC MOCTYMJICHHUS M3 HEHU3BECTHBIX M AHOHUMHBIX HCTOYHUKOB),
oopMIsSeTCs aKTOM O TPUEME JIOKYMEHTOB.

4.1.2. TlpueM JOKYMEHTOB, NOCTYyMNalolKMx B OMOIMOTEKY OT IOPHIMYECKOTO, (PUIUUECKOIO
JMIla B BHJAE Japa C YKa3aHMGM ero Ha3Ha4yCHus JUlsl TonoJjHeHus Oubinoreunoro (ouua.
oopmiseTcss AOrOBOPOM MOKEPTBOBAHUS B COOTBETCTBUH ¢ ['paxaanckuM xojaekcoM Poccuiickoi
Denepamun (ct. 574, 582)'.

4.1.3. Ilpuem NOKyMEHTOB OT yHTaTelIed B3aMEH YTEPSHHBIX M IPH3HAHHBIX PABHOLEHHBIMH
VIpayeHHbIM, OGQOpPMISETCS aKTOM O TpUeMe JIOKYMEHTOB B3aMeH YTepsaHHbIX. B axte
VKasplBaloTcs  (pamMuaMsd. HMHUANMATbl  YUTaTedsl, CBEAEHUA 00  yTEpSHHBIX  M3JaHUsX
(perucTpallMOHHBbIH HOMED. KpaTkoe Oudauorpaduueckoe onucaHue u3JaHus, 1EHA), CBEICHUS O
NPUHATHIX W3JlaHuaX (Kpatrkoe Oulimorpaduyeckoe onucanue W3lanus, Lena), noMIUCH YuTaTe!s
¥ IPHHUMAIONICH CTOPOHBI.

4.2. Ouenka CTOMMOCTH NCPUOJIMYECKUX M3/1aHUM, TOCTYNAIOUUX B OUGIHOTEKY HA BPEMEHHOE
XpaneHue, He NPOU3BOAUTCH.

4.3. JlokyMeHTbl, ocTynaiomue B 6U0InoTeKy, MoJyIeKaT CyMMapHoMy y4eTy.

4.3.1. Ceenenus o BkiovaeMblX B OuOinoTeunbiit GOHI T0OKyMeHTaX (HUKCUPYIOTCS B KHHUIE
CYMMapHOTro y4era 6ubanoreunoro GoH/1a UM B JIPYroM Buje perucrpa cormnacuo . 1.5.2.

PerucTpbl CcyMMapHOro y4era JIONKHBI HMMETh 3arojOBOYHbIC HaHHBIE: HAHMEHOBAHME
perucTpa, HaMMEHOBAaHME OpraHU3alMM, nojapasfelcHus. B perucTp BIMCHIBAIOTCS JaHHBIC O
NOCTYNHBIICH NApTHU JIOKYMEHTOB: naTa M TOPSAKOBBIH HOMEp 3anucu (HOPSAKOBBIA HOMeEp



3anucu exerofHo HaumHaercss ¢ N 1), HCTOYHMK IOCTYIJIEHWs, HOMEP M Jara IEPBHYHOrO
VHETHOTO JOKYMEHTa, KOJUYCCTBO MOCTYNHUBIIUX JOKYMEHTOB U CTOUMOCTD.

4.3.2. CymmapHbli yueT MOCTYMJICHUS YIEKTPOHHBIX CETEBBIX JOKAIbHbIX JOKYMEHTOB BEACTCS
B 2JICKTPOHHOM peecTpe B COOTBETCTBMM C mokazaresisiMu 11.5.3.1, ¢ yKa3aHMeM [aTel 3arpy3Kku
NOCTYIJICHUH B CHCTEMY.

4.3.3. Cymmapusblif yueT DOCTYIUICHUS 3EKTPOHHBIX CETEBBIX Y/IaI€HHBIX JIOKYMEHTOB BEICTCS
B 2JEKTPOHHOM peecTpe ¢ OTpPakCHHEM CIEIYIOUIMX lloKasarenaed: JaThl H MOPAAKOBOIO HOMEpa
3aMUCH, PEKBH3UTOB JIMIIEH3MOHHOTO JAOroBopa (Ha3BaHUs M HOMeEpa JIOKyMEHTa, CpoKa ero
1eHCTBHUS, CTOMMOCTH), KonuuecTBa 0a3 JaHHbIX (11aKETOB) M BKJIFOYEHHBIX B HUX HA3BaHUM.

[Ipy mojcyeTe cyMMapHOro KOJIMYECTBA Ha3BaHUM MCKIIIOUAIOTCs Jy0Iupyronuecs Ha3BaHus B
MaKkeTax Ha OJHOM 1u1aThopme.

4.4, JIOKYMEHTBI, NOJArOTOBJIEHHbIE K TIpueMy B Oubmmoreunsiii (ona, noaBeprawTCs
nepBHYHON 00paboTKe U MHAMBUYAIBHOMY YUYETY.

4.4.1. UnauBuyanbHbI y4YeT JIOKYMEHTOB OCYIUECTBIAETCS IMYTEM IPHCBOCHHUS KakKI0MY
IK3EMILIAPY AOKYMEHTa PEerHCTPallMOHHOrO HOMEpa, MHOI'0 3HAKa B KAYECTBE PErMCTPAlMOHHOIO
HOMepa (CHCTEMHOro HOMEpa KOMIIbIOTEPHOH TMpOrpaMMbl, IITPUX-KOJA MW JAPYIHX).
WHuBUAyadbHBIA HOMED 3aKpeluiseTcs 3a JOKYMEHTOM Ha BCE BpPEeMS €ro HaxokAeHus B (oHIe
GubnuoTeku. PeructpaunoHibie HoMepa HCKIIOYEHHBIX U3 (JOHMA JOKYMEHTOB HE IIPHCBAHBAIOTCH
BHOBB IIPUHATHIM JIOKYMEHTaM.

Perucrpanmonnbie HOMEpa POCTAB/IAIOTCS HEIOCPEACTREHHO Ha IOKYMEHTAX M OTpax)aioTcs B
PEruCTpe UHIMBHIYAILHOIO y4eTd JOKYMEHTOB, IPUHATOM B OubinoTexke.

Perucrpbl MHAMBUAYaIbHOI'O y4yeTa JIO0/IKHBI MMETh 3arojiOBOYHBLIE JaHHbIE: HAHMEHOBAHHUC
perucTpa, HaMMEHOBAaHHE OpraHHu3aluK, CTPYKTYPHOrO Iojpa3jeieHus. B peructp BnuchBaroTCs
JlaHHbIC O KaXXJOM JOKYMEHTE: JaTa 3allCH B PErucTpe, pPerucTpallHOHHBIH HOMEDP., Kparkoe
oubnuorpaduueckoe ONMcaHWE JOKYMEHTa (aBTOp, 3arjaBHe, TOM, 4acTb, BBINYCK, MECTO M IOl
u3/1auus), IleHa JOKYMEHTa, yKa3aHHas B COIPOBOIUTEIBHOM JOKYMEHTE.

442, VaamBuayadbHBIH ydyeT MEPHOAMYECKHX M3JAaHUN BeJETCS B PErMCTPALMOHHOMN
KapTOTEKe MepHOJIMYECKUX U3JaHUM, 11pe/IHa3HauYeHHON UId y4yeTa KaXJA0ro Ha3BaHus W KaxJ0ro
IK3eMIUISIpa, MJIM B aBTOMATU3UPOBaHHOH 0a3e JaHHBIX.

Jlinst mepuoaMvecKUX M3/1aHKil B Ka4€CTBE PErHCTPALHOHHBIX HOMEPOB MOIYT HCIOJIb30BaTHCH
T00ble WACHTH(DUKAIIMOHHBIE HOMEpPa: CHCTEMHBIH HOMEp B aBTOMATU3MPOBaHHOHM 0asze AaHHBIX,
PErHCTPALMOHHBIN (MOPSAKOBBIN) HOMEp 3allUCH B PETUCTPALIMOHHOM KapTOTEKeE.

4.4.3. UnauBuayanbHbli yHeT JAOKYMEHTOB, UMCIOIIMX B CBOEM O(MOPMICHHH IparoleHHbIC
MeTa/ibl M (WM) JAparolenible KaMHM M OTHECCHHbIX K KaTeropuu cei(oBOoro XpaHeHHs.
OCYUICCTBJIAETCS B CMIEHHANBHOM PETUCTPE, B KQTOPOM, KPOME TPAAULIMOHHBIX [IOKa3aTelIeH, 1aeTes
onucanue BHewHero oopmiaeHus Jokymenta, Kaxabiil 1MCT perucrpa ConpoBOXK/IaeTCs UTOIOBOM
3AMKUCHIO C yKA3aHUEM J1aThl ¢ COCTABICHHS M KOJIMYECTBA OIIUCAHUI Ha JIHCTE,

4.4.4. B peructpax MHIMBHIYAILHOIO y4yeTa B NMPUMEYAHMSIX YKa3blBAETCSl HAJIMYUE M BHUJ
NPHIIOKEHUST K OCHOBHOMY JOKYMEHTY, @ TakKe OCOOCHHOCTHM OJK3eMIUIIpa LEHHBIX U PEJIKHX
JIOKYMEHTOB (HanmpuMep, HalM4YHe YHUKAJIBHOIO [ieperuiera, MapruHaiui, jedexkros u 1.1m.). [lpu
HATHYUHK I1acropra JOKyMEHTa JlaeTcs OTChUIKA K HeMy. B npuMedanusx MOKET yKa3blBaThCs
IPUHAIUIEHHOCTD JOKYMEHTA K KaTErOpHH KHHUIKHbIX IaMATHHUKOB.

4.4.5. WVHauBUAyaJbHBIM  y4eT  OJCKTPOHHBIX  CETEBBIX  JIOKAJbHBIX  JIOKYMEHTOB
ocyliecTBasgercs IyTeM BBojga B 0a3y JaHHBIX MeTanHpOpMamuu O 3arpy3ke JIOKyMEHTa B
371EKTPOHHYIO OMOIMOTEKY C aBTOMATHUYECKUM IIPUCBOGHUEM HMIECHTHU(PUKAUMOHHOTO (CHCTEMHOTO)
HOMEpA KaX10MY JOKYMEHTY.

44,6, HMuauBuayaidbHBIH — y4eT  JJEKTPOHHBLIX  CETEBBIX  YJAQJCHHBIX  JIOKYMEHTOB
OCYUIICCTBIISETCS B 2JIEKTPOHHOM BHJIE NMYTeM perucrpaiidy 0a3 jlanHbIX (naketoB) 0e3 npucBoeHus
HM PErHCTPALIMOHHOI0 HOMEpa.

B peectp uHMBH/IyanbHOTO YYCTd CCTCBBIX Y/IAICHHBIX JIOKYMEHTOB BKJIIOUAOTCS OCHOBHBIC
XapakTepuCcTUKU 0Oasbl JIaHHLIX (naxkera): onucaHue Oa3bl JaHHBIX (Ha3BAHWE, TIPOU3BOJIMTEIb.
naaropma u (MiM) ajpec BX0ja), CPOK OKOHYAHMS IpaBa JOCTYIA, KOJMYECTBO HA3BaHMH,
BXOISILUX B 6a3zy JaHHBIX (11aKeT).



B koiMuecTBO Ha3BaHWi BKIIOYaeTcs oblnee KOMUYECTBO MOMHOTEKCTOBBIX AOKYMEHTOB (KHHUT,
KYPHAJIOB, Ta3eT, NaTEeHTOB, CTAHAAPTOB H APYTUX JOKYMEHTOB, yYUThIBaeMbIX B 6Gubnuorteke). He
BKJIIOYAIOTCSI B 9TO KOJIMYECTBO JOKYMEHThI, KOTOPbIC 00bIYHO HE H3AI0OTCH OTAEIBHO B MEYaTHOM
dopmarte, Takue Kak npoduIM KOMIAaHWH, cTaTHCTHYECKHE TAONMIlbl, aHAJIMTHYECKHE MaTepHAlIbI
vapkeTuHra. [lns 0a3 JaHHBIX (ITAKeTOB), HE COJAEpIXKALUMX IOJHOTEKCTOBBIX JOKYMCHTOB. B
pexBu3uTEe "HaA3BaHKUEC" NPOCTABIACTCS €UHULLA.

4.5. JlTokyMeHTBI, BKItoyaembie B Qonj Gubinorexu, Mapkupyroresa. [lpu atom mMoryt ObiTh
MCIOJIb30BAHBI LITEMITCIIM, KHUIKHBIC 3HAKWU, WH/IMBH/yalbHbIe IITPUXOBbIC KOIbL, APYIHE BH/ibl
MapkupoBku. OcHOBHble TpeOoBaHMs, KOTOpPbIE JOJKHBI CO0MIOJATECS [IPH  MapKHPOBKE
JIOKYMEHTOB: 0003HauYeHMe NMPUHAAIECKHOCTH, ICTCTHKA, JIOJITOBEYHOCTL MAapKUPOBOYHOIO 3HAaKa,
COXPaHHOCTh TEKCTA MM APYIOM 3HAKOBON MH(OPMALIMH.

4.6. Ha pokyMeHTax, SBJASIONIMXCS [IPUIOKEHUEM K OCHOBHOMY HOCHTEIH) M €ro
HEOTHEMJICMOM YacThlO, MPOCTABIISIOTCS T€ K€ PEKBU3HUThI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.7. DneKTpoHHbIE CETEBbIe JIOKAJIbHBIE JOKYMEHTBI M JJICKTPOHHBLIE CETEBbIE YIAJIEHHbIE
JTOKYMEHTBI HIACHTHHIIUPYIOTCS ClIEIIUATIBHBIMY [IPOIPAMMHBIMY CPE/ICTBAMH.

4.8. Ha [OpUHATBIX  [EPBUYHBIX  YYCTHBIX  JOKYMEHTaX  TPOU3BOIAMTCH  3allHCh,
NOJITBEPXK/Ialolasi, 94To TMOCTYIIMBIIKE JOKYMEHTEI IPUHATE B OuOauoTeunsiit Gonj kak B 00BEKT
0co00 1eHHoro JABMkMMoro mmyinectsa (ganee - OLUJIM) unu kaxk B 0OBEKT HHOIO JABHMKUMOTO
HMYIIECTBA.

4.9. IlepBuuHBIE y4eTHBIC JOKYMEHTEHI, MOATBEpXKAalomne GpakT MoCTyILIEHUs, MTepelatoTcs B
OyXrajiTepuro IS BKIIOUeHHs B yueT Oubaunoreunoro Gouaa.

4.10. EsxexBaptasnibHO, npu ycnoBuu wusMenenus cocrasa OIIJIM, csenenus o0 obuiem
KOJIMYECTBE U CTOMMOCTH JOKYMEHTOB, BKIIOYEHHBIX B coctaB Oubiauoreunoro ¢omnna, kak 06bexr
0000 HEHHOI0 ABHKUMOIO HMYILECTBA, [IePE1aloTCs YUPeAUTEN0.

V. Yuer BbIObITHS IOKYMCHTOB U3 OMban0Te4HOro (ponaa

JlokyMeHTBl BbIObIBalOT W3 Oubinoreunoro ¢oHaa B CBA3M ¢ (PU3MUECKOH yTparoit wiu
HqacTU4HOM b0 mnonHOM yTpartoit 1OTpeOUTENLCKMX CBOMCTB. BbIOBIBatOlIMe JOKYMEHTHI
HeKmoyaroress u3 O6ubnuorednoro ¢GoHJa ¥ CHUCBIBAIOTCA € BO3MOXKHOCTLIO IOCIHC/IYIOLICH
Oe3Bo3Me3HOI nepejauu B gpyrue 6ubiaunoTexku Jnbo peaiusalimy.

5.1. Hckmrogenue JOKYMEHTOB H3 OuOimoTedyHoro (oHAa IOMyCKaeTcs MO CICAYIOIIUM
NPHUUHAM: YTPaTa, BETXOCTh, Ae(EKTHOCTD, YCTAPENOCTh 0 COACPIKAHUIO, HENPODUIBHOCTD.,

HenpoduiabnocTs 10KYMEHTOB ycTaHapauBaeTcst Ha ocHoBe IIpodums komniekroBanus omnaa
MJIH MHOI'O HOPMATUBHOI'O JOKYMEHTA, YTBEPKIAaeMoro pykosoauteneM oubnmuorexu. 1lo npunne
Henpo(HILHOCTH MOTYT HCKIIOYaThes U3 (PoHAA MOKYMEHTbI, He KOMIUIeKTyemble OubinorTexon
(npu oTKase OT KOMIUIGKTOBaHHMS OT/EIbHBIX KaTeropui JIOKYMEHTOB), W3JIHIIHE NyOIeTHbIC
JK3EMIULIPLL, 3aMeHCHHble O0ojiee MONHBIMH MO COACPKAHUI, JYYIIMMH 110 0dopMiIcHHIO,
(hH3HYECKOMY COCTOSHMIO M3/IaHUSIMU: 110 MCTCHCHUM CPOKAa XPaHEHHs IOKYMCHTOB, NPH HU3KOM
VPOBHE YUTATEJILCKOI'O CHPOCA, MPH HECOOTBETCTBHH JIEKTPOHHBIX AOKYMEHTOB TEXHHUECKOMY H
nporpaMMHOMY ofecreueHn0 OUOIHOTEKH,

5.1.1.  HcknrodeHue  JIOKYMECHTOB [0 1IpUYMHAM  YCTApENOCTH [0  COJEPIKAHHIO,
Henpo(UABHOCTH (MAJIOCIIPalIMBACMBIC), @ TaKXkKe 110 NMPUYMHAM BETXOCTH M Jje(eKTHOCTH He
JONYCKAeTCs MO0 OTHOLICHHIO K  €JIMHCTBEHHBIM 9K3eMIUISpaM JOKYMEHTOB TOCTOSHHOI'O
(DeccpodHOro) XpaHeHus.

5.1.2. Mckarouenne JIOKYMEHTOB, OTHECEHHBIX K KHWKHBIM MaMATHHKaM, J01YCKaeTcs TOJILKO
10 NIPHYHMHE YTpaThl IPH YCIOBMM OTpPaKCHMS MHPOpPMAIMU O KHWIKHOM mamsTHHUKe B PeecTpe
KHHKHBIX TAMSATHUKOB,

5.2. BriObiTHEe n0KyMeHTOB M3 OuOnuoredynoro ¢ouga odopmisercs AKTOM O CIHCAHHH
HCKITIOYEHHBIX 00bekTOB Oubamnoreunoro donaa (nanee - AKT 0 cmucaHuu) no gopme (Koi 110
OKVY]l 0504144), yrsepxnennoii Ilpukazom Munduna Poccum ot 15.12. 2010 N 173w,
saperucTpuposanHeiM B Muniocte Pocenn ot 01.02.2011 N 19658,

B AKTe 0 cnucaHuM OTpaKarOTCs CBE/ICHUS O KOJIMUYECTBE U OOMIEH CTOMMOCTH HCKIIOYAEMbIX

JOKYMCHTOB, YKasbIBacTCsli INPHYHHA HCKIIIOHYEHHSA M HaNpab/IiCHHE BLIOBITHS MCKITHOYAEMBIX
JAOKYMCHTOB.



5.3. K AKTy 0 cnucaHuu Ipuiaraercs ClIMCOK Ha MCKIYCHHE 00beKTOB OMOIHOTEHHOro
Gonna (manee - CIUCOK), KOTOPbIA BKIIOYACT CJIC/YIOIIME CBEICHHS: PerHCTPAllHOHHBIA HOMED U
mudp XpaHeHHs JOKyYMEHTa, KpaTkoe Oubnuorpadguueckoe omnucanue, 1€HY JIOKYMEHTa,
3a)IKCHPOBAHHYIO B PETHCTPE MHAMBHAYAILHOIO y4eTa JOKYMEHTOB, KO(QQUIMEHT NepeolleHKH,
IIEHY MOCJIE IEPEOLeHKH M 00I1Y10 CTOMMOCTb HCKIIIOYAEMBIX JOKYMEHTOB.

Jlns rmevaTHBIX HOKYMEHTOB BPEMEHHOI'0 XpaHEHHs OIYCKAaeTCs 3aMEHa CNMCKa KHUKHBIMU
hopmynspamu.

Jlns DOKyMEeHTOB, 00pabOTaHHbIX TpYLIOBBIM (YIPOLIEHHBIM) CHOCOOOM, BMECTO CIIHCKA
JIaeTCs NEPeUeHb PErucTPalMOHHBIX HOMEPOB, BU/L HCKIIHOYAEMBIX M3JaHUH, UX KOJIHUYECTBO.

54. K AKTy O CHHCAaHMUH 110 IpPUYMHE YTpaTbl M CHUCKY TPUIArarTCs JOKYMEHTBI,
NOATBEPXKAAIOLINE yTpaTy (NOSCHUTENLHAs 3AIIMCKA, B CAYUYae KPakyM WM XMILEHUS - IPOTOKOI,
aKT, 3aKJIIOYECHHE YIIOJIHOMOUYCHHLIX OPraHoB. NpH BO3MEICHUH yliepba - (ruHaHCOBLIH JTOKYMEHT
0 BO3MellleHuH yiepba).

Bosmemenue unrarensMmu ymiepba jonyckaercs B (opMme 3aMeHbl YTEpSHHOrO JOKyMEHTa
paBHOICHHBIM JIMOO nyTeMm JASHEeKHOH kKomneHcauuu. Ilpu npueme jeHer ot 4YWTaTel]eH B3aMeH
VTEPSHHBIX KHUT MJIM JPYTUX AOKYMEHTOB COCTABIACTCS MPUXO/HBIA OpJIEp, U YHTATENIO BbIJIAETCH
KBHUTAHLMS yCTAHOBJIEHHOro obpasna.

5.5. Ilpm Bo3Memenuu umrtaresneM yuiepda CTOMMOCTL  YTPadyeHHBIX JIOKYMEHTOB
VCTAHABJIMBACTCS OKCIIEPTHOM KoOMHccuell TO OleHKE JIOKYMEHTOB, HA3HAYEHHOW NpUKa3oM
PYKOBOAHTEINS OHOINOTEKH.

[Ipu yTepe niay XMUIEHHH LCHHBIX U PEIKUX KHHUT JUIS ONMPEAC/ICHHs UX CTOMMOCTH KOMHUCCHS
MOJKET [puBiIeKaTb K cBoeH paboTe COOTBETCTBYIOLIMX OHKCIEPTOB, a TakKe HCIOJIL30BaTh
Marepualbl HAYYHO-METOJAMYECKUX ILEHTPOB, KHI)KHBIX ayKIIMOHOB M SpMapok. B 3Tux cmyuasx
onpeneieHHe NpPUYMHEHHOro  yuiepba mpejedbHbIMH  KodpduuHeHTaMH  KpPaTHOCTH  He
OrpaHWYMBaETCs.

5.6. AKT O CIMCaHMM MO O/IHOM M3 NPUYMH, YKa3aHHBIX B 11.5.1, C NPUIOKEHHBIM CIUCKOM
NOAIKCHIBACTCS IpeACe aTe/ieM W WieHaM¥ KOMMCCHM 110 cnucanuio o0vexToB OubaMoTeuHoro
bonma, yreepxnaercs pyKOBOJUTENEM YUPEKICHUS.

5.7. llocne yrBepikaeHuss AKTa O CIHUCAHMM  OCYLIECTBISIOTCS  MEpOIPHATUS 110
nepepacnpeieICHUIO U peasin3aluy cnucanibix 00bekToB Oubanoreunoro ponaa.

5.7.1. loxymenTs! (cniucanubie 00LeKTHl OUdIMOTEHOro (hoHaa), UCKIIIOYEHHbBIE 110 IIPHYHHAM
BETXOCTH, Ae(DEKTHOCTH, YCTApeJOCTH M0 COJIePKaHUuIO, HANpapsioTCs B IYHKTbI BTOPUUHOTO
ceipbs. Uckmiouenusle u3 (GOHIOB MMKPODOPMBI HA IanoreHMJ0CepeOpsAHOl IUIEHKE MOJIIEKAT
crase Kak cepebpocojepikalllde OTXOAbl B COOTBEICTBHM € 3aKkoHopareabcTBoM Poccuiickoi
Denepanuu. "

Ilpu OTCyTCTBUM MYHKTOB BTOPCBHIpbSi MM B clydasiX, KOrJa cjJadya JOKYMEHTOB Ha
nepepaboTKy 9IKOHOMHMYECKH HenenecooOpa3zHa, OMOIMOTEKHM YHHYTOXKAIOT HCKIIOYCHHBIE
JOKYMEHTBI Ha MECTE€ B IIPUCYTCTBUH 1ML, KOTOPLIE COCTABIAIOT @KT 00 YHHUTOKEHHH CIIMCAHHBIX
00bexToB Oubauoreynoro doHaa.

B Axre 0 chOucaHMM OTpakalTCs HaWMEHOBaHWE, HOMEpP M jJaTa JIOKyMEHTa,
NOATBEPKAAIOMEro (GaxkT cjauyd CNUCAHHBIX O0BEKTOB B MYHKT BTOPHYHOI'O ChIPbs, HJIM aKTa 00
VHHYTOKEHMH CIIMCaHHBIX 00BeKTOB OuOaMoTeuyHoro douja. JlokymeHT npuiaraercs K AKTY 0
CTIMCAHMHE CO CITHCKOM.

5.7.2. JlokyMeHTbl (cnucantbie 00bekThl 6uOaHoTeuHOro (GoHa). HCKAIOUEHHBIE IO TTPHUHHE
#enpoduIbHOCTH, 1epe/ialoTest 110 aktam B 0OMeHHBIH (oHA B Heasx ganbHelinel nepemaud Ha
0e3803Me3/IHON OcHOoBe ODMOIMOTeKAaM HiIK peaiu3aiui QU3UHECKHM U IOPUAMYECKUM JTHILaM,

5.8. ITocne 3aBepLicHUs MEPOIPUATHI, TIPEAYCMOTPEHHBIX AKTOM O COUCAHUM MCKIIHOYCHHBIX
o0wvekToB OuONMOTEHHOro (onaa, mMepBLld K3EMILIAp AKTa O CHMCAHUM CO CIHCKOM W
JOKYMEHTOM, MOATBEPKIAAIONMM BbIOBITHE, Nepenactess B OyxraiaTepuio, BTOPOH 3K3eMILISID
OCTaeTcs B M0JIpa3JICICHUH, OCyHlecTRIdIoneM yueT dubnuoreunoro gonsa.

Ha ocuoBanuu AkTa O CHHCAHWM WCKIIOUCHHBIX O00bekTOB Oubnmoreunoro dQonaa

OubIHOTeYHOE noxapasicicHue U 6yXPEEJ]T€pHH BHOCAT M3MCHCHHSA B COOTBCTCTBYIOUIHME YUCTHBIC
JOKVYMCHTELL.



5.9. AKTbI O cHMCaHUM PErUCTPUPYIOTCS B KHUI'C cyMMapHOro ydera OubimoredHoro ¢owa
(MW ApYTOM BHJZE PETrUCTPa CYMMAPHOIO yyeTa BLIObITHS JIOKYMEHTOB, IIPUHITOM B OubiiMorexe).

5.10. B perucrpauMOHHOM KHHUIe (MJIM JPYrOM BHJE pErucTpa HHAMBHAYAIBHOTO yueTa
JIOKYMEHTOB, IPUHATOM B Onbi1oTeKe) npocrasisieTes HoMep | gata AKTa O CIIHCAHUH.

5.11. Bce uckmouaemble u3 GoHna 6UBIMOTEKH JNOKYMCHTHl (KHHIH, XKYPHAJbI, APYTHE BH/IbI
JIOKYMEHTOB) JIOJDKHBI ObITh COOTBETCTBYIOUIMM 00pa3oM odopmileHbl: CHEHAIbHBIM LITEMIIENEM
JOJDKHBI OBITh MOTAMIEHB! ITAMIbI OMOIMOTEKH.

5.12. DneKTpoHHBIE CETEBbLIC JIOKAJIbLHBIE JIOKYMEHTHI YIAAAKOTCS U3 2JIEKTPOHHOK OuOIHOTEKH
Ha OCHOBaHWH AKTa O CIIMCAHWM C yKasaHWEM NpPUYHMHBI UCKTIOUeHHA. Hammenosanue, HOMep U
jata akra BBOAATCA B 0a3y JaHHBIX B KadecTBe MeTauHpOpMalMH K COOTBETCTBYIOLLEMY
JIOKYMEHTY.

Ha ocHoBaHWHM BBEJAEHHEBIX CBEACHUI IPOIrPaMMHBIM cr1oco0oM (opMHpYeTCs nepeyeHb AKTOB
0 CIUCaHuU (peecTp CYMMapHOIO yueTa BHIOBITHS CETEBLIX JOKAIbHBLIX JOKYMEHTOB) U IepeyeHb
CIUCAHHBIX OOBEKTOB 9NEKTPOHHOM OubimoTeku (peecTp MHAMBUIYAILHOrO Yy4eTa BBIOBITHS
CCTEBBIX JIOKAIBHBIX JIOKYMEHTOB).

5.13. BpiObiTHE 9JEKTPOHHBLIX CETEBLIX YAAaN€HHbLIX JIOKYMEHTOR He odopmisiercs
crieuanbHbIM A0KYMEHTOM. [loarsepikiacHuem BbIOLITUA ABISETCS HMCTEYEHHE CpOKa JICHCTBHS
JOKYMEHTA (J0roBOpa, KOHTPaKTa, JIMIICH3HOHHOIO CorjiauleHus), o(QOpMIEHHOTO Ha IPaBo
JIOCTYTIa K OmpeneNeHHoM 0ase janubIX (I1akeTy) CeTeBbLIX JIOKYMEHTOB, U OTCYTCTBHE JIOTOBOPA,
KOHTPAaKTA, JTUHEH3MOHHOT0 corlalienns, 0hOpMICHHOTO Ha HOBbIA CPOK.

5.14. ExexBapranbHO. HpH YyciaoBuu usMenenus cocrasa OL[JIM, oOmwue cBeaenus o
KOJIMYECTBE W CTOMMOCTH JIOKYMEHTOB, CUCaHbIX U3 Onbiuoreynoro ¢Gonaa, kak odbexkTa 0cobo
LICHHOI'0 JBHJKMMOIO HMYIIECTBa, ¢ YKasaHWeM IiepeyHs AKTOB O CIHCAHHM, IPUYUH M
HanpasieHuil BBIOBITHS AOKYMCHTOB, [PEACTABIAIOTCS yupeaurento. KonuuecTsBo BeIOBIBAIONINX
JOKYMEHTOB HE JO/IKHO MPEBbINIATh KOJTMYECTBA BHOBb MOCTYNAIOMIKUX JOKYMEHTOB B
oubGnuoTeunklit GoHI.

VI. Yuer uroros jiBukeHus oudauorednoro pouaa

6.1. Utoru memxkenns GOHIOB MOABOASTCS B KHAre CyMMapHOro yuera 6ubiamnoreusoro ¢onjia
(MM IPYrOM pErucTpe CyMMapHOro y4eTa, NpUHATOM B OMOJMOTEKE) HAa OCHOBAHMM JAHHBIX
CYMMAapHOI'0 y4eTa O IOCTYTUICHUH U BLIOLITHH JOKYMCHTOB.

MrtoroBble AaHHBIE MMCIOT HeThbipe 00s3aTebHLIX I10KA3aTells: COCTOSJI0 Ha Hadano roja.
MOCTYIMIIO 33 I'0JI, BBIOLLIO 3a I'0/1, COCTOMT Ha KOHEIL ro/j1a.

WtoroBeie paHHbie MO 2NEKTPOHHBIM CETEBLIM YIATEHHBIM JOKYMEHTaM IpeACTaBIsiOTCs
CIJIC/IYIOIMMHE TTOKA3aTE/ISAMH YUCTHBIX €MHHIL: COCTOS/I0 Ha Havalo rojaa, opopmieHo B 10CTyll B
TeYEHHE roja, I0CTYI NPEKpaLleH B TeYEHHUE [,0]1a, COCTOMT Ha KOHEIl roAa.

VII. IlpoBepka Ha;m4us J0KyMeHToB OnO/HoTeunoro gponjaa

7.1. Ilposepka Hanuuus jokymMeHToB OuGnuoreunoro ¢onpa (janee - nposepka (ouaa)
MPOU3BOAUTCS B 00s13aTEILHOM NOPSAKE:

NPH BBHISBICHUH (AKTOB XUILEHHUS, 3JI0YIIOTPEOICHNS UKW TIOPYH JOKYMEHTOB;

B cly4yae CTUXMIHOro OeicTBMs, 10Kapa WM JPYIHX Ype3BblYaiHBIX CUTYyalM#, BBI3BAHHBLIX
3KCTPEMATbHBIMM YCIIOBUSAMH,

IpU peopraHU3alliy WK JIMKBHIALUU OUOIMOTEKH.

Jlng nmpoBeneHus NMpOBEpPOK PYKOBOJAMTENIEM OpraHu3allMyM Ha3HA4yaceTCs KOMHCCHs, B COCTaB
KOMMCCHH JIODKEH BXOIHUTh [1PE/ICTaBUTE/Ib OyXTalTEepHH.

7.2, IlpoBepka hoHAa B 11JIAHOBOM MOPSI/AKE OCYILICCTBASETCS B CACAYIOINE CPOKU:

(OHJL pEAKKX W IICHHBIX KHUI - OJIMH pa3 B S JIET;

bonsis 6ubanoTek 10 S0 ThICSY YUCTHBIX €MHUIL - OJIMH pa3 B S JieT,

bonsbl Oubanorek o1 50 10 200 THICAY YUETHBIX SIMHHILL - OJWH pa3 B 7 JIET;

thonast Gubnuorek o1 200 TRICAY /10 | MUUTHOHA YYETHBIX €MHUIL - OJIUH pa3 B 10 seT;

(ouast 6udauorex o1 1 10 10 MUIIMOHOB YUETHBIX €IMHUIL - OJIMH pa3 B 15 seT:

tbonzab 6ubnuorex o1 10 10 20 MUIHOHOB YUETHBIX €IMHULL - OIMH pa3 B 20 JieT:

(Gonnsr 6ubauoTek cpbilie 20 MHUIHOHOB YUETHBIX SJIMHHIL - | MHJUIMOH 2K3EMILIAPOB B 01,



[TnanoBas npopepka (ponna OMONUOTEKH MOXKET OCYLIECTBISATLCS NI03TallHO B COOTBETCTBUY C
rpauKoM TNpoBe/ieHMs NPOBEPKH Bcero (JOHIAa MM €ro 4acTu (B TOM HMCJIE PEAKMX M IE€HHBIX
KHUT) C OIIpe/Ie/IEeHHEM CPOKOB M KONUUECTBA IJIaHUpyeMoro oobema paboTsl.

7.3. llpoBepka 3JEKTPOHHBIX CETEBbIX JIOKAJIbHBIX JOKYMEHTOB OCYIIECTBIsSETCA IO
KOJMYECTBCHHBIM MOKa3aTe/lsM, a TAKKE 10 KOHTPOJBHBIM CyMMam, MO3BOJSIONMM BBISBUTD
M3MEHEHHS B JOKYMEHTE.

IlpoBepka AOCTYHMHOCTH WICKTPOHHBLIX CETEBLIX YAATCHHBIX TOKYMCHTOB OCYIIECTBISAETCHA C
a/IpecoB BX0/1a, YKA3aHHBIX B PErMCTPE UILIMBUJIYaIBHOIO yYeTa. '

7.4. TlpoBepka Bcero ()OHJA WIM €rO YACTH 3aBEPIIACTCS COCTABJIIEHHEM aKTa O pe3y/bTaTax
MPOBEJICHUs [TPOBEPKM HAMMUUs N0KymMenTtoB OGubnuoreunoro QoHAaa ¥ NPHIOKECHHEM K HEMY
CIMCKA JOKYMEHTOB, OTCYTCTBYIOMIMX MO HEYCTAHOBICHHON NpUYUHE.

B akTe QukcupyroTes cBElleHUs O KOIUYECTBE JOKyMEeHTOB Oubinoreynoro hoHja 1no AaHHbIM
yuera; AOKYMEHTOB, MMEIOIIMXCS B HAIMUYWMW; JIOKYMCHTOB, OTCYTCTBYIOIIMX B OHOJIHMOTEHYHOM
donge no HeyCTaHOBICHHOH npuuyuHe. B akrTe Takike yka3bplBalOTCS HOMEP W Aara akta o
OPOBEICHUM NPEIbLLYLIEH NPOBEPKH. AKT ¢ NPHJIOKEHUEM CIUCKA AOKYMEHTOB, OTCYTCTBYIOHIMX
M0 HEYCTAHOBJICHHOM TPUUYMHE, TOANMUCHIBACTCS NpeJCce/IaTeNieM M WICHAaMU KOMMCCHH U
YTBEPHKAACTCS PYKOBOJUTEICM YUPEIK/ICHHS.

7.5. llpu BbIsSBICHHM B I1Ipolecce NpoBepkd (oHAA OTCYTCTBYIOUIMX JOKYMEHTOB M
HCBO3MOXKHOCTH YCTAHOBJIEHWS BHHOBHBIX JIMll YOBITKM 0O HEJOCTauaM CIIUCBIBAIOTCS B
COOTBETCTBHHU C JICHCTBYIOIIUM 3aKOHOIATEIbCTBOM.

VIII. Jdesonpou3BocTBo B opranusanum ydyera 6ubauoreunoro gponaa

8.1. Opranmsanus paboTbl ¢ JOKYMEHTaMH 110 yueTy oubnunoredHoro Qoujaa ocymecTBisetes
110 [paBuiiaM BEACHUS ICIONPOU3BOJACTRE,

8.2. Cpoku XpaHCHMs [OKYMEHTOB yCTaHaBiuBaroTcs B cooTBercTBUM ¢ llpukaszom
Munucrepersa KyiabTypbl Poccuiickoit ®epepaumu ot 25.08.2010 N 558 OO yreepxkncHun
"Ilepeunst TUNOBBIX YIPaBIICHUYECKMX aPXUBHBIX AOKYMEHTOB, 00pasyloiimxcs B I1ipolecce
JCSATENbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHoOB MECTHOIO CaMOYIPABIEHUA U OpraHu3aluil, ¢
VKa3aHHEM CpPOKOB XpaHeHHs'", 3aperucTpupoBaHHbiM MuHioctom Poccuiickoir ®@ejepanun
08.09.2010 N18380.

8.2.1. Ilocrosinuo, 70 nMKBUAAUMKM OMOAMOTEKYM, XPAHATCS DPErHCTPhl MWHJMBUAYANLHOI'O M
CYMMAapHOTO y4dera JOKYMeHTOB Oubnuorednoro ¢onja (perucTpanmoHHble KHUMY, UHBEHTApHbIC
KHHUTW, KHUIH CYMMAapHOIro y4eTa, y4eTHbIH Karajor, TonorpadHieckue OlUCH U KaTajlorn).

82.2. B Teuenuwe pecsaTH JNeT XpaHsTCs AKTbl O CHHCAHWM MCK/IIOYEHHBIX OOBLEKTOB
OubimoTeunoro (POHAA ¥ aKThl 0 IPUEMe-TIepe/laue CiMCaHHbIX 00bekTOB OGubanoTeunoro (Gona.

8.2.3. B TedeHue mATH NET XpaHATCSA,TEPBUYHBLIE YUCTHBIC JOKYMEHTHI, TOATBEPX/IAIOLINE
NOCTYIIEHHE JIOKYMEHTOB B Oubiaumoreunnit Gouj (HakiajaHble, akThl O NPHCME, aKThl C/la4vH-
TPHEMKH ).

8.2.4. Jlo oxoH4aHus ouepe ol npoBepkyu (PoH1a XpaHsTes akThl O pe3y/ibTaTax MpPoBeICHUS
MPOBEPKH HAJIMUUS JIOKYMCHTOB OubauoTeyHoro Gonja.
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