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3apeructpupoBaHo B Muntocte Poccun 14 mas 2013 r. N 28390

MWHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EOEPALMA

NMPUKA3
oT 8 okTA6pa 2012 r. N 1077

OB YTBEPXAEHWUU NMOPAOKA
YYETA NOKYMEHTOB, BXOAALWKUX B COCTAB BUBJIMOTEYHOIO ®OHOA

CnucoK M3MEHSFOIIUX JOKYMEHTOB
(B pen. [Ipukaza Munkynstypsl Poccun ot 02.02.2017 N 115)

Bo ucnonnenue nynkra 6 cratbu 12 denepanpHoro 3akoHa ot 29.12.1994 N 78-®d3 "O 6ubnuoreyHom
nene" (Cobpanue 3akoHomaTenbcTBa Poccuiickoit deneparuu, 1995, N 1, cr. 2; 2004, N 35, ct. 3607; 2007,

N 27, cr. 3213; 2008, N 30 (u. II), 3616, N 44, ct. 4989; 2009, N 23, 2774, N 52 (I u4.), cT. 6446)
MIPUKA3BIBAIO:

1. Y1Bepauts Ilopsnok ydera TOKyMEHTOB, BXOJSAIIMX B COCTaB OMOIMOTEYHOTO (oHIa (IPUIIOKEHHE).

2. KoHTpousib 3a UCHOJHEHUEM HACTOSIIETO NPUKa3a BO3JIOKUTh HA CTATC-CEKPETapsl - 3aMECTHTEINs
Munuctpa kynbTypbl Poccniickoit @enepanuu I'.I1. Bnnesa.

MI/IHI/ICTP
B.P.MEJJMHCKHNI

[Ipunoxenue

K IIpyKa3y MUHHCTEpPCTBA KYJIbTYpBI
Poccuiickoit @enepanun

or 08.10.2012 N 1077

NnoPAAOOK
YYETA AOKYMEHTOB, BXOAALLKUX B COCTAB BUBJIMOTEYHOIO ®OHOA

Cnucok 3MEHSIIUX JOKYMEHTOB
(8 pen. [Ipukaza Munkynstypsl Poccun ot 02.02.2017 N 115)

1. O0wue moJoxeHus

1.1. Yuer nokyMeHTOB OMOIMOTEYHOrO (HOHIA SIBISIETCS OCHOBOM OTYETHOCTH W TUIAHMPOBAHUS
JeSITeNIbHOCTH OMOIMOTEKH, CITIOCOOCTBYET OOECIICUEHHUIO €r0 COXPAHHOCTH.
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1.2. Yder BKJIIOYACT PETHCTPAILUIO TOCTYIUICHUS JIOKYMEHTOB B OMOJIMOTEYHBIH (DOHII, UX BBIOBITHS U3
(oHa, UTOTOBBIE TaHHBIE O BeMMUnHE (00beMe) Bcero 6u0ImoTedHoro GoH/Ia U ero MmojpasieioB, CTOUMOCTh
¢donna.

1.3. OcHOBHBIEC TpeOOBAHUS, MPEABIBIIEMBIC K YISTy OMOITHOTESYHOTO (QOH !

MOJTHOTA U JIOCTOBEPHOCTh YYETHOW MH(POPMAIINH;

OTEepPaTUBHOCTB;

JIOKYMEHTHPOBAaHHOE 0(hOpMIIEHUE KaXKIOTO MOCTYTIIEHUS B (JOH[ M KXKJIOTO BBIOBITHSA U3 (DOHAA;

COBMECTHMMOCTh TpPHEMOB U (opM yueTa, MX HAJAEKHOCTb INPU MNAPAIICIBHOM MCIOIb30BaHUU
TPaJAULIMOHHON U aBTOMAaTU3UPOBAHHOM TEXHOJIOTUH y4eTa;

COOTBETCTBHE HOMEHKJIATYPHI TIOKa3aTeliel ydeTa (OH/1a aHATOTHYHBIM TTOKa3aTeJIsSIM TOCYIapCTBEHHOMN
OUOJIMOTEYHON CTATUCTHKH.

1.4. VYdery mnomiexar Bce JOKYMEHTBI (ITIOCTOSHHOTO, JUIMTEIBHOIO, BPEMEHHOTO XpPaHEHUs),
noctynaronue B poua OubamoTeku u BeiObIBatoue u3 Gonna 6u0IMOTEeKH, HE3aBUCUMO OT BHIa HOCHUTETIS.

1.5. Yuer 1OKYMEHTOB BeJIETCA B PETUCTPaX MHJMBHAYAIbHOTO U CYMMApHOr0 y4yeTa B TPaAUIIMOHHOM
U (WIK) 3JIEKTPOHHOM BHJIE.

1.5.1. PeructpaMu MHAMBUAYAJIBHOTO y4€Ta JOKYMEHTOB SIBJIIFOTCS: PETMCTPAlMOHHAs KHUTA, KAPTOUYKA
perucTpanvy Ha OIpPEACIICHHBIM BHJ JOKYMEHTa /I Tra3eT, XYpHaJoOB, JAPYTHX BHJOB JOKYMEHTOB.
JlonmyckaeTcsi Takke pPerucTpaMy WHIMBUAYAJIBHOIO ydeTa CUUTATh TONOrpadUyecKyro OMUCh (KaTajor),
YUeTHBIN KaTaJjior, y4eTHbIH (aiin ¢ BBIXOAHBIMU (popMamu, GOpMHUPYEMBIMU B MOPSAAKE MHBEHTAPHBIX WIN
UHBIX UJCHTU(UKATMIOHHBIX HOMEPOB JOKYMEHTOB.

Peructpbl WMHAMBHIYaJbHOTO Yy4YeTa JIOKYMEHTOB OMOJIMOTEYHOTO (OHAA COJepkKaT pPEKBHU3UTHI,
UACHTUDUIHUPYIONINE KaXIblii JOKYMEHT C yKa3aHHEeM CBEIEHHA O TOCTYIUICHHH JOKYMEHTa M O €ro
BBIOBITHH U3 OMOIMOTEUHOTO (DOHA.

1.5.2. Peructpamum cyMMapHOro yuera JOKyMEHTOB SBISIOTCS: KHUTa CYMMapHOro yd4era
O6ubnuoreyHoro QoHaa, JHUCTHI CyMMapHoOro ydera OuOmuoreunoro ¢onma, >xypHan. Jlomyckarotcs
pa3nuyHble MOAU(DUKALMY KHUTH CyMMapHOro yuyeTta. HezaBUCHMO OT BH@ YYETHOTO JIOKYMEHTa PETHUCTPHI
CYMMAapHOTO y4eTa COJIep>KaT TPH B3aMMOCBSI3aHHbBIC YaCTHU:

"[locTyrnienne JOKyMEHTOB B OnOinoTeuHslit poua",

"BrIObITHE TOKYMEHTOB 13 Oubamnoreunoro Gouma',

"Utoru npmwxkeHus OMOIM0oTeuHOr0 (DOHa: UTOTOBBIC TaHHBIE HA KOHEI[ OTYETHOTO Ieprosa’.

OO0o0O1IeHHbIE TaHHBIE OTPAXKAKOTCS B KAXAOH YacTH pEerucTpa CyMMapHOro ydera. B anekTpoHHOU
CHCTEME y4eTa 3TH YaCTH UHTETPUPYIOTCS B €UHBIN yUeTHBIN (aii.

1.6. CymmapHblii W WHIUBUAYAIbHBIH Yy4eT (OHIA BEIETCA CTPYKTYPHBIMU TMOAPA3AeICHUSIMU
OuOIMOTEKH, B BEJCHUM KOTOPBIX HAXOAUTCS KOMIUIEKTOBaHUE (OHAA, a Takke IoJpa3ieieHUsIMHY,
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O6€CHC‘-II/IB8_I-OH_II/IMI/I XpaHCHUEC U UCIIOJIb30BAHUEC 3aKPCIJICHHBIX 3a HUMU yacTen 06]].[61"0 q)OHI[a OMOIMOTEKH.

1.7. Craructuueckas uHpopmauus o GopMupoBaHuu OubOIMOTEYHOro (OHAAa MO HTOraM Troja
npencrasiusercs B I maBHbII HH(OPMAIIMOHHO-BBIYHCIUTENbHBIN LIeHTp MUHKYIbTYpBI Poccuu.

II. Equnune yueta 6ubauorednoro Gonaa
2.1. Bennuuna (006beM) u qBUkKEeHHE (POHAA U3MEPSIOTCA B YHU(PHUIIMPOBAHHBIX €IMHUIAX yUeTa.

OcHOBHBIMU CANHUIaMU y4€Ta JOKYMCHTOB OMOIMOTEYHOTO ¢)0Hz[a SABJIAOTCA 3K3CMILIIAP U HA3BAHHUC,
JIJISI Ta3€T - TOJI0BOM KOMILIEKT 1 Ha3BaHUE.

I[OHOJ'IHI/ITGJ'H)HI)IMI/I CAMHUIaMH ydcTa (bOH)Ia SABIIAKOTCS FOI[OBOﬁ KOMIIJICKT, MCTPOIIOJIKA, IMOAIIWBKA
(HepeHHeTHaH GJII/IHI/IHa); JJI SJICKTPOHHBIX JOKYMEHTOB - €IMHUIA ITaMATH JaHHBIX.

2.2. Obmas BenuynHa OWMOMMOTEYHOro (POHIA B IIEJIOM M €ro IOJAPa3/IejioB, B TOM YHCJIE CETEBBIX
JIOKAIbHBIX JOKYMEHTOB U CETEBbIX YJAICHHBIX JOKYMEHTOB, YUYUTBHIBACTCA B OSK3EMIULSIpax, HOBBIC
MOCTYIUICHUS - B 9K3EMIUIIpaX M Ha3BaHUSX. YMCIIO TOMOBBIX KOMILUIEKTOB ra3eT MPUPABHUBACTCA K YUCITY
3K3EMILISIPOB.

[II. Y4yeT 10KyMeHTOB 10 BUJAM U KaT€rOpUsIM
3.1. IleuaTHble U31aHKUS U HEOYOJIMKOBAaHHbBIE TOKYMEHTHI

K meyatHpIMH U3JaHUAM OTHOCATCS THUPAXKUPOBAHHBIC W3JAHUSA, MOJYYCHHBbIE I€YaTaHHUEM WM
TUCHEHUEM, TONUTPAUUECKd  CAMOCTOATENbHO  O(OpMJICHHBIC:  KHHTH, OpOIIIOpPBI,  KypHAJBbI,
MIPOIOIDKAIOIINECS M3/IaHus, JTMCTOBBIC M3AAaHUs, Ta3eThl, H30M3aHHs, HOTHBIC M3aHUs, KapTorpadhuiyeckue
W3JIaHHS, HOPMAaTUBHO-TEXHUUECKUE U TEXHUYECKUE IOKYMEHTHI, aBTOpeepaThl AUCCEPTAIHIA.

K HeomyOJMKOBaHHBIM JOKYMEHTAM OTHOCATCS PYKOMHCHBIE ITOKYMEHTHI (PYKOIHMCHBIE KHHUTH M
apXUBHBIE JOKYMEHTHI), @ TaKX€ JOKYMEHTbI, U3TOTOBJIEHHbIE B €IMHUYHBIX 3K3EMIUIAPAX, SBISIIOLUIUECS
O00BEKTaMU HMHTEIUICKTYalbHOW COOCTBEHHOCTH (JICTIOHMpPOBAaHHBIE Hay4yHbIe pPaOOTHI, IUCCEpPTaIUH,
MPETPUHTHI, OTYETHl O HAYYHO-HUCCIIEIOBATEILCKUX padoTax, MEePeBOIbI, OMMMCAHUS AJITOPUTMOB U MIPOTPaMM
OBM, npoeKTHO-KOHCTPYKTOpPCKasi JOKYMEHTAIlUsl), TaKTHUJIbHBIE PYKOACIbHBIC W3MaHMUS MJIs CJIENBIX W
crnaboBuIAINX. PyKOMUCHBIE TOKYMEHTHBI, BXOSIINE B OMOIHOTEUHbIE (DOHIBI, SIBJSIOTCS COCTABHOM YaCcThIO
ApxusHoro ¢onna Poccuiickoit denepanuivi ¥ yYUTHIBAIOTCS B COOTBETCTBUU C HOPMATUBHBIMH M TIPABOBBIMH
aKTaMU I10 y4eTy apXMBHBIX JTOKYMEHTOB U HacTosAwuM llopsakom.

3.1.1. Kauru u OpoIIopsl yYUTHIBAIOTCS B 9K3EMIUISIpaX U Ha3BaHUSX.
Kak oTaenbHbli 5K3eMIUIAP U KaK OTJAEJIbHOE HA3BAHUE YUUTHIBAIOTCS:
KaXXJI0€ OTJeIbHOE U3aHue (KHUTa, OpoIIopa);

Ka)KJI0€ BXOJISIIIee B KOHBOJIIOT U3/1aHNUE;

KKJIbI OTACNBbHBIA TOM (BBINTYCK, YacTh) MHOTOTOMHOTO HW3JaHHS, HMMCIONIUH HWHIMBUAYaJTbHOE
3arjaBue;

Kaxjaas u3 6pOI_HIOp, BBIITYIIICHHBIX B O6BCI[HHHIOIJ.I€I>1 HUX U30ATEIbCKOMN ITarke, O6J'IO)KK€, MAaHXKETKEC,
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KaXk/1asl KHUTa WK OpolIopa, BXOAIIas B KHIKHYIO CEPHIO (HYMEPOBAaHHYIO WIIM HEHYMEPOBAHHYIO);

OTACIIbHO H3JJAHHBIC IMPUJIOKCHUA K KHUT'AM U 6pou1}opaM, HMCIOIUC MHAHUBUAYAJIBHOC 3arjiaBuc "
CaMOCTOATCIIbHOC 3HAYCHHC.

3.1.2. JIoKyMeHTBI, BBITIOJTHEHHBIE PeIbeHO-TOUeUHBIM mpHudToM (mpudTom bpaiins), yanTeiBatoTcs B
9K3EeMILIApax U Ha3BaHUSAX.

:‘)KSCMHHﬂpOM I JaHHOI'O BHA H3I[aHPII>i SABIIACTCA KaXJdas N3 KHHUI' KOMIIJICKTA, 06’BCI[I/IHCHHBIX
O6IJ_II/IM Ha3BaHHCM.

Kak oHO Ha3BaHME yUUTHIBACTCS KOMIUICKT H3AaHUS, HE3aBUCUMO OT YHCIIa BXOSIINX B HETO KHHT.
3.1.3. Kypnaibl 1 OpoAOIKAIOIIUECS U3/IaHUS YUYUTHIBAIOTCS B 9K3EMILUIAPAX U Ha3BAHUSIX.

QKSCMHJ'DIPOM CUHUTACTCA HOMEP, TOM, BBIITYCK, U3JAHHBIC 110 OTACJIBbHOCTH, 4 TAKKC KOMIIJICKT HOMCPOB,
TOMOB, BBIITYCKOB, IEPCIIVICTCHHBIX B OAWH 010K n3a1aTciIbCTBOM.

Kax OIHO HAa3BaHUEC YUYUTBIBACTCA KOMILUICKT HOMEPOB, TOMOB, BBIIIYCKOB, 06p33y101HI/IX OTACJIbHYIO
CAUHULY C OTJIIMYUTCIBbHBIM 3arjlaBUCM. HpI/I W3MEHEHHUHU 3ariaBus HOBOM yquHOﬁ eIUHUIICH CUMTaeTCs
HU3JJaHUC, €CJIM UBMCHCHHNEC BHCCCHO B IICPBBLIC IIATH CJIOB 3arjiaBUs.

Hepno;mqecm/le IMPUIIOKCHUA K KypHaJlaM, BbIXOAAMIUC CAMOCTOATCIBHO, UMCIOUC NHAUBUAYAJILHOC
3arjiaBuc u CO6CTB€HHYIO HyMEpaluio, YYUTBIBAIOTCA KaK OTACIIbHBIC SK3CMILIAPBI U OTACIIbHBIC HA3BAHU .

Ka)l(llaﬂ Cepusd MpOAOJDKAIOIICTOCA H3JaHUsA, MUMCIOIIAasd WHIAWBUAYAJIBHOC 3arjiaBueC MU CO6CTBGHH}’IO
HYMEpalHWIO BbIITYCKOB, YUYUTBIBACTCA KaK OTACJIbHOC Ha3BaHUC.

Ka)KHLIﬁ CaMOCTOSITEIIbHBIN TOM (BBIHYCK) MpOAOJDKAOMICTOCA U3NAaHUA YUUTBIBACTCA KAK OTACIBHOC
Ha3BaHUC.

3.1.4. 'a3zeThbl yUYUTHIBAIOTCS B TOJOBBIX KOMIUICKTAaX M HA3BAHMSIX.

Kak omgHO Ha3BaHHWe YUYMTHIBAE€TCS KOMIUIEKT Ta3eT, OOpa3ylIIMX OTACIbHYIO EIUHUILy C
OTJIMYUTENHHBIM 3aryiaBueM. [Ipu u3MeHeHUHn 3arjaBus HOBOW YUETHOUM €IMHHIICH CUMTaeTCs U3AaHHE, €CIU
U3MEHEHHE BHECEHO B MIEPBBIC MATH CJIOB 3arlaBusl.

O,Z[HO,[[HCBHBIC (pa3OBLIC) ra3eTbl YYUTBIBAOTCA B OK3EMIIIAIPAX (HOMep, BBIHYCK) N Ha3BaHUX.

OTaenbHO M3/IaHHBIE IEPUOJIMYECKHUE MPUIIOKEHUSI K Ta3eTaM, UMEIOIUE WHIMBHUIyalIbHOE 3arjlaBue U
COOCTBEHHYIO HYMEPALIHIO, YUUTHIBAIOTCS CAMOCTOSITEIIBHO.

3.1.5. M3ouznanus (anp00MbI, KOMIUIEKTHI, OTAEIbHBIE JINCTOBBIE M3aHUs) U peibedHO-rpadudeckue
MOCOOMS 17151 CJIETIBIX M CIA0OBUISAIINX YUUTHIBAIOTCS B OK3EMIUISIpAaX U Ha3BaHMSIX.

Kak oTmenbHBIN 3K3eMIUSIp U OTACIbHOE Ha3BaHUE YUYMUTHIBACTCS KaKIbIH JIMCT (BBITYCK) CEpPUH
W30U3/IaHHH, He 00bEIMHEHHBIE U3/IaTeIbCKON ManKou (00J105KKOM, MaHKETKOMH ).

JluctoBble u3MaHU, OOBEIWHEHHBIC W3AATEIHCKOW mMamkoil (0OMOKKOW, MaHXETKOW, O00epTKOi),
YUYUTBIBAOTCA KaK OJIMH 3K3EMIUISP U OJIHO Ha3BAHUE.
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3.1.6. HoTHBIE M31aHUS YYUTHIBAIOTCS B DK3EMILISIpaX M Ha3BaHMUSX.

Kak oTnenbHbIe 3K3eMIUIAPHI M OT/IE/IbHbIE HA3BaHUS YUUTHIBAIOTCS:

CaMOCTOSITeNIbHBIC HOTHBIE U3/IaHMsI, 00BbEIMHEHHBIE B OJTHOM TieperuieTe (KOHBOIIOTE);
OT/IeNIbHBIE TApTHH (T0JI0Ca) U MAPTUTYypa (KJIaBUp), U3JaHHBIE Pa3IeIbHO.

Kak onH 3K3eMIUIsip U OJJHO Ha3BaHHUE YUUTHIBAIOTCS:

oTHeNbHBIC TapThU (rojioca), 0ObEAMHEHHBIC ¢ MAPTHTYPOH (KJIABHPOM) B OJHOM H3JaHHH, & TaKKe
napTuu, 00beIMHEHHBIC N3IATEIbCKON MAnKO# (00I0KKOH).

3.1.7. Kaprorpaduueckue u31aHUs YUUTHIBAIOTCS B K3EMIUIIPAX U HA3BAHHSIX.
Kaxk oTznenpHbIN 3K3eMIUIIP U OTAEIBHOE HA3BAHUE YUUTHIBAIOTCS:

aTJIACHI, COCTOSIIME U3 OTACIIBHBIX HYMEPOBAaHHBIX WM JaTUPOBAHHBIX BBIITYCKOB;
KaQ)KJIbIM BBIMYCK CEpUMHOTO W3aHUS KapThl UJIU aTiaca.

Kak onuH 5K3eMIUIIp M OJHO Ha3BAaHUC YUYMTHIBACTCS KapTa, M3JIaHHAs HAa HECKOJIbKHUX JIMCTax
(momnexammx ckieike), 00beTMHEHHBIX OOIIMM 3arJIaBUEM.

MHOroTOMHBIE (MHOFOHI/ICTOBBIG) KapTor pa(bnqecmfle n3JaHus, O6’BC,[[I/IH€‘HHBIC O6IJ_[I/IM 3arjiaBucm,
YUUTBIBAIOTCA 110 KOJIMYECTBY TOMOB U OJJTHOMY HAa3BaHUIO.

OTnenbHO U3AaHHBIE, HO HE UMEIOIINE CAMOCTOATEIBHOIO 3HAUEHUS KapTorpaduieckie IpUIoKeHus K
Pa3IMYHBIM H3JaHUSAM (KHUTaM, OpolIopam, *)ypHajlaM) YYUTHIBAIOTCS €IWHBIM KOMILJIEKTOM C OCHOBHBIM
U3JIaHUEM.

3.1.8. HOpMaTI/IBHO—TeXHI/I‘ICCKI/IC U TCXHUYCCKUC NOKYMCHTEI (HaTCHTHBIG JAOKYMCHTBI, THUIIOBLIC
MIPOCKTBI U YCPTCIKU, KATAJIOTU IMPOMBIIIJICHHOTO OﬁOpyI[OBaHI/ISI )51 HSHGHHﬁ, HOPMAaTUBHBIC NTOKYMCHTEHI I10
CTaHAapTu3alun, TCXHUUCCKUC YCIIOBHA, PYKOBOJAIINC NOKYMCHTEI U HpaBI/IJIa) YUUTBIBAIOTCA B 9K3CMILISAPaAX
1 Ha3BaHUAX.

KaK OJIUH 3K3€MHJ’I$[p U OJHO HAa3BaAHUC y‘-II/ITI)IBaIOTCSI CTaHJIapTI)I U KaTtajJlorm HpOMI)IHIJ'IeHHOFO
000pYyI0BaHUs U U3JICIHMH, BRIYIIECHHBIC B 00BEINHAIONMICH UX M3/1aTEIbCKOM manke (00JI0KKE) MPU HATHIUN
Ha Tanke oO0IIeH eHbI, COACPKAHUS BCETO U3JIAaHHSI, CIUHBIX BHIXOJIHBIX TaHHBIX.

Kak oTmenpHBIH OJK3eMIUISIp W OTAENBHOEC HA3BaHHWE YUYUTHIBAIOTCS CTaHAApPTBl M KaTajJoru
HpOMBIHlJICHHOFO OGOpy,[[OBaHI/ISI nu H3HCHHﬁ, ﬂpyrne CIICIHAJIBHBIC BHUJbI I[OKyMeHTOB, BBIHYH_ICHHBIG B BUJC
OTACJIBHBIX JIMCTOB, €CJIN Ka)I(I[BIfI U3 HUX HUMECT CBOHM BBIXOAHBIC NAaHHBIC, ueHy, Tnpam, JOAaXXKE €CIIN OHU
00BbeIMHEHBI OJTHOM M3JaTEIHCKOM Mankoi (00I0KKOM).

3.1.9. HeonyOnmukoBaHHBIC JOKYMEHTBI YUUTHIBAIOTCS B 9K3EMIUISAPAX M Ha3BaHHSIX.

Kax OIHWH 3K3EMIUISIP U OAHO HAa3BAHUC YUUTBIBAIOTCA:

ACIIOHUPOBAHHAA Hay4dHad pa60Ta (KOMHJICKT, COCTOSIIIUNA M3 ABYX OK3CMIUIAPOB pa60TBI) )51
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COITPOBOAUTCIILHBIC TOKYMCHTHI,
HGOHY6HI/IKOBaHHLI€ JOKYMCHTHI, C6pOI_HIOpOBaHHBIe HJIN COACPpKAIIUCCA B OTJICIbHOM IIaIKe.

Jns KOHCTPYKTOPCKOM [TOKYMEHTAllMM €IMHULEH ydeTa SIBISETCS YEpPTEK WIM MOJHBIA KOMIUIEKT
KOHCTPYKTOPCKHUX JOKYMEHTOB, OTHOCSILINXCS K OTHOMY U3JIEIHI0 (0OBEKTY).

3.1.10. OGHOBnsieMOE TIE€YaTHOE W3JAAHUE YUYWUTHIBAETCS KaK OTACIBHOEC HAa3BaHUE W OTICIHHBINA
IK3EMIUISIP MPU MEPBUYHOM TOCTYIUICHHMH B OnOamotexy. [locneayromme MocTyIuieHusl BKIAIHBIX JIHCTOB,
npeIHa3HAaYeHHBIX IS TOTIOJHEHUS WM 3aMEHbI COOTBETCTBYIOIUX JTUCTOB B M3/aHUU, OTIAEIBHOMY YYETy
He ToJIJIeKaT.

3.1.11. ®akcuMuIbHOE U3JaHUE YUUTHIBAETCS KAK OPUTMHAIL.

3.2. AyanoBu3yaibHbIE JOKYMEHTBI

K AyJAUOBHU3YAJIBHBIM JOKYMCHTaM OTHOCATCA (bOHOI[OKYMeHTI)I, BUACOAOKYMCHTEI, (bOTOI[OKYMeHTBI,
KHMHOJAOKYMCHTEI.

3.2.1. Enununiamu yuyera (oHJa ayAMOBU3YaJIbHbBIX JOKYMEHTOB SBISIOTCS SK3EMIUISIp M Ha3BaHUE.
Kaxk oTnenbHbIN 3K3eMIUISIP YYUTHIBAKOTCS:

JTUCK - JUIsl TPaMILIAaCTHUHOK;

KaTylIllKa, KacceTa Wik 600MHa - JJ11 MarHUTHBIX (POHOTpaMM;

Kaccera - JUlsd BUJICOJOKyMEHTOB;

KaJp - Ui (OTOTOKYMEHTOB (IMAaNlO3UTUBOB, CIIal/IOB);

6006uHa - 17151 KUHO(DUIBMOB.

Kak oHO Ha3BaHME yUUTHIBAIOTCS:

OT/ICNIbHO BBINYIICHHAs! TPaMIUIACTHHKA, KacceTa JUOO KOMIUIEKT (aap00M) TpaMIIACTHHOK, Kaccer,
00BbEIMHEHHBIX OOIIUM HAa3BaHUEM;

MarHuTHas (oHorpaMma Ha OJHOW Karylike (KacceTe), MarHuTHas (oHorpaMma Ha HECKOJbKHX
KaTyIlKax (KacceTax), 00beJMHEHHBIX OOIUM Ha3BaHUEM;

OTNIETbHO W3JIaHHBIA (DOHOTOKYMEHT WM KOMIUIEKT (DOHOIOKYMEHTOB, OOBEAMHEHHBIX OOIIUM
3aryiaBueM;

KHHODWIBM, TUa(QUIbM HE3aBHCHMO OT YHCJIA COCTaBISIONIMX YaCTeH WM KaaApoB (M1 KOMILIEKTa
JTMATIO3UTHUBOB).

3.2.2. Ay,I[I/IOBI/ByaJ'IBHBIe JOKYMCHTEI, SBJIMIOIIHUECA IIPUIOXKECHUEM K Pas3jIMdHbIM HU3JaHHUAM U
BBINTOJIHAOIMINE CaMOCTOATCIBHBIC CI)YHKI_II/II/I, a TaKXKC HCIOJIb3YCMBIC B pa60Te OTACJIBHO OT OCHOBHOI'O
U3JaHusl, MOTYT YUYUTBIBATHCA KaK OTACIIbHBIC SK3CMILISAPHBI.
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3.3. JloxymeHTBI Ha MUKpO(hopMax
K nokymenram Ha MUKpOo(pOopMax OTHOCATCS MUKPO(DUIBMBI 1 MUKPO(DUIIIH.
3.3.1. Exununiamu yyeta JOKYMEHTOB Ha MUKPO(GOpPMaXx SIBISIOTCS K3EMIUISP U Ha3BaHHE.

DK3eMIUISIPOM JUTS JIOKYMEHTOB Ha MUKpPO(OpMax SIBISIFOTCS: PYJIOH - JIIT MUKPO(QMIEMOB; (DHIIIA - JIIS
MUKPODHIIL.

Kax OOHO HAa3BAHUC YUYHUTHIBACTCA KOMILICKT MI/IKpO(i)I/IJ'IBMOB 50048 MHKpO(i)I/IH_I, O6’[>€I[I/IHCHHBIX O6IJ_II/IM
3arjiaBucM, HE3aBMCHUMO OT YHCJIa COCTABJIAIOIINX YJacTei.

3.3.2. O0umii o6beM (PoHAA TOKYMEHTOB Ha MHKPO(POPMAX YUHUTHIBACTCS MO KOJUYECTBY PYJIOHOB U
(u, BKITFOYasi KOTIMW Pa3HBIX TIOKOJICHUH (apXUBHBIE/pE3EPBHBIE U TIOJIH30BATEIBCKUE).

3.4. DJIEKTpOHHBIE JOKYMEHTHI

K »o7eKTpoHHBIM [TOKYMEHTaM OTHOCSTCS JOKYMEHThl Ha CBHEMHBIX HOCHUTENAX (KOMITAKT-IUCKH,
(brem-kapThl); TOKYMEHTBHI, pa3MellaeMble Ha JKECTKOM JIMCKe KOMIbIoTepa (cepBepe) OHOIMOTEKH U
JOCTYIHBIC TOJIH30BATEISIM 4Yepe3 HWHPOPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHBIE CETH (Jajiee - CEeTeBBIC
JIOKQJIbHBIC JIOKYMEHTHI); JOKYMEHTBI, pa3MellaeMble HAa aBTOHOMHBIX aBTOMATHU3WPOBAHHBIX pPabOUHX
CTaHIUAX OUOMMOTEKH (fanee - MHCTATUPOBAHHBIC JOKYMEHTHI); TOKYMEHTHI, pa3MEIICHHBIC Ha BHEIIHHUX
TEXHUYECKUX  CpPEICTBaX, Ioly4daemble  OMOTMOTEKOH BO  BpEMEHHOE  MOJb30BaHHE  4Yepe3
UH(GOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIE CETH Ha YCJIOBUAX JOrOBOpa, KOHTPAKTa, JHMIIEH3HOHHOTO
COTJIAIIIEHUS C IPOU3BOIUTEISIME UH(OpMALIUH (J1aTiee - CETeBbIC yIaICHHBIE IOKYMEHTHI).

34.1. EI[I/IHI/II_[aMI/I yduc€Ta SJICKTPOHHBIX HOKYMCHTOB Ha CbCMHBIX HOCHUTCIIAX SABJIAIOTCA 3K3CMILIAP U
Ha3BaHUC.

3.4.1.1. Kak oTAenbHBINH SK3eMIUISAP YUUTHIBACTCS KaX/Iblil aBTOHOMHBIN 00BEKT (KOMITAKT-IHCK).

Kax OTACIIBHBIC DK3CEMILIAPHI MOT'YT YUUTBIBATHCA IIPUIIOKCHNA K pa3JIMYHBIM U3JJaHUSAM, BBIIIOJIHAIOIINEC
CaMOCTOATCIIbHBIC CI)YHKI_II/II/I, a TaK’KC HUCIIOJIb3yCMBbIC B pa60Te OTACJIBHO OT OCHOBHOI'O U3aHU.

Kak oTzaenbHble 3K3eMIUISPbl HE YYMTBHIBAIOTCS KOMMAKT-JUCKH, €CIM OHHM IPEACTaBIAIOT CO00i
BKJIQJKy (BJIO’)KEHHUE) B U3/IaHNUE WIH €r0 HEOTHEMIIEMOE NPUIIOKEHHE.

3.4.1.2. Kak oqHO Ha3BaHNE YUYUTHIBAOTCS:
OTJIENTFHO BBIMTYIIEHHBIA KOMITAKT-/IUCK;

Kbl KOMMAKT-IUCK, BXOMSIIMNA B HYMEPOBAaHHYIO WM HEHYMEPOBAHHYIO CEPHUIO AJIEKTPOHHBIX
U3TaHUH;

KOMIIJICKT KOMITIAKT-AMCKOB, OGLC,Z[HHCHHBIX 06H_[I/IM Ha3BaHUCM,
HU3JaHHBIC B Ka4YCCTBC CaMOCTOSATCIIbHBIX I/ISIIaHI/Iﬁ MNPUIIOKCHUS K H3OAHUAM J1000r0 Apyroro Bujaa,

MMEIoIe COOCTBEHHOE 3arjlaBue W JOMYCKAIOIIUE WX WCIOIb30BaHHEe Oe3 oOpameHuss K OCHOBHOMY
H3JIaHHIO.
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3.4.1.3. B nokyMmeHTax Ha (em-kaprax Kak OJUH 3K3eMIUISIp U OJHO Ha3BaHUE YUMUTBHIBAETCS KaKJI0€
LEJIOCTHOE ITPOU3BEICHUE, HMEIOLIEE CAMOCTOSATENILHOE 3arilaBue.

3.4.2. EnMHMAIIaMU y4eTa CETEBbIX JIOKAIbHBIX U MHCTAJUIMPOBAHHBIX JIOKYMEHTOB SIBJISIFOTCS SK3EMILISIP
(ycioBHas eMHMIIA yU€Ta) U Ha3BaHUE.

Kax OJHO HAa3BaHUEC YUUTBIBACTCA HEJIOCTHOC ITPOU3BCACHUEC, UMCIOIICE CaAMOCTOATCIIBHOC 3arjlaBuc, BHC
3aBUCUMOCTH OT €r0o HIpcACTaBJICHHUA. Kak OoaHa C€IWHHWIA YYUTBIBACTCA MOIOJIHSAEMBI U OOHOBISIEMBIH
SHGKTpOHHBIﬁ HAOKYMCHT.

9K3€MHHHpOM SABJIACTCA JOKYMCHT B OIIPCACIICHHOM (I)OpMaTe XpaHCHUA UK NTIPCACTABJIICHUS. (I)OpMaTBI
OI[HOI>'I U TOH Xe CAWMHUIBI KOHTCHTA YUUTBIBAOTCSA OTACIIBHO.

3.4.3. EquaunaMu y4yeTta CeTeBBIX yNaJ€HHBIX JOKYMEHTOB SIBISIOTCS 3K3eMIULIp (YCIIOBHAs €IUHHIIA
ydera) ¥ Ha3BaHHe.

Kak oguH 53K3eMIUIIp M OJHO HAa3BaHHWE YUYUTBHIBACTCA KaKIbIH ITOJIHOTEKCTOBBIA DIIEKTPOHHBIN
JOKYMEHT, UMEIOIUI CaMOCTOSTEIbHOE 3arjlaBue, BKJIIOUEHHBIM B MaKeT, K KOTOPOMY O(GOpPMIIEHO IPaBO
JOCTyNa y ero mnpousBoauTens. Kak oJHa eAMHUIIA YYHUTHIBAETCS TMOMOJHSAEMBIH M OOHOBIISIEMBIN
3JIEKTPOHHBINA JOKYMEHT.

IV. Y4er nocryruieHust JOKyMEHTOB B OMOIMOTEUHbIN QOHT

JIOKYMEHTBI MOCTYMAIOT B OHOIMOTEKY U BKIKOYAIOTCS B OHMONHOTEYHBIH (DOH B pe3ysibTaTe MOCTABKH
00513aTeBHOTO JK3eMIUIsIpa, MOKYNKH (TOAMMCKH, OOMEHa, JapeHUs, MO0XXEePTBOBAHUS, KOIMHPOBAHHS
opuruHanoB u3 honna ONOINOTEKN).

4.1. JlokyMeHTBI IPUHUMAIOTCSI IO IEPBUYHBIM YUETHBIM JIOKyMEHTaM (HaKJIa/JHas, aKT), BKIIOYAIOLIUM
CIIMCOK ITOCTYTUICHHM.

4.1.1. Tlpuem JOKYMEHTOB, NOCTyHarOImMX B OHOIMOTEKy O0€3 MEepBUYHBIX JOKYMEHTOB Ha
0e3B03Me3THOM  OCHOBE (00s3aTENbHBIE SK3EMIUIAPBI, JCMO3UTHBIE JK3EMIUISPBl  MEXKIYHAPOIHBIX
opraHmu3ainuii, 6e3B03Me3/IHbIe MOCTYIUICHHUS] U3 HEU3BECTHBIX M AHOHMMHBIX HCTOYHUKOB), OhopMIsieTcs
aKTOM O MpPUEME IOKYMEHTOB.

4.1.2. IlpuemM DOKyMEHTOB, MIOCTYNAIOIIUX B OMOIHOTEKY OT IOPUINYECKOT0, (PH3MUECKOTO JIUIa B BUC
Japa ¢ yKa3aHHEeM ero Ha3HayeHMs JJs MOMOJHeHHs] OubnuoredyHoro (onaa, ohopmisieTcss AOrOBOPOM
MO’KEPTBOBAHMS B COOTBETCTBHH C [ pasknaHckuM kojekcoMm Poccutickoit @eaepanmu (ct. 574, 582) <1>.

<1> I'paxxpanckuit konekc Poccuiickoii @enepannu. Yacts Bropas ot 26 stHB. 1996 1. N 14-D3 // Colp.
3akoHonarenscTBa Poc. @epepanuu. - 1996 1. - N 5, ct. 410. - C. 1110 - 1296.

4.1.3. IlpueM JOKYMEHTOB OT 4YHUTaTeledl B3aMEH YTEPSHHBIX W NPU3HAHHBIX PaBHOLICHHBIMU
yTpadeHHbIM 0QOpPMIISIETCS aKTOM O MpHEMe JTOKYMEHTOB B3aMEH yTEepSHHBIX. B akTe ykaspiBaetrcs Gpamuiius,
UHUIMANIBI  YWTaTeNsd, CBeAeHUS 00 yTepSHHBIX U3MAHUSAX (PETHCTPAllMOHHBIA HOMEp, KpaTKoe
oubnuorpaduyeckoe omMcaHWE M3AAHUS, II€HA), CBEJEHUS O TMPHUHATHIX H3JAHUAX  (KpaTkKoe
o6ubnuorpaduyeckoe onucaHue U3AaHus, IeHa), OAMUCH YATATEIs U IPUHUMAIOIIEH CTOPOHBI.
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4.2, OI_ICHKa CTOUMOCTH TMECPHUOAUYCCKUX H3I[aHPII>i, MNOCTyMaromunx B 6I/I6J'II/IOTCKy Ha BpPCMCHHOC
XpaHCHUC, HC TIPOU3BOAUTCA.

4.3. IOKyMEHTBI, IOCTYTAIOINE B ONOINOTEKY, MOIeKAT CyMMapHOMY yYeTy.

4.3.1. CeemeHusi 0 BKJIIOYAaEMBIX B OHMONMOTEYHBIH (OHI MOKyMEHTaX (UKCHPYIOTCS B KHHUTE
CYMMapHOTo y4eTa 6u0auoTeqHoro (oHa Wik B IpyroM BUJe perucrpa coriaacHo m. 1.5.2.

PCFI/ICTpBI CyMMapHOro yde€ra MOOJDKHbBI HMMETH 3arojIOBOYHBIC OaHHBIC. HAWMMCHOBAHHE PETHUCTPA,
HaMMCHOBAHUC OpraHU3alluv, MOoApa3aCIICHUA. B PErucTp BIHCBIBAKOTCA HNAHHBIC O HOCTyHI/IBHIeﬁ napTun
JAOKYMCHTOB: aTa U HOpﬁI,[[KOBLIfI HOMCp 3alliucu (HOp)IIIKOBBIﬁ HOMCp 3alliMCH CKCIroJHO HAYUHACTCA C N 1),
HUCTOYHHUK TIIOCTYIUICHHA, HOMCPp M JaTa IMNCPBHUYHOIO YYCTHOIO AOKYMCHTA, KOJIMYCCTBO IIOCTYIIMBIIHX
JAOKYMCHTOB U CTOMMOCTD.

4.3.2. CyMmmapHbIii y4eT TOCTYIUIEHUS 3JEKTPOHHBIX CETEBBIX JIOKAJIbHBIX JTIOKYMEHTOB BEIETCS B
3JIEKTPOHHOM PEECTpPE B COOTBETCTBUM C MOKa3aTessiMu I1. 5.3.1, ¢ yka3aHueM J1aThl 3arpy3Kd MNOCTYIUIEHUH B
CUCTEMY.

4.3.3. CyMMapHBIi Y4YeT NOCTYIUIEHHs 3JIEKTPOHHBIX CETEBBIX YJAJICHHBIX JIOKYMEHTOB BEAETCA B
JIEKTPOHHOM DPEECTPe € OTPAKEHHEM CIEIYIOLUX IOKa3aTelei: NaThl U IOPSIAKOBOrO HOMEpa 3aIHCH,
PEKBHU3UTOB JIMLIEH3MOHHOTO J0roBopa (Ha3BaHUs M HOMEpa JOKYMEHTa, CpOKa €ro JIeHCTBUS, CTOMMOCTH),
KoJMuecTBa 06a3 NaHHBIX (MTAKETOB) M BKIIOYEHHBIX B HUX Ha3BaHUIA.

ITpu moxcyere CyMMapHOro KOJMYECTBA Ha3BaHUN MCKIIFOYAIOTCS AyOJIUpYIOIMECs Ha3BaHUS B IMaKeTax
Ha O/IHOM m1atdopme.

4.4. JIOKyMEHTBI, TOATOTOBJICHHBIE K IMpHUeMy B OMOIHOTEYHBIH (DOHI, TOABEPraroTCs MEPBUYHON
00paboTKe ¥ UHAMBHUYyaJIbHOMY yUETY.

4.4.1. InnuButyalbHBIM y4eT TOKYMEHTOB OCYIIECTBIISIETCS MyTEM MPUCBOCHUS KaKIOMY 3K3EMIUIIPY
JOKYMEHTa PErMCTPallMOHHOTO HOMEpa, MHOTO 3HaKka B KayeCTBE PErMCTPallMOHHOTO HOMepa (CHCTEMHOIO
HOMEpa KOMIIBIOTEPHOM MHpOrpaMMbl, IITPUX-KOAAa M Apyrux). MHAMBUAyalbHBIII HOMEp 3aKperuiiercs 3a
JOKYMEHTOM Ha BCE BpeMsl ero HaxoxkJeHusi B ponae 6ubnnoreku. Perucrpanmonnbie HOMepa HCKITFOUYEHHBIX
u3 (oHJA TOKYMEHTOB He IMPUCBANBAIOTCS BHOBb IIPUHATHIM JIOKYMEHTAM.

Perucrpanuonnsie HOMepa IPOCTABISIIOTCA HEMOCPEACTBEHHO HA JIOKYMEHTax U OTPaXKarOTCS B
pEeTUCTpe HHANBUIYATBFHOTO y4eTa JOKYMEHTOB, IPUHATOM B OMOIIMOTEKE.

Peructpel MHAMBHIyaJIbHOTO ydeTa MOJIKHBI MMETh 3aroJOBOYHbBIC JaHHbIC: HAUMEHOBAaHUE PETUCTPA,
HalMEHOBAHUE OpraHU3alM{, CTPYKTYpHOrO IHOJpa3jieseHus. B peructp BIMCHIBAIOTCS JaHHBIE O KaXKAOM
JIOKyYMEHTE: JaTa 3aliCu B PErucTpe, perucTpallMOHHBII HOMep, KpaTkoe OmbOiauorpaduyeckoe ornucaHue
JIOKyMeHTa (aBTOp, 3arjiaBue, TOM, 4acTh, BBITYCK, MECTO M T'OJ M3/aHUs), IIeHa JIOKyMEHTa, yKa3aHHas B
COIIPOBOJUTEIILHOM JOKYMEHTE.

4.4.2. VHnuBuAyanbHBIA Y4YeT NEPUOAMYECKUX HW3JIaHUM BENETCS B PETUCTPALMOHHON KapTOTEKe
MIEPUOINYECKUX W3/IaHWW, TPEIHA3HAYEHHOW JUIsl y4eTa KaKJIOrO Ha3BaHMS M KaKJOTO 3K3EMIUIIpa, WIA B
aBTOMAaTH3MPOBAHHON Oa3e TaHHBIX.

I[J'ISI NEpUOANICCKUX U3JAHUM B KaueCTBE PEruCTpaliuOHHBIX HOMEPOB MOI'YT HCIIOJIb30BATHCH JIIO0BIE
I/I,Z[GHTI/I(bI/IKaI_II/IOHHBIC HOMCpa: CHCTEMHBII HOMCDp B aBTOMaTH3Hp0BaHHOﬁ Oaze JaHHBIX, peFI/ICTpaI_[I/IOHHHﬁ
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(MOpsAIKOBBIN) HOMEp 3alMCU B PErUCTPALMOHHON KapTOTEKe.

4.4.3. IunuBuayanbHbIi y4eT TOKyMEHTOB, MMEIOLINX B CBOEM O(OPMIIEHUH JPAroleHHble METAIbl U
(unmu) gparoneHHbIE KaMHM M OTHECEHHBIX K KaTeropuu CeH(OBOrO XpaHEHHs, OCYUIECTBISIETCS B
CIIELMAJIbHOM PETUCTPE, B KOTOPOM, KpOME TPAJMLIMOHHBIX II0KAa3aTeed, JAeTCs ONHWCAHWE BHEIIHETO
oopmiieHus ToKkyMeHTa. Kakaplil TUCT perucTpa COnpoBOKIACTCS HTOIOBOM 3alKChIO C YKa3aHUEM JaThl €€
COCTAaBJICHUS U KOJUYECTBA ONMCAHNUMN Ha JIUCTE.

4.4.4. B peructpax MHANBHUIYAJIBHOIO yUeTa B IPUMEYAHUAX YKA3bIBACTCS HAIMYKME U BUJ IPUIOKEHUS
K OCHOBHOMY JIOKYMEHTY, a TaKXe OCOOCHHOCTH JK3EMIUIpa LEHHBIX U PEIKUX JOKYMEHTOB (Hampumep,
HAJIMYME YHHUKAJIBHOTO MeperuieTa, MapruHainuii, negextoB u T.m.). [lpu Hanmuymm macmopra AOKyMEHTa
JTAeTCsl OTCBUIKA K HEMy. B IpumedaHusx MOXKET yKa3blBaTbCsl INPUHAMIECKHOCTh JOKYMEHTA K KAaT€rOpHUH
KHW)KHBIX TAMSTHUKOB.

4.4.5. nauBuyasabHbIM yueT 3JEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JOKYMEHTOB OCYLIECTBISIETCS ITyTEM
BBOJla B 0a3y [JaHHbIX MeTauH(pOpMAalMM O 3arpy3ke JOKyMEHTa B DJEKTPOHHYI OHOJIHMOTEKy C
aBTOMATHUYECKUM MPHUCBOCHUEM HIEHTH(PHUKAIIMOHHOTO (CUCTEMHOT0) HOMEPa KaXKIOMY TOKYMEHTY.

4.4.6. VHnuBuUIyalbHBIM y4YeT S3JEKTPOHHBIX CETEBBIX YJAJIEHHBIX JOKYMEHTOB OCYLIECTBIIIETCA B
AJIEKTPOHHOM BHJI€ TYTEM PETUCTpal 0a3 JaHHBIX (MakeToB) 0e3 MPUCBOCHUS UM PETUCTPAIIHOHHOTO
HOMeEpa.

B peectp uWHIMBHUIYanNbHOTO Yy4eTa CETEBBIX YAAJICHHBIX JOKYMEHTOB BKIIIOYAIOTCS OCHOBHBIC
XapaKTEePUCTHKK 0a3bl JaHHBIX (TaKeTa): onucaHue 0a3bl JaHHBIX (Ha3BaHHE, MPOU3BOJHUTEINb, IIATGOPMa H
() agpec BXOJa), CPOK OKOHYAHHMS IpaBa JIOCTYINA, KOJIWYECTBO Ha3BaHWM, BXOJAIIMX B 0a3y IaHHBIX
(maxer).

B konmyecTBO Ha3BaHMH BKJIIOYAETCS 0OIIEe KOJIMYECTBO IOJTHOTEKCTOBBIX JOKYMEHTOB (KHMHT,
KYpPHAJIOB, Ta3eT, MaTEeHTOB, CTAaHAAPTOB M JPYIrUX [TOKYMEHTOB, YYUTBbIBaeéMbIX B Oubnuoteke). He
BKJIFOYAIOTCS B 3TO KOJMYECTBO JTOKYMEHTBI, KOTOPbIE OOBIYHO HE M3/A0TCS OT/AEIbHO B I€YaTHOM (opmare,
Takue Kak NMpo(uiIN KOMIaHUH, CTaTUCTUYECKHE TaOIUIbl, aHATUTUYECKUE MaTepHuaibl MapkeTunra. [l 6a3
JAHHBIX (ITAKETOB), HE COAEPIKAIIMX IMOJHOTEKCTOBBIX JOKYMEHTOB, B PEKBH3HUTE "Ha3BaHUe" MPOCTaBISAETCS
eAMHHULIA.

4.5. JloKyMeHTHI, BKJIIO4YaeMble B (OHI OMOIMOTEKH, MapKupyroTcs. Ilpm 3TomM MOryT OBITH
WCIIOJIb30BaHbI IITEMIIENN, KHHKHbIE 3HAKU, MHAUBHUIyaJIbHbIE IITPUXOBBIE KOJBI, JPYTHE BUJIbI MAPKUPOBKHU.
OcHoBHbIE TpeOOBaHUSA, KOTOPBIE IOJKHBI COOJIOAATHCS IPU MApPKUPOBKE JIOKYMEHTOB: 00O3HauyeHUE
NPUHAAJIEKHOCTH, ICTETUKA, JOJITOBEYHOCTh MAapKHUPOBOYHOIO 3HAKA, COXPAHHOCTb TEKCTa WM JpYroi
3HAaKOBOW MH(pOpPMALIUH.

4.6. Ha noxymeHTax, SIBJISIOIIMXCS TPUIOKEHHEM K OCHOBHOMY HOCHUTENIO W €ro HEOThEeMJIEMOI
YaCThI0, MPOCTABJISIIOTCA T€ K€ PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.7. BHGKTPOHHI)Ie CCTCBLIC JIOKAJIBHBIC TOKYMCHTHI U 3JICKTPOHHBLIC CCTCBLIC YIAJICHHBIC NJOKYMCHThBI
I/I,Z[CHTI/I(l)I/II_[I/Ipy}OTCSI CrieMaJIbHBIMHU ITPOrpaMMHBIMU CPEACTBAMMU.

4.8. Ha mpuHSATHIX MEPBUYHBIX YUYETHBIX JOKYMEHTAaX MPOU3BOIUTCS 3aIHUCh, MOATBEPKAAIOIIAs, YTO
MOCTYMUBIINE JOKYMEHTHl MPUHATHI B OHOIMOTEYHBIH (OHI KaKk B OOBEKT 0CO0O IIEHHOTO ABMKHMOTO
umytectsa (nanee - OLJIN) win kak B 0OBEKT HHOTO JBMKUMOTO UMYIIIECTBA.

KoHcynbTanTlNKoC

www.consultant.ru Crpanuua 10 u3 16
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpuka3 MuHkynbTYpbl Poccun ot 08.10.2012 N 1077
(pea. ot 02.02.2017) [okyMeHT npegocTaBneH KoHcynbTaHTIAOC
"06 yTBepxaeHun Mopaaka yyeTa AOKYMEHTOB, BXOASLLIMX B... [llaTa coxpaHerus: 28.01.2019

4.9. TlepBuuHble YyuYeTHbIE JOKYMEHTHI, MNOATBEpKJaromue (aKT MOCTYMJICHUs, MEepeaaTcs B
OyXraJTepuro Al BKIIOUEHHs B ydeT Oubauoreynoro (ouna.

4.10. ExexBapranbHO, pu ycnoBuu u3MeHenus: cocraBa OL/IU, cBenenust 00 o0memM KOIMYeCTBE H
CTOMMOCTH JOKYMEHTOB, BKJIOUYEHHBIX B cOCTaB OuOmmoredHoro (oHma Kak OOBEKT 0c000 IEHHOTO
JIBMDKAMOTO UMYIIIECTBA, TIEPEAIOTCS YIPEIUTEITIO.

V. Vder BBIOBITHS TOKYMEHTOB U3 OMOIMOTEYHOTO (hOH/Ia

JIOKyMeHTBI BBIOBIBAIOT M3 OMOIMOTEYHOrO (POHAA B CBSA3H C (PU3NYECKOHN YyTPAaTOW MIIM YACTUIHOH OO
MOJTHOW YTpaToW MOTPEOUTENhCKUX CBOMCTB. BBIOBIBaroIIye JOKYMEHTHI MCKIIOUAIOTCS U3 OMOIMOTEYHOTO
(hoHIa M CIUCHIBAIOTCS C BO3MOXKHOCTBIO TIOCIEAYIOIICH O€3BO3ME3THON mepenadn B Apyrue OMOIMOTeKH
a100 peanu3almH.

5.1. HckmroyeHne JOKYMEHTOB W3 OuOmMoTeyHoro (oHIa AOMyCKaeTcs MO CIEAYIOIIUM NpUYUHAM:
yTpaTa, BETXOCTb, A€EKTHOCTh, YCTAPEIOCTh MO COACPKAHUIO, HETPO(PUIHLHOCTb.

HenpoduinbHOCTh JOKYMEHTOB ycCTaHaBIMBaeTcs Ha OcHOBE IIpodwmis xomriekToBaHus (HOHIA WIIH
WHOTO HOPMAaTHBHOIO JIOKYMEHTa, YTBEpPXKJAAaeMOro pykoBoaurtenaem Oubmuortexku. Ilo mnpuunnue
Henpo(UILHOCTH MOTYT UCKIIIOUaThCS U3 (POHMA TOKYMEHTHI, HE KOMILJIEKTyeMble OMOIMOTEKON (MIpH OTKa3e
OT KOMIIJIEKTOBAHUS OTJENbHBIX KaTeropuil JOKYMEHTOB), M3JIMIIHE AYyOJETHbIE HK3EMIUIAPHI, 3aMEHEHHbIE
Oosiee MOJHBIMH IO COAEPIKAHUIO, JIYUIIMMU HO OQOPMIICHHIO, (PU3MYECKOMY COCTOSHHIO WM3IaHUSMM; I10
HCTEYEHNN CPOKA XPAaHEHUS JIOKyMEHTOB, IIPU HU3KOM YPOBHE UMTATENIBCKOIO CIpOCa, TP HECOOTBETCTBUU
AJIEKTPOHHBIX JOKYMEHTOB TEXHHYECKOMY U IPOTPAMMHOMY O0€CIIEYEHUI0 OUOINOTEKH.

5.1.1. HckmroueHue IOOKYMEHTOB [0 MPHYMHAM YCTapejIoCTH IO COAEPKAHMIO, HENpO(PUIbHOCTH
(ManocnpaniBaemMblie), a TaKKe M0 MPUYMHAM BETXOCTH U JE(PEKTHOCTU HE TOMYCKAETCS MO OTHOILEHUIO K
€IMHCTBEHHBIM 9K3EMIUISIpaM JOKYMEHTOB IIOCTOSIHHOIO (0€CCPOYHOI0) XpaHEHHUs.

5.1.2. Hckimouenne AOKYMCHTOB, OTHCCCHHBLIX K KHHWXHBIM MMaMATHUKAM, IOITYCKACTCA TOJIBKO IIO
NOpHUYUHC YTpaTbl IPHU YCIOBHUU OTPAKCHUA I/IH(I)OpMaI_[I/II/I O KHHWXXHOM ITIaMSATHHKC B PCCCTpe KHHW>KHBIX
IIaMsATHHKOB.

5.2. BrIObITHE TOKYMEHTOB M3 OMONMMOTeYHOTO (hOoHIA OPopMIIsieTcss AKTOM O CIIMCaHUH MCKITIOYEHHBIX
o0BbekTOB OMOIMOTeyHoro Qonaa (mamee - AkT o cnucanuu) no ¢opme (xkox mo OKVY][ 0504144),
YTBEPKJICHHOHU Mpuka3zoM MunuctepctBa ¢punancoB Poccuiickoit deneparuu ot 30 mapta 2015 r. N 521 "O06
YTBEPXKACHUU (POPM MEPBUYHBIX YUYETHBIX JOKYMEHTOB M PETHCTPOB OyXTaJITEpCKOTO y4eTa, NpUMEHSIEeMbIX
OopraHamMH rocyJapCTBEHHOH BIacTH (roCylapcTBEHHBIMU OpraHaMu), OpraHaMH MECTHOTO CaMOYTpaBJICHUS,
OpraHamMHl  yOpaBJCHHS  TOCYJapCTBCHHBIMH  BHEOIO/DKETHBIMH  (DOHZAMHU,  TroCyAapCTBEHHBIMHU
(MyHULMIANBHBIMHU) YUYPEXKACHUAMU, 1 MeToAMYeCKUX YKa3aHUH 1Mo UX MpUMEHEHUI0" (3aperucTpupoBaH B
MunucrepctBe toctuuun Poccuiickoir ®depepamuun 2 wutons 2015 1., peructpanuonusidi N 37519,
opuIIMaIbHBI MHTEPHET-MOPTAI MpaBoBord wuHpopMamuu http://www.pravo.gov.ru, 8 wutons 2015 r. N
0001201506080020), ¢ u3MeHeHUsIMU, BHECEHHBIMH TpuKazoM MuHuctepcTBa (uHaHcoB Poccuiickoit
@eneparun o1 16 HOsOps 2016 r. N 209H (3apeructpupoBaH B MHHHUCTEpCTBe rOCcTUIMHM Poccuiickoit
Oeneparun 15 gexabpst 2016 1., peructpammonnsiii N 44741, opunuanbHbII WHTEPHET-MOPTAN MPaBOBOM
nHpopmanuu http:// www.pravo.gov.ru, 19 nexadpst 2016 r., N 0001201612190019).

(m. 5.2 B pen. Ilpukaza MunkynsTypsl Poccun ot 02.02.2017 N 115)

5.3. K AKTy 0 criucaHuy mpujiaraercsi ClucoK Ha UCKIIIoUeHUue 00beKTOB OnbmuoreyHoro ¢onaa (nanee
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- CIHCOK), KOTOPBIM BKJIIOYAET CIEAYIOUIME CBEICHHs: PErMCTPALMOHHBIA HOMEp M MUpP XpaHEHUs
JIOKYMEHTa, KpaTkoe OubOiauorpaduueckoe OmNHcaHue, LEHY IOKyMEHTa, 3a(UKCHPOBAHHYIO B PErucTpe
WH/IMBUYAIBHOTO y4YeTa JOKYMEHTOB, KOX((HIMEHT MEPEOleHKH, LIEHY MOCie MEePeoLleHKH H OOIIyIo
CTOMMOCTb MCKIIFOUAEMBIX JOKYMEHTOB.

JIIss TIeYaTHBIX JIOKYMEHTOB BPEMEHHOTO XpaHCHHS JOIYCKAaeTCs 3aMeHa CITMCKAa KHUKHBIMU
dhopmyrspamu.

JUis  TOKyMEHTOB, OOpaOOTaHHBIX IPYNIOBBIM (YIPOIIEHHBIM) CHOCOOOM, BMECTO CIHCKa JaeTcs
IIepEeUEHb PErUCTPALIMOHHBIX HOMEPOB, BUJ HCKIIIOYAEMBIX M3AaHUN, UX KOJIMYECTBO.

5.4. K Axty 0 cnucaHuM 1O IPUYMHE YTpaThl U CHUCKY MPUIIATalOTCs JOKYMEHTBI, MTOJTBEP:KIAI0IINE
yTpaTy (MOSICHUTENbHAs 3alMCKa, B CIydyae KpakH WM XUIIEHUS - MPOTOKOJI, aKT, 3aKIIYeHHe
YIOJHOMOYEHHBIX OPraHOB, IPU BO3MEUIECHUH yIIepOa - GUHAHCOBBII TOKYyMEHT O BO3MEILIEHUH yliep0a).

Bo3mermenne uuratensMu  ymepba Jomyckaercs B (OpME 3aMEHBl  YTEpSHHOTO JIOKYMEHTa
PaBHOIICHHBIM JIHOO MyTeM ACHEKHOW KOMICHCAlu. [Ipy mpremMe JeHer OT YuTaTeneil B3aMeH yTepsIHHBIX
KHUT WM JAPYTHX JOKYMEHTOB COCTABIISICTCS TPHXOAHBIA OpJEp, M YHTATEII0 BBIAACTCS KBUTAHIHS
YCTaHOBJICHHOTO 00pasia.

5.5. Ilpu Bo3MelieHHM uWTaTelIeM yllepda CTOMMOCTh YTPAad€HHBIX JOKYMEHTOB YCTAaHaBIUBAETCS
9KCIIEPTHON KOMHCCHEN O OI[EHKE JOKYMEHTOB, Ha3HaYeHHON MPUKAa30M PYKOBOJIUTENS OMOIMOTEKH.

IIpu yrepe WM XMILEHUU LEHHBIX U PEIKUX KHMI Ul ONPENEICHHUS MX CTOMMOCTH KOMHUCCHUS MOKET
OpuBJeKaTb K CBOeM paboTe COOTBETCTBYIOLIMX OKCIEPTOB, a TaKKe MHCIOIb30BaTh MaTepUabl
Hay4YHO-METOAUYECKUX LEHTPOB, KHIDKHBIX AayKIUOHOB M sApMapok. B 3Tux ciydasx omnpezneieHue
MPUYMHEHHOTO yIepOa mpeaebHbIMU K03 (HUIIMeHTaMU KPaTHOCTH HE OTPaHHYUBACTCS.

5.6. AKT 0 cHucaHMM 1O OJHOW W3 MPHUYMH, YKa3aHHbIX B M. 5.1, ¢ NPWIOKEHHBIM CIUCKOM
TOAMMUCHIBACTCS TIPEACEeaaTeNIeM M WICHaAMH KOMHUCCHHM TIO0 CIHCAaHWI0 OOBEKTOB OmOIMoTeuHoro ¢oHmaa,
YTBEPKAACTCA PYKOBOAUTEIIEM YUPEKACHHUS.

5.7. Ilocne yTBepkIeHus: AKTa O CIIMCAaHUU OCYIIECTBISIOTCS MEPONPUATHS TI0 TiepepacipeeNieHUuIo U
peanu3anyu CIMcaHHBIX 00bEKTOB OMbIMoTeyHoro hoHmaa.

5.7.1. CnucaHHble OOBEKTBHI, HCKIIOYCHHbIE M3 OuOIMOTEeuHOro (oHAa MO NPUYMHAM BETXOCTH,
Ne(heKTHOCTH, yCTapesIOCTH MO COEPKAHUIO, MOTYT TIepeaBaThCsl Ha 0€3BO3ME3IHON OCHOBE IOPUANYECKUM
u ¢usndeckuM ymam. HeBocTpeOOBaHHBIC B TEUEHHE MIECTH MECSIIEB C JIaThl CIIMCAHUS JTOKYMEHTHI MOTYT
HaIpaBJIATHCS B IIyHKTbl BTOPUYHOI'O ChIPbS.

(mm. 5.7.1 B pen. [Ipuxaza Munkynstypsl Poccun ot 02.02.2017 N 115)

5.7.2. CnucanHble 00BEKTHI, UCKIIOUEHHbIE U3 OMOIMOTeYHOro (hOHIA MO MPUYMHE HENpO(UIBHOCTH,
MEepearoTCs MO PeleHHI0 OMOIMOTEKH B OOMEHHBIN (DOHI B LENSAX JaNbHEHIIeH nepeiayn Ha 0e3B03Me3THON
OCHOBE HEKOMMEPYECKHM, a TaK)K€ TOCYJapCTBEHHBIM KOMMEPUYECKHM OPTaHU3aLUSAM WIH U pealn3aluu
IOPUINYECKUM U (Qu3HUecKuM unaM. HeBocTtpeOoBaHHBIC MITH HEPEaTM30BAHHBIC B TCUCHHE IIIECTH MECSIIEB
C JJaThl CIMCAHUS TOKYMEHTBI MOT'YT Iepe/laBaThCsl Ha 0€3BO3ME3/IHOM OCHOBE IOPUINYECKUM U (PU3UUECKUM
JMLIaM JINOO HANpPaBIIATHCS B MyHKTHI BTOPUYHOTO CHIPbS.

(mm. 5.7.2 B pen. [Ipuxaza Munkynstypsl Poccun ot 02.02.2017 N 115)
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5.7.3. Tlpu OTCYTCTBMM IMyHKTOB BTOPHYHOTO CHIpbS WM B CIy4asX, KOTJa clada JOKYMEHTOB Ha
nepepadoTKy 3KOHOMHUYECKH HelenecooOpa3Ha, COTPYAHUKH OMOIMOTEKH YHUYTOXXAIOT HCKIIOYEHHBIC W3
6I/I6J'H/IOTe‘IHOI‘O (1)0H):[a I[OKYMCHTLI B ClII€OuaJIbHO OTBCACHHOM IJId OTHUX uenel‘/i MCCTC B HpI/ICYTCTBI/II/I
YHOJ'[HOMO‘IGHHI)IX y‘-IpeI[I/ITCJ'IeM JINII, KOTOpI)IC COCTABJIAKOT aKT 06 yHI/ILITO)KeHI/II/I CIITMCAHHBIX O6”I)€KTOB
oubmmoTeyHoro GoHma.

B Axte o cnucaHuM oOTpaxkaroTcs HAaMMEHOBaHUE, HOMEpP M Jara JOKyMEHTa, IOJITBEpPXIAIOLIEro
pemieHne OMOMMOTEKH O Tiepefadye CIHUCAHHBIX OOBEKTOB OuOmnoTeuHoro (oHaa B OOMEHHBIN (oOHI,
JIOKYMEHTa, MOATBEPKIAIOIIEro pelleHue OMOINOTEKH O pealn3alii CIUCAHHBIX 00BEKTOB OMOIMOTEYHOTO
¢doHIa OpUAMYECKMM U (PU3MYECKUM JIMIIaM, JOKYMEHTA, MOATBEP)KIAIOIIEro pelieHue OHOIMOTeKH O
nepeadye Ha OE3BO3ME3JHOM OCHOBE CIHMCAaHHBIX OOBEKTOB OHONMHMOTEYHOTO (OHOA HOPUAMYECKHM U
¢bu3nyeckuM JHIaM, JOKYMEHTa, MOJTBEp)KAAoUIero (akT cAauyd CHUCAHHBIX OOBEKTOB OMOIMOTEUHOTrO
(hoHa B TyHKT BTOPUYHOTO CHIPBS, WU aKTa 00 YHHUTOXCHUH CITUCAHHBIX 00BEKTOB OMOIMOTEYHOTO (hOH/A.
Belmieyka3aHHble JOKYMEHTBHI MpUJararoTcst K AKTY O CHMCAaHHUHM CO CIMCKOM OOBEKTOB, MCKIIOUEHHBIX U3
6ubnnoTeyHoro GpoHaa.

HckmroueHHsle U3 OMOIMOTEYHBIX (POHOB MUKPOGOPMBI Ha TAIOT€HUA0CEPEOPSHON MIICHKE MOJIekaT
clade Kak cepedpocoiepkalire 0TX0Ibl B COOTBETCTBHH C 3aKOHOAaTeNbcTBOM Poccuiickoit denepariuu.
(m. 5.7.3 BBenen Ilpukazom MunkynsTypsl Poccun ot 02.02.2017 N 115)

5.8. Tlocrie 3aBepiiieHHs MEPOIIPUATHIA, MPETyCMOTPEHHBIX AKTOM O CIIUCAHUU MCKIFOUEHHBIX 00BEKTOB
OoubmuoTeyHoro (GoHma, TEPBBIA OK3EMIUIIP AKTa O CHHCAHMA CO CIHUCKOM U JOKYMEHTOM,
MOJITBEPKTAIOIINM BBIOBITHE, TICPEIACTCS B OYXTaJITEPUIO, BTOPOM DK3EMIUIAP OCTACTCS B MOAPA3JICICHHUH,
OCYIIECTBIISIONIEM YUeT OnbImoTeuyHoro GoHmaa.

Ha ocHoBanmm AKTa O CHUCAaHWHM WCKJIFOYCHHBIX OOBEKTOB OHMONMHMOTEYHOTO (hoHAA OMOIMOTEHYHOE
MOJIpa3ielieHrue U OyXraiTepus BHOCAT H3MEHEHHUS B COOTBETCTBYIOIINE YUCTHBIE JOKYMCHTBI.

5.9. AKTBl O CIHMCaHMM PETHCTPUPYIOTCA B KHUIE CyMMAapHOro ydera OubOiauoredHoro ¢osHpa (mwiu
JPyroM BUJIE PETUCTPA CyMMApHOI'O y4eTa BbIOBITHS IOKYMEHTOB, IPUHIATOM B OMOIHOTEKE).

5.10. B perucrpanMoHHOW KHUTe (WX IpYroM BUJAE PETUCTPAa MHIMBHUIYAJIBHOIO yueTa JOKYMEHTOB,
MPUHATOM B OMOJIMOTEKE) MPOCTABIAETCS HOMEP U JaTa AKTa O CIIMCAHHH.

5.11. Bce wuckmouaembie u3 ¢GoHAa OMOTMOTEKHM MOKYMEHTHI (KHHWTH, >XypHAJbl, JAPYTHE BHIBI
JOKYMEHTOB) JIOJDKHBI OBITH COOTBETCTBYIOIIUM 00pa3oM OQOPMIICHBI: CHEIHAIBHBIM MITEMIENIEM JIODKHBI
OBIThH TOTAIIEHbI IITaMIIbl OMOIMOTEKH.

5.12. DneKTpOHHBIE CETEBbIE JIOKAIbHBIE JOKYMEHTHI YJAJSAIOTCS U3 JIEKTPOHHOW OMONIMOTEKH Ha
OCHOBaHMU AKTa O CIIUCAaHWU C YKa3aHWEM NPUYMHBI UCKIIOueHHs. HauMeHoBaHWe, HOMEp M Jara akra
BBOJATCS B 0a3y JaHHBIX B KAU€CTBE METAaUH(OPMALIMU K COOTBETCTBYIOLIEMY IOKYMEHTY.

Ha ocHOBaHMM BBEJEHHBIX CBEACHUH IMPOrPAaMMHBIM CHOCOOOM (GopMHpYyeTcsi mepedeHb AKTOB O
CIHCaHUM (PeecTp CyMMapHOTO ydYeTa BBIOBITHS CETEBBIX JIOKAIBHBIX JOKYMEHTOB) U TIEPEYCHb CIUCAHHBIX
OOBEKTOB 3JEKTPOHHOH OMOIHOTEKHM (peecTp HWHIMBHIYaIbHOTO Y4YeTa BBIOBITUS CETEBBIX JIOKAJIBHBIX
JTIOKYMEHTOB).

5.13. BBIOBITHE DSIEKTPOHHBIX CETEBBIX YNAJICHHBIX JOKYMEHTOB HE O(QOpPMISETCS CIEIUAIbHBIM
nokyMeHTOM. [lonTBepikIeHUEM BBIOBITHS SBISICTCS HCTCUYCHHUE CpPOKA JIEHCTBUS JTOKyMEHTa (JIOTOBOpA,
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KOHTPAaKTa, JIMLIEH3UOHHOTO COTJallleHus), 0()OpMIECHHOTO Ha MPaBO JOCTyMA K ONpeneleHHON 0a3e JaHHBIX
(makeTy) CeTeBBIX JTOKYMEHTOB, W OTCYTCTBHE JOTOBOpa, KOHTPAKTa, JHIICH3MOHHOTO COTJIAIICHUS,
0(OPMIICHHOTO HA HOBBIH CPOK.

5.14. ExexBaptanbpHO, npu yciaoBuu usmeHeHus cocraBa OL/IU, oOmue cBeaeHUst 0 KOJUYECTBE U
CTOMMOCTH JIOKYMEHTOB, CIIMCAHHBIX W3 OMOIMOTEYHOTro (oHIA KaK O00BEKTa 0CO00 IEHHOTO ABHUKHUMOTO
UMYIIECTBA, C yKa3aHUWEM IMepeyHss AKTOB O CIIMCAaHUM, MPUYMH M HAIpaBJICHUN BBIOBITHS JOKYMEHTOB,
NPEJCTaBISIIOTCS yupeauTento. KonnuecTBo BHIOBIBAIONIUX JOKYMEHTOB HE JOHKHO MPEBHIIIATH KOJIMUYECTBA
BHOBB TIOCTYMAIOIINUX JTOKYMEHTOB B OMOTUOTEYHBIN (HOH]I.

VI. Yder uroros nemwxkenust OubiarnoreyHoro ¢hoHaa

6.1. Utorn nBmwxenus (GOHIOB MOIBOJAATCA B KHUTE€ CyMMapHOro ydera O6uOianoredHoro donnga (Uiu
JIPYTOM PETUCTPEe CYMMAapHOTO y4eTa, MPUHSATOM B OMOTMOTEKe) Ha OCHOBAaHHUH JaHHBIX CYMMapHOTO y4eTa O
MOCTYIUICHUU U BBIOBITUU JOKYMEHTOB.

HToroBsie TaHHBIC UMEIOT YETHIPE 00S3aTENBHBIX MMOKA3aTENs: COCTOSIIO HAa HAYallo TOja, MOCTYIHIIO 32
roJ1, BBIOBLIO 3a T'0JI, COCTOMT Ha KOHEIT T'0/1a.

Hrorosnie JAHHBIC IO 3JICKTPOHHBIM CCTCBBIM YJAJICHHBIM JOKYMCHTAaM MPEACTABIIAOTCA CICAYOIUMU
IMOKa3aTCIAIMM YUETHBIX €AMHUIL: COCTOLAJIO HAa Ha4Yajlo rojaa, O(l)OpMJ'IeHO B AOCTYyIl B TCUYCHHUE roaa, JOCTYIL
IMPEKpalICH B TCYCHUC I'0Jld, COCTOUT HA KOHECII IroJa.

6.2. Cenenuss 00 HMTOTOBBIX JAHHBIX (UKCUPYIOTCS B (hOpME TOCYAapCTBEHHOW CTaTUCTHYECKOU
OTUETHOCTH U MPEACTABIAIOTCA IS LIeJIel roCy1apCTBEHHON CTaTUCTUYECKOW OTUETHOCTH.

Hroroseie qanabie 00 00MeHHOM (hOoHIEe HE BKIIIOYAIOTCS B OOIINE TIOKa3aTe OMOIMOTEYHOTO (POH/A.
VII. IIpoBepka Hamnuust JOKyMEHTOB OMOIHMOTEUHOTO (DOHIa

7.1. IIpoBepka HaANIMYKS JOKYMEHTOB OnOInoTeuHoro (Goua (nanee - mposepka GpoHaa) MpOU3BOAUTCS B
00s13aTeTLHOM TMOPSIJIKE:

NIPY BBISABIICHUH ()aKTOB XHUILEHHSI, 37I0YTIOTPEOICHHSI WIIH TTOPYX JOKYMEHTOB;

B CIy4ae CTHXUMHOro O€nCTBHsA, IOKapa WIM JPYyTUX YPE3BbIYAMHBIX CUTyalWid, BBI3BaHHBIX
JKCTPEMAJIBHBIMU YCJIOBUSIMU;

Ipu peopraHn3anv Uin JUKBUAaIUN OMOJIMOTEKH.

I[J'ISI MPOBCACHUA ITPOBCPOK PYKOBOAUTCIICM OpraHuU3allii HAa3HAYaCTCd KOMHCCHA, B COCTaB KOMUCCHU
AOJDKCH BXOAUTH NPCACTABUTCIIb 6yXFaJIT€pI/II/I.

7.2. IlpoBepka (oHIA B IITAHOBOM OPSIIKE OCYIIECTBIISIETCS B CIEIYIOIIUE CPOKH:

JOKYMCHTEI, HUMCIOIINUEC B OQ)OPMHGHI/II/I AparouCHHbIC MCETAIbl U (I/IJ'II/I) Aparou€HHbBIC KaMHHU, -
CXKCIrOJHO,

(GOHI pelKUX U LIEHHBIX KHUT - OJIUH pa3 B 5 JIeT;
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¢donab! OubmmoTek A0 50 ThICAY yUYETHBIX €JMHHUL - OJIUH pa3 B 5 JIET;

¢donasl 6ubmmorek ot 50 10 200 THICSY YUETHBIX €IUHMIL - OIUH pa3 B 7 JIET;

¢donasl 6ubmmorexk ot 200 ThICAY 10 | MIIITMOHA YYETHBIX €MHUIL - OJIuH pa3 B 10 jer;
¢douas! Onbmmotek ot 1 10 10 MUJUTMOHOB YYETHBIX €UHMII - OIUH pa3 B 15 mer;

dbouapl 6ubmoTek oT 10 10 20 MUJIITMOHOB YYETHBIX €MHMIL - OAWH pa3 B 20 JyeT;

¢bonab! OubMoTeK cBblle 20 MIIJTMOHOB YUETHBIX €AMHUIL - | MIIIMOH 3K3EMILISPOB B O,

[TnanoBast mpoBepka (oHAa OMOTMOTEKH MOXET OCYLIECTBISATHCS IOITAITHO B COOTBETCTBUH C
rpauKOM TPOBEICHHS MPOBEPKU BCEro (POHAA WM €ro 4acTH (B TOM YHCIE PEIKUX W IIEHHBIX KHUT) C
OIIpe/ieJICHHEeM CPOKOB M KOJIMYECTBA IUIAaHUPYEeMOro o0bemMa paboThlI.

7.3. HpOBepKa SJICKTPOHHBIX CETCBBIX JIOKAJIBbHBIX JOKYMCHTOB OCYIICCTBIIACTCA MO KOJIUMYCCTBCHHBIM
IIOKa3aTciIsIM, a TaKXKE IO KOHTPOJBbHBIM CyMMaMm, IMMO3BOJIAIOIIUM BBIABUTH U3SMCHCHUS B JOKYMCHTC.

HpOBepKa AOCTYIIHOCTHU JJICKTPOHHBIX CCTCBBIX YAAJICHHBIX JOKYMCHTOB OCYIICCTBIIACTCA C aApECOB
BX0J4, YKa3aHHBIX B pETUCTPC HHANBUAYAJIIbHOTO YUCTA.

7.4. TlpoBepka Bcero ¢oHIa MM €ro 4YacTH 3aBEpLIACTCS COCTABIEHHEM akTa O pe3yjbTarax
MIPOBEICHUSI TPOBEPKU HAIMYMS JOKYMEHTOB OMOIMOTeYHOro ()OHAAa W TNPHIOKEHHEM K HEeMy CIIMCKa
JOKYMEHTOB, OTCYTCTBYIOIIIUX [0 HEYCTAaHOBJICHHOW ITPUYMHE.

B akte duxcupyroTcs cBeieHHS O KOJUYECTBE JOKYMEHTOB OMOIMOTEYHOro (oH/a MO JaHHBIM yueTa;
JOKYMEHTOB, MMEIOLIMXCS B HAJIWYMU; JOKYMEHTOB, OTCYTCTBYIOUIMX B OuOnIHOTeYyHOM (HOHIAE IO
HEYCTaHOBJICHHOW MpuYMHe. B akTe Takke yKa3blBalOTCS HOMEp M JaTa akTa O MPOBEICHUU Mpeablaylei
MIPOBEPKU. AKT C MPWIOKEHHEM CIIHCKA JOKYMEHTOB, OTCYTCTBYIOUIMX [0 HEYCTAHOBJIEHHOW INpPUYMHE,
MIOJNKCHIBAETCS MIPEACENATENIEM U YIEHAMH KOMUCCUU U YTBEPKIAETCS PYKOBOAUTENIEM YUPEKICHHUS.

7.5. Ilpu BBISBIEHUU B MpoIlecce MPOBEPKH (OHAA OTCYTCTBYIOIIUX JOKYMEHTOB M HEBO3MOXKHOCTH
YCTAaHOBJICHUSI BHHOBHBIX JIMI] YOBITKH TIO HEJAOCTAayaM CIHCHIBAIOTCS B COOTBETCTBHHM C JIEHCTBYIOIIUM
3aKOHO/JIaTEIbCTBOM.

VIII. Jlenonpons3BOACTBO B OpraHU3alyy yyeTa
oubroTedHoro Goxa

8.1. Opranmszanus pabOThl C MOKYMEHTaMH IO y4eTy OHUOIMOTeYHOTO (OHIA OCYHIECTBISETCS TIO
NpaBUJIaM BEJICHUS JICTIONPOU3BOJICTBA.

8.2. Cpoku XpaHEHHMs IOKyMEHTOB YCTAaHABIMBAIOTCA B cooTBeTcTBHM ¢ IIpukxazom MuHucTepcTBa
KynbTypel Poccuiickoit @enepamun ot 25.08.2010 N 558 O6 yrBepxkaeHuu "llepeuHs THIOBBIX
YIPaBIEHYECKUX AapXMBHBIX JOKYMEHTOB, 0O0pa3yloIUXcs B Mpolecce AEATEIbHOCTH TOCYJapCTBEHHBIX
OpraHOB, OpPraHOB MECTHOTO CaMOYIpaBJI€HMs M OpraHu3alui, C YyKa3aHHMEM CpPOKOB XpaHEHHud'",
3apeructpupoBaHnHbiM MuHtoctoMm Poccutickoit @enepanuu 08.09.2010, N 18380.

8.2.1. [locTosiHHO, 10 MTUKBUAALUUU OUOIMOTEKH, XPAHATCS PErUCTPhl HHAUBHUIYAIbHOTO U CYMMapHOTO
ydeTra JOKYMEHTOB OuOmuoreyHoro ¢oHaa (perucTpalioHHbIE KHUTH, HWHBEHTApHBIE KHUTH, KHHUTU
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CYMMApHOro yuera, y‘-ICTHBIﬁ KaTtaJior, Tonorpaq)nqecxne OIMINCHU U KaTaHOrI/I).

8.2.2. B TedeHue AeCATH JIET XpaHATCS AKTHI O CHHCAaHHHM WCKIIOYEHHBIX OOBEKTOB OMOIMOTEYHOTO
(oHIa U1 aKTHI O IpUEMe-TIepeaue CIIUCAaHHBIX 00BEKTOB OMOINOTEYHOTO (POHA.

8.2.3. B TedeHue NATH JIET XPaHATCS NEPBUYUHBIE YUETHbIE TOKYMEHTBI, IOATBEPKIAIOIINE TOCTYIIJICHHE
JIOKYMEHTOB B OMOIMOTEUHbIN (OoH (HaKIIaAHbIE, aKThl O IPUEME, aKThl CTAUU-ITPUEMKH).

8.2.4. Jlo okoHYaHHS OYepeaHON MPOBEPKHU (OHJIA XPAHATCS aKThI O Pe3yJIbTaTax MPOBEACHHS MPOBEPKH
HAJIUYUS JOKYMEHTOB OubnuoreyHoro oumaa.
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