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®EJEPALIMU

ITPUKA3
or 8 oxkTsa0ps 2012 r. N 1077

Ob YTBEPKAEHUU NIOPAIKA YUETA JOKYMEHTOB,
BXOAAIINX B COCTAB BUBJIMOTEYHOI'O ®OHAA

(B pex. [lpukaza MunkynsTypbl PO ot 02.02.2017 N 115)
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MOPSIJIOK

YUYETA IOKYMEHTOB, BXOAAIIIUX B COCTAB
BUBJINOTEYHOI'O ®OHJA

(B pen. Ilpukaza Munkynbtypsl PO ot 02.02.2017 N 115)

. O0une mos10KeHU A

1.1. Yder nokyMeHTOB OMOIMOTEYHOro (OHIA SBIISIETCS OCHOBOW OTYETHOCTH W TUIAHWPOBAHUS
NESITeIbHOCTH OMOIMOTEKH, CIIOCOOCTBYET 00ECIICUCHHUIO €0 COXPAaHHOCTH.

1.2. Yuer BKJIIOYAET PETUCTPALIUIO TIOCTYIJICHUS JOKYMEHTOB B OMOIMOTEYHBIA (POHT, MX BHIOBITUS
u3 (QOHIa, WTOTOBBIC JAaHHBIE O Benu4yuHEe (0O0BeMe) Bcero OMOIMOTEYHOro GOHIA U €ro
MOJIPa3JIeJIOB, CTOMMOCTh ()OH/IA.

1.3. OcHOBHBIC TPeOOBaHUS, MPEABIBIIIEMBIC K YIeTY OMOIHOTEYHOTO (hOH IA:

MOJTHOTA U JJOCTOBEPHOCTH YYE€THOU HH(OpMAIIHH;

OTEepaTUBHOCTD;

JOKYMEHTHUPOBAaHHOE 0(hOPMIICHUE KAXKIOTO MOCTYIIIIEHUS B POH]T M KXKJIOTO BBIOBITHA U3 (POHIA;

COBMCCTHUMOCTL IIPUEMOB H q)OpM yYu€Ta, UX HAJACKHOCTH IMPU MapalJICJIbHOM HCIOJb30BAHUH
TpaﬂHHHOHHOﬁ n aBTOMaTH3HpOBaHHOﬁ TEXHOJIOTUI y4aeTa,

COOTBETCTBHE HOMEHKIATyphl TMOKa3zarene ydera (OHAA aHAJOTHYHBIM  TOKa3aTeNsiM
rOCyJapCTBEHHON OMOTMOTEUHON CTAaTUCTUKH.

1.4. VYuery mnoanexar BC€ MOKYMEHTHI (ITOCTOSHHOTO, ATUTEIBHOTO, BPEMEHHOTO XpaHEHUs),
nocTymnarwomme B Gona 6ubanoTeku u BeIObIBaromue u3 (HoHaa OMOIMOTEKH, HE3aBUCUMO OT BUIA
HOCHTEJIS.

1.5. Yyer HOKYMEHTOB BeIETCS B PEruCTpax HWHAUBUAYAIBHOIO U CYMMapHOro Yyuyera B
TPAAUITMOHHOM U (WJIH) SJIEKTPOHHOM BH/IE.

1.5.1. PerucrtpaMu WHAMBUAYAJIBHOTO YYeTa JOKYMEHTOB SBIIIOTCS: PETUCTpPAllMOHHAs KHUTA,
KapTOYKa PErucTpalliy Ha ONpeAeNeHHBbIH BUJI JAOKYMEHTa ISl Ta3eT, KYpHAJIOB, JAPYTUX BUIOB
JOKyMEHTOB.  Jlomyckaercss  TakKe  perucTpaMy  HWHOUBUAYAJIBHOIO  ydeTa  CUMTaTh
TonorpauuecKyro Omuch (Karajor), y4eTHbIA KaTajlor, y4eTHbIH ¢aill ¢ BBIXOJHBIMU (opMamuy,
(dopMHpyEeMBIMU B TIOPSIIKE MHBEHTAPHBIX WJIM MHBIX UICHTHU(PHUKAIIMOHHBIX HOMEPOB TIOKYMEHTOB.

Peructpbl MHAMBHUIYalbLHOTO y4eTa JTOKYMEHTOB OMOIMOTEUHOTO (OHNA CONEPIKAT PEKBU3HTHI,
UACHTH(DHUIUPYIOMNE KaKIbIH JOKYMEHT C YKa3aHHEM CBEJCHHUU O MOCTYIUICHHH JOKYMEHTa U O
€ro BBIOBITUH U3 OUOIMOTeYHOTrO (hOHAA.

1.5.2. Peructpamu CcymMmMapHOro y4dera JOKYMEHTOB SBIIFOTCS: KHUTa CyYMMapHOTO Yyd4eTa
6ubnuoreyHoro GpoHAa, JIUCTHl CYMMapHOro ydera Oubauoreynoro (ouHna, xkypHai. Jlomyckarorcs
pasinyHble MOAM(UKALMKM KHUTM CyMMapHoro ydera. He3aBucuMoO OT BUAA y4eTHOrO JOKYMEHTa
PETUCTPBI CYMMApHOTO y4eTa CoJlepKaT TPH B3aUMOCBSI3aHHbBIC YaCTH:

"[TocTymienne TOKyMEHTOB B OnOimoTeuHsiid Gpoum",
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"BeIOBITHE TOKYMEHTOB U3 OnbmnoreyHoro ouma",
"UToru aBmxeHus: OnOIMOTEeYHOro (POHIA: UTOTOBBIC JTaHHBIC HA KOHEIl OTYETHOTO repuojaa’.

OO00011IeHHbIE TaHHBIE OTPAXKAIOTCS B KAXKJOM YaCTHU PErucTpa CyMMapHOro yuyeTa. B aynekTpoHHOM
CHCTEME Y4eTa 3TH YaCTH UHTETPUPYIOTCS B €UHBIN YUEeTHBIN (aii.

1.6. CymmapHbBIii U WHIUBUIAYATbHBIA y4eT (OHIA BEAETCS CTPYKTYPHBIMH MOJpa3feliCHUIMU
OMOJIMOTEKH, B BEJICHUM KOTOPBIX HAXOIUTCS KOMIUICKTOBaHHE (POH/IA, @ TAKXKE MOAPa3/ICIICHUSIMH,
o0ecreunBarOIIMMHA XPaHEHHUE M HCIIOJIb30BAHUE 3aKPEIUICHHBIX 32 HUMH 4YacTe obmiero (¢onHma
OMOJIMOTEKH.

1.7. Craructuueckass uHpOpManus o (GopMHpOBaHWU OMONIMOTEYHOrO ()OHIA O WTOraM Troja
npezacTasisercs B [ TaBHbI HHPOPMAIIMOHHO-BEIYUCIUTENBHBIN IeHTp MUHKYIBTYpBI Poccun.

II. Exunuusl yyera 0M0JM0Te4HOr0 poHaa
2.1. Benmnunna (00beM) U ABIKEHHE (HOHJIA H3MEPSIOTCS B YHU(DUIIMPOBAHHBIX SAMHUIAX yUETa.

OCHOBHBIMH CAUHUIaMH Yyde€Ta IOOKYMCHTOB OMOJINOTEYHOTO (bOHI[a SABJIAIOTCA OK3CEMILEAP H
Ha3BaHUC, NI Ira3CT - FOIIOBOfl KOMIIJICKT 1 Ha3BaHUC.

I[OHOJIHI/ITCJH)HI)IMI/I CANMHUIAMH Yy4CTa (1)OHIIa SABIIAIOTCA FOIIOBOﬁ KOMILJICKT, MCTPOIIOJIKA,
noAnIMBKa (nepenneTHaﬂ G,Z[I/IHI/II_[a); AJI BJICKTPOHHBIX JOKYMCHTOB - CIMHHLIA TaMATH JaHHBIX.

2.2. O6mas BenuurHa OMOIMOTEYHOTO (POHAA B IIEJIOM U €T0 IMOJAPAa3/eoB, B TOM YHCIIE CETEBBIX
JIOKAJIbHBIX JTOKYMEHTOB U CETEBBIX yJAJIEHHBIX JOKYMEHTOB, YUUTBHIBAETCS B SK3EMILISAPAX, HOBbIE
MOCTYIIJICHHUSA - B OK3CMINIAAPAX U HA3BAHUAX. Ywuco rOAOBBIX KOMIIJICKTOB I'a3€T MMPUPABHUBACTCA K
YUCITY 3K3EMILISPOB.

II1. Y4eT 10KYMEHTOB 110 BUAAM U KAaTeropusM

3.1. IleyaTHble U3TAHUA U HEONYOJIMKOBAHHBIE JOKYMEHTbI

K neuatHeiMu HU3JJaHUSAM OTHOCATCSA THPAKHUPOBAHHBLIC HU3AAaHUA, IOJTYUCHHBIC NCUYATAHHUEM WA
TUCHEHUEM, TOIUTPaPUUEcKd CaMOCTOSATEIbHO OGOpPMIICHHBIC: KHUTH, OpOIIIOPBI, KypHAIbI,
IpoaoDKarImuecda HUW3AaHud, JHUCTOBBIC HW3AaHHWsA, TIa3C€Tbl, HW30U3OaHHA, HOTHBIC UW3JAHUA,
KapTorpaduueckue  W3AaHWUS, HOPMATHBHO-TEXHMYECKHE W  TEXHUYECKHE  JIOKYMEHTHI,
aBTOpedepaTsl AUCCEPTAIIHIA.

K HeonyOnMKOBaHHBIM JOKYMEHTaM OTHOCSITCS PYKONHCHbBIE JOKYMEHTHI (PYKOIMCHBIE KHUTU U
apXUBHBIE JIOKYMEHTBI), a TaKXe JOKYMEHTHI, HM3TOTOBJECHHBIE B EIMHUYHBIX SK3EMIUIIpax,
ABJISAONIMECS 00BEKTaMU MHTEIJIEKTYaIbHOM COOCTBEHHOCTH (JIEMIOHUPOBAHHbBIE HaY4YHbIE PaOOTHI,
JCCepTalluy, MPENPHUHTHI, OTYEThl O HAYYHO-HCCIEI0BATENbCKUX paboTax, MepeBOAbI, OMUCAHUS
anropuTMoB M mporpamMMm OBM, NpOEKTHO-KOHCTPYKTOpPCKasi JTOKYMEHTAllUs), TaKTHIIbHbIE
pPYKOJEIbHbIE HM3JaHUS Ui CIENbIX W CIa0OBUIAIMMX. PyKOmHMCHBIE NOKYMEHTBI, BXOJSIINE B
OoubmMoTeyHbIe (HOHBI, SBJISIFOTCS COCTaBHOM YacThio ApxuBHoro ¢onma Poccuiickoit deneparuu u
YUNUTBHIBAIOTCS B COOTBETCTBUM C HOPMAaTHUBHBIMH M IPaBOBBIMU aKTaMH II0 YY€Ty apXHBHBIX
JOKYMEHTOB U HacTosmuM Ilopsiikom.

3.1.1. Kauru u Opouopsl yYUTHIBAIOTCS B 9K3EMIUISIpAaX U HA3BaHUSAX.



Kax OTHGHBHLIﬁ 9K3CMILIIP U KaK OTACIIbHOC HA3BAHUC YUUTBIBAIOTCA:
KaXXJI0€ OTJeIbHOE U3JaHue (KHUTa, OpOILIopa);
Ka)JI0€ BXO/JISIIIIee B KOHBOJIIOT U3/IAHKE;

KQKJIbI OTIEIbHBI TOM (BBITYCK, YaCTh) MHOTOTOMHOI'O M3JaHHS, UMEIOIUNA WHIAWBUAYJIBHOE
3arjiaBue;

KakJas W3 OpONIOp, BBINYIICHHBIX B OOBEIWHAIONICH WX HW3AATEIbCKOW Tamke, OOJIOXKKE,
MAaHKETKE;

KaKOash KHUTA Wi Opommopa, BXOAAMIAs B KHIDKHYIO cepui0  (HYMEpPOBAHHYIO WM
HEHYMEPOBAHHYIO);

OTACJIIBHO U3AAHHBIC ITPUITIOKCHUA K KHUT'aM U 6p01mopaM, HMCIOIMEC MHAWBUIYAJIbHOC 3arjlaBuUC U
CaMOCTOATCIIbHOC 3HAUYCHUC.

3.1.2. JIoKyMeHTBI, BBIIOJHEHHbIE penbedHo-ToYeuHbM 1mmpupToM (mpudrtom  bpaiins),
VUUTBHIBAIOTCS B 3K3EMIUISIPAX ¥ Ha3BaHUSIX.

DK3eMIUSIPOM ISl JAHHOTO BHJIa M3JaHUHN SBIISICTCS KaKIas U3 KHUT KOMIUICKTa, 00bEIMHEHHBIX
00IIIMM HA3BAHHEM.

Kak OAHO Ha3BAHUC YUUTBIBACTCA KOMIIJICKT H3AAaHWA, HC3aBUCHUMO OT YMUCJIa BXOIAIINUX B HETO
KHMUT'.

3.1.3. Kypnaibl 1 npooKAIOIINECs U3aHUS YYUTHIBAIOTCS B 9K3EMIUISIPaX U HA3BAHMSIX.

3K3CMHJ’I$IpOM CYUTACTCAd HOMEP, TOM, BBIMIYCK, U3JAaHHBIC IIO OTACIBHOCTH, 4 TAKXC KOMIIJICKT
HOMCEPOB, TOMOB, BBIITYCKOB, IICPCINICTCHHBIX B OIUH 010K n3aaTcjIabCTBOM.

Kax ogHO Ha3BaHHWe yUUTHIBAETCS KOMIUIEKT HOMEPOB, TOMOB, BBIITYCKOB, 00pa3yIOMUX OTACIBHYIO
C€IMHUIy C OTJIMYUTENIbHBIM 3arjiaBueM. lIpu u3MeHeHunu 3ariaBusi HOBOM YYETHOM €IUHULIEH
CUUTAETCS U3/IAHUE, €CIIM U3MEHEHUE BHECEHO B NIEPBBIEC MATH CJIOB 3arjaBHsl.

HepI/IOI[I/I‘-ICCKI/Ie MMPUITOKCHUSA K KypHaJlaM, BBIXOJAIITNC CaMOCTOSATCJIbHO, UMCIOIINE
WHAUBUAYAJIIBHOC 3arjlaBu€ U CO6CTBCHHYIO HyMEpalur, YYUTBIBAIOTCA KaK OTACIBbHBIC
SK3CMIIIAPBI U OTACIIBHBIC HAa3BAHMA.

Kaxcz[aﬂ cepus NMpOoAOJIKAOIICTOCA U3JJaHUA, UMCHOIIAad NMHAWBUAYAJIbHOC 3arjlaBuc U CO6CTBCHHYI-O
HYMEpalHWIO BBIITYCKOB, YUYUTBIBACTCA KaK OTACJIbHOC Ha3BaHUC.

Kaxnaplii caMocTOATENbHBIH TOM (BBINYCK) HPOJOJDKAIOLIErOCS M3JAaHUS YYUTBHIBAETCS Kak
OTZEIIbHOE Ha3BaHUE.

3.1.4. I'a3eThl yUUTHIBAIOTCS B TOJIOBBIX KOMIUJIEKTaX U HA3BaHUSIX.

Kak omHO Ha3BaHWE YyUYMUTHIBACTCA KOMIUIEKT Ta3eT, OOpa3yloluX OTIACIBHYI EAUHUILY C
OTJIMYUTEIbHBIM 3ariaBueM. [Ipy M3MeHeHWM 3ariiaBusi HOBOM Y4YeTHON eAMHUIEH CUHMTaeTCs
W3/IaHKE, €CITM M3MEHEHHE BHECEHO B MEPBbIC MATH CJIOB 3arjIaBusl.

OIIHO,Z[HCBHLIC (pa30BLIC) ra3eTbl YHUTBIBAKOTCA B OK3CMILIApAX (HOMCp, BLIHYCK) N Ha3BaHUAX.

OtnenbHO W3JaHHBIE MEPUOAMYECKHE TNPUIIOKEHHMS K Ta3eTraM, HUMEIOIIME WHIWBUAYalIbHOE
3aryiaBHe U COOCTBEHHYIO HYMEPAIHIO, YUUTHIBAIOTCS CAMOCTOSTEIBHO.

3.1.5. WMBouwsmanus  (ampOOMBI,  KOMIUIEKTBI,  OTACNbHbIC  JINCTOBbIE  W3/JaHUA) W



penbedHO-TpaduUecKre MOcoOus sl CIENbIX U CIA0OBHUISANINX YYUTBIBAIOTCS B JK3EMIULIpaX H
Ha3BaHUSIX.

Kak oTaenbHbI 5K3eMIUIAp U OTAEIbHOE Ha3BaHHE YUMUTHIBACTCA KaXKIbI JHCT (BBIIYCK) CEpUU
U30M3/IaHu#, HE 00bEAMHECHHBIC M3/1aTEIIbCKOM ManKoi (00JI0KKOM, MAaH)KETKO).

JlucToBbie m3maHus, 0OBETUHEHHBIE M3AATEIbCKOW Mankoi (00J0KKOW, MAaH)KETKOH, 00epTKOM),
YUUTBHIBAIOTCS KaK OJIMH YK3EMILISAP U OJHO Ha3BaHUE.

3.1.6. HoTHble n31aHus yUYUTBIBAIOTCS B SK3EMIUIApaX U HA3BAHUSAX.

Kak oTnesbHble 9K3eMIUIAPBI U OT/IEJIbHBIE HA3BaHUS! YUUTBIBAIOTCS:

CaMOCTOSITENIbHbIE HOTHBIE U3/1aHuUs, 00bEANHEHHbIE B OJIHOM IeperuieTe (KOHBOJIIOTE);
OTJeNIbHBIE TapTHH (T0JI0ca) U MapTUTypa (KIaBup), U3JaHHbIC pa3IeIbHO.

Kak ouH 3K3eMIuIsip 1 OJHO Ha3BaHHUE YUUTHIBAIOTCS:

OTJeNIbHBIC TAPTUH (ToJI0ca), 00BEIMHEHHBIC C MAPTUTYPOH (KJIIABUPOM) B OJTHOM M3JIaHUH, & TAKXKE
napTuu, 00beAMHEHHBIC U3AATEIIbCKOM ManKoil (00JI0KKOM).

3.1.7. Kaprorpaduueckue u3ianusi yauTHIBAIOTCS B SK3EMILISIpaX U Ha3BaHUSIX.
Kak oTaenbHbli SK3eMILIAp U OTAECTbHOE HA3BaHUE YUUTHIBAIOTCS:

aTJIachl, COCTOSIIIHNE U3 OTACIbHBIX HYyMEPOBAHHBIX WM JTATUPOBAHHBIX BBITYCKOB;
KaKJIbIM BBIIYCK CEpUMHOIO W3aHMS KapThl UIIU aTJIaca.

Kak oauMH 3K3eMIUISIp W OJHO HAa3BAaHUE YYMUTHIBACTCS KapTa, W3JaHHAS HAa HECKOJBKHX JIUCTaX
(moIekamux ckieike), 00beTMHEHHBIX OOIIMM 3arIaBHEM.

MHOroTOMHBIE (MHOTOJIMCTOBBIE) KapTOrpapuuecKkre n3lanus, oObeAMHEHHbIE OOIUM 3arjlaBUEM,
YUUTBIBAKOTCS 10 KOJIMYECTBY TOMOB U OJTHOMY Ha3BaHHUIO.

OTnenbHO W3JaHHBIE, HO HE MMEIONIME CaMOCTOSTEIBHOIO 3HAa4YeHHUs KapTorpaduyeckue
NPWIOKEHUST K Pa3jIMYHbIM M3JaHUSAM (KHWUraMm, OpollopaM, »KypHajlaM) YYWUTBHIBAIOTCS €IUHBIM
KOMILIEKTOM C OCHOBHBIM U3JJaHUEM.

3.1.8. HopMaTUBHO-TEXHHUUYECKUE U TEXHUYECKHE JIOKYMEHTHI (IIaTEHTHbIE JOKYMEHTbHI, THIIOBbIE
IOPOEKTHl M YEPTEXM, KaTaJloTH IPOMBIIUIEHHOTO O0OOpYyIOBaHUS U W3JAEIHHA, HOPMAaTHUBHBIE
JOKYMEHTBI MO CTaHAApTH3allMU, TEXHUUYECKHUE YCJIOBUS, PYKOBOISAILINE TOKYMEHTHI W MpaBHIIa)
YUUTBIBAKOTCS B DK3EMIUIIPAX U HA3BaHUSX.

Kak oauH »K3eMIUISIp M OJHO Ha3BaHHWE YYMTHIBAIOTCS CTAaHAAPTHI U KaTaJOTW ITPOMBIIIJIEHHOIO
000py/I0BaHUs U U3JIEINM, BBIMYIIEHHbIE B 00BEIUHAIOMIEN UX U3/1aTeNbCKOM narke (00J0KKe) mIpu
HAJIMYMU Ha ManKe o0Iel eHbl, COAep KaHus BCETo N3JIaHHs, €AUHBIX BBIXOIHBIX TaHHBIX.

Kak oTnenpHBIM SK3EMIUISIp W OTIAEIBHOE Ha3BaHWE YYUTBHIBAIOTCA CTAaHAAPTBHI M KaTaJOTH
MPOMBINIICHHOTO  O0OpYJIOBaHUS W M3JCNUN, JpyrHe CHelualbHble BUIBI JIOKYMEHTOB,
BBITTYIIICHHBIE B BUJIE OT/ACIBHBIX JIUCTOB, €CIU KK M3 HUX UMEET CBOHM BBIXOJHBIC JAHHBIC,
HEHY, THPaX, axe eCIM OHU 00BEINHEHBI OHON M3aTeNbCKOM Mmankon (00JI0KKOM).

3.1.9. HCOHY6HHKOB3HHBIC JAOKYMCHTBI YUUTBIBAIOTCA B SK3CMILIApPAX U HA3BAHUAX.

Kax OAVH SK3EMINIAP U OJHO HAa3BAHUC YUYUTHIBAIOTCA:



JCTIOHUPOBaHHAsT HaydHas paboTa (KOMIUIEKT, COCTOSIIUN M3 JABYX SK3EMIUIIPOB paboOThl) H
COIPOBOJAUTENBHBIE JOKYMEHTHI;

H€OHY6J'H/IKOB3HHI)IC JOKYMCHTEI, C6pOH_IIOpOBaHHBIe HJIN COACPpKAIIUECA B OT,Z[GJIBHOI;'I ITaIrke.

151 KOHCTPYKTOPCKOW AOKYMEHTALMM €AUHULEH y4eTa SBISAETCS YEpPTEXk WU IOJHBIA KOMIUIEKT
KOHCTPYKTOPCKUX JJOKYMEHTOB, OTHOCSIIIIUXCS K OJTHOMY MU3J1EIHI0 (OOBEKTY).

3.1.10. OGHOBIsIEMOE T€UATHOE W3JAHWE YYWUTHIBAETCS KAaK OTJCIbHOE HA3BaHUE M OTICIbHBIN
AK3EMIUISP TPU MEPBUYHOM MOCTYIUIEHUU B OnOmmoTexy. [locienyromue mocTyrieHusl BKIaIHBIX
JIUCTOB, MPEIHA3HAYCHHBIX JIJIS JIOTIOJHEHHS WM 3aMEHBI COOTBETCTBYIOIIUX JINCTOB B W3JIaHHH,
OT/ICJIHOMY YYETY HE MOJJIeKaT.

3.1.11. dakcumMuIbHOE U3AaHUE YUYUTHIBACTCS KaK OpUTHHAI.

3.2. AyiuoBuU3yaJIbHbIE JOKYMEHTbI

K AyJIUOBHU3YyaJIbHBIM AOKYMCHTaM OTHOCATCA q)OHOHOKYMeHTI)I, BUACOAOKYMCHTEI,
q)OTOI[OKYMeHTbI, KHMHOJOKYMCHTEI.

3.2.1. Enununiamu y4era (oHa ayIMOBH3yaIbHBIX JOKYMEHTOB SIBJISIFOTCS SK3EMILISIp U Ha3BaHUE.
Kaxk oTnenbHbIN 3K3EMIUIIP YYUTHIBAOTCS:

JCK - JUISl TPaMILIACTUHOK;

KaTyllKa, KacceTa Wik 000MHA - JUIsl MAarHUTHBIX (hOHOTpamw;

KacceTa - JUIsl BUJIE0I0KYMEHTOB;

KaJjp - 17151 GOTOIOKYMEHTOB (JIMArIO3UTUBOB, CIIANIOB);

606MHa - U1 KUHO(PUIBMOB.

Kak ogHO Ha3BaHHE yUNTBIBAOTCS:

OT/IENIbHO BBHIMYIIIEHHAS IPaAMILUIACTHHKA, KacceTa JTUOO0 KOMIUIEKT (aJlbOOM) rpaMILUIaCTUHOK, KAcCeT,
00BEAMHEHHBIX O0IITUM Ha3BAaHUEM;

MarHuTHas (poHOTrpaMMa Ha OJIHOHM KaTymike (KacceTe), MarHUTHas (poHOrpamMma Ha HECKOJIBKUX
KaTymikax (kKaccerax), 00beIMHEHHBIX OOITUM Ha3BaHUEM;

OTJIETbHO W3/aHHBIM (OHOAOKYMEHT WM KOMIUIEKT (POHOJOKYMEHTOB, OOBEIUHEHHBIX OOIIMM
3arilaBueM;

KHHOQWIBM, THa(QHUIEM HE3aBHCHMO OT YHCJIa COCTABIISIONINX YaCTeH WM KaapoB (I KOMILICKTa
JIATO3UTHUBOB).

3.2.2. AYHI/IOBI/I?;yaJ'H)HI)Ie JOKYMCHTEI, ABJIAIOIIHUCECA IMPUIOKCHUEM K PA3JIMYHBIM H3JAHUAM H
BBINNOJIHAOIMIUE CaMOCTOATCIIBHBIC (I)YHKI_II/II/I, a TaKXC HUCIIOJIB3YyCMbIC B pa60Te OTACIBbHO OT
OCHOBHOI'O U3JaHHs, MOTYT YUHUTBIBATHECA KaK OTACIIBHBIC DOK3EMILIIAPEI.

3.3. lokymMeHTbI HA MUKpO(PopmMax

K nmoxymentam Ha MUKpodOpMax OTHOCSATCS MUKPOMDHUIBMBI 1 MUKPODHUIITH.



3.3.1. Enununamu yyeta JOKYMEHTOB Ha MUKPO(GOpPMaXx SIBISIOTCS SK3EMIUISIP U Ha3BaHHE.

DK3eMIUISIPOM JUIS TOKYMEHTOB Ha MUKPO(QOpMax SBISIFOTCS: PYJIOH - il MEKPO(UIBMOB; (uiia -
JUTST MUKPOQUIIL.

Kak omgHO Ha3BaHME YYMTHIBACTCS KOMIUIEKT MHUKPOQHIBMOB MM MHUKPOQUII, 00BeINHEHHBIX
0OIIMM 3arjaBUeM, HE3aBUCUMO OT YHCJIa COCTABIISIOIINX YacTel.

3.3.2. O6mmit 06beM (PoHIa JOKYMEHTOB Ha MUKpO(OpMaxX YYUTHIBACTCS IO KOJIHMYECTBY PYJIOHOB
U (UL, BKJIIOYAsi KOMTMHU Pa3HbIX MMOKOJICHHU (apXHUBHBIE/PE3EPBHBIC U MOJIb30BATEILCKUE).

3.4. DIeKTPOHHBbIE JOKYMEHTHI

K 57eKTpOHHBIM JOKYMEHTaM OTHOCATCS JOKYMEHTHI Ha CHEMHBIX HOCHUTENSAX (KOMITaKT-IHCKH,
dem-kapThl); TOKYMEHTHI, pa3MellaeMble Ha )KECTKOM JMCKE KOMITbIoTepa (cepBepe) Oubnmuorexu
U JIOCTYIIHBIE TOJB30BATEISIM 4Yepe3 HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHbIE ceTH (nanee -
CeTeBble  JIOKANbHBIE  JOKYMEHTHI);  JOKYMEHTBHI,  pa3MellaeMble  Ha  aBTOHOMHBIX
aBTOMATHU3UPOBAHHBIX Pa0OUMX CTAHIMAX OMOJIMOTEKH (Hajee - MHCTAJTIMPOBAHHBIE IOKYMEHTHI);
JIOKYMEHTBI, Pa3MEIleHHbIE Ha BHEIIHUX TEXHUYECKUX CPENICTBAX, MoJlyyaeMble OMOITMOTEKON BO
BpPEMEHHOE IOJIb30BaHME dYepe3 HH(OPMAIMOHHO-TEICKOMMYHHUKAIIMOHHBIE CETH Ha YCIOBHUSX
JIOTOBOpa, KOHTPAKTa, JIMLIEH3MOHHOTO COTJIAIEHUS C MPOM3BOAMTENSIMU HMHGOpManuu (Ianee -
CeTeBbIC y/IaJICHHBIC JOKYMEHTHI).

34.1. EI[I/IHI/IIIaMI/I yuc€Ta 3JICKTPOHHBLIX JOKYMCHTOB Ha CbCMHBIX HOCUTCIIAX ABJISAIOTCA 3K3CMILIAP
1 Ha3BaHHC.

3.4.1.1. Kak oTAenbHBINi SK3EMIUISAP YUYUTHIBAETCS KaX/Iblil aBTOHOMHBIN O0BEKT (KOMITAKT-IUCK).

Kax OTACIIBHBIC OK3EMIUIAPbBI MOTYT YUYWUTBIBATHCA NPUIIOKCHHUA K Pa3jJnYHbIM H3JJaHUAM,
BBINNOJTHAOIIUE CaMOCTOATCIIBHBIC (bYHKLII/II/I, a TaK¥XE HCIIOJIB3YCMbIC B pa60Te OTACIBbHO OT
OCHOBHOTI'O U31aHHA.

Kak oTnenbHble 5K3eMIUISIpbl HE YYUTHIBAIOTCS KOMIAKT-AUCKU, €CIM OHU MPEACTaBISAIOT cOo00i
BKJIAJIKy (BJIO’KE€HHUE) B U3aHHUE WM €0 HEOThEMJIEMOE TIPUIIOKEHUE.

3.4.1.2. Kak ogHO Ha3BaHHUE YYUTHIBAIOTCS:
OTJIEJIbHO BBIMYIIEHHBII KOMIAKT-IUCK;

Ka)XIbli KOMITAKT-IUCK, BXOJSIIMNA B HYMEPOBAHHYIO WJIM HEHYMEPOBAHHYIO CEPUIO JJIEKTPOHHBIX
W3JIaHuM;

KOMIIJICKT KOMITAKT-AHUCKOB, O6’bCI[I/IHCHHBIX 06H_II/IM Ha3BaHUEM,

U3JIaHHBIC B KAYECTBE CAMOCTOATEIbHBIX U3aHUN MPUIIOKEHUS K U3JaHHSIM JIF000TO APYroro BUja,
MMEIOIINE COOCTBEHHOE 3arjiaBue M JIONMYCKAIOIIME WX WCIOIb30BaHUE 0e3 o00paiieHus K
OCHOBHOMY U3JIaHUIO.

3.4.1.3. B nokymeHTax Ha (iemni-kaprax Kak OJMH JK3EMIUISIP M OJHO Ha3BAaHUE YUUTHIBACTCS
KaXKJI0€ 1IEJIOCTHOE MPOU3BEACHHIE, UMEIOIIEE CAMOCTOSATENILHOE 3ariaBue.

3.4.2. EnuHunaMu ydeTa CETEBBIX JIOKAJIbHBIX M WHCTAJUIMPOBAHHBIX JOKYMEHTOB SIBJISFOTCS
AK3eMIUISIP (YCJIIOBHAS €IMHMIIA YUEeTa) U Ha3BaHUE.

Kax OIHO HAa3BAHUC YYUTLIBACTCA LHCIIOCTHOC MPOU3BCACHUC, UMCIOIICC CAMOCTOATCIILHOC 3arjlaBue,



BHE 3aBUCHMMOCTH OT ero mpejacraBieHus. Kak oJHa equHUIIA YYUTHIBAETCS NOMOJHSAEMBIA U
OOHOBJISIEMbIH 2JIEKTPOHHBIHN TOKYMEHT.

DK3eMIUSIpOM SIBJISICTCS JOKYMEHT B ONpEACICHHOM (GopMmaTre XpaHEHHUsS WIM MPEACTABICHUS.
®opmaThl OTHOW U TOU K€ €IMHULBI KOHTEHTA YYUTHIBAKOTCS OTIEIBHO.

3.4.3. EnuHunamMu yd4era CETEBBIX YIAJEHHBIX JOKYMEHTOB SIBJIIOTCA SK3eMIULIp (yCIOBHas
€MHMIIA YYeTa) U Ha3BaHUE.

Kak oauH 3K3eMIUISIp U OAHO HA3BAHUE YUYUTHIBACTCSH KaXKIbl MOJHOTEKCTOBBIA 3JIEKTPOHHBIN
JIOKYMEHT, IMEIOITUH CaMOCTOSATENIbHOE 3arjiaBue, BKIIOUCHHBIH B TIAKET, K KOTOPOMY O(OpMIICHO
MpaBo JOCTyla y e€ro mnpousBoautTens. Kak opHa enauHULA Y4YWTHIBAETCS MOMOJHIEMBIA U
OOHOBIIIEMBIN JICKTPOHHBIA TOKYMEHT.

IV. Yder nocrynjieHusi JOKyMEHTOB B OMOJIHOTEYHBIH (POH/T

JIOKyMEHTBI TIOCTYNArOT B OWMOJMOTEKY M BKIIOYAIOTCA B OMONMMOTEYHBIH (DOHI B pe3ylibTaTe
MOCTaBKU 00S3aTEIILHOTO IK3EMILISApa, MOKYNKH (IIOAMKMCKH, OOMEHa, JapeHUs, MOKEPTBOBAHMS,
KOIUPOBAHUS OPUTHHAJIOB U3 (DOHIa OMOIUOTEKN ).

4.1. I[OKYMGHTBI NPpUHHUMAKOTCA IO TNEPBHYHBIM YYCTHBIM JOKYMCHTAM (HaKJ’IaI[HaSI, aKT),
BKIIOYAarOIIMM CITMCOK HOCTynHGHHﬁ.

4.1.1. Ilpuem IOKYMEHTOB, HOCTYyMAlOMMX B OHOIMOTEKY O0€3 NEepBUYHBIX JOKYMEHTOB Ha
0e3B03ME3/1HOIM OCHOBE (00sI3aTEIBHBIC IK3EMIUIIPHI, JEMO3UTHBIC HK3EMIUIIPHI MEXTyHAPOIHBIX
opraHuzaiuii, 0e3BO3ME3/IHble MOCTYIJICHUS W3 HEU3BECTHBIX M AaHOHMMHBIX HCTOYHHUKOB),
oopMIsieTcs akTOM O IpUEME TOKYMEHTOB.

4.1.2. IlpyemM OKyMEHTOB, MOCTYNAIOMUX B OMOIMOTEKY OT IOPUANYECKOr0, (PU3NUECKOrO JHIa B
BUJIE Jlapa C YKa3aHHEM €ro Ha3HaueHHUs JJIs TOIMOJIHEeHUs OubiInoTedHoro ¢ouaa, opopmisercs
JIOTOBOPOM TOXKEPTBOBAHUSA B COOTBETCTBUU C I'paxkmaHckum koaekcoMm Poccuiickoit denepanmu
(ct. 574, 582) <1>.

<1> I'paxxnanckuii konekc Poccuiickoit ®@enepanuu. Yacte Bropas ot 26 sHB. 1996 r. N 14-®3 //
Co0p. 3akononarensctBa Poc. @eneparuu. - 1996 1. - N 5, ct. 410. - C. 1110 - 1296.

4.1.3. TlpueM AOKYMEHTOB OT 4YHTaTellel B3aMEH YTEPSHHBIX M MPU3HAHHBIX PaBHOLECHHBIMU
yTpaueHHBIM OpOPMIIIETCS aKTOM O MPHEMe TOKYMEHTOB B3aMEH yTEPSHHBIX. B akTe ykas3wiBaeTcs
dbamMunus, MHULKANB YUTATeNs, CBEACHUS 00 YTepSHHBIX M3JaHMUAX (PEruCTPallMOHHBIA HOMeEp,
KpaTKoe Oubnuorpaduyeckoe onucaHue U3/1aHus, [IeHa), CBEJCHHS O MPUHSITHIX U3AaHUAX (KpaTKoe
o6ubnuorpaduueckoe onucaHue U3AaHus, lIeHa), MOMUCH YUTATeNs U IPUHUMAIOIIEH CTOPOHBI.

4.2. OueHka CTOMMOCTH MEPUOAMYECKHUX H3/IaHUM, MOCTYMAIOIMIKUX B OMOIMOTEKY Ha BPEMEHHOE
XpaHEeHHUE, HE IIPOU3BOIUTCSL.

4.3. JIOKyMEeHTbI, OCTYMAIOINe B OUOINOTEKY, TOJIeKAT CYMMapHOMY yUeTy.

4.3.1. CBeneHust 0 BKJIIOYaeMbIX B OHUONHOTEUHBIH (DOHA JOKYMEHTaX (PUKCUPYIOTCS B KHHUIE
CyMMapHOro yueTra 6ubaroTedHoro (hoHa WU B JPYroM BUJIE PETUCTpa coriacHo m. 1.5.2.

PGI‘I/ICTpI:I CYMMAapHOIro y4dc€Ta AOJDKHBI MMCTH 3arojJIOBOYHBIC NAHHBIC: HAMMCHOBAHHUC PCETHUCTPA,
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HAaNUMCHOBAHUC OpraHu3alvu, moAaApasacCiICHHUA. B PEruCTp BIHUCBIBAOTCA HJAHHBIC O HOCTyrIHBH.IGﬁ
MMapTu JOKYMCHTOB: JdaTa U HOpHI[KOBBIﬁ HOMCp 3aIllucCu (HOpHI[KOBBIﬁ HOMCEDp 3alucCu €XKEroJHO
HayuHaeTrcsa ¢ N 1), HCTOYHHUK IMOCTYIVICHUA, HOMCP W JaTa NCPBUYHOIO Y4YCTHOI'O AOKYMCHTA,
KOJIMYCCTBO IIOCTYIIMBIINX JOKYMEHTOB U CTOMMOCTb.

4.3.2. CyMMapHbIil y4eT MOCTYIJICHHS AJIEKTPOHHBIX CETEBBIX JIOKAJHHBIX JOKYMEHTOB BEIETCS B
AJIEKTPOHHOM pEECTpPE B COOTBETCTBUM C IoOKazareimsiMu I. 5.3.1, ¢ yka3aHueM Jarhl 3arpy3kKu
MOCTYIIEHUH B CUCTEMY.

4.3.3. CyMMapHbIil y4eT MOCTYIUICHHUS 3JEKTPOHHBIX CETEBBIX YAAJIEHHBIX JIOKYMEHTOB BEJIETCS B
AJIEKTPOHHOM PEECTpe C OTPAKEHHEM CIICAYIOIIMX IOKa3aTeleil: MaThl U TOPSAKOBOTO HOMEpa
3aMKCH, PEKBU3UTOB JIMIICH3WOHHOTO JOroBOpa (Ha3BaHUS M HOMEpa JOKYMEHTa, CpPOKa €ro
JICHCTBUS, CTOMMOCTH), KOJIMYeCcTBa 0a3 JaHHBIX (TAaKETOB) M BKJIIFOUCHHBIX B HUX Ha3BaHHIA.

[Ipu moacuere CyMMapHOTO KOJMYECTBA HA3BAHWN HCKIIIOYAIOTCS AYyOJIMPYIOIIHECS Ha3BaHUS B
nakerax Ha OJIHOH rmaTdopme.

4.4. JIoKyMEeHTBI, MOJATOTOBICHHBIE K MPUEMY B OMOMMOTEYHBIA (OH[, MOJBEPTaloTCS MEPBUYHOMN
00paboTKe U MHINBUIYaTbHOMY yUETY.

4.4.1. WupuBuayanbHbIH ydeT JOKYMEHTOB OCYIIECTBISETCS IyTEM IPUCBOCHUS Kaxa0My
SK3EMILIAPY JOKYMEHTA PErMCTPAallMOHHOIO HOMEPA, MHOIO 3HAKAa B Ka4eCTBE PETHCTPALlMOHHOTO
HOMEpa (CHCTEMHOIO HOMEpa KOMIBIOTEPHOM MpOrpaMMbl, MTPUX-KOAA MU JIPYIHX).
WHauBUyalIbHBI HOMEp 3aKpeIuIsieTcsl 3a JJOKyMEHTOM Ha BCe BpeMs €ro HaxXxoXKACHHUs B (oHze
Ooubmmoreku. PerucrpanoHHpie HOMEpa UCKITIOUEHHBIX U3 (OHIAa JOKYMEHTOB HE MPHCBAWBAIOTCS
BHOBb IIPUHATBIM JOKYMEHTaM.

PGFI/ICTpaIII/IOHHI)IC HOMCEpa IMPOCTABJIAIOTCA HEIIOCPCACTBCHHO HAa JOKYMCHTAaX H OTPAXKAIOTCA B
pPEerucTp€ HHAUBUAYAJIBHOI'O YUCTa JOKYMCHTOB, IIPUHATOM B OuoOIMoTEKE.

Peructpel WHAMBHAYalbHOTO YydeTa [OJDKHBI HMMETh 3arojIOBOYHBbIC JaHHBIE: HAUMEHOBAaHUE
perucTpa, HauMEHOBAaHHWE OPraHU3AlMH, CTPYKTYPHOTO MOJpa3JeieHusl. B perucTp BIHMCBIBAIOTCS
JaHHBIE O KaXXIOM JOKYMEHTE: JlaTa 3aliCH B PETUCTpe, PETMCTPALMOHHBIA HOMEp, KpaTKoe
oubnuorpaduueckoe ONMMUCaHWe JTOKYMEHTa (aBTOp, 3arjiaBue€, TOM, YacTbh, BBITYCK, MECTO U TOJ
U3JIaHus), [IeHA JOKYMEHTa, yKa3aHHasi B COIPOBOIUTEIILHOM JIOKYMEHTE.

4.4.2. UnpuBuayanbHbIA yyeT NEpUOAMYECKUX H3IJaHMM BENETCS B PErMCTPAllMOHHOM KapToTeke
NEPUOJANYECKUX U3AAHUH, IIPEIHA3HAYCHHOU I ydyeTa KaXkJI0ro Ha3BaHMs U KaKJI0Tr0 dK3eMILIApa,
WM B aBTOMAaTU3UPOBAHHON 0a3e JaHHbIX.

[ns mepuonMueckux M3JaHUK B KAadeCTBE PETHCTPAMOHHBIX HOMEPOB MOTYT HCIOJIb30BAaThCS
Jr00ble MACHTU(UKAIMOHHBIE HOMEpA: CUCTEMHBIII HOMEp B aBTOMAaTHU3MPOBAaHHON 0asze JaHHBIX,
pPErucTpallMOHHBIN (TTOPSAKOBBIN) HOMED 3alKMCH B PETUCTPALIMOHHONW KapTOTEKE.

4.4.3. VnauBuyanbHbI ydeT IOKYMEHTOB, HUMEIOIIMX B CBOEM O(GOpPMIIEHHUH JparoleHHbIE
MeTaJibl M (WJIM) JAparoleHHble KaMHU M OTHECEHHBIX K KaTeropuu ceroBOro XpaHeHUs,
OCYIIECTBIISIETCS B CIEL[UATIBbHOM PETUCTPE, B KOTOPOM, KpOME TPAAULIMOHHBIX I10Ka3aTeseH, faeTcs
OIMCaHNEe BHEIIHEro oopMieHus JokyMeHTa. Kakaplil TUCT perucTpa compoBOXKIaeTCsl HTOTOBOM
3aIIUCBIO C YKAa3aHUEM JAThl €€ COCTABJICHUS U KOJIMYECTBA ONMCAHUN HA JIUCTE.

4.4.4. B perucrtpax HMHIUBUIYaJIbHOIO YYe€Ta B IPUMEYAHUAX YKA3bIBACTCS HAJIMYUE WU BUJ
MPWIOKEHUS K OCHOBHOMY JIOKYMEHTY, a TaKXe OCOOEHHOCTH SK3eMIUIApa IEHHBIX M PEeAKUX
JOKYMEHTOB (Hampumep, HaJlM4ue YHUKAJIBHOTO TeperuieTa, MapruHanuii, nedexkro u T1.1.). [lpu
HaJIMYMM [aclopTa JAOKYMEHTa JAeTcs OTChUIKAa K HeMy. B mpHMedaHusX MOXET yKa3blBaTbCs



MNPUHAJICKHOCTD JOKYMCHTA K KATCTOPUN KHUKHBIX ITaMATHUKOB.

4.4.5. InpuBuyalbHbIM y4eT 3JEKTPOHHBIX CETEBBIX JIOKAJIBHBIX JTOKYMEHTOB OCYILIECTBIISIETCS
yTeM BBOJia B 0a3y JlaHHBIX MeTauH(GOpMaIuu O 3arpy3Ke JOKYMEHTa B JIEKTPOHHYIO OMOINOTEKY
C aBTOMATHYECKHM NPUCBOCHHEM HIACHTU()UKAMMOHHOTO (CHCTEMHOI0) HOMEpa KaXIOMYy
JOKYMEHTY.

4.4.6. InauBrayanbHbI yU€T 3JIEKTPOHHBIX CETEBBIX YJAJEHHBIX JTOKYMEHTOB OCYLIECTBIISETCS B
JJIEKTPOHHOM BHJE IyTeM perucrpanuu 0a3 JaHHBIX (MakeToB) 0€3 MPHCBOCHUA UM
PErUCTPALIMOHHOTO HOMEDA.

B peectp MHIMBHIyaThbHOTO ydY€Ta CETEBBIX YNAJICHHBIX JOKYMEHTOB BKJIFOYAIOTCS OCHOBHBIC
XapaKTEPUCTHKN 0a3bl JaHHBIX (TaKeTa): onucaHue Oa3bl JAHHBIX (HA3BaHUE, MPOU3BOIHUTEINb,
mwiarpopma u (WimM) aapec BXOJa), CPOK OKOHYAHMS IpaBa JOCTYIa, KOJIMYECTBO HA3BaHHM,
BXOJIAIINX B 0a3y JaHHBIX (IIAKET).

B konmdecTBO Ha3BaHWI BKJIFOYACTCS OOIIEEC KOJIMYECTBO IMOJIHOTEKCTOBBIX JOKYMEHTOB (KHHT,
JKYypHAJIOB, Ta3eT, MaTeHTOB, CTAHJIAPTOB U APYTUX JIOKYMEHTOB, YUUTHIBaeMbIX B Oubnuoteke). He
BKJIFOYAIOTCSL B 3TO KOJIMYECTBO JIOKYMEHTHI, KOTOPbIE OOBIYHO HE U3AAIOTCS OTIEIBHO B MEYaTHOM
dbopmare, Takue Kak NMpoduiId KOMIAHUN, CTATUCTHYECKUE TAOIHIbI, aHATUTHYCCKUE MAaTepHUAJIbI
Mapketunra. [ns 06a3 maHHBIX (MIAKETOB), HE COJEPKAIIMX TOJHOTEKCTOBBIX JOKYMEHTOB, B
peKkBU3UTE "Ha3BaHKUE" MPOCTABIISICTCS €UHUIIA.

4.5. JlokymeHTBI, BKIOyaemble B (oHA OuOnuoTexu, mapkupyroTcs. [Ipu 3ToM MOryTr OBITH
MCIIOJIb30BaHbl IITEMIIENH, KHI)KHbIE 3HAKH, WHJIWBUJYyaJbHbIE IITPUXOBBIE KOJIbI, IPYTUE€ BUIBI
MapkupoBku. OCHOBHbIE TpeOOBaHUS, KOTOPbIE [OJDKHBI COONIOAATbCS TPU  MapPKUPOBKE
JIOKYMEHTOB: 0003HAaUE€HHUE MPHUHAJIC)KHOCTH, 3CTETHKA, JIOJIFOBEYHOCTh MAapKHPOBOYHOI'O 3HAKA,
COXPaHHOCTh TE€KCTa UJIU IPYToi 3HaKOBOM HH(pOpMaLnU.

4.6. Ha moxymeHTax, SBJISIFOIIUXCS MPUIIOKEHUEM K OCHOBHOMY HOCHTEIIO U €ro HEOThEeMJIEMOU
Y4acThI0, TPOCTABIISIFOTCS TE )K€ PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.7. 3HCKTpOHHI>IC CCTCBLIC JIOKAJIBHBIC MHOOKYMCHTBI H JJICKTPOHHBIC CCETCBBIC YIAJICHHBIC
JOKYMCHTBIL I/II[CHTI/I(i)I/IIII/Ip}IIOTCH CIICUAJIbHBIMU ITPOTrpaMMHBIMU CPCACTBAMMU.

4.8. Ha npuHATBIX NEPBUYHBIX YYETHBIX JOKYMEHTAaX MPOU3BOIUTCS 3aMKCh, MOATBEPKIAOIIAs,
YTO MOCTYNUBIINE JOKYMEHTHI HNPUHSATHI B OMONIMOTEUHbIN (POHA Kak B OOBEKT 0CO0O ILIEHHOTO
JBIDKUMOTo umyniectsa (nanee - OLIJIN) unu kak B 00b€KT MHOTO IBUKHMOTO UMYIIECTBA.

4.9. TlepBUuHBlE YYETHBIE JIOKYMEHTHI, MOATBEp)KIAIOIUE (PAKT MOCTYMJICHMS, MEepelaloTcs B
OyXxrajTepuio /Ui BKJIIOUYEHHUS B yueT OMOIMOTeuHOro oHIa.

4.10. ExxexBapransHo, ipu ycnoBur u3mMeHenus coctaBa OLIJIM, cBegerus 06 o01meM KOIU4ecTBe
U CTOMMOCTH JIOKYMEHTOB, BKJIIOUYEHHBIX B COCTaB OMOIMOTEYHOro (oHIa Kak OOBEKT 0c000
[IEHHOTO JIBHYKUMOTO UMYIIECTBA, MEPEAAOTCS YIPETUTEIIO.

V. Y4eT BbIOBITHSA JOKYMEHTOB U3 0U01M0Te4HOT0 PoHIa

JloKyMeHTBI BBIOBIBAIOT M3 OMOIMOTEUHOro (OHIA B CBA3M C (pU3MUECKON yTpaTON MM 4aCTUUHOU
00 TIONHOM yTpaToil MOTPEOUTENHCKUX CBOMCTB. BBIOBIBaronue MOKYMEHTHI MCKIIOYAIOTCS W3
6ubmMoTeyHoro (PoHa U CIHUCHIBAIOTCSA ¢ BOZMOXKHOCTBIO MOCIIEAYIONIeH Oe3B03ME3IHOM nepenadn
B Ipyrue OMOIMOTeKN TMO0 pean3aliuu.



5.1. UckmtoueHne JOKYMEHTOB U3 OMOIMOTEYHOro (pOHIA TOMYCKAETCs MO CIEAYIOUIMM IPUYUHAM:
yTpara, BEeTXOCTh, 1e()eKTHOCTb, YCTAPEIOCTh 110 COIEPKAHUIO, HENPO(YUIBHOCTB.

HernpouisHOCT JOKYMEHTOB yCTaHaBIMBaeTcsi Ha ocHoBe [Ipoduis koMmruiekToBanus GoHIa uiam
WHOTO HOPMATHUBHOTO JIOKYMEHTa, YTBEPKIAeMOro pykoBoauTeneM OuOmmorexu. [lo mpuumne
HeNpOQMILHOCTH MOTYT HCKIIOYAThCs M3 (POHIA JOKYMEHTHI, HE KOMIUIEKTyeMble OMOIMOTEKOM
(mpu OTKa3e OT KOMIUIEKTOBAHMS OTIENbHBIX KaTerOpuil JOKYMEHTOB), H3JIMIIHE JTyOJIeTHBIE
9K3EMIUISIPBI, 3aMEHEHHBIC OoJiee MOJHBIMU 110 COACPXKAHUIO, JYYIIMMH MO O(GOPMIICHHIO,
(1)I/I3I/I‘-IGCKOMy COCTOSIHUIO U3JaHHUAMU,; 11O UCTCUCHUU CPOKa XpPAaHCHUA NOKYMCHTOB, IIPU HHU3KOM
YPOBHE UUTATEIBCKOTO CIPOCA, MIPU HECOOTBETCTBHH IEKTPOHHBIX JTIOKYMEHTOB TEXHHYECKOMY M
IPOTPaMMHOMY 00€CIIEUeHUI0 OUOINOTEKH.

5.1.1. UcknroyeHne MOKYMEHTOB IO MPUYMHAM YCTApEJIOCTH MO COJAEPKAaHUIO, HEMpOo(UIbHOCTH
(MasiocmipalmiMBaeMbie), a TaKXe MO MPUYMHAM BETXOCTH W JCPEKTHOCTH HE JIOMYCKAeTCs II0
OTHONICHUIO K €IMHCTBEHHBIM JK3EMILIAPaM IOKyMEHTOB IOCTOSIHHOTO (6€CCpOYHOTr0) XpaHEHUs!.

5.1.2. HcknroyeHne TOKyMEHTOB, OTHECEHHBIX K KHMKHBIM IAMATHHUKAM, JIOIYCKAETCs TOJIBKO I10
IPUYMHE YTPaThl MpPU YCIOBUM OTpaKeHUS HHPOpMAIMM O KHUXKHOM IaMsiTHUKE B Peectpe
KHM)KHBIX [IAMATHUKOB.

5.2. BpIObITHE JOKYMEHTOB H3 OuOaHoTeuHoro ¢oHga odopmisieTcss AKTOM O CHHCAHUU
HCKIIFOYCHHBIX 00BEKTOB OMOIMOTeUHOro oHma (mamee - AKT O crnmucaHuu) 1o ¢opme (KO Io
OKVY/]1 0504144), yrBepxxacHHON mpukazoM MunHCcTepcTBa (hrHaHCOB Poccuiickoit deneparuu ot
30 mapta 2015 r. N 521 "O06 yrBepxkaeHuu (popM MEpPBUYHBIX YUETHBIX JOKYMEHTOB U PETHUCTPOB
OyXraJTepCcKOTO ydyeTa, MPUMEHSEMBIX OpraHaMHU TOCYJapCTBEHHOH BiacTH (TOCYAapCTBEHHBIMU
OpraHamMH), OpraHaMHM MECTHOTO CaMOYIpAaBJE€HMs, OpraHaMH YIpPaBIECHUS TOCYAapCTBEHHBIMU
BHEOIO/DKETHBIMM ~ (QOHJAMHM, TOCYAAPCTBEHHBIMH (MYHHULIMIIAJIbHBIMU)  YUPEKACHUSIMH, U
Metoanyeckux yka3aHM MO UX NPUMEHEHHUI0" (3aperucTpupoBaH B MUHHCTEpCTBE HOCTHLIUU
Poccuiickoit ®enepauuu 2 wuroHs 2015 1., perucrpamumonssii N 37519, oduumanbHbiii
UHTEpHET-IopTaid npaBoBoi wuH(popMmanuu http://www.pravo.gov.ru, 8 wuroHs 2015 r. N
0001201506080020), ¢ uU3MEHEHHUAMH, BHECEHHBIMH MpHKa3oM MuHHCTEPCTBA (PUHAHCOB
Poccuiickoit ®deaepaunu ot 16 Hoa6ps 2016 r. N 2091 (3apeructpupoBaH B MuHHCTEpCTBE
toctuuu Poccuiickoit @enepanuu 15 nexadps 2016 r., peructpanuonssiii N 44741, opuimanbHbli
UMHTEpHET-opTai MnpaBoBoil MHpopMmaruu http://www.pravo.gov.ru, 19 nexabps 2016 r., N
0001201612190019). (B pex. [Tpukaza MunkynsTypbl PO ot 02.02.2017 N 115)

5.3. K AkTy 0 cnucaHuy Mpujiaraercs CIUCOK Ha UCKIIOYEHHE O00BEKTOB OuOIMoTeuHoro ¢GoHma
(manee - CIUCOK), KOTOPBIHA BKJIIOYAET CIEAYIOIIUE CBEICHUS: PETUCTPAIMOHHBI HOMEpP U HIH(P
XpaHeHHs  JIOKyMEHTa, KpaTkoe OuOmmorpaduyeckoe  omucaHwe, IEHy  JIOKyMEHTa,
3a(MKCHPOBAHHYIO B PETUCTPE WHAMBUAYAIBHOTO ydeTa JOKYMEHTOB, KOG (UIIMEHT MepEOIeHKH,
[IEHY TTOCJIe TIEPEOIIEHKH U OOIIYI0 CTOMMOCTh HCKITFOYaeMbIX TOKYMEHTOB.

Jlis medaTHBIX JTIOKYMEHTOB BPEMEHHOTO XpPaHEHMs JIONYyCKAaeTCs 3aMeHa CIHCKAa KHUKHBIMU
bopmynsgpamu.

s TOKyMeHTOB, 00pabOTaHHBIX TI'PYNIOBHIM (YHPOIIEHHBIM) CIIOCOOOM, BMECTO CIIMCKA JaeTcs
NEpEeYEHb PErMCTPALMOHHBIX HOMEPOB, BUJI UCKIIIOYAEMbIX U31aHUN, UX KOJIMUYECTBO.

54. K AKTy o0 chOMcaHuM 1O TMpUYMHE YyTpaThl U CIUCKY MPHJIAraroTcsi JOKYMEHTHI,
MOJTBEPXKIAIONIHNE YTpaTy (MOSICHUTENIbHAS 3alMCKa, B CIy4Yae KPaKH WIIM XHUIICHUS - MPOTOKOJ,
aKT, 3aKJIFOUCHHE YIIOJIHOMOUYCHHBIX OPIaHOB, TIPU BO3MEIICHUH yIliepOa - GUHAHCOBBIN JOKYMEHT O
BO3MEIICHHUH yIIiepoa).
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Bo3memenue unrtatensmu ymiepba gomyckaeTcss B (opMe 3aMeHbl YTepSHHOTO JOKYMEHTa
PABHOLICHHBIM JIMOO IyTeM JIeHEe)KHOW KomneHcauuu. [Ipu mpueme aeHer oT yuTaTened B3aMeH
YTEPSIHHBIX KHUT WIH JAPYTUX JOKYMEHTOB COCTABIISETCS IPUXOIHBIN OpJEP, U YUTATEIIO BBIAACTCS
KBUTAHIIMS YCTAaHOBJIEHHOTO 00pa3ua.

5.5. Ilpu BO3MeIIEHUH YHUTaTeNIeM yliepOa CTOMMOCTh YTPAYeHHBIX JOKYMEHTOB YCTaHABIMBAETCS
DKCIIEPTHOM KOMMCCHEM II0 OLEHKE JOKYMEHTOB, HAa3HAa4CHHOW IIPUKA30M pPYKOBOIUTEIS
OUOIHOTEKH.

[Ipu yTepe wiM XUIIEHUU LIEHHBIX W PEIKUX KHUT JUJIS OMpPEACNICHUS UX CTOMMOCTH KOMHCCHUS
MOKET MpPUBIIEKATh K CBOEH paboTe COOTBETCTBYIOIIMX OJKCIEPTOB, a TaKKe HCIOJIb30BaTh
MaTepuayibl HayYHO-METOJUYECKUX IEHTPOB, KHMKHBIX AYKIIMOHOB M sipMapok. B 3Tux ciywasx
omnpejiefiecHue TMPUYMHEHHOTO  yiiepba mpeneiabHbIMH — KO3(QQUIMEHTaMU  KpPaTHOCTH  HE
OTPAaHUYUBACTCHI.

5.6. AKT 0 crnmcaHUM O OJHOW W3 MPUYUH, yYKa3aHHBIX B M. 5.1, ¢ NPUIOKEHHBIM CIIHCKOM
HOJIMCHIBACTCS IpeJceiaTelieM M WIEHaMM KOMUCCHM IO CIUMCaHHI0 OOBEKTOB OMOIMOTEYHOIO
¢doH1a, YTBEP)KIAETCSI PYyKOBOJIUTEIEM YUPEKICHUS.

5.7. Tlocme yTBepkIeHHS AKTa O CHHCAaHMHM  OCYLIECTBISIIOTCS ~ MEPONPHUSTHS IO
nepepacnpeeNCHHIO U PeaTn3aliy CIIMCAaHHBIX 00BEKTOB OMOIMOTeYHOTO (hOHA.

5.7.1. CnucanHble OOBEKTHI, UCKIIOYEHHBIE M3 OMOIMOTEYHOTO (DOHIA MO TMPUYMHAM BETXOCTH,
neeKkTHOCTH, ycTapelocTH MO COJACp)KaHHI0, MOTYT IepelaBaThcs Ha OE3BO3ME3IHON OCHOBE
IOPUIMYECKAM U (HU3UYecKuM JmnaMm. HeBocTpeOoBaHHBIE B TEUEHHE IIECTH MECSAILEB C JATHI
CIIMCaHMS JOKYMEHTHI MOTYT HAalpaBisAThCS B IyHKTHI BTOPUYHOTO ChIpbs. (B pen. Ilpukasa
MuskyneTypbl PO ot 02.02.2017 N 115)

5.7.2. CnucanHble OOBEKTBHl, HCKIIOYEHHble H3 OubnMoreyHoro (oHIA MO MPUYHMHE
HEMPOPUIHHOCTH, TIEPEIAIOTCS TI0 PEIICHUIO OMOIMOTEKH B OOMEHHBINA (POH]T B LIETSAX JadbHEHIen
nepeaayn Ha 6e3B03Me3/IHOM OCHOBE HEKOMMEPUYECKUM, a TaKXKe roCy1apCTBEHHBIM KOMMEPUECKUM
OpraHM3aMsaM WIH [T peanu3alii IpuIndeckuM 1 puznyeckuM aunaM. HeBoctpeboBaHHbIE Min
HEpEaJIN30BaHHBIE B TEUEHHE IIECTH MECALIEB C JaThl CIMCAHUS JOKYMEHTBI MOTYT II€PENABATHCS Ha
0€3B03ME3/IHOII OCHOBE IOPUAWYECKUM U (U3NYECKUM JIMIIAM JIMOO HANpaBisATHCA B ITYHKTHI
BTOPUYHOTO ChIpbs. (B pea. [Ipukaza MunkyapTypsl PO ot 02.02.2017 N 115)

5.7.3. Ilpu OTCYTCTBUU MYHKTOB BTOPUYHOTO CHIPbS MU B CIyd4asX, KOTJa cjadya JOKYMEHTOB Ha
nepepaboTKy SKOHOMHUYECKHM  HEIEeNecooOpa3Ha, COTPYIHUKH  OMOJMOTEKM  YHUUYTOXXKAIOT
UCKITIOYCHHBIE U3 OMOIMOTeyHOro (OHIA JOKYMEHTHI B CIICIIUATBHO OTBEICHHOM JJISl ATHX IeNel
MeCTe B MPHUCYTCTBUU YIOJHOMOYEHHBIX YUpEIUTENEeM JIHI, KOTOpbIe COCTaBISAIOT akT 00
YHUUTOKEHUU CIUCAHHBIX 00BEKTOB OmbmuoreuHoro ¢ouna. (B pen. [Ipukaza MunkyneTypsl PO
or 02.02.2017 N 115)

B Akrte o cnmcaHuM OTpakaroTCsli HAMMEHOBAaHKE, HOMEp U JaTa JOKYMEHTa, MOJATBEPKIAIOIIETO
pelieHne 6MOIMOTEKU O Mepeaaye CIUCAHHBIX 00bEeKTOB OMOInoTeyHoro oHaa B 0OMEHHBIN QOHS,
JOKYMEHTa, MOJTBEPKIAIONIEr0 pelieHne OMOMMOTeKH O pealu3alii CHUCAHHBIX OOBEKTOB
OoubmmoTeyHoro (QoHma IOPUIUYECKUM MU (PU3UYECKUM JUIAaM, JOKYMEHTa, IMOATBEPKIAOIIETO
pelieHne 6uOIMOTEKH O epeaade Ha 6e3B03ME3THONM OCHOBE CITUCAHHBIX 00BEKTOB OMOIMOTEUYHOTO
doHna ropuaudeckuM U (U3NYECKUM JIMLAM, JTOKYMEHTa, MOATBepXAammero ¢GakT caadu
CIIUCAaHHBIX OOBEKTOB OMOIMOTEYHOrOo (OHIA B IMYHKT BTOPUYHOTO CBIPBS, WMIU aKTa 00
VHUYTOXKEHUU CIUCAHHBIX OOBEKTOB OuOnmoreyHoro ¢onma. BeimeykazaHHble JTOKYMEHTHI
npusIararoTcst K AKTY O CIIMCaHHU CO CITUCKOM OOBEKTOB, HCKIIOUEHHBIX M3 OMOIMOTEeYHOro hoHaa.
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(B pen. Ilpukaza MunkynsTypbl PO ot 02.02.2017 N 115)

Hckmouennple U3 OHOMMOTEYHBIX (HOHIOB MHUKPO(POPMBI Ha TaJOT€HUA0CEPEOPSHON IJICHKE
noJuleXxar cjaade Kak cepeOdpocojepikaliie OTXOAbl B COOTBETCTBUM C 3aKOHOJATEILCTBOM
Poccuiickoit @enepanmu. (B pen. [Ipukaza Munkynstypst PO ot 02.02.2017 N 115)

5.8. Ilocne 3aBeplieHHS MEPONPUATHNA, MPEAYCMOTPEHHBIX AKTOM O CIHUCAHUU HCKIFOYEHHBIX
00BeKkTOB OMOIMOTEYHOro (HOHAA, TEPBBIA JK3EMIUIIP AKTa O CIHUCAHUU CO CIUCKOM H
JOKYMEHTOM, IOATBEPXKAAIOIIUM BBIOBITHE, IEpeAaeTcs B OyXralaTepuio, BTOPOH HK3EMILISP
ocTaeTcs B MOJpa3IelIeHUH, OCYILECTBIISIONIEM yueT OnbauoreqHoro Gounna.

Ha ocHoBaHuu AKTa O CIIMCAaHWU UCKITIOYEHHBIX O0OBEKTOB OMOIMOTEYHOro (hoHmAa OMOIMOTEUHOE
MOJIpa3JIeICHUE U OYXTaJITEpUsi BHOCAT H3MEHEHUS B COOTBETCTBYIOIINE YYETHBIC JJOKYMEHTHI.

5.9. AKTBI O CITUCAaHHWU PETHCTPHPYIOTCS B KHUTE€ CyMMapHOro ydera Oubimorednoro ¢onma (wim
JPYroM BHJE PETHCTPa CYMMapHOTO y4eTa BBIOBITUS IOKYMEHTOB, IPHHATOM B OHOINOTEKE).

5.10. B perucrpaunoHHON KHUre (WJIM JAPYroM BUJAE pErucTpa HWHAWBUIYalIbHOTO YyYeTa
JIOKYMEHTOB, IIPUHATOM B OMOJIMOTEKE) IPOCTABIISIETCSI HOMEP U AaTa AKTa O CIIMUCAaHUU.

5.11. Bce wuckmtouaembie U3 ¢GoHIa OMOTMOTEKH MOKYMEHTHI (KHHUTHU, XYPHAJbl, TPYTHE BHJIbI
JIOKYMEHTOB) JOJDKHBI OBITh COOTBETCTBYIOIIMM 00pa3oM O()OPMIICHBI: CIEIHAIBHBIM IITEMIIETIEM
JIOJIKHBI OBITH ITOrallleHbl ITaMIbl OMOJIMOTEKH.

5.12. SHGKTpOHHHe CCTCBLIC JIOKAJIBHBIC JOKYMCHTBI YAAISKOTCA U3 BHCKTpOHHOﬁ OMOJIMOTEKH Ha
OCHOBaHMH AKTa O CIHCAHHH C YKa3aHHuEeM IMPUYIKUHBI UCKIIIOYCHH. HaI/IMCHOBaHI/Ie, HOMCp M JaTa
aKTa BBOJATCA B 6213y JAaHHBIX B KQ4CCTBC MeTaI/IHQ)OpMaI_II/II/I K COOTBCTCTBYHOLLIEMY JOKYMCHTY.

Ha ocHoBaHuM BBEIEHHBIX CBEJIEHUH MPOTPAMMHBIM CIIOCOOOM (opMHUpYETCs NepeueHb AKTOB O
cnucaHuu (peecTp CyMMapHOro yd4eTa BBIOBITHS CETEBBIX JIOKAIbHBIX JOKYMEHTOB) M TepeueHb
CIUCAHHBIX OOBEKTOB D3JIEKTPOHHON OMOIMOTEKH (peecTp WHIMBUIYaIbHOTO y4yeTa BBIOBITUS
CETEBBIX JIOKAIbHBIX TOKYMEHTOB).

5.13. BbIObITHE 3JEKTPOHHBIX CETEBBIX YAAJNCHHBIX JOKYMEHTOB HE O(QOpMIIseTcs CHEelHaIbHBIM
nokyMmeHToM. [loaTBepkeHHEeM BBIOBITHS SIBISETCS HCTEUEHHE CpOKa JAEUCTBUS JIOKyMEHTa
(oroBopa, KOHTpaKkTa, JMIIEH3MOHHOTO COTJaleHus), O(GOpPMIEHHOr0 Ha MpPaBO JOCTyNa K
ornpezeneHHON 0a3e MaHHBIX (ITAKEeTy) CETEBBIX JOKYMEHTOB, U OTCYTCTBHUE JIOTOBOpA, KOHTPAKTA,
JMIIEH3MOHHOTO COTJIaleHus, 0(pOpPMIEHHOTO Ha HOBBIN CPOK.

5.14. ExxexBapTanbpHO, IpH yclioBun u3MeHeHus: cocraBa OL/IU, obmme cBeeHrst 0 KOJTUYECTBE U
CTOMMOCTH JOKYMEHTOB, CIMCAaHHBIX M3 OuOIMOTeyHOro (oHAa Kak 00BEeKTa 0co00 IEHHOTO
JBMKUMOTO HMMYIIECTBA, C YKa3aHUEM IepedHs AKTOB O CIHUCAHWUW, NPUYUH W HaAIPaBICHUI
BBIOBITHS IOKYMEHTOB, MPEACTABISAIOTCS yupeauTento. KonmnyecTBo BHIOBIBAIOIINX JOKYMEHTOB HE
JIOJDKHO TIPEBBINIATH KOJTUYECTBA BHOBB MTOCTYIAOIINX JOKYMEHTOB B OMOINOTEYHBIN (HOHT.

VI. Y4eT UTOroB ABMKeHUA ONOJIHOTEYHOr0 PoHIA

6.1. Utorn nmwxkenus GoHIOB MOABOAATCS B KHUTE CyMMapHOTo ydeTa oubmuorednoro Gonaa (mimm
JIPYTOM pPETUCTPE CYMMapHOTO Yydera, MNPHHITOM B OHOIMOTEKE) Ha OCHOBAaHUM JaHHBIX
CYMMAapHOT0 y4eTa O MOCTYIJIEHUH U BBIOBITUH TOKYMEHTOB.

Hrorossie JaHHBIC HMCIOT YCTBIPC 00s3aTeNbHBIX IIOKAa3aTeIsd: COCTOSJIO Ha Hadalio roaa,
MOCTYIIUJIO 3a I'OX, BBIOBLIO 32 rog, COCTOMT Ha KOHCII roja.
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Hrorosnie JaHHBIC 110 J3JICKTPOHHBIM CCTCBBIM YIAJICHHBIM JOKYMCHTAM HPCACTABIAIOTCA
CICAYIOUMHA IMOKa3aTCIsIMH YUETHBIX €IUWHHIL: COCTOAIO0 Ha HA4YajJIo rojaa, 0(1)OpMJ'IeHO B JOCTYII B
TCUYCHHUC I0Jla, JOCTYII NPCKPALICH B TCUCHUC I'0Jid, COCTOUT HAa KOHCI roaa.

6.2. CBenenusi 00 UTOTOBBIX JAHHBIX (PUKCHUPYIOTCS B (hOpME rOCyNapCTBEHHOW CTaTUCTHYECKOMN
OTYETHOCTH U NMPEACTABIAIOTCA Ul LEJIeH rOCyAapCTBEHHOW CTaTUCTUYECKOM OTYETHOCTH.

HtoroBeie nanHble 00 0OMEeHHOM (DOHJE HE BKIIOYAIOTCS B OOIIME TOKazarenud OMOIMOTEeYHOTO
dbonma.

VII. IIpoBepka HaIM4Msd JOKYMEHTOB 0HOIMOTEeYHOr0 GoHaA

7.1. Tlpoepka Hamu4us AOKYMEHTOB OuOmmoredynoro ¢onma (mamee - mpoBepka (oHmaa)
IPOU3BOAUTCS B 00S13aTEIILHOM TOPSI/IKE:

IpY BBISIBIICHUH ()aKTOB XUILEHHSI, 37I0YIIOTPEOICHHSI WIIH TOPYX JTOKYMEHTOB;

B Cllydae CTUXMHHOro O€ICTBUs, MOXapa WIM APYTUX YPE3BbIUAMHBIX CUTYallUi, BbI3BaHHBIX
SKCTPEMAIILHBIMU YCIIOBUAMU;

NIPY PEOPraHn3alUH WM JTUKBUAAUN OMOIHOTEKH.

[nsa npoBeneHus INPOBEPOK PYKOBOAMTENIEM OpPraHM3allMyd HA3HAYAETCs KOMHCCHs, B COCTaB
KOMMCCHUH JIOJIKEH BXOJUTh NPEACTaBUTENb OyXIaaTepuH.

7.2. IIpoBepka (hoHAa B IIJITAHOBOM MOPSAKE OCYILIECTBISAETCS B CAEAYIOLIUE CPOKU:

JOKYMCHTBI, UMCIOIIIUC B Oq)OpMJ'ICHI/II/I AparouCHHbIC MCTAJJIBI U (I/IJ'II/I) AparoucHHbIC KaMHH, -
CXKCTOJHO,

(GoHJI pelKMX U LIEHHBIX KHUT - OIUH pa3 B 5 JIET;

donbl OnbMoTeK 10 50 THICAY YyUYETHBIX €AMHMUIL - OJJUH pa3 B 5 JIeT;

donnbl 6ubmmoTek ot 50 10 200 THICSY YYETHBIX €IUHUIL - OAWH pa3 B 7 JIET;

donnbl 6ubmmotex ot 200 Thicsid A0 | MUUIMOHA YYETHBIX €UHUIL - OAUH pa3 B 10 neT;
¢donnpl OnbmmoTex ot 1 10 10 MUIIIMOHOB YUETHBIX €AMHHUIIL - OJIUH pa3 B 15 jer;

¢donnpl Onbimotex ot 10 10 20 MIUIITMOHOB YYETHBIX €IUHUI] - OAUH pa3 B 20 neT;

¢donb 6ubMoTeK cBBIIe 20 MIITMOHOB YYETHBIX €IMHUIL - | MIJIJIMOH 3K3EMILISIPOB B IO/,

[InanoBass mpoBepka (oHIa OUOIMOTEKM MOXKET OCYIIECTBISATHCS IMOAITAIHO B COOTBETCTBUU C
rpauKoM MPOBEACHHUS TMPOBEPKH BCero (hoHIa WM €ro 4acTu (B TOM YHCIE PEAKUX M IICHHBIX
KHHUT) C OTIpeJIeIeHHEM CPOKOB M KOJMYECTBA IUIAHUPYEMOTO 00heMa pabOTHI.

7.3. IlpoBepka DJIEKTPOHHBIX CETEBBIX JIOKAJbHBIX JOKYMEHTOB OCYIIECTBISETCS IO
KOJJMYECTBEHHBIM TIOKA3aTesiM, a TakXKe IO KOHTPOJbHBIM CyMMaMm, IO3BOJISIOIIUM BBISIBUTH
W3MEHEHUS B JOKYMEHTE.

HpOBepKa AOCTYITHOCTHU OJICKTPOHHBIX CCTCBBIX YAAJICHHBIX JOKYMCHTOB OCYILICCTBIISACTCA C
aIpe€CoB BX0da, YKa3aHHBIX B PETUCTPEC UHANBUAYAJIbHOI'O YUCTA.

7.4. Tlpoepka Bcero (oHIAa WJIM €ro 4YacTH 3aBEPIIACTCS COCTABICHHUEM aKTa O pe3yibTaTax
NPOBEICHUS TPOBEPKU HAIMYMA JOKYMEHTOB OMONMOTEYHOro (OHJAa U TMPHUIOKEHHEM K HEMY



CIIMCKA IOKYMEHTOB, OTCYTCTBYIOIIUX 10 HEYCTAaHOBJIECHHOMN IIPUYUHE.

B akTte ¢QukcHpyrOTCS CBEACHHS O KOJMYECTBE JOKYMEHTOB OMOMMOTEYHOro (OHIA MO JTaHHBIM
yuera; JOKYMEHTOB, MMEIOUIMXCS B HAJIMYUU; JOKYMEHTOB, OTCYTCTBYIOIIMX B OHOIMOTEYHOM
doHIe O HEYCTAHOBICHHOW NpuyuHEe. B akTe Takke YyKa3bIBAIOTCSA HOMEP M JlaTa akra o
MPOBEJICHUH MPEbIyIeii TPOBEpPKU. AKT ¢ MPHUIOKEHUEM CIUCKAa JOKYMEHTOB, OTCYTCTBYIOLIUX
[0 HEYCTaHOBJICHHOW NPHYMHE, TMOJIUCHIBACTCA TNIpelcenaTe]IeM W UWIeHAaMU KOMHUCCHU U
YTBEPKAACTCA PYKOBOAUTEIEM YUPEKACHHUS.

7.5. Tlpu BBISIBICHHH B MpoIiiecce MPoBepKy (HOHAA OTCYTCTBYIOMIMX JOKYMEHTOB M HEBO3MOXKHOCTH
YCTAaHOBJICHHSI BHUHOBHBIX JIHMI[ YOBITKM IO HEJOCTauyaM CIIMCHIBAIOTCS B COOTBETCTBHH C
JIEUCTBYIOIIUM 3aKOHOAATEIBCTBOM.

VIII. des1onnpou3BOACTBO B OPraHU3ALUN Y4eTa OMOJIHOTEYHOT 0
(¢ponna

8.1. Opraam3amusi paboOThl ¢ JOKYMEHTaAMH 10 y4eTy OMOIMOTEYHOTro (POHIA OCYIIECTBISETCS IO
NpaBUJIaM BEICHUS JICIONPON3BOJICTRA.

8.2. Cpoku XpaHEHHUs TOKYMEHTOB YCTaHABIMBArOTCS B cOOTBEeTCTBUHM C [Ipukazom MunucrepcTa
KynbTypbl Poccuiickoit @eneparuun ot 25.08.2010 N 558 OO yrBepxkaeHuu "llepeuHsi THUIOBBIX
YIPABICHYECKUX  ApXUBHBIX  JIOKYMEHTOB, OOpa3yIOIIMXCS B  MpoIecce  JesTeIbHOCTH
rOCyJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIpPAaBJICHUS M OpraHU3alMi, ¢ yKa3aHUEM
CPOKOB XpaHeHus", 3aperucrpupoBaHHbiM MunioctoM Poccuiickoit ®@enepanuu 08.09.2010, N
18380.

8.2.1. IlocTosiHHO, 1O JUKBUJAIMU OUOTUOTEKH, XPAHATCS PErucTpbl HHAWBUIAYAIBHOTO U
CYMMAapHOT0 y4yeTa JOKYMEHTOB OmOimoreyHoro (oHaa (perucTpalioHHble KHUTH, WHBEHTapHBIE
KHUTH, KHUTY CYMMapHOTO y4yeTa, y4eTHBIH KaTaJlor, Tonorpaduueckue OMIUCH U KaTajloTH).

8.2.2. B TedyeHue AecsATH JET XPAHITCS AKTBI O CIIHCAHUHU UCKIIFOUEHHBIX 00BEKTOB OMOIMOTEYHOTO
¢dboH1a ¥ aKTHI O IpUEMe-Tiepeiade CIUCAaHHBIX 00BEKTOB OUOIMOTEYHOTO POHA.

8.2.3. B TeueHue nATH JE€T XPAHATCA IEPBUYHBIE YYETHBIE JOKYMEHTBI, IOATBEPXKIAIOLINE
NOCTYIVIEHUE JOKYMEHTOB B OuOnMOTeuHbI (oHJ (HakiIagHble, aKThl O TMpUEME, AaKThl
CAAYU-TIPUEMKH).

8.2.4. Jlo oxoHYaHUS OYepeAHON MPOBEpPKU (POHIA XPAHATCA aKThl O pe3yJibTaTax MpPOBEICHUS
POBEPKH HAINYMS JJOKYMEHTOB OMOIHOTEYHOr0 (hOoH A,


https://normativ.kontur.ru/document?moduleid=1&documentid=287152#l120
https://normativ.kontur.ru/document?moduleid=1&documentid=270110#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=287152#l120

