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ITPUKA3
ot 8 okTsiOps 2012 r. N 1077

Ob YTBEPKAEHUU NTOPAIKA YUETA JOKYMEHTOB,
BXOAALIINX B COCTAB BUBJIMOTEYHOI'O ®OHJAA

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

Bo wucnonnenne myHkta 6 crateu 12 ®enepanmpHoro 3akona ot 29.12.1994 N 78-®@3 "O
oubmmoreunom aene” (CoOpanue 3akonomarenscTBa Poccuiickoit @emepanuu, 1995, N 1, cr. 2;
2004, N 35, cr. 3607; 2007, N 27, ct. 3213; 2008, N 30 (u. 1), 3616, N 44, ct. 4989; 2009, N 23,
2774, N 52 (I 4.), cr. 6446) npukassIBalo:

1. Vrepaute Ilopsiiok ydeTa IOKYMEHTOB, BXOJSIIMX B COCTaB OHOIMOTEYHOro (hoHIa
(mpunoxenwue).

2. KoHTpoIs 32 UCTIONHEHNEM HACTOSIIETO MPUKa3a BO3JIOKUTH HA CTATC-CEKPeTaps - 3aMECTUTEIS
Munuctpa kynsTypsl Poccniickoit @enepanuu I'.11. Bnuesa.

Munucmp

B.P.MEJJUHCKHH

Ilpunosxcenue
K npuxa3zy Munucmepcmaea Kynibmypul

Poccuiickoii @edepayuu

om 08.10.2012 N 1077

HOPAAOK

YUYETA IOKYMEHTOB, BXOAAIIUX B COCTAB
BUB/INOTEYHOI'O ®OHJA

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

. O0uIne moJ10KeHU A

1.1. Yder nokymMeHTOB OMOIMOTEYHOrO (hOHIA SBISIETCS OCHOBOW OTYETHOCTH W TUIAHUPOBAHUS
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JeSITeIbHOCTH OMOIMOTEKH, CIOCOOCTBYET 00ECIIEUEHUIO €r0 COXPAHHOCTH.

1.2. Vder BKIIIOYaeT PErUCTPALMIO MOCTYIUICHHS IOKYyMEHTOB B OMOIMOTEUHbIN (OHM, UX BBIOBITHSA
u3 (oHIA, WTOrOBBIE JaHHBIE O BeauunHe (0Obeme) Bcero OuOMMOTEYHOro (OHIA M €ro
MOIpa3/IesioB, CTOUMOCTh (hOH/IA.

1.3. OcHoBHBIC TpeOOBaHMS, PEIBABIIEMbIC K YIeTY OMOINOTEYHOTO (POH IA:

MIOJTHOTA M JIOCTOBEPHOCTh YYETHOU MH(OPMAIIHH;

OTIEPATUBHOCTH;

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

COBMECTHUMOCTh MpPHEMOB U (OpPM yudeTa, UX HAJIeKHOCTh IMPHU MapauIeTbHOM HCIOIb30BAaHUH
TPaJULIMOHHON U aBTOMATHU3UPOBAHHON TEXHOJIOTUH yUETa,

COOTBECTCTBHC HOMCHKIJIATYypPbI Imokasareiei yucTa q)OHI[a aHaJIOTHYHbIM IIOoKa3aTCiIsiM
FOCYHapCTBeHHOﬁ OMOJIMOTEYHON CTATUCTHKH.

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

1.5. Vyer JOKyMEHTOB BeAETCA B pEerucTpax MHAMBUAYAJIBHOIO M CYMMapHOro yuyera B
TPAJUIIMOHHOM U (MJIH) 3JIEKTPOHHOM BHUJIC.

1.5.1. PeructpamMu HMHIMBHUIYaJbHOTO Yy4Y€Ta JIOKYMEHTOB SIBJISIOTCSA. PETUCTpAllMOHHAs KHUTA,
KapTOUKa PETUCTPALlMM Ha ONpPEAEIEHHBbIM BHJ JAOKYMEHTA JUIS Ta3eT, KypHAJOB, OPYTHX BHIOB
JOKyMEHTOB.  JlomyckaeTcsi  TakkKe  perucTpaMd  WHIUBUAYAJIbHOTO  y4eTa  CUHUTaTh
TONOrpa)MuecKyro Onuch (Katayior), y4eTHbIH KaTalor, Y4eTHbIH (aill ¢ BBIXOAHBIMH (OpMaMH,
(dbopMUpYEMBIMH B MOPSIIKE UHBEHTAPHBIX MU UHBIX UJIEHTU(PUKAIUOHHBIX HOMEPOB JTOKYMEHTOB.

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

1.5.2. Peructpamu CyMMapHOTO Yyd4eTa JOKYMEHTOB SBJISIFOTCS: KHUTa CYMMapHOTO ydera
O6ubmoTeyHoro GoHaa, JUCTHI CyMMapHOTro y4yeTa Oubnnoreunoro ¢oHza, xypHai. JlomyckaroTcs
pa3iuuHble MOAU(GUKAIIMA KHUTA CyMMapHOToO ydera. He3aBUCHMMO OT BHJia Y4E€THOTO JOKYMEHTA
PETUCTPBI CYMMAapHOTO y4eTa COJIPKaT TPH B3aMMOCBSI3aHHBIC YaCTH.

"[locTymnienne JOKyMEHTOB B OMOIMOTEUHbIN QoHT ",
"BrIObITHE TOKYMEHTOB U3 OMOIHOTeUHOTO hoHIa",
"Uroru aBmxeHust OubIMoTeyHoro (poHIa: UTOrOBbIe JaHHBIC HA KOHEIl OTYETHOTO meproa’.

O0600111eHHbIE JaHHBIE OTPAXKAIOTCS B KaX/I0H YacCTH PETUCTpa CyMMapHOro ydera. B anexkTpoHHOiM
CHCTEME Y4eTa 3TH YaCTH MHTETPUPYIOTCS B €MHBIN yUeTHBIN (aii.

1.6. CymmapHBlii ¥ WHAMBUAYAIbHBIH yueT (oHAa BeAeTCsS CTPYKTYPHBIMH TOJpPA3ACTICHUSIMHU
OMOJMOTEKH, B BEJICHUU KOTOPBIX HAXOJIUTCS KOMIUICKTOBaHHE (POHJIA, a TAKKE TOPa3ACICHUSIMH,
o0ecreunBarOIIMMHA XPaHEHUE M HCIIOJIh30BAaHUE 3aKPEIUICHHBIX 332 HUMH 4acTei obmiero ¢onHma
OMOJINOTEKM.

1.7. Cratuctuueckas unpopmanus o (HopMuUpoBaHMM OMOIHMOTEYHOro (POHAA MO HTOTaM Troja



npezcTaisiercs B [ 1aBHbIN WH(OPMAIIMOHHO-BBIYUCIUTEIbHBIN IeHTp MUHKYIbTYpBI Poccuu.

1. Exunnnb! yyeta 6M0am0oTedHoro pouaa
2.1. Bennunna (00beM) 1 ABHKEeHHE (DOHIA H3MEPSAIOTCS B YHU(PHUIIMPOBAHHBIX €IHMHMIIAX yUETa.

OCHOBHBIMU €IMHHULIAMH y4eTa JOKYMEHTOB OHOIHMOTEeYHOro (OHAA SBIAIOTCA SK3EMIULIp U
Ha3BaHME, JJIA T'a3€T - TOJOBOM KOMIUIEKT U Ha3BaHUE.

I[OHOJ'IHI/ITCJ'IBHI)IMI/I CAMHUIOaAMH Yy4€Ta (1)0H,I[a SABJIIAIOTCA l"OI[OBOﬁ KOMIIJICKT, MCTPOIIOJIKA,
noamuBKa (HGpGHHeTHaSI GILI/IHI/ILIa); AJId 3JICKTPOHHBIX JOKYMCHTOB - CIMHHILIA TaMATH JaHHBIX.

2.2. O6mas BenuurHa OMOIMOTEYHOTO (DOHIA B IIEJIOM M €r0 TOJPa3/iejioB, B TOM YHCIE CETEBBIX
JIOKQJIBHBIX JJOKYMEHTOB U CETEBBIX yJAJICHHBIX JOKYMEHTOB, YIUTHIBACTCS B DK3EMILISIPaX, HOBBIC
MOCTYIUICHUS - B SK3EMIUISIpaX M Ha3BaHUAX. YMCIIO TOIOBBIX KOMIUICKTOB T'a3€T MPUPABHUBACTCS K
YHUCITY 9K3EMIUTSIPOB.

[1l. YdeT 10KyMeHTOB 10 BUAAM U KATETOPUSM

3.1. [leyaTHbIe U3TAHUS U HEOMYOJIMKOBAHHbIE JOKYMEHTbI

K me4aTrHbIMM HM3aHMSAM OTHOCATCS THPAKMPOBAHHBIC M3JaHMs, MOJYYCHHBIC I€YaTAHUEM WM
TUCHEHUEM, MOJIUTrpapuuecku CaMOCTOATENbHO O(GOPMIICHHBIE! KHHUIH, OpOIIIOpHI, >KYpHAJbI,
[IPOJOJDKAIOIIMECS H3LAHMSA, JIMCTOBBIC H3JAHUA, Ta3eThbl, W30M3[aHUsd, HOTHBIC W3JaHU,
KapTorpauueckue  HM3AaHMUs,  HOPMATHUBHO-TEXHMYECKHE M  TEXHUYECKHUE  JOKYMEHTHI,
aBTOpedeparsl TuccepTalui.

K HeomyOnMKOBaHHBIM JOKYMEHTaM OTHOCSTCS PYKOIHUCHBIC JOKYMEHTHI (PYKOIHCHBIC KHUTH U
apXMBHBIC JIOKYMCHTBI), @ TaK)Ke JOKYMEHTBI, HM3TOTOBJICHHbIE B CIUHHYHBIX 3K3EMIUIIPAX,
SIBIISIIOIINECS] 00BEKTAMU MHTEJUICKTYalbHON COOCTBEHHOCTH (JCTTOHMPOBAHHBIC HAYYHbBIC PAOOTHI,
JICCepTalliy, MPENPUHTHI, OTYEThl O HAay4YHO-HCCIEI0BaTENbCKUX padoTax, MepeBOAbl, ONMUCAHUS
anmroputMOB W mporpaMm OBM, MpoeKTHO-KOHCTPYKTOPCKAas JAOKYMEHTAIlHsl), TaKTHIbHbIC
PYKOJIENbHBIE W3/IaHUs JUIsl CJENbIX M CIa0OBUASIIMX. PyKONHCHBIE JTOKYMEHTBHI, BXOISILIUE B
6ubnuoTeyHsie (POHBI, ABISIOTCS COCTaBHOM YacThio ApxuBHOro ¢onaa Poccuiickoii @enepanuu u
YUUTBHIBAIOTCS B COOTBETCTBUM C HOPMATHUBHBIMU U TPABOBBIMU aKTaMHU 10 YYETy apXHUBHBIX
JIOKYMEHTOB U HacTosiiuuM ITopsiakom.

3.1.1. Kauru u OponItopbl YYUTHIBAIOTCS B K3EMILISIPAX W HA3BAHUSIX.
Kak oTaenbHblIi S5K3eMILIAp U KaK OTJeIbHOE Ha3BaHUE YUUTHIBAIOTCS
Ka)kJ10€ OT/IeNIbHOE H3/IaHne (KHUTa, OpomIopa);

Ka)KJ0€ BXOJAIIEE B KOHBOJIIOT U31aHUE;

KaX/IbIii OTAENbHBIA TOM (BBITYCK, YaCTh) MHOTOTOMHOTO H3JaHHS, MMEIOIINNA HWHAWBUIYAIbHOE
3arjiaBue,

Kaxnaas u3 OpolIop, BBITYIICHHBIX B OOBCOUHSIOMEH WX W3IATENbCKOW TMamke, OOJOXKKe,
MaHXeTKe,

KaXIas KHUra WIM OpolIopa, BXOAANIas B KHIKHYIO ceputo (HyMEpOBaHHYIO —HIIH



HEHYMEPOBAHHYIO);

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

3.1.2. JIoKyMeHTBI, BBINOJIHEHHbIC peibedHO-ToueuHbiM mpupToM (mpudrom bpaiins),
YUYHUTBHIBAIOTCS B DK3EMITISIpaX ¥ Ha3BAHMSX.

DK3eMIUISIPOM IS JTAHHOTO BHUJIA M3JaHHUU SBIISCTCSA KaXKIas U3 KHUT KOMILICKTa, 00bEIUHCHHBIX
00IIIMM Ha3BAHHEM.

Kax OAHO Ha3BAHMEC YUUTBIBACTCA KOMINICKT H3AaHWA, HE3aBHUCHMMO OT 4YHCJIa BXOAANIMX B HETO
KHMUT'.

3.1.3. XKXypHaJbl ¥ IPOIOIKAIOIIMECS U3/IaHUS YIUTBIBAIOTCS B K3EMIUISIPaX U HA3BAHUSX.

3K3€MHH${p0M CUHUTACTCA HOMCP, TOM, BBIIIYCK, U3AAHHBIC IIO OTACIBHOCTH, a TAKKC KOMIIICKT
HOMCPOB, TOMOB, BBIITYCKOB, IICPCINICTCHHBIX B OJUH 010K n31aTciIbCTBOM.

Kak OAHO HA3BAHUC YUUTBIBACTCSA KOMIIJICKT HOMCPOB, TOMOB, BBIITYCKOB, o6pa3y10nmx OTACJIbHYIO
CAUHNUIY C OTIHWYUTCIBbHBIM 3arjlaBUCM. HpI/I M3MEHEHHMHU 3arjiaBusl HOBOU y‘IeTHOﬁ G,Z[I/IHPILICI)'I
CUHUTACTCA U3aaHUC, €CJIM UBMCHCHUEC BHCCCHO B IICPBLIC IIATH CJIOB 3arjlaBusl.

HepI/IO,I[I/ILIGCKI/Ie MPUITIOKCHHUA K JKypHaJiaM, BBIXOJAIIINEC CaMOCTOATCIIBHO, HUMCIOIIIUC
WHIUBUAYAJIBHOC 3arjlaBu€ H CO6CTBCHHYIO HyMCpaluuro, YYUTBIBAOTCA KaK OTACJIIbHBIC
OK3CMILIAPBI U OTACIIBHBIC HAa3BaAHUWA.

Kaxcz[aﬂ Ccepus NMpOoAOJIKAOUICTOCA U3JIaHUA, UMCHOIIAad MHANBUAYAJIbHOC 3arjlaBuc U CO6CTB€HHYIO
HYMEpalHWIO BBIITYCKOB, YYUTBIBACTCA KaK OTACJIbHOC Ha3BaHUC.

Ka)KI[LIfI CaMOCTOSITEILHBIL TOM (BBIHYCK) MPpOAOJDKAOIICTOCA HU3OAHUA YYUTBIBACTCSA KakK
OTACJIBHOC HAa3BaHUC.

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

Kak ogHO Ha3BaHHMe YYUTHIBACTCA KOMIUIEKT Ta3eT, OOpasymoIMX OTIACNbHYIO EIHHHILY C
OTJIMYUTEIbHBIM 3aryiaBueM. [Ipy HW3MEHEHuM 3ariiaBus HOBOM YYETHOM E€IWHHIIEH CUYUTAETCS
W3J1aHue, €CIIM U3MEHEHUE BHECEHO B IIEPBBIE IIATh CJIOB 3arjaBHsl.

OIIHO,Z[HCBHLIC (paSOBLIC) Ta3CThbl YHUTBIBAKOTCA B OK3CMILIApAX (HOMCp, BLIHyCK) U Ha3BaHHAX.

OTI[GJ'H)HO HU3JAHHBIC TICPUOJUYCCKHE IPHUIIOKECHUA K Tra3ertaM, HMCIOIUME HWHIAWBHUAYAJIbHOC
3arjiaBuc u CO6CTBCHHyIO HyMEpaluro, YYUTBIBAIOTCA CAMOCTOATCIILHO.

3.15. Uszomwsmanuss  (ambOOMBI,  KOMIUIEKTBI,  OTJCJIbHBIC  JIUCTOBBIC  H3JIaHUS) |
penbedHO-TpaduUecKre MOCOOUs I CIAENbIX W CIA0OBHIAIINX YYHUTHIBAIOTCS B DK3EMIULIpAX U
HA3BaHMSIX.

Kak oTaenbHbIi 3K3eMIUTAP U OTACIBHOE Ha3BaHHME YUYMTHIBACTCS KaKIbId JIUCT (BBIMYCK) CEPHH
W30M3/IaHu#, He 00bEAMHEHHBIC 3/1aTENIbCKOM ManKkoi (00I0KKOH, MaHKETKOH).

JlucroBble W3MaHHS, OOBEAMHEHHBIC W3ATEIbCKOW Mankoi (0OJI0KKOM, MaHKETKOH, 00epTKOii),
YUYUTBHIBAIOTCSA KaK OJIMH 3K3EMIUISAP U OJHO Ha3BaHUE.

3.1.6. HoTHbIe n3gaHus yYUTHIBAIOTCS B 9K3EMIUISIpaX U Ha3BaHUSAX.

Kax OTACIBbHBIC SK3CMILIAPEL U OTJACIIbHBIC HA3BAHUA YYUTHIBAKOTCS .



CaMOCTOSTEIIbHBIC HOTHBIC M3/IaHus, 00ObEAMHEHHBIE B OJIHOM Ieperuiere (KOHBOIOTE);
oTaenbHbIC apThH (rosioca) u napTuTypa (KJ1aBup), U3AaHHbIC PA3ICIbHO.
Kak o1H 3K3eMIUISIp U OJHO HAa3BaHHE YUUTHIBAIOTCS

oT/esbHbIC apTHH (ToJioca), 00bEANHEHHBIC C TAPTUTYPOI (KJIaBUPOM) B OJTHOM U3JIaHHH, a TAKIKE
napTuH, 00beIMHEHHBIC N3IaTeIBCKON manKkon (00JI0KKOi).

3.1.7. Kaprorpaduueckue u3jaHus yIUTHIBAIOTCS B DK3EMILISIpaxX U Ha3BaHUSX.
Kak oTaenbHbli SK3eMILIAp U OTAEIbHOE Ha3BaHUE YUUTHIBAIOTCS:

aTJachl, COCTOAIIME U3 OTACIbHBIX HYMEPOBAHHBIX W JaTUPOBAHHBIX BHITYCKOB,
KaQKJIbIN BBIMYCK CEPUMHOTO U3AaHUS KapThl WJIK aTJiaca.

Kak oauH 3K3eMIIsip U OJAHO HAa3BAaHUE YUMUTHIBACTCS KapTa, WM3/IaHHAs HA HECKOJIbKHX JIUCTaX
(moekaIux CKICHKe), 00bETMHEHHBIX OOIIUM 3arIaBUEM.

MHOroToMHBIC (MHOTOJIMCTOBBIE) KapTOrpapuueckue u3iaHus, 0ObeIMHEHHBIC OOIINM 3arjiaBUEM,
YUUTBIBAKOTCS 110 KOJIMYECTBY TOMOB U OJHOMY Ha3BaHUIO.

OTIIGJH)HO HU3JaHHBIC, HO HC HUMCHOIIUC CaMOCTOATCIBHOIO 3HAYCHUSA KapTorpa(quecm/Ie
MNPUJIIOKCHHA K Pa3JIMYHBIM HU3JaHUAM (KHI/IFaM, 6pom}opaM, >1<ypHaJ1aM) YUUTBIBAOTCS CAUHBIM
KOMIIJICKTOM C OCHOBHBIM HU3JJaHHECM.

3.1.8. HopMaTHBHO-TEXHHYECKHE U TEXHUYECKUE JTOKYMEHTHI (ITATCHTHBIC JOKYMEHTBI, THIIOBBIC
OPOEKTHl M YEPTEeXM, KaTaJloTH MPOMBIIIIEHHOT0 O0OpyIOBaHMS W U3JENIUi, HOpPMaTHBHbIE
JOKYMEHTBI TI0 CTaHIapTH3alUK, TEXHUYECKUE YCIIOBHS, PYKOBOMSIIME TOKYMEHTHI M IPAaBUIIA)
YUUTBIBAIOTCS B DK3EMILIAPAX U Ha3BaHUSAX.

Kak oauH »K3eMIUISIp ¥ OJHO HA3BaHUE YUUTHIBAIOTCS CTAHIAAPTHl U KATAJIOTH MPOMBIIUICHHOTO
000py/IOBaHUs M U3JICIHI, BBITYIIECHHbBIE B 00bEANHSIONIEH X U3AaTeNIbCKOl mamnke (007I0KKe) mpH
HaJUYHMH Ha Manke oOIel 1IeHbl, COAEPKaHUsI BCETO U3/IaHUs, €UHBIX BBIXOIHBIX TAHHBIX.

Kak oTnenpHBIM SK3EeMIUISIp W OTIEIbHOE Ha3BaHWE YYUTBHIBAIOTCA CTAaHAAPTHI M KaTaJOTH
MPOMBINIICHHOTO O0OpYIOBaHUS W M3JCNUN, Jpyrue CHelUaIbHbIE BHIB JOKYMEHTOB,
BBHINTYIIICHHBIE B BUJIE OTAEIBHBIX JIUCTOB, €CIU KaXJbIH U3 HUX MMEET CBOM BBIXOJHBIC JaHHBIEC,
IIEHY, TUPAX, JaKe €CITU OHU 0OBEAMHEHBI OJTHOM M3/1aTeNIbCKOM Mankoi (0010XKKOM).

3.1.9. HeomryOimKkoBaHHBIE IOKYMEHTBI YYUTHIBAIOTCS B OK3EMIUISIpaX U Ha3BaHUSX.
Kak oMH 3K3eMILIAp U OJJHO HA3BAHUE YUUTBIBAKOTCS:

ACIIOHUPOBAHHAA Hay4dHas pa60Ta (KOMHJICKT, COCTOSIIUN M3 ABYX OJK3CMILIAPOB pa6OTLI) n
COIIPOBOAUTEIILHBIC TOKYMEHTHI,

HEONyOJIMKOBAaHHBIE JOKYMEHTHI, COPOITIOPOBAHHBIE HIJIM COACPIKAIITUECS B OTACIBHOMN TaIlKe.

11 KOHCTPYKTOPCKOM NOKYMEHTALMKU €AUHULEH ydeTa SBISAETCA YEepPTEXk WU IOJHBIA KOMIUIEKT
KOHCTPYKTOPCKHUX JIOKYMEHTOB, OTHOCSIIIIUXCS K OJTHOMY U37eHI0 (00BEKTY).

3.1.10. OGHoBnsIeMOE TMEYaTHOE W3/IaHWE YYHUTHIBACTCS KaK OTACIIBHOE Ha3BaHWE W OTHEIbHBIN
HK3EMIUIAP MPU NEPBUYHOM MOCTYIUIEHHH B O6ubnmoteky. Ilocnenyronye nocTymieHus: BKIaJHBIX
JUCTOB, TPeTHA3HAYCHHBIX JUIS JOIMOJHECHUS MM 3aMEHbl COOTBETCTBYIOIIHMX JINCTOB B HM3JIaHUH,
OTIEIbHOMY YYETY HE IOJIEXKAT.



3.1.11. dakcuMuUIbHOE U3JAaHUE YYUTHIBACTCS KaK OPUTHHAI.

3.2. AyiuoBu3yajibHble JOKYMEHTbI

K  ayauoBu3yanbHBIM  JOKyMEHTaM  OTHOCATCA  (DOHOIOKYMEHTBI,  BHJICOJIOKYMEHTHI,
($OTOIOKYMEHTBI, KHHOJAOKYMEHTHI.

3.2.1. Enununamu yueta oHza ayAMOBU3YaIbHBIX JOKYMEHTOB SIBIISIOTCS SK3EMIUIAP U Ha3BaHHE.
Kak oT/esbHbIN SK3EMIUIAP YUUTHIBAIOTCA:

JICK - JUISl TPaMILIAaCTUHOK;

KaTylllKa, KacceTa win 600MHa - JUI1 MarHUTHBIX (DOHOTPAMM;

KacceTa - Ui BUJECOA0KYMEHTOB,;

KaJp - 11 HOTOJOKYMEHTOB ([IMAllO3UTUBOB, CIAI0B);

0600uHa - 11 KWHO(PUIBMOB.

Kak ogHO Ha3BaHNE yUUTHIBAIOTCS:

OT/IEIbHO BBINMYIICHHAS MPAMILIACTHHKA, KacceTa JTM00 KOMIUIEKT (a1b00M) rpaMILIaCTHHOK, KacCeT,
00BbEeAMHEHHBIX OOIIMM Ha3BaHHUEM,

MarHuTHas (OHOrpamMma Ha OJIHOW Karymke (Kaccere), MarHuTHas (POHOrpaMMa Ha HECKOJIbKUX
KaTymkax (kKaccerax), 00beIMHEHHBIX OOIINM Ha3BaHHEM;

OT/ENbHO W3JaHHBIA (OHOJOKYMEHT WJIM KOMIUIEKT (DOHOJOKYMEHTOB, OOBEIWHEHHBIX OOIIUM
3arjaBuEM,

KUHOWIBM, THa)UIBM HE3aBUCHMO OT YHCJIAa COCTABIISIONIMX YacTel WM KaapoB (U1 KOMILIEKTa
JIMATIO3UTHBOB).

3.2.2. Ay,Z[I/IOBI/ByaJ'IBHLIC AOKYMCHTHI, SBJISIIOINUCECA MPUIIOKCHUCM K PAa3JIMYHBIM H3JAHUSAM U
BBITIOJIHAIOIIUE CaMOCTOATCIBHBIC q)yHKHI/II/I, a TaKXE HCIIOJIB3YEMbBIC B pa60Te OTACIBHO OT
OCHOBHOTI'O U3JaHU, MOT'YT YUUTBIBATHCA KaK OTACIIbHBIC SK3CMILJIAPBI.

3.3. JlokyMeHTBhI Ha MUKpo(dopmMax
K nokymeHnTam Ha MUKpO(pOopMax OTHOCATCS MUKPO(PHUIBMBI 1 MUKPO(HUIIIH.
3.3.1. EauHunamu yueta JOKYMEHTOB Ha MUKpO(hopMax SBISIIOTCS DK3EMIUIAP U Ha3BaHHE.

DK3eMIUTSIPOM ISl TOKYMEHTOB Ha MUKPO(hOpMax SIBISIIOTCS: PYJIOH - U MUKPO(HIBMOB; (HIIa -
JUTSE MUKPOQUIIL

Kak OIHO HAa3BAHUC YYUTBIBACTCA KOMILJICKT MI/IKpO(bI/IJ'IBMOB niIn MI/IKPO(I)I/IH_I, 06’E>GJII/IHCHHLIX
06HII/IM 3arjiaBu€M, HE3aBHCHUMO OT YHCJIa COCTaBIAIOIINX JacTe.

3.3.2. O6uwmit 00beM (GoHIa JTOKYMEHTOB Ha MUKPO(OPMAaX YUUTHIBACTCSA MO KOJUYECTBY PYJIOHOB
¥ (UL, BKITIOYAst KOIMY Pa3HbIX MOKOJICHUH (apXuBHBIE/pE3epPBHBIC U TT0JIb30BATEIBCKHE).

3.4. DJIeKTPOHHBbIE JOKYMEHTBI



K 37eKTpOHHBIM JOKYMEHTAM OTHOCSATCS JOKYMEHTBI Ha ChEMHBIX HOCHTENSX (KOMIAKT-TUCKH,
Guren-kapThl); JOKYMEHTHI, pa3MeliaeMble Ha KECTKOM JHMCKE KOMIIbIoTepa (cepBepe) OHOIMOTEKH
U JIOCTYIIHBIC II0JIb30BATEIIIM Yepe3 HHPOPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHBIE ceTH (nanee -
CeTeBBIC  JIOKAJIbHBIC  JIOKYMCHTBI); JOKYMEHTBI,  pa3MellaeMble  Ha  aBTOHOMHBIX
ABTOMATU3UPOBAHHBIX Pa0OYMX CTAHIMAX OMONMOTEKH (Hanee - MHCTALUTMPOBAHHBIC TOKYMEHTHI);
JIOKYMEHTBI, pa3MEIleHHbIe Ha BHEIIHMX TEXHUYECKHX CPENICTBAaX, IMOJydaeMble OMOIMOTEKON BO
BpPEMEHHOE IOJIb30BaHME dYepe3 HH(OPMAIMOHHO-TEICKOMMYHHUKAIIMOHHBIE CETH Ha YCIOBHUSX
JIOTOBOPA, KOHTPAKTa, JIMIICH3MOHHOTO COIJIAIICHHS C MPOU3BOIUTEIIMU WHpopMmanuu (maiee -
CETEBBIC YIAJICHHBIC JOKYMCHTBI).

3.4.1. E[[I/IHI/II_[aMI/I yu€Ta 3JICKTPOHHBIX JOKYMCHTOB Ha CbCMHBIX HOCHUTCIAX ABJIAKOTCA SK3CMILIAP
1 Ha3BaHUC.

3.4.1.1. Kax OT/e/IbHBIN SK3EMILISP YIUTHIBACTCS KAXK/bIii aBTOHOMHBIN 00BEKT (KOMITAKT-/IHCK).

Kak OTACIIBHBIC OSK3CMIIJIAPbBI MOIYT YUYWUTBIBATHCA HNPUIOKCHHUA K Pa3jJddHbIM HW3JaHUAM,
BBINNOJIHAOIMINE CaMOCTOATCIIBHBIC q)YHKI_II/II/I, a TaK¥XE HCIIOJIb3YyCMbIC B pa60Te OTACIBHO OT
OCHOBHOI'O U31aHHA.

Kak oTnenbHble 3K3eMIUISIphl HE YYUTHIBAIOTCS KOMIAKT-AWCKU, €CIU OHU MPEACTaBISIOT cO00i
BKJIaJKy (BJIOYKCHHUE) B M3/IaHKE WU €r0 HEOTHEMIIEMOE TPHIIOKECHHUE.

3.4.1.2. Kak ogHO Ha3BaHHE YUUTHIBAIOTCS:
OT/AEJBHO BBIMYLIICHHBIH KOMIAKT-INCK;

KaXIbli KOMITAKT-IUCK, BXOJSAIIUNA B HYMEPOBAHHYIO WJIM HEHYMEPOBAHHYIO CEPUIO DJIEKTPOHHBIX
U3JaHuH,

KOMIIJICKT KOMITAKT-AHUCKOB, O6’beI[I/IHeHHHX 0611_[I/IM Ha3BaHUEM,

U3JIaHHBIE B KAYECTBE CAMOCTOATEIbHBIX U3aHUHN MPUIOKEHUS K U3TAHHUSIM JIF000TO APYroro BUa,
MMEIOIINE COOCTBEHHOE 3arjiaBue M JIOMYCKAIOIIME WX HCIOIb30BaHUE 03 o00palleHus K
OCHOBHOMY U3JIaHUIO.

3.4.1.3. B ngokyMmeHTax Ha Quienm-KapTax Kak OJWH JK3eMIUISIP W OJHO HA3BaHWE YYUTHIBACTCS
Ka)XJ10€ LIEJIOCTHOE MPOU3BEICHHUE, UMEIOLIEE CAMOCTOATENILHOE 3arjaBye.

3.4.2. EnuHunamu y4yeTa CETeBBIX JOKAIBHBIX M WHCTAITMPOBAHHBIX JOKYMEHTOB SIBIISIOTCS
sK3eMIUTp (YCIOBHAs ¢IMHUIIA yUeTa) U Ha3BaHHUE.

Kak 01HO Ha3BaHME y4HUTBIBAETCA LIEJOCTHOE IPOU3BEACHHE, UMEIOIEE CAMOCTOSITEIILHOE 3arjaBue,
BHE 3aBHCUMOCTHU OT ero mnpezacrasieHus. Kak ogHa equHUIIA YYUTHIBA€TCS MOIMOJIHSIEMbIH U
OOHOBIISIEMBIH JIEKTPOHHBIN JOKYMEHT.

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

3.4.3. EnuHuiiaMu yuyeTa CETEBbIX YJIAJICHHBIX JIOKYMEHTOB SBISIOTCS SK3eMIUIsp (yclIOoBHas
eIMHUIIA yUeTa) U Ha3BaHHE.

Kak oauH 3K3eMIUIsip U OAHO HA3BAHUE YUYUTHIBACTCS KaXKAbIM MOJHOTEKCTOBBIA SJIEKTPOHHBIN
JOKYMEHT, IMEIOIINUN CaMOCTOSITENIbHOE 3arjaBue, BKIIOUYCHHBIN B MaKeT, K KOTOpoMy odopmiieHo
MpaBoO JOCTyla y ero mnpousBoauTens. Kak ojHa eauHUIAa YYWUTHIBACTCS MOMOJHIEMBIA H
OOHOBIISIEMBIH 3JICKTPOHHBIN JOKYMEHT.



V. Yuer nocrynjienusi J0KyMeHTOB B OMOJIMOTEeYHbIH (POH/T

JIOKyMEHTBI TIOCTYMalT B OWOIMOTEKY W BKIIOYAIOTCA B OWMONIMOTEUHBIH (OHI B pe3yibTaTe
MOCTaBKU 0053aTEIBHOTO 3K3EMIUIAPA, MOKYNKH (MOAMUCKH, OOMEHA, MapeHwsl, MMOKEPTBOBAHHUS,
KOIIMPOBAHHUS OPUTUHAIIOB U3 (HOHIa OUOIHOTEKN).

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

4.1.1. Tlpuem JOKYMEHTOB, IIOCTYMAONIMX B OWOIMOTEKYy O€3 MEepBHYHBIX JOKYMEHTOB Ha
0e3B03Me3/1HOM oCHOBe (00sI3aTENbHBIC IK3EMIUIAPHI, JCMO3UTHBIC SK3EMILISPhI MEXTYHAPOIHBIX
opraHu3ainudii, 0e3BO3ME3/IHbIC MOCTYIUICHUS W3 HEHM3BECTHBIX M AHOHMMHBIX HCTOYHHKOB),
oopMIIsIETCS aKTOM O TIPHEME JOKYMEHTOB.

4.1.2. TlpueM AOKYMEHTOB, MOCTYMAIOUINX B OMOIMOTEKY OT FOPUAMYECKOrO, (PU3NIECKOTO JIUIA B
BUJIC Jlapa C yKa3aHHEM €ero Ha3HauyeHWs JUId MONOJHEeHus OmbiumoredHoro ¢oHaa, opopmisercs

JIOTOBOPOM I10’KEPTBOBAHMS B COOTBETCTBUU C ['paxkmaHckum koaekcoMm Poccuiickon denepanuu
(ct. 574, 582) <1>.

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

4.1.3. TlpueM NOKyMEHTOB OT 4MTaTeNel B3aMeH YTEpSHHBIX U NPU3HAHHBIX PABHOLIEHHBIMU
yTpaueHHBIM OPOPMIIIETCS aKTOM O MPHEMe TOKYMEHTOB B3aMEH YTEpSHHBIX. B akTe yka3bIBaeTcCs
(baMiTHsl, UHUIMATBl YMTATENsl, CBEIACHHS OO yTEpSHHBIX HM3IaHUSIX (PErHCTPAIlMOHHBIA HOMEp,
KpaTkoe oubimorpaduyueckoe onucaHue U31aHus, [IeHa), CBEICHHS O MPUHSITHIX M3IaHUIX (KpaTkoe
OubaHorpaduIecKoe ONMCaHue U3/IaHUs, LICHA), TOIUCH YATATEIS U IPUHIUMAFOIICH CTOPOHBI.

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

4.3. JIOKyMEeHTBI, IOCTYyNAaloIue B ONOINOTEKY, MOIeKaT CyMMapHOMY yUeTy.

4.3.1. CBeneHuss 0 BKIIOYAaeMBIX B OMOIMOTEUHBIH (POHA TOKyMEHTax (DUKCHUPYIOTCSI B KHHIE
CyMMapHOTO y4deTa OubaroTedHoro (hoHIa WM B JPYTOM BUE perucTpa coriacHo m. 1.5.2.

PCFI/ICTpLI CYMMapHOro yd4era JIOJDKHBI MMCTh 3arojJOBOYHBIC NaHHBIC. HAMMCHOBAHHUEC PETUCTpPA,
HAaNMMCHOBAHUC OpraHU3aluu, oApasgCiICHUS. B PErUuCTp BOUCHIBAKOTCA OAHHBIC O HOCTyHPIBHIGI)i
NapTUM JOKYMCHTOB. JaTa U HOpHI[KOBLIfI HOMCp 3aIllucCu (HOpH,Z[KOBBIﬁ HOMCp 3allucCu C¥KCroJHO
HaunHaerca ¢ N 1), HCTOYHHUK IOCTYIIVICHUSA, HOMCP MW JaTa MNECPBUYHOTO YUYCTHOI'O AOKYMCHTA,
KOJIMYCCTBO NNOCTYMUBIINX NJOKYMCHTOB U CTOUMOCTD.

4.3.2. CyMMapHBIA y4eT MOCTYIUICHHs DJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB BEIETCS B
AIIEKTPOHHOM peecTpe B COOTBETCTBHM C MOKazaTelssMu 1. 5.3.1, ¢ yKazaHueM JaThl 3arpy3Ku
MIOCTYIIJIEHUH B CUCTEMY.

4.3.3. CyMMapHbIil y4eT MOCTYIUICHUS 3JIEKTPOHHBIX CETEBBIX YAAJNEHHBIX JTOKYMEHTOB BEIETCS B
AJIEKTPOHHOM PEECTPE C OTPAKEHUEM CIEAYIOIIMX IOKa3aTesle: AaThl U MOPSIKOBOTO HOMeEpa
3alKCH, PEKBU3UTOB JIMICH3MOHHOTO JOroBopa (Ha3BaHMsS W HOMepa JOKYMEHTAa, CpPOKa ero
JICHCTBUS, CTOMMOCTH), KOJIMUYECTBA 0a3 JaHHbBIX (ITAKETOB) U BKJIFOUYCHHBIX B HUX HA3BaHUI.


https://normativ.kontur.ru/document?moduleid=1&documentid=167991#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=167991#l0

[Ipu moacuere CyMMapHOro KOJIMYECTBA HA3BAHWUN HCKIIOYAIOTCS TyONMpPYIOIIMECS Ha3BaHUS B
HaKeTax Ha OJHOU IIaTgopme.

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

4.4.1. VuauBuayanbHbIH y4eT JOKYMEHTOB OCYIIECTBISICTCSI IyTeM TMPUCBOCHUS KakKIOMY
AK3EMILUIPY JOKYMEHTA PETUCTPALMOHHOIO HOMEpa, MHOTO 3HAaKa B KayeCTBE PETHCTPALlMOHHOTO
HOMepa (CHCTEMHOro HOMEpa KOMIBIOTEPHOW MpOrpaMMmbl, IITPUX-KOJA U JAPYTHUX).
WMHauBUyalbHBI HOMEP 3aKpeIuIsieTcsl 3a JTOKYMEHTOM Ha BCE BpeMs €ro HaXOKIeHUs B (OHIE
Ooubnuoreku. Perucrpaiionnbie HoMepa UCKIIOUYEHHBIX U3 (OHJIa TOKYMEHTOB HE MPUCBAUBAIOTCS
BHOBb IPUHSATHIM JJOKYMEHTaM.

PGFI/ICTpaHI/IOHHHe HOMCpa IMPOCTABJIAIOTCA HCEIIOCPCACTBCHHO Ha JOKYMCHTAX H OTPAXKAIOTCA B
pPEerucTpe NHAUBUAYAJIBHOI'O YUCTa JOKYMCHTOB, ITIPUHATOM B OuOIHOTEKE.

Peructpel WMHOUMBHUIyaJIBHOTO yde€Ta JOJKHBI HMETh 3aroJIOBOYHBIC JaHHBIC. HAUMEHOBaHUE
perucTpa, HaMMEHOBaHUE OPraHU3allid, CTPYKTYPHOIO Moapa3zieneHus. B peructp BIUCHIBAIOTCS
JAHHBIE O KaXJOM JOKYMEHTE. JlaTa 3aliCH B PETUCTPE, PETUCTPALMOHHBIA HOMEp, KpaTKoe
oubmuorpadguyeckoe omnucaHue ITOKYMEHTa (aBTOp, 3arjaBHUe, TOM, YacTbh, BBIYCK, MECTO M TOJ
U3JIaHKs), [IEHA JOKYMEHTA, yKa3aHHas B COIPOBOIUTEILHOM JTOKYMEHTE.

4.4.2. IHauBUya bHBIN y4eT NEpUOJUYECKUX M3IAHUH BEIETCS B PETUCTPAIMOHHON KapTOTEKe
NEPUOANYECKUX U3JaHUM, IPEAHA3HAYEHHOM I yueTa KaX/10r0 Ha3BaHMsl M KaXKI0T0 K3EMILIAPA,
WIM B aBTOMAaTU3UPOBAaHHON 0a3e JaHHbIX.

Jig mepuonMyecKuX M3JaHWM B KAueCTBE PETUCTPALMOHHBIX HOMEPOB MOTYT MCIIOJIB30BAaThCS
mo0ble UACHTU(PUKAIIMOHHBIE HOMEpA: CUCTEMHBIH HOMEp B aBTOMAaTHU3MPOBAHHOW 0a3e IaHHBIX,
PErUCTPALMOHHBIN (MOPSAKOBBIIT) HOMEP 3aUCH B PETHCTPALIMOHHON KapTOTEKE.

4.4.3. VHauBUIyanbHBIM y4yeT JOKYMEHTOB, HMEIOIIMX B CBOEM O(GOpPMIIEHHUH JparoleHHbIE
MeTaibl U (WJIM) JparolleHHble KaMHM M OTHECCHHBIX K KaTeropuu ceilpoBOro XpaHeHWs,
OCYLIECTBIISAETCSA B CIELUATIBHOM PETUCTPE, B KOTOPOM, KPOME TPAAULIMOHHBIX IIOKA3aTelIen, 1aeTcs
ONMCaHNE BHEIIHEro oopMieHHs JoKyMeHTa. Kakaplil TMCT perucTpa compoBOXKIaeTCsl HTOTOBOM
3aIIUCBIO C YKa3aHUEM JAThl €€ COCTABJIICHUS U KOJIMYECTBA ONIMCAHUN Ha JIUCTE.

4.4.4. B peructpax HHIAUBUAYAIBHOIO YydeTa B MPUMEUYAHUSAX YKa3bIBaeTCs HAJIWYUE U BHJ
NPUJIOKEHNST K OCHOBHOMY JIOKYMEHTY, a TakXe OCOOCHHOCTH JK3eMIUIIpa LEHHBIX U PEIKUX
JOKYMEHTOB (HampuMmep, HaJMYUe YHHKaJIbHOTO Tepervieta, MapruHaiuid, aedextos u 1.11.). [lpu
HaJM4MM Iaclopra AOKYMEHTa [JaeTcs OTChUIKA K HeMy. B IpuMedYaHUsX MOXKET YKa3blBaTbCs
MIPUHAJIEKHOCTh JOKYMEHTA K KATErOPUH KHM>KHBIX [TaMSATHUKOB.

4.4.5. VIHnMBUyanbHBIA y4YeT AJIEKTPOHHBIX CETEBBIX JIOKAIbHBIX JOKYMEHTOB OCYIIECTBIISETCS
nyTeM BBoOJa B 06a3y JaHHBIX MeTanH(pOpMalluu O 3arpy3ke JOKYMEHTa B SJIEKTPOHHYIO OMOIHMOTEKY
C aBTOMATHYECKUM MPUCBOCHHEM HICHTH(PUKAIMOHHOTO (CHCTEMHOI0) HOMEpa KaXIOMY
JIOKYMEHTY.

4.4.6. IHOUBUIYa bHBIN yYeT JJIEKTPOHHBIX CETEBBIX yTAICHHBIX JTOKYMEHTOB OCYIIECTBIIICTCS B
JNIEKTPOHHOM BHJIE IIyT€M pErucTpanuu 0a3 JaHHBIX (makeToB) O€3 TPUCBOCHHS UM
PErMCTPallMOHHOIO HOMEDPA.

B peecTp WMHAMBHIYaJbHOTO ydeTa CETEBBIX YIAJCHHBIX JOKYMECHTOB BKJIIOYAIOTCS OCHOBHBIC
XapaKTEPUCTHKH 0a3bl JaHHBIX (MaKeTa): omucaHue Oas3bl JaHHBIX (Ha3BaHWE, MPOU3BOIUTEIID,
wiatrhpopma u (WiIH) ajpec BXOJa), CPOK OKOHYAHHUS IpaBa JOCTYyMa, KOJHWYECTBO Ha3BaHUMA,



BXOJISIIIUX B 0a3y TaHHBIX (MTAKET).

B kosindyecTBO Ha3BaHUI BKIIIOYAETCS OOIICe KOJUYECTBO MOJHOTEKCTOBBIX TOKYMEHTOB (KHHT,
JKYpHAJIOB, ra3eT, MaTeHTOB, CTAHIAAPTOB U JAPYIMX JOKYMEHTOB, yYMThIBaeMbIX B OuOmuoTeke). He
BKITIOYAIOTCS B 9TO KOJIMYECTBO JOKYMEHTBI, KOTOPBIE OOBIYHO HE U3IAIOTCS OTACIBLHO B TIEYATHOM
dopmare, Takue Kak IpOQHIM KOMIAHUN, CTATHCTUYECKUE TAOIHIIbI, aHATUTHYCCKUE MaTepPHAIIbI
mapketunra. Jlns 0a3 nmaHHBIX ([IAKETOB), HE COJACPIKAIIMX IOJHOTCKCTOBBIX JIOKYMEHTOB, B
pPEKBU3HTE "'Ha3BaHHUE' MPOCTABISICTCS CAMHUIIA.

4.5. JlokyMeHTHI, BKIO4aeMble B (oHJ Oubimoreku, mapkupyrorcs. IIpm sTomM MOryt OBITH
UCIIOJIb30BaHbl IITEMIIENIH, KHUXKHBIC 3HAKW, MHIMBUAYaJIbHbIE LITPUXOBBIC KOJBI, JAPYrHMe BH]IbI
MapkupoBku. OCHOBHBIE TpeOOBaHUS, KOTOpBIE JOJDKHBI COONMIOAATBbCS TPH  MApKHPOBKE
JOKYMEHTOB. 0003HaYeHHE NPUHAIJIEKHOCTH, 3CTETHUKA, JOJTOBEYHOCTh MAapPKHUPOBOYHOI'O 3HAKA,
COXPaHHOCTh TEKCTa WITU IPYTOi 3HAKOBOH WH(pOpMAIIHH.

4.6. Ha moxyMmeHTax, SBIISIOUIMXCS MPHUIOKEHUEM K OCHOBHOMY HOCHTEIIO U €0 HEOThEMIIEMOU
4acTbO, IPOCTABIIAKOTCS TE€ XKE PEKBU3UTHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.7. 3JI€KTpOHHI)I€ CCTCBLIC JIOKAJIBHBIC HOOKYMCHTBI W OJJICKTPOHHBIC CCTCBBIC YIAJICHHBIC
JAOKYMCHTEIL I/I)ICHTI/I(bI/II_II/IPYIOTCH CIICHUAJIbHBIMU IIPOIrpaMMHBIMUA CPCACTBAMMU.

4.8. Ha npuHATHIX MEPBUYHBIX YYETHBIX JTOKYMEHTaX MPOU3BOIUTCS 3aMUCh, MOATBEpKIAroIIas,
YTO TMOCTYIHUBIIUE JOKYMEHTHI NMPHHSATHI B OUONMHOTEUHBIH (HOHI Kak B 0OBEKT 0C000 IIEHHOTO
JBIKUMOTo umyinectsa (manee - OLJIN) nin kak B 00bEKT HHOTO JBH)KHMOTO UMYIIECTBA.

4.9. TlepBuuHbIe y4YeTHBIC JOKYMEHTBI, TOJTBEpXKIAIONIHe (AKT MOCTYIUICHHS, IEPEIAl0TCS B
OyXraiTepuio /Ui BKIIOUEHHUS B yueT OuOnuoTedHoro GpoHa.

4.10. ExexBapTasibHO, TIpU ycii0BUM n3MeHeHus coctaBa OLIJIU, cBenenust 06 o0mieM KoJMuecTBe
U CTOMMOCTM JOKYMEHTOB, BKIJIIOUEHHBIX B COCTaB OuOmMoTedyHoro (onaa kak oOBEKT 0c000
LIEHHOT'0 JIBUKMMOTO UMYIIECTBA, IEPEAAIOTCS YUPEAUTEIIO.

V. Y4er BbIOBITHSI JOKYMEHTOB U3 OM0JIMOTE4YHOTr0 (pOHIA

JIoKkyMeHTHI BBIOBIBAIOT M3 OMOIMOTEYHOTO POHIA B CBS3H C (PU3UUYECKON YTPATON MIU YACTHUHOM
00 TIOJHOM yTpaToill MOTPEOUTENHCKUX CBOMCTB. BhIObIBarOmME JOKYMEHTHI MCKIIOYAIOTCS W3
O0nbIMoTeYHOro (JOHA U CIUCHIBAIOTCS C BOZMOXKHOCTBIO MOCIIEAYIOMIel 0€3B03ME3THOM Mepeiadun
B Ipyrue OMOIMOTEKN TUO0 pean3aIuu.

5.1. UcknroyeHune 1OKyMEHTOB U3 OMOInoTeyHoro (GoHIa TOMYCKAETCs MO CIASAYIOIIMM IPUYNHAM |
yTpara, BETXOCTh, 1e()EeKTHOCTh, YCTApPEIOCTh M0 COAEPIKaHUI0, HETPO(UIBHOCTb.

Henpo¢unbHOCTh TOKYMEHTOB ycTaHaBIMBaeTcsl Ha ocHOoBe [Ipoduiis koMiiexkToBanus GoHIa WK
MHOT'O HOPMAaTHBHOTO JIOKYMEHTa, YTBEpPXJaeMoro pykoBoauteneM Oubnuoreku. [lo mpuuune
HENpOo(UIBLHOCTH MOTYT MCKIIIOYAThCS M3 (OHIA JTOKYMEHTHI, HE KOMIUIEKTyeMble OMOINOTEKOM
(mpu OTKa3ze OT KOMIUICKTOBAHHS OTACIBHBIX KATEropuil OKYMEHTOB), H3IIUIIHE TyOJETHBIC
9K3EMIUISPBI, 3aMEHEHHbIe Ooyiee TOJHBIMU IO COJAEPXKAHUIO, JYYIIMMH IO O(GOPMIICHHIO,
(GU3NUECKOMY COCTOSIHHIO M3JaHUSAMH; 110 UCTEUYCHUM CPOKa XpPaHEHUs JOKYMEHTOB, IPU HHU3KOM
YPOBHE UHMTATEJIBCKOTO CIPOCA, IPU HECOOTBETCTBUM DJIEKTPOHHBIX JOKYMEHTOB TEXHHUUYECKOMY U
IPOTrpaMMHOMY 00€CIIEUeHUI0 OUOINOTEKH.

5.1.1. UcknroueHue JOKYMEHTOB MO MPUYMHAM YCTapeJIOCTH IO COJACPKaHUI0, HENMpO(HIbHOCTH
(ManmocnpammBaeMbie), a TaKKe MO MPUYMHAM BETXOCTH M JIE(PEKTHOCTH HE JOIYCKAaeTCs II0



OTHOUICHUIO K €IMHCTBEHHBIM IK3EMILISIPaM JJOKYMEHTOB ITOCTOSTHHOTO (0€CCpOvHOro) XpaHEeHUS.

5.1.2. WckmoyeHne TOKYMEHTOB, OTHECEHHBIX K KHIDKHBIM MAMSTHHKAM, JOMYCKAETCS TOIBKO TIO
NPUYMHE YTPaThl MPU YCIOBHUHM OTpaKeHUS HHPOpPMAIMM O KHUXKHOM NamsaTHHKe B Peectpe
KHIDKHBIX TTAMSTHHKOB.

5.2. BpIObITHE JOKyMEHTOB U3 OuOnmoreyHoro ¢oHgaa odopmiasieTcs AKTOM O CIHCAHUH
UCKJTFOUCHHBIX 00BeKTOB OMOIHOTeuHOro (oHma (manee - AKT o cnucanuu) mo ¢dopme (Koa o
OKYVY /]I 0504144), yrBepaeHHoi npukazom MunnctepcTBa puHancoB Poccuiickoit denepaiiuu ot
30 mapta 2015 r. N 521 "O06 yrBepkaeHun (opM MEpPBUYHBIX YUETHBIX JOKYMEHTOB U PErHCTPOB
OyXrajJTepCcKOro ydera, MPUMEHSEMbIX OpraHaMH TOCYAapCTBEHHOW BIAcTH (rocynapCTBEHHBIMH
OopraHamu), OpraHaMH MECTHOT'O CaMOYIPAaBJCHHs, OpPraHaMH YIPAaBJICHUS TOCYIapCTBCHHBIMH
BHCOIO/DKCTHBIMU ~ (DOHIAMH, TOCYAApPCTBCHHBIMH  (MYHHIUOAIBHBIMU)  YUPEKICHUAMH, |
MeTronuueckix yKa3aHUil M0 MX HpUMeHeHHo" (3aperucTpupoBaH B MUHHCTEPCTBE HOCTHIIUU
Poccuiickoit ®eneparun 2 wurons 2015 1., perucrpanmonnbii N 37519, odunumanbHbIN
UHTEpHET-opTan 1npaBoBodi uHMopmanuu http://www.pravo.gov.ru, 8 wmrons 2015 r. N
0001201506080020), ¢ wu3McHEHHSIMH, BHECEHHBIMH MPHKa3oM MHUHKHCTEpCTBA (PHHAHCOB
Poccuiickoit ®enepammn ot 16 Hosi0pst 2016 r. N 2091 (3apeructpupoBan B MUHHCTEpPCTBE
tocturu Poccuiickoit @enepanmu 15 nexadps 2016 r., peructpanronnsiii N 44741, odunmanbHbIi
UHTEPHET-opTal TpaBoBoil uHpopmanmu http://www.pravo.gov.ru, 19 npexabps 2016 r., N
0001201612190019). (B pea. ITpukaza MunkyasTypbl PO ot 02.02.2017 N 115)

5.3. K AkTy 0 cniucaHum mpuiaraercs CIHCOK Ha HCKIOYeHHEe O0BEeKTOB OUOIHMOTEHYHOro (poHaa
(mamee - CHHMCOK), KOTOPBIH BKJIIOYAET CICAYIOUIME CBEICHUS. PETUCTPAI[MOHHBIA HOMEp U HIH(p
XpaHEeHUsT  JOKyMEHTa, KpaTkoe Oubnuorpadguueckoe  OMUCaHUE, 1EHY  JOKYMEHTa,
3a()MKCHPOBAHHYIO B PETUCTPE WHIMBUAYAIBHOTO ydeTa JJOKYMEHTOB, KOI(DPUIMEHT MepeoIeHKH,
[[EHY TOCIe TIEPEOIICHKU 1 OOIIYI0 CTOUMOCTD UCKITIOYaeMbIX IOKYMEHTOB.

Jlns mevaTHhIX JOKYMEHTOB BpPEMEHHOTO XPAaHEHHs JOIMYCKAeTCs 3aMeHa CIHCKAa KHUKHBIMH
bopmynspamu.

JIst TOKYMEHTOB, 00pabOTaHHBIX TPYMIOBBIM (YIPOIIEHHBIM) CIIOCOOOM, BMECTO CIHCKA JaeTCs
nepeyeHb PEerucTPaliOHHBIX HOMEPOB, BUJI CKIIIOYAEMbIX U3aHHUN, UX KOJIMYECTBO.

54. K Akry o choucaHuM TO TpPUYUHE YTPaThl M CIUCKY MPUJIATAIOTCS JOKYMEHTHI,
MNOATBCPKAAOIIUC YTPATy (HOSICHI/ITGJ'II)HaSI 3aIlMCKa, B CJIy4ac KpaXu WU XHUIICHUA - IPOTOKOIJI,
aKT, 3aKIIFOUCHUE YITOJTHOMOYCHHBIX OPraHOB, IPU BO3MELICHHH YIlepOa - (PMHAHCOBBIN TOKYMEHT O
BO3MEIICHUH yIIepoa).

Bosmemnienne uyurtarensmMu ymiepba gomyckaercs B (QopMe 3aMEHbl YTEPSHHOTO JOKYMEHTa
PaBHOIICHHBIM JTUOO MyTeM JIEHE)KHOW KoMmmneHcanuu. [Ipu mpueme JeHer oT yMTaTeneil B3aMeH
YTEePSHHBIX KHUT WM JAPYTUX TOKYMEHTOB COCTABIISETCS MPUXOIHBIN OpJep, U UATATEINO BBIIACTCS
KBUTAHIIMSI YCTAaHOBJICHHOTO 00pas3ia.

5.5. Ilpu BO3MEIICHUH YUTATEEM yIepOa CTOMMOCTh YTPAYCHHBIX JIOKYMEHTOB YCTAHABIUBACTCS
DKCIIEPTHONH KOMHUCCHEH TI0 OIEHKEe JIOKYMEHTOB, Ha3HAU€HHOW TPUKA30M PYKOBOJIUTEINS
OMOINOTEKH.

[lpm yrepe WiM XWINEHHHM LEHHBIX M PEAKUX KHHUT Ui ONPEAETCHUS MX CTOMMOCTH KOMHCCHS
MOXET TMpHUBIEKaTh K CBOEH paboTe COOTBETCTBYIOUIMX OJKCIEPTOB, a TaKXKE MCIIOIb30BaTh
MaTepuasibl Hay9HO-METOANYECKUX IICHTPOB, KHI)KHBIX ayKIIMOHOB M SPMapok. B sTux cmywasx
olpeneNieHne MNPUYMHEHHOro  ymepOa mpenelbHbBIMA — KOI((UIIMEHTaMH  KpPaTHOCTU  HE
OTPaHUYHBACTCH.
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5.6. AKT 0 crnHMcaHUM IO OJHOM W3 NMPUYMH, yKa3aHHBIX B M. 5.1, ¢ MPUIOKEHHBIM CIHUCKOM
HOJIMCHIBACTCS IpeJceiaTelieM U WIEHAaMM KOMUCCHM IO CIIMCaHHI0 OOBEKTOB OMOIMOTEYHOIO
¢doHa, yTBEp)KIAETCS PYKOBOAUTEIEM YUPEKICHHS.

5.7. Ilocme yrBepkiaeHuss AkTa O CIHHMCAaHUHM  OCYILECTBJISIFOTCS  MEpONPUATUS IO
nepepacnpeeNeHUI0 U pealu3alii CIIMCAaHHbIX 00BEKTOB OMOINOTEYHOro (POHAA.

5.7.1. Cnucannbsle 0OBEKTHI, MCKIIOYCHHBIE M3 OMONMMOTEYHOro (hoHAa MO NMPUYMHAM BETXOCTH,
neeKTHOCTH, yCTapellocTH IO COJACp)KaHHI0, MOTYT IepelaBaTbhcs Ha OE3BO3ME3JTHOM OCHOBE
IOPUIMYECKUM U (HU3UUecKuM sunaMm. HeBocTpeOoBaHHbIE B TEUEHHE IIECTH MECALEB C JIATh
CIIMCAaHUsI JOKYMEHTBI MOTYT HANpaBJsAThCS B IMYHKTHI BTOPUYHOTO ChIpbs. (B pexn. Ilpukasa
MunkynsTypbl PO ot 02.02.2017 N 115)

5.7.2. CnucanHble OOBEKTHI, HWCKIIOUYECHHBIE W3 OHONMOTEYHOrOo (QOHIA [0 MPUIHHE
HENPO(UIHLHOCTH, IEPEJAIOTCS M0 PEIICHUI0 OMOINOTEKH B OOMEHHBINH (POH B LIEAX JallbHEUIIeH
nepegayy Ha 0€3BO3ME3THOM OCHOBE HEKOMMEPUYECKUM, a TaK)Ke IOCYIapCTBEHHBIM KOMMEPUECKUM
OpraHU3aIsAM WIH ISl peanu3alii IpUInYecKuM 1 puzndeckuM iuiaM. HeBocTpeOoBaHHbBIC MITH
HEpeaJIn30BaHHbIE B TEUEHHE LLIECTH MECALIEB C JaThl CIIMCAHUS JOKYMEHTBI MOTYT I€peJaBaThCs Ha
0e3BO3ME3/IHOIl OCHOBE IOPHAWYECKUM U (U3NYECKUM JHIAM JUOO0 HANpaBIsATHCS B IYHKTHI
BTOPUYHOTO ChIPbs. (B pex. [Ipukaza MunkynsTypbl PO ot 02.02.2017 N 115)

5.7.3. Tlpu OTCYTCTBMM IYHKTOB BTOPHUYHOTO CBHIPbSl WJIM B CJIy4Yasx, KOTJa cjada JOKYMEHTOB Ha
nepepaboTKy  DKOHOMHYECKH  HEIelecooOpasHa, COTPYAHHKH  OHONMOTEKH  YHHYTOXKAIOT
UCKJTFOUCHHBIE M3 OMOIMOTEYHOr0 (POHAA JOKYMEHTHI B CIICIIUAILHO OTBEJICHHOM JUISl 3TUX IeJel
MECT€ B MPHUCYTCTBUU YIOJHOMOYEHHBIX YUYPEIUTENIEM JHI, KOTOpbIE COCTABISIOT akKT 00
YHUYTOXXCHUHU CIIMCAHHBIX 00BEKTOB OuOMHoTeuHoro ¢ouaa. (B pea. Ilpukaza MunkyabTypsl PD
or 02.02.2017 N 115)

B AxTe 0 cnucaHuM OTpakalOTCsl HAUMEHOBaHHME, HOMEp M JiaTa JOKYMEHTa, IMOATBEPKIAIOIIETO
pelieHne OMOIMOTEKH O Mepeaayue CIUCAHHBIX 00bEeKTOB OMbInoTeyHoro oHaa B OOMEHHBIN (OHS,
JIOKYMEHTa, MOJTBEP)KJIAIOLIEro pelleHne OMOIMOTEeKHM O peaau3alud CHUCAaHHBIX OOBEKTOB
6ubnuoTeyHoro (GoHAa OPUIUYECKUM U (HU3UYECKUM JIUIAM, JOKYMEHTa, MOJATBEPKIAIOIIETO
petieHue OMOIMOTEKH O TIepeIaue Ha O€3BO3ME3THON OCHOBE CITMCAHHBIX 00BEKTOB OMOIMOTEUHOTO
doHa IOpUIMYECKUM H (QU3MUECKUM JIMIIAM, JOKYMEHTa, IOJATBEp)KAaomero ¢GakT caadu
CIUCAHHBIX OOBEKTOB OMOIMOTEYHOro (OHJIA B IYHKT BTOPUYHOIO ChIPbsl, WMJM akTa 00
YHUYTOKEHUU CHHCAHHBIX OOBEKTOB OuOIMOTeyHOro (Qonaa. BrlmeykazaHHbIE JOKYMEHTHI
MPUJIAraloTcst K AKTY O CIIMCaHUU CO CIIUCKOM OOBEKTOB, UCKIIIOUEHHBIX U3 OMOIMOTeYHOro poHa.
(B pen. Ilpukaza MunkynsTypbl PO ot 02.02.2017 N 115)

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

5.8. Tlocne 3aBepmieHHS MEPONPHITHN, MPEAYCMOTPEHHBIX AKTOM O CHHCAaHWUH HWCKIIOYEHHBIX
00BEKTOB OMONMMOTEYHOrO (OHAA, TEpBBIA HK3EMIUIAPp AKTa O CHHUCAHUM CO CIHCKOM U
JOKYMEHTOM, TOATBEPKAAIOIIKUM BBIOBITHE, TepeAaeTcs B OyXrajJTepHio, BTOPOW SK3EMILIAP
ocTaeTcs B MOJpa3IesIeHUH, OCYILECTBIISAIONIEM yueT OnbIuoTeuHoro poua.

Ha ocHoBannu AKTa O CMCaHWHM WCKIIOYEHHBIX 00BEKTOB OMOIMOTEYHOTO (hoHAA OMOIMOTEUHOE
Hoz[pa3z[eneHHe nu 6YXFaJITepI/IH BHOCIT UBMCHCHUS B COOTBGTCTBYIOH_[I/IG yquHHe I[OKyMeHTBI.

5.9. AKTHI 0 CHIMCaHHH PETHCTPUPYIOTCS B KHUTE€ CYMMAapHOTO ydeTa OubimoredHoro goHaa (umm
JIPYrOM BHJE PETUCTPa CYMMapHOTO y4eTa BBIOBITHS JOKYMEHTOB, IPUHITOM B OHOITHOTEKE).
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5.10. B perucrpanuoHHoil KHure (WM JPYroM BHUJE PErUCTpa HHAMBUAYAJIBHOTO YyueTa
JOKYMEHTOB, IPUHATOM B OMOJIHOTEKE) IPOCTABIISICTCS] HOMEp U JlaTa AKTa O CIIHCaHUH.

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

5.12. DneKkTpOHHBIE CETEBbIC JOKAJIbHBIC TOKYMEHTHI yJAIISIOTCS U3 AJIEKTPOHHON OMONIMOTEKH Ha
OCHOBaHMU AKTa O CIIMCAHUU C yKa3aHMEM IPUYMHBI UCKItoueHus. HaumeHoBaHue, HoMep U aTa
aKTa BBOJATCA B 0a3y IaHHBIX B KAU€CTBE METanH(OPMAIMH K COOTBETCTBYIOIIEMY JIOKYMEHTY.

Ha ocHoBaHMM BBEIEHHBIX CBEIECHUI MPOTPaMMHBIM CIIOCOOOM (hopMupyeTcsi mepedeHb AKTOB O
crnucaHuu (peecTp CyMMapHOIO ydeTa BBIOBITHSI CETEBBIX JIOKAIBHBIX JOKYMEHTOB) M IEpPEYCHb
CIIMCAHHBIX OOBEKTOB 3JICKTPOHHON OMONMOTEKH (peecTp HHIMBHUIYAJIBHOTO Yy4eTa BBIOBITHSI
CETEBBIX JIOKAIBHBIX IOKYMEHTOB).

5.13. BrIObITHE SIEKTPOHHBIX CETEBBIX YAAJICHHBIX JOKYMEHTOB HE O(GOPMIIETCS CIEIHaTbHBIM
nokyMeHToM. [lonTBepkaeHUEM BBIOBITHS SIBJISETCS MCTEUYEHUE CpoKa JEHCTBHUS JOKYMEHTa
(moroBopa, KOHTpaKTa, JMICH3MOHHOTO COIVIAIICHHUS), OGOPMIICHHOTO Ha IPaBO JOCTyHa K
OIpe/ieNieHHON 0a3e JaHHBIX (IAaKeTy) CETEBBIX JOKYMEHTOB, H OTCYTCTBHE JOrOBOpA, KOHTPAKTA,
JUIEH3MOHHOT'O COTJIalleH s, 0(OPMIIEHHOTO Ha HOBBIN CPOK.

5.14. ExexBapTaiibHO, IpU yciaoBUM u3MeHeHus coctaBa OLI/IM, oOuire cBeaeHus! 0 KOJIUYECTBE U
CTOMMOCTH JIOKYMEHTOB, CHHCAHHBIX M3 OuOnMoTeyHOro (onma kak oObeKTa 0COO0 LIEHHOIrO
JBUKUMOIO HMMYIIECTBA, C YKa3aHHEM IepeyHs AKTOB O CHUCAaHUM, IPUYMH U HampaBiICHUM
BBIOBITUS IOKYMEHTOB, TPEACTaBIAIOTCA yupeauTento. KonuuecTBo BHIOBIBAIOIINX JOKYMEHTOB HE
JIOJIKHO MPEBBIIATh KOJUYECTBA BHOB OCTYMAIOIIUX JOKYMEHTOB B OMOIMOTEUHBIN (DOH.

V1. Yder uTOroB ABM:KeHUNA OMOJIH0TEYHOr0 GoHaa

6.1. Utorn nemwkeHust GOHIOB MOIBOIATCS B KHUTE CYMMAapHOTo ydera OubnnoreuHoro ¢pouaa (niam
JIPYrOM PETUCTpe CYMMapHOTO YydYeTa, MPUHATOM B OHONMOTEKE) HA OCHOBAHWU JAHHBIX
CYMMAapHOT0 y4eTa O MOCTYIUIEHUH U BHIOBITUH IOKYMEHTOB.

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

Hrorossie JaHHBIC 110 JJICKTPOHHBIM CETCBBIM YAAJICHHBIM JOKYMCHTAM TMIPEACTABIIAIOTCA
CICAYIOIIUMHU ITOKA3aTCISIMM YUYCTHBIX €IWHHUL. COCTOSJIO Ha HA4YaJlo roja, O(I)OpM.HCHO B IOCTYI B
TECUYCHHUE I'0Jia, JOCTYII IPEKPAIICH B TCUHCHUC I'0Jia, COCTOUT HA KOHCII roaa.

6.2. CBeneHust 00 WTOTOBBIX JAaHHBIX (PUKCHPYIOTCS B (hOpME TOCYyNapCTBEHHOW CTaTUCTHYECKOM
OTYETHOCTH U IPEICTABIIAIOTCS AJIs LieJIel TOCYAApPCTBEHHOW CTAaTUCTUYECKOW OTYETHOCTH.

UroroBeie nanHbie 00 oOMeHHOM (DOHIE HE BKIIIOYAIOTCS B OOIIME TOKa3aTenu OMOIMOTEYHOTO
donna.

VII. IIpoBepka HaIMuNs JOKYMEHTOB OHOJIH0TEYHOT0 hoHaa

7.1. TlpoBepka Hanuuusi JOKYMEHTOB OuOmmoreyHoro ¢onma (manee - nposepka (onma)
IPOU3BOANTCS B 00SI3aTEIILHOM TTOPSAKE:
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IpY BBIABJICHUH (PAaKTOB XUILEHHS, 37I0YIIOTPEOICHHS U TOPYH JOKYMEHTOB;

B Cly4yae CTHXUIHOTO OEICTBHS, MOXKapa WM APYTrHUX YPE3BBIYAMHBIX CUTYallUil, BBI3BAaHHBIX
SKCTPEMAJIIbHBIMU YCIOBUAMY,

P PEOPTAHU3AINH UM JTUKBHUIAIUN OUOITHOTEKH.

s mpoBeneHUs NMPOBEPOK PYKOBOJIUTENIEM OpraHM3alMM HAa3HAYaeTcsl KOMHUCCHS, B COCTaB
KOMMCCHUH JIOJIKEH BXOAUTH MPEACTaBUTEb OyXTIaITepHH.

7.2. IlpoBepka (hoHAA B MIAHOBOM HOPSIIKE OCYIIECTBISETCS B CIEAYIONUE CPOKH

JOKYMCHTBI, MMEIOIIHEe B OQOPMIICHHH JParoleHHbIe METaUlbl M (HJIM) JAparoieHHbIe KaMHH, -
€XKEroJIHO;

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

donb1 OnOMOoTeK 10 50 THICSY YYETHBIX SIMHHII - OJUH pa3 B 5 JeT;

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

donnpl 6ubmmotex ot 200 Thicsid A0 1 MUIIIMOHA YYETHBIX €UHHUIL - 0J1uH pa3 B 10 ner;
¢donas 6ubmmotek ot 1 1o 10 MMJUTMOHOB YYETHBIX €IUHHMII - OAHMH pa3 B 15 er;

¢donasl 6ubmmotek ot 10 10 20 MUIIITMOHOB YUETHBIX €AMHUII - 01uH pa3 B 20 mer;

¢donbl OnbnMoTeK cBbie 20 MUJUTHOHOB YYETHBIX €UHUIL - 1 MUJUTHOH 3K3EMIUISIPOB B TOJ.

[InanoBas mpoBepka (oHga OUOIMOTEKM MOKET OCYIIECTBISATHCS MOJTAMTHO B COOTBETCTBUH C
rpaduKOM TMPOBEACHUS MPOBEPKU BCero (OHIA WM €ro 4acTH (B TOM YHCIIE PEAKHUX M IEHHBIX
KHUT) ¢ OpeieJIeHHeM CPOKOB M KOJIMYECTBA TNIAHUPYEMOTO 00beMa paboThl.

7.3. HpOBepKa OJICKTPOHHBIX CCTCBBIX  JIOKAJBbHBIX JOKYMCHTOB OCYHICCTBIIACTCA Io
KOJIMYCCTBCHHBIM II0KAa3aTCJIAM, a TaKXE IIO0 KOHTPOJIbHBIM CyMMaM, IIO03BOJIAIOMNIUM BBISIBUTH
HN3MCHCHUA B JOKYMCHTC.

HpOBepKa AOCTYITHOCTHU OJICKTPOHHBIX CCTCBBIX YIAAJICHHBIX HOOKYMCHTOB OCYHICCTBIACTCA C
aZIp€CoOB BX0/a, YKA3aHHBIX B pETUCTPC HHANBUAYAJILHOT'O y4€Ta.

7.4. TlpoBepka Bcero (oHIa WIM €ro 4acTd 3aBEpILIACTCS COCTAaBICHHEM akKTa O pe3yJbTaTax
NPOBEICHUS TPOBEPKU HAIWYMA JOKYMEHTOB OMOIMOTEYHOro (oHIa U MPUIIOKEHHEM K HEMY
CIIMCKA IOKYMEHTOB, OTCYTCTBYIOIIMX IO HEYCTAaHOBJIECHHOMN MPUYUHE.

B akrte QukcupyroTcs cBeACHHS O KOJUYECTBE JOKYMEHTOB OMOIMOTEYHOro (hOHIA MO JaHHBIM
yueTa, JOKYMEHTOB, MMEIOIIUXCS B HAJIMYWHU, JOKYMEHTOB, OTCYTCTBYIOIIUX B OHOIMOTEUHOM
dboHIE TO HEYCTAaHOBICHHOW mNpuunHe. B akTe Takke yKa3bpIBAalOTCS HOMEP M JaTa akTa o
MPOBEACHUM TPEAbIAYLIEH MPOBEPKU. AKT C MPUIOKEHUEM CIIHCKA JOKYMEHTOB, OTCYTCTBYIOIINX
M0 HEYCTAaHOBJICHHOW WPWYMHE, TOMMHUCHIBACTCS TIpeAcenareeM H WICHAMH KOMHCCHH |
YTBEPKIA€TCS PYKOBOAUTEIIEM YUPEKICHUS.

7.5. Tlpu BbIsIBIIEHUHU B Mpoliecce MPOBEepKU (HOHAA OTCYTCTBYIOMIMX JOKYMEHTOB M HEBO3MOXKHOCTH
YCTQHOBJICHHMSI BHHOBHBIX JIMI[ YOBITKM IO HEJOCTauaM CIHMCHIBAIOTCS B COOTBETCTBHHM C
JNEUCTBYIOIUM 3aKOHONATENbCTBOM.

VIII. Iesonpou3BoacTBO B OPraHu3anum yuyera 0u0JIM0Te4YHOr 0
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donaa

8.1. Opranuszanus paboThl ¢ TOKyMEHTAMHU 0 y4eTy OMOIMOTEeYHOro (OHIA OCYIIECTBISETCS I10
HpaBUJIaM BEACHUS JIETIONPOU3BOICTBA.

8.2. Cpoku XpaHEHUs IOKYMEHTOB YCTaHABIMBAIOTCS B COOTBETCTBUU ¢ IIpuka3zom MuHuctepcTBa
KynbTypbl Poccuiickori @eneparuu ot 25.08.2010 N 558 O6 yrBepxkaeHun "TlepedHsi TUIIOBBIX
VIPABJICHYECKUX  apXHMBHBIX  JIOKYMEHTOB, OOpa3yloIMXCcs B  Mpolecce  JIeATeIbHOCTH
TOCY/IapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CAaMOYIPAaBICHUS M OpraHU3aluid, C yKa3zaHUEM
CPOKOB XpaHeHHs'", 3apeructpupoBaHHbIM MuntoctoM Poccuiickoit ®@eneparmu 08.09.2010, N
18380.

8.2.1. IlocTtosiHHO, 10 JUKBUAAIIMK OWOIMOTEKH, XPAHATCA PETUCTPhl HMHAMBUAYAIBHOTO U
CyMMapHOTO y4eTa JOKYMEHTOB OMOIHOTEeYHOro (oHma (pEerucTpaliOHHbIC KHUTH, HHBCHTAPHBIC
KHUTH, KHUTH CYMMapHOTO y4eTa, YUYETHBIN KaTajior, TOmorpaduyecKue OMMCH U KaTajlorH).

8.2.2. B TeueHue necATH JET XPaHATCS AKTBI O CIIMCAHUU HCKITFOYCHHBIX 00bEKTOB OMOJIMOTEYHOTO
¢doHIa 1 aKTHI O IpUEMe-Tiepeaue CIUCAaHHBIX 00BEKTOB OMOIMOTEYHOTO (POHA.

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

8.2.4. Jlo oxoHuUaHUs oyepeqHON MpoBepKU (OHIA XpaHATCS aKThl O pe3yNbTarax MPOBEICHUs
NPOBEPKH HAINYHSA JOKYMEHTOB OMOINOTEYHOTO (HOH/IA.
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