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1. O0mue monokeHust

1.1. Hacrosimee nonoxenue 06 yuere 6ubmuoteunoro ¢ponna (mainee no tekery — «[lomoxkenuey) B
(penepanbHOM  roCymapcTBEHHOM — OIOUKETHOM — 00pa3oBAaTENbHOM — YYPEXKIEHHH — CpPEIHEro
npodeccHoHaNBbHOro 06pasoanus «I'ocynapcTBeHHOE yuniIHILe (TEXHUKYM) OJIMMIUICKOTO pe3epsa
MO XOKKEIo» (nanee Mo TeKCTy — «YupexAeHHe») OTPakaeT NOCTYIUICHHE JOKYMEHTOB B (hOHIL,
BLIOBITHE M3 (DOH/IA. BEMMUMHY Beero OHOMMOTEYHOro (hOHIA M CIYXKHT OCHOBOM JUI OTYETHOCTH
OnOIMOTEKH, TIAHWPOBAHMM €€ MESATENBHOCTH, O0ECIeueHHs! COXPAHHOCTH (OHIA, KOHTPOTL 3a
HAJIMUHEM H JABHIKEHHEM JOKYMEHTOB.

1.2. Hacrosmee [Tomoxenne cocraBneno Ha ochose [Ipukaza MunkynsTyps! Poccun ot 08.10.2012
Nel077 «O6 yreepxnenun llopsixa ydera HOKYMEHTOB, BXONAIIMX B COCTaB OHOIHOTEYHOrO
dbonngay.

1.3, Yyer nokymeHToB OHMOnIHOTeyHOro (OHIA ABISIETCS OCHOBOM OTYETHOCTH M IUIAHHPOBAHHS
JIeATENbHOCTH OMOINOTEKH, CIIOCOOCTBYET 00ECIIEYEHHIO €ro COXPAHHOCTH.

1.4. Yyer BKIIOYA€T PErHCTPALHIO MOCTYIUICHUS JOKYMEHTOB B OMOMMOTeYHBIH (GOHI, MX BBIOBITHS
u3 (OH/Ia, UTOTOBhIE NaHHBIE 0 BennuHHe (00Beme) Beero GubamnoTedHoro GoHIa U ero mopas/eios,
CTOMMOCTH (hOHA.

1.5. OcuosHble TpeOoBanus, IpeAbaBiIAeMbIe K yyeTy Oubanorednoro ¢pomnma:

— IIOJHOTA M JIOCTOBEPHOCTH Y4eTHOI HHOpMALHH;

~ ONEepPaTHBHOCTB;

— IOKYMEHTHPOBAaHHOE 0()OPMIIEHHE KaI0T0 MOCTYIUICHHS B (POH/] H KaXKIOT0 BbIOBITHA U3 GoH/a;
— COBMECTHMOCTL NPHEMOB H (OpPM ydeTa, HX HAIEKHOCTh NPH MapaIeJbHOM HCIIOIb30BAHHH
TPaIULHOHHON H aBTOMATH3HPOBAHHOM TEXHOJIOTHH yueTa;

— COOTBETCTBHE€ HOMEHKJIATYpBl IIOKaszaTened y4era (QoHOAa aHaJOTHYHBIM  I[10KA3aTeslsM
rocy/lapcTBeHHOH OMOIMOTEYHON CTAaTHCTHKH.

1.6. Yuery mnomnexar Bce MOKYMEHTHI (IIOCTOSHHOIO, JUIMTEJBHOTO, BPEMEHHOTO XpaHEHHs)
Yupexkaenus, nocrynaiomue B (oHa Oubiamorexn W BeIOBIBalOmMe u3 (Gonga OGHOIHOTEKH,
HE3aBHCHMO OT BHJa HOCHTEJIS.

1.7. YueT [OKYMEHTOB BeJeTCs B PETHCTpaX HWHAMBHAYAJILHOIO M CYMMapHOTO yd4eTa B
TPAIMLHOHHOM H (HJIH) 2JIEKTPOHHOM BHJIE.

1.7.1. Perucrpamu HHIMBHIYAaJIBbHOIO yYeTa JOKYMEHTOB SBIISIOTCH: PErMCTPAlHOHHAS KHHUTa,
KapTo4Ka PErucTpallH Ha ONPENECHHBIH BHI NOKYMEHTA [UIS Ta3eT, JKYPHAJIOB, APYTHX BHJIOB
JIOKyMeHTOB. JlomycKkaeTes TakyKe perucTpaMyu HHAHBHAYAILHOTO y4eTa CYMTATh TOMOrpadhHIecKyIo
OMUCH (KATAJOT), YYETHBIA KaTalor, yYeTHEIH (aiill ¢ BBIXOAHBIMH (opMaMu, (OPMHUPYEMBIMH B
IOPsAKE MHBEHTAPHBIX WIIH HHBIX HIEHTHOUKAIMOHHBIX HOMEPOB JIOKYMEHTOR.

Peructpel MHAMBHAYANLHOrO y4eTa IOKYMEHTOB OHONHOTEYHOro (GOHIa COMEpKAT PEeKBH3UTHL
HACHTHQULMPYIOIIHE KaXK/IbIH TOKYMEHT ¢ yKa3aHHEeM CBEIEHHI O MOCTYILUIEHHH JOKYMEHTa H O ero
BBIOBITHH U3 OubmoTeuHoro Gonmaa.

1.7.2. PerucrpaMu CyMMapHOro ydeTa JOKYMEHTOB SBISIOTCA: KHHra CyMMapHOTO ydera
OuboTeyHoro GoHAa, JUCTEI CyMMapHOro ydyera OHOIHOTEYHOro (oA, *KypHan. JlomyckaloTes
pasin4Hble MOAH(QUKALMY KHHIH CYMMAapHOTO ydera. He3aBHCHMO OT BHIAa y4eTHOro JOKyMeEHTa
PErHCTPEI CYMMAapHOI0 yYeTa COJAEPIKAT TPH B3aUMOCBA3aHHbIE YACTH:

"[locrynnenne noxymeHToB B OUGIHOTEUHBIH HOHL",

"BriObrTHe 10KyMeHTOB U3 OGubnuoreynoro Gpona",

"WUtoru asumxenns OuO1HoTeYHOro (POHIA: HTOrOBbIE JAHHbIE HA KOHELl OTYETHOTro meprHoaa’.
OGoO0meHHble IAHHBIE OTPAKAIOTCA B KAXKJIOH YaCTH PETHCTPAa CyMMApHOIo ydvera. B anexTponHoil
CHCTEME y4eTa 3TH YaCTH HHTEIrPUPYIOTCS B €AMHBIN yUeTHBIH daiin.

CyMMapHBIH M WHAMBHAYaIbHBIH ydeT (hOHZA BemeTcss CTPYKTYPHBIMH MOAPA3JICICHHUSIMH
OuOIMOTEKH, B BEICHHH KOTOPBIX HAXOIHMTCS KOMIUIEKTOBaHHE (OH/A, a TAKIKE IMOJPa3IeICHUsAMH,

o0eceYHBAIOMKMMHE XPaHEHHE H HCIOIL30BAaHHE 3aKpEIJIEHHBIX 32 HMMH 4YacTell o0mero honna
OUOIHOTEKH.

2. Exnannel ygera 6ubanoreunoro gonaa



2.1. Benuuuna (06bem) u aBmkenne Gouna M3MEPSIOTCS B yHH(DUIMPOBAHHBIX CAMHHLAX yyeTa.
OCHOBHBIMH €IMHHLIAMH y4eTa HOKYMEHTOB GHGIHOTEYHOLO hoHma sBrIOTCS OK3EMMIIAD W
Ha3BaHMe, IS ra3eT - NOJI0OBOH KOMIUIEKT M Ha3BaHHUe.

JloTONHUTENILHBIME €[UHUIIAME YdeTa hoHza ABNAIOTCS rO10BOI KOMILIEKT, METPOIIOJIKA, TOALIMBKA
(meperuieTHas eAMHMIA); TS JIEKTPOHHBIX JOKYMEHTOB - €IMHHMIIA TAMSTH JaHHBIX.

2.2. O6mas BenMumMHa GHOIHOTEUHOrO bonma YypexaeHus B 1e10M H ero [OIpa3/IesIoB, B TOM
UHCIE CCTCBLIX JIOKATHHBIX JAOKYMEHTOB M CETEBBIX VAATEHHBIX JOKYMEHTOR, YYMTBIBACTCS B
OK3EMILIApax, HOBBIC IIOCTYTUICHHAS - B 3K3eMILIApaX i Ha3BaHMAX. Uncio FOMOBBIX KOMIIJIEKTOB razeT
NIPUPABHUBACTCS K YUCITY SK3EMILISPOB.

3. Yder 10KyMeHTOB 1o Bugam u KaTeropusim

3.1. Ieuamnvle usdanus u HeonyOnuKoGanHvie AOKyMeHmMbl

K mewyaTHeIME M3maHMAM oTHOCsTCH THpaXXUPOBAHHBIC H3MaHHs, TOJYYEHHbIE MEeyaTaHueM MM
THCHECHHEM, MOMUrpaQMyeck CaMOCTOSTENbHO OGOpMIIEHHbIE: KHUIH, 6pormopsl, AKYpHAIBI,
NMPOAO/DKAIOINMECS  M3MAHMSA, JIACTOBBIE H3JaHMSA, TAa3€ThI, M30M3JaHHUs, HOTHBIE H3/aHMS,
Kaprorpaduyeckue U3JaHHs, HOPMATHBHO-TEXHUUECKHE 1 TEXHUYIECKUE JIOKYMEHTEI, aBTopedepath!
JMHCCEPTALIMA.

K HeomyGnukoBaHHBEIM NOKyMeHTaM OTHOCSTCS PYKOIIHCHBIE JIOKYMEHTB! (PYKOIMCHBIE KHHMIM |
APXMBHBIC JOKYMEHTHI), a TaKkKe HOKYMEHTHl, H3rOTOBJICHHBIE B €AMHUYHBIX 3K3EMILIApaX,
SABNAIOIIHMECS 00BEKTAMH HHTENIEKTYaTbHON COOCTBEHHOCTH (MeroHupOBaHHble HAYYHBIE PAGOTHI,
AHCCEPTALHH, NPEIPHHTBI, OTYETHI O HAYYHO-HCC/IEM0BATEIbCKHX paboTtax, mepeBomBI, OMHMCAHMS
QITOPUTMOB M mporpamm  DBM, TNPOEKTHO-KOHCTPYKTOPCKAs  IOKYMEHTALUs), TAKTUIbLHBIC
PYKOZCTbHBIE M3AHUS JUIS CIETIBIX U CIabOBHISIIHY.

3.1.1. Kuuru u GpoLIIOph! YUHTHIBAIOTCS B 9K3eMILIIpax U Ha3BaHUAX.

Kak oTaensHblit 3K3eMIIAp 1 KaK OTAETbHOE HA3BAHMe YUYHUTHIBAIOTCH:

Kaxoe oT/eIbHOe H3naune (Kuura, 6pomrtopa);

K&K/10€ BXOJISIICE B KOHBOJIIOT U3/IaHHUE;

K&KIbIH OTHEIBHBIN TOM (BBIIYCK, YacTh) MHOTOTOMHOLO H3MaHus, UMEIOIMH HHAMBUAYATLHOC
3aryaBue;

Kan1as 13 OpoLIiop, BENYIIEHHBIX B 06beIUHSIONIEH HX HM3/1aTe/LCKOM Marke, 0610%KKe, MaHKeTKe:;
Kajkjas KHura wuiaM Opounopa, BXxoasmias B KHIOKHYIO ~ CEpUI0  (HYMEpOBaHHYIO  MJiH
HEHYMEPOBaHHYIO);

OTACIBHO U3NAHHBIE MPUIIOKCHASA K KHHIaM M GPOIIIOpAM, HMEIOLIIHe MHIUBHYAILHOE 3ar1aBue |
CaMOCTOSTeNLHOe 3HAUeHHE.

3.1.2.  JIOKYMEHTEHI, BBINOTHEHHbIE penbeHO-TOYEYHEIM wWpudToM  (wpupToMm bpaits),
YUHTBIBAKOTCA B 9K3EMIUIAPAX H HA3BaHUSAX.

OK3EMIUIAPOM IS JaHHOTO BHAA H3JAHHMiL ABJIACTCS KaXIas M3 KHUI KOMIUIEKTA, 0ObeHHeHHbIX
00IIMM Ha3BaHHEM.

Kak onno HasBanue yunthisaetcs kommiext M31aHH, HE3aBUCHMO OT YHCJIA BXOISIIMX B HErO KLU
3.1.3. )ypuane! u nponomkatomuecs n3nanus YUHTBIBAIOTCA B 3K3EMIIIIPAX U HA3BAHUSX.
DK3eMIUIIPOM CUMTaeTCs HOMED, TOM, BBINYCK, M3JAaHHBIE MO OTHENBHOCTH, A TAKKE KOMILICKT
HOMEpOB, TOMOB, BBIMYCKOB, NIEPEMIETEHHEIX B ONMH GIIOK H3/IATebCTBOM.

Kak oxno nassanue yuutsiaeTcs xommiext HOMEDOB, TOMOB, BBIYCKOB, 00pasylomMx OTAe bHYI0
CAMHHILLY C OTIMYHTENBHBIM 3arnaBueM. [IpM W3MEHEHMH 3ariaBms HOBOH Y4eTHOH eamuuIeii
CHATACTCS M3NaHUE, CCITH U3MEHEHHE BHECEHO B MIEPBBIE AT CIIOB 3ariaBusl.

[lepuomuueckue  mpunowenus x KYpHATIaM, — BBIXOMSIIAE  CAMOCTOSTENBHO,  HMEIOLIHE
MHIMBANYATIEHOE 3ar1aBie H COOCTBEHHYIO HyMEpALHIO, YAUTBIBAIOTCA KaK OTAENbHBIE IK3EMIIAPI
U OT/IE/IbHbIE HAa3BaHUS.

Kaxnas cepus nmpomomxaromerocs H3J1aHus, UMEIOIas MHAMBUAYAILHOE 3ariaBue u COOCTBEHHYIO
HYMEPALHIO BBIYCKOB, YYMTHIBAETCS KAK OTAEIBHOE HAa3BAHMUE.

Kaxapiit camocTosTensHbiii Tom (BBIIYCK) MPONOIDKAKOMIErOCS H3AAHMS YUYHUTBIBAETCA KaK OT/E/IbHOE
Ha3BaHHue.



3.1.4. T'a3eTel yYUTEIBAIOTCA B FOJOBBIX KOMIUIEKTAX H HA3BaHHSX.

Kak onmno HasBaHMe y4HTBIBaeTCS KOMIUIEKT TraseT, 00pasyloIlUX OTHENBHYIO €IUHHLY C
OTJIMYMTENBHEIM 3ariaBieM. [IpM M3MEHEHMM 3arjaBusi HOBOH YYETHOHW €IWHHLEH CuYMTaeTCs
M3/1aHKe, €M U3MEHEHHEe BHECEHO B IEpBEIE IISTh CJIOB 3arjiaBusl.

OnHoHeBHEIE (Pa30BbIE) ra3eThl YYHTHIBAIOTCS B 3K3EMILISIpax (HOMEp, BBIIYCK) H Ha3BaHMSX.
OTaensHO M3aHHBIE NIEPHOJHYECKHE TIPUIIOKEHHUS K Ta3eTaM, HMEIOIHE HHANBHIYAILHOE 3arjIaBie
¥ COOCTBEHHYIO HYMEPAIHIO, YYHTBHIBAIOTCS CAMOCTOSATENBHO.

3.1.5. Msouspanus (anpOOMBI, KOMIUIEKTBI, OTHENbHBIE JIMCTOBBIE H3JaHHWs) U penbedHo-
rpaguyeckue nocodus IS CIEMBIX H CTa00BHIAMNX YYUTHIBAIOTCS B IK3EMIUIAPAX U Ha3BAHHSIX.
Kak oT/enbHbIA 3K3eMIUIAP M OTAEIBLHOE HA3BAHHE YYHTBHIBAETCS KaXIbIH JIMCT (BBIIYCK) CEpPHH
M30M3/1aHNH, He 00BEIMHEHHBIE 3IaTeIbCKOH manKkoii (00JI05KKOM, MAaHKETKOIA).

JlucroBble M3naHus, OOBEIUHEHHBIE H3JATeNbCKOM mankod (00JI0MKKOH, MaHXKeTKOH, 00epTKOil),
VUYMTBIBAIOTCS KaK OJMH 3K3EMIUIAP U OJHO Ha3BaHUeE.

3.1.6. HoTHble H31aHHs yYUTHIBAIOTCS B OK3eMILISpax ¥ Ha3BaAHHUSAX.

Kax oT/JenbHbIe 3K3EMIUIAPHI U OTJCNbHbIC Ha3BAHUS YYHTBIBAIOTCS:

CaMOCTOATE/IbHEIC HOTHBIE M3/1aHus, O0BbEe/IMHEHHBIE B OJIHOM NeperuieTe (KOHBOIIOTE);

OT/ZIeJIbHBIE MIAPTHHU (roJI0ca) ¥ NapTUTypa (KJIaBUp), U3IaHHBIE pa3aeIbHO.

Kax otH 3K3eMIUIAp U OTHO Ha3BaHHE YYUTHIBAKOTCS:

OT/IeJbHBIE NAPTHH (rosoca), 00beJMHEHHBIE C IAPTUTYPOil (KJIaBHPOM) B OJHOM H3IaHMH, a TAKKe
napTuu, 00beINHEHHBIE U3aTeNbCKOM manKoi (00I0kKKOH).

3.1.7. Kaprorpaduueckue H31aHHsl yIUTBIBAIOTCS B 9K3EMILISIpAX M HA3BAHHSIX.

Kak oT1enbHBIH 9K3eMIUIAp U OTAeNbHOE HA3BaHHE YYUTHIBAIOTCS:

aTJIachl, COCTOSIIHE M3 OTAEIBHBIX HYMEPOBAaHHBIX HIIH JaTHPOBAHHBIX BBITYCKOB;

KaKIbIH BBIITYCK CEPHITHOIO M3aHUs KapThl HIIH aTJjiaca.

Kak ommn sK3eMIUIAp M OQHO Ha3BaHHME YUYHMTBIBAETCS KapTa, M3JaHHAs HA HECKOJIBKHMX JIHMCTax
(moJureskamux cKieike), 00beIMHEHHBIX O0IIUM 3arIaBUEM.

MHOroToMHBIE (MHOTOJIHCTOBLIE) KapTorpadguyeckne W3gaHus, o0beMHEHHbIE OOLIMM 3arIaBHEM,
YYHUTBIBAIOTCS 110 KOJTMYECTBY TOMOB H OJIHOMY Ha3BaHHUIO.

OtzeneHO  M3/aHHBIE, HO HE HMEIOIIHE CAMOCTOATENBHOIO 3HA4YEeHHs Kaprorpaduueckue
NPUIIOKEHHS K Pa3s/IMYHBIM M3JaHusAM (KHHraM, Opomopam, >KypHalaM) YYUTHIBAIOTCS €IHMHBIM
KOMITIEKTOM C OCHOBHBIM U3JaHHEM.

3.1.8. HopmaTuBHO-TEXHHYECKHE W TEXHHYECKHE IOKYMEHTHI (IIATEHTHbLIE JIOKYMEHTBI, TUIIOBBIE
NPOEKTbl W YEPTEKH, KATAIOrd IPOMBIIUICHHOTO OOOpYNOBaHHS W H3JEHil, HOPMATHBHbIE
JIOKYMEHTBI 110 CTaHIApTHU3ALMM, TEXHHYECKHME YCJIOBHS, PYKOBOISLIME JOKYMEHTHI M IPABUJIA)
YUYHUTBIBAIOTCS B 9K3EMIUIAPAX H HA3BaHHIX.

Kak o/MH 3K3eMIUISp ¥ OIHO Ha3BaHHE YYHTBIBAIOTCS CTAHAAPTBl M KATAJIOIH IIPOMBIIIIEHHOTO
00opy/l0BaHus U M3/ENHii, BBIMYIICHHBIC B 00BEIMHSIONE! HX H3aTeNbeKol nanke (06510%KKe) py
HAJIMYHH Ha nanke oOIel [EeHbl, CoIepKaHus BCEro H3/IaHus, €QUHEIX BBIXOHBIX TAHHBIX.

Kak OTHe/NbHBI OJK3EMIUIAD M OT/JEIBHOE HA3BAHHE YYWTHIBAIOTCA CTAHJAPTBl M KATaJloOru
IPOMBIIIIEHHOTO 000pYyI0BAHUSA M H3JIE/HIl, IPyTHE CTeIHaTbHbIE BHJIbI JOKYMEHTOB, BEINYIICHHBIE
B BHJI€ OT/ICTIbHBIX JIHCTOB, €CJIH K&K/IbIH U3 HUX HMEET CBOM BBIXOJHBIC JaHHEIE, LICHY, THPAK, JakKe
€I OHU 00BEIMHEHBI OJHOH M31aTeJIbCKOH MmarnKoit (06105KKOiH).

3.1.9. Heony6miKkoBaHHBIE JOKYMEHTBI YYHTHIBAIOTCS B OK3EMILIAPaX ¥ Ha3BaHHSIX.

Kak oi1H 3K3eMIUIAp U OJIHO Ha3BaHHE YYUTBHIBAIOTCS:

JeNOHUPOBAaHHAs HaydHas pabota (KOMIUIEKT, COCTOSINMH W3 JIBYX 3K3eMIULIPOB paboThl) M
COIPOBOJUTENLHBIE JIOKYMEHTHI;

HEOIyOIMKOBaHHBIE IOKYMEHTBI, COPOIIIOPOBAHHEIE UITH COJAEPIKAIHECs B OTIEIBHOM Marke.

JIist KOHCTPYKTOPCKO#H JOKYMEHTAIlMH €IMHULECH y4eTa SBIISETCS YepPTek WITH IOJHBIH KOMIIICKT
KOHCTPYKTOPCKHX JOKYMEHTOB, OTHOCSIIMXCS K OZHOMY H3ICTHIO (00BEKTY).

3.1.10. OCHoBNsleMOe TeYaTHOE H3NaHHE YYHTHIBAETCH KAK OTJIEJbHOE HA3BAHHE M OTJIENbHBIN
SK3EMIULIP NPH NCPBHYHOM IOCTYIUICHHH B OuOamoteky. Ilocienyroune moCTYIUIEHNs BKJIAIHbBIX

JIMCTOB, NPEAHA3HAYUCHHBIX U1 JOIIOJTHEHHSA HMJIM 3aMEHLI COOTBETCTBYIOLIMX JIHCTOB B M3JAHWUH,
OTIEJIEHOMY YUETY HE IIOJIeKaT.



3.1.11. ®akcuMHIBLHOE H3NAHNE YUHTHIBAETCS KAK OpUTHHAI.

3.2. Ayouosusyansnwie doxymenmot

K aynuoBu3yanbHbIM JOKyMEHTaM OTHOCATCS (DOHONOKYMEHTEI, BUIEOMOKYMEHTHI, boTooKymMeHTEI,
KHHOJJOKYMEHTBI.

3.2.1. EnuHunamu yuera GoHIa ayIHOBH3YaTbHBIX AOKYMEHTOB SIBJISIOTCS SK3EMIUIAP M Ha3BaHHe.
Kax orienbHBIi 9K3eMMIIap YUnTHIBAIOTCS:

JMCK - Ul IPAaMILTACTHHOK;

Karyuxa, kacceta uiu 600uHa - 118 MarHUTHBIX (OHOTpaMM;

Kaccera - Ul BUIEOJOKYMEHTOB;

KaJip - 1715 (JOTOXOKYMEHTOB (IMamo3HTHROB, CJIafiZIoB);

0obuHa - 1715 KHHOPHIEMOB.

Kax onno Ha3Bauue yumrsiBaroTes:

OTIAC/IBHO BRIMYIIEHHAS IPaMILIACTHHKA, KacceTa MO0 KOMILIEKT (aTbOOM) rpaMITaCTHHOK, Kaccer.,
00Be/IMHEHHBIX OOLINM Ha3BAHUEM;

MarHuTHas (JOHOrpamMma Ha OZHOM KaTylike (KacceTe), MarHUTHas (JOHOTPAMMA HA HECKOILKUX
KaTymkax (kacceTax), 00beMHEHHBIX 06IIHMM Ha3BaHUEM;

OTACTIEHO H3AaHHBIH (OHOMOKYMEHT MM KOMIIEKT (DOHOIOKYMEHTOB, OOBEAMHEHHBIX OOIIIM
3arJIaBHEM;

KHHOGHIBM, AHAbUIEM HE3aBHCHMO OT YHC/IA COCTABIISIOLIAX YacTeli WK KaIpoB (U1 KOMILIEKTa
JIHATO3HTHBOB).

3.2.2. AynuosusyanbHble JOKYMEHTHI, SBISIONIHECS NPHUJIOKEHHEM K pa3HYHBIM W3JaHUSM I
BBIMOTHAIONINE  CAMOCTOSTENbHbIE (YHKUHMH, 4 Takke HCIOJIb3yeMble B pabote otTmenkHO OT
OCHOBHOTO M3J1aHHSI, MOTYT YYHTHIBATLCA KAK OTIHENbHbIE IK3EMILISIPEL

3.3. Joxymenmor na muxpogpopmax

K noxymenram na Mukpothopmax otHoCsTCS MHKPODHIBMBI B MHKPOGBUIIH,

3.3.1. EnvnuiaMu yyeta JOKYMEHTOB Ha MHUKpo(hOpMax sBISIOTCS OK3eMILISP U Ha3BaHHE.
ODK3eMIIAPOM /IS JOKYMEHTOB Ha MHKpPO(hOpMax SBISIOTCA: PYJIOH - g MHUKPOGHITBEMOB; (uima -
Ut MEKpOduIIL.

Kak omno HasBamue yumThIBaeTCS KOMIUTEKT MHKPOQHUIBMOB MM MHKPODHUIN, O0OBEMHCHHbX
OOLIMM 3ariaBreM, HE3aBHCHMO OT YHCIIa COCTaBJISIOUIMX YacTei,

3.3.2. O6mmii o6veM (onza AOKYMEHTOB Ha MHKPO(OpMaX yuuThIBaeTCs 1o KOJIMYECTBY PYJIOHOB U
(huin1, BKITIOYAS KOIMH pa3HbIX TIOKOJNEHH (apxuBHbIe/pe3epBHBIE 1 N0JIb30BATENIbCKUE).

3.4. Dnexkmponnvie doxymennmor

K snexTpoHHBIM moKymMeHTaMm oTHOCsTCS AOKYMCHTBI HAa CBEMHBIX HOCHTENAX (KOMIAKT-IHCKH,
(rem-kapTer); moxymenTr1, pasmermacmbic Ha KECTKOM AHCKE KOMIIBIOTEpa (CepBepe) OUOIMOTEKH 1
NOCTYNHBIE M0IB30BATENAM Yepes MH(OPMAITHOHHO-TeIEKOMMYHHKAIMOHHBIE CeTH (nanee - cereBbie
JIOKANILHEIC  IOKYMEHTBI); IOKYMEHTHI, pasMeIlaeMble HA ABTOHOMHBIX aBTOMaTH3UPOBAHHbIX
pabounx craHuuax GubnMoTexu (mamee - HHCTALIMpPOBAHHBIE NOKYMEHTBI); JIOKYMECHTHI,
Pa3MCIICHHBIC HA BHEIIHMX TEXHHYECKHX CpEICTBaXx, Tonyqaemble OMOIMOTEKOH BO BpemeHHOE
NMOJIb30BAHME  Yepe3  HH(OPMAIMOHHO-TENEKOMMYHUKALMOHHBIE CETH Ha YCIIOBHSX JI0TOBOpa,
KOHTpakTa, JUUEH3NOHHOIO COrMALIEHHS C MPOM3BOAMTENSIMH HHGOpMaLMK (manee - ceTeBbie
YAaneHHbIE JOKYMEHTEI).

3.4.1. Enuaunamu yueta TICKTPOHHBIX TOKYMEHTOB Ha ChEMHBLIX HOCHTENSAX SBIISIOTCS IK3EMILISP U
Ha3BaHHe.

3.4.1.1. Kax otnenbHbrit IK3EMILISIP YYUTBIBACTCSA KA/l ABTOHOMHBIH 0OBEKT (koMnakT-auck).

Kak oraensHBle  sx3emMnmspsl MOTYT YYHTBIBATBCS [PHIOKEHHA K PasIddHbIM U3aHUsM,
BBINOHAIOIHE CaMOCTOATENbHBIE (DYHKLIHM, a TakKe HCTIONB3yeMble B paboTe OTACIBHO OT
OCHOBHOTO H3/1aHUS.

Kax ornensuere sksemmnspe! me yumThBarores KOMIIaKT-ZAMCKH, €CIM OHH MPEACTaBIAIOT coBOi
BKJIJIKY (BIIOXKEHHE) B H3/[aHHE MM €T0 HEOThEeMIEMOE IPUIIOKEHHE.,

3.4.1.2. Kax oqn0 Ha3BaHue YYHTBIBAIOTCS

OTAC/ILHO BBITTYIICHHBIH KOMITAKT-/IHCK;



KQKIBIH KOMITAKT-UCK, BXOJUIIIHIA B HYMEPOBAHHYIO WIIH HEHYMEPOBAHHYIO CEPHIO 3JIEKTPOHHBIX
W3IaHUi;

KOMIUIEKT KOMIAKT-/{HCKOB, 00beIMHEHHBIX OOIIMM HAa3BaHHEM;

M3/IAHHDIC B Ka4CCTBE CAMOCTOATENLHBIX H3aHUH NPUIOKEHHSA K H3NAHUAM JI060T0 JPYroro BHIa,
MMEIOLIEe COOCTBEHHOE 3araBye | JOMyCKAIOIUHE HX HCIOJIb30BAHUE Ge3 0OpalIeHnst K OCHOBHOMY
H3JIaHHIO.

3.4.1.3. B noxymenTax Ha (iern-kapTax Kak oQHH 9K3EMIIISIp ¥ OZHO Ha3BaHHE YUHUTBIBACTCS KAXKI0e
[IEJI0CTHOE [IPOU3BENIEHHE, UMEIOIIee CaMOCTOSTEIFHOE 3ariIaBHe.

3.4.2. EnuHHMIAMHM y4eTa CETeBBIX JIOKATLHBIX H HHCTAITMPOBAHHBIX IOKYMEHTOB SBJISIOTCS
3K3eMIUIAP (YC/IOBHAS AMHUIIA yYeTa) U Ha3BaHHe.

Kax 07110 Ha3BaHWe y4HTBIBACTCS LEIOCTHOE MPOM3BECHIE, HMEIONIEE CAMOCTOSTEILHOE 3arjiaBue,
BHC 3aBHCHMOCTH OT €ro npeicraBneHus. Kak ogHa eIMHHMIA YUMTBIBAETCS MOMOJHAEMBIH 1
OOHOBJIAEMBIH 3/IEKTPOHHBIH TOKYMEHT.

OK3EMILIAPOM SBJISETCS HOKYMEHT B OIPeeleHHOM (opmaTe XpaHeHHS WM HpeICTABIEHHS.
Dopmarsl OIHOMN 1 TOH JKe eJHHHIbI KOHTEHTA YUHTHIBAIOTCS OTE/BHO.

3.4.3. Enunnnamu yyeta ceTeBbIX YIAIEHHBIX TOKYMEHTOB SBIAIOTCS SK3EMINIAD (yCIOBHAS e€IMHULA
y4eTa) U Ha3BaHHE.

Kax o/MH 3K3eMIIAp ¥ OOHO Ha3BAHHE YYMTHIBAETCS KAKIBIA ITOIHOTEKCTOBLI 3JIEKTPOHHBIA
AOKYMEHT, HMEIOIINI CaMOCTOATENbHOE 3arjaBHe, BK/IIOUEHHBIH B TaKeT, K KOTOpOMY O OpMIIEHO

0paBo J0CTyma y e€ro mnpousBoaurens. Kak oxHa enununa YUHUTBIBAETCS IIOIOJIHSIEMLIH |
00HOBIISIEMBIIH DJICKTPOHHBIA TOKYMEHT.

4. Y4eT nocTymienus J10KyMeHTOB B GHOIHOTEYHbIIT ponna

JIOKyMeHTBI mocTynaroT B OGHOIMOTEKY M BKIKOYAIOTCS B OMOIHOTEUHBI Goun Yupexiaenus B
pe3ynbTaTe MOCTABKH OOS3ATENBHOrO OK3EMIUIIpA, NOKYNKH (TIOIMHCKH, OOMeHa, JlapeHus,
HIOIKEPTBOBAHHUA, KONHPOBAHUs OPUTHHAIIOB U3 hoHIa GUGIHOTEKH).

4.1. JIoKyMeHTBl NPUHMMAIOTCS [0 [EPBHYHBIM YYETHBIM NOKYMEHTaM (HakJajaHas, aKT),
BKJTIOYAIOLIUM CIHCOK IIOCTYIJICHHIA.

4.1.1. IlpueM IOKYMEHTOB, MNOCTYNAIOLHX B Oubimoreky ©e3 IepBHYHBIX JIOKYMEHTOB Ha
Oe3Bo3Me3IHOH OcHOBe (00sA3aTeNbHBIE SK3CMILIAPEI, JEMO3UTHBIE SK3EMILIAPBEl MEXIYHAPO/IHBIX
OpraHusanuii, 0Oe3BO3ME3NHBIE IIOCTYIUIEHHS W3 HEM3BECTHBIX H AHOHHMHBIX HCTOYHHUKOB),
o(opMIIsIETCA aKTOM O [TpHEMe JOKYMEHTOB.

4.1.2. [lpueM NOKYMEHTOB, NMOCTYNAIOMKX B OUOIHOTEKY OT IOPHAHYECKOrO, (GU3MYECKOro HLa B
BHAC Jlapa € yKa3aHHEM ero HA3HA4YCHMs Ui NONONHeHHs Oubimmorevnoro douma, ohopmisercs
AOTOBOPOM MOMKCPTBOBAHMSA B COOTBETCTBHH ¢ I'paknanckum koaekcom Poccmiickoii deneparin (cr.
574, 582) unm B pesynbTaTte 3aKyIKH B COOTBETCTBHH C QenepanbHBIM 3akoHOM 0T 05.04.2013 roma
Ne44-@3 «O KoHTpakTHON cHcTeMe B cdepe 3aKyIOK TOBapOB, paboT, ycnyr juig obecrieveHus
FOCYapCTBEHHBIX M MYHHIHIIAIBHBIX HYKI»,

4.1.3. IlpueM HOKYMEHTOB OT uMTATeNell B3aMeH YTEPAHHBIX H IPHU3HAHHBIX PABHOIEHHBLIMH
YTPayeHHBIM O0(QOPMIISIETCA aKTOM O IIpHeMe JIOKYMEHTOB B3aMeH YTepAHHBIX. B akte ykaseiBaercs
(bamuus, MHHALOHEANBI 4YMTaTeNs, CBEACHHA 00 YTEPAHHBIX H3JaHHSAX (PErMCTPALMOHHBIA HOMeEp,
KpaTkoe Gubinorpaduueckoe OMMCAHHe W3NAHMS, LIEHA), CBEIEHUS O NPUHATHIX M3JaHUSIX (KpaTKoe
Onbnuorpauyeckoe ONHCaHNe U3AaHU, IEHa), TIOANUCH YHTATES | NIPHHHUMAIOIIEH CTOPOHEL

4.2. OueHKa CTOMMOCTH NEPHOAMYECKHX H3JIAHHI, MOCTYNAIOIKX B OMOIMOTEKY Ha BpeMeHHOe
XpaHEeHHe, He IPOU3BOIUTCS.

4.3. JIoKkyMEHTBI, TOCTYIAIOLIHE B OnOnuoTeKy, mouieKar CyMMapHOMY y4ery.

4.3.1. CpeleHuss O BKJIIOYAEMBbIX B OHUOGIHOTEUHBIH oua noxymeHTax QukcHpyoTCS B KHuIe
CyMMapHoro ydera Oubimoreunoro QoHza Wi B IpyroM Buie perucrpa cornacHo 11.1.5.2.
HacTosmero [lomoxkenus.

Perncrpel cymMMapHOro y4era HOMKHEI MMETh 3aroJOBOYHBIE JAaHHBIE: HAHMEHOBAHME perucrpa,
HAUMCHOBAHHE OpPraHM3aliy, MOAPa3Je/NeHHs. B perucTp BIHUCHIBAIOTCS MaHHBIE O MOCTYNHRINE:
lapiun JOKyMCHTOB: JaTa W INOPANKOBBIH HOMEp 3amucH (NOPSAKOBBIH HOMEp 3alHCH eXkeroJIHo
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HayuHaeTes ¢ «Nel»), MCTOUHHK MOCTYMIeHMS, HOMEp M JaTa MNEPBMYHOTO YYETHOIO AOKYMEHTA,
KOJIMYECTBO MOCTYNHBIIHUX TOKYMEHTOB U CTOHMOCTD.

4.3.2. CymMMapHsIii yyer MOCTYILICHNS 3TICKTPOHHBIX CETEBBIX JOKAJILHBIX JOKYMEHTOB BEICTCH R
JJICKTPOHHOM DEECTPE B COOTBETCTBHH C TIOKasaTensmu 1.5.3.1. Hacrosmero [lonosxkenus, c
YKa3aHMeM J1aThl 3arpy3KH MOCTYIJICHHH B CHCTEMY.

4.3.3. CymMMapHBIH# ydYeT MOCTymmeHus JJIEKTPOHHBIX CETEBBIX YHANIEHHBIX JOKYMEHTOB BEACTCH B
JMCKTPOHHOM PeeCTpe C OTPAKEHHEM CIENYIOUIMX TOKa3aTeseil: maThl W MOPAIIKOBOIO HOMEpa
3AIMHMCH,  PCKBU3UTOB JIMLEH3HOHHOTO JOroBopa (Ha3BaHHS M HOMEpa NOKYMEHTa, CpoKa ero
ACHCTBHS, CTOHMOCTH), KOJIMYECTBA 6a3 TaHHBIX (aKeTOB) M BKITIOYEHHBIX B HUX HA3BAHMIL,

Ilpn moncuere cymmapmoro konuuecTBa Hazsamwuii HCKTTIOYAIOTCS NyOIupyromuecs Ha3BaHus B
laKeTax Ha ofHOH mratdopme.

4.4. JIoKyMEHTBI, HOJITOTOBICHHbIE K npuemy B OubIMOTEUHBIT QoHA, MoxBepraoTes IePBUYHOI
obpaboTke u MHIMBHYAILHOMY YUETY.

4.4.1. VHuuBumyanbHbBUi y4eT JOKYMEHTOB OCYHICCTBIAETCA MYTEM NPUCBOEHHS KaIOMy
OK3EMILIAPY QOKYMEHTA PErHCTPAllHOHHOTO HOMEpa, MHOTO 3HAKA B KAYECTRE PETHCTPALIHOHHOTO
HOMepa  (CHCTEMHOTO  HoMepa KOMIBIOTEPHOH ~ MPOTpAaMMBI,  IUTPHUX-KOJA M IPYTHX).
VIHauBHyanbHBIT HOMEp 3aKperiseTcs 3a AOKYMEHTOM Ha BCE BPEMsl €r0 HaXOXAEHHA B (hOHle
Oubnmorexn. Perucrparmonnsie HOMEpa HCKIIOYEHHBIX U3 (YOHAA JOKYMEHTOB HE MPHCBAMBAIOTCS
BHOBBb IIPHHATBIM JOKYMEHTAM.

Peructpanuonnsie Homepa mnpocrasisiorcs HETIOCPEICTBEHHO HA MOKYMEHTAX M OTPAKAIOTCS B
PETUCTPE HHANBHIYAILHOIO y4eTa JIOKYMEHTOB, IPHHATOM B GHOIMOTEKE.

PerucTprl MHAMBHAYATBHOrO ydYeTa AOMKHBI HMETh 3aroJIOBOYHBIE JaHHBIEC: HAUMEHOBAHHE
PETHCTpa, HAUMEHOBAHHE OPraHM3alMH, CTPYKTYPHOTO TOApasienenus. B PErHCTD BIHCHIBAIOTCH
AaHHBIE O KaM/OM JOKYMEHTe: JaTa 3aliCH B perucTpe, PETHCTPALMOHHBIA HOMEp, KpaTKoe
bubnuorpaduyeckoe onucanue JOKyMEHTa (aBTOp, 3ariaBHE, TOM, YacTh, BBIITYCK, MECTO M TOj
H3JaHus), IIeHa TOKYMEHTa, YKa3aHHas B COIIPOBOIUTEILHOM JIOKYMEHTE.

4.4.2. VIHOMBUIyalbHBIR YYeT NMepHOANYECKHX M3JaHHH BEJETCS B PETMCTPALMOHHON KapToTeke
NIEPHONMIECKUX H3MAHUH, MpeAHAsHAYEHHON A/ yYeTa KaXKI0ro Ha3BaHUSL U KaXJIOTO 3K3eMILspa,
HIIH B aBTOMaTH3MPOBAHHOI Oaze JaHHBIX,

Hns mepuoauveckux wu3gaHuii B KauecTe PETHCTPAlHOHHBIX HOMEPOB MOTYT HCHOIL30BATLCS
Mo0Oble UACHTH()HKALMOHHBIE HOMEpa: CHCTEMHBIH HOMEpP B aBTOMATH3MPOBAHHON Gase JAHHBIX,
PEruCTpalMOHHBIN (MOPAKOBLIT) HOMEp 3aHCH B PETHCTPAHOHHON KapToTeke.

4.4.3. UuauBUayanbHEIi yyer AOKYMEHTOB, HMEIOIIUX B CBOEM O(OPMIICHHH JParoteHHble MeTaiUlbI
M (MJIM) paroleHHble KAMHH H OTHECEHHBIX K KaTeropuu ce(oBoro XpaHeHus, OCyIECTRISETCS B
CTIETMATEHOM PpEerHcTpe, B KOTOPOM, KpoME TpagHIMOHHBIX IIOKa3aTeNlei, jaeTcs OIMHUCanue
BHEIIHETO 0opMIIeHHs JokyMeHTa, Kak/plii TucT PETHCTpa CONPOBOXKIAETCS UTOIOBOM 3aIIHCHIO ¢
YKa3aHHEM JIaThbl €€ COCTABJICHHUS M KOJMYECTBA ONMCAHMIE HA JIHCTe.

4.44. B perucrpax HHIMBHYaJbHOTO y4YeTa B INpPHMEYaHMSIX YKa3blBACTCA HATHUYME I BHU/I
TIPUJIOKCHAS. K OCHOBHOMY JOKYMEHTY, a TaKKe OCOOEHHOCTH OK3EMIUIApA LEHHBIX U PeaKUX
AOKYMEHTOB (HAlpUMep, HAIHYHE YHHKAILHOTO TICpeIUICTa, MapruHamui, nedextos u 1.11.). Ipu
HAIMIMH aclopTa NOKYMEHTAa HaeTcst OTChUIKA K Hemy. B ITPUMEYAHUAX MOMKET YKa3hIRAThCS
MPHHAJUISKHOCTh IOKYMEHTA K KaTerOPMH KHIDKHBIX TAMATHHKOR.

4.4.5. NunuBunyansueii yyer SNICKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB OCYIIECTRIACTCS
TyTem BBOJA B a3y JaHHEIX MeTauH(pOPMALHHU O 3arpysKke JOKyMEHTa B 9JIEKTPOHHYIO OHOIMOTEKY ¢
aBTOMATHYCCKUM NIPUCBOCHHEM MIEHTHOUKAIMOHHOTO (cucTemMHOro) Homepa KaXXJIOMy JOKYMEHTY.
4.4.6. VinnuBuoyansusni yuer SJICKTPOHHBIX CETEBBIX YNACHHBIX NOKYMEHTOB OCYLICCTBIACTCH B
SJIEKTPOHHOM ~ BHZIE IIYTEM pETHCTpAllMM  6a3  JaHHBIX (maketoB) ©e3 mpucBOeHMS MM
PETHCTPALIMOHHOIO HOMEpA.

B peecrp unmuBuayamsHoro YHETa CCTEBBIX YIANICHHBIX NOKYMEHTOB BKIIOYAIOTCS OCHOBHbIC
XapaKTePUCTHKK 0a3bl MaHHBIX (MaKeTa): OMHCAHME Gashl AaHHBIX (Ha3BaHME, NPOU3BOTHTETD,

mmatdopma M (Him) ampec BXO/ld), CPOK OKOHYaHMsl IIpaBa AOCTyTla, KOJHYECTBO Ha3BaHMIl,
BXOAIMX B 6asy JaHHBIX (LIAKET).



B xomnuecTBo HazBaHuM# BKTIOWaeTcs 0GlIee KOJIMYECTBO MOTHOTEKCTOBEIX JOKYMEHTOB (KHHT,
KyPHAJIOB, Ta3€T, NATEHTOB, CTAHAAPTOB M APYrUX AOKYMEHTOB, YYHTBIBaeMbIX B Oubnumorexe). He
BKITIOYAIOTCS B 3TO KOJIHYECTBO JOKYMEHTBI, KOTOPbIe OOBIMHO HE HM3JAIOTCH OTIE]LHO B IEYATHOM
dopmare, Takue Kak MpOQUIH KOMIAHHI, CTaTHCTHYecKHe TAGIMIIBI, AHATHTHYECKHE MaTepUaIb
MapkeTHHra. Jlns 6a3 JaHHBIX (MAKeTOB), He COJEPXKAIIMX IOJHOTEKCTOBBLIX IOKYMEHTOB, B
peKBU3uTE "HazBaHHE" MTPOCTABIACTCS €IHHHIA.

4.5. JlokymenTsl, BKmodaemble B (oHH Gubnmoreku, mapkupyiorcs. [Ipn 3tom MOTYT OBITH
HCIOJIb30BAHBI IUTEMIIEIH, KHIXKHBIC 3HAKH, WHIMBHIyalbHBIE MITPUXOBBIC KOABL, JAPYIHE BHJIBI
MApKuUpoBKH. OCHOBHbIE TpeOOBAaHMS, KOTOPBIE MO/DKHEI COGIIONATECA TMPH  MApKHPOBKE
JOKyMEHTOB: 0003Ha4YeHHE NPUHAIEKHOCTH, CTETHKA, AOJITOBEYHOCTh MApPKMPOBOYHOIO 3HAKA,
COXPAHHOCTE TEKCTA WIIM APYTOi 3HAKOBOH HH(POPMALHH.

4.6. Ha noxymenrax, sBISIOIIMXCS TPHIOXKEHHEM K OCHOBHOMY HOCHTENIO W €r0 HEOTheMJIeMOil
YACTBIO, TPOCTABIISIFOTCS T€ YK€ PEKBH3HUTEL YTO H HA OCHOBHOM JIOKYMEHTE.

4.7. DNIEKTPOHHBIC CETEBbIE JIOKATBHBIC IOKYMEHTBI i 3JIEKTPOHHBIE CETEBBIE YIANCHHBIE JOKYMEHTEL
HACHTHQHUHPYIOTCS CHIENHMATBHBIMA IPOrPAMMHBIMHA CPEICTBAMM.

4.8. Ha npuHSATBIX NEPBUYHBIX YUETHBIX JOKYMEHTAX [POH3BOAMTCS 3aMUCh, TOATBEPIKAAIOLIAs, YTO
IIOCTYNHBIIME JOKYMEHTBI MPHHATEI B OMOMMOTEUHBIH (OHI KaKk B 0OBEKT 0co60 IEHHOro
ABHAKUMOro uMmyiuectsa (nanee — « OLIIA») nu kak B 00BbEKT HHOTO ABHKMMOIO HMYIIIECTBA.

4.9. llepBu4HBIC y4YeTHBIE IOKYMEHTBI, TOATREPXKAAIONINE (AKT MOCTYIUIEHUS, MepPelaloTcs B
OyXraiTepuio JUis BKJIFOUYEHHS B yueT GubimoTedroro (onma.

4.10. ExxexBapraibHo, IpH ycIoBHH H3MeHeHHs coctaBa OLJIY, ceeneHus 06 o0lieM KOJIHUecTBe
CTOMMOCTH JIOKYMEHTOB, BKJIIOYEHHBIX B cocTaB OMOnuoredHoro Gonma kak o6beKT 0cob0 HEHHOro
ABHAKHMOr0 MMYIIECTB, MIEPeIaloTCs B TIIABHOMY OyXraiatepy H IHPEKTOpY YupekKIeHus.

S. Yuer BbIOBITHS JOKYMeHTOB 13 OnbanoTeunoro dgona

JloKyMeHTBI BBIOBIBAIOT 3 GMOIHOTEYHOr0 GoHIA YUpexKEHNS B CBA3M C (H3HUECKOIT yTPaTod WUIIH
4acTHYHOH ub0 mMOMHOM yTparodl NOTpeOUTENBCKHX CBOMCTB. BhIObIBaONIME JIOKYMEHThI
HCKTOYAIOTCA M3 OHONHOTedHOrO (OHAA W CIMCHIBAIOTCA C BO3MOXHOCTHIO TOCIEAYIOLIEH
0€3B03Me3/IHOM Nepeadn B apyrie GUOIMOTeKH THO0 peaTH3aliHm.

5.1. Mckmoyenne 10KyMeHTOB U3 OuOIMOTEUHOro hoHaa YupekaeHus JIOMYyCKAETCs 110 CACTYIOUINM
IIPUYHHAM: YTPaTa, BETXOCTh, Ie)eKTHOCTD, YCTAPEIOCTh 10 COJAEPIKAHHIO, HEMPODHILHOCTD.
HernpoduiibHOCT JOKYMEHTOB yCTaHABIMBAETCS Ha OCHOBE [TpOdHIIs KOMIICKTOBaHUS bonna uin
HHOTO ~ HOPMATHBHOTO  JIOKYMEHTA, YTBEP)KJAEMOTO MPUKa3oM OupekTopa. [lo mnpuynHe
HEMPOQHUILHOCTH MOTYT HCKITIOUAThCS M3 (OHIA TOKYMEHTEI, He KOMIITEKTYeMble GUGIMOTeKoi (rpu
OTKa3¢ OT KOMIUICKTOBAHUS OT/ETBHBIX KaTeropui JOKYMEHTOB), H3/HIIHE TyGIIETHbIE DK3EMIISPEL
3AMCHCHHBIC OONee MOJNHBIMH [0 CONECPXKAHHMIO, JIyYIIHMH 110 O(OPMIEHHIO, busnueckomy
COCTOSHHIO M3IAHUAMHM; TI0 WCTEYECHHH CpOKA XPaHEHMs JOKYMEHTOB, IIPH HH3KOM YPOBHE
{UTATE/ILCKOrO  CIpOCa, NPH HECOOTBETCTBHH OIEKTPOHHBIX JOKYMEHTOB TEXHMYECKOMY W
IPOrpaMMHOMY o0ecriedeHHI0 OHOIHOTEKH.

5.1.1. MckimoyeHne JOKYMEHTOB IO NPHYHHAM YCTApENOCTH MO COIEPKAHMIO, HENPOYUIBHOCTH
(MaJloCTIpAlIMBACMBIE), & TaKXKe 10 NPHUYMHAM BETXOCTH M NedeKTHOCTH He JOIYyCKAeTCs 10
OTHOLICHHIO K CJIMHCTBEHHBIM 3K3EMIUIIPaM IOKYMEHTOB IIOCTOSHHOIrO (5eccpodHoro) XpaHenus.
5.2. BoidbiTHe 10KyMeHTOB M3 GuOmmoreyHoro Qomma odopmaseTci AKTOM O CHHCAHHH
HCKJIIOUCHHBIX 00beKToB OubanoTeynoro Gouma (nanee - AKT O CIHCaHHH) 110 Gopme (kox mo
OKYJ[ 0504144), yreepxnensoit Ilpukasom Munduna Poccuu ot 15.12.2010 Nel73m,
3apeructpupoBaHHbIM B MuHiocte Poccun 01.02.2011, N 19658.

B AKTe 0 CnMCaHMM OTpa)KaloTCs CBEJCHHS O KOJMYECTBE M OOLIEHl CTOMMOCTH HCKIIOUACMDIX
JOKYMCHTOB, YKa3blBA€TCs IPHYMHA HCKIIOUEHHS ¥ HalpaBi€HHE BBIOBITHS MCKIIOYAEMBIX
JOKYMEHTOB.

5.3. K AKTy 0 CIHCaHMH NPHJIAraeTcs CHUCOK Ha MCKIIOYEHHE OOBEKTOB OHOIHOTEUHOTO donna
(Jasee — «CIHCOKY), KOTOPBIH BKJIFOYACT CIENYIOLIHE CBEACHHS: PEHCTPALHMOHHBIA HOMED U mHdp
XPaHCHHs IOKYMEHTA, KpaTKoe Onbmorpaduyeckoe onucanue, eHy TOKyMEHTa, 3aHKCHPOBAHHYIO
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B PpEruCTpe HHIMBHIYATBHOTO y4eTa IOKYMEHTOB, KOI(D(UUMEHT NEepeoleHKH, LEHY I10CIIe
IIEPEOLICHKH U 00IYI0 CTOUMOCTb HCKITFOUAEMBIX JTOKYMEHTOB.

JIns meyaTHeIX JOKYMEHTOB BPEMEHHOrO XpaHEHHs [ONYCKAETCS 3aMEeHAa CITHCKA KHMKHBIMIT
hopmyspamu.

Jnst noxymeHTOB, 00pabOTaHHBIX TPYMIOBHEIM (YIPOLIEHHBIM) CIOCOOOM, BMECTO CIHCKA JaeTcs
NepeUeHb PETHCTPAIIMOHHBIX HOMEPOB, BUJ UCKITIOYAEMbIX H3IaHUH, UX KOJIHYECTRO.

5.4. K AKty 0 criucaHMy 1O MpUYHHE YTPAThI i CIUCKY TIPHJIATAIOTCS TOKYMEHTBI, II0ATBEPIKIAIONINE
yTpary (IIOACHMTE]bHAA 3alliCKa, B CIy4Yae KPaXku MM XMIIEHMS - IIPOTOKOJN, aKT, 3aK/Ii0ueHHe
YIIOJHOMOYEHHBIX OpPraHOB, NpPH BO3MEMIEHHM yuiepda - HUHAHCOBBIA JOKYMEHT O BO3IMEINCHHH
yuiepba).

Bosmemenue wunratensmu ymep6a momyckaercs B (OpME 3aMeHbl YTEPSHHOIO J0KyMeHTa
PaBHOLICHHBIM.

5.5. AKT O CIIMCAHMH TIO OJIHOH M3 NpPHYMH, YKa3aHHBIX B M. 5.1, ¢ IPHIONKEHHBIM CIIHCKOM
NOJUTMCBIBACTCS IIpe/ice/iaTe/ieM M WIEHAMH KOMMCCHH M0 CIIHCAHMIO OOBEKTOB OMOIMOTEYHOIrO
(onna, yrBepixIaCTCS AUPEKTOPOM Y UPEKICHHUS.

5.6. Ilocne yrBepKaeHns AKTa O CIIMCAHHH OCYIIECTBISIOTCS MEPOIIPHSATHS TI0 repepacipeaeIeHUuIO
1 peann3aliy CIHCaHHBIX 00beKTOB 6ubmoTeunoro Gouma.

5.6.1. JlokymenTs! (crucaHHblE OOBEKTHI OHOGIHOTEUHOTO (OHMIA), HCKIOYEHHBIE 110 IpHYMHAM
BETXOCTH, NC(EKTHOCTH, yCTapeNnoCTH MO CONEPXKAHMIO, HAIPABMSIOTCS B IYHKTH BTOPHYHOTO
chIpbst. Mckmouennble 13 GoHI0B MEKPOGOPMBI Ha FaloreHHI0cepeOpHOI MIEHKE MOUTEKAT ¢/laue
KaK cepeOpocoiepiKalliie OTX0Ibl B COOTBETCTBUH C 3aKOHO/1ATehCTBOM Poccuiickoi ®eneparmn.
[Ipu OTCYTCTBMM MyHKTOB BTOPCHIPb WM B CIydyasX, KOTJad CAada JOKYMEHTOB Ha nepepadoTky
DKOHOMMYECKH Hellenecoo0pasHa, OMOIMOTEKH YHHUYTOKAIOT UCKITIOYEHHBIE JOKYMEHThI Ha MecTe B
NPHCYTCTBUHU JIHII, KOTOPBIE COCTABIAIOT KT 00 YHHUTOXKEHHUHU CIIMCAHHBIX 00BEKTOB OHOIMOTEYHOTO
dhonpa.

B Axrte 0 cnmcaHuM OTpakaloTcs HaMMEHOBaHME, HOMED M faTa JOKYMEHTa, MTOATBEPIKIAIOIIEr0
axt cmauM cnMcaHHBIX OOBEKTOB B IIYHKT BTOPMYHOTO CBIPbS, WIIM aKTa o0 YHHUTOKECHUH
CIMCaHHBIX 00BEKTOB OuOmuoTeunoro ¢ouma. JIoKyMeHT mpuiaraercs K AKTY 0 CHMCAHHH CO
CIIMCKOM.

5.6.2. JlokyMeHTBl (cnucaHHBIE OOBEKTHl OHOGMMOTEYHOro (OHAA), MCKIIOUEHHBIE IO NpUYHHE
HENPOGUIBHOCTH, IEpeflaloTes M0 akTaM B OOMEHHBIH (OHA B HeaX AanbHelmeit nepelayl Ha
Oe3Bo3Me3HOM OcHOBE GMOIHOTEKAaM WM peann3atuy QH3NYECKAM 1 IOPHUIMYECKUM JTHIIAM.

5.7. Tlocne 3aBepuieHMs MEPONPHSTHH, MPEAYCMOTPEHHBIX AKTOM O CHHCAHHH HCKIIOUCHHDLIX
00BeKTOB 6nGIMOTEUHOTO (hOHMA, IEPBBIT K3eMILIAP AKTA O CIMCAHMH CO CITHCKOM H JOKYMEHTOM,
MOATBCP/RAAIOIMM  BBIOBITHE, INepeAactess B OyXTalTepuio, BTOpPOi DK3EMIINIAP OCTaercs B
6ubnuotexke.

Ha ocHoBanum AKTa O CHMCAHMM HCKTIOYEHHBIX 0OBEKTOB GHOIHOTEYHOrO (ponna Gubmuorexka u
OyXraiTepus BHOCAT M3MEHEHHS B COOTBETCTBYIOIINE YUETHBIE JOKYMEHTHI,

5.9. AKTBI O CIIMCAHHM PErMCTPUPYIOTCS B KHHUIE CYMMapHOro y4era OubaMoreyHoro (ouaa (uiu
ApYTOM BHJE PErUCTPa CyMMApHOTO y4eTa BBIOBITHA JOKYMEHTOB, IPHHATOM B GuGnoTeKe).

5.10. B perucrpannonHoit KHure (WK APYroM BHE perucTpa MHAMBHIYANLHOIO yUeTa JIOKYMEHTOB,
NPUHATOM B OMOIHOTEKE) MPOCTABIAETCA HOMED M JaTa AKTa O CIIHCAHUH,

5.11. Bee nckmouaemble M3 (oHza OGHOIHOTEKH IOKYMEHTHI (KHUTH, JKYPHaIIBI, OPYTHE BHIbI
JIOKYMEHTOB) JIOJDKHBI OBITH COOTBETCTBYIOLIMM 00pa3soM O(hOPMIEHBI: CIEIMANBHBIM IITEMIIETeM
JOKHBI OBITh NMOTAIEHBI IITaMITbl OMOIHOTEKH.,

5.12. DneKTpOHHEBIE CETEBBIE TOKATBHBIE JAOKYMEHTBI YIAJISIOTCS M3 3JIEKTPOHHOW OMOIMOTEKM Ha
OCHOBaHMH AKTa O CIMCAHHM C YKA3aHMEM IIPUUMHBI HCKIFOUEHMUS. HaumenoBanue, Homep M jata
aKTa BBOIATCS B 0a3sy NaHHBIX B KayecTBe MeTaMH(POPMAIIHH K COOTBETCTBYIONIEMY TOKYMEHTY.

Ha ocHOBaHuM BBeNEHHEBIX CBefeHHIl MPOrpaMMHBIM CHOCOGOM opmupyercs mepeyenr AKTOB 0
CHHCaHHH (PEECTp CYMMAapHOIO y4eTa BHIOBITHS CETEBBIX TOKATBHBIX JOKYMEHTOB) M TMepeueHb

CITHCAHHBIX OOBEKTOB 3JIEKTPOHHOH OHOMIHOTEKH (peecTp MHAMBMAYaJbHOTO Y4eTa BBIOLITHS
CETERLIX JIOKAILHBIX JOKYMCHTOB).



5.13. BbiObiTHE 3/IEKTPOHHBIX CETEBBIX YHANEHHBIX JOKYMEHTOB He odopMIIsIeTCs CIIEIHATBHBIM
AokymeHTOM. lloATBepiaeHHeM BEIGBHITHS SBISETCS HCTEUYCHHE CPOKA JEHCTBHS JOKyMEHTa
(0roBopa, KOHTpaKTa, JMLEH3UOHHOTO COIMAICHUS), O(QOPMIEHHOIO Ha IIPABO JocTyna K
ONpPE/IC/ICHHOM Oase NaHHBIX (IIAKETy) CETeBBIX JIOKYMEHTOB, M OTCYTCTBHE JIOTOBOPA, KOHTPAKTA,
JIHIEH3HOHHOTO CornameHus, 0hOpMICHHOTO Ha HOBBIH CPOK.

5.14. ExexsapTaneHo, npH ycnoBHH H3MeHeHud coctasa OIJIU, obmme cBenenus o KOIHUECTEE U
CTOMMOCTH JOKYMEHTOB, CIHCAaHHBIX M3 Oubnuoreunoro QoHna kak o0BeKTa 0coB0 IEHHOro
ABHXKAMOIO HMMYIIECTBA, € YKA3aHHCM IIEPEYHS AKTOB O CIHCAHHH, [PHYUH W HANpPaBIICHHIl
BLIOBITHS IOKYMEHTOB, NPEJCTABIAIOTCA yupeauTeno. KoauuecTBo BHIGHBAIOLIMX I0KYMEHTOB He
JIOJIKHO HPEBBIIATE KONMYECTBA BHOBD [OCTYNAIOIIMX JOKYMEHTOB B GHOIHMOTEUHbIH (hoH1.

6. Yaer uroros apuxennsi oubinoreunoro dponaa Yapexaenns

6.1. WMrorn neuwxenus (OHIOB NMOABOJATCA B KHHIe CYMMAapHOTO yueta Oubnuoreynoro ¢onma

YupeskaeHnst (WK JPYTOM PETHCTPEe CYMMApHOTO y4eTa, IPHHSITOM B OnbnuoTeke) HA OCHOBAHHH
JIaHHBIX CYMMAapHOT'0 y4eTa O IOCTYIIJIEHHH ¥ BEIOBITHH JIOKYMEHTOB.

Mrorosrle nanHble MMEIOT YeThIpe 00s3aTeIbHBIX MOKA3ATENs: COCTOSAIO Ha HAYalI0 rojia, moCTyIIHJIO
3a rOJI, BEIOBIIO 33 TOJI, COCTOMT Ha KOHEI[ TOfa.

HMroroBele naHHBIE 1O ONEKTPOHHBIM CETEBBIM  yHACHHBIM JOKYMEHTaM IpeJCTaBIISIOTCH
CTICAYIOMMMH TIOKA3ATEIAMH YYETHBIX €IMHHIL COCTOSIO HAa HAa4alo rojaa, ohpopmieHo B JOCTYI B
TCYCHHUE ro/ia, 0CTYI MPEeKpalleH B TEYEHHE ro/la, COCTOMT Ha KOHEI roJia.

6.2. Cse/leHust 00 MTOTOBBIX J@HHBIX (HUKCHPYIOTCS B (opme rocyaapcTBEHHON CTaTHCTHYCCKOI
OTHYETHOCTH M NIPEACTABIISIOTCS JIJIS 1IEJIEH rOCYJapCTBEHHOM CTATHCTHYECKOH OTYETHOCTH.

Hrorosble nannble 06 oOMeHHOM (OH/E He BKIHOHYAIOTCH B OOLIKE MOKA3aTelH OHOIHOTEYHOro
¢onna.

7. IIpoBepka HaM4HSI TOKYMEHTOB OubnoTeunoro donaa

7.1. llpoBepka HalIMuMs JOKYMEHTOB OuOiuoreuHoro ¢omma (mamee — «rpoBepka (doHman)
[IPOU3BOIKUTCS B 00A3aTeILHOM HOPSIKE:

IIPH BBEIABJICHHH (baKTOB XHUIICHHA, BHO)’HOTpeﬁJICHPI}I HJTH TIOPYH JIOKYMCHTOB;

B Clydae CTUXMHHOrO OeACTBHS, MOXapa WIM IPYTHX YPe3BbIYAMHBIX CHTYalHil, BbI3BaHHBIX
3KCTPEMAIbHBIMH YCIIOBHAMH;

IIPY PEOPraHU3aIHMH UM JIMKBU AWK OUOIHOTEKH.

A1 1poBe/ieHHs MPOBEPOK PYKOBOAMTENEM OPraHM3alMM HA3HAYAETCS KOMHCCHS, B COCTAB
KOMHUCCHH JI0JUKEH BXOIUTB IJIABHBIN OyXrajirep.

7.2. Tlposepka (onna B MIaHOBOM MOPSIKE OCYIIECTBIIACTCS B CIIEIYIOIIHE CPOKH:

JOKyMEHTEI, MMEIOIIME B O(QOPMICHHH JPAroUEHHBIE META/ILI M (MJIM) JParoleHHbIE KAMHMU, -
€IKETOJHO;

(hoH/1 pesIKMX M HIEHHBIX KHAT - OJIMH Pa3 B 5 JeT;
(o OubHOTEKH /10 SO THICAY YYETHBIX €/IMHHUII - OJIHH Pa3 B 5 JIeT;
[InanoBast mposepka (onga GHOGIHOTEKH MOKET OCYINECTBISTHCA IO3TANHO B COOTBETCTBHH C

rpaduKOM MpOBENIeHMs IPOBEPKH BCero GOH/A HITH €ro YacTH (B TOM uHclIe PEAKUX U LEHHBIX KHUI)
C OIPE/ETICHUEM CPOKOB M KOJIMYECTBA ILIAHUPYeMOro 06beMa paGoThl.

7.3. TlpoBepka OIEKTPOHHBIX  CETEBBIX JIOKATHHBIX JOKYMEHTOB OCYIIECTBIISIETCS 10
KOJIHMCCTBCHHBIM  ITOKa3aTeNsIM, a TaKXKe II0 KOHTPONBHBIM CyMMaM, I[O3BOJISIOMIAM BbISBHTS
M3MEHEHHS B JOKYMEHTE,

[TpoBepka 0CTYNIHOCTH NEKTPOHHBIX CETEBLIX YAATCHHBIX JOKYMEHTOB OCYLIECTBISETCS C aAPECcOB
BX0/1a, YKa3aHHbIX B PETHCTPE MH/IMBHIYaTLHOIO yyeTa.

7.4. llpoBepka Bcero (OHIA HIM €r0 YaCTH 3aBEPUIAETCS COCTABJEHHEM aKTa O pe3ynbrarax
[POBEACHMs [IPOBEPKH HAMYUS TOKYMCHTOB OHOIHOTEUHOTO (hOHA H NPHIIOKEHHEM K HEMY CIIHCKA
JOKYMECHTOB, OTCYTCTBYIOIINX 110 HEYCTAHOBJIEHHON NPUYHHE.
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B axte (UMKCHpYIOTCS CBeJIeHHS O KONMYECTBE NOKYMEHTOB GHOIMOTEUHOrO Gonma mo maHHBM
YyHceTa; 10KyMEHTOB, MMEIOLINXCA B HAIMYHMH; TOKYMEHTOB, OTCYTCTBYIOIIMX B GHOIHOTEuHOM (oH/1e
10 HEYCTAHOBJIEHHOH NpHYMHe. B akTe Takke yKasblBAlOTCS HOMEp M JaTa akTa O IPOBEICHHMI
NPE/BbIAYIeH IPOBEPKH. AKT € TNpPHIOKEHHEM CHHCKA JOKYMEHTOB, OTCYTCTBYIOLIMX 10
HCYCTaHOB/IECHHOH NPUYMHE, IOANHCHIBACTCS TpeJIceaaTeNIeM U WiIEHAMH KOMUCCHH YTBEpIK/laeTCst
PYKOBOIHUTENEM YUPEIKICHHS.

7.5. Ilpn BbIsBICHMM B Npolecce TPOBEPKH YOH/A OTCYTCTBYIOIUX JOKYMEHTOB M HEBO3MOIKIIOCTH
YCTAaHOBNCHHUS BHHOBHBIX JIMI[ YOBITKM [0 HEJOCTAYaM CHHCBHIBAIOTCS B COOTBETCTBHM  C
ACHCTBYIOMINM 3aKOHOIATETECTBOM.

8. les10npoM3BOACTBO B OPraHM3aLMH YYeTa OHOIHOTEYHOrO honnaa

8.1. Oprauusauus paboThl ¢ JOKYMEHTaMH MO Y4eTy GHOIHOTEYHOrO Gonaa ocymectsasercs mo
NpaBuIaM BeIeHHUs AETOMPOU3BOICTBA B YUpPEKICHHH.

8.2. Cpoxu XpaHeHHs JOKYMEHTOB YCTaHABJIMBAIOTCA B COOTBETCTBHH C [Ipuka3om Munucrepersa
KynbTypsl Poccuiickoii deneparmu ot 25.08.2010 No558 «O6 yreepraenuu "IlepeyHs THIOBBIX
YIPABICHYCCKUX — apXMBHBIX  JOKYMCHTOB, 0Opa3yloIMXCs B  Ipoliecce  JIesTelbHOCTH
TOCYNapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CAMOYNpPABJCHHA M OPraHM3alMil, ¢ yKazaHHCM
CPOKOB XpaHeHHus "

8.2.1. Tlocrosmno, mo nukBuAanuu 6GuGTHOTEKH, XpaHATCS PErucTphl HHAMBHAYAILHOIO M
CYMMapHOT0 y4eTa NOKYMEHTOB OMOIMOTEYHOro (oHAa (PErMCTParMOHHBIC KHHTH, HHBEHTapHbIC
KHHI'H, KHUTH CyMMapHOT0 y4eTa, y4ETHBIH KaTaJlor, TONorpadhuyeckue OmucH U KaTanor).

8.2.2. B TeyeHHe NeCATH JIET XpPaHATCH AKTI O CIIMCAHHH MCKITIOYEHHEIX 00BeKTOB OMOIMOTEYHOTO
(hoHna u akTh! 0 MpHUEMe-Tepeiaue CIUCAHHBIX 06BHEKTOR OHOIHOTEIHOrO ¢donna.

8.23. B TeyeHMe mATH €T XpaHATCS IePBHYHBIE Y4ETHBIC JAOKYMEHTBI, I[IOATBEP:KIAIOLIHC
NOCTYIUICHUE IOKYMEHTOB B OMOMMOTeUHBIH (oHA (HAKIamHble, aKTBl O NPHEME, aKThl CIAYH-
IIPUEMKH),

8.2.4. Jlo oKOHYaHMs O4YEpeIHONH MPOBEPKH (oHma XpaHATCS aKTBI O pe3yibTaTax IIPOBEJICHHUS
IIPOBCPKH HATTMYKA JOKYMEHTOB OMOIHOTeYHOrO hoH A,

COTI'’JTACOBAHUSIL:

3aMecTHTENIb AMPCKTOpaA MO OpPraHU3alMOHHO-

MPaBOBLIM BOIIPOCaM % /{lﬁ/ H.B.3abopora

« O » 4 2014 rona

3amecTuTenb JHPEKTOpa 10 yuebHo-

CIIOPTHBHOH paboTe %ﬂuf/ﬁ ~— E.AKpomwesa
/
-

« 07 €9 2014 rona

. /i
Hauansauk ciopTuBHOro 0T/IEM /j?y B
«Cy  OY 2014 rona : ¢ " B.B.JIsmkon
Havanesuk otnena no o [J - -~
: praHu3aluy Tpyzaa .
Gt oF 2014 rona [ﬁ,[ﬁu/ JL.A T'epacumosa
Al /
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