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MOJIOEHHUE
o nopsiake popMupoBanng HHOAHOTEYHOTO oI
B MYHHIIHIA/IBEHOM ABTOHOMHOM 001eodpa3oBaTe oM YPeKIeHHH
«Cpenuus obmeobpazosareasnan mroaa ¢. Oxynéson

Hactoamee Tlonokenue pazpaboTaHo Ha ocHOBAHMHA npukaza MunoGpazosanua PDO ot

24.08.2000 Ne2488 «O6 vyuére Gubnnoreunoro donza Oubanorek obmeodpazoBaTeNbHBIX
yupesIeHHi» | oDA3aTe/IBHA Ul IpHMeHEHHA B OHONHOTEKE MYHHIMIAIEHOM aBTOHOMHOIO
obmeobpazopatensioro  yupewaenus «Cpeanss obueoOpazosatenshas mwkona ¢ OkyHéro»
(manee — OV). Owno onpegenser o0iiHe NpaBHna yUYeTa JOKYMEHTOB, COCTARISKIHX
GuGaHoTedHsIH GOHA H OPraHH3aAIHOHHO-TEXHOIOI HYECKHX ocobeHHOCTE#H,
Hactodmee nonowedue pazpadoTaHo © LENbKY CO3MAHHA YCIOBHH [ANA CBOEBPEMEHHOIO
MPUHATHA YOpPaBleHYeckHx peltenuii no  ponpocam  oOuosiens  onza  Oubanorex
obmeobpa3oBaTenbHeiX yUpesieHHil, KOHTpons PhekTHBHOrO MCNOIBIOBAHHA HMEIOUIMXCH
PECYPCOB; KOOPAMHALIMH JIeATeNkHOCTH 0OMeHHbX (OHI0B, NOBLULCHHS 3PdeKTHBHOCTH
HHOPMALHOHHO-PAILACHHTENIBHOR  pafoThl ¢ NEJaroraMM M POJWTENAMH 10 BONPOCAM
dopmuposanus  ongos Gubanotex obueobpasopaTenbHbX  yapesaenuii n ofecneucHus
oOyuaroLuxes yueOHOH maTepaTypoi.

1. OcHoOBHBIE TOHATHS

Tna ueneii HacToAwedl [TonokeHHA HCHOAB3YIOTCH CNEAYIOUHE MTOHATHA:

1.1. ApxuBHbIi JOKYMEHT - JOKYMENT, COXpaHsemMbiil HIH MOLIEHKaIIHH COXPAHEHHIO B CHITY
ero 3HAYMMOCTH 1A 00IIECTBA, 4 PARHO HMEIIIHI LEHHOCTL 1A coDCTREHHHKA.

1.2, Avanosusyaasueiii goxyment (ABL) - nokysent. conepiratnii n300pazHTeNbHy 0 WHIH
SBYKOBVIO H TEKCTOBYIO HHOPMAIHIO, BOCIPOHIBOAHMYIO ¢ NOMOULEIO TEXHHYECKHX CPEICTB.
1.3. Budanoreunslii (oI - YIOPSIOYEHHAA COBOKYITHOCTE JOKYMEHTOB (BEI0Yas yuelnyo
AHTEPATYPY, XYIOKECTREHHYIO, METOIMYECKYIO U crpasounyio), dopsmupyemas Gubinorexoi
IS XPaHEeHHA H NPEIOCTABICHIA BO BPEMEHHOE NOJIL30BAHHE YHTATENAM H aboHenTam.

1.4. Bansancosas croumoctk (oiga - cTouMmocTs Gumnoteurnoro douia, orpamkaesMan B
OVXTAITEPCKOM YUCTE.

1.5. Boifnrrue n3 douna — asikeHde (OHAA B CBA3H C HCKJIOMCHHEM, NEPECTAHOBKOH B
apyrue noApasiencHig GHOIHOTEKH H CTHCAHHEM N0KYMEHTOR H3 DulimoTexn.

1.6.  Jemkenne donaa - NPOUECC NOCTYIVIEHUS M BRIGBITHA JOKYMEHTOB, OTPAKACMELL B
OnOIHOTEYHOH YUeTHOH JOKYMEHTAIHH.

1.7. Enununa yaera donna - yuudHIHPOBAHHAA EIHHHIA HCUMCICHHA BENHYHHBL H
apuwerma GoHa. :

1.8. Emnuua  xpanenud donaa - OTASHBHBI  JOKYMEHT HIH HX COBOKYIHOCTS,
YHUTBIBAEMBIE [IPH XPAHSHHH KAk 3eMenT dona.

1.9. Huausnayaaeneiii Y4eT - PerHcTpains b yHeTHOH (QopMe Ka#ioro 3KieMiispa
NOKYMEHTa WIH KaOKIOTO HA3BAHHA JOKYMEHTA, nocTynaiomero 8 Qona Oudinotekn wniw
BLIDLIBAMOIIErO H3 HETD,

1.10. Hcekmovenne 10KYMEHTOB 13 (pouaa - HyeaTHE W3 GHOAHOTEUHOTO (OHA H CHATHE C
yuera GubnnoTery HenpodHIbHEX, Ne(eKTHRIX, TyONETHERIX, BETXHX, YCTAPERUINX JOKYMEHTOB,
4 TAKKE VTPAHEHHBIX 110 KAKHM-TTHOO [IPUYHHAM.

1.11. Kom&nsii naMartHHE pejikHii HIH ocobo UeHHBIH OKYMEHT, OTIHHAIOIMACH



BBIJIAIOIIUMUCS UCTOPUYECKHMH, Hay4YHBIMH, XYI0KECTBEHHO-ICTETUYECKUMU u
noJaUrpagpuuecKuMu JOCTOMHCTBAMU M OTHECEHHBIHN K (POHAY PEIKHX U LIEHHBIX JOKYMEHTOB.
1.12. IlepeoneHouHblii Ko0d(ppuumeHT - yTBepXKAcHHBIN IIpaBuTenscTBoM Poccuiickoit
Oeneparun 1U(PPOBON MHOXKUTENb, TPUMEHSEMBII MPH pacueTax CTOMMOCTH OMOIMOTEYHBIX
($hoHIOB.

1.13. TIlepectaHoBKa - nepenaya JOKYMEHTOB B Ipe/eniax JSHCTBYIOIUX U pe3ePBHBIX (DOHIIOB
OJIHOH OHMOIMOTEKH.

1.14. Iloctynienue B ¢oHa - momnonHeHHe ¢oHAa OMOIMOTEKH B pe3yiabTaTe IOJIy4eHHs
00513aTeJIbHOTO IK3EMIUIApa, MOKYIKH, MOANUCKH, JapeHus, oOMEeHa WiId JIo0oro Apyroro
croco0a.

1.15. IIposepka (ponaa - nepruoAUUECKHI NepeydeT TOKYMEHTOB C LI€JIbI0 MOATBEPKACHUS UX
HaJIM4us, a TAK)KE YCTAHOBJIEHUS UX COOTBETCTBUS YUETHBIM JJOKYMEHTaM.

1.16. PbIHOYHas LeHA - 1I€HA, CKJIAJBIBAIONIAACA HA PBIHKE COOTBETCTBYIOUIEH MPOIAYKLUU
(xuur, AB/I, 371eKTpOHHBIX U3aHUI) C YYETOM YKOHOMHYECKON CUTYyalluu, TEHIECHIUN CIipoca U
IPEUI0KEHUS], KOHKYPEHIIMH.

1.17. Cucrema y4era JOKYMEHTOB - OpPraHU3allMOHHO YIOPSAI0UYEHHAs! COBOKYITHOCTh BUJIOB,
METOI0B M CIIOCOOOB ydeTa JOKYMEHTOB, AH((epeHLnpOBaHHBIX B COOTBETCTBUM C HX
CTaTyCOM.

1.18. CymmapHBbIii y4eT - peructpaius B yueTHOH Gopme BceX BUJOB JOKYMEHTOB MAapTUIMU C
LEeNbl0 MOJY4YEHHUs TOYHBIX CBEAGHMM O BEJIUYMHE, cocTaBe (QoHxa OubIMOTeKH U
HIPOMCXOJAIINX B HEM U3MEHEHUX (IOCTYIICHUH, IEPEMEIEHUH, BEIOBITUN).

1.19. VYyer 0ubauoTedHOro (oHIA - KOMIUICKC OIepanuii, 00ecrneYnBarOmmX (HUKCAIUIO
CBE/ICHUIl O BENUYMHE, COCTaBe M JBWKEHHMU (OHIA IO YCTAHOBJIEHHBIM IpaBuiaMm. He
JIOITYCKaeTCsl HaJlnyhe B OMOIMOTEKE JTUTEpaTyphl, CoJepKalled nH(popmalnio, HallpaBJIeHHYIO
Ha BO30Y)XJ€HHE HEHABUCTH JINOO BPaXKJbl, HA YHI)KEHHE TOCTOMHCTBA YesloBeKa JIMOO IPpyIIIbI
JUI] [0 IMpHU3HAKaM II0ja, PAchl, HAIMOHAJIBHOCTHU, SI3bIKA, MPOUCXOXKIECHHUS, OTHOILIEHUS K
penuruy, a TakXKe JIMTepaTypbl, HECOOTBETCTBYIOLIEH WM IpOTHUBOpevalled LesisaM
00pa3oBaHus U BOCITUTAHUSI.

2. OO0umue MoJI0KeHUs

2.1. Yuer OubnuoreuyHoro ¢oHaa OTpakaeT MOCTYIUICHHE JOKYMEHTOB B ()OHJ, BHIOBITHE U3
¢doHIa, BeIMYMHY Bcero OMOIMOTEYHOro (hOHJA, €ro MojapasfAeieHUi U CIy>)KUT OCHOBOW IS
rOCy/IapCTBEHHOIO0 CTATUCTUYECKOrO Y4eTa, OTUETHOCTH OMOJIMOTEKH, IUIAHUPOBAHMS €€
NeSITeIbHOCTH, 00ecreueHus] COXPAaHHOCTH (OHAA, KOHTPOJIS 3a HAJIMYMEM U JBM)KEHHEM
JIOKYMEHTOB.

2.2. K BezeHu10 y4era NpeaAbsBISIOTCS Cleaytolue TpeOoBaHus,:

- TOJIHOTAa U JOCTOBEPHOCTh YUETHON MH(POpMAIUY;

- JIOKYMEHTUPOBaHHOE 0(OpMIIEHUE KaXKIO0Tr0 MOCTYIUIEHUS B (QOHA U BBIOBITHS U3 (poHAA;

- COBMECTUMOCTb NPUEMOB M (OpM yueTa, UX HaJEKHOCTb B YCIOBUSAX NPUMEHEHUS
TPaJUIIMOHHON ¥ aBTOMaTU3UPOBAHHOMN TEXHOJIOTUHY;

- COOTBETCTBME HOMEHKJIATYpbl IOKa3aTeslell ydyera OMOIMOTEeYHOro (oHJa aHAJIOTMYHBIM
II0KAa3aTeJIeM roCy1apCTBEHHOW CTaTUCTHUKH.

2.3. VYyer OubnuoreyHoro ¢oHIa BKIOYAET IpPUEM JOKYMEHTOB, WX MAapKHpPOBKY,
pPEeTUCTpalMIO MpPHU TOCTYIUIGHWH, MEpEeMEIeHUH, BBIOBITUH, a TaKXXe IPOBEPKY HaTUYUs
JIOKYMEHTOB B (DOHJIE.

2.4. VYwuerHas uHpOpMaLus, NMPeICTaBIEHHas KaK B TPAIUIMOHHON, TaK M B KOMIIbIOTEPHOMH
dbopMax, UMeeT OJJUHAKOBYIO IOPUIUYECKYIO CUITY.

Ha paBHBIX mpaBax MHCIONB3YIOTCA OJIaHKM YYETHBIX JOKYMEHTOB, H3TOTOBJICHHBIE
nonurpad@uyeckuMu crnoco0amu, U OJAaHKU, pacredyaTaHHble C MOMOIIBI0 KoMmmbioTepa. OHU
MOTYT OBITh C(HOPMHPOBAHbI TPU TOMOIIM CTAaHAAPTHBIX MPOrPaMMHBIX IAKETOB HIIU
MHAMBUAYaAJIbHBIX TPOrPaMM, CO3/IaHHBIX IS BeJIeHUS ydeTa (oH/a B KOHKPETHOM OnbimoTeke.
2.5. VYaudukauus BHIOB, CIOCOOOB M €IWHUI] y4yeTa JOKyMEHTOB B OHOIMOTEeKax
obecrieunBaeTcsi COOJIIOICHUEM CTaHIAPTOB, OTHOCSIIUXCS K OMOIMOTEYHOMY ey, a TakkKe



TpeOoBaHuil Hacrtosimied MHCTpykuMH, JAPYrUMH HOPMATUBHBIMH  JOKYMEHTAaMH  I10
OMOITMOTEeYHOMY JIey.
3. Cucrema yyera 6uOJIH0TEeYHOTO (hoHIA
.3.1. Cucrema yuera 6ubaroTedHoro (hoH1a BKIIOYACT:
- BHYTpUOMOIMOTEUHBIN YUYET BCeX Mojpa3eneHuii ondamnoreunoro GoHma;
- TOCYJIApCTBEHHBIN CTAaTHCTUYECKUN ydeT OubimmuoTeyHoro ¢ponaa mno popme «6-HK»;
- 0COOBIN (CHenuanu3UPOBAHHBIN) TOCYAAPCTBEHHBIM Yy4YeT OTAEIbHBIX KaTeropuit
JIOKYMEHTOB:

* KHWXHBIX IaMSATHUKOB,

* APXUBHBIX JOKYMEHTOB, HAXOAIIMXCS B GOHIAX OMOINOTEK.
3.2. ®denepanbHble W pErHOHAJIbHBIE OMOMMOTEKH, (HOPMUPYIOIIHE HAIMOHAIBHBIN
oubnmuoreyno-uHpopmanmonnbii  (Goua Poccuiickoit ®Dexepanun Ha OCHOBE OECIUIATHOTO
00s13aTEeILHOTO DK3EMIUISIpa B COOTBETCTBUU ¢ 3akoHOM Poccuiickoit ®Depepannn «O0
00s13aTeIbHOM IK3eMIUIIpe JOKyMEeHTOB» (1994 r.), BenyT y4er 3Toro (oHIa B COOTBETCTBUH C
Hacrosdie Mucrpykuuen.
3.3.  Vuer oco00 LEHHBIX W PEIKUX W3AAHWNA, OTHECCHHBIX K KHIDKHBIM TaMSTHHKAM,
OCYIIECTBIISIETCS. B COOTBETCTBUU C 3aKOHOJATeNbCTBOM Poccuiickoit deaepanuu 06 oxpaHe u
MCII0JIb30BaHUU MaMSITHUKOB UCTOPUHU U KYJIBTYpbI, HacTosied MHCTpyKkuei 1 HOpMaTUBHBIMU
JOKYMEHTaMU O KHUKHBIX MaMsTHUKax Poccuiickoit denepanuu.
3.4. VYuer apXuBHBIX JOKYMEHTOB, KOTOPBIE ITOCTOSHHO XpaHATCS B (hOHIAX OMONMMOTEKH U
oTHOcsATCS K ApxuBHomy Qouay Poccuiickoit ®enepanuu, peryaupyercs «OcHOBaMHU
3akoHonaTenbcTBa Poccuiickoit @enepanuu o6 apxuBHOM (onne Poccuiickoit @enepanun u
apxuBax», «llonoxxennem 00 ApxuBHOM ¢doHae Poccuiickoit denepanuu» u HacTosmEH
HNHcTpyknuen.
bubnuorexu, umeronme B CcBOUX (POHAAX TOKYMEHTHI TOCYIAapCTBEHHOW YacTH ApPXUBHOTO
donaa Poccuiickoit denepaniun, yauThIBalOT UX B COOTBETCTBHM C «[lonoxxeHnem 06 ApXuBHOM
donae Poccuiickoit denepanumy.
4. O0beKThI U eAUHULBI y4eTa OudIuoTedHOro ponaa
4.1. OObexramu ydera OMOIMOTEUHOro (OHAA SBIAIOTCS JOKYMEHTBI, IOCTyHAloIlue B
O01OIMOTEKY M BBHIOBIBAIOLME M3 HEE, HE3aBUCHUMO OT BHJA JOKYMEHTa M €ro MaTepHalbHOMN
OCHOBBI.
Ilpumeuanue: He monpnmexaT y4deTy W HE BKIIOUYAOTCS B (OHA OMONMOTEKH MaTepuabl
CIIy’)KeOHOTO Ha3zHaueHus (IporpaMMHBIE MPOIYKTHI, SBISIOMIUMECS PAOOYMM HHCTPYMEHTOM
OMOIMOTEYHBIX PAOOTHUKOB M HPOrPaMMHUCTOB, M MaTepuaibl, HNpHOOpeTaemble IS
oopmieHus OUOIMOTEKH, OPYTUX MOJCOOHBIX pabOT, HE CBA3aHHBIX C KOMIUIEKTOBaHHEM
o6ubmoTeyHoro Gpoxmaa).
4.2. B coorBerctBuu ¢ 'OCT 7.20-80 «CHUBWUJI. Enununer ydera ¢oHmoB OUOMHOTEK U
OpraHOB Hay4YHO-TEXHWYECKOW HmHpopManmm u u3MeHeHHsMH K Hemy (M3menenme Ne 1-10
1984), BenuunHa 1 JBUKEHUE (POHAA U3MEPSAIOTCSA B OCHOBHBIX U JIOTIOJIHUTEIbHBIX €MHULIAX .
4.2.1. OCHOBHBIE €TMHUIIB] yU€Ta MOCTYIJICHUI U BHIOBITUS B OMOIMOTEYHOM (OHIE:
1) Ha3BaHME - Ka)X[J0€ HOBOE WJIM MOBTOPHOE W3AAHME, IPYrOH TOKYMEHT, OTIMYAIOLIUECST OT
OCTaJIbHBIX 3arjlaBUEM, BBIXOIHBIMH JaHHBIMU WJIH JPYTUMH 3JIEMEHTaMHU 0(OPMIICHHUS;
2)9K3eMIUTp - KaKJask OTAeNbHas €IUHHIIA JOKYMEHTa, BKIto4aeMas B (DOHJI WM BHIOBIBAIOIIAsS
u3 Hero. O6mas BenuunHa (OHMA U €ro MOAPa3AeIeHUN YUUThIBAETCS B dK3eMIUIsApax; (oH/a,
c(OPMHPOBAHHOTO U3
noctyruieHni nocie eeacHus B neiicteue ['OCT 7.20-80 - B sk3eMIUIsIpax v Ha3BaHMSIX.
4.2.2. JlononHUTENbHBIE €AUHUIIBI yueTa (oHa:
1) ronoBoii KOMILIEKT - COBOKYITHOCTH HOMEPOB (BBIITYCKOB) MEPHOJUUYECKUX U3JaHUH 3a TOf,
IpUHUMaeMas 3a OJJHY YUETHYIO equHHIY (poHaa;
2) MeTpomoJiKa - MEXJIyHApoJHas €IMHUIA ydyeTa BEeNU4YMHbl (poHIa, u3Mepsiemas Kak 1 M
CTEJIJIa)KHOM MOJIKH, 3aHATON U3/IaHUSAMU WIN APYTUMHU JOKYMEHTAMU;
3) nmepemieTHasi exMHUIA (MOAIIMBKA) - COBOKYITHOCTH HOMEPOB MEPUOIMYCCKUX H3IaHUN



(TOKYMEHTOB), CIIUTBIX, EPEIUICTEHHBIX WM CKPEIUIEHHBIX JPYTUM CIOCOOOM B OJHO LIEJIOE U
NPUHUMAEMBIX 32 OJHY YUETHYIO eMHULLY (DOH/IA.

4.3. 3nanus 1 HEOMMyOJIMKOBAHHBIE JTOKYMEHTHI

4.3.1. OCHOBHBIMH ~€IMHHMIIAMH Yy4€Ta HOBBIX TMOCTYIUICHHMH B (OHJ HU3NAHUHA U
HEOIyOJIMKOBAaHHBIX JOKYMEHTOB SIBIIIIOTCS 3K3EMILIAP U Ha3BaHMUE.

4.3.2. OCHOBHBIMH €IUHUIIAMH yUYE€Ta KYPHAJIOB SIBJISIOTCS 3K3EMIULIP (TOM, HOMED, BBIIIYCK) U
Ha3BaHUE U3/AHUsA 3a BCE TOJbI €ro MOCTYIUICHHUS B (POHA, HE3aBUCUMO OT MU3MEHEHHs 3arjlaBus
YKypHaJla ¥ TIOJTHOTHI KOMILJIEKTA.

4.3.3. OCHOBHBIMH €IMHUIIAMH y4e€Ta Ta3eT SBJSIOTCS I0J0BOM KOMIUIEKT U Ha3BaHHE ra3eTsl 3a
BCE TOJIbI €€ MOCTYIUICHUS B (POHJ, HE3aBUCHMO OT M3MEHEHUS 3arjaBHs Ia3eTbl U MOJHOTHI
KOMIUIEKTa. EnuHMIaMu ydeTa OIHOJIHEBHBIX (Pa3oBbIX) Ia3eT CIyXKaT 3K3eMIULIp (Homep,
BBIIYCK) U Ha3BaHUE Ta3€Thl.

4.3.4. EnuHunaMu y4yeTa HOTHBIX W3JaHUN SABJISIOTCS SK3eMIULIp W HazBaHue. OTAesbHBbIE
napTuu (roioca), 00beTUHEHHBIE C TAPTUTYPOH (KJIaBUPOM) B OJTHOM M3JaHHH, & TAK)KE MapTHH,
00BbEeIMHEHHbIE U3ATENbCKON ManKoi (00JI0KKOM), YUUTBIBAIOTCS KAK OJIMH SK3EMIUISIP U OJJHO
Ha3Banue. OtnenbHBIE MapTuu (rojioca) W MHapTUTypa (KJIaBUp), H3JAHHBIE pPa3AeiibHO,
YUUTBIBAIOTCS KakK JiBa 3k3eMIuisipa. CaMoCTOSITEIbHbIE HOTHBIE HM3AaHUS, OObEIUHEHHBIC B
OJIHOM TMieperuieTe (KOHBOJIOTE), YUUTBIBAIOTCS KaK OTIEJIbHBIE SK3EMIUISIPbl U OTIEJIbHbIE
Ha3BaHMSL.

4.4. AynnosusyanbHble JOKyMeHThI (AB/I).

4.4.1. OcHoBHbIMU enuHuIaMu ydetra (oHaa ABJ[ sBisfioTCS JK3eMIUISIp U Ha3BaHHUE.
DK3eMIUISIPOM TPAaMIUIACTHHOK M KOMITAKT-JIUCKOB CYMTACTCS JHMCK, MAarHUTHBIX (POHOTpPAMM -
KaTylIKa, Kaccera; JUa(uiabMoB - pyJIOH; KOMIUIEKTa AUANO3UTUBOB - KOMILUIEKT; KHHO(QHUIHLMOB
- 0o00mna; BUAeopmILMOB - Kaccera. Bemmunmna ¢onma u mocrymieHus (BbiObiTHsI) AB/]
YUUTBIBACTCS B HK3EMIUISIpaX U Ha3BaHUSAX.

4.4.2. OTnensHO BBIMYIICHHYIO TPaAMIIACTHHKY, KOMIAKT-IUCK YYUTHIBAIOT KaK OJMH JIUCK U
oJ1HO Ha3BaHue. KommiekT (aibOoM) rpaMIiIacTHHOK, KOMIIAKT-AUCKOB, 00bETUHEHHBIX OOLINM
Ha3BaHMEM, YUUTHIBAIOT 110 KOJIMYECTBY AUCKOB U OJTHOMY Ha3BaHMIO.

4.4.3. MaruutHyto (poHOrpaMMy Ha OJTHOW KaTylIKe (KacceTe) YYUTBHIBAIOT KaK OJHY KaTYyLIKy
(kacceTy) U OJHO Ha3BaHHWE. MarHUTHYIO (POHOTpaMMy Ha HECKOJbKHX KaTyllkax (Kaccerax),
00BbETMHEHHBIX OOIIMM Ha3BaHHWEM, YUUTHIBAIOT IO KOJMYECTBY KaTyIIEK (KacceT) U OJHOMY
HAa3BaHHUIO.

4.4.4. AB/l, saBindromuiics IpUIOKEHUEM K APYTUM BUJAM JTOKYMEHTOB, OTJEIBHOMY YYETy HE
noJNexuT. [lpumeyanue: 1lpu 3aTpyAHUTENBHBIX CIydasX ONPEEICHHUS OCHOBHOIO HOCHUTENS
UHPOPMAILIUU U TPUIIOKEHUS

K HEMY 32 OCHOBHOM HOCHTEIIb, ITOAJICKAIINN YUETy, IPUHUMAETCA TEKCTOBBIA TOKYMEHT.

4.5. Mukpodopmbl

4.5.1. Enununamu yueta (GoHAa MUKpO(QOPM SIBISIOTCA: A MUKpOQUII - Ha3BaHUE U ¢ulla,
JUI. MUKPO(UIIBMOB - PYJIOH.

4.6. DIEKTpOHHBIE U3aHUS

4.6.1. EnununiaMu yueta GoHa 3JeKTPOHHBIX U3aHUN SBISIOTCS: IUCKETa U ONTHYECKUI JAUCK
(CO-KOM u mynpTHMEnua), a TakKe Ha3BaHME. J[MCKeTa-TIPHIIOKEHUE HE YYUTHIBACTCS KAk
OTJENIBHBIN AK3EMILISP, €CIIU MPEACTaBIIeT COO0M BKIAIKY (BIOKEHUE) B U3JaHHE.

5. Iopsaaok ydyera 6udauoTedHoro gponaa

5.1. Benenue ydera OuOmMOTEYHOro (OHJAa OCHOBAHO HAa COYETAaHUH OOS3ATENbHBIX U
(bakyIbTaTUBHBIX TPUHIIUIIOB.

5.1.1. bubnnoteka obs3aHa:

- OCYILECTBJISATh CYMMAapHbIM U UHAUBUAYATbHBINA YUET MOCTYNAOMUX B OMOIMOTEYHbIN (OHA
¥ BBIOBIBAIOIINX U3 HETO JIOKYMEHTOB B YCTAHOBJICHHBIX €IMHUIIAX YUETa;

- obecrneyuBaTh MOCIEAOBATEIbHOCT MPUMEHEHHS YCTAHOBJCHHBIX €IWHUI[ ydeTa U He
JIONyCKaTh HMX W3MEHEHHs Oe3 NPUHATHS HOBBIX HOPMATHBHBIX JIOKYMEHTOB II0 Y4eTy
O61OIMOTEYHBIX (POHIOB;



- obecre4ynBaTh COMOCTAaBUMOCTh €AMHUI] ydyeTa (OHZA B IK3EMIUIIpaX € EIUHHULAMH HX
XpaHEHUS U BBIJAYH, 32 UCKITIOUEHUEM Ta3eT, )KypHAJIOB, TUCTOBBIX U3/IaHHI;

- coOmofaTh NPEEeMCTBEHHOCTh OpPraHM3alliM ydeTa B IIENAX CONOCTaBUMOCTH Y4Y€THOH
uHpOpMaLnH.

5.1.2. bubnuoTeka nMeeT mpaso:

- YCTaHaBJIMBATh CBOW IMOPSAJOK Y4€Ta, YUUTHIBAIOIIUI CTATyC, OCOOCHHOCTH OpraHM3alud U
CTPYKTYpbl (GoHIAa U oOecneynBarOIUi JOCTOBEPHbIE pe3ylbTaThl yueTa (OHIa, He
MPOTUBOpEUAIe TpeOOBaHMIM HacTosmIeH NHCTpyKInK;

- BECTH 3allUCH B MHBEHTApHBIX KHUIax (JIMCTaX, XKypHauax), KHUrax CyMMapHoro ydera ¢poHaa
(kHUTaX ydera OmOIMoTeyHOro (oHIA), HA OTIACIBHBIX JHCTAaX, B KapTOYHOH (opMme, B BUJC
pacrie4aTok, NOJYyYEHHBIX Ha KOMIIBIOTEpPE, a TAKXKE B MAIIMHOXPAaHUMBIX (ailyiax, 3alMcaHHbIX
Ha JHCKe, IHCKETe W JPYruX HOCHUTENSAX, OOECHeuMBaIOIIMX JIOJITOBEYHOE XpaHEHUE U
BOCIIPOU3BEICHUE YUYETHOM TOKYMEHTALUY;

- BBOJUTh B YYETHbIC JIOKYMEHTHI, Hapsiay C O0s3aTelIbHBIM, (aKyIbTaTUBHBIA HabOp
Hokasaresel ¢ yueToM crenu(uKy KOHKpeTHOH OUOINOTEKH;

- YCTaHaBIMBATh CPOKH COJAEP)KaHUS M COCTaB JIOKyMEHTOB (POHAAa BPEMEHHOTO XpaHEHHS
(kpome .. 3.2, 3.3, 3.4);

- TPOU3BOJUTH OIEHKY CTOMMOCTH JOKYMEHTOB, UCIIOJB3YS MEPEOICHOYHBIE KOA(PPHUIIMEHTHI,
ycraHoneHHble [IpaBurensctBom Poccuiickoit denepannu, 1 ppIHOYHBIE LIEHBI;

- BBOJWTH KOJMYECTBEHHBIC M CTOMMOCTHBIC HOPMATUBBI CIIMCAHUS TOKYMEHTOB, YTpaueHHBIC
[0 HEYCTaHOBJEHHbIM IpHYMHAM (Hemoclxaya), Kak B OTICJIbHOW OHOIMOTEKe, Tak U B
[lenTpanu3oBanHoii OubauoreuHoir cucreme (LUBC), BenmnunMHa M MOPSIOK  UCUUCICHUS
HOPMAaTHUBOB YTBEPXKAAETCS Y4YpEAMTEIEM B COOTBETCTBUU ¢ YcraBoM uiu [lonoxenuem o
OuOIMOTEKE;

- pacnopsbKarbCsl CIHUCAHHBIMM K3 (poHma OMONMOTEKM JOKYMEHTaMH, KpOME CiIydaes,
IPEIYCMOTPEHHBIX 3aKOHO/IATEIIbCTBOM;

- B COOTBETCTBUH C JICHCTBYIOIIMM 3aKOHOJATEIbCTBOM OIPEIEINIATh CIOCOOBI U pa3zMepbl
KOMIIEHCAIUK yliepOa, HAHECEHHOT'O T0JIb30BaTeIIMU (POHIOB OUOIUOTEKH.

5.2. OTBETCTBEHHOCTh 32 NPAaBWIBHOCTh OpraHU3alMu ydyeTa (poHAa HeceT aJMHHUCTpPAIUs
OMOIMOTEKH U COTPYIHUKU B COOTBETCTBHH C JIOJDKHOCTHBIMU 00S3aHHOCTSIMH.

5.3. Koutpone 3a cobmrojjeHMEM HOpM U TpeOoBaHUM MO ydery OubimoreyHoro ¢GoHna
OCYIIECTBIISIET CIeHaIbHOE (YHKIIMOHATIBHOE TTo/Ipa3iesieHne OUOIMOTEeKH, a TAKKe KOMUCCHUS
[0 COXPAaHHOCTH WUJIM JPYTOoW KOJIJIETHAJIbHBIA OpraH no GoHaaM Mpy AUPEKIUH OMOIMOTEKH.
5.4. VYupenutenb, aIMUHUCTPALMA U COOTBETCTBYIOIINE CIYKObl OMOIMOTEKH 00ECHEUHBAIOT
YCIIOBHS JJIs1 BBITTOJIHEHUS ITPABUJI yUeTa, OpraHU3aliH, XPaHEeHHs U MCII0JIb30BaHMs (hoHaa.

6. VYder moctrymjieHusi J0KyMeHTOB B OMOJIHOTEYHBIH (POH/

6.1. VYder noctyruieHuit T0KyMeHTOB B (DOHJI OCYyLIECTBIsAETCA AU PEepeHIIMPOBAHHO, TYTEM UX
MOJIpa3/IeNIeHUs] Ha JOKYMEHTBI TOCTOSTHHOTO, JUTUTEITFHOTO M BPEMEHHOTO XPaHEHHS.

6.1.1. Yuery Juisl MOCTOSIHHOTO XpaHEHHsI C MPUCBOCHUEM HWHBEHTAPHOIO HOMEpA MOIJIEKUT
OJIMH JK3EMIUISIp OTEYECTBEHHBIX JOKYMEHTOB, MOCTYMAIOMIMX B OMOIMOTEKH ¢ (YHKIUSIMHU
MIOCTOSIHHOTO XpaHEeHHs1 OECIUIaTHOrO 00s3aTeNbHOrO 3K3EMIUIAPA, a TakkKe MPUHUMAEMBIX Ha
JIETIO3UTApHOE XpaHEHHE IOKYMEHTOB.

6.1.2. Yuery /i JUIMTEIBHOTO XpaHEHUs C MPUCBOEHHEM HHBEHTApPHOTO HOMeEpa IOAJIEKAT
JOKYMEHTHI, TIpeJHa3HAaYCHHbIC JIIS  YAOBJICTBOPEHHS TEKYIIET0O W  IMPOTHO3UPYEMOTO
YUTATENILCKOTO CHPOCa, HE3aBHCUMO OT BHJAA JIOKyMEHTa, ero o0bema, TEeMaTHKH MU JAPYIHX
(hopMalbHBIX MPU3HAKOB.

6.1.3 Ydery ans BpeMEHHOro xpaHeHHs (0e3 MHBEHTAapHBIX HOMEPOB) MOJUIEKAT JTOKYMEHTHI,
coaepkanie NHPOPMAIUIO KPATKOCPOYHOTO 3HAUSHHS, B CBS3H C Y€M HMCKIIOYArOTCs u3 (hoHma
O610IMOTEKH Yepe3 HeNPOJOKUTENBHBINA TIepruo/] BpeMeHHt (kpome 1.a1. 3.2, 3.3, 3.4).

6.2. JlokyMeHTBI, BKJIIOYaeMble B (QOHJ OuOnmoTeku, mMapkupytorcs. [Ipu 3Tom mMoryt ObITH
UCIIOJIb30BaHbl IITEMIIEIH, KHIKHBIE 3HAKHU, WHAMBUIYyalIbHbIE MAIIMHOYUTAEMbIE IITPUXOBBIE
KoJ161. OCHOBHBIE TPEOOBaHMSI, KOTOPBIE



JOJDKHBI  COOJIOAAThCS IPU  MapKUPOBKE JIOKYMEHTOB: O0003Hau€HUE IPUHAJIEKHOCTH,
ACTETHKA, JIOJIFOBEYHOCTh MAPKUPOBOYHOI'O 3HAKA, COXPAHHOCTh TEKCTa WM APYroil 3HAKOBOM
uHpopmanuu.
Ilpumeuanue: Bce BUIBI TOKYMEHTOB, SBIISIOIIMECS MPUIOKEHUEM K OCHOBHOMY HOCHUTEIO,
MapKUPYIOTCS, HA HUX MPOCTABIIAIOTCA T€ )K€ PEKBU3UTHI, UTO U HA OCHOBHOM JJOKYMEHTE.
7. CyMmMapHBblii y4eT J0OKYMEHTOB
7.1. CymMmapHbIil y4eT BceX BHJOB JIOKYMEHTOB, IOCTYNAIOIIMX WU BBIOBIBAIOIIMX U3 (OHIA
OMOIMOTEKH, TPOU3BOIUTCS MAPTUSAMH IO OAHOMY CONPOBOJUTEIHLHOMY IOKYMEHTY (JIHCT
roCyJapCTBEHHOH perucTpanuu, cuer-QpakTypa, HaKkj1aaHas, peecTp, akT).
B cnyuae oTcyTcTBHS CONPOBOAUTEIBHOIO JJOKYMEHTA COCTABIISIETCA aKT IIpUEMA.
[Ipu oOHapyXeHMM B MPUHUMAEMBIX MApPTUAX PACXOXKAECHUH C AAHHBIMU COIPOBOJUTEIHHOIO
JOKYMEHTa, a TakKe IMPHCIaHHbIX O3 3aKa3a HEHYXHBIX WIN Je(PEeKTHBIX 3K3EMIUIIPOB
OpraHM3alyy - IOCTABILUKY IPEABABIISIIOTCS IIPETEH3UH B TEUEHHUE 1 Mecsna ¢ MOMEHTa puemMa
[apTUH HOBBIX IOCTYIUICHUH.
7.2.  ®opMoil CyMMapHOro yd4era sBIsS€TCS KHUIa (KYypHaj, JIMCTBI CyMMapHOIO yueTa
O6ubmoTeyHoro GoHa) B TPAAUIMOHHOM WIIA MAaITHHOYUTAEMOM BHUJIE.
HeszaBucumo oT XapakTepa MaTepUaibHOI0 HOCUTENS YUeTHOW (pOpMbI, CBEJICHUS O JBUKEHUU
¢onna ¢ukcupyrorcst B 3 vactsax «KHurm cymmapHoro ydera OuOiIMOTedHOro (OHIA» HIIH
Jpyroi popMe CyMMapHOTo yyeTa:

qacth | - «[locTyrienne B poHm»;

4acTh 2 - «BeiObITHE U3 DOHIAY;

qacTh 3 - «toru aBmwkeHus GoHIa.
7.3. CseneHHsl O MOCTYNMBIIUX B OMOIMOTEUHBIH (HOHI JOKYMEHTaX (UKCHPYIOTCS B MEpBOM
gactu «KHHrm cymmapnoro ydera OuOmmoreyHoro (oHIa» B IOKa3aTeNsiX: JaTa U HOMEp
3allUCH, HWCTOYHHUK IIOCTYIJICHHUs, HOMEp W/WIM JaTa CONPOBOAUTEIILHOIO JOKYMEHTa,
KOJIMYECTBO MOCTYIUBIINX JOKYMEHTOB (BCErO, B TOM UHUCIE [0 BUAAM, COJIEPKAHUIO U S3BIKY
KOPEHHON HAllMOHAJIBHOCTH), CTOUMOCTh IPUOOPETEHHBIX JJOKYMEHTOB.
B «Knure yuera 6ubnuoreunoro ¢onna lLlenrpanuzoBannoit 6ubaroreunoi cuctemsl (LIBC)»
coJiepKarcsi CBEICHUs O Mepefaye JOKYMEHTOB U3 OTJiela KOMIUIEKTOBaHMS M OOpabOTKU B
CTPYKTYpPHBIE TOJIpa3/ieJICHUs] EHTPAIbHON OMOIMOTeKH, B OMOMMOTEKU-(DHIINAbBI, U3 OJHUX
CTPYKTYPHBIX NIOJIpa3ACIECHUN B IpYyTHE.
7.4. CBeneHus 0 BBIOBIBIIUX M3 OMOIMOTEKH JOKYMEHTaX OTpa)katoTcsi BO BTOpol yactu «KHuru
CyMMapHoro ydvera OubmuoreyHoro ¢GoHga» WM Apyrod QopMe CyMMapHOro ydera ¢
YKa3aHWEM IPUYUH UCKITIOUYEHUS.
Jlng ydera M KOHTpOJs CHUCAaHHBIX JIOKYMEHTOB BBOAATCA mokaszarenu «llepenano»,
«IIpongano», «CaaHo B MaKynatypy».
7.5. Ha ocHoBanum mn. 5.1.2. Hacrosimedt WHcTpykuuu OuOIMOTEKH BIpaBe BBOAUTH
JIOTIOTHUTEIIbHBIE TIOKA3aTelH, YUUTHIBAIOIINE CIIEU(PUKY KOHKPETHOU OMOIMOTEKH.
7.6. Habop nokazateneil, oTpaxxaroLux pacipeaesieHue T0KyMEHTOB 10 BHJIaM U COAEP KaHUIo,
UJCHTUYEH BO BceX Tpex uacTax «KHUrM cymMmMapHOro ydyera OuOGnuoredHoro (GoHaa» WU
Jpyroii (hopMe CyMMapHOTo y4era.
7.7. Utorn neuxenus (HoHIA TMOIBOIATCA B 0053aT€TLHOM TOPSAJIKE 3a Toj. B 3aBucuMocTH OT
OPUHATOTO TOpsAAKa ydyera B OMONIMOTEKe HMTOTM ABIMKEHHS (OHAA MOTYT IOJBOJUTHCS 3a
KBapTaJ UM 3a MOJIYroue.
7.8.  OtpaxkeHHE OTAEIBHBIX BHJIOB JOKYMEHTOB B «KHHMre cymMMapHOro ydera» WIHM ApPYrou
dbopMe CyMMapHOTO ydeTa.
7.8.1.  Tlocrymnenuss ABJI, MHKpO(QOpM, 3JEKTPOHHBIX H3JaHUH HA MAIIMHOYUTAEMBIX
Hocutensix (CB-KOM, wmynbTHMenua, AMCKeTa) OTpaxaroTcss B mepBoil uactu «Kuuru
CyMMapHOTO Yy4eTa» C JaJbHEWINEH [neTanu3alvedl Mo BUAAM JOKYMEHTOB. AHAaJIOTMYHO
¢bukcupylorcs JaHHble O BBIOBITMM BO BTOpoil uactu «KHHrH cymmapHOro yd4era
6ubnuoreyHoro ¢ponaa». UTorn 1BUKEHUs OJABOJATCS B TPEThEH YacTu.
7.8.2. Bce mnepuoanyeckHe W3JaHWS HE3aBUCUMO OT MaTepUaIbHOM OCHOBBI HOCHTENSA



uH(pOpMaLIUU OJJIeKAaT CYMMapHOMY YYETY.

Ilpumeuanue: Benenue cyMMapHOro yuera raser B LleHTpaian30BaHHBIX OHOIHMOTEUHBIX
CHUCTEMax PEeIlaeTcsi B COOTBETCTBUM C BO3MOXKHOCTSMU U PEalbHONH HEOOXOJIUMOCTBIO TaKOTO
yuera.

OcHoBaHMEM JUIsl BHECEHMS IEepuoANYEecKuX u3naHuii B «KHury cymmapHoro yuwera
OoubmoreyHoro (oHma» SBIAETCS aKT, COCTABJISIEMBI IOJydYaTelieM I0 Mepe 3aBepIIeHUs
MOCTYIIJICHU NTEPUOIUYECKHUX U3JaHUM TEKYILEro roja.

B 3aBucuMocTH OT HpUHATOrO B OMONIMOTEKE MOPSAIKA y4eTa IMOJBEACHUE HTOTOB JBIIKCHHS
MEPUOIUYECKUX U3JaHUI MOXKET IIPOU3BOAMUTHCS 33 KBAPTal, MOJYrOAUE UM T'OJl HA OCHOBAaHUU
aKTOB.

8. UnauBuayaJbHBIHA Y4eT JOKYMEHTOB

8.1. MHouBuayanpHBIH ydYeT KaXIOro SK3eMIUIApa JOKYMEHTAa MM KaXXAOro Ha3BaHUsA
JIOKYMEHTa MPOU3BOJUTCS C IMOMOILBIO METOJI0OB MHBEHTAPU3aLUU C IPUCBOCHUEM JIOKYMEHTY
MHBEHTApHOI'O HOMEpa WU PEerucTpaluu JOKYMEHTa 0e3 IMPHCBOEHHsS €My HHBEHTapHOI'O
HoMepa. VIHauBUlyabHBIM HOMEp 3aKpEIuIIeTCs 32 JOKYMEHTOM Ha BCE BPEMsI €T0 HAXOKJICHUS
B (poHIe OMOIMOTEKH.

8.2. ®opmoii MHIMBUYaIbHOTO y4yeTa JOKYMEHTOB SBJIIETCS KHW)KHAs (MHBEHTapHas) KHUTra,
KapToyHas (KapTouKa y4eTHOro KaTajlora), JIMCTOBask (JINCT aKTOBOI'O Y4€Ta), peruCTpalliOHHas
KapTO4YKa Ha ONPEeTICHHBIN BUI U3AaHUS (B TOM YHUCIIE 3JeKTpoHHOTO Wi ABJI).

[Tpr aBTOMAaTH3UPOBAHHON TEXHOJOIMU CO3JAIOTCS (ailiibl, coaepxkaliie BCIO HEOOXOIUMYIO
uHpopManuio s , GopMUpOBaHHS JTH000H U3 HOpM HHIUBUAYATBEHOTO yUeTa.

8.3. ®opMbl HHAMBHMIYAJIbHOTO YdeTa JOKYMEHTOB B 00f3aTEJIbHOM IOPSAIKE JIOJIKHbI
CoJIepKaTh CleAYIolMe MOKa3aTeNu: 1aTa 3anuc, HoMep 3anucu B «KHure cymmapHoro yuera
6ubnuoreyHoro (GpoHaa», MHBEHTAPHbIM HOMEp, aBTOp M 3arjiaBue, roj U3JaHus, 11eHa, OTMETKa
0 MpOBEpKe, HOMep akTa BbIObITHS. B «[lpumedyanun» ykasplBaeTcs HaJIUuKUe U BUJ IPUIIOKEHUS
K OCHOBHOMY JOKYMEHTY.

8.3.1. Jlns ocobo meHHbIX M penkux uznanuil B «lIpumedanun» ykas3blBaloTCd OCOOEHHOCTH
HK3EMIUIApa, ONPEENSIONINe €ro LEHHOCTh (Haluyhe YHUKAIbHOIO IMeperiera, aBTorpada,
pacKpallleHHbIX OT PYKH WUIIOCTpalMii U TOMY MOA0O0HOE) WU Je(peKTHOCTh (OTCYTCTBHE
HECKOJIbKUX JIUCTOB TEKCTA, TPaBIOP U TOMY MOJJO0HOE).

8.3.2. HMHnuBuayadbHBIM y4eT U3JaHUI, HEONMyOIMKOBAaHHBIX JOKyMeHTOB, ABJI, mukpodopm,
ANIEKTPOHHBIX ~W3JAaHMHA  OCYLIECTBISETCS B OTIACIBHOW I Kaxjaoro Buaa (opme
WHAMBUIYaJIbHOTO y4eTa.

Yyer CD-ROM, mynbTUMeana, TUCKET BeJeTcs B 1000 13 (hopM MHIMBUAYATBHOTO yUeTa.
8.3.3. WunuBuayanbHelid  yder mnporpamm st OBM  u  6a3  fmaHHBIX Bejercsd Ha
PETUCTPAllMOHHBIX KapTOYKax MM Jpyro mnpumeHsemoil B Oubnuorexe ¢opme yuera. B
YUETHBIX JOKYMEHTaX OTpPa)karoTcsl CAEAYIOLUE CBEICHNUS:

- JlaTa MOCTYIUJICHMS;

- Ha3BaHue nporpamMmmbl DBM unn 6a3sl TaHHBIX;

- HaMMEHOBaHME co3JaTeNs (FopUANYEcKOe U (PU3HUECKOE JIULIO);

- JlaTa co3JaHus MpOTrpamMMBbl;

- IIeHa npuoOpeTeHus;

- Hocurens nHpopmaruu (CO-KOM, mynbTuMeana, TUCKeTa).

9. Yuer BbIOBITHSI JOKYMEHTOB U3 O0M0IMOTEeYHOr0 hoHAa

9.1. BoiObITHE TOKYMEHTOB U3 (poHIa odopmisieTcs: akToM 00 uckioueHuu (cM. [punoxenue 8-
10) u otpaxaercs B «KHure cyMMapHoro yuera» u B opMax MHIUBHIyaJbHOTO ydera (oHaa.
B kaxnom akTe (QUKCHPYIOTCS CBEIEHHUS O JOKYMEHTaX, MCKIIOYaeMbIX MO OJHON NpUYUHE:
BeTXOCTh ((u3nueckuii M3HOC), E(PEKTHOCTh, YCTApEIOCTh MO COAEP)KAHUIO, AYOJIETHOCTb,
Henpo(UIbHOCTh, YyTpaTa (C yKa3aHHEM KOHKPETHBIX OOCTOATEIbCTB YTpAThl: IMpoOIMa)ka H3
(GOHIOB OTKpBITOro jaoctyna uian no MBA, yreps uuTartensimMu, XHILIEHHE, B pe3yibTaTe
OencTBUH CTUXUMIUHOINO M TEXHOTEHHOTO XapakTepa, II0 HEYCTAaHOBJIEHHBIM MPUYMHAM



(memocraya).

9.2. BoibbiTue ABJI, 31eKTpOHHBIX M31aHUN 1 MUKPOGOpM odopMiIsieTcss akTOM C yKa3aHHEM
IPUYKH U 000CHOBAHUS UCKIIIOUEHUS UX U3 PoHa OMOINOTEKH.

B akt Moryt Bxitouatbest ABJI pa3inuuHOro Buaa, HO CIIMCHIBAEMBIE 110 OJTHOM NPUYMHE.

9.3. Jlnsg KoHTposid HaJX IpoleccaMH pa3MarHU4MBaHUsS 3amnucedl odopmisieTcs akT WU
Jenaercs 3aInCh B
COOTBETCTBYIOLIEM XKYypHAJIE.

9.4. Henpuronnsle ais WCHOJB30BAHMSA M HE TMOAJAIOIIMECS PECTaBpallud MHKPO(POPMBI
CIMCBHIBAOTCS 110 IPUYUHAM:

- HEKa4eCTBEHHOTO (oTorpaduyeckoro n300paxeHus;

- 1edeKTOB MUKPOIUICHKH (CKPYYMBaHUS U TOMY IMOJ00HOE);

- MEXaHUYECKUX MOBPEXICHHH (pa3pbIBbl, 00JIOMBI M TOMY IIOAOOHOE).

9.5. K akty npunaraercs CHUCOK JOKYMEHTOB, ITOJUIEKAIIUX UCKIIOYEHUIO, IOIYCKaeTCs 3aMeHa
CHHCKa KHIKHBIMHU (POPMYIISipaMu 7Sl TOKYMEHTOB, HE COCTOSIINX Ha OyXTaITepCKOM ydeTe.
JUis 10KyMeHTOB, 00pabaThIBaeéMbIX TI'PYIIIOBBIM CIIOCOOOM, BMECTO CIIHMCKA JAeTCsl MEepedYeHb
PETUCTPAIIIOHHBIX HOMEPOB, BUJI CIICHIBAEMbIX U3JAHUHN, UX KOJIMYECTBO.

9.6.  AKTHl Ha CIUCaHME MW3/laHUM, YTpAaueHHBIX B pe3yJbTaTe YTEepH, IMOPYH, XHUIICHUS,
OCICTBHI CTUXMIHOTO M TEXHOTEHHOTO XapakTepa, HpU OTKPBITOM JOCTyme K (OoHIY,
YTBEP)KJAIOTCSI HAa OCHOBAaHMM COOTBETCTBYIOLIMX JIOKYMEHTOB, IOJATBEPXKAAIOLUINX YTpaTy
(mpOTOKOI, aKT, 3aKJIFOUEHUE U TOMY II0JIOOHOE).

JUis moATBEp)KACHHUST HEBO3MOXXHOCTHU B3bICKaHMs 3aJOJDKEHHOCTH C 4YUTaTelsl B KayecTBe
OCHOBAaHHS TNPUHUMAIOTCS 3a()UKCHPOBAHHBIE B YHUTATEIHCKOM (HOpMyIsipe HAallOMHUHAHHUS O
BO3BpaTe JIOKYMEHTOB, HaIIpaBJCHHble OMOIMOTEKOM B ajpec 4MTaTeNss B BUJE 3aKa3HOIO
NUChbMa WM OTKPBITKH C YBEJIOMIIEHHEM, a TaKK€ CIPABKHA M3 aJpecHOr0 CTOJIa, OTKa3 Ha
B3bICKaHHE MO UCTIOJIHUTEILHOMY JIMCTY.

9.7. JlokyMeHTbI, NPUHATHIE OT YMTATElEed B3aMEH yTEpsSHHBIX, pukcupytorcs B «Terpaau
yyeTa KHMI M JpPYruX JOKYMEHTOB, NPHUHATBIX OT YHUTaTeled B3aMeH yTepsHHbIX». Ha
OCHOBAHMHU CJICNIAaHHBIX B HEH 3alMceil COCTABIIIOTCS aKThl Ha TIOCTYIUIGHHWE W BBIOBITHE,
KOTOPbIE PEruCTPUPYIOTCS B COOTBETCTBYIOIIMX 4YacTsAX «KHUTM cymMMapHOro yuvera
O6ubMoTeYHOr0 (POoHAY.

Ha npuem nener ot untaresei B3aMeH yTEPSHHBIX KHUT WM JPYTUX JOKYMEHTOB COCTaBIISIETCS
NPUXOHBIN OpJiep M YUTATEIIO BbIIACTCS KBUTAHIIHS.

9.8.  AKTHI Ha ClIMCaHHE JJOKYMEHTOB BHU3HMPYIOTCS KOMHCCHEH MO COXPAHHOCTU (DOHJIOB MU
JIPYTUM  KOJUIETHAbHBIM OpraHoM 1o (oHJaM TpW JAUPEKIMH. 3aBU3MPOBAHHBIC AKTHI
YTBEP)KIAIOTCSL  IUPEKTOPOM  OMONMOTEKH, 3aMECTHTENEeM JUPEKTOpa WIM  JPYTUM
VIIOJJHOMOYEHHBIM Ha TO JIMIOM, 33 WCKIIOYCHHEM CJIy4aeB, periJaMeHTHPOBAHHBIX
3aKOHOJIaTEeILCTBOM.

9.9. JlokyMeHTbI, UCKITIOYaeMble KaK HENpO(UIbHbIE U 1yOJIETHBIE, MOTYT OBITH OE3BO3ME3THO
nepeaaHsl B MOpsAJKe KHUTOOOMEHa B Jpyrue OMOIUOTEKH MO akTy depe3 oOMEeHHbIE QOHIBI B
OMOIMOTEKU-IENO3UTAPUU WM HEMOCPEACTBEHHO M3 OMOIMOTEKH-QOHIO0/EpKaTensl B
O6MOIMOTEKY-TI0TyYaTeNb.

9.10. Ilponaxka cnucanHbIX U3 (HOHIOB OMOIUOTEKH TOKYMEHTOB MPOU3BOJUTCS B COOTBETCTBUH
C TpPaBOBBIMH HOPMATHBHBIMHM akTamM, a Takke IlomoxkeHneM uiam YcraBoM OHMOIHOTEKH.
JleHexxHBIE CpEACTBA 3a pEaTM30BAaHHBIE W3JIaHUS TIOCTYMAIOT Ha CcYeT OWOIMOTeKH U
pacxoayrorcsi B cooTBeTcTBUM ¢ «[lososkeHneM 00 OCHOBaX XO3SICTBEHHOHM JEATENILHOCTH H
(YMHAHCUPOBAHUS OpPTaHU3AIUN KYIbTYPHI U UCKyccTBay (1995 1.).

9.11.  Caemenuss 0 BbBIOBIBIIMX U3 JAEHCTBYIOUIMX (OHAOB OMOTUOTEKH JTOKYMEHTax
PETUCTPUPYIOTCS B COOTBETCTBYIOMIMX Tpadax BTOpod dYacTH «KHUTH CyMMapHOTO yd4era
6ubnuoreyHoro QGoHma» UM apyroi ¢opme cymmapHoro ydera. MHdopmarus o BBIOBIBIIMX
JOKYMEHTaX OTpa)KaeTcs BO BCEX YYETHBIX (hopMmax, Karajorax, B TOM YHCJIE CBOIHBIX H
[EHTPaJIbHBIX, KAPTOTEKAX, O YEM IPOU3BOJUTCS COOTBETCTBYIOIIAs 3alIUCh B aKTe HA CIIMCAHHE.
9.12. UckitoueHHsle u3 (HOHAOB MHUKPO(OPMBI Ha raJIOreHUI0CcepeOpsSHON IUIeHKe (HEraTHB,



NO3UTHUB) MOJUIEXKAT cllaue Kak cepedpocoieprKaliyue OTX0Abl B COOTBETCTBUM C HOPMATUBHBIMU
IPaBOBBIMH aKTaMU O TMOPSAAKE MPUEMKH M TepepadoTKe JIoMa W OTXOJOB JPAroleHHBIX
METaJUIOB.

9.13.Cnucanue JIOKyMEHTOB, COCTOSIIIMX Ha OyXTrajaTepcKoOM y4eTe, NpPOU3BOIUTCS C
IPUMEHEHUEM NEePeOLIEHOYHbIX KO3 (UIIMEHTOB MM PHIHOYHOW LIEHBI B Cilydae, ecilu (OH[
ObL1 MepeolieHEH. B cHOpHBIX cilyyasx BOMNPOC O CTOMMOCTH YTPAu€HHBIX KHUI U JPYTHUX
MaTepHajoB BBIHOCUTCA Ha OOCYXJIEHHE KOMHMCCUU II0 COXPAaHHOCTHM (WIM JPYroro
KOJIJISKTHBHOTO OpraHa mo (GoHjam).

Komuccuss BhpaBe NPUMEHUTh BCE IEPEOLCHOYHbIE KOI((UIMEHThl, YCTAaHOBJICHHbIE
IIpaBurensctBoM Poccuiickoit denepanuu, U ppIHOYHBIE LICHBI, & TAK)KE OIPEACIUTH JPyrue
BUABI M pa3Mepbl KOMIIEHCalMM yuiepba B cooTBeTcTBUM ¢ [IpaBuiamu 1OJb30BaHUSA
OMOIMOTEKOH.

IIpu yrepe uam XUIIEHUH LIEHHBIX U PEIKUX KHUT IS ONpe/IeIeHUs] UX pealbHON CTOMMOCTH
KOMHCCUSI MOJKET TPHUBIEKATh K CBOCH paboTe COOTBETCTBYIOIIMX OJKCIEPTOB, a TaKXKe
UCIIOJIb30BaTh MaTepHalIbl HAYyYHO-METOJAUYECKUX LIEHTPOB, KHHKHBIX ayKLIIMOHOB U sipMapok. B
THX CIy4asx OIpeNelieHue TNPUYMHEHHOTO Yyiiepba mpenenbHbIMH K03 duuuentamu
KpPaTHOCTH HE OTPaHUYMBAETCS.

Pemenne komuccnn 00 OIEHKE W3JAaHUA M JIPYTHX MaTepHalioB O(GOPMIISIETCS aKTOM,
KOTOPBIIl ~ CIIY’)KUT OCHOBHBIM JOKYMEHTOM, YJOCTOBEPSIOIIMM MX CTOMMOCTb IpHU
OCYIIECTBJICHUU JAJbHEHIINX AECUCTBUHA CO CTOPOHBI JUPEKIUH MO0 B3bICKAHHWIO C BUHOBHOTO
MaTepHajIbHOro yuiepoa.

10. IIpoBepka OudMOTEUHOrO hoHIA

10.1. B cootBerctBuu ¢ 3akoHoMm Poccuiickoit ®enepanuu «O Oyxranrepckom yuere» (1996
r.) o0s3aTenbHast IpoBepKa (GOH/Ia TIPOUIBOIUTCS:

- IIpU CMEHE MaTepuaibHO OTBETCTBEHHOI'O JINIIA;

- TIpH BBIABICHUH (DAaKTOB XHUILEHHUS, 37I0YIIOTPEOICHHS U TIOPYH TOKYMEHTOB;

- B Cllyyae CTHUXMHHOro O€ACTBHSA, MOXKapa WIM JAPYIMX UYpe3BbIYAMHBIX CHUTYyalUsX,
BBI3BAHHBIX AKCTPEMAJIbHBIMU YCIOBUSIMU;

- mpu nepenaye Gpoxaa 6MOIMOTEKH WM €€ YacTu B apeH.y;

- TpU peopraHu3alvy U JUKBUAALUN OUOIMOTEKH.

10.2. IIpoBepka OMOIMOTEYHBIX (DOHJIOB OCYIIECTBISIETCS B COOTBETCTBUM C MHUCHBMOM
MunucteperBa puHancoB PO «OO6 mHBeHTapuzauuu OMOIMOTEUHBIX (DOHAOB» B CIEAYIOIINE
CPOKH:

- HauOoJee LeHHble (POoHABI, XpaHsIuecs B ceiiax, - eXKeroIHo;

- penuaiimue GoHIBI - OIUH pa3 B 3 roAa;

- IICHHBIE (DOHIBI - OJIMH pa3 B 5 JIeT;

- (hon b1 6MOIMOTEK 10 100 THIC. YUETHBIX €JUHHUIL - O/IUH pa3 B 5 JIET;

- ponasr 6ubGaHOoTEK OT 100 THIC. 10 200 THIC. YYETHBIX €IUHULL - OAMH pa3 B 7 JIET;

- (honapt 6ubaHoTEK OT 200 THIC. 10 1 MIIH. yYETHBIX €IUHUII - OAHH pa3 B 10 seT;

- (honabl OMONMOTEK CBBIIE | MIIH. YYETHBIX €IMHUI] - MO3TAIHO B BHIOOPOYHOM MOPSAIKE C
3aBepIleHNEeM MTPOBEPKH Bcero GoHa B TeueHue 15 ner.

[TpoBepka OubIMOTEYHOrO (OHIA WM €r0 YacTU IPHU CMEHE PYKOBOAMTENS OUOIMOTEKH WU
CTPYKTYPHOTO TOJpa3JelieHusi, umeumero oOubnmuoreunsie (oHIpl ((oHIOAEpKATENS),
MIPUPABHUBAETCS K OUEPETHOMY CPOKY.

10.3. Mertoauka TpoOBEAEHUS TPOBEPKHM (POHAOB B OMOIMOTEKAaX pErJIaMEHTUPYETCsS
WHCTPYKTUBHO-METOJAMYECKON W TEXHOJOTMYECKOW JOKyMEHTaluuel BHYTPHUOUOIMOTEYHOTO
(MEXOT/AEIBCKOTO M BHYTPUOTEIBCKOT0) 3HAUCHUSI.

[IpoBepka 3aBeprmaeTcsi COCTaBIEHHWEM aKTa C OOBSICHUTEIBHOM 3alMMCKONM W  CIUCKOM
OTCYTCTBYIOIIMX U3/IaHUN.

10.4. Pesynprarel TpoBepKH, 3a(UKCUPOBAHHBIE B aKTE€, PAaCCMATPUBAIOTCS KOMHCCHEH I10
COXPaHHOCTH WJIM JIPYTUM KOJUIETHaIbHBIM OPraHoM 10 (poHaaM.

10.5. B cinywyae mpeBBINIEHUS YTBEPKIACHHOTO HOPMAaTUBAa YTpaTbl JOKYMEHTOB IO



HEYCTaHOBJICHHBIM mnpuuuHaM (1. 5.1.2. Hacrosmed WHCTpyKIMH) TPUHUMAIOTCS MEphI K
BO3MEILEHHIO yIepOa, MPH pa3HOTJIACUSIX aKT MepelacTcs yUpeIuTeIio.

Ecnu BUHOBHBIE JHIIa HE YCTAaHOBJIEHBI WJIM CYJ OTKa3ajl BO B3bICKAHUU YOBITKOB C HHUX, TO
YOBITKM OT HEJOCTAYH CITUCHIBAIOTCS HA YMECHbBIIICHUE (PUHAHCUPOBAHUSI.

11. lesionpou3BOACTBO B OPpraHu3anum ydyera ¢onaa

11.1. Opraamuzamnus padoOTHI ¢ TOKyMEHTaMH IO y4eTy OMOIMOTEeYHOTO (hOH 1A OCYIIECTBISETCS
no mnpaBwiam BeneHus aenonpousBoyctBa (I'OCT 6.30-97 «YuudumupoBaHHas cucTteMa
OpraHU3alMOHHO-PACHIOPSAUTENIBHOM ~ JOKYMEHTaluu.  ITpeboBaHuss K  0(GOpPMIICHUIO
JIOKYMEHTORY).

11.2.  OcHOBHbBIE JOKYMEHTBI, B KOTOPBIX OCYILIECTBIISIETCA YYET, MOJUIEKAT MOCTOSHHOMY
XPaHEHUIO KaK JOKYMEHTBI CTPOTOil OTYETHOCTH.

11.3. Cpoku XpaHEHHsI YUYETHBIX JOKYMEHTOB YCTaHABIMBAIOTCS B COOTBETCTBUU C
IpaBUJIaMUd OpPraHHU3al[Ml TOCYIApCTBEHHOTO apXUBHOrO jeina. J[i1s HEeKOTOphIX KaTeropui
JOKYMEHTOB, 00ECHEUMBAIONIMX YYE€T U COXPAHHOCTh (POHIOB, YCTAHABIMBAIOTCS CIICAYIOIINE
CPOKH XpaHEHHUSI:

Kareropuu 10KyMeHTOB Cpoku xpaHeHHUs

1 2

Kuuru u Benomoctu yyeta OubimnoTedyHoro Gpoxaa [TocrosiHHO, hi (0] JTUKBUIAITUU
O6nbIMoTEKH

Y4eTHBII KaTanor [TocrosiHHO, hi (0] JTUKBUIAITUU
O6nbIMOTEKH

Ornucu MHBEHTAPHBIX HOMEPOB [TocrostHHO, bi (0] JTIUKBHIAITAT
OnbIMOTEKH

ComnpoBoUTENbHBIE JOKYMEHTHI (HAKJIaJHBIC, OIKCH,

cyeTa, CIHUCKHU Ha MOCTYNAIOUIYIO JTUTEPaTypy) 5 net nocie npoBepku (oHaa

AKTBI Ha KHWTH, KypHAJIbI, OPOLTIOPBI U JIP., TIOJyYCHHBIC

0e3 COMPOBOAUTENHLHOTO TOKYMEHTA 5 et

3asBIeHUs, JOKJIAIHBIE 3alUCKU O TIOJIYYCHHUH B Jap 5 ner

AKTBI 0 TIOKYIIKE KHUT U JPYTHX JOKYMEHTOB y YacTHBIX |[locTosHHO, bi (o) JTUKBHJIAITAT

JIWII O6ubIMOTEKN

Kuuru (Tetpaan) ydera u3ganuii, npuHATHIX 0T untaTenei |[locrosHHo, hi (0] JVKBUTAIIH

B3aMEH YTEPSIHHBIX OnbIMoTeKN

AKTBI Ha crniMcaHue (MCKIIOYEHHE) MPOU3BEIEHUI NeyaTH
WIM JPYTUX JOKYMEHTOB, aKThl IIPOBEPKU OMOIMOTEUHBIX
(OHIIOB, KapTOYKM YYETHOrO KaTajiora Ha moiHocThIO|IlocTosHHO, bi (4] JIMKBUJIALIUU
BBIOBIBIIYIO JIUTEPATYPY OuOIMOTEKN

11.4. Ilo ucreuyeHUM CPOKOB XpPAHEHUS YUETHBIE JOKYMEHTBI IMOJJIEXKAT YHUUYTOKEHUIO B
YCTAHOBJICHHOM TMoOpsake. B memsx kBanu(uUIUpOBaHHOTO peIIeHUs BONPOCOB O CpOKax
XpaHEHUsl yYETHOU JOKYMEHTAIMN OuOINOTeKN

BIIPaBE MOJIb30BATHCS YCIYTaMU apXUBHBIX CIIYKO.

11.5. Copepxamasici B y4eTHBIX JIOKYMEHTax HH(OpMamus MOKET ObITh IepeHeceHa Ha
MUKPOHOCHUTEIIN.

11.6.  V3MeHeHusi, BHOCUMBIE B y4€THbIE JOKYMEHTHI (OIIMOOYHO MPOCTaBIEHHbIE HOMEpA,
3aMEHa IPOCTABJICHHBIX Ha M3/IaHUSAX U JPYIUX JOKYMEHTaX WHBEHTapHBIX HOMEPOB HOBBIMU
npu yrepe (opMbl HMHIMBHUIYaJbHOTO Yyuye€Ta, IMEpenucKa PpEerucTpPalioHHBIX KapTO4yeK Ha
NEepUOJIMYECKUe U JPYrHe BHUJbI U3JaHUH M TOMY MOAOOHOE), MPOU3BOIATCA C pa3perieHust
JOJIKHOCTHOTO JIMIA U JOKYMEHTAJIbHO 0(OPMIISIOTCS (pactopsiKeHHEM, CIIy>KeOHOM 3amuckon
U TOMY TIOJJOOHOE).

11.7. Yrummsamus AB/] mpon3BOaUTCS B COOTBETCTBUY C YCTAHOBIIEHHBIMU ITPaBUJIAMHU.






