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[Tpuka3 MuHuctepcTBa KyabTypbl PO ot 8 okTsa6pst 2012 . N 1077 "O6
yTBepKaeHuu ITopska yueta JOKyMEHTOB, BXOZSAIIMX B COCTaB
6ubmoTeuHoro dhoHaa" (C U3MeHEeHUSIMU U TOTIO/THEHHUSIMMU )

C u3sMeHeHUsAMHU U AOIIO/IHEHUAMMH O0T:

2 derpans 2017 1.

Bo wucnonnenne nynkra 6 craren 12 @epepanpHOro 3akoHa or 29.12.1994 N 78-@3 "O
oubmoteuHom gesne" (Cobpanue 3akoHofatenbcTBa Poccuiickoii @egepaumu, 1995, N 1, ct. 2, 2004,
N 35, ct. 3607, 2007, N 27, ct. 3213, 2008, N 30 (u. 2), 3616, N 44, ct. 4989, 2009, N 23, 2774, N 52 (1
4.), CT. 6446) npyKas3bIBao:

1. YTBepauth IlopsoK yueTa [OKYMEHTOB, BXOASIIUX B cOCTaB OubmuoreuHoro ¢oHja
(npunoxxeHue).

2. KoHTpO/b 3a WCIOMHEHWEeM HacCTOsILero MpuKas3a BO3/I0XKUTh Ha CTaTC-CeKpeTapsi-3aMeCTUTeJIst
Munuctpa Kyaerypbl Poccuiickoii @epnepanuu [.I1. ViBnuesa.

Munuctp B.P. Meaunckuit

3apeructpupoBaHo B MuHiocte PO 14 masg 2013 1.
Peructpaumonssivi N 28390

IIpunoxenue
K npukasy MuHHCTepCcTBa Ky/IbTyphbl PO
ot 8 okTa0ps 2012 1. N 1077

ITopsapgok
ydeTa JOKYMeHTOB, BXOAAIIHUX B COCTaB Oubimoreunoro oxpa

C u3sMeHeHUsAMHU U AOIIOJIHEHHUAMH OT:

2 ¢eBpans 2017 1.
I. O0me mo/I0)KeHus

1.1. Yuer nokymeHTOB OuO/MMOTEUHOTO (POH/A SIBISIETCS OCHOBOW OTUETHOCTH W TJIAHMPOBAHUS
JesiTeTbHOCTH OMbIMoTeKkH, criocobcTByeT 0becrieueHUI0 ero COXPaHHOCTH.

1.2. YueT BK/IFOUaeT perucTparyio MOoCTyIUIeHUsI JOKYMEeHTOB B OMb1MoTeuHbIit GOHJ, WX BBIOBITHS
13 (oHJa, UTOrOBBIE JaHHBIE O BenuurHe (0ObeMe) Bcero Oub/MMoTeuHoro (OHAA M €ro TOZApas/esioB,
CTOUMOCTH (poH/a.

1.3. OcHoBHbIe TpeOoOBaHUs, MpeIbsiB/IsieMble K yueTy 6ubmoreunoro ¢hoHza:

TIO/THOTA U JOCTOBEPHOCTh yUeTHOW MH(OPMaLUH;

OTIePaTUBHOCTH;

JOKyMEHTHPOBAaHHOe 0(opMyIeHHe KaXK/I0T0 TMOCTYTIIeHUs B QOH[, U KaXKAOTO BLIOBITUS U3 POH/a;

COBMECTUMOCTh TIpUeMOB U (OpM ydueTa, WX Ha/Ie)KHOCTh TIPU TlapajjielbLHOM MCIO/b30BaHUU
TPaAULMOHHOMN Y aBTOMAaTHU3UPOBAaHHOM TEXHOJIOTHI yueTa;

COOTBETCTBHE HOMEHK/IATyphl T[OKasaTeneid ydera (DOHJ@ aHAJOTHUHBIM  TIOKa3aTessiM
roCy/lapCTBEHHOH OUOTMOTEUHOMN CTaTUCTHKY.

1.4. Ydery mopsiexxaT Bce [JOKYMeHTbI (TIOCTOSIHHOTO, [JIMTEe/IbHOTO, BPEMEHHOTO XPaHEeHWUs),
noctyrnawupe B (oHA O0ubmMoTekn U BbiObIBaromye W3 (oHga OMOMMOTEKM, HE3aBUCMMO OT BH7A
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HOCHUTEJIS.

1.5. YueT JOKyMeHTOB BeZleTCS B peructpax WHAUBH/AYaJIbHOTO W CYMMapHOTO YyueTa B
TPaZULIMOHHOM U (W/I1) /IEKTPOHHOM BHJIE.

1.5.1. PeructpamMu WUHIUBHAYanbHOTO yueTa [OKYMEHTOB SIB/ISIFOTCS: PerucTpal[MOHHAas KHUTa,
KapTOuKa pervcTpaljid Ha OrpeJesieHHbI BHJ JOKyMeHTa [jis Ta3eT, JXYPHAaJoB, [ADYTMX BHU/IOB
JIOKyMeHTOB. [lorycKaeTcsl TakXe PerdcTpaMu WHAUBHAYaJbHOTO yueTa CUMTaTh TOMOTpaduyecKyro
OMUCH (Karasor), yUeTHbIM KaTajor, yUeTHbIM (ailsl ¢ BbIXOAHBIMUA dopMamu, (OpMHUPYEMbIMU B TOPSIAKE
MHBEHTAPHbIX WM UHBIX WEeHTU(PUKAIIMOHHBIX HOMEPOB [JOKYMEHTOB.

PervcTpbl MHAMBUAYATbHOTO yueTa AOKyMeHTOB OuOmuoTeuHOro (oHAa copepkaT PeKBU3WTHI,
UAeHTUPULIUPYIOILe KaXKIbld JOKYMEHT C yKa3aHWeM CBefleHWd O TMOCTYIVIeHMM JOKyMeHTa U O ero
BBIOBITHM U3 OHO/HMOTeUHOTO hoHA.

1.5.2. PeructpamMyd CyMMapHOrO YyueTa [JOKYMEHTOB SIB/ISIFOTCS: KHWUTA CyMMapHOTO yueTa
6ubmmoreuHoro (oHzAa, MMCTBI CyMMapHOTO yueTa OubsivoreuHoro ¢onHzaa, XypHan. lomyckaroTcs
pa3nuuHble MoAUGUKALMM KHUTH CyMMapHOTO ydyeTa. He3aBHCHMMO OT BHJA YYeTHOTO JOKyMeHTa
PerucTpbl CyMMapHOTO y4eTa COZiep>KaT TP B3aUMOCBSI3aHHbIE UaCTH:

"TlocTyruieHre 10KyMeHTOB B OMO/IMoTeuHblid hoHA'",

"BbiObITHE TOKYMEHTOB U3 6ubmoTeuHoro ¢orzaa",

"Toru apwkeHust 6MbmoTeuHoro (hoH/ja: UTOTOBBIE ZIAHHBIE Ha KOHEIL] OTYeTHOTO rmeproza’.

O0600111eHHBIe JaHHBIE OTPAXKAIOTCS B KAXK/[OM YaCTH PerrucTpa CyMMapHOTO yueTa. B 3nekTpoHHOM
CUCTeMe yueTa 3TU YaCTU UHTeTPUPYIOTCS B eIUHbIN YUeTHbIN (aiil.

1.6. CymMmapHbIii U WHAWBUAYaIbHBIA yueT (hOH/A BefeTCs CTPYKTYPHBIMM TOJpasZie/ieHUsIMU
OUO/MOTEKH, B BeJEHWH KOTOPbIX HAXOAWUTCS KOMIUIEKTOBaHHWe (OH[a, a TakXkKe IOJpa3zie/eHUsIMU,
obecrieunBarOL[UMU XpaHeHWe W UCITIO/b30BaHWe 3aKpeIuvieHHbIX 3a HUMHU dacTei oOiero ¢oHza
OoubIMoTeKY.

1.7. Cratuctuueckas uHdopMaiysi o GhopMHUpOBaHUM OuMOMMOTeUHOro (DOHAA IO WTOraM rofa
nipe/icTaBsieTcsi B [1aBHbIN MH(POPMAIIMOHHO-BBIYUCTUTE/BHBIN 1IeHTP MUHKY/IBTYPbl Poccuu.

I1. Equaunpl yuera 6uémmoreuroro ¢oHja

2.1. BemnuuHa (00beM) U iBWKeHUe GOHZA U3MEPSIIOTCS B YHUGDHUIIMPOBAHHBIX eJUHULIAX yueTa.

OCHOBHBIMU e[JUHMIIAMU y4eTa JOKyMeHTOB OubivoreuHoro ¢oHJa SIBASIOTCS SK3eMIUISp U
Ha3BaHUe, /1Jis ra3eT - TOI0BOM KOMILJIEKT Y Ha3BaHUe.

[JomnonHuTenbHbIMU eWHMLAMU yueTa ¢OHJA SIBASIOTCS TOJOBOM KOMILIEKT, METPOIMOJKa,
MO/ILLIMBKA (TepervieTHasi UHULIA); /151 JIeKTPOHHBIX JOKYMEHTOB - e[JUHUL]A NaMSITH JaHHbIX.

2.2. O6miast BeMurHa 6ubmoTeuHoro ¢boH/ia B IIeJIOM M ero ToJpa3esioB, B TOM UHC/Ie CeTEBBIX
JIOKaJbHBIX JOKYMEHTOB U CeTeBbIX yJaJeHHbIX JOKYMEHTOB, YUUTHIBAeTCS B 5K3eMIUISIpaX, HOBBIE
MOCTYIJIEHUS - B 9K3eMI/IsIpax M Ha3BaHHUsX. YMC/IO TOI0BBIX KOMILJIEKTOB ra3eT MpUPaBHUBAETCS K UMCITY
5K3eMII/ISIPOB.

II1. YueT fOKyMEHTOB 0 BUJaM U KaTeropusim

3.1. [TeuaTHbIe U3aHUS U HEOTTyO/IMKOBAaHHbBIE JOKYMEHTHI.

K meuaTHbIM W3[aHUSIM OTHOCSTCS THPaKUPOBAHHBbIE W3/IaHUS, TIOMy4YeHHbIe TeyaTaHueM WU
TUCHEHUEM, Tonurpaduyeckl CaMOCTOATEIbHO  O(OpM/IEHHbIe: KHUTH, OpOIIIOpBI,  >KypHAsIbI,
MPOZIO/DKAIOIIMECST  W3/IaHWs, JIUCTOBBbIe  W3/IAHWs, Ta3eTbl, W30W3[AaHUS, HOTHbIE  W3/aHUS,
KapTrorpaduueckde W3ZlaHUs, HOPMaTUBHO - TeXHUUECKHe W TeXHUUeCKHe JAOKYMeHThI, aBTopedeparbl
JliccepTalui.

K Heorny6/MKOBaHHBIM [JOKYMEHTaM OTHOCSATCS PYKOTIMCHBIE JOKYMEHThI (PYKOIHMCHBIE KHUTH W
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apXUBHbIE [JOKYMEHThI), a TaK)Ke JOKyMEHTbI, U3rOTOB/JIEHHbIE B eJMHUYHBIX 3K3eMIIspax, SBASIOLIAecs
00beKTaMH WHTEeJUIEKTYa/lbHOM COOCTBEHHOCTH ([IelIOHMPOBAHHBIE HayuHble pabOThI, JUCCEpPTALUH,
TIPETIPUHTBI, OTYeThl O HAYYHO-MCC/Ie[0BaTe/IbCKUX paboTax, TepeBO/bl, OMWCAHUsS aJTOPUTMOB U
rnporpaMmM DBM, MpoeKTHO-KOHCTPYKTOPCKasi [JOKyMeHTal[usl), TaKTU/IbHbIEe PYKO/e/lbHble U3[aHUus AJist
CJIeTIbIX W C/1ab0BUASAIIMX. PyKOMUCHBIE AOKYMEHThI, BXOAsiiyde B OubmvioreuHbie (DOH/BI, SIBISOTCS
cocTtaBHOM uacThio ApxuBHOro (oHAa Poccuiickoit @efiepallui W YUUTHLIBAIOTCS B COOTBETCTBUU C
HOPMaTWBHBIMY U MPaBOBbIMU aKTaMH T10 yUeTy apXUBHbIX JOKYMEHTOB U HacTosiuM [lopsiikoMm.

3.1.1. KHuru v OpoIiopsl yUUTBIBAIOTCS B 9K3eMITIsIpaX U Ha3BaHUSX.

Kak oTzenbHbIN 5K3eMIUISIP Y Kak OT/jeIbHOe Ha3BaHWe YUUThIBAIOTCS:

KaX/10e OTJie/IbHOe u3zilaHue (KHUra, Opoliopa);

KaXKJioe BXOZslljee B KOHBOJIIOT U3/IaHUE;

Ka)K/IbIil OT/e/IbHbI TOM (BBIMYCK, YaCTh) MHOTOTOMHOTO W3[aHWsl, UMEIOIIUN UHUBUAYaTbHOEe
3arvyiaBue;

Kaxkass W3 OpOIIop, BBIMYIIEHHBIX B OOBEJUHSIONIEH WX W3/aTe/bCKOW Tiarke, OOJIOXKKe,
MaH>XeTKe;

KakJas KHATa WIM Opolopa, BXoAdilas B KHIDKHYHO Ceput0  (HyMEpPOBaHHYIO WM
HEHYMepOBaHHYI0);

OT/Ie/IbHO W3/laHHbIe TIPUIOXKEHHSI K KHUraM M OpoIitopam, UMeroIye WHAUBHAya/lbHOe 3arjiaBue 1
CaMOCTOSITe/IbHOE 3HaueHHe.

3.1.2. [1oKyMeHTbI, BbITIOJIHEHHbIe pebe)HO - ToyeyHbIM MIpudTOoM (mpudToM bpaiins),
YUWTBIBAOTCS B 9K3eMIUIIpax U Ha3BaHUSIX.

OK3eMIUISIPOM /11 JAHHOTO BH/IAa W3[JaHUM SIB/ISIETCS KaXk/ash M3 KHUT KOMILIEKTa, 00beJUHEHHBIX
OOIIIMM Ha3BaHHUEM.

Kak ofHO Ha3BaHUWe yuMThIBAaeTCS KOMILUIEKT W3[laHUs], He3aBUCUMO OT UMC/ia BXOASIIUX B HEro
KHUT.

3.1.3. JKypHaJibl ¥ TIpOJO/DKAKOLLMeCs U34aHUsl YUYUTHIBAIOTCS B SK3eMIUISIPAaX U Ha3BaHUSX.

OK3eMI/IIpOM CUUTAeTCsl HOMep, TOM, BBINMYCK, WM3[jaHHbIe 0 OTAETbHOCTH, a TaKKe KOMILIEKT
HOMEPOB, TOMOB, BHIMTYCKOB, MIepPEIJIETEHHBIX B OIUH O/I0K U3/1aTe/TbCTBOM.

Kak o/1HO Ha3BaHWe YUWTHIBAeTCSI KOMITJIEKT HOMEPOB, TOMOB, BBITyCKOB, 00pa3yIoIIUX OT/eTbHYI0
eUHUL]Y C OTVIMUMTEe/bHBIM 3aryiaBueM. [Ipu u3aMeHeHHU 3arniaBusi HOBOM YUYeTHOW e[JMHHULIe CUMTAeTCs
v3JjaHue, eC/iu U3MeHeHVe BHECEHO B TepBbIe MSTh C/I0B 3ar/laBuUs.

[Tepyuomuueckue MpPUIOKEHUST K OKypHajaM, BBIXOJSMIIME CAMOCTOSITe/TbHO, HMeRoIIue
WH/IMBU/yallbHOe 3aryiaBue U COOCTBEHHYHO HyMeparuio, YUWUTHIBAIOTCS KaK OT/e/IbHbIe 3K3eMIUISPbl U
OTJe/NbHble Ha3BaHUsI.

Kaxzasi cepusi mpofio/KaroIIerocs: M3iaHus, Merolasi MHWBUAya/IbHOe 3arjiaBue U COOCTBEHHYIO
HyMepaLUi0 BbITyCKOB, YUUTHIBAETCS KaK OT/le/IbHOe Ha3BaHUe.

Kaxkapili caMOCTOSITE/IbHBIM TOM (BBIMYCK) TPOZO/DKAIOLLETOCsl M3[aHUSI YUYUTHIBAETCS Kak
OTJe/lbHOE Ha3BaHUe.

3.1.4. I'a3eTsl yUUTHIBAKOTCS B TOZ0BBIX KOMIT/IEKTaX U Ha3BaHUSX.

Kak ofHO Ha3BaHWe YUMTHIBAETCS KOMILUIEKT Ta3eT, 00pa3yIolUX OT[e/JbHYIH0 e[UHUIy C
OT/IMUMTE/IbHBIM 3ariaBueM. [Ipy u3MeHeHUM 3ar/iaBUsi HOBOM YUeTHOM eJWHHWLIeN CUWTaeTCsl W3/JaHue,
€C/IM U3MEeHeHUe BHECEHO B TepBble MTh CJIOB 3ar/iaBusl.

OpHoziHeBHbIe (pa30Bbie) ra3eThl YUMTHIBAIOTCS B 9K3eMILIsIpax (HOMep, BbIITYyCK) U Ha3BaHUSIX.

OTaenbHO U3[aHHbIE TMepUOAUUeCKUe TIPUIOXKEHUs1 K raseTaM, WUMeRol[ue WHWBUAYyaIbHOe
3arjaBve U COOCTBEHHYIO HyMepal[|i0, YUUTHIBAIOTCSI CAMOCTOSITE/TBHO.

3.1.5. U3ouspanusi (anbOOMBbI, KOMIIEKThI, OT/e/bHble JIMCTOBble W3[aHus) U peibeHO-
rpadudeckrie IOCoOust AJIs CIETIBIX U C/TA00BU/SAIIMX YUMTHIBAOTCS B 9K3eMILISIPaX U Ha3BaHUSIX.

Kak oTznenbHbIN 5K3eMIUISIP U OT[e/bHOe Ha3BaHWEe YUYUTBIBAETCSl KaXKAbIW JIUCT (BBITYCK) CEPUM
M30HM3/IaHUH, He 00beJUHeHHbIe U3/IaTeTbCKOM Markou (00/I0KKOH, MaHKEeTKOH ).

JIucToBble W3JaHUs, O00beAMHEHHbIE W3[ATe/IbCKOW TMarnkou (06/I0)KKOH, MaH)KeTKOH, 00epTKOi)
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YUWTBIBAOTCS KaK OJJMH 9K3eMIUISP U OHO Ha3BaHUe.

3.1.6. HoTHbIe U3/jaHKs YUUTHIBAKOTCS B SK3eMIUIApaX ¥ Ha3BaHUSIX.

Kak oTzenbHble 5K3eMILISIPBI U OT/le/IbHble Ha3BaHUS YUMThIBAIOTCS:

CaMOCTOsITe/IbHbIE HOTHBIE U3/jaHKsl, 00beZIMHEHHbBIE B OIHOM TieperuieTe (KOHBOJTIOTE);

OT/ie/IbHBIe MapTUu (rosioca) U napTUTypa (K/1aBUp), U3/jaHHble pa3fenbHo.

Kak ofuH 3K3eMruisip ¥ 0JHO Ha3BaHUe YUUThIBAOTCS:

OT/ZleIbHbIe MapThH (rosioca), 00beiMHEeHHbIE C TAPTUTYPOU (K/TaBUPOM) B OTHOM M3/IaHUH, a TaKKe
napThH, 00beIMHEHHbBIE W3/1aTe/TbCKOU Marnkoi (00/I0)KKOH).

3.1.7. Kaprorpajguueckue 13iaHusl yUUTHIBAIOTCS B 9K3eMIUIsIpax ¥ Ha3BaHUSIX.

Kak otgenbHbIN 3K3eMILISIP U OT/e/IbHOe Ha3BaHUe YUUTBIBAIOTCS:

aT/achl, COCTOSALLME U3 OTAe/bHbIX HYMePOBaHHBIX WX JaTUPOBAHHBIX BbIMTYCKOB;

Ka’K/IbI BBIMYCK CEPUMHOTO M3[laHUs KapThl WIX atT/iaca.

Kak oguH sK3eMriisip U OFZHO Ha3BaHWEe YUYMUTBHIBAETCSl KapTa, M3[aHHasi Ha HECKOJIbKUX JIMCTax
(TozIeXkalux CKaerke), 00beJUHEHHBIX OOIIUM 3ar/laBUEM.

MHOroToMHbIe (MHOTO/TMCTOBBIE) KapTorpaduueckue u3zfaHusi, o0berHeHHbIe OOIIMM 3aryiaBueM,
YUUTBIBAKOTCS TI0 KOJIMUECTBY TOMOB Y OJJHOMY Ha3BaHUIO.

OTzpenbHO WU3JAHHBIE, HO He HMeIolMe CaMOCTOSTe/IbHOTO 3HaueHusi, KapTorpaduyeckre
MIPUJIOKEHUST K Ppa3/IMuHbIM M3/laHUSAM (KHWUTaM, OpOoIIopaM, >KypHajiaM) YYWUTBIBAIOTCS €UHBIM
KOMILJIEKTOM C OCHOBHBIM H3[JaHUEM.

3.1.8. HopmaTuBHO-TeXHUUECKHE U TeXHWUYeCKHe JOKYMEHTHI (MaTeHTHbIe [JOKYMEeHTbl, TUTIOBbIE
TIPOEKTHI U YepPTeXKH, KaTaoTy MPOMBIIILJIEHHOTO 000pYAOBaHUS U U3/[e/Iii, HOPMaTUBHbIE JOKYMEHTHI 110
CTaHJapTU3alliy, TeXHUUeCKue YCJIOBUs, PYKOBOASLLME [JOKYMEHTbl W TIpaBW/a) YUYUTHIBAIOTCA B
9K3eMIUIsIpax U Ha3BaHUSIX.

Kak ofguH 3K3eMruisip ¥ O[JHO Ha3BaHWE YUMTHIBAKOTCSl CTaHZAPThI M KaTaJOr¥ MPOMBILLLIEHHOTO
obopyzioBaHUSI M W3/e/Ui, BBINyIeHHble B OObeAUHSIIONIeN WX W3[aTeNbCKOM mMarke (0070KKe) Tpu
Ha/IMYMU Ha TarKe oOIIeH 1[eHbl, CO/IepyKaHUsI BCETO U3JjaHusl, e[UHBIX BHIXOAHBIX IaHHbIX.

Kak oTaenbHBIM 5K3eMIUIIP U OTZeNbHOe Ha3BaHWe YUWUTBHIBAKOTCS CTaHAApThl M KaTauioru
TIPOMBIIIIJIEHHOTO 00OpY/IOBAaHUSI W WU3[e/IMH, [Pyrye CIiel[dajbHble BUbI JOKYMEHTOB, BBIMYIIEHHbIE B
BU/JIE OT/leNbHbIX JTMCTOB, €C/IM KaXKJbli U3 HUX UMeeT CBOU BBbIXOZAHbIE [JaHHbIe, LIeHY, TUPaX, JaXe eC/Iu
OHU 00BbeIMHEHBI OIHOM M3/]aTe/TbCKOM TarKou (00/10)KKOH).

3.1.9. Heory6sikoBaHHBIE JOKYMEHTBI YUUTBIBAIOTCS B 9K3eMIUIsIpax U Ha3BaHUSIX.

Kak ofuH 3K3eMruisip ¥ 0JHO Ha3BaHUe YUUThIBAOTCS:

JeTIOHUPOBaHHasi HayuyHast pabora (KOMILIEKT, COCTOSIIUM W3 ABYX 3K3eMIUIIPOB DPabOThI) |
COMNPOBO/IUTE/IbHBIE TI0KYMEHTHI;

Heory0/IMKOBaHHbIE JOKYMEHThI, COPOLIFOPOBaHHbIe W/ COZiep>Kalljecst B OT/e/TbHOM Tarike.

s KOHCTPYKTOPCKOM JOKYMEHTALUM eIMHULIEN yueTa SIBJISIeTCS UepTeX WIN MOTHbIA KOMIUIEKT
KOHCTPYKTOPCKUX /JOKYMEHTOB, OTHOCSIII[UXCSI K OZIHOMY U3[e/IHI0 (OOBEeKTY).

3.1.10. O6HOB/IsIEMOe TIEUaTHOE W3[jaHWE YUMTBHIBA€TCS KaK OT/e/bHOe Ha3BaHWe U OT/e/bHBIN
9K3eMIIISIp TP TIePBUYHOM TOCTYTIeHUH B 6ubroTeky. [Tocnenyroliye MoCTyTUIeHUST BK/IaHBIX JIUCTOB,
rpefiHa3HauUeHHbIX [/ JOMOJHEeHUs] WIX 3aMeHbl COOTBETCTBYHOIIMX JIMCTOB B U3[AHUM, OT/E/bHOMY
yueTy He TOJJIe)ar.

3.1.11. ®akcMMUIbHOE U3/JjlaHKe YUYMThIBaeTCsl KaK OpUTrHHal.

3.2. AyauoBursyasibHble JOKYMeHThI.

K  ayguoBu3yaqbHbIM  JOKYMEHTaM  OTHOCATCS ~ (DOHOJOKYMEHThI,  BHUEOJO0KYMEHTHI,
(hOTOI0KYMEHTbI, KWHOIOKYMEHTHI.

3.2.1. Equnuiiamu yueta QoH/a ayiiOBH3ya/bHBIX JOKYMEHTOB SIB/ISTFOTCS 9K3eMI/ISIp U Ha3BaHUe.

Kak oTzenbHbIN 5K3eMIUISIP YUATHIBAKOTCS:

JIACK - J71s1 TPaMIT/IaCTUHOK;

KaTyIllKa, KacceTa wiu 6061Ha - /7151 MarHUTHBIX (pOHOTpamm;

KaccerTa - Ji/1s1 BUIe0[JOKyM€eHTOB;
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KaJp - AJ1s1 GOTOJOKYMEHTOB (JMaro3uTHUBOB, C/1aiiloB);

600uHa - 17151 KHHOQUIBMOB.

Kak ojHO Ha3BaHUe yUMTBIBAOTCS:

OT/Ie/IbHO BBIMYIIleHHas: TPaMIUIaCTUHKA, KacceTa /MO0 KOMIUIEKT (a/b00M) TIpaMIUIaCTHHOK,
KacceT, 00beJUHEHHBIX 00IIM Ha3BaHUEM;

MarHuTHas )oHOrpaMMa Ha OJJHOM KaTyIke (KacceTe), MarHUTHasi (poHOrpaMMa Ha HEeCKOTbKUX
KaTyIKax (KacceTax), 00beJMHeHHBIX OOIIMM Ha3BaHUEM;

OT/Ie/IbHO W3/laHHBIA (POHOJOKYMEHT W/ KOMIUIEKT (DOHOZOKYMEHTOB, OOBeAWHEHHBIX OOIIMM
3aryiaBueM;

KUHOGUIBM, [uaduIbM He3aBUCUMO OT UMCJIa COCTABJISIONIMX YacTel WK KaipoB (/17151 KOMIIeKTa
JIAaTi03UTHBOB).

3.2.2. AyauoBu3syasibHble [JOKYMEHTBI, SIBJISIOILMECS] TPUIOKEHUWEeM K pa3/iMuHbIM M3[aHUsIM U
BBITIOJIHSIIOIIE CAMOCTOsSITe/TbHbIe (DYHKLIMH, a TakKKe HCII0/b3yeMble B paboTe OTAe/NbHO OT OCHOBHOTO
W3[laHusl, MOTYT YUUTHIBAThCSl KaK OT/e/IbHbIE SK3eMILISIPhI.

3.3. JoKyMeHTbl Ha MUKpPO(opMax.

K pokymeHTamM Ha MUKpOhOpMax OTHOCATCS MUKPO(DUIbMbBI 1 MUKPOGDUIIIN.

3.3.1. EquHuiiamu yuyeta JOKyMeHTOB Ha MUKPO(OPMaXx SIB/SIFOTCS K3eMIUISIP U Ha3BaHUe.

IK3eMIIIpOM [j1s JOKyMEeHTOB Ha MUKPO(OpMax SIBISIFOTCS: PYJIOH - Ji7isl MUKPO(MUILMOB; duIlia -
JLIsT MUKPOGUIIIL.

Kak ogHO Ha3BaHWE YUUTHIBAETCS KOMIUIEKT MHKPO(QHW/ILMOB WM MUKPOGUIN, 00beAUMHEHHbBIX
00IIMM 3ar/iaBreM, He3aBUCHUMO OT YKCJIa COCTABISIIOIUX YacTe.

3.3.2. O6umii 06beM (HoHZA JOKYMEHTOB Ha MUKPO(GOPMaXxX YUHUTHIBAETCS TI0 KOJTMYECTBY PY/IOHOB
1 (uill, BK/IIOUasi KOTIMM pa3HbIX TTOKO/IeHUH (apXuBHbIe/pe3epBHbIe U M0/Tb30BaTeTbCKUe).

3.4. D/IeKTPOHHBbIE JOKYMEHTHI.

K 27eKTpOHHBIM [JOKyMEHTaM OTHOCSITCSl JOKYMEHTbl Ha CheMHbIX HOCHUTENSAX (KOMIaKT-AWCKHU,
duiemn-KapThl); AOKyMEHThI, pa3MelllaeMble Ha >KECTKOM /IMCKe KOMIbloTepa (cepBepe) OMOIMOTEKH U
JIOCTYITHbIe TIO/b30BaTe/siM uepe3 HMH(OPMaLMOHHO-Te/IeKOMMYHUKAL[MOHHbIE CeTH (fanee - ceTeBble
JIOKajibHbIe [JOKYMEHTHI); JOKYMEHThI, pa3MelllaeMble Ha aBTOHOMHBIX aBTOMAaTH3WPOBaHHBIX paboumx
CTaHLUSX OUOMMOTeKW ([jasee - WHCTA/UIMPOBaHHbIE JIOKYMEHTHI); [JOKYMEHTBI, pa3MellleHHble Ha
BHEIIIHUX TEXHUYEeCKUX Cpe/CTBaX, IO/yuyaemMble OHUOIMOTEKOM BO BpEeMEHHOE T0/Ib30BaHWe uYepe3
rH(bOpPMal[MOHHO-Te/IEKOMMYHUKALIUOHHbIE CEeTM Ha YC/IOBUSX JIOrOBOpa, KOHTPAKTA, JMLIEH3MOHHOTO
corvialieHust C IPOM3BOAUTEeNSIMU UH(OPMaLIWK (f1asiee - ceTeBble yAa/leHHbIe JOKYMEeHTbI).

3.4.1. EjyHunamMuy yyerta 7IeKTPOHHBIX JJOKYMEHTOB Ha ChbeMHbIX HOCUTEISIX SABJISIFOTCS 3K3eMIUISp
Y Ha3BaHMe.

3.4.1.1. Kak oTae/bHbIN 3K3eMIUISIP YUUTHIBAETCS KaXK/IbIii aBTOHOMHBIN 00BeKT (KOMIAKT-AMCK).

Kak otgenbHble 5K3eMIUISIpbl MOTYT YUWTBHIBAaTbCSl TIPDWIOXKEHUS] K Pa3/MuYHbIM  U3[AHUSIM,
BBITIOJIHSIIOIIE CAMOCTOsSITe/TbHbIe (DYHKLIMH, a TaKKe HCII0/b3yeMble B paboTe OTAe/NbHO OT OCHOBHOTO
W3[laHusL.

Kak orzenbHbIe 3K3eMIUISIPbl He YUUTHIBAIOTCS KOMIAKT-AWCKH, €C/IA OHU TIPeJCTaB/ISIOT COb0i
BK/Ia/IKy (B/IO)KEHWE) B U3/[JaHKe UM ero HeOTheMieMoe MPU/Io)KeHue.

3.4.1.2. Kak 0HO Ha3BaHVe YUYUTBHIBAIOTCA:

OTJe/TbHO BBIMYI|€HHbIM KOMIaKT-UCK;

KaK/bl KOMMAKT-JUCK, BXOJSAIIUA B HYMEPOBaHHYI0 WM HEHYMEPOBAHHYIO CEPUI0 3/1eKTPOHHBIX
W3[1aHUl;

KOMIUIEKT KOMIaKT-IUCKOB, 00beIMHEeHHBIX 00IIMM Ha3BaHUEM;

W3/IaHHBIE B KAUECTBE CAMOCTOSITE/TbHBIX U3/IaHUH MPUIOXKEHUs K U3IaHUSIM JIF000T0 IPyroro BUA,
uMerore cobCTBeHHOe 3aryiaBue U [IOMyCKarollde WX HKCTob30BaHWe 0e3 obOpalljeHWss K OCHOBHOMY
V3[JaHUIO.

3.4.1.3. B fokymMeHTax Ha (rell-KapTax KakK OJWH 3K3eMIUIp U OJHO Ha3BaHWE YUUTbIBAeTCS
KaKZioe 1|eJIOCTHOe NIPou3Be/leHre, UMelolllee CaMOCTOsITe/IbHOE 3aryiaBHe.
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3.4.2. EpuHuliaMy yyeTa CeTeBbIX JIOKA/JbHBIX W MHCTa/VIMPOBAaHHBIX [JOKYMEHTOB SBJISHOTCS
5K3emIuisp (yC/I0BHasl eJUHMLIA yueTa) U Ha3BaHUe.

Kak ofHO Ha3BaHMe YuUTBHIBAaeTCS L[eJIOCTHOe TIpOM3BeJleHre, HMeRolee CaMOCTOSITe/IbHOe
3ar/iaBue, BHE 3aBUCUMOCTM OT ero npejcTrapjieHusi. Kak ofjHa eMHWLIA YUUTHIBAETCS TMOIOHSIEMbIA U
0OHOB/ISIEMbIH /1I€KTPOHHBIHN JOKYMEHT.

OK3eMIIIpOM  SIBJISIETCSI JOKYMEHT B ONpeesieHHOM ¢opmare XpaHeHHWsl WU TIpeJCTaB/IeHHsI.
dopmarsl OHOM U TOW Ke eJMHULIbI KOHTEeHTA YYUTHIBAIOTCS OTAE/IbHO.

3.4.3. EquHuLIaMM yuyeTa CeTeBbIX Y/a/ieHHbIX [OKYMEHTOB SIB/SIIOTCA SK3eMIuisip (yC/IOBHast
e/IMHMLIA yueTa) U Ha3BaHUe.

Kak opguH 3K3eMIuisip U OJHO Ha3BaHWE YUWTBIBAETCS KaXKAbIAd TMOJHOTEKCTOBBIA 3/IEKTPOHHBIN
JIOKYMEHT, UMeIOII1i CaMOCTOsITe/IbHOe 3arjiaBue, BKIKOUEHHbIM B IMakeT, K KOTOPOMY O()OPMJIEHO IpaBo
JIOCTyMa y ero mpou3BoauTens. Kak oJHa eJuUHMIIA YUWUTHIBAETCS TIOMOHSIEMbIM W OOHOB/ISIEMBbIM
3/IEKTPOHHBIN [JOKYMEHT.

IV. Yuer nocrynsieHusi JOKYMEHTOB B 0MO/1MoTeuHbIi GoHj,

JIoKyMeHTBI TOCTYMalT B OWOMMOTEKY M BK/IIOYAlOTCS B OuOMMOTeuHbId (OHA B pe3y/braTe
TIOCTaBKM 00SI3aTe/IbHOTO  3K3eMIUISIpa, TOKYNKU (TIOATMCKY, oOMeHa, JapeHusi, TI0KepTBOBaHUS,
KOTTMPOBAHMSI OPUTHHAIOB 13 (hoHIa OMOIMOTEKN).

4.1. [JoKyMeHTbl TIPUHHMMAOTCS II0 TE€PBUYHBIM YYeTHbIM [JOKyMeHTaM (Hak/jajHas, akT),
BKJIFOUAIOLIUM CIIMCOK MOCTYII/IEHHH.

4.1.1. TlpueM [OKyMEHTOB, TOCTyMalwOUMX B OuOMMOTeKy 0e3 TMepBUYHBIX [OKyMEHTOB Ha
6e3Bo3Me3HOI OcHOBe (00Os3aTenbHble SK3EMIUISAPHI, [elO3UTHble SK3eMIUISIPbI  MeXKAYHApOAHBIX
opraHu3aiuii, 6e3B03Me3HbIe MTOCTYTIEHUS U3 HEM3BEeCTHBIX M aHOHUMHBIX WUCTOUHHUKOB), OOPMIISETCS
aKTOM O IIpHeMe JOKYMEHTOB.

4.1.2. TlpueM [OKYMEHTOB, TIOCTYTAIOIINX B OMO/IMOTEKY OT FOPUAMUECKOTO, (U3UUECKOTO JIUIlA B
BU/le Jlapa C yKa3aHWeM ero HasHaueHWs /s TorosiHeHus O6ubmuorteyHoro ¢oxga, odopmiseTcs
JIOTOBOPOM T0)KePTBOBaHUSI B COOTBeTCTBMU C ' paxkpaHckuM KogekcoMm Poccuiickor ®epepanuu (ct. 574,
582).*

4.1.3. Tlpuem JOKyMEHTOB OT uMTaresed B3aMeH YTepSHHbIX W NPU3HAHHBIX PaBHOLEHHbIMU
yTpaueHHbIM, O(QOPMJISIeTCS akTOM O IMpuéMe [JOKYMEHTOB B3aMeH yTepsiHHbIX. B akTe yka3blBaeTcs
(bamuvsi, THULMA/BI YUTaTe s, CBeleHUst 00 yTepsHHBIX M3AaHUSIX (PerucTpalMoHHBI HOMEp, KpPaTKoe
Obubmiorpaduueckoe oOnucaHvWe U3/jaHWs, LjeHa), CBeJeHUs] O TIPUHATBIX W3JaHUSX (KpaTkoe
O6ubmorpaduueckoe onricaHue U3/laHus, IeHa), MTOIMCH YUTaTe sl U TIPUHMMAOLel CTOPOHBI.

4.2. OueHKa CTOMMOCTH TEPUOAWYECKUX W3/IaHUM, MOCTYMarmuX B OMO/IMOTEKy Ha BpeMeHHOe
XpaHeHVe, He NTPOW3BOAUTCS.

4.3. IoKyMeHTBI, MOCTYyTIatoIIMe B OUOIMOTeKY, Mo/jjie)kaT CyMMapHOMY yYerTy.

4.3.1. CezieHusi 0 BK/IFOUaeMbIX B OMO/MMOTeUHbId (OHZ JOKyMeHTax (DUKCHPYIOTCS B KHUTe
CyMMapHOro yJera 6ubsmmoteuHoro oHza Wiv B IpyroM BUZie perucTpa cormiacHo . 1.5.2.

Pernctpel cyMMapHOro yuera [O/DKHBI MMeTb 3aro/i0OBOYHbIE [JaHHble: HAMMEHOBaHWEe PerucTpa,
HauMMeHOBaHWe OpraHM3aliyy, NofpaszeneHys. B perucTp BMCBIBaIOTCS JaHHbIe O MOCTYIMBILEH MapTUX
JIOKYMEHTOB: [jaTa ¥ MOPSAKOBbIM HOMep 3amucH (IOPSAKOBBIM HOMEp 3allvCH e)KerofHO HaulHaeTCsl C
N 1), WCTOUHUK TIOCTyIJIeHWs, HOMep M JiaTa IIepBUYHOIO YYeTHOrO JIOKYMeHTa, KOIU4YecTBO
MOCTYIUBLINX JOKYMEHTOB U CTOUMOCTb.

4.3.2. CyMMapHbIi yueT MOCTYIUIeHHUS] 3/IeKTPOHHBIX CeTeBbIX JIOKAIbHBIX JOKYMEHTOB Be/IeTCS B
5JIEKTDOHHOM peecTpe B COOTBeTCTBUM C TOKasaTesssMd II. 5.3.1, ¢ ykasaHueM [aTbl 3arpy3ku
MOCTYIIJIEHUN B CUCTEMY.

4.3.3. CymMMapHbI{ y4yeT MOCTYIUIEHUS] 3/IeKTPOHHBIX CeTeBbIX y/a/leHHbIX JOKYMEHTOB Be/leTCsl B
5/IEKTPOHHOM peecTpe C OTpakeHUWeM C/eJyOLUX TOoKasaTesei: [JaThl U MOPSAKOBOIO HOMepa 3alycH,
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PEKBH3UTOB JIMLIEH3UOHHOTO /I0OTOBOpa (Ha3BaHUs U HOMepa JJOKYMeHTa, CpPOKa ero J|elCTBUs, CTOMMOCTH),
KoyecTBa 0a3 JaHHBIX (TIAKETOB) U BK/IFOUEHHBIX B HUX Ha3BaHH.

ITpu mojcueTe CyMMapHOTO KOJMUYECTBA Ha3BaHWUM HCK/IFOUAKOTCS AyOnMpyrolecs Ha3BaHUS B
rakeTax Ha OJjHOM TiaTtdopme.

4.4. [IoKyMeHTbI, TIOATOTOB/IeHHbIe K TMpueMy B OuOivoTeuHblid (OH[|, TIOABEPraloTCs TIePBUYHOM
00paboTke ¥ MHIUBH/YaTbHOMY YUeTYy.

4.4.1. VIHAvMBUIYya/bHBIA YyueT [OKYMEHTOB OCYLIECTB/SeTCS TMyTeM TPUCBOEHUS] KaKIOoMy
9K3eMIISIpy [JOKYMeHTa perucTpaliOHHOr0 HOMepa, MHOTO 3HaKa B KayeCTBe PerucTpaLiOHHOrO HoMepa
(cucTeMHOro HOMepa KOMITBIOTEDHOW MPOrpaMMbl, IITPUX-KOAA W ApPYyrux). MHAWBUAya/lbHBIM HOMED
3aKpervIsieTcs 3a JOKYMEHTOM Ha BCe BpeMsl ero HaxoxK/eHWs B (oHze OMOmoTeku. PerucrpalioHHbIe
HOMepa UCK/IHOUeHHbIX U3 (POH/a JOKYMEHTOB He MPHUCBAaUBAOTCSl BHOBb MPUHSTHIM JOKYMEHTaM.

PerucrpaljoHHble HOMepa TMPOCTAaB/ISIIOTCS HErOCPeACTBEHHO Ha [JOKYMEeHTax M OTpaXkaroTcsl B
perucTpe UHAUBHU/YaJbHOTO yUeTa J0KYMeHTOB, PUHATOM B OUO/THOTEKe.

PervcTpel WHAMBUAYaTbHOTO yueTa [O/DKHbI HMeTb 3arojioBOYHble JaHHble: HauMeHOBaHHe
perucTpa, HaMMeHOBaHWe OpraHM3aliuM, CTPYKTYPHOTIO ToJpa3erneHus. B perucTp BMUChIBalOTCS IaHHbIE
0 KaXK/IOM JIOKYMeHTe: JlaTa 3alliCH B PETUCTpe, PerMCTPalMOHHBINA HOMep, KpaTkoe Gubiuorpaduueckoe
onucaHue JOKyMmeHTa (aBTOp, 3arjiaBue, TOM, YacCTh, BBIMYCK, MECTO W TOJ, U3/laHHs), LieHa JOKyMeHTa,
yKa3aHHasi B CONIPOBOJUTEIbHOM JJOKyMEHTe.

4.4.2. IHavBUyaibHBIA yUeT MepuoAnUYeCcKUX WU3[laHWi BeJleTCsl B PerdCTPAaLiMOHHOW KapTOTeke
NepruoJueCKUX U3/laHui, MpejHa3HauYeHHOU /1S yueTa Ka)KJ0ro Ha3BaHHUs U KaXK/I0To 9K3eMILIsipa, Uid B
aBTOMAaTU3UPOBAHHOU Oa3e JaHHBIX.

[ mepuoAnuyecKuX M3/aHUI B KaueCTBe PEervMcTpaljiOHHbIX HOMEPOB MOTYT HCIOIb30BaThCs
nmobble UAeHTU(UKALIMOHHbIE HOMepa: CHUCTeMHbIi HOMep B aBTOMAaTW3UPOBAHHOW 0a3e [aHHBIX,
pervcTpalioHHbIN (TIOPSAKOBbIN) HOMep 3allMCU B PerMCTPaLjMOHHOMN KapToTekKe.

4.4.3. VlHpuBuayanbHbI ydeT [OKYMEHTOB, HMMEIOLMX B CBOeM OQOpPMJ/IEHHMH [JparoleHHble
MeTainbl W (WIM) [paroleHHble KaMHUM UM OTHECeHHbIX K KaTeropud celoBOro xpaHeHus,
OCYLIEeCTB/ISIETCS. B CIELUaJibHOM pEerucTpe, B KOTODOM, KpOMe TPaJMLIMOHHBIX TOKa3aTesiel, JaeTcs
orvcaHWe BHellIHero odopmiieHust JoKyMeHTa. Kax[blli JMCT perucrpa COMPOBOXKIAETCS WTOTrOBOM
3aMKMChI0 C yKa3aHUeM JlaThl eé COCTaB/IeHUs U KOJIMYeCTBa OMMCAHUM Ha JIUCTe.

4.4.4. B peructpax WHAUBU/YaJbHOTO yyeTa B TPUMEUAHUSIX YKa3bIBaeTCs Ha/luuue U BUJ
TIPUIOKEHUST K OCHOBHOMY /IOKYMEHTY, a TaKKe 0COO@HHOCTH 3K3eMILIsipa LIeHHBIX U PeJIKUX T0KYMEHTOB
(HarpuMep, HanMMuyMe YHUKa/JbHOTO Teperiera, MapruHaaui, gedekToB v T..). [Ipy HanuuuM macriopra
JIOKYMeHTa [JaeTCsl OTChI/IKA K HeMy. B rpuMeuaHUsix MOXKeT YKa3bIBaThCsl IPUHA/IIE)KHOCTh JOKYMEHTa K
KaTeropyy KHKHBIX MTAMSTHUKOB.

4.4.5. V"HauBUlyanbHbIN y4yeT 3/IeKTPOHHBIX CeTeBbIX JIOKAJTbHBIX JOKYMEHTOB OCYILeCTB/ISIeTCS
nmyTeM BBOJA B 0a3y AaHHBIX MeTauH(OpMaL[MM O 3arpy3ke /IOKyMeHTa B 3/IeKTPOHHYIO OMOMMOTeKy C
aBTOMaTUuYeCKUM MPUCBOEHHEM UIeHTH(HKALIMOHHOTO (CUCTEMHOT0) HOMepa KaXK[JOMYy 10KyMEeHTY.

4.4.6. InpyBUyanbHBIA yUyeT 3/1eKTPOHHBIX CeTeBbIX yZa/JeHHbIX J0KYMEHTOB OCYIIeCTB/ISIETCS B
3/IEKTPOHHOM BH/Ie TyTeM pervcTpaiuu 6a3 faHHBIX (MMakeToB) 0Oe3 MPUCBOEHUsI UM PeruCTPalMOHHOTO
HOMepa.

B peecTp uHAMBH/ya/NbHOTO yyeTa CeTeBbIX Y/aleHHbIX [JOKYMEHTOB BKJIOUAIOTCS OCHOBHbIE
XapaKTepUCTUKY 0a3bl IaHHBIX (TIakeTa): orvcaHue 6a3bl JaHHBIX (Ha3BaHUeE, POU3BOAUTETb, TIIaTGopMa
U (W1n) azipec BX0Zia), CPOK OKOHYAHUS TIpaBa J0CTYTIa, KOJTMUeCTBO Ha3BaHUM, BXOASIIUX B 0a3y AaHHBIX
(maker).

B KoinMyecTBO Ha3BaHWM BK/IIOUaeTCs 00Ijee KOTMUECTBO IMOJTHOTEKCTOBBIX JOKYMEHTOB (KHUI,
)KYDHA/IOB, Ta3eT, TIAaTEHTOB, CTAHJAPTOB W JAPYTUX [OKYMEHTOB, yuWTbIBaeMbiX B Oubmmoreke). He
BKJTIOUAIOTCSI B 3TO KOJMUECTBO [OKYMEHTBI, KOTOpble OOBIYHO He W3[al0TCs OTAeIbHO B Ie4aTHOM
dopmare, Takve Kak MPOQHUIN KOMIIAHWH, CTaTUCTUYeCKWe TaO/WLbl, aHAaIUTHUECKHWe MaTepUaslbl
MapkeTuHra. [Iyi1 6a3 JaHHbIX (TTAaKeTOB), He COZEp’KallMX TOJHOTEKCTOBBIX JOKYMEHTOB, B PEKBU3UTE
"Ha3BaHMe" MPOCTaB/IAeTCS eUHHULIA.
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4.5. JlokymeHTbI, BK/touaembie B (OHJ OWUOMMOTEKH, MapKUpyrOTCs. IIpu 3TOM MOryT OBITh
WCII0/Ib30BaHbl IITEMIIe/IM, KHWXKHbIE 3HAaKW, WHAUBUAYa/bHble IUTPUXOBbIE KOAbl, JPYrHe BU/IbI
MapKUpoBKU. OCHOBHbIe TpeOOBaHMS, KOTOPbIE [JO/DKHBI COOJIFOAThCS TIPU MapKUPOBKE JIOKYMEHTOB:
0003HaueHre TIPUHAZJIE)KHOCTH, ICTETHKA, JOJITOBEYHOCTh MapKUPOBOUHOTO 3HAKa, COXPAHHOCTh TEKCTa
WU [IPYTOi 3HAKOBOM UH(OPMaLIUU.

4.6. Ha pmokymeHTax, SIBASIOLIMXCS NPUIOKEHHEeM K OCHOBHOMY HOCHUTEIO U ero HeoTbeM/IeMOM
YaCTh}O, IPOCTABJISIOTCA Te )Ke PeKBU3UTHI, YTO U HA OCHOBHOM JJOKYMEHTe.

4.7. DNeKTpOHHble CeTeBble JIOKaJbHble [OKYMEHTbl U 5/1eKTPOHHble CeTeBble y/a/eHHble
JIOKYMEeHTbI WeHTUPULIMPYIOTCS ClieliaabHbIMKA IPOrPaMMHBIMU CPe/ICTBaMMU.

4.8. Ha NpuHATBIX MEpBUUHBIX YYETHBIX JOKyMEHTax MPOW3BOAMTCS 3arvCh, MOJTBEpXKAarolasi,
YTO MOCTYITUBIIIKE JOKYMEHThI IPUHATHI B OMO/MOTeuHbIN (OH/ Kak B 00beKT 0C000 I[IeHHOTO ABUYKUMOTO
umytecTBa (ganee - OLJZIN) nnu Kak B 00bEKT MHOTO JBM)KUMOTO UMYIIIEeCTBa.

4.9. TlepBuuHble yueTHble [JOKYMEHTHI, MOATBep)kjarolye (akT MOCTyMJeHusi, NepejjaroTcsl B
OyXTrajTepuIo [I/1sl BK/IFOUEHUS B yueT OubmoTeuHoro GoHa.

4.10. ExxekBapTanbHO, TIpU ycioBUM n3MeHeHust coctaBa OLI/IU, cBegeHust 06 o01jeM KomuecTBe
U CTOMMOCTH JIOKyMEHTOB, BK/TFOUEHHBIX B COCTaB OMOMMOTEeUHOro (oHJa, Kak 00beKT 0C000 1[€HHOTOo
JIBIDKMUMOI'O UMYILeCTBa, Mepe/jatoTCsl YUpeaUTeJIto.

V. Yuer BbIOBITHA JOKYMEHTOB U3 0M0MoTeyHoro oHpa

JloKyMeHTBI BBIOBIBAIOT M3 OUO/MMOTeUHOTrO (DOH/]a B CBSA3U C (PU3MUECKOW yTPaTOW WM YaCTUUHOU
mbo TIONMHOW yTpaTol MOTpeOUTEeIbCKUX CBOMCTB. BbIOBIBAIOIIME JAOKYMEHThI MCK/IIOUAIOTCS W3
O6ubmmoTeuHoro (oHAA M CHHUCHIBAIOTCS C BO3MOXKHOCTBIO TOC/IeAytolileli Ge3Bo3Me3iHOM Tepefaun B
Jpyruve 6ubmoreky MO0 peanM3alium.

TAPAHT:

Perienriem BepxoHoro Cyzna P® ot 10 ampenst 2018 r. N AKIIIM18-38, ocTaBneHHbIM 6e3 M3MeHeHus
OrnpegenenveM AnennsiioHHOW Kosuterud BepxoBHoro Cyna P® ot 26 urong 2018 . N AT1J118-266,
nyHKT 5.1 Hacrosiero [Topsika MpU3HaH He TIPOTUBOPEYAl[M JeHCTBYOIeMY 3aKOHOAATeTbCTBY B
YacTH, Mpe/[yCMaTpUBAaOIel NCK/TFOUeHHe JOKYMEHTOB 13 OubnoTeuHoro hoHza 1o MpUYruHaM
yCTapenoCTy M0 COZlep>KaHKI0, HeMpOo(pUIbHOCTH

5.1. VickmoueHre JOKyMeHTOB 13 6ubmoTeuHoro (oH/ja A0y CKaeTcs 1o C/ieyHIUM IPUYUHAM:
yTpara, BeTXOCTb, /ie()eKTHOCTb, yCTapeaoCThb TI0 COZep>KaHUI0, HeMPOU/IbHOCTb.

HernpodunbHOCTh JOKYMEHTOB yCTaHaBIMBaeTcsl Ha ocHoBe [Ipoduisi KomriekToBaHusi (PoHZA
W1 WHOTO HOPMAaTMBHOTO J[IOKYMEHTa, YTBEpP)KJaeMOro pykoBoauTesneM Oubmuoreku. Ilo mpuumHe
HenpOPWILHOCTH MOTYT MCK/IIOYaThCs W3 (OHAA AOKYMEHThI, He KOMIUIEKTyeMble OuOmMoTeKou (Tipu
OTKa3e OT KOMILUIEKTOBaHHS OT/e/bHbIX KAaTeropui JAOKYMEHTOB), W3/HUIIHE [IyO/eTHbIe 3K3eMIISpHI,
3aMeHeHHble 0ojiee TIOTHBIMM T10 COZIEP)KaHUIO, MYULIUMH 0 0(hOpPMIIEHHI0, (PU3UUECKOMY COCTOSTHUIO
W3[laHUSIMM; TI0 UCTeUeHUH CPOKa XpaHeHUsl JOKyMEeHTOB, IPU HU3KOM yPOBHE UMTaTe/IbCKOTO Crpoca, Mpu
HECOOTBETCTBUH 3/IEKTPOHHBIX JOKYMEHTOB TeXHUYEeCKOMY U TIPOTPAMMHOMY 00ecrieueH|I0 OUOTMOTeKH.

TAPAHT:

Perrenriem BepxoeHoro Cyzma P® ot 10 anpenst 2018 r. N AKIIIM18-38, ocTaBieHHbIM 6e3 M3MeHeHust
Onpegenenvem AnenasiuoHHON Koiernd BepxosHoro Cyna P® ot 26 urons 2018 . N ATTJ118-266,
nyHKT 5.1.1 HacTosiero [Topsiika npr3HaH He MPOTUBOPEYAILUM [IelCTBYIOLLEMY 3aKOHOJaTe/IbCTBY B
yacTH, MpeAyCMaTpHrBarollleid, YTO UCK/II0UeHre JOKYMEeHTOB He JOMyCKaeTCs TI0 OTHOLLEHUIO K
€/IMHCTBEHHBIM 3K3eMIUISIPaM JOKYMEHTOB MOCTOSTHHOTO (6eCCpOUHOro) XpaHeHHUs

5.1.1. VckmtoueHue [JOKYMEHTOB IO MPUYMHAM YCTapesoCTU 10 COfep>KaHuI0, HeMpO(MUIbHOCTH
(ManocmpalBaembie), a TaKXKe M0 MPUYMHAM BEeTXOCTU U [1e()eKTHOCTH He /10MYyCKaeTCsl TI0 OTHOLLEeHUI0
K e[IJMHCTBeHHBIM 3K3eMIIsIpaM JOKYMEeHTOB TIOCTOSTHHOTO (6eCCPOYHOro) XpaHeHHsl.

5.1.2. VcknroueHne JOKYMEHTOB, OTHECEHHBIX K KHWKHBIM IMaMATHHUKAM, [OIYyCKaeTCsl TOJILKO I10
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MpUUMHe YTpaTbl MPU yC/IOBUM OTPa)KeHUsI MHPOPMALMU O KHIDKHOM TaMsITHUKe B PeecTpe KHMKHBIX
MaMsSTHUKOB.

Vndopmariyisi 06 n3MeHeHHsIX:
Ipukazom MuHKyabmypbl Poccuu om 2 ¢pespans 2017 2. N 115 nyHkm 5.2 u3nodceH 8 HO80ll pedakyuu

CMm. mekcm nyHkma 8 npedbloywjeli pedakyuu

5.2. BwiObiTHe AoKyMeHTOB u3 OubmuoreuHoro ¢oHzga odopmisiercss AKTOM O CITUCAHUM
HCK/TIOUeHHBIX 00BbeKTOB OubmroTeuHoro ¢oHzpa (mamee - AKT o crivcaHuu) 1o dopme (kog mo OKY/]
0504144), ytBepxAeHHOM rpukazoM MuHucTepcTBa ¢uHaHcoB Poccuiickoit ®epepaiu ot 30 mapta
2015 1. N 521 "O6 ytBepxAeHUH (HOPM TEPBHUYHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OyXrajiTepcKoro
yudeTa, NpHMMeHSIeMbIX OpraHaM{ TOCyJapCTBEHHOM BacTH (TOCYapCTBeHHBIMM OpraHaMu), OpraHamH
MEeCTHOTO CaMOyTIpaB/IeHUsl, OpraHaMy yTpaB/leHUs TOCYJapCTBEHHbLIMU BHeOHOKeTHbIMU (OHJAMHU,
rOCyJapCTBEHHbIMU  (MyHULMIAAbHBIMM) YUpeXAeHUsAMH, U MeToguuyeCcKUX yKa3aHMW M0 HUX
rpuMeHeHHI0" (3aperucTpupoBaH B MuHucTepcTBe tocTULiMM Poccuiickoii ®Penepauyu 2 utoHs 2015 .,
pervucTparioHHbINA N 37519, ouLManbHbINA WHTEepPHeT-TI0pTasl 1paBOBOM vHpopMaLu
http://www.pravo.gov.ru, 8 utonst 2015 r. N 0001201506080020), ¢ n3meHeHHsIMY, BHECEHHBIMH TTPUKA30M
MunucrepctBa ¢GuHaHcoB Poccutickori @eneparn ot 16 HosiOpst 2016 . N 209H (3aperucTpupoBaH B
MunuctepctBe toctuiiu Poccuiickort ®epeparuu 15 gekabpsi 2016 ., peructparmonHbii N 44741,
ouIManbHBI UHTEPHET-TIOPTaa MpaBoBoi uHbopMaru http://www.pravo.gov.ru, 19 aekabps 2016 r.,
N 0001201612190019)

TAPAHT:

Pemrenriem BepxoeHoro Cyzna P® ot 10 ampenst 2018 r. N AKTIIM18-38, ocTaBieHHbIM 6e3 M3MeHeHust
Onpegenenvem AnennsiuoHHOM Komerny BepxosHoro Cyzna P® ot 26 urons 2018 . N ATTJ118-266,
MyHKT 5.3 HacTosilero [Topsijka mpr3HaH He TIPOTUBOPEYAIlUM /1eHCTBYIOLeMY 3aKOHOJaTe/TbCTBY B
YacTH, TIpe/lyCMaTpUBAIOILeH, UTO K AKTY O CTIMCAaHWY TIPUJIaraeTcsi CIMCOK Ha UCKITIOUeHre 00beKTOB
6ubmmoTeyHoro GoHAa, KOTOPBIM BK/IFOUAET LIeHYy JOKYMeHTa, 3a)MKCHPOBaHHYIO B PETUCTDe
VH/IMBU/YalIbHOTO yuéTa JOKYMeHTOB, KO3((ULIMEeHT repeoL|eHKH, LieHY T0C/Ie MepeoLieHKU 1 0011yto
CTOMMOCTb UCKJ/IF0UaeMbIX JOKYMEHTOB

5.3. K AKTy 0 CrMcaHWU TIpU/iaraeTcs CIIMCOK Ha UCK/IOUeHWe 00BeKTOB OubuoTeuHoro GhoHa
(manee - cMCOK), KOTOPBIN BK/IIOUAET C/e/lytOIIe CBeJileHUsl: peruCTpaLjMOHHbIN HOMep U Kdp XpaHeHUs!
JOKyMeHTa, KpaTkoe Oubsivorpaduueckoe onvcaHue, LIeHY AOKYMeHTa, 3a(MKCUPOBAHHYIO B PETHCTpe
WH/IMBU/YaJIbHOTO yueTa [JOKYMEeHTOB, K03((UIMeHT repeolieHKH, 1ieHy T0C/e TepeorieHKU U OOIIyro
CTOMMOCTb UCK/II0UaeMbIX JOKyMEHTOB.

[ns meyaTHbIX [JOKYMEHTOB BPEMEHHOTO XpaHeHUsl [O0MyCKaeTCs 3aMeHa CIMCKa KHWKHBIMHU
bopmynsipamu.

[y moKymMeHTOB, 00pabOTaHHBIX TPYIIOBBIM (YIIPOILEHHBIM) CITOCOOOM, BMECTO CTHMCKA JaéTCs
repeyeHb perMCTPaLMOHHBIX HOMEPOB, BU/J| UCK/TFOUaeMbIX M3Z,aHUH, X KOJIMYeCTBO.

54. K AKTy 0 cnucaHud TII0 TIpUYMHe yTparbl U CIMCKY [IPWIarar0TCs [JOKYMEHTB,
MOATBEPKJatoIe yTpary (TOsSICHUTe/IbHasl 3alMcKa, B Cay4yae KpaKW WIM XMILEeHHs - MPOTOKOJ, aKT,
3aK/IFOUeHHe YTIOJTHOMOYEeHHBIX OpraHOB, TIpU BoO3MelleHWU yiepba - (UHAHCOBBIA [OKYMEHT O
BO3MeEIL[eHHH yiIiep0a).

Bosmeljenne uurtarensimMu yiiepba gomyckaeTcsi B opMe 3aMeHbl YTepSHHOTO JIOKyMeHTa
PaBHOLIEHHBIM /MO0 TMyTeM [eHe)XHOW KomreHcauyu. [Ipy mpueme [eHer OT uuWTaresiell B3aMeH
YyTepPSIHHbIX KHUT WA [IPYyTUX JOKYMEHTOB COCTaB/SIeTCSl MPUXOJHBIM OpJep, U UWTaTeI0 BblAAeTcs
KBUTAHLIMSI YCTaHOBIEHHOTO 00pas3iia.

5.5. TIpu Bo3MellleHUM uuTaTesieM yiiepba CTOMMOCTb yTpaueHHbIX JOKYMEHTOB YCTaHABIMBAeTCS
9KCIIEePTHOM KOMUCCHeH TI0 OIleHKe JOKyMeHTOB, Ha3HaueHHOM MPHUKa30M PYKOBOAUTe/ISl OMOIMOTEKH.

[Ipu yTepe WaM XWILEHUM LIEHHbIX U PeJKUX KHUT [Jis OMNpeJesieHUs] UX CTOMMOCTU KOMUCCHUS
MOXXET TIPMBJIeKaThb K CBOeil paboTe COOTBETCTBYIOLIMX 3KCIIEPTOB, a TAK)Ke HCIOIb30BaTh MaTepHabl
Hay4YHO-METO/UYECKUX LIEHTPOB, KHIKHBIX ayKLMOHOB M SIpMapokK. B 3TUX ciyuasix orpejeseHue
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TIPUYMHEHHOTO yiriepba rpeziesibHbIMEU K03 uiiieHTaMy KpaTHOCTH He OrPaHUYMBAeTCS.

5.6. AKT O CrmMcaHWW MO0 OJHOW M3 TMPUYMH, YKa3aHHbIX B 11. 5.1, C NPUIOKEHHBIM CITHCKOM
TIOATUCHIBAETCS TIpe/ice/iaTesieM U YjieHaMHd KOMUCCHM TI0 CITHCAHWI0 00beKToB OubivoreuHoro ¢dhoHfa,
YTBEP)KJaeTCsl PYKOBOAUTENIEM YUpPeXXIeHUSI.

5.7. Tlocne yTBepkieHWs AKTa O CIHWCAHUM  OCYLLECTB/ISIOTCA  MepONpUsTUs 10
Triepepacripe/ie/ieHHI0 ¥ peain3aluy CTIMCAaHHbIX 00BeKTOB OMO/MoTeYHOro oH/A.

Wndopmanysi 06 M3MeHeHUsIX:

ITpuxazom MuHkyabmypbl Poccuu om 2 ¢pespans 2017 2. N 115 noonyHkm 5.7.1 u3nodiceH 8 HO8Ol
pedakyuu

CMm. mekcm noonyHKma e npeobloywjeli pedakyuu
TAPAHT:

Pemrenriem BepxoeHoro Cyzma P® ot 10 anpenst 2018 r. N AKTIIM18-38, ocTaBieHHbIM 6e3 M3MeHeHust
OnpegenenvemM AnennsiuoHHOM Koernyd BepxosHoro Cyna P® ot 26 uronsa 2018 . N ATTJ118-266,
nyHKT 5.7.1 HacTositero [Topsifka Npu3HaH He MPOTUBOPeYall[M JIeUCTBYIOILEMY 3aKOHOJAaTeTbCTBY B
YacTH, TIpe/lyCMaTpUBAIOILeH, UTO CIMCaHHbIe 00BEKThI, UCK/TFOUEHHBIE 13 OMO/IMOTEYHOTO (OH/IA 110
MpUYKMHAaM BeTXOCTH, [e(eKTHOCTH, yCTapeI0CTH M0 COAEeP)KaHUI0, MOTYT TlepeJjaBaTbCs Ha
0e3B03Me3HOM OCHOBe IOpPUANYECKUM U (PU3HUeCKHM JILIaM

5.7.1. CricaHHble 00BEKTBI, WUCK/IIOUeHHbIe W3 OHOMHMoTeuHOro ¢oHja M0 MPUUYMHAM BETXOCTH,
neeKTHOCTH, YCTapesioCTH 10 COJep)KaHWI0, MOTYT Tiepe/jaBaThCsi Ha 0e3BO3Me3HOW OCHOBe
IOpUIMYecKuM U pu3nueckuM yuiiaM. He BocTpeOGoBaHHbIe B TeueHUe I11€CTH MeCSLeB C AaThl CIIMCAHUS
JIOKYMEHTbI MOT'YT HaripaB/IATbCSl B TYHKTbI BTOPUYHOIO ChIPbS.

Wudopmarys 06 U3MeHeHUsIX:

ITpukazom MuHKyabmypbl Poccuu om 2 ¢pespans 2017 2. N 115 noonyHkm 5.7.2 u31034ceH 8 HOBOU
pedakyuu

Cm. mekcm nodnyHKma e npeobloywjeli pedakyuu

5.7.2. CrucaHHble OO0BEKTbI, WCK/IIOUeHHble U3 OubnuoreuyHoro ¢oHAA TIO TIPUUMHE
HeTIpO(UIBLHOCTH, TIepPealoTCs T0 pelleHui0 OMOMMoTeKd B 0OMeHHBIM (DOHA B Ije/sSX JajbHeHIein
riepesjau Ha 0e3BO3ME37HOW OCHOBE HEKOMMEpUeCKHM, a TaKXXe TOCyJapCTBEHHbIM KOMMepYeCKHUM
OpraHu3alysIM WK [jis peaju3aliy IopuandeckuM U ¢u3ndyeckuMm juiaM. He BocTpeGoBaHHBIE WK He
peasiM30BaHHble B TeueHWe IIeCTH MeCsleB C JaTbl CIIMCAHUSl JJOKYMEHTbI MOTYT TIepe/jaBaThbCsi Ha
6e3B03Me3JHON OCHOBe IOPUJUUYECKUM U (PU3MUeCKUM JTULaM MO0 HArpaB/siThCS B TTYHKTbI BTOPUYHOTO
ChIPbSL.

Vndopmariyisi 06 n3MeHeHHsIX:

ITpuxazom MuHkyabmypbl Poccuu om 2 ¢peepansa 2017 2. N 115 pa3zden V oonoaneH nyHkmom 5.7.3

5.7.3. IIpy OTCYTCTBUU IIyHKTOB BTOPUYHOI'O ChIpbs WIU B C/Iyyasix, KOrzja cZada JOKYMEHTOB Ha
riepepabOTKy SKOHOMUYECKU HellesiecooOpa3Ha, COTPYAHUKH OMOTMOTEKM YHUUTOXKAOT UCK/TIOUEHHbIE U3
6ubmioreuHoro $GoHJA JOKYMEHTHI B CIIeLMaJbHO OTBEAEHHOM /ISl 3THX liefell MecTe B TMPHUCYTCTBUU
YTIOJTHOMOUEHHBIX YUpeJUTeIeM JIUL], KOTOPble COCTAB/ISIOT aKT 00 YHUUTOXXEHHWU CIHMCAHHBIX 00BEKTOB
oubnmoTeuHoro ¢hoH/a.

B AxTe 0 cnvcaHMM OTpakarOTCsl HAMMEHOBaHWe, HOMep U JjaTa JOKyMeHTa, MO TBep’KJarolero
pelieHre OMOIMOTEKH O Tlepejaue CITHUCAHHBIX 00bEKTOB OMOmMMoTeuHoro (oHma B 0OMeHHBIN (hOH[I,
JOKyMEeHTa, TIOATBEP)KJAIOLIero pelleHHe OWOMMOTEKM O peanu3alid CIHMCAHHBIX — OOBEKTOB
6ubmoreuHoro ¢GoHAA POPUAUUECKUM U (HU3HMUECKUM JIULaM, JOKYMEHTa, TOJTBEepP)K/AIOIIero pelieHue
OubmioTekn 0 Tiepeade Ha 0e3BO3Me3HONW OCHOBe CIMCAaHHBIX 00beKToB OubimoTeyHoro QoHga
I0pUMYECKUM U (U3UUeCKUM JMLaM, JOKYMEeHTa, MOoTBepKAaroiiero (hakT cAaun CIHUCaHHBIX 0OBEKTOB
O6ubmioreuHoro (oHJA B TIYHKT BTOPUYHOTO ChIPbS, WIM aKTa 00 YHUUTO)XKEHWU CIHCAHHBIX OOBEKTOB
6ubmioreuHoro ¢oHza. BollleykaszaHHbIe [JOKYMEHTbI NPHIAralTcs K AKTY O CIHMCAHUM CO CIHCKOM
00BbEKTOB, UCK/TIOUEHHBIX U3 OUbMoTeuHoro (hoH/a.
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UcknmoueHHble u3 OubOMMOTeUHBIX (POHAOB MHUKPOGOPMBI Ha Taj0TeHUA0CepeOpsHOM TIieHKe
TIOZI/IeXKaT cjade Kak cepeOpocofepskaljue OTXOJbl B COOTBETCTBUM C 3aKOHO/ATETHCTBOM PoCCHICKOM
®enepanyiu.

5.8. Tlocsie 3aBepilieHUs] MepPONPUSITHMN, NPeJyCMOTPEHHBIX AKTOM O CIMCAHUM MCK/IHOYEHHBIX
o0bekTOB OuO/MMOTEUHOTO (DOH/A, TIEPBBIM 3K3eMIUIIP AKTa O CIMCAHWUM CO CITUCKOM U JIOKYMEHTOM,
TIO/TBEPXK/JAFOI[UM BBIOBITHE, TIepeJjaeTcsi B OyXraaTepuio, BTOPOH 9K3eMIUISIP OCTaeTCs B TIOZIpa3/e/ieHnH,
OCYILeCTBIISAOLEM yueT 6ubmoTeuHoro GoHza.

Ha ocHoBaHMM AKTa O CITMCAaHUM UCKJTIOUEHHBIX 00BheKTOB OubmoTeuHoro ¢oHga 6ubimmoTeyHoe
riofipasziesieHre U Oyxranrepusi BHOCST U3MeHeHHsI B COOTBETCTBYIOIIME YUeTHbIEe JJOKYMEHTHI.

5.9. AKTBI O CMIMCAaHUU PETUCTPUPYIOTCS B KHWTe CyMMapHOTo yueta bubnuoreuHoro ¢oHzaa (Wi
JPyroM BH/le PerrcTpa CyMMapHOTO yueTa BbIOBITHSI JOKYMEHTOB, PUHSTOM B OUO/THMOTEKE).

5.10. B perucrtpauyoHHOM KHWre (Wid JApyroM BHJe perucrpa WHAYMBHJYaJbHOIO yueTa
JIOKYMEHTOB, TIDUHSITOM B OMO/IMOTEKe) MPOCTaB/IsieTCss HOMep U /jata AKTa O CITUCAHUM.

5.11. Bce uckmouaemble U3 QoHga OMOMMOTEKM [OKYMeHTbl (KHUTH, >KypHaslbl, APYTHe BH[bI
JIOKYMEHTOB) [JIO/DKHBI OBITh COOTBETCTBYIOIIMM 00pa3oM OQoOpMJIeHbI: CrelyanibHbIM LITeMITesieM
JIO/DKHBI OBITh TOTaIIeHbI IIITaMIThl OMO/TUOTEKH.

5.12. DneKTpOHHbIE CeTeBble JIOKalbHbIe JOKYMEHThI Ya/IstOTCS U3 1eKTPOHHON OUOIMOTeKn Ha
OCHOBaHMM AKTa O CIIMCaHUM C yKa3aHueM IpUUMHBbI UCKIIoueHus. HaumeHOoBaHMe, HOMep U JlaTa akra
BBO/ISTCS B 0a3y ZIAHHBIX B KaueCTBe MeTauH(OpPMaliK K COOTBETCTBYIOIIEMY JJOKYMEHTY.

Ha ocHOBaHMM BBeJJeHHBIX CBe/leHHMI MPOrpPaMMHBIM CrIOCcO000M (hopmupyeTtcsi iepedeHb AKTOB O
cnvcaHuu  (peecTp CyMMapHOTO yueTa BBIOBITHSI CeTeBBIX JIOKAJbHBIX [JOKYMEHTOB) W TiepeueHb
CMMCAHHBIX OOBEKTOB 3/IEKTPOHHOW OMO/IMOTEKHM (peecTp MHAMBUAYA/TBHOTO y4eTa BLIOBITHSI CETeBBIX
JIOKA/IbHBIX JOKYMEHTOB).

5.13. BoiObITHE 371eKTPOHHBIX CETEBBLIX yAaJeHHBIX JOKYMEHTOB He O(opmisieTcsi CrierranabHbIM
JIoKymMeHTOM. [lonTBepyKeHHeM BLIOBITHSI SIB/ISIETCS MCTeUueHHe CpOKa [IeHCTBUs JAOKyMeHTa (ZoroBopa,
KOHTPaKTa, JMLEH3MOHHOTO COr/allleHus), OOpM/IEHHOTO Ha TpaBO [JOCTyIa K Orpeje/ieHHOW Oa3e
JlaHHBIX (TIaKeTy) CeTeBbIX [JOKYMEHTOB, M OTCYTCTBME [JOrOBOpa, KOHTPAaKTa, JIMLEH3MOHHOIO
cornaieHust, 0(popMIeHHOTO Ha HOBBIM CPOK.

5.14. ExxekBapTaJibHO, TIpY yC/I0BUM U3MeHeHusi coctaBa OLI/IV, obiiue cBejeHNst O KOJIMYeCTBe U
CTOMMOCTH ZIOKYMEHTOB, CIIMCAHHbIX U3 OubnroreuyHoro oHza, Kak 00beKTa 0c000 LIEHHOTO /BMXKMMOTO
WMYIIIeCTBa, C yKa3aHWeM IepeuHss AKTOB O CIMCAaHWH, TIPUUMH W HarpaB/IeHUM BBLIOBITHSI JOKYMEHTOB,
TIPe/ICTAB/SIOTCS  yupeauTesito. KomyecTBO BBIOBIBAIOIIMX JOKYMEHTOB He [IO/DKHO —TIPeBbIIIATh
KO/TMUEeCTBAa BHOBB IMOCTYMAKIIUX JOKYMEHTOB B OMO/IMOTeUHBIN (OH/,.

VI. YueT UTOroB ABMXeHHUs1 0ubmoTeuHoro hoHaa

6.1. Utoru aBwkeHus: GOHAOB TIOABOAATCS B KHUTe CyMMapHOro yuetra OubmvoreuHoro ¢oHja
(W1 ApYTOM perucTpe CyMMapHOTO yueTa, TIPUHATOM B OMO/IMOTeKe) HA OCHOBAHMH JAHHBIX CYMMapHOTO
yueTa O MOCTYIUIEHUH U BbIOBITHUH [JOKYMEHTOB.

WToroBble faHHbIE WMEIOT ueTbipe 00si3aTeNbHBIX I[I0Ka3aTesiss: COCTOSUI0 Ha Haualo roja,
TIOCTYTIAJIO 3a TO/, BBIOBIJIO 3a TOJ, COCTOMT Ha KOHel] To/a.

VToroBele JlaHHBIE TI0 3JEKTPOHHBIM CETEBBbIM Y/Ia/eHHBIM [OKYMEHTaM TIPe/CTaB/ISIOTCS
CJIeAyIOIIMMI  TIOKa3aTelssMA YUeTHBIX eJUHMII: COCTOSUI0 Ha Hayaso rofa, opopmieHO B [JOCTYN B
TeueHHe ro/ja, JOCTYII NPeKpallleH B TeueHue rojia, COCTOMT Ha KOHel| rojia.

6.2. Cezienusi 00 UTOTOBBIX JAaHHBIX (PUKCHUPYIOTCS B (popMe roCy/lapCTBEHHON CTaTHCTHUeCKOW
OTUYETHOCTH U MPe/ICTABJISIIOTCS /1Sl 1jesiel TOCyAapCTBeHHOM CTaTUCTUUYeCKOM OTYETHOCTH.

WroroBble maHHble 00 0OMeHHOM (OHJe He BK/IIOUAIOTCS B OOIIMe TMOKa3aTesd OMOIMOTeUHOro

donza.
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VII. IIpoBepka Ha/MMuusA JOKYMeHTOB Oub/uoTeunoro ¢goxHga

7.1. TlpoBepka HamWuus [JOKYMeHTOB OubiuoreuHoro ¢oHza (zmanee - TipoBepka (oHZA)
TIPOM3BOJUTCS B 00si3aTe/TbHOM TOPSiZIKe:

TIPY BBISIB/IEHUU (DaKTOB XMIIIEHUs, 37I0yTIOTPeO/IeHHST UK TIOPUH IOKYMEHTOB;

B C/y4yae CTHUXWUUHOTO OeACTBHUSs, TIOXKapa WM JAPYTMX Ype3BbUaliHBIX CUTYal[|i, BbI3BaHHbBIX
5KCTpeMaslbHbIMU YC/IOBUSIMU;

TIpY PeopraHu3aliiy WK JIMKBUAALMN OUOIMOTeKH.

[nst mpoBefeHUs TPOBEPOK PYKOBOJAWTEIEM OpraHu3aljdd Ha3HauaeTCsi KOMMCCHsl, B COCTaB
KOMUCCHH J0JKeH BXOJUTb TIPeJCTaBUTeb OyXTaaTepuH.

7.2. TIpoBepka ¢hoH/ia B TIJIAHOBOM TIOPS/IKe OCYIIIeCTB/ISIeTCS B CIeYIOIIIe CPOKU:

JIOKYMEeHThbI, “Metolljie B O0(OpPMJIEHUM JparoljeHHble MeTasibl U (U1K) AparoleHHble KaMHU -
€XXero/{Ho;

(GhoH/ peJKUX U LIeHHBbIX KHUT - O[JUH pa3 B 5 JIeT;

doHap 6ubMoTeK 10 50 THICSY YUETHBIX €UHUI] - OFIH pa3 B 5 JieT;

dougpl 6ubmmoTek ot 50 710 200 THICSY yUeTHBIX eIUHUI] - O/IUH pa3 B 7 JIeT;

doHap! 6ubmmoTek ot 200 ThICSU 10 1 MWUIMOHA YUETHBIX eIUHHMIL - OIUH pa3 B 10 jieT;

donap! 6ubmMoTeK oT 1 10 10 MWITMOHOB yUeTHBIX eIMHUI] - OIWH pa3 B 15 jieT;

donap! 6ubmmoTek ot 10 10 20 MU/UTMOHOB YUETHBIX €[IMHUL] - OZMH pa3 B 20 f1eT;

doHap! 6ubMoTeK CBBIlIe 20 MU/UTMOHOB YUeTHBIX eJUHUL] - 1 MUJUTMOH 3K3eMIUISIPOB B TOZ.

[TnaHoBast mpoBepka (oHma OUOTMOTEKM MOXET OCYIIEeCTBISTHCSA MO3TAIHO B COOTBETCTBUHU C
rpauKoM MpoBe/ieHusI POBEPKU Bcero (PoHJa WM ero yacTd (B TOM UMC/e PeJKUX U 1IeHHBbIX KHUT) C
oTipe/ie/IeHUeM CPOKOB M KOJTMUECTBA MJIAHUPYeMOro 00bema paboThl.

7.3. llpoBepka 51€KTPOHHBIX CeTEBbIX JIOKAJbHBIX [JOKYMEHTOB OCYLeCTBJISeTCd MO
KOJIMUeCTBEHHbIM OKa3aTe/isiM, a TAaKXXe M0 KOHTPOJIbHBIM CyMMaMm, MO3BOJISIFOLLIUM BbISIBUTb U3MEHEHUsI B
JIOKyMEHTe.

[TpoBepka [AOCTYMHOCTH 3/J€KTPOHHBIX CETEBbIX YAa/JeHHbIX [JOKYMEHTOB OCYILEeCTB/ASEeTCS C
a/lpecoB BX0/la, YKa3aHHbIX B PerucTpe UHAUBU/YaJbHOIO yUeTa.

7.4. TlpoBepka Bcero ¢oH/Ja WM €ro YacTd 3aBeplllaeTcss COCTaBJeHWEeM aKTa O pe3y/bTaTax
TIPOBe/IeHUsT TIPOBEPKM HaWuMsi JAOKYMeHTOB OubmioreuHoro (oHAa ¥ TPUIOKEHHWEM K HEMY CITMCKa
JIOKyMEHTOB, OTCYTCTBYIOLLIMX T10 HeyCTaHOB/IEHHOW MPUUYMHE.

B akre (UMKCHUPYIOTCS CBeZieHHsI O KOJMUeCTBe JOKYMEeHTOB OuOMMoTeyHoro (oHzAa 1Mo AaHHBIM
yueTa; JJOKYMEHTOB, UMEIOIINXCS B HAa/IMUWH; JOKYMEHTOB, OTCYTCTBYIOL[UX B OMO/MMoTeuHOM (DOH[E TI0
HEYCTaHOBJIEHHOM TIpUurHe. B aKTe Takke yKa3bIBarOTCS HOMepP U JiaTa akTa O MpOBeeHWH MpeAblAylen
MPOBEePKU. AKT C MPUIO)KeHHWEM CIKCKAa JOKYMEHTOB, OTCYTCTBYIOIIMX IO HEyCTaHOBJIEHHOW MPUYMHE,
TOZIKCHIBAeTCA MpejcesaresieM U 4ieHaMU KOMUCCUU M YTBEPKJAeTCsl PYKOBOJUTE/IEM YUpesK/IeHUs.

7.5. Tlpu BbISBI€HWW B TIpoljecce TIPOBepKH (DOHAAQ OTCYTCTBYIOIIMX [JIOKYMEHTOB U
HEBO3MO)KHOCTH YCTaHOBJIEHHs BUHOBHBIX JIML] YOBITKH 10 HeZ0CTauaM CITMCBIBAIOTCSI B COOTBETCTBUHU C
JIeMCTBYIOLMM 3aKOHO/IaTeIbCTBOM.

VIII. /lesionpou3BoCTBO B OPraHU3aI[UuM yueTa 0udmoreuHoro oxHga

8.1. Opranm3auusi paboTel C JOKYMeHTaMHU TI0 y4eTy OubmoTreuHoro (oH/a OCyIIeCTBSeTCs 0
ripaBWiaM BeZleHUs [1e/I0NIPOM3BOACTBaA.

8.2. Cpoku xpaHeHUsI JOKYMEHTOB YCTaHAB/IUBAKOTCS B COOTBETCTBUU C [Iprkazom MuHHCTepCTBa
KyneTypbl Poccuiickoit ®epeparu ot 25.08.2010 N 558 06 ytBepkaeHur 'TlepeuHsi THUITOBBIX
yMpaB/ieHYeCKUX apXUBHBIX JOKYMEHTOB, 00pa3ymIUXCsl B Mpoliecce AeATebHOCTA TOCYJapCTBEeHHbBIX
OpraHoOB, OpraHOB MECTHOTO CaMOyIIpaB/eHUsi W OpraHu3aluii, C yKa3aHHeM CDOKOB XpaHeHus'",
3apeructpupoBaHHbiM MuHtocToM Poccutickont ®@eneparuu 08.09.2010 N 18380.
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8.2.1. TloctosiHHO, [0 /NUMKBUAALMM OMOMMOTEKHU, XPaAHATCS DPErucTpbl WHAWBUAYAJbHOTO U
CYMMapHOT0 yueTa JIOKyMeHTOB OuOrMoTeuHoro oHza (perucrpaiioHHble KHUTH, MHBEHTapHbIe KHUTH,
KHUATY CYyMMapHOTO y4eTa, YUeTHBIM KaTasior, Tornorpadguyeckie OMUCH U KaTaioTH).

8.2.2. B TeueHue JecaTH JIeT XPaHITCS AKThI O CITUCAHUU UCK/TFOUEHHBIX 00BEKTOB OMO/IMOTEeUHOTO
(doH/Ia ¥ aKTBI O TIPHeMe-Tiepejaue CIIMCAaHHBIX 00BEeKTOB 61O/MoTeuHoro oHa.

8.2.3. B TeueHue TISITU /€T XpaHATCS TE€PBUYHbIE YyueTHble [JOKYMEHTHI, TOATBep)KAarollre
TOCTYTIJIeHWe JOKYMeHTOB B OubroTeunbiii poHz (Hak/IaZHble, akKThl O TIpHeMe, aKThl C/Iaur-TIPUEMKH).

8.2.4. 1o okoHUaHUsI Ouepe/IHOM TIPOBEPKH (POHJA XPaHATCS aKThl O pe3yabraTax MpOBefeHuUs
TIPOBEPKU Ha/IMUMsl IOKyMeHTOB OubroTeuHoro ¢hoHza.

* I'paxxmaHckuli kogekc Poccuiickoit ®@enepanyn. Yacts Bropas oT 26 sHB. 1996 . N 14-®3 //
Cobp. 3akoHogaTenbcTBa Poc. @epeparu. - 1996 1. - N 5, cT. 410. - C. 1110-1296.
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