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[Topanok
y4yeTa OOKYMEHTOB, BXOASALNX B COCTaB
bubnmnorteyHoro poHaa

. Obwme nonoX>xeHund

1.1. Yyer OJOKYMEHTOB 6ubnnoTeyHoro hboHpa aBngaerTcs OCHOBOW OTYETHOCTU U nnaHMpoBaHUA
ﬂeﬂTeﬂbHOCTM6M6HMOTGKM,CHOCOGCTByeTO6eCﬂequMK)eFOCOXpaHHOCTM

1.2. YueT BKKOYAET pernctpaumio NoCTynneHns SOKYMEHTOB B 6UONIMOTEYHbI OOHA, NX
BbIObITMSA N3 POHAA, UTOrOBbIE AAHHbIE O BENNYMHE (06 beEMe) Bcero bubnmnoteyHoro ooHaa v
ero nogpasnenos, CTOMMOCTb (pOHOA.

1.3. OcHoBHble TpeboBaHUs, NpenbsBNsSEMblE K y4eTy b nmMoTeyHoro cooHaa:
MONHOTA N JOCTOBEPHOCTb YY4ETHOWM MHCD OpMaLInK;

onepaTtnBHOCTDb,



IOKYMEHTMPOBAHHOE 0GOPMIIEHNE KaX OOr0 NOCTYNNAEHNs B POHA M KaXA0ro BblbblTMS 13
ooHaa;

COBMECTMMOCTb NMPUEMOB 1 (POPM y4yeTa, X HaAeXXHOCTb Npu napannenibHOM UCNOJIb30BaHU
TPaauUNOHHOW N aBTOMATU3NPOBAHHOW TEXHOOM M y4eTa;

COOTBETCTBME HOMEHKNATYpPbI NokasaTtenen yyeta ooHAa aHanornyHbIM nokasaTensim
rocynapcTBEHHON 6MHNNOTEUYHO CTATUCTUKMN.

1.4. YyeTy nognexar BCe AOKYMEHTbl (TOCTOSAHHOI 0, OIUTENbHOIr0, BDEMEHHOIO XPaHEHUS),
nocTynatwouwme B oHA 6nbnmoTeku n BoibbiBatowwme n3 oHna bubnnoTekmn, He3aBMcuMo OT
BMAA HOCUTENS.

1.5. YyeT LOKyMEHTOB BEETCS B perucTpax MHAMBNAYyanbHOro 1 CyMMapHOro yyeta B
TPaLNLMOHHOM Y (MNIN) 3NIEKTPOHHOM BUAE.

1.5.1. Peructpamu nHamBmayanbHOro yyeta LOKYyMEHTOB SIBNSAIOTCS: PerncTpaumnoHHas KHUra,
KapToyka perncrTpaumnmn Ha onpeneneHHbli BUA [OKYMEHTa A5 raseT, XypHanos, Apyrux
BUOOB LOKYMEHTOB. [lonyckaeTcs TakXe perncrpamm UHAuBMAYyanbHOro yyeta cumtaTb
TOonorpagmnyeckyo Onnchb (KaTanor), y4eTHbI KaTanor, y4eTHbli doaiin C BbIXOAHbIMU
chopMamu, POpPMMPYEMBIMU B MOPSIAKE UHBEHTAPHBIX UV UHBIX NOEHTUUKALNOHHBIX HOMEPOB
LLOKYMEHTOB.

Perunctpbl HAMBUAYaNbHOrO yyeTa JOKYMEHTOB B1ubnmoTeyHoro gooHaa cogepxat
PEKBU3NTbI, NOEHTUULMPYIOWME KaXAbli AOKYMEHT C YKa3aHUEM CBELEHMWIA O MOCTYMNEHNM
LLOKYMEHTA 1 0 ero BbibbITUKN 13 BMBNNOTEYHOro PoHAA.

1.5.2. Peructpamm cyMMapHoro yyeta AOKYMEHTOB SIBNAIOTCS: KHUra CYMMapHOro yyeTa
6ubnmnoTeyHoro poHAaa, NMMCTbl CyMMapHOro yyeta bubnnoteyHoro poHaa, XypHan.
JonyckatoTcs pasnuyHbie MOAMGUKALMN KHUT M CyMMapHoro y4Yyeta. Hesasucumo oT Buaa
YyYeTHOro JOKyMEHTa PerucTpbl CyMMapHoro yyeta cogepxaT Tpy B3aMOCBSI3aHHbIE YacTu:

"MocTynneHne nOKyMEHTOB B BONMOTEYHbIN OoHA",
"BblbbITe [OKYMEHTOB 13 BUBNMoTeyHoro gooHaa”,
"Mtorn oBnxeHms 6ubnmoTeyHoro ooHaa: NTOroBble faHHble Ha KOHELL OTYETHOro nepmoaa”.

O606weHHbIe AaHHbIe 0TpaXXatTCcs B KaX A0 YacTu permctpa CyMMapHoro yyeta. B
9NEKTPOHHOW CUCTEME YyyeTa 3TN YaCTU UHTErpUPYIOTCA B €4UHbBIA YYETHbIN doann.

1.6. CyMMapHbIli 1 MHAVBUAYANbHbIVA y4eT ooHaa Be4eTCs CTPYKTYPHbIMU NoapasneneHnsamm
61bnMoTeKN, B BeEHUN KOTOPbIX HAXOAMTCA KOMMIEKTOBaHNe ooHAa, a TakXe
noapasaeneHnsmn, obecnednBaroWnMmn XxpaHeHre 1 UCNoNb30BaHne 3aKpPeneHHbIX 32 HUMI
yacTei obwero poHaa GG NMOTEKMN.

1.7. Ctatuctmyeckas nHpopmaums o oopmmpoBaHnm 6nbnnoTeyHoro ooHaa no ntToram roga
npepcrasnaeTcs B [ naBHbI UHA OPMALIMOHHO-BbIYNCIUTENBHDBIA LEeHTP MuHKynbTypbl Poccuu.

Il. EAanHnUbI ydeTa bubnnorevyHoro
doHAa



2.1. BennunHa (06bem) 1 aBnxeHne poHaa naMepstoTcs B yHUOULMPOBAHHbBIX e AUHMLAX
yyeTa.

OCHOBHbIMM e 4MHNLAMN ydeTa OOKYMEHTOB 61bnMoTeyHoro boHOa ABNAKTCA 9K3eMnnap v
Ha3BaHWe, ONs raset - r040BOMN KOMMNEKT U Ha3BaHMe.

JononHntenbHbIM1 eAnHNLAMM yyeTa PoHAa ABNSIOTCS rOA0BON KOMMIEKT, METPOMNOIKA,
noglmeka (nepenneTHas egmHULA); ANa 3NeKTPOHHbIX JOKYMEHTOB - eAMHULA NaMATy aHHbIX.

2.2. Obwas BennymHa 6ubnmoTeyHoro ooHaa B LIe/IOM 1 ero Noapas3fnenos, B TOM YCHe
CeTeBbIX NOKaNbHbIX JOKYMEHTOB U CETEBbIX yAANEHHbIX AOKYMEHTOB, YYATLIBAETCS B
aK3eMnnspax, HoBble MOCTYMNEHNS - B 9K3EMMNNIAPAx N HA3BaHUSAX. YMCNO rof0BbIX KOMMNEKTOB
raseT NPUPaBHMBAETCS K YUCNY SK3EMM/IAPOB.

lll. Y4eT BOKYyMEeHTOB Mo BUAaM 1"
KaTeropmam

3.1. [NeyaTHble n3paHns N HeoNybNMMKOBAHHbIE LOKYMEHTbI

K neyaTHbIM n3agaHnsiM OTHOCATCS TUPAXUPOBaHHbIE N30aHUS, MONyYEeHHblE NeYyaTaHnem nnu
TUCHEHWEM, NONNrPatNYECKN CAMOCTOSATENBbHO OGO OPMIEHHbIE: KHUMM, BPOLWIOPEI, XYpHanbl,
npogonxatrowmecs n3gaHud, MTMCToBble N34aHUSA, ra3eThbl, U30U30aHNSA, HOTHblE U34aHUS,
KapTorpaguyeckme nagaHnsa, HOpMaTUBHO - TEXHNYECKME N TEXHUYECKNE OOKYMEHTbI,
aBTopedeparthbl guccepTauni.

K Heony611MKoBaHHbIM 4OKYMEHTaM OTHOCSITCS! PYKOMMWCHbIE LOKYMEHTbI (PYKOMUCHbIE KHUMN 1
apPXMBHbIE OOKYMEHTbI), a8 TakXe LOKYMEHTbl, U3roTOBMIEHHbIE B € AMHNYHbIX 3K3eMMnspax,
ABNSOWMMUNCS 06 bEKTAMU MHTENNEKTYaNbHON COBCTBEHHOCTH (LENOHNPOBAHHbIE HaYyYHbIe
paboTbl, AnccepTaumnm, MPENPUHTLI, 0TYETbl 0 HAY4YHO-UCCNeaoBaTeNbCcknx paboTax, NnepeBosbl,
onncaHus anropnTMoB 1 NporpamMm 9BM, NpoekTHO-KOHCTPYKTOPCKast AOKYMEHTaUNS),
TaKTUNbHblE PyKOAENbHbIE N3AAHNS ANS Cnenbix U cnaboBuaawmx. PykonucHble [OKYMEHTbI,
BXxoaswme B 6nbnnoteyHble ooHObl, ABNSOTCS COCTABHOM YacTblo APXMBHOIO choHAa
Poccuiickoin @enepaumm 1 y4nTblBatoTCS B COOTBETCTBUM C HOPMATUBHBIMU M MPaBOBbIMM
aKTaMu rno y4eTy apXmBHbIX LOKYMEHTOB W HacTosIWmM [NopsiakomM.

3.1.1. KH1rn v 6poLwutopbl yunThiBalOTCS B 9K3EMNNSPAX Y HA3BaAHMSX.
Kak oToenbHbI 9K3eMNAsSp M Kak OTAeNbHOE Ha3BaHWe YY4MTbIBAKOTCA:
Kaxngoe oTheNbHOoe nanaHue (KHura, bpowopa);

Kaxgoe Bxogsuee B KOHBOIOT N3aaHue;

KaXblA OTOENbHbIA TOM (BbII'IyCK, l4€lCTb) MHOFOTOMHOI0 N3gaHuns, UMetoLmnin nHomsmnaoyanbHoe
3arnasue,

Kaxgas n3 6powtop, BbiNyWeEHHbIX B 06 beANHSOWER UX M34aTeNbCKol nanke, 06noxke,
MaHXeTKe;

Kaxxaas KHura unm 6powiopa, BXoAsIas B KHUXHYIO CEPUIO (HYMEPOBAHHYO NN
HEHYMEPOBAaHHY10);



oTAOEeNNIbHO N34aHHbIe NMPUJIOKEHNA K KHUTFaM U 6p0LmopaM, nMveruwne nHonsnayanbHoe
3arnaBsme n CaMoCTo4dTE/IbHOE 3HA4YEHNE.

3.1.2. JoKyMeHTbl, BbINONIHEHHbIE PENbedHO - TOYEYHbIM WPUATOM (WpudToM Bpanns),
YUMTBIBAKOTCS B 9K3eMNNgpax u HassaHUsX.

OK3emMnnsapoM 4N AaHHOMO BUAa U3OaHUIA SBNSEeTCS KaxXAas U3 KHUM KOMMeKTa,
06 beONHEHHbIX 00LWMM Ha3BaHMEM.

Kak ogHO Ha3BaHue y4ynTbiBA€TCA KOMMNNEKT n3gaHuns, He3aBMCUMO OT 4YMCcna BXOoO4LWnX B HEro
KHWT.

3.1.8. )KypHaJ'IbI N npogoonXxarwuwmnecs n3agaHnmsa y4mTblBalOTCA B 9K3EMMNNIAPax N Ha3BaHUAX.

SK3eMMNSIPOM CUNTAETCS HOMEP, TOM, BbiNyCK, U3AaHHbIE N0 OTOENbHOCTU, @ TaKXe KOMMNNeKT
HOMEPOB, TOMOB, BbiNyCKOB, MepPeneTeHHbIX B 04MH 610K N3aaTenbCTBOM.

Kak ogHO Ha3BaHue y4yntbiBa€TCA KOMMNNEKT HOMEPOB, TOMOB, BbilNyCKOB, 06pa3y+ou_u/|x
OoTAOENbHYIO eANHNLY C OTNNYNTEIbHbIM 3ar naBnemM. I'Ip|/| N3MEeHeH 3arnasnsa HOBOW y‘-lGTHOI7I
eonHnLUEen cymTaeTca nsgaHune, ecnm naMeHeHne BHECEHO B nepsble NATb C/I0B 3arnaBus.

I'IepmoumquKme NnpnnoXxeHusa K XypHanam, Bbixogsuwme caMoCcTtoATe/IbHO, MMetowmne
mnHonsnaoyanbHoe 3arnaesme u CO6CTBeHHyIO HymMepauunto, y4nTbiBalOTCA KaK OTae/ibHble
3K3eMnn&apbl n 0OTAENIbHbIE HA3BAHUA.

Kaxpas cepusi npoaonXxarowerocs n3aaHus, MMetowas nHansmaoyanbHoe 3arnasue u
CcOoOCTBEHHYO HyMepaUUto BbiMYCKOB, YYNTbIBAETCSA Kak OTAENbHOE Ha3BaHuMe.

Kaxabii CaMOCTOATE NbHbIA TOM (BbII'IyCK) npogonXatruwerocs n3gaHmsa y4mTblBaeTCA Kak
oTAe/ibHOE Ha3BaHMe.

3.1.4.a3eTbl yuuTbIBAIOTCH B rOA40BbIX KOMMNEKTAX U HA3BaHMAX.

Kak ogHO Ha3BaHue y4ynTbiBA€TCA KOMMNNEKT ra3er, o6pa3y|oumx oTAOEeNbHYIO eanHuly C
OTNN4YNTENbHbIM 3arnaBnemM. I'Ip|/| N3MEeHeHUn 3arnaBus HOBOMN yquH0|7| eaNHNUEN cymTaeTcs
n3naHne, ecnm naMmeHeHne BHeCeHO B nepeblie NMATb C/0B 3arnaBus.

OpnHoOHeBHbIE (Pa30Bble) ra3eTbl YYUTHIBAKOTCS B 9K3eMnasgpax (HoMep, BbIMyCK) U HA3BaHUAX.

OTaoenbHO M3oaHHble nepunogn4veckme npnnoXxeHumd K rasetam, nMerouwme nHomnsmnaoyanbHoe
3arnaBune un COéCTBeHHyIO HyMmepauunto, y4NTbIBalOTCA CaAMOCTOATEIbHO.

3.1.5. '3ouapaHms (anbb0oMbl, KOMANEKTbI, OTAE/bHbIE NMUCTOBbLIE U3OAHUS) U PeNbedHO-
rpadounyeckme nocobust ons cnenbix U cNaboBMaSIWMX YUNTBIBAIOTCA B 9K3eMnspax u
Ha3BaHWUSIX.

Kak oToenbHbI 9K3eMnisp 1 0TAeNbHOE Ha3BaHNe yumMTbiBaeTCs KaxX bl INCT (BbIMYCK)
cepun n3omsnaHuii, He 06 beaANHEHHbIE N30AaTENbCKON Nankoi (06N10XKOIR, MaHXeTKOW).

NncToBble n3paHns, 06 beaHEeHHble N3aaTeNbCKOoW Nankon (0610XXKOM, MaHXEeTKOM,
00epTKOW) yYMTbIBAKOTCS KaK OAMH 9K3EeMMNSP 1 0AHO Ha3BaHue.

3.1.6. HOTHble n3gaHns yunTbiBaOTCA B 9K3eMNsgpax n HasBaHUsX.



Kak oTaenbHble 3Kk3eMnnspbl M OTOeNbHble Ha3BaHUS YYMTbIBAKOTCS:
caMoCTOoSITeNbHbIE HOTHblE 3AaHNS, 00 beaNHEHHblE B O4HOM nepenneTte (KOHBOMOTE);
oTaenbHble napTum (ronoca) u napTutypa (knasup), M3gaHHble pasnenbHo.

Kak oauH ak3emMnnsp n 0gHO Ha3BaHWE yYNTbIBAOTCS:

oTAeNbHble NapTum (ronoca), 06 beANHEHHbIE C NAPTUTYPOI (KNaBMpOM) B OAHOM U34aHMK, a
TakXe napTun, 06 beanHEeHHbIe N3[aTeNbCKo Nankom (0610XKOM).

3.1.7. KapTtorpadgunyeckne nsnaHus y4nTblBalOTCS B 9K3EMMNNspax  Ha3aBaHUSIX.
Kak oTaenbHbI 9K3eMNAsip 1 OTAENbHOE Ha3BaHUE YYUTbIBAKOTCS:

aTnachbl, COCTOSWME U3 OTAENbHbIX HYMEPOBAHHbBIX NN AATUPOBAHHBIX BbIMYCKOB;
KaXAblli BbINMYCK CEPUINHOr0 U3naHns KapThbl MK aTnaca.

Kak 04MH aK3eMnnsip 1 04HO Ha3BaHMe YYNTbIBAETCS KapTa, M3AaHHas Ha HECKONbKMX NNCTax
(noonexalumx cknerike), 06 beANHEHHbBIX 0OWUM 3ar naBnem.

MHOroToMHbIE (MHOFOHI/ICTOBbIe) KapTorpaduyeckme nsgaHus, 06'be,D,I/IHeHHbIe 06LI.I,VIM
3arnaBumemM, y4mtbiBatoTCA No Konn4yectsy TOMOB 1 OQHOMY HAa3BaHUIO.

OTAoenbHO N3aaHHble, HO HE UMEKOLWME CaMOCTOATENBHOrO 3HaYeHNS, KapTorpadmyeckme
NPUNOXEHNS K Pa3NNYHbIM N3aHMAM (KHUram, 6poluopam, XypHanam) yumTbiBatoTCa e 4MHbIM
KOMMIEKTOM C OCHOBHbIM N3[LaHUEM.

3.1.8. HopMaTuBHO-TEXHMYECKME N TEXHNYECKME LOKYMEHTbI (MAaTEHTHbIE LOKYMEHTbI, TUMOBbLIE
MPOEKTbI K YEPTEXMN, KATanorv NPpoMbILWIEHHOro 060py0BaHUS N U3OENNIA, HOPMATUBHbIE
LLOKYMEHTbI MO CTaH4apTU3aumm, TEXHUYECKNE YCNOBNS, PYKOBOASIIME NOKYMEHTbI M MpaBuna)
YUMTbIBAIOTCS B 9K3EMMNAPAX U HA3BAHUSAX.

Kak 04uH aK3eMnnisp 1 04HO Ha3BaHME YYMTbLIBAKTCA CTAHAAPTbI U KATanoru NPOMbIWEHHOTO
060pyOBaHUS N N3OENWIA, BbINYWEHHbIE B 00 beANHAOWEN NX n3natenbckon nanke (06noxke)
NpW HANNYMK Ha Nanke obLe LeHbl, CoAepXaHns BCEro N3naHusi, e ANHbIX BbIXOLHbIX AaHHbIX.

Kak oTgenbHbI 3k3emMnnsap 1 oTAeNlbHOE Ha3BaHWE yYUTbIBAIOTCSA CTaH4aPThl 1 KaTanoru
NPOMbILWIEHHOr0 060PYAOBAHUS U U3LENWIA, APYTre cneumanbHble BUAbl LOKYMEHTOB,
BbINyLEHHble B BUAE OTAE/bHbIX IMCTOB, ECNWN KaXX bl N3 HAX UMEET CBOU BbIXOAHbIE OaHHbIE,
LieHy, TMpax, faxe ecnv oHn 06 beanHeHbl O4HO N3aaTeNbCKoi nankom (0610XKOoM).

3.1.9. HeOI'Iy6J'II/IKOBaHHbIe OOKYMEHTbI YYNTbIBAOTCA B 3K3eMMNnsdpax n Ha3BaHUAX.
Kak oguH 3K3eMnn&ap n 0oHO Ha3BaHUE YHNTbIBAKOTCA:

LenoHMpoBaHHas HayyHas paboTa (KOMMNNEKT, COCTOSWMIA N3 ABYX 9K3EMMNIAPOB paboThbl) 1
COMNPOBOLANTENbHbIE LOKYMEHTbI;

HeOI'IY6)'II/IKOBaHHbIe OOKYMEHTHI, C6pOUJ}OpOBaHHbIe nnn cogepxauwmuecsd B oTOEeNbHOM narnke.

Llns KOHCTPYKTOPCKOM NOKYMEHTAUMN e ANHULIEN yYeTa SBNSIETCS YePTEX MW NOJHbINA
KOMMNEKT KOHCTPYKTOPCKUX LOKYMEHTOB, OTHOCAWMXCS K OAHOMY n3aennto (06 bekTy).



3.1.10. ObHoBNSIEMOE NeYyaTHOe n3aaHne yuYnTbiBaeTCs Kak OTAeNlbHOe Ha3BaHWe N OTOENbHbINA
3K3eMNAsip NP NepBMYHOM NocTynneHun B Gubnmnoteky. NMocnenywowme nocTynneHus
BKNAAHbIX NTMCTOB, NpedHa3Ha4YeHHbIX ONS 4OMNONHEHNS NN 3aMEeHbl COOTBETCTBYHOWMX NNCTOB
B U34aHUN, OTAENbHOMY y4yeTy He noanexar.

3.1.11. dakcumnnbHoe n3naHune y4nTbiBaeTCs Kak opurnHann.
3.2. AyanoBunsyanbHble 4OKYMEHTbI

K ayanoBun3yanbHbIM OOKYMEHTaM OTHOCATCA (OQOHOOOKYMEHTbI, BUOEOOOKYMEHTHI,
POTOOOKYMEHTbI, KNHOAOKYMEHTbI.

3.2.1. EanHnuamm yyeta ooHLa ayanmoBmnayasnbHblX JOKYMEHTOB SIBNSIOTCS 9K3EMMNSp 1
HasBaHWue.

Kak oTaenbHbI 3K3eMnnsap yYnTbiBatOTCH:

ANCK - ANS rpaMnnacTuHoOK;

KaTywka, kacceTa nnm 606vHa - 4N MarHUTHbIX OOHOrPamMM;
Kaccerta - ong BUOe040KYMEHTOB;

Kamp - 4N pOTOLOKYMEHTOB (O1ano3nTUBOB, CNanaos);
606uvHa - 4N KNHOGUbMOB.

Kak 04HO Ha3BaHWe yunTbIBaOTCSH:

OTAENbHO BbiNyWeHHAs rpaMnnacTuHka, kacceta, mmbo KOMMNekT (anbboM) rpamMnnacTMHOK,
KacceT, 06 beanHEHHbIX 00LWMM Ha3BaHMEM;

MarHuTHas ooHOrpamma Ha OL4HOM KaTylwke (kacceTe), MarHUTHas ooHorpamMma Ha
HEeCKONbKMX KaTylwkax (kaccetax), 06 beANHEHHbIX 0OWMM Ha3BaHUEM;

0TAeNbHO U3AaHHbIA POHOAOKYMEHT UM KOMNNEKT POHOOKYMEHTOB, 00'beANHEHHbIX 0OLWMM
3arnasuem;

KNHOpUNbM, AnaunbM He3aBUCUMO OT YMcna COCTaBNAOLWMX yacTten unu Kanpos (,EU'IFl
KoMrnekTta ,EI,I/I3.I'IO3VITI/IBOB).

3.2.2. AyamoBusyanbHble LOKYMEHTbI, SBASIOWMNECS NPUNOXEHNEM K PA3NTUYHBIM N3LAHNAM U
BbINOIHAOWME CAMOCTOSATENbHbIE (PYHKLIMK, @ TAKXE UCNONb3yeMbie B paboTe 0TAENbHO OT
OCHOBHOIO U3[aHNS, MOTYT YYMTbIBATLCS KakK OTAE/bHbIE 9K3EMNNSAPDI.

3.3. lokyMeHTbl Ha MUKpOgpopMax
K ookymeHTaM Ha MUKpohopMax OTHOCATCSH MUKPOGOUNbMbI 1 MUKPOCOULLN.
3.3.1. EagmHnuamm yyeTta 0OKYMEHTOB HA MUKPOPOpMaX SIBNAIOTCS 9K3eMMNSP N Ha3BaHMe.

OK3eMNNApoM AN LOKYMEHTOB HA MUKPOOOpMax SBASAKOTCA: PYNOH - AN MUKPOOUIbMOB;
douwa - oNa MMKpoguLL.

Kak 0[1HO Ha3BaHWe yuynTbiBaeTCA KOMNNEKT MUKPOMUIbMOB UM MUKPOO UL, 06 beaNHEHHbIX



obwmm 3arnasmeM, He3aBnUCKMO OT YMcia COCTaBNAOWMNX YacTeN.

3.3.2. O6wmit 06bEM hoHOa AOKYMEHTOB HA MUKPOCDOPMAX YUMTbIBAETCS MO KONNYECTBY
PYNIOHOB 1 (oW, BKNHOYAS KOMWU PasHbIX NMOKONEHW (apXMBHbIE/PE3EPBHbIE U
nonb3oBaTeNbCKUe).

3.4. ONeKTPOHHbIE JOKYMEHTbI

K 9neKTpOHHbIM JOKYMEHTaM OTHOCATCS OOKYMEHTbl Ha2 CbEMHbIX HOCUTENSX (KOMMAAKT-AUCKN,
o new-kapTbl); LOKYMEHTbI, pa3MellaeMble Ha XEeCTKOM ANCKe KoMMbloTepa (cepsepe)
61bNMoTEKN N OOCTYMNHbIE NONb30BATENAM YepPe3 UH(POPMALIMOHHO-TENEKOMMYHVKALNOHHbIE
cetu (panee - ceTeBble IOKaNbHble OOKYMEHTbI); JOKYMEHThI, pa3mellaeMble Ha aBTOHOMHbIX
aBTOMATU3NPOBAHHBIX paboymx CTaHUMax 6MbnnoTekmn (ganee - MHCTANIMPOBAHHbIE
[OKYMEHTbI); LOKYMEHTbI, pa3MeLLEHHble Ha BHELWHNX TEXHNYECKUX CPeLCTBaXx, NonyyaemMble
61bnMoTeKOI BO BpEMEHHOE MONb30BaHNE Yepes3 MHDOPMALMOHHO-TENEKOMMYHNKALIMOHHbIE
CeTu Ha yCNOBUSIX OOroBopa, KOHTPaKTa, IMUEH3VOHHOIO CornalweHns ¢ NPou3BoaNTENSIMN
NHopMaLuK (oanee - ceTeBble yaaneHHble OOKYMEHTbI).

3.4.1. EanHnuamm ydyeTa 3NeKTPOHHbIX JOKYMEHTOB Ha CbE€MHbIX HOCUTENAX ABNAOTCA
3K3eMnnyap n Ha3eaHue.

3.4.1.1. Kak oTae/NbHbI 3K3eMN AP YYNTLIBAETCA KaXAbliA aBTOHOMHbIA 06 bEKT (KoMMakT-
AUNCK).

Kak oToenbHble 9K3eMnasipbl MOryT YYATbIBATHCS NPUNOXEHNS K PA3/IMYHbIM N30AHNAM,
BbIMO/HAOLLME CAMOCTOSATENbHbIE YHKLUW, & TaKXe NCNOoNb3yeMble B paboTe 0TAENbHO OT
OCHOBHOrO U34aHus.

Kak oTaenbHble 3K3eMMNn&apbl HE YY4NTbIBAKOTCA KOMMNAKT-OUCKK, €CNN OHX NPEeOnCTaBNAOT cobol
BKNnagky (Bnoerme) B n3gaHume nnm ero HeoTbemieMoe npunoxeHune.

3.4.1.2. Kak 04HO HasBaHWe y4ymTbIBaOTCA:
OTAEe/IbHO BbINYLWEeHHbIA KOMNAKT-AUCK;

KaXAblh KOMNaKT-OUCK, BXOASAIWMA B HyMepoBaHHYIO N1 HEHYMEPOBaHHYIO CEPUIO
SNIEKTPOHHDbIX n3naHum,

KOMMMEKT KOMNaKT-4UCKOB, 00 beaNHEHHbIX 00LWWM Ha3BaHNEM;

n3aaHHbIe B Ka4eCcTBe CAMOCTOSITENbHbBIX U3OaHWIA MPUNOXEHUS K n3aaHnsam nioboro apyroro
BUAA, MMetolwme cobCTBEHHOE 3arnaBsune 1 gonyckarwme nx ncnonb3oBaHne 6e3 obpaleHus K
OCHOBHOMY M3[aHMuIo.

3.4.1.3. B nokyMeHTax Ha onew-kapTax Kak 0guH 3K3eMnnsap n 04HO Ha3BaHUe y4nTbiBaeTCS
Kax,goe LefnocTHoe npon3sefeHne, MMelolee caMoCcTosATeNIbHOE 3arnasue.

3.4.2. EavHnuamn yyeTa ceTeBbIX NOKaNbHbIX M MHCTANIMPOBAHHbLIX JOKYMEHTOB SABNSKOTCS
aK3emnnap (ycnosHas eguHuLa yyeTta) U HasBaHue.

Kak ogHO Ha3BaHue y4nTblBaE€TCA LUEJSIOCTHOE NnponseegeHne, nmerouwee caMoCctosdaTe/ibHOe
3arnasume, BHe 3aBUCUMOCTW OT ero rnpeancrtasneHuns. Kak ogHa eauHunua y4nTbiBAE€TCA
NMoMNoNHSEMbI U OOHOBNSIEMbIVA SﬂeKTpOHHbIIZ OOKYMEHT.



3K3eMFU'I$|pOM ABNSAETCA [OKYMEHT B onpeneneHHoM popmaTe XpaHeHusa unm npencraBneHus.
CDOpMaTbI OLHOW N TOW Xe eONHNLbI KOHTEHTa Y4MUTbIBAKOTCA OTOEBbHO.

3.4.3. EanHnuamm yyeta ceteBblX yaaneHHbIX 4OKYMEHTOB SABNAIOTCS 3K3eMnnsap (ycnosHas
efiVHMUa yyeTa) N HasBaHue.

Kak oauH ak3eMnnap n 04HO HasBaHWe y4nTbiBaeTCS KaX bl MOTHOTEKCTOBbIA 9N1EKTPOHHbIN
JOKYMEHT, UMEIOLWMIA CaMOCTOATEIbHOE 3arnaBne, BKIKOYEHHbI B NakeT, K KOTOPOMY
0CbopMNIEHO NPaBo AOCTyna y ero npondsoauTtens. Kak ogHa egmHuua yYmTbiBaeTCs
NONONHAEMbI 1 OOHOBNSIEMBIA 3NEKTPOHHbIA LOKYMEHT.

V. Y4eT noCcTynjieHna 0OKYMEHTOB B
bnbdimoTeyHbIn hoHA

JLoKyMeHTbI NoCcTynarT B 6MONMOTEKY 1 BKNOYAKOTCS B OMONMOTEYHbIA (OOHA B pe3ynbTaTe
noctaBky 06s3aTeNbHOr0 3K3eMNAsApa, NOKynku (moanucku, obmeHa, napeHus,
NOXePTBOBAHNS, KONUPOBAHUS OPUrMHANOB U3 choHaa brubnnoTekn).

4.1. [10KyMEHTbl NPUHMMAIOTCA MO NEPBUYHBIM YYETHBIM AOKYMEHTaM (HaknagHas, akT),
BK/IIOHAIOWMUM CMINCOK NMOCTYMNNEHWIA.

4.1.1. NpuemM 0OKyMEHTOB, NocTynatowmx B 6ubnmoteky 63 nepBUYHbIX LOKYMEHTOB Ha
6e3B03Me3HO OCHOBE (06513aTENbHblE 3K3EMMNNSAPLI, AEMNO3UTHBLIE 9K3EMMSAPDI
MeXAyHapoAaHblX opraHmaaunii, 6e3Bo3Me3fHble NOCTYNNEHNS N3 HEN3BECTHbIX U aHOHVUMHbIX
NCTOYHMKOB), 0DOPMNSIETCA akTOM O NPUEMe LOKYMEHTOB.

4.1.2. Tprvem DOKYMEHTOB, NOCTynawwmx B 6nbnnoTeky oT IOPUANYECKOro, hM3n4eckoro nuua
B BUAE Aapa C ykasaHWeM ero HasHayeHus 4ns NononHeHns GubnmoteyHoro ooHaa,
ocdbopmMnsaeTCca [OroBOPOM MNOXePTBOBAHNS B COOTBETCTBUM C ["pa>kgaHCKUM KOLEKCOM
Poccuitickon depepaunn (cT. 574, 582).*

4.1.3. MprieM OOKYMEHTOB OT YnTaTENEel B3aMeH YTePSHHbIX U NPU3HAHHbIX PaBHOLEHHBIMU
yTpayeHHbIM, 0CPOPMNISETCS aKkTOM O NPUéMe LOKYMEHTOB B3aMeH yTepsiHHbIX. B akTe
yKasblBaeTcs paMunusi, MHuUmanbl YataTens, cBeaeHns 06 yTepsiHHbIX U34aHnsX
(perucTpaumoHHbIi HOMep, kpaTkoe bubnmorpadmyeckoe onnucaHme n3naHus, LeHa) ceeaeHns
0 NPUHSATBIX M3aaHnsax (kpaTkoe 6ubnrorpaduyeckoe onncaHne n3naHus, LeHa), noanmcu
ynTaTens v NpUHUMaloLWel CTOPOHDI.

4.2. OueHka CTOMMOCTU NEPUOAMNYECKMX N3AAHNIA, NOCTyNaowWwmx B 6MO6NMOTEKY Ha BPEMEHHOE
XpaHeHne, He MPON3BOAMNTCS.

4.3. lokyMeHTbl, nocTynatowme B 6MbNNMOTEKY, No4Nexat CyMMapHOMy y4yeTy.

4.3.1. CBeoeHuMs 0 BK/Il0YaeMbIX B OMHNMOTEYHBIA GOOHO AOKYMEHTAX (OUKCUPYIOTCS B KHUre
cyMMapHoro yyeta 6ubnuoteyHoro ooHaa v B Apyrom Buae peructpa cornacHo n. 1.5.2.

Pernctpbl cyMMapHoro yyeta A0NXHbl UMETb 3arofioBOYHbIE faHHbIe: HAUMEHOBaHNe
perncTpa, HaumMeHoBaHue opraHnsauunn, nogpasmneneHns. B pernctp BnucbiBaloTCs faHHble O
MOCTYNUBLIEN NapTUN AOKYMEHTOB: farta 1 nopsaaKoBblii HoMep 3anuncy (MopsaKOBbI HOMep
3anucu exeronHo Ha4nHaetcs ¢ N 1), ICTOYHUK NOCTYNNEHNS, HOMEpP 1 faTa NepBMYHOro
YYETHOro AOKYMEHTa, KONMYECTBO NOCTYMNMMBLWINX JOKYMEHTOB N CTOMMOCTb.



4.3.2. CyMMapHbIii y4eT NOCTYNNEHNS aNeKTPOHHbIX CETEBbIX NIOKaNnbHbIX JOKYMEHTOB BeAETCS
B 9/IeKTPOHHOM PEECTpe B COOTBETCTBMM C Nokasatensamm n. 5.3.1, ¢ ykazaHmeM gatbl 3arpysku
NOCTYNNEHWIA B CUCTEMY.

4.3.3. CyMMapHbIli y4eT NOCTYNNEeHNS 9NEKTPOHHbIX CETEBbIX YAaNIEHHbIX JOKYMEHTOB BEAETCS
B 3/IEKTPOHHOM peecTpe C OTpaXeHMeM cnenyowmx nokasarenen: gatbl U NopsaaKoBoro
HOMepa 3anucu, pekB1U3nTOB NMULEH3NOHHOIO AOroBopa (Ha3BaHWs N HoMepa AOKYMEHTa, Cpoka
ero JencTBus, CTOMMOCTH), KONnyecTBa 6a3 gaHHbIX (NaKeTOB) N BKIIOYEHHbIX B HUX HA3BaHWIA.

MNpu noacyeTe CyMMapHOro KOMYyecTBa Ha3BaHUi UCKNoYaloTea oybnmpyowmecs HassaHms B
nakeTax Ha o4HoOM nnaTgopme.

4.4. 1IoKkyMeHTbl, NOArOTOBNEHHbIE K NpueMy B BMBNNOTEYHbIA POHA, NOOBEpPratTCs
nepBnYHOI 06paboTke 1 MHOMBUOYANbHOMY y4YeTy.

4.4.1. luouBngyanbHbl y4eT OOKYMEHTOB OCYWECTBASETCH NyTEM NPUCBOEHNS KaX 40MY
9K3eMnnapy OOKYMeHTa peructpaunoHHoro Homepa, MHOro 3Haka B KayecTtse
pernctpaunoHHOro Homepa (CMCTEMHOr0 HoMepa KOMIMbIOTEPHOM NPOrpamMbl, WTPUX-Koda v
apyrux). MHgmenagyanbHbIi HOMEP 3aKkpennaeTcs 3a LOKYMEHTOM Ha BCe BPEMS ero
HaxoXaeHus B dooHae 6nbnuotekn. PernctpaumnmoHHble HoMepa UCKIOYEHHbIX N3 ooHaa
JOKYMEHTOB HE NpMcBanBaloTCa BHOBb MPUHATLIM LOKYMEHTaM.

PeFVICTpaLI,I/IOHHbIe HOMepa NMpocTaB/IATCA HENOCPEOLCTBEHHO HAa OOKYMEHTaxX N OTPpaXakTCA
B pernctpe nHomsmnaoyanbHoro yyeta 4oKyMeHToB, NPUHATOM B bubnunoTteke.

Pernctpbl MHANBUOYaNbHOrO yYeTa AONIXHbI UMETb 3arooBOYHblE JaHHbIE: HAaMEHOBaHNe
perncTpa, HauMeHoBaHMe opraHn3aummn, CTPYKTYpPHOro noapasaenexHus. B pernctp
BMMCLIBAIOTCS AaHHble O KaX40M AOKYMEHTe: faTta 3anuncu B perucTpe, perncTpaumoHHbIi
HOMep, KpaTkoe Brubnuorpadpmyeckoe onncaHne OKyMeHTa (aBTop, 3arnasue, TOM, 4acTb,
BbIMYCK, MECTO U rof n3aaHusl), ueHa AOKyMeHTa, ykasaHHas B CONPOBOANTENbHOM JOKYMEHTE.

4.4.2. lHomBrayanbHbIA y4eT Nneproanyecknx n3naHuii Be4eTcs B perncTpaunoHHomn
KapToTeke nepnoanyecknx naaaHui, npeaHasHayeHHon ons yyerta Kaxnoro Ha3saHus u
KaX[oro ak3emnnspa, Wam B aBTOMaTU3NPOBaHHON 6a3e AaHHbIX.

Lna nepnoanyecknx n3naHuii B Ka4eCTBe PermcTpaumMoHHbIX HOMEPOB MOTYT UCMO/b30BaTbLCSA
nobble NOEeHTUMVKALMOHHbIE HOMEPA: CUCTEMHbBI HOMEP B aBTOMAaTN3MPOBaHHOM 6a3e
L.aHHbIX, PErMCTPALMOHHbIV (MOPALAKOBBIA) HOMEP 3aMNMCK B PErMCTPALMOHHO KapToTekKe.

4.4.3. NlnouBnayanbHbl y4eT LOKYMEHTOB, UMEIOWMX B CBOEM ODOPMIIEHUN gparoLeHHble
MeTannbl U (M) gparoueHHble KAMHN N OTHECEHHbIX K KaTeropumn cenpoBoro xpaHeHus,
OCYLLEeCTBNSAETCA B cneumanbHOM perncTpe, B KOTOPOM, KpoMe TpaauLUMOHHbIX MoKasaTenei,
[aeTcs onncaHne BHeEWHero ogoopmieHns gokymeHTa. Kaxabii nucT perucrpa
COMPOBOXAAEeTCS UTOrOBOM 3aMNCbIO C yKa3aHMEM AaThl €€ COCTaBIEHNS N KONNYecTea
onncaHuin Ha nucre.

4.4.4. B permctpax nHAMBMAYyanbHOro yyeTta B NpYMeYaHmsIX ykasblBaeTCcsl Hanmune n Bna
NPUNOXEHNS K OCHOBHOMY IOKYMEHTY, a Tak>Xe 0COOEHHOCTM 3K3eMnnsipa LEHHbIX 1 peaKux
LLOKYMEHTOB (HanpuMep, Hannm4me yHMKanbHoro nepenneTa, MapruHanuii, 0edekToB 1 T.1.).
Mpwn HannyMm nacnopTa AOKYMeHTa AaeTcs OTCbiNKa K HEMY. B npumevaHusix moxer
yKasblBaTbCs MPUHALNEXHOCTb AOKYMEHTa K KaTeropum KHUXHbIX NaMATHUKOB.



4.4.5. NHoMBMAYyanbHbIA y4eT 3NEKTPOHHbIX CETEBbIX OKaNbHbIX LOKYMEHTOB OCYLLEeCTBSeTCs
nyTem BeoAa B 6a3y faHHbIX METANHGOPMaLIMK O 3arpy3ke LOKYMEHTa B 3/IEKTPOHHYO
61bnMoTeKy C aBTOMaTUYECKUM NPUCBOEHNEM UAEHTUMMKALMOHHOIO (CUCTEMHOr0) HoMepa
KaXaoMy LOKYMEHTY.

4.4.6. \HOVBMAOYaNbHbIA y4eT 9NEKTPOHHbIX CETEBbIX YAANEHHbIX LOKYMEHTOB OCYILECTBNSETCS
B 9/1IEKTPOHHOM BMe NyTeM pernctpaumm 6a3 aaHHbix (naketos) 6€3 NPUCBOEHUS UM
perncTpaumMoHHOro Homepa.

B peecTp nHanBmayanLHoOro yyeTta ceTeBbiX yaaneHHbIX 4OKYMEHTOB BK/IHOHYATCH OCHOBHbIE
XapakTepucTumkmn 6asbl aHHbIX (nakeTa): onvcaHune 6asbl LaHHbIX (Ha3BaHWe, MPOU3BOAUTEND,
nnaTtgpopmMa u (Mnn) agpec Bxona), CPOK OKOHYaHWUS npasa A0CTyna, KONM4ecTBO HasBaHuWN,
BXOAAWMX B 6a3y fAaHHbIX (Naker).

B Konm4ecTBO Ha3BaHWiA BKtoYaeTCcs obuee KoNM4ecTBO NONHOTEKCTOBBLIX AOKYMEHTOB (KHWT,
XYpPHanoB, ra3eT, NaTeHTOB, CTAHOAPTOB N APYrMX AOKYMEHTOB, Y4NTbIBAEMbIX B OUONNOTEKE).
He BkntoyatoTCs B 9TO KOIMYECTBO OOKYMEHThI, KOTOPbIE 0ObIYHO HE M3Jat0TCs OTAENbHO B
nevyaTHOM cpopmate, Takme kak NPonIM KOMNaHWUA, CTaTUCTUYeCKne Tabnuupbl,
aHanMTnyeckne matepvanbl MapkeTuHra. [ns 6a3 gaHHbIX (NakeToB), HE CoaoepXalumx
NOTHOTEKCTOBbIX OKYMEHTOB, B PEKBU3NTE "Ha3BaHWE" NpoCTaBNaeTCsd egnHuLa.

4.5. [10KyMeHThbI, BKto4aeMble B poHA 6nbnnoTtekmn, mapkupytotcs. MNpu aTom MoryT ObiTh
NCMNONb30BaHbI WTEMNENN, KHUXHbIE 3HAKWN, UHANBMAYANbHbIE WTPUXOBbIE KOAbI, APYrne Buabl
MapkunpoBkn. OCHOBHbIe TpeboBaHWs, KOTOPbIE AONXHbI COBN0AATLCS NPY MAPKUPOBKE
LLOKYMEHTOB: 0603Ha4YeHNe NpuHaANeXHOCTU, 3CTeTUKA, AONTOBEYHOCTb MAPKUPOBOYHOTO
3Haka, COXpaHHOCTb TEKCTa U OpYyroi 3HakoBOW NHpopMauunn.

4.6. Ha OJOKYMEHTaX, ABNAowmnxcs npnnoxeHnem K OCHOBHOMY HOCUTENIO N ero HEOTbEMIEMOW
4aCTblO, NPOCTaBNATCA TE Xe PEKBU3NUTbI, HTO N HA OCHOBHOM JOKYMEHTE.

4.7. DNEeKTPOHHbIE CETEBbLIE NOKANbHbBIE AOKYMEHTbI 1 9NIEKTPOHHbIE CETEBbIE YAaNeHHbIe
JOKYMEHTbI MOEHTUPULMPYIOTCA crieumanbHbIMU NPOrpaMMHbIMU CPELCTBAMM.

4.8. Ha NprvHATBIX NEPBUYHbIX YY4ETHbIX JOKYMEHTax Npov3BOAMTCS 3annchb, NoATBEPXAaowWwas,
4TO NOCTYNUBLINE [OKYMEHTbI NMPUHATHI B OUONMOTEYHBIA (OOHA Kak B 06 beKT 0CO00 LIEHHOr o
LBUXMMOro nmylectaa (aanee - OLLAN) nnm kak B 06 KT MHOrO ABUXMMOro MMYLLECTBa.

4.9. [NepBnYHbIE yY4ETHbIE [OKYMEHTbI, MOATBEPXAAtoWmMe PakT NOCTYNNEHNs, NepenalTcs B
Byxrantepuio ons BKKOYEHNS B y4eT ObnnmoTeyHoro cooHaa.

4.10. ExxekBapTanbHo, Npy ycnosun nameHeHms coctasa OLL W, ceeneHusi 06 obwem
KONIMYECTBE 1 CTOMMOCTM OOKYMEHTOB, BK/IIOYEHHbIX B COCTAB BUBNNOTEYHOro choHAa, Kak
06beKT 0c060 LIEHHOM0 ABUXMMOr0 UMYLECTBA, NEpeaatoTcs yuypeanTento.

V. Y4yeT BblObITUA NOKYMEHTOB U3
bubnmnoteyHoro oHaa

JokyMeHTbI BbIObIBaIOT 13 6MONMOTEYHOro PoHAA B CBA3M C (OU3NYECKON yTpaTom nnm
4aCTUYHOM NMOO NONHOM yTpaTon NOTPEObUTENbCKMX CBOMCTB. BhiObiBatowwme JOKYMEHThI
NCKIIoYatoTCs M3 6UBNMOTEYHOro POHAA M CIMCHIBAOTCS C BO3MOXHOCTbIO NMocneayoLei
6e3803Me3QHOIN Nepenayn B gpyrue bubnmnotekn nmbo peannsaumm.



5.1. NckntoveHne [oKyMeHTOB 13 6B1bnnoTeyHoro cpoHaa AomnyckaeTcsl No cnenyowmm
npuYMHaM: yTpaTta, BeTXOCTb, ePEKTHOCTb, yCTAapenocTb N0 COAePXKaHUO, HENPOUIbHOCTb.

HeI'IpOCpVIﬂbHOCTb JOKYMEHTOB yCTaHaB/1MBaeTCAa Ha OCHOBE I'Ipocpmnﬂ KOMMNeKToBaHnA
dooHOa M NHOro HOpMaTUBHOIO OOKYMEHTa, yTBEPX4aeMOoro pykosoanTenem bubnnoTekn.
Mo NnpUYMHE HeNPOOUNbHOCTM MOTYT UCKNOYaTbCA U3 ooHAA OOKYMEHTbI, HE KOMMNNEKTyeMble
6ubnnoTekon (I'Ipl/l OTKa3e OT KOMMNEKToBaHUA OTAOEIbHbIX KaTeFOpI/II7I ,D,OKyMeHTOB), n3nunuHe
,El.y6ﬂeTHbIe 3K3eMMNnspbl, 3aMEHEHHbIE 6onee NoNMHbIMK MO conep>XaHuto, nydwmnmm no
OPOpMIEHNIO, PUINYECKOMY COCTOSAHUIO N3OAHUSAMU; N0 UCTEYEHUN CPOKa XPaHEHUS
JOKYMEHTOB, Npn HU3KOM YPOBHE YATaATEJIbCKOro Crnpoca, npm HecooTBeTCTBNN SNTEKTPOHHDbIX
OJOKYMEHTOB TEXHUNYECKOMY N NMporpamMmmHOMy obecneyeHuo Bub nmoTekw.

5.1.1. VickntoyeHne JOoKYMEHTOB MO NpUYMHAM YyCTapenocTu No CoaepXaHuio,
HenpoUIbLHOCTM (Manocnpawmsaemble), a TakXxe no NpuyMHaM BETXOCTU N ePEKTHOCTU He
[OMNycKaeTCcs No OTHOWEHUIO K € AUHCTBEHHbIM 9K3eMnspam JOKYMEHTOB NOCTOSHHOMO
(6eccpoyYHOro) xpaHeHus.

5.1.2. cknioyeHre OOKYyMEHTOB, OTHECEHHbIX K KHUXXHbIM NaMsATH/KaM, [OMYCKaeTCs TONbKO
N0 NPWYMHE yTpaThl MPU YCNOBMU OTPaXEHNS NHGOPMaLIMKM O KHUXHOM NamsaTHrKe B PeecTpe
KHV>XKHbIX MaMATHMKOB.

5.2. BblbbITE LOKYMEHTOB M3 B1b6NnoTeYHOro ooHaa odoopmnsieTcss AKTOM O CrncaHmm
NCKNIOYEHHBbIX 06 bekToB B1bnmoTe4yHoro dooHaa (ganee AKT 0 cnucaHun) no cpopme (kon no
OKY[ 0504144), yteepxaeHHon NMpukaszom MuHgpmnHa Poccum o1 15.12. 2010 N 173H,
3aperncTpmpoBaHHbiM B MuHiocte Poccnm ot 01.02.2011 N 19658.

B AkTe 0 cnucaHmm oTpaXxatTcsi CBeLEHUS O KONMYECTBE M 06LWei CTOMMOCTM UCKTKOHYaeMbIX
LLOKYMEHTOB, yKa3blBaeTCS NPMYMHa UCKIIOYEHMS 1 HanpaBieHne BbIObITUS NCKN0YaEMbIX
LLOKYMEHTOB.

5.3. K AKTy 0 cnucaHum npunaraeTcs CNMcok Ha UckntodeHne 06 bekToB 6MbnnoTeyHoro
cboHAaa (manee Cnucok), KOTOPbIA BK/OYaeT crelytolme CBeAEHNS: PErMCTPALMOHHBIA HOMEp U
Wwndpp XpaHeHMs NOKyMeHTa, KpaTkoe bubnunorpadunyeckoe onmcaHmne, LeHy JOKYMEHTa,
3aoKCMPOBAHHYIO B pErMCTPEe MHAMBMAYANbHOrO yYeTa AOKYMEHTOB, KOS (P UUMEHT
nepeoLeHKN, LieHy nocne NepeoLeHKn 1 0bLyto CTOMMOCTb UCKOYaeMbIX 4OKYMEHTOB.

Jns nevaTHbIX 4OKYMEHTOB BPEMEHHOIr0 XpaHeHUs O0MnyckaeTcs 3amMeHa Crnmcka KHUXHbIMM
doopmMynapamu.

Ina nokymeHToB, 06paboTaHHbIX FPynMnoBbIM (YNPOLWEHHbIM) CNOCOO0M, BMECTO Cnncka faéTcs
nepeyeHb PerncTpaLnoHHbIX HOMEPOB, BUL UCKOYAEMBIX N3LAHWNIA, NX KONNYECTBO.

5.4. K AKTy 0 cnucaHuy no npuymHe yTpaTthbl U CIUCKY NpunaratoTcs AOKYMEHTbI,
noATBepXaatlme yTpaTty (MoSICHUTENbHAS 3anncka, B Clydae Kpaxu Unm XuweHus -
MPOTOKON, aKT, 3aK/IKOYEHNE YNONTHOMOYEHHbIX OPraHoB, MPX BO3MELEeHWM yiuepba -
CPMHAHCOBbIV [OKYMEHT O BO3MeLleH yuwepba).

BoamelweHune umtatensmm yuwepba aonyckaetcs B (oOpMe 3aMeHbl YyTEPSIHHOMO AOKYMEHTa
paBHOLEHHbIM B0 NyTeM AeHeXHOoN komneHcaumu. [Mpn npreme AeHer oT yntaTenein B3ameH
YTEPSHHbIX KHAT NN OPYruX LOKYMEHTOB COCTaBNASAETCS NPUXOLHbIA OpAEp, N YNTaTenNto
BblOAeTCs KBUTAHUMS yCTAHOBNIEHHOro obpasua.



5.5. Mpwn Bo3MeLeHnn yntatenem ywepba CTOMMOCTb YTpayeHHbIX LOKYMEHTOB
yCTaHaB/MBaeTCs 9KCNEPTHON KOMUCCHER No OLEeHKe AOKYMEHTOB, HA3HAYEHHOW NPMKa30M
pykoBoauTens Gnbnnoteku.

Mpu yTepe nnn XMweHNn LEHHbIX 1 PeOKUX KHUM ANS ONpeneneHnst ux CTOMMOCTY KOMUCCUS]
MOXXEeT NpuBNeKaTtb K CBOel paboTe COOTBETCTBYIOWMX 9KCNEPTOB, a TaKXe UCNOoNb30BaTb
MaTepuanbl Hay4YHO-MEeTOAMNYECKMX LLEHTPOB, KHUXHBIX ayKLMOHOB 1 ipMapok. B aTmx cnyyasix
onpeaeneHvne NpUYNHEHHoro yuwep6ba npenenbHbIMA KO3 OMUMEHTaMn KpaTHOCTH He
orpaHuynBaeTcs.

5.6. AKT 0 cnmucaHum No 04HON N3 MNPUYNH, yKasaHHbIX B M. 5.1, C NPUNOXEHHbIM CMINCKOM
noAnucbiBaeTCa npeacenatenem n YneHamm KOMMCCUMM No CNMCaHnio 06 bekToB 6UGIMOTEYHOrO
dooHOa, yTBEpXAaeTcsa pyKOBOAUTENEM yUYpeX OEeHMS.

5.7.Mocne ytBepxaeHust AKTa 0 CNncaHnn OCyLECTBASOTCS MEPONPUATUS MO
nepepacnpeneneHnto n peannsaumm cnncaHHbix 06 bekToB GubnMoTe4YHoro dooHaa.

5.7.1. [lokyMeHTbl (CnncaHHble 06 bekTbl BUBNNOTEYHOrO POHAA), UCKNIOYEHHDBIE MO NPUYNHAM
BETXOCTU, ePEKTHOCTU, YCTAPENoCTN NO COAEPXAHUIO, HANPABASAOTCS B MYHKTbl BTOPUYHOIO
cblpbsi. VickntoyeHHble N3 OOHO0B MUKPOGIOPMbI HA FrafnioreHnaocepebpsiHoN nnexHke
nognexar coaye kak cepebpoconepxalme 0TxXo4bl B COOTBETCTBMMN C 3aKOHO4ATENbCTBOM
Poccuitickoin depepaunn.

Mpw 0TCYTCTBUM NYHKTOB BTOPCLIPbS UM B CNyYasix, Korna coaya JOKYMEeHTOB Ha nepepaboTky
3KOHOMMYECKU HelenecoobpasHa, BubnMoTekn yHUYTOXAOT UCKITIOYEHHbIE OKYMEHTbI Ha
MecTe B MPUCYTCTBUM NINL, KOTOPbIE COCTaBNSOT akT 06 YHUUYTOXEHMN CNUCAHHBIX 06 bEKTOB
6ubnmoTeyHoro gooHaa.

B AkTe 0 cnucaHum oTpaxarTcs HauMeHOBaHWe, HOMep 1 faTta LOKYyMeHTa,
NOATBEPXAatowWwero oakT caaym CnucaHHbix 06 bEKTOB B MyHKT BTOPMYHOTO Cbipbs, MW akTa
00 YHUYTOXEHUM CrncaHHbIX 06 bekToB BbnmoTeyHoro gooHaa. JlokyMeHT npunaraeTcs K
AKTY O CnMcaHum co Crm1CKOM.

5.7.2. [JoKyMeHTbI (CnuncaHHble 06 bekTbl BUBNMOTEYHOr0 POHAA), UCKOYEHHbIE MO NPUYMHE
HenpPogMNbHOCTU, NepefarTCs No akTaM B 0OMeHHbI OOoHL B LeNsiX AanbHelwen nepenaym
Ha 6e3B03Me3aHO OCHOBE BrbnnoTekam unm peannsaumm u3nyecknm 1 lopuanyecKmm
niuam.

5.8. [Nocne 3aBeplueHns MePONPUATUIA, NPEAYCMOTPEHHbBIX AKTOM O CMIMCAHUUN UCKTIOYEHHbIX
06bekToB BMBNMOTEYHOrO GhOH A, NEPBbIA aK3eMnasip AKTa O CNIUCAHNK CO CMIMCKOM U
LLOKYMEHTOM, NMOATBEPXAAIOWMM BblObITME, NepenaeTcs B Oyxranteputo, BTOPO aK3eMnisp
ocTaeTcs B NoApasfeneHnn, OCyILecTBASIoWeM yyeT 6ubnmoTeyHoro dooHaa.

Ha ocHoBaHMM AKTa 0 CIMCaHUN UCKOYEHHBIX 06 beKTOB B1UBNMoTEYHOro dooHaa
6ubnuoteyHoe nogpasneneHve n byxrantepus BHOCSAT UBMEHEHUS B COOTBETCTBYOWMNE
y4YeTHble LOKYMEHTbI.

5.9. AKTbl O CIMCAHUN PETUCTPUPYIOTCS B KHUre CyMMapHoro yyeta 6ubnmoteyHoro dooHaoa"
(Vnn Opyrom BMae permcTpa CyMMapHoOro yyeTta BblObITMS JOKYMEHTOB, MPUHATOM B
6ubnuoTeke).

5.10. B peructpaunoHHom kHure (unu gpyrom suae permctpa nHansuayanbHoro yyeta
LLOKYMEHTOB, MPUHATOM B BB NnoTeke) NpocTaBnsaeTcs HoMep 1 gata Akta 0 CnucaHuu.



5.11. Bce ncknioyaemble 13 poHaa 6MH6NMOTEKN DOKYMEHTbI (KHUMM, XypHanbl, Apyrue Buabl
LLOKYMEHTOB) LONXHbI ObITb COOTBETCTBYIOWMUM 06pa30M 0COPMIIEHDI: crieumnanbHbIM
WwTeMnenem OoNXHbl ObiTb NoralweHbl Wwramnbl 66 NNOTEKMN.

5.12. OneKkTpPOHHblE CETEBbIE NOKaNbHbIE LOKYMEHTbI YOANSOTCS U3 3NEKTPOHHO BB NMoTekm
Ha OCHOBaHWM AKTa O CAMCaHMK C YKa3aHNeM NPUYNHbI UICKNoYeHNs. HanmeHoBaHmne, HoMep u
fnarta akta BBOAATCS B 6a3y AaHHbIX B KAYECTBE MeTanHopMaumm K COOTBETCTBYIOLEMY
DOKYMEHTY.

Ha ocHoBaHWM BBEAEHHbIX CBELEHUIA NPOrPaMMHbBIM CNIOCOO0OM chopMuMpyeTCs nepeyeHb AKTOB
0 CMMCaHWK (PEECTP CyMMAPHOro yyeTa BblObITMSA CETEBbIX IOKaNbHbIX JOKYMEHTOB) U
nepeyeHb CNNCaHHbIX 06 bEKTOB 3NEKTPOHHON BUBNMOTEKN (PEECTP MHANBUAYANBHOMO yyeTa
BblObITUS CETEBBLIX IOKANbHbIX OKYMEHTOB).

5.13. BbibbITWE 9NEKTPOHHbIX CETEBbIX YAANEHHbIX LOKYMEHTOB HE 0ChOpMNsSieTCs
cneuvanbHbIM JOKYMEHTOM. [MoaTBEpXAEHNEM BbIObITVSA SBNSETCS UCTEYEHNE CpOoKa AENCTBUS
LLOKYMEHTA (LoroBopa, KOHTPakTa, MUEH3MOHHOr O COr naleHns), 00OPMJIEHHOr O Ha NPaBo
LOCTyna K onpeneneHHol 6ase aaHHbIX (NakeTy) CeTEBbIX LOKYMEHTOB, 1 OTCYTCTBUE
LLOroBopa, KOHTPaKTa, IMUEH3MOHHOr O COr naweHns, 0OOPMIEHHOTO HA HOBBI CPOK.

5.14. ExxekBapTanbHo, Npu ycnoeum nameHeHuns coctasa OLLAN, obwme cBeneHms o
KONIM4YeCTBE N CTOUMOCTUN LOKYMEHTOB, CMINCAHHbIX N3 B1BNMoTeyHoro ooHaa, kak obbekTa
0c060 LIEHHOro ABUXUMOro MMYLWECTBA, C yKa3aHneM nepeyHst AKTOB O CUcaHWK, MPUYMH 1
HanpaBneHWiA BbIObITUS LOKYMEHTOB, MPEACTaBNAOTCS yYpeanTento. KonmyecTBo BbiObIBAKOWMX
IOKYMEHTOB He OO/XHO MpeBblwaTh KOMYeCTBa BHOBb NOCTYNAOWUX 4OKYMEHTOB B

61 NMOTEYHBIV COOHA.

VI. Y4eT ntoros OBm>XeHu4
bubnmnoteyHoro oHaa

6.1. ITorn oBuXeHns oOHA0B NOABOASITCS B KHUre CyMMapHOro yyeta 6ubnnote4yHoro poHaa
(Unn pPyrom permcTpe CyMMapHoOro yyeta, NpuHATOM B 6Mbn1noTeke) Ha OCHOBaHNM AaHHbIX
CYMMapHOro y4yeTa 0 NOCTYNNeHNN 1 BbIObITUN LOKYMEHTOB.

MToroeble naHHble UMEIOT 4yeTblpe obs3aTeNbHbIX NOKa3aTens: COCTOAN0 Ha HavYano roga,
nocTynmnno 3a rona, BbIObINO 3a rog, COCTOMUT Ha KoHeu roga.

Torosble oaHHble No 9NEeKTPOHHbIM CeTEeBbIM yaaNleHHbIM OOKYMEHTAM NPEenCTaBNAKTCA
cnenyowyMm nokasaTensamm y4eTHbIX e QJUHUL: COCTOSAIO Ha Havyano roga, opopMsieHo B
OOCTyn B Te4eHmne rona, ooctyn npeKpauweH B Te4eHne rona, CoCTonT Ha KOHel roaa.

6.2. CBeneHnst 06 MTOroBblX AaHHbIX OUKCUPYIOTCS B OOpMe rocyAapCTBEHHOWA
CTaTUCTUYECKOMN OTYETHOCTU N NPEACTaBNATCA AN Lenen rocynapcTBeHHON
CTaTUCTUYECKOM OTYETHOCTMW.

NT1oroeble paHHble 06 0OMEHHOM POHAE HE BK/tOYAKOTCA B 06Wwme nokasatenn 6ubnmoTeyHoro
dooHAaa.



VII. TlpoBepka Hann4na OOKyMeHTOB
bubnmnoteyHoro oHaa

7.1. MpoBepka Hannums 0OKyMeHToB B1bnrMoTeyHoro cdpoHaa (oanee - npoesepka ooH1a)
NPoun3BOAUTCS B 0693aTeNbHOM NOPSAKE:

npw BbiABNEHUNN (*)aKTOB XUWEeHnA, 3r|oyr|0Tpe6neH|/|$| NNn nop4n OOKYMEHTOB;

B C/lyyae CTUxuiiHoro 6encTBus, noxapa nnm 4pyrux YpessblHaiHbIX CUTYaLMiA, BbI3BAHHbIX
9KCTPeManbHbIMU YCNOBUAMM;

npw peopraHmnsauum nnn nukengaumm 6mb nnoTeku;

Lna npoBeaeHns NpoBepOK PyKOBOAUTENEM OPraHn3aLmnmn Ha3Ha4aeTcs KOMUCCUS, B COCTaB
KOMUCCUW 0ONXKEH BXOAUTb NPeacTaBUTENb Byxrantepun.

7.2. MpoBepka ooHAa B NNaHOBOM NOpPsiAKe OCYLWECTBNSETCS B Cleayowme CPoKu:

LOKYMEHTbI, UMetowWwmne B 00OPMIEHNN AparOLEeHHble MeTansbl U (M1K) aparoueHHble KaMHW -
€XeronHo;

JPOHA penknx 1 LEeHHbIX KHUM - 0AWH pas3 B 5 ner;

poHAabl 6GnbnnoTek 0o 50 ThiCAY yHETHbIX eAMHNULL - OAWNH pa3 B 5 neT;

oHAabl 6nbnunotek ot 50 8o 200 ThICAY yYETHbBIX €AMHULL - OAUH pa3 B 7 NeT;

doHabl 6ubnnoTek ot 200 ThicsY A0 1 MUNNMOHA YYETHBIX € AUHWL - 0AWH pa3 B 10 neT;
dboHabl 6Gnbnunotek o1 1 4o 10 MUNIMOHOB YYETHBIX €ANHML, - OAMH pad B 15 neT;

doHAabl 6Gnbnnotek o1 10 8o 20 MUINNOHOB YYETHBIX €AMHUL, - 0AUH pa3 B 20 neT;

hoHAbl 6GnbnnoTek cabiwe 20 MUNNMOHOB YYETHBIX €AUHNL, - 1 MUNNIMOH 3K3EMMISAPOB B rO4.

MnaHoBas npoBepka ooHaa 6UBIMOTEKN MOXET OCYLLECTBASTHCA NO3TAMNHO B COOTBETCTBUM C
rpacouKoM NpoBeaeHNs NPOBEPKM BCEro OoHAAa MK ero YacTu (B TOM YACNE PEOKUX U LEHHbIX
KHWT) C onpeneneHneM CpoKoB U KONnYyecTBa nnaHupyemoro o6 bema paboThl.

7.3. ﬂpOBepKa ANEKTPOHHbIX CeTeBbIX NOKa/lbHbIX JOKYMEHTOB OCYLLECTB/IAETCA MO
KONMN4YeCTBEHHDbIM Nnoka3aTte/isiiM, a Tak>Xe No KOHTPOJ/IbHbIM CyMMaM, NMO3BOJIAOWNM BbIABUTb
M3MEHEHWNA B OOKYMEHTE.

MpoBepka AOCTYNHOCTU 3NEKTPOHHbIX CETEBbIX YAaNEHHbIX LOKYMEHTOB OCYLECTBNSAETCS C
a[pecoB BX0a, yKas3aHHbIX B pErMcTpe MHAMBMAYanbHOro yyeTa.

7.4. MNMpoBepka Bcero poHaa 1nm ero 4actu 3aBepluaeTcs COCTaBNEeHNEM akTa 0 pe3ynbTatax
NpoBeLEHUS MPOBEPKM HANNYMS [OKYMEHTOB BUBINOTEYHOr0 hOoHAA U MPUNOXEHUEM K HEMY
cnuncka AOKYMEHTOB, OTCYTCTBYHOWMX MO HEYCTaHOBNEHHOW NPUYMHE.

B akTe pukcupytoTcs cBeAeHNS 0 KONMYECTBE LOKYMEHTOB H1BNMOTEYHOro oOHAa MO AAHHBIM
yyeTa; LOKYMEHTOB, MEIOWMXCS B HANNYMWN; LOKYMEHTOB, OTCYTCTBYIOWMNX B GO NNOTEYHOM
hOoHAE MO HeyCTaHOB/IEHHOW NpuyMHe. B akTe TakXe ykasblBaloTcs HOMEP 1 faTta akta o



npoBeneHUn Npeabliaylen Nposepkn. AKT C NPUNOXEHNEM CrUcKa AOKYMEHTOB,
OTCYTCTBYIOWMX MO HEYCTAHOBNEHHOW NPUYMHE, NOLNUCLIBAETCSA NPeAcenaTeENEM U YeHaMu
KOMUCCUW 1 YTBEPXOaeTCS PYyKOBOANTENEM YUpEX OEHUS.

7.5. MMpwn BbIABNEHMM B NpoLiecce NPOBEPKM OOHAA OTCYTCTBYIOWMUX LOKYMEHTOB U
HEBO3MOXHOCTM YCTAHOBNIEHNS BUHOBHbIX WL, yObITKA NO HEJOCTa4YaM CNMCbIBAKOTCA B
COOTBETCTBMU C AENCTBYIOWMNM 3aKOHOLATENbCTBOM.

VIIl. lenonpon3BonCcTBO B OpraHn3saumnm
yyeTa bnbnmortevyHoro poHaa

8.1. OpraHusaums paboTbl C OKYMEHTAMM MO y4eTy 6MONNMOTEYHOro POoHAA OCYLECTBNSETCS
Mo npasunam BegeHUs 0enonpon3soncTaa.

8.2. CpoKku XpaHeHMs LOKYMEHTOB yCTaHaBNMBAOTCSA B COOTBETCTBUM C [Mpukasom
MuHuncTepcTBa KynbTypbl Poccuitickoin @epepauunm ot 25.08.2010 N 558 O6 yTBEpXOEHWM
"MepeyHs TUNOBbIX yNpaBfeHYeCKNX apXMBHbIX JOKYMEHTOB, 06pasyolwmxcsl B npoLecce
0eaTeNbHOCTU rocyapCTBEHHbIX OpraHoOB, OpraHoB MECTHOIO CaMoyrnpaBneHns u
opraHu3auumia, ¢ ykasaHnem CPpOKOB XpaHeHusa", 3apernctpuposaHHbiM MuHocTom Poccuiickoi
depnepaunn 08.09.2010 N 18380.

8.2.1. [ocTosiHHO, 00 NMKBMAALMN BUBNMOTEKN, XPaHATCS PEerucTpbl MHANBMAYANbHOMO U
CYMMapHOro y4yeTa LOKYyMEeHTOB 6MbnmMoTeyHoro dooHaa (permctpaumoHHbIE KHUMN,
WHBEHTAPHbIE KHUM, KHATM CYMMapHOro yyeTa, y4YeTHbIA KaTtanor, Tonorpaguieckme onucu u
Karanorn).

8.2.2. B TeueHne gecatun net xpaHaTcs AKTbl O CMIMCAHUM NCKIOYEHHBIX 00 bEKTOB
6ubnnoTeyHoro poHAaa 1 akTbl 0 NpremMe-nepesaye cnmcaHHbix 06 beKTOB BMONNOTEYHOrO
dooHAaa.

8.2.3. B TeyeHue natm net XxpaHATCS NEePBUYHbIE yYeTHblE OOKYMEHThI, NOATBEpXAaowme
NOCTYNNeHne [OKYMEHTOB B 6MONMOTEYHbI OOHL (HaKNnaaHble, akTbl O MPUEMeE, akTbl coayu-
NPUEMKN).

8.2.4. [10 OKOHYaHUS 04epenHOM NPOBEPKM POHAA XPAHATCS akTbl O pe3ynbTaTax NpoBeaeHns
MPOBEPKN HANNYMSA LOKYMEHTOB 6UbnMoTeyHoro ooHaa.

* 'paxpaHckuin kogekc Poccuiickon denepaumn. HacTtb BTopas oT 26 aHB. 1996 1. N 14-d3 //
Cobp. 3akoHopaTenbcTBa Poc. ®egepaumn. - 1996 r.- N 5, ¢1.410.- C. 1110-1296.
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