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1. YTBepanTtb Mopsagok yyeTa OOKYMEHTOB, BXOOSWMX B cocTaB GubnmoteyHoro
doHaa (npunoxeHve).

2. KOHTponb 3a WUCMNOSIHEHMEM  HacToAWeEro npukasa BO3MNOXWTb  Ha
cTaTc-cekpeTapsi-samectutens  MuHuctpa  KynbTypbl  Poccunckon — depepaumm
I.IN. Nennesa.

MwuHuncTp B.P. MeguHckum

3apernctpuposaHo B MuHiocte P® 14 masa 2013 .
PeructpaumoHHbin N 28390

MpunoxeHue
K npukasy MmHucrtepcTBa KynbTypbl PP
oT 8 okTAb6psa 2012 r. N 1077

Mopsaok
yyeTa JOKYMEHTOB, BXOAALWMX B cocTaB oMbnuortevyHoro poHaa

. O6Lwme nonoxeHus

1.1. Y4yeT gokymeHTOB GUBNMoOTEYHOro poHaa sABNAETCS OCHOBOW OTYETHOCTU U
nnaHMpoBaHMA  OedaTenbHocTM  BubnuoTtekn, cnocobcTByeT obecnevyeHuro  ero
COXPaHHOCTM.

1.2. YyeT BKNOYaeT pernmctpaumio NocTynneHus LOKYMEHTOB B OMONMOTEYHbIN
oHAO, WX BbIOLITMA M3 (oHOa, UTOroBble AaHHble O BenuvyuHe (obbeme) Bcero
6ubnuoTteyHoro poHaa 1 ero nogpasnenos, CTOMMOCTb poHAaA.

1.3. OcHoBHble TpeboBaHus, NpeabsaBnaemMble K ydeTy GubnunorteyHoro ooHaa:

NnosIHOTa N JOCTOBEPHOCTb Y4EeTHOM MHpopMaLuu;

onepaTmBHOCTD;

AOKYMEHTMPOBAHHOE OQOPMIIEHNE KaXOOro MOCTYNNeHnss B (POHO WM KaxKaoro
BblObITUA U3 oHAa;

COBMECTUMOCTb MPMEMOB M POPM y4deTa, UX HaOeXHOCTb Npwu napannenbHOM
NCNOoJSib30BaHUN TPAOULIMOHHOM N aBTOMATU3NPOBAHHOW TEXHONOIMMI y4eTa;

COOTBETCTBME HOMEHKMaTypbl Mokasatenen ydvyeta oHOAa aHanornyHbIm
rnokasaTensim rocyaapcTBeHHOM 6MONMOTEYHOM CTaTUCTUKM.

1.4. YyeTy nognexar Bce AOKYMEHTbl (MOCTOSAHHOrO, ANUTENbHOro, BPEMEHHOIo
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XpaHeHust), noctynatowme B oH 6mbnmotekn n BoibbiBatowmne n3 goHaa 6ubnuoTeku,
He3aBUCUMO OT Buaa HocuTens.

1.5. Y4yeT OOKYMEHTOB BefeTCs B perncrpax MHAuBMAYyanbHOro U CyMMapHOro
yyeTa B TpaguUNOHHOM U (UNN) 3NIEKTPOHHOM Buae.

1.5.1. Peructpamm  unHamBuayanbHOro ydeta  [JOKYMEHTOB  SBMANOTCA:
perncTpaLmMoHHasi KHUra, Kaptoyka permcTpauum Ha onpegeneHHbl Bug JOKYMeHTa Ans
raseT, >KypHanoB, [Apyrux BMOOB [JOKYMeHTOB. [lonyckaeTcsa Takke perucrpamu
NHOWBUOYANbHOIO yyeTa cyntaTb Tonorpaduyeckyro onnck (Katanor), y4eTHbIN KaTanor,
y4yeTHbIN pbans ¢ BbIXOOHLIMU hopMamu, OpMUPYEMbIMU B MOPAOKE UHBEHTaPHbIX UMK
NHbIX NOEHTUMKALMOHHBIX HOMEPOB JOKYMEHTOB.

Pernctpbl nHanBMayanbHOro ydeta JOKYMeHToB BMbnunoTtedHoro dponga cogepxart
PEKBU3NUTLI, WOEHTUUUMPYIOWME KaXObIM  OOKYMEHT C YKasaHMeM CBeLEHUM O
NOCTYNSIEHUN JOKYMEHTA 1 O ero BblObITUN N3 bnbnmotTevHoro poHaa.

1.5.2. Pernctpamm cymmapHOro ydyeta JOKYMEHTOB SIBISIOTCA: KHAra CyMMapHOro
yyeta OubnmotevHoro oHaa, NUCTbl CyMMapHoOro ydyeta ©OumbnuotevHoro doHaa,
XypHan. [onyckaioTca pasnuuHble  MOAUMUKALMW  KHUMM  CYMMapHOro  yyeta.
HesaBncmMmo OT BMAa Y4ETHOro JOKYMEHTa pPermcTpbl CyMMapHOro yyeta coaepart Tpu
B3aMMOCBSI3aHHblE YacCTu:

"MocTynneHne gOKYyMEHTOB B GUGnnoTeyHsIn goHa",

"BbIObITME OKYMEHTOB U3 6BUbnnoTeyHoro coHaa",

"Utorn asmxeHns 6ubnmuoteyHoro ooHaa: UTOroBble AaHHbIE Ha KOHeL, OTYETHOro
nepuoga".

O606LeHHbIe faHHble OTPaXarTCA B KaXKAOW YacTu pernctpa CyMmMapHoOro ydyera.
B anekTpoHHOW cucteme yvyeta 3TU YacTuU UHTErPUPYIOTCA B €AUHbIA YY4EeTHbIN doaisi.

1.6. CymmapHbii ¥ uHOMBMAOYanbHbIM y4yeT doHA4a BedeTcs CTPYKTYPHbIMU
nogpasgeneHnsamn 6ubnuotekn, B BeOEeHUM KOTOPbIX HAXOAUTCA KOMMSEKTOBaHWe
doHAa, a Takke noapasgeneHusimn, obecnevymBalroUMN XpaHEHNE U UCMNOSb30BaHWe
3aKpenneHHbIX 3a HUMK YacTten obLero ooHaa ombnmoTekn.

1.7. CtaTuctMyeckas uHgopmauma o popMmpoBaHmm dubnuoTtedHoro doHaa no
ntoram roga npeacraBnaeTcs B [NaBHbIN MH(OPMALMOHHO-BBLIMUCIIUTENBHBLIN LEHTP
MuHkynbTypbl Poccuu.

Il. EauHuubl yyeTa 6MbnunotevHoro hoHaa

2.1. BennunHa (06bem) n OBMXKeHME oHOa M3MEPSTCA B YHUPUUMPOBAHHbLIX
eanHuuax ydyera.

OCHOBHbIMW eguHMLaMKN ydeTa [OKYMEHTOB O6ubnmnoTedyHoro doHaa SABNAKTCA
3K3eMnsisp U Ha3BaHue, ANA ra3eT - ro40BOW KOMMMEKT U Ha3BaHWe.

[ononHuTenbHbIMN  eaAnHULamMuM yyeta doHAa SBMAATCA rOLOBOW  KOMMIEKT,
MeTponosfika, nodwuveka (nepenneTtHas eguHuua); AN 3NEKTPOHHbIX [JOKYMEHTOB -
eanH1LUa NnamMsaTn JaHHbIX.

2.2. Obuwas BenuMyuHa 6nbnmoTeyHoro oHaa B LieSIOM U ero noapasgernos, B TOM
yucre CeTeBbIX rIloOKamnbHbIX [OOKYMEHTOB UM CeTeBbiX YyAaneHHbIX [OOKYMEHTOB,
y4uTbIBAETCA B 3K3eMMnapax, HoBble NOCTYNMEHUS - B 3K3eMnnapax n HassaHusx. HYucrno
rogoBbIX KOMIMMEKTOB raseT NpMpaBHMBAETCS K YNCIY 9K3EMMNIISPOB.



lll. Y4eT OKYMEHTOB No BUAAM U KaTeropusim

3.1. NeyaTHble n3gaHns N HeonybNMKOBaHHbIE AOKYMEHTbI.

K neyaTtHbIM M34aHUSM OTHOCATCA TUPaXUPOBAHHbIE W34aHUS, MOSyYEHHbIE
neyaTaHnMeMm Unn TUCHEHMEM, NonurpadoUIECKn CamMoCTOATESNTbHO OPOPMIIEHHbIE: KHUU,
Opowtopbl, KypHanbl, MpPOOOIKAKWMECHA W3OaHUS, JUCTOBble W3O0aHUA, TraseThl,
Nn3om3gaHns, HOTHbIE U3aaHud, KapTorpadpuyeckne n3gaHusi, HOPMaTUBHO - TEXHUYECKME
N TEXHUYECKME OOKYMEHTLI, aBTopedepaTthl guccepTauuni.

K HeonyGnMKOBAHHbIM  OOKYMEHTaM OTHOCATCA  PYKOMUCHbIE  OOKYMEHTbI
(PYKOMUCHbBIE KHUTM N apXMBHbIE OOKYMEHTbI), @ TakkKe AOKYMEHTbl, M3rOTOBMEHHbIE B
€AVHNYHbIX aK3emnngapax, ABNALWMMNCA obbekTamu NHTENNEeKTyanbHON
CcOBCTBEHHOCTU (OENOHMPOBAHHbIE Hay4YHble paboTbl, AUCcepTaunmn, NPENPUHTLI, OTYETHI
0 Hay4HO-uccriegoBaTenbCkux paboTtax, nepeBoabl, ONMcCaHUs anropuTMoB U NPorpaMmm
OBM, NpoeKkTHO-KOHCTPYKTOPCKasa OOKYMEHTauMs), TakTUNbHbIE pyKoAENbHbIE M3OaHUSN
Ans cnenbix N cnadbosmasawmx. PyKonucHble OOKYMEHTbI, BXogswmue B 6ubnumoteyHble
doHAbl, ABNATCA COCTaBHOW 4acTbio ApxuBHoro c¢doHga Poccurckon depepauum wm
yUMTbIBAlOTCS B COOTBETCTBMW C HOPMATMBHbIMM M MNPABOBbIMM akKTaMu Mo Yy4veTy
apPXMUBHbIX AOKYMEHTOB U HacTosawmm lNopsaakom.

3.1.1. KHuru v 6polltopbl y4NTLIBAOTCA B 3K3eMNnsipax U Ha3BaHUSIX.

Kak oTAenbHbIN 9K3eMnnsap 1 Kak oTAeNbHOe Ha3BaHMe YyYUTbIBAOTCA:

Kaxkgoe oTaenbHoe nagaHue (kHura, polutopa);

Kaxkgoe Bxoasiliee B KOHBOSOT U3JaHuE;

KaXObl OTAENbHbLIN TOM (BbIMYCK, 4acTb) MHOFOTOMHOIO W3OaHWUS, UMEKL M
nHOMBMAYyanbHoe 3arnaBsue;

Kakgas n3 6polltop, BbIMYLWEHHbIX B 0ObeauHSAWEN MX U3OaTenbCKon narke,
00noXKe, MaHXeTKe;

Kaxkgas KHUra unm opoluopa, BXo4swasa B KHWKHYIO Ceputo (HyMepoBaHHY UK
HEHYMEPOBaHHYH0);

OTAENbHO M3OaHHbIE MPUIIOXKEHUS K KHUram u  Gpoluopam, unmerwme
MHOMBMAOYaNbHOE 3arnaBne U CaMoCTOATENBHOE 3HAYEHME.

3.1.2. [JOKyMeHTbI, BbIMOSIHEHHbIE PenbedHO - TOYEYHbIM LWPUPTOM (LWPUPTOM
Bpanns), yuntbiBaloTCS B 3K3eMMnspax U Ha3BaHUSAX.

OK3eMNNApoM ANs AaHHOro BMAa U3OaHUN ABNSETCS KaXKaasi U3 KHUM KOMMNEKTa,
06beanHEHHbIX OOLLMM Ha3BaHUEM.

Kak ogHO HasBaHWe y4YuTbiBAETCHA KOMMMEKT M3gaHWdA, He3aBUCUMO OT 4ucna
BXOASALMX B HETO KHWT.

3.1.3. XKXypHanbl 1 npoaosmkarwmecs nsgaHus yumTbiBalOTCS B 3K3eMnnsapax u
Ha3BaHMUSAX.

OK3EMNMAPOM CyYMTaeTcd HOMep, TOM, BbINYCK, MU3daHHble MO OTAESNbHOCTU, a
Takke KOMMIEKT HOMEPOB, TOMOB, BbINYCKOB, MepensieTeHHbIX B oAuH  ©Bnok
n3aaTenbCTBOM.

Kak ooHO HasBaHME Y4YMTbIBAETCH KOMMIIEKT HOMEPOB, TOMOB, BbIMyCKOB,
obpasylowmnx OTAENbHY eauHULy C OTNUYMTENbHbIM 3arnasuemM. [Mpu U3MeHeHuu
3arnaBmsa HOBOW YYETHOW €AMHULIEN CYMTaeTCs M3gaHue, ecriv U3MEHEHWe BHECEHO B



nepBble NATb CIOB 3arnaBusi.

[Mepuognyeckne MpUOXKEHNS K >KypHanam, BbIXOOSAWME CaMOCTOATENbHO,
nMerLmne nHaMBMayanbHoe 3arfaBve U COOCTBEHHYIO HyMepauuto, YYUTbIBAOTCA Kak
OTAernbHble 3K3EMNNAPbI U OTAENbHbIE HA3BaHMWA.

Kaxxgas cepusi npogosrpkalowerocs usgaHus, uvMmerowasa uHAnBUAyanbHoe
3arnaBne ”n COOCTBEHHYHD HyMepauuio BbINYCKOB, Y4YUTbIBAETCS KaK OTAENbHOEe
Ha3BaHue.

Kaxgblhn  camMoCToATEeNbHbLIM  TOM  (BbIMYCK)  MPOOOSMKAOLErocss  M3gaHus
YUYNTbIBAETCS KaK OTAeNbHOE Ha3BaHue.

3.1.4. [a3eTbl yYNTbIBAKOTCS B rO40BbIX KOMMEKTax U Ha3BaHUsIX.

Kak ogHO HasBaHMEe y4YUTbIBAETCHA KOMMSIEKT raseTt, o6pasylolmnx OTAENbHYI0
eONHULY C OTNNYUTENbHbIM 3arnaBvemM. [py M3MEHeHMM 3arnaBua HOBOW YYETHOM
eAuHMLUEen cuuTaeTcs usgaHue, ecnm N3MEHeHMe BHEeCEHO B nepBble MNATb CroB
3arnasus.

OpHoaHeBHbIE (pa3oBble) ra3eThbl yYMTLIBAKOTCA B ak3eMnnspax (HoMep, BbINyCK) K
Ha3BaHUSAX.

OToenbHO U3gaHHble MNepuoandeckne MNPUNOXKEHUs K rasetam, uMerowme
NHOMBMAYanbHoOE 3arnasue n COBCTBEHHYIO HyMepauuio, YyUMTbIBAKOTCS
CaMOCTOSATESbHO.

3.1.5. N3omspgaHmnsa (anbbombl, KOMNMEKTbl, OTAErNbHble JIUCTOBblE W34aHUs) U
penbedHo-rpacdmnyeckne nocobus nna cnenbix U cnaboBMaAWMX YYUTbIBAOTCA B
aK3emnngapax n Ha3BaHUSAX.

Kak oTaenbHbI 9K3eMnnsip U oTAenbHOe HasBaHWe YYUTbIBAETCH KaKabl NNCT
(BbINYCK) cepun u3omsgaHun, He obbedMHEHHble u3gaTenbCKon nankor (06noXKon,
MaHXeTKORn).

JinctoBble wu3gaHusi, o6bEOAMHEHHble M3gaTenbCckorM  nankon  (06I0XKKOWN,
MaHXeTKoN, 06epTKON) yYMTLIBAKOTCA KaK OMH 3K3EeMNNAp U OQHO Ha3BaHue.

3.1.6. HoTHblE n3gaHnsa yunTbIBaOTCA B 3K3EMMNIISipax U Ha3BaHUSIX.

Kak oTaenbHble aKk3eMnnsapbl U OTAENbHbIE HA3BaHUA YYUTLIBAKOTCA:

camMoCTOATEeNbHbIE HOTHble M3OaHUsl, OO0beaMHEHHblE B OAOHOM nepenneTte
(koHBOMOTE);

OTAeSbHbIE NapTuM (ronoca) 1 napTutypa (knasup), U3gaHHble pa3gesnbHo.

Kak oguH ak3emnnap 1 ogHO Ha3BaHWE YYUTbLIBAKOTCA:

oTAeNbHble NapTumn (ronoca), o6begMHEHHbIE C NAPTUTYPOKr (KNaBupom) B OQHOM
n3gaHun, a Takke napTumn, obbegnHeHHbIe N3gaTenbCKoM Nankom (0610XKKOoN).

3.1.7. KapTorpaduyeckme nsgaHus y4nTbiBalOTCA B 9K3eMMNspax U Ha3BaHUSAX.

Kak oTaenbHbIn 9Kk3eMnnsap 1 oTAeNbHOe HasBaHWE YyYuThbIBAOTCS:

aTnachbl, COCTOSILLME U3 OTAESbHbIX HYMEPOBaHHbIX UM AaTUPOBAHHbLIX BbIMYCKOB;

KaXkabl BbIMYyCK CEPUIMHOINO n3gaHnsa KapTbl Unu aTtnaca.

Kak oguvH a3k3eMnndp M OAQHO Ha3BaHWe y4YuTbiBAeTCA KapTa, M3faHHas Ha
HECKONbKMX NUCTax (noanexawmx ckrnenke), oobeanHeHHbIX 06 MM 3arnaBmnem.

MHOroToMHble (MHOFOSIUCTOBbIE) KapTorpaduyeckne wmsgaHus, ob0beanHEHHbIe
ofLwmm 3arnaBueM, y4mMTbIBaAKOTCS MO KOMYECTBY TOMOB M OQHOMY Ha3BaHMIO.

OToenbHO KM34aHHbIE, HO He WMELMe CaMOCTOATENbHOINO  3HA4YeHud,
KapTorpagouyeckne nmnpunoXeHns K pasfiMyHbIM - u3gaHuam  (kHuram, 6polutopam,
XXypHanam) yunTbiBatOTCA €4MHbIM KOMMIEKTOM C OCHOBHbIM U3JaHMUEM.



3.1.8. HopmMaTMBHO-TEXHMYECKME W TEXHUYECKME [OOKYMEHTbl (MaTEeHTHblEe
AOKYMEHTbI, TUMOBbLIE MPOEKTbI N YEepPTEXN, KaTanorn NpoMbllLIeHHOro o6opyaoBaHus 1
n3genuin, HopmMaTuBHble [OOKYMEHTbl MO CTaHAapTu3aumn, TEXHUYECKUE YCIOBUS,
pyKOBOASALLME JOKYMEHTbBI M NpaBunia) y4ntbiBaloTCH B 3K3eMnnsapax n HasBaHUsIX.

Kak oguH ak3emnnsip U OOHO Ha3BaHME Y4YMTbIBAKOTCA CTaHOapTbl M KaTanoru
NPOMbILLNEHHOr0O 060pyAoBaHUS WM W3OENUN, BbIMYLWEHHbIE B 0O0beguHAWEN KX
nsgaTtenbckon nanke (0610XKe) NPU HaNMYUKU Ha nanke obLen LeHbl, CoaepXXaHnust BCEro
N3gaHns, eOnHbIX BbIXOOHbIX AAHHbIX.

Kak oTaenbHbIn 3K3eMnnsip U OTAENbHOE Ha3BaHME YYUTbIBAOTCA CTaHA4apTbl U
Kartanorn npoMbILINIEHHOr0 060opyaoBaHMS W W3Oenui, Opyrve cneumanbHble Buabl
AOKYMEHTOB, BbiMYLLEHHbIE B BUAE OTAENbHbIX JINCTOB, €CIN KaXXabl U3 HUX UMEET CBOM
BbIXOAHbIE [aHHble, LEHY, TUpaX, OaXe eCnv OHU obbeaMHEHbl OOHOW M3aaTenbCKOoW
nankoun (06s10XKKOM).

3.1.9. HeonybnukoBaHHblE AOKYMEHTbI YYMUTLIBAKOTCS B 9K3EMNIIsipax U Ha3BaHUSIX.

Kak oguH ak3emnnsip n ogHO Ha3BaHWE y4YnUTbIBAOTCS:

AEeNnOHMpPOBaHHAA Hay4YHas paboTa (KOMMNEeKT, COCTOAWMIA U3 ABYX 3K3eMMapoB
paboTbl) U CONPOBOAUTESIbHbIE LOKYMEHTHI;

HeonybnMkoBaHHbIE [OKYMEHTbl, COpOLUIOPOBaHHbIE WM cOoAdepXXalimecss B
OTAENIbHOW Nnanke.

[ns KOHCTPYKTOPCKOM AOKYMEHTauuMm efuHuULen ydeta SBMISeTCA 4YepTex Wnu
NOSIHbIM KOMMJIEKT KOHCTPYKTOPCKMX [OOKYMEHTOB, OTHOCALLUMXCA K OAHOMY W3AENvio
(06beKTy).

3.1.10. OBHOoBNsiIEMOE nevyaTHOE U3gaHNe yYUTbIBAeTCA Kak oTAenbHOe Ha3BaHue
N OTOENbHbIN JK3EMNMISAP NpU NepPBUYHOM MOCTynneHun B 6ubnmnoteky. Nocneaytowme
NOCTYNSMIEHNSA BKMaAHbIX JFINCTOB, NpeAHa3HayYeHHbIX Ansi AOMOSIHEHUA WNU 3aMeEHbI
COOTBETCTBYIOLLUNX NTIUCTOB B U34aHNN, OTAENbHOMY YYETY HE noasexar.

3.1.11. dakcMMunbHOE n3gaHne y4YmTbiBaeTCs Kak opurmHan.

3.2. AyanoBusyarbHble JOKYMEHTHI.

K ayanoBuayanbHbIM JOKYMEHTAM OTHOCATCS (DOHOAOKYMEHTbI, BUOEOAOKYMEHTHI,
POTOAOKYMEHTbI, KWNHOAOKYMEHTHI.

3.2.1. EauHuMuamun ydeta oHOa ayauoBu3yasibHbIX [OOKYMEHTOB SABNSAKTCA
9K3eMnsisip U HasBaHue.

Kak oTaenbHbIN 9K3eMMAap yYuTbIBaKOTCSA:

AUCK - ANS rpamniacTUHOK,;

KaTywka, kacceTa nnu 6o0buHa - Ans MarHUTHbIX (POHOrpamm;

KacceTa - N9 BUAEOAOKYMEHTOB;

Kagp - 4na PoToAOKYMEHTOB (OMano3nTUBOB, Clangos);

6obuHa - ona KNHOUNBbMOB.

Kak ogHO Ha3BaHMe y4YnTbIBaOTCS:

OTAENbHO BbINYLWEHHAA rpaMnnacTuHka, kKacceTta, nNubo komnnekt (anbbom)
rpamMniacTUHOK, kacceT, 06beaANHEHHbIX 0B MM Ha3BaHUEM;

MarHutHas oHorpamMma Ha OAHOW KaTyllke (KacceTe), MarHuTHasi boHorpamma
Ha HECKONbKMX KaTyLlKax (kacceTax), 06beanHEHHbIX 00LWLNM Ha3BaHNEM;

OTAENbHO  M3OaHHbIN  POHOAOKYMEHT UMM KOMMIEKT  POHOAOKYMEHTOB,
o6beAnHEHHbIX OOLLMM 3arnaBuem;

KMHOUIbM, AnadonnbM HE3aBUCMMO OT YMCIla COCTaBNSAOLWNX YacTeEN UNK KagpoB



(ANs koMNnekTa Anano3vTMBOB).

3.2.2. AyanoBusyanbHble JOKYMEHTbI, SIBASOWNECA NPUITOXKEHUEM K pasfnyHbIM
N3gaHNAM W BbIMOMHAOWME CaMOCTOATENbHbIE (PYHKUMKW, a TakkKe MWCMNosib3yemMble B
paboTe OTOENbHO OT OCHOBHOMO MU34aHWA, MOTYT YYUTbIBATbCA KakK OTAeSbHble
3K3eMnnapsbl.

3.3. [IoOKyMeHTbl Ha MUKpPOdOOpMaX.

K noKyMeHTaM Ha MUKpOOopMax OTHOCATCH MUKPOMUNbMbI U MUKPOGOIULLIN.

3.3.1. EavHnyamun yydeTta OOKYMEHTOB Ha MUKpPOdopmMax ABMAAKTCA IK3eMnnap
Ha3BaHwue.

OK3eMnnapoM Ans OOKYMEHTOB Ha MUKpodopMax HABNAKTCA: PYNoH - AN
MUKPOMNbMOB; domLla - 419 MUKPOOULL.

Kak ogHO HasBaHMe y4uTbIBAETCH KOMMIEKT MUKPOMUITIbMOB WM MUKPOQIULL,
00beanHEHHbIX 00 MM 3arnaBneM, He3aBUCUMO OT YMUCa COCTaBIISAOLWNX YacTeN.

3.3.2. Obwmn obbem doHOa OOKYMEHTOB Ha MUKpOdOpMax yduTbiBaeTcsa Mo
KONMYeCTBY PYSIOHOB M OULL, BKNOYAA KOMUN pasHbiX NOKOSNIEHUN (apXBHble/pe3epBHble
N Nonb3oBaTenbCKue).

3.4. ONeKTPOHHbIE JOKYMEHTbI.

K 3reKTpOHHbIM [OKYMEHTaM OTHOCATCA [AOKYMEHTbl Ha CbeMHbIX HOCUTEeNnAX
(koMMNakT-guckK, (pnew-kapTbl); OOKYMEHTbl, pasMellaeMble Ha >XeCTKOM Aucke
KomnbioTepa (cepsepe) OMBNMOTEKM M OOCTYMNHblIE  MOMb30BaTENSAM  yepes
MHPOPMALMOHHO-TENNIEKOMMYHUKALMOHHbIE CeTU (Janee - ceTeBble JloKalbHble
OOKYMEHTbI); [OOKYMEHTbl, pa3MellaeMble Ha aBTOHOMHbIX aBTOMAaTU3MPOBAHHbIX
paboymnx cTaHumsx dnbnuotekn (ganee - MHCTANNMPOBaHHbIE LOKYMEHTbI); AOKYMEHTHI,
pa3MeLLEHHblIE Ha BHELWHUX TEeXHUYECKUX cpencrtBax, nosyyvyaemble GUONMOTEKONW BO
BPEMEHHOe Mofib30BaHMe 4epe3 MHEMPOPMAaLNOHHO-TENEKOMMYHUKAUNOHHbIE CeTU Ha
YyCrnoOBUAX [J0roBopa, KOHTpakTa, JIMUEH3MOHHOro CorflialeHns ¢ Npou3BOAUTENSAMU
MHopMaumu (ganee - ceTesble yaaneHHble JOKYMEHTbI).

3.4.1. EguHMuamMn y4eTta ONEKTPOHHbIX [OOKYMEHTOB Ha CbEMHbIX HOCUTENAX
ABIIAKOTCA 3K3eMMMAp U Ha3BaHue.

3.4.1.1. Kak oTaenbHblA 3K3eMnndap YyYUTbIBAeTCS KaXabli aBTOHOMHbIA OObEKT
(koMnakT-guck).

Kak oTgenbHble 3K3eMnnapbl MOryT YYUTbIBATHCA MPUITOXKEHUA K PasfnUyHbIM
n3gaHNAM, BbIMOSTHAKOLWNE CaMOCTOATENbHbIE (OYHKUMU, a TakkKe WUCMNoNb3yemble B
paboTe oTAenNbHO OT OCHOBHOMO U34aHUs.

Kak oTaenbHble 3K3eMnnspbl He YYUTbIBAOTCS KOMMAKT-OUCKW, €CHN  OHU
npeacTaBnsalT cobov BKNagky (BfoXeHue) B u3gaHWe WM ero HeoTbemsieMoe
NPUIIOXeHKe.

3.4.1.2. Kak ogHO Ha3BaHWe y4uTbIBaOTCS:

OTAESIbHO BbIMYLLUEHHbIN KOMMNAKT-ANCK;

KaXabl KOMMAKT-AUCK, BXOOALWMNNA B HYMEPOBAHHYIO UM HEHYMEPOBAHHYIO CEepuIo
9NEKTPOHHbIX U34aHUW;

KOMMAEKT KOMMaKT-AUCKOB, 06 beANHEHHbIX 0OLMM Ha3BaHUEM;

n3gaHHble B KayecTBe CaMOCTOSATENbHbIX W3OAaHUW MNPUMOXEHUA K U3OaHUAM
nwoboro apyroro BuAaa, uMelowMe cobCTBEHHoe 3arnasve W Jonyckawuwme ux
ncnosnb3oBaHne 6e3 obpalleHns K OCHOBHOMY U3[aHUIO.

3.4.1.3. B gpokymeHTax Ha cnew-kaptax Kak OAWH 9K3eMMnsisip U OOHO HasBaHue



YyYUMTbIBAETCA Kaxaoe LUenocTHoe npou3BefeHue, UMellee CcaMoCcTosTerbHoe
3arnaswue.

3.4.2. EgnHnuamMm yvyeTta ceTeBbIX JIOKalbHbIX U MHCTaNIMPOBaHHbIX JOKYMEHTOB
ABNAIOTCA 3K3eMnnsap (ycnoBHas eanHULUa yyeTa) 1 HasBaHue.

Kak o0gHO HasBaHMe YyuyuTbiBaeTCs LEeNoCTHoe npousBedeHne, uMeroLlee
camMoCTosITeNbHOEe 3arfnaBue, BHE 3aBMCUMMOCTU OT ero npeactasneHus. Kak opHa
evH1La Y4NTbIBaETCA NOMOSHAEMbIN N OOHOBMSAEMbI 3NTIEKTPOHHbIN JOKYMEHT.

JK3eMnNApoM SABNAETCA OOKYMEHT B onpederieHHoM dopmaTte XpaHeHus unm
npegcrasneHnsa. opmaTbl OAHON U TOW Xe eANHULbI KOHTEHTA YYUTbIBAKOTCSA OTAESBbHO.

3.4.3. EanHnuamu yyeta ceTeBbiX yAareHHbIX JOKYMEHTOB SABMNANTCA 9K3eMNIisp
(ycnoBHas eanHuua ydeTa) N Ha3BaHMe.

Kak oguH ak3eMnnsgp v OOHO Ha3BaHWEe YYUTbIBAETCH KaXObl MOMHOTEKCTOBLIN
9NEKTPOHHbIA JOKYMEHT, UMEIOLLNN CaMOCTOSTENbHOE 3arnasune, BKITIOYEHHbIN B NakeT, K
KOTOpoMy Od)opMSIEHO MpaBO Adoctyna y ero npoussoautend. Kak ogHa eguHuua
YyYMTbIBAETCS NOMNOSHAEMbI U OOHOBMASEMbIN 3NEKTPOHHbIN AOKYMEHT.

IV. YyeT noctynneHus 4OKYMEHTOB B OMbGnnoTeYHbIin hoHA

[oKyMeHTbl nocTynaT B GUGNMOTEKY U BKMo4YaloTcss B OMBnmMoTeyHbin oHa B
pesynbTate MoOCTaBkM 00s3aTenbHOro 3k3emnndpa, MNoKynku (noanucku, obmeHa,
AapeHus, NoXXepTBOBaHWS, KOMMPOBAHUS OpUrnMHaNoB 13 poHga GubnunoTekn).

4.1. JJOKyMEeHTbl NPMHMMAOTCS MO NEPBUYHBIM YyYETHBIM AOKYMeHTaM (HaknagHas,
akKT), BKNHOYaOLWMM CMINCOK MOCTYNSEHUMN.

4.1.1. Tlpuem pJoOKyMeHTOB, nocTynawwmx B 6ubnuoteky ©0e3 nepBUYHbIX
AOKYMEHTOB Ha 6e3B03Me3gHOM OcCHOoBe (00si3aTenbHble 9K3eMnnsapbl, Oeno3uUTHbIE
9K3eMnnsApbl  MeXOyHapoAHbIX opraHusaumn, ©6e3Bo3MesgHble MNOCTYNfNeHus 13
HEeN3BEeCTHbIX 1 @aHOHUMHbIX UCTOYHUKOB), OPOPMNAETCS aKTOM O NpuemMe AOKYMEHTOB.

4.1.2. lpuem [OOKYMEHTOB, nocTynawwmx B 6OMOBNMOTEKY OT OPUANYECKOrO,
du3ndeckoro nuua B BuAe Aapa C YKasaHMEM €ero HasHaveHuss Onsi NOMnoJSIHEHMS
6ubnuoteyHoro doHaa, oopmMnaeTca AOroBOPOM MOXEPTBOBAHUS B COOTBETCTBUWN C
MpaxxaaHckum kogekcom Poceuiickoit denepaumm (c1. 574][582)[*]

4.1.3. lNpnem OOKYMEHTOB OT u4uTaTerien B3aMeH YTEPAHHbIX U MNPU3HaHHbIX
pPaBHOLEHHbIMU YTpayeHHbIM, OJOPMIISETCA akTOM O MNpUEMEe [OKYMEHTOB B3aMeH
yTEPSHHbIX. B akTe ykasbiBaeTcs amunus, uHMUManbl uuitatens, csegeHna ob
YTEPSHHbLIX U3OaHUAX (pPerucTpaumoHHbIn  HOMep, KpaTkoe 6Gubnuorpaduyeckoe
onucaHue  wu3gaHWd, LUeHa) cCcBedeHua O  MPUHATBIX  mM3gaHmax  (KpaTkoe
bubnuorpaduyeckoe onucaHue msgaHud, LeHa), NoANUCKU YuTaTensa U NpUHUMatoLLEN
CTOPOHbI.

4.2. OueHka CTOMMOCTWN NEPUOONYECKNX U3OaHN, NOCTyNaoWwmnx B GnbnmoTeky Ha
BpPeMEHHOe XpaHeHue, He NPon3BoaUTCS.

4.3. [lokymeHTbl, nocTynatowue B GnbnmoTteky, noanexaTr CyMMapHOMY yyeTy.

4.3.1. CBegeHuMss O BKMOYaeMblx B OMBnMoTeyHbln OHO OOKYMeHTax
PUKCMPYIOTCA B KHUre CyMMapHoOro yyeta 6ubnuoTtevHoro cdoHga vnu B ApYyrom Buae
peructpa cornaCHo

Pernctpbl cymmMapHOro y4yerta [JOMKHbl MMETb 3arofioBOYHble  [AaHHbIE:
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HanMeHOBaHWe pernucTpa, HauMeHoBaHWe opraHusauuu, noppasgeneHus. B peructp
BMUCbLIBAIOTCA aHHble O NOCTYNMBLUEN NapTUM OOKYMEHTOB: JaTa U NOpPSaKoBbIN HOMeEpP
3anucu  (NoOpsgKoBbLIM HOMEP 3anucyn  exerogHo HaudnHaetca ¢ N 1), MCTOYHMK
NOCTYNneHnss, HOMep W JdaTta nepBUYHOr0 YYEeTHOro [OOKYMEHTa, KONM4ecTBO
MOCTYMUBLUNX JOKYMEHTOB U CTOMMOCTb.

4.3.2. CymmMapHbIn y4yeT TMOCTYNNEeHUss 3JNEKTPOHHbIX CeTeBbIX JoKalibHbIX
OOKYMEHTOB Be[leTCs B 3/IEKTPOHHOM peecTpe B COOTBETCTBUM C nokasaTtenamu n. 5.3.1,
C YKasaHveM JaThbl 3arpy3ku NOCTYnIEHUN B CUCTEMY.

4.3.3. CymMapHbI y4YeT MOCTYMMEHUS SNEeKTPOHHbIX CeTeBbIX YAaneHHbIX
AOKYMEHTOB BeEeTCH B 3NIEKTPOHHOM peecTpe C OTPaXeHneM crneayrLwmx nokasaTernemn:
AaTbl N NOPSAKOBOro HOMepa 3anucu, PeKBU3NTOB NNLEH3NOHHOIO JoroBopa (HasBaHus
M HOMepa [OOKyMeHTa, Cpoka ero AenctBusi, CTOMMOCTU), KonmyectBa 6a3 [aHHbIX
(MakeToB) M BKITHOYEHHbIX B HUX HA3BaHWUMN.

[Mpn nogcyeTe cymMmapHOro KonmyecTsa HasBaHUM UCKITOYaoTCs oybnvpytowmecs
Ha3BaHWA B NakeTax Ha OgHOM nnatgopme.

4.4, [loKymMeHTbl, MOAroTOBfiIEHHbIE K nNpuemy B OMOIMOTEYHbIN  POHA,
nogseprarTcs nepsnyHon obpaboTke n nHANBMOYyaribHOMY y4yeTy.

4.4.1. lngnBuayanbHbiA y4eT OOKYMEHTOB OCYLLECTBNAETCA MyTeM MNpUCBOEHUS
KaXkgoMy 3K3eMnnsipy AOKYyMEHTa permctpaumoHHOro HoMepa, MHOro 3Haka B KavecTBe
perncTpaumMoHHOro Homepa (CUMCTEMHOro HOMepa KOMMbITEPHOW  nporpamMmel,
WTpux-koga n apyrmx). IugmemayansHbll HOMEpP 3akpennseTca 3a AOKYMEHTOM Ha Bce
BpeMs ero HaxoxaeHus B ooHae bubnmnotekn. PernctpaumoHHble Homepa UCKMIYEHHbIX
13 poHAa JOKYMEHTOB He NpUcBamMBaloTCs BHOBb NMPUHATBIM JOKYMEHTAM.

PerncrtpaumoHHble HOMepa MpPOCTaBnSATCA HENOCPeACTBEHHO Ha [OKYMeHTax U
OTpaXarTCs B perucTpe UHAMBUAYanbHOro yyeta JOKYMEHTOB, MPUHATOM B BubnuvoTeke.

Pernctpbl uvHOMBMAYyanbHOrO yyeTa [OOMMKHbI WMMETb 3arofloBOYHbIE [AaHHbIE:
HaMMeHOBaHWe perucTpa, HauMeHoBaHMe opraHusauuu, CTPYKTYPHOro nogpasgeneHus.
B peructp BNMUCbIBAOTCA OaHHble O KaXXOOM [OKYMEHTe: JaTa 3anvcu B peructpe,
perncTpaumoHHbIN HOMEpP, KpaTkoe bubnuorpaduyeckoe onucaHme LOKyMeHTa (aBTop,
3arnaseue, TOM, 4acTb, BbIMyCK, MECTO W rof u3gaHusl), LeHa OOKYMeHTa, ykasaHHasi B
COMpPoOBOAUTENBHOM AOKYMEHTE.

4.4.2. WHgueuayanbHbln  yd4eT  NEepUOANYECKUX  U30aHUA  BefdeTcs B
perncTpaumMoHHON KapTOTEKe MNepuoandeckux u3gaHuun, npefHasHavyeHHoW aAns ydeTta
KaXK[oro Ha3BaHUs U Kakgoro ak3emnnsapa, Unu B aBTomaTu3MpoBaHHOW Base AaHHbIX.

[Ana nepuogndeckux mnsgaHUn B KadecTBe PerncTpaumMoHHbIX HOMEPOB MOTYT
ncnonb3oBaTbCA ntobble  MOEHTUPUKAUUOHHbIE HOMEpa: CUCTEMHbIN HOMep B
aBTOMaTU3MpoBaHHOW 6a3e OaHHbIX, PErmcTpaunoHHbIA (MOPALKOBLIN) HOMEP 3anucu B
perncTpaumMoHHON KapToTeke.

4.4.3. NHomBuayarnbHbIM y4eT OOKYMEHTOB, WMEKLWMUX B CBOEM OQOpPMIIEHUN
AparoueHHble MeTannbl U (UnuM) OparoueHHble KaMHU W OTHECEHHbIX K KaTeropuu
CenoBOro xpaHeHusi, OCyLIEeCTBNAETCA B creunanbHOM pernctpe, B KOTOPOM, KpoMme
TPaAVULUMOHHbBIX MoKasaTenen, gaetca onMcaHue BHewHero oOpMIIEHUST OOKYMEHTA.
Kaxablin nUCT pernctpa CONpOBOXOAETCA UTOrOBOW 3annCbid C yKasaHMeM [aTbl eé
COCTaBMNeHNsa N KonnyecTsa onnucaHum Ha nucre.

444. B peructpax WHOMBUOYaANbHOrO yyeTa B MNpUMEYaHUAX YKasblBaeTCs
HanuunMe ”n BUA TMPUAOXKEHUA K OCHOBHOMY [JOKYMEHTY, a Takke OCOBGEeHHOCTU



aK3eMnnsapa LUeHHbIX W pedkux [JOKYMEHTOB (Hanpumep, Hanuuve YHUKarbHOro
nepensieta, MapruHanuin, gedekrtos u 1.n.). MNpn HannuMn nacrnopta OKYMeHTa fJaeTcs
OTCbINIKa K HeMy. B npuMmevaHusx MoXeT ykasblBaTbCA NPUHAASIEXHOCTb OOKYMEHTa K
KaTeropum KHUXHbIX NaMATHUKOB.

4.4.5. lnomBuayanbHbIM YY4eT SSIEKTPOHHbIX CEeTeBbIX JIOKaNbHbIX [OOKYMEHTOB
ocyLlecTBnsieTcs nyteMm BBoAda B 6a3y AaHHbIX MeTanHgopmMaumm o 3arpyske JOKYMeEHTa
B ONEKTPOHHY0 OMbnuoTteky C aBTOMaTUYECKMM MPUCBOEHNEM WAEHTUPUKALNOHHOMO
(cMcTeMHOro) Homepa Kaxxaomy AOKYMEHTY.

4.4.6. NnonBnayanbHbIN Y4eT 3MEKTPOHHbIX CeTeBbIX YyAasreHHbIX AOKYMEHTOB
OCYLLECTBIISAIETCH B 3NIEKTPOHHOM BuAe nyTem perncrpaumm 6a3 gaHHbix (nakeTtoB) 6e3
NPUCBOEHNSA UM PErMCTPALMOHHOIO HoMepa.

B peecTp vnHanBMAayanbHOro yyeta ceTeBblX yaaneHHbIX AJOKYMEHTOB BKHOYAKOTCA
OCHOBHbIE XapaKTepuUCTUkn 6asbl AaHHbIX (NakeTa): onucaHue 6asbl JaHHbIX (Ha3BaHwue,
npounssoguTesnb, nnatdopma u (MnNu) agpec Bxoda), CPOK OKOHYaHMS npaBa [OCTyna,
KONMYecTBO Ha3BaHUM, BXoaswmx B 6a3y gaHHbIX (NakeT).

B konuyectBO HasBaHWW BKtoYaeTcd obllee KOfMYeCcTBO MOSTHOTEKCTOBbLIX
AOKYMEHTOB (KHWUF, >XypHarnoB, raseT, NaTeHTOB, CTaHAAapTOB M APYrMX LOOKYMEHTOB,
yumTbiBaeMbiX B 6Mbnuoteke). He BKIOYaOTCS B 9TO KONMUYECTBO AOKYMEHTbI, KOTOpPbIE
00Obl4HO He M34alTCa OTAENbHO B NevYaTtHOM hopmaTte, Takme Kak npodunm KomnaHumn,
cTaTuctTmyeckne Tabnuubl, aHanuUTUYecKne matepuansl MapkeTuHra. [ns 6a3 gaHHbIX
(makeToB), He coAepXalinx MOSIHOTEKCTOBbIX AOKYMEHTOB, B pekBu3ante "HasBaHue"
npocTaBnseTcs eanHuLa.

4.5. [JoKyMeHTbl, BKrMovaemble B poHA Omubnuotekn, mapkupytotca. [Npu aTom
MOryT ObITb UCMOMNb30BaHbI LUTEMMNENN, KHWKHbIE 3HaKW, MHOUBUAYaAlNbHbIE LUTPUXOBbIE
Koabl, Apyrve Buabl  MapkupoBkn. OCHOBHble TpeboBaHus, KOTOpble  LOSKHbI
cobntogaTtbCs NpyM MapknMpoBke OOKYMEHTOB: 0603HavYeHne NpUHaaIeXHOCTN, aCTeTuka,
AONMroBEeYHOCTb MapKMPOBOYHOIO 3HaKa, COXPaHHOCTb TeKCcTa WnAn [PpYyroM 3HAKOBOW
MHdopMaLmn.

4.6. Ha pokymeHTax, ABNSOWNXCA MPUIIOXKEHNEM K OCHOBHOMY HOCUTEMO U €ro
HEOTbLEMNIEMON YacTblo, MPOCTABMAATCA Te Xe PEeKBU3UTbl, YTO U Ha OCHOBHOM
OOKYMEHTE.

4.7. ONeKTpOHHble ceTeBble roKalibHble OOKYMEHTbl U SNEKTPOHHble CeTeBble
yOaneHHble  OOKYMEHTbl  MOEHTUMUUMPYIOTCA  cneuuanbHbIMA - NPOrpamMMHbIMU
cpeacTesamum.

4.8. Ha nNpUHATBLIX MNEPBUYHbLIX YYETHbIX [AOKYMEHTax Mpou3BOaMTCA 3anuchb,
noaTBepXaatoLwas, YTo NOCTyNUBLUME AOKYMEHTbI MPUHATLI B OMBNNOTEYHbIN (hOHS, KakK B
06bekT 0cobo LeHHOro aABmxkumoro nmyuiectea (ganee - OUAN) nnu kak B 06bEKT MHOro
OBWXMMOro MMYyLLIECTBA.

4.9. lNepBUYHbIE Yy4YeTHble OOKYMEHTbl, noAaTBepxaawowme dakT NoCTynneHus,
nepegalrTcs B Byxranteputo Ans BKNOYEHNS B y4eT 6ubnmoteyHoro hoHaa.

4.10. BExekBapTtanbHo, npu ycnosum unameHeHus coctasa OLOWN, ceBepeHus o6
obLiemM Konuyectse M CTOMMOCTU AOKYMEHTOB, BKMKOYEHHbIX B cocTaB GubnuoteyHoro
doHAa, kKak 06BbEKT 0COBO0 LIEHHOrO ABMXXMMOro MMYLLECTBa, NepeaatTcs yupeauTento.

V. Y4yeT BbIObITUA JOKYMEHTOB U3 6MbGnuoTte4yHoro ooHaa



[okyMeHTbI BbiObIBaOT 13 6GubnmnoTedHoro poHaa B CBA3M ¢ OM3NYECKON yTpaTomn
MNn 4YactuyHon nmbo nomHOW YyTpaTon noTpeduTenbcknx cBOWCTB. BbibbiBatowme
AOKYMEHTbl UCKItoYalTes u3 6ubnmoteyHoro ooHaa M CNUCHIBAKOTCS C BO3MOXHOCTbLIO
nocnegytouwlen 6e3Bo3me3gHoON nepenaym B gpyrne 6ubnunortekm nnbo peanusauuu.

5.1. WckniodeHne [OKYyMEHTOB M3 OubnuotevHoro dhoHaoa ponyckaetcs no
crefylowmm npuynMHaMm: ytparta, BEeTXOCTb, 4eEKTHOCTb, YCTapenocTb No CoaepXaHuto,
HeNPodUIIbHOCTb.

HenpodunbHOCTb  AOKYMEHTOB  yCTaHaBnmMBaeTcsl Ha ocHoBe [lpodoumns
KOMNNeKkToBaHns OoH4a WM MHOMO HOPMAaTMBHOIMO [OOKYMEHTa, YTBEpXOaemoro
pykoBoguternem 6ubnuoteku. Mo npuynHe HenpodUIbHOCTU MOTYT WCKIYaTbCA U3
oHOa OOKYMEHTbI, He KOMMMeKTyemMble 6ubnmotekon (Npu oTkase OT KOMMIEKTOBaHUS
OTAENbHbIX KaTeropun OOKYMEHTOB), U3NUWHe OybneTHble 3K3eMNMspbl, 3aMEHEHHble
6Gonee NONHbLIMK MO COAEPKAHUIO, NYYLIMMM NO OPOPMAEHNIO, PU3NYECKOMY COCTOSIHUIO
N30aHUAMU; MO WCTEYEHUN CPOKa XPaHEHUs [OOKYMEHTOB, MNpPWU HU3KOM YpOBHE
YMTaTENBLCKOrO Cnpoca, NP HECOOTBETCTBUMN ANIEKTPOHHBIX AOKYMEHTOB TEXHUYECKOMY U
nporpaMmmMHomMy obecneveHnto BnbnmoTekn.

5.1.1. Wckno4veHne [LOKYMEHTOB MO MNpUYMHaM YCTapesiocTu MO COAEPXaHUIO,
HenpouNbHOCTN  (ManocnpaliMBaemMble), a Takke no npuynHam BETXOCTU U
AeMEKTHOCTN He [onyckaeTcss MO OTHOLWIEHMK K €OWHCTBEHHbIM 3K3eMnnsipam
AOKYMEHTOB MOCTOSAHHOrO (6eCCpOYHOro) XpaHeHus.

5.1.2. WcknioyeHne [OOKYMEHTOB, OTHECEHHbIX K KHWKHbIM MaMsTHUKaM,
AOMNyCKaeTCca TOMbKO MO MPUYMHE yTpaTbl NPU YCMOBMM OTPaXeHUst MHdopMaunm o
KHVXXKHOM namsiTHUKe B PeecTpe KHMXHbIX NaMATHUKOB.

5.2. BblObiTMEe OOKYMEHTOB M3 GuMbnuoteyHoro doHaa odopmnsieTca AKTOM O
CMMCaHNN UCKITIOYEHHBIX 0O6BbEKTOB BbnnoTedHoro poHaa (ganee - AKT 0 cnncaHun) no
(kon no [OKY[ 0504144), yTBepxaeHHON MwHdnHa Poccum ot
15.12.2010 N 173H, 3apeructpupoBaHHbiM B MuHtiocte Poccum o1 01.02.2011 N 19658.

B AKkTe 0 cnucaHumu oTpaxalTCsli CBEAEHUS O KOnmyecTBe M obLien CTOMMOCTU
NCKIOYaeMbIX [JOKYMEHTOB, YKa3blBAeTCA MPUYMHA WCKIIOYEHUSS W HanpaBneHue
BblObITMSA UCKMOYAEMbIX JOKYMEHTOB.

5.3. K AKTy 0 cnucaHuuM npunaraeTca CAUCOK Ha WUCKI4YeHNe OObeKTOB
6ubnuoteyHoro coHaa (Qanee CNMUCOK), KOTOPbLIN BKIOYAET Creayllimne CBeaeHUs:
PErMCTPaLMOHHbLIA HOMEP U WIMAP XpPaHEeHUs LOKYMEeHTa, kpaTkoe Gubnuorpaduyeckoe
onucaHue, LeHy OOKYMeHTa, 3aMKCUPOBAHHYK B peructpe MHAMBMAYaNbHOro yyeTa
AOKYMEHTOB, KO3(hULUMEHT NepeoLieHKM, LieHy nocre nepeoLeHkn n obLyto CTOUMOCTb
NCKITHOMaeMbIX JOKYMEHTOB.

[na neyaTHbIX AOKYMEHTOB BPEMEHHOI0 XpaHEHWs OOMNYyCKaeTCHA 3aMeHa Crucka
KHVXKHBIMKU hopMynsipamu.

Ana gokymeHToB, 06paboTaHHbIX FPYynnoBbiM (YNPOLLEHHbIM) CnOocO60M, BMECTO
crnucka JaéTca nepedeHb perncTpaumMoHHbIX HOMEPOB, BUA UCKITHOMAEeMbIX M34aHun, MX
KONM4eCTBoO.

5.4. K AKTy 0 cnucaHum no npuyunHe yTpaTbl U CMMCKY NpunararTcs AOKYMEHThI,
noagTeepxaatrowme ytpaTy (MosicHATENbHas 3anucka, B Clyyae KpaXu UNu XuleHus -
NPOTOKOSM, aKT, 3aKrnto4eHne YNOoSTHOMOYEHHbIX OpraHoB, Mpu BO3MelleHun yulepba -
(PUHAHCOBLIN SOKYMEHT O BO3MeLLeHum yulepba).
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BoamelueHne dntatenamu yuwiepba gonyckaeTcs B (popMe 3amMeHbl YTEPSHHOro
AOKyMeHTa paBHOLIEHHbIM NMBO NyTeM AeHexHon komneHcauuun. [pu npueme geHer ot
yuTaTenen B3aMeH YTEPSHHbIX KHUT UM ApYrMx OOKYMEHTOB COCTaBMISAETCS MPUXOLHbIN
OpAep, U YMTaTentko Bbl4AaeTCs KBUTAHUMSA YCTaHOBIIEHHOMO obpasua.

5.5. Mpn Bo3MeLLEHUN ynTaTenem yuepba CTOMMOCTb YTPayYeHHbIX OOKYMEHTOB
yCTaHaBMMBAETCA IKCMNEPTHOM KOMMUCCUMEW MO OueHKe [OOKYMEHTOB, Ha3Ha4YeHHOW
npuKasom pykoBoauTens 6nbnmorteku.

[Mpn yTepe nnn XUWEHNN LEHHbIX U PeAKUX KHUF Ons onpeaeneHns nx cToumMocTu
KOMUCCUSA MOXET MpuBrekaTb K cBoen paboTe COOTBETCTBYIOLLIMX IKCMEPTOB, a Takke
ncnonb3oBaTb MaTepuanbl Hay4YHO-METOOMYECKMX LEHTPOB, KHWKHbIX ayKUMOHOB W
ApMapok. B aTux cnydasx onpegeneHue npuYMHEHHOro yuepba npenenbHbIMU
KoappuumnmeHTamm KpaTHOCTUN HEe OrpaHM4YmMBaeTCS.

5.6. AKT O CMMCaHUM MO OAHOI M3 MPUYMH, yKasaHHbIX B[n. 5.1] ¢ NpURNOXeHHbIM
CMMCKOM MOANMCbIBaeTCA npeacenatenem n YneHamm KOMMCCUM No CnmMcaHnio 06 bekToB
6ubnuoTteyHoro poHaa, yTBEPXKOAETCA PYKOBOAUTENEM YUPEXKAEHUS.

5.7. Tocne yTtBepxaeHns AKTa O CNMCaHMM OCYLLECTBIIAKTCA MEPONpPUSATUS MO
nepepacnpeaeneHunto n peanusauymm cnmcaHHbiX 06bekToB 6MbnmoTeyHoro poHaa.

5.7.1. [JOKyMeHTbl (CnucaHHble 06bEeKTbl BUBNMoTEYHOro oHaa), UCKIOYEHHbIE
No NPUYMHaAM BETXOCTU, Oe(EKTHOCTU, YCTapenocT No coaepXaHuto, HanpasBnswTCa B
MYHKTbl  BTOPMYHOIO  Cbipbsl.  WCKnoYeHHble 1“3 OHOOB  MUKPOGOPMbI  Ha
ranoreHngocepebpsHON NneHke nognexaT caadve Kak cepebpocoepkalime oTXoabl B
COOTBETCTBUM C 3aKoHoAaTenbCcTBOM Poccuinckon denepaumn.

[Mpn OTCYTCTBUM NYHKTOB BTOPCbIPbS UMW B CNyYasx, Korga caada JOKYMEHTOB Ha
nepepaboTKy 3KOHOMUYECKM HelenecoobpasHa, BUBNMOTEKN YHNUTOXAKOT UCKMIOYEHHbIE
AOKYMEHTblI Ha MecTe B MPUCYTCTBMM NUL, KOTOPblE COCTaBRSAT akT 006 YHUUTOXEHUN
CMMCaHHbIX 06BEKTOB BMbnNMoTevHoro oHaa.

B AKTe O cnmMcaHuMM OTpaxawTCa HaMMeHOBaHWe, HOMep M AdaTta AOKyMEHTa,
noaTBepxaarowero akt cgaynm CnMcaHHbIX O6BHEKTOB B MYyHKT BTOPUYHOIO Chipbs, WUn
akta 00 YHMYTOXEHMM CnucaHHbiX O06bekToB 6uMbnuoTteyHoro oHaa. [oKymeHT
npunaraeTcsa K AKTy O CMCaHUN CO CMIUCKOM.

5.7.2. [JoKyMeHTbl (CnucaHHble 06bekTbl BUBMOTEYHOro (PoHaa), UCKITHOYEHHbIE
no npuymHe HenpodunbHOCTU, NepedarTca Mo akTaM B OOMEHHbIN (POHO B LEnsx
AanbHenwen nepegavn Ha ©e3BO3ME3OHOM OCHOBe OuGNMOTEKaM wunu peanusauum
PUINYECKUM U FOPUONYECKUM NNLLAM.

5.8. MNocne 3aBepLlleHNA MepOnpuUsaTUA, NPeayCMOTPEHHbIX AKTOM O crvcaHum
NCKITOMEHHbIX 06BbEKTOB BMONMoTevyHoro doHaa, Nepsbl ak3eMnnap AKTa O cnucaHum
CO CMMCKOM M OOKYMEHTOM, NoATBepXAalLlmm BbliObITME, NepegaeTcs B Oyxranteputo,
BTOPOW 3K3eMMNAsip OCTaeTcs B NogpasaeneHnm, OCyLwecTBASAoLWeM y4eT 6nbnmoTeyHoro
doHaa.

Ha ocHoBaHun AKTa O CMMCaHUU UCKNIOYEHHbBIX 06BbEKTOB BnbnmMoTeyHoro oHaa
6ubnuoTteyHoe nogpasgeneHne n byxrantepusi BHOCAT U3MEHEHUS B COOTBETCTBYIOLLINE
y4YeTHble JOKYMEHTHI.

5.9. AKTbl O CnUcaHUn PErNCTPUPYIOTCSA B KHUIEe CyMMapHOro yvyeta 6nbnmoteyHoro
doHaa" (unu gpyrom BuAe pernctpa CyMMapHOro ydeta BblObITUSI [OKYMEHTOB,
NpUHATOM B BUbnunoTeke).

5.10. B perucrpaumoHHON KHUre (Mnu Opyrom BuAe perucTpa vHAuBUAYyarbHOro



yyeTta OOKYMEHTOB, MPUMHATOM B OMbBnvoTeke) npoctaBndeTcss HOMep M gaTta AkTa o
crvcaHun.

5.11. Bce wuckniovaemble M3 oHOa OGMBNMOTEKM LOKYMEHTbl (KHUMKW, >KypHanbl,
apyrve Buabl OOKYMEHTOB) OOMKHbl OblTb COOTBETCTBYHOLWMM 0B6pa3oM odOpMIeHbI:
crneumanbHbIM WTEMNenemM A0SMKHbI OblTb NOralleHbl Wramnbl 6ubnnoTeku.

5.12. ONeKTpOHHbIE CeTeBbIE NoKarbHble AOKYMEHTbI yAAnsTCs U3 3SIEKTPOHHON
GubnnoTekn Ha OCHOBaHUM AKTa O CNUCaHMM C YKasaHMEM MNPUYUHBI UCKITHOYEHUS.
HavmeHoBaHne, HOMep ¥ p[ata akta BBOAATCA B 0asy [daHHbIX B KayecTBe
MeTanHgopMauunm K COOTBETCTBYHOLLEMY JOKYMEHTY.

Ha ocHoBaHun BBeAEHHbIX CBeAEeHWMM nporpamMHbiM crniocobom dopmupyetca
nepeyvyeHb AKTOB O CriMCaHun (peecTp CyMMapHOro yyeta BblbbITUS CeTEBbIX NOKanbHbIX
AOKYMEHTOB) W MepeYeHb CMUCaHHbIX OOBLEKTOB 3NEKTPOHHOM 6ubnunotekn (peectp
NHOVBNOYANbHOIO yyeTa BblObITUS CETEBbIX IOKarbHbIX JOKYMEHTOB).

5.13. BbIbbITHE 3MEKTPOHHbBIX CeTeBbIX YAaneHHbIX JOKYMEHTOB He oopmnseTcd
crneuuanbHbiM JOKYMeHTOM. [loarBepXaeHneM BbIObITUS SABMSIETCA UCTEYeHue Ccpoka
OEeNCTBNA  OOKYMeHTa  (OgoroBopa, KOHTpakTa, JfUUEH3MOHHOIo  cornawleHust),
0POPMIIEHHOIO Ha NpaBo AocTyna K onpefeneHHon 6ase faHHbIX (NakeTy) ceTeBblX
AOKYMEHTOB, W OTCYyTCTBME [OroBopa, KOHTpakTa, JULUEH3MOHHOIMo CcornalleHus,
0POPMJSIEHHOIO Ha HOBbIN CPOK.

5.14. ExxekBapTanbHo, npu ycrnosun nameHenus coctasa OLON, obuwue ceegeHuns
O KONMM4ecTBe M CTOMMOCTW [OKYMEHTOB, CMNUCAHHbIX M3 OMbnMoTteyHoro poHaa, Kak
obbekTa 0cobO LEHHOro ABMXMMOIO WMMYyLLEeCcTBa, C YyKasaHMeM nepedHs AKTOB O
CnMCaHuW, MNPUYNH W HanpaereHWn BbIObITUA  OOKYMEHTOB, NpeacTaBnsarTCs
yuypeautento. KonmyectBo BbIObIBAKOWMX JOKYMEHTOB He [OOMMKHO MpeBblaTh
KonuyecTBa BHOBb MOCTYNalLWMX JOKYMEHTOB B G1GNMOTEYHbIN (hoHA,.

VL. Y4yeT utoroB aBuXXeHUs1 bubnuoteyHoro cooHaa

6.1. Wtorm paOBwxeHus POHOOB NOABOOATCA B KHUAre CyMMapHOro yyeta
6ubnuoteyHoro doHaa (UM Opyrom pernctpe CymMMapHOro yyerta, MNPUHATOM B
6ubnuoTteke) Ha OCHOBAHWW AAHHbLIX CYMMapHOro yyeTta O MNOCTYNSeHUM U BblObITUN
AOKYMEHTOB.

NToroBble AaHHble MMEKT 4eTblpe obs3aTenbHbIX MoKasaTens: COCTOSAN0 Ha
Ha4ano roga, NOCTYNuo 3a rog, BblbbIIO 3a rof, COCTOUT Ha KOHeL, roga.

NToroBble [faHHble MO 3MIEKTPOHHbLIM CETEBbIM  yAaneHHbIM [LOKYMEHTaMm
NnpeacTaBngalnTCa cneayrwmMm rnokasatensaMm yYeTHbIX edMHUL: COCTOSANO Ha Havarno
roga, ogooOpMIieHO B [OCTYyNn B TedeHue rofa, AOCTYn MpeKkpalleH B TeyeHue ropa,
COCTOMT Ha KOHeL, roaa.

6.2. CBegeHns 06 MTOroBbIX AaHHbIX PUKCUPYIOTCS B dhopMe rocyaapCTBEHHON
CTaTUCTUYECKOM OTYETHOCTM U NPeAcTaBnalTCsa Ana  uenen  rocygapCTBeHHOM
CTaTUCTUYECKON OTYETHOCTH.

NToroBble faHHble 06 obMeHHOM hoHOe He BKMYalTca B obuiue nokasaTtenu
BGubnmnoteyHoro oHAa.

VII. MpoBepka HanNnUM4ua AOKyMeHTOB 6MbnuoTe4yHoro doHaa



7.1. NMpoBepka HanuMuusa JOKyMeHToB BmbnuoTtedHoro cdoHaa (manee - nposepka
doHAa) nponsBoanTcs B 06s3aTenlbHOM NOPsiAKe:

Nnpw BbIABNEHUM (PAKTOB XULLEHNS, 3rI0yNOTPEONEeHNs NNu NOpYM AOKYMEHTOB;

B Crlyyae CTUXMWHOro 6eacTBus, Noxapa unv Opyrux YpesBblHaMHbIX CUTYyauuHn,
BbI3BaHHbIX 9KCTpeMasribHbIMU YCIOBUAMMU;

npu peopraHnusaumm unm nukengaunm onbnmoTteku;

[na npoBeaeHns NPOBEPOK PYKOBOAUTENEM OpraHn3aumm HazHa4yaeTCcs KOMUCCUs,
B COCTaB KOMMUCCUWN OOMMKEH BXOAUTb NpeacTaBUTeNb Dyxrantepum.

7.2. lNpoBepka ¢oHOa B NNaHOBOM MOpsiAKe OCYLLECTBMSIETCS B crneayowue
CPOKMU:

OOKYMEHTbI, uMelwmne B OQOpPMIIEHUN AparoueHHble MeTannbl 1 (1nu)
AparoueHHbIe KaMHU - eXXEerogHo;

dOHA peaKMUX U LEHHbIX KHUT - OOWH pa3 B 5 NeT;

doHabl Gubnunotek 4o 50 TbicsAY yYETHbIX €ANHUL, - OAUH pa3 B 5 ner;

doHabl 6ubnunotek ot 50 oo 200 TbICAY YYETHbIX eANHUL, - OAWNH pa3 B 7 NeT;

doHabl 6ubnuotek ot 200 ThicaY A0 1 MUMANMOHA YYETHbLIX eauHnL, - oanH pa3 B 10
ner;

doHabl 6ubnunotek ot 1 4o 10 MMNNMOHOB YYETHLIX €AUHUL - OAMH pa3 B 15 nerT;

doHabl 6ubnunotek ot 10 o 20 MUNNIMOHOB YYETHbIX eauHUL, - oauH pa3s B 20 nerT;

doHabl 6mnbnmnotek cebiwe 20 MWUSIMOHOB YYETHbIX eauHuy - 1 MWUAMOH
9K3eMnnsapoB B rog.

[MnaHoBas npoBepka poHOa OMOBNMOTEKM MOXKET OCYLWEeCTBNATLCA MNO3TanHO B
COOTBETCTBMM C rpacomkoM NpoBeaeHNA NPOBEPKM Bcero ooHaa unu ero 4actm (B Tom
yncne peaKkmx M LIEHHbIX KHUT) C onpederieHMeM CPOKOB M KONMYecTBa MNfiaHUpyeMoro
obbema paboThl.

7.3. TlpoBepKka 9NEKTPOHHbIX CEeTeBbIX NOKanbHbIX AOKYMEHTOB OCYLLECTBISETCA
NO KONMMYECTBEHHbIM NoKasaTensaMm, a Takke Mo KOHTPOSIbHbIM CyMMaM, MO3BONSAHOLWMM
BbISIBUTb UBMEHEHUS B AOKYMEHTE.

[MpoBepka OOCTYMHOCTU  ONEKTPOHHbIX CEeTeBbIX yAaneHHbIX JOKYMEHTOB
OCYLLEeCTBIISIETCA C agpecoB BX0OAa, YKa3aHHbIX B pernctpe NHOMBMAayanbHoOro yyeta.

7.4. MNposepka Bcero poHOa UM ero YyacTn 3aBepLUaeTCcs COCTaBIfieHMEM akTa o
pesynbTatax NPOBEAEHUS MPOBEPKU HaANMuus OOKYMEHTOB OubnmoteyHoro doHaa wu
NPUIIOXKEHMEM K HEeMy Crnucka [OOKYMEHTOB, OTCYTCTBYHOLIMX MO HEYCTaHOBIEHHON
npuymnHe.

B akTe hukcupyrotca ceegeHnst 0 Konndectse JOKYMEHTOB GBubnmnoteyHoro goHaa
No AaHHbIM yYeTa; JOKYMEHTOB, UMEIOLMXCS B HANN4Mn; AOKYMEHTOB, OTCYTCTBYIOLLNX B
6ubnuoteyHom doHAE NO HeycTaHOBMEHHOW npuuMHe. B akTe Takke ykasblBalOTCSA
HOMep M AaTa akTa 0 NpoBedeHun npeablaywen NpoBepkn. AKT C NPUITOXKEHNEM CrUCKa
OOKYMEHTOB, OTCYTCTBYKOLWMX MO HEYCTAHOBIIEHHOM MNPUYMHE, MOANUCLIBAETCS
npegcenartenem n YsieHamm KOMUCCUM U yTBEPXOAeTCA PYKOBOAUTENEM YUPEXKAEHUS.

7.5. MNpu BbIsIBNEHUN B npoLiecce NpoBepkn ooHaa OTCYTCTBYHOLLMX AOKYMEHTOB U
HEBO3MOXXHOCTWN YCTaHOBMNEHUSI BUHOBHbIX NUL, YObITKM NO HegocTadam CnucbiBalOTCH B
COOTBETCTBMM C AENCTBYIOLINUM 3aKOHOL4ATENLCTBOM.

VIil. Jenonpou3BoacTBO B opraHusauum yyeta ombnuorteyHoro oHaa



8.1. OpraHmsauus paboTbl C AOKYyMeHTaMu no yyeTy 6GubnmoteyHoro cpoHaa
OCYLLIECTBIISAIETCS MO NpaBunam BeAeHns 4enonpon3BoLCTBa.

8.2. CpOKN XpaHeHWUsl AOKYMEHTOB YCTaHABMNMBAIOTCS B COOTBETCTBUM C[[1prkazom]
MuHuctepctBa kynbTypbl Poccuinckon ®epgepaumm ot 25.08.2010 N 558 06
yTBepxXaeHnn  "lepedyHs  TUNOBbLIX  YNPaBMIEHYECKMX  apXMBHbIX  AOKYMEHTOB,
obpasylowmnxca B npouecce [eATeNbHOCTM [OCYy4apCTBEHHbLIX OpraHoB, OpPraHoB
MECTHOro camMoyrpaBfieHUs W opraHu3auum, C YKasaHMEM CPOKOB XpaHeHus",
3apeructpmpoBaHHbiM MuHioctom Poccuinckon egepaumm 08.09.2010 N 18380.

8.2.1. TloctostHHO, 0O nukBMgauum OUBNNOTEKN, XPaHATCA  PEerncrpbl
WHOMBMAOYANbHOMO W CYMMapHOro yyeta [OOKymMeHTOB OubnuoteyHoro doHaa
(perncTpaunoHHbIe KHWUMN, WHBEHTAPHbIE KHWUIMM, KHUMM CYMMAapHOro y4eTta, YYeTHbIN
KaTanor, Tonorpaduyeckme onmcu n katanormn).

8.2.2. B TeuyeHune gecatun net xpaHAatcst AKTbl O CIMCAHUM UCKITIOYEHHbIX 0OBHEKTOB
6ubnuoteyHoro coHoa M aKkTbl O nNpueme-nepenadvye CnMcaHHbIX OOBEKTOB
GubnuoTteyHoro oHaa.

8.2.3. B TeyeHMe nATM JNeT XPaHATCHA MNEepBUYHbIE YYeTHble [LOKYMEHTHI,
nogTeepxaatoime NocTynneHme JOKyMeHToB B 6MbnmoteyHbln oHA (HaknagHble, akThbl
O Npueme, akTbl COaYM-NPUEMKN).

8.2.4. [1o0 OKOHYaHMs oYepedHON NPOBEPKM (PoHOa XPaHATCA aKTbl O pe3yribTaTax
NpOBeAEHNSA NPOBEPKM HANMYMA JOKYMEHTOB BubnmnoteyHoro ooHaa.

* [paxpaHckmin koaeke Poccuiickon ®epepaumm. [Yacts BTopas|oT 26 sHe. 1996 .
N 14-®3 // Cobp. 3akoHogaTenbctBa Poc. ®depepaumn. - 1996r. - N5, cT1.410. -
C.1110-1296.
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