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BXOAALIINX B COCTAB BUBJIMOTEYHOI'O ®OHAA
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1. VYrBepaute Ilopsgok yuera AOKYMEHTOB, BXOASIIMX B cocTaB OuOIMOTEYyHOro (¢oHia
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YUYETA JOKYMEHTOB, BXOAAIIUX B COCTAB
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|. O0mue moJ10KeHUA

1.1. Yyer nokyMeHTOB OMOIHOTEYHOro (PoHAA SBISETCS OCHOBOM OTYETHOCTH W IIJIAHHUPOBAHUS
JeATETLHOCTH OUOIMOTEKH, CIOCOOCTBYET 00ECIIEUEHHUIO €T0 COXPAHHOCTH.

1.2. Vder BKIIIOYAET PErHCTPALIMIO MOCTYIUICHHS TOKYMEHTOB B OMOIMOTEUHbIN (OH, UX BBIOBITUS
u3 (oHIA, WTOrOBBIC JaHHbIe O BenuunHe (0Obeme) Bcero OuOMHMOTEYHOro (OHIA M €ro
MOJIpa3esioB, CTOUMOCTh (hOH/IA.

1.3. OcHoBHbIe TpeOOBaHUs, IPEABSABIIEMbIE K yueTy 010aroTeyHoro ¢poHa:

MOJIHOTA M JOCTOBEPHOCTH Y4ETHON MH(POPMALIUH;

OTIEpPaTUBHOCTE,

JOKYMEHTHPOBaHHOE 0(hOpMIICHHE KaXKI0TO MOCTYIICHUs B ()OHJ] U KaX10T0 BBIObITHA U3 (HOH[A,

COBMECTUMOCTh TNPHUEMOB M (OpM ydeTa, MX HAJACKHOCTh MPU MapaUIC]IbBHOM HCIOJIb30BaHUU
TPaJULIMOHHON U aBTOMAaTHU3UPOBAHHON TEXHOJIOTUH yUETa,

COOTBETCTBHE HOMEHKIATYphl I[OKaszareied ydera (oHAA aHAJOTUYHBIM  IOKa3aTeNsM
roCyJIapCTBEHHON OMOITMOTEUHON CTAaTUCTHKHU.

1.4, Vyery mojexar Bce JIOKYMEHTHI (IIOCTOSHHOTO, JUIMTEIBHOTO, BPEMEHHOTO XPaHEHHUS),
nocTymaronue B (oH OMOIMOTEKH U BhIObIBatomue U3 GoHaa OMOIUOTEKH, HE3aBUCUMO OT BHIA
HOCUTE.

1.5. VYyer J0KyMEHTOB BEIETCS B pErHUCTpax HHIUBUAYAIbHOTO W CyMMapHOTO yd4era B
TPAIUIIMOHHOM | (MITH) SJIEKTPOHHOM BHJIE.

1.5.1. PeructpamMu HMHIMBHUIyabHOTO y4€Ta JOKYMEHTOB SBIISIOTCA. PETUCTpAllMOHHAs KHUTA,
KapTOYKa PEruCcTpalliyd Ha OINpPEACNICHHBIM BHJl JOKYMEHTAa JUIsl Ta3€T, )KypHAJlOB, JPYTUX BHUJIOB
JNOKYMEHTOB.  JlomyckaeTcsi  TakKe  perucTpaMu  HWHAMBUAYAJIbHOIO  ydeTa  CUUTaTh
TornorpapuuecKyro onuch (KaTajor), YYeTHbIH KaTajor, YUYeTHbIH (aiia ¢ BBIXOAHBIMU (hopMamu,
(dbopMHEpyEeMBbIMU B TIOPSIIKE MHBEHTAPHBIX WJIM HHBIX WICHTH(PHUKAIIMOHHBIX HOMEPOB JTOKyMEHTOB.

PerucTtpbl MHIMBHUIYaTBLHOTO Y4YeTa JOKYMEHTOB OHMOMMOTEYHOro (OHIA CONEPKAaT PEKBU3HTHI,
UACHTH(DHUIUPYIOMIHE KaXKIbI JOKYMEHT C YKa3aHHEM CBEJCHHH O TOCTYIUICHHH JOKYMEHTa H O
€ro BeIOBITHH U3 OMOIMOTeYHOTO POoHIA.

1.5.2. PerucrtpamMu CyMMapHOTO yd4eTa JOKYMCHTOB SBJISIFOTCS: KHHTa CYMMapHOTO y4era
OoubamoredHoro (oHMAA, JINCTHI CYMMAapHOTO y4eTa OubiaroTedHoro Goumaa, sxypHai. Jlomyckarores
pa3indyHble MOAM(HUKAIIMKA KHATH CyMMapHOTro ydera. He3aBUCHMMO OT BHJa YYETHOTO JOKYMEHTa
PETUCTPBI CYMMApPHOT'O Yy4Y€Ta COACPIKAT TPHU B3aMMOCBA3aHHLIC YacTH.

"[TocTymeHne JOKyMEHTOB B OMOTHOTEYHBIN OHT ",
"BrI0ObITHE TOKYMEHTOB U3 OubIMoTeyHoro Gouaa”,
"Utoru nBmxeHus: 0MOIMOTEYHOTO (POHIAa: UTOTOBBIC JaHHBIC HA KOHEI] OTYETHOTO mepuoja’.

OO60011IeHHbBIE JaHHBIE OTPAXKAIOTCS B KAXKJIOW YaCTH PErucTpa CyMMapHOTo y4era. B anexTpoHHOiM
cUCTEME y4eTa 3TU YaCTH UHTETPUPYIOTCS B €UHBIN yUeTHBIN (aii.

1.6. CymmapHblii 1 UHAMBUAYaIbHbIN ydeT (oHAa BeAeTCsl CTPYKTYpHBIMH MOJpa3AeieHUSIMU
OnOIMOTEKH, B BEICHUN KOTOPHIX HAXOIUTCS KOMIUICKTOBaHHE (OHJIA, a TAKXKE MOApa3AeTICHUSIMH,



o0ecreYnBaONIMMH XPaHEHHWE W WCIIOJIb30BaHUE 3aKPEIUICHHBIX 32 HUMH dacTed ooOmrero (onma
OUOJINOTEKMU.

1.7. Craructuueckass uHpopMamus o (HOpMUPOBAHHHM OMOIMOTEYHOro (hOHIA IO HUTOTaM Toja
npezcTasisiercs B I 1aBHbII WH(GOPMAIIMOHHO-BBIYHCIUTEIbHBIN IeHTp MUHKYIbTYpBI Poccuu.

1. Exununb yyera 0ubauorednoro ¢gonaa
2.1. Bennuuna (00beM) 1 aBMKEeHUE (HOHIA U3MEPSIOTCS B YHHU(DUIIMPOBAHHBIX SIMHHIIAX YUeTa.

OCHOBHBIMU €JIMHULIAMH YyYeTa JOKYMEHTOB OHOIMOTEYHOro (OHAA SBIAIOTCA SK3EMIULIP U
Ha3BaHHUE, JJIA Ta3€T - TOAOBOM KOMILUIEKT U Ha3BaHUE.

I[OHOJIHI/ITGJIBHLIMI/I CANMHUIIAMH y4dCTa (bOHI[a SBJIAIOTCA I‘OI[OBOI71 KOMIIJICKT, MCTPOIIOJIKA,
noAlnIMBKa (nepenneTHa;I eI[I/IHI/II_Ia); JJIA DJICKTPOHHBIX TOKYMCHTOB - CIMHUIA ITaMATU JTaHHbIX.

2.2. O6nrast BenmurHa OMOJIMOTEYHOTO (POHJA B IICJIOM M €T0 MOAPA3JICIOB, B TOM YHCJIE CETEBBIX
JIOKaJIbHBIX JOKYMEHTOB U CETEBbIX YAAJIECHHBIX TOKYMEHTOB, YUUTHIBAETCS B IK3EMIUISIPAX, HOBBIE
HOCTYHJ'IGHI/HI -B BKSGMHJIflan 1 Ha3BAHUIX. qI/ICJ'IO TOOOBBIX KOMIIJICKTOB I'a3€T HpI/IpaBHI/IBaeTCH K
YHUCILY SK3EMIUISIPOB.

I1l. YdeT 10KyMeHTOB 110 BUIAM U KATETOPUSIM

3.1. lleyaTHble U31aAHUS U HEONMYOJIMKOBAHHbIE JOKYMEHTBI

K mewaTHpIMH W3maHUSIM OTHOCSTCS THUPAXUPOBAHHBIC W3JaHUS, MOJYYECHHBIC MEYaTaHUEM HIIH
TUCHEHUEM, TOIUTPaPUUECKH CAMOCTOSTENFHO O(GOPMIICHHbBIE. KHHUTH, OpOIIIOPHI, >KypHAIbI,
NPOJOJDKAIOIINECS W3IaHUs, JIMCTOBBIE W3JaHUs, Ta3eTbl, W30M3JaHMs, HOTHBIE W3JaHU,
KapTorpaguuecKkue  M3AaHWS, HOPMATHBHO-TEXHHYECKHE W  TEXHUYECKHE  JOKYMEHTHI,
aBTOpedepaTsl JuccepTanuii.

K HeomyOIMKOBaHHBIM JOKYMEHTAM OTHOCSATCS PYKOIHCHBIE AOKYMEHTHI (PYKOIHCHBIE KHHTH M
apXWBHBIC JIOKYMEHTBI), a TaKKe JOKYMEHTHI, H3TOTOBJICHHBIE B €IUHMYHBIX OSK3EMILIAPAX,
SIBJISIFOIINECS 00BEKTaMU MHTEIUICKTYaTIbHOM COOCTBEHHOCTH (JICMTOHMPOBAHHBIC HAYYHBIC PabOTHI,
JTUCCepTAIliH, TMPETPUHTHI, OTYETHl O HAYYHO-HCCIICIOBATEIBCKUX pabOTaX, MEepPEeBObI, OMHUCAHUS
QITOPUTMOB ¥ TporpaMM IBM, MNpoeKTHO-KOHCTPYKTOPCKash JOKYMEHTAIlMsl), TaKTUJIbHbIC
PYKOJIENbHBIE W3JAHUS JUIS CIENbIX U CcHa0oBUIAIIMX. PyKONMMCHBIE JOKYMEHTHI, BXOASIINE B
OubmoredHbie (OHIIBI, SIBIISIOTCS COCTABHON YacThio ApxuBHOTO (hoHma Poccuiickoii Denepanuu u
YUYUTBIBAIOTCS B COOTBETCTBUM C HOPMATHUBHBIMU M IPABOBBIMU aKTaMHU IO YYETY apXHUBHBIX
JIOKYMEHTOB Y HactoAmum [lopsakom.

3.1.1. Kauru u 6pouIropbl yYuTHIBAIOTCS B SK3EMIUISIPAaX U HA3BAaHHSIX.
Kak oTaenbHbIi 5K3eMIUIAp U KaKk OTJEJIbHOE Ha3BaHUE YUUTHIBAIOTCS:
KaX/10€ OT/IeNIbHOE n3anue (KHUra, OpoImopa);

Ka)XJ10€ BXO/ISIIIee B KOHBOJIIOT M3/IaHUE,;

KaX/IbIii OTIENBbHBIN TOM (BBIMYCK, YaCTh) MHOTOTOMHOTO W3JIaHHsI, UMEIOIINNA WHAWBUIYATbHOC
3arijiaBue;



Kaxzaass W3 OpoILIop, BBIMYLIEHHBIX B OOBEOUHSIONIEN HUX M3aTEIbCKOM IMamke, OO0JIOXKKE,
MaH>KeTKe;

Kakaas KHHra WIH OpoIIopa, BXOMSIas B KHIKHYIO cepuio (HyMEpPOBaHHYIO — WITH
HEHYMEPOBAHHYO);

OTACJIbHO U3JAHHBIC MPUIIOKCHUA K KHUT'aM U 6pOIJ_IIOpElM, HMCIOIUC MHAWBUYAJIBHOC 3arjlaBUC U
CaMOCTOATCIIPHOC 3HAYCHUCE.

3.1.2. JIoKyMeHTBI, BBINIOJIHEHHBIC peibe(HO-ToueuHbIM mpupToM (mpudrom bpaiins),
YUHUTHIBAIOTCS B AK3EMILISIpaX M Ha3BaHMUSX.

DK3eMILISIPOM /ISl TAHHOTO BHJA M3JAaHUU SBIISIETCS KaXkas W3 KHUT KOMILICKTA, 00beAMHEHHBIX
00ILMM Ha3BaHUEM.

Kax OAHO Ha3BAHHUC YUYUTBIBACTCA KOMIUICKT H3JaHHA, HE3aBHUCHUMO OT 4YHCJIa BXOAANIHUX B HETO
KHMUT'.

3.1.3. >KypHaJ'ILI " IpOoA0JIKAOIMIUCCA U3JaHUS YUUTBIBAOTCA B 9K3EMIIIAPAX U HA3BAHUAX.

:‘)K3€MHH${pOM CUUTACTCAd HOMEP, TOM, BBIITYCK, M3JAaHHBIC IIO0 OTACIBHOCTH, a TAKXKC KOMILICKT
HOMCPOB, TOMOB, BBIITYCKOB, ICPCINVICTCHHBIX B OJJUH 010K n3aaTcJIbCTBOM.

Kak onHO Ha3BaHME YYUTHIBAETCS KOMIUIEKT HOMEPOB, TOMOB, BHITYCKOB, 00pa3yIONINX OTACTHHYIO
€IMHUIy C OTJIWYUTENbHBIM 3arjiaBueM. [Ipm u3MeHeHuM 3arjlaBusi HOBOM YYETHOW €AMHULIECH
CUMTAETCS U3/IAHUE, ECIIU U3MEHEHHNE BHECEHO B IIEPBBIE IIATh CJIOB 3arjaBHsl.

HepI/IO,I[I/I‘ICCKI/Ie MMPUIIOKCHHUA K KypHaJIaM, BBIXOJAIIHEC CaMOCTOATCIIbHO, HUMCIOIIUC
WHIAWBUAYAJIBHOC 3arjlaBuc U CO6CTB€HHyIO HyMCpaluro, YYHUTBIBAKOTCA KaK OTACIILHBIC
OK3CMILIAPBI U OTACIIBHBIC HAa3BaAHUWA.

Kaqua;l cepus MpOoAOIKAOMICTOCA U3JJaHUA, UMCIOIIad MHANBUAYAJIbHOC 3arjlaBuc u CO6CTB€HHYIO
HyMEpaluio BbIITYCKOB, YYHUTBIBACTCA KaK OTACIIBHOC HA3BAHUC.

Ka)K,I[LIﬁ CaMOCTOSATEIBHEIA  TOM (BBIHYCK) IMPpOJOJDKAIOIICIOCA HM3JaHHA YUYUTBIBACTCA KakK
OTACIBHOC HAa3BaHUC.

3.1.4. T'azeThl YUYUTBIBAIOTCA B T'OJOBBIX KOMINJICKTAX U HA3BAHUAX.

Kak omHO Ha3BaHWE YyYHMTHIBAETCS KOMIUIEKT Ta3eT, OOpa3yloIuX OTACITbHYI0 €IWHHUIY C
OTIUYMUTEIFHBIM 3ariaBueM. [Ipu W3MeHEeHWM 3ariaBusi HOBOW Y4YETHOW €IUHHIICH CUYUTaeTcs
W3J1aHNe, €CITU U3MEHEHHE BHECEHO B TIEPBBIC MATH CJIOB 3arjiaBHsl.

OnHoHEBHBIE (Pa30BbIC) Ia3eThl YYUTHIBAIOTCS B 3K3eMIUIIpax (HOMEp, BBIMYCK) U Ha3BaHHSIX.

OtnenbHO W3AaHHBIE MEPUOAMYECKHE NPWIOKEHUS K TrazeraMm, HMMEIOUUe HWHAUBUIYAIbHOE
3aryiaBue U COOCTBEHHYIO HyMEpAlUIO, YUYUTHIBAIOTCS CAMOCTOSITENILHO.

3.1.5. N3on3nanms (ampOOMBI, KOMIIJIEKTHI, OTJC/IbHBIC  JIUCTOBBIC  M3JIAHHS) n
penbedHO-Tpaduueckre MocoOust A CIENbIX U CIA0OBHIALINX YUUTHIBAIOTCS B DK3EMIUISpaX H
Ha3BaHUIX.

Kak oTmenbHBIN 3K3eMIUIIP U OTIEIbHOE Ha3BaHHE YYHTBHIBACTCS KaXKABIH JIUCT (BBIMYCK) CEpPUU
W30M3IaHu#, He 00bEIMHEHHBIC H31aTEIbCKOM Mankoi (0010KKOH, MaHKETKOK).

JlucToBble W3MaHHS, OOBEAMHEHHBIC W3ATEIbCKON Mamkou (0O0J0XKKOW, MaHXETKOH, 00epTKOM),
YUYUTBIBAIOTCS KAK OJIMH SK3EMILISIP U OJJHO Ha3BaHUE.



3.1.6. HoTHbIC M31aHNS yYUTHIBAIOTCS B SK3EMIUISIPAaX U HA3BAHUSAX.

Kax otnenbHble 3K3eMIUISIPBI U OT/EIbHBIE HA3BaHUS yUNUTHIBAIOTCS !

CaMOCTOSTENIbHBIC HOTHBIC M3IaHUsI, 00BETUHEHHBIC B OJJHOM MeperuieTe (KOHBOJIOTE);
OT/eJbHbIC TApTUH (royioca) U mapTuTypa (KJIaBup), H3IaHHBIC PA3ICIbHO.

Kak oauH sK3eMIuIsip ¥ OJJHO Ha3BaHUE YUUTHIBAIOTCS:

oTaesbHbIe apTuu (rojioca), 00bEANHEHHBIC C TAPTUTYPO (KJIAaBUPOM) B OJTHOM U3/IaHHH, a TAKIKE
napTuH, 00beIMHCHHbIE N3aTEIbCKOM Mankoi (00J05KKOH).

3.1.7. Kaprorpaduueckne U3aHus YIUTHIBAIOTCS B SK3EMILIAPAX U Ha3BAHUSAX.
Kaxk oTaenbHbIN 3K3eMIUSIp U OT/ACIBHOE HA3BaHUE YUUTHIBAIOTCS

aTJachl, COCTOALLME U3 OTACIbHBIX HYMEPOBAHHbBIX WJIM JaTUPOBAHHBIX BBIYCKOB,;
KaXKIbIH BBIITYCK CEPUIHOTO U3JaHMsI KapThl UJIU aTiiaca.

Kak omuH 3K3eMIULsIp W OJHO HAa3BaHME YYMTHIBACTCS KapTa, W3/IaHHAsS Ha HECKOJIBKHUX JIMCTAX
(moanexamux ckieike), 00beIMHEHHBIX OOIIMM 3arjaBUEeM.

MuoroToMHble (MHOTOJUCTOBBIE) KapTorpaduuecKue u3aanus, 00beMHEHHBIC OOLIMM 3arjlaBUEM,
YUYUTBIBAIOTCS TIO KOJIMYECTBY TOMOB M OJTHOMY Ha3BaHUIO.

OTnenbHO WU3JaHHBIE, HO HE MMEIOIIUME CAaMOCTOSTENPHOIO 3HA4YeHHs KapTrorpaduyeckue
NPWIOKEHUST K Pa3IMYHbIM M3JaHUSAM (KHHUTaM, OpOIIopaM, KypHajlaM) yYUTHIBAIOTCS €ITUHBIM
KOMILJIEKTOM C OCHOBHBIM U3JaHUEM.

3.1.8. HOpMaTI/IBHO-TeXHI/I‘ICCKI/IC N TCXHUYCCKHNEC MOKYMCHTLI (HaTeHTHBIC JAOKYMCHTBI, THIIOBBLIC
MMPOCKThBI W YCPTCIKHU, KaTAJIOTM IMPOMBIINIJICHHOTO 060pyI[OBaHI/I$I u PI3£[€JIPII>1, HOPMAaTUBHBIC
JAOKYMCHTBI IIO CTaHAApTHU3alu, TCXHUYCCKHC YCJIOBUA, PYKOBOIAINIHC JOKYMCHTHI H HpaBI/IJ'Ia)
YUYUTBIBAIOTCSA B OK3CMILIApax U HA3BAHUAX.

Kak ogun sK3eMIUIsip U OJIHO Ha3BaHWE YUYUTHIBAIOTCA CTAHAAPTHI M KATAJIOTU MPOMBIILIEHHOTO
000py/IOBaHUS U M3/IEIIHH, BBIMYIICHHBIC B 00BEANHSIONICH UX U3IaTEILCKOM mamnke (00J0%kKKe) MpH
HAJIMYUU Ha TanKe 00IIel [IeHbI, COAepXKaHMs BCETO U3AaHUS, SANHBIX BBIXOHBIX TaHHBIX.

Kak oTnenpHBIM SK3EMIUISIP W OTIAEIbHOE HAa3BAaHUWE YUYWTHIBAIOTCS CTAHJAPThl M KaTalOru
NPOMBINUICHHOTO O0OpYNOBaHUST M M3JCNUN, Jpyrue CHelUalbHbIE BHUIBI JOKYMEHTOB,
BBIITYIIICHHBIE B BHUJIE OTAEIBHBIX JIUCTOB, €CIM KaXKIbIA U3 HUX UMEET CBOM BBIXOJHBIE JAHHBIE,
IICHY, TUPAXK, TaKe €CIIU OHU 00BEAMHEHBI OJTHON M31aTeIbCKOM Mankoit (0010KKO).

3.1.9. HGOHY6J'II/IKOB8.HHLIC AOKYMCHTHBI YUUTBIBAIOTCA B SK3CMILIApPAX U HA3BAHUAX.
Kax OJIMH DK3EeMIIJIAIP U OJJHO HAa3BaHUC YUYMTHIBAIOTCS.

JICTIOHUPOBAHHAs Hay4yHas paboTa (KOMIUIEKT, COCTOSIIMH M3 JBYX O3K3EMIUIIPOB pabOThI) M
COIPOBOJUTEIBHBIE JOKYMEHTHI;

HeomyOJIUKOBaHHBIC JJOKYMEHTBI, COPOITIOPOBAHHBIC HIIA COACPIKAIITUECS B OT/ACIBHOMN MaIKe.

s KOHCTPYKTOPCKOM JOKYMEHTAMU €AMHULICH ydeTa SBJISIETCA YEPTEX WM MOJHBIA KOMILIEKT
KOHCTPYKTOPCKHUX JIOKYMEHTOB, OTHOCSIIIIUXCS K OTHOMY U3AeHI0 (00BEKTY).

3.1.10. OGHoBIsIEeMOE TIEYaTHOE W3/IaHUE YYHUTHIBACTCS KaK OTICIbHOE Ha3BaHWE W OTACIbHBIN



SK3EMIUISIP MPU MEPBUYHOM MOCTYIUICHUH B OnOnmoreky. [locneayromniye mocTynaeHus BKIaIHBIX
JIMCTOB, TNPEIHA3HAYCHHBIX JUIS JOIOJHEHUS WM 3aMEHbl COOTBETCTBYIOLIMX JINCTOB B W3JIaHUH,
OTAEJIBHOMY YUETY HE MOJIJIEXKAT.

3.1.11. dakcuMUIBHOE U3JAaHUE YYUTHIBACTCS KaK OPUTHHAIL.

3.2. AyauoBu3yajibHble JOKYMEHTbI

K ayJIMOBU3YaJIbHBIM JOKYMCHTaM OTHOCATCA (bOHOI[OKYMeHTI)I ) BUJACOAOKYMCHTEI,
(I)OTOI[OKYMCHTBI, KHUHOJOKYMCHTBI.

3.2.1. Enuaunamu yderta GoHIa ayJTHOBU3YaIbHBIX JOKYMEHTOB SIBIISIIOTCS DK3EMIUISIP M Ha3BaHUE.
Kaxk oTnenbHbIN SK3EMIUIAP YUYUTHIBAIOTCA:

JICK - JJISl TPaMITJIACTUHOK;

KaTyIIKa, KacceTa Win 000MHA - 7Sl MAaTHUTHBIX (QOHOTpaMM;

KacceTa - Ik BUJCOA0KYMEHTOB;

Kajp - Ui (OTOJTOKYMEHTOB (JIMarO3UTUBOB, CJIAN/I0B);

6006uHa - 11 KWHO(DUIBMOB.

Kak oHO Ha3BaHHME YUHUTHIBAIOTCS:

OT/EIILHO BBIMYIIEHHAs TPaMILUTaCTHHKA, KacceTa TM00 KOMIUIEKT (aap00M) rpaMILIaCTHHOK, KacCeT,
00BEIMHEHHBIX OOIIIUM HA3BAHUEM,

MarHuTHas (OHOTrpaMMa Ha OJHOW Karyiike (kaccere), MarHuTHas (POHOrpaMMa Ha HECKOIbKHX
KaTyiikax (Kaccerax), 00beIMHEHHBIX OOIIMM HAa3BaHUEM,

OTJENILHO W3JIaHHBIH (DOHOJOKYMEHT WM KOMIUICKT (POHOIOKYMEHTOB, OOBEIMHEHHBIX OOIIMM
3arjaBHEM,

KAHOGDHUIIBEM, THaGHIBM HE3aBHCHMO OT YKMCJIa COCTABJISAIONIMX YacTed WK KaJApOB (IS KOMIUIEKTa
JIHAITO3UTHBOB).

3.2.2. AYJII/IOBI/I?;yaJ'H)HBIe JAOKYMCHTEI, ABJIAIOMIUCCA IMPUIOXKCHUEM K pPAa3IMdYHBIM H3OaHUSAM H
BBITNIOJIHAKOIINE CaMOCTOATCIIBHBIC (I)yHKI_[I/II/I, a TaKXC HCIIOJIB3YyCMbIC B pa60Te OTACIBbHO OT
OCHOBHOI'O U3JJaHUs, MOTYT YUUTBIBATHECA KaK OTACIIBbHBIC OK3EMILIAPHI.

3.3. JIokyMeHTBhI Ha MUKPO(popMax
K noxymeHTam Ha MUKpO(hOopMax OTHOCATCS MUKPO(DHIBMBI 1 MUKPODHUIIIH.
3.3.1. EnununiamMu y4eTa TOKyMEHTOB Ha MUKpO(OpMax SIBISIIOTCS SK3EMILISIP M Ha3BaHHE.

DK3eMIUISIPOM ISl JIOKYMEHTOB Ha MUKpO(hopMax SIBISIOTCS: PYJIOH - sl MUKpO(WIbMOB; (umia -
JUTSE MUKPOQUIIL

Kak onHO Ha3BaHHE YYMTBHIBACTCS KOMIUIEKT MHUKPO(QHIBMOB WM MHUKpodHIl, 0O0BEIMHEHHBIX
00IIMM 3ariiaBueM, He3aBUCUMO OT YMCJIA COCTABIISIONINX YaCTEH.

3.3.2. O6uwmit 00beM (oHIa JOKYMEHTOB Ha MUKPO(OPMAax yUUTHIBAETCS MO KOJIUYECTBY PYJIOHOB



U (ur, BKITIOYAs KOTIMU pa3HbIX TIOKOJICHUH (apXHUBHBIC/pe3epBHBIC U MOJIb30BATCIBCKHE).

3.4. D1eKTPOHHBbIE JOKYMEHTbI

K 3/1eKTpOHHBIM JOKYMEHTaM OTHOCSATCS JOKYMEHTBI Ha ChEMHBIX HOCHTENAX (KOMIAKT-IHUCKH,
duten-kapThl); JOKYMEHTBI, pa3MelliaeMble Ha )ECTKOM JTUCKEe KOMIbIoTepa (cepBepe) OuOInoTeKH
U JIOCTYIIHBbIC I0JIb30BATENIAM Yepe3 HH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHBIE ceTH (manee -
CCTCBBIC JIOKAJIBHBIC I[OKyMeHTBI) ; JOKYMCHTHI, pasMeacMbIC Ha ABTOHOMHBIX
ABTOMATU3UPOBAHHBIX PabOYMX CTAHIMAX OMOIMOTEKH (Hajnee - MHCTAUTMPOBAHHBIC TOKYMEHTHI);
AOKYMCHTHI, pa3MCIICHHBIC HAa BHCIIHUX TCXHUYCCKUX CPCACTBAX, IMOJTYy4YaCMBbIC 6I/I6JII/IOTCKOI>'I BO
BPEMEHHOE II0JIb30BaHHE 4Yepe3 HH(POPMaIMOHHO-TEIICKOMMYHHKAIIMOHHBIE CETH Ha YCIOBHUAX
JIOTOBOpa, KOHTPAKTa, JIMIEH3UOHHOTO COTJIAIICHHSI C MPOU3BOIUTEIAMU WMHpopManuu (nanee -
CETEBBIC YIAJICHHBIC TOKYMCHTHI).

3.4.1. EIII/IHI/ILIaMI/I ydc€Ta 3JICKTPOHHBIX JOKYMCHTOB Ha CbCMHBIX HOCHUTCIIAX ABJIAKOTCA DK3CMILIAP
1 Ha3BaHUC.

3.4.1.1. Kax OT/e/IbHBIN SK3eMILISP YYUTHIBACTCS KX bl aBTOHOMHBIN O0BEKT (KOMIAKT-IHCK).

Kaxk OTACJIBHBIC OK3CMIUIAPbI MOT'YT YYMTBIBATHCA TMPUIOXKCHUA K PA3JIMUHBIM U3OAHUAM,
BBITIOJITHAOIIUE CaMOCTOATCIIBHBIC (bYHKI_[I/II/I, a TaKXE HCIIOJIb3yCMbIC B pa60Te OTACIBHO OT
OCHOBHOT'O U3J1aHHA.

Kak ornenbHbIE SK3EMIUISPHl HE YYUTHIBAIOTCS KOMIIAKT-IMCKU, €CIM OHHU TIPEICTABISIOT COOOM
BKJIJKy (BJIOYKCHHUE) B M3/IaHKE WU €r0 HEOThEMIIEMOE TIPUIIOKEHHUE.

3.4.1.2. Kak oHO Ha3BaHHUE YUUTHIBAIOTCS:
OTJIENIBHO BBIMYIIEHHBIH KOMITAKT-IUCK;

KKl KOMITAKT-IUCK, BXOJSIIMNA B HYMEPOBAaHHYIO WJIM HEHYMEPOBAHHYIO CEPUIO AJIEKTPOHHBIX
U3JaHuH,

KOMIIJICKT KOMIIaKT-AMCKOB, 06’BCJII/IHCHHLIX O6H_[I/IM Ha3BaHUEM,

HU3JaHHBIC B KAYCCTBC CaMOCTOATCIBHBIX H3,I[aHPII>i MMPUIIOKCHHA K U3JaHUAM JF000Tr0 Apyroro Buaa,
HMCIOIIHNEC COOCTBEHHOE 3arjiaBHE U A0MMYCKAaromue MUX HUCIOJIb30BaAHUC 0e3 O6paHICHI/I$I K
OCHOBHOMY HU3OaHUIO.

3.4.1.3. B nokyMmeHTax Ha Quiem-KapTax Kak OJWH JK3eMIUISIP W OJHO HA3BAHHWE YYHUTHIBACTCS
Ka)XJ10€ LIEJIOCTHOE MPOU3BEICHHE, UMEIOIIEE CAMOCTOSATEIIBHOE 3arjiaBUe.

3.4.2. EnuHunamMu yuyeTa CETeBBIX JIOKAIbHBIX M WHCTAIUIMPOBAHHBIX JOKYMEHTOB SIBISIOTCS
9K3eMIUTSp (YCIOBHAS €IMHUIIA yUeTa) U Ha3BaHHUE.

Kax oHO Ha3BaHME yUUTHIBAETCS LIEIOCTHOE IIPOM3BEIEHUE, UMEIOIIIEE CAMOCTOSITENILHOE 3arilaBue,
BHE 3aBUCUMOCTH OT €ro npezacrasieHus. Kak ogHa equHMIIA y4YWTBIBAECTCA IONOJHAEMBIA H
OOHOBIISIEMBIH 3JICKTPOHHBIN JOKYMEHT.

DK3eMIUSIpOM  SBIIETCS JOKYMEHT B ompeAeleHHOM (opMare XpaHEHHs WIH MpPeICTaBICHHUS.
®opmaThl OTHOW U TOU K€ €IMHUIBI KOHTEHTA YUYUTBIBAIOTCS OTIEIBHO.

3.4.3. EnuHunamu ydera CETEBBIX YIAJICHHBIX JOKYMEHTOB SBIISIOTCS SK3eMIULIp (yciIoBHas
SIMHUIIA YUeTa) U Ha3BaHHUE.



Kak onuH 3K3eMIUIAp M OJHO HA3BAHHME YUMTHIBAETCA KaXIbI MOJHOTEKCTOBBIA 3JIEKTPOHHBIN
JTOKYMEHT, UMEIOIINI CaMOCTOSITEIbHOE 3arjaBue, BKIIOYEHHBIN B MaKeT, K KOTOPOMY O(OPMIIEHO
MpaBo JOCTyma y ero mnpousBoauTens. Kak onHa enIWHWIA YYHUTHIBAETCS TMOMOJHIEMBIA M
OOHOBJISIEMBIH 2JIEKTPOHHBIN TOKYMEHT.

IV. Yder nocryniieHusi 10KyMeHTOB B OM0JIMOTEYHbI (POH/

JIOKyMEHTBI TIOCTYyHAarOT B OHMOJIMOTEKY M BKIIOYAIOTCS B OMOMMOTEYHBIH (OHI B pe3yibTaTe
IOCTaBKH 0053aTEILHOTO 3K3eMIUIAPa, MOKYNKH (IMOIMHMCKH, OOMEHa, JapeHwus, MOKEePTBOBAHUS,
KOTIMPOBAHUS OPUTHHAIIOB U3 (hOH1a ONOINOTEKN).

4.1. JIoKkyMeHTHl TNPHHUMAIOTCS [0 IEPBHYHBIM YUYCTHBIM JOKyMeHTaM (HaKkiajHas, aKT),
BKJIFOYAIOLIUM CIIMCOK ITOCTYIUICHHUHN.

4.1.1. Ilpuem [IOKYMEHTOB, HOCTYyMaloOUIMX B OHONIMOTEKy O0€3 NEepBUYHBIX JOKYMEHTOB Ha
0e3Bo3Me3/IHON OcHOBE (00s3aTeNIbHBIC IK3EMIUIPBI, JCTMO3UTHBIC 3K3EMIUIIPhl MEXIyHAPOIHBIX
OpraHu3auuii, O0e3BO3ME3/HBbIC TIOCTYIUICHUS W3 HEHM3BECTHBIX M AHOHHMHBIX HCTOYHHKOB),
oopmIIsieTcss akTOM O TIpUeMe TOKYMEHTOB.

4.1.2. TlpueM JOKYMEHTOB, NMOCTYHAIOMUX B OMOIMOTEKY OT IOPUIHMYECKOTr0, (PU3NYECKOro JINIA B
BUJIC J]apa C yKa3aHWEM ero Ha3HA4YeHHs /IS HONOJHEHHs OnOInoTedHoro ¢onpaa, opopmMisercs

JIOTOBOPOM ITO’KEPTBOBAHMS B COOTBETCTBUHU C ['paknaHckuM kopekcoM Poccuiickont denepanuu
(ct. 574, 582) <1>,

<1> I'paxnanckuii konekc Poccuiickoit denepannu. Yacte Bropas ot 26 sus. 1996 r. N 14-®3 //
Co0p. 3akonomarensctBa Poc. @enepamuu. - 1996 r. - N 5, c1. 410. - C. 1110 - 1296.

4.1.3. TlpueM AOKyMEHTOB OT 4YHMTaTelled B3aMEH YTEPSHHbIX M MPU3HAHHBIX PaBHOLECHHBIMU
yTpadeHHBIM O(pOPMIIIETCSI aKTOM O MPHEMe IOKYMEHTOB B3aMEH YTEPSHHBIX. B akTe yka3wiBaeTcs
(aMunsi, UHALUATBI YUTATENsl, CBEIACHUS 00 yTEPSHHBIX HM3IaHHAX (PErMCTpPallMOHHBIA HOMEp,
KpaTkoe Oubsmorpapuyueckoe onucaHue U3IaHus, [IeHa), CBEICHHS O MPUHATHIX M3IaHHUIX (KpaTkoe
oubmmorpaduyeckoe onMcaHue U3JaHus, IeHa), MOIUCH YUTATEIs U TPUHUMAFOIIEH CTOPOHHI.

4.2. O1eHka CTOMMOCTH NMEPpUOANICCKUX I/I3,I[aHI/II71, IMMOCTyIIaromux B 6I/I6J'II/IOTCKy Ha BPCMCHHOC
XPaHCHHUC, HC IPOU3BOJAUTCA.

4.3. JIoKyMEeHTbI, OCTyMaloe B OMOINOTEKY, MOAISKAT CYMMapHOMY YUETY.

4.3.1. CBenenus O BKIIOYaeMbIX B OMOMMOTEUHBIM (OHA NOKYMEHTaX (DUKCHPYIOTCS B KHHIE
CYMMapHOTO y4eTra OubanoTedHoro (hOHIa WU B JPYTOM BHJE perucTpa coriacHo m. 1.5.2.

Peructpel cymmapHOro yuyera JOJDKHBI MMETh 3arojIOBOYHBIC JIAHHBIE. HAMMEHOBAHUE PETrHCTPA,
HAaVMEHOBAHME OpPraHW3alllH, MOAPA3ACIICeHNUs. B peructp BOUCHIBAIOTCS JAaHHBIE O MOCTYyNUBLICH
NapTUH JOKYMEHTOB. JlaTa W TMOPSIKOBBIA HOMEp 3amucu (MOPSIKOBBIM HOMED 3aliCH €XKETOTHO
HaunHaeTcs ¢ N 1), MCTOYHMK MOCTYIUICHHS, HOMEpP M JaTa MEePBHUYHOTO YYETHOTO JOKYMEHTa,
KOJIMYECTBO MOCTYMUBILIUX JIOKYMEHTOB U CTOMMOCTb.

4.3.2. CymMapHbIi y4yeT MOCTYIUIEHHUS JIEKTPOHHBIX CETEBBIX JOKAJIbHBIX JTOKYMEHTOB BEJETCS B
DIIEKTPOHHOM peecTpe B COOTBETCTBUHM C TOKaszarensMu 1. 5.3.1, ¢ yka3aHuWeM [aThl 3arpy3Kd
HOCTYIUICHUH B CUCTEMY.


https://normativ.kontur.ru/document?moduleid=1&documentid=167991#l0
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4.3.3. CyMMapHBIi y4YeT MOCTYIUICHUS 3JIEKTPOHHBIX CETEBBIX YIAJICHHBIX TOKYMEHTOB BEICTCS B
3JICKTPOHHOM PEECTPE C OTPAKECHUEM CIIEAYIOLIUX II0Ka3aTelNeil: AaThl U IOPAIKOBOIO HOMeEpa
3alliCH, PEKBU3UTOB JIHMIECH3MOHHOTO J0roBopa (Ha3BaHHS W HOMepa JOKYMEHTa, CpPOKa €ro
JeHCTBUSI, CTOMMOCTH), KOJIMYecTBa 0a3 JaHHbIX (IIAKETOB) U BKJIFOUCHHBIX B HUX HA3BaHUIA.

[lpu mopcuere CyMMapHOTO KOJIMYECTBA HAa3BaHWH MCKIIOYAIOTCS yOiHMpyOIUecs Ha3BaHHS B
nakerax Ha OJIHOM rmiaTdopme.

4.4. JIokyMeHTHI, IOJArOTOBJICHHBIE K NIpUEeMy B OMOIMOTEYHBIN (HOHJ, MOJBEPraroOTCs MEPBUUHOM
00paboTKe U UHIUBUYAJbHOMY YYETY.

4.4.1. VHauBuayanbHbIH y4eT JOKYMEHTOB OCYLIECTBIIAETCA IIyTEM IIPUCBOCHUS KaXaAOMY
SK3EMILIAPY JOKYMEHTA PErMCTPAllMOHHOIO HOMEPA, MHOIO 3HAaKa B Ka4e€CTBE PErMCTPALMOHHOIO
HOoMepa (CMCTEMHOro HOMepa KOMIBIOTEPHOW MPOTpaMMbl, INTPUX-KOJA M JIPYTHUX).
WMHnuBuayanbHblii HOMEp 3aKpeIuseTcsl 3a JTOKYMEHTOM Ha BCE BpeMsl €ro HaxXOoXKAEHUs B (QoHze
O6ubnuoteku. PeructpanonHsle HOMepa UCKIIOYEHHBIX U3 (POHJA TOKYMEHTOB HE IPUCBAUBAIOTCA
BHOBb IIPUHATHIM JOKYMEHTaM.

PGFI/ICTpaHI/IOHHHG HOMCEpa IPOCTaBJIAIOTCA HEIIOCPECACTBCHHO HAa JOKYMCHTAaX H OTPAXKAIOTCA B
PErucTpC MHANBUAYAJIBHOI'O YUC€Ta NOKYMCHTOB, ITIPUHATOM B ouoIHMoTEKE.

Peructpel MHIAMBHIyaJIbHOTO y4YeTa JOJDKHBI MMETh 3arojIOBOYHBIC JIaHHBIC. HAaWMCHOBAHHE
pEerucTpa, HauMEHOBAaHHWE OPraHU3AlMM, CTPYKTYPHOIO IOJpa3JeieHus. B peructp BIUCHIBAIOTCA
JaHHBIE O KaXKJIOM JOKYMEHTE. Jara 3alliuCH B PETUCTpPEe, PErMCTPAIlMOHHBIA HOMEp, KpaTKoe
oubnuorpaduueckoe omnucaHue TOKyMeHTa (aBTOp, 3arjiaBue, TOM, 4acTbh, BBIMYCK, MECTO U TOJ
U3JIaHKs), IeHa JOKYMEHTA, YKa3aHHas B CONPOBOIUTEIHLHOM JTOKYMEHTE.

4.4.2. IHDuBUAyabHBIA YUYeT MEPUONNYECKUX H3/IaHUI BEIETCS B PETUCTPAIIMOHHON KapTOTEKe
NEPUOANYECKUX U3JaHUH, IPEeAHA3HAYEHHOM IS yueTa KaKA0ro Ha3BaHMs M KaX10r0 IK3EMILIIpa,
WIM B aBTOMaTU3UPOBAHHOM 0aze JaHHbBIX.

Jng nepuonnyeckux HM3JaHUM B KayeCTBE PETUCTPALMOHHBIX HOMEPOB MOTYT MCIIOJIb30BAThCS
Ar00ble MACHTU(UKAIIMOHHBIE HOMEpAa: CUCTEMHBIII HOMEp B aBTOMATHU3MPOBAaHHOM 0ase JaHHBIX,
PETHCTPAIIMOHHBIN (TOPSAKOBBIN) HOMEDP 3aIMCH B PETHCTPAIIMOHHON KapTOTEKe.

4.4.3. VnauBuIyanbHbI ydyeT JOKYMEHTOB, HMEIOIIMX B CBOEM O(GOPMIIEHUH JparoleHHbIE
MeTalibl W (WIHM) JparoleHHble KaMHM W OTHECEHHBIX K KaTeropuu ceiloBOro XpaHeHUs,
OCYUIECTBIISIETCS B CIIEUAIIBHOM PETUCTPE, B KOTOPOM, KPOME TPAIULIMOHHBIX IIOKAa3aTeNeH, qacTcs
OTMCaHKe BHEUTHETO 0(opMIIeHUS JOKyMeHTa. Ka /bl INCT perucTpa COnpoBOKAAETCS UTOTOBOM
3alMCHIO C YKA3aHUEM JaThl €€ COCTABJICHUS U KOJIMYECTBA ONMCAHUI Ha JIUCTE.

444, B peructpax HMHIUBUIYaJbHOTO YyyeTa B NPUMEUYAHMAX YKa3bIBa€TCS HaJU4Me M BUJ
NPUIOKEHNSI K OCHOBHOMY IOKYMEHTY, a TakKe OCOOCHHOCTH 3K3EMIUIIpa LEHHBIX U PEIKUX
JIOKyMEHTOB (HarmpuMmep, HaJHMYUe YHHUKAJIBHOTO TepervieTta, MapruHanuid, redekros u 1.1m.). [Ipu
HaJIMYMKM MachopTa JAOKYMEHTa JaeTcs OTChUIKa K HeMy. B NpuMedyaHUsiX MOXKET yKa3bIBaThCs
MPUHAAJIEKHOCTh JOKYMEHTA K KATErOpUN KHM>KHBIX TaMSATHUKOB.

4.4.5. InpuBuyallbHBIM yuYeT 3JEKTPOHHBIX CETEBBIX JIOKAJIbHBIX JOKYMEHTOB OCYILECTBISETCS
yTeM BBOJIa B 6a3y JaHHBIX METauH(POPMALIUU O 3arpy3Ke JOKYMEHTa B AJIEKTPOHHYIO OUOIHOTEKY
C aBTOMATUYECKUM MPUCBOCHHEM HIACHTH()UKAIMOHHOTO (CHCTEMHOI0) HOMEpa KaXIOMY
JIOKYMEHTY .

4.4.6. UnauBuayaabHBIA y4eT 3JEKTPOHHBIX CETEBBIX YJAJICHHBIX JTOKYMEHTOB OCYLIECTBIIIETCS B
JJICKTPOHHOM BHJE IIyTeM perucTpanuu 0a3 JaHHBIX (ImakeToB) O€3 TPUCBOCHHS UM



PETUCTPAIIMIOHHOTO HOMEpA.

B peecTp MHAMBHAYalbHOTO y4YeTa CETEBBIX YIAICHHBIX JIOKYMEHTOB BKJIOYAIOTCS OCHOBHBIC
XapaKkTepUCTHKUA 0a3bl JMaHHbIX (Makera): omucaHwe Oas3bl MaHHBIX (HA3BaHWE, TPOW3BOIMTEIIb,
wiathpopma u (WIK) aapec BXO0Ja), CPOK OKOHYAHHUS TpaBa JOCTyMa, KOJUYECTBO HA3BaHUM,
BXOZSIIUX B 0a3y JaHHBIX (IIaKeT).

B konuyecTBO Ha3BaHUIl BKJIFOYAETCS OOIIEe KOJIUYECTBO MOJHOTEKCTOBBIX JIOKYMEHTOB (KHWT,
JKYPHAJIOB, Ta3eT, IAaTeHTOB, CTAHJAAaPTOB U JIPYTHX JOKYMEHTOB, yUUTHIBaEMbIX B Oubmnoreke). He
BKJTIOYAIOTCS B 3TO KOJIMYECTBO JOKYMEHTBI, KOTOPBIE OOBIYHO HE U3JAIOTCS OT/ICIHHO B IIEYATHOM
dbopmate, Takue Kak NpoduiIn KOMOAHUHM, CTATUCTUYECKUE TAOJMIIbI, aHATUTUYCCKUE MAaTEpPHAIIbI
mapketunra. Jlias 0a3 maHHBIX ([TAKETOB), HE COJAEPIKAIIMX ITOJHOTEKCTOBBIX JIOKYMEHTOB, B
pEeKBU3HTE "Ha3BaHUE" MPOCTABISETCS €IUHUIIA.

4.5. JlokyMeHTHI, BKJItouaeMble B (oHI OuOmMMOTeKkH, MapkupyroTcs. IIpm 3TomM MoryTt OBITH
WCTIOJIb30BaHBI IITEMIICITH, KHW)KHBIC 3HAKH, WHIWBHUIYaJbHBIC IITPHUXOBBIC KOJbI, JAPYTHUE BHIBI
MapkupoBkr. OCHOBHbIE TpeOOBaHUS, KOTOPHIC JOJDKHBI COOJIOAATHCS TPH MapKHUPOBKE
JIOKYMEHTOB. 0003HAYCHHE MPUHAJIC)KHOCTH, SCTETHKA, JOJTOBEYHOCTh MAPKHPOBOYHOTO 3HAKA,
COXPaHHOCTh TEKCTa WIIU IPYToi 3HAKOBOM MH(MOpMAIIHH.

4.6. Ha nokyMmeHTax, SIBISTFOLIMXCS MPHIOKEHHEM K OCHOBHOMY HOCHTEIIO W €0 HEOThEMIIEMOM
4acCTbO, IIPOCTABJIAOTCS T€ XKE PEKBU3UTHI, YTO U HA OCHOBHOM JTOKYMEHTE.

4.7, BHCKTpOHHBIe CCTCBLIC JIOKAJIbHBIC JOKYMCHTBI MW JJICKTPOHHBIC CCTCBBIC YJIAJICHHBIC
AOKYMCHTBIL I/II[eHTI/I(I)I/IIII/Ip}IIOTCSI CIICUAJIbHBIMU ITPOrpaMMHBIMU CPCACTBAMMU.

4.8. Ha mpuHATBIX MEPBUYHBIX YUYETHBIX JOKYMEHTaX MPOU3BOAMUTCS 3aMHCh, MOATBEPXKAAOLIAs,
YTO MOCTYNHUBIINE JOKYMEHTHI INPUHATHI B OWOIMOTEUHBbIM (OHI Kak B 00BEKT 0c000 LEHHOTO
IBIKUMOTro umytectsa (nanee - OL[JIN) nnm xak B 00BEKT HHOTO JBIKUMOTO UMYIIECTBA.

4.9. TlepBuuHble y4YeTHBIE JIOKYMEHTHI, MOATBEp)KIAromMe (PAKT MOCTYIMJIEHHUs, MEpPelarTcs B
OyXraiaTepuro /Ui BKJIIOUYEHHUS B yueT OUOIMOTEeYHOro QoHIa.

4.10. ExexBapranbHO, IpU yCIoBUHM n3MeHeHus coctaBa OLIM, cBenenust 06 o0IiieM KOJIHMYECTBE
U CTOMMOCTH JOKYMEHTOB, BKJIIOUEHHBIX B COCTaB OHMONMMOTEYHOro (hoHIAa KaKk OOBEKT 0c000
IIEHHOTO JIBWKHUMOTO HMYIIIECTBA, IEPENAIOTCS YUPEAUTEITIO.

V. Yuer BbIOBITHA JOKYMEHTOB U3 0M0JIM0TEYHOT0 (DOH/IA

JIoKyMeHTBI BBIOBIBAIOT M3 OMOIHOTEeUHOrO (OHAA B CBS3H C (PU3MUECKON yTpaTOW MM YaCTUYHOM
au00 TIOTHOM yTpaToOd MOTPEOUTENHCKUX CBOMCTB. BhIOBIBarOIIME JOKYMEHTHI MCKIIOYAIOTCS M3
6ubnMMoTeyHOro (OHA U CIHMCHIBAIOTCA C BOZMOXKHOCTBIO MOCIEAYIOMIEH Oe3BO3ME3IHOM nepeiaun
B Ipyrue OMOINOTEKH MO0 pean3aliiu.

5.1. MckmoyeHne TOKYMEHTOB U3 OMOIMOTeYHOTO (DOHIA JOMYCKACTCS MO CIEAYIOMNM MTPHYMHAM
yTpaTa, BETXOCTh, 1e(EKTHOCTh, yCTAPEIOCTh 110 COAEPIKaHUI0, HEPODUIBHOCTb.

HenpoduabHOCTh TOKYMEHTOB yCTaHaBIMBaeTCsl Ha ocHOBe [Ipodwmins komiuiekroBanus GoHma nim
MHOTO HOPMAaTHBHOTO JIOKYMEHTa, YTBEPXKAaeMoro pykoBoaurTenaem Oubmuoreku. [lo mpuuune
HEMPO(PUIHBHOCTH MOTYT HCKJIIOUYaThes M3 (POHIA MOKYMEHTHI, HE KOMILIEKTyeMbIe OMOIMOTEKON
(mpu OTKa3ze OT KOMIUICKTOBAHHS OTICIBbHBIX KATErOpUH JTOKYMEHTOB), H3IIHUIIHE TyOJICTHBIC
9K3EMIUISIPBI, 3aMCHEHHBbIC OoJiee TMOJHBIMU [0 COJCPKAHWIO, JIyYNIMMH IO OQGOPMIICHHIO,
(1)I/I3I/I‘-IGCKOMY COCTOSIHUIO HU3JaHUSAMHU, 110 UCTCUCHUU CpOKa XpaHCHUA NOKYMCHTOB, IIpU HU3KOM



YPOBHE YUTATEIBCKOTO CIPOCA, IPU HECOOTBETCTBHH SJIEKTPOHHBIX JOKYMEHTOB TEXHHYECKOMY H
porpaMMHOMY 00eCreYeHHI0 OUOINOTEKH.

5.1.1. HckmoueHne TOKyMEHTOB IO NMPHYMHAM YCTApPEIOCTH IO COACPIKAHUIO, HENMPO(HIBHOCTH
(ManocnpamHBaeMHe), a TaKiKC II0 MpPpUYUMHaAM BCTXOCTH H I[e(beKTHOCTI/I HC JIOITyCKacTCA II0
OTHOIIICHHIO K €IMHCTBEHHBIM IK3EMILISPAM JOKYMEHTOB MOCTOSIHHOTO (0€CCpOYHOr0) XpaHEeHHS.

5.1.2. Uckimouenue JOKYMCHTOB, OTHCCCHHBIX K KHH)XHBIM IMaMATHUKaM, OJOITYyCKACTCA TOJIBKO ITO
INPpUYIUHE YTpaTbl HOpHU YCIOBHU OTPAKCHUSA HH(bOpMaL[I/IPI O KHH)XHOM IIaMSATHHKE B PeeCTpe
KHHMXXHBIX ITaMATHHUKOB.

5.2. BpIObITHE JOKYMEHTOB M3 OuOIHoTeuHoro ¢oHga odopmisieTcss AKTOM O CHHCAaHUU
UCKJTFOUEHHBIX 00BEKTOB OuOaHoTeuHoro (ouma (magee - AKT o cnucanuu) mo ¢opme (Kom Imo
OKV /1 0504144), yrBepxaeHHO# npukazoM MunuctepcrBa puHancoB Poccuiickoit @eneparuu ot
30 mapra 2015 r. N 521 "O06 yTBepkaeHun GopM MEPBUYHBIX YUYETHBIX JIOKYMEHTOB U PETUCTPOB
OyXrajTepcKkoro ydera, NMPUMEHIEMBIX OpPraHaMHU TOCYAapCTBEHHOW BiacTH (rocynapCTBEHHBIMH
OpraHaMmu), OpraHaMd MECTHOTO CaMOYIpaBIICHHs, OpPraHaMH YIPaBICHUS TOCYIAPCTBEHHBIMH
BHEOIO/DKETHBIMU ~ (DOHZAMH, TOCYAApPCTBEHHBIMU  (MYHHLIMOAIBHBIMHU)  YUPEXKICHUAMH, U
Meroauueckux yKa3aHHil MO0 HMX MPUMEHEHHIO" (3aperucTpupoBaH B MUHHCTEPCTBE HOCTHIIUH
Poccuiickoit ®enepaumu 2 wutons 2015 1., peructpammonnsid N 37519, oduumanbHbIi
UHTEPHET-TIOpPTad npaBoBoii wuHpopmarmu  http://www.pravo.gov.ru, 8 wmrous 2015 r. N
0001201506080020), ¢ w3MEHEHHSMH, BHECEHHBIMH TIpHKa3oM MUHHCTEpCTBA (PUHAHCOB
Poccuiickoit ®Deneparmu ot 16 Hostopst 2016 r. N 209u (3apermctpupoBaH B MHHHCTEPCTBE
foctunuu Poccniickoit @enepanun 15 nekadps 2016 r., perucrpaunonnsiii N 44741, opunnanbHbIH
UHTEPHET-TIOPTa] MmpaBoBoii mHbopMmarmu http://www.pravo.gov.ru, 19 nexabps 2016 r., N
0001201612190019). (B pex. [Tpukaza Munkynbtypsl PO ot 02.02.2017 N 115)

5.3. K AKTy 0 crnHMcaHuM HpuiIaraercs CIUMCOK Ha MCKIIIOYEHHE O0O0BEKTOB OMOIMOTEeYHOro (oHaa
(manmee - cIMCOK), KOTOPBIH BKJIFOYAET CIICAYIONINE CBEJCHHUS. PETHCTPAI[MOHHBIA HOMEp M IIU(pP
XpaHeHMs  JIOKyMEHTa, KpaTkoe  OulOimorpaduyeckoe  ommcaHue, IE€HYy JOKYMEHTa,
3a(pUKCHPOBAaHHYIO B PETUCTPE MHIMBHIYaJTbHOTO y4YeTa JOKYMEHTOB, KOX(P(UIMEHT MEePEOCHKH,
IIEHY I0CJIe TIEPEOIICHKN M OOIIYI0 CTOMMOCTD UCKITIOYaeMbIX JJOKYMEHTOB.

JIns mevaTHhIX JOKYMEHTOB BPEMEHHOTO XPAaHCHHs JOIMYCKAeTCsl 3aMeHa CIHCKAa KHWKHBIMH
bopmysipamu.

JInst TOKyMEHTOB, 00pabOTaHHBIX IPYMIOBBIM (YIPOLICHHBIM) CIOCOOOM, BMECTO CIHCKA ACTCs
NepeueHb PErUCTPAIIMOHHBIX HOMEPOB, BU/] UCKITIOUAEMbIX M3JaHUH, X KOJTUYECTBO.

94. K AKTy o0 coucaHuM MO T@PUYMHE YTpaThl M CIOMCKY [PWIATAlOTCS JOKYMEHTHI,
HO/TBEepIKAAIOIIE yTpaTy (MOSCHUTENbHAS 3alHCKa, B CIyYae KPakKd WIM XUIICHUS - MPOTOKOII,
aKT, 3aKJIFOYCHHE YTIOJIHOMOYEHHBIX OPTraHoOB, PU BO3MEIICHNH yIiepOa - (UHAHCOBBIM JOKYMEHT O
BO3MCIICHHH yIepoa).

Bo3memenne uymratenmsmMu ymepba gomyckaeTcss B (opMe 3aMeHBl YTEpSHHOTO JTOKYMEHTa
PABHOLICHHBIM JIUOO IyTEeM JeHEeXHOW kKommneHcauuu. [Ipu mpueme neHer oT yuraTeneil B3aMeH
YTEPSHHBIX KHUT WM JAPYTUX JOKYMEHTOB COCTABIISIETCS MPUXOIHBINA OpJEpP, U UNTATEINIO BBIIACTCS
KBUTAHIIMS yCTAHOBJICHHOTO 00pa3ua.

5.5. [Ipu Bo3MeieHUN yuTaTeneM yuepoda CTOUMOCTh YTPau€HHbIX JOKYMEHTOB YCTaHABIUBACTCS
DKCIIEPTHOM KOMMCCHEH II0 OLEHKE JOKYMEHTOB, HAa3HA4CHHOW IIPUKAa30M pPYKOBOJIUTEISA
OUOINOTEKH.
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[Ipn ytepe mnu XMIEHUM LEHHBIX U PEAKUX KHUT JJI OINpPENETCHHs] UX CTOMMOCTH KOMMCCHS
MOXET IMpHUBIEKaTh K CBOEH paboTe COOTBETCTBYIOIIMX OHKCIEPTOB, a TaKXKe MHCIOIb30BaTh
MaTepuajabl Hay4YHO-METOAMYECKUX IIEHTPOB, KHMKHBIX ayKIIMOHOB M SIpMapok. B 3Tux cimyuasx
OlpeleieHue NPUYMHEHHOro  ymiepba mpenenbHbIMM — KO3((UIMEeHTaMH  KpaTHOCTH  HE
OTrpaHUYMBAETCS.

5.6. AKT 0 cnHMcaHUM IO OJHOM W3 MPHUYMH, yKa3aHHBIX B I. 5.1, ¢ MPUIOKEHHBIM CHHCKOM
HOJMMCHIBAECTCS IpEJCeaTeNIeM U WIEHAaMH KOMHMCCUM IO CIUCAaHUIO OOBEKTOB OMOIMOTEUHOIO
¢doHnma, yTBepKIaeTCs PyKOBOAUTEIEM YUPEKICHHS.

5.7. Tlocne yrtBepxknaeHus AKTa O CHHCAHMM  OCYHIECTBISIIOTCA ~ MEPONPHUITHS IO
nepepacnpeeliCHUIO U Peau3allii CITMCAHHBIX 00BEKTOB OMOIMOTEYHOTO (POHA.

5.7.1. Cnucannbsle 0OBEKTHI, UCKIIOYEHHBIE M3 OMONMMOTEYHOro (hOHIA MO MPUYMHAM BETXOCTH,
Ne(QEeKTHOCTH, YCTApPENIOCTU II0 COJEPXKAHUIO, MOTYT IlepelaBaThCsi Ha OE€3BO3ME3NHOM OCHOBE
IOPUIMYECKAM U (PHU3UUecKuM jmuaMm. HeBocTpeOoBaHHBIE B TEUCHHE IIECTH MECSALEB C AATHI
CIIMCAHUsI JOKYMEHTBl MOI'YT HAIpaBISITECS B IYHKTHl BTOPUYHOTO ChIpbsi. (B pen. Ilpukasa
MunkynbTypbl PO ot 02.02.2017 N 115)

5.7.2. CnucaHHble OOBEKTbl, MCKIIOYEHHblE M3 OHOIMOTEYyHOro (oHAa MO NpPUUYHHE
HENPOPMIHHOCTH, TIEPEIAIOTCS M0 PEIICHUIO0 OUOIMOTEKH B 0OMEHHBIN (DOH/ B MENAX JabHEUIIEH
nepeaayn Ha 6€3B03ME3HOI OCHOBE HEKOMMEPUECKUM, a TaK)Ke TOCYAapCTBEHHBIM KOMMEPYECKHM
OpraHM3aIMsIM WIH IS peanu3aliy IpuIndeckuM U ¢puznyeckuM jiunaM. HeBoctpeOoBaHHbIE MITH
HEPEAIN30BaHHbIE B TEUEHHE LLIECTH MECALIEB C JaThl CIUCAHUS JOKYMEHTBI MOTYT IepeaBaThCs Ha
0e3B03ME3/IHOI OCHOBE IOPUIMYECKUM U (GU3NYECKUM JIMIIAM JMOO HANpaBlATHCA B IYHKTHI
BTOPUYHOTO ChIpbs. (B pex. [Ipukaza MunkynsTypbl PO ot 02.02.2017 N 115)

5.7.3. Tlpn OTCYTCTBMM IMyHKTOB BTOPHUYHOT'O ChIpbsl WJIM B CIydYasx, KOTJa cJaya JOKYMEHTOB Ha
nepepaboTKy  DKOHOMHYECKH  HeIellecoo0pasHa, COTPYIHHKH  OHOJIMOTEKH  YHUYTOXAIOT
UCKIJIIOUEHHbIE M3 OMOIMOTEYHOr0 (JOHAA JOKYMEHTHI B CIIELHUAIBHO OTBEJIEHHOM JJIS 3TUX Lielen
MECT€ B MPHUCYTCTBUU YIOJHOMOYEHHBIX YUPEIUTENIEM JIUL, KOTOpBIE COCTAaBJSIIOT aKT 00
YHUYTOXKCHUHU CIIUCAHHBIX 00BEKTOB OuOMMoTeuHoro ¢ouaa. (B pexa. [pukaza MunkyabTypsl PO
or 02.02.2017 N 115)

B AkTe 0 cnMcaHWW OTpakarOTCs HAaWMMEHOBAaHHME, HOMEDP W JaTa JOKYMEHTA, IMOJITBEPIKIAFOIICTO
pemeHre OMOIMOTEKH O Tepeiade CIMCAaHHBIX 00bEKTOB OMOIHOTEYHOTo (DOH1a B OOMEHHBIN (OHS,
JIOKYMEHTA, TOATBEPKIAIONIETO pEIIeHHe OHOJMOTEKH O pealn3alliid CIHCAaHHBIX OOBEKTOB
OoubmmoredHoro (GoHIA IOPUAWYECKAM M (DU3UYECKUM JUIaM, JOKYMEHTa, TMOITBEPIKIAFOIIECTO
perieHre OMOINOTEKH O TIepeiaue Ha 0€3BO3ME3THOM OCHOBE CITMCAHHBIX 00BEKTOB OMOIMOTEYHOTO
doHIa IOPHUIMYCCKUM H (U3HYSCKUM JIMIAM, JOKYMEHTa, MOJTBEPKIAIOMEero (akT caadu
CIIUCAaHHBIX OOBEKTOB OMOIHOTEYHOro (GOHIA B IMYHKT BTOPUYHOTO CBIPhS, WMIU aKTa 00
YHUUTOXKEHUU CIHCAaHHBIX OOBEKTOB OuONIMOTEYHOro QoHaa. BelnleykasaHHble TOKYMEHTBI
NPUIIATaloTCs K AKTY O CIIUCAHUU CO CIIUCKOM OOBEKTOB, UCKIIOUEHHBIX U3 OMbIuoTeyHoro GoHma.
(B pen. Ipukaza MunkysTypbl PO ot 02.02.2017 N 115)

Ucknrouennsle u3 OUOIMOTEUHBIX (POHIOB MHUKPO(GOPMBI Ha TraJOT€HUI0CEpEOPSHON IJICHKE
HNOAJIeKAT caade Kak cepedpocoieprkaliue OTXOIbl B COOTBETCTBHHM C 3aKOHOAATEIHCTBOM
Poccuiickoit @eneparmu. (B pea. [Ipukaza Munkynstypsl PO ot 02.02.2017 N 115)

5.8. Tlocne 3aBepieHHs] MEpPONPHITHH, NMPEAYCMOTPEHHBIX AKTOM O CHHCAHWU HWCKIIOUEHHBIX
00BeKTOB OHMONMMOTEYHOTO (HOHMA, TEPBBIA DK3EMIUIAP AKTa O CIHUCAaHUM CO CIHUCKOM H
JOKYMEHTOM, MOJITBEPXKAAIONIMM BBIOBITHE, TEpeNacTcsi B OyXTalTepHio, BTOPOU IK3EMILISP
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0CTaeTCs B TIOJIPA3ACIICHUH, OCYIIECTRISIFOIIEM y4eT OHOIMoTedHOT0 (hOH/IA.

Ha ocHoBanuu AKTa O CNHUCAaHWU UCKIIOYCHHBIX O0BEKTOB OMONMHOTEYHOTrO (hoHAa OUOIHOTEUHOE
NOJIpa3ieNIeHUe U OyXTalTepusi BHOCSAT H3MEHEHUS B COOTBETCTBYIOIIME YUETHBIC JOKYMEHTHI.

5.9. AKTBI O CIIUCAHUM PETHCTPUPYIOTCS B KHUIE CyMMapHOro ydera OuOnmuorevynoro ¢ouma (Hiu
JPYTOM BHJIE PETHCTPa CYMMAapHOTO y4eTa BHIOBITUS TOKYMEHTOB, IIPHHSATOM B OHOIHOTEKE).

5.10. B perucrpaiiioHHoii kHure (Wi IpyroM BHAE PErHCTpa HHIAMBUAYAIbHOTO ydeTa
JOKYMEHTOB, IPHHATOM B OMOJIMOTEKE) POCTABJISICTCS HOMED U 1aTa AKTa O CIIMCAHUH.

5.11. Bce wuckimoyaembie U3 (GoHma OMOIMOTEKH MOKYMEHTHI (KHHTH, JKypHAbl, JAPYTUE BHJIbI
JOKYMEHTOB) JTOJKHBI OBITH COOTBETCTBYIOIIUM 00pa3oM O(GOPMIIEHBI: CIEIHAIbHBIM IITEMITCICM
JOJDKHBIL OBITH MOTaIleHbl NITAMIIBE OMOINOTEKH.

5.12. DneKkTpOHHbIE CETEBbIE JIOKATbHbIE JOKYMEHTBI YJAISIOTCS U3 AJIEKTPOHHON OHOIMOTEKH Ha
OCHOBaHUU AKTa O CIHCAaHUU C YKa3aHUEM MPUYUHBI UCKIOUeHUs. HaumeHnoBanue, HoMep U jata
aKTa BBOASATCS B 0a3y JaHHBIX B KaUyeCTBE MeTauH(OpPMAIMK K COOTBETCTBYIOUIEMY JOKYMEHTY.

Ha ocHoBaHuM BBEJEHHBIX CBEIEHUI MPOrpaMMHBIM CIOCOOOM (opMupyeTcs nepeueHb AKTOB O
cnucanuu (peecTp CyMMapHOTO y4yeTa BBIOBITHS CETEBBIX JIOKAIBHBIX JOKYMEHTOB) M IEpEYCHb
CIIMCAHHBIX OOBEKTOB 3JICKTPOHHON OMOMMOTeKH (peecTp HMHAMBUAYAIBHOIO y4eTa BBIOBITHSI
CETEBBIX JOKAIBHBIX JOKYMEHTOB).

5.13. BrIObITHE DNIEKTPOHHBIX CETEBBIX YAANECHHBIX JOKYMEHTOB HE O(OpPMIISETCS CHEelHaTIbHBIM
nokyMeHToM. IloaTBepkaeHueM BBIOBITHS SIBISIETCS MCTEUEHHE CpOKa JEHCTBHS JIOKyMEHTa
(moroBopa, KOHTpakTa, JHICH3MOHHOTO COTJAIICHHs), O(POPMICHHOrO Ha MpPaBO J0CTyMa K
OIpe/ieNICHHON 0a3e MaHHBIX (MTAKEeTy) CETEeBBIX JOKYMEHTOB, U OTCYTCTBHE JOrOBOPA, KOHTPAKTA,
JUIEH3UOHHOTO COoTIaIeHusi, 0OpMIIEHHOT'O Ha HOBBII CPOK.

5.14. ExexBapTtanbHO, 1pu yciaoBuu u3menenus coctaBa OLJIM, oOmue cBeaeHUsT O KOJIMYECTBE U
CTOMMOCTH JOKYMEHTOB, CIHCAaHHBIX M3 OWMOMMOTEYHOro (oHIa Kak O0BEKTa 0CO00 IEHHOTO
JIBIDKAMOTO WMYIIECTBA, C yKa3aHWUEM TepedyHs AKTOB O CHHCAaHWHM, NMPUYUH M HaAIMpaBICHUHN
BBIOBITHSI TOKyMEHTOB, TIPEICTABISIFOTCS yUpeauTento. KonnuecTBO BHIOBIBAIONINX JOKYMEHTOB HE
JIOJKHO TIPEBBIIIATH KOJMYECTBA BHOBD TIOCTYMAOIINX JJOKYMEHTOB B OMOIMOTEYHBIN (HOH]I.

V1. Y4yer nTOoroB ABu:KeHUs1 OMOJIMOTEYHOT0 (PoHIA

6.1. Utoru nsmxeHust GOHI0B MOABOIATCS B KHUT'C CyMMAapHOro y4deta oubnnoreuroro ¢ouaa (mimm
JIPYrOM pErUCTpe CYMMAapHOTO yd4era, MPUHITOM B OHOJIMOTEKE) HAa OCHOBAHUHM JIAHHBIX
CYMMAapHOT0 y4eTa O MOCTYIJICHUH U BIOBITHH JOKYMEHTOB.

Hrorosnie JaHHBIC HMMCIOT YCTLIPEC 00s3aTeNIbHEIX 1I0KA3aTelsd. COCTOSJIO Ha Hadayo roaa,
IMMOCTYIIHJIO 3a I'OMX, BBIOBLIIO 3a roa, COCTOMT Ha KOHCI roja.

HrtoroBpie paHHBIE 10 OJJICKTPOHHBIM CETEBBIM YyJaJEHHBIM JOKYMEHTaM TIPEIICTaBIISIOTCS
CIIETyIOIIMMH TTOKA3aTESIMKA YYETHBIX €IUHUI[. COCTOSIO Ha HA4ajo roaa, OopOpMIICHO B JOCTYI B
TEUEHHUE TOJ1a, TOCTY MPEKPAIICH B TEUYEHUE TO/1a, COCTOUT Ha KOHEI TO/a.

6.2. CBeneHusi 00 UTOTOBBIX JAaHHBIX (PUKCHUPYIOTCS B (hopMe rocyaapCTBEHHOW CTaTUCTUYECKOU
OTYETHOCTHU U MPEJICTABIIAIOTCS JUIS Lieel ToCyJapCTBEHHOM CTaTUCTUYECKOM OTUETHOCTH.

HroroBeie nanHbie 00 oOMeHHOM (DOHIE HE BKIIIOYAIOTCS B OOIIME TOKAa3aTelu OMOIMOTEYHOTO
donna.
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VII. IIpoBepka HAJIUYHUA TOKYMEHTOB O0MOJIMOTEYHOT0 (POH/IA

7.1. TlpoBepka HamMuusi JOKYMEHTOB OubOanoTeyHoro ¢ounma (manee - mnpoBepka (oHma)
IPOM3BOJIUTCS B 00513aTEIIEHOM MTOPSIIKE:

IpY BBIABICHUH (DAKTOB XHUILEHHS, 37I0YTOTPEOICHUS UM TOPYH JOKYMEHTOB,

B CJIy4dac CTUXUIHOTO 6C,Z[CTBI/IH, noxapa HWJiIn AOpyrux I‘Ipe3BI:I‘la.I\/'IH]bIX CHTyaHHﬁ, BbI3BAHHBIX
3KCTpEMaJIBHBIMHA YCIIOBUAMU,

[P PEOPTAHU3AINH WM JTUKBUIAIUN OUOITHOTEKH.

I[J'IH IMPOBCACHUA TIPOBCPOK PYKOBOJAUTCIICM OpraHU3allMd Ha3HA4YaCTCd KOMHCCHUA, B COCTaB
KOMHCCUH OOJIKCH BXOJUTH NPCACTABUTCIIb 6YXI‘ AJITCPHU.

7.2. IlpoBepka (oHJa B IIAHOBOM HOPSIIKE OCYIIECTBIISETCS B CIEIYIOIUE CPOKH:

JOKYMCHTBI, UMEIOIHe B OQOPMICHHH IparolueHHble METaulbl W (MIK) AparoleHHble KaMHH, -
€KEro/IHO;

(GOHT peIKUX U LIEHHBIX KHUT - OJIUH pa3 B 5 JIeT;

dbonabl 6nbMoTeK 10 S50 THICAY YYETHBIX €IMHUIL - OJIUH pPa3 B 5 JIET;

douer 6ndmoTek ot 50 10 200 ThICSY yUETHBIX SIUHUIL - OJIMH pa3 B 7 JIET;

donasl 6ubmmorex ot 200 ThicsY 10 1 MUIIITHMOHA YYETHBIX €IMHHUII - O1uH pa3 B 10 rer;
donnbl Oubmuotek ot 1 1o 10 MUITMOHOB yUeTHBIX €IUHUII - OAHH pa3 B 15 ner;

donapl 6ndmmoTek oT 10 10 20 MHJITHOHOB YYETHBIX €AUMHUIL - 0uH pa3 B 20 jeT;

don I OMOIMOTEK cBBINe 20 MHJUTHOHOB YYSTHBIX SAMHMII - 1 MUJUTHOH SK3EMIUISIPOB B TOI.

[TnanoBas mpoBepka (oHAAa OMOTUOTEKH MOXET OCYLIECTBIISATHCS MOITAIMHO B COOTBETCTBHH C
rpadukoM MpoBeCHHs MPOBEPKU Bcero (GoHOa WM ero yacTd (B TOM YHCIE PEAKHX U IEHHBIX
KHUT) C ONpe/IeJICHUEM CPOKOB M KOJIMUECTBA TUIAHUPYEMOTo 00beMa paboThlI.

7.3. HpOBCpKa QJICKTPOHHBIX  CCTCBBIX  JIOKAJIBHBIX  JTOKYMCHTOB OCYHICCTBIIACTCA o
KOJMYCCTBCHHBIM IIOKa3aTeJIdAM, a TaKXE II0 KOHTPOJbHBIM CyMMaM, IIO3BOJIAIOIIUM BBISIBUTH
HN3MCHCHUA B JOKYMCHTC.

IIpoBepka IOCTYIHOCTH DJIEKTPOHHBIX CETEBBIX YIAJICHHBIX JOKYMEHTOB OCYIIECTBIACTCS C
aJpecoB BXOJa, YKa3aHHBIX B PErUCTPE MHANBUAYAIBHOIO y4YeTa.

7.4. TlpoBepka Bcero (oHAAa MM €ro YaCTH 3aBEpIIACTCS COCTABICHHEM aKTa O pe3ysbTaTax
IPOBEIECHUS NPOBEPKU HAINYMSA JOKYMEHTOB OMOJIMOTEYHOro (OHIAa U INMPUIOKEHHEM K HEMY
CIIMCKA JOKYMEHTOB, OTCYTCTBYIOIIMX I10 HEYCTAaHOBJIEHHOM NIPUYHHE.

B akte ¢ukcupyroTcs cBeACHHS O KOJMYECTBE NOKYMEHTOB OMOMMOTEYHOro (JOHIA MO JaHHBIM
y4era; JIOKyMEHTOB, MMEIOLIUXCS B HAJIMYUHU, JOKYMEHTOB, OTCYTCTBYIOIIMX B OHOIMOTEUHOM
doHIIe O HEYCTAaHOBIEGHHON NpuuyuMHe. B akTe Takke yKas3blBalOTCI HOMEp M Jara akTa o
NPOBEJCHUH MPEbIaYyLIeH TPOBEPKU. AKT ¢ MPUJIOKEHUEM CIUCKAa JOKYMEHTOB, OTCYTCTBYIOLIUX
[0 HEYCTAHOBJIECHHOW IIPUYMHE, IIOANMCHIBACTCA NpEACENaTeIeM U UICHAMU KOMHUCCUU U
YTBEPKAAETCS PyKOBOAUTEIIEM YUPEKICHUS.
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7.5. Ilpu BBISIBIEHUH B Ipoliecce MPOBEPKU (HOHAA OTCYTCTBYIOMIMX JOKYMEHTOB M HEBO3MOXHOCTHU
YCTAHOBJICHHUsSI BHHOBHBIX JIMI[ YOBITKM 110 HEJOCTa4aM CHHUCHIBAIOTCSI B COOTBETCTBUM C
JICHCTBYIOIIAM 3aKOHOAATEIBCTBOM.

VIII. lesionpou3BoaCTBO B OpraHu3anuu y4era 0u0JIM0TEeYHOr 0
donna

8.1. Opranu3zanus paboThl C JOKyMEHTaMH IO y4eTy OuOInoTe4Horo (oHaa OCYIIECTBIISETCS IO
IpaBUJIaM BeACHUS JEJI0IPOU3BOJICTBA.

8.2. Cpoku XpaHEHHUs TOKYMEHTOB yCTAaHABIIMBAIOTCS B COOTBeTCTBUU ¢ [Iprnka3zom MuHucTepcTBa
KyJbTypbl Poccuiickoit @enepauuu ot 25.08.2010 N 558 OO yrtBepkaenuun "TlepeuHst TUIOBBIX
YOPaBIEHYECKUX  apXUBHBIX JOKYMEHTOB, O0Opasylomuxcs B  Ipolecce  JeATelIbHOCTH
rOCYyapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUS U OPraHU3allMi, ¢ yKa3aHUEM
CPOKOB XpaHCHHS'', 3aperucTpupoBaHHbIM MunOcTOM Poccuiickoit ®@eneparuu 08.09.2010, N
18380.

8.2.1. IlocTrossHHO, 10 JUKBUAAIIMU OWOIMOTEKH, XPAHATCS PETHCTPbl HHAMBUAYAJIBHOTO U
CYMMapHOTO y4eTa JJOKyMEHTOB OnOsuoTe4HOro (oHaa (perucTpalliOHHbIC KHUTH, WHBCHTAPHBIC
KHUTH, KHUTH CYMMapHOTO y4YeTa, yU4ETHBIH KaTauaor, Tonorpa@uyeckre OMUCH M KaTaloru).

8.2.2. B TeueHue AecaTH JIET XPaHATCA AKTBI O CHUCAHHH HCKJIIFOYEHHBIX 00bEKTOB OHOIMOTEYHOTO
¢doH1a ¥ aKTHI O MIpUEMe-Tiepeiaue CIUCAHHBIX 00BEKTOB OMOIMOTEYHOTO (POHIA.

8.2.3. B TeueHHe WATH JIET XPaHATCS TEPBHYHBIE YUYETHBIE JOKYMEHTBI, ITOITBEPKIAFOIIHNE
NOCTYIUICHHE JOKYMEHTOB B OuOnnoreunsiii (o (HakmaaHble, aKTBl O MPHEME, AaKThI
CIaYH-TIPHEMKH).

8.2.4. Jlo oxoHUaHWs OYEPETHON MPOBEpKH (HOHIA XPAHATCS aKThl O PE3yJbTaTax MPOBEICHHS
POBEPKU HAJIMYMSA JOKYMEHTOB OMOIMOTEUHOro (hOHIA.
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