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TTOPSIJTOK
YUETA JOKYMEHTOB, BXOAAIINX B COCTAB BUBJIMOTEYHOT'O ®OHIA
1. O0wue noiokeHus

1.1. Yder 10KyMEHTOB OMOINOTEYHOTO (hOH/IA SIBISCTCSA OCHOBOW OTUYECTHOCTH M TUIAHUPOBAHHUS
JESTEIIbHOCTH OMOJIMOTEKH, CIIOCOOCTBYET 00ECIIEYCHUIO €T0 COXPAaHHOCTH.

1.2. Y4eT BKIIOYACT PETUCTPALMIO MTOCTYIJICHUS JOKYMEHTOB B OMOIHOTEUHBIN (DOHI, UX
BBIOBITHS U3 (DOH/IA, UTOTOBBIC JAaHHBIC O BEIUYHHE (00beMe) Bcero OnbamoTeyHoro Gpouma u
€ro Mo/Ipa3AeioB, CTOMMOCTH (poHa.

1.3. OcHoBHBIC TPeOOBaHUS, MPEABIBISIEMBIC K YIeTy OUOIHOTEYHOTO (HOHIA!
MIOJTHOTA U JIOCTOBEPHOCTh YYETHOU MH(OPMAIIHH;
OIEePAaTUBHOCTH;

JOKYMEHTHPOBaHHOE 0(hOPMIICHHE KaXKJIOTO TIOCTYIUICHHUS B (DOH]] M KaXKJIOTO BBIOBITHS U3
donma;

COBMECTUMOCTH MPUEMOB U (POPM yueTa, UX HaJeKHOCTh MPHU MapaiieTbHOM UCIIOIb30BaHUU
TPaJULIMOHHON U aBTOMATHU3UPOBAHHON TEXHOJIOTUH yYETa;

COOTBETCTBUE HOMEHKJIATYpHhI MOKa3aresel yuera (hoH1a aHATOTHYHBIM [TOKa3aTeNsIM
roCy/1apCTBEHHOW OMOTUOTEYHON CTATHUCTUKH.

1.4. Yyery nojyexxaT Bce JOKYMEHTHI (IIOCTOSTHHOTO, ITUTENEHOT0, BPEMEHHOTO XPaHEHN),
nocTymnaromre B GoHa OMOIMOTEKH U BhIObIBatOMIKUE U3 (GOHIA OMOIMOTEKH, HE3aBUCUMO OT
BHJ1a HOCUTES.

1.5. Yder 1oKyMEHTOB BEJETCS B PETHUCTPAX UHAUBUIYAIBHOIO U CyMMapHOIo y4yeTa B
TPAaJUIIMOHHOM U (MJIM) 2JIEKTPOHHOM BUJIE.

1.5.1. Peructpamu HHOAMBUAYAIBHOIO yU€Ta TIOKYMEHTOB SIBIISIOTCA: PETUCTPALIMOHHAS KHUTA,
KapTOYKa PETUCTpalliy Ha ONPEEICHHbIN BUI JOKYMEHTA JIJIs Ta3€eT, )KYpPHAJIOB, IPYTrUX BUJIOB
JIOKYMEHTOB. /lomyckaercs Takke perucTpaMi MHIMBUyadbHOTO Yy4€Ta CUUTATh
TonorpaduyecKyro Onuch (KaTajuor), ydeTHbIN KaTaJlor, y4eTHbIN (aiiil ¢ BBIXOAHBIMU (hopMamu,
(dbopMHpyeMBIMU B TIOPSIIKE MHBEHTAPHBIX MJIM MHBIX UIEHTH(PHUKAIIMOHHBIX HOMEPOB
JIOKYMEHTOB.

Peructpel MHAMBUAYAIBHOTO yueTa TOKYMEHTOB OMOIMoTeyHOro (poHIa coepKaT peKBU3UTHI,
UACHTU(DUIUPYIOIINE KaX A JOKYMEHT C YKa3aHUEM CBEACHUI O MOCTYIIJICHUH JOKYMEHTa U O
€ro BBIOBITHH 13 OMOIMOTeUHOTO (POHIA.

1.5.2. Peructpamu cyMMapHOTO y4eTa JOKYMEHTOB SIBJISIOTCS: KHUTAa CYMMapHOTO y4yeTa
O6ubmoTeyHoro GoH/a, TUCTHI CYMMApHOTO y4ueTa OnbInoTedHoro GoHa, sKypHal.
Jlomyckatorcs pa3nuyHbie MoAU(UKAIIN KHUTH CyMMapHoro ydera. HezaBucumo oT Buaa
YYETHOTO IOKyMEHTa PETUCTPBI CYMMApHOTO yUeTa COJIEpKaT TPH B3aMMOCBSI3aHHBIC YacTH:

"[TocTymienne TOKyMEHTOB B OMOIMOTEeUHBIN GoHx",



"BeIOBITHE TOKYMEHTOB U3 OnbmnoreyHoro ouma",
"Utoru aBmxeHus: OMOIMOTEeYHOro (POHIA: UTOTOBBIC JaHHBIC HA KOHEIl OTYETHOTO repuoaa’.

O060011eHHbIE JaHHBIE OTPAXKAIOTCS B KAXKJOW YaCTH PErUCTpa CyMMapHOro y4era. B
AJIEKTPOHHOU CUCTEME y4eTa 3TH YaCTU UHTETPUPYIOTCS B €AUHBIN YUETHBIN (aii.

1.6. CymMMapHBIii ¥ MHIUBHUYyabHBINA y4eT (GOH/IAa BEACTCS CTPYKTYPHBIMU MOpa3ACICHUSIMU
OMOJIMOTEKH, B BEJICHUHM KOTOPBIX HAXOAUTCS KOMILICKTOBaHKME (DOHA, a TAKKE
MoJIpa3ielIeHUsIMU, OOECTICUNBAIONIUMU XPAaHEHHUE U UCTIOJIB30BAaHUE 3aKPETICHHBIX 32 HUMU
yacTeit o0miero GoHaa OMOINOTEKH.

1.7. Cratuctuueckas uHpopmanus o popmMupoBaHuu 6HOIMOTEUHOTO (POHIA TTO UTOTaM ToJIa
npezcTasisiercs B [ 1aBHbIN WH(OPMAIIMOHHO-BBIYUCIUTEIbHBIN IeHTp MuHKYIbTYpBI Poccuu.

II. Equannel yaeta 6ubarorednoro Gonma
2.1. Benuuuna (00beM) u IBHKEHUE (POHIA U3MEPAIOTCS B YHU(DUIIUPOBAHHBIX €AMHUIIAX YUETa.

OCHOBHBIMH CAUHNIAaMHU yue€Ta JOKYMCHTOB OMOJIMOTEYHOTO (I)OHI[a SABJIAIOTCA OK3CMILIAP U
Ha3BaHUC, NI Ira3cT - FOIIOBOfl KOMIIJICKT X1 Ha3BaHUC.

I[OHOJIHI/ITCJH)HI)IMI/I CANMHUIIaMHU y4cTa (1)OHI[a SABIIAKOTCA FOI[OBOI>'I KOMIUJICKT, MCTPOIIOJIKA,
noAlnIMBKa (nepenneTHaﬂ G,Z[I/IHI/II_[a); AJI BJICKTPOHHBIX JOKYMCHTOB - CIMHHULIA TaMSATH JaHHBIX.

2.2. O6mias Benmu4arHa OUOJIMOTEYHOTO (POHA B IIETIOM U €0 TIOIPa3/AeiiOB, B TOM YHCIIC
CETEBBIX JIOKAJTHHBIX JIOKYMEHTOB U CETEBBIX YAaJIEHHBIX JOKYMEHTOB, YYUTHIBAETCS B
9K3EMIIIAPAax, HOBBIC ITOCTYIIJICHUA - B 9K3EMILISIPpaxX U HA3BAHHUAX. Yucno TOAO0BBIX KOMIIJICKTOB
ra3eT MpUPaBHUBAETCS K YUCITY dK3EMILISPOB.

III. Yuer 1OKyMEHTOB 110 BUJIaM U KaTErOPUSAM
3.1. [TeyaTtHble U3AaHUS U HEOMMYOIUKOBAHHBIE JOKYMEHTHI

K meuatHeIMH HU3JJaHUAM OTHOCATCA TUPAXKUPOBAHHLBIC N3JaHUS, ITIOJTYUYCHHBIC ITICUATAHUEM UJIU
TUCHEHUEM, MONUTPAPUUECKH CAaMOCTOSITENEHO 0(OPMIICHHBIE: KHUTH, OPOIIIOPHI, KypHAIHI,
MpoaODKAIIUECA U3AaHWsA, JIMCTOBLIC U3JaHW, I'a3€Thl, U30U3AaHWA, HOTHBIC U3aHWs,
KapTorpaduueckue u3aHusl, HOPMATUBHO-TEXHUYECKHE U TEXHUUECKUE JOKYMEHTHI,
aBTOpedepaTsl AUCCEPTAIIHIA.

K HeonyO/IMKOBaHHBIM IOKYMEHTaM OTHOCSITCSI pYKOIMCHbBIE TOKYMEHTHI (PYKOIHMCHBIE KHUTH U
apXUBHBIE JOKYMEHTHI), @ TAK)KE JOKYMEHTBI, U3TOTOBJICHHBIE B €IMHUYHBIX dK3EMIUIIpAX,
ABIISAONIMECS O0BEKTaMU UHTEIUIEKTYalIbHONH COOCTBEHHOCTH (JIETIOHUPOBAaHHbIE HAyUHbIE
paboThl, AUCCePTALH, TPENPUHTHI, OTYETHI O HAYYHO-HCCIIeI0BATENbCKUX paboTax, MepeBo/Ibl,
OTNMCAHUS aITOPUTMOB U IporpamMM DBM, MpoeKTHO-KOHCTPYKTOPCKask JOKYMEHTAIMs),
TaKTHJIbHBIE PYKOJEJIbHBIEC U3JaHUA JJIs CIIETBIX U Cab0BUAALINX. PyKkon1cHbIE JOKYMEHTHI,
BXOJIA1IME B ONOIMOTeUHbIE (DOHIBI, SIBISIFOTCS] COCTAaBHOM YacThio ApXUBHOTO (hoHIa
Poccuiickoit denepanuu U yUYUTHIBAIOTCS B COOTBETCTBUU C HOPMATUBHBIMH U IIPAaBOBBIMU
aKTaMU IO y4eTy apXUBHBIX JOKYMEHTOB M HacTosiuM [Topsakom.

3.1.1. Kauru u Opouopsl yYUTHIBAIOTCS B 9K3EMILISIPaX U Ha3BAaHHSX.



Kax OTHGHBHLIﬁ 9K3CMILIIP U KaK OTACIIbHOC HA3BAHUC YUUTBIBAIOTCA:
KaXXJI0€ OTJeIbHOE U3JaHue (KHUTa, OpOILIopa);
Ka)KI0€ BXOJIAIIee B KOHBOIIOT M3IAHHCE;

KaKJIbIH OTJIEIBHBIA TOM (BBIITYCK, YaCTh) MHOTOTOMHOTO M3/IaHUsI, UMCIOIIUA WHIMBUIYATbHOE
3arjiaBue;

Kaxx/1ast 13 OpOLIIOp, BHIMYIIICHHBIX B 00bEMHSIONICH X U3/IaTeIIbCKOM Narnke, 00JI0XKKe,
MaHXEeTKe;

Ka)kJast KHUTa WM OpOIIIopa, BXOAAIIAs B KHIKHYIO CEpUI0 (HyMEPOBAaHHYIO HIIH
HEHYMEPOBAaHHYIO);

OTACIIbHO U3JAaHHBIC ITPUJIOKCHUA K KHUT'aM H 6pou1}0paM, HMCIOMINC NHAUBUAYAJIBHOC
3arjiaBuc 1 CaMoOCTOATCIIbHOC 3HAYCHHC.

3.1.2. JIOKyMEHTBI, BBIITOJHEHHBIE pelibeHO-TOYeUHBIM mpHudTOoM (tupudTom bpaiins),
YUUTBIBAIOTCS B 9K3EMILISIPAX U Ha3BaHMSIX.

DK3EeMIUIIPOM JIJIs1 JAHHOTO BUJIA U3AAaHUMN ABIISETCA KaXaasi U3 KHUT KOMILJIEKTa,
00BEINHEHHBIX OOIINM HA3BAHUEM.

Kax OIHO HAa3BAaHUC YUUTBIBACTCA KOMIUICKT U3JaHHUA, HC3aBUCHMO OT YHUCJIa BXOJAIINUX B HETO
KHMUT'.

3.1.3. XKypHaibl 1 mpo0KAIOIINEC U3AaHUS YUUTHIBAIOTCS B DK3EMIUISIPax U HA3BAHMSIX.

3K3CMHJ’I$IpOM CUHUTACTCA HOMEP, TOM, BBIITYCK, U3JIAHHBIC 11O OTACJIBHOCTH, 4 TAKKC KOMIIJICKT
HOMCEPOB, TOMOB, BBIITYCKOB, IICPCINICTCHHBIX B OJUH 010K n3aaTcjIbCTBOM.

Kak oHO Ha3BaHME yYUTHIBAETCS KOMIUIEKT HOMEPOB, TOMOB, BBIITYCKOB, 00pa3yIOLIUX
OTJEIBbHYIO €UHUILY C OTJIMYMUTEIBHBIM 3ariaBueM. IIpu n3MeHennu 3ariiaBist HOBOW y4€THOU
€IMHULIEH CUUTAETCS U3JJaHUE, €CIIM U3MEHEHNE BHECEHO B IIEPBBIC IIAThH CJIOB 3arJIaBUsl.

HepI/IOI[I/I‘-ICCKI/Ie MMPUIIOKCHUSA K )KYypHaJIaM, BRIXOAAIIHNE CaMOCTOATCIbHO, UMCIOIINEC
HHIWBUAYAJIBbHOC 3arjlaBuc u CO6CTBCHHYIO HyMEpaluro, Y9UTbIBAOTCA KaK OTACIIbHBIC
SK3CEMIIIAPBI U OTACIIBHBIC HA3BaAHM.

Kaxnas cepus npoaoipkaromerocs: u3aHus, UMEroIasi HHIMBUAYAJTIbHOE 3arjiaBue U
COOCTBEHHYIO HYMEPAIIHUIO BBIITYCKOB, YIUTHIBAETCS KaK OTJEIbHOE Ha3BaHUE.

Kaxxapiit caMoCTOSITENBbHBIN TOM (BBIMYCK) MPOJOIKAIOIIET0Cs U3/1aHUsl YYUTHIBAETCS KaK
OTJEIIbHOE Ha3BaHUE.

3.1.4. I'azeTsl YYUTBIBAKOTCA B T'OJJOBBIX KOMIIJICKTAX U HA3BAHUAX.
Kak OIHO HAa3BAaHUC YUUTBIBACTCA KOMIUJIICKT I'a3CT, O6p3.3y}0H_II/IX OTACJIbHYIO CIUHULY C

OTJIMYUTEILHBIM 3aryiaBueM. [Ipyu n3MeHeHnu 3ariiaBusi HOBOM YYETHOM €IMHUIEH CUUTAETCS
nu3ga"Hue, €CjIu U3AMCHCHHUEC BHCCCHO B HepBBIG IIATH CJIOB 3arjiaBusl.



OpnHoHEBHBIE (Pa30BbIE) ra3eThl YUUTHIBAIOTCS B 3K3EMILIIpax (HOMEp, BBIITYCK) U Ha3BaHUSX.

OTI[CHLHO HN3JAHHBIC ICPUOJUICCKHUEC ITPUIIOKCHUS K ra3€TaM, UMCIOINEC NHANBUAYAJIbHOC
3arjiaBuc u CO6CTB€HH}’IO HyMEpaluio, YYUTBIBAOTCA CaMOCTOATEIIBHO.

3.1.5. M3ouznganus (anb00Mbl, KOMIUIEKTHI, OT/AEIbHBIC JTUCTOBbIC U3/1aHNUs) U pelibepHO-
rpaduueckue mocooust UIsl CIENBIX ¥ CTa00BUISMIINX YIYUTHIBAIOTCS B dK3EMILIAPaX U

Ha3BaHUAX.

Kak oTAenbHbIi SK3eMILIP U OTACIBFHOC Ha3BaHUE YUUTHIBACTCS KAXK/IbIN JTUCT (BBIMTYCK) CEpUU
W30U3/IaHNH, HE 00bETMHCHHBIC N3/1aTeIILCKON MAINKOM (00JI0KKOM, MAaH)KETKOM ).

JlucroBbie u3gaHus1, 00BEAMHEHHBIC H3ATEIIBCKOMN ManKoi (00I0KKOH, MaHXKETKOH, 00epTKOK),
YUUTBHIBAIOTCS KaK OJIMH SK3EMILISP U OJHO Ha3BaHUE.

3.1.6. HoTHble n31aHusl yYUTHIBAIOTCS B SK3EMIUIApaX U HA3BAHUSX.

Kak oTnesbHble 9K3eMIUIPBI U OT/IEJIbHbIE HA3BaHUs! YUUTBIBAIOTCS:

CaMOCTOSITEeNIbHbIE HOTHBIE U3/1aHuUs, 00bEAMHEHHbIE B OIHOM IeperuieTe (KOHBOJIOTE);
OTJeNIbHbIE TAapTHH (T0JI0CA) U NAapTUTYPa (KJIaBUP), U3AAHHBIE PA3/IEIbHO.

Kak ouH 3Kk3eMIuisip 1 OJHO Ha3BaHWUE YYUTHIBAIOTCS:

OTJIeNbHbIE apTUH (ToJi0ca), 00beIMHEHHBIE C MAPTUTYPOH (KJIaBUPOM) B OJHOM U3JIaHUH, A
Tak)Ke MapTUH, 00beTMHEHHBIC U3/IaTEIbCKON MAKOH (00JI0KKOH).

3.1.7. Kaprorpadguueckue u31aHUs yUUTBHIBAIOTCS B 9K3EMILISpax U Ha3BaHUSIX.
Kaxk oTnenpHbIN 3K3eMIUIIP U OTAEIBHOE HA3BAHUE YUUTHIBAIOTCA:

aTJackl, COCTOAIINE U3 OTACIBHBIX HyMEPOBAaHHBIX WM JaTUPOBAHHBIX BBITYCKOB,;
KaQKJIbIM BBIIYCK CEpUMHOIO W3JaHMs KapThl UJIU aTJIaca.

Kak oauH sk3eMIuIsip ¥ OJJHO Ha3BaHHUE YUYUTHIBAECTCSA KapTa, U3aHHAsS HA HECKOJIBKHX JINCTaX
(momIexkamux ckiieike), 00beTMHEHHBIX OOIINM 3arjIaBHEM.

MHorotoMHbIe (MHOTOJIMCTOBBIE) KapTorpapuieckue u3aanus, o0beAMHEHHbIE 00IIHUM
3arjiaBUEM, YUUTBHIBAIOTCS 110 KOJIMYECTBY TOMOB M OJJHOMY Ha3BaHMIO.

OTnenbHO U3/1aHHBIE, HO HE HMEIOIIIE CAaMOCTOSATEIbHOTO 3HaYeHUs KapTorpaduueckue
MPWIOKEHUS K Pa3IMUHBIM U3/1aHUsAM (KHUTaM, OpoIltopaM, KypHaiaM) yUUTHIBAIOTCS €IMHBIM
KOMILIEKTOM C OCHOBHBIM M3JaHUEM.

3.1.8. HopmaTuBHO-TEXHUYECKUE U TEXHUUECKHUE JOKYMEHTHI (TaTEeHTHbIE JOKYMEHTHI, TUTIOBBIE
MPOEKTHI U YEPTEKHU, KATaJOT'H MIPOMBIIIIEHHOTO 000PYA0BaHMS U U3/IeNUil, HOPMATUBHBIE
JIOKYMEHTBI 110 CTaHJapTHU3alH, TEXHUYECKUE YCIOBUS, PYKOBOASIINE TOKYMEHTHI U MPaBUIa)
YUUTBIBAIOTCS B HK3EMILIIPaX U Ha3BaHUSAX.



KaK OUH 3K3eMHHﬂp 1 OJHO Ha3BaAHHEC y‘-II/ITI:IBaIOTCH CTaHI[apTI:I " KaTaJloru HpOMBIH_UIeHHOI‘O
000pyI0BaHUS U U3/CIINN, BRITTYIICHHBIC B 00bEIUHSIONIEH UX U31aTeIbCKOM mamnke (00I0KKe)
HpI/I HAJIMYMU HaA I1aIIKC OGH.[Cﬁ ICHBI, COZ[ep)KaHI/HI BCCIro U34aHus, CAUMHBIX BBIXOJHBIX JaHHBIX.
KaK OTHGHBHBIﬁ BKSGMHHSIp " OTACJIIBHOC HA3BAHHUC y‘{I/ITBIBaIOTCH CTaHZ[aprI " KaTaJIoTru
MIPOMBIIIJICHHOTO 000pY/I0BaHUs U U3JCIINI, IPYrUe ClIelUaIbHbIe BUIbI JOKYMEHTOB,
BLIHYH_IGHHBIG B BUAC OTACIBbHBIX JIUCTOB, €CIIN Ka)KI[BIﬁ U3 HUX UMCCT CBOU BBIXOJHBIC JaHHBIC,
[IEHY, TUPAX, JTaXKe eCJIM OHU 00BEIMHEHBI OJHON M31aTeIbCKOM ManKoi (00JI0KKO#).

3.1.9. Heony0rikoBaHHBIC JOKYMEHTBI YYUTHIBAIOTCS B 9K3EMIUISIPAX M HA3BAHHSIX.

Kak OAWH 3K3CMIUIAP U OJHO HAa3BAHUC YUYUTBIBAKOTCA:

JETIOHUPOBAHHAS Hay4dHasi paboTa (KOMIUIEKT, COCTOSIINIA U3 IBYX IK3EMILIIPOB paObOThI) U
COTMPOBOIUTENILHBIE IOKYMEHTHI;

HeOHy6J'II/IKOBaHHBIe JAOKYMCHTHI, C6pOH_IIOpOBaHHBI€ HJIN COACPIKAIIUCCSA B OT,Z[GJ'IBHOIZ ITaIIKe.

JI71s1 KOHCTPYKTOPCKOM JOKYMEHTALIMHU €MHUIICH ydeTa SIBISETCS YEPTEkK WU MOJIHBII
KOMILJIEKT KOHCTPYKTOPCKHX JTOKYMEHTOB, OTHOCSIIMXCS K OAHOMY U3/IENHUI0 (0OBEKTY).

3.1.10. O6HOBNIsIEMOE MTeYaTHOE U3JaHUE YUUTHIBACTCS KaK OTJEIbHOE Ha3BaHUE U OTAENbHBIH
9K3EMIUISP MPHU TIEPBUYHOM MTOCTYIUICHHH B Onbmoreky. [locnenyromue mocTyruieHus
BKJIQ/IHBIX JINCTOB, IPEIHA3HAYEHHBIX JJI TOMOJHEHUS UM 3aMEHbl COOTBETCTBYIOIIMX JINCTOB
B M3/IaHUH, OTJCIBHOMY YUYETy HE MOIEKaT.

3.1.11. ®akcuMuIbHOE U3JAHUE YUUTHIBACTCS KaK OpUTHHAIL.

3.2. AynnoBu3yaJbHbIE TOKYMEHTHI

K AYANOBHU3YAJIbHBIM JOKYMCHTAM OTHOCATCA (1)0HO,Z[OKYMCHTLI, BUJACONOKYMCHTHI,
q)OTO)IOKyMeHTI)I, KHMHOJOKYMCHTBEI.

3.2.1. Enununamu ydera GoHAa ayIMOBU3YAIbHBIX JOKYMEHTOB SIBJISIFOTCS 3K3EMIUISpP U
Ha3BaHUE.

Kax oTnenbHbIN 3K3eMIUISIP YYUTBIBAFOTCS:

JTUCK - JUISl TPaMILIaCTHHOK;

KaTylllKa, KacceTa Win 600MHa - /Uit MarHUTHBIX (POHOTpaMM;
KacceTa - JUIsl BUJIEOI0KYMEHTOB;

KaJp - Ui (OTOTOKYMEHTOB (IMANlO3UTUBOB, CIIAN/I0B);
600MHa - 11 KUHO(UIBMOB.

Kak ogHO Ha3BaHME yYUTHIBAIOTCS:

OTJICNIHO BBIMYIIIEHHAs IPAMILUIACTHHKA, KacceTa TU00 KOMIUICKT (a1500M) IpaMIUIaCTUHOK,
KacceT, 00beIMHECHHBIX OOLIMM Ha3BaHUEM;



MarHuTHas (hOHOrpamMma Ha OJIHOM KaTylIke (Kaccere), MarHUTHast (JOHOTpaMMa Ha HECKOJIBKUX
KaTymikax (kKaccerax), 00beIMHCHHBIX OOIITUM Ha3BaHUEM;

OT/IEIIHO U3JIaHHBIN (POHOJIOKYMEHT MIJIM KOMIUIEKT ()OHOIOKYMEHTOB, O0BEIMHEHHBIX OOIIUM
3arjlaBueEM;

KUHODUIBM, Ara(UIbM HE3aBUCUMO OT YMCIIAa COCTABIISIONINX YacTeH WK KaapoB (s
KOMIUIEKTA TUAIO3UTHBOB).

3.2.2. AYI[I/IOBI/I?;yaJILHBIe JAOKYMCHTHI, ABJIAOIIUCCA IMTPUITOKCHUCM K PA3JIMYHBIM U3JaHUAM U
BBITIOJIHAOIIHUE CaAMOCTOATCIIbHBIC (bYHKI_[I/II/I, a TaKK€ MCIIOJIb3YEMBIC B pa60Te OTACIBHO OT
OCHOBHOI'O U3JaHusA, MOT'YT YUUTBIBATHCA KaK OTACIIbHBIC SK3CMILJIAPBI.

3.3. loxymeHThI Ha MUKpOdopMax
K nokymeHnTam Ha MEUKpO(pOpMax OTHOCATCS MUKPO(PHUIBMBI M1 MUKPO(HUIIIH.
3.3.1. EqununiaMu yuera JOKyMEHTOB Ha MUKPO(GOpPMaXx SIBISIFOTCS SK3EMIULIP U Ha3BaHHE.

OK3eMIUISIPOM JUIsl JOKYMEHTOB Ha MUKPO(GOpMax SBISIOTCA: PYJIOH - 1151 MUKPO(UIIBMOB;
¢uma - 1711 MUKPOQUIIL

Kak o1HO Ha3BaHUE YYHUTHIBAETCSI KOMIUIEKT MUKPO(MUIBMOB HITH MUKpPO(HUIL, 00heTMHEHHBIX
00IIMM 3arjaBueM, HE3aBUCUMO OT YHCJIAa COCTABIISIOIIMX YacTel.

3.3.2. O6uwmit 06beM PoHIa JOKYMEHTOB Ha MEKPO(POPMAX YIUTHIBACTCS 110 KOTUIECTBY
PYJIOHOB 1 (M1, BKIIFOUAsi KOMTMH Pa3HBIX MOKOJICHUH (apXUBHBIE/pE3epBHBIC U
MOJIb30BATEIBCKUE).

3.4. DneKTpOHHbIE TOKYMEHTHI

K 25ekTpoHHBIM TOKYMEHTaM OTHOCSITCSl JOKYMEHTBI Ha ChEMHBIX HOCUTENSIX (KOMITAKT-IUCKH,
dem-kapThl); TOKYMEHTHI, pa3MelaeMble Ha )KeCTKOM JIUCKe KOMITbIoTepa (cepBepe)
OMOJIMOTEKH U TOCTYITHBIE TIOJIH30BATENSIM Yepe3 NH(POPMAIIMOHHO-TEIIEKOMM YHHUKAIIUOHHbIE
CeTH (Jaee - ceTeBble JTOKAIbHbBIE IOKYMEHTHI); TOKYMEHTHI, pa3MellaeMble Ha aBTOHOMHBIX
aBTOMATHU3UPOBAHHBIX Pa0OUMX CTAHIIUAX OMOIMOTEKH (J1asiee - MHCTANIUPOBAHHBIE
JIOKYMEHTHI); TOKYMEHTBI, pa3MeIlleHHbIe Ha BHEITHIUX TEXHUYECKUX CPE/ICTBAX, MOTydaeMble
OMOIMOTEKON BO BPEMEHHOE TOJIb30BaHUE Yepe3 NHPOPMAITMOHHO-TEIIEKOMMYyHHKAITMOHHBIE
CETH Ha yCIOBUSX JOTOBOPA, KOHTPAKTA, TUIIEH3UOHHOTO COTJIAIICHUS C IPOU3BOIUTEISIMU
uH(popMaluu (J1ajee - CeTeBble yJaIEeHHbIE TJOKYMEHTHI).

34.1. Enununamu Y4€Ta 3JICKTPOHHBIX JOKYMCHTOB Ha ChbEMHBIX HOCUTCIIAX ABJIAIOTCSA
SK3EMILIAP U Ha3BaHUC.

3.4.1.1. Kak oTAenbHBIi SK3eMIUIIP YUUTHIBAETCS KaX/Iblii aBTOHOMHBINA O0BEKT (KOMITaKT-
JIUCK).

Kak OTACIIbHBIC SK3CMIUIAPBI MOTYT YUUTBIBATHCA MMPHUIIOKCHUSA K PA3JIMYHBIM U3JIAHUSAM,
BBITIOJITHATOIIHUE CaMOCTOATCIIbHBIC (bYHKI_[I/II/I, a TaK>KC HUCIIOJIb3YCMbIC B pa60Te OTACIBHO OT
OCHOBHOTI'O U31aHUA.



Kak oTaenbHbIe SK3eMIUISIPBI HE YIUTHIBAIOTCS KOMITAKT-TUCKU, €CIIM OHU MIPEJICTABIISIFOT COOOU
BKJIAJIKy (BJIO’KEHHUE) B U3JaHHUE WJIH €0 HEOThEMJIEMOE IPUJIOKEHUE.

3.4.1.2. Kak 0JIHO Ha3BaHUE YUYUTHIBAIOTCS:
OT/ICJIbHO BBINTYIIEHHBINA KOMITaKT-/IHCK;

Ka)X/IbIii KOMITAKT-IUCK, BXOJIAIINI B HYMEPOBAHHYIO UM HEHYMEPOBAHHYIO CEPUIO
3JIEKTPOHHBIX U3JaHUI;

KOMIIJICKT KOMITIaAKT-AHUCKOB, O6T>€I[I/IH6HHI>IX O6H.[I/IM Ha3BaHUCM,

U3JJaHHbIE B KAYECTBE CAMOCTOSTEIbHBIX U3IaHUH MPUIOKEHUSA K H3TaHUAM JIF000r0 APYroro
BUJIa, UMEIOIIME COOCTBEHHOE 3arjIaBHe U JOIYCKAIOIINE UX MCIIOIb30BaHKe 0e3 oOpaleHus K
OCHOBHOMY HU3/IaHUIO.

3.4.1.3. B nokyMeHTax Ha ¢uien-KapTax KaKk OJfH dK3EMIUIAP ¥ OJHO HA3BaHUE YUUTHIBACTCS
Ka)J10€ [IEJIOCTHOE MTPOU3BEICHNE, MMEIOIIEEe CAMOCTOSTEILHOE 3ariaBue.

3.4.2. EnvHuIIaMU y4eTa CeTeBbIX JIOKAbHBIX U MHCTANIMPOBAHHBIX JJOKYMEHTOB SIBJISIFOTCS
AK3eMIUISIP (YCIIOBHAS €IMHUIIA YUETa) U Ha3BaHUE.

Kak 0gHO Ha3BaHME yUUTBIBACTCSA LENOCTHOE IPOU3BEACHUE, UMEIOIIEE CAMOCTOSATEIIBHOE
3aryaBue, BHE 3aBUCUMOCTH OT €ro npeacrasieHus. Kak onHa equHMIa yYuThIBacTCA
HOTOJIHIEMbIH 1 OOHOBJISIEMBIH IEKTPOHHBIA JJOKYMEHT.

DK3eMIUISIPOM SIBISIETCS JOKYMEHT B OnpeeNieHHOM (hopmaTe XpaHeHUs WK MPEICTaBICHHUS.
dopmaThl OTHOM U TOU K€ €TMHUIBI KOHTEHTA YYUTHIBAKOTCS OTIIEIBHO.

3.4.3. EnuHunamu y4era CeTeBbIX YJAIEHHBIX JOKYMEHTOB SIBIISIFOTCS 3K3eMIUISP (YCIOBHAS
€/IMHUIIA yYeTa) U Ha3BaHHUE.

Kak onuH 3K3eMILISIp U OJJHO Ha3BAHUE YUUTHIBACTCS KX bl MOTHOTEKCTOBBIN 3J1E€KTPOHHBIN
JIOKYMEHT, UMEIOIIUI CaMOCTOATEIbHOE 3arjaBhe, BKIIFOUYEHHBIN B MMAKET, K KOTOPOMY
0o(OpMIIEHO MPaBO JOCTYIA y ero mpousBoauTens. Kak oqHa eMHHUIA YIUTHIBACTCS
MOTIOJTHSAEMBIA U OOHOBJISIEMBIH AJIEKTPOHHBIN JOKYMEHT.

IV. Yuer nocrymniieHust JOKyMEHTOB B OMOIHUOTEUHbIH (HOHIT

JIOKyMEHTBI ITOCTYTAIOT B OMOINOTEKY U BKIIOYAIOTCS B OMOIMOTEUHbIN (GOHIT B pe3ynbpTare
MIOCTaBKHU 0053aTEIFHOTO K3EMIUTSAPA, TOKYIKH (TIOANMCKH, 0OMEHa, TapeHUs, TOKEPTBOBAHHMS,
KOIMHMPOBAHUS OPUTHHANIOB U3 (hOH1a OMOIUOTEKN).

4.1. I[OKYMCHTBI MNPUHUMAIOTCS 11O IICPBUYHBIM YUCTHBIM JOKYMCHTAM (HaKJ'Ia,Z[HaSI, aKT),
BKIIOYAarOIINM CITHCOK HOCTyHHeHHfI.

4.1.1. IlpueM JOKYMEHTOB, ITOCTYMAOUINX B OMOIHOTEKY O€3 MepBUYHBIX JOKYMEHTOB Ha
0e3B03Me3/1HOI OCHOBE (00s3aTeNbHbIE FK3EMILIAPHI, AETIO3UTHBIE SK3EMILIAPHI
MEXyHAPOJAHBIX OpraHu3aluii, 6e3B03Me3/IHbIE TOCTYIUIEHUS U3 HEU3BECTHBIX 1 aHOHMMHBIX
HMCTOYHHMKOB), O(POPMIISETCS aKTOM O MPHUEMEe JOKYMEHTOB.



4.1.2. TlpueM JOKYMEHTOB, ITOCTYMAIOUINX B OMOINOTEKY OT IOPUANYECKOTO, (PU3UUECKOTO JIHIIA
B BHJIC Jlapa ¢ YKa3aHUEM €ro Ha3HAYCHUS JJIs MMOMOJIHeHHs Oubanoreunoro GhoHa,
oopMIISIETCS TOTOBOPOM IMOKEPTBOBAHMS B COOTBETCTBHH C | pakTaHCKUM KOJIEKCOM
Poccutickoit ®enepanuu (ct. 574, 582) <1>.

<1> I'paxxnanckuii koaekc Poccuiickoit @eaepanuu. Yacte BTopas ot 26 ssHB. 1996 1. N 14-D3
// Cobp. 3akonomarenscTBa Poc. denepanuu. - 1996 r. - N 5, c1. 410. - C. 1110 - 1296.

4.1.3. [Ipuem TOKYMEHTOB OT YMTATEJICH B3aMEH YTEPSHHBIX U IPU3HAHHBIX PaBHOIIEHHBIMU
yTpadyeHHBIM 0(hOPMIIIETCSI aKTOM O TIpUeMe JJOKYMEHTOB B3aMEH YTEpSHHBIX. B akte
yKa3bIBaeTCs (paMuins, HHUIMAIIBI YUTATENsl, CBEICHUS 00 yTepSHHBIX U3JaHUSIX
(perucTpalioHHBIN HOMEp, KpaTkoe OnbIuorpaduueckoe onMcaHue u3AaHus, [ieHa), CBEACHUS
0 MPUHATHIX U3AaHUAIX (KpaTkoe oubnuorpaduyueckoe onucaHue u3iaHus, [eHa), MoIUCH
YUTATENS ¥ MPUHUMAIOIIEH CTOPOHBI.

4.2. OneHka CTOUMOCTH NEPUOANYECKUX U3AaHUN, TOCTYNAOIIMUX B OMOIMOTEKY Ha BpEMEHHOE
XpaHeHHe, He IPOU3BOIUTCSL.

4.3. JIOKyMEHTbI, IOCTYIAoLIMe B OUOINOTEKY, [TOJIeKAT CYMMapHOMY yUeTy.

4.3.1. CBeneHus 0 BKIIIOYAaEMBIX B OMOIHOTEUHBINA (POH]] TOKYMEHTAX (PUKCUPYIOTCS B KHUTE
CYMMapHOTO y4eTa OnOIMoTeyHoro (hoHIa WK B IpyroM BHUJIE pETUCTpa CorylacHo mm. 1.5.2.

Peructpsl cyMMapHOro y4yeTa JOKHBI UIMETh 3ar0JI0BOYHBIC TaHHbIC: HAMMEHOBAHUE PErUCTpa,
HaVMEHOBAHME OPTaHM3aLMH, IOIPA3IeIICHUs. B perucTp BIUCHIBatOTCS JaHHBIE O
MOCTYMUBIIEH TAapTHH JOKYMEHTOB: J1aTa U MOPSIKOBbIM HOMEp 3anucH (MOPsAKOBbIM HOMEp
3aMnMcu exeroaHo HaunHaeTcs ¢ N 1), ICTOYHMK MOCTYIIJICHUS,, HOMED U JaTa NEePBUYHOTO
YY4ETHOI'O JJOKYMEHTa, KOJIMYECTBO MOCTYNUBIINX JOKYMEHTOB U CTOUMOCTb.

4.3.2. CymMapHbIi y4eT OCTYIUIEHHS SJIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JJOKYMEHTOB BEIETCS
B DJIEKTPOHHOM PEECTPE B COOTBETCTBUU € MOKa3aTesIMH I1. 5.3.1, ¢ ykazaHUEM JaThl 3arpy3Ku
MOCTYIUVIEHUH B CUCTEMY.

4.3.3. CymMapHbIid y4eT MOCTYIUICHUSI JIEKTPOHHBIX CETEBBIX yJaJICHHBIX JOKYMEHTOB BEICTCS
B DJIGKTPOHHOM PEECTPE C OTPAKEHHUEM CIEIYIOIINX TToKa3aTeNel: JaThl U MOPSIKOBOrO HoMepa
3aMKCH, PEKBU3UTOB JIMIIEH3MOHHOTO JTOTOBOpa (HAa3BaHMS M HOMEpa JOKYMEHTa, CPOKa ero
NENCTBUS, CTOMMOCTH ), KOJTMYECTBa 0a3 NaHHBIX (MTAKETOB) M BKIIOYEHHBIX B HUX Ha3BaHUMU.

[Tpu mopcueTe cyMMapHOTO KOJIMYECTBA Ha3BAaHUI MCKITIOYAIOTCS AyOIUPYIONINECcs Ha3BaHUS B
MakeTax Ha OJHOU TiaThopme.

4.4. JlokyMeHTBI, IOATrOTOBIIEHHBIE K ITpHEeMY B OMOIMOTEeYHbIN (OHI, TOBEPraloTCs
NEepBUYHON 00paboTKe U MHANBUAYAIEHOMY YUETY.

4.4.1. UnauBUayalbHBIN y4eT JOKYMEHTOB OCYILECTBIISETCS yTEM NMPUCBOCHUSI KAXKIOMY
IK3EMILTISAPY JOKYMEHTa PEerHCTPAIMOHHOTO HOMEpa, MHOTO 3HaKa B KAYECTBE
PETUCTPAIIMOHHOTO HOMEpa (CHCTEMHOTO HOMEpa KOMITBIOTEPHOM MPOTrpaMMBI, MTPUX-KOAa U
npyrux). MHauBryansHblii HOMEp 3aKpeIUIsieTcs 3a JOKYMEHTOM Ha BCE BpEMs €ro
HaxoXJIeHus B GpoHe OubimoTeku. Perucrpanmonasie HOMepa UCKIIOUEHHBIX U3 hoHIa
I[OKYMGHTOB HC HpI/ICBaI/IBaIOTCSI BHOBb HpI/IHSITBIM I[OKyMeHTaM.
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Perucrpanmonnsie HoMepa NPOCTaBISAIOTCS HEMOCPEACTBEHHO HA JOKYMEHTAaX U OTPAXKaIOTCS B
pEerucTpe MHANBUAYAIBHOIO yueTa IOKYMEHTOB, IPUHATOM B OUOIHOTEKE.

Peructpbl MHANBUAYAIBHOTO yYeTa TOHKHBI IMETh 3ar0J0BOYHbIC JaHHBIC: HAMMEHOBAHHE
perucTpa, HAMMEHOBAHKME OPTaHU3aIlUK, CTPYKTYPHOTO Moipa3jeiacHus. B peructp
BIIMCHIBAIOTCSI JAHHBIC O KAKIOM JOKYMEHTE: JIaTa 3allMCH B PETUCTPE, PErUCTPAIIMOHHBIN
HOMeEp, KpaTkoe Oubnnorpaduueckoe onucaHue TOKyMEeHTa (aBTOp, 3arjaBue, TOM, 4acTh,
BBIITYCK, MECTO M TOJl U3/IaHHsl), [IeHa JOKYMEHTa, YKa3aHHAs B COITPOBOIMTEIILHOM JIOKYMCHTE.

4.4.2. UnauBUyabHBIN yU€T NEPUOIMYECKUX U3aHUN BEJETCA B PETUCTPALIMOHHON KapTOTEKE
MEePUOINYECKUX U3IaHUM, TPeAHA3HAUYCHHOM JI yueTa KakJI0ro Ha3BaHUS U KaXJI0TO
9K3EMIUISPa, WJIM B aBTOMAaTH3WPOBAHHOM 0a3e TaHHBIX.

JI1s mepuoanYeCcKuX U3JaHUN B Ka4eCTBE PErUCTPALMOHHBIX HOMEPOB MOTYT MCIIOJIb30BaThCs
Jr00ble NAEHTU(UKAMOHHBIE HOMEpA: CUCTEMHBIIl HOMEp B aBTOMATU3UPOBAaHHOM 0a3e JaHHBIX,
perucTpaloHHbIN (IOPSAIKOBBIN) HOMEP 3aIIUCH B PErMCTPAILIMOHHOM KapTOTEKeE.

4.4.3. UnauBuayallbHbIN YY€T JOKYMEHTOB, UMEIOIIKX B CBOEM O(OPMIIEHUU JParoli€HHbIE
METaJuIbl U (UJIM) AParoleHHble KAMHU U OTHECEHHBIX K KaTeropuu cei(oBOro XpaHeHus,
OCYIIIECTBJISIETCS B CIELIMATIBHOM PETUCTPE, B KOTOPOM, KpPOME TPaJIMLIMOHHBIX ITOKa3aTesei,
JIaeTCsl ONMCaHKEe BHEIIHEro opopMileHHs ToKyMeHTa. KaxkIplii JINCT perucTpa conpoBOXkKIaeTCs
UTOrOBOM 3aIIUCBIO C yKa3aHUEM JAThl €€ COCTABIECHMS U KOJIMYECTBA ONMCAHUI HA JIUCTE.

4.4.4. B peructpax MHAUBUYAJIbHOTO YU€Ta B IPUMEUAHUAX YKa3bIBAC€TCSl HAIMYUE U BU]L
HPUIIOKEHNSI K OCHOBHOMY JIOKYMEHTY, @ TAK)K€ OCOOCHHOCTH HK3EMIUIApa LIEHHBIX U PEIKUX
JOKYMEHTOB (HanpuMep, HAJTMUMe YHHUKAIBHOTO TIEpeIuieTa, MapruHaIni, 1eeKTOB U T.11.).
IIpu Hanuuuu nacrnopra JOKyMEHTa AAeTCs OTChUIKA K HEMY. B mpuMedaHusax Moxer
YKa3bIBaThCS NPUHALJIEKHOCTh JOKYMEHTA K KATErOPUN KHW>KHBIX [TAMSATHUKOB.

4.4.5. UaauBuyanbHbIN yUET 3JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB OCYILIECTBIISETCS
MyTeM BBOJA B 0a3y NaHHBIX MeTauH(GOPMAIINH O 3arpy3Ke TOKYMEHTa B AJIEKTPOHHYIO
OMOIMOTEKY C aBTOMAaTUYECKUM MPUCBOCHUEM UICHTH(PHUKAIIMOHHOTO (CHCTEMHOT0) HOMepa
KaXJ0MY TOKYMEHTY.

4.4.6. UnauBuayallbHbIN YUeT AJIEKTPOHHBIX CETEBBIX yIaJICHHBIX IOKYMEHTOB OCYILIECTBIISETCS
B 3JIEKTPOHHOM BHJIE ITyTeM perucTpanuu 6a3 JaHHbIX (MTaKeTOB) 6€3 MPUCBOCHUS UM
PErHCTPAlMOHHOTO HOMEPA.

B peecTp HHAMBHIYaTbHOTO YY€Ta CETEBBIX YIAICHHBIX JOKYMEHTOB BKITFOYAIOTCS OCHOBHBIE
XapaKTepUCTUKHU 0a3bl JaHHBIX (TTaKeTa): OMucaHue 0a3bl JaHHBIX (Ha3BaHHE, TPOU3BOIUTEND,
maTdopma u (MJIH) aJipec BX0/1a), CPOK OKOHYAHUS TTpaBa JOCTYIa, KOJIMYECTBO HA3BaHUH,
BXOJISAIINX B 0a3y MaHHBIX (MIAKeT).

B konunuecTBo Ha3BaHUI BKIIOYaeTcs o0lee KOJTNUYECTBO MOTHOTEKCTOBBIX JOKYMEHTOB (KHUT,
JKYypHAJIOB, Ta3eT, MATEHTOB, CTAHJAPTOB U IPYTUX JOKYMEHTOB, YIYUTHIBAEMBIX B OHOIHOTEKE).
He BKumro9aroTcst B 9T0 KOJIMUECTBO JOKYMEHTBI, KOTOPhIE OOBIYHO HE U3/IAF0TCS OT/ICTHHO B
nevYaTHoM opmarte, Takue Kak MpoQuiii KOMIaHHUH, CTATUCTUYECKUE TaOIHUIIbl, aHATUTHIECKHE
MaTtepuaibl MapkeTuHra. [y 6a3 maHHbBIX (TAKeTOB), HE COMIEPIKAIIMX MTOTHOTEKCTOBBIX
JIOKYMEHTOB, B PEKBU3UTE "Ha3BaHUE" MPOCTABISAETCA €AUHULIA.

4.5. IokyMeHTbI, BKIIto4aeMble B (oH OMOIMOTeKH, MapKupyroTcs. IIpu 3ToM MOryT OBITH
HCTIONIb30BAHBI IITEMITENN, KHID)KHBIC 3HAKH, HHANBUAYaJIbHbIC IITPUXOBBIC KOMBI, APYTHE BHIBI



MapKUpoBKH. OCHOBHBIE TPEOOBaHUS, KOTOPBIE TOJKHBI COOIIOAATHCS PU MAaPKUPOBKE
JOKYMEHTOB: 0003Ha4eHNE MPUHAIEKHOCTH, ICTETHKA, JOJITOBEUHOCTh MAPKUPOBOUYHOTO
3HaKa, COXPAaHHOCTh TEKCTa WM JPYroi 3HaKOBOW MHPOPMALIUH.

4.6. Ha noxymeHTax, SBJISIFOUIUXCS MPUIIOKEHUEM K OCHOBHOMY HOCHUTEIIO U €TI0 HEOTHEMIIEMOM
YacTblO, POCTABIISAIOTCA TE K€ PEKBU3UTHI, YTO U HA OCHOBHOM JOKYMEHTE.

4.7. 9HeKTpOHHBIe CCTEBBIC JIOKAJIBHBIC JOKYMCHTEI U 3JICKTPOHHBIC CETCBBIC YAAJICHHBIC
AOKYMCHTEIL I/II[eHTI/I(bI/IL[I/Ip}IIOTCSI ClICUAJIbHBIMU ITPOTrpaMMHBIMU CPCACTBAMMU.

4.8. Ha npuHSATHIX MEPBUYHBIX YUYETHBIX JOKYMEHTAX IMPOU3BOAUTCS 3aIHCh, TOATBEPIKAAIONIAs,
YTO MMOCTYIHBIINE JOKYMEHTHI IPUHSTHI B OMOIMOTEYHBIN (POHI KaK B 0OBEKT 0CO00 IIEHHOTO
JBIDKMMOTO nMmytnectsa (nanee - OLIJIN) nnm xak B 00BEKT HHOTO JBMYKMMOTO UMYILECTBA.

4.9. TlepBuuHbIC yYETHBIC JOKYMEHTBI, IIOATBEPIKAAIOIIIE (BAKT MIOCTYIUICHNUS, IEPEIAIOTCS B
OyXraJTepuIo ISl BKIIOUEHHS B yueT Oudanorednoro (Gouna.

4.10. ExexBapTanbpHo, IIpu ycsioBuu u3MeHenus cocraa OLJIN, ceenenus 06 obmem
KOJIMYECTBE M CTOMMOCTH JIOKYMEHTOB, BKJIIOYEHHBIX B COCTaB OMOIMOTEYHOTO (DOHIa KaK
00BEKT 0000 IIEHHOT0 JBIKMMOTO UMYIIECTBA, IEPEIAIOTCS YUPEIUTEIIIO.

V. Yuer BBIOBITHS TOKYMEHTOB U3 OHOIMOTeYHOTO (hOoHAa

JIoKyMeHTHI BHIOBIBAIOT U3 OMOINOTEYHOTO (POH/A B CBSI3U C (PU3NYECKOM yTpaTOU WU
YaCTUYHOM MO0 MOJHON yTpaToi NOTPEOUTEIBCKUX CBONCTB. BrIObIBatoIIMe JOKYMEHTHI
UCKJTIOYAIOTCS U3 OMOIMOTEYHOTO (POH/IA M CIIUCHIBAIOTCS C BO3MOXKHOCTBIO MOCIETYIOIIEeH
0e3BO3ME3THOM TIepeiauu B Apyrue OUOIMOTeKH MO0 peann3aliiu.

5.1. Uckitouenue 10KyMEHTOB U3 OMOIMOTEYHOTro (pOHIa TOMYCKaeTCs MO CIIeIyIOIIUM
OpUYMHAM: yTpaTa, BETXOCTb, A€(PEKTHOCTb, YCTAPEIOCTh MO COJIEPKAHUIO, HEMPOPUIHLHOCTD.

HenpodunsHOCTh JOKYMEHTOB yCTaHaBIMBaeTcs Ha ocHOBE [Ipoduiist komruiekToBanus Goxga
WM MHOTO HOPMATUBHOTO JOKYMEHTA, YTBEPKAAeMOro pykoBoauteaem oudnuorexu. [1o
MPUYHHE HEMPODUIBHOCTH MOTYT UCKITIOUAThCS U3 (OHIA TOKYMEHTHI, HE KOMIUIEKTyEeMbIe
O0ubIMoTeKoH (Mpu O0TKa3e OT KOMIUIEKTOBAHUS OTACNIbHBIX KATErOpHil TIOKyMEHTOB), U3IUIITHE
TyONeTHBIE SK3EMILIAPHI, 3aMEHEHHBIE 00JIe€ MOTHBIMU 10 COACPKAHUIO, TYUITUMHU 10
oopMIIeHHIO, (PU3HUUECKOMY COCTOSHUIO U3/IaHUSIMU; 110 HCTEYEHUH CPOKA XPAHEHUS
JIOKYMEHTOB, TPX HU3KOM YPOBHE YUTATEIBCKOIO CIPOCA, MPU HECOOTBETCTBUH 3JIEKTPOHHBIX
JIOKYMEHTOB TEXHUYECKOMY U MTPOTPAMMHOMY 00€CIIeYeHHIO OUOIHOTEKH.

5.1.1. UcknroueHne JOKYMEHTOB 110 PUYKMHAM YCTApPEJIOCTH 110 COAEPIKAaHUI0, HEMPOPHIBHOCTH
(MaryocrpalyBaeMble), a TaKXkKe 10 MPUYNHAM BETXOCTH U 1€(PEKTHOCTH HE JOIYCKaeTCs Mo
OTHOILIEHHIO K €JUHCTBEHHBIM 3K3EMILISIPaM JOKYMEHTOB MTOCTOSIHHOTO (O€CCPOUYHOT0)
XpaHEHUS.

5.1.2. UckiroueHre TOKyMEHTOB, OTHECEHHBIX K KHHKHBIM MaMATHUKAM, JIOMTYCKAETCS TOIbKO
M0 TIPUYMHE YTPAThI MPU YCIOBHH OTpakKeHHST HHGOPMAIMHU O KHIKHOM MaMsTHHKE B Peectpe
KHWKHBIX ITaMSITHHKOB.

5.2. BeIObITHE TOKYMEHTOB U3 6UOIMoTedHoro GpoHaa opopmisiercs AKTOM O CIIUCAHUU
HCKIIFOYCHHBIX 00BEKTOB OnOmmoTeyHoro ¢poHaa (nanee - AKT 0 criucanuu) 1o ¢popme (Ko 1o
OKVJI1 0504144), yrBepxkeHHO#i npukazom MunucrepctBa ¢puHancoB Poccuiickoit depepannn


http://legalacts.ru/doc/prikaz-minfina-rossii-ot-30032015-n-52n/#100602
http://legalacts.ru/doc/ok-011-93-obshcherossiiskii-klassifikator-upravlencheskoi-dokumentatsii-utv/

ot 30 mapta 2015 r. N 521 "O06 yrBepxaeHHH (HOpM MEPBUYHBIX YUETHBIX TOKYMEHTOB U
PETUCTPOB OYXTaNTePCKOro yueTa, IPUMEHSIEMbIX OpraHaMu TOCyIapCTBEHHOM BIacTU
(rocyaapcTBEHHBIMH OpraHamMH), OpraHaMHd MECTHOTO CaMOYIIPaBJIEHUs, OpTraHAMU YIIPABJICHUS
roCy/1apCTBEHHBIMU BHEOIOIKETHBIMH (DOHaMH, TOCYIapCTBEHHBIMU (MYHUIIUTIATBHBIMU )
YUpEXKJIEHUAMHU, 1 MeTOINYECKUX YKa3aHUU 110 UX PUMEHEHHIO" (3apErucTpUPOBaH B
Munuctepctse roctuninu Poccuiickoit @enepannu 2 utons 2015 r., peructpanmonnbiii N 37519,
OUIMATEHBIA HHTEPHET-TIOPTA MTpaBoBOi nHGopMaIiuu http://www.pravo.gov.ru, 8 HroHs
2015 . N 0001201506080020), c n3MEeHEHHUSIMHU, BHECEHHBIMHU TIPHUKa30M MUHHUCTEPCTBA
¢unancoB Poccuiickoit @eaeparuu ot 16 HOs16pst 2016 r. N 2091 (3aperucTpupoBaH B
Munucrepctse roctunuu Poccuiickoit @enepanuu 15 nekadbps 2016 r., peructpanmoHHbiid N
44741, opuumanbHbIi HHTEPHET-TIOPTAJ MPaBoBOi nH(popMmanmu http://www.pravo.gov.ru, 19
nekadbps 2016 r., N 0001201612190019).

5.3. K AkTy 0 ciicaHuu NpujIaraeTcsi CHMCOK Ha UCKII0UYeHHe 00beKTOB OnbmmoTeyHoro Gonaa
(ayiee - CMCOK), KOTOPBIN BKIIIOYAET CIIEAYIONINE CBEACHUS: PETUCTPAIMOHHBI HOMEp U Hp
XpaHeHUs JOKYMEHTa, KpaTkoe Oubianorpaduieckoe onrcaHue, eHy J0KyMEeHTa,
3a(pUKCHPOBAaHHYIO B PETUCTPE WHANBHIYAIBHOTO y4eTa TJOKyMEHTOB, K03 duimeHT
HEPEOLICHKH, LIEHY MOCIIe MEPEOLCHKH U OOLIYI0 CTOMMOCTD UCKIIIOYaeMbIX JOKYMEHTOB.

J1nsi meyaTHBIX TOKYMEHTOB BPEMEHHOTO XpaHEHHs JOIYCKAeTCs 3aMeHa CIMCKa KHIKHBIMH
dopMmyisipamu.

I[J'IH AOKYMCHTOB, O6pa6OTaHHBIX rpyImoBbIM (yr[pOH_IeHHBIM) CHOCO6OM, BMCCTO CIIMCKa JacCTCiA
NEpCUCHb PErUCTPpAlMOHHBIX HOMEPOB, BU/ NCKIIFOYAaCMbIX I/I3II21HHﬁ, X KOJIHUYCCTBO.

5.4. K AKTy 0 criMcaHuy 10 IPUYUHE YTPaThl U CHUCKY MPUJIAraloTcs JOKYMEHTHI,
HOJTBEPXKAIOIINE YTPaTy (MOSACHUTEIbHAS 3aMHMCKa, B CIy4Yae KPayku MU XUIIEHUS - TPOTOKOJI,
aKT, 3aKJIFOYEHUE YIIOJHOMOYEHHBIX OPraHOB, IIPH BO3MEIEHUH yIiepOa - pUHAHCOBBIH
JIOKYMEHT O BO3MEILEHUH yIepoa).

Bo3smemienue unrarensmu yiiepoa gonyckaercs B hopMe 3aMeHbl YTEpSTHHOTO IOKyMEHTa
PaBHOILIEHHBIM JIN0O MyTeM JeHEeKHOM KomneHcauuu. [lpu mpueme aeHer ot yuraresnei B3aMmeH
YTEPSHHBIX KHUT WU APYTUX JOKYMEHTOB COCTABIISICTCA IPUXOAHBINA OPIEP, U YATATEIIO
BbI/Ia€TCSl KBUTAHLIMS YCTaHOBJIEHHOIO 00pasua.

5.5. [Ipu Bo3MeleHHU YuTaTesneM ymepda CTOUMOCTh YTPauyeHHBIX IOKYMEHTOB
YCTaHABJIMBAETCS DKCHEPTHON KOMHUCCHUEN MO OLEHKE JOKYMEHTOB, HA3HAYEHHON TPUKA30M
PYKOBOAUTENST OMOTMOTEKH.

[Ipu yrepe M XUIEHUU HEHHBIX U PEAKUX KHUT JIJIsl ONPEIETICHUS UX CTOUMOCTH KOMHUCCHUS
MOJKET MPHUBJIEKATh K CBOEH paboTe COOTBETCTBYIOIINX YKCIIEPTOB, & TAK)KE UCIIOIH30BATh
MaTepHuaibl HAYYHO-METOJAMYECKUX LIEHTPOB, KHMKHBIX ayKIIMOHOB U ApMapok. B aTux cimydasx
ompeeseHue MPUIUHEHHOTO yIep0a mpeaenbHbIMA KOd(DPHUITMEHTaMU KPaTHOCTH HE
OTPaHUYUBAETCH.

5.6. AKT 0 criMCaHUH IO OJTHOW W3 IPUYHH, YKa3aHHBIX B I1. 5.1, C IPUIIOKEHHBIM CIIUCKOM
MOJNKCHIBAETCS MpeceaTeIeM U YWieHaMUd KOMUCCHH IO CITUCAHUIO 00BEKTOB OMOINOTEYHOTO
doHa, yTBEPKIAETCSI pYKOBOJIUTENIEM YUPEKICHUS.

5.7. Ilocne yrBepxkaeHNsI AKTa O CIIMCAHUM OCYILECTBIISIOTCS MEPOIPUATHUS 11O
nepepacipeIeNICHUI0 U PeaTnu3allii CIUCAHHBIX 00BEKTOB OMOIMOTEYHOTO (QOH .
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5.7.1. CrinucanHble 0OBEKTHI, HCKIIIOYEHHBIE N3 OMOINOTEYHOro (pOHIA MO MPUYMHAM BETXOCTH,
neeKTHOCTH, YCTapenoCTH 10 COIEPKAHUI0, MOTYT IIepeiaBaThesl Ha O€3BO3ME3IHON OCHOBE
IOPUINYECKUM U (pr3nueckum aunaM. HeBoctpeOoBaHHbIE B TEUEHUE IECTH MECALIEB C JaTh
CIMCAHMS JTOKYMEHTBI MOT'YT HAlPaBIATHCS B yHKTHI BTOPHYHOTO CHIPHS.

5.7.2. CnucaHHbIe 00BEKTHI, HCKITIOYEHHBIE U3 OMOIMOTEYHOrO (DOHIA IO TPUIMHE
HENPO(UIHHOCTH, MIEPEAAIOTCS 110 PEHICHUIO OMOIMOTEKH B OOMEHHBIN (DOH B IETISX
JanpHEHIIel nepenadn Ha 0e3B03ME3/IHOM OCHOBE HEKOMMEPYECKHM, a TAaKXKe
rOCy/IapCTBEHHBIM KOMMEPUECKUM OPTaHU3AIUSAM WIH I Pealu3alud I0PUINYECKUM U
¢dusndeckuM Jmnam. HeBoctpeOOBaHHBIC HITM HEPEATHM30BAHHBIC B TCUCHHE IIIECTH MECSIICB C
JaThl CIIUCAHMSI IOKYMEHTHI MOTYT TIepeaBaThCsl Ha 0€3BO3ME3THON OCHOBE FOPUINICCKUM H
(GU3NIECKUM JIMIIAM JTHOO0 HANPABISATHCS B TyHKTHI BTOPUYHOTO CHIPHSI.

5.7.3. Ilpu OTCYTCTBHH ITyHKTOB BTOPHYHOTO CHIPhS HJIM B CIIydasx, KOrja c¢jada JOKYMEHTOB Ha
nepepaboTKy SKOHOMHUYECKH HelleJIecoo0pa3Ha, COTPYAHUKH OMOTMOTEKN YHUITOXKAIOT
UCKJTFOUCHHBIE M3 OMOIHOTEYHOro (POHIA TOKYMEHTHI B CIICIIHAILHO OTBEIACHHOM JUISI ATHX
eJIel MECTE B MPUCYTCTBUU YIIOJTHOMOUYCHHBIX YUPEIUTEIIEM JIHII, KOTOPBIC COCTABIISIOT aKT 00
YHUUYTOKEHUHU CHUCAHHBIX 00bEKTOB OMOIMoTedHOro hoHAa.

B AkTe 0 cicaHuM OTPaKArOTCsl HANMEHOBAHUE, HOMED U JIaTa JOKYMEHTA, TOATBEPKTAFOIIETO
penieHre OMOIMOTEKH O Mepeave CIMUCaHHBIX 00BEKTOB OMOIMOoTeYyHOTO (hoHAa B OOMEHHBIN
GOoHJI, TOKYMEHTA, TIOITBEPKIAIONIETO PEIICHHE OUOIMOTEKH O PeaTu3allii CIIMCAHHBIX
00BeKTOB OMOIMOTEYHOTO (POH 1A IOPUAUYECKUM U (PU3NYECKUM JIUIAM, TIOKYMEHTA,
MOATBEPIK/IAIOIIETO perieHrue ONOINOTEKU O mepeade Ha 0€3B03ME3HOM OCHOBE CITUCAHHBIX
00BeKTOB OMOIMOTEYHOTO (hOH/IAa FOPUAUYECKUM U PUZNYECKUM JIULAM, TOKYMEHTA,
MOJTBEPKIAIOMIETO (PaKT CIauX CIIUCAaHHBIX 00BEKTOB OMOIMOTEYHOTO (DOH/A B TyHKT
BTOPUYHOTO CHIPbS, WIN aKTa 00 YHUUYTOKEHHH CIIUCAHHBIX 00BEKTOB OMOIMOTEUHOTO POHA.
BrlmeykazaHHble JOKYMEHTBI IPHIIATAIOTCS K AKTY O CIIHCAHUU CO CITUCKOM OOBEKTOB,
UCKITIOYEHHBIX U3 OMOIMOTeUHOro OHA.

HckmoueHHble 13 OMOIMOTEYHBIX POHIO0B MUKPOGOPMBI Ha TalOTeHUA0CEPEOPSHOM TIIICHKE
MOJJIeXAT c/1aye Kak cepedpocoaepKaline 0OTX0 bl B COOTBETCTBUU C 3aKOHOJIaTEIbCTBOM
Poccuiickoit denepanuu.

5.8. Ilocne 3aBepiIeHNsI MEPONPUATHH, TPEYCMOTPEHHBIX AKTOM O CIIMCAHUH UCKITFOUEHHBIX
00beKkTOB OMOIMOTEUHOTO (HOH/IA, TIEPBHIN IK3EMIUISAP AKTa O CIIMCAHUH CO CITUCKOM U
JIOKYMEHTOM, MOJITBEPXKIAIOLINM BbIOBITHE, TTEpeaeTcsl B OyXTrajaTepuo, BTOPOil SK3eMILIsIp
OCTaeTcs B MOJpa3AeIeHUH, OCYLIECTBIIAIONIEM yueT Ou0IroTedHoro GoHa.

Ha ocHoBanuu AKTa 0 CiMCaHUH UCKIIFOUEHHBIX 00BEKTOB OMOIMOTeYHOTO (hoHIa
OMOIMOTEYHOE TTOAPA3ACIICHNE U OyXTaNTeprs BHOCAT U3MEHEHHUS B COOTBETCTBYIOIINE YUETHBIE
JIOKYMEHTHI.

5.9. AKTBI O CIUCaHUH PETUCTPHUPYIOTCS] B KHUTE€ CyMMapHOTO y4yeTa onbmuoreyHoro Gouaa
(MU IpYyroM BHJIE PETUCTPa CyMMAapHOTO y4eTa BbIOBITHS TOKYMEHTOB, IPUHSITOM B
OuoIIMoTEKE).

5.10. B peructpaiinoHHON KHUTE (WM IPYrOM BUJE pErucTpa UHIUBUIYaJIbHOTO yueTa
JIOKYMEHTOB, IPUHATOM B OMOIMOTEKE) MPOCTABISIETCS HOMEp U JaTa AKTa O CIIUCAHHUH.
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5.11. Bee uckmouaemblie U3 GpoHaa OMOINOTEKH JOKYMEHTHI (KHUTH, )KYpHAIIbI, APYTHe BUIBI
JIOKYMEHTOB) JIOJDKHBI OBITh COOTBETCTBYIOITUM 00pa3oM 0(OPMIICHBI: CIIEITHaTIbHBIM
HITEMIENIEM TOJDKHBI OBITh TOTAIICHBI ITAMITBI OMOIHOTEKH.

5.12. DneKTpOHHBIE CETEBBIE JIOKATBHBIC TOKYMEHTHI YIANSIOTCS U3 3JCKTPOHHON OMOIMOTEKH
Ha OCHOBaHMH AKTa O CIIMCAHHMU C YKa3aHUEM NPUYMHBI HCKIToueHus. HaumenoBanue, Homep u
JlaTa aKkTa BBOAATCA B 0a3y IaHHBIX B KauecTBE METanH(OpMAIMK K COOTBETCTBYIOLIEMY

JIOKYMEHTY.

Ha ocHOBaHMY BBEIICHHBIX CBEACHUI MPOrPaMMHBIM CIIOCOO0M (hopmupyercs rnepedeHb AKTOB
0 CIHCaHUH (peecTp CYMMApHOI'O y4eTa BHIOBITHS CETEBBIX JOKAIbHBIX JOKYMEHTOB) U
MePEUYCHb CIMCAHHBIX 0OBEKTOB JIEKTPOHHON OMOIMOTEKH (peecTp MHANBUAYATHLHOTO yUeTa
BBIOBITHSI CETEBBIX JIOKAIBHBIX JOKYMEHTOB).

5.13. BbIObITHE 3JIEKTPOHHBIX CETEBBIX YJAJIEHHBIX JOKYMEHTOB HE 0(pOpMIIseTCs ClielUalbHbIM
nokyMmeHToM. [loaTBepakaeHreM BbIOBITHS SIBIISIETCSA UCTEUEHUE CPOKA AEUCTBUSI IOKYMEHTa
(ToroBopa, KOHTPAKTA, JIMIEH3MOHHOTO COIJIAIIEH!s ), 0pOPMIICHHOTO Ha MPaBO JOCTYIA K
ornpezeeHHON 0a3e JaHHBIX (ITAKETy) CETEBBIX IOKYMEHTOB, U OTCYTCTBUE J10I0OBOPA,
KOHTPAKTa, JTULEH3UOHHOTO COMJIalIeHUs, O(OPMIIEHHOTO Ha HOBBIN CPOK.

5.14. ExxekBapTanbHO, Ipu ycnoun usmeHenus cocrasa OL/IH, obmue cBeaeHus o
KOJIMYECTBE ¥ CTOMMOCTH JIOKYMEHTOB, CITUCAHHBIX U3 OMOIMOTEUHOTO (pOHIA KaK 00BEKTa
0c000 IIEHHOTO IBUYKUMOTO UMYILIECTBA, C YKa3aHHEM IepeuHss AKTOB O CIIMCAHUU, IPUYHH U
HaIpaBJICHUHN BBIOBITHS JOKYMEHTOB, MPECTABISAIOTCS yupenutento. KomnyecTBo
BBIOBIBAIOIINX JJOKYMEHTOB HE JOJIKHO MPEBBIIIATh KOJTUYECTBA BHOBb MOCTYMAIOIINX
JIOKYMEHTOB B OMOIMOTEUHBII (OH/T.

VI. Yder uroros nBmxenus: oudbauoreunoro Gouaa
6.1. Utoru aBmxenust poHAOB MOABOJATCS B KHUTE€ CYMMapHOTO yueTa OnbmuoredyHoro Goxaa
(W1 IpyroM perucTpe CyMMapHOTO yueTa, IPUHATOM B OMOIMOTEKE) HA OCHOBAHHUH JIAHHBIX

CYMMApHOI'0 yu€Ta O MMOCTYINICHUU U BBIOBITUU JOKYMCHTOB.

HToroBsie JaHHBIE UMEIOT YCTBIPC 00s13aTeIBHBIX MOKA3aTeNsA: COCTOSIIO HAa HAYAJI0 roaa,
MOCTYIINJIO 3a I'oA, BBIOBLIO 32 roga, COCTOMT Ha KOHCII roJa.

HTorossie JAHHBIC IO 3JICKTPOHHBIM CECTCBBIM YAAJICHHBIM JOKYMCHTAM IMPCACTABIAIOTCA
CJICAYIOIUMU IMOKA3ATCIIAMHA YUCTHBIX CIMHUILL: COCTOAJIO Ha HAYaJIO I'oJia, O(l)OpMJ'IeHO B JOCTYII

B TCUCHHUC I0Jia, JOCTYII IIPEKPAIICH B TCYCHUE I'0Jida, COCTOUT Ha KOHECII ro/ia.

6.2. CBefieHHs1 00 UTOTOBBIX JaHHBIX (PUKCUPYIOTCS B hOpMe roCyIapCTBEHHON CTaTUCTUYECKOM
OTUYETHOCTH U MPEACTABISAIOTCA IS LieJe rocy1apCTBEHHOW CTaTUCTUYECKOM OTYETHOCTH.

HroroBeie nanabie 00 0OMeHHOM (OHE HE BKIIOUAIOTCS B OOIIHE TTOKA3aTeNIn OMOIMOTEIHOTO
donna.

VII. [IpoBepka Hanuuusi JOKYMEHTOB OMOINOTEYHOTO POH 1A

7.1. IlpoBepka HamMuusi JOKyMEHTOB OubanoTeunoro (GoHa (anee - mpoepka Gpona)
IMPOU3BOJUTCA B 065133TCHI:HOM opsAaKe:

IpY BBIABICHUH (DAKTOB XHUILEHHS, 370yIIOTPEOICHHS WM TOPYU JTOKYMEHTOB;



B ClIy4ae CTUXUHHOTO OEICTBHS, OXKapa WU IPYTUX YPE3BBIYAWHBIX CUTYaIUil, BI3BAHHBIX
SKCTPEMAJIbLHBIMU YCIIOBUSAMU;

IIpu pC€opranu3aiii UJin JUKBUAAITUN OHOJIMOTEKH.

I[J'IH IIPOBCACHUA ITPOBEPOK PYKOBOAUTEIIEM OpraHru3allvii Ha3HA4YacTCsA KOMUCCHUA, B COCTaB
KOMHCCUH NOJIKCH BXOJUTH NPCACTABUTCIIb 6yXI‘aJITepI/II/I.

7.2. [IpoBepka (oHAa B MJIAHOBOM MOPSAKE OCYIIECTBISETCS B CIEAYIOLIUE CPOKU:

JIOKYMEHTBI, UMEIOIUE B 0(hOpMIICHUU paroleHHble METaJUIbl U (UJIN) IparoleHHbIe KaMHH, -
€XKET0JIHO;

(GOH]I peIKKMX U IICHHBIX KHUT - OJIMH pa3 B 5 JIeT,

dbonbl OnbMoTeK 10 50 THICSY YYETHBIX €AMHHUIL - OJJUH pa3 B 5 JET;

donnpl 6ubmmoTex ot 50 10 200 THICSY YYETHBIX €IUHUIL - OAUH pa3 B 7 JIET;

donnpl Oubmmotek ot 200 Thicsid A0 | MUIUIMOHA YYETHBIX €UHUIL - OAUH pa3 B 10 neT;
¢donas! 6ubmmotek ot 1 10 10 MMJUTMOHOB YYETHBIX €IMHHUII - OJMH pa3 B 15 neT;

donasl 6ubmmotek ot 10 10 20 MWIITMOHOB YYETHBIX €AMHUI] - OJIUH pa3 B 20 jerT;

dbonabl OnOMMoTEK CcBBINIE 20 MUJUTHOHOB YYETHBIX €IMHHUIL - | MUJUIMOH SK3EMIUTSIPOB B TOJI.

[TnanoBas mpoBepka ¢hoH1a OMOTNOTEKH MOXKET OCYIIECTBISATHCS TTOITAITHO B COOTBETCTBUU C
rpauKoOM MPOBEACHUS TPOBEPKH BCETro (DOH/A WIIH €T0 YacTH (B TOM YHCIIE PEIKUX U IIEHHBIX
KHUT) C OTIpeJIeIeHuEM CPOKOB M KOJTMYECTBA IUIAHUPYEMOT0 00BheMa paboThI.

7.3. HpOBepKa OJICKTPOHHBIX CETCBLIX JIOKAJIbHBIX JOKYMCHTOB OCYIICCTBIISICTCS 110
KOJMYCCTBCHHBLIM ITOKA3aTCJIsAM, 4 TAKKC 110 KOHTPOJIBHBIM CyMMaM, IO3BOJIAIOIINM BBISABUTD
HN3MCHCHUA B JTOKYMCHTC.

HpOBepKa AOCTYIMHOCTH SJICKTPOHHBIX CCTCBLIX YAAJICHHBIX JOKYMCHTOB OCYHICCTBIISCTCA C
apeCoB BX0a, YKa3aHHBIX B PETUCTPEC HHANBUAYAJIbHOI'O y4eTa.

7.4. HpOBCpKa BCETO (I)OHI[a HJIN €T0 YaCTHU 3aBCPUIACTCA COCTABIICHUCM AKTa O PE3YyJIbTaTax
MMPOBEACHM A IMPOBEPKU HAITUYNA TOKYMEHTOB OMOJIMOTEYHOTO (I)OH}Ia " IPUIIOKECHUEM K HEMY
CIIMCKa JOKYMCHTOB, OTCYTCTBYIOIIUX I10 HCyCTaHOBHCHHOﬁ IIpUYIUHE.

B akre QukcupyroTcs CBeIeHUS O KOJTUYECTBE JOKYMEHTOB OMOIMOTEYHOro (OHIa MO JaHHBIM
yueTa; JOKYMEHTOB, UMEIOLIUXCS B HAJTMUNU; JOKYMEHTOB, OTCYTCTBYIOIIUX B OUOIMOTEUHOM
¢doHJe 0 HeyCTAaHOBJICHHOM MpUUYMHE. B akTe Takke yKa3bpIBalOTCS HOMEP U JlaTa akTa o
MIPOBEJCHUH NPEABIAYIIEH MPOBEPKU. AKT C MPUIIOKEHUEM CITUCKA TOKYMEHTOB,
OTCYTCTBYIOIUX I10 HEYCTAHOBJIEHHOMN IPUYUHE, IIOANUCHIBACTCA MIPEACEAATENIEM U WICHAMU
KOMHCCHH U YTBEPKIAETCSI pYKOBOAUTEIIEM YUPEKICHUS.

7.5. Ilpu BBIABJIICHHH B TIpoOIecce MTPOBEPKH (hOHAA OTCYTCTBYIOIINX JTOKYMEHTOB U
HCBO3MOXHOCTH YCTAHOBJICHUS BUHOBHBIX JIUI] YGLITKI/I II0 HEAOCTadYaM CITMCBhIBAIOTCA B
COOTBETCTBUH C JEHCTBYIOIIKUM 3aKOHOAATEIbCTBOM.



VIII. Jlenonpons3BOACTBO B OpraHU3allM yyeTa
oubmuoreynoro GoHaa

8.1. Opranu3zanus paboThl C TOKYMEHTAMH IO Y4eTy OMOIMOTEYHOTO (POH/IA OCYIIECTBISIETCS 110
HpaBUiaM BEACHUS JICIOMPOU3BOICTRA.

8.2. Cpoku XpaHEHHUs JOKYMEHTOB YCTaHABIIUBAIOTCA B COOTBETCTBUU ¢ [Ipukazom
MunucrepcTBa KyiabTypbl Poccuiickoit @enepanun ot 25.08.2010 N 558 OO0 yrBepkaeHun
"TlepeyHst TUTIOBBIX YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIONINXCS B MIPOIIECCe
JESATEIbHOCTH TOCY/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CAMOYIIPABIEHUS 1 OpraHU3alui,

C YKa3aHHEM CPOKOB XpaHEHHUs'", 3aperucTpupoBaHHbIM MuHoctoM Poccuiickoit @enepauun
08.09.2010, N 18380.

8.2.1. IlocTosIHHO, 10 IMKBUAIIMUA OUOJIMOTEKH, XPAHATCS PETUCTPhI HHIAMBHYyaIbHOTO H
CYMMAapHOTO y4eTa JOKYMEHTOB OMOIMOTEYHOTO (OH/IA (PETHCTPAIIMOHHBIC KHHTH,
WHBEHTAPHBIC KHUTH, KHUTH CYMMapHOTO y4eTa, YYETHBI KaTaior, Tonorpauyeckue Omnucu u
KaTaJoru).

8.2.2. B TeueHue necsATH JieT XpaHATCs AKThI O CIIMCAaHUU UCKIIOYEHHBIX 00BEKTOB
O6uOIMoTEeYHOr0 JOH/IA U aKTHI O MPUEMe-TIepeaade CIIMCAHHBIX 00BEKTOB OMOIIMOTEYHOTO
donma.

8.2.3. B TeueHHE NATH JIET XPAHATCS IEPBUYHBIC YUCTHBIE IOKYMEHTBI, TOATBEPIKIAIOIIIE
MOCTYIUICHUE JIOKYMEHTOB B OMOIMOTeuHbIi (HOHT (HAKIaIHbIC, aKTHI O IPUEME, aKThI CAYH-
MIPUEMKH ).

8.2.4. Jlo oxoHUaHUs ouepeHON MpoBepKU (POHIA XPAHATCS aKThl O pe3yIbTaTax MPOBEACHUS
MIPOBEPKU HAIUYUS TOKYMEHTOB OMOIMOTEUHOro (POHIA.
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