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TOPSIIOK
YUYETA JOKYMEHTOB, BXOJSIIIUX B COCTAB BUBJIMOTEYHOI'O ®OHIA

1. O6mue moJroxkeHns

1.1. Yyer mokymenToB O6ubianoreynoro ¢boHga SBISETCS OCHOBOW OTYETHOCTH U ILUIAHHPOBAHUS
JEATENBHOCTH OUOIMOTEKH, CIIOCOOCTBYET 00ECIIEYEHHIO €r0 COXPAHHOCTH.

1.2. Vyer BKMOYaeT PErHCTPALUIO IOCTYIUICHHS JOKYMEHTOB B OWMOJMOTEYHBIM (GOHI, HX
BBIOBITHS M3 ()OHIA, MTOrOBHIE JAaHHBIE O BelM4HHE (00beMe) Beero OHOMMOTEYHOro (OHAA M €ro
HOJpa3/iesIoB, CTOMMOCTh QOH/IA.

1.3. OcHoBHBIE TpeOGoBaHMS, IPEABABISIEMbIE K yueTy OubinoTeynoro Gona:

MOJIHOTA M JOCTOBEPHOCTD yyeTHOH MHQOpMaIiuy;

OIlIEpaTUBHOCTD;

AOKYMEHTHUPOBaHHOE 0QOPMIIEHHE KAXKIOTO TIOCTYIUICHHS B (JOH/T M KaXIOTO BLIOBITHSA U3 POH/A;

COBMECTHMOCTL NIPHEMOB M (GOPM ydera, UX HaJCKHOCTh IIPH IapajljIe]bHOM HCIIOIb30BAHUH
TPaIUI[OHHON ¥ aBTOMAaTH3UPOBAaHHON TEXHOJIOTHH y4eTa;

COOTBETCTBHE HOMEHKIATYphl TIIOKa3arenelt yuera (OHAA AaHAIOTHYHBIM  IIOKA3aTelsaM
roCyIapCTBEHHO OMOIHOTEYHOH CTATHCTHKH.

1.4. Yyery momnexar Bce DOKYMEHTBI (IIOCTOSHHOIO, JUIMTENBHOTO, BPEMEHHOIO XPAaHEHHS),
noctynaromee B (GoHx OHONMHOTEKH M BhIOBIBaromue W3 (GoHAA OMOIMOTEKH, HE3aBHCHMO OT BHIA
HOCHTEIIA.

1.5. Vd4er nOKymMeHTOB BemeTcs B pErHCTpax HHAMBHAYAILHOTO H CYMMApHOIO ydeTa B
TPaAULIMOHHOM U (MJIN) 3JIEKTPOHHOM BHJIE.

1.5.1. PerucTpaMn MHAMBHAYaIbHOIO yYeTa JOKYMEHTOB SBISIOTCS: PErHMCTPAllOHHAS KHHTA,
KapTOYKa PETHCTPAllMK Ha ONpPENCIEHHBIH BHI NOKYMEHTa JUIs la3eT, JXypHAIOB, APYIHX BHIOB
JOKyMEHTOB. JIOMyCKaeTcsl Takke PErHCTpaMH HMHAMBHIY&IBHOTO YYE€Ta CYUMTAaTh TONOrpadHIecKyro
OIHCH (KATAJIOT), yYETHBIH KaTaNor, yueTHbIH (Baill ¢ BEIXOJHBIME GOpMaMH, OPMUPYEMBIMHE B TIOPSIKE
MHBEHTAPHBIX HJIM HHBIX HACHTUPHUKAIMOHHBIX HOMEPOB JOKYMEHTOB.

Peructpbl MHAMBHAYaNTbHOIO ydeTa DOKYMEHTOB OMOIHOTEYHOro (OHAA COMEPXKAT PEKBH3WTHL
HACHTHQUUAPYIOIIME KaXIBIH NOKYMEHT C YKa3aHHEM CBEIeHHH O IIOCTYIUIGHHH NOKYMEHTa H O €ro
BBIOBITHH U3 GHOIMOTEYHOTO QOHAA.

1.5.2. Peructpamu CyMMapHOTO yueTa JOKYMEHTOB SBISIOTCA: KHHMIA CyMMAapHOrO ydera
6ubimoTeyHoro (GoHAa, JTUCTBI CYMMapHOIrO yueTa OMOIHOTEYHOro (OHAA, XKYPHAI. Honyckarorcs
Pa3TMYHBle MOAM(UKAUMH KHHTH CYyMMapHOTO ydera. He3aBMcHMMO OT BHJAa YYETHOTO NOKYMEHTA
PErUCTPhl CYMMAapHOT'0 y4eTa COAEPIKAT TPH B3aHMOCBA3aHHBIC YaCTH:

"[locTynnenne TOKyMEHTOB B OHOIHOTEUHbIH GoHA",

"BriObITHE TOKyMEHTOB 13 OuOIHOTEYHOTO PoHaa",

"Utorn aBHxeHUs OMOIMOTEYHOrO (OHIa: UTOrOBHIE JAaHHbIE HA KOHEI[ OTYETHOTO nepuoaa”.

OGo01eHHbIe TaHHBIE OTPAXAIOTCS B KAXK/(OM YaCTH PErHCTpa CyMMAapHOro ydeta. B anekTpoHHOI
CHCTCME y4€Ta 3TH YaCTH UHTETPUPYIOTCA B €AMHBIN YUETHBIH daiii.

1.6. CymMMapHBIit 1 HHIUBHIYaIbHBIN ydeT donna BeneTcs 3aBeayomiel OUOINOTEKO.

II. ExnHnnel yyera 6u6JH0TEIHOr0 donna

2.1. Benmmunna (o6bem) 1 nBrokeHHe GOHIA H3MEPSIOTCS B YHE(DHIMPOBAHHBIX €UHULAX yuera.
OCHOBHBIMH €IMHHMIAMH y4eTa NOKYMEHTOB OMOIHOTEYHOro (OHAa SBIAIOTCS 9K3EeMILIAP H
Ha3BaHUE, JUIA Ta3€T - TOJOBOM KOMIIJIEKT M Ha3BaHMUE.



JIOTIOMHUTENBHEIME  €IMHUIIAMH  ydeTa (OHJA SIBIISIFOTCS TOJOBOM KOMILIEKT, METpPOIIOJKA,
NOJIIKBKA (IEpEeILICTHAS €MHUITA); TSl DIEKTPOHHBIX IOKYMEHTOB - €IMHHUIA ITIAMSATH JaHHBIX.

2.2. O6mas BenuurHa OUOIMOTEYHOro (HOHAA B LIEJIOM U €r0 MOJAPAa3/esioB, B TOM YHCIIE CETEBBIX
JIOKabHBEIX JOKYMEHTOB M CETEBBIX YIAJIECHHBIX JOKYMEHTOB, YYHTBIBAETCS B OK3EMIUISApPaxX, HOBEIE
IIOCTYIUICHUS - B 9K3EMIUIAPAX U Ha3BaHMAX. UHCIIO FOMOBBIX KOMIIJIEKTOB ra3eT MPUPABHUBACTCS K YKMCITY
9K3EMILISPOB.

III. Y4aer 10KyMEHTORB 110 BHIAM H KATErOpHsAM

3.1. IleqaTtHble u3gaHus U HEOMYOIMKOBAHHBIC JOKYMEHTEI.

K meyaTHpIM M3JaHHSM OTHOCSATCS THUPKUPOBAHHBIC W3JAHUS, IOJYYECHHBIE I€YaTAHUEM HJIH
THCHEHHEM, IOJMIpapUyYecKd CaMOCTOATENBHO  O(OPMIICHHBIC: KHWIHM, OpOIIOPBI, KYPHAJIEL
IPONOJDKAIOIIMECS  M3JaHMs, JIACTOBblE W3JaHUs, Ta3eThl, H30M3A4HUSA, HOTHbBIE W3JaHHS,
KapTorpapuyeckue H3gaHus, HOPMATUBHO - TEXHUUESCKHE U TEXHUYECKHE JOKYMEHTBL.

K HeomyOmMKOBaHHBIM IOKYMEHTAaM OTHOCSITCSI PYKOIMCHBIE JOKYMEHTH! (PYKOIMCHEIE KHUIH U
apXUBHbBIC JOKYMEHTHI), & TAKXKE JOKYMEHTBI, H3TOTOBJICHHEIE B SAMHUYHBIX JK3EMIUIAPAX, ABISIOLIHECS
OOBEKTaMH HHTEJIEKTYalbHOH COOCTBEHHOCTH (JEHIOHMPOBAHHbIE Hay4Hble pabOTBI, IWCCEPTAIHH,
HNPENPHUHTHI, OTYETHI O HAy4YHO-UCCIENOBATENBCKUX pPaboTax, HEpEeBOMbI, OMUCAHMS AITOPUTMOB U
nporpaMm OBM), TakTUIbHbIE pYKOEIIBHbIC M3IaHUS JUIS CIIETBIX M CIA00BUAAIINX.

3.1.1. KHuru u 6poIIIops! yYUTHIBAIOTCS B SK3EMILISAPaX ¥ Ha3BaHHUIX.

Kak oTznenpHbIi 9K3eMINISP U KaK OTAEIbHOE HA3BAHUE YYUTHIBAIOTCS:

KaXXJI0€ OTAENBbHOE U3/1aHue (KHUTa, OpoIIopa);

Ka)XJI0€ BXOJIsIIee B KOHBOIIOT U3/IaHME,

KaXIbIH OTHEIbHBIA TOM (BBIIYCK, 4aCTh) MHOIOTOMHOI'O H3[aHHs, UMEIOIUM HHAUBHIYaTbHOE
3arjaBue;

Kaxjaas K3 OpOINOp, BBITYIIEHHBIX B OOBEAMHSIOMEH WX W3JATENILCKON MamKe, OOJIOKKE,
MaHXETKE;

KaxJas KHWra Wi Opommropa, BXOAsIas B KHHXKHYIO Cepui0  (HYMEPOBAHHYIO MJIH
HEHYMEpPOBAaHHYIO);

OTZJIPHO M3JJaHHBIC MPUJIOKEHHS K KHUIaM U OpOIIIopaM, IMEIOIIKe WHANBHYaIbHOE 3aI1aBUE U
CaMOCTOSITEJIbHOE 3HAYCHHE,

3.1.2. JlokymMeHTbI, BBINOJHEHHbIE pelbeHO - TOYeuHbIM wipudrom (mpudroMm Bpaiins),
YYHTBHIBAIOTCS B IK3EMILISpaxX U Ha3BaHUIX.

OK3eMILIAPOM JUIS JAHHOTO BHJA M3JaHUM SBIISETCS KaX/Aasd U3 KHUT' KOMIUICKTA, 00beIHHEHHBIX
O0IIIMM Ha3BaHHEM.

Kak onHo Ha3BaHME y4YHMTHIBAaeTCS KOMIUIEKT W3JAHHs, HE3ABHCHMO OT YHCNA BXOMASIIMX B HETO
KHHT.

3.1.3. XKypHanb! u IpoAOIDKAIOIIUECS H3IAHUS YIUTHIBAIOTCS B IK3EMIUIAPAX M HA3BAHWSX.

OK3eMILIAPOM CUHTAETCS HOMEP, TOM, BBITYCK, U3JaHHBIE MO OTACIBHOCTH, & TAKIKE KOMILIEKT
HOMEPOB, TOMOB, BBIIIYCKOB, IEPEIICTEHHBIX B OJUH OJIOK U3JaTEILCTBOM.

Kak onmO HasBaHWe yYMTHIBACTCS KOMILUIEKT HOMEPOB, TOMOB, BBIIYCKOB, OOpPa3syiOLIMX
OTZAENIBHYIO IMHUIY ¢ OTJIHYMTEIIBHBIM 3arjaBueM. [Ipu H3MeHeHUr 3ariaBusi HOBOH YUETHOH euHuIeH
CUMTACTCS U3AaHKE, €CIIM H3MEHEHNE BHECEHO B MEPBBIC IIATh CJIOB 3aJIABHS.

[leppommueckue TNpPHIOKEHHS K IKypHalaM, BBIXOSINHE CAMOCTOSTENBHO, HMEIOIIHE
VHMBUlyaJIbHOE 3arjlaBUe M COOCTBEHHYIO HYMEPAIMIO, YUHMTHIBAIOTCS KAaK OT/AENbHBIE SK3EMILIApI U
OTJEJIbHbIC HA3BaHMUS.

Kaxpas cepus mponomxaiomierocss u3jaHus, HMEOMAs WHAMBUAYAIbHOE 3arjlaBhe U
COOCTBEHHYIO HyMEPAIIHIO BBIILYCKOB, yYUTHIBAETCS KaK OTACIbHOE HA3BAHUE,

Kaxnpiit caMOCTOATENbHBIH TOM (BBIIYCK) HPOJOJDKAIOIIETOCS H3JAaHHS YUHTHIBAGTCS KaK
OT/IEJIBHOE Ha3BaHHE,

3.1.4. T'a3eTbl yYUTHIBAIOTCS B TOJ0OBLIX KOMIUIEKTaX U Ha3BAHUSIX.

Kax onmo Ha3BaHue yYMTHIBACTCA KOMILIEKT raseT, OOpasylOIMX OTAETBHYIO EIUHHIY C
OTJMYMTENBHBIM 3ariaBueM. [Ipy M3MEHEeHUM 3arjaBds HOBOM YYeTHOW eIMHMIIEH CUMTAaeTCs H3IaHHE,



€CITH H3MEHEHHE BHECEHO B IIEPBBIE IISTEH CJIOB 3aIJIaBHSL.

OneonHEBHBIE (Pa30Bbie) ra3eTh YUHTHIBAIOTCS B SK3EMILTAPaX (HOMeD, BBIIIYCK) U HA3BaHHUSIX.

OTmenbHO WM3MAHHBIE NEPUOMMYECKHE IIPUIOKEHHS K raszeraM, HMEIOIIHE UHIMBUIYyATIEHOE
3arjaBae u COOCTBEHHYIO HYMEPAIIHIO, YUHTHIBAIOTCS CaMOCTOSTENBHO.

3.1.5. Vsomsnamms (anp00OMBI, KOMIIIEKTHI, OTHENbHBIE JIACTOBBIE H3JAHMS) W pensedHo-
rpaputecKre MOCOOMS TS CIIEHBIX M CTaGOBUISIINX YUUTHIBAIOTCS B SK3EMILISIPAX ¥ HA3BAHHSX.

Kax oTnensHbIH 9K3eMIUISp U OTHENbHOE HA3BAHHE YYMTHIBACTCA KAKIBIA JHCT (BBITYCK) cepuu
M30M3IaHHH, HE 00BbeIMHEHHbIE M3/1aTENbCKOH ManKoi (00N0KKOMH, MAHKETKOH ).

JIuctoBble m3nanus, 0ObeMHEHHbBIC M3/ATENbCKON MaNKoi (06II0KKOM, MAHKETKOM, 00epTKoif)
YYHTBIBAIOTCS KaK OJMH 3K3eMIUISAP U OJHO Ha3BaHHUE.

3.1.6. HoTHBIE H3aHAS YIUTHIBAIOTCS B OK3EMILIAPAX M HA3BAHHSIX.

Kak oT/ieTbHBIe 5K3eMILSIPEI H OT/IeNbHbIE HA3BAHUS YIATHIBAOTCS:

CaMOCTOSTENIbHEIEC HOTHBIC H3aHHs, O0bEIMHEHHBIE B OJHOM IeperieTe (KOHBOMIOTE);

OTZCTBHBIC MapTHH (I0JI0Ca) M NAPTUTYpa (KIABUp), H3JaHHBIE Pa3/CIbHO.

Kax onuH 5K3eMILISp ¥ 0JJHO Ha3BaHHE YYUTHIBAIOTCS:

OTACNBbHBIC MApTHH (roJioca), 00beIVHEHHBIC ¢ MapTHTYpoil (KIAaBHPOM) B OJHOM H3[aHWH, a
TaKKe MApPTHH, O0bEIMHEHHBIE H31ATENBCKOM IamKkol (06I0KKOi).

3.1.7. Kaprorpagudeckie H3TaHUs yUHTHIBAFOTCS B K3EMILIIPAX M HA3BAHHSX.

Kak oT/ieTbHEIH 3K3eMILIp U OTAENbHOE Ha3BAHME YIHTHIBAIOTCS:

aTackl, COCTOSIINE U3 OTACIBHBIX HyMEPOBAHHBIX MIIH JATHPOBAHHBIX BBIIYCKOB;

K2XXBIA BBIIYCK CEPUIHOr0 W3JaHUs KapThl MM aTJiaca.

Kak ofuH 3K3eMIIIAp M OJHO Ha3BaHME Y4YMTHIBACTCS KApTa, M3JAHHAS HA HECKONBKHX IHCTAX
(mopexamux cKieike), 00beIMHEHHBIX OOIIHUM 3ariaBHeEM.

MHOroToMHEIE (MHOTOJHCTOBBIC) KapTorpagudecKie H3AaHMHs, 00beqHHEHHBIE OOMIHM 3arjJaBUeM,
YUIHUTBIBAIOTCS 110 KOJIMYECTBY TOMOB M OJTHOMY HA3BAHHIO.

OtnenbHO M3JaHHBIE, HO He HMEIOIHE CAMOCTOSTEILHOrO 3HAYCHHS, KapTorpaduyeckue
IPATOKEHUA K PA3NUYHBIM M3JaHWSM (KHHraM, OpolLIopaM, >XypHAlaMm) YYHTBHIBAIOTCS CIHHBIM
KOMILIEKTOM C OCHOBHBIM H3[JaHHEM.

3.1.8. Heomy61MKoBaHHbIE JOKYMEHTbI yUUTHIBAFOTCS B 3K3EMILTSPAX U HAa3BAHHSX.

Kak oauH 5K3eMIUISIp X 0JIHO Ha3BaHMeE YYHTHIBAIOTCS:

JCMOHNPOBAHHAs Hay4dHas paboTa (KOMIUIEKT, COCTOSIIHHA U3 JBYX JK3€MILIIPOB paGoThl) W
COIIPOBONUTENBHBIE TOKYMEHTHL;

HEOIyOJIMKOBAHHbIE JOKYMEHTBI, COPOLIIOPOBAHHbIE MITH COACIKAIIAECS B OTIEbHOM IaIKe.

AUt KOHCTPYKTOPCKOH OKYMEHTALMH €IMHUIEH yJeTa SBIsSETCS YePTexk MM TOTHBIH KOMILTCKT
KOHCTPYKTOPCKHX JJOKYMEHTOB, OTHOCAILIUXCS K OMHOMY H3ZETHIO (00BEKTY).

3.1.9. OGHoBIsIEMOE IT€eUaTHOE H3MAHHE YYUTBIBACTCS KaK OTAENbHOE Ha3BaHWE M OTACIIbHBIH
SK3EMIUTAp IPHA IEPBUIHOM IIOCTYIUICHUH B OnOmuoteky. [Tocaenyrommue mocTymeHns BKIAIHBIX JTHCTOB,
IPCAHA3HAYCHHBIX JUIS JOIMOMHEHUS MM 3aMCHBI COOTBETCTBYIONIUX JHCTOB B M3JAHHH, OTAEIHHOMY
y4eTy He IIOJIeXKar.

3.1.10. daxcHMHUIBbHOE H3aHHE yIUTHIBACTCSA KAK OPUTHHAIL

3.2. AynroBu3yasbHbIE JOKYMEHTEL

K aymoBm3yanpHBIM =~ JOKyMEHTaM  OTHOCATCS  (POHOMOKYMEHTEL BUJCOJOKYMEHTHI,
(GOTOOKYMEHTBI, KHHOIOKYMEHTEIL.

3.2.1. EnuHnnamn y4era GoHna ayIMOBH3YAIBHEIX TOKYMEHTOB ABIAIOTCS SK3EMILISP H HA3BaHHe.

Kak oTenpHbIi 9K3eMILISp YUHTHIBAIOTCS:

JUICK - JUISl FPaMILTaCTHHOK;

KaTyIIKa, KacceTa Uik O0OMHA - JJIsI MAarHUTHBIX (POHOIPaMM;

Kaccera - IS BUJICOIOKYMEHTOB;

Kazip - 11t OTONOKYMEHTOB (AHAIIO3UTHBOB, CIIAKIOB);

0001Ha - 17151 KHHO(DHUIEMOB.

Kak 01HO Ha3BaHHe yUHTHIBAIOTCS:

OTACNBHO BBINYIMIEHHAs TI'PaMIUTACTHHKE, KacceTa MO0 KOMIUIEKT (aib00M) IpaMIIACTHHOK,



KacceT, 00beIMHEHHBIX OOIIMIM Ha3BaHUEM;

MarHuTHas (pOHOrpaMMa Ha OJHOM Karyiuke (KacceTe), MarHUTHas (POHOrpaMMa Ha HECKOJIBKHX
KaTrymkax (kaccerax), 00beIMHEHHBIX OOIIUM Ha3BaHHEM;

OTJENHFHO HM3JaHHBIA (POHOMOKYMEHT WM KOMIUIEKT (POHOTOKYMEHTOB, OOBEIMHEHHBIX OOIIUM
3arIaBHEM;

KHHODHIEM, nuaQuIbM HE3aBHCHMO OT YHCJIA COCTaBIIOMUX 4YacTell MM KaipoB (s
KOMILIEKTa JTUAIIO3UTHBOB).

3.2.2. AynuoBH3yaJbHBIE JTOKYMEHTHI, SIBIISIONIMECS NPHIOKEHHEM K Pa3IHYHBIM H3JIaHUSIM H
BBIIOJHSIOIINAE CaMOCTOSATENbHBIE (DYHKITHH, a TaKKe HCIOJB3yeMble B paboTe OTACIBHO OT OCHOBHOI'O
U3JIaHUsL, MOTYT YUUTHIBATHCS KAK OTACTBHBIEC 3K3EMILISPEL.

3.3. JlokyMeHTHI Ha MUKpO(OpMax.

K nokyMeHnTaMm Ha MEKpO(hOpMax OTHOCATCS MUKPO(UIBMBI 1 MUKPO(HIIIH.

3.3.1. Eqununamu yyeta JOKyMEHTOB Ha MUKpOGOPMax SBISIOTCS IK3EMILISIP U Ha3BaHHUE.

DK3EMIUISPOM JUIS JOKYMEHTOB Ha MHKPO(OpMaXx SIBISIOTCS: PYJIOH - I MEKpOGHIBEMOB; (hrma -
JUTSL MEKPOQHIIL.

Kak oIHO Ha3BaHHE YYHMTBLIBAETCS KOMIUIEKT MHKPO(MIIBMOB WM MHKpOGDUILN, 0OBEIMHEHHBIX
o0IIMM 3arjlaBueM, He3aBUCHMO OT YHCIIa COCTABILIFOIINX YacTe.

3.3.2. O6mwmit 06seM HoHIA TOKYMEHTOB Ha MEKPO(OPMAX YIUTBIBAETCS IO KOJIMYECTBY PYJIOHOB
1 )y, BKIIOUAs KOIMU Pa3HbIX TIOKOJICHHUH (apXHBHBIE/PEe3epPBHBIE U NIOTb30BATEIBCKHUE).

3.4. DNEeKTpOHHBIE TOKYMEHTHIL.

K 3/eKTPOHHBIM JOKYMEHTaM OTHOCSTCSI JOKYMEHTH Ha CBEMHBIX HOCHTENSX (KOMIIAKT-IHCKH,
(Iem-KapTeI); TOKYMEHTBI, pa3MellacMble Ha JXECTKOM JHCKe KOMIBIOTepa (ceppepe) OMOIHOTEKH M
JOCTYIHBIE TIOJIB30BATENSIM depe3 HH(POPMAIIMOHHO-TEIEKOMMYHHKAIMOHHBIE CETH (Jallee - CETCBbIC
JNIOKaJIbHBIE JOKYMEHTBI); JIOKYMEHTBI, pasMellaeMble Ha aBTOHOMHBIX aBTOMATH3MPOBAHHBIX paboumx
CTaHIMAX OMOJIMOTEKM (manee - WHCTAUTMPOBAHHBIE JOKYMEHTHI); JOKYMEHTBHI, Pa3MEINCHHBIC Ha
BHEINHMX TEXHHUUECKMX CpEICTBaxX, IIOJlydyaeMble OHOIMOTEKOH BO BPEMEHHOE IIOJB30BAHHE Yepes
HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHBIE CETH Ha YCIOBHSX JOTOBOPA, KOHTPAKTa, JIMICH3MOHHOTO
COTJIAIIEHHS C IPOM3BOIUTENAMH HHPOPMAIINH (Tajiee - CETeBbIC YAAICHHbIE JOKYMEHTHI).

3.4.1. EguaunamMy yyerta 3JeKTPOHHBIX JOKYMEHTOB Ha ChEMHBIX HOCHUTEIISAX SBJISIFOTCS SK3EMILISP
U Ha3BaHHE.

3.4.1.1. Kax OTHEIBHBIN 9K3€MIUIAP YUUTHIBAETCS KaXIbI ABTOHOMHBIM 00BEKT (KOMIIAKT-/IUCK).

Kak oOTHenBHBIE 3K3EMIUIAPHI MOTYT YUYHMTBIBATBCS TPWIOKEHHUS K DPa3IMYHBIM H3JaHHM,
BBIIOJTHSIONIUE CAMOCTOSATENBHEIE (DYHKITMH, a TAloKe MCIONB3yeMble B paboTe OTAEIBLHO OT OCHOBHOT'O
U3JIaHMS.

Kak oTnenpHbIe 3K3eMIUISPh] HE YUHTHIBAIOTCS KOMIAKT-IMCKH, €CJIM OHU IPEACTABISIOT COOOH
BKJIaKy (BJIOXKEHHE) B U3JJaHUE WK €TI0 HEOTHEMIIEMOE IIPUIIO)KECHHE.

3.4.1.2. Kak 0qHO Ha3BaHUE YUUTHIBAIOTCS:

OTHEIBHO BBINYIIEHHBIA KOMITAKT-IUCK;

KaXIbIi KOMIAKT-AUCK, BXOAAIINH B HyMEPOBAHHYIO MJIM HECHYMEPOBAaHHYIO CEPHUIO 3JIEKTPOHHBIX
H3IaHUH;

KOMILJIEKT KOMIIAKT-IUCKOB, OOBEIMHENHBIX OOIIIUM Ha3BaHUEM;

M3aHHBIE B KauecTBE CaMOCTOSTENBHBIX M3JaHHM MPUITIOXKEHHs K M3JaHUSIM JT000ro Apyroro
BHIa, IMEIOIIUE cOOCTBEHHOE 3arjiaBUe M JOIYCKAIOIIUe HX HCIOJIb30BaHuE Oe3 0OpalleHus K OCHOBHOMY
U3JIAHUIO.

3.4.1.3. B moxymeHTax Ha ¢Quiell-KapTax KaK OJUH JK3EMIUISAp M OJHO Ha3BaHHE YIUTBIBACTCS
KaXJ10€ LEJIOCTHOE IIPOU3BEICHHUE, UMEIOIEE CAMOCTOSITEIEHOE 3arIaBUe.

3.4.2. EpuHuIiaMu ydyeTa CETEBBIX JIOKAIPHBIX M HHCTAJUIMPOBAHHBIX IOKYMEHTOB SIBISIOTCS
sK3eMIUIsAp (YCIIOBHAS €AMHHUIIA yUETa) M Ha3BaHHUE.

Kax o7HO Ha3BaHHWE YYHTHIBACTCS LEJOCTHOE IIPOM3BEACHHE, HMEIOIICE CaMOCTOSTENBHOE
3aTjIaBHe, BHE 3aBHCHMOCTH OT €ro ImpezcTaBieHus. Kak ofHa eIMHUNA YYHTBIBACTCS IOMOIHAEMBIA H
O0OHOBJISIEMBIH AJIEKTPOHHBIA JTOKYMEHT.

DK3EMIUISIPOM SBJISIETCS JOKYMEHT B OIpeNeNieHHOM (opMmare XpaHCHHUs WM HPEACTaBICHUSL.



®opmartbl OJHOH ¥ TOM e eNMHHUIBI KOHTEHTA YIUTHIBAIOTCS OT/ENBHO.

3.4.3. EnuEunaMu ydera CETEBBIX YNANEHHBIX TOKYMEHTOB SBIISIIOTCS SK3eMIUIsIp (yCIIOBHAS
eAUHUIA yUYeTa) 1 Ha3BaHHe.

Kax ofuH 5K3eMIUIAp M OIHO Ha3BAaHHE YUHMTHIBACTCS KaXKIbIH MOJHOTEKCTOBBIA JIEKTPOHHbIA
AIOKYMEHT, HMEIONIIH CaMOCTOSTE/IbHOE 3arylaBye, BKIFOUYEHHEIH B TaKeT, K KOTOPOMY O(OpMIIEHO IIPaBo
Joctynma y ero mpousBoamtens. Kak ofHa eqWHHMIA YYMTHIBAETCS IIOIONHSEMBIH M OOHOBIISEMBIHA
SJIIEKTPOHHBIN JOKYMEHT.

IV. Yder moctymnenust 1o0KyMeHTOB B 6ubauoTeunnIii poHa

JIOKyMEHTBI TIOCTYNaroT B GMOTHOTEKY M BKIIOYAIOTCS B OHOMHOTEUHBbIH (OHI B pe3ynpTare
NOCTABKH  O0s3aTENBHOrO JK3EMILIAPA, HOKYNKA (NOANKCKA, OOMEHa, apeHHs, [I0OXKEPTBOBAHHS,
KOIIMPOBAHHUS OPUTHHAIOB U3 (POHIa OHOIHOTEKH).

4.1. JIOKyMeHTBI NPMHEMAIOTCS IO NEPBHYHBIM YYETHBHIM JOKYMCHTAM (HakymazmHas, axT),
BKJIIOYAIOIIMM CIIUCOK IMOCTYILIEHHUH.

4.1.1. TlpueM IOKYMEHTOB, NOCTYNAIOIINX B OUONHOTEKY 6e3 IEPBHUYHBIX JIOKyMEHTOB Ha
0e3BO3Me3IHOH OcHOBe (00sA3aTeNBHBIC OK3EMIUIAPBL, AETO3MTHBIE JK3eMILISPI MEXIYHApOIHBIX
OpraHH3aliii, 6e3BO3ME3/{HbIE IOCTYIICHHS U3 HEM3BECTHBIX M AHOHUMHBIX HCTOYHHMKOB), 0(OpMIISETCS
aKTOM O IIpUeMe JOKyMEHTOB.

4.1.2. TlpueM NOKyMEHTOB, IIOCTYNAOIIEX B OUGIMOTEKY OT IOPUAMIECKOro, (DU3MIECKOro JTATA B
BUIC Tapa € yKasaHHEM €ro Ha3HaYeHHs Ui IOIOJHeHHs Oubimoreusoro ¢oHma, odopmisercs
AOTOBOPOM IIOJKEPTBOBAHUS B COOTBeTCTBUHM ¢ I'paxknanckumM KogexcoM Poccuiickoit ®enepanum .

4.1.3. Ilpuem NOKYMEHTOB OT UYMTaTeNelf B3aMeH YTEPSHHBIX M HPU3HAHHBIX PABHOLEHHBIMH
YTPAdeHHEIM, OGOPMIISIETCS aKTOM O NpHEMe JOKYMCHTOB B3aMeH yTepSHHBIX. B akTe ykasblBaeTcs
haMHIIIHs, MHULMATE! YHTATENS, CBEACHHS 00 yTePSHHBIX H3IaHHSX (PErHCTPAIMOHHBIA HOMep, Kparkoe
Ombimorpadguyeckoe ONMCaHWE W3NAHUS, LEHA), CBEAEHHS O IIPHHSITHIX M3JAHHSIX (xpatkoe
oubmorpaduyeckoe omucaHne M3TAHHAS, LeHa), [IOAIIMCH YATATENS ¥ IPHHAMAIOIIEH CTOpPOHBI,

4.2. OueHKa CTOMMOCTH HMEPHOANYECKHX M3JaHHH, MOCTYIAIOMKUX B OubNMMOTEKy Ha BpEMEHHOE
XpaHEHHE, He IPOU3BOIKUTCS.

4.3. JlokyMeHTBI, OCTyHaomue B GHOIHOTEKY, OAIEKAT CYMMApHOMY YUETY.

4.3.1. Csenennst 0 BKITIOYaEMBIX B OGHOMHOTEUHBIA (YOHI JOKyMEHTAX (HKCHPYIOTCS B KHHIe
CYMMapHOT0 y4era GuOIHOTEeYHOro OHIa WK B JPYTOM BHIE PETHCTpA coryacHo m. 1.5.2.

PerncTpel cyMMapHOro ydeTa TODKHBEI HMETh 3arojOBOYHbIE [AHHBIE: HAMMEHOBAHHE PErHCTDA,
HAaNMEHOBAHHE OpraHM3alliH, OApa3ie/leHus. B perucTp BIMCHIBAIOTCS NaHHbBIE O IOCTYIMBIIEH ITApTHH
JMOKYMEHTOB: JlaTa ¥ ITOPSITKOBBIA HOMED 3aIlMCH (IIOPSIKOBBIA HOMED 3aIlMCH €XETOJHO HAYMHAETCS C
N1), HCTOYHMK NOCTYIJEHHS, HOMED K JaTa MEPBMYHOrO YYETHOTO JOKYMEHTa, KOJHYECTBO
MOCTYIHUBIIUX JOKYMEHTOB M CTOMMOCTb.

4.3.2. CyMMapHBI#f y4eT IIOCTYILTCHHS SIeKTPOHHBIX CETEBBIX NOKANBHBIX JOKYMEHTOB BELETCS B
DIICKTPOHHOM pPEEeCTpe B COOTBETCTBMH C IOKasaTenaMmu 1II. 5.3.1, ¢ ykasaHMeM JaTel 3arpy3Ku
IIOCTYIUIEHUH B CUCTEMY.

4.3.3. CymmapHbI#f y9eT HOCTYIUIEHHS SICKTPOHHBIX CETEBBIX YAANEHHBIX JOKYMEHTOB BEIETCS B
SJIEKTPOHHOM PEECTPe € OTPAKEHHEM CIENYIOIHX IOKa3aTeNnell: JaThl U MOPSAAKOBOTO HOMEpA 3aIlHCH,
PEKBU3HMTOB JIMUEH3NOHHOIO 10r0BOpa (Ha3BaHUs H HOMEPa JOKYMEHTa, CpOKa ero JAelCTBHS, CTOUMOCTH),
KOJIMYeCTBa 6a3 NaHHBIX (ITAKETOB) ¥ BKIFOUEHHBIX B HUX HA3BAHHIA.

IIpn moxcyere cyMMapHOro KONMUECTBA Ha3BaHMM UCKIIOYAIOTCS MyGMMpYIOIIHECS HAa3BAHUS B
[IaKeTax Ha OfHOHU Iatdopme.

4.4. JlokyMeHTEI, IOIrOTOBIEHHBIE K NIPHeMy B OMOIMOTeUHbIH (OHI, MOABEPraroTes MEPBUYHOM
00paboTKe U HHIMBUAYATHHOMY yUETY.

4.4.1. VHpuBuAyanbHBIH ydeT NOKYMEHTOB OCYIIECTBISETCS ITyTEM IPHCBOCHHS KaXoMy
SK3CMIUIIPY TOKYMEHTa PETHCTPALMOHHOIO HOMEpA, MHOIO 3HaKa B KaUeCTBE PErHCTPALMOHHOIO HOMepa
(CHCTEMHOro HOMepa KOMIIBIOTEPHOH NPOrpaMMBI, INTPAX-KOXA U APYTuX). VHAMBHIyalbHBIA HOMep
3aKpEMILeTca 3a JOKYMEHTOM Ha BCE BpeMsl €ro HaxoxzeHus B (oHme 6uOnuoreku. PerucrpanyuoHHbIe
HOMepa HCKIFOYCHHBIX 13 (OH/a TOKYMEHTOB He IIPHCBAUBAIOTCSI BHOBh IIPUHATHIM JOKYMEHTAM.



Perucrpanuontble HoMepa IPOCTABNIAIOTCS HENOCPEACTBEHHO Ha JOKYMEHTAaX H OTPAKAIOTCH B
PETHCTPE HHANBUTYATBHOTO y4eTa JOKYMEHTOB, IPHHATOM B OHOIHOTEKE.

PerucTpbl MHIMBHAYaNbHOTO ydeTa MOJDKHBI HMETh 3arONIOBOYHBIC JAHHBIE: HAMMEHOBAHHE
PErUCTpa, HAMMEHOBAHNE OPraHU3aiH, CTPYKTYPHOTO NMOAPa3eieHus. B perucTp BIUCHIBAIOTCS TAaHHEBIE
0 K&X/IOM JIOKYMEHTE: JaTa 3alliCH B PETUCTPE, PETUCTPALMOHHBIN HOMED, KpaTkoe Gubinorpadudeckoe
OTIHCaHKe NOKyMeHTa (aBTOp, 3arjlaBHe, TOM, YacTh, BEIIYCK, MECTO U TOJ H3JaHHA), IEHA JOKYMEHTa,
yKa3aHHag B CONPOBOIUTETIFHOM JOKYMEHTE,

4.4.2. HnuBunyanbHEIH yd9eT NEepHOAUYCCKHX M3JAHUH BeNeTCA B PErMCTPALMOHHOM KapTOoTeKe
NEPHOINIECKUX U3NAHMM, IPEMHA3HAYCHHON M ydeTa K&KIOTo Ha3BaHUs M KKIOTO SK3EMILIIPA, WA B
ABTOMAaTHU3MPOBAHHOM Oase TaHHEBIX.

JUis NepPUOANTIECKHX W3NAHMH B KaueCTBE PErMCTPALMOHHBIX HOMEPOB MOIYT HCIIONB30BATHCS
MOOBIC HACHTH(UKAIMOHHEIE HOMEpa: CHCTEMHBIH HOMED B aBTOMATH3MPOBAHHON 0ase MAHHEBIX,
PETHCTPAMOHHBIH (OPAIKOBBIN) HOMED 3aIUCH B PETHCTPALIMOHHOM KapTOTEKe.

4.4.3. VnnuBunyaneHplit yd9eT DOKYMEHTOB, HMEIOLIMX B CBOEM O(MOPMICHHH JparoueHHbIe
METallbl W (MIH) [APAarOLCHHBIE KAMHH H OTHECCHHBIX K KAaTeTOpHH ceii)oBOrO XpaHeHHs,
OCYIICCTBIIACTCA B CICLHAIPHOM DETHUCTPE, B KOTOPOM, KpPOME TPaJHIHOHHEIX IOKa3aTelel, maercs
ONMKMCAHHE BHEIIHEro OQOpMIEHHSA MOKyMeHTa. KaKIBIA JIMCT pErHcTpa COMPOBOXKEAETCS HTOTOBOM
3alKCBIO ¢ YKa3aHHEM JaThl €€ COCTABIICHUS U KOJIHYECTBA ONKUCAHUIT Ha JIHCTE.

4.4.4. B peructpax HHIMBHIYaJbHOTO y4Ye€Ta B HPHUMEYAHHSX YKa3bIBacTCs HaIUYUE H BHI
IPUIOKCHUS K OCHOBHOMY JOKYMEHTY, @ TaKXKe OCOOEHHOCTH 5K3EMILIIpa LCHHBIX M PEIKUX JOKYMEHTOB
(HampuMep, HalTW4Ae YHHKANGHOTO MeperieTa, Maprusamui, aedexros u T.11.). [Ipy Hanmuunu nacropra
AOKyMEHTA IacTCA OTCBUIKA K HEMY. B mprMedanuax MOKeT yKa3bIBaTbCs IPUHAIIENKHOCTD JOKyMEHTa K
KaTeTOpHH KHIKHBIX [TAMATHHKOB.

4.4.5. VIHIuBHlyanbHBIR YIET 3NMEKTPOHHBIX CETEBBIX JIOKATBHBIX JOKYMEHTOB OCYILECTBIISIETCS
IyTeM BBOJA B 0a3y JaHHBIX METaHH(GOPMAIHH O 3arpy3Ke JOKYMEHTA B 3JEKTPOHHYIO GHOIHOTEKY C
aBTOMATHYECKAM NMPUCBOCHHEM HICHTH(QUKANKOHHOTO (CHCTEMHOT0) HOMEPa KaXIOMY TOKYMEHTY.

4.4.6. VHmBHlyanbHBIH yIeT 91eKTPOHHBIX CETEBBIX YIATCHHBIX JOKYMEHTOB OCYILIECTBIAETCS B
BIICKTPOHHOM BHJIE IyTEM PErHCTpanuu 06a3s MaHHBIX (TAaKeTOB) €3 MPHCBOEHHS MM PETHCTPAHOHHOTO
HOMepa.

B peectp MHIMBHIYaTbHOTO ydeTa CETEBBIX yHAlEHHBIX JOKYMEHTOB BKIIOUAIOTCH OCHOBHBIE
XapaKTePUCTHKH 0asbl JAHHBIX (TTaKeTa): ONHCaHue Ga3bl JaHHBIX (Ha3BaHHE, IPOU3BOLUTEb, nnardopma
¥ (MJTH) ajipec BXO/1a), CPOK OKOHYAHHA IIpaBa TOCTYIIA, KOJIMIECTBO HA3BAHMM, BXOJAIINX B 6a3y JAHHBIX
(maxer).

B KkomudecTBOo HasBaHm BKMOYaeTcsA ofluee KOJHYECTBO MOJTHOTEKCTOBBIX JOKYMEHTOB (KHHUT,
)KypHAJIOB, Ta3€T, NAaTCHTOB, CTaHIApTOB W JOPYTHX JOKYMEHTOB, yUMTBHIBAaeMBIX B OuOmMoreke). He
BKJIFOYAIOTCSA B 3TO KOJHYECTBO JOKYMEHTHI, KOTOpBIE OOBIYHO HE M3JAI0TCA OTNEIBHO B IE€YATHOM
¢opmare, TakMe Kak TPOQHIM KOMIAHMH, CTATHCTHHYECKHE TAGNMIBI, aHAIMTHUECKHE MaTepHabl
MapkeTHHra. Jlis 6a3 JTaHHEIX (IaKeTOB), HE CONEPKAIIMX IONHOTEKCTOBBIX JOKYMEHTOB, B PEKBHU3HTE
"Ha3BaHMe" IIpPOCTaBiIdeTCA €AUHUIA.

4.5. JlokyMeHTEI, BKmoYaeMble B (OHI OHOIMOTEKH, MapKHpyoTcs. IIpm sTom MOTYT OFBITh
HCIONB30BaHbl INTEMIICNIH, KHI)KHBIC 3HAKH, HMHIMBHIYyalbHBIC IWITPUXOBBIE KOBI, APYTHE BHIBI
MapKHpOBKH. OCHOBHBIE TpeGOBaHHMs, KOTOpbIE TOJDKHBI COGIIONATHCS NMPH MApPKUPOBKE JOKYMEHTOB:
0003HaUCHHE NPHHATEXHOCTH, ICTETHKA, JOJTOBEYHOCTh MAPKUPOBOYHOTO 3HAKA, COXPAHHOCTh TEKCTA
HIIH IpYTOH 3HaKOBOI HH(pOpMAIHH.

4.6. Ha noxymenTax, SBJIAIOMMXCS NPHIOKEHHEM K OCHOBHOMY HOCHTENIO H €TI0 HEOTHEMIIEMOM
9aCThIO, IPOCTABIIAIOTCS T€ XK€ PEKBU3UTEI, YTO M Ha OCHOBHOM JIOKYMEHTE,

4.7. ONEKTPOHHBIC CETEBblE JOKAIbHBIC MOKYMEHTHI W OJIEKTPOHHBIE CETEBBIE YyNANCHHbIC
JOKYMCHTbI HACHTHQUIMPYIOTCS CIIEHATBHBIME IPOTPAMMHBIMH CPEICTBAMH.

4.8. Ha NpUHATEIX MEPBUYHBIX YYETHBIX TOKYMEHTAX IIPOU3BOJMTCA 3allMCh, ONTBEPKIAOIIA,
4TO IIOCTYNHBIINE JOKYMEHTBI IPUHATHI B OUOIHOTeYHBIH GOH KaK B 0OBEKT 0C000 LIEHHOTO ABHKHMOTO
uMymectsa (naee - OLI/IN) uimn kak B 06BEKT HHOTO JIBHXXKHMOTO HMYIIECTBA.

4.9. IlepsudHble y4eTHBIE NOKYMEHTHI, LOATBEpXIAIONME (GAKT MOCTYIUICHHS, [EPEJAIOTCA B



OyXranTepHro JIst BKIFOUEHHS B yIeT GHOIHOTEUHOro donma.

4.10. ExxexBapTansHO, IpH YCIOBHH H3MEHEHHS COCTABA OLIY, cenenus o6 obmmem KoIH4eCTBe
¥ CTOUMOCTH TOKYMCHTOB, BK/FOYECHHBIX B COCTaB OHOIMOTEYHOro (hOHHA, KAk 0OBEKT 0c060 LEHHOTO
ABIKMMOTO HMYIIECTBA, NEPENAIOTCS YUPETUTETIO.

V. Yuer BBIGBITHS 10KYMEHTOB U3 OHGIHOTETHOr0 donaa

JIOKyMEHTEI BRIOBIBAIOT U3 GUGIHOTEYHOTO (hoHza B CBA3U ¢ YHU3MUECKOMN YTPATOM WK 9ACTHIHOMN
b0 TONHOM yTPaTOM HOTPEOUTENBCKEX CBONCTE. BriGbIBaromue TOKYMEHTHl MCKIIOYAIOTCS W3
OMONMHOTEUHOTO (hOHMA W CHMCHIBAIOTCS ¢ BO3MOYKHOCTBIO nocCenyromen Ge3BO3Me3THON Nepenayun B
Apyrre OUOIHOTEeKH THOO pearn3aiuy.

5.1. HckmodeHHe MOKyMEHTOB M3 GHOIHOTEUHOrO donna nomyckaercs mo ciexyrommM
IPHIAHAM: YTpaTa, BETXOCTb, EPEKTHOCT, YCTapeIoCTh MO COAEPIKAHHUIO, HENPOPUIBHOCTE.

HenpoduimsHoCTs OKYMEHTOB yCTaHABIMBACTCS Ha OCHOBE Hpoduna xommnnexkroBanns domma
W MHOTO HOPMAaTHBHOTO HOKYMEHTA, YTBEPXKAAEMOTO PyKOBOAMTENEM 6ubmorexn. Ilo IpUYHHE
HEMPODUIBHOCTH MOTYT MCKIFOYAThCA U3 (oH/a AOKYMEHTBI, HE KOMILIEKTyeMble GMOGIHOTEKOH (Tpu
OTKa3€ OT KOMIUICKTOBAHHS OTJCIBHBIX KaTETOPHil HOKYMEHTOB), W3JIHITHE IyOJIETHBIE DK3eMILISPHL,
3AMEHEHHbIC 00JIee MONHBIMHE IO COAEPKAHHIO, TYUIIUMH IO 0OPMIIEHNIO, (U3HIECKOMY COCTOSHHIO
USTAHUAME; 10 HCTCICHHH CPOKA XPaHeHHs JOKYMEHTOB, DU HH3KOM yPOBHE YHTATEIBCKOIO crpoca,
IpH  HECOOTBETCTBUM BJEKTPOHHBIX NOKYMEHTOB TEXHHUECKOMY U IPOrpaMMHOMY  00ECIIEUEHUTO
OUOIHOTEKH.

5.1.1. Hcxmouenre TOKYMEHTOB MO NpHYHHAM YCTapeNocTu Mo COAEPIKAHUIO, HENPOPUILHOCTH
(MaJloCcpamuBaeMEIe), a Takke M0 IPUYHHAM BETXOCTH U Ne()eKTHOCTH HE MOMYCKAETCS IO OTHOIICHHEO
K CIMHCTBCHHBIM IK3EMILIIPaM TOKYMEHTOB MOCTOSHHOTO (6eCCPOYHOr0) XpaHeHH .

5.1.2. Vckmovenne 10OKyMEHTOB, OTHECEHHBIX K KHISKHBIM NaMATHUKAM, JONYCKAETCs TOMBKO TIO
UPHIHMHE yTPaThl NPH YCIOBHM OTPaXKEHHS MH(DOPMAIMU O KHHYKHOM MAMSTHHKE B Peectpe kHHKHBIX
aMATHHKOB.

5.2. BobIOBITHE MOKYMEHTOB W3 GHOJIHOTEUHOTO dorga odopmigercs AKTOM 0 ChIHCAHHH
MCKIIOYEHHBIX 00BEKTOB GuOIHOTeYHOro (oHna (naee - AKT o cnucaHun) mo dopme (xox mo OKYJI
0504144), yTBepknennol mpukazom Munncrepersa dumancos Poccuiickoit @enepannu ot 30 mapra
2015 1. N 521 "O6 yrBepskaenun dopm TICPBHYHBIX YHCTHBIX TOKYMEHTOB U PEIUCTPOB OYXraJTepCKOro
YHieTa, NPUMCHACMBIX OpraHaMM TOCYAAapCTBEHHOH BIACTH (roCYapCTBEHHBIMU OpraHamu), opradamu
MECTHOIO  CaMOyTpaBJICHHS, OpPraHaMH YIPaBIEeHHS [OCYAAPCTBEHHBIMH BHEGIOKETHBIMH donmamu,
TOCYNapCTBEHHBIME  (MyHUUMIATBHEIME) — YUPEKICHHSIME, W  MeTOIMUecKUX yKasaHMH 10 HX
IPUMEHEHHUIO" (3apETHCTPUPOBaH B MHUHMCTepCTBE FOCTHITNM POCCHHCKO ®enepanun 2 urons 2015,
perucTpanuonusi N 37519.

5.3. K AKTy 0 CIIHCaHWH TpHIIaraeTcs cMHCOK HA HCKIIOYCHIE 00BeKTOB GuOIHOTEUHOr0 (hoHIA
(majee - CIHCOK), KOTOPBIH BKJIFOYAET CIICAYIOMUe CBENCHUSA: PErMCTPAMOHHBIA HOMep W ImH(p
XPaHeHHs JTOKYMEHTa, KpaTkoe GuOmmorpadudeckoe omucanue, neHy AOKYMEHTa, 3a(QUKCHPOBAHHYIO B
PErucTpe MHIMBHAYATBHOIO y4eTa JOKYMEHTOB, K09)(DULMEHT MepeoLeHKH, IIEHY I10CJIE MEePEOLEHKH U
OOIIYIO CTOMMOCTb UCKIFOYAaEMBIX OKYMEHTOB,

JUTs MedaTHBIX JOKYMEHTOB BPEMEHHOTO XPaHCHUS JTOMYCKAeTCs 3aMeHa CIUCKA KHHYKHBIMU
bopmyaspamu.

JUtst TOKyMeHTOB, 06paGoTaHHbIX IPYIIIOBEIM (YIPOIIEHHBIM) CIOCO60M, BMECTO CHHCKA NASTCs
TICPEHCHb PErUCTPALIHOHHBIX HOMEPOB, BUJ] HCKITIOYAEMbIX U3JaHHH, UX KOJTHIECTRO.

54. K Akty o cndcammm mo mpuumme YIPaThl W CHMCKY MpPHIAraloTCcsi JTOKyMEHTHI,
TOATBEPXKAAIOMUE YTPATY (IOSCHATENbHAS 3alUCKa, B CIIydae Kpa)K¥ WM XUINEHUS - MPOTOKOJ. aKT,
SalUIOYCHAE  YITOMHOMOYEHHEIX OPraHoOB, NpHM BO3MEIIEHHH YymepOa - (QUHAHCOBBIA MOKYMEHT O
BO3MEIIEHNUH yinep6a).

Bosmemenne wmratemsmu ymep6a momyckaercs B hOopMe 3aMeHBI YTEepAHHOTO JOKYMEHTA
PaBHOLCHHBIM JIMOO MyTeM JEHEXHOH KOMICHCAINY, Ilpy mpueme nmewer or uwmrarenedt Biamen
YTCPAHHBIX KHUT WM APYTHX JTOKYMEHTOB COCTABJIAETCS MPUXOIHBIN OpIlep, M YUTATENIO BHINAETCS
KBUTaHIUs yCTAHOBICHHOTO 00pasia.



5.5. TIpu Bo3MEIIEHHH YATATENIEM yIep6a CTOMMOCTE YTPaueHHBIX JOKYMEHTOB yCTaHABIMBACTCA
SKCIIEPTHOM KOMHUCCHEH M0 OLCHKE JOKYMEHTOB, HA3HAYCHHOM NIPUKA30M PYKOBOAUTEILA OMOMOTEKN.

I[Ipu yTepe WM XUINEHWH LICHHBIX H PEJKHX KHHUI JUIS OTPEAENCHHS MX CTOMMOCTH KOMUCCHS
MOJXET MPHBIEKATh K cBOeH paboTe COOTBETCTBYIOIMMX JKCIIEPTOB, a TAKXKE HCIOJIB30BATh MATCpUANbL
HAYTHO-METOJMYECKAX IEHTPOB, KHIDKHBIX AayKIMOHOB M sSPMapok. B oTHX ciydasX oOIpejeneHHe
IPUYUHEHHOTO YiepOa npeaeTbHEIMA Ko3(QQUIMEeHTaMH KPaTHOCTH HE OTPAHHIMBACTCS.

5.6. AKT O CIHUCAHMM [0 OJHOM M3 IPHYMH, YKA3aHHBIX B M. 5.1, ¢ MPHIOXCHHBIM CIHCKOM
TIO/IIACHIBACTCS IIpEceNaTeIeM U WIEHAMH KOMHCCHH IO CIIHCAHHIO 0OBEKTOB OGUOTHOTETHOrO boHna,
YTBEPIKAACTCS PYKOBOJMTENIEM YUPCIKIACHHS.

5.7. Tlocme yTBepxkaeuuss AKTa O CIHCAaHHH  OCYIIECCTBIAIOTCA ~ MEPONPHSATAS 1O
nepepacnpeeIeHHIO H pean3aliy CIHCAHHBIX 006eKTOB 6ubmmoTedHoro GoHma.

5.7.1. Cnucaunble 00BEKTHl, UCKIIIOUYEHHBIE U3 OHOMHoTeYHOro (OHIA MO MPUYAHAM BETXOCTH,
HeEKTHOCTH, YCTAapeNOCTH IO CONEPXKAHMIO, MOTYT Tepe/iaBaThCsi Ha OE3BO3ME3THOH OCHOBC
fopuaadeckuM 1 GusndeckuM aunaMm. He BoCTpeGoBaHHbBIC B TEUCHHE MIECTH MECAIEB C NATHI CIIACAHHS
JOKYMEHTBI MOTYT HAIPABIIATECS B ILYHKThI BTOPAIHOTO CHIPBS.

5.7.2. CroucanHble O0OBEKTH, MCKIIOUEHHBle H3 OHOMHOTeUHOro (OHHAa MO MPUIHHE
HEpO(HILHOCTH, MEPENAOTC 10 PElICHHI0 OHOMHOTeKH B OOMEHHBIH (OHI B MENAX JanbHermen
mepefiaud Ha O€3BO3ME3THOM OCHOBE HEKOMMEDYECKMM, a TaKXe TOCYIapCTBEHHBIM KOMMEPHECKHM
OpraHM3aIMsAM WA Ul PEaId3aliy OpPHAUUecKuM U GusuyeckuM ymmam. He BOCTpeOOBaHHBIE HIIA HE
peanu30BaHHBIE B TEUCHHUE LIECTH MECAIEB C JAThl CIMCAHHS NOKYMEHTBI MOTYT NEpeAaBaThCs Ha
6e3B0O3ME3IHOM OCHOBE IOPHAMYECKAM M (PU3MIECKIM JIULNAM JIHOO HANpPAaBISITECS B IMYHKTHI BTOPUYHOTO
CBIPBSL.

5.7.3. TIpu OTCYTCTBHH ITyHKTOB BTOPHYHOIO CHIPbS MM B CIIy4asX, KOTJa C/aya JOKyMEHTOB Ha
nepepaboTKy SKOHOMHYECKH HeleNecoobpasHa, COTPYIHUKA OUOIHOTEKH YHHYTOXKAIOT UCKIIOUCHHbIC U3
6uGnHOTeYHOro (JOHAA JOKYMEHTHI B CIELHAILHO OTBEIEHHOM [UIS OTUX LENeH MECTe B IPHUCYTCTBAH
YIIOJTHOMOYEHHBIX yUpEAUTENEM JIHL, KOTOPBIE COCTABNISIOT aKT 00 YHHYTOXCHHH CTHCAHHBIX 00BEKTOB
O6uGIHoTeYHOro (HOHIA.

B AKTe O CIHMCAHHM OTPAXarOTCsi HAUMEHOBAHHE, HOMEDP M J]aTa AOKyMEHTa, IOATBEPXKIAIOLICTO
pelleHne GHONHOTEKH O Tepenade CIUCAHHBIX 00BEKTOB GubIHOTEdHOrO (OHIA B 0o0MeHHBIN (OHT,
JTOKYMEHTa, IIOATBEPXKIAIOMEro pelieHHe OWOIMOTeKH O pealu3alMd  CIHCAHHBIX 00BEKTOB
ou6IMoTeyHOro (PoHIA FOPUAMYECKUM U (PU3HMUIECKUM JIALAM, TOKYMEHTA, MOATBEPKIAIOMICIO PCIICHHE
6UOIMOTEKH O Iepefade Ha OE3BO3ME3IHOH OCHOBE CIIHCAHHBIX OOBEKTOB OUOIMOTEYHOrO dbonna
FOPHIMUECKAM ¥ (QU3MUECKUM JIMIaM, Z0OKYMEHTa, TIOATBEPKIAIOMET0 (aKT cAaud CIHCAHHBIX 00BEKTOB
6UOIHOTEHOTO (DOHMA B IYHKT BTOPHYHOTO CHIPhS, WM aKTa 00 YHHYTOXEHWH CIHCAHHBIX 00BEKTOB
GubHoTeuHOro (JoHMA. BhINIEyKa3zaHHBIE NOKYMEHTBI NMPHIAralOTCs K AKTY O CIHCAHHM CO CIHCKOM
00BEKTOB, HCKIIIOUEHHBIX U3 OHOIHOTEYHOTO QoHA.

VcKTIoueHHblE U3 OUONHOTEYHBIX (OHIO0B MHKPOGOPMBI Ha TalOr€HHIOCEPEOPAHOM IUICHKE
IOUIEXkAT claue Kak cepebpocoepkaliie OTXOABl B COOTBETCTBUM € 3aKOHOJATENbCTBOM POCCHICKOH
denepary.

5.8. Tlocne 3aBeplICHHS MEPOIPHATHH, NPETYCMOTPEHHBIX AKTOM O CIHCAHHH HCKIIOUCHHBIX
00BeKTOB 6GHOMMOTEYHOrO (POHMIA, MEPBBIA IK3EMIIAP AKTa O CIHCAHHH CO CNUCKOM H JIOKYMEHTOM,
TIOATBEPYKAAIOLIAM BBIOBITHE, NIEPENAETCS B GyXTanTeprio, BTOPOH K3EMILIAP OCTAeTCA B OubnInoTEKE.

Ha ocuoBaHHd AKTa O CIIUCAHUM MCKJIIOYEHHBIX 00BEKTOB O6ubamoTeunoro ¢ponna 6ubmorexka u
OyXTaITepHsl BHOCST H3MEHEHMS B COOTBETCTBYIOIIUE YUCTHBIEC IOKYMCHTEL.

5.9. AKTBI O CIIUCAHUH PETHCTPHPYIOTCS B KHHTE CyMMapHOTO ydeTa GuOimoTedHoro ¢goHzna (1nu
JPYTOM BHJIE PETHCTPa CyMMapHOTO Y4Y€Ta BBIOBITHS JOKYMEHTOB, IPHHATOM B OMOTHOTEKE).

5.10. B perucrpaimoHHOW KHUTe (W1 JPYrOM BHIC PETHCTPa HHIMBHIYATBHOTO yHeTa
JOKYMEHTOB, IPHHATOM B GHOIHOTEKE) POCTABIAETCS HOMED ¥ JIaTa AKTa O CTTHCAHUH.

5.11. Bee uckmodaemble H3 (oHIa OUOMMOTEKH NOKYMEHTHI (KHHIH, JXyPHAamlbl, JPYTHE BHUIBI
JOKYMEHTOB) JOJDKHBI OBITH COOTBETCTBYIOITMM 006pa3soM OGOPMIICHBL CIHCHAAIBHBIM [ITCMIICICM
JIOJKHBI OBITE IOTAIIEHB! INTaMIIB OMOIMOTEKH.

5.12. DNEKTPOHHBIE CETEBbIE JIOKAIbHBIE JOKYMEHTBI YAANIOTCA U3 JIEKTPOHHOU OuONHOTEKU Ha



OCHOBaHMM AKTa O CIIMCAaHMH C YKa3aHMEM IpPHYMHBI HCKITodYeHHs. HanMeHoBaHWe, HOMED M JaTa aKTa
BBOJATCS B 6a3y JaHHBIX B Ka4eCTBE METAMH(POPMAIIMH K COOTBETCTBYIOIIEMY JOKYMEHTY.

Ha ocHOBaHMH BBEJCHHBIX CBEJEHHI IPOrpaMMHBIM CIIOCO60M (GopMEpyeTcs mepedeHs AKTOB O
CIIUCAaHWM (PeeCTp CyMMApHOTO ydeTa BBIOBITHS CETEBBIX JIOKATBHBIX JIOKYMEHTOB) M IepedeHb
CIIHCAHHBIX OOBEKTOB DJIIEKTPOHHOH OHONMHOTEKH (peecTp MHAMBHIYAILHOIO ydeTa BBIOBITHS CETEBBIX
JIOKAJIBHBIX TOKYMEHTOB).

5.13. BeIOBITHE 3IEKTPOHHBIX CETEBHIX YAATCHHBIX JOKYMEHTOB HE 0QOpMIISeTCs CIeLHATbHBIM
noKyMeHTOM. lloATBepKaeHHeM BBIOBITHS SIBISETCS MCTEUCHHE CPOKA JEHCTBUS JOKYMEHTa (I0roBopa,
KOHTpPAKTa, JHIEH3UMOHHOTO COIJIAIIEHUs), OQOPMIEHHOTO Ha MpPaBO JOCTyNMa K ONpedclieHHOW Oaze
JaHHBIX (IIAKETy) CETEeBBIX JOKYMEHTOB, M OTCYTCTBHE JIOTOBOpA, KOHTPAKTa, IMIEH3HOHHOTO
coIIaiieHust, 0pOpMICHHOTO HA HOBBI CPOK.

5.14. ExxekBapTaiabHO, IPH YCIOBHH M3MeHeHus coctaBa OLJIM, o6muye cBeaeHHs 0 KOJTHYECTBE
CTOMMOCTH JJOKYMEHTOB, CIIMCAaHHBIX U3 OMONMHoTewHOTO (OHMa, KaK 06BeKTa 0c000 IIEHHOTO ABHKUMOTO
UMYIIECTBA, ¢ yKa3aHHEM MEepeUHs AKTOB O CIHMCAHHM, IPUYMH M HATPABICHUN BHIOBITHS JOKYMEHTOB,
NPEACTABISIFOTCS  yupeauTeno. KomudecTBo BHIOBIBAIOIMMX JTOKYMEHTOB HE JOJDKHO IIPEBBIIIATEH
KOJIMYECTBA BHOBB NOCTYNAOMIMX JOKYMEHTOB B OHOIHOTEUHBIH (QOHI.

VI. Yuer uroros aBukeHus 0ubmoreqnoro ¢gonja

6.1. Utorm mBrkeHus GoHIOB MOABOMATCS B KHHUIe CyMMapHOro ydera Gubmmorednoro (onza
(WM IpyroM perucTpe CyMMapHOTO ydeTa, IPHHATOM B OHOIHOTEKe) HA OCHOBAHMH JAHHBIX CyMMAapHOTO
ydeTa 0 HOCTYIJICHHH W BBIOBITHH JOKYMEHTOB.

Hrorosele JaHHBIE HMMEIOT YeThIpe OOSA3aTENBHBIX IOKA3aTels: COCTOSIO0 HAa HAYaao Troja,
IIOCTYIIMIIO 3a T'OJ, BEIOBLIO 3a T'0JI, COCTOMT HA KOHEI] roja.

Wrorosele maHHBIE IO DBIEKTPOHHBIM CETEBBIM YAAICHHBIM JOKYMEHTAM MPEACTABIISIOTCS
CIIEYIONIMMH TOKA3aTEe/IIMH YYETHBIX €IMHMIL: COCTOSUI0O Ha Ha4alo roja, opopMiIeHO B JOCTYI B
TEYEHHUE roja, NOCTYI IPEeKpalleH B TeUeHHe Toa, COCTOUT Ha KOHEI[ T'O/Ia.

6.2. CBeneHust 00 MTOTOBBIX JAHHBIX (QUKCHPYIOTCS B (OpPMeE IOCYJAPCTBEHHOM CTATHCTHYECKOH
OTYETHOCTH M NPEACTABIIIOTCS IS 1ieJied roCyJapCTBEHHOM CTaTHCTHYECKOM OTYETHOCTH.

Hrorosee nanuple 06 0OMEHHOM (OHJIE HE BKIFOYAIOTCA B OOIIME MOKA3aTeNd OHOIMOTEYHOTO
¢dona.

VII. IlpoBepka HAJHYHSA JOKYMEHTOB OuG/H0oTedHOr0 GoHAA

7.1. IlpoBepka Hamu4us JOKyMEHTOB OuGiamorednoro QoHma (nmamee - mpoBepka (oHIA)
IIPOU3BOJUTCS B 00SI3aTEIFHOM HOPSIIKE:

IpH BBIBIICHUH (DaKTOB XMINEHUS, 30YHOTPEeOICHHS MK IIOPYH JOKYMEHTOB;

B Cllyyae CTHXMHMHOTO O€ICTBHS, MOXKapa WM JPYTHX YPe3BBHIYANHBIX CHUTYAl(MH, BBI3BAHHBIX
OKCTPEMATTBHBIMHE YCIIOBUSIMMU;

IIPH pEOPraHu3aifK HIIH JTHKBUAALMH OUOIHOTEKH.

JU1s mpoBeAeHUs NPOBEPOK PYKOBOJMTENIEM OpPraHH3allMi HA3HAYAeTCs KOMMCCHS, B COCTAB
KOMHMCCHH JJOJDKEH BXOJUTH IPEACTABUTENb OyXTaITEPUH.

7.2. Ilposepka (GoHa B MIAHOBOM HOPSIIKE OCYIIECTBISACTCS B CIEAYIOIINE CPOKH:

JOKYMEHTBI, HMEIoIue B OQOPMIICHUM JAPArolleHHbIe METAUIbI M (MJIHM) JparolieHHble KaMHH -
€XKETOIHO;

(hoHJ peKUX U IEHHBIX KHHT - O[IUH pa3 B 5 JIeT;

donsr 6ubmroTek 10 50 THICAY YUETHBIX €AMHHIL - OJMH Pa3 B 5 JeT;

(onapr 6ubmrorek ot 50 1o 200 THICSY YUETHBIX €MHUIL - OJUH pa3 B 7 JIET;

onmer 6ubmrorex ot 200 THICSY 10 1 MIJUTHOHA YYETHBIX €IMHUIL - OJHUH pa3 B 10 ser;

(Gonzap! 6ubmmotek oT 1 10 10 MUUTHOHOB YUETHBIX €IMHUIL - OJUH pa3 B 15 1eT;

(Gonzapr 6u6moTek o1 10 10 20 MUJUTHOHOB YYETHBIX €IHHUII - OJHH pa3 B 20 1eT;

(onp1 6ubmoTek cBpime 20 MUUTHOHOB y4eTHBIX SHHHAIL - 1 MUJITHOH JK3EMILISIPOB B TOJI.

IInanoBas mpoBepka (oHIa OMOTMOTEKH MOXET OCYLIECTBJIATHCS IMOJTANHO B COOTBETCTBHHU C
rpa@MKoM IPOBEAEHHs MPOBEPKH BCero (DOHAA MM €ro 9acTd (B TOM YHCIE PEIKHX M IEHHBIX KHUT) C



OTIpe/ICIEHUEM CPOKOB M KOJHMYECTBA INITAHUPYEMOro 00beMa paGoTHL.

7.3. IlpoBepka NEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMEHTOB OCYIIECTBISETCS IO
KOJINYECTBEHHBIM II0KA3aTeNsAM, a TAaKXe 110 KOHTPOJIBHBEIM CyMMaM, ITO3BOJISIOIIHUM BEIIBUTH H3MEHEHUS
B JJOKyMEHTE.

IIpoBepka MOCTYIHOCTH DJIEKTPOHHBIX CETEBBIX YHAIEHHBIX NOKYMEHTOB OCYIIECTBIAETCA C
aZpecoB BX0J1a, yKa3aHHBIX B PETUCTPE UHAWBHAYATIBHOTO yUeTa.

7.4. IIpoBepka Bcero (oHAa MIM €0 YacTH 3aBEPINACTCS COCTABIEHHEM aKTa O pe3ylbTarax
IIPOBEICHUS MPOBEPKH HAJIMYUA JOKYMEHTOB OHONHOTEYHOro (OHMA U NMPUIOKEHHEM K HEMY CIIHCKA
JOKYMEHTOB, OTCYTCTBYIOIIUX IT0 HEYCTAHOBICHHOU IIPHUYIHHE.

B akre QHKCHPYIOTCS CBENEHHS O KOJNHYECTBE NOKYMEHTOB GHOIMOTeYHOro (JOHMA IO JAHHBIM
y4eTa; JOKYMEHTOB, HMEIOIIMXCA B HAJIMYKH; JOKyMEHTOB, OTCYTCTBYIOUTHX B OGHONHOTEYHOM (GOHAE 1O
HEYCTaHOBJICHHOM Ipu4KHE. B akTe Taxke ykasblBaroTcs HOMED U JlaTa akTa O IPOBENECHHH NpeabIIyIIe
IPOBEPKU. AKT ¢ NMPUJIOXKEHHEM CIIHCKA JOKYMEHTOB, OTCYTCTBYIOIIUX IO HEYCTAHOBIEHHOM NpUUMHE,
MIOANUCHIBACTCS TIPEICEAaTeIeM B YWIEHAMH KOMHUCCHH U YTBEPXKIACTCS PYKOBOAUTEIEM YUPEXKICHHS.

7.5. llpu BBHIABIEHHM B IIPOIECCE IPOBEPKH (HOHAA OTCYTCTBYIOIIUX JOKYMEHTOB H
HEBO3MOXXHOCTH YCTaHOBJIEHHSI BUHOBHBIX JIAI] YOBITKH IO HEJAOCTa4aM CIIMCHIBAIOTCS B COOTBETCTBUH C
JEHCTBYIONMM 3aKOHOIATEILCTBOM.

VIIL. JesonponsBo/icTBO B OPraHH3aHH y4eTa Oubmorednoro ¢ponga

8.1. Opranmzaiys paGoTEl ¢ JOKYMEHTaMH II0 y4eTy OHOIHOTEYHOro GOHAA OCYIIECTBISETCS MO
IIpaBHIIAM BeJIEHUS JEIOMPOU3BOJICTRA.

8.2. Cpoxku XpaHEHHsA JOKYMEHTOB YCTaHABIMBAIOTCS B COOTBETCTBHH ¢ Ilpukazom
MunucreperBa KynaeTypsl Poccuiickot @eneparuu ot 25.08.2010 N 558 «O6 yreepknenun "[lepedns
TUIIOBBIX YyINPaBJICHYECKUX apXHMBHBIX JOKYMEHTOB, OOpa3ylOIIUuXcsi B IpoLEcce HEATEIbHOCTH
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYINPABICHHUS U OpraHHU3alldii, ¢ YKa3aHHEM CPOKOB
XpaHeHus", 3aperucTpupoBaHHbIM MuHIocToM Poccuiickoit @eneparuu 08.09.2010 N 18380.

8.2.1. Ilocroanno, 10 NUKBUAAIUH OUONMOTEKH, XPaHATCS PETHCTPHl HHAMBHAYAIBHOTO H
CyMMapHOro y4era JOKyMEHTOB OnOaroTeuHoro GboHaa (perucTpallioHHbIe KHUIH, HHBEHTAPHBIE KHHIH,
KHHUTH CyMMapHOI'0O y4eTa, y4eTHBIH KaTajor, Tonorpadhudeckue Onucy U KaTajlory).

8.2.2. B TeueHHe JecATH JIET XpaHATCS AKTBI O CHHCAHMH HCKIIOYEHHBIX OOBEKTOB
OubmoTedHoro poHza 1 akThI O MpHEMe-Tiepeiade CIIUCAHHBIX 00BEKTOB GUGIHOTETHOTO GOHA.

8.2.3. B Teuenue mATH JIET XPaHATCS IEPBUYHbIE YYETHBIE TOKYMEHTHI, IIOTBEPKIAIOLIHE
IIOCTYIUIEHHE JIOKYMEHTOB B OUOIHOTEUHBIH (hOHN (HaKIIaHBIE, aKThI O IPUEME, aKThI CIAUH-TIPHEMKH).

8.2.4. Jlo oxkoHuYaHHUs OYEpESHOH HMPOBEPKH (HOHIA XPAHSTCS aKTHI O PE3yibTaTaX INPOBEICHHUS
IIPOBEPKH HAJIMYHUSA JOKYMEHTOB OUOIHOTEYHOrO (hOHMA.
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