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- O RSN AIFRAATFIARL RANTFTAAFA A KA

Jlns neneii Hacrostmeit Unctpyximn HCIIONB3YIOTCS CIEAYIOIINE TIOHSITHS:

1.1. ApXuBHBIH JOKYMEHT - JIOKYMEHT, COXPaHSEMbIM WM MOAJEXAIMUN COXpAaHEHHIO B CHITY
€ro 3HaYMMOCTH JUTst OOLIECTBA, a PABHO HMEIOLIMIH LIEHHOCTh IS COOCTBEHHHKA.

1.2. Aynmosusyanbusiii gokyment (ABJI) - noKyMeHT, coJiepxKalui U300pa3UTEIbHYIO H/UITH
3BYKOBYIO H TEKCTOBYIO HH()OPMAIIHIO, BOCIIPOH3BOAMMYIO C IOMOIIBIO TEXHHUECKHX CPEJICTB.
1.3. buGnuoteunsii GoHx - ymopsaoOYeHHas COBOKYITHOCT JOKYMEHTOB, (opmupyemast
OMONIMOTEKON It XpAHEHHs U IIPELOCTABJIEHHS BO BPEMEHHOE I10JIb30BAHUE YHUTATEIISIM U
aboHeHTaM.

1.4. BamancoBas CTOHMOCTB ¢oHIa - CTOMMOCTH OHOIHOTEYHOIO ¢oHma, orpakaemas B
OyxranTepckom yuere.

1.5. BeiGbitue u3s Gonna - 1BuKeHHE (onsa B CBA3M C HCKIIOYEHHEM, [IEPECTAHOBKOMN B JIpyrHe
HoJapasjieeHus OUOJIMOTEKH U CIIMCAHUEM JOKYMEHTOB M3 OHOJIMOTEKH.

1.6. Jlemxkenne oHna - mpomecc MOCTYIUIEHHS W BHIOBITHS JOKYMEHTOB, OTpa)KaeMblii B
OMOIMOTEYHOI y4eTHOM JOKYMEHTALHH.

1.7. Eannuna yuera bonna - yHudunUpoBaHHAs €IUHUIA UCUHCIICHUS BETHYMHBI U JIBUOKEHHS
dona.

1.8. Enunnna xpanenus GoHma - oTae/bHbIH JOKYMEHT MJIM MX COBOKYITHOCTH, YUHTHIBAEMbIE
NIPH XPaHEHWH KaK 3JIeMeHT GoH/a.

1.9. inanBuyansHbii yuer - perucrpauus B YYETHOH (opMe KaKA0T0 IK3EMILISpa JOKYMEHTa
WA K2XI0r0 Ha3BaHUS JOKYMEHTa, IOCTYNAoOUIEro B (oH/| 6HOIHOTEKH MM BHIOBIBAIOLIEr0 U3
HEro.

1.10. Hckmoyenre MOKYMEHTOB u3 onma - w3bATHE M3 GUONIMOTEYHOrO (OHIA M CHATHE C
ydera OuOIMOTeKN HENPOpUITBHBIX, neEKTHBIX, TyOIETHBIX, BETXMX, YCTAPEBIINX JOKYMEHTOB,
a TaKIKe yTPAUYCHHBIX 110 KAKUM-JIHOO IPUYHHAM.

1.11. KHHXHBIH DaMATHHK - peaKud MM 0co00 IEHHBIH IOKYMEHT, OTJIHYAFOIIHHCS
BBITAIOIIIMMHCSI HUCTOPUYECKHUMH, HAyYHBIMH, XYIO0KECTBEHHO-ICTETHUECKUMH U
NOJUrPadUUECKUMH JOCTOMHCTBAMHU U OTHECEHHBIH K (bOHIy peIKHX W IIEHHBIX JOKYMEHTOB.
.12 Tlepeonenounpiii kodpdUIMEHT - yTBepHKIEHHBI ITpaButensctBoM  Poccuiickoii
Denepanuy HBPOBOH MHOKUTEID, IPUMEHSACMBIM IIPH pacdeTax CTOMMOCTH OHOJMOTEYHBIX
($OoHI0B.

1.13. Tlepecranoska - mepenaua JAOKYMEHTOB B IpejiesiaxX AEHCTBYIOIMX U pe3epBHBIX (OHI0B
OZIHO# GHOIHOTEKH. :

1.14. Tlocrynnenue B ¢oHI - momomHeHHe Gonna OHOMMOTEKH B pe3yibTare MOJy4EHHUS
00513aTEBHOIO  HK3EeMILTIAPA, MOKYIIKH, MOIMHCKH, JapeHusi, oOMeHa WIH JOO0ro JIpyroro
criocoba.

1.15. Tlposepka ¢ouna - nepuoanueckmit nepeydyer JOKYMEHTOB C LEJIbI0 MOJITBEPXKICHUS UX
HAJIMYHS, @ TAK)KE yCTAHOBJICHHS MX COOTBETCTBHUSI YUETHBIM JOKYMEHTAM.

1.16. PeiHo4YHas iena - neHa, CKJIa/IBIBAIOLIASICS HA PHIHKE COOTBETCTBYIOIICH MPOMYKIHH (KHHT,
ABJl, aneKkTpOHHBIX M3/aHHMI) ¢ yYeTOM SKOHOMHYECKOI CUTyallMH, TEHJEHIHH cmpoca u
IPEUIOKEHU S, KOHKYPEHIIHH.

1.17. Cucrema ydyera DOKyMeHTOB - OPraHU3alMOHHO YIOPSJIOYEHHAsi COBOKYITHOCTH BHJIOB,
METOZOB M CMOCOOOB yueTa JOKYMEHTOB, JU(dEPEHIUPOBAHHBIX B COOTBETCTBHH C WX
CTaTyCcoM.

1.18. Cymmapnsbiii yder - perucrpanus B Y4€THOH (opMe BCeX BH/IOB JOKYMEHTOB MAPTHUSAMH C
HCIBIO  TIONYYCHHS TOYHBIX CBENEHHH O BelWuMHe, cocTaBe (OHZA OHOIMOTEKH H
TIPOMCXONISIINNX B HEM U3MEHEHHUSIX (MOCTYTIICHHH, IEPEMENIEHUH, BEIOBITHH ).

1.19. Vuer 6ubamoreunoro Gonma - komIulekc omeparmii, OGecCIEYHBAIOLIAX bukcanuio
CBEJICHMH O BEJIMUMHE, COCTABE U IBMKEHHH (POH/IA 110 YCTaHOBJICHHBIM IIPABHJIAM.

2. OBIIME NMOJIOKEHUA

2.1. Yyer 6ubnuoreu”oro donma orpaxaer NOCTYIUIEHHE JOKYMEHTOB B (DOHJI, BHIOBITHE H3
donna, Benuuuny Bcero 6GubIMOTEUHOrO doHa, ero moapasjeneHuii U CIyKHT OCHOBOMH JUIsi
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ACATEIIBHOCTH, OO€eCIeYeHHsI COXPAaHHOCTH (OHIA, KOHTPOJS 3a HAJIHYHEM U JIBHOKCHHEM
JIOKYMEHTOB.

2.2. K BeJieHuIO ydeTa NpeAbsIBISIOTCS CleAyIolIie TpeOGoBaHuS:

- IIOJIHOTA U JIOCTOBEPHOCTH YYETHOM HHPOPMALIUH;

- JOKYMEHTUPOBaHHOE 0(OPMIICHHE KaXKI0T0 MOCTYIUIEHHS B (DOHJI ¥ BHIOBITHS U3 (OH Ia;

- COBMECTHMOCTh NpPHEMOB U (OpPM yduera, WX HAAEKHOCTh B YCJIOBHSX TMPUMEHEHHS
TPAIUIMOHHOM U aBTOMATU3UPOBAHHOU TEXHOJIOIHH;

- COOTBETCTBHE HOMEHKJIATYyphl IIOKas3aTejaed ydera OuOIHOTEYHOro (OHAA aHATOTHMYHBIM
NIOKa3aTeJIsIM I'OCYJapCTBEHHOM CTaTHCTHKH.

2.3. VYuer OuUOIHOTEUHOTO GoHIa BKIIOYACT: TpHEM JOKYMEHTOB, HX MAapKHPOBKY,
PETUCTPALIMIO TIPU HOCTYIUIEHUH, IEPEMEIIEeHHH, BLIOBITUH, a TaK)Ke IPOBEPKY HATHYHS
JIOKYMEHTOB B (hoHe.

2.4. YuerHas uHbOpMAIHUS, MpeJCTaBICHHAsS KaK B TPAJIUIUOHHON, TaK U B KOMIIBIOTEPHOU
(opmax, mMeeT OMHAKOBYIO OPHIMYECKYIO CHITY.

Ha paBubix mnpaBax wuCHONB3ylOTCS GNAaHKM —YYETHBIX JOKYMEHTOB, H3TOTOBJICHHBIE
NoJUrpaduueckKuMu crocodamu, ¥ OJNaHKM, pacredyaTaHHBIE C IIOMOIIBIO KoMmIbioTepa. OHM
MOryT OBbITh CQOPMHPOBAHBI INIPH TOMONIM CTAHJAPTHBIX IPOTPAMMHBIX [AKETOB HIIH
MH/IUBUIya/TbHBIX IPOTPAMM, CO3/IaHHBIX ISl BEICHUS yueTa (JOH/Ia B KOHKpEeTHOU OubInoTeke.
2.5. Vuupukanus BHIOB, CHOCOGOB UM EIMHHI ydeTa JOKYMEHTOB B OMOIHOTEKax
obecrieunBaeTcsi COONIOZEHHEM CTaHIAPTOB, OTHOCSIIMXCS K OHOIHOTEYHOMY ey, a TakKkKe
TpeOOBaHMI  HacTosmedt MHCTPYKIMM, JpYyrMMH HOPMATHBHBIMH  JOKYMEHTaMH IO
OubnmoredHomy meny.

3. CUCTEMA YYETA BUBJIMOTEYHOI'O ®OHJIA

3.1. Cucrema yuera 6ubmorednoro GpoHaa BKIIOYAET:

- BHYTpUONOITUOTEYHBIH yUeT Beex nojipas/iesieHuii oubamorednoro GoHa;

- TOCYNIapCTBEHHBIA CTATUCTUYECKUH yaeT 6nbimoTednoro Gpona mo hpopme «6-HK»;

- 0COOBIH (CrennanM3upOBaHHbIif) roCy1apCTBEHHbIH yUeT OT/AeIbHBIX KATeropHii JOKyMEHTOB:

- KHH)KHBIX [IAMSTHHKOB;

- @pXHUBHBIX JJOKYMEHTOB, HAXOAAIIUXCS B POHIaX OHOIHOTEK.

3.2, @enepanbHEIC W perHOHaTbHBIE OHONHOTEKH, (OPMHUPYIOIIME HAIHOHATBHBIH
OubnuoreyHoO-UHPOPMALIMOHHBIH boux Poccuiickoit dDenepanuud Ha OCHOBE OECIIATHOTO
00513aTeNLHOrO  JK3eMIUIIpa B COOTBETCTBHH ¢ 3akoHOM Poccmiickoit ®exepamun  "O6
00si3aTeNbHOM SK3eMILIIpe 10KyMeHToB" (1994 T.), BeayT yder 3Toro (oHIA B COOTBETCTBHH C
Hacrosiniel ViucTpykiuei.

3.3. Vuer 0co60 LEHHBIX M pEIKAX H3JAHUH, OTHECEHHBIX K KHIDKHBIM IAMSTHHKAM,
OCYILIECTBISCTCS B COOTBETCTBHU C 3aKOHOAaTelbcTBOM Poccuiickoit @enepanuun 06 oxpaHe u
HCTIOJIb30BAHMH NTaMSITHUKOB HCTOPUU M KyJIBTYPBI, HaCTOsIIEH VHCTpYKIHeH # HOpMAaTHBHBIMH
AOKYMEHTaMH O KHW)KHBIX IaMsATHUKaX Poccuiickoit ®enepanum.

3.4. Yuer apxXuBHBIX JOKYMEHTOB, KOTOpBIE NOCTOSIHHO XpaHsATcs B (DOHIAX OHOIMOTEK H
OTHOCATCS K ApxuBHOMY ¢oHny Poccuiickoit ®enepanuu, peryaupyercs OcHOBaMH
3akoHonate-cTBa Poccuiickoit ®enepannn 06 ApxusHoMm ¢oune Poccuiickoit ®enepanun u
apxuBax", [lonoxenueM 06 ApXHBHOM ¢bonne Poccumiickoit dDenepanmu" u HacTOSIIECH
Hucrpykuueii.

bubinorexn, umeromme B cBoux (OHIAX JOKYMEHTH TOCYIAPCTBEHHON 4acTH APXHBHOTO
donzna Poceuiickoli Desieparuu, yUuTHIBAIOT X B COOTBETCTBAM ¢ 110J105KeHHEM 06 ApPXHBHOM
donne Poccwiickoii denepanun”.

4. OFBEKTHI M1 EAUHULBI YYETA BUBJIMOTEYHOI'O ®OHJIA

4.1. OObextamm ydera OHOIHOTEYHOrO boHIa SBISAIOTCS JOKYMEHTBI, ITOCTYMAIOIIUE B
6ubnHoTeKy W BHIOBIBAIOIIME U3 Hee, HE3aBHCHMO OT BHAA JOKYMEHTA H €ro MaTepHaIbHOI
OCHOBBIL.
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CIly)KeOHOIO HasHaYeHHs (IIPOrpAMMHBIE IIPOLYKTBI, SBJISIONIHECS paboyrM HHCTPYMEHTOM
OHONMOTEUHBIX pPAaGOTHMKOB M  HPOrPaMMHCTOB, W MaTepHallbl, IpHOOpeTaeMble JUIs
obopmieHus OUOIHOTEKH, APYTUX MOJACOOHBIX pabOT, HE CBSA3AHHBIX C KOMILIEKTOBAHHEM
OubmoTesoro Gponna).

4.2. B coorBerctBum ¢ 'OCT 7.20-80 "CUBU/I. Equnnie! yuera GoH10B GUOIHOTEK U OpPraHoE
HAayYHO-TCXHHUYECKOH uH(opmamu" u u3MeHeHHsM k Hemy (Mamemenme N 1-10 1984),
BEJIMYMHA V IBYOKEHUE (DOH/IA M3MEPSIIOTCS B OCHOBHBIX H JIONOJIHUTEILHBIX €TMHUIAX.

4.2.1. OcHOBHbIC eMHUIBI ydeTa NOCTYIUICHH# ¥ BBIOBITUS B OHOIHOTEYHOM (pOHE:

1) HasBanme - kax10e HOBOE WM MOBTOPHOE M3aHHE, JPYrof JOKYMEHT, OTJIHYAIOIIUeCs OT
OCTAJIbHBIX 3arjaBUeM, BEIXOIHBIMH JIAHHBIMH HITH JPYTHMH 3JIEMEHTaMU O(OPMICHHUS;

2) 9K3eMIISID - KaXk/1ast OT/IE/IbHAS eAHHUIA JIOKYMEHTAa, BKJII04Yaemast B (OH Wiin BEIOBIBAIOIIAs
U3 HEro.

O6mas BenwunHa (oHTA W ero NOJpa3/ieNieH|id  yYUTBIBAeTCAd B JK3eMIUIApax; (oHIa,
cpopMUpOBaHHOTrO M3 TWOCTYIUIEHHH mMoCye BBelieHuss B geiicteue ['OCT 7.20-80 - B
IK3EMILIISIPAX U HA3BAHMSIX.

4.2.2. JlonoyHurebHbIE €IHHHIb] ydera ¢poHja:

1) ro/10Bol KOMIUIEKT - COBOKYIHOCTS HOMEpOB (BBIITYCKOB) MEPUOANYECKHX H3JaHMI 3a TOJI,
TIpHHAMAaeMast 3a OZIHY YYETHYIO eAUHHUILY POHA;

2) Metponojika - MeXIyHapOAHAs eIMHHIA ydyera BeJIM4YMHBI (QOHMIA, u3Mepsemas Kak 1 M
CTEJUIXKHOW MOIKH, 3aHATON U3AHUSAMHA WK IPYTHMH JOKYMEHTAMH;

3) mepennetHas enuHMna (OXMIMBKA) - COBOKYIIHOCTb HOMEPOB MNEPHOJAMYECCKHX H3IaHui
(MOKYMEHTOR), CUIMTHIX, TIEPEILTETEHHBIX HIIN CKPEIUICHHBIX IPYTUM CIOCOOOM B OJHO LENOE U
TIPHHHMAENM5iX 52 OJIHY YYETHYIO eIMHUILY (OH/Ia.

4.3. U3iauus 1 Heonmy6IMKOBaAHHbIE JIOKYMEHTBI

4.3.1. OCHOBHBIMH  eqUHHIIAMH yJeTa HOBBIX IMIOCTYIUICHMH B (OHI U3JaHWH U
HEOIyOJIMKO BAHHBIX IOKYMEHTOB SIBIISIOTCS 9K3EMIUISP U Ha3BaHHE.

4.3.2. OcHOBHBIMY eMHULAME YYeTa ’KYPHAJIOB SIBJISIFOTCS DK3EMIUISIP (TOM, HOMEp, BBIIIYCK) U
Ha3BaHHUE M3/ @HKs 32 BCE IO/l €0 MOCTYIUIEHHS B (DOH/I, HE3ABHCHMO OT W3MEHEHHs! 3arjlaBHs
XYpHAJIa B ITOJIHOTHI KOMILIEKTA.

4.3.3. OCHOBHBIVIM €/IMHALIAMH yYeTa TaseT SBIAIOTCS TO/I0BOH KOMILIEKT W Ha3BaHHE [a3eThl 34
BCC TOLbI ¢¢ MOCTYNJICHUS B (DOHJ, HE3aBUCHMMO OT M3MEHEHMS 3arjiaBHsi Ta3eThl M MOJHOTHI
KOMITJIEKTA. ' :
Envnunamu yuera ommomseBHBIX (pa3oBBIX) TaseT ciykar dK3eMmIuiap (HOMep, BBIIYCK) H
Ha3BaHHE r'a3eThl.

4.3.4. Envvvnamu ydeta HOTHBIX HM3JaHWH SIBISIOTCS 9K3eMILIAp M Ha3BaHue. OTaeibHbIE
HapTHy (rojioca), 00beJMHEHHBIE C TAPTHTY PO (K71aBHPOM) B OZJTHOM H3/aHHH, & TAK)KE [apTHH,
O0BEMHEHHES H3AATeTbCKON TTAMKOH (0610KKO#), YIHTBIBAIOTCS KaK OJIMH SK3EMILISP H OJIHO
HasBahue. Ot/ienbHBlE TIapTHH (rojoca) W NapTHTYpa (KmaBHp), W3NAHHBIE pa3IelbHO,
YHUTBIBAIOTCS Kak aBa dK3eMmiuispa. CaMOCTOSTENbHBIE HOTHBIE W3JAHHUS, OObEIMHEHHBIE B
OMHOM neperieTe (KOHBOMIOTE), YYHTBHIBAIOTCH KaK OTAEIbHBIE JK3EMIUIPHl M OTZEIbHBIE
Ha3BaHUS.

4.4. AynuornsyanbHble JOKyMEHTHI (ABLl)

4.4.1. OcHOBHBIMH eauHunamu  yyera ¢ouma ABJI gBastoTcs SK3EMIUISIP WU Ha3BaHUE.
OK3EMIUGIPOM IPAMIUIACTHHOK H KOMIIAKT-TUCKOB CUHTACTCS JMCK; MarHUTHBIX (OHOIpaMM -
Karymka, raccera; THaQuiIbMOB - PyJIOH; KOMIUIEKTA THAIIO3HTHBOB - KOMILIEKT; KHHO(UITEMOB
- 600uHa; BiIeO(IITEMOB - KacceTa:

Bennunna ownna n nocrymnenus (BBIOBITUS ) ABJ y4uTBIBAIOTCS B 9K3EMILIAPAX M HA3BAHMSIX.
4.4.2. OtzensHO BBITYmEHHYIO I'PaMIUIACTHHKY, KOMIIAKT-TUCK YYHTBIBAIOT KaK OIMH JUCK U
OZHO Haspanye. Kommekr (ans6om) IPaMIIJIACTHHOK, KOMITAKT-AHUCKOB, 00BEJUHEHHBIX OOIIHM
HAa3BaHWCM. yYWTHIBAIOT 110 KOJIMYECTBY IUCKOB M OJIHOMY HA3BAHHIO.
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(xaccety) 1 OJJHC Ha3BaHHE.
MaruuTtyio hozorpaMmy Ha HECKOJBKHX KaTyllKax (kaccerax), OOBEIWHEHHBIX OOLIHUM
Ha3BaHMEM, YUUTHIBAIOT 110 KOJIMYECTBY KaTyIIEK (KacCeT) U OJHOMY Ha3BaHHIO.

4.4.4. ABJI, sBnsromuiics NpHIOKEHHEM K JAPYTUM BHJIAM JIOKYMEHTOB, OTJEIbHOMY y4eTy He
IOJUIEIKHT.

ITpumeyanne. [1pu 3aTpyAHUTENBHBIX CIydYasx ONpeeeHus] OCHOBHOTO HOCHTES HHPOpMAIHH
M NIPUIOKEHUSI K HEMY 3@ OCHOBHOM HOCHTEIIb, IOJJIEXKAIIMI y4eTy, IPUHAMAETCS TEKCTOBOM
JIOKYMEHT.

4.5. Muxpohbopmer

4.5.1. Eavannamu yueta (ponga MUKpOYOpM SBISIOTCS: JJiss MEUKpPOGHIN - Ha3BaHHEe U (uina,
JUIsl MUKDODUIIBMOB - PYJIOH.

4.6. DyeKTpOHHBIE U3/IaHUS

4.6.1. Exnnnuaviu yueta (oH/Ia SIEKTPOHHBIX M3aHUH SBISIOTCS: JUCKETa H ONTHIECKUM JIHCK
(CD-ROM wu myneTMMenna), a Takke Ha3BaHWe. J[MCKETa-MPUJIOKEHUE HE YUIHTHIBAETCS Kak
OTIEJIbHbIA SK3EMILISP, €CIIM NpeICTaBIseT co00i BKIAIKy (BI0XKEHUE) B U3/JaHHE.

S. MOPS/IOK YYETA BUBJIMOTEYHOI'O ®OHIA

5.1. Benenue yuera OuOMHOTEYHOro (OHIA OCHOBAHO HA COYETAHHH OOSA3ATENBHBIX H
GbakyibTaTVBHBIX IPUHIIUTIOB.

5.1.1. bubnuoreka obsizana:

- OCYIIECTRIIATh CYMMapHbIA ¥ WHIAMBHIYAIbHBIH YUET IOCTYNAOINX B OUOIHoTeunbld GOHL U
BBIOBIBAIONIVX W3 HErO JIOKYMEHTOB B YCTAHOBJICHHBIX €IMHHIIAX yIeTa;

- obecrieuusaTe TOCIENOBATEIBHOCT TIPUMEHEHHS. YCTAHOBJIEHHBIX EIMHHI[ ydeTa H He
JAOIYCKATL YX K3MEHEeHUs: 0e3 NpPUHSTUS HOBBIX HOPMATHBHBIX JOKYMEHTOB II0 YYeTy
OUOIHOTE HBIX (JOHIOB;

- ofbecneynBaTh COMOCTABMMOCTh COMHMII y4eTa (DOHIAa B IK3EMIUIIpaX C EAMHHLAMH HX
XPpaHeHHs U BhIIA4H, 3a UCKIIOUCHHEM ra3eT, )XypHAJIOB, TUCTOBBIX H3/IaHUH;

- €co0moaTh I[PEEeMCTBEHHOCTh OpraHM3allid y4eTa B IEJIsIX COIMOCTABUMOCTU YYETHOH
uHboOpMAaL 1.

5.1.2. bub:vortexa umeeT mpaso:

- YCTaHaBIMBATL CBOM MOPSIOK Y4eTa, YYHTHIBAIOUIMN CTATyC, OCOOEHHOCTH OpraHHM3alny H
CTPYKTYpht (orina u oOeclevrBarOUIMi JOCTOBEPHBIE pe3yibTaThl yuera (OHIA, He
OpoTHBOpeYaniue TpeOoBaHUSIM HacTosmIeH NHCTPYKIUH, .

- BECTH 5201CH B WHBEHTAPHBIX KHHUTAX (JIMCTAX, )KypHAJIAX), KHUraX CyMMapHOTro ydeTa (poHza
(kaurax yuera OuGIMOTEYHOrO (OHIA), Ha OTAENBHBIX JIMCTAX, B KapTOYHOU (opme, B BUIE
pacreyarox, noJiy4eHHbIX Ha KOMIBIOTEpEe, a TAKXKe B MAIIMHOXPAHUMBIX (paiiax, 3almucaHHbIX
Ha JIMCKe. JIMCKETe M JPYTMX HOCHUTENsX, O0eclneuMBalomMX JIOJIIOBEYHOE XpaHECHHe U
BOCTIPOW3EL I CHKE YSETHON JIOKyMEHTAIIHH,

- BBOJHMTL B YYETHBIC JOKYMEHTBI, Hapsjy ¢ oOs3areibHbM, (akylbTaTUBHBIH HabOp
MOKa3aTescl ¢ yHeToM Cenu(pUKU KOHKPETHOH OHOIMOTEKH;

- YCTaH4B/IMBATH CPOKHU COAEPXKAHUS M COCTaB JOKYMEHTOB (OHIa BPEMEHHOIO XpaHCHHS
(xpome 1. 3.2, 3.3, 3.4);

- TMPOM3BO/INTH OLEHKY CTOMMOCTH JOKYMEHTOB, MCIIOJIB3YsI TIEPEOLCHOYHbIE K0P HIHEHTHI,
yctaroniiertnie paBurensctBoM Poccuiickoit denepanuu, U pbIHOYHBIE IIEHBI;

- BBOJIUTH 1)7IM9ECTBEHHBIE U CTOUMOCTHBIE HOPMATHBBI CIIUCAHUS JOKYMEHTOB, YTPAaYCHHBIX
IO HEYCTAHOBJIEHHBIM IpPUYMHAM (Helocra4ya), Kak B OTJEIbHOH OuOimoTexe, Tak U B
Hentpamuscrannoit  6ubnuoreunoil cucreme (1|BC); BenuuMHA W TOPSAOK HMCUUCICHUS
HOPMATVBOR YTBEPKIAAKTCS YUYpEAUTEIEM B COOTBETCTBHHM C YCTaBOM HIIM IOJIOKEHUEM O
oubmmotexe,

- pacropsykaTthCs CIUCAHHBIMM H3 (oHAa OHOIMOTEKM NOKYMEHTaMH, KpOME CIIydaes,
NPeAyCMOTPEHHEIX 3aKOHO/1aTeILCTBOM;
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KOMIICHC Al (MK yiiepba, HAHECEHHOTO TOJIb30BaTeISIMU (POHIOB OHOIHOTEKH.

5.2. OTBeTCTBEHHOCTh 3a MPAaBUIILHOCTH OpraHU3aliM ydera (OHIA HECET aJIMUHHUCTpaLH
OubaHoTex ! 1 COTPYAHUKH B COOTBETCTBUY C JOJDKHOCTHBIMHA O0S3aHHOCTSIMH.

5.3. KowTposis 3a coOmojeHMeM HOpM H TpeboBaHMii 10 ydery OuOmHoTeuHOro (oHA
OCYHIIECTRIISET ClIelHalIbHOe (PYHKIIMOHAIBHOE MMO/Ipa3/ie/ieHne OMOINOTEKH, a TAK)KE KOMUCCH
TI0 COXPaHHOCTH WITH APYTOM KOJIErHaIbHbIN Opras 1no GoHAaM MpH JUPEKIIHH OUOIHOTEKH.
5.4. Vapewrens, aJMAHUCTPAUs M COOTBETCTBYIOIME CIy»KObl OHOIMOTEKH OOeCreYnuBaro
YCIIOBUSI /sl BBITOJIHEHUS IPABUII yY€Ta, OpraHu3alliH, XPaHCHHS H HCIIOJIb30BAH M ¢pona.

6. YUET NMOCTYIIJIEHUSA TOKYMEHTOB B BUBJIMOTEYHBIN ®OH/{

6.1. Yuer nocTviieHH# 10KyMEHTOB B (OHJ ocyInecTBisercs: 1uddepeHMpoBaHHO, TyTEM K.
HOAPA3/ICIIeHMs HA JIOKYMEHTBI TOCTOSIHHOTO, JUIUTENILHOTO ¥ BPEMEHHOIO XPAHCHHMSL.

6.1.1. Yuery juid NMOCTOSHHOTO XpaHEHHs C MPUCBOCHHEM HHBEHTAPHOIO HOMEpa MOMJIEKH
OJIH SK3eMIUISP OTEYECTBEHHBIX JOKYMEHTOB, MOCTYNAIOIHX B OHOMHOTEKH C (YHKIHSM
IOCTOFHHOTO XpaHeHHs OeCIUIaTHOro 00s3aTeIbHOTO IK3eMIUIApa, a TAKKe MPUHAMACMbIX H
JAEeN03UTapHOe XpaHeHue JOKYMEHTOB.

6.1.2. Yuery anst IIATENLHOTO XpaHEHHUS C MPUCBOCHUEM WHBEHTApHOIO HOMEpa IMOJJIeka
JOKYMEHTBI, TNpelHa3Ha4YeHHBIE JUIS YIOBIETBOPEHUS TEKYLIEro M IPOTHO3UPYEMOT
YUTATENECKOIO CTpOca, HE3aBUCHMO OT BHJA JOKYMEHTa, ero o0beMa, TEMAaTHKH H JpyrH
bopMalbHbIX [IPH3HAKOB.

6.1.3. Yyery juist BpeMEHHOro XpaHeHus (03 MHBEHTApPHBIX HOMEPOB) IOIIEKAT JOKYMEHTH
cozieprKatiine WH(OPMAIUIO KPATKOCPOUHOTO 3HAYEHHS, B CBA3H C YeM HCKIIFOYAIOTCS U3 POHI
OMOMIOTECI Yepe3 HeNPOAOIKUTENBHBINA TIepro BpeMeHH (kpome 1. 3.2, 3.3, 3.4).

6.2. JloxymenThbi, BKJoyaeMble B (GoHa 6MOIMOTEKH, Mapkupytotcs. IIpy 5ToM MOryT ObIT
UCIIO0/Ib30BaHbl IITEMIIEeIH, KHUKHbBIE 3HAKH, HHIUBUAyaJbHbIE MaAlIMHOYHTACMBbIE IITPUXOBBI
Kozbl. OcriosHble TpeOOBaHHS, KOTOPBIE JOJDKHBI COOIIOIATCS IIPY MapKHUPOBKE JOKYMEHTOE
0003HaueHVe . TIIPUHAUIOKHOCTH,  OCTETHKA, JOJITOBEYHOCTh  MapKMPOBOYHOTO  3HAK:
COXPanHOCTL TEKCTa UK APYroit 3HaKoBO# uHpopManuy.

IIpumeyarvie. Bee BHIBI JIOKYMEHTOB, SBIISIOIIMECS IPUIOKEHHEM K OCHOBHOMY HOCHTEIIK
MapKy Py, Ha BUX MPOCTABJISIOTCS T€ e PEKBU3UTHL, YTO ¥ Ha OCHOBHOM JIOKYMEHTE.

7. CYMM A PHBIN VUET JOKYMEHTOB

7.1. CymmepHblid yuer BeeX BUIOB JOKYMEHTOB, NOCTYNAIONIMX MJIM BBIOBIBAIOMUX U3 (HOHN
OuOIHOTEKH, TPOU3BOMUTCS MAPTUAMM IO OJIHOMY COIPOBOJHUTEIFHOMY MOKYMEHTY (JIHC
rocy1apcTre Hoif perucTpaly, cueT-hakTypa, HaKIaaHas, peecTp, akT).

B caydae orcyreiBrEsS COMPOBOIUTENRHOTO TOKYMEHTA COCTABISETCS aKT IPHEMA.

ITpu obnapyvixesu B NPUHUMAEMBIX NAPTUSAX PACXOXKACHHN C JAaHHBIMH COIPOBOIAMTEIBHOT
JOKYMEHTa, a Takke MPUCIaHHBIX 0e3 3aKa3a HEeHYXHBIX HIH Je(EeKTHBIX 9K3eMIUIIPO
Opramiei vy - 10CTeBIPKY IPEAbIBISIOTCS MPETEH3UH B TeUueHHe 1 Mecsdna ¢ MOMEHTa IIPUEM
HapTUi HOELIX TTOCTVIICHUH.

7.2. ®opMol CcyMMapHOro ydera SsBISieTCS KHUTAa (KypHaJ, JMCTBI CYMMapHOTO Y4eT
Oubanoreunoro houaa) B TpAIMIMOHHOM HJIH MAITMHOYUTAEMOM BHJIE.

Hesasucvnio o1 xapakrepa MarepuaabHOTO HOCHTENS YIETHOH (HOPMBI, CBEICHHS O JBHKCHU
dorna durcupyvoics B 3-x wactax "Kaurm cymmapHoro ydera GuGiamoTedHoro gonma" Wi
Apyroit opme ¢y MMapHOTo yueTa:

-gacts 1 - "Tocryniienue B GoHA'";

-4acTs 2 - "BeiObiTve 3 ponpa";

-4actL 3 - "Vitorn aBrwxeHus Gorma".

7.3. CeejleHns 0 TOCTYNHUBUIMX B OUOIMOTEYHBbIH (POHJI JOKYMEHTaX (UKCHPYIOTCS B IE€PBO
vactu "Krpuin cymmapHoro ydyera 6uGimorednoro ¢onzpa" B MmokasaTensx: gata u N 3amucy
UCTOYHVK TocTviineHus, N HW/HWIM Jata CONpPOBOJUTENBHOIO JOKYMEHTa, KOJUYECTB
MOCTYTTHBI KX [(OKYMEHTOB (BCEro, B TOM YHCIIE IO BHAAM, COIEPKAHHIO H SI3bIKE KOPEHHO
HAIUOHA LI CCTY ), CTOMMOCTD IPUOOPETEHHBIX TIOKYMEHTOB.



cojepiKarca Cse/eHUs O Iepenade JOKYMEHTOB W3 OT/eja KOMILUIEKTOBAHHS U OOpabOTKH -
CTPYKTYpH-IC MOTpa3Ie/ieHus HeHTPalbHOM OHOIHOTEKH, B OHOMMOTEKH-QUIHANIBI, M3 OTHH
CTPYKTYPHBIX 101pa3/ejiCHUH B APYTHE.

7.4. Ceeneriis 0 BHIOBIBIINX U3 OMOIHOTEKH JOKYMEHTaX OTPaKaloTCsl BO BTOpoH yacTu "KHHT
CyMMapHOro ydera 6ubianorednoro Gponaa" wim apyroi GpopMe CyMMapHOIo yueTa ¢ yKa3aHHe)
IPUYHH UCKITFOUEHHS.

Jlnst ywera v KOHTPOJISI CIMCAHHBIX JIOKYMEHTOB BBoJsTCs nokaszareu "Ilepemano”, "IIpogano”
"Caano B Maxynarypy".

7.5. Ha ocmozeawm u. 5.1.2 wHacrosmmei WHCTpyknum OHOMHOTEKH BIpaBe BBOIMT
JOMOIHUTETHHBIC TOKA3ATEN M, YIUTHIBAIOIINE CIEIIM(DUKY KOHKPETHOUW OMOIHOTEKH.

7.6. Habop noxaszareneil, 0TpaaroluX pacupee/ieHue JOKYMEHTOB 110 BHIaM U COJAEPIKAHUIO
HIEHTHYEH BO Bcex Tpex uactax "Kuurm cymmapHoro ydera OubGiamoreunoro ¢onaa" wuim
Apyroi hopme cymmapHOro ydera.

7.7. Utorn nmwxenHns GoHIa MOABOIATCS B 00sI3aTEIFHOM MOpSIIKe 3a rof. B 3aBHcHMOCTH O
OPUHATOTO TIOpAaKa ydyera B OMOMHOTEKE WTOTM JBHXKEHHS (OHAA MOIYT MOIBOJUTHCS 3i
KBapTal M/l 3a 1OJIYrOQHe.

7.8. Orpaxenue OTAeibHBIX BHIOB JOKyMeHTOB B "KHHre cymMmapHOro ydera" WM Jpyroi
bopMe cymmapHOTo yuera.

7.8.1. Tiocrynnenuss ABJI, MHKpodopM, OIEKTPOHHBIX H3JaHMH HAa MAIIMHOYMTAEMBbD
Hocutenax (CD-ROM, wmyneTuMenma, nauckera) oTpaxkaiorcs B ImepBod yactu "Knwuri
CyMMapHoro ydera' ¢ JaJdbHEHINEH AeTtanu3ainueii Mo BHIAM JOKYMEHTOB. AHAJIOTHYH(
GuxcnpyioTes nanHble O BHIOBITHH BO BTOPOM yacTH "KHHIH CyMMapHOro ydeTta OHOIHOTEHHOT(
Gonpa" Mrorn ieukeHus NOABOAATCS B TPEThEH YacTH.

7.8.2. Bee nepuoqdyeckde W3JaHAS HE3aBHCHMO OT MaTE€PHaJbHONM OCHOBBI HOCHTEIL
HHPOPMEIIAM 110/UIEKAT CYMMAPHOMY yUeTy.

Ilpumeuarine. Benenne cymmapHoro yduera raser B LleHTpanm3oBaHHBIX OHONHOTEUHBD
CHCTEMAX pPCUI2€1Cs! B COOTBETCTBUU C BO3MOXHOCTSIMH M peajbHOW HEOOXOIMMOCTBIO TaKOI
yyera.

OcHoBavem JUIS  BHECEHHs TEPHOJMYECKHX H3JaHuii B "KHHry cymMMapHOTo yder:
OubnmoreHoro §ouma" SBISETCS aKT, COCTABISEMBIM MMOJNydaTejeM [0 Mepe 3aBepIICHHU:
NOCTYIUICHU M (1EDHOMUECKUX W3ITaHUIM TEKYUIero roja.

B 3aBucrmocta ot npuHsTOro B GHONMOTEKE MOpAAKA ydeTa IOJBEICHHE HTOTOB IBMIKECHM:
NEPHOTUICCKUX 13/ ITaHuU MOXKET IIPOU3BOAUTHCS 3a KBAapTall, HOIYTOUE WM I'0Jl Ha OCHOBaHHI
aKTOB.

8. UHAMBUAY AJTbHBIA YYET JOKYMEHTOB

8.1. VnauBumyanbHBIA ydYeT KaXIOro SK3EMIUISpa JOKYMEHTa WM KaXIOro Ha3BaHM:
JAOKYMEHTA TIPOM3BOAUTCS € ITIOMOIIBI0 METOJOB MHBEHTApU3AIlMH C IPUCBOCHUEM IOKYMEHT)
MHBEHTAPHOIO HOMEPA WM PETHUCTpAllMM JOKyMEHTa O€3 TpPUCBOCHHUS €My HHBEHTaPHOT(
HOMepa. MHIMBY,1yATbE bl HOMEp 3aKpeIIseTcst 3a IOKYyMEHTOM Ha BCE BPEMSI €r0 HaX 0K ICHHU:
B ponsie Gubmioreky.

8.2. DopriaMK WHIMBHAYAIBHOTO ydeTa JOKYMEHTOB SIBJISIOTCS KHH)KHAS (MHBEHTApHAs KHHUIA)
KapToulas (Fapiedra YUeTFOro Karajaora), JUCTOBas (JIACT aKTOBOTO ydyeTa), peruCTpalldOHHas
KapTo<Ka Ha onpenesieHbld BUI u3anus (B TOM gucie ajaekTporHoro win ABJI).

Ilpu as7oMaTM3MPOBAHHON TEXHOJOTHH CO3MArOTCs (aiiibl, coaepKaliie BCIO HEOOXOIHMYK
uHpOpVan o 11 hopMupoBaHUs 060 U3 GOPM MHIUBHIYATBHOTO yUeTa.

8.3. ®ouombi WHMEAIYATHHOTO ydeTa JOKYMEHTOB B 0OS3aTEbHOM TOPSAAKE JOJDKHB
COLEPIKATh CACAVIOIHE [TOKA3aTeNN: JlaTa 3amucy, HoMep 3anucy B "KHure cyMMapHOro y4er:
OubsimoTeyHOr0 hoHaa", HHBEHTAPHBI HOMEp, aBTOP U 3arjlaBHe, FoOJl U3IaHus, [eHa, OTMETKA (
IPOBEPKE, HOMEp AKTa BHIOBITHSL.

B "Tiprvecanun" ykassiBaetcs HAIMYKME W BUJL IPHJIOKEHHS K OCHOBHOMY JTOKYMEHTY.
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3K3e\mns{pa OTIPE/ICIISIIONME €r0 IEHHOCTh (HaJM4ue YHI/IKaJIBHOI‘O neperuiera, asrorpada,
pacKpalleHHBIX OT PYKH WLIFOCTPAIMH U T.I1.).

8.3.2. Vi MBH/IVATbHBIA yYeT W3JaHMH, HEOMyOIMKOBAaHHBIX JOKyMeHTOB, ABJI, Mukpodopm,
SMEKTPOHHLIX  W3JAHHHA OCYIIECTBIAETCS B OTAENbHOM s Kaxaoro Buaa opme
HHAUBY YA THHOTO yUeTa.

Vuer CD-ROM. mMy1sTuMeHa, IUCKET BeIETCs B I000# U3 (GopM HHIWBUIYATBHOTO y4eTa.
8.3.3. MurnuBuyansubiid yyer nporpamm st OBM u 6a3 1aHHBIX BEJIETCS Ha perUCTPAllMOHHBIX
KapTOuKax MM /PVIod NpuMeHseMod B OmOimoTeke (opme ydera. B yd4eTHBIX JOKyMEHTax
OTPaKarOTCs CIICTYIOINUE CBEACHHS:

- IaTa TOCTYIIEHUS,

- Ha3Bauwue rnporpaMmbl DBM uiu 6a3bl JaHHBIX;

- HaumMeHoBanue coznarelis (Iopuandeckoe wid GuinuecKoe JuIo);

- JlaTa CO3/IaFYs TPOTPAMMBI;

- [IeHa NprUoOpeTeHus;

- Hocutesth uH(popmaiirn (CD-ROM, mynbTumeiua, TUCKETa).

9. YYET BBIBbi{THs JOKYMEHTOB U3 BUBJIMOTEYHOI'O ®OHJIA

9.1. BribhiTHe TOKYMEHTOB U3 (oHIa odopmIIseTcss akToM 00 uekiodenur (cM. Ilpunoxenus 8
- 10) u orpaxaercs B "Knaure cymMmapHOro yuera" u B opMax MHIMBHIYaIbHOTO yyeTa QoH/Ia.
B kanciom akre bukcupyloTcs CBEIEHHS O JOKYMEHTaX, MCKIIOYAEMBIX 110 OJHOW NPHUYUHE:
BETXOCTH ((husuyeckuit M3HOC), Ne(EKTHOCTb, YCTApeNoCTh MO COACPKAHHMIO, JyONETHOCT,
HEenpopuiibHOCTH, Vipara (C yKa3aHHeM KOHKDETHBIX OOCTOATENBCTB YTpaThl: Iponaxa H3
Gornos orkprrtoro gocryna wiam 1o MBA, yreps uMTarensiMM, XHIIEHHE, B Pe3yJIbTaTe
Oeacren?  cTH¥yF0T0 W TEXHOTEHHOrO XapakTepa, [0 HEYCTaHOBJICHHBIM IpHYMHAM
(Hemocraua))

Honstist "erxocts”, "nepexTHOCTH", "ycTapenocts", "myGneTHOCT', "HEMPOQHILHOCTE',
"yrpata' onpenensioTesi B COOTBETCTBHH C TEPMHUHOJOTMYECKHMH CJIOBapHBIMH HOPMaMH H
cran;apramu CUBK I,

9.2. BuiGriine ABJL, 21eKTPOHHBIX H3MaHHA U MHKPOGoOpM opOpMIIIETCS aKTOM C yKa3aHHEM
npuuvr ¥ 000CHORAHYS NCKITIOUEHHS UX W3 PoHIa OUOIHOTEKH.

B ax1 moryT Bistouathest ABJL pasnudHOTro BHIa, HO CIUCHIBAEMBIE 110 OJHON IIPHYHHE.

9.3. Juts koHTpOIIs Hal NPOLEecCaMy pa3MarHuYuBaHus 3aiucel 0QOPMIIAETCS aKT HITH JE1acTCs
3allUCEH B COOTRBETCTBYIOLIEM XKypHAe.

9.4. Henpuromnsie JUIs HWCHOJNB30BaHHS W HEMOAIOIIHECS peCcTaBpaluu MHKpoq)oprI
CHHCHIRAIOTCSH 10 MPUIAHAM:

- HEK2YCCTR2HHOTO (hOTOrpaduIeckoro n300pakeHus;

- aederTor MuKPOILICHKE (CKPYYHBAHHUS U T.IL.);

- MEXAHUHECKUX TTOBPEK ICHUHN (pa3pbIBbL, 00JOMBI H T.IL.).

9.5. K awty 1puiaiazics CriMCOK JOKYMEHTOB, TOJIEKAIINX HCKITIOYEHHIO, I0MyCKAeTCs 3aMeHa
CIHCKA KHKHBIME HOpMyIIsIpamMu st JOKYMEHTOB, HE COCTOSIIIUX Ha OyXraJITepcKOM y4eTe.
JUis poxvventos, oOpabaThIBAEMBIX I'PYMIOBBIM CIIOCOOOM, BMECTO CIIMCKA JaeTcs MEpEUCHb
PETHC T AT HOHHBIX HOMEPOB, BUJ CIIUCHIBAEMBIX W3JIaHHH, HX KOJIHYECTBO.

9.6. Ak sl Ha cliMcanye W3IAHAH, yTpaueHHBIX B Pe3yiibTaTe yTEPH, OPUYH, XHINEHHUS, OeICTBHI
CTUXUIIHOIO U TEXHOTEHHOrO Xapakrepa, IPH OTKPHITOM JOCTyne K (OHJY, YTBEPKAAIOTCS Ha
OCHOBAHMU COOTBETCTBYIOIMIUX JOOKYMEHTOB, HOJATBEPXKAAIOIIUX - yTpaTy (IpOTOKOI, akKT,
3aKIIDYeHYE U T.17.)

JUist oaTRepKIcHiSE HEBO3MOXKHOCTH B3BICKAHHS 3a0JDKCHHOCTH C YHMTaTells B KavyecTBe
OCHOBENMs NPUHAMAIOTSS 3aQUKCHPOBAHHBIE B YUTATEIBCKOM (OpPMyJIspe HAllOMHHAHUS O
BO3BDATE NOKYMEHTOB, HalpaBlieHHbIe OWOJMOTEKOM B ajapec 4yuTares B BUAE 3aKa3HOIO
IUCL'© WY OTKPLITKH ¢ YBEIOMJICHHEM, a TaK)Ke CIIPaBKH M3 aJpPECHOro CTojia, OTKa3 Ha
B3BICK2111 ¢ 110 WCTIONHHTE.THHOMY JIHCTY.
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KHHUT ¥ JDYIHX JIOKYMEHTOB, HPHHATHIX OT 4YHTareleidl B3aMeH yTepsHHBIX'. Ha oCHOBaHHH
CHENCHLIX B Feil 3alicedl COCTABISIIOTCS AKTBI HA TOCTYIUIGHHE M BBIOBITHE, KOTOpBIC
PEruCIpUPYIOTCS B COOTBETCTBYIOIMX yacTsx "KHUTH cymMMapHOro ydera OMOIMOTEYHOTO
bonma".

Ha nprem newer ot unTareneil B3aMeH yTepsIHHBIX KHUT WM JAPYTHX JOKYMEHTOB COCTABIISCTCS
NPUXOTHEI OpAeD ¥ YATATEITIO BBIIAETCS KBUTAHITHS.

9.8. Axtir Pa crivcanue JIOKYMEHTOB BU3UPYIOTCS KOMHCCHEH IO COXPaHHOCTH (DOHIOB WIIH
APYTHM KOJIIErrAaTbHBIM OpraHoM 1Mo (GOHZaM NpH JUPEKIUH. 3aBH3HPOBAaHHBIC AKTHI
YTBEPXI2I0TCA  THPEKTOPOM  OMONMOTEKH, 3aMECTHTENEM  IHPEKTOpa WM  JIpyTHM
YOON=OMOUSHHLIM  HA TO JIMIOM, 3a HCKIIOYEHHMEM CIIy4aeB, periaMeHTHPOBAHHBIX
3aKOHO,1aTEJILCTBOM.

9.9. JlokymeHTsl, HCKIIIOUaeMble KaK Henpo(uibHbIE U TyOJIeTHBIE, MOI'YT OBITH O€3BO3ME3IHO
Tepesiartl B ITOpsike KHUTOOOMEHa B Apyrue OHOIHMOTEKH IO aKTy 4Yepe3 oOMeHHbIe (QOH/IBI B
OuOmtoTexy-1eno3uTapuy WM HETIOCPEACTBEHHO M3  OmOmmoTeku-(ponmonepxareis B
OUONHOTEeKY-110]1yYaTEb.

9.10. T1po, ke cipcaHHbIX U3 GOHIOB OUOIHOTEKH JOKYMEHTOB POM3BOJUTCS B COOTBETCTBHH
C IP&aBORLIMU HOPMETHBHBIMU aKTaMH, @ TAKKe MOJI0KEHHEM MU YCTaBOM OMOIHMOTEKH.

HeHexn ibie cpeacTBa 3a pealn3OBaHHbIC W3JaHHS I[IOCTYNAIOT Ha CYeT OMOJIMOTEKH |
pacxouyiorest B coorBercTBUM ¢ " TlosnokeHneM 00 OCHOBaxX XO3MMCTBEHHOM JEATEIBHOCTH H
Gunancuposanus oprasusanEii KyIsTypsl B uckycersa" (1995 r.).

9.11. Csenenvs o BHOBBIHEX H3 JEHCTBYIOMUX (OHIOB OHOMHOTEKH JIOKYMEHTax

PETUCTPUPVICTCs | COOTBETCTBYIOIMX Tpadax BTOpod wacTm "KHHrH cymMmapHOro yd4era
Oubnvorennoro ¢onma" wimm apyroi popme cymmaporo ydera. MHdopmanus o BbIOBIBIIEX
AOKYMEH 19X OTDAAETCA BO BCEX YYeTHBIX (opmax, KaTajorax, B TOM YHCJIE CBOJHBIX H

HEHTPAILHLIX, KAPTOTEKAX, 0 YeM IIPOU3BOIUTCS COOTBETCTBYIOMIAS 3aIIMCh B dKTE HA CITUCAHUE.
9.12. Vickirouernsie w3 HOHZOB MHKPO(GOPMBI Ha TalOTeHHA0CEPEOPSHON IUICHKE (HEraTHs,
MO3WTHR) NOAIENKAT claue Kak cepeOpocoepikaliue OTX0/Abl B COOTBETCTBUM C HOPMATHBHBIMA
IPaBOBLIMI 2K TAMY O TIOPAAKE IPUEMKH U IepepaboTKU JIoMa M OTXOJOB JparoleHHbIX
METaIOB

9.13. Civcanue  J10KyMEHTOB, COCTOSINMX Ha OyXTaNTepPCKOM ydeTe, IPOM3BOIHTCS C
IPUMCHENTEM TIRDEOLCHOYHBIX KOI(P(UIMEHTOB WM PHIHOYHOM IEHBI B Ciydae, eciu (GoHj
Ob1 1epcoieHeli. B CHOPHBIX CIydasX BOIPOC O CTOMMOCTH yTPAyeHHBIX KHHUT H JPYTHX
MaTepHwioB  BLIHOCHTCS Ha OOCYXIEHHE KOMHCCHHM II0 COXPaHHOCTH (MJHM JIpYroro

KOJUIEKTHEHOTO OpraHa o (GoHIam).

Komiiccus  Bnpoe  npuMeHdTH BCe  NEpPEOlCHOYHbIE  KO3(D(HIHMEHTHI, YCTaHOBJIEHHBIE
[papareisoisom Poccuiickoit @enepanuu, ¥ phIHOYHBIE [EHbI, & TAK)Xe ONPENETHTh JPyrue
BUJIBI ¥ DasMeDBl KOMIEeHcauu ymepba B cooTBeTcTBUM ¢ [IpaBmiamu  10JIB30BaHHS
OuOIV OTEKOM.

Ipu yreve nnn il eHUM HEHHBIX ¥ PEAKHX KHMI JUIS ONPEIENCHUs UX PealbHOH CTOMMOCTH
KOM¥CCAasi MOZeT TiDMBJIEKaThb K CBOeH paboTe COOTBETCTBYIOLIMX OKCIEPTOB, a TaKxke
HCII0J1h30RATH MaTepPHAbl HAyYHO-METOIMYECKHX IIEHTPOB, KHIXHBIX ayKIIHOHOB H pMapok. B

3TUX  CIIVHasIX ONpEneNeHHe MNPUYMHEHHOTo ymepba mpefebHbIME KO3 hUIHEHTAMH
KpaTHOCTY He OrhaH Y BaeTCs.

Pewenpe «ovveoui o6 onenKe H3IaHMH W APYTHX MaTepHaNoB opOPMIISETCS aKTOM, KOTOPbIii
CITy¥'' OULOSHE M OKYMEHTOM, YIOCTOBEPSIIOIIMM HX CTOHMOCTH IIPH OCYIIECTBICHHH
AQILHEAT 14X T4 TEHA €O CTOPOHBI JMPEKIIMH MO B3BICKAHWIO C BHHOBHOTO MaTepHabHOIO
ymepa

10. iiPOBEPKA BMBJIMOTEYHOI'O ®OHJA

10.1. B coorsercrnuu ¢ 3akonom Poccuiickoii ®enepamuu "O GyxranrepckoM yuere" (1996 r.)
00s3aTe ThHAS MPoBepKa GOH/IA ITPOU3BOIANTCS:

- IIpH CMCHE M,-’ff»:‘}f'-I'iaﬂLII() OTBETCTBECHHOI'O JIHIIA,
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' - B CIlyuae CTHXWHHOIO GCLICTBI/ISI [I0’Kapa WM JPYTUX Ype3BbIYAHBIX CHTYAIlHSX, BEI3BAHHBIX

IKCTpEMalbHBIMM YCITOBUSAMH;
- Ipy 1epe iade (onaa OMGINOTEKH UK €€ YacTH B apeH/ly;
- [IpU D2OPIaHU3alial U JIHKBHIAIAHA OHOIMOTEKH.
10.2. 1lvoBepka OuOIHOTEUHBIX (GOHIIOB OCYIIECTBISAETCS B COOTBETCTBHH C  ITHCHMOM
Mutnvicrepersa  dhunancoB Poccumiickoit ®eneparuu "O6 WMHBEHTAPH3AIMH OHOTHOTEUHBIX
donnor" o1 04.11.93 N 16-00-16-198 B cienyiomme CpoKu:
- Hanbosiee nennble HOHIBI, XpaHsIUecs B ceiiax, - eXeroaHo;
- penyaiiniie Goiel - oJMH pa3s B 3 roxa;
- IE€HHBIE noupxr - OJIMH pa3 B 5 JieT;

- GoHH! nioter 0 100 ThIC. yYETHBIX €IMHHMIL - OJMH pa3 B 5 JeT;
- (bon;x.; Omorex o1 100 1o 200 ThIC. yYETHBIX €IHHULL - OUH pa3 B 7 jer;
- powtet Gufimuorex ot 200 ThIC. 10 1 MIIH. YUETHBIX €IHHHIL - OJH pa3 B 10 ser;
- o Gudavorex csume 1 MIH. Y9ETHBIX €IWHHMI - MO3TAIHO B BHIOOPOYHOM MOPSIIKE C
3aBEpIiCcHACM POBEPKA Beero Gonaa B TeueHue 15 er.
[Iposepxa GuGmioTednoro (GpoHAA WIM €ro 4acT IIpU CMEHE PYKOBOAMTENS OHOIHOTEKU WU
CTPYKTYOHOIO  110JIpasieNieHus, uMmeromero Oubnuoreunsie (ouabl  (hoHmomEpKaTENS),
NPHPABHH AL TCSA K 0UEDETHOMY CPOKY.
10.3. Mcrojaka  npoeesenus mnpoBepku (OHIOB B OHOMHOTEKAX —perIaMeHTHPYETCs
HHCTPYK M EHO-MCTOMYECKOW M. TEXHOJIOTHYECKOW JOKyMEHTaI[eld BHYTPHOHOIHOTEYHOIO
(MEXOTACIRCKOTO # BHY TPHOTIAETBCKOTO) 3HAYCHHUS.
[lposcpxa  sarcpuizercs cocTaBieHMeM akta ¢ OOBSCHUTEIBHOW 3aIHCKOH M CITHCKOM
OTCYTCTEVIONIX W3NAHUN.

10.4. Pesviprarst uposepku, 3adHKCHpOBaHHBIE B aKTe, paccMaTpUBAIOTCs KOMHCCHEH 110
COXPAHHOCTH MY ADYTVM KOJUIETHAJIBHBIM OpraHoM 1o ¢oHaaM. Ha ocHOBaHHH pelieHus akT O
CIUCAHIT (ICPC/IECTCA Ha VTBEPXKICHHE.

10.5. B ciyuae npeBblmeHus YTBEPXK/IEHHOI'O HOpMaTuBa yTpaThl JIOKYMEHTOB IO
HeyCTanosiednpii ipuaHaM (. 5.1.2 Hacrosmed WHCTpYKIMM) NPHHHMAIOTCS MEPHI K
BO3Me etk yinenta, Mpy pa3sHOITIACHSX aKT IIEPeIaeTcs yIpeauTelo.
Ecny suiosikic ndna He ycTaHOBNEHBI MIIM Cy[ OTKA3al BO B3BICKAHHM YOBITKOB C HHX, TO
YObIIK! OT HE/(OCTAYH CUKCHIBAIOTCSA HA YMEHBLICHHE (duHAHCHPOBAHMUSL.

11 IE ACTIPOIROECTBO B OPTAHU3AIINA YYETA ®OHJIA

L1 ©orcsisan 7 paGoTsl ¢ JOKYMEHTAMH MO ydeTy GHOIHOTEYHOro (OHIA OCYIIECTRISETCS
oo wparsnav - penedust  penonpomssoiactBa (I'OCT  6.30-97 YHuduuupopaHHas
CHCTEMAOD! #HN3A1IMOHHO-PACIOPSAMTENbHOM  JoKyMeHTanun. TpeGoBanus K O(OPMIICHHIO

JOKYMECHTOR'),
11.2. Ochorsbe 10KYMEHTBI, B KOTOPBIX OCYIIECTBISETCS y9eT, MOMIEKAT MOCTOSHHOMY
Xpaﬂ'(*,H!/ o KaK JTOKYMEHTBI CTpOFOﬁ OTYETHOCTH.

11.3. Cpoxw xpeitelna yIeTHBIX JJOKYMEHTOB yCTaHaBJIMBAIOTCS B COOTBETCTBHHU C NPABHIAMH
opra}mu UM TOCVIAPCTREHHOTO apXUBHOIrO Jena. [l HEKOTOpBIX KaTeropuil JOKYMEHTOB,
obecnetiEaioNEx  y9er M COXPaHHOCTB (OHIOB, YCTAaHABIUBAIOTCH CIECAYIOIUE CPOKH
XpaHenus:
Z‘}"ml. 'PrY JOKYMEHTOB Cpok# XpaHeHHS
l Kenrn m segomocta yyera GUOIHOTEYHOTO ¢doHma ITocTostHHO, MO IMKBU AU
P WL SIS : OHONMHOTEKH
| Yiersni kavanor ITocTOSIHHO, J10 TUKBHALUHA
| o OHOIHOTEKH
_ '.'),?! \H h.,n-,; rdebD( HOMEPOB ITocTostHHO, N0 JIMKBUIAIMH
e A R, OnOIHOTEKH
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CHWCH |, cuera, CIIMCKY Ha IOCTYNAIOLYI0
| JIHTEpaTypy

| AXTEI HA KHUTU, OPOIIIOPEI, )KYPHAJIBL. JApyrue S nmer
1 ¢

| IOK/MEHTE! 1I0JiydeHHbIE 0€3 COMPOBOAUTEILHOIO
| JoXymeHTa

B‘cjﬂ?_"I?EIEI{(_._}_]_?KJI&HHBIC 3aIlMCKH O IIOJIYY€HHH B ap 5 ner

A¥TE! O IOKYNIKE KHUT [TocTostHHO, 110 TUKBHIAIUA
R e OubIMOTEKH
Kuprn yyera nsnauui, IPUHATBIX OT YATATENeH [TocTostHHO, 10 JIMKBHIAIIHH
_B3aMEH VTEPIHHBIX OubamoTekn
Arret v ctneadye (MCKITIOYEHHE ) TIPOU3BEICHHM ITocTostHHO, 10 JTUKBU AN
euaTH WiV ApYruX JOKYMEHTOB. OubIMOTEKH

B Tom uucie Ha vimxkpodopmax.

Cpox xpanenis ucuncisercs ¢ 1 sHBaps roja, CIEAYIOMIEro MOC/E 3aBepUICHHS MPOBEPKH
6ubsimoreyroro douma.

11.4. [io ucieyenud CPOKOB XpAaHEHHs YYETHbIE JOKYMEHTHI MOUIEXKAT YHHYTOXKCHHIO B
YCTaHOBIIEHHOM ITOPSIKE.

B 1ens k8aandaripoBaHHOTO peneH st BOIPOCOB O CPOKAX XPAHEHHS YUETHON TOKYMEHTAIHH
Oub.10 1 Cii BIPABE I10/Ib30BATHCS YCIyraMi apXUBHBIX CITyXKO.

11.5. Conepxargases B y4eTHBIX JOKYMEHTaX HHGPOpPMAIMS MOXET ObITH NEpeHeceHa Ha
MHKDOHOCHTETH

11.6. Visvonenns, BruociMble B yYeTHBIE JOKYMEHTHI (OMIMGOYHO MPOCTABJIEHHBIE HOMEPA,
3aMCHZ NIDOCTARTCHHAIX HA W3JAHUSAX M JIPYTHX JOKYMEHTAX WHBEHTapHBIX HOMEPOB HOBBIMH
OpH viepe QOpMbLl WHIMBUAYQIPHOTO Y4era, IIEpelrCcKa pPerHCTPAlMOHHBIX KapTodeK Ha
HEPHO/ L CcCike W ApYIde BHABI M3JMaHUHA U T.I1.), IPOU3BOISATCS C Pa3pelICHUs JOJDKHOCTHOIO
T2 11 10K Men TaIbHO 0hOPMIISIOTCS (paciopsiKeHHeM, CITyKeOHOM 3amuCcKo# U T.I1.).

11.7. Vizimsenus ABJ] mpou3BOJUTCS B COOTBETCTBUH C YCTaHOBJICHHBIMY [IpaBUJIaMU

e ks Muskyistypsl PO or 02.12.1998 N 590

o U0 yrsepsacuan "HHCTpYKUMH 00 ydere 6ubamorednoro ponaa

o DeneparnhHoe 3aKOHOAATEILCTBO

e 1 Vosepprs "Mectpykuuio 06 yuere 6ubmuorednoro gonga” (Ipunoxkenue).

e ) YVimasienino 6z0IHoTeK, HAyKH W HHpOpPMATH3allik HampaBuTh "MHCTPYKIHIO 00
vieTe 01OnnoTeuHoro (Gonxa" B TEpPUTOPHATIEHEIE OPTaHbl YIIPABJICHHUS KYJIbTYPBL,
D€ priibHbe OuOIMOTEKHU, BBICIINE yYeOHbIe 3aBe/ICHNUs], FOTOBSIIHE OUOTHOTEUHBIE
Laon OabIHOTE HbIE TEXHUKYMBI H B IHCTHTYT MepenoAroToBKH pabOTHHKOB

MO YCOTRA, KYITRTYPBI H TYpU3Ma.

o URCTIVELIWS OB YYETE BUBJIMOTEYHOI'O ®OHJIA

e Hacrosnias EcTpyKiEs 00s3areNbHa Ui IPUMEHEHUS B FOCY/JIAPCTBEHHBIX 1
vy nansisix onbaoTekax Poccuiickoit @enepanuu. OHa omnpenenseT o0mue
ApatKla YHeia JOKYMEHTOB, COCTABIIMIOMUX OUOINOTeYHbIH HOHA, HE3aBUCUMO OT
Crevyea OuHIUOTEKH, CTPYKTYPHI €€ (pOH/IA, OPraHH3allHOHHO-TEXHOIOTHYECKHAX
OCODEHHOCTEMN .

ot e AR

¢ Lonsinin s HubimMoTedHbId GOHA PYKOUCHBINA (POH/] YUHTHIBACTCS B COOTBETCTBHH C

sucrostien MaerpyKiuel 1 HOpMaTHBHBIME JOKyMeHTaMu DeepaibHON apXUBHON

. - A
CIIVIKObL POCCUH.
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