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3apeructpupoaHo B MuHtocte Poccum 14 mast 2013 r. N 28390

MWHUCTEPCTBO KYINbTYPbl POCCUACKOW ®EQEPALUU

MNPUKA3
oT 8 okTA6psa 2012 r. N 1077

OB YTBEPXXOEHMM NOPAOKA
YYETA OJOKYMEHTOB, BXOAALLMX B COCTAB BUBJITMOTEHHOIO ®OHOA

Bo ucnonHeHune nyHkTa 6 ctatbn 12 depepanbHoro 3akoHa ot 29.12.1994 N 78-03 "O 6ubnunoteyHom
nene" (CobpaHue 3akoHogatenscTBa Poccuiickon ®egepaumm, 1995, N 1, cT. 2; 2004, N 35, cT. 3607; 2007, N
27, ct. 3213; 2008, N 30 (4. Il), 3616, N 44, cT. 4989; 2009, N 23, 2774, N 52 (1 u.), cT. 6446) npukasbiBato:

1. YTBEPOUTL m yyeTa [OKYMEHTOB, BXOOSLLMX B COCTaB bnbnunoteyHoro cooHaa (MpunoxeHue).

2. KoHTponb 3a MCMONMHEHMEM HACTOSLLEro Mpukasa BO3MOXWUTb Ha CTaTC-CeKpeTapsl - 3aMecTUTEns
MwuHucTpa kynbTypbl Poccuiickon ®egepaunn .11, Menvesa.

MuHucT
B.P.MEOMHCKNI

MpunoxeHune

K npukasy MuHucTepcTea KynbTypbl
Poccuiickon degepaunn

o1 08.10.2012 N 1077

noPAQOK
YYETA OOKYMEHTOB, BXOAALLKNX B COCTAB BUBJTMOTEHHOIO ®OHOA

|. OOLKMe nonoxeHus

1.1. Y4yeT pOKyMeHTOB OubNmMoteyHoro doHga SABNSETCS OCHOBOW OTYETHOCTM W MNNaHMPOBAHUS
aesitenbHocTn 6MbnmoTekun, cnocobcTByeT 06ecneyeHnto ero COXpaHHOCTMU.

1.2. Y4eT BKNIOYAET perncTpauuio NoCcTyniieHnsa OOKYMEHTOB B OMOMMOTEYHbIN hOHA, UX BbIObITUS U3
oHAa, UTOroBble JaHHbIE O BenMunHe (06beme) Bcero bubnuorteyHoro poHaa n ero nogpasgenos, CTOMMOCTb
doHaa.

1.3. OcHoBHble TpeboBaHus, NpeabaBAsiemMble K y4eTy bubnmnotevHoro oHaa:

nosfHoTa 1 JOCTOBEPHOCTb YYETHOW MHpopMaUny;

OonepaTUBHOCTB;

AOKYMEHTUPOBaHHOE OhOPMIIEHNE KaXKOoro NOCTyNieHns B hoHA U KaxKaoro BblObITUS 13 oHAa;

COBMECTUMOCTb MpUEMOB W OPM YyyeTa, WX HaOexXHOCTb NpW napannenbHOM  UCMoNb30BaHWM
TPagULMOHHOW M aBTOMATU3MPOBAHHOW TEXHOMOMUIA y4eTa;

COOTBETCTBME HOMEHKNATYpbl NokasaTenen yyeta hoHAa aHanorM4HbIM NnokasaTensam rocygapCTBEHHON
OMONMOTEYHOI CTaTUCTUKMN.

1.4. YyeTy nognexatr BCe [JOOKYMEHTbl (MOCTOSIHHOrO, [OJIMTENbHOro, BPEMEHHOIO XpaHeHus),
noctynatwoLume B poHa 6nbnuotekn n BoidbiBaoLwme 13 poHaa 6nbnmotekun, He3aBMCMMO OT BUAa HOCUTENS.

1.5. Y4yeT 4OKyMEHTOB BefeTcsl B peructpax MHAMBUAYarnbHOrO U CYMMapHoro yyeta B TPaguUMOHHOM U
(Mnn) anNekTpoHHOM BUAE.

1.5.1. Peructpamu nHamemnayansHoOro yyeta AOKYMEHTOB SIBMAIOTCHA: PErmcTpauMoHHas KHura, KapTodka
peructpaummM Ha ONpedeneHHbIl Buh [OOKYMeHTa [Ans ras3eT, >XypHanoB, ApYyrMx BWOOB [OOKYMEHTOB.
Honyckaetcs Takke peructpamm WHOUBMOYanbHOrO y4yeTa cuutaTb Tomorpaduyeckylo onuck (katanor),
YYeTHbIV KaTanor, y4eTHbIN hanni ¢ BbIXOAHbIMU ddopMamu, hopMupyemMbiMM B NOPAAKE WHBEHTaPHbIX WK
WHBIX NOEHTUUKALMOHHBIX HOMEPOB OOKYMEHTOB.

Pervctpbl vMHOUBMAYyanbHOro y4veTa [OOKYMEHTOB OubnuoteyHoro doHZa copepxaTr pPeKBU3UTDI,
NMOEHTUULMPYIOLLME KaXObIN OOKYMEHT C yKasaHWeM CBEAEHMWI O MOCTYNIEHNM JOKYMEHTA U O €ro BblObITMK
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13 6ubnuoteyHoro oHaa.

1.5.2. Peructpamm cymmMapHOro y4eta JOKYMEHTOB SIBMSAKTCA: KHUra CyMMapHOro ydeta oubnuortevHoro
cdoHaa, NMCTbl CyMMapHOro yyeTa 6ubnuotedHoro dooHaa, XypHan. [onyckawTca pasnuyHble mogudurkaummn
KHUIMM CyMMapHOro yyeta. HesaBncrMMoO OT BMAa YY4ETHOIO AOKYMEHTa PermcTpbl CYMMapHOro y4deTa cogepxar
TPUW B3aMOCBSI3@HHbIE YacTu:

"lMocTynneHne AOKYMEHTOB B GUGnNnoTeyHbii oHa",

"BbIGbITME JOKYMEHTOB 13 B1bnmMoTeyHoro dhoHaa”,

"Utorn gBmxeHns 6mbnmnoteyHoro ooHaa: UTOroBble AaHHbIE HA KOHeL, OTYETHOro nepuoaa”.

OO6Oob6LLEHHbIE OaHHbIE OTpaXaltTCs B KaKOOW YacTu permctpa CymMapHoro ydeta. B amekTpoHHON
CUCTEME yyeTa 3TU YacTU UHTEMPUPYIOTCA B €ANHbIN YYEeTHbIN hains.

1.6. CymmapHbli U uvHOUBMAYanbHbIN y4yeT oHAa BeAeTcA CTPYKTYPHbIMU  NogpasgeneHnsiMm
oubnunoTtekn, B BeOeHUN KOTOPbIX HaxXoAUTCA KOMMMEKToBaHue oHaa, a Takke nogpasgeneHusamu,
obecneynBaloLLMMM XpaHEHUE 1 UCNONb30BaHNE 3aKpeNneHHbIX 3a HUMK YacTel obLero poHaa GudnmuoTekn.

1.7. Ctatuctnuyeckass uHdopmaums o dopmupoBaHmm 0OubnunotedyHoro doHga no utoram roga
npegcrasnsaeTcs B [MNaBHbIN MHPOPMALMOHHO-BLIYUCTIUTENBHBINA LEHTP MUHKYNbTYpbl Poccuu.

Il. EauHnubl yyeTta 6GubnuoTteyvHoro poHaa

2.1. BennunHa (06bem) 1 aBmxeHne oHaa N3MepsatoTcst B YHUDULMPOBAHHbLIX €AMHMLIAX y4YeTa.

OCHOBHbIMW eAVHMLAMW y4eTa JOKYMEHTOB OMONMOTEYHOro hoHaa SABMAIOTCS 3K3EMMNSP U Ha3BaHue,
[ONs raseT - rogoBO KOMMMEKT N Ha3BaHue.

[ononHuTenbHbIMKM eguHNLaMn yyeTa doHOa SBMASIOTCS FOAOBOW KOMMIIEKT, METPOnosika, noglumeka
(nepenneTHas eguMHMLA); ANS 3NEKTPOHHbIX JOKYMEHTOB - e4MHULA NaMATU AaHHbIX.

2.2. Obwan BenuyuHa GmbnuoteyHoro ¢oHOa B LIENOM U ero noapasfernios, B TOM 4uUCrie CeTeBbiX
noKarnbHbIX [JOKYMEHTOB W CeTeBbIX YAaneHHbIX [AOKYMEHTOB, YYMTbIBAaeTCA B 3K3eMnnspax, HOBble
MOCTYMMEHUS - B 9K3EMMNAPaxX M Ha3BaHWUsIX. YMCrO rodoBbIX KOMMIIEKTOB ras3eT MpUMpaBHUBAETCA K YMCHy
3K3eMMISIPoB.

[ll. YyeT oKyMeHTOB MO B1AaM U KaTeropusim

3.1. MNevaTHble 3gaHNst U HEONYBITMKOBAHHbBIE LOKYMEHTbI

K neyatHbIMM uM3O0aHWAM OTHOCATCA TUPaXWpPOBAHHbIE W34aHWS, MOSMyYEHHble MNevyaTaHMemMm Uunm
TUCHEHVEM,  nonurpaduyeckn  CamMoOCTOATENbHO  OPOPMIIEHHbIE:  KHWUMM,  GpoLopbl,  XypHansbl,
NpO4OIMKaoLWMeCs N30aHNs, IMCTOBbIE M3OaHWs, ra3eTbl, M30U3daHus, HOTHblE M3OaHWs, kapTorpadudeckue
n3gaHnsa, HOPMaTMBHO-TEXHUYECKME M TEXHUYECKME AOKYMEHTLI, aBTopedepathl AuccepTaumn.

K Heony6nmkoBaHHbIM LOKYMEHTaM OTHOCATCS PYKOMUCHbIE AOKYMEHTbI (PYKOMUCHBIE KHUMM N apXUBHbIE
OOKYMEHTbI), @ Takke [OKYMEHTbl, M3rOTOBMIEHHbIE B €OMHWUYHBIX 3K3emnnspax, sBnsowmecs obbekTamu
WHTENNEeKTyanbHOM COBCTBEHHOCTM (4ENOHMPOBAHHbIE HayYHble paboTbl, AMccepTaunn, NPENPUHTLI, OTYETbI O
Hay4yHoO-uccrnegoBaTenbCckmx paboTax, nepeBOAbl, ONUcCaHus  anroputMoB WM nporpamm  3BM,
MPOEKTHO-KOHCTPYKTOPCKasa OOKyMEHTauus), TakTWibHble pyKogeNnbHble Uu3gaHus Ons  crenbiX WU
cnaboBuaswmnx. PykonncHele OKYMEHThI, BXOAsALWME B OMONMOTEYHbIE (hOHAbLI, SABMNSAKTCA COCTABHOW 4acTbio
ApxusHoro ¢oHaa Poccuiickon ®egepaumm n y4nTbIBalOTCA B COOTBETCTBUN C HOPMAaTMBHLIMU U NPaBOBLIMU
akTamu no yyeTy apXxvBHbIX JOKYMEHTOB U HacTosAwwmmM Mopsiakom.

3.1.1. KHurm v 6poLutopbl yYUTHIBAKOTCH B 9K3EMMNIISipax U Ha3BaHUAX.

Kak oTaenbHbIN 9K3eMnsp 1 Kak oTAeNbHOE Ha3BaHMe yYNTbIBAKOTCS:

Kakgoe oTaenbHoe usganue (KHura, opoldtopa);

Kaxkgoe BxoAsdlee B KOHBOMIOT U3daHue;

KaXabli OTAENbHbIA TOM (BbIMYCK, YacTb) MHOrOTOMHOTO M3AaHus, UMELLNA NHANBMAYaNbHOE 3arnaBsue;

Kaxkgas n3 6poLutop, BbiMyLLEHHbIX B 00beAMHAIOLLEN MX M3OATENLCKOM Nanke, 06NoXKe, MaHXeTKe;

Kakgas KHura unm 6polutopa, BXoaswasi B KHUXKHYK Cepuio (HyMEpOBAHHYIO UM HEHYMEPOBAHHYHO);

OTOENbHO W3LaHHble MPUITOXKEHUS K KHWram u Gpoliopam, uMmerowune MHOUBMAyanbHOE 3arnaBve U
CaMOCTOATENbHOE 3Ha4YeHue.

3.1.2. [JOKyMeHTbI, BbINOSNIHEHHbIE PeNbedHO-TOYEYHbIM LWPUdTOM (Wpndtom bpanns), yuyntbiBaloTca B
aK3eMnnspax 1 Ha3BaHUsX.

OK3eMNNspoM A8 JaHHOIO BMUAa U34aHUNA SIBNSAETCA KaXK4as N3 KHAT KOMMNeKTa, 00beaMHEHHbIX 0OLLUM
Ha3BaHVEM.

Kak ogHO Ha3BaHWe y4nTbiBaeTCA KOMMMEKT U3AaHUSA, HE3aBUCUMO OT YMCIa BXOOALLMUX B HEFO KHUT.

3.1.3. 2)KypHanbl 1 npoaomxarowmecs n3aaHus y4nTblBalOTCA B 9K3EMMNSAPax N Ha3BaHUSIX.

3K3eMnnsapoM cUMTaeTcss HOMep, TOM, BbIMYCK, U34aHHbIe MO OTAENBHOCTMY, @ TAaKKE KOMMMEKT HOMEPOB,
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TOMOB, BbINYCKOB, NepensieTeHHbIX B OAMH BIOK M34aTenbLCTBOM.

Kak ogHO HasBaHWe y4WTbIBAETCHA KOMMMEKT HOMEPOB, TOMOB, BbIMYCKOB, 0OOpa3yloLMX OTAENbHYIO
€OVHULY C OTNNYMTENbHbIM 3arnaBuem. Npy M3MeHeHMM 3arnaBusi HOBOW YYETHOW eOUHULEN cuMTaeTcs
n3gaHune, ecnn n3MeHeHe BHECEHO B NepBbie NATL COB 3arnaBus.

Meprogmnyeckne NpUNoXeHUs K XKypHanam, BbIXOOSALIME CaMOCTOSTENbHO, MMeKLMe UHANBMAYanbHoe
3arnaBue N cobCTBEHHYIO HyMepauuio, yYNTLIBAOTCA Kak OTAENbHbIE 9K3eMMNNAPbl U OTAEeNbHbIE Ha3BaHUS.

Kaxpgasi cepusi NpopornkalolLerocs mM3gaHus, MMerollasl UHaAMBUAyanbHoe 3arnaBue UM COOCTBEHHYHO
HyMepaLMIo BbIMyCKOB, y4YMTbIBAETCS Kak OTAENbHOE Ha3BaHuWe.

Kaxgbln caMocTosTENbHBIA TOM (BbIMYCK) NPOOOITKAOLErocs U3gaHus yYuMTbiBAETCS Kak OTAeNbHoe
Ha3BaHwue.

3.1.4. Ma3eTbl yYMTbIBAKOTCA B rO40BbIX KOMMIIEKTAX U HA3BaHUSAX.

Kak oaHO Ha3BaHWe y4MTbIBAaEeTCs KOMMMEKT raseT, 06pasyolmx oTAeNbHY0 eanHNULY C OTNIMYUTENBbHBIM
3arnasuem. lNpn n3meHeHun 3arnaBusi HOBOW YYETHOM €OMHULIEN cuYMTaeTcd WusgaHue, €ecnu U3MeHeHue
BHECEHO B NepBble NsATb CIIOB 3arnaBus.

OpaHoaHeBHble (pa3oBble) ra3eThl YYMTHIBAKOTCSA B 3K3eMnsspax (HoMep, BbiMyCK) U Ha3BaHUSIX.

OTaenbHO u3gaHHble Nepuognyeckme NPUITOKEHUs K rasetam, MMeKLWme WMHOMBUOYanbHOE 3arnaBve U
COOCTBEHHYO HYMEpaLUIO, YYMTbIBAKOTCS CaMOCTOSATENbHO.

3.1.5. somsgaHusa (anbboMbl, KOMNNEKTbl, OTAENbHbIE NUCTOBbIE U3AaHMs) U penbedHo-rpaduryeckmne
nocodus ans cnenbix 1 cNadboBUASLLNX YYUTHIBAKOTCS B 9K3EMMNISIPaX U Ha3BaHUSX.

Kak oTaenbHbIi 9K3eMMNsp U OTAENbHOE HasBaHMEe Y4YUTbLIBAETCS KaXAbl JIUCT (BbINyCK) cepun
n3onsgaHuii, He o6beaNHEHHbIE N34AaTENbCKON Narnkon (00M0XKKON, MaHXETKON).

JlnctoBble wu3pgaHusa, obbeAMHEHHble n3gaTenbCckon nankon (OBNMOXKOW, MaHXeTKoW, 0bepTKown),
YUMTBIBAKOTCS KaK OAMH SK3EMMMSAP U OOHO Ha3BaHue.

3.1.6. HOTHble n34aHMsa yunTbiBaOTCA B 9K3EMMMsipax U Ha3BaHMUAX.

Kak oTaenbHble 3Kk3eMnnsapbl U OTAENbHbIE HA3BaHUSA YYUTbLIBAKOTCS:

CaMOCTOATENbHbIE HOTHBIE U3A4aHUsA, 00beAMHEHHbIE B OQHOM nepenneTte (KOHBOMOTE);

oTAenbHble NapTum (rofioca) n napTuTypa (Knaeup), M3gaHHble pasgerbHo.

Kak oguH 3K3eMnnsip 1 0gHO Ha3BaHUE yYNTLIBAKOTCA:

oTgenbHble naptTumn (ronoca), obbeauHEHHbIE C NapTUTYpor (KNaBMpoM) B OAHOM U3daHMKU, a Takke
napTum, 06beAnHeHHbIe U3gaTenbCkon nankow (06noxkon).

3.1.7. KapTorpaduyeckme nsgaHnsa yuuTbiBaloTCS B 9K3eMNNApax N Ha3BaHUSIX.

Kak oTaenbHbI 9K3eMnnisp 1 0TAENbHOE Ha3BaHWE YYUTLIBAKOTCS:

aTtnachbl, COCTOsILLNE N3 OTAESNbHbIX HYMEPOBAHHLIX UM AAaTUPOBAHHBLIX BbIMYCKOB;

KaXkabI BbIMYyCK CEPUNHONO M3fgaHus KapTbl Unn atnaca.

Kak oguvH ak3emMnnap M OAHO Ha3BaHWE YYUTbIBAETCHA KapTa, W3gaHHasi Ha HECKONbKMX JnucTax
(nognexalymx cknerike), 06 begMHEHHbIX OOLLMM 3arnaBuem.

MHOroToMHble (MHOronUCTOBbLIE) KapTorpadmyeckme w3gaHusl, obbeguHEHHble OOLMM  3arnaBUEM,
YUUTBIBAKOTCA MO KONMYECTBY TOMOB U OAHOMY Ha3BaHWIO.

OTaenbHO usgaHHble, HO HE NMEIOLLIME CaMOCTOSITENIbHOMO 3HAYEHNs1 KapTorpaduyeckne NpUIoXeHus K
pasnuyHbIM M3gaHuaMm (KHMram, Gpolutopam, XypHanam) Y4YMTbIBATCs €4MHbIM KOMMIIEKTOM C  OCHOBHbIM
n3gaHmem.

3.1.8. HopmaTuBHO-TEXHMYECKNE N TEXHNYECKUE JOKYMEHTbI (MaTEHTHbIE JOKYMEHTbI, TUMNOBbIE MPOEKTbI
N YepTexu, Katanorm MpOMbILLNIEHHOTO 00OpyAOBaHUS W M3OENUA, HOPMaTUBHbIE [OKYMEHTbI MO
CTanJapTu3aumm, TEXHUYECKME YCMNOBUS, PYKOBOASLLME JOKYMEHTBI M NpaBuna) y4nTbiBaOTCA B 3K3eMMNspax 1
Ha3BaHUSAX.

Kak ogmH 3K3eMnnsip M OQHO Ha3BaHME YYUTbIBAOTCA CTaHOapThl M Katanorn MpOMbILSIEHHOIO
o6opyaoBaHUA 1 N3OeNnin, BeiNyLLEHHbIE B 00beANHSIOLWEN UX U3gaTenbCckon nanke (0bnoxke) npyu Hanuyuu
Ha nanke obLLen LieHbl, coaep>KaHnsa BCEro U3fgaHng, eAnHbIX BbIXOOHbIX AaHHbIX.

Kak oTaenbHbIn 3SK3eMnnsap W OTAENbHOE Has3BaHMe YYUTbIBAKOTCA CTaHgapTbl W KaTanoru
NPOMBbILLIEHHOrO 060pyAOBaHMA N U3OENUA, ApyrMe crneuuanbHble Buabl OOKYMEHTOB, BbiNyLlEHHbIE B BuAe
OTAENbHBIX JIMCTOB, €CNN KaXadbli M3 HUX UMEET CBOWU BbLIXOAHblE OaHHbIEe, LEHY, TUpaX, OaXe ecnivi OHU
06beauHEHbI O4HON U3gaTenbCcKkor nankor (06n0XKon).

3.1.9. HeonybnukoBaHHbIE 4OKYMEHTbI y4MTHIBAIOTCSA B SK3EeMMspax U Ha3BaHUSX.

Kak oanH ak3eMnnsip 1 ogHO Ha3BaHUe yYUTbIBAOTCA:

OENoHNpOBaHHas HayvyHas pabota (KOMMNMEKT, COCTOSWMA M3 OBYX 3K3eMnnspoB paboTbl) U
CONPOBOAUTENbHbIE JOKYMEHTHI;

HeonybrIMKOBaHHbIE AOKYMEHTbI, COPOLUIOPOBaHHbIE U CoAepKalLMecs B OTAENbHOM narke.

[ns KOHCTPYKTOPCKOW AOKYMEHTauun efuHuLEen yyeTa SABRASETCA 4YepTeXx WM MNOSHbIN  KOMMMEKT
KOHCTPYKTOPCKMX AOKYMEHTOB, OTHOCALLMXCA K OQHOMY n3aenmio (06bekTy).
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3.1.10. OGHoBNsIeMOe nevyaTHOE W34aHUE Y4YUTBIBAETCA KakK OTAeNlbHOe Ha3BaHWe W OTAENbHbIN
3K3eMNNsap Npy NepBUMYHOM MOCTYNNeHun B Gubnuoteky. lMocnepywowme nocTynneHus BKNagHbIX JMCTOB,
npeaHasHayYeHHbIX Ans JOMNONTHEHWST UM 3aMeHbl COOTBETCTBYIOLLIMX JIMCTOB B U34aHUW, OTAENbHOMY y4eTy He
noanexar.

3.1.11. dakcMmMunbHOE n3gaHue yunTbiBaeTCs Kak opurnHar.

3.2. AyanoBsusyaribHble JOKYMEHTHI

K ayguoBuayanbHbIM OOKYMEHTaM OTHOCATCS (POHOLOKYMEHTbI, BWMOEOAOKYMEHTbI, (POTOLOKYMEHTbI,
KMHOOOKYMEHTBI.

3.2.1. EguHnuamm yyeta ooHaa ayamoBu3yarnbHbIX JOKYMEHTOB SBSATCS 9K3EMMMSP U Ha3BaHUe.

Kak oTAaenbHbIN 9K3eMMsp y4MTbiBalOTCS:

ONCK - AN rpaMniiacTUHOK;

KaTyLlka, kacceTa unm 606uHa - 4Na MarHUTHbIX (hoHorpamm;

KacceTa - Anst BUAeO40KYMEHTOB;

Kaap - Ans hoTOAOKYMEHTOB (4Mano3nTMBOB, Cranaos);

©600vHa - 4ns KMHOUINbMOB.

Kak ogHO Ha3BaHve yunTbIBaOTCS:

OTAENbHO BbINyLLEHHasl rpamMmnnactuvHKka, kacceta nubo komnnekt (anbbom) rpamnnacTMHOK, Kaccer,
006beAMHEHHbIX 0BLLMM Ha3BaHMEM;

MarHMTHasi ooHOorpaMma Ha OHOM KaTyLlke (kacceTe), MarHMTHas poHorpaMmMa Ha HECKOMbKMUX KaTyLLKax
(kacceTax), 06beAUHEHHBIX OOLWUM Ha3BaHUEM;

OTOENbHO W3OaHHbIN (POHOAOKYMEHT WM KOMMEKT (POHOAOKYMEHTOB, OOBbeAMHEHHbIX ObLWwum
3arnaBuewm;

KMHOMUNbM, AMadunbM He3aBMCUMMO OT YMCNa COCTaBMSIOWMX YacTel UNu KagpoB (Ons KOMMekTa
OnanosvT1BOB).

3.2.2. AyavoBusyarnbHble [OOKYMEHTbI, SBAAIOWMECA MPUINOXKEHMEM K Pas3NNYHbIM - M3OaHWAM U
BbIMOSHSAIOLLME CAMOCTOATENbHbIE (PYHKUUKM, a Takke ucrnornb3yemble B paboTe oOTAenbHO OT OCHOBHOMO
n3gaHus, MOryT YyYNTbIBATbCSA Kak OTAENbHbIE 3K3eMMNNSAPbI.

3.3. [lokyMeHTbl Ha MUKpodopmax

K nokyMeHTam Ha MUKPOopMax OTHOCATCS MUKPOUNbMbI U MUKPOULLIN.

3.3.1. EauHuuamm yyeta OKYMEHTOB Ha MUKPOOpMax ABMSIOTCA 9K3eMNNAP U Ha3BaHue.

OK3eMNNapoM Ans JOKYMEHTOB Ha MUKpodhopMax SBAAKTCA: PYNoH - Anst MUKPOUNbMOB; uwa - Ans
MUKpOOMLL.

Kak ogHO Ha3BaHWe yuuTbiBaeTCA KOMMIEKT MUKPOMUIBMOB MM MUKpOdUL, OBbeaMHEHHbIX 0BLWKM
3arnaBmeM, He3aBMCMMO OT YMCNa COCTaBMSALUX YacTen.

3.3.2. O6wmii 06beM boHAa OOKYMEHTOB Ha MWUKpPOhopMax YYMUTLIBAETCA MO KONMMYECTBY PYMOHOB U
oL, BKIOYASA KOMMM pasHbIX MOKONEHUN (apXMBHbIE/pe3epBHbIE U NOMb30BaTENbCKUE).

3.4. ONeKTPOHHbIE 4OKYMEHTbI

K 9neKkTpoHHbIM [OOKYMEHTaM OTHOCATCS [AOKYMEHTbl Ha CbEMHbIX HOCUTENAX (KOMMaKT-OUCKM,
drnew-kapTbl); OOKYMEHTbl, pasMellaeMble Ha >XEeCTKOM JAucke KommnbiloTepa (cepBepe) 6Gubnuoteku wu
OOCTyrNHble NoMb3oBaTensM u4epe3 WHMOPMALMOHHO-TENEKOMMYHUKALUMOHHbIE CceTu (Janee - ceTeBble
rnokanbHble [OOKYMEHTbI); AOKYMEHTbl, pa3MellaeMble Ha aBTOHOMHbIX aBTOMATM3UPOBAHHLIX pPabo4mx
CTaHUMsX OMGnuoTekn (ganee - WHCTaNNMPOBaHHbIE OOKYMEHTbI); AOKYMEHTbI, pasMelleHHble Ha BHELUHUX
TEXHUYECKNX  CpedcTBax, nonyvyaemble  Gubnmotekon BO  BpPEMEHHOE nonb3oBaHne yepes
WH(POPMALIMOHHO-TENEKOMMYHUKALIMOHHbIE CEeTU Ha YCNOBMAX [OroBopa, KOHTpakTa, JIMLUEH3MOHHOrMO
cornalleHuns ¢ npomssoantTenammn nHgopmaumm (ganee - ceTeBble yaaneHHble JOKYMEHTbI).

3.4.1. EauHuuamm yyeTta 9neKTPOHHbIX JOKYMEHTOB Ha CbEMHbIX HOCUTENsX SABMASKTCS 3K3eMnnsp u
HasBaHue.

3.4.1.1. Kak oToenbHbI 9K3eMMISIP YYNTBIBAETCS KaXKabli aBTOHOMHbIN OOBbEKT (KOMMaKT-AMCK).

Kak oTgenbHble 3K3eMNAspbl MOTYT YYUTbIBATLCS NPUIOXKEHUS K Pa3fnMYHbIM U34aHWAM, BbINOMHSAOLWME
camocTodATenbHble PYHKUUK, a TaKkKe UCMOoNb3yemMble B paboTe OTAENbHO OT OCHOBHOIO U3OaHUA.

Kak oTaenbHble 3K3eMNNAPbl HE YYUTLIBAKOTCA KOMMAKT-AUCKN, €CNU OHU NpeacTaBnsaoT cobow BKnagky
(BNOXeHWe) B U3gaHne Unm ero HeoTbeMnemMoe npuUnoXeHue.

3.4.1.2. Kak 0gHO Ha3BaHWe y4nTbIBalOTCA:

OTOENBbHO BbIMYLLEHHbIN KOMNAKT-AUCK;

KaXXOdbll KOMMAKT-OMCK, BXOASALWMNA B HYMEPOBAHHYID WM HEHYMEPOBAHHYID CEpUI0  3NEKTPOHHbIX
n3gaHuim;

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

www.consultant.ru CrtpaHuua 4 13 9


http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun o1 08.10.2012 N 1077
"O06 yTBepxxageHun MNMopsgka ydeta AOKYMEHTOB, BXOOALLMX B
coctaB BGUBIMOTEYHOTO. ..

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 08.04.2015

KOMMMNEKT KOMMNaKT-AUCKOB, 06beAMHEHHbIX OOLLIMM Ha3BaHNEM;

n3gaHHble B Ka4YeCTBE CaMOCTOATENbHbIX M3OaHWA MPUMOXEHUs K M3gaHusMm nwodoro apyroro BuAa,
nMetoLme cobCcTBEHHOE 3arnaBne 1 Aonyckawwme ux ucrnornb3oBaHne 6e3 obpalleHns K OCHOBHOMY M3OaHUIo.

3.4.1.3. B gokymeHTax Ha chrnelu-kaptax kKak OAMH 3K3EMMMAsip U OOHO Ha3BaHWE YYUTbIBAETCH Kaxaoe
LLeNIoCTHOE Npou3BeSeHne, MMetoLLIee CaMOCTOATENbHOE 3arfnaBue.

3.4.2. EgMHuyamm yyeTa ceTeBbIX JIOKanbHbIX U MHCTaNfMPOBAHHbIX LOKYMEHTOB SABMSANOTCS 3K3eMnnsap
(ycnoBHas eamHuLa yyYeTa) U Ha3BaHue.

Kak ogHO Ha3BaHWe y4MTbIBAETCS LIENTOCTHOE MPOM3BEAEHMWE, MMEIOLLEE CaMOCTOATENbHOE 3arnasue,
BHE 3aBUCMMOCTM OT ero npegcrtaBnennsa. Kak ogHa egvHuMua y4uThiBAETCS MOMOSTHAEMbIA U OOHOBMSIEMBIN
3MEKTPOHHbIN JOKYMEHT.

3K3eMnnsapoM ABNSIETCA AOKYMEHT B onpefeneHHoM coopmaTte XpaHeHus unu npegcraeneHus. dopmatol
OLHOWN N TOW e eANHWLIbI KOHTEHTA YYNThIBaOTCSA OTAENBHO.

3.4.3. EauHnuamu yyeta ceTeBbIX yaaneHHbIX OOKYMEHTOB SIBRSIIOTCA 3K3eMnnsp (yCroBHas eauHuua
yyeTa) n Ha3BaHue.

Kak ogunH ak3emMnnsap 1 04HO Ha3BaHWE YYUTLIBAETCH KaXKAbIN NMONTHOTEKCTOBLIA 3ITEKTPOHHbIN JOKYMEHT,
MMELLNA CaMOCTOATENBHOE 3arnaBune, BKITHOYEHHbIN B MAKeT, K KOTOPOMY O)OPMITEHO MpaBO AOCTyNa y €ro
nponssogutens. Kak ogHa egMHuua yunTbiBaeTCcs NOMOSTHAEMbIN Y OOHOBISAEMbIN 3NEKTPOHHBIN JOKYMEHT.

IV. YyeT noctynneHns JOKyMEHTOB B GUONMoTeYHbIN hoHA

[oKkymeHTbl nocTynatoT B 61BnmoTeky n BKNOYalTCa B OMONMOTEYHbIN (hoHA B pesynbTaTe MoCTaBKu
obsszaTtenpHoOro ak3emnnspa, NOKyrnkn (noAmuckyM, oBmeHa, [apeHusi, MNOXepTBOBaHUSA, KOMMPOBAaHUSA
opurnHanoB 13 dhoHaa GubnuoTtekn).

4.1. JokyMeHTbl NPUHMMAIOTCHA MO MEPBUYHLIM YYETHBIM AOKYyMEeHTaM (HaknagHasi, akT), BKIoYaloLmMm
CMUCOK NOCTYNMNEHUN.

4.1.1. Tpuem AOKyMeHTOB, MocTynawmnx B 6ubnmoteky 6e3 nepBMYHbIX AOKYMEHTOB Ha Ge3BO3Me3HOM
OocHoBe (obsizaTenbHble  3K3eMNNspbl, AEMNO3UTHble  3K3eMNNSaApbl  MEeXAYHapOoOHbIX  OpraHv3auun,
6e3B03Me3aHbIe NOCTYNMAEHNS N3 HEU3BECTHLIX U aHOHWMHbBIX MCTOYHMKOB), OHOPMIISAETCA akTOM O npueme
OOKYMEHTOB.

4.1.2. Npuvem JOKyMEHTOB, NOoCcTynawLwmx B 6ubnmoTeky OT topuandeckoro, usM4eckoro nuua B Buae
Japa C ykasaHveMm ero HasHadyeHusi Ansi nonorHeHust 6ubnuoteqHoro coHaa, odopMnsieTcsa [LOroBOpPOM
NnoXXepTBOBaHUSA B COOTBETCTBUM C ['paxaaHckum kogekcom Poccuinckon ®epepauunm (cT. 574, 582) <1>.

<1> MpaxpgaHckmi kogekc Poccunckon depepaummn. Yacte BTopas ot 26 aHB. 1996 r. N 14-03 // Cobp.
3akoHogartenbcTBa Poc. Pegepaumm. - 1996 r. - N 5, c1. 410. - C. 1110 - 1296.

4.1.3. Npuem SOKYMEHTOB OT YnTaTenen B3amMmeH YTEPSAHHbIX U NMPU3HAHHBLIX PABHOLEHHBIMU YTpaYeHHbIM
ohopMnsieTcs akToM O NPUEME LOKYMEHTOB B3aMeH YTepsHHbIX. B akTe ykasbiBaeTca chamunus, vHuumnansl
ynTaTens, ceedeHust 00 yTepsHHbIX M3AaHUSAX (PErMcTpaumMoOHHBIA HOMep, KpaTkoe ©Oubnuorpaduyeckoe
OonucaHue usgaHus, LieHa), CBegeHuUs O MPUHATBIX n3gaHnsix (kpaTtkoe mbnmorpadmnyeckoe onnucaHne nsgaHus,
LeHa), nognucu YmtaTens u NpMHMMaroLwen CTOPOHBI.

4.2. OueHka CTOMMOCTU NEPUOAMYECKNX U3aaHNA, NOCTYNaLWmx B 6MBnmMoTeky Ha BpEMEHHOE XpaHeHue,
He NPon3BOANTCS.

4.3. lokymeHTbI, NocTynatowme B 6MONMoTeky, noanexaTt CyMMapHOMY y4eTy.

4.3.1. CBegeHus 0 BKMNoYaeMbix B 6UbNMoTeYHbIN oHO JOKYMEHTax %)VIKCI/Ipy}OTCFI B KHUIE€ CyMMapHOro
yyeTa bmbnmoTeyHoro poHaa nnv B ApyroMm Buae perncrpa cornacHo

Pervctpbl cymmapHOro y4veTta [OOMKHbl MMETb 3arofloBOYHble [aHHble: HauMeHOBaHWe PerucTpa,
HaVMeHOBaHWe opraHusauuu, nogpasgeneHunsi. B pervctp BNUCLIBAOTCSA AaHHble O MOCTYNUBLUEA NapTuM
JOKYMEHTOB: JaTa M NopsaKOBbIA HOMepP 3anncy (MopsaKOBbLIA HOMEP 3amnMcy eXerogHo HaduHaetcs ¢ N 1),
WCTOYHWK MOCTYMMEHNsi, HOMEp W JdaTa MepBUMYHOIO0 Y4YETHOro [OOKYMEHTa, KOMMYECTBO MOCTYMUBLUMX
OOKYMEHTOB U CTOMMOCTb.

4.3.2. CyMmmapHbI y4eT MOCTYMNSEHNS] 3MNEKTPOHHbIX CETEeBbIX JIOKanbHbIX [OOKYMEHTOB BedeTcs B
3NEKTPOHHOM peecTpe B COOTBETCTBMM C Nokasdatenamu n. 5.3.1, ¢ ykasaHmem gaTtbl 3arpysku MOCTYnneHun B
cucTemy.

4.3.3. CyMMapHbIA y4eT MOCTYMIEHNs] SNMEKTPOHHBLIX CEeTEBbIX YyAaneHHbIX [OOKYMEHTOB BedeTcsl B
3MIEKTPOHHOM pEeecTpe C OTPakeHMEM CrnefyrLliMx nokasartenen: Aatbl M MNOPSOKOBOro HOMepa  3anuvcy,
PEKBU3MTOB JIMLEH3MOHHOIO AOroBopa (Has3BaHMs M HOMepa OOKYMEHTa, CPOKa ero OewncTBus, CTOMMOCTW),
KonunyecTtBa 6a3 AaHHbIX (MAKETOB) M BKIMOYEHHBIX B HUX Ha3BaHWMN.

Mpu nogcyeTe cymMMapHOro KonmMyecTBa Ha3BaHUIM UCKITKYaoTCa AyOnupyowmMecs HasBaHUA B MakeTax
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Ha ogHoW nnatdopme.

4.4. [IokyMeHTbl, NOArOTOBMEHHbIE K NpueMy B OMONMOTEYHbI OOHA, MOOBEPrawTCs NEepBUYHOM
o6paboTke 1 MHAMBUOYaNbHOMY YYeTYy.

4.4.1. \nguBmnayanbHbIA y4eT JOKYMEHTOB OCYLLECTBNSAETCA MyTEM MPUCBOEHMS KaXOoOMy 3K3eMnnsapy
OOKyMEHTa PEerncrpaumMoHHOro Homepa, MHOro 3Haka B KayecTBe PEerncrpaumoHHOro Homepa (CUCTEMHOrO
HOMepa KOMMbIOTEPHOW NpOrpaMmsbl, LWITpUX-koda u Apyrux). VHAMBMAyanbHbI HOMep 3akpennsieTcs 3a
JOKYMEHTOM Ha BCe BPeMS ero HaxoxaeHus B ooHae 6nbnmoTtekn. PerncrpaunoHHble HOMepa WCKITHYEHHbIX
13 ooHAa JOKYMEHTOB HE NPUCBaNBAKOTCA BHOBb NPUHATHIM LOKYMEHTaM.

PervctpaunoHHble Homepa NPOCTaBMATCS HENOCPEACTBEHHO HAa AOKYMEHTAxX U OTpaXKakTCsl B perucrpe
WHAMBUOYanNbHOrO yyeTa JOKYMEHTOB, NPUHATOM B bubnunoreke.

Pernctpbl nHgMBuAyaneHOro y4eta AOMKHbl MMETb 3arofioBOYHbIE [AHHbIE: HAaUMEHOBaHWE PEerncTpa,
HanMeHoBaHMe opraHuM3aLumu, CTPYKTYpPHOro nogapasgeneHusi. B pernctp BAMCbIBaOTCA AaHHbIE O  KaXaoMm
OOKYMeHTe: faTa 3anncu B perucTpe, pPerycTpaumoHHbIi HOMep, KpaTkoe 6ubnuorpaduyeckoe onucaHue
OOKyMeHTa (aBTop, 3arnaBve, TOM, YacTb, BbIMYCK, MECTO W 04 M34aHus), LeHa AOKYMEHTa, ykasaHHasl B
CONPOBOANUTENBHOM AOKYMEHTE.

4.4.2. VHguBuayanbHbl yd4eT nNepuoauMyeckux wusgaHui BedeTcs B PermcTpaumMoHHON KapToTeke
NepMoaNYECcKUX U3LaHUN, NpeaHasHayYeHHoW AN ydeTa KaKA4oro HasBaHMS M KaKOoro ak3emnnspa, wunu B
aBTOMaTU3NpPOBaHHOM Ba3e AaHHbIX.

[ns nepMognyecknx n3gaHuin B KadecTBe PErmcrpaLyoHHbIX HOMEPOB MOryT WCMOMb30BaTbCsA Ntobble
NMOEHTUMVKALNOHHBIE HOMEPA: CUCTEMHBIA HOMEP B aBTOMaTU3MpOBaHHOW 0a3e AaHHbIX, PerMcTpauyOHHbIN
(MOpsIAKOBLIV) HOMEP 3anMcK B PErMCTPaLMOHHON KapToTeke.

4.4.3. \HguBugyanbHbI yYeT JOKYMEHTOB, UMEILWNX B CBOEM OGOPMISIEHMM AparoueHHble MeTanmbl n
(nnn) gparoueHHbIe KaMHU U OTHECEHHbIX K KaTeropum cerdoBOro XxpaHeHusi, OCYLLLECTBISIETCS B CreLManbHOM
perncTpe, B KOTOPOM, KpPOME TpPagULMOHHbLIX MoKasaTenen, AaeTcs OnucaHue BHELIHEro odgopMIieHUs
JokymeHTa. KaxabIn NUCT pernctpa ConpoBOXAaeTCsl MTOrOBOM 3anmncbio C yKa3aHWeM AaThl €e COCTaBneHus u
KOnvM4ecTBa ONMUCaHWIA Ha NNCTE.

4.4 .4. B peructpax MHOMBMAYanbHOro yyeTa B MPUMEYaHNSIX YKa3biBAETCA HanMume v BUA NpuUoXeHms K
OCHOBHOMY JOKYMEHTY, @ Takke OCODEHHOCTM 3K3eMMmsipa LEHHbIX U PeAKUX JOKYMEHTOB (Hanpumep, Hanmdme
YHVKanbHOro nepennerta, MapruHanuin, gedektos 1 T.0.). [pyn HanuumMm nacnopTa AOKyMeHTa JaeTCs OTCbIfKa K
Hemy. B npumedaHusix MOXeT yKa3blBaTbCs NPUHAANEXHOCTb JOKYMEHTA K KaTeropmm KHUXKHbIX NaMATHUKOB.

4.4.5. \nauemnayanbHbI YYeT SNeKTPOHHbIX CeTEBbIX MOKarbHbIX JOKYMEHTOB OCYLIECTBNAETCHA MyTem
BBoAa B 0a3y [OaHHbIX MeTauHdopmauum o 3arpy3ke [OOKYMeHTa B  SJIEKTPOHHyH Oumbnuvoteky c
aBTOMAaTUYECKMM MPUCBOEHNEM UAEHTUHUKALMOHHOIO (CUCTEMHOrO) HOMEpa KaXaoMy JOKYMEHTY.

4.4.6. HouBunayanbHbl yd4eT 9MNeKTPOHHbIX CeTeBbIX YyAaneHHbIX [OOKYMEHTOB OCYyLWeCcTBRAseTca B
3NEKTPOHHOM BuAe nyTeM perncrpauumn 6a3 gaHHbIX (naketoB) 6e3 NpUCBOEHMS MM PermcTpaLmMoHHOro Homepa.

B peectp wHOMBMAOyanbHOro yyeta CceTeBbIX YyAaneHHbIX [OOKYMEHTOB BKMHOYAKTCA OCHOBHbIE
XapakTepucTukn 6asbl aHHbIX (MakeTa): onucaHue 6asbl AaHHbIX (Ha3BaHWe, NPoM3BOAMTENb, nnartdopma u
(urn) agpec Bxoda), CPOK OKOHYaHWsi MpaBa AOCTyMa, KONMMYEeCTBO HasBaHWA, BXOAAWMX B 6a3dy [AaHHbIX
(nakeT).

B konn4ecTBO Ha3BaHMM BkItoYaeTCcs obLee KONMYeCTBO MOSTHOTEKCTOBLIX JOKYMEHTOB (KHUT, XKypHarnoB,
raset, NaTEHTOB, CTaHAAPTOB U OPYrUX AOKYMEHTOB, yuYMTbiBaeMbix B Oubnvoteke). He BkrnovaoTca B 37O
KONM4YecTBO JOKYMEHTbI, KOTOPble OObIYHO HE M3[Aa0TCA OTAENbHO B NeYaTHoM hopmMaTe, TakMe Kak npodunu
KOMMaHWI, cTaTUCTUYECKME TabnuLbl, aHanNnUTUYecKMe maTepuanbl MapkeTuHra. [ina 6a3 gaHHbIx (NakeToB), He
cofepKaLlmx NofIHOTEKCTOBBLIX JOKYMEHTOB, B PEKBM3UTE "Ha3BaHMe" NPOCTaBseTcs eauHmLa.

4.5. lokymeHTbI, BKIto4YaeMble B hoHa Bubnmnoteku, Mmapkmpytotcs. [Npyn aToM MOryT 6biTb  MCMOMNB30BaHbI
LWTEMMNENW, KHWKHbIE 3HAKW, WHAMBWAOYyalbHbIE LUTPUXOBbIE KOAbI, ApyrMe BuAbl MapKMpoBkn. OCHOBHbIE
TpeboBaHusi, KOTOpble AOMKHbI COBNOAATECS MPU MapKUPOBKE [OKYMEHTOB: OOO3HayeHne MpuUHALNEeXHOCTH,
3CTeTuKa, 4ONrOBEYHOCTb MapKMPOBOYHOrO 3HaKa, COXPaHHOCTb TEKCTAa UMW APYron 3HaKoBOW MHGOpMaLUK.

4.6. Ha gokymeHTax, ABRsOLNXCS NPUTOXEHUEM K OCHOBHOMY HOCUTEMIO N €0 HEOTHEMIIEMON 4acTbio,
NPOCTABMSOTCA TE e PEKBU3UTLI, YTO N HA OCHOBHOM [IOKYMEHTE.

4.7. ONeKTPOHHbIE CeTEBbIE NOKanbHble LOKYMEHTbl M 3NIEKTPOHHbIE CETEBble YyAareHHble OOKYMEHTbI
NMOEHTUPULMPYIOTCA cneunanbHbIMU NPOrpamMmMHbIMU CpeacTBaMMU.

4.8. Ha npuHATBIX NEPBUYHBIX YYETHbIX OOKYMEHTax MpoM3BOAUTCA 3anucb, MOATBepXAawllasi, u4To
NOCTYNUBLUWE [OKYMEHTbl MPUHATBI B BUBNUOTEYHbIN OHO Kak B 0ObEeKT 0Cco60 LIEHHOro ABWXUMOrO
nmyuiectsa (ganee - OLAN) nnm kak B 06BbEKT MHOTO ABMXMMOrO UMyLLECTBa.

4.9. TllepBuyHble y4yeTHble [OOKYMEHTbl, MOATBEPXAaloWMe akT MoCTynneHus, nepejawTca B
OyxranTepuio 4ns BKIIOYEHUS B y4eT BubnmoTeyHoro goHaa.

4.10. ExxekBapTanbHo, Npu ycrioBun mnameHeHust coctaesa OLN, ceepeHuss o6 obliem konmnyectse wu
CTOMMOCTU JOKYMEHTOB, BKITHOUYEHHbIX B COCTaB 6MbnnoteyHoro ooHaa kak o6bekT 0cobo LIEHHOro ABUXKUMOIo
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UMyLLeCTBa, NepegaloTcs yYpeauTenio.
V. YyeT BbIObITUSA JOKYMEHTOB 13 61BnMoTeYHoro doHaa

[okymeHTbI BblGbIBAOT U3 GUGNIMoTEUHOro hoHAa B CBA3U C (DM3NYECKOM YyTPpaToOM MM YacTudHoW nnbo
MOMNHOM yTpaTon NOTpPebuTenbCkMx CBOWCTB. BbiObiBaloLimMe OOKYMEHTbl UCKM4YalTca u3 6ubnuoteyHoro
hoHAa M CNUCLIBAOTCS C BO3MOXKHOCTBIO NocneayoLLen 6e3803mMe3gHON nepegayn B gpyrme ubnuotekn nmdo
peanv3auuu.

5.1. WUcknioyeHne [OKyMEHTOB M3 GubnuoTeyHoro doHga [onycKaeTcs Mo cnegylwuyMm  npyuyvHaM:
yTpaTa, BETXOCTb, Ae(PEKTHOCTb, YCTapenocTb N0 cogepXaHuio, HeNPOMUNbHOCTb.

HenpodhunnbHOCTE OOKYMEHTOB YCTaHaBNMBaETCs Ha ocHoBe [lpodunsa KomnnekrtoBaHust ooHOa wunu
WMHOro HOPMAaTMBHOMO OOKYMEHTA, YTBEPXKAaeMoro pykosoautenem énbnuoteku. No npuumHe HenpouneHOCTU
MOTYT UCKMtoYaTbCsa U3 hoHAA LOKYMEHTbI, HE KOMMEKTyeMble GUGNMoTeKkorn (Npu oTka3e OT KOMMSIEKTOBAHMUS
OTAENbHBIX KaTeropui LOKYMEHTOB), U3NWWHe AyOneTHble 3K3eMmMnspbl, 3aMeHeHHble 6onee MNomHbIMU Mo
COAEpXaHuio, NyYwmnMn no oopMIIEHNIO, (PU3NYECKOMY COCTOSIHMIO M3OaHUAMU; MO WCTEYEHMU CpoKa
XpaHeHnsi OOKYMEHTOB, NMPW HM3KOM YPOBHE 4YMTaTENbCKOrO CMpoca, Mpu HECOOTBETCTBUM 3MEKTPOHHbIX
OOKYMEHTOB TEXHMYECKOMY M NpOorpaMmHoOMy obecneyeHnto bnbnmorteku.

5.1.1. WcknoyeHne [OKYMEHTOB MO MNpuYMHaM YCTapenocTu Mo coaepXKaHuo, HenpounbHOCTU
(mManocnpaluvBaemble), a TakKe Mo NpuYMHaM BETXOCTU U OedEKTHOCTM He [OMNycKaeTCs MO OTHOLUEHUIO K
€OVUHCTBEHHbIM 3K3eMMsipaM AOKYMEHTOB NOCTOSAHHOIO (6eCCPOYHOr0) XpaHeHusl.

5.1.2. NckntoyeHrne JOKYMEHTOB, OTHECEHHbIX K KHWXXHBIM NaMATHUKaM, JOMYyCKaeTCs TOMbKO MO NpuynHe
yTpaTbl NPV YCNOBUKN OTPaXeHns MHAOPMaLMN O KHUXKHOM NaMsATHUKE B PeecTpe KHUXHbIX MaMATHUKOB.

5.2. BblbbiTHE AOKYMEHTOB U3 61ubnmoTeyHoro poHga odopmnsetTcs AKTOM O CNMCAHWMU UCKMOYEHHbIX
obbekToB BUbnunoTevHoro hoHaa (aanee - AKT o cnmcaHun) no copme (kog no OKY[ 0504144), ytBepxaeHHON
Mpukasom MuHdpurHa Poccum ot 15.12.2010 N 173H, 3apeructpupoBaHHbiM B MuHiocte Poccum 01.02.2011, N
19658.

B AkTe 0 cnucaHum oOTpaxalTcs CBEAEHUS O KONMYecTBE U oOWer CTOMMOCTU UCKIHoYaeMbiX
OOKYMEHTOB, yKa3blBaeTCH NPUYNHA UCKIIOYEHNST U HanpasrieHne BblObITUS NCKTOYaeMbIX JOKYMEHTOB.

5.3. K AkTy 0 cnncaHmu npunaraeTcs CNMCOK Ha ncknoyeHne obbektoB bnbnmoTteyHoro oHaa (ganee -
CMUCOK), KOTOPbIV BKNOYAET cnefyloLlmne cBeaeHNs: perMcTpaLMoHHbI HOMep U LUMAPP XpaHEeHUst OOKYMEHTa,
KpaTkoe bubnuorpacmyeckoe onmcanne, LeHy JOKYMEHTA, 3adUKCUPOBAHHYID B PErncTpe MHOUBMAYarbHOro
yyeTa AOKYMEHTOB, KO3 ULIMEHT NEPEOLIEHKM, LLIEHY MOCIE NEPEOLIEHKN M OOLLYH0 CTOMMOCTb MCKIHOYaEMBbIX
OOKYMEHTOB.

Ons neyaTHbIX [OOKYMEHTOB BPEMEHHOIO XpaHeHUs [OOMyCKaeTCs 3amMeHa CnMcKa  KHWDKHBbIMU
dhopmynapamum.

Ons pokymeHTOB, 06paboTaHHbLIX rpynnoBbIM (YNpOLWEeHHbIM) cnocoboMm, BMECTO Cnucka gaetcs
nepeyeHb permcTpauuoHHbIX HOMEpPOB, BU NCKMOYaeMbIX U34aHUN, UX KONUYECTBO.

5.4. K AKTy O cnucaHuvM no nNpuWYuHE yTpaTtbl M CMAUCKY MpuraralTcs OOKYMEHTbI, MOATBEPXAaroLime
yTpaTy (nosicHMTenbHas 3anucka, B Clyvae KpaXu WM XUWEHWs - MNPOTOKOM, akT, 3akKryeHue
YMOSTHOMOYEHHbIX OPraHoB, Npy BO3MeLLeHUN yulepba - PMHaAHCOBLIV AOKYMEHT O BO3MELLeHUN yuiepba).

BosmelleHne yntatenamu ywepba gonyckaetcs B (popme 3aMeHbl yTEPAHHOTO AOKYMEHTa PaBHOLEHHBIM
nnbo nyTem aeHexHon komneHcauumu. Mpy npueme geHer oT uMTaTenen B3aMeH YTEPSHHbIX KHUT UNu Opyrux
JOKYMEHTOB COCTaBNAETCHA NPUXOAHLIA OpAep, U YATATENo BblAaeTCcs KBUTAHLUMSI YCTAaHOBIEHHOro obpasua.

5.5. Mpun Bo3meLlleHUN yuTaTenem yulepba CTOMMOCTb YTpayeHHbIX [OKYMEHTOB YCTaHaBnMBaeTCs
3KCMEePTHON KOMMUCCHEN MO OLEHKE JOKYMEHTOB, HA3HAYEHHOW NPMKa3oM pyKoBoauTens 6ubnmnorteku.

Mpu yTepe unu XULLEHUN LEHHbIX W PedKkMX KHWUM Ans onpegeneHus MX CTOMMOCTM KOMMUCCUSt MOXeT
npvBnekatb K CBOen paboTe COOTBETCTBYHOLIMX 3SKCNEpTOB, a Takke WCNonb3oBaTb Martepwuansbl
Hay4YHO-METOONYECKUX LEHTPOB, KHUXKHbBIX ayKLUOHOB 1 ipMapok. B aTnx cny4vasix onpegeneHve npuynHEHHOro
yuwepba npegenbHbIMU KO3hdULMEHTaMM KPAaTHOCTU HE OrpaHUYMBaETCS.

5.6. AKT 0 cn1caHuM NO OAHOM U3 MPUYMH, YKa3aHHbIX B , C MPUNOXEHHBIM CMNCKOM MOANMNChIBAETCS
npegcegaTenem M YneHamum KOMUCCMM MO ChUCaHWio OObekToB OmbnvoTeyHoro dpoHaa, yTBepxaaetcs
pyKOBOAUTENEM YUYPEXOAEHUS.

5.7. MNocne ytBepxxaeHns AkTa O CnUcaHum OCyLLECTBASIOTCA MeponpuaTus No nepepacnpeneneHvio un
peanusaumn cnncaHHbix 06 bLEKTOB BUBIMOTEYHOrO hoHaa.

5.7.1. JoKyMeHTbI (CnucaHHble 00bEKTbI BMBMOTEYHOrO hoHAa), UCKIMKOYEHHbIE MO MPUYMHAM BETXOCTMH,
0edeKTHOCTH, yCTapenocTu No COAEPKaHMID, HANPaBNSOTCA B MYHKTbl BTOPUYHONO Chbipbs. VCKMOYEHHbIE 13
hoHAOB MMKPOPOPMBI Ha ranoreHngocepebpsiHon NreHke NognexaT caadve Kak cepebpocogepxallme oTxoabl
B COOTBETCTBUM C 3akoHoZaTenbLcTBOM Poccuiickon ®egepauun.

Mpn OTCYTCTBMM MYHKTOB BTOPCHLIPbS MMM B Cry4vasX, Korga caada [OKYMEHTOB Ha nepepaboTky
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9KOHOMUYECKM HeuenecoobpasHa, OUBNMOTEKM YHUUTOXAKT WCKIIOYEHHblE [OOKYMEHTbl Ha MecTe B
NPUCYTCTBUM NKL,, KOTOPbIE COCTABMAIOT aKT 00 YHUYTOXEHMUN CNMCaHHbIX 0O BEKTOB BUbNMoTeHHOro ooHaa.

B AkTe 0 cnMcaHum oTpaxarTcs HaMeHOBaHue, HOMEep WM AaTta [OKyMeHTa, MOoATBepxAarowero dakt
CAayn CrMCaHHbIX OOBEKTOB B MYHKT BTOPWUYHOIO CbIpbS, UMM akTa 00 YHUYTOXEHMU CMUCaHHbIX OOBLEKTOB
OmbnmnoTteyHoro oHaa. [JokyMmeHT npunaraeTcs K AKTY O CMcaHUM CO CMMCKOM.

5.7.2. [okymeHTbl (cnucaHHble 06bekTbl 6ubnmoTeyHoro oHAA), WCKMYEHHbIE MO  MpUYMHe
HenpoguUnbLHOCTW, MepefalTca MO aktam B OOMeHHbIi oHA B Uendx JanbHehlwen nepegaynm Ha
6e3B03mMe3aHON OCHOBe BMONMoTEKaM UK peanuaaumm pU3nN4ecKUm 1 LPUSUHECKNM NnLaM.

5.8. Nocne 3aBepLUeHns MEPONPUSATUI, MPEaYCMOTPEHHbLIX AKTOM O CMMCaHUM WCKITYEHHBIX OOBHEKTOB
B6ubnuoTteyHoro oHaa, NepBbIN 3Kk3eMnNAp AKTa O CMUCaHMM CO CMIUCKOM UM AOKYMEHTOM, NoATBepXAaloLwum
BblObITME, MepedaeTca B Oyxrantepuio, BTOPOW 3K3EeMMsp OCTaeTcs B nogpasgenieHvun, OCyLLeCTBSALWeM
yyeT 6ubnmoTeyHoro goHaa.

Ha ocHoBaHunM AkTa O CnuCaHUM WUCKMIOYEHHbIX OObekToB OubnuoteuHoro doHaa 6GubnuoTteyHoe
nogpasgeneHve n byxrantepusi BHOCAT U3MEHEHNSI B COOTBETCTBYOLLME YYETHbBIE JOKYMEHTDI.

5.9. AKTbl O CUCaHWM PETUCTPUPYIOTCH B KHUTe CyMMapHOro y4eTta 6ubnmoteyHoro doHga (Mnv gpyrom
BMAE perucrTpa CyMMapHOro yyeTta BblObITUS JOKYMEHTOB, MPUHATOM B OubnnoTeke).

5.10. B peructpaumoHHON KHure (unu ApyroMm BuAE peructpa WHAMBUAYaNbHOro yyeta AOKYMEHTOB,
NpuHATOM B B1bnnoTeke) npocTaBnsaeTcs HoMep 1 Aata AKkTa o cnmcaHum.

5.11. Bce nckntodaemble 13 poHaa OMGnmMoTekn JOKYMEHTbI (KHUMM, XXypHarbl, ApyrMe BUabl LOKYMEHTOB)
OOMKHbI ObITb COOTBETCTBYIOLLMM 00pa3omM ohopMIIeEHbI: cneunanbHbiM LUTEMNENEM AOMKHbI ObiTb NoralleHbl
WTamnbl GubnmnoTeku.

5.12. OnNeKTpoHHbIE CETEBblE JOKaslbHblE OOKYMEHTbl yOansiTcs U3 SfIeKTPOHHOW 6ubnuoTtekn Ha
OCHOBaHWM AKTa O CNMCaHWM C YyKasaHWEM MPUYMHBI UCKNIOYeHWUs. HammeHoBaHve, HOMEp K fJata akta
BBOAATCSA B 6a3y JaHHbIX B ka4ecTBe MeTanHOoOpMaLMmn K COOTBETCTBYIOLLEMY OOKYMEHTY.

Ha ocHoBaHuu BBedeHHbIX CBeAeHW MporpaMmMHbIM cnocobom dopmMupyeTcs nepeveHb AKTOB O
cnucaHmm (peecTp CyMMapHoOro yyeta BbIObITUS CETEBbIX NOKarbHbIX AOKYMEHTOB) M MepeyvYeHb CMUCAHHbIX
OOBEKTOB 3MEKTPOHHOM OubnuoTekn (peectp WHAMBUOYANbHOIO Yy4yeTa BbIObITUST CETEBbLIX JTOKarbHbIX
OOKYMEHTOB).

5.13. BbIbblTEe 3NEKTPOHHbLIX CEeTEBbIX YyAaneHHbIX [OOKYMEHTOB He odopMNnAeTcs cneumanbHbIM
AokymeHToM. [loaTrBepxaeHnem BbIObITUS SBMASETCA UCTEYEeHWEe cpoka [OencTBUS [OKyMeHTa (Jorosopa,
KOHTpaKTa, NIMLEH3NOHHOrO cornatlueHns), oopMIeHHOro Ha NpaBo AocTyna K onpegeneHHon 6ase OaHHbIX
(nakeTy) ceTeBbiX [OKYMEHTOB, W OTCYTCTBME [OroBopa, KOHTpakTa, JMLUEH3MOHHOIo CcorfnalleHms,
0GOPMSIEHHOIO Ha HOBbLIN CPOK.

5.14. ExekBapTanbHO, nNpu ycrnoBun unameHeHust coctasa OLJWN, obwime cBefeHus O KOnMYecTBe U
CTOMMOCTU OOKYMEHTOB, CMUCaHHbIX M3 GubnmnoteyHoro ¢oHaa Kak obbekta 0cobO0 LEHHOro ABUXKMMOIo
MUMYLLECTBa, C yKasaHWeM nepeyHss AKTOB O CMMCaHUW, MPUYUMH W HanpaBneHun BbIObITUA OOKYMEHTOB,
npeacTaBnsioTcs yupeauTento. Konvyectso BbiObIBaOLWMX AOKYMEHTOB He [OSMKHO MpeBblluaTb KONMMYecTBa
BHOBb MOCTYNAOLLMX JOKYMEHTOB B O1MONMOTEYHBIN hOHA.

VI. YyeT ntoros gpmxeHus bubnmotevHoro poHaa

6.1. UTorn aBmxeHus HOHAOB MOABOAATCA B KHUre CymMMapHoro yvyeta 6mbnuoTteuyHoro doHpa (unu
OPYrom pernctpe CymMMapHoro yyeta, NpuHATOM B 6MbnMoTeke) Ha OCHOBaHUMW AaHHbIX CYMMapHOro yyerta o
NOCTYMMEHUN U BbIObITUN JOKYMEHTOB.

WNToroBble gaHHbIE NMEIOT YeTbipe 06a3aTenbHbIX MOKa3aTensi: COCTOSAN0 Ha Havyano roga, nocTynuio 3a
rod, BbIObINO 3a rod, COCTOMT Ha KOHel, roaa.

NToroBble gaHHbIE MO AMEKTPOHHBIM CETEBbLIM yAaneHHbIM AOKYMEeHTaMm MpeacTaBnsioTCa Cneayowmnumm
nokasaTensamm y4yeTHbIX eQUHWLL: COCTOSANO Ha Hadvarno roga, oopMreHo B AOCTYn B TeyeHue roga, AOCTyn
npekpalleH B Te4eHue rofga, CoCTOUT Ha KOHeL, roga.

6.2. CBegeHuss 06 MTOroBbIX AaHHbIX (UKCHMPYOTCA B (OpPMe TOCY4apCTBEHHOW CTATUCTUYECKON
OTYETHOCTM U NPeacTaBnalTCsa ANs uenen rocygapCTBEHHONW CTAaTUCTUYECKON OTYETHOCTH.

MToroBble gaHHble 06 0O6MeHHOM hoHAE He BKMYaTCa B 00Wme nokasaTenu 6ubnmoTevHoro goHaa.

VII. MpoBepka Hanuumsa AokyMeHToB BubnunotevHoro ooHaa

7.1. MNpoBepka Hannuna gokymeHToB 6ubnuoTteyHoro doHaa (ganee - nposepka poHaa) Npom3BoaANTCA B
obs13aTensHOM nopsiake:

Npu BbISBNEHNW (PaKTOB XULLEHWS, 3roynoTpebneHns unm nopym GOKYMEHTOB;

B Cny4ae cTuxumHoro 6edcTBus, noxapa wnv  ApYyrux Ype3BblMalHbiX  CUTyauuin, Bbl3BaHHbIX
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3KCTpemarnbHbIMU YCNOBUSIMU;
npu peopraHnsauum Unn NUKBuagaLumMm 6ubnmoTekn.

[ns npoBegeHUs NpoOBEPOK PYKOBOAUTENIEM OpraHM3aLMn HasHa4vaeTcss KOMWUCCUS,, B COCTaB KOMMCCUM
OOJDKEH BXOOUTb NpeacTaBuTens dyxrantepun.

7.2. lNpoBepka hoHAa B NNaHOBOM NOPsiAKE OCYLLECTBNSETCA B CriegyoLmne CpoKu:

OOKYMEHTbI, MetoLue B 0hopMneHnmn aparoleHHble MeTanmbl U (Mnn) AparoueHHbIe KaMHU, - eXXerogHo;

doHA peaKknx 1 LEHHbIX KHUM - OAWH pa3 B 5 NneT;

doHabl bubnunotek o 50 ThicAY y4eTHbIX €AMHUL, - OANH pa3 B 5 ner;

doHabl Gubnuotek ot 50 Ao 200 ThiCAY YYETHBIX €OUHUL, - OAWH pa3 B 7 NeT;

doHabl Gubnuotek ot 200 Thicsy 4O 1 MUIIIMOHA YYETHBIX €AMHUL, - oauH pa3 B 10 ner;

doHabl Gubnuotek ot 1 o 10 MUNNMOHOB YYETHBIX €OUHUL, - OAMH pa3 B 15 neT;

doHabl Bubnuotek ot 10 40 20 MUNANOHOB YYETHLIX €AnHUL, - oauH pa3 B 20 ner;

doHabl GubnmnoTek cebiwe 20 MUIITMOHOB YYETHBLIX €OUHNL, - 1 MUMIMOH 3K3eMNISPOB B rog.

lMnaHoBas npoBepka oHAa BUBNMOTEKM MOXET OCYLLECTBNATLCA NO3TANHO B COOTBETCTBMU C rpachmkom
npoBefeHns NPOBEPKM BCcero hoHaa Unm ero Yactu (B TOM 4Yncrne pedkmx M LEHHbIX KHWUTF) C onpegeneHnem
CPOKOB 1 KONMYECTBa NriaHMpyemMoro obbema paboThbi.

7.3. MNMpoBepKa 3MeKTPOHHbIX CETEBbIX MOKalbHbIX JOKYMEHTOB OCYLLECTBNSAETCA MO KONMMYECTBEHHbLIM
nokasaTensam, a Takke No KOHTPOSIbHbIM CyMMaMm, NO3BOSISIIOLLNM BbISIBUTb U3MEHEHUS B JOKYMEHTE.

lMpoBepka AOCTYMHOCTU 3MEKTPOHHLIX CETEBbIX yAaneHHbIX OOKYMEHTOB OCYLLEeCTBAseTCsa C afgpecoB
BXO/a, YKa3aHHbIX B pErMcTpe MHOUBMAYarbHOIo yyeTa.

7.4. lNpoBepka Bcero doHOAa WM €ro 4acTu 3aBepluaeTcsl COCTaBIIEHMEM akTa O pesynbTaTax
NpoBeAEeHNs MPOBEPKN Hannuus OOKYMEHTOB OmbnuoTteyHoro doHaa W NpUroXKEeHMEM K HEeMy crnucka
OOKYMEHTOB, OTCYTCTBYIOLLMX MO HEYCTAaHOBIIEHHOW MpUYMHE.

B akTe dukcupyroTca ceBefeHUs o KonmyecTBe AOKYMEHTOB OMOMMOTEYHOro ooHAa No AaHHbIM Y4yeTa;
OOKYMEHTOB, WMEKLWMNXCA B HanuMyMu; [OKYMEHTOB, OTCYTCTByWOWMUX B OubnmnotedyHom cboHAe no
HeyCTaHOBMNEHHOW Mpu4yMHe. B akTe Takke ykasblBalOTCA HOMEp W [aTa akta O MNpPOBEeAEHUU npeablayLien
NpoBepkn. AKT C MPUIIOXKEHMEM CNMCKa [OOKYMEHTOB, OTCYTCTBYIOLUMX MO HEYCTAHOBMEHHOW MNpUYMHe,
noanucbiBaeTcsa npeacegaTenem u YreHamMmm KOMUCCUN U YTBEPXKOAETCHA PYKOBOAUTENEM YUPEXOEHUS.

7.5. lpn BbIsSIBNEHUN B MnpoLecce NpoBepkn poHAa OTCYTCTBYHOLUMX OOKYMEHTOB U  HEBO3MOXHOCTMU
YCTaAHOBMEHUSA BUMHOBHbIX NUL, YObITKM NO HeJoCcTayaM ChMCbIBalOTCA B COOTBETCTBMM C AEWCTBYHOLLUM
3aKOHOAATENbCTBOM.

VIII. Jenonpon3BoAcTBO B OpraHu3awmm yvyeta
©mbnmnoTteyHoro doHaa

8.1. OpraHuzauunsa paboTbl ¢ JOKYMEHTaMu Mo yyeTy ©OubnuoteyHoro poHAa ocylecTensgeTca Mo
npasunamM BefeHus AenonponsBoacTaa.

8.2. CpokM XpaHeHMsi OOKYMEHTOB YCTaHaBnMBaKTCA B COOTBETCTBMM C [lpuka3om MwuHucTepcTBa
KynbTypbl Poccunckon ®epepauum ot 25.08.2010 N 558 O6 yTBepxaeHun "lNMepeydHst TUNOBbIX yNpaBrieHYeCcKnx
apXUBHbIX OOKYMEHTOB, 06pasylolmxca B npouecce OeATeNbHOCTU TFOCyAapCTBEHHbIX OpraHoB, OpraHoB
MECTHOro caMoynpaBfieHNsi U OpraHM3auum, ¢ ykasaHuemM CPpOKOB XpaHeHus", 3apernctTpupoBaHHbiM MyuHIOCTOM
Poccuiickon depepaumm 08.09.2010, N 18380.

8.2.1. TocToAHHO, 00 NUKBMZAUMM OUBNNOTEKM, XPaHATCA PEerncTpbl MHAMBMUAYaANbHOIO U CyMMapHOro
yyeTa AOKyMEHTOB 6ubnmnotevHoro ooHaa (perncTpaunoHHbIe KHUMU, UHBEHTAPHbIE KHUMM, KHWUMM CYMMapHOro
yyeTa, YYeTHbIV KaTanor, Tonorpaduyeckme onmcu u katanorn).

8.2.2. B TeueHue pecatn net xpaHaTcs AKTbl O CMMCAHUM UCKIIOYEHHBbIX OOBHEKTOB OMONMOTEYHOro
doHAa 1 akTbl O NpMeMe-nepegaye CnMcaHHbIX 06bekToB OMbnmnoTeyHoro oHaa.

8.2.3. B TeueHune natu neT xpaHATCA NepBUYHbIE YYETHble OOKYMEHTbI, MNOATBepXaalolune NoCcTynneHne
OOKYMEHTOB B OMONMOTEYHbIN hoHA (HaknagHble, akTbl O NPUEME, aKTbl CAa4Yn-NPUEMKN).

8.2.4. 1o okoHYaHUsA ovepeHON NPOBePKN PoHAA XPaAHATCA aKTbl O pe3yrbTaTtax NpoBeaeHUs NpoBepKn
HanMunst OKyMeHTOB 61MbnmoTeyHoro oHaa.
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