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W3nanue npennazHadeHo cnenuanuctam otaenoB komiuiekToBanus LIBC. B Hem coTpyaHuky 6MOIMOTEK HaliyT NepeyeHb 3aKOHO1aTeNIbHbIX,
HOPMATHBHO-TIPABOBBIX M WHBIX JOKYMEHTOB, HUCIOJHEHNE KOTOPHIX 00s3aTeIbHO MPH (POPMUPOBAHUH U pasMerieHnu GoHaa. Heckombko pasnaenos
110coOus MOCBALIEHBI YUeTY M COXPAaHHOCTHU JJOKYMEHTHOI'0 (hOH1a OMOINOTEKH.
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Ot cocraBuTe I

JlesTenbHOCTh OMOIMOTEK B HACTOSIIEE BPEeMs CYIIECTBEHHO M3MEHHMIIACh — KaK B TEXHOJOTHSIX, TaK M B MEPEYHE BBIMOIHIEMBIX PadOT U
OKa3bIBaeMbIX ycIyr. B cBsi3u ¢ 3TuM Hazpena HEOOXOAWMOCTh B MOJEpHU3ALMU PAOOTHI 10 (HopMUpOBaHHIO (POHIOB KaK OCHOBBI OMOTMOTEYHOU
NESITEIbHOCTH, B 00E€CIIEYEHUH UX COXPAHHOCTU U 0€30I1aCHOCTH.

Benymue cniennanucTsl OMOIMOTEYHOTO Jiefia Ha3bIBAIOT IPUOPUTETHI B paboTe ¢ poHIaMu:
. akTyanu3anus npoduieit (TeMaTH4eCKuX TUIAHOB) KOMILIEKTOBAHUS;

° COBCPUICHCTBOBAHUC IIPOLECCOB KOMINIICKTOBAHUA W OpraHu3aluu (1)OHIIOB C YYCTOM DpPa3BUTUA TCXHOJIOFI/Ifl, N3MCHCHHUA
I/IH(1)OpMaI_II/IOHHOI‘/’I CpCabl M U31AaTCIILCKOI'O PbIHKA,

. oun¢ppoBka (HOHIOB, aKTHBHAS paboOTa C ANEKTPOHHBIMU pecypcamu, akTUBHOe corpyaHudectBo ¢ HOIB, Ilpesunmentckoit
OMOJINOTEKOM;
. ONTUMM3ALMS PeKUMa XpaHEHUs, oOecriedeHrne 0e30acCHOCTH U COXPAaHHOCTU (OH/IOB.

entpanpubiM OUOIHMOTEKAM HEOOXOAMMO PENIaTh 3aa4H:

— O3HAaKOMHTbH CIIEHHAIMCTOB OOLIEOCTYIHBIX OMOIMOTEK, 3aHMMAIOIIUXCS POPMUPOBAHUEM OMOIMOTEUHBIX (POHIOB (UTO BKIIIOYAET
MO/JIEJIN-POBaHNE, KOMIUIEKTOBaHHE, YUET, UCKIIOUYEHUE, TPOBEPKH) U UX COXPAHHOCTHIO, C JIEHCTBYIOIMMH PETrIaMEHTHPYIOIUMH JOKYMEHTaMH Ha
3TOT BUJ I€ATENBHOCTH;

— OKa3aTb METOJUUYCCKYIO TOAJACPIKKY B OpraHHU3allnn pa6OTBI Mo MOoJACpHU3alM1, COBCPIICHCTBOBAHUTIO (1)0pMI/IpOBaHI/I$[ U COXPaHHOCTHU
(hoHIOB OOIIETOCTYITHBIX OMOINOTEK.

Metoanueckoe MOCOOME COCTOMT M3 HECKOJIBKHMX Ppa3/esioB, COJACpPXKAIMX 3aKOHbBI M WHBIE PErIaMEHTHPYIOUIME JOKYMEHTHI 10 pa3HbIM
acriektam (pOpMHUpPOBaHUS, YUeTa, COXPAHHOCTH U pa3MeIIeHHs JOKYMEHTHOro poH1a ONOINOTEK.

[TpunoxeHus K U3AAHUIO OKAXKYT MPAKTHUECKYIO TIOMOIIb B COCTaBJICHUH JTOKYMEHTOB, HEOOXOAUMBIX KaX/10i KOHKpETHOH Onbnuoreke. DT10:
Pexomenganuu no paspaborke npoduisi KOMIUIEKTOBaHUS B Oubnuorekax Jlennnrpanckoi odnactu, [lamsatka no Begenuto Kuuru cymmapHoro yuera
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O6ubnmoreynoro ¢GoHaa B 0OMIENOCTYNHBIX OMOIMOTeKaX, PexoMenaanuu mo padore ¢ MarepuasaMu SKCTPEMHUCTCKOTO COAEp)KaHUS B OMOIMOTEKax
MYHUIIUTIATBHBIX 00pa3oBaHuii, MHCTPYKIHS 1O BEJCHUIO KITIOYEBOTO XO035ICTBA.

HopmaTuBHO-IpaBOBbIE AKTHI 110 BONPOCAM KOMILIEKTOBAHUSA 0MO1M0oTedHOro Gponaa

KowmmnekroBanue GoHIa B yCIOBUSAX NeHCTBUS (heepatbHbIX 3aKOHOB, OTPAHIMYMBAIOIINX TOCTYH K HHpopMaluu. [Ipnodperenne JOKyMEHTOB
st 6uOIMoTeYHOTo (POHAA Ha OIOKETHBIE CPENICTBA:

O KOHTpakKTHOI cucteMe B cepe 3aKylmoK TOBApOB, padOT, yciayr Ajisd oOecleyeHHs] TOCYJapCTBEHHBIX U MYHUIIUNAIBHBIX HYXI:
®enepanbhblii 3akoH 0T 05.04.2013 r. Ne 44-D3 (pen. ot 31.12.2017): ¢ u3m. u gom., Bcrym. B cuity ¢ 11.01.2018;

KommenTapuii k @3 ot 05.04.2013 N 44-03 «O KOHTpaKTHOH cucTeMe B cepe 3aKymoK TOBapoOB, padOT, YCIyr g oOecredeHus
roCyJIapCTBEHHBIX 1 MYHHUIIMIAIBHBIX HYX1» (mocTtateinsiil) (mox pen. P. F0. 3akuposa);

OO0 yTBepXKICHHHM METOJMYECKUX PEKOMEHJANNKA MO0 MPUMCHCHHIO METOJOB OIpEACICHUs HadaabHOW (MaKCUMAbHOW) IICHBI
KOHTPAKTa, IEHbl KOHTPAKTa, 3aKII0YaeMOI0 C €IWHCTBEHHBIM MOCTABUIMKOM (MOAPSAYMKOM, MCTIOJHHUTENEM): Mpuka3 MUHAIKOHOMpPa3BUTHUS OT
02.10.2013 1. Ne 567.

Honyqelme q)e;[epanbﬂoro N MYHHITUITAJTBHOTO 00513aTEJILHOTO IK3EMILISApA TOKYMEHTOB

006 ob6s3aTenbHOM dK3eMITIsIpe JoKyMeHTOB: D3 o1 29.12.1994 r. Ne 77-D3: ¢ UBMEHEHUSIMHU U TOTOTHEHUSIMHU.
(https://www.fessl.ru/Pdfki/FZ_OED_16.pdf);

— OO0 yTBepXIeHMM IepeyHed OMOIMOTeuHO-UWH(GOPMAIIMOHHBIX OpPTraHU3allUM, IMOJy4yarolluX O00s3aTeNabHbIN (enepaabHbI IK3EMILIP
nokyMmeHToB: ipuka3z MK P® ot 29.09.2009 r. Ne 675: (¢ uamMeHeHnusiMu u aononneHussMu: O BHeceHnH n3MeHeHui B mpuka3 MK P® ot 29.09.2009 r.
Ne 675 «OO0 yrtBepkaeHuUu nepeyHell OHOIMOTEYHO-MH(OPMALMOHHBIX OpPraHMU3alMi, TOTYYaloIUX O00s3aTeNbHbIN (eaepabHbI AK3EMILISP
nokyMeHToB»: mpukaz MK P® ot 13.01.2017 r. Ne 28).

®3 «O BHecennn n3MeHeHnit B denepanpHbiil 3aKk0H «O0 00s13aTeTbHOM dK3EMIUISIPE TOKYyMEHTOBY. 4 utoiis 2016 roga

npussT ['ocynapcrsennoit Jlymoii 17 utonst 2016 r. u onodpen Coserom ®enepanuu 29 urons 2016 r.
6
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3akoH Jlenunrpaackon obnactu «O0 00s13aTeNFHOM 3K3eMIUIIpe JOKYMEeHTOB JleHnHrpaackoi obmactu» ot 23 aekadps 2009 r. B penakiuu
3akoHoB Jlennnrpaackoit obnactu ot 24 HosOps 2017.

[TocranoBnenne AJMUHUCTPAIMKA MYHUIUIIAIBLHOTO 00pa3oBaHus 0 MpUHATHS [1010)keHUs O TpeIoCTaBIeHUN 0053aTEIbHOTO IK3EMILIApa
[I€YaTHON MPOAYKLIHH.

BoinosiHeHue Tpeﬁonaﬂnﬁ 3aKOHOIAaTEJIbCTBA 0 HpOTHBOHeﬁCTBHH 3KCTpeMHCTCKOﬁ HEATCJIbHOCTH

O O npoTUBOJEHCTBUU JKCTPEMHUCTCKOW JearesibHOCTH: DenepanbHbiii 3akoH oT 25.07.2002 r. Ne 114-®3: ¢ W3MEHEHUSMH U
nonojHeHussMH (B penakiuuu @3 ot 27.07.2006 r. Ne 148-D3; o1 27.07.2006 1. Ne 153-D3; ot 10.05.2007 r. Ne 71-®3; ot 24.07.2007 1. Ne 211-D3; ot
29.04.2008 1. Ne 54-®3; ot 25.12.2012 1. Ne 255-®3; ot 02.07.2013 r. Ne 185-®3; ot 28.06.2014 r. Ne 179-®3; ot 21.07.2014 1. Ne 236-D3; ot
31.12.2014 1. Ne 505-®3; ot 08.03.2015 r. Ne 23-D3; ot 23.11.2015 1. Ne 314-D3);

O denepanabHbI CIHUCOK IKCTPEMUCTCKUX MaTepHUaioB: [DJeKTpoHHBIH pecypc]. — Pexxum gocryma: http://minjust.ru/ru/extremist-
materials;
O [TepeueHh HEKOMMEPYECKHX OpraHU3alrii, B OTHOIICHHH KOTOPBIX CYJAOM IIPHHSATO BCTYIMBIIEE B 3aKOHHYIO CHIIY pEIICHHE O

JMKBUIAIMK WM 3alpere IeITEeIbHOCTH IO OCHOBaHUAM, MpeaycMOTpeHHbIM D3 «O TpPOTHBOACHCTBHHM SKCTPEMHUCTCKOW IESITEIbHOCTH
[DnexTponHsIii pecypc]. — Pexxum moctyma: http://minjust.ru/ru/nko/perechen_zapret;

[l [Ipukaz Muntocta Poccum ot 11.12.2015 1. Ne 289 (pen. or 24.11.2016 r.) «O mnopsanke BeneHus QeaeparbHOTO CIHCKA
KCTPEMHUCTCKUX  MarepuanoB»  (3apeructpupoBaHo B  Muntocte Poccum  24.12.2015 1. Ne  40217). — Pexum jgocryna:
http://www.consultant.ru/document.

BoinosineHue TpedOBaHUIT 3aKOHOAATEIHLCTBA 0 3alI[UTe JIeTel 0T HH(OPMALMHU, NPUYNHAIONIEH Bpel UX 3/I0POBbIO U PA3BUTHIO

O 3ammTe aeteit ot nHOOPMAIUHU, IPUIUHSIONMIEH Bpel UX 30pOoBbI0 U pa3BuTuio: @3 ot 29.12.2010 1. Ne 436-D3 ¢ U3MEHEHUSIMU U
JONONTHEHUAMU (B pea. ¢eaepabHbIX 3aK0HOB 0T § 28.07.2012 r. Ne 139-®3, ot 05.04.2013 . Ne 50-D3, ot 29.06.2013 1. Ne 135-®3, ot 02.07.2013
r. Ne 185-®3, or 14.10.2014 r. Ne 307-®3, or 29.06.2015 r. Ne 179-®3, or 01.05.2017 r. Ne 87-®3). — Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW 148988/,
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Pexomenpammu o npumenenuio @3 ot 29 nexadbps 2010 r. Ne 436-D3 «O 3ammre aereil oT HHPOPMALUH, PUUUHSIONIEH Bpe MX
3I0POBBIO M PAa3BUTHIO» B OTHOIICHWH MEYATHOW (KHMKHOM) MpPOAYKIHMH : yTBepkaeHbl MuukomcBsizu Poccun 22.01.2013 r. Ne ABII17-531. —
Pexxum noctyma: http:// www.consultant.ru/?utm;

Pexomennaruu Poccuiickoii OubnuoreuHoi acconuanmu mo peanuzamuu HopM D3 ot 29 nexadps 2010 1. Ne 436-03 «O 3amure aeTei ot
nHpopManuy, TPUYHHSIIONIEH Bpea HMX 3J0POBbI0 W PA3BUTHIO» B OOIIENOCTYMHBIX OuOIMoTekax Poccum, OCYyIMIECTBIAIOMMX OOCITYy)KHBaHUE
nosnb3oBareneit 1o 18-metnero Bospacta» (2013 r.). VBepxkuensl Ha XVIII Exeronnoit kondepenuu Poccuiickoit OMOIMOTEYHON accoruaniy B
[Tense 14 mast 2013 r. — Pexxum goctyna: http://www.rba.ru/content/about/doc/recom.php.

K Bonpocy o HeneH3ypHoii OpaHH B JOKYMEHTaX, NOCTYNUBIINX B OM0IHOTeYHBI (POH/

— O rocynapctBeHHOM si3blke Poccuiickoit @enepanuu: denepanbHbiii 3akoH oT 01.06.2005 r. Neo 53-@3, nocnenHsas peaakuus OT
05.05.2014 r. —

Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW 53749/

- noctanosienue [Ipasutenscta PO ot 07.12.2015 1. Ne 1336 «O06 yrBepskaenuu [IpaBuit pazMenieHus: TEKCTOBOTO MPETYIPEKICHUS O
HAJTMYUU HEI[EH3ypHOU OpaHM Ha SK3eMILIIpax OTAETbHBIX BUIOB Mpoaykiuuy. Hactosmue [IpaBuna onpeaenstoT mopsioK pa3MeeHuss TeKCTOBOTrO
MIPEeIyNpexJACHUS B BUE CIOBOCOYETAHUS "COMEPKUT HEIEH3YpHYIO OpaHp" (Hanee — TeKCTOBOE MPEAYNPEexACHHUE) Ha COACPKAIINX HEIECH3YPHYIO
Opanb dK3eMIUIsIpax. — Pexxum goctyma: www.consultant.ru/;

HopmaTuBHO-IpaBOBbIC AKTHI H MHbIE JOKYMEHTHI 110 BOIIPOCAaM y4eTa JOKYMEHTOB O0M0/IM0Te4YHOro (poHga

OCHOBHBIM JIOKYMEHTOM, 110 KOTOPOMY B OMOJIMOTEKE opraHusyercs padora ¢ ponaoM, sBiusercs «Ilopsnok yuéra TOKyMEHTOB, BXOASIINX B
coctaB 6ubnuoreynoro douaa» (nanee — [lopsanok). [lopsaok yrBepkaeH npukazom MuHucTepcTBa KyabTyphbl Poccuiickoit denepaiuu ot 8 OKTIOps
2012 r. Ne 1077 u 3apeructpupoBan MunucrepcTBoM roctuniuu Poccuiickoii @eneparuu 14 mas 2013 1. (peructpanmonssiit Ne 28390);
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(omybnmkoBaH B «Poccwuiickoii razere» 22 mast 2013 1.; pa3merneH Ha oQUIIMATFHOM HHTEPHET-TIOPTAIS
npaBoBoi uHGpopmanuu http:// www.pravo.gov.ru 03.03.2017; 3apeructpupoBan MUHHCTEPCTBOM IOCTHIIUN
Poccuiickoii ®enepamnuu 2 mapta 2017 1. No 45827).

HoxymenT BBeneH B neiictBue 3 utons 2013 1. B3amen « HcTpykiuu 00 ydere 6ubimorednoro ¢porma» (1998 r.).

B ITopsinokx Buecensl usmenenus. Cm. [Ipukaz MunucteperBa KynbTypbl PO ot 2 despans 2017 r. Ne 115 «O BHecenuu nzmenenuii B [lopsaok
ydera JIOKYMEHTOB, BXOJSIIMX B COCTaB OMOIMOTEYHOro (DOHAA, YTBEPKICHHBIN MprKa3oM MuHHUCTEpCTBA KYJIbTyphl Poccuiickoit @enepanuu ot 8
okTs10ps 2012r. Ne 1077» (3apeructpupoBad MunucrepctsoM roctuiiuu Poccuiickoit ®enepanuu 2 mapra 2017 r., peructpaunoHHbiii Ne 45827).

CornacHO 3TUM H3MEHEHHUSM CKOPPEKTUPOBAHBI NpPaBHJIA CHUCAHHS O0BEKTOB OuOIMMOTEedHOro (oHAa. B 4acTHOCTH, YCTaHOBIIEHO, YTO
CIMCaHHbIE OOBEKTHI, MCKIIOYCHHBIE U3 OMONMMOTEYHOTro (DOHAA MO MPUYMHAM BETXOCTH, NE(MEKTHOCTH, YCTapeJOCTH IO COJACPKAHHUI0, MOTYT
nepenaBaThCsi Ha 0€3BO3ME3THOM OCHOBE HOPUIUMYECKUM U (pu3udeckuM jiunaM. HeBocTpeOoBaHHBIE B TEUCHHE IIECTH MECALIEB C JaThl CIIMCAHUSA,
JIOKYMEHTBI HAIIPAaBJISAIOTCS B IIYHKTHI BTOPCHIPbSI.

PBA pazpaborano pykoBoactBo «Ilopsimok yuéra AOKYMEHTOB, BXOJSLIMX B COcTaB OMOMMOTEYHOro (oHAa, ¢ KOMMEHTApUSMHU U
MMPUITOKCHUAMU.

PykoBonctBo. HopmaTuBHO-peKoMeH1aTeNnbHbIN akT Poccuiickoii OubnnoTeuHoii acconuanumny (naiee — PykoBoacTBo). PykoBoaCTBO MpUHSTO
Kongepenmmeit  PBA  na XX  Exeromnoit  ceccun, 21 mas 2015 r., ropox  Cawmapa. —  Pexum  nocryma:
http://www.rba.ru/content/about/doc/poryadok_uchet.pdf .

Hacrosmuii oKkyMeHT coaep kUt TekcT: [lopsaaok yueta, KOMMEHTapuu K Hemy U npuiioxkeHus. [IyHkTel yTBepkaeHHoro [lopsaka ydera gaHbl
KypcuBoM. KoMMeHTapuu K HEMY JalOT MOSICHEHUSI U PACHIMPEHHOE TOJIKOBAHUE OTIENbHBIX IMYHKTOB JOKYMEHTA, MPUBOASITCS OOBIYHOM IIPUGPTOM.
[Ipunoxxenus coxepkar yueTHble (GOpPMBI, peKOMEHAYyEMbIE Ui ydeTa JOKYMEHTOB, BXOJALIMX B cocTaB Oubnumoreunoro ¢onpaa. Ilpemnoxennbie
(opMBI MOTYT JIOTIOJIHATHCS, BUAOM3MEHATHCS OUOIMOTEKaMH B COOTBETCTBUU C MOTPEOHOCTAMHU U OCOOEHHOCTSIMH yupexJeHui. B pabdore mo yuety
JOKYMEHTOB OMOIMOTEYHOTO (POH1a HEOOXOAUMO TaKXkKe 3HaTh U MCIOJIb30BaTh APYTrue HOPMATUBHbBIE aKThI:
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U 0O MOpsAAKEC OTHCCCHUA MMYIICCTBA ABTOHOMHOI'O UJIN 6IOI[)KGTHOFO YUPCKACHHUA K KaTCTOpUU 00060 OCHHOI'O ABMKMMOI'0 UMYILICCTBA:
noctanosienue [IpasutenbcrBa Poccuiickoit @enepanuu ot 26.07.2010 r. Ne 538;

O [IpaBuia opranuzanuu XpaHeHHs, KOMIUIEKTOBAaHUS, y4eTa U UCIOJIb30BaHuUs IOKYMEHTOB apxuBHOro (onaa Poccuiickoit denepanun
U IPYTHX apXUBHBIX JIOKYMEHTOB B TOCYJApCTBEHHBIX M MYHUIIMIIAIBHBIX apXHBaX, My3esiX M OuOIMOoTeKax, opraHmzanusx Poccuiickoil akagemuu
HayK: yTBEpXKAEHbI MprukazoM MunucrepctBa KyibTypbl Poccuiickoit @enepanuu ot 18.01.2007 1. Ne 19: ¢ u3BMeHEeHUsIMU U TIOTTOJTHEHUSIMU;

O OO0 yTBepXIeHUH MOPSIKOB OTHECEHHUS JOKYMEHTOB K KHIKHBIM MAaMATHHKAM, PETHCTPAlMY KHIDKHBIX TAaMSTHUKOB, BEACHUS peecTpa
KHMKHBIX TaMSTHUKOB: puKa3 Munucrepcrsa KynbTypbl Poccuiickoit @enepauuu ot 03.05.2011 r. Ne 429;

O O6 yrBepxkaeHun (HOpM NEPBUYHBIX YYETHBIX JOKYMEHTOB U PETUCTPOB OyXTralTepCKOro yuera, MPUMEHSIEMBIX OpraHaMu
roCyJapCTBEHHOM BIAcTH (TOCYAapCTBEHHBIMM OpraHamMu), OpraHaMHd MECTHOT'O CaMOYIIPaBJIEHHUS, OpPraHaMH YIPaBICHUS TOCYAapCTBEHHBIMU
BHEOIO/KETHBIMU (DOHJAMU, TOCYIaPCTBEHHBIMH (MYHUIIMIIAIBHBIMHU) YUPEKICHUIMH U METOAMYECKUX YKa3aHUU 1O MX MPUMEHEHHUIO: MpUKa3
MunuctepctBa ¢punancoB Poccuiickoit @eneparuu ot 30.03.2015 r. Ne 52H (pen. ot 17.11.2017);

O O06 yrBepxknennn «llomokeHus: 00 OpraHW3alMK TPOJAXH HEUCIIONB3YEMbIX KHHT M JPYTUX MPOW3BEACHUH medyath u3 (OHIOB
oubmmorek MuHucTepcTBa KynbTyphl Poccuiickoit @eneparuny: nmpuka3z MuancTepcTBa KyabTypbl Poccuiickoit @enepannu ot 22.10.1993 1. Ne 649,
1.4. OGecnedenue GU3MUECKOTO COXpaHEHUs U 6e30MacHOCTH OMOIMOTEYHOTO (OH/A;

O TpynoBoit xonekc Poccuiickoit @®enepanuu: npunar ['ocymapctBenHoin Jlymoit 21 nekaOpst 2001 roma: ¢ u3MEHEHUsSIMH U
JIOTIOJTHEHUSIMHU.

I'n. 39. MarepuanbHasi OTBETCTBEHHOCTh paOOTHHKA;

O O BHecenuun usMeHeHuil B @3 «O 3amure npaB IOPUAWYECKUX JIML U WHAMBUAYAJIBHBIX MPEANPUHUMATENEH NMPU OCYIIECTBICHUU
TOCYAapCTBEHHOTO KOHTPOJIA (HAI30pa) U MYHHIIUMATLHOTO KOHTpoyis» (D3-294): Ilpunst [N'ocymapcrBerHoit Jymoit 22.04.2016 1., No 127-D3.
JlanHbIM 3aKOHOM pacHIMpsETCSl IepeueHb OXpaHSEMBbIX KyJIbTYPHBIX LIEHHOCTEH, B KoTopble Bomien HannoHanbHblil OuOIMOTEYHBIH (QOHL
(O6s3aTenbHbIi dK3eMIUIAp, ApxuBHbI (o, KamxkHble namsaTHuky). Heo0xoauMo oOpaTuTh BHUMaHHE HAa OPraHM3allMI0 COXPAHHOCTH IEHHBIX
W30aHNi B OMOINOTEKAX.
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O OO0 yTBepx/IeHUH NepevHell JOHKHOCTEH U padoT, 3aMeIaeMbIX WM BBITOJHIEMbBIX paOOTHUKAMHU, C KOTOPBIMH PabOTOATENh MOKET
3aKJII0YaTh MMCbMEHHBIE IOTOBOPHI O TMOJHON MHIMBUAYAILHON WM KOJUIEKTUBHOW (OpUTaHOI) MaTeprUaibHON OTBETCTBEHHOCTH, a TAK)KE TUIIOBBIX
¢GbopM IOroBOpPOB O TOJHOW MaTepHalbHOW OTBETCTBEHHOCTH: IIOCTAaHOBJIIEHHE MMHHUCTEpCTBA Tpyla M COLMAIBHOrO pa3BuTHs Poccuiickoit
@enepaunu ot 31.12.2002 r. Ne 85;

— OcHOBHBIE HaIpaBJICHUS Pa3BUTHS JCATEIBHOCTH MO COXpaHEHHIO OMOMMoTeyHbIx (oHI0B B Poccuiickoit ®enepanuu va 2011-2020
roJibl: 0J100peHb! pemenueM kosieru MunucteperBa Kynbrypsl Poccutickoit @eneparuu ot 29 Hos6ps 2011 1. Ne 16;

— O6 yrBepxaeHun IIpaBwil OpraHM3alUyd XpaHEHHs, KOMIUICKTOBAHHWS, Y4€Ta M HCIIOJIb30BaHHUS JOKYMEHTOB ApPXHMBHOTO (oOHIA
Poccuiickoit @enepanuii U Ipyrux apXUBHBIX JOKYMEHTOB B TOCYIAapPCTBEHHBIX U MYHUIIMIIAIBHBIX apXUBaxX, My3esiX U OUOIMOTEKaX, OpraHu3aIH X
Poccuiickoii akanemun Hayk: npuka3 MunkynbTypsl Poccun ot 18.01.2007 1. Ne 19 (pen. ot 16.02.2009);

[IpaBuna noxapuoi Oe3zomnacHoctu B Poccuiickoit @enepanuu (I 01-03): (yrBepknens! mpukazom MunucrepctBa Poccuiickoit
@denepanuu MO JejIaM ITPaKIAHCKOW OOOPOHBI, Upe3BbIUAWHBIM CUTYAIUSM W JMKBUIAIMHM TOCTEeNCTBUN cTuxuitHbIX Oeactuil ot 18.07.2003 r. No
313);

[IpaBuna moxapHoOW Oe3omacHOCTH Ui y4pexaeHuid KyabTypbl Poccuiickoit ®enepanmm BIIIIB 13-01-94: (BBemensr B neiicTBhe
npuka3oM MunkyneTypsl Poccuiickoii @eneparuu ot 01.11.1994 r. Ne 736). 1.5.

Hepeqeﬂb AOKYMCHTOB I10 OpraHu3anum paﬁoTbl ¢ OMOJIMOTEeYHBIMH (l)OH}IaMI/I, JeHcTBHE KOTOPbBIX OTMEHECHO

Heo6xoaumo oOpatuth BHUMaHue, 4to [IpaBurensctBo Poccuiickoit denepannu cBouM pacnopsbkeHueM ot 22 nexadps 2017 rona Ne 2905-p
MPU3HAJIO YTPaTHBIIMMU CHUJIY BCE JOKYMEHTHl C HOpMaMM M HOpPMAaTHBaMM B cdepax oOpa3oBaHMs, 3/ApaBOOXPAHEHUS, COLMAIBHOW 3alllUThl,
(bu3nYecKOil KyabTyphl U CIOPTA, KYJIbTYpBHI.

OTMeHeHbl HOPMAaTHUBBI, HCIOJIB30BABIINECS paHee MPHU ONpPEIEICHUH MOTPEOHOCTH 00beMa OUOIMOTEYHOro (POHIA U €ro MONOJHEHUs. DTUM
xe pacnopsbkeHueM llpaBurensctBa PO munuctepcTBam, BKIOYas MUHHCTEPCTBO KyIbTyphl PD, mopyueHo B TpeXMecSyHbI CPOK pa3paboTaTh U
YTBEPAUTh METOJUYECKHE PEKOMEHJAIMU O MPUMEHEHWH HOPMATHBOB B LENSIX pealu3allu MOJIHOMOuMi cyObekToB Poccuiickoit ®denepanumn B
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cdepax KynbTypsl, 00pa3oBaHusi, 3ApaBooxpaHeHus. [Ipu MCIOIB30BaHMM HOPMATHUBHBIX JOKYMEHTOB B NMPAKTHUYECKOH AEATEIBHOCTH HEOOXOIUMO
yOeauThes, 4TO JOKYMEHT — JeHCTBYIOIUH.

O [IpumepHOE TONOKEHHWE O IEHTPAIBbHBIX, PECIyOIMKAHCKHUX, KPAaeBbIX, OOJACTHBIX M BEIOMCTBEHHBIX KHHUTOOOMEHHBIX (hOHIAX:

yrBepxkaeHo MunuctepcrBoM KyibTypbl CCCP 17.05.1965 r., otmeneHo npukazoM MunucreperBa KynbTypbl Poccuiickoit @enepanuu ot 10.01.2002
r. Ne 30;

O [Tonoxenue o B3aMMOACHCTBUM PErMOHAIBHBIX OTPACIEBBIX U YHUBEPCAJIbHBIX JIEMO3UTAPUEB: YTBEPXKACHO 3aMECTUTENIEM MHUHUCTpA
kynsTypsl CCCP n 3amecturenem mnpencenarens 'ocymapcrBenHoro komurera Cosera MunuctpoB CCCP no nayke u texnuke 16.06.1978 r.,
OTMEHEHO Npuka3zoM MunucrepcTBa KyapTypsl Poccuiickoit @enepanuu ot 10.01.2002 r. Ne 30;

0 Wucrpykuus o0 ydere OubmmoTeyHoro Qonma: yrBepkaeHa NpHKa3oM MuHucTepcTBa KynbTyphl Poccuiickoit ®enepamym ot
02.12.1998 1.
Ne 590: ormenena npukazom MunucrepcTsa KyinbTypsl Poccuiickoit @eneparuu ot 03.06.2013 Ne 623;

O Wuctpykuus o mopsiake 0€3BO3ME3IHOM Mepeiaun JTUTePaTyphl H3 HEUCIIOIb3YeMbIX (POH0B MUHUCTEPCTB, BEJOMCTB U OpraHU3alUii:
yrBepxaeHa MunucrepctBoM KynbTypbl CCCP 07.04.1959 1. : oTMeHeHa npukazoM MunucrepcTBa KyabTypsl Poccuiickoit ®denepanuu ot 10.01.2002
r. Ne 30;

O WHceTpyKuus o nopsiaKe UCKIIOUEHUS! YCTApEBUINX M0 COACPKAHUIO U BETXUX M3/IaHUN U MaTepuasioB U3 OMOJIIMOTEUHBIX U CIPABOYHO
nHpopMalMoHHbIX (OHIOB: yTBepkaeHa [Ipukazom MunucrepctBa KynbTypel CCCP ot 18.07.1978 1. Ne 521. orMeHeHa npuka3oM MUHHUCTEPCTBA

KynbTypbl Poccniickoit @enepanyu ot 10.01.2002 r. Ne 30;

O WHucTpykuus o nopsake ordopa U rnepeJadu MajloMCIIONIb3yeMOH JINTEpaTyphl Ha IENIO3UTAPHOE XPAHEHHE | YTBEPKIE€HA 3aMECTUTENIEM
MuHHCTpa KynbTypel CCCP 22.09.1975 r.: otmeHeHa npukazom Munucrepcrsa KynbTypsl Poccniickoit @enepanunm ot 10.01.2002 r. Ne 30.
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CranaapTtsl o uHpopMaumnu, 6udIMoTeYHOMY U H3AaTeabckomy aeay (CUBU/I) no Bonpocam ¢popmupoBanusi 6udanoredHoro gonga
eticmsyrowue medxxceocyoapcmeennvie Cmanoapmol
—T'OCT 7.68-95. ®oHO - 1 BUAeOJOKyMEHThI. O0IIIHe TEXHUYECKUE TPEOOBAHUS K apXUBHOMY XPAHCHHIO;
- T'OCT 7.69-95. AynnoBusyaiibHble TOKyMEHTbl. OCHOBHBIE TEPMHUHBI U ONPEICIICHHUS;

- TOCT 7.76-96. KomrmutekroBanue ¢onma gokymeHToB. bubmmorpaduposanue. Karanoruzamus. Tepmunbl u onpenenenus; - [OCT 7.20-
2000. bubnuoreunast CTaTUCTHKA;

- TOCT 7.60-2003. Uznanust. OcHOBHBIC BUABL. TepMUHBI M OTIPEACTICHHUS;

- T'OCT 7.87-2003. Knmwxkubie mamsatHuku. O0mue TpeOoBaHus.

eticmeytowue poccuiickue cmanoapmoi

O I'OCT P 7.0.2-2006 KoncepBaiusi JOKYMEHTOB Ha KOMIIAKT-AUCcKax. O0mmue TpeOoBaHus;

O I'OCT P 1.5-2012 Cranpapruzauus B Poccuiickoit @enepanuu. CtanaapTsl HaunoHalbHble. [IpaBuia nocTpoeHus, N310KeHUs,
oopmieHus u 0003HaYEeHNUS;

0 I'OCT P 7.0.83-2012 Dnextponusie u3ganusi. OCHOBHBIE BU/IbI U BHIXOHBIC CBEICHMUS;

O I'OCT P 7.0.17-2014 Cuctema 00s3aTelbHOTO 3K3eMIUIIpa JAOKYMEHTOB. IIpousBoaurtenu, mosydyaTeiad, OCHOBHBIE BHJIbI
JIOKYMEHTOB;

0 I'OCT P 7.0.20-2014 bubnuoTreuHast CTAaTUCTHKA: ITOKA3aTEIN U € TUHUILI HCUNCIIEHNUS;

O I'OCT P 7.0.93-2015 bubnuoteunsiii poua. TexHonorus GpopMupoBaHus;

13



UL

O I'OCT P 7.0.94-2015 KomruiekroBanue 6uOIMOTEKH JOKYMEHTaMH. TepMUHBI U ONpeIeTICHHUS;

[ I'OCT P 7.0.95-2015 DaexkTponHbie 10KyMeHTbl. OCHOBHBIEC BUIbI, BEIXOJIHbIC CBEICHUSA. TE€XHOIOTUUECKHNE XapaKTEPUCTUKH;
O I'OCT P 7.0.96-2016 Dnextponnsie 6ubarnorexu. OcHoBHBIE BUAbl. CTpyKTypa. TexHonorus GopMHUpOBaHNUS;

0 I'OCT P 7.0.97-2016 OpranuzannoHHO-pACIOPSIUTENbHAS JOKyMeHTaIus. TpeboBanus K 0(OPMIICHHIO TOKYMEHTOB.

Hacrosmmit cranmapt pacnpocTpaHseTcs Ha OpPraHU3alMOHHO-PACIIOPSIUTEIBHBIE TOKYMEHTBI: YCTaBbl, IIOJIOKEHUS, IIPABUIIA, HHCTPYKLIHH,
PETIIAMCHTDI, IIOCTAHOBIICHUS, PACIIOPSIKCHU A, IIPUKA3bI, PCIICHU, IIPOTOKOJILI, JOTOBOPLI, aKThI, IIMCbMA, CIIPABKU U AP., B TOM YMUCJIC BKIIOYCHHLIC B
OK 011-93 «O6mepoccuiickuii kinaccudurarop ynpasinendeckoi pokymentamum» (OKY ), kmacc 0200000. TOCTst CUBU] cm. Ha caiite OI'YII
Crannaptuadopm. Pexum JI0CTyTIA:
http://www.vniiki.ru/collection.aspx?control=40&search=&sort=%20ASC&catalogid=tematsbor&id=868068&page

HaCTOﬂHH/Iﬁ CTaHgapT oOmnpeacidacT COoCTaB PCKBU3UTOB JOKYMCHTOB; IIpaBHJIa HX Oq)OpMHCHHﬂ, B TOM 4YHUCIC C INPUMCHCHHEM
MH(GOPMAIIMOHHBIX TEXHOJIOTUN; BUABI OJIAHKOB, COCTAaB PEKBU3UTOB OJIAHKOB, CXEMBI PACIIOIOKEHHUSI PEKBU3UTOB Ha JIOKyMEHTE; 00pa3iipl OJIaHKOB;
IpaBUjIa CO3/1aHUS TOKYMEHTOB. IlojoXeHMs HAcTOSIEro craHaapTa paclpoCTPaHsIIOTCS Ha JOKYMEHTHI Ha OyMa)KHOM M 3JIEKTPOHHOM HOCHUTENSX.
3amenut ['OCT P 6.30-2003. Pa3zpaboTka Ha rocyapCTBEHHOM YpOBHE HOBBIX CTaHIApTOB — TPeOOBaHKWE BPEMEHU MO MOJEpPHHU3aLUU OUOINOTEK, B

TOM 4Hcie B 001acTH popMHUpPOBaHUS OMOIMOTEUHBIX (POHIOB KaK OCHOBBI OMOINOTEYHOM 1€ TENbHOCTH.

TpeﬁoBaHml K Opranm3anuu paﬁoTLI CO CTOPOHDBI OMOJIMOTEKH U K CIIeMHaAJIMCTaM, BbINMOJHAK UM JaHHBIA BU] paﬁoT

1. bubnuoreka nomkHa pacronaraTb HEOOXOAMMBIM KOJIMYECTBOM CHEIMAIMCTOB, TPeOYEeMBbIM JJIsi BBINOJHEHHS paOOThl B IMOJHOM
o0béMe. CTpyKTypa U IITAaTHOE pacnucaHue OMOIMOTEKH YCTaHABJIMBAIOTCS C YUETOM MEXKOTPACIEBBIX HOPM BPEMEHHU Ha paOOoThl, BHIMOIHAEMBIE B
O6uOIMOTEeKax, HOPMATUBOB IITATHOM YNCIEHHOCTH paOOTHUKOB, 0OBEMOB U CII0)KHOCTH BBITIOJIHAEMBIX PaloT.

2. I[J'ISI KaXXjaoro pa6OTHI/IKa JOJIXKHBI OBITh YTBCPKACHLI JOJDKHOCTHBIC MHCTPYKINH, YCTAHABJIMBAIOIIHUE €O 00513aHHOCTH U IpasBa.

14


http://www.vniiki.ru/collection.aspx?control=40&search=&sort=%20ASC&catalogid=tematsbor&id=868068&page
http://www.vniiki.ru/collection.aspx?control=40&search=&sort=%20ASC&catalogid=tematsbor&id=868068&page

UL

3. CHCHI/IaHI/ICTI)I JOJIDKHBI UMETH COOTBETCTBYIOLICC 06p330BaHI/Ie, KBaJ'II/I(bI/IKaHI/IIO, HpO(i)eCCI/IOHaJ'IBHy}O IIOATOTOBKY, 3HAHHA W OIIBIT,
HCO6XOI[I/IMLIC JJI BBIIIOJTHCHHA BO3JIOKCHHBIX HA HHX 0053aHHOCTEH. CHCLII/IaJII/ICTaM, 3aHUMAarOMMMCA KOMIIJICKTOBAHHUCM, CCTOOHA HGOGXOI{I/IMO

3HaTh: - TCHACHLMM Pa3BUTUS PbIHKA IIEYATHBIX U DJIEKTPOHHBIX PECYPCOB;

0 OCHOBBI OMOJIMOTEYHOTO MAPKETHHT 2,

0 conuaabHO-AeMorpaduueckne 0COOCHHOCTH U MH(OPMAIIMOHHBIE TOTPEOHOCTH TOJIb30BaTENCH OMOINOTEKY;

0 (benepanbHOE ¥ pErHOHAIbHOE OMOIMOTEYHOE 3aKOHOIATEIIHCTBO;

O OCHOBBI @BTOPCKOT'0, JTMIICH3HOHHOT'O M JOTOBOPHOIO TIPaBa,;

[ OCHOBBI OyXTQJITEPCKOTrO Y4ETa;

0 CIOCOOBI KOMIUICKTOBaHUsI OMOJIMOTEYHBIX (OHJOB B ABTOMATH3UPOBAHHOM pEXHME, B TOM YHCJIEC C HCIOJIb30BAHUEM

HHTCPHETPECYPCOB, BO3ZMOXKHOCTHU IOJTYUCHUA OecIIaTHOro AOCTYIIa K JJICKTPOHHBIM pECypCaM H IIpaBa OMOJIMOTEKH Ha HCIIOJIb30BaHUE
OJICKTPOHHBIX TOKYMCHTOB.

COBpeMCHHHI\/’I KOMIUJICKTATOP AOJIKCH O6J'Ia,Z[aTB CJICAYHOIINMHA HpO(I)eCCI/IOHaJ'ILHLIMI/I HaBBIKaMU:

O CaMOCTOSITENILHOTO MPUHATHUS PELICHUH TPU 0TOOPE TOKYMEHTOB;

O O00BEKTUBHOCTHU B OLIEHKE JOKYMEHTOB;

O MPEIBUICHUS CTENICHHU UCIOIb30BAHUS MPUOOPETAEMbIX JOKYMEHTOB MJIHM JIEKTPOHHBIX PECYPCOB, K KOTOPBIM MPEI0CTABISAETCS
JOCTYII;

O CBOOOJHOTO BJIAJCHUS METOJaMH IMOUCKAa HeoOXOIuMOW MH(OPMALMHU MO BCEM HCTOYHHMKAM, BKJIIOYas HMH(POPMAIMOHHBIE

pecypcel MHTEpHETA;
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O SKCIUTyaTalui O(QHCHON TEXHUKU M KOMIBIOTEPHOTO 000pymoBaHHs (KOMIIbIOTEp, CKaHep, (akc, mpoekrop, CD-RW, DVD-
ROM pauckoBofbl U gpyrue).

4. B OuOmMOTeKE CO3MAIOTCS YCIOBHUS TOBBIINICHUS KBATH(DHUKAIMKM CIEIUAINCTOB. B CBS3M € HEOOXOIMMOCTBIO IOCTOSIHHOTO
COBEPILICHCTBOBAHMS 3HAHWW M HABBIKOB, IPUMEHSIEMBIX B pabore mo (opMUpOBaHHIO (B TOM YHMCIIE N0 KOMIUIEKTOBaHMIO) (DOHIOB, CHEIMATNCTAM
JTaHHOTO MPOGMIIS PEKOMEHIYETCS PETyISpHO IMOCENaTh TEMaTHYeCKUe CeMUHAPBI, KPYTJIbIe CTOJIBI, JEKIINHU, CTAXUPOBKH, MTOCBAIICHHBIE BOIIPOCaM
bopmupoBanus 6ubnmoreyHoro ¢onaa. [Ipu BO3MOKHOCTH POXOJUTH 00yYeHHE HA Kypcax MOBBIIICHUS KBATU(HUKAIMK Ha (QeiepalbHOM, KpaeBOM U
MYHUIIUIIATBHOM YpoBHsIX. HeoOXxommmMo wHCnoibp30BaTh W HOBBIE (DOPMBI JUCTAHIIMOHHOTO OOYUYEHHS: BHACOCEMUHApBI, BHICOKOH(EPEHIIHNH,
BeOMHApHI, B TO )K€ BpeMsI HE ClieayeT 3a0bIBaTh U O CAMOOOPa30BaHHH.

IIpoekTsl poccuiickux cranaapToB cucrembl CUBU/I mo Bonpocam popmupoBanusi 0u6J1moTe4Horo ¢gonga
—T'OCT P 7.0.102-2018 IIpoduiib komiuiekToBaHus (POHAOB HAyYHBIX OMOIHOTEK.
Meodwcoynapoonvie cmanoapmuol
—ISO 2789: 2013. Uudopmaniust u TOKyMEHTAIUS — MEXTyHapOIHAst OMOIMOTeUHAast CTaTUCTHKA.
Pecuonanvnule sakonooamenvhvie akmol. Ilpocpammul, Konyenyuu pecuoHaibHO20 3HAYEHUS

— 3akon Jlenunrpaackou obOmactu ot 3 wuronga 2009 r. N 61-03 "OO6 opranuzaruu OUOIHOTEYHOTO OOCITYXKWUBAaHUS HACEICHUS
Jlenunrpanackoi obmnactu obmenoctynabiMu Oubmuotexkamu" (Ilpunsar 3akoHonatenbHbIM coOpanueM Jlenunrpazackoii ob6mactu 17 urons 2009
rojia) (C K3MEHEHHUSIMU U JIOTTOJTHCHUSIMH )

— 3akoH Jlenunrpajackoit obmactu «O06 00s3aTenbHOM IK3EMIUIIpe TOKYMEHTOB JIeHMHrpaackoi obmactu» oT 23 nekabps 2009 r. B
penakuuy 3akoHoB JleHHHrpaackoi obnactu ot 24 Hos0ps 2017.
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Jlokymenmui 06uecmeenHo-npogheccuoHanrbHbIX OpeaHu3ayull

- ba3oBble HOpPMBI OpraHu3alMM CETU U PECYpCHOro obecredyeHus OOLIeOCTYNHbIX OMOJMOTEK MYHHULMIAIBHBIX OO0pa30BaHUM.
Hokyment mnpunar Kondepenmmeir PBA, XII Exeromuoit ceccum 16 wmas 2007 roma (r. bpsack). — Pexum goctyna:
http://www.rba.ru/content/about/doc.php

PBA pexkomeHyeT UCIoIb30BaTh JOKYMEHT MPH OPraHu3alul OMOIMOTEeUHOro 00CITy)KNBaHUS HACceJIeHUs Ha TeppuTopun Poccuu;

- MognenbpHbIl CTaHIAPT AEATEIbHOCTH MyOonuyHon Oubmuoteku: npuusaT koHdepenueii PBA, XIII Exeroanas ceccus, 22.05.2008 r. —
Pexum mocrtyma: http://www.rba.ru/content/about/doc.php - MogaensHblii cTaHIApT ACITEIBHOCTH OOIIEIOCTYITHON OMOJMOTEKH: PEKOMEHIAUU
OpraHaM ToCyAapCTBEHHOM BilacTU cyObekToB Poccuiickoii @enepanuu ¥ OpraHaM MYHMIMIAJIbHOW BIJIACTH: MOJIMUCAH MHHHCTPOM KYJbTYpPBI
Poccwuiickoit ®enepanuu 31.10.2014 r. — Pexxum moctyna: http://www.rba.ru/content/about/doc/mod_publ.php ;

— PyKkoBO/ICTBO 1O KpaeBeTUECKON AEATEIbHOCTH MYHHUIIMITAIbHBIX MyOJINYHBIX OMOMMOTEK (IEHTPATM30BAHHBIX OMOIMOTEYHBIX CHCTEM).
(2005 1.). — Pesxum moctyma: http://www.rba.ru/content/about/doc/ruk_kraev.pdf;

- PykoBOIICTBO 1O KpaeBeUECKOM NEATEIHPHOCTH IICHTPAIbHON OuOmoTeku cyobekTa PD (2017 r.). — Pesxum pocryma:
http://www.rba.ru/content/about/doc/ruk_kraev.pdf;

- PykoBoncteo UDJIA/FOHECKO 1o pa3Butuio ciay0sl my0nuuHbIx 6ubarorek / MexnyHapoiHas denepanns 0MOIMOTEUHBIX acCOLMALNM U
17 YUPEKIACHUMN, Cekuust yOIMYHBIX O6ubIMOTEK, 2001. (HoBas penakums 2011). — Pexnm JOCTYyIIA:
https://www.ifla.org/files/assets/ha/publications/series/147-ru.pdf .

BuyTpuOudauTeynbie (10KaJIbHbIC) HOPMATHBHBIC IOKYMEHTBI

Cormacao Crangaptry «@opMupoBanue, yu€r, H3ydeHne, odecrnedeHue Pru3ndeckoro cCoxpaHeHust 1 0€30MmacHOCTH (POHIOB OMOIHMOTEKNY, s
BBIITOJIHEHUST DTOU pa6OTI)I ounobanorexka JOJIKHA o0ecrieunTs HaJIW4ue CICAYIOIIUX JIOKAJIBHBIX HOPMATHBHBIX AaKTOB, PErIaMCHTHUPYIOHINUX eé
JeSITeNbHOCTD:

[JYcraB unu Ilonoxxenue o ONOIHOTEKE;
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[/CBHJIETEIBCTBO O MOCTAaHOBKE HA Y4€T IOPUAUYECKOrO JIMLA B HAJIOIOBOM OpraHe 10 MECTy HaxOXKIeHUs Ha Teppuropuu Poccuiickoin
®denepaunu;

ClmpaBuiIa BHYTPEHHETO PaclopsiIKa,

[ImpaBurIIa MOJIb30BaHUs OMOJINOTEKOM;

[lmonoxeHust 00 0TAeNax, CTPYKTYPHBIX IOAPA3ICIICHUIX ONOINOTeKY;
ClmonoxeHue o cucreme HOoHIO0B;

Cnpoduis KOMIUIEKTOBaHUS (HOHIIA;

[ITO0KEHUE O COXPAHHOCTH (HOHIIOB;

Urpaduk mpoBepok GoH1I0B OMOINOTEKH;

Clmman OMOJIMOTEKH 110 COXPAHHOCTH (POHIOB;

[TI0I0KEHUE O TIPOBEICHUN CAHUTAPHOTO JTHS,

[/ TIOpsAA0K KOMITJIEKTOBaHMS U yuéTa U3JaHUM 00s13aTeIbHOTO 3K3eMIUIsIpa JOKYMeHTOB JIeHuHrpaackoi obnacrtu;
[IMOpPSIOK yueTa TOKYMEHTOB, BXOASAILINX B cOCTaB (hOH/1a ONOIMOTEKH;
CImosioxeHue o POHI0BON KOMHUCCHUU;

[/T00KEHUE 0 KOMUCCHH IO OLIEHKe OMOINOTEeYHbIX (DOHIOB;
[/MON0KEeHNE 0 KOMUCCHH MO CIUCAHUIO0 OMOINOTEYHBIX (DOHJIOB;

CJMHCTpYKIUS 10 paboTe ¢ U3aHUSIMU, BKIIOUEHHbIMU B DeiepaibHblii CIUCOK SKCTPEMUCTCKUX MaTEepPHAaJIOB;

CJMHCTPYKIMS 110 CIIMCAHHIO UCKIIOYEHHBIX 00bEeKTOB OMOIMOTEeYHOr0 (hoHIa;
UJMHCTPYKIUS O KIOYEBOM XO3SICTBE;

[/ MHCTPYKIUS IO OXpaHe TpyJa U TeXHHKEe 0e30MacHOCTH;
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[ JMHCTPYKIUS IO MOYXKAPHO# 0€30MacHOCTH;
ClmacnopT 0€30MacHOCTH YUPEKIACHUS;
CJMHCTPYKIHS IO 3JIEKTPOOE30IacHOCTH;
[pernamMeHT paboThl;

ClcTaHAapThl Ha BHINOJIHEHHUE YCIYT U padoT;

[z[pyrI/Ie PYKOBOACTBA, IIpaBuJia, UHCTPYKIUH, MCTOAUKH, PETIIAMCHTUPYIOIIUEC ITPOLUECC BBIITOJIHCHU A pa6OTBI.

[Ipn pa3paboTke rocyaapCTBEHHbBIMH U MYHHUIMNAIbHBIMU OHMOJIMOTEKaMH BBIIEYKa3aHHBIX JIOKAJIbHBIX HOPMAaTHUBHO-IPABOBBIX aKTOB U
PErIaMEHTUPYIOIIUX JOKYMEHTOB CIIELIMAIMCTBl T'OTOBBI OKa3aTh KOHCYJbTAllMOHHO-METOIUYECKYIO IOAJNEPKKY B BHJE YCTHBIX KOHCYJIBTALUM,
IpoBe/ieHus 00yJaronmx ceMuHapoB Ha 6a3e JIOYHD, ocymiecTBienus Bole310B B OMOIMOTEKH 001aCTH.

BrpiBOABI

NudopmanonHbie TEXHOJOTMH, aBTOMATH3AIMS MPOIECCOB OMPEAENSIOT CBOM YCIOBHUS MO (OPMUPOBaHHIO (POHIA M OpraHU3allMUd B HEM
nokymeHToB. CrienuanucTaM, 3aHUMArOIIUMCSI ’TUM HaIlpaBJICHUEM JACSITEIHbHOCTH, HEOOXOANMMO PETYIISIPHO YTOUHATH COOTBETCTBUE (DOH/A, €TO MECTa
U COJepKaHMUSI COBPEMEHHOMY DPa3BUTHIO OUONMMOTEKHM W TpeOOBaHUSAM BHeHIHEH cpenbsl. KoMriekc HOPMATUBHO-NIPABOBBIX JOKYMEHTOB JaHHOM
TEMaTUKU, TPUHATHIA Ha TOCYJapCTBEHHOM M PETHOHAILHOM YpPOBHAX, MMeEeT OONbllloe 3HAueHHe IJs MPAKTUYECKOW paboThl OMOIMOTEK
JlenuHrpaackoit 06y1acTH O COBEPIICHCTBOBAHUIO (POPMUPOBAHUS, OpPraHU3alMU OUOJIUOTEYHBIX (OHJOB B KAXKIOM KOHKPETHOM OMOIMOTEKE
peruoHa. UtoObl 3aKpenuTh MOI0KEHHUS TPUHSITHIX HOPMATUBHBIX JTOKYMEHTOB, HEOOXOAUMO pa3paboTaTh COOTBETCTBYIONIYI0 HOPMATHBHO-TIPABOBYIO
0a3y Ha MYHHIIMIIAJILHOM YPOBHE, TO €CTh JIOKAJIbHbIE HOPMATHUBHO-TIPABOBBIE TOKYMEHTHI. OTBETCTBEHHOCTh OMOJIMOTEK PErHOHa COCTOUT B TOM,
9TOObI (POHIIBI, B COBOKYITHOCTH TPEJCTaBIsAA COOOM CaMyl0 3HAUUTENBHYIO YacTh JIOKYMEHTHBIX pecypcoB Poccuiickoit denepanuu, Hapsgy C
apXUBHBIMH (HOHAAMU HAYYHO-TEXHUYECKOW HWH(pOpManuu ObUIM TPUBEIEHBI B COOTBETCTBHE C MOJIOKECHHUSIMH (heepaibHOro, PeruoHaIbHOTro
3aKOHOAATENThCTBA, HOBBIX CTAHIAPTOB, APYTUX HOPMATHUBHBIX TOKYMEHTOB M OTBEYAN COBPEMEHHBIM TPEOOBAHHSIM MOIH30BATENEH HHPOPMAITUH.

Iopsinok yyera 6Mb1MOTEYHBIX (POHIOB
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[Topsimok y4eéra TOKYMEHTOB, BXOASIINX B COCTaB OMONMMOTEYHOTro (OHIa» yTBEpKIeH MprKazoM MuHucTepcTBa KynbTyphl Poccuiickoii deneparuu
ot 8 okTs10pst 2012 r. Ne 1077 u 3apeructpupoan MunucrepcTBoM roctuiiu Poccuiickoit @eneparuu 14 mas 2013 r., (peructpannonnsiii Ne 28390);
omyonmkoBaH B «Poccuiickoii razere» 22 mas 2013 r. JlokymeHT BBeneH B nelictBue 3 utoHs 2013 r. B3ameHn «MHCTpykimuu 06 yuére OMOIMOTEUHOTO
donma» (1998 r.), ormeneHHOM npukazom MuHHcTepcTBa KyabTypbl Poccuiickoit deneparmu ot 3 utons 2013 1. Ne 623.

«[Topsimok y4€Ta JOKYMEHTOB, BXOJSIIUX B cocTaB Oubamorednoro ¢pouna» — (nanee — [lopsaok yuéra) pazpaboTaH B LENSIX aKTyalu3allud y4eTa B
YCIIOBHSIX COBEPIICHCTBOBAHUS MTPABOBOTO MOJIOKEHHS TOCYIAPCTBEHHBIX (MYHUIIMTIAIBHBIX ) YUPEKJACHUN U Pa3BUTHS OMOIMOTEUHOTO Jea.

OcHoBaHus U1 KOPPEKTHPOBKHU KOHIETIIINU y4eTa Ondimoreqnoro Gpounma:
— o011ast TEHASHINS YCUIICHUS! KOHTPOJISA B cepe YIETHOM MOTUTHKH U COXPAHHOCTH JOKYMEHTHOTO (hOH[IA;
— BBIJICJIEHUE U3 0011ero coctaBa poHAa 0c000 LIEHHOTO ABMKUMOIO UMYIIIECTBA, UHOTO JBM)KMMOTO UMYIIECTBA;

— MEpCBOJ NCPUOAUUCCKHUX I/I3Z[aHI/II\/JI U TOKYMCHTOB 0OMEHHOTO (1)OHI[8, B KaTCTOpHUI0 JOKYMCHTOB, y‘IéT KOTOPBIX OCYHICCTBIIACTCA 110
IpaBWjIaM OyXraJTepcKOro y4yeTa Ha 3a0ajaHCOBOM CUETE;

- MPUHATHEC MCKAYHAPOAHOTO U HATUOHAJIBHOTO CTAHAAPTOB I10 OMOIMOTEYHOM CTaTUCTHUKC,

— IIMPOKOE BHEJPEHUE DIIEKTPOHHBIX JOKYMEHTOB, HAXOAALIUXCS B HHPOPMAIIMOHHOTEIEKOMMYHUKAIIMOHHBIX CETAX, B MPAKTHUECKYIO
NEATENILHOCTh OMOINOTEK.

[Topsmok ydera npenHazHadeH Juisi OMOIMOTEK, MOABEIOMCTBEHHBIX MUHHCTEPCTBY KyJIbTyphl Poccuiickoit deaepannu, MOKeT ObITh UCIOIB30BaH B
JesITeNbHOCTH OMOIMOTEK BCEX BHJIOB U THIIOB BHE 3aBHCHMOCTU OT BEJIOMCTBEHHOW MPUHAIJIEKHOCTH M IOPUANYECKOTO CTaTyca (CaMOCTOATENIbHOE
IOPUANYECKOE JIMIO WIH CTPYKTYpHOE MOJIpa3/iesieHue I0pUANYECKOro JHlla), OpraHaMu Hay4HO-TEXHUYECKOM nHpopManuu, a Takxke (enepaabHbIMUA
OpraHamMH UCIIOJIHUTENILHON BJIACTH, OpraHaMU MCIIOJHUTEIbHOM BIacTu cyObekToB Poccuiickoit depepannu U opraHaMu MECTHOTO CaMOYIPaBIIeHUS
MYHHIIMITATEHBIX 00Pa30BaHUN.

Hacrosmee PykoBoactBo conmepxkut TekcT [lopsnka yuéra, KOMMeHTapuu K HeMy U npuioxeHus. [IyHkTel yTBepxkaeHHoro [lopsaka ydera maHbl
Kypcugom. KoMMEHTapuu K HEMY MPEACTABISIIOT MOSACHEHHS U PacIMPUTENbHOE TOJIKOBAaHUE OTIEIbHBIX MYHKTOB JOKYMEHTA, IPUBOIATCA OOBIYHOM
mpudToM. [IpuiokeHust copepkaT ydeTHble (OPMBI, PEKOMEHIyeMble A Yy4erTa JOKYMEHTOB, BXOJIIMX B COCTaB OWOIMOTEYHOTrO (oHAA.
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[TpemioskenHsie (OPMBI MOTYT HCHOJIB30BATHCS BBIOOPOYHO, JOTOIHATHCS, BUAOM3MEHITHCS OMOIMOTEKAMH B COOTBETCTBHU C MOTPEOHOCTSAMH H
0COOEHHOCTSIMH YUPEKACHUH, HO IIPH 3TOM JIOJDKHBI COAEPKaTh 00s13aTeIbHBIE 3JIEMEHTHI, MpeaycMoTpeHHbIe B [lopsake yuera.

OOs3aTenbHBIM U TIPUMEHEHUs] B OMOMMOTEKe SABISETCS AKT O CIHMCAaHMU HCKIIOYEHHBIX OOBEKTOB OMOIMOTEYHOTrOo (OHMAA, YTBEP)KICHHBIN
[Tpukazom MunuctepcrBa punancoB Poccuiickoit @eneparuu ot 30.03.2015 Ne 52H.

Ha ocnose Ilopsiaka yuéTa, KOMMEHTApHeB K HEMY M MPUIIOKEHUI OMOIMOTeKa MOKET pa3padaThiBaTh HHCTPYKIHIO 1O yYETY OMOINOTEYHBIX (POHIOB
C OTPaXKEHUEM CBOECH crIelUPUKH.

Hacrosimuii HopmaTtuBHO-peKOMeHIaTeNbHBIN akT Poccriickoit OMOIMOTEYHOM acCOIMAUU IIUPOKO OO0CYX AAJCS MPOPECCHOHATBHON OMOIMOTEUHOM
OOIIECTBEHHOCThIO Ha KOH(epeHuusx, ceMruHapax, Ha caiire PBA, B 6iore «Yuer 6ubimoreynsix (GOHI0B» Ha caiite Poccuiickoll ToCyaapCTBEHHOM
O6uOIMOTEKH; UTOTOBOE OOCYKIEHHE cocTosoch Ha Beepoccuiickom Oubnuoteunom konrpecce: XX Exeromnoit Kondepenmuu PBA (Camapa, 1722
Mas, 2015 r.) yuacTHUKaMH KOTOPOH OH 0/100p€H U NMPUHST.

O0mme nmostokeHns yyera 0udauoTedHoOro ponaa

1.1. Yuem ookymenmos oOubnuomeuno2o oHoa sAGNAEMCcs OCHOB0U OMYEMHOCMU U NIAHUPOBAHUS OesimelbHOCmU OubauomeKuy, cnocoocmeyem
obecneueHuro e2o COXpaHHOCMU.

1.2. Yuém exnrouaem pezucmpayuio nocmynienus OOKYMeHmos & Oubnuomeunvii QoHO, ux vlovimus u3 QoHOa, umozoevie OaHHble O GeNUUUHE
(0b6veme) 6ceco bubIUOMEUHO20 POHOA U €20 NOOPA30eN08, CMOUMOCIb OoHOA.
1.3. OcHosHvle mpebosanus, npedvasisemvle K yuemy oubauomeuno2o Gouoa:
— NOJIHOMA U OOCMOBEPHOCHb VUEMHOU UHDOPpMAYUU;
— onepamueHOCmy;
— OOKYMEeHMUpOoB8aHHoe opopmierue Kaxro0o2o nOCMynieHus 8 YoHO U Kaxrcoo2o evlobimus u3 oHoa;

- COBMECUMOCb NPUEMO8 U (POPM YUEema, UX HAOeHCHOCMb NPU NAPALLETbHOM UCHOIb308AHUU MPAOUYUOHHOU U AGMOMAMUZUPOBAHHOU
MexHoI02Ull yuema,
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— coomeemcmeaue HOMEHKIAmypbl nokasameneu yuema ¢onoa AHANIO2UYHBIM — NOKA3amMenam  20CY0apcmeeHHOu
OUbIUOMEYHOU CINAMUCIUKUL.

1.4. Yuemy noonescam 6ce 00KymeHmovl (NOCMOSAHHO20, OIUMENbHO20, BPEMEHHO20 XPAHEHUs), nocmynarwue 6 (pono bubauomexu u epblovIBarOWUE U3
¢onoa bubnuomexu, He3a8UCUMO OM 8UOA HOCUMEIA.

JIOKYyMEHTBI TOCTOSTHHOTO (06€CCpOYHOro) XpaHEHHsI — JOKYMEHTHI 0e3 ONpe/eieHus CPOKOB XPAaHEHHsI, OTBEUAIOIINE KPUTEPUSIM MEMOPHAIBHOCTH,
KOJIJICKIIUOHHOCTH, YHUKaJIbHOCTH, PAapUTETHOCTH, 4YacThb W3 KOTOPBIX OTHOCHUTCS K JOKYMEHTaM HalMOHAJIbHOro OubiamoreyHoro ¢onna,
(bopMHPYIOLIErocst Ha OCHOBE CUCTEMbI 0053aTEJIbHOTO FK3EMIUISIpA U KHU)KHBIX TAMATHUKOB.

I[OKYMGHTBI JJIUTCIIBHOI'O (IIOHFOCpO‘IHOFO) XpaHCHUA — JOKYMCHTEI, ITPOAOJKUTCIbHOCTh XPAaHCHUA KOTOPBIX OIMPEACIIACTCA CCTCCTBCHHBIM LIUKIIOM
’KM3HH JTHOO I0JI530BaTENLCKUM CIIpOCOM.

HOKYMCHTBI BPCMCHHOI'O (KpaTKOCquHOFO) XpaHCHUA — OOKYMCHTBI C 3apaHEC OIPCACIICHHBIM CPOKOM XpaHCHHA, KaK IIpaBUJIO, OT 1 a0 5 JECT,
BKJIIOHAOMME NCPUOAUUCCKUC U3JaHHA, a4 TAKIKEC MHBIC U3JaHUA, COACPKAIIUC I/IH(l)OpMaIII/IIO BPCMCHHOI'O 3HAYCHMU.

bubnuorekn caMOCTOATENBHO ONPENEISIIOT CPOKU M COCTaB JOKYMEHTOB IMOCTOSHHOTO, JUIMTEIBHOTO, BPEMEHHOTO XPAaHEHHs, UCXOASl U3 MUCCUU
OUOIMOTEKH, ONpPENEeICHHON YCTaBOM MJIM TOJIOKeHHeM o Oubimnoreke. CpoKH XpaHEHUs JTOKYMEHTOB (DMKCUPYIOTCS B TE€MAaTHKOTHUIIOJOTHYECKOM
(TemMaTu4ecKoM) IUIaHe WK NPpOoQuIie KOMIUIEKTOBaHUS (POHI0B OMOIMOTEKH.

He Bximtouatorcst B GoH1 OMOIMOTEKH U HE MOJIeKAT YUETy CIEAYIoNne BUIbl JOKYMEHTOB:

- AOKYMCHTBI BCTIOMOTATCJIIbHOI'O HAa3HAYCHUS, ABJISAIOIIHUCCS pa60‘lI/IM HHCTPYMCHTOM OMOIMOTEYHOTO IepcoHala (praBnquecxa;I n
MPOU3BOJACTBCHHAA JOKYMCHTALUA, IPOrpaMMHBIC IPOAYKTBI, B TOM YHCJIC JIULCH3WMOHHBIC ITPOTrpaMMBI JJIA KOMHBIOTCpOB);

— MaTepuaisl, Ipuodperaembie A oPOpMIIeHUs OMOIMOTEKH, IPYTHX MOJACOOHBIX paboT, HE CBSI3aHHBIE ¢ KOMIUIEKTOBAHHUEM
oubaroredHoro GoHaa;

— KHHO- ()OTO- U 3BYKO3aIUCH, peAHA3HAYECHHBbIE JUIsl TPOBeIeHUs] OMOIMOTeYHO— HH(POPMAIIMOHHBIX U KYJIbTYPHBIX MEPOIPUITUI;

- U3aaHus peKJ’IaMHO-I/IH(I)OpMaI_II/IOHHOFO XapakTepa, HCIIOJIb3YCMBIC JJIsA
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MH(OPMHUPOBAHUS YUTATEICH;

- 0a3bl TaHHBIX, HHCTALUTUPYEMbIC HA pa00OYUX MECTaX COTPYAHUKOB B MMPOU3BOJICTBEHHBIX IIEISX M HE UCIOIB3YEMbIC B OOCTYKUBAHUU
YUTaTEIIEN.

1.5. Yuem ooxymenmos gedemcsi 8 pecucmpax uHOUBUOYANbHO20 U CYMMAPHO20 Y4ema 8 mpaouyuoHHOM U (Uil) 31eKmpOHHOM Guoe.

Peructp yuc€ra — y4€THO—pErucTpalMOHHbIN JOKYMEHT (CIHUCOK, MepeYeHb, KHUTA, PEECTP U T.I1.), UMEIOLIUH MTpaBoBoe 3HaueHue. CoAepKUT repeyeHb
OCHOBHBIX TOKa3aTesel (MHINKATOPOB), HEOOXOAUMBIX AJI PETUCTPALIMU JOKYMEHTOB B COOTBETCTBUU C YCTAHOBICHHBIMU MTPaBHIIAMHU.

Tepmun «peructp» BBEACH B IMpaBHja BHYTPHOMOIMOTEYHOro y4yera OMONMOTEYHOTO (DOHAA B LENAX TAPMOHU3ALUHU C OyXTaITEPCKUM Y4YETOM;
UCIIOJIL3YETCS KaKk 0000IIamuii TepMUH Ui 0003HAa4YeHUS BceX (OpM HMHIUBHUIyaTbHOrOo ydeéra OubmmoreyHoro (oHaa (MHBEHTapHAs KHHTA,
perucTpaloHHas KapToTeKka ydera HNepUOJMYeCKUX H3JaHuiM, YYCTHBIM KaTajor U Apyrue) U CyMMapHOro yd4era OubauoredyHoro ¢oHaa (KHUra
cyMMapHoro yuéta 6nbiarorednoro (GoH/a, peecTp CyMMapHOTO Y4€Ta SIEKTPOHHBIX CETEBBIX JIOKYMEHTOB U IPYTHE).

1.5.1. Pezucmpamu unousudyanbno2o yuema 0OKYMEHMOS AGNIAIOMCA: PecUCMPAYUOHHASL KHUSA, KAPMOUKA pecucmpayuy Ha
onpeoeiieHublll 8U0 OOKYMeHma OJisl 2a3em, JHCYPHAN08, Opy2ux U008 OOKYyMeHmos. [lonyckaemcs makice pecucmpamu UHOUBUOYANbHO20
yuema cuumams monozpaguueckyo onucs (Kamanoe), YUemHulil Kamanoe, Y4emusli Qaill ¢ 8bIXOOHbLIMU hopmamu, Gopmupyemvimu 6
nopsoKe UHEEHMAPHBIX UNU UHBIX UOEHMUPDUKAYUOHHBIX HOMEPOB OOKYMEHMO8.
Pezucmpor unousudyanvnozco yuéma 0okymeHmos OubIuomeuno2o oHoa codepircam peKeusumovl, UOeHMuuyupyrowue Kaxcovlii OOKYMEHm C
VKa3aHuem ceedeHull 0 NOCMynieHuu 0OKyMeHma u o e20 8bloblmuu u3 oub.auomeuHo2o oHoaq.

VHBeHTapHass KHHMra, KOTOpas TpPaJUIMOHHO BeACTCS B OMOIMOTEKaX, OCTAaeTCsl OCHOBHBIM BHJIOM pErucTpa HMHIMBHAyaldbHOro yueta. I[lpu
HEOOXOIMMOCTH JUIsl y4e€Ta OTAENbHBIX creuupuyeckux (QOHI0B (HAaNpUMep, MUKPOPHIBMOB, ayJUOBU3YaJbHBIX JOKYMEHTOB U T.M.) MOTYT
MCIOJIb30BATHCS MHbIE (DOPMBI PETUCTPALIMOHHBIX KHUT, OPTaHU30BAHHBIX B MOPSAIKE PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB.

[IpumepHbie GOpMBI PErMCTPOB MHAWBUIYAIBHOTO Y4eTa NpeacTaBiieHbl B npuiokeHusx: [Ipunoxxenue 1 (MuBeHtapHas kuura), [lpunoxenue 2
(Kaprouka yuera xypHanoB), [Ipunoxenue 3 (Peectp HHIMBUyadIbHOTO yU€Ta CETEBBIX YAAICHHBIX JOKYMEHTOB).
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1.5.2. Pecucmpamu cymmapnozo yuéma 0okymenmos A61510mcs: KHuea CyMMApHO20 y4ema oubauomeuno2o ¢)oHoa, aucmol
cymmapHo2o yuéma oubauomeuno2o ¢onoa, xcypuan. /fonyckaromes paziuyHvle Moougukayuu Knueu cymmaprozo yuema. Hezasucumo om
8UOA YYUEMHO20 OOKYMEHMA PESUCPbL CYMMAPHO20 YH4Eema COOEPICAn Mpu 83aUMOCEA3AHHbLE YACMU!
"I[locmynnenue 0okymenmos 6 oubauomeynsvii hono",
"Bulovimue 0okymenmos uz oubauomeunozo ¢onoa”,
" ”
Hmozu 0udicenuss 6ubauomeuno2o oroa: umozosvie OaHHble Ha KOHeYy Omyemno2o nepuooa”.
Obobwennvle OanHble OMPANCAIOMCSL 8 KAANCOOU YACTMU Pe2UCPA CYMMAPHO20 Y4emd.
B snexmponnoil cucmeme yuéma smu uacmu uHmeSpupyiomcsi 8 eOUHbLilL Y4emubulil Qaiii.

IIpy KOMIUIEKTOBaHUU JJIEKTPOHHBIX CETEBBIX JOKYMEHTOB PEKOMEHIYETCs BEIEHUE PETHCTPOB CYMMAapHOIO ydeTa pasfelIbHO: Ul TOKYMEHTOB Ha
MaTepHAITBHBIX ((PU3NIECKNX) HOCUTESX (C BOSMOXKHBIM Pa3/IejICHHEM Ha MCTOYHUKHU MOCTYIUICHHS WIM Ha BUABI IMOCTYMAOMUX W3AAHUN) U VIS
JIEKTPOHHBIX CETEBBIX JOKYMEHTOB. [lociesHne MOryT y4UTBIBATHCS B OJHOM pPErucTpe (Harmpumep, peecTp WIM KHUI'a CYMMapHOTo yuéTa CeTeBBIX
JIEKTPOHHBIX JOKYMEHTOB) MJIM B OTJENbHBIX pErucTpax (peecTpax WM KHUIraX CyMMapHOIO Y4era JUll MHCTAJIMPOBAHHBIX, CETEBBIX JIOKAJIbHBIX
JIOKYMEHTOB, CETEBbIX yJIaJI€HHbIX IOKYMEHTOB).

[IpumepHbie (OpPMBI PETUCTPOB CYMMapHOIO ydera mnpeicTaBiieHbl B npuioxeHusx: Ilpunoxenue 4 (KHura cymmapHoro yuéra JTOKYMEHTOB Ha
¢usnueckux Hocurtensx), Ilpunoxenue 5 (Peectp cymmapHOro yu€ra MHCTaUIMPOBAHHBIX JOKYMEHTOB), [Ipunoxenue 6 (Peectp cymmapHoro yuera
CEeTEBBIX JIOKAIbHBIX TOKYMeHTOB), [Ipuioxenue 7 (Peectp cymMmmapHOro y4eéra ceTeBbIX yJaleHHbIX JOKYMEHTOB).

1.6. Cymmapuovii u uHOUBUOYATbHYLIL Y4uem (HOHOA 6edemcsi CMPYKMYPHLIMU NOOPA30eNeHUAMU OUOIUOMEKU, 8 BeOeHUU KOMOPbIX HAXOOUMCS
KOMNIEKMOosanue (honoa, a maxaice noopas0eneHusIMu, 00eCneuusaromuMi XpaneHue u UCnoIb308aHUe 3AKPENICHHbIX 3 HUMU Yacmell 0bue2o honoa
oubIUOmMeKuU.

B 6ubnnoTekax co cliokKHOM cucTeMol (POHI0B HEOOXOAMMO coueTaHUe YUETHBIX PopM Ha 00111eO0MOIM0OTEYHOM U JJOKaJIbHOM YpoBHAX. Hanpumep, Ha
0011e0M0IMOTEeYHOM YpPOBHE OTJEN KOMIUIEKTOBAHUS BEICT HMHBEHTApHYIO KHUTY Ha BCE€ MOCTYIJICHHS, YUCTHBIM KaTaJor Ha IOCTYIUICHHS
MEPUOINYECKUX HW3JIaHUW, PEeCTp SJIEKTPOHHBIX CETEBBIX JOKYMEHTOB YyIaJC¢HHOTO jaocTyma. B oTraenax-(oHmomepxaTenssx HEOOXOAUM YYECTHBIN
JOKYMEHT, MaKCHMAaJbHO CIIOCOOCTBYIOIIMN BEICHHWIO KOHTPOJS 3a HaTW4YHEM JOKYMEHTOB B (¢oHAE, T.6 Tpu (POPMATHONH pPACCTAHOBKE —
TomorpauecKuil KaTtajJor WM ONHUCh, NpHU an(aBUTHOW paccTaHOBKE — al(aBUTHBIA KaTajor; MpPH CHCTEMAaTHUYECKOM pAacCTaHOBKE —
CHCTEMaTUYeCKH KaTajor U T.1.
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PeecTpbl MHCTaIIMPOBAHHBIX U CETEBBIX JIOKAIbHBIX JOKYMEHTOB BEAYTCS NOJAPA3JEJICHUSMU WU OTBETCTBEHHBIMH JIMIIAMH, BbIIACICHHBIMU B
OnbaMoTeKax, UCXOI U3 OPraHU3ALUOHHO-TEXHOJIOTMYECKOH 11e1eCO00pa3HOCTH.

1.7. Cmamucmuueckas ungopmayus o Gopmuposanuu oubauomeuno2o Gounoa no umoeam 2oda npeocmasisiemcs 6 1naeuviit UHGOPMAYUOHHO-
svlyucaumenvrulil yenmp Munkyromypuol Poccuu.

JlaHHO€ TOJIOKEHHE HANpPSAMYI0 OTHOCHUTCS K (QenepaiabHbIM OuOIMOTEeKaM, HAXOIIIIMMCS B BEICHUHM MUHHUCTEPCTBAa KyIbTyphl Poccuiickoii
®denepannu, EHTpPAIbHBIM OuOIHOTEeKaM cyobekToB Poccuiickoit denepanuu u OnbIMOTEKaM MYHHUIIMIIAIbHBIX 00pa3zoBaHuil. bubnuoreku apyrux
MUHHCTEPCTB M BEIOMCTB IPEJICTABISIOT CTATHCTUYECKHE MAHHBIE IO COCTOSHHIO M JBIDKEHHIO OHOIMOTEYHBIX (OHIOB B COOTBETCTBYIOIIHE
OTpacJieBbIE LIEHTPBHI.

2. Enuannsl yyera 0ubanorevHoro ¢gponga

2.1. Beauyuna (06wem) u osudicenue pornoa uzmepsiomes 8 yhupuyuposannvix eounuyax yuema. OCHOSHbIMU eOUHUYAMU Y4emda OOKYMEHMO8
oubIUOMEYH020 POHOA ABNAIOMCS IKZEMNIAP U HA38AHUE, OJISl 2A3em — 200080 KOMNIEKM U HA38AHUe.

Jlononnumenvuvimu edunuyamu yuema oHoa AGNAOMCs 200080l KOMNIEKM, MEMPONOJKd, NOOWUBKA (nepeniemHuas eOUHUYa); OJisl JIeKMPOHHbIX
O0OKYMEHmMO8 — eOUHUYA NAMAMU OAHHbBIX.

3K3€MHJ’I$Ip JOKYMCHTA — KaxKJasd OTACIIbHAA y‘IéTHafl CAHUIA JOKYMCHTA, BKIIFOUacMas B (1)0H}1 NI BBI6I)IBaIOHla$[ M3 HETO.

[Ton Ha3BaHMEM MMOHUMAETCS €AMHUIIA yueTa OuOIroTeYHOro (OHa, B Ka4yecTBE KOTOPOIl MPUHUMAETCS KaK10€ HOBOE MJIM MIOBTOPHOE U3/IaHUE,
JIOKYMEHT, OTJIUYAIOIIUICS OT OCTAIBHBIX BBIXOHBIMH CBEACHUSMHU WJIU 3JIEMEHTAMH U3aTeNIbCKOro oopmieHus. [lepnonnueckoe uznanue, BHe
3aBUCUMOCTH OT KOJIMYECTBA BBIITYCKOB U HOMEPOB, PACCMATPUBAETCS KaK OJTHO Ha3BaHHUE.

["'010BO#t KOMIUIEKT — COBOKYITHOCTH HOMEPOB (BBIMTYCKOB) EPUOANUECKUX U3JaHMM 3a ToJ1. J{71s1 ra3eT sBIsSeTCS OCHOBHOW €AMHUIICH yueTa, [T
OCTAJIbHBIX M3JJaHUHN — TOTIOTHUTEILHON SIUHUIICH yUeTa.

[ToammBka — COBOKYMHOCTh HOMEPOB MEPUONIECKUX U3JIAaHUH, CITUTHIX, IEPETUICTEHHBIX MIIM CKPETUIEHHBIX APYTUMH CIOc00aMu B OJTHO LIETIOE.
SBnsieTcss JOMOTHUTENBHON €IMHULIEH yUeTa, B TOM YUCIIE JJIs Ta3eT.
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MeTp MOJIKK — IOTIOJIHUTENbHAS SMHULIA Y4eTa ONOINOTEeYHOTO (POH/IA, OTpaXkaromas ero 00beM, HCUUCIIsieMast Kak | TIOTOHHBINA METp CTEILTaKHOU
TIOJIKH, 3aHATON TOKyMeHTaMHu. [IpruMeHsieTcs py MPOSKTHPOBAHUY OMOIMOTEUHBIX 3[JaHHM, IPH ONPEICIICHUN TIEPCIICKTHB Pa3BUTHS
(hOHIOXpaHUIIHIILL, TIEpEMEIICHIH (OHIOB B Mpe/enax OuOIMOTEKH.

Enuanna maMsaTtd NaHHBIX — €IMHUIIA W3MEpPEHHUs 00bEéMa JMaHHBIX M EMKOCTH NaMsaTH B OaiiTax, kuimoOalTax W T.A. SIBisieTcs MOTOTHUTEIHHOM
eAUHUIEH yueTa.

2.2. Obwas senuduna bubIUuOmeyHo20 GorHoa 8 Yeiom u e2o noOpa30eos, 8 MOM YUCLE CeMeBbIX JTIOKAIbHbIX OOKYMEHMO8 U CeMesblX YOAIeHHbIX
OOKYMEHMO8, YYUMbI8AEMCsl 8 IKIEMNIAPAX, HOBbLE NOCMYNIEHUSA — 8 IK3EMNIAPAX U HA36aAHUAX. HUCI0 20008bIX KOMNIEKMOB 2a3em NPUPAGHUBAEMCSL
K YUCTY IK3eMNIAPOB.

B IMopsiake yuéra coxpaneHa 0000maromas einHuIa yueta GoHIa — «IK3eMILIIpy» Uit 0003HaueHHs YHH(PHUIIMPOBAHHOTO TIOKA3aTelsl BETMYMHBI
oubmoredHoro (GoHIa, HO TP ATOM JIOITYCKAETCsI BRICOKUW YPOBEHB YCIOBHOCTH B MCIIOJIB30BAaHUH JJaHHOTO TepMuHA. [1o/1 mokazarenem
«KOJIMYECTBO IK3EMILISPOB)» CYMMHUPYIOTCS:

— OTACIBbHO U3JaHHBIC, MMCIOIIIHNC CaMOCTOATCIIbHOC 3HAUYCHNEC CAUMHHNIBI IICYAaTHBIX I/ISI[aHI/Iﬁ (KpOMe F8.3CT);
- T'OAO0BBIC KOMIIJICKTHI I'a3€CT,
- CANHUIBI XPAHCHUA PYKOIIMCHBIX MaTCPHUAJIOB;

- OTJIeNbHBIE (PM3MUECKUE €AMHUIIBI Ha TICHOYHBIX M MHBIX BHJAX HOcuTeled mHpopManuu (pyJToHB MUKPOPHUIEMOB, MUKPO(HUIITH
(TutacTuHbl), Cranbl, 00OMHBI, TUCKU, KACCETHI);

— (haiinel Ha YPOBHE JIEKTPOHHBIX KOMUN OTACIbHBIX (PU3UUECKUX €UHUI] OPUTHHATIOB;
- 0a3bl JaHHBIX MHCTAJNTMPOBAHHBIX AJIEKTPOHHBIX TOKYMEHTOB M BKIIOYEHHBIE B HUX MOJHOTEKCTOBBIE AIEKTPOHHBIE JOKYMEHTHI;

- 0a3bl JaHHBIX YIAAJICHHBIX CCTCBBIX PECYPCOB MW BKIIIOYCHHBIC B HUX TOJHOTCKCTOBBIC 3JICKTPOHHBIC JOKYMCHTBI, UMCIOIINUC
CaMOCTOATCIIBHOC 3arjiaBuc.

OOu1yro BennurHy OMOIMOTEYHOr0 (POHIAa PEKOMEHIYeTCsl IPEICTaBIATh AU hepeHInpPOBaHHO:
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— OnOIMOTEeYHBIA (POHT BO BIaJICHHUH (B ONEPATUBHOM YIPABJICHUH ) — JOKYMEHTHI Ha (PU3UYCCKUX (MATepUATbHBIX ) HOCUTESIX;, IOKAJIbHBIC
CeTEeBBIC JOKYMEHTBI, OOpa3ymoIlue OJIIEKTPOHHYIO (HMHPPOBYIO) OMOIMOTEKY WM KOJUICKIMIO, Pa3MEIICHHYI0O Ha cepBepe OHOIMOTEKH;
WHCTAJUIMPOBAHHBIE IOKYMEHTHI;

— O6ubaroTeuHbI QOHJ B 1OCTyIE (B MOJIb30BAHNUN) — yJAJICHHbBIE CETEBbIE JOKYMEHTHI, MTOJIydaeMble BO BPEMEHHOE WJIM MOCTOSHHOE
M0JIb30BaHUE Yepe3 WH(HOPMAIMOHHOTEIIEKOMMYHHUKAITMOHHBIE CETH Ha YCIOBUSX JIMIICH3MOHHBIX COTJIAIICHUIA C IPOU3BOUTEIIMU HHPOPMAITUH.

3. Yuér AOKYMECHTOB 110 BUIaAM " KaTE€ropusim

3.1. Ileuamuvie uzdanus u HeonyOIUKOBAHHBIE OOKYMEHMbI.

K newamnvim uzoanusm omHOCAMCA MUpA@CUPOBAHHLIE U30AHUS, NOTYYEHHble NeYamaHnuem Ul MUCHEHUeM, NOAUSPAPUUECKU CAMOCMOAMENbHO
oopmaeHHble: KHUSU, OPOWIOPbI, JICYPHATLL, NPOOOINCAIOWUECS U30AHUSL, JUCTOBbIE U30AHUs, 2d3embl, U30U30AHUS, HOMHblE U30AHUS,
Kapmoepagpuueckue uz0anusl, HOPMAMUEBHO-MEXHUYECKUEe U MeXHU1ecKue 0OKYMeHMbl, agmopedepanmul Ouccepmayuil.

K neonybnuxosannvim 0oKyMeHmam OMHOCAMCS PYKONUCHbIE OOKYMEHMbl (DYKONUCHble KHUSU U APXUBHblE OOKYMEHmbl), a Mmakice OOKYMeHMmbl,
U320MOGIEHHbIE 8 COUHUYHBIX IKIEMNIAPAX, ABHAOWUECST 00beKMAaMU UHMELIeKMYAIbHOU COOCMEEHHOCMU (0eNOHUPOBAHHbIe HAYUHble Pabomul,
ouccepmayuu, NPenpuHmvl, OMUEemvl 0 HAYYHO-UCCAEO08AMENbCKUX pAOOMAxX, nepegoovl, ONUCAHUSA aAN20pummos u npoepamm IBM, npoexmuo-
KOHCMPYKMOPCKAsL OOKYMeHmayusi), maxmujibHvle PYKoOelbHble U30aHus OJisi ClenviX U crabosudswux. Pyxonucnvle ookymenmowl, 6xooswue 6
oubnuomeuHvle (HOHObL, ABNANOMCA COCMABHOU uacmuio Apxuenozco Gonoa Poccuiickoti @edepayuu u yuumsl8aromcs 6 COOMEEMCMEUU C
HOPMAMUBHbIMU U NPABOGLIMU AKMAMU NO YUEMY APXUBHBIX OOKYMEHMO08 U Hacmosuum Tlopsiokom.

3.1.1. Knueu u 6powiropvl yuumsl8aiomcst 8 IK3eMNaapax u Ha36aHuUsx.
Kax omoenvhuwiil 9x3emMnisp u kax omoeibHoe Ha36aHue YYUmulearomcs:
— Kaxcooe omoenvHoe uzoanue (Kuuea, opowropa);
— Kadicooe exoosujee 8 KOHBOIOM U30aHue,
— Kaxcowlti 0moenbHblil MOoM (8bINYCK, YACMb) MHO2OMOMHO20 U30AHUSL, UMEIOWULl UHOUBUOYATbHOE 3a21asue;
— Kaxcoas u3z Opouirop, 8bINyUeHHbIX 8 00beOUHAIOWeU UX U30amenbCKoLl nanke, 00J10M4CKe, MaHiCemKe,
— Kaxcoas KHuea unu 6pouopa, 6X00Auas 8 KHUNCHYI0 ceputo (HyMepO8aHHYIO U HEHYMEPOBAHHYIO),
- 0MOeNbHO UB0AHHBLE NPUTLONCEHUS K KHUSAM U OPOWIopam, umeroujue UHOUBUOYAIbHOE 3a2lasue U CAMOCMOosmenbHoe 3HaueHue.
3.1.2. Jloxymenmul, 6blnoIHeHHbLE peNbedhHO-MOYeYHbIM wpupmom (wpugdmom bpaiins), yuumeisaromes 6 IK3eMIIAPAX U HA3BAHUSX.
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OKrzemnsapom 0ist 0AHHO20 BUOA UZOAHULL AGNAEMCS KANCOAs U3 KHUS KOMNIEKMA, 00beOUHEHHbIX 00WUM HA38AHUEM.
Kak 00no Hazeanue yuumovieaemcs KOMNIEKM U30AHUS HE3ABUCUMO OM YUCIA BXOO0SUUX 8 He20 KHUR.
3.1.3. JKypuanet u npooonsscarowuecs u30aHus y4umvl8aromcs, 8 IK3eMNIApax u Ha36aHusx.
OK3emMnaapom cuumaemecs HOMep, MOM, 8bINYCK, U30AHHbIE NO OMOENbHOCMU, A MAKICe KOMNIEeKM HOMEpOs8, MOMO8, 8bINYCKO8, NepeniemeHHbIX 6
00UH 610K U30amenbCmeoM.
Kakx oono nazsanue yuumovisaemcs KOMHIEKM HOMEPOS, MOMO8, 8bINYCKO8, 00pA3VIOWUX OMOENbHYI0 eOUHUY)y ¢ OMAuYumenvHulm 3aznasuem. Ilpu
U3MEHeHUU 3a21a8Usl HOBOU Y4EMHOU eOUHUYel CYUmaemcs u30anue, eciu UsMeHeHue 6HeCeHo 8 nepeuvle Nimby Cl08 3a21A6US.
Ilepuoouueckue npunodiceHus K JHCYPHANAM, BbIXOOSAUUE CAMOCMOAMENbHO, UMeruue UHOUBUOYATbHOE 3a2lasue U COOCMBEHHYI0 HYMepayuro,
VUUMBIBAIOMCS KAK OMOebHble IK3EMNAAPbL U OMOebHble HA36aHUS.
Kasxcoan cepus npooonscarowecocs uzdanus, umerowjas UHOUBUOYALbHOE 3a2lasue U COOCMBEHHYIO HYMepayuro 6bINyCKO8, VUUMbIBAeMCs KaK
omoenvHoe Ha36aHue.
Kaoicowiii camocmosmenvhviii mom (8b1nycK) npoooaxcanue20cs U30anus Yuumoléaemcs KaKk omoeibHoe Ha38aHue.

3.1.4. I'azemwi yuumsvigaromcs 6 20006b1X KOMNJIEKMAX U HA36AHUSIX.
Kax oono naszeanue yyumvieaemcs KOMHIEKm 2azem, oOpa3yioujux omoeibHyilo eOUHUYy ¢ omaudumenvHuim 3acnasuem. llpu uzmenenuu 3aenasus
HOB0U Y4emHOU eOUHUYell CYHumaemcs uzoanue, eciu U3MeHeHUe 6HeCeHO 8 Nepevle NAMb ClI08 3A21A8USL.
OonooHesHble (Pa3o6ble) cazemvl YUUMbIEAOMCL 8 IKIEMNIAPAX (HOMED, 8bINYCK) U HA36AHUSIX.
Omoenvho u3z0auHvle NepuooUdecKue NPULONCeHUs K 2a3emam, umerujue UHOUSUOYAIbHOe 3a21asue U COOCMBEHHYI0 HYMepayuio, Y4umvléaromcsl
CAMOCMOSIMENBLHO.
3.1.5. Hszouzdanus (anvbomsl, Komniekmol, OmoelbHble TUCMOBble U30AHUsL) U pelvepHocpaguueckue nocoobus O Clenvix U Cciabo8UOAUUX
VUUMBIBAIOMCSL 8 IKIEMNAAPAX U HA3BAHUSIX.
Kax omoenvhulti sx3emniap u omoenvHoe HA38aHUE YUUMBIBACMCS KANXCObIU AUCT (8bINYCK) Ccepul U30U30AHUL, He 00beOUHeHHble U30AMelbCKOU
nankoti (00J10#CKOU, MAHNCEMKOLL).
Jlucmosvie uzdanus, 0OveOUHeHHble U0AMENbCKOU NANKOU (00N0XHCKOU, MAHMICEMKOU, 00epmKoll), YUUMbl8AOmMcsa KAK OOUH IK3eMAIIAD U OOHO
Ha3eaHue.

3.1.6. Homuvie uzoanus yuumsi8aromcs 8 IK3eMnaapax u Ha36aHusx.

Kakx omoenvubie sx3emninpvl u omoenvhvle HA386aHUsL YUUMbIBAIOMCL:

— camocmosmenvhbie HOMHblE uzoanus, 00veouneHHvle 8 00HOM nepenieme

(konsonome);
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— omoenbHble napmuu (2onoca) u napmumypa (K1asup), u30anHvle pazo0enbHo.
Kaxk ooun sxsemnaap u 00no Hazeanue yuumul8aromcsi.
- omoenbhble napmuu (2010ca), 06veOUHeHHble ¢ NapmMumypol (Kiasupom) 8 00HOM U30aHuU, a Maxdice napmuu, 00veOuHeHHble
u30amenbCeKou nankot (00J10H#CKO).
3.1.7. Kapmoepaghuueckue uzdanus yuumvl8aomcs 8 dK3eMNIsApax u Hazeaumusx. Kax omoenvuwvill dK3eMnisp u omoenbHoe HA38aHue
VUUMBIBAIOMCAL
— amaacwl, cocmosauue u3 0moebHbiX HYMePOBAHHbIX UIU OAMUPOBAHHBIX BLINYCKOG, — KANCOIU 8bINYCK CEPUUHO20 U30AHUS KAPMbl
unu amaiaca.
Kax ooun skzemnnap u ooHo Haseauue yuumoeléaemcsi Kapma, U30AHHAS HA HECKOIbKUX AUCAX (NoOoaedcaujux cKielike), 00beOUuHeHHbIX 00uum
3aenaguenm.
Mnozomommusie (MHO2ONUCMOBbIE) KapmozpagdhuiecKue u30anus, 00beOUuHeHHble 00WUM 3a21asUeM, YUUMbI8AIOMCsA N0 KOAUYeCMEy MOMO8 U 0OHOMY
HA36AHUIO.
OmoenvHo uz0auHvle, HO He UMerwue CamoCmoamenrbHO20 3HAYeHUs, KapmozpaghuyecKue NPuiloAHCeHUs K paziudHblM U30AHUAM (KHU2am, opouropam,
HCYPHANIAM) YUUMBLEAIOMCSL €OUHBIM KOMNIEKMOM C OCHOBHbIM U30AHUEM.
3.1.8. Hopmamugno-mexnuyeckue u mexmuieckue 0OKyMeHmyl (nameHmHbvle OOKYMEeHmMbl, MUnosble NPOeKmbl U YePMedrHcU, Kamano2u npoMbluLIeHHO20
000pydosanus U usoenull, HOPMAmusHvle OOKYMEHMbl NO CMAHOAPMU3AYUU, MeXHUYecKue YCI08Us, PYKO8oosaujue OOKYMeHmbl U Npasuia)
VUUMBIBAIOMCSL 8 IKIEMNAAPAX U HAZBAHUSIX.
Kax o0un sxsemniap u 00HO Ha38aHUe YYUMbIBAIOMCA CMAHOAPMbL U KAMALOU NPOMBIUIEHHO20 000pPYO08AHUS U U30eNUll, GbINYUEHHbIE 6
00veduHsIOWel UX U30ameibCKol nanke (00J1034cKe) npu HAIUYUY Ha nanke oowell YeHvl, COOEPHCAHUS BCe20 U30AHUSL, eOUHBIX BbIXOOHLIX OAHHDIX.
Kax omoenvHblil sx3emniap u omoenvHoe HA36AHUE YUUMBIBAIOMCS CMAHOAPMbL U KAMAL02U NPOMBIULIEHHO20 000pY008aHusi u uzlenuil, opyaue
cneyuanvhvle 8UObL OOKYMEHMO8, 8bINYUWEHHbIE 8 BUOE OMOCTbHBIX TUCTO8, eCTIU KANCOBI U3 HUX UMEEN C80U GbIXOOHble OAHHbIE, YEHY, MUPAiC, 0aice
ecaiu OHU 00beOuHeHbl 0OHOU U30ameNbCKOU NanKou (0010H4CKOl).
3.1.9. Heonybaukogsanuvie OOKYMEHMbl Y4UMbLEArOMCcs 8 IKIEMNIAPAX u Hazeanusx. Kax ooun sxsemniap u 00Ho Hazeamue yyumul8aromcsi:
— 0eNnoHUPOBAHHASL HAYYHAS paboma (KOMNAEeKM, COCMOAWUL U3 08YX IKIEMNIAPO8 pabomsl) U CONPOBOOUMENbHbLE OOKYMEHMbL;
— HeonyonuKo8anHvle 0OKyMeHmbyl, COpOUIOPOBANHbLE UNU COOEpIHCAuUecss 8 OMOENbHOU nanke.

Hna koncmpykmopckotl 0oKymenmayuy eOuHuyell yuema Aeis1emcs 4epmedrnc Uil NOJHbl KOMNIEKmM KOHCMPYKMOPCKUX OOKYMEHMO8, OMHOCAWUXCA K
O0OHOMY U30ENUIO

(06vexmy).
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3.1.10. Obnosersemoe neuamuoe uzdauue YYUMbIBAEMCs KAK OMOENbHOe HA36AHUEe U OMOENbHbI IK3EMUIAP NpU NEePeUYHOM NOCMYNIEeHUU 8
oubruomexy. Ilocnedyowue nocmynieHus 6KIAOHbIX TUCTO8, NPEOHAZHAYEHHBIX OJ1 OONOTHEHUS UNU 3AMeHbl COOMBEMCMBYIOWUX TUCMO8 8 U30AHUU,
OMOENbHOMY YUEMY He NOONeHCam.

3.1.11. @axcumunvroe uzoanue yuumvl8aemcs Kaxk OpueSUHal.
3.2. AyouosuzyaibHvle OOKYMEHMDbL.
K ayouosusyanvnvim 0okymenmam omHocames hoHoOOKYMeHMbl, BUOE0OOKYMEHMbl, (POMOOOKYMEHMbL, KUHOOOKYMEHMbL.
3.2.1. Eounuyamu yuéma gponoa ayouosu3yaibHvlx OOKYMEeHmMo8 A6IAI0MC IK3eMIIAP U HA38AHUE.
Kax omoenvubiii sx3emnisap yuumoi8aromesi:
— OUCK — OJ151 2PAMNIACTUHOK,
— Kamywika, kaccema uiu 600UHa — 01 MACHUMHBIX POHOSDAMM;
— Kaccema — 015 8UOE000KYMEHMO8,;
— Kaop — 01151 (homooOKyMeHmOos (OUano3umueos, ciaioos); — 60ouna — 0isi KUHOQUIbMOS.
Kax oono naseanue yuumsoigaromesi:

— OMOENbHO BLINYWEHHASI SPAMNIACMUHKA, KAcCema Aub0 KOMNieKm (aibbom) epamniacmuHok, Kaccem, 00beOUHeHHbIX 0OuWuUM
Ha3eanuem,

— MazHUmMHas hoHocpamma Ha 0OHOU Kamyuike (Kacceme), Ma2HUMHASL POHOSPAMMA HA HECKOIbKUX KAMmyuKax (kaccemax), 00beOuHeHHbIX
00WUM HA38AHUEM;
— OmoenbHO U30aHHbIU G oHoO0oKyMernm unu  KOMNjieKm ¢ oHoO00KyMeHmo8,
00bEOUHEeHHBIX 0OWUM 3a271a8UeM,
— KUHOUIbM, OUADUILM HE3ABUCUMO OM YUCIA COCMABIAIOWUX Yacmell Ul Kaopos (011 KOMNAEeKmMAa OUano3umueos).
3.2.2. Ayouosusyanvhvie OOKYMEHMbL, AGIAIOUWUECS NPULONCCHUEM K PAZTUYHBIM UBOAHUSIM U 8bINOTHAIOUWUE CAMOCMOSIMENbHbIE PYHKYUU, A MAKNCe
ucnoab3yemvle 8 pabome 0mMoeibHO OM OCHOBHO20 U30AHUS, MO2YI YYUMbIEAMbCS KAK OMOeNbHble IK3EMNIADY.

AynroBU3yaIbHOE MPUIIOKEHHUE, NMEIOIIEe HHINBHUTyaTbHOE 3arIaBHe U CAMOCTOSTSIIbHOE 3HAUCHHE, YIUTHIBACTCS KaK OT/ICITLHOE HAa3BaHMUE.
3.3. Hokymenmwl Ha Muxpogopmax.

K ooxymenmam na muxpogopmax omuocames MUKpOGUIbMbL U MUKPODUULL.
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3.3.1 Eounuyamu yuema 0oxymenmos Ha MUuKpoghopmax aeisitomcesi IK3eMnisap u Haseanue. IK3eMnisipom 0isi OOKYMEeHmo8 Ha

MUKPODOPMAX AGNAIOMCIA: PYIOH — OJisl MUKDODUIbMO8, (hunia — 0151 MUKpOduuL.
Kax o00nOo Haszsanue yuumwvieaemcsi KOMNJIEKmM MUKPOQDUILMOE ULU MUKPODUW, O0O0bEOUHEHHbIX O00WUM 3a21asueM, He3A8UCUMO Om YUCLAd
COCMABIAWUX Yacmell.

3.3.2. Obwuii 06vem onoa OOKYMeHmMO8 HA MUKPOGDOPMAX YUUMBIBACMCSl NO KOIUYeCm8)Y PYIOHO8 U (ull, SKII0YAs KORUU

PA3HBIX NOKOJICHULL (ApXUBHble/pe3epaHble U NONb308AMENbCKUE).

3.4. DnekmpoHHble QOKYMEHMDbL.

K onexmponnvim 0oKymenmam OmHOCAMCs OOKYMEHMbl HA CbEMHbIX HOCUMENAX (KOMRAKM-OUCKU, hrew-Kapmol), OOKYMEeHmbl, pasmeujaemvie Ha
JAHCECMKOM OUCKe KoMnbiomepa (cepgepe) bubauomexu u 00CmMynHule NOIb308AMENAM Yepe3 UHPOPMAYUOHHOMELEKOMMYHUKAYUOHHbIe cemu (Oalee —
cemesbvle JIOKAbHbIE OOKYMEHmbl), OOKYMeHmbl, pazmeujaemvie HA ABMOHOMHBIX ABMOMAMUIUPOBAHHBIX pAbOYUX CMAaHYusx oubauomexu (Oaiee -
UHCIMALIUPOBAHHbIE OOKYMEHMbL), OOKYMEHMbl, PASMEUWEHHbIE HA BHEUHUX MEeXHUYECKUX CPeOCmsax, noayuaemvle 6ubIUOmMeKol 80 epemerHoe [Wn
MIOCTOSIHHOE| 110/1b308aHUE Yepe3 UHPOPMAYUOHHO-NENEKOMMYHUKAYUOHHbIE CeMU HA YCI08USX 002080pd, KOHMPAKMA, TUYEHZUOHHO20 CO2NAUEHUSL C
npouzeooumensamu uHpopmayuu (0anee - cemegwle yoaieHHvle OOKYMEHNbL).

JIOKYMEHTBI Ha KOMITAKT-IUCKaX Pa3AeIIoTCs 0 CBOeMY (DYHKIIMOHAIEHOMY Ha3HAYCHHIO:
- 3aBepIICHHOE YJIEKTPOHHOE U3aHKEe, KOTOPOE HEPACTOPKUMO C HOCUTEJIEM U MTPOrPaMMHOI 000JI0UYKOI;
- MPUJIOKEHNE K IEYaTHOMY U3JIaHUIO;

- BEpCUsd 0a3 JAaHHBIX, KOTOpadA NpCJHA3HAYCHA UCKIIIOYNUTCIIBHO JJI1 O6CJ'Iy>KI/IBaHI/I$I MOJIb30BaTEeNIeH U MOIJICIKUT BO3BpaTy NOCTAaBUIUKY HIIN
YHUYTOKCHHUIO 110 UCTCYCHUHN BPEMCHHU TTOATINCKHU,

- ApXUBHasA / pE3CpBHAA KOMUA IJICKTPOHHBIX TOKYMCHTOB, ITOJIB30BATCIIbCKUC BEPCUN KOTOPEIX JOCTYIIHEBI C CEPBEPaA OUOJINOTEKH.
y‘léTy nmoJIC)KaT BCC BUABI ICPCUNUCIICHHBIX TOKYMCHTOB Ha KOMITAKT-AUCKAX.

He momnexar y4yeTy KOMOAKT-IMCKM TEXHWYECKOTO Ha3HAa4yeHHUs, MpeJHa3HaueHHbIE Ui IepeHoca MHQPOpPMaluu Ha cepBep OMOIMOTEKH, T.e.
BBITIOJHSIONTNE (PYHKIIMIO TPOMEKYTOYHOI'O HOCUTEJSI.
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@nem-kaptel B [lopsiake ydéra paccMaTpUBAIOTCS HE KaK YHHUBEPCAJIbHBbIC HOCHUTENM 3JCKTPOHHOW MHGpOpManuu, a Kak creruduueckas (opma
AJIEKTPOHHBIX U3JIAHU JUIs CIICHIBIX M CIIa00BUIAIINX. B TaHHOM ciydae (hieni-KapThl IPEACTABIAIOT COO0H MaTepraabHyIO (OPMY TOBOPSIIUX KHHUT B
mudpoBom ¢dopmare ¢ KpunTosamuToil. OHM BBIIYCKAIOTCSA 10 TOCYJapCTBEHHOMY 3aKa3y CICIUAIHM3MPOBAHHBIMU H3aTEIbCTBAMH U
PacIpOCTPaHSIIOTCS cpeid OMOIMOTEK JUIs CICTBIX U JPYTUX OpraHU3alui, 00CTYXKHBAIOIINX WHBAIHUIOB 10 3PCHUI0. BOCIIPOM3BOASTCS Ha3BaHHbBIC
JOKYMEHTBI TOJIEKO Ha CTICIMANIFHBIX anmapaTtax — Tudioduenieepax.

WHcTammmpoBaHHble JOKYMEHTBl — JIOKYMEHTBI, pa3MellaeMble Ha aBTOHOMHBIX aBTOMATHU3UPOBAaHHBIX pabo4MX CTaHUUAX Oubimorexu. s
YTOYHEHMS] MOHATUS MHCTAJUIMPOBAHHBIX JOKYMEHTOB MOXXHO HpPHUBECTH B npumep 0a3bl naHHbIX kKoMmnaHuil «KoucyneranTt Ilmrocy, «["apanTy,
«Koneke» u T.11. Ecnu Takue 1OKyMEHTHI proOpeTaroTcsi OMOIMOTEKON A1l COBMECTHOIO MCIOJIb30BAaHUS COTPYAHUKAMU B CIIY>)KEOHBIX LENsIX (71
OyxranTepa, IOpUcTa 1 T.1.) U U1 00CIY)KMBAHUS YUTATEJIeH, OHU YYUTHIBAIOTCS B cocTaBe GoHaa Oubnmoreku. Crienuanu3upoBaHHble 0a3bl TaHHbIX,
npuobdperaemblie OMOINOTEKOI HCKITIOYUTENBHO B CTY)KeOHBIX mensix (Hanpumep, 1C Byxranrepus, «/lexnapant [Inroc» u T.14.), B OMOIMOTEUHBINH (HOHT
HE BKJIIOUAIOTCS U HE MOJUIEXkKAT yUCTYy.

CereBble JIOKallbHbIE JOKYMEHTHI 00pa3yloT B OHOIMOTEKaX OJJIEKTPOHHYIO (LHU(POBYIO) OHOIMOTEKY WM KOJUICKIUIO, KOTOPbIE BKIHOYAIOT
MPEUMYIIECTBEHHO ONM(POBaHHBIC OMOJIMOTEKON ITOKYMEHTBI, HO MOTYT BKJIIOYaTh W JOKYMEHTHI B IU(PPOBOW (opMe, MPHOOPETEHHBIC MyTEM
MOKYIKU WM TIOJTy4YeHHbIE 0e3BO3Me3JHO. JIOKYMEHTBI MOTYT HCIOJB30BaThCSA MO WH()OPMANMOHHO-TEICKOMMYHUKAIIMOHHBIM CETSIM KaK BHYTPH
OMOIMOTEKH, TaK U B BUPTYAJbHBIX YUTATBHBIX 3aaX APYTUX YUPEXKICHUHN, a TaKKe B CBOOOTHOM JIOCTYIIe B UHTEPHETE.

CereBble ynaneHHbIE JOKYMEHTBI, K KOTOPBIM OMOINOTEeKa MPUOOPETAET JOCTYII, MOTYT NMPEACTABIATS:
— MPOIYKIIMIO U3/IaTeNei U (UITN) arperaTtopos;

— AJIEKTPOHHBIE (POH/BI UM KOJJIEKIMH APYrux oubiuorek (31aexkTpoHHbIN (oun [Ipesunentckoit 6ubnmuoreku umenu b.H. Enbiiuna,
JJIEKTpOHHast OubnmnoTeka auccepranuii Poccuiickoil rocynapcTBeHHOM OHONIMOTEKH, >JEKTpOHHas Oubimoreka aBTOpedepaToB auccepTanuit
Poccuiickoii HanmoHanpHOM 6MOMMoTEeKH, HallmonaneHas 351eKTpoHHas OubIuoTeKa u ap.);

- CB060,Z[HBIC HHTCPHECT-PECYPCHI, 0T06paHHBIe OMOINOTEKON U BKIIOUYEHHBIC B CBOU HaBHUI'allMOHHO-IIOMCKOBBIC CUCTCMBI.

BHyTprOnOIMOTEUHbIN yUeT CeTEeBhIX yJaleHHBIX JOKYMEHTOB, KaKk 4acTH OMOIMOTeYHOro (OHIA, HAXOAALIeHcs B IOCTYIE, PEKOMEHAYeTCs BECTH B
OTHOIICHUHU TOJIBKO JINLIEH3MOHHBIX PECypcoB M3Aaresneil u arperatopoB. UTo KacaeTcsl 3J€KTPOHHBIX (DOHIOB WIM KOJUIEKIMHA Jpyrux OUOIHOTEK, a
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TaKkke CBOOOJHBIX HMHTEPHET-PECYpCOB, BKJIIOYEHHBIX B CBOM HABHTAIIMOHHO-TIOMCKOBBIE CHUCTEMbI, MX Y4YET MOXET BECTHCh B OHOJIHOTEKE B
YIPaBICHYECKUX LEISIX.

3.4.1. Eounuyamu yuéma 31eKmpOoHHbIX OOKYMEHMO8 HA CbEMHbIX HOCUMEIAX AGNAI0MCI IKIEMNIAP U HA38AHUE.

B OpraHu3anuu yqéTa OJICKTPOHHBIX OTOKYMCEHTOB, 3aIllMCAHHBIX Ha Pa3JINM4YHBIC BHUIbl CHEMHBIX HOCHTCHCﬁ, CJICAYET OPUCHTUPOBATHECA HAa HAJIW4YHC
HpPIHLII/IHI/IaJIBHOfI BO3MOXHOCTHU IICPE3alIUCU COACPKUMOro CbE€EMHOI'0 HOCHUTCIIA. Ecnu HOCHUTENb 3amMcaH OJuH pa3 1 nepe3anrcu HC MOJJICIKHUT, TO
€ro CiIcOayeTr paccMaTpuBaTh KaK OJJCKTPOHHOC H3JAHKWC W YYUTBIBATh KAaK OJHO HAa3BAaHHMEC WM OIAWH OJOK3CMILIAP. :‘)J'ICKTpOHHHﬁ JOKYMCHT Ha
nepe3anrcbiIBACMOM HOCUTEIIC CIICAYCT YUUTBIBATH HA YPOBHE LECJIOCTHOI'O IMPOU3BCACHUA, UMCIOIICC CaMOCTOATCIIBHOC 3arjiaBuec, HE3aBUCUMO OT TOT'O
3aHUMACT JIM 3TO MPOU3BCACHUC OJJUH HOCUTEIIb, HACTh HOCUTECJIA UM HCCKOJIBKO HOCHUTEICH.

3.4.1.1. Kax omoenbHblll 9K3eMNIAP YYUMBIBACTCSL KANCObIU A8MOHOMHYIL 00BEeKM (KOMNAKM-OUCK).
Kax omoenvhvie sx3emMniapsl u HA36aHUsL MOSYM VHUMBIEGAMbCSA NPUTONHCEHUSA K PA3TUYHBIM U30AHUAM, 8bINOIHAIOWUE CAMOCMOAMENbHble (YHKYUU, d
maxoice UCNOIb3yemble 8 pabome 0moeIbHO O OCHOBHO20 U30AHUS.
Kax omoenvnvie sk3emnisapvl He yuumvi8aromcs KOMNAKM-OUCKU, eCIU OHU NpedCmAssaiom coOou 6KIAOKY (8loJceHue) 8 uzoanue uiu e2o
HeomwveMmiemMoe NpULodceHue.
3.4.1.2. Kak 00HO Ha3eaHue y4umul8aromcsi.

— 0MOENbHO BbINYUWEHHBIU KOMNAKM=-OUCK,

— KaxHCObLU KOMNAKM-OUCK, 8X00SAUWULL 8 HYMEPOBAHHYIO UL HEHYMEPOBAHHYIO CEPUIO INEeKMPOHHBIX U30AHULL

- KOMNIIEKM KOMNAKM-0UCKO8, 00beOUHEeHHbIX 0OUWUM HA38AHUEM,

- U30aHHblE 8 KAYecmee camoCmoamenbHblX U30AHUL NPUTLOHCEHUS K USOAHUIM 100020 Opy2020 8udd, umeloujue coocmeennoe 3aznasue u

donyckaroujue ux Ucnoib308anue 6e3 0opaweHus K OCHOBHOMY U30AHUIO
.3.4.1.3. B Odoxymenmax Ha ¢hnewi-kapmax Kaxk OOUH IK3eMNIApP U OOHO HA36AHUE YUUMBIBACMCS KAXHCOOe YeloCmHoe Npou3gedeHue, umeroujee
camocmosamenvHoe 3a2nasue.
3.4.2. Eounuyamu yuéma cemegulx JOKAIbHbIX U UHCMALIUPOBAHHBIX OOKYMEHMO8 SAGNSIOMCSL IK3EMNIAD (YCI068HASL eOUHUYA Y4ema) U Ha3eanue.
Kax oono nassanue yuumvleaemces yenocmuoe npousgeoenue, umeioujee camocmoamensHoe 3aziasue, 6He 3asUucumocmu om e2o npeocmaenenus. Kax
00HA eOUHUYA YYUMbIBAENCsl NONOIHAEMbI U OOHOBIAEMbIU INEKMPOHHBIL OOKYMEHM.
Oxzemnusapom aensiemcs OOKYMeHM 8 OnpeodeleHHOM hopmame XpaneHus unu npedcmasnenus. Dopmamvl 0OHOU U MOU dHce eOUHUYbl KOHMEHMA
VUUMBIEAIOMCST OMOEILHO.
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EnuHuie! yuéra 3JIeKTPOHHBIX JTOKYMEHTOB OIPEAEICHBI B COOTBETCTBUH ¢ MEXIYHAPOIHBIM CTaHAapTOM 1o 6ubanoreunoi craructuke (MCO 2789),
COTJIACHO KOTOPOMY €IUHUITY yUeTa «HA3BAHHUE)» MOYKHO UHTEPIPETUPOBATH KaK «MH(POPMAIIMOHHYIO SANHHUILY, TOCTYITHYO TOJIH30BATEIIION.

Hcxonst U3 COBPEMEHHOTO COCTOSHUS AJICKTPOHHBIX KOJUICKIIMM B POCCHUCKUX OMOJIMOTEKAaX, PEKOMEHIYIOTCS CIEAYIOIMHUE IMOAXOAbl K YUYETYy
JIOKYMEHTOB:

— HHCTAJUIMPOBAHHBIC JOKYMCHTBI YYUTLIBATHL HA YPOBHC 0as3 JaHHBIX W BKIIFOYCHHLBIX B HUX OTACJIbHBIX MOJHOTCKCTOBLIX JOKYMCHTOB,
UMCIOIINX CaMOCTOATCIBbHBIC 3arjlaBus,

- CCTCBLIC JIOKAJIBHBIC NOKYMCHTBI YUUTBIBATH Ha YPOBHC KOITHi OTACJIbHBIX, (1)I/ISI/IIICCKI/I 000C00IEHHBIX CAWHUL OpUTHHAJIA (JII/ICT
JIUCTOBOI'0 H3JaHHsA, TOM KHHUIKHOI'O HW3JaHUA, HOMCP IKYypHaJla, HOMCP FaBCTLI) n OTACIBHBIX HpOI/ISBeILCHI/Iﬁ AOKYMCHTOB 3JICKTPOHHOI'O
IIPOUCXOKIACHUS.

Y4eT 9K3eMIUIIPHOCTH AICKTPOHHBIX KOMUN Ha OCHOBE BBIICIICHUS MAcTepP-KOMUHU ¥ MOJIh30BATEILCKUX KOMHA OCYIICCTBIATH BO BHYTPCHHEM YYETE
(doH/Ia IO PEIICHUI0 aIMUHUCTpAMK OMOIMOTekH. B craTucTHYecknii yueT BKIIOYATh JIEKTPOHHBIC TOKYMEHTHI TOJBKO B opMaTe MpeacTaBICHUS
(ToJIb30BaTENIBCKHE KOIIHH ).

Ecmu B (bOH,Z[ oCTynacT BHCKTpOHHHﬁ CETEeBOI JIOKAIbHBIN JAOKYMCHT, COCTOSAIIMM W3 MHOXKECTBa (baﬁJIOB AaXXE€ B Pa3JIMYHBIX (I)OpMaTaX, OH
YUUTBIBACTCA KaK OHA CAUHHIIA.

3.4.3. Eounuyamu yuéma cemegulx yOaieHHbIX OOKYMEHMO8 AGNAIOMCI IKIeMNIAD (VCI08HASL eOUHUYA YYema) U Ha368aHuUe.

Kax 00un sx3emniap u 00Ho Hazeamue yuumvl8aemcs Kaxicowvlll NOIHOMEKCMOBbll IJIeKMPOHHBIN OOKYMEHM, UMEIoWUll camocmoamenvHoe 3azideue,
BKNIIOYEHHbIN 8 NnaKem, K KOMOPOMY O¢gopMieHo npaeo odocmyna y e20 npousgooumend. Kax oona edunuya yuumvléaemcs NONOIHAEMbIU U
00HO8IAeMblIL INeKMPOHHBIU OOKYMEHMN.

BHCI[pCHI/IC B IPAKTUKY pa6OTBI OnOINOTEK Hopﬁm(a yqéTa IIOKa3ajao, 4TO B CBA3U C MOOHUILHOCTBIO AAaHHBIX PECYPCOB U OOJIBIIMMU MAaCCHBAMH
HOCTyrIJ'IeHI/Iﬂ/BI)I6I)ITI/I$I JOKYMCHTOB uenecoo6pa3H0 BECTH UX y’—IéT B IBYX €IWHHIAX — KOJIMYCCTBO 0a3 JaHHBIX U KOJIMYECTBO BKIFOYCHHBIX B HUX
IMOJIHOTCKCTOBBIX TOKYMCHTOB, UMCIOIINUX CaAMOCTOATCIIBHOC 3arjlaBuc.

bubnuorexu He BCCTAa UMCKOT HAJCKHBIC HJAHHBIC O COCTAaBC IMOAINMCAHHBIX PECYPCOB. Ot JaHHBIC HCO6XOJII/IMO moJiydyaTb OT IMOCTAaBIIHWKOB B

ANEKTPOHHBIX TAOIHIIAX WK B UHOU yI0OHO# 17151 00paboTKu popme.
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Kaxk npaBuio, npon3BoaAnTENN IIPEAOCTABIIAIOT TAKUE JaHHBIE HA CBOMX CalUTax B OTKPBITOM JOCTYIIE WM B MOJYJIE aIMUHUCTPUPOBAHUS peCypca, Iie
MIPONKCAHBI TOJIBKO T€ JIOKYMEHTHI, K KOTOPBIM UMEET IOCTYI OHOIHOTeKA.

PedepatuBnbie xypHansl, 6ubanorpaduueckue ykazaTelld, ClelUaIbHble CIPABOYHUKU B 3JIEKTPOHHOM BHJIE MPEJCTABIAIOT COOON 0a3bl JaHHBIX,
KOTOPBIE€ YUUTHIBAIOTCS COTJIACHO UX CAMOCTOSITEJIbHBIM 3arjlaBUsIM.

4. Y4er nocTrymjieHusi J0KyMeHTOB B OMOJIMOTeYHbIi (hoH/

Hokymenmsi nocmynaiom 6 OUOIUOMEKY U BKIIOYAIOMCS 8 OUOIUOMEUHblll (POHO 8 pe3yibmame NOCMABKU 00A3aMeNbHO20 IK3EMNIAPA, NOKYNKU
(noonucku), 0omena, Oapenusi, NOAHCEPMB0BAHUS, KONUPOBAHUSL OPUSUHATLO8 U3 POHOA OUOIUOMEKU.

4.1. Jloxymenmol NPUHUMAIOMCS NO NEPBUYHBIM YYEMHbIM OOKYMEHMAaM (HaKiaoHas, akm), 8KIoYaowum CHUCOK NOCMYNIeHUI.

CornacHo ®enepansHomy 3aKkoHy OT 6 nekadpst 2011r. Ne 402-D3 «O OyxrantepckoM ydere» (T 2, cT. 9) Kaxablil (akT X03giCTBEHHON XKU3HU
MOJIICKUT OPOPMIICHHIO IIEPBUYHBIM YICTHBIM JIOKYMEHTOM.

[lepBUYHBIMM YYETHBIMH JIOKYMEHTAaMH, MOATBEPXKAAIOMIUMU (PAaKT MOCTYIUIEHUS JOKYMEHTOB JUIsl KOMIUJIEKTOBaHMs OubOmmoreyHoro ¢(oHxa,
SABJISIFOTCS:

TOBapHas HakJagHas ycraHoBiaeHHON Gopmbl TOPI-12 (kox mo OKVY/] 0330212), mo koTopoi 6uOIMOTeKa MPUHUMAET MPUOOPETEHHBIE Y

OPUINYCCKOTIO JIMIa HU3JaHHA, TOBAapHAasd HaKJIaaHasA IIOCTyHacT OT IMMOCTaBIIMKa BMECTE C napTHeﬁ I/I3}13HPII>1, MOANMUCKBIBACTCA MATCPpHUATIBbHO
OTBCTCTBCHHBIM JIMIIOM U 3aBEPACTCS ICHATHIO OMOINOTEKH (OpraHI/BaHI/II/I);

aKT IpHUeMa-niepeaun K JOroBopy KyIUTM-TPOJIaXKH NP MOKYIKE U3JIaHUHN Y GU3HUECKOTrO0 JINIA;
aKT IMpUeMa-Iepeiaun K I0rOBOPY MOKEPTBOBAHUS WU aKT O IPUEME MTOKEPTBOBAHUS;

aKT O MpueMe JOKYMEHTOB, TOCTYNUBIINX B ONOINOTEKY Ha 0€3BO3ME3THON OCHOBE

(KpoMe NoXKEepTBOBAaHUI);
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— aKT O IpHeMe IOKYMEHTOB B3aMEH yTEPSIHHBIX;
— aKT IpHeMa-TiepeIadd K JOTOBOPY 0 MHUKPO(DUILMUPOBAHUH, CKAHUPOBAHUH (OIIU(PPOBKE), IPONU3BEICHHOMY CTOPOHHEH OpraHu3amuei.

OO0s3aTenbLHBIMU PEKBU3UTAMHU IIEPBUIHOI'O y‘IéTHOFO JOKYMCHTA ABJISAKOTCS:

1) HaUMEHOBAaHME IOKYMEHTA;

2) JlaTa COCTaBJICHHS JIOKYMEHTA;

3) HAMMEHOBAHHE YUPEKIICHUSI U CTPYKTYPHOTO MOJIPa3/ICICHHUs, COCTABUBIIETO JOKYMEHT;
4) coJziepkanue (akTa moJydeHus JOKyMeHTa (MCTOYHUK MOJIyUCHHUs, HANMCHOBAHUE

TOBapa U T.I1.);
5) KOJIMYECTBO MOCTYNHUBIIHNX 3K3EMIUIIPOB M UX CTOMMOCTH;

6) HauMEHOBAaHME JTOJKHOCTH JIHIA (JIHI), COBEPLIMBIIETO (COBEPILIMBIINX) CACIKY, ONEPAII0 U OTBETCTBEHHOTO (OTBETCTBEHHBIX )
3a ee opopmiieHue, MO0 HAUMEHOBAHUE JOJKHOCTH JIMLA (JIUL), OTBETCTBEHHOI'O (OTBETCTBEHHBIX) 3a 0()OPMIICHHE CBEPIIMUBILETOCs COOBITHS;

7) MMOATINCH JINIL, TPEAYCMOTPCHHBIX ITYHKTOM 6, C YKa3aHUEM UX (baMI/IJII/Iﬁ 1 MHHUIHUAJIOB 1100 UHBIX PCKBU3UTOB, HeO6XOJII/IMBIX HJIA
I/IL[eHTI/I(bI/IKaLII/II/I OTHUX JIMII.

B NNEPBUIHOM y‘IéTHOM JOKYMCHTEC JOOITYCKArOTCA HCIIPABJICHUA. I/ICHpaBHeHI/IG JOJDKHO COJACpKAaThb OaTy HCIIPABJIICHHA, a TAKXKC IMMOAIMUCHU JIUII,
COCTaBUBIINX JOKYMCHT, B KOTOPOM IPOU3BCACHO UCHPABJICHUC, C YKA3dHUCM UX (baMI/IJII/Iﬁ N MHUIIHMAJIO0B 100 MHBIX PCKBU3UTOB, HeO6XO,Z[I/IMBIX JIIA
I/I,Z[CHTI/I(I)I/IKaLII/II/I OTHUX JIMII.

4.1.1. Ilpuem 0OKyMeHmMO8, NOCMYNAOWUX 6 OubaIUOmMeKy 6e3 NepeUUHbLIX OOKYMEHMO8 HA 0e3603Me30HOU OCHO8e (00s3amenbHble IKIEMNIAPDL,
0eno3umHule IK3EMNJAPbl MENCOYHAPOOHLIX OP2aHU3ayull, 6€3603Me30Hble NOCMYNIEHUSA U3 HEeU3BECHbIX U AHOHUMHBIX UCTOYHUKOS, 0QOpMIsemcs
aKmom o npueme 0OKyMeHmos.
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O0s3aTenbHbIE YK3EMILISIPbI OTEYECTBEHHBIX M3aHUMN, JOCTaBIsieMble B OMOIMOTEKH B COOTBETCTBUH C 3aKOHOJATEILCTBOM, JIEMIO3UTHBIE IK3EMILISIPhI
MEXITYHAPOIHBIX OpPTaHHU3aIMi, JOCTaBIsIEeMble B OMOIMOTEKU-ICIIO3UTAPUN ITUX OpPraHU3aIMil, IOCTYMAIT B OUOIHOTEKH 0€3 COMpPOBOIUTEIBHBIX
JIOKYMEHTOB JIN0O C COMPOBOAUTENbHBIMU JOKYMEHTaMH, HE OTBEYAIOIIMMU TPeOOBaHUSIM 0()OPMIICHUS IEPBUYHBIX YUETHBIX JTOKYMEHTOB.

Kpome Toro, B OMOIMOTEKY MOCTYMAarOT HM3AaHUS OT JapuTeNel, aHOHMMHO IO IOYTE M HMHBIMH crocobamu 0e3 ouIMaibHON mepenayd HUx
oubmmoreke. Bo Bcex 3THUX citydasix, 4TOOBI MOCTaBUTh HOBBIE MOCTYIUICHUA Ha OanmaHC OMOIMOTEKH, CO3[AeTCs MEPBUYHBIA YUCTHBIH JOKYMEHT U
MIPOU3BOJIUTCS OLIEHKA CTOMMOCTH MOCTyIJIeHHH. OLleHKY CTOMMOCTH M3JaHUI MPOU3BOJUT OLIEHOYHAs WM JKCIEpTHasi KOMHCCHUS OMOIMOTEKH, YTO
oopmisiercst akTom oneHKH. 3ateM Kommccust 1mo mpuemMy M3JIaHHi, MOCTYMANMX Ha 0€3B03ME3AHON OCHOBE (Ha3BaHUE YCIOBHOE), COCTABISAET aKT
o npueme. boiee KOHKpeTHbIE NEHCTBUSA pa3palaThIBAIOTCS MPUMEHUTEIBHO K OTIEIBHON OMOTMOTEKE W OTPAKAIOTCS B «YUCTHOW MOJTUTHKE»
OuOIMOTEKH, B YACTHOCTH OMPEENISIIOTCS CPOKH MPEACTABICHUSI OyXTralTepuu aKTa o mpueme (3a JeHb, MECsI], KBapTam).

dopma aKTa ¥ COCTaBbl KOMUCCUH IO MPUEMY U 10 OLEHKE W3/1aHuM yTBEPKAAI0TCs IpUKa3aMH AUPEKTOpa OMOIMOTEKH UM MHOTO YIIOJTHOMOYEHHOTO
Iuua.

HpI/IMepHaﬂ (bopMa dKTa O IpUueME NOKYMCHTOB, IIOCTYIIUBIINX B 61/I6J'II/IOT€Ky Ha 663B03M63I[HOI71 OCHOBC IMPCACTABJICHA B HpI/IJ'IO)KeHI/II/I 9.

4.1.2. Ilpuem Ooxkymenmog, nocmynarowux 6 OUOIUOMEK)Y Om PUOUYECKo20, Pu3uuecko20 Iuya 6 eude 0apa C YKa3amuem e20 HA3HaAueHus O
NONONHeHUs OubIUOMeuHo20 (HoHOa, ogopmisiemcs 002080pOM HOHMCepPMBOBaHUs 6 coomeemcmeuu ¢ I paxcoanckum roodekcom Poccutickoti
Dedepayuu (cm. 574, 582).

Cornacno cr. 582 I'paxxpanckoro kojexca P® mojkepTBoBaHMEM IMpPHU3HAETCS JapeHue B oOIenoje3Hblx neasx. Crienys JaHHOMY OIpeesIeHUIo,
moboe JapeHue M3JaHui JUIsl TOKOMIUIEKTOBaHUS OMOIMOTEeYHOro (oHJIa MOXKHO OblIO OBl paccMaTpuBaTh Kak IOKEPTBOBAHHE, IMOCKOJBKY
OoubnuoreyHblil GoHA MpeaHa3HaueH JUIsl OOLIECTBEHHOro MoJjb30BaHMA. Ho Kak MOKa3bIBaeT MpPAaKTHKA, OECCHOPHBIM 3TO IPHU3HAETCS, €CIH
nokyMeHTanbHO odopmieHo. CornmacHo cr. 574 I'paxnaHckoro kogekca P® mucbMeHHOe opopMIIeHHE JO0roBOpa MOXKEPTBOBAHUS 0053aTENBHO B
cllydasx, KOTJa JapuTesieM BhICTyNaeT IopUINUECKOe MO0 U CTOUMOCTh Aapa npessimaeT 3000 pybneit. B octanbHbIX ciyyasx penieHne NpuHUMAeTCs
[0 COTJIacCOBaHMIO Mexay Ombnmorexoil u naputenem. K poroBopy moskepTBOBaHMS IMpHJIAraeTcs akT MpHeMa-Tiepeaayd, KOTOpble MEepeaaloTcs B
OyXranTepuio JJIsl IPUHATHS HOBBIX NOCTYIUIEHUH K OyXTalaTepcKoMy yueTy.
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[Tpu HaMMUMU MUChbMa OT JAPUTENS C YKa3aHHEM IIeJU JapeHHs] B COOTBETCTBHH C YCTAaBHOW JEATEILHOCTHIO OMOIMOTEKH, OMyCcKaeTcs: opopMIIeHH e
MOCTYIUICHUSI aKTOM O MPHEME MOKePTBOBaHMA. [Ipu 3TOM aKkT 0 mpueMe MOoKePTBOBAHUS HANPABIIAETCS B OyXTalTEepHUI0 BMECTE C MUCHMOM JAapUTEIIs
(kak BoJeu3bsBIEHHE OJHON U3 cTOpoH). [IpumepHas popma akTa o npreMe noxepTBOBaHUS NpeacTanieHa B [Ipunoxenuu 8.

4.1.3. Ilpuem OokymeHmoe om yumameneu 63ameH YMEPAHHbIX U HPUSHAHHLIX PABHOYEHHBIMU YMPAYEHHBIM, O@DOPMIAEMCca AKmom O npueme
OOKYMEHMO8 83aMeH YMepAHHbIX. B akme ykazvlearomcs hamunus, UHUYUATLL YUmMamens, c6e0eHUsi 00 YMEPAHHbIX U30AHUAX (Pe2UucmpayuoHHbll
HoMep, Kpamkoe bubauozpaghuieckoe onucanue u30aHus, YyeHa), ceedeHus 0 NPUHAMbBIX UB0AHUAX (KpamKoe oubiuozpagpuueckoe onucanue u3o0anus,
YeHa), nooOnucu Yumamens u NPUHUMAroujeli CMopoHbl.

[opsimok yuera mpeaycMaTpuBaeT BOZMOKHOCTh OTKa3a OT o0s3arenbHOro BeaeHus «Kypnana (Terpaaun) yuéTa JOKYMEHTOB, IPUHSATHIX OT YA TATEICH
B3aMEH YTEPSHHBIX» U OIPAaHHUYUTHCS aKTaMM, KOTOpPbIE JOJDKHBI CTaThb NEPBUYHBIMHM YYCTHBIMHM JOKYMEHTaMH B OyxraiarepckoM ydere. BoiObiTue
yTpaueHHOTO W3JaHusi OGOPMIIAETCS aKTOM O CIMCAaHWH, MOCTYIUIGHHWE APYroro W3JaHus — aKTOM O IMpHeMe. AKT O CHUCAaHHUU O(OopMIIseTcs
Komrccuneit mo UCKIIIOYEHHIO TOKYMEHTOB 110 OOIIMM IpaBUJIaM CIHCAHUS, aKT O MPHEMe JOKYMEHTOB COCTABISICTCS MOJpa3elieHueM OMOIHMOTEeKH,
IPUHUMAIOIIMM H3JJaHHE B3aMEH yTPaueHHOro, MOJMMCHIBAECTCS ABYMsl CTOPOHAMU: IpeicTaBuTeseM Oubinoreku U yurareneM. IlpumepHas dopma
aKTa o pueMe JOKYMEHTOB B3aMEH yTepsHHBIX npejcTanieHa B [Ipunoxxenun 10a.

B 10 xe Bpems nonyckaercst npu Heooxoaumoctu Benenue «Kypnana (Terpaau) yuéra TOKyMEHTOB, IPUHSATHIX OT YHWTATENIel B3aMEH YTEPSHHBIX» C
nocaenyomuM ohopMIIEHHEM CBOJAHOTO aKTa O MpUEMe JOKYMEHTOB Ha OCHOBe HeckoibKkux 3amuceil B «Kypnane (Terpaam)...» Ho Takoil akr
JOJKEH 0(OPMIIATHCS KOMHUCCHEH 10 pueMy JoKyMeHTOB. [IpuMepHas ¢opma CBOJHOIO akTa 0 mpHeMe JOKYMEHTOB IpejcTaBiieHa B [lpunoxenuun
100.

[IpueM n3maHus B3aMeH YTEPSHHOIO MPEANoJiaraeT MpeIoCTaBICHNE YUTATEIEM 3aMEHbI, PABHOLIEHHOM MO XyJI0)KECTBEHHOM, HAy4YHOH, KyJIbTYpHOU
3HAYUMOCTU U CTOMMOCTH, aICKBATHOU MOHECEHHOMY yIIepOy.

Cnenyer oOpaTUTh BHUMAaHHE Ha U3MEHEHHE, BHECEHHOE B MOPSIOK BO3MEIIeHUs yiepOa nprukazoM MunuctepctBa puHancoB PO ot 29.08.2014 Ne
891 «O BHeceHHMHU M3MeHeHHuil B mpuka3 MunucrepctBa gunancoB Poccuiickoit ®@enepanuu ot 1 gexadbps 2010 r. Ne 1570 «—O0 yTBepxaeHUN
Enunoro mana c4yeToB OyXraiaTepckoro yd4e€ra s OpraHoB TOCYJapCTBEHHOH BiacTh (roCyJapCTBEHHBIX OPraHOB), OPraHOB MECTHOTO
CaMOYNpaBJIeHUs, OPraHOB YIPABJIEHUS TOCYJAapPCTBEHHBIMU BHEOIOKETHHIMU (OHJIAMHU, TOCYAApCTBEHHBIX aKaJeMHH HayK, rOCyAapCTBEHHBIX
(MyHUIMDIABHBIX) yUpeKaeHUH 1 MHCTpYKIIMU MO ero NpuMeHEHUI0—).
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CornacHo TaHHOMY M3MEHEHUIO MPUEM H3/IaHUs B3aMEH YTPauyeHHOTO CJIeyeT MPOW3BOJAUTH HE MO0 PHIHOYHOW CTOMMOCTH, KaK TpeOOBaJIOCh paHee, a
[0 TEKYIIEH BOCCTAHOBUTEIBHOM CTOMMOCTH. «llox Tekymeld BOCCTAHOBUTEIBHOW CTOMMOCTBEO IOHMMAETCS CyMMa JEHEXKHBIX CPEICTB, KOTOpas
HeoOXouMa JIJIs BOCCTAaHOBJICHHS YKa3aHHBIX akTHBOB» (B pen. IIpukaza Munduna Poccun ot 29.08.2014 N 89H). To ecTh U3MaHUE CIIUCHIBACTCS U
MIPUHUMAETCS 110 OJTHOM CTOMMOCTHU, UCUUCIISIEMOM Ha OCHOBE NIEPBOHAYATIBHON CTOMMOCTHU € YUYE€TOM ITPOU3BEICHHBIX MEPEOLICHOK.

IIo cornacoBaHuio CTOPOH AOITYCKACTCA B3aMCH YTPAUCHHOI'O U3AAaHUA IMMOJTYYCHHUC IBYX U Ooitee I/I3I[aHI/II\/'I, COBOKYIIHAaA CTOUMOCTB KOTOPBIX HC HUIKC
CTOUMOCTH YTPA4YCHHOI'O.

Ilo cornacoBaHuio CTOPOH AOITYCKACTCs B3aMCH YTPAUCHHOI'O U3AAaHUA IMMOJTYYCHHUEC IBYX U Ooitee I/I3Il21HI/II>i, COBOKYITHAasA CTOUMOCTb KOTOPBLIX HC HUIKEC
CTOUMOCTHU YTPAYCHHOI'O.

4.2. Oyenxa cmoumocmu nepuooUtecKux U30aHutl, LOCMynaruux 8 6ubIuomexKy Ha 8pemeHHoe [ IOCTOSTHHOE| XpaHeHue, He NPOU3800UMCA.

Crnenyer oTMETUTB, YTO B JaHHOM ITyHKTe [lopsnka ydera ponyiieHa HeTOUHOCTh. OIeHKa NEPUOJUYECKUX U3AaHUI HE MPOU3BOJIUTCA OTHOCUTEIIBHO
BCEr0 IOCTYIAIIIEIO IMOTOKA, BHE 3aBUCHUMOCTH OT IPEIIOJIAraeéMbIX CPOKOB HMX XPAHCHUS. DTO OOBSCHICTCS TEM, YTO COTJIACHO IpaBUJIAM
Oyxranrepckoro y4era (mpuka3 MunucrepctBa ¢uHancoB Poccuiickoit @enepanuu ot 01.12.2010 Nel57H), yuutsiBatoTcs Ha 3a0ajlaHCOBOM CYETE B
YCIIOBHOM OIICHKE: OJJUH 00BEKT (HOMEp KypHalia, T0I0BO KOMILJIEKT ra3eThl), OAUH PyOIIb.

4.3. Joxymenmul, nocmynarowue 6 bubIuomexy, noounexicam cyMmapHomy y4emy.

CyMMapHBI y4€T — perucTpanus B yueTHON JOKYMEHTAIMM Ka)K0M MapTHH MOCTYMAIOIUX U BHIOBIBAIOIIMX JOKYMEHTOB HA OCHOBAHUHU IIEPBUYHOTO
YUETHOTO IOKyMEHTa (HaKJIaJHOM, aKTa) ¥ MOJBEACHHE UTOTOB JABMKEHHUS (POH/IA 32 ONPEEIIEHHBIN EPHO/.

CyMMapHBIil y4€T MOCTYIUIGHHH OCYIIECTBISETCS MyTeM (UKCAllMM BCEX TMOCTYMAIMUX B OMONMOTEKY MapTUil W3aHUN MO BCEM HCTOYHHKAM
noctyruieHus. CyMMapHBIi Y4€T TOCTYIUICHUH SBISIETCS OCHOBOM ISl MPUHSITUS JOKYMEHTOB K OyXralTepckoMy ydeTy 0ubmuoreyHoro GoHIa U JUIs
dhopMHUpOBaHUS TaHHBIX OMOTUOTEUHON CTATUCTUKH.

Bce Buabl u3nanuii (kpome ra3er) NpUHUMAIOTCS K OyXTalTepcKOMy M CTAaTUCTHUECKOMY YUYETY 10 MEpe MX MOCTYIJIeHUs B OMOIMOTEKY, ra3eThl - M0
OKOHYaHUH roJia mociie GopMUPOBAHUS TO0BOTO KOMILJIEKTA.
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4.3.1. Ceedenus o exnouaemuvix 8 OubIUOmMeuHslll YOHO OOKYMEHMAX GUKCUPYIOMCS 8 KHU2E CYMMAPHO20 Y4ema OubIuomeyHo20 ouoa uiu 8 0pyeom
8Ude pecucmpa co2nacHo n.

1.5.2.

Pecucmpor cymmaprozo yuéma 00adiCHbL UMemMb 3a20]10804HblE OAHHbIE: HAUMEHOBAHUE PeUCmpd, HAUMEHOBAHUEe Opeanuzayuu, noopazoenenus. B
pecucmp GnUCHIBArOMcst OAHHbLE 0 NOCMYNUSUIEN NAPpMUY OOKYMEHMO8: 0ama U NOpsiOK0Gblil HOMED 3anucu (NOpsaOKo8blll HOMED 3ANUCU eHCE200HO
Hauunaemcsi ¢ Ne 1), ucmounux nocmynienusi, HoMep U OAmMa NEPEUYHO20 VUEMHO20 OOKYMEHMA, KOIUYECMBO NOCMYRUSUIUX OOKYMEHMO8 U
CMoUMOCmeb.

[MpumepHas ¢opma OTpakeHHS HOBBIX NOCTYIUICHMH B KHHre cymMmapHOro yu€ra JOKYMEHTOB Ha (DM3MUECKMX HOCHUTEISIX IpEJCTaBICHAa B
[Ipunoxxenuu 4a.

HpI/IMepHaﬂ (bopMa OTPa’XXCHHA HOBBIX HOCTYHJ'ICHI/Iﬁ B PCCCTpe CYMMApHOT'0 yqéTa HHCTAJUIMPOBAHHBIX JOKYMCHTOB IIPEACTABJICHA B HpI/IJ'IO)KeHI/II/I Sa.

4.3.2. Cymmapnbiii yuém nOCMYnJieHusl 1eKMPOHHbIX CemesblX JOKANbHbIX OOKYMEHMO8 8e0emcsi 8 JIeKMPOHHOM peecmpe 8 COOMEEemCcmeun ¢
nokazamensamu n.4.3.1, ¢ ykasanuem oamsi 3a2py3Ku HOCMYNAEHULL 8 CUCTNEM).

[TpumepHas popMa oTpakeHHs HOBBIX IOCTYIJIEHUH B PeecTpe cyMMapHOTro yuera CeTeBBIX JIOKAIbHBIX JOKYMEHTOB Mpe/cTaBieHa B [Ipunoxenun 6a.

4.3.3. Cymmapnsiii yyem nocmynieHus 31eKmpOHHbIX CemesbiX YOaNeHHbIX 00KYMEHMO8 8e0enicsl 8 INeKMPOHHOM peecmpe ¢ OMpAadCeHUeM CleOVIoUjUxX
nokasameneu. 0amuvl U NOPAOKOBO20 HOMeEPA 3ANUCU, PEKBUUMOE TUYEHIUOHHO20 002080pa (HA36AHUSL U HOMEPA OOKYMEHMA, CPOKA €20 Oelcmeus,
cmoumocmu), Konuvecmsa 6a3 OaHHbIX (MAKemos) U 6KIOYEHHbIX 8 HUX HA36AHULL.

IIpu noocueme cymMmapro2o Koauuecmea Ha3eanull UCKII04aromes 0yonupylowuecs Ha3eanus 6 naKkemax Ha oOHou niamegopme.

[TpumepHas ¢opMa oTpakeHHsI HOBBIX MOCTYIUICHUN B PeecTpe cyMMapHOro yuéra CeTeBBIX YIaJICHHBIX JOKYMEHTOB MpejcTaBieHa B [Ipunoxxenuu
Ta.

4.4. Jlokymenmol, n0020mMogseHHble K npuemy 8 oudbauomeunsiii hoHo, nodgepearomcs nepeudHol 0opabomke U UHOUBUOYATbHOM) YUEm).
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NuauBuayanbHbI yueT — PErucTpanus B YYCTHONW JOKYMEHTAIMU Ka)XJIO0ro SK3eMIUIApa U (WJIM) KaXI0ro Ha3BaHUS JTOKYMEHTa, MOCTYHAIOIIero B
¢donn 6ubnMoTEeKH U BBHIOBIBAIOIIETrO U3 Hero. [103BoIsieT MpoCIeuTh HCTOPHIO OBITOBAHHS KAX/IOTO TOKYMEHTa B OMOIMOTEeYHOM (POHJIE, YCTAaHOBUTH
€ro HaJM4Ke WK MPUYHHBI UCKIIFOUCHMUS.

4.4.1. UnousuodyanvHolli yuem OOKYMEHMOS8 OCYUJeCMEIAeMCs NYmeM NPUCBOCHUSL KANCOOMY IK3EMNIAPY OOKYMEHMA pPecucmpayuoHHO20 HoMepd,
UHO20 3HAKA 6 Kayecmee pecUucmpayuoHHO20 HOMEPA (CUCMEMHO20 HOMePa KOMNbIOMEPHOU NPOSPAMMbL, WmMpUx-Kkooa u opyaux). Mnousudyanvhbiii
HOMeEp 3aKPenyisiemcs 34 OOKYMEHMOM HA 8Ce 8PeMsl e20 HAaxoxcoeHus 8 (honoe bubauomexu. Pecucmpayuonunvie Homepa UCKIIOYEHHbIX U3 (POHOA
OOKYMEHMO8 He NPUCBAUBAIONCSL BHOBb NPUHAMBIM OOKYMEHMAM.

Pecucmpayuonnvie nomepa npocmagnaomes HeNOCPeOCMBEHHO HA OOKYMEHMAax U OMpadCaomcs 8 pecucmpe UHOUBUOVAILHO20 YYema 0OKYMeHMO8,
npuxsmom 6 oubauomexe. Pecucmpol uHOUBUOYANbHO2O YUEMA OONNCHBI UMEMb 30201080YHbIE OAHHbIE: HAUMEHOBAHUE PecUCmpd, HAUMEHOBAHUE
opeanusayuu, CMmpyKmypHo2o noopazoenenus. B pecucmp enucviearomest 0annvie 0 Kaxcoom 0OKymenme: 0ama 3anuc 8 pecucmpe, pecucmpayuoHHbolil
HoMep, Kpamkoe oubauozpaguueckoe onucawue OOKyMeHma (asmop, 3aeiasue, mMom, Ydcmbv, bINYCK, MeCmo U 200 U30aHUs), YeHa OOKYMeHmd,
VKA3AHHASL 8 CONPOBOOUMENbHOM OOKYMeHme.

OCHOBHBIM PErucTpaiuOHHBIM HOMEPOM ABJIACTCA I/IHBeHTapHHﬁ HOMCD - HOpH,Z[KOBBIﬁ HOMCp B HHBeHTapHOﬁ KHUTI'C, HpHCBaHBaCMLIﬁ JOKYMCHTY IIpU
peructpaugmuu u HpOCTaBJUIeMBII\/JI B OIPCACIICHHOM MCECTC HAa JOKYMCHTC. B kadectBe JOIIOJITHUTCIIbHBIX (HapaJIJICJH)HI)IX) NI CaMOCTOATCIBHBIX
PEruCTpaiuOHHBIX HOMCPOB MOTYT HMCITIOJIB30BATHCA:

— CHCTEMHBIH HOMEp — HOMEp, TeHEepUPYEMbIi IIpU 00pabOTKE TOKYMEHTOB IPOrPaMMHBIM 00eCrieYeHHEM, PUHATHIM B OMOIHOTEKE;

— HITPUX-KOJ (IITPUXOBOM YHHBEpPCAJIbHBIA KOJ) - CIOCOO KOAWPOBaHMS MH(MOpPMAIMK C MOMOIIBI0 KOMOMHAIIMM HAaHOCHMBbIX
TUNOTPaCKUM CIIOCOOOM MapalieNIbHbIX IITPUXOBBIX JIMHUHN PA3IMYHON TOJIIIMHBI C Pa3HBIM PACCTOSHUEM MEX1Yy HUMH, CUUTHIBAETCS ClIELHaTIbHbIM
OINTUYECKUM YCTPOHCTBOM; B aBTOMATU3MPOBAHHBIX HH(POPMALIMOHHO — OMOIMOTEUHBIX CHCTEMaX MCIONB3YeTCs Ul KOJUPOBaHUS €TUHUIL XPaHEHUS
U JPYrUX LeJen.

4.4.2. Hnousuoyanvuolil yuem nepuooudecKux U30aHuti 6e0emcs 8 pe2uCmpayuoHHOU KapmomeKke Nepuoouteckux u3z0anull, npeoHa3Ha4eHHou O
VUema Kax#co020 HA36AHUSL U KAHCOO020 IKIEMNIAPA, UTU 8 ABIMOMAMUZUPOBAHHOU Oa3e OAHHBIX.

Hna nepuoouueckux uz0anull 8 Kawecmee pecucmpayuoHHblX HOMePO8 MO2Ym UCNONIb308AMbCA N00ble UOeHMUDUKAYUOHHbIE HOMEPA: CUCMEMHbLU
HOMeED 8 ABMOMAMU3UPOBAHHOU DA3€e OAHHBIX, PE2UCMPAYUOHHBIN (NOPAOKOBbLIL) HOMEpP 3aNUCU 8 Pe2UCPAYUOHHOU Kapmomexe.

41



UL

B peructpanuoHHOl KapTOTEKE MOXKET (PUKCHUPOBATHCS MOPSAKOBBIN (IIOCTOSHHBIN) HOMEpP Ha3BaHUS JKypHala WIHM Ta3eThl, KOTOPBIA JONOIHSAETCS
0003HaYCHHUSIMH T0J1a M HOMepa. Ha kapTouke Takol KapTOTEKH BEJETCS KOHTPOIIb 32 TOJHOTOMN MOCTYIIJICHHUS KOMILIEKTA.

4.4.3. UHousuoyanvHwlli yuem OOKYMEHMO8, UMEWUX 8 C80eM OOpMIeHUU Opa2oyeHHble MeMAaibl U (Ulu) OpacoyeHHvle KaAMHU U OMHECEeHHbIX K
Kamez2opuu cellgho8020 XpaneHusl, 0Cywecmsisiemcs 6 CHeYyuaibHOM pecucmpe, 8 KOmopom, Kpome mpaouyuoHHbIX nokasamenel, 0aemcs Onucanue
sHeuwne2o ogopmaenus ookymenma. Kaowcovli nucm pecucmpa conpogoxicoaemcs umo2osol 3anucbio ¢ YKA3aHuem 0amvl ee COCMABNeHUs U
KOIUYeCmea ONUCaHull Ha tucme.

4.4.4. B pecucmpax unOUBUOYATLHO2O YYEMA 6 NPUMEUAHUSX VKA3bIBACMCs HAIUYUe U 6U0 NPUTONCEHUST K OCHOBHOMY OOKYMEHMY, d MaKice
0COOEHHOCMU IK3EMNNIAPA YEHHBIX U PEOKUX OOKYMEHMO8 (Hanpumep, Haiudue YHUKAIbHO20 nepeniema, Mmapeunaiutl, oegpekmos u m.n.). Ilpu nanuuuu
nacnopma OoKymenma O0aemcsi OMcCbLIKA K Hemy. B npumeuanusix modcem YKA3bl8amvCsi NPUHAOIEHCHOCHb OOKYMEHmMA K KaAme2opuu KHUINCHBIX
NAMSMHUKOS.

VY4€T KHIKHBIX NaMATHUKOB OCYILECTBIISIETCSI B COOTBETCTBUM € IpHKa3oM MuHuctepcTBa KyabTyphl Poccuiickoit ®enepanuu ot 3 mast 2011 r. Ne
429 «O0 yTBEep)KICHUH MOPSAIKOB OTHECEHUS JTOKYMEHTOB K KHIDKHBIM NMaMSITHUKAM, PETHCTPALUU KHU)KHBIX TAMATHUKOB, BEJICHHUS PEECTPa KHHKHBIX
HaMATHUKOBY.

4.4.5. HnoueuoyanvHulil yueém 31eKMPOHHBIX CEMeBbIX JOKAIbHbIX OOKYMEHMO8 OCYWeCmeEIsiemcs nymem 6600a 6 6a3y OAHHbIX MemauH@opmayuu o
3aepy3ke OOKYMEHmMAa 6 OJJeKMPOHHYIO OUOIUOMEK) C A8MOMAMUYECKUM HNPUCBOEHUEM UOEHMUPDUKAYUOHHO20 (CUCMEMHO20) HOMEPA KANCOOMY
OOKYMeHm).

PGGCTp MMPpEACTaBJIACT coboit y‘léTHO'peFI/ICTpaHI/IOHHYIO 63.3y AaHHBIX, BKIIIOYArOLIYIO I/I,Z[eHTI/I(I)I/IKaLII/IOHHLIe CBCACHU 00 SJICKTPOHHBIX CCTEBBIX
JIOKAJIBHBIX JOKYMCHTAXx.

4.4.6. HUnousuoyanvhviii yuém 91eKMPOHHLIX CEMesblX YOULeHHbIX OOKYMEHMOS OCYWECMEIAemcs 8 INeKMPOHHOM 6ude nymem pecucmpayuu 0a3
OanmubiX (nakemos) 6e3 NPUCBOEeHUsL UM PecUCMPAYUOHHO20 HOMeEPA.

B peecmp unousuoyanvroeo yuema cemesvix yOaieHHbIX OOKYMEHMO8 BKIIOUAIOMCS OCHOBHbIE XAPAKMEPUCMUKYU 0A3bl OAHHBIX (NAKema): OnucaHue
0azvl OaHHLIX (HA368aHUe, NPou3soOuUmesb, niampopma u (uiu) aopec 6xooa), CpoOK OKOHYAHUSA NPABA OOCMYNA, KOJIULeCE0 HA36AHUL, 6X00AUUX 8
0a3y 0anHvlx (naxem).

B kxonuuecmeo naseanui exnroyaemcs oouee Koauuecmso noIHOMeKCmogblx OOKYMEHmos (KHU2, HCYPHANL08, 2a3em, NAMeHmos, CIaHoapmos u Opyaux
00KYyMeHmo8, yuumuvleéaemvix 6 bubauomexe). He exnrouaromes 6 3mo Koauuecmeo 00KyMeHmbl, KOmopwvle 00bIYHO He U30aromcs OmMoOeIbHO 8 NeUamHoM
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Gopmame, maxkue Kax npoghury KoMnaHuu, cmamucmuyeckue mabauysl, AHAIUMUYECKUe mamepuansl mapkemuned. s 6a3 0aHuvlx (nakemos), He
cooepacaux NOIHOMEKCMOBbIX OOKYMEHMO8, 8 pekguzume "Hassanue" npocmaensemcs eOunuya.

B konmuecTBO Ha3BaHWiA BKIIIOYAeTCs OOIIEe KOJIMYECTBO TIOJHOTEKCTOBBIX JIOKYMEHTOB, SIBJSIFOIIMECS CAMOCTOSITEIBHBIMH OOBEKTaMHU
KOMIUICKTOBaHMsI OMOIMOTeYHOT0 (POHIa, B TOM YUCIIEC HEOIMYOJINKOBAHHBIC IOKYMEHTHI (TUCCEPTAIlUU U IIp.).

[IpumepHas ¢opma OTpakeHHsI HOBBIX MOCTYIUICHHN B PeecTpe WMHIMBUAYaTbHOTO YU€Ta CETEBBIX YHAJIEHHBIX IOKYMEHTOB IIpEJICTaBlicHA B
[Tpunoxenun 3.

4.5. Jloxymenmul, eKkarouaemvie 6 PoHO Oubnuomexu, mapkupyiomcs. Ilpu smom mozym Oblmb UCNONB308AHbI UMEMNENU, KHUNCHblE 3HAKU,
UHOUBUOYATIbHBIE WMPUX0Bble KOObl, Opyeue 6udvl mapkuposku. OchogHble mpebo8anus, KOMopble OO0JJICHbL COOM00AMbCs NpU MAPKUPOBKe
OOKYMEHMO8: 0003HAYEHUEe NPUHAONEHCHOCMU, ICMEMUKA, O0J208€YHOCHb MAPKUPOBOUHO2O 3HAKA, COXPAHHOCMb MEKCMmA uiu Opyeou 3HAKOBOU
ungpopmayuu.

4.6. Ha 0oxymenmax, sa6iaiouuxcs npUuIodCceHuem K OCHOBHOMY HOCUMENIO U €20 HeOMbeMAEMOl YACMbI0, NPOCMABIAIOMCA Me Hee PEeKGU3UMbL, YMo U
Ha OCHOBHOM OOKyMeHme. 4.7. DnexmpoHHble cemesble JIOKAIbHbIE OOKYMEHMbl U JNeKMPOHHblE cemesble YOdleHHble OOKYMeHmbl
UOESHMUDUYUPYIOMCSL CREYUATbHBIMU NPOSPAMMHBIMU CPEOCMBAMIU.

4.8. Ha npunsamulx nepeuunvlx y4emHulX OOKYMEHMAX NPOU3s00UmMCs 3anuchb, NOOMEEpICOaowas, 4mo NnoCmynuguiue OOKYMeHmbl NPUHAMbL 8
oubnuomeuHvlll hoHo Kaxk 6 00veKm 0cobo YeHH020 08UMICUMO20 umyujecmea (Oanee - OLIIH) unu kak 6 00beKkm uH020 0BUNCUMO20 UMYECMEA.

Ha »x3emmisipe NepBHYHOIO YYETHOIO JOKYMEHTa OWONIMOTEKapb, NPUHSABLUIMM HOBbIE IOCTYIUIEHHS, JAOJDKEH YyKa3aTh pPETUCTPALlMOHHbBIE
(VHBEHTapHbIE) HOMEpA MPUHATHIX M3/IaHUM WM ClleaTh UHYI0 OTMETKY JAJs OyXraiaTepa O TOM, UYTO M3JaHHs 3aperuCTPUPOBAHBI, T.€. MOTYT OBITh
MPUHATHI K OyXTaldTepCcKOMY YUETy.

B Oubnuorekax, MMEIOLIMX CTAaTyC OIOKETHOTO WJIM aBTOHOMHOIO YUPEXKICHHUS, NMpH pasjeseHuu (oHJa Ha 0co00 IEHHOE M WHOE JIBUKHMMOE
UMYIIECTBO, CIEAYyeT YKa3aTh K KaKOM KaTeropuu MMYILECTBA JIOJKHBI ObITh OTHECEHbI MPHUHATHIE M3AaHusA. OTHECEHNE HOBBIX MOCTYIUICHHUH, B TOM
yucne nepuogudeckux usganuil, k OLJIM wmau x MHOMY ABMXKMMOMY HMYIIECTBY pELIAeTCsl KOMIUIEKTATOPOM COBMECTHO C Oyxraiarepom (B
COOTBETCTBHUH C «YUETHOU NOJIUTUKOI», YCTAHOBIIEHHON B Ka)KJ10 KOHKPETHOM OMOIHOTEKE).

4.9. Ilepsuunvle yuémHvle 0OKyMeHmbl, NOOMeepAHcoarowue Gaxm nocmynieHus, nepeoaromcs 8 dyxearmepuro 0Jisk GKIOYEHUs 8 Yuem OUOIUOMEYHO20
¢onoa.
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4.10. ExcexeapmanvHo, npu yciosuu usmenenus cocmasa OL/[U, ceedenus 06 obuem Konuvecmee u Crmoumocmu OOKYMeHMOo8, KII0UEHHbIX 8 COCMA8
oubuomeyno2o ghonoa, Kax 00veKm 0co60 YEeHHO20 OBUINCUMO20 UMYWECBA, NepPedardmcs yupeoumernio.

CBenieHUST O MOCTYIUICHUSX JOKYMEHTOB B OmOmuoTeuHblld ¢onHa, oTHeceHHbIH K OLIJIM, BKIFOYAIOT MaHHBIE O MOCTYIUICHHSIX HEMOCPEICTBEHHO B
OLIM u naHHBIC O MIEpEeBOJIC TOKYMEHTOB M3 HHOTO JIBKUMoro umyiectsa B OLJI. CBeneHust 0 MOCTYIUICHHUSIX SBJISIFOTCS YacThIO OOIIEH CBOIKU
JUIS yYpeIUTells, MO3BOJSIONICH B CPaBHEHWUH C JAaHHBIMA O BBIOBITUM JOKYMEHTOB W3 OMONMMOTEYHOro (OHIAa JeNaTh BBIBOJBI O COCTOSHUU
oubnmoreunoro gonma kak oovekra OLIJIH.

5. Yder BbIOBITHSI JOKYMEHTOB U3 0M01H0TEeYHOTO GoHIA

Cornacno m.11 cr.13 ®enepanbuoro 3akoHa ot 29.12.1994 N 78-®3 (pea. ot 02.07.2013) "O 6ubnuoreyHom nene" OMOTUOTEKH MMEIOT MPABO
«M3BIMATh M PEATM30BBIBATh JJOKYMEHTHI U3 CBOMX (DOHJIOB B COOTBETCTBUU C MOPSIKOM HCKIIFOUCHUS JJOKYMEHTOB, COTJIACOBAHHBIM C YUPEIUTEIISIMH
OMOJIMOTEK B COOTBETCTBHM C JICHCTBYIOIIMMU HOPMATHBHBIMU MPAaBOBBIMH aKTaMU». JTO O3HA4yaeT, 4yTo OMOIMOTeKaM HEeoO0XOAMMO Ha OCHOBE
[Topsimka y4€ra co3maTh W COMNIACOBATH C YYPEAUTEISIMA HOPMATHBHBIA JOKYMEHT JUISl PETJIAMCHTHPOBAHHS BBIOBITHS JOKYMEHTOB C YYETOM
cneruduky oudaroTedHbIX GOHIOB U yupexaeHui. [Ipu 3ToM OUOIHOTEKaM, HIMEIOIIUM CTaTyC OFOPKETHOTO MITH aBTOHOMHOTO YUPEKICHHUS, CIICTyCT
YUUTBIBATh Takxke cTaryc oubmuoreunoro ¢onna: OLIN umm nHOe ABMKUMOE UMYIIIECTBO.

Ompenenenue craryca 6MOIMOTEYHOr0 (POHIA TOKHO OBLIIO OBITH IPOM3BEACHO B OubanoTekax Ha ocHoBanuu [loctanosnenus [IpaBurensctBa PD ot
26.07.2010 Ne538 «O mopsiake OTHECEHUS HMMYILIECTBA aBTOHOMHOTO MJIM OIOJKETHOTO YUPEXKAECHHUS K KaTeropud 0co0O0 ILIEHHOTO ABMKHMOTO
UMYIIECTBaY.

Cornacno nanHomy IloctaHoBneHn0 6UOINOTEUHBIH (POHT ABTOHOMHOTO WM OFO/IKETHOTO YUpEKIeHUs MOXkKeT ObITh oTHeceH k OL/IU:

— KaK JIBUKIMOE UMYIIECTBO, OaJaHCOBasi CTOMMOCTH KOTOPOTO MPEBBIIIAET YCTAHOBJICHHBIA pazmep: sl (eepalbHbIX YIPEKICHUH — B
unTepBasie ot 200 Teic. pyoneit 1o 500 Teic. pyOselt; st yupexnenuil cyobekra Poccuiickoit denepanyu — B uaTepBasie ot 50 ThIC. pydieit 1o 500
TBIC. PYOJIeii; 1751 MyHUIIMIIATIBHBIX OI0/DKETHBIX YUpeKIAeHUN — B uHTepBaie oT 50 Teic. pyoueit 10 200 Toic. pyOusieit; mpu 3ToM OMOIMOTEUHbIH (OoHA
paccMaTpuBaeTcs Kak eMHbIA 00BEKT OyXTalTepcKOro y4era;
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— KaK «UMYUICCTBO, 0e3 KOTOPOro OCymeCTBJICHUC aBTOHOMHBIM HJIA 6IO,H)KCTHBIM YUPCKACHHUEM NPCAYCMOTPCHHBLIX €ro yCTaBOM
OCHOBHBIX BHJ0B ACATCIBHOCTU GYI[CT CYHICCTBCHHO 3aTPYAHCHO»;

— KaK «MMYLIECTBO, OTUYKIEHUE KOTOPOIO OCYLIECTBIISIETCS B CHELUAIBHOM IOPSAAKE, YCTAaHOBJICHHOM 3aKOHAMU U HMHBIMU
HOpPMAaTHBHBIMU IIPABOBBIMU akTaMu Poccuiickoit denepariiu, B TOM YUCIIE ... JOKYMEHThI HAIIMOHAJILHOTO OMOIMOTEYHOTO (POHAAY.

CriennanbHBIA TOPSAAOK OTUYKIEHUS UMYIIECTBA, 2 UMEHHO HCKIIOYEHHUE TOKYMEHTOB W3 OMOMMOTEYHOro (HOHAA, PETIAMEHTHUPYETCS HACTOSIINM
[Topsinkom ydéra, KOTOpBIM IpeaycMaTpuBaeT OOIMI MOPSAIOK UCKIIOYEHHs (CIHMCaHWs) JOKYMEHTOB W3 OMOIMOTEYHOro (oHIa U OCOOEHHOCTH
BBIOBITHS JIOKYMEHTOB, TIOJIJICIKAIINX MTOCTOSHHOMY XPaHCHHIO, B TOM YHCJIC OTHOCAIINXCS K HAIMOHAILHOMY OHOIHOTeYHOMY (DOH/TY.

Jlokymenmoi 6vlObIBAIOM U3 OUOAUOMEUHO20 (POHOA 8 C653U C PU3UYECKOU YMPpamou UIU 4ACMUYHOU IUOO NOJHOU YMpPamou NnompeoOumenbcKux
ceoticms. Bvlbvlearowjue 00KymMenmsl UCKIIOYAIOMC U3 OUOIUOMEUH020 hOHOA C 8O3MOICHOCMbIO NOCIedyioueli 0e38603Me30HOlU nepedadu 8 opyaue
oubruomexu b0 pearuzayuu.

IloHsaTHs «HMCKIIOYCHHUE AOKYMCHTOB» U «CIIMCAHHUEC JOKYMCHTOB» HCIIOJIB3YIOTCA B OMOINOTECYHOM J€JI€ KaK CHHOHUMEI. HckmaroueHue JOKYMCHTOB
OmpeCacisiCT BBLIOBITHE AOKYMCHTOB U3 OMOJIMOTEYHOTO (I)OH,I[a Kak C06paHI/I${ KYJIbTYPHBIX I_ICHHOCTCI‘/'I, CIIMCAHUC — KAK UMYLICCTBA.

BriObiTHE MOKYMEHTOB M3 OHOIMOTEYHOro (OHAA — 3aBepIIAIOIIMK MPOLECC ABMKEHUS TOKYMEHTOB OHOIMOTEeYHOro (oHIa, CBSI3aHHBIA C
oopMIIEHHEM B YUCTHOU TOKYMEHTAIIMU OMOJIMOTEKH UCKITIOUEHHUS TJOKYMEHTOB.

5.1. Ucknouenue 0okymenmos u3 bubnuomeyHo2o onoa 0onycKaemcs no ciedyrouum NpUYUHaM: Ympamad, 8emxocms, 0eq)eKmHocmy, yCmapeiocms
no cooeparcanuio, HenpoPUILHOCHb.

Henpogunvnocms 0okymenmoe ycmanagiueaemcsi Ha ocHoge IIpoguns Komniekmosaumus QoHOa Ul UHO20 HOPMAMUBHO20 OOKYMeHma,
ymeepaicoaemozo pykogooumenem oubdruomexu. Ilo npuuune HenpoguibHOCmMU MOSYM UCKIIOUAMBCA U3 YOHOA OOKYMEHMbl, He KOMHJIEKmyemMble
oubnuomexol (npu omkasze om KOMNIEKMOBAHUS OMOENbHbIX Kame2oputi OOKYMeHmOo8), UuziuuinHe O0yOiemHble IK3eMNIApbl, 3aMeHeHHble 0o/ee
HONHBIMU NO COOEPHCAHUIO, TYYUUMU NO ODOPMAEHUIO, PUULECKOMY COCMOAHUIO U30AHUAMU; NO UCMEYeHUU CPOKA XPAHEeHUs OOKYMEeHmO8, npu
HU3SKOM YPOBHE HUMAmenbCKo20 CHpocd, NpU HecOOMEemcmeuu NeKMpPOHHbIX OOKYMEHMO8 MEeXHUYECKOMY U NpOSPAMMHOMY 00ecnedeHuo
oubnUOmeKu.
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VYTpara — nponaxka JOKYMEHTOB U3 ()OHJIOB OTKPBITOTO JOCTYIa WM BO BpeMs nepecbuiku 1o MBA, yTepst uiu He BO3BpaT YUTATEISIMU, XUIICHHE,
HeoOpaTuMas 1mopua, yrpara B pe3yjbTare OeICTBUIl CTUXHITHOTO, TEXHOI€HHOTO MM COLMAIIBHOTO XapaKTepa, yTpaTa Mo HEYCTaHOBICHHON MPUYHHE
(HEBO3MOXKHOCTh YCTaHOBJICHHSI MECTOHAX0XKJICHUS IOKYMEHTA), OTEPsI 3JICKTPOHHBIX JOKYMEHTOB B Pe3yJbTaTe BUPYCHON MIIM XaKEPCKOW aTaKH.

YTpaueHHBIMU B IIPOLIECCE XPAHEHHUS MOTYT CUMTAThCS JOKYMEHTBI, OTCYTCTBYIOLIME Ha MECTE€ II0 HEYCTAHOBJICHHOW INPUYMHE B TEUCHUE
OIPEJICIEHHOTO MEePHO/Ia, YCTAaHOBICHHOTO OMOIMOTEKOH, MOoCie BBISIBICHUS UX OTCYTCTBHUS (HAampumep, B TEUEHHE TpeX JIET) WU IMOCIe MPOBEPKU
Bcero (oHaa (ABYX IJIAHOBBIX MPOBEPOK peKoro (hoHAa), €CIIU MYTH PO3bICKA UCUEPIIAHBbI.

VYTpaueHHBIMH B TPOIIECCE HCIIOIB30BAHHSI MOTYT CUMTAThCS JOKYMEHTHI, HE BO3BpALICHHBbIC B (DOHJ MOCJIE BBIIAYM IOJIB30BATEISAM (UHTATEISIM,
aOOHEHTaM, COTPYAHHKAM OMOIMOTEKH) B TEUCHHE TPEX JIET, €CIIH IyTH B3auMopacueTa U pO3bICKa UCUEPIIaHBlI.

BerxocTb — Qu3nyeckuii U3HOC JOKYMEHTOB BCIIECTBUE €CTECTBEHHOTO CTAPEHHS MaTePHAIIOB, HEMPUTOJHOCTD AJI UCIOJIB30BaHUS U HEBO3MOXKHOCTh
(HepalMOHAILHOCTh) PECTaBpALIUH.

JlepexTHOCTE — yTpara (parMEeHTOB TeKcTa, moimrpaduueckue nedeKThl, HekadecTBeHHOE (oTorpadudeckoe H300paKeHUE JTOKYMEHTOB Ha
MUKpohopMax, 1eHEeKThl 1 MEXaHHUYECKUE MTOBPEXKICHHSI TUCKOB U TNICHOYHBIX HOCUTENCH (CKpyYHBaHUE, BHICBIXaHUE, PA3PhIBBI, 00JIOMBI U T.I1.).

Ycrapenocte 1O COACPIKAaHHI0O — TOTEepsl aKTyaJbHOCTH TEMAaTHKH, MOATBEPXKAACTCS OTCYTCTBHEM CIIpOCca YHTaTelel, HeBOCTPEOOBAaHHOCTHIO B
nepepacrpeesieHuH U pean3ainy.

B Ilopsinke yu€ra noHATHE «HEMPO(QUIBHOCTE» TPAKTYETCS PACIIMPUTENBHO U MPUMEHHUTENBHO K KOHKPETHOW OMOJIMOTEKe: OHO HE OrpaHUYMBAaeTCs,
KaK paHee, KaTeropusiMH He KOMIUIEKTYeMbIX OMOIMOTEKOM M3JaHMii, a OXBaThIBa€T BCE MPUUYMHBI HEOOXOAMMOTO HCKIIIOYEHUS JTOKYMEHTOB, €CIIU
JOKYMEHTBl HE SIBIISIIOTCSI BETXUMH, Je(EKTHbIMHM, YCTApeBIIMMM IO cojaepkaHuio. W3maHus cTaHOBITCA HENpo(QUIbHBIMU B pe3yibTare
nepenpodmInpoBaHus OMOIHMOTEKH, UCTEUSHHSI CPOKA XPAHEHUS, yTPaThl YUTATEIBCKOTO CIIPOca U T.JI.

B nensx ymopsaodeHus: criMcaHHs JOKYMEHTOB W3 OMOIMOTEYHOro (poHAa MO MPHUUMHE «HENPO(QMIBHOCTH» OMONIMOTEKa pa3pabaThiBaeT KpUTEPUHU
OTHECEHUS IOKYMEHTOB K KaTeropuu HEMpOPHUIBHBIX U 0QPOPMIISIET UX B BHJIE NPpUiIokeHUs K [lopsaaky nCKiItoueHus: TOKyMEHTOB U3 OMOIMOTEYHOTO
(doHIa UM K TEMATUKO-TUIIOJIOTHYECKOMY (TeMaTUYecKoMY) TUIaHy MJIM MPOQUITI0 KOMITJIEKTOBaHUS (oHAA.

K ocHOBHEIM KpUTCPUSAM OTHCCCHHUA JOKYMCHTOB K KaTCTOpUHA HCHpO(I)I/IJIBHBIX OTHOCATCA:
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— HE COOTBETCTBHE TEMATHKE W BUAAM JOKYMEHTOB, ompeneneHHbIX [Ipodunem komrekToBanus Gouaa (TeMaTHKO-TUIIOIOTHYECKUM
IIJIAHOM);

— HU3JIMIIHAA I[}’6J'I6THOCTB SK3EMINIIAPOB U3JJaHUAA, o6pasyeMa;I BCJICACTBHUEC CHUKCHUA YUTATCIILCKOI'O CIIpoCa,

— HE€ COOTBETCTBUC I/IH(bOpMaL[I/IOHHBIM HOTpC6HOCT$IM HOJIB3OBaTeJIeﬁ, BBIPAXKCHHOC B OTCYTCTBHUU (I/IJII/I HHMXC YCTAaHOBJICHHBIX
OMOJIMOTEKOM ITOKa3aTelel) I0JIb30BaTEIbCKOTIO

CIIpocCa;
— HUCTCUYCHUC 3apaHCe ONMPCACIICHHOI'O CpOKa XpaHCHUA JOKYMCHTA.

5.1.1. Hcknrouenue OOKYMEHMO8 NO NPUUUHAM YCMAPENOCMU NO COOEPHCAHUIO, HEeNPODUIbHOCMU (Malochnpawusaemvie), a makice no NPULUHAM
gemxocmu u 0egheKkmHoCmu He OONYCKAemcs N0 OMHOUEHUIO K eOUHCTNBEHHbIM IK3EMNIAPAM OOKYMEHMO8 NOCMOSAHHO20 (beccpouno20) XpaHeHus.

JleficTBHE JaHHOTO MYHKTA PaclpOCTPaHICTCs Ha BCE JOKYMEHTHI TIOCTOSTHHOTO XPAHEHHSs, B T.4. BXOASAIIMX B COCTAB HAIIMOHAILHOIO OMOIHOTEUHOIO
dona.

5.1.2. HUcknrouenue 0OKyMeHMOB, OMHECEHHbIX K KHUNCHbLIM NAMSAMHUKAM, OONYCKAEMCS MOAbKO NO NPUYUHE YMPamvl NPU YCI08UU OMPAICEHUS.

UHpopMayuu 0 KHUICHOM NamMsiImHuKe 6 Peecmpe KHUMCHBIX NAMSMHUKOS.
5.2 Buibvimue ooxymenmog uz oubauomeyno2o ¢ponoa ogopmasiemcs AKmMom 0 CHUCAHUU UCKTIOUEHHBIX 00beKmMOo8 OUOIUOMEUHO20
¢onoa (oanee — Axm o cnucanuu) no ¢opme (ko0 no OKY] 0504144), ymeepocoennoui Ilpuxazom Munguna Poccuu om 30.03.2015 N 52u
"06 ymeepocoeHuu opm nepeutHbiX yuemusvix 0OKYMEeHMO8 U pecucmpos 0yxeaimepcko2o yuema, NPUMEHAeMbIX OP2aHaMU 20CY0apCmEeHHOll
eracmu (20¢y0apCmeeHHbIMU OP2AHAMU), OP2AHAMU MECIHO20 CAMOYNPABIEHUsl, OP2AHAMU YNPABTIeHUsl 20CYOAPCIMEEHHbIMU 6HEOI00HNCEMHbIMU
¢onoamu, cocyoapcmeenHviMu (MyHUYUNATbHBIMU) Yupedcoenusmu, u Memoouueckux ykazanuil no ux npumenenuro"” (3apecucmpuposano 6
Muniocme Poccuu 02.06.2015 N 37519. Hauano npumenenus ¢ 19.06.2015 e.

B Axme o cnucanuu ompasxicaromcs cedeHus o Koauuecmee u ooujeli CmoumMocmu UCKI0YaemMvlx 00KYMeHmMOo8, YKa3bleaemcs NPU4UHA UCKIIOYEHUs. U

HanpasieHue 8bl0bIMUsL UCKII0UAEMbIX OOKYMEHNOB.

AKT O CIIMCaHUU MCKIIIOUEHHBIX 00bEeKTOB OUOIMoTeuHOTro (hoHAa (1aree — AKT O CIHCAHUN) COCTABIIAETCS KOMHUCCHEN MO UCKIIIOUEHUIO IOKYMEHTOB

u3 6uOIMOTeYHOro (POHAA U CIIY’)KUT OCHOBAHUEM JUIsl OTPAXKEHHUS BO BHYTPUOUOINOTEYHOM, OYXTaJITEPCKOM U CTaTUCTUYECKOM YydeTax OMOIMOTeKH
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BBIOBITHSI YKa3aHHBIX OOBEKTOB yueTa. AKT O CIIMCAaHUM SIBJISAETCS eNnHON (HopMoii 1t 0pOpMIIEHUS BBIOBITHS TOKYMEHTOB U3 OMOIMOTEeYHOTO (hOHa,
B TOM YHCJIC IEPUOTUYECKUX U3JIaHHUH, YACIAIIMXCS Ha 3a0anaHcoBoM cuere. Dopma AKTa 0 cricaHuu npejacrasieHa B [Ipunoxxennn 12.

B AkTe 0 crnucaHMM yKa3bIBaeTCsl NMPHYWHA, MOCITY)KUBIIAs OCHOBAHUEM ISl MPHHATHUS PEIICHHUS O CIUCAHUU OOBEKTOB OMOIMOTEYHOro (hOHIa
(yTpara, BETXOCTb, 1e()eKTHOCTh, YCTAPEIOCTh IO COACPIKAHUIO, HEMTPO(DUIBLHOCTE) M MEPOTIPUSATHE TI0 UCTIONHEHHUIO PEIICHHS O CIUCaHNH (Tlepeada B
oOMeHHbIH (OHJ Ui NalbHEHIIEro mepepacrpeneienus, 0e3Bo3Me3IHas repegada IpyroMy y4pekIeHHIo, peanu3anus (Ipojaaxa) IopUandeCcKoMy
WU QU3HUYECKOMY JIUITY, YTHIIH3AIINSA).

5.3. K Axmy o cnucanuu npunazaemcsi Cnucok Ha UCKTIOYEeHUe 00beKmos oubauomeuno2o ¢onoa (0aree — CHUCOK), KOMOPbIU BKIIOYAem
cnedyrowue c8e0eHUsl: PecUCmpayuoHHblll HoMep U wugp XpaneHus 0OKymenma, kpamkoe oubiuoepaguyeckoe onucauue, yery 00KyMeHmda,
3a(huKCcUpOBaHHYI0 8 peaucmpe UHOUBUOYATILHO20 YUema OOKYMEHmMO8, KOI(pduyueHm nepeoyeHku, yeHy nocie nepeoyeHku u oougio
CMOUMOCMb UCKTIOUAEMBIX OOKYMEHMO8.

na neuamuuix OOKYMeHMO8 8peMEHHO20 XPaHeH st OONYCKAEMC sl 3aMeHA CRUCKA KHUNCHBIMU OPMYIAPAMU.

Hna ooxymenmos, 06pabOOmMaHHbIX 2PYNNOGbiM (YNPOWEHHbIM) CHOCODOM, 6MeCmo CHUCKA 0aemcs NepeyeHb PecUCMPAYUOHHLIX HOMEPOS, 6UO

UCKIHOYAEMBIX UBOAHULL, UX KOTULECMEBO.

[Ipu HEOOXOAMMOCTH OTpPaKEHUS JIOMOJHUTENIBHBIX CBEJEHUH 00 MCKIIOYAaeMBbIX M3/1aHUSX B AKTe O CHUCaHMM OuOIMOTeKka BIpaBe /100aBUTh
JIOTIOJIHUTENbHBIE TPadbl B IPUIIAraéMOM CITHCKE.

[Ipu odopmiieHUN HCKIIOYEHUs MEPUOANYECKUX H3JaHUN, YHCIALMXCS Ha 3abamaHcoBoM cyere mo 1py0. 3a 1 eaunHuiy ydera, B rpade
"K03(pPUIHEHT NepeorieHKH" cleyeT NOCTaBUTh MPOYEpK.

[Ipn uckmroyeHun Ipyrux uszgaHui rpada «kKod3PEGUIMEHT MEPEeOLCHKN» 3aloiHIeTCs MO COTJAacOBAHUIO C OyXrajrepueil ¢ y4eToM IMepeoleHOK
6ubnrnoTeyHoro GpoHaa, MPOU3BEIECHHBIX 3a MEPUOJT HAXOKACHUS U3aHNs B ONOINOTEKE, T.€. ¢ MOMEHTA MOCTYIIJICHUS U3JaHUs B OMOINOTEKY.

5.4. K Axkmy o cnucanuu no npuyune ympamsl U CRUCKY NPUIA2aiomcs 00KyMeHmyl, noomeepicoaroujue ympamy (ROACHUMENbHAS 3aNUCKA, 8 Clyudae
Kpastcu Uiy XuwjeHusi — npomoKoJ, aKkm, 3aKitoyeHue YNoJHOMOYEHHbIX OP2aHO8, NpUu 803MelweHul yuepoba — uHancosvili OOKYMeHm 0 803MeueHUU

yuepba).
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Bosmewenue uumamensamu ywepba oonyckaemcs 6 gpopme 3ameHsvl YMepaHH020 00KYMEHMA PAGHOYEHHbIM TUOO nymem OeHedcHOU Komnencayuu. Ipu
npueme OeHez om uumameneu 63aMeH YMEPAHHbIX KHUZ UAU OpyeUxX OOKYMEHMO8 COCMABIAemCs NPUXOOHbBILL opoep, U Yumamento 6bl0aemcs
K8UMAHYUs1 YCMAHOBIEHHO20 00pa3zyda.

5.5. Ilpu eosmewenuu uumamenem yuepba CMOUMOCMb YMPAYEHHLIX OOKYMEHMO8 YCMAHABIUBACMCS 3KCNEPMHOU KOMUccuell no OyeHKe
OOKYMEHMO8, HA3HAYEHHOU NPUKA30M PYKOBOOUmMens OubIuomexu.

IIpu ymepe unu xuwjenuu yeHHvlx U peoKux KHue 05 OnpeoeneHus Ux CrouMoCmu KOMUCCUSL MOJCEm NPUBTIEKAMb K C80ell pabome coOmeemcmeyouux
IKCNepmos, a makdice UCNONb308aMb MAMEPUATbI HAYUHO-MEMOOUUECKUX YEHMPO8, KHUNCHLIX AYKYUOHO8 U ApmMapoK. B amux ciyyasx onpedenenue
NPUYUHEHHO20 YiepOa npedeibHbMU KOIDduyueHmamu KpamHocmuy He 02paHudueaencs.

5.6. Axm o cnucanuu no 0OHOU U3 NPUYUH, YKA3AHHLIX 6 N.5.1, ¢ NPULOINCEHHBIM CRUCKOM NOONUCHIBAeMCs npedcedamenem U YleHAMU KOMUCCUU NO
cnucanuio 00veKmos 6ud.IuomeuHo20 YoHOa, ymeepicoaencs pykogooumenem yupertcoeHus..

[Tpu uckiaroueHMn W3MaHUK U3 OMOMMOTEYHOro (hoHIa, OTHECEHHOTO K 0CO00 IIEHHOMY JBM)KMMOMY HMYILIECTBY, AKT O CHHCAaHHH YTBEP)KIAeTCs
pyKoBOAUTENEM OUOIHOTEKU:

— C YBEIOMJICHUEM YUPEIUTEINs O CHUCAHUM - €CIIH KOJINYECTBO M3/1aHUMH, CIIMCBIBAEMbIX U3 OMOIMOTEeYHOro (POHa, OTHECEHHOTO K 0C000
LIEHHOMY JIBYKUMOMY UMYIIECTBY, HE MPEBBILIAECT KOJINYECTBA MOCTYIUICHUH 3a TOT )K€ IepUO/;

— 0 MPEeABAPUTEIBHOMY COTJIACOBAHUIO C YUPEAUTEIEM B (popME MUCBMEHHOTO 0OpaIlleHNs U COOTBETCTBYIOIIETO pa3pelieHusl Wik 0TKa3a
- €CIU KOJIMYECTBO M3/IaHUM, CHHCHIBAEMBIX W3 OMOIMOTEYHOro (OHJA, OTHECEHHOr0 K 0C000 IIEHHOMY JBM)KMMOMY HMYILECTBY, INPEBBIIIAET
KOJIMYECTBO MOCTYIUIEHUH 3a TOT K€ IIEPUOA.

[Ipu wuckimoueHnn wu3gaHuid w3 OuOIMOTEUHOTO (DOHIA, OTHECEHHOTO K HHOMY JBH)KHMOMY HMYIIECTBY, AKT O CIHCAaHUHM YTBEPKIACTCS
pyKOBOAUTENEM OUOIMOTEKN CaMOCTOSITENBHO.

Bo3moskeH uHoit TOpAA0K pa6OTLI C aKTaMH O CIITMCAHWUH, €CIIU MMOPAJOK IIPHUHAT U O(I)I/II_[I/IaJIBHO YTBCPIKACH YUPCAUTCIIEM OMOIMOTEKH.

5.7. Ilocne ymeepycoenuss Akma O CHUCAHUU OCYWECMEIAIOMCA MePONpUsmuUs no Nepepacnpeoeieruio U peanu3ayuu CRUCAHHBbIX 00beKmos
oubauomeuHoeo ghouoa.
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[Ton mepepacrpeneacHUEM TOHMMAaeTcss Oe3BO3ME3Has Iiepejada CIMCAHHBIX JIOKYMEHTOB TOCYJAApCTBEHHBIM, HWHBIM HEKOMMEPYECKUM
OpTraHH3aIMsIM B IIEJISX KOMILJICKTOBAHHS OMOIMOTEUHBIX (DOHIIOB.

HOI[ peaﬂmauﬂeﬁ IIOHUMACTCH IIpoJaxKa CIIMCAHHBIX TOKYMCHTOB (1)I/I3I/I‘ICCKI/IM U OPpUANYCCKUM JIMLaM.

5.7.1. Jokymenmol (cnucannvle 00vekmvl OUOIUOMEYHO20 OHOA), UCKNIOUEHHbIe NO NPUYUHAM 8eMXOCMU, 0eh)eKMHOCMU,
yemapenocmu  no - COOepi’CaAHuio, HAnpasisAiomcss 8 MNYHKMbl GMOPUYHO20 CbipbA. Hckatouennvle u3 QOoHO08 MUKpogopmvl Ha
2a7102eHUO0CePeOPAHOL NIeHKe NOOLeNcam coave Kak cepedbpocooepaicauyue 0mxoovl 8 COOMEemMcmauu ¢ 3akoHooamenbcmeom Poccutickou
Deodepayuu.
Ilpu omcymcmeuu nyHKmos 8mopcuipbsi UlU 8 CAYHAsAX, Ko20d cOaua OOKYMEHMO8 HA nepepadbomKy 3KOHOMUYECKU Heyenecoodpasua, obubnuomexu
VHUUMONCAIOM UCKTIOYEHHbIE OOKYMEHMbl HA Mecme 6 NPUCYmMCmeuu Juy, KOmopvle COCMAGIAM aKm 00 VHUUMONCEHUU CRUCAHHBIX 00beKmos
oubauomeunoco ghouoa.
B Axme o cnucanuu ompasxcaomcs HaUMeHO8aHue, HoMep U 0ama OOKyMeHmd, noomeepicoanujeco Gaxkm coasu CRUCAHHBIX 00beKMOo8 6 NYHKM
BMOPUUHO20 CbIPbs, ULU AKMA 00 YHUYMONCEHUU CRUCAHHBIX 00beKmog bubiuomeynoz2o ¢onoa. JJoxymenm npunacaemcs Kk AKmy o cnucanuu co
CRUCKOM.

ITpumepHas ¢popma akTa 00 YHUUTOKEHUU CIIMCAHHBIX 00BEKTOB OMOIMOoTeyHOrO (hoHa npeacTasineHa B [Tpunoxenun 11.

5.7.2. Jloxymenmol (cnucanHvle 00beKkmbl OUOIUOMEYHO20 YOHOA), UCKTIOUEHHblE NO NPUYUHE HENPOPUIbHOCMU, NePedaromcs no
akmam 6 oOMeHHblll OHO 6 yensax OanvHelwel nepedaiyu Ha 6e3603Me30HOU OCHO8e OUOIUOMeKaM UMW peanusayuu @uudeckum u
IOPUOUHECKUM TUYAM.

OOmenHbIN QoHI — (oHA, MpelHa3HAaYeHHBIN A oOMeHa JTIOKyMEHTaMHu, 0€3BO3ME3THOM mepenaun Ombinorekam, WH()OPMALMOHHBIM LEHTPaM U
(nnn) mpogaxku ux opranuzaimsaM u acTHbM JuiiaM (I'OCT 7.76-96).

OOmenHbI (HOHI, COCTOSIIIUN U3 HEMPOMUIBHBIX 7S JaHHOW OMONMOTEKU M3JaHHA, B TOM YKCJIE CIUCAHHBIX 00BEKTOB OMOIMOTEYHOrO (POHMIA, MO
npaBujiaM OyXTalTEpPCKOTO y4ueTa, YHCIUTCS Ha 3a0aJaHCOBOM CUeTe, KOTOPHIH OMOIMOTEKa ONMpEAeNsieT CaMOCTOSITEIHPHO B TOPSIIKE OYEPETHOCTH
3a0aTaHCOBBIX CUETOB.
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[lepenaya WCKIIOYCHHBIX W3 JACHCTBYIONIMX M PE3EPBHOTO (OHIOB JTOKYMEHTOB B OOMEHHBIM (OHI M JAIBHEUIIETro IepepactpeeiCHUs
OCYIIIECTBIISIETCSI HA OCHOBE YTBEPIKIEHHOTO AKTa O CIHUCAHUU IO MPUINHE «HETPOPUIHHOCTEY», KOTOPBIN nomnonHseTcss HakimagHoit Ha BHyTpeHHEee
nepemMenieHue u3anuii (B mpou3BoIbHOM popme), 0 yem nenaercs 3anuch Ha Akte o ciiucanuu (IIpunokenne 12).

be3Bo3MesnHas mepenada HMCKIIOYEHHBIX JOKYMEHTOB OCYIIECTBIISICTCS HEKOMMEPYECKHMM OpraHM3alisM Ha OCHOBAHMHM NHCBMEHHBIX 3aIpOCOB
opranuzanuii, opopmisercss [loroBopom o 6e3BO3ME3HOI Hepenade UM MHBIM JOKYMEHTOM IO COIJIacOBaHUIO CTOPOH. Ilponaska MCKIIOUEHHBIX
JTOKYMEHTOB OCYILECTBIISIETCS MO 3alpocaM IOPUAMYECKUX U (PU3NUECKUX JIUII JIMOO MyTeM IOCTaBKH JOKYMEHTOB TOPTOBOI OpraHM3aluy HAa OCHOBE
noroBopa. OIleHKa JOKyMEHTOB, NpEJIaraéMbIX K MPOJaxe, MPOU3BOJUTCS CPABHUTEIHFHBIM METOJAOM HAa OCHOBE PBIHOYHBIX IIEH C YYETOM
¢uznveckoro cocrosiHus nznanuii u ¢ yuerom HJIC 10%.

Hpona;xa AOKYMCHTOB IOPUANYCCKOMY JIMIY OCYHICCTBJIACTCA HA OCHOBAHUHN JOTI'OBOpa (KaK IIpaBuio, 110 663HaJII/I‘lHOMy pacquy).

[Tpomaxa MOKYMEHTOB (M3WYECKOMY JHUIy OCYIIECTBISIETCS Ha OCHOBE OTOOpa M3gaHWii B OOMEHHOM ()OHIE C OIUIATOW 3aKa3a HAIWYHBIMH
CpelICTBAaMH Yepe3 KOHTPOJIbHO-KACCOBBIN anmapar WK ¢ UCIOJIb30BAaHUEM HHBIX IJIATEKHBIX cUCTeM. COBMECTHO C KacCOBBIM YEKOM O(OPMIISIETCS
TOBapHBIN Y€K, B KOTOPOM OTPa)KaeTcsl MepeueHb OIUIAYeHHBIX HM3JaHHMH C YKa3aHHEM HMX pealu3allMOHHBIX II€H, CyMMa OIUIaThl, JaTa MpPOAaXKH,
JOJKHOCTD, (PaMHIINS U HHUIIMAJIBL, TIOJIUCH COTPYAHHUKA (MaTepHalIbHO OTBETCTBEHHOTO JIUI[A), HEMOCPEACTBEHHO OCYILIECTBIISABIIETO MPOIAXKY.

5.8. Ilocne 3asepuienus meponpuamuii, npedycmMompeHHbiX AKMoM 0 CRUCAHUU UCKTIOYEHHbIX 00beKmo8 OubIUuomeuHo2o GoHoa, nepeuvlil IK3eMNIAD
Axma o cnucanuu co CnuckomM u OOKYMEHMOM, NOOMEEPHCOAIOUWUM BblObIMUE, NEPedaemcs 8 OyXearmepuio, 6Mopol IK3EMNJAP OCMAemcst 8
noopa3soeieHuu, oCyuecmeaianuem yiem oubiuomeyHo2o onoa.

Ha ocnosanuu Axkma o cnucanuu ucknoueHHblx 00beKmos oubauomeyHo2o Gonoa bubauomeyrHoe noopasoeieHue u dyxeanmepus 6HOCAM USMEHEHUS 8
coomeemcemayiouue y4emuvle OOKyMeHmbl.

[TepBUYHBIMH YUETHBIMHU JOKYMEHTAMH, MTOATBEPKIAOIUME (PAKT BBIOBITHS 00BEKTA U3 OUOINOTEYHOTO (POHAA, BISIOTCS:
— HaKJIaJHasi Ha BHyTPEHHEee MepeMelleHrne n3JaHuil (B Mpor3BoabHON (hopMe) Ipu nepeiaye NCKIIFOUEHHBIX U3aHui B OOMEHHBIN QOH/;
- aKkT NpueMa-nepeiadu K Joropopy o 0e3B03Me3JHOM Mepenaye;

— TOBAapHas HaKJIaJJHad K JOroBOPY MPOJaKu CIIMCAHHBIX I/I3)IaHI/II71 IOPUIUYICCKOMY JIMITY,
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— TOBAPHBIN Y€K MMPH MPOJIAXKE CIIMCAHHBIX U3IaHUH (PU3NICCKOMY JIUILY;
- TOBapHasl HaKJIaJHas (MHOW JOKYMEHT) K IOTOBOPY C OpraHU3aIuei mo nepepaboTke BTOPUIHOTO ChIPBS;
- aKT 00 YHUYTO)KCHHUH CIIMCAHHBIX 00BEKTOB OMOIMOTEYHOTO hOoH A,

5.9. AKmbl 0 cnucanuu pecucmpupyromcs 8 KHuee CyMMApHO20 yuema OubIuomeyHo2o GoHoa (unu opyeom euoe pecucmpa CymmapHo2o
yuema @olObImMusi OOKYMEHMO8, NPUHAMOM 8 OubIuomexe).

[TpumepHas hopma oTpakeHus BbIOBbITUS B KHUTE CyMMapHOTO y4eTa JOKYMEHTOB Ha (PU3NUYECKUX HOCUTENSAX mpeacTaBineHa B [Ipunoxenun 46.
[Tpumepnast popma oTpakeHus BHIOBITHS B PeecTpe cymMMapHOTo y4éTa HHCTANTUPOBAHHBIX JOKYMEHTOB IpecTasieHa B [Tpunoxennn 56.

5.10. B pecucmpayuonnoii knuee (unu opyeom eude pecucmpa uHOUBUOYAILHO2O YYE€MAa OOKYMEHMOS, NPUHAMOM 8 Oubauomexe)
npocmaensiemcsi Homep u oama Akma o cnucauuu.
S5.11. Bce uckntouaemvie uz ¢onoa obubnuomexu Ookymenmwvl (KHUSU, IHCYPHATLL, Opyeue 6uovl OOKYMEHMO8) OO0NNCHbI OblMb
€cOOMBEeMcmaYIouUM 00pa3oM ohopMIeHbl: CNEYUATbHBIM WmeMnenem O0JIHCHbL OblMb NO2AUeHbl WMAMNbL OUOIUOMEKU.
5.12. OnexmponHvle cemesvie NOKAIbHbIE OOKYMEHMbL YOANAIOMCA U3 INeKMPOHHOU OUOIUOMEKU HA OCHO8aHuu Axma o chnucaHuu c
VKazaumuem NpuduHsl uckioyenus. Haumenosanue, momep u oama axma 6800amcs 6 6a3y OAHHBIX 6 Kawecmee MemauH@opmayuu K
coomeemcmayoujemy OOKyMeHmy.
Ha ocnosanuu 6sedennvix céedeHull npocpammHuiM CROCOOOM opmupyemcs nepedenb AKmMos o cnucanuu (peecmp CymMmapHo2o yueéma ebloblmus
cemesulX IOKAIbHLIX OOKYMEHMO8) U nepeyerb CHUCAHHBIX 00beKMOo8 IeKMPOHHOU bubauomexuy (peecmp uHOUBUOYATbHO2O YUEMA GblObIMUSL CEMEBbIX
JIOKA/IbHBIX OOKYMEHMO8).

[TpumepHas ¢popma oTpakeHuUs BHIOBITHS B PeecTpe cyMMapHOro y4eTa CeTeBbIX JIOKAIbHBIX JTOKYMEHTOB IpezicTaBieHa B [Ipunoxenun 66.

5.13. Bolovimue s1ekmponnbix cemegulx YOANeHHbIX OOKYMEHMO8 He 0QOopMIsemcs CneyualbHbiM 0oKymeHmom. I[loomeepocoenuem
8b10bIMUSL ABNACMCA UCHEYEHUe CPOKA Oelicmeus 00OKyMenma (002080pa, KOHMPAKMA, TUYEH3UOHHO20 CO2NAULEHUs), 0OPMAEHHO20 HA NPABO
docmyna K onpedeieHHOU baze 0aHHbIX (naKkemy) cemesvbix 0OKYMEHmMO8, U OMCymcemaue 002080pa, KOHMPAKmMA, TUYEH3UOHHO20 CO2IAUEHUS,
0QOPMAEHHO20 HA HOBbIUL CPOK.
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[IpumepHas hopma oTpakeHus BHIOBITUS B PeecTpe cyMMapHOTro yuera CeTeBbIX YAaJIEHHBIX JOKYMEHTOB IpejacTaBieHa B [Ipunoxenun 76.

5.14. Excexsapmanvro, npu ycnosuu usmenenuss cocmasa OL[/JU, obwue ceedenusi o Koauvecmeae u CMmoumMocmu 00OKyMeHmMOos, CHUCAHHBIX
u3 oubIUuOmMeuHo20 (PoHoa, Kak 00vbeKma 0cobO YEHHO2O OBUINCUMO20 UMYUWeCmed, C YKA3aHuem nepeuns Akmose o cnucanuu, npuyun u
Hanpaesienutl 8bl0bIMusi OOKYMEHmMOos, NPeOCmMAagIsOmcs Yupeoumeito.

Ceenenusi 0 BBIOBITHH JOKYMEHTOB M3 OuOimoreunoro ¢ouma, orHecennoro k OIJIU, ¢opmupyroTcs Ha OCHOBE PETHMCTpa CyMMAapHOTO yuera
oubimoreyHoro ¢GoHaa (4acTh 2) M SBISIOTCSA YacThIO OOIICH CBOIKU ISl YUPEIAWTENsl, MO3BOJSIONICH B CPaBHEHHHM C JAHHBIMH O TOCTYIUICHUH
JOKYMEHTOB B OMOIMOTEUHBIN (DOHT IeTaTh BBIBOABI O COCTOSTHIH OMbIroTeuHoro ¢ponaa kak oobexra OL/IN.

Konuuecmeso 6v16v18at0uux 00OKYMEHMO8 He QONHCHO NPEeBblUamb KOTUYECBAd 6HO8b NOCMYNAIOWUX OOKYMEHMO8 8 OUOIUOMEYHbLU (OHO.

JlaHHBIN TOKa3aTellb BBEIEH I KOHTPOJIA 3a COXpaHeHHeM OHOIHOTeyHOro (oHaa, Kak 00beKTa 0CO00 LEHHOrO MMYIIECTBA, OTIMYAIOIICTOCS
cienn(uKoil oTuyxaeHus. bubmmoreuynsiii GoH ABISETCS KOMIUIEKCHBIM OOBEKTOM HMYIIECTBA, B KOTOPOM HPOMCXOJUT CIHCAaHUE HE OOBEKTa B
oeJIoM, a OTACIBbHBIX €TI0 3JICMCHTOB — AJOKYMCHTOB. KpOMe TOro, OH ABJIICTCA AWMHAMHWYHBIM O6”I)CKTOM, 0I[HOI>1 U3 BaXKHEUIINX XapaKTCPUCTHUK
KOTOPOT'O CUMTAETCsl OOHOBJISIEMOCTh cocTaBa. Mcxons u3 naHHou crenupuku oudimorednoro Gouaa, Ilopsakom ydéra npeaycMOTpeHa Mmpoieypa
oTuyxkaeHus oubnuoreunoro douma, kak OL/IM, He depe3 cormacoBaHHe CIHMCAHUSA KaXJIOTO JOKYMEHTa, a CHCTeMaTHuecKkoe WH(GOPMUPOBaHHE
yapenuTens 00 U3MEHEHUSX B COCTaBe O0BEKTA ¢ COOII0IEHNEM OajlaHCa «IOCTYIUICHHE — BHIOBITHEY.

B 10 xe BpeMs CIICAYET OTMETUTDH, YTO BO3MOXKHBI CUTYyalluU, KOI'la MMOCTYIIJICHUE JOKYMCHTOB B OIIPCACIICHHBIC IICPHUOABI MOXKCT OBITh 0OBEKTHBHO
HIKE KOJIMYECTBA CITMChIBAEMOM JIUTCPATYpPhI. HaHpHMep:

- HpI/IO6p€T€HI/IC TI€YaTHBIX I/ISI[aHI/Iﬁ 3aMCHACTCA JOCTyIIaMHU K SJICKTPOHHBIM CETCBBIM NOKYMCHTAM;

- OTCYTCTBHUE pa3pelleHHs Ha CIIHCAHKE JINTePaTyphl B TEUEHHE ONPEIEICHHOTO epHO/Ia TIPUBEIO K OOJIBIIOMY HAaKOIIJICHUIO IOKYMEHTOB,
TpeOYIOLNX CIHCAHUS.

B nanHbIX ciyyasix cieayeT CBOEBpEMEHHOT0 HH()OPMHUPOBATh YUPEAUTENS U MPEABAPUTEIHHO COTIacOBaTh ACHCTBUS O CIUCAHUIO IOKYMEHTOB.
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B cnywasx HemocTtaTO4HOTO ()MHAHCHPOBAHUS KOMIUIGKTOBaHUs OubOmuoreyHoro ¢oHga (HECOOTIOACHUSI YCTaHOBIEHHOTO Kod(uIeHTa
oOHOBIsIeMOCTH (HOHIA) WIIM HEPETYISPHOCTH TOCTYIUICHUS (PMHAHCOBBIX CPEACTB Ha KOMIUIEKTOBaHHME (OHIA, HEOOXOIUMBI TaKXKe OTICIIbHBIC
COrJacoBaHusi OMOIMOTEKHU C yUpEAUTEIICM.

6. Y4éT uTOroB IBM:KeHNsI OMOIMOTEYHOT0 (POHIA

6.1. Umoeu o0sudgicenusi poHO08 no0800AmMcs 6 KHuce CYMMApHO20 yuéma Oubiuomeunoz2o oHoa (uiu Opy2om pecsucmpe CYMMAPHO20 yueémd,
NPUHAMOM 8 OubIUOMeKe) Ha OCHOBAHUU OAHHBIX CYMMAPHO20 YYEMAa 0 NOCMYNIAEHUU U 8blObIMUU OOKYMEHMOS.

Hmozcosvie oannvie umerom yemvipe 005A3amenbHbIX NOKA3AMENA. COCMOANO0 HA HAYANO0 200d, NOCMYNULO 3d 200, 8blOBLIO 3d 200, COCIOUM HA KOHey
200a.

Hmozcosvie dannbie no 31eKMpPOHHbIM CEMeBbIM YOUIeHHbIM O0KYMEHMAam npeocmasisiiomcst Cledyoumumu NOKA3amensimu Y4emublx eOUHUY. COCIOSLO0
Ha HAYa10 2004a, 0POpMIEHO 6 00CMYN 8 MmeyeHue 200d, OOCMYN NpeKpawer 8 medenue 200d, COCMOUm Ha KOHey 200d.

[TpumepHas popma OTpaskeHUsI UTOTOBBIX JaHHBIX B KHHre cyMMapHOTo y4eéTa JOKYMEHTOB Ha (PM3MYECKUX HOCUTEISIX MpejcTaBicHa B [IpunoxeHnn
4p.

[IpumepHas popMa oTpakeHHs UTOTOBBIX JaHHBIX B PeecTpe cyMMapHOTro y4eTa MHCTAITIMPOBAHHBIX JIOKYMEHTOB IpejicTaBieHa B [Ipuioxenun 5B.
ITpumepHas popma OTpakeHUsI UTOTOBBIX JaHHBIX B PeecTpe CyMMapHOTro yuéra CeTeBbIX JIOKAJIbHBIX JIOKYMEHTOB MpezcTaBieHa B [IpunosxeHun 6B.
[TpumepHas popma OTpakeHUSI UTOTOBBIX JaHHBIX B PeecTpe cyMMapHOro yuéra CeTeBbIX YaJIECHHBIX JTIOKYyMEHTOB IpezcTaBieHa B [Ipunoxenun 7B.

6.2. Ceedenuss 06 umo2o8vix OAHHLIX PUKCUPYIOMCA 8 hopme 20CYOapCMEEeHHOl CMAMUCMU4ecKol OMm4emHOCmUY U NpeOCmasisAomcs 0as yeaet
20CY0apCmMBeHHOU CMAamUCmMuyecKol OmyemtuoCcmu.
Hmoeosvie 0annvle 06 0OMenHOM (hoHOe He 8KIIoUaromcs 8 0owue nokazamenu OUbIUOMeyHo20 GoHoa.

7. IlpoBepka HAJIN4YMS JOKYMEHTOB OM01MOTEeYHOr0 (poHAA
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[TpoBepka HAIMYMSA JOKYMEHTOB — OINpEe/ICHHE HAINYHS 3aPETUCTPUPOBAHHBIX B YUCTHBIX PETHUCTpaxX AOKYMEHTOB OHOIMOTeuHOro ()OHIA, a TaKKe
YCTAaHOBJIEHUE UX COOTBETCTBMSI YUETHOM TOKYMEHTALINU.

7.1. Ilposepka nanuuusi 0oKymenmos oubnuomeuno2o ounoa (Oaiee — nposepra hoHoa) npouzeooumcs 8 003ameibHOM nopsioKe:

- npu 8vIAGIEeHUU (PAKMOE XULEHUS, 310YNOMpedIeHUs UL NOPYU OOKYMEHMO8,

— 8 CIyyae CMuxutino2o 6e0cmeaus, noxicapa Ui Opy2ux 4pe3ebluaiHblX CUmyayuil, 6b136aAHHbIX IKCMPEMATbHLIMU YCIOBUAMU,

— npuU peopeanu3ayuu Uiy IuKeuoayuu OUOIUoOmexu.
na nposedenusi nposepox pykosooumenem OpaAHU3AYUU HASHAYAEMCA KOMUCCUS, 6 COCMA8 KOMUCCUU OOINCEH 6X00Umb Npeocmasumeld
oyxeanmepuu.

bubimorteka Brpase oTpa3uTh BO BHYTPHUOUOIUOTEYHON JOKYMEHTAIIMH BO3MOXXHOCTh BHEIUIAHOBOM MPOBEPKU OMOIMOTEYHOTO (DOHJA WIIH €0 YaCTh
IIPU CMEHE MaTEPHAITLHO OTBETCTBEHHOTO JIUIA. DTO MOJIOKCHHUE PETJIAMEHTUPYETCS HOPMATHBHO-IIPABOBEIM JIOKYMEHTOM, IMTPUHATHIM B OUOJIMOTEKE.
[TpoBepka GoHaa MPU CMEHE MAaTEPHAIBLHO OTBETCTBEHHOTO JOJDKHOCTHOTO JIMIIA CTPYKTYPHOTO TOpa3iesieHus: — (DOHI0IepKaTeNsl TIPOU3BOIUTCS Ha
OCHOBaHUU MpHKa3a AupekTopa 6ubianorexu (opranusanuu). Cpoku MpoOBEpKH MPH MpHEMe-cAade He PerIaMeHTUPOBAHbI M OTOBAPUBAIOTCS B IIPHUKA3e.
B 1ensix ocyiecTBiICHHs OIEpaTUBHOM TIepeaun MPUHUMACTCS PEIICHNEe O TIPOBEPKE Bcero (JOHA WM €r0 YacTH, PUMEHHUTH CILIONIHYIO MTPOBEPKY
WM BBIOOPOYHYIO.

7.2. [Iposepka ghonoa 6 niano6om nopsioke ocyujecmensiemcsi 8 ciledyrouue CPoKu:
— OOKYMeHmbl, umerouue 8 0ghopmieHuU OpasoyeHHble Memaiivl U (U1u) OpacoyeHHvle KAMHU — eHCe200HO,
— @OHO peOKUX U YeHHbIX KHUS — 00UH pa3 8 5 iem,
— @onowr budbuomex 0o 50 mvicay yuemuwvlx eOuHUY — 0OUH paz 8 5 iem,
— Gonovt bubuomex om 50 0o 200 muicsay yuémHulx eOuHuy — 0OUH pa3s 8 7 iem,
— Gonovl bubuomex om 200 moicsiu 00 1 MunIUOHA yyemHuvlx eOuHuy — oOur pas 8 10 nem;
— Gonovl bubuomex om 1 0o 10 muniuonog yuemmvix eOunuy — oOuH paz 6 15 nem;
— Gonovr oudbuomex om 10 0o 20 muniuonos yuemuuvix eOunuy — 00ut pas 6 20 sem;
— @onowl bubuomex ceviuie 20 MULIUOHOB YUEMHBIX OUHUY — | MULTUOH IKIEMNIIAPOS 8
200.
Inanosas nposepka ponoa oubIUOMEKU MOHNCEM OCYULECBIAMbC NOIMANHO 8 COOMBEMCMBUU C 2PAPUKOM NPOBEOeHUsi NPOBEPKU 8Ce20 (hOHOA UTU

eco dacmu (6 mom vuciie pedkux U YEHHbLX KHMZ) C 0np€a€ﬂ€H1/l€M CPOKO8 U Kojludecmea niaHupyemoco obvema pa60mb1.
55



UL

IIpoBepke nouiekaT BCe BUABI JOKYMEHTOB: PYKOIIMCHBIE, IEUYaTHBIC, AyAHMOBU3YyalIbHbIE, dJICKTPOHHBIE JOKYMEHTBI, HE3aBUCUMO OT NIPUCBOCHUS UM
PETUCTPAIIMOHHOTO HOMEpa (MHBEHTAPHOTO, CHCTEMHOT'0 HOMEpa KOMITBIOTEPHOM MPOTrpaMMBbl, IITPUX-KO/1a, APYTHX MAPKHUPOBOYHBIX 0003HAUEHUIT) U

Ap-.
CyIiecTBYIOT CIIEIYIOIINE BUIBI TPOBEPOK: CIUIONIHAS, YACTUYHAS U BEIOOPOYHASL.

CrutomHasi mpoBepka Bcero OMOIMOTeYHOro (oH/a — MPOBEPKa JIOKYMEHTOB BCEX IMOJPA3/IesioB OMOIMOTEYHOTO (DOHA B COOTBETCTBHU CO CPOKAMH,
YCTaHOBJICHHBIMH HOPMATHBHBIMH JOKYMEHTaMHU.

YactuuHasi mpoBepka — MPOBEPKA OMPEACIEHHOW COBOKYMHOCTH JIOKYMEHTOB, BBIJCJICHHBIX IO KaKOMY — JUOO TMPU3HAKY B CaMOCTOSITEIbHBIN
TOIpa3 el U ABJISIONIMICS YacThio o0miero Gouga OndmoTeku (GoHaa YNTATBHOTO 3a1a, a00OHEMEHTA, OT/IeIa PEAKUX KHUT U T.1T.).

BreibopouHas mpoBepka — MpoBepKa OTICNIBHBIX JIOKYMEHTOB WJIM 4YacTH mojpaszziena ¢onaa. Kak mpaBuino, mpuMeHsIeTCSl B CIy4asX, BbI3BAHHBIX
HEOPIUHAPHBIMU 00CTOSATEIHCTBAMHU.

J1J1s IpoBeIeHNs TUTAHOBBIX MTPOBEPOK COCTABIISICTCS TpaduK MPOBEPOK HA TEKYIIUH TOJ] M HAa MIEPCIICKTUBY C YKa3aHHEM IPOBEPsIeMOro oobema (GoHaa
M €ro yacTei.

ITpoBepka ocymiecTBIsETCS C MOMOLIBIO PA3JIMYHBIX METOJOB MM cHoco0oB. B mpakTuke paboThl OMOIMOTEK HMPUMEHSIOTCS OCHOBHBIE METObI
(rmaBHBIE) UM BCIOMOrarTejbHbIE (yNpolleHHbIe). B ocHOBe m1000r0 Meroaa, 3a HEKOTOPHIM HCKIIOYEHHMEM, 3aJI0KE€H MPHUHIMII CIUYEHUS Ka)KJ0ro
JOKyMeHTa (KaXJIOW YCIOBHOW €IUHMIBI y4yeTa (SK3eMIUIsIpa), BKIIOUEHHOTO B (OHA OMOIMOTEKH, C pErucTpaMd HHAMBUAYAJIBHOTO Yy4eTa —
WHBEHTAPHON KHUTOW WK ApYroi popMoil, MpUHATON B OMOINOTEKE C IOMOLIBIO CIIEHATBHO CO3/IaHHOTO /IS 3THX IieNiell anmnapara.

B mpouecce mpoBepku (oHAAa MPOUZBOAUTCS TaKXKe H3ydeHHE (DOHAA, OCYIIECTBISETCS BTOPUYHBIA OTOOpP JOKYMEHTOB, BBISIBICHHE BETXUX,
Ne(EeKTHBIX, YCTAPEBIIUX MO COJEPKAHUIO JOKYMEHTOB, COOTBETCTBUE MX MPO(UII0 KOMIUIEKTOBAHUS, BO3MOXKHBIM NEPEeBOJ JOKYMEHTOB Ha JIPYroif
YPOBEHb XpaHEHUs U T.J.

7.3. Ilposepka 21eKMpoOHHbIX CemesbiX JIOKAIbHbIX OOKYMEHMO8 OCYUieCmensemcs no KOJIU4eCmeeHHblM NOKA3amesimM, d makdice no KOHMpOJIbHbIM
CyMMam, no38ONAIOUWUM BbIABUMb USMEHEHUs 8 OOKYMeHme.
Ilposepxa OocmynHocmu J1€KMPOHHBIX CEeMeblX YOAIeHHbIX OOKYMEHMO8 OCYWEeCmeIaemcs ¢ aopecos 6xo0d, YKA3aHHbIX 6 pecucmpe

UHOUBUOYATILHOO yUema.
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[TpoBepka GoHIA CETEBBIX JOKAIBHBIX TOKYMEHTOB MOKET OCYIIECTBIIATHCS IyTEM aBTOMAaTHYECKOTO COMOCTABJICHUsI OMOIHOTrpaduecKuX 3amucei ¢
MOJHOTEKCTOBBIMU (hailjlaMu, ¥ KOT/Ia BBISBISIFOTCS «ITyCThIC» (HEAKTUBHBIC) CCHUIKHM, HAUYMHACTCS IPOIECC MOUCKA OTCYTCTBYomero (aina (1o
CHCTEMHOMY HOMEpY, KIIOYEBBIM CIIOBaM H.I1.) B MOJIb30BaTeIbCKOM QoHzae. Eciu ¢aitn HaxoauTcs, BHOCITCS HEOOXOAUMBIC UCTIPABICHUS, U (aiin
BCTpamBaeTcs B cucreMy. Eciu (aiin He HaXouTCs B TI0JIb30BATEIbCKOM (DOHJIE, TOMCK OCYILECTBIISICTCSI B apXUBHOM/pe3epBHOM (DOHJIE, U Ha OCHOBE
MacTep-KOIUK BOCCTAHABJIMBACTCS IOJIb30BATENIbCKasl Komnus. Ecnm ¢aiin He HaXomUTcs W B apXWBHOM/pe3epBHOM (OHJE, peliaercs BOMPOC O
MOBTOPHOM CKaHMPOBAaHUU JOKYMEHTA WM 00 MCKIIIOYCHHU JIOKYMEHTA M3 JJIEKTPOHHON OnOnmnoTeku. MckimodeHne opopmiIsieTcss akToM O CITHCaH MU
[0 TPUYWHE YTPaThl ¢ BHECCHHEM H3MEHEHHN B KOJMYECTBEHHBIE TOKa3aTenu OmbmmoreyHoro (oHaa u B 0amaHCOBYIO CTOMMOCThL (B Cilydae
OTPaKEHHUS IEKTPOHHBIX CETEBBIX JOKAJIBbHBIX JOKYMEHTOB Ha OajlaHce OMOIMOTEKN).

[IpoBepka NOKaNbHBIX CETEBBIX DJIEKTPOHHBIX JTOKYMEHTOB MOXKET MPOM3BOAUTHCA Ha JAe(eKTHOCTh — Mo "KoHTpoibHOU cymme" uiu CRC
(IMKTHYECKOMY H30BITOYHOMY KOJIY). DTO HEKOTOPOE 3HAYCHHE, PACCUMTAHHOE 110 HA0OpY JaHHBIX ITyTeM MPUMEHEHUS OIMPEICIICHHOTO allTOPUTMa H
WCIIOJIB3YEMOE JJI MPOBEPKH IEIOCTHOCTH JAHHBIX MPU UX Iepefade win XxpaHeHud. COOTBETCTBEHHO, €CIIM B JOKYMEHTE ObLI J0OaBlIEH XOTS Obl
TOJIBKO Mpo0es, TO KOHTPOJIbHAS CyMMa 3TOr0 JIOKYMEHTa MU3MEHHUTCS, U Oy/leT MOHSATHO, YTO B HEr0 MPOHU3O0ILIO BMEIIATENbCTBO. ECTh HECKOJIBKO
CUCTEM KOHTPOJBHBIX CYMM, IIOATOMY Ba)KHO, YTOOBI UX MPOCTABIEHUE U MMPOBEPKA OCYIIECTBIISIIUCH OJJHONU MPOrPaMMOii.

JlaHHBI BHJ HTPOBEPKM OOECHEUMBAETCS IMOKYNKOH CIEUUAIM3UPOBAHHBIX MPOrpaMM WM YCTaHOBKOW IIPOrpaMMHOIO OOECIEUEeHHMs, YKe
BKJIIOYAIOIIETO B ce0sl 3Ty OMLHUIO B 3aKPHITOM peXuUME (OCYLIECTBISETCS aBTOMAaTHueckH). IIpoBepka Mo KOHTPOJIBHBIM CyMMaM OCYIIECTBISETCS
WHIUBHUIYAJIBHO JUIS KaXKIOT'0 3JIEKTPOHHOTO JOKYMEHTA.

7.4. Ilposepka 6cezo ¢onoa unu eco yacmu 3aeepuiaemcsi cOCMagieHueM aKma O pe3yibmamax NnpoeeoeHus: NPo8epKu HAIUYUA OOKYMEHMO8
OubIUOMEYHO20 POHOA U NPUTIOJCEHUEM K HEMY CRUCKA OOKYMEHMO8, OMCYMCMBYIOWUX NO HeYCMAHOBIEeHHOU NPUYUHE.

B akxme ¢uxcupyromes ceedenus o xoauvecmee OOKYMEHMO8 OUOIUOMEYHO20 (POHOA NO OAHHBIM YY4eéma, OOKYMEHMO8, UMEIOUUXCA 6 HAMUYUU,
OO0KYMEHmMOo8, OMCymcmeyiowux 8 oubnuomeyHom @onoe no HeyCmaHoIeHHOU npuuuHe. B axme makoice ykasvlearomcs Homep u 0ama akma o
nposedeHuu npeovloyujeli nposepKu.

Axm ¢ npunosicenuem cnucka 0OKyMeHmos, OmMCcymcmsylouux no HeyCmaHosIeHHOU npuiuHe, NOONUCbIBAeM sl npedceoamenem U Y1eHaAMU KOMUCCUU U
VMBepAHcOaemces pykosooumeem yupescoeHusl.

3aBepIuaronuii 3Tan NPOBEPKU — MOABECHHE UTOTOB U OPOPMIICHHE COOTBETCTBYIOIIEH TOKYMEHTAIUU — aKTa O pe3yibTaTax MpOBEICHHs MPOBEPKU
HaJIM4Yus TOKYMEHTOB OMOIMOTeYHOro (oH/Ia C MPUIOKEHHUEM K HEMY CIMCKa JIOKYMEHTOB, OTCYTCTBYIOIIMX MO HEYCTAaHOBJIEHHOM mpuuuHe. Ecimu

HCO6XO,Z[I/IMO, COCTaBIIICTCSA OOBSCHHTCNIbHAS 3aIlllCKa K aKTy. B wmecsuHbIit CpPOK HTPHUHUMAKOTCA MCPBI K PA3bICKAHHUIO BCECX I/ISI[aHI/Iﬁ, HC
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OOHapY)KEHHBIX BO BPEMsI MPOBEPKU M K YCTPAHCHUIO BO3HHMKIIUX HEJOpa3yMEHWil. B TeueHHe 3TOro BpeMeHH OTpadaThIBAIOTCS BCE BO3MOXKHBIC
BEPCUH OTCYTCTBUSI JIOKYMEHTOB (XMIICHHUE, OIIMOKU MPU PAaCCTaHOBKE, MEPEABIKCHUN IOKYMEHTOB, PHEME MX Ha XPaHCHUE, HAPYIICHUE TPaBHII
BBIJIa4d I10JIb30BATENISIM, HEIOCTATKH B BEICHUHM ydeéTa NOKYMEHTOB W T.I.). [lepen moanmucaHueM akTa O pe3yibTarax IPOBEICHUS MPOBEPKH
npejceiaTeNb U YWICHBI KOMUCCUH, MTPOBOAMBIINE POBEPKY, HHOOPMHUPYIOT PYKOBOAMTEINICH U COTPYIHHUKOB OMOIMOTEKH O pe3ysbTaTrax MpOBEpPKH,
AQHAIM3UPYIOT MX 3aMEYaHUs M BO3paKeHUs. [Ipy HanM4YuM pa3HOINIACHIA MO COJEPKAHUIO aKTa OKOHYATEILHOE pPEIlCHHE MPUHUMAET JOKHOCTHOE
JIMIO, TIOJANKCABIIEEe NPUKA3 O HPOBEJCHHUU MPOBEPKH. AKT O pe3yibTaraX HMpPOBEACHHS MPOBEPKU M CIHCKOM JOKYMEHTOB, OTCYTCTBYIOLIUX IO
HEYCTQHOBJICHHOM TNPUYUHE, IOANUCHIBACTCS IpPEICEaTeieM M BCEMH WICHAMH KOMHUCCHH. AKT (CO CIHMCKaMH) yTBEPXKIACTCS PYKOBOJIMTEIEM
OoubnmoTeku (OpraHu3aIym).

7.5. Ilpu evisgnenuu 6 npoyecce npogepxu Gonoa omcymcmeyouux OOKYMEHMO8 U HEeBO3MONCHOCMU YCMAHOBLEHUS 8UHOBHBIX Uy YOLIMKU NO
HeodoCma4am CRUCbI8AIOMCcsl 8 COOMBEMCMEUU C 0eUCMEYIOUUM 3AKOHOOAMENbCNEOM.

OTtcyTcTBYyIOIIKE B MpoIiecce MPoBepkH (GoHIa JOKYMEHTHI MPU HEBO3MOXKHOCTH YCTAHOBIIEHUS! BUHOBHBIX JIMII, CIIMCHIBAIOTCS KaK "YyOBITKH IO
HezocTauaM' 10 IMpaBwiiaM OyXraiarepckoro ydera. Ho 3Tomy J0JKeH NpealecTBOBaTh MPOLECC pa3bICKaHUS OTCYTCTBYIOIIMX M3JaHUMN, MOMCK
BO3MOKHOCTEH WX BOCCTAHOBJICHHS, 3aTeM opopMiIeHHE AKTa O CIIMCAaHUHU UCKIIFOYCHHBIX 00beKTOB OMOmoTeyHoro ¢ponaa (kox mo OKY I 0504144).
Hckmrouenne (cnucanue) TOKyMEHTOB (KHUT, APYTUX BUAOB JOKYMEHTOB), OTCYTCTBYIOIIUX HA MECTE M0 HEYCTAHOBJICHHON TPUYUHE, OCYIIECTBIISIETCS
1o npuymnHe "yrpara'; K aKTy NpUJIaraeTcs ClMCOK OTCYTCTBYIOIIMX JOKYMEHTOB U MOSICHUTEIbHAS 3alIMCKa O MEPax IO MPEeI0TBPALLEHUIO yTpaT U 10
Pa3bICKaHUIO, BOCCTAHOBIIEHNUIO OTCYTCTBYIOIINX IOKYMEHTOB.

[IpouileHT nmomycTUMoON HemocTaud B OuOIMOTEYHOM (QOHIE, KaKk COOpaHUU MaTepHalbHBIX, MHTEHCHUBHO HCIIOJIb3YEeMBIX IIEHHOCTEH, MOKET
YCTAHABIIMBATHCA PYKOBOJIUTENEM OMOIMOTEKH MO COTJIACOBAHUIO C yUpeauTesieM 3a0JaroBpeMEeHHO, U OH JOJDKEH ObITh 3adukcupoBaH B [lopsiake
UCKITIOYEHHUS] TOKYMEHTOB H3 OubnmuoreyHoro ¢oHaa. BelumcieHue mporeHTa AOMyCTUMOM HeAocTaud B OuOmMoTedHoM (oHAe ompeaensercs
OMBITHBIM NIyTEM HAa OCHOBE aHAJIM3a CTATUCTUYECKUX JAHHBIX 32 ONPEIEICHHBIN Nepuo.

8. /lesionmpou3BOACTBO B OPraHU3alUM y4eTa OM0JIH0TeYHOro (poHIa

8.1. Opeanuzayus pabomul ¢ OOKyMeHmMmamu no yuemy oubauomeuno2o oHoa ocywecmansemcs no Npasulam 6e0eHuUs 0elonpou3800Cmad.
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8.2. Cpoxu xpamnenusi 0OKymMeHmo& ycmawnasausaiomcs ¢ coomeemcmeuu ¢ Ilpuxazom Munucmepcmea kyaemypwl Poccuiickoii @edepayuu om
25.08.2010 N 558 «0O6 ymeepocoenuu "llepeunss munogvix ynpasieH4eckux apxusHulX OOKYMEHMO8, 00pa3yiowuxcs 8 npoyecce OesmerbHOCmuU
20CY0aPCMBEHHBIX OP2AHO8, OP2AHO8 MECHHO20 CAMOYNPABIeHUs U OP2AHUZAYUL, C YKA3AHUEM CPOK08 Xpanenus», 3apecucmpuposantvim Muniocmom
Poccuiickoti @eoepayuu 08.09.2010 N18380.

8.2.1. Ilocmosinuo, 0o auxeudayuu OUOIUOMEKU, XPAHAMCI Pe2UCmpbl UHOUBUOYATbHO20 U CYMMAPHO20 Y4ema 0OKYMeHmos Oubiuomeunoz2o honoa
(pecucmpayuortble KHUSU, UHBEHMAPHbLE KHUSU, KHUSU CYMMAPHO20 YUEmda, YUemHblil Kamanioe, monozpaguieckue Onucu u Kamaiou,).

HpI/I (1)I/ISI/I‘IGCKOM H3HOCC PEruCTpoB HMHAWBUAYAJIIBHOTO H CYMMApHOTIO y‘IéTa AOKYMCHTOB BO3MOKHO HUX KOIIMPOBAHUC (pero,Z[YI_[I/IpOBaHI/Ie,
pacrieyatka Hu3 aBTOMaTI/I?;I/IpOBaHHOﬁ CI/ICTCMI)I) C 3aBCPCHUCM IOAIMUCHU HOJLKHOCTHOI'O JIMIIA. COSIIaHI/IC KOIIMK PEruCTpoB HMHAUWBHUAYAJIBHOI'O U
CYMMapHOIo y‘IéTa AOKYMCHTOB HC JOITYCKACT YHUUTOXCHUC UX OPUTNHAJIA.

8.2.2. B meuenue oecsamu iem Xpauamcsi AKmul 0 CHUCAHUU UCKTTIOYEHHBIX 00beKMOo8 OUOIUOMEYHO20 (hOHOA U aKMbl 0 npueme — nepeoade CNUCAHHbIX
00beKmo8 bubIUOmMeuH020 PoHoa.

8.2.3. B meuenue namu nem Xpawsamcs nepeuuhvle yueémmuvie OOKYMeHmbl, NOOMEepiIcoalowue nocmynienue 00KyMeHmos ¢ oubauomeynwvlil ¢oHo
(Haxknaouvle, akmol 0 npueme, akml cCOauu — NPUEMKU).

8.2.4. Jlo okonuanusi ouepedHol nposepku (oHOA XpAHAMCS aAKmvl O Pe3yibmamax npo8eodeHuss NPOGePKU HAIUYUSL OOKYMEHMO8 OUOIUOMEYHO20

¢onoa.

Pexomenganum no paspadorke npoduiisi KOMIUIEKTOBaHus B Oulanorexkax Jlenmurpaackoii odiactu

OCHOBHOW IIENIbI0 HACTOSIIIUX PEKOMEHJAIMH SBISETCS OKa3aHME NMPAKTUYECKOH MOMOIIM MYHUIMNAIBHBIM OMOIMOTEKaM B pa3paboTKe
CTPaTErMuecKoro JOKyMEHTa, perlaMeHTUPYIOLIero KOMIUIEKTOBaHHe O1baroTeuHoro Gonia. B To xke Bpemst MeToinKa MOKeT ObITh HCIOIb30BaHA U
OuOIMOTEKaMHU JIPYTMX CUCTEM M BEIOMCTB, MOCKOJBbKY OCHOBa JIOKYMEHTAa €IuHas — JACTaJM3UpPOBAHHAS THUIIOJNOTUS W3/IaHUNH B COUETAHUH C
MPUHLIMIIOM NPOPUIBHOCTH (HAIpPaBIEHHOCTH) KOMIUIEKTOBaHUSA. Marepuaibl COCTAaBJIEHbl Ha OCHOBAaHUU JJIUTENbHOM pabOThl, IpojaelaHHOU
BEAYIIMMHU CIIEHUAINCTAMHU CTPYKTYPHBIX Nojpasnenenuii-pongoaepxareneit JIOYHB no paspaborke mpoduielt kommiekToBaHus. B HacTosiiee
BpeMsl HaJM4Yue OpPraHU3alMOHHO-TEXHOJIOTMYECKOW JOKYMEHTAllMM Ha BCE BUABI JEATENLHOCTH OMOIMOTEKU SIBISETCS HEOTHEMJIEMOW YacThIO
CUCTEMbl MEHE)KMEHTa KadecTBa. OCHOBHBIM HOpPMATHBHBIM M TJIABHBIM CTPATETMYECKUM JIOKYMEHTOM B OOJAcTH KOMILJIEKTOBaHMS (DOHIOB
O6UOINOTEKH, B KOTOPOM BBIPAXKAETCS MOJUTHKA KOMIUIEKTOBAHMUS, SIBIIsieTCS NMPo(uiab KoMIIeKToBaHU. [Ipoduib KOMIJIEKTOBAHUS — 3TO TOKYMEHT,
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B KOTOPOM 3a(MKCHUpPOBaHA MOJENb WM KOMOWHAIMS MOJENeH, periaMeHTUPYIOIIUKA OCHOBHBIC HAIPaBJICHHS M OCOOCHHOCTH KOMIUIEKTOBAHMS
cucteMbl (POHOB OMOTMOTEKH MM MH(DOPMAITMOHHOTO HEHTPa U ONPEACISIONIUN TEMaTHKY, BUbI U SK3EMIUIIPHOCTh JTOKYMEHTOB, BKIIOYAaEMbIX B
cocrtaB Oubnnoreynoro ¢ouna. Ilpodunp pacnpocTpaHseTcss Ha Bce BHUABI JIOKYMEHTOB, BKJIIOYaeMbIX B (DOHJABI, HE3aBHUCHUMO OT HOCHUTENEH
uHpopManuu, MecTa U crnocoda MX NPUOOPEeTEHHs] U XpaHEHUs. BHYTpEeHHIO opraHu3anuio npoduis onpefensioT BHIBI JOKYMEHTOB, KOTOPBIE
3aKpEIUICHBI TOCYAAPCTBEHHOM CTATUCTUKOW U rOCYAapCTBEHHBIMU CTAHAAPTAMU B KAYECTBE OCHOBHBIX IIaPaMETPOB JOKYMEHTAJIbHOIO IIOTOKA:

— KHUTH, OPOIIIOPHI, )KypHAIIBI, IPOIOJIKAFOIIUECS U3IAHHS, Ta3€ThI;

— KapTorpaduuecKue U3JaHus;

— HOTHBIC M3JIaHMUS,

— U30M3/IaHHS,

— HEOMyOJMKOBaHHBIC U3/IAHUS;

— ayJMOBHU3yaJbHBIC JOKYMCHTHI,

— DJIEKTPOHHBIE CETEBbIE IOKYMEHTHI (JIOKAJIbHBIE U YIaJI€HHOTO JOCTYIIA);

— DJIEKTPOHHBIE U3/IaHUS HA ONTUYECKUX KOMITAKT-IUCKaX, TOKYMEHThI HA MUKPOHOCUTENSAX (MUKPOPHIBMBI, MUKPODUIIH U Ap.).

Pa3paboTka TOKyMEHTa JOJKHA OCYIIECTBIATHCS C yUETOM:
COBPEMEHHBIX yCIOBHM (PYHKIIMOHUPOBAaHUS OMOIHOTEKH,
COBPEMEHHOM 3aKOHOIATEIBHON U TEOpeTHYecKoi 0a3bl opMupoBaHus OUOIHMOTEUHBIX (POHIOB,

. TeH,ZIeHIII/Iﬁ Pa3BUTHA MHUPOBOI'0, OTCUHECCTBECHHOI'O U PCTUOHAJIBHOI'O JOKYMCHTAJIBHOTO ITOTOKA,

HOBEUITNX TEXHUYESCKUX M TEXHOIOTHYECKUX BO3MOKHOCTEH HAKOIICHUS NICTOYHNKOB I/IH(i)OpMaHI/II/I H o0ecreyeHus AO0CTYIIa K HUM,
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OCOOCHHOCTEH COIMALHO-I)KOHOMHYECKOTO IMOJIOKEHUS M COIMOKYJIBTYPHOTO JaHAmadTa TEpPUTOPHH, HHPOPMAITMOHHBIX MMOTPeOHOCTEH
NOJIb30BaTesIel 00CITy’)KUBaeMON OUOJIMOTEKOH TEPPUTOPHH.

B nocrcoBeTckuil nepro MpoU30ILIEe POCT eYaTHON NpoayKiuuu. OnepaTuBHOCTh, CPABHUTENBbHAS JIETKOCTh U POCTOTA, C KOTOPOU MeYaTHOE
W3JIaHUE BBITYCKACTCS B CBET CPEACTBAMH MaJol Mmoymrpaduu, BEI3BAIM K )KU3HH HE TOJBKO aKTyallbHYIO, HECYIIYIO JIUTEPATypy, HO U MAJIO3HAYUMbIE
MaTepuaibl. ITO 0OCTOSTENBCTBO 3aCTaBWIIO OUOIMOTEKH TIIATENbHO M TIIYOOKO MEPEeCMOTpPETh BCE, UYTO OHM COOMpAIOT M XpaHIT, TO €CTh —
nepepadboTaTh ¥ YTOUHUTH MPHUHIIUIIBI KOMIUIEKTOBAHUS, YTO B CBOIO OYEpE]b BJIEUET 32 COOOM CO37aHME HOBBIX JOKYMEHTOB, PErJaMEHTHPYIOIIUX
KOMIUICKTOBaHHE. V3ydeHHe TEOPETHUECKUX BOIMPOCOB KOMIUICKTOBAHUS M MPAKTUKH PabOThl OMOIMOTEK IMOKAa3ajo, YTO B KauyeCTBE JOKYMEHTOB,
ONPEACTSIONUX KOMIUIEKTOBAaHUE (DOHIOB, UCIHOIB3YIOTCS TEMATHUKO-THIOJIOTHYECKU TIaH U Opoduib KOMIUIEKTOBaHUSA. TeMaTHKO-
TUIIOJIOTUYECKUH TIJIaH, TOCTPOEHHBIN MO OTpacisiM 3HAHUM U OCHOBHBIM JENIEHUSM TUIIOJIOTMYECKOM KIacCU(pUKALMU, HE MOKET OXBAaTHUTh BCE BU/IBI
W3JIaHUH: CTICIIHATILHBIC BU/IBI TEXHHYECKOHN JIOKYMEHTAIMH U JIATEPATYPHI, Ta3€Thl, KAPTHI, HOTHI HE MOIAI0TCS KIACCU(PUKAIIUN IO OTPACIISIM 3HAHUM.
Opna numIb TeMaTHUKa M3JaHUS HE MOXKET WUrpaTh ONPEACTSIONIYI0 POJb B OTOOpE W3/IaHUM, MOCKOIBKY OKOHYATEIbHOE PEIICHHE MOXET ObITh
MPUHATO TOJILKO B CBSI3M C HMX LIEJEBBIM M UYWTATENbCKUM Ha3zHaueHUsAMHU. CleoBaTeNbHO, PElIalomUM (PAKTOPOM B KOMIUIEKTOBAHUU SIBIISETCS
LIEJIEBOE U YNTATEIbCKOE HAa3HAUCHHUE U3JaHUM, TO €CTh UX TUIIOJOTHUS.

Cam o cebe TeMaTUKO-TUTIOJIOTHYECKUH TITaH HE MOXKET SIBJISITHCSA TEM JJOKYMEHTOM, KOTOPBINA OMpeiesisieT KOMIUIEKTOBaHUE (POHI0B
O6ubIMoTeKH B MOJHOM 00beMe. OH SIBIISIETCS TOMBKO YacThlO, TAK KaK Jlaxke caMas MajeHbKasi OM0IHOTeKa KOMIUIEKTYETCs He TOJIbKO KHUTaMU, HO U
JIPYTUMU BUJIAMHU W3TaHUN (KypHajaMu, Ta3eTaMu U T. 1.). OCHOBoMoararonuii JOKyMeHT — PO HIb KOMIUIEKTOBaHUA. BrITekaronuit u3 menei u
3a/1a4, ONpeeIsIEMbIX YCTaBOM OMOIUOTEKU U €€ MECTOM B CUCTEME JAPYTUX OMOIMOTEK, MPOPUIHL KOMIUICKTOBAHHS HAMEYaeT 1IeJIH 1 3aJ1a4H,
COJIEP>KUT OCHOBHBIE MOJIOKEHUS U IPUHIIUIIBI KOMITJIEKTOBAHHUSI, TAET YETKOE MPEACTaBIeHUE O BUAAX, THIAX U SK3EMIUSIPHOCTH COOUPaeMbIX
W3/IaHHM, OKA3bIBAET B3AUMOCBSI3U MKy PoHIaMu TaHHON OnOmnoTeku. [lockonpky mpoduiib — JOKyMEHT MHOTOACIEKTHBIN, CIIOKHBIH, TO JJIs
HEro Hy>KHO HalTu ¢popMy, B KOTOPOI OH ObI Jlerue BocnpuHuUMancs. JlJist 3Toro iydiiie BCEro UCMoOIb30BaTh TaOIMUHYI0 GopMy, Kak HanboJiee eMKYIO
1 ynoonyr. OHaKO MpH BCEX €€ JOCTOMHCTBAX Y KaX A0 OMOIMOTEKH BO3HUKAET HEOOXOIMMOCTH €III€ U B MPEIBAPSIONICH TEKCTOBON YacTH,

COCTABJISIFOIIEH O0IITHe TOJIOKEHUS. B 00IMNX TTOJIOKEHUSIX CIIETYEeT OTPAa3UTh:

1) nenu u 3a1a4u OUOIMOTEKU B 001aCTH KOMIUIEKTOBAHUS;

2) MPUHIIUITBI KOMITJICKTOBAHUS,
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3) TematuKy codupaeMon JINTepaTyphl;

4) xputepun 0TOOpa JTUTEPATYPHI;

5) UCTOYHUKY KOMILJICKTOBAHUS;

6) 9K3eMILIIPHOCTh KOMIUICKTYEMBIX U3JIQHUH;

7) CPOKH XpaHCHUS U3IaHUH.

OOpaiaeM BHUMaHHE KOMIUIEKTATOPOB HA IIYHKT 2.

BaxxHo copmynupoBaTh NPUHIMIIBEI KOMIUIEKTOBaHUS, KOTOPbIE JODKHBI 00yCIaBINBaTHCS LEISAMH U 3a7jauaMyi OMOIMOTEKH, 3aKPEIIEHHbIMU
3a HEll ycTaBOM WJM IMOJIO)KEHHEM (YHHBEPCAJIbHOCTb, COOTBETCTBHE, KOMMYHHKAaTUBHOCTH (JIOCTYIHOCTb), CUCTEMATUYHOCTH (HENPEPHIBHOCTH
KOMIUICKTOBAHHMSI), CEIEKTUBHOCTH (0TOOp) W 1np.). s cHenualibHBIX M OTPACiIeBBIX OMOIMOTEK 0Cc000€ 3HAYCHHWE MPUOOpETaeT MPHUHIIUIL
npoGMIBHOCTH (HANpaBIEHHOCTH) KOMIUIEKTOBaHMsI, KOTOpBIA oOmpeaessercs TUIOM OMOIMOTEKH, KaTeropusiMH OOCIY>KMBAaEMbIX YWTaTeseH,
HCTOPUYECKH CIOXKUBLIMMCSI COCTaBOM (OHJIOB M HE MOXKET MCTOJKOBBIBATHCS MO JTUYHOMY YCMOTPEHHIO PYKOBOAMTENS YUPEKACHUS, B BEACHUU
KOTOpPOT0 HaXOAUTCs OMOIMOTEKa, NiIM CyObEKTUBHBIMU BKycaMH pa0OTHHKa, Beaylero komiuiektosanue. [1pu pazpadotke npoduis, KOTOpbIN 1aBaji
OBl SICHOE U TIOJIHOE TMpeJICTaBlIeHre 000 BCeM, UTO KacaeTcss KOMIUIEKTOBaHUS (POHJIOB OMOINOTEKH, HEOOXOIMMO, UTOOBI B HEM HAIIUIM OTPa’KeHHE:

1) BU/IbI U3IAHHIA;
2) THTIBI ¥ TIOATHUITBI U3JJaHUH (1T0 BO3MOKHOCTH JIPOOHO);

3) CTCIICHDb ITOJIHOTHI KOMIIJICKTOBAHUA KaXXI0I'0 THITIOJIOTMYCCKOI'O ACJICHUA,
4) 9K3CMINIIPHOCTD KOMINJICKTYCMBIX I/I3)18.HI/II71;

5) cucrema (HoHOB OMOIUOTEKH.
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[Ipucrymnas x pa3padboTke Tadbmu1, OMOINMOTEKA, IPEXK/IE BCETO, JOKHA YTOUYHUTD, KAaKUe BUIbI U3JaHUI HEOOXOAUMBI IJIsl €€ KOMIUIEKTOBAHUS .
3areM OonpeAeNaoTCs TUIIbI U TOATUIIBI 3/1aHUI BHYTPH Ka)KJI0ro BUja. JleTanu3npoBaHHas TUIIOJIOTUS BeexX BUIOB u3ganuil naercs B 'OCT

7.60-2003. N3nanus. OCHOBHBIC BUJIBI M OTIpeesieHus. VICIoab3ys 3Ty THITOIOTHIO, OMOJIMOTEKH MOTYT:
— 0000IHUTh YK€ UMEIOIIUECS TUTIOJIOTHUECKUE PYOPUKH,

— JeTalbHO pa3paboTaTh T€ WU MHBIC MOJPYOPUKH B COOTBETCTBHH CO CHEIU(PUKON KOMIUIEKTOBaHUS OHOMMOTEKkH. JlJiss 3TOr0 HYXHO
B3SITh I10J] HAOJIOJCHUE BCE HOBBIC MOCTYIUICHHS M BECTH TIIATEIbHBINA aHAIU3 KaXKIOW KHUTH, OMPEENsis €€ TUIOJOTHUIO. BBISIBIEHHbIE TaKUM
00pa3oM THUIOJIIOTUYECKUE MOAPYOPUKH aHATU3UPYIOTCS, 0000IIAIOTCS U BKIIIOYAIOTCS JOTIOJHUTEIBHO.

CrnenyromuM 3J€MEHTOM SIBISIETCS CTENEHb MOJTHOTHl KOMIUICKTOBAaHUS. [IpOTHB TeMaTHYeCKOW WM TUIOJOTHYECKOW PYOPHKH OOBIYHO
CTaBUTCS KOJI MJIM CJIOBAMH YKa3bIBA€TCS CTENEHb MOJTHOTHI KOMILIEKTOBAHMSI, C KOTOPOIl KOMIUIEKTYETCs IaHHAasi TUIIOJIOrMYecKas pyopuKa:

«I1 — nmo Bo3MOXHOCTH MONHO», «B — BBIOOpOUHO», «C — CcTpOro BBIOOPOYHO». MBI PEKOMEHJyeM YKa3blBaTb M CTEMEHb IOJIHOTHI
KOMIUIEKTOBAHMSI, U SK3EMIUIIPHOCTD, I0Jiarasi, 4YTo OJHO HE MOKET 3aMEeHHUTh Apyroe. M3 ombiTa pabOThl MOXKHO CHENaTh 3aKJIOYEHHE, YTO C
MCYEpIBIBAIOIIEH MOJHOTONM KOMIUIEKTYIOT CBOM (DOHIBI JHIIb OYEHb HEMHOTHE OMOIMOTEKH, OcTalbHbIE XK€ BeAyT oTOop wu3ganuil. Kpome
AK3EMILIIPHOCTH OYEHb BaKHO 3HATh, C KAKOW CTENEHBIO MOJHOTHI KOMIJIEKTYETCS Ta WJIM MHAs THIIOJIOrHYecKasi pyopuka.

Hanuuue B npoduie o603HaueHUH, pacKpbIBAIOLINX cUCcTEMY (POHI0B OMOIMOTEKH, ienaeT Npopuiib 0ojiee YETKUM, TOKA3bIBAET B3aUMOCBSI3H
MeXIy (OHIAMH, JaeT HArJsIHOE MPEICTABICHHE O TMOJIMTHKE KOMIUIEKTOBaHMs OMOIMOTEKH B LeioM. [loaToMy pekomMeHIyeM B JOKYMEHTE
o0s3aTennbHO oTpaXkaTh (oHIbl. Pacnonaras mo nmpuBeAeHHOW Bhllle (opMe MO BEPTHUKAIM KOMIUIEKTyeMble OMOIMOTEKONW BMJBI M3JaHUN B MX
JIOTUYECKOW  IOCIIEJIOBATEIbHOCTH (KHUTH, MPOJOJDKAIOIIMECs W3/aHus, OKypHalbl, Tra3eThl, IMe4YaTHble H300pa3uTeNIbHbIE MaTepHalbl,
KapTorpaguueckue W3JaHus, ayJUOBU3yalIbHbIE MaTEpUaibl, IEKTPOHHBIE TOKYMEHTHI), & BHYTPU BHJA TUIBl U MOATUIBI TOKYMEHTOB, MOJIYYUM
MOJIHBIN CBOJI THUIOJIOTHUECKUX pyOpuK. Ilo ropuzoHTanu pacnosiaraeM: CTeNeHb MOJHOTHl KOMIIEKTOBAHUS, K3EMIUIIPHOCTD (€Ciu OO0JIbIIe OJJHOTO
9K3EMIUIsIpa), YCIOBHBIE O00O03HaueHUs (OHIOB OMOIMOTEKH. 3aTeM CleayeT MNPUCTYNUTh K OTPa0OTKEe B KaXKIOM BHJIEC HW3JAaHHA KaXKIOTO
THUIIOJIOTUYECKOTO JIeleHHs. B 3aBUCMMOCTH OT €ro 3HaYMMOCTHU OIPEAENSeTCs] CTENEeHb MOJHOTHl KOMIUIEKTOBaHUS U (OHJI, B KOTOPBIN JIHUTEpaTypa
JAHHOTO TUIOJOIMYECKOro JIeJeHus HarpasiseTcs. s HHOCTpaHHOM JAUTepaTypsl MOXKHO MOKa3aTh B Mpoguie (¢ HTOMOIIBI0 3HaKa BHIOOPOYHOCTH
pacnpesielieHusl W3/laHui) HalpaBiI€HUE W3/1aHus B COOTBETCTBYIOIIMN (DOHJ B 3aBUCHMOCTH OT MPUHIUIOB €ro KOMIUIEKTOBaHUS. CreruaircTsl

63



UL

JIOYHB pexomeHayl0OT B KadecTBE OCHOBHOIO JIOKyMEHTa KOMIUIEKTOBaHUS (oHma pa3pabarbiBaTh NpOoQHIb KOMIUIEKTOBAHHWS, BKIIOYAS
TEMaTUYECKUM IJIaH KOMIIEKTOBAHUS KaK €0 COCTaBHYIO 4acCTb.

BaxHy10 posib urpaeT TeMaTUYeCKHid TUTaH JJIsl OTPACIEBbIX OMOIMOTEK, TaK KaK JaeT BO3MOKHOCTh OYE€Hb Y€TKO ONPEACTUTh OTPACIH, TEMBI H
OTAENbHBbIE TEMAaTHYECKHE PYOPHKH KOMIUIEKTYEMBIX OHMOJMOTEKOW KHHI, @ B COYETAaHUHU C JCTATM3UPOBAHHBIMH THUIIOJOTHYECKUMHU PYOpHUKaMHU
HOJIyYUTh JOKYMEHT, JAIOLIUI YeTKOE U SICHOE NPEACTaBICHUE O TOM, KaKMe TUIbl U3aHUH U 110 KaKOil TeMaThKe npuodpeTarorcs oubnuorexoit. [ns
Pa3pabOTKU TEMAaTHYECKOTO IJIaHa UCTIONB3YIOTCS JIETaTU3UPOBAHHAS THUIIOJIOTHS U KJIaCCH(PHUKAIIMOHHAs CXeMa, IPUMEHsIeMasi B JaHHOM OnOImoTeke.
I'paduueckn TeMaTHUECKUI IJIaH TAK)Ke JIydIIEe BCETrO JIOKHUTCA B TaOnmmuHyio ¢opmy. [IpudeM, B rOPH30OHTAIN YKJIAIbIBACTCS TO, YTO 3aHUMAET
MeHbIIUH o0beM. Tak, 1 OTpaciieBoil OMOIMOTEKH MO FOPU3OHTAIM, BHUAMMO, JIy4lle OTKJIAAbIBATh TEMaTHYECKHE PYOPUKH, a MO BEPTUKAIU —
tanonornyeckue. [Ipu nepecedeHnM yKa3bIBA€TCs SK3EMIUIIPHOCTh KOMIUIEKTYEMBIX W3JIAHMM WM CTEHEHb IIOJHOTHI KOMILIEKTOBAHUSA, a €CIU
OTIENbHBIE TEMATUIECKHE PYOPUKH KOMIUIEKTYIOTCS C Pa3HOW CTENEHBIO IMOJHOTHI, TO JIy4lle YKa3bIBaTh M TO U Apyroe. Jlyisi HHOCTPaHHBIX U3/ aHui,
KaK [IPaBUJIO, KOMILJIEKTYEMbIX OMOIMOTEKaMU B OJTHOM 3K3EMIUIAPE, YKa3bIBAETCS TOJIbKO CTEIEHb MOJHOTHI KOMIJICKTOBAHUS.

JlaHHBIE PEKOMEH/IAIMU TIOMOTYT B pa3pabOTKe TOKYMEHTA, KOTOPBIH JaBai Obl HATJISIHOE MPEJICTABICHHUE O TIOJUTUKE OMOJIMOTEKH B 00aCTH
KOMIUICKTOBAHHSI U SIBJSUICS ObI pabovMM JOKYMEHTOM, KOTOPBIM OHOIHOTEKaph, BEAYIINH KOMILICKTOBaHHE (DOHIOB, PYKOBOJCTBOBAIICS B CBOCH
MMOBCETHEBHOU paboTe.

TeMaTUKO-THHOJIOTMYESCKUN TUIAaH KOMILUIEKTOBAHU OUOIMOTEKHA
O0Opaser TabJIMYHOrO BapuaHTa

BbbK Temaruka N3nanus Ha pycCKOM sI3bIKE

Buapl nzanuii no 1neneBoMy Ha3HAYEHUIO

Hayunslie VYueb. 115 By30B CrnpaBounsle| M3ouznanus
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C BHe/IpeHHEM COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH 11e7eco00pazHo pa3padboraTs anekTponHyto Mojenb TTIIK — 6a3bl naHHBIX, KOTOpast
JacT BO3MOXHOCTb MCII0JIb30BaTh 0ojiee IIMPOKUM HabOp napaMeTpoB JOKyMEHTa JUlsl 0TOOpa: sS3bIKOBbIE, aBTOPCKUE, reorpaduieckue, U3aTelbCKue

U ap.

Ipunoxenne 2 IlamsaTka no Begenno Kuuru cymmapsoro yyera 6u0anore4Horo ¢goHaa B 001eJ0CTYNNHbIX 0H0JIMOTEKAX

Kunura cymmapnoro yuéra oubauoreunoro ¢onna (nanee — KCY) — 0CHOBHOH y4eTHBIN TOKYMEHT CyMMAapHOI'o y4éTa BCeX BUIOB JTIOKYMEHTOB,
nocrynaroumx B 6ndanoreunsiid pona. [lommexur nocrosnHomy xpanennto. KCY umMeeT 1enbio BeCTH CyMMapHBI y4E€T (JOHIIOB B COOTBETCTBUH C
cymectByromumu TpedoanusaMu. KCY cocrout u3 Tpéx yacreit:

* [Tocrynnienue B ¢oH,
* BriGbITHE U3 OHIA,
* Uroru neuxenus GpoHa.

3amucu B KCY mpousBoasTCs OT PyKH U TOJIBKO pydkoil. Bmecte ¢ Tem mojpa3zzieneHne UMeeT MpaBO BECTH YUET B aBTOMATU3HMPOBAHHOM
pexume, coomtoaas ctpykrypy KCVY.

Yacmy 1. [locmynienue 8 ¢hono

Kaxxnast mapTusi JOKyMEHTOB, MTOCTYIUBIIMX B OT/E, 3anmuchiBaeTcs B epBoii yactu KCY Ha OT/AEIbHON CTPOKE MO OUYePETHBIM MOPSAKOBBIM
HOMEPOM.
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[TopsiakoBbIe HOMEpa 3aIMCH B YaCTH | HAUMHAIOTCSA KaKIbIM IO C IIEPBOI0 HOMEpA.
B yvactu I yka3biBarorcs:

— J1aTa MOCTYIUICHHS TAPTUHU IOKYMEHTOB;

— UCTOYHUK MOCTYIUICHUS U3/IaHUH B OT/IE)I KOMILJICKTOBAHUS;

— o011ee KOJIMYeCTBO MOCTYMUBIINX JOKYMEHTOB (€IUHHUII);

— KHUTH, OpOIIIOPBI C THBEHTAPHBIMU HOMEPaMH;

— JIOKYMEHTBI TPYIIIOBOI 00paboTkH (0€3 HHBEHTapHBIX HOMEPOB);

— YKypHaJbl U IPOAOJDKAIOIIKECs U3JaHus; — ra3eTsl (1 en. — moAmmBKa 3a KBapTan).

B 3aBucuMOCTHM OT BHIOB JOKYMEHTOB, MHOCTYHNAIOMMX B (OHA OTIENa, 3aNOJHSIOTCA JONOJHHUTENbHbIE Tpadbl: ayIuoMaTepHalIbl,
Buzeomarepuanbl, CD (97€KTpOHHBIE IOKYMEHTHI), KapThl, HOTHI, ()OHOJOKYMEHTHI, aBTOpedeparbl, nmzomarepuaibl, MUKpopmibMbl, ['OCTHI,
AJIEKTPOHHBIE PECYPCHI.

[NPUMEYAHMUE. Ilpu OosiblliOM KOJMYECTBE IMOCTYIJICHUM pa3HBIX BHUJIOB JIOKYMEHTOB PEKOMEHIYETCsl pa3fenuTh 4acth | Ha 3 wacTu:
OCHOBHOH (pOH, TPYNIIOBasi, IEPHUOAMKA.

Bce mocTynuBmme u3anus pacpeienssioTes Mo CHCTeMe 3HaHuid. B OCHOBY pacmpeseieHus H31aHnui 10 COJIEPIKAHUIO JIeTIa CHCTeMAaTH3 AN
BBK. 3anonnstorces rpadsl Ha oTaenst: 2, 3, 4, 5, 60, 63, 65, 66, 67, 68, 70/79, 80/83, 84,85, 86, 87, 88, 9.

I[anee B OTACIBHBIX rpa(bax JOITIOJIHUTCIIBHO (I/I3 06]].[61" O KOJIMYCCTBA ,Z[OKyMCHTOB) YUYUTBIBAIOTCA: — KPACBCAUCCKAA JIUTCPATYpaA, — JIUTCPpATypa
Ha HAaIMOHAJIBHBIX SA3bIKaX.

[Tocne 3amonHeHust 00s3aTENBHBIX Ipad BO3MOMXKHO 3aMOJIHEHUE JOMOMHUTEIbHBIX Tpad /Ui BEACHUS CYMMapHOTo y4éTa M3/1aHUIl TeMaTHUKH,
aKTyaJIbHOM JUIsl TaHHOTO CTPYKTYPHOT'O TOJpa3AeeHusI.
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BHMMAHMUE:

* MTtoru nocTyruieHus 3a rof MoJABOSATCS M0 OKOHYAHUHU KaXKJI0TO KaJleHJapHoro roja u nepenocstcs B yacts [ KCVY.
* Utoru noctyruienus B pOH]] MOJCUUTHIBAIOTCS 3@ KaX/IbIil 01 1 HE CYMMUPYIOTCS C PEABIAYIIUM T'OI0M.

Yacmy 1. Bvibvimue uz ¢ponoa

Kaxxnas mapTus KHUT, BEIOBIBIIMX U3 CTPYKTYPHOIO MOAPA3/ICICHUS, [TOCIIe COCTABICHUS U YTBEpKACHUs akTa 3anuckiBaercs Bo Il wactu KCY
Ha OTJAEJIBHOM CTPOKE IMOJ OYEPEAHBIM MOPSAAKOBBIM HOMepoM. llopsiakoBeie HOMepa 3ammcedt Bo II wactu mpomomxarorcs u3 roga B rox. Ilpum
UCKITIOYEHUH JOKYMEHTOB M3 OCHOBHOTO (pOHIA (3aMHBEHTapU3MPOBAHHOIO) aKThI MOMAJIEKAT 3aIMUCH TOJBKO IMOCIE YTBEPKIACHHS UX YUpeauTesieM
(MMHHCTEPCTBOM KYJBTYPBHI).

Hrtoru BeIOBITHS 32 TO/ MOABOASTCS MO OKOHYAHUU Ka)KI0To roja u nepenocstes B yacts [ KCY.
Yacmy 1. Umoeu dsudicenus bubnuomeynoco gonoa
[To okonuyanuu roga B yactu Il KCY nonBoasTcst UTOrM NOCTYIIIEHUS U BBIOBITHSL.

. KomngectBo nmoxymeHToB, 3anucanHbix B KCY moapasnenenusi, TOMHKHBI COOTBETCTBOBATh JIAHHBIM OCHOBHBIX YYETHBIX JOKYMEHTOB
O6ubaroTeKH (0Tae/Ia KOMIUIEKTOBAHNUS, T /1€ IOJyYeHbl JOKYMEHTHI).

° PGKOMCHHyCTCH IpOBOAUTL CBCPKY HAHHBIX C y‘{éTHBIMI/I JAOKYMCHTaMU HOI[p&3I[€J'I€HHI>i, N3 KOTOPBIX MOCTYIHIIM HOKYMCHTBI Ha
XpaHCHUEC, I UCKITIOYCHUS BO3MOKHBIX HETOYHOCTEH B y‘IéTC.

IIpuaoxenne 3 Pekomenganum mo padore ¢ MaTepruaaaMu IKCTPEMHUCTCKOIO COiep KaHusl B OM0JIMOTeKaX MyHHIMIIATbHBIX 00pa30BaHuil

1. Pexomenpanu no pabote OGMOIMOTEK C JOKYMEHTaMH, BKIIOYEHHBIMU B (peepalbHbIi CHHCOK 3KCTPEMHCTCKUX MaTepualioB (YTB.
Munkynstypsl Poccun 12.09.2017).
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Pexomennamuu cocraBieHbl Ha ocHoBaHMHM TpeOoBanuit @3 ot 27.07.2002 roma Ne 114-®3 "O mnpoTHUBOACHCTBUU SKCTPEMHCTCKOM
NEeITEIbHOCTH" .

2. Opranu3zanus paboThl MO BBISBICHUIO MaTEPHUAOB SKCTPEMHCTCKOTO COJEp>KaHUsl OCYIIECTBISIETCSs Ha ocHOBaHMM DenepalibHOTO
CIIMCKa IKCTPEMHUCTCKUX MaTepuanoB (aanee — Crucok), hopmupyemoro Munucrtepctsom roctuninu Poccuiickoit denepaniviy Ha OCHOBaHUU PELICHUIMA
cyna.

3. denepalibHBI  CIIUCOK JKCTPEMHUCTCKHX MATEPHAJIOB pa3MeEIlaeTcs B MEXIYHApOJIHOHW KOMITBIOTepHOW cetn VHTepHET Ha
ounmaneHOM carite MunucTepcTBa rocTriMu Poccuiickoit deneparuu: http://www.minjust.ru, KpoMe TOro, CHUCOK 3KCTPEMHCTCKUX MaTEpHUaiOB
nyonukyercs B CMU («Poccuiickas razeray) amsi BCEOOIIETO CBEICHUS.

4. OO0s3aHHOCTH TIO OTCIICKHBAHUIO MATEPUAIIOB SKCTPEMHUCTCKOTO COJEpKAaHUS PEKOMEHIYEeTCS BO3JIaraTh Ha CIHEIHMAINCTa OTAea
(cexTopa) KOMILIEKTOBaHHUSI.

5. B o06s3anHOCTH crieuaancTa, OTBETCTBCHHOT'O 3a OTCIC)KUBAHUEC MATCPUATIOB SKCTPEMUCTCKOT'O COACPIKaHUA, BXOAUT!
— IIpoCMaTpuUuBaTh d)eﬂepaanHﬁ CIIMCOK 3KCTPECMHUCTCKHUX MATCPHAJIOB HC PCIKEC OJHOI'O pa3a B HCACIIIO,

- pacneuatsiBath DefepanibHblid CIUCOK IKCTPEMUCTCKUX MAaTEPHANIOB C MOCIEAYIONIMM JIOTOTHEHHEM (HE peKe OJTHOTO pasa B
HEJIEINIO);

— BBIABJIATH B DenepanbHOM CIIMCKE HIKCTPEMUCTCKUX MaTEpUAIOB HOBBIE MaTEpUabl, IPU3HAHHBIE DKCTPEMUCTCKUMU;
— BBISIBJIATH B oHI€ OMOIMOTEKH (M0 yYETHBIM JOKYMEHTaM, KaTajJoraM) MaTepHalibl, IpU3HaHHbIE SKCTPEMHUCTCKUMU;

— HU3bIMATh KaTaJIOKHBIC KapTOYKH Ha MaTepuajibl, BOLICAUINC B CDG,I[CpaJ'ILHHI\/’I CIIMCOK 3KCTPCMUCTCKHUX MATCPUAIIOB, H3
YUTATCIIbCKUX TPAAUIIMOHHBIX KaTaJIOT'OB, KAPTOTCK;

— UCKJIIoYaTh Onbmuorpaduyueckue 3amnucu Ha Matepuansl, Bomeanre B denepanbHblii COMCOK SKCTPEMHUCTCKUX MaTepHalIOB, U3
3JIEKTPOHHOI'O KaTajuora;
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— M3bIMaTh MaTepuaibl, Bommenre B DeaepanpHblii cmucok 30 3KCTPEMUCTCKUX MAaTEPHUAaoB, W3 OTKPBITOTO JOCTYIA OTAEIIOB
00cITy)KUBaHUS;

- nepeaaBaTh CBEJIEHMs Ha W3/aHus, BKIOYeHHble B DenepaibHbll CIHUCOK, HAa KOTOpble HE (OPMHUPYETCS OTHENbHas
oubmuorpaduueckas 3anuch (OTACTbHBIC HOMEpA T'a3eT, JIUCTOBKH, IUTAKATHI U T. [.), B OTAEJBI AJIS BBIABICHUS OTIenaMu (POHIAaMuU) 110 MeCTy

XpaHeHUS,
— COCTaBJIATh aKT CBEpKH JOKyMEHTOB ¢oHaa Oubmmorekn ¢ «®DenepanbHbIM CHHCKOM 3KCTPEMHCTCKHX MAaTE€pHAIOB)
(ITpunoxenue);
— COCTaBJIATH JOTOJHUTEIBHBINA CIIMCOK HAa MaTepHajbl, pa3MelIeHHbIE B ceTH VHTepHeT (MOJHOTEKCTOBBIE JOKYMEHTHI, CAMTHI,
BHJIEO);

— nepeaaBaTb CIIMCOK PYKOBOAUTCIIO OMOINOTEKH JJIA I[aJ'IBHefIIJ.IefI OopraHu3anuu pa6OTBI;

— COCTaBJIATh OTYET O IMPOJAETIAHHOM paboTe COIVIACHO CHHMCKY OOHAapyKEHHbIX B OMOIMOTEKE MaTepHalloB 3a IOAINUCHIO
OTBETCTBEHHOTO Jinlia U popMupoBath «KHUTY ydeTa MaTepHuasoB, MPU3HAHHBIX SKCTPEMUCTCKUMHU U OOHAPYKEHHBIX B (DOH/1€ OMOITUOTEKM.

6. PykoBoautens OMOMMOTEKH, UMEOLIEH BBIXOJ B IN0OAIbHYIO ceTh MHTEpHET, OpraHu3yeT MEpOINpHATHS 10 YCTAaHOBJIECHUIO (PUIBTPOB
KOHTEHTa MpH JOCTyNE K ceTu VHTEepHEeT C LeNnblo MCKIIOUEHHUs JOCTyNa K MaTepuanaM, BKIOYEHHBIM B DenepanbHblii CHUCOK 3KCTPEMHUCTCKUX
Matepuanos. IIpumeuanue: /lanbHelee pemeHrne N0 OTHOIIEHUIO K MaTepuaiaM, IPU3HAHHBIM dKCTPEMUCTCKUMU, PYKOBOAUTEIN MYHHUIUIIAIBHBIX
O6uOIMOTEK MPUHUMAIOT Ha MecTax. M31anns MoryT ObITh:

—  HUCKJIIOYEHBI U3 (poHAa OMOIUOTEKH 110 aKTy U YHUUTOXKEHBI;

— IepelaHbl Ha 0c000e XpaHEHHE B 3aKPBITHIM (DOH ¢ OTpaHMYEHHBIM MTPABOM A0CTyma. B aToM ciiydae OubinoTrexe HEOOX0AUMO
pa3paboTaTh HHCTPYKIIMIO 110 XPAHEHHIO U BhIIaue TAKUX MaTEPHUAJIOB MMOIb30BATENsIM. Brilaua JOKHA OCYIIECTBISITHCS 10 OQUIIHATEHOMY
MUCbMEHHOMY 3aIpOCy MOJIb30BATENsl, B KOTOPOM YKa3bIBACTCA 11EIh UCTIONB30BaHUs (ISl HAYYHOW pabOTHhI U T. I1.) IO 0COO0OMY pa3penieHuto
PYKOBOAMTEIS YIPEKASCHUS HETIOCPEJACTBEHHO B UNTATBHBIX 3ay1ax OnbmnoTeku. KonnpoBanrue MaTepraioB SKCTPEMHUCTCKOTO COJIEP KaHUS

3amperaeTcs.
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NiVlis

YTBEPXJAIO
Jupexrop (®.1.0.)
« » 20 T.
AKT cBepKU JOKYMEHTOB oHa OUOIHOTEKH
¢ «DeepaIbHBIM CITUCKOM YKCTPEMHUCTCKIX MATEPUAIOB) OT « » 20 I.
A, , (bamunus, THULIMATIBI, TOJKHOCTD, CTPYKTYPHOE MOJpa3/ieIcHUe) B
MPUCYTCTBUU CIEIYIOIIMX JIHII: , (amunusi, UHUIMANBI, TOJDKHOCTh, CTPYKTYPHOE MOJIpa3felieHue)

, (bammnus, MHUIMANBI, AOJDKHOCTh, CTPYKTYPHOE MOApa3zeieHHe)

, (bamMumusi, MHUITMANIBI, OJDKHOCTh, CTPYKTYPHOE IOJPa3/ICICHHE)

COCTaBI/IH(a) HACTOSIIMN aKT B TOM, 4YTO B PpE3YJbTAaTC CBCPKH HMCHOIIHUXCSA B (bOH,Z[C OUOINOTEKH JOKYMCHTOB C ((CDCI[CpaJ'ILHLIM CITMCKOM

OKCTPEMHUCTCKUX MAaTCPHUAJIOB)» BBIABJICHO 9K3. U3JIaHUM (CHI/ICOK HpI/IHaFaCTCH).
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