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NucTpyKIug 00 vuere On0amoreuHoro ;hoHaa

[Ipunoxenne Nel k Ilpukazy Munkyastypsl P® ot 2 nexadps 1998 r. Ne 590 «Ob YTBEPKJIEHUN
«AUHCTPYKIUU Ob YYETE BUBJIMOTEYHOI'O ®OHJA»

Hacrosmas WnHcTpykius oOs3aTenbHa Ui NPUMEHEHHUS B TOCYAAPCTBEHHBIX W MYHULUMAIbHBIX
oubmuorekax Poccuiickoii @enepanuu. Ona ompenenser oOmMe NpaBWiIa YydeTra JOKYMEHTOB,
COCTABJISIIONIUX OMONMMOTEYHBIM (DOHJ, HE3aBUCMMO OT cTaryca OWOIMOTEKH, CTPYKTyphl ee ¢oH/a,
OpraHU3aIMOHHO-TEXHOJOTHUECKUX 0COOEHHOCTEH.

1.OCHOBHBIE IIOHATUSA

Jns neneit nacrosimeit MHCTPYKIWU ucnonb3ytores caeayomue noHaTust:

1.1 ApxuBHBIA JOKYMEHT - JOKYMEHT, COXPAHSIEMBbIM WJIM TOJJICKAINNA COXPAaHCHHIO B CHUJIy €r0
3HaYMMOCTH JJIs1 OOIIECTBA, @ PABHO UMEIOIIUI IIEHHOCTH JJIsi COOCTBEHHHKA.

1.2. AynuoBusyansubiii qokymeHT (ABJI) - 1OKyMEHT, coaep Kaiiuii n300pa3uTenbHyI0 1/ WIIH 3BYKOBYIO
U TEKCTOBYIO HH(POPMALIUIO, BOCIIPOU3BOIUMYIO C TIOMOIIbI0 TEXHUUECKUX CPEACTB.

1.3. buGmmoreuynsii GoHI - yMOpsAOYEHHAss COBOKYITHOCTh JOKYMEHTOB, (popMupyemasi OMOIMOTEKON
JUTSL XpaHEHUS U TIPEJOCTABIICHUS BO BPEMEHHOE TIOJIb30BAHNE YMTATEISIM U A0OHEHTaM.

1.4. bamancoBasi CTOUMOCTh (DOHJIA - CTOUMOCTh OMOJIMOTEYHOTO (POH/IA, OTpaKaeMasi B OyXTraaTepcKoM
yuere.

15. BoeiObiTe u3 ¢donma - nBwkeHue (GoHIA B CBS3M C HMCKIIOYEHHWEM, TEPECTaHOBKOW B Ipyrue
nojapasaesieHust OnOIMOTEKH M CIICAaHUEM JOKYMEHTOB M3 OMOJINOTEKH.

1.6. /IBmwxkenue (oHza - MpoLecc MOCTYIICHUS U BbIOBITHS TOKYMEHTOB, OTpa)KaeMblii B OMOIMOTEUHOM
YYETHOH JOKYMEHTAIUH.

1.7. Enunauna yueta GoHaa - yHHPUITMPOBAHHAS €IUHUIA NCUMCICHHS BETMYUHBI U IBYKEHUS (POHA.
1.8. Eqununa xpanenusi ¢GoHAa - OTACNbHBIM OKYMEHT WJIM HMX COBOKYMHOCTb, YYUTBIBA€MbIE MpU
XpaHEHUHU Kak 3JIEMEHT (OHJIA.

1.9. UnauBuayanbHBIA yueT - pPETUCTpalus B YUETHOH (opMe KaKIOoro 3K3eMIUIsipa JTOKyMEHTa WU
Ka)JI0OT0 Ha3BaHUs JTOKYMEHTA, OCTYIaouiero B (PoH1 OMOIMOTEKN WM BHIOBIBAIOIIETO U3 HETO.

1.10. UckmroueHne HTOKyMEHTOB W3 GoHAA - WU3BATHE M3 OMOMMOTeyHOro (GoHAA M CHITHE C ydeTa
O6ubnMMoTekn HempoPUIBbHBIX, NE(PEKTHBIX, AYOJETHBIX, BETXMX, YCTapeBIIMX JOKYMEHTOB, a TaKke
YTPAYeHHbIX 110 KAKUM-TH00 MPUIHHAM.

1.11. KHwxHbI MaMATHUK - PEAKHA MM 0c000 IIEHHBIM TOKYMEHT, OTJIMYAIOIIUICS BBIIAIOIIUMUCS
UCTOPUYECKUMHU , HAYYHBIMU , XyJI0’KECTBEHHO-3CTETUUECKUMH U TOJUTrpadudecKUMHI JOCTOMHCTBAMHU U
OTHECEHHBIN K JOHY PEIKUX U IICHHBIX JTOKYMEHTOB.

1.12. Tlepeonienounslii kod(hduiueHt - yrBepxkacHHBIN [IpaButensctBoM Poccuiickoit deneparuun
udpoBoi

MHOKHUTENb, MPUMEHSIEMBIN MPU pacueTax CTOMMOCTH OMOIMOTEYHBIX (HOHIOB.

1.13. IlepecranoBka - nepegada JOKYMEHTOB B IpeJeniax JCHCTBYIOIUX U Pe3epBHBIX (POHIOB OAHOMA
OMOINOTEKH.

1.14. Tloctynnenue B Goux - nononHeHne poHaa OMOIMOTEKH B pe3yiIbTaTe MONyYeHHs 0053aTeIbHOTO
9K3EMIUISPa, MOKYIKH, TIOMUCKH, TapeHrs, 0OMEHa WJIH JII000TO APYToro crocoda.

1.15. IIpoBepka GoHAa - HEPUOTUIECKUI TIepeydeT JOKYMEHTOB C LEJIbI0 TOATBEP)KIACHHS UX HAJTU4UUs, a
TaK)K€ YCTAaHOBJICHUS UX COOTBETCTBUS YUETHBIM IOKYMEHTAM.

1.16. PeiHOYHAs IIeHA - [I€HA, CKJIAJIBIBAIOIIASACS HAa PHIHKE COOTBETCTBYMOMICH mpoaykuuu (kaur, ABJI,
JJIEKTPOHHBIX HM3JIaHWH) C YY4E€TOM SKOHOMHYECKOW CHUTYallid, TEHJACHIMH CIpoca M TMPEIIOKEHHUS,
KOHKYPEHIIUH.

1.17. Cuctema ydera TOKYMEHTOB - OPTaHU3ALMOHHO YIOPSI0OYEHHAss COBOKYIHOCTh BHJIOB, METOJOB U
CHOCO0OB yueTa JOKYMEHTOB, TU((HepeHIIIPOBAHHBIX B COOTBETCTBHH C UX CTaTyCOM.

1.18. CymmapHBIi y4eT - perucTpamusi B y4eTHOW (opMe BCeX BHUIIOB JOKYMEHTOB MApPTHSIMHU C IICJIBIO
NOJy4eHUsI TOYHBIX CBEJCHMH O BENUYMHE, cocTaBe (OHIA OMOIMOTEKHM U NPOUCXOASIINX B HEM
U3MCHEHUSIX (OCTYIUICHUH, TEPEMEIICHUH, BEIOBITHN).




1.19. Vyer 6ubnanoteyHoro (oHma - KOMIUIEKC omeparuii, oOecreyuBarommx (UKCAIMIO CBEJCHHUN O
BEJIMYMHE, COCTaBe U JIBUKEHUU (OHJIa TI0 YCTaHOBJICHHBIM MPaBUJIaM.

2. OBIIUE MMOJIO)KEHUS

2.1. Yyer 6ubnuoreyroro ¢oHAa OTpa)kaeT MOCTYIUICHHE JTOKYMEHTOB B (DOHI, BBHIOBITHE M3 (POHJA,
BEJIMYMHY BCero 0uOianoTeyHoro (poHaa, ero mojapas3ieieHuil u CIy>kKUT OCHOBOM JJIs1 TOCYJapCTBEHHOTO
CTaTHUCTUYECKOTO Yy4YeTa, OTYETHOCTH OHOIMOTEKH, IUIAHUPOBAHUS €€ JEeATENbHOCTH, O0OecredeHus
COXPAHHOCTH (OHJA, KOHTPOJIS 33 HAIMYNEM U JBUKCHUEM JJOKYMEHTOB.

2.2. K BeJIeHUIO y4yeTa MPeIbsBIISIOTCS CISAYIOMNe TPEOOBaHUS:

] MOJIHOTA U TOCTOBEPHOCTH YYETHON MHPOpMAITUH,

] mOKyMeHTHpOBaHHOE OPOopMIICHUE KKIOTO OCTYIUICHUS B (DOHIT M BBIOBITHS U3 (POH/A;

'] COBMECTUMOCTH MPHEMOB U (HOPM yueTa, UX HAJECKHOCTh B YCIOBUSX MPUMEHEHUS TPATUIIMOHHON U
ABTOMATHU3UPOBAHHOW TEXHOJIOTHH;

] COOTBETCTBUE HOMEHKJIATYPHI MMOKa3areneil yaera OnOiIMoTedHoro GpoHaa aHAIOTHYHBIM TTOKa3aTeleM
roCy/1apCTBEHHOW CTATUCTUKH.

2.3. Yduer 6ubimoTeyHoro ¢oHIa BKIIOYACT MPHEM JOKYMEHTOB, UX MAapKUPOBKY, PETUCTPAIHMIO MPHU
MOCTYIIEHUH, TIEpEMEIICHUH, BEIOBITHH, a TAKXkKe MPOBEPKY HAINYMS TOKYMEHTOB B (hOHE.

2.4. Yyernas un(opmanus, MpeACTaBICHHAs KaK B TPAJAULMOHHOW, TaK M B KOMIIBIOTEPHON (opmax,
UMeEET OJMHAKOBYIO IOPUIUYECKYIO CUITY.

Ha paBHBIX mpaBax HCMOJIB3YIOTCS OJAaHKK YYETHBIX JOKYMEHTOB, M3TOTOBJICHHBIE MOTUTPAQUICCKUMU
croco0aMu 1 OJIaHKH, pacrieyaTaHHbIe C MIOMOIIBI0 KoMITbioTepa. OHM MOTYT OBITH CHOPMHUPOBAHBI TIPH
MOMOIIM CTAaHIAPTHBIX MPOTPAMMHBIX MAKETOB WJIM HWHAWBHIYAIbHBIX IMPOTPAMM, CO3JAHHBIX IS
BeJIeHUS y4eTa (OoH/1a B KOHKPETHOW OMOIMOoTeKe.

2.5. Yaudukanus BHIOB, CHOCOOOB M EIUHMI] ydeTa JOKYMEHTOB B OuOIMoOTeKkax oOecrednBaeTCs
COOJIIOICHHEM CTaHJAPTOB, OTHOCSINHUXCA K OMOJMOTEYHOMY Jely, a TaKXke TpeOOBaHWUN HACTOSIIEH
WNHucTpykuuu, ApyruMyd HOPMATUBHBIMH JJOKYMEHTaMU TI0 OMOTMOTEYHOMY JIETTy.

3.CUCTEMA YYETA BUBJIMOTEYHOI'O ®OHJIA

3.1. Cucrema yueta 6M0aHOTEUHOTO (DOHIA BKITIOYACT:

] BHyTpUOMOIMOTEYHBIN YUET BCEX MOapa3ieieHnii oudauoreunoro GoHma,

] TOCyJapCTBEHHBIN CTaTUCTUYECKUN ydeT OuOnnoTeyHoro Gponzaa mo Gopme «G-HK»,

] 0coOBIit (CrienuaTM3uPOBAHHBIN) TOCYIAPCTBEHHBIN YUET OTACIBHBIX KATETOPHIA JOKYMEHTOB:

- KHIDKHBIX TTAMSITHUKOB, apXWBHBIX JJOKYMEHTOB, HAXOIAIINXCS B (DOHIaX OUOITHOTEK.

3.2. denepanbHbIE W pETHOHAJIBHBIE OMOMMOTEKH, (OPMHUPYIONINE HAIMOHAIBHBIN OWOIMOTEYHO-
uHpopmannonuslii poua Poccuiickoit dexepanu Ha OCHOBE OECINIATHOTO 005S3aTEILHOTO SK3EMILISIpa B
cooTBeTCTBUU ¢ 3akoHOM Poccuiickoii @Denepanun «OO0 00s3aTEIBPHOM JK3EMIUISIPE JOKYMEHTOBY
(1994r.) BenyT yueT 3TOro (hOHIA B COOTBETCTBUU C HacTosIed MHCTpyKInei.

3.3. Yder 0co60 IEHHBIX U PEAKUX M3JIaHUI, OTHECEHHBIX K KHUKHBIM NMaMATHHUKAaM, OCYILIECTBIISETCS B
COOTBETCTBUH C 3aKOHOJaTeIbCTBOM Poccuiickoii dexepannn 06 oxpaHe M UCIOIb30BaHUH aMATHUKOB
UCTOPUU U KyJIbTypbl, HacTosAmedl WHcTpykuued M HOPMATHBHBIMH JOKYMEHTAMU O KHUKHBIX
naMmsaTHUKax Poccuiickon denepanni.

3.4. Yder apXMBHBIX JOKYMEHTOB, KOTOPBIE TTOCTOSTHHO XPaHATCS B oHIax OMOIMOTEKH M OTHOCSTCS K
ApxuBHoMy ¢onay Poccuiickoit @eneparuu, perynmupyetcs «OCHOBaMHU 3aKOHOIaTeNbCTBa Poccuiickoi
Oenepannn 00 apxuBHOM (oHae Poccuiickoit denepanuu u apxuBax», «llonokeHnem 00 ApXHWBHOM
donne Poccuiickoii @enepanun» u HacTosmed MHCTpyKIneH.

bubnuoreku, umeromue B cBOMX (DOHAAX JOKYMEHTHI TOCYJapCTBEHHON uacTH ApxuBHOro (onaa
Poccuiickoit ®enepaunu, yuuThIBalOT X B cooTBeTCTBHH ¢ <«[lomoxkeHnem o0 ApxuBHOM (oHzae
Poccuiickoit denepanum».

4 . OBBEKTbBI U EAUHUIIBI YYETA BUBJIMOTEYHOI'O ®OHJA

4.1. ObbekTamMu ydera OMOIMOTEYHOTO (DOHIA SBISIOTCS TOKYMEHTHI, MOCTYIMAIONe B OUOIHOTEKY U
BBIOBIBAIONINE U3 HEE, HE3aBUCUMO OT BUJA IOKYMEHTA U €r0 MaTepUAIIbHONH OCHOBBI.

[Ipumeyanue: He moanexar ydeTy W HE BKIIOYAIOTCA B (POHI OMOIMOTEKH MaTEpHANIbl CIYKEOHOTO
Ha3HaueHUs (IPOrpaMMHBIC MPOAYKTHI, SBISIFOIIKAECS pabOYUM HHCTPYMEHTOM OHOJHMOTEUHBIX
pabOTHUKOB M TIPOTPAMMHCTOB, U MaTepUalbl, MpuooOpeTaembie i1 oOpMIICHHS OMOJIMOTEKH, APYTUX
MOJICOOHBIX PabOT, HE CBA3AHHBIX C KOMILIEKTOBAHUEM OUOIMOTEUHOTO (DOH/IA).




4.2. B coorBerctBuu ¢ 'OCT 7.20-80 « CUBU/I. Eqununer yuerta GoHI0B OMOIMOTEK M OPraHOB
HAyYHO-TEXHHYCCKOH HH(popMaiuu u u3MeHeHusM K Hemy (M3menenme Nel-10 1984), Benuuwmna u
JBIDKEHUE (POH/IA U3MEPSIOTCS B OCHOBHBIX M JJOTIOJHUTEIBHBIX €AMHUIIAX.

4.2.1.OCHOBHBIC €TUHUIIBI yU€Ta OCTYIIJICHUN U BBIOBITHS B OMOIMOTEYHOM (hOHIE:

1) Ha3BaHKe - KAXI0€ HOBOE WM NIOBTOPHOE M3JIaHUE, IPYrod JOKYMEHT, OTIMYAIOLIHECs OT OCTaIbHBIX
3arjlaBUEeM, BBIXOIHBIMHU JIaHHBIMU HITH IPYTUMU 3JIEMEHTaMH O(QOPMIICHHS;

2) 9K3eMILTSP - KaK/asi OT/ICbHAs ¢IMHUIIA TOKYMEHTA, BKJIFOUaeMast B (DOH/T WK BbIOBIBAIOIIAs U3 HETO.
O6mas BenmuunHa (HOHA U €T0 TOApa3IeTICHUN YIUTHIBACTCS B dK3eMIUIsApax; GoHaa, choOpMHUPOBAHHOTO
u3 nocryruienuit nocne Beeaenus B neiicrsue 'OCT 7.20.-80 - B sx3eMIuIsipax U Ha3BaHUSAX.

4.2.2. JlonoqHUTEIbHBIC IMHULIBI yueTa (hoHIa!

1) romoBOH KOMIUIEKT - COBOKYIMHOCTh HOMEPOB (BBIMYCKOB) TMEPHOAMYCCKUX HW3JAHUNA 3a TOJ,
NpUHUMaeMasi 3a OJJHY YYETHYIO equHuIy (GoHa,

2) METpOMoJKa - MEXKIyHApOHAs CAMHUIIA YUeTa BEJIMYMHBI (OHIa, U3MepseMas Kak 1 M cTeuiaxHoi
TIOJIKH, 3aHATOW W3IAaHUSIMA WIIA APYTUMH JOKYMEHTaMU,

3) neperuieTHas euHKUNA (TOIIIMBKA) - COBOKYITHOCTH HOMEPOB IIEPHOANYECKUX U3AaHUH (JIOKYMEHTOB),
CIIIUTHIX, TIEPETUICTCHHBIX MJIM CKPETJICHHBIX IPYTUM CIIOCOOOM B OJHO II€JI0€ W MPUHHUMAEMBIX 33 OJHY
YUYETHYIO eIMHUILY (OHTa.

4.3. 3nanust © HEOMyOJIUKOBAHHBIE JIOKYMEHTHI

4.3.1. OCHOBHBIMHM EIUHUIIAMHU Y4€Ta HOBBIX IMOCTYIUICHHA B (DOHA W3IaHUN M HEOMYOJIMKOBAHHBIX
JOKYMEHTOB SIBIISTFOTCS] 9K3EMIUTSAP U Ha3BaHHE.

4.3.2. OCHOBHBIMH CMHUILIAMH Y4eTa KYPHAIOB SBJISIOTCS YK3eMIUISP (TOM, HOMEp, BBITYCK) M Ha3BaHUE
W3JJaHHUS 332 BCE TOJBI €ro TOCTYIUICHWS B (DOHJ, HE3aBUCUMO OT W3MEHCHHWs 3arjlaBusl JKypHaia M
MOJIHOTHI KOMILIEKTA.

4.3.3. OCHOBHBIMH EAMHHUIIAMH Y4YeTa Ta3eT SBIISIOTCS TOJOBOW KOMIUICKT M Ha3BaHWE Ta3eThl 3a BCE
TOJIbl €€ MOCTYIJICHNUS B (DOH]I, HE3aBUCUMO OT U3MEHEHHUS 3arJIaBUs Ta3€Thl U MOJHOTHI KOMIUIEKTA.
EnunurniaMu ydera omHOMHEBHBIX (pa30BBIX) Ta3eT CAyKaT 3K3eMIuisip (HOMep, BBIMYCK) W Ha3BaHUE
ra3eThl.

4.3.4. EnuHuIiaMy ydeTa HOTHBIX W3IAaHUN SBISIOTCS JK3EeMIUIp W Ha3BaHWe. OTaenbHBIC MapTUU
(rosoca), 0ObETMHEHHBIE C TTAPTUTYPOI (KJIABHPOM) B OJJHOM HM3/IaHHH, a TAK)KE NapTHU, 00bEAMHCHHBIC
U3aTeIbCKON Mankoi (00JI0KKO#) YUUTHIBAIOTCS KaK OJMH SK3EMILIAP M OJHO Ha3BaHue. OTAeabHBIC
naptuu (ronoca) W mapturypa (KIaBUp), W3JAHHBIC Pa3/IENbHO, YYUTHIBAIOTCS KaK JBa IK3EMILISIPA.
CamocTosTeNbHbIE HOTHBIC M3JIaHHs, OOBCIUHEHHBIC B OJHOM Teperiere (KOHBOJIOTE), YUUTHIBAIOTCS
KaK OTJENIbHBIC SK3EMIUIPHI U OT/ICIbHBIC HA3BAHUSI.

4.4. AynnoBusyanbhbie 10KyMeHTHI (AB/I)

4.4.1. OcHOoBHBIMU enuHUIAMH ydeTa (oHna ABJl SBISIOTCA SK3eMIUIIp M Ha3BaHHE. DK3EMILIIPOM
TPaMIUIACTHHOK M KOMITaKT-AMCKOB CUYUTAETCS IHCK, MarHUTHBIX (OHOTpaMM - KaTyIIKa, Kaccera,
IauIbMOB - PYJIOH; KOMIUIEKTA AMAIIO3UTHBOB - KOMILUIEKT; KHHOPHIBMOB - 000MHA; BH1CO()UIHLMOB -
Kaccera. Benmnunna ¢onaa u noctyruienus (BoiobiTrst) ABJ] yauThIBacTCS B 9K3EMIUIIpax U Ha3BaHUSX.
4.4.2. OTnenbHO BBINYIICHHYIO TPAMIIACTHHKY, KOMMAKT-JAMCK YYHUTHIBAIOT KaK OIWH JTUCK U OJHO
Ha3BaHue. KoMruiekt (anp00M) rpaMIuIaCTUHOK, KOMIAKT-AMCKOB, OOBEAMHEHHBIX OOIIMM Ha3BaHHEM,
YUUTBIBAIOT 110 KOJMYECTBY AUCKOB M OJTHOMY HAa3BaHMIO.

4.4.3. MaruutHyio (OHOTpaMMy Ha OJHOM KaTyIike (KacceTe) YUMTHIBAIOT KaK OAHY KaTymiKy (KacceTy)
U OJHO Ha3BaHWe. MarHUTHYIO (OHOTpaMMy Ha HECKOJBKHX KaTrymikax (kaccerax), 0ObeIUHEHHBIX
OOIIMM Ha3BAaHHEM, YUHTHIBAIOT 11O KOJIUYECTBY KaTylIeK (KacCeT) M OJHOMY Ha3BaHHIO.

4.44. ABJl, sABIAIOLIMICA NPUIOKEHUEM K JPYrMM BHJaM JOKYMEHTOB, OTAEIbHOMY YYETYy HE
nouiexut. [lpumedanue: [Ipu 3aTpyTHUTETBHBIX CIy4asx OIPEICICHUS OCHOBHOTO HOCHUTEIS
uHpOpMALlUKM M TPHIOKEHHS K HEMY 3a OCHOBHOM HOCHUTENb, MOJUICKAIIUN YdeTy, NpUHUMAETCs
TEKCTOBBIN IOKYMEHT.

4.5. Muxpohopmsbl

45.1. Enuauniamu ydeta (oHga MUKpOGOPM SBISIOTCS. UIsi MUKpOUIN - Ha3BaHWEe W QuIa, s
MHUKPO(UIBMOB - PYJIOH.

4.6. DNeKTpOHHBIC U3TaHUS

4.6.1. EnununiamMu yueta (OHIA DIICKTPOHHBIX M3JaHUMN SBISIOTCS: AMcKeTa W omrtuyeckuit auck (CD-
ROM u mynsTHMenua), a Takke Ha3BaHue. JIMCKETa-TIPUIOKCHHUE HE YYUTHIBACTCS KaK OTACIbHBIN
IK3EMILISP, €CIIU MPEJCTaBIIeT cO00W BKIAIKY (BIIOXKCHHUE) B H3/IaHHE.




5. MOPAJOK YUYETA BUBJIMOTEYHOI'O ®OHJA

5.1. Beaenue yuera 6ubanoTedHoro poH1a OCHOBAaHO HAa COYETAHHH 00S3aTENbHBIX M (DaKyJIbTaTUBHBIX
MPUHIIUIIOB.

5.1.1. bubnuoTteka obs3aHa:

[] OCYIIECTBISATh CYMMAapHBIM W WMHIWBUIYaIbHBIA Yy4YET MOCTYMAIOMUX B OHOMMOTEYHBIA (OHI H
BBIOBIBAIOLINX U3 HETO JJOKYMEHTOB B YCTAHOBJICHHBIX €IMHULIAX YUETa,

] obecnieyuBaTh MOCIEAOBATEILHOCTh IPUMEHEHHUS! YCTAHOBJICHHBIX €IMHUI] yUeTa U HE JIOIYCKaTh MX
W3MEHEHUS 0€3 MPUHATHS HOBBIX HOPMATUBHBIX IOKYMEHTOB TI0 YUETy OMOIHOTEeUHBIX (DOHIOB,;

] obecrieunBaTh COMOCTABUMOCTb €IUHMII y4yeTa (poHAa B 3K3EMIUIApaxX C €IMHHULIAMHU UX XpPAaHEHUS U
BbIJIa4H, 32 UCKJIIOUEHUEM Ta3€eT, KYpPHAJIOB, IUCTOBBIX U3AAHMUIA;

] co0mo1aTh MPEEeMCTBEHHOCTh OPraHU3alliy y4eTa B EJIsIX COMTOCTaBUMOCTH YU€THOU HH(POPMALIUH.

] bubnuroTreka uMeeT MpaBo:

] ycTaHABJIMBATh CBOM MOPSAJOK YU€Ta, YUUTHIBAIOIIUI CTaTyc, 0COOEHHOCTH OPraHU3aIMH U CTPYKTYPHI
dboHaa, 1 00eCTICUNBAIONTNI TOCTOBEPHBIC pe3yabTaThl yueTa GoHAa, HE MPOTHBOpPEUAIe TPEOOBAHUIM
Hacroswe Macrpykuuuy;

"] BeCTH 3alllCH B MHBEHTAPHBIX KHHUTAX (JIMCTax, )KypHaJax), KHUTax CyMMapHOro y4era ¢ponaa (KHUrax
ydera OuOIMOTEYHOro (OHAA), HAa OTACNBHBIX JIUCTAaX, B KapTOYHOH (opMme, B BHUJE pacleydaTok,
MOJIyYEHHBIX Ha KOMIIBIOTEPE, a TAK)KE€ B MAIIMHOXPAHUMBIX (ailyiax, 3alMCaHHbIX Ha JUCKE, TUCKETE U
JOPYTUX HOCHUTENSX, OO0ECIEeUYMBAIONIINX [OJITOBEYHOE XpAaHEHHE U BOCIPOU3BEICHHE YYETHOU
JIOKyMEHTalluu,

'] BBOOUTH B Y4€THBIC JOKYMEHTHI, HapsAIy C 00s3aTenbHBbIM, (aKylIbTaTUBHBIN Ha0Op MoKa3aTeneil ¢
y4eToM crieliuGpuKr KOHKPETHOU OMOIMOTEKH;

] ycTaHaBIHMBaTh CPOKU COJICPIKAHHS U COCTAaB JOKYMEHTOB (pOH/Ia BPEMEHHOTO XpaHeHUs (Kpome II.
3.2,3.3,3.4);

'] TpOM3BOIUTH OLEHKY CTOMMOCTH JOKYMEHTOB, WCIOJb3ysd IEPEOLEHOYHBIE KOA(PPHUIMEHTH,
yctaHoBiieHHbIe [IpaButenscTBoM Poccuiickoit denepainnu, u ppIHOYHbBIE LIEHBI;

'] BBOJIUTH KOJIMYECTBEHHBIE M CTOMMOCTHBIC HOPMATHBBI CIHUCAHUS JIOKYMEHTOB, YTPAu€HHBIE II0
HEYCTAHOBJICHHBIM MpHYUHaM (HeJocTada), Kak B OTIACIbHOM OuOIMoTeke, Tak U B LleHTpann3oBaHHOK
oubmmoreunoit cucreme (LIBC), BenmuumHa W TOPSAOK HMCYHCICHUS HOPMATHBOB YTBEPIKIACTCS
yupeauTesieM B cCOOTBeTCTBUM ¢ Y cTaBoM min [lonoxenuem o OubnuoTexe;

[l pacmopspkaTbCsl CHHCAaHHBIMH K3  (GoHZa OUONMOTEKM JOKYMEHTaMH KpOME  CIIy4yaes,
MPEyCMOTPEHHBIX 3aKOHOAATEIBCTBOM;

] B COOTBETCTBHH C JICHCTBYIOIIMM 3aKOHO/IATEIILCTBOM ONPEAEIATH CIIOCOOBI U pa3Mepbl KOMIICHCAITUU
yiiep0a, HAaHECEHHOTO TOJIb30BaTESIMU (DOHOB OUOTHOTEKH.

5.2. OTBETCTBEHHOCTb 32 MPAaBUIBHOCTh OPraHU3aIlNK yueTa (POHIA HECeT aJJMHUHUCTpPALUs OMOINOTEKU
U COTPYIHUKHU B COOTBETCTBHH C JOKHOCTHBIMU O0S3aHHOCTSIMU.

5.3. KonTposnb 3a cobmoieHneM HOpM U TpeOOBaHUM MO yueTy OuOIMoTedHOro ()OHa OCYIIECTBISICT
cnenuanbHoe (QyHKIMOHAIBHOE TOJpa3zesieHue OMOIUOTEeKH, a TaKKe KOMHUCCHS MO0 COXPAHHOCTH WJIH
JPYroii KOJJIETHAIbHBIN OpraH 1o (GOHIaM MPU JUPEKIIUN OUOIHOTEKH.

5.4. Yupeautenb, aIMUHUCTPAIUS U COOTBETCTBYIOIINUE CIY>KObI OMOIMOTEKH O0ECIeYUBAIOT YCIOBUS
JUTSI BBITIOJTHEHUS TIPABUJI yUeTa, OpTaHU3aIlu, XPAHSHUS U UCTIONIL30BaHuUs (QOHIA.

6.YUET NOCTYILJIEHUS JOKYMEHTOB B BUBJIMOTEYHBIN ®OH/I

6.1. Yuer mnocrymineHuil IOKYMEHTOB B (DoHA ocymiecTBiIseTcss IU(PEpEeHIIMPOBAHHO, MyTEM HX
noJipa3/iesieHusl Ha IOKYMEHTHI IIOCTOSIHHOTO, JJTUTEIbHOTO U BPEMEHHOTO XPaHEeHHUS.

6.1.1. Yuery ans MOCTOSHHOTO XpaHEHHUS C TPUCBOCHHUEM HHBEHTAPHOTO HOMEpa IMOMJICKUT OJIUH
9K3EMIUIAP OTEYECTBEHHBIX JOKYMEHTOB, MOCTYMAIOMUX B OMOMMOTEKH C (YHKIUSMHU MOCTOSHHOTO
XpaHeHHs OECIIaTHOTO 00513aTENIbHOTO SK3eMILISIPa, a TAK)Ke MPUHUMAEMbIX Ha JCTIO3UTApHOE XpaHEHHE
JIOKYMEHTOB.

6.1.2. Yuery ans JUIMTENBHOTO XPaHEHUs ¢ MPUCBOCHUEM MHBEHTAapHOTO HOMEpa MOJyIekaT TOKyMEHTHI,
npelHa3HaYeHHbIE [UIS YAOBJIETBOPEHHUS TEKYLIEro W MPOTrHO3HPYEMOr0 YHUTATEIbCKOrO CIpoca,
HE3aBUCHMO OT BHJIA IOKYMEHTa, €ro 00beMa, TEMaTUKH U APYTuX GOpMaJIbHBIX MPU3HAKOB.

6.1.3 VYyery mis BpeMEHHOro xpaHeHus (0¢3 HHBCHTAPHBIX HOMEPOB) MOAJICKAT JTOKYMEHTHI,
coJepkaiiie MHPOPMALUI0 KpaTKOCPOYHOTO 3HAYEHHS, B CBS3M C YeM HCKIo4aroTcs u3 (oHIa
OMOIMOTEKH Yepe3 HEMPOIOKUTENIbHBIN TIepro 1 Bpemern (kpome 1.11.3.2, 3.3, 3.4)

6.2 JlokyMeHTHl, BKIIOYaemble B (oHx Oubimoreku , Mapkupyrorcsa. I[Ipy 3ToM MOryr ObITh

VOCTTOTIDADALIILY IIITAMITOTNI  FITUAFIIT IO DITAY U OUDUIOVATNL IITTIA MAITTUIINITITAOSMIIA IIITNUVADIIA ATILL




OcHoBHBIE TpeOOBaHMsI, KOTOPHIE TOJDKHBI COOMIOIATHCS MPU MapKUPOBKE TOKYMEHTOB. 0003HAYCHHE
MPUHAJJICKHOCTH, SCTETHKA, JO0JITOBEYHOCTh MAapKUPOBOUYHOTO 3HAKA, COXPAHHOCTh TEKCTA WUJIU APYrou
3HAKOBOM MH(pOpMAIIHH.

Ilpumeyanue: Bce BuAbl TOKYMEHTOB, SBISIOLIMECS MPUIOKEHHEM K OCHOBHOMY HOCHTEIIIO,
MapKUPYIOTCS, HA HUX MPOCTABIISIOTCS TE K€ PEKBU3UTHI, UTO U HA OCHOBHOM JJOKYMEHTE.

7. CYMMAPHBIN YUET JJOKYMEHTOB

7.1. CymMmapHBI y4YeT BCEX BHJOB JOKYMEHTOB, IOCTYNAIONIMX WIA BBIOBBarOIMX u3 (oHma
OMOMMOTEKH, MPOM3BOAMUTCS TMAPTUSAMH IO OJHOMY CONPOBOIUTEIBHOMY JIOKYMEHTY  (JIHCT
rOCYJapCTBEHHOMN PErUCTpaIiy, cueT-GpakTypa, HaKJIaaHas, peecTp, akT).

B ciydae oTCyTCTBUSI CONPOBOIUTENBHOTO JOKYMEHTA COCTABIISAETCS aKT IIpHeMa.

[Ipn oOHapyxeHWHM B TMPUHUMAEMBIX TMAPTUSX PACXOXKIECHUN C JaHHBIMH COIMPOBOAUTEIHLHOTO
JIOKYMEHTA, a TaKKe MPUCITAHHBIX 0e3 3aKa3a HEHY)KHbBIX WU JAe(PEeKTHBIX 3K3EMIUISIPOB OpraHU3aluu -
MOCTABIUKY TPEABABISIOTCS MPETCH3WH B TeueHWe 1 mecsma ¢ MOMEHTa MpueMa MapTHh HOBBIX
MOCTYIUJICHUH.

7.2. ®opmoOii CyMMapHOTO yueTa SIBJISETCS KHUTA (KYpHAJ, JIMCThl CyMMAapHOTO ydeTa OMOJIHOTECYHOTO
¢GoH/1a) B TPAJAUIIMOHHOM MIJIM MAlIMHOYMTAEMOM BHUJIC.

He3aBucumo oT Xapaktepa MaTepHUaaIbHOTO HOCHUTENS Y4eTHOW (OpMBI, CBEICHHS O JBIDKEHUU (OHIA
bukcupyercs B 3-x yacTax «KHHTH CyMMapHOro ydera OmOiuoTedHoro GoHma» win Apyroud gopme
CYMMapHOTO y4era:

gacth 1 - «[loctymenue B ¢oHA», dacTh 2 - «BpiObiTHE M3 GoHAA», dYacTh 3 - «MTOTM IBHKCHHS
donma»

7.3. CBeneHus 0 MOCTYNMHUBIIMX B OMOIMOTEUHBINH (POHA JOKYMEHTaX (DUKCHUPYIOTCS B MEPBOM 4YaCTH «
Kuauru cymmapnoro ydera 6mubmuoreyHoro (oHma» B MOKAa3aTeNsX : JlaTa U HOMEpP 3al¥CH, UCTOYHHK
NOCTYIUICHUsI, HOMEp U/ WM JaTa CONPOBOAMTENBHOTO TOKYMEHTA, KOJMYECTBO MOCTYITHBIIMX
JOKYMEHTOB (BCEro, B TOM YHCJIC IO BHIaM, COACPIKAHUIO M SI3bIKC KOPEHHOW HAI[MOHAJILHOCTH),
CTOUMOCTH MPUOOPETEHHBIX JTOKYMEHTOB.

B « Knure yuera 6ubnuoreunoro ¢onna LleHTpann3oBanHOi OMOIMOTEYHON CUCTEMBI

(LIBC)» conepkaTcs CBeAEHHs O Tepenade JOKYMEHTOB M3 OT/eNa KOMILICKTOBaHUS U 00pabOTKU B
CTPYKTYpHBIC TOApA3JEICHUS IEHTpaIbHOW OuOIMOTeKH, B OHONMMOTEKU-QUIHANBI, U3 OJHUX
CTPYKTYPHBIX MOJIpa3ieliecHuii B ApyTHeE.

7.4. CBenieHus 0 BBIOBIBIIUX M3 OMOIMOTEKH JOKYMEHTAX OTPa)KaIOTCsl BO BTOPOH YacTH

« Kaurm cymmapHoro ydera OubmuoredHoro ¢GoHma» WM Apyroi (opmMe CyMMapHOTO ydeTa ¢
YKa3aHUEM MPUYUH UCKITFOUCHHUS.

st yaeTa u KOHTPOJISl CIIMCAaHHBIX TOKYMEHTOB BBOAATCA nokaszatenu «llepegano», «lIpogano», «Coano
B MaKyJIaTypy».

7.5. Ha ocHoBanum 1.5.1.2. Hacrosmed MHCTpykinmm OMOJMOTEKH BIpPaBE BBOJIUTH JOIOTHHUTEIIbHBIC
NOKa3aTesy, yYUTHIBAIOIIKE CTIeHU(UKY KOHKPETHOM OMOIMOTEKH.

7.6. HaGop moxasareneil, OTpaXaloIIMX pachpeneieHne IOKYMEHTOB IO BHIaM M COJIEPKaHUIO,
UJCHTUYEH BO BCEX TpeX dYacTax « KHWru cymmapHoro ydera OHOIMOTEYHOrO (OHIA» WA JAPYTOu
dbopMe CyMMapHOTO y4eTa.

7.7. Utorun nBwxkeHuss (oOHIA MOABOIATCS B 00s3aTENbHOM TOPSAKE 3a TOA. B 3aBHCHUMOCTH OT
MPUHSITOTO MOpsAIKa yyeTa B OMOIMOTeKe UTOTH ABMXKEHUS (POHIa MOTYT MOJBOAUTHCS 3a KBApTall WU 3a
MOJTyTOINE.

7.8. OtpaxkeHHe OTAENbHBIX BHUIOB JOKYMEHTOB B « KHure cymmapHoro ydera» wid apyroit ¢opme
CYMMAapHOTO y4YeTa.

7.8.1. ITocrymnenns ABJI, MukpodopM, 3JEKTPOHHBIX W3JaHWH Ha MalIMHOYHMTaeMbix Hocutensx (CD-
ROM, mynpTuMeua, AUCKETa) OTPAKAIOTCS B TIEPBOM YacTh «KHUTM CyMMapHOTO y4eTa» ¢ JalbHeHen
JeTanu3alnen mo BUjaM JOKYMEHTOB. AHAJIOTMYHO (PMKCUPYIOTCS TaHHbIE O BBIOBITUH BO BTOPOW YacTH
«Kuauru cymmapHoro ydera 0ubauoredynoro Gonga». UToru nBukeHus: HOJBOAITCS B TPEThEH YacTH.
7.8.2. Bce mepuoamveckve W3MaHHS HE3aBHCHMO OT MaTEpHAIBHOW OCHOBBI HOCHUTENS WHMOpMAaIuu
MOJJIEKAT CyMMapHOMY YYETY.

Ilpumeyanue: Benenne cyMMapHOro ydera raser B LleHTpanm3oBaHHBIX OMOIMOTEYHBIX CHUCTEMAax
pelraeTcss B COOTBETCTBUU C BO3MOXXHOCTSIMU U peaTbHOU HEOOXOJUMOCTHIO TAKOTO yUeTa.

OcHoBaHMeM /Ui BHECEHHUS MepuoIUYecKuX u3gaHuil B «KHUTY cymMMapHOro yuyera OUOIMOTEYHOTO
dboHIa» ABIAETCS aKT, COCTABIISIEMBII TOydaTeIeM 10 Mepe 3aBEpIICHUS MOCTYIUICHUIA TIEPUOTUYSCKUX
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B 3aBucMMOCTH OT HpPUHATOrO B OMOJIMOTEKE MOpSAAKA ydeTa MOJBEACHHWE HMTOTOB JBIXKEHUS
NePUOANYECKUX U3JaHUM MOXKET POU3BOIUTHCS 3a KBapTall, MOJIYroUe WK T'OJl HA OCHOBAHUHU aKTOB.
8. MHAUBUIYAJIBHBIN YYET JOKYMEHTOB
8.1. UnauBuayanbHbI Y4eT KaKIOTo SK3EMIUIApa JTOKYMEHTAa WIM KaKJOrO0 Ha3BaHHUS JIOKyMEHTa
IPOM3BOIUTCS C TIOMOIIBIO METO/I0B MHBEHTAPU3ALMHU C IPUCBOCHUEM JIOKYMEHTY MHBEHTApHOTO HOMepa
WIM perucTpanuy JOKyMeHTa 0e3 NMPUCBOCHMSI €My MHBEHTapHOro Homepa. MHauBHIyalbHBIM HOMEp
3aKpeIuIIeTcs 3a TOKYMEHTOM Ha BCE BPEMsI €ro HaXOXKJeHHs B (POHIe OUOIHOTEKH.
8.2. ®opma MHIMBUIYATLHOTO yUeTa JOKYMEHTOB SIBJISCTCS KHW)KHAS (MHBEHTApHAs) KHUTA, KAPTOUHAS
(kapTouka Y4YETHOTO KaTajora), JHCTOBas (JIUCT aKTOBOTO y4eTa), PErMCTpAllMOHHAs KapTOdKa Ha
OIpeIeIeHHbIN BU n3anus (B TOM YHCiie 3JeKTpoHHOTo min ABJI).
[Ipu aBTOMATH3MPOBAHHOM TEXHOJOTMM CO3JArOTCs (ailyibl, coaep)KalMe BCIO HEOOXOAMMYIO
uHpopmaruto 171 GOpMUPOBAHHMS JIFOOOH U3 POPM WHINBUIYAIHHOTO YUETa.
8.3. ®opMbl HMHIMBHIYaJIbHOIO YyYeTa JOKYMEHTOB B 00S3aTEIbHOM MOPSAAKE IOJKHBI COJAEPKaTh
CIeyIoIIKe MOKa3aTeNn: 1aTa 3aluCH, HOMEP 3alucu
B «KHUTe CyMMapHOro ydera OuOIMOTeUHOro (OHIA», MHBEHTAPHBIM HOMEp, aBTOp W 3arjaBue, TOJ
U3JIaHus, 1IeHa, OTMETKA O MPOBEPKE, HOMEP aKTa BHIOBITHS.
B «IIpumeuanum» yka3pIBaeTCs HATMYKE U BUJ TIPUIIOKEHUS K OCHOBHOMY JIOKYMEHTY.
8.3.1. /st 0co60 EHHBIX U peaKkux u3AaHuil B «lIpuMeuaHun» yKa3pIBalOTCSI OCOOCHHOCTH IK3EMILISIPA,
OIIPEICTISIONINE €r0 IICHHOCTh (HaM4Me YHHKaJIbHOTO IeperuieTa, aBTorpada, pacKpaleHHbIX OT PYKH
WUTIOCTPAIMIA U T.I1.) WK Ae()EKTHOCTh (OTCYTCTBHE HECKOJIbKUX JIMCTOB TEKCTA, TPABIOP U T.I1.).
8.3.2. MuauBuAyanbHBIH y4YeT W3JaHUM, HEONMyOJMKOBaHHBIX JOKyMeHTOB, ABJI, mukpodopwm,
AMIEKTPOHHBIX M3AAHUM OCYIIECTBISETCS B OTIACIBHON I KaXAOro Buia (GopmMe HHIMBUIYaTHHOTO
ydera.
VYuer CD-ROM, mynbTuMenua, JUCKET BeleTcs B JIF0OOH U3 (OpM MHIWBUIYATBHOTO YUeTa.
8.3.3. NumuBuayanbHblii yuer mporpamMMm Uit OBM u 6a3 JaHHBIX BEOETCS HAa PErUCTPALMOHHBIX
KapTOuKax WIN Jpyroi mpuMeHseMoil B 6ubnuoreke Gpopme ydyera. B yueTHbIX TOKyMEHTaxX OTpakaloTcs
CJICAYIOIINE CBEICHUS:
[] maTta MOCTYIUIEHHUS;
] Ha3BaHme nporpamMmbl IBM unn 0a3bl NaHHBIX;
| HauMeHOBaHue co3aaTeNs (IOPUAMIECKOe W PU3HYECKOE JIHIIO);
[l marta co3maHus MPOTrpaMMBlI,
[ meHa mpuoOpeTeHHUS,
) nocurenb uHpopmanuu (CD-ROM, mynbTrMeHa, IUCKETA).
9.YUET BbIBbITHUS JOKYMEHTOB U3 BUBJIMOTEYHOI'O ®OHJIA
9.1. BeiObiTHE NOKYMEHTOB U3 (hoHIa opopmisercs aktom 00 uckimodeHun (cm. [Ipunoxenue 8 -10) u
oTpaxaercs B « Knure cymmapHoro ydeta» u B popMax HHIMBUIyaIbHOTO yuera (oHaa. B kaxxaom akte
(UKCUPYIOTCS CBEICHUS O JOKYMEHTaX, MCKJIIOYaeMBIX IO OJHOM NpHYHHE. BETXOCTh ((usmueckuii
U3HOC), JICPEKTHOCTh, YCTApeloCTh IO COJACPYKAHHIO, AYOJCTHOCTh, HEMPO(UIBHOCTh, yTpara
(c yka3aHHEM KOHKPETHBIX OOCTOSTENILCTB YTPAThI: Mpomaka u3 (POHIOB OTKPHITOrO JOCTyIA WM IO
MEBA, yreps ynuTaTensiMu, XMIIEHNUE, B pe3ybTaTe OEACTBUI CTUXUHHOTO U TEXHOTEHHOTO XapakTepa, mo
HEYCTaHOBJICHHBIM TpUYKMHAM (HemocTava).*
9.2. BriobiTiie AB/I, 2eKTpOHHBIX M3AaHUN 1 MUKPOGOpM 0hOPMIISIETCSI aKTOM € YKa3aHUEM NMPUYHH U
000CHOBaHMSA UCKITIOUEHHS UX U3 (poHIa OUOINOTEKH.
B axt moryt Bkimtouatbest ABJl pa3nuyHOro Buaa, HO CIHCHIBAEMBIE 110 OJHON TPUYHUHE.
9.3. JI1s1 KOHTPOJIS HAJl IPOIIECCaMH pa3MarHUYMBaHUS 3amuceil 0hOpMIISIETCS aKT, WM JIENAETCs 3aIHCh
B COOTBETCTBYIOILIEM KypHAJIE.
*TIoHATHS «BETXOCTB», «IE(EKTHOCThY, KyCTAPENOCTh», «1y0IETHOCTE», «HENPOPUIBHOCTH», « yTpaTa»
ONPEACIISIOTCS B COOTBETCTBUM C TEPMUHOJIOTUYECKUMHU CIIOBApHBIMU HOpMamu U ctanaaptamu CUBA/I.
9.4. HenpuroaHsle U UCIIOIB30BaHUS U HETOIAIONIMECS PECTaBPallii MUKPO(GOPMBI CIIHCHIBAIOTCS 110
pUYMHAM:
- HEKQ4eCTBEHHOT0 (hOTOrpauueckoro n300paxeHus,
-1e(eKTOB MUKPOIUIEHKH (CKpYYHBAHUS U T.I1.);
- MEXaHUYECKUX NOBPEXIeHHH (pa3pbiBbl, 0OJIOMBI U T.I1.).
9.5. K Axry npumnaraercsi CHUCOK JOKYMEHTOB, MOAJIEKAIIUX UCKIIOUYEHHUIO, IOMYCKAeTCs 3aMeHa CITUCKa
KHIDKHBIMH (DOpMYIIsIpaMul [T TOKYMEHTOB, HE COCTOSIIINX Ha OyXTralTepcKOM ydeTe.




Jlnst TOKyMEHTOB, 00pa0OaThiBaeMBbIX TPYIIIOBBIM CIIOCOOOM, BMECTO CIIMCKA JIAeTCs IepeueHb
PETUCTPALIMOHHBIX HOMEPOB, BUJ CIIUCBIBAEMbIX U3JaHUH, UX KOJIUYECTBO.
9.6. AKTBl Ha crnucaHWe HW3JaHUN, YTpaueHHBIX B pE3yJbTaTe yTepH, MOPYH, XUIICHHS, OeJCTBUI
CTUXUITHOTO M TEXHOT€HHOI'O XapaKTepa, IpU OTKPBITOM J0CTYyIE K (POHY, YTBEPKIAIOTCS HA OCHOBAHUU
COOTBETCTBYIOLIMX JIOKYMEHTOB, MIOATBEPKIAIONINX YyTPaATy (IPOTOKOJ, aKT, 3aKIFOUYCHUE U T.I1.).
JUis moaTBEepkKIEHUST HEBO3MOYKHOCTH B3bICKAHUS 3aJ0JDKEHHOCTH C YMTaTels B KaueCTBE OCHOBAHUSA
NPUHUMAIOTCS 3a(UKCHPOBAHHBIE B YUTATEIHCKOM (DOpMyIsipe HallOMUHAHHS O BO3BpaTe JOKYMEHTOB,
HalpaB/IeHHble OMOIMOTEKOM B ajpec uuTarens B BUAE 3aKa3HOIO MHCbMA WM OTKPBITKH C
YBEIIOMJICHHEM, a TaKXKe CIIPABKH U3 aJJpeCHOT0 CTOJIA, OTKA3 Ha B3BICKAHUE 110 UCIIOTHUTEIHHOMY JIUCTY.
9.7.J10KyMEHTBI, IPUHATBIE OT YUTATENEeH B3aMeH YTepsHHBIX, (pukcupyrorcs B «TeTpagu ydyera KHUT U
JPYTruX JOKYMEHTOB, MPUHATHIX OT YMTATENIeH B3aMeH yTepsSHHbIX». Ha OCHOBaHMM ClleNaHHBIX B HEH
3allucel  COCTAaBJIAIOTCA AaKThl Ha IIOCTYIUIEHHE M BBIOBITHE, KOTOpbIE DPETHCTPUPYIOTCA B
COOTBETCTBYIOIINX YacTAX «KHUIrM cymMmMapHOTro yyeta 6u0IuoTeyHoro GpoHaa».
Ha mpueM paeHer oT uuTaTeneil B3aMeH YTEPSHHBIX KHUI WIM APYrUX JOKYMEHTOB COCTaBIISIETCS
NPUXOHBIN OpJep M YUTATEIIO BbIIACTCS KBUTAHIIHS.
9.8.AKThl Ha cHHMCaHUE JOKYMEHTOB BHU3HMPYIOTCS KOMUCCHEW IO COXPAaHHOCTH (POHIOB WIIU JPYTrUM
KOJIJIETHAJIbHBIM OpraHoM 10 (OHJaM TMpU JAUPEKIMHU. 3aBU3MPOBAHHBIC AaKTHl YTBEPIKIAIOTCS
JUPEKTOPOM OMOIMOTEKH, 3aMECTUTENIEM JUPEKTOpa MM JPYTUM YHOJIHOMOYEHHBIM Ha TO JIHMIIOM, 32
UCKJTIOUEHHEM CIIy4aeB , perIaMEHTHPOBAHHBIX 3aKOHOAATEIbCTBOM.
9.9.JIokyMeHTHI, HCKJTFOYaeMble KaK HEMPOPUIbHBIC U AyOJIETHBIC, MOTYT OBITh O€3BO3ME3THO TIEPEIaHbI
B TOpSAKE KHUIOOOMEHa B Jpyrue OMOJIMOTEKH IO aKTy 4depe3 OOMeHHble (GOHABI B OMOIMOTEKH-
JIETIO3UTAPUH WITH HETIOCPEACTBEHHO M3 OMOIMOTEKH - (hoHT0AepKATENS B OMOIUOTEKY - TTOTydaTelb.
9.10. Ilponmaxxa cnucaHHBIX U3 (POHIOB OMONMMOTEKM TOKYMEHTOB MPOU3BOAUTCS B COOTBETCTBUH C
IIPaBOBBIMH HOPMAaTUBHBIMU aKTaMu, a Takxke [lonoxxennem unu YcraBom OUOIMOTEKH.
JleHexXHbIE CpellCcTBa 3a peali30BaHHbIC M3JAHHs MOCTYMAIOT Ha cYeT OMOJIMOTEKH M PacXoIyloTcsl B
coorBeTcTBUM ¢ « IlomoxkeHneM 00 OCHOBax XO3SIMICTBEHHOW JAEATENBHOCTH M (PMHAHCHUPOBAHUS
OpraHu3aliii KyJIbTypsl U HcKyccTBa» (1995 1.).
9.11.CBenenus O BBIOBIBIIMX W3 JAEHCTBYIOIIUX (OHIAOB OMOIMOTEKH MOKYMEHTAX PETUCTPUPYIOTCS B
COOTBETCTBYIOIIUX Tpadax BTopoi uyacTu «KHHTM cymmapHOro y4era OMOIHMOTEYHOTO (HOHAA» WIH
apyroil ¢opme cymmapHoro yuera. MHQopmanus o BBIOBIBIIMX JOKYMEHTaX OTPaXKaeTcs BO BCEX
YUYETHBIX (OpMax, KaTajorax, B TOM YHCJIE€ CBOJHBIX U LIEHTPAIbHBIX, KAPTOTEKAX, O YEM MPOU3BOIUTCS
COOTBETCTBYIOIAs 3alKCh B aKTE HA CIIMCAHUE.
9.12.UckmoyeHHble U3 (OHIOB MUKPO(POPMBI Ha TaJIOTCHUAOCEPEOPSHON TUICHKEe (HEeraTuB, MO3UTHUB)
HoJuIeXkaT clade Kak cepedpocojepikaliie OTXOJIbl B COOTBETCTBUM C HOPMATHBHBIMHM IPaBOBBIMHU
aKTaMH O MOPSIKE MPUEMKH U TiepepadOTKe JIOMa U OTXO0B JAParoleHHbIX METAJIIOB.
9.13. Cnucanue AOKYMEHTOB, COCTOSIIIMX Ha OYXTaJITEPCKOM Yy4YeTe, MPOM3BOJIUTCS C MPUMEHEHUEM
NEePeOLIEHOYHBIX KOA((UIIMEHTOB MM PBIHOYHOW IIEHBI B ciiyyae, eciu (oHa Obu1 mepeorieHeH. B
CIOPHBIX CIIy4asX BONPOC O CTOMMOCTH YTPAu€HHBIX KHHUI U JAPYIMX MAaTepHaroB BBIHOCUTCS Ha
00CYXJICHNE KOMHCCUH MO COXPAHHOCTH (MJTH JPYroro KOJUICKTHBHOTO OpraHa o GpoHaam).
Komuccus BrnpaBe NpUMEHHMTh BCE MEpeOLCHOUYHbIe K03(duImeHTsl, ycTaHoBIeHHbIe [IpaBuTenbcTBOM
Poccniickoit denepanuu ¥ PpHIHOYHBIE LIEHBI, @ TAKXE ONPEACIUTh JPYrue BUIABI U Pa3Mephl
KOMITEHCAIH yiiep0Oa B cooTBeTcTBUH ¢ [IpaBuiaMu moias30BaHusi OMOIMOTEKOM.
[Ipu yTepe uay XUIICHUU LEHHBIX M PEIKUX KHUT JUIS ONPENENICHUS UX PEATbHOM CTOMMOCTH KOMHCCHUS
MOXET NPUBJIEKATh K CBOEH paboTe COOTBETCTBYIOLIMX 3KCIEPTOB, a TAK)KE HUCIOIb30BaTh MaTEpUaIbI
HaYYHO-METOJIMYECKUX LEHTPOB, KHUKHBIX ayKLIMOHOB M SpMapok. B 3Tux ciyuyasx ompeneneHue
IPUYMHEHHOTO yliep6a mpeaesibHbIMU K03(pPUIIMEeHTaMU KPATHOCTH HE OTPaHUYNBACTCS.
Pemenne xomuccuu 00 OLEHKE M3JAHUNA U JIPYTMX MaTepuanoB o(popMIsieTcss akTOM, KOTOPBIM CITYKUT
OCHOBHBIM JJOKYMEHTOM, yJOCTOBEPSIOLUIMM UX CTOMMOCTh NP OCYILECTBICHUU JAIbHEHIINX NeHCTBUI
CO CTOPOHBI AUPEKINH IO B3BICKAHUIO C BUHOBHOTO MaTEPUAILHOTO yIepoa.
10. MPOBEPKA BUBJIMOTEYHOI'O ®OH/IA.
10.1 B cootBerctBuM ¢ 3akoHOM Poccuiickoit ®depepamun «O OyxrantepckoMm ydere» (1996 r.)
oOsi3aTenbHas MpoBepKa GoHIA MPOU3BOIUTCS
] mpu CMEHE MaTepHaIbHO OTBETCTBEHHOTO JIUIIA;
| IpH BBISIBIIEHUH (DAKTOB XUILEHUS, 3JI0YIOTPEOJICHUS U TOPYU JOKYMEHTOB;
(] B ciydae CTHXUHHOro O€ICTBMA, MOXapa WM JAPYIHX YPEe3BBIYAMHBIX CUTYalMsSX, BBI3BAHHBIX
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) mpu nepenay Gpoxaa GMOIMOTEKH WM €€ YacTH B apeH.y;

| mpu peopraHU3alK U JTUKBUIAITUN OMOITNOTEKH.

10.2. TIpoBepka OUOMHOTEYHBIX (POHIOB OCYIIECTBISETCS B COOTBETCTBUU C MUCHhbMOM MUHHUCTEpPCTBA
¢bunancoB PO «O6 nHBeHTapu3anuu OMOIMOTEUHBIX (POHTIOB

B CJICTYIOIINE CPOKH:

] Hambonee niennbie GpoHIBI, XpaHsmecs B ceriax - eXXeroaHo;

] pequaiinme GOHBI - OMH pa3 B 3 TOJ1a;

U] meHHbIe (POHIIBI - OAWH pa3 B S JIET,

) pornpr 6n6mnoTex 10 100 ThIC. yUeTHBIX €IUHMIL - O/IUH pa3 B 5 Jer;

[l porapr 6ubmmnoTek oT 100 ThIic. 10 200 THIC. YY4ETHBIX €IUHUIL - OJIUH pa3 B 7 JIET;

U ponast 6ubamorek ot 200 ThIC. 10 1 MITH. yUeTHBIX eMHUII - oAauH pa3 B 10 ner;

[l ¢onmpr OmOMMOTEeK cCBbImE 1 MITH. YYETHBIX EJWHHI] - IOJTAllHO B BBHIOOPOYHOM TIOPSJIKE C
3aBepIleHNEeM MTPOBEPKH Bcero GpoHa B TeueHue 15 mer.

[IpoBepka OubOMMOTEUHOTO (OHIA WIIM €ro 4YacTH TPU CMEHE PYKOBOAUTENS OUOIMOTEKH WIIH
CTPYKTYPHOTO IMOJIpa3/ieiCHus, UMeIoIIero oubnmmorednbiec GoHabl (poHI0ACpIKATENS), TPUPABHUBACTCS
K O4€pEeIHOMY CPOKY.

10.3. Metoauka mnpoBeneHHs] MpPoBepKu (HOHIOB B OMOMMOTEKAaX PpErijaMeHTUPYEeTCS HHCTPYKTHBHO-
METOJUYECKON ¥ TEXHOJOTMYECKOM TOKYMEHTaluedl BHYTPUOHOIMOTEYHOrO (MEXOTICIBCKOrO |
BHYTPHOT/ICIIBCKOTO) 3HAUCHHMSI.

[TpoBepka 3aBepiaeTcsi COCTaBIEHUEM aKTa C OOBSCHUTENIBHOMN 3aUCKONW M CHHCKOM OTCYTCTBYIOLIUX
U3JaHAN.

10.4 Pe3ynbTarhl MPOBEPKHU, 3a)UKCUPOBAHHBIC B aKTE, PACCMATPHUBAIOTCS KOMUCCHEH MO COXPaHHOCTH
WIH IPYTUM KOJUIETHAIBHBIM OPTaHOM 110 (DOHIaM.

Ha ocHoBaHMM perieHust akT 0 CIIMCaHUU NIEPeIacTCsl Ha yTBEPKIACHUE

10.5 B ciydae mpeBbIIICHUs YTBEPKISHHOTO HOPMATHBA yTPaThl JOKYMEHTOB IO HEYCTaHOBJICHHBIM
npuurHaM (11.5.1.2. Hacrosimeit MHCTPYKIIMH) MPHUHUMAIOTCS MEpPhl K BO3MEIICHHIO yinepba, mpu
Pa3HOTIIACHSX aKT MEepelaeTCs YIPETUTEIIO.

Ecnu BUHOBHBIE JHUIAa HE YCTAHOBJIEHBI WM CyJl OTKa3ajl BO B3bICKAHUM YOBITKOB C HUX, TO YOBITKU OT
HEJOCTa4H CIIUCHIBAIOTCS HA YMEHbBIICHUE (PMHAHCUPOBAHUS

11. AEJOMMPOU3BOJACTBO B OPTAHU3AIIUU YUETA ®OHIA

11.1.0Opranuszanust paboThl ¢ JOKYMEHTaMH 10 Yy4eTy OMOIMOTedHOro (oHAa OCYLIECTBISETCS IO
npaBuiaM Befenus aenonpousBoactsa (TOCT 6.30-97) VuuduimpoBaHHas CHCTEMa OPraHU3aIHOHHO-
pacnopsANTEeNsHON MoKyMeHTaluu. TpeboBaHus K 0)OPMICHHIO TOKYMEHTOB.

11.2. OcHOBHBIE TOKYMEHTHI, B KOTOPBIX OCYILECTBISETCS YUET, MOAJIEKAT TOCTOSTHHOMY XPaHEHHUIO KaK
JIOKYMEHTBI CTPOTOM OTYETHOCTH.

11.3. Cpoku xpaHeHHS YYETHBIX JOKYMEHTOB YCTAHaBIMBAIOTCA B COOTBETCTBUU C IIPaBHIIaMU
OpraHMW3alli TOCYNapCTBEHHOTO apXWBHOTO Jena. Jlms HEeKOTOphIX KaTeropuii JOKYMEHTOB,
o0ecnevynBaroIuX yYeT U COXPaHHOCTh (DOHIOB. Y CTaHABIMBAIOTCS CIEIYIOIINE CPOKH XPAHEHUS:

KaTteropuu 10KkymMeHTOB * Cpoku XxpaHeHHs
Knauru u BemoMocTu ydera 6nbanoTeqHoro GpoHaa ITocTosgHHO, 10 TUKBALALINU ONOINOTEKU
VYueTHBI KaTaIOT ITocTostHHO, N0 TUKBUIALAN OUOIMOTEKHA
Onucy MHBEHTAPHBIX HOMEPOB ITocTosHHO, 10 TUKBUIAIMH OMOIMOTEKH

ConpoBoauTeIbHbIC AOKYMEHTHI (HaKJIaaHbIe, OIHKCH, CueTa, | 5Jer mocie mpoBepku (Gonma **
CIIMCKH Ha MOCTYMAIOIIYIO JTUTEPATYPY)

AKTBI Ha KHWTH, KYpPHAJIbI, OpPOIIIOPHI U Ap., TMOJy4eHHBIC 0€3 | 5 et
COIIPOBOAUTCIIBHOTO JOKYMCHTA

3asBiIeHUS, JOKJIQIHBIE 3alUCKHU O MOJTYYEHUH B Jiap 5 ner

AKTBI O TOKYTIKE KHUT U Ap. JOKYMEHTOB Y YAaCTHBIX JIUILL ITocTosIHHO, 710 TMKBHUIAIMHA OMOIHOTEKH

Kuurn (reTpaam) ydera HW3AaHWN, NPUHATHIX OT yuTareneil | [IoCTOSHHO, 10 TUKBUAANNN OUOIHOTEKH
B3aMEH YTEPSIHHBIX

AxTBI Ha cnucaHue (HCKIIOYEHHE) MPOM3BEACHHN medaT wiH | [IocTOSHHO, 10 JIMKBUAAINN OHOIHOTEKN
JOpYruxX JTOKYMEHTOB, aKThl MPOBEpKH OnOmmoreunbix (oHmoB, | ** Cpok xpaHeHHs ucumcisercs c 1
KapTO4YKM YYETHOIO KaTajJlora Ha IIOJIHOCTBIO BBIOBIBIIYIO | IHBapsh  Iojia,  CIEAYIOIIEro  Iocie
auteparypy. * B ToM uncie Ha MUKpogopMax. 3aBepIICHHs] TPOBEPKU OMOIMOTEYHOTO
dbonma.




11.4.1To ucreyeHUH CPOKOB XPAHEHUS YUETHBIC JOKYMEHTHI MOUIEKAT YHUUTOKEHUIO B YCTAHOBICHHOM
HOpSTIKE.

B mensx kBanu(UIMPOBAHHOTO pEUICHHUS BOMPOCOB O CPOKAaX XPAaHCHHsS YUYEHOH JTOKyMEHTalluu
OMOJIMOTEKH BIIPABE MOJB30BATHCS YCIyTaMH apXUBHBIX CITYXO.

11.5.Coznepsxamiasics B y4eTHBIX JOKYMEHTaX WH(POpPMALKs MOXKET OBITh IEpeHeceHa HAa MUKPOHOCHTEIIH.
11.6.i3MeHeHHUsI, BHOCHUMBIC B Y4YETHBIC AOKYMEHTHI (OIIMOOYHO MPOCTABICHHBIC HOMEpa, 3aMeHa
IPOCTaBJICHHBIX HA U3JIAaHUSIX U IPYTUX JOKYMEHTaX WHBEHTApHBIX HOMEPOB HOBBIMH IPHU yTepe (POpPMbI
WHAMBUAYAJIbHOTO YYeTa, MEepernucKka PerucTpallMOHHBIX KapTOUYeK Ha MEPUOJAUYECKUE U IPYTHe BUIBI
U3AaHUA W T.N.) TPOM3BOAATCS C pa3pelleHHs JOJDKHOCTHOTO JIMIA U JOKYMEHTAIBHO O(QOPMIISIFOTCS
(pacmopsikeHHEM, CITYKEOHOM 3aITUCKOM U T.I1.).

11.7.Ytumuzauua AB/I npon3BoauTcst B COOTBETCTBUU C YCTAaHOBJIEHHBIMU ITPaBUIAMH.




