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dIIOPSJIOK YUETA JIOKYMEHTOB,
BXOJIAIINX B COCTAB BUBJIMOTEYHOI'O ®OHJIA
MBY MIIb MP YOUMCKUMN PAVMOH PE:

I. OBIIIME ITOJIOXEHUNA

1.1. «Ilopsiiok ydyeTa JOKYMEHTOB, BXOMSINMX B COCTaB (hOHIA MynununansHOro 6:0KETHOrO
yupexnenus «Mexnocenendeckas IeHTpalbHas OHOIMOTEKAa» MYHHLMIATLHOIO paiioHa
Yumckuii paiton (naee - «L[BC») sBIseTCS HOPMATHBHBIM JIOKATBHEIM akToM MBY «MLb» u
paspaboTaH Ha ocHoBaHHH «IlopsiiKa ydeTa MOKYMEHTOB, BXOASIINX B COCTAaB GHOIHOTEYHOro

domzmay, yreepxaeHHOro nprukasoM Munuctepcrsa KynbTypel PO ot 08.10. 2012 roza N21077.

1.2. Vyer noxymentoB ¢onma IIBC sBusieTcs OCHOBOH OTYETHOCTH U IJIaHUPOBAHHS
nestenpHOCTH LIBC, cniocobeTBYeT 06ecnede Hnio ero coXpaHHOCTH.

1.3. Yyer BrIIOYaeT PErMCTPalMIO MOCTYIUIEHUS JTOKYMEHTOB B ¢orn LIBC, ux BHIOHITHS U3
¢onga IIBC, UTOroBbIe JaHHBIE O BEJIHYHMHE (o6veme) Bcero ¢onaa IIBC u ero 110J1pa3/IesIoB,
CTOMMOCTH OHIA.

1.4. OcHoBHBIe TpeGoBaHus, MpeNbsBIseMbIE K yueTy donma L[BC:
- IOJIHOTA ¥ JIOCTOBEPHOCTh YUeTHOH HH(OpMaIHH;
- OTIEPaTHBHOCTb;

- JAOKYMEHTHPOBaHHOE OQOpMIICHHE KaKJIOTO IMOCTYIUIEHHS B (GOHI M KAXKIOTO BHIOBITHS W3
¢donxa;

- COBMECTHMOCTD IIPHEMOB U (POPM YHeTa, HX HAIEKHOCTH TPH MapalIeTbHOM MCIIOTb30BAHHH
TPaJMIIMOHHOM ¥ aBTOMAaTH3UPOBAHHON TEXHOJIOIHH yyeTa;

- COOTBETCTBHE HOMEHKIATYyphl II0Ka3aTeleil ydyera (OHJAA aHATOTHYHBIM IIOKA3aTEIISIM
TOCYAapCTBEHHON OUOIHOTEYHOM CTATHCTHKH.

1.5. V4ery nomnexar Bce HOKYMEHTBI (IIOCTOSHHOTO, AJMTENIBHOTO, BPEMEHHOTO XpaHEHHs),
nocrynaroumue B o L{BC u BeiGpIBatromue us ¢donga [IBC, He3aBHCHMO OT BH/1a HOCHTE/IS.

1.6. Yuer n0KyMeHTOB BelieTcs B XKypHAlIE PerHCTpaLyH HHBEHTapHBIX HOMEPOB U B KHHTIE
CYMMapHOT'0 y4yeTa B TPaAMIHOHHOM M 3JIEKTPOHHOM BHJIE.



1.6.1. PerncrpamMyu WHIMBHAYalbHOro yueTa JOKYMEHTOB SBJAIOTCA: JKypHAl PErucTpanuy
WHBEHTAPHBIX HOMEPOB, KyPHaJl PerHcTpalyy GPOUIop i W3/laHuii 6e3 HHBEHTAapHBIX HOMEPOB,
KapTOUKa PerucTpalyy Ha ONpesieeHHbIN BH IOKYMEHTa JUIA raseT, XKYPHANIOB, ApYTHX BHIIOB
JOKyMeHTOB. JlomyckaeTcsi —Takke PETHCTPaMH — MHIMBHIAyaIbHOTO  y4eTa — CHMTATh
TOmOrpagMyecKylo ONHCh, YYETHBIH KaTaslor, YYeTHbIH ¢aiin ¢ BBHIXOJHBIMH (oOpMamH,
dopMHUpyeMBIMH B TOpAAKE HMHBEHTAPHBIX HIM HHBIX UICHTHOUKAIIMOHHBIX HOMEPOB
JOKYMEHTOB.

PerucTpsl HHIMBHAYQIBHOTO y4YeTa JIOKYMEHTOB donma LIBC coxepxaT PpEKBM3WTHL,
HICHTH(QUIUPYIOIIHE KX IbIH JOKYMEHT C YKa3aHHEM CBeJIeHUH 0 NOCTYILIEHHH JOKYMEHTa U O
ero BeIOBITHM U3 donaa LIBC.

1.6.2. PerucTpaMs CyMMapHOro y4YeTa IOKYMEHTOB SBIISFOTCS: «KHura cymmapHoro ydera
donaa Gubmorednoro ¢ponaay». «Kuura cyMmMapHoro y4era 6ubnunoTeysoro GoHAa» COAEPKUT
TPH B3aMMOCBS3aHHbIE JaCTH!

- «IToctynnenue nokymentoB B ponna LIBC»

- «BriObITHE HOKYMeHTOB U3 horaa LIBC»,

- «Atorn nemwxenus gorna [{BC: utoropsie AaHHbIe Ha KOHEIl OTYETHOTO NIEPHOIAY.
O606meHHbIe JaHHBIE OTPAKAIOTCS B KaXKI0H YaCTH KHUIH CYMMapHOTO y4eTa.

1.7. CyMMapHbIi ¥ HHIMBAAyambHBIH ydeT (oOHIa BexeTcs OTnenoM KOMIUIEKTOBaHUS H
ucnonp3oBanus equnoro porga I1BC U cTpYKTYpHBIMH NOAPA3ACICHAAMH [BC, senstomuxcs
bongonEpKATEIIMH.

1.8. Craructuueckas wuHpopMmamus o ¢opmupoanun ¢onza 1IBC no wuroram roza
npescTaBisercs Mo GopmMaM rocy1apCTBEHHOH CTATHCTHKH.

II. EAVMHULIBI VUETA ®OHJIA 115C
2.1. Benmunna (06beM) # IBmkeHHe HOHIA H3MEPSIOTCS B YHUQHUIMPOBAHHBIX €IMHUIIAX yeTa.

OCHOBHBIMH €IMHALIAMH yueTa JokyMeHTOB donna IIBC sBIsroTCS SK3EMIUIAP M Ha3BaHUE, UL
raser - ro/I0BOM KOMILIEKT ¥ Ha3BaHHE.

ﬂOIIOJTHHTCJII:HBIMH €IUHUIIAMHA Y4€Ta (bonna ABJIAFOTCS TICPEMJIETHAS €AWHHIA (FOHOBOﬁ
KOMIIIIEKT, eXXeMeCSYHbIH, xBapTaanmﬁ); 171 DNEKTPOHHBIX JTOKYMEHTOB - €IWHHIA naMsaTH
JaHHBIX.

2.2. O6mas BemuuuHa (onaa IIBC B menoM M ero moapasleNoB, B TOM YHCIE CETEBBIX
JOKATBHBIX JOKYMEHTOB M CETEBBIX YJANEHHBIX IOKYMEHTOB, YUHTBIBAETCA B JK3EMIULIpaX,
HOBBIE TOCTYIUIEHHUS - B 9K3eMIUIIpax W Ha3BaHMsAX.

YucI10 TOJOBBIX KOMILIEKTOB Ia3eT IPUPaBHUBACTCS K YHCITY SK3EMIIJIAPOB.
[II. VYET IOKYMEHTOB 110 BUJIAM U KATET OPUSIM

3.1. ITeyaTHbie H31aHus ¥ HeONMyOIMKOBAHHBIE TIOKYMEHTBL



K meyaTHBIM HM3JaHHSM OTHOCATCS THPAXKMPOBAaHHBIE M3JIaHHs, TOJIy4YECHHBIC NEYaTaHHEM HIIH
THCHEHHEM, TOTHrPadHIecKH CaMOCTOSTENFHO OhOPMICHHBIE - KHUTH, OPOIIIOPEL, XKYpHAIB,
NPOJIOIDKAIOIIMECS M3/aHHs, JMCTOBbIE HM3J@HWA, ra3eTl, M30M3JaHWs, HOTHBIC H3JAHHA,
Kaprorpapuyeckue HM3LaHWsA, HOPMATMBHO-TEXHMYECKHE M  TEXHMYECKHE JOKYMCHTEL
aBTopedepars AUCCEpTALM.

K Heomy6/IMKOBAHHEIM JI0KYMEHTaM OTHOCATCS PYKOIHMCHBIE JOKYMEHTEI (DYKONHCHbIE KHUTH H
apXMBHBIE JOKYMEHTHI), a TaKXKE IOKYMEHTBI, H3TOTOBJICHHbIC B EJAMHMYHBIX OK3EMILIAPAX,
SBISIOINHECS OOBEKTAMHM MHTEIEKTYalIbHOM COOCTBEHHOCTH (JENOHMPOBAaHHBIE Hay4YHbIE
paboTEl, IUCCEPTALNH, IPENPHHTEI, OTYETHl O Hay4YHO-HCCIEI0BATENbCKAX paboTax, IepeBOIbl,
OMMCaHUs anropuT™MOB H TporpaMMm OBM, NpoeKTHO-KOHCTPYKTOPCKas JOKyMEHTAIHs),
TAaKTH/IBHBIE PyKO/IE/IbHbIE H3IAHUS VI CIIENBIX U CIa00BAAAIIIX

3.1.1. Kuuru u 6pouIrops! YYHTBIBAIOTCS B 3K3eMIUIApax U Ha3BaHHsX.
Kax oTaeTbHBIHA 3K3eMILIAP U KaK OTJEIbHOE Ha3BAHHE YUHTHIBAIOTCA:
- Ka)KJI0€ OTeNbHOE u3ianue (KHura, 6pormopa);

- KaXJ10€ H3/1aHKe, BXOAIIEee B KOHBOIIIOT;

-KKIBIH  OTHENBHBIM TOM  (BBITYCK, 49acTh) MHOTOTOMHOrO  HM3JaHHMf, HMEHOLIMH
HHIMBUOYATbHOE 3arJIaBUE;

-K@XJas W3 OpOIMOp, BBINYIUEHHBIX B OOBEIMHAIOIEN HMX H3JaTelBbCKOH marke, 0065103KKe,
MaHXEeTKe;

-KaXjJas KHATA WIM OpoIIopa, BXONAIIAs B KHIKHYIO CEPHIO (HYMEpPOBaHHYIO MHIIH
HEHYMEPOBaHHYIO);
-OTJENbHO HM3aHHBIE NPHIOKEHHS K KHMraM H Opounopam, HMEIOIHE HHIMBHIyaIbHOC

3arjlaBue U CaMOCTOSATEJIbHOE 3HA4YCHUC.

3.1.2. JIOKYMEHTHI, BBINOJHEHHbIE pelbe(HO-TOUEHHBIM IIPHGTOM (mpudtom bpaiing),
YYHUTBIBAIOTCA B SK3EMIULIPAX U Ha3BaHHUAX.

DK3eMIUIAPOM JUIs JAaHHOTO BHIA H3JaHHH fBISETCH KaxJaad W3 KHAT KOMILICKTa,
00BbeIUHEHHBIX 00IIIUM Ha3BaHUEM.

Kak ogHO Ha3BaHHE YYHUTBIBACTCS KOMILICKT M3AaHU HE3aBUCHUMO OT 4YHCJIa BXOJAMIHX B HETO
KHHUT.

3.1.3. XKypHaibl ¥ IPOJO/DKAIONIMECS H3/IaHHUs YUHTBIBAIOTCA B SK3EMILIpax U Ha3BaHHAX.

3K3CMHJUIp0M CYUTAETCsd HOMEP, TOM, BBIITYCK, H3JaHHBIC I10 OTHEJIBHOCTH, a TaKXKE KOMILIECKT
HOMEpOB, TOMOB, BBIITYCKOB, NEePEIVICTCHHBIX B OTHH OJIOK U3JaTEILCTBOM.

Kak oaHO Ha3BaHHE YYHMTHIBACTCAd KOMIUIEKT HOMEDPOB, TOMOB, BEBIIIYCKOB, o6pa3ylonmx
OTAEJIBHYIO €IUHHIY C OTIMYHTCIBHBIM 3arjlaBucM. Hpﬂ W3MEHEHHH 3arjiaBus HOBOH yquHoﬁ
eIMHHULIEH CYHTACTCS U3aHHue, €CJIM U3BMCHECHHE BHECCHO B MEPBBIC IIATH CJIOB 3arjIaBHs.



HCpHOlIH‘ICCKHC MIPUJIOKECHUS K IKypHajlam, BBIXOISINME CaMOCTOSTEIBHO, HMEIOIIHE
UHIUBHOYAIBHOE 3ariaBuC H CO6CTBCHHy}O HyMepaluio, YYUTBIBAIOTCA Kak OTAC/IIBHBIC
SK3eMILISPBI H OTAC/IBHBIE HAa3BaHUA.

Kaxnas cepusi IIPOAOJDKArOIIETOCH W3OaHUs, HMEIIad WHIUBHAYAJIBHOE 3arjaBHC H
COGCTBCHH)’}O HyMEpAIHIO BBIITYCKOB, YYHTBIBACTCA Kak OTAEIBbHOE Ha3BaHUE.

Kaxmplii caMOCTOSTENbHBIH TOM (BBITYCK) NPOJOJDKAIOINErocs HW3JaHMS YYHMTHIBACTCH Kak
OT/EIbHOE Ha3BaHHUE.

3.1.4. Ta3eTsl yYUTHIBAIOTCS B FOJOBBIX KOMIUIEKTAaX H Ha3BaHHUAX.

Kak OJHO Ha3BaHHE YUYHTHIBAETCS KOMIUIEKT raszeT, 0o0pasyiOlMX OTIENbHYIO EIMHHIY C
OT/IMYHMTE/IBHBIM 3aryiaBueM. [IpH W3MEHEHHH 3ariiaBhsi HOBOHM yYETHOH eIMHMLEH CuMTaeTcs
W3/IaHHe, eCJIH U3MEHEHHE BHECEHO B IIEPBHIE IATH CIIOB 3arIaBHs.

OnHOHEBHbIE (Pa30BBIE) ra3eThl YUUTHIBAIOTCS B IK3EMILIAPax (HOMEp, BBIMYCK) H Ha3BaHHSAX.

OTnenbHO H3[IaHHBIE NEPHOJAUYECCKHE IPHIIOKCHHA K razeraM, HMeEKINUe HHAHUBHIAYAIBHOC
3arjiaBu€ u C06CTBCHH}’}O HyM€paluio, YYUTBIBAIOTCS CaMOCTOATEIIBHO.

3.1.5. MWzouwspanus (a1600MBI, KOMIUIEKTBI, OTIENbHBIC  JIACTOBBIC H3aHusA) H
penbedHOrpaduyeckue nocobus As Censx u c/1ab0BHIAIMNX YYUTHIBAIOTCH B OK3EMIUIApax U
Ha3BaHHUAX.

Kak OT/Je/TbHBIH 3K3eMILISP ¥ OTAEbHOE HAa3BAHHE YUHTBIBACTCS KaXIbIH JTHCT (BBIITYCK) CEpHH
M30M31aHu, He 00beIMHEHHBIE U3IaTeNIbCKOH NanKkoi (00710KKOH, MaHXeTKOH).

JIucTOBBIE M3NaHHUs, 0OBeIMHEHHbIE H3aTeIbCKON NanKoi (06710KKOH, MAaHKETKOH, 006epTKO)
VYHTBIBAIOTCS KaK OIMH K3EMILIAP ¥ OZHO Ha3BaHHUE.

3.1.6. HoTHbIe M3/1aHKs YUYUTHIBAIOTCS B 3K3EMIUISIpaxX W Ha3BaHUAX.

Kak oTienbHble 3K3eMILISPHI B OTAEIbHBIE HA3BAaHUS YYMTBIBAIOTCA:

- CAaMOCTOSITE/IbHBIE HOTHBIE H3aHHs, 00BEIMHEHHBIE B OZHOM IIeperieTe (KOHBOIOTE);
- OTZeJIbHBIE MApTHH (ToJI0ca) ¥ MAPTUTYpa (KIaBUp), H3JaHHbIE Pa3/IeIbHO.

Kax oiuH 3K3eMIUISp ¥ OJJHO Ha3BaHWE yYUTHIBAIOTCA!

- oTHenbHBIE MapTHH (ronoca), O6beIUHEHHBIE ¢ MAPTUTYPOH (KIaBUPOM) B OHOM H3JIaHHMH, a
TaK)Ke MapTHH, 00bEIMHEHHBIE H3/IaTeIbCKON ManKon (06I0KKOH).

3.1.7. Kaprorpapuyeckue H3JaHUs yIUTHIBAIOTCS B SK3EMIUIIpaX ¥ Ha3BAHUSAX.
Kaxk oTeTbHBIH 3K3EMILISAP U OTAEIPHOE Ha3BAaHUE YYMTHIBAIOTCS:
- ATJIachl, COCTOSIIME U3 OTIEIBHBIX HyMEPOBAHHBIX HJIM IaTHPOBAHHBIX BBITYCKOB;

- KaXK bl BBIITYCK cepuﬁHoro H3JaHUA KapThl HJIK aTjiaca.



Kak OIHH 5K3eMIUIAp M OJHO Ha3BaHHE YUMTHIBAE€TCH KapTa, M3JaHHAs Ha HECKOJIBKHX JIMCTaX
(mojuteXkKanmxX cKiekKe), 00beIMHEHHBIX OOIIMM 3ar/IaBHeM.

MHOrOTOMHBIE (MHOTONMCTOBBIE) KapTorpaduueckne H3JaHHA, OOBEJUHEHHBIE OOIIMM
3arJIaBHEM, YUMTHIBAIOTCS 10 KOJMYECTBY TOMOB M OJJHOMY Ha3BaHHIO.

OTHeNbHO HM3JaHHBIE, HO HE HMMEIOIIME CAMOCTOSTENHHOrO 3HAueHHs, KapTorpaduyeckue
TIPHIOKEHHUS K Pa3TMYHBIM H3JaHHAM (KHHTaM, Gponmopam, XypHaiaMm) YYUThIBAIOTCA €IHHBIM
KOMILIEKTOM C OCHOBHBIM H3/1aHHEM.

3.1.8. HopMaTHBHO-TEXHHYECKHE U TEXHHYECKHE JOKYMEHTHI ([TaTCHTHBIE JOKYMEHTBI, THIIOBBIE
TIPOEKTHl M YEPTEXH, KaTAIOTH IPOMBIILICHHOTO 00OpYHOBaHHSA H H3JC/IHH, HOPMaTHBHBIC
JOKYMEHTHI 110 CTAaHJapTH3alliH, TEXHHYECKHE YCIIOBUS, PYKOBOJISIIME JOKYMEHTHI U [PaBUIIa)
YYHUTBIBAIOTCA B 9K3EMIUIAPAX U HA3BAHHSIX.

Kak oJIMH 5K3eMIUIAp U OJHO Ha3BaHHE YYUTHIBAIOTCS CTaHIAPTHI M KATAJIOTH [IPOMBIILUICHHOTO
06OpyIOBaHHUs ¥ M3JEAH, BBITYIIEHHBIE B 00BbEIUHSAIOIEH MX H3aTeIbCKOM Manke (obmoxke)
TIpH HAJIMYHHU Ha Tanke oOIel NeHbl, COIep)KaHUs BCEro U31aHUs, €ANHBIX BBIXOHBIX JaHHBIX.

Kak OTHenbHBIA SK3EMIUISIp W OTJACIBHOE Ha3BaHWE YYHTHIBAIOTCS CTAHIApTBI U KaTajlOrd
IIPOMBILLIEHHOTO O00OpYOBaHHS M M3JIE/HMA, ApyrHe CIHeNHalbHbIe BHJBI JOKYMEHTOB,
BHIIYIIEHHEIE B BUJIE OT/AE/BHBIX JIMCTOB, €CIIH KaX/IBIA U3 HUX HMEET CBOM BBIXOJIHBIC [IaHHLIC,
1IEHY, TUPX, Ja)ke eCIM OHH 00BEIMHEHBI OJTHOH U3aTeIbCKON nankoi (00J10KKO#).

3.1.9. Heony6iMKOBaHHBIE JOKYMEHTBI YYHTBIBAIOTCS B 9K3eMIUIIPaX U Ha3BaHHAX.
Kak oauH 3K3eMIUISp ¥ OJJHO Ha3BaHHE YIUTHIBAKOTCS!

- [IeOHHpPOBaHHAs Hay4Has paboTa (KOMILIEKT, COCTOSIIMI M3 JBYX SK3€MIUIAPOB paGoTsI) H
COIIPOBOJUTENbHBIE JOKYMEHTEI,

- Heomy6IMKOBaHHBIE JOKYMEHTBI, COPOIIIOPOBaHHbIE HIIH COAEPIKALIMECS B OTACIBHOM MalKe.

JInst KOHCTPYKTOPCKOM JOKYMEHTAlMH €IMHMIECH ydeTa SBIAETCA 4YEPTEX MM IOJIHBIH
KOMIITEKT KOHCTPYKTOPCKHX JAOKYMEHTOB, OTHOCSIIMXCS K OTHOMY H3JEIHIO (00BEKTY).

3.1.10. OGHOBIsIEMOE NE€YATHOE M3/IaHWE YYUTHIBAETCH KAaK OTAEIbHOE Ha3BaHWE M OTIEIbHBIN
sk3eMiuiap npu nepsuunom noctymwieHnH B LIBC. Ilocrenyromme mocTymieHus BKIaJTHBIX
JIHCTOB, NIPeIHA3HAYEHHBIX U JOTIOIHEHHUS I 3aMEHBI COOTBETCTBYIOIIMX JIMCTOB B H3aHUH,
OTAEIBHOMY YYETY He IOJUIeXKaT.

3.1.11. ®akCUMHIBHOE U3/IaHUE YYUTHIBACTCS KaK OPUTHHAIL.

3.2. AyIuOBH3yaJIbHBIE JOKYMEHTBIL

K ayauoBu3yalbHBIM JOKYMEHTaM OTHOCATCS (POHOIOKYMEHTBI, BUIEOAOKYMEHTEI,
($OTOIOKYMEHTBI, KHHOJIOKYMEHTEI.

3.2.1. Enununamu ydera (oHAA ayIHOBH3YalIbHBIX JOKYMEHTOB SBIIAIOTCS OK3EMIUIAD H
Ha3BaHHeE.



Kax oT/IeIbHBIIH 3K3eMIUIIP YUHTHIBAIOTCS!

- IUCK - JUIA TpaMIlIaCTHHOK;

- KaTymIKa, KacceTa i 600MHa - IS MATHUTHBIX (OHOrpamm;
- KacceTa - /15 BUICOJOKYMEHTOB,

- Kajip - s GOTONOKYMEHTOB (IUANO3UTHBOB, CIIANHI0B);

- 606uHa - 115 KHHOGUIEMOB.

Kak oHO Ha3BaHHE YUMTHIBAIOTCA:

- OTHENHHO BBHINTYIIEHHAs IPaMILIACTHHKA, KacceTa JTHO0 KOMIUIEKT (ab00M) rpaMILTaCTHHOK,
KacceT, 00beIMHEHHBIX O0IIMM Ha3BaHHEM;

-MarHWTHas (OHOTpaMMa Ha OJHOW KaTymKe (kacceTe), MarHuTHas (oHOrpamMma Ha
HECKOJIbKHMX KaTyIKax (kacceTax), 00beITMHEHHBIX OOIIUM Ha3BaHUEM;

- OTJIEJIGHO M3IaHHBIN (I)OHOI.KOKYMCHT HJIH KOMIIJIEKT (I)OHOJIOKYMCHTOB, 00BeIMHEHHBIX 00IITHM
3arijlaBuEM;

- KHHOQWIBM, AMaQuUIBM HE3aBHCHMO OT YHCNA COCTAaB/SIONMX 4YacTed WM KaapoB (s
KOMILJIEKTa JUANO3UTUBOB).

3.2.2. AyIHOBH3yalbHbIE JOKYMEHTHI, SBJISIONIMECS MPUIOXKEHHEM K Pa3IHYHBIM H3JaHHAM U
BBINOJIHSIONIHE CAaMOCTOATENbHBIE (YHKIHH, a TakkKe HCIOIb3yeMble B paboTe OTAENBHO OT
OCHOBHOTO M31aHM$I, MOTYT YYHUTHIBATHCS KaK OTAEIbHBIE SK3EMIUIAPEL.

3.3. JlokyMeHTHI Ha MHKpodopMax.
K I0KyMeHTaM Ha MUKpo(hOpMax OTHOCATCS MUKPODHIBLMBI ¥ MAKPO(HIIIH.
3.3.1. EnquHunamMy ydera J0OKyMEHTOB Ha MEKPO(OpMax SBJIAIOTCS IK3EMIULSIP H Ha3BaHHUE.

JKIEMIUIAPOM U JOKYMEHTOB Ha MHKpO(OpMax SBIAIOTCA: PYJIOH - JUIi MHKPO(HIbMOB;
¢uia - 118 MEKpOdHUII.

Kak OHO Ha3BaHME YUHMTHIBAETCS KOMIUIEKT MHKPODHIBMOB MM MHKpOQHLI, 00BEANHEHHBIX
OOIIMM 3arjaBHEM, HE3ABUCHMO OT YHCJIa COCTABIIAIOIIMX YacTeH.

3.3.2. O6umii o6veM (oHAA TOKYMEHTOB Ha MHKpO(OpMax YYHTHIBAETCS [0 KOIMYECTBY
PYTOHOB M (uim, BKIOYas KONMMH Pa3sHBIX TOKOJNEHMH (apXWBHBIE/PE3epBHBIE U
MOJIb30BATENIBCKHUE).

3.4. DneKTpoHHBIE JOKYMEHTEIL.

K 371eKTpOHHBIM JOKYMEHTaM OTHOCATCS JOKYMEHTBI HA ChEMHBIX HOCUTENSIX (KOMITaKT-AMCKH,
hrem-KapTEI); JOKyMEHTBI, pa3MellaeMble Ha XKECTKOM JHcke kommeiorepa (cepepe) LIBC u
JOCTYNHBIE TONB30BaTeNsM dYepe3 HH(POPMAIHOHHO-TENeKOMMYHHKAUOHHbIE CeTH (xanee -
CeTeBBble  JIOKAJIbHBIE  JOKYMEHTHI);  JOKYMEHTBI, pa3sMeIlaeMble Ha  aBTOHOMHBIX
aBTOMAaTH3MpOBaHHEIX pabounx cranuusx I[[BC (nanee - MHCTATHPOBaHHBIE IOKYMEHTBI);



JOKYMEHTBI, pa3MEIICHHbIE Ha BHEIIHMX TEXHHHYECKHX cpencteax, nomydaemeie LIBC BoO
BpeMeHHOE TO0Tb30BaHHe Yepe3 MH(OPMAIIMOHHO-TENIEKOMMYHHKAIMOHHbIE CETH Ha yCIOBHAX
JOTOBOPA, KOHTPAKTa, JTUUEH3HOHHOTO COTIAMEHUS C POM3BOIMTENSAMH HH(bOpMaLKH (Janee -
ceTeBble yaleHHBIE IOKYMEHTHI).

3.4.1. EquHMuaMu ydueTa O3NEKTPOHHBIX JIOKYMEHTOB Ha CBEMHBIX HOCHTENIAX SBIAIOTCA
9K3EMILIAP ¥ Ha3BaHUE.

3.4.1.1. Kak oTJenbHBIH 3K3EMIUIp YYHTHIBACTCH KaXIblii aBTOHOMHBIA OOBEKT (KOMIAKT-
muck). Kak oTenbHbIe SK3EMILIIPbl MOTYT yUHTHIBATBCA NPHIOKEHHS K Pa3/IMIHbIM H3JIaHUIM,
BLIIOJHSIONME CAMOCTOATENbHbIE (QYHKIMH, a TAKKE HCIOIB3yeMbIC B paboTe OTAENBHO OT
OCHOBHOTO H3/IaHHS.

Kak OT/e/TbHBIE SK3eMIUIPHI HE YUHTHIBAIOTCS KOMIIAKT-AMCKH, ECIIH OHU NPECTAB/IAOT coboit
BKJIAKY (BJIOXEHHE) B H3JIaHUE KK €0 HEOTHEMIIEMOE MPHIIOKEHHE.

3.4.1.2. Kax oHO Ha3BaHHUE yYUTBIBAOTCH:
- OTEJTBHO BBITYIICHHBIA KOMIAKT-IHCK]

-K@KIBIH KOMIAKT-IMCK, BXOMAUMA B HYMEPOBaHHYIO WIH HEHYMEPOBaHHYIO CEpHIO
5NEKTPOHHBIX H3/IaHHUMH;

- KOMIIJIEKT KOMITaKT-AHUCKOB, 00BeIMHEHHBIX 00IIMM Ha3BaHHEM;

- W3JIaHHBIE B Ka4eCTBe CaMOCTOATEIbHBIX M3/IaHKH PUIOKEHHS K H3IaHUAM moboro Apyroro
BHJIa, UMEIOIIHe COOCTBEHHOE 3arjaBue JIOMYCKAIOIIHE UX HCIOJIB30BAHUEC 0e3 oOpameHus K
OCHOBHOMY H3[aHHIO.

3.4.1.3. B 1okyMeHTax Ha (uelm-kapTax KaK OJMH SK3eMIUIP H OMtHO Ha3BaHHC YYHTBHIBACTCS
Ka)KI0€ TIeOCTHOE IIPOU3BEICHHE, HMEIOIIEE CAMOCTOATEIIBHOE 3arIaBHE.

3.4.2. EqvHALAMH ydYeTa CEeTeBBIX JIOKATBHBIX M HWHCTAIMPOBAHHBIX JOKYMEHTOB SBIISFOTCA
sK3eMIUIAp (YCIOBHAS €IMHHIA y4eTa) ¥ Ha3BaHHUE.

Kak OIHO Ha3BaHHE YYHMTBHIBACTCS LENOCTHOEC MPOM3BEACHHE, HMEIOMICE CaMOCTOSATEIBHOE
3arjaBUe, BHE 3aBHCHMOCTH OT €ro IpeACTaBICHHA. Kaxk omHa eOMHMIA YYHUTHIBACTCA
[TOTIOIHSAEMBIH ¥ 0OHOB/IAEMBIi 3IeKTPOHHBIH JTOKYMEHT.

JK3EMIUIAPOM ABIAETCA JOKYMEHT B OIPE/CICHHOM dopmare XpaHeHHs WIH IIPEICTaBICHA.
®opMaTsl OTHO# ¥ TO e eUHMLEI KOHTEHTA YIUTEIBAIOTCH OTACIBHO.

3.4.3. EqMHMLAME yYeTa CETEBbIX YIATICHHbIX JOKYMEHTOB SB/IAIOTCA SK3EMILILAP (ycnoBHas
eIMHMIIA y4eTa) U Ha3BaHHUE.

Kak o¥H 3K3eMILISp U OJHO Ha3BaHHE YHHTHIBACTCA Kbl TIOMTHOTEKCTOBBIN 37E€KTPOHHBIA
JOKYMEHT, HMEIOIHi CaMOCTOATENBPHOE 3arjlaBue, BKTIOYCHHBIH B IIaKeT, K KOTOPOMY
ohOpMJIEHO [paBO MAOCTyHa y €ro NPOU3BOTUTEIL. Kak ojHa e€IMHHUNA YYHTHIBACTCS
[OMOHSEMBIH ¥ OGHOBIAEMBIH JTIEKTPOHHBIH JOKYMEHT.



III. YYET [IOCTYTIJIEHWA JOKYMEHTOB B ®OH/I MBYK «I1BC»

Jloxymentsl moctynatoTr B LIBC u Bxmowatorcs B ¢oua IIBC B pesynpTare mocTaBKH
0053aTeTFHOTO IK3EMILIAPA, TOKYTIKH, IOAMUCKH, 0OMeHa, 10KePTBOBAHHUS.

4.1. JIoKyMeHTHl TPHHHMAIOTCS MO NEPBUYHBIM YYETHBIM JOKYMEHTaM (HakjiajHas, axT),
BKJTIOYAFOIIHAM CITHCOK ITOCTYIICHHH.

4.1.1. Tlpuem poxymeHTtoB, nocrynaromuX B [[BC 6e3 mnepBHYHBIX HOKYMEHTOB Ha
6e3Bo3Me3qHOM  ocHOBe  (OOs3aTeNbHBIE  SK3EMIUIAPHI,  JEMO3UTHBIE  OK3EMILIAPHI
MEXIYHApOIHBIX OpraHu3auuii, 6€3B03Me3/IHbIE TOCTYIIIEHHS W3 HEM3BECTHBIX M aHOHMMHBIX
HCTOYHHUKOB), 0OpMIIsIeTCS aKTOM O TpHEME JOKYMEHTOB.

4.1.2. Tlpuem noxymenTtoB, nocrynaromux B L{BC ot ropuaugeckoro, ¢pusngeckoro auna B BUIE
Japa ¢ ykazaHMeM ero Ha3HauyeHus mins nonoiHeHus ¢onnma L[BC, odopmasercs morosopom
IIOXKEPTBOBaHMS B COOTBETCTBHHU c ['paxknanckum kozmekcoM Poccuiickoit @enepannu (c1. 574,
582).

4.1.3. Tlpwem JOKYMEHTOB OT MOJb30BaTeled B3aMeH YTEPSHHBIX M [PH3HAHHBIX
PaBHOIIEHHBIMH YTpaueHHbIM, odopmiisercss 3aHeceHueM B «TeTpanp ydera KHUT B3aMeH
YTEPSHHBIX» H aKTOM O IpHeMe NOKYMEHTOB B3aMEH YTEpSHHBIX. B axTe yKa3bIBaroTCH
(haMuIAs, WHUIHAIBI M0JIH30BATEN, CBEAECHHUS 00 YTEpSHHBIX M3JAaHUAX (PErHCTpallMOHHBIH
HOMEp, KpaTkoe OuOmmorpapuueckoe ONMHCAHHE H3JaHUA, IIEHA), CBEICHUS O IPHUHATHIX
u3naHuax (kpatkoe OuOmmorpaduyeckoe ONMMCAHWE H3JAHHMA, LI€HA), MOAMMUCH YUTATeNsd H
IIPUHUMAIOLIEH CTOPOHBL.

4.2 OueHka CTOMMOCTH NEpHOAWYECKMX H3laHuM, noctynarommx B LIBC Ha BpemeHHOE
XpaHeHHe, He IPOU3BOAUTCS.

4.3. ToxymenTsl, nocrynaromue B LIBC, noanexar cymmapHoMy ydery.

4.3.1. CBenenus o BkmodaeMbx B Goua LIBC noxkymeHTax GUKCHpPYIOTCS B KHHT€ CYMMAapHOrO
yueta ¢onna [[BC umm B apyrom Buae peructpa coryacHo n. 1.5.2. Kaura cymmapHoro yuera
JO/DKHBI HMETh 3aroJIOBOYHBbIE [JaHHbIE: HAWMEHOBAHWE OpraHW3alliH, MOJpa3Je/ICHHUSL.
BrouceBaoTcs JaHHBIE O IOCTYINHMBIIEH MapTHH JOKYMEHTOB: JaTa W IOPSIKOBBI HOMeEp
3amucH (MOPSIKOBBI HOMEp 3alHMCH €XEeroJHo HayuHaercs ¢ N 1), MCTOUYHHK MOCTYIUICHHS,
HOMEp ¥ JaTa MEePBHYHOrO YYETHOrO AOKYMEHTA, KOJMYECTBO MOCTYNMHBIIMX HOKYMEHTOB H
CTOMMOCTb.

4.3.2. CyMMapHBbIii y4eT NOCTYIUICHHS 3JIEKTPOHHBIX CETEBBIX JIOKATBHBIX JOKYMEHTOB BENETCS
B 3JIEKTPOHHOM peecTpe B COOTBETCTBHH C MOKasaTeasiMu 1.5.3.1, ¢ ykazaHHEM JaThl 3arpy3Ku
IIOCTYILJIEHUH B CUCTEMY.

4.3.3. CymMMapHBIii y4eT MOCTYIUIEHHUS dJIEKTPOHHBIX CETEBhIX YAAJIEHHBIX JOKYMEHTOB BElETCS
B 2JIEKTPOHHOM PEECTPE C OTPAKEHUEM CIIEAYIOIIUX MoKa3aTeNei: 1aThl ¥ NOPSIKOBOrO HoMepa
3allUCH, PEKBU3WTOB JIMLEH3WOHHOIO JOroBopa (Ha3BaHMs M HOMEpa JOKYMEHTa, CpoKa ero
JIEeWCTBHUS, CTONMOCTH), KoJM4yecTBa 6a3 JaHHBIX (IAaKeTOB) U BKJIIOYEHHBIX B HUX Ha3BaHMI.

I[Tpu mojcyeTe CyMMapHOTO KOJHYECTBA HA3BaHUM HUCKITIOYAOTCS AyOIHpYIOIIHecs Ha3BaHUS B
naxkerax Ha OJHOM miardopme.



4.4. JIOKYMEHTBI, MOATOTOBICHHBIE K TNpHeMYy B (OHA [IBC, mnoxaBepraioTcs NEpPBHYHOM
00paboTKe ¥ HHIUBHIYaIbHOMY yUeTy.

4.4.1. VIHauBUAyalbHBIA y4eT JOKYMEHTOB OCYINECTBIACTCS IIyTEM MPHCBOCHHSA KaXIOMY
3K3eMIUIAPY MAOKYMEHTa HHBEHTaPHOTO HOMEpa, CHCTEMHOro HoMepa KOMITbIOTEPHOH
IIpOrpaMMBl, IITPUX-KOJa U APYTHX.

VHIMBHIyanbHBI HOMED 3aKPEIUIAETCs 32 JOKYMEHTOM Ha BCE BPEMsl €70 HAXOXKACHHA B ¢bonze
LIBC. PermcTpalMoHHblE HOMEpa HCKIIOYEHHBIX W3 (OHAA JOKYMEHTOB HE INpPHCBAHBAIOTCA
BHOBB [IPHHATHIM JOKYMEHTAM.

ViHBeHTapHEIE HOMepa NPOCTABIISIOTCH HEMOCPEACTBEHHO Ha JOKYMEHTaX H OTpaxaroTci B
’KypHAJIe peTHCTPAlMH HHBEHTAPHBIX HOMEPOB, npuHsToM B LIBC.

JKypHan perucTpalyyi WHBEHTADHBIX HOMEPOB [O/DKEH HMETh 3arojIOBOYHBIC JaHHBIC
HyMepanus, HauMEHOBAaHHE OPraHW3alliM, CTPYKTYPHOTO MNOJIpa3Ae/ieHUs, JAaTa Hadana H
OKOHYAHMS BeICHMS XypHaua. B jKypHal BIHMCHIBAIOTCS JaHHBIE O KaXJIOM JOKYMEHTE: Jara
3aIIMCH, PETHCTPALMOHHBIH HOMep, KpaTkoe 6ubnuorpadpuyeckoe OMHCaHHE JOKYMEHTa (aBTOP,
3arjaBue, TOM, 4YacTh, BBHIIYCK, MECTO M TOJ H3/aHus), LeHa NOKYMEHTa, yKa3aHHasi B
COIIPOBOUTEIEHOM JIOKYMEHTE.

4.4.2. VHuBHAyanbHBIH y4eT NepHOANIeCKHX H3/JaHU| BEETCS B PErHCTPALIHOHHON KapTOTEKe
NePHOMYECKAX M3JaHAN, NpPeJHA3HAYEHHOH [UIs ydYeTa KAKIOTO Ha3BaHMi M KaXIOro
SK3EMILIAPA, MM B aBTOMATH3HPOBAHHON 0ase NaHHBIX.

JII8 IIepHOIMYECKUX M3/aHHH B Ka4eCTBE PErHCTPALMOHHBIX HOMEPOB MOTYT HCIO/B30BATBECS
Mo6ble HACHTH(HUKAIHOHHBIE HOMepa: CHCTEMHBIH HOMED B aBTOMATH3HPOBaHHOM 0a3e NaHHBIX,
PeruCTpPAlMOHHBIH (OPSIKOBBIH) HOMEP 3allCH B PETHCTPALIHOHHON KApTOTEKe.

4.4.3. VIHOMBHAYaTbHBI Y4eT NOKYMEHTOB, HMEIOUIMX B CBOEM O(OpMIICHHH JparolCHHbBIE
MeTa/UTBl ¥ (WIH) AparolleHHblE KaMHH H OTHECEHHBIX K KaTeropuu Cei(pOBOro XpaHCHHS,
OCYIIECTB/ISETCA B CIELHATBLHOM DETMCTPE, B KOTOPOM, KPOME TPaIHIHOHHBIX nokasareseH,
JlaeTcs ONMUCaHue BHEIMHEro ohopMIIeHHS 10KyMeHTa. Ka bl TUCT perucTpa CompoBOKAaeTCs
MTOTrOBOM 3alIMCHIO C yKa3aHHEM JIaThl € COCTABIEHHS U KOIMYECTBA ONMCaHui Ha JTHCTE.

4.4.4. B perucTpax HHIMBHIYaJIbHOTO y4eTa B MPUMEYAHMAX YKA3bIBACTCA HAIMYME H BHI
IIPHJIOKEHHS K OCHOBHOMY JOKYMEHTY, & TaKkKe OCOOCHHOCTH JK3EMIUIAPA UEHHBIX M PEAKHX
JOKYMEHTOB (HAalpHMep, HAIWYHE YHHKAIHHOTO NepervieTa, MapruHaiui, nedexToB H T.IL).
[Ipy HaIMYMH Tacopra JOKYMEHTa JNaeTcss OTChUIKAa K HeMy. B npuMedaHusX MOXeT
YKa3bIBaThCs IIPUHAUIEKHOCTD JOKYMEHTA K KaTeTOPHH KHHKHBIX ITaMATHHKOB.

4.4.5. IHAMBHIYaIbHBIA YYeT 3EKTPOHHBIX CETEBBIX JIOKATBHBIX JIOKYMEHTOB OCYIIECTBIACTCA
myTeM BBoga B 0a3y MaHHBIX MeTaMH(QOpMAlMH O 3arpy3ke JAOKYMEHTa B 3IICKTPOHHYIO
GUOGIHOTEKY C ABTOMATHYECKHM IPHCBOCHHMEM HICHTH(UKALHOHHOTO (cucTeMHOro) HOMeEpa
Ka@KIOMY JOKYMEHTY.

4.4.6. IHIMBHIyaJIbHBIA YYeT NIEKTPOHHBIX CETEBBIX YAAICHHBIX JTOKYMEHTOB OCYLICCTBIACTCA
B ONEKTPOHHOM BHIE IyTeM PpErMCTpauuu 0a3 NaHHBIX (makeToB) ©€3 MNPHCBOECHHS MM
PErHCTPallHOHHOr0 HOMepa.



B peecTp MHAMBHAYAIBHOTO Y4eTa CETEBBIX YAANEHHBIX JOKYMEHTOB BKIHOYAIOTCH OCHOBHBIE
XapakTepUCTHKH Ga3bl NaHHBIX (MakeTa): omucaHue 6a3bl JaHHBIX (Ha3BaHME, IPOM3BOAMTEIND,
miardopMa ® (WIM) agpec BXOIA), CPOK OKOHYAHHS NpaBa JOCTYNa, KOIMYECTBO HA3BaHHHM,
BXOJSIIMX B 6a3y JaHHBIX (IIaKeT).

B KOJMYECTBO Ha3BaHMM BKIIOYAETCS OOIIEE KOJMYECTBO MOJHOTEKCTOBBIX TOKYMEHTOB (KHMT,
)KYPHAJIOB, ra3eT, MaTeHTOB, CTAHIAapTOB M APYTHX HOKYMEHTOB, yYHMTBIBAEMBIX B [IBC). He
BKJTIOYAIOTCS B JTO KOMMYECTBO JOKYMEHTBI, KOTOpble OOBIYHO HE M3JAIOTCS OTACIBHO B
negaTHOM (hopMaTe, TaKue KaK MpO(UIN KOMIaHHH, CTATUCTHYECKUE TaOlMIIbl, AHATHTHYECKHE
MaTepuansl MapkeTuHra. [lns 6a3 naHHBIX (TIAKETOB), HE COAEPXKAUIMX MOJTHOTEKCTOBLIX
JIOKYMEHTOB, B PEKBH3UTE «Ha3BaHHE) MIPOCTABIAETCS IUHHALIA.

4.5. Jloxyments:, Bkmodaembie B Qomx ILIBC, mapkupytorcs. Ilpx stom MoryT OBITH
UCIIOJIB30BAHbl IITEMIEIN, WHIMBHAYATbHBIE IUTPUXOBBIE KOIBI, APYTHE BHIBI MapKHUPOBKH.
OcHOBHBIE TpeOOBaHMS, KOTOpHIE MOMKHBI COOMIOAATHCS MNPH MapKHPOBKE IOKYMEHTOB!
0603HAaUYeHHe INPUHAUIEKHOCTH, O3CTETHKAa, JOITOBEYHOCTh MapKMpOBOYHOrO  3HAKa,
COXPaHHOCTB TEKCTA WA APYro# 3HaKoBo# uH(OpMaLHUy.

4.6. Ha TOKyMeHTAX, ABJISIOMMXCS IPHIOKEHHEM K OCHOBHOMY HOCHTEIIIO ¥ €T0 HEOTheMIIeMOH
YaCThIO, IPOCTABISIIOTCS T€ K€ PEKBU3UTBHI, YTO U HA OCHOBHOM JIOKYMEHTE.

4.7. DNeXTpOHHbIE CeTeBble JOKAIbHBIE JOKYMEHTHI M OJJIEKTPOHHBIC CETEBBIE YIAICHHBIE
JIOKYMEHTHI HAEHTHGHUUUPYIOTCS CENHATbHBIMA IIPOrPAMMHBIMH CPEJICTBAMH.

4.8. TlepBHuHBIE yYeTHBIE IOKYMEHTHI, MOATBEpaaromue $HakT MOCTYIUICHHS, NEPeatoTcs B
GyxranTepuio /s BkodeHus B yueT donza LIBC.

V. VUET BBIBBITUA JIOKYMEHTOB U3 ®OHJIA MBY «IIBC»

5.1. JloxymenTs! BeiGbBatoT 13 Qorna I[BC B cBsa3u ¢ (u3ndecKol yTpaToH MM YaCTHYHOH
60 MOJTHOM yTpaTol MOTpeGUTENLCKHX CBOUCTB. BhiObIBaroIMe TOKyMEHTHI HCKIIIOYAIOTCS U3
¢donma LIBC u cnuchIBarOTCA.

5.2. Uckmouenue nokymenTtoB u3 ¢ponna [IBC nomyckaercs 1o cienyiomuM NpuiHHaM: yTpaTa,
BETXOCTb, 1€(PEKTHOCTB, YCTAPEIOCTh 110 COACPIKAHHUIO.

5.2.1. UckmoueHue NOKYMEHTOB IO IPHYMHAM YCTapeJoCTH IO COAEpXKaHHIO, a TaKXe IO
NPUYMHAM BETXOCTH M Ae(EKTHOCTH HE IONMYCKAeTCs MO OTHONMECHHIO K €IHHCTBEHHBIM
3K3EMILIIPaM JIOKYMEHTOB MIOCTOSHHOTO (6€CcCpOYHOro) XpaHeHHs.

5.3. BeiGeitae moxymentoB u3 ¢ouma LIBC odopmiseTcs «AKTOM O CIHCAHHH HCKITIOYEHHBIX
o6bexToB dorna I[BC» (manee - AKT o crmcanuu) 1o ¢opme (kox 1o OKV] 0504144),
yrBepkaennoit [Tpukasom Munouna Poccun ot 30.03.2015 Ne 52n.

B AKTe O CIIHCAHHH OTPAXKAIOTCS CBEACHHS O KOJHMYECTBE M OOIIEH CTOMMOCTH HCKIIOYAEMbIX
JOKYMEHTOB, YKa3hIBaeTCsi NPHYMHA HCKTIOYEHHMs M HANpaBICHHE BBIOBITHS HCKIIOHAEMBIX
JIOKYMEHTOB.

5.4. K AKTy 0 CIMCAHMM TIpHJIAraeTcsi CIMCOK Ha uckimouenne oobextoB dponna [BC (naree -
CIIMCOK), KOTOPBIH BKIIOYAET CIEIYIOIIME CBEICHHS: PETHCTPALMOHHBIA HOMEp H mudp



XpaHeHus. JOKyMEHTa, KparKkoe GuonMorpaduyeckoe ONMCaHHe, IEHYy JIOKYMCHTa,
3aMKCHPOBAHHYI0O B DETHCTpe HHIMBHAYaTbHOro Yydera JIOKYMEHTOB, KO3 (HIHCHT
TepEOLIeHKH, LIEHY I0CIIE TIEPEOLEHKH 1 OOIIYI0 CTOMMOCTD HCKITIOIACMBIX JIOKyMEHTOB.

Jlns TeyaTHBIX JOKYMEHTOB BPEMEHHOIO XPaHEHHs JOMYyCKacTCi 3aMeHa CIHMCKAa KHHKHBIMU
bopmyiapaMu.

55. K AKTy O COHMCAaHMH 1O NpHYMHE YTpaThl M CIIMCKY IpAJIAratoTes JOKYMEHTBI,
NOATBEPIKAAIONIKE YTPaTy (TOACHATEIbHAS 3alUCKa, B CITyHac KpaH HiH XHIIEHHS - TPOTOKOII,
aKT, 3aK/IIOYEHHME YIIOMHOMOYEHHBIX OpraHoB, INPH BO3MECIICHHH ymepba - ¢(uHAHCOBBIHA
JIOKyMEHT O BO3MEIIECHHH yliepoa).

BosMelneHHe uMTATeAMH ymepba AomyckaeTcss B (opMe 3aMeHbl YTEPAHHOIO JIOKyMEHTa
PaBHOIIEHHBIM JIOKYMEHTOB.

5.6. TIpn BO3MEILEHNH YHTaTeNEM yiIepoa CTOMMOCTh YTPaieHHBIX OKyMCHTOB IIPOM3BOAUTCS
110 TeKyiuelf BOCCTAHOBHTEIBHOH CTOMMOCTH, TO €CTb H3aHHE CITHCHIBACTCA H IPHHUMAETCH 110
ONHON CTOMMOCTH, HCYHMCTSEMOH HA OCHOBE IIEPBOHAYAIBHOH CTOMMOCTH C y4CTOM
TpOM3BEJEHHBIX [IEPEOLIEHOK.

Tlpu yTepe WM XHINEHHH UEHHBIX M PEIKMX KHAT JULA ONPENCICHHA HX CTOMMOCTH KOMHMCCHS
MOXKET TpHBJIEKaTh K CBOeH paboTe COOTBETCTBYIOUIMX OKCIEPTOB, a TaloKe HCIIOJIB30BaTh
MaTepHalsl HayqHO-METONHIECKUX LEHTPOB, KHIKHBIX ayKIHOHOB 1 ApMapoK. B aTEX ciydasx
olpeJeNeHHe MPAYMHEHHOro yimepda NpeieabHBIMH ko3bduIueHTaMn  KpaTHOCTH HE
OrpaHUYHMBaACTCS.

5.7. AKT O CIHCAHWM 110 OJHOH M3 NPUYHH, YKa3aHHBIX B m.5.1, ¢ IPUIOKEHHBIM CITHCKOM
OANMKUCHIBACTCA NPEACENaTe/IeM H WIeHaMH KOMHCCHH IO COXPaHHOCTH (boHIOB, yTBEpKAACTCS
nupexropom LIBC.

5.8. Ilocne yTBepkaeHWs AKTa O CIHCAaHMH  OCYIIECTBIIAIOTCAH MEpONpHUATHSA 10
nepepacnpe/Ie/IeHHIO U peali3allii CIHCAHHBIX obwexToB ponaa LIBC.

5.8.1. JIokyMeHTHI (CIIHCaHHBIE OOBEKTEI donza 1[BC), HCK/IFOYEHHBIE [0 NPHYMHAM BETXOCTH,
1e(eKTHOCTH, yCTapeloCTH [0 COJCPKAHUIO, HANPABILIOTCA B IIyHKTEL BTOPHYHOTO CHIPbS.

B AKTe 0 CIMCAHHM OTPAKAIOTC HAMMEHOBAHUE, HOMED M JlaTa IOKyMCHTa, [IOATBEPIKAAIOLIETO
}aKT cauM CIHCAHHBIX OOBEKTOB B IYHKT BTOPHYHOTO CHIpbH, HIH akTa 00 YHHYTOXECHHUH
criucanHbx 00bekToB dona LIBC. JIokyMEeHT npuaraeTes K AKTY O CIIHCaHHH CO CITHCKOM.

5.9. [locse 3aBepIICHHS MEPOIpPHUATHH, IIPEIyCMOTPEHHBIX AKTOM O CITMCAaHHH HMCKITFOYCHHBIX
o6bexktoB onza LIBC, mepBbIf IK3EMILLIP AKTa O CIIMCaHHH CO CIIMCKOM H JOKYMEHTOM,
MOATBEPKIAIOIIMM BBIOBITHE, NEPEaacTCs B OyXrajTepuio, BTOPOH OSK3EMIUIAp OCTaeTcs B
OKHE® ILIBC, Ttpernii 3K3eMIULIp - TEpeAacTCs 6ubmoTeKe-QUIMaLy, OCYIIECTBHBIICH
CIMCaHHe.

Ha ocHOBaHHM AKTa O CIIHCAaHHHM HCKITIOYEHHBIX OOBEKTOB donpa LIBC OGubmmoreynoe
Tofipa3ieNieHue U GyxranTepus BHOCAT H3MCHCHUS B COOTBETCTBYIOILINE YYETHBIE JOKYMEHTEL.

5.10. AKTBI O CIIMCAHHH PETHCTPUPYIOTCS B KHMI'€ CyMMapHOro y4era donma L1BC



5.11. B xypHage perucTpaliyi WHBEHTApPHBIX HOMEPOB MPOCTABJIAETCA HOMEpP M Jara AKTa O
CIHCaHHH.

5.12. DneKTpOHHBIE CETeBhIE JIOKATBHBIE JOKYMEHTHI YIANAIOTCA W3 3NEKTPOHHOM OGHOIHOTEKH
Ha OCHOBAaHHM AKTa O CIIMCAHUM C yKa3aHHeM IIPUYMHEI UCKIIoYeHHs. HaumeHnoBan#e, HOMED H
JaTa aKTa BBOAATCS B 0a3y JaHHBIX B KayeCcTBe MeTaHH()OPMAalMH K COOTBETCTBYIOIIEMY

JTOKYMEHTY.

Ha ocHOBaHMH BBEJEHHBIX CBEICHHM MPOrpaMMHBIM criocoboMm dopmupyeTcs nepedeHb AKTOB
0 crhucaHuM (peecTp CYMMapHOTO YydYeTa BBIOBITHUS CETEBBIX JIOKAIBHBIX JOKYMEHTOB) H
TNepeyeHb CITHCAHHBIX OOBEKTOB JJIEKTPOHHOM OHOMMOTEKH (peecTp MHIMBHIYaIbHOTO ydeTa
BEIOBITHS CETEBBIX JIOKATBHBIX JOKYMEHTOB).

5.13. BhIOBITHE 2JIEKTPOHHBIX CETEBBIX YIAJCHHBIX JOKYMEHTOB HE 0QOPMIISETCS ClENHaIbHBIM
nokymeHToM. IToaTBep)KIeHHEM BBIOBITHS SBJIAETCS HMCTEYEHHE CPOKa JEHCTBHA JOKYMEHTa
(noroBopa, KOHTpakTa, JHUIEH3HOHHOTO COIVIAIleHHs), OQOPMIEHHOrO Ha INpPaBO NOCTyNa K
onpesieneHHOM 0aze OaHHBIX (TTaKeTy) CETEBBIX [AOKYMEHTOB, H OTCYTCTBHE JOTOBOpa,
KOHTPAKTa, JIAIEH3HOHHOr0 COTalmenus, 0pOpMIEHHOTO Ha HOBBIH CPOK.

VI. VYET UTOT'OB JIBWKXEHUS ®OHJIA MBY «MILIb»

6.1. Utorn nasumxeHus (GOHIOB MOABOAATCS B KHHMre cymmapHoro ydera ¢onma IIBC Ha
OCHOBaHMH JJAHHBIX CYMMApHOT'O y4eTa O TIOCTYIUICHHH U BHIOBITHH JOKYMEHTOB.

HUTtorosele JaHHBIE HMEIOT YETBIPE o0s3aTeNbHBIX IOKAa3aTells: COCTOSIO Ha Hayajao roja,
IIOCTYIIHJIO 3a I'0M, BBIOBLJIO 3a I'0J1, COCTOMUT Ha KOHEIl roja.

WTOoroBple HaHHBIE IO JJIEKTPOHHBIM CETEBBIM YIAJEHHBIM MOKYMEHTaM IIpPe/CTaBIISIOTCS
CIIEYIOIMMH OKa3aTeIsIMH YUETHBIX IHHHIL: COCTOSIIO Ha Ha4aso roja, oopMIEHO B JOCTYTI
B T€YEHME Ioja, JOCTYII IpeKpalleH B TeUeHHe T0a, COCTOMT Ha KOHeIl rofia.

6.2. CBenieHus 00 HTOrOBBIX JaHHBIX (PUKCHPYIOTCS B (hOpME rocyAapCTBEHHON CTAaTUCTUYECKOH
OTYETHOCTH M MPECTABISAIOTCA s LieNel rocy1apCTBeHHOH CTaTHCTHYECKON OTYETHOCTH.

Utorossle faHHBIE 06 0OMeHHOM QoH/E He BIOYaloTes B obmme nokaszatenu ¢ponna LIBC.
VII. TIPOBEPKA HAJINYWSA JOKYMEHTOB ®OHJIA MBY «MIIb»

7.1. TIpoBepka Hanuyus gokymeHToB ¢onna I[BC (nanee - mpoBepka GoHIa) NPOM3BOAUTCS B
00s13aTeIbHOM MOPSIKE:

- TIpH BBISABJICHUH (AKTOB XUIIEHHS, 370YIOTPEOIEHHS UM [IOPYH TOKYMEHTOB;

- B Cllyyae CTUXMMHOro GefCTBHS, NMOXapa WX APYTHX YPE3BBIYAHHBIX CHTYalldi, BBI3BAHHBIX
3KCTPEeMATbHBIMH yCIOBUIMH;

- IIPY PEOPraHU3alMy WM JIMKBHIALNH OHOIHOTeKH-PHIHaa.



Jlns mpopenerus mposepok mupekTopom IIBC HasHauaeTcd KOMHCCHSA, B COCTaB KOMHCCHH
JIOJKEH BXOJIMTh IIPEACTaBUTEb OyXraaTepuH.

7.2. TIposepka (oHIa B IVIAHOBOM MOPAIKE OCYIIECTBIAETCA MO IpHKAa3y AUPEKTOpa MBY
«MILIB» B cnenyromue CpoKH:

- IOKYMEHTEI, MMelonmue B 0(OpMIICHHH JParoleHHbIe METAUIBI i (MIIH) AparoueHHbIe KaMHH -
€)KErO/IHO;

(OHJ peIKKUX ¥ LEHHBIX KHHT - OJIMH pa3 B 5 JIET;

- ponpr 6uGIHOTEK 10 50 THICAY Y4YETHBIX €/IMHHMII - OJIMH pa3s B 5 ner;

- ponyer 6Gubmorex or 50 10 200 THICAY YYETHBIX €IMHHII - OLUH pa3 B 1 neT;

- hon el 6uGmuoTek oT 200 ThICAY 10 1 MUJUTHOHA YYETHBIX CJIMHHUI - OXMH pa3 B 10 ner;

- poup GuGmuoTek OT 1 10 10 MUJUIMOHOB YYETHBIX €AWHHIL - OMMH pa3 B 15 ner;

- dporpl Gu6MHOTEK 0T 10 10 20 MH/UTHOHOB YYETHBIX EAMHAL - OAXH pa3 B 20 sieT;

- bonbl 6u6mHOoTeK cBbIIe 20 MHJLTHOHOB Y4ETHBIX €/IMHHII - 1 MHIUTHOH 3K3EMILISPOB B TOL.

[InaHoBas mnpoBepka ¢orga I[BC MOXeT OCYMECTBIATHCS MOITAHO B COOTBETCTBHH C
rpaMKOM MpOBEIEHHs IPOBEPKH BCero GoH/a WA ero YacTH (B TOM 4HC/IC PEIKHX M IEHHBIX
KHHT) C OTpe/Ie/IeHHEM CPOKOB H KOJHYECTBa IIaHUPyeMOro oGbema paboTsL.

7.3. TlpoBepka O5JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX HOKYMEHTOB OCYIHICCTBIAETCA IO
KOJIMYECTBEHHBIM ITOKA3aTe/IsiM, a8 TAKXKe 10 KOHTPOJIBHBIM CyMMaM, IO3BOJISAIOIIUM BBIABHTH
H3MEHEHUS B JOKYMEHTE.

HPOBepKa JOCTYITHOCTH D3JICKTPOHHBIX CETCBBIX YIAJICHHBIX JOKYMEHTOB OCYIIECTBIIICTCA C
aapecoB BX0Ja, YKa3aHHBIX B PETHCTPE MHIWBUOYAJIBHOT'O Y4€Ta.

7.4. TIpoBepka Bcero ()OHAA MM €TO YaCTH 3aBEPIIAETCS COCTAaBICHHEM aKTa O pe3ysbTarax
TIPOBEJIEHHs MPOBEPKH HATHYMA NOKyMeHTOB ¢oniaa IIBC u NpHIOKEeHHEM K HEMy CIIHCKa
JIOKYMEHTOB, OTCYTCTBYIOLIMX [0 HEYCTAHOBJICHHON [IPHYUHE.

B axTe (MKCHpYIOTCA CBEJEHHS O KONHMUYeCTBE NOKymeHTOB (onja IIBC mo naHHEIM y4eTa;
JOKYMEHTOB, MMEIONMXCS B HAIMYHH; JOKYMEHTOB, OTCYTCTBYIOLUMX B (oHZIe [IBC mo
HEYCTAaHOBJICHHON NpUuMHe. B aKkTe TakkKe yKasbIBAlOTCS HOMEp M JaTa aKkTa O IPOBEACHUH
IpebIIyed MPOBEPKH. AKT C NpPHIOKEHHEM CIHMCKA NTOKYMEHTOB, OTCYTCTBYIOLIHMX IO
HEYCTaHOBJIEHHOW MpUYMHE, IIONNMCHIBAETCS TpEACEAaTeNIeM M WICHAMH KOMHCCHH H
yrBepkaaercs gupekropom MBY «MIIb».

7.5. Tlpu BbIABIEHWH B IIpOIlecCe MpPOBEPKH (QoOHAa OTCYTCTBYIOIIMX JOKYMEHTOB H
HEBO3MOXKHOCTH YCTAHOBJIEHHS BHHOBHBIX JMIl YOBITKM M0 HEZOCTa4yaM CIIHCBIBAIOTCA B
COOTBETCTBHM C AEHCTBYIOIIMM 3aKOHOAATEIbCTBOM. IIPOLEHT MOMyCTUMOM HEZOCTauH He
MOXeT npeBbImath 1 % ot obuero konuyecTBa 6ubmuorednoro $pouza.



VIII. JEJIOITPOMU3BOICTBO B OPTAHU3ALINU
VYETA ®OHJIA MBY «MI11b»

8.1. Opranusanus paGoThl ¢ ZOKyMeHTamu 1o yueTy (oraa IIBC ocymecTsisieTcs o npaBuIam
BEJIEHHUS [IEJIOPOU3BOICTBA.

8.2. Cpoku xpaHeHHMs J[OKyMEHTOB YCTaHaBIMBAlOTCS B cooTBeTcTBHM ¢ [Ipukasom
Munucrepcta KyabTypsl Poccuiickoit ®@enepanun ot 25.08.2010 Ne 558 «O6 yrBepxaeHuu
[lepeuns THNOBBIX YIPaBIEHYECKMX APXMBHBIX JOKYMEHTOB, 00pa3sylolMXcsi B IIpolecce
JeSATeNbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPAaBJICHHs M OpraHM3alui,
C yKa3aHHEM CPOKOB XpaHEHHS», 3apericTpupoBaHHBIM Muntoctom Poccuiickoit ®enepaunu
08.09.2010 N218380.

8.2.1. ITocTosHHO, 10 JIMKBUAAMM OuOIHOTEKH-(HIMaTa, XPAHATCS XXYPHAIBl PErMCTpaluu
MHBEHTAPHBIX HOMEPOB, KHUTH CYMMapHOTO ydeTa JOKYMEHTOB, y4eTHbIH katanor gonza LIBC.

8.2.2. B TeueHMe JecCATH NET XpaHATCS AKTHI O CIIHCAaHWHM HCKIIOYEHHBIX JOKYMEHTOB (oHIa
1IBC 1 aKTHI 0 IpHeMe-Niepe/iade CIIUCcaHHbIX JoKyMeHToB donma [1BC.

8.2.3. B TeueHHe MNATH JIET XPAHATCS NEPBUYHBIE YYETHBIE JOKYMEHTBI, MOATBEPXKIAIOLIHE
noctymnienue nokymenTos B Gpora I[BC (HaknaaHble, aKThl O IPUEME, AKTHI CAAYU-TIPHEMKH).

8.2.4. Jlo OKOHYAHHS OYEpEIHON MPOBEPKH (OHIA XPAHATCHA aKThl O Pe3yIbTaTaX MPOBEACHUS
IIpOBEpPKM Hanuums AoKkymeHToB donna LIBC.



