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Hacrosimas MacTpyknus pa3zpaboTaHa Ha OCHOBaHUH 3aKOHojaTenbcTBa Poccuiickoit @enepannu o 6ubnuorekax u o6ubd-
JIMOTEYHOM felie, OI0JDKETHOTO 3aKOHOIaTeNbCTBA, TOCYIapCTBEHHBIX CTaHAAPTOB, MHBIX 3aKOHOB M HOPMATHBHBIX IIPABOBBIX AKTOB,
MMEIOIINX OTHOLICHHE K YYETY JOKYMEHTOB, COCTABIIAIOIINX OMOMNOTEeUHbIH GOH.

WneTpykims onpenenseT oOIpe MpaBiia ydera JOKYMEHTOB B OMOIHOTEKaX, OpraHax Hay4HO — TeXHHYECKOi HH(pOpMa-
iH, GOoHIOXpaHWININAX, [EHTPax JOKYMEHTAIlMH, WHBIX OpraHH3alisIX W YUpekKICHHSX, 3apeTHCTPHPOBAHHBIX HAa TEPPUTOPUHI
Poccuiickoit denepanny, He3aBUCUMO OT MX BHIA M THIIA, IPAaBOBOTO CTAaTyca, BEAOMCTBEHHON IOXYMHEHHOCTH U (GOpPMBI coOCT-
BEHHOCTH.

1. OPEAEJEHUE NOHATUI

s neneit Hacrosimen MHCTpYKUIMK UCTIONB3YIOTCS CIEAYIOLNE OCHOBHBIE TOHATHUSA:

Hokymenm — nudopmanys, 3apUKCUpOBaHHAS B BUAE TEKCTa, 3BYKO3AIIHCH, M300PaKEHUS WM UX COYeTaHus, Oubm1o-
rpadudecku nAeHTHGUIMpPYeMast, TpeAHa3HAYCHHAs UL IIepe/ladi BO BPEMEHH ¥ IIPOCTPAHCTBE.

Knusicnsie namamuuku — pyKolvcHBIE U NedaTHbIe KHUTH, KHIKHBIE KOJUISKIIMHY U X Pa3HOBUIHOCTH, 00JIaIafoIINe BHI-
JTAFOIIAMHUCS TYXOBHBIMH, 3CTETHYECKUMHU U MOIUTPpadUuecKUMH HIN JOKyMCHTHPYIOIIMMH CBOMCTBaMH, NMPEACTABIIONINE 00m1e-
CTBEHHO 3HAYMMYI0 HAYYHYI0, HCTOPHUYECKYIO HIIH KYJIbTYPHYIO IICHHOCTh U oxpaHsiembie rocyaapctsoMm (TOCT 7.87 — 2003).

Bubnuomeunwtii horo — ynopsimoueHHoe coOpaHue JOKYMEHTOB, MPETHA3HAYCHHOE JJIsl XPAHCHHS U OOIIECTBEHHOTO HC-
MOJIL30BAaHMS B LEJIAX YAOBJICTBOPEHMS HAY4YHBIX, KyJIbTYPHBIX U 00pa30BaTeNbHBIX MOTpeOHOCTEH (QU3MYECKUX M IOPHANYECKHUX
JIMIL.

@Dono 6ubnuomexu — CHCTEeMaTH3HPOBaHHOE cOOpaHUE TOKYMEHTOB, (POPMUPYEMOE B COOTBETCTBHH C 33/1a4aMi OHOIHO-
TEKU IO yIOBIETBOPEHHIO MH(POPMALMOHHBIX MOTPEOHOCTEH ee MOIB30BaTeNe ¢ y4eTOM THIA OMOIMOTEKH Ha OCHOBE MPOQMILT
KOMIUIEKTOBaHHSI.

Yuem oubnuomeunoco gponoa — coBoKymHOCTB IIPABIII U MIPOLIEAYP, 0OECIICUHBAIONINX PETHCTPALIUIO U 0000IIeHHE CBe-
JICHUH 0 BeJIMYNHE, COCTaBe, ABM)KCHUH (DOH/A U €T0 CTOMMOCTH.

* * *

Banancosan cmoumocms ponoa — ctonMocTb OMOINOTEYHOTO (HOHIA, OTpakaeMas B OyXTaiTepCcKOM ydeTe.

Buiovimue u3 ¢ponoa — opopmiieHre B y4eTHOH TOKyMEHTAMU OMOIMOTEKN UCKIIOUEHUS JOKYMEHTOB U3 OMOIMOTEYHOTO
¢donma.

Eounuya yuema ghonoa — eIMHUYHBII TOKYMEHT WM COBOKYIHOCTH OJHOTHIIHBIX JOKYMEHTOB, BBIICNICHHBIX IS Liemeit
yuera 6ubnroredHoro ¢oxza.

Huoueuodyanvholii (Oughpepenyuposarnnmlii) yuem — perucTpaius B y4eTHOU (HOpMe KaKIO0TO IK3EMILTAPA U/HITH KaKI0-
r'0 Ha3BaHUs JOKYMEHTA, HOCTYIAIONIEero B ()oH, GHOIMOTEKH MITH BEIOBIBAIOIIETO U3 HETO.

Hcknrouenue 0okymenmog — n3bstre n3 6n6anoreyHoro (GoH/A U CHATHE C ydeTa JOKYMEHTOB, YTPATHBIINX /IS JaHHOU
OGUOTHOTEKH OTPEOUTENBCKHE KauecTBa, C MOCACAYIOIINM HX IIepepacipeaesiecHHeM WM YTUIIH3alMel, a TakKe CIIHCaHHe yTpaueH-
HBIX [0 KAKMM-THO0 MPUYHHAM.

ITepeoyenounviii koIpdpuyuenm, xospduyuenm nepeoyerku — UUGPOBOH MHOKUTENb, MPUMEHSIEMbBIA HPH MepecyueTe
CTOMMOCTH OuOIHOTeYHOTO (HOHIA, OTPAKEHHOH B OyXraiarepckoM ydere. (YcTaHaBIMBaeTCs MPaBUTENECTBEHHBIM akToM Poccuii-
ckoii denepanun).

Ilepecmanoska ghonda — nepemMenieHre TOKYMEHTOB B TIpe/ieNax IeHCTBYIOMMX (OHIOB OJHOI OHOIMOTEKH Oe3 M3MeHe-
HUIT oKa3aTeneii obIeit cTaTuCTUKU yueTa GoHaa OMOTHOTEKH.

ITocmynnenue 6 pono — Bxmouenne B GoHa OMONMOTEKN U B3STHE HA y4eT JOKYMEHTOB, IPHOOPETEHHBIX B pe3yJIbTaTe
MOCTaBKH 00s13aTEIBHOTO K3EMIULIpA, MOKYIKU U MOJNUCKH, 0OMEHa, IOXKEePTBOBAHUS, TapeHUs], TULECH3UPOBaHNs U JPYTUM CIIO-
coboM.

Ilposepka ¢ponoa — nepeyyer TOKYMEHTOB B LIEIISAX HOATBEP)KACHMUS UX HAJINYHS, COOTBETCTBUS yYETHON NTOKYMEHTALIMH U
KaTajoraMm OMOINOTEKH.

Peanuzayusa 00Kymenmos — nepepacrpe/ielieHie UCKITIOUCHHBIX U3 OMOIMOTEKH JOKYMEHTOB B COOTBETCTBHMH C HOpMa-
THUBHBIMH NPABOBBIMU aKTaMH: 0€3BO3Me3/iHas Iepefada JIpyruM OMOIMOTeKaM M OpraHM3alysIM, KHUTOOOMEH, mpojaxa (usnde-
CKHUM H IOPUIMYECKUM JIMIaM; Cladya B MaKkyJIaTypy.

Cymmapnutii (unmezpuposantulii) yuem — perucTpalys B yueTHOW Gopme JOKYMEHTOB BCeX BHIOB MapTUsAMH (Tpymma-
MI/I) C LEJIBIO TOJIYYEHUS TOYHBIX CBe}leHl/ll\/’I O BCJIMYHUHE, COCTAaBC (bOH}la 61/16J'II/IOTCKI/I U IPOUCXOIANINX B HEM U3MCHCHUAX (nocryrme—
HUH, TIEPEMETICHAH, BEIOBITHN).

2. OBIIYE ITOJOKEHUS

2.1. Y4er nokyMeHTOB OHOIMOTEYHOTO (POHIIA SBISETCS OCHOBOM TOCYIapCTBEHHOW CTATUCTHKH, OTYETHOCTH W TLIAHUPO-
BaHUS JACATEIFHOCTH OUOIHOTEKH, CIIOCOOCTBYET 00ECTIEYEHUIO COXPaHHOCTH (POH/IA.

2.2. Y4er oTpaxaeT MOCTyIUICHHE JOKYMEHTOB B OnOInoTeuHblid GOHA, UX BBIObITHE U3 (HOHAA, BennyuHy (00BeM) BCero
6ubaroTeuHoro (oHIA U ero MoApas/eieHni, COCTaB JOKYMEHTOB 110 TEMaTHKO-BHUAOBOMY, SI3LIKOBOMY M HHBIM ITPU3HAKAM.

2.3. OcHoBHBIE TpeOOBaHNUs K yueTy OGubinoTeuHoro ¢onza:

HOJIHOTA ¥ JOCTOBEPHOCTh YYETHOI HH(DOpMAIn;

OTIEPAaTUBHOCTH;

JOKYMEHTHPOBaHHOE 0(OPMIICHHE KXKIOTO IMTOCTYIUICHUS B (DOHI U KAXKIOTO BEIOBITHS U3 POHA;

COBMECTHMOCTbH IPHEMOB U ()OPM yUeTa, MX HaJKHOCTh MPH MapaJUICIbHOM HCIOIB30BaHAN TPAIUIIMOHHOW U aBTOMATH-
3UPOBAHHOMN TEXHOJIOTUH y4eTa;

COOTBETCTBHE HOMEHKJIATYphI IIOKa3aTeNeil yyera (pOHAA aHAJIOTHYHBIM IOKA3aTeNsiM IOCYAapCTBEHHON OMOIMOTEUHOMN
CTaTHUCTHUKH.



2.4. Ydery noaiexar Bce JJOKYMEHTHI, HE3aBHCHMO OT BHJIA MaTepHAIBHON KOHCTPYKIMH HOCUTEIISI ¥ 3HAKOBOM MIPHPOIBI HH-
(opmarmy, mocTynarouye B Onb6INOTEKyY, B TOM YHCIIE B OOMEHHBIN U pe3epBHBII (POHIIBI, U BHIOBIBAOLIHE U3 OUOINOTEKH.

He noxanexxat y4eTy JOKYMEHTHI BCIIOMOTATEIbHOTO Ha3HAUSHUS, SIBISIOMINECS pab0UYUM HHCTPYMEHTOM OHOIHOTEYHOTO
nepcoHana (yrnpapieH4ecKasi JOKyMEHTalus, IpOrpaMMHbIE IPOAYKTHI, MaTepUallbl, IprodpeTaeMble st 0pOopMIEHHU OHOINOTEKH,
IPYTHX MOACOOHBIX PaboT, HE CBSA3aHHBIX C KOMILUICKTOBaHHEM OHOIHOTEYHOTrOo (JOHAA); MaTepHaibl, CO3MaHHbIe OMOIMOTEKOI Ha
CBOEM 000pyIOBaHHUM 0€3 BBEICHHS B 3aKOHHBIH IPaXTaHCKUI 000pOT (THPaKMPOBAHUS M PacHpOCTPaHEeHNs ), KHHO- (oTo- 1 3BY-
KO3aIliCH, peTHa3HadeHHbIe IJISI IPOBEACHMS OHOINOTeYHO-NH(OPMAMOHHBIX U KYJIBTYPHBIX MEPOIIPUSTHIL; TOKYMEHTHI TMYHOTO
U CEKPETHOTO XapaKTepa.

2.5. YuerHas mH(opManys, NpeacTaBiIeHHas B MalIMHOYNTaeMO# (opme, MCHONB3yeTcsl Ha PaBHBIX MpaBax C YYETHOH
rHpOpMAaIeH, MpeICTaBICHHOHN B TPAAUIIHOHHON hopMe.

ITpu BeneHMU cCyMMapHOTO M HHAMBUAYAIbHOTO ydeTa B MAIIMHOUYUTAEMON (opMe CO3Ial0TCsl KOIMU Ha OyMaXKHOM HOCH-
Tene.

2.6. bubnuoTteyHslil (CyMMapHbIA U UHIMBHIYANbHBIN) yueT GoHIa BeaeTcss CTPYKTYpPHBIMU HOApa3AeIeHIsIMA OnOInoTe-
KH, B BEJICHUH KOTOPBIX HAXOANUTCS KOMIUICKTOBaHHE (DOHMA, a TAKKe IOAPa3AeIeHUsIMH, 00eCIIeUNBAIOIINMA XPAaHSHNE U HCIIOJb-
30BaHME 3aKPEIUICHHBIX 32 HUMH YacTeil o0mmero ¢poHna 6nOIMoTeKH.

2.7. Byxrantepckuii (CTOMMOCTHBIH) y4eT OnOanoTeqHoro poHIa BeneTcst OyXranTepueil.

2.8. IIpaBa n 00s3aHHOCTH OHOJIOTEK 110 y4eTy OHOIMoTedHoro (hoHa.

2.8.1. bubmmorexa o6s3aHa:

OCYIIECTBIATH OMOIMOTEYHBIH (CyMMapHbBIi 1 HHAWBUAYAJIbHBIN) Y9€T OTHOCUTEIEHO (POHIOB MOCTOSHHOTO (AIUTENBHO-
r0) ¥ BPEMEHHOT'O XPaHEHHS;

OCYIIECTBIIATH yIET JOKyMEHTOB B COCTaBe ()OH/Aa B YCTAHOBIICHHBIX YUETHBIX CANHUIIAX;

MIPOU3BOJUTH OLIEHKY JOKYMEHTOB, NOCTYHAOMNX B OHONMOTEKY 0e3 OIUIaThl MX CTOMMOCTH (B HMOpPSAKE 00sS3aTelNbHOrO
9K3EMIULIpA, B KAUECTBE Japa, IOKEPTBOBAaHUs, OS3BO3ME3/IHO), a TAKXKE MEPEOIEHKY OTAEIBHBIX JOKYMEHTOB — B COOTBETCTBHH C
HOpPMAaTUBHBIMHU NPaBOBbIMU akTaMu Poccuiickoil @enepanuu u Hacrosuel MucTpykuueii;

obecreyrBaTh IPeeMCTBEHHOCTh OPraHHU3aINH ydeTa B LIeJIIX COIIOCTABUMOCTH €T IaHHBIX;

obecneyrBaTh BO3MOXKHOCTh JOITOBEYHOIO XPAHEHUS! U BOCIPOU3BEICHHS YIETHON JOKYMEHTAI[MH HE3aBUCHMO OT BHJIA
HCTIONB3YEMBIX JUI y4eTa HocuTeneil nHdopmarmn.

2.8.2. bubnmoTeka UMeeT MpaBo:

YCTaHABIMBATH MOPSIOK yueTa JOKYMEHTOB HaHHOW OMONMMOTEKH, HCXOS U3 €€ cTaTyca, 0COOCHHOCTEH opraHW3aluu U
CTPYKTYpHI (oHZA ¢ COOIIOICHNEM TpeOOBaHUH 3aKOHOATENHCTBA, HOPMATHBHBIX U NPAaBOBEIX akToB Poccuiickoit denepannu u
N0JI0KEHUH HacTosamel MHCTpykuuy;

CO371aBaTh U IPUMEHATH Hanbolee 3 PeKTHBHBIC TEXHOIOTHH (METO/BI, CIIOCOOBI U IIPUEMBI) y4eTa OHMOIMOTeUHOTrO (OH-
aa;

OTIPENENATH CPOKH XPAHEHHSI JOKYMEHTOB B ()OHJIE KPOME JOKYMEHTOB, MOJIEKAMUX MOCTOSIHHOMY (0ecCpOIHOMY) Xpa-
HEHMIO B COOTBETCTBHH C 3aKOHOAATEIbCTBOM U HOPMATUBHBIMY IIPABOBBIMU akTaMu Pocculickoit denepanuu;

YCTaHABIIMBATH MOPSTOK NCKIIOUCHUS JOKYMEHTOB U3 (OH/a;

BBOJUTH HOPMATUBHI CIIMCAHUS JOKYMEHTOB, YTPaueHHBIX 110 HEYCTAHOBICHHBIM MPUYNHAM (HeZocTava);

OTIPENENATH YCIOBHUS U (YOPMBI pean3aliii NCKIFOUCHHBIX U3 ()OHA TOKYMEHTOB;

OTIPEAENSATh BUBI M pa3Mep KOMIIEHCAlUH yiiepOa, HAHECEHHOro (hOH/TY MMOJIb30BATENSIMU OHOINOTEKH;

pacimpsaTh Habop YYETHBIX MTOKa3aTesei, HCX0/s U3 MOoTpeOHOCTell JaHHOW OMOINOTEKH, CETH WITH CHCTEMBI OHOJIHOTEK.

2.9. PaspaboranHble OGHOJIMOTEKON PErJIaMeHThl YTBEPXKIAIOTCS B YCTAHOBJICHHOM ITOPSIKE COOCTBEHHUKOM (ydpemuTe-
J1eM) OMOJIMOTEKH MIIH TI0 COTJIACOBAHHMIO C HUM.

2.10. Yupenurens, aAMAHHCTPAIIS M COOTBETCTBYIOIIHE CITYKObI OMOMMOTEKH 00ECIICUMBAIOT YCIOBHS, HEOOXOANMBIE
IUTSL COOJIFOICHUS TIPABIIT ydeTa OHONMNOTedHOTO (OH/Ia, MPEeTyCMOTPEHHBIX HacTosmed MacTpyKmeit.

2.11. B 3aBHCHMOCTH OT YCIIOBHH AEATEIHHOCTH OMOIMOTEKN MOXKET OBITh CO3/IaHO CIIEIHAIbHOE o pa3ieieHue (M Ha-
3HAYE€HO OTBETCTBEHHOE JIUIO) ¢ QyHKIUAMH 00MeONOIMOTEYHOT0 KOHTPOIIS 32 COONIIOAEHNEM yUeTa Ha BCEM ITyTH ABIKECHUS 10-
KyYMEHTOB B X0JI¢ UX 00paboTKH, MOCTYIJIeHHs B ()OH/ M BHIOBITHS, XpPAaHEHNS YYETHOH JOKYMEHTAI[MK B ONOINOTEKeE.

3. BUjibl YYETA BUBJIMOTEYHOI'O ®OHJIA

OpraHu3aloOHHO YIIOPSIOYEHHAs! COBOKYITHOCTh BHJIOB, OPM M METOJOB yueTa JOKYMEHTOB, () (epeHIIMPOBAHHBIX B
COOTBETCTBUH C UX Ha3HAYCHHEM, COCTABIISIET CUCTEMY y4eTa JOKYMEHTOB OubiroTeyHoro Goxaa.

[Mo yHKIMAM 1 HAa3HAYEHHIO PA3JIMYAIOTCS CIEAYIONINe BUABI ydeTa: OHONMOTEeYHbIH, OyXraaTepCKui, CTaTHCTHIECKHH,
0COOBIH (CIIeNATN3UPOBAHHBIN ).

3.1. BudaNOTeYHBbI y4eT — y4eT JOKYMEHTOB BCeX MOApas3jeleHuid OndbmrmoTedHoro (oHIa, BKIOYas OOMEHHBIE, pe-
3epBHBIE, CTPAaXOBbIe, HHbIE. BUONMMOTEYHEIH yueT BeeTCs B HHANBHIYaJbHONH M CyMMapHOH opMax.

3.1.1. MnauBuAyanbHbIA y4eT KaXI0ro 3K3eMIUIIpa JOKYMEHTa MM Ka)XJ0r0 HOBOTO Ha3BaHMA JOKYMEHTA OCYIIECTBIIS-
€TCs ¢ IOMOUIBIO METO0B MHBEHTAPU3ALMH C IPUCBOCHUEM JOKYMEHTY MHBEHTapPHOI'O HOMEPA, HHOTO 3HaKa B Ka4eCTBE HHBEHTapHO-
ro HoMepa (wrpux-kozaa, ISBN) wam perucrpanmu gokyMeHTa Oe3 MPHCBOCHKS €My MHBEHTapHOTO HOoMepa. MHIMBHIyallbHbIH HOMED
3aKperusieTcs 3a IOKYMEHTOM Ha Bce BpeMsi ero HaxokzieHus B (oHne 6ubnuorekn. MHBeHTapHbIe HOMepa UCKIIOUCHHBIX M3 (hOHIA
JTOKYMEHTOB He IIPHCBANBAIOTCS] BHOBb MPHHSTHIM JJOKYMEHTAM.

3.1.2. IanuBuayansHBIA y9eT, C IPHCBOSHHEM KaKIOMY JOKYMEHTY HHBEHTApPHOTO HOMepa, 00s3aTeNIeH AT JOKYMEHTOB
JUTUTENIFHOTO U TIOCTOSTHHOTO XpaHeHHs. HeoOXoAnMOoCTh HHIMBAAYATEHOTO yUeTa Il JOKYMEHTOB BPEMEHHOTO XPaHCHUS U HOp -
JIOK €T0 BEIEHHs ONPEeISIIOTCS HEMOCPEICTBEHHO OHOINOTEKOH.

3.1.3. ®opmMamMy HHAUBUIYaJIbHOTO yyeTa JOKYMEHTOB SIBISIOTCA KHIDKHAs (MHBEHTapHas KHUTA), KapTOuHas (KapTouyka
Y4YETHOTO KaTajora, perucTpalloOHHas KapTouKa Ha ONpeAeTIeHHbIN BUJ JOKYMEHTA ISl Ta3eT, )KypHANIOB, 3JEKTPOHHBIX, ayIHOBH-
3yaJIbHBIX, JPYTUX BUAOB JOKYMCHTOB), JIMCTOBAs (JIMCT aKTOBOTO y4eTa), AOIycKaeTcs couetanue 3Tux ¢opm yuera (IIpunoxenus
1,2, 3).



DopMBI HHIUBHAYATEHOTO ydeTa JJOKyMEHTOB B 0053aTEIILHOM MOPSAKE TODKHEI COAEPIKATH CIISIYIOIe OKa3aTelH: 1a-
Ta 3aIMCcH, HoMep 3amucH B «KHure cyMMapHoro ydera 6u0anoredHoro (oHzia», HHBEHTAapHbBIH HOMEP, aBTOP U 3arjaBHUe, MECTO U
TOJ M3JaHusl, IeHa, OTMETKA O MPOBEpKe, HOMEP aKTa HCKIIFOUESHUSI.

B «IIpumeuanmny yka3pIBaeTCsl HATMYNE U BHI TPUIOKEHUS] K OCHOBHOMY JOKYMEHTY, a TaKxke 0COOEHHOCTH IK3EMILIApa
LEHHBIX U PEIKHX JOKYMEHTOB (HalpHMep, HaIMYHe YHHKaIbHOTO MeperuieTa, MapruHaiuii, aepexros u 1.11.). [Ipu Hamuauu mac-
IopTa JOKyMEHTa JIaeTCsI OTCHIIKA K HEMY.

[Tpn aBTOMaTH3NPOBAHHON TEXHOJOTHH CO3IAFOTCS (halIIbl, coJeprkalie BCI0 HEOOXOAUMYI0 HH(pOpMAIHio 111 HOpMH-
poBaHus 1000 U3 GopM MHANBHUIYATBHOTO yUeTa.

3.1.4. MuauBHIyalbHbIA y4eT JOKYMEHTOB, HMECIOLUINX B CBOEM O(OPMIICHUH JPAroleHHbIC METAIUIB U \ WM JparoleH-
HBIE KAMHM M OTHECEHHBIX K KaTeTOPUH cei(hOBOro XpaHEHUs, OCYIIECTBISACTCS B CHELUATbHON MHBEHTApHOW KHHTe (OMMCH), B
KOTOpPOil KpoMe TpaJUIHOHHBIX MTOKa3aTelel, 1aeTcsl ONMMCaHue BHEMIHETO 0()OPMIIEHUS KaXI0To JOKyMeHTa. Kaxplil 1ucT nHBEH-
TapHOW KHUTH COTIPOBOXKIAETCSI UTOTOBOM 3aIMChIO C YKa3aHUEM AAThl €€ COCTaBICHUSI.

3.1.5. nauBuayanbHBIA ydeT 0a3 JaHHBIX BeJETCS Ha PETHCTPALOHHBIX KapTOUKaX WK APYroil mpuMeHseMol B OubInoTexe
¢dopme ydera. B ydeTHBIX TOKYMEHTaX OTpaykaloTCs CIIEIYIOIINE CBEICHHS: AaTa ITOCTYIUICHHS; Ha3BaHUe 0a3bl JaHHBIX; HANMEHOBA-
HHe co3arels (Iopuandeckoe Win GU3MYEecKoe JINIO); JaTa CO3JaHMs pecypca; ieHa mpruodperenus; Hocutens nadopmarmu (CD-
ROM, >xecTkuii TUCK, TUCKETA); MIEPUOTUIHOCTH OOHOBICHUSL.

3.1.6. lHOuBUIyalbHEIN yYeT CEeTEeBBIX JOKYMEHTOB YAAJICHHOTO JOCTYIa OCYIIECTBISIETCS IyTEM PErHCTPAIliN MTaKeTOB
0€3 MPUCBOCHHUsI MM HHBEHTapHOTO HOMepa ([Ipunoxenue 4).

dopma HHAWBUIYAIBHOTO y4€Ta CETEBBIX JOKYMEHTOB BKIIOYAaeT OCHOBHBIE XapaKTEPUCTUKH MaKeTa: Ha3BaHUE, JaHHBIE O
MIPOU3BOJNTENE U IIaT(GopMe U TUIl makeTa. PaKyIbTaTHBHO MOXKHO OTPakaTh B 3TOH ()OpMe AaHHBIC O KOJIWYECTBE JOKYMEHTOB,
BXOJISIIIHX B IAKET.

[Tnardopma moHMMaETCsl KaK COBOKYITHOCTh IPOIPAMMHBIX M alllapaTHBIX CPEJICTB, NPeIHAa3HAYCHHBIX JIsI HABUTALMH U
MIOUCKa JIOKYMEHTOB, a TAKKe MPeUIaraoliiX 0co0ble CepBUCHI A1l pabOTHI ¢ HUMHU.

3.1.7. CyMMapHBIH y4eT BceX HOCTYMAoMuX B (JOHA U BHIOBIBAIONINX U3 HErO TOKYMEHTOB BeseTcsi B KHure cymmapHoro
yuera oubimoreyHoro (GoHza WK B Apyroi Gopme, MpeaHasHaYeHHOH ISl CyMMapHOTO ydera (JKypHal, JIMCTBl CYMMapHOT'O ydeTa
oubmmoredHoro (oHIa) B TPAIUIMOHHOM WIIM MAIIMHOYUTAeMOM BHIE. JlOMycKaroTCs pa3inyHble MOAU(DHUKAIIMHA KHUTH CYMMapHO-
r0 y4eTa, OTpaXkaromue crequduky OHONMMOTEKH WA CHCTEMbI OMOINOTEK ONpPEeAEIeHHOTO THIIA.

HesaBucumo ot xapakrepa MaTepHatbHOTO HOCUTENA YUETHOH (opMBbl, CBeZleHUs O OBIDKeHNH (HoHIa PUKCHUPYIOTCS B 3-X
gacTsax «KHuru cymmapHoro ygera 6nbimuoreqHoro poHAa» WM Apyroid GopMe CyMMapHOTO ydeTa:

e yacte 1 — «loctymnenue B ponn» (Ilpunoxenue 5A);

e  yacth 2 — «BrIObITHE U3 PoHmay (IIpunoxenue 5B);

e yacth 3 — «Mtoru nBmwxenns Gponna» ([Ipmoxenue 5B).

OO0001IeHHbIE CTATUCTUYECKHE JaHHBIE OTPAXKAIOTCS B KaXKI0W yacTu KHuru cymmapHoro ydera, s 4actu 1 ¥ yactu 2 B
MOKA3aTelIsIX «IePEHOC K MEPEHOCY, I YacTH 3 B TIOKA3aTeNIX «COCTOUT Ha HAYAIIO0 TO/1a, HOCTYIHJIO B TEUCHHUE roja,
BBIOBIIIO B TEUCHHE TO/1a, COCTOHT Ha KOHEI] TozIay.

3.1.8. CymMMapHBIH y4eT CeTeBBIX JOKyMEHTOB yIAI€HHOTO JOCTYIa BEIETCS B IPEeIHA3HAYCHHOI JUIS 3THX IIeNei KHUTe,
B KOTOPYIO BKIIOYAIOTCS TPHU (OPMBL: (OopMa ydeTa MOCTyIUieHus: TokyMeHToB B (oHn ([Ipmnoxkenne 6A); ¢popma ydera BBHIOBITHS
nokyMeHToB 13 ¢onna (IIpunoxenue 6b); hopma ydera aBrmxeHns GpoHIa ceTeBBIX JOKYMEHTOB yiaieHHoro pocryna ([Ipuioxenue
6B). B ¢popme yyera nmoctymieHus B OHI pETHCTPUPYIOTCSI OCHOBHBIE MTapaMeTphbl JOKYMEHTOB (ZIOrOBOPOB, KOHTPAKTOB, JINIIEH3U-
OHHBIX COTJIALIEHHH), B KOTOPBIX 3a)MKCHPOBAHO O(OPMIICHHE B JIOCTYI JUIsi OMOIMOTEKH ONpEIeNICHHBIX [TaKETOB CETEBBIX JIOKY-
MEHTOB, a TaKKe KOJINYECTBO MakeToB. CyMMapHOMY y4eTy IOJUIEKAT MaKeThl AJIEKTPOHHBIX JJOKYMEHTOB, K KOTOPBIM OHOIHOTEKa
MMeeT YCTOWIHBBII JOCTYM COTTIACHO JIMIICH3NOHHBIM COTJIAIIEHHSIM.

3.1.9. B «Kuure yuera 6ubmmoreunoro ¢gonaa LlenrpanusoBannoii 6ubmmoreunoi cuctemsl (LIBC)» conmepikarcs cBeme-
HUS O TIepefade JOKyMEHTOB U3 OTAENA KOMIUIEKTOBAHUS 1 00pabOTKH B CTPYKTYpHBIE TOAPA3AeIeHNs IEHTPANbHOH ONOINOTeKH, B
OMOIMOTEKN-(DUITHAITBL, 13 OJHUX CTPYKTYPHBIX MOJpa3eNICHUH B qpyTHe.

3.2. Byxraarepckmii yuer — yueT 6aJaHCOBOH CTOMMOCTH JJOKyMEHTOB OMOIMOTEYHOTo (GOH/A, OCYIIECTBISETCS 10 Ipa-
BWJIaM BEJICHUsI OyXTaJITepCKOr0 yueTa Ha OCHOBE JIAHHBIX O CTOMMOCTH OT/ISNIbHBIX ITAPTHH JOKYMEHTOB.

3.2.1. bubnuoTexy MPOU3BOJAT OLEHKY CTOMMOCTH JIOKYMEHTOB, ITOCTYIAIOIINX W BBIOBIBAIOIINX U3 (OHJIOB OMOINOTEKHY,
UCIIONB3Ysl PHIHOYHBIC IIEHBI, epeoLieHOuHbIe Koa(duimenTsl, ycraHoineHHble [IpaBuTenscTBoM Poccuiickoii denepanumy, a Takke
PEKOMEH/IAIlNH OIEHOYHBIX OPTaHHM3aIHi, 3aKYIOYHBIX KOMUCCHH, KaTaJoT! — MpeiiCKypaHTHl Ha 3aKyNKy M NPOJaxy OyKHHHCTH-
YEeCKHX U aHTUKBapHBIX KHHT.

3.3. CratucTHyecKHii yuaeT — ydeT KOJIMYecTBa JOKyMEHTOB B (hoHIE MO (opmam rocyrapcTBEHHOTO HAOMIOAEHHUS, yT-
BepikieHHBIM DenepanbHoil ciayk00ii rocynapcrBenHoi cratuctuku (Poccrarom). IIpu oT4eTHOCTH MO (hOpME rOCYAapCTBEHHOMN
cratuctuueckoit otuetHocTr N6 -HK cBenmeHus 0 pe3epBHBIX 1 OOMEHHBIX (OHAAX HE MPEACTABIISIOTCS.

3.4. Oco0blii (crienyann3upoOBaHHBIN) TOCYIaPCTBEHHBIN YUeT — yueT OTIEIbHBIX KaTeropuil JOKYMEHTOB: KHIDKHBIX Ia-
MSTHHUKOB, apXMBHBIX TOKYMEHTOB, My3eHHBIX IIPEMETOB U KOJIIEKIUH, MHBIX CIIELHAIbHBIX COOpaHUI TOKYMEHTOB. YUeT JaHHbIX
(OHIOB perynupyeTcs COOTBETCTBYIOIMMH 3aKOHAMHU M MHBIMH HOPMaTHBHBIMY NTPAaBOBbIMH akTamMu Poccuiickoii denepanum:

3.4.1. KHwKHbIe TaMATHUKH TOJUIEKAT 00513aTeIbHON rOCYIapCTBEHHON PETHCTPAlUK U OTPAKEHHIO B OOIIEPOCCHHCKOM
1 (WIM) PEeTHOHAIBHOM CBOJAX KHIKHBIX MAMSATHUKOB, (OPMHUPYEMBIX (hpefepasbHbBIM M PEernOHaJIbHBIMH LIEHTpaMU HO pabote ¢
KHIDKHBIMH ITAMSATHUKaMH B COOTBETCTBHU ¢ [ToyokeHneM 0 KHIKHBIX MamMsTHHKaX Poccuiickoit denepanum.

3.4.2. ApxuBHBIC JOKYMEHTHI, HaXOJIINecs Ha OCTOSHHOM XpaHEHHH B OMOJIMOTEKaX, yIUTHIBAIOTCS B COOTBETCTBHU C
3akoHOAaTenbcTBOM Poccuiickoit @enepanmu 06 apxuBax U apXuBHOM jene B Poccuiickoit denepannii, HOpMaTHBHBIMHU TPABOBBIMHU
aKTaMH 00 yueTe apXUBHBIX JOKYMEHTOB U HacTosmed MHcTpykunei.

VYHuKanbHbIe JOKYMEHTHI MOJUIEKAT Takxke ydeTy B ['0cyqapCTBEHHOM peecTpe YHHMKAIbHBIX JOKYMEHTOB APXHBHOTO
¢onna Poccuiickoii denepanui.

3.4.3. My3eiinble IpeaMeThl U My3eiiHble KOJUIEKLUH, XpaHsIuecs B OMOINOTeKaX, YIUTHIBAIOTCA B COOTBETCTBHUHU C 3aKO-
HozxatenbcTBOM Poccniickoit @eneparym o Mysesix u MyseitHoM donne Poccuiickoit @enepanmu n Hactosmei HCTpyKIneH.

Mys3eliHble IpeIMeTsl 1 My3elHHbIe KOJUIEKINH, BKIIOUCHHBIE B COCTaB TOCYAapCcTBEHHOM yact MyseliHoro ¢onna Poc-
cuiickoit @eneparuu peructpupyrorcs B 'ocynapcrsennom karanore Myseitnoro ¢onna Poccuiickoit @eneparmn.



3.4.4. JIoKkyMeHTHI, OTHECEHHBIE K KaTETOpPUH CeH(OBOTO XpaHEHHMS, MOAJIEKAT CHEUATEHOMY YYeTy B COOTBETCTBHH C
«MHCTpyKIMEN IO yueTy U XpaHEHHIO MYy3€HHbIX LIEHHOCTEW U3 JAParoleHHbIX METAIOB U JIParolleHHbIX KaMHEH, HaXOAIIMUXCS B
rocyaapctBeHHbIX My3esix CCCP», yrBepxaenHoit [Ipukaszom Munuctepcrsa kynbTypsl CCCP ot 15. 12. 1987r. Ne513.

Myszeu, OubanoTeky, XpaHsimye B CBOMX (OHIAX JOKYMEHTHI, B 0(OPMICHUH KOTOPBIX UMEIOTCS APArolieHHbIe METaILIbI
1 \ niM aparoreHHble KaMHH 00sI3aHBI 3apETHCTPUPOBATECS B TOCYAAPCTBEHHBIX OpraHax MpoGHPHOro Haa3opa.

3.4.5. CtpaxoBble KOIMH MUKPO(OPM YIUTHIBAIOTCSI B COOTBETCTBUH C HOPMAaTHBHBIMHU IIPAaBOBBIMU aKTaMH U TOCYIapCT-
BEHHBIMH CTaHIapTaMU B OMOIHMOTEKAX, TA€ XPaHATCS OPUTHHAIBI JOKYMEHTOB, M B XpaHWIIHIIAX CTPaxoBoro (oHxa.

Wndopmarmst o Hammauy B OHOIMOTEKE CTPAXOBBIX JOKYMEHTOB (MHKpO(MIEMOB) OoTpakaeTcs B PoccuiickoM peructpe
CTPaxOBBIX MUKPO(OpM.

3.4.6. Ba3bl JaHHBIX YYUTHIBAIOTCS 11O IIPABWJIAM BEJICHHS TOCYAAPCTBEHHOIO yueTa M PErMCTPallii B COOTBETCTBHH C 3a-
KOHOJATENbCTBOM, @ TAKXKE 110 MIPaBHUIaM BeIeHUS yueTa OMOIHOTeUHbIX (POHIOB, YyCTAaHOBICHHBIX HacToAmmel MHCTpyKIueit.

I'ocynapcTBeHHBIH ydeT U perucTpanus 6a3 JaHHBIX ocyliecTBisieTcsa B ['ocy1apcTBEHHOM perucTpe 06a3 JaHHbIX.

4. ENMHUILBI YYETA BUBJIHOTEYHOI'O ®OHJIA

4.1. B cootBerctBuu ¢ 'OCT 7.20-2000. « CUBM/I. bubnnoreynas craTucTuka» BenumuuHa (00beM) 1 IBIKEHHE (oHIA
H3MepSIOTCS B yHU(PHUIIMPOBAHHBIX EANHAIAX ydeTa.

OCHOBHBIMH €IMHHIIAME ydeTa o0beMa (hOHAA MEYAaTHBIX M3JaHUH, HEONyOIMKOBAHHEIX, ayJHOBH3YaIbHBIX, 3JIEKTPOH-
HBIX JIOKYMEHTOB 32 HCKJIIOUSHHEM CETEBBIX JOKYMEHTOB YIAJIICHHOTO JIOCTYIIA SBISIOTCS IK3eMAAAP W HA36anue, s Ta3eT — 2000-
601l KOMNJIEKmM M HA36aHue; [T CETEBBIX JOKYMEHTOB yIaJeHHOTO A0CTYIa — HAKem:

IK3eMRnAp — KaXKIas OTIeIbHAs eANHUIIA TOKYMEHTa, BKIFOUYaeMasi B (JOH/] MM BBIOBIBAOIIAS U3 HETO;

Hazeéanue — KHKI0e HOBOE WM OBTOPHOE M3IaHKUE, IPYTOi TOKYMEHT, OTIMYAOIIHECs OT OCTAIBHBIX HIMEHEM aBTOPa, 3arjIaBU-
€M, BBIXO/IHBIMH JAHHBIMH HJIH APYTUMH JIeMeHTaMu 0hOpMIICHHST;

naKem — KX/IbI CETEBO yaJeHHbBIN pecypc, MpeJylaraeMblil Kak OTAebHBIH IPOIYKT ero MPOM3BOUTENEM, Ha KOTOPBIi OHO-
JTHOTEKA OQUIUATHEHO 0(OPMILIET TOCTYIL.

4.2. JIOTIONHUTENBHBIMU €JMHUIIAMH y4ueTa (HOHIA SBISIIOTCS 20006806 Komnjexkm (KPOME Ta3eT), nepeniemHblii Kom-
niexm [noOwiueKa, MemponoaKa, IUis SICKTPOHHBIX JTOKYMCHTOB — faiim:

2000601l KOMNJIEKM — COBOKYITHOCTh HOMEPOB (BBIITYCKOB) IIEPHOANYESCKOrO H3IAHHS 3a TOJ;

nepenyiemHblil KOMHeKm \noOwueKa — COBOKYITHOCTh HOMEPOB TIEPHOIHIECKOTO H3IaHus (IOKYMEHTA), CUIUTHIX, TIepe-
[UIETEHHBIX WM CKPETUICHHBIX APYTHUM CIIOCOOOM B OJHO IIEJIOE;

MemponoiKa — MeKAyHAPOIHAsE SIUHHULA AJIS COMOCTABUMOTO M3MEpeHHs BeNUYUHBI (OHIA, 33 KOTOPYIO HPHHAT 1 M
CTEJUTa)KHOH TOJIKH, 3aHSATOW KHUTAaMH M IPYTHMH JOKYMEHTaMH;

batim (kunobaiim, mezadaim, mepadaiim u m.9.) — CIUHAA TAMATH JAHHBIX, paBHas 8 OUTaM.

OO1mas BennunHa 6n6IMOoTEeuHOTo (POHAA B IIEIOM U €T0 HO/APA3/ICIeHNIl YUUTHIBACTCS B IK3EMAUAAPAX N Ha38aHusaX (s
HOBBIX MOCTYIUICHHUI), C JTOMOJHUTENBHBIM YKa3aHHEM KOJIMYECTBA MAKETOB CETEBBIX YIAJICHHBIX PECYPCOB, Ha KOTOpPbIC OHOIHOTEKA
oummansHO 0hopMIIIA JOCTYIL.

5. YYET JOKYMEHTOB 10 BUJIAM U KATETOPHUSIM

5.1. IleyaTHble M31AHUA M HEONMYOIMKOBAHHbIE IOKYMEHThI

Wznanne — TOKyMEHT, IpOIIeIINi peIaKIHnOHHO-U3IaTeNBCKYI0 00paboTKy, CaMOCTOSATEIHHO 0(OPMIICHHBIH, HMEFOIIHIA
BBIXOJIHBIE CBEACHMS U TpeJHA3HAYCHHBIN JUTS ITepeiauyl coaepiKanieiics B HEM HHPOPMaLUH.

[eyaTHBIMU SIBISIIOTCS W3/1aHMs, MOJyYSHHBIE NeYaTaHWEM WM THCHEHHEM, MPOILIEIINE PelaKIMOHHO-H3IaTeIbCKYI0
00paboTKy, HOIUrpadMIecKH CaMOCTOSTENBHO O(OPMIICHHBIE, NMEIOIINE BHIXOAHBIE CBeeHU. K HUM OTHOCSATCS: KHUTH, OpoLIio-
PBI, XKypHAIIBI, TPOJIOJDKAIOIINECS U3aHHs, JTUCTOBBIC U3aHUsl, Ta3eThl, N30U3IaHNs1, HOTHBIC H3IaHMs, KapTorpaduueckue n3ganus,
HOPMAaTHUBHO — TEXHUYECKHE W TEXHHIECKHE JOKYMEHTHI, Jpyrue JOKyMEHTHI. [IpHHaUIe)KHOCTD U3IaHUS K ONPEIeICHHOMY BHIY
YCTaHABIIMBACTCS B COOTBETCTBHH C TOCYAAPCTBEHHBIM cTaHaapToM 7.60-2003 «CUBU. U3narmst. OcHOBHEIE BUBL. TepMHHBI 1 OTIpe-
JICTICHHSD.

HeomyOKoBaHHBIMHI SBISIOTCS PYKONHCHBIE MM THPAKUPOBAHHBIC B SIMHIYHBIX dK3EMIUISIpax JOKYMEHTHI, 00Ianaro-
e npru3HakaMu I/IHTeJ'IIleKTyaJ'IbHOI\/'I COGCTBGHHOCTI/I. K HMM oTHOCSATCS JACTIOHUPOBAHHBIC HAYYHBIC pa60T1>1, AuccepTaluu U aBToO-
pedepaTsl Ha paBax PyKOIMCeW, IPENPHUHTHI, OTYETHI O HAYYHO-HCCIEOBATEILCKUX paboTax, MepeBO/Ibl, OMUCAHHS alTOPUTMOB U
nporpamMm OBM, MpoeKTHO-KOHCTPYKTOPCKasi JOKYMEHTaLusI.

5.1.1. OCHOBHBIMH €AVHUIAMU Y4€Ta HOBBIX l'[OCTyl'l.]'leHl/If/i NICYaTHBIX H3)13HHI>’I 154 HeOl’lyGJ’lI/IKOBaHHbIX JOKYMEHTOB SBJI-
I0TCS 9K3EMIUTIP U Ha3BaHHE.

5.1.2. YdeTy B 9K3eMIUIIpax MOIJIEKAT BCE MONUTPAPHISCKH CAMOCTOSATETEHO 0(hOPMIICHHbIE U31aHMs (KPOME ra3eT) WIIH
MX KOTIHH.

5.1.3. Kauru u Opouopsl.

Kaxk OTlIeJ'[beIl\;I OK3EMILIAP U KaK OTACJIbHOC HAa3BAaHUE YUNUTBIBAIOTCS:

e KaXKI0€ HOBOE M3/aHue (KHUra, OpOIIopa), N3AaHHOE OT/EIBHO;
Ka)kJ]0€ BXOJsIlee B KOHBOJIIOT U3JaHUE;
Ka)XKIbI OTJIEBHBIN TOM (BBIITYCK, YaCTh) MHOTOTOMHOTO M3/IaHMs, UMEIOLINI HHANBUIYaJIbHOE 3arjaBue;
KaxJ1asi U3 OpOLIIOp, BBIMYLICHHBIX B 00bEANHSIOMICH NX U3AaTeNbCKOH Manke, 00I0)KKe, MAaHKETKe;
Ka)kJasl KHUTA WK OpOIIIOpa, BXOIAIIas B KHIDKHYIO CEpHIO (HyMEPOBaHHYIO WIIH HEHyMEPOBaHHYIO);
OTZENEHO M3JaHHbIe IPHIOKCHUS K KHUraM M OpoIIopaM, HMEIONINEe WHIMBUAYaIbHOE 3arjIlaBHe W CaAMOCTOS-
TeJIbHOE 3HaYEHHE.

5.1.4. JIokyMeHTbI, BBINOJIHEHHBIE PenbedHO — ToueuHbIM (OpailieBckuM) MIPpU(BTOM YYHTBHIBAIOTCS B IK3EMILIIpax (KOM-
IJICKTaX) U Ha3BaHUSX.

OK3eMIUTApOM ATl JAHHOTO BUAA U3JAHUM SIBISIETCS KOMIIEKT.
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Kak omH 5K3eMIUIIp 1 OHO HAa3BaHUE YUUTHIBAETCS KOMILIEKT M3IaHMsI, HE3aBUCHMO OT YHCJIa BXOJSIINX B HETO KHHUT.

5.1.5. XKypHainsl U npoIoDKaroIUecs U3AaHUs YUUTHIBAIOTCA B 9K3EMIUIIpax U Ha3BaHUSIX, HE3aBUCHMO OT M3MEHEHUS 3a-
IJIaBHsL U3AaHUS. DK3EMIULIPOM CUMTAECTCS HOMEp, TOM, BBITYCK, H3aHHBIE [0 OTACIBHOCTHU, a TAKXKE KOMIUIEKT HOMEPOB, TOMOB,
BBIITYCKOB, NIEPEIICTEHHBIX B OAUH OJOK M3/1aTeIBCTBOM.

[lepuoamueckue NpUIIOKEHUS K JKypHaJIaM, BBIXOASAIINE CAMOCTOSTENBFHO, UMEIOIINE HHINBUIYaIbHOE 3arjlaBHe U cOOCT-
BEHHYIO HyMepaluIo, yIUTHIBAIOTCS KaK OTASNIbHBIC SK3EMIUIIPHI ¥ OTAENbHbIC Ha3BaHMSI.

Kaxxmast cepust mpoospKaroIerocsl H3JaHus, IMEIoNlas HHANBUyaIbHOE 3arjlaBie U COOCTBEHHYIO HyMepamuio BBIITYC-
KOB, YUIUTBIBACTCS KaK OTJEIbHOE Ha3BaHHE.

Kaxaplif caMOCTOATENBbHBIH TOM (BBITYCK) MPOIOIDKAIOIIETOCS U3/IaHNs YUUTHIBAeTCS KaK OTAENbHOE Ha3BaHHE.

5.1.6. T'a3eTsl yYUTHIBAIOTCS B TOAOBBIX KOMIUIEKTaX M Ha3BaHMM KOMIUIEKTA W3JaHUS 3a BCE TOMBI €r0 MOCTYIUICHHS B
($OHI, HE3aBUCHMO OT U3MEHEHUS 3arJIaBHs I'a3€Thl.

HckmioyeHne COCTaBisIOT OJAHOJHEBHBIE (Pa30BbI€) ra3eThl, KOTOPbIE YUUTHIBAIOTCS B SK3EMIULIpax (HOMEp, BBHITYCK) U
Ha3BaHWUU Ta3eThl.

OTaenpHO M3aHHBIE NTEPHOANYECKIE TIPHIIOKEHNS K ra3eTaM, UMEIOIe HHINBAAYaTbHOE 3arjlaBie U COOCTBEHHYIO HY-
Mepanyio, YIUTHIBAIOTCSI CAMOCTOSTEIBHO.

5.1.7. V3on3panus (a1b00MBI, KOMITIEKTHI, OTACIBHEIE JINCTOBBIE N3aHNs) YIUTHIBAIOTCS B OK3EMIIIAPAX M Ha3BaHHSX.

Kaxk oTaensHBIi 9K3eMIUIIp B OTISIbHOE Ha3BaHNUE YIUTHIBAIOTCS:

®  KaXJIBIH OTIEIHHO BBITYLIEHHBIH TOM, BEITYCK alb0OMa MM IPOJOJDKAIOIIErocsl H3aHus, NMEIoIne HHINBH-
JTyaJIbHOE 3aryiaBHe;
®  KaXIBIH JIUCT (BBILYCK) CEpUH N30U3IAaHNH, HE 00beTUHEHHBIC H3AATEILCKON MANKOH (00I0KKON, MAH)KETKOH ).

JIuctoBble u3nanus, 00bEAMHEHHbBIE H3aTEILCKOM MAaKoN (00JI0KKOH, MAaH)KETKON, 00epPTKOH) YUUTHIBAIOTCS KaK OIHWH
9K3EMIULIP M OJJHO Ha3BaHME.

5.1.8. HoTHbIC U3TaHUs YYUTHIBAIOTCS B OK3EMILUIIpaX M HA3BaHHSAX.

Kak oTnenbHbIe 3K3eMIUISIPHL M OTACTIbHBIC HA3BAHUS YIUTHIBAIOTCS .

®  CaMOCTOSTENbHBIC HOTHBIC H3JJaHNs, 00BEIMHEHHbIE B OJTHOM IeperuieTe (KOHBOJIIOTE);
e OT/ENIBHBIC MAPTHH (TOJI0CA) U MAPTUTYpa (KJIAaBHP), H3AaHHBIE Pa3ebHO.
Kak oimH 5K3eMIUIIp ¥ OHO Ha3BaHUE YUUTHIBAIOTCS:
® OT/IGNIBHBIC MAPTHH (T0JI0CA), 00BEJUHEHHBIE C TAPTUTYPOH (KIABHPOM) B OJHOM H3/IAHHH, a TAKXKE ITapTHH,
00BETUHEHHBIC U3IATEIILCKON MAMKOH (0OI0KKOM).
5.1.9. Kaprorpadguueckue U3IaHUs YIUTHIBAIOTCS B 9K3EMIUTSIPax U Ha3BaHUSIX.
Kak oTnensHBIi 3K3eMIUTAP U OTAEIBHOE Ha3BaAHUE YUUTHIBAIOTCS:
®  amiIackl, COCTOSIINE U3 OTACIHHBIX HyMEPOBaHHBIX MJIH JaTUPOBAHHBIX BBIITYCKOB,;
®  KaX/BIH BBITYCK CEPUHHOTO M3IaHMs KAPTHI WM aTJiaca.

Kak oimH 5K3eMIUISIp ¥ OTHO Ha3BaHUE yYUTHIBACTCS:

e  KapTa, M3/IaHHAS Ha HECKOJBKUX JICTaX (TOIeKAIINX CKIeHKe), 00beJMHEHHBIX OOLINM 3arJaBUEM.

MHOroToMHBIE (MHOTOJINCTOBBIE) KapTorpaguyecKre M3JaHus, 0ObeJMHEHHbIE OOLIMM 3arjiaBueM, YUYUTBIBAIOTCS MO KO-
JIMYECTBY TOMOB U OJTHOMY Ha3BaHHIO.

OTzenbHO W3JaHHBIE, HO HE UMEIOIIHE CAaMOCTOSTEIFHOTO 3HAUEHHS KapTorpaduuecKie MPUIoKEHHs K pa3InIHbIM U3/1a-
HUSM (KHHTaM, OpoIIopam, )KypHajaM | T.1I.), OTICIFHO He YUUTHIBAIOTCS. OHH YUUTHIBAIOTCS €IHMHBIM KOMIUIEKTOM C OCHOBHBIM
W3JJAaHUEM.

5.1.10. HopMaTHBHO — TEXHUYECKHE M TEXHHYECKHAE NTOKYMEHTHI (ITaTEHTHBIC JOKYMEHTHI, THIIOBBIC TIPOEKTH U YEPTEKH,
KaTaJoTH MPOMBIIUICHHOTO 000pYI0OBaHUS U M3JIeNil, HOPMATHBHBIE JOKYMEHTHI IO CTAaHAAPTH3ALMH, TEXHUYECKUE YCIIOBUS, Py-
KOBOJISIIIYIE TOKYMEHTHI M TIPaBUJIA U T.I1.) YYUTHIBAIOTCS B 9K3EMIUIIPAX M Ha3BaHMSX.

Kak oiMH 3K3eMIUISIp 1 O/THO Ha3BaHUE YYUTHIBAIOTCS:

®  CTaHJAPTHI M KaTaJOTH MPOMBIIUICHHOTO O0OPYIOBAHUS W M3/ENUH, BHITyIICHHBIE B OOBEIUHSAIONICH HX H3/a-
TEJILCKOM mamnke (00JI0)KKe) MPH HAIMYMU Ha Tarke oOIIel LeHbl, COoJepyKaHus BCEro M3aHus, eINHbIX BBIXOI-
HBIX JTAHHBIX.
Kal( OTlIeJ'[beIl\;I OK3EMILIP U OTACIIbHOC HAa3BaHUE y'—lPITbIBalOTCS{I
° CTaHJapThl U KaTaJIOTH MPOMBINIJICHHOT'O 060py)103a1-n/m )51 I/l3)1€J'IHﬁ, ﬂpyrue CIICLIMAJIBHBIC BHUBI ﬂOKyMCHTOB,
Bl)Il'IyLLleHHbIe B BHJC OTACJIBHBIX JIUCTOB, €CJIN 1<a>1<)11)1f/'1 N3 HUX UMEECT CBOH BBIXOIHBIC JAHHBIC, ueHy, TUPAKXK,
JTaKe eCITi OHU 00BETUHEHBI OJIHOM U3AaTEILCKOM Mankon (00I05KKOi#).

5.1.11. HeomyOniKOBaHHbBIE JOKYMEHTHI YYUTHIBAIOTCS B IK3EMILISIPaX M HA3BaHUAX.

Kak oiH 3K3eMITIsIp U 0JJHO Ha3BaHHE YYUTHIBAIOTCS:

e  JIeNOHMpPOBaHHAs HaydHas paborta (paboTa B IBYX IK3EMIUISIpax) U CONPOBOAUTENBHBIC HOKYMEHTHI, CO/IepKa-
[IMecs B OTAEIBHON TaIKe;
o HEONyOIMKOBaHHbIC TOKYMEHTBI, COPOIIIOPOBAHHBIE UITH COAEPIKAIINECS B OT/ACIBHOM Harke.

J51si KOHCTPYKTOPCKOHM TOKYMEHTAIIU CIUHUICH ydeTa SBISETCS YepTekK I MOJHBIH KOMIUIEKT KOHCTPYKTOPCKHUX JIO-
KYMEHTOB, OTHOCSIIIIIXCS K OTHOMY H3JIEITHIO (00BEKTY).

5.1.12. OGHOBIIsIEMOE TTEYaTHOE M3JJAaHUE YIUTHIBACTCS KaK OTACIHHOE Ha3BaHUE M OTJCIBHBIN SK3EMIULIP MTPH MEPBUYHOM
nmocTyruieHnd B Oubimoteky. Ilocieayronye mMOCTYIUIEHHS BKJIaIHBIX JINCTOB, MPEIHA3HAUYEHHBIX JUIS JTOTOJHEHHS WM 3aMEHBI
COOTBeTCTBy}OH_U/IX JIUCTOB B U31aHUU, OT}leﬂbHOMy y'-leTy HEC noaJjIexKar.

5.1.13. ®akcuMuUIIBHOE M3/IaHUE YIUTHIBAETCS KaK OPUTHUHAI.

5.2. AyanoBusyajbHble JOKYMEHTbI

AynuoBu3yabHbBIH TOKyMEHT — JJOKYMEHT, COJIEpIKAIUK H300pa3nuTelIbHYI0, 3ByKOBYIO, TEKCTOBYIO HH()OPMALIUIO MM X
pa3IMYHbIE COYETaHUs, BOCIIPOU3BEACHNE KOTOPBIX TpeOyeT MIPUMEHEHUS TEXHUUECKUX CPEICTB.

5.2.1. K aynuoBHu3yabHBIM JOKyMEHTaM OTHOCSTCS (POHOOKYMEHTHI, BUICOMOKYMEHTHI, (POTOJOKYMEHTHI, JOKYMEHTHI Ha
MHKpO(pOpMax.



5.2.2. Enuannamu yaera GoH/Ia ayIMOBH3YaIbHBIX JOKYMEHTOB SIBIISIFOTCS SK3EMILISIP M Ha3BaHHE.
5.2.3. Kak oTze/nbHBIH 9K3eMIUISP YYUTHIBAIOTCS:
®  JIMCK IJIS TPaMIUIACTHHOK;
KaTyIIKa, KacceTa Win 600MHA JUIsl MarHUTHEIX (QOHOTpaMM;
KacceTa JUls BUIE0JOKyMEHTOB;
Kazap A1t GOTONOKYMEHTOB (IMAIlO3UTUBOB);
¢umra — st Mukpodu;
PYJIOH — JUIst MUKPO(DHIBMOB, THa(IIHMOB;
e  (6o0mHa — 111 KHHO(HIIEMOB.
5.2.4. Kak oTzesibHOE Ha3BaHHUE YUUTBIBAIOTCS:
e  OT/ENIBHO BBHITyNIEHHAs TPaMIIACTHHKA, KacceTa, JIM00 KOMIUIEKT (ab00M) IrpaMIUIaCTHHOK, KacceT, 00beau-
HEHHBIX OOIIINM Ha3BaHHEM;
e  MarHuTHas (OHOrpaMMa Ha OJHOM Karyiike (Kaccere), MarHUTHas (pOHOTpaMMa Ha HECKOJIBKHX KaTyIlKax (Kac-
ceTax), 00beTMHEHHBIX OOIIUM HA3BAHHEM;
e OT[AENBHO U3JaHHBIN (HOHOJOKYMEHT MM KOMIUIEKT (POHOJIOKYMEHTOB, 00BEANHEHHBIX OOINM 3arjaBHeM;
e  kuHO(MIBM, TMadUIBM HE3aBHCHMO OT YHCJIA COCTABISAIOIINX YacTell MM KaJpoB (A7 KOMILUIEKTa IUAlo3UTH-
BOB);
e  KOMIUIEKT (ull, 0ObeIMHEHHBIX OOIINM HAa3BAaHHUEM.

Ipumeuanue: ABJ], aBisiomuecs IPHIOKEHAEM K PA3INYHBIM U3IaHHUSAM M BBIIONHSIONINE CAMOCTOSITENIbHBIE (DYHKIIUH,
a TaKoKe UCIIONb3yeMble B paboTe OT/ACIBHO OT OCHOBHOTO W3/aHMs, MOTYT YUUTBHIBATECS KaK OTJEIBHBIE SK3EMILISPEL.

5.3. DJIeKTPOHHBIE JOKYMEHTBI

ONeKTPOHHBIN TOKYMEHT — JOKYMEHT Ha MAIIHHOYUTAEMOM HOCHTENE, JJIs HCIIONIB30BAHUS KOTOPOr0 HEOOXOAUMBI Cpell-
CTBa BBIYHMCIINUTENBHOM TEXHUKH.

5.3.1. K 3J1eKTPOHHBIM JIOKYMEHTaM OTHOCSITCS JIEKTPOHHBIC JOKYMCHTBI Ha ChEMHBIX HOCHTESIX, CETEBbIC OKYMEHTBHI JIO-
KaJIbHOTO JIOCTYTIA, CETEBBIC JOKYMEHTHI yAAIEHHOTO AOCTYTIA.

JIOKYMEHTHI Ha ChEMHBIX HOCHTEJISIX MPEICTaBISIOT CO00M aBTOHOMHBIE OOBEKTHI, IPeJHA3HAYCHHbIE IS TOKAJIBHOTO HC-
MOJTb30BaHMs U BBITyCKaeMbIe (THPOKUPYEMBbIe) B BUJIE OMPEISICHHOrO KOIHYeCTBa HACHTHYHbBIX dK3eMiusipoB (CD-ROM, DVD u
T.IL.).

CeteBble JIOKyMEHTHI JIOKAJIBHOTO JJOCTYIA — JOKYMEHTBI, HAXOJUIIIHECs Ha )KECTKOM JMCKE KOMIIbIoTepa OMOIMOTEKH, B TOM
YHCIIe BXOJIAIME B AIEKTPOHHYIO OHOIHOTEKY.

CereBble JOKYMEHTB! YAQJICHHOTO JIOCTYIa — JOKYMEHTBI, OJTy4aeMble OMOIMOTEKON M3 BHELIHUX MCTOYHHKOB, pa3Me-
IIEHHBIX Ha yJaJeHHBIX TEXHUYECKNX CPEACTBAX, BO BPEMEHHOE IOJIb30BaHME Ha YCIOBHSIX COTNAIICHUH C IMOCTaBIIMKaMu HHDOP-
Manuu (TeHepaTopaMy JOCTYIIA).

5.3.2. EquHnnamy ydera 31eKTPOHHBIX JOKYMEHTOB Ha CheMHBIX HOCHTENSX SBIISIOTCS YK3EMIUIIP M Ha3BaHMHE.

5.3.2.1. Kak oTAeNbHBII SK3eMIUISP YIUTHIBAIOTCS ONITHYECKHII AUCK U AUCKETA.

Kak oTnenbHbIe 9K3eMIUIIPhl MOTYT YYHUTHIBATHCS MPHIOKEHUS K Pa3IMYHBIM M3aHHSM, BBIOIHSIOIINE CAMOCTOSTENb-
Hble (QYHKINH, a TAKXKe UCIIONb3yeMBbIE B pa0OTE OTAEIBHO OT OCHOBHOT'O M3/aHHs.

Kax oTznesbHbIE SK3EMILUIPBI HE YUHTBHIBAIOTCS ONTHUECKHE AUCKH, AUCKETBI, €CIIM TPEACTABIIOT COOOH BKIAAKY (BIOXKe-
HHE) B U3[JaHUE MJIM €70 HEOThEMIIEMOE MPUIIOXKEHHE.

5.3.2.2. Kak 071HO Ha3BaHHUE YUUTHIBAIOTC:

®  KaX/0€ OTIEIbHOE U3/]aHHE, BBIMYIEHHOE HA ONTHYECKOM KOMIAKT-ANCKE;
e KaXKABIH JOKaJIBbHBIN JVCK, BXOIIIINH B HyMEPOBAHHYIO MIIH HEHyMEPOBaHHYIO CEPUIO AIEKTPOHHBIX H3/IaHUMH;
®  KOMIUIEKT KOMIIAKT-ANCKOB, OOBEIMHEHHBIX OOIINM Ha3BaHHUEM;
®  U3/aHHBIC B KQUECTBE CAMOCTOSATEIBHBIX M3JAHUH MPUIOKEHHS K M3JaHUSIM JI000T0 APYroro BUJA, HMEIOIIHe
cOOCTBEHHOE 3aryIaBHe M JOITyCKAOIINe UX HCIONIb30BaHue 0e3 00palieHns: K OCHOBHOMY H3/IaHHIO.
®  TIONOJHSEMbIE JOKYMEHTHI Ha ChEMHBIX HOCHTEIISIX

5.3.3. Enuannamy ydera ceTeBBIX JOKYMEHTOB JIOKAJIBHOTO JJOCTYIIA SBIISIOTCS Ha3BaHHE, SK3EMILIAP.

HoBbIM Ha3BaHHEM SBISCTCS KaXK/J0€ MPEICTABICHUE IIEKTPOHHOTO JOKYMEHTa B HHOM (hopMare.

5.3.3.1. Kak o7iHO Ha3BaHHE YYHUTHIBAIOTCS MOMOIHIEMBbIE 3JIEKTPOHHbIE JOKYMEHTBI.

Kaxk OTHACJIbHBIC HAa3BaHUS YYHUTBIBAIOTCH 0OHOBJIIEMBIE DJIEKTPOHHBIEC JOKYMEHTBI C YKa3aHUEM BEPCHUU KaXKJAO0I'0 O6HOB—
JIEHUSL.

JlonoJHUTENbHOM eMHMIEH ydeTa 3TUX JOKYMEHTOB SIBISEeTCS 00beM 3aHMMaeMOi AMCKOBOM MaMATH — KOJIMYECTBO KH-
106aiiT, 3aHIMaeMoe KaXIbIM Ha3BaHWEM HIEKTPOHHOTO JOKyMEHTa C YKa3aHHeM (opMara XpaHeHHs JAHHBIX.

5.3.3.2. [lepe3anuch JIEKTPOHHOTO JOKYMEHTA Ha IPYTOi KOMITBIOTEP HIIH ChEMHBIH HOCUTEIh B TOM K€ JopMaTe ¢ yHHY-
TOXKEHHEM HCXOAHOTO JOKYMEHTa, PaCCMaTPHBAETCSI KaK NIEPECTaHOBKA M He TPeOyeT AOMOIHUTEIFHOTO 0(hOpPMITEHHS (TIOCTYIUICHUS
WM UCKITIOUEHUS), KpOME CMEHBI ajjpeca (HoMepa M MHBIX aTpHOyTOB KOMITBIOTEPA MM ChEMHOTO JINCKA).

5.3.3.3. Kaxxnas >71eKTpoHHas KOIMs, MOTyueHHas 0e3 yHHUYTOKEHHUs] OPUTHMHANA, YUUTHIBAETCSl KaK OTAENbHBIA AK3eMII-
Jsp.

5.3.4. EnyHunieii ydeTa ceTeBbIX JOKYMEHTOB YAAJIEHHOTO JOCTYTIA SBIIAETCS MaKeT.

[Maker npencrasisieT co00ii CeTEBOIM yaaleHHbIN pecypc, Ha KOTOPBI MOXKHO 0()OPMUTB OTACIBHBINA JOCTYII y €r0 IPOH3BOAHU-
Tess (KOMMEPUYECKOTo MJIM HEKOMMEPUECKOT0) Ha ONpPE/ENICHHBIX YCIOBHUAX, 3a(QHKCUPOBAaHHBIX B COOTBETCTBYIOILEM JOKyMEHTE (10ro-
BOpE, KOHTPAKTE, JINLECH3UN).

6. YYET NOCTYNNEHUA QOKYMEHTOB B BUBMMOTEYHbINA ®OHA



6.1. JIokyMeHTBI, TTOCTyHaronme B oHA ONOIMOTEKH, IIPUHAMAIOTCS [0 OHOMY COIPOBOJIUTEIFHOMY JOKYMEHTY (JIUCT TOCy-
JIApPCTBEHHOMN perucTpanuy, cuer-hakTypa, HakaaHas, peectTp, aKr).

B ciyyae oTcyTCTBHS COMPOBOJUTENBHOTO JOKYMEHTA COCTABIAETCS AKT IprueMa TOKyMeHToB B 6ubmuoteky (IIpumoxe-
Hus 7, 8).

JloKyMeHTBI, oJTy4eHHbIe OMONMNOTEKOH B KaUeCTBE MOKEPTBOBAHUS (KHUTH, aIbOOMBI, APYTHE U3aHUs), BKIIOYAIOTCS B
(o= OMOIMOTEKN HAa OCHOBAaHWH AKTa ITOKEPTBOBaHMS 0 Oe3Bo3Me3HOM nepenade ([Ipmioxenue 9).

JHomyckaercst opopmiieHre AKTa o yIpOIIEeHHOH GopMe, B CIydae, i JIMIHOE IPUCYTCTBHE HapuTels (KepTBOBATEIIS)
HEJIOCTYITHO.

[Tpn oOHapykeHNH B HPHMHUMACMBIX MApTUSAX PACXOXKACHHH C TaHHBIMH CONPOBOAUTENHHOTO HOKYMEHTA, a TaKkXkKe IpH-
CIIaHHBIX 0e3 3aKa3a, He COOTBETCTBYIOLIMX NPOQMII0 KOMIUICKTOBAaHUS OHOMMOTEKH MM Ne(EKTHBIX SK3EMIUIIPOB, OPraHU3alUH-
MOCTABIHUKY NPEBIBISIOTCS MIPETEH3UH B TedeHHe 1 Mecsiia ¢ MOMEHTA IIpHUeMa MapTHU HOBBIX NMOCTYIUICHHH, €CITU HHBIE YCIOBHS
He ompezeneHsl 1oropopoM o nocraske ([Ipunoxenue 10).

6.2. JIOKyMeHTHI, IOJATOTOBIEHHBIE K TIPHEMY, MOJBEPraloTCa MEPBHYHON 00pabOTKE M MHAMBUIYaIbHOMY YUeTy. YUeT
MIOCTYIUICHHH JOKYMEHTOB B (DOHJ OCyIIeCTBIsIeTCsl AudhepeHInpoBaHHO, IyTeM HX Opa3/ieIe s Ha JOKYMEHTHI IOCTOSIHHOTO (B
TOM YHCIIe JUTUTENEHOT0) 1 BPEMEHHOTO XPaHEHHSI.

JloKyMeHTaM ITOCTOSIHHOTO XpaHeHHUs (00s13aTeIbHBIM SK3eMILISIPaM, apXUBHBIM JOKYMEHTaM, KHIDKHBIM ITaMSATHHKAM, HU3-
JTAHUSIM KpaeBeIIecKOH JUTEepaTyphl), a TakKe JOKYMEHTaM JUTHTENBFHOTO XpaHeHUs (IpefHa3HauyeHHBIM IS yJOBJICTBOPECHHS Te-
KYIIETro U MPOTHO3UPYEMOT0 YHTATENILCKOTO CIPOCa) MPHCBANBAIOTCS HHBCHTapHbBIE HOMEpA.

VHBeHTapHBIE HOMEpA NMPHUCBAUBAIOTCS KaXKAOMY SK3EeMIULIPY M3gaHus. VIHBeHTapHbIE HOMEpa NMPOCTAaBILSIOTCS HEIMO-
CPEe/ICTBEHHO HAa JOKYMEHTaX B yCTaHOBJICHHOM IpaBUIaMU OMOIMOTEKH MECTE U OTPAXKAIOTCS B MPUHATOH I JaHHOH KaTeropuu
JIOKyMEHTOB (popMe HHANBHAYAIBHOTO YUeTa.

JIoKyMeHTBI BpEMEHHOTO XpaHEeHHs, cojiepiKanye HHGOPMAIHIO KPAaTKOCPOYHOTO 3HAYCHUS, B CBSI3H C YeM HCKIJIIOYAIOTCS
n3 (oHma OMOIMOTEKN Yepe3 HeNpPOJODKATEIBHBIH Nepro BpeMeHH (0T 1 roza o 3 niet, ey Apyrue CpoKH He Mpely CMOTPEHBI),
PETHCTPUPYIOTCS B IIPUHSTHIX ONOIHOTEKO (hopMax HHIUBHAYAIBHOTO ydeTa 0e3 MHBEHTapHBIX HOMEPOB.

6.3. OueHKa CTOMMOCTH JOKYMEHTOB, TOCTYIUBIIHNX B OHOJIIMOTEKY 0€3 OIUIaThl HX CTOMMOCTH (B IIOPsIKE 0053aTENEHOTO
9K3EMILIIpa, KHUTOOOMEHA, B KaUeCTBE Aapa, MOKEPTBOBAaHH, OE3BO3ME3IHO) U MPUHSATHIX K YUETY, OCYIIECTBIIETCS] ONOIHOTEKOM
10 UX PearbHON PBIHOYHOH CTOMMOCTH Ha MOMEHT IpHema. K oIleHKe CTOMMOCTH KHIDKHBIX MaMATHHKOB U 0CO00 IIEHHBIX MOXKEPT-
BOBaHMI MOTYT IPHBIEKATHCS! OYKHHUCTHI U IPYTHE SKCIIEPTHI.

6.4. CBeneHrs 0 IOCTYMHBIINX B OMOMMOTEUHBIH (POHI JOKYMEHTaX (PUKCHUPYIOTCS B MEpBOH yacTu «KHUTH CyMMapHOTO
yuera oubinoreyHoro GhoHAay» WIH Ipyroil popme CyMMapHOTO ydeTa, IIPHHIATON B OMOIMOTEKE, IO OYepeTHBIM HOPSAKOBEIM HO-
mepoM. [lopsakoBelii HoMep 3anucu exeroqHo HaunHaeTcst ¢ Ne 1. @ukcupyrorcs aara U Ne 3armucu, UCTOUYHUK MOCTYIUIeHHs, No
W/WJIM 1aTa COIPOBOIANUTEIBHOTO JOKYMEHTa, KOJINYECTBO IOCTYHBIINX JOKYMEHTOB (BCEro, B TOM YHCIIE IO BUAM, SI3BIKaM H Jp.),
CTOMMOCTD MOCTYIHUBIINX JOKYMEHTOB. CTOMMOCTh yKa3bIBa€TCS TOJBKO IJISI JOKYMEHTOB, KOTOPBIM IIPHCBANBACTCS WHBEHTAPHBII
HOMEp M TOUISKAIUX OCTAHOBKE Ha OyXranTepckuil ydaeT. BBeneHne JOMOMHUTENBHBIX ITOKa3aTeNeil 1 uX APOOHOCT Onpeenser-
¢s1 KOHKPETHOH OMOIMOTEKOM.

OcHOBaHMEM I BHECEHHs NEPHUOANYECKHX M3JaHui B «KHHUTY cymmapHOTro ydera OuOmmoTedHoro (hoHmay sBiseTcs
AKT, COCTaBIISIEMBIi ITOyJaTelIeM 110 Mepe 3aBepIICHUS NMOCTYIUICHHH MepHoJUIecKIX M3JaHIH TEeKYIIero roja, eciu He Mpeny-
CMOTpPEH HHOU MOPAIOK yueTa nepuoamdeckux uznanuii (Ilpmnoxenne 8).

6.5. JlokyMeHTHI, BKIIIOYaeMble B (OHA OMOIMOTEKH, MapKUpYIOTCs. [Ipy 3TOM MOryT OBITh MCIOJIB30BaHBI IITEMIIEINH,
KHIDKHBIE 3HAKH, HHIVBHAYaJbHbIE MAIIHHOYNTAEMBbIE IITPHXOBBIE KObl. OCHOBHBIE TPEOOBaHMsI, KOTOPbIE JOJKHBI COOIIOATHCS
P MapKHPOBKE JTOKYMEHTOB: 00O3HA4YeHHE NPHHAJIOKHOCTH, SCTETHKA, JOJITOBEYHOCTh MapKHUPOBOYHOTO 3HAKa, COXPAHHOCTh
TEKCTa WM JPYTroi 3HaKOBOH MH(MOpMAIHH.

Ha moxymeHTax, SBISIOIINXCS MPHIOKEHHEM K OCHOBHOMY HOCHTEIIO U €r0 HEOTHEMIIEMOH YacThIO, IPOCTABISIOTCS TE
e PEeKBH3UTHI, YTO ¥ Ha OCHOBHOM JOKYMEHTE.

ONeKTPOHHBIE TOKyMEHTHI HAa CHEMHBIX HOCHTEISX ITOJUIeKAaT MApKUPOBKE MATKUMH (hIomMacTepaMu: JaHHBIC 3aHOCSTCS
Ha BEPXHIOIO (HEe pab0vyr0) MOBEPXHOCTH JNCKA.

DJIEeKTPOHHbIE JOKYMEHTHI JIOKAJIFHOTO JOCTyNa MACHTH(GUIMPYIOTCS CHEHalIbHBIMA KOMIBIOTEPHBIMH TPOrPaMMaMH,
IIpY 3TOM 0003HAYEHNE NMPUHAIICKHOCTH MOXKET ObITh 0(OPMIICHO KaK CaMOCTOSITENILHBIM (haiijioM B cocTaBe o0LIeil AUpEKTOpHH,
TaK U BKIIFOYSHO B «TEJI0» CAMOTO JIEKTPOHHOTO JTOKYMEHTA.

6.6. Tlocne nmpruema mapTuy TOKYMEHTOB, 3aIicy ee B «KHure cyMMapHOTo y4eTay U HHBEHTapH3aluy Ha COMPOBOIUTEN b-
HOM JIOKyMEHTE WIH AKTe IpreMa JOKYMEHTOB IPOU3BOANTCS 3aMUCh, ITOITBEPXK/AIOMIAs, YTO OCTYIHBIINE JOKYMEHTHI B KOJIHYe-

cTBE 9K3. IPHHATHI M 3apeTHUCTPUPOBAHEI B «KHHre cyMMapHOTO yuera OubmroTedHoro ¢oHma» mox Ne u B «/HBeH-
TapHOU KHUTE» ¢ Ne o Ne HMHBEHTAapHBII HOMEpP, Ha CyMMY py6mneit. Kpome Toro, momydero 9K3. IOKyMEHTOB
BPEMEHHOT'0 XpaHEHHS HAa CyMMY pyoueit , He TIO/ITIe)KaIIe IPUHATHIO Ha OyXTalTepCKHil yUer.

ConpoBoanTenbHbIE JOKYMEHTHI MepefaloTcs B OyXraiaTepuio Ul NMOCTAaHOBKHM IONTYYEHHOHM MapTUU Ha OyXraiarepckuit
yuer.

7. YYET BbIBbITUS JOKYMEHTOB U3 BUBMIMOTEYHOIO ®OHAOA

7.1. BeiObiTHE HOKyMeHTOB 13 onna odopmisercs Axrom o6 uckimodeHun (Ilpunoxenue 11, 12). B Axkre ¢puxcupyercs
KOJIMYECTBO UCKITIOYAEMbIX JOKYMEHTOB U YKa3bIBACTCS IPHYNHA UCKIIIOYCHHS B CIIOBECHOM BBIP2)KCHUH U B BUJIE LIH(POBOTO KOJIA.
ITpy UCKITIOYEHNH TOKYMEHTOB ITOCTOSIHHOTO HJIM JUTMTENBHOTO XPaHEHHMs!, COCTOSIINX Ha OyXTalTepCKOM ydeTe, YKa3bIBaeTCs Tak-
e MX CTOMMOCTb. AKT (opMHpyeTcss Ha KaKIyH NPUYMHY HCKIIOYEHHUsS OTAeTIbHO. KONMYecTBO KHHI' M JPYTHX IOKYMEHTOB,
BKJIIOYAaEMBIX B AKT 00 MCKITIOUEHHH, ONIPEAENSeTCS ONOIMOTEKOMH.

7.2. Uckmovyenue u3 poHIa me4aTHBIX U3aHUI TOMycKaeTcs Mo MPUYMHAM: BeTXOCTh (pusnyeckuii uzHoc) — 01, nedext-
Hoctb — 02, ycrapenocts mo coaepxanuto — 03, m3nuuinss nyonetnocts — 04, HenpodmasHocTh — 05, yTpara (mponaxa u3 GoHI0B
OTKPBITOTO JIOCTYIIa HJIM BO BpeMs nepecbulky 10 MBA, yTepst Wi He BO3BpaT 4UTaTels MU, XMILICHUE, HeoOpaThMas 1opya, yrpara



B pe3ynbTate 6EACTBHII CTHXMAHOTO MM TEXHOTEHHOTO XapakTtepa) — 06, HexocTada (YIpara 10 HEeyCTAHOBICHHEIM IIPHUYMHAM)  —
07, koppektupoBka yuera — 08.

7.3. Uckmouenue U3 GpoHAa 3BYKO3aNUCeH U MUKPO(GOPM OCYIIECTBIACTCS B CIIy4asX HX HEHPUIOJHOCTH AN UCHOJb30-
BaHHUS ¥ HEBO3MOXKHOCTH pECTaBpaIMU. JJOKyMEHTBI HCKIIIOUAIOTCS 110 MIPUYMHAM: HEKaYeCTBEHHOTO (hOTOrpadMueckoro u300paxe-
Hust — 08; medekToB MmIeHKH (CKpy4HBaHUE, BBICHIXaHUE U T.I1.) — 09; MeXaHHYeCKUX NOBPEKACHHH (pa3pbiBbl, 0010MsI 1 T.11.) — 10.

7.4. TlpuarHaMU JUIst BBIOBITHS JIEKTPOHHBIX JJOKYMEHTOB SIBIIFOTCS: HEBO3MOJKHOCTh CaMOH OMOJIMOTEKH IOJJIePKUBATD
JIOKyMEHT B aKTyaJbHOM COCTOSHHUH (TPYIHOCTH ¢ OOHOBJICHHEM KOMITBIOTEPHOTO MapKa, MpHOOpeTeHUs KOHBEPTOPOB | T.1.) — 11;
HECOOTBETCTBHE IPOrpaMMHO-ANIApaTHOMN cpee OHOIHoTeKy -12; mepeHoc HHGOPMAUU Ha APYroi HocuTens — 13; dpu3ndeckuit
W3HOC WU TTOBPEXICHUE ChEMHOTO HOCHTENA -14; NCTeueHne CpoKa JINIEH3MOHHOTO COTIAeHNs — 15; OCTyIUICHNEe KyMYJISIAN —
16; 3amena (parMeHTOB W3AaHMI [IPU MOJTyYeHUH OoJiee MOJHOW Bepcuu — 17; 3aMeHa W3JaHUil IPU MOCTYIUICHHH JOKYMEHTOB B
Gostee ynoOHOM (opMaTe u ¢ JTydIINM KauecTBOM Tekcta — 18; ycrapenocts coaepixkanus (0T4ersl 6a3 JaHHBIX) — 19; neekTHOCTh —
20; 3aMeHa M3JaHUs, 3aMMCTBOBAHHOT'O OT YAaCTHBIX JIUL, TIPH TOJTY4YCHUN SK3eMILUIIpa u3narens — 21; moreps JaHHBIX B pe3ysbTaTe
BUPYCHOM MM XaKepCKOit aTaku — 22.

7.5. Uckmouenne (cTupanne) GpaiioB 3IEKTPOHHBIX JOKYMEHTOB JOKaJBHOTO JOCTYNa O(QOPMIIIETCS aKTOM ¢ 000CHOBA-
uueM npuaud ([Iprunoxenue 13).

7.6. BEIOBITHE CeTEBBIX JOKYMEHTOB yJaJeHHOTO JIOCTyIa He o(opMILsieTcs CHEeUalbHBIM JoKyMeHToM. [lonTBepxaeHn-
€M BBIOBITHS SIBIISIETCSI HCTEUECHHE CPOKa JIEeHCTBHS JTOKyMEHTa (JOTOBOpA WM COTJIANICHUs), 0(OPMIIEHHOTO Ha OCTYI K OIIpese-
JICHHOMY TIaKeTy CETeBBIX JOKYMEHTOB, H OTCYTCTBHE JOTOBOpa MM COTJIANIEHUs, 0()OPMIEHHOTo Ha HOBBIN cpok (IIpmmoxenue
6b).

7.7. AXTBI 00 MCKIIIOUECHUN U3JaHUH, YTPAuYCHHBIX B pe3yJbTaTe YTepH, MOPYH, XUIIEHHS, OCACTBUI CTUXUITHOTO U TEXHO-
TEHHOTO XapakTepa, YTBEp:KAAIOTCAd Ha OCHOBAHHM COOTBETCTBYIONIMX ITOKYMEHTOB, HMOATBEP)KAAIONIINX YTpaTy (IIPOTOKOI, akT,
3aKII0YEHHE YIIOTHOMOYCHHBIX OPraHOB M T.IL.).

B ciygae, eciit yntaTens, MOMYYMBIINN MaTepHais! (KHATH, )KYpHAaJbI, aIbOOMBI, Ipyrie JOKYMEHTHI) Ha JIOM HE BO3Bpa-
TWJI UX U HE IocenaeT OuOIMoTeKy, OCHOBAaHUEM JUIS MCKITFOUSHUSI STUX MaTepPHaJIOB SBIISIOTCS: 3a()MKCHPOBAHHBIE B UNTATEIECKOM
(dopMymsipe HallOMHHAHUS O BO3BpaTe AOKYMEHTOB (IIMCBMEHHEIE, YCTHBIE, 10 TeliedoHy); HalpaBlieHHbIe OHOIMOTEKOW B aapec
YHUTATENs 3aKa3HbIe MUCbMA MM OTKPHITKHU C YBEJIOMIICHHEM; CIIPABKH M3 aApPECHOro (IACIOPTHOTO) CTOJA; OTKA3 Ha B3bICKAHUE II0
HCTIOTHUTEILHOMY JIUCTY.

7.8. K AxTy 00 HCKIIIOUE€HHU JOKYMEHTOB U3 (OHAA OMOIHMOTEKH MPUIIAraeTcs CIICOK TOKYMEHTOB, OJISKAIUX UCKITIO-
4eHHI0. B crimcke BBIOBIBAIOMIMX JOKYMEHTOB YKa3bIBAaeTCsl HHBEHTApHBIM HOMEp JOKyMEeHTa, KpaTkoe 6ubnmorpagdudeckoe omnuca-
HHe, [IeHa TOKyMeHTa, 3aQUKCHpPOBaHHAsl B MHBEHTApPHON KHUI'E, CTOMMOCTh M3JaHUs IOCJe IEePeOleHKN U 00IIas CTOMMOCTh HC-
KITFOYaeMbIX JOKyMEHTOB.

JI7st meyaTHBIX JOKYMEHTOB, HE COCTOSIIIMX Ha OyXTalTepCKOM ydeTe, TOMYyCKAaeTCsl 3aMeHa CIMCKa KHYDKHBIMU (GOopMyJIst-
pamu.

Jnst TOKyMeHTOB, 00pabaThIBaeMBIX TPYIIOBBIM CIIOCOOOM, BMECTO CITHCKA JJAeTCs MepedeHb PErHCTPAOHHBIX HOMEPOB,
BUJI HCKITIOYAEMBIX U3/IaHHH, UX KOIHMIECTBO.

7.9. UckmodeHne JOKyMEHTOB, COCTOSIIINX Ha OyXTraaTepckoM ydeTe, IPOM3BOIUTCS C IIPUMEHEHHUEM IePEOI[eHOTHBIX KO-
3¢ uIHeHToB WM PHIHOYHOI LIEHBI B ClTydae, ecii (GOH OBUT IepeoneHeH. B CIOpHBIX cIydasix BOIPOC O CTOMMOCTH YTPAdeHHBIX
KHUT ¥ JPYTUX JOKYMEHTOB BBEIHOCHTCSI HA O0CYXJIEHHE KOMHUCCHH TI0 COXPAaHHOCTH (MJIM JPYrOoro KOJUICKTHBHOTO OpraHa mo (oH-
am).

Kommuccust BnpaBe IpHMEHUTH BCE IepeolieHOYHbIe Kod(duunenTsl, ycraHoBieHHble [IpaButensctBoM Poccuiickoit ®e-
Jiepaliiy ¥ PHIHOYHBIE IIEHBI, a TAKOKE OTPEIETUTh APYTUe BUIBI  pa3Mephl KOMIIEHCAIMH yiiepba B COOTBETCTBUH C IEHCTBYIOIINM
3aKOHOAATeNLCTBOM U [IpaBuIaMu mosib30BaHus OHMOINOTEKOM.

[Npu yTepe wm XWINEHUN IEHHBIX W PEIKAX KHUT I ONPENeTIeHUs NX PealbHOH CTOMMOCTH KOMHCCHS MOXET MPHBIIEKATh K
CBOEH paboTe COOTBETCTBYIOMINX YKCHEPTOB, a TAKKE UCHOIB30BATh MAaTEepPHaIbl HAYIHO-METOIMIECKHX [EHTPOB, KHIDKHBIX ayKIHOHOB 1
sipMapoK. B 3Tux ciydasx omnperenenie NpUIHHEHHOTO yIepOa MpeaenbHBIMA K03 GHUIMeHTaMI KPAaTHOCTH HE OTPAaHMINBACTCS.

Pemrenre komuccHu 00 OIEHKE M3IAHIH 1 PYTHX MaTepHaoB 0()OpMIIIETCS aKTOM, KOTOPBIH CITY>KHT OCHOBHBIM JIOKYMEHTOM,
YZOCTOBEPSIFOLINM UX CTOUMOCTb MPH OCYIIECTBIICHUN JATbHEHUIINX ASHCTBUH CO CTOPOHBI OMOIMOTEKY 0 B3BICKAHUIO C BHHOBHOTO Ma-
TEPHAITBHOTO yIniepoa.

7.10. AKTBI 00 MCKJIIOUYEHUH AOKYMEHTOB MOAIMKCHIBAIOTCS JMI[AMH, HX COCTAaBHBIINMHM, I PACCMaTPUBAIOTCS KOMUCCHEH
10 COXPaHHOCTH (POHJOB WIIM JAPYTHM KOJUICTHAJIBbHBIM OpPraHoM Mo (OHAaM NpH pyKoBogHUTeNe OMOIMOTEKH. 3aTeM aKThl BU3HPY-
I0TCS TTIABHBIM OyXTanTepoM U / WM APYTUMU JINIAMH B COOTBETCTBHH C TPeOOBAHUAMH K O(OPMIICHHIO JOKYMEHTOB, YCTAHOBJICH-
HBIMH OMOJIMOTEKOH, M yTBEPKAAIOTCS IUPEKTOPOM OHOIMOTEKH, 3a MCKIIOYEHHEM CIIy4aeB, peTJIaMEHTHPOBAHHBIX 3aKOHOIATElNb-
CTBOM (ISl apXUBHBIX JOKYMEHTOB, KHIDKHBIX ITAMSATHHKOB, My3€HHBIX TPEAMETOB U KOJUICKIIHUH).

7.11. AKXTHI 00 HCKITIOYEHHN JOKYMEHTOB U3 OMOIHMOTeYHOro (hoHIa perucTpupyrorcs B «KHure cymmapHoro ydera 6uo-
nroTedHoro ¢poxia» B yact 2 «BriObITHE U3 QoHAa» ¢ ykazaHHeM HU(POBOro Kojaa npuinHsl BeIObITHA ([Ipunoxenue SB).

7.12. B vHBeHTapHOH KHHUTe (WIH Ipyroil popMe MHAMBHIYaIbHOTO ydeTa) B IMOKa3aTese O BHIOBITHU MPOCTABISETCS HO-
Mep u aata Akra 06 uckmoueHuu (IIpunoxenue 1B).

7.13. Bee uckimouaemble u3 GoHma OMOIMOTEKH TOKYMEHTbI (KHUTH, XKYPHAIIbI, APYIHE BUBI JOKYMEHTOB) JIOJDKHBI ObITh
COOTBETCTBYIOMINM 00pa3oM 0(OpMIIEHBI: CIEHANTbHBIM IITEMITETIEM JOIDKHBI OBITh TOTAIIeHBI ITAMITEl ONOIHOTEKN.

7.14. CBenenus o JOKyMEHTaX, HCKIIIOUCHHBIX 13 (poHIa OMONMMOTEKH, H3BIMAIOTCS U3 BCEX YUETHBIX (JOPM, a TakkKe U3 Ka-
TAJIOTOB, B TOM YHCJIE CBOJHBIX, IIEHTPANBHBIX U KAPTOTEK.

*
IlousTus «BCTXOCTH», «ﬂe(l)eKTHOCTL)), «YyCTapeiIoCTby, «HyGHGTHOCTL», ((HerO(bHHBHOCTL)), «yTparta» OnpeaAcIsatOT-
Cs B COOTBETCTBUU C TCPMUHOJIOTUICCKUMU CIIOBAPHBIMU HOpPMaMU U CTaHAapTaMU CI/IBI/II[

9



8. YueT nepecTaHOBKMW, 3aMeHbl, peann3aumm UCKMIYEHHbIX AOKYMEeHTOB

8.1. [lepecTraHoBKa TOKYMEHTOB (Iiepeada U3 OJHOTO MOApa3eiacHUs] OUOIHOTEKH B APYTO€) OCYLIECTBISIECTCS 110 PacIo-
PSDKSHUIO PYKOBOAMTENsE Oubianorexku (moapaszencHus) U oopmiseTcss B YYETHOH NOKyMEHTAalUUH MojpaszeneHus (otaena). B
CyMMapHOM y4deTe OMOIMoTedHOoro poHma OMOINOTEKH JaHHBIN MPOLIECC HE OTPAaXKAETC.

8.2. JIoKyMeHTbI, IPUHATHIC OT YUTATENICH B3aMEH YTEPSHHBIX (MACHTHYHbBIC U3/IaHHUs WM HHbIE, COOTBETCTBYIOIIIE MPO-
¢wro GHOIMOTEKH M NMPHU3HAHHBIE PaBHOIICHHBIMH YTPauyeHHOMY), (GUKCHPYIOTCS B JKypHalle WIM TeTpagd ydeTa KHUT W APYTUX
JTIOKyMEHTOB, IPUHATHIX OT YnTaTeNeil B3ameH yrepsHHBIX. ([Ipunoxenne 14).

Ha ocHOBaHMM clellaHHBIX B Heil 3amuceil cOCTaBILSIIOTCS aKThI (MM OZIMH aKT) Ha IOCTYIUICHHE U BBIOBITHE, KOTOPEIE pe-
THCTPUPYIOTCS B COOTBETCTBYIONIHX YacTsX «KHurn cymmapHoro ydera 6ubanorednoro ¢ponna» (IIpnnoxenue 15).

Ha npuem zeHer ot ynrareneil B3aMeH yTepSHHBIX KHUT WM JPYTUX JOKYMEHTOB COCTABIIACTCS IPUXOAHBII Op/Iep U YHTATEIIO
BBIACTCS KBUTAHIIMS YCTAHOBICHHOIO 00pasiia MM KaCCOBBIH YeK.

8.3. JIOKyMeHTBI, HCKIIF0UYaeMble Kak HEMpOoGHIbHbIC, U3JIUIIHE NyOJIeTHbIE U MAaJOUCIOIb3YeMble, MOTYT OBITH 0E3B03-
ME3HO TNepenansl (WM B MOpAIKe KHUI0OOMEeHa) B Apyrue OMOIMOTEeKH M opraHu3auuy (IIKoJaM, IETCKUM JoMaM, OOJbHUIIAM U
T.II.) HA OCHOBAaHHM AKTa IpHeMa-Tepeiadd, Iocie IIPOXOXKICHUS NpOoLeyphl HCKIoUYeHHs uX u3 (orma 6ubmmorexu (IIprmoxe-
Hue 16).

8.4. JlokyMeHTHI, HCKITIO9aeMble 13 GoHma OMOIMOTEKH KaK yCTapeBIINe MO COJCPKaHUIO U BETXHE, Pea3yIOTCs Ha Ie-
pepaboTKy B KadecTBE BTOPHYHOTO CHIPBsL. [IpM OTCYTCTBHM ITyHKTOB BTOPCHIPhS WIIM B CIy4asx, KOTJa clada JOKyMEHTOB B MaKy-
JIaTypy SKOHOMUYECKH HellenecooOpa3Ha, OUOIHOTEKN YTUIIM3UPYIOT UCKITIOUCHHBIC IOKYMEHTBI Ha MECTE B IIPUCYTCTBHH JIHLL (MIIH
OJIHOTO JTUIIA), KOTOPBIE COCTABIIOT AKT 00 HCKITIOYCHUH UX U3 QOH/A.

CoOTBeTCTBYIOMIAS 3aTUCh 00 3TOM AenaeTcsi B AKTe 00 HCKITIOYSHUH TOKYMEHTOB U3 (poHAa OMOIHOTEeKH.

8.5. UckroueHHbIe U3 (GOHIOB MUKPOGOPMBI Ha TAIOTEHUAOCEPEOPSIHON MJICHKE (HETaTHB, TIO3UTHB) TOUICKAT cade Kak
cepedpocoiepIKalye OTXOJbI B COOTBETCTBUY C HOPMATHBHBIMH MIPABOBBIMHU aKTaMHU O TOPSAKE MPUEMKHU U IIepepadOTKH JIOMa U OTXO-
JIOB JParoleHHBIX METAJIIOB.

8.6. Yrunmzanus NCKIoYeHHBIX 13 GoHnoB AB/I 1 37€KTpOHHBIX TOKyMEHTOB IPOU3BOINUTCS B COOTBETCTBHH C YCTAHOB-
JICHHBIMU TIPABHIIAMH.

8.7. TIpoaxka UCKIIOUYCHHBIX U3 (HOHIOB OUONHOTEKH TOKYMEHTOB IIPOU3BOJIHUTCS B COOTBETCTBHHU C NPAaBOBBIMH HOpMa-
TUBHBIMH aKTaMH, a TAKKe MOPSAKOM HCKIIOUECHHs JOKYMEHTOB, COIIACOBAHHBIM C yupeauTeneM Ooubmnoreku. Ha usnaHusx, moa-
TOTOBJICHHBIX K MPOJaXe, MPOCTABIACTCS LITEMIENb «Pa3pelieHo K Mpojaxe» ¢ PeKBU3UTAMU Ha3BaHUS OMOIMOTEKH, HOMepa M
JIaThl AKTa HCKITIOYCHUS H3IaHuA U3 GoHIa OMOIHOTEKH.

JleHeKHBIE CPECTBA 3a Peaan30BaHHbIC (IPOJAHHBIC) U3AHHS MOCTYIAIOT HA cUeT OMOIMOTEKH M PACXOMYIOTCS B COOT-
BETCTBHH C NIPAaBUJIAMH Be/ICHUS OYXTalITepCKOTO y4eTa M yCTaBHOM JesATeNbHOCTEI0 OMOINOTEKN.

9. UTOorn ABMXEHUA BUBNMOTEYHOIO ®OHOA

9.1. Utoru nermxeHus: GoHI0B GHOIMOTEKH ITOJBOAATCS Pa3leibHO JUIsl ACHCTBYIONMX, OOMEHHBIX U Pe3epBHBIX (OH/IOB,
JUISL CETEBBIX JIEKTPOHHBIX JIOKYMEHTOB YIaJIEHHOTO JA0CTYIIA.

9.2. torn nBKeHUS OEHCTBYIOMMX (OHIOB ITOABOIATCS MO NAaHHBIM «KHUTHM cyMMapHOTO ydeTa OHOMHOTeYHOTO (HOH-
nay (WM apyroi opMe CyMMapHOTO ydeTra, IPUHATONW B OMONMHOTEKe) YacTH 1 O Yhcie BKIIOYCHHBIX B COCTaB OMOIMOTEKH JTOKY-
MEHTaxX U YacCTH 2 O YHCIie BHIOBIBIIMX U3 (OHAA TOKYMEHTOB. ITOrM MOCTYNUBIIMX U BHIOBIBIINX JOKYMEHTOB OTPAXalOTCS B YaCTH
3 «Kuauru cymmapHoro ydera o6ubmuoreuHoro ¢onzma» (Ilpunoxenne 5B). Jlannsie utorn ¢pukcupyrores B popme 6-HK u npen-
CTaBIISIIOTCS [UIS LieJied TOCyAapCTBEHHOM CTaTUCTHYECKOW OTYETHOCTH.

9.3. Utorn nBrkeHUst OOMEHHBIX M pe3epBHBIX (GOHIOB GOPMUPYIOTCS HAa OCHOBE yueTa IOCTYIUICHU B JaHHbIE (OHIIBI U
peann3anuy UCKIIOYEHHBIX JOKYMEHTOB, OTPAXKArOTCsl B OT/ebHON KHure cymmapHoro ydera.

9.4. Itorn nBMXKEHMSI CETEBBIX JOKYMEHTOB yJaJ€HHOTO JOCTYIa IOJIBOAATCS Ha OCHOBAaHMH JAaHHBIX O MOCTYIJICHHH H
BBIOBITHH 3TUX JOKYMEHTOB B criennanbHoil hopme yuera ([Ipunoxxenue 6B).

9.5. Utoru nBvkeHus: GOHIOB MOABOIATCS B 0053aTEIBHOM TOPSI/IKE 3a TOJ. B 3aBUCHMOCTH OT NPHHSTOTO HOPSJIKA yueTa
B OHONIHOTEKE PeryssipHO NPOBOUTCS CBEPKA JAHHBIX KOJIMYECTBEHHBIX M CTOMMOCTHBIX MOKa3zaTened KHuru cyMmapHoro y4era ¢
JTAHHBIMH OYXTaJTepCKOro ydera.

10. IPOBEPKA BUBJIMOTEYHOT O ®OHJIA

10.1. B cootBercTBUM ¢ DenepanbHbIM 3ak0HOM Poccuiickoit @enepanmn « O OyxraaTepckoM ydyerey» o0g3aTenbHas Mpo-
Bepka (OH/Ia TPOU3BOTUTCSL:
®  TIpU CMEHE MaTepPHaIbHO OTBETCTBEHHOTO JIHIIA;
®  TIpH BBISBJICHUH (haKTOB XHUIIECHUSI, 3I0YMOTPEOICHNS MM TOPYH JOKYMEHTOB;
e B CIyYae CTUXHHHOTO OEICTBHS, IOXKapa WM APYTUX YPe3BBIYANHBIX CUTYAIUSIX, BEI3BAHHBIX SKCTPEMaIbHBIMH
YCIIOBHSMU;
®  TIpH PeOpraHU3aINN WX JUKBAAAMN OHOIMOTEKY;
e B pYIUX cilydasx, NpeIyCMOTPEHHbIX IEHCTBYIOINM 3aKOHOAATEIbCTBOM.
10.2. IIpoBepka 6nbmmoTedHOr0 POH/A OCYIIECTBISIETCS B CIIEAYIONINE CPOKH:
®  JIOKYMEHTBI, HaXOZsIInecs: Ha ceiioBOM XpaHEHHHU — €KETO/IHO;
e (hoHI peAKHX W IIEHHBIX KHUT — OAKH pa3 B 5-10 yieT (B 3aBUCHMOCTH OT 00beMa);
e ¢onxasl 6ubmmoTek 10 50 THIC. YUETHBIX SIMHUI — OAUH Pa3 B 5 JIET;
e  ¢onxsl 6ubmmorek oT 50 1o 100 THIC. yIETHBIX eANHUL] — OMUH pa3 B 7—10 neT;
° ¢douap! 6ubmorek ot 100 10 200 ThIC. YUETHBIX €IUHUI] — OJHH pa3 B 10—15 neT;
e (ouxs 6ubaroTex ot 200 ThHIC. 10 | MIIH. YUETHBIX €AMHUL OITAHO B TeueHue 15-20 neT;
e (onxel OubIMOTEK CBBIMIE 1 MIH. YYETHBIX €IUHUIl — IOATAIIHO B BEIOOPOYHOM IOPSAIKE C 3aBEPILICHUEM IIPO-
Bepku Bcero Gouna B TeueHne 20-25 ner.
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CpoKH U BU/IBI IPOBECHYS IPOBEPKH ONIPEAEIISIOTCS M0 COTIACOBAHUIO C yUpeIUTeNieM U IpeycMaTpuBatotces [lopsiaxom
(nHCTpYKUKEH) yuera 6nbnuoreqnoro ¢poHaa GUOIHOTEKH.

IMosranHas npoBepka (oHIa OMOIMOTEKH OCYLIECTBIISICTCS B COOTBETCTBHH C IPa)MKOM HPOBEAEHHUS IPOBEPKH BCEro
(OHIa MK €T0 YacTH C OTNpeeTICHHEM CPOKOB M KOJIMYECTBA INIAHUPYEMOTo 00beMa paboThI.

10.3. Jl1a mpoBeneHus (pUHAHCOBBIX MPOBEPOK HA3HAYACTCS KOMHCCHS BO IJIaBe C MpeAcenaTeiieM, B COCTaB KOMHUCCUHU
JIOJDKEH BXOJIUTH NIPEICTaBUTENb OyXraaTepu.

10.4. Ilpu cMmeHe pyKoBoAUTENsI OMONMMOTEKH Iepenada OHOIMOTedHOro GOHIA M YYETHOH JOKYMEHTAIIMH O(pOPMIIETCS
AKTOM cllauu-TIpHeMKH. B cirygae Hecormacus ofHOI M3 CTOPOH MPOM3BOAUTCS MpoBepka (oHMAa WK ero 4acTu. [IpoBepka doHma
IIPY CMEHE PYKOBOAUTEIS IIPUPABHUBACTCS K CPOKaM OYEPEAHOHN MPOBEPKHU, MPEyCMOTPEHHOH TPpaIKOM.

10.5. B ciyyae nukBHAanuu OMONIMOTEKH MPOBOAHUTCS 00s3aTeNbHAs MpoBepka (GOHIAa U yU4eTHOH nokymeHTauuu. [lops-
JIOK NPOBEJICHHS JIMKBUIALMU ONpEeAeIsieTcsl NISHCTBYIONM 3aKOHOJAaTENbCTBOM. B cOCTaB JIMKBMAALMOHHOI KOMHCCHUH B 00s3a-
TENBHOM IOPSIZIKE BXOAUT PYKOBOAUTEND (MIPEACTaBUTENb) OnbmuoTeku. [IpenmMymiecTBeHHBIM IpaBoM MpuoOpeTeHus: HGOHIOB JHK-
BUAMPYEMBbIX OHONIHMOTEK OO0NaJalOT OpraHbl TOCYJapCTBEHHON BIACTH, OPraHbl MECTHOT'O CaMOYIpPAaBICHUS, OHOIMOTEKH
cootBeTcTBYMomero npodmwist. [lepenada 6ubmmoTeyHoro poHma ¥ YIETHOH TOKyMEHTALlMH, B TOM YHCIIE KaTaJoroB, 0(OpMIISETCS
AKTOM craum — mpuema. B akrte ykaspIBaeTcs oOliee KOIMYECTBO JOKYMEHTOB IlepeaBaeMoro GpoHaa, 3apMKCHPOBAHHOTO B YUeT-
HOHM TOKyMEHTAINH, ITIepeUeHb JOKYMEHTOB y4eTa, CBEJICHHSI O CTOMMOCTH ()OH/Ia, COOTBETCTBYIOIINE JAHHEIM OyXTalaTepcKoro yde-
Ta, IepevyeHb KaTaJloroB.

10.6. Metonuka mpoBeneHHS NPOBEPKH (HOHIOB PEraMEHTHPYETCS MHCTPYKTHBHO-METOIUYECKONH M TEXHOJIOTHUECKON
JIOKYMEHTalMeH, pa3paboTaHHON OHONHOTEKOM, a TakkKe HOPMATHBHBIMH JOKYMEHTAMH BBIILECTOSAIINX OpPraHU3aLUH, ONpe/ensio-
mmx obmue TpeGOBaHMS K TPOBEACHUIO TPOBEPKH.

JUi1sl SEKTPOHHBIX JTOKYMEHTOB Ha ChbEMHBIX HOCHTEISIX NMPOBEPKA OCYLIECTBIISIETCS MO SAMHUIAM YYeTa U XpaHEHHUs IIpu
3TOM MPOBEPSAETCS TAK)KE COXPAHHOCTh HHQOPMAIIUHU B 3JEKTPOHHBIX AoKyMeHTaX. [l GonmpmuacTBa CD-ROM npumensietcs pyd-
HOH ITPOCMOTP, BO3MOYKHA IIPOBEPKA U 110 KOHTPOJIBHBIM CyMMaM.

IIpoBepka >IEKTPOHHBIX JOKYMEHTOB JIOKAJIBHOT'O JIOCTYIA, OCYIIECTBIISIETCS 110 KOJIMYECTBEHHBIM ITOKa3aTeNsIM (KOJIHYe-
cTBO (haifIoB), a TAKKe 10 KOHTPOJILHBIM CyMMaM, O3BOJISIOIINM BBISIBUTH H3MEHEHHS B JOKYMEHTE.

Ecnu B porecce mpoBepky OYAyT BBISBICHBI OTCYTCTBYIOIINE M3AaHUS, IPUHUMAIOTCS MEPBI K UX Pa3bICKaHHIO.

10.7. IIpoBepka Bcero (GoHAA MK €T0 YacTH (B COOTBETCTBHU C IMPUKA30M O MPOBEPKE JOKYMEHTOB) 3aBEPIIAETCS COCTAB-
JieHreM AKTa U CIIMCKOM OTCYTCTBYIoNMX u3aanuil (Ipunoxenue 17).

Ha xaxxayio mpoBepeHHYI0 9acTh (OHAa B OHOIMOTEKaxX, TAe MPOBOJUTCS MOA3TAIHASI IPOBEPKa Bcero (hOHIa, COCTABIACT-
s IPOMEKYTOUHBIH AKT IIPOBEPKH WM MHOU TIOKYMEHT, B KOTOPOM YKa3bIBAIOTCS CBEAEHHS O KOJIMUECTBE IIPOBEPEHHBIX TOKYMEHT.
AKT WM MHOM JTOKYMEHT O IPOMEXYTOYHOH NpoBepke (OHJa MOJIIHCHIBACTCS BCEMH WICHAMH KOMHCCHU M IpeceqaTeNieM M
PYKOBOJHTENEM ITOIpa3ICIICHUSL.

10.8. Pe3ynbTaThl poBepKy, 3a)MKCUPOBaHHBIE B AKTE, pacCCMaTPHBAIOTCSI KOMUCCHEH 110 COXPAaHHOCTH WJIH APYTHM KOJI-
JiernajbHpIM opranom no ¢poxgam. Ha ocHOBaHUM pellieHUs AKT NepeaacTcs Ha yTBEPKICHHUE.

10.9. B ciy4ae MpeBBILICHHS] YTBEPHKICHHOTO HOPMATHBa YTPAThl JOKYMEHTOB 110 HEYCTAHOBJICHHBIM NMPUYMHAM MPHHU-
MaIOTCsl MEPBI K BO3MEILEHHIO yIiep0a, NP pa3sHOTIacusIX AKT MepeJaeTcs yIpeauTelIo.

Ecnu BUHOBHBIE JIHMI[A HE YCTAHOBIICHBI HJIM CYJ OTKa3all MO B3BICKAHHUH YOBITKOB C HUX, TO YOBITKH 110 HEIOCTayaM CITU-
CBIBAIOTCSI B COOTBETCTBUH C JICHCTBYIOIIMM 3aKOHOIATEIECTBOM.

11. JIEJTOTTIPOM3BOJICTBO B OPTAHU3AIIAN YUYETA ®OHIA

11.1. Opranuzarys paboThl C TOKYMEHTaMH 110 y4eTy Ou0iInoTeyHoro (oHIa OCYIIECTBISETCS MO MPaBUIaM BEICHUS J1e-
nonpounssozacTea. OhopMireHHe TOKyMEHTOB IIPOM3BOANTCS B COOTBETCTBHH ¢ TpeOoBaHusmy, ycranosiaeHHsIMu [OCT P 6.30-2003
«YHHUGHUIUPOBaHHAS CHCTEMa OPraHN3alMOHHO-PACTIOPSIIUTENHHON JOKYMEHTALNH, TPEOOBaHHS K O(OPMIICHHIO TOKYMEHTOBY.

11.2. OcHOBHBIE TOKYMEHTHI, B KOTOPBIX OCYIIECTBIISETCS YUeT (HHBEHTApHBIE KHUTH, KHUTH CYMMapHOTO y4eTa, Ipyrue
YYeTHBIE JOKyMEHTHI), TTOUIEKAT MOCTOSIHHOMY XPaHEHHIO KaK JJOKYMEHTBI CTPOTOi OTY4eTHOCTHU. JIOCTYH K HUM OTPaHHYEeH, COCTaB
JII, IMEIOIHX JOCTYI K yIeTHBIM JIOKyMEHTaM, OTpeelsieTCsl paclopsHKeHHeM aJMUHHICTPAIK ONOIHOTeKN.

11.3. Cpoku XpaHEHUs yHIPaBICHIECKUX HOKYMEHTOB, YCTAaHABIMBAIOTCS B COOTBETCTBUH C MPABUIIAMH OpPTaHHM3aAIMHU ap-
xuBHOTO 7iena B Poccuiickoit @eneparuu. [1si HEKOTOPBIX KaTEropHuil TOKyMEHTOB, 00SCIIeYHBAIONINX YYET U COXPAHHOCTh (DOHIOB,
YCTaHABIMBAKOTCS CIIE/YIOLIME CPOKH XPaHEHHS:

Kareropuun 10kymMeHTOB
1

Kauru u BenomocTu ydyera 6udmmoreunoro ¢onna (MuBeH-
TapHble KHUTH. KHUTH cCyMMapHOTO ydeTa)
Y4eTHBIH KaTauor
Omnvcy MHBEHTapHBIX HOMEPOB
ConpoBoauTenbHbIE JOKYMEHTHI (HaKIaJHbIe, OIMCH, CUeTa,
CIMCKU Ha NOCTYIAOLIYIO JIUTEPATypy)
AKTBl Ha KHUTH, XypHaJIbl, OpOLIIOPHI M Jp. ITOKYMEHTHI,
HOJTy4eHHbIE 03 COMPOBOIUTEIILHOTO TOKYMEHTA
3asBIIeHNs, JOKJIAJHBIE 3aMCKU O MONTYyISHUH TOKYMEHTOB
B J1ap
AKTBI O TIOKyNIKE€ KHHUT U JAp. JOKyMEHTOB y YacTHBIX JIHII.
AKTBI IOXKEPTBOBaHUI
Kuuru (tetpanu) ydera u3maHUM, NPUHATHIX OT YMTaTeNeH

*
B ToM uncne Ha Mukpogdopmax.

Cpoku xpaHeHUst
2
[NocTostHHO, 1O TMKBUIAINH ONOTHOTEKH
[NocTostHHO, 1O TMKBUIAINH ONOTHOTEKH
[NocTostHHO, 10 TMKBUIAINH ONOIHOTEKH
-
5 ner
5 ner
5 net

5 et mocie mpoBepKH GoHIa

5 et nocie npoBepkH GpoHxa

Kk
CpOK XpaHCHUA UCHUCIIACTCA C 1 sHBaps roja, CJICAYIOIICTo MOCJIC 3aBEPUICHUA ITPOBEPKU OUOIMOTEYHOTO (l)OHﬂa.
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B3aMCH YTCPSHHbBIX

AKTBI Ha MCKJIFOYEHHE NEYATHBIX W3JAHUH WIN IPYrUX J0- ITocTosiHHO, 10 JIMKBU ALY OHOIHOTEKH
KyMEHTOB
AKTBI IPOBEpKH OMOIMOTEYHBIX (HOHIOB, KAPTOUKU YUETHO- 5 1et mocne mpoBepkH GoHIa

O KaTajora Ha MOJHOCTBIO BBIOBIBILYIO JIUTEPATYPY

11.4. Ilpu ucTedeHNN CPOKOB XpaHEHHUS! yUETHBIE JOKYMEHTHI IO/UIeKAT YHIITOKECHHIO B YCTAHOBIEHHOM ITOPSIZIKE.

B mensx KBanmuQUIIMPOBAHHOTO PEIICHHS BOIPOCOB O CPOKAX XPAHEHWsS yUETHOH NOKYMEHTAllMH OMONIMOTEKH BIIpaBe
TMIOJTE30BATHCS YCIIyTaMU apXUBHBIX CITYkKO.

11.5. Coneprkarmasicst B yUeTHBIX JOKYMEHTaX HH(POPMAIHI MOXKET OBITh IIepeHeceHa Ha MUKPOHOCUTENH WIH IIepeBeieHa
B 3JIGKTPOHHYIO (HOpMYy.

11.6. Ilepenucka MuBeHTapHBIX KHAT, KHUT cyMMapHOTO yueTa He Aomyckaercs. B 0coObIX citydasx, BEI3BaHHBIX SKCTpe-
MaJIbHBIMH YCIIOBHSIMHM CTHUXMIHOTO MJIM TEXHOTE€HHOT'O XapaKTepa, IMCbMEHHOE Pa3pellieHHe Ha MEepPENHCKy YKa3aHHBIX YYeTHBIX
JIOKyMEHTOB JIa€T YUPEeIUTEIb.

11.7. VI3MeHeHUs, BHOCHMEBIE B YUSTHBIE JOKYMEHTHI (OIIMO0YHO IPOCTABICHHBIE HOMepa, 3aMeHa IPOCTaBIeHHbIX Ha U3-
JTAHUSX U APYTUX JOKYMEHTAaX HHBEHTapHBIX HOMEPOB HOBBIMHU IIPU yTepe (GOPMBI HHIMBUIYaIFHOTO y4eTa, Iepenrcka perucrpa-
IMOHHBIX KapTOYeK Ha MEepHOJNYECKUE U NPYrHe BUABI W3AAHUN W T.II.) IPOM3BOIATCS C pa3pelleHus JOJDKHOCTHOTO JHIa (3aBe-
JIYIOLIETO OT/JETOM KOMIIIEKTOBAHHUS MM JPYTOro PyKOBOJMTENS, B KOMIICTCHIIMH KOTOPOTO HAXOIATCS 3TH BOIIPOCH).

12. OTBETCTBEHHOCTb PABOTHHUKOB BUBJIMOTEK
3A OPTAHU3AIMUIO YYETA BUBJIMOTEYHOI'O ®OHJIA

12.1. OTBETCTBEHHOCTH 3a MPABUJIBHOCTh OPTaHU3AIMH y4eTa, BHIIIOJIHEHHE TPeOOBaHMII K HEMY HECET aJMHUHUCTpPALUS
OMOIMOTEKH ¥ COTPYIHUKH B COOTBETCTBHH C JJOJDKHOCTHBIMH O0S13aHHOCTSIMH.

12.2. B TpynoBoM JI0roBOpe ¢ paOOTHUKOM OHMOJIHOTEKH /WM B €r0 TOJDKHOCTHON MHCTPYKIMH JOJDKHBI IIPEaycMaTpH-
BaThCs 00S3aHHOCTH 110 BEIIIOJHEHUIO TPEOOBaHMI NEHCTBYIOIINX HOPMATHUBHBIX aKTOB K OpPraHM3alld U BEJCHUIO ydeTa OHOIIo-
TEYHBIX (OHIIOB.

12.3. PaboTHHKM OMOTHOTEKH, BAHOBHBIC B IPUYWHEHUH yIepOa OMOIMOoTedHBIM (OHAAM HECYT OTBETCTBEHHOCTh B YCTa-
HOBJICHHOM JIEHCTBYIOIINM 3aKOHOJATETbCTBOM ITOPSIIKE.

12.4. PaboTHHK OMOIMOTEKH, OTBETCTBCHHBIN 32 BBEPEHHBIH €My (OHJ, BO3MEIIACT NMPHYMHEHHBIH Onbnnoreke ymepo,
BBIABJICHHBIH B pe3yJbTaTe MPOBEPKU B CyMME, HE MPEBBIMIAIONICH €ro cperHeMecsiyHoro 3apadortka (ct. 241 TpynoBoro koaekca
Poccwuiickoit ®eneparun).

Ha ocHoBanuM Hactosimeld IHCTpyKIIMY BENUYUHA JTOIMTYCTHMOTO HOPMAaTHBA CIIMCAHUS JOKYMEHTOB OMOIHoTedHOro hoH-
Jla TI0 HEYCTaHOBJICHHBIM IIPUYHMHAM (HelocTaqa) onpenersiercs OMOIMOTEKON 0 COTIacoOBAHUIO C yupeauTeneM. B ciaydae mpeBbl-
LIEHHs] YCTAaHOBJIEHHOTO HOpPMAaTHBa MIPUHUMAIOTCSI MEPhI K BO3MEIIEHHIO yIiepoa.

12.5. bubnroTeyHslii pabOTHUK BIpaBe JOOPOBOJIBHO BO3MECTHTH BBIABICHHBIA NPHYMHEHHBIH ymiepO, BHECS COOTBETCT-
BYIOIIYIO CyMMY B pa3Mepe CPEeIHEr0 MECSIHOTO 3apaboTka Ha cueT OMOIMOTEKH MM 3aMEHUTH HEJOCTAIOINIe JOKYMEHTH PaBHO-
LEHHBIMA H3JaHUSIMI.

12.6. Ha ocnoBanuu ct. 244 Tpynosoro koxekca Poccuiickoit @enepanuu, [Toctanosnenns Muntpyzna Poccuiickoir de-
neparmu oT 31.12.2002 r. Ne 85 «O06 yTBep:kIeHUH NEpeUHEH JOIDKHOCTEH 1 padoT, 3aMeaeMbIX WIH BBITIOIHAEMBIX pPaOOTHUKAMH,
C KOTOPBIMH pab0OTOIaTeNb MOXKET 3aKII0UaTh MUCbMEHHBIE JIOTOBOPHI O IOJHOW MHIMBHUYAIbHOW MM KOJUIEKTHBHOI (OpHraaHoii)
MaTepHaIbHON OTBETCTBEHHOCTH, a TAKXKe THIIOBBIX ()OPM JJOTOBOPOB O MOJHOM MaTepUaIbHON OTBETCTBEHHOCTH) C 3aBEIYIOIIMMHU
CeKTOpaMy OMOIHOTEK, a TaKKe pabOTHUKAaMHU OMOJIMOTEK, B TPYIOBBIE 00s13aHHOCTH KOTOPBIX BXOASAT paboThI IO IPHEMy Ha XpaHe-
HHUe, 00paboTKe, XPAHCHHUIO, yUETy, OTMYCKY (BbIAadye) MaTePUANBHBIX IIEHHOCTEeH (OMOIHMOTEYHBIX (DOHIOB), MOTYT 3aKIIFOYATHCS
MTICHMEHHBIE JOTOBOPHI O TTOJTHOW HHANBHIYaIbHOW MaTepHaTbHOW OTBETCTBCHHOCTH.

B cnywae npuunHeHns ymiep6a 6ubnmmorednsM (GoHIaM pabOTHHUKH, ¢ KOTOPBIMU 3aKIIOUEHBI JOTOBOPHI O MTOJTHON MHIH-
BUAYaJbHOI MJIM KOJUIEKTUBHOH (OpUTaIHO) MaTepHabHOM OTBETCTBEHHOCTH, BO3MEUIAIOT NPUYWHEHHBIN OnbaroTeke ymepo mpu
HEJ0CTaue BBEPEHHOTO NMYIIIECTBA B TOJTHOM pa3Mepe.

12.7. Ha ocHoBanuu ct1. 243 Tpynosoro xonexca Poccuiickoit denepannu TpyI0BbIM JOTOBOPOM, 3aKIIOYAEMBIM C PYKO-
BOJIMTEJIEM OMOJIHOTEKH, eT0 3aMECTUTEIISIMH, TJIAaBHBIM OYXTaJTepoM 3a IPUYMHEHHbIH OHOIHoTeYHbIM GoHAaM yuiepd MoXeT ObITh
yCTaHOBJIEHAa MaTepHalIbHasi OTBETCTBEHHOCTH B IIOJTHOM pa3Mepe MPUYNHEHHOTO yiepoa.

12.8. Ilpx OTCYTCTBHM OTKPBITOTO AOCTYMa K (OHIY, €CIM KOHKPETHBIM BHHOBHHK HE YCTAaHOBJICH, OTBETCTBEHHOCTH 3a
HEJ0CTady M BO3MEIIeHHe ymiepOa HeCyT Bce pabOTHHKN OMOIMOTEKH, UMEIOIIHe JOCTYH K (JOHTY, HA OCHOBAaHUH JIOTOBOPA O KOJI-
JIEKTUBHOH (OpHraHON) MaTepHanbHOI OTBETCTBEHHOCTH.

12.9. B cnydae mpudIrHEHHOTO yiiep6a B 0c000 KPYMHOM pa3Mepe PyKOBOAUTENIH M pabOTHUKH OMONMMOTEK MOTYT HECTH
YTOJIOBHYIO, aAMHHUCTPATUBHYIO U JUCIUILIMHAPHYIO OTBETCTBEHHOCTh B YCTAaHOBJICHHOM JEHCTBYIOIINM 3aKOHOAATEIECTBOM IT0-
psinke.
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NPUNOXEHUA.
®OPMbI AOKYMEHTALIMU
Nno YYETY BUBNTMOTEYHOIO ®OHAA

13



MpunoxeHue 1.
O6pasey nucTa MIHBEHTapPHOW KHUIK*

[Hara Homep WuBenrap- | ABTOp, 3ariaBue, TOM, Lena OTMeTKa 0 Ne akra uc- [Ipumeuanue
3aIu- 3amucu B HBII HOMEp | YacTh, BHIITYCK, MECTO, MIpOBEpKe KITFOUCHHS
cH KCYBD* TOJ U3TaHHUs
pyo. KOTI.
*KHura cymmapHoro ydera 6ubnuoreqnoro gonna
MpunoxeHue 2. X
O6pa3seL nucTa aKkTOBOro y4yeta
AKT Ne oT 20 T.
IMocTynuiio Bcero 3K3. ¢ Ne no Ne
Howmep HuBen- ABTOD, 3arjlaBue, TOM, 4acTh, Ilena OtMmeTKa O Ne akra IIpumeuanue
3aITUCH B TapHBIA BBIITYCK, MECTO, TOJI H3JIaHHs MPOBEPKE HCKITIOYC-
KCYBD HOMED HUS
pyo. KOII.

* (v
[To ycmoTpenuto 6ubnmoTeku B GpopMbl JIMCTa aKTa ¥ MHBEHTAPHOW KHUI'M MOTYT OBITh BHECEHBI JJOIOJIHH-
TeJIbHBIE TpadBbl.
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MpunoxeHue 3.

O6pasel KapTOUYKN AN PErMcTPaLMOHHOW KapTOTEKM NepUoANYEeCKUX U3aaHuim

(HanmMeHoBaHMe epHOINIECKOTO H3IaHUS)

(I[OHOJIHI/ITCJ'ILHLIG CBCACHHA: UHJCKC 110 npeﬁCKypaHTy, MCCTO U3JJaHUsI, U3BMCHCHUC 3arjiaBus U I[p)

IIpuem uznanus

OTMETKH 0 IPOBEpKe

Hckmrouenue u3gaHus

T'on No 3anmcu Ilena NoNe Yucno NoNe Uucno Ne 3anucu
n3za- B KCYBD BBIITYC- 9K3EMILIIS- BBIIIYCKOB | 3K3€MII- B KCYbD
HUs KOB poB JISIpOB

1 2 3 4 5 6 7 8 9 10 |11 12 13
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MpunoxeHue 5B.
O6pasel opMbl OTPaXKEHUSI CYMMapHOro yyeTa UToros ABuxeHus cooHaa 6ubnnoTteku 3a rog

NTOIrM OBMXXEHNA ®OHOA

B Tom 4ucne no Bugam gokymMeHToB
g
2 JOoKyMEHTHI,
MevaTHble N Heony6nNUKoBaHHbIE AyanosusyarnbHble MuKpodhopMbI OnNeKTpOoHHbLIe N3 obuwero MOUHSATBIE HA BaNaHG
OOKYMEHTbI OOKYMEHTbI P P OOKyMeHTbl |obbema cdoHaa P
g = Ha cymmy
2
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CocTtosno Ha 01.01. 20.. I".

MNocTynuno ak3emnnsipoB3a
OTYETHbIV roa

BbIObINO 9K3EMNISPOB 3a
OTYEeTHbIN rog

CocTounT 3K3EeMMIsSipoB Ha
KOHeL OoT4eTHOro roga
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MpunoxeHune 6A.
®dopma yyeTa noctynneHus B hoHA ceTeBbIX JOKYMEHTOB yAaneHHOro gocrtyna

PexBu3uUTHI cornamnieHus

[ — Harta3amu- | No co- | Ne cuera Cpox peiict- | Crou- ITocras- KommuectBo
cHu riarmie- BHS MOCTb, KK ITAKETOB
HUS pyo.
1 2 3 4 5 6 7 8

MpunoxeHue 6b.
®dopma yyeTa BbIObITUSA U3 (hoHAa ceTeBbIX AOKYMEHTOB yAaneHHoro goctyna

MpunoxeHune 6B.

ara
Ne zanucu A BBIOBLTO KOJI-BO TTAKETOB
3aIUCH
1 2 3
Hroro B
(yka3aTp mepuon)
®dopma yyeTa ABMXKEHUSA (poHAA ceTeBbIX AOKYMEHTOB yaaneHHoro nocryna
Cocrosiio Ha (ykazams IToanucaHo B ..... roay BBIOBITO B ........ rony | Cocrout Ha (ykazams

oamy) HOBBIX Kon-Bo oamy).

Koi-Bo Koia-Bo MaKeTOB Koi-Bo

MIAKETOB MTAKETOB MTAKETOB

1 2 3 4
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MpunoxeHue 7.
dopma aKTa o npMeme AOKYMEHTOB B 6MOnnoTeKky

AKT Ne
«__» 20 r

HacTosmuii akT cocTaBlIeH

((baMI/IJ'II/II/I, HUMECHA, OTYECTBA U JOJDKHOCTH JIML, YIaCTBYIOIINX B COCTaBJICHUHN aK-

Ta)
0 npueme B OUOIHOTEKY
(B HOKYMEHTA M OT KOTO IIOJIy4eHO)
B KOJIMYECTBE 9K3EMIUISIPOB Ha OOIIyI0 CyMMY
(TIOBTOPHUTH CyMMY IPOITUCHIO)
CnucoK KHUT (WK IpYTUX JOKYMEHTOB) IPHIIaraeTcs.
Ionnucu
(pyxoBoauTes)
(coTpyaHHKA)

(JuIa, cOaBIIETO KHUTH WM APYTHE TOKYMEHTHI)

CnM1COK KHUT UNK JPYrmx [OKYMEHTOB K akTy Ne

NeNe ABTOD, 3aI71aBUC KHUTH WM BUJ JOKYMEHTa Iena Kou-Bo 3k3. CymmMma

pyo. KOTI.

MpunoxeHue 8.
dopma akTa o NOCTynsIeHMU NepuoanYecknx N3gaHum B 6ubnuorteky

AT Ne
«__» 20 r.

HacTosmumii akT cocTaBiieH

(pamummy, MeHa, 0TYECTBA U JOJDKHOCTH JIUII, YIaCTBYIOIIHX B COCTaBJICHHHU aKTa)

B TOM, uTO 32 20 r.

(HaMeHOBaHHE CTPYKTYPHOT'O MOApa3eaeH s OUOIHOTEKN)
HOCTYIHIIO 9K3EMIUISIPOB KYPHAIIOB, KOMIUIEKTOB Ta3eT
(HeHY)XHO€ 3a4EepKHYTb)

«
ITonmucu

*

[Tpn HeOOMBIIOM KOJIMYECTBE NPUHUMAEMBIX JOKYMEHTOB NIEPEUCHB BKIIIOYAETCS B TEKCT aKTa.
*

AKT MOIMCHIBACTCSl PYKOBOJMTENIEM CTPYKTYPHOTO IO/Ipa3/iesieHnsi OMOINOTEeKH.
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MpunoxeHue 9.
®dopma aKTa NoXXepTBOBaHUS

AKT noXxeprtBoBaHUA O 633BO3M33AHOV| nepenayve
« » 20 r.

(HauMEHOBaHUE IOPUIMYCCKOTO JIHIIA)
HMeHYyeMblii B fanpHeimem JKepTBoBarenb, B JInle

(TOMKHOCTD, (GaMUIIHS, UMsI, OTIECTBO)
JIENCTBYIOLIETO HA OCHOBaHUU

(ycTaB, 1OBEpEHHOCTb U MPOU.)
¢ OZIHOM cTOpOoHBI, 1 bubnnoTeka, B auLe R
JIEHCTBYIOIIETO HA OCHOBAaHUM JIOBEPEHHOCTU No  OoT «__ » 20 1., Cc Ipyroi CTOpOHBI, COCTaBHJIM HACTOSIIUN
aKT 0 HHXKECIIEAYIOIIEM:
1. XKeptBoBarenp nepenan budnmoreke, a bubmoreka npunsna y JXKeprBoBarens 6€3BO3ME3THO B Ka4eCTBE MOKEPTBOBAHHUS ClIC-
JlyIolllee UMYIIECTBO:

(HaMMEHOBAaHNE UMYIIIECTBA)
CTOUMOCTBIO pyo.

2. Yka3zaHHoe B 1. | AKTa UMYIIIECTBO (KHUTH, alTbOOMBI, )KypHAJIBI U T.I1.) iepeaacTcs JKepTBoBaTeIeM C IENbI0 €ro UCIOIb30BaHUS
BnbnmoTekoii B COOTBETCTBHH C €€ YCTaBHOM JESITEILHOCTBIO B KAUECTBE MOMOIHEHUS ONOIHOTeyHOro (hoHIa.
3. IIpaBootHomenus XepreoBarens 1 bubnuorexyu Bo BceM, 4TO HE MPEIYCMOTPEHO HACTOSIINM aKTOM, PEryJIHPYIOTCS IeHCTBYIO-
LIMM 3aKOHOJATEIbCTBOM, B TOM uucie cT. 582 I'paxnanckoro xonexca Poccuiickoit @enepanuu u cr. 270 Hamorosoro koxpekca
Poccuiickoit denepanuu.
4. Anpeca 1 peKBU3UTHI CTOPOH:

JKeprtBoBaTenn BubnmoTexa

Iepenan [Mpunsan

MpunoxeHue 10.
®dopma aKTa 0 HegocTaye AOKYMEHTOB B NOCTYNMBLUEN NapTUmn

AKT Ne
«__» 20 r.

HacTosmuii akT cocTaBiieH

(pamunumm, mMeHa, oT4ECTBA U JOIDKHOCTH JIHILI, YYACTBYIOIMX B COCTABJICHUH aKTa)

B TOM, 4YTO IPH IIPHEME NAPTUH KHUT (WK JPYTUX JOKYMEHTOB), OJyIE€HHBIX OT

(Hanmeﬂosaﬂue YUpexKACHU, OT KOTOPOTO MOJYUEHbI KHUT'H U IPpYTrue JIOKyMeHTbI)

o Ne 20
OOHapyxeHo:

Tloamucu:
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MpunoxeHue 11.
®dopma akTa 06 UcknYeHUn us 6ubnnorteyHoro choHaa AOKYMEHTOB ANIUTENIbLHOIO XPaHEHUSA

PaccmoTpeno Ha KomuccHH YTBEPXAIO
10 COXPaHHOCTH (POHIOB

(TmomyMCh MIa, yTBEPANBIIETO aKT)
«_» 20 T.
AxT Ne
«__» 20 r.

Hacrosmuit akT cocTaBiieH

(paMumum, MMeHa, 0OTYECTBA U TOJDKHOCTH JIML, YYACTBYIOIIUX B COCTaBICHUH aKTa)

00 uckitoueHny u3 GorHma

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICIICHUs] OUOTHMOTEKHU )
« » 3K3EMIUISIPOB

(ykazaTb BUJ JOKYMEHTA)
Ha CyMMY py©6. ITo npuunne

(Yxa3aTp NpUYMHY UCKIIOUCHHS U TU(PPOBOH KOM)
CHHUCOK BBIOBIBITUX

(Yka3aTb BUJ JOKyMEHTa)
Ha « » JIMCTAaX MPHUIIAraeTcs.

Cnucok K akTy Ne

NoNe WuBenrap- | ABTOp, 3arjaBue, TOM, Lena Koaddumu- | KommyectBo | Croumoctsb
HBIH HOMEp YacThb, BBIITYCK, TOJ CHT Hepe- 9K3EMILIS-
W3IaHUS OLICHKH poB
pyo. KOII.

YJieHbl KOMHCCHU:

MpunoxeHue 12.
dopma akTa 06 ucknoveHUn us 6ubnumorteyHoro poHaa LOKYMEHTOB BPeMEHHOIO XpaHeHus

PaccmoTtpeno Ha KomuCcCHH YTBEPXAIO
0 COXpaHHOCTH (POHIOB

(moxnuck una, yTBEPANBIIETO aKT)

« » 20 I.

AT Ne
«__» 20 r.

HacTosmumii akT cocTaBiieH

(pamunumm, mMeHa, OTYECTBA U JOJDKHOCTH JIHILI, YYACTBYIOIIMX B COCTABJICHHH aKTa)

00 uckiroueHny u3 GoHma

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPa3IeNiCHHs] ONOTHOTEKN)
« » 9K3EMILISIPOB

(ykazaTh BUJ JOKYMEHTA)
BPEMEHHOT'O XpaHCHUA
B KOJIMYECTBE 9k3. [lo npuunne

(Yxa3aTp NpUYMHY UCKIIOUEHHS U LU(POBOI KOX)

YJieHBI KOMHCCHU:
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MpunoxeHue 13.
dopmMa yuyeTa UCKNIOYEeHUA U3 6ubnumortevHoro hoHaa
3NEeKTPOHHbIX CeTeBbIX AOKYMEHTOB flOKanbHOro gocTtyna

Ha3zpanue ®dopmar | O6beM uc- KommgectBo MecToHaX0XKICHHE [IpuurHBI UCKITIOUEHUS
KOBOU mamsi- | (aiiioB (HOMEp KOMITBIOTEpa (TIpH TIepe3anucH YKa3bIBACTCsl HOBBIN
TH W T.J.) ajipec)

MpunoxeHue 14.
®dopma XypHana (TeTpaau) yyeTa KHUT U APYrMX AOKYMEHTOB, NPUHSATLIX OT YuTaTenien B3aMeH yTepsHHbIX

ara Damu- Caeniennst 00 YTEPSHHBIX KHUTAX WK IPYTHUX CaeneHusI O IPUHATHIX KHUTAX WA JPYTUX
s, JOKyMEHTax JOKyMEHTax
HHHIHA-
JIBI YUTA-
Tels
Hus. ABTOD, Lena Oraen ABTOD, Iena Otnen Pacrincka
Ne 3ariaaBue, 3ariaaBsue, YHUTATEIISI
TOJ U3/a- roJ u3aa-
HHS HUSI
pyo. KOTI. pyo. KOII.

MpunoxeHune 15.
®dopma akTa 06 ucknroYeHn us hpoHaa yTepsiHHbIX YATATENSIMU [OKYMEHTOB 1 npuemMe B POHA AOKYMEHTOB,
MPU3HaAHHbIX PaBHOLIEHHLIMU

PaccMoTpeHO Ha KOMHUCCHH YTBEPXJIAIO
0 COXpaHHOCTH (POHIOB

(TmomHCh TMIa, yTBEPAUBIIETO AKT)

«_» 20 T

AKT Ne
«__» 20 r.

Hacrosmuii akT cocTaBiieH

(pammnmm, mmeHa, oT4eCTBa U JOIDKHOCTH JIHII, YIACTBYIOIIUX B COCTABICHUH aKTa)

00 UCKITIOUeHNH 13 OHOIHoTeYHoro (GoHIa

(HaMeHOBaHKE CTPYKTYPHOTO MOJApa3/ieieH s OUOINOTEKN)
« » 9K3. KHUT (IPYTUX JIOKYMEHTOB) HA CYMMY
[0 [pUYMHE YTEpH YHUTaTe/sIMH M IPUEME B3aMCH HX 9K3. KHUI (IpYrMX JOKyMEHTOB) Ha CyMMy

*
bubnuoreka BIIpaB€ COCTABJIATL PA3ACJIbHBIC aKThI 00 HMCKIIIOUEHHH YTCPAHHBIX YUTATCISIMA JOKYMCHTOB U
npueMe J10KyMEHTOB B3aMEH YTCPAHHBIX.
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CHucoK KHUT (IPYrHX JOKYMEHTOB) ITPHIIAraeTCs.
Tloanucu

Cnucok u3aaHum U Apyrux AoKyMeHToB K AKTy Ne

YTepsiHbI YUTATEISIMU 3aMeHEHBI
HuB. Ne ABTOD, Ilena Hus. Ne ABTOD, Iena damuaus
3arjiaBue, 3arjiaBue, YUTATEIIST
roj u3jaa- roja u3zaa-
HUSL JOKY- HUS JOKY-
MEeHTa MEHTa
pyo. KOTI. pyo. KOTI.

MpunoxeHue 16.
®dopma akTa npvema-nepepaym 4OKYMEHTOB M3 OA4HOW OBMONMOTEKM B APYryto B NopsAKe KHUroobmeHa

PaccmotpeHo Ha koMuccHu YTBEPXIAIO
10 COXPAHHOCTH (pOHIOB

(moAmuCh MUIa, yTBEPAMBIIETO aKT)

« _» 20 T.

AKT Ne
«__» 20 r.

HacTrosmuii akT cCOCTaBIIEH B TOM,

(HauMeHOBaHUE TiepeaaroiIei OMOINOTEKH )

nepezana B

(HanMeHOBaHNE OMOIMOTEKH MOTYJaTENs)
MIPUHSIIA TIOKYMEHTBI, 0TOOpaHHbIE TIPeICTaBUTEIEM OMOIHOTEKH

(pamumns, UMs1, 0TIECTBO)

Ha OCHOBAHMU JOBEPEHHOCTH No oT B KOJIMYECTBE
KHUT 3K3., AB/] 9K3.,
KYPHAIIOB 9K3., Ta3eT KOMILIEKTOB.

OO0111eit CTONMOCTBIO

(Iporuceo)
B TOM 9YHCJIE CTOUMOCTD JOKYMEHTOB, COCTOSIIIIAX Ha OyXralaTepcKOM ydeTe

(Ipomnuceo)
CornacHo npujiaraeMoMy CIUCKY JOKYMEHTBI cllall
(noamnuce)
TIPHHST
(oammce)
Cnucok k Akty Ne
NoNe ABTOD, Mecto u ron KonunuecTBo sK3emIiis- Lena Koa¢pdunment CroumocTh
3aryiaBue U3JaHUs poB MIEPEOLICHKU
pyo. KOII.

MpunoxeHue 17.
dopma aKTa o npoBepke 6ubnnoTeyHoro ¢poHaa

Paccmotpeno Ha komuccuu YTBEPXIAIO
0 COXpaHHOCTH (POHIOB

(TmoMCh JTNIa, yTBEPAUBIIETO AKT)

« _» 20 T
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AKT Ne
« » 20 r.
MBI, HIKETIOMUCABIINECS, IPEACEAATENI> KOMUCCHH TI0 TIPOBEPKE

(amunusi, UMs, OTIECTBO)
N
Y YWICHBI KOMUCCHH

(pamummu, MMeHa, 0TIECTBA U TOJDKHOCTH)

COCTaBHJIM HACTOSIIMIT aKT B TOM, YTO HAMH B IEPUOA C «___ » 20 T.
m «__ » 20 r. ObLJTa MpoBe/eHa poBepka OubIroTedHoro hoHaa

(HanMeHOBaHUE OMOIIMOTEKH WIK €€ CTPYKTYPHOTO MOpa3IeTICHU)
METO/I0M
(yka3ath crioco0 IPOBEPKH, JUIS AIMEKTPOHHBIX JOKYMEHTOB yKa3aTh CIIOCO0 MPOBEPKHU 1 HCIOJIB3yeMOe IPOTrpaMMHOe o0ecriedeHre
JUTSL TIOJICYeTa ¥ IPOBEPKU KOHTPOJIBHBIX CYMM)

IIpoBepeHs! creayIomnye JOKyMEHTHI:

a) AKT npensaymeil mpoBepkd GoHma (ykKasaTh YUCIO U TOJ)
0) Kauru cymmapHoro ydera 6ubimoredHoro GpoHaa
B) @opMBI HHAWBUAYATBHOTO y4yeTa (yKa3aTh KakKue)
r) AKTBl  HCKIIOYEeHHMs  (CIHCAaHMS ) KHMI M JPYIMX JOKYMEHTOB MEXKIYy IpEAbIAyLlIed H HacTOsIICH poBepKamMu

1) JIOKyMEHTBI, yIOCTOBEPSIOIINE BbIIauy KHUT M JPYTHX TOKYMECHTOB YHTATENISAM
e)
)
B pesyisTaTe IpOBEpKH TOKYMEHTOB  CBEPKH KOHTPOJIBHBIX TAIOHOB * ¢ (hOPMaMH HHIMBHIYAIBHOTO yIeTa, YCTAHOBICHO:
1. TTo y4eTHBIM JOKyMEHTaM YUCIUTCS:

9K3. KHUT ABJ]

JNEKTPOHHBIX JIOKYMEHTOB

2. IMeeTcs B HATMYMH:
9K3. KHUI ABJl
JJIEKTPOHHBIX IOKYyMEHTOB

3. Henocraer:
9K3. KHUT ABJ1
JNIEKTPOHHBIX JIOKYMEHTOB

Ha 00IIyI0 CyMMY pyo.

(cymMMa TpomHChI0)
Cnrcox HepocTaromux KHAT, ABJI, 3I€KTPOHHBIX U APYTHX JOKYMEHTOB IIPUIIAraeTcs K AKTY.
4. U3 BeIAaHHBIX UnTaTeNAM 0 20 T. KHUT HE BO3BPAILEHO 9K3.
5. OGHapy>XeHO HEYYTEHHBIX B (pOpMax MHIUBHAYAIBHOTO ydeTa IK3.
6. BeiBozibI KOMHCCHU TI0 IPOBEpPKE (O BEJICHUM y4eTa, COCTOSHMU YYETHBIX JOKYMEHTOB, O HEIOCTAIOIINX JIOKyMEHTaxX, O 3ajep-
’KaHHBIX KHUTaX U JPYTHUX JOKYMEHTOB)

7. Ilpenynoxenns KOMUCCUU:

IMoamwmcu:
[Ipencenarens KOMUCCHHU:
UneHbl KOMUCCHH

° B cocraB xomuccun JOJIDKHBI BXOOUTH 6yxranTep nim (bl/IHaHCI/ICT.

*
** Ecin MHBIC METO/BI IPOBEPKH, TO YKa3aTh KaKHe.
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