Mpuka3s MuHucTepcTBa KynbTypbl Poccunckon depepauumn ot 8 oktabpsa 2012 r. N
1077 r. MockBa

"O6 ytBepxaeHumn MNMopsagka ydeta JOKYMEHTOB, BXOAALWMX B COCTaB GBUbnmMoTe4yHoro
doHpa"

Ony6nukoBaHo: 22 masa 2013 r. B "PI" - ®egepanbHbin Bbinyck Ne6083
Bctynaet B cuny:2 nioHs 2013 r.

3apeructpupoBaH B MuHrocte P® 14 masa 2013 r.
PernctpaumoHHbin N 28390

Bo ucnonHeHne nyHkTa 6 ctatbn 12 ®eneparnbHoro 3akoHa ot 29.12.1994 N 78-03
"O 6ubnmoteuHom pgene" (CobpaHune 3akoHogatenbcTtBa Poccuinckon depepauun,
1995, N 1, cT. 2, 2004, N 35, cT. 3607, 2007, N 27, cT. 3213, 2008, N 30 (4. 2), 3616,
N 44, cT. 4989, 2009, N 23, 2774, N 52 (1 4.), cT. 6446) npuka3biBalo:

1. Y1BepanTb [lNopagok yvyeta OOKYMEHTOB, BXOASLWMX B cocTaB OuMOrnmMotedHoro
doHaa (npunoxeHue).

2. KoHTpornb 3a UCNOMHEHWEM HacCTOSLEro npukasa BO3MNOXUTb Ha cTaTc-CekpeTaps
- 3amectutens MmnHuctpa kynetypbl Poccunckon ®enepauum .11, Nennesa.

MuHucTtp B. MeguHckumn

[MpunoxeHue

NMopspok yyeta 4OKYMEHTOB, BXOASLWMUX B cocTaB bubnumoteyHoro choHaa
. O6LwKMe nonoxeHuns

1.1. Y4yeT JOKyMeHTOB BMONMOTEYHOro hoHaa SIBMSIETCS OCHOBOW OTYETHOCTU U MMAHWPOBAHUSA
AesaTenbHOCTN OMbNMoTekn, cnocobcTBYET 0OECNEYEHNIO €ro COXPAaHHOCTH.

1.2. Y4eT BKIOYAET PErMCTpauMni0 MOCTYMIEHUS OOKYMEHTOB B OMONMOTEYHbIM (HOHA, WX
BblObITUA M3 poHAa, UTOroBble AaHHble O BennymHe (06beme) Bcero GMbnuoTteyHoro dpoHaa u
€ro noapasgernos, CTOMMOCTb hoHAaA.

1.3. OcHoBHble TpeboBaHUSA, NpeabABNAeMble K y4eTy bGubnmoreqHoro oHaa:
MOMHOTa U JOCTOBEPHOCTb YYETHOM NHopMaLmu;
onepaTuBHOCTb;

OOKYMEHTUpoBaHHOE OCbOpMJ'IeHI/Ie KaXXgoro noctynneHna B (bOH)J, n Kaxpgoro BbIObITUA U3
toHAa;

COBMECTMMOCTb npnemoB " CbOpM yyeTa, nx HageXxHoCTb npu napannenbHOM UCNofb3oBaHUU
Tpaﬂ,l/ILl,MOHHOVI n aBTOMaTI/I3VIpOBaHHOl7I TexHonornm y4yeTa,

COOTBETCTBME HOMEHKNATypbl MokasaTenen y4vera ¢oHAa aHanorMyHbiM MnokasaTensam
rocyaapCcTBEHHON BUBNMMOTEHHON CTaTUCTUKM.

1.4. YyeTry nognexar BCe [OKYMEHTbl (NOCTOAHHOrO, ASIMTENbHOrO, BPEMEHHOTO XpaHeHus),
noctynawowme B ¢oHa OmbnmoTtekn u BbibGbiBalowme n3 dgoHga Gubnmortekn, He3aBUCUMO OT
Buaa HocuTens.

1.5. YueT [OKYMEHTOB BedeTCs B perucrpax WHAMBMAYaNbHOrO M CYMMapHOro y4eta B
TPpaanUMOHHOM W (MNK) SNEKTPOHHOM Buae.

1.5.1. PerVICTpaMI/I nHamBuayarnbHoro y4dyeta OOKYMEHTOB ABNAKTCA: perncrpaunMoHHadA KHUra,
KapTo4Ka permctpaunm Ha onpe,u,eneHan?l BMA OOKyMeHTa ONA raset, XypHanos, Apyrmx snaoB
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OOKYMEHTOB. D,OI'IyCKaeTCH TakKxe perncrtpamm nHanBuayanbHoOro ydyeTa CYHNTATb
Tonorpaduyeckyto onuck (Katanor), y4eTHbIA KaTanor, y4eTHbI oann ¢ BbIXOAHbIMKU hbopmamu,
dopMMpyeMbIMi B MOPSiAKE WHBEHTAPHbIX WM UHBIX  UOEHTUMUKALMOHHBIX HOMEPOB
[OKYMEHTOB.

PerncTtpbl MHOMBMAYanNbLHOrO y4yeTa AOKYMEHTOB OUOMMOTEYHOro hoHaa coaepaT pekBuU3UTHI,
NOEHTMULMPYIOLLNE KaxXabI JOKYMEHT C yKa3aHMem CBeOEeHUIA O MOCTYNIEHNN LOKYMEHTa U O
€ro BblObITUKN U3 BubnmnoTevHoro doHaa.

1.5.2. Pernctpamy cymmMapHOro y4yeta [OKYMEHTOB SBMSIOTCHA: KHWra CYMMapHOro y4erta
OubnuoTeyHoro oHAa, nMCTbl CyMMapHOro y4deta 6ubnuoteyHoro doHAa, >KypHan.
JonyckalTcs pasnuyHble MoanduKauMn KHUMM CyMMapHoOro ydyeta. HesaBucumo oOT BuAaa
YYETHOro JIOKYMeHTa permcTpbl CyMMapHOro y4eTa coaepkaTt Tpy B3aMMOCBSI3aHHbIE YacTu:

"MocTynneHne gOKyMeHTOB B G1bnmnoTteyHbin oHa”,
"BblbbITHE JOKYMEHTOB 13 6ubnuorteyHoro coHaa",
"UTorn aBuxeHus bubnmnotedHoro hoHaa: UTOroBble AaHHbIE HA KOHEL, OTYETHOro nepunoaa”.

O600LUeHHble OaHHble OTpaXalwTcs B KaXOOW 4YacTu perucrpa cymmapHoro ydeta. B
3MNEKTPOHHOW CUCTEME ydeTa 3TU YacTU UHTErPUPYIOTCH B eAUHbIA YYETHbI dhann.

1.6. CymmapHbIn U nHAMBMAYanNbHbIN y4eT hoHAa BEAETCHA CTPYKTYPHbIMM nogpasgeneHusmm
OMbnuotekn, B BEOEHUM KOTOPbIX HaxoOUTCS  KOMMMEeKToBaHue doHaa, a Takke
nogpasgeneHnamu, obecneynmBaroLMMn XpaHeHWEe M UCMOSNb30BaHNE 3aKPEnmeHHbIX 3a HUMU
YyacTen obLiero goHaa 6MbnuoTeku.

1.7. Cratnctnyeckas nHdopmaumss o dopMmpoBaHun bubnmnotedHoro doHaga nNo utoram roga
npeacTaensercd B [MaBHbIN MHPOPMALNOHHO-BbIMMCANTENbHBIV LLeHTP MuHKynbTYpbl Poccuu.

Il. EauHuUbI yyeTa 6ubnunoteyHoro choHpa
2.1. Benu4unHa (06bem) 1 aABmxkeHne oHaa 3MepsaoTCa B YHUMLMPOBAHHBIX eAnHMLaxX ydeTa.

OCHOBHbIMW edMHULaMK ydeTa AOKYMEHTOB OMOGRMMOTEYHOro doHAa SIBMSOTCA 3K3EMMMSP U
Ha3BaHWe, Ans ra3eT - rogoBoOM KOMMMEKT U Ha3BaHuWe.

[ononHuTenbHbIMM  egMHULaMm ydyeTa d)OHﬂa ABMSAOTCA [OAOBOW KOMIMIIEKT, METPOnOJiKa,
nogLwnBka (nepenneTHaﬂ e/J,I/IHI/ILl,a); OnaA ANEeKTPOHHbIX JOKYMEHTOB - eAMHunLUa namMmAaTn aHHbIX.

2.2. Obwas BenuunHa GubnuotedHoro ¢doHAa B LEMNOM M €ro noapasgenoB, B TOM u4ucre
CETEBbLIX JIOKamnbHbIX [JOKYMEHTOB M CETEBbIX YAaneHHbIX [OOKYMEHTOB, YYWUTLIBAETCS B
3K3eMnnsipax, HOBblE MOCTYMNIEHNS - B 3K3eMMMsipax U HasBaHUsIX. YMCO rogoBbIX KOMMIEKTOB
raset NpMpaBHUBAETCS K YMCIY SK3EMIMMSIPOB.

lll. Y4yeT nOKyMEHTOB No BUAaM U KaTeropmsam
3.1. MNevaTtHble M3gaHnst U HEONYONMKOBAHHbIE AOKYMEHTHI.

K nevaTHbIM M3gaHMAM OTHOCSITCA TUMPAaXMPOBAHHbIE W3[AaHWs!, MOMyYEHHbIe NevYaTaHneMm Wnu
TUCHEHMEM, nonurpacuyeckm CamoCTOSATENbHO OMOPMIEHHbIE: KHUMM, BpOLUIOPbI, XypHanbl,
npogorkarLmnecs u3gaHus, NUCTOBble W34aHus, raseTbl, M30U34aHUsl, HOTHblE W3OaHus,
KapTorpaduyeckme  uM3gaHusl, HOPMAaTMBHO-TEXHUYECKME U TEXHUYECKMe  [OOKYMEHTbI,
aBTopedepaThl AnccepTauuni.

K HeonybnukoBaHHbIM OOKYMEHTaM OTHOCATCS PYKOMUCHbIE OOKYMEHTbI (PYKOMWUCHbIE KHUTU U
aApXUBHbIE ,EI,OKyMeHTbI), a TaKke [OOKYMEHTbl, WU3rotoBfieHHble B €OWMHUYHbIX 3K3emnnapax,
aBnsoWwmecss obbeKTaMu MHTENNEKTyanbHOW COBCTBEHHOCTM (OEMOHUPOBAHHLIE Hay4yHblE
paboTbl, AuccepTaunn, NPenpuHTbl, OTYETbl O HAy4YHO-UCCNeaoBaTeNnbCkUX paboTax, NepeBoasbl,
onucaHua anroputMoB M nporpamMm 3OBM, NpOEKTHO-KOHCTPYKTOPCKas AOKYMeHTauus),
TaKTUNbHbIE PYKOAENbHbIE NU3OaHUA ONnA cnenbiX U CJ'IaGOBI/I,EI,FlLLI,I/IX. PyKOI‘II/ICHbIe OOKYMEHTHI,
BXoaswme B 6OubnunotedHble oHAbI, SBMASOTCA COCTaBHOW 4acTbio ApxuBHOro doHaa



Poccuiickonn depepauum M yunTbIBAKOTCS B COOTBETCTBMM C HOPMAaTUBHbIMKM UM NPaBOBLIMM
aKTamu Mo y4eTy apXMBHbIX JOKYMEHTOB 1 HacToAWwum Mopsgkom.

3.1.1. KHurn n 6poLutopbl Y4MTBIBAKOTCA B 3K3EMMNNApPax 1 Ha3BaHUSAX.
Kak oTaenbHbIN 3K3eMnnsip U Kak OTAeNbHOE Ha3BaHWE YYUTbIBAKOTCS:
Kaxkgoe oTaenbHoe nsgaHme (kHura, 6polutopa);

Kaxxgoe Bxogsillee B KOHBOIMIOT U3aHNE;

KaXxObl OTOENbHbIA TOM (BbIMyCK, YacTb) MHOrOTOMHOIO M3OaHUsi, UMELLNIA UHOUBUAYanbHOe
3arnasue;

Kaxgass u3 OpoLuop, BbIMyLWEHHbIX B 0ObeaMHAILWEN WX M3gatenbCkon nanke, OOnoxke,
MaHXeTKe;

Kaxgas KHura wunu  Opoltopa, BxoAsilas B KHWKHYH ceputo  (HYMEpPOBaHHYK UK
HEeHYMEpPOBaHHYH0);

oTAenbHO U3AaHHbIE NMPUNOXeHUA K KHUram u 6pomropa|v|, nverwwmne nHamsngyanbHoe 3arnasmne
N CaMOCTOATESNIbHOE 3Ha4YeHne.

3.1.2. [OKyMEeHTbl, BbINOMHEHHbIE pernbedHO-TOYEYHbIM WpKudToM (Wwpudgtom bpannsa),
YUMTBIBAKOTCA B 9K3EMMNNAPax U Ha3BaHUSAX.

3K3eMI'IJ'IF|p0M ana gaHHoOro Bnga I/I3p,aHI/II7I ABNAETCA KaXgad U3 KHUI KOMNJ1EKTa, O6'be,EI,VIHeHHbIX
obLWKUM Ha3BaHueM.

Kak ogHo HasBaHue Y4nTbIBAaE€TCA KOMMIIEKT U3AaHUA He3aBUCUMMO OT YuCna BXOAALUUX B HEro
KHWT.

3.1.3. XKypHansl 1 npogoskaroLmecs n3gaHnsa y4nTbliBaloTCA B 3K3eMMnsipax 1 Ha3BaHUSX.

3K3eMI'IJ'IﬂpOM cynTaeTca HomMmep, TOM, BbINYyCK, U30aHHbIE NO OTAENIbHOCTU, a TakKXe KOMMIEKT
HOMEepOoB, TOMOB, BbIlMyCKOB, nepenyieTeHHbIX B OQUH Ornok n3garenscTBOM.

Kak ogHo HasBaHue y4nTbiBae€TCA KOMMIIEKT HOMEPOB, TOMOB, BbIMYCKOB, 06paay+ou_u/|x
oTAenbHYK eanHuly C OTnnYUTerbHbIM 3arinaBueM. I'Ipm N3MEHEHUWN 3arnaBusi HOBOW yquHoM
€OVHNLEN CYMTaETCs n3gaHune, ecnn n3aMeHeHne BHECEHO B nepBble NATb CNOB 3arnaBuA.

ﬂepmop,mqecme NpuNoXeHna K XKypHanam, BbiIXogdumne CaMoCToATEeNIbHO, UMMerlne
nHamBuayanbHoe 3arnasve wu CO6CTBeHHyI-O HymMepauu, Y4YUTbIBAKOTCA KaK oOTAellbHble
9K3eMnnaApbl U OTAENIbHbIE HA3BaHUA.

Kaxxgas cepus NpodorpkaloLwerocs u3daHus, WUMelowas WHOMBMAyanbHoe 3arnasuve U
COBCTBEHHYIO HYMepaLWIo BbiMyCKOB, YYUTLIBAETCA Kak OTAeNbHOe Ha3BaHue.

Kaxgbin camMoCToATEmNbHbIA  TOM (BbII'IyCK) npoaomxawuwieroca wu3gaHnda YydnTbiIBaeTCA Kak
oTaenbHoe Ha3BaHUe.

3.1.4. Ma3eTbl y4nTbIBaOTCA B rof0BbIX KOMMMEKTaX N Ha3BaHUSIX.

Kak ogHo HasBaHue YUUTbIBAETCA KOMIJIEKT Tras3erT, 06pa3yr0LuV|x OoTAeNnbHYIO eauHudy C
OTNNYNTENbHbIM 3arnaBmeMm. I'Ipvl W3MEHEHUN 3arfnaBusi HOBOW yquH0|7| eoVHNLEN cuyuTaeTcs
n3gaHue, ecrnim naAMeHeHme BHeCeHO B NnepBble NATb CI10B 3arnaBus.

OpHopgHeBHble (pa3oBble) ra3eTbl yYNTbIBAOTCA B 9K3eMnnsgpax (HoMep, BbIMyCK) U Ha3BaHMUSX.

OTtoenbHO uM3gaHHbIe nepunognyveckne npunoxeHuma K rasetam, umMewwmne wuHoneunagyarbHoOe
3arnasume n CO6CTBeHHyI-0 HymMepauuto, y4nTbiBaloOTCA CaMOCTOATENbHO.

3.1.5. UsousgaHua (anbOboMbl, KOMMNEKTbI, OTAENbHbIE NUCTOBbIE W3OAHWUSA) U penbedHO-
rpaguyeckne nocobuss Onsa cnenbix U CnaboBMOsALWMX Y4YMTBIBAOTCA B 3K3EMMNsapax U
Ha3BaHUAX.



Kak otgenbHbIV 9k3eMnnsap U OoTAenbHOe Has3BaHWe YYMTbIBAETCH KaxAdbl NUCT (BbIMYCK) cepum
n3on3gaHuin, He 00beaMHEHHbIE N30AaTENbCKOM Nankon (06OXKKON, MaHXETKON).

JInctoBble nsgaHusl, o6beanHeEHHbIE N3OaTENbCKON Nankon (OBNOXKON, MaHXeTKOW, 0bepTKown)
YUYMTbIBAKOTCA KaK OAMH 3K3eMMNSAp U O4HO Ha3BaHMe.

3.1.6. HOTHbIe n3gaHus yunTbIBalOTCA B 3K3EeMMNIsipax U Ha3BaHUsAX.

Kak oTgenbHble 3K3eMnnsipbl U OTAENbHbIE Ha3BaHWS YYMTbLIBAKOTCA:

CamMOCTOATENbHbIE HOTHbIE N3aaHWs, 00beaANHEHHbIE B OAHOM NepenseTe (KOHBOMTE);
oTAenbHble NapTum (roroca) 1 napTuTypa (Knasup), M3gaHHble pasnenbHo.

Kak oanH ak3emMnndap 1 0gHO Ha3BaHWEe YYMTbIBAKOTCA:

oTaenbHble napTum (ronoca), obbeanHEHHbIE C NapTUTYpPon (KNaBMpOM) B OAHOM M3OaHWW, a
Takke napTum, 00beanHeHHbIE N3aaTenbCKon nankomn (06noXKom).

3.1.7. KapTtorpadudeckue nsgaHnsa ydmTbIBalOTCA B 3K3eMNNapax n Ha3BaHUsX.
Kak oTgenbHbIn 9K3eMnnsp U oTAenbHOe Ha3BaHMe YYnTbIBaKOTCS:

aTtnachbl, COCTosILNE U3 OTAENbHbBIX HYMEePOBaHHbIX U AAaTUPOBaHHbLIX BbiMYCKOB;
KaXKabl BbIMYCK CEPUNHOIO M3gaHUsA KapTbl Unun atnaca.

Kak oguH ak3emnnsap M ogHO Has3BaHWE YYMTLIBAETCA KapTa, M34aHHas Ha HECKOSbKUX nncTax
(mopnexalymx ckrnemnke), o6beanHEHHbIX OOLLMM 3arnaBueMm.

MHOroToMHble  (MHOFONUCTOBLIE)  KapTorpadudeckme usgaHusl, OoObeauHEeHHble 0bLMM
3arnaBueM, y4uTbIBalOTCS NO KONMYECTBY TOMOB W OAHOMY Ha3BaHUIO.

OTOenbHO uM3gaHHble, HO He WMEeKLMEe CaMOCTOATENbHOMO 3HAaYeHus, kapTtorpaduyeckue
MPUNOXEHNST K PasfnMyHbIM M34aHUsSM (KHUram, Gpolutopam, KypHanam) yumTbiBaloTCs eauHbIM
KOMMIIEKTOM C OCHOBHbIM U3AaHNEM.

3.1.8. HOpMaTVIBHO-TeXHI/I‘-IeCKVIe N TeXHU4eCkne OOKYMEHTbI (ﬂaTeHTHbIe OOKYMEHTbI, TUMOBbIE
NPOEKTbl N 4YepTexu, Katanorn npoMbILLUITIEHHOIO 060pyﬂ,OBaHI/IFI M nsgenuun, HOpMaTUBHbIE
OOKYMEHTbl NO CTaHOdapTu3aunn, TeXxHUn4eCKne ycnoBud, pykoBogdlumne OOKYMEHTbI U npaana)
YHUTBIBAKTCA B 3K3eMnndapax n Ha3BaHUAX.

Kak ogvH 3K3eMnnsip M ogHO Ha3BaHWe YYWUTbIBAKOTCA CTaHOapTbl M KaTanoru npOMbILLIIEHHOTO
obopynoBaHva U U3OEenuii, BbiMylleHHble B 00beanHAIOLLEN UX U3AaTeNbCKoW nanke (0GMnoXKe)
Npu HanUuumM Ha nanke obLlel LeHbl, CoaepXaHNs BCEro U3aaHus, eauHbIX BbIXOAHbLIX AAHHbIX.

Kak oTaenbHbIA 3K3eMnnsip U OTAENbHOE HasBaHWe Y4YMTbLIBAKOTCS CTaHAapTbl M KaTanoru
NPOMbILLINEHHOrO oBopyaoBaHWs W usgenuin, Apyre cneuuanbHble BuAabl  OOKYMEHTOB,
BbINYLLEHHbIE B BUAE OTAENbHbIX INCTOB, ECMNN KaXXAbI U3 HUX MMEET CBOU BbIXOAHbLIE OAHHbIE,
LeHyY, TUpax, Aaxe ecrnv OHN 00beaMHEHbI OOHOW M3aaTeNbCKON Nankon (0BroXxKown).

3.1.9. HeonybnukoBaHHbIE JOKYMEHTbI Y4YMTLIBAIOTCS B 9K3eMMNIISiPax U Ha3BaHUSIX.
Kak ognH 3k3emnnsap v ogHO Ha3BaHWE YYUTbIBAKTCS:

AenoHnposaHHaa Hay4Has pa60Ta (KOMI'IJ'IeKT, COCTOSALLMIA n3 OBYX 3K3eMnnapoB pa6OTbI) n
conposoguTernbHble JOKYMEHThI;

HeomnyGMKOBaHHbIE AOKYMEHTbI, COPOLLIIOPOBaHHbIE UMW COAepXKalLMecs B OTAENbHON narke.

Ons KOHCprKTOpCKOVI OOKyMeHTauun eanHnuen ydeTa ABINAEeTCA YepTex Uin MOJIHBIN KOMMMEKT
KOHCTPYKTOPCKUX OOKYMEHTOB, OTHOCALLUNXCA K OQHOMY U3OENNI0 (06'beKTy).

3.1.10. ObHoBNsiIEMOE MeYaTHOE M3OaHWe YYMTbIBAETCSA Kak OTAENbHOE Ha3BaHME U OTAENbHbIV
3K3eMMNASAP Npu NEPBMYHOM MOCTYNNeHnn B 6Gubnumoteky. MNocneaytowme NOCTynneHNs BKIagHbIX
NNCTOB, NpeAHasHaYeHHbIX 418 AONOMHEHMS UM 3aMeHbl COOTBETCTBYHOLLMX JIMCTOB B U34aHWM,



OTAENbHOMY YYETY He noanexar.
3.1.11. dakcMMnnbHOE M3gaHne yYnTbIBaeTCH Kak opurnmHan.
3.2. AyonoBusyanbHble JOKYMEHTbI.

K ayamnoBusyalbHbIM OOKyMeHTaMm OTHOCATCA (bOHOLI,OKyMeHTbI, BNOEOOOKYMEHTHhI,
q)OTO,D,OKyMeHTbI , KWHOOOKYMEHTDI.

3.2.1. EgvHunuammn yyeta poHaa ayguoBmsyanbHbIX [OOKYMEHTOB SABMSKOTCA 3K3eMnnsp W
HasBaHwue.

Kak oTaenbHbIN 3K3eMNIisip y4YUTbIBaOTCS:

AVCK - NS rpamMnnacTUHOK;

KaTyLluKka, kacceta unm 6obmHa - ons MarHUTHbIX hOHOrpamm;
KacceTa - Ansl BUAeOA0KYMEHTOB;

Kagp - ons poToAoKYMEHTOB (AMano3MTUBOB, Crnanaos);
606u1Ha - ons KMHOUNLMOB.

Kak ogHo Ha3BaHue y4nTbIBalOTCS:

OTAENbHO BbIMyLLUEHHAs rpammnnacTuMHKa, kacceta nMbo KOMMNNeKT (anbbom) rpamM-nnacTUHOK,
KacceT, 06beAMHEHHbIX 0BLLUM Ha3BaHUEM;

MarHuTHasi poHorpamma Ha OOHOW KaTyLluKe (KkacceTe), MarHuTHasi poHorpamMmma Ha HECKOMbKUX
KaTylkax (kacceTax), 06beanHEHHbIX OOLUMM Ha3BaHUEM;

OTAENbHO M3AaHHbIN (POHOAOKYMEHT WUIMN KOMMMNEKT (POHOAOKYMEHTOB, 06beaNHEHHbIX OGLLIMM
3arnasuem;

KMHOOUNBM, AMadunbM He3aBUMCUMMO OT 4YMClia COCTaBMAOWMX 4YacTeln wunuv kagpoB (ans
KOMMJieKTa Anano3nT1BOB).

3.2.2. Ayp,mosmsyaanble OOKYMEHTbI, ABNAoWnecd npurioxXeHnem K pasfimyHbiM U3faHunamMm u
BbINOJNMHAKLWNE CaMOCTOATESIbHbIE C*)yHKLI,I/IVI, a TakXe ucnornb3yemble B pa60Te oTAaenbHO OT
OCHOBHOIO 13gaHuA, MOryT y4nTbiBaTbCA KaK OTAENbHbIEe 3K3eMMNNAPbI.

3.3. [JOKyMeHTbl Ha MUKpodhopmaXx.
K ookymeHTaM Ha MUKpOdOopMax OTHOCATCA MUKPOMUNBMbI U MUKPOOULLIN.
3.3.1. EaMHuuamun yyeta JOKYMEHTOB Ha MUKPOGIOpMaXx SABMAIOTCA 3K3EMMNNAP 1 Ha3BaHME.

OK3eMNNApoOM AN OOKYMEHTOB Ha MMKpOodopMax SBMAAKTCS: PYNOH - OANA MUKPOUIIbMOB;
dvwa - onsg MMKpodmLL.

Kak ogHO HasBaHue Y4UTbIBAETCA KOMIMIIEKT MMKpO(bVIJ'IbMOB 7017 MI/IKpO(bI/IUJ, 00beanHEHHbIX
oOwum 3arnaBnem, He3aBMCMMO OT YMCNa COCTaBNSAOLLMX YacTeN.

3.3.2. Obwmun obvem GoHAa OOKYMEHTOB Ha MMKPOOPMaxX YYUTbIBAETCA MO KOMUYECTBY
PYNOHOB W oUW, BKAYaAs  KOMWW  pasHbiX  MOKONeHWM  (apXxvBHble/pe3epBHble U
nonb3oBaTesbCKue).

3.4. ONEeKTPOHHbIE JOKYMEHTbI.

K SneKkTpOHHbIM AOKYMEHTaM OTHOCATCS OOKYMEHTbl HAa CbEeMHbIX HOCUTENSAX (KOMMaKT-AMCKM,
drew-kapTbl); AOKYMEHTbl, pasMellaemble Ha >XeCTKOM Aucke KoMMbloTepa (cepsepe)
OubNMOTEKM U OOCTYMNHble MNofb3oBaTeNsAM 4Yepe3 MH(POPMAaLMOHHO-TENEKOMMYHUKALMOHHbIE
ceTu (Oanee - ceTeBble NOKasbHble OOKYMEHTbI); AOKYMEHTbI, pa3mMellaemMble Ha aBTOHOMHbIX
aBTOMATU3MPOBAHHbIX paboymx CTaHumMsix O6ubnuotekn (ganee -  UHCTaNNMpPOBaHHbIE
OOKYMEHTbI); OOKYMEHTbI, pa3MeLLUEHHbIE Ha BHELIHUX TEXHMYECKMX CpeacTBax, Mosydaemble
O6ubnmnoTekon BO BpeMEHHOe Mofb3oBaHWEe 4Yepe3 MH(OPMAaLMOHHO-TENEKOMMYHUKALNOHHbIE



CETU Ha YCNOBMAX [OroBOpa, KOHTPaKTa, NMULEH3MOHHOrO COrfalleHus C Mpou3BOaUTENAMM
nHpopmauum (ganee - cetTeBble yaaneHHble JOKYMEHThI).

3.4.1. EgnHnuamn ydyeTa ONEeKTPOHHbIX [OOKYMEHTOB Ha CbEMHbIX HOCUTENAX ABMNAKOTCA
3K3eMnnaAp n HassaHue.

3.4.1.1. Kak oTAenbHbIN 3K3eMMAAP YYNTbIBAETCH KaXKObl aBTOHOMHbIV OOBEKT (KOMMaKT-AUCK).

Kak oTtgenbHble 3K3eMnnAapbl MOTryT YYUTbIBATbCA MNPUITOXEHUA K pPasfiMyHbiIM  U3OaHUAM,
BbIMOJTHAKOLLNE CaMOCTOATESIbHbIE (*)yHKU,VIVI, a TaKkXe ucnornb3yemble B pa60Te oTAeribHO OT
OCHOBHOIo n3gaHus.

Kak otgenbHble 3K3eMNnnAapbl HE YYUTbIBAKOTCA KOMMNAKT-AUCKK, eClin OHU nNpeancTtaBnAloT cobowm
BKnagky (BJ'IO)KeHVIe) B n3gaHune nnm ero HeotbemriemMmoe npurioxxeHue.

3.4.1.2. Kak ogHO Ha3BaHWe y4nTbIBalOTCS:
OTAENbHO BbIMYLLEHHbIA KOMMNAKT-OUCK;

Ka)KﬂbIVI KOMNAaKT-AUCK, BXOﬂSlLLWIVI B HyMepOBaHHyIO nnn HGHyMGpOBaHHyI-O CEPUI0 SNEKTPOHHbIX
n3aaHui;

KOMMMNEKT KOMMaKT-AUCKOB, 0ObeANHEHHbIX OOLLMM Ha3BaHMEM;

N30aHHble B Ka4YeCTBE CaMOCTOSITENbHbLIX W3OaHUA MPUMOXKEHUS K M3gaHusM noboro gpyroro
BMAa, UMelLLMe cODCTBEHHOE 3arnaBme U gonyckawlme nx ucnornb3oBaHve 6e3 obpalleHuns K
OCHOBHOMY M3[aHuto.

3.4.1.3. B pokymeHTax Ha crelw-kapTax Kak oguH 9K3eMnnsp U OAHO Ha3BaHME Y4YuTbIBaeTcs
Kaxgoe LenocTHoe npovssegeHne, umetoLee caMocToaTenNbHoe 3arnasme.

3.4.2. EanHMuaMn yyeta CeTeBbIX FOKamnbHbIX M WHCTaNNUPOBaHHbLIX OOKYMEHTOB SABMSIOTCA
ak3emnngap (ycnoBHasi eguHULa yyeta) n HasBaHue.

Kak ogHO HasBaHWe y4yMTbiBAaeTCA LIENOCTHOE MpOou3BeAeHue, WMeloLlee CaMOCTOATENbHOe
3arnasue, BHe 3aBUCUMMOCTM OT ero npefacTtasneHns. Kak ogHa egnHuua  yyYuTbiBaeTcs
MOMNONHAEMbI N OOHOBNAEMbIN 3NEKTPOHHbIV JOKYMEHT.

JK3eMNnApoM SABNSIETCA AOKYMEHT B onpeaeneHHoM dopMaTte XpaHeHUst UnvM npeacTaBreHus.
dopmaTbl OAHOW U TOW e eAVHULbI KOHTEHTA YYUTLIBAKOTCSA OTAENBHO.

3.4.3. EgMHmMuamm ydyeTa ceTeBblX yAaneHHbIX OOKYMEHTOB ABMAKOTCA 3K3eMnnap (yCJ'IOBHaFI
eanHnua yqua) N Ha3BaHKe.

Kak oguvH ak3emnnsip M OQHO Ha3BaHME YYMTbIBAETCA KaKAbIW MOSIHOTEKCTOBbLIA 3NEKTPOHHbIN
OOKYMEHT, MMEKLWMIA CaMOCTOATENbHOE 3arnaBue, BKIKYEHHBIM B NakeT, K KOTOpOMY
odopMrieHO MpaBo JocTyna Yy ero npoussoautens. Kak ogHa eguvHMua  yuuThiBaeTCS
MOMNONHAEMbI 1 OOHOBMNAEMbIN 3NEKTPOHHbIV JOKYMEHT.

IV. YyeT nocTtynneHusi AOKYMEHTOB B 6MGnuoTeYHbIn choHA

[oKyMeHTbl nocTynarT B OGMONMOTEKY M BKMAYalTCA B OGMONMOTEYHBLIN OOHO B pesynbrare
NOCTaBKM 06SA3aTenbLHOrO aK3eMnnsapa, NoKynku (NoannckM, obMeHa, AapeHus, NoXepTBOBaHMUS,
KOMMPOBAHNS OPUrMHANoB 13 ooHaa oMbnuoTekn).

4.1. [JOKyMEHTbl NPUHUMAIOTCA MO MNEPBUMYHBIM YYETHbIM [JOKyMEeHTaMm (HaknagHasi, akr),
BKJTHOHAIOLLMM CMIUCOK NMOCTYMIEHUIA.

4.1.1. MNpveM [JOKYMEHTOB, MOCTynawwmx B 6ubnuoTteky 6e3 nepBUYHbLIX LOOKYMEHTOB Ha
0Ge3Bo3me3gHO  OCHOBe  (00sA3aTemnbHble  3K3eMMnsapbl,  OEMNO3UTHbIe  3K3eMMnspbl
MeXOyHapoaHbIX opraHusauui, 6e3Bo3mesfHble MOCTYMNEHUs U3 HEU3BECTHbIX U aHOHUMHbIX
MCTOYHUKOB), 0CDOPMIISIETCS aKTOM O NpuemMe AOKYMEHTOB.

4.1.2. TpuemM OOKYMEHTOB, NOCTYNaLWNX B BUBNNOTEKY OT HOpMAMNYECKOro, hn3nMIecKoro nuua B
BMOE Qfapa C YyKa3aHMeMm ero HasHayeHus Ans  nononHeHwss ©6ubnuoteuHoro hoHAa,



opOpPMMSIETCA [OTOBOPOM MOXEPTBOBAHWSA B COOTBETCTBMM C [PaXOaAHCKMM  KOAEKCOM
Poccuiickon ®eaepauum (cT. 574, 582)7.

4.1.3. lNpuemMm OOKYMEHTOB OT uuTaTenen B3aMeH YTepPsAHHbIX U MPU3HAHHbIX PAaBHOLEHHbLIMU
yTpayeHHbIM, O(OpPMMSETCs akToM O MpuemMe [AOKYMEHTOB B3aMeH YTepsHHbIX. B akte
yKkasblBaloTCcs  amMunnsg, UHUUManbl JuTatens, ceegeHuss 006  YyTepsiHHbIX  M3OaHusAx
(perucTpaumoHHbI HoMep, KpaTkoe Gubnuorpadudeckoe onucaHne n3gaHus, LeHa), cBeaeHnst o
NPUHATBIX M3gaHuax (kpaTtkoe 6ubnuorpadudeckoe onuvcaHue W34aHus, LeHa), NOAnucK
yuTaTens n NPUHNMaloLWEen CTOPOHBI.

4.2. OueHKka CTOMMOCTU NMepuognyecknx M3gaHun, noctynawwmx B 6MbnmoTeky Ha BpeMeHHoe
XpaHeHue, He NMPoU3BOANTCA.

4.3. [JokyMeHTbI, NocTynatoLme B bMbnmoteky, noanexar CyMMapHOMY YYeTy.

4.3.1. CBegeHnst 0 BKIOYAEMbIX B OMONMOTEYHBbIA (hOHO OOKYMEHTaX (PMKCUMPYIOTCS B KHUre
CyMMapHOro yyeta 6mbnmoTteyHoro dooHaa unv B 4pyroMm Buae permctpa cornacHo n. 1.5.2.

Pernctpbl cyMMapHOro yyeTa OoMmKHbl MMETb 3arorioBoYHbIE JaHHbIE: HAMMEHOBaHue perucTpa,
HanMeHOBaHWe opraHu3auun, nogpasaeneHus. B pernctp BNMcbIBaloTCs AaHHbIE O MOCTYNMBLLEN
napTuM OOKYMEHTOB: aTa M NOpsSAKOBLIN HOMep 3anvcu (MopsAKOBbIA HOMEP 3annch EXEroaHo
HaunHaeTcs ¢ N 1), UCTOYHUK MOCTYNMNEHUs,, HOMEpP M AaTa NepBUYHOTO YYETHOrO OOKYMEHTa,
KONMMYeCTBO NOCTYMNUBLLNX JOKYMEHTOB M CTOMMOCTb.

4.3.2. CymMaPpHbIf y4YeT NOCTYNNEHNS 3NeKTPOHHbIX CETEBbIX NTOKamNbHbIX JOKYMEHTOB BEAETCS B
3MEeKTPOHHOM peecTpe B COOTBETCTBMU C Mokasatensamu n.5.3.1, ¢ ykasaHuem [atbl 3arpysku
MOCTYNIIEHUIA B CUCTEMY.

4.3.3. CyMmMapHbI y4eT MNOCTYNNEHNS SNEKTPOHHbBIX CETEBLIX YAaNeHHbIX JOKYMEHTOB BEAETCS B
9MNEKTPOHHOM PEECTpe C OTPAXEHMEM CreayoLmux nokasatenen: gatbl U NOPSAKOBOro Homepa
3anMcn, PeKBM3UTOB JMLIEH3NOHHOrO AoroBopa (Ha3BaHWS M HOMepa LOKYMEHTa, Cpoka ero
OEeNCTBUS, CTOMMOCTH), kKonmyecTBa 6a3 gaHHbIX (MAaKeTOB) U BKMOYEHHbIX B HAX Ha3BaHWN.

lMpn nogcyeTe cymmapHOro KonuyecTBa HasBaHMMN UCKMOYaKTCa Aybnupylolmnecs HasBaHusA B
nakeTax Ha ogHon nnatdgopme.

4.4. [IOKyMEHTbI, NOArOTOBIEHHLIE K MpMeMy B BMONMOTEYHbIM hOHA, NOABEPraloTCsl NEPBUYHOW
06paboTke N MHAMBUAOYANbHOMY YYETY.

4.4.1. NHomBmayanbHbld y4eT [OOKYMEHTOB OCYLLECTBNAETCA MNyTEM MNPUCBOEHUSA KaXOoMy
3K3eMnNaApy OOKYMEHTa perncTpaumoHHOro HomMepa, MHOro 3Haka B KavyeCcTBe perncTpaumoHHOro
Homepa (CMCTEMHOrO HOMepa KOMMbIOTEPHOW MporpamMmbl, LUTPUX-KO4a W APYrnX).
WHamBmayanbHbin HOMEP 3akpenssieTca 3a OOKYMEHTOM Ha BCe BpPEMsl €ro HaxoXaeHus B
¢doHae O6ubnuotekn. PernctpaumoHHble HOMepa WCKIIOYEHHbIX U3 ¢oHOa OOKYMEHTOB He
nprvcBaMBaloTCA BHOBb NPUHATBHIM JOKYMEHTaM.

PeI'I/ICTpaLI,VIOHHbIe HOMepa NpPoCTaBnAarTCA HENOCPEeACTBEHHO Ha AOKYMEHTax U OTpaXakTCA B
perncrtpe nHansmnayanbHOrNro ydyeta AOKYMEHTOB, NMPUHATOM B onbnunoreke.

Pernctpbl MHOMBUOYaNbHOTO yyeTa AOMKHbI MMETb 3arofioBOYHblE [AaHHble: HavMeHOoBaHue
perncTpa, HauMeHoBaHWe opraHn3aumm, CTPYKTYPHOroO noapasaenenust. B peructp BnucbiBatoTcs
[aHHble O KaXXgoM [OKyMeHTe: AaTa 3anucy B perncrpe, perucTpaumoHHbI HOMep, KpaTkoe
6ubnuorpacduyeckoe onucaHne OOKyMeHTa (aBTop, 3arnasue, TOM, YacTb, BbIMycK, MECTO U rof
n3gaHus), LeHa AOKYMeHTa, yka3aHHasi B CONpoBOAUTENBHOM IOKYMEHTE.

4.4.2. \nguBnayanbHbIA y4eT Nepuoanyecknx UsgaHum BedeTcs B perMcTpaumoHHOn KapToTeke
NepUOAMYECKUX WU3OaHWA, MpegHa3Ha4YeHHON ANs yvyeTa Kaxdoro HasBaHMs W Kaxgoro
3aK3emnnapa, UM B aBToMaTtusmMpoBaHHoOW 6ase gaHHbIX.

[ns nepuoanyeckMx M3gaHuii B KayecTBe PErMcTpauvoHHbIX HOMEPOB MOrYT WCMOMb30BaTbCs
nobble naeHTUdUKaLMOHHbIE HOMepPa: CUCTEMHbIA HOMEP B aBTOMaTU3MpPOBaHHOW 6a3e AaHHbIX,



pPerMcTpaunoHHbIN (MOPAOKOBbLIA) HOMEP 3anNnCK B PEMMCTPALMOHHON KapToTeKe.

4.4.3. VlHanBnayanbHbll y4eT OOKYMEHTOB, MMEILWMX B CBOEM OQOPMIEHMM OparoueHHble
MeTannbl M (UnNu) gparoueHHble KaMHW U OTHECEHHbIX K KaTeropum cendoBOro XpaHeHus,
OCYLLIECTBMSIETCA B cneunanbHOM PerncTpe, B KOTOPOM, KPOME TpaaMUMOHHLIX MoKasaTenew,
AaeTcs onvcaHne BHeLHero oopmnennsa gokymeHTa. Kaxabi NUCT perncrTpa conpoBoXaaeTcs
NTOrOBOW 3anuCblo C yKa3aHWEM faTbl €e COCTaBMEHUS U KOMYecTBa ONMCaHUn Ha nucTe.

4.4.4. B pernctpax MHOMBUAOYanbHOrO y4yeTa B MPUMEYaHMUSIX yKasblBaeTCsl Hanuuue u Bug
MPUNOXEHNST K OCHOBHOMY [OKYMEHTY, a Takke OCOOEHHOCTW 3K3eMnmsipa LEHHbIX U penkux
AOKYMEHTOB (HanpumMep, HanmMumMe yHUKanbHOro nepenneta, MmapruHanuin, gedektos v 1.n.). MNpu
HanmuMuuMu nacrnopta OOKYMeHTa [aeTcd OTChika K Hemy. B mpumevaHusix MOXET yKasbiBaTbCs
NPUHAANEXHOCTb AOKYMEHTa K KaTEropun KHUXHbIX NaMSTHUKOB.

4.4.5. HamBuAayanbHbIA Y4eT SNEKTPOHHbIX CETEBbIX NOKarnbHbIX JOKYMEHTOB OCYLLECTBNSeTcs
nyTeM BBoda B 6asy [AOaHHbIX MeTavHdopMauuu O 3arpy3ke [AOKYMEHTa B 3IEKTPOHHYH
O6nbnrnoteky C aBTOMaTU4ECKUM MPUCBOEHWEM WOEHTU(UKALMOHHOIO (CUCTEMHOrO) HoMepa
KaXXOoMy LLOKYMEHTY.

4.4.6. NnomBuayanbHbIA y4eT 3NEKTPOHHbLIX CETEBbLIX YAaneHHbIX AOKYMEHTOB OCYLLECTBNSAETCS
B ONEKTPOHHOM Buae nyTem peructpaumm 6a3 p[aHHbiX (MaketoB) 0e3 NPUCBOEHUS UM
permcTpaunoHHOro Homepa.

B peecTp uHOMBMAOYanbHOrO y4yeTa CETEBbIX YAaNeHHbIX OOKYMEHTOB BKIMHOYAKTCH OCHOBHbIE
XapakTepucTukn 6a3bl gaHHbIX (NakeTa): onucaHue 6askbl AaHHbIX (Ha3BaHWe, MPOU3BOAUTEIb,
nnatopma u (unn) agpec Bxoda), CPOK OKOHYAHWS MpaBa [OCTyna, KONMMYECTBO Ha3BaHWM,
BXOAALLMX B 6a3y AaHHbIX (NakeT).

B konwuyecTtBO HasBaHWi BKMoYaeTcsl obliee KONM4YecTBO MOMHOTEKCTOBbLIX OOKYMEHTOB (KHW,
XXypHanoB, raset, NaTeHTOB, CTAH4APTOB M OPYrMX OOKYMEHTOB, y4YUTbiBaeMbiX B GMOnuoTteke).
He BKM4alOTCa B 3TO KONMMYECTBO AOKYMEHTbI, KOTOpble OObIMHO HEe M3[atoTCsi OTAENbHO B
neyatHoM chopmate, Takme kak npodmnmM KOMMNaHun, cTaTUcTu4eckne Tabnuubl, aHanUTU4eckme
mMaTepuanbl MapkeTuHra. [Ons 6a3 gaHHbiX (MakeToB), He coaepXalimMx MOSTHOTEKCTOBbIX
OOKYMEHTOB, B peKBM3UTE "HasBaHMe" NpoCcTaBnaeTca eanHuLa.

4.5. [lokymeHTbI, BKMoYaemble B oHO Ombnunoteku, mapkupytotcs. lMpu 3toM MoryT ObiTh
MCMNOMb30BaHbl LUTEMMENN, KHWKHbIE 3HaKW, UHAMBUAYarnbHblEe LUTPUXOBbIE KOAbl, Apyrne BuAabl
mMapkmpoBku. OcHoBHble TpeboBaHWs, KOTOpble [OOMKHbI cobrogaTtbcs NpU  MapKUpOBKE
AOKYMEHTOB: 0003HayYeHe NPUHaANEXHOCTU, 3CTETUKA, JOMNTOBEYHOCTbL MapKMPOBOYHOMO 3HaKa,
COXPaHHOCTb TEKCTa Uu ApYyron 3HakoBOW MHAOPMaLMK.

4.6. Ha gokymeHTax, ABNALWMXCA NPUIOXKEHNEM K OCHOBHOMY HOCUTEMIO U €ro HeoTbeMMEMOomn
YacTblo, MPOCTABMAKTCH Te XXe PEKBM3UTbI, YTO U HA OCHOBHOM [OKYMEHTE.

4.7. SJ'IeKTpOHHbIe ceTeBble JlOKalibHble [OOKYMEHTbl W O3NEKTPOHHble CeTeBble YyaarieHHble
OOKYMEHTbI VlﬂeHTI/I(*)VILI,VIpyI-OTCH cneunanbHbIMX NpOorpaMMHbIMKU CpeacTBaMU.

4.8. Ha NpuHATLIX NEPBMYHBLIX YYETHbLIX JOKYMEHTax MPOU3BOAUTCS 3anucb, NoATBepXaatoLLas,
YTO MOCTYNMBLUME LOKYMEHTbl NPUHATbI B BMBNMOTEYHbIN poHA Kak B 06beKT 0cobOo LIEHHOro
ABVXMMOro nmylectsea (ganee - OLAN) unu kak B 0GbEKT MHOTO ABMXUMOIO MMYLLECTBA.

4.9. lMNepBNYHbIE YYeTHble AOKYMEHTbl, noATBepxaawLimMe gakT nocTynneHus, nepegarTca B
OyxranTepuio s BKITHOYEHUS B y4eT bnbnmorevHoro ooHaa.

4.10. ExekBapTanbHO, npu ycnosun u3MeHeHus coctaBa OLOWN, ceegeHusa o6 obem
KONMN4YEeCTBE U CTOMMOCTM AOKYMEHTOB, BKIHOYEHHbIX B COCTaB OubnmoTeyHoro doHga, Kak
00BbEKT 0C060 LIEHHOIO ABMXMMOIO MMYLLECTBA, NepeaalTcs yupeauTernto.

V. YyeT BbIObLITUS AOKYMEHTOB U3 6ubnunoTtevHoro cooHaa

[oKkymeHTbl BbIObiBalOT M3 GubAMotevyHoro doHga B CBA3M C  (DM3MYECKOW YTpaTon unu



YacTUYHOM NMOO MOMHOWM YTpaTonM NOTPeOUTENbCKUX CBOWCTB. BbibbiBalOLME OOKYMEHTBI
UCKMoYarTca M3 OMbnmnoteyHoro oHAa WM CNUCLIBAOTCS C BO3MOXHOCTLIO MOCNeayHoLLEen
6Ge3Bo3mMe3gHoON nepegayn B gpyrne ubnunotekn nmubo peanusaumu.

5.1. WckniodeHne [oKyMeHTOB W3 ©OubnvoTeyHoro poHaa [onyckaeTcsa no  cnegyrowum
npyyYnHaM: yTpaTa, BETXOCTb, 4edeKTHOCTb, YCTapenocTb N0 COAEePKaHUIo, HENPOMUNBHOCTb.

HenpodunbHOCTb AOKYMEHTOB yCTaHaBnNmMBaeTca Ha ocHoBe [Mpoduns KomnnekToBaHusa doHaa
U NHOTO HOPMATMBHOIO LOKYMEHTa, YTBEPKAAaeMoro pykosoamTtenem 6ubnuotekn. No npuynHe
HenpodUNbHOCTU MOTYT UCKNoYaTbCA N3 OHAA AOKYMEHTbLI, HE KOMMNIIEKTYEMble OMONMoTEKON
(Mpu OTKa3e OT KOMMMEKTOBaHWS OTAEMbHbLIX KaTEeropun AOOKYMEHTOB), WM3NULIHE AyOneTHble
9K3eMMNNSAPbLl, 3aMeHeHHble 0oree MNOMHLIMU MO COoAEPXKaHUK, IyYLWMMKM Mo OhOpPMIEHUIO,
PU3NYECKOMY COCTOSTHUIO M3OAaHUSIMU; MO UCTEYEHMN CPOKa XPaHEHUS LOKYMEHTOB, NPU HU3KOM
YPOBHE UYMTaTENbCKOro CNpoca, Npu HECOOTBETCTBMM 3NEKTPOHHBLIX JOKYMEHTOB TEXHUYECKOMY U
nporpamMmmHomy obecnedeHunto GubnmoTeku.

5.1.1. UckntoyeHne JOKYMEHTOB MO MpUYMHaM yCTapenocTy No CoaepXaHuio, HenpogunbHOCTH
(ManocnpawmvBaemble), a Takke MO MpUYMHaAM BETXOCTM U OedeKTHOCTM He Aonyckaetcsa Mo
OTHOLLIEHMIO K €ANHCTBEHHbLIM 3K3eMMNApamM JOKYMEHTOB MOCTOSIHHOMO (6eCCpOYHOro) XpaHeHus.

5.1.2. UckntoyeHne OOKYMEHTOB, OTHECEHHbIX K KHWXHbIM NaMsTHUKaM, JONYCKaeTcs TOMbKO Mo
NpuvyYnHe yTpaTbl NpU YCrOBUU OTPaXeHnsa WMHOpPMaUMM O KHWXKHOM namsaTHUke B Peectpe
KHWXKHBIX NaMATHUKOB.

5.2. BblbbITME [OKYMEHTOB K3 OuBNMoTedHoro coHaa odopmnseTca AKTOM O CnucaHuu
MCKIMIOYEHHbIX 00beKTOB BmbnuoteyHoro ¢oHaa (ganee - AKT o0 cnucaHum) no dopme (kog no
OKY[, 0504144), yteBepxgeHHon [lpukazom MuHdwmHa Poccum ot 15.12. 2010 N 173H,
3apernctpumpoBaHHbiM B Muntocte Poccum ot 01.02.2011 N 19658.

B AkTe o cnucaHuu OoTpaxarkTCcA cBeaeHnA O Konnyectee ” 06u.|,e|?1 CTOMMOCTU UCKIHOYaeMbIX
OOKYMEHTOB, YKa3blBae€TCA MNpuyvnHa WUCKIOYEeHUA W HanpaenieHue BbIObITUS  MCKNIOYaEMbIX
OOKYMEHTOB.

5.3. K AkTy 0 cnncaHum npunaraeTcs CNUCOK Ha MCKMYeHne obbekToB 6mbnmoTteyHoro doHaa
(banee - cnMCoK), KOTOPBIN BKMNOYAET cneayoLlne CBeAeHWS: PErMCTPaLMOHHBIN HOMep 1 wndp
XpaHeHust  OOKYMEHTa, kpaTkoe 6ubnuorpadpuyeckoe onucaHue, UeHy  [OOKYMEHTa,
3aUKCUPOBaHHYID B perucTpe WHAOMBMAYaNbHOrO YyyeTa [OOKYMEHTOB, KO3(MUUMNEHT
nepeoLeHKn, LIeHy nocrne NepeoLleHKN 1 obLLy CTOMMOCTb UCKMOYaeMbIX JOKYMEHTOB.

Ana nevaTHbIX AOKYMEHTOB BPEMEHHOIO XPaHEHUSA [OOMYCKAeTCA 3aMeHa CMUcKa KHWKHbIMU
dopmynapamu.

Ans fokyMeHToB, 06paboTaHHbIX rpynnoBbIM (YNPOLEHHbIM) COCOGOM, BMECTO Cnncka AaeTcs
nepeyeHb PErMcTpaLroHHbIX HOMEPOB, BUA UCKITIOYaEeMbIX U3AAHWUN, MX KONMYECTBO.

54. K AKTy 0O cnuMcaHMM no npuvynHe yTpaTbl W CNUCKY NpunaraloTcs AOKYMEHTHI,
noaTeepXxaaroLme ytpaty (MOsICHUTENbHAsA 3anncka, B Cryvyae Kpaxu Unm XULLEHUSA - NPOTOKOT,
aKT, 3aknitoyeHue YMOfHOMOYEHHbIX OpraHoB, MpW Bo3melleHun yulepba - UMHAHCOBBIN
OOKYMEHT O BO3MeLLeHUn yepba).

BoamelleHne uutaTensmu yuuepba OonyckaeTca B popMe 3aMeHbl YTEPSHHOro [0KyMeHTa
paBHOLEHHbIM NGO NyTeM AeHEeXHON komneHcauuu. MNpu npueme OeHer oT YaTaTtenen B3aMeH
YTEPSIHHbLIX KHUI WUNW  OPYrUX [OKYMEHTOB COCTaBMSIETCH MNPUXOAHLIA OpAep, WM uuTaTento
BblOaeTCcsl KBUTaHUMS yCTaHOBNEHHOro obpasua.

5.5. Tllpn BO3MelleHMM unTatenem yuwepba CTOMMOCTb  YTPaYEHHbIX [OOKYMEHTOB
YCTaHaBMMBAETCH 3KCNEPTHOM KOMWUCCUMEN MO OueHKe [AOKYMEHTOB, Ha3Ha4YeHHOW npuKkasom
pyKoBOAMTENS] OMONNOTEKM.

ﬂpM yTepe nnm XnweHunm UeHHbIX U pegkunxX KHUI Ona onpeneneHna nx CtToMMoCcTu KOMUCCUA
MOXET npuelrneKkatb K CBOEM pa60Te COOTBETCTBYHOLLMX 3IKCNEpPTOB, a TakKke WCNofb30BaTb



maTepuanbl Hay4YHO-MEeTOAMYECKMX LIEHTPOB, KHIDKHBIX ayKLMOHOB M sipMapok. B aTux cnyyasix
onpeaeneHve MNpUYMHEHHOro yulep6a npeaenbHbIMU - KO3(MUUMEHTAMU  KPaTHOCTU  He
orpaHuymBaeTcs.

5.6. AKT O cnMcaHuMM NO OA4HOW M3 MPUYMH, YKasaHHbIX B N.5.1, ¢ NPUNIOXKEHHBIM CMNUCKOM
noanucbiBaeTcsa npeacegarenemM M YrneHaMmm KOMUCCUM MO CMIMCaHUI0 0ObekToB BMBNMOTEYHOro
doHAa, yTBepXKaaeTcsa pykoBogmTenem yupexaeHus.

5.7. Tlocne yTBepxaeHuss AKTa O CNUCaAHUM  OCYLLECTBMAKOTCS  MEeponpusatvs Mo
nepepacnpeaeneHunio 1 peanmaaumnm cnmcaHHbiX 00bEKTOB BGMBNMoTeYHOro ooHaa.

5.7.1. JOKyMeHTbI (CnMCaHHble 0OBbEKTbl BUbNMoTedHoro oHaa), UCKIMOYEHHbIE MO NpUYMHaM
BETXOCTW, AeEeKTHOCTU, YCTaperocT! Mo COAEPXKaHWIo, HaMpaBrsoTCs B MyHKTbl BTOPUYHOMO
cbipbsl. UcknioveHHble n3 oHAOB MUKPOGOPMbI Ha ranoreHugocepebpsiHow MreHke noanexar
chadve Kak cepebpocopepxallme OTXOAbl B COOTBETCTBUM C 3aKOHoAaTensCcTBOM Poccuiickon
degepaumn.

Mpn OTCYTCTBMM NYHKTOB BTOPCHIPbSA UMK B ClyyasXx, korga caada AOKYMEHTOB Ha nepepaboTky
9KOHOMMYECKM HeLenecoobpasHa, BUOMMOTEKN YHUUTOXAIOT UCKMHOYEHHbIE JOKYMEHTbI HA MecTe
B MPUCYTCTBMU 1L, KOTOpbIE€ COCTaBMSIOT aKkT 00 YHWYTOXEHUW CNUCAHHBbIX OGLEKTOB
OubnmoTedHoro coHaa.

B AkTe 0 cnmcaHum oTpaxalTcsl HaMMeHOBaHWe, HOMEpP M AaTa AOKYMeHTa, NnoaTBepXKaaroLwero
baKkT cAayn crnmucaHHbIX OGBLEKTOB B MYHKT BTOPMYHOMO Chipbs, UMW akTa 06 YHUYTOXEHUM
cnucaHHbIX 0ObeKkToB 6MGNMoTeyHoro cgoHaa. [JokyMeHT npunaraetca K AKTY O CMUCaHun co
CMUCKOM.

5.7.2. [JOKyMeHTbI (CrMUCaHHble OOBLEKTbI OMONMOTEYHOro hoHOA), UCKIHOYEHHbIE MO MpPUYMHE
HenpodMNbHOCTK, NepedatoTCca N0 akTaM B 0OMeHHbIN hoHA B Lendx AanbHenwWen nepegaym Ha
6e3Bo3Me3gHoN ocHoBe Bnbnnotekam unm peanmsaumm U3NYECKUM N IOPUONHECKAM NULAM.

5.8. MNocne 3aBepLUeHUA MepPONPUATUN, NPeLyCMOTPEHHbIX AKTOM O CMMCAHUN UCKIOYEHHbIX
00bekTOB OubnMoTeyHoro doHaa, nepBbit 3k3eMnnap AkTa O CAWCaAHUU CO CMUCKOM W
AOKYMEHTOM, MoaTBEpXXAaloWMM BblObITME, NepedaeTcs B OyxranTeputo, BTOpOW 9K3eMMnsp
OCTaeTcs B noApasneneHnu, ocyLLEeCTBSAOWEM y4eT bubnmnoTedHoro doHaa.

Ha ocHoBaHMM AKTa O CMMCaHMKN UCKITYEHHbBIX OOBLEKTOB BMONMoTEYHOro ooHaa GubnmoTedHoe
nogpasgernexve n dbyxrantepusi BHOCAT U3MEHEHUS B COOTBETCTBYIOLLME YYETHbIE JOKYMEHTHI.

5.9. AKTbl O CNNCaHUN PETUCTPUPYIOTCA B KHUre CyMMapHOro yyeta 6mbnuoreyHoro doHga (unm
ApYyrom Buae permctpa CyMMapHoro ydeta BblObITUS JOKYMEHTOB, NPUHATOM B OUGNMOTEKE).

5.10. B peructpaumoHHOM KHUre (MnM [JpyroM Buae perucrpa MHOUBMAYaNbHOro y4yeta
AOKYMEHTOB, MPUHSTOM B B1MbnnoTeke) NnpocTaBnsieTcs Homep 1 gara Akta 0 CMcaHuu.

5.11. Bce wuckniovyaemble u3 cdoHaa OGMONMOTEKM OOKYMEHTbI (KHWUMW, XXypHanbl, Apyrve Buapl
OOKYMEHTOB)  [OOMKHbl ObITb  COOTBETCTBYKOLLMM 00pa3oM odopmMIieHbl:  crneunanbHbIM
LUTEMMNENeM AOSMKHbI ObITh NOraweHbl Wramnbl GubnmoTeku.

5.12. OnNeKTPOHHbIE CETEBLIE NOKamnbHbIE OAOKYMEHTHI yOansoTCs U3 3M1eKTPOHHON OMGNnoTekn
Ha OCHOBaHUWM AKTa O CMMCaHMU C yKaszaHMeM MPUYUHBI UCKNoYeHnsi. HaMmeHoBaHue, HoMep U
Aata akTa BBOAATCA B 0a3y AaHHbIX B KadecTBe MeTanHdopMauum K COOTBETCTBYHOLLEMY
OOKYMEHTY.

Ha ocHoBaHMKM BBEAEHHbLIX CBEAEHMI NPOrpaMMHbIM CMOcO6oM hopMmUpyeTCs nepeyveHb AKTOB O
CrMcaHun (peecTp CyMMapHOro y4veta BblObITUSI CceTeBbIX NTOKanbHbIX JOKYMEHTOB) M NepeveHb
CcnncaHHbIX OOBLEKTOB 3NEKTPOHHOM OUGNMOTEKM (peecTp WHOUBMAOYANbHOrO yyeta BblObITUSA
CEeTEBbIX JTOKallbHbIX ,D,OKyMeHTOB).

5.13. BbIObITVE 3NEKTPOHHBLIX CETEBLIX YAANEHHbIX JOKYMEHTOB He 0hOpPMIIsSieTCs cneumanbHbIM
AokyMmeHToM. [loaTBepkaeHnem BbIObITUS SABNSIETCA UCTEYEHWE Cpoka AEeWCTBUS OOKYMeEHTa



(moroBopa, KOHTpaKTa, fMLEH3MOHHOro cornalleHunst), oOpPMIIEHHOrO Ha MnpaBo AocTyna K
onpeaeneHHol 6ase AaHHbIX (MaKeTy) CEeTEBbIX JOKYMEHTOB, M OTCYTCTBME AOrOBOpPa, KOHTPAKTa,
NMLEH3MOHHOTIO cornalleHusl, 0QOPMIIEHHOIO Ha HOBBI CPOK.

5.14. ExxekBapTanbHO, NpX yCroBUn nameHeHus coctasa OLN, obwme cBegeHns o konmyecTtee
N CTOMMOCTWN OOKYMEHTOB, CMUCAHHbLIX 13 GnbnmotevHoro ¢oHaa, Kak obbekta 0cobO LIEHHOro
OBVXXMMOTO MMYLLECTBA, C YKasaHueM nepeyvHss AKTOB O ClMCaHWW, MPUYUH U HamnpasrieHUn
BblIObITUA OOKYMEHTOB, MpeactaBnsatoTca yupeautento. Konnyectso BbiObIBaAKOLWMX AOKYMEHTOB
He OO0/MKHO NPEBbLILWATb KONMMYEeCTBa BHOBb MOCTYMNatoLWNX JOKYMEHTOB B OMGNMOTEYHbIN hoHA.

VI. YueT utoroB aBnxkeHMsa 6nbnmnoreuHoro cpoHga

6.1. Ntorm aoBmxeHns poHOOB NMOABOASITCA B KHUIE CyMMapHOro yvyeta 6ubnmorevHoro doHaa
(M gpyrom perucrtpe CyMMapHOro y4yerta, MpUHATOM B GUMOnvMoteke) Ha OCHOBaHWM OaHHbIX
CYMMapHOro yyeTa 0 NOCTYMNSIEHNN U BbIObITUN OOKYMEHTOB.

NToroBble OaHHble UMElOT 4YeTblpe obs3aTenbHbIX MoKasaTensd: COCTOANO Ha Hadvano roaa,
MOCTYNWIO 3a rof, BbiObINO 3a rof, COCTOUT Ha KOHel, roaa.

NToroBble OaHHble MO 3NEKTPOHHbIM CETEBbIM YyAaneHHbIM [JOKyMeHTam MpeacTaBnsoTcs
cnenyloLLMMKM NnokasaTensMy YYeTHbIX eVHULL: COCTOSAMNO Ha Hadano roga, opopMrieHo B OCTYN
B TeYEHWe roga, AOCTYN NpekpalleH B TeYeHre rofga, COCTOMT Ha KOHeL, roga.

6.2. CBegeHnst 06 NTOroBbIX AaHHbIX (PUKCUPYIOTCA B hOopMe roCcyaapCTBEHHON CTaTUCTUHECKOM
OTYETHOCTU N NpeACTaBnATCS AN Lenen rocyaapCTBEHHON CTaTUCTUYECKON OTYETHOCTH.

UtoroBble aaHHble 06 0bMeHHOM dhoHAEe He BKMoyalTca B obwue nokasateny 6mbnmoteyHoro
doHaa.

VII. MpoBepka HanNM4YnA OKYMEHTOB 6MbnunoTevHoro cooHaa

7.1. TMpoBepka HanuMuna OOKYMEHTOB OubnuotedHoro doHaa (ganee - npoBepka doHAA)
npou3BoauTcs B 06s13aTensHOM nopsake:

npu BbliABNEHUN (*)aKTOB XULeHus, 3noyr|0Tpe6neH|/|$| nnn nop4n OJOKYMEHTOB;

B Cllyyae CTMXUAHOro GeAcTBMS, MoXapa unu ApYrux 4pesBbl4anHbIX CUTYaLUW, BbI3BaHHbIX
3KCTpemarnbHbIMU YCIIOBUAMU;

npu peopraHn3auunmn nnn nnkBngaumm ounbnmoTtekn.

[ns npoBedeHUs1 NPOBEPOK PYKOBOAMTENEM OpraHM3auum HasHa4vaeTcs KOMWUCCUsi, B COCTaB
KOMMWCCUU OOIMKEH BXOAMTb npeacTaBnTens byxrantepuu.

7.2. MpoBepka hoHAa B NIaHOBOM NOpPSAAKE OCYLLECTBIISIETCA B CreayoLe CPOKU:

[IOKYMEHTbI, UMetoLLMe B O0pOpPMINEHUN AparoLeHHble MeTannbl U (Mnu) aparoueHHble KaMHU -
€XXerogHo;

POoHA peaKkmx N LLEeHHbIX KHUT - 04WH pa3s B 5 ner;

doHabl Gubnuotek 0o 50 TbiCAY YYETHBIX EANHNL, - OOUH pa3 B 5 neT;

doHabl 6ubnuotek ot 50 Ao 200 ThiCsY YYETHbLIX €4MHUL, - OAWNH pa3 B 7 NET;

doHabl 6ubnmnotek ot 200 Thicsd A0 1 MUMMMOHA YYETHBIX eanHnL - oauH pas B 10 neT;
doHabl 6ubnmnotek ot 1 4o 10 MUNNIMOHOB YYETHBLIX €AUHNL - OAMH pa3 B 15 neT;

doHabl Gubnuotek ot 10 4o 20 MUNNMOHOB YYETHBIX eanHUL, - oanH pa3 B 20 ner;

doHabl 6UBNMoTek cBblie 20 MUNANOHOB YYETHBLIX eANHUL, - 1 MUNMNOH 3K3EMMISPOB B roA.

MnaHoBas npoBepka hoHAa GUONMOTEKM MOXKET OCYLLECTBSATLCA MO3TanHO B COOTBETCTBUM C
rpacdoukom NpoBeAEeHNs MPOBEPKM BCEro ooHAA MINKN €ro YacTu (B TOM YMCIe PEOKMX U LIeHHbIX
KHWT) C onpeaeneHnemM CpoOKOB U KonM4YecTBa NnaHnpyemoro obbema paboThl.



7.3. TlpoBepka SNEKTPOHHbIX CETEeBbIX JIOKaNbHbIX [OOKYMEHTOB OCYLLECTBMSIETCS MO
KONMMYECTBEHHbIM MOKa3aTensM, a Takke MO KOHTPOMbHbIM CyMMam, MO3BOMAOLIMM BbIABUTb
N3MEHEHUS B JOKYMEHTE.

I'IposepKa OOCTYNHOCTU 3NEeKTPOHHbIX CeTeBbliX yaalieHHbIX OOKYMEHTOB OCYLUEeCTBNAEeTCA C
afpecoB BXo4a, YKa3aHHbIX B peructpe nHansunayarnbHOro y4yeta.

7.4. MMpoBepka Bcero hoHAa MM ero 4yacTu 3aBepLlaeTCd COCTaBfEHMEM akTa O pesynbrarax
NPOBEAEHNS MPOBEPKN HanMunst AOKYMEHTOB OMONMOTEYHOro oHAa M NPUINOXEHMEM K HeMy
cnmcka JOKYMEHTOB, OTCYTCTBYHOLLMX MO HEYCTAHOBIIEHHOWN NPUYMHE.

B akTe cukcupyloTca cBeeHUst O KonMYecTBe AOKYMEHTOB GMBnMoTedHoro ¢poHAaa no AaHHbIM
yyeTa; LOKYMEHTOB, MMEIOLWMUXCA B HanU4uMu; LOKYMEHTOB, OTCYTCTBYHOLMUX B OGUBNMOTEYHOM
doHOe MO HEeycTaHOBMEHHOW MpuuMHe. B akTe Takke ykasbiBalOTCS HOMEP M gata akta o
npoBeAeHUn npeaplayLlei NpoBepku. AKT C NPUMNOXKEHMEM CMUCKa JOKYMEHTOB, OTCYTCTBYHOLLIMX
MO HEyCTAHOBMIEHHOW NpUYMHE, MNOAMNMCbLIBAETCA npeaceaaTeneM W 4YneHamu KOMUCCUM WU
yTBEPXKAAETCS PYKOBOAUTENEM YUPEXAEHUS.

7.5. Tpu BbisBNEHUM B npouecce nNpoBepkn oHAA OTCYTCTBYIOLWUMX [OKYMEHTOB MU
HEBO3MOXHOCTM YCTaHOBIEHUS BWHOBHbLIX 1ML, YObITKM NO HedocTayam CnUCbIBAKOTCA B
COOTBETCTBUM C AEVCTBYIOLLMM 3aKOHOAATENbCTBOM.

VIIl. Oenonpou3BoACTBO B OpraHM3auumn yyeta 6ubnuorteyHoro oHaa

8.1. OpraHusaums paboTbl ¢ JOKYMEHTaMu no yy4eTy 6mMbnmoTeyHoro poHaa ocyLecTBseTcs no
npasunamM BeaeHus 0eno-npov3BoACTBa.

8.2. Cpoku XxpaHeHuMs [OOKYMEHTOB YyCTaHaBnuMBawTCA B cooTBeTcTBUM C  [lprkasom
MuHucTepcTBa KynbTypbl Poccuiickon ®epepaumm oT 25.08.2010 N 558 O6 yTBEpXOeHUM
"lMepedHss TUMNOBbLIX yNpaBfEHYECKUX apXUBHbIX [LOOKYMEHTOB, OOpasylolmxca B mnpouecce
AEeATeNbHOCTN rocygapCTBEHHbIX OPraHoB, OPraHOB MECTHOrO camoynpaBreHuUst U opraHu3aLmi,
C YyKasaHMeM CPOKOB XpaHeHus", 3apermctpupoBaHHbiM MuHiocToM Poccunckon depepaumu
08.09.2010 N18380.

8.2.1. TocToaHHO, OO0 nMKBMOAUMM OMONMOTEKM, XPaHATCA PerncTpbl MHAUBMAYANbHOMO WU
CYMMapHOro y4yeTa AOKYMEHTOB bubnmnotedHoro dooHaa (permcTpaumoHHbIE KHUMW, NHBEHTAPHbIE
KHWIMN, KHUMM CYMMapHOro yYeTa, y4ETHbIN KaTtanor, Tonorpacgryeckme onucu 1 karanoru).

8.2.2. B TevyeHMe pJecATU neT XpaHATcss AKTbl O CMMCaHUUM  UCKIIOYEHHbLIX OOBLEKTOB
6mbnuoteyHoro ¢oHaga u akTbl O MNpuveme-nepenadvye CnNMCaHHbIX OOBLEKTOB OMOIMOTEYHOrO

doHaa.
8.2.3. B TeyeHne nNATM NET XpaHATCA MEepBUYHbIE YYEeTHble OOKYMEHTbI, MoATBepXxaatoliune

NOCTynfneHne OOKYMEHTOB B GubnuoTedHbii oHA (HaknagHble, akTbl O MpuemMe, akTbl coayn-
NPUEMKM).

8.2.4. [10 OKOHYaHMsA o4yepedHOn NMPOoBEPKM (POHOA XPaHATCA akTbl O pesdynbratax NpoBefeHUs
NPOBEPKN HanMunst OKYMEHTOB 6ubnmoTedHoro oHaa.

TrpaxdanHckuii kodexc Poccutickoli ®edepayuu. Yacms emopasi om 26 siHe. 1996 2. N 14-®3 //
Cobp. 3akoHoO0amernscmea Poc. ®edepauuu. - 1996 2. - N 5, cm. 410. - ¢.1110 - 1296.
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