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PernctpaumoHHbin N 28390

Bo ncnonHeHne nyHkTa 6 ctatbmn 12 ®egepanbHOro 3akoHa ot 29.12.1994 N 78-03 "O
6ubnmnoteyHom gene" (CobpaHue 3akoHogaTenbcTBa Poccuickon ®egepauun, 1995, N 1,
cT. 2, 2004, N 35, cT1. 3607, 2007, N 27, cT. 3213, 2008, N 30 (4. 2), 3616, N 44, c1. 4989,
2009, N 23, 2774, N 52 (1 4.), cT. 6446) npuKa3biBato:

1. YTBepaunTb Nopsgok yyeTa OOKYMEHTOB, BXOASALLMX B cOocTaB bubnmnotevHoro doHaa
(npunoxeHue).

2. KoHTpOMb 3a UCMOSTHEHMEM HACTOSLLEro Nprkasa BO3MOXWTb Ha CTaTC-CekpeTaps -
3amecTtutena MuHuctpa kynbTypbl Poccuiickon ®egepaunn .11, ViBnnesa.

MuHucTtp B. MeguHcknmn
MpunoxeHue

Mopsapaok yyeta AOKYMEHTOB, BXOASILLUUX B cocTaB bMbnuoteyHoro ooHaa
. O6Lwme nonoxeHus

1.1. YueT fokymeHTOB 61BNMOTEYHOro (boHaa SABNAETCS OCHOBOW OTYETHOCTU U
naHMpPoOBaHWs OeATENbHOCTM BMBIMOTEKM, CNOCOBCTBYET 06ECNEYEHNI0 €r0 COXPAHHOCTMW.

1.2. YyeT BKIHOYaAET perncTpauunto NocTyniieHns AoKyMEHTOB B GMONMOTEYHLIN (OHA, NX
BbIObITUSI U3 hOHOA, UTOTOBbIE AaHHbLIE O BENUYMHE (0ObeMEe) BCEro BUBIMOTEYHOro
doHAa 1 ero Nnoapasgenos, CTOMMOCTb (PoHAA.

1.3. OcHoBHble TpeboBaHusA, NpeabsaBrsieMble K y4eTy 6ubnmoTeyHoro oHaa:
MoSIHOTa M AOCTOBEPHOCTb YYETHOWM UHCpOPMaLIMK;
OnepaTUBHOCTb;

AOKYMEHTUPOBAHHOE OhOPMIIEHME KaXA0ro NOCTyNfeHms B OOHA U KaXaoro BblObITUS 13
doHaa;

COBMECTUMOCTb NpnemMosB n d)OpM ydyeTa, X HageXXHOCTb rnpwu napanneribHOM
MCMNMOJ1b30BaHUN TpaD,MLlMOHHOVI n aBTOMaTI/I3VIpOBaHHOI7I TEXHOMNOornmn yyeTa,

cooTBeETCTBUME HOMeHKJ'IaTypr rnokasaTtenemn yqua (bOH[J,a aHalormM4yHbIM rnokasaTtendam
rocyfapCTBEHHON BUBNOTEYHOM CTAaTUCTUKM.
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1.4. YyeTy nognexar Bce AOKYMEHTbI (MOCTOSIHHOTO, ANUTENbHOIo, BpeMeHHOro
XpaHeHust), nocTynawLime B QoHa 6ubnunotekn n BoldbiBatowmne n3 hoHaa oubnmoTeku,
He3aBMCUMO OT BUJA HOCUTENS.

1.5. YyeT OOKYMEHTOB BEAETCs B perncTpax MHAMBMAYanbHOro U CyMMapHOro yyeTa B
TPaAMLMOHHOM U (MNN) 3NEKTPOHHOM BUAE.

1.5.1. Pernctpamu nHgmemnayanbHOro ydyeta JOKYMEHTOB SIBMSIOTCS: permcTpaLmMoHHas
KHWra, KapTo4ka permctpaumm Ha onpefeneHHbl BUa AOKYMeHTa AN raseT, XypHaros,
ApYyrvx BMOOB AOKYMEHTOB. [lonyckaeTca Takke permctpamm MHAMBUAYanbHOro yvyeTa
cunTaTb TOnorpaduU4ecKyo onnck (Katanor), y4eTHbI KaTanor, y4eTHbIn hann ¢
BbIXOAHbLIMU hopMamMu, POPMUPYEMBIMU B MOPAAKE UHBEHTAPHBLIX NN NHBLIX
NOEeHTUMUKALMOHHBIX HOMEPOB AOKYMEHTOB.

PervcTpbl MHAMBMAYaNbHOMO y4eTa JOKYMEHTOB OMbnunoTevHoro hoHaa cogepxar
PEKBU3UTLI, UOAEHTUDULIMPYIOLLNE KaXKabIA AOKYMEHT C yKa3aHWeM CBeAEeHUI O
NMOCTYNMNEHUM OOKYMEHTA M O ero BblObITUM U3 BUBNMoTeyHoro choHaa.

1.5.2. Pernctpamy cymmapHoro y4eTa [JOKYMEHTOB SIBNSIIOTCS: KHAra CyMMapHOro y4yeTa
B6nbnunoTeyHoro hoHAa, NMMCTbl CyMMapHOro ydeta 6ubnmoTedHoro doHaa, xypHarn.
[lonyckatTcs pasnuyHbie MoandmrKaumm KHUMM cymMMapHoro yveta. HesaBucumo oT Buaa
Yy4YEeTHOro JOKYMEHTa PErMCTPLI CyMMapHOro yYeTa coepkaT TpU B3anMOCBSI3aHHbIe
yacTu:

"MocTynneHne JOKYMEHTOB B BUBNMOTEYHbIN hoHA",
"BbIObITHE AOKYMEHTOB 13 GubnmnoteyHoro doHaa",

"Utorn aBmkeHns 6MbnmoTeyHoro ooHaa: UTOroBble AaHHbIE HA KOHEeL, OTYETHOro
nepuoga".

O6o006LLEeHHbIE AaHHbIE OTPAXAKOTCS B KAXA0W YacTu perucTpa CyMmapHoro yveta. B
3NEeKTPOHHOM CUCTEME yyeTa 9TU YaCTU UHTErPUPYIOTCA B €OUHbBIA YYETHbIN harn.

1.6. CymmapHbIn 1 nHanBMAayanbHbIA y4eT oHOa BEAETCS CTPYKTYPHbIMU
noapasgeneHnsimm 6nbnmoTekn, B BeAEHUN KOTOPbIX HAXOAUTCS KOMMNMeKToBaHne oHaa,
a Takke nogpasgeneHuamm, obecnevmBaroLLMMm XpaHEeHUE U UCTONb30BaHne
3aKpensieHHbIX 3a HAMK YacTen obero goHaa GubnmoTeku.

1.7. Ctatuctnyeckasa nHcdopmaumsa o dopmMmmpoBaHum 6ubnmoteyHoro ooHga no ntoram
roga npegcraengetcs B [MaBHbIN MHPOPMALMOHHO-BbIYUCTIUTENBHBIN LIEHTP
MuHkynbTypbl Poccum.

Il. EaMHnLubI yyeTa BubnuoTeyHoro choHaa

2.1. BennuuHa (06bem) 1 gBmxkeHne hoHaa N3mMepsatTcs B YHUPULNMPOBAHHbLIX eAnHMLax
yyeTa.

OCHOBHbIMM eAMHULAMY YYeTa JOKYMEHTOB OUONMOTEYHOrO hoHAa ABMSOTCS IK3EMMNNSP
1 Ha3BaHWe, ANs ras3eT - ro0BOW KOMMIEKT U Ha3BaHue.

[ononHuTenbHbIMU eAMHULIAMM yYyeTa (oHAa SABMNSATCA roA0BON KOMMMEKT, MEeTPOrorka,
noAwMBKa (nepennetHas eanHuLa); Ans 9NeKTPOHHbIX I0KYMEHTOB - € AMHNLIA NaMaTH
JaHHbIX.



2.2. O6was BenuunHa bubnuorteuHoro oHAa B LLESIOM 1 €ro nofgpasgernos, B TOM Yncrne
CeTEBbIX NIOKaNbHbIX JOKYMEHTOB M CETEBbLIX yAaNEHHbIX JOKYMEHTOB, Y4YUTLIBAETCA B
3K3eMMnNIsipax, HoBbIE MOCTYMEHMS - B 9K3eMMNisipax 1 Ha3BaHMsaX. Y1Cno roaoBbIx
KOMMJIEKTOB ra3eT NpupaBHMBAETCA K YMCIY SK3EMIMNSIPOB.

lll. YyeT AOKYMEHTOB NO BUAAM U KaTeropmusim
3.1. MNevaTHble M3gaHnst U HeONYOBTMKOBAHHbLIE JOKYMEHTHI.

K neyaTHbIM n3gaHnsamM OTHOCATCS TUPaXMPOBAHHbIE U3OaHWS, NOSTyYEHHbIE NeYaTaHNEM
WM TUCHEHMEM, NonUrpadMyeckn CaMoCTOATENBHO OPOPMITEHHbIE: KHUIMM, OpOLLIOPbI,
XXypHarbl, NpoAoIiKaLWmMecs: U3gaHus, NIMCTOBbIE U3AaHNS, ra3eTbl, N30U34aHNs, HOTHbIE
n3gaHus, kaptorpaduyeckne n3gaHus, HOpMaTUBHO-TEXHUYECKME N TEXHUYECKME
OOKYMEHTbI, aBTopedepaTthl AnccepTaLmn.

K Heony6nvkoBaHHbIM JOKYMEHTaM OTHOCATCS PYKOMUCHbIE AOKYMEHTbI (PYKOMUCHbIE
KHUMN N apXMBHbIE AOKYMEHTbI), @ Takke AOKYMEHTbI, U3rOTOBMEHHbIE B €0UHNYHbIX
3K3eMmnspax, ABnsowmnecss obbekTammn MHTENNEKTyanbHON COOCTBEHHOCTM
(aenoHMpoBaHHbIe HayYHble paboThl, AMccepTaumm, NPENPUHTLI, OTYETHLI O HAY4YHO-
nccnepoBaTenbckux paboTtax, nepeBoabl, ON1McaHns anroputMoB 1 nporpamm IBM,
NPOEKTHO-KOHCTPYKTOPCKasA AOKYMEHTaUUSA), TaKTUIbHbIE PYKOAENbHbIE N3aaHus Ans
cnenbix 1 cnaboBnasLmx. PykonucHele AOKyMEHTbI, BXOAsLIMe B OMbnmnoteyHble oHabl,
SABMIAIOTCA COCTaBHOM YacTblo ApxuBHoro poHga Poccunckon ®enepaumm n yanTbiBatoTCs
B COOTBETCTBMU C HOPMATUBHbBIMU 1 NPaBOBbLIMU akTamMK MO YYeTy apXMBHbIX JOKYMEHTOB U
HacTosawmm Mopsagkom.

3.1.1. KHuru n 6poLutopbl yYUTLIBAKOTCA B 9K3EMMIISPAX U HAa3BaHUSIX.
Kak oToenbHbIN 9K3eMnisp U Kak OTAeNbHOe Ha3BaHWE YYUTbIBAKOTCS:
KaXkgoe oTaenbHoe usgaHue (kHuira, opotutopa);

Kakooe Bxofsilliee B KOHBOMIOT U3faHue;

KaxKabl OTAeNbHbIV TOM (BbIMYCK, YaCTb) MHOTOTOMHOMO U34aHUSA, UMEOLLINIA
WHOWBMAYarnbHOE 3arnaBue;

Kaxkaas n3 GpoLutop, BbiNyLWEHHbIX B 06 beanHAOLEN X 3AaTenbCKo narke, obrnoxke,
MaHXeTKe;

Kakgasi KHura unuv 6polutopa, BXoasLasi B KHKHYH cepuio (HyMepOBaHHY0 Uu
HEHyMepOoBaHHY10);

OoTAENIbHO U3gaHHbIE NMPUNOXEHUA K KHUram um 6p0Lu+opa|v|, nverwwmne niamemngyaribHoe
3arnaBne n caMocTtoAaTeslbHoOe 3Ha4YeHne.

3.1.2. [lokyMeHTbl, BbINOMHEHHbIE perbeHO-ToOYeYHbIM WprUdToM (wpndTom bpanns),
YYMTbIBAKOTCA B 9K3eMnnspax U Ha3BaHUsX.

OK3emMnnsApom Ans AaHHOro Buaa U3gaHui ABNAETCA Kaxaas U3 KHUT KOMMIekTa,
o06beANHEHHbIX 0bLMM Ha3BaHUEM.

Kak ogHo Ha3BaHune YYUTbIBAETCA KOMMIEKT N3gaHna He3aBMCUMO OT YMClia BXOOAALNX B
HEro KHWr.



3.1.3. )KypHaJ'IbI M npoaosnkarwmecd n3gaHna ydnmTbiBarOTCA B SK3eMMiidpax U Ha3BaHUAX.

OK3eMMNAPOM CYMTaAETCA HOMEP, TOM, BbiMyCK, U3[aHHbIE MO OTAENbHOCTU, a Takke
KOMMMEKT HOMEPOB, TOMOB, BbiNyCKOB, NepenneTeHHbIX B OAUH GIOK 130aTenbCTBOM.

Kak ogHO HasBaHue Y4YUTbIBAE€TCA KOMIMJIEKT HOMEPOB, TOMOB, BbIlMYyCKOB, o6pa3yrou_w|x
oTAeNIbHYIO eAunHNLY C OTJIMYUTENIbHBIM 3arfiaBmeMm. Flpvl N3MEHeHUn 3arnasnsg HOBOW
yquH0|7| €ONHULEN CUNTaEeTCs U3gaHne, ecrim UISMeHeHNe BHECEHO B nepBble NATb CIOB
3arnaBua.

ﬂepmonmqecme NPUINOXeHNA K XypHariam, BbiXogAllne cCaMmoCToATEINTbHO, UMeLne
nHonBunayaribHoe 3arrnasune 1 COGCTBeHHyPO HymMmepauuko, y4nTbiBakOTCA KaK OTAEJIbHbIE
9K3eMnnapbl N OTAENbHbIE HA3BAHUA.

Kaxxgas cepusi npodormkatoLLerocs n3aaHusi, MetoLwas nHaneuayansHoe 3arnasue u
COGCTBEHHYO HYMepaLMto BbIMYCKOB, YYUTHIBAETCSA Kak OTAENbHOE Ha3BaHue.

Kaxxgbln camoCTOATESbHbIA TOM (BbII'IyCK) npoaoJrKarweroca n3fgaHna y4nTtbiBaeTCA Kak
oTAefibHoOe Ha3BaHue.

3.1.4. la3eTbl y4nTbIBAKOTCH B ro40BbIX KOMMSIEKTAX U HAa3BaHUAX.

Kak ogHO HasBaHue Y4nNTbIBA€TCA KOMMJIEKT ras3er, o6pa3y+ou_|,V|x OoTAEeNbHYO eanHuly C
OTIMNYNTESbHbLIM 3arnaBnem. I'Ipvl N3MEHEHNN 3arnaBunsi HOBOW yquHoM eanHuLen
c4ynTaeTca nsgaHume, ecrnim nIsSMeHeHne BHeCeHO B NnepeBble NATb CI10B 3ariiaBu4.

OpHogHeBHbIE (pa3oBble) ra3eTbl yYUThIBAOTCS B dK3emnnspax (HomMep, BbinycK) 1
Ha3BaHUSX.

OTaenbHO M3faHHble Nepuoanyeckme NPUNoXKEHNs K rasetTam, UMetoLLMe MHAMBMAYanbHOe
3arnaBvie U COGCTBEHHYIO HYMepaLmio, YYUTLIBAIOTCH CAMOCTOSITENBHO.

3.1.5. N3omsgaHus (anb0oMbl, KOMMIEKTbI, OTAENbHbIE TMCTOBLIE U3AaHWs) U pefnbedHOo-
rpacumyeckme nocobus onsa crnenbix 1 cnaboBuasALLMX YYNTBIBAOTCS B 9K3eMMNisipax un
Ha3BaHUSX.

Kak oTgenbHbIi 9K3eMnnsap U OTAENbHOE Ha3BaHWE YUUTbIBAETCH KaXKAbIN UCT (BbIMYCK)
cepum U3onsgaHuin, He oobeAMHEHHbIE N3OaTerNbCKOM Nankon (0BTOXKOM, MaHXXETKON).

JInctoBble n3gaHns, o6beguMHEHHbIE N3AaTENbCKOM Nankow (060XKKOM, MaHXETKON,
006epTKON) Yy4MTLIBAOTCA Kak OAMH 3K3EMMMSP 1 OAHO Ha3BaHue.

3.1.6. HOoTHbIE M30aHMs yYNTBIBAKOTCS B 9K3EMMNIISApax U Ha3BaHUSX.

Kak oToenbHble 3K3eMmnnsipbl M OTAENbHbIE HA3BaHUS YYUTHIBAOTCS:

CaMOCTOsATENbHbIE HOTHbIE U3AaHWs, 0O6beAMHEHHbIE B OOHOM nepensieTe (KOHBOMOTE);
oTAenbHble NapTum (ronoca) u NapTuTypa (Knasup), M30aHHbIE pasaenbHo.

Kak oguH aK3eMnnsp u ogHO Ha3BaHWE YYUTbIBAOTCS:

oTaernbHble NapTum (ronoca), 06beAnHEeHHbIe C NAapTUTYPON (KNaBMpom) B OOHOM U34aHUu,
a Takke napTuu, 06beAMHEHHbIE N34aTENbCKOM Nankom (0B0XKKOM).

3.1.7. KapTorpaduyeckme nsgaHus yunTbiBatOTCS B 3K3eMNIisipax U Ha3BaHUSIX.



Kak oTgenbHbIn 3K3eMnnap n otaeribHoe Ha3BaHue y4nTbiBatOTCA:
atnachbl, cocTodlmMe n3 otaesibHbIX HyMepoBaHHbIX NN 0AaTUPOBAHHbIX BbIMYCKOB;
KaxkablIi BbIMyCK CGpVII;IHOI'O n3gaHnAa KapTbl UK aTnaca.

Kak oguH ak3emnnsap u ogHO Ha3BaHME YYMTbIBAETCA KapTa, 3gaHHasA Ha HECKOMbKNX
nuctax (nognexalymx cknenke), 06beguHeHHbIX 06LLMM 3arnaBnemMm.

MHOroTOMHbIe (MHOrONMCTOBLIE) KapTorpadunyeckme nsgaHus, 06begMHEHHbIE OOLLUM
3arnaBuveM, y4UTbIBAOTCS MO KONMYECTBY TOMOB 1 OOHOMY Ha3BaHUIO.

OTaenbHO M3gaHHble, HO HE MMEIOLLIME CaMOCTOSITENTbHOMO 3HAYEHNS, KapTOFpa(bl/l\-leCKVIe
NPUNOXeHNA K pa3nmyHbiM n3gaHnam (KHVIFaM, 6pOLU}OpaM, >|<ypHanaM) YUNTbIBAOTCA
€OUNHbIM KOMMIEeKTOM C OCHOBHbIM U3aaHUEM.

3.1.8. HopmaTuBHO-TEXHMYECKNE N TEXHUYECKMNE AOKYMEHTbI (MAaTEHTHbIE JOKYMEHThI,
TMNOBbIE MPOEKThI N YEPTEXM, KaTanorn NpoMbILLFIEHHOro 000pyA0BaHWSA U N3AENUN,
HOPMAaTMBHbIE JOKYMEHThI MO CTaHAapTU3aLmMmn, TEXHUYECKNE YCNOBUS, PyKOBOASALLME
AOKYMEHTbI M MPaBuria) YYUTbIBAOTCA B 9K3EeMMNISpax U Ha3BaHUSX.

Kak oguH aK3emnnsip U 0gHO Ha3BaHWE YYUTLIBAKOTCA CTaHOapThbl U KaTanorm
NPOMBbILLINIEHHOrO 060PYA0BaHNS U U3OENNIA, BbiNyLLEHHbIE B 0ObEeANHSIOLLIEN NX
n3gatenbckor nanke (06noXKe) NPy HanMuuK Ha narke obLLe LieHbl, CoaepXXaHns BCEro
N30aHUS, eQNHbIX BbIXOAHbBIX AaHHbIX.

Kak oToenbHbIN 9K3eMnnsp M OTAENbHOE Ha3BaHUE YYMTbIBAOTCA CTaHAAPThI U KaTanoru
NPOMbILLNEHHOrO 060PYAOBaHNS U U3JeNuiA, Apyrue cneumanbHble BUabl JOKYMEHTOB,
BbINyLLUEHHbIE B BUAE OTAENbHbIX JIMCTOB, ECNN KaXObIi U3 HUX MMEET CBOW BbIXOOHbIE
AaHHble, LieHyY, TUpax, Aaxe ecnv oHN 00beanHeHbl OAHOM M3aaTenNbCKOWM Mankon
(obnoxkon).

3.1.9. HGOI'IyGJ'II/IKOBaHHbIe OOKYMEHTbI YHUTbIBAKTCA B 3K3eMnridpax U Ha3BaHUAX.
Kak oguH 3K3eMMnAap M 04AHO Ha3BaHUE YHUTbIBAKOTCA:

[ENOHMPOBaHHas HayYHasi paboTa (KOMMMIEKT, COCTOALLMIA U3 ABYX 3K3eMMNSPOB paboThl)
1 COMPOBOANTENbHbIE JOKYMEHTbI;

HeOI'Iy6J'II/IKOBaHHbIe OOKYMEHTHI, C6pOLIJI-0pOBaHHbIe nnmn cogepxawimnecd B OTAENbHON
narke.

s KOHCTPYKTOPCKON AOKYMEHTaLUMN eOVMHMLEN yYeTa SBNAETCS YEPTEX UMM NOSHbIN
KOMMIEKT KOHCTPYKTOPCKMX JOKYMEHTOB, OTHOCSLLMXCS K OAHOMY U3aenuto (0GbekTy).

3.1.10. ObHoBNsIEMOE NEeYaTHOE U3gaHne YYnTbIBAETCS Kak OTAENbHOE Ha3BaHue u
OTAEnNbHbIN 3K3eMNNAP NpY NEPBUYHOM NMOCTYNneHnn B Gubnunoteky. Mocneaytowme
NOCTYNEHNS BKNagHbIX JIMCTOB, NpeHa3HaYeHHbIX 4151 AOMNOSHEHWS Ui 3aMEHb
COOTBETCTBYHLLMX NIUCTOB B U34aHWM, OTAENbHOMY y4eTY HE noanexar.

3.1.11. dakcumunbHoe n3gaHne yanTbiBaeTCA Kak opurmHan.

3.2. AyanoBusyanbHble JOKYMEHThI.



K ayavoBuayanbHbIM OKYMEHTAM OTHOCATCA (POHOAOKYMEHThI, BUAEOAOKYMEHTHI,
hOTOAOKYMEHTbI, KUHOAOKYMEHTBI.

3.2.1. EgMHmuamun yyeTta ooHAa ayanoBmsyarnbHbIX AOKYMEHTOB SBSAKOTCS SK3eMMsp 1
Has3BaHue.

Kak oToenbHbIN 3K3eMMnsp y4YnMTbiBatOTCS:

AUCK - ANS rpaMniiacTUHOK;

KaTyLuKka, kacceTa unm 6obmHa - 4nst MarHUTHbIX (OOHOrPaMM;
KacceTa - Al BUAeO40KYMEHTOB;

Kagp - 4ns oTOA0KYMEHTOB (AMAaNo3nTMBOB, CNanaoB);
606uHa - ons KMHOUIBEMOB.

Kak ogHO HasBaHWe y4nTbiBaloTCS:

OTAEeNIbHO BbINyLWEeHHad rpamMniiacTuHKa, Kacceta nmnbo KOMMNeKT (aJ'Ib6OM) rpam-
NIacTUHOK, KacceT, 060 beaNHEHHbIX OBLLMM Ha3BaHMEM;

MarHuTHasa ooHorpaMmma Ha OAHOW KaTyLlKe (KacceTe), MarHuTHasa poHorpamma Ha
HECKONbKMX KaTyLlKax (kacceTax), 00 beAnHEHHbIX 0OLLMM Ha3BaHUEM;

OTAENbHO M34aHHbIA (POHOLOKYMEHT UMM KOMMIEKT (POHOAOKYMEHTOB, 06 beANHEHHbIX
obLWMM 3arnaBsmem;

KMHOMMNbM, Anadunbm HE3aBMCMMO OT YMCa COCTaBSILWMNX YacTen unv kagpos (ang
KOMMrieKkTa ananosnTrueoB).

3.2.2. AyD,I/IOBI/I3yaJ'IbeIe OOKYMEHTbI, ABNALLMNeCd NpunoXeHnem K pasyimvyHbiM
n3gaHnAM U BbINOJTHAKOLWME CaMOCTOATENbHbIE (*)yHKLI,VIVI, a TaKxXe nUcnoJib3yemble B
pa60Te OTAEsNIbHO OT OCHOBHOIO U3aaHu4a, MOryT y4nUTbiBaTbCA KaK OTAENbHbIE
3K3eMnnapbl.

3.3. lokyMeHTbl Ha MUKpOodhopMaXx.
K nokymeHTam Ha MUKpodhopMax OTHOCATCA MUKPOMUIbMbI U MUKPOGULLIN.
3.3.1. EaMHnuammn y4eta JOKYMEHTOB Ha MUKpOoopMax SBMASOTCA 3K3eMMnsp 1 Ha3BaHuve.

3K3eMnnsApoM Ang AOKYMEHTOB Ha MUKPOOPMaXx SABNAIOTCH: PYFOH - ANA MUKPOUIbMOB;
duwa - Ang MukpoduLL.

Kak o4HO HasBaHWe y4nTbIBAETCS KOMMEKT MUKPOUIBMOB UM MUKPOULL,
006beMHEHHbIX 0BLLMM 3arnaBmemM, He3aBUCUMO OT YMCIa COCTaBMSOLLUX YaCTEN.

3.3.2. O6wun obbem hoHaa AOKYMEHTOB HA MUKPOhOpMax yunTbIBaeTCs No KONMYeCTBY
PYMOHOB 1 hnLL, BKITHOYAS KOMUK pPa3HbIX MOKOSIEHUI (apXMBHbIE/pPe3epBHbIE U
nonb30BaTeNnbCKne).

3.4. OneKTPOHHbIE JOKYMEHThI.



K aneKTpOHHbIM AOKYMEHTaM OTHOCSTCS JOKYMEHTbl Ha CbeMHbIX HOCUTENAX (KOMMaKT-
AVCKK, doneLl-KkapThbl); AOKYMEHTbI, pa3MeLlaeMble Ha )XeCTKOM AUCKE KOMMbloTepa
(cepBepe) BUBNMOTEKN N AOCTYMHbLIE MOSb30BaTENSIM Yepes3 MHOPMaLMOHHO-
TeneKkoMMYHMKaLMOHHbIE CeTU (Janee - CeTeBble NIoKarnbHble JOKYMEHThI); AOKYMEHTHI,
pasmellaemMble Ha aBTOHOMHbIX aBTOMATM3UPOBAaHHbIX paboymx CTaHUusAX BUbnmnoTekn
(manee - MHCTaNNUPOBaHHbIE JOKYMEHTbI); JOKYMEHThI, pa3MeLLeHHbIE Ha BHELLHMX
TEXHUYECKMX cpeacTBax, nonyvyaemble GUGNMOTEKON BO BpEMEHHOE MOSb30BaHNE Yepes
VMHOPMaLIMOHHO-TENEKOMMYHMKALMOHHbIE CETU Ha YCNOBUSAX AOroBOpa, KOHTpaKkTa,
NNLEH3NOHHOIO CornalleHnst ¢ NPoun3BoanTensiMmM UHpopMaLmmn (aanee - ceTeBble
yAaneHHble JOKYMEHTbI).

3.4.1. EgMHmMuamun y4eTta aneKkTPOHHbIX AOKYMEHTOB Ha CbEMHbIX HOCUTENAX ABNAOTCA
3K3eMnnsap 1 Ha3BaHue.

3.4.1.1. Kak oTAenbHbIN 3K3EMMMSP YYNTLIBAETCSA KaXAbI aBTOHOMHbIN OO6BbEKT (KOMMaKT-
ANCK).

Kak oTaenbHble 3K3eMNNApbl MOTYT Y4YUTbIBATbCA NMPUNOXKEHUA K Pa3nmMYHbIM U30aHUAM,
BbIMONTHAOLWNE CaMOCTOATEIbHbIE Ct)YHKLI,I/IVI, a TakKke ncnosrb3yemble B pa60Te OoTAEeNIbHO
OT OCHOBHOIO U3gaHuA.

Kak oTaenbHble 9K3eMnnspbl HE Yy4MThIBATCA KOMMAKT-ANCKU, €CMNY OHW NPeACTaBnsioT
cobor Bknaaky (BroXxeHne) B U3gaHne Uim ero HEOTbEMIIEMOE NMPUIIOXKEHME.

3.4.1.2. Kak ogHO Ha3BaHWe y4nTbIBaOTCS:
OTAENbHO BbIMYLLEHHbIN KOMNAKT-AMUCK,;

KaXKabli KOMMaKT-AUCK, BXOASALLIMIN B HYMEPOBaHHYIO UM HEHYMEPOBaHHYIO CEPUID
3MEKTPOHHBIX U3aaHUI;

KOMMIIEKT KOMMNAKT-OUCKOB, 00 beANHEHHbIX 0OLLMM Ha3BaHUEM;

M3aHHble B KAYeCTBE CaMOCTOATENbHbIX U3aHWUI NPUMNOXKEHUS K N3gaHnam nioboro
Apyroro Buaa, uMetoLe cobCTBEHHOE 3arnaBune 1 onyckarllume UX Ucrnonb3oBaHue 6es
obpalLeHVss K OCHOBHOMY M3OaHUIo.

3.4.1.3. B gokymeHTax Ha (prneLu-kapTax Kak OavH 3K3eMmnnsp U O4HO Ha3BaHue
YUMTbIBAETCH KaXJ0e LIeNoCcTHOe NpomnsBeaieHre, MMeKLLEee CaMoCToATENbHOE 3arnasue.

3.4.2. EauHnuamn y4dyeTa CeTeBbIX JTOKalibHbIX N UHCTaAlJIMPOBAHHbLIX JOKYMEHTOB
ABIIAKOTCA 3K3eMMNnAp (yCﬂOBHaFI eanHnua yqua) 1N Ha3BaHne.

Kak ogHO Ha3BaHWe y4nTbiBaeTCS LENTIOCTHOE NPOM3BEAEHME, UMEIOLLIEE CaMOCTOATENBHOE
3arnaBuve, BHE 3aBMCMMOCTM OT ero npeactasneHus. Kak ogHa eguHmLa y4nTbiBaeTcs
NOMONHAEMbIV 1 OOHOBASIEMbIV 3NIEKTPOHHbIN JOKYMEHT.

OK3eMMsipoM SIBNSeTCs OKYMEHT B onpeaeneHHOM hopmMaTe XpaHeHUs unm
npeacTtasnenns. PopmaTtbl OLHOWN U TOW e eAMHULLbI KOHTEHTa YYUTBIBAOTCS OTAENBHO.

3.4.3. EgMHmuamun yyeTta ceTeBbIX YAaneHHbIX JOKYMEHTOB ABMSATCH 3K3eMnngap
(ycnoBHas eguHULA yyeTa) 1 Ha3BaHMe.

Kak oguH 3K3eMnnap n ogHoO Ha3BaHMe y4nTbiBaeTCA KaXka bl MONMHOTEKCTOBbIN
3ﬂeKTp0HHbIVI OOKYMEHT, MMELNIA CaMOCTOSTENbHOE 3arnaBne, BKMHYEHHbIN B NaKeT, K



KOTOpoMy ocbopMIIeHo nNpaBo AocTyna y ero npounssoautens. Kak ogHa eanHuua
YYMTbIBAETCS NOMOMHAEMbIN U OGHOBISIEMbI SNEKTPOHHbIN JOKYMEHT.

IV. YyeT nocTynneHuss AOKYMEHTOB B 6MONMOTEYHbIN hoHT

[okyMeHTbI MocTynatT B OMOGNMOTEKY U BKIHOYAKOTCA B OMONMOTEYHbIN DOHA B pesynbTaTe
nocTaBkn 00s13aTeNIbHOr0 aK3eMnnspa, Nokynku (Noanuckn, obmeHa, gapeHus,
NoXXepTBOBAHUS, KOMMPOBaHUSA OpUrMHanoB u3 doHaa 6ubnmotekn).

4.1. JoKyMEHTbI NPUHUMAKOTCS MO NEPBUYHLIM YYETHBIM JOKYMEHTaM (HaknagHasi, akT),
BKJIO4AIOLLMM CMINCOK NOCTYMIEHUIA.

4.1.1. lNprem SOKYMEHTOB, NOCTYNarLLmx B 61MGnmMoTeky 6e3 nepBuYHbIX JOKYMEHTOB Ha
6e3B03Me3gHOM OCHOBE (0653aTeNbHbIE 3K3EMMNIIAPLI, 4EMO3UTHbLIE 3K3EMMNISPDI
MeXayHapoaHbIX OpraHm3aumn, 6e3B03mMe3aHble NOCTYNNEHNS U3 HEM3BECTHBIX U
@HOHUMHBIX MCTOYHMKOB), 0OPMIIAETCS akTOM O Npueme AOKYMEHTOB.

4.1.2. lNprem SOKYMEHTOB, MOCTYNaLWMX B BUBNNOTEKY OT HOPUAMYECKOrO, (hM3N4EeCKoro
nvua B BUAE Aapa C yKasaHveM ero HasHayeHus Ans nononHeHus 6ubnuoteyHoro coHaa,
ohopMNAEeTCs JOroOBOPOM MOXEPTBOBAHNS B COOTBETCTBUU C [ paxaaHCKUM KOAEKCOM
Poccuiickoit egepauum (cT. 574, 582)".

4.1.3. NpuemM OOKYMEHTOB OT YnTaTenen B3aMeH yTepsaHHbIX U MPU3HaHHbIX
paBHOLEHHbIMUW YTpaYyeHHbIM, OOPMIISETCS akTOM O NpuemMe JOKYMEHTOB B3aMeH
yTepsHHbIX. B akTe ykasbiBatoTCst haMunus, uHuumanel Ymtatens, ceegeHusi oo
YyTEPSAHHbIX N3aaHnAX (PerMcTpaunoHHbIN HOMEP, KpaTkoe Bubnuorpaduyeckoe onucaHune
n3gaHus, LeHa), CBeAeHMs O NPUHATLIX N3aaHusax (kpaTtkoe Gubnmnorpadmyeckoe onncaHme
n3gaHus, ueHa), NoAnucK YutaTens u npuHMMatoLe CTOPOHbI.

4.2. OueHKa CTOMMOCTM NEPMoaNYECKMX U3aaHNIA, NOCTynaLwmx B 6nbnmoTteky Ha
BPEMEHHOE XpaHEeHne, He NPOM3BOAMUTCS.

4.3. [lokymeHTbl, MocTynatoLme B 6GUGnmnoTeky, noanexart CyMmmapHoOMY y4eTy.

4.3.1. CBegeHus 0 BKIHOYaeMbIX B OMONMOTEYHbIV OOHA JOKYMEHTaxX (OUKCUPYIOTCS B
KHUre CymMMapHOro y4yeTta bubnuoteyHoro chooHaa nnv B Apyrom Buae perncrpa CornacHo n.
1.5.2.

Pernctpbl cymMMapHOro yyeTa JOSKHbI MMETb 3arofioBOYHbIE JAHHbIE: HAVMEHOBaHMWE
pervucTpa, HaMeHOoBaHWe opraHu3aumu, nogpasgeneHus. B peructp BnvcbiBatoTcs
[AaHHble O NOCTYNMBLUEN NapTuM JOKYMEHTOB: AaTa U NOPSAKOBLIN HOMEpP 3anucu
(nopsigKoBbIV HOMEpP 3anucy exxerogHo HaunHaeTcs ¢ N 1), MICTOYHMK NOCTYMNSEHUS!, HOMEpP
M arta nepBUYHOrO YYETHOIrO JOKYMEHTA, KONMYECTBO MNOCTYMNUBLUNX JOKYMEHTOB U
CTOUMOCTb.

4.3.2. CyMMapHbIi y4eT NOCTYNNEHNS 3NEKTPOHHbBIX CETEBbIX JTIOKanNbHbIX AOKYMEHTOB
BeJEeTCS B 3M1IEKTPOHHOM peecTpe B COOTBETCTBMM C NokasaTenamm n.5.3.1, ¢ ykasaHnem
AaTbl 3arpyskn NOCTYMMEHUI B CUCTEMY.

4.3.3. CymmapHbI y4eT NOCTYNNEHNS SMEKTPOHHbIX CETEBbLIX yAalneHHbIX JOKYMEHTOB
BEOETCH B 3NIEKTPOHHOM PEECTPE C OTPaKEHUEM CredyHoLLMX NokasaTenei: aartbl U
NnopsiKOBOro HOMepa 3anuncK, PeKBU3MTOB NINLIEH3NOHHOIO AoroBopa (Ha3BaHust U Homepa
AOKYMEHTa, CpoKa ero AencTBUs, CTOMMOCTM), kKonnyectBa 6a3 faHHbIX (NakeToB) 1
BKMIOYEHHbIX B HUX HA3BaHWIA.



Mpn nogcyeTe cyMMapHOro KonmyecTsa Ha3BaHUIM UCKITkoYatoTca gyonupyoLwmnecs
Ha3BaHMWs B NakeTax Ha ogHou nnaTtdopme.

4.4. [JoKyMeHTbI, NOArOTOBIEHHbIE K MpUeMy B BUBGNNMOTEYHbIN hOHA, NOABEpPratoTCs
nepBvYHON 06paboTKe N MHANBUAYATTbHOMY YYeTY.

4.4.1. NHamBuayanbHbI y4eT JOKYMEHTOB OCYLLECTBNSETCSA NyTeM MPUCBOEHUS KaKaoMy
3K3EMNISIPY AOKYMEHTA PErMcTpaumnoHHOro HoMepa, MHOro 3Haka B kKayecTBe
PerncTpaumMoHHOro HoMepa (CUCTEMHOIO HoMepa KOMMbIOTEPHON NPOrpaMmbl, LTPUX-KOAA
1 apyrux). uauBuayanbHbI HOMEpP 3akpennsieTcs 3a JOKYMEHTOM Ha BCe BPpeMsi ero
HaxoxaeHus B ooHae 6ubnmotekn. PernctpaumoHHble HOMepa UCKIIOYEHHBIX U3 hoHaa
[LOKYMEHTOB HE MPMCBaNBaOTCH BHOBb NPUHATLIM JOKYMEHTaM.

PeI'I/ICTpaLI,I/IOHHbIe HOMepa NPOoCTaBNATCA HENOCpPeACTBEHHO Ha AOKYMEHTax n
OTpaxakTCA B pernctpe nHamsmnayarnbHOro ydeta JOKyMeHTOB, NMPUHATOM B oubnmoTeke.

Pernctpbl nHANBUAYanNbHOro yyeTa A0MKHbI MMETb 3arofloBOYHbIE AAHHbIE:
HaMMeHOBaHWe pernucTpa, HaMMeHoBaHWe OpraHM3aLun, CTPYKTYpPHOro noapasaenexus. B
PErncTp BNMUCbLIBAOTCA AaHHbIE O KaXOOM AOKYMEHTE: AaTa 3anucu B perucTpe,
perncTpaLmoHHbIn HoMep, kpaTkoe Gubnuorpaguyeckoe onncaHve JokKyMmeHTa (aBTop,
3arnaBue, TOM, YacTb, BbIMyCK, MECTO U rof U3daHus), LleHa OKYMeHTa, ykasaHHas B
COMPOBOANTENBHOM IOKYMEHTE.

4.4.2. NngmBuayanbHbIN yYeT NepuoanNYecKkux n3gaHnin BeAeTcs B permcTpaLMoHHON
KapTOTeKe Nepnoanyecknx n3gaHun, npegHasHa4YeHHoN Ons y4eTa Kakgoro HassaHus U
KaXk[oro aKk3emnnsipa, unv B aBTOMaTU3NPOBaHHOW 6ase AaHHbIX.

[N nepuoanyecknx nsnaHnii B kKa4ecTBe perncTpaumoHHbIX HOMEPOB MOTYT
MCMonb3oBaThCs NoGble AEHTUMDMKALMOHHBIE HOMEpPA: CUCTEMHBIN HOMEP B
aBTOMaTU3NpPOBaHHON 6ase AaHHbIX, PErMCTPALIMOHHBIN (MOPSAKOBbIA) HOMEP 3anucy B
perncTpaLmMoHHON KapToTeke.

4.4.3. NngmBugyanbHbIN y4eT JOKYMEHTOB, MMEHOLLNX B CBOEM OGOOPMIEHMM AparoLueHHble
MeTannbl U (Unn) gparoueHHbIe KaMHU U OTHECEHHbIX K KaTeropum cerndoBOoro XxpaHeHus,
OCYLLECTBNSAETCS B CNeLmanbsHOM perncTpe, B KOTOPOM, KpOMeE TpaaULMOHHBIX
rnokasarterneu, JaeTcsa OnMcaHne BHELLHEro 0opMneHns JokymeHTa. Kaxabin nuct
perncrpa conpoBOXaaeTCs UTOrOBOW 3anunchbio C yKasaHWEM OaThbl ee COCTaBIEHNS U
Konu4yecTBa onucaHuii Ha nucTe.

4.4.4. B peructpax nHauBmnayarnbHOro y4eta B NpuMeYaHnsx ykasblBaeTcs Hanudme n Bua
NPUNOXEHNSA K OCHOBHOMY JOKYMEHTY, a TakKe 0COOEHHOCTU 3K3eMNisipa LIEHHbIX U
penkux 4OKYMEHTOB (Hanpumep, HanuuMe yHuKkanbHOro nepenneTta, MapruHanumn,
aedektos u 1.0.). Mpn HannuMm nacnopTa 4OKYMEHTa A4aeTCH OTCbIfIKa K Hemy. B
NPUMEYaHNAX MOXET YKa3blBaTbCA NPUHAOSIEXXHOCTb JOKYMEHTA K KAaTEropum KHUKHbBIX
NamsTHUKOB.

4.4.5. hamBuayanbHbI y4eT 3NEKTPOHHbBIX CETEBbIX NTOKaNbHbIX JOKYMEHTOB
oCyLLeCTBNSEeTCA NyTeM BBoAA B 6a3y AaHHbIX MeTauHdopMaLmm o 3arpyske JOKyMeHTa B
9NEKTPOHHYI0 BMBNNOTEKY C aBTOMATUYECKUM NPUCBOEHNEM UOEHTUMKALMOHHOTO
(cncTtemHOro) Homepa Kagomy AOKYMEHTY.

4.4.6. NnamBmnayanbHbIA y4eT SMeKTPOHHbIX CETEBbIX YAaneHHbIX JOKYMEHTOB
OCYLLeCTBNSAETCS B 3NIEKTPOHHOM BuAe nyTem peructpaumm 6a3 gaHHbIx (nakeTtoB) 6e3
NMPUCBOEHUSI UM PErMCTPaLMOHHOrO HoMepa.



B peecTp nHOMBMAYanbHOroO y4eTa ceTeBbIX yaaneHHbIX JOKYMEHTOB BKITHOYaOTCSA
OCHOBHbIE XapaKTepUCTUKKN B6asbl AaHHbIX (MakeTa): onucaHne 6asbl AaHHbIX (Ha3BaHue,
npousBoanTenb, Nnatdopma 1 (Mnm) agpec Bxoaa), CPOK OKOHYaHMs nNpaea A4ocTyna,
KONMMYeCTBO Ha3BaHWU, BXOAALMX B 6a3y AaHHbIX (NakeT).

B konnyecTBO Ha3BaHWIA BKMOYaeTCst obLLee KONMMYeCTBO NONTHOTEKCTOBLIX JOKYMEHTOB
(kHWr, XXypHanoB, raseT, MaTEeHTOB, CTAHAAPTOB M APYrMX JOKYMEHTOB, yYUTLIBAEMbIX B
oubnuoTteke). He BKNOYAOTCA B 3TO KONMMYECTBO AOKYMEHTbI, KOTOPbIE 0ObLIYHO He
n3gatoTcsa OTAeNbHO B MeYaTHoOM dpopMarte, Takue kak npodunm KomnaHui,
cTaTucTu4eckue Tabnumubl, aHanMTUYeckue matepuansl MapkeTuHra. [ns 6a3 gaHHbIX
(nakeToB), He coaepKaLumnx NOSIHOTEKCTOBLIX JOKYMEHTOB, B PEKBU3NTE "Ha3BaHue"
npocTaBnseTca eauHMLA.

4.5. [JokyMeHThbI, BKtovYaemble B hoHA 6ubnuoTeku, mapkmpytotcs. [NMpu aTom MoryT 6bIThb
MCMOrb30BaHbl LUTEMMNENW, KHUXHbIE 3HaKWN, UHOUBMAYarbHbIE LUTPUXOBbLIE KOAbI, ApYyr1e
BVAbl MapknpoBkn. OCHOBHble TpeboBaHWs, KOTOpbIE OOIMKHBI COBMAaTECA Npu
MapKUPOBKE AOKYMEHTOB: 0603HaueHve NPUHAANeXHOCTH, 3CTETMKA, JONTOBEYHOCTb
MapKMPOBOYHOIO 3HaKa, COXPaHHOCTb TeKCTa Uiu Apyror 3HakoBow MHopMaLnn.

4.6. Ha nokymeHTax, SBNstoLWMXCs NPUIONKEHNEM K OCHOBHOMY HOCUTENIO U €ro
HEOTHLEMITEMOW YaCTbIO, MPOCTABIATCH TE e PEKBU3UTbI, YTO U HA OCHOBHOM
[IOKYMEHTE.

4.7. aﬂeKTpOHHble CceTeBble JI0KalibHble LOKYMEHTbI U SNTEKTPOHHbIE CeTeBble yaalleHHbIe
OOKYMEHTbI I/I,El,eHTI/I(bVILI,I/IpyI-OTCFI cneumanbHbIMW NporpaMmMHbIMn CcpeacTBaMu.

4.8. Ha npuHSTLIX NEPBUYHbBIX YYETHBIX AOKYMEHTaX NPOM3BOANTCS 3amnuchb,
noATBepaatoLLasl, YTo NOCTYNMBLUME JOKYMEHTbI MPUHATLI B OMONMOTEYHbIA DOH Kak B
06BbEKT 0c0B0 LIEHHOrO ABMXMMOrO nMyLLecTBa (ganee - OLAN) nnm kak B 06 beKT MHOTO
OBWXMMOrO MMYLLLECTBA.

4.9. NepBUYHbIE YYETHbBIE AOKYMEHTbI, MOATBEPXKAAOWME haKT NOCTYNNEHNs, nepegatTca
B OyxranTteputo Ans BKIOYEHUs B y4eT bnbnmnortevHoro oHaa.

4.10. ExxekBapTanbHo, Npu ycrnosun nameHeHus coctasa OUOW, ceegeHusa o6 obiem
KONMMYECTBE U CTOMMOCTU LOKYMEHTOB, BKIIIOYEHHbIX B COCTaB bnbnmoTeyHoro poHaa, kak
06beKT 0co60 LIEHHOrO ABMXKMMOrO MMYLLECTBA, NepeaalnTcs yupeauTernto.

V. Y4eT BbIObITUA AOKYMEHTOB U3 6ubnunotevyHoro ooHaa

[okymMeHTbI BbIObIBAOT M3 B1GNMOTEYHOro hoHAa B CBA3U C h3MHECKON YyTPaTON Unn
YacTU4YHOW NMBO NOSHOW YyTpPaToM NOTPEOUTENBCKMX CBONCTB. BhiObIBaKOLLIME JOKYMEHTHI
WCKMYaloTCs 13 6ubnmoteyHoro ooHaa 1 CMCbIBaKOTCS C BO3MOXHOCTbBIO MocreayroLen
6e3Bo3me3HoN nepegayn B gpyrne ombnuotekn nnbo peanusaumn.

5.1. UckntoveHne JOKYMEHTOB 13 BUBNMOTEYHOro hoHAa AONYCKAeTCs No CrieQytLmnm
NPUYNHaM: yTpaTa, BETXOCTb, A€(EKTHOCTb, YCTaperocTb MO COAEPKAHWIO,
HenpogUIbHOCTb.

HenpodunbHOCTb IOKYMEHTOB yCTaHaBNMBaeTcs Ha ocHoBe [Npoduns KOMNNeKToBaHUS
doHAa N MHOTFO HOPMAaTUBHOTO AOKYMEHTA, YTBEPXKAAEMOro PyKOBOAUTENEM
omnbnuoTeku. Mo NpuynHe HenpoUIbLHOCTU MOTYT UCKIOYaTLCS M3 POHAA AOKYMEHTbI, HE
KOMMneKkTyemble 6MbnmMoTekon (Mpu oTkasze OT KOMMMEKTOBAHWUSI OTAENbHbIX KaTeropui
[LOKYMEHTOB), U3NULLHE OyOneTHble 9K3eMNnsipbl, 3aMeHeHHble 6onee NofHbIMU Mo
coaepXKaHuto, NyYLMMK No 0POPMIIEHUIO, PU3NYECKOMY COCTOSIHUIO U3AAHMSIMU; MO



NCTEYEHUN CPOKA XpaHEHMs1 JOKYMEHTOB, MPU HU3KOM YPOBHE YMTaTENbCKOro cnpoca, npu
HECOOTBETCTBUW 3NEKTPOHHLIX JOKYMEHTOB TEXHUYECKOMY U MPorpaMmMHOMY 0GecrneyeHuto
onbnmnoTeku.

5.1.1. VckntoueHre JOKYMEHTOB MO MPUYMHAM YCTapenocTu Mo COAEPXKaHMIo,
HenpodUIbHOCTM (ManocnpallMBaeMbIe), a Takke Mo NPUYUHaM BETXOCTU U OeEKTHOCTM
He JonycKaeTcs MO OTHOLLEHMIO K €QUHCTBEHHbBIM 3K3eMMIspaM AOKYMEHTOB NMOCTOSIHHOIO
(6eccpoyHOro) xpaHeHwus.

5.1.2. VckntoueHne OOKYMEHTOB, OTHECEHHbIX K KHXXHbIM NaMATHUKaM, O0MYyCKaeTCA
TOJIbKO MO NMpUYnHE yTpaThbl NP YCINOBUN OTPaKeHUA I/IHd)OpMaLI,I/IVI O KHWXHOM NaMATHUKE
B PeeCTpe KHMXHbIX NaMATHUKOB.

5.2. BbiGbITME [OKYMEHTOB 13 6MGnMoTevHoro dooHaa odopmnsieTca AKTOM O CMCaHUN
WCKIHOYEHHbIX 00BbeKToB 61MbnmoTevHoro ooHAaa (ganee - AKT 0 cnvcaHum) no oopme (kog,
no OKY[ 0504144), yteepxxaeHHon MNpukasom MuHdumHa Poccmm o1 15.12. 2010 N 173H,
3apermctpupoBaHHbiM B MuHiocte Poccum ot 01.02.2011 N 19658.

B AkTe 0 cnncaHum oTpaxkarTcs CBEAEHMS O KONTMYECTBE U 0OLLE CTOMMOCTM
WCKIOYaeMbIX JOKYMEHTOB, YKa3bIBaeTCA NPUYMHA NCKIMOYEHNS U HanpaBneHne BbiObITUSA
NCKIIOYaeMbIX JOKYMEHTOB.

5.3. K AKkTy 0 cnucaHuu npunaraeTcs Cnmcok Ha UCKIMoYeHne 00 bEKTOB OMOIMOTEYHOrO
doHaa (ganee - CNUCOoK), KOTOPbLIN BKITKOYAET CrieaytoLne CBEAEHNSA: PerMcTpaumoHHbIN
HOMep M WnNdp XpaHeHUs AOKyMeHTa, kpaTkoe Gubnvorpaduyeckoe onncaHue, LeHy
AOKYMEHTA, 3adhMKCUPOBaHHYIO B PErMCTpe NHAMBUAYANBHOMO yYeTa JOKYMEHTOB,

KO3 PULMEHT NEPEOLIEHKM, LieHY NOoce NepeoLeHKN 1 OOLLYH CTOMMOCTb MCKITHOYaeMbIX
AOKYMEHTOB.

[lns neyaTHbIX JOKYMEHTOB BPEMEHHOIO XpaHeHUsl 4oMyckaeTcsl 3aMeHa crucka
KHVDKHBIMK chopMynsipamu.

[ns nokymMmeHToB, 06paboTaHHbIX rPYNMoBbIM (YNPOLLEHHbIM) CNOCOGOM, BMECTO CrKMCKa
[laeTCsl NepeyeHb permcTpaumoHHbIX HOMEPOB, BUA UCKITIOYAEMbIX U3OaHWUM, UX
KONMYeCTBO.

5.4. K AKTy 0 cnucaHum no npuynHe yTpaThbl U CIUCKY NpunaratnTcs 4OKYMEHTI,
noaTBepXaaLLmMe yTpaTy (NosiCHUTENbHAs 3anmcka, B Criydae Kpaxu Unm XUWweHus -
NPOTOKON, aKT, 3aKMto4eHMe YNOMHOMOYEHHbIX OPraHoB, MpU Bo3MeLLeHUn yuiepba -
(PUHAHCOBbLIV AOKYMEHT O BO3MELLEHUN yLiepba).

BoamelleHne untatensmu yuiepba gonyckaetcs B oopMe 3aMeHbl yTEePSIHHOMO JOKYMEHTa
paBHOLEHHbIM NGO NyTEM AEHEXHON KoMneHcaumu. Mpu npueme OeHer oT yiTaTtenei
B3aMeH yTePSIHHbIX KHUT UK APYrMX AOKYMEHTOB COCTaBISIETCA NPUXOAHbIV opaep, U
yuTaTeno BbiAaeTCA KBUTaHLUMS YCTaHOBNEHHOro obpasua.

5.5. Mpu Bo3meLLeHnn yntatenem yuepba CTOMMOCTb YTPaYeHHbIX JOKYMEHTOB
yCTaHaBrMBaeTCs 3KCNepTHON KOMUCCUEN MO OLEHKEe JOKYMEHTOB, Ha3HaYeHHOW NprKas3om
pykoBoguTens 6mubnmorteku.

|_|pl/l yTepe unn XmweHunn LUeHHbIX N peaKnxX KHUT ana onpegeneHnd nx CTOoMMoCTHU
KOMMCCUSA MOXKET NpUBIEKaTh K CBOeN paboTe COOTBETCTBYHOLLNX SKCNEPTOB, a Takke
MCnonb3oBaTh Matepuarnbl HayYHO-METOANYECKUX LLIEHTPOB, KHUKHbBIX ayKLMOHOB 1
spMapok. B aTnx cnyyasx onpeaeneHne npuyinHeHHoro yuiepba npegenbHbIMm
Koa(hprumeHTaMmm KpaTHOCTM HE OrpaHNYNBaETCS.



5.6. AKT 0 cnivcaHunM Nno ofHON U3 NPUYMH, yKasaHHbIX B M.5.1, ¢ NPUMNOXEHHBIM CMUCKOM
noanuckiBaeTca npeaceaaTenemM 1 YrneHaMmm KOMUCCUM MO CNINCaHUI0 0GBEKTOB
OGnbnmoTeyHoro oHaa, yTBEpPXKOaeTCcs PYKOBOAMTENEM YUPEXOEHNS.

5.7. MNocne yTBepxaeHnss AKTa O CN1McaHnmM OCYLLIECTBNATCA MEPONPUATUS MO
nepepacnpegeneHuio u peanuaawmm cnmcaHHbix 06bekToB 6nbnunoTeyHoro doHaa.

5.7.1. [JokyMmeHTbI (CnncaHHble 00BEKTLI BNBNMOTEUYHOro hoHAA), UCKITHYEHHbIE MO
npuyMHaMm BETXOCTU, AedEKTHOCTM, yCTapenocTy No CoOAepKaHUo, HanpaBnsAlTCcs B
NYHKTbI BTOPUYHOTO Cbipbs. VICKMoYeHHble 13 hoHA0B MUKPOOPMbI Ha
ranoreHugocepebpsHON NneHke noasiexar caave kak cepebpocoaepallme oTxonbl B
COOTBETCTBMM C 3aKoHoAaTenbcTBoM Poccunckon ®egepauyumn.

Mpu OTCYTCTBMM NYHKTOB BTOPCbIPbS UMK B Criyvasix, korga caada JOKYMEHTOB Ha
nepepaboTKy 9KOHOMUYECKM HeLlenecoobpasHa, BUBNMOTEKN YHUUTOXKAIOT UCKITFOYEHHbIE
AOKYMEHTbI HA MECTE B NMPUCYTCTBMM NNLL, KOTOPbIE COCTaBMSIKOT akT 06 YHUUTOXEHMM
CM1CaHHbIX 00bEKTOB BMbNMoTevHoro oHaa.

B AkTe o0 cnvcaHum oTpaxaroTcsi HauMeHOBaHNe, HOMep U AaTa AOKyMeEHTa,
noaTBeEPXKAAtoLLEro akT caaym CnucaHHbIX 0O LEKTOB B MYHKT BTOPUYHOTO Cbipbsi, UK
akTa 06 YHUYTOXEHMUN CNCaHHbIX 06bEKTOB BMGNMoTeYHoro poHaa. [JokyMeHT
npunaraeTcs K AKTY O CMIUCaHUM CO CMIUCKOM.

5.7.2. [lokyMmeHTbI (CnncaHHble 00bEKTLI BMBNMOTEHYHOIO hoHAA), CKITHOUYEHHbIE MO
NpUYnHEe HenpPoMUBLHOCTKU, NepeaarTcs Mo akTaM B 0OMeHHbIN oHA B Liensx
AanbHenwen nepegayn Ha 6e3Bo3mMe3gHON OCHOBE BUGIMoTekam Unmn peanunsaumm
PUINYECKNM U FOPULNYECKMM JTMLAM.

5.8. Nocne 3aBepLueHns MeEPONPUATUIA, MPEAYCMOTPEHHbIX AKTOM O CMCaHn1
WCKITFOYEHHbIX 00BEKTOB 6MONMOTEHHOro hoHaa, NEPBbIN 3K3eMnnsap AKTa O CnMcaHum co
CMMCKOM U JOKYMEHTOM, NOATBEPXKAALLMM BbIObITUE, NepeaaeTcs B Oyxrantepuio,
BTOPOW 9K3EMMNNSAp OCTaeTcs B MogpasfenieHnu, OCyLLeCcTBSALWEM yyeT OubnnoteuHoro
doHaa.

Ha ocHoBaHMM AKTa O CNUCaHMM UCKMOYEHHbIX 0ObEKTOB BUBIMOTEUYHOrO CbOH/J,a
6nbnmnoTteyHoe nogpasgerneHne n 6yxranTepMﬂ BHOCAT USMEHEHNA B COOTBETCTBYHOLLINE
y4€eTHble JOKYMEHThI.

5.9. AKTbl O CIMCaHWN PErUCTPUPYIOTCS B KHUIe CyMMapHoro yyeta bubnmoteyHoro coHaa
(vnn gpyrom Buae permcTpa CyMMapHOro y4eTa BblObITUS JOKYMEHTOB, MPUHATOM B
6ubnuoTteke).

5.10. B pernctpaumoHHON KHMre (unv gpyrom Buge perncrpa uHaMBMayanbHoro ydeta
[OKYMEHTOB, NMPUHATOM B 61bnvoTeke) NnpocTaBnseTcs HoMep 1 Aata AKTa O cnucaHuu.

5.11. Bce nckntodaemble n3 ooHaa Gnbnmnotekn AoKyMeHTbI (KHUMK, XXypHanbl, apyrne
BUAbI LOKYMEHTOB) AOMKHbI ObITb COOTBETCTBYHOLMM 06pa3oM 0hOpPMIIEHbI:
crneumanbHbIM LUTEMNENEM AOIMKHbI ObITh NOralleHbl WTamnbl OUbnmoTeku.

5.12. ONeKTPOHHbIE CEeTEBbIE NOKarbHbIE AOKYMEHTbI YAANSATCA U3 3MEKTPOHHOM
BGUBNMoTEKM HA OCHOBaHUM AKTa O CMCAHUM C yKa3aHUEM MPUYNHBI UCKITHOYEHUS.
HavmeHoBaHWe, HOMep 1 AaTa akTa BBoAATCS B 6a3y AaHHbIX B KayecTse
MeTavHopMaLumm K COOTBETCTBYIOLLLEMY JOKYMEHTY.



Ha ocHoBaHuKM BBeOEHHLIX CBeAEHWI NporpaMMHbIM cnocobom hopmMupyeTcs nepeyeHb
AKTOB O cnncaHuu (peectp CyMMapHOro y4YeTa BblObITUSI CEeTEBbIX NTOKanbHbIX JOKYMEHTOB)
N NepeyveHb CNMCaHHbIX OO LEKTOB 3NIEKTPOHHOM OMBMOTEKM (peecTp UHAMBUOYanbLHOro
yyeTa BblObITUSA CETEBbIX FIOKaNbHbIX JOKYMEHTOB).

5.13. BbIObITNE 3MEKTPOHHbBIX CETEBbIX YAANEHHbIX JOKYMEHTOB HE 0GOPMIISIETCH
crneumanbHbIM JOKYMEHTOM. [oaTBepXaeHneM BbIObITUS ABMSIETCA UCTEYEHNE CpoKa
OENCTBUA OOKYMEHTa (4OoroBopa, KOHTpaKTa, NIMLEH3NOHHOIO CorfalleHust),
0GOpMIEHHOrO Ha NpaBo A0CTyna K onpedeneHHon 6ase AaHHbIX (MakeTy) CeTEBbIX
OOKYMEHTOB, 1 OTCYTCTBME 4OroBOpa, KOHTpaKTa, NMMUEH3NOHHOrO CornalleHus,
0OPMIIEHHOIO Ha HOBbLIN CPOK.

5.14. ExxekBapTanbHoO, Npu ycrnoBun nameHeHuns coctasa OLIAN, obwme ceeaeHns o
KONMYECTBE M CTOMMOCTM AOKYMEHTOB, CMMCAHHbLIX N3 BnbnunoTtevHoro oHaa, kKak obbekTa
0c060 LeHHOro ABMXMMOro MMYLLLECTBA, C YKadaHMeM nepeydHst AKTOB O CMIUCaAHUK, NPUYMH
1 HanpaBrieHWI BbIObITUA JOKYMEHTOB, NpeacTaBnsaTca yupeamTento. Konnyectso
BbIObIBAOLLMX JOKYMEHTOB HE LOIMKHO MPEeBbIlIaTh KOMYECTBA BHOBb MOCTYMNaLWMNX
OOKYMEHTOB B BUGNNOTEYHbIN hOHA.

VL. YyeT utoroB gBmxeHusa o6ubnmorevyHoro poHpa

6.1. Torn aBmxeHnss oHO0B NOABOAATCA B KHUre CyMMapHOro yvyeta bnubnmnoteyHoro
doHaa (Unn gpyrom perncTpe CyMMapHOro y4eTa, NPpUHATOM B BUMBNnMoTeKke) Ha OCHOBaHUM
AaHHbIX CYMMapHOro y4yeTa O NOCTYNMeHUN 1 BbIObITUM AOKYMEHTOB.

WNToroBble AaHHbIe UMEIOT YeThbipe 06s3aTenbHbIX NoKasaTens: COCTOANO0 Ha Havaro roaa,
MOCTYNMWIIO 3a rof, BblObINO 3a rofl, COCTOUT Ha KOHeL, rofa.

MToroBble AaHHbIE MO 3MEKTPOHHBLIM CETEBLIM yAaneHHbIM JOKyMeHTaM NpeacTaBnsaoTCs
cneayLLMMy nokasaTensaMm y4eTHbIX e4MHUL: COCTOSNO Ha Havyano roga, opopMIeHo B
OOCTYN B TeYEHMe rofa, JOCTYN NpekpaLleH B TeYeHne roga, COCTOUT Ha KOHel, roga.

6.2. CBegeHunst 06 NTOroBbIX AaHHbIX (OUKCUpYOTCS B hopMe rocyaapCTBEHHOMN
CTaTUCTUYECKON OTYETHOCTU N NPEACTaBNATCA A4NA Lenen rocygapcTBEHHOM

CTaTUCTUYECKON OTHETHOCTU.

NTtoroBble AaHHble 06 0OMeHHOM hoHAEe He BkNtoYarTcs B 06OLLME NokasaTenu
BubnmoTeyHoro oHaa.

VII. MpoBepka HanNM4YMA JOKYyMEeHTOB 6ubnunoTteyHoro ¢poHaa

7.1. NpoBepka Hanm4ma JOKyMeHTOB bubnunotedHoro poHaa (aanee - nposepka oHaa)
npon3BognTCA B obs3aTenbHoM nopsagke:

Nnpwn BbIABINEHNN (.baKTOB XULLEeHU4A, 3noyn0Tpe6neva Mnn nop4n OOKYMEHTOB,;

B CINy4Yae CTUXuMHOro 6eACTBUS, NoXapa Unu Apyrmx YpessblyaiHbiX CUTyauun,
BbI3BaHHbIX 3KCTpeMaribHbIMK YCIOBUSIMU;

npv peopraHn3aLmnmn Unm MKBuaauum ouénmoTeku.

Ons npoeseaeHnA NnpoBepokK pykosoguTerieM opraHn3aunm Ha3Ha4aeTcqa KOMUCCuA, B
COCTaB KOMUCCUKM OO0J1KeH BXOAUTb NpeacrtaBuUTeslb 6yxranTepV||/|.

7.2. lNpoBepka hoHaa B NaHOBOM Mopsiake OCYLLECTBASETCH B CreaytoLmne Cpoku:



[OKYMEHTbI, MeloLLIME B 0DOPMIIEHUN AparoLeHHble MeTan bl U (UNn) AparoueHHble
KaMHW - eXXerofHo;

dOoHA peaKnX U LIEHHbIX KHWUT - 0auH pa3 B 5 neT;

doHabl B1bnroTek 4o 50 ThicAY yY4eTHbIX e4MHUL, - OOUH pas3 B 5 neT;

doHabl 6ubnmoTtek oT 50 ao 200 ThicAY YY4ETHbIX €OUHUL, - OOAUH pa3 B 7 NET;

doHabl 6MbnmoTek oT 200 ThicAY A0 1 MUNNMOHA YYETHBLIX eauHNL, - oanH pa3 B 10 ner;
doHAbl OMbnmoTek oT 1 40 10 MUNIIMOHOB YYETHbIX €ANHWL, - OAWH pa3 B 15 nerT;
doHabl 6ubnmoTtek oT 10 Ao 20 MUNNMOHOB YYETHbIX eOUHUL, - 0auH pa3s B 20 neT;

doHabl 61GnuoTek cebille 20 MUNMMOHOB YY4ETHBIX €AMHNLL - 1 MUTNIIMOH 9K3eMMNISPOB B
rog.

MnaHoBasi NpoBepka oHAa BUOBNNOTEKN MOXKET OCYLLECTBATLCS NO3TANHO B
COOTBETCTBUM C rpacdnKoM NpoBeaeHMS MPOBEPKN BCcero hoHAA UMnn ero 4actu (B TOM
yncne peakux U LLEHHbIX KHUT) C onpederneHneM CpoKOB 1 KONMYECTBa NaHMpyeMoro
obbema paboTbl.

7.3. MMpoBepka 3MeKTPOHHbIX CETEBbIX JIOKamnbHbIX JOKYMEHTOB OCYLLECTBNSIETCS MO
KONMYECTBEHHbIM NokasaTtesnsiM, a Takke No KOHTPOSbHbIM CyMMaM, NMO3BONSIOLLNM
BbISIBUTb U3BMEHEHNSA B JOKYMEHTE.

MpoBepka AOCTYMHOCTM 3MIEKTPOHHbIX CETEBbIX YAANeHHbIX JOKYMEHTOB OCYLLECTBISIETCS
C aflpecoB BX0O[a, YKa3aHHbIX B PerMcTpe MHAVBUAYaArbHOIO yyeTa.

7.4. lNpoBepka BCcero poHaa UnNmn ero YacTu 3aBepLUaeTCsd COCTaBNEHNEM akTa O
pesynbTaTax NpoBeAEHUS NMPOBEPKN HANNYUSA AOKYMEHTOB BMGMOTEYHOro dhoHaa u
NPUNOXeHNeM K HEMY CrMCKa OOKYMEHTOB, OTCYTCTBYIOLLMX MO HEYCTaHOBMEHHOWN
npUYnHe.

B akTe thukcupytoTca cBegeHUsa 0 KonnyecTee AOKYMEHTOB BubnuoTeyHoro choHaa no
AaHHbIM y4eTa; JOKYMEHTOB, MMEIKOLLUXCS B HANMYMK; JOKYMEHTOB, OTCYTCTBYIOLLMX B
BrbnmoTeyHoM choHAE NO HEYCTaHOBMEHHOW NpuyMHe. B akTe Takke ykasblBaOTCs HOMepP
1 gaTta akta 0 NpoBeAeHun npeablayLien NpoBepKn. AKT C NPUMOXKEHMEM CMCKa
OOKYMEHTOB, OTCYTCTBYHOLLKUX MO HeyCTaHOBﬂeHHOVI npunynHe, noanmncbiBaeTca
npeacenatenemM v YneHaMmm KOMUCCUM U YTBEPXKOAETCH PYKOBOAUTENEM YUPEXOEHMS.

7.5. Mpw BbISIBNEHUM B MpoLecce NpoBepky ooHaa OTCYTCTBYHOLLMX JOKYMEHTOB U
HEBO3MOXXHOCTW YCTaHOBIEHUS BUHOBHbIX JML, YObITKM MO HeAoCTa4aM CrUCbIBAlOTCS B
COOTBETCTBUM C AEUCTBYIOLMM 3aKOHOAATENbCTBOM.

VIIl. Denonpou3BoACTBO B opraHusaumm yyeta 6ubnmorteuHoro ¢oHaa

8.1. OpraHusaumsa paboTbl C JOKYMEHTaMu No yyeTty 6ubnumotevHoro goHaa
OCYLLECTBNSAETCA MO NpaBunam Be4eHUs Aeno-Nnpov3BoacTBa.

8.2. Cpoku xpaHeHUs JOKYMEHTOB yCTaHaBMNMBAKTCHA B COOTBETCTBMU C [Npurkazom
MuHucTepcTBa KynbTypbl Poccuiickon ®egepaummn ot 25.08.2010 N 558 O6 yTBEpKAEHUN
"lNepeyHs TMNOBbLIX YrpaBreHYeCKUX apXMBHbIX JOKYMEHTOB, 06pasyoLLmMXcs B npouecce
AEeATeNbHOCTU rocyAapCTBEHHbIX OPraHoB, OpraHoB MECTHOro caMoyrnpaBreHus u



OopraHusauum, ¢ ykasaHMeM CPOKOB XpaHeHus", 3aperncTpmpoBaHHbiM MuHiocToM
Poccuiickon ®egepanmm 08.09.2010 N18380.

8.2.1. NocTosHHO, A0 NUKBUAALMM OMONMOTEKM, XPAHATCS PEMUCTPbLI MHAUBUAYATNBHOIO U
CyMMapHOro y4yeTta A0KYMEHTOB 61MbnunoteyHoro dpoHaa (permcTpaumoHHbIE KHUTN,
WHBEHTApPHbIE KHWUMM, KHUTU CYMMAapHOro yyeTa, y4eTHbIN KaTanor, Tonorpadguyeckne onmcu
1 KaTanoru).

8.2.2. B Te4eHne gecaTtun neT xpaHaTcs AKTbl O CIMCAHUN UCKIMIOYEHHBLIX 00HEKTOB
61bnmnoTeyHoro poHaa 1 akTbl O Npueme-nepeaaye CnMcaHHbIX 00 bLEKTOB BMONIMOTEYHOrO

doHaa.

8.2.3. B TeyeHne NaTK NET XpaHATCS NepBUYHbIE yYEeTHbIE JOKYMEHTbI, NOATBEPXAAloLMne
NoCTynfeHne JOKYMEHTOB B OMONMOTEYHbIM OOH (HaKNagaHble, akTbl O MPUEME, aKTbl
cAaun-npuemMKn).

8.2.4. [1o0 okOHYaHu1s oYepeHOW NPOBEPKN POHOA XPaHATCS akTbl O pesyrbTaTax
npoBeaeHNsI NPOBEPKM HANN4YMsa JOKYMEHTOB 6nbnmnoTtevHoro coHaa.

' MpaxdaHckuli kodekc Poccutickoli ®edepauuu. Yacms emopas om 26 siHe. 1996 2. N 14-
@3 // Cobp. 3akoHoOamernbcmea Poc. ®edepauyuu. - 1996 2. - N 5, cm. 410. - ¢.1110 -
1296.



