3apeructpmnpoBaHo B MuHiocte Poccum 14 mas 2013 r. N 28390

MMWHUCTEPCTBO KY/IbTYPbl POCCUCKOM ®EAEPALIUU

MPUKA3
oT 8 oKTA6pA 2012 r. N 1077

Ob YTBEPKAEHUN NOPALOKA
YYETA JOKYMEHTOB, BXOAALLNX B COCTAB BUBJIMOTEHHOIO ®OHAA

Bo wucnonHeHnne nyHKkTa 6 ctatbm 12 ®depepanbHoOro 3akoHa oT 29.12.1994 N 78-d3 "O
6ubnnoteuHom agene" (CobpaHue 3akoHoaaTenbcTBa Poccuitickot deaepaumnm, 1995, N 1, ct. 2; 2004, N
35, c1. 3607; 2007, N 27, c1. 3213; 2008, N 30 (u. 1), 3616, N 44, ct. 4989; 2009, N 23, 2774, N 52 (I v.),
CT. 6446) npuKasbiBalo:

1. YtBepautb [opagoK y4vyeTa [AOKYMEHTOB, BXOAAWMX B CocTaB 6ubanoteyHoro ¢oHaa
(npunorkeHue).

2. KOHTPO/b 33 UCMONTHEHMEM HACTOALLEro NPUKA3a BO3N0XUTb Ha CTAaTC-CEKPETapA - 3aMeCcTUTeNs
MuHUCTpa KynbTypbl Poccuitickon ®Pegepaunu .M. Usnnesa.

MuHucTp
B.P.MEJWHCKUN

MpunoxkeHune

K NpmKasy MMUHUCTEPCTBA KYNbTypbl
Poccuiickoin Pepepaumm

o1 08.10.2012 N 1077

noPAA0K
YYETA JOKYMEHTOB, BXOAALLMNX B COCTAB BUB/IMOTEYHOTO ®OHAA

|. Obuwme nonoxKeHms

1.1. YueT pokymeHTOoB BnbanoteyHoro ¢oHAa ABASETCA OCHOBOM OTYETHOCTM M MAAHUPOBAHUSA
AeAaTenbHOCTU BUBAMOTEKN, CNOCOBCTBYET 0H6EecneyYeHMo ero CoOXpaHHOCTH.

1.2. YyeT BK/OYAET pPerMcTpaumio NocTynieHns AOKYMEHTOB B 6MBAMoTeUYHbI GOHA, UX BblBbITUSA
n3 ¢oHaa, UTorosble gaHHble 0 BeandmHe (ob6beme) Bcero 6UbGANOTEUHOro doHAA U ero noapasaenos,
cToMmocTb poHaa.

1.3. OcHoBHble TpeboBaHUsA, NpeabaBademble K yYeTy bubnnoreyHoro ¢poHaa:

No/sIHOTa U OCTOBEPHOCTb YYETHOM UHPOPMaLUW;

onepaTMBHOCTb;

AOKYMEHTUPOBaHHOE 0GOPMIEHMNE KaXKA0ro NOCTynAeHns B GOHA, U KaxKaoro BblbbITUA U3 POHAa;

COBMECTUMOCTb MPMemMoB 1 Gopm y4yeTa, UX HAAEKHOCTb MPWU MapaniebHOM WMCMONb30BaHUN
TPaAULMOHHOM M aBTOMaTUM3NPOBaHHOW TEXHOIOMMIA yyeTa;

COOTBETCTBME HOMEHKNATypbl Mokas3atenen yyera ¢GoHAA aHANOTUYHBIM  MOKa3aTensm
rocyapcTBeHHoN 6UBAMOTEUHOM CTaTUCTUKM.

1.4. YyeTy nognexkat Bce [AOKYMEHTbl (MOCTOAHHOrO, A/UTENbHOrO, BPEMEHHOro XpaHeHus),
noctynatwolume 8 ¢poHa 6ubavoTekn u BbibbiBaOWMe M3 GoHAa BUBANOTEKM, HE3aBMCMMO OT BMAA
HocuTens.
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1.5. YyeT p[OKYMeEHTOB BeAeTcA B pPerucTpax MHAMBMAYA/NbHOIO M CYMMApHOro y4yeTa B
TPaAULMOHHOM U (MN) SNEKTPOHHOM BUAE.

1.5.1. Pernctpamn MHOMBUAYANbHOIO y4veTa AOKYMEHTOB ABAAIOTCA: PErncTpaumMoHHas KHUra,
KapTo4yKa perncrpauun Ha onpegeseHHbln BUA AOKYMEHTa AN ras3eT, JKYpPHasioB, APYrMx BUAOB
OOKyMeHTOB. [lonycKaeTcA TaKKe perucTtpamu MHAMBUAYANbHOFO y4YeTa CcyMTaTb Tonorpaduyueckyto
onuch (Katanor), y4eTHbll KaTanor, yYeTHblin ¢aiin ¢ BbixogHbIMM dopMamu, GopMUPYEMbBIMU B MOPAAKe
WMHBEHTAPHbIX UM UHbIX NOEHTUDUKALMOHHBIX HOMEPOB AOKYMEHTOB.

Pernctpbl MHAMBUAYANbHOFO y4YyeTa AOKYMeEHTOB BuBAMOTeYHOro doHAa COAepkaT PEKBUSUTHI,
MAEHTUOMLMPYIOLIME KAXKAbIN AOKYMEHT C YKa3aHMEM CBEAEHMA O MOCTYNJAEHUU OOKYMEHTa M O ero
BbIObITUM U3 BUBAMOTEYHOTO POoHAA.

1.5.2. Peructpamm CyMMapHOro y4yeTa JAOKYMEHTOB ABAAKOTCA: KHUIAa CYMMapHOro y4eta
6ubnnoteyHoro ¢oHAa, AUCTbI CYMMAPHOrO y4yeta 6ubanoTeyHoro ¢oHAa, KypHan. [onycKawoTcs
pasnnyHble MoAMOUKALMM KHUITM CYMMAPHOro ydyeta. HesaBucMmo oOT BMAA YYETHOrO LOKYMeEHTa
PEerucTpbl CYMMAPHOTO y4eTa COAEePKAT TPU B3aMMOCBA3aHHbIE YacTu:

"MocTynneHne AOKYMeHTOB B 6BubanoTeuHblii doHA",

"BbIbbITWE AOKYMEHTOB M3 6BUBAMOTEYHOrO PpoHAaa",

"Utorn asuxkeHusa bubamnoteyHoro ¢poHAa: UTOroBbIE AaHHbIE HA KOHEL, OTY4ETHOro nepuoaa’.

O606WeHHblE AaHHbIE OTPAXKAKOTCA B KAXKAOM YacTU PErMcTpa CyMMAPHOro yyeTa. B 31eKTpoHHOM
CMUCTEME YYeTa 3TM YaCTU UHTErPUPYIOTCA B €4MHbBIN YYETHbBIN Gann.

1.6. CymMapHbIi U UHAMBUAYANbHBIN y4eT PoHAA BeAEeTCA CTPYKTYPHbIMM NogpasseneHuamu
61bAMOTEKM, B BEAEHMM KOTOPbIX HAXOAMUTCA KOMMAEKTOBaHME GOHAA, a TaKKe noapasfeneHUsmM,
obecneynBalOWMMN XPaHEHME W WUCMONb30BAHME 3aKpenseHHblX 3a HMMM YacTeit obuwero ¢oHAa
61bnnoTeku.

1.7. Cratuctmyeckasa uHpopmauma o popmupoBaHMm 6ubnnoTeyHoro ¢oHaa Mo UToram roga
npeacrasaseTca B [NaBHbl MIHOOPMALNOHHO-BbIYUCIUTENBHDBIN LLEeHTP MUHKYyAbTYpbl Poccuu.

Il. EgMHMUBI yyeTa BUbAMoTeYHoro poHaa

2.1. BennumHa (06bem) n asukeHne GpoHaa N3MepAoTCA B YHUDULMPOBAHHbIX €ANHULAX YUeTa.

OCHOBHbIMW eguHULAMM Yy4YeTa OOKYMEHTOB 6MbAnoTeyHoro ¢oHAa ABAAOTCA 3K3eMNAsp U
Ha3BaHWe, AN raseT - r040BOM KOMM/IEKT U Ha3BaHue.

JononHuTenbHbIMM eauMHMUaMKN ydeTa ¢GoHAa ABAAIOTCA rOA0BOM KOMMIEKT, MEeTPOmnoKa,
noALwmeKa (nepenneTHas eaAnHNLA); ANA SNEKTPOHHbIX AOKYMEHTOB - eAMHMLIA NaMATU AAHHbIX.

2.2. O6buwana BennunHa 6MbanoTedHoro ¢poHAa B LENOM U ero NoApPasAenos, B TOM YMC/e CeTeBbIX
NIOKa/IbHbIX AOKYMEHTOB M CETEBbIX YAaNeHHbIX AOKYMEHTOB, YUMTbIBAeTCA B 3K3eMnaApax, HOBble
NOCTYN/IEHUA - B 3K3eMnaApax M Has3BaHMAX. YMCNO rofAoBbIX KOMMAEKTOB raseT NpupasHMBaeTCA K
YUCNY K3EMNAAPOB.

Il. YyeT LOKYMEHTOB NO BMAAM N KaTeropmam

3.1. MNeyaTHble U3gaHUA U HEONYBNMKOBaAHHbIE AOKYMEHTbI

K neyaTHbIMU M3OAHUAM OTHOCATCA TUPAXKMPOBaHHbIE U34aHUA, NOJIYYEHHble NeyaTaHUeM WK
TUCHEHMEM, noaurpaduyeckm CcamocToATeNlbHO OGOPMIIEHHbIE: KHUMM, BpPOLLIOPbI, KYpPHasbl,
npoao/Kawowmeca WU34aHUA, UCTOBble  W34aHWA, raseTbl, W30M34aHWA, HOTHble W34aHus,
KapTorpapuyeckne M3gaHusa, HOPMATMBHO-TEXHMYECKME U TeXHUYECKMe AO0KYMeHTbl, aBTopedeparbl
auccepTaumi.

K Heonyb/AMKOBaHHbIM [OKYMEHTaM OTHOCATCA PYKOMUCHbIe OOKYMEHTbl (PYKOMUCHbIE KHUMU U
apXMBHble AOKYMEHTbI), @ TaK¥Ke [AOKYMEHTbI, U3roTOB/IeHHbIe B eANHUYHbIX S3K3eMNAsApax, ABAAloLmMecs
06bEKTaMU WHTENNEKTYaIbHOW COBCTBEHHOCTU (4EenOoHMpPOBaHHbIE HayyHble pPaboTbl, AuccepTauuu,
NPenpUHTbI, OTYETbl O Hay4YHO-UCCAeAOBaTeIbCKMX paboTax, nepesoapbl, ONUCaHUA anropuTMoB U
nporpamm 3BM, NpoeKTHO-KOHCTPYKTOPCKasA AOKYMEHTALMA), TaKTU/bHbIE PYKoAe/bHble U34aHua Ans
cnenbix N cnabosnaauMx. PyKOnNUCHbIe AOKYMEHTbI, Bxodsuine B 6ubnnoteuyHble GpoHAbI, ABAAOTCA
coctaBHOM 4actblo ApxmsBHoro ¢oHma Poccuitckon degepaumm U yUUTbIBAIOTCA B COOTBETCTBUM C
HOPMaTUBHbLIMW M MPaBOBbIMU aKTaMM MO yYeTy apXMBHbIX JOKYMEHTOB W HacToALWmMM MNopaakom.



3.1.1. KHuru 1 6poLtopbl yYUTLIBAKOTCA B IK3EMNAAPAX U Ha3BaHUSAX.

Kak oTaenbHbIl 3K3eMNAAP M KaK OTAE/NbHOE Ha3BaHWE YYUTbIBAKOTCA:

Kaxkgoe oTaenbHoe usgaHue (KHura, bpoutopa);

Karkgoe Bxogsliee B KOHBOJIIOT U3Z4aHUE;

Ka*Kabl OTAENbHbIA TOM (BbIMYCK, YaCTb) MHOFOTOMHOIO M34aHWA, UMEILWMIA MHANBMAYabHOe
3arnasue;

Kaxaaa u3 Opolwtop, BbINYWEHHbIX B 0ObeAMHAIOWEN WX W34aTe/IbCKOM ManKke, 06/10XKKe,
MaH¥XeTKe;

KarKgas KHUra wav 6powtopa, BXOAAWAA B KHUXKHYIO Cceputo  (HYMepoBaHHY Uau
HEeHYMepOBaHHY!I0);

OTAENbHO M3ZaHHble MPUIOKEHUA K KHUraM 1 Bpolutopam, MmeroLlmne MHAMBUAYaNbHOE 3ariaBme
N CaMOCTOSITE/IbHOE 3HaYeHue.

3.1.2. [JOKyMeHTbl, BbINOJHEHHbIE pefibePHO-TOYeYHbIM WpnudTom (wWpudTom Bpannsa),
YUYMTbIBAIOTCA B 93K3EeMMAAPAX M Ha3BaHUAX.

JK3eMNAAPOM AN1A AaHHOTO BUAA M3AAHUIN ABNAETCA KarKAaa U3 KHUT KOMMJIeKTa, 06beaMHEHHbIX
06LWUM Ha3BaHUEM.

Kak oAHO Ha3BaHWe Y4YMTbIBAETCA KOMMAEKT U34aHUA, HE3aBMCMMO OT YMcia BXOAALWMX B HEro
KHUT.

3.1.3. }ypHanbl M NpoaoKaloWMecs U34aHMA YUNTbIBAIOTCA B IK3EMMNIAPAX M Ha3BaHUAX.

JK3EMNNAPOM CYMTAETCA HOMEP, TOM, BbIMYCK, U34aHHblE MO OTAE/NbHOCTU, @ TaKKe KOMMIEKT
HOMEepOB, TOMOB, BbINYCKOB, NepenieTeHHbIX B 04MH 610K U34aTe/IbCTBOM.

Kak ogHO HasBaHME Y4MTbIBAETCA KOMIJIEKT HOMEpPOB, TOMOB, BbIMYCKOB, 06pa3syloLMX
OTAE/NbHYIO eAuHULY C OT/IMYUTENIbHbIM 3arnasmem. MpU M3MEHEHWW 3arnaBus HOBOM Y4YeTHOM
eauHULEeN cunTaeTcs usgaHue, eciv UsMmeHeHWe BHeCEHO B NepBble NATb C/I0B 3ar1aBus.

MepuoanyeckMe TMPUNOKEHMA K  KypHanam, BbIXOAALME CaAaMOCTOATE/IbHO, UWMetlowme
WMHAMBUAOYANIbHOE 3ar/faBMe M COBCTBEHHYIO HYMEPALMIO, YUUTBLIBAIOTCA KaK OTAE/IbHble 3K3eMNAaApbl U1
OTAeNbHble Ha3BaHMA.

Kaxpgana cepus nNpoAo/KaloLIerocs Mu3gaHua, WMeloWwas WHAMBUAYanbHOe 3arnaBue U
COBCTBEHHYIO HYyMepaLMIO BbIMYCKOB, YUUTLIBAETCA KaK OTAe/IbHOEe Ha3BaHue.

Kaxgbli camocToATeNbHbIM TOM (BbINYCK) NPOAO/IKAIOLLErOCs M34aHUA  Yy4YMTbIBAaeTcA Kak
oTAenbHOe Ha3BaHue.

3.1.4. Ta3eTbl y4MTbIBAOTCA B rOA0BbIX KOMMNAEKTAX M Ha3BaHUSAX.

Kak oAHO Ha3BaHWE YuYUTbIBAETCA KOMMIEKT ras3eT, 06pasylowmx OTAENbHYI eANHULY C
OT/INUYMTENbHbIM 3arnasmem. MNpu N3MeHeHUM 3arnaBus HOBOW YYETHOW eAMHULEN CUNTAETCA U3gaHue,
€C/IN U3BMEHEHNE BHECEHO B NepBble NATb C/IOB 3arn1aBus.

OpHoaHeBHble (pa3oBblie) raseTbl y4MTbIBAIOTCA B 9K3eMNiapax (HoOMep, BbINyCcK) U Ha3BaHUAX.

OTAenbHO M34aHHble NepuoaMyYeckue MNPUNOXKEHUS K raseTam, MMelolmMe WHAMBUAYyanbHOe
3arnaBue U cobCTBEHHYIO HYMEpPaLMIO, YYUTbIBAOTCA CAMOCTOATENbHO.

3.1.5. M3omspgaHusa (anbbombl, KOMMIEKTbl, OTAE/bHble J/INCTOBble M3AaHMA) U penbedHo-
rpaduyeckue nocobua ans cnenbix 1 cNaboBUAALLMX YYMTbIBAOTCA B SK3EMMIAPAX U HAa3BaAHUSAX.

KaK oTAenbHbIl 3K3eMNAAp U OTAEe/IbHOE Ha3BaHMe YYUTLIBAETCA KakAablA IUCT (BbINYCK) cepumn
NU3013aaHUI, He 06beANHEHHbIe U3A4aTeNbCKOM NanKkoin (0610XKOMW, MaHXeTKown).

JNlnctoBble U3gaHuA, 0bbeauHEHHble U34aTeNbCKoN Nankoin (0B6N10XKKOW, MaHKeTKoMn, 0bepTKol),
YUYMTLIBAOTCA KaK O4MH 3K3eMNIAp U OAHO Ha3BaHMe.

3.1.6. HOTHble U34aHUA yUNTBLIBAIOTCA B IK3EMMAAPAX U HA3BAHMUAX.

Kak oTgenbHble 3K3eMNaapbl U OTAE/IbHbIE HAa3BaHMA YYUTLIBAIOTCA:

camocTosTeNlbHble HOTHbIe U3AaHusA, 06beANHEHHbIE B 04HOM NepenneTe (KOHBOIOTE);

oTAeNbHble NapTuK (ronoca) U NapTUTypa (KNaBup), M3gaHHble pasaesnbHo.

Kak oauH aK3emnaap M 04HO Ha3BaHWE YYUTbIBAOTCA:

oTaenbHble NapTumn (rosioca), o6beAUHEHHble C NapTUTYPOK (KNaBMPOM) B OAHOM M3ZaHMU, a
TaK»Ke NapTum, obbegMHeHHble U3aaTeIbCKoM NanKkol (06103KKoi).

3.1.7. KapTorpaduueckme nsgaHmns yunTbiBalOTCA B SK3EeMNASAPAX U Ha3BaHUAX.

Kak oTaenbHbIl 3K3eMnaAp M 0TAe/IbHOE Ha3BaHUE YUMTbIBAOTCA:

aTNacbl, COCTOALNE M3 OTAENbHbIX HYMEPOBAHHbIX UM AATUPOBAHHbIX BbINYCKOB;



KaXKAbli BbIMYCK CEPUIAHOrO M3aHMA KapTbl UAK aTiaca.

Kak oAMH 3K3emnasp M OAHO Ha3BaHME YUUTbIBAETCA KapTa, M3AaHHaA Ha HECKONbKUX NUCTax
(noanexalmx ckneike), ob6begMHEHHbIX OBLLIMM 3arnaBmMem.

MHoOrotomHble  (MHOronncToBble) KapTorpaduyeckme wusgaHusa, O0b6beAUHEHHble 0bWuMm
3arnaBMeM, y4UTbIBAOTCA NO KOJIMYECTBY TOMOB U O4HOMY Ha3BaHUIO.

OTaenbHO M34aHHble, HO HEe MMeLWMe CaMOCTOATENbHOrO 3HayeHMA KapTorpaduyeckue
NPWUIOXKEHNA K Pas/IMYHbIM M3ZaHUAM (KHMram, 6poltopam, KypHanam) y4yuTbIBAlOTCS eaMHbIM
KOMMNIEKTOM C OCHOBHbIM U34aHNEM.

3.1.8. HOpMaTUBHO-TEXHUYECKME U TEXHUYECKME AOKYMEHTbl (MaTeHTHble AOKYMEHTbl, TUMOBbIE
NPOEKTbI M YEPTEXKM, KAaTaNOrM NPOMbILAEHHOrO 060PYAOBAHUA N U3LENNIA, HOPMATUBHbIE AOKYMEHTbI
Nno CTaHAApPTU3aLMKN, TEXHUYECKME YC/0BMA, PyKOBOASLWME AOKYMEHTbl WU MpaBuaa) y4yuTbiBalOTCA B
3K3eMNAspax U Ha3BaHUSX.

Kak oAMH 3K3emnnsp U 04HO Ha3BaHME Y4YMTbIBAIOTCA CTAHAAPTbl M KaTasorm NpPOMbIWAEHHOro
obopyaoBaHMA M U3a4enui, BbiNyleHHble B 06beanHAOWEN UX M3aaTeNbCckoi nanke (0b610xKe) npu
Ha/IMYMM Ha NankKe obLWEeN LLeHbI, COAEPrKaHMA BCEro U34aHUsA, eAMHbIX BbIXOAHbIX AAHHbIX.

Kak oTaenbHbIA 3K3eMnasap M OTAEe/NbHOE Ha3BaHWEe Y4YMUTbIBAKOTCA CTaHAapTbl W KaTasioru
NPOMbILIIEHHOTO 060PYA0BaHNS U U3AENUIA, ApYyTrMe crneuuanbHble BUAbl JOKYMEHTOB, BbiMyLWEeHHble B
BMAE OTAENbHbIX NUCTOB, €C/IN KaXabli U3 HUX UMEET CBOW BbIXOAHbIE AaHHbIE, LLEHY, TUPaXK, Aaxe
€C/In OHY 06beANHEHDbI OAHOWN N3AaTeIbCKOM Nankon (06103KKoi).

3.1.9. Heonyb6AnKoBaHHbIe AOKYMEHTbI YYUTbIBAIOTCA B IK3EMMNASPAX U HAa3BaHUSX.

Kak oauH aK3emMnaap M 04HO Ha3BaHWE YYUTbIBAOTCA:

AENOHUPOBaHHaA Hay4yHaa paboTa (KOMMAEKT, COCTOAWMIA M3 ABYX 3K3emMnaaposB paboTbl) u
CONpPOBOAUTENbHbIE AOKYMEHTbI;

Heonyb6AMKOBaHHbIE AOKYMEHTbI, COPOLLOPOBaHHbIE AN COAEP KALLMECA B OTAENbHOM NarnkKe.

[N KOHCTPYKTOPCKON AOKYMEHTALMWN eAMHULEN yYeTa ABAAETCA YepTeX MM MOAHbLIA KOMMNEKT
KOHCTPYKTOPCKUX SOKYMEHTOB, OTHOCALLMXCA K OAHOMY U3AENUI0 (06BbEKTY).

3.1.10. O6bHOBNssIEMOE MeYaTHOE M3AaHME YYMTLIBAETCA KaK OTAe/ibHOe HasBaHWe W OTAENbHbIM
3K3emMnasp Npuv MNEepBUYHOM NOCTYNAeHMM B 6MbnmoTeky. lNocneayrowme MNOCTYNAEHUA BKNALHbIX
INCTOB, NpeAHa3sHA4YeHHbIX A1A AOMOJIHEHMA WAW 3aMeHbl COOTBETCTBYHOWMX JIMCTOB B U34aHUM,
OTAEeNbHOMY YYeTy He noa/ierar.

3.1.11. ®akcuMunbHOE N34aHME YUNTLIBAETCA KaK OpUTrMHan.

3.2. AygmosusyasnbHble AOKYMEHTbI

K ayguoBu3yanbHbIM  OOKYMEHTaM  OTHOCATCA  POHOAOKYMEHTbl,  BUAEOAOKYMEHTDI,
$GOTOAOKYMEHTbI, KWNHOLOKYMEHTbI.

3.2.1. EgumHnuamm yyeta GOHAA ayAMOBM3YyasibHbIX OOKYMEHTOB ABAAIOTCA 3IK3EeMNAAp WU
Ha3BaHue.

Kak oTaenbHbI 3K3eMNAAP YYUTbIBALOTCA:

OMCK - ANA TPAMMNIACTUHOK;

KaTyLLKa, KacceTa uamn 606MHa - 41A MarHUTHbIX GOHOrPamm;

KacceTa - AN BUAEOA0KYMEHTOB;

Kaap - 414 GOoTOLOKYMEHTOB (AMano3nTUBOB, CNakaoB);

606u1Ha - N8 KUHODUIBMOB.

Kak o4HO Ha3BaHMe y4mTbIBaOTCA:

OTAENbHO BbINYyLLEHHAsA TPaMMIacTUHKa, KacceTa MbBO KOMNAEKT (anbbom) rpamniacTUHOK,
KacceT, 06beaMHEHHbIX OOLWUM Ha3BaHUEM;

MarHuTHas GOHOrpamma Ha OAHOW KaTyluKe (KacceTe), MarHMTHasa pOHOrpamMma Ha HECKObKUX
KaTyLwKax (KacceTax), 06beAMHEeHHbIX 06LWMM Ha3BaHMEM;

OTAEeNbHO U3AaHHbIN GOHOAOKYMEHT UM KOMMNAEKT GOHOAOKYMEHTOB, 06beANHEHHbIX 06LMM
3arnaBsuem;

KMHOOMABbM, AMaduabmM HE3aBUCMMO OT YMC/Ia COCTaBAAIOWMX YacTeld MAM KagpoB (ans
KOMMMEKTa AMano3nTneos).

3.2.2. AyanosusyanbHble AOKYMEHTbI, ABAAIOLMECA MPUNOKEHMEM K PA3/IMYHBIM MU3OAHUAM U
BbINONHAOLWME CAaMOCTOATENbHbIE GYHKLMK, A TaK¥Ke UCNoab3yemble B paboTe OTAeNbHO OT OCHOBHOTO



nU3a4aHnNA, MOryT Y4NTbIBATbCA KaK OTAEe/IbHble 3K3eMNNApPbI.

3.3. loKyMeHTbl Ha MUKpPOdOpPMaXx

K OKymeHTam Ha MUKpPOodopMax OTHOCATCA MUKPODUABMbI U MUKPODULLN.

3.3.1. EaMHMUaMM yyeTa JOKYMEHTOB Ha MUKPOGDOpPMaXxX ABAAKOTCA IK3EMNIAP U Ha3BaHMe.

IK3emMnAApoOM ANA AOKYMEHTOB HA MUKPODOpPMaXxX ABNAIOTCA: PYSOH - ANA MUKpodmabMoB; duLia
- Ana MmkpoduL.

Kak ofHO HasBaHWe y4UTbIBAETCA KOMMIEKT MUKPOOUABMOB MAN MUKpOPULW, 06beaUHEHHbIX
o6LWuUM 3arnaBmem, He3aBMCMMO OT YMCNA COCTABNAIOLLMX YacTe.

3.3.2. O6wmin o6vem GpoHAa AOKYMEHTOB HA MUKPOPOPMaX YUNTbIBAETCA NO KOJIMYECTBY PY/IOHOB
M GULL, BKIOYAA KONUK Pa3HbIX MOKONEHWUI (apxMBHble/pe3epBHble U NO/Ib30BaTENbCKUE).

3.4. DNEeKTPOHHbIE AOKYMEHTbI

K 2N1eKTPOHHbIM AOKYMEHTaM OTHOCATCA AOKYMEHTbl Ha CbEMHbIX HOCUTENAX (KOMNAKT-AWUCKW,
bnew-KapTbl); AOKYMEHTbI, pasMellaemble Ha XeCTKOM AMCKe KoMMbtoTepa (cepsepe) BUOBANOTEKU U
OOCTYMHble NoAb30BaTeNAM Yepe3 MHOOPMALMOHHO-TEIEKOMMYHUKALMOHHbIE CETU (fanee - ceTeBble
JIOKaNbHble AOKYMEHTbI); AOKYMEHTbI, pasMellaemble Ha aBTOHOMHbIX aBTOMATU3MPOBAHHbIX pPaboymx
CTaHUMAX BUBAMOTEKN (panee - WMHCTAaNNPOBAHHbIE AOKYMEHTbI); AOKYMEHTbl, PasMeLLeHHble Ha
BHELHUX TeXHUYECKUX CPeacTBax, Moayvyaemble H6GMBAMOTEKON BO BpPEMEHHOE MOJIb30BaHWE Yepes
MHOOPMALNOHHO-TENEKOMMYHUKALMOHHbBIE CETU Ha YCNOBUAX AOroBOpa, KOHTPAKTa, JMLEH3NOHHOIo
COrNalleHns ¢ NpounsBoanUTeNAMU MHPOPMaLUK (aanee - ceTeBble YAaeHHble LOKYMEHTbI).

3.4.1. EaMHMUaMK yyeTa SINEeKTPOHHbIX AOKYMEHTOB Ha CbeMHbIX HOCUTENIAX ABAAIOTCA IK3EeMNAAP
W HasBaHue.

3.4.1.1. KaK oTAENbHbIN 3K3eMNASAP YUUTbIBAETCA KaXKAbli aBTOHOMHbIM 06bEKT (KOMMNAKT-AMUCK).

Kak oTaenbHble 3K3eMnaapbl MOTYT YYMTbIBAaTbCA MPUIONKEHUA K PasIMYHbIM  U3LAHUAM,
BbINOJIHAOLWME CaMoCToATeNIbHbIE QYHKLMMK, a TaKkKe Ncnonb3yemble B paboTe oTAe/NbHO OT OCHOBHOTO
PENLELTER

Kak oTaenbHble 3K3eMnAsApbl HE YYUTbIBAKOTCA KOMMAKT-AWCKWU, €CAN OHU NpeacTaBnatoT coboi
BKIAAKY (BNIOXKEHWUE) B U3JAHWE UIN €70 HEOTHEMIEMOE MPUIOKEHME.

3.4.1.2. Kak 04HO Ha3BaHWe YYMUTbIBAIOTCA:

OTAEeNbHO BbINYLLEHHbIA KOMNAKT-AUCK;

KaXKAbl KOMNAKT-AUCK, BXOAALLMA B HYMEPOBAHHYIO UM HEHYMEPOBAHHYIO CEPUID /IEKTPOHHbIX
M3aaHui;

KOMMJIEKT KOMMAKT-AMCKOB, 06beANHEHHbIX OOLLMM Ha3BaHUEM;

M3[aHHblE B KayecTBE CaMOCTOATE/IbHbIX M34AHWN MPUIOXKEHUA K M34aHUaM Atoboro apyroro
BMAQ, UMelolmMe CcobCTBEHHOE 3arnaBve M AOMycKatowme WMX WMCnonb3oBaHWe 6e3 obpaweHua K
OCHOBHOMY M34aHWIO.

3.4.1.3. B gpoKymeHTax Ha ¢neww-KapTax Kak O4WMH 3K3eMNAp M OOHO Ha3BaHWEe y4yuTbiBaeTcA
Ka)kgoe LLeI0CTHOEe Npou3ssefeHne, MMetoLee CaMOCTOATEIbHOE 3arnasue.

3.4.2. EAMHMUAMM y4yeTa CeTeBbIX JIOKANIbHbIX WM WMHCTAAIMPOBAHHbLIX AOKYMEHTOB ABAAKOTCA
aK3emnaAp (yCNoBHAA eaUHMLA YYeTa) M Ha3BaHue.

Kak ogHO HasBaHWe y4yMTbIBaeTCA ULENOCTHOE MNpOM3BedeHMe, UMeloLlee CaMoCToATe/lbHoe
3arnaBue, BHe 3aBMCMMOCTM OT ero npeacTasaeHuna. Kak ogHa eanHULA yYUTbIBAETCA NONOJHAEMbIA U
06HOBNSIEMbI 3NEKTPOHHbIN AOKYMEHT.

JK3eMNNAPOM ABNAETCA AOKYMEHT B onpegefieHHoM dopmaTe XpaHEeHWs UAW NpeacTaBAeHus.
dopmaTbl OAHOM N TOW }Ke eAUHULbI KOHTEHTA YYMTbIBAOTCA OTAENbHO.

3.4.3. EaMHMLAMM y4yeTa ceTeBbIX YAa/IeHHbIX [AOKYMEHTOB ABAAOTCA 3K3emnaap (ycnoBHas
eANHMLA YYeTa) M HasBaHue.

Kak oAMH 3K3eMnnap M OAHO Ha3BaHME YUYUTbIBAETCA KaXAbli MONHOTEKCTOBbIA 3/1EKTPOHHbIN
OOKYMEHT, MMEILWMNI CaMOCTOATE/IbHOE 3arnaBue, BK/KOYEHHbIA B MaKeT, K KOTopomy odopmaeHo
npaBo AoCTyna y ero npoussoantens. Kak oaHa eauHULA YYMTbIBAETCA MOMOHAEMbIN U OOHOBASEMbIN
3NIEKTPOHHbIN JOKYMEHT.

IV. YueT nocTtynaeHnsa AOKYMEHTOB B 61MbanoTeuHbIn doHA,



JOKymeHTbl NocTynawT B 6MBAMOTEKY M BKAtoYatoTca B 6MBMOTeYHbI POHA B pesysbTaTe
NMoCTaBKM 06A3aTeNIbHOrO 3K3emMnasapa, MOKYMNKU (noanucku, obmeHa, OapeHus, MOXKepTBOBaHMUS,
KOMMpOBaHUA opurMHanos ns ¢oHaa 6ubanoTexn).

4.1. [OKYMEHTbl MNPUHUMAIOTCA NO MNEPBUYHLIM Y4YETHbIM JAOKYMeHTaM (HaknagHas, akKrT),
BKJ/1HOYAIOLLIMM CIUCOK NOCTYNAEHUN.

4.1.1. TMpuem [OKYMEHTOB, NOCTynawoWwmMx B 6uMbAnOTeKy 6e3 nepBUYHLIX AOKYMEHTOB Ha
6e3B0o3me3HOlN ocHOoBe (0b6s3aTesbHble 3K3eMNAAPbl, AENO3UTHbIE 3K3eMNAAPbl MeXAyHapOoaHbIX
opraHusaumii, 6e3Bo3me3aHble MNOCTYM/EHMA W3 HEU3BECTHbIX W  aHOHUMHbIX WUCTOUYHWMKOB),
odopmMNAETCA aKTOM O NPUeMe SOKYMEHTOB.

4.1.2. NMpuem OOKYMEHTOB, NOCTynatowmx B 6MbaM0oTEKY OT topuanyeckoro, pusnyeckoro nmua B
BMAE Oapa C YKasaHWMEM ero HasHayeHuAa Ans nonosiHeHua 6ubnmoTteyHoro ¢oHaa, odopmnsaeTca
[0roBOPOM MOXKEPTBOBAHWUA B COOTBETCTBUM C paxKAaHCKMM Koaekcom Poccuiickoint Pepepaumn (cT.
574, 582) <1>.

<1> MpaxaaHCKuMIA Koaekc Poccuinickon Pepepauun. Yactb BTopas oT 26 aHB. 1996 r. N 14-03 //
Cobp. 3akoHogaTenbcTBa Poc. Pegepaumn. - 1996 .- N 5, c1. 410. - C. 1110 - 1296.

4.1.3. MNpuem OOKYMEHTOB OT uuTaTeNer B3aMeH YTEPAHHbIX WU MPU3HAHHbIX PaBHOLEHHbIMMU
yTpayeHHbIM 0hOPMIAETCA aKTOM O NpUMemMe AOKYMEHTOB B3aMeH YTepsiHHbIX. B aKTe yKasbiBaeTtcs
dbamumnA, MHMLMaNbI YMTaTeNs, cBeaeHusa 06 yTepsaHHbIX U34aHUAX (PerncTpaumMoHHbIM HoMep, KpaTkoe
6ubnnorpadumyeckoe onucaHMe w3AaHUA, LeEHa), cBedeHMA O MPUHATbIX Wu3daHuax (KpaTkoe
6ubanorpadmyeckoe onmcaHne U3gaHus, LeHa), NoAnNUCK YMTaTensa u NPUHUMAaIOLLLEN CTOPOHDI.

4.2. OueHKa CTOMMOCTU MepUOaMYECcKUX M34aHUIM, NoCcTynalowmx B 6MbANMOTEKY Ha BpemeHHoe
XpaHeHWe, He NPOU3BOAUTCA.

4.3. lokymeHTbl, nocTynatowme B bnbaMoTeKy, nogneskaT CyMMapHOMY Y4YeTy.

4.3.1. CBeeHnsAs O BKAOYAeMbIX B BnbaMoTeYHbIN GOHAO AOKYMEHTaxX GUKCUPYIOTCA B KHUre
CyMMapHoro yyeTta 6ubanoTeyHoro poHaa UM B 4pYrom BULe peructpa cornacHo n. 1.5.2.

Pernctpbl cymmapHoOro yyeta AOJIKHbl MMETb 3aro/I0BOYHbIE AaHHble: HAMMEHOBaHME PEerncTpa,
HaMMeHOBaHWe OpraHusauuMun, nogpasgeneHva. B peructp BNMCbIBAOTCA AaHHbIE O MOCTYNMBLLEN
napTUU [AOKYMEHTOB: AaTa WM MNOPSAKOBbIA HOMep 3anucu (NOpAAKOBbIA HOMEpP 3amnnch eXXerogHo
HaunHaetca ¢ N 1), UCTOYHMK NOCTYN/EeHMA, HOmMep W AaTa MNEepBUYHOIO YYETHOro AOKYMEHT],
KOJIMYECTBO MOCTYMMBLLMX 4OKYMEHTOB U CTOMMOCTb.

4.3.2. CyMMapHbIA y4yeT NOCTYNAEHUA SNEKTPOHHbIX CETEBbIX NOKaNbHbIX AOKYMEHTOB BeAETCA B
3/IeKTPOHHOM peecTpe B COOTBETCTBMM C MokKasatenamu n. 5.3.1, c ykasaHMem AaTtbl 3arpysku
NoCTyN/eHU B CUCTEMY.

4.3.3. CymMapHbIA y4eT NOCTYN/IEHUA INEKTPOHHbIX CETEBbIX YAa/IeHHbIX JOKYMEHTOB BeAeTca B
3/IEKTPOHHOM PEecTpe C OTPAXKEHMEM CeaAyloWuMX NoKasaTeeli: AaTbl U NOPAAKOBOro HOMepa 3anucy,
PEKBU3UTOB J/INLEH3NOHHOIO AoroBopa (HasBaHWS M HOMeEpa [OO0KYMEHTa, CPOKa ero Aeuncteus,
CTOMMOCTH), KONMYecTBa 6a3 JaHHbIX (NAKeTOB) U BKAKOYEHHbIX B HUX Ha3BaHMUN.

Mpn noacyete CYMMAPHOro KOAMYECTBA Ha3BaHMIK WUCKAOYatoTcAa aybnavpyrolmeca HasBaHUS B
nakeTax Ha ogHon nnatdopme.

4.4. IoOKyMeHTbl, NOArOTOB/IEHHbIE K NpUemy B 6MbaMOTEYHbIN POHA, NoaBeEPratoTCcA NepBUYHOM
06paboTKe U UHANBMAYAbHOMY YYETY.

4.4.1. VHpMBMAyanbHbIM y4yeT AOKYMEHTOB OCYLLECTBASETCA MyTeM TMPUCBOEHMA KaxKaAOMY
3K3EeMNAsAPY AOKYMEHTa PerncrTpaumoHHOro Homepa, WHOFO 3HaKa B KayecTBe pPerncrpauyoHHOro
HoMmepa (CcMCTEMHOroO HOMepa KOMMbIOTEPHOM NPOrpammbl, WTPUX-KoLa U Apyrux). UHOMBUAYanbHbIMA
HOMep 3aKpennseTcs 3a LOKYMEHTOM Ha BCe BpPeMs €ero HaxoXaeHus B ¢oHae 6ubanoTteku.
PerncrpaunmoHHble Homepa UCKAOYEHHbIX U3 POHOA LOKYMEHTOB HE MPUCBAMBAIOTCA BHOBb MPUHATHIM
OOKYMeHTaMm.

PervcrpaumoHHble HOMepa NPOCTaBAAOTCA HENOCPeACTBEHHO Ha AOKYMEHTax M OTparKalTcsa B
pernctpe MHAMBUAYaNLHOIO yYeTa AOKYMEHTOB, NPUHATOM B bubnnoTeke.

Peructpbl MHAMBUAYANbHOTO Yy4yeTa [O/MKHbl MMETb 3aro/loBOYHble AaHHble: HauMeHOBaHue
perncrtpa, HaMMeHOBaHWE OpraHu3auuun, CTPYKTYpPHOro noapasaeneHua. B peructp BnucbiBatoTcA
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JaHHble O Ka)KAOM [JOKYMeHTe: Aata 3anucuM B Peructpe, pPeructpauMoHHbii HOMep, KpaTkoe
6ubnnorpadumyeckoe onucaHue AOKyYmeHTa (aBTop, 3arnaBuMe, TOM, YacTb, BbIMYCK, MeCTO W roj
n3[aHuA), LeHa AOKYMEHTa, yKa3aHHas B CONPOBOAUTE/IbHOM AOKYMEHTE.

4.4.2. NHanBMAyanbHbIN yyeT Nepuoanyecknx U3gaHuii BeAeTcs B PerMcTpaLMoHHOM KapToTeke
nepuogmyecknx U3gaHuin, NpefHasHAYEHHOM ANA y4eTa KaK4Ooro HasBaHWMA M KaXKAO0ro 3K3emMnaapa,
WX B aBTOMATU3NPOBAHHOM ba3e AaHHbIX.

Ona nepnogmyecknx M3gaHU B KAyecTBe PErncTPaLMOHHbIX HOMEPOB MOFYT MCMO/Ib30BaATbCA
Nobble MAEHTUPUKALMOHHbIE HOMEpa: CUCTEMHbIN HOMEp B aBTOMATM3UPOBAHHOM 6ase AaHHbIX,
PEervcTPaumnoHHBbIN (MOPSAKOBbIM) HOMEP 3aNUCKU B PErmMCTPaLMOHHOM KapToTeKe.

4.4.3. HAMBMAYaNbHbIA YyYeT AOKYMEHTOB, MMEWMX B cBoemM OPOPMAEHUU AparoueHHble
MeTannbl M (MNM) OparoueHHble KamMHU WM OTHECEHHbIX K KaTeropuum cerdoBOro XpaHeHwus,
OCYLLECTBNSAETCA B CMeuMasbHOM Pernctpe, B KOTOPOM, KpomMe TPaAMUMOHHBLIX NOoKasaTenen, gaerca
onucaHue BHewHero obopmMaeHUs AOKYMeHTA. KaKgblil NNCT perncrtpa ConpoBOXKAAETCA UTOroBOM
3aMNMUCblO C YKa3zaHWeM [aTbl ee COCTaBNEHMA N KOIMYECTBA ONUCAaHMUI Ha /InCTe.

4.4.4. B perncrtpax WMHAMBMAYaNbHOrO y4yeTa B MPUMEYAHUAX YKa3blBaeTCA Haauume U BUA,
NPUNOXKEHNS K OCHOBHOMY [IOKYMEHTY, a TaKXe OCODOEHHOCTM 3K3eMnAapa LUEHHbIX M pPeaKkux
OOKYMEHTOB (Hanpumep, Ha/iWuMe YHUKaNbHOro nepensera, mMapruHaaun, aedektos u T1.n.). Mpwn
Ha/MuMKM nacropta AOKYMEHTa [aeTcA OTCblIKa K Hemy. B npuMmeyaHusx MOMKET yKasbiBaTbCA
NPUHAANENKHOCTb JOKYMEHTA K KAaTeropum KHUMKHbIX MaMSATHUKOB.

4.4.5. NHAMBMAOYaANbHbIA YYET 3/1EKTPOHHbIX CETEBbIX JI0Ka/bHbIX AOKYMEHTOB OCYLLECTB/AETCS
nytem BBoZa B 6a3y AaHHbIX MeTauHPOpPMaLMM O 3arpy3Ke OOKYMEHTA B 3/IEKTPOHHYIO 6MbanoTeky ¢
aBTOMAaTUYECKMM MPUCBOEHUEM UAEHTUDUKALMOHHOTO (CUCTEMHOIO) HOMEPA KaXKAOMY AOKYMEHTY.

4.4.6. UHAMBMAYaNbHbBIA YY4ET INEKTPOHHbIX CETEBbIX YAANIEHHbIX AOKYMEHTOB OCYLLECTB/AETCA B
3N1EeKTPOHHOM BUAE NYTEM PerucTpaunm 6as gaHHbix (MakeToB) 6€3 NPUCBOEHUA UM PErUCTPaLNOHHOTO
Homepa.

B peectp MHAMBMAYANbHOIO Y4YeTa CeTeBbIX YAANEHHbIX AOKYMEHTOB BK/HOYAOTCA OCHOBHbIE
XapaKTepUCTMKM 6as3bl AaHHbIX (nakeTa): onucaHue 6asbl AaHHbIX (Ha3BaHWe, NPOM3BOAUTENDb,
nnatdopma U (M1n) agpec BXoga), CPOK OKOHYAHUA NpaBa AOCTYNa, KOJIMYECTBO Ha3BaHWUN, BXOOALLNX B
6a3y gaHHbIX (NakeT).

B KonuuyecTBO HasBaHWI BKAOYaeTCcA obliee KOMYECTBO MOSHOTEKCTOBbIX AOKYMEHTOB (KHWT,
)KYPHaNoB, raseT, NaTeHTOB, CTAaHAAPTOB W APYrMX [AOKYMEHTOB, y4MTbiBaembiXx B 6ubnnoteke). He
BK/IIOYAIOTCA B 3TO KOJIMYECTBO AOKYMEHTbl, KOTOpble OObIYHO He M3A4al0TCA OTAE/IbHO B MeyYyaTHOM
dopmate, TakMe KaK Mpoduan KOMNAHWUK, CTAaTUCTUYECKMe Tabauubl, aHaiUTUYecKMe maTepuainsbi
MapKeTuHra. [ina 6a3 gaHHbIX (NakeToB), He coAep KalMx NONHOTEKCTOBbIX JOKYMEHTOB, B PEKBU3UTE
"Ha3BaHMe" npocTaBaAeTcs eauHULA.

4.5. [oKymMeHTbl, BK/lo4aemble B $oHO O6MONMOTEKKU, MapKupytoTca. Mpu aTom MoryT 6bITb
MCNO/Nb30BaHbl LITEMMNENN, KHUNKHbIE 3HAKW, WHAMBUAyaNbHble LWTPUXOBblE KOAbl, Apyrne BuAbl
MapKMpoBKKN. OCHOBHble TpeboBaHMsA, KOTOPbIE AOJKHbI COBN0AATLCA NPU MAPKUPOBKE AOKYMEHTOB:
0b03HauyeHue NpUHaaNEeKHOCTUN, 3CTETUKA, AONTOBEYHOCTb MAaPKUPOBOYHOTO 3HaKa, COXPAHHOCTb TEKCTA
WU Apyron 3HakoBom MHGOpPMaLUU.

4.6. Ha poKyMeHTax, SBAAIOWMNXCS NPUNOKEHNEM K OCHOBHOMY HOCUTE/IIO M €r0 HEOTHEMIEMOIA
YacTblo, MPOCTABAIOTCA TE K PEKBM3UTDI, YTO U HA OCHOBHOM AOKYMEHTE.

4.7. JNeKTPOHHble CeTeBble JIOKa/NbHble [AOKYMEHTbl M 3/IeKTPOHHblE CeTeBble YAa/ieHHble
OOKYMEHTbI MAEHTUDULMPYIOTCA CneumanbHbIMU NPOrpaMMHbIMKU CPeaCTBaAMM.

4.8. Ha npuHATbIX NEepPBUYHbIX YYETHbIX AOKYMEHTAX NPOM3BOAMTCA 3anNUCb, NOATBEPKAAIOLLASA,
YTO MOCTYNMBLUME [OOKYMEHTbl MPUHATbI B BOMBAMOTEYHbIM GOHA Kak B 0O6bEKT 0cobo LLeHHOro
OBUXMMOro umyLecTtsa (aanee - OUAN) nnu Kak B 06beKT MHOTO ABUNKMMOTO MMYLLLECTBA.

4.9. MNepBUYHblEe y4yeTHble AOKYMEHTbl, noaTBep:Kaatowme ¢akT MocTynneHus, nepenaroTca B
b6yxranteputo ansa BKAOYEHMA B yueT bubamoteyHoro ¢poHaa.

4.10. ExxekBapTanbHO, NPU YC0BUM U3MeHeHUs cocTaBa OLLAWU, ceeaeHns 06 obuiem Konndyecrse
N CTOMMOCTU [OKYMEHTOB, BK/IKOYEHHbIX B cOCTaB 6ubanoteyHoro poHaa Kak 06bEKT 0c0BO LEHHOro
ABUKMMOIO MMYLLECTBA, NepeaaoTcsa yupeanTento.

V. YueT BblObITUA 4OKYMEHTOB M3 bubanoTedHoro poHaa



JOoKymeHTbl BbiObIBAlOT U3 bbAMoTeuyHoro poHaa B CBSA3U C GUINYECKOM YTPATON UAN YACTUYHOM
nmbo nonHOW yTpaTol NoTPebuTenbCKnx CcBOWMCTB. BblbbiBatlowMe [OKYMEHTbI WCKAKOYAOTCA U3
6mnbnmoteyHoro GpoHAa M CNUCHLIBAOTCA C BO3MOMKHOCTbIO Mocieaytollen 6e3so3me3gHON nepeaadn B
apyrue 6ubnnoTtekn nnbo peanmsauum.

5.1. UckntoueHune JOKYMEHTOB 13 bubanoteyHoro ¢poHAa [ONYCKaeTcsa No CAeAYOWMM NPUUYNHAM:
yTpaTa, BETXOCTb, AedEKTHOCTb, YCTAapPEeNOCTb N0 COAEPHKAHUIO, HENPOPUABHOCTD.

HenpodunbHOCTb AOKYMEHTOB yCTaHaB/AMBaeTcA Ha ocHoBe [Mpoduna KomnnektoBaHus ¢oHAaa
WAW MHOFO HOPMATMBHOIO AOKYMEHTA, YTBEPXKAAEMOro pykosoautenem 6ubnunoteku. Mo npuynHe
HenpPoPUALHOCTU MOFYT UCKAOYATbCA U3 GOHAA AOKYMEHTbI, HE KOMMNIAEKTyemble 6BubnmoTtekon (npu
OTKase OT KOMM/IEKTOBAHWA OTAE/IbHbIX KaTeropui AOKYMEHTOB), U3AUILIHE Ay6AeTHble 3K3eMNAApbI,
3ameHeHHble 60/1ee NOAHBIMK NO COAEPMKAHMIO, NYYLIMMM MO 0POopPMAEHMIO, GUINYECKOMY COCTOAHMUIO
U3[aHMAMM; NO UCTEYEHUU CPOKA XPaAaHEHMA AOKYMEHTOB, NPU HU3KOM YPOBHE YUTATENbCKOrO CMpPOCa,
NpW HEeCOOTBETCTBMMU ISNEKTPOHHbLIX [AOKYMEHTOB TEXHMYECKOMY W MporpammHomy obecnevyeHuto
6MbAnoTeku.

5.1.1. UckntoveHne AOKYMEHTOB MO MPUYMHAM YCTAPEOCTU MO COAEePKaHMIO, HENPOPUABHOCTH
(ManocnpalwmnBaemble), a TaKk¥Ke No NPUUYNHAM BETXOCTU M AePEKTHOCTU He AOMNYCKAETCA NO OTHOLIEHMIO
K e AMHCTBEHHbBIM 3K3EMNIAPAM AOKYMEHTOB NOCTOAHHOIO (6eCCPOYHOr0) XpaHeHwUs.

5.1.2. UckntodeHne AOKYMEHTOB, OTHECEHHbIX K KHUMHbIM NMaMATHMKAM, AONYCKAETCA TONbKO NO
NPUYMHE yTPaTbl NPU YCI0BUM OTPAXKEHUA MHPOPMALMM O KHUNKHOM NAaMATHUKE B PeecTpe KHUMKHbIX
NamATHUKOB.

5.2. BblbbiTMe [O0OKYMEHTOB M3 6ubnmMoteyHoro ¢oHpa odopmnaeTca AKTOM O CMNMCAHUK
NCKIOYEHHbIX 06BEKTOB BUbAMOTEYHOro GoHaa (manee - AKT o cnucaHum) no dopme (Kog no OKY]
0504144), yteepxaeHHoM Mpukaszom MuHdumHa Poccum ot 15.12.2010 N 173H, 3aperucTpMpoBaHHbIM B
MwuHtocTe Poccnmn 01.02.2011, N 19658.

B AKTe O CMMCaHMM OTparKaloTcA CBELEHMA O KOAMYECTBE M 0OLLEl CTOMMOCTM MCKAOYAEeMbIX
OOKYMEHTOB, YKa3blBaeTCs NPUYMHA UCKAOYEHMA N HanpaBaeHWe BblObITUA UCKNIOYAEMbIX SOKYMEHTOB.

5.3. K AKTy 0 cnincaHuMM NpWNaraeTcs CAMCOK Ha UCKAOYeHWe ob6bekToB bubanoteyHoro ¢oHAa
(manee - cnMcok), KOTOPbIM BKAKOYAET CredylolWme CBeAEHUA: PErncTPauyoHHbIA HOMep M Wuop
XPaHeHUs OOKYMeHTa, KpaTkoe bubanorpaduyeckoe onncaHue, LeHy AOKYMEHTA, 3aPUKCUPOBAHHYIO B
perucTpe MHANMBMUAYANbHOIO YYETA AOKYMEHTOB, KOIGPULMEHT NEPEOLLEHKH, LIeHY NOCae NEPEOLEHKN U
06 LLYI0 CTOMMOCTb MCK/IOYaEMbIX LOKYMEHTOB.

[na neyaTHbIX AOKYMEHTOB BPEMEHHOFO XPAaHEHMA AO0MYCKAaeTCa 3ameHa CMMCKa KHUMKHbIMM
dopmynapamm.

[Ona pnoKkymeHToB, 06paboTaHHbIX rPynnoBbiM (YNPOLLEHHbIM) CNOCO6OM, BMECTO CMMCKa AaeTcs
nepeyeHb PermcTPaLMoOHHbIX HOMEPOB, BUA UCKAIOYAEMbIX M34aHUI, UX KOJIMYECTBO.

5.4. K AKTYy O CnucaHuMM MO nNpUYMHE yTpaTbl WM CMKUCKY MPUAAratloTca  AOKYMEHTbI,
noaTeepaatowme yTpaty (NOACHUTENbHAA 3aMuCKa, B CYyYae KPaXkn UAU XULLEHUA - MPOTOKOJ, aKT,
3aK/Ilo4EHME YMNOJIHOMOYEHHbIX OPraHoB, MNPV BO3MeLLeHUM yuwepba - GUHAHCOBBLIM LOKYMEHT O
BO3MelleHuu yuepba).

BosmeleHne uutatenamm yuwepba ponyckaetca B ¢GoOpme 3ameHbl YTEPAHHOTO AOKYMEHTa
paBHOLLEHHbIM MO0 NyTem AeHeXHON KomneHcauuu. Mpu npueme AeHer oT uuTaTenel B3ameH
YTEPAHHDBIX KHUI UAU APYrUX AOKYMEHTOB COCTaBASAETCA MPUXOAHbIA OpAep, U YuTaTento BblAaeTcA
KBUTaHLMA yCTaHOBAEHHOro obpasua.

5.5. Mpu Bo3meLLeHUN YuTaTenem yulepba CTOMMOCTb YTPaUYEeHHbIX AOKYMEHTOB yCTaHaBAMBAeTCA
3KCMNepTHON KOMMUCCUEN NO OLLeHKE JOKYMEHTOB, Ha3HAYeHHOM NPUKA3OM PyKOBOAUTENA BUBANOTEKM.

Mpu yTepe UM XUWEHUN LEHHbIX U PeAKUX KHWUF ANA onpefeneHus UX CTOMMOCTU KOMUCCUA
MOMEeT NPUBNEKaTb K CBOEN paboTe COOTBETCTBYIOLMX IKCNEPTOB, @ TaK¥Ke MUCNo/b30BaTb MaTepuabl
Hay4YHO-METOANYECKUX LEHTPOB, KHWMKHbIX ayKLMOHOB M APMapoK. B 3Tux ciayyasx onpeaeneHue
NPUYUHEHHOrO yuwepba npesenbHbIMU KoapPUuMeHTaMmn KPaTHOCTM He OrpaHNYMBaETCA.

5.6. AKT O CNMCaHMM MO OAHOW M3 MPUYMH, YKasaHHbIX B N. 5.1, ¢ NPUAOKEHHBIM CMUCKOM
nognucbiBaeTca npeaceaaTenem u YieHamm KOMUCCUM NO CNMCaHMI0 06bEKTOB BUBANOTEYHOTO POHAa,
YTBEPKOAETCH PYKOBOAUTENEM YUPEKAEHUA.

5.7. Tlocne yTBepaeHMA AKTa O CAUCAHUM  OCYLLECTBAAKOTCA  MEPOnpuUATMA MO
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nepepacnpeneneHuto n peaansaumm cnmcaHHblx 06bekToB bubamoTeyHoro poHAa.

5.7.1. lokKymeHTbl (cnucaHHble 06beKTbl 6ubanoTedyHoro GpoHAa), UCKAOUYEHHbIE NO NPUUMHAM
BETXOCTU, AePEeKTHOCTU, YCTAPEeNOCTU MO COAEPKAHUIO, HAMPABAAKTCA B MYyHKTbl BTOPUYHOIO CbipbA.
UcKntoyeHHble M3 $oHAOB MUKPODOPMbI HA FasoreHngocepebpaHoi NaeHKe nognexkaT caade Kak
cepebpocogeprkallme oTXoAbl B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoin deaepaymu.

Mpwn OTCYTCTBMM MYHKTOB BTOPCbIPbA MAM B CAyYasax, KOrga cAadva AOKYMEHTOB Ha nepepaboTky
3KOHOMMYECKM HeuenecoobpasHa, BUBANOTEKM YHMUTOMKAIOT UCKNOYEHHbIE AOKYMEHTbl Ha MecTe B
NPUCYTCTBMM NINL, KOTOPbIE COCTABAAIOT aKT 06 YHUUTOXMKEHUM CNUCAHHbLIX 06BEKTOB BUBAMOTEYHOrO
doHaa.

B AKTe O cnMcaHWM OTpaxKatoTcA HaMMEHOBAHWE, HOMEP U AaTa AOKYMEHTA, NOATBEPKAAOLWENO
$aKT cAayumM CnMcaHHbIX 06BEKTOB B NMYHKT BTOPUYHOTO CbiPbf, UAW aKTa 00 YHUUTOXKEHUU CMIMCAHHDBIX
06bEKTOB BUBAMOTEYHOTO GOHAA. [LOKYMEHT NpMAaraeTca K AKTY O CMCAHUM CO CMTUCKOM.

5.7.2. [lOKyMeHTbl (cnucaHHble 06beKTbl 6ubanoTeyHoro ¢GoHAa), WUCKAKYEHHbIE MO MPUYMHE
HenpodMNbHOCTM, NepesatoTca NO aKTamM B OOMeHHbI GOHA, B Lenax AasbHeillen nepepadn Ha
6e3B03Me34HOMN OCHOBE BMBAMOTEKAM MAW peannsaummn GUNYecKUm 1 PULUYECKMM NMLAM.

5.8. Mocne 3aBepweHNa MeponpuATUN, NPeayCMOTPEHHbIX AKTOM O CMUCAHUW WCKAHOYEHHbIX
06bEKTOB HUOAMOTEYHOTO POHAA, NEPBbIN 3K3eMnAsp AKTa O CAMCAHUW CO CMMCKOM U AOKYMEHTOM,
noaTeepXaatowmnm BblObITME, nepepaeTcA B OyxranTeputo, BTOPOM 3K3EeMNAAP OCTAeTcA B
noapasgeneHunm, ocyLLecTBAAIOWEM yyeT bubanotedHoro ¢poHAaa.

Ha ocHoBaHWM AKTa O CNUCaHMM UCKAIOYEHHbIX 06beKTOB BrMbanoTeuHoro poHaa GUbAMOTEUHOE
nogpasgeneHue u byxrantepma BHOCAT USMEHEHUSA B COOTBETCTBYHOLUME YYETHbIE AOKYMEHTbI.

5.9. AKTbl O CMMCaHUU PErNCTPUPYIOTCA B KHUFe CyMMapHOro yyeta bubanoteyHoro ¢poHaa (uau
OPYrom BMZE PEerucTpa CyMMapHoOro yyeTa BblObITUA LOKYMEHTOB, NPUHATOM B 6MbAnoTEKE).

5.10. B perucTpauMOHHON KHUre (Man Apyrom BUAE pPerucTpa WHAMBMAYaANbHOTO y4yeTa
OOKYMEHTOB, NPUHATOM B BUBIMOTEKE) NPOCTaBAAETCA HOMEP M AaTa AKTa O CMCaHUN.

5.11. Bce ucKnoyaemble U3 GoHOA OBUOBNMOTEKM AOKYMEHTbI (KHWUIM, KypHanbl, ApyrMe BuAabl
OOKYMEHTOB) [0/IKHbI ObITb COOTBETCTBYIOWMM 06pa3soM 0dOpPMEHbl: CreunanbHbiM WTeMnenem
[0/1>KHbI ObITb MOTALLEHbI WTammnbl 6UBANOTEKMN.

5.12. 91eKTpOHHbIE CeTEBbIE JIOKAa/IbHbIE AOKYMEHTbI YAANAOTCA U3 3/IEKTPOHHOM BUBANOTEKM Ha
OCHOBaHMM AKTa O CMMCAHMM C YKa3aHMEM NPUUYMHbBI UCKOYeHUs. HammeHoBaHMe, HOMep 1 AaTa aKTa
BBOAATCA B 6a3y AaHHbIX B KAaYecTBe MeTanHGOPMaLUKN K COOTBETCTBYHOLLLEMY AOKYMEHTY.

Ha ocHOBaHWKM BBeAEHHbIX CBEAEHUIN NPOrPaMMHbIM cnocobom popmupyeTca nepeyeHb AKTOB O
CNMCaHUKN (peecTp CYMMAPHOro y4yeTa BblObITUS CETEBbIX JIOKAJIbHbIX [AOKYMEHTOB) W NepeyeHb
CMMCaHHbIX OO6BEKTOB 3/IEKTPOHHOM BUBANOTEKMN (peecTp MHAMBUAYANbHOIO yyeTa BblObITUA CETEBbIX
JIOKaNbHbIX JOKYMEHTOB).

5.13. BblbbITWE 3N1EKTPOHHbIX CETEBbIX YAA/NEHHbIX AOKYMEHTOB He opopmMaseTca cneLmasnbHbIm
OOKyMeHTOM. MoaTeepKaeHUEM BblObITUA ABAAETCA UCTEYEHME CPOKA AeNCTBUA AOKYMEHTa (AoroBopa,
KOHTPAKTa, NNLEH3MOHHOIO cornaweHusa), opopmIeHHOro Ha NPaBo AOCTyna K onpegeseHHol 6ase
OaHHbIX (MakeTy) ceTeBblX [AOKYMEHTOB, M OTCYTCTBME [0roBOPA, KOHTPAKTA, JIMLEH3UOHHOTO
cornaweHua, opopMIEHHOTO HA HOBbIV CPOK.

5.14. ExxeKkBapTaabHO, NPWU YCI0BMUU N3MeHeHusa cocTaBa OLLAN, obwue cBegeHMA 0 KOANYecTBe U
CTOMMOCTU LOKYMEHTOB, CMUCAHHbIX U3 6UBAnoTeYHOro GpoHAa Kak o6bekTa 0co60 LEHHOrO ABUMKMMOTO
MMYLLECTBA, C YKa3aHMEM MnepeyHs AKTOB O CMMCAHUKU, NPUYMH U HaNpPaBNEeHUIN BbIObITUA AOKYMEHTOB,
npeacraBaaoTca  yypeautento. KonmyecTtBo BblObIBAOWMX [OKYMEHTOB He [OJ/IKHO MpeBblWwaTb
KO/IMYeCcTBa BHOBb NOCTYNAOWMUX JOKYMEHTOB B OUBNMOTEUHbIN POHA,.

VI. YyeT ntoros AuxKeHus 6ubamoteyHoro poHaa

6.1. Utorm ggukeHus GoHLOB NOABOJATCA B KHUre CyMMapHOro yyeta 6ubnvoreyHoro ¢poHaa
(v pgpyrom pernctpe CyYMMapHOro Yydyeta, MpPUHATOM B 6MBAMOTEKe) Ha OCHOBAHMM AAHHbIX
CYMMapHOro y4yeTa 0 NOCTYNAEHUA U BblObITUM LOKYMEHTOB.

MNToroBble AaHHble MMEKT 4eTbipe 06A3aTeNbHbIX MNOKasaTena: COCTOANO Ha Hayano roaa,
NOCTYNWAO 3a ro4, BblbbINI0 3a ro4, COCTOMT Ha KOHeLl, roaa.

NToroBble AaHHble MO 3/IEKTPOHHbIM CETEBbIM YAANEHHbIM AOKYMEHTamM MNpeAcTaBAAloTcs


consultantplus://offline/ref=F7B473AD855D54FECAEADBD13886EDCB61DE202BF02ED09B268578D36F6132E7220704939E857EE2TEG3G

cneaylowymmn MNokasaTteNaMmn yUYeTHbIX eAMHUL: COCTOS/I0 Ha Havano roaa, odopmaeHo B AOCTyn B
TeyeHue roaa, 4OCTYN NpeKpalleH B Te4YeHMe roaa, COCTOMT Ha KoHel, roaa.

6.2. CBegeHUsa 06 UTOroBbIX AaHHbIX PUKCMpYOTCA B GOpme roCcyaapCTBEHHOM CTaTUCTUYECKOM
OTYETHOCTU U NPEeACTaBAAOTCA ANA Lenei rocyaapCcTBeHHOM CTaTUCTUYECKOM OTYETHOCTU.

NTorosble gaHHble 06 obmeHHOM doHAEe He BK/IOYalTCA B obuine nokasatenm 6ubanorteyHoro
doHaa.

VII. MpoBepKa Hannuma AokymeHToB bubanotevHoro poHAa

7.1. MpoBepKa HannumMAa AOKyMeHTOB 6ubnmnoteyHoro ¢oHaa (panee - nposepka ¢oHaa)
npoussoauTca B 06a3aTelbHOM NopAAKE:

npu BbISBNEHUN PAKTOB XULLLEHUA, 310YNOTPEBNEHMA NN NOPUYN AOKYMEHTOB;

B C/y4yae CTUXMWHOro 6eacTBMA, MOapa WM OPYrUX YPe3BblYAMHbIX CUTYaLMW, BbI3BaHHbIX
3KCTpEeManbHbIMWN YC/IOBUSMU;

npu peopraHMsaunm UAn TMKBUAALUK BUBAMOTEKMN.

Onsa npoBeageHMA NPOBEPOK PYKOBOAWUTENEM OpraHM3auuM HasHa4yaeTca KOMMCCUMA, B COCTaB
KOMUCCUU OONKEH BXOAUTL NPeAcTaBUTeNb Byxrantepum.

7.2. NMpoBepkKa ¢oHAa B NJ1aHOBOM MOPAAKE OCYLLECTBAAETCA B CNeAYOWME CPOKK:

OOKYMEHTbI, MMmelolme B opopMIEHUN AparoueHHble mMmeTannbl U (Mn) aparoueHHble KaMHM, -
eXXerogHo;

$OHA, peKUX N LLEeHHbIX KHUT - OAWNH pa3s B 5 neT;

doHabl 6ubanoTek ao 50 TbiCAY YYETHbIX €ANHUL, - OAUH pas B 5 neT;

doHabl 6ubanoTek ot 50 Ao 200 TbicAY YYETHbIX €AUHULL - OAUH Pa3 B 7 NET;

doHabl 6ubanoTek ot 200 TbicaY A0 1 MMANMOHA YYETHBIX €AUHUL, - OAWNH pa3 B 10 neT;

doHabl 6ubanotek ot 1 4o 10 MUANNOHOB YYETHBIX €AMHUL, - 0AMH pa3 B 15 neT;

doHabl 6ubanoTek ot 10 A0 20 MMUAIMOHOB YYETHbLIX €ANHUL, - 0ANH pa3 B 20 neT;

doHabl 6ubanoTek cabiwe 20 MUAANOHOB YYETHBIX €AMHUL, - 1 MUIJTMOH 3K3EeMMISPOB B rof,

MnaHoBaa npoBepka ¢oHAa BMBNMOTEKM MOXKET OCYLLEeCTBAATLCA MO3TAaNHO B COOTBETCTBUU C
rpaduKom nposBegeHUs NPOBEPKM BCero GoHAa UM ero 4actu (B TOM YMCAe PeAKUX U LEHHBIX KHUT) C
onpeaeneHnem CPOKOB U KOJIMYECTBA NIaHUPYyeMOro obbema paboTsl.

7.3. TpoBepKa 3/1eKTPOHHbIX CETEBbIX /IOKAJIbHbIX [AOKYMEHTOB  OCYLLECTBAAETcA No
KO/IMYECTBEHHbIM TOKa3aTeNsaM, a TaKXe MO KOHTPO/IbHbIM CyMMaMm, MNO3BOJIAKOLWMM BbISBUTb
N3MEHEHMA B AOKYMEHTE.

MpoBepKa AOCTYNHOCTM 3/1IEKTPOHHbIX CETEBbIX YAANEHHbIX [AOKYMEHTOB OCYLIECTBASETCA C
aApecoB BXO/a, YKa3aHHbIX B PErMCcTpe UHAUBUAYAIbHOIO y4eTa.

7.4. MpoBepka Bcero ¢oHAa MAM €ro 4acTu 3aBepLIaeTcA COCTaB/IeHMEM aKTa O pe3yabTaTax
npoBefeHMA NPOBEPKMU HaNNUMA AOKYMEHTOB bMbanoTedyHoro doHAa M NPUIOKEHUEM K HEMY CMUCKA
[OOKYMEHTOB, OTCYTCTBYIOLLMX NO HEYCTAHOBAEHHOM! NPUYMHE.

B aKTe duMKcupyloTca cBeAeHUs O KONMYeCTBe AOKYMEHTOB bubanoteyHoro ¢oHAa No AaHHbIM
y4yeTa; OKYMEHTOB, UMEIOLLIUXCA B HAaNNYMU; JOKYMEHTOB, OTCYTCTBYIOLLMX B BUBAMOTEYHOM doHAE no
HEYyCTAHOBNEHHOM npuuMHe. B aKTe TaKKe YKasblBalOTCA HOMEpP WM JaTa aKTta O NpoBeaeHUu
npegplaywen npoBepKU. AKT C  NPUIONKEHMEM  CMKUCKA  OOKYMEHTOB, OTCYTCTBYHOLMX MO
HeyCTaHOB/IEHHOM NPUYUHE, NOANMUCLIBAETCA npeacedaTeseM M YNeHaMM KOMUCCUMM U yTBepKaaeTca
PYKOBOAMUTENEM YUpEKOEHUS.

7.5. MNpu BbiIABAEHMM B npouecce NpPoBepkM ¢oHAa OTCYTCTBYIOWMX OOKYMEHTOB MU
HEBO3MOXHOCTM YCTAHOB/IEHUA BUHOBHbIX /ML, YObITKM MO HEeA0CTa4am CMMCLIBAOTCA B COOTBETCTBMM C
OEeNCTBYHOLLMM 3aKOHO4ATEeIbCTBOM.

VIIl. enonpounsBoacTBO B OpraHM3aLmm yyeTa
6mbnnoTteyHoro poHAa

8.1. OpraHusauma paboTbl C 4OKYMEHTaMM No ydyeTy 6ubanoTteyHoro GoHAA OCYLLECTBAAETCA NO
npasuaam BefeHus AenonponsBoacTsa.
8.2. CpoKM XpaHeHMs AOKYMEHTOB YCTaHaB/MBAKOTCA B COOTBETCTBUM C Mpukasom MuHuUcTepcTea
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KynbTypbl Poccuiickoit ®Pepepaummn ot 25.08.2010 N 558 06 yrteepxkaeHun '"lepedyHa TUMNOBbIX
YNpPaB/IEHYECKMX apXMBHbIX AOKYMEHTOB, 06pa3yloWmNXca B npouecce AeATeNbHOCTU roCyAapCTBEHHbIX
OpraHoOB, OpPraHOB MECTHOr0 CaMOynpaBAEHUA M OpraHusauui, C yKasaHMeM CPOKOB XpaHeHus",
3apermcTpupoBaHHbiMm MuHtoctom Poccuiickoin Peagepaumm 08.09.2010, N 18380.

8.2.1. TloCTOAHHO, A0 /MKBUAAUUM OUONMOTEKWU, XPAHATCA PEerncTpbl UHAWMBUAYANBHOIO W
CYMMApHOrO y4YeTa AOKYMEHTOB bBUbanoTedHoro ¢poHAa (perncTpauMoHHble KHUMM, MHBEHTAPHbIE KHUTY,
KHUTU CYMMapPHOTO y4eTa, YYEeTHbIN KaTasor, Tonorpapuyeckne onnucu 1 Kataaoru).

8.2.2. B TeueHMe AeCcATU NeT XPaHATCA AKTbl O CMMCAHUM UCKAIOYEHHbIX 06beKToB BubanoTeyHoro
$OoHAa M aKTbl 0 Npueme-nepegaye cnMcaHHbIX 06beKToB bubanoTeyHoro poHAa.

8.2.3. B TeyeHMe MNATM NeT XPAHATCA NEpPBUYHbIE Y4YeTHble AOKYMeHTbl, NoAaTBeprKaatolme
NnocTynaeHne AOKYMeHTOB B 61banoTeyHbit doHA (HaknagHble, akTbl O MPUEME, aKTbl CAAUYU-NIPUEMKN).

8.2.4. [lo OKOHYaHWA o4yepeaHOWN MPoBepKM GOHAA XPaHATCA aKTbl O pe3y/bTaTax NpoBeAeHUs
NPOBEPKM HaNNuMA OOKYMeHTOB bubamnoteyHoro ¢poHAa.
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