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MWHUCTEPCTBO KYJIbTYPbl POCCUACKON ®EQEPALIUN

NMPUKA3
oT 2 nekabps 1998 r. N 590

OB YTBEPXXAEHWUN "MHCTPYKLUIUN OB YYETE BUBITMOTEYHOIO ®OHOA"

1. Y1BepanTb "VIHCTpykuuto 06 yyeTe bubnmnotevHoro gpoHaa"

2. YnpaBneHuto 6mbnuotek, Hayku n nHpopmaTtnsauum (KyssmuH E.WN.) Hanpaesutb 06 y4yeTe
ombnuoteyHoro ¢oHaa" B TepputopuasnbHble OpraHbl yNpaBrneHusa KynbTypbl, denepanbHble Oubnmnoteku,
BbiCcLUME y4ebHblE 3aBeAeHMs], FOTOBALME OUONMOTEeYHbIE Kagpbl, OMONMOTEYHbIE TEXHUMKYMbI U B WIHCTUTYT
nepenoaroToBky paboTHMKOB UCKYCCTBA, KyNbTypbl U Typn3ma.

3. KoHTponb 3a BbinosHeHnem Npukasa Bo3noxutb Ha 3amectutensa MuHnctpa demuna B.I1.

MwuHucTp
B.K.EFTOPOB

MNpunoxeHne

K Mpukazy MuHucTpa KynbTyphbl
Poccunckon degepaummn

oT 2 nekabps 1998 r. N 590

Mpukazom MuHobpasoBaHust PO ot 24.08.2000 N 2488 yTBepxgeHbl MeToanyeckne pekomeHgaumm no
NPUMEHEHNIO AaHHOM VIHCTpyKLUMM B BMBnmnoTekax obpas3oBaTeNbHbIX YYPEXAEHUN.

MHCTPYKLMA
OB YYETE BUBJINMOTEYHOIO ®OHAOA

Hactodwasa WHcTpykuns obsasaTenbHa AN MNPUMEHEHUs B FOCyOapCTBEHHbIX W MyHMUUNANbHbIX
bubnuotekax Poccuinckon ®egepauunn. OHa onpegenseT obwme npasuna yvyeTa JOKYMEHTOB, COCTaBASHOLLMX
OmbnuoteyHbln  PoHA,  HEe3aBUCUMO oT craryca oubnuoTeky, CTPYKTYpbI ee doHAaa,
OpraHM3aunOHHO-TEXHOMOMMYECKNX OCOBEHHOCTEN <*>.

<*> BxogsAwmmn B 6M6NMoTeYHbIn oHO PYKOMUCHBLIN (POHA YYMTbIBAETCA B COOTBETCTBUWM C HaCTOSLIEN
MHCTpyKuMen n HopmaTuBHbIMU JOKYMeHTamu degepansHon apxmMBHom cryxbbl Poccun.

1. OCHOBHbIE MOHATUA
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Ona uenen HacTosiwen VHCTPYKUMM UCNONb3YIOTCS CReAyoLMNe NOHATUS:

1.1. ApXVBHbIA OOKYMEHT - OOKYMEHT, COXpPaHfeMbli WM noanexaliuin COXpaHeHWo B Cuny ero
3Ha4YMMOCTK AN obLLecTBa, a paBHO MMEKLLMIA LEHHOCTb Ans coObCTBEHHMKA.

1.2. AyouoBuayanbHbli JOKyMeHT (AB[) - LOKYMEHT, cofepXaliuin n3obpasmTenbHy0 U/WnmM 3BYKOBYHO U
TEKCTOBYIO MHGOPMaLIMIO, BOCMIPON3BOANMYIO C MOMOLLIbIO TEXHUYECKUX CPEACTB.

1.3. BubnunoteyHbii HoHA - ynopsigo4eHHas COBOKYMNMHOCTb JOKYMEHTOB, hopMupyemMas bubnmnortekon ons
XpaHeHus U NpedocTaBrieHnst BO BpeMEHHOE NOJb30BaHME YnTaTensMm u aboHeHTaMm.

1.4. BanaHcoBasi cToumocTb hOHAA - CTOMMOCTb BMbnMoTeyHoro oHaa, oTpaxkaemasi B Oyxrantepckom
yyerTe.

1.5. BbiGbiTve M3 doHga - gBuKeHMe oHOA B CBS3NM C  MCKIKOYEHWEM, NEPECTAHOBKOW B Apyrue
noapasgenexHus GubnuoTekn n cnucaHnem JOKYMEHTOB U3 6ubnmoTeku.

1.6. [IBmxeHne doHaa - NpoLecc NOCTYNMAEHUA 1 BbIObITUSE LOKYMEHTOB, OTpaXaeMbli B GMGNMoTeyHon
YY4ETHOW JOKYMEHTaLNN.

1.7. EavHuua yyeTa poHaa - yHUpULMpOBaHHAsA eaAnHULE UCYUCTIEHMS BEMNNYUHBI U ABMXEHUS poHAaa.

1.8. EavHuua xpaHeHust poHOa - OTAENbHBIN OOKYMEHT WM WMX COBOKYMHOCTb, Y4YMTbIBAeMble Mpu
XpaHeHMM Kak 3aneMeHT doHaa.

1.9. NHouBmnayanbHblA y4eT - perncrpaums B YYETHOW (popMe Kaxaoro ak3emnnsapa AOKYMeHTa unm
Ka)kdoro Ha3BaHusl AOKyMEHTa, NocTynatowero B oHa 6MbnmoTekn nnm BoiObIBAKOLLETO U3 HETO.

1.10. UcknioyeHne OOKyMEHTOB M3 doHAa - M3bsTUE M3 OMBNmMoTevyHoro ooHaa M CHATME C y4veTa
OMbnnoTekn HenpodUNbHbLIX, AeEKTHBIX, AYONETHbIX, BETXUX, YCTAPEBLUMX AOKYMEHTOB, a TaKkke YTPaYeHHbIX
Nno Kakum-nmbo npuynHam.

1.11. KHWXKHBIV MAaMATHUK - PeAKUn MM ocob0 LIEHHBIN OOKYMEHT, OTNMYaLIMIACA BblOAKOLWLMMUCA
WUCTOPUYECKUMM, HAYYHBbIMU, XYOOXXECTBEHHO-3CTETUYECKUMU W MONUIrpadUYEeCcKMMn  OOCTOMHCTBAMMU U
OTHECEHHBIN K (POHAOY PEAKUX U LLEHHbIX JOKYMEHTOB.

1.12. TepeoueHoYHbIN KoaddUUMEHT - YyTBepxXaeHHbl [lpaBuTenbcTBoM Poccuiickon depepaumm
UMdPOBO MHOXUTESb, MPUMEHSIEMbIN NPU pacyeTax CTOMMOCTH 6ubnmnoTeyHblx oHOOoB.

1.13. MNepecTaHoBKa - nepefada JOKYMEHTOB B npefenax AeWCTBYHOLWMX U pe3epBHbIX (DOHOOB OOHOWM
onbnuoTeku.

1.14. MNocTynneHne B OHA - NONonHeHne doHaa omMbnmoTekn B pesynbTate nonyyYyeHus obsizaTenbHOro
aK3emnnsipa, MOKynKu, MOAMNUCKK, fapeHus, obmMeHa unum nboro gpyroro cnocoba.

1.15. MNpoBepka poHAa - nepuogu4eckmin nepeyyeT JOKYMEHTOB C Lenbio NOATBEPXKAEHUA UX Hanuunsg, a
TaKke YCTaHOBMEHUSA UX COOTBETCTBUSA YYETHBIM JOKYMEHTaM.

1.16. PblHOYHasi LeHa - LieHa, CKNagblBalolascs Ha pblHKE COOTBETCTBYOLEN npodykumu (kHur, ABL,
3MNEKTPOHHbBIX U30AHWUIA) C YYETOM SKOHOMUYECKOW CUTYaLMKN, TEHOEHLMI CNpoca U NPeLoXeHNs, KOHKYPEHLUN.

1.17. Cuctema y4yeTa AOKYMEHTOB - OpPraHU3aLMOHHO YMNopsOoYeHHasi COBOKYMHOCTb BWOOB, METOLOB M
cnocoboB yyeTa JOKYMEHTOB, AMddepeHUMPOBaHHbBIX B COOTBETCTBUM C MX CTaTyCOM.

1.18. CyMMapHbIi yYeT - permctpaumsa B y4eTHoM popmMe BCEX BMAOB AOKYMEHTOB MAapTUAMMU C LEMbH
Nnony4yeHnst TOYHbIX CBEOEHWI O BENMYMHE, cocTaBe hoHAa OMOMMOTEKN N NPOUCXOOALMNX B HEM WU3MEHEHMAX
(mocTynnexHumn, nepemeLLeHnn, BolObITUM).

1.19. YueT GubnmoTevHoro cdoHaa - KOMMMNEKC ornepauun, obecneuvmBarolmMx ukcaumo cBedeHUn o
BENMYMHE, COCTaBe M1 ABWXKEHWUM pOHOA NO YCTAHOBIEHHbLIM NpaBunam.
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2. OBLWME NONOXXEHWA

2.1. Y4yeT 6ubnuotedHoro coHAa OTpaaeT MNOCTYMNeHNne AOKYMEHTOB B (PoHA, BbiObITME M3 ¢hoHAa,
BENUYMHY Bcero OmbnuoteyHoro coHaa, ero nogpasfeneHun U CryXMT OCHOBOW Ansi rocygapCTBEHHOro
CTaTUCTUYECKOTO y4yeTa, OTYEeTHOCTM OMBNMOTEKM, NNaHUMpOBaHUA ee [OedATenbHOCTH, obecneyeHus
COXpaHHOCTM hOHAA, KOHTPONSA 3a HaNNYMem 1 ABUKEHNEM OOKYMEHTOB.

2.2. K BegeHuio ydeTa NpegbsBnaTCcsa cregyrowme TpedoBaHus:

- MOSTHOTa W JOCTOBEPHOCTb YY4ETHON MHGOPMaLIMK;

- OOKYMEHTUPOBaHHOE OQOPMIIEHNE KAXKO0ro NocTynneHus B poHA 1 BbIObITUS U3 boHAa;

- COBMECTMMOCTb NPMEMOB 1 (POPM y4eTa, UX HaAAEXHOCTb B YCIOBUAX MPUMEHEHUS TPagWLMOHHON M
aBTOMaTU3NPOBAHHOW TEXHOMOIMK;

- COOTBETCTBUE HOMEHKMNATYypbl NOKasaTenen y4eta OmMbnmoTeyHoro doHAa aHanorMyHbIM rokasaTensm
rocygapCTBEHHOM CTaTUCTUKN.

2.3. Y4yeT GubnmuoTtevHoro oHAa BKIKYAET: MPUEM [OOKYMEHTOB, UX MAapPKUPOBKY, PErncTpauuio npu
NOCTYMNEHUN, NEPEMELLEHMM, BbIOBITUN, @ Takke NPOBEPKY HaNMYNsi JOKYMEHTOB B (boHAe.

2.4. YyeTHaa uHdopMauus, npencrtaBneHHas Kak B TPaguLMOHHOM, TaKk M B KOMMbIOTEPHOW chopmax,
UMEET OVNHAKOBYIO HOPUONYECKYIO CUMY.

Ha paBHbIXx MpaBax Mcnonb3ylTcs OnaHkMm y4eTHbIX LOKYMEHTOB, M3rOTOBMIEHHbIE MNONMUrpachryecKumMm
crnocobamu, U GnaHku, pacnedvaTaHHble C NOMOLLb KoMMbioTepa. OHM MOryT ObiTb CCHOPMMPOBAHbLI MpU
NMOMOLLN CTaHAapPTHbLIX MPOrpamMMHbIX MaKETOB UMW WHAMBWUAYANbHbIX MPOrpaMM, CO3OaHHbLIX ON1S BeOeHWUs
yyeTa hoHAa B KOHKpETHON BnbnunoTeke.

2.5. YHucukauma Bugos, cnocoboB M eguHWL, ydeTa [OKYMEHTOB B Oubnuvotekax obecneunBaeTcs
cobnofeHneMm CcTaHOapToB, OTHOCALIMXCA K OubnvMoTeyHoMy pJeny, a Tawkke TpeboBaHWi HacTosiLen
MHCTpyKuMK, Opyrmmm HopmaTMBHBIMU JOKYMEHTamu no 6ubnmnotevHomy geny.

3. CUCTEMA YYETA BMBITMOTEYHOI O ®OHJOA

3.1. Cuctema yyeta 6MGnmoTeyHoro ooHa BKMOYaeT:

- BHYTPMOMOIMOTEYHBIN YYET BCEX NogpasaeneHni ombnmoreyHoro oHaa;

- FOCYAapCTBEHHbIV CTAaTUCTUYECKMI y4eT BnubnmnotevHoro goHaa no gopme "6-Hk";

- 0CcoObIN (Cneunanma3npoBaHHbIi) roCy4apCTBEHHbIN yYeT OTAENbHbIX KaTErOPUN JOKYMEHTOB:

- KHWKHBIX MaMATHUKOB;

- apXMBHbIX JOKYMEHTOB, HaxoaAWmMxcs B poHAax ombnmoTek.

3.2. degeparnbHble n pernoHarsbHble 6mbnmoTekn, dopmupytoLme HaLMOHanbHbIN
OnbnnoTteyHo-MHopmaLUnoHHbIn doHa Poccuiickon Pepepauum Ha ocHoBe OGecnnaTHoro o6s3aTenbHOro
ak3emnnsipa B cooTBeTcTBMU C 3akoHOM Poccuiickon ®eagepaunn "O6 o6a3aTenbHOM 3K3eEMNISpe 4OKYMEHTOB"
(1994 r.), BegyT y4eT a10ro hoHAa B COOTBETCTBMM C HACTOsILLEN VIHCTpyKUMEN.

3.3. Y4eT 0cob0 LieHHbIX 1 peaKnx M3OaHWA, OTHECEHHBIX K KHWXKHBbIM NMaMATHUKaM, OCYLLECTBMSETCS B
COOTBETCTBUM C 3akoHoaaTenbcTBOM Poccuiickon degepaumm 06 oxpaHe M UCMONb30BaHWM MaMSITHUKOB
UCTOPUM U KymnbTypbl, HacToswen WHCTpyKUMENn M HOPMaTUBHBLIMW JOKYMEHTAMW O KHWXKHBIX MNaMsTHUKaX
Poccunckon degepaumn.
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KoHcynbTaHTlIn0C: npuMmeyaHue.
OcHoBbl 3akoHogaTensctBa PP o6 ApxvBHOM ¢oHae P® yTpatunu cuiy B CBA3WM C NPUHATUEM
depepanbHoro 3akoHa ot 22.10.2004 N 125-03 "O6 apxmBHoMm gerne B Poccuiickon ®egepauun”.

3.4. Y4yeT apXMBHbIX JOKYMEHTOB, KOTOpblE MOCTOAHHO XpaHATca B ¢oHOoax Ombnmotek u OTHOCATCHA K
ApxuBHomy coHay Poccuiickon Pepepauun, perynupyetca "OcHoBamu  3akoHogaTtenbcTBa Poccuickomn
depepaumm 06 ApxmeHom choHae Poccuiickon Pepepauumn mn apxmax”, "lMonoxeHnem o6 ApxuBHOM oHae
Poccuiickon ®epepaummn” n Hactoswen VHCTpyKumen.

Bubnuotekn, umerowme B CcBoMX OHOAX [OOKYMEHTbl TFOCYAapCTBEHHOM 4YacTu ApXMBHOro (oHAa
Poccuiickon depepaumm, yuntoiBatoT x B cootBeTcTBUM ¢ "lMonoxeHnem o6 ApxuBHom doHae Poccurckon
depepaummn”.

4. OBBbEKTbI M EOVHNLIbI YHETA BUBNTMOTEHHOIO ®OHAA

4.1. ObbekTammn ydyeta OMONMOTEYHOro poHOA SABMSKTCS LOKYMEHTbI, MOocTynawwume B 6ubnuoteky u
BblObIBaOLLME U3 HEE, HE3ABMCUMO OT BMAa OOKYMEHTA U ero MaTtepuanbHOW OCHOBBI.

MpumedaHne. He nognexat yyeTy M He BKoYalTcs B oHO Gubnuotekn martepuansl cnyxebHoro
Ha3Ha4yeHusa (NporpaMmHble MPOAYKTLI, ABMASOWMEC paboyYMM UHCTPYMEHTOM OMONMOTEYHbIX PabOTHWUKOB U
NporpaMMmnCTOB, N MaTepuarbl, NnpuobpeTtaemble aAng obopMreHus GMbnmMoTekn, Apyrmx NoacobHbIX paboT, He
CBSI3aHHbIX C KOMMeKToBaHMeEM 6nbnmnoteyHoro doHaa).

4.2. B cootBetctBun ¢ FOCT 7.20-80 "CUBWA. EguHunupl ydeta ¢oHOOB OMOMMOTEK WM OpraHoB
Hay4YHO-TEXHUYECKOM MHOopMaUun" n nameHeHnsiM kK Hemy (MNameHenne N 1-10 1984), BenuumHa v AOBMXKEHME
doHAa N3MEPSIOTCH B OCHOBHbIX M JOMOMHUTENbHbBIX €OUHMLIaX.

4.2.1. OCHOBHblE €ANHWLbI yYeTa MOCTYNSIEHNI U BbIObITUSA B OMONMoTeyHOM hoHae:

1) Ha3BaHue - Kaxxgoe HOBOE MIM NMOBTOPHOE M3gaHune, OPYron OOKYMEHT, OTinuyalrwmecs OT OCTarbHbIX
3arnaBuemM, BbIXOAHbIMU JAHHBIMW UMW APYTUMU 3rieMeHTaMm opopMIieHNs;

2) ak3emnnsap - kaxgasi otaenbHas eguHMiua JOKyMeHTa, BKtoyaemasi B ooHA 1y BbiObIBaKOLLAs N3 HEro.

O6Lwasn BenuumHa oHaa 1 ero nogpasgeneHnn yuntelBaeTca B ak3emnnspax; doHga, chopMmpoBaHHOro
13 noctynnenun nocne Beenenuns B gernctene NOCT 7.20-80 - B ak3emMnnisipax U Ha3BaHUSX.

4.2.2. JononHuTenbHble eanHMLbLI yyeTa oHaa:

1) roqoBOW KOMMIIEKT - COBOKYMHOCTb HOMEPOB (BbIMYCKOB) NEPUOANYECKNX U3OaHWI 3a rog, NpUHMMaemas
3a OHY y4YeTHyIo egnHuly ooHaa;

2) MmeTponorika - MexagyHapoaHas eavHuua yyeta BennuuHbl poHaa, nsmepsiemast kak 1 M cTennaxHon
MOMKW, 3aHATON U3AAHUAMW UK OPYTUMWN JOKYMEHTaMMU;

3) nepenneTHasa eanH1ua (NOALLMBKA) - COBOKYNHOCTb HOMEPOB MEPUOAMYECKUX U3OaHUA (0OKYMEHTOB),
CLUNTBIX, MepenfieTeHHbIX UMM CKpenfeHHbIX ApyrMM cnocobom B OAHO Lenoe M MpuMHUMaeMbiX 3a OfHYy
yyYeTHyo eauHmly oHaa.

4.3. 3paHns 1 HeonyGrMKoBaHHbIE JOKYMEHTbI

4.3.1. OCHOBHbIMX e€OMHMLAMW ydeTa HOBbIX MOCTYMfeHWA B (POHA M3gaHuUM U HeonyOnMKOBaHHbLIX
OOKYMEHTOB SABIAOTCS 9K3EMMNAp 1 Ha3BaHue.

4.3.2. OCHOBHbIMU eQUHULLAMU YYeTa XXypHaroB SBNSOTCSA 3k3eMnnap (TOM, HOMep, BbINMYCK) M Ha3BaHWe
n3gaHus 3a Bce rofbl ero nocTynneHns B PoHA, HEe3aBUCUMO OT M3MEHEHWs 3arnaBus XypHana W MOSHOTHI
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KOMMMekTa.

4.3.3. OCHOBHbIMM eQuHMLIaMM yYeTa ras3eT ABMAAKTCA ro40BOM KOMMMEKT U Ha3BaHWE ra3eThl 3a Bce roabl
ee NocTynnennst B oHA, HE3aBUCUMO OT U3MEHEHUS 3arnaBud ra3eTbl Y NOMHOTbLI KOMMMEKTA.

EovHmuamun yyeta ogHOOHEBHbIX (pPa3oBbix) raseT cnyxaT ak3emnnsap (HoMep, BbIMyCK) WM HasBaHue
rasethl.

4.3.4. EAvHMuamMn y4eTa HOTHBIX W3JaHWMI SABMSAOTCS 9K3eMMnsAp W HasBaHwe. OTgenbHble naptuu
(ronoca), obbegMHEHHbIE C NapTUTYpon (KNaBMpOM) B OOHOM M3OaHWM, a Takke naptuu, oObeanHEHHble
n3gartenbCcKkon nankomn (0BMNoXKoW), yUUTLIBAIOTCS KakK O4MH 3K3EMMNIIAP U O4HO HasBaHve. OTaenbHble napTuiu
(ronoca) n napTuTypa (knaBup), M3gaHHble pa3genbHo, yYMTbIBAOTCS Kak ABa ak3emnnsapa. CamoctoaTenbHble
HOTHble Wu3daHusl, OObeAMHEHHble B OfHOM nepenneTe (KOHBOMIOTE), Y4YMTbIBAOTCA KaK OTAEMNbHbIE
3K3eMMNspbl U OTAENbHbIE HAa3BaHWS.

4.4, AyonoBuayanbHble JOKyMeHTbl (AB[)

4.4.1. OCHOBHbIMM eguHMUaMu yyeTa doHaa ABL ABNSIOTCA 3K3eMNnsp M HasBaHWE. OK3eMMspom
rPammniacTUHOK U KOMMaKT-ANCKOB CHMTAETCA OMCK; MarHUTHBIX (DOHOrpaMMm - KaTyLuKa, kacceTa; AMadubMoB -
PYIIOH; KOMMEKTa ANano3MTUBOB - KOMMIIEKT; KUHOUIbMOB - 6001Ha; BUAEOdUNBMOB - KacceTa.

BenunuuHa doHaga n noctynnenns (BoblObiTUst) ABL y4nThIBAOTCA B 9K3EMMNSAPAx N Ha3BaHUSIX.

4.4.2. OTOENbHO BbINYLWEHHYHO TPaMMIacTUHKY, KOMMAKT-OMCK YYUTBIBAOT Kak OAMH OUCK WU OfHO
Ha3BaHve. Komnnekt (anbbom) rpamnnacTMHOK, KOMMAKT-OAMCKOB, OOBbEeAMHEHHbIX OOWMM HasBaHMEM,
YYUTBIBAKOT MO KOMNMYECTBY AMCKOB U OAHOMY Ha3BaHWIO.

4.4.3. MarHuTHyt0 pOHOrpaMMy Ha OLHOW KaTyLUKe (KacceTe) yuMTbIBalOT KakK OAHY KaTyLlKy (KacceTty) u
O[1HO Ha3BaHwue.

MarHutHyto oHOrpamMmmy Ha HECKOSbKMX KaTylwkax (kacceTax), 0O0beAMHEHHbIX OOLMM Ha3BaHWEM,
YYUTBIBAKOT MO KOMMYECTBY KaTyLleK (KacceT) U OQHOMY Ha3BaHUIo.

4.4.4. AB[1, aBNSA0OLWMIACS NPUITOXEHUEM K APYrMM Buaam JOKYMEHTOB, OTAENbHOMY YYeTY He NOANEXMT.

Mpumeyanne. lMpu 3aTpyaHMTENBHBIX Cyvasx onpegenieHMs OCHOBHOIMO HocUTensd uHdgopMauum u
NPUNOXEHNs1 K HEMY 32 OCHOBHOW HOCUTESb, NogMnexallun y4eTy, MPUHUMAETCA TEKCTOBOW JOKYMEHT.

4.5. Mukpodopmbl

4.51. EanHmuamn ydeta doHaa MUKpodopMm 4ABRSIOTCA: AN MUKPOULWI - HasBaHMe W duwa, aAnd
MUWKPOUIBEMOB - PYJIOH.

4.6. ONeKTPOHHblE N3aaHus

4.6.1. EanHuuamm yyeTa oHaa 3NEKTPOHHbIX U3AaHUN ABNATCA: AuckeTa n ontuyecknii guck (CD-ROM
1 MynbTUMeAMa), a Takke Has3BaHue. [uckeTa-NnpunoXeHne He YYnTbiBaeTCs Kak OTAENbHbIA 3K3eMNNAp, ecrnu
npegcrtaBnseT cobor BKNagky (BNoxeHue) B U3gaHue.

5. MOPAAOK YYETA BUBJIMOTEHYHOIO $OHAA

5.1. BeaeHue yyeTta 6M6nnoTeyHoro choHaa OCHOBaHO Ha COYEeTaHMM 00si3aTenbHbIX M haKynbTaTUBHbLIX
NMPUHLUUMOB.

5.1.1. bubnuoteka obsizaHa:

- OCYLLUECTBNATb CYMMapHbIA W WHAMBMAYaNbHbIA Y4YeT MocTynalwmnx B OUBNMOTEYHbI doHa U
BblObIBAOLLMX N3 HEMO OKYMEHTOB B YCTAaHOBIEHHbIX eANHULIAX YYeTa;
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- obecneymBatb NOCNefOBaTENBHOCTL NPUMEHEHNST YCTAHOBIEHHBIX €OWHWL, y4eTa U He [onycKkaTb WX
N3MeHeHUs1 6e3 NPUHSATUSA HOBbIX HOPMAaTUBHbIX JOKYMEHTOB MO y4eTy 6GnbnmoTeyHbix OHAOB;

- obecneymBaTtb COMOCTAaBMMOCTb €OMHUL, ydyeTa PoHAA B IK3EMMMISpax C €AVHULAMWU WX XPaHEHUs U
Bbla4yu, 3a UCKITKOYEHNEM Fa3eT, XXypHaroB, JIMCTOBbIX U30aHU;

- cobnogaTtb NPEEMCTBEHHOCTb OpraHM3auny y4eTa B LIENSX CONOCTaBUMOCTU YH4ETHON MHAOpMaLmK.

5.1.2. bBubnuoTeka MMeeT NpaBso:

- yCTaHaBNMBaTb CBOW MOPSAAOK y4eTa, YYMTbIBAIOLWMIA CTaTyC, OCOOEHHOCTM OpraHvM3aummM K CTPYKTYpbI
doHaa u obecneuvmBalOWMA OOCTOBEPHbIE pes3yrnbTaThl yvyeTa oHAa, He npoTvMBopedvawine TpeboBaHMAM
HacTosiLwen NHCTpyKuuu;

- BECTU 3annCu B MHBEHTApPHbIX KHUrax (fincTax, XypHamnax), KHMUrax CymmapHoro ydeTta doHga (KHurax
yyeTa 6mbnuoteyHoro poHaa), Ha OTAENbHbIX NIMCTAx, B KAPTOYHOW hopMe, B BUAE pacnedartok, NOoMyYeHHbIX
Ha KOMMbIOTEPE, a TakkKe B MALLUMHOXPaHUMbIX hannax, 3anucaHHbIX Ha AUCKe, OUCKETE W APYrMX HOCUTENsX,
obecneynBaroLLMX AONTOBEYHOE XPaAHEHNE U BOCMPOU3BEAEHMNE YHETHOW JOKYMEHTaLMNY;

- BBOAWUTb B Y4YeTHble OOKYMEHTbl, Hapagy ¢ obsizaTenbHbIM, hakynbTaTUBHbIA HaAbop MnokasaTtenen c
y4eToM crneuundmkmn KOHKpeTHON BnbnmoTekuy;

- - yCTaHaBNMBaTb CPOKM COAEPXKaHUS U COCTaB AOKYMEHTOB (poHAa BPEMEHHOIO XpaHeHUs (Kpome
3

- MpouM3BOAWUTb OLIEHKY CTOMMOCTU [OOKYMEHTOB, WCMOMb3ysl MNEPEeOLEHOYHblE  KO3(PULMNEHTDI,
ycTaHoBrneHHble [paButenscTBomM Poccuiickon deaepaLmm, U pblIHOYHbIE LIEHDI;

- BBOAWTb KOMNYECTBEHHbIE W CTOMMOCTHbIE HOPMAaTMBblI CNMCAHWSA [OOKYMEHTOB, YTpPadeHHbIX MO
HEeyCTaHOBMNEHHbIM MPUYMHaM (HegocTada), kak B OTAenbHom Oubnuoteke, Tak M B LieHTpanu3oBaHHON
ombnumoTteyHon cucteme (LUBC); BenuumHa 1 nopsigok NCHUCTIEHNST HOPMAaTUBOB YTBEPXKAAKOTCS yYpeaTenem B
COOTBETCTBMM C YCTABOM WM NOMNOXEHNEM O OBUBNNOTEKE;

- pacnopsikaTbCsi CMUCaHHbIMKU 13 oHAa OMBNMOTEKN JOKYMEHTAMM, KPOME CIyYaeB, NMPeayCMOTPEHHbIX
3aKoHOAaTENbCTBOM;

- B COOTBETCTBMM C AENCTBYIOLLMM 3aKOHOAATENbCTBOM ONpPeaensaTb cnocobbl U pasMepbl KOMMEHcaLMu
ywepba, HaHeCEHHOro nosb3oBaTensiMm ooHA0B OMGMOTEKN.

5.2. OTBETCTBEHHOCTb 3a NPaBUIIbHOCTb OpraHM3aunn yyeta oHaa HeECET agMUHUCTPaUUsa BMbnmoTeku n
COTPYOHUKM B COOTBETCTBUM C LOJDKHOCTHLIMU 00A3aHHOCTAMMU.

5.3. KoHTponb 3a cobntogenHnem Hopm n TpeboBaHMin MO ydeTy GubnuotedHoro doHaa ocyliecTBnser
cneynansHoe yHKUMOHaneHoe nogpasgeneHne ombnmoTekn, a Takke KOMUCCUSA MO COXPAHHOCTU WU OpPYron
KonnernanbHbIN opraH no hoHaam nNpu AMPEKLUN BUBITMOTEKN.

5.4. Yypeautenb, agMMHUCTPALIMA U COOTBETCTBYHOLUME CNYObl GnbnmMoTekn obecneynBatoT ycrioBms Ans
BbINOSHEHUS NPAaBUI y4eTa, OpraHM3aunn, XpaHeH s 1 UCNoNb3oBaHUA ooHAa.

6. YYET NOCTYMNEHUA AOKYMEHTOB B BUBTMOTEYHbLIN ®OHA

6.1. YueT nocTynneHwin [OOKYMEHTOB B (poHO oOcyllecTBnseTcs AuddepeHumMpoBaHHO, nyTeM uX
noapasgeneHns Ha JOKYMEHTbl MOCTOAHHOTO, ANUTENBHOMO U BPEMEHHOIO XpPaHEHUS.

6.1.1. YueTy Ons MNOCTOSIHHOIO XpaHEHWst C MNPUCBOEHWEM WHBEHTAPHOTO HOMeEpa MOAJIeXUT OAMWH
3K3EeMMMSIp OTEYECTBEHHbIX JOKYMEHTOB, NOCTYNAKLNX B OUONNMOTEKN C (DYHKUMAMM MOCTOSHHOTO XpaHeHus
OecnnaTtHoro 06a3aTenbLHOro 3K3eMNApa, a Takke NPUHMMAaEMbIX HA JeN03UTapHOe XpaHeHWe JOKYMEHTOB.

KoHcynbTaHTIINOC
Hanemuaznpasosaﬂ noaaepxxkKa VMMM! CTpaHVILl,a 71329


www.consultant.ru
www.consultant.ru

Mpuka3 MuUHKynbTypbl PO o1 02.12.1998 N 590 [okymeHT npeaocTasneH KoHcynbTaHTIIoc
"06 yTBepxaeHun "MHCTpyKummn 06 yuete bubnunoteyHoro doHga" [ata coxpaHeHus: 14.09.2012

6.1.2. Y4yeTy AN ANUTENbHOIO XpaHeHNs! C NPUCBOEHNEM WMHBEHTapHOrO HOoMepa noAsiexaTt OOKYMEHTb,
npeaHasHayeHHble Ans YA0BNETBOPEHNS TEKYLLErO U NPOrHO3MPYEMOro YATaTeNbCKOro cnpoca, He3aBnCMMO OT
BMOa OOKYMeHTa, ero obbema, TeMaTuku 1 Apyrmx oopmMarnbHbIX NPU3HAKOB.

6.1.3. YueTy [Ons BpemMeHHOro XpaHeHusi (6e3 WHBEHTapHbIX HOMEPOB) MOAMEXaT [OOKYMEHTb,
cofepxallme MHOPMaLMIo KPaTKOCPOYHOTO 3HAYEHUS], B CBSA3M C YEM WCKNoYaTca M3 cdoHga GubnuvoTeku
yepes HenpoaONMKUTENbHbIN Neproz Bpemenn (kpome fin. 3.2) B.4))

6.2. [lokyMeHTbl, BKItoYaeMble B hoHa 61GnunoTekn, Mapkupytotcs. Mpu aTom MoryT GbiTb MCMOMNb30BaHbI
LUTEMMEeNN, KHWXKHble 3HaKW, NHOMBUAYalbHbIE MalUMHOYMTaeMble WTpuxoBble kodbl. OCHOBHble TpebGoBaHus,
KOTOpble OOMMKHbI COBMoaaThbCA NPU MapKUpPOBKe [OOKYMEHTOB: 0003HayeHWe MNpUHaaNeXHOCTH, 3CTeTuka,
[0NTOBEYHOCTb MapKMPOBOYHOIO 3HAKa, COXPaAHHOCTb TeKCTa UMK APYroi 3HaKoBOW MHbopMaLmu.

MpumeydaHue. Bce BUAbI 4OKYMEHTOB, SABMNSIOWMNECS NPUIIOXKEHNEM K OCHOBHOMY HOCUTENIO, MapKUpYyHTCS,
Ha HMX MPOCTABNATCH TE e PEKBU3UTDLI, YTO U HA OCHOBHOM [OKYMEHTE.

7. CYMMAPHbIN YYET JOKYMEHTOB

7.1. CymMmmapHbIV y4eT BCEX BMOOB AOKYMEHTOB, MOCTYMNALMX UK BbIObIBAOLWMX N3 dpoHAa OubnmoTeku,
NPOM3BOAMTCA NAPTUSIMM MO OQHOMY COMNPOBOAUTENBHOMY AOKYMEHTY (JIUCT rocy4apCTBEHHOW perucrpaumu,
cyeT-hakTypa, HaknagHas, peecTp, akT).

B cnyyae oTCyTCTBMA CONPOBOAMTENBHOIO AOKYMEHTa COCTaBNsieTCH npvema.

Mpun obHapyxeHny B NPUHUMAEMBbIX MAPTUSAX PACXOXKAEHUM C JAHHLIMU CONPOBOAUTENBHOIO AOKYMEHTA, a
Takke npucnaHHbix 6e3 3aka3a HEeHYXHbIX WM  OedEeKTHbIX 3K3EMMMSPOB  OpraHM3auMr-NoCTaBLUUKY
NPeabABAOTCS NPETEH3MM B TeHYeHUe 1 Mecsua C MOMeEHTa nNpuema napTum HOBbIX MOCTYMNIEHNA.

7.2. dopMo CyMMapHOro y4eTta sIBNAETCA KHura (KypHar, JIMCTbl CYMMapHOro yyeta GuGnnoTeqHoro
doHaa) B TpPaANLMOHHOM MITU MALLUMHOYUMTAaEMOM BUZE.

HesaBuncumo oT xapakrepa MaTepuanbHOro HOCUTENS yYeTHOW (OOpPMbl, CBEAEHUS O AOBMXEHWM doHaa
dukcmpytoTcs B 3-x yacTsax "KHurum cymmapHoro yyeta 6ubnuotedHoro poHga" nnm gpyron oopme cyMmapHoro
yyeTa:

HacTb 1

- "MocTtynnexue B poHA";
- "BbiObITHE 13 dooHaa";
HacTb J - "Utormn gsmxeHus goHaa".

7.3. CBeeHUs 0 NOCTYNMBLUNX B OMONMOTEYHBIN (DOHA AOKYMEHTaxX (PMKCUPYIOTCS B NEPBOWN "KHurun
CymMMapHoro y4yeTta bubnmnortevHoro ooHaa" B nokasatensax: gata u N 3anucu, UCTodHuK noctynnennsi, N n/vnm
Aarta ConpoBOAUTENBHOIO AOKYMEHTa, KONMMYECTBO MOCTYNUBLUMX AOKYMEHTOB (BCEro, B TOM 4YMCMEe MO Buaam,
COAEPXAHWIO U A3bIKE KOPEHHOWN HALMOHaNbHOCTK), CTOMMOCTb NPUOOPETEHHBIX JOKYMEHTOB.

B "Knure yyeta 6ubnmoteyHoro goHaa LieHTpanmsoBaHHom 6ubnuotedHon cuctemsl (LUBC)" copepxaTtcs
cBefeHusa 0 nepefaye JOKYMEHTOB M3 OTAeNa KOMMNIEKTOBAaHNS U 06paboTKM B CTPYKTYpHble MogpasfeneHust
LeHTpanbHon 6nbnmoTekun, B GUbNnoTekn-pmnmansl, U3 0gHUX CTPYKTYPHbIX NOApa3aeneHn B gpyrue.

7.4. CBegeHus o BbIObIBLUMX M3 OUONMOTEKM OOKYMEHTax OTpaxarTcs BO BTOPON "KHurun
CyMMapHOro y4yeta OubnuoteyHoro conga" wnu gpyron opme CyMMapHOro ydeta C yKasaHWeM MNpUYvH
WCKIIOYEHNS.

[nsa yyeTa 1 KOHTPONSA CNMCaHHbIX AOKYMEHTOB BBOAATCSA nokasatenu "MNepeagaHo”, "MpogaHo", "CoaHo B
Makynatypy".
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7.5. Ha ocHoBaHun HaCTo;m.leVl MHcTpyKumMm 6ubnmnoTtekn BnpaBe BBOAUTL [OMOMHUTENbHbIE
nokasarenu, yumTbiBatoLwmne cneundmrky KOHKpeTHOM GubnmnoTeku.

7.6. Habop nokasartenen, oTpaxawwmx pacnpegernieHne [OOKYMEHTOB MO BuAaM M COOEepXaHuio,
MOEHTMYEH BO Bcex Tpex 4acTtax "KHurm cymmapHoro ydeTta ©mbnumoteyHoro cdonga" wnu gpyron copme
CyMMapHOro y4eTa.

7.7. Torm gBuxeHus boHaa noaBoasTca B 06a3aTenbHOM nopsgke 3a rod. B 3aBMcMMoOCTV OT NPUHATOrO
nopsigka ydyeta B 6ubnvoTeke ntorn ABmxeHus poHga MoryT nogBoAaMTLCA 3a KBapTan UM 3a nonyrogue.

7.8. OTpaxeHue OTAenbHbIX BUAOB AOKYMeHTOB B "KHure cymmapHoro y4eta" wnu gpyron copme
CyMMapHOro y4yeTa.

7.8.1. TMoctynnenna AB[L, MukpodopM, 3MeKTPOHHbIX W3OaHUMN Ha MalMHOYUTAEMbIX HOCUTENAX
(CD-ROM, MynbTMmeana, ouckeTta) oTpaxarTcs B MepBOn "KHVIFVI CyMMapHoro yyeta" ¢ ganbHenwen
geTtanusauven no BugaM JOKYMEHTOB. AHANOMMYHO OMKCUMPYHOTCS AaHHbIe O BbIObITUM BO BTOPOM "KHurm
CyMMapHOro y4yeTta 6ubnmoTteyHoro goHaa". torm gBmxeHuss NnoaBoaAaTCcsa B TPETbEN

7.8.2. Bce nepuoguyeckme usgaHus HesaBUCMMO OT MartepuarnbHOW OCHOBbI HOcuTensa uHdopmauumm
noanexaTt CyMMapHOMy y4eTy.

Mpumevanne. BepeHne cymmapHoro yyeta raseT B LleHTpanusoBaHHbIX OGMONMOTEYHBIX CUCTEMAX
peLuaeTcsi B COOTBETCTBUM C BO3MOXHOCTAMU M pearnbHOM HEOOXOAMMOCTbIO TaKoro yyeTa.

OcHoBaHVeM ONsi BHECEHUS] Mepuoanyeckux uaganuini B "KHury cymmapHoro ydyeta 6GMOGMIMOTEYHOrO
cboHaa" sBRseTca B|KT] cocTaBnsieMbli NonyyatenieM no Mepe 3aBeplLUeHVsi NOCTYMAEHWI NepUOaNYECcKUNX
n3gaHuiA TeKyLero roga.

B 3aBucuMMOCTM OT nNpuHATOrO B OMONMOTeke nopsigka YydeTa MOABEAEHUE WTOTMOB  [BMXKEHUS
nepuoanYecKknx U3aaHnin MoXeT NPOM3BOAUTLCA 3a KBapTarl, nofyroane Uiu rod Ha OCHOBaHUM aKTOB.

8. UHOVBUAOYANbHbIV YYET JOKYMEHTOB

8.1. NHamBuayanbHbIA y4eT KaXZoro 3K3eMnnspa [OOKYMEeHTa WM KaXO4oro HasBaHWs [OKYMeHTa
NPOW3BOAMTCS C NMOMOLLBI METOAO0B MHBEHTApPM3aLMM C MPUCBOEHNEM OOKYMEHTY WHBEHTApHOrO HOMepa Wnu
pervcTpaunm gokymeHTa 6e3 NpUcBOEHUsI eMy MHBEHTAPHOIO HoMepa. IHaMBuAyanbHbIi HOMEpP 3akpennaeTcs
3a JOKYMEHTOM Ha BCe BPEMS €ro HaxoxaeHusi B oHae dombnmoTteku.

8.2. dopmamu nHAMBMOYaNbHOrO yYeTa JOKYMEHTOB ABMASIOTCSA KHWXKHAsA (MHBEHTapHast KapToYHasi
(kapTodka y4yeTHOro kartamora), nMcToBasl [OMCY aKTOBOro Yy4eTa), PerucTpaumMoHHasl KapToyka Ha
OnpeAerneHHbIn BUA n3gaHus (B TOM Yncne anekTpoHHoro unu AB[).

Mpn aBTOMaTU3MPOBAHHOW TEXHOMOrMM co3gatTcs  hannbl, cogepXawme BCHO — HeoOXoauMMmyto
WHcopmaumio ona opmmpoBaHus nbor 13 opm MHAMBUAYANBHOMO yyeTa.

8.3. ®opmbl MHOMBMAYaANbHOrO ydeTa [OOKYMEHTOB B 00A3aTenbHOM MoOpsiake [OOJKHbI copepXaTb
crnegyolve nokasaTtenu: gaTta 3anucu, Homep 3anncu B "KHure cymmapHoro ydeta ©6mbnmoteyHoro coHaa”,
WHBEHTAapPHbI HOMEp, aBTOp U 3arnaBune, rod U3gaHus, LeHa, OTMeTKa O NPOBepKe, HOMep akTa BblObITHS.

B "lMpumeyaHnn" ykasbiBaeTcs Hanmume n Bua NpUNoXeHNs K OCHOBHOMY JOKYMEHTY.

8.3.1. Ins 0cob0 LeHHbIX 1 peaknx nagaHui B "lMpumedaHnn" ykasbiBalOTCA OCOOEHHOCTM 3K3emnnsipa,
onpegenswme ero LeHHOCTb (HanmuuvMe YHUKanbHOro nepenneTa, aBTorpada, pacKkpalleHHbIX OT pPYKM
UNICTpaUmMi U T.1.).
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8.3.2. VHaovBmayanbHbId y4eT W3daHUA, HeonyOnuMKoBaHHbIX OOKymeHToB, AB[L, mMwukpodopm,
3NEKTPOHHbIX U3[0AHWNIA OCYLLECTBMAETCH B OTAENbHON ANS KaXA0ro Buaa hopMe MHANBMOYAINbHOMO yyeTa.

Yyet CD-ROM, mynbTumegua, auckeT Begetcs B nodor ns opm MHAMBMAYanbHOro yyeta.

8.3.3. VMiHamBmnayaneHbli ydeT nporpamm ans OBM un 6a3 fgaHHbIX BedeTcsi Ha pervcTpaumOHHbIX
KapTouykax WnvM Opyron npumeHsiemon B OGubnuoTteke dopme ydeTa. B yyeTHbIX JOKYMeHTax oOTpaarTcs
cnegyoLwme CBEAEHUS:

- 4aTta NnocTynneHus;

- Ha3BaHue nporpammbl OBM mnnun 6a3bl AaHHbIX;

- HAaMMEeHOBaHWe co3aaTtens (rpugnyeckoe unu ranyeckoe nMuo);

- JaTa co3gaHus nporpammbl;

- LeHa npuobpeTeHus;

- HocuTenb uHopmaumn (CD-ROM, mynbTumeama, guckera).

9. YYET BbIbbITNA AOKYMEHTOB 13 BUBITMOTEHYHOIO ®OHOA

9.1. BbIObITME OOKYMEHTOB U3 hoHAa OPOPMIAETCH akTOM 06 MCKMYeHUn (CM. - @ n
oTpaxaeTca B "KHure cymmapHoro ydeta" m B dopmMax vHAMBUAyanbHOro yveta cdoHaa. B kaxgom akte
PUKCHPYIOTCA CBEAEHUSI O OOKYMEHTaX, MCKIIYaeMblX MO OAHOW MpUYMHE: BETXOCTb ((PU3MYECKUI U3HOC),
AedeKTHOCTb, yCTapenocTb MO coAepXaHuto, AybneTHocTb, HenpodunbHOCTL, yTpata (C  yKasaHueMm
KOHKPETHBbIX 0OCTOATENLCTB yTpaThl: Nponaxa M3 hoHA0B OTKPbLITOro gocTtyna nnv no MBA, yTepst untatensimu,
XWLLEHNE, B pedyrnbTate 6eACTBUIN CTUXMAHOIO U TEXHOTEHHOTO XapakTepa, MO HEeYCTaHOBMEHHbIM NPUYUHaM
(HepgocTaya)) <*>.

<*>lNoHATna "BeTxocTb", "medekTHocTb", "ycTapenocTtb”, "gybneTHocTb", "HenpodunbHOCTL", "yTpaTa
ONpeaensTCs B COOTBETCTBUM C TEPMUHONOMMYECKMMIN CIIOBapHLIMU HOpMamu 1 ctaHgaptamm CUBUA.

9.2. BeibbiTve AB[, aneKTpoHHbIX U3gaHun n MMkpoopm oopMIIAETCss aKTOM C YKa3aHMeM MpUYvH U
000CHOBaHNSA UCKMOYEeHNS nxX n3 doHaa GubnmoTekn.

B akt moryT Bkntoyatbcs ABL pa3nvMyHoro Buga, Ho cnucbiBaeMble no OAHOM NpUYmHe.

9.3. [1ns KOHTpONs Haf npoleccaMy pa3MarHMinBaHus 3anmcen opopMnsaeTcs akT Unu aenaetcsa 3anucb
B COOTBETCTBYIOLLEM XypHare.

9.4. HenpurogHble ons UCnonb30BaHUS M HeEMoAAaLWmecst pectaBpaunm MUKPodopMbl  CIUCLIBAOTCA MO
npUYMHaM:

- HekayeCTBEHHOro choTorpacmyeckoro n3odpaxeHus;

- 0ePEeKTOB MUKPOMIEHKM (CKpYYMBAHNS U T.1.);

- MEXaHWNYeCKNX NOBPEXAEHUN (pa3pbiBbl, 0ONOMbI U T.1.).

9.5. K akTy npunaraeTcs Cnncok [OKYMEHTOB, MOAMEXALUMX MWCKITHOYEHUIO, OOMyCKaeTCs 3aMeHa Ccruvcka
KHVDKHBIMY (DOpMynspamMmn st AOKYMEHTOB, HE COCTOALLMX Ha ODyxranTepcKoMm yyeTe.

Ona pgokymeHTOB, oOpabaTtbiBaembix rpynnoBbiM —cnocobom, BMECTO Chucka [JaeTcss MnepeyveHb
perncTpaunoHHbIX HOMEPOB, BUA CMUCbIBAEMbIX M3OaHUI, NX KONIMYECTRO.

9.6. AKTbl Ha CMMCaHWe M3gaHui, yTpadeHHbIX B pe3ynbTaTe yTepu, nopyun, xuweHusi, 6eacrteum
CTUXMINHOTO U TEXHOTEHHOrO XapakTepa, MpU OTKPbITOM JOocTyne K ¢hoHAy, YTBEPXKOAKTCA HA OCHOBaHWM
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COOTBETCTBYIOLLUX JOKYMEHTOB, NOATBEPXKAAKOLWNX yTpaTy (MPOTOKON, aKT, 3aKIMoYeHne U T.1.).

[nsa nooTBepXXOeHUs HEBO3MOXXHOCTU B3bICKAHWSI 3aJ0/MKEHHOCTW C yuTaTens B KayecTBE OCHOBAHWS
NpYHUMatoTCs 3acpMKCUpPOBaHHbIE B 4MTaTeNbCKOM (QOPMYyNSApe HanoMUHaHMSA O BO3BpaTe [OKYMEHTOB,
HarnpaBneHHble BUGNMOTEKON B aApec YiTaTens B BUAE 3aKa3HOIo NMcbMa UM OTKPLITKM C yBeOOMJIEHMEM, a
TaKke CrpaBKu U3 agpecHOro CTona, 0Tkas Ha B3blCKaHME MO UCTIONHUTENBHOMY JIUCTY.

9.7. [loKyMeHTbI, NPUHATbLIE OT YMTaTeNen B3aMeH YTEePSAHHbIX, (PUKCUPYIOTCA B yyeTta KHUT U
OPYIMX AOKYMEHTOB, MPUHSITLIX OT YiTaTeNen B3aMeH yTepsHHbIX". Ha oCHOBaHWM cOenaHHbiX B HEW 3anucen
COCTaBNAKTCA akTbl Ha MOCTyNneHue U BbIObITUE, KOTOPbIE PErMCTPUPYIOTCS B COOTBETCTBYIOLLMX 4YacTaX
"KHurn cymmapHoro yyeta 6ubnuotedHoro doonaa”.

Ha npvem peHer oT uitaTener B3aMeH YTEPSHHbIX KHUT WM OPYrMX [OOKYMEHTOB COCTaBnsieTcs
NPUXOAHbIV OpAEep M YATATENIO BblAAETCS KBUTAHLWS.

9.8. AKTbl Ha CMMCaHWe AOKYMEHTOB BM3UPYKOTCS KOMUCCUMEN MO COXPaHHOCTM (OOHAOB WM  OpYrum
KonnermanbHbIM OpraHoMm Mo doHAam npu AuMpekumn. 3aBM3MPOBAHHbLIE aKTbl YTBEPXKAAKTCA AUPEKTOPOM
OMbnuoTekn, 3amMecTUTeneM LMPEKTopa WM OPYrMM YNOMHOMOYEHHBIM Ha TO JIMLUOM, 33 WCKIOYEHMEM
Crny4yaeB, pernaMmeHTUpPOBaHHbIX 3aKOHOO4ATENBLCTBOM.

9.9. [lokyMeHTbI, UCKINtoYaeMble Kak HenpodunbHble 1 AybneTHble, MOryT ObiTb 6€3BO3Me3gHO MepeaHbl
B MopsiAke KHUroobmMeHa B gpyrne 6ubnuotekn no yepes3 0OMeHHble hoHabl B BUBNMoTEkM-genosuTapumn
W HENOCPEACTBEHHO U3 BMbnMoTekn-cpoHgoAepaTensa B Gubnuoteky-nonyyarens.

9.10. lNpoaaxa cnucaHHbIX U3 (HOHAOB OUONNOTEKM LOKYMEHTOB MPOM3BOAUTCS B COOTBETCTBUM C
NpaBoOBbIMW HOPMATMBHBIMW aKTaMK, a TaKKe NONOXEHNEM UMW YCTAaBOM OMOMOTEKMN.

[eHexHble cpeacTBa 3a peanu3oBaHHbIE M3OaHWsSI MOCTYMalT Ha cyeT OGMONMoTeKM M pacxogylTcs B
cooTBeTcTBMM C "lMonoxeHnem 06 OCHOBaX XO3ANCTBEHHOW AEATENbHOCTM U (PUHAHCMPOBAHWUS OpraHu3auui
KynbTypbl 1 uckycctea" (1995 r.).

9.11. CBefeHnsi 0 BbIOBIBLUMX M3 OEWCTBYHOLLUMX (POHAOB OGMONMOTEKM OOKYMEHTAX PErMCTPUPYIOTCS B
COOTBETCTBYIOLMNX rpadpax BTOPOW "KHI/II'VI CymMMapHoOro ydeta GubnuotevHoro coHaa" wnnu apyron
dopme cymmapHoro ydeTa. MHdopmaumsi o BbiIObIBLUMX OOKYMEHTaxX OTpaXKaeTcsi BO BCEX Y4YETHbIX dopMmax,
Kartanorax, B TOM YMCre CBOAHbIX U LEeHTpasbHbIX, KAPTOTEKaX, O YEM MPOU3BOANTCS COOTBETCTBYIOLLAS 3annch
B aKTe Ha crnucaHue.

9.12. VckntoyeHHble 13 (QOHOOB MUKPOOPMbI Ha ranoreHngocepebpsiHon MrneHke (Heratue, NO3WUTUB)
noanexar coadve Kak cepebpocofepkalime oTXo4bl B COOTBETCTBMM C HOPMaTMBHLIMU MPaBOBbLIMK akTaMu O
nopsigke NpPUeEMKU 1 nepepaboTku oma 1 0TXOA0B AparoLeHHbIX MeTansos.

9.13. CnucaHne OOKYMEHTOB, COCTOSILLUMX Ha OyxranTepckom y4yeTe, MNPOM3BOAMTCA C MPUMEHEHUEM
nepeoLeHOYHbIX KO3(MULIMEHTOB UMM PBIHOYHOM LieHbl B criydae, ecnu ¢oHa Obin nepeoueHeH. B cnopHbix
crny4yasix BONpoC O CTOMMOCTW YTPAYEHHbIX KHUT U APYTMX MaTepuarnoB BbIHOCUTCS Ha 06CyXaeHne KOMUCCHM Mo
COXPaHHOCTM (MK ApYroro KONnekTMBHOIO opraHa no hoHaam).

Komunccus BnpaBe NpyMeHMTb BCE MepeoLeHOYHble KO3MULMEHTHI, YyCTaHOBMNEHHbIE [1paBUTENLCTBOM
Poccuiickon ®egepauum, 1 pbiHOYHbIE LieHbl, @ Takke onpefenutb Apyrne BuAbl U pa3Mepbl KOMMEHcaLmu
ywepba B cooTBeTCcTBUM C [paBunammu nonb3oBaHns GUOIMoOTEKON.

Mpu yTepe Mnu XULLEHUN LIEHHbIX N PEOKUX KHUT ONs ONpeferneHns Mx peanibHoOW CTOMMOCTU KOMMUCCUS
MOXeT MPUBIEKaTb K CBOeN paboTe COOTBETCTBYHOLUMX IKCMEPTOB, a TaKke WCMNONb3oBaTb Marepuarnsl
Hay4YHO-METOANYECKNX LIEHTPOB, KHIKHBIX ayKLUMOHOB 1 spMapok. B aTux cnyyasx onpegeneHvme npuYnMHEHHOTo
ywepba npegenbHeIMK KO3 ULIMEHTAMM KPAaTHOCTU HE OrPaHNYMBaETCS.
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PelueHne komuccumn 06 oLeHKe U3gaHuiA U ApyrMx maTtepuanoB odopMIISeTCs akTOM, KOTOPbIA CIyXUT
OCHOBHbIM [IOKYMEHTOM, YAOCTOBEPSIIOMM MX CTOMMOCTb MPW OCYLLECTBIIEHUM OanbHEWLnX AEWCTBUIA CO
CTOPOHbI ANPEKLMM MO B3bICKAHWUIO C BUHOBHOMO MaTepuanbHoro yliepba.

10. MPOBEPKA BUBNNOTEYHOIO ®OHOA

10.1. B cootBetctBUM C 3akoHom Poccuiickon depepauum "O OGyxrantepckom ydete" (1996 r.)
ob6sA3aTenbHasa npoBepka poHaa NPon3BOaUTCS:

- PN CMeHe MaTepuarbHO OTBETCTBEHHOIO NNLA;

- MPpU BbISABNEHNM hAKTOB XMLLIEHUS, 3rT0YNOTPEBNEHNS UNN MOPYN JOKYMEHTOB;

- B CnyYae CTMXuMHOro 6eAcTBMsl, MNoXapa WM APYrnX YpesBblYalHbIX CUTyaUMsX, Bbl3BaHHbIX
3KCTpEManbHbIMK YCNOBUAMY;

- Npu nepefaye oHaa GMONMOTEKN NN ee YacTu B apeHay;

- PV peopraHM3aunm n NUKBngaumMm GubnunoTeku.

10.2. NpoBepka 6ubNMOTEYHBIX (POHAOB OCYLLECTBISAETCS B COOTBETCTBMM C NMMCbMOM  MuHucTepcTBa
duHaHcoB Poccunckon ®epepaunn "O6 nHeeHTapmnsaumm 6udnmnoTteydHblx oHaos" ot 04.11.98 N 16-00-16-198
B CNeayoLLme CpoKu:

- Hambonee LeHHble PoHAbI, XpaHsLWmecs B cendax, - eXXerogHo;

- pegyanwmne coHabl - 0gnH pa3 B 3 roaa;

- LeHHble doHAabl - 0AMH pa3 B 5 nerT;

- bonabl 6ubnuoTtek go 100 ThbiC. y4ETHBIX €4MHUL, - OOWH pa3 B 5 neT;

- bonabl 6ubnuotek ot 100 go 200 TbIC. y4ETHBIX €QUHWL, - O4MH pa3 B 7 NeT;

- bonabl 6ubnuoTek ot 200 TbiC. A0 1 MITH. Y4ETHbIX eauHNL - oauH pa3 B 10 neT;

- boHAbl GUBNMOTEK CBbILWE 1 MITH. YY4ETHbLIX EANHUL, - NO3TANHO B BbIDOPOYHOM NMOpsiAKe C 3aBEPLLUEHUEM
npoBepkn Bcero choHaa B TedeHne 15 ner.

MpoBepka 6GMGNMoTEYHOro hoHAAa MK ero YacT NPU CMEHe pyKoBoaUTENst BUBNNOTEKM U CTPYKTYPHOTrO
noapasgenexus, nmerowero ombnuoteyHsle oHabl (poHoooepkartens), NpMpaBHUMBaeTCA K oO4vepegHOMy
CpOKYy.

10.3. MeTogmka  npoBedeHMst  NpPOBepKM  POHOOB B oubnnoTtekax pernameHTupyeTtcs
WHCTPYKTUBHO-METOANYECKON U TEXHOSOIMYECKON JOKYMEHTAUMEN BHYTPUOMOIMOTEYHOTO (MEXOTAENbCKOro U
BHYTPUOTAENBCKOr0) 3HAYEHWSI.

MpoBepka 3aBepLIAETCA COCTABMEHWEM BKTd C OBBbACHATENLHO 3aNUCKO M CMIMCKOM OTCYTCTBYIOLLIMX
n3gaHun.

10.4. PesynbTaTbl NPOBEPKU, 3aPUKCMPOBAHHbLIE B paccMaTpmBaloTCs KOMUCCUEN MO COXPaHHOCTU
U1 gpyrMm KonservanbHbIM OpraHoM Mo poHaam. Ha oCHOBaHMM peLleHnst akT O CMCcaHuM nepefaeTcd Ha
yTBEPXKAEHUE.

10.5. B cny4ae npeBbileHMs YTBEPXOEHHOTO HOpMaTMBa yTpaTbl AOKYMEHTOB MO HEYCTAHOBIEHHbLIM
npuynHam HacTosLeN VIHCTpyKUMW) NPUHUMAIOTCSt MepPbl K BO3MELLIEHUIO yulepba, Mpu pasHornacusix
aKT nepegaeTcs yupeauTernto.

Ecnu BMHOBHbIE NMLA HE YCTAHOBMEHbI UK CyA OTKasan BO B3bICKAHUM YOBITKOB C HWUX, TO YObITKM OT
HeJoCTauM CNMCbIBAlOTCA HA YMEHbLUEHNE (OMHAHCMPOBaHUS.
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11. QENTIONMPON3BOACTBO B OPTAHN3ALUMN YHETA ®OHOA

KoHcynbTaHTlInoC: npumeyaHue.

MocTtaHoBneHue NocctaHgapta PP ot 31.07.1997 N 273, koTtopbim BBegeH FOCT P 6.30-97, yTtpaTtuno
cuny B cBs3K ¢ n3gaHueM lNoctaHoBneHus NocctangapTta PO ot 26.08.2001 N 352-cT.

MoctaHoBneHnem Nocctangapta PP ot 03.03.2003 N 65-cT yTBEpXXAeH 1 BBeAeH B genctene ¢ 1 uons
2003 roga TOCT P 6.30-2003 "YHMMMUMPOBaHHbIE CUCTEMbI AOKYMEHTauuMu. YHUUUMPOBaHHAsA cuctema
OpraHM3auOHHO-PacnopAANTENbHON JOKYMeHTauun. TpeboBaHns K 0pOPMIEHMIO JOKYMEHTOB".

11.1. OpraHunsauus paboTbl C AOKYMeHTamu no ydeTy 6mbnuoTeyHoro dpoHaa OcCyLecTBNSeTcs Mo
npasunam BegeHus genonpomssogctea (TOCT  6.30-97  "YHudmumposaHHas cuctema
OpraHM3aunoHHO-PacnopAaNTENbHON AOKYMeHTaumu. TpeboBaHns K 0hOpMIEHNI0 JOKYMEHTOB").

11.2. OCHOBHbIE JOKYMEHTbI, B KOTOPbIX OCYLLECTBNSAETCA Y4eT, noanexaT MOCTOSAHHOMY XpaHEHUIo Kak
OOKYMEHTbI CTPOron OTYETHOCTH.

11.3. CpokuM XpaHeHUs YYeTHbIX [OOKYMEHTOB YCTaHaBNMBAKOTCA B COOTBETCTBUM C  MpaBuriamu
opraHu3aumm rocygapcTBEHHOro apxXuBHOToO Aena. [ns HeKOTOPbIX KaTeropum OOKYMEHTOB, obecrneymBaroLLmx
y4yeT U COXpaHHOCTb (DOHAOB, YCTaHaBNUBAKOTCA CreayoLmne CPOKU XPaHEHNS:

KaTeropun IOOKYMEHTOB k*ﬂ CpokM XpaHeHUS
1 2

KHUMTM ¥ BeooMOCTM yueTa Oubimo- I[IOCTOSHHO, OO JIMKBUOALUM

TeuHOTO QOoHIa OUbIMoOTEeKM

YUYeTHB KaTajior [IOCTOSHHO, IO JIMKBMUIALUU
OUbIMOTEKMU

OnmMcu MHBEHTAPHBEIX HOMEPOB I[IOCTOSSHHO, OO JIMKBUOALUM
OubIMOTEe KM

ConpoBOIUTENIbHEE ITOKYMEHTH 5 JleT nocJyie NpoBepKMU

(HakJlagHEIE, ONMCU, CUeTa, bonma

COMCKM Ha MNOCTYyNalUyln JIUTEPpaTypy)

AKTH Ha KHUTM, XypHaJibl, OpPOIIOPH 5 sert
1 Op. MaTepHuajikl, IOJIydeHHble Oes
CONPOBOOUTEJIBHOTO HOKYyMEHTAa

3asaBJIeHMS, OOKJIAOHHE 3alMCKU O 5 JeT
NOJIydeHUM B Hap

AKTEl O IMOKYIKE KHUT ¥ IpP. I[IOCTOSHHO, OO JIMKBUIOALUMU
OOKYMEHTOB Yy UYaCTHBIX JIMIL OUbIMOTEKNU
Kuurm (TeTpanmn) ydeTa M3IOaHUN, IIOCTOSHHO, IO JIMKBUIALUM
NPMHATEIX OT YMTaTeJIeV B3aMeH BOMbIMOTEKNU

YTEPAHHEIX

AKTE Ha ClIMcCaHue (MUCKJIUYEHME) [IOCTOSHHO, OO JIMKBUOALUMN
NPOM3BEIEHVY HeuyaTu UM OPYTUX OUBIMOTEKU

IJOKYMEHTOB, aKTBI INPOBEPKM
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OMOIMOTEeUHEX GQOHIOOB, KAPTOYKM
Y4YEeTHOTO KaTajlor'a Ha I[OJIHOCTBIO
BHIOBIBIIYIO JIMTEPATYPY

<*> B TOM yucne Ha MMKpOhOpMaXx.
<**> CpoKk xpaHeHus ucuucnseTca ¢ 1 dAHBaps roga, cregylolwero nocrne 3aBeplueHUs MnpoBepKu
BumbnuoteyHoro oHaa.

11.4. o ncteyeHnn CPOKOB XPaHEHNS YYeTHbIE AOKYMEHTbl MOANEXaT YHUUYTOXEHWI0 B YCTAHOBNEHHOM
nopsigke.

B uensx kBanuuUMpOBaHHONO peLIeHNs BOMPOCOB O CPOKax XpaHEeHuUs Y4eTHOM [OOKyMeHTauuu
BmbnuroTekn Bnpase Nonb30BaTLCHA YCNyramm apxmBHbIX Cryx0.

11.5. Cogepxalascs B y4eTHbIX JOKYMEHTaxX UHopmaums MOXeT BbiTb NepeHeceHa Ha MUKPOHOCUTENN.

11.6. N3meHeHus, BHOCMMble B y4yeTHble AOKYMEHTbl (OLWMBOYHO MpPOCTaBMEHHbIE HOMepa, 3aMmeHa
NPOCTaBMEeHHbIX Ha W3AaHUAX U APYrMX OOKYMEHTaxX WHBEHTapHbIX HOMEPOB HOBbIMW Mpu yTepe ¢OopMbl
WHOMBUOYanNbHOMO yyeTa, Nepenncka PerMcTpaumoHHbIX KapToYeK Ha Nepuoanyeckue 1 Apyrue Buabl U3gaHum u
T.N.), NPOM3BOAATCH C pa3peLleHns JOMKHOCTHOrO nnua 1 AOKyMEeHTarnbHO odopMnsioTes (pacnopspkeHneMm,
cnyxebHon 3annuckom u T.n.).

11.7. YTunusauma AB[] nponsBoanTcs B COOTBETCTBMM C YCTAHOBIEHHBIMU NpaBuiamMu.

MpunoxeHus

®OPMbl AOKYMEHTALINA
Mo YYETY BUBINUOTEYHOIO ®OHOA

Mpunoxexune 1a

OBPASEL JINCTA KHUTU
CYMMAPHOI'O YYETA BUBJTMOTEHYHOIO ®OHAA

YACTb 1. MOCTYMNEHME B »OHA k™3

<*> Yucno rpad MoxXeT BbITb YyBENMYEHO MO YCMOTPEHUIO BUBNNoTEKN.
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1. JJaTa Banmucu

2. N BanmMcu mno HOopSaIKy

3. VICTOUHUK NOCTYIJIEHUS

4. N u/uny maTa CONPOBOIMTEJIBHOTO HNOKYMEHTA

5. OK3eMIISpPOB BCce— [IIO-
infe) CTy-
6. Ha cymmy [INJIO
B
7. HazBauuM TOM
uyc-—
8. Kuurwm ik no |[mse
na- BU—
9. XypHauu HUS nam
10. IOpyrme BUIOH MUIOAHUMN
11.
12. He
KHWX— | O~
13. HEIE Ky—
MEH-—
14. TEBL
15.
16.
17. ¥V3maHusa 1O OTpPAacJsaM 3HAHUSA o comep-
XaHUO U
18. XymoxecTBeHHas JuMTepaTrypa SI3EIKAM

19. Ha sg3bBIKE KOPEHHOWM HALMOHAJBLHOCTU

20.

21.

KoHcynbTaHTINIOC
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22. | |

23. Pacnmucka B NpueMe INOKYMEHTOB

[lepeHOC:
K nepeHoCy:

<*> bonee noapobHO packpbITMe POHAA MO OTPACHAM 3HAHUSI MOXET OCYLLECTBASTLCA MO YCMOTPEHUIO
OnbNNoTEKN.

MpunoxeHue 16

OBPASEL| JINCTA KHUTU
CYMMAPHOI'O YYETA BUBITMOTEYHOI O ®OHOA

YACTb 2. BbIEbITVE N3 ®OHOA

1. JJaTa Banmucu

2. N akTa

3. Bcero BH-

BH-

4. BeTxocCTb ITo JIO
npu-
5. IebekTHOCTBH yy—
HaMm

6. YcTapesocThb

7. IOyBJIeTHOCTH

8. HenpodmiIbHOCTHL

9. VYrpara
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10. IlepenaHO
11. IIpoxnaHo
12. CmaHO B MakyJaTypy
13. n3na- | oo B
HUS Bu— |[TOM
14. Kuuru naMm |4MC-
u JIE
15. XypHaJwe 3B~
Kam
16. pyrue BUIOH MIOAHUMN
17. He
KHIDK—
18. HEIE
IOKY-—
19. MEHTEL
20.
21.
22 . VizmaHua 1O OTpPAaCJIsAM 3HAHUS o
co-
23. XynoxecTBeHHAas JuTeparypa nep-
XaAHMIO
24 . Ha s3bBIKe KOPEHHOM HAalMOHAJIBHOCTU
25.
26.
27.
28. Pacnmucka B NpueMe INOKYMEHTOB
[lepeHOC:
K nepeHoCy:

KoHcynbTaHnTlNKOC
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OBPASEL| JINCTA KHUTU
CYMMAPHOI'O YYETA BUBITMOTEYHOI O ®OHOA

YACTb 3. UTOI' ABMXEHNA ®OHOA

MpunoxeHne 1B

1. Bcero
2. 10 NTO-
BI- (TN
3. n3- IJAM
OA- IBVI-
4. KHUTU HUA XE-
HUA
5. XypHajs
®OH-
6. Ipyrue BUIOE M3IAaHUN IA
He
7. KHMX—
HEBIE
8. IOKYy—
MEHTEL
9.
10.
11.
12. V3maHuUsa OO OTPAaCJSAM 3HAHUSA 10 COIEPX.
13. XymoxecTBeHHas JuMTepaTrypa N A3HKAM
14. Ha s3bIKe KOPEHHOM HAaLMOHAJbLHOCTU
15.
KoHcynbTaHnTlNKOC
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CoctoutHa 19__ .
Moctynuno Ha 19__ .
Bbibbino3a 19 .
CoctoutHa 19__ .

MpunoxeHune 2

OBPASEL| TUCTA AKTOBOIO YYETA

<*>Tlo ycmoTpeHuto 6ubnmoTekn B POpMbl nucTa

OOonoNnHUTEIbHbIE Fpa(bbl.

aktTa un MHBeHTapHOVI KHUTKN MOryT OblTb BHECEHbI

Akt N oT 19
Moctynuno Bcero 3k3.cN noN
Homep ViuBeH— ABTOP, MecTo HOeHna OrmeT- | N akTa IIpume -
3anmcum 'I‘aprHZ 3arjiaBsue, n rong Ka o BHIOBITU S JaHure
B KCYB® | HOMep TOM, UYacCThb, n3na- po-—
BHIITYCK HUA pyO. | KOIl. | Bepke

Mpunoxexue 3

OBPASEL| IUCTA MHBEHTAPHOW KHUIMN

19 r
JaTa Homep uBeH- | ABTOpP, MecTO lleHa OrmMeTka [N ITpu-
3anmucu | 3anmcu TapHBM | 3aTJa- n Ton O mpo- ak- | Mmeua-
B KCYB® | HOMep BUE, M3OaHUA BepKe Ta HUE
KoHcynbTaHTIN
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TOM, BBI—
4acThb, py6. | xkoI. OBI—
BBIITYCK TUA

®OPMA TETPAON YYETA KHUT N OPYTUX JOKYMEHTOB,
MPUHATLIX OT YATATENEW BSAMEH YTEPAHHbLIX

Hara | amm— CeenmeHus 00 yTEpPsSHHEBIX CBeneHusa O MNPUHATEIX
a4, KHUTAX WIM OPYTUX KHUTAX WM OPYTUX
VIHV— IOOKYyMEHTAax IOOKYyMEHTAax
LMaJIEl
uyTa-
TeJsa
Nue. | ABTOpD, lleHa Ornest | ABTOP, lleHa Or- | Pac-
N 3arnja- 3arnja- neJt | nmuc—
BUE, BUE, Ka
ron ron -
nsna- nsna- Ta-
HUA py©6. | xkoImI. HUA py©6. | xkoImI. Tesna

®OPMA AKTA O NMPVEME OJOKYMEHTOB B BUBJTMOTEKY
AxT N

Hacroaumit akT cocrasjeH " " 19 T.

(paMmIMM, ¥VMEeHa, OTUYeCTBa M IOOJDKHOCTM JIML, YYACTBYOIMX

MpunoxeHne 4

MpunoxeHne 5
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Mpuka3s MuUHKynbTypbl PO oT 02.12.1998 N 590
"06 yTBepxaeHun "UHcTpyKumm 06 yyete 6ubnmoteyHoro oHaa"

[okymeHT npeaocTasneH KoHcynbTaHTIIoc

[ata coxpaHeHus: 14.09.2012

B COCTAaBJIEHUM aKTa)

O mpuemMe B OUDIMOTEKY

(B IOKyMeHTa M OT KOI'O IIOJIYyUYeHO)

B KOJIMYUECTBE

DK3EMIIJISPOB Ha OOmyKln CyMMY

COoOMCcOK KHUT

COMCOK KHUT WM OPYTUX HOOKYMEHTOB K akxkTy N

(MOBTOPUTE CYMMY IPONMUCHIO)

(M OpyTMxX IOOKYMEHTOB) IpuJlaraeTcHd.

[lonnmcu

(pyxkoBOOMTEJIA)

(coTpynHuUKa)

(Mrua, CcHnaBWETO KHUTU WJIIU
OIpyIue IOKYMEHTEI)

n/mn

ABTOP,

3arjiaBmMe KHUTY UMM BULO HeHa

OOKYyMEHTa

pyo. |KOH.

Kom-BO
DK3.

Cymma

<*> [Npn HebOMNbLLIOM KONMYECTBE NPUHUMAEMbIX KHUT (APYrMX AOKYMEHTOB) NepeyeHb BKIYaeTCs B TEKCT
camoro akTa.

MEPUOANYECKNX USOAHUN B BUBITMOTEKY

SOPMA AKTA O NMOCTYMNNEHNA

AKT N

MpunoxeHue 6

KoHcynbTaHnTlNKOC
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Hacroammit akT cocramjeH " " 19 T.

(bammnmm, wmMeHa, OTUeCcTBa, IJOJDKHOCTM JIMIIL,

YUACTBYKOIMX B COCTAaBJIEHUM akKTa)

B ToM, dWTO 3a 19 r. B
(HaMMEHOBAHME CTPYKTYPHOTO MNOOpa3desIeHUs
OMOIIMOTEeKM)
IOCTYIIMUIIO DKBEMIIJISPOB XYPHAJIOB, KOMIIJIEKTOB Taz3eT

(HEHYXHOE BaYepKHYTbH)

lNoonucwu:

<*> AKT nognucbiBaeTcs pykoBoauTernieM CTPYKTypHOro nogpasgeneHunsa onbnunoTeku.

Mpunoxexne 7

®OPMA AKTA O HEOOCTAYE OOKYMEHTOB
B MOCTYMMBLLEW MAPTUMU

AxT N

HacTosumit akT COCTAaBJIEH

(bammnmm, wmMeHa, OTUeCTBa JIML, YYaCTBYIIOMMX

B COCTAaBJIEHUM aKTa)
B TOM, 4TO OpM OIpPUEMEe [NapTuM KHUT (M OpyIux IOOKYMEHTOB) ,
[MOJIYUYEHHEIX OT

(HaMMeHOBaHMUE YUupexgeHrud, OT KOTOPOI'O IIOJIYYEHBl KHUI'U

WY OPpyT¥ve IOOKYMEHTEH)

KoHcynbTaHTINIOC
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"06 yTBepxaeHun "MHCTpyKummn 06 yuete bubnunoteyHoro doHga" [ata coxpaHeHus: 14.09.2012
o N or 19 r.
OBHapPYyXeHO :
[Mognmcum:

®OPMA AKTA Ob MCKNIOYEHUN N3 BUBJITMOTEYHOIO ®OHOA
JOKYMEHTOB QJIMTENBbHOIO XPAHEHVA

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAI
10 COXpaHHOCTM GOHIOB
[IpoToxos N (momnmmuce Jula, YTBEPIMBIETO akT)
or " " 19 T. "o 19 T.
AxT N
" " l 9 i

HacTosumit akT COCTAaBJIEH

(bamunmm, wmMeHa, OTUeCcTBa JIML, YYaCTBYIIOIMX

B COCTAaBJIEHUM aKTa)

06 mCKJIUYeHUM M3 QOoHIAa

(HaMMEHOBAHME CTPYKTYPHOTO MNOOpa3desIeHUs
OMOIIMOTEeKM)

" " BK3EeMIJIAPOB

(ykazaTe BUIO IOOKYMEHTA)
Ha CyMMYy py©. Ilo npuumHe

(yxazsaTh OPUUMHY MCKJIIOUEHMS)
CrnmMcoK BHIOBIBUIMX

Kas3aTb BUMIO IOOKYMEHTAa
( )
Ha JIICTax HpMHaPaeTCH.

MpunoxeHne 8

KoHcynbTaHnTlNKOC
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"06 yTBepxaeHun "UHcTpyKumm 06 yyete 6ubnmoteyHoro oHaa"

[ata coxpaHeHus: 14.09.2012

Cnmcok mo axkTty N

N N | uBeH- ABTOpP U LUeHa Kosddnum- | KonmmuecTBO CToMMOCTb
TaPHLIN 3arJyaBue, EHT Iepe- | 3K3eMIJISpOB
HOMEDP Ton MBIOAHUSI OLIEHKMU
py6.|Kon.

UJjieHBE KOMUCCUN :

Mpunoxexue 9

®OPMA AKTA OB NCKINKOYEHNN N3 BUBITMOTEYHOI O $OHOA

JOKYMEHTOB BPEMEHHOIO XPAHEHUA

PaccMoTpeHO Ha KOMUCCUU YTBEPXIAK
10 coxpaHHOCTM GOHIOB
[IpoTroxkos N (momnmuce Jula, yTBEPOMBIETO akT)
or " " 19 . "o 19 .
AxT N
"o 19 i

HacTosaumii akT COCTAaBJIEH

(bamMmnuu, mMMeHa, OTUeCTBa, IOOJIKHOCTM JIMLI,

ydacTByKRIMX B COCTABJIEHUN aKTa)

00 mckJodueHur u3 QoHmOa

(ykazaTe BUI IOOKYMEHTA)
" " BK3eMIJIAPOB

(ykazaTe BUIO IOOKYMEHTA)
BPEMEeHHOI'O XPaHeHUS

B KOJIMYECTBE sk3. Ilo IIpndYrHe

(yxazaTb OPUUMHY MCKJIIOUESHM)

KoHcynbTaHTIINOC
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[okyMeHT npefocTtasneH KoHcynbTaHToc

[ata coxpaHeHus: 14.09.2012

YJjIeHB KOMMCCUM :

®OPMA AKTA OB MCKNKOYEHNN N3 dOHOA
YTEPAHHbBIX YUATATENAMN JOKYMEHTOB U NPUEME B ®OH[,
JOKYMEHTOB, NPN3HAHHbLIX PABHOLIEHHBIMW

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAI
10 COXpaHHOCTM GOHIOB
[IpoToxos N (momnmmuce Jula, YTBEPIMBIETO akxT)
OT " " l 9 i ”" ”" l 9 i
AxT N

" " l 9 i

HacTosumit akT COCTAaBJIEH
(bammnmm, wmMeHa, OTUeCTBa M OOJDKHOCTM JIMII,

YUaACTBYWOIMX B COCTAaBJIEHUM akKTa)

00 MCKJIUeHUM U3 O0mbInMoTedHOTo (QOoHIAa

(HaMMeHOBaHMEe OMOJIMOTEKM WU

ee nonpasnesieHus)

Mpunoxexne 10

HafeXHaa npaBoBas noaaepXXka

DK3. KHUT (IPpyTMX IOOKYMEHTOB) Ha CyMMYy
IO INPUUMHE YyTEPpU UMTATEJISIMM UM [OPpMEME B3aMeH UX 5K3. KHur
(DpyTMX IOOKYMEHTOB) Ha CYMMY
CnMcok KHUT (OpYyI'MX IOOKYMEHTOB) IpujlaraeTcsd.
[Momgnmcm:
CnMcoK M3OaHUM U IPYyI'MX IOKYMEHTOB K AKTYy N
YTEepsAHB UMTaTeJIAMU 3aMeHeHEl
Mue. N | ABTOpP, lleHa Mue. N | ABTOpP, lleHa dammnma
3arjasue, 3arjaBue, yuTaTesns
Ton mM3ma- Ton M3ma-
HMA IOOKY-— HMA IOOKY-—
KoHcynbTaHTINOC
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MEHTA |py6. | KOII . | MEHTA |py6. | KOII . |

Mpunoxexne 11

SOPMA AKTA NMPUNEMA-NEPEOAYN JOKYMEHTOB
13 OOHOW BUBNMUOTEKM B OPYIYIO B MOPAOKE KHATOOBMEHA

PaccMOTpeHO Ha KOMUCCUU YTBEPXIA
10 COXpaHHOCTM GOHIOB
[IpoToxkos N (momnmmuce Julla, YTBEPIMUBIIETO akT)
or " " 19 T. "o 19 T.
AxT N
”" ”" l 9 il

CocTaBJyIeH HACTOAmWMM aKT B TOM, UTO
(HaMMeHOBaHME Iepenawuey OubIIMOTEeKM)

nepemasna B

(HamMeHOBaHMe OUOIMOTEKMU-IIOJIyUYaTeJIs)
NpMHAJa OOKYMEHTH, OTOOPAaHHEE MNpelcTaBuUTesieM OUOIMOTEKU

(bamMmmnvs, wmMs, OTUECTBO)

Ha OCHOBaHMM noBepeHHOCTHU N oT
B KOJIMUECTBE
KHUT 5K3., ABJ 5K3.,
XYPHaJIOB BK3., TazseT KOMIIJIEKTOB .
Ofmey CTOMMOCTLIO
(mponmcho)

B TOM UMCJI€ CTOMMOCTL HOOKYMEHTOB, COCTOAIMX Ha OyXTaJITEepPCKOM
yderTe

(mponmcho)

CoTJlacHO TIpujiaraeMoMy CIMCKY IOOKYMEHTH CIajl

(mommnmce)
IPWHAJT
(mommnmce)
KoHcynbTaHTIN0C www.consultant.ru CrpaHuua 26 13 29
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Mpuka3s MuUHKynbTypbl PO oT 02.12.1998 N 590 [okymeHT npeaocTasneH KoHcynbTaHTIIoc
"06 yTBepxaeHun "MHCTpyKummn 06 yuete bubnunoteyHoro doHga" [ata coxpaHeHus: 14.09.2012

Cnmcok k ATy N

N N| AsTop, MecTo M KonmuecT- LUeHa Kosddnum- | CTommMmocCTb

3arnjiaBsme Ion mM3nmaHmA BO BK3. SHT Ilepe-—

py6.|Kon. OLLEHKM

Mpunoxexune 12

®OPMA AKTA O MNMPOBEPKE BUBJTMOTEYHOIO ®OHAA

PaccMoTpeHO Ha KOMUCCUU YTBEPXIAK
10 coxpaHHOCTM GOHIOB
[IpoTokos N (momnmuce Jula, yTBEPOMBIETO akT)
or " " 19 . "o 19 .
AxT N
"o 19 T.

Mel, HMXernomnmcasumecsd, npencernaTesylb KOMUCCHUM IO IIPOBEPKE

(baMmysa, wmMs, OTUECTBO)
U YJIEHBl KoMMUCCUM KX

(bamMuuu, mMMeHa, OTUeCTBAa UM OOJIKHOCTN)

COCTaBMJIM HACTOSAIMM aKT B TOM, HYTO HaMM B IIepuon C

no " " 19 r. Omula mnpoBeneHa NPOBepKa OUOIUOTEUHOT'O
dboHma
(HaMMeHOBaHUEe OUOIMOTEKM MM €e CTPYKTYPHOTO NoOpa3neJIieHMs)
nyTeMm
(yxazaTb Crnocod IpPOBEPKM)
<*> B cocTas KOMUCCHUM IOOJIKHEL BXOIMUTb OTBETCTBEHHEIE 3a

COXPaHHOCTL NpoBepsaeMoro GoHnma, Oyxranrep mau QUHAHCHUCT.

[IpoBepeHH cllenyllye IOKYMEHTH :

KoHcynbTaHnTlNKOC

HagEKHAR NPABOBan NOARCEKKA www.consultant.ru CrpaHuua 27 n3 29


www.consultant.ru
www.consultant.ru
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a) AKT npenslnyumer npoBepku GoHma oOT

0) KHMI'M CcyMMapHOTO ydeTa OuOIMOTEeYHOTO QoHIa
B)

T

®OpMEl MHIMBUIYAJIbHOTO ydueTa (yKasaThb Kakue)
) AKTEI CIOMCAHMUSA (MCKIIIOUeHM ) KHUD UM OPpYIMX IHOOKYMEHTOB MEeXIYy
ONpensOyulell ¥ HaCToAlleM NpoBepkKaMu
o) JOKyMeHTEH, YIOCTOBepslMe BHIOAYy KHUT U OPYyTUX IOOKYMEHTOB
Uy TaTeNaM
e)
X)

B pesysbTaTe NPOBEPKM IOOKYMEHTOB M CBEPKM KOHTPOJIBHEIX TaJIOHOB
c dopmMaMy MHIOMBMOYAJIBHOT'O ydeTa yYyCTaHOBJIEHO:

<*> ECJ¥ MHEE MeTOIbl NPOBEPKM, TO yKa3aThb KaKMue.

1. [lo ydyeTHBEIM OOKYMEHTAM UMCJIIMUTCSH :

BDK3. KHUT ABI
2. VMeeTcs B HaJIUUUM:
BDK3. KHUT ABI

3. Hemocraer E*>J

<*> K aAKTY HEOOXOIOMMO IMNPUJIOXMTEL 3aKJIoUeHMe KOMUCCUM IIO
COXPaHHOCTM QOHIOB.

BDK3. KHUT ABI
Ha OOy CyMMYy PyO. KOII.
(cyMMa TIPONMCHIO)

CnmMcok HegmgocTawnmmMx KHUT, ABIl m OpyI'MxX OOKYMEHTOB IpujlaraeTcsa K
AKTY .

4. V3 BEIOAHHEIX 4MTaTeJAM OO 19  I. KHMI HE BO3BpPalleHO DK3.
no 19 . 3K3.

5. OBOHapyXeHO HEeYUYTEeHHHX B GopMax MHIOMBUOYAJIBHOT'O ydeTa DK3.

6. BEIBOIEI KOMMCCHUM I[1O INPOBepke (O BemeHuM ydeTa, COCTOSHUM yUETHHX
OOKYMEHTOB, O HENOCTAalMMxX IOKYyMeHTax, O BaIepPXaHHBX KHUITax M T.II.)
7. IlpenJjioXeHus KOMMUCCUM:

[lomnmcu:

KoHcynbTaHTINIOC
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[lpencenmaTesyib KOMUCCUM
UJyieHBE KOMMUCCUM

Mpunoxexne 13

OOPMA >XYPHAINA YYETA
MPOLIECCOB PASMAIHUYMBAHNA 3AMNNCEWN B BUBITMOTEKE
HaTa pas- MuB. N ABTOpP, 3arjasue, IIpuumHa damMmnmda, muMmd,
MaTHUYY— IOOKYyMEHTa | Tronm m3maHusa OOKYy-— pas3MarHy- | OTYECTBO, IOJIK—
BaHUSA MeHTa Uy BaHUSI HOCTBb JMia, IIpo-

M3BOOMBIIETO pPa3—

MaT'HUUVBaAHME

KoHcynbTaHnTlNKOC
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