MWHUCTEPCTBO KYNbTYPbl POCCUACKOW ®ELQEPALIUA

NMPUKA3
oT 2 nekabpsa 1998 r. N 590

OB YTBEPXXAEHWUN "MHCTPYKLUMN OB YYETE BUBJIMOTEYHOIO ®OHOA"

1. Y1BepauTb "MIHCTpyKuuio 06 yyete 6ubnuotedHoro coHaa" (MpunoxeHue).

2. YnpasneHuto 6ubnuotek, Hayku n nHgopmatmnsaumm (KysemuH E.N.) HanpaButb "UHCTpyKumio
06 ydyeTe GuGNMOTEYHOro hoHAa" B TeppuTopuarnbHble opraHbl ynpaBneHust KynbTypbl, dyegepanbHble
oubnuotekn, BbiclUMe YyyebHble 3aBefeHus, roToBdAwMe OubnunoTedHble kagpbl, OGUGNMOTEYHbIE
TEXHUKYMbI U B VIHCTUTYT NepenoaroToBkn paboTHMKOB NCKYCCTBA, KynbTypbl U Typn3ma.

3. KoHTponb 3a BbinonHeHnemM lNpukasa Bo3noxutb Ha 3amectutend Munuctpa demuHa B.IT.

MwuHucTp
B.K.ETOPOB

MpunoxeHne

k MNpukasy MuHucTpa KynbTypsbl
Poccunckon ®egepaunn

oT 2 nekabps 1998 r. N 590

Mpukasom MwuHoBpasoBaHus P® o1 24.08.2000 N 2488 yrBepxaeHbl MeTtoanyeckue
pekoMeHaaLmnmM nNo NpUMeHeHo aaHHo NHCTpykuumn B Gubnunotekax o6pasoBaTenbHbIX YYPEXOEHUN.

MHCTPYKLUMA
OB YYETE BUBJINMOTEYHOIO ®OHOA

HacTtosdwasa VHcTpykunsa obssaTtenbHa AN NPYMEHEHWUs B rOCY4apCTBEHHbIX M MYHULMMANbHbIX
oubnuotekax Poccuiickon ®epepauun. OHa onpegensetr obuwme npaBuna yyera [OKYMEHTOB,
cocTaBnsloWmx 6ubnmnoTteyHbii oHA, HesaBMCMMO OT cTatyca 6mbnunoTekn, CTPyKTypbl ee (oHAaa,
OpraHn3auUnOHHO-TEXHOMOMMYECKNX OCODEHHOCTEN <*>.

<*> Bxogswuin B OUONMOTEYHbIN QOHAO PYKOMUCHBIA (DOHAO Y4YMTbIBAETCSI B COOTBETCTBUM C
HacTosLLen VIHCTpyKUMen n HopMaTMBHBIMKU JOKyMeHTamn ®enepanbHO apxMBHOM criykbbl Poccun.

1. OCHOBHBbIE NMOHATUNA

Ona uenen HacToawen MHCTpyKUMM NCNOMb3YIOTCS cnefyoLwmne NoHATUA:

1.1. ApXMBHbIA JOKYMEHT - OOKYMEHT, COXPaHSEMbIN UNN NoANexXaliun COXpPaHEeHW0 B CUNY ero
3Ha4YMMocCTK Ans obLiecTsa, a paBHO MMEILLMIA LIEHHOCTb AN CO6CTBEHHMKA.

1.2. AyanoBusyanbHbin AokyMeHT (ABL) - OOKyMEeHT, coaepxawmin u3obpasutenbHyo w/unu
3BYKOBYIO U TEKCTOBYIO UH(POPMALINIO, BOCIPOU3BOANMYIO C MOMOLLLIO TEXHUYECKUX CPEeACTB.

1.3. bBubnuoteyHbln ¢OHO - yNOpsSiAOYMEHHAs COBOKYMHOCTb [OKYMEHTOB, dhopMupyemast
OmbnuoTekon ANs XxpaHeHUs U NPegOCTaBEHNSA BO BpEMEHHOE NOMb30BaHWe YuTaTensam n aboHeHTaMm.

1.4. banaHcoBass cTtouMocTb poHAa - cTOMMOCTb OubnuoTeyHoro doHAa, oTpaxaemas B
OyxranTepckom yyerte.

1.5. BbIbbiTHe u3 coHaa - ABwkeHWe oHOa B CBS3U C WUCKIOYEHMEM, NEPECTAHOBKOW B Apyrue
nogpasgeneHvs 6ubnmoTekn u cnucaHnem JOKYMEHTOB U3 6ubnmoTekn.

1.6. [OBwmxeHne oHOa - npouecc MOCTYMfieHUss N BbIObITUA [OOKYMEHTOB, OTPaKaembli B
OMONMOTEYHOM YYETHON JOKYMEHTALNN.

1.7. EavHnua yveta oHAa - yHUpMUMpPOBaHHAs €OMHMLA WMCYUCTIEHMS BENUYMHBI U OBWXKEHUSI
doHaa.

1.8. EAvMHuua xpaHeHns coHaa - oTAeNbHbIN JOKYMEHT UMM X COBOKYNMHOCTb, YYMTbIBaeMble npu
XpaHeHWM KaK anemMeHT oHaa.

1.9. NHamBuayanbHbIA y4eT - perucTpaumsi B y4eTHOW (bopMe KaKOoro ak3emnnsipa OOKyMeHTa
W KaXKO0ro Ha3BaHWsA JOKYMeHTa, nocTynatowero B poHa 6GubnunoTtekn unu BbiOGbIBalOLErO U3 HETO.



1.10. VicknioveHne JOKyMEHTOB M3 oHAa - U3bATUE N3 6MBNMOTEYHOro hoHaa U CHATME C ydeTa
oumbnuotekn HenpodUNbHbIX, OeMEKTHbIX, OYONeTHbIX, BETXMX, YCTapeBLUMX AOKYMEHTOB, a Takke
YyTPa4eHHbIX MO KaKNM-NMbo npuymHam.

1.11. KHWXHBI NAMATHUK - peOKui UM 0cob0 LIEHHBIN JOKYMEHT, OTNMYatoLWMIACA BblAALWMMUCS
NUCTOPUYECKUMU, HAYYHBIMU, XYOOXECTBEHHO-3CTETUYECKUMU M MONMrpaduU4eckuMm LOCTOMHCTBAMA U
OTHECEHHBIN K OHAY PEAKUX U LIEHHBIX AOKYMEHTOB.

1.12. MNMepeoueHo4YHbIN KO3PPULNEHT - yTBEPXKAEHHbIN [paBuTenscTBoM Poccuickon depepaumm
LMPOBON MHOXMUTESb, MPUMEHAEMbIN NpY pacyeTax CTOMMOCTU BnbnmnoTeyHbix hoHAOB.

1.13. lNepecTaHoBKa - nepefava AOKYMEHTOB B npejenax OEeNCTBYHOLUUX U pe3epBHbIX (HOHO0B
ofHON BUBNMOTEKN.

1.14. ToctynneHve B oHO - nononHeHwe doHda 6ubnuoTtekn B pesynbTaTe nonydyeHus
06a3aTensHOro ak3emnnsapa, NoKynku, NOANUCKU, apeHus, obmeHa unu nboro apyroro cnocoba.

1.15. lMpoBepka ¢oHAa - NepuoandecKkuin nepeyyeT OOKYMEHTOB C LENbl0 NOATBEPXKAEHUS UX
HanMuusi, a Takke YyCTaHOBMNEHUS X COOTBETCTBUS YYETHBIM JOKYMEHTaM.

1.16. PbIHOYHasA LeHa - UeHa, CKNnaablBalLlasica Ha pblHKE COOTBETCTBYIOLLEN NMPOAYKUMU (KHU,
AB[l, 3NeKTPOHHbIX U30AHWUIA) C YYETOM SKOHOMMUYECKOW CUTyauuu, TEHAEHUMUIA Cnpoca U NpeasioXeHus,
KOHKypeHLUMN.

1.17. Cuctema y4yetra [OOKYMEHTOB - OPraHU3auMOHHO YMNopsiAoYeHHas COBOKYMHOCTb BWAOB,
MeToA0B U cnocoboB yyeTa JOKYMEHTOB, AN epeHLNPOBaHHbIX B COOTBETCTBUN C UX CTATYCOM.

1.18. CymmapHbI ydeT - perncrpauus B y4yeTHOM popme BCEX BMOOB OOKYMEHTOB MapTUAMW C
Lenbio NMosyYeHnsa TOYHbIX CBEOEHUN O BENUYMHe, cocTaBe dhoHaa OMBNmMoTekn N NPOUCXOAALLUX B HEM
n3MeHeHusx (MoCTynneHnu, nepemMeLleHmn, Belbbitun).

1.19. YueT GubnunoteyHoro coHaa - KOMMMEKC onepaumi, obecnevmsaroLLmx QUKCaLnIo CBEAEHW
O BEenu4MHe, cocTaBe U ABWXKEHUU poHOa MO YCTAHOBIEHHbLIM NpaBuiam.

2. OBLUME NOJIOXEHUA

2.1. Yyer 6ubnunotevHoro coHOa oTpakaeT MOCTYNIeHne OOKYMEHTOB B ()OHA, BbiObITWE U3
doHOa, BenuuMHYy Bcero ©OubnuoteyHoro doHaa, ero noapasfefnieHMn UM CIYKMT OCHOBOM AONns
rocygapCTBEHHOIo CTaTUCTUYECKOrO yyeTa, OTYETHOCTU BMBnnoTeku, NNaHMpoBaHUSa ee AeATernbHOCTY,
obecneyeHus coxpaHHOCT POHAA, KOHTPONS 3a HanMuYneM 1 OBWXEHUEM JOKYMEHTOB.

2.2. K BegeHuto yueTa npeabsiBnsawTCs criegyowme TpeboBaHms:

- MOSIHOTa M 4OCTOBEPHOCTb Y4EeTHOM MHGOpMauuny;

- AOKYMEHTMPOBaHHOE OhOPMITEHNE KaXA0ro NoCcTynneHus B (poHa v BbIObITUS U3 oHAA;

- COBMECTUMOCTb NpuveMoB U ¢OpPM Yy4eTa, WX HAOEXKHOCTb B YCIMOBMAX MNPUMEHEHNUS
TpaguLMOHHON N aBTOMaTU3UPOBaHHON TEXHONOMNN;

- COOTBETCTBME HOMEHKNaTypbl Mnokasatenen ydyeta OuMbnuoteyHoro doHAa aHanornyHbIM
nokasaTensam rocyaapCTBEHHON CTaTUCTUKN.

2.3. YueT 6MBnmoTedHoro oHaa BKMOYAET: MpMeM AOKYMEHTOB, UX MapKUPOBKY, perucrpauuio
npu NOCTYNfeHWn, NnepemMeLLeHnI, BbIObITUM, @ TaKkKe NPOBEPKY HANMYNA OOKYMEHTOB B hoHAeE.

2.4. YdyeTtHaa wHdoOpMauuMs, nNpeacTaBneHHas Kak B TPaAgULMWOHHOW, Tak U B KOMMNbIOTEPHON
dopmax, MMeeT OAMHAKOBYIO HOPUOUYECKYIO CUIY.

Ha paBHbix npaBax WCNOMb3ylTCcA OnaHkM  y4yeTHbIX  OOKYMEHTOB,  W3rOTOBMEHHbIE
nonurpaduyeckummn cnocobamm, n 6naHku, pacneyaraHHble C NOMOLbO KoMnbioTepa. OHU MOryT ObiTb
CcOpMMpPOBaHbI MPX MOMOLLM CTAHAAPTHLIX MPOrPaMMHBIX MAKETOB MMM MHOUBMAYaNbHbLIX NPOrpamm,
CO30aHHbIX Ans BegeHus ydeta poHaa B KOHKPETHOW OMbnnoTeke.

2.5. YHndpukauus Buaos, cnocobos v eanHUL, ydyeTa JOKyMEHTOB B 6Gubnuotekax obecneynsaercs
cobniogeHveM cTaHOapToB, OTHOCAWMXCA K GMBnuotedHOMy geny, a Takke TpeboBaHUM HacTosLen
WHCTpyKUMW, APYTMMU HOPMATUBHBIMU JOKYMEHTamMu no 6ubnuotevyHomy geny.

3. CUCTEMA YYETA BUBJIIMOTEYHOIO ®OHOA

3.1. Cuctema yyeTta 6ubnunoteyHoro ooHaa BKMOYaET:

- BHYTpMOMONMOTEYHbIN y4eT Bcex NogpasgeneHnii bubnuotedHoro doHaa;

- TOCY[,apCTBEHHbINA CTAaTUCTUYECKUI y4eT BnubnmnoTteyHoro cooHga no gopme "6-Hk";

- 0CO6bIV (CNeumanuanpoBaHHbIA) roCyAapCTBEHHbIA YYET OTAENbHbIX KATErOPUA JOKYMEHTOB:

- KHWXKHbIX NaMSATHUKOB;

- apXMBHbIX JOKYMEHTOB, Haxoaswmxcsa B hoHaax 6ubnuorexk.

3.2. ®egepanbHble N permoHanbHble 6ubnuoTekn, hopmupyoLme HaunoHanbHbI GBNMoTEeYHO-
nHdopmMaLmoHHbIN oHA Poccuiickon ®Pepepaumm Ha ocHoBe BecnnaTHOro obs3aTensLHOro ak3emnnspa
B cooTBeTCTBUM ¢ 3akoHOM Poccuickon Pegepaumm "O6 oba3atenbHOM ak3emnnisipe okymeHToB" (1994
r.), BegyT y4yeT 3Toro poHaa B COOTBETCTBMM C HAcToswen VHCTpyKumen.



3.3. YyeT 0c000 UEHHbIX W peakux WU3gaHW, OTHECEHHbIX K KHWKHbIM MNaMsATHMKaM,
OCYLLIECTBNSIETCA B COOTBETCTBUM C 3akoHoaartenbcTBOM Poccuiickon ®degepaumm o6 oxpaHe W
WCMONb30BaHUN MaMATHUKOB WCTOPUM W KynbTypbl, HacTosien WHCTpyKuMen U HOpMaTUBHLIMU
JOKYMEHTaMM O KHWXHbIX namMaTHUKax Poccuninckon egepauum.

KoHcynbTaHTlnoC: npumeyaHue.
OcHoBbl 3akoHoaaTtensctBa P® 06 ApxusHom c¢oHae PP ytpatmnu cuny B CBSA3M C NPUHATUEM
depepanbHoro 3akoHa ot 22.10.2004 N 125-03 "O6 apxusHomM fene B Poccuiickon ®epepauun”.

3.4. YueT apxvBHbIX [OKYMEHTOB, KOTOpPble MOCTOSHHO XpaHATca B doHaax ©6ubnuotek wu
oTHocATcsa K ApxmBHoMy doHay Poccunckon denepaunn, perynmpyetca "OcHoBaMM 3akoHOZATeNbCTBa
Poccuiickon ®egepaumm o6 ApxuBHoM doHae Poccuinckon Pepepauum n apxueax”, "lMonoxeHnem o6
ApxuBHoM ¢hoHae Poccuiickon ®egepaumn” n Hactosawen MHCTpyKumnen.

Brnbnnotekun, umetowme B cBomx OHAAX OOKYMEHTbI roCy4apCTBEHHOM YacTu ApXMBHOrO ¢oHAa
Poccuiickon ®epepauun, yuuTbiBalOT MX B coOTBeTCTBUM C "llonoxeHunem o6 ApxuBHOM hoHae
Poccuickon denepaummn”.

4. OBBEKTbI M EQVHULIBI YHETA BUBJIMOTEHYHOIO ®OHAOA

4.1. O6bekTamun yyeta 6nbnuoTeyHoro poHaa ABNATCA OKYMEHTbI, NocTynawLme B bubnmorteky
1 BblObIBaOLLME U3 HEE, HE3ABNCUMO OT BMAa AOKYMEHTA U €ro MaTepuanbHON OCHOBBI.

lMpumeyaHune. He nognexat y4eTy 1 He BKNoYaloTcsa B hoHA BMbnunoTekn matepuansl cnyxebHoro
HasHayeHust (MporpaMMHble MPOAYKTbI, SABMASOWMECS paboyunM  MHCTPYMEHTOM  OMONMOTEYHbIX
paboOTHUKOB M MPOrpaMMUCTOB, U MaTepuansl, npuobpetaemMble AnNsg odopmneHs GubnunoTtekn, Apyrmx
NoAcoOHbIX paboT, He CBA3aHHbIX C KOMMEKTOBaHWEM BMbnnoTeyHoro hoHaa).

4.2. B cootBetctBMM ¢ NTOCT 7.20-80 "CUBML. EamHuubl ydeta doHOoB GUBNmMoTek u opraHoB
Hay4YHO-TEXHUYECKON WHopmaunn” n usmeHeHnsm k Hemy (MsmeHeHnve N 1-10 1984), BenuuuHa u
OBmkeHne hoHAa U3MepSHTCH B OCHOBHBIX U OOMOMHUTENbHBIX eauHuLax.

4.2.1. OCHOBHblE eanHMLbI y4eTa NOCTYNMEHN 1 BblObITNA B BMGNIMoTe4HOM hoHae:

1) HasBaHue - kaxgoe HOBOE WM MOBTOPHOE M3gaHuWe, OPYro OOKYMEHT, OoThvyalowunecs ot
OCTalbHbIX 3arnaBveM, BbIXOOHbIMW JAHHBIMU U APYTUMU SrieMeHTaMn 0POPMIIEHUS;

2) ak3emnnsp - Kaxgasd oTgenbHas egnHvLa JOKYMEHTa, BKoYaemas B oHA unm BbibbiBatoLas
13 Hero.

Obwas BenuuuHa ¢oHoa M ero nogpasgeneHvuin yuuTbiBaeTcs B ak3emnnsipax; ¢oHaa,
chopMMpOBaHHOro M3 MNOCTynneHwn nocrne BeedeHus B aewncteue [OCT 7.20-80 - B ak3emnnsipax u
Ha3BaHMWAX.

4.2.2. JononHutenbHble eAuHNLIBI yyeTa doHaa:

1) rogoBoM KOMMNMEKT - COBOKYMHOCTb HOMEPOB (BbIMYCKOB) MEpUOAMYECKUX u3daHui 3a rof,
NpMHUMaeMas 3a Of4HY yYeTHy0 eanHuly OoHaa;

2) meTpornonka - MexayHapodHas eAauHuua yyeta BenuuuHbl oHda, usmepsiemas kak 1 M
CTENNaXHOW NOSIKKN, 3aHATON U3AaHUAMW UV APYTUMWN JOKYMEHTaMU;

3) nepennetHad eguwHuua (NOAWMBKA) - COBOKYMHOCTb HOMEPOB MNEPUOONYECKMX W3OAHWN
(BOKYMEHTOB), CLUMTbIX, MepenfieTeHHbIX WM CKPEenneHHbIX ApyrumM cnocobom B OOHO Uenoe u
NMPYHUMaeEMbIX 3a OAHY YY4eTHY0 eanHuly boHaa.

4.3. N3paHns n HeonybnnMKoBaHHbIE AOKYMEHThI

4.3.1. OCHOBHbIMW eQuHMLaMM y4eTa HOBbIX NOCTYNNeHn B OOHA U3AaHUM N HEONyBNMKOBaHHbIX
OOKYMEHTOB SABMSIOTCH SK3EMMNMSAP U Ha3BaHue.

4.3.2. OCHOBHbIMW €AMHULAMW y4eTa XypHanoB SABMSIOTCH 3K3emnnsap (TOM, HOMeEp, BbIMYCK) U
HasBaHWe u3gaHus 3a BCe oAbl ero nocTynneHns B (poHA, He3aBUMCUMO OT M3MEHEHUS 3arnaBus
XypHarna v NofiHOTbl KOMMJeKTa.

4.3.3. OCHOBHbBIMW eauvHMLAaMKN y4YeTa ra3eT SBNATCS rogoBOM KOMMMEKT U Ha3BaHWE ra3eTthbl 3a
BCe rogpl ee NocTynnennsi B oH, He3aBMCMMO OT U3MEHEHMS 3arnaBus ras3eTbl U MOMHOTLI KOMMIEKTa.

EaovHmuamun ydeta ogHOAHEBHbLIX (Pa30BbIX) ra3eT cryXart ak3emnnsp (HoMep, BbIMycK) U Ha3BaHWe
rasetbl.

4.3.4. EgMHMUaMn y4eTa HOTHbIX M3OaHWI ABMSAOTCA 3K3eMnnsp v Ha3BaHue. OTaenbHble NnapTum
(ronoca), o6beaMHEeHHbIE C NAapTUTYPON (KNaBMpOM) B OOQHOM M3L4aHMK1, a Takke napTum, 06beauHEeHHble
n3gaTtenbCkon nankon (0GMOXKONM), YY4MTBIBAKOTCA Kak OOUH 3K3eMnnsip U ogHo HassaHue. OTaenbHble
naptum (ronoca) v naptuTypa (KnaBup), u3gaHHble pasgernbHO, YYMTbIBAOTCA Kak ABa 9K3eMnnspa.
CamocTtosTenbHble HOTHblE M3OaHWs, 06beaMHEeHHbIe B OOHOM nepenniete (KOHBOMTE), YYUTLIBAKOTCH
Kak OTAernbHble 3K3eMNNApbl U OTAENbHbIE Ha3BaHMS.

4.4. AygnoBuayanbHble JOKyMeHTbl (ABL)

4.4.1. OcHOBHbIMM eanHuMUaMn YyyeTa oHaa AB[l aBNAlOTCA 9K3eMnnaAp W Ha3BaHue.
OK3eMnNnsipoM rpaMniiacTMHOK M KOMMAKT-OUCKOB CYMTAETCS OUCK; MarHWTHbIX (DOHOrpamm - KaTyLlka,



KacceTa; AvadWUibMOB - PYNOH; KOMMIIEKTA AMano3MTUBOB - KOMIMIIEKT; KMHOMUITBMOB - O06UHa;
BMOeodunibMoB - KacceTa.

BenuunHa doHga n noctynnenus (BolobiTuSA) ABL, yUMTbIBAKOTCS B 3K3EMMNISPAX U Ha3BaHUSX.

4.4.2. OTOENbHO BbIMYLLEHHYIO FPAMMNIACcTUHKY, KOMMNAKT-AUCK YYUTBIBAKOT Kak OAMH AMCK U OOHO
HasBaHve. KomnnekT (anbboM) rpamnnacTUHOK, KOMMaKT-AUCKOB, OObeAMHEHHbIX OOLUM Ha3BaHWEM,
YYUTBIBAIOT MO KONMNYECTBY AMCKOB M OOHOMY Ha3BaHUIo.

4.4.3. MarHuTHylo OHOrpamMmy Ha OAHOM KaTyllke (KacceTe) y4uMTbiBalOT Kak OOHY KaTyLlKy
(kacceTy) 1 0QHO Ha3BaHue.

MarHutHyto  oHOrpamMmy Ha HECKONMbKUX KaTylkax (kaccetax), o6beAuHeHHbIX obLwum
HasBaHWEM, Y4UTLIBAKOT NO KONMYECTBY KaTyLUekK (KacceT) U OAHOMY Ha3BaHWIO.

4.4.4. AB[], aBnAOLWMIACA NPUNOXEHUEM K APYrMM BUMAaAM [OOKYMEHTOB, OTAENbHOMY Y4eTy He
noanexur.

Mpumeyanue. Mpu 3aTpyaAHUTENBHBIX CMyYasax onpeaerieHnsi OCHOBHOIO HOCUTENSsT MHAopMaLuu 1
NPUIOXEHNS K HEMY 3a OCHOBHOW HOCUTESb, Noanexalun yyeTy, NPUHUMaETCA TEKCTOBON JOKYMEHT.

4.5. Mukpoopmbl

4.5.1. EguHnuamn yyeta coHaa MUKPOOpM SABNATCA: AN MUKPOULL - Ha3BaHue 1 duwa, Ans
MUKPOUNBMOB - PYMOH.

4.6. ONEeKTPOHHbIE N3aaHUSA

4.6.1. EavHuuamn yyeta doHAa ANEKTPOHHbLIX M3AaHUA ABASIOTCA: AMCKETa U ONTUYECKUA OUCK
(CD-ROM un mynbTmeaua), a Takke HasBaHue. [lncketa-npunoXxeHne He yuymTbiBaeTCa Kak OTAENbHbIN
3K3eMnnsp, ecnv npeacraenseT cobon Bknaaky (BNOXeHUe) B nsgaHue.

5. NOPAOOK YYETA BMBENNOTEYHOIO ®OHOA

5.1. BepeHve y4yeTa OMONMOTEYHOrO (OHAA OCHOBAHO Ha COYETAHUM O00SA3aTENbHBIX U
daKkynbTaTUBHbLIX MPUHLMMNOB.

5.1.1. bubnunoteka obs3aHa:

- OCYLLECTBMSATb CYMMAapHbIA Y MHOUBMAYamNbHBLIA Y4eT NocTynawwmx B 6MONMOTEYHbIA hOHA 1
BbIObIBAOLLMX U3 HEMO AOKYMEHTOB B YCTaHOBIEHHbIX €OUHMLAX y4eTa;

- obecneunBaTb NocregoBaTENbHOCTb NPYMEHEHNST YCTAaHOBIEHHbIX €OWHNL yYeTa U He onyckaTb
UX n3MeHeHnst 6e3 NPUHATUSA HOBbIX HOPMATUBHbBIX AOKYMEHTOB MO y4eTy 6ubnmoTeyHbix (hOHAOB;

- obecneuymBaTb CONOCTABMMOCTb €AMHUL, y4eTa poHOa B aK3eMnnsipax ¢ eAMHNLAMU UX XPaHEeHUs
W BblJauyn, 3a UCKIMIOYEHNEM raseT, XXYpHaroB, JIMCTOBLIX U3JaHui;

- cobnogatb MPEeeMCTBEHHOCTb OpraHuM3auum ydyeTa B LEnsiXx COMOCTaBMMOCTU  Yy4EeTHOM
WHpopmaumn.

5.1.2. bubnuoTteka uMeeT NpaBo:

- yCTaHaBnNuBaTb CBOW MOPSAOK yyeTa, YYUTbIBAKOLLMIA CTaTyC, OCOBEHHOCTU opraHu3auuun u
CTPYKTYpbl (boHAa n obecneumBaloMn OOCTOBEPHbIE pe3ynbTaThl ydeTa hoHaa, He MpoTMBOpevallne
TpeboBaHusaM HacTosaLwen UHCTpykumy;

- BECTW 3anuCW B MHBEHTAPHbIX KHUrax (nucrtax, XXypHanax), KHurax cymmapHoro ydyeta ¢oHAa
(kHWrax yyeta 6ubnmoTeyHoro ooHAa), Ha OTAENbHbIX NIMCTax, B KAPTOYHOM hOpMe, B BUAE pacnevaTok,
nony4YeHHbIX Ha KOMMblOTEpe, a Takke B MalIMHOXpaHUMbIX dhannax, 3annucaHHbIX Ha AucKe, AncCKeTe U
OpyrMx Hocutensax, obecnedvBaloWnX [OOMIOBEYHOE XpaHeHue U BOCNPOM3BEAEHME  YYETHON
OOKyMeHTauuu;

- BBOOUTb B y4ETHbIE JOKYMEHTbI, Hapsay ¢ oba3aTenbHbIM, akynbTaTUBHbIM HAabop nokasaTenen
C y4eTOM CcrneLmdUKN KOHKPETHOM BMBNnoTeKu;

- YCTaHaBMNMBaTb CPOKN COOEPXKAHUA U COCTaB JOKYMEHTOB (hOHAA BPEMEHHOrO XpaHeHus (Kpome
nn. 3.2, 3.3, 3.4);

- NpOM3BOAUTb OLIEHKY CTOMMOCTU [OOKYMEHTOB, WCMOMb3ysi NepeoLeHOYHble KO3 PULMNEHTHI,
ycTaHoBneHHble [paButenscTBoM Poccunckon degepaunmn, 1 pblIHOYHbIE LIEHbI;

- BBOOAUTb KONMUYECTBEHHbIE U CTOMMOCTHbIE HOPMATUBbLI CMUCAHUA AOKYMEHTOB, YTPa4yeHHbIX Mo
HeyCTaHOBIEHHbIM MpUYMHam (HegocTada), Kak B oTaenbHon 6ubnunoteke, Tak n B LieHTpanm3oBaHHON
6ubnuoteyHon cucteme (LIBC); BenuuumHa M nopsgoK MCHYUCIEHMS HOPMAaTUBOB YTBEPXOAOTCS
yypeauTenem B COOTBETCTBUM C YCTaBOM WIK NMOMOXEHMEM O OMGnMOTEKE;

- pacnopspkatbCs  CMMUCaHHbIMM U3  doHAa OubnnoTekM [OKYMEHTaMK, KPOMeE Crly4yaes,
npeayCcMOTPEHHbIX 3aKOHO4aTENbCTBOM;

- B COOTBETCTBMU C [EWNCTBYHOLIMM 3aKOHOOATENbCTBOM OMNPEAensATb crnocobbl u pa3mepbl
KoMneHcaumm yuiepba, HaHECEHHOro nonb3oBaTtensamMu QoHO0B GUbnNuoTeku.

5.2. OTBETCTBEHHOCTb 3a MNPaBUIIbLHOCTb OpraHu3auum ydeta oHOa HeceT agMUHMCTpauus
GMBNMoTEKN N COTPYOHMKN B COOTBETCTBMM C OOJPKHOCTHLIMWN 06S3aHHOCTSMM.



5.3. KoHTponb 3a cobniogeHnem Hopm UK TpeboBaHuMiA no y4deTty OubGnmoTedHoro doHAaa
OCYLLECTBMSET cneuvansHoe ¢yHKUMOHanNbHOe nogpasgeneHve GubnMoTeku, a Takke KoMuccusi mno
COXPaHHOCTU UMK OPYroi KonmernanbHbIA opraH No ooHaam npy AMpekunm budnmoTteku.

5.4. YupeauTenb, agMUHUCTPaALMS M COOTBETCTBYKOLIME ChyxObl 6ubnuotekn obecneunBaroT
yCrnoBus A1 BbINONIHEHWNS MPaBUI yYeTa, opraHn3auun, XpaHeH s 1 UCMonb3oBaHKs oHAa.

6. YYET NOCTYMNNEHUA AOKYMEHTOB B BUB/IMOTEYHbLIN ®OH[,

6.1. YyeT nocTynneHun OOKYMEHTOB B (poHA ocyllecTBnseTcs AMddepeHUNpPOBaHHO, NyTEM UX
noapasgeneHus Ha AOKYMEHTbl MOCTOSHHOTO, ANUTENbHOTO U BPEMEHHOIo XpaHeHUs.

6.1.1. YueTy ANdA NOCTOSIHHOIO XpPaHEHUs1 C NPUCBOEHMEM MHBEHTApPHOro HOMepa NoANEXUT OAMH
9K3EeMMNNSAP OTEYECTBEHHbIX AOKYMEHTOB, MOCTynawwmx B O6uMBnvoTekn ¢ YHKUMAMU MNOCTOSHHOrO
XpaHeHns 6GecnnaTtHOro o06A3aTenbHOrO 3K3EeMMnspa, a Takke MpPUHMMaeMblX Ha JernosutapHoe
XpaHeHne JOKYMEHTOB.

6.1.2. YueTy AnA ANWTENbHOTO XpPaHeHWs C MPWCBOEHMEM WHBEHTApHOro HoMepa noanexar
OOKYMEHTbI, NpefHasHa4yeHHble ANA YOOBMETBOPEHUS TeKylero M MporHO3Mpyemoro 4uMTaTenbckoro
cnpoca, He3aBnCcMMO OT BMAa AOKYMeHTa, ero obbema, TemaTuky 1 Apyrmx hopmarnbHbIX NPU3HAKOB.

6.1.3. YueTy Ana BpeMeHHOro xpaHeHusi (6e3 WMHBEHTapHbIX HOMEpPOB) noanexar AOKYMEHThI,
copepxaiime MHGOPMaLMI0 KPaTKOCPOYHOrO 3Ha4YeHUs, B CBA3M C YeM UCKo4darTea u3 doHaa
BMbnunoTekn Yepes HeNPOOOMKUTENbLHLIN Nepuod Bpemenu (kpome nn. 3.2, 3.3, 3.4).

6.2. [okymeHTbl, Bknioyaemble B oHO Oubnuotekn, mapkupytotcs. [pu atom moryT ObiTb
MCMNOMb30BaHbl LUTEMMNENN, KHWKHbIE 3HAKW, WHAMBUOYalbHble MallWMHOYUTaeMble LITPUXOBbIE KOAbI.
OcHoBHble TpeboBaHWs, KOTOpPbIe OOIMKHbI COBMIOAaTLCHA NPW MapKUPOBKE AOKYMEHTOB: 0603HauyeHue
NPUHaANEXHOCTW, 9CTETUKA, AONTOBEYHOCTb MAapKMPOBOYHOrO 3HaKa, COXPaHHOCTb TeKCTa Wnu Apyrow
3HaKoOBOW MHdOPMaLIUN.

MpumeyaHne. Bce BMAbl OOKYMEHTOB, SABNSANOLWIMECH MPUMNOXEHWEM K OCHOBHOMY HOCUTESIO,
MapKUPYOTCS, Ha HUX NPOCTaBNSATCA Te XXe PeKBU3UTbI, YTO U HA2 OCHOBHOM JOKYMEHTE.

7. CYMMAPHbIN YYET JOKYMEHTOB

7.1. CyMMmapHbI y4yeT BCEX BMOOB [OOKYMEHTOB, MOCTyMawWMX Wnu BbiObiBaOWMX M3 (oHAA
ombnuotekn, NpoM3BOAMTCA NApTMAMM MO  OOHOMY  COMPOBOAUTENBbHOMY  AOKYMEHTY  (nucT
rocygapCTBEHHOM peructpaunm, cieT-hakTypa, HaknagHasi, peecTtp, akT).

B cny4ae oTcyTCTBMSA CONMPOBOAMTENBHOIO JOKYMEHTA COCTABIIAETCS akT Nnpuema.

Mpn obHapyxeHnn B MNpUHUMAEMbIX MapTUAX PaCXOXOEHWN C AaHHbIMWM COMPOBOAUTENBHOMO
OOKYMeHTa, a Takke npucnaHHbiX 6e3 3aka3a HeHYXHbIX UNn AedeKkTHbIX IK3EMMMASPOB OpraHu3auum-
NoCTaBLUMKY MNPEeabABNAIOTCA NPeTeH3Mn B TedyeHMe 1 mMecsdua ¢ MOMeHTa npuveMa napTuuv HOBbIX
NOCTYNMEHNN.

7.2. ®dopMoM CyMMapHOro yyeTa SsBNSieTCA KHUra (KypHan, nucTbl CYMMapHOro yyeTta
BnbnunoTteydHoro oHaa) B TPAAULMOHHOM NN MALLMHOYUTAEMOM BUIE.

Hes3aBucMMO OT xapakTepa MaTepuanbHOro Hocutens y4eTHoOMm (POpPMbl, CBEOEHUA O OBUXEHUU
doHaa dukcmpytotcs B 3-x vacTtax "KHurm cymmapHoro ydeTta GubrnvoTevHoro coHga" wnm gpyrom
dopmMe CymMmapHOro yyeTa:

- vyactb 1 - "MocTynneHne B ooHA";

- yacTb 2 - "BblbbITME 13 hoHaa";

- yacTb 3 - "Utorn gsmxeHns cooHaa".

7.3. CBegeHusa 0 NOCTynMBLUMX B BMONMOTEYHbIN POHA AOKYMEHTax hMKCUPYIOTCS B NEPBOM YacTu
"KHurn cymmapHoro yyeta 6ubnmoTeyHoro doHga" B nokaszatenax: gata u N 3anucu, UCTOYHMK
noctynnenusa, N n/vnu gata conpoBOOUTENBHOrO AOKYMEHTA, KOMUYECTBO MOCTYMMBLUMX OOKYMEHTOB
(BCero, B TOM 4ucne no BuAaMm, COOEPXaHUO U NA3blke KOPEHHOW HauMOHAaNbHOCTW), CTOUMOCTb
NPUOOPETEHHBIX JOKYMEHTOB.

B "KHnure yuyeta 6GubnuoteuHoro ¢oHaa LleHTpanusoBaHHon 6ubnuotevHonm cuctembl (LIBC)"
cofepxaTtcsl cBefeHuMs O nepefadye [OKYMEHTOB W3 oOTgena KOMMEKToBaHuss M o6paboTkm B
CTPYKTYpHblE MOApPa3feneHuss LeHTpanbHoW Oubnuotekn, B OuBNMOTEKM-punmanel, M3 OOHMX
CTPYKTYPHbIX NOApa3aeneHunin B gpyrue.

7.4. CBepfeHnst 0 BbIOLIBLUMX M3 BUONNOTEKM OOKYMEHTAX OTpaXKatoTCsi BO BTOPoW Yacty "KHuru
CyMMapHOro ydeTta 6ubnuoteyHoro coHga" unu gpyron hoopmMe CyMMapHOro y4eta c ykasaHUem npuymnH
UCKIOYEHMS.

[na yyeTa n KOHTPOSA CAMCaHHbIX OOKYMEHTOB BBOAATCA nokasatenu "lepepaHo”, "lNpogaHo”,
"CaaHo B makynatypy".

7.5. Ha ocHoBaHun n. 5.1.2 Hactoswen WHCTpykumm Onbnmuotekn BnpaBe BBOAWTL
OOMONHUTENbHbIE MOoKasaTenwu, y4nTbiBaroLme cneundmrky KOHKpeTHOM BubnmnoTtekn.



7.6. Habop nokasaTenen, oTpaxalwux pacnpeneneHne OOKYMEHTOB MO BUAAM U COLEPXKAHUIO,
NMOEHTUYEH BO BCeX Tpex YacTax "KHurm cymmapHoro yyeTta ombnmuorteyHoro doHaa" wnuv gpyron doopme
CyMMapHOro yyeTa.

7.7. Torm gBmxkeHus cpoHaa nopBoaaTcs B obsizaTenbHOM nopsigke 3a rod. B 3aBucumoctm ot
NPUHATOro Nopsigka ydeta B 6GnbnvoTeke utorn OBkeHUss oHaa MOryT NoABOAUTLCS 3a KBapTan uinm 3a
nonyroave.

7.8. OTpaxeHne oTAenbHbIX BUAOB OOKYMEHTOB B "KHure cymmapHoro ydeta" unu gpyron dopme
CYMMapHOro y4yerta.

7.8.1. Noctynnenna AB[L, mMukpodopM, SNEKTPOHHbIX U3OaHUN Ha MalUMHOYMTAEMbIX HOCUTENSAX
(CD-ROM, wmynbTuMeaua, OuckeTa) OTpaxarTca B nepBor 4Yactu "KHuru cymmapHoro ydeta" c
AanbHeviwen getanusauuen no BuaamM AOKYMEHTOB. AHANOMMYHO OUKCUMPYHOTCHA AaHHble O BbIObITUM BO
BTOpon 4actu "KHuru cymmapHoro yyeta 6GubnuotevHoro doHaa". Ntorm OBUXKEeHWs noaBOAsTCS B
TpeTben yacTtu.

7.8.2. Bce nepuogudeckne wu3gaHUa Hes3aBUCUMMO OT MaTepuarnbHOM OCHOBbI  HOCUTENS
HdOpMaLMM noanexaTt CyMMapHOMY Y4eTy.

MpumevaHune. BegeHne cymmapHoro ydeta raseT B LleHTpannsoBaHHbIX OMGNIMOTEYHBIX cucTeEMax
pellaeTcs B COOTBETCTBUM C BO3MOXHOCTSAMU U pearibHOM HEOOXOAMMOCTbLIO TaKoro ydeTa.

OcHoBaHueM ans BHECEHUSI MEPMOAMYECKNX U3daHun B "KHUry cymmapHoro ydeta 6ubnmoteyvHoro
doHaa" ABrsEeTCA akT, COCTaBnNaeMbI nonydyarenem no Mepe 3aBepLUeHUs NOCTYNNEeHNN NepuoanNYecKnx
n3gaHumn Tekyllero roga.

B 3aBucMmocTM OT mpuHATOro B OMGnMoTeke nopsigka yyYeta NOABEAEHME WTOrOB [BWKEHWS
nepvoanYeckux U3gaHun MOXeT NPON3BOAMTLCA 3a KBapTar, Nonyroane Unu rof Ha OCHOBaHWN aKToB.

8. MHOVBUOYATNbHbBIN YYET JOKYMEHTOB

8.1. IHouBMAayanbHbIN yd4eT KaXaoro ak3emnnsapa LOKYMEHTa UMM KaXOoro HasBaHWs OOKYMeHTa
NpPOU3BOAMNTCS C NMOMOLLbIO METOA0B UHBEHTapU3aLmm ¢ NPUCBOEHNEM OOKYMEHTY UHBEHTApPHOro Homepa
NN permcTpaumm AokymeHTa 6e3 npucBOEHWs eMy WMHBEHTAPHOrO Homepa. MHauBuayanbHbIi HOMEP
3aKkpennsieTcs 3a JOKYMEHTOM Ha BCe BPeMs ero HaxoxaeHus B oHae 6ubnmnoreku.

8.2. dopmamn nHAMBMAOYANBHOIO ydYeTa AOKYMEHTOB SIBMSOTCA KHWXHAsA (MHBEHTapHas KHura),
KapTO4Hasi (kapToyka YY4eTHOro Kartarora), IMCToBasi (JINCT aKTOBOro yyeTa), perMcTpaLoHHasa KapTodka
Ha ornpeAeneHHbIn BUA U3gaHus (B TOM Yncrie arnekTpoHHoro unv ABL).

Mpn aBTOMATU3NPOBAHHOM TEXHONOMMU CO3[AKTCA halnbl, copepXaline BCH Heobxogumyto
WHpopmaumo ansa popMmpoBaHns Nbdor 3 opm MHONBMOYAIbHOrO y4yeTa.

8.3. ®opMbl MHAMBMAYANBHOrO y4eTa AJOKYMEHTOB B 06A3aTeNbHOM nopsgke AOMMKHbI cogepxaTtb
cnefywline nokasatenu: gata 3anucu, Homep 3anucn B "KHure cymmapHoro yyeta 6ubnuoteyHoro
doHaa", HBEHTapPHbIV HOMEP, aBTOp U 3arnaBue, rof U3gaHus, LieHa, OTMEeTKa O NMpOBEepKe, HOMep akTa
BbIObITUSA.

B "MMprvmeyaHnmn" ykasbiBaeTCs Hannune n BuA NpunoXeHns K OCHOBHOMY OOKYMEHTY.

8.3.1. Ons ocobo ueHHbIX U peaknx usgaHun B "lpumedaHun" ykasblBalOTCA OCOBEHHOCTU
aK3emnnsipa, Onpedensiowme ero LEeHHOCTb (HanMuMe YHUKanbHOro nepennerta, asTorpada,
pacKpaLLeHHbIX OT PyKX UNNIOCTpaUMi 1 T.1.).

8.3.2. ViHgmBuayanbHbI y4eT u3daHuKi, HeonybrMkoBaHHLIX OOKymMeHToB, AB[L, Mwukpodopm,
SMNEKTPOHHBIX M3OaHWIA OCYLLECTBNSAETCA B OTAENbHOW ONiS KaXgoro Buaa gopmMe WHAMBUAYanbHOro
yyeTa.

Yyet CD-ROM, mynbTumegua, avckeTt BegeTcs B nodomn us opm MHAMBMAYanbHOro yyeta.

8.3.3. MHgmeugyanbHbI y4eT nporpamm ans OBM un 6a3 gaHHbIX BeAeTcs Ha permcTpaumoHHbIX
KapToukax unum gpyrov npumeHsemon B 6ubnmoteke opme ydeTa. B yyeTHbIX JOKyMEHTax oTpaxarTcs
cnegyowue ceegeHus:

- AaTta NoCTYMneHuns;

- HasBaHwue nporpammMbl OBM nnu 6a3sbl faHHbIX;

- HAaUMEeHOBaHWe co3aaTtens (lpuanyeckoe unu ouanyeckoe nuuo);

- AaTa co3aHus nporpamMmel;

- LleHa npuobpeTeHus;

- Hocutenb uHdopmauun (CD-ROM, mynbTumMeama, ouckeTa).

9. YYET BbIbbITNA AOKYMEHTOB 3 BUBJTMOTEHYHOIO ®OHAOA

9.1. BbIbbiTHe OKYMEHTOB M3 hoHaa odopmMnsaeTcss akTom 06 ucknoyeHum (cm. MNpunoxeHuns 8 -
10) n oTpaxaeTcsa B "KHure cymmapHoro yyeta" u B oopmMax uHamsmayanbHoro yvyeta doHaa. B kaxgom
akTe OMKCUPYKTCS CBEOEHUS O AOKYMEHTaX, UCKMoYaeMbIX MO OOHOWM NMpUYMHE: BETXOCTb (hU3NYECKUin
W3HOC), AOeeKTHOCTb, YCTApernocTb MO COAEPXaHuo, AYyONeTHOCTb, HenpogUbHOCTb, yTpaTa (C



yKasaHMeM KOHKPETHbIX 0OCTOATENbCTB yTpaThl: Nponaxa n3 oHA0B OTKPbLITOro goctyna unm no MBA,
yTeps yvTatensmu, XxuleHve, B pesynbTate O0eACcTBUA CTUXMAHOTO M TEXHOTEHHOro XapakTepa, no
HeyCTaHOBINEHHbLIM MpuYnHaMm (HegocTtavya)) <*>.

<*> TloHsaTua "BeTxocTb", "medekTHOCTb", "ycTapenocTtb", "oybneTtHocTb", "HenpoduUIbHOCTL",
"yTpaTta" onpegensaTcs B COOTBETCTBUM C TEPMUHONOIMYECKUMU CITIOBAPHBIMY HOPMaMu 1 CTaHgapTaMu
cneihL.

9.2. BbibbiTe AB[, 3neKTPOHHbIX M3OaHUM U MUKPOdOopM 0dOpPMIISIETCS aKTOM C YKa3aHWeM
NpUYMH N 06OCHOBAHMSA UCKIOYEHUS X U3 hoHaa BnbnmoTekn.

B akt moryT Bkntodatbca ABL, pa3nmMyHoOro Buga, Ho CnucbiBaeMble Nno OAHOM MpUYnHE.

9.3. [Inga KoHTpONs Hag npoLeccamMmu pasmarHMinBaHus 3anucer opopMnaeTcs akT unu genaetcs
3anncb B COOTBETCTBYIOLLIEM XypHane.

9.4. HenpurogHble [ns MCMNOMb30BaHUA W Henogjawlmecs pecTtaBpauun  MUKPOGOpMbI
CMMCbIBAOTCA MO NPUYMHAM:

- HEKa4yeCTBEHHOro ooTorpacmyeckoro n3obpaxeHus;

- AeEKTOB MUKPONMIIEHKMN (CKPYYMBAHMA W T.N.);

- MEXaHUYeCKUX NOBpEXAEHUN (pa3pbiBbl, 0OMOMbI U T.1.).

9.5. K akTy npunaraeTtcs CMMCOK OOKYMEHTOB, MOAMNeXallinx WCKMIOYEHUIo, OONyCKaeTca 3ameHa
cnucka KHKHbIMKU dhopmynapaMu Ans JOKYMEHTOB, HE COCTOSILLMX Ha ByxranTepckom ydeTe.

Ons pnokymeHTOB, obpabaTbiBaeMbix FpynmnoBbIM cnocobom, BMECTO Cnucka [aeTcs NnepeydeHb
perncTpaumoHHbIX HOMEPOB, BMUA CMUCbIBAEMbIX U3OAHUN, UX KONUMYECTBO.

9.6. AKTbl Ha CnNUCaHWe M3OaHUN, YyTPAYeHHbIX B pe3ynbTaTe yTepu, nopyu, XuweHusa, 6eacTeun
CTUXUAHOTO N TEXHOTEHHOrO Xapakrepa, Npy OTKPbITOM AOCTyne K hoHAY, YTBEPXKOATCHA HA OCHOBaHUM
COOTBETCTBYIOLLNX JOKYMEHTOB, NOATBEPXKAAIOLWMNX yTpaTy (MPOTOKOM, aKT, 3aKMOYeHUe n T.1.).

[Ona nopTBepXOeHWss HEBO3MOXHOCTU B3bICKAHUS 3a[0MMKEHHOCTM C uuTaTenss B KayecTBe
OCHOBaHus1 MPUHUMAKTCS 3adUKCUPOBAHHbIE B YMTaTENbCKOM (DOPMYINSpe HanoOMMHaHUS O BO3BpaTe
[JOKYMEHTOB, HanpaBneHHble OMGIMOTEKON B agpec untaTtens B BUAE 3aKa3HOro NuUcbMa Unm OTKPbITKU C
yBeIOMNEeHneM, a TaKke CMpaBKM M3 afpecHOro cCTona, OTka3 Ha B3biCKaHWe MO WUCMONHUTENbHOMY
nncry.

9.7. OoKkyMeHTbl, NPUHATLIE OT uuTaTenein B3aMeH YTepsiHHbIX, oukcupyroTcs B "TeTpagnm ydeta
KHUT U OpYrnX OOKYMEHTOB, MPUHATLIX OT YyuTaTenen B3aMeH yTepsiHHbIX". Ha ocHOBaHWM caenaHHbIX B
Hel 3anucen COCTaBMSIOTCA akTbl Ha MOCTynsieHMe W BblObITUE, KOTOpblE PErucTpUpyloTCs B
COOTBETCTBYHOLLMX YacTax "KHuUru cymmapHoro ydeta 6ubnmorteyHoro goHaa".

Ha npuvem geHer oT uuTatenein B3ameH YTEPSHHbIX KHUT UNW APYrnx OOKYMEHTOB COcTaBnseTcs
NPUXOOHbLIA OpAEp W YNTaTEerNo BblAAaeTCsa KBUTAHUMS.

9.8. AKTbl Ha cnncaHMe JOKYMEHTOB BU3UPYIOTCA KOMUCCUEN NO COXPaHHOCTU OOHAOB UK OPYrm
KonnernaneHbiM oOpraHom no d¢oHdam npu Avpekumn. 3aBM3MPOBaHHbIE aKTbl YyTBEpXAalTcs
OupekTopomMm BuMBnmnoTekn, 3amecTuTenem AMpekTopa uMnv ApyruMm YNosIHOMOYEHHbIM Ha TO NULOM, 3a
UCKINIOYEHMEM CNYyYaeB, pernaMeHTUPOBaHHbIX 3aKOHOAATENbCTBOM.

9.9. [lokyMeHTbIl, UCKNoYaeMble Kak HenpodunbHble 1 gybnetHble, MoryT 6biTb 6e3B03Me3aHO
nepegaHbl B nopsgke kHWUroobmeHa B gpyrne 6ubnuotekm Mo akTy Yepe3 oBMeHHble oHAbl B
oubnuoTtekn-genosuTapum UnNuU HenocpeacTBeHHO u3 oubnuoTtekun-coHgonepxartensa B OubnumoTteky-
nonyyarens.

9.10. lMNMpogaxa cnmcaHHbIX U3 POHAOB OMONMOTEKM JOKYMEHTOB MPOM3BOAMTCS B COOTBETCTBUN C
NpaBOBbIMW HOPMATMBHBLIMMW aKTamu, a TakKe NONIoXKEeHNEM UM YCTaBOM OMGIMoTekN.

HeHexHble cpecTBa 3a peanu3oBaHHbIE N34aHUS NOCTYNAaT Ha cHeT BubnmnoTekn n pacxogyroTcs
B cootBeTcTBUM C "llonoxeHvem 0O OCHOBax XO3AWCTBEHHOW [AeATENbHOCTU U (PUHAHCUMPOBAHWS
opraHusaummn KynbeTypbl U uckyccrea" (1995 r.).

9.11. CBefeHus 0 BbIObIBLUMX U3 OENCTBYOLWNX POHO0B OMGNIMOTEKN JOKYMEHTaX PerncTpupyoTcs
B COOTBETCTBYHLIMUX rpadax BTOopon 4Yactu "KHurm cymmapHoro ydyeta GubnuoteyHoro coHga" wnum
apyron copme cymmapHoro ydeta. WHdopmauusa o BbIGbIBLUMX [OKYMEHTax OTpaXaeTca BO BCeEX
y4YeTHbIX (bopmax, kaTanorax, B TOM YNCIe CBOAHBIX U LieHTparbHbIX, KApTOTEKAX, O YeM NPOU3BOLMUTCA
COOTBETCTBYIOLLIAS 3aMNMCb B aKTe Ha CrnucaHue.

9.12. WckntoyeHHble 1“3 (HPOHAOB MWUKPOOPMbI Ha ranoreHungocepedbpsHon nneHke (HeraTus,
no3uTmMB) nognexar cpade kak cepebpocopepxkalime OTxoAbl B COOTBETCTBUM C HOPMATMBHBLIMM
NpaBoOBbLIMW akTaMu O Nopsiake NpUeMKN 1 nepepaboTku NnomMa 1 0TXO040B AparoLeHHbIX MeTarnsos.

9.13. CnucaHne AOKYMEHTOB, COCTOSILLMX Ha ByxranTepckoM y4eTe, NPOM3BOAUTCS C NPYMEHEHNEM
NnepeoLeHOYHbIX KO3MMULMEHTOB UMM PbIHOYHOW LiEHbI B criydae, ecnv oHg Obin nepeoueHeH. B
CMOPHLIX CIy4asx BOMPOC O CTOMMOCTWU YTPa4eHHbIX KHUI W OPYrMX MarTepuanoB BbIHOCUTCHA Ha
obCyXaeHne KOMUCCUKN MO COXPAHHOCTU (MIM OPYroro KOMfeKTUBHONO opraHa no doHaam).



Komuccua BrnpaBe MpUMEHWTb BCe MNepeoueHOYHble  KO3PULMEHTbI, YCTAHOBIEHHbIE
MpaButensctBoM Poccuinckon degepauumm, U pbiHOYHbIE LEHbl, @ Takke onpefenutb gpyrme Buabl 1
pasmMepbl KOMMNeHcauum yuiepba B cooTBeTCTBMM C [MpaBnnaMu nonb3oBaHnst GubIMoTEKON.

Mpn yTepe wvnuM XULEHUN LEHHbIX U pPedKux KHWUM A5 OnpedeneHus ux pearibHOW CTOMMOCTU
KOMUCCUSI MOXET MpuBIieKaTb K CBoel paboTe COOTBETCTBYIOLLUX IKCMEPTOB, a TakKkKe MCNOoNb3oBaTb
mMaTepuanbl Hay4YHO-METOOUYECKMX LIEHTPOB, KHWXKHbIX ayKUMOHOB W sipMapok. B atux crnyyasx
onpefeneHne npMYnHeEHHoro yuepba npeaensHbIMU KO3hprLUmMeHTamMm KpaTHOCTU HE OrpaHNYnBaeTCS.

PeweHune komuccun o6 oueHke MsgaHui M Opyrux matepuanoB OOPMISETCs akTOM, KOTOpPbIN
CNY>XUT OCHOBHbIM [OKYMEHTOM, YAOCTOBEPSIOWNM MX CTOMMOCTb NPU OCYLLECTBNEHUN AanbHEMNLINX
OEencTBuUin CO CTOPOHBI AMPEKLUN NO B3bICKAaHMIO C BUHOBHOIO MaTepuansHoro yuepba.

10. MPOBEPKA BMBNUOTEYHOIO ®OHAOA

10.1. B cootBetctBUM ¢ 3akoHom Poccuiickon ®epepauun "O Byxrantepckom ydete" (1996 r.)
obs3aTenbHas npoeepka hoHaa Npon3BoaNTCS:

- MIPU CMEHE MaTepuarnbHO OTBETCTBEHHOIO NnLLa;

- MPY BbISIBNEHWM (PaKTOB XULLIEHUS, 3rI0YNoTpebneHns unm nopym JOKYMeEHTOB;

- B cfydae cTuxunHoro 6eAcTBUs, noxapa Wnu ApYrnx YpessbldaHbIX CUTyauumsiX, BbI3BaHHbLIX
3KCTpeMasnbHbIMU YCITOBUSIMU;

- Npu nepegade oHaa 6MBnMoTekn nnm ee Yactu B apeHAay;

- MpY peopraHmsaumm n nukemgaunm ondnmoTteku.

10.2. TlpoBepka OMONMOTEYHbIX C(POHAOB OCYLLECTBNSETCA B COOTBETCTBMM C MUCbMOM
MwuHucTtepctBa dumHaHcoB Poccuickon depepaumm "O6 mMHBeHTapu3aumm 6mbnmoteyHbix oHZOB" OT
04.11.98 N 16-00-16-198 B criegytoLLme cpoku:

- Hanbonee ueHHble hOHAbI, XpaHsiLLMecs B cendax, - eXXerofaHo;

- pegyanwume oHapbl - 0 auH pa3 B 3 roaa;

- LIEHHble poHAbI - 0AWH pa3 B 5 neT;

- poHabl 6ubnunotek Ao 100 ThbiC. y4EeTHbIX eAUHWL - OOWH pa3 B 5 neT;

- cboHabl 6ubnuoTtek ot 100 go 200 ThIC. y4ETHBIX €AUHWUL - OAWH pas3 B 7 NeT;

- poHabl 6MbnmoTek ot 200 TbiC. 4O 1 MITH. YY4ETHbIX eanHUL - oguH pa3 B 10 neT;

- boHabl GMbnMoTEK cBbiwe 1 MMH. YYeTHbIX eAVHUL - MO3TanHO B BbIOOPOYHOM nopsgke ¢
3aBepLleHneM NpoBepKM Bcero poHaa B TedeHne 15 ner.

lMpoBepka ©mMbNMoTeyHoro ¢poHAa WM ero 4YacTu Npu CMeHe pykoBoauTens OubnmoTeku munm
CTPYKTYPHOro nogpasgenenus, nvetoulero nbnuoreynole poHabl (oHaoaepkarens), npupaBHMBaETCS
K 04epegHOMY CPOKY.

10.3. MeToauka npoBeneHusa nposepku oHO0B B Bubnuotekax pernameHTUpyeTca NMHCTPYKTUBHO-
MeTOOUYECKOM U TEXHONOrMYeCcKorW [OKYMEeHTauuen BHYTpUOMBNMOTEYHOro (MEeXOTAenbCKoro u
BHYTPUOTAEMNBCKOr0) 3Ha4YeHMs.

lMpoBepka 3aBepLlaeTcss COCTaBMEHMEM akTa C OOBbACHUTENbHOW 3anMUCKOM U CMUCKOM
OTCYTCTBYIOLLMX U3OAHUNA.

10.4. PesynbTaTbl NpoBepKW, 3aduKCMpOBaHHbIE B akTe, paccMaTpuMBalTCA KOMUCCUEW MO
COXPaHHOCTM WU OPYrMM KonnernanbHblM opraHoMm no ¢oHAam. Ha OCHOBaHWMM pelueHus akT o
CnucaHuv nepefaeTcs Ha yTBepXaeHue.

10.5. B cnyyae npeBbllEHUS YTBEPXKAEHHOrO HOpMaTMBa yTpaTbl OOKYMEHTOB MO
HeyCTaHOBMEHHbIM MpuynHam (n. 5.1.2 HacToswen MHCTpyKuun) NpyHMMAalTCA Mepbl K BO3MELLEHUIO
ywiepba, npy pasHornacusix akT nepegaeTcs ydpeguTento.

Ecnu BMHOBHbIE NUL@ HE YCTaAHOBIEHbI UMW CYA OTKa3an BO B3bICKAHUWN YObITKOB C HUX, TO YObITKA
OT HEJOCTauM CNUCLIBAKOTCS HA YMEHbLUEHNE (PUHAHCUPOBAHUS.

11. QENONPON3BOACTBO B OPITAHU3ALUN YYHETA ®OHOA

KoHcynbTaHTlnoC: npumeyaHue.

MoctaHoBneHue [occtaHgapta PO ot 31.07.1997 N 273, koTtopbim BBegeH MOCT P 6.30-97,
yTpaTuno cuny B cBA3M ¢ nsgaHveM NoctaHoBneHus MocctaHgapta P® ot 26.08.2001 N 352-cT.

MocTtaHoeneHneM Nocctanpapta P® ot 03.03.2003 N 65-cT yTBEpXAeH 1 BBeAeH B Aencteune ¢ 1
uionsa 2003 roga NOCT P 6.30-2003 "YHUULUPOBaAHHbIE CUCTEMbI AOKYMEHTaLMW. YHUPULMPOBaAHHASA
cucteMa  OpraHu3auMOHHO-pacnopsauTeNnbHOM — JOKyMmeHTauun. TpeboBaHus K opopMIeHuto
[OKYMEHTOB".

11.1. OpraHunsaumsi paboTbl C JOKYMEHTaMK Mo y4eTy OMbnmnoTeyHoro hoHaa OCyLLEeCTBASIETCS MO
npaeunam BegeHus genonponssoactea (FTOCT 6.30-97 "YHuduumpoBaHHasa cuctema opraHu3auMoHHO-
pacnopsanTensHoOn JoKyMeHTauun. TpeboBaHUs K 0hOpMNEHUIO JOKYMEHTOB").

11.2. OcCHOBHble [OKYMEHTbl, B KOTOPbIX OCYLUECTBMSIETCA Y4yeT, noanexar MNoCTOAHHOMY
XPaHEHMIO Kak JOKYMEHTbI CTPOrON OTYETHOCTW.




11.3. Cpoku XpaHeHusi y4eTHbIX OOKYMEHTOB YCTaHaBMMBAOTCA B COOTBETCTBUM C MpaBuUiamu
opraHusaumMn rocyAapCTBEHHOTO apXMBHOro fJena. [ns  HeKOTOpblIX KaTeropuii  [JOKYMEHTOB,
obecrneymBaloLLMX y4eT U COXPaHHOCTb (POHAOB, YCTAHABNMBAIOTCS ClieAyloLLMe CPOKU XpaHEHUS:

KaTeropmn gOKymMeHTOB <*>

Cpoku xpaHeHus

1

2

KHurm n Begomoctu yyeta 6mubnumo-
TeyHoro ooHaa

NocToAAHHO, OO NUKBMAALUMK
onbnnoTeku

Y4yeTHbIN KaTanor

MocTosAHHO, A0 NUKBUAAL MU
onbnnoTeku

Onuncy MHBEHTapPHbLIX HOMEPOB

MocTosAHHO, A0 NUKBMAAL MU
onbnmnoTeku

ConpoBoauTernbHble OOKYMEHTbI

5 net nocne nposepku

nosly4eHnr B aap

(HaknagHble, onucu, cyeTa, doHpa <**>
CMUCKM Ha MOCTyNawLWy nuTepaTypy)

AKTbI Ha KHUMK, XXypHanbl, 6poLutopbl 5 net

n Ap. Matepuvarnsl, nonyyeHHble 6e3

COMNPOBOAMNTENBHOIO AOKYMEHTa

3aaBneHus, goKNaaHble 3annckn o 5 net

AKTbI O MOKYMKe KHUT U Ap.
JOKYMEHTOB Y YaCTHbIX NnLY

MocTosAHHO, A0 NUKBUAAL MU
onbnmoTekn

KHurm (TeTpagn) yyeTa nsgaHuin,
MPUHSATBIX OT YATaTENen B3aMeH
YTEPSHHbIX

MocTosAHHO, A0 NUKBUAAL MU
onénmoTekm

AKTbI Ha cnncaHune (UCKNYeHne)
npovsBeaeHnin neyaT unu apyrux
OOKYMEHTOB, aKkTbl NPOBEPKU
BMBnMoTeYHbIX POHOO0B, KAPTOUKM
YYETHOro KaTarnora Ha NOMHOCTbIO
BbIObIBLUYIO IMTEPATYpy

NocToAAHHO, OO NUKBMAALUMK
onénmoTekm

<*> B TOM uncne Ha MUKpOodopMaXx.

<**> CpoK xpaHeHusi ncumcnsietca ¢ 1 aHBapsa roga, crnegylowero nocre 3aBepLleHust NMPOBEPKU

©nbnnoTteydHoro oHaa.

11.4. Tlo wnCTeYeHUM CPOKOB XpPaHEHUA Y4YeTHble [LOKYMEHTbI

YCTaHOBJIEHHOM NopsAdKe.

nognexar YHUYTOXEHUI B

B uensax kBanMduuMpoOBaHHOIO peLLeHMsT BOMPOCOB O CPOKax XpaHEHWs1 yY4eTHOW AOKYMEeHTaumu
BmbnunoTekn BnNpaBe NonNb3oBaTLCHA YCIyramm apxmBHbIX Cyx0.
11.5. Copepxawasca B y4eTHbIX [OOKyMeHTax uHdopmaums MoxXeT ObiTb nepeHeceHa Ha

MUKPOHOCUTEN.

11.6. VIaMeHeHns, BHOCUMbIE B y4eTHble OKYMEHTbI (OWMBOYHO NPOCTaBMNeHHbIE HOMepa, 3aMeHa

NPOCTaBMEHHbIX HA U3OAHMAX U OPYrMX OKYMEHTaX UHBEHTAPHbIX HOMEPOB HOBbLIMU Mpy yTepe hopMbl
WHOUBMAYANbHOrO y4yeTa, Nepenucka perncTpaumoHHbIX KapTodek Ha Nepuoamyeckune u apyrue Buabl
M3g4aHum 1 T.N.), NPOU3BOOATCS C paspelleHUs OOIMKHOCTHOro Nuua M JOKYMEHTanbHO O0dOpMISATCS
(pacnopsikeHneM, cnyxebHon 3annckon u T.n.).

11.7. YTunusaumsa AB[] nponsBoamnTcsa B COOTBETCTBUM C YCTAHOBSIEHHBIMUW NpaBunamu.

MpunoxeHus

®OPMbl AOKYMEHTALINNA
MO YYETY BUBNUOTEYHOIO ®OHOA

MpunoxeHne 1a

OBPASEL JINCTA KHUTU



CYMMAPHOIO YYHETA BUBITMOTEYHOI O ®OHOA

YACTb 1. MOCTYIIEHME B ®OHA <*>

<*>Yucrno rpac MoXeT ObiTb yBENNYEHO MO YCMOTPEHUIO BUBNNOTEKMN.

1. JaTa Banucum

2. N 3anmcm 00 NOpAnKy

3. VICTOUHMK MNOCTYIJIEHUS

4. N u/unm mara CONPOBOOUTEJSIBHOTO INOKYMEHTa

5. OK3eMIIApOB BCce- |IIO-
inle) CTy-
6. Ha cymmy [IMJI0
B
7. HazBaHUM TOM
uyc—
8. KuHuru nu3-— o |Jje
oa- BU—
9. XypHaJtl HUA am
10. pyrme BUOH M3OAHUM
11.
12. He
KHVX— | ;O—
13. HEIE Ky -
MEeH-
14. THI
15.
16.
17. V3maHMs IO OTpaciaM 3HaHua <*> o conmep-
KAHWO U
18. XymoxecTBeHHAas JIMTepaTypa SBBIKAM

19. Ha g3BHKe KOPEHHOM HAalLMOHAJILHOCTU

20.

21.

22.

23. Pacnmucka B IpMeMe INOKYMEHTOB

[lepeHoc:
K nmepeHocCy:

<*> Bbonee nogpobHO packpbiTe doHAa NO OTPacnsAM 3HaHWUS MOXET OCYLLEeCTBASTbCA MO
YCMOTPEHUIO BUBIIMOTEKMN.



OBPASEL JINCTA KHUTUA
CYMMAPHOIO YYETA BUBITMOTEYHOI O ®OHOA

YACTb 2. BbIBbITUE U3 ®OHOA

1. HaTa Banmcu
2. N akTa
3. Bcero BH-
BH-
4. BeTxOCTb ITo JIO
npu-
5. IebexTHOCTH uy—
HaM
6. YCcTapesocThb
7. IyOJeTHOCTb
8. HenpodmiIbHOCTH
9. Vrpara
10. IlepemaHo
11. IpomaHo
12. CmaHO B MakyJaTypy
13. nsna- (o B
HUS Bu— |[TOM
14. Kuurm naMm |(4uC-
28 JIE
15. XypHaJu I3Bl—
Kam
16. Jpyrue BUOL M3OAHUM
17. He
KHIK—
18. HEIE
AdOKYy—
19. MEH TEI
20.
21.
22. VB3maHusa IO OTPAacCisaM 3HaHUSA 1o
co-
23. XymoxecTBeHHas JiUTepaTrypa nep-
XaHUIO
24. Ha s3BIKE KOPEHHOV HAIMOHAJILHOCTM
25.
26.

27.

MpunoxeHue 16



28.

Pacnmucka B nprmeMe OOKYMEHTOB

[lepeHoC:
K nepeHocy:

OBPASEL JINCTA KHUTU

CYMMAPHOI'O YYETA BUBJTMOTEHYHOIO ®OHOA

YACTb 3. UTOIM ABMXXEHNA ®OHOA

1. Bcero
2. 1o NTO-
Bl- [TU
3. n3- |1mam
IA- IBVI—
4. KHUTU HUA XE-
HIVA
5. XypHaJ:
®OH-
6. Ipyrve BUIB M3OAHUN IOA
He
7. KHX—
HEIE
8. IOKYy—
MEHTEI
9.
10.
11.
12. V3maHMs O OTpacyiaM 3HAaHUS 10 COIEPX.
13. XymoxecTBeHHAas JIMTepaTypa M A3HKAM
14. Ha g3BHKEe KOPEHHOM HALUMOHAJILHOCTU
15.
16.

CoctoutHa 19 T.
MoctynunoHa 19__ .
Bbibbino3a 19 .
CoctoutHa 19 T.

OBPASEL, INCTA AKTOBOIO YYETA <*>

Mpunoxexne 18

MpunoxeHue 2



<*> 1o ycMOTpeHuto BubnmoTekn B OpMbI NIMCTa akTa U UHBEHTAPHOW KHUMM MOTYT ObiTb BHECEHDI
JononHutenbHble rpadbl.

AkT N oT 19
MocTtynuno Bcero ak3.c N noN
Homep WHBeH- | ABTOp, Mecto |LUeHa OtmeTt- [N akta Mpume-
3anvcu TapHbI | 3arnasue, urog 6 Ka o BbIObITMSA | YaHue
B KCYB® |Homep |Tom, yacTs, naga- | PYO- [KOM- Inpo-
BbIMNYyCK HUS BEpKE
MpunoxeHue 3
OBPASEL| INCTA MHBEHTAPHOW KHUMA
19 T
HaTta Homep WHBeH- | ABTOD, MecTo LleHa OtmeTtka ([N Mpwu-
3anvcu | 3anucu TapHbI | 3arna- urog 0 npo- ak- | meva-
B KCYB® |Homep Bue, u3paHns | py6. [kon. |Bepke Ta |[Hue
TOM, Bbl-
YacTb, Obl-
BbINyCK ISl
MpunoxeHue 4
®OPMA TETPAIN YHETA KHUI™ U APYTUX OOKYMEHTOB,
MPUHATBLIX OT YATATEJNNEN BSAMEH YTEPAHHbBIX
Oata |®amu- |[CeegeHusa ob yTepsHHbIX CeefeHus 0 NpUHATLIX
nms, KHUrax unv gapyrmx KHUrax nnv gapyrmx
WHU- OOKyMeHTax OOKYMEeHTax
uunanel
ynTa-
Tens
MuB. |ABTOp, |LleHa Otmen |ABTOop, |LeHa Or- | Pac-
N 3arna- 3arna- aen | nuc-
BME, BME, Ka
ron py6. |kon. ron py6. |Kom. uU-
nsna- n3aa- Ta-
HYA HYA Tens




MpunoxeHue 5
®OPMA AKTA O NMPMEME JOKYMEHTOB B BUBJIMOTEKY
AxT N

HacTogumii akT cocTaBjed " " 19 T.

(@aMMﬂMM, MeHa, oOoT4YeCTBa M IOOJIXHOCTHM JIML, Yy4YaCTBYKIMUX

B COCTAaBJIEHMM akTa)

O npueMe B OubOIMOTEKY

(BMH JOKYyMEHTa M OT KOI'O nonyquo)

B KOJIMUECTBE SK3EMIISPOB Ha OOWYyKn CYyMMYy

(MIOBTOPMUTE CYMMy MNPONMCBIO)
CnomMcox KHMUT (MIM OPYyI'MX IOOKYMEHTOB) MNpuJaraeTcs.

I[Toonucum

(pyxoBOOMTEJISA)

(coTpynHMKaA)

(Mrua, CHaBIIETO KHUTU WIIU
IpyIue IOOKYMEHTEH)

COMCOK KHUI MM OPYIMX IOOKYMEHTOB K akTy N <*>
N ABTOp, 3arnaBue KHUMM Unn Bug LleHa Kon-so |Cymma
n/n [OKyMeHTa py6. Kon. |[9K3.

<*> [Mpn HEOOMbLIOM KONMUYECTBE NPUHUMAEMbIX KHUT (OPYrMX OOKYMEHTOB) NepeyeHb BKIoYaeTcs
B TEKCT CaMOro akTa.

MpunoxeHue 6

®OPMA AKTA O NOCTYTIIEHNN
NEPNOONYECKNX N3OAHUWN B BUBITMOTEKY

AKT N

HacTogumii akT cocTaBjed " " 19 T.

(pamMmnmu, wmMMeHa, OTUECTBa, OOJDKHOCTM JIMIIL,

ydacTByKIMMX B COCTaBJIEHUN aKTa)

B TOM, uTO 3a 19 . B

(HauMEeHOBaHME CTPYKTYPHOTO HNOoOpaslelleHUs
OUbINOTEKM)
IIOCTYIINJIO SKSGMHI{HPOB )KypHaJ'[OB, KOMIIJIEKTOB I'al3eT




(HEHYXHOE BaUYepKHYTb)

Homonucum: <*>

<*> AKT nognucbiBaeTCs pyKOBOAUTENEM CTPYKTYPHOro nogpasgeneHuns 6ubnmnorteku.

Mpunoxexune 7

®OPMA AKTA O HEJJOCTAYE [JOKYMEHTOB
B MOCTYIMBLUEW MNAPTUN

AT N

HacTosmmi akT coCTaBJIEH

(bamMmunum, wmMeHa, OTUYecTBa JIML, YYaCTBYIIUX

B COCTAaBJIEHUM akTa)
B TOM, UYTO IIpM IpMeMe [apTuM KHUTD (MIM OPpyTMX LOOKYMEHTOB),
IOJIYUEHHBEIX OT

(HaMMeHOBaHVIe YUpexgeHrd, OT KOTOPOI'O IIOJIYYEHBl KHUI'U

miy gpyrue HOKyMeHTbI)

1o N or 19 .

OBHapyXeHO :

Illopnmcu:

MpunoxeHue 8

SOPMA AKTA OB NCKITKOYEHNN U3 BUBITMOTEYHOIO ®OHOA
JOKYMEHTOB ONUTEJIbHOIO XPAHEHUA

PaccMOTpeHO Ha KOMMUCCUM YTBEPXIAI
10 COXPAaHHOCTM QOHIOB
[IpoToxkos N (momnuce Jmula, yTBEPOMBIIETO akT)
or " " 18 . "o 19 .
AT N
" " 1 9 i

HacTosgumii akT CcoOCTaBJIeH
(bamMmmnum, ¥mMeHa, OTUeCTRBa JIML, YUYaCTBYINX

B COCTAaBJIEHMM akKTa)




00 MCKIIIUEHMM M3 GOoHIOa

(HaMEHOBAaHME CTPYKTYPHOT'O IHOOpaslelleHUs
OUMOIIMOTEeKN)

" " BK3EeMIJIAPOB

(yxkazaTes BUIO IOOKYMEHTA)
Ha CyMMY py0. Io npuumHe

(yxazsaTh OPUUMHY MCKJIIOUEHMS)
CnmMcoK BHBIOBIBIIMX

(ykazaTe BUIO IOKYMEHTA)
Ha " " JIMCTax NpuijlaraeTrcs.

Cnucoxk no akxkty N

NN [WHBeH- |ABTOp M LleHa Koadppuum- | Konuyectso CtonmocTb
TapHbln | 3arnasue, 6 €HT nepe- 3K3EeMMMspoB
HoMep | rop uspgaHus PYO. | KOM. | 61eHKM

UJjIeHBE KOMMUCCUMN :

MpunoxeHue 9

SOPMA AKTA OB NCKITKOYEHNN U3 BUBITMOTEYHOIO ®OHOA
JOKYMEHTOB BPEMEHHOIO XPAHEHUA

PaccMOTpeHO Ha KOMMCCUU YTBEPXIAI
10 COXPaHHOCTM QOHIOB
[lpoTokos N (mnomnmuce Jaulla, YTBEPIMUBIIETO akT)
or " " 19 1. " 19 .
AxT N
" 19 T

HacTosgmmi akT COCTaBJIEH
(bamMmunvm, ¥mMeHa, OTUecTBa, IJOJDKHOCTM JIMIIL,

YUYAaCTBYWIMX B COCTAaBJIEHMM aKTa)

006 MCKJIUeHuM M3 QoHIOa

(ykasaThk BMI OOKYyMeHTa)

" " B3K3eMIIIAPOB

(ykazaTe BUIO IOOKYMEHTA)
BPEMEHHOTO XPaHEeHUS
B KOJIMUECTBE 3k3. [lo npuunHe

(yxkasaTh NPUUYMHY MCKJIIOUEHMS)

YJieHB KOMMCCUU :

Mpunoxexue 10

®OPMA AKTA OB NCKITIOYEHUN N3 ®OHOA
YTEPAHHBLIX YATATEJTAMW JOKYMEHTOB U NMPUEME B ®OHJ]
JOKYMEHTOB, NMPN3HAHHbIX PABHOLIEHHbLIMA



PaccMOTpeHO Ha KOMMCCUM YTBEPXIAI
10 COXPaHHOCTM GOHIOB

[lpoTokosn N (momnmuce Jnulla, YTBEPIMUBIIETO akKT)
or " " 19 T. "o 19 T.

noom 19 1.

HacTosumii akT CcOCTaBJIEeH

(bamMumy, mMMeHa, OTUYeCTBa M IOOJDKHOCTM JIMIIL,

YUaCTBYIIMX B COCTABJIEHUM akTa)

00 MCKJIIUEHUM U3 OUOIMOTEedHOT O GoHIa

(HaMMeHOBaHUe OMOIMOTEeKM WM
ee nonmpas3nesyieHusd)
BK3. KHUT (ODPYyI'MX IOOKYMEHTOB) Ha CYyMMYy

10 INPpUMYMHE YTEepM 4YMuTaATeJIAMU M IIPpMeMe B3aMEH UuX 5k3. KHur

(OpyTMX OOKYMEHTOB) Ha CyMMy

COoMCOK KHMIT (OPpYyI'MX IOOKYMEHTOB) IpujlaraeTcsd.
I[Toonmcwum:

COMCOK M3OaHUM U OPYyTMX HOOKYMEHTOB K AKTy N

YTepsHbl YuTaTensamm 3ameHeHb!

MuBe. N | AsTOp, LleHa MHuB. N | ABTOpD, LleHa damnnus
3arnasue, 3arnasue, ynTaTens
roa n3aa- py6. |kon. roa nsna- py6. |kon.

HWS OOKY- HWS OOKY-
MEHTa MEHTa

®OPMA AKTA NMPUEMA-NEPEAAYN JOKYMEHTOB
13 OOHOW BUBIIMOTEKW B APYTYIO B NOPAOKE KHUTOOBEMEHA

PaccMOTpeHO Ha KOMMCCUU YTBEPXIAI
10 COXPAaHHOCTM OQOHIOB
[lpoTokos N (mnomnmuce Jnulla, YTBEPIMUBIIETO akT)
or " " 19 . "o 19 1.
AxT N
"o 19 T

CocTaBJIeH HACTOAUWMM akKT B TOM, UYTO
(HamMeHOBaHMKE Nepelawnumey OUbINOTEKN)

nnepenasna B

(HamMeHOBaHMe OUOIMOTEKU—IIONyUaTeETIS)
NIpMHAJa OOKYMEHTH, OTODOpPAaHHHE NpencTaBUTeJieM OubIMOTEeKMU

(baMmnivia, wuMsI, OTUECTBO)

Ha OCHOBaHMUM OOBEepeHHOCTU N oT
B KOJIMUeCcTBeE
KHUT 5Kk3., ABI BK3.,

XypHaJIOB 2K3., TI'a3eT KOMIIJIEKTOB .

MpunoxeHue 11



Obuelrr CTOMMOCTBIO

(mponmceo)
B TOM UMCJIe CTOMMOCTB JOKYMEHTOB, COCTOSIMX Ha OyxXIaJITepCKOM
yuere

(nmponmuceo)

CorjiacHO npmijaraeMoMy CIIMCKY IOOKYMEHTELI CIaljl

(momnmce)
NIPVHAJ
(momnmceo)
Cnucoxk k AKTy N
N N | AsTop, Mecto 1 Konnuecrt- LleHa Koadpdpmun- | CtoumocTb
3arnaeuve rog n3gaHus BO 3Ka3. py6. |[Kkom. |€HT nepe-
OLIEHKM

Mpunoxexue 12

®OPMA AKTA O NPOBEPKE BMBJIMOTEYHOIO ®OHOA

PaccMOTpeHO Ha KOMMCCUMU YTBEPXIAI
10 COXpPaHHOCTM QOHIOB -
[lpoTokos N (momnmuce Jauulla, YTBEPIMUBIIETO akT)
or " " 19 1. "o 19 .
AxT N
v 19 T.

Mel, HMXeNoINMcaBlIMeCs, NpelcelaTellb KOMUCCHUM 10 NPOBEpKe

(baMmmnivisa, wuMsI, OTUECTBO)
Y YJIeHBl KOMMCCUUM <*>

(bamMmunum, wmMeHa, OTUeCTBa UM OOJIKHOCTM)

COCTaBMJIM HACTOAWMM akT B TOM, YTO HaMM B IIepuon C

no " " 19 r. Opbula nOpoBeneHa NPOBepKa OMOIMOTEUHOTO
dboHuma
(HamMeHOBaHMEe OMOJIMOTEKM MM €€ CTPYKTYPHOI'O IoIpas3nelieHud)
IyTeM
(yxazaTk CHnocob IpPOBEPKU)
<*> B cocTas KOMMCCHUM  HOOJDKHEL BXOIUTH OTBETCTBEHHBE 3a

COXPaHHOCTL NpOoBepsaeMoIo QoHIa, OyxTrajTep uiaM OMHAHCUCT.

[IpoBepeHH cJenyuye OOKYMEHTH :

a) AKT npemenylley NpoBepku QoHZa OT

©) KHMIM CyMMapHOTO ydeTa OubIMoTedHOTo QoHIa
B) dopMBI MHIMBMIOYAJILHOT'O ydeTa (ykas3aTb Kakue)

T') AKTH CHOMCaHUA (MCKJOYEHMsa) KHUD U JOPYyIMX JOKYMEHTOB MexXIy
Npensayllell ¥ HacTOoAWeM NPpOBEepKaMM

n) JOKYMEHTEl, YIOCTOBepsAolMe BbOAaYy KHUD U IPYyTUX IJOKYMEHTOB
uuTaTeNaAM

e)

x)



B pesynbTaTe NPOBEPKM HOOKYMEHTOB M CBEPKM KOHTPOJIBHBIX TAJIOHOB <*>
c dopMaMM MHIMBMIOYAJIbHOT'O ydeTa YCTaHOBJIEHO:
<*> ECJM MHHE METOIBl INPOBEPKM, TO yKaszsaThb KakKue.
1. o y4yeTHEIM HOOKYMEHTAaM UYMUCJIUTCSH:
5K3. KHUTD ABL
2. VIMeeTCcsa B HaJUUUM:
BDK3. KHUTD ABJI

3. HemocTaer <*>:

<*> K

aAKTYy HeoOXOoOmMMO IIPUMIIOXNTb BaKJIouyeHue KOMMCCHUN 1o

COXPaHHOCTUM @OHHOB.

5K3. KHUT ABJIT

Ha OOyl CyMMYy PyO. KOII.
(cymMMa OPONMCHIO)

Cnmcok HejocTamommMx KHUIr, ABJl » »OpyrMx OOKYMEHTOB Ipujlaraercsa K
AKTY .
4. V3 BBEIOAHHBEIX 4MTaTeJaM OO 19  I'. KHMI He BO3BPAaleHO DK3.
mo 19 5K3.
5. OOHapyXeHO HEeYUYTEeHHEX B (QopMax MHIMBMUIYAJbHOT'O ydeTa BK3.

6. BEIBOIEI KOMMCCHUM [0 IIPOBEpPKe
OOKYMEHTOB,

(0 BenmeHun yueTa, COCTOAHMNM YUETHHIX
O HenmocCTammMx IOJOKYMEeHTaX, O 3alepXaHHBIX KHUIT'aX U T.II.)

7. IllpenJjioxeHus KOMUCCUMU :

Illopnmcu:
[lpencenaTesyib KOMUCCUMA
YUJIeHBE KOMMCCUM

Mpunoxexue 13

OOPMA XKYPHAIIA YYETA
NMPOLECCOB PASMAIHNYNBAHWA SANNMCEN B BUBJTMOTEKE

[aTa pas-
MarHmyu-
BaHUS

UHB. N ABTOp, 3arnasue, MpuunHa damunus, nms,
OOKyMeHTa rog u3gaHusa Ooky- pasmarHu- OTYECTBO, AOMXK-
MeHTa YnMBaHUA HOCTb nuua, npo-

m3sogmBLLero pas-
MarHn4mnBaHume
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