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MHCTpyKIHs 110 y4YeTy JOKYMEHTOB, BXOJSIIMX B cocTas Gubnuoteunoro pouga FTBYK
KemOHB wum. B.JI. ®enoposa (mamee - buGmmorexa) paspaGotaHa B HeNsAX KOHTPOJS
MOCTYIUIEHHS, HAIMYAS M BBIOBITHSA SJIEKTPOHHBIX NOKYMEHTOB, KaK 4acTH OMGIHOTEHHOro
touma bubmorexn. UucTpykims paspaGoTaHa Ha OCHOBAHHH 3aKOHOJATENhCTBA Poccuitckoit
@enepauun o GubnHOTEKAX M OHOTHOTEYHOM Jene, OIOIKETHOTO 3aKOHONATETLCTBA,
rOCY/IApCTBEHHBIX CTAHJApPTOB, HHBIX 3aKOHOB M HOPMATHBHBIX MPABOBBIX AKTOB, UMEIOMIUX
OTHONIEHHE K yYeTy TOKYMEHTOB, COCTABIISIOIAX OHOIHOTEHBIN (OHAL.

1. Onpeaeacane nonsTHI

Jlnst neneis Bactosimero ITopsijika HCMONB3YIOTCS CIIe/IYFOIIME OCHOBHBIE MOHSTHSL:

bubnmoTeunbIit HOHI — COBOKYIHOCTE JOKYMEHTOB PasiIMYHOrO Ha3HAYEHWS W CTaTyca,
OPraHM3allHOHHO ¥ (YHKIHOHAIBHO CBS3aHHBIX Mexiy co0oif, TMojuiexamux —ydery,
KOMIIIEKTOBAHMIO, XPAHEHHIO M HCIOIB30BAHMIO B LEISIX OHOIHMOTEYHOro OGCIyKHBAHHS
Hacenenns .

Vuer GuGmuoreuHoro (oHIa — KOMIUIGKC Onepauyii, oGecrednBaOMX MOIyYeHHe
TOYHBIX JI@aHHBIX 00 oOBeMe, cocraBe, ABHKCHHH (JOHJA, €r0 CTOMMOCTH H SIBIISIIOLIAXCS
OCHOBOH ~()MHAHCOBOH OTYETHOCTH O (JOHAE M COCTABHOM YACTHIO MEPOIPHATHH IO
0GeCIIeueHHIo ero CoXpaHHOCTH .

Byxranrepckuii yder - cucrema HabironeHus, 0000IIeHHsT W OTpaXKeHHs (PHHAHCOBO-
XO3SHCTBEHHOH JeSTENbHOCTH NPEINPUATHS C HEBIO NOTYYEHHs! JOCTOBEPHBIX JAHHBIX O €ro
nesrensHocTH. OObekTaMH H3yueHHst B.Y. sBIAIOTCS CpelcTBa, MX IBHIKEHHE B IpoLecce
IPOM3BOZICTBA H OGPAIIEHHS, A TAKJKe HCTOUHHKH HX 00PA30BAHMS U HCTIOB30BAHHM.

Enunnna ydera Qonza — yHHOUUMPOBAHHAs — ©IMHMIA HMCUMCICHHMS BEJIHYMHBI M
JIBHOKEHUS d)orma."

VIHauBHIyalbHEIH y4eT — PErHcTpalus B YUETHOM JOKYMEHTE KakI0ro JK3eMILIpa i
(MuH) K&KZOrO HA3BAHMS IOKYMEHTA, [IOCTYNAIOMEro B oH/ OHOIHOTEKH U BBIOBIBAIOIIETO U3
Hero’.

MHCTampOBaHHbIE JJICKTPOHHBIE JOKYMEHTEI - HECOB. M COB. NepeX. H Hemepex. l.
VcranapimBate Ha KECTKHI JMCK KOMIbIOTepa IporpaMmuoe obecreyenne. 2. [Tomxmouars k

KOMIIBIOTEpY uTO 160.°

L Denepanbhblii 3akoH Pocemiickoii denepanyu «O BreceHnn n3MeHennii B OenepanbHblii 3akoH «O
6GuémoTeunom aener ot 03 mons 2009r. Nel19-03

2TOCT 7.76-96 CUBW]I «KomnekToBanue Gonaa nokymenTos. bubnnorpadpuposanne. Karanornsauns.
TepMuHBL H OnpeieNeHus.

* Bopucos A.B. Bonb1uoii skoHOMuueckHii ciosaph. — M.: KuuskHbtii mup, 2003. — 895 c.

¢ MHetpykups no yuery Gubanoteunoro Gponna», yrs. [Tpukasom MHUHHCTEPCTBA Ky.IbTypbl Poccniickoit
Depepauyn Ne590 ot 02 nexabps 1998r.

* Tam e
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pacnpenenennbix b, pasmudnble OneHKH 3TOH HHQOPMALNH, ONHCAHHE HCTOYHHKOB H BpEMEHH
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Tt

O6nexThl yuera GnOMMOTEYHOr0 (OHNA - LOKYMEHTSI, IOCTyNalomue B OHGIHOTEKY U
BHIOBIBAIONINE H3 Hee, HE3aBHCHMO OT BHIA JOKYMEHTA H €r0 MAaTepHalbHO OCHOBHI (1. 4.1
Uncrpyxman N 590).°

O6pekTsI 0c060 meHHoro aBmikuMoro mmymecrsa (OLJIM) — mBHKHMOE MMYIIECTBO,
HaXOAIIeecss y YUIPeXKACHHs HA IpaBe OMEPATHBHOIO YIpPABJICHHS, 3aKpEIICHHOE OCHOBHON
YCTaBHOM JI€ATENTHHOCTBIO.

O6bexThl HHOTO JBIKHMOro wmmymectsa (OMJIM) - mmymecTBo, KOTOpoe He
NpeHa3sHaYeHo UL  OCYIIECTBICHHMS MPEAYCMOTPEHHBIX  YCTABOM —ABTOHOMHOIO — WIIH
OIO/DKETHOTO ~ YUPEX/EHHS OCHOBHBIX ~BHIOB MEATENBHOCTH, a Takke HMYIIECTBO,
NpHOOPETEHHOE ABTOHOMHBIM HJIH OIO/UKETHBIM YUPEXKICHHEM HCKIIIOYHTENBHO 3a CHET
JI0XOJIOB, MOJIYYEHHBIX OT OCYLICCTBJICHHS B COOTBETCTBHH C yCTABOM IIPHHOCSIIEH IOXO/bI
JIESTENbHOCTH.

IlpoBepka HamM4Hs NOKYMEHTOB OmOIHOTedHOro (OHAAa — CBEpKAa MOKYMEHTOB C
YYETHOH JOKyMEHTALMell B LeNsSX MOATBEPXCICHHS WX HAIHYHs, COOTBETCTBHS Y4ETHOI
nokymenTaman.'’.

Perucrp — CIIHCOK, yKasaTellb, KHHTa 3alIHCEH, IIepedeHb, YIeTHbIH TOKYMEHT, MMEIOTHii
npaBoBoe 3uauenne’ .

Cricanue - KOMILIEKC JeiiCTBHIf, CBA3aHHBIX C MPU3HAHMEM HMYIIECTBA HEMPHUTOIHBIM
JUIsl JlabHEMIIero MCIONb30BAHMS [0 [ENCBOMY HA3HAYCHHIO M (MJIM) PacHOpSKEHHIO
BCIIEJCTBHE TMOJNHOW MM YacTHYHOH YTpaThl MOTPEOHTETLCKAX CBOHCTB, B TOM 4HCIE
(H3MYECKOTO WM MOPATBHOrO H3HOCA, JTHOO BBIOBIBIIMM M3 BJIAJEHHS, TOJNb30BAHUS H

pacnopsuKeHust  BCIIEACTBHE ruben WM YHHYTOXKEHHS, a TakkKe C HEBO3MOXHOCTBIO

¢ Tonkossiii cnosaps Edpemonoit. T. @. E¢pemosa. 2000 ... CoBpeMeHHbII TONKOBbIH C/IOBAph PYCCKOTO A3bIKA
Edpemosoit

7 MreTpykums 1o yuety GubnnoTedsoro doran, yTs. [puxazom MuHHCTEPCTBA KybTyphl Poccuiickoi
Depepain Ne590 ot 02 nexadps 1998r.

# Bukuciosaps http://ru.wiktionary.org/wiki/

? UHeTpykums 06 yueTe GHGTHOTEHHOrO (hoHa, YTB. NpHKazoM MuHKYIbTYpEl Poccnn o 02.12.98 Ne 590
'* Tam xe

' Bopucos A.B. Bombi1ioii SkoHOMIueCKHi ¢10Bapb. - M., 2003.
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CymMapHblii y4eT — perucTpals B YYETHBIX  JOKYMEHTAX MOCTYMAIOUIHX H
BBIOBIBAIOIINX TTAPTHII PA3THYHBIX BHIOB AOKYMEHTOB; I0JIy4eHHE KOJIHYECTBEHHBIX CBEICHHI
0 JBHKEHHH OHOIMOTEYHOrO d)or-ma” 3

DIEKTPOHHBIE TOKYMEHTHI - K JICKTPOHHBIM IOKYMEHTaM OTHOCSTCS JOKYMEHTBI Ha
CBEMHBIX HOCHTEJSIX (KOMIIAKT-AMCKH, (IEI-KapThl); IOKYMEHTEL, Pa3MellaeMble Ha XKECTKOM
JCKE  KOMIbIoTepa  (cepBepe) OHONMOTEKM M JOCTYNHBIE —[OJIb30BATESIM  Yepe3
HH(OPMAITHOHHO-TETEKOMMYHHKAIMONHBIE CeTH (fajnee - CeTeBble JOKATbHbIE JOKYMCHTBI);
JIOKyMEHTBI, pa3MelllaeMble HAa ABTOHOMHBIX ABTOMATH3HPOBAHHBIX pabOYMX —CTAHIMSX
6ubmHOTEKH (Zalee - HHCTATHPOBAHHBIE JOKYMEHTBI); 10KYMEHTBI, Pa3MeIleHHbIE HA BHELTHAX
TEXHHYECKHX CPEACTBAX, MOjydaeMple OMONMOTEKOH BO BPEMEHHOE IOJb30BAHHE Yepe3
HH(DOPMAIHOHHO-TEIEKOMMYHHKAIHOHHbIE ~ CETH HA  YCIOBHSAX  JOTOBOpA, KOHTPAKTa,
JIHIEH3HOHHOTO CONAIICHAs ¢ MPOU3BOAUTESIME HEPOPMALMK (Jallee — CeTeBblE yAaleHHBIE

JIOKYMEHTEI). -

2. O6mue monoReHHst

2.1. VdeT 3MeKTPOHHBIX JOKYMEHTOB, KaKk 4acTH OHOIHOTeYHOro (oHma, SBISETCS
OCHOBO# TOCYJapCTBEHHOH CTATHCTHKH, OTYETHOCTH H IUIAHMpOBaHMs IestenbHoctd ['BYK
KemOHB um. B.JI. ®ezopoBa, cioco6cTByeT 06ecnedeHnIo COXPaHHOCTH (oH/a.

2.2. Vuer oTpaxkaeT MOCTYILIEHHE 3JIEKTPOHHBIX JOKYMEHTOB B OMOIMOTeuHBIH (OHI,
BBIOBITHE, BeHUHHY (06BEM), COCTaB MO TEMAaTHKO-BUIOBOMY, S3bIKOBOMY M HHBIM IPH3HAKaM.

2.3. K 271eKTpOHHBIM JOKyMEHTaM, HOUIEKALMM YUYETy, OTHOCSTCS:

% 9IEKTPOHHBIE JIOKYMEHTBI Ha CheMHBIX (CMEHHBIX) HOCHTEIAX;

v

ceTeBble JIOKAIbHBIE H HHCTALTHPOBAHHBIC NIEKTPOHHBIE IOKYMEHTBI;
> ceTeBble JJOKYMEHTHI yAAIEHHOIO I0CTYNA (Jlalee — CeTeBbie YIaleHHbIe IOKYMEHTHI).

2.4, YeT 31eKTPOHHBIX A0KYMEHTOB HA CHEMHBIX (CMEHHBIX) HOCHTEJISX, & TAKXKe CETEBbIX
JIOKATBHBIX W WHCTA/UIMPOBAHHBIX  JJIEKTPOHHBIX  JIOKYMEHTOB  BEJETC B  PErMCTpax

HMHIUBUIYAIBHOTO H CYMMApHOT'0 y4eTa B TPAJUIIMOHHOM BHJIE.

12 Nocranosnenme Tpasutensctea Poccuiickoii denepawn ot 14 oktabps 2010r. Ne834 «O6 ocobeHHoCTAX
crnucanns (peeparbHOro UMy EeCTBay

'3 (Mnctpykums no yuery Gubanoreusoro dornay, yrs. pnkazom MUHHCTEPCTBA KYJILTYPbl Poccuiickoii
®enepain Ne590 ot 02 nexabps 1998r.

" «O6 yrepxaenun [Topsaka yueTa 10KyMeHTOB, BXOIALIIX B cocTas GubanoTeuHoro gomaar, [poekr npukasa
Munncrepersa kynbTypsi Poceniickoil @enepaunu ot 19.09.2012.
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«VnBenTapHas KHUray, popMupyeMast B aBTOMATH3HPOBAHHOM PEXHME B [OPS/IKE HHBEHTAPHBIX
HOMEPOB JJIEKTPOHHBIX JOKYMEHTOB.

2.4.2. PerucTpoM CyMMAapHOTO ydeTa 3JEKTPOHHbIE JOKYMEHTHI Ha ChEMHBIX (CMEHHBIX)
HocuTemsix sBisiercst «Kuura cymmapHoro ydera GuOmmoTedHoro (oHza», KoTopas Comepxkar
CBEJIEHNS O MOCTYIJICHHH, BBLIOBITHH H HTOrax eIMHOro (hoHxa Bubanorexu.

2.4.3. PerucTpoM CYMMApHOTO y4eTd CeTeBBIX JNOKATBHBIX SIEKTPOHHBIX JOKYMEHTOB
sisercs «Kuura cymmaproro yuera Gubmioreunoro Gonza. U.2. DIeKTpoHHEIE HOKYMEHTED.

2.4. PerucTpoM CyMMAapHOTO y4eTa CeTeBBIX JIOKYMEHTOB YIaICHHOTO JI0CTYIA SBIISIETCS
«KHura y4eTa yJ1aleHHbIX 3IEKTPOHHBIX IoKymMenToB 'BYK KemOHB um. B.JI.®exoposay.

2.5. Yuer Bcero (oA 31EKTPOHHBIX IOKYMEHTOB buGmmorexu obecreunaer Oten
«IIeHTp KOMIITEKTOBAHMS H KATAJIOT H3ALUA».

2.6. CTpyKTypHEIE MONPA3NEIeHNs BeAYT y9YeT JOKAIbHBIX H yNAIEHHBIX JeKTPOHHBIX
JIOKYMEHTOB, PACTIONIOKEHHBIX B CTPYKTYPHOM T10/IPa3/IC/ICHHH.

2.7. Cratuctuyeckas mHbopMarms o GopMAPOBAHHH GHOIHOTEYHOr0 (OHIA MO HTOram
Tofma mpejcTaBisercs B [IaBHBI HH(MOPMANHOHHO-BHMHCIHTENBHBI LeHTP MUHKYIBTYpbI
Poccun 1o dopme desepanbroro crarucTadeckoro Habmonenus Ne 6-HK «Csenenus o6
obmenocTynmHOM (myGmdHO#) GHOIHOTEKE 3a ... TOI», yTBepKAaeMoil npukasom DexepaabHO
cryx6bl rocyapcTBeHHo# cratuctuky (Poccrarom). (TTocnentsis popma yTBepikaeHa NPHKA30OM
Poccrara ot 15.07.2011 Ne324).

2.8. Ipaa n obs3anHOCTH bHbIHOTEKH 110 ydery OubaHoTedHOrO (hoH/Ia.

2.8.1. bubnuoteka 06s3ana:

®  OCYUIECTBNNTH CYMMApHBI{ ¥ WHIWBHIYQIBHBIH Y4eT 3EKTPOHHBIX JOKYMEHTOB
TOCTOSHHOTO  (6€CCPOYHOr0) M JUIMTENIBHOTO  (JI0JArOCPOYHOr0) XpaHeHHs, BECTH Y4eT
3NEKTPOHHBIX JIOKYMEHTOB B YHH(DHIIHPOBAHHBIX (YCTAHOBIICHHBIX) EIMHHUIIAX YUeTa;

®  [POHM3BOJUTH OLEHKY CTOMMOCTH JIEKTPOHHBIX JOKYMEHTOB HA CHEMHBIX (CMEHHbIX)
HOCHTEJAX, MOCTynaomux B bubmmorexy 6Ge3 ykasamus neHbl (B MOpsIKe 00s3aTeNBHOTO
JK3eMIipa, B KadecTBe Japa, IoXKepTBOBaHHA, Ge3Bosmesnno). OmeHKy MNPOM3BOXHT
9KCMePTHAS KOMHCCHSI, YTBEPIKICHHAs PYKOBOJHTETEM YUPEK/ICHH S

e obecrieduBarTh IPEEMCTBEHHOCTh OPraHM3AlMH YUeTa B LEIAX COMOCTABUMOCTH €ro
JIaHHBIX;

e obecrieunBaTh XpaHEHHE H BOCIPOHM3BE/CHHE YYETHOH JTOKYMEHTALMH HE3aBHCHMO OT
BHJIa HCTIONB3yEMBIX JUIsl y4eTa HocHTenei nHdopmanuu.

2.8.2. bubnnoreka IMEET 11paBo:
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®  YCTAaHABIMBATE MOPANOK ydeTa MOKYMEHTOB, HMCXOJs W3 cTaryca, OocoOeHHOCTel H
CTPYKTYpHl hoHAA ¢ COOMIOAeHHeM TPeOOBAHMH 3aKOHOIATENLCTBA, HOPMATHUBHBIX H TIPABOBBIX
axToB Poccniickoit Meepanuyu U NON0KeHHH HacTosiel MHCTpyKImu;

® CO37aBaTh M HPUMEHATH Hauboxee >(QeKTHBHBIE TEXHONOTHH (METOIBI, CHOCOGBI H
TpreMBI) ydera Gubnnoredsoro dona;

e pacumpsaTh HabOp YYETHBIX I0Ka3aTelel, HCXos U3 noTpedHocTel bubimorekn;

e ompeaenaTh BHABI M pasMep KommneHcauum ymepba, HaHeceHHOro  (OHIY

TIONb30BATENSIMH OHOTHOTEKH.

3. Vuer mocTyniieHHii 31eKTPOHHBIX I0KYMEHTOB HA CheMHBIX (CMEHHBIX) HOCHTEISIX

3.1.  DneKkTpOHHBIE IOKYMEHTBI HA CBEMHBIX HOCHTENSX [PEJCTABISIOT Co6Oi
ABTOHOMHBIC OOBEKTEI, MPeJHA3HAYEHHBIE Ul JIOKAIBHOIO HCIOJIB30BAHUS M BBUTYCKAEMEIE
(TMpaXkupyembie) B BUE ONPE/IETCHHOTO KOJTHYECTBA HACHTHYHBIX SK3EMILULIPOB (amckeTsi, DVD,
CD-RW, CD-R u s1p.).

3.2. DieKTpoHHBIE NOKYMEHTHI Ha ChEMHBIX HOCHTENSIX IOUIEKAaT CyMMApHOMY H
HMHIMBHIAyaTbHOMY ydery, KoTopsri ocymectsmser Otmen «LleHTp KoMInekToBaHHS K
KaTajnorusamnumy.

3.3. MBauBHOyalbHBIi ydeT KAKAOTO O3K3eMIUIIpa SJIEKTPOHHOrO JOKYMEHTa Ha
CBHEMHEIX HOCHTEIAX OCYIIECTBIAETCS C TIOMOIIBIO METONOB WHBEHTAPH3AIMHA C MPHCBOCHHEM
JIOKYMEHTY HHBEHTAPHOTO HOMEpa B OT/e/bHO nHBeHTapHO# kuure (CD 6/; DVD 7/).

3.4, ®opMblI HHIMBHIYATBHOTO yYeTa JOKYMEHTOB B 0053aTeIbHOM MOPSIKE JOIDKHBI
coJiepKaTh CleAyIOLIHe II0Ka3aTeln: 1aTa 3anicH, Homep 3anucu B «Kuure cymmapsoro ydera
6ubnmoreuroro (GoHna», HHBEHTAPHBIT HOMEp, aBTOP M 3araBHe, MECTO H O]l H3JaHHs, lleHa,

OTMETKa O MPOBEPKE, HOMEP aKTa HCKIIOYCHHS.

3.5. VnauBumyalbHBIA HOMEp 3aKpeIUisercst 3a JOKyMEHTOM Ha BCE BpeMs €ro

HaXOX/JIeHus B (hoHze OHOIHOTEKH.

3.6. VHBeHTapHBIe HOMEpAa HCKTIOUYEHHBIX M3 (JOHIA TOKYMEHTOB HE MPHCBAHBAIOTCS

BHOBB MPUHATEIM JOKYMEHTaM.

3.7. Epwaunamu ydeTa SJIeKTPOHHBIX JIOKYMEHTOB Ha CHEMHBIX HOCHUTEISAX SBJSAIOTCSA

OK3EMILISIP ¥ Ha3BaHHUE.

3.7.1. Kak OT/e/bHBIHA 9K3eMIUTP YUUTHIBAIOTCS ONTHYECKHH JJUCK U IACKETa.

3.7.2. Kak OTAENBbHBIE IK3EMILIAPBl MOTYT YYHUTHIBATHCA MPUIOKEHHA K pasiudHbIM
H3aHUSIM, BBIITOJIHAIOMUE CaMOCTOATEIBHBIC Cl)yHKL(PKPI, a TaK)Ke HCIOJIb3yeMbie B pﬁGOTC

OT/ICJIbHO OT OCHOBHOTI'O U3JIaHHUs.
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3.7.3. Kax oTenbHble 9K3eMIUIAPE! He YIHTHIBAIOTCS ONTHYECKAE UCKH, MCKETHI, ECITH
TIPEICTABIIAIOT COO0H BKJIaKy (BIOXKEHNE) B H3IaHHE WK €r0 HEOTHEMIEMOE TIPHIIOKEHHE.

3.8. Kax o/1HO Ha3BaHHE Y4HTHIBAKOTCS:

> xaxzaoe OTZICTBHOE U3/IaHHUE, BBITYIIEHHOE HA ONTHYECKOM KOMMAKT-IUCKE,

» Kax[Ibli JIOKATBHBIA JUCK, BXOIALI B HYMEPOBAHHYIO MM HEHYMEPOBAHHYIO CEpHIO
3NIEKTPOHHBIX H3JIaHHH;

» KOMIITEKT KOMITaKT-IUCKOB, 00beIMHEHHBIX OOIIHM Ha3zBaHUEM;

> HM3/JaHHbIE B Ka4yeCTBE CAMOCTOSTENBHBIX H3IaHHI TIpUJIOKEHHST K H3JIaHHAM nmoboro
Jpyroro Bu/ia, HMEIOLIHE co0CTBEHHOE 3arjiaBue u JIOITYCKAIOIIHE UX HCIO0JIb30BaHUE 6e3
o6peuuemu K OCHOBHOMY H3/IaHHIO;

» MOTOJHAEMbIe JOKYMEHTBI Ha CBEMHBIX HOCHUTEIIAX

» HOBBIM Ha3BaHHWEM SBIISETCS Ka)XKJ10€ MPEJCTAaBIEHHUE SJIEKTPOHHOIO JOKYMEHTa B UHOM

(dopmare.
3.9. Epunuiiamu yyeta JOKYMEHTOB Ha (Jiell-KapTax SBISIOTCS 9K3EMILISP M Ha3BaHHUE.

3.9.1. Kak omuH 5K3eMIIsp M OJHO HAa3BAaHWE YYHTBHIBACTCS KakJO€ LEIOCTHOE

TPOU3BENCHUE, HMEIOLIIEE CAMOCTOATEILHOE 3arjiaBue U MpeCTaBICHHOE Ha cbncm-xap're.

3.10.  DneKkTpoHHBIE JOKYMEHTBI HA CBEMHBIX HOCHTENAX JUIS CTATHCTHYECKOH

OTYETHOCTH NOAPA3NIENSIOTCS Ha IBE TPYIIIBL:
» My3bIKaNbHbIe, BUACODHIBMEI H T.I1.;
» CrpaBOuHEIE, y4eOHBIe H T.I.

3.11.  DnexTpoHHble IOKyMEHTBI Ha CHEMHBIX HOCHTENSIX, BKmOYaeMmble B (OHI
BubanoTeKH, Mo/uexar MapKHpOBKe MATKHMH ()IIOMacTepaMu: JIaHHBIE 3aHOCSTCSA Ha BEPXHIOI
(e pabouyio) MOBEPXHOCTb JMCKA WM C MOMOMIBIO HAKIEHBAEMOH STHKETKH, Ha KOTOPOH
HAHOCHTCS LITEMIIEITb, HHBEHTAPHBIH HOMEp H IITPAX/KO.

3.12. Ha 51eKTpOHHBIX JOKYMEHTaX, SBISIONMXCS IPHIIOKEHHEM K OCHOBHOMY HOCHTEIIO
M €ro HeOTheMIEMOU 4acThio (KHHUTA, XKYPHANI), NPOCTABIAIOTCSA TE K€ PEKBH3HTHI, YTO M Ha
OCHOBHOM JIOKyMEHTE.

3.13. Cymmapmblif yd4eT BCeX MOCTYMAIOMMX B (OHA M BHIOBIBAIONMX K3 HEro
SMEKTPOHHBIX JOKYMEHTOB Ha CheMHBIX HOCHTENIsiX Besercsi B «Kuure cymmapHoro ydera
6u6mHoTeunoro (hoHma» B TPAAHLEOHHOM Bije. CBeIeHHs 0 JBIKEHHH (GoHna GuKCHPYIOTCs B
3-x wactsax «Kmurm cymmapaoro ydera OuGnmoreunoro (omja» wmmi Apyroi  dopme
cymmaproro yuera: yactb 1 — «[locrymenne B donm»; Hacts 2 — «BriGbrrue u3 pomaa»; 4acte

3 — «Mroru mBIKeHHs GOHIA».
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3.14. DnexTpoHHBIE JOKYMEHTH HA CBhEMHBIX HOCHTEISX MPOXOAAT 06paboTKy B
coorserctun ¢ ['OCTom 7.82-2001 «BuGmmorpaduueckas 3amuch. Bubmmorpapudeckoe
ONHCAHHE JIEKTPOHHBIX PecypcoB: obume TpeGOBAHMS M IPABHIA COCTABIEHHS», CBEICHHS
3aHOCATCA B DJIEKTPOHHEIH Kartaior BuGmuorexu.

3.15. BubGnuorpaduaeckoe ONHCAHAE HIEKTPOHHBIX JOKYMEHTOB Ha CHEMHBIX HOCHTEITSIX,
umnoprapyeres B Coamblii katanor GuGmuorek Poccun (CKBP), ecnm jaHHBIH 1OKyMeHT
bubmmoTeka nostyunsia nepsoii.

Wmnopt u 9KenmopT GHOIHOrpaduueckoro OMMCAHWA PEryIMPYETCs JABYCTOPOHHHM

Cornamennem Mexy bubnuorexoii u Llentpom Libnet.

4. Y4er mocTyn/ieHns ceTeBbIX JIOKAIBHBIX J0KYMEHTOB

4.1. CereBble NOKaNbHBIC NOKYMEHTHI — JOKYMEHTBL Pa3sMelIdeMBIE HA JKECTKOM JHCKE
KoMmbioTepa (cepBepe) OMONMOTEKM M JIOCTYNHBIE IIOJIB30BATEISIM 4Yepe3 HH(POPMALHOHHO-
TeJIeKOMMYHHKAIIMOHHBIE CETH; WHCTA/LIMPOBAHHBIE JOKYMEHTBI — JIOKYMEHTBI, pa3MellaeMble Ha
aBTOHOMHBIX aBTOMATH3HPOBAHHBIX PA0OUHX CTAHLUSX OHOTHOTEKH.

CereBble JIOKaTBHBIE PECYPCHI — COBOKYITHOCTD 3JIEKTPOHHBIX JOKYMEHTOB U KOJUIEKIMI B
BHIe uMcel, OyKB, CHMBOJNOB WM MX KOMOMHALWMI, OPraHH30BAHHBIX MPOTPAMMHBIMH H
annapaTHEIMH  CPEJICTBAMH UL BOCHPHATHS HMX KaKk EIHHOrO IIENOro, CO3aBacMble HIIA
nprobpeTaemble GHOMHOTEKOM, HaXosIIHecss B COOCTBEHHOCTH OHOTMOTEKH, pa3sMellCHHbIE Ha ee
cepBepax MM MOMEIIEHHSX JUL XPaHEHHS | HCTIOJIb30BaHHS.

4.2. Y4eTy nojiexar ceTeBble JOKaIbHBIE TOKYMEHThI:

4.2.1. npenHa3sHaueHHbIE IS IOCTOSHHOTO HIIM JUTHTEIBHOTO XDaHEHHs Ha CepBepe
6ubnuoTeky (He MeHee roa), MCKIIYas 3JeKTPOHHBIE TOKYMEHTBI KPATKOCPOYHOTO XapakTepa
(Hanpumep, CBeIeHHS W3 HOBOCTHOIT JICHTBI, ITAHEI MEPONIPHSATHIA, 00BABNECHHS H T1D.);

4.2.2. WMeOIMe 3IEMEHTHl OMHCAHHS, 110 KOTOPHIM €r0 MOXHO HIEHTH(HIMPOBATH
NPOrpaMMHBIMH ~ CPEACTBAMH B OuOmmoTeke. JlaHHBIE —XapaKTEPHCTHKH 3IEKTPOHHOTO
TIOKYMEHTa JI0JKHBI 0GECIIeYrBaTh €ro IMOMCK H HABHTAIMIO CPEJM JAPYrHX JIOKyMeHToB. Jlns
HaBHTAIHH 110 3MEKTPOHHBIM Pecypeam HCnoib3yiores BosmoxkHocTn AUBC «Opac-Globaly, a
TaKKke caiita bubmmoTexu;

4.2.3. COOTBETCTBYIOIIHE 3aKOHOAATENECTBY PD (4-5 wacTs K P®), a nvenno:"’

> SK3EMILIAPEI  JOKYMEHTOB,  BBIDAKGHHBIE B ONIGKTPOHHOH  opme,
MpeJoCTaBlseMble BO BPEMEHHOE OE€3BO3ME3JIHOE MONb3OBAHAE (B TOM dHHCIEC B IOPSAIKE

B3aHMHOTO HCIIOJIB30BaHUs OHOIMOTEYHBIX pecypcon) TOJIBKO B IOMENIICHHH 6uGITHOTEKH npu

"5 Tpoext @3 ot 31.01.2012 1. «O BHecenun usvenenmii B u.4 (rn.70, ct. 1275) FK Pd» //
http://www.copyright.ruw/ru/library/zakonoproekti/project_4_GK_RF_2012/




[image: image9.jpg]YCJIOBHH  MCKIIIOYEHHS  BO3MOXXHOCTHM  JalbHEHIIEro CO3JaHus SJIEKTPOHHBIX  KONUi

OPOH3BEACHUA, HE NOAICXKALIHE 3alUTE KaK aBTOPCKUE ITPOU3BEICHHS (apXHBBL OCI)HIIPIS.TH;HLIE

JIOKYMEHTBL);

> YTpaTHBIINE 3AIIATY B CBSA3M C HCTEUEHHEM CPOKa oxpaubl (70 JeT nocie cMepTu
aBTOpa);

> CaMOCTOSITENIBHO ~ CO3NAHHBIE NIEKTPOHHBIE JOKYMEHTHI (IpaBoobiajaresem

spisercs bubnuorexa);
> 97IeKTPOHHEBIC KONHMH, CO3/aHHble bBHOIMOTEKOH Ha OCHOBE 3aKIIOUEHHOIO
JIMIEH3HOHHOTO COTTIAIIEHHS C MPABOOOIAIaTeNIeM U H3/aTebCTBOM, BBIIYCTHBIINM €€ B CBET
(KHUTH, TEPHOMIECKHE U3/IaHAs U3 yaaneHHbIX BJ] Ha KoTopble 0(opMIEHO IIPaBo J0cTyna);
> €/IMHMYHBIC KOTHH OK3EMILIAPOB INPOM3BEIEHHH, MPABOMEPHO BBEJCHHBIX B
TpaKIaHCKu# 060poT:
1) omexTpoHHBIE MOKYMEHTHI, CO3JAHHBIC B LEIAX OOECHEYEHHS COXPAHHOCTH W
JIOCTYTITHOCTH JI7ISt OJTb30BaTENeH:
- BETXHE, W3HOMIEHHBIE, HCNOPYCHHBIC, Ne(EeKTHBIC OSK3EMIUISPHl NPOU3BEACHHMIL
- IMHMYHBIC H (WIH) PEIKHEe JK3EMIULIPHI IPOM3BENCHHH, PYKOIHCe, BbIIaYa KOTOPBIX
TIOJTB30BATEISIM MOYKET MPHBECTH K HX yTpATe, OpHe WK YHAYTOKEHHIO;

- OK3eMILIAPHI TPOH3BEJCHHII, 3alUCaHHble HA MAIIMHOYHTAEMBIX HOCHTEIX, IS
MONBE30BAHKSA KOTOPBIMH OTCYTCTBYIOT HEOOXOMMBIE CPEJICTBA;

- SK3eMILIAPHI TIPOM3BEICHNH, HMEIONHE HCKIIOYHTEIBHO HAYYHOE W 00pasoBaTeibHOe
3HAYCHHE;

2) 9IeKTPOHHBIE JOKYMEHTEI, CO3JaHHbIE B IE/IX BOCCTAHOBIICHHS, 3aMEHBI YTPAaueHHBIX
WM HCTIOPYCHHBIX SK3EMILIIPOB POH3BEICHHS;

3). ejMHUYHBIE KOIMH 9K3EMIUISPOB JHCCEPTAalMi, Ionydaemele bubnmorexoi B
COOTBETCTBMM C 3aKOHOM 00 00s3aTelbHOM JK3eMIUISipe JOKYMEHTOB, C 00f3aTeNbHbIM
yKazaHHeM HMEHH aBTOpa, IPOM3BENEHHE KOTOPOTO  HCHOJNB3yeTcsd, M  HCTOYHMKA
3aUMCTBOBAHHS.

4.3.  CymmapHplil y4er BceX MOCTYNaiomuX B (OHX M BHIOBIBAIOIMX H3 HETO
CeTeBBIX JIOKATBHBIX JTOKYMEHTOB Bejietcs B «KHure cymmapHoro ydera 6ubmuorednoro omza.
U.2. DneKTpoHHBIE JOKYMEHTB» B TPaIMUHMOHHOM Buie. Cpenemust o ABwKeHHH (onza
¢ukcupyiotes B 3-x wactsx: gacte | — «[loctymenne B pommy; wacts 2 — «Boibprrue u3
¢onnar; gacts 3 — «Mroru gBikeHus Gponnar.

43.1. Enummeii ywer ocymectuser Ommen  «lleHTp  KOMIUIEKTOBaHHS — H

Karajorusanuu».
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43.2.  CrpykrypHsle moapasnenenns BeayT «KHHry ydeTa JOKaIbHBIX STEKTPOHHBIX
JoKkymeHToB, bJ i KosteKuuii» cTpyKTypHOro noapasaenenns. OHa COCTOUT u3 Tpex GopM (cM.
Tlpunoxenue 1A, 1B,1B).

4.4. 3asemyromme CTPYKTYPHBIMH TONDA3CICHHSMH HJIM OTBETCTBEHHBIE JIHIA, IO
ycraHoBIeHHOH (opme (cm. [lpunoxenue 1B), pas B rox go 10 nexaGpsi mpemoctasisior
cBe/leHHs B LIeHTp KOMIINEKTOBAHHS 1 KATAIOTH3ALHH.

4.8. MnauBuayabHbI yHeT CeTEBBIX JIOKAIBHBIX J0KYMEHTOB OCYIIECTBISETCS MyTeM
BBOZA MeTaHH(OPMANHH B DIEKTPOHHBIA KATANOr C NPHCBOSHHEM HACHTH(MHKAIMOHHOTO
HOMepa KakIoMy JOKyMeHTY (14/Homep).

4.8.1. CereBble TOKabHbIC JOKyMEHTBI IPOXOIIT 06paboTky B cooTBetcTBuH ¢ [TOCToM
7.82-2001 «Bubnmorpaduyeckas 3anuch. bubiuorpaduueckoe OnMCaHHe  ATEKTPOHHBIX
pecypcos: obmue TpeGOBaHMs H MPaBHIa COCTABNCHU), CBEICHHS 3aHOCATCA B DIEKTPOHHBIH
karanor bubnnorexn.

4.8.2. PerucTpom HHIMBHIaIBHOTO yueTa sBisieTcs «VHBeHTapHas KHHray, hopMupyemas B
aBTOMATH3MPOBAHHOM PEXXHUME B MOPS/IKE HHBEHTAPHBIX HOMEPOB 3JIEKTPOHHBIX JOKYMEHTOB.

4.9. ENMHAIB ydeTa CeTeBBIX JTOKATbHBIX JOKYMEHTOB:

1. KaK oJHa eMHHUIA U OJTHO HA3BAHHE YUMTBIBACTCS LIENIOCTHOE NPOU3BEJEHHE, BBILIELICE

1 0pOPMIICHHOE KaK OTAENbHOE H3/IaHHE;

2. KaK OJ[HA eJMHHIIA YYHTHIBACTCS ClpaBodHas ¥ Oubimorpadudeckas BJI;
3. KaK OJIHA €JIMHMIA YYHTHIBACTCA MONHOTEKCTOBBIH JOKYMEHTHBIN 070K, 00beIHHEHHBII

OOLINM Ha3BaHUEM H CYLIECTBYIOLIHH B OIIPEJCICHHON HETOCTHOCTH, B T.4. HOMOIHIEMbIT

1 OGHOBJIS€MBIii JIEKTPOHHbII JTIOKYMEHT;

» KaK OTHENbHBIH  SK3EMILTIp YUHTBIBAIOTCS  JIOKYMEHTBI, HMMEIOIINE OJWHAKOBOE
cozepyKaHKe, HO pasiIHYaloIHecst o GopMaTaM Mpe/ICTaBIeHHs;
» Kaskziasl 5JIEKTPOHHAS KOTHSI YUHTBIBAETCS KaK OT/IE/IbHbIHA SK3eMILIAD.

4.10. Kakaprii J0KYMEHT, SIBIISTIOLIHIICS CaMOCTOSTEIbHON eIMHHUIIEH yueTa, YUUThIBACTCS
VMH/MBH/yaTbHO 10 THITY JIOKYMEHTA, OTPAC/i 3HAHHUS, A3BIKY.

4.11.  JIOMONHUTENLHBIMU €MHALIAMH Y4eTa SBJISETCS KOTHYECTBO (hailioB, X THIIBI K

pasmep JOKyMeHTa B KHjobaiTax.

5. Yuer MOCTYIJICHUS! CETEBBIX YJAJMEHHBIX 3IEKTPOHHBIX JAOKYMEHTOB

5.1. CereBble yJaJIeHHbIe JIOKYMEHTBI — JOKYMEHTBI, HAXOAAIIHECS B BEJICHUH CTOPOHHUX
OPFaHleaL[Hﬁ, pasMeleHHbIe Ha BHELIHUX TEXHHUYCCKHX CpeACTBax, NOJIy4YaeMbIe 6Gubnuorexoit
BO BPEMEHHOE I10JIb30BaHUE Yepe3 PlH(l)OpMHIII’IOHHO-TGHBKOMM}’HHKKHHOHHME CETH Ha yCIIOBHAX

JIOroBOpa, KOHTPAKTa, JIMIEH3HOHHOTO COrnameHust ¢ IPOU3BOAUTEIIMH l/lHd)OpMal.lHld, 910
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MO3BONIAET YYMTHIBATE MX KaK JOKYMEHTBI JUIsi BPEMEHHOro XpaHeHusi (Ge3 NpUCBOEHMs
MHBEHTapHbIX HOMEPOB).

5.2. VaneHnble 1€KTPOHHbIE PECYPCHI — COBOKYITHOCTh 3IEKTPOHHBIX J0OKYMEHTOB U
KOJUIEKIMH B BHIe uWcen, OyKB, CHMBOJOB WM HX KOMOMHAUMil, OpraHM30BaHHBIA
NPOrpaMMHBIMU M AllapaTHBIMH CPEACTBAMHM Ul BOCHPHATHS MX KAaK E€IHHOTO LENOro,
PACIIOIOKEHHBIMH Ha CepBEpax MOCTABIIMKOB HH(OPMAIMH, JOCTYI K KOTOPBIM JIHIEH3UPOBAH
(omnagen).

5.3. VaneHHbIe 31€KTPOHHBIE PECYPCHI He ABMIAIOTCS COOCTBEHHBIM (oHAOM Bubmoreku,
HOITOMY IOTIEXKAT YUETY B CIIEMHUATBHO yTBEPKACHHOH OubinoTekoii hopme yuera. Cenenus
Ha 00mMiT (OHJT yIaTeHHBIX YIEKTPOHHEIX PecypeoB oTpaxaroTes B «KHHATe yueTa ynameHHBIX
anekTporHbIx pecypcos IBYK «Kemeposekas OHB um. B.J[. ®enopoay, KoTopast BeaeTcs B 3-
X gacrax (cum. [Ipunoxenne 2A, 25, 2B).

Cutyanus Mensiercs, eciu OGHOIHOTEKa MOTydaeT MPaBO apXHBHPOBAHHS 3IEKTPOHHBIX
JIOKYMEHTOB, K KOTOPBIM OHA MMEET HJIH HMesla yalleHHbIH JOCTyI. B 9ToM ciiy4ae MBI MOKEM
roBOpUTh 00 MX KOMIUIEKTOBAHMM M BKJIIOYEHHH B CHCTEMY ydera COOCTBEHHOTO
6ubmoreunoro Gouma (cM. 1m.4).

5.4. B oraen «lleATp KOMILIEKTOBAHMS | KaTaloru3aidmy pas B rox (10 10 aexabps),
1O  yCTaHOBIEHHOH (opMe, TPEJOCTABIAIOT —CBEACHHS CTPYKTYDHbBIE — MOAPA3/ETEHHs.
bubmorexu (cm. [Iprnoxenue 3).

5.5. Vuer yHameHHbIX 3NEKTPOHHBIX PECYyPCOB OOECHEYHBAIOT 3aBEAYIOLIHE HIIH
COTPYHUKH CTPYKTYPHBIX MOAPa3/ieeHtil, Ha3HaYeHHBIE TPUKA30M JHPEKTOpA.

5.6. CymmapHbpIil y4eT IIOCTYIJICHHUs 3JI€KTPOHHBIX CETEBBIX YIAIEHHBIX TOKYMEHTOB
BezleTcsl B y4eTHbIX (hopMax ¢ OTPaKEHHEM CIEAYIOLIMX TOKasaTeqel: 1aThl M IOPAIKOBOrO
HOMepa 3alliCH, PeKBH3UTOB JIMLIEH3MOHHOrO JI0TOBOpPA (Ha3BaHMs M HOMEPA JOKYMEHTa, CpOKa
€ero JeiiCTBys, CTOMMOCTH), KOJIH4ecTBa 0a3 TaHHbIX (TAKETOB) H BKIIOYCHHBIX B HUX HA3BAHHH.

57 Ilpu mozcyeTe CYMMapHOTO KOJHYECTBA HA3BAHWH HCKTIOYAIOTCS TyOneTHbIE
Ha3BaHMS B TaKeTax Ha OHOH miardopme. Ilnardopma NOHMMAETCs Kak COBOKYNHOCTH
MpOrpaMMHBIX M AQNIAPaTHBIX CPEJICTB, MPEIHA3HAYEHHBIX [UIS HABHTALMA W IOMCKA
JIOKYMEHTOB, a TaKyKe [Pe/UIaraloluX 0COObIe CePBUCHI L5 paGOThl C HUMH.

5.8. B peecTp MHAMBHIYaNbHOrO yYeTa CETEBBIX YNAIEHHBIX NOKYMEHTOB BKIIOHYAIOTCS
OCHOBHBIE XapaKTEpPUCTHKH 0asbl JAHHBIX (Takera): omucaHue 0asbl JaHHbIX (HA3BaHME,
npousBouTeNnb, IUaTdopma M (WIM) ampec BXOjA), CPOK OKOHYAHMS Ipaa JOCTyIa,

KONMYECTBO HA3BAHMI, BXOMAMIHX B 6a3y JaHHBIX (I1AKeT).
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5.9. B KONHYECTBO HA3BAHMH BKIIOYAETCS OOINee KOJMYECTBO MOTHOTEKCTOBBIX
JIOKYMEHTOB  (KHHT, JKYPHQIOB, Ta3eT, NATEHTOB, CTAHIAPTOB M JAPYIMX JIOKYMEHTOB,
YUHTBIBAEMBIX B OuOmHoTeke). He BKMOYAIOTCS B 9TO KOJIMYECTBO HOKYMEHTBI, KOTOpHIE
OBBIYHO HE H37AI0TCA OTAENBHO B IIEYaTHOM (opmare, Takue Kak mpoduin kommnanuit, SWOTsL,
craticTiyecKue Tabauupl U T.11. [l 6a3 JaHHBIX (IAKeTOB), HE COAEPIKALIMX TOTHOTEKCTOBBIX

JOKYMEHTOB, B DEKBHU3HTE «Ha3BAHHE) MPOCTABNIAETCS €IHHHULIA.

5.10.  EnununaMm ydera CeTeBBIX YHATEHHBIX JOKYMEHTOB SBISIOTCS SK3EMIUP
(yc/OBHAs eIMHUIA Y4eTa) ¥ Ha3BaHHe.

5.10.1. Kak ofuH 9K3eMIUIAP H OJHO HAa3BAHHE yYHTHIBAETCS KAXKIBIH MOJHOTEKCTOBBIH
JIIEKTPOHHBIH TOKYMEHT, UMEIOUIMH CaMOCTOSTENbHOE 3ariaBhe, BKIIOYEHHBIH B MakeT, K
KOTOPOMY OhOPMIIEHO TIPABO AOCTYNA Y €r0 MPOU3BONUTEIISL.

5.10.2. Kak onHa eIMHHIA YYHTHIBACTCS MONONHSAEMBIH W OGHOBISEMBIH 31EKTPOHHBIH

JIOKYMEHT.

6. Yuer BLIOBITHS JOKYMEHTOB U3 OHOmoTeunoro gonaa

6.1. BRIOBITHE JIEKTPOHHBIX JOKYMEHTOB 13 (hoHAa 0pOpMISETCs AKTOM 00 HCKIIOUYEHHH
o popme (kox mo OKY ]I 0504144, yreepxcaennoii [Tpukazom Munguna Poccun ot 15.12.2010
Ne 173n (cm. Ipunoxenue 4). B AkTe GUKCHpYeTCs KOTMYECTBO HCKIMOYAEMBIX 3JIEKTPOHHBIX
JIOKyMEHTOB H YKa3blBaeTCsi NPHYAHA HCKIIOYeHHs. HamMeHoBaHWe, HOMEp M Jara aKTa
BBOJATCS B 6a3y JaHHBIX B KaUeCTBE METAMH(MOPMAIIHH K COOTBETCTBYIOMIEMY JOKYMEHTY.

6.2. IlpuunHaMu Ui BBIOBITHS 3MEKTPOHHEIX JOKYMEHTOB SIBIISIOTCS: HEBO3MOXKHOCTH
caMoii OHONMOTEKH MOMIEPXKUBATE MOKYMEHT B AKTYAIbHOM COCTOSHHH (TPYIHOCTH C
OOHOBJICHHEM KOMITBIOTEPHOrO  [1apka, IIpUOOpEeTeHHsi KOHBEpTOpoB W T.JA.) — 11;
HECOOTBETCTBUE IIPOrPaMMHO-AIIApaTHON cpeje OuOIHOTEKH -12; mepeHoc MH(pOpMalMK Ha
pyroit Hocutens — 13; Qu3MUECKHii W3HOC HIM IOBPEXKICHHE CHEMHOTro Hocutens -14;
HCTeUeHHe CPOKa JIMIEH3HOHHOTO COTNAllenns — 15; mocTymienne Kymysimu — 16; 3amena
(parMeHTOB W3JaHMH NpH HOTydeHHH Gonee momHoM Bepcuu — 17; 3ameHa u3jaHuii npu
MOCTYTIEHHH J10KYMEHTOB B Gosiee yI06HOM (popmaTe H C JIydIIMM KadecTBOM Tekcra — 18;
ycTapenocTs cozepkanus (orderhl 6as AaHHbIX) — 19; gedexrnocts — 20; 3ameHa H3NaHM,
3aHMCTBOBAHHOTO OT YACTHBIX JIHLI, IPH TIOTyYEHHH SK3eMILIApa u3aarens — 21; noTepst JaHHBIX B
pesyJIbTaTe BUPYCHOM HIIM XaKepCKoif ataku — 22.

6.3. BrIObITHE YHAQIEHHBIX OJJICKTPOHHBIX DPECYPCOB He O(MOPMISETCS CrenHaTbHbIM
noxymenToMm. [loxTBepi/ieHHeM BBIOBITHS SBJSETCS MCTEYEHHE CPOKa ACHCTBUs JIOKYMEHTa

(noroopa MM COLJAIICHAs), ODOPMJICHHOTO Ha JOCTYN K ONpEICICHHOMY YHAICHHOMY
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6.4. K Akty 00 HCKIIOYEHHH OSNEKTPOHHBIX [IOKYMEHTOB u3 (onja Gubimorexu
MpHJIAraeTcss CHMCOK JOKYMEHTOB, MOMNEKAIINX HCKIOYeHHI0. B crmcke BBIOBIBAIOMIUX
JIOKYMEHTOB YKa3bIBAeTCsl HHBEHTAPHBI HOMEp JOKyMEHTa (IS eKTPOHHBIX JOKYMEHTOB HA
CBEMHBIX ~HOCHTENSX), KpaTkoe Oubnmorpaduyeckoe —OmMCaHHe, [EHA JIOKYMEHTa,
3aMKCHPOBAHHAs B HHBEHTAPHOM KHHTE, CTOMMOCTb H3JaHHUs, IPUMEHseMbIe Kod(QdUImenTs
TIEPCOEHKH M 00IIas CTOMMOCTB HCK/IFOYaeMbIX JOKYMEHTOB.

6.5. AKTBI 00 MCKTIOYEHHMH JOKYMEHTOB MOJMHCHIBAIOTCA JIHIAMH, HX COCTABHBIUAMH, U
paccMaTpuBaKOTCsl KOMMCCHEH 10 COXPaHHOCTH (DOHIOB, MEPElAIOTCS HA YTBEPKACHHE
nwpekTopy Gubmuorexu. 3atem akTeI ¢ GopMynspamu nepenatotes B Lientp kommiexrosanus n
xaranormsanuy (LIKK). 3asexyromas [IKK mposepsier cooTBeTcTBHE (POPMYIAPOB CHHCKY H

TIPHCBaHBACTCA HOMED aKTY.

6.6. AKTBI 00 HCKITIOYE€HHH JIEKTPOHHBIX JOKYMEHTOB Ha ChEMHBIX (CMEHHBIX ) HOCHTEIISIX 1
CETEBBIX JIOKATHHBIX 3JIEKTPOHHBIX JOKYMEHTOB M3 OHOIMOTEYHOro (hOHAA PErHCTPHPYIOTCS B
«Knnre cymmapsoro ydera 6ubnnoreusnoro ¢pouzna U.2. DieKTpOHHbIE JOKyMEHTBI) B 4acTH 2
«BpiGbITHEY.

6.7. B uHBEHTApHBIX KHUIAaX Ha (JOHJ NEKTPOHHBIX JOKYMEHTOB HA ChEMHBIX (CMEHHBIX)
HOCHTEJSIX M CETEBBIX JIOKAIBHBIX OJIEKTPOHHBIX JOKYMEHTOB B TIOKa3aTele O BBIOBITHH
IpOCTABIseTCs HOMEP U JaTa AKTa 06 HCKITIOYEHHH.

6.8. CBezieHus 0 IOKyMEHTaX, HCKIIOYEHHBIX U3 (QOHJa GUONMOTEKH, H3BIMAIOTCS M3 BCEX

y4eTHbIX (OpPM, a TaKXKe U3 BCeX KaTaloroB M KapToTek bubianoreku.

7. Arorn aBuzkenns oubanoreanoro gonna
7.1. Vitoru aBmkennst HOHIOB MOABOAATCS B 00A3aTEIBHOM MOPSIKE 32 TOX.
7.2.MTOrH ABUXKEHHUE DIIEKTPOHHBIX JOKYMEHTOB HA CheMHBIX (CMEHHBIX) HOCHTEIIIX H
CeTEBBIX JIOKATHHBIX JOKYMEHTOB MoaBojsTcs B «KHure cymMmapHoro ydera GubimoteqHoro
(onzay. Utorn momsoauT otAen «LIeHTp KOMIUIEKTOBAHNS U KATaJIOTH3aIHuy.
7.3.Arorn neukenns (OHAA MEKTPOHHBIX JOKYMEHTOB yAAICHHOTO JI0CTYNA MOABOAATCS
caMocToATeNbHO. VITOrM MOABOIATCS CTPYKTYPHBIMH [0/IPa3/IC/ICHUSIMH, 3aTE€M  CBEICHHA

nepenarorcs B LICHTp KOMIUJIEKTOBAHHS U KaTaJloru3aluu.
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8.1. B coorserctBum c @eneparbHBIM 3akoHOM Poccmiickoii ®enepammm « O
GyxranrepckoM yuere» obs3aTebHAs IpoBepKa (GOHIA IPOH3BOAUTCS:

® [IpH CMEHE MaTepHATbHO OTBETCTBEHHOTO JIHIA;

® [pH BBIIBIEHHH (AKTOB XHINEHHS, 3/0YIOTPEONICHHS MK IOPYH JOKYMEHTOB;

® B Clly4ae CTUXMHHOTO OeCTBHS, MOKapa WM APYTHX YPEe3BBIYANHBIX CHTYALHsX,
BBI3BAHHBIX KCTPEMANbHBIMH yCIOBHSIMH;

® [IpH PEOPraHM3alMH UK JTHKBHIAIMHE GHOIHOTEKH;

® B JIPYIUX CIydasx, MPeayCMOTPEHHbIX ICHCTBYIOMNM 3aKOHOAATEIBCTBOM.

8.2. IlmanHoBas mpoBepKa ONEKTPOHHBIX PECYPCOB HA CHEMHBIX  HOCHTEISX
TIPOM3BOJATCS, COTJIACHO, YTBepXIeHHOro rpaduka Komuccreii o coxpannoctu Gponmos.

8.3. Jlns S7eKTPOHHBIX NOKYMEHTOB HA ChEMHBIX (CMEHHBIX) HOCHTENSIX MpOBEpKa
OCYIIECTBIIAETCS N0 €IMHHUIAM YYeTa H XPaHEHHs, IIPH 3TOM IIPOBEPSETCs TAK)KE COXPAHHOCTH
uH(bOpPMAHUH B SNEKTPOHHEIX TOKyMeHTaX. JIisl JOKYMEHTOB MPHMEHSETCS PyYHOH IPOCMOTP,
MPOBEPKA O HHBEHTAPHBIM KHHUTaM UM (popmynspam OT/ieNa XpaHeHHs: OCHOBHOTO (OHa.

8.4. IlpoBepka 3EKTPOHHBIX CETEBEIX JIOKATBHBIX JOKYMEHTOB, OCYILIECTBISETCS 10
KOJMYECTBEHHBIM TOKa3aTeNsaM (KOMMYECTBO JOKYMEHTOB B bBJI), TO3BOJSIONIMM BBIIBHTH
M3MEHEHHs B JOKYMEHTE, a TakKe II0 KOHTPOJBHBIM CyMMaM, IIO3BOJISIOLIMM BBISIBHTH
H3MEHEeHHs B IOKYMEHTE.

8.5. [Ilposepka JOCTYHNHOCTH O3JEKTPOHHBIX CETEBBIX YJANEHHBIX JOKYMEHTOB

OCYIIECTBIIAETCA C aAPECOB BX0/Ia, YKa3aHHBIX B PETUCTPE HHAWBUIYAIBLHOIO y4eTa.

8.6. IlpoBepka Bcero (poHIa WIH €ro 4acTH (B COOTBETCTBHM C MPHKA30M O MpOBEpKe
JIOKyMEHTOB) 3aBepILIAETCs COCTABIEHHeM AKTa M CIHCKOM OTCYTCTBYIOUIMX H3JaHME (CM.

Ipunoxenwue 5).

9. Jle100pON3BOACTBO B OPraHm3amuy y4era onaa

9.1. Opranm3auns paGoThl ¢ JOKYMEHTAMH 10 yueTy (POH/IA 3NEKTPOHHBIX JOKYMEHTOB
OCYIIECTBILIETCS 110 IPABHJIaM BEJCHHS IeONPOU3BO/CTEA.

9.2. OCHOBHBIE JIOKYMEHTBL, B KOTOPBIX OCYWIECTBJISETCS Y4eT (HHBEHTAPHBIE KHHIH,
KHATH CyMMapHOTO ydeTa, APyrHe yHeTHble IOKYMEHTBI), MOJUIEKAT MOCTOSHHOMY XPAHEHHIO
KaK IOKYMEHTBI CTPOTOH OTYETHOCTH. JIOCTYN K HAM OrpaHHYeH, COCTAB JIHL, MMEIOLIHX JIOCTYIl
K Y4eTHBIM J0KYMEHTaM, OTPEENSETCs PACTIOPKEHHEM a/IMMHACTpaLiu OHbIMOTeKH.

9.3. Cozeprkamascs B y4eTHbIX JIOKYMEHTaX MH(MOPMAIHsI MOXKET ObITh NEpeHeceHa Ha

MHKPOHOCHTEJIH HJIH [IEPEBE/IEHa B JNEKTPOHHYIO (opmy.
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9.4. Tepenucka HBeHTAapHBIX KHAT, KHAT CyMMapHOTO y4eTa He JI0MyCKaeTcs.

9.5. M3MeHeHus, BHOCHMEIC B Y4ETHBIE JOKYMEHTBI (OLMOOYHO IPOCTABIIEHHBIE HOMEPA,
3aMeHa MPOCTABIEHHBIX HA M3JAHUAX M JIPYrHX NOKyMEHTAX HHBEHTAPHBIX HOMEPOB HOBBIMH
npu yrepe (GOpMBI HHAMBHIYaIbHOTO ydera, NEPEICcKa PerdMCTPALMOHHBIX Kaprodek Ha
TEPHOIMYECKUE U IPYTHE BHIBI M3JAHUH U T.I.) NPOM3BOISTCS C Pa3peLIeHHs! JOKHOCTHOIO

JIMIa, B KOMIIETEHIIMH KOTOPOTO HAXOSTCS 3TH BOIPOCHI.

10. OTBeTCcTBEHHOCTH PAGOTHHKOB GHOIHOTEK 32 0PraHU3ANMIO y4eTa GoHIa
JJIEKTPOHHBIX IOKYMEHTOB

10.1. OTBeTCTBEHHOCTH 32 NPABHILHOCTH OPraHU3AIHH YIeTa, BHIIOJIHEHHE TpeOoBaHuii
K HEMY HECeT aIMHHHCTpAIMS GHOIMOTEKH M COTPYIAHHKH B COOTBETCTBHH C JOJKHOCTHBIMH
00S3aHHOCTAMH.

10.2. PaGoTHuk GMOJMOTEKH, OTBETCTBEHHBIN 3a BBEPEHHBIH eMy (DOHI HIEeKTPOHHBIX
JIOKYMEHTOB, BO3MeINaeT NPUYHHEHHbIH OnOmmortexe ymiepO, BBISIBICHHBIH B pesyibTare
TIPOBEPKH B CyMMe, HE TPEBBINAIONIEH ero cpeaHeMecsuHoro 3apaborka (cr. 241 Tpyxosoro
Kozekca Poccniickoit ®eseparun).

10.3. Tlpu OTCYTCTBHH OTKPBITOTO AOCTYNA K (POHY, €CIH KOHKPETHBIl BHHOBHHK HE
YCTAaHOBJIEH, OTBETCTBEHHOCTh 3a HEJOCTady W BO3MelleHHe ymepda HecyT BCe PabOTHHKH
OubimoTexn, HMeomMe J0CTYn K (OHAy, Ha OCHOBAHMH JOrOBOPAa O KOJUIGKTHBHOM
(6puraaHOi) MaTepUaNbHON OTBETCTBEHHOCTH.

10.4. OrBercTBEHHOCTh 3a (OPMHpOBaHHE, yd4eT W MoJady CBeleHuii o QoHze
JIOKaNBHBIX JIEKTPOHHBIX JOKYMEHTOB H yjaneHHbX BJ[ (3a rom) Hecer 3aBe/yromi

CTPYKTYPHBIM NOJIpa3ICICHHEM.

COI'JTACOBAHO:

3am.tupekTopa
S1T. FOpuenko
« iy paA 20 Ar.

1o 6ubnuoTeuHoM pabore
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HNpnaoxenne 4.

®opma aKTa 00 HCKTIOYeHHH W3 HubanoTeunoro gonaa
JJIEKTPOHHBIX T0KYMEHTOB HA Cbe€MHbIX HOCHTE/IAX H
JIOKAJIbHBIX 3JIEKTPOHHBIX peCcypcoB

PaccmoTpeHo Ha KoMHCCHH
10 COXpaHHOCTH (hOHZIOB

IMpotokon Ne

Or« _» 20 r. «_»

AT Ne
«_» 20 r.

Hacrosuuii akT cocras/ien KOMHCCHEH B COCTaBe

VTBEPXIAIO

(1OANMCH IMLLA, YTBEPANBIICTO AKT)

20 i

(amunnu, MMeRa, OTIECTBA H A0IKHOCTH JIHL, Y4AaCTBYIOUIHX B COCTABICHIHH aKTa)

06 ucKTIoUeHNH M3 oHaa

(HAMEHOBAHHE CTPYKTYPHOTO MOAPASAEAEHIS GHOAHOTERH)

« » 9K3EMIUIIPOB 3IEKTPOHHBIX NOKyMeHTOB (Min B/I)

(yKasaTs B 10KyMenTa)

Ha CyMMY py6.

To npuunxe

(yKasaTs PHUHHY HCKIIOUEHHS 1 URQPOBOI Ko1)

Crucok BRIOBIBIIMX JIOKYMEHTOB

(yKkasatb BUI IOKYMEHTa)

Ha « » JIUCTAX MpHIIAraeTcs.

TMoanucH YIEHOB KOMUCCHH:





[image: image23.jpg]23
Tpunosxenne 5.

®opma aKTa 0 npoBepke GOHIA ITEKTPOHHBIX JOKYMEHTOB
HA CbeMHBIX HOCHTEJISIX

PaccmoTpeHo Ha KOMHCCHI VYTBEPXJIAIO
TI0 COXPaHHOCTH (hOHIOB

(IOANHCH IMUA, YTBCPANBLICTO aKT)
TTporokon Ne

Or« _» 20 ¥ «_» 20 T

«_» 20__r.

Mei, HIKENOANKCABLIMECS, NIPEICeaTeb KOMHCCHH 110 IPOBEpKe

(pasmis, 1wis, OTHCCTBO)

M YJIEHBl KOMHCCHHI

(v, ivenHa, OTUECTBA 1 A0KHOCTH)

COCTABHJIH HACTOALIMIA KT B TOM, YTO HAMH B TIEPHOA C «___» 20 F:

no«__ » 20 r. Gbl1a npoBeieHa Nposepka GOH/A HNEKTPOHHBIX JJOKYMEHTOB Ha
CBEMHBIX HOCHTEIAX

(HaiveHOBatIe GHOAHOTERH WK €€ CTPYKTYPHOTO NOApasAEneHis)

METOIOM

(yKa3aTh C110CO6 NPOBEPKH, 18 INEKTPOHHBIX JOKYMCHTOB YKA3ATh CIIOCOG MPOBEPKH 1 HCTIOTH3YEMOE MPOTPAMMHOE 00ECTIEENHE U
O/ICHETA H MPOBEPKH KOHTPOIIBHEIX CYMM)

TIpoBepeHbi cieTyIOUMe JOKYMEHTbI:

a) AKT nipeibityLueii nposepkH ouaa (ykasaTh UHCIO U rof)

6) Knuru cymmapsoro yyeta Gubnnoreunoro ¢pouaa

B) DOPMBI HHIMBH/YAIBHOTO yueTa (yKa3aTh Kakue)

) AKTBI MCKIIOYeHHs (CTIHCAHMS) HIIEKTPOHHBIX IOKYMEHTOB Ha ChEMHbBIX HOCHTEISX MEKILY
npebiyIIei H HacTosIIel NpoBepKaMu

e B cOCTaB KOMHCCHH JIOJKHBI BXOANTS GyXrantep nin GuHaHCHCT.
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1) JIOKYMEHTBI, YIOCTOBEPAIOIIHE BbIayy ANCKOB H APYTHX JIOKYMEHTOB YHTATEIISIM

e)

®)

B pesynbTate npoBepkH 3/1eKTPOHHBIX IOKYMEHTOB Ha ChEMHBIX HOCHTEIIX M CBEPKH KOHTPOIbHBIX
TaloHOB * ¢ (hOpMaMH HHIMBHIYANIbHOTO Y4eTa, YCTAHOBIIEHO:

1. TTo yHeTHBIM IOKyMEHTaM YHCITHTCS:

9K3. 3JEKTPOHHBIX IOKyMEHTOB
2. lmeercs B HamHann:

9K3. IEKTPOHHBIX IOKYMEHTOB
3. Henocraer:

9K3. JIEKTPOHHBIX JIOKYMEHTOB

Ha 061Iyio CymMMy py6.

(cymma mporHesio)
CrcoK HeIOCTAIOIIMX SIEKTPOHHBIX IOKYMEHTOB MpHIaraeTcs K AKTY.
4. W3 BbiaanHbIX yuTaTensm 10 20 r. He BO3BpalleHO 3K3.
5. OGHapy»eHO HeyuTeHHbIX B (hopMax HHAMBHIYATBHOTO yueTa 9K3.

6. BbIBO/IbI KOMHCCHH 110 IPOBEPKE (O BEJCHHH YHeTa, COCTOSHHUHM YUETHBIX IOKYMEHTOB, O
HEJIOCTAIOMIMX JIOKYMEHTaX)

7. IpeanoxeHus KOMHCCHHU:

Toanucu:

TTpencenarenb KOMHCCH!

UneHbl KOMHCCHH

"#* EC/H HHBIE METO/Ibl MPOBEPKIL, TO yKa3aTh KakHe.




