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% Poccuiickadalasera

OnybnukosaHo 22 mas 2013 .

Bctynaet B cuny: 2 nioHa 2013 r.

NMpuka3 MnHuUcTepcrTBa KyJibTypbl Poccunckon
denepauunmn ot 8 okTabpsa 2012 r. N 1077 r.
MockBa "06 yTBep>xaeHumn MNopsaka yyerta
AOKYMEHTOB, BXOASILLUX B COCTaB
6unb6smmoreuHoro doHnpa”
3apeructpupoBaH B MuHiocTe P® 14 masa 2013 r.

PeructpaumoHHbin N 28390

Bo ucnonHeHune nyHkta 6 ctaten 12 PegepansHoro 3akoHa oT129.12.1994 N 78-93 "O
6nbnnoteuHom gene" (CobpaHue 3akoHoaatensctea Poccuiickon ®enepauuu, 1995,
N 1,cT.2,2004, N 35, cT. 3607,2007,N 27, cT. 3213, 2008, N 30 (4. 2), 3616, N 44, cT.
4989, 2009, N 23, 2774, N 52 (1 4.), cT. 6446) npuka3biBalo:

1. YT1BepanTh MopsAagok ydeTa AOKYMEHTOB, BXOASLLUMX B cocTaB bnbnmoTeyHoro doHaa
(npunoxexwue).

2. KoHTpOnb 3a ucnosfiHeHneM HacTosLWero nprvkasa Bo3f0XuTb Ha cTaTtc-cekpeTtaps -
3amectutens MuHuctpa kynbTypbl Poccuinckon ®eaepaunn IM.I1. Nenmesa.

MuHucTp B. MeguHcknmn

MpunoxexHune

Ilopsaok yueTa JIOKYMEHTOB, BXOASIIMX B COCTAB OHOJIHOTEYHOT O
(¢ponna

l. O6wme nonoxeHus

1.1. YyeT [OKYMeHTOB BGUBIMOTEYHOTO hoHAa SBNSAETCS OCHOBOW OTYETHOCTU U
nnaHMpoBaHus aesTenbHOCTM 6MBnMoTekmn, cnocobeTByeT obecneyeHmnto ero
COXPaHHOCTH.

1.2. YyeT BKKOYaAET permcTpauuio NOCTYNNEHNS JOKYMEHTOB B 61bnunoTeyHbii hoHA,
MX BblObITUSI M3 hOHAA, UTOTOBbIE AaHHbIE O BenMuMHe (06beme) Bcero bnbnnmoTteyHoro
¢doHga n ero nogpasgenos, CTOMMOCTb hoHAa.

1.3. OcHoBHble TpeboBaHWA, NpeabaABAseMble K y4eTy bubnmoteyHoro oHAa:
nosiHoTa 1 JOCTOBEPHOCTb YHETHOM MHGOPMaLNK;
onepaTMBHOCTL;

OOKYMEHTUPOBaHHOE 0hopMIIEHNE KaXXA0ro NOCTYNNeHUs B OHA U KaxAoro
BblObITMS M3 boHAA;

COBMECTMMOCTb MPNEMOB 1 POPM ydeTa, UX HAaAEeXHOCTb NPpW NapannensHoOM
MCNONb30BaHUN TPAAULMOHHON U aBTOMaTU3NPOBaHHOW TEXHOJIOTUI YHeETa;

COOTBETCTBME HOMEHKNATYPbI nokasatenemn ydeTa CbOH]J,a aHanorm4yHblM nokKasaTtensam
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rocygapcTBeHHow 6MbnnoTeyYHom CTaTUCTUKM.

1.4. YyeTy nognexart Bce AOKYMEHTbI (MOCTOAHHOIO, ANUTENBLHOIO, BPEMEHHOIO
XpaHeHus), noctynatome B oHA 6MONMoTekmn n BoibbiBaowme M3 hoHAa OMBIMOTEKN,
He3aBMCMMO OT BMAa HOCUTENS.

1.5.Yyer OOKYMEHTOB Be1eTCA B permcTpax nHansmayarnbHoOro 1 CcyMmmMmapHoro y4eta B
TPaANUMOHHOM M (VIJ'II/I) ANEKTPOHHOM BUAe.

1.5.1. Peructpamu uHaMBnayanbHOro ydeta AOKYMEHTOB ABNAIOTCA: perucTpaunuoHHas
KHUWra, KapTodka permctpaumm Ha onpeaeneHHbln BUg AOKYyMeHTa Ans raserT,
XKYpHarnos, Apyrmx BUOOB OKYMEHTOB. [lonyckaeTcs Takxe permcrpamu
MHAOMBUAOYaNbHOIO ydeTa cumTaTe Tonorpadmyeckyto onuck (Kkatanor), ydeTHbl
KaTanor, ydeTHbIV ¢halin ¢ BbIXOAHBIMU hopMmamu, hopmmnpyeMbiMK B Nopsiake
WHBEHTaPHbIX U UHBIX NOEHTUMOUKALNOHHBIX HOMEPOB JOKYMEHTOB.

Pervctpbl nHONBMAYaNbHOroO yd4eta 4OKYMeHToB GBubnumoTteyHoro ooHaa cogepxar
PEKBU3UTBI, NOEHTUOMLMPYIOLLIME KaXabIA AOKYMEHT C yka3aHneM CBeeHun o
NOCTYNNEHNN AOKYMEHTa U O €ro BbIObITUN N3 BUbNnoTeyHoro oHAaa.

1.5.2. Pemctpamum cymmapHOro yyeTa AOKYMEHTOB ABMASIOTCSA: KHUra CyMMapHOro
ydeTa 6MbnmoTeyvHoro oHAa, NMMCTBI CyMMapHOro ydeTa bubnunoTteyHoro oHaa,
XypHan. [JonyckatoTcs pa3nuyuHble MoandmKaLnm KHUMM CyMMapHoro ydeTa.
HesaBucrmo oT BUAa y4eTHOro A0KYMEeHTa permcTpbl CyMMapHOro ydeTa coaepar Tpu
B3aMMOCBSA3aHHbIE YacTu:

"MocTtynnexHne AOKyMeHTOB B 6MbnnoTeyHbIn oHa",
"BbIObITHE AOKYMEHTOB U3 61UbnnoTteyHoro oHaa",

"Utorm gBmxkeHus 6mbnuoTteyHoro oHaa: NTOroBble AaHHbIE HA KOHEL, OTYETHOTO
nepuoga".

O606LeHHbIe faHHbIe OTpaXatlTCcs B KaX/J0OW YacTy permctpa cymMapHoro ydeta. B
3MNEeKTPOHHOW CUCTEME ydeTa 3TU YaCTU MHTErPUPYIOTCA B €QUHbIN YMeTHbIV dhaln.

1.6. CymmapHbIi 1 nHAMBUAYanNbHbIA y4eT poHAa BEOETCS CTPYKTYPHBIMU
nogpasgeneHnsmm 6nbnuoTtekn, B BeAEHUM KOTOPbIX HAXOAUTCH KOMMIIEKTOBaHME
¢oHAa, a Takxke nogpasgeneHmsMu, obecneunBaoLIMmn XpaHeHe U UCNoMb30BaHne
3aKpenneHHbIX 3a HUMU YacTen obwero doHaa Gubnunotekn.

1.7. Ctatucmmyeckas nHchopmaums o opmMmnpoBaHmm 6MdnmoteyHoro coHaa no
nToram roga npegcraengeTcd B [ naBHbIN MHAOPMALNOHHO-BbIYUCIINTESTbHbBIN LLEHTP
MuHKynbTYpbl Poccun.

Il. EauHuLbI y4eta 6MbnuorteyHoro choHaa

2.1. BennunHa (06bem) 1 apmxeHne oHaa n3aMepsatoTest B YHUULMPOBAHHbIX
eavHMuaxyyeTa.

OCHOBHbIMY €aNHMLLAMMU yqyeTa AOKYMEHTOB 6nbnmoTeyHoro d)OHJJ,a ABNAKOTCA
AK3eMnndap n Ha3saHue, and ra3et - rofOBOM KOMMJIEKT U Ha3BaHMe.

[ononHnTenbHbIMK eguHNLaMK ydeTa hoHaa SABNSATCA ro40BOV KOMMIEKT,
MeTponoska, NoAwWwmMBKa (NnepenneTHas eanHuua); ons SNeKTPOHHbIX 4OKYMEHTOB -
eaVHNLA NamMaTU JaHHbIX.

2.2. Obuwas BenuunHa 6ubnmnoteyHoro oHaa B LIESIOM 1 ero NoApasaesnos, B TOM
yucre ceTeBblX JTIOKANbHbIX JOKYMEHTOB 1 CETEBbIX YAaNeHHbIX IOKYMEHTOB,
Y4UTbIBaETCS B 3K3eMMisApax, HOBbIE MOCTYNIIEHUS - B 3K3EMMISipax U Ha3BaHUSIX.
Ymcno rogoBbiX KOMMIEKTOB ra3eT NpUpaBHUBAETCS K YACTTY 9K3EMMIISIPOB.

lll. YyeT A OKyMeHTOB No BMAAM U KaTeropusm
3.1. MeyvaTHble n3gaHMa 1 HEONYONUKOBAHHbIE JOKYMEHThI.

K neyaTHbIM U30aHMAAM OTHOCSITCS TUPaXMPOBaHHbIE U3aHUS, NOSy4eHHbIe
rneyaTaHMeM UMM TUCHEHUEM, NonuMrpadmryeckm caMoCTOATENbHO 0GOPMEHHbIE!
KHUM, GpoLLopbl, XKypHarbl, NpodosKaolmecs u3aaHns, MMCToBbie N3aaHus, ra3eTsl,
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M30M34aHUs, HOTHbIE U3JaHUs, KapTorpaduyeckme n3aaHusi, HopMaTUBHO-
TEXHUYECKME U TEXHNYECKNE JOKYMEHThI, aBTopedepaTsbl aguccepTaumi.

K HeonybnMKoBaHHbLIM AOKYMEHTaM OTHOCATCS PYKOMUCHbLIE JOKYMEHTbI (PYKOMUCHbIE
KHUM N apX1BHbIEe JOKYMEHTbI), @ TakXKe AOKYMEHTbI, M3rOTOBMNEHHbIE B €ANMHUYHbBIX
aKk3eMnnapax, Anawmecs o6bekTaMmm MHTENNEKTyanbHOM CO6CTBEHHOCTM
(aenoHupoBaHHbIe HaydHble paboTbl, AMccepTaumm, NPENPUHTLI, 0TYETHI O HAY4HO-
nccnegoBaTenbckmx paboTtax, nepeBobl, ONMCaHUA anropuTMoB 1 nporpamm 3BM,
NPOEKTHO-KOHCTPYKTOPCKAA JOKYMEHTaUus), TakTUIbHble pyKoAaenbHble U3gaHusa ang
cnenbix v cnabosuaawmx. PykonucHele 4OKyMeHTbI, BxogsLwme B GubnunoTteyHbie
doHAbI, ABMAKTCA COCTAaBHOM YacTbio ApxmBHOro hoHaa Poccuiickon degepaunn mn
Y4UTbIBAKOTCH B COOTBETCTBUM C HOPMATUBHBIMU U NPaBOBbLIMMW akTaMu No ydeTy
apXMBHbIX JOKYMEHTOB 1 HacToawmm NMNopsaakom.

3.1.1. KHurv n 6poLopbl yuUTLIBAIOTCS B 9K3EMMNNsApax v Ha3BaHUSAX.
Kak oTaoenbHbIN 3K3eMNAAP U Kak OTAENbHOE Ha3BaHWE YIMTbIBAOTCS:
Kaxaoe otaenbHoe nsgaHue (kHura, 6polutopa);

Kaxxgoe BxodsiLlee B KOHBOMIOT U3AaHue;

KaXKAblii OTOENbHbI TOM (BbIMYCK, YaCTb ) MHOFOTOMHOIO U34aHNS, UMEIOLLMI
MHOMBMAYaNbHOE 3arnaBsue;

Kaxaasa ns 6p0u.|r0p, BbIMYLLIEHHbIX B obbeanHaLWeNR nX M3agaTenbLCcKon nanke,
obnoxke, MaHxeTKe;

Kaxpas KHura unu bpoluopa, BXoasias B KHMXKHYKO CEpUI0 (HYMEPOBaHHYIO Unu
HEeHyMepOBaHHY0);

oTAeNlbHO n3JdaHHble NPpUNoXeHna K KHuram m 6p0LuropaM, nverwwpe
nHgnemayanbHoe 3arnasme n CaMmoCTtoATeNIbHOE 3Ha4YeHue.

3.1.2. JOKyMeHTbl, BbINOSIHEHHbIE peflbedHO-TOYEUYHbIM LWPUGTOM (LUPUGTOM
Bpainns), yauTbiBaOTCS B 9K3EMMNIIsipax 1 Ha3BaHUAX.

Ok3eMnnspoM Ans OaHHOTo BUAa U34aHUN SBMsIeTCH Kaxaas U3 KHUT KoMMekTa,
06beJNHEHHbIX OOLMM Ha3BaHUEM.

Kak ogHo Ha3BaHue YdUTblBaeTCA KOMNIMEKT n3gaHna He3aBMCUMO OT YMcna BXoadLWnxX
B HEro KHWT.

3.1.3. >KypHanbl 1 npogornkanmecs n3gaHnsa yamTbiBatoTCA B 9K3eMnnsapaxmu
Ha3BaHUAX.

3K3eMI'IJ'IF|p0M c4nTaeTcAa HomMmep, TOM, BbINYCK, N3JaHHbI€ MO OTAESIbHOCTU, a TaKXe
KOMNNEeKT HOMepoB, TOMOB, BbIMYCKOB, NepenfieTeHHbIX B OANH ©nok n3gaTenbCcTBOM.

Kak ogHo Ha3BaHue Y4nUTbiBae€TCA KOMNIMEKT HOMEepOoB, TOMOB, BbIMYCKOB, 06pa3yrou.u4x
OTAENbHYIO eANHNUY C OTNINYUTENbHbIM 3arnaBnem. anI M3MEeHeHNN 3arnaBnsa HOBOM
yquHoﬁ eJuHuLEen cunTaeTcs n3gaHue, ecnm n3MeHeHne BHECEHO B nepsble NATb
CnoB 3armaBud.

I'Iepmop,MLleCKme NPUIOXEeHNA K XXypHanam, Bbixogdlpye caMoCTOATENbHO, MMetoLne
nHanBmayanbHoe 3arnasuve 1 COGCTBGHHyIO HymMepauuto, yYMUTbIBalOTCA KaK OTAelIbHble
aK3eMnnapbl U oTAeSNIbHble Ha3BaHUA.

Kaxnas cepus npogomkatoLlerocs u3gaHus, UMetoLLaa UHAMBUAyansHoe sarnasue u
COGCTBEHHYIO HyMepaLMIo BbIMYCKOB, YYNTLIBAETCA KaK OTAeNbHOe Ha3BaHue.

Kaxxablii caMoCTOSITENbHbIN TOM (BbINMYCK) MPOAOIKAIOLLEroCs U3AaHUs yuuToiBaeTcsl
Kak oTAenbHOe Ha3BaHue.

3.1.4.TaseTbl Y4UTbIBAOTCA B roAO0BbIX KOMMNIIEKTaxX n Ha3BaHUAX

Kak ogHo Ha3BaHue Y4nUTblBaeTCA KOMMIEKT ra3eT, 06pa3yrou.u/1x OTAENbHYIO eaAnHnly C
OTNNYNTENbHbLIM 3arnaBmem. I'IpM M3MEHEHNN 3arnaBns HOBOW yquH017| eanHuuen
cynTaeTCcd n3gaHune, ecnm NIAMeHeHne BHeCeHO B NepBbli€ NATb CI0OB 3arnaBnA.
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OpHopHeBHbIe (pa3oBbie) ra3eThl YHMTHIBAKOTCS B 3K3eMnsipax (HoMep, BbIMycK) U
Ha3BaHMWAX.

OTaenbHO M3gaHHble nepunognyeckme npunoxeHna K rasetam, nmeriime
nHansmayanbHoe 3arnasume n COﬁCTBeHHyPO Hymepauuto, ydUTblBatoTCA
CaMOCTOATENTbHO.

3.1.5. UsounsgaHus (anb6omMbl, KOMNAEKTbI, OTAENbHbIE TIMCTOBLIE N3AHUSA) U
penbedHo-rpadmyeckme nocodms Ans cnenbix u cnaboBnaaLLMX YHUTHIBAKOTCA B
3K3emnnapax n Has3BaHMUsIX.

Kak oTaenbHbIN 3K3eMnnap 1 0TAeNbHOe Ha3BaHWe YHNTbIBAETCH Kaxabl IMCT
(BbINYCK) CEPUM N30M3[AHMI, HE OObeAMHEHHblE N3aaTeNbCKoN nankon (060XKoNn,
MaHXeTKown).

NucToBble n3gaHns, 06beaMHEHHbIe U34aTenbCKoM Nankom (06NoXKON, MaHXeTKoM,
06epTKOW) yHMTbIBAIOTCA Kak OONH 3K3EMMNNSAP U OAHO Ha3BaHMe.

3.1.6. HOTHblE M3JaHMA yMMTBIBAKOTCA B 3K3EMNNApax i Ha3BaHUAX.
Kak oTgenbHble 3K3eMNNspbl U OTAENbHbIE HA3BaHUSA YYNTBLIBAKOTCS:

CaMOCTOSITENbHbIE HOTHbIE U3AaHuUs, 06beAUHEHHbIE B OO4HOM MepenneTe
(koHBOMIOTE);

oTaenbHble NapTum (ronoca) 1 napTuTypa (Knaevp), U3aaHHble pasgerbHo.
Kak oIMH 9K3eMNnap U 0HO Ha3BaHNe YIUTLIBAIOTCA:

oTgenbHble napTum (ronoca), 06beaAnHEHHbIE C NapTUTYPOWN (KNaBUpOM) B OOHOM
n3gaHum, a Takxe napTum, obbeguHeHHble n3gatenbCckon nankom (06roxKom).

3.1.7. KapTorpadmyeckme n3gaHusi yauTbIBAOTCS B 9K3EMMNNsipax u Ha3BaHUAX.
Kak oTaenbHblii 9K3eMNsip U 0TAeNbHOe Ha3BaHUe y4MTbIBatOTCA:

aTnackl, CocTosiLLMe U3 OTAENbHbIX HYMEPOBaHHbIX UMW JAaTUPOBaHHbIX BbIMYCKOB;
KaXkabl BbINYCK CEPUMHOIO M3JaHUs kapTbl UK aTnaca.

Kak oguH ak3eMnnsip u 04HO Ha3BaHWe YMUTbIBAaeTCH KapTa, n3gaHHasi Ha HeCKOMbKMX
nncTax (nognexalumx ckrnenke), 0bbeaNHEHHbIX 06LLMM 3arnaBnem.

MHOroTomMHbIe (MHOFONMCTOBLIE) KapTorpadmyeckme nsgaHns, oobegMHEHHbIE
0o6LWMM 3arnaBuem, y4MTbIBaOTCSA MO KONMYECTBY TOMOB U OOHOMY Ha3BaHMUIo.

OTaenbHO M3AaHHble, HO HE UMeloLLIe CaMOCTOSATENbHOTO 3HaYeHUs,
KapTorpaduyeckme NpUNoXeHnsa K pasnuiHbiM n3gaHnam (kHuram, 6poluopam,
XypHanam) ydnTblBaloTCA €ANHbIM KOMMIIEKTOM C OCHOBHbIM U30aHUEM.

3.1.8. HopmaTtuBHO-TexHUYECKMNE U TEXHUYECKNE AOKYMEHTbI (MaTeHTHbIE AOKYMEHTHI,
TUNOBbIE NPOEKTHI N YepTeXU, KaTanorm NPoMbILLNEeHHOro 060pyaoBaHWS U U3genun,
HOpPMaTMBHbIE JOKYMEHTbI N0 CTaHAapTU3aumn, TeXHU4YeCcKme yCrnoBus, pykoBoasiume
OOKYMEHTbI U MpaBua) yYMTbIiBaloTCA B 3K3eMNrsipax v Ha3BaHUsAX.

Kak ogvH ak3eMnnsip u 0AHO Ha3BaHWE YYNTBIBAKOTCS CTaHAAPTbl U KaTanom
NPOMbILNEHHOIrO 060pyaoBaHNS U U3AENUIA, BbiNYLLEHHbIE B 00beanHsatoLwen nx
nsgartenbckon nanke (06noxke) Npyu Hannuun Ha nanke obLuen LeHbl, coaepXXaHus
BCETo U3[aHUS, €AUHBIX BbIXOAHbIX AaHHbIX.

Kak oToenbHbI 9K3eMNNSP U OTAENbHOE Ha3BaHUe YYMTLIBAKOTCA CTaHAapThbl U
KaTanory NpomblLWNeHHOro 060pyaoBaHNS U M3AENWIA, ApYIMe crieuuarnbHble Buabl
AOKYMEHTOB, BbIMNYLLUEHHbIE B BUAE OTAENbHbIX NIMCTOB, €CINU KaXAbl U3 HUX UMeeT
CBOW BbIXOAHbIE laHHbIE, LEHY, TMPAX, 4aXe eClU OHU 06 beAMHEHbI OJHON
n3gartenbCcKom nankon (00NoXKoWn).

3.1.9. HeonyGnmkoBaHHbIE AOKYMEHTbI YHUTLIBAKOTCS B 3K3eMNNApax u Ha3BaHUsAX.
Kak ovH 3k3eMnnsip 1 0AHO Ha3BaHUE YYNTLIBAKOTCS:
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AenoHNpOBaHHas Hay4Hasn paboTa (KOMMMEKT, COCTOALLMIA U3 ABYX 9K3EMMNNSPOB
paboThbl) N CONPOBOAUTESNbHbIE AOKYMEHTHI;

HGOI'Iy6]'IMKOBaHHbIe OOKYMEHTHI, CﬁpOLLIPOpOBaHHbIe unu cogepxaimecs B oTaefNlbHON
nanke.

Ons KOHCprKTOpCKOVI AOOKymeHTauumn eanHuuen ydeTa ABnAeTCA YepTex unm NOSHbIN
KOMNNEKT KOHCTPYKTOPCKNUX AOKYMEHTOB, OTHOCALUMXCA K OAHOMY U3genuio (06'beKTy).

3.1.10. O6bHOBNAEMOEe NeYaTHoe N3gaHme ydMTbiBAaeTCA Kak OTAeNnbHOe Ha3BaHue un
OTAENbHbIN 3K3EMNASP NpU NepBUYHOM NOCTynneHun B bubnunoTeky. MNocneayoume
NOCTYNMEHNS BKNAOHbIX IMCTOB, NpeAHa3HavYeHHbIX A58 JONOMHEHUS UK 3aMeHbl
COOTBETCTBYIOLLUMX NMNCTOB B U34aHuUW, OTAEeNbHOMY y4eTy He noanexar.

3.1.11. dakcMMmunbHOe n3gaHne yuuTbiBaeTCa Kak opurnHarn.
3.2. AyanoBuayanbHble AOKYMEHTHI.

K ayomoBnayanbHbIM [OKYMEHTaM OTHOCATCH (POHOAOKYMEHThI, BUAEOA0KYMEHTHI,
OTOAOKYMEHTBI, KUHOAOKYMEHTHI.

3.2.1. EguHnuamum ydeTa poHaa ayamoBuM3yarnbHbIX ZOKYMEHTOB SABMAOTCA 3K3eMNNap
W HasBaHue.

Kak oTaenbHbI 9K3eMnNsAp y4MTbiBaOTCA:

ONCK - 4Na rpaMnnacTuHoK;

KaTyllKa, kacceTa unv 606uHa - Ans MarHUTHbIX PoHOrpamm;
KacceTa - 4ns BUAEOAOKYMEHTOB;

Kagp - Ans hoTOAOKYMEHTOB (QMano3MTMBOB, CNnangos);
006u1Ha - Anst KWHOUINBMOB.

Kak ogHo Ha3BaHWe y4nTbIBalOTCA:

0TAEeNbHO BbINYyLEHHasi rpamniacTMHka, kacceTta nMbo komnnekT (anb6om) rpam-
nnacTMHoOK, kacceT, 06 beAUHEHHbIX OOLLWM Ha3BaHUEM;

MarHuTHas poHorpamMmma Ha OgHON KaTylwkKe (KacceTe), MarHMTHasi boHorpaMma Ha
HECKONbKMX KaTylukax (kacceTax), 00 beMHEHHbIX OOLLMM Ha3BaHNEM;

OTAENbHO U3gaHHbIn POHOOOKYMEHT U KOMMNEKT POHOAOKYMEHTOB,
00beaANHEHHbIX OOWMM 3arnaBuem;

KMHOMMUIBbM, AnadmnbmM HE3aBUCMMO OT YMCMa COCTaBMSIOLWMX YacTeln Unn Kagpos
(,EI,J'IFI KOMNMeKTa ,El,l/laI'I03I/ITI/IBOB).

3.2.2. Ayp,moawayaanble OOKYMEHTbI, ABndaowmeca npunoXxXeHnem K pasiMyHbim
Nn3gaHNAM U BbiNOJHAKOLWME CaMOCTOATENbHbIE beHKLI,VIM, a TakXe ucnonb3yemblie B
pa60Te OTAESIbHO OT OCHOBHOIO U34aHUA, MOTYT YHUTbIBaTbCA KaK OTAe bHbIe
aK3eMnndapbl.

3.3. JokymeHTbl Ha MUKpodopMax.
K BokymeHTam Ha MukpodopMax OTHOCATCA MUKPOMIbMbI 1 MUKPOMULLIL.

3.3.1. EguH1uamun y4eta JOKYMEHTOB Ha MUKPOOpMax ABNAKTCA 9K3eMNsp 1
Has3BaHue.

OK3emMnnsapoM Ans JOKYMEHTOB Ha MUKpOdOopMaXx ABNSIOTCS: PYNOH - Ans
MUKPOMIbMOB; hmLia - 4nst MUKPOGMLL.

Kak ogHO Ha3BaHuWe y4MTbIBAETCH KOMMIIEKT MUKPOGUITEMOB NI MUKPOULL,
00beaANHEHHbIX O6LWMM 3arnaBMem, HE3aBUCUMO OT YMCa COCTaBNALLMX YacTeN.

3.3.2. O6umii 06beM hoHOa AOKYMEHTOB Ha MUKPOOpMax yMUTeIBaeTCsa No
KOMNMYeCTBY PYIOHOB 1 chriLL, BKIIKOYAs KONUK pasHbIX MOKONEHUN (apxuBHble/
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pe3epBHbIE 1 NONb30BaTENbLCKUE).

3.4. ONeKTPOHHbIE AOKYMEHTHI.

K aneKTpoHHbIM JOKYMEHTaM OTHOCATCA AOKYMEHTbl Ha CbeMHbIX HOCUTENSAX
(komnakT-auckn, doneL-kapTbl); AOKYMEHTHI, pa3MeLlaeMble Ha )XeCTKOM AncKe
KomnbloTepa (cepsepe) BUbNMoTeKkn N JOCTYMHLIE NOMNb30BaTENSAM Yepes
WHOPMaLIMOHHO-TENEKOMMYHUKALMOHHbIE CeTH (Aanee - ceTeBble NoKanbHble
OOKYMEHTbI); AOKYMEHThI, pa3MeLlaemMble Ha aBTOHOMHbIX aBTOMaTU3UPOBaHHbIX
pabounx cTaHunax GubnuoTtekn (aanee - MHCTaNNMMPOBAHHbIE JOKYMEHTHI);
OOKYMEHTbI, pasMeLleHHble Ha BHELUHNX TEXHUYECKUX CpeacTBaxX, monydyaemble
61brmoTeKomn Bo BpeMeHHOoe Nomnb3oBaHne Yepes MHPOPMaLMOHHO-
TeNeKoOMMYHMKaLMOHHbIE CETU Ha YCNOBUAX AOroBopa, KOHTpaKTa, MMLEH3MOHHOIo
cornatleHuns ¢ Nnpon3BoaMTENaIMU MHOPMaunu (danee - ceTesble yaaneHHble
OOKYMEHTbI).

3.4.1. EQuHMUamMn y4eTa aNeKTPOHHbIX JOKYMEHTOB HA CbEMHbIX HOCUTENSAX ABNAKTCA
3K3eMNNsAp 1 Ha3BaHue.

3.4.1.1. Kak oToenbHbIN 3K3EMNISP YYUTLIBAETCSA KaXKabli aBTOHOMHbIN OObEKT
(komnakT-guck).

Kak oTgenbHble aKk3eMNAsgpbl MOMYT YHUTbIBATLCA NPUMOXKEHUS K PasfnyHbIM
M3gaHusaM, BbIMOMHALWME caMOCTosATeNbHbIE (PyHKUNUK, a TaKXKe UCNonb3yemble B
pa60Te OTAESIbHO OT OCHOBHOIO n3gaHun4A.

Kak oTaenbHble aKk3eMnNsapbl He Y4UTbIBAtOTCA KOMNAaKT-ANCKU, €CIii OHN
npeacraenstoT cobon BKNaaky (BJ'IO)KeHMe) B U3gaHune nnm ero HeoTbemremoe
npunoxexHue.

3.4.1.2. Kak o4HO Ha3BaHWe y4uTbIBaOTCS:
OTAENbHO BbIMYLEHHbIR KOMNaKT-ANCK;

KaXablii KOMNAaKT-AUCK, BXOASLLUMIA B HYMEPOBaHH YO NN HEHYMEPOBAHHYIO CEPUIO
SNEKTPOHHbIX U3JaHUIA;

KOMMNMEKT KOMMNaKT-AUCKOB, 00 beANHEHHbIX OOLLMM Ha3BaHUEM;

M3[aHHble B KAYECTBE CAMOCTOSATENbHbLIX U34aHUN MPUNOXKEHUS K 3gaHusam noboro
Apyroro Buaa, umetome cobCcTBEHHOE 3arnaBne U AonycKaLwme NX UCrnosb30BaHne
6e3 obpalleHns K OCHOBHOMY U3LaHMIO.

3.4.1.3. B pokymeHTax Ha drieL-kapTax Kak OauH 3K3eMNsap 1 04HO HasBaHue
YUUTLIBAETCA KaXKAoe LenocTHOe Npon3BeaeHne, UMeloLee camocTosiTenbHoe
3arnasue.

3.4.2. EquHmMuamm ydeTa ceTeBbIX NOKalrbHbIX N MHCTAaNNIMPOBAHHbIX JOKYMEHTOB
ABNAKOTCA 3K3eMnnap (yCJ'IOBHaﬂ eanHuua yqua) 1N Ha3BaHue.

Kak ogHo Ha3BaHue Y4nTbiBaeTCcA LenocTtHoe npounsseaeHune, nmerLiee
camMocCTodaTeNlbHOEe 3arnasne, BHe 3aBUCUMOCTU OT €ro npeacrtaBneHuns. Kak ogHa
eJuHULAa YMTbIBAaETCA NOMNOMNHAEMbIN U obHoBnSAEMbI 3NEKTPOHHbIN OOKYMEHT.

OK3eMNnsapom ABNsSeTCa JOKYMEHT B onpeAeneHHoOM hopmaTte xpaHeHUs unm
npegcrasneHus. dopmatbl OOHOM M TOW Xe eANHMLbI KOHTEHTA YMMTbIBAOTCS
oTAenbHO.

3.4.3. EguH1uamum ydeTa ceTeBbIX yaaneHHbIX JOKYMEHTOB ABMAAIOTCA 3K3eMnsap
(ycnoBHas eaMHuLa ydeTa) n Ha3BaHue.

Kak oguH ak3emMnnsip U 0gHO Ha3BaHME YMUTLIBAETCA KaXKAbIM MONTHOTEKCTOBBIN
ANEeKTPOHHbIN JOKYMEHT, UMEILLMIA CaMOCTOSTeNbHOE 3arnaBne, BKITIOYEHHbIN B
nakeT, K KOTOpomy ochopmIeHo npaBo gocTyna y ero nponssoanTtens. Kak ogHa
eAvHMLUa yMMTbIBAeTCA NONOMHAEMbIA U OBHOBNAEMbIN ANEKTPOHHbIN AOKYMEHT.

IV. YyeT noctynneHus AOKYMEHTOB B 6UbnuoteyHbIn hoHa

[okymeHTbl nocTynatoT B GUGNIMoTeKy 1 BkNoYatoTcs B 6MbnmoTeuHbin o B
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pesynbTaTe NOCTaBKM 00si3aTeNbHOMO 3K3eMNsipa, NOKYynku (NoAnmMcku, obmeHa,
JapeHust, NoXXepTBOBaHNS, KONMPOBaHUS opurnHanos n3 coHaa onbnunotekn).

4.1. JoKyMeHTbI MPUHUMALOTCA MO NEePBUYHBIM YHETHLIM AOKYMEHTaM (HaknagHas,
aKT), BKIOYaoLWyM CMMCOK MNOCTYNNEHUA.

4.1.1. Tlpnem JOKYMEHTOB, NOCTynatoLwmx B 6ubnmoTteky 6€3 nepBUYHbIX JOKYMEHTOB
Ha 6e3Bo3Me3aHON ocHOBe (065A3aTenbHbIe 3K3EMMNNAPLI, AEMNO3UTHbIE 3K3EMNNSPbI
MeXAyHapOoAHbIX opraHu3auuin, 6e3Bo3mMesiHble NOCTYNNEHUS U3 HEU3BECTHbLIX U
AHOHUMHbIX UCTOYHMKOB), 0POPMIISIETCS aKTOM O NPUEME JOKYMEHTOB.

4.1.2. Tlpnem JOKYMEHTOB, NOCTyNaroLwmx B 6MBIMoTeKy OT IOPUAMNYECKOTO,
dm3nyeckoro nuua B BuAe Aapa C ykaszaHMeM ero HadHavyeHus Ans nonosiHeHums
onbnmnoteyHoro oHaa, 0PopMIISieTCs JOFOBOPOM NOXEPTBOBaHWSI B COOTBETCTBMM C

paxgaHcknm kogekcoM Poccuickon denepaunn (cT. 574, 582)1.

4.1.3.lpnem JOKYMEHTOB OT UuTaTerien B3aMeH YTepAHHbIX U MPU3HAHHbIX
paBHOLEHHBIMU yTpa4yeHHbIM, 0OPMIISIETCA aKTOM O NpuemMe JOKYMEHTOB B3aMeH
yTepSHHbIX. B akTe ykasbiBaloTca hamMunnums, MHMLmMarnsl yutatens, ceegeHns oo
YTEPSHHBIX U3OaHUAX (PEMMCTPALMOHHBLIN HOMEp, KpaTkoe Bubnuorpadmyeckoe
onucaHue n3gaHus, LueHa), cBegeHns 0 NPUHSATBIX M3JaHUsAX (KpaTkoe
onbnmnorpadmyeckoe onucaHne n3gaHus, LeHa), NoAnUCHU YnTaTens u NPMHUMatoLWen
CTOPOHBbI.

4.2. OueHKa CTOMMOCTV Nepmnoanyecknx nsgaHui, noctynamwmx 8 bubnmoTeky Ha
BPEMEHHOE XpaHeHMne, He NPOU3BOANTCS.

4.3. lokymeHThl, nocTynatowme B 6ubnmoTteky, nognexaT CyMMapHOMY ydeTy.

4.3.1. CBepeHn4 0 BKOYaeMblx B 6MBNMoTeYHbIN hoHA AOKYMEHTax (PMKCUPYIOTCH B
KHMre cymMapHoro ydyeTta 6ubnmoTteyHoro doHAa nnv B ApyroMm Buae permcipa
cornacHo n. 1.5.2.

Pernctpbl cyMmMapHOro ydeta JOMKHbI UMETb 3arofioBOYHbIE AaHHbIE: HAMMEHOBaHWe
perncTpa, HauMeHoBaHWe opraHu3auuu, nogpasgeneHus. B peructp BnucbiBaoTca
AaHHble 0 NOCTyNMBLLEN NapTUN AOKYMEHTOB: faTa U NOPSAKOBbLIV HOMep 3anucn
(nopsiaKoBbI HOMEP 3anuncuy exxerogHo HaunHaeTcs ¢ N 1), UICTOYHMK NOCTYNNeHNs,
HOMeEp 1 AaTta NepBUMYHOIO YH4ETHOMO AOKYMEHTa, KONMYECTBO MOCTYNUBLLNX
OOKYMEHTOB M CTOUMOCTb.

4.3.2. CymMapHbI Y4ET MOCTYNNEHUS 3NEKTPOHHbIX CETEBbIX NTOKaNbHbIX JOKYMEHTOB
BeeTCH B ANIEKTPOHHOM peecTpe B COOTBETCTBUM C NnokaszaTtensamn n.5.3.1, c
yKasaHueMm Aatbl 3arpy3ku NOCTyNNeHnn B cUCTEMY.

4.3.3. CyMMapHbI Y4ET NOCTYNEHNSA 3NEKTPOHHbBIX CETEBbIX YAaNeHHbIX JOKYMEHTOB
BEAETCA B ANEKTPOHHOM peecTpe C OTpaXeHMEM CrneayloLmx nokasaTtenen: gatbl 1
nopsiAKOBOrO HOMepa 3anucu, pekB1U3nTOB NULIEH3NOHHOIO A0roBopa (Ha3BaHuUs U
HOMepa JOKYMEHTa, CpoKa ero 4encTaus, CToMMOCTH), KonuyecTtsa 6a3 AaHHbIX
(nakeToB) 1 BKIIKOYEHHbIX B HUX HA3BaHUN.

anI nogcyeTe CyMMapHOro Konn4yectsea Ha3BaHM UCKITOYaOTCA D,y6.l'IVIpleLIJMECF|
Ha3BaHWA B NakeTax Ha OgHOW nnaTq)opme.

4.4. [OKYMEHTbI, NOATOTOBMEHHbIE K NPUeMy B BubnmnoTeyHbli poHa, MoaBepraTcs
nepBuUYHON 00paboTke U NMHAMBUAYANTBHOMY Y4ETY.

4.4.1. MnamBuayanbHbI y4eT JOKYMEHTOB OCYLLECTBASIETCHA MYTEM MPUCBOEHNS
KaXxJoMy aK3eMNnsApy AOKyMeHTa perMcTpaumoHHOro HoMepa, UHOTro 3Haka B
KayecTBe perMcTpaumoHHOro Homepa (CMCTEMHOro HoMepa KOMMbTEPHOW
nporpaMmmbl, LUTPUX-Koga n apyrmx). MHaMenayanbHbIn HOMeEp 3akpennsieTcs 3a
OOKYMEHTOM Ha BCe BpeMs ero HaxoxgeHusi B poHae 6nbnuotekn. PemctpaumoHHble
HOMepa UCKITHYEHHbIX M3 hoHAa JOKYMEHTOB HE MPUCBAUBAOTCH BHOBb MPUHATLIM
OOKYMeHTaM.

PermcTpaumoHHble HoMepa NPOCTaBNATCA HEMOCPEACTBEHHO Ha OKYMeHTax U
oTpaxarTcs B perMcTpe MHAMBMAYaNbHOIO ydeTa JOKYMEHTOB, MPUHSTOM B
6ubnunoTeke.
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PervcTpbl MHAMBAAYANbHOMO yYeTa LOSMKHbI MMETb 3arofloBOYHbIE AaHHbIE:
HauMeHOBaHue percTpa, HauMeHoBaHNe opraHn3aunm, CTPYKTYPHO
nogpasgeneHus. B pernctp BNucbIBalOTCS JaHHbIE 0 KaXA0oM LOKYMeHTe: AaTa
3anucy B perucTpe, permcTpaLMoHHbIii HoMep, KpaTkoe Gubnuorpadmyeckoe
onucaHue JOKyMeHTa (aBTop, 3arnaeue, ToM, YacTb, BbINYCK, MECTO U o n3gaHus),
LeHa JOKyMeHTa, yka3aHHasi B CONpOBOANTENbHOM JOKYMEHTE.

4.4.2. NnamenayanbHbIA YHET NEpUoaNYeCcKnX n3gaHuii BeaAeTca B permcTpayuuoHHoOM
KapToTeke Nnepuoanyeckmnx n3gaHumn, npegHasHayeHHon ang ydeTa Kaxaoro Ha3saHus
M KakJoro ak3emnnapa, unm B asTOMaTM3npoBaHHOM 6a3e faHHbIX.

[ns nepnognyecknx nsagaHuim B Ka4ectse permcTpaumoHHbIX HOMEPOB MOTyT
ucnonb3oBaTbCs Niobble AEHTUMKALMOHHbIE HOMEpa: CUCTEMHbIA HOMED B
aBTOMaTM3MPOBaHHOMN 6a3e JaHHbIX, PEMMCTPaLMOHHbIN (MOPSAKOBbLIA) HOMEP 3anucu
B perncTpaumMoHHON KapToTeke.

4.4.3. NnamenayanbHbIN Y4eT JOKYMEHTOB, UMeLLMX B CBoOeM O0hOpMeHNN
JparoueHHble meTannbl 1 (MN1) AparoueHHbIe KAMHU U OTHECEHHbIX K KaTeropun
cendoBOro XxpaHeHUs, OCYLLECTBMAETCS B CNeLunansHOM permctpe, B KOTOpoOM, Kpome
TpagMUMOHHBIX MOKa3aTernen, gaeTcs onvcaHue BHeLWHero 0hopMIeH1s JOKYMeEHTa.
Kaxabl nnCT perncrpa conpoBoXA4aeTCs MTOrOBOM 3anmncbio C yKasaHMem gaTthbl ee
COCTaBINEHNS N KONMYeCcTBa ONMMCaHWIA Ha N1CTe.

4.4.4. B pervctpax UHAUBMAYaNbLHOIO ydeTa B NpMMeYaHUaX ykasblBaeTcs Hanmume 1
BUZ NPUMNOXEHNS K OCHOBHOMY AIOKYMEHTY, a Takxe 0COGEHHOCTM aK3eMMnnsapa
LieHHbIX U peaKMX JOKYMEHTOB (Hanpumep, Hanuyme yHuKkanbHoro nepenneTa,
mapriHanuin, nedekTos 1 T.n.). NMpu HanMuum nacrnopTa AOKYMeHTa AaeTcsl OTChbInka K
HeMy. B npumevaHnax MOXeT yKasbiBaTbCA NPUHAANEXHOCTb OKYMEHTa K KaTeropum
KHMKHbIX NaMATHUKOB.

4.4.5. NnamenayanbHbIA YHET ANEKTPOHHbIX CETEBbIX TOKaNbHbIX JOKYMEHTOB
ocCyLlecTBNsieTcs NyTem BBoAA B 6a3y JaHHbIX MeTAaUHGOpPMaLum o 3arpyske
OOKYMEHTa B 3NIEKTPOHHYIO OMONMMOTEKY C aBTOMATUYECKUM NPUCBOEHUEM
MAEHTUPNKALUOHHOIO (CUCTEMHOMO) HOMepa KaX oMy AOKYMEHTY.

4.4.6. NnamenayanbHbIN YHET ANEKTPOHHbIX CETEBbIX yAaneHHbIX JOKYMEHTOB
OCYLLECTBNSETCS B 3NIEKTPOHHOM BUAe nyTem permctpaumm 6a3 gaHHbIX (NakeToB) 6e3
NPUCBOEHUSA UM PEMMCTPaLMOHHOIO HoMepa.

B peecTtp uHamMBmayansHOro ydeTa ceTeBblX yaaneHHbIX JOKYMEHTOB BKIHOHAOTCH
OCHOBHbIE XapaKkTepPUCTUKKN Ba3bl AaHHbIX (NakeTa): onncaHme 6a3bl JaHHbIX
(HasBaHuWe, NpousBoanTENb, NNatdopmMa n (MNKn) agpec Bxoga), CPOK OKOHYaHNSA
npasa 4OCTyna, KONMYECTBO Ha3BaHWM, BXOASALMX B 6a3y AaHHbIX (NakeT).

B KonnyecTtBo HasBaHuWi BKOYaeTcs o6LIee KONMYECTBO NONMHOTEKCTOBbLIX
OOKYMEHTOB (KHWT, )KypHaInoB, ra3eT, NaTeHToB, CTaHAAPTOB U APYIMX AOKYMEHTOB,
y4nTbIBaeMbIX B 6MGnnoTeke). He BkMOYaOTCS B 3TO KONMYECTBO AOKYMEHThI, KOTOPbIE
00bIYHO He U3aatTca 0TAeNbHO B NeYaTHoOM popmMaTe, Takme Kak npodomnm
KOMNaHui, cTaTucTyeckme Tabnuubl, aHanMTMUYeckme maTtepuanbsl MapkeTuHra. ans
6a3 gaHHbIX (MakeToB), He coaepKaLLMX NONHOTEKCTOBbLIX JOKYMEHTOB, B PEKBU3NTE
"HasBaHMe" NpocTaBnseTcs eanHULa.

4.5. JoOKyMeHTbI, BKItoYaemMble B oH GubnuoTteku, Mapkupyrotest. lMpu aTom moryt
ObITb NCMONBb30BaHbI LUTEMMNENU, KHUXHbBIE 3HAKU, UHOVBUAYATNbHbIE LUTPUXOBbIE
KoAabl, Apyrve Buabl MapkupoBku. OCHOBHble TpeboBaHMsI, KOTOPbIE OOMMKHbI
cobnogaTtbcst NpyM MapKkMpOBKE AOKYMEHTOB: 0603Ha4YeHne NpuHaaneXHocTu,
acTeTuKa, 4ONTOBEYHOCTb MAapPKUPOBOYHOMO 3HaKa, COXPaHHOCTb TEKCTA UK APYroi
3HaKOBOM MHoOpMaL K.

4.6. Ha pokymeHTax, ABNAIOLLMXCA NPUIOXKeHMEM K OCHOBHOMY HOCUTESIO 1 ero
HEOTbEMIIEMON YaCTbi0, MPOCTABIIAOTCA Te XX PEKBU3UTbI, YTO U HA OCHOBHOM
OOKYMeHTe.

4.7. aﬂeKTpOHHble ceTeBble NNoKalibHble JOKYMEHTbI U 3JIEKTPOHHbIE CeTeBble
yoaneHHble JOKYMEHTbI M,EleHTMdDVILlMpyPOTCH cneunanbHbIMU NpOrpaMMHbIMNU
cpencrtsamu.
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4.8. Ha npuHATLIX NEPBUYHbBIX YHETHBIX 4OKYMEHTaxX NPOU3BOAUTCS 3anuch,
nogTBepXKaatoLast, YTo NOCTYNMBLUME AOKYMEHThI MPUHSTEI B 61BnMoTeYHbIn hoHA Kak
B 06BbEKT 0C060 LIEHHOTO ABMXMMOTO MMyLLecTBa (aanee - OLOW) unu kak B 00bekT
WMHOTO ABWXMMOTO MMYLLECTBA.

4.9. MNepBUYHbIE Y4eTHbIe JOKYMEHThI, noATBepXAatoLume akT NoCTyneHus,
nepegatotcs B Gyxranteputo Ans BKIOYEHUS B y4eT 6uGnmMoTeyHoro doHaa.

4.10. ExxekBapTanbHo, npu ycnosuu nameHeHusa coctasa OLUN, ceegeHuns o6 obiem
KONMM4YecTBe U CTOUMOCTU [OKYMEHTOB, BKJIIOYEHHbIX B COCTaB 61bnmoTeyHoro oHaa,
Kak 06beKT 0C0B0 LLEHHOIO ABMXMUMOIO UMYLLECTBA, NepeaaroTcs yupeauTento.

V. Y4yeT BbIObITHA A0KYMEHTOB 13 6ubnuoTteyHoro cooHaa

JokymeHTbl BbIOLIBAIOT N3 BUGNMOTEYHOrO hoHAa B CBA3U C M3NYECKON yTpaTon nnm
YacTMYHOM NMBO NOSHOW yTpaTo NOTPebuTenbCKMX CBONCTB. BbibbiBatowwme
OOKYMEHTbI UCKITioYatoTes M3 GubnmnoteyHoro ooHaa 1 CNMCbIBAKOTCH C BO3MOXHOCTbIO
nocnenywolen 6e3po3mesgHon nepegayun B apyrme 6ubnmotekn nmbo peanmsauum.

5.1. VicknoyeHne AOKyMEHTOB M3 61MbnnoTevHoro choHaa AoNycKaeTcs No Cneaylowmm
npuyYnHaMm: yTpaTta, BETXOCTb, 4eEKTHOCTb, YCTAPENOCTb N0 COAEPKaHWIO,
HEeNnpPogMNbHOCTb.

HenpodunbHOCTE JOKYMEHTOB ycTaHaBnuBaeTca Ha ocHoBe NMpodmng
KoMnnekToBaHUSA hOHAA UM UHOTO HOPMATUBHOIO AOKYMEHTa, YTBEPXKAaeMoro
pykoBoanTtenem 6ubnuoteku. Mo npuunHe HeNPOUNLHOCTA MOTYT UCKIOYaTLCH U3
doHAa LOKYMEHTbI, He KoMnnekTyeMble 6ubnuoTtekon (Npu oTkase ot
KOMMJIEKTOBAHUS OTAENbHbIX KATErOPUiA JOKYMEHTOB), U3MWLLUHE AyOreTHble
3K3eMNnsipbl, 3aMeHeHHble 6onee NOoHLIMU NO CoAEPKAHUIO, NYHLLMMU MO
0POPMMEHMIO, PU3NYECKOMY COCTOSTHUIO N3AAHUSIMU; NO UCTEUEHUN CPOKA XPaAHEHUS!
JOKYMEHTOB, MPY HU3KOM YPOBHE YMTaTeNbCKOro Cnpoca, Npy HECOOTBETCTBUM
3MNEKTPOHHbIX JOKYMEHTOB TEXHUYECKOMY 1 NPOrpaMMHOMY 0becrneyveHunto
onbnmoTekw.

5.1.1. UckniovyeHne 4OKYMEHTOB NO NpUYMHaM yCTapernocTu Mo coaep>KaHuio,
HenpoMnbHOCTM (ManocnpalumBaemMble), @ Takxe No NPUYNHAM BETXOCTU 1
0eeKTHOCTU He JOoMycKaeTcs MO OTHOLLUEHWIO K €AMHCTBEHHbBIM 3K3eMMnsipamM
JOKYMEHTOB MOCTOSIHHOTO (6eCCPOYHOr0) XpaHeHuUs.

5.1.2. UcknoyeHne JOKYMEHTOB, OTHECEHHbIX K KHUXKHBIM NaMsaTHMKaM, AonycKaeTcs
TONbKO NO NPUYMHE yTpaTbl NP YCNOBUN OTPaXXEHUS MHPOPMAaLMKN O KHUXKHOM
namsaTHUKe B PeecTtpe KHMXHbIX NaMSATHUKOB.

5.2. BbIObITME JOKYMEHTOB 13 BUGNMOTEYHOro hoHAa odopmnaeTcss AKTOM O
CnMcaHnmM NCKNYeHHbIX 06bekToB 6MONMoTevHoro choHaa (ganee - AKT 0 cnucaHun)
no cdropme (kog no OKY[ 0504144), yreepxaeHHow [Npukazom MuHdmHa Poccnm ot
15.12.2010 N 173H, 3aperncTpmpoBaHHbIM B MuHiocte Poccnn o1 01.02.2011 N
19658.

B AkTe o cnucaHum OTpaxatkTcda cBegeHuna o Konn4vecrtse obLwen ctoumocTu
UCKNKYaeMbIX JOKYMEHTOB, YKa3blBaeTCA NpUYnHa UCKIKIDHYEHNA 1 HanpaBneHune
BbIObITWS NCKINMKYaeMbIX JOKYMEHTOB.

5.3. K ATy 0 cnncaHum npunaraeTcsi CMCOK Ha UCKMYeHNe 00bEKTOB
o6ubnmoTteyHoro doHaa (oanee - CNUCOK), KOTOPbIV BKIIOYAET CneaytoLme CBeAEHUS:
perMcTpaumoHHbIn HOMep U Wndp XpaHeHUa JOKYMeHTa, KpaTkoe
6ubnmorpadgumueckoe onvcaHue, LeHy JOKYMeHTa, 3aMKCMPOBAHHYIO B pErMcTpe
MHOUBUAYaNbHOTO ydeTa JOKYMEHTOB, KOAhMLUMEHT NepeoLeHKN, LeHy nocne
nepeoueHKN 1 OBLLYI0 CTOMMOCTb MCKITI0YaeMbIX JOKYMEHTOB.

Onsi neyaTHbIX JOKYMEHTOB BPDEMEHHOTO XpaHEeHUs! OMYCcKaeTcsl 3aMeHa Crnucka
KHWKXHBIMU hopMyrisipamMu.

[ns gokymeHTOB, 06paboTaHHbIX FPYNMNOBbLIM (YNPOLLEHHbLIM) CNOCOB60OM, BMECTO
cnucka gaeTtcsl nepeyeHb PerMcTpaunmoHHbIX HOMEPOB, BUA UCKITKOYaeMbIX 3AaHUN, NX
KONMYecTBO.

54. KAKTyO CnncaHnum no npunynHe ytpatbl U CMUCKY NpunaratoTcA JOKYMEHTHI,
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noATBepXaatowme yrpaty (MosiCHUTENbHANA 3anuncka, B Cryvae Kpaxku Ui XULLEeHNs -
NMPOTOKOJ, aKT, 3aKroyeHue YNOoNHOMOYEHHbIX OPraHOoB, MPU BO3MeLLeHum yiepba -
hMHAHCOBbLIN JOKYMEHT 0 BO3MeLLeHuu yuepba).

Bo3melueHne yntatenamm yiwepba gonyckaetcs B oopme 3ameHbl yTepsHHOIO
JOKYMeHTa paBHOLEHHbIM NGO NyTeM AeHeXHoW komneHcauuun. Mpu npueme aeHer
oT yuTaTenen B3aMeH yTepSHHbIX KHU MW APYTMX AOKYMEHTOB COCTaBnsieTcs!
MPUXOAHBIA OpAEp, U YMTATENIO BblAAETCA KBUTAHLUA YCTaHOBNEHHOro o6pasua.

55. an BO3MeLleHN ynTaTenem yu.l,epﬁa CTOMMOCTb YTPa4Y€HHbIX JOKYMEHTOB
yCTaHaBnMBaeTCA 3KCI'IepTHOl71 KOMUCCHEN NO OLEHKE OOKYMEHTOB, Ha3Ha4YeHHoOWn
NPpUKa3oM pykoBoantens onbnumoTtekn.

Mpu yTepe Uin XMLLEHNW LUEeHHBIX M peaKUX KHUT AN onpeaeneHns ux cTouMocTy
KOMUCCUS MOXET NpUBIeKaTb K CBoei paboTe COOTBETCTBYIOLLMX SKCMEPTOB, a Takxe
1crnonb3oBaTh MaTepuarbl HayYHO-METOANYECKMX LLEHTPOB, KHKHBIX ayKLIVOHOB 1
Apmapok. B aTux cnyyasx onpeneneHue npuunHeHHoro ywep6a npegensHbiMy
Ko3dhpMLMEHTAMU KPATHOCTU HE OFPaHUYMBAETCS.

5.6. AKT 0 cnncaHnn No O4HOM N3 NPUYUH, yKasaHHbIXB N.5.1, C NPpMNOXEeHHbIM
CMMCKOM MOANMChIBaeTCs npegcegatenem u YneHamm KOMMCCHMm No CnmMcaHuio
0b6bekToB 6MOGNMOTEYHOIO bOHAA, YTBEPKAAETCS PYKOBOAMUTENEM YHPEXOEHMS.

5.7.ocne yTBepxaeHns AKTa 0 CiMcaHm OCYLLECTBIAIOTCH MEePONpPUATUS MO
nepepacnpegeneHunio n peanusaumm cnmcaHHbIXx 06bekToB GUGIMOTeYHOTo GoHaa.

5.7.1. JokymeHTbl (CNncaHHble 06BbEeKTHl 6MBNMoTEYHOro boHAA), UCKITHOYEHHbIE MO
npuUYMHaM BETXOCTU, ePeKTHOCTU, YCTapernocT! No CoAepPXKaHUI0, HanpPaBnAoTCH B
MYHKTbl BTOPUYHOTO Cbipbsi. IcknoueHHble U3 poHA0B MUKPOGOpMbl Ha
ranoreHngocepebpsiHONM NNeHKe noanexar caaye kak cepebpocoaepxalume oTxoAbl B
COOTBETCTBMM C 3aKoHoAaTenscTBoM Poccuiickoinn Gegepauuu.

MpKn OTCYTCTBUM NMYHKTOB BTOPCbIPbSA UK B Criydasix, Koraa caava JOKYMEHTOB Ha
nepepaboTky SKOHOMUYECKN HeLernecoobpasHa, GUbNMOTEKN YHUYUTOX AT
UCKITIOYEHHbIE JOKYMEHTbI HA MeCTe B MPUCYTCTBAM NUL, KOTOPbIE COCTaBMNSAIOT akT 06
YHUUTOXEHMM CMINCaHHbBIX 06BbEKTOB BubnmnoteuHoro oHaa.

B AkTe 0 cnvcaHum oTpaxalrTcst HAMMEHOBaHWE, HOMepP U faTa JOKYMEHTa,
noATBepxaatoLLero dakT caaym CrncaHHbIX 06bEeKTOB B MYHKT BTOPUYHOTO ChlpbS, UK
aKkTa 06 YHUYTOXKEHUN CMNCAHHBLIX 06BEKTOB BNbNMoTeyHoro poHaa. JJokyMeHT
npunaraeTcs K AKTy O CUcaHum co CrICKOM.

5.7.2. JokymeHTbI (CMncaHHble 06BbEKTHI 6MONMOTEYHOrO hoHAA), UCKITFOYEHHbIE MO
npuyMHe HenpodUNbHOCTU, NepeaatoTcs No akTaM B 0OOMeHHbIN hoHA B LieNsix
AanbHeWwen nepegayn Ha 6e3Bo3mMe3HOM ocHOBe BubnmoTekam nnm peanusaumm
hM3NYECKMM U IOPUANYECKUM NULLAM.

5.8.Mocne 3aBepLueHNs MeponpuATUIA, NPegyCMOTPEHHbBIX AKTOM O ClUCaHnUK
MCKITIOMEHHbIX 06bekTOB 6MbnnoTeyHoro oHaa, nepsbi 3k3eMnnap AKTa O CnMcaHum
CO CMUCKOM U AOKYMEHTOM, NoATBepXKAaoWwmM BbibbiTHE, NnepeaaeTcs B Gyxrantepuio,
BTOPOW 3K3eMNnap ocTaeTcs B Nogpa3geneHunm, oCyleCTBNSoWeM ydeT
6mbnmoTeyHoro goHaa.

Ha ocHoBaHuMK AKTa O CMCaHUKN NCKITIOYEHHBIX 00 bEKTOB BUBIMOTEYHOTO hoHAAa
ombnmoTeyHoe nogpasaeneHne u byxrantepus BHOCAT U3BMEHEHMUS B
COOTBETCTBYIOLLME YHETHbIE JOKYMEHTHI.

5.9. AKTbl O CNUCaHNN PEMMCTPUPYIOTCS B KHUME CyMMapHOro ydyeTa 6ubnmoteyHoro
doHaa (Mnu gpyrom BuAe permcrtpa CymMMapHoro ydeTa BblObITUS JOKYMEHTOB,
npuUHATOM B 6MbnnoTeke).

5.10. B perMctpauMoHHOW KHUre (Mny ApyroM BUAE percrpa uHAMBMAyanbLHOro yyeTa
OOKYMEHTOB, NPUHATOM B B1brnnuoTeke) npoctaBnsaeTcs HoMep 1 gaTa AkTa o
cnucaHmm.

5.11. Bce ucknovaemble 13 poHga GubnmoTekn OKYMEHTbl (KHUMU, XypHanbl, Apyrne
BUAbI IOKYMEHTOB) A0MKHbI 6bITb COOTBETCTBYIOLLMM 06pa3oM 0hOpMMEHbI:
crneumanbHbIM LWTEMMENeM A0MKHbI ObITh MOralleHbl WTaMnbl 6UbnnoTeky.
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5.12. OneKTPOHHbIE CETEBLIE NOKarnbHbIE LOKYMEHTbI yaansoTCS U3 SNIEKTPOHHOM
©61brmoTekn Ha OCHOBaHMM AKTa O CMUCaAHUU C YKa3aHWEM MPUYMHBI UCKITIOYEHMS.
HavmeHoBaHue, HoMep 1 AaTa akTa BBoAATCA B 6a3y AaHHbIX B KayecTse
MeTanHpopMaLnn K COOTBETCTBYIOLLEMY JOKYMEHTY.

Ha ocHoBaHWK BBeAEHHbIX CBEAEHMIA MPOrpaMMHbIM cnocoGom hopMupyeTcst
nepeyeHb AKTOB O CriKcaHnm (peecTp CyMMapHOro y4eTa BblObITUS CETEBbIX
NOKanbHbIX JOKYMEHTOB) U NMepeyYeHb CNUCaHHbIX 06 bEKTOB 3NIEKTPOHHON BUBIMOTEKN
(peecTp MHOMBUOYATNbHOTO Y4eTa BblBbITUS CETEBbIX NOKaNbHbLIX JOKYMEHTOB).

5.13. BbIGbITME 3NEKTPOHHbIX CETEBbIX yAaNeHHbIX A0OKYMEHTOB He odopMnAeTcs
cneunanbHbIM gOoKyMeHTOM. [oaTBepxaeHneM BblObITUS ABASETCA UCTeYeHue cpoka
OencTenga AOoKyMeHTa (goroBopa, KoHTpakTa, NMMUEH3MOHHOIO CorfnalleHns),
0(hbOPMIEHHOrO Ha NpPaBo JOCTyNa K onpeAeneHHon 6a3e JaHHbIX (MakeTy) CeTeBbIX
OOKYMEHTOB, M OTCYTCTBUE A0roBOpa, KOHTpaKTa, NMMUEH3MOHHOTO cornalleHumns,
0POPMIIEHHOIO Ha HOBbI CPOK.

5.14. ExxekBapTanbHo, Npu ycroemn nameHeHust coctaa OLION, o6ume ceegeHus o
KONM4eCcTBe U CTOMMOCTU JOKYMEHTOB, CMMCaHHbIX N3 BMbnmoTeyHoro oHaa, Kak
06bekTa 0cob0 LIEHHOTO ABMKMMOTO MMYLLIECTBA, C yKa3aHMeM nepeyvHs AKToB O
CMMCaHWK, NPUYMH N HanpaBneHun BblObITUS AOKYMEHTOB, MPeACTaBnATCS
yupeguTento. KonmyecTtso BbiObIBAOLWMX JOKYMEHTOB HE JOJIKHO NpeBbiwaTh
KOnu4ecTBa BHOBb MOCTYNakLWMX JOKYMEHTOB B OMBIMOTeUHbIN dhoHA.

VI. YueT utoroB gBmkeHus 6ubnuorteyHoro poHaa

6.1. Torm gBuxxeHmna dpoHO0B NOABOAATCA B KHUIE CyMMapHOro ydeta 6ubnmoteyHoro
oHaa (M Apyrom permcTpe CyMMapHOro ydeTta, NpuHaTom B bubnunoTteke) Ha
OCHOBaHMWM AaHHbLIX CYMMapHOIO y4eTa O NMOCTYNIEHWNM U BbIObITUN AOKYMEHTOB.

MToroeble AaHHble UMEOT YyeTblpe obs3aTenbHbIX NOKa3aTensi: COCTOSN0 Ha Havarno
roga, noctynumno 3a roa, BbIObINO 3a rod, COCTOUT Ha KOHeL, roga.

NToroBble gaHHbIE MO SMEKTPOHHBLIM CETEBLIM yOaneHHbIM AOKYMEHTaM
NPeacTaBnATCAa CNeaylouyMm nokasaTensamMm yUeTHbIX €AUHML: COCTOSNO Ha Havarno
roaa, opopMMNEHO B AOCTYN B TeYeHWe roaa, OOCTyrn NpeKkpalleH B TeueHne roga,
COCTOWT Ha KOHell roaa.

6.2. CBegeHns 06 MTOroBbIX AaHHbLIX MKCUPYIOTCS B hOpMe rocynapCTBEHHOM
CTaTUCTUYECKOM OTYETHOCTM U NPEACTaBnATCA AN Lenen rocyqapCcTBeHHON
CTaTUCTUYECKON OTYETHOCTU.

WNToroeble faHHble 06 06MeHHOM GYOHAE He BKNoYatoTcst B obLme nokasatenu
onbnmnoTteyHoro coHaa.

VII. MpoBepka Hann4Yna AOKyMeHTOB 6MGnuoTevHoro hoHaa

7.1. MpoBepka Hannuua gokymeHToB GnbnuoTeyHoro coHaa (aanee - npoBepka
doHaa) npoussoanTca B ob6a3aTensHOM nopsake:

NMpu BbiABNEHNN (baKTOB XULeHus, 3noyn0Tpe6neHm=| NN nopyn OOKYMEHTOB;

B Clydae CTMxuMitHoro 6ecTeus, noxapa unu Apyryx YpesBbluanHbIX cUTyaLui,
BbI3BaHHbIX 9KCTPEMarbHbLIMU YCIOBUAMMU;

npv peopraHmsauuy unv NUKBUAaLUn GubnmoTekn.

[ns npoBeeHNst NPOBEPOK PYKOBOAUTENEM OpraHu3aLum HasHavyaeTcsl KOMUCCUS, B
COCTaB KOMUCCUU AOJDKEH BXOAUTL NpeAcTaBuTeNb Gyxrantepuu.

7.2. NMposepka oHAa B NNaHOBOM NOPsiAKe OCYLUECTBNAETCH B CrieaytoLme CPoKu:

JOKYMEHTHI, UMetoLLye B 0hOpMIIeHUM aparoleHHble meTannbl U (Mnu) gparoueHHble
KaMHU - eXXEroaHo;

d)OH,El PEOKNX U LLeHHbIX KHUT - OAUH pa3 B 5 ner;

doHabl 6ubnmMoTek Ao 50 ThicsAY yMEeTHbIX €ANHUL, - OOAMH pa3 B 5 neT;
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doHAbl 6ubnmoTek o1 50 o 200 ThiCcsY YHETHLIX €AVHNUL, - OAWH pa3 B 7 NeT;

doHAabl bubnmoTek o1 200 ThicaY 40 1 MUNNIMOHA YHETHBLIX eAuHML - o4uH pa3 B 10 nerT;
doHAbl bubnmoTtek ot 1 4o 10 MUNNMOHOB YHETHbIX €AUHUL, - 04MH pa3 B 15 ner;
doHAabl 6ubnmotek ot 10 A0 20 MUNNNMOHOB YYETHBIX €AMHML - 0AMH pa3 B 20 ner;

doHAbl BUGNMoTEK cBbile 20 MUSFIMOHOB YYETHLIX €AMHUL - 1 MUINIMOH 3K3EMNNSPOB
Brof.

MNnaHoBas npoeepka (bOHLI,a onbnnotekn moxeT OCYyLLECTBNATLCA NOJ3TANHO B
COOTBeTCTBMN C Fpa(bVIKOM npoeegeHuna npoBepkn Bcero (bOHJJ,a nnn ero 4actum (B TOM
ymucne pegknxm UeHHbIX KHVIF) c onpegernieHnem CpoKoB M KoJfin4yecTsa niaHnpyemoro
obbema paboThbl.

7.3. MpoBepka aneKTPOHHbIX CETEBbIX JIOKamNbHbIX AOKYMEHTOB OCYLLECTBIAETCS MO
KONIMYECTBEHHbIM MokKasaTensiM, a TakXkKe No KOHTPOJSIbHbIM CyMMaMm, MO3BONAOLLM
BbISIBUTE U3MEHEHUS B JOKYMEHTE.

MpoBepka JOCTYMHOCTY 3MEKTPOHHbIX CETEBbIX yAaneHHbIX 4OKYMEHTOB
OCYLLECTBSIETCS C aApeCcoB BX0Aa, YKa3aHHbIX B PEMCTPE MHAMBUAYANbHOTO y4eTa.

7.4.TpoBepka Bcero hoHAA UMK ero YacTu 3aBepLUaeTcs COCTaBNeHNeM akTa o
pesynbTaTax npoBeAeHNs NPOBEPKU HaNUuns JOKYMEHTOB GUBNMOTeYHOro hoHZa U
NPUOXKEHNEM K HEMY CMUCKA AOKYMEHTOB, OTCYTCTBYIOLLWMX MO HEYCTaHOBIIEHHOW
npuYrHe.

B akTe mKcupytoTCa cBefileHNsi O KONUMYEeCTBE AOKYMEHTOB 6MGnunoTeyHoro oHaa no
JaHHbIM ydeTa; LOKYMEHTOB, UMEIOLLMXCS B HANU4YMK; 4OKYMEHTOB, OTCYTCTBYIOLLMX B
61bnmMoTeyHoM hoHAE NO HEeYCTaHOBMNEHHOW NpUYMHe. B akTe Takxke ykasbiBatoTcs
HOMep 1 [aTa akTa O NpoBeAeHWM NpeablayLllei NpoBepku. AKT C MPUMOXKEHUEM
cnucka OKYMEHTOB, OTCYTCTBYIOLLMX MO HEYCTaHOBNEHHON NpUYNHE, NoANMCbIBAeTCS
npeacegaTtenem v YneHaMy KOMUCCUN 1 YTBEPXKOAETCS PYKOBOAMTENEM YUPEXAEHUS.

7.5. Tpwu BbISIBrieHMM B Npouecce NpoBepku poHaa OTCYTCTBYIOLLMX JOKYMEHTOB U
HEBO3MOXHOCTU YCTaHOBINEHWSI BUHOBHbIX ML, YObITKM MO HeJoCTa4yaM CrMChIBAOTCS B
COOTBETCTBMM C AEMCTBYIOLLMM 3aKOHOAATENbCTBOM.

VIIl. Aenonpou3BoACTBO B OpraHu3aumm ydyeta 6ubnuorteyHoro ¢poHaa

8.1. OpraHusauusi paboTbl C LOKYMEHTaMu no yveTy bubnmnoTteyHoro doHaa
OCYLLECTBISIETCA MO NpaBuiam BEAEHUS Aeno-Npon3BOACTBA.

8.2. CpoKkuM XxpaHeHUsi LOKYMEHTOB yCTaHaBNMBatloTCs B COOTBETCTBUM ¢ [pnkasom
MuHucTepcTBa KynbTypbl Poccuiickon ®egepauum ot 25.08.2010 N 558 O6
yTBEepXAeHuM "TepeyHst TMNOBbIX YNIpaBNeHYeCKUX apXMBHbIX JOKYMEHTOB,
obpasyoLmxcs B npoLecce AesTeNbHOCTU FOCYAapCTBEHHbLIX OPraHOB, OPraHoB
MECTHOIO caMOyrpaBfieHNst U OpraHu3aLuii, C ykazaHMeM CPOKOB XpaHeHUs",
3apermctpupoBaHHbiM MuHiocTom Poccuinckon ®epepaunm 08.09.2010 N18380.

8.2.1. MocTosiHHO, 40 NUKBMAALNKN BUBNNOTEKN, XPAHATCA PermMcTpbl HANBMAYANbHOIO
1 CyMMapHOro ydeTa JOKyMeHToB 6nbnmoteyHoro gooHaa (permcTpaLumoHHbIE KHUTH,
WHBEHTapHbI€ KHUIMN, KHUTN CyMMapHOro ydeTa, ydeTHbI KaTanor, Tonorpadgmyeckue
Onucun 1 Kkatanorm).

8.2.2. B Te4yeHune gecsatu neT xpaHaTcs AKTbl O CMMCAHUM UCKITIOYEHHbBIX 06 beKTOB
6nbnmnoteyHoro oHaa 1 akTbl 0 NpMemMe-nepenade cnMcaHHbIX 06bEKTOB
6nbnunoTteyHoro coHaa.

8.2.3. B TeyeHune natn neT xpaHATCS NepPBUYHbIE Y4eTHble AOKYMEHTHI,
nogTBepxgatoLwme nocTynneHne JoKymeHToB B GubnmoTteyHblin poHA (HaknagHble,
aKkTbl 0 NpueMe, akTbl cAauYM-NpUEMKM).

8.2.4. [1o OKOHYaHWs1 oYepeaHOoN NPoBepPKK IOHAA XPaHATCS akTbl O pe3yfbTaTax
NpoBeAeHUs NPOBEPKN HANUYMS LOKYMEHTOB BUGIMOTEUHOTO hoHAA.

Uy paxdaHckuli kodekc Pocculickol ®edepayuu. Yacmb emopasiom 26 siHe. 1996 2.
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N 14-®03// Cobp. 3akoHoOamernbcmea Poc. ®edepayuu. - 1996 e. - N 5, cm. 410. -
c.1110 - 1296.

© 1998-2013 "Poccuiickas raszeta"

DNeKTPOHHble aapeca OTAENI0B raseTbl MOXHO NMOCMOTPETb Ha CTpaHuue
"KoHTaKThl".

060 BCeM OCTasibHOM NMUWUTE MO agpecy rg@rg.ru

www.rg.ru/printable/2013/05/22/fond-dok html 13/13



