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. OBLUWME NMONOXEHWNA
11. «llopsAfoK y4yeTa [OKYMEHTOB, BXOAAWMX B COCTaB (poHAa MyHULMNaNbHOMO OHOIKETHOIO
YUpeXxXaeHns KynbTypbl AHrapckoro ropoAckoro okpyra «LleHTpanvu3oBaHHas 6ubMOTeYHas
cuctema»» (ganee - MBYK «LBC») aBngeTca HOpMaTUBHbLIM I0Ka/IbHbIM akToM MBYK «LIBC» 1
pa3paboTaH Ha OCHOBaHUM «[lopsfKa y4yeTa LOKYMEHTOB, BXOLALWMX B COCTaB 6GUOGIMOTEYHOrO
(hoHZa», YyTBEPXAEHHOro npukasoM MuHuctepcTtsa KynbTypbl PO ot 08.10. 2012 roga Nel077.
12. YyeT gokymeHToB (hoHAa MBYK «LIBEC» (panee - LIBC) sBNseTcs OCHOBOW OTYETHOCTU U
nnaHnpoBaHusa geatensHocTn LIBC, cnocobcTByeT 06ecneyeHnto ero COXpaHHOCTU.
1.3. YueT BKKOYaeT perncrpaymto noctynieHns okymeHToB B poHA MBYK «LIBEC», nx BblObITHS
n3 doHga LIBC, utorosble gaHHble 0 BennyuHe (06bveme) Bcero oHza MBYK «LBC» u ero
rnogpasaenos, CTOMMOCTb (hOHAA.
1.4. OcHOBHble TpeboBaHMs, NpeabaBseMble K yyeTy ¢oHga LIBC:
- NOJIHOTA 1 AOCTOBEPHOCTb YUYETHON NHopMaLmu;
- OMEePaTMBHOCTb;
- LJOKYMEHTMPOBAHHOE 0(hOPM/IEHME KaXKA0ro MOCTYN/IEHUA B POHS, 1 KaXKA0r0 BbIObITUA U3 (DOHA;
- COBMECTMMOCTb MPUEMOB U (JOPM y4yeTa, UX HAAEXHOCTb MPU MnapansiesibHOM WKCMo/b30BaHUN
TPaAMLMOHHON 1N aBTOMATU3UPOBAHHOW TEXHOMOIMI YYeTa;
- COOTBETCTBME HOMEHKNATypbl MoOKa3aTeneld YyyeTa (POHZA aHAIOTMYHbLIM  MOKa3aTensm
rocyapCTBEHHON GMOBINOTEYHON CTATUCTUKMN.
15. Yyetry nopnexar Bce [LOKYMEHTbl (MOCTOSAHHOIO, A/MTE/IbHOrO, BPEMEHHOr0 XpaHeHus),
noctynatowime B poHA LUBEC v BbibbiBatoLme 13 goHaa LIBC, He3aBnCMMO OT BUAA HOCUTENS.
16. Y4YeT OOKYMEHTOB BE[ETCA B >XypHasiie Perucrpauuym WHBEHTAPHbIX HOMEPOB WM B KHUre
CyMMapHOro y4eta B TPaAuULMOHHOM N 3N1EKTPOHHOM BUAE.
1.6.1. Peructpamun WHAMBUAYALHOIO Yy4yeTa [OKYMEHTOB SBAAKOTCA: >KYpHan perncrpaumu
MHBEHTApPHbIX HOMEPOB, KapTOuKa peructpauuMu Ha OnpefeneHHblid BUA [LOKYMEeHTa A1 raser,
XXYPHa0B, ApYyrux BUAOB AOKYMEHTOB. [lOnyCcKaeTcs Takke permcrpamn UHAUBUAYaIbHOIO yyeTa
cumTaTb TOMOrpagMueckyto OMnuCb, YYETHbIA KaTasor, YYeTHbIA (haiin C BbIXOAHBIMU hopmamu,
(hopmMrpyeMbIMY B NOPALKE MHBEHTAPHbLIX WM NHbIX NAEHTU(UNKALVOHHBIX HOMEPOB [LOKYMEHTOB.
Pernctpbl uHAMBUAYanbHOro y4yeta [JOKyMeHTOB oHZa LBC cogepxaT  peKkBU3UTHI,
UAEHTUDULMPYIOLWNE KaXKAbIA [JOKYMEHT C yKa3aHMeM CBeLEeHW O MOCTYMN/JeHUW AOKYMeHTa 1 o
ero BblobITUM 13 hoHga LIBC.
1.6.2. Peructpamu CyMMapHOro yyeta JOKYMEHTOB ABNAKOTCA: «KHWra CyMMapHOro yuyeta (poHza
o6nénuoteyHoro oHga MBYK «LBC». «KHuMra cymMMapHOro ydeta 6uM6/IMOTEYHOr0 (POHAa»
cofiepxxat Tpu B3anMOCBA3aHHbIe YacTL:
- «[locTynneHve JOKYMEHTOB B poHA LIBC»
- «BblIbbITVE OKYMEHTOB M3 (PoHAa LIBC»,
- «Torun aBmxeHnsa oHga LIBC: nTorosble faHHbIe Ha KOHEL, OTYETHOIO Meproja.
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O6006LLEeHHbIE faHHble OTPAKAIOTCA B KXKAOM YacTU KHUIM CYMMapHOro yyeTa.

1.7. CymmapHbIi U UHAMBUAYaIbHbIA YYeT oHha Begetca OTAenoM (POPMMPOBaHUS €AMHOI0O
oHta MBYK «LBEC» (panee - OPED LIBC) n cTpyKTypHbIMU nogpasgeneHmnamm MBYK «LIBC»,
ABNAOLWMXCA POHAOLEPXKATENAMM.

1.8. Ctatnctmyeckas nHpopmMaums o hopmuposaHum poHga LUIBC no ntoram rofa npeacrasiseTcs
Mo hopMaM rocyfapCTBEHHOR CTaTUCTUKM.

. EAHNUBI YYETA ®OHOA MBYK «LIBC»
2.1. BennumnHa (06beM) 1 ABMXKeHMEe (POHAA N3MEPSIOTCS B YHU(INLMPOBAaHHBIX eAMHULIAX yyeTa.
OCHOBHbIMKX eAuHULAMU y4yeTa AOKYyMeHTOB (hoHaa LIBC sBNAOTCS 3K3eMnasp U HassaHwe, ANs
raseT - rofloBoi KOMMNEKT U Ha3BaHMe.
[oNoNHUTENbHBIMY - eAMHULAMKU  yyeTa (DOHAR SBNAOTCA nepensieTHas eauvHuua  (rofoBov
KOMIM/IEKT, eXXeMECAYHbIN, KBapTa/ibHbIN);
AN151 3NEKTPOHHBIX OKYMEHTOB - eAMHMLA NaMATU AaHHbIX.
2.2. O6was senmunHa ¢oHga LIBC B Lenom 1 ero nogpasgenos, B TOM YMC/Ie CETEBbIX JTOKa/IbHbIX
[JOKYMEHTOB W CeTeBbIX YAaNleHHbIX [OKYMEHTOB, Y4YUTbIBAETCA B 9K3eMnispax, HOBble
MOCTYM/IEHNA - B 3K3eMMApax U Ha3BaHWsX.
Yncno rofoBbIX KOMMMIEKTOB raseT NpYPaBHUBAETCA K YNC/Y 3K3eMN/ISPOB.

. YYET JOKYMEHTOB IO BUOAM NN KATETOPUAM
3.1. MNeyaTHble N3gaHNA N HEONYO6IMKOBAHHbIE JOKYMEHTbI.
K neyaTHbIM M3[aHWAM OTHOCATCA TUPaXMPOBAHHbIE W3LaHWSA, MNOJyYeHHble MevaTaHneM Wau
TUCHEHWEM, NOAUrpaUyeckn CamoCTOATENIlbHO O(MOPM/EHHbIE - KHUMM, OPOLUKOPbI, XXYPHasbI,
NPOAO/HKAOWMECH U3[aHUA, NINCTOBble W3[4aHWUsA, Tras3eTbl, W30M34aHWs, HOTHble U3[aHKs,
KapTorpauyeckne  M3LaHUs,  HOPMATMBHO-TEXHUYECKME M TEXHWYECKMe  [OKYMEHTbI,
aBTopedepaTtbl AnccepTaumi.
K Heony6/1MKOBaHHbIM [LOKYMEHTaM OTHOCATCA PYKOMUCHbIe LOKYMEHTbl (PYKOMUCHbIE KHUMU Y
apXMBHbIE [OKYMEHTbl), a TaKXe [OKYMEHTbl, W3rOTOB/IEHHblE B EAVHWYHBLIX 3K3eMnaspax,
ABNAOLWMECH 0ObEKTAMU UHTENNEKTYa/IbHON COBCTBEHHOCTM (AENOHMPOBaHHbIE Hay4HblE PaboThbl,
AanccepTaumn, NPEnpUHTbI, OTYETbI O HAYYHO-MCCef0BaTe/IbCKUX paboTax, MepeBofbl, ONMCaHWs
aroputMoB 1 nporpaMm 3BM, NPOEKTHO-KOHCTPYKTOPCKAA [LOKYMeHTauus), TaKTW/bHble
PYKOAeNbHble U34aHusA 45 CenbiX U CNnaboBMAaALLIAX
3.1.1. KHuru n 6poLUtopbl YUUTLIBAKOTCA B 3K3EMMAAPAX U Ha3BaHUSAX.
Kak oTAenbHblA 3K3eMNASP U Kak OTAe/IbHOE Ha3BaHMe YUUTbIBAtOTCS:
- K&XJ0e 0TAeNbHoe n3gaHue (KHura, 6poLutopa);
- K&XK0e U3faHne, BXOAALLEee B KOHBOJIOT;
-KaXKbl OTAENbHbIA TOM (BbINYCK, 4aCTb) MHOrOTOMHOIO W3[aHWUsA, UMEIOLMIA UHAMBUAYANbHOE
3arnasue;
-KaKfas M3 OpoLwop, BbIMYLWEHHbIX B OObeAMHSAIOWEA WX W3LaTeNbCKOM nanke, 06/10XKKe,
MaHXXeTKe;
-KaKfas KHuWra wnM  Opowitopa, BXOASWAS B KHWKHYK Ceputo  (HYMepOBaHHYH  WUn
HEHYMEPOBAaHHY0);
-OT[e/IbHO M3[aHHble NPUIOXEeHUA K KHUraMm 1 6poLutopam, MMetoLve NHAMBUAYaNTbHOE 3arniaBue
1 CaMOCTOATE/IbHOE 3HAYEHNE.
3.1.2. [1OKYMEHTbl, BbINOMHEHHbIE Pe/be(hHO-TOUEYHbIM  WpPUTOM  (wpudTom  Bpaiing),
YUMTLIBAKOTCA B 9K3EMMAPAX N HA3BAHUAX.
SK3eMnIspoM ANs AaHHOTO BUAA U3AAaHWUIA SBASETCA KaXAas M3 KHUT KOMMNEKTa, 06befMHEHHbIX
00LLMM Ha3BaHMEM.
Kak 0A4HO Ha3BaHMe Y4MTbIBaeTCA KOMIMIEKT M3LaHWA He3aBUCMMO OT 4MC/ia BXOAALUMX B HEro
KHWT.
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3.1.3. XKypHasibl ¥ NPOLO/MKAOLLMECH U3LAHNSA YUUTBIBAKOTCA B 3K3eMN/IApax Y Ha3BaHUAX.
JK3EMMNNAPOM CUMTAETCS HOMep, TOM, BbIMyCK, W34aHHble MO OTAENbHOCTW, a TakKXKe KOMMIEKT
HOMEPOB, TOMOB, BbIMYCKOB, NepeneTeHHbIX B O4NH 610K 134aTeNbCTBOM.

Kak 0HO Ha3BaHWe YUMTbIBaETCA KOMMIEKT HOMEPOB, TOMOB, BbIMyCKOB, 06pa3ytoLmMX OTAeNbHYO
eMHNLY C OTAIMYUTENbHbIM 3arnasmemM. pu U3MEHEHWW 3arfiaBus HOBOM YYETHON efuHULEeln
CUMTaeTCs n3gaHune, ecim U3MeHeHVe BHECEHO B MepPBble NSATb C/10B 3ar/iaBus.

Mepuognyeckre MNPUIOXKEHUA K  XXypHanam, BbIXOAALLME  CAMOCTOATENbHO,  UMEKLLMe
VWHOVMBUAYaNbHOE 3arfiaBue W COOCTBEHHYHD HyMepauuio, Y4YUTbIBAlOTCA KaK OTAe/bHble
9K3eMMANAPbI U OTAENbHbIE Ha3BaHWS.

Kaxgas cepus Npofo/MKaroLLErocs UsfaHns, UMeroLwwas UHANBNAYasIbHOe 3arfiaBue 1 COBCTBEHHYHO
HyMepaLuto BbIMYCKOB, YYMTbIBAETCA Kak 0TAe/lbHOe Ha3BaHue.

Kaxablii  caMOCTOsTe/IbHbIA  TOM  (BbIMYCK) MPOLO/DKAIOLLErOCa M3[aHUA  YUYUTbIBAeTCA Kak
OTAeNbHOe Ha3BaHue.

3.1.4. "a3eTbl yUNTbIBAKOTCA B rOA0BbLIX KOMMIEKTAX N Ha3BaHUAX.

Kak 0fHO Ha3BaHME Y4YMTbIBAETCS KOMMIEKT ra3eT, 00pas3ylolmnX OTAENbHYK eauHuLy C
OT/MYUTENbHBIM 3arnasvemM. [py M3MEHeHWW 3arfaBusi HOBOM YYETHOW efVMHULEN cumTaeTcs
n3faHne, ecin N3MeHEeHVEe BHECEHO B NepBble NATb C/IOB 3ariaBusi.

OfHoAHeBHble (Pa30Bble) raseTbl yUMTLIBAOTCS B 3K3eMnasapax (HOMep, BbiMyCK) U Ha3BaHUSX.
OTAenbHO M3faHHble NepuoaMYecKMe MPUNOXKEHUA K ra3eTaMm, WMEKLMe WHAMBUAYaAbHOE
3arnasme M CO6CTBEHHYIO HYMepauuto, YHUTbIBAOTCS CaMOCTOSATE/bHO.

3.15. WN3om3paHns (anbbOMbl, KOMMEKTbI, OTAE/bHbIE JIACTOBbIE W3[4aHUA) W pefibedHo-
rpaguyeckre nocobus Ans cnenbix U cnaboBUAALLMX YUUTLIBAKOTCA B IK3EMM/IAPAX N Ha3BaHUSX.
Kak OTfeNbHbIN 3K3eMMNsp M OTAENbHOE Ha3BaHME YUMTbIBAETCA KaxAbld NMCT (BbIMyCK) cepum
N30M3aaHNI, He 06bEANHEHHbIE N3AATENbCKOM Nankon (0610XKOM, MaHXXETKON).

JlncToBble M3faHWsA, 00beAMHEHHbIE M34aTeNbCKON Nankoi (06/10)KKOM, MaHXETKON, 06epTKOiA)
YUUTbIBAKOTCA KaK OAMH 3K3eMMN/ISP U OAHO Ha3BaHMe.

3.1.6. HOTHbIe U3[aHNs YUNTBIBAKOTCA B 9K3EMMAPax U Ha3BaHUSIX.

Kak oTenbHble 3K3eMNafpbl U OTAE/bHble HA3BaHWSA YYMTbIBAKOTCS:

- CAaMOCTOSATE/IbHbIE HOTHbIE U3AaHNs, 06beAVHEHHbIE B OAHOM nepensieTe (KOHBOMOTE);

- OTAeNbHble NapTuK (rosoca) u NapTutypa (Knasmp), U3gaHHbIe pasgesbHo.

Kak oguH ak3eMnnsp v 04HO Ha3BaHWe YUUTbIBAOTCA:

- OTheNbHble NapTum (rosoca), 06beAUHEHHbIE C MapTUTYPOM (KNaBMpPOM) B OAHOM M3JaHUW, a
TaKKe NapTumn, 06beANHEHHbIE N3AAaTENbCKON NanKoi (06/10XKKOM).

3.1.7. KapTorpajuyeckune n3faHus y4nTbIBAKOTCA B 3K3EMM/IAPAX U Ha3BaHUAX.

Kak 0TAenbHbli 3K3eMnAsp U 0TAeNbHOe Ha3BaHWe YYMTbIBAKOTCS:

- aTnacbl, COCTOALLME U3 OTAE/NbHbIX HYMEPOBAHHBIX M/ AaTUPOBAHHbIX BbIMYCKOB;

- K&XAblIA BbIMYCK CEPUAHONO M3f4aHns KapTbl UK aTiaca.

Kak ofiMH 3K3eMnnsp MU O4HO Ha3BaHWEe Y4YMTbIBAeTCA KapTa, M3faHHas Ha HECKO/IbKMX fMcTax
(nopnexxalumx ckneiike), 06beANHEHHBIX 0OLMM 3arnaBreM.

MHOroTomMHble (MHOFOMMCTOBbLIE) KapTorpaguyeckme nsgaHus, 06beMHeHHbIe 00LWMM 3arnaBrem,
YUYMTbIBAtOTCSA MO KOIMYECTBY TOMOB M OAHOMY Ha3BaHWIO.

OTAenbHO  M3AaHHble, HO He MMeloWme CaMOCTOATE/NIbHOrO 3HauYeHus, KapTorpaduuyeckue
MPUNOXEHUA K Pa3INYHbIM M3AaHUAM (KHUram, GpoLutopaM, >XypHasiam) Y4uTblBatoTCs efUHbIM
KOMMJIEKTOM C OCHOBHbIM U3aHVEM.

3.1.8. HopMaTMBHO-TEXHUYECKME N TEXHUYECKME [AOKYMEHTbl (MaTeHTHble LOKYMEHTbI, TUMOBbIE
MPOEKTbl W YepTeXMW, KaTaiorv MNPOMbILIEHHONO 060pyAOBaHUA W WU3L4EeNNiA, HOPMaTMBHbIE
[AOKYMEHTbI MO CTaH4apTu3auun, TEXHUYECKUE YC/IOBUS, PYKOBOAALLME LOKYMEHTbI M Npasusa)
YUMTbIBAtOTCS B 9K3EMM/ISAPAX M Ha3BaHUAX.
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Kak 0fMH 3K3eMnnsip N OLHO Ha3BaHWe YUYWUTLbIBAKOTCA CTaHAApPTbl M KaTaioryv MpOMbILL/IEHHOMO
060opyfoBaHNSA N WU3AENNIA, BbiMyLEeHHbIE B 00beANHAIOWEA UX M3aaTeNlbCKor narke (06/10KKe)
MpW Ha/IMYMK Ha Nanke o6LLelt LieHbl, COepXKaHUA BCEro U3LaHWS, eiUHbIX BbIXOAHbIX JaHHbIX.
Kak OTefbHbIA 3K3eMMNsp W OTAeNlbHOE Has3BaHWe YUWUTLIBAOTCH CTaHA4apTbl W KaTanoru
MPOMBILLIEHHOrO  060pYJOBaHWA W W3LeNniA, [Jpyrve  crneuuasbHble  BuAbl  [LOKYMEHTOB,
BbIMyLLUeHHble B BUAE OTAENbHbIX IMCTOB, €CNU KaXbIA U3 HUX MMEET CBOW BbIXOAHble [aHHbIE,
LeHY, TUpaX, [aXe eC/in OHN 06beAMHEHbI O4HON N3AaTeIbCKO Nanko (06/0XKOW).

3.1.9. Heony6nvKoBaHHbIE OKYMEHTbI YUUTLIBAKOTCA B 3K3EMMAPAX U Ha3BaHMAX.

Kak 0fiMH 3K3eMniap U OJHO Ha3BaHWe YYMTbIBAKOTCS:

- [enoHMpoBaHHasa Hay4Has paboTa (KOMMAEKT, COCTOALMIA U3 [ABYX 3K3eMMNSPOB PaboTbl) W
COMNPOBOAWTESIbHbIE LOKYMEHTHI;

- Heorny6/IMKOBaHHbIE JOKYMEHTbI, COPOLLIOPOBAHHbIE UMW COAEPXKALLMEecs B OTAE/bHON narke.
[N KOHCTPYKTOPCKOW JOKYMEHTaUUW eAVHULER yyeTa ABNAETCSH YepPTeX WM MOSHbIA KOMMIEKT
KOHCTPYKTOPCKUX LOKYMEHTOB, OTHOCALLMXCA K OLHOMY M3Aennto (0ObEKTY).

3.1.10. O6HOBNsEMOe MNeyaTHOe U3LaHVe YUWUTLIBAETCA KaK OTAeNbHOe Has3BaHWe W OTAE/bHbIi
3K3emMnnsp npv nepemuyHOM noctynneHun B LIBC. Mocnegytowme nocTynieHns BKagHbIX SINCTOB,
npefHasHayeHHbIX NS [JOMOSIHEHWUA WM 3aMeHbl COOTBETCTBYIOWMX JIACTOB B  U3LaHWW,
OTAENbHOMY YUETY He MOoAJIexar.

3.1.11. ®PakcuMmnIbHOe U3faHne YUNTbIBAeTCA Kak OpuUruHal.

3.2. AyanosusyanbHble JOKYMEHTbI.

K ayavoBmsyasibHbIM  [OKYMEHTaM  OTHOCATCA  (POHOLOKYMEHTbI,  BWUAEOLOKYMEHTbI,
(POTOLOKYMEHTbI, KNHOLOKYMEHTbI.

3.2.1. EagnHnuamuy yyeta (hoHAa ayaMoBU3YasibHbIX JOKYMEHTOB AB/AKOTCA IK3EMMNAP U Ha3BaHNe.
Kak oTfenbHbIN 3K3eMMNAp YUUTLIBAKOTCS:

- IMCK - ANs rpaMnnacTUHOK;

- KaTyLLKa, KacceTa unm 606uHa - 41 MarHUTHbIX (hOHOrpamMm;

- Kacceta - 415 BULEOA0KYMEHTOB;

- Kagp - Ans OTOLAOKYMEHTOB (41ano3nMTMBOB, CNaliioB);

- 606U1Ha - AN KUHOWIbMOB.

Kak 0flHO Ha3BaHWe y4mnTbIBaKOTCS:

- OTAENbHO BbIMYLLEHHAA TpammniacTMHKa, Kacceta /iMb60 KOMMMEKT (a/1bboMm) rpamniacTUHOK,
KacceT, 00beJUHEHHbIX 0OLLMM Ha3BaHUEM;

-MarHMTHas (poHorpamma Ha OfHOWN KaTyluke (KacceTe), MarHUTHas (POHOrpaMma Ha HeCKOJSIbKMX
KaTylKax (kaccetax), 06beIMHEHHbIX 06LMM Ha3BaHUEM;

- OTAENbHO W3AaHHbIA (POHOLOKYMEHT WM KOMMNEKT (POHOAOKYMEHTOB, 00beAMHEHHbIX OOLLMM
3arnasuvem;

- KMHOMUIbM, AMaduibM HE3aBUCUMO OT 4uMCfla COCTaBAAKOWMX 4acTeld WM Kagpos (4ns
KOMM/IeKTa 1ano3nTnBOB).

3.2.2. AyanoBu3yasibHble [OKYMEHTbI, ABMASAIOLWMECH MPUIOXKEHMEM K Pa3/IMYHbIM U3LAHUAM Y
BbIMOJIHAIOLME CAMOCTOATE/NbHbIE (YHKLUMM, a Takke WCMnosb3yeMble B paboTe OTAENbHO OT
OCHOBHOIO M34aHuns, MOTYT YYUTBIBATLCA KaK OTAE/bHbIE 3K3eMMAsApbI.

3.3. [JOKyMeHTbl Ha MUKpOdopMax.

K fOKyMeHTam Ha MUKPO(OPMax OTHOCATCA MUKPO(UIbMbI U MUKPO(ULLIN.

3.3.1. EguHnuamn yyeTta [OKYMEHTOB Ha MUKPOGhopMaXx ABMISKOTCA 3K3eMMNIAP U Ha3BaHMe.
AK3eMNIAPOM A/ JOKYMEHTOB HA MUKPOQOPMaX ABNAKOTCA: PY/IOH - 419 MUKPOMUIbMOB; (uLia -
A9 MUKPOULL.

Kak ofHO Ha3BaHMe YUMUTLIBAETCA KOMMNEKT MWUKPO(MUIbMOB WM MUKPOMULL, 0ObeAUHEHHbIX
06LMM 3arnaBmemM, He3aBUCKMO OT YMCa COCTaBASAOLLMX YacTel.

3.3.2. O6wMin 06beM (hoHAA AOKYMEHTOB Ha MUKPO(OpPMaXxX YYMTbIBAETCA MO KOMMYECTBY PY/IOHOB
W (uL, BKNKOYAs KOMWKU pasHbIX MOKONEHWI (apXuBHbIe/pe3epBHbIe 1 M0b30BATENbCKIE).
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3.4. ONeKTPOHHbIE JOKYMEHTHI.

K 3/1EKTPOHHBIM [OKYMEHTaM OTHOCATCA [LOKYMEHTbl Ha CbEMHbIX HOCUTENAX (KOMMaKT-AUCKM,
(hrieww-KapTbl); LOKYMEHTbI, pa3Mellaemble Ha XeCTKOM Aucke KomnbroTepa (cepsepe) LIBC u
[OCTYrMHbIE MOMIb30BATENAM Yepe3 WH(OPMALMOHHO-TEIEKOMMYHUKALMOHHbIE CeTV (fanee -
CeTeBble  JIOKa/IbHble  [OKYMEHTbl);  [JOKYMEHTbl,  pa3Meliaemble  Ha  aBTOHOMHbIX
aBTOMAaTM3MPOBaHHbIX pabounx craHumax LIBC (panee - WMHCTaN/IMPOBaHHbIE  [OKYMEHTbI);
[JOKYMEHTbI, pa3MelLleHHble Ha BHELUHMX TeXHWYeCKUX cpeacTBax, nonydaemble LIBC  BO
BPEMEHHOE M0/b30BaHMe 4Yepe3 WH(OPMaLNOHHO-TENIEKOMMYHWKALMOHHbIE CETU Ha YC/OBUAX
[0roBopa, KOHTpaKTa, NMULEH3NOHHOro COrMalleHns C NPOW3BOAUTENAMU MHAQopMaummn (ganee -
CeTeBble YAa/leHHbIE JOKYMEHTbI).

3.4.1. EgMHMLAMN y4eTa 3/1eKTPOHHbIX JOKYMEHTOB Ha CbEMHbIX HOCUTENAX ABMIAKTCA 3K3eMMsp
1 Ha3BaHWe.

3.4.1.1. Kak oTfeNbHbIV 3K3eMMNAAP YUUTLIBAETCA KaXK/blii aBTOHOMHbI 06bEKT (KOMNAKT-AUCK).
Kak oTgenbHble 3K3eMMaspbl MOTYT Y4YMTbIBATbCA MPUIOXEHUS K Pa3/IMyHbIM - U3LAHUAM,
BbIMOJHAOLLME CaMOCTOATENIbHbIE (DYHKLUMMW, a Takke WCMofib3yemble B paboTe OTAENbHO OT
OCHOBHOIO M3JaHus.

Kak oTfenbHble 3K3eMMNspbl He YUUTLIBAOTCA KOMMAKT-AWUCKWU, CNN OHU MpPeACTaBnsoT cob0in
BK/aAKY (BNOXEHWNE) B U3[aHWe UK ero HEOTbEM/IEMOE NMPUIOXKEHME.

3.4.1.2. Kak 0iHO Ha3BaHWe y4nTbIBatoTCS:

- OTZ€/bHO BbINYLLEHHbIA KOMMNaKT-AMNCK;

-KaXXbIA KOMMNaKT-AUCK, BXOAALMIA B HYMEPOBAHHYHO UM HEHYMEPOBAHHYHO CEPUID 3/IEKTPOHHBIX
N30aHNIA;

- KOMIM/IEKT KOMMAKT-ANCKOB, 06beANHEHHBIX 06LWMM Ha3BaHMEM;

- U3[aHHble B KayecTBe CaMOCTOATENbHbIX M3[4aHUA MPUIOXKEHUS K U3LaHUAM 160ro Apyroro
BMAa, UMetoLwme COBCTBEHHOE 3ar/iaBuve M [OornycKarolme WX MCMob3oBaHue 6e3 obpalleHus K
OCHOBHOMY M3aHUI0.

3.4.1.3. B [OKyMeHTax Ha (newl-kaptax Kak OLWH 3K3eMMSAP U O4HO Ha3BaHVE YUYMUTbIBAeTCA
KaK[0e Lie/IOCTHOE NPOou3BeLeHVE, UMEKOLLIEE CaMOCTOATE/TbHOE 3ar/iaBue.

3.4.2. EpuHMLamMmn y4yeTa CeTeBbIX JIOKa/IbHbIX W WMHCTa/IIMPOBAaHHbLIX [OKYMEHTOB ABAKOTCA
ak3emnnap (ycnoBHas eAMHULA YUeTa) U Ha3BaHue.

Kak 0fHO Ha3BaHWe Y4uTbIBAeTCA LEMIOCTHOE MPOU3BEAEHNE, VMEIOLLEe CaMOCTOATE/IbHOE
3arnasve, BHE 3aBMCUMMOCTW OT ero npefcrasneHns. Kak ofHa eguvHuUa  y4uTblBaeTCs
MOMONHSAEMbIV U OGHOB/SEMbIA 3N1EKTPOHHBIV LOKYMEHT.

JK3eMNApoM ABMSETCA [LOKYMEHT B OMpeAeneHHOM (opmarte XpaHeHus WUan MpeacTaBeHus.
PopmaTbl OLHOW Y TOW Xe efJMHNLbI KOHTEHTA YYUTbIBAKOTCA OTAE/bHO.

3.4.3. EguHuuamy y4yeta CeTeBblX YAafIeHHbIX [OKYMEHTOB SBMAOTCA 3K3emnnap (ycnoBHas
eMHNLA YYeTa) 1 Ha3BaHue.

Kak ofuH 3K3eMNnsp U OAHO Ha3BaHWe Y4YUTbIBAETCA KaXAblA MOMHOTEKCTOBLINA 3/1EKTPOHHLIN
[OKYMEHT, MMEIOLLMIA CaMOCTOATENIbHOE 3ar/iaBue, BKIOUYEHHbI B MakeT, K KOTOPOMY 0(hopM/IEHO
npaBo focTyna y ero npoussogutens. Kak ofHa eaMHULA Y4YuTbIBAETCA MOMOMHAEMbIA U
06HOBNAEMBIA 3M1EKTPOHHbIN JOKYMEHT.

. YYET NOCTYTUIEHNA JOKYMEHTOB B ®OH/J, MBYK «LIBC»
[okymeHTsl noctynaioT B LIBC un Bkmwovaiotca B (oHn LBC B pesynstate nocTaBKu
0643aTeNbHOr0 3K3eMNAApa, NMOKynku, NOAMUCKK, 06MeHa, NOXXePTBOBAHWS.
4.1. [OKYMEHTbl MNPUHMMAIOTCA MO MEPBUYHLIM YYETHbIM [OKyMeHTaM (HakfiagHas, akT),
BK/THOYAIOLLMM CMUCOK NOCTYM/IEHNIA.
4.1.1. MNMpuem JOKyMeHTOB, nocTtynatowmx B LIBC 6e3 nepBUYHbIX AOKYMEHTOB Ha 6e3B03ME3HON
OCHOBe (06s3aTenbHble 3K3EMMAAPbI, Aen03UTHbIE 3K3eMMNIAPbl MeXAYHApOAHbIX OpraHu3auui,
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6e3B03Me3/Hble MOCTYMNNEHNS U3 HEM3BECTHbIX M aHOHUMHbLIX UCTOYHWUKOB), OCHOPM/ISETCA aKTOM O
npueme LOKYMEHTOB.

4.1.2. Tlpuem JOKYMeHTOB, mocTynatrowmx B LIBC oT ropuanyeckoro, r3nMyeckoro nmua B Buie
fiapa C YyKasaHuWem ero HasHayeHus 419 nornonHeHus (oHpa LIBC, odopmnsetca [Orosopom
MOXEepPTBOBaHMWSI B COOTBETCTBUM C MpaXaaHCKMM Kogekcom Poccuiickol ®egepaumn (cT. 574, 582)
N «lMonoxeHunem o pgapax n fgaputenax MbYK «LBC»

4.1.3. TlpueM [QOKYMEHTOB OT MO/b30BaTesNieli B3aMeH YTEPSIHHbIX W MPU3HAHHbLIX PaBHOLEHHbLIMU
yTpayeHHbIM, OPOPMIAETCA 3aHeCeHNEM B «TeTpadb yyeTa KHUI B3aMeH YTEPAHHbIX» WU aKkTOM O
npuemMe [OKYMEHTOB B3aMeH YTepsHHbIX. B akTe yKasblBalOTCA (amMuavs, WUHULMabI
nonb3oBaTens, CBedeHWs 006 YTepsHHbIX W34aHusX (PerucTpauuoHHbIA  HOMep, KpaTKoe
onbnmorpauyeckoe onucaHne W3LaHWA, LEeHa), CBeLeHWA O MNPUHATLIX WU34aHuAX (KpaTkoe
ombnmnorpadryeckoe onucaHne N3gaHus, LeHa), MOANNCK YMTaTeNs U NPUHUMAKOLLEA CTOPOHbI.
4.2. OueHKa CTOMMOCTI Nepuoanyecknx nsgaHunia, noctynarowmx B LIBC Ha BpeMeHHOe XpaHeHue,
He Npon3BOAMTCS.

4.3. [lokymeHTbl, noctynatowme B LUBC, noanexar cyMMapHOMY Y4eTy.

4.3.1. CefieHnsi 0 BK/oYaeMbIX B hoHA LIBC AOKyMeHTax (PMKCUPYHOTCA B KHUIE CYMMapHOro
y4yeTta poHaa LIBC nnm B gpyrom Buae perncrpa cornacHo n. 1.5.2.

KHvra cymMmapHoOro yyeta AO/DKHbI MMETb 3aro/l0BOYHbIE [aHHble: HauMeHOBaHWe HavMeHOBaHue
opraHusauun, nogpasgeneHns. BnucbiBaloTcs faHHbIe O MOCTYNMBLUEA NapTUM LOKYMEHTOB: AaTta
M NOPALKOBbLIA HOMep 3anucu (MOPSAKOBLIA HOMep 3anuMcu eXerogHo HaumHaetca ¢ N 1),
MCTOYHUK NOCTYN/EHWUA, HOMEep M AaTta MNepBUYHOrO0 YYEeTHOro [OKYMEHTa, KO/IMYecTBO
MOCTYNUBLUNX AOKYMEHTOB U CTOMMOCTDb.

4.3.2. CyMMapHbIin y4eT NOCTYMN/IEHNA 3NEKTPOHHBIX CETEBbIX /IOKa/IbHbIX AOKYMEHTOB BefETCA B
3/IEKTPOHHOM peecTpe B COOTBETCTBMM C Mokasatenamy n.5.3.1, ¢ yKasaHuWeM [aTbl 3arpysku
MOCTYM/IEHWIA B CUCTEMY.

4.3.3. CyMMapHbIiA y4eT NOCTYMN/IEHNS 3NEKTPOHHbIX CETEBbLIX YAANEHHbIX AOKYMEHTOB BeAeTCA B
3NEeKTPOHHOM peecTpe C OTPaXEHWEM CMefyHOLWMX MoKasaTesei: AaaTbl ¥ MOPSAKOBOro Homepa
3anncu, PeKBU3WUTOB JIMLIEH3MOHHOrO Aorosopa (Ha3BaHWs M HOMepa [OKYMeHTa, CpoKa ero
[eNCTBUSA, CTOMMOCTH), KonnyecTBa 6a3 faHHbIX (MaKeToB) U BKAKOYEHHBIX B HUX Ha3BaHWIA.

Mpn nogcyeTe CYMMapHOro KO/MYecTBa Ha3BaHWI WCKKOYatoTCAa LyO6nnpyrowmecs Has3saHus B
nakeTax Ha ofHoI nnatopme.

4.4, [JOKyMeHTbI, MOAroTOB/IEHHbIE K Npuemy B hoHg LIBC, nogsepratoTcs nepBuyHON 06paboTke
N UHAMBUAYaIbHOMY YYeTy.

4.4.1. VHamBuayanbHbIA y4yeT [OKYMEHTOB OCYLUECTB/ISIETCH MyTeM MPUCBOEHUS KaX4OMY
3K3emMnApy AOKYMEHTA MHBEHTAPHON0 HOMepa, CUCTEMHOrO HOMepa KOMMbIOTEPHOW NPOrpaMmbl,
LUTPUX-KOAA N ApYrux.

WHamBuayanbHbll HOMep 3aKkpennseTcs 3a LOKYMEHTOM Ha BCE BPEMS ero HaxOXAeHus B (hOHAe
LIBC. PerucrpaynoHHble HOMepa UCKNHYeHHbIX U3 (POHAA JOKYMEHTOB He MPUCBavBalOTCA BHOBb
MPUHATLIM LJOKYMEHTaM.

IHBeHTapHble HOMepa NPOCTABNAKTCA HEMOCPEACTBEHHO Ha AOKYMeHTax UM OTpaxarTca B
XYpHasie perucrpaLmm MHBeHTapHbIX HOMEPOB, NpuHATOM B LIBC.

JKypHan perucrpaunv MHBeHTapHbIX HOMEPOB LO/KEH UMETb 3aro/fIoBOYHbIE [aHHbIe HyMepauus,
HaVMeHOBaHWe opraHun3auun, CTPYKTYpHOro nofpasfeneHus, aata Hayana U OKOHYaHUs BefeHus
XypHana. B XXypHan BNMUCLIBAOTCA fAaHHble O KaXAOM [OKYMEeHTe: jJara  3anucw,
PErncTpaumoHHbIi HOMep, KpaTKoe 6ubnmorpagmnyeckoe onvcaHve AOKymeHTa (aBTop, 3ar/asue,
TOM, 4acCTb, BbIMYCK, MECTO W rof n3gaHus), LeHa JOKYMEHTa, YKaszaHHas B COMPOBOAUTENIbHOM
LOKYMEHTE,

4.4.2. 'HaMBMAYyanbHblil y4eT NepUOAMYECKMX U3OaHWUA BeAeTCA B PErmMCTPaLMOHHON KapTOTeke
MepPUOANYECKNX U3AaHWIA, NpefHa3HauYeHHONM 415 yyeTa KaKA0ro Ha3BaHNsA U KaXKA0ro aK3eMnsspa,
WK B aBTOMATU3NPOBaHHOM 6a3e faHHbIX.
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[ns nepuofnyecknx W34aHWA B KayeCcTBe PErucTpaLMoOHHbIX HOMEPOB MOryT WCMO/b30BaTbCA
nobble MAEHTU(MUKALMOHHbIE HOMEpa: CUCTEMHbIA HOMep B aBTOMATM3UPOBaHHOW 6ase JaHHbIX,
PermcTpauyoHHbIin (NOpsAKOBbLIN) HOMep 3anucu B PerncTpaLMoHHON KapToTeke.

4.4.3. NHoMBuAyanbHbld Y4YeT [OKYMEHTOB, MMEIOWMX B CBOEM O(OPM/IEHWN [AparoLeHHble
MeTa/lbl U (MKN) [AparoueHHble KaMHW W OTHECEHHbIX K KaTeropum CeldoBOro XpaHeHwus,
OCYLLECTB/IAETCA B CreuuanbHOM PerucTpe, B KOTOPOM, KpOMe TpaAMUMOHHBLIX MNOoKasaTesen,
[laeTCA OnMcaHue BHELUHEro ogopmMieHNUs JOKYMeHTa. Kaxablidi IMCT perncrpa COnpoBOXAAeTCH
MTOrOBOI 3anuUChiO C yKa3aHWeM AaTbl ee COCTaBNEHNS U KONMYECTBA ONUCAHWIA Ha IUCTE.

4.4.4. B peructpax WHOMBMAYa&IbHOTO Yy4yeTa B MNPUMMEYaHWAX YKasblBaeTca Haauuve n BUA
MPWMOXEHNA K OCHOBHOMY [OKYMEHTY, a TakKXe OCOOEHHOCTWU 3K3eMMNApa LEHHBbIX U pefKux
[OKYMEHTOB (Hanpumep, Hasmune YHWKasbHOro nepenneta, MapruHanunii, gegektos u 1.n.). Mpw
Ha/IMuMM nacrnoprta AOKYMeHTa AaeTcA OTCbiIKa K Hemy. B npumeyaHMsaX MOXET YKasbiBaTbCs
NPUHAANEXKHOCTb JOKYMEHTA K KaTEropumn KHXHbLIX NaMATHMKOB.

4.45. NHamBnayanbHbI YUeT 3M1EKTPOHHbBIX CETEBbIX IOKa/IbHbIX [OKYMEHTOB OCYLLECTBAETCS
nyTeM BBOZa B 6a3y [aHHbIX MeTauMH(opmauun O 3arpy3ke [OKYMeHTa B 3/IEKTPOHHYHO
BnbnmMoTeky C aBTOMATMYECKMM MPUCBOEHMEM WAEHTU(IUKALMOHHOIO (CUCTEMHOIO) HOMepa
KaXKAOMY LOKYMEHTY.

4.4.6. NHOMBNAYANbHBIA YYET 3NEKTPOHHBIX CEeTEBbIX YAaNeHHbIX JOKYMEHTOB OCYLLECTBNAETCS B
3NIeKTPOHHOM  BWAe MNyTeM perucTpaumm 6a3 faHHbIX (NakeToB) 6e3 MpPUCBOEHMS UM
perncTpaumMoHHOro Homepa.

B peecTp uvHAMBMAYaNbHOIO y4eTa CeTeBbIX YAa/NeHHbIX [AOKYMEHTOB BKIHOYAKTCA OCHOBHbIE
XapaKTepucTnkM 6asbl AaHHbIX (Maketa): onucaHue 6asbl faHHbIX (Ha3BaHWe, MPOW3BOLMUTENb,
nnaropma 1 (UNM) afpec BXOAA), CPOK OKOHYaHWSA MpaBa AOCTyna, KONMYECTBO Ha3BaHW,
BXOLALLMX B 6a3y AaHHbIX (NaKeT).

B KonnuyecTBO Ha3BaHWI BKHOYaeTcA 06LLee KOMMYECTBO MOSIHOTEKCTOBBLIX AOKYMEHTOB (KHW,
XYpHa/ioB, raser, MaTteHToB, CTaHAApPTOB W APYrMX [LOKYMEHTOB, yuuTbiBaembix B LIBC). He
BK/IHOYAOTCA B 3TO KONMYECTBO AOKYMEHTbI, KOTOPbIE 0ObIYHO HEe U3LA0TCA OTAE/bHO B MeYaTHOM
(hopmarte, Takme Kak Mpounm KOMMaHWi, CTaTUCTUYECKME Tab/uLbl, aHaIUTUYeCKMe MaTepuasbl
MapkeTuHra. [ns 6a3 faHHbIX (NakeToB), He COAepXaliMX MNOMHOTEKCTOBbIX [OKYMEHTOB, B
PEKBM3NTE «Ha3BaHMeE» NPOCTaBAETCA eauHMLA.

4.5. [JoKyMeHTbl, BK/OYaeMble B hoHa LIBC, MapkupytoTcs. Mpn 3TOM MOTyT BbITb MCNO/Mb30BaHbI
WTeMNenn, WHAMBUAYa/IbHbIE LUTPUXOBbIE KOAbl, Apyrne Buabl MapKUPOBKW. OCHOBHbIe
TpeboBaHWs, KOTOpble [O/MKHbI CO6MIOAATLCA NPU  MApPKUPOBKE [OKYMEHTOB: 0603HayeHue
NPUHaNEXHOCTN, 3CTeTWKa, A0NTOBEYHOCTb MapKMPOBOYHOIO 3HaKa, COXPaHHOCTb TeKCTa Wn
APYroii 3HaKOBOW MHhopMaLun.

4.6. Ha JOKyMeHTax, ABNAKOLLMXCA NPUIOXEHNEM K OCHOBHOMY HOCWUTE/IIO W ero HeoTbem/1eMONn
4acTblo, MPOCTABNAOTCA T€ Xe PEKBU3UTBI, YTO N HA OCHOBHOM [IOKYMEHTE.

4.7. ONEeKTPOHHble CeTeBble JI0Ka/IbHble [OKYMEHTbl U 3/1eKTPOHHblE CEeTeBble YAa/leHHble
AOKYMEHTbI NAEHTUPULMPYHOTCA CcreumabHbIMU NMPOrpaMMHbIMU CPeLCcTBaMU.

4.8. TlepBYHbIE YYeTHble [OKYMEHTbI, MOATBEPXAarolime (akT MOCTYNNeHUs, MepesaoTcs B
oyxrantepuio MbYK «LIBC» ans BkntoveHus B yyeT poHga LIBC.

V. YYET BbIbbITVA JOKYMEHTOB N3 ®OHOA MBYK «LIBC»

5.1, 00KyMeHTbI BblObIBatOT 3 (hoHAa LIBC B CBS3M C (PM3MUECKOW YTPaTOM WUAM YaCTUYHOW Nn6o
MONHOW YTPaToin NOTPeOUTENbCKMX CBOMCTB. BbiOblBatOLLMe LOKYMEHTbI UCK/IOYAKOTCS U3 (hoHAA
LIBC n cnuckiBaroTcA.

5.2. VcknoyeHre [OKYMeHTOB u3 oHaa LIBC gonyckaetcd no crnefyrowmM NpuyvMHaM: yTpara,
BETXOCTb, Ae(EKTHOCTb, YCTapesiocTb MO COAEPXKAHUIO, HEMPO(UIbHOCTb.

HenpoguibHOCTb JOKYMEHTOB YCTaHaB/IMBAETCA Ha OCHOBE MPOMUIA KOMIMIEKTOBaHUA (DOHAA UK
MHOTO HOPMATWMBHOrO  [OKyMeHTa, YyTBepaaemoro aupektopom LBC. Tlo  npuuuvHe
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HENPOMWIBHOCTU MOTYT WCKIHOYaThCA M3 (hOoHAA LOKYMeHTbl, He komnsekTyemble LIBEC (mpw
OTKasze OT KOMMIEKTOBAHWS OTAENbHbIX KaTeropuii  JOKYMEHTOB), W3/ULLIHE Ay6neTHble
3K3eMMNNAPbI, 3aMeHEeHHble 60/iee MOMHLIMU MO  COAEPXKaHWMIO, JNYULUMU M0  OOPM/IEHUIO,
(bM3MYECKOMY COCTOSHUIO U3LaHWAMM; MO UCTEYEHUW CPOKa XPaHEHUS JOKYMEHTOB, MPY HU3KOM
YPOBHE YMTaTe/IbCKOro Cnpoca, Npu HeCOOTBETCTBUMN 3N1EKTPOHHbIX LOKYMEHTOB TEXHUYECKOMY U
nporpaMMHomMy obecrieyeHunto LIBC.

5.2.1. NcknoyeHre LOKYMEHTOB MO MPUYMHAM YCTapenocTy Mo COAEPXKaHWo, HenpopuIbHOCTY
(ManocnpalumBaemble), a TakXe MO MPUYMHAM BETXOCTU U [ed)eKTHOCTU He [OMyCcKaeTcs Mo
OTHOLLEHUIO K AUHCTBEHHbIM 3K3eMMSApam LOKYMEHTOB NOCTOSAHHOIO (6eCCPOYHOI0) XpaHeHus.
5.2.2. VIckntoyeHe [OKYMEHTOB, OTHECEHHbIX K KHVKHbIM NMamATHWKAM, [0MYCKaeTCA TO/IbKO Mo
NpuyMHe yTpaTbl NPU YCNOBUM OTPaXKEHWUS WHMOPMaLUMM O KHWKHOM MamAaTHUKe B PeecTtpe
KHWKHBIX NaMATHUKOB.

5.3. BblbbiTe fOoKyMeHTOB U3 thoHga LIBC odopmnsetca «AKTOM O CrMCaHUM WCKITHOYEHHBIX
06bekToB (hoHa LIBC» (panee - AKT 0 cnwvcaHumn) no dqopme (kog no OKY[ 0504144),
yTBEpPXKAeHHOo Mpukazom MuHthmHa Poccum ot 30.03. 2015 N 52H.

B AKTe 0 CnuMcaHWM OTPaXatoTCHA CBEAEHUS O KOMMYecTBe W 06LLeli CTOMMOCTU UCKIHOYaeMbIX
[OOKYMEHTOB, YKa3sblBaeTCA MpPUYMHA WCKIKOYEHUA W Hanpas/ieHne BbIObITUA UCK/IHOHYaeEMbIX
[OKYMEHTOB.

5.4. K AKTy 0 CrucaHUW npuiaraeTcs Crm1coK Ha UCKNKYeHMe 06bekToB (hoHAa LIBC (panee -
CMMCOK), KOTOPbIA BK/IKOYAET CNeaytoLme CBeAeHNS: perncTpauvoHHbIA HOMep 1 LIMGpP XpaHeHUs
[OKYMeHTa, KpaTkoe 6umbnmorpauMyeckoe OnucaHuWe, LeHY [LOKYMeHTa, 3afMKCUPOBaHHYHO B
PerucTpe WHAMBUAY&/IbHOTO Yy4yeTa [OKYMEHTOB, KO3((PULMEHT MepeoLeHKN, LEeHy nocne
MepeoLIeHKN 1 06LLYH CTOMMOCTb UCKIHYaEMbIX JOKYMEHTOB.

[na neyaTHbIX [OKYMEHTOB BPEMEHHOrO XpaHeHWUA [OMyCKaeTCA 3amMeHa CruCKa KHUXXHbIMU
(hopmMynspamu.

55. K AKTYy 0 cnucaHum no npuyMHe yTpatbl W CNUCKY MpUiaralTcs [LOKYMEHThI,
noaTeepxaatoLme ytparty (MOACHUTENbHAA 3amnncka, B Cyvae KpPaku WAN XWLLEHUS - NMPOTOKON,
aKT, 3aK/l0YeHMe YNO/IHOMOYEHHbIX OpraHoB, Mpu BO3MeLLEeHUN yulepba - (IMHAHCOBbIV JOKYMEHT
0 BO3MeLLeHUN yLep6a).

Bo3melyeHre uuTaTensamy yulepba [onyckaeTca B (JOpMe 3aMeHbl YTEPSHHOIo [OKYMeHTa
PaBHOLEHHbIM /IM60 MyTeM [AeHeXHOW KomneHcauuu. Mpy npueme AeHer OT uuTaTenein B3aMeH
YTEPSAHHbIX KHUT UK APYTUX LOKYMEHTOB COCTaB/ISAETCA MPUXOLHbIA OpAep, W YATaTeNo BblAaeTcs
KBMTaHLMS YCTAHOB/IEHHOI0 06pasLia.

5.6. Mpun BO3MeLLEHNN YnTaTeNlEM YyLep6a CTOMMOCTb YTpavyeHHbIX JOKYMEHTOB MPOM3BOAUTCA MO
TeKyLLIen BOCCTAaHOBUTE/IbHOW CTOMMOCTU, TO €CTb U3[aHNe CNUCLIBAETCA U NPUHUMAETCA MO OAHOW
CTOMMOCTW, WCYUCNISIEMON HA OCHOBE MepPBOHAYa/IbHON CTOMMOCTM C Y4YETOM MpPOV3BEAEHHbIX
nepeoLieHOK.

Mpy yTepe WAN XULLEHUM LEHHbIX W PeAKUX KHUT AN1A ONpefeneHns ux CTOMMOCTU KOMUCCUSA
MOXET MpuWB/eKkaTb K CBOe paboTe COOTBETCTBYIOLUMX IKCMEPTOB, a TaKXKe WCMo/Ib30BaTb
MaTepuanbl HayYHO-METOLMYECKMX LEHTPOB, KHUXHbLIX ayKUMOHOB N ApMapoK. B 3atux cnyyaax
orpegeneHne  MNPUYMHEHHOTO  yuwlepba npefefibHbIMA  KO3(PUUMEHTAMN  KPaTHOCTUM  He
OrpaHn4ymBaeTcH.

57. AKT 0 crnucaHuWM Mo OAHOW W3 MPUYMH, YKa3aHHbIX B M.5.1, C NPUIOXKEHHLIM CMUCKOM
MOANUCLIBAETCA MpefcefaTeNleM W YfieHaMU KOMUCCUM MO COXPaHHOCTM (DOHAOB, YTBEpXaeTcs
Anpektopom LIBC.

5.8. Tlocne yTBepXaeHus AKTa O CMUCaHWW  OCYLUECTBAAKOTCA  Mepornpuatus o
nepepacnpegeneHunio 1 peanmsaumm cnnucaHHbIX 06bekToB (hoHga LIBC.

5.8.1. [okyMmeHTbl (crnmcaHHble 06bekTbl (hoHAa LIBC), MCKIOYeHHble MO NpUYMHaM BETXOCTH,
fedeKTHOCTK, YCTapesiocTV MO COAEPXKaHWUI0, HarpaeffTCA B MYHKTbl BTOPUYHOIO CbIPbS.
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WcknoyeHHble 13 (DOHA0B MUKPOOPMbI Ha ranoreHnaocepebpsaHoi nineHke noanexar cgadve Kak
cepebpocogepxallime 0TX04bl B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickor defepaumnu.

B AKTe 0 cnncaHUM OTPaXKarTCA HaMMeHOBaHWe, HOMep W JaTta AOKYMEeHTa, MOATBEPXKAatoLLero
(haKT cAaunm CnucaHHbIX OOBEKTOB B MYHKT BTOPUYHOIO CbIpbs, WM aKTa 00 YHUUTOXEHWUM
cnmncaHHbIX 06beKToB (hoHAa LIBC. JoKyMeHT npunaraetcs K AKTY O CMCaHWUM CO CMICKOM.

5.8.2. [okymeHTbl (crnucaHHble 00bekTbl (oHAa LIBC), WCKAKOYEHHble N0 NpPUYKUHE
HenpoUILHOCTK, MepeaatoTCs HO akTam B (DOHJ BPEMEHHOrO XpaHeHust B LeNsX AasbHeiLuein
peanu3almmn pU3NYeCKUM 1 HOPULNYECKUM NULAM.

5.9. Mocne 3aBeplUeHUs MeponpuATUA, NPEeLYCMOTPEHHbIX AKTOM O CMUCAHUW WCKIHOYEHHbIX
06bekTOB (hoHaa LIBC, nepBblii 3k3emnnsp AKTa O CMMCaHWM CO CMMUCKOM W [JOKYMEHTOM,
NoATBEPXKAaOWMM BbIObITUE, MepesaeTca B OyXraTeputo, BTOPOM ak3emnasap octaetcsd B OPED
LIBC, TpeTuit ak3emnnsp - nepegactcs 6ubnnoTeke-gunnany, ocyLLeCTBMUBLLEN CMCaHME.

Ha ocHoBaHMM AKTa 0 CNUCaHMU WCKNHOYEHHbIX 00bekToB (hoHAa LBC 6mbnmoTteyHoe
nofpasgfeneHvie n byxrantepus BHOCAT U3MEHEHUS B COOTBETCTBYHOLLME YYETHbIE JOKYMEHTbI.

5.10. AKTbI O CMIMCaHNN PErUCTPUPYIOTCA B KHUIe CyMMapHoOro y4yeta qoHza LIBC

5.11. B XXypHasie perncrpaumm WHBEHTapHbIX HOMEPOB MPOCTaBMAETCA HOMep M JaTa AKTa O
cnmcaHuu.

5.12. Bce uckntovaemble 13 oHaa LIBC AOKYMeHTbI (KHUMW, XXYpHasbl, ApYyrve BUAabl JOKYMEHTOB)
AO/MKHbI ObITb COOTBETCTBYHOLLMM 06pa3oM OPOPMIEHbI: CcrneumanbHbIM WTeMNesieM A0/MKHbI ObITb
noratueHs! wramnsl LIBC.

5.13. DNeKTPOHHbIe CETEBbIE JIOKA/IbHbIE JOKYMEHTbI YAANATCA U3 3/1EKTPOHHON 6UBIMOTEKM Ha
OCHOBaHMM AKTa O Cru1caHuM C yKasaHueMm NpUYnHbl UCKNOYeHNs. HaumeHoBaHWe, HOMep U aata
aKTa BBOAATCA B 6a3y JaHHbIX B KAUYeCTBe MeTauH(OpPMaLMN K COOTBETCTBYHOLLEMY LOKYMEHTY.

Ha ocHoBaHWM BBefeHHbIX CBELEHWA NMpPorpaMMHbIM Croco6oM (opMupyeTcs nepedeHb AKTOB O
crnvcaHun (peectp CyMMapHOro y4yeTa BblObITUS CETEBbIX JIOK&/IbHbIX [AOKYMEHTOB) W MepeyeHb
CMUCaHHbIX OOBLEKTOB 3MIEKTPOHHOW OUBIMOTEKM (PeecTp WHAMBUAYaNbHOIO Y4eTa BblObITUSA
CETEBbIX JIOKA/IbHbIX JOKYMEHTOB).

5.14. BbIObITME 3MEKTPOHHBLIX CETEBbIX YAaNeHHbIX AOKYMEHTOB He O(OPM/ISETCH CreLnanbHbIM
AOKYMEHTOM. [OATBEPXAEHMEM BbIOLITUS ABNSETCS WCTEUYEHWE CpOoKa [eiCTBMS [OKYMeHTa
(ooroBopa, KOHTpakTa, JMLEH3NOHHOIO CcOrnaweHns), O(OPMJIEHHON0 Ha MpaBo AocTyna K
onpeseneHHon 6ase faHHbIX (MakeTy) CeTeBbIX JOKYMEHTOB, U OTCYTCTBME [OroBOpa, KOHTPakKTa,
NINLEH3NOHHOrO COrnaLleHms, 0hOpMIEHHONO Ha HOBbIA CPOK.

5.15. ExkekBapTa/ibHO, MpW yCOBMM M3MeHeHuMsi cocTaa OLLOW, obume cBegeHMs 0 KOM4YecTee U
CTOMMOCTW [OKYMEHTOB, CnucaHHbIX 13 oHpa LIBC, Kak o6bekTa 0C060 LEHHOro ABMXXMMOro
MMYLLECTBA, C YKaszaHWeM MepeyHsi AKTOB O CMWCaHUW, MPUYMH W HanpaBNneHWUi BbIObITUA
[OKYMEHTOB, MPeLCTaBNA0TCA yupeautento. KonnyecTso BblObIBAOWMNX JOKYMEHTOB HE [O/HKHO
npeBbIWaTh KOMMYeCTBa BHOBbL NMOCTYNaKoLWmnX 4oKymMeHToB B (hoHA LIBC.

VI. YYET UTOIroB ABVM>XXEHUNA ®OHOA MBYK «LUBEC»
6.1. Torn aBmxeHns (hOHA0B NOABOAATCA B KHUIre CyMMapHOro yyeta oHga LIBC Ha ocHoBaHWK
[aHHbIX CYMMapHOro y4yeTa 0 NOCTYMN/eHUN 1 BblObITUW JOKYMEHTOB.
ToroBble faHHble WMEKT YeTblpe 0053aTeNlbHbIX MNOKasaTens: COCTOSANI0 Ha Hayano roja,
MOCTYMW/IO0 3a rof, BblObINO 3a rof, COCTOMT Ha KOHeL, roja.
iITorosble pAaHHble MO 3NEKTPOHHLIM CETEBLIM YAaNeHHbIM [OKYMEHTaM NpeAcTaBnATCA
CMeflytoLUMY NOKa3aTeNsaMy YYeTHbIX eAVHNL,: COCTOSNI0 Ha Hayalo roga, opopm/IeHo B AOCTYM B
TeyeHue rofa, 4OCTyN NpekpalleH B TeyeHue rofa, COCTOUT Ha KOHeL, roja.
6.2. CBefeHMsi 06 MTOrOBbIX AaHHbLIX (DUKCUPYHOTCA B (POPME rocyAapCTBEHHOM CTaTUCTUYECKOM
OTYETHOCTM U NPeLCTaBNATCA ANA Leneld rocyAapCTBEHHOM CTaTUCTUYECKON OTYETHOCTM.
ToroBble faHHble 06 06MeHHOM (hOH/e He BKNOYatoTCS B 06Lme nokasatenu oHga LIBC.
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VII. MPOBEPKA HATNMUNA AOKYMEHTOB ®OHAA MBYK «LIBC»
7.1. TlpoBepka Hannuusa aokymeHtoB (poHaa LIBEC (panee - nposepka hoHAR) MPOM3BOAMTCA B
06s3aTe/IbHOM NOpsAKe:
- NPV BbISBNIEHUM (DAKTOB XMLLEHWS, 3/10YNOTPEBNEHNA UK MOPUN LOKYMEHTOB;
- B Cny4ae CTUXWMIAHOrO GeACTBUA, MoXKapa Wan ApYrux ypesBblyaliHbIX CUTYauuid, Bbl3BaHHbLIX
3KCTPeMa/ibHbIMU YC/TOBUAMU;
- NPY peopraHn3aLnmn Unn IMKengaumm 6ubnnoteku-unuana.
[na nposeaeHns NpoBepok avpekTopoM LIBC HazHavaeTcs KOMUCCUSA, B COCTaB KOMUCCUN [O/IKEH
BXOAMTb MPeLCcTaBUTelb ByXrantepun.
7.2. TpoBepka (hoHAA B MNAHOBOM MOPSAAKe OCYLLEeCTBAAeTCA MO npukasy aupektopa MbBYK
«LIBC» B cnepytoLme CpoKu:
- [OKYMEHTbI, MMeloLwmne B OpOpPMIEHNN AparoueHHble MeTaibl U (UK) AparoueHHble KaMHU -
€XKErofiHo;
- POHA peaKuX 1 LUEeHHbIX KHUT - OfMH pa3 B 5 fier;
- (hoHAb! 6MBAMOTEK A0 50 ThICAY YUETHBIX e4UHWL, - O4NH pa3 B 5 NeT;
- (hoHabl 6nbnMoTeK oT 50 A0 200 ThICAY YUYETHbIX €ANHWL, - OAVH Pa3 B 7 NET;
- (hoHAb! 6n6AMoTeK oT 200 ThICAY 4O 1 MUNIMOHA YYETHbIX eANHNL, - OAMH pa3 B 10 fieT;
- (hoHabl 6nbMoTeKk oT 140 10 MUNNMOHOB YYETHBIX eAMHUL, - OANH pa3 B 15 NeT;
- (hoHabl 61bnnoTek ot 10 40 20 MUNINMOHOB YYETHbIX eAVHNL, - oanH pa3 B 20 NeT;
- (hoHAbI 6UBNMOTEK CBbILe 20 MANTMOHOB YYETHBIX eAUHUL, - 1 MANIMOH 3K3EMMNISPOB B rOf.
MnaHoBas nposepka (oHaa LIBC MOXeT OCyLLeCTBAATLCA MO3TANHO B COOTBETCTBUM C FPagiukom
NpoBeAeHNs NPOBEPKWN BCEro (oHAa WM ero 4YactTm (B TOM 4UCe PefKUX N LEHHbIX KHUr) C
OrnpefeneHneM CPOKOB M KOJIMYECTBA M1IaHNPYyeMoro obbema paboThl.
7.3. [lpoBepka 3NIEKTPOHHbLIX CeTEBbIX JIOK&/bHbIX [OKYMEHTOB  OCYLLUECTBASETCA O
KO/INYEeCTBEHHBLIM MOKa3aTeNaM, a TakKXe M0 KOHTPO/bHbIM CymMMmaMm, MO03BONAIOLLMM BbISBUTb
N3MEHEHNS B LOKYMEHTE.
[MpoBepka AOCTYNHOCTU 3/IEKTPOHHBLIX CeTEBbIX YAaSIeHHbIX AOKYMEHTOB OCYLLECTBSAETCA C
aflpecoB BX0[a, YKa3aHHbIX B PErUCTpe MHAMBUAYAIbHOTO y4eTa.
7.4. TlpoBepka BCero (PoHAa WAM ero 4acTu 3aBepLUaeTCA COCTaB/IEHMEM aKTa O pe3y/nbrarax
MPOBeAEHNA MPOBEPKU HaMUUA [OKYMEHTOB (oHAa LIBC u npunoXxeHuem K Hemy CrvMcka
[AOKYMEHTOB, OTCYTCTBYIOLLMX MO HEYCTaHOB/EHHOW MPUYMHE.
B akte (DMKCMpYIOTCH CBefeHUs O KO/M4YecTBe AOKYMeHTOB (oHaa LIBC Mmoo paHHbIM yu4era;
[JOKYMEHTOB, WMEIOLWNXCA B HaMyYUW; [OKYMEHTOB, OTCyTCTBYWOWMX B (hoHge LIBC no
HeYCTaHOB/IEHHON MNpuU4YMHe. B akTe Takke YKasblBalOTCA HOMep M fgarta akra O MpoBefeHMU
npegblaywein npoBepkn. AKT C NPUIOKEHWEM CNUCKa [OKYMEHTOB, OTCYTCTBYIOLIMX MO
HeYCTaHOB/IEHHOW  MpWYMHe, MOAMUCLIBAETCA MpeAcedatesieM W YleHaMyM  KOMUCCUK 1
yTBepxaaetca anpektopom MbYK «LIBEC».
75. Tpy BbiSBNEHWM B MpOLECCe MPOBEPKM (POHAA OTCYTCTBYHOLMX [OKYMEHTOB MU
HEBO3MOXXHOCTM YCTaHOB/IEHUA BWHOBHbLIX /ML, YObITKM MO HefoCTayam CrUCbIBAtOTCA B
COOTBETCTBMU C JENCTBYIOLLMM 3aKOHOLATENIbCTBOM. [MPOLEHT AOMYCTUMOWN HELOCTauM He MOXET
npe.bIlaTb 1% 0T 06LLero KonnyectTsa 6M6IMOTEUHOTO POHAA.

Vil JENOMPOM3BOACTBO B OPITAHU3ALNI
YUETA ®OHOA MBYK «LUBC»

8.1. OpraHuszauma paboTbl ¢ JOKYMeHTamK no y4yeTy ¢oHga LIBC ocyuwiecTBnseTcs no npasuiam
BefleHNsA [eN0Npon3BOACTBA.

8.2. CpoKn XpaHeHUa JOKYMEHTOB YCTaHaB/MBAKTCA B COOTBETCTBMM C [Mpukazom MuHuUCTepcTBa
KynbTypbl Poccuiickoii ®egepaunm ot 25.08.2010 N 558 «O6 yTBepaeHWUM [MepeyHs TUNOBbIX
yrpaB/ieHYeCKNX  apXMBHbIX  [JOKYMEHTOB, 00pasylowuxcs B  npouecce  AeATeNbHOCTU
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roCcyJapCTBEHHbIX OPraHoB, OpraHOB MECTHOrO CamMOynpaB/ieHUA W OpraHuM3auuii, ¢ yKasaHuem
CPOKOB XpaHeHWs», 3apernmcTtpupoBaHHbIM MuHocTom Poccuiickoii Pepepauum  08.09.2010
N18380.

8.2.1. TocTosHHO, [0 NWKBMAAUMM OWONNOTEKU-PUIMANE, XPAHATCA >KYpPHabl perucrpauum
MHBEHTapHbIX HOMEPOB, KHUIM CYyMMapHOro yyeTa JOKYMEHTOB, YYeTHbIn KaTanor doHaa LIBC.
8.2.2. B TeueHune gecAatu NeT XpaHATCA AKTbl O CIMCAHUM UCK/TOYEeHHbIX JOKYMEHTOB (hoHaa LIBC
M aKTbl O MpYemMe-repeaaye CnmcaHHbIX 4oKyMeHToB (hoHAa LIBC.

8.2.3. B TeueHWe nNATU NIeT XPaHATCA MepBUYHbIE YYeTHble AOKYMEHTbl, MOATBepXAaloLuve
MoCTynseHvie JOKYMeHTOB B ooHA LBC (HaknagHble, akTbl O MpMEMe, aKTbl CAAYN-NIPUEMKN).
8.2.4. [J0 OKOHYaHWsA OuyepefHOV NPOBEpKM (HOHAA XPaHATCA aKTbl O pe3yfbTaTax NpPOoBeLeHus
MPOBEPKN HaMuna JOKYMeHTOB hoHza LIBC.
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