MUWHUCTEPCTBO KY/IbTYPbl POCCUMCKOMN DEAEPALIUN

NPUKA3
oT 2 geKkabpa 1998 r. N 590

Ob YTBEPXKAEHNUN "MHCTPYKLUUU OB YYETE BUBJIMOTEYHOIO ®OHAA"

1. YtBepauTb "UHCTpYKUMIO 06 yueTe 6ubanotedHoro poHaa" (MpunoskeHue).

2. YnpaBneHuto 6ubAMOTEK, HayKn U UHbopmaTm3aumm (KysbmuH E.U.) HanpaBuTb "UHCTPYKUMIO
06 yuyete 6ubanoteyHoro poHaa" B TePPUTOPUANbHbIE OpraHbl yNpaBaeHUs KyabTypbl, pegepanbHble
6ubnnoTekmn, BbiclMe YyyebHble 3aBefeHuMsA, roToBAwMe 6GubanoTeyHble Kaapbl, 6ubanoTeyHble
TEXHUKYMbI M B MHCTUTYT NepenofroToBKM pabOTHUKOB UCKYCCTBA, KY/IbTypbl U TypU3ma.

3. KoHTpo/b 3a BbiNnoAHeHWeM lNpuKasa BO3N0XKUTb Ha 3amecTutena MuHuctpa emuna B.[1.

MwuHucTp
B.K.ETOPOB

MpunoxkeHune

K MpuKasy MuHUCTpa KyabTypbl
Poccuiickon depepaumm

oT 2 aekabpsa 1998 r. N 590

MNpukasom MuHobpasoBaHuMa PP ot 24.08.2000 N 2488 yrBepaeHbl MeTtoanyeckue
peKomMeHAaLMM No NPUMEHEHUIO AAaHHOM MHCTPYKUMK B BUBAnMoTeKax 0b6pa3oBaTeibHbIX YUPEKAEHWNNA.

MHCTPYKUMNA
OB YYETE BUBJ/IMOTEYHOIO ®OHAA

Hactoawasa MHcTpyKkuma obasatenbHa A8 NPUMEHEHMSA B FOCYAAPCTBEHHbIX MU MYHULMNAAbHBIX
6ubnnotekax Poccuiickon Pepepaunn. OHa onpegenseT obwme npaBuaa y4vyeTa [LOKYMEHTOB,
cocTaBasAoWwmx 6ubaMoTeyHbit GoHA, He3aBUCUMMO OT cTaTyca 6ubavMoTeku, CTpyKTypbl ee doHAa,
OPraHU3aLMOHHO-TEXHOJIOTMYECKMX OCOBEHHOCTEN <*>,

<*> Bxogawmin B 6UBAMOTEYHbI GOHAO, PYKOMWUCHbIM GOHA Y4MTbIBAETCA B COOTBETCTBUU C
HacTosLlen MHCTpYKLUMENH M HOPMATUBHBIMM SOKYMeHTaMn PesiepasibHOM apxXMBHOM CyXKbbl Poccum.

1. OCHOBHbIE MOHATHA

[na ueneit HacToAwwen MHCTPYKLMM UCNONBb3YIOTCA CAeaytowme NOHATUA:

1.1. ApXvBHbIA LOKYMEHT - LOKYMEHT, COXPaHAEMbI MAM NOSAEXKAWMIA COXPAHEHUIO B CUTY €ro
3HAYMMOCTM N5 obLwecTBa, @ PaBHO MMEKOLLMIA LLeHHOCTb A1 COOCTBEHHMKA.

1.2. AyavosusyanbHbiid gokymeHT (AB[]) - AOKYMEHT, codepialumii n3obpasutenbHyo n/uam
3BYKOBYIO M TEKCTOBYO MHOPMALLMIO, BOCMIPOMU3BOAUMYIO C MOMOLLbIO TEXHUYECKMX CPeaCTB.

1.3. bubanoTeuHbit ¢doHA - ynopALOYEHHAs COBOKYMHOCTb [LOKYMEHTOB, ¢dopmupyemasn
61bMoTEKON ANA XPaHEHMA M NPefOoCTaBAEHNA BO BPEMEHHOE M0/1b30BaHMNE YMTaTeNAM U aboHeHTam.

1.4. banaHcoBasa ctoumocTb ¢oHAA - CTOMMOCTb bubanoTeyHoro ¢oHAA, OTpakaemaa B
byxrantepckom yuere.

1.5. BbibbiTe n3 doHAa - ABUKeHMe GoHAA B CBA3WM C UCK/IOYEHUEM, NepecTaHOBKOW B Apyrue
nogpasgeneHuns 6UbIMOTEKN N CNUCAHUEM LOKYMEHTOB U3 BUBANOTEKN.

1.6. [OsukeHne ¢oHAa - npouecc MNOCTYN/EHUA W BblObITUA [OKYMEHTOB, OTpPa)Kaembll B
61bAMOTEYHOM YYETHOM AOKYMEHTALMMN.



1.7. EpmHuua yyeta GOHAA - YHUOMLMPOBAHHAA €4AMHMLA UCYUCIEHMUS BENINYMHBI U ABUNKEHUA
¢doHaa.

1.8. EanHunua xpaHeHus GOHAA - OTAE/bHbIN AOKYMEHT UM UX COBOKYMHOCTb, Y4MTbiBaeMble Npw
XPaHEHWW KaK afiemeHT GoHAa.

1.9. UHanBUAYaNbHbIV yYeT - perncTpaums B y4eTHo Gopme KaxKAoro sK3emnisapa SOKYMEHTa
WM KaXKL0ro HasBaHMA SOKYMEHTa, NocTynatowero B GoHg 6MbanoTekn nam BobibbIBatOLLETO U3 HETO.

1.10. UckntoyeHne JOKYMEHTOB 13 GOoHAA - U3bATUE U3 BUBAMOTEUYHOTrO POHAA U CHATUE C yYeTa
6nbanotekn HenpodwabHbiX, AedeKTHbIX, AYONETHbIX, BETXMX, YCTAPEBLUMX AOKYMEHTOB, a TaKXKe
YTPaUY€eHHbIX MO KaKUM-TMB0 NPUYMHAM.

1.11. KHMXKHbI NaMATHUK - pegkun mam ocobo UEHHbIM  [OKYMEHT, OT/iMyatowminca
BbIAAIOWMMNCA UCTOPUYECKMMU, HAYYHbIMM, XYL,0MKECTBEHHO-3CTETUYECKUMMU U MOAUrPadUYECcKUMU
[AOCTOMHCTBAMM U OTHECEHHbIV K QOHAY PeAKUX U LEHHbIX JOKYMEHTOB.

1.12. NepeoueHoYHbIN Ko3pPULMEHT - yTBEPKAEHHbIN MpaBuTenncteom Poccuinckoin Pepepaumnn
uMdPOBOIM MHOXKUTEND, MPUMEHAEMbIM NPU pacyeTax CTOMMOCTU BUBIMOTEYHbIX GOHA0B.

1.13. NepecTaHOBKa - Nepefaya AOKYMEHTOB B Mpefenax LeNCTBYIOLWMX U pe3epBHbIX GpoHL0B
oAHoM bubmoTekn.

1.14. NoctynneHne B ¢oHL - nonosHeHne ¢oHOa 6GMBAMOTEKM B pesy/abTaTe MOJAyYEeHUs
0653aTe/IbHOr0 3K3EMMNIAPA, MOKYMNKW, MOAMUCKM, fapeHus, obMmeHa nam ntoboro gpyroro crnocoba.

1.15. MpoBepka ¢oHAa - NEPUOANYECKMI MEepeyyeT AOKYMEHTOB C Le/iblo MOATBEPIKAEHUA WX
Ha/IMYKSA, a TaKKe YCTAHOBIEHMA UX COOTBETCTBUS YYETHLIM AOKYMEHTaAM.

1.16. PbIHOYHas LeHa - UEeHa, CKNaAbIBAOWANACA Ha PbIHKE COOTBETCTBYHOLLEN MPOAYKUMUN (KHUT,
AB/Jl, 3n€KTPOHHbIX U34aHWI) C y4ETOM 3KOHOMMUYECKOWM CUTYaLUW, TEHAEHLMI CNPOCa U NPEA/IOKEHUS,
KOHKYPEHLUMN.

1.17. Cuctema yyeTa [OKYMEHTOB - OPraHWM3aUMOHHO YNOPAAOYEHHAs COBOKYMHOCTb BWAOB,
MeToZL0B U cnocoboB yyeTa fOKYMeHTOB, AnddepeHUMPOBaAHHbBIX B COOTBETCTBUM C UX CTATYCOM.

1.18. CymmapHbIi yyeT - pernctpaums B y4eTHOM Gopme BCEX BUAOB LOKYMEHTOB MapTUSMM C
Le/blo NOJIyYeHUs TOYHbIX CBEAEHMUI O BE/IMYMHE, cocTaBe GpoHAA BUBIMOTEKN U MPOUCXOAALLMX B HEM
N3MeHeHUAX (MOCTyNeHNN, NepemMeLLeHN, BbIObITUN).

1.19. YueT 6ubamnoteyHoro poHaa - KOMMIEKC onepaLmin, obecneynsaoWmMx GUKcaumo ceeaeHni
0 Be/INYNHE, CoCTaBe U ABUKeHMM GOHZA NO YCTAHOB/EHHbIM NPaBMUAaM.

2. OBLWME NONTOXKEHUA

2.1. Yyet 6ubanoTeyHoro ¢oHAA OTparkaeT NOCTyn/eHMe AOKYMeHTOB B ¢OHZA, BblObiTME M3
doHpa, BennuMHy Bcero 6ubnamotedHoro ¢oHAa, ero nogpasgeneHuin U CAyXKUT OCHOBOM Ans
rocyZ,apCTBEHHONO CTaTUCTUYECKOro y4YeTa, OTYETHOCTU BUBANOTEKN, NIAHUPOBAHWA ee AeATebHOCTH,
obecrneyeHns coXpaHHOCTM GOHAA, KOHTPOJIS 33 HAIMYMEM U ABUNKEHUEM LOKYMEHTOB.

2.2. K BefeHUI0 yyeTa NpeabaBaaloTca cneayowme TpeboBaHuA:

- NOJIHOTA W J,0CTOBEPHOCTb YYeTHOM nHpopmaumu;

- LOKYMEHTMpPOBaHHOE 0pOpPMIIEHME KaXKLOT0 NOCTYNeHUA B GOHA 1 BbliObITUA U3 GOHAQ;

- COBMECTUMOCTb npuemoB M ¢GOPM  yyeTa, WX HAZEMKHOCTb B YCAOBUAX MPUMEHEHUA
TPagMLMOHHOW U aBTOMATU3NPOBAHHOM TEXHO/IOTUW;

- COOTBETCTBME HOMEHKNATypbl TMOKasaTenei ydyeta 6ubAnoTeyHoro ¢OHOA aHa/OrMYHbIM
MOKas3aTe/IfiM rocy,apCTBEHHOMN CTAaTUCTUKM.

2.3. YueT 6Mb6mMoTeYHOro GOHAA BKIOYAET: NMPUEM LOKYMEHTOB, X MAPKUPOBKY, PerncTpaumto
Npv NOCTYNJIEHUU, NEPEMELLEHMU, BbIOLITUM, @ TaK:Ke NPOBEPKY HAMYMNA LOKYMEHTOB B oHZe.

2.4. YyeTHaa uHdopmaumsa, NpeAcTaBAeHHAs KaK B TPAAWLUMOHHOM, TaK M B KOMMbIOTEPHOW
bopmax, MMeeT 04MHAKOBYIO OPULUYECKYIO CUAY.

Ha paBHbiXx MpaBax MWCMoOAb3ylTCA 6aHKM  YYETHbIX  AOKYMEHTOB, M3rOTOBJ/IEHHblE
nonurpadpuyeckumm cnocobamm, 1 61aHKK, pacneyarTaHHble C MOMOLLLIO KomMbloTepa. OHU MOTYT HbITb
chopmMmpoBaHbI NMPY MOMOLLM CTAHAAPTHBIX MPOrPAMMHbIX MAKETOB WM MHAMBUAYA/bHbIX MPOrPaMM,
CO34aHHbIX A1a BegeHus yyeta GoHAa B KOHKPETHOM BubanoTeke.



2.5. YHudMKauma Bngo., cnocobos u eguHUL, yueTa 4OKYMEHTOB B 6ubanoTtekax obecnevmnsaercs
cobnofeHnem CTaHAAPTOB, OTHOCALLMXCA K BUbAMOoTEYHOMY geny, a TakKe TpeboBaHM HacToALlew
NHCTPYKLUMU, APYTUMM HOPMATUBHbBIMKW OKYMEHTaMM No bubavoTeyHomy aeny.

3. CUCTEMA YYETA BUBJIMOTEYHOIO ®OHAA

3.1. Cuctema yyeTta 6ubanoteyHoro ¢poHAa BKAOYAET:

- BHYTPUOUBIMOTEYHDBIN YYET BCEX NOApPa3aeneHunit bubnmoteyHoro poHaa;

- TOCYapCTBEHHbIN CTaTUCTUYECKUI yueT bubamnotedHoro poHaa no popme "6-HK";

- 0cobblIli (CNeumMannsmMpoBaHHbIi) rocyaapCcTBEHHbIN YyYeT OTAEe/IbHbIX KaTeropuii 4OKYMEHTOB:

- KHUXKHbIX NaMATHWUKOB;

- APXMBHbIX LOKYMEHTOB, HaxoaawWwmxca B GoHaax 6MbanoTek.

3.2. ®depepanbHble U pernoHanbHble 6MbanoTeKkU, GopMUpYOLLME HALNMOHAIbHLIN 6MBAMOTEYHO-
nHdopmaumoHHbI GoHg Poccuitickoit Pegepaumm Ha ocHoBe BecnnaTtHOro ob6a3aTesIbHOro aK3emnaspa
B COOTBETCTBUM C 3aKoHOM Poccuiickoit ®epepaumm "O6 06A3aTenbHOM 3K3emMnaApe AOKYMeHTOB"
(1994 r.), BegyT yueT aTOro poHAa B COOTBETCTBUM C HacToAlel MHCTpyKume.

3.3. YueT 0c0b60 UEHHbIX W peaKUX W3OaHWUNA, OTHECEHHbIX K KHUMKHBIM MNaMATHWKaM,
OCYLLEeCTBNSETCA B COOTBETCTBUM C 3aKoHozaTenbcTBom Poccuitckoli depepaumm 06 oxpaHe w
MCMO/Ib30BAHUN NaMATHUKOB WCTOPUM U KY/AbTypbl, HacTtoswein WHCTpyKuMen UM HOPMATUBHbIMU
OOKYMEHTaMM O KHUMKHbIX MaMATHMKax Poccuiickoi Depepaunn.

KoHcynbTaHTlAOC: NpumeyaHue.
OcHoBbl 3aKkoHogaTenbctBa PP 06 ApxmBHom ¢doHae PP yTpaTuam cuay B CBSA3M C NPUHATUEM
PepepanbHoro 3akoHa ot 22.10.2004 N 125-93 "06 apxmsHom gene B Poccninckoit epepaumn’.

3.4. YyeT apXmBHbIX [LOKYMEHTOB, KOTOPbIE MOCTOAHHO XPaHATCA B GOoHAAX BUOMOTEK M OTHOCATCA
K ApxusHomy ¢oHay Poccuinickoit Pepepaumn, perynmpyetca "OcHoOBaMW 3aKOHOAATE/bCTBA
Poccuiickon ®epepaummn 06 ApxmusHom doHae Poccuitckoit ®Pepepaunn n apxmsax”, "MonoxeHnem ob
ApxmHom dpoHae Poccuiickon Pepepaummn™ n HactoAawen NHCTpyKLMeN.

Bubnnotekn, umerowme B cBOUX GOHAAX AOKYMEHTbI rOCYLapCTBEHHOM YacT ApxmBHOro GoHAA
Poccuiickon Pepepaumu, yumTbiBalOT MX B COOTBETCTBUM C "lonoxeHnem 06 ApxuBHOM QoHae
Poccuiickon depepaumn”.

4. OBBEKTbI M EAVMHNLbI YHETA BUBJIMOTEYHOIO ®OHAA

4.1. ObbeKTamm yyeTa 6UbAMoTEYHOro GoHAA ABASAIOTCA AOKYMEHTDI, NOCTYNatoLwme B 6ubanoTeky
1 BblObIBalOLWME U3 HEE, HE3ABUCMMO OT BUAA AOKYMEHTA U €r0 MaTepuasibHOW OCHOBbI.

MpumeyaHue. He nogaexar yyeTy 1 He BKIOYatoTCA B GOHA, BMBAMOTERM MaTepmabl CIyKebHOoro
HasHayeHWa (NporpammHblie MNPOAYKTbI, ABAAlOWMECA PABOYMM  MHCTPYMEHTOM OGUBAIMOTEUHbIX
PaboTHUKOB M NPOrPaMMMCTOB, U MaTepuasbl, NpuobpeTaembie gaa opopmaeHus 6UBANOTERN, APYTX
noAcobHbIX paboT, He CBA3aHHbIX C KOMMNJIEKTOBaHMeM 61MbanoTeyHoro ¢poHaa).

4.2. B cootseTtctBum ¢ NOCT 7.20-80 "CUBMA. EanHuubl ydyeta ¢oHA0B 6MOANOTEK M OpraHOB
Hay4YHO-TexXHUYeckon MHopmaummn" n nameHeHusam K Hemy (MameHeHne N 1-10 1984), BenMuMHA U
ABUKeHWe GoHAA M3MEPAITCA B OCHOBHbBIX U AONOJHUTENbHBIX €AMHULLAX.

4.2.1. OcHOBHble eANHULbI y4eTa NOCTYNAEHUI U BblIObITUA B BUBAMOTEYHOM OHAE:

1) Ha3BaHWe - KaXkg0e HOBOE WM MOBTOPHOE U3faHWe, APYroi OOKYMEHT, oT/iuuatowmecs oT
OCTa/IbHbIX 3arfaBUem, BbIXOAHbIMWU AaHHbIMW WU APYTUMU SN1EMEHTaMU OPOPMAEHHUS;

2) 3K3eMNAIAp - KaXKaan OTAEe/bHAA eAMHMLA LOKYMEHTA, BKAoYaemas B GOHA UK BbibbliBatoLwLas
u3 Hero.

Obwaa BennunHa d¢oHAa M ero nopgpasfeseHUid yuuTbiBaeTcA B 3K3emnaapax; ¢oHAa,
cbopMMpPOBaAHHOIO M3 NOCTYNJIeHMI nocne BBegeHuA B aenctene NOCT 7.20-80 - B aK3emnaapax u
Ha3BaHMAX.

4.2.2. lononHUTeNbHblE eanHULpBI yYeTa GoHAa:



1) rogoBOli KOMMNIEKT - COBOKYMHOCTb HOMEPOB (BbIMYCKOB) Nepuoauydecknx usgaHuii 3a rog,
NPUHMMaeMasn 3a O4HY yYeTHyto eguHuLy GoHAa;

2) MeTponosika - Me)KAyHapoAHas eAuHULA ydeTa Be/nyuHbl GoHAa, namepsemas Kak 1 m
CTeNNAXKHOW NONKM, 3aHATOM U34AHUAMW UAN APYTUMWN LOKYMEHTaMu;

3) nepenneTHaa eguHMua (NOAWMWBKA) - COBOKYMHOCTb HOMEPOB MNEPUOAMYECKUX WU3LaHUM
(MOKYMEHTOB), CLUMTbIX, MepenneTeHHbIX WAW CKPenJeHHbIX Apyrum cnocobom B OOHO LeNoe U
NPUHMMAEMbIX 33 OLHY YYeTHY0 eanHuLy boHAa.

4.3. N3paHua n Heonyb6/IMKOBaHHbIE AOKYMEHTbI

4.3.1. OCHOBHbIMW €AUHMLLAMM YYETA HOBbIX MOCTYNAEHWNI B GOHA M34aHMIA U HEONYBIMKOBAHHbIX
LOKYMEHTOB ABJIAKOTCA SK3eMNAAP U Ha3BaHUe.

4.3.2. OCHOBHbIMU eAMHULLAMWN YUYEeTa KYPHAI0B ABAAIOTCA 3K3eMnaap (Tom, Homep, BbIMycK) U
HasBaHWe WM3[aHWA 33 BCe rogbl ero MnocTynneHua B ¢oHA, HE3aBUCMMO OT M3MEHeHWs 3arnaBus
KYPHana v NOSIHOTbI KOMIMIEKTA.

4.3.3. OCHOBHbIMM e4MHULAMM YYETA Fa3eT ABAAKOTCA rO40BOM KOMMJIEKT MU Ha3BaHWe raseTbl 3a
BCE roAbl ee NocTynaeHns B GoHA, HE3aBUCUMO OT U3MEHEHWSA 3ar1aBmA ra3eTbl M NOJHOTbI KOMMJIEKTA.

EAMHMUAMK yyeTa oAHOAHEBHbIX (Pa30BbiX) raser c/ay»KaT 3K3emnaap (Homep, BbINyCK) U
Ha3BaHWe raseTbl.

4.3.4. EAMHMLAMM YyYeTa HOTHbIX U3LaHWUI ABNAIOTCA 3K3EMNASAP U HasBaHWe. OTAeNbHble NapTUK
(ronoca), obbeauHeHHble C NapTUTYpoOi (KNaBMPOM) B OAHOM W34AHWMM, a TaK¥Ke MapTuuy,
obbegMHEeHHble U34aTeNbCKOM nankoW (06/0XKKOWM), YYMTbIBAIOTCA KaK OAMH 3K3emMnaap U O4HO
Ha3BaHue. OTaeNbHble NapTMK (ronoca) U napTuTypa (KNasup), M3gaHHble pas3fesibHO, YYUTbIBAOTCA KakK
ABa 3K3emnaapa. CamocTosATesibHble HOTHble W34aHWsA, 0b6beaMHEHHble B OAHOM nepenete
(KOoHBOIIOTE), YUNTBLIBAKOTCA KaK OTAE/IbHbIE IK3eMMASAPbI U OTAE/IbHble Ha3BaHUA.

4.4, AypnoBusyanbHble JOKYMeHTbl (ABL)

4.4.1. OCHOBHbIMM eauMHUUAMM y4yeTa ¢oHga ABL ABNAIOTCA 3K3eMnaap M Has3BaHMe.
IK3eMnNIAPOM MPaMNAACTUHOK U KOMMAKT-AUCKOB CYMTAETCA AUCK; MarHUTHbIX GOHOrPamm - KaTyLlKa,
KacceTa; AMadMIbMOB - PY/IOH; KOMMJIEKTA AMANO3UTUBOB - KOMMJIEKT, KMHOOUAbMOB - 606MHa;
BMAe0dMIbMOB - KacceTa.

BenuunHa poHaa v noctynneHua (BbibbiTMA) ABL, y4MUTbIBAIOTCA B 3K3eMMAPAX U Ha3BaHUAX.

4.4.2. OTAeNbHO BbINYLWEHHYIO FPAaMNIACTUHKY, KOMMAKT-AUCK YYUTbIBAIOT KaK OO4MH ANCK N OAHO
Ha3BaHUWe. KomnnekT (anbbom) rpamnnacTMHOK, KOMMNaKT-AUCKOB, 06beANHEHHbIX OBWMM Ha3BaHUEM,
YUYUTbIBAOT NO KOAMYECTBY ANCKOB M O4HOMY Ha3BaHMUIO.

4.4.3. MarHuTHyto ¢$OHOrpaMmMy Ha OAHOM KaTyllKe (KacceTe) y4yMTbIiBalOT KaK OAHY KaTyLKy
(kacceTy) M ogHO Ha3BaHue.

MarHutHyto ¢GoHOrpamMMy Ha HECKOJIbKMX KaTywkKax (KacceTax), 06beAMHEHHbIX 06Wwum
Ha3BaHUEM, YUUTbIBAOT MO KOMYECTBY KaTylek (KacceT) n og4HOMY Ha3BaHUIO.

4.4.4, AB[l, ABNAIOWMINCA NPUNOKEHMEM K APYrMM BUAAM LOKYMEHTOB, OTAE/NbHOMY YYeTy He
NOANEXUT.

MpumeyaHue. Mpu 3aTpyaHUTENbHBIX CAyYasx onpeaeneHns OCHOBHOINO HOCUTe A MHPopMaLLMm
NPUNOXKEHUA K HEMY 3@ OCHOBHOM HOCUTENb, NOAENKALLNIN YYeTy, NPUHUMAETCA TEKCTOBOM LOKYMEHT.

4.5. Mukpodopmbl

4.5.1. EaMHnuamu yyeta doHAa MUKPOPOPM ABAALOTCA: A1 MUKPODULW - Ha3BaHWe M Puwa, ans
MUKPOPUIbMOB - PYJIOH.

4.6. DNeKTPOHHbIe U3gaHnA

4.6.1. EaMHMuamu yyeta GoHAA 3NEKTPOHHbLIX U3LaHUI ABAAIOTCA: AMCKETA U ONTUYECKMI OUCK
(CD-ROM 1 mynbTuMeama), a Tak¥kKe HasBaHue. [UCKeTa-NPUIoXKEHNE He y4UTbIBAeTCA KaK OTAe/bHbIN
3K3emMniAp, eciv NpeacTaBnseT coboi BKNaaKy (BNoXKeHUe) B UsgaHue.

5. NOPAOOK YYETA BUBJTIMOTEYHOIO ®OHAA
5.1. BegeHue yyeTa 6ubAMOTEYHOro ¢GOHAA OCHOBAHO Ha CoYeTaHWM 0b6fA3aTesIbHbIX U

baKyNbTaTMBHbIX MPUHLMMOB.
5.1.1. BubnunorteKa obssaHa:



- OCYLLECTBASATb CYMMAaPHbIN U MHAMBUAYANbHbIMA yYyeT nocTynawwmx B 6ubanoteyHbiii doHL K
BblObIBAOLLMX U3 HETO AOKYMEHTOB B YCTAaHOBAEHHbIX €4MHULAX YYeTa;

- obecneyrBaTb NOC/EA0BATE/BHOCTL MPUMEHEHWS YCTAHOB/IEHHbIX €AMHUL, YYeTa U He A0MNyCKaTb
UX U3MeHeHUA 6e3 NPUHATUA HOBbIX HOPMATUBHbIX LOKYMEHTOB MO y4yeTy 6MH6ANOTEUHbIX GOHAO0B;

- obecneynBaTb CONOCTaBUMOCTb e4MHUL, yYeTa GOHAA B IK3EMMNAAPAX C €4UHULAMM UX XPAHEHUA
W BblAa4M, 32 UCKNHOYEHMEM Ta3eT, XKYPHANO0B, IMCTOBbIX U3AaHWIA;

- cobntogaTb NPeemCcTBEHHOCTb OpraHM3aLuM y4yeTa B LEAAX COMOCTaBMMOCTM  y4YeTHOM
nHdopmaymm.

5.1.2. bubanoTteka UMeeT NpaBso:

- YCTaHaB/AMBaTb CBOM MOPALOK y4yeTa, YYMTbIBAOWMM CTaTyC, OCOOEHHOCTM OpraHu3auuun u
CTPYKTYpbl PoHAa M obecneymBatolLmMii [OCTOBEPHbIE pe3ynbTaTbl yyeTa GoHAA, HE NpoTMBOpevalLme
TpeboBaHMAM HacToALwe NHCTpyKLmK;

- BECTU 3anNuCK B MHBEHTAPHbIX KHWUrax (AncTax, XypHanax), KHUrax CcyMmapHoro yyeta ¢oHaa
(kHUrax yueta 6ubnmoTeyHoro ¢poHAa), Ha OTAENbHbIX INCTAX, B KapTo4yHOW dopme, B BUAE pPacneyaTok,
MOJIyYEeHHbIX Ha KOMMbIOTEPE, @ TaKKe B MALLUMHOXPAHWMbIX $aiiax, 3anNmncaHHbIX Ha AMCKe, AUCKETE U
ApYrMx HocuTensax, obecneyvBaloWMX [OJATOBEYHOE XPAHEHME W BOCMPOM3BEAEHME YYETHOW
OOKYMeHTaLMK;

- BBOAMTb B YYETHbIE JOKYMEHTbI, HApAAY ¢ 0bA3aTeNbHbIM, GaKy/IbTaTMBHbIM Habop NoKasaTeseln
C y4eTom crneumnduKmn KoOHKpPeTHOM 6MbanoTeKku;

- YCTaHaBAMBATb CPOKM COAEPKAHMA U COCTaB LOKYMEHTOB GOHZA BPEMEHHOI0 XpaHeHUs (Kpome
nn. 3.2,3.3,3.4);

- NPOW3BOAMUTL OLIEHKY CTOMMOCTM LOKYMEHTOB, WCMOJb3ysl MepeoLeHoYHble Ko3dpduLMeHTbl,
ycTaHoB/eHHble MpaBuTenbcTBom Poccuiicko degepaunn,  pbiHOYHbIE LIEHDI;

- BBOAWTb KOJIMYECTBEHHbIE U CTOMMOCTHbIE HOPMATMBbI CMIMCAHWUA LOKYMEHTOB, YTPAYEeHHbIX MO
HeyCTaHOB/IEHHbIM MPUYMHAM (HegocTaya), Kak B OTAe/bHOM 6ubanoTeke, Tak U B LieHTpanmMsoBaHHOM
6ubnnoteyHon cucteme (LBC); BeNMUMHA WM MOPSALOK MCYMCIEHUS HOPMATMBOB YTBEPNKAAMOTCA
yypegutesiem B COOTBETCTBMM C YCTABOM WJIM MOIOXKEHNEM 0 6UBANOTEKE;

- pacnopsxaTtbCA CNMCaHHbIMKM K3 ¢doHAa OUOBAMOTEKM [OKYMEHTamMM, KPOMEe C/y4vaes,
NpeayCcMOTPEHHbIX 3aKOHOLATE/IbCTBOM;

- B COOTBETCTBUM C LEWCTBYIOWMM 33aKOHOZATE/NbCTBOM OMpenenaTb crnocobbl U pasmepbl
KOMMeHcaumm yuiepba, HaHeceHHOro noab3osaTenamu GoHao8 GUbANOTEKRN.

5.2. OTBETCTBEHHOCTb 3a NPaBMIBbHOCTb OpraHM3auuu ydyeta GOHAA HeceT aAMUHUCTPALUA
6MBANOTEKMN U COTPYLHMKM B COOTBETCTBUM C AO/IHKHOCTHBIMU 06A33aHHOCTAMM.

5.3. KoHTponb 3a cobnogeHnem Hopm wn TpeboBaHM no yyeTy 6GubanmoTteyHoro ¢oHAa
ocyuiectsaseT crneunanbHoe QyHKUMOHaNbHOe noppasgeneHne 6MBNMOTEKM, a TaKKe KOMUCCUA Mo
COXPAHHOCTM UK APYFOM KONNernanbHblii opraH no ¢oHAam npu anpekumm 6nbamoTteku.

5.4. Yupegutenb, agMWHUCTPALMA W COOTBETCTBYIOWME CAyKObl 6MbAMOTEKM obecnevymBaioT
YyCNOBUA ANA BbINOJHEHWA NPaBWU y4eTa, OpraHn3aLmmn, XpaHeHUA U UCNONb30BaHUA poHAa.

6. YYET NOCTYNNEHUA JIOKYMEHTOB B BMB/IMOTEYHbIN ®OHJ,

6.1. YueT noctynneHuii gokymeHtos B ¢oHA ocyuwectsasetca avddepeHUMpPOBaHHO, NyTEM UX
nogpasaesieHna Ha 4OKYMEHTbl MOCTOAHHOTO, A/IMTENILHOTO Y BPEMEHHOMO XPaHEeHUA.

6.1.1. YueTy Ana NOCTOAHHOTO XpPaHEHMA C NPUCBOEHNEM MHBEHTAPHOrO HOMEpPa NOANEXNUT OOUH
9K3eMNIAP OTEeYECTBEHHbIX AOKYMEHTOB, MOCTyMNaloWmMx B 6Mb6AMOTEKM C DYHKUMAMM MOCTOAHHOTO
XpaHeHua 6HecnnatHoOro o6A3aTenbHOro 3K3eMNAApPa, a TaKXKe MPUHMMaeMblX Ha [enosuTapHoe
XpaHeHWe AOKYMEHTOB.

6.1.2. YueTry ana ANUTE/IbHOTO XPAHEHWUA C MPUCBOEHMEM MWHBEHTApHOro HOomepa nognexkat
LOKYMEHTbI, MpefHa3HayeHHble A YyA0BJETBOPEHMA TEKyWero M NpOrHO3MpyemMoro YmMTaTesibCKoro
CNpoca, HeE3aBMCUMO OT BMAA AOKYMEHTA, ero 06bema, TeMaTuKn 1 Apyrux GopmanbHbIX NPU3HAKOB.

6.1.3. YueTy Ans BpemMeHHOro XpaHeHus (6e3 MHBEHTAapHbIX HOMEPOB) NOAJIEXKAT LOKYMEHTbI,
cogeprKawme MHPOPMALMIO KPAaTKOCPOUHOrO 3HAYeHUA, B CBA3M C 4Yem WMckAovatoTca mn3 doHaa
61b1MOTEKM Yepes HENPOAO/IKUTENbHBIN Nepuog BpemeHn (Kpome nn. 3.2, 3.3, 3.4).



6.2. [lOKymeHTbl, BKAo4aemMble B GOHA 6MBAMOTEKM, MapkupytoTca. Mpu aTom moryT 6biTb
MCMO/Ib30BaHbI LWITEMMENN, KHUNKHbIE 3HAKWU, UHAMBUAYA/IbHbIE MALIMHOYMTAEMblE LUTPUXOBbIE KOAbI.
OcHoBHble TpeboBaHMsA, KOTOPble AO/KHbI COBA0AATLCA NP MAPKUPOBKE AOKYMEHTOB: 0603HauYeHue
NPUHAANEKHOCTU, ICTETUKA, AO/ITOBEYHOCTb MAaPKMPOBOYHOIO 3HAKA, COXPAHHOCTb TEKCTA AW APYroi
3HaKoOBOW MHpOpPMaLUN.

MpumeyaHue. Bce BMAbI LOKYMEHTOB, ABAAOWMECA MPUIOKEHWEM K OCHOBHOMY HOCWUTENIO,
MapKMPYIOTCA, Ha HUX MPOCTaBAAIOTCA TE Ke PEKBU3UTDI, YTO MU HA OCHOBHOM ZLOKYMEHTE.

7. CYMMAPHbIN YYET IOKYMEHTOB

7.1. CymMapHbIli yyeT BCEX BMAOB LOKYMEHTOB, MOCTYMatOWMX WMAM BblbbiBatowmx M3 doHAa
6MbANOTEKM, NPOM3BOAMTCA MapPTUAMM MO OAHOMY COMPOBOAMUTENbHOMY AOKYMEHTY  (/nmcT
rocyf,apCTBEHHOM perncTpauuu, cieT-GaKkTypa, HakAagHas, Peectp, akT).

B ciyyae oTCyTCTBUMA CONPOBOAMUTENBHOTO OKYMEHTA COCTaBAAETCA aKT Npuema.

Mpn obHapy)KeHUM B MPUHMMAEMBIX MAPTUAX PACXOXKAEHUWA C AAHHbIMU COMPOBOAUTE/IbHOTO
JOKYMEHTA, a TaKKe NpUCIaHHbiXx 6e3 3aKa3za HeHYKHbIX UAK AedEeKTHbIX IK3EMNIAPOB OpraHU3aLnn-
MOCTaBLUMKY NPeabABAAIOTCA NpPeTeH3MM B TedeHune 1 mecAua ¢ MOMEHTA NpuMema MNapTUM HOBbIX
NOCTYN/IEHUN.

7.2. dopmoit CYMMApHOro y4yeTa ABAAETCA KHUra (KypHan, JAWCTbl CYMMApHOro y4eTa
6ubanoTeyHoro poHAa) B TPASULMOHHOM WM MALLMHOYUTAEMOM BUAE.

He3aBucMmo OT xapaKTepa MaTepuasibHOro HOCUTENA Y4eTHOW GOpMbl, CBEAEHUA O ABUNKEHUMU
doHpa oduKempyroTca B 3-x yactax "KHurm cymmapHoro yyeta 6ubnmotedHoro ¢poHga" wam gpyrom
bopme cymmapHoro yyeTa:

-yactb 1 - "MocTtynnexHune B doHA";

-4acTb 2 - "BblbbITHE M3 poHAR";

-4acTb 3 - "Utoru aBukeHusa ¢oHaa".

7.3. CBegeHmA 0 NOCTYNMBLLMX B 6MBAMOTEUYHbIN GOHA AOKYMEHTax GUKCUPYHOTCA B MEPBOM YacTy
"KHUrM cymmapHoro yyeta 6ubnvoteyHoro ¢oHAa" B MoOKasaTenax: gata M N 3anucu, UCTOYHMK
noctynnexus, N u/uam gata conpoBOAMTENbHOMO AOKYMEHTA, KOMYECTBO MOCTYMUBLUMX AOKYMEHTOB
(Bcero, B Tom uyMcie MO BUAAM, COLEPMKAHWUIO U A3bIKE KOPEHHOW HaAUMOHA/NbHOCTM), CTOMMOCTb
nprobpeTeHHbIX JLOKYMEHTOB.

B "KHure yuyeta 6ubnmotedyHoro ¢oHpa LieHTpanusoBaHHOW 6ubnmnoteuHoil cuctembl (LLBC)"
COOEPrKaTCA CBeAEeHMA O nepefaye [AOKYMEHTOB W3 OTAena KOMMNIEKTOBaHWA UM 06paboTku B
CTPYKTYPHblEe NOApa3AeneHus UeHTpanbHoi 6ubanotekn, B OubBAMOTEKU-PUAManbl, W3  OFHUX
CTPYKTYPHbIX NoapasaeneHunii B agpyrve.

7.4. CBepeHMA O BblObIBLIMX M3 BUBNMOTEKM LOKYMEHTAX OTParkatloTca BO BTOPOM YacTn "KHuru
CyMMapHOro yyeTta 6ubamoteyHoro poHaa" nnm gpyro Gopme CyMMapPHOro yyeTa € yKasaHMEM NPUYMH
UCKAOYEHMA.

[ns yyeta U KOHTPOSA CMMCAHHbIX AOKYMEHTOB BBOAATCA MokKasatenn "MepepaHo”, "MpogaHo”,
"CpaHo B makynatypy".

7.5. Ha ocHoBaHum n. 5.1.2 Hactoawen WHcTpyKumMn 6MB6IMOTEKM BnpaBe BBOAUTL
[0MNOIHUTE IbHbIE NOKA3aTe N, yuuTbiBatowme cneumnduky KOHKPETHOM BMBANOTEKM.

7.6. Habop nokasaTtenein, oTparkatolmx pacnpeeneHne A0KYMEHTOB NO BUAAM U COAEpPIKaHUIO,
WMAEHTUYEH BO BCeX Tpex YacTax "KHUru cymmapHoro yyeta 6ubnamoreyHoro ¢oHaa" nam apyroit popme
CYMMapHOro yyeTa.

7.7. UTorn aumxkeHua doHAa nofsoasTcs B obA3aTenbHOM nopsgke 3a rog. B 3aBucMmocTty ot
NPUHATOrO NopAAKa y4yeTa B 6MbanoTeke UTOrM ABUKEHUA GOHAA MOrYT NOABOAUTLCA 3@ KBapTaa Man
3a nonyrogue.

7.8. OTpaxkeHue oTaebHbIX BUA0B A0KYMeHTOB B "KHuUre cymmapHoro yyeTa" uam gpyroi popme
CYMMapHOro yyeTa.

7.8.1. MoctynneHuns ABL, MUKPOPOPM, 3/1EKTPOHHbIX M34aHUA HA MALLIMHOYMTAEMbIX HOCUTENAX
(CD-ROM, mynbTumMeama, AWCKeTa) oTpaxalTca B nepBoi 4yact "KHuru cymmapHoro ydeta" c
JanbHellwen aetanmsaumeit No BUAAM AOKYMEHTOB. AHANOMMYHO GUKCUPYIOTCA AaHHblE O BblObITUK BO



BTOPOM 4acti "KHUrnM cymmapHoro yyeta 6ubamoteyHoro ¢oHza". UTorm aBuKeHWA nopBoaAaTca B
TpeTbewn YyacTu.

7.8.2. Bce nepuoauyeckne w34aHWA HE33aBUCMMO OT MaTepuasbHOW OCHOBbl HOCUTENA
MHpOPMaL MK nogsiexaT CYMMapHOMY YUETY.

MpumeyaHue. BegeHne cymmapHOro yyeta raset B LieHTpasn3oBaHHbIX 6BUBAMOTEUYHBIX cucTeMax
pelaeTcs B COOTBETCTBMU C BO3SMOXKHOCTAMM U PeasibHOM He0BX0AMMOCTbIO TAKOTo yyeTa.

OcHoBaHMeM A/ BHECEHWA TMepuoauyeckmx usgaHuii B "KHWUry cymmapHoro yyeta
6ubnnoteyHoro poHAA" ABNAETCA aKT, COCTABASEMbIN NOAyYaTeleM NO Mepe 3aBepLUeHUsA NOCTynaeHUn
nepuoanYecknx U3gaHui TeKyLWEro roaa.

B 3aBMCMMOCTM OT NPUHATOTO B HMOBAMOTEKE NOpsAAKa y4yeTa NoABeAEeHWe WTOTOB ABUMKEHWSA
nepuoanyYeckmx U3gaHui MOXKET MPON3BOANTLCA 33 KBApTas, MOYro4Me UK rog, Ha OCHOBAHUM aKTOB.

8. UHOANBUAOYANbHbBIA YYET JOKYMEHTOB

8.1. UHaAnBMAYaNbHbIA YYET KaXKA0ro 3K3emMnaapa AOKYMEHTA UM KaXKA0ro Ha3BaHMA AOKYMeHTa
NpPou3BOAUTCA C MOMOLLBIO METOA40B MHBEHTapu3auuMm C NPUCBOEHWEM [LOKYMEHTY WMHBEHTAapHOro
HOMEepa WAN perncTpaummn AoKymeHTa 6e3 NpUcBoeHUA emy MHBEHTAPHOro Homepa. MHAMBUAYaNbHbI
HOMep 3aKpenaAeTca 3a LOKYMEHTOM Ha BCE BPEMSA ero HaxoxaeHuns B poHae bGubanotekn.

8.2. dopmamn MHAMBUAYANBHOTO yYeTa LOKYMEHTOB ABAIOTCA KHMMKHAA (MHBEHTApHas KHWra),
KapTo4yHan (KapToYKa y4eTHOro Katasora), IMCToBas (/IMCT aKTOBOIO y4YeTa), PErMcTpaLMoHHas KapTovKa
Ha onpegfeneHHblV BUA U3aaHuA (B TOM YMcie SNeKTPOHHOro uav AB/).

Mpn aBTOMaTM3MPOBAHHOW TEXHOMOMMM co3aatoTcAa dannbl, coaepawme BCO Heobxoaumyto
nHdopmaumio ana popmmnposaHus noboi 13 opm MHANBUAYANBHOIO y4yeTa.

8.3. ®opMbl UHAMBUAYANBHOIO yYeTa AOKYMEHTOB B 06A3aTe/IbHOM NOPAAKE OO/KHbI COAEPKATb
cnepytowme nokasaTenn: gata 3anucu, Homep 3anucy B "KHure cymmapHoro yvyeta 6ubamoteyHoro
¢boHAa", HBEHTAPHbI HOMEp, aBTOP U 3ariasune, rof, U3LaHMA, LLeHa, OTMETKA O MPOBEPKEe, HOMEP aKTa
BblObITUA.

B "MpumeyaHnn" ykasbiBaeTCA HaMUME U BUA, MPUNOMKEHNA K OCHOBHOMY JLOKYMEHTY.

8.3.1. na 0cob0 UEHHbIX U peakux msgaHun B "MpumeyaHmmn" yKasblBatOTCS OCOBEHHOCTM
3K3eMnasApa, onpegenswowme ero LEeHHOCTb (HanuuMe YHUKANbHOro nepensieta, asTorpada,
pacKpaLweHHbIX OT PYKW UAMOCTPALMI U T.1.).

8.3.2. NHgmBuayanbHbiA yy4eT M3gaHui, Heonyb/AMKOBAHHbIX AOKymeHToB, ABL, mukpodopm,
SNIEKTPOHHbIX U34aHWIN OCYLLEeCTBAAETCA B OTAE/NbHOW ANA KaxKaoro Buaa dopme MHAUBMAYANbHOTO
yyera.

YyeTt CD-ROM, mynbtumegma, ANCKET BegeTca B 1to6on 3 Gpopm MHAMBUAYANBHOMO yYeTa.

8.3.3. HgMBUAyanbHbIi yyeT nporpamm aas 3BM n 6a3 gaHHbIX BEAETCS Ha PErncTpPaLMoHHbIX
KapTOYKax UM 4pyroi npumeHsiemoin B 6ubamnoteke popme yyeTa. B yyeTHbIX JOKYMEHTaX OTpaXKatoTcs
cnepylowme ceeaeHuna:

- AaTa NoCTynaeHus;

- Ha3BaHWe nporpammbl IBM nan 6asbl AaHHbIX;

- HAMMeHOBaHMe co3gaTens (ropuaudeckoe uam usmyeckoe AnLO);

- AaTa co34aHMA NPOrpammbl;

- LeHa npuobpeTeHus;

- HocuTenb MHpopmaumm (CD-ROM, mynbTuMmeauna, AUCKETa).

9. YYET BbIbbITUA AOKYMEHTOB U3 BUBJIMOTEYHOIO ®OHOA

9.1. BbIbbITME AOKYMeHTOB 13 dpoHAa odopmaneTca akTom 06 uckaodeHnn (cm. MpunoxeHus 8 -
10) v oTpaxkaeTca B "KHuUre cymmapHoro y4eta" u B popmax MHAMBUAYANbHOTO yyeTa PpoHaa. B Kaxkaom
aKTe QUKCUPYIOTCA CBELAEHUS O AOKYMEHTAX, UCKIOYaeMbIX MO OLHOM NPUYMHE: BETXOCTb (U3ndeckuin
M3HOC), AedeKTHOCTb, YCTapesioCcTb MO COAEeprKaHulo, AybAeTHOCTb, HenpoouIbHOCTb, yTpaTa (C
YKa3aHMeM KOHKpPEeTHbIX 0BCTOATEeNbCTB yTpaThl: Nponaxa n3 GoHA0B OTKPbLITOro Aoctyna uam no MBA,



yTEPSA UYMTATENAMM, XULLEHMEe, B pe3yabTaTe O6eACTBUA CTUXMIUHOTO M TEXHOTEHHOro XapaKTepa, Mo
HeyCTaHOB/IEHHbIM MPUYMHAM (HegocTaua)) <*>.

<*> MoHATna "BetxocTb", "medekTHoCTb", "ycTapenoctb”, "aybneTHocTb", "HenpopuabHOCTL",
"yTpaTa" onpepenAldTcA B COOTBETCTBMM C  TEPMWMHONOTMYECKUMM CNAOBapHbIMM  HOPMamu U
cTaHgaptamm CUBUA,.

9.2. BblbbiTe AB[, 31eKTPOHHbLIX U34aHUNA U MUKpPOoPopM OPOPMAAETCA aKTOM C YKasaHuem
NPUYMH N 06OCHOBAHMA UCKNOYEHUA X U3 poHAA BUBANOTEKN.

B aKT moryT BKAtoyaTbcA AB/L pa3siMyHOro BuAaa, HO CNMCbiBaeMble MO O4HOW NPUYMHE.

9.3. [lnA KOHTPONA Hag NpoLeccamu pasmarHMYnMBaHUA 3anucein opopmAAETCA aKT UaK aenaeTca
3anuncb B COOTBETCTBYIOLLEM KYpPHase.

9.4. HenpurogHble pAa WCNONb30BAHWA W HenoAjatolmecs pecTaBpauum  MUKPODOpPMbI
CMMCbIBAIOTCA MO NPUYMHAM:

- HEeKayecTBeHHoro potorpadpuryeckoro n3obparkeHus;

- edeKToB MUKPOMIEHKN (CKPYYMBAHUA U T.NM.);

- MeXaHWYEeCKMX NOBPEXKAEeHW (pa3pbiBbl, 0610Mbl U T.M.).

9.5. K aKTy npunaraetca CNMUCOK AOKYMEHTOB, NOANEXKALIMX UCKIOYEHUIO, OOMNYCKAeTCA 3ameHa
CMMUCKa KHUXKHbIMKW popmynsapamm ana LOKYMEHTOB, HE COCTOALLMX Ha Byxrantepckom yyeTe.

[Ona pokymeHToB, 0b6pabaTtbiBaemMbix FpynnoBbiM cnocobom, BMECTO CMMCKa [AaeTca nepeyeHb
PervcTpaLmoHHbIX HOMEPOB, BUA, CMUCbIBAEMBIX U34aHWUI, UX KONMYECTBO.

9.6. AKTbl Ha cnMcaHWe U3L4aHWI, YyTPAYeHHbIX B pe3y/ibTaTe yTepu, Nopyu, xuueHusa, beacteui
CTUXMIMHOTO M TEXHOTEHHOTO XapaKTepa, NPU OTKPbITOM A0CTyrne K GOHAY, YTBEPHKAAIOTCA Ha OCHOBAHUU
COOTBETCTBYHOLMX LOKYMEHTOB, MOATBEPKAAOLLMX YTPATY (MPOTOKO/, aKT, 3aK/l04eHne 1 T.M.).

[Ona noateepAeHWA HEBO3MOMKHOCTM B3bICKAHMA 33a[0/KEHHOCTM C 4uTaTena B KayecTse
OCHOBAHMA MPUHUMAIOTCA 3adUKCUPOBAHHbIE B YMTaTENbCKOM GOpMynApe HaNnOMWHaAHUA O BO3BpaTe
JOKYMEHTOB, Hanpas/ieHHble 6MBMOTEKOM B agpec uMTaTens B BUAE 3aKa3HOIO NMMCbMa UM OTKPbLITKU C
yBEAOMNIEHMEM, @ TaKkKe CNpaBKM M3 afpecHOro CTofa, OTKa3 Ha B3blCKAHWE MO MCMOJHUTENIbHOMY
inucTy.

9.7. JoKyMeHTbl, MPUHATbIE OT YUTaTeNen B3ameH yTepAHHbIX, GUKcupytoTca B "TeTpaam ydyeTa
KHUT U APYTUX AOKYMEHTOB, MPUHATLIX OT YMTaTesieil B3aMeH yTepsHHbIX". Ha OCHOBaHUM caenaHHbIX B
Hel 3anuceil COCTaBAAIOTCA aKTbl Ha TMOCTYN/JeHWe U BbIObITUE, KOTOPblE PErucTPUpPYOTCA B
COOTBETCTBYOWMX YacTAX "KHUIM cymmapHoro yyeta bubanoreyHoro ¢poHaa".

Ha npuem peHer oT ynutaTenei B3amMeH YTEPAHHbIX KHUF WAKU APYITUX AOKYMEHTOB COCTaB/AeTCA
NPUXOAHbIA OPAEP W YNTATENIO BbIAAETCA KBUTAHLMA.

9.8. AKTbl Ha crnMcaHWe AOKYMEHTOB BM3MPYIOTCA KOMWCCMEN MO COXPaHHOCTM (GOHAOB MM
APYrMM KonnernanbHblM OpraHom no GoHAamM Mpu AUPEKLMU. 3aBU3MPOBAHHbIE aKTbl YTBEPXKAAtOTCA
OVNPEKTOPOM BMBAMOTEKM, 3amMecTUTENIEM ANPEKTOPA UAU APYTMM YNONHOMOYEHHbIM HA TO IMLOM, 33
WCKAOYEHWEM CNIy4aEeB, PEr1amMeHTUPOBAHHbIX 3aKOHOA4ATE/IbCTBOM.

9.9. [loKymeHTbl, UCKAOYaeMble Kak HenpoduabHblie U aybneTHble, moryT 6biTb 6e3803Me3gHO
nepegaHbl B MopsaaKke KHUroobmeHa B gpyrve 6uMb6anMoTeKM MO aKTy 4vepe3 obmeHHble ¢oHAbl B
61bAnoTEKM-4ENO03UTAPUM UM HENOCPEACTBEHHO M3 BMbAMOTEKM-bOHAOAEpPKATENA B OUBNMOTEKRY-
nosyyaTens.

9.10. Npogarka cnmMcaHHbIX U3 GoHA0B BUBAMOTEKN AOKYMEHTOB NPOU3BOAMUTCA B COOTBETCTBUM C
NpPaBOBbIMW HOPMATUBHbIMM aKTaMM, 3 TaK¥Ke NOIOKEHNEM MU yCTaBOM Bubanoteku.

[JeHexHble cpeacTBa 3a peanM30BaHHblE U34aHWUA NOCTYNAOT Ha cHeT BMBAMOTEKM M pacxoayroTca
B8 cooTBeTcTBMM C "lMonoxeHnem o6 OCHOBax XO3AWCTBEHHOW AeATE/IbHOCTM U (GMHAHCUPOBAHUA
OopraHM3aunin KyabTypbl U Uckycctea" (1995 r.).

9.11. CeegeHus o0 BblbbIBWMX U3 gencrteyrowmnx ¢oHOOB OUOAMOTEKM  AOKYMeEHTax
PErNCTPUPYIOTCA B COOTBETCTBYIOLWMX rpadax BTOpon YyacTn "KHUrn cymmapHoro yyeta bubamnoteyHoro
doHpa" nnm gpyroit popme cymmapHoro ydeta. MHbopmauma o BbliObIBLUMX LOKYMEHTAX OTPArKaeTcs BO
BCEX Y4YeTHbIXx ¢dopmax, KaTasorax, B TOM uUMC/Ie CBOAHbIX W LEHTPasibHbIX, KapTOTeKax, O 4Yem
NpPOM3BOAMUTCA COOTBETCTBYHOLLAA 3aNUCh B aKTe Ha CNMUCAHME.



9.12. WUcKknioveHHble U3 $OoHA0B MUKPODOPMbI Ha ranoreHuaocepebpsaHon nieHke (HeraTus,
Mo3suTMB) MOAJNIEXAT cAaye Kak cepebpocogepikallme OTXOAbl B COOTBETCTBMM C HOPMAaTMBHbIMM
NPaBoBbIMMW aKTaMM O NOPALKE NPUEMKU U NepepaboTKN 10Ma 1 OTXOA0B AParoLeHHbIX MeTanN0B.

9.13. CnucaHMe [OKYMEHTOB, COCTOALWIMX Ha bOyxraaTepckom ydyete, MNPOU3BOAUTCA C
NPUMEHEHNEM MEPEOLLEHOUYHbIX KO3ODULUMEHTOB WMAM PbIHOYHOW LeHbl B ciayvae, ecim ¢oHg 6bin
nepeoueHeH. B CMOPHbIX Cay4asx BOMPOC O CTOMMOCTM YTPAYeHHbIX KHUF U APYrMX MaTepuasos
BbIHOCUTCA Ha OBCYXAEHME KOMWUCCMW MO COXPAaHHOCTU (MAM APYroro KOMNEKTUMBHOrO opraHa o
boHaam).

Komuccusa BnpaBe NPUMEHWUTb BCE MNEpPeoLeHOYHble  KO3GPUUMEHTbI, YCTaHOB/IEHHblE
Mpasutenbcteom Poccuiickoit depepaumm, U PbiHOYHbIE LEHbI, @ TaKXKe onpeaenvTb Apyrue BUAbl U
pa3smepbl KoMneHcaumu yuiepba B cooTBeTcTuu ¢ MpaBuaamu nonb3osaHusa 6bAMoTeKoMN.

Mpu yTepe uanM XULEHUU LEHHbIX U PeaKUX KHUT ANA OonpeaefieHns UX peasibHON CTOMMOCTU
KOMMCCUA MOXET MpUB/EKaTb K CBOeW paboTe COOTBETCTBYIOLIMX SKCMNEPTOB, a TaKMKe MCMo/b30BaThb
maTepuasnbl HayYHO-METOAMYECKMX LIEHTPOB, KHUMKHbIX ayKUMOHOB M APMapoK. B 3tux caydasx
onpeaeneHne nNpMiMHeHHoro yulepba npeaebHbIMM KoabdULMeHTaMM KPaTHOCTU He OrPaHNYNBAETCA.

PeweHne Kommccum 06 OUEHKe M34aHMIA M APYrMX Matepranos opOpPMIAETCA aKTOM, KOTOPbIN
C/IYXKUT OCHOBHbIM [AOKYMEHTOM, YAO0CTOBEPAIOWMM UX CTOMMOCTb NPWU OCYLLECTBAEHUU AaNbHENWnX
[EeWCTBUIA CO CTOPOHbI ANPEKLMM MO B3bICKaHWMIO C BUHOBHOIO MaTepuasbHOoro yuiepba.

10. MPOBEPKA BUBJ/TMOTEYHOIO ®OHAOA

10.1. B cooTtBeTcTBMM C 3aKoHOM Poccuiickoint deaepaumm "O byxrantepckom ydyete" (1996 r.)
o0b6q3aTeNbHas NposepKa GoHAa NPOM3BOAUTCA:

- NPU CMeHe MaTepuasbHO OTBETCTBEHHOMO ANLLA;

- Npw BbiABAEHWUN HAKTOB XULLLEHUSA, 310yNOTPEBAEHUA NAM NOPYN AOKYMEHTOB;

- B C/ly4yae CTUXMHOro 6eacTBMA, NOXapa WMAM APYrux YpesBblHaliHbIX CUTyaLMAX, BbI3BAaHHbIX
3KCTPEMAIbHBIMU YCNOBUAMMU;

- Nnpu nepepayve poHAa GUBAMOTEKN UK ee YacTK B apeHay;

- NPW peopraHnsaLmm n IMKBUZauumn 6ubamoTerm.

10.2. TMposepka 6ubaMOTEYHbIX GOHAOB OCYLLECTBAAETCA B COOTBETCTBMM C  MUCbMOM
MuHucTepcTBa ¢umHaHcoB Poccuiickon degepaumm "O6 uMHBEHTapusaumm 6MbaMoTedHbIXx ¢oHA0B" OT
04.11.98 N 16-00-16-198 B cneaytoLme cpoKu:

- Hanbonee LeHHble GOHADI, XPaHALLMeCcA B ceidax, - eXKerogHo;

- pegyaniwmne GoHAabl - 0AMH pa3 B 3 roaa;

- LeHHble GoHAbI - 0AUH pas B 5 neT;

- doHAbl BnbanoTek go 100 TbiC. y4ETHbIX €4NHUL, - O4MH pa3 B 5 neT;

- doHAbl 6nbanotek ot 100 go 200 TbIC. Y4ETHIX €ANHUL, - OAMH pPa3 B 7 NeT;

- doHAbl 6nbanoTek ot 200 TbiC. A0 1 MAH. yYETHbIX e4MHUL, - oauH pa3 B 10 neT;

- ¢oHAbl 6MbAMOTEK cBbilwe 1 MJIH. YY4ETHbIX eAWHML, - MO3TanHO B BbIGOPOYHOM MnopAfKe C
3aBeplUeHMeM NPoBepKu Bcero ¢poHaa B TevyeHune 15 ner.

MNpoBepKa 6ubanotreyHoro ¢oHAaA WMAM €ro YacTM NpPU CMeHe pykoBoauTens 6MbaMoTeEKRU man
CTPYKTYPHOTO  noapasfeneHuvs,  umetowero  6ubavoteuHble  doHabl  (PoHaoaeprkatens),
NpPMpPaBHMBAETCA K 04epesHOMY CPOKY.

10.3. MeTtoauKka npoBeaeHUs npoBepkM GoHAOB B OMBAMOTEKax pernameHTUpyeTca
WHCTPYKTUBHO-METOAMYECKON U TEXHOJIOTMYECKOW  AOKyMeHTauumen BHYTpMbMbAMOTEUHOIO
(MexkoTAenbCKoro v BHYTPUOTAENbCKOrO) 3HAYEHUS.

MpoBepKka 3aBeplliaeTcA COCTaBNEHMEM aKTa C OOBACHUTE/IbHOM 3anUMCKOM U CMUCKOM
OTCYTCTBYHOLUMX U3LAHUIA.

10.4. Pe3ynbTaTbl NPOBEPKM, 3adUKCMPOBAHHbIE B aKTe, PaCcCMATPUBAIOTCA KOMWUCCUMEN Mo
COXPAHHOCTU WAW APYrMM KOAJerManbHbiM opraHom no ¢oHaam. Ha OCHOBaHMM pelleHuAa akT o
CNMCaHUM NepenaeTcs Ha yTBepKaeHue.

10.5. B cnyyae npeBbllWeHUA YTBEPKAEHHONO HOPMaTMBa yTpaTbl AOKYMEHTOB MO
HeyCTaHOB/IEHHbIM NpuyMHam (n. 5.1.2 HacTosAwen MHCTPYKUMKM) NPUHMMAIOTCS Mepbl K BO3MELLLEHUIO
ywepba, npu pasHornacusax akT nepesaeTca yuypeanTento.



Ecnn BUHOBHbIE ML He YCTaHOB/1€HbI NN CyA, OTKa3a/1 BO B3bICKaHUU y6bITKOB C HUX, TO y6bITKM
OT HeA40CTa4M CNUCbIBAKOTCA Ha YMeHbLUeHne d)VIHaHCVIpOBaHVIFI.

11. AENONPON3BOACTBO B OPTAHU3ALNU YHETA ®OHOA

KoHcynbTaHTlAOC: NpumeyaHue.

MoctaHoBneHne locctaHpapta PO ot 31.07.1997 N 273, kotopbim BBegeH OCT P 6.30-97,
YTPaTUAO Cuy B CBA3U C n3gaHmem MoctaHosneHuaA FocctaHgapta PO ot 26.08.2001 N 352-cT.

MoctaHoBneHnem locctaHgapTa PO ot 03.03.2003 N 65-cT yTBEpPKAEH M BBEAEH B aelicTeue ¢ 1
ntona 2003 roga NOCT P 6.30-2003 "YHUOMLUMPOBAHHbIE CUCTEMbI AOKYMEHTALUKN. YHUPUUMPOBAHHASA
cucTemMa  OpraHM3auMOHHO-pacnopAaUTeNbHOM  AOKyMeHTauuu. TpeboBaHuAa K odpopmneHuto
[OKyMeHTOB".

11.1. OpraHu3auma paboTbl ¢ AOKYMeHTaMu Mo yyeTy bubamnoteyHoro GoHAa OCyLLECTBAAETCA NO
npasuaam segeHua aenonpoussoacrsa (FTOCT 6.30-97 "YHudMuMpoBaHHan cMcTeMa OpraHn3aLUMoOHHO-
pacnopaguTenbHol oKymeHTaumu. TpeboBaHMA K 0pOPMIEHUIO LOKYMEHTOB").

11.2. OcHOBHble [OKYMEHTbl, B KOTOpPbIX OCYLLECTBAAETCA y4yeT, noaJsiexaT MNOCTOAHHOMY
XPaHEHWUIO KaK AOKYMEHTbl CTPOroi OTYETHOCTU.

11.3. CpOKM XpaHeHMA y4YeTHbIX AOKYMEHTOB YCTaHaB/IMBAIOTCA B COOTBETCTBUM C MpPaBUAaMMU
OpraHM3aumMmn rocyfapCTBEHHONO apxXWMBHOrO JAena. [NA  HEKOTOpbIX KaTeropuii  [AOKYMEHTOB,
obecneymBatoLLMX YY4ET U COXPAaHHOCTb GOHA0B, YCTAaHAB/MBAOTCA CAEAYHOLLME CPOKM XPAHEHUA:

KaTeropumu AoKymeHTOB <*>

CpoKu xpaHeHuA

1

2

KHurmn 1 BegomocTu yyeta bubamo-
TeyHoro ¢oHAa

MOCTOAHHO, A0 NMKBMAALINK
eunbnnoTtekn

YueTHbIN KaTanor

MoCTOAHHO, A0 NMKBMAALIUK
eunbnnoTtekn

Onucwm MHBEHTAPHbIX HOMepPOB

MoCTOAHHO, A0 NMKBMAALIUK
eunbnnoTtekn

COI'IpOBO,EI,VITEII bHble JOKYMEHTbI

5 neT nocae npoBepKu

noJlyYeHnn B Aap

(HaknagHble, onucuk, cueta, doHpa <**>
CMWUCKM Ha NOCTYNaloLLYO IMTepaTypy)

AKTbl Ha KHUTK, KYPHasbl, bpoLtopbl 5 net

W Ap. MaTepurasbl, NOJyYeHHble 6e3

CONPOBOAUTENILHOIO AOKYMEHTA

3aABneHUA, LOKAAL4HbIE 3aMUCKM O 5 net

AKTbI 0 NOKYMKe KHWT 1 Ap.
[OKYMEHTOB Y YaCTHbIX /UL,

MoCTOAHHO, A0 NMKBMAALIUK
eunbnnoTtekn

KHuru (TeTpaam) yueta usgaHuin,
MPUHATBIX OT YMTaTeNe B3aMeH
YTEPAHHbIX

MoCTOAHHO, A0 NMKBMAALIUK
eunbnnoTtekn

AKTbl Ha cnucaHue (MCKNtoYeHne)
npousBeAeHui NnevyaTm Uan apyrux
[OOKYMEHTOB, aKTbl MPOBEPKU
61banoTeYHbIX POHAO0B, KAPTOUKM
YYETHOro KaTasiora Ha MoJIHOCTbIO
BbIObIBLUYO IUTEPATYPY

MoCTOAHHO, A0 NMKBMAALIUK
eunbnnoTtekn

<*> B TOM Yncne Ha mukpodopmax.

<**> CpoK xpaHeHus ucumncasetca ¢ 1 AaHBaps rogda, CieayloLero nociae 3aBepleHus NPOBEPKU

6ubanoreyHoro poHAa.




11.4. Mo wWCTeYEHUU CPOKOB XPAHEHMA YyYeTHble [OOKYMEHTbl MNOAJEXAT YHUYTOXKEHUIO B
YCTaHOB/IEHHOM MOpALKe.

B uenax KBanMouuMpOBaAHHOMO pelleHna BOMPOCOB O CPOKaX XPaHEHWUA y4eTHOM AOKYMEeHTauum
61b1MOTEKM BNpaBe NOb30BATLCA YCAYraMmM apXMUBHbIX CNYXKO.

11.5. Copep:Kalwanca B Y4YETHbIX [AOKYMeHTax WHdopmauma MoxkeT OblTb NepeHeceHa Ha
MWKPOHOCUTENN.

11.6. M3meHeHUsi, BHOCMMbIe B Y4YETHble [AOKYMEHTbl (OWMOOYHO MpPOCTaBAEHHblE HOMEpa,
3amMeHa NPOCTaB/IEHHbIX HA U3LAHUAX U APYrUX AOKYMEHTaxX MHBEHTAPHbIX HOMEPOB HOBbIMU MpW yTepe
bOopMbl MHANBUAYANBHOTO YYeTa, Nepenucka PerncTpaLMoHHbIX KApPTOYEK Ha NepUoanYeckne n apyrue
BMAbl WM34aHWA W T.M.), NMPOU3BOAATCA C pa3peleHns LOKHOCTHOrO /vua W LOKYMEHTa/bHO
odopmMasAoTca (pacnopsayKeHnem, Cy>KebHoM 3anMCcKoi 1 T.n.).

11.7. YTnnansauua AB/l npon3soanTCA B COOTBETCTBUM C YCTAHOBAEHHbIMM NPaBUAAMMU.

MpunnoxkeHua

®OPMbI JOKYMEHTALINNA
MO YYETY BUBJIMOTEYHOIO ®OHAA

MpunorxkeHune 1a

OBPA3EU JINCTA KHUTU
CYMMAPHOIO YYETA BUBZIMOTEYHOIO ®OHOA

YACTb 1. NOCTYN/IEHNE B ®OHA, <*>

<*>Yucno rpad MoKeT bbiTb YBEIMYEHO NO YCMOTPEHUIO BUBNNOTEKM.

1. JaTa Banmcu

2. N Banmcu o nopsaixKy

3. VICTOUHMK I[OCTYILJIEHUS

4. N u/vnmM mara CONPOBOIUTEJIBHOTO IOKYyMEeHTa

5. OK3eMIJIAPOB Bce— |IIO-
TO CTY-
6. Ha cymmy [INJIO
B
7. HazsBaHUM TOM
umc—
8. Kuurwu nu3-— no |Jje
na-— BU—
9. XypHaJkl HUSA oam

10. Ipyrue BUOE M3OaHUM

11.

12. HEe
KHMX— | DO—




13. HEIE Ky—
MeH-—

14. TEI

15.

16.

17. M3maHMsa 0O OTpacyaM 3HaHua <*> 10 comep-
KAHMIO U

18. XymoxecTBeHHas JuUTepaTypa A3BIKAM

19. Ha a3bIKEe KOPEHHOM HAaLUMOHAaJIbEHOCTU

20.

21.

22.

23. Pacnmucka B IpueMe IOKYMEeHTOB

[lepeHoC:

K neperocy:

YCMOTPEHUIO BUBAMOTEKMN.

<*> Bbosee MNoApobHO packpbiTMe ¢oHAA NO OTPACAAM 3HAHWUA MOMKET OCYLLECTBAATLCA MO

OBPA3EU JINCTA KHUTU

CYMMAPHOIO YYETA BUBZIMOTEYHOIO ®OHOA

YACTb 2. BbIBEbITUE N3 ®OHOA

1. IDaTa Banmcu

2. N akTa

3. Bcero BH-

BH-

4. BeTxXOCTb ITo JIO
npu-

5. IebdekxTHOCTH yy—
HaM

6. YcTapeJsioCcThb

7. HOyBJIeTHOCTH

8. HenpodmJIbLHOCTHL

9. Vrpara

10. IlepemaHO

MpunoxeHune 16



11.

[lponmaHo

12. CpmaHO B MakyJaTypy
13. nsna- | o B
HUSA Bu— |TOM
14. KHurm naMm |UUC-
u JIE
15. XypHamuw A3l
KaMm
16. Jpyrue BUOL M3OaHUM
17. He
KHVX—
18. HEIE
HOKY—
19. MEHTEL
20.
21.
22. VI3maHMsA IO OTPACJaM BHAHUS 1o
co-
23. XyIooxXeCTBEHHAas JIMTepaTypa nep-
KaHMIO
24. Ha s3bHKe KOPEHHOM HALMOHAJIbLHOCTU
25.
26.
27.
28. Pacmnmucka B IpueMe IOKYMEeHTOB
[lepeHoC:

K nepeHocy:

OBPA3EU JINCTA KHUTU
CYMMAPHOIO YYETA BUBZIMOTEYHOIO ®OHOA

YACTb 3. UTOIV ABUKEHNA ®OHOA

1. Bcero
2. 10 NTO-
BU- |[TU

3. n3- IAM

TIA- IBY-
4. KHUTH HUA XE -

HUA

5. XypHaJe

MpunoxkeHune 18



®OH-
6. Ipyrve BUIOB M3IOaHUNI IA
He
7. KHUX—
HEIE
8. OOKYy—
MEHTH
9.
10.
11.
12. V3maHMs IO OTPAacCJsaM 3HAHUA IO COIEPX.
13. XymoxecTBeHHas JiMTepaTrypa U A3HKAM

14. Ha sa3BHKEe KOPEHHOM HAaLUMOHAJIBHOCTU

15.

16.

CoctouTtHa 19__ .
MNoctynunoHa 19 .
Bbibblno3al9 .
CoctouTtHa 19__ .

OBPA3EL, TIMCTA AKTOBOTIO YYETA <*>

MpunoxkeHwne 2

<*> Mo ycmoTpeHuio 6ubnvoTekM B GOpPMbl /IUCTa aKTa U MHBEHTAPHOM KHUMM MOTYT bbiTb

BHECEHbIAOHOHHMTEﬂbHHEFpa¢bL

AKT N oT 19 _r.
Moctynuno Bcero 9K3.cN no N
Homep NHBeH- [ AsTop, Mecto | LeHa OTtmeTt- | N akKta Mpume-
3anucu TapHbI | 3arnasue, nrog, py6. | xon. Ka o BblObITUA |4YaHMe
B8 KCYB® | HOMep | TOM, 4acTb, nsna- npo-
BbIMYCK HUA BepKe

MpunoxkeHwne 3



OBPA3ELL JINCTA UHBEHTAPHOW KHUTU

19 r.
JaTta Homep NHBeH- [ ABTop, Mecto UeHa OTtmetka | N Mpwn-
3anucy | 3anucu TapHbIN | 3arna- nrog, 0 npo- ak- | meva-
8 KCYB® | HOMep |Bue, usgaHua | PY6. |Kon. BepKe Ta |Hue
TOM, Bbl-
4yacTb, bbl-
BbIMYCK ™A
MpunnoxkeHue 4
GOPMA TETPAOWN YHETA KHUT N APYTUX AOKYMEHTOB,
NPUHATLIX OT YUTATENIEA B3AMEH YTEPAHHbIX
Jata | ®amu- | CBepeHumA 06 yTepAHHbIX CBefeHuA 0 NPUHATDLIX
nma, KHUIax uan gpyrux KHUIax uan gpyrux
WHU- LOKYMeHTax LOKYMeHTax
umanbl
YuTa-
Tens
UHB. | ABTOD, LeHa Otpen |AsTop, LeHa Ot- | Pac-
N 3arna- 3arna- gen | nuc-
Bue, py6. |kon. Bue, py6. |kon. Ka
rog, rog, yu-
n3ga- n3ga- Ta-
HUA HUA Tens

P®OPMA AKTA O NPUEME OOKYMEHTOB B BUB/TMOTERY
AxT N

HacTogumm akT cocrarjen " " 19 T.

(bamMmunum, ¥mMeHa, OTUYeCTBa M IOOJDKHOCTM JiMll, Y4YaCTBYIUUX

B COCTAaBJIEHUM aKTa)

O npueMe B OubIMOTeKy

MpunoxkeHne 5



(BMIO IOOKyMeHTa M OT KOT'O IIOJIYUEHO)

B KOJIMUECTBE 5K3EMIUJIAPOB Ha OOyl CyMMYy

(MOBTOPMTE CYMMYy MNPONMCBEI)
COoMCOK KHMT (MM OPYyIMX IOKYMEHTOB) IpuilaraeTcs.

lNoonucu

(pyxkoBOOUTENIA)

(coTpynHuUka)

(nmmua, crmaBmWero KHUIY W
OIpyTre IOOKYMEHTEI)

COMCOK KHUI' MM OPYyIMX IOOKYMEHTOB K akKTy N <*x>
N ABTOp, 3arnasme KHUMM Uan Bua, UeHa Kon-so [Cymma
n/n OOKyMeHTa py6. Kon. | 3K3.

<*> Mlpy HebONbWIOM KONMYECTBE TMPUHUMAEMbIX KHWUM (4PYrUX [AOKYMEHTOB) MepeyeHb
BK/IIOYAETCA B TEKCT CAMOTO aKTa.

MpunoxkeHne 6

®OPMA AKTA O NOCTYNNEHUN
NEPUOONYECKUX U3OAHNI B BUB/IMOTEKY

AT N

HacTogumm akT cocrarjen " " 19 T.

(bamMmunum, umMeHa, OTUYeCcTBa, IOOJIXKHOCTM JIMII,

YUaCTBYKIIMX B COCTAaBJIEHUMM akTa)

B TOM, 4TO 3a 19 1. B
(HaMMEeHOBaHME CTPYKTYPHOT'O IoIpas3nelieHMI
BubIMOoTEKM)
MMOCTYIINJIIO DKBEMILJISPOB XYPHAJIOB, KOMIIJIEKTOB I'aseT

(HEHYXHOE BaUepKHYThH)

Nomonucu: <*>

<*> AKT NO4NUCbIBAETCA PYKOBOAMUTENIEM CTPYKTYPHOTO NogpasaeneHuns bubanoTteku.



MpunoxkeHne 7

®OPMA AKTA O HEOOCTAYE AOKYMEHTOB
B MOCTYMMUBLLEN NAPTUU

AT N

HacTosammii akT coCTaBJIeH

(bamMmunum, wuMeHa, OTUYeCcTBa JMl, YyYaCTBYOIMX

B COCTAaBJIEHMM aKTa)
B TOM, 4TO HIpM IOpMeMe [IapTuM  KHUTD (M OpyTux OOKYMEHTOB),
ITOJTYYEHHEIX OT

(HaMMeHOBaHMe yypexageHrud, OT KOTOPOI'O IIOJIYYEHBI KHUI'U

WM OpyTMe IOOKYMEHTH)

o N or 19 .

OBbHapPyXeHO:

lognucu:

MpunoxkeHne 8

®OPMA AKTA OB MCKTIOYEHNN N3 BUBZIMOTEYHOIO ®OHAA
JOKYMEHTOB A/IUTEZIbHOTO XPAHEHUA

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAIO
IO COXPaHHOCTM (QOHIOB
[IpoTokoisr N (nomnmuce Julla, YyTBEPIMBIIETO akKT)
or " " 19 . "o 19 r.
AKT N
o 19 T

HacTosammii akT coCTaBJIeH

(bamMmunium, umMeHa, OTUYecTBa JMl, Yy4YaCTBYOIMX

B COCTAaBJIEHUM aKTa)

06 MCKJIIUeHUM U3 QOoHIa

(HaMMEeHOBaHME CTPYKTYPHOT'O IOoIpas3nelieHMI
BubIMoTEKM)
" " BSK3eMIJISAPOB

(yxkazaTe BMI IOOKYyMEHTa)
Ha CyMMYy py©. Ilo npuumHe

(yxasaTh OPUUMHY MCKJIIOUEHMS)



CrnMcoK BHBIOHBBIIMX

(yxkazaTe BUIO IOOKYyMEHTa)
Ha " " JMCTax npuijlaraeTcs.

Cnmcok no axkty N

NN [WHBeH- |ABTOp U UeHa Koadodmum- | Konnuectso CroumocTb
TapHbIN | 3arnaswue, py6. | kon. €HT nepe- 3K3eMnaAposB
HOMep | rofg usgaHua OLLEHKM

YJjieHB KOMMCCUMU :

MpunnoxkeHne 9

®OPMA AKTA OB MCKTIOYEHNN N3 BUBZIMOTEYHOIO ®OHAA
OJOKYMEHTOB BPEMEHHOIO XPAHEHUA

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAIO
10 COXPAaHHOCTM (QOHIOB
[IpoTokoisr N (nomnmuce Juilla, YyTBEPIMBIIETO akKT)
OT " " 1 9 i " " 1 9 i
AKT N
" " 1 9 i

HacTosammii akT coCTaBJIeH

(bamMmunum, umMeHa, OTUYeCcTBa, IOOJIXHOCTM JIMLI,

YUaCTBYIIMX B COCTAaBJIEHUM akKTa)

06 MCKJIIUeHUM U3 QOoHIa

(ykazaTe BUIO IOOKYyMeHTAa)

w "

BKBEMILJIAPOB

(yxkazaTe BMI IOOKYyMEHTa)
BPEMEHHOTO XPaHEHUS
B KOJIMUECTBE 2k3. [lo npuumHe

(yxasaTph OPUUMHY MCKJIIOUEHUS)

YJjieHB KOMMCCUMU :

MpwnnoxkeHune 10

®OPMA AKTA OB MCKTIOYEHNN N3 POHOA
YTEPAHHbBIX YATATENAMW JOKYMEHTOB U MPUEME B ®OH/J,
OJOKYMEHTOB, NPU3HAHHbIX PABHOLIEEHHbIMW

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAIO



10 COXPAaHHOCTM (QOHIOB
[IpoTokoisr N (nomnmuce Julla, YyTBEPIMBIIETO akKT)
or " " 19 T o 19 T

w " 19 .

HacTosammii akT coCTaBJIeH

(bamMunum, wmMeHa, OTUeCTBa UM IOOJDKHOCTM JIMII,

YUaCTBYKIIMX B COCTAaBJIEHUMM akTa)

00 MCKJIUEHUM U3 OUOIMOTEYHOT'O QoHIa

(HauMeHOBaHMe OUOIMOTEeKM WJIN
ee nompasnesieHUs)
DK3. KHUT (OpyI'MX IOOKYMEHTOBR) Ha CyMMYy
IO [NPUUMHE YTepM 4YMTaTeJIIMM UM IpueMe B3aMeH UX 3K3. KHur
(IpyTMX IOOKYMEHTOBR) Ha CyMMYy
COMCOK KHUI (OpYyI'MX IOOKYMEHTOB) NIpujlaraeTcCs.

lognucu:

COMCOK MBIOAaHUNM U IOPYyIMX IOOKYMEHTOB K AKTy N

YTepaHbl yMTaTenamm 3ameHeHbl

MHuB. N AsTOD, LeHa MHuB. N AsTOD, LeHa damunna
3arnasue, 3arnasue, yuTaTens
rog vsga- py6. | kon. rog vsga- py6. | kon.
HUA OOKY- HUA OOKY-
MeHTa MeHTa

MpunoxkeHune 11

®OPMA AKTA MPUEMA-NEPEOAYN NOKYMEHTOB
N3 OAHOM BMBNNOTEKM B APYTYIO B NOPALAKE KHUTOOEMEHA

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAIO
IO COXPAaHHOCTM (QOHIOB
[IpoTokoisr N (nomnmuce Julla, YyTBEPIMBIIETO akKT)
or " " 19 1. "o 19 r.
AKT N
"o 19 T

CocTaBJIeH HaACTOAUMM aKT B TOM, UYTO
(HaMMeHOBaHMEe Iepenawnuer OmbIMOTEeKM)

rnepenaja B

(HamMeHOBaHME OUMOIIMOTEKM-IIOJIyUYaTe s )
NPMHAJIa OOKYMEHTH, OTOOpaHHBIE IIpencTaBuTesieM OUOIMOTEKU

(bammnimsa, mMmsa, OTUECTBO)
Ha OCHOBAaHMM HOOBEPEeHHOCTU N oT
B KOJIMYeCTBE
KHUTD 3K3., ABI B5K3.,




KYPHAJIOB 2K3., Taser KOMIIJIEKTOB .
Obmer CTOMMOCTBIO

(mponmuckeo)
B TOM UYMCJIe CTOMMOCTBH IJOKYMEHTOB, COCTOSIMX Ha OyXI'aJITEPCKOM
yuerTe

(nponmuckeo)

CoTJlacHO MpujaraeMoMy CIMCKY OOKYMEHTH CIOajl

(mommnmce)
[IPUHAJL
(nmommnmce)
Cnmcok k AxTy N
N N [AsTop, MecTto u Konnuecr- LUeHa Koapodmum- [ Ctoumoctb
3arnasue rog, u3gaHua BO 9K3. py6. |Kon. |[eHTnepe-
OLLEeHKM

MpunoxkeHne 12

®OPMA AKTA O NPOBEPKE BMB/IMOTEYHOIO ®OHAA

PaccMOTpeHO Ha KOMUCCUU YTBEPXIAIO
IO COXPaHHOCTM (QOHIOB
[IpoTokoisr N (nomnmuce Julla, YyTBEPIMBIIETO akKT)
or " " 19 1. "o 19 r.
AKT N
"o 19 T.

MpI, HMWXENONNMCAaBUIMECS, INpPencemaTesilb KOMUCCHUM IO IIPOBEpPKE

(bamMmunusa, uMs, OTUECTBO)
M UYJIEHBEl KOMUCCUU <*>

(bamMmunum, uMeHa, OTUeCTBa M IOJDKHOCTH)

COCTaBWJIM HACTOALMM aKT B TOM, YTO HaMu B Inepuonm c " "

no " " 19 r. Omula npoBedeHa NPOBepKa OMOJIMOTEYHOTO
dboHIa
(HaMMeHOBaHMe OUOJIMOTEKM MM €€ CTPYKTYPHOTO HNOAOpa3neJIeHUd)
nyrem
(yxazaTe crnocot® NpOBEPKU)
<*> B cocTas KOMMCCUM  IOOJIDKHBEI BXOIUTH OTBETCTBEHHEIE 3a

COXPAaHHOCTBL INpoBepsaeMoro QoHma, Oyxranrep uiIn OMHAHCUCT.

[IpoBepeHsl CcJenypuue OOKYMEHTE:

a) AKT npenenylleyl NpOoBepku QOHIA OT

©) KHMI'M CcyMMapHOTO ydeTa OubIMOTEeYHOT'O QOoHIa

B) dopmMBI MHOIMBMIOYAJIBHOT'O ydueTa (yKaszaTb Kakue)

I') AKTE CHOMCaHMA (MCKJIOUEHMS) KHUT M OPpYyTMX HOOKYMEHTOB MeXIy
Npelenyliey M HacTosAlle) NPpOoBepKaMu

n) JOKYyMEeHTEl, YyIOCTOBepAnllMe BEOAYY KHUI U OPYyTUX IOKYMEHTOB




yyTaTeJiaM
e)
x)

B pesysbTaTe MNPOBEPKM IOOKYMEHTOB UM CBEPKM KOHTPOJIBHEIX TaJIOHOB  <*>
c dopmMaMM MHIMBUOYAJILHOT'O ydYyeTa YCTaHOBJIEHO:

<*> Ecau MHBIE MEeTOHNH IIPOBEPKMU,

TO YyKa3aTb KaKHue.

1. Ilo ydyeTHBEIM OOKYMEHTAaM UYMCJIUTCH:

2. VMeeTcd B HaJUUUNM:

3. HemocTaeT <*>:

<*> K

OK3. KHUT ABIL

OK3. KHUT ABI

AKTY HeO@XOI[I/[MO IIPMIIOXUTb 3aKJInUYeHMe KOMMCCHUM 10

COxXpaHHOCTM GOHIOB.

5K3. KHUT ABIL

Ha o0yl CyMMYy PyO. KOII .
(cyMmMa NpONMCHI)

Cnmcok HepocTamommx KHuUI', ABI ¥ »OpyIrMxX IOOKYMEHTOB IpujlaraeTcsa K
AKTY .
4. V3 BBEIDAHHHIX 4MTaTeJaAM OO 19  ID. KHMUI HE BO3BpPAalleHO DK3.
no 19 BK3.
5. ODOHapyXeHO HeyUTeHHEX B QopMax MHAOMBMIYAJILHOI'O yueTa DK3.

6. BHIBOOEI KOMMCCHMM IIO IIPOBEpPKE
IOIOKYMEHTOB,

(0 BemeHumM yueTa, COCTOSHUU YyUETHBIX

O HEeIOoCTaKIMxX IOOKYMeHTax, O BaOepXaHHBX KHUTAaX M T.II.)

7. IpenygoxeHMs KOMMCCUM:

lognucu:
[lpencenmaTesib KOMUCCUU
UJieHBE KOMMCCUU

MpunoxkeHune 13

®OPMA XYPHAJIA YHETA
MPOLIECCOB PASMAIHUYNBAHMA 3ANUCEN B BUB/IMOTEKE

[JaTta pas-
MarHu4m-
BaHMA

MHuB. N ABTOp, 3arnasue, MpuynHa damununa, ums,
LOKYyMeHTa rof U3gaHua OOKy- pasmarHm- OTYECTBO, A0/K-
MeHTa YymMBaHMA HOCTb nLa, NpPo-

n3sogusLlero pas-
MarHm4ymsaHue




