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MWHWUCTEPCTBO KY/IbTYPbl POCCUMCKOI ®EAEPALIUMU

MPUKA3
oT 8 OKTA6pA 2012 r. N 1077

Ob YTBEPXKAEHUU MNOPAAKA
YYETA AOKYMEHTOB, BXOAALLNX B COCTAB BUB/IMOTEYHOIO ®OHAA

Bo wucnonHeHne nyHKTa 6 cTatbn 12 PepepanbHoro 3akoHa oT 29.12.1994 N 78-d®3 "O
6ubnnoteyHom gene" (CobpaHme 3akoHomaTenbcTBa Poccuinickont depepaumm, 1995, N 1, c1. 2; 2004, N
35, c1. 3607; 2007, N 27, c1. 3213; 2008, N 30 (u. Il), 3616, N 44, ct. 4989; 2009, N 23, 2774, N 52 (I u.),
CT. 6446) NnpuKasbiBalo:

1. YtBepautb [MopAafoK y4vyeTa [OKYMEHTOB, BXOAAWMX B cocTaB 6bubanoteyHoro ¢oHaa
(npunoskeHue).

2. KOHTpO/1b 33 MCMO/IHEHMEM HaCTOALLEro NpuKasa BO3/IOXKUTb Ha CTATC-CEKpeTaps - 3aMecTUTeNs
MuHUCTpa KynbTypbl Poccnitickolt ®egepaumm .M. Ueamesa.

MwuHucTp
B.P.MEANHCKNI

MpunnoxeHune

K NpuKasy MuHUCTepCTBa KyAbTypbl
Poccuiickon degepauymm

o7 08.10.2012 N 1077

nopPAAOK
YYETA AOKYMEHTOB, BXOAALLNX B COCTAB BUBJIMOTEYHOIO ®OHAA

|. Obwme nonoxeHus

1.1. YyeT AOKymeHTOB 6MbBAMOTEYHOrOo PpOoHAA ABNAETCA OCHOBOW OTYETHOCTU M MNAHMPOBAHUA
AeATenbHoCcTM 6MbanMoTekn, cnocobeTeyeT obecneyeHnio ero CoxXpaHHOCTY.

1.2. YyeT BKNKOYAET PErMCTPALMIO MOCTYMNIEHUA SOKYMEHTOB B 6M6/1MOTEYHbIV GOHA, UX BbIObITMA
n3 ¢poHAa, UTOroBble AaHHble 0 BeanunHe (obbeme) Bcero 6MbAnoTEYHOro GoHAA M ero NoApasaenos,
cTtommocTb poHAaa.

1.3. OcHoBHble TpeboBaHMA, NpeabABASEeMblIe K yueTy 6ubanoTeyHoro poHaa:

MOJHOTA U AOCTOBEPHOCTb YYETHOM MHDOPMALLUK;

onepaTUBHOCT;

AOKYMEHTUPOBaHHOE 0pOPMIEHNE KaKA0ro NOCTynaeHna B GOHA M KaxKAoro BbibbiTUA M3 GOHA3;

COBMECTMMOCTb MPMEeMOB U GOpPM yyeTa, MX HAAEKHOCTb NPW NapaninesbHOM WCMOAb30BaHWUU
TPagMLMOHHOW M aBTOMaTU3UPOBAHHOM TEXHOIOTUI YYETa;

COOTBETCTBME HOMEHKNATypbl MOKasateneir ydyeTa ¢oHAA aHANOMMYHbIM  MOKa3aTeNsam
rocyAapcTBeHHON 6UH6AMOTEUHOM CTaTUCTUKMN.
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1.4. YyeTy nopgnexart Bce AOKYMEHTbl (MOCTOAHHOTO, A/MTE/IbHOrO, BPEMEHHOro XpaHeHus),
noctynamowue B poHa 6ubnMoTeKn u BbibObIBalOWMe U3 PoHAa 6BUOBAMOTEKM, HE3aBUCMMO OT BUAA
HoCUTens.

1.5. YyeT [OKYMeHTOB BefeTCcA B pernuctpax MHAMBMAOYANIbHOrO M CYMMApPHOro yyeta B
TPAANUMOHHOM U (MNIN) 3NEKTPOHHOM BUAE.

1.5.1. Peructpamum WHAMBMAYANBHOIO yyeTa AOKYMEHTOB ABAAKOTCA: PerucrpaumMoHHan KHUra,
KApTOYKa perncrpauum Ha onpegeneHHbl BUL, AOKYMEHTA ANA Ta3eT, 'KYPHANoB, APYrMx BWUOOB
OOKYMeHTOB. [lonycKaeTcAa TaKKe perucTtpamu MHAMBUAYANbHOrO y4yeTa cyMTaTb Tonorpaduyeckyto
ONUCb (KaTasor), y4eTHbI KaTanor, y4eTHbl ¢paiin ¢ BbIXoAHbIMK dopMmamm, GOpMUPYEMbIMU B MOPAAKe
WHBEHTAPHbIX NN UHBIX MAEHTUOUKALMOHHBIX HOMEPOB 4OKYMEHTOB.

Perncrpbl MHAMBUAYANbHOIO y4yeTa AOKYMeHToB 6ubnmoTeyHoro poHAa coaepkat PEKBU3UTI,
NAEHTUOMLMPYIOLWME KaKabI AOKYMEHT C YKAa3aHMEM CBELEHWMI O MOCTYNAEHUU OOKYMEHTa M O ero
Bbl6bITUN N3 BMBMOTEYHOTO POHAA.

1.5.2. Pernctpamu cymmapHOro y4yeta [OOKYMEHTOB ABAAKOTCA: KHUra CYMMapHOro yyeTta
6ubnnoteyHoro ¢oHAa, AUCTbl CymMmapHOro ydyeta 6ubamoteyHoro ¢oHAa, KypHan. [onycKatoTca
pasnnyHble MogMPUKALMM KHUIM CyMMapHOro ydyeta. HesaBMcCMMO OT BWOA@ YYETHOrO L0OKYMEHTa
PErncTpbl CYMMApHOTO YYeTa COAEPKaT TPU B3aMMOCBA3AHHbIE YaCTU:

"MocTynneHne AOKYMeHTOB B 6B1banoTeyuHbit doHA",

"BbIObITWE LOKYMEHTOB M3 BUB6AMOTEYHOTO PpoHAaa",

"Utorn aBuKeHua bubanoteyHoro ¢poHAa: UTOroBble AaHHble Ha KOHeL, OTY4eTHOro nepuoaa’.

O606ueHHble AaHHble OTPAXKAKOTCA B KaXKA0M HYacTU perncTpa CyMMapHOro yyeTta. B anekTpoHHoM
CUCTEME YYEeTa 3TN YaCTU MHTETPUPYHOTCA B €4ANHbBIN YYETHbIN daiin.

1.6. CymMapHbIi U UHAOMBUAYANbHBIN ydyeT poHAa BeAeTcA CTPYKTYPHbIMU MoApasseneHuAMU
6MbNMOTEKMN, B BEAEHUM KOTOPbIX HAaxo4MTCA KOmMNiaeKkToBaHWe GOHAQ, a TaKXKe noapasfeneHuasmM,
obecneumBalOWMMM XpPaHEHWE W WCNO/b30BaHME 3aKPENneHHbIX 33 HMMWM 4YacTen obuiero ¢oHaa
61MbnnoTeku.

1.7. Cratuctuyeckas uHdbopmauus o opmupoBaHumM bubamoteyHoro ¢doHAa NoO uToram roga
npeacTtasnaseTca B [NaBHbIN MHOOPMALMOHHO-BbIMUCAUTENbHBIN LLeHTP MUHKYAbTYpbI Poccuu.

II. EguHMUBI yyeTa GUbAnMoTeyHoro poHaa

2.1. BeanuumHa (06bem) n apukeHne GoHaa N3MepATca B YHUPUUMPOBAHHBIX egMHULLaX yYeTa.

OCHOBHbIMW eAuHULAMU y4eTa OOKYMeHToB 6ubanoTedyHoro ¢oHAa ABAAKOTCA 3K3eMnasap w
Ha3BaHWe, ANA raseT - r040BOM KOMMAEKT U Ha3BaHue.

JononHuUTeNnbHbIMU eguMHMUaMKU ydyeTa ¢GoHAa ABNAIOTCA FOAO0BON KOMMAEKT, MEeTPOMoJKa,
noAlumMBKa (nepenneTHas eANHNLA); ANA SNEKTPOHHbIX AOKYMEHTOB - e AUHULA NaMATU AaHHbIX.

2.2. Obuwas BennMynHa 6ubanoTedHoro poHAa B LLEEIOM U ero nNoapasnenios, B TOM YUC/Ae CEeTEBbIX
NIOKaNbHbIX AOKYMEHTOB M CETEeBbIX YAafeHHbIX AOKYMEHTOB, YYMTbIBAETCA B 3K3eMNaapax, HoBble
NoOCTYN/ieHMA - B 3K3eMNaApax M Has3BaHMAX. YUCNO rofoBbiX KOMMNIEKTOB raseT MpupaBHMBaeTCAa K
YMCNY IK3EeMMNAPOB.

I1l. Y4yeT 4OKYMEHTOB NO BUAAM M KaTeropuam

3.1. NeyaTHble M34aHMA U HeoNyb/IMKOBAHHbIE AOKYMEHTbI

K neyatHbIMM M34aHMAM OTHOCATCA TUPA*KMPOBAHHbIE W34aHUA, NONYYEHHbIE MeYyaTaHUeM Wau
TUCHEHMEM, MoaurpadMyYeckn CamocToATENIbHO OQOPMIEHHbIE: KHUTMM, OpoLopbl, KypHainbl,
npoaosiKalwlmecs U3[aHUA, JINCTOBble U3AaHMA, TraseTbl, W30M34aHMA, HOTHble W3AaHUS,
KapTorpapuyeckne msaaHua, HOPMATUBHO-TEXHUYECKME M TEXHWYECKMEe [OKYMEeHTbl, aBTopedepaTsbl
auccepTaumi.

K Heonyb6/MKOBaHHbIM AOKYMEHTaM OTHOCATCS PYKOMWUCHbIE AOKYMEHTbI (PYKOMUCHbIE KHUTU U
APXMBHbIE AOKYMEHTbI), @ TaK¥Ke AOKYMEHTbI, U3rOTOB/NEHHbIE B €AMHUYHbIX IK3eMNIAPaX, ABASIOWMECS
06BbEKTAMU UHTENNEKTYaNbHON COBCTBEHHOCTM (AEMOHMPOBAHHbIE HayyHble paboTbl, AuccepTauuu,
npenpuHTbl, OTYETbl O Hay4YHO-UCC/eAoBaTeNbCKMX paboTax, nepeBoAbl, ONMCAaHWUA aNropuTMOB U
nporpamm IBM, NpOEKTHO-KOHCTPYKTOPCKasA AOKYMEeHTaLMA), TaKTUbHbIE pyKode/lbHble U34aHMA Ann
cnenbiX U cnaboBuaawmx. PyKonucHble AOKYMeHTbI, Bxoasalme B 6MbaMoOTeUHble PpOoHAbI, ABNAOTCA



COCTaBHOM 4acTbto ApxuBHOro ¢oHga Poccuiickon dPepepaumm M y4yUTbIBAOTCA B COOTBETCTBUM C
HOPMATUBHbBIMM W MPABOBbIMW aKTaMM MO YYETY apXMBHbIX LLOKYMEHTOB M HAacToALMM MopAagKoM.

3.1.1. KHnrv v 6poLtopbl yYUTbIBAKOTCA B SK3EMMAAPAX U HA3BaHUAX.

Kak oTAenbHbI 9K3eMNAAP M KaK OTAENbHOE HAa3BaHWE YUYUTbIBAKOTCA:

Karkaoe oTaenbHoe nsaaHue (KHura, 6pouutopa);

Karkgoe BXxogdAllee B KOHBOMKOT U3LaHUE;

KaXKAblii OTAe/IbHbIA TOM (BbIMYCK, YacTb) MHOTOTOMHOTO M34aHUA, UMEKLWNIM UHANBUAYANbHOE
3arnasue;

Karkgana m3 Opowtop, BbINYWEHHbIX B 0O0beguHAIOWEN WX WM3[aTeNbCKOM nanke, 06/0XKKe,
MaHKeTKE;

KaXgas KHUra wuauM 6polwiopa, BXO4AWAA B KHUMNKHYIO Cepuio  (HYMEpOBaHHYl WM
HEHYMEePOBaHHYI0);

OTAEeNbHO M3L4aHHble MPUIOKEHMA K KHUram 1 bpolltopam, MUMetoLme MHAMBUAYaNbHOE 3arnasme
M CaMOCTOATEIbHOE 3HaYeHMe.

3.1.2. [1OKymMeHTbl, BbINOJIHEHHbIE penbedHO-ToYeYHbIM wpnudptom (wpudtom bpaiing),
YUYMTbIBAOTCA B 9K3EMMIAPAX U HAa3BaHMAX.

JK3eMNAApoOM 4S9 JAHHOIOo BUAA U3LAHUIN ABNSETCA KaXKAaa U3 KHUM KOMMAeKTa, 06beanHEHHbIX
obLWMM Ha3BaHuEM.

Kak o4HO Ha3BaHMe y4MTbIBAETCA KOMMNNEKT U3LaHMA, HE3AaBUCMMO OT YMC/a BXOLALLMX B HEro
KHWT.

3.1.3. ypHanbl U Npogo KatoWMecs 3gaHNA YUNTbIBAKOTCA B SK3eMMIAPAX U HAa3BaHUSX.

DK3eMMNIAPOM CYMTAeTCca HOMEp, TOM, BbIMYCK, M34aHHbIe MO OTAE/NbHOCTU, @ TaKKe KOMNAEKT
HOMEpPOB, TOMOB, BbIMYCKOB, NEPENIETEHHbIX B 04MH 610K N343aTEeNbCTBOM.

Kak oAHO Ha3BaHME YYMTbIBAETCA KOMMNEKT HOMEepPOB, TOMOB, BbINYCKOB, 0Opa3yoLLMX
OTAEe/NbHYI0 eAWHULY C OTIMYUTENbHbIM 3arnasmem. [puM M3MEHEeHWW 3arnaBus HOBOM YYETHOM
eaVHULEN cYMTaAeTCa U3gaHune, eciv USMeHeHWe BHECEHO B NepBble NATb C/I0B 3ar1aBus.

Mepuoanyeckne MNPUNOKEHMA K KYpPHaiam, BbIXOAALIME CAMOCTOATENIbHO, WMetowue
MHAVBMAYa/IbHOE 3arnaBue U COBCTBEHHYI0 HYMEPALMIO, YYMUTBIBAIOTCA KaK OTAe/IbHble 3K3eMNAsApbl U
oTAe ibHble Ha3BaHus.

Karkgana cepua npoao/Kaloweroca M3gaHuA, WMelowan WHAMBUAyasbHOE 3arfasBve U
COOCTBEHHYIO HYMEPaLMIO BbINMYCKOB, YYUTbIBAETCA KaK OTAE/NbHOE Ha3BaHMeE.

Kaxkablh camocTosATesIbHbIM TOM (BbIMYCK) MNPOAOAKAOWEroca W34aHUA YYUTbIBAETCA KakK
oTAenbHOe Ha3BaHMe.

3.1.4. Ta3eTbl y4MTbIBAKOTCA B rOA0BbIX KOMMAEKTAX U HAa3BaHUAX.

Kak oAHO Ha3BaHMEe YYMTbIBAETCA KOMMIEKT raseT, 06pasylolmx OTAENbHYI0 eaguHULy C
OT/INYUTENbHBIM 3arnaBuem. MNpu N3MEHEeHMM 3arnaBus HOBOW YYETHOM eaUHULIEN CYMUTAETCA U34aHMeE,
€C/IN U3SMEHEHUWE BHECEHO B NepBble NATb C/I0B 3arnaBus.

OpHoaHeBHble (pa3oBble) ra3eTbl y4MTbIBAOTCS B 9K3eMNIApPax (HOMep, BbIMyCK) U Ha3BaHUAX.

OTaenbHO UW3gaHHble MepUoAMYEcKMe MPUIOXKEHUA K rasetam, Mmewlme WMHAMBUAYASbHOE
3arnaBsme 1 cobCTBEHHYIO HYMEpPaLUMIO, Y4UTbIBAIOTCA CAMOCTOATE/IbHO.

3.1.5. UsomspaHusa (anbbombl, KOMNNEKTbI, OTAE/NbHblE JIUCTOBble W3A4AHUA) U penbedHo-
rpadpuyeckme nocobus gns cnenbix U cNaboBUAALLMX YUMUTLIBAIOTCSA B IK3EMNNAPAX U HAa3BaHUAX.

Kak oTaenbHbIN 3K3eMniAp M OTAE/IbHOE Ha3BaHMEe YUYUTbIBAETCA KaxAbli NUCT (BbiNyck) cepuu
M30M3aaHUI, He 06 beANHEHHbIE N34aTeNbCKOW NanKon (0610KKOM, MaHKeTKoMN).

Nnctosble U3gaHus, 06 beANHEHHbIE M34aTeNbCKOW Nankoi (06N10KKOKN, MaHKeTKon, obepTKoilt),
YUYMTbIBAIOTCA KaK OAUH 3K3eMNAP M O4HO Ha3BaHMe.

3.1.6. HoTHble n3aaHma y4mTbIBalOTCA B IK3EMMIAPAX U HAa3BaHUAX.

Kak oTgenbHble 3K3eMniApbl M OTAE/bHbIE HAa3BaHWUSA YYUTbIBAKOTCA:

CamoCTOATE/IbHbIE HOTHbIE M34aHKA, 06beANHEHHbIE B 04HOM nepenseTe (KOHBOOTE);

oTAenbHble NapTuu (ronoca) n NapTuTypa (Knaeup), M3gaHHble pasaenbHo.

Kak onH 3K3emnasp M 04HO Ha3BaHWE YUUTbIBAIOTCA:

oTaenbHble napTum (ronoca), ob6beANHEHHblE C MapTUTYpPOl (KNaBMpPOM) B OOAHOM M3ZaHMM, a
TaKKe napTun, obbeamMHeHHbIe N3AaTeIbCKoM Nankoi (0610KKoM).



3.1.7. KapTorpaduyeckmne n3gaHma y4UTbIBatoTCA B IK3eMNAAPaX U Ha3BaHUAX.

Kak oTAenbHbI 3K3eMNAAp U OTAE/IbHOE Ha3BaHWE YYNTbIBALOTCA:

aTNacbl, COCTOALLME U3 OTAENbHbIX HYMEPOBAHHbIX UM SATUPOBAHHbIX BbINYCKOB;

Ka*KAbli BbIMYCK CEPUIMHOIO U3A4aHMA KapTbl UK aTnaca.

Kak oguH 3K3eMnaap M OAHO HasBaHME YYUTbIBAETCA KapTa, U3L4aHHAA HA HECKONbKUX JINCTAx
(nopnexkalmx cknenke), ob6beaUHEHHbIX OBLLMM 3arnaBmuem.

MHOrotomHble  (MHOronMcToBble) KapTorpaduyeckme usgaHuA, O06beAMHEHHble  0BLWUM
3arfaBMeM, YYUTbIBAOTCA MO KOIMYECTBY TOMOB M O4HOMY Ha3BaHMUIO.

OTaenbHO M3faHHble, HO HE MWMelLlMe CaMOCTOATENbHOIO 3HayYeHWsA KapTorpaduyeckme
NPUNOXKEHUA K Pas/iMyHbIM M34aHUAM (KHMram, 6polopam, KypHasam) Y4YuTbIBAOTCA eAMHbIM
KOMM/IEKTOM C OCHOBHbIM U3LaHUEM.

3.1.8. HOpMaTUBHO-TEXHUYECKME N TEXHUYECKME AOKYMEHTbl (MaTeHTHble AOKYMEHTbI, TUMOBble
NPOEKTbI N YePTEXKM, KaTaslorm NPOMbILIJIEHHOTO 060PYAOBAHUA U U34ENNIA, HOPMATUBHbIE AOKYMEHTbI
no CTaHZapTU3aLMK, TEXHUYECKME YCNOBUA, PYKOBOAALIME AOKYMEHTbl M MpaBMaa) YYMTbIBAlOTCA B
3K3eMnaApax U Ha3BaHUAX.

Kak o4WH 3K3emnasip U O4HO Ha3BaHME YYMTbIBAIOTCA CTAHAAPTbl M KaTasorM MPOMbIWAEHHOrO
060pyA0BaHUA U U34ENWNM, BbINyLEHHbIEe B 06beAUHAIOWEN UX M3[aTeNbCKol nanke (0610¥Ke) npu
Ha/NIMYMM Ha NanKe o6LWEeN LLeHbI, COAEPKAHMA BCErO U3AAHUSA, 4MHbIX BbIXOAHbIX AaHHbIX.

Kak oTaenbHblA 3K3eMnaap W OTAEe/NbHOE Ha3BaHWE Y4YMTbIBAKOTCA CTAaHAAPTbl M KaTanoru
NPOMbILIEHHOTO 060PYA0BaAHUA N U3LENUI, APYIMEe CheunabHble BUAbl 4OKYMEHTOB, BbiNyLEHHbIe B
BUAE OTAE/IbHbIX JINCTOB, €C/N KaXKablh U3 HUX MMEET CBOW BbIXOAHble AaHHbIe, LLeHY, TUPaXK, AarKe
€C/I OHW 06beAUHEHbl OAHOMN N3AaTeNbCKOM Nanko (06105KKoM).

3.1.9. Heony6nKoBaHHbIE AOKYMEHTbI Y4MTbIBAIOTCA B IK3EMMNIAPAX M HAa3BAHUSIX.

Kak ogMH 3K3eMnasap M 04HO Ha3BaHME YUYUTbIBALOTCA:

AenoHMPOBaHHasA HaydyHaa paboTa (KOMMAEKT, COCTOAWMI M3 ABYX 3K3emnaAapoB paboTbl) M
CconpoBOAUTE/IbHbIE OOKYMEHTDI;

Heonyb/IMKOBaHHbIE AOKYMEHTbI, COPOLLIOPOBaHHbIE MM CoAEepKaLLMecs B OTAE/IbHOM nankKe.

[ONA KOHCTPYKTOPCKON AOKYMEHTaLMN eaAnHULEN yyeTa ABASETCA YepTer UAM MOAHbIA KOMMNEKT
KOHCTPYKTOPCKNX AOKYMEHTOB, OTHOCSLUMXCS K O4HOMY M3aenuto (06bekTy).

3.1.10. O6bHoBNAAEMOE MEYaTHOE M3ZaHMEe YUYMTbIBAETCA KaK OTAe/ibHOe Ha3BaHWe W OTAEe/IbHbIM
3K3eMnaaAp nNpu NepBMYHOM NOCTYMeHMM B 6ubAnoTeKy. Mocneayrowme MNOCTYyNAEHUs BKAAAHbLIX
INCTOB, NpeAHa3Ha4YeHHbIX ANA AOMNOMHEHUA WAW 3aMeHbl COOTBETCTBYIOLMX JINCTOB B W34aHMUWU,
OTAE/IbHOMY YYeTy He NoAnerKarT.

3.1.11. ®akcMmnabHOE N3[aHME YYUTbIBAETCA KaK OpUrnHan.

3.2. AyamosunsyanbHble 4OKYMEHTbI

K ayauvosusyanbHbIM  [AOKYMEHTAM  OTHOCATCA  GOHOAOKYMEHTbl,  BUAEOLOKYMEHTbI,
$GOTOAOKYMEHTbI, KUHOAOKYMEHTbI.

3.2.1. EguHMuamn ydyeTa ¢OHAA ayAMOBU3YyasibHbIX [OKYMEHTOB SBAAIOTCA 3K3eMnAap W
Ha3BaHMe.

KaK oTAenbHbI 3K3eEMNAAP YYNTbIBAOTCA:

AMCK - ANA TPaMnAacTUHOK;

KaTyLlKa, KacceTa nam 606MHa - N8 MarHUTHbIX GOHOTPaMMm;

KacceTa - 419 BUAEOA0KYMEHTOB;

Kaap - A $oToL0KYMEHTOB (4Mano3nTUBOB, CNalioB);

606uHa - AN KUHOPUNBMOB.

KaK 04HO Ha3BaHMe yUnTbIBAIOTCA:

OTAENbHO BbINyLLEHHAA FPaMMNacTMHKa, KacceTa MbBo KomnaeKkT (anbbom) rpamniacTuHOK,
KacceT, 06beaMHEHHbIX OOLWMM Ha3BaHMEM;

MarHuTHas ¢oHorpamma Ha OAHOW KaTywKe (KacceTe), MarHUTHaA GOHOrpamMma Ha HECKOJIbKUX
KaTyLlKax (KacceTax), 06begMHEHHbIX 0BLWMM Ha3BaHUEM;

OTAENbHO U34aHHbIN GOHOLOKYMEHT UM KOMMNIEKT GOHOAOKYMEHTOB, 0O6beANHEHHbIX 06LLMM
3arnaBuem;

KUHOOUABbM, AMadUAbM HE3aBUCMMO OT YMCAa COCTaBAAOWMX 4YacTem MAM KagpoB (ans
KOMMNEKTA AMano3UTUBOB).



3.2.2. AygmoBu3syasibHble OOKYMEHTbI, ABAAKOWMECA NPUIOKEHMEM K PA3AUYHBIM U3LAHUAM U
BbINONHAIOWME CAaMOCTOATENbHbIE PYHKLMK, A TaKKe UCNob3yemble B paboTe OTAeNbHO OT OCHOBHOIO
M34aHMA, MOTYT YYNTbIBATbLCA KaK OTAe/IbHble 3K3eMNAApbI.

3.3. [lokymeHTbl Ha MUKpOodOpMaXx

K OKyMeHTam Ha MUKPODOpPMaAx OTHOCATCA MUKPOPUAbMbI U MUKPODULLIN.

3.3.1. EaMHMUamMM yyeTa LOKYMEHTOB Ha MUKPOdOpPMaXx ABAAOTCA IK3EMNAAP U HAa3BaHMe.

IK3eMNAAPOM ANA AOKYMEHTOB HA MUKPODOPMaAX ABNAIOTCA: PYIOH - ANA MUKpodUabmoB; puLla
- ANA MUKpOPULL.

Kak ogHO HasBaHWe YyYUTbIBAETCA KOMMNEKT MUKPOOUABMOB MAN MUKpPOdUL, 06beANHEHHbIX
obLWwuMm 3arnaBmem, He3aBMCMMO OT YMCNA COCTABAAIOLLMX YacTe.

3.3.2. O6wuit o6bem poHAA AOKYMEHTOB Ha MUKPODOPMAX YUMTLIBAETCS MO KOJIMYECTBY PY/IOHOB
1 GULL, BKIOYAA KONUU PasHbIX MOKOEHUI (apXxmnBHble/pe3epBHbie U M0/b30BaTeIbCKue).

3.4. DNeKTPOHHbIe AOKYMEHTbI

K 2/1eKTPOHHbIM AOKYMEHTAaM OTHOCATCA [AOKYMEHTbl Ha CbEMHbIX HOCUTENAX (KOMMNaKT-OUCKM,
dnew-KapTbl); AOKYMEHTbI, pasMelLLlaemMble Ha KeCTKOM AUCKe KomMMbiloTepa (cepBepe) 6UBANOTEKM U
AOCTYMNHble MOJIb30BaTeNAM Yepe3 MHGOPMALMOHHO-TE/IEKOMMYHMKALMOHHbIE CETU (Aanee - ceTeBble
JIOKaNbHble AOKYMEHTbI); AOKYMEHTbI, pa3mellaemMble Ha aBTOHOMHbIX aBTOMaTU3MPOBaHHbIX paboymx
CTaHUMAX 6MBNMOTERN (panee - WMHCTANMPOBAHHbIE AOKYMEHTbI); AOKYMEHTbl, PasmelleHHble Ha
BHELIHMUX TEXHUYECKMX CPeAcTBax, Moayvyaemble OGMOAMOTEKON BO BpeMeHHOe MOAb30BaHWE 4yepes
MHPOPMALMOHHO-TENEKOMMYHUKALMOHHbBIE CETU Ha YC/NIOBMAX A0rOBOPa, KOHTPAKTA, SIULLEH3MOHHOrIO
COrnalleHunsn ¢ NPon3BOAUTENIMU MHPOPMaLUK (aanee - ceTeBble yAaNeHHbIe JOKYMEHTbI).

3.4.1. EAMHNLAMM yYeTa /IEKTPOHHbIX JOKYMEHTOB Ha CbeMHbIX HOCUTEIAX ABAAKOTCA SK3EMMNIAP
W Ha3BaHMe.

3.4.1.1. KaK oTAeNbHbIV 3K3eMNAAP YYMUTbIBAETCA KaXKAbli aBTOHOMHbIV 0OBbEKT (KOMNAKT-4UCK).

Kak oTgenbHble 3K3eMniApbl MOTyT YYUTbIBAaTbCA MPWUIOKEHUA K Pas3INYHbIM  U343HUAM,
BbINOJIHAIOLME CaMOCTOATE/IbHbIE QYHKLMK, @ TaKKe NCnosiblyemble B paboTe oTAeNbHO OT OCHOBHOTO
n3gaHuA.

KaK oTaenbHble 3K3eMNAsApbl HEe YYUTbIBAKOTCA KOMMAKT-AMUCKU, €CIM OHW NpeacTaBaatoT cobol
BKNAAKY (BNOXeEHME) B U3JaHWNE UAW €70 HEOTHEM/IEMOE MPUONKEHNE.

3.4.1.2. KaK o4HO Ha3BaHMe y4MUTbIBAOTCA:

OTAENbHO BbINYLWEHHbIA KOMNAKT-AMUCK;

KaKAbl KOMMNAKT-AUCK, BXOAALWMI B HYMEPOBAHHYIO MM HEHYMEPOBAHHYHO CEPULD 3NEKTPOHHbIX
U3aaHUI;

KOMMAEKT KOMNAKT-ANCKOB, 06begMHEHHbIX 06LWMM Ha3BaHMEM;

M3faHHble B KAYecTBe CAaMOCTOATENbHbIX WU3AAHUIA MPUNONKEHUA K MU3ZaHUAM ntoboro apyroro
BMAa, UMelolme cobCTBEHHOE 3arnaBue M AOMyCKalowme WX MCnosib3oBaHwe 6e3 obpaleHus K
OCHOBHOMY M34aHMUIO.

3.4.1.3. B poKymeHTax Ha ¢new-KapTax Kak OAWH 3K3eMMNAP WU OAHO Ha3BaHWE Yy4UTbIBAETCA
KaXkgoe LLe/IoCTHOe Npou3seseHne, UMetoLLee CaMoCTOATeIbHOE 3arnaBsue.

3.4.2. EpMHMUAMM y4yeTa CeTeBbIX JIOKAJbHbIX M MHCTa//IMPOBAHHbIX AOKYMEHTOB ABAAOTCA
aK3emnaap (ycnoBHasA eanHMLA y4eTa) U Ha3BaHMe.

Kak ogHO Ha3BaHWe y4yMTbIBAEeTCA LEeNOCTHOoe Mpou3BefeHne, UMeloLlee CaMoCTOATENIbHOe
3arnaBsue, BHe 3aBUCMMOCTU OT ero npeacraBneHma. Kak ogHa egmMHuua y4uTbiBaeTcA NOMNOAHAEMBIN U
06HOBAEMbIN 31IEKTPOHHbIN AOKYMEHT.

DK3eMNAApOM ABNAETCA LOKYMEHT B onpegeneHHOM dopmaTe XpaHEeHWA WAW npeactaBaeHUs.
dopmaTbl O4HON 1 TON Ke eaNHULLbI KOHTEHTA YYUTbIBAKOTCA OTAE/bHO.

3.4.3. EAMHMLAMM y4yeTa ceTeBblX YAaNEHHbIX AOKYMEHTOB fABAAIOTCA 3K3emnaap (ycnosHas
efMHMLa y4YeTa) U HasBaHue.



Kak oauH 3K3eMnasp U OAHO Ha3BaHME YYUTbIBAETCA KarKAblA MONHOTEKCTOBbIM 3/IEKTPOHHbIM
OOKYMEHT, MMEIOLWNI CaMOCTOATE/IbHOE 3ar/fiaBue, BKAKOYEHHbIM B MaKeT, K KOTOpomy opOpMJIEHO
npaso AoCTyna y ero npoussoautens. Kak ogHa egmMHMULA YYUTbIBAETCA NOMNOJAHAEMbIA U 0OHOBIAEMbIN
3/IEKTPOHHDbIM JOKYMEHT.

IV. YueT noctynneHnsa AOKyMeHTOB B 61banoTeyHblih GoHA,

JOKyMeHTbl NOCTynawT B OMB/IMOTEKY M BKAKOYAOTCA B 6MBAMOTEeYHbIM GOHA B pesynbrate
NMocTaBKM 06A3aTeNIbHOrO 3K3emnasapa, MOKYNKM (nognucku, obmeHa, AapeHus, MOXKepTBOBaHMS,
KOMUPOBaHMA OpUrMHanoB U3 poHaa Bubanortekn).

4.1. [lJoOKymeHTbl NPUHUMAIOTCA MO NEPBUYHbIM YYETHbIM [OKYMeHTam (HakfagHasA, akKT),
BK/IIOYAOLLMM CMIMCOK NOCTYNAEHWA.

4.1.1. Mpuem A[OKYMEHTOB, NOCTynmalOWmMx B 6MBAMOTEKy 6e3 nepBMYHbLIX AOKYMEHTOB Ha
6e3803mMe34HOM OcHOBe (0bfA3aTesnbHble 3K3EMMAPbI, AENO3UTHbIE 3K3EMIMIAPbl MEXAYHAaPOAHbIX
opraHusaumin, 6e3Bo3mesaHble MOCTYMIEHUS U3  HEU3BECTHbIX M  aHOHMMHbIX MUCTOYHMKOB),
0pOpPMIAETCS aKTOM O NMpUemMe LOKYMEHTOB.

4.1.2. Mprem [OKYMEHTOB, NOCTyNatowWwmx B 6MbaMoTeRy OT topuanyeckoro, GU3NYECKOro mua B
BMAE Aapa C YKa3aHWeM €ero HasHauyeHua ANs MonosHeHus 6ubavoteyHoro ¢oHaa, odopmaseTcs
[LOrOBOPOM MOXKEPTBOBAHWA B COOTBETCTBMM C [paxkaaHCKUm Kogekcom Poccuiickoni depepaumn (cT.
574, 582) <1>.

<1> MpaxaaHcknii Kogekc Poccuiickoint depepaummn. Yactb BTopas ot 26 aHB. 1996 r. N 14-d3 //
Cobp. 3akoHogaTenbcTBa Poc. Pegepaumnn. - 1996 .- N 5, ct. 410. - C. 1110 - 1296.

4.1.3. MNpuem [OOKYMEHTOB OT YuTaTeneil B3aMeH YTEPSAHHbIX M MPU3HAHHbIX PaBHOLEHHbIMU
yTpayeHHbIM O0QOPMAAETCA aKTOM O Npueme [AOKYMEHTOB B3aMeH yTepsHHbIX. B aKTe yKasbiBaeTcA
bamununa, MHMLMaNbl YNTaTeNs, cBefeHns 06 yTepAHHbIX U34AHUAX (PErUCTPALMOHHBIA HOMEP, KpaTKoe
6ubnnorpapuyeckoe onucaHMe Wu3[AHWA, LEHA), CBEAEHWA O MNPUHATBIX M3JaHMAX (KpaTkoe
6ubnnorpadpuyeckoe onmcaHne UsgaHuA, LeHa), NoANUCHU YUTaTenss U NPUHUMALIOLLENA CTOPOHDbI.

4.2. OueHKa CTOMMOCTU NepUoaNYECKUX M3LaHWMNA, NOCTYyMNaloWmx B 6MBAMOTEKY HA BpeMEHHOe
XpaHeHue, He NPON3BOAUTCA.

4.3. [loKymeHTbI, NocTynatoLwme B 6bAMOTEKRY, NoaneRaT CyMMapHOMY yYeTy.

4.3.1. CBegeHna o BKAOYAeMbIX B B6ubanoTeuHbih GOHAO AOKYMEHTaX GUKCUMPYIOTCA B KHUre
CYMMApHOro yyeTa 6ubanoteyHoro ¢poHAa UK B APYrOM BUAE pernctpa cornacHo n. 1.5.2.

Pernctpbl cymmapHoOro yyeta AOJIKHbl MMETb 3aro/I0BOYHbIE AaHHble: HAMMEHOBaHMEe pPerncrpa,
HAaMMEHOBAHME OpraHW3aumKn, noapasaeneHus. B pernctp BNMUCbIBAOTCA AaHHble O NOCTYNUBLUEMN
napTMm OOKYMEHTOB: AaTa M MOPAAKOBbIA HOMep 3anucu (NopALKOBbIA HOMEpP 3anuUcU eXKerogHo
HaunHaetcs ¢ N 1), MCTOYHMK MOCTYNNEHWA, HOMEpP W JaTa MNepPBUYHOrO YYETHOrO [OKYMEHT],
KONNYeCTBO NOCTYNMUBLLUX JAOKYMEHTOB M CTOMMOCTb.

4.3.2. CyMMapHbIi1 y4eT NOCTYNAEHUA INEKTPOHHbIX CETEBbLIX /IOKA/IbHbIX AOKYMEHTOB BEAETCA B
3NEeKTPOHHOM peecTpe B COOTBETCTBMM C MOKasatenamu n. 5.3.1, ¢ yKasaHMem paTtbl 3arpysku
NOCTYM/IEHWUM B CUCTEMY.

4.3.3. CyMMapHbIA y4eT NOCTYMJIEHUA 3/IEKTPOHHbIX CETEBbIX YAANEHHbIX AOKYMEHTOB BeAeTCA B
3N1EeKTPOHHOM peecTpe C OTParKeEHMEM CeAyoLWUX NoKasaTenen: AaTbl U NOPALKOBOro HOMepa 3anucy,
PEKBU3UTOB JIMLEH3MOHHOIO A0roBopa (HasBaHMA M HOMepa [AOKYMEHTa, CPOKa ero [AencTeus,
CTOMMOCTH), KosindecTBa 6a3 AaHHbIX (MAKeTOB) W BKAOYEHHbIX B HUX HAa3BAHWA.

Mpn noacyeTe CYMMApPHOro KOMYECTBA Ha3BaHWW WMCKAOYalOTCA Aybavpytowmeca HasBaHWA B
nakeTax Ha ogHon nnaTpopme.

4.4, [LOKyMeHTbl, NOArOTOBNAEHHbIE K NpUemy B 6MBAMOTEeYHbIN GOHA, NOABEPratOTCA NEPBUYHON
06paboTKe U UHANBUAYANBHOMY YYETY.

4.4.1. UHAMBUAYaANbHbIA Yy4eT [OKYMEHTOB OCYLLECTBAAETCA NyTemM MPUCBOEHUA KaxKaAoMy
3K3eMNiApPYy [AOKYMEHTa PEerncTpaLmMoHHOro HOMEpPA, MHOr0 3HaKa B KayecTBe PerncTpaunmoHHOro
HOMepa (CMCTEMHOIO HOMepa KOMMbIOTEPHOM MPOrpammbl, WTPUX-KOA4a U Apyrux). UHAnBUAYaNbHbIN
HOMEp 3aKpennseTcs 33 [AOKYMEHTOM Ha BCE BPEMA €ro HaxoXaeHua B ¢GoHae 6uMbAMOTEKW.
PernctpaunoHHble HoMepa UCKAOYEHHbIX U3 GOHAA LOKYMEHTOB HE MPUCBAMBAKOTCA BHOBb MPUHATLIM
OOKYMEHTaM.
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PernctpaunmoHHble Homepa NPOCTaBAAOTCA HENOCPEACTBEHHO HAa AOKYMEHTAX M OTPaKaloTcsa B
perncrpe MHAMBUAYaAbHOTO yYeTa A OKYMEHTOB, NPUHATOM B bubanoteke.

Pernctpol MHAMBMAYANbHOIO y4yeTa AOJXHbl MMETb 3aro/I0BOYHblE AaHHble: HaMMeHOBaHWe
perncrtpa, HauMeHOBAHWE OpPraHW3auuKn, CTPYKTYpPHOro nogpasgeneHua. B pernctp BhwucbiBatoTcA
OaHHble O KarKAOM [OOKYMeHTe: f[ata 3anuMcuM B PEernucTpe, PervcTpalMoHHbI HOMeEpP, KpaTkoe
b6ubnnorpadmyeckoe onucaHue [AOKyYMeHTa (aBTop, 3arnaBue, TOM, 4acTb, BbIMYCK, MeCTO M roj,
n34aHuA), LEHA AOKYMEHTa, yKasaHHas B CONPOBOAUTE/IbHOM AOKYMEHTE.

4.4.2. NHanBmAayanbHbI y4eT Nepuoanyeckmx U3gaHun BeLeTca B PerucTpaLMoHHON KapToTeke
nepuoamnyecknx U3paHuin, npeaHasHa4YeHHOM AA y4eTa KaXKAoro HasBaHWA M KaXKAO0ro 3K3emnnsapa,
WAW B aBTOMATU3MpPOBaHHOM 6a3e AaHHbIX.

Ona nepnogmyecknx M3gaHWi B KayecTBe PErMCTPALLMOHHBIX HOMEPOB MOTYT WMCMOJIb30BaTbCA
nobble AEHTUPUKALUMOHHbIE HOMEpPA: CUCTEMHbLIN HOMEp B aBTOMATM3MPOBAHHOM 6ase AaHHbIX,
perncTpaumoHHbIi (MopAAKOBbLIN) HOMEpP 3aMUCK B PErucTPaLMOHHOMN KapToTekKe.

4.4.3. NHaMBuAyanbHbIA y4yeT OOKYMEHTOB, MMEWLWMX B cBoeM OGOPMIEHUM AparouleHHble
MeTaanbl WU (MNAn) AOparoueHHble KamMHW UM OTHECEHHbIX K KaTeropuu celidoBOro XpaHeHwus,
OCYLLECTBASIETCA B CNeuMasbHOM Pernucrpe, B KOTOPOM, Kpome TPaAMUMOHHbLIX MOKasaTenel, AaeTcs
onucaHue BHewHero opopmaeHUs AOKyMmeHTa. Kawablil ANCT perncrtpa CONpOBOXKAAETCA UTOrOBOM
3aMMCbIO C YKa3aHMEM [aTbl ee COCTaB/IeHMA U KOIMYECTBA ONMCAHUI Ha iucTe.

4.4.4. B pernctpax MHAMBMAYANbHOrO yyeTa B MNPUMMEYaHUAX YKa3bIBAaeTCA HaauMumMe U BUA
NPUNOXKEHUA K OCHOBHOMY [JOKYMEHTY, a TaKX¥e OCODEHHOCTM 3K3eMnaapa UeHHbIX WU peakux
OOKYMEHTOB (Hanpumep, Ha/auvume yHUKaNbHOro nepenseta, MapruHanuii, gedektos u T1.n.). Mpu
Ha/MYMKM nacnopta AOKYMEHTa faeTcA OTCbIIKA K Hemy. B npuMmeyaHusax MOMKeT YyKasblBaTbCs
NPUHAANEKHOCTb LOKYMEHTA K KAaTEropumM KHUMKHbIX MaMSATHUKOB.

4.4.5. MHaMBMAYaNbHbIN YYET 3/IEKTPOHHbIX CETeBbIX JIOKA/IbHbIX AOKYMEHTOB OCYLLECTBAAETCS
nytem BBoZa B 6a3y AaHHbIX MeTanHbOopMaLMM O 3arpyske AOKYMEHTA B 3/IEKTPOHHY0 BMBAMOTERY C
aBTOMaTUYECKUM NPUCBOEHMEM MAEHTUDMKALMOHHOIO (CUCTEMHOIO) HOMEPA KaXKA0MY AOKYMEHTY.

4.4.6. IHAMBUAYANbHbINA YUYET 3/IEKTPOHHbIX CETEBbIX YAaNEHHbIX AOKYMEHTOB OCYLLECTB/AETCA B
3NEKTPOHHOM BMAE NyTEM perncrpaumm 6as gaHHbIX (NakeToB) 6€3 NPUCBOEHMA UM PErUCTPaLMOHHOrO
HOoMepa.

B peecTp vMHAMBMAYaNIbHOrO y4YeTa CETEBbIX YAANEHHbIX AOKYMEHTOB BK/OYAKOTCA OCHOBHblE
XapaKTepPUCTUKM 6asbl gaHHbIX (NakeTa): onucaHuMe 6as3bl AaHHbIX (Ha3BaHWME, NPOU3BOAUTEND,
nnatpopma u (MAKn) agpec BXxoga), CPOK OKOHYAHUSA NpaBa A40CTyna, KOMYecTBO Ha3BaHUM, BXO4ALWMX B
6a3y AaHHbIX (nakeT).

B KosimMyecTBO Ha3BaHWMIN BK/AOYaeTcs obliee KO/IMYECcTBO MOJIHOTEKCTOBbIX AOKYMEHTOB (KHWT,
KYPHanoB, raseT, NaTeHTOB, CTAHAAPTOB WU APYrMX AOKYMEHTOB, y4uTbiBaeMblx B 6ubamnoteke). He
BK/IIOYAIOTCA B 3TO KOJIMYECTBO AOKYMEHTbI, KOTOpble OObIYMHO HE WM34AlOTCS OTAE/IbHO B MEYaTHOM
dopmaTte, Takue Kak nNpoduaM KOMMNaHWUW, CTaTUCTUYECKMEe Tabauubl, aHaAUTUYECKMe MmaTepuansl
MapKeTuHra. [na 6a3 gaHHbIX (MaKeToB), He coAeprKalmxX NOJHOTEKCTOBbLIX AOKYMEHTOB, B PEKBU3UTE
"Ha3BaHMe" NpocTaBAAeTCa eanHULA.

4.5. [JOKyMeHTbl, BK/Ao4Yaemble B ¢oHAO 6UBAMOTEKM, MapKupytoTca. MMpu aTom moryT 6biTb
MUCNO/b30BaHbl LITEMMNENN, KHUXKHbIE 3HAKW, WHAMBUAYANbHbIE LWTPUXOBblE KOoAbl, Apyrne BuAabl
MapKNpoBKKN. OCHOBHble TpeboBaHUA, KOTOpble A0MKHbI cOB60AaTLCA NPU MAaPKUPOBKE AOKYMEHTOB:
o0b03HayeHuMe NPUHAANEKHOCTU, 3CTETUKA, A0NTOBEYHOCTb MapPKMPOBOYHOIO 3HaKa, COXPAaHHOCTb TEKCTA
WNW ApYron 3HaKoBoM MHGOPMaLUK.

4.6. Ha poKymeHTax, SBNAOWMNXCA NPUNOKEHNEM K OCHOBHOMY HOCUTE/II0 U €r0 HEOTbEM/IEMOIM
4acTbto, MPOCTaBAAOTCA TE XKe PEKBU3UTbI, YTO U HA OCHOBHOM ZIOKYMEHTE.

4.7. DNeKTPOHHbIE CeTeBble JIOKaJibHble [OOKYMEHTbl W 3/IeKTPOHHbIE CeTeBble YyAa/ieHHble
OOKYMEHTbI MAEHTUPULMPYIOTCA CNeunanbHbIMU NPOrPammMHbIMKU CpeaCcTBaMM.

4.8. Ha npuHATbIX NEPBUYHbIX YY4ETHbIX AOKYMEHTAX NPOW3BOANTCA 3anucCb, NOATBEpPKAAtOLWASA,
YTO MOCTYNMBLUME [OOKYMEHTbl MPUHATbI B 6UBAMOTEUYHbIN GOHAO Kak B 06BEKT 0cobo LeHHoro
ABUXKMMOTo umyulectsa (ganee - OLLAN) nnm Kak B 06beKT MHOTo ABMMKMMOro MMYLLECTBA.



4.9. lMepBUYHbIE Yy4YeTHble AOKYMEHTbl, noaTeep)Kaatowme GakT NocTynneHua, nepesaroTca B
byxranteputo gnsa BKAOYEHMA B y4eT bubanoteyHoro poHAa.

4.10. ExxekBapTasibHO, NPU YC0BMU U3MeHeHUa cocTaBa OLLAW, ceeaeHusa 06 obuiem Koamyectse
M CTOMMOCTM AOKYMEHTOB, BK/IOYEHHbIX B cOCTaB 6ubamoteyHoro poHAaa Kak 06beKT 0cobo LLeHHOoro
OBVXKMMOTO MMYLLECTBA, MEpesatoTcsa yupeauTento.

V. YyeT BblObITUS JOKYMEHTOB U3 6UbAMoTeYHOro poHaa

JOKyMmeHTbl BbIObIBAlOT U3 6UbMOTEYHOro GoHAa B CBSA3M C GU3NYECKOMN YTPATON UAN YACTUYHOM
nmbo nonHoit yTpaTon noTpebutenbckux cBOMCTB. BbibbiBatowme [OOKYMEHTbl WMCKAOYaoTcA U3
6mnbnmoteyHoro ¢oHAa M CNUCHIBAKOTCA C BO3MOXKHOCTbIO Mocseaytouelt 6e3so3mesgHoln nepenaym B
apyrne 6ubnmotekn nnbo peanmsaumm.

5.1. UckntoueHmne JOKYMEHTOB 13 6ubanotedHoro ¢poHAa [ONYCKAeTCsA No Cheayowmm NnpudmnHam:
yTpaTa, BETXOCTb, AedEKTHOCTb, YCTAPENOCTb N0 COAePHKAHUIO, HEMPOPUABHOCTb.

HenpodunbHOCTb AOKYMEHTOB yCTaHaB/AMBaeTCs Ha ocHoBe [poduna KomnaektoBaHma ¢oHAa
WAW MHOTO HOPMATMBHOFO AOKYMEHTA, YTBEPKAAEMOro pykoBoautenem bubamoteku. Mo npuumHe
HenpPodUNbHOCTM MOTYT UCKAOYATbCA U3 POHOA AOKYMEHTbI, HE KOMMNIEKTyeMble 6ubanotekon (npu
OTKa3e OT KOMM/IEKTOBAHUA OTAE/IbHbIX KaTeropuin [OKYMEHTOB), U3NULLHE AyHaeTHble 3K3eMNAAPbI,
3aMeHeHHble 6onee NOHbIMU MO COAEPKAHWUIO, IYHLLIMMU NO 0POPMIEHUID, PU3NYECKOMY COCTOSHUIO
U30aHUAMM; NO UCTEYEHUU CPOKA XPAaHEHUA AOKYMEHTOB, NMPU HU3KOM YPOBHE YMTATENbCKOFO CMPOCa,
NpM HECOOTBETCTBMM 3SNEKTPOHHbIX [AOKYMEHTOB TeXHUYECKOMY W MporpammHomy obecneyeHuto
61MbnnoTekn.

5.1.1. UckntoueHne AOKYMEHTOB NO NMPUUYMHAM YCTApesocTU MO COAepKaHuo, HenpoduabHOCTH
(ManocnpawmnBaemble), a TaKKe NO NPUYMHAM BETXOCTU U AePEKTHOCTM He JOMYCKAETCA MO OTHOLWEHUIO
K €4MHCTBEHHbIM 3K3eMNIAPaM AOKYMEHTOB MOCTOAHHOIO (6eCcpoYHOro) xpaHeHus.

5.1.2. UckntodeHne AOKYMEHTOB, OTHECEHHbIX K KHUMKHbIM NaMATHUKAM, SONYCKAaeTCA TONbKO Mo
NpUYMHEe yTpaTbl NPU YCI0BUM OTPAKEHUA MHPOPMALMN O KHUNKHOM NaMATHUKE B PeecTpe KHWMMKHbIX
NamATHUKOB.

5.2. BblbObiTUe [OKYMeHTOB M3 6ubaMoTeyHoro ¢oHaa odopmnseTca AKTOM O CrMCaHUM
WUCKNOYEHHbIX 00beKToB bubanoteyHoro ¢doHaa (manee - AKT o cnucaHun) no dopme (Kog no OKY/,
0504144), yteepxaeHHon Mpukazom MuHobuHa Poccum ot 15.12.2010 N 173H, 3apernctpupoBaHHbIM B
MwHtocTte Poccnn 01.02.2011, N 19658.

B AKTe O cnucaHMM OTpaXKaloTCcA CBeAEHUA O KO/AMYECTBE M OOLLEel CTOMMOCTM MCKAHOYAEMBbIX
[OKYMEHTOB, YKa3blBAaeTCA NPUUMHA UCKNOYEHUA U HanpaBaeHWe BbIObITUA UCKAHOYAEMbIX SOKYMEHTOB.

5.3. K AKTy O Cn1caHUM npunaraeTca CNMCOK Ha UCKAIOYeHMe obbekToB B6ubnmoTteyHoro ¢oHaa
(manee - CNWUCOK), KOTOPbI BK/IOYAET clepylolne CBeAEHUA: PErnmcTpPalMoHHbIN HOMep W Wwuop
XPaHEeHMA JOKYMEHTA, KpaTKoe bubanorpadmyeckoe onncaHue, LeHy AOKYMeEHTa, 3adUKCMPOBAHHYHO B
perucTpe MHAMBUAYANbHOIO yyeTa AOKYMEHTOB, KOIGPULMEHT NEPEOLEHKM, LLEHY NOC/E NEPEOLLEHKM U
06 LLLYI0 CTOMMOCTb UCK/THOYaEMbIX JLOKYMEHTOB.

[na neyaTtHbIX AOKYMEHTOB BPEMEHHONO XPAHEHMA AOMYCKAETCA 3aMeHa CMMCKAa KHUMHbIMM
dopmynapamm.

Ona poKkymeHToB, 06paboTaHHbIX rpynnosbimM (YNpoLLeHHbIM) cnocobom, BMECTO CMMCKA AaeTca
nepeyeHb PerncTpaLMoHHbIX HOMEPOB, BUA UCKIOYAEMbIX U34AHUI, UX KOUYECTBO.

5.4. K AKTY O CnNucaHMM MO nNpWYUHE yTpaTbl WM CMKUCKY NPWAAraloTca  AOKYMEHTbI,
noaTesepxaatowme yTpaty (NOACHUTENbHAA 3aNUCKa, B C/y4ae KPaXkM UAU XMLLEHUA - NMPOTOKOJ, aKT,
3aKNtoYeHMe YNOJIHOMOYEHHbIX OPraHoB, MPWM BO3MELWEHUU yuiepba - GUHAHCOBLIA AOKYMEHT O
BO3MeLLeHMM yuepba).

BosmelweHne uutatenamm yuwepba gonyckaetca B popme 3amMeHbl YTEPSHHOINO AO0KYMEHTa
pPaBHOUEHHbIM MO0 NyTeM AeHeXXHOM KomneHcauuu. Mpu npueme peHer oT yuTaTenen B3ameH
YTEPAHHbIX KHUI MAW APYTUX OOKYMEHTOB COCTAB/AETCA MPUXOAHbIN OpAep, M UYMTATeNo BblAAETCA
KBUTAHLMA yCTaHOBAEHHOrO obpasua.

5.5. Mpwn BO3MeELLEHUN YUTaTeNEM YLLepba CTOMMOCTb YTPAYEHHbIX AOKYMEHTOB yCTaHaBAMBAETCA
3KCNEPTHON KOMMUCCHEN MO OLEHKE LOKYMEHTOB, HA3HAYEHHOM NPUKA30OM PYKOBOAUTENA BUBNNOTEKM.
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Mpu yTepe UAN XULWEHUN LEHHbIX U PeAKUX KHUT AN onpeneneHus ux CTOMMOCTM Komuccus
MOMKET MPMBJ/IEKaTb K CBOeN paboTe COOTBETCTBYIOLLMX IKCMEPTOB, @ TAKMKe MCMo/Ib30BaTb MaTepuabl
HAY4YHO-METOANYECKUX LLEHTPOB, KHUMKHbIX ayKUMOHOB M APMApOoK. B aTux caydyasax onpegeneHue
NPUYMHEHHOTO ylLepba npeaensHbiMM KO3pPUUMEHTAMKN KPAaTHOCTM He OrpaHMYMBaETCS.

5.6. AKT O CnucaHWUM NO OZHOW M3 MPUYMH, YKA3aHHbIX B N. 5.1, ¢ NPUAOKEHHBIM CMMUCKOM
noAnucbiBaeTca npeacegartenem u 4aeHamm KOMUCCUM NOo CnmMcaHnio 06beKToB bubanoTeyHoro poHAa,
YTBEPXKAAETCA PYKOBOAUTENIEM YUPEKAEHUA.

5.7. Nocne yTBepaeHMa AKTa O CAMCAaHMM  OCYLLECTBAAKOTCA  MEpPOonpuAaATMA MO
nepepacnpeaeneHuio n peaamsaumm cnMcaHHbix o6bekToB 6ubamoTedHoro poHaa.

5.7.1. JoKyMmeHTbl (cnucaHHble 06beKTbl 6MbMOTEYHOro GOHAOA), UCKIOYEHHbIE MO MPUYMHAM
BETXOCTH, AedEKTHOCTU, YCTapenocTn rno CoaepKaHuio, HanpaBAATCA B MYHKTbl BTOPUYHOIO CbipbS.
UcknoyeHHble 13 GoHA0B MUKPOPOPMbI Ha rasioreHnaocepebpsHOM NieHKe nogJiexaTt caade Kak
cepebpocoaeprKalime oTxoabl B COOTBETCTBUM C 3aKOHOA4ATENbCTBOM Poccuiickoin degepaumm.

Mpwn OTCYTCTBUM MYHKTOB BTOPCbIPbS WAWM B CAy4asx, KOrda cgaya AOKYMEHTOB Ha nepepaboTky
9KOHOMMWYECKU HeuenecoobpasHa, BUBNAMOTEKN YHUUTOMKAIOT UCKIOYEHHbIE OOKYMEHTbl Ha MecTe B
NPUCYTCTBUWN INL, KOTOPbIE COCTaBASIOT aKT 06 YHUUTOMEHUM CNUCAHHbIX 0O6bEKTOB GUONMOTEYHOrO
¢doHaa.

B AKTe 0 cnucaHMM OTPaXKkaltoTCcA HaMMeHOBaHME, HOMEpP M AaTa AOKYMEHTa, NoATBepKAatoLero
baKT caaun CNmMcaHHbIX O6BbEKTOB B MYHKT BTOPMYHOIO CbipbA, UM aKTa 06 YHUYTOMKEHUU CMUCAHHbIX
06beKkToB 6MbanoTeyHoro poHaa. JOKYMEHT npunaraeTcs K AKTY O CNUCAHUKM CO CMIUCKOM.

5.7.2. JOKyMeHTbl (cnucaHHble 06beKTbl 6MBAMOTEYHOro ¢GOHAOA), UCKNOYEHHbIE MO MpUYUNHE
HenpodMIbHOCTK, NepesatoTcs Mo akKTam B O0OMeHHbIM POoHA B Uenax AasnbHeiweln nepegaym Ha
6e3B03Me34HON ocHoBe BMBAMOTEKAM UM peanu3aumnmn GUaNYeckum 1 IPULNYECKUM SIMLLAM.

5.8. Mocne 3aBepleHUs MePONPUATUIN, NPeayCMOTPEHHbIX AKTOM O CMUWUCAHUM MCKIOYEHHbIX
06beKkTOB 6MbAMOTEYHOrO POHAA, NEpPBbI 3K3emMnAAp AKTa O CAMCAHMKU CO CMMCKOM W OOKYMEHTOM,
noaTeepXaaroWmMm BbibbITUE, nepegaetca B Oyxranteputo, BTOPOM 3IK3EeMNIAp OCTaeTcA B
nogpasgeneHunn, ocyLecTBAsOWEM yyeT 6ubamoTteyHoro ¢oHaa.

Ha ocHoBaHMM AKTa O CMMCAHUU UCKOYEHHbIX 06beKTOB bubanoteyHoro ¢oHaa 6MbaMoTeYHOoE
nogpasgeneHune n byxrantepus BHOCAT USMEHEHMA B COOTBETCTBYHOLWME YYETHbIE AOKYMEHTHI.

5.9. AKTbl O CMMCaAHUM PErUCTPUPYIOTCA B KHUFe CymMapHOoro yyeta bubamnoteyHoro poHga (Mnm
APYrom BUAE PErncTpa CyMmMapHoro yyeTa BblObITUSA LOKYMEHTOB, NMPUHATOM B BubanoTteke).

5.10. B perucTpaumMoHHON KHUre (Man p[pyrom Buae peructpa MHAMBUAYANbHOTO YyyeTa
OOKYMEHTOB, MPUHATOM B 6MBMOTEKe) NpOoCTaBAseTcs HOMepP M AaTa AKTa O CNMCaHUMN.

5.11. Bce uckaoyaemble U3 poHaa OUBAMOTEKM AOKYMEHTbI (KHUIU, KYypHanbl, Apyrve BuAabl
OOKYMEHTOB) [OJIKHbl ObiTb COOTBETCTBYIOWMM 0b6pasom odOpMEHbl: CneuuanbHbIM WTEMMIENEM
OO/KHbI 6bITb NOrawweHbl WTamnbl 6UBIMOTEKMN.

5.12. DNeKTpOHHbIe CETEBbIE SIOKabHbIE AOKYMEHTbI YAANAOTCA U3 3/IEKTPOHHOM BMBANOTEKM Ha
OCHOBaHMM AKTa O CMMUCAaHWUKN C YKa3aHMEM MPUUYNHbI UCKAOYEHUS. HaMmeHOBaHMe, HOMEpP M AaTa akTa
BBOAATCA B 6a3y AaHHbIX B KaYecTBe MeTauHPopMaLMm K COOTBETCTBYIOLLLEMY A OKYMEHTY.

Ha ocHoBaHMM BBEAEHHbIX CBEAEHUI NPOrpammHbIM crocobom dpopmupyetca nepedeHb AKTOB O
CNUcaHuM (peectp CyMMapHOro y4yeTa BbIObITUS CETEBbIX /IOKa/bHbIX [OKYMEHTOB) M NepeyeHb
CNUCAHHbIX 0BBHEKTOB 3NEKTPOHHON BUBAMOTEKN (peecTp MHAMBMAYANbHOIO yyeTa BblObITUS CETEBbIX
NIOKa/bHbIX OKYMEHTOB).

5.13. BbIbbiTUE 3N1EKTPOHHBIX CETEBbIX YAANEHHbIX AOKYMEHTOB He odbopmAaseTca cneumanbHbim
OOKyMeHToM. MMoATBePKAEHNEM BbIObITUA ABNAETCA UCTEYEHUE CPOKA AENCTBUS AOKYMEHTa (aoroeopa,
KOHTPAKTa, /IMLLEH3MOHHOrO cornalweHusn), obopmMAEeHHOro Ha NpaBoO AOCTyMa K onpegesneHHon 6ase
OaHHbIX (NaKeTy) ceTeBbIX [AOKYMEHTOB, U OTCYTCTBME [0roBopa, KOHTPaKTa, /NLEH3MOHHOrO
cornaweHusi, opopMIEHHOrO Ha HOBbIN CPOK.

5.14. ExXeKBapTaibHO, NPU YCIOBUM M3MeHeHUA cocTaBa OLUAN, obuime cBeaeHMA O KOIMYECTBE U
CTOMMOCTWN AOKYMEHTOB, CMMUCaHHbIX U3 6MBAMoTeYHOro GpoHAa Kak o6beKkTa 0cob0 LLEeHHOro ABUMKMMOro
MMYLLECTBA, C YKa3aHUeM nepeyHs AKTOB O CMUCAaHWUKU, MPUUYMH U HANPaB/eHUA BbIObITUA LOKYMEHTOB,
npeacTaBaaloTca yupeguTento. KonmyectBo BbiObIBAOWNMX OOKYMEHTOB He [O/XHO NpeBbllaTb
KONMYecTBa BHOBb MOCTYNAOLWMX AOKYMEHTOB B 6UBIMOTEUHbIN GOoHA.
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V1. YueT ntoros AsuxkeHns 6ubanotedHoro ¢poHaa

6.1. Utorn aBukeHns GoHAOB NOABOAATCA B KHWUIre CyMMapHOro yyeta bubnmotedHoro ¢oHaa
(vnn ppyrom peructpe cymmapHOro ydeta, NPUHATOM B 6MBAMOTEKE) HA OCHOBAHUM AAHHbIX
CYMMapHOro y4YeTa 0 NOCTYN/IEHUU U BbIObITUM AOKYMEHTOB.

NToroBble paHHble MMeNT 4eTbipe 06A3aTenbHbIX MOKas3aTenAa: COCTOAN0 Ha Hayano roaa,
NOCTYNWO 3a rog, BblObl/IO 33 Fof, COCTOUT Ha KOHeL, roaa.

NToroBble fAaHHble NO 3/EKTPOHHbIM CETEBbIM YAANEHHbIM AOKYMEHTaM nNpeacTaBAAroTCcA
CneaylowmMmmn nokasaTeNaMmn yY4eTHbIX e4MHWUL,: COCTOAN0 Ha Ha4vano roga, odopmieHo B AOCTyN B
TeYeHue roga, J0CTyN NPeKpaLLeH B TEYEHME ro4a, COCTOMT Ha KOHeL, roaa.

6.2. CBeaeHuA 06 UTOroBbIX AaHHbIX GUKCUMPYIOTCA B POpME rocyAapCTBEHHOM CTaTUCTUYECKOM
OTYETHOCTU U NPEACTaBAAITCA ANA Lesield rocy4apCTBEHHOM CTaTUCTUYECKOM OTYETHOCTU.

NTorosble gaHHble 06 obmeHHOM ¢oHAEe He BK/OYaloTCA B 0blime noKasatenn 6ubanoreyHoro

¢doHaa.
VII. MpoBepKa Hannuma goKymeHToB bubanoteyHoro ¢poHAaa

7.1. MpoBepKa Hannuusa [OKYMeHTOB 6bubauvoteyHoro ¢oHaa (gmanee - nposepka ¢oHAaa)
npoussoaunTca B 06a3aTeIbHOM NopALKe:

npw BbifABAEHUN GAKTOB XULLLEHMSA, 310yNOTPeBAEHNA N NOPYN OOKYMEHTOB;

B C/ly4yae CTUXMIKHOro 6eacTBMA, NoXapa WAW APYrUX YpesBbl4aMHbIX CUTYaL Wi, Bbl3BaHHbIX
3KCTPEMANbHbIMM YC/IOBUAMMU;

npwv peopraHnsaunmn Uan IMKBMaaunmn b anoTeKku.

OnAa nposefeHUA NPOBEPOK PYKOBOAUTENEM OpPraHM3alMM Ha3Ha4yaeTCA KOMMUCCUMA, B COCTaB
KOMUCCUUN JOMKEH BXOAUTb NpeacTaBuTenb byxrantepum.

7.2. NpoBepka ¢oHAa B NJ1aHOBOM NOPSALKE OCYLLECTBAAETCA B CAeAYHOLMNE CPOKN:

OOKYMEHTbI, MmeloLwme B 0opopMAEHNN AparoLeHHble meTannbl U (Man) aparoueHHble KaMHu, -
eXXerogHo;

dOHA, peaKMX U LEHHbIX KHUT - OAWH pa3 B 5 feT;

doHabl 6ubanoTek 4o 50 TbicAY yYETHbIX egUHUL, - O4MH pas B 5 ner;

doHapl 6ubanotek ot 50 g0 200 TbICAY YYETHBIX €AUHUL, - O4MH pPas B 7 NeT;

doHapl 6ubanotek ot 200 TbicAY 40 1 MUNNNOHA YYETHBIX €ANHUL, - OAMH pa3 B 10 neT;

¢doHapl 6ubanotek ot 1 o 10 MUNIMOHOB YYETHbIX €AMHUL, - OAUH pa3 B 15 nerT;

doHapl 6ubanotek ot 10 A0 20 MUNNMOHOB YYETHbIX e4UHUL, - 0gMH pa3 B 20 nerT;

doHAabl 6ubanoTek cebiwe 20 MUAIMOHOB YY4ETHbIX €ANHUL, - 1 MUIIMOH SK3EMMIAPOB B roA.

MnaHoBana npoBepka GoHAa BUBAMOTEKM MOMKET OCYLULECTBAATLCA MO3TANHO B COOTBETCTBMM C
rpaduKom npoBeneHUs NPoBePKKU Bcero ¢oHAa UK ero YacTu (B TOM YMcne peaKkux U LeHHbIX KHUT) C
onpeaeneHMemM CPOKOB M KOAMYECTBA NAaHUpPyeMoro obbema paboTbl.

7.3. [poBepKa 23/IEKTPOHHbLIX CETEBbIX JIOKAJIbHbIX [AOKYMEHTOB  OCYLUECTBAAETCA MO
KO/INYECTBEHHbIM MNOKa3aTeNsiM, a TaK¥e MO0 KOHTPOJbHbIM CyMMam, MO3BOJIAKOWMM BblIABUTb
M3MEHEHUA B LOKYMEHTE.

MpoBepKa AOCTYNHOCTU 3NEKTPOHHbLIX CEeTEBbIX YAANEHHbIX AOKYMEHTOB OCYLLECTBAAETCA C
a4pecoB BX0Aa, YKa3aHHbIX B PErNCTpe MHANMBUAYANbHOIO yyeTa.

7.4. NposepKa Bcero ¢poHAA UAM €ro 4acTU 3aBEPLUAETCA COCTABNEHMEM aKTa O pe3yabTaTax
npoBeAeHNA NPOBEPKU HANUYUSA JOKYMEHTOB BUbAnoTeyHoro poHAa M NPUNOKEHUEM K HEMY CMMCKa
OO0KYMEHTOB, OTCYTCTBYIOLUMX MO HEYCTaHOB/IEHHOWN NPUYUNHE.

B aKTe ¢duMKcupyloTca CBEAEHUSA O KOMYECTBE AOKYMEHTOB 6ubanoTedyHoro ¢poHAa No AaHHbIM
y4yeTa; OKYMEHTOB, MMEIOLWMXCA B HAIMYNU; OOKYMEHTOB, OTCYTCTBYIOWMUX B 6UBAMOTEYHOM doHAE NO
HEeYCTaHOB/MEHHOM nNpuuYMHEe. B aKTe TaKKe YKasblBalOTCA HOMEp M pgaTa akta O MpoBeaeHUU
npeablaywein NpoBepKkU. AKT C  NPUNOXKEHMEM CIUCKA AOKYMEHTOB, OTCYTCTBYHOWMX MO
HeyCTaHOB/IEHHOM MpUYMHE, NOANUCbIBAETCA NpeacedaTeneM M YleHaMW KOMUCCUM U yTBEPXK OaeTca
PYKOBOAMUTENEM YUPEXKAEHUA.

7.5. lpu BbIABAEHUM B npouecce NpPoBepkM ¢GoHOAA OTCYTCTBYHOWMX AOKYMEHTOB W
HEBO3MOXHOCTW YCTaHOB/IEHWUA BUHOBHbIX ML, YObITKM MO HEAOCTa4aM CMUCLIBAIOTCS B COOTBETCTBUU C
OEeNCTBYIOWMM 3aKOHOAATE/IbCTBOM.



VIIl. Jenonpon3sBoacTBO B OpraHU3aLum yyeTa
6ubnmoteyHoro poHaa

8.1. OpraHusauma paboTbl C AOKYMEHTaMK Mo y4yeTy 6MbanoTeyHoro poHaa ocyLLEeCTBAAETCA MO
npasuaam BeAeHMA AeNONPOMN3BOACTBA.

8.2. CpoKM XpaHeHUA AOKYMEHTOB YCTaHaBAMBAKOTCA B COOTBETCTBUM C [MprMKasom MuHUCTepcTBa
KynbTypbl Poccuiickoin depepaumm ot 25.08.2010 N 558 06 yreBepaeHuu '"lepedyHa TUMNOBbIX
yNpaBAEHYECKNX aPXMBHbIX AOKYMEHTOB, 06pa3yoWmMXca B NpoLecce AeATeIbHOCTM FOCyAapCTBEHHbIX
OpraHoB, OpPraHOB MECTHOFO CaMOYMpPaB/AEHMA M OPraHM3aumii, C YyKasaHMEM CPOKOB XpaHeHuAa",
3aperncTpupoBaHHbim MuHtoctom Poccuiickon ®egepaumm 08.09.2010, N 18380.

8.2.1. MocTosiHHO, A0 AMKBUZAUMU OUBANOTEKU, XPAHATCA PErucTpbl MHAUBUAYANBHOIMO U
CYMMapHOro y4yeTa IoOKyMeHTOB 61banotedHoro ¢poHaa (perucTpalMoHHble KHUMM, MHBEHTaPHbIE KHUTH,
KHUTM CYMMapHOTO y4eTa, yYeTHbI KaTasor, Tonorpadpuyeckne onncu u Katanoru).

8.2.2. B TeueHune aecAt! NeT XpaHATCA AKTbl O CMUCAHUKN UCKAOYEHHbIX 06beKTOB B1MbanoTeuHoro
¢doHAa M aKTbl 0 Npueme-nepesaye cnMcaHHbix 06bekToB 6MbanoTeyHoro poHAa.

8.2.3. B TeueHue nATU NeT XpPaHATCA MepBUYHbIE Y4YeTHble AOKYMEHTbl, MNOATBEpXAalwme
NnocTynieHue AOKYMEHTOB B 6UB6AMOTEUHbIV GOHA (HaKkNnaaHble, akTbl O MPUEME, aKTbl CAAYU-NPUEMKH).

8.2.4. [lo OKOHYaHWA oyepesHON NpoBepKM GOHAA XPaHATCA aKTbl O pe3ynbTaTax NpPoBeAeHUs
NPOBEPKN HaIMYMA JOKYMEHTOB BUbAnoTeyHoro ¢poHaa.
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