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MMWHUCTEPCTBO KY/IbTYPbl POCCUCKOM ®EAEPALIUU

NMPUKA3
oT 8 OKTA6pA 2012 r. N 1077

Ob YTBEPKAEHUN NOPALOKA
YYETA AOKYMEHTOB, BXOAALLNX B COCTAB BUBJIMOTEYHOIO ®OHAA

Bo wucnonHeHnne nyHkTa 6 ctatbm 12 ®depepanbHoOro 3akoHa oT 29.12.1994 N 78-d3 "O
6ubnnoteuHom gene" (CobpaHue 3akoHoaaTenbcTBa Poccuiickont deaepaumm, 1995, N 1, ct. 2; 2004, N
35, c1. 3607; 2007, N 27, c1. 3213; 2008, N 30 (u. 1), 3616, N 44, ct. 4989; 2009, N 23, 2774, N 52 (I v.),
CT. 6446) npuKasbiBalo:

1. Y1Bepautb [lopagoK y4veTa [AOKYMEHTOB, BXOAAWMX B coctaB 6bubnmorteyHoro ¢oHaa
(npunoskeHue).

2. KOHTPO/b 33 MCMOTHEHMEM HACTOALLErO NPUKA3a BO3N0XKUTb Ha CTAaTC-CEKPETapA - 3aMeCcTUTeNs
MuHUCTpa KynbTypbl Poccuitickon ®Pegepaumm .M. Usnnesa.

MuHucTp
B.P.MEJWHCKUN

MpunoxkeHune

K NpmKasy MMUHUCTEPCTBA KYNbTypbl
Poccuiickoin Pepepaumn

o1 08.10.2012 N 1077

NoPAOK
YYETA JOKYMEHTOB, BXOAALLMX B COCTAB BUB/IMOTEYHOTO ®OHAA

|. Obwme nonoxKeHms

1.1. YueT pokymeHTOB BubnnoteyHoro ¢$oHAa ABASETCA OCHOBOM OTYETHOCTU M MAAHUPOBAHUSA
AeAaTeNnbHOCTU BUBAMOTEKN, CNOCOBCTBYET 0H6ecneyYeHnto ero CoOXpPaHHOCTH.

1.2. YyeT BK/ItOYAET PErnCTPaLLMIO NOCTYNIEHMA OKYMEHTOB B 6MB1MOTEUYHbIN OHA, UX BbIOLITUSA
n3 ¢oHaa, UTorosble gaHHble 0 BeandmHe (ob6beme) Bcero 6UbAMOTEUHOro doHAA U ero noapasaenos,
cTonMmocTb poHAaa.

1.3. OcHOBHble TpeboBaHuA, NpeabaBAAemMble K yueTy bubanorteyHoro GpoHaa:

NOMHOTa U AOCTOBEPHOCTb Y4eTHOW MHpOpPMaLLUK;

ONepaTUBHOCTb;

OOKYMEHTUPOBaHHOEe 0hOpMAEHUE KaXKa0ro NocTynieHma B GoHA U KaxKaoro BbibbiTUA U3 GoHAa;

COBMECTMMOCTb NpuemoB M Gpopm ydyeTa, UX HAAEKHOCTb MPW NapasfeNbHOM MCMOJb30BaHUK
TPaANLMOHHOM 1 aBTOMATMU3NPOBAHHOM TEXHOIOIUI yUeTa;

COOTBETCTBME HOMEHKNATypbl MOKasaTeselt yyeTa ¢GoOHAA aHaANOTMYHbLIM  MOKasaTensim
rocyaapcTBeHHOM 6MBAMOTEYHOM CTAaTUCTUKM.

1.4. YueTy noanexart Bce [OKYMEHTbl (NOCTOAHHOro, AAUTENbHOrO, BPEMEHHOrO XpaHeHus),
noctynatowue B ¢oHa 6MbNMOTEKM U BblbbIBatoWwMe M3 PoHAa O6MOAMOTEKM, HE3aBUCMMO OT BUAA
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HocuTens.

1.5. YyeT L[OKYMEHTOB BeAeTcA B perncrtpax MHAVMBMAYANIbHOrO M CYMMAPHOro y4yeta B
TPaAUUMOHHOM U (MIN) SNEKTPOHHOM BUAE.

1.5.1. Pernctpamn nHAMBMAYANAbHOIO yyeTa AOKYMEHTOB ABAAIOTCA: PErncTpauMoHHan KHWra,
KapTo4yKa perncrpauuu Ha onpegesneHHbl BUA AOKYMEHTa AN ras3eT, JKYpPHasioB, APYrMx BMAOB
OOKYMeHTOB. [lonycKkaeTcA TaKKe pPerucTtpamm MHOAMBUAYAZIbHOrO y4veTa CcuYuTaTb TOMorpaduyecKyto
onuch (Katanor), y4eTHbIl KaTanor, y4eTHblin ¢ain ¢ BbixogHbIMU dopMamu, GOpMUPYyEMbIMU B NOPSLKE
WMHBEHTAPHbIX UM UHbIX NAEHTUDUKALMOHHBIX HOMEPOB AOKYMEHTOB.

Pernctpbl MHAMBUAYANbHOTO yyeTa AOKYMEHTOB H6MbAMOTeYHOro ¢doHAA COAepHKaT PEKBU3UTSI,
NAEHTUOMLMPYIOLIME KAXKAbIN AOKYMEHT C yKa3aHMEM CBEAEHWMA O MOCTYNJAEHUU OOKYMEHTa M O ero
BblObITUM U3 BUBAMOTEYHOTO POHAA.

1.5.2. Peructpamm CyMMApHOro Yy4yeTa [JAOKYMEHTOB ABAAKOTCA: KHUIA CYMMapHOro y4eta
6mbnnoteyHoro ¢oHAa, AUCTbI CYMMAPHOro y4yeta 6ubanotevHoro ¢oHAa, XKypHan. [onycKawoTcs
pasnnyHble MoAaMOUKALMM KHUTM CYMMaPHOro y4yeta. HesaBMCMMO OT BMAA YYETHOrO LOKYMEHTa
PEerucTpbl CYMMAPHOTO y4eTa COAEPKAT TPU B3aMMOCBA3aHHbIE YacTu:

"MocTynneHne AOKYMeHTOB B 6BubanoTeuHblii doHA",

"BbIbbITWE AOKYMEHTOB M3 6BUBAMOTEUHOTO PpoHAaa",

"Utorn asuxkeHusa bubanoteyHoro ¢poHAa: UTOroBbIE AaHHbIE HA KOHEL, OTY4ETHOro nepuoaa’.

O606WeHHblE AaHHbIe OTPAXKAKOTCA B KAXKAOM YacTU PErMCTpa CyMMAPHOro yyeTa. B 31eKTpOHHOWM
CMUCTEME YYeTa 3TM YaCTU UHTErPUPYIOTCA B €4UHDBIN YYETHbBIN Gann.

1.6. CyMMapHbIN U UHAMBMAYANbHLIA yyeT GOHAA BeAeTCcA CTPYKTYPHbIMM NogpasaeneHuAaAMn
61bAMOTEKM, B BEAEHMM KOTOPbIX HAXO4MTCA KOMMAEKTOBaHWe POHAQ, a TaKKe noApasaeneHusmu,
obecneynBalOWMMN XPaHEHME W WUCMONb30BAHME 3aKpenseHHblX 3a HMMM 4acTeit obuwero ¢oHAa
61bnnoTeku.

1.7. Cratuctmyeckasa uHpopmauma o popmupoBaHMn 6ubanotTeyHoro ¢oHaa Mo UToram roga
npeacrasaseTca B [NaBHbl MHOOPMALNOHHO-BbIYUCIUTENBHbBIN LLEHTP MUHKYAbTYpbI Poccuu.

II. EauHMUBI yyeTa BUbAnMoTeyHoro poHaa

2.1. BennumHa (06bem) n asukeHne GpoHaa 3MepatoTca B YHUOULMPOBAHHbIX eANHULAX YUeTa.

OCHOBHbIMW eAuHULAMM ydYeTa AOKYMeHToB 6MbanoTedyHoro ¢oHAa ABAAIOTCA 3K3eMnnsap wu
Ha3BaHWe, AN raseT - r040BOM KOMMNIEKT U Ha3BaHue.

JononHuTenbHbIMM eaMHMUaMN ydeTa ¢GoHAa ABAAIOTCA rOA0BOM KOMMIEKT, MEeTPOmMofKa,
noALwmeKa (nepenneTHas eaANHNLA); ANA SNEKTPOHHbIX AOKYMEHTOB - eAMHULIA NaMATU AAHHbIX.

2.2. O6buwan BennunHa 6MbanoTedHoro poHAa B LENIOM U ero NoApasaesos, B TOM YMCAE CeTEBbIX
NIOKa/IbHbIX AOKYMEHTOB M CETEBbIX YAaNIeHHbIX AOKYMEHTOB, YUMTbIBAeTCA B 3K3emMnaApax, HOBble
NOCTYN/IEHUA - B 3K3eMnaApax M Has3BaHMAX. YMCNO rofoBbIX KOMMAEKTOB raseT NpupasHMBaeTCA K
YUCNY SK3EMMNIAPOB.

lll. YueT ,OKYMEHTOB NO BMAAM U KaTeropmam

3.1. MNeyaTHble U3gaHUA U HEONYBNMKOBaHHbIE AOKYMEHTbI

K neyaTHbIMU M3AAHUAM OTHOCATCA TUPAXKMPOBaHHbIE U34aHUA, NOJYYEHHble NeYyaTaHUem WK
TUCHEHMEM, noaurpaduyeckm CcamocToATeNlbHO OGOPMIIEHHbIE: KHUMM, BpPOLLIOPbI, KYpHabl,
npoao/Kawowmeca M3gaHus, JIMCTOBble  U34aHWA, raseTbl, W30M34aHWA, HOTHble WU34aHus,
KapTorpapuyeckne M3gaHUsA, HOPMaTUBHO-TEXHMYECKME U TeXHUYECKMe AOKYMeHTbl, aBTopedeparbl
anccepTaumi.

K Heonyb/AMKOBaHHbIM [OKYMEHTaM OTHOCATCA PYKOMUCHbIe OOKYMEHTbl (PYKOMUCHbIE KHUMU U
apXMBHble AOKYMEHTbI), a TaK¥e JAOKYMEHTbI, U3roTOB/IEHHbIe B eAUHUYHBIX 3K3eMNAApax, ABAAOLIMECS
06beKTaMM UHTENNEKTYaNbHOW COBCTBEHHOCTU (AenoHUpoBaHHble HayyHble paboTbl, AMccepTauuu,
MPEenpUHTbI, OTYETbl O Hay4YHO-UCCNeAOBaTEIbCKMX paboTax, nepesodpbl, ONUCaHUA anropuTMoB U
nporpamm 3BM, NpoeKTHO-KOHCTPYKTOPCKan AOKYMEHTaLMA), TaKTU/IbHbIE PYKOAEeNbHble M3aaHua Ans
cnenbiXx N cnabosnaaumMx. PyKONUCHbIe AOKYMEHTbI, Bxodsuime B 6ubnnoteyHble GoHAbI, ABAAIOTCA
coctaBHOM 4actblo ApxmsBHoro ¢oHma Poccuitckon degepaumm U yUUTbIBAIOTCA B COOTBETCTBUM C



HOPMaTUBHbIMU 1 MPaBOBbIMM aKTaMM MO YYETY apXUBHbIX OKYMEHTOB U HacToALMM NopaaKom.

3.1.1. KHurm 1 6powtopbl yYUTbIBAKOTCA B 3K3EMNAAPAX M HAa3BAHUSAX.

Kak oTaenbHbIl 3K3eMNAAP M KaK OTAE/NbHOE Ha3BaHWe YYUTbIBAKOTCA:

Kaxkgoe oTaenbHoe usgaHue (KHura, bpowtopa);

Kark4oe Bxogsliee B KOHBOJIIOT U3Z4aHUe;

KakAbli OTAENbHbIN TOM (BbINYCK, YacTb) MHOrOTOMHOIO U3AAaHUA, UMELWUIA UHAMBUAYaNbHOE
3arnasue;

Kaxaaa u3 bpolwtop, BbINYWEHHbIX B 0ObeAMHAIOWEN WX W34aTe/IbCKOM ManKke, 06/10XKKe,
MaHKeTKe;

Kakgaa KHUra uamM 6poluopa, BXOAAWLAA B KHUNKHYIO Cepuio  (HYMEpPOBaHHYD UM
HEHYMEPOBAHHYIO);

OTAEeNbHO M3Z4aHHble MPUIOKEHUA K KHUraM 1 BpoLutopam, MMetowme UHANBMUAYaIbHOE 3arnaBue
N CaMOCTOSITE/IbHOE 3HaYeHue.

3.1.2. [JOKYMEeHTbl, BbINOJHEHHbIE pesibePHO-TOYeYHbIM WpudToMm (WpudTom Bpanna),
YUYMTbIBAIOTCA B 9K3EeMMNAAPAX M Ha3BaHUAX.

JK3eMNNAPOM A/1A 4aHHOIo BUAA U3LAHUIN ABNSAETCA KarKAaa U3 KHUTM KOMMJIeKTa, 06beaANHEHHbIX
06LWUM Ha3BaHUEM.

Kak oAHO Ha3BaHWe Y4YMTbIBAETCA KOMMAEKT U34aHUA, HE3aBMCMMO OT YMcia BXOAALWMX B HEro
KHUT.

3.1.3. }ypHanbl M NpoAoKaloWMecs U34aHMA YUNMTbIBAOTCA B IK3EMNIAPAX U Ha3BaHUAX.

JK3eMNAPOM CYMUTAETC HOMEpP, TOM, BbIMYCK, U34aHHbIE MO OTAE/bHOCTM, @ TaKMKe KOMMAEKT
HOMEepPOB, TOMOB, BbIMYCKOB, NepeneTeHHbIX B 04MH 610K U34aTe/IbCTBOM.

Kak ogHO HasBaHME Y4MTbIBAETCA KOMIJIEKT HOMEPOB, TOMOB, BbIMYCKOB, 06pa3syloLMX
OTAE/NbHYIO eAvHULY C OT/IMYUTENbHbIM 3arnasmem. [pyM M3IMEHEHWW 3arnaBus HOBOM Y4YeTHOM
eauHULEeN cunTaeTca usgaHue, eciv UsMmeHeHWe BHEeCEHO B NepBble NATb C/I0B 3ar1aBus.

MepuoanyeckMe TMPUNOKEHMA K  KypHanam, BbIXOAALME CaMOCTOATE/IbHO, UWMelolme
WMHAMBUAYANIbHOE 3arfaBMe M COBCTBEHHYIO HYMEPALMIO, YUUTLIBAOTCA KaK OTAe/IbHble 3K3eMMNAAPbI U
OTAENbHble Ha3BaHMA.

Kaxpgana cepusa nNpoAo/KalOWIErocs M3gaHuWa, WMeloWwas WHAMBUAYanbHOE 3arnaBsue U
COBCTBEHHYIO HYyMepaL IO BbIMYCKOB, YUUTLIBAETCA KaK OTAe/IbHOEe Ha3BaHue.

Kaxkabii camocTosiTeNbHbI TOM  (BbINYCK) MNPOAONMKAIOWErocs W3AaHUA YUYUTbIBAETCA KakK
oTAenbHOe Ha3BaHue.

3.1.4. Ta3eTbl y4MTbIBAOTCS B rOA0BbIX KOMM/IEKTAX U Ha3BaHUSAX.

Kak oAHO Ha3BaHWE YuYUTbIBAETCA KOMMIEKT ras3eT, 06pasylowmx OTAENbHYI eANHULY C
OT/INUYMTENbHbIM 3arnasmem. MNpu N3MEHEeHUM 3arnaBus HOBOW YYETHOW eAUHULIEN CYMTAeTCA U34aHue,
€C/IN U3SMEHEHNE BHECEHO B NepBble NATb C/IOB 3arn1aBus.

OpHoaHeBHble (pa3oBblie) raseTbl y4MTbIBAIOTCA B 9K3eMniapax (HOMep, BbINycK) U Ha3BaHUAX.

OTAenbHO M34aHHble NepuoamMyYeckue MNPUNOXKEHUS K rasetam, UMMelollne WHAMBUAYyaAbHOe
3arnaBue U cobCTBEHHYIO HYMEpPALUIO, YYUTLIBAKOTCA CAMOCTOATENbHO.

3.1.5. U3ouspgaHusa (anbbombl, KOMMEKTbl, OTAE/NbHble J/INCTOBble M3AaHMA) U penbedHo-
rpaduyeckune nocobua gns caenbix u cnaboBUAALLMX YYNTLIBAOTCA B IK3EMMIAPAX M HA3BAHUSAX.

KaK oTAenbHbIl 3K3eMNAAp U OTAEe/IbHOE Ha3BaHMe YYUTbIBAETCA KarKAbll NUCT (BbINYCK) cepuun
NU30M3aaHUI, He 0bbeANHEHHbIe N3AaTeNIbCKOM NanKkon (06N10XKOM, MaHXKeTKoW).

JNlnctoBble U3gaHuA, obbeauHEHHble U34aTeNbCKoN Nankoin (0B6N10XKKOW, MaHKeTKoin, 0bepTKol),
YUYMTLIBAOTCA KaK O4MH 3K3eMNIAp U OAHO Ha3BaHMe.

3.1.6. HOTHble U34aHUA yUMTLIBAIOTCA B IK3EMMAAPAX U HA3BAHMUAX.

Kak oTaenbHble 3K3eMNasapbl U OTAE/bHbIE HAa3BaHMA YYUTLIBAIOTCA:

camocTosTeNbHble HOTHbIe U3AaHusA, 06beANHEHHbIE B 04HOM NepenseTe (KOHBOIOTE);

oTAenbHble NapTum (rosioca) n napTutypa (KNasup), M3gaHHble pasgenbHo.

Kak oAuH 3K3emnaap U 0HO Ha3BaHUeE YUUTbIBAOTCA:

oTAaenbHble NapTumn (rosnoca), ob6beAUHEHHble C NapTUTYPOl (KNaBMPOM) B OAHOM M3AaHMWU, a
TaK»Ke NapTum, obbegMHeHHble U3AaTeIbCKoM NanKkol (06103KKoi).

3.1.7. KapTorpaduueckme nsaaHmns y4nTbiBatOTCA B SK3EMNASAPAX U Ha3BaHUAX.

Kak oTaenbHbIl 3K3eMNAsAp M OTAE/NbHOE Ha3BaHWe YUNTbIBatOTCA:



aT/acol, cocToAlMe U3 OTAENbHbIX HYMEPOBaHHbIX UM AATUPOBAHHbIX BbIMYCKOB;

KaXKAbli BbIMYCK CEPUIMAHOrO M34aHMA KapTbl AW aTaaca.

Kak oayH 3k3emnasap M O4HO HA3BaHME YUYUTbIBAETCA KapTa, M34aHHAA Ha HECKOJIbKUX AnCTax
(noanexalmx ckneike), ob6begMHEHHbIX OBLLIMM 3ari1aBmuem.

MHoOrotomHble  (MHOronucToBble) KapTorpaduyeckme wusgaHusa, O06beAUHEHHble 0bWuMm
3arnaBuem, yYnTbiBatOTCA MO KOAMYECTBY TOMOB U OAHOMY Ha3BaHMUIO.

OTaenbHO M3faHHble, HO He MMeLWMe CaMOCTOATENBbHOIO 3HA4YeHUA KapTorpaduyeckme
NPWIOXKEHUA K Pas/IMYHbIM M3ZaHMAM (KHMram, 6poutopam, XKypHanam) y4yuTbiBalOTCA eguHbIM
KOMMJIEKTOM C OCHOBHbIM U3JaHUEM.

3.1.8. HopMaTUBHO-TEXHUYECKME U TEXHUYECKME AOKYMEHTbl (MaTeHTHble AOKYMEHTbl, TUMOBbIE
MPOEKTbI M YepPTEXKM, KaTasorn NPoOMbILIEHHOrO 060pyA0BaHNA U U3AENIM, HOPMATUBHbIE AOKYMEHTbI
Mo CTaHOApPTU3aLUMKM, TEXHUYECKME YC/I0BMA, PYKOBOASLWME AOKYMEHTbl U MpaBuaa) yyuTbiBalOTCA B
3K3emMnaapax U Ha3BaHUAX.

Kak oaMH 3K3eMnnsap M OAHO HA3BaHME YYUTbIBAIOTCA CTAHAAPTbl M KaTanorM NpPOMbIWIEHHOrO
obopyaoBaHMA M U3a4enni, BbiNylWEeHHble B 06beaAnHSAIOWEN X n3gaTenbckoi nanke (06s10XKKe) npu
Ha/IMYMM Ha Nanke obLWEeN LeHbI, COAEPrKaHMA BCEro U34aHUsA, eAMHbIX BbIXOAHbIX AAHHbIX.

Kak oTaenbHbIl 3K3emnaAp M OTAeNbHOE Ha3BaHME Y4YMTbIBAOTCA CTAaHAAPTbl WM KaTanoru
NPOMbILLIEHHOTO 060PYA0BaHNS U U3AENUN, APYyrMe cneuuanbHble BUAbl AOKYMEHTOB, BbiMyLEHHbIE B
BUAE OTAE/bHbIX IMCTOB, €CAN KaXKAblh U3 HUX MMEET CBOWM BbIXOAHbIE AaHHble, LUEHY, TUPaXK, Aaxe
€Cc/In OHU 06beANHEHDbI OAHOWN N3AaTeNIbCKOM Nankon (06.103KKoiM).

3.1.9. Heonyb/iMKOBaHHble AOKYMEHTbI YYMUTbIBAIOTCA B 9K3EMMNASAPAX U HAa3BaHMUAX.

Kak o4uH 3K3emMnaap n 04HO Ha3BaHWE YYUTbIBALOTCA:

AENOHUPOBaHHaA Hay4yHaa paboTa (KOMMAEKT, COCTOAWMIA M3 ABYX 3K3emMnaaposB paboTbl) u
COMPOBOAUTENBbHbIE OKYMEHTbI;

Heonyb6AMKOBaHHbIE AOKYMEHTbI, COPOLLOPOBaHHbIE AN COAEP KALLMECA B OTAENbHOM NarnkKe.

[OnA KOHCTPYKTOPCKOM OOKYMEHTaLMN eaMHULEN yyeTa ABAAETCA YepTeX UM NONHbIN KOMMIEKT
KOHCTPYKTOPCKUX SOKYMEHTOB, OTHOCALLMXCA K OAHOMY U3AENUI0 (06BbEKTY).

3.1.10. ObHoBNsSsIEMOE MEeYaTHOE M34aHME YYMTLIBAETCA KaK OTAe/ibHOe HasBaHWe W OTAENbHbIN
3K3emMnasp npuv MNEepBUYHOM NOCTYNAeHUMM B O6MBAMOTeKRy. lMocneayrowme MOCTYNAEHUA BKNAGHbIX
JINCTOB, MpPeAHA3HAYeHHbIX AN AOMNOJIHEHUA WU 3aMeHbl COOTBETCTBYHOLLMX JINCTOB B U34aHUW,
OTAENbHOMY YYeTy He Noanexar.

3.1.11. ®akcuMunbHOE N34aHME YUNTLIBAETCA KaK OpUrMHan.

3.2. AygmosusyasnbHble LOKYMEHTbI

K ayauoBu3yanbHbIM  OOKYMEHTaM  OTHOCATCA  POHOAOKYMEHTbI,  BWAEOAOKYMEHTbI,
$OTOAOKYMEHTbI, KUHOAOKYMEHTbI.

3.2.1. EauMHnuamm yyeta ¢oHAA ayaMOBM3yasibHbIX [OOKYMEHTOB SBASAIOTCA 3K3eMNaap W
Ha3BaHue.

Kak oTaenbHbIl 3K3eMNAAp YYUTbIBALOTCA:

OWUCK - ANA TPaMnIacTUHOK;

KaTyLKa, KacceTa uan 606m1Ha - o1 MarHUTHbIX GOHOrpamm;

KacceTa - g4ns BUAEOL40KYMEHTOB;

Kaap - ANnA GOTOAOKYMEHTOB (AMano3nTMBOB, CNaitaoB);

606u1Ha - N8 KUHODUIBMOB.

Kak o4HO Ha3BaHMe y4MTbIBAOTCA:

OTAENbHO BbINyLEHHaA rpamnaacTMHKa, KacceTa Anb6o KomnaekT (anbbom) rpamnnacTuHOK,
KacceT, 06beAMHEHHbIX OOLLMM Ha3BaHNEM;

MarHuTHas ¢doHorpamma Ha oAHOW KaTyllKe (KacceTe), MarHUTHaa GbOHOrpamMma Ha HeCKO/IbKUX
KaTylwKax (KacceTax), o6beanHEeHHbIX 06WMMm Ha3BaHMEM;

OTAE/IbHO M3AaHHbIN GOHOAOKYMEHT MAN KOMMIEKT POHOAOKYMEHTOB, 06BbEANHEHHbIX 0OLMM
3arnasuem;

KUHOPUABbM, AnaduAbM HE3aBUCMMO OT 4UYMCNa COCTaBAAKOWMX 4YacTed MAM Kagpos (ans
KOMMNJIEKTa ANANO3UTUBOB).

3.2.2. AyanoBusyanbHble AOKYMEHTbI, ABAAIOLWMECA NPUNOKEHUEM K Pa3/IMUHbIM U3AAHUAM U



BbINO/IHAOWMNE CaMOCTOATE/IbHbIE dJYHKLI,VIVI, a TaKXe ncnoab3yemble B pa60Te oTAeN1bHO OT OCHOBHOrIoO
n3a4aHnNA, MOryT Y4UTbIBATbCA KaK OTAEe/IbHble 3K3eMNNApPbI.

3.3. loKyMeHTbl Ha MUKpPOdOpPMaXx

K 4OKymeHTam Ha MUKpPOdopMax OTHOCATCA MUKPODUABMbI U MUKPODULLN.

3.3.1. EaMHMUaMM yyeTa JOKYMEHTOB Ha MUKPOGDOpPMaXxX ABAAKOTCA IK3EMMNAAP U Ha3BaHMe.

IK3emMnNAApoOM ANA AOKYMEHTOB HA MUKPODOpPMaXxX ABAAIOTCA: PYIOH - AN MUKpodmabmoB; duLia
- Ana MmkpoduL.

Kak ofHO HasBaHWe y4UTbIBAETCA KOMMNEKT MUKPOOUABMOB MAN MUKPOPULW, 06beanUHEHHbIX
o6LWKUM 3arnaBmem, He3aBMCMMO OT YMCA COCTABAAIOLLMX YacTe.

3.3.2. 06wmit 06bem GoHAA [OKYMEHTOB HA MUKPODOPMAX YUMTLIBAETCA NO KONYECTBY PY/IOHOB
1 GULL, BKIOYAA KONUKM Pa3HbIX MOKONEHWUI (apxMBHble/pe3epBHble U NO/Ib30BaTENbCKUE).

3.4. DNEeKTPOHHbIE AOKYMEHTbI

K 21eKTPOHHbIM AOKYMEHTaM OTHOCATCA AOKYMEHTbl Ha CbEMHbIX HOCUTENAX (KOMMaKT-AWUCKM,
bnew-KapTbl); AOKYMEHTbI, pasMellaemble Ha XeCTKOM AMCKe KoMMbtoTepa (cepsepe) BUBANOTEKU U
OOCTYMHble NoAb30BaTeNsAM Yepe3 MHOOPMALMOHHO-TENIEKOMMYHUKALMOHHbIE CETU (fanee - ceTeBble
JIOKaNbHble JOKYMEHTbI); AOKYMEHTbI, pasMelllaemble Ha aBTOHOMHbIX aBTOMATU3MPOBaAHHbIX pPabounx
CTaHUMAX 6GUBAMOTEKN (panee - WMHCTAaNNNPOBAHHbIE AOKYMEHTbI); AOKYMEHTbl, PasMeLlLeHHble Ha
BHELHMX TeXHUYECKUX CPeacTBax, Moaydyaemble H6GMOBAMOTEKON BO BpPEeMEHHOE MOJib30BaHWE Yepes
MHGOPMALNOHHO-TENEKOMMYHUKALMOHHbIE CETU Ha YCNOBUAX AOrOBOPA, KOHTPAKTA, IMLEH3MOHHOIO
COrNalleHus ¢ NpounsBoanUTeNaMU MHPOPMaLUK (aanee - ceTeBble YAaIeHHble LOKYMEHTbI).

3.4.1. EaMHMUaMK yyeTa 3INEeKTPOHHbIX AOKYMEHTOB Ha CbeMHbIX HOCUTENAX ABAAIOTCA IK3EeMNAAP
W Ha3BaHMe.

3.4.1.1. KaK oTAENbHbIN 3K3eMNASAP YUUTbIBAETCA KaXKabli aBTOHOMHbIN 06BbEKT (KOMNaKT-AMUCK).

Kak oTaenbHble 3K3eMnaApbl MOTYT YYMTbIBATbCA MPUIONKEHUS K PasIMYHbIM  U3LAHUAM,
BbINOJIHAOLWME CaMOCToATENIbHbIE QYHKLMK, @ TaKKe UCnonb3yemble B paboTe 0TAeNbHO OT OCHOBHOTO
N3gaHus.

Kak oTgenbHble 3K3eMniapbl HE Y4YMTbIBAOTCA KOMMAKT-OUCKWU, €CIM OHU NpeacTasnatoT coboi
BKIAAKY (BNIOXKEHWUE) B U3JAHWE UIN €70 HEOTHEMIEMOE MPUIOKEHME.

3.4.1.2. Kak 04HO Ha3BaHMeE YYMTbIBAKOTCA:

OTAEeNbHO BbINYLLEHHbIA KOMNAKT-AUCK;

KaXKAbl KOMNAKT-AMCK, BXOAALUMN B HYMEPOBAHHYIO UM HEHYMEPOBAHHYIO CEPUIO SNEKTPOHHbIX
M3aaHui;

KOMMJIEKT KOMMAKT-4MCKOB, 06beANHEHHbIX OOLLMM Ha3BaHWUEM;

M3[aHHblE B KayecTBE CaMOCTOATENIbHbIX M34AHWN NPUIOXKEHUA K M34aHUaM ntoboro apyroro
BMAa, UMelolmMe CcobCTBEHHOe 3arnaBve M AOMycKatowme WMX WMCNonb3oBaHWe 6e3 obpalweHua K
OCHOBHOMY M34aHWIO.

3.4.1.3. B gpoKymeHTax Ha ¢neww-KapTax Kak OAWMH 3K3eMNAp M OOHO Ha3BaHWEe y4yUTbiBAeTCA
Ka)kgoe LLeNoCTHOEe Npou3BeseHne, MMetoLee CaMOCTOATEIbHOE 3arnasue.

3.4.2. EAvHMUAMM y4yeTa CeTeBbIX JIOKAJIbHbIX WM WMHCTA/JIMPOBAHHbIX LOKYMEHTOB ABAAIOTCA
aK3emnaAp (yCNIoBHAA eaUHMLA YYeTa) M Ha3BaHue.

Kak ogHO HasBaHWe y4yMTbIBaeTCA ULENOCTHOE MNpOoM3BedeHMe, UMelollee CaMoCToATe/IbHOoe
3arnaBue, BHe 3aBMCMMOCTM OT ero npeacTaBaeHua. Kak ogHa eanHULA yYUTbIBAETCA NONOJHAEMbINA U
06HOBNSIEMbI 3N1EKTPOHHbIN AOKYMEHT.

JK3eMNNAPOM ABNAETCA AOKYMEHT B onpegefieHHoOM ¢dopmaTe XpaHEeHWA WU NpeacTaBiAeHus.
dopmaTbl OAHOM U TOW e eAUHULbI KOHTEHTA YYMTbIBAIOTCA OTAENbHO.

3.4.3. EAMHMLAMM y4yeTa ceTeBbIX YJa/IeHHbIX [AOKYMEHTOB ABAAOTCA 3K3emnaap (ycnoBHas
eaMHMLA yyeTa) U Ha3BaHue.

Kak ogMH 3K3emnasap M O4HO Ha3BaHME YYUTHLIBAETCA KaKAbll MOJIHOTEKCTOBbIN 31EKTPOHHbIN
OOKYMEHT, MMEILWMNI CaMOCTOATEIbHOE 3arnaBue, BK/OYEHHbIA B MaKeT, K KOTopomy odopmaeHo
npaBo A0CTyna y ero npounssoantens. Kak ogHa eAnHULLA YYNTbIBAETCA NOMNONHAEMbIN U OBHOBAAEMbI
3/IEKTPOHHbIN JOKYMEHT.



IV. YyeT noctynneHusa AOKYMEHTOB B 6MbaAnoTeUHbI GoHA,

JoKymeHTbl mocTynatoT B 6ubanoteky u BKAtoyatoTca B 6ubanoTeuHbii GoHA B pesynbraTte
noctaBkM 06A3aTeNIbHOrO 3K3emnaApa, MNOKYMKW (NoANUCKM, oBMeHa, AapeHUs, MOXKepTBOBaHMUS,
KOMMpOBaHUA opurMHanos ns GoHaa 6ubanoTexn).

4.1. [OKYMEHTbl MNPUHUMAIOTCA NO MNEPBUYHLIM Y4YETHbIM [AOKYMeHTaM (HaKfagHas, akKT),
BKJ/1HOYAIOLLMM CIUCOK NOCTYNAEHUN.

4.1.1. TMpuem [OKYMEHTOB, NOCTynawoWmMx B 6uMbAMOTEKy 6e3 nepBUYHLIX AOKYMEHTOB Ha
6e3Bo3me3HOlN ocHOoBe (0b6s3aTesibHble 3K3eMMAAPbl, AENO3UTHbIE 3K3EeMNAAPbl MeXAyHapoAHbIX
opraHusaumii, 6e3Bo3me3aHble MNOCTYM/IEHMA W3 HEW3BECTHbIX WU  aHOHUMHbIX WUCTOYHWMKOB),
odopmnseTca akTOM 0 Npueme AOKYMEHTOB.

4.1.2. NMpuem OOKYMEHTOB, NOCTynatowmx B 6MbaM0oTEKY OT topuanyeckoro, pusnyeckoro nmua B
BMAE Oapa C YKasaHWMEM ero HasHauyeHua AnA nonosiHeHua 6ubnamoteyHoro ¢doHaa, odopmnsaetca
[OroBOPOM MOXKEPTBOBAHUA B COOTBETCTBUM C paxKAaHCKMM Koaekcom Poccuiickoit depepaumn (cT.
574, 582) <1>.

<1> MpaaaHCKMIA Koaekc Poccuinickon Pepepauun. Yactb BTopas oT 26 aHB. 1996 r. N 14-03 //
Cobp. 3akoHogaTenbcTBa Poc. Pegepaumn. - 1996 .- N 5, c1. 410. - C. 1110 - 1296.

4.1.3. MNpuem [OKYMEHTOB OT YMTaTeNer B3aMeH YTepPAHHbIX WU MPWU3HAHHbLIX PaBHOLLEHHbIMU
YyTPayeHHbIM 0OPMIAETCA aKTOM O NpPUMemMe AOKYMEHTOB B3aMeH yTepsAHHbIX. B aKTe yKasbiBaeTcs
dbamMunA, MHMLMANbI YMTaTeNs, cBeaeHus 06 yTepsaHHbIX M34aHUAX (PerncTpaunoHHbIN HoMep, KpaTkoe
6ubnnorpadumyeckoe onucaHne w3OaHUA, LEHa), CBedeHMA O MPUHATbIX wu3gaHuax (KpaTkoe
6ubanorpadmyeckoe onmucaHne U3gaHus, LeHa), NoAnNUCK YMTaTensa u NPUHUMAaIOLLLEN CTOPOHDI.

4.2. OueHKa CTOMMOCTU MepUoaMYEeCcKUX U34aHUI, NOCTynaowmx B 6MbaAnoTeky Ha BpemMeHHoe
XpaHeHWe, He NPOU3BOAUTCA.

4.3. [lIoKymMeHTbI, nocTynatowme B 6UbAMOTEKRY, NOANEKAT CYMMAPHOMY YYeTy.

4.3.1. CBeageHnsa O BKAOYaeMbIXx B 6MBAMOTEYHbIA GOHA AOKYMEHTax (QUKCUPYIOTCA B KHUre
CyMMapHoro yyeTta 6ubanoTeyHoro poHga UaM B ApYyrom BUge perucrTpa cornacHo n. 1.5.2.

Pervctpbl cymmapHOro yyeta AOJIKHbl MMETb 3aro/I0BOYHbIE AaHHble: HAMMEHOBAHWE PErucTpa,
HaMMeHOBaHME OpraHuWsaumun, noapasaeneHus. B pernctp BNKUCHIBAOTCA AaHHble O NOCTyNUBLLEN
napTMM OOKYMEHTOB: AaTa W MOPALKOBbIA HOMeEp 3anucu (NOpPsAKOBLbIM HOMEpP 3aMUCU EXKEerogHo
HauMHaetca ¢ N 1), WCTOMHMK MOCTYNNEHUA, HOMEP W JaTa NEePBUYHOIO YYETHOIO AOKYMEHT],
KOJIMYECTBO MOCTYMMBLUNX AOKYMEHTOB M CTOMMOCTb.

4.3.2. CyMMapHbI y4yeT NoCTynaeHUs 3NEKTPOHHbIX CETEBbLIX JIOKANbHbIX AOKYMEHTOB BeAeTCA B
3NEKTPOHHOM peecTpe B COOTBETCTBUM C NoOKasatenamu n. 5.3.1, ¢ yKasaHWem QJaTbl 3arpysku
NOCTYN/IEHUI B CUCTEMY.

4.3.3. CyMMapHbIi y4eT NOCTYN/IEHUS 3/IEKTPOHHbIX CETEBbIX YAANEHHbIX JOKYMEHTOB BeAETCA B
3NEKTPOHHOM PEECTPE C OTPAXKEHMEM CAeayIoLMX NOKa3aTeNei: 4aTbl U NOPAAKOBOrO HOMepPA 3anucu,
PEKBU3UTOB JIMLEH3MOHHOrO A0roBopa (HasBaHMA W HOMepa [AOKYMEHTA, CPOKa €ero Aencrsus,
CTOMMOCTH), KonnyecTsa 6a3 AaHHbIX (MAKETOB) M BKIOYEHHbIX B HUX HAa3BaHWUM.

Mpy noacyeTe CyMMApPHOrO KOAMYECTBA Ha3BaHWW WCKAOYatoTCcA Aybaupytowmeca HasBaHWA B
nakeTax Ha ogHon nnatdopme.

4.4. NOKYMEHTbI, NOArOTOBAEHHbIE K Npuemy B 6MbanoTeuHbin GoHA, NnoaBepraoTca NepsUYHON
06paboTKe U UHANBMAYANIBHOMY YYeTy.

4.4.1. NHauBMAYanbHbIA y4yeT [AOKYMEHTOB OCYLLECTBAAETCA MNyTEM MPUCBOEHUA KaxKAOMY
3K3eMNAAPY [AOKYMEHTA PerncTpaLmMoHHOrO HOMeEpa, MHOFO 3HaKa B KayecTBe PervcTpauyoHHOro
Homepa (CMCTEMHOrO HOMepa KOMMbIOTEPHOW MPOrpammbl, WTPUX-KOZA U ApYrux). MHAMBUAYANbHbIN
HOMep 3aKpennseTcs 3a [AOKYMEHTOM Ha BCe Bpemsa ero HaxoxaeHua B ¢oHae 6ubnnoTeku.
PermcrpaumoHHble HoMepa UCKAYEHHbIX M3 GOHAA LOKYMEHTOB HE MPUCBAMBAOTCA BHOBb MPUHATLHIM
OOKYMeHTaM.

PerncrtpaumoHHble HOMepPa NPOCTABAAKTCA HEMOCPEACTBEHHO Ha AOKYMEHTaX M OTParkaloTcs B
perucTpe MHANBMAYANbHOIO yYeTa AOKYMEHTOB, NMPUHATOM B bubanoTeke.

Pernctpbl MHAMBMAYANbHOTO Yy4yeTa [AOJIKHbl MMETb 3aro/IoBOYHble JaHHble: HaMMmeHoBaHue
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perncrtpa, HaMMeHOBaHWE OpraHu3auuun, CTPYKTYpPHOro noapasaeneHus. B peructp BnucbiBaloTcs
OaHHble O KaXAOM [OKyYMeHTe: fAaTa 3anucu B Perncrpe, perucTpaumoHHbI HOMep, KpaTkoe
6ubnnorpadumyeckoe onucaHue AOKyYmeHTa (aBTop, 3ariaBuMe, TOM, 4acTb, BbIMYCK, MeCTO W rop,
n3aaHus), LieHa JOKYMEHTa, yKa3aHHan B CONPOBOAUTEIbHOM AOKYMEHTeE.

4.4.2. NHanBMAyanbHbIN y4yeT Nepuoanyecknx U3gaHuii BeAeTcs B PerMcTpaLMoHHOM KapToTeke
nepuoanyeckmx M3gaHui, npeaHasHaYeHHON ANA ydeTa KaxKAoro HasBaHMA U KaXKAoro aK3emnaapa,
WY B aBTOMATU3NPOBAHHOM ba3e AaHHbIX.

Ona nepnoanyecknx U3gaHUM B KayecTBe PErncTpauMoHHbIX HOMEPOB MOFYT WCMO/Ib30BaTbCA
Nobble MAEHTUPUKALMOHHbIE HOMEpa: CUCTEMHbIN HOMEp B aBTOMATM3UPOBAHHOM 6ase AaHHbIX,
PEervcTpaumnoHHBbIi (MOPsSAKOBbLINM) HOMEpP 3aNUCKU B PErNCTPALMOHHOM KapToTeKe.

4.4.3. VHOMBUAYaNbHbIA Yy4eT OOKYMEHTOB, MMEKWUX B CBOEM OPOpPMAEHUU AparoueHHble
MeTannbl M (MNM) [OparoueHHble KamMHU WM OTHECEHHbIX K KaTeropuum cerdoBOro XpaHeHwus,
OCYLLECTBASETCA B CMeuMasbHOM Pernctpe, B KOTOPOM, KPpOMe TPaAMUMOHHbLIX NoKasaTenen, gaercs
onucaHue BHelwHero ohopMAEHUS AOKYMeEHTA. KaKAbl NNCT pernctpa conpoBOXKAAETCA MTOroBoM
3aMNMUCblO C YKa3zaHWeM [aTbl ee COCTaBNEHMA N KONIMYECTBA ONUCAaHUI Ha JIUCTE.

4.4.4., B perncrtpax WMHAMBMAYaANbHOrO y4yeTa B MNPUMEYAHMSX YKa3blBAETCA HanuuMe U BUA
NPUNOXKEHNS K OCHOBHOMY [OKYMEHTY, a TaKXe OCOBEHHOCTM 3K3eMnjAapa LUEHHbIX M pPeakux
OOKYMEHTOB (Hanpumep, HanuuMe YHUKaNbHOro nepensera, mMapruHanvn, gedektos u T1.n.). Mpwm
Ha/MuMKM nacrnopta AOKYMEHTa [aeTcA OTCbiAKa K Hemy. B npumedyaHusax MOMKEeT YyKasblBaTbCA
NPUHAANENKHOCTb JOKYMEHTA K KAaTeropum KHUKHbIX MaMSATHUKOB.

4.4.5. NHAMBNAYANbHBIM YYET 3/1EKTPOHHbIX CETEBbIX JIOKa/IbHbIX AOKYMEHTOB OCYLLECTB/SETCA
nytem BBoZa B 6a3y AaHHbIX MeTauHPOpPMaLMM O 3arpy3Ke OOKYMEHTA B 3/IEKTPOHHYIO 6MbAnoTeKy ¢
aBTOMaTMUYECKUM NPUCBOEHNEM UAEHTUPUKALMOHHOIO (CUCTEMHOTO) HOMEpPa KaXKa0My JOKYMEHTY.

4.4.6. UHAMBMAYaNbHbBIA YYET INEKTPOHHbIX CETEBbIX YAa/IeHHbIX AOKYMEHTOB OCYLLECTB/AETCA B
3/1eKTPOHHOM BUAE NyTeM perucrpaumm 6a3 aaHHbIX (NakeTos) 6e3 NPUCBOEHMA UM PErncTPaLUoOHHOro
Homepa.

B peectp MHAMBMAYANbHOIMO Yy4yeTa CeTeBbIX YAANEHHbIX AOKYMEHTOB BK/OYAOTCA OCHOBHbIE
XapaKTepUCTUKM 6as3bl AaHHbIX (MakeTa): onucaHue 6as3bl AaHHbIX (Ha3BaHWe, NPOU3BOAUTEND,
nnatopma U (Mnn) agpec BXoaa), CPOK OKOHYAHKUSA NpaBa AOCTYNa, KOJIMYECTBO Ha3BaHWIA, BXOAALLMX B
6a3y gaHHbIX (NakeT).

B KonnuyecTBo HasBaHW BKAKOYAETCA 0bLLEee KOJIMYECTBO MOSHOTEKCTOBbIX AOKYMEHTOB (KHW,
)KYPHaNoB, raseT, NaTeHTOB, CTAaHAAPTOB W APYrMX [AOKYMEHTOB, y4MTbiBaembix B 6ubnunoteke). He
BK/IIOYAIOTCA B 3TO KOJIMYECTBO AOKYMEHTbI, KOTOpble OObIYHO He M3A4al0TCA OTAENbHO B MeYyaTHOM
dopmate, TakMe KaK Npoduan KOMNAHWK, CTAaTUCTUYECKMEe Tabnuubl, aHaAUTUYECKMe maTepuanbl
MapKeTuHra. [ina 6a3 gaHHbIX (NakeToB), He coAep KalMx NONHOTEKCTOBbIX JOKYMEHTOB, B PEKBU3UTE
"Ha3BaHMe" npocTaBaAeTcs eauHULA.

4.5. [JoKymeHTbl, BK/Alo4Yaemble B ¢oHAO 6UBAMOTEKKU, mapKupytoTcsa. Mpu aTom Moryt 6biTb
MCNO/b30BaHbl LUTEMMNENN, KHUNKHbIE 3HAKW, WMHAMBUAYaNbHble LITPUXOBblE KoAbl, Apyrne BuAbl
MapKNpoBKKN. OCHOBHble TpeboBaHMSA, KOTOPbIE A0KHbI COBNOAATLCA NPU MAPKUPOBKE AOKYMEHTOB:
0603Ha4yeHue NpUHaANEKHOCTU, 3CTETUKA, A0NTOBEYHOCTb MapPKUPOBOYHOIO 3HaKa, COXPAHHOCTb TEKCTA
WAW opyroi 3HakoBon MHpopmaLmu.

4.6. Ha poKymeHTax, SBAAIOWMXCS NPUNOKEHNEM K OCHOBHOMY HOCUTE/IIO U €r0 HEOTHEM/IEMOM
YacTblo, MPOCTABAIOTCA TE K PEKBM3UTDI, YTO U HA OCHOBHOM AOKYMEHTE.

4.7. JNeKTPOHHble CceTeBble JIOKa/NbHble [AOKYMEHTbl M 3/IEKTPOHHble CeTeBble YAa/ieHHble
OOKYMEHTbI NAEHTUDULMPYIOTCA CneumanbHbIMU NPOrPaMMHbIMU CPeaCTBaMM.

4.8. Ha npuHATbIX NepPBUYHbIX YYETHbIX AOKYMEHTAX NPOM3BOAMTCA 3anNUCb, NOATBEPKAAIOLLASA,
YTO MOCTYNMBLUME [OOKYMEHTbl MPUHATbI B 6MBAMOTEYHbIM ¢OHL Kak B 06bEKT ocobo LeHHoro
OBUXMMOro umyLecTtsa (aanee - OUAN) nnu Kak B 06beKT MHOTO ABUNKMMOTO MMYLLLECTBA.

4.9. MNepBUYHble y4yeTHble OOKYMEHTbI, NoaTBep:Kaatowme ¢akT MocTynneHus, nepenaroTca B
byxranteputo Ans BKAOYEHUA B y4yeT bubamoteyHoro poHAa.

4.10. ExxeKBapTanbHO, NPWU YCIOBMU U3MeHeHMAa cocTaBa OLLAN, ceeaeHna o6 obuiem Konnyectse
N CTOMMOCTM AOKYMEHTOB, BK/AOYEHHbIX B COCTaB bubnmoteyHoro poHAa Kak 06bekT 0cobo LeHHoro
ABUKMMOIO MMYLLECTBA, NepeaaloTcs yupeanTento.



V. YueT BbIObITUA 4OKYMEHTOB M3 bubanotedHoro poHaa

JoKymeHTbl BblbbIBaOT M3 BUHAMOTEUYHOTO dOHAA B CBA3U C GU3NYECKOM YTPATOM MAN YaCTUYHOMN
nmbo nonHOW yTpaTo NoTpPebutTenoCKnx CcBOWCTB. BblibbiBatlowWwMe [OKYMEHTbI WCKAKOYAKOTCA U3
6mnbnmoteyHoro ¢poHAa M CIUCHLIBAOTCA C BO3MOMKHOCTbIO Moc/ieaylollen 6e3so3me3aHoN nepenaym B
apyrue 6ubnnoTtekn nnbo peanmsauum.

5.1. UckntoueHune JOKYMEHTOB 13 bubanoteyHoro ¢poHAa [ONYCKaeTcsa No CAeAYOWMM NPUUYNHAM:
yTpaTa, BETXOCTb, AePEKTHOCTb, YCTAaPENOCTb N0 COAEPHKAHUIO, HENPOPUABHOCTD.

HenpodunbHOCTb AOKYMEHTOB yCTaHaBAMBAETCA Ha ocHoBe [poduas KomnaekToBaHUA GoHaa
WAW MHOFO HOPMATMBHOIO AOKYMEHTA, YTBEPXKAAEMOro pykosogutenem 6ubauvoteku. Mo npuunHe
HenpPodUNLHOCTU MOTYT UCKAYATLCA U3 POHAA LOKYMEHTbI, HE KOMMNAEKTyemble 6ubanoTtekoi (npu
OTKa3se OT KOMMNIEKTOBAHWUA OTAE/IbHbIX KaTEropui AOKYMEHTOB), M3NWHE AybneTHble 3K3emMnaApsl,
3ameHeHHble 60/1ee NOAHBIMK NO COAEPMKAHMIO, NYYLIMMM NO 0POPMAEHMUID, PUINYECKOMY COCTOAHMUIO
U3[aHMAMM; NO UCTEYEHUU CPOKA XPaHEHMA AOKYMEHTOB, NPU HU3KOM YPOBHE YUTATENbCKOIO CMpPOCa,
NpW HECOOTBETCTBMM INEKTPOHHbIX [AOKYMEHTOB TEXHMYECKOMY W MpOrpammHomy obecneyeHuto
6MbAnoTeku.

5.1.1. UckntoveHne AOKYMEHTOB MO MPUYMHAM YCTAPEOCTU MO COAEPKAHMIO, HENPOPUABHOCTH
(ManocnpalwmnBaemble), a TaKkKe No NPUYNHAM BETXOCTU M AePEKTHOCTU He AOMNYCKAETCA NO OTHOLIEHMIO
K e AMHCTBEHHbBIM 3K3eMNAAPAM AOKYMEHTOB NOCTOAHHOIO (6eCCPOYHOro) XpaHeHus.

5.1.2. UckntodeHre JOKYMEHTOB, OTHECEHHbIX K KHUMKHbIM NMaMATHUKAM, AONYCKAETCA TONbKO NO
NPUYMHE yTPaTbl NPU YCNOBUN OTPaXKEHUA MHGOPMALMM O KHUKHOM NAaMATHUKe B PeecTpe KHUMKHbIX
NamATHUKOB.

5.2. BblbbiTMe [O0OKYMEHTOB M3 6ubamMoTeyHoro ¢oHpa odopmnseTca AKTOM O CNMCAHWUM
WCK/OYEHHbIX 06BEKTOB BUbAMOTEUHOro doHaa (manee - AKT o cnucaHum) no dopme (Kog no OKY]
0504144), yteepxaeHHoM Mprukaszom MuHdumHa Poccum ot 15.12.2010 N 173H, 3aperucTpMpoBaHHbIM B
MwuHtocte Poccum 01.02.2011, N 19658.

B AKTe O CMMCaHMM OTparKaloTCcA CBEAEHMA O KOJIMYEecTBe M 0bLeit CTOMMOCTU MCKAKYaeMblX
OOKYMEHTOB, YKa3blBaeTCs NPUYMHA UCKAOYEHMA N HanpaBaeHne BblObITUA UCKNIOYAEMbIX OKYMEHTOB.

5.3. K AKTy 0 cnincaHuMM NpWNaraeTcs CAMCOK Ha UCKAOYeHWe ob6bekToB bubamnoteyHoro ¢oHAa
(manee - cnMCcoK), KOTOpbI BKAKOYAET credylolwme CBeAeHUA: PEerncTpauuoHHbIM Homep U Wwudp
XpaHeHUA JOKYMEHTa, KpaTkoe bubanorpaduyeckoe onmvcaHue, LLEeHy AOKYMEHTA, 3adpUKCMPOBAHHYIO B
perucTpe MHANMBUAYANbHOIO YYETA AOKYMEHTOB, KOIGPULMEHT NEPEOLLEHKH, LIeHY NOoCae NePeOoLEeHKN U
06 LLYI0 CTOMMOCTb UCK/IOYaEMbIX [OKYMEHTOB.

[na neyaTHbIX AOKYMEHTOB BPEMEHHOrO XpPaHEeHMA [OMYCKAeTCs 3aMeHa CrMUCKa KHUMKHbIMU
dopmynapamm.

[Ona pnoKkymeHToB, 06paboTaHHbIX rpynmnoBbiM (YNpPOLLEHHbIM) CNOCO6OM, BMECTO CMMCKa AaeTcs
nepeyeHb PermcTPaLMoOHHbIX HOMEPOB, BUA UCKAIOYAEMbIX U34AHWUI, UX KOSIMYECTBO.

5.4. K AKTy O CNucaHuMM MO MpuWYMHE yTpaTbl W CNUCKY MPUAAraloTcs  AOKYMEHTHI,
noaTeeppatowme yTpaty (NOACHUTENbHAA 3aMUCKa, B CYyYae KPaxkn UAU XULLEHUA - MPOTOKOJ, aKT,
3aK/Il0O4EHME YMNOJIHOMOYEHHbIX OPraHoB, MPW BO3MeLLeHUM yuwepba - PUHAHCOBBLIM LOKYMEHT O
BO3MELLEHUM yLiepba).

BosmeleHne uutatenamu yuwepba ponyckaetcA B $Gopme 3ameHbl YTEPAHHOTO LOKYMEHTa
paBHOLLEHHbIM MO0 NyTem AeHeXHON KomneHcauuu. Mpu npueme AeHer oT uuTaTenel B3ameH
YTEPAHHbIX KHUT UAW APYrUX AOKYMEHTOB COCTaBAAETCA MPUXOAHbIA OpAep, U YMTaTento BblAaeTcs
KBUTaHLMA YCTaHOBAEHHOro 0bpasua.

5.5. Mpu Bo3meLLeHUN YuTaTenem yulepba CTOMMOCTb YTPaUYEeHHbIX AOKYMEHTOB yCTaHaBAMBAeTCA
3KCMNepTHON KOMMUCCUEN NO OLLEHKE JOKYMEHTOB, Ha3HAYeHHOM NPMKA3oM PyKoBOAUTENA BUBANOTEKM.

Mpy yTepe UM XUWEHUN LEHHBIX U PeAKUX KHUF ANA OnpeaeneHus MX CTOMMOCTU KOMUCCUA
MOMET NPUBNEKATb K CBOEN paboTe COOTBETCTBYIOLWMX IKCMEPTOB, @ TaKKe MUCNo/ab30BaTb MaTepuabl
Hay4YHO-METOAMYECKUX LEHTPOB, KHWMKHbIX ayKLMOHOB M APMapoK. B 3Tux ciayyasx onpeaeneHue
NPUYUHEHHOrO yuwepba npegenbHbIMU KoapdPrumeHTaMmn KpaTHOCTU He OrpaHUYMBaeTca.

5.6. AKT O cnMCaHWUM MO OAHOW M3 MPUYMH, YKasaHHbIX B M. 5.1, ¢ NPUIOKEHHbIM CUCKOM
nognucbiBaeTca npeacenaTenem m YieHamm KOMUCCUUM NO CNUCAHUI0 06bEKTOB BUBANOTEYHOTO POHAa,
YTBEPKOAETCH PYKOBOAUTENEM YUPEKAEHUA.
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5.7. Tlocne yTBepaeHMA AKTa O CAUCAHUM  OCYLLECTBAAKOTCA  MEPOnpUATMA MO
nepepacnpeneneHuto n peaansaumm cnmcaHHbix 06bekToB bubanoteyHoro poHaa.

5.7.1. loKymeHTbl (cnucaHHble 06beKTbl 6ubanoTeyHoro GpoHAa), UCKAOUYEHHbIE MO NPUUYUHAM
BETXOCTU, AePEeKTHOCTU, YCTAPEeNOCTU MO COAEPKAHWUIO, HAMPABAAKTCA B MYyHKTbl BTOPMYHOIO CbipbA.
UcKntoyeHHble M3 ¢oHAOB MUKPODOPMbI HA FanoreHnpocepebpaHOl NaeHKe MNogaerkaT cAadve Kak
cepebpocogeprkallme oTXoAbl B COOTBETCTBUM C 3aKOHOA4ATENbCTBOM Poccuiickoin Deaepaumu.

Mpn OTCYTCTBMM MYHKTOB BTOPCbIPbA MAM B CAyYasax, KOrga cAadva AOKYMEHTOB Ha nepepaboTky
3KOHOMWYECKM HeuenecoobpasHa, BUBANOTEKM YHMUTOMKAIOT MCKAOYEHHbIE AOKYMEHTbl HA MecTe B
NPUCYTCTBMM NINL, KOTOPbIE COCTABAAIOT aKT 06 YHMUTOMKEHUM CNUCAHHLIX 06BEKTOB HUBAMOTEYHOrO
doHaa.

B AKTe 0 cnMcaHWKM OTParKatoTCA HaMMeHOBaHMe, HOMEpP M AaTa AOKYMEeHTa, NoATBepXKAatowero
daKT caaumM CnMcaHHbIX OOBbEKTOB B MYHKT BTOPUYHOTO CbIPbs,, UM aKTa 06 YHUUTOMEHWUM CMUCAHHbIX
06beKToB 6MbAMOTEUHOTrO PoHAA. JOKYMEHT npunaraeTca K AKTY O CMMCAHUU CO CMUCKOM.

5.7.2. [JOKyMeHTbl (cnucaHHble 06beKTbl bubanotedyHoro ¢oHAa), UCKAOYEHHbIE MO MNPUYUHE
HenpodUNbLHOCTK, NepeaaloTcs Mo akKTam B obmMeHHbI GOHA B Uenax AanbHelwel nepegayn Ha
6e3B03Me34HOM OCHOBE BUBAMOTEKAM UM peanm3aunm GU3MYECKUM U OPUANYECKMM NNLAM.

5.8. MNocne 3aBepweHUA MeponpuATU, NPEeLyCMOTPEHHbIX AKTOM O CAMCAHUU MCKAOYEHHbIX
0b6beKToB 6MbAMOTEYHOrO POHAA, NEepBbIM 3K3eMNAApP AKTa O CMMCAaHMU CO CMMCKOM U OOKYMEHTOM,
noaTBep:KaaloWmMm BblbbITUE, NepegaeTca B OyxranTeputo, BTOPOM 3K3emMnAAp OcCTaeTca B
noapasaeneHnn, oCyLLECTBAAIOWLEM y4eT bubamoTeyHoro poHaa.

Ha ocHoBaHMKM AKTa O CMUCAHUU UCK/IIOYEHHbIX 06beKTOB bnbanoteyHoro poHaa bubanoTeyHoe
nogpasgeneHne u byxrantepma BHOCAT USMEHEHUA B COOTBETCTBYHOLLME YYETHbIE AOKYMEHTbI.

5.9. AKTbl O CIMCaHUM PETUCTPUPYIOTCA B KHUFe CymMapHoro ydyeta bubamnoteyHoro ¢poHaa (uam
OPYrom BME PErucTpa CyMMapHOro yyeTa BblObITUA LOKYMEHTOB, NPUHATOM B 61MbAnoTeKe).

5.10. B perucTpauMOHHON KHUre (MAn p[pyrom BUAE PerucTpa WHAMBUAYANbHOrMO y4yeTa
OOKYMEHTOB, NPUHATOM B 6BUBIMOTEKE) NPOCTaBAAETCA HOMEP M AaTa AKTa O CMUCaHUMN.

5.11. Bce ucKnoyaemble U3 GoHOa OBUBAMOTEKM AOKYMEHTbI (KHWUMM, KypHanbl, ApyrMe BuAabl
OOKYMEHTOB) [0/IKHbl ObITb COOTBETCTBYIOWMM 06pa3soM OdOpPMEHbl: CreunanbHbiM LWTEMMNENEM
[0/1>KHbI ObITb NMOTALLEHbI WTamnbl 6UBANOTEKMN.

5.12. 91eKTpOHHbIe CeTeBbIE JIOKa/IbHbIEe AOKYMEHTbI YAANAOTCA M3 3/IEeKTPOHHOI BMbANOTEKM Ha
OCHOBaHMM AKTa O CMUCAHUM C YKa3aHMEM NPUYMHbBI UCKAOYEHMA. HanmeHOBaHMeE, HOMEP U AaTa aKTa
BBOAATCA B 6a3y AaHHbIX B KauecTBe MeTauHGOopMaL MM K COOTBETCTBYHOLLEMY JOKYMEHTY.

Ha ocHoBaHWM BBEAEHHbIX CBEAEHUI NPOrpammHbIM cnocobom popmupyeTca nepedeHb AKTOB O
CNUCaHUK (peecTp CyMMapHOro Yy4yeTa BbIObITUA CETEBbIX /IOKA/IbHbIX [AOKYMEHTOB) M NepeyeHb
CNUCAHHbIX 0OBEKTOB 3NEKTPOHHON BUBAMOTEKN (peecTp MHAMBUAYANbHOrO yyeTa BblObITUA CETEBbIX
JIOKaNbHbIX OKYMEHTOB).

5.13. BblbbITUE 3NEKTPOHHbIX CETEBbIX YAA/NIEHHbIX AOKYMEHTOB He 0hOpPMASETCA cneunanbHbIm
OOKymeHToM. MoaTBepKaeHneMm BbibbITUA ABNAETCA UCTEYEHME CPOKa AeNCTBUA AOKYMeHTa (aorosopa,
KOHTPaKTa, /IMLLEH3MOHHOrIO cornalleHunsa), odopMAEeHHOro Ha MpaBoO AOCTyna K onpeaeneHHon 6ase
OaHHbIX (MaKeTy) ceTeBbIX [AOKYMEHTOB, W OTCYTCTBME [O0roBopa, KOHTPAKTa, JIMLLEH3MOHHOIO
cornaweHusn, opopMIEHHOIO Ha HOBbIM CPOK.

5.14. ExxeKBapTaabHO, NPW YCI0BUM N3MeHeHus cocTaBa OLLOW, obwue cBegeHUs 0 Koinyectse U
CTOMMOCTUN JOKYMEHTOB, CMMCAHHbIX U3 BUBAMOTEeYHOro PpoHAa Kak 06beKTa 0cob0 LLEHHOTO ABUKMMOTo
MMYLLLECTBA, C YKa3zaHMeM nepeyHsa AKTOB O CMMCAHUKU, NPUYMH U HAMNPaB/IEHUI BbliObITUA LOKYMEHTOB,
npeacraBasatoTca yypeauTento. KonmyecTtBO BblObIBAOWMX [OKYMEHTOB He [JO/IKHO NpPeBbIwaTb
KO/IMYecTBa BHOBb MOCTYNaOWMX 4OKYMEHTOB B 6MB/1MOTEUYHbIN POHA.

VI. YyeT ntoros agukeHuna bubamnoreyHoro poHaa

6.1. Utorn agumkeHna GoHAOB NOABOAATCA B KHUIe CymMapHoro ydyeta 6ubnvotedyHoro ¢oHaa
(unn  ppyrom peructpe CyMMapHOro yyeTa, NPUHATOM B OMGAMOTEKE) Ha OCHOBAHUM AaHHbIX
CYMMApPHOrO y4eTa 0 NOCTYNAeHUN U BbIObITUWN LOKYMEHTOB.

NTorosble paHHble MMEIOT YeTbipe 06sA3aTesbHbIX MOKa3aTena: COCTOSN0 Ha Hayano roaa,
NoCTynuo 3a rof, BblbbINO 33 rog, COCTOMT Ha KOHeL, roga.
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NToroBble [JaHHble MO 3NEKTPOHHbIM CEeTeBbIM YAaNeHHbIM AOKYMeHTaM Mpe/cTaBastoTca
cneayowmmmn NoKasaTeNAMM YYeTHbIX e4MHUL: COCTOAN0 Ha Ha4vano roga, odopmaeHo B AOCTyn B
TeYeHue roga, [OCTYN NPeKpaLLeH B TEYEHME ro4a, COCTOMT Ha KOHeL, roaa.

6.2. CBegeHns 06 UTOroBbIX AaHHbIX GUKCUpPYLOTCA B dOpMe roCyaapPCTBEHHOM CTAaTUCTUYECKOM
OTYETHOCTU U NPeACTaBAATCA ANA Lesiel rocyAapCcTBEHHOM CTaTUCTUYECKOM OTYETHOCTU.

NTorosble gaHHble 06 obmeHHOM doHAEe He BK/IOYATCA B obuine nokasatenm 6ubanorteyHoro

doHaa.
VII. MpoBepKa Hannuma AokymeHTos bubanoreyHoro ¢poHaa

7.1. MpoBepKa Hannuma p[OKyMeHToB 6ubamoteyHoro ¢oHaa (ganee - nposepka ¢oHaa)
npoussoauTca B 06a3aTelbHOM NopAAKE:

npu BbISBNEHUN PAKTOB XULLLEHUA, 3/10YNOTPEBNEHMA NN NOPUYN AOKYMEHTOB;

B C/y4ae CTUXMWHOro 6eacTBuA, MoOKapa WM APYrMX 4YpesBblY4aMHbIX CUTyauWi, BbI3BaHHbIX
3KCTPEMaNbHbIMU YCOBUAMMU;

npu peopraHMsaunm UAn TMKBUAALUN BUBNMOTEKMN.

Ona npoBeAeHUA NPOBEPOK PYKOBOAUTENEM OpPraHM3aUMM HaA3HA4YaeTca KOMMCCUA, B COCTaB
KOMMUCCUU AONKEH BXOAUTL NPeAcTaBUTeNb Byxrantepum.

7.2. NposepkKa poHAa B N1IAaHOBOM NOPALKE OCYLLECTBAAETCA B CeAyHOLME CPOKM:

OOKYMEHTbI, MmelLme B 0popMIEHUN ApParoueHHble mMeTannbl U (MNK) AparoueHHble KamHu, -
eXerosHo;

$OHA pefiKMX U LEHHbIX KHUT - 0AWH pas B 5 nieT;

doHabl 6ubanoTek go 50 TbiCAY YYETHbIX €ANHUL, - OAUH pas3 B 5 neT;

doHabl 6ubanoTek ot 50 Ao 200 TbicAY YYETHbIX €AUHULL - OAMH pa3 B 7 NET;

doHabl 6ubanoTek ot 200 TbicAY A0 1 MUAIMOHA YYETHbIX €ANHUL, - OANH pa3 B 10 ner;

¢doHapl 6ubnnoTtek ot 1 Ao 10 MUNNMOHOB YYETHbIX €AUHUL, - OANH pa3 B 15 neT;

¢doHapl 6ubanoTek ot 10 o 20 MUNIMOHOB YYETHBIX €ANHUL, - OAMH pa3 B 20 neT;

¢doHabl 6ubanoTek cebiwe 20 MUAIMOHOB YYETHbIX eANHUL, - 1 MUAIMOH 3K3EMNISPOB B rog,.

MnaHoBaa npoBepka GoHAa 6UBANOTEKM MOMKET OCYLLeCTBAATLCA MO3TAaNHO B COOTBETCTBMM C
rpaduKom npoBeaeHUs NPOBEPKM BCero poHAa UM ero Yactu (B TOM YMcie peakux U LEHHbIX KHUT) C
onpeaeneHnem CPOKOB M KOIMYECTBA NAaHUpyemoro obbema paboTbl.

7.3. T[lpoBepKa 3/IEKTPOHHbLIX CETEBbIX JIOKAJIbHbIX OOKYMEHTOB  OCYLLECTBASETCA MO
KO/JINYECTBEHHbIM MOKa3aTeNsM, a TaKXKe M0 KOHTPONAbHbIM CyMMaMm, MNO3BOAAIOWMM BbIABUTb
N3MEHEeHMA B OKYMEHTE.

MpoBepKa AOCTYNHOCTU 3NEKTPOHHbLIX CEeTEBbIX YAANEHHbIX [AOKYMEHTOB OCYLLECTBAAETCA C
a4pecoB BX0OAa, YKa3aHHbIX B PernMcTpe MHANBUAYabHOrO yyeTa.

7.4. NpoBepKa Bcero ¢GoHOAA WM ero 4acTU 3aBepLUAETCA COCTaBAEHMEM aKTa O pe3ynbTaTax
npoBefleHMA NPOBEPKMU HaANuMA AOKYMEHTOB bubanotedyHoro doHAa M NPUIOKEHUEM K HEMY CNUCKA
[OKYMEHTOB, OTCYTCTBYHOLLMX NO HEYCTaHOB/IEHHOM NPUYMHE.

B akTe duMKcupyloTca cBeAeHUsAs O KONMYeCTBe AOKYMEHTOB 6ubanoteyHoro ¢oHAa No AaHHbIM
yyeTa; AOKYMEHTOB, MUMEIOLLUXCA B HAZIMYMUK; AOKYMEHTOB, OTCYTCTBYIOLWMX B BUbBAMoTe4HOM doHAe no
HeyCTaHOB/IEHHOM npuuMHe. B aKTe TaKKe yKasbliBalOTCS HOMep W fAaTa aKTa O NpoBeAeHUM
npegplaywen npoBepKU. AKT C  MNPUIONKEHMEM CMKUCKA  AOKYMEHTOB, OTCYTCTBYHOLMX MO
HeyCTaHOB/IEHHOM NPUYUHE, NOANMUCLIBAETCA NpeacesaTeNnemM M YJieHaMM KOMUCCUU U YTBEPKAAEeTCS
PYKOBOAMTENEM YUpPEXKAEHUA.

7.5. MNpu BbiISBAEHMM B npouecce MNpPoBepKM ¢oHAA OTCYTCTBYIOLWMX OOKYMEHTOB MU
HEBO3MOXHOCTM YCTAHOB/IEHUA BUHOBHbIX /ML, YObITKM MO HEeA0CTa4am CMMCLIBAOTCA B COOTBETCTBMM C
OEeNCTBYHOLLMM 3aKOHO4ATENbCTBOM.

VIII. enonpon3sBoacTBo B OpraHmM3aLunm yyeta
bunbnmoteyHoro poHaa

8.1. OpraHusauma paboTbl C AOKYMEHTAaMM NO yyeTy bubnmnoteyHoro GoHAa ocCyLecTBAAETCA MO
npasuiam BeAeHWA 4eN0Npon3BOACTBA.



8.2. CpOoKM XpaHeHUs AOKYMEHTOB YCTaHAB/MBAOTCA B COOTBETCTBUM C lMprKazom MuHUCTepCTBa
KynbTypbl Poccuiickoit ®Pepepaummn ot 25.08.2010 N 558 06 yrteepkaeHun '"lepedyHa TUMNOBbIX
yNpaBAeHYECKNX apPXMBHbIX AOKYMEHTOB, 06pasyroLLMXCA B Npouecce AeATeNbHOCTM FOCYyAapCTBEHHbIX
OpraHoB, OpPraHOB MECTHOrO CaMOyMpaBJEHUA M OpraHu3auuii, C yKasaHMEeM CPOKOB XpaHeHua",
3apermucTpupoBaHHbiMm MuHtoctom Poccuiickoin Peagepaumm 08.09.2010, N 18380.

8.2.1. TloCcTOAHHO, A0 /MKBMAAUMM OUBNMOTEKU, XPaHATCA PernucTpbl UHAMBUAYANBHOIO WU
CYMMApHOrO y4YeTa AOKYMEHTOB BUbanoTedHoro ¢poHAa (perncTpauMoHHble KHUMM, MHBEHTAPHbIE KHUTY,
KHUTU CYMMaPHOTO y4eTa, YYEeTHbIN KaTasor, Tonorpapuyeckne onncu 1 Kataaoru).

8.2.2. B TeueHMe fecATU NeT XPaHATCA AKTbl O CMCAHUM UCKAIOYEHHbIX 06beKkToB 6MbanoTeyHoro
$OoHAa M aKTbl 0 Npueme-nepeaaye CnMcaHHbIX 06beKToB bubanoTeyHoro poHAa.

8.2.3. B TeueHMe nNATM NeT XPAHATCA NepBUYHbIE Y4YeTHble AOKYMEHTbl, MOATBEPXKAAOLMNE
NnocTynaeHne AOKYMeHTOB B 61banoTeyHbit doHA (HakNaaHble, akTbl O MPUEME, aKTbl CAAUYN-NIPUEMKN).

8.2.4. [lo OKOHYaHWA o4yepeaHOWN MPOBepKM GOHAA XPaHATCA aKTbl O pe3y/bTaTax NpoBeAeHUs
NPOBEPKM HaNNuMA AOKYMEHTOB 6ubanoteyHoro ¢poHAa.
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