[pwaaTa: YTRCpHOSH.
Ha lleaarorayeckom coBETe TMpusuzom awpextopa FTEOY
O_[ SAHKONA X 7 TOJOHELK»
[Mporokon Ne -
Orucld »_ (R 2024t N 4 eresd w02 20241

MPABILTA YUETA JOKYMEHTOB,

BXOIANIHX B COCTAB BHBIHOTEYHOT O POHIA
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Tonenkoii Hapoarofi PeciyGamkn ot 28,06.2017 r. Ne 228-011

I. TepMuHE W ONpeleIcHia
1.1. B nactostmx [Ipasiiax HCOONb3yHTCE CHEIYIONTHE NOHATHA H TEPMAHEL

1) AyIHOBHIVATEHBG IOKYMEHT — AOKYMEHT, conepamuil  H3odpaIHTeNbHYH) H (Emm)
3BYKOBYID HHPOPMALHID, BOCTPOHIBCACHHE koTopoit Tpebyer NPAMEHEHHA COOTBETCTBYIOMIETD
obopynopanid, JoxyMEHT MOKET TAKKS COACPRATE TEKCTOBYIO HHPOPMALIHID,

2) beaHane#HAS JAI0MEHHOCTE — 3AM0TREHHOCTE NONB30RATENE NEDEIL GrbanoTerROl, HCROBOH
¢pok JABHOCTH KOTOpOH HCTCK W KOTOPad  NOLISHHT CTIHCAHHEY B COOTBETCTBHH ©
DeHCTEYIOWEM 33KOHOOATE1bCTROM;

3) BubmroTeunsii Gonn — yNOPAIOMEHHDE cofpanmne Xpangmycd B OUOAHOTERE NOKYMEHTOR,
dopMupyeMoe © y+eToM THna ORGIHOTEKH HA OCHOBE npodHAs KOMIUIEKTODAHKA [T
YI0BNCTBOPENHA HHPOPMAHOHHbIX noTpefHocTel e NoJIR3IOBATEEH,

4) Toaomofi KOMIUIEKT TaseT — COBOKYIHOCTE HOMEPOR (BRATYCKOB) a3seThl, BEULCIIHX B
TeHeHHE KAJIEHTApHOIO IoJa. Ina raler ABNHCTCH ocHOBHOM egHHHLER yYeTa, [UIA OCTANBHBIX
HTAHAE — ZONOTHHTENRHON eTHHHLCH YIeTa;

5y JowymeHT — MATepPHANLHAR dopMa  TMOMyueHHA, XPAHEHHA, HENOILIOBAHHA H
PACTIPOCTPaHERHA HHQOPMALTHH, sadmrcHposaHHoll Ha Dymare, MArHHTHOH KHHO-, POTONAEHERE,
ONTHYSCKOM QHCKE HIH OPYTOM HOCHTENE,

6) Jokvsent Aa MHEpOdOpME — (OTOZOKYMEHT Ha NNEHOUHOM HIH OpYIoM HOCHTENE,
KOTOpRT 008 M3roTOBICHHA W HCIOIBIORAHHA TpefyeT COOTBETCTBYHOMIETD YBCIHTSHHA npH
MOMOLLH MEEPOTpaf9ecKon TEXHHKE,

7) Maganue co mprdrom Bpaiing — WiZaHue, HANCUaTIHHOS peobriM WwprdToM 018 COETmEX
(mpad Bpaitna);

§) HWrecrammpopaHHLIE AOKYMENTBI — ACKYMeHTEHL pasMelaesbie  Ha  ABTOHOMEHBIX
ABTOMATHAHPOEAHHKIX PAGOMHX CTAHLHAN OHDIHOTERN;



9) MexmodeHne (CHHCAHHC) NOKYMEHTOR — HILATHE (yaanenue) w3 GuGnuoredHoro QoHma
NOKYMEHTOB, VIPATHBIIHX 1718 JAaHHOH GuianoTery noTpebHTENRCKHE KAUCUTEA [0 OPHYHHAM:
yTpaTa, BeTXOCTh, NediekTHOCTE, YCTAPEIOCTE N0 CONCHKANHID, HenpodHIBHOCTE, HCTEYEHHE
CPOKOE XPaHCHHA,

10} Hexnrosenne B cereBRIN Gasax JAHHEN — 93TO YOANCHHE IAHHBIX H3 HEKOTOPOTO HX
MODMHOKECTEA Oe3 YIAeHHA BCSTro MEMKECTEA JaHHEIX,

117 KoMonekroBaHie — COROKYIHOCTh MOCHEN0BATSIRHLIN M BIAMMOCBA3AHHEIN ICHCTRARN,
HANPARTEHHBIY Ha BEIABISHHE, OUEHKY, 0TDOp, 3AKa3 o nprobpeTeHHe TOKYMEHTOR B (ORI uian
nproOpeTeHHE OPaB AOCTYIIA K HHM,

127 KomsonwT — COOpHER TOM, COCTABIEHHEIR ero NepROHAMAILHAIM BIALCIBLEM,
GHBMHOTCKON, WATATENCM HIH THOOrpadoM, B KOTOPHIA BONETCHB CAMOCTOATEIEHEIE HITAHHA,
PYKOMHCH, OTTHCKHA CTATCH M HHBIE MATCPHAIEL,

13) MeTtanubopManHa — HHQOPMAIHS O crnocofax B MeTofax nepepalboTEH HEQrpPMAIHE HIIH
0 TOM, I11& HafiTH HAQOPMALTHIO;

|4} Haspasge-eqdAHoa yuera GHOMmoTeswHoro @QoOHma, B KAUCCTBE KOTOpO#H NPHHEMACTCHA
Ka®(10e HOBOE WM MOBTOPHOS M3IAHHE, IOKYMEHT, OTIHYAOIHICA OT OCTAILHAIK RRINOIELIMHA
CHeLCHMAMH W 3NeMeHTAMH M3jarensckoro opopmicHus. [lepHonuyeckoe HIaHWe, BHE
LARRCHMOCTH 0T KOMHUYCCTBA BEIMVCKOE B HOMEPOE, PACCMATPHBACTCA KAK 01H0 HAIRANHAL,

15) Obmensmil pona — oI, Npeasainadenkil 114 ofMeHa NOKYMeHTaMy, DeIBosMesIHOH
nepetaud GuinuoTekaMd, HAQOPMAIHOHHRIM LSHTPAM WHIE Opofa%H HX OprafHlanpsM A
qACTHREM THILAM;

16) IomuMeEs — COBOKYIHOCTE HOMEPOS NIEPHOJEMMECRHX HinaHKi, CITHTRIX, MePeNICTCHHBIX
HIIH CEPENTEHHEX APYTHMHE criocofaMH B OQAO TeToe. SBNfeTcH DonoMHATENLHURA MHHHLCH
VHeTa, B TOM YHCE I7H I3eT,

17) PersicTp vueTa—VHeTHO-PErHCTPAUHOHHEIR AOKYMEHT (chHCOE, nepedeHb, KHAIA B T.L),
HMerounit MpasoBoe sHadenHe. CONEPEHT Nepedell OCHOBHED noxasatenell (HHIWKATOPOB),
HEOGX0IHMBIX JUTH PErHCTPAIIHH JOKYMEHTOE B COOTRETCTEMH ¢ YCTAHOB/ICHHEIME NPABTIIAMH;

18) CeTepoil NORANLULIH AOKYMEHT — 3NEKTPORHBIH JOKYMEHT, HAXOLAWMIACH B CTALMOHAPHEIX
APAHITHIIAK JaHHEX KOHKpeTHON OniauoTexs;

19} TemardkO-THIONOIHYECKHE NNaH  KOMILIEKTOBAHAA (mpoduib  KOMOUICKTOBAHHA) -
JOKYMEHT, PErTAMEHTHPYHIIHE OCHOBHEIC HANDABNEHHA H 0COOEHHOCTH  KOMILISKTOBAHHA
GubanoTers, HEdOPMALHOHHOTO LUSHTPa W OTPEICAIOIIME TEMATHEY, BRI H KIEMILIAPHOCTE
OOKYMEHTOR, BRIHYASMLIX B GoHT;

200 Yaanewueli DnNexTpOHHBE - pecypc  — 3MEKTPOHHBIA - pecype, NpeinaracMmelii  ero
NPOHIBOMHTENEM B KA4eCTBE OTACNBHOTO TIPOIYKTA, K KOTOPOMY GubanoTeka ofnuUHATLHO
HMeeT TPAB0 JOCTYTIA

1.2. Mseie TepMutil, ynoTpebnsemee 8 [Ipapnnax, HCNoTEIVIOTCR B AHAUCHAH, VCTAHOBNEHHOM
aakonoparenseTeom Jonenkoii Hapogroi Peenybmika.,



I1. OGmme mMoamHEeHHE

2.1, VueT nokyMeHToB GuBIHOTEHHOTe (OHNA ABLACTCR OCHOBOM OTUCTHOCTH H NIAHHPOBAHHA
NeRTeIEHOCTH OHETHOTEKK, CTIOCOGeTRYET 0DeCTeUCHHI) 80 COXPANHOCTH.

2.7, Vyer BETIOUAeT PETHCTPAIHIO NOCTYTIICHMA AOKYMEHTOR B GuAIHOTEYHEE doHI, HX
BEIGLITHA W3 (OHIH, HTOFOBbIE JANHBIC O BEIHUHHE (oGpeme) Boero GuimEoTewHoro donia B
ero MOIPayIENos, CTORMOCTR (roHIE.

2.3, OcHOBHBIE TPeOOBAHNA, MPEILABTASMEIC K YHETY GuiTHoTedHOTO BoHIa:
1) monHoTa ¥ OCTOBEPHOCTE YHeTHON HEQOPMATHM,
2) onepaTHEHOCTR;

1) NOKYMEHTHPOBAHHOE ODOPMIECHHE KAMIOTD NOCTyTEHHA & OHI M KUKIOTD BRIOLITHA K3
o 1a;

4) cOBMECTHMOCTE TIPHEMOR W (QOPM YHETE, HX HANEHHOCTS TTPH NapaiTensEHeM HENMIb30RANHA
TPAIMLHOHEOR M ABETOMATHIAPOBAHHORA TeXHMIOTHI Y4€TA, COOTBETCTBHE HOMEHKIATYPEL
nokazareneli yuera GoHIA AHANOTHMHBIM [OKAHATELAM roCyape TREHHCH GrHATROTCHOM
CTATHCTHEH.

2.4, Yuery noanesar BCe ZOKYMEHTL (MOCTOAHHOI®, LIHTE/ARHOTO, BPEMEHHOD XPAnCHHA),
nocrynaompe B Gonn OHOMHOTEKH H pLIOhBaomMe W3 ponns OHOIHOTERH, HE3ABHCHMO OT
BHOA HOCHTCNA., JOEYMEHTE NOCTOAHHOTO (DeccpoMHOTO) XpaHeHHd — JIOKYMEHTHI Be3
onpeaeieHHi CPOKOR XPAHEHHA, OTBCHAOTIHE KPHTEPHAM MEMOPHAIRHOCTH, KOLTEKIHOHHOCTH,
VHHEATbHOCTH, PAapHTETHOCTH, YACTE M3 KOTOPBIX OTHOCHTCS K JOKYMEHTaM peclyDIHEaHCKOTO
GuonHoTeuHOTO hoHAR, POPMHDYIOIIEIOCA HA OCHOBE CHOTCMED oA3aTeNLHOrO FKIEMILIAPA W
KHHARHBY TasMiATHHREOE. )

7.5, BEOMMOTEKH CAMOCTORTEIBHO OMPELE/NAOT CPOKH H COCTAR JOKYMEHTOD NOCTORAHHOr,
UIHTENEHOTD, BPEMEHHOIO XPAHCHHSA, HOINOLA H3 nmenci OHOMHOTEKH, onpeAeTenHoid Y CTABOM
(monowenuen) GHOMHOTeKH. CpoKk XpaHeHHA OKYMEHTOB puxcupyiorea B TeMaTHEO-
IHTIDI0rNHECKOM [Uiane KomMmiekTosaruA Wi [Tpodne dopMrpoBaHiA dorgos GROTHOTERH.

7.6. He srononaiores B qrona GHOMHOTERH W HE NOLIEKAT YTy ClenyOlTHe BH R JOKYMEHTOR!

1) BCNOMOTATEIBHOTD HOIHAYEHHA, ABIAIOMIHECE palouHM MHCTPYMEHTOM OHDJIMOTETHOTD
mepcoHa/Ia (YIpasiendeckan W NPOHsB0/ICTHEHHAR JOEYMEHTALHA, MPOTPaMMHEELE POy KTEL);

2} MaTepHaTEL, npHodpeTacMble AT OQOPMICHAA GubnoTexy, APYrHX noacofHex pabor, He
CRABAMHLI ¢ KOMIUIEKTORARHEN GROMHOTETHoTO hoHIA;

3) ayAHOBHIYAIRHEIR, TPEHATHAMCHHEE 118 TROBCACHHA GuAaIHOTeYHO-AIQOPMALIHOHHBIX H
KYNBTYPHEIX MEpPOTPHATHH,

4) mananHA peRNaMHO-HAQOPMALKOHNOND XapaKTCpa, HCOOJIB3YEMEIE T3 HHPOPMHPOBAHAA
ypTaTeie.

2.7. Vuer NoKYMEHTOB BEJETCH B PErHCTPAX HEIMBRIVAIRHOTO H CyMMapHOIQ YUeTa Ha
GyMAKHOM B/HIH AEKTPOHHOM HOCHTENE.



2.8. PerHeTpaMy HHIABHIYAMEHOMG y4eTd JOKYMEHTOB SBIAIOTCA. PErHCTPAlHOINAR KHHI'A
(HHBEHTAPHAA KHMIA), KAPTOUYKA PErHCTPAllHH Ha onpejeTeHHE BHI MOKYMEATA INA IEset,
WYPHATOR, APYTHX BHOOB OOKYMEHTOR. JonycxkasTed TAKHKE PErHcTpaMH HHEIHEHIYRTRHOTO
VHETA CHHTATH TOMOTpafHueckys OMHCE (KATANO0C), YMETHBE KaTaior, yueTHeIA (pafn ¢
BRIXOJHBIMH  popMami,  GOpPMHpPYEMEIMHE B NOPAAKE  HHBCHTAPHEIN — HIH  HHbIX
HIEHTHOHKAIHOHHEIX HOMEPOE JOKYMEHTOR.

Perscrphl KIIHBHIVATRHOIO YH9eTa JoKyMenTor OHOMHOTeuHOro GOHA2 CONEPIKAT PEKBHIHTEL
HACHTHGHIHPYIOMIRE KaAAMA JOKYMENT ¢ YEA3RHHEM CBeIeHHI 0 NOCTYTIMEHHH JOKYMEHTR H O
ero BROBTHA W3 GHGnHoTeusoro $onaa.

Mpyn HeOBXOIUMOCTH 1R y4eTa OTIeTbHBIX cneudfidecxkux Gonaon (HANPHMCP, HOTHBIX,
MEKPODMILMOB, AYIHOBHIVAJIBHEY JOKVMEHTOB H TJL) HCOOABIYKITCH HHLIE fropmbl
PErHCTPAIHORHED KITHE, OPraHM30BAHHEIX § NOPRAKE PETHCTPALHOHHBIN HOMEPOE JOKYMCHTOB
¢ noDaBneHneM OVKDLI, HANPHMED: Nepel] WHBSHTAPHBIM HOMEPOM MICKTPOHHEN AOKYMCHTOB
nofapraeTca Oyxsa « Ok WTH modag 1pyrad.

20, Peorucrpams CYMMAPHOMO y4era JOKYMENTOB HB/AAIOTCA! KHHIA CYMMapPHOTO  yUeTa
GWeMHOTeuHOro (OHAA, MHCTEL cyMmapHoro  yuera OuOawmoTedsoro  doxng,  wypHAT
TIOMyCKAIOTCA PA3IH4HEE MOTHQHKANHH KHHIH CYMMAPHOTO y4eTa. Hezapucumo o1 BHIA
VHETHOTO JIOKYMEHTA PErHCTPRl CYMMAPHOID Y4eTa COIePKAT TPH BIAHMOCBAIAIHEIS HaCTH:
1} TloeTyTNeHHE JOKYMCHTOB B OHOMHOTEUHEIR QOHT,
2) Brafpirse ToKyMeHTOB 13 OnbanoTednore goHLa;
3) Hrorn nersserus ORGTHOTEYHOND (POHIA: HTOTOBRIC JAHHEIE H2 KOHEL OTHETHOTO MEPHOIA.
(GobimeHHEE JEHHEIE OTPEMAKTCH B KamA0H 4acTH PericTpa CYMMAPHOID YHETa.
2.10. CymmapHL ¥ HIIHBRAVATERER yHeT hona BeeTcd CTPYETYPHEMH MoIpaste/eHHAMA
GHOMMOTEKW, B BeJeHHH KOTOPRIX HAXOOMTCH  KOMTTEKTOBanume (QOHIa, & Takse
MO/IpA3IeICHHAMH, OOSCTICUHBAIOIMMH XPAHEHHE H HCNO/bBIOBANHE 3AKPEIVICHHERX 33 HHMH
sacTeft obmwero doxga GHHMHROTERH.

111. Enxpnauet vaera Gndinoredsoro gonaa

3.1, Beqnumna (00beM) W ADHEeHHE GoHI2 HIMEPSIOTCA B YHHQHIHPOBAHHEIX S/HAHLAY YUeTa.

OCcHOBHBIME eIHHHUAMYE y4eTa Jokydexros OnbmmoTeunoro QOHIA SBIAKTCH 3KIEMTLIAR H
HASBAHHE, [1H ra3eT — roJZoBod KOMIIEKT H HA3BAHHE.

MomonHUTENEHEME SOHHUUAME YYeTa (OH1a SRIAIOTCA rogoeoi KOMIUICKT, METPOTIONKA,
MOJMWHEBKA (EpenIeTHas eOHHHILA), A MEKTPOHHBIX AOKYMEHTOR- &THHHLA DaMATH NAHHEX.

1.2, (omas peInuuHa GuinHoTeudoro OHJIA B LenoM H Er0 DOJPAa3Acion, B TOM MHCIE
CETCEBIX JOKAMBHEIX JOKYMEHTOB H CCTEBBIX YOANEHHBMX JOKYMEHTOB, YYHTHIBAETCRE B
SKIEMIIAPAX, HOBBIE TOCTYIUIEHHS — B OKSCMILIADAN H HA3IBAHWAX. Unucno roaoekix
KOMILIEKTOR TA%eT OPHPABHHBAETCR K YHCLY IKIEMITTAPOE.

IV, Vuer JoKyMeHTOR 0 BHIAM B KATCTOPHAM

4.1. MevyarHpie H30AHEA B HeonYOUIHKOBAHHLIE TOKYMEHTRL



E nevarHed HITAHHEM OTHOCATCA TI-I'FLEH{HPLJHEL[—]I[LI-E H3OaHHd, MOIYUeHHEE Ne4aTalHEM HIIH
THCHEHHEM, MOTHPadHHeckl CAMOCTORTENEHO OBOPMICHHBIS: KHHTH, OPOLIOPEL, HYPHAIH,
NP AR IITHECA H3MAHEE, THCTOBRIS MENAHHEA, TAZCTHI, HIOHITAHHA, HOTHBRIE HITAHHIA,
gaprorpafHueckie MAIAHHA,  HOPMATHBHO-TEXHHUCCKHE W TEXHHYCCKHE  JOKVMCHTHL
ABTOPEEPATEL DHCCCPTHUMA.

K neonyfankoRaHHLIM OKYMEHTAM OTHOCATCA PYKOITHCHLIE OOKYMEHTHI[ PVKOTTHCHBIC KHHIH H
APXHMBHEIC IOKYMEHTLI), & TAKkWe NOKYMEHTE], H3IOTORTICHILE B GAMHWHHBIN JKICMIIADAX,
JENFIOMMCCE OOBEKTAMN HHTELNIEKTVATLHOR coOCTBEHHOCTH (ICOOHHPOBAHHEIE HAYYHBIC
pafoThl, THCCEPTAMH, TRETPHHETE, 0TYETH O HAYHIO-HCCIe0BATENLCKHX paboTax, MepeBoaLL,
ONMCAHME ANMTOPHTMOE M nporpamm  3BM, npoeKTHO-ROHCTPYRTOPCKAA OOKYMEHTATIHA),
TAKTHIBHBIE PYKOJEILHEIC HINAHHA JNA CTenbX M c1ad0BHIIIEX.

4£.1.1. Kuurg g Opoiophl YUHTLIBANOTCH B 3K3EMITAPAN H HAIRAHHAX.
OTOeneHBM 3KIEMITTIAPOM H HA3BaHHEM YIRTLIBAKOTCH:

1) kamnoe oTaenbHOS Haganne (kaura, Gpormopal;

2) Kanoe BXOIAMEE B KOHBOJIKYT AEIANHE;

3)  Ramapii  oraeasHei TOM  (BEINYCK, HacTk) MHOIOTOMHOMO  H3TAHHA, AMEIIHA
HHOIHBHIVANTEHOE JArMaBHe;

4) xawcaan W3 OpPOLWIOP, BROYUISHHENX T obbeanHmwmed HX HigaTeleCKOl manke, obnowke,
MAHKCTKE;

5) Ka#laf KHETA HAd OpoNnopa, BXOAAWAS B KHHEHYK) CepHED {HYMEPOBAHAYID HIH
HEHYMEPOBHHHYID);

) OTOENBHO WIOAHHBC NPMICWEHHS K KHHraM W Opounopas, HMERIIHE HEAMBHIYATEHOS
SArMABHE H CAMOCTOATEIBHOE IHAYEHHE,

4.1.2. JIOKYMEHTsl, BRITOMHEHHBIC PelbedHO-TOUEHbIM mpadTom  (wpadToM bpaiina),
VUHTBIBAIOTCA B JKICMIUIAPAX H HAIBAHHAX,

4.1.3. M ypHaisl B NPOL0IEAKLIHECH HINAHHA YMHTHIBAIOTCA B IKICMILIAPAX H HAIBAHHAR.

IEIEMIIAPOM  CUMTACTCH HOMEP YDHAI, NPOTOTHANISTOCA HIOAHHA, TOM, BEIIYCK,
H3ZAHHBIE M0 OTAEMBHOCTH, & TAKWEe KOMIIICKT HOMEPOB, TOMOB, BEITYCKOB, NCPENIETEHHEX B
OIFEH OI0K H31aTe/ B TROM.

(IHHM HAIBAHMEM VUHTEIBACTCH KOMTUIEKT HOMEPOR MYPHATOB, NPONOMHARLIHXCH W TANHIL,
TOMOB, BLITYCKOE, 00PAIYVIOMIHX OTIeLHYE) eIHHHILY ¢ OTIHEHTEIbHEIM JATTARHEM.

Meprogndeckne NPAIOMWEHHA K KYPHATAM, BHXOMAUIHE CAMOCTOATENEHO. HMEHOMIHE
MHIMBAIVATLHOE 3arfapie H coOCTBeHHYHY HYMCDAUHIO, YUHTHIBUIOTCA KK OTASIBHEIE
IKIEMILIADL] H OT/IENLHLEIE HAZBAHHA.

Kaknas cepHd TPOJOMHAMOUIETOCE WINAHHA, WMEOWad HHAWBHIYAILHOC 3arjaepe o
CcOBCTECHHYH) HYMEPALHIO BEUTYCKOR, YUHTLIBACTCH KAk OTISNBHOT H3BAHHE,



Kamasii caMoCTOATENbHBIH TOM (BEHOYCK) NpOIOTHANMNSTOCH HINAHHA YYHTLIBACTCH Kk
OTASIEHIE HAIRAHHE.

4,14, I'azeThl YHHTHIBAKOTCH B MOJIOBAIX KOMILTEETAX H HAIBAHNHAX.
OIHps  HAYBAHHEM YHHTRIB2ETCH KOMIUIGKT TaleT, Oo0pasylollHX OTOSIbHYH EOHHHLY ©
OTTHUMTENLHLIM 3arnapuen. [IpH H3MCHCHHM 3ATIABMA HOBOR YHeTHOH CAMHHIER CUHTACTCH
HInAHMe, ECTH HIMEHCHME BRHECEHO B NIEPERIE MNATE CNOE 3AITIARHA.

OHOIHERHELE { PHIOBEIE) TAIETL] YUMTHIBAITCA B IKICMILIAPAX (HOMEP, BRIMTYCK) H HASBAHHAX,

(ITOenbHO H3JAHWEIE MCPHOAMYECKHE NPHIOMeHMA K TalcTaM, HMEIIIHE HHAHBHIYATEHOS
IACTABHE W COOCTREHIIVED HYMEPAIHK, YIHTLIBAKTCA CAMOCTORTCIBHO.

4.1.5. Hioninanusa (ankDOMEL, KOMIUIEKTHI, OTOSNbHBIE [THCTOBLIS H3IAHHA) H penbedHo-
rpaugeckHe moco0us IR CTENLIN M CAADOBRIALEX YHHTRBAIOTCH B 3KICMITAPIN H

HAZBRaHHAX.

OraeneHbv - SKISMIAPOM W HAIBAHHEM  YHHTEIBAETCH Ka#abelfl  MTHCT(BEINVCK) CEpHH
WIOHITAHNIA, He O0LeIHHEHHBIE HAATENLCKOi nankof (odIoxKoH, ManKeTKOH).

TTHCTOBRE HITAHHS, 00bEIHAEHHEE H3ZaTeapeRof mankol (ofaowrol, MammeTHO, ofepTroil)
VHHTHIBAIOTCA KAK OIHH IKIEMIULD M OJHO HAIBAHHE.

4.1.6. HoTsble #3/aHHa VIHTBIBAKITCA B SKIEMIUIADAX M HAIBANHAX,

OTae/sHEM YCIEMILUIAPOM # HAIBAHHCM VHHTRBAIOTCA

CAMOCTORATENLIEE HOTHEIE A3TANNA, 06be MHEHHEIe B ONHOM MIeperneTe ( KOHBOIIOTE );
OTAeABHEE TAPTHH (roaoca) ¥ TapTHTYPA {mam!{p}, HIOAHHBIE PATTENBHO.

OIHHM 3K3eMILIAPOM H HA3BAHWEM YUHTBIBARTCR: OTASNLHES NAPNTHH {ronoca), 00REOHIICHHEIE
¢ MAPTHTYPOH (KAABAPOM) B OJHOM HITMAHHH, 8 TREOKES TTAPTHH, OfBeTHHEHHEIC H3IATENLCKOH
nankoi (oOnomKoE).

4.1.7. KaprorpaguueckHe HIOAMAA YMHTHIRAIOTCA B 3K3CMINAPAX M HASBAHHAX.

OToenbHpM 3E3EMILUTAPOM H HAIRARHEM YUHTRIBAKITCR:

1) aTnacet, COCTOAILHEE H3 OTAEMEHEIX HYMCPOBAHHEIX HIH IATHPODAHHRIX RAITYCROB,

2) Ka#abifl BRIMYCK CCPHAHOMND H3TAHUA KAPTEl HIH ATNaca.

':-.},.'U-TI-TM IRICMIIHPON H HAZEAHHEM }"-]HIBI:BEIJ:TE!I KapTa, HAJAHHAS HE HEeCHKOTBEHX JTHETAX
(noamexamux criaefike), o0LeIHHEHHEX 00LLNM 3arTANHEM,

MHOTOTOMHBIE  (MHOTOIHCTOBRIE) KapTorpadM9eckHe HINAHHA, obBeiMHeNHEle  ODIIHM
JAIVIABHEM, VUHTHIBEKOTCA MO0 KOIHYECTRY TOMOB M OJHOMY HO3BANHIO. MuoroToMHERIE
(MHOTONMCTOBEIE)  KaprorpadHYecKne  HIMAHHA, offpeTHHeHHEEe  ODITHM  3arjapHemM,
VUHTEIBAKYTCA 10 KOMHUSCTRY TOMOE H OIHOMY HAIBAITHED.



(OTACNBHO H3IOAHHBIE, HO HE HMCHMIHE CaMOCTOATEIRHOMD JHASSHHE, KapTorpadHYeckRe
]Ip}imm{EEllm K POTHYHEBIM HAITAHHAM I:I-:!Im'iﬂ'_".-[1 ﬁpD].T.LEUpEM, :-H].-']::H.;lﬂauj YHUATREIEARDTCA CTHHEBIM
EQMILIEETOM ¢ OCHODHBIM HITAHHCM.

4.1.8. HopMaTHEHO-TEXITHUCCKHE H TEXHHISCKHS JOKYMEHTHI (MaTeHTHbIE JOKYMEHTEL, THNOREE
MPOEKTH W HEPTE#H, KATANOIH MPOMBILLIEHHOID ofopyAOBAHHA M HYISTHA, HOPMATHBHEE
JOKYMEHTEL 0 CTAH/IAPTHIALME TEXHUHECKHE YCIOHHA, PYROBOIAINHE JOKYMEHTH! H TpaBa/Ia)
VUHTHIBAIOTCA B 3K3EMIIIAPAX W HAIBAHHAX.

OnHuM JKSCMIVIAPOM M HAIBAHHEM YYHTLIBAHOTCA CTAHAAPTEL H KATATOIH NPOMEILLTEHHOTO
oBOpPYAOBAHHA B H3IETHH, BRNYIHSNHbE B ofLenuHAomei WX HinaTenbCkoit nanke (ofzoxke)
[pH HATHYMH HA Nange 0D HeHkEl, CONCPHAHHA BCEro HIZAHMA, eMHHBIN BENOOHBD JAHHLI.
OTneNLHLIM 3K3EMIIAPOM W HAIBAHHEM YUHTHIBAIOTCA CTAHIAPTE H KATANATH NPOMEIILITEHHOTD
oGOpYNOBAHHA M HILEAMil, APYrue CnelHanbibe BHIE JOKYMCHTOR BLINVIIEHHLIE B BHIE
OTHeIbHEK THCTOE, SCH Ka#/IBH HI HHX HMECT cBOH BEIXOJHLIE DAHHEIE, HEHY, THPLE, LHMHES
eCITH OHH GOBeTHHCHE! OTHOH W3/1ATeNLCKOH NATKOH (obmomsxoi).

4.1.9. HeonyOmuEoBaHHEIE JOKYMEHTEL YUIHTHIBAIOTCH B IHKIEMILTAPAN H HAZBAHHAN.

Omupy  JKIEMIUIAPOM M HAIBAHHEM  YUHTRIBRIOTCAD ETIOHHPOBAHHAA Hay4Has paboTa
(KOMTIEKT, COCTOAWMAA M3 IBYX 3KIEMIUIAPOD pafoTel) H CONPOBOIMTENRHLIE NOKYMENTEL

neonyGTHEDBAHHEIE TOKYMEHTEL CcOpPOLIIOPOEAHHBIE WIH COE PUALLMECA B OTAC/IBHOH NANke,

IMns KOHCTPYKTOPCKOH A0KYMEHTALHH pOMHMIER vueTa SBIRETCA HEPTEH HIH noIHEHR
KOMILIEKT KOHCTPYKTOPCKHX JTOKYMEHTOR, OTHOCHUTINCA K OTHOMY H3/ICTHED (oGBERTY).

4.1.10. OfHOBIAEMOE TIEHATHOS HATANHE YYHTEIBACTCH KAK OTAE/BHOC HARARNHE H OTeNLHBIH
JEIEMIUTAP [P TEPEMHHOM IOCTYNISHHH B oudanoTexy. [locnemyrowide MDOCTYITEHHA
BENANHBIX JTHCTOB, NPeIHasHAYeHNLX TR NONONHEHHA KK 3aMeHE] COOTEETCTEYIOIIHY JIHCTOR
i HANAHHK, OTIEILHOMY YIETY HE TOLICHAT,

4.2, AyIHOBH3YR/IBHEIE LOKYMENTEL

K ay HoBu3vATRHEIM  JOKYMCHTAM OTHOCATCE  (OHOOOKYMEHTEL, — BHICOQOKYMEHTEL,
POTOIOKYMEHTEL KHHOOOKYMEHTEL AOKYMEHTLL Ha MHEpOfOpMAX.

421, Enmmauamy yueta (OHAA AyJHOBHIVAIEHLIX OKYMEHTOR HBIAITEH FEICMILIAD H
HATBAHHE,

OToenpHEIM IKIEMIITAPOM VIHTRIBAKYTCA:
1) anek — QA IPaMINAcTHHOK,

2) KaTywka, KacceTa HIH GofHna — 008 MATHHTHBIX (OHOrpaMM; KacéeTa — AN
EHJIE0I0KYMEHTOED

3) kaap — And GoTCAOKYMEHTOR (HANO3HTHEOB, cnainos),
4) GofuHa — AN KHHOGUIEMOR.

OUHHM HA3BAIHHEM YUK ThIBAIOTCH:



1) OTAENEHO BLEIMYIEHHAA FPaMILTacTHHES, KACCeTa, AHD0 KOMINEKT (anEdom) MPaMIiacTHHOK,
KACCeT, 0fFheIHHCHHEX O01HM Ha3BAHHEM,

2) marnuTHas (poHOTpaMMa  HA aqHol KaTVIOKe (KacceTe), MAarHHTHAH (poOHOrPAMMA  HA
HECKOMBEMX KaTylwkay (KacceTax), o0heIHHeHHEIN ofITHM HEIBATTHEM,

3) oTfenkHO HALAHHBIA QOHOJOKYMCHT HIH KOMILUICKD hOHOAOKYMEHTOB, OOBETHICHHBIX
QOIIHM AT TARHEM!

4) KHHDHITEM, auadEILM HEIEBHCHMO OT “MCTA COCTARIAKIITHX yacreft MM Kagpos (A
KOMIUTEKTA IHATIOIHTHROB).

4.2.2. AyIMOBRHIVAIBHEIE I0KYMEHTh, ABIARLIHECE NPHIACKEHHEM K Das/IH=HEM HIIIHHAM H
BRINOMHAIOUITE CAMOCTOATNhHEE QYHKIHH, 8 TAKKE HCNOMbIyeMble B paboTe OTAEALHO O
OCHORHOND MIANHA, MOTYT YJHTHIBATRCA Kax OTASIBHEIE IKICMILTAPLL AYIHOBHTYATEHOE
'[!I1::'I-!..'J.L!l.'.-li."lE][H{!1 HMERILLEE HH,D,}'[HH,_"I.}'E..I'I];H-E'E- SAINAGHT H CAaMOCTOATENRHOS 3HAYEHHE,
YYWTLIBACTCA KaK OTIeIbHOE HAIBAHHE.

4.3, JoxkyMenTs Ha MEKpOQOpMax,

K J0KYMEHTAM T MHKPOPOPMaN OTHOCATCA MHEPODHIBEME] H MHEPOQHLIH,

4.3.1. EOuMHMIEMH y4eTa TOKYMEHTOE Ha MAKPOOopPMAX HENI0TCH SKIEMILIAD H HA3BAHHE.

JxseMTIApoM I Q0KYMEHTOR Ha MAKpoGOpMAX ABIHKOTCA PYIOH = 1A MHEpOOHIEMOH,
ipHIE — DUTA MAKPO@EH L.

OHHM Ha3zBAHHEM YYHTLIBASTCA KOMILTEKT MHEPORIIEMOB HIH mukpodH, obseTHECHHEX
oMM 3arTaBHeM, HE3ABACHMO OT THCIA COCTABIAMIIHX YaCTeH.

4312, O6muit obnem GOoHIA QOKYMEHTOB na MPKpodopMax y4ATHLIBACTCH [0 KOMHHCCTRY
pyloHoE H LI, BRTIOUAS  KOTHH - PA3HRIN MoKoIeHAN  (ApXHBHBIE, PE3CPRHEIE  H
MOIBIORATEIBCKHE).

4.4, HIeKTPOHHEE JOKYMEHTEL

K 3nexTpoHHBIM JOKYMEHTAM OTHOCATCA:

1) TOKYMEHTE] HA ChEMHLIX HOCHTEIAX (KOMIAKT-OHCKH, QIew-KapTel);

2) DOKYMEHTEl, PAIMELIEeMLIe Hi wecTHOM IHCKE KOMIBIOTepa (CepBepe) GUONHOTEKH H
DOCTYMHEE NONLI0BATENAM HEPEs HH(OPMALEOHEO-TENEKOMM YHHEANHOHNBIC CETH (panee —

ceTeRhIe MOKAIbHEIE JOKYMEHTHI);

3) NOKYMEHTEL, PpasMellacMEls Ha ARTOHOMHEIX ABTOMATHIHPOBAHHEIN DPadOUHR  CTAHITHAX
GuONHOTEKH (Jance — HHCTAMNHPOBAHHES NOKYMEHTEL),

4) MOKYMEHTEL pasMellenHble Ha BHETTHHX TEXHHUECKAX CPEICTBAX, MOTy acMEIS GuETHOTEeROT
B0 BPEMCHHOS [OIBIOBAHHE HEPC3 HHbOPMATHOHHO-TENEKOMMY HHKALTHOHHEIS CeTH HA
YCAOBMAX ~ OOTOROPA,  KOHTPaKTa, THUSHIHOHHOTO  COTHAISHHA ©  TPOH3BOIHTENAMH
HUGOpPMAITHE (e — CeTeBLIC YIAnenHbe J0RYME HTLL).

JloKyMeNTB! Ha KOMIAKT-THCKAX Pa3ie/nsiTea N0 CROEMY DYHEIMOHATEHOMY HAIHAHETIHIO!



1) JaBepIICHHOE ISR TPONHSE HITAHRE, KOTOPOC HE PACTOPHHMO ¢ HOCHTENEM H NpOrpanMMHOE
OEOTIOEDH ;

2) NPHIOKEHHE K NeHaTHOMY H3IaHHKD,

1) pepeHA Gu3 JAHHBIN, KOTOpas [PSAHAIHANCHA HCKTHYHTENEHO  A18  OOCTYIKHBAHWA
MOIRA0RATENCH, MOLICHHT BOBPATY MOCTABUWMKY HIH YHHUTOMEHHIO IO HCTEHCHHH BPEMEHH
MNOAIHCKH]

4) apxHBHAR (PE3CPEHAA) KOMHA 3ERTPOHHEX NOKYMEHTOR, MOTEI0BATENECEHS BCPCHH ROTUPRIX
DOCTVTIHEL ¢ cepnepa OHDITHOTCKH.

VueTy NoTEAAT BCE BHIB NEPEUHCISHHE L0KYMEHTOB KOMIAKT-1HCKOD.

4.4.1. EnMHAUAMH VH9eTa IEKTPOHHBIX JIOKYMEHTOB Ha ChEMHBIX HOCHTENAX ABRTAKTCH
FEIEMILIAP H HAIBAHHE.

1) OTaenbHEM JKFEMITAPOM Y4HTHBACTCH kAL ARTOHOMHBI OFLEKT (KOMMAKT-IHCK).
OToe/IbHEDM IK3EMILTAPOM o HAIBAHHEM YUHTHIBAOTCA NPHUIOKCHHA K PESIHYHEIM HITAHHAM,
AEITIOTHAIHE CAMOCTOSTEBHEE (QYHKITHE, 8 TaKke HCnOEIyeMble B paboTe OTOENBHO OT
OCHOBHOIO HITANHA.

2} OTNenEHBIMH FKISMILTAPAMHE HE YYHTEHBATCR:
F

KOMMAKT-IMCKH, OpeicTaBmatonme cohol  BRIAIKY (snookeHHe) B HMIOAHHWE HIH CIo
HEQTEEMIEMOS TPHIMHKEHHE,

3) QUM HAIBAHHEM YIHTEIBAKTCR!
OTAENLHD BRIMYIIEHHBH KOMIAKT-THCK;

Kamaeil  KOMOAKT-OHCK, BXOZAwMi B HYMSPOBAHHYIO  HH HEHYMEPODAHHYH) CEPHKD
AMEKTPOHRLIX H3NARNEH;

KOMILTEET KOMIAKT-THCKOB, 00LEIHHEHHLIX QOLIHM HasBaHHEM;

HITAHHEE B KA4ECTEC CaMOCTOATSNRHLIX HEAHHA TPHIMEEHHA K HITAHHAM modoro ApYrord
BHE, WMEIomHe CcOBCTBEHHOE IAINAanie H NONYCRAGIHE HX penonesoBaHne 023 o0pameHHt K
QCHOBHOMY HIZAHHK.

4) B pokyMmerTax Ha gnew-xaprax OHHM JRASMILTAPOM B HAIRAHHCM YYHTEIBACTCH KamIoe
peNOCTHOS NPOHIBCOSHAE, HMEHIES CAMOCTOATEIEHOE 3AIVIARHE,

4.4.2, E/MUHLDAMH VHETA CETEBLIX JOKANBHRX H HHCTATTHPOBAHHLIX AOKYMEHTOB SBIAHTCH
JKISMOIAD (YCIOBHAA SIHHHIA YUeTa) 0 HAsBaHHE.

Onsp  Ha3BafHeM YYHTHBACTEH UENOCTHOS NPOHIBEICHHE, HMEKOIIEE  CaMOCTORATSIBHOS
jarIEEMe, BHE GARHCHMOCTH OT &re  Hp<iCTaBncHHA. Onuofi  eauH#ATEl  yYHTLIBACTCH
NOTIOTHASMEIT H 0GHOBNAEMBIH AMEKTPOHHEIR NOKYMEIT.,

FEIEMITAPOM HHTAETCH JAOKYMEHT & OTPCOS/IcHIOM dopMaTe KPAHEHHA HIH OPCICTARTCHHA.
DopMaTm OIH0H 1 TOR #e SOHHHLEL KOHTEATA YU TRIBAKTCA OTAS/AbHO.




4.4.3, FEaAAHOaMy y9eTa CeTeBBIX YOANEHHEIX JOKYMEHTOB HBIAIOTCA IKICMILTAD (vecmoBHAR
EAMHMIA VISTA) W HAIBAHHE,

OIHEM JEIEMINEPOM H HA3IBAHHEM YYHTEIBACTCH KAEIBA MOMTHOTCKCTOBLIL 3NeKTPONHBIH
DOEYMENT, BMeomnil  CaMOCTOATENBHOS  3ATTABHE, BEMIOYMeHHLE B nakeT, K KOTOpOMY
odopMIEHD MPaBs AOCTYIE ¥ €10 OPOHIBOAHTELL.

ol eauHAIel v THIBACTCA NONOTHASMEI H 00HOBIREMLIH de KIPOHHEIH NOKYMENT.
V. Y4eT nocTynJIeHHs J0KYMENTos B fnianoresnbiil gonn

5.1. JOKYMEHTBI NPHHHMAKTCA MO NEPBAYHLM YHETHEM J0KYMEHIAM (HaKIagEAd, AKT),
BETHOMANAIHM CIHCOK MOCTYIIICHAH.

5.1.1. [Mpuem NOKYMEHTOR, MOCTYIHKIIHX B gubmuoTexy Ge3 NepBHYHEIX NOKYMEHTOB HA
GeIR0IMEIIHOi OCHOBE, OMOPMISSTCH AKTOM © NPHEME JOKYMEHTOB. (POpMA 4KTA M COCTAB
KOMHCCHH TO OpHEMY H OLSHKE NOKYMEHTOE YTBEPHIAIOTCH MpHEAIAMH PYKOBOZHTENA
GuOTHOTEKH.

5.1.2, TlpHeM NOKYMEHTOB OT 9GHTATeNncil R3ameH yTepAHHLIX H NPHINAHHBIX PABHOLEHHEMH
yTpaueHHBM, O(QODMIAETCA aKTOM 0 NpHEME NOKYMEHTOB B3AMEH YTepHHHLIX. B axte
YEAIBIBAFOTCH  (DAMHIMA, WHMOMAIE  UHTATSH,  CBCACHHA 08  YTepAHHBIX  HIJAHMAX
(perHcTpanHOHHBIA HOMED, KpaTkOe Granorpaduueckoe ONHCAHHE HITAHHA, neHa), CHEISHHE
0 TPHHATBIN HIZAHHAX(KPATROC OnbmEorpadYecKoe  ONACANHE HATAHHA, ueHa), MOAnHCH
UMTATENA H IPHHHMAIOMEH cTOPOHLL

TomyckaeTed BeIeNHe « TeTPany yuerTa WIAHHH, NPHIATRN OT yHTaTE1eH BIaMeH VTEPAHHBIXY
¢ NOCAEIYIOmEN ONOPMICHHEM CBOLHOIY AKTA O NpHEME JOKYMENTOR H& OCHOBE HECKOMBKHX
tanmuceil B « TeTpanu vueTa H3IaHAA, NPHHATEX OT yuTaTenel B3asMeH YTCpaHHED .

5.2, JoKYMeNTEL, OCTYIAKILAE B GHEMHOTEKY, IIDILIEKAT CYMMapPHOMY YHETY.

5.2 1.CBenernd 0 BRINHaEMBIX B OHOMHOTEYHEE GOHIL JOKYMCHTAX HHECHPYVIOTC B KHHTE
cyMMapioro y4eta GubnuoTednoro Gonaa (Mpuiomenne 1).

B perfcTpax cyMMapHOoro y4eTa IeHa YKILIBaCTCH B pyGnax Ge3 KOneeK.

522, CyMmapHB y4eT TOCTYIISHHA 3NCKTPOHIRIX CETERLIX JOKATLHELIY WIH YIaNcHHBX
NOKYMENTOB Be/IETCH B OT/IENLHOM PErHCTPE ¢ OTPAHKCHHEM CASMYHMITHY MOKasaTensei: narel H
MOPAIKOBOTD HOMEPA 3ANWCH, PEKBHINTOR IHLCHIHOHHOTO OOroBopa (Ha3BaHHd H HOMEpa
AOKYMEHTA, CPOKR ero  OeficTRHA, CTOMMOCTH), KONMHuecTBA 0Da3 [AHNBIX (NAKETOB) H
RETHIMEHHBIX B HEX HA3RANHAH.

5.3, JokyMmeHTLl, NOATOTOBICHHEIE K [PHEMY B FHGMHOTEYHEH  POHO, DOJBEPTAIOTCHA
nepertnoil o6patoTre 1 HHIHBHIYIRHOMY YHETY.

5.3.1. MuHeeoyaisHe yucT TOKYMEHTOR BEOCTCH B HHBCHTApHOH KHATE HHIMBHIYATRHOTO
yuera OmbamoTednoro (oHIa (Tlpuacskenue 2) NyTeM NPHCBOSHHA KKIOMY IKICMITIARY
JOKVMEHTA PerueTPALHOHHOID HOMEpa, WHOIO 3HAKA B KAHSCTEC PErHCTPALMOHROrD HOMEPa
(CHCTEMHOTD HOMEPA KOMIBHITEPHOH NporpaMMeL, WTPHX-KOAE B OPYTHX). HunusnoyansHeii
HOMEP 3aKpelIAeTes 32 TOKYMEHTOM HA Bee BPEMA er0 HAXOWACHHR B tonae DHGInOTEKH.




B HMHBeHTAPHYK) KHHTY HHOMBHIVATBHOID YHETA fubnuoredHore pOHIA FAHOCHTCE LCHA
DOKYMEHTA, VEA3AHHAA B CONPOBOIHTEIRHOM OOKYMEHTC. Fome LeHa JOKYMCHTA, B OpOLEcce
npefrmanus B OnbIHOTeRe, TPETEPNENL HIMEHEHHA (HHACKCALHA, nepedleHEa HIH apyroe) — B
HHBCHTAPHOH KHATE HHAWBHAYATBHOMO  YHET fubnauorednoro  oBIa  ueAa  OCTACTCH
nepBoHadaTEHON, KodhHHIMENT HEICKCAINH B HHBEHTAPHYH) RIHLY HHAHBHIYAIRHOTS YUETR
GuOHoTeRHorD poHIa HE 3aHOCHTCE, & OTPAKACTCR B AKTe NpH BEIOLITHH JIOKYMEHTH.

5.3.2, HpguBHayaieHER y4eT OEPHOAHHECKHX padatuii  megeTcd B KAPTOUES  YHETA
nepuomdeckix mananni (Hpupokenne 1), NpeIHasHAYEHHOH 18 YHeTa KARI0r0 HAsBAHHT H
KAIKIOr0 3E3EMILTPE, ANTA B aSTOMATHIRpOBaHHOM Gase NANHLI,

Jlng OepHOTHHECKHK HIJAHHI B KAYECTBC PErHCTPALMOHHEIX HOMEDOR MOIVT HCTIONEIOBA TR
H0BEe HASHTHOHEAIMOHHEE HOMEPA: CHCTEMHBIR HOMED B ARTOMATH3IHPOBAHHOA Dale TaHHbIX,
perHCTPAIMORHEL {OP#A/TKOBLI) HOMEP JAIHCH B PETHCTPaHONIOH KapToTeke.

Bee Bisl WiTaHHi (KpoMe raseT) TPHHHMAOTCH K GyNTaTTepeoMy B CTATHCTHHUECKOMY yHETY
0 Mepe Hx MOCTYIUISHHA B GuBaHOTERY, raseThl — 0O OKOHHAHHM rOa nocne GopMEpPOBAHHA
rOAOBOTO KOMILIEKTA,

Kuury, GpoNmopsl, HOTEL, KapTorpapHueckue WITaHHA, cOOPHHEN CTANIAPTOR, HIOHILAHHA,
AVTHOBHIVATRHEIS, JCKTPOHHEIE M JOKYMCHTR HA MHEPODOPMEX YHHTEIBAIOTCH HA OCHOBHOM
CUETe W MOLNERAT BIATHIO Ha DATAHCORRIT YHET.

HeonyGIHKoRAHHEIE TOKYMENTEL, JHCTOROH MATEPHAN nomeiar PErNCTPALHOHEOMY YUETY.
(CBeJcHHA O HHX 38HOCATCA B KHHTY CYMMAPHOTO YHcTa Gudmuoreunore gorma (Ges yRasaHus
IEHLL).

CTOMMOCTS TOANECHETE MEPHOIHYSCKHX H3IANHE CHMCHIBAETCA HA PACXOab] B TEHEHHE HepHoaa
1OTHCKHE, YHET OCVIICCTRIASTCA Ha 3a0AMaHCOBOM CHETS.

5.3.3, MuaneuIvateHbiil y9eT MICKTPOHHLIX CETERLIN TOKAMRHEX JOKYMEHTOR OCYIIECTBIMETR
nyred EBBOoOa B DAlY JAHHEX MeTaHHPOpMALHMH © 3AIPYIKE LOKYMEHTA B AWIEKTPOHHY )
GuOAHOTEKY ¢ ARTOMATHYECKHM NPHCROSHHEM HIEHTHPHKATHOHHOID (CHCTEMHOTO) HOMERA
EA#M0MY TOKYMEHTY.

5.3.4. Mnausnayanbisi y9eT MEKTPOHALIX CETERRN YIMICHHLIX 10KYMEHTOR OCYIIECTBIASTCA
B VICKIPOHHOM BHJIE OYTeM PETHCTPAliH fas nanuex (nakeTos) 0e3 NpPHCBOSIHA HM
PETECTPALHOHHOTD HOMEPA.

5.4. Ha MoKyMeHTAX, SBISOUIANCS NPHIOKETHCM K OCHOBHOMY HOCHTEMI H €0 HeOTLeMIeMOod
YACTRIO, MPOCTABMAKTCA TE HC PEKBHIHTR], 4TO H HA OCHOBHOM JOKYMEHTE,

5.5. [lepswumile YH9eTHEIE JIOKYMEHTH, —TOATBEPEIANUIHE dakT MOCTYNNEHHA, ©
COOTBETCTEYIOMNER  3anucBlo, mnepegaoTed B SyxranTepHHy A7d  BEJIROYEHHA B OYURT
EubaHoTe HOTD POHIA.

Bee DOKYMENTEL NOCTYIAKUIKE B ORI, EUBIMOTeKH, TOLTEKAT CHEPKE C PeCTyDIHKAHCKAM
CIACKOM IKCTPEMHCTCRAY MATCPHANOR (Janee — PCOM).

TInA DOKYMEHTOR, NPHIHAHHEIX 3KCTPEMHCTCKHMHE, B peTHCTRE HHIWEHIYAIRHOTO y4eTa B rpade
alTpHMeuanny» CTABKMTCH NOMETHR «PCIM,



Chepka (OHIE Ha NPEIMET HATHYHA JOKYMCHTOR SKCTPEMHCTCKOTO CONCTHAHHA IPOBOIMTCR
no mepe obHopnerrs PCIM.

VI. VueT Bpibbrrng JoryMenTos 01 dndanoreqnoro goxna

6.1. Hexmouerue JOKYMeNTOER W3 OHDIHOTCHHOTO oHIa OONYCKAETCA  NOCIEIVIOTIHM
NPHYHHEAM: BETXOCTE, ASDEKTHOCT, YCTAPETOCTh MO COASPAHHED, HENPOPHIBHOCTE, B TOM
YHCJIE HCTEUEHHE CPOKOB XPaeHHA H YTPATa DOIbI0EATETEM.

HenpodmibHOCTE  ZOKYMEHTOE  (HCTEUCHHE CPOKOE  XpAHeHHS, MATOCTPAITHEAEMOCTh )
VCTAHARTHBAKYTCH HA OCHOBC TeMaTHKO-THNONOTHYECKOTO MAHA KOMMICKTOBAHHA touna
(TIpodHIE  KOMINEKTOBAHHA) HAM  HHOTO HOPMATHBHOTO IOKYMEHTA, YTBEPHAACMOTO
pYEOBOIMTETEM GHOTHOTERH.

[0 npHunHe HENPOPHILIOCTH MOTYT HCKTIOUATECA H fonna JOKYMEHTRL

1) nekoMnnexTyeMile Gubnnorekol (MpH OTKa3e OT KOMIUICKTOBAHWA OTACIBHEIX KaTeropuit
NOKYMEHTOR);

2) HanHImHe VOTETHRIE SE3CMILTAPEL,

3) saMeHeHnLe Gonee NOMHEMH M0 COACPHAHWIO, MYUIIHMHA TI0 ohOpPMICHHIO, QHIHUCCRKOMY
COCTORHEID H3IAHHAMH,

4) Mo HCTEUCHHH CPOKA XPAHSHHA JIOKYMEHTOB;
5) mpH HAIKOM YPOBHE YHTATENECKOrO ClpOCa,

6) UpW HECOOTECTCTRHM DIEKTPOHHAIX JOKYMCHTOB TEXHMUCCKOMY M NPOrPaMMHONMY
obecmeucHuH) OAOTHOTEKH.

NokyMmenTel  (cIHcaHHbie 00LeKTE Ou0/IHOTEIHOID foHza), HCKMKHEHNLIE [0 NpATHHE
nenpohrALHOCTH, ICPEIATCR N0 AKTaM B OOMEHHBIH dona b nenax naneHeHINCH nepenasH Ha
feaposMe3nHol ocHoBe ORONHOTEKAM H FKOPHIHTSCKEM JIELAM.

Ofmernsit §ona, cocToAWMA B3 CIHCAHHEN ofLekToR OHOMHOTeYHOIO OILIa, NO NPARHNEM
GVXTATTEpPCKOTD YUeTd, MHCIMTCA HA 3a0anaHcoBOM CUCTE, KOTOPLI DHOAHOTERA ONPEOSeNAeT
COMOCTOATEIBHY B TOPAIKE OHepeHOCTH. Bee JOKYMEHTH OUEHHBAMOTCR yCIOBHO B 2 (nBa)
poccHfckEx pyGas,

6.2, Mckmouenne MOKYMEHTOB 10 MPHIHEAM YCTAPENOCTH 10 COMSPHEAHHKD, HenpodHNIbHOCTH
(ManocOpaliiEasMEIe), & TAKKE MO NPHYHHAM BETXOLTH H aedekTHOCTH HE OONYCEAETCH 0o
OTHOMEMIG ¥  eIHHCTBEHHBIM JKISMILIADAM [OKYMCHTOR TOCTOAEHOTo  (Secopounoro)
XKPAHTHHA.

6.3, Hoxmoyenne DOKYMEHTOR, OTHECEHHRX K KHHMKHBIM TTAMATHHEAM, JOTYCKACTCH TOILRRO 00
NPAYMHE YTPATH MPH YCNOBHH OTPA#CHHA WHpOPMALHA O KHHEHOM Namariuke 8 Peectpe
KHH#HEN TAMATHHKOR.

6.4, MeKkmoueHHe NOKYMEHTOR, HE BOIBPAMCHHEIX MONB30ELTCIAME fes poaMemIeHHA YORTROR
(B clV4AE CMCPTH HIH OTCYTCTBHA CBEISHHH O MECTE HAXO#ICHIWA ), TPOH3IBIATCA HA OCHOBE
JOKYMEHTOB, NONTHEHIAOMNY  HEROIMOMHOCTE  DILICKAHWA  3ATOLECHHOCTH. KOTOPBIg
NPHIAIAKITCH K AKTY.



BesHalewHas 3aN0NEeHROCTE MONb30RATENS NEpPel GuGmuoTekof, HexosOl Cpoxk ABHOCTH
KOTOpOl HCTCK, TOLICHHT COHCAHHID B COOTBETCTEHH C ZeifcTBYIOMNM IEKOHOIATELCTBOM.
Ecaw HA NpoTAEeHHM 3-X JeT (QHIHYCCKOE THUO OTCYTCTBYET HAO MECcTe MOCTOAHHOIO
NpOWHBAHKA ¥ MECTOHANOXKICHHE M0 HCHIBECTHO, COCTABNAETCA MHChMenHoT obOCHOBAHME O
HeolxOIHMOCTH cnHcaHus DesHanewHol 3an0THeHHOCTH, O00ARHTE NEepedeHt NPAKTHUSCKHR
nejicTenil (HeoIHOKpaTHOE TelnedOHHPOBAHWE, MHCbMA, CIpaBkd CeNBCKOTO COBETA H TUL).
[paxrwdeckne eficTEMA MOJEPETIAIOTCA  HATHUHCM OTTPABNCHHLIX 34KAIHEIX [IOYTOBLIX
vBeooMIenHi: «Bpy4HTh JHHEHO, U vBeZoMISHHEM O BPYHUCHHHY. Ha ocHOBAEHHMH OTMETEH
#AZpeCaT BLIDBUIY PYROBOAWTEN: HINALT NPHEAS O CHHCAHHEH 3a00THEHHOCTH MONE3ORATENA
nepen OuGTHOTEKOH ¢ YEAAHHEM o mers KOTHYSCTRA JKICMITIAPOE H CYMMEL

6.5. BufwTHe foxvMenTos W3 GuanoTeuHore Qouna ofOpMIASTCE AKIOM O CIHCAHHE
HCETIOUCHHEX oObekToR GuGanoTeunoro gonma (nanee — AKT O CHHCAHHH)E COOTBETCTBHH C
AefiCTEYHOUAM IaK0HOIATENRCTROM.

6.6. K AKTY 0 COMCAHWH NPHIATASTCA CIHCOK HAM THTYIBHRIE THCTEL (nogoOpaHHEE B MOPRIKE
BOAPACTAHHA HHBEHTHPHEIX HOMEPOR) Hi HCKIHMERHEe 0UBEKTOB gubmmoTeunoro  omia,
KOTOPEI  BEAKMAET CAEIYIOWHE CHENSHHA PECHCTPALMOHHBIA HOMED H mudp XpaHeHHA
OOKVMEHTE, KParkoe Gubnuorpaduyeckoe OnMCaHHE, LSHY AOKYMEHTA, 3adlHKCHPOBAHHYIO B
perueTpe HHIMBATYANEHOIO YUCTA JOKYMEHTOR. Koaddranent mepecucHrd MOEET GLITL
ofopMIEH B BHIES TPHICKEHAL, TPYIIOBEM crocodoM HIH KERI0r0 JOKYMCHTA OTAENBHO.

Mpr codcanay u3 GOHIL AOKYMEHTOR, HE COCTOALMN HA fanaHce, WX CTOHMOCTE H 00IIaf
CynMMA B aKTe HE }"KH.'J-I:-IHHI-I'.‘ITI:H.

6.7. AKThl Ha CHOHCAHHE YTBEPWIAST PYKOBOOHTETE GufanoTexu (MTH vupenwTent). Ecnm
JoHAL cTOAT Ha GananCcoBOM Y4ETe B CCbCKOM COBETS, AKTHI Ha CTIHCAHHE H BIATHE HA YHET
VIBEP#/IAET CeNbCKHE npe/ice aTeis.

6.8, JlokyMenThl (CTTHCAHHBE OOBEKTH SubnuoTevnoro (POHDA), HCKTIOUCHHEIE O NPHHHHAM
RETXOCTH, JEQEKTHOCTH, YCTAPENOCTH 1O CONSPMAHNIO, HANPARTAOTCS B OVHKTE BTOPHYHOTO
CRIPLA.

Mexmouensne W3 GoHLos MEEpOQOPMLL Hi ranorcaufocepedpaHOH MIEHKE NOLISHAT CIAHE
xaK cepedpocolepA#alie oTXOILE B COOTRETCTBHA © TeficTRYIOMHMM 3AK0HOAATETLCTBOM.

[pH OTCYTCTRHH NYHKTOE BTOPCRIPLA HIH B CAYHaAX, KOraa ¢Iaua OKYMEHTOR Ha nepepaboTEy
AKOHOMEYeCKH HenenecooDpazna, OHOMMOTERH YHHHETOREKNT HCKJIHMEHHEE JIOKVMEHTHL HA
MecTe B OPHCYTCTEHH JIHL, KOTOPEIE COCTARMEAIOT akT 00 YHHYTOHCHHMM CIHCAHHLIXN o0BEKTOR
SubnnoTeuroro Gorna (LIpHioHeHHe 4).

6.9, INeKTPOHHLIC CETERLIE TOKANBHEIE IOKYMEHTHI yAANRKOTCA H3 3EKTPOHHON GuOnHOTEKH HA
OCHOBAHKH AKTa 0 COHCAHWH C YKAIAHHCM NPHYHHb HCKIHYSHHAA. HaumeHoBaHHE, HOMED H
aTa aKTa BEOOATCH B Dasy JaHHBIX B E3NCCTRE MeTannbOPMAITHE K COOTBETCTRYHOIIEMY
OOEYMEHTY.

Ha ocHORANHE BEETSHHBEIX CBEOCHHH MPOTrpamMMHLIM enocofom PopMBpYETCH nepedelh AKTOR
0 CHOHCAHWH (peccTp CYMMAPHOrO y4eTa ERIGLITHS CETEBRIX JOKANBHBIX JOKYMEHTOB) H
NEpeyeHl COMCANNEN OfReKTOB aneRTpoHHO GuOIHOTERR (peecTp WHIHBHIYATLHOID YHeTd
BEIGBITHA CETeBhIX TOKANBHEIX JOKYMEHTOE).

%.10. BLIGhITHE JMeKTPONHLIX CETEREIX YAATEHHEX JOKYMEHTOR HE OMpOPMIRCTCA CHELHATBHERM
pokyMenTos. TToATBepEISHHEM BRIGITHA ARTACTCH HCTEUCHHE CPOKA TeHCTBHA JOKYMEHTR



(AOrasopd, THISHSHOHIIOoN: coraamenss), oopMISHHOrO HA OPaBD QOCTYHE K onpefeneHHoH
fale IAHHBN (MAKETY) CETeBLIX JOKYMEHTOB, M OTCYVICTEHME [J0r0BOpa, AHUSHIHOHHOTO
corTameHus, GPopMISHROND HA HOBBIH CPOK.

KoMHYECcTRD  BREIOLIBAROIINX OOKYMCHTOR He JON#HO [OPEBbIIATE KOIHYECTBO  BHOBR
NOCTVOARIWMX  JIOKYMEHTOBR B OHOIMOTEHHEIR hosn DpH  peryaApHOM  (HHAHCHPOBAHHE
KOMILTEETOBaHHA DHOTHOTeMHOTO hoHIE,

VIL TMposepka Haan4na 10KyMenTon Gufanorednoro donia

7.1. Mpopepka HAMHMHA JNOKYMENTOB OHONHOTELHOIO ¢ponna (manee — mnposepra ouaa)
NPORIBOIHTCH B O0AIATENRHOM MOPAIKE:

1) NpH BRIARIEHEE GaKToR XHIIEHHA, royNoTPetIeHHMA WITH TOPUH 10Ky MEHTOR

2} B ciy4Hae CTHXHAHOMD DEOCTBHA, MOMKAPA HIH OPYTHX YPEIBEMARREN CHTYAUHH, BERBAHERIX
IKCTPEMANBHBIMHA YCIOBHAMM,

3) NpH peopraHH3alHH WIH THKBHAALNY DHOTHOTCKH,

Il MpoBeacHMA TPOBEPOK PYKOBOTHTENCM OPTANHIAUMH HAIHITICTCH KOMHECCHA, B COCTAR
KOTOPOH OM#CH BXOINTE NPEACTABHTETE OyXranTeprH.

7.2, INposepka doEIa B NIAHOBOM MOPAIKE OCYIICCTRIASTCA B CASLYIOUIAS CPOKH.

1} poHa peaxux M LUEHHEIX KHMI — OJIHH pas B 3 ner;

2) horae GubanoTex ot 100 1o 500 Tecas yHETHEIX eQMHAT] — OIHH pai B 5 net;

3) donaut Srdnmorex ot 300 0o 1 '!--!IHD.'[HDI.-IH YHETHLIX CAMHHIL — OIHH D3 B 10 neT;

4} dhorns Guimotex ot | 1o 10 MRAIMOHOB YHETHBIX &THHHL — OIHH Pas 8 13 ner,

[liaponas mposepka GoHna OHOMHOTEKH OCYMIECTBAACTCA MOITANHO B—COOTBETCTRHH- ¢

rpadHEoM MPOBEICHITA MPOBEPEH BCETO. OHIA AW ero 4acTi (B TOM “HCTE PEOKHX M [IEHHEX
RITHT] € ONpETETEIETM CPORoR I KOTHHeCToE IR ppyeMora obsema paboTeL

Ilo wToram TPOBEPEH COCTABLACTCA AKT O Pesy/bTaTax NpOBEICHHA NPOREPKH HANHYHA
nokyMeHToB  OGHOIHOTCHHOTO doHna W TPHICEEHHE K Hemy CHHCKA OTCYTCTBYROLAX
LOKYMEHTOE N0 HEYCTAHOBACHHOH MPHUHHE. Ha HenoeTardIHe TOKYMEHTE COCTABIASTCE AKT
Ha CcOHCARHe & 2-% sxlemmnapax. CocTapneHHe OMHCH NPOTHBOPCUHMT METOOHKE NPOBEICHHA
nponeprl GudrHoTeuHoro QoRIa.

[pH BEIMB/IEHAH B Opoilecce POBEPKH oI OTCYTCTRYIOWMA IOKYMEHTOR H HEBOIMORHOCTH
VCTANOBACHHA BHHOBHEIX JHL YOMTKH N0 HCQOCTARAM COHCRBANOTEA B COOTBETCTEBHH ¢
NefCTEVIOWMM 3AK0H0LATE IHCTROM.
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HHBeHTapHas KHHTA

[punoxenne 2

k [TpaBHAaM ydeTa JOKYMEHTOB,
BEXO/ALIHX B COCTAB
oubamoTeqHOrO Qonaa

(mynxT 3.3.1.)

HHAHBHIYAJIBHOTO yueTa Gubanorednoro gounaa

[HASBAHHE YHPEHAEHNAT)

Homep
IAMHCH B TA H
, Hgen- Ha
Jata Kuure . _ Ton Lena momep | Ilpame
. TAPHbIH ABTOp, 3arnasne , -
JAMACH | CyMMap- - Hzo. | (py©..kom.) AKTa 0 JAHHA
HOTO Mep CITHCAHHHA

| YHeTd

B KOILE HHBEHTAPIOH KHMIH TeTASTCH 3aBEPHTETLHAL SAIIHCE:

«B a0l KHHIC HMEETCH

PyrosoOuTETh YHPeHICHHA

L) L]

M.IL

NPOHYMEPOBAHIEIX CTPAHHILY,

(NOJAMHCE)

(pacumdposka MOITHCH)




[lpunoxenne 3

K [lpasHnaM yieTa NJoKyMEHTOE,

BXOOALIMX B COCTAB
GUOMTHOTEMHOTO hOHIa
(myuxT 5.3.2.)

Kaprouka yuera nepHoIHYecKHX H31aHHi

YupexneHue

CTpykTypHOe NoIpasieneHHe

Hazpanue xypHana

{OnONHATEARARIE CEBCOCHHAT HIMCHIHAS JIIENHA H .ﬂ.F':l

Homepa Homepa Hara o
NOCTYITHBITHN HCKIKYMEHHBY | HOME] 8KTa O
BLITYCKOE v | BEIMYCKOB | CHHCAHWA

Jata oo
FAIIHEH HIMaHHA

[Tprme
YUHHHA




[Mpunowenne 4

Kk IIpaBunaM ydeTa JOKYMEHTOB,
BXONIIHX B COCTAB
GuGnuoTedHoro QgoHIa

(nvHKT 6.8.)

YTBEPAIAKD

PyKOBOIHTENE YHPEHACHHA

i@ ¥ 20 r.

AKT Nt
0l YHHUTOHKCHHH CIIHCAHNLIX 00BEKTOB GubaHOTEYHOTD (honia

L b

YypexneHHe
KoMuecHE B COCTABE

( oTANOCTH, (AMHIITHH, HHELHATbI)

fla3HageHHas MPHKAIOM (PAcopaKeHHeM) OT «__ » 20 r. npoM3Bena
VHHYTOMEHHE CITHCAHHBIX  0DLEKTOB anGnuoTeyHoro GoHIA B KOIMYECTBE
3K3. (AKT O CTIHCAHHA Ne OT «___ » 20_r.).

o

[TpeacenaTels KOMHCCHH

YsieHBI KOMHCCHH




