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denepaunm ot 08.10.2012 N 1077

"O6 yTBepxkaoeHun [opsgka y4veTa [OOKYMEHTOB, BXOOAUWMX B COCTaB
6ubnmoTeyHoro doHaa".

1. Y1Bepautb "UHCTpyKumio 06 ydeTe 6ubnmoteuHoro cdoHaa" (MpunoxeHwve).

2. YnpaeneHunio 6ubnmotek, Haykm wn wuHdopmatusaumn (KysbmuH E.N.)
HanpaBuTb "UHCTpykuuio 06 ydete GubnmoteyHoro ¢oHaa" B TepputopuasbHble
opraHbl ynpaBneHus KynbTypbl, denepancHble 6MGnMoTekn, BbiclMe YydebHble
3aBefeHus, rotoesime O6ubnmoTeyHble Kaapbl, GMONMOTEYHbIE TEXHWKYMbl U B
NHCTUTYT NnepenoarotoBky paboTHMKOB UCKYCCTBA, KYNbTypbl U Typu3Ma.

3. KoHTponb 3a BbinonHeHvem lMNpukasa Bo3noxuTb Ha 3amecTtutens MuHucTpa
JemnHa B.T1.

MyHMCTP KyJIbTYPEL
B.K.Eropos

NMpunoxeHune. UHCTpyKLuUA 06 y4yeTe
ounobnuotevyHoro choHaa

[IpunoxeHme

K [Ipukazy MuHMCTEepCTBa KYJIbTYPH
Poccunickonm denmepaunm

orT 2 pmexabpsa 1998 roma N 590

HacTosiwas MIHCTpykuust obsizatensHa Ans NpUMEHEHWS B TOCY4apCTBEHHbIX U
MyHULMNanbHbIX 6ubnmotekax Poccunckon Pepepaunn. OHa onpegenaeT obuwme
npaBuna yyeta LOKYMEHTOB, COCTaBMAOWMX GUOIMOTEYHbIN (OHA, HE3aBMCHMMO OT
ctatyca OMONIMOTEKN, CTPYKTypbl ee (oHAa, OpraHm3auMOHHO-TEXHOMOMMYECKUX
ocobeHHocTen".

*

Bxogsaumin B 6GUGNMOTEYHBbIN (POHLO PYKOMUCHBIN COOHAO YYUTbIBAETCA B
COOTBETCTBMM C HacToAwen WHCTpyKuMen u HOpMaTUBHBIMW [OOKYMEHTaMu
denepanbHOM apxmBHOW Cryx0Obl Poccun.

1. OcHOBHbIE NOHATUSA
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Ana uenei HacTosALen VIHCTPYKLUM UCMONb3YIOTCS Crieaytolume NoHATUS:

1.1. ApPXvBHbIN [OOKYMEHT - [OKYMEHT, COXpPaHsieMbll WM MOANeXallmn
COXPaHEHWIO B CUIY €ro 3Ha4MmocTu Ansa obLiecTBa, a paBHO MMEKLLMIN LLEHHOCTb
Ans cobCcTBEHHMKA.

1.2. AyavoBusyanbHbli  gokymeHT (AB[) - [OOKyMeHT, cogepxalumn
n306pasnTenbHY /UM 3BYKOBYIO M TEKCTOBYIO MHAOPMaLUIO, BOCMPOU3BOANMYHO
C MOMOLLIO TEXHNYECKUX CPEACTB.

1.3. BbubnmotedHbln oHO - YNOpsSiAOYMEHHAst COBOKYMHOCTb [JOKYMEHTOB,
dopmypyemas 6MBNMOTEKON AONs XpaHEeHUs W NpedoCTaBfieHUs BO BpPEMEHHOe
nonb30BaHne YynmtTaTensam n aboHeHTam.

1.4. banaHcoBasi CTOMMOCTb (OHAA - CTOMMOCTb OubnmnoredHoro doHAa,
oTpaxaemas B Oyxrantepckom y4ere.

1.5. BblbbiTMe M3 doHOa - ABWkeHMe ¢oHOa B CBA3M C  UCKIKOYEHUEM,
nepecTaHoOBKOM B Apyrve noapasgeneHns 6ubnmotekn n cnmcaHmem LOKYMEHTOB
n3 GubnnoTteku.

1.6. [OBwxeHne cpoHaa - npouecc MOCTYnneHnss U BblObITUA OOKYMEHTOB,
oTpaxaembli B OUONMOTEYHON YH4ETHON AOKYMEHTAL MW,

1.7. EgnHmua yyeta oHga - yHUMUMpOBaHHaa eauHuLa WCYUCIEHMUS
BENMYUHBLI U OBWKeHUS dhoHAa.

1.8. EovHuuya xpaHeHus coHaa - oTAenbHbIA AOKYMEHT UM UX COBOKYMHOCTb,
YYuTbIBaEMbIE NPU XPaHEHUWN Kak anemMeHT doHaa.

1.9. VHamBuayanbHbld y4eT - perucTpaumsi B YYeTHOW popme Kaxaoro
3K3emMnnsapa AOKYMEHTa UM KaXK4oro Ha3BaHWs JOKYMEHTa, NOCTYNaroLLEro B ¢ooHA
H61GmMoTeKN nnm BblObIBAKOLLETO U3 HErO.

1.10. UcknoyeHne gOKYMEHTOB 13 ¢oHaa - n3bsiTve n3 6mbnmotedHoro doHaa
N CHATME C yveTa BMBNMoTekn HenpodmbHbIX, OEedeKTHbIX, OyOneTHbIX, BETXMX,
yCTapeBLUMX JOKYMEHTOB, a TaKXe YTpavyeHHbIX N0 KaKUM-rMb0 NpuynHam.

1.11. KHWKHbIA NaMATHUK - pegkun  uim  ocobO0  LEHHbIN  JOKYMEHT,
OTNNYaLWMACS  BblAAWMMUCA UCTOPUYECKMMU, HAYYHbIMKU, XyOOXEeCTBEHHO-
3CTETUMECKUMU U NONUrPadMHECKUMN JOCTOMHCTBAMU U OTHECEHHbIN K doHAY
PEAKUX U LLEeHHbIX AOKYMEHTOB.

1.12. TlepeoueHoYHbIn KOI(IMUMEHT - YyTBEpPXOeHHbIn [IpaBuUTENsCTBOM
Poccuinckon ®denepaumm UNGPOBON MHOXUTENb, MPUMEHSIEMbIM NPU pacyeTax
CTOMMOCTUN BUBMOTEYHBIX (POHOO0B.

1.13. lNepecTaHoBKa - nepegada OOKYMEHTOB B Mpegeriax AevCTBYOWMX W
pe3epBHbIX (OHA0B O4HON 6UBMOTEKN.

1.14. lMocTtynneHve B ¢oHA - MonosrHeHve doHaa 6ubnmotekn B pesynbrarte
nonyyeHus o6a3aTenbHOro ak3emnsipa, NoKynku, NogNUCKK, JapeHus, obmeHa unm
noboro apyroro cnocoba.

1.15. TpoBepka coHOa - nepuoaudeckun nepeyveT AOKYMEHTOB C Lenbio
NOATBEPXKOEHMSA MX HanMuusi, a Takke YCTAHOBMEHUS UX COOTBETCTBMUSA YYETHbIM
AOKYMEHTaM.

1.16. PblHOYHasA LeHa - LieHa, CKaablBalowaacs Ha pblHKE COOTBETCTBYHOLLEN
npogykumn (kHur, AB[l, SNeKTPOHHbIX MW3OaHWN) C Y4EeTOM IKOHOMUYECKOM
CUTyauun, TeHOEHUUA cnpoca 1 NPeAsioXeHus!, KOHKYPEHLUN.



1.17. Cuctema y4yeTa [JOKYMEHTOB - OpraHuM3auMOHHO YynopsgoveHHas
COBOKYNHOCTb ~ BMOOB, MeToA4oB UM cnocoboB  yyeTa  [OKYMEHTOB,
AndpcpepeHLnpoBaHHbLIX B COOTBETCTBUM C UX CTaTyCOM.

1.18. CymmapHbIn y4yeT - perucTpauns B YydeTHOM popme BCex BMOOB
AOKYMEHTOB MapTMSMW C LENbl0 MOSMyYEeHUS TOYHbIX CBEAEHUA O BENMUYUHE,
cocTaBe doHAa BGUBNMOTEKN M MPOUCXOOALMX B HEM U3MEHEHUSX (MOCTYMNeHWN,
nepemMeLLeHnn, BbIObITUN).

1.19. Yyer 6uMGMMoTEeYHOro doHAa - KOMMSEKC ornepauun, obecneymBarowmx
dmKcauno cBeaeHnI 0 BENNYMHE, CocTaBe 1 ABWMXeHUM oHaa No yCTaHOBEHHbLIM
npaBunam.

2. O6Lme nonoxeHus

2.1. Yyet 6mbnmoTtevHoro ooHaa oTpaxaeT NoCcTynreHne JOKYMEHTOB B (poHA,
BbIObITHE M3 (poHAa, BENMUKNHY BCcero bGubnmoteyHoro gpoHaa, ero nogpasgernieHuin
N CNYXUT OCHOBOW AN1s1 FOCYAApPCTBEHHOTO CTATUCTUYMECKOrO y4yeTa, OTYETHOCTM
OnbnmoTekun, NNIaHNPOBaHNS ee AedATeNnbHOCTU, obecneveHns CoxpaHHocTu doHaa,
KOHTPOMS 3a HanM4Ynem u ABWKEHNEM JOKYMEHTOB.

2.2. K BegeHuio yuyeTa npeabaBnsaoTca crieqyowme TpeboBaHnsa:
- NOMHOTA M I0CTOBEPHOCTh YY4ETHOW MHAIOPMaLInK;

- AOKYMEHTMPOBaAHHOE 0GOPMIIEHNE KaXKOOoro NocTynneHns B ooHA 1 BbIObITHSA
13 oHaa;

- COBMECTMMOCTb nNpuemMoB " ¢DpM ydyeTta, UX HagexHoCTb B YCIOBUAX
NnpuMeHeHuA Tpa,EI,VILI,VIOHHOVI n aBTOMaTVI3VIpOBaHHOI7I TEXHONOrnu;

- COOTBETCTBMNE HOMEHKIATYpPbI rokasarenen yyeTa 6mbnnoteyHoro (bOH,EI,a
aHallorM4yHbIM NoKasaTenam I'OCWJ,apCTBeHHOVI CTaTUCTUKW.

2.3. Y4yer 6ubnmoTeyHoro dpoHOa BKIKOYAET: MNpUEM OOKYMEHTOB, WX
MapKUPOBKY, perucTpauuio npyu nocTynneHun, nepemMeLleHnm, BblbbiTun, a Takxe
NMPOBEPKY HaNMYnsA JOKYMEHTOB B (POHAE.

2.4. YdeTHass MHdopmaumsi, NpeacTaBfeHHas Kak B TPaaWLMOHHOW, Tak U B
KOMMbIOTEPHON hopMax, UMEET OOMHAKOBYHO FOPUONYECKYIO CUMY.

Ha paBHbiX npaBax UCNOMb3ylTCA OMNaHkM  Yy4EeTHbIX  [JOKYMEHTOB,
N3roTOBIEHHbIE nonmrpadmyeckummn crnocobamm, n OGraHkW, pacnevaraHHble C
nomowpto  kKomnbtotepa. OHM  MOryT OblTb  CGOPMUPOBAHbLI  MPU  MOMOLLM
CTaHOapPTHbIX NPOrPaMMHBIX MAKETOB MW UHAMBUAYaNbHbLIX NPOrpamMM, CO34aHHbIX
Anda BegeHuns ydeta ooHaa B KOHKpeTHON GubnnoTeke.

2.5. YHuduKauuMs BMOOB, CMOCOGOB UM €AWMHUL YydYeTa [OKYMEHTOB B
6ubnmotekax obecneyvBaeTcs COOMIOAEHMEM CTaHOApTOB, OTHOCSLWMXCS K
6ubnmoTeyHoMy aeny, a Takxe TpeboBaHui HacToswen WHCTpykuum, apyrimu
HOPMaTMBHbIMM [JOKyMEHTaMK No GubnmoTeyHomy aeny.

3. Cuctema yyeta 6ubnmnotevHoro oHaa



3.1. Cnctema yveta 6GMBNMOTEYHOrO GhOHAA BKIHOYAET:
- BHYTPUOBMOBIMOTEYHBIN Y4eT BCex nogpasaeneHun 6mbnmoreyHoro oHAa;

- FOCYAAPCTBEHHbIN CTAaTUCTUYECKUIA y4eT BGubnunotevHoro coHaa no cdopme "6-

HK";

- 0cobbii (cneunanuManpoBaHHbIN) FOCYAAPCTBEHHbIN  Y4EeT  OTAENbHbIX
KaTeropui OKYMEHTOB:

= KHWXXHbIX MaMATHUKOB;

- apXMBHBIX JOKYMEHTOB, HAXOAALUMXCSA B poHAaX GUBGMNOTEK.

3.2. OdepepanbHble W pervoHanbHble  Gubnuotekn,  opmupyrome
HaUMOHanbHbIN BMBNMOTEYHO-MHGOPMALMOHHBIN ¢hoHa Poccuiickon depepaumm
Ha ocHoBe GecnnaTHoro o6si3aTenbHOrO 3K3eMnnspa B COOTBETCTBUM C 3aKOHOM
Poccunckon Pegepaunm "O6 obasarensHom sk3emnnape gokymeHToB" (1994 roa),
BeOyT y4YeT 3Toro (poHaa B COOTBETCTBUN C HACTOALLEN NHCTPYKLIMEN.

3.3. YyeT 0cob0 UEHHbIX M peaoknx W3OaHUW, OTHECEHHbIX K KHWKHBLIM
namsiTHUKaMm, OCYLLUECTBIIIETCA B  COOTBETCTBUMM C  3aKOHOAATENbCTBOM
Poccunckon ®denepaumm o6 oxpaHe M UCMONMb30BaHWM MaMSTHUKOB UCTOpUM U
KynbTypbl, HacTosWen MHCTPyKUMEN U HOPMATUBHBIMU OOKYMEHTAMU O KHWXKHbBIX
namaTHUKax Poccuinckon degepaunn.

3.4. Y4eT apxvBHbIX OOKYMEHTOB, KOTOpble MOCTOSIHHO XPaHATCA B (ooHAaXx
6ubnmotek K oTHocATCA K ApxmBHOMYy doHAQy Poccuiickon ®depepaunm,
perynupyetcs "OcHoBamun _3akoHoparensctea Poccumnckon Pepepauunm 06
ApxusHoMm ¢hoHae Poccunckon Pegepauum n apxusax”, "MonoxeHnem 06 ApxMBHOM
doHne Poccuiickon Penepaummn” n Hactosawwen NHCTpyKLIMEN.

Bubnmotekn, nmerome B cBoMX roHAaX LOKYMEHTbI roCygapCTBEHHOM YacTu
ApxusHoro coHaa Poccuiickon ®enepaunm, y4uTbiBalOT MX B COOTBETCTBUM C
"MonoxeHvem 06 ApxusHom doHae Poccuickon Pegepaumn’”.

4. O6beKTbl U eanHnLbl y4eTa bBubnmoreyHoro oHaa

41. OO6bekTamm y4vyeta OMBNMOTEYHOro oHAA SBRAOTCA LOKYMEHTHI,
noctynaoume B 6ubnmoteky n BbiObiBalOLLME U3 Hee, He3aBMCUMO OT Buaa
AOKYMEHTa 1 ero matepuarnibHOM OCHOBBI.

lMpumevaHne. He nognexart y4yeTy U He BkNMoYalwTca B PoHO 6Gubnmoteku
mMatepuanbl CryebHoro HasHayeHus (nporpaMMHble MPOAYKThbl, SBMAOLWLMECS
paboyMM MHCTPYMEHTOM OUBMMOTEYHbIX PabOTHMKOB W MNPOrpaMMmUCTOB, W
MaTepuvanel, npuobpeTaemble AN ogopMreHns GmubnmoTtekun, Apyrmx NoacobHbIX
paboT, He CBA3aHHbIX C KOMMNIEKToBaHWeM 6ubnmoTeyHoro goHaa).

4.2. B cootBetctBum ¢ [OCT 7.20-80 "CUBWAO. EgvHuubl yyeTta c¢oHOOB
B6MbnMoTeK 1 OpraHoB Hay4HO-TEXHUYECKON MHAGOopMaUMN" U U3MEHEHUSM K HEMY
(M3meHenHre N 1-10 1984), BenuunHa n ABWxKeHWe poHaa N3MEPSATCS B OCHOBHbIX
1 [OMNONHUTENbHBIX €4WNHMLaX.
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4.2.1. OCHOBHblE efuHULbI y4eTa MOCTYNNEHUA U BblObITMA B GMGIMOTEYHOM

doHae:

1) Ha3BaHMe - Kaxgoe HOBOE WM NOBTOpPHOE wu3aaHue, /:l,pyr0171 OOKYMEHT,
oTnnHawupmeca OT OCTallbHbIX 3arfaBveM, BbIXOAHbIMW OaHHbIMWA U OPYyriMu
3NieMeHTaMun OCbOpMJ'IGHVIFI;

2) 3K3eMNriap - Kaxaas oTAeNlbHas eguHULA OOKYMEeHTa, BKIoYaemasi B GoHa,
1N BbIObIBAKOLLASA M3 HErO.

O6wasn BennumnHa oHAa 1 ero nogpasaeneHn yYnTbiBaeTCAa B 3K3eMnnsApax;
doHaa, chopMMpPOBaHHOTO M3 MOCTyNMeHMn nocrie seBedenus B gencteume NOCT
7.20-80 - B ak3emMnnsipax U Ha3BaHMWsX.

4.2.2. JononHuTenbHble eanHULbl ydeTa doHaa:

1) rogoBOV KOMMSIEKT - COBOKYMHOCTb HOMEPOB (BbIMYCKOB) MEPUOANHECKMX
“3gaHui 3a rog, NPUHMMaeMasi 3a OfHY YYETHY0 eauHULY oHAa;

2) wMeTporonka - MexayHapooHas eauvHuua ydeTa  BenuuuHbl - poHaa,
namepsieMasi kak 1 M CTENnnaxHoW MOSKW, 3aHSATOW W3AaHUAMW UNKM  OPYrUMK
AOKYMEHTaMU;

3) nepenneTHasn eanHmua (I'IOD,LIJI/IBKa) - COBOKYIMHOCTb HOMepPOoB
nepnoan4ecKkmnx n3gaHun (D,OKyMeHTOB), CLUANTBIX, nepenyieTeHHbIX nnm
CKpenreHHbIX apyrum cnocobom B OOHO uesfioe U npuHMMaembiX 3a O4HY YHETHYHO

eouHuLy oHaa.
4.3. '3agaHusa 1 HeonybnmMKoBaHHbIE AOKYMEHTbI

4.3.1. OCHOBHbIMM eAnHMLaMK y4yeTa HOBbIX NMOCTYMMeHUn B poHO n3gaHui m
HeonybMMKOBaHHbIX AOKYMEHTOB SIBMSIOTCS 9K3EMMNNAP U Ha3BaHue.

4.3.2. OCHOBHbIMMK eQnHnLaMn yvyeTa XypHalioB ABJIAKOTCA 3K3eMMrisap (TOM,
HOMeED, BbII'IyCK) N HasBaHMe u3gaHunda 3a BCeE rodbl ero rnocTtynrfieHna B (tDHD,,
He3aBUCUMO OT USMEHEHUA 3arlTiaBuA XypHaria 1 NOJIHOTbl KOMMJIEeKTa.

4.3.3. OCHOBHbIMW efuHULaMK ydeTa raseT SBMSOTCSH FO4OBOW KOMMMEKT U
Ha3BaHWe raseTbl 3a BCe rogbl ee NocTynneHnst B ooHa, He3aBUCUMO OT U3MEHEHUS
3armnaBusi ra3eTbl M NOSIHOTbI KOMMIEeKTa.

EovHuuamun yyeta ogHogHEBHbIX (pa3oBblX) ra3eT CryKaT ak3emnnsp (Homep,
BbIMYCK) 1 Ha3BaHWe raseThbl.

4.3.4. EAHMuamMm ydeTa HOTHbIX U3OaHUA ABNAIOTCA 3K3EeMNNsap U Ha3BaHue.
OTaenbHble napTum (rofnoca), 06 beANHEHHbIE C NAPTUTYPON (KNaBMpom) B OQHOM
n3gaHun, a TaKke naptun, obbeguHEHHble M3OaTeNbCKOW Mnankon (0GnoXKom),
YYUTBIBAKOTCA KaK OAMH 3K3eMNisp U 04HO Ha3BaHue. OTaenbHbIe NapTum (ronoca)
n napTutypa (Knasup), n3gaHHble pa3genbHo, YYUTLIBAKOTCSA Kak ABa aK3eMnnspa.
CamocTosiTenbHble HOTHble u3gaHusi, obObeduHeHHble B OAHOM nepenreTe
(KOHBONIOTE), YYUTLIBAKOTCS KaK OTAESbHbIE 9K3eMNNAPbI U OTAENbHbIE HA3BaHWS.

4.4. AyavnoBusyanbHble JOKyMeHTbl (AB[)



4.4.1. OcHOBHbIMM eanHuMUuamu ydeTa ¢oHaa AB[l saBnawTca ak3emnnsap u
HasBaHMe. JK3eMMNISPOM [PaMMIAcTUHOK M KOMMNAKT-AUCKOB CYUTAETCH [OUCK;
MarHUTHbIX (pOHOrpaMM - KaTyllka, KacceTa; AnadmibMOB - PYFOH; KOMMMeKTa
ANano3nTUBOB - KOMMNIEKT; KMHOGMIbMOB - 6061Ha; BMaeodmnbMoB - KacceTa.

BermmuvHa doHoa u  noctynnenuss (BbIGbiTvA) AB[  yuuTbiBalOTCS B
3K3emnnspax u Ha3BaHUsX.

4.4.2. OTD,eJ'IbHO BbINYLWEeHHYIO rpaMniiaCTuHKyY, KOMNaKT-AUCK YYUTbIBAKOT KaK
OAWH AWCK W oaHOo HasBaHue. KomnnekT (aJ'Ib6OM) rpamMniaCTUHOK, KOMIMaKT-
OWNCKOB, O6'be}:l,I/1HeHHbIX O6LL|,I/IM Ha3BaHWEM, y4UTbIBAOT NO KOJIN4eCTBY OUCKOB U
OQHOMY Ha3BaHUIO.

4.4.3. MarHuTHy0 pOHOrpamMmy Ha OOHOW KaTyllke (KacceTe) yuuTbiBaloT Kak
OfHY KaTYLLKY (KacceTy) U O4HO Ha3BaHuMe.

MarHuTHYI0 poHOrpaMmmMy Ha HECKOSbKMUX KaTyLlkax (KacceTtax), 06beguHEHHbIX
obWMM HasBaHMEM, Y4YMTbIBAIOT MO KOMMYECTBY KaTylwek (KacceT) M OogHOMY
Ha3BaHUIo.

444. AB[l, gaBnaoowMACA MpUIOKEHWEM K OpyrMM BuaM [OOKYMEHTOB,
OTOENbHOMY YYETY HE NOANEXMT.

I'Ipmmeanme. I'IpM 3aTpyaoHUTENbHbIX Clydadx onpegeneHnda OCHOBHOro
HOcUTENA MHq:)OpMaLI,VIVI n npunoxeHna K HemMy 3a OCHOBHOW HOCWUTENb,
noanexaLmm yyeTy, NnpuHMMaeTCA TEKCTOBOW OOKYMEHT.

4.5. Mvkpodhopmbl

4.5.1. EgnHugamun yyeta doHOa MUKPOOpM SABASKOTCA: ANS  MUKPOULL
Ha3BaHuve U uLa, 4119 MUKPOMNBMOB - PYIIOH.

4.6. ONEKTPOHHbIE U34aHus

4.6.1. EguHnuamun yyeta dooHOa 3MEKTPOHHBIX M3LaHUA ABMNAIOTCA: OUCKETa U
ontndyeckun auck (CD-ROM wn mynsTumeauna), a Takke HasBaHue. [ucketa-
NPUIIOXKEHNE He YYUTLIBAETCS Kak OTAEeNbHbIA 3K3eMnnsp, ecnv npencrasnseT
cobown BKnagky (BrnoXeHne) B u3gaHue.

5. Mopsagok ydeta 6ubnmortedHoro goHaa

5.1. BepeHne yyeTa OUGNIMOTEYHOrO (OOHAA OCHOBAHO HA COYeTaHuM
ob6s3aTenbHbIX U pakynbTaTUBHBLIX NPUHLMMOB.



5.1.1. Bubnmnoteka obda3aHa:

- OCyLIeCTBIIATb cymmaprlﬂ n VIHLI,MBM,ElyaJ'IbeIVI ydeT noctynaroupmx B
GMBnNMoOTEYHbI CbOH,D, N BblObIBAOWMX U3 HEro OOKYMEHTOB B YCTaHOBJIEHHbIX
eanHulax yverta,

- obecneunBaTb NOCMeAOBATENbHOCTL NMPUMEHEHUSI YCTaHOBMEHHbIX €4VHUL,
yyetTa U He [JonyckaTb WX M3MeHeHVUss 6e3 NpUHSATUS HOBbIX HOPMAaTUBHbLIX
[LOKYMEHTOB MO y4eTy GMGMOTEYHbIX (DOHIO0B;

- obecneymBaTb COMOCTaBMMOCTb €4uHUL, y4yeTa doHOa B 3K3emnnspax C
eaVHMLaMKN MX XPaHEHNS U Bbl4ayn, 3a UCKIKYEHNEM ra3eT, KypHaroB, fIMCTOBbIX
n3gaHun;

- cobntogatb NPeeMCTBEHHOCTb OpraHn3aummn y4eTa B Liensx ConocTaBuMocTu
y4eTHOM UHdopmaLmnu.

5.1.2. Bubnnoteka nmeet npaeo:

- yCTaHaBnvMBaTb CBOM MOPSIAOK YYETa, YYMThIBaOLWMIA CTaTyC, OCOBEHHOCTU
opraHv3auum 1 CTpyKTypbl ooHAa M obecnevmBaroLLmii JOCTOBEPHbIE pe3yrbTaThbl
yyeTa coHaa, He NpoTMBopeYaLume TpeboBaHUsIM HacTosILEN VIHCTPYKLMUY;

- BECTM 3anNMCU B MHBEHTAPHbIX KHUrax (NIMCTax, XKypHanax), KHUrax CyMMapHoro
yyeTta ¢oHOa (kHurax ydeta 6mbnmotedHoro ¢hoHaa), Ha OTAeNbHbIX NMcTax, B
KapTO4HOM hopMe, B BMAE pacneyaTok, NoflydyeHHbIX Ha KOMMbITepe, a Takke B
MaLLMHOXPaHUMbIX dbannax, 3annucaHHbIX Ha OUCKe, OAUCKETE U APYrMX HOCUTENSX,
obecneyvBalOLMX OONTOBEYHOE XpaHEeHMe U  BOCMPOU3BEAEHWE  Y4EeTHOW
AOKyMEHTaLuu;

- BBOAUTb B y4YeTHble JOKYMEHTbI, Hapsay ¢ o6a3aTernbHbIM, hakynbTaTUBHbIN
Habop nokasaTenen ¢ y4eToM CneLndmKy KOHKPETHON BUBIMOTEKY;

- YCTaHaBNMBaTb CPOKWN COAEPXXaHUsi U COCTaB JOKYMEHTOB (pOHAA BPEMEHHOIO
xpaHeHus (kpome nn. 3.2, 3.3, 3.4);

- MPOM3BOAUTb OLEHKY CTOMMOCTW AOKYMEHTOB, MUCMOSb3ya MepeoLeHOYHbIe
Koo mMeHTbl, ycTaHoBMeHHble [paBuTenscTBoM Poccuinckon depepauunn, u
PbIHOYHbIE LiEHbI;

- BBOOWTb KONMMYECTBEHHbIE W CTOMMOCTHblE HOPMaTUBbI  CAMCaHWSA
AOKYMEHTOB, YTpa4yeHHbIX MO HEYCTaHOBMEHHbIM MpUYMHaM (HegocTada), Kak B
oTaenbHon 6ubnmoTeke, Tak U B LleHTpannsaoBaHHOM 6GuGNMOTEYHON CuUCTEME
(LUBC); BermmuMHa W MOPSAOK  MCYMCIIEHMS  HOPMATMBOB  YTBEPXKOAEeTCs
ydpenuTenemM B COOTBETCTBMM C YcTaBoMm mnn MNonoxeHnem o 6ubnmoteke;

- pacnopsxaTbCs CnMUcaHHbIMM U3 coHaa BUBNMOTEKN OOKYMEHTaMW, Kpome
Cry4aeB, NpeayCMOTPEHHbIX 3aKOHOAaTeNlbCTBOM;

- B COOTBETCTBUM C AEVCTBYHOLMM 3aKOHOAATENbCTBOM ONPEAEnsaTb Cnocobbl
N pasmepbl KOMMeHcauun yuepba, HaHeCceHHOro mnonb3oBaTensaMu (¢OHOOB
OMbNMoOTEKMN.

5.2. OTBETCTBEHHOCTb 3a MNPaBUSIbHOCTb OpraHuM3auuu yyeta qoHAa HeceT
agMyHUCTpaums GmMbnmMoTekn U COTPYOHMKM B COOTBETCTBUM C OOSDKHOCTHbLIMU
0b653aHHOCTAMM.



5.3. KoHTponb 3a cobrntogeHnem HopM u TpeboBaHun No yyety GubnmoTeyvHoro
doHOoa  ocywecTBnseT  crneuuanbHoe — dyHKUMOHanbHOe  noApasgeneHue
B6MBnMoTeKK, a TaKkkKe KOMUCCUS NO COXPAaHHOCTU UI APYroi KomnnermanbHbI opraH
no dooHgam nNpv gupekummn 6ubnmoteku.

5.4. Yypeaoutenb, agMUHMUCTPaLMA 1 COOTBETCTBYOLME ChyxObl GMBNMoTeKn
obecneymBaloT ycrnoBus ANs BbINOMIHEHUS NPaBun yyeTa, opraH3aunm, XpaHeHnsi n
ncnonb3oBaHusa oHaa.

6. Y4yeT nocTynneHus JOKYMEHTOB B GUGIMOTEYHbIN hOHS,

6.1. YdyeT nocTynneHun [OKYMEHTOB B (poHO  ocyuwecTBnsercs
AndxpepeHUnpoBaHHO, NyTeM KX noapasfeneHus Ha AOKYMEHTbl MOCTOSIHHOIO,
ANUTENBHOIO U BPEMEHHOTO XpaHEHUSI.

6.1.1. Y4yeTy Ana noCTOSIHHOTO XpaHEHWS C MPUCBOEHWEM MHBEHTAPHOTO HOMepa
NOaNEXUT OAMH SK3EMMNAP OTEYECTBEHHbIX [OKYMEHTOB, MOCTynalUmX B
6ubnmoTekn ¢ PyHKLMSMU MOCTOSIHHOTO XpaHeHust 6ecnnaTHoro o6si3aTenbHOro
3K3emMnsapa, a Takke NPMHUMaeMbIX Ha Aeno3nTapHOe XpaHeHe 4OKYMEHTOB.

6.1.2. YyeTy ona nuMTenbHOro XpaHeHUsa ¢ NPUCBOEHEM MHBEHTAPHOIO HoOMepa
noanexar LOKYMEHTbl, NpegHasHadYeHHble ANS YOOBETBOPEHUA TEKYLIEro u
MPOrHO3MPYEMOro YMTaTenbCKOro crnpoca, He3aBUCMMO OT BuAa AOKYMEHTA, €ro
ob6bema, TeMaTuKun 1 gpyrmx oopmMasibHbIX NPU3HAKOB.

6.1.3. YueTy ona BpeMeHHOro xpaHeHus (6e3 MHBEHTapHbIX HOMEPOB) noanexar
AOKYMEHTbI, cogepxalume nHopmaLunio KpaTKOCPOYHOTO 3HAYEHWSs, B CBSA3M C YEM
ncknoyaTca M3 doHga OubNMoTeKM Yepe3  HEMPOAOIKUTENMbHBLIN  Nepuog
BpeMeHu (kpome nn.3.2, 3.3, 3.4).

6.2. [lokyMeHTbl, BKItovaemble B oHa 6ubnmnoTtekn, mapkupyrotcs. MNpu aTom
MOryT OblTb MCMNOMb30BaHbl LUTEMMENN, KHWXHbIE 3HaKW, WHAUBMAOYalbHbIE
MaLUMHOYUTaeMble LTpuxoBble Koabl. OCHOBHble TpeboBaHWSA, KOTOpble OOSTKHbI
cobrniogatbCsl NpY  MapKUPOBKE [AOKYMEHTOB: OOO3HayeHve NpUHAANeXHOCTH,
3CTeTVKa, [AONTOBEYHOCTb MAapKMPOBOYHOIO 3HaKa, COXPaHHOCTb TeKcTa Wnu
APYron 3HaKoBoW UHopMaLmu.

I'IpmmeanVle. Bce Buabl OOKYMEHTOB, ABndomMecd npuroxeHnem K OCHOBHOMY
HOCUTESO, MapPKMPYTCA, Ha HUX MPOCTaBIIAKTCA T€ XXe PEKBU3UTbI, HTO U HaA
OCHOBHOM [JOKYMEHTE.

7. CyMMapHbI y4eT OKYMEHTOB

7.1. CymmapHbii y4eT BCEX BMOOB [AOKYMEHTOB, MOCTynawLWwmx unm
BblObIBatOLMX U3 poHaa OmBNMOTEKM, NpPoOM3BOAUTCA NAPTUSMM MO OOHOMY
CONPOBOAUTENBHOMY [OOKYMEHTY (NMCT rocyaapCTBEHHON perncTpaumm, cyet-
dakTypa, HaKnagHas, peecTp, akT).

B cnyyae oTCyTCTBMS COMPOBOAMTENBHOTO [OOKYMEHTa COCTaBNseTCs akT
npvema.

Mpy OOHapyXeHUM B MNPUHMMEEMbIX MNAPTUAX PAaCXOXKOEHWA C  AaHHbIMU
COMPOBOAMTENBHOTO JOKYMEHTA, a TaKke NpUcraHHbIX 6e3 3aka3a HEHYXHbIX UM
AeeKTHbIX 3K3EMMNISPOB OpraHN3aLMM-NOCTaBLMKY NPeabsaBNSOTCA NPETEH3UN B
TeyeHne 0OHOro MecsiLia C MOMEeHTa Npuema NapTuM HOBbIX MOCTYMNIIEHN.



7.2. dopMoIt CyMMapHOro y4eTa SIBMAETCS KHura (3KypHar, JMCTbl CYyMMapHOro
yyeTa 61M6nmnoTeyHoro choHaa) B TpaaMLMOHHOM UM MalLMHOYMTaeMoM BUAE.

HesaBncumo OT xapaktepa MaTepuanbHOro HOCUTENs Y4YeTHOW popMmbl,
cBedeHus O ABWikeHUM doHaa mKeupyroTca B Tpex Yactsax "KHurm cymmapHoro
yyeTa 6ubnmnoTteyHoro coHaa" unm apyrov dopMme CyMMapHOro yveTa:

-yacTtb 1 - "MNocTynnexue B doHA",;
- 4acTb 2 - "BbibbITHe u3 cooHaa";

- vacTb 3 - "Utorn gBmxeHns oHga".

7.3. CBegeHus O nNOCTyNnMBLMX B OMONMOTEYHBbIN COHL OOKYMEHTax
dmkcupyroTcs B nepon Yactu "KHurm cymmapHoro yyeta 6ubnmoreyHoro goHaa" B
nokasarensx: gara u N 3anucu, KUCTOYHUK nocTtynneHns, N wwm parta
COMNPOBOAUTENBHOIO JOKYMEHTA, KONMMYECTBO MOCTYNUBLUMX AOKYMEHTOB (BCEro, B
TOM 4ucre no BuAaMm, COAEPXKAHUIO U A3blke KOPEHHOW HaLMOHanNbHOCTK),
CTOMMOCTb NPUOBPETEHHBIX JOKYMEHTOB.

B "Knure yyeta 6ubnmotedHoro c¢oHaa LleHTpanmsoBaHHOM GubnmnoTedHom
cuctembl (LBC)" copepxatca cBefdeHuss 0 nepefadvye AOKYMEHTOB M3 OThena
KOMMIeKToBaHNs M obpaboTkn B CTPYKTYpHble NOApa3ferieHnss LeHTparnbHOM
6ubnmotekun, B GUBGNMOTEKN-dMNManbl, U3 OAHMX CTPYKTYPHbIX nogpasgeneHuin B

Apyrue.

7.4. CeegeHunsi 0 BbIObIBLUMX M3 OGUBNMOTEKN AOKYMEHTax OTpaxatTcsi BO
BTOpon 4actn "KHurm cymmapHoro yyeta 6ubnmoteyHoro doHga" wnuv apyrown
dopme CyMMapHOro yyeTa C ykasdaHMeM NPUYUH UCKITIOYEHUS.

[na yyeTa WM KOHTPONS CMMCaHHbIX [OKYMEHTOB BBOAATCSA MoOKasaTenm
"MepenaHo”, "MpoaaHo”, "CoaHo B Mmakynatypy".

7.5. Ha ocHoBaHun n0.5.1.2 HacToduwen WHCTpykummn 6ubnumotekn Bnpase
BBOAWTb [JOMOSHUTESbHbIE MOKa3aTenu, yvuTbiBaloLpe crneundmnky KOHKPETHOM
GmbmoTekn.

7.6. Habop nokasaternewn, oTpaxatowmx pacnpegeneHme 4oKyMEHTOB Mo Buaam
N COAEPXaHUIO, MOEHTUYEeH BO BcCex Tpex 4acTtax "KHurm cymmapHoro ydeta
6mbnmnoTteyvHoro gooHaa" unm apyron opme CymmMapHOro ydeta.

7.7. 'totm gBmxkeHnst doHaa nogeoasTcs B obA3arensHOM nopsiake 3a rod. B
3aBUCMMOCTW OT MPUHATOrO Nopsigka yvyeTta B 6GMbnmoTeke utorn asmxeHus oHaa
MOTyT NOoABOAUTLCS 3a KBapTan UM 3a nonyrogue.

7.8. OTpaxeHve oTaenbHbIX BUOOB AOKYMEHTOB B "KHure cymmapHoro yyera"
11 Apyrov hopme CyMMapHOro y4yeTa.

7.8.1. Tloctynnenns AB[l, MWKpPOGOPM, 3MEKTPOHHbIX W3JaHWM  Ha
MaLumHoumnTaemblx Hocutensax (CD-ROM, mynstumeana, AnckeTa) OTpaxarTcs B
nepsour YacTtu "KHUrm cymmapHoro ydeta" ¢ ganbHenwen getanusaumven no smgam
AOKYMEHTOB. AHarnormyHo (OMKCUMPYIOTCA AaHHble O BbIOLITUM BO BTOPOW 4YacTu
"KHnrn cymmapHoro yyeta 6ubnmoteyHoro conaa". UItorv aABmxkeHNs NnogBoaaTcs B
TpeTben YacTu.


http://docs.cntd.ru/document/901755630

7.8.2. Bce nepunoanyeckne m3gaHma He3aBUCUMO OT MaTepmaanoﬂ OCHOBbI
HOCcUTENA VIHCbOpMaLI.I/IVI nognexar CyMMapHOMY y4eTy.

I'Ipmmeanme. BeneHne CyMMapHOro y4eta ras3et B LleHTpaJ'IVI3OBaHHbIX
GMBnNMoTEYHbIX cucTemax pewaeTtca B COOTBETCTBMM C BO3MOXHOCTAMU WU
peaan0|7| HeoBXOANMOCTbIO TAaKOro yyeTa.

OcHoBaHVeM AN BHECEHVS nepuoanyeckmx msgaHuin B "KHury cymMmapHoro
yyeta 6mbnmoteyHoro coHaa" sABNAETCA akT, COCTaBNseMbl nosfydareneMm no
Mepe 3aBepLUEHUS NOCTYNSIEHWUN NEPUOANYECKMX N3AAHUNA TEKYLLEro roga.

B 3saBucumoctn ot NPUHATONO B 6ubnmoteke nopAagka ydyeTta nogBeneHue
UTOroB ABWMXEeHUA nepunogn4ecknx n3gaHum MoXeT npon3BoAnUTbCA 3a KBapTarn,
nonyroane mnn rog Ha OCHoBaHMN akTOB.

8. NHamnBumayanbHbIA y4eT JOKYMEHTOB

8.1. MHovBmnayanbHbIN y4eT KaOaoro 3K3emnnspa [OKYMEeHTa WM Kaxgoro
Ha3BaHWs OOKYMEHTa MNpoM3BOAUTCS C MOMOLLBD METOAOB MHBEHTapu3auuu C
NMPUCBOEHNEM [OKYMEHTY MHBEHTAPHOro HOMepa UM permctpaumm JoKymeHTa 6e3
NMPUCBOEHNST eMy MHBEHTapHOro Homepa. VHamBMayanbHbIA HOMEpP 3akpennseTcs
3a JOKYMEHTOM Ha BCe BPEMsI ero HaxoxaeHusi B poHae bnbnmoreku.

8.2. ®dopmamn uvHAMBMAYaNbHOTO YyveTa [AOKYMEHTOB SBMSIOTCA KHUXHASA
(MHBeHTapHasa KHura), kapToyHasa (KapTodka y4eTHOro karasnora), nuctoBas (fimMct
aKTOBOTO y4eTa), perMcTpaumoHHas KapToyka Ha onpederieHHbI Bua nsgadnsa (B
TOM 4ucre anekTpoHHoro unu AB[).

Mpy aBTOMaTU3NPOBAHHOW TEXHOSOMMK CO3AatoTCA hanbl, Coaepxalme BCto
Heobxoaumyo  mHopMauuo  ana  dopmupoBaHus obon u3  chopm
WHOVBWAYaNbHOTO y4yeTa.

8.3. ®opmbl MHAMBMAYANbHOrO y4yeTa AOKYMEHTOB B 0b6s3aTeribHOM MNopsigke
OOIKHbI cofepXaTb crneaytolme nokasartenu: gara sanucu, Homep 3anucu B "Knure
CyMMapHoro y4yeta 6ubnmoTevHoro ¢oHAA", WMHBEHTAPHbLIA HOMEpP, aBTOpP MU
3arnaBsue, rog us3gaHus, LeHa, oTMeTKa 0 NpoBepKe, HOMep akTa BblObITHS.

B "lMpymeyaHun" ykasblBaeTcs Hanuvuve v BWUO NPUIOXEHUS K OCHOBHOMY
OOKYMEHTY.

8.3.1. Ina ocobo LeHHbIX U peakux mdgaHuni B "lpumedaHmn” ykasbiBaloTCs
0COBEHHOCTN 3K3emnnsipa, onpeaensiowme ero LeHHOCTb (Hanmyune yHuKarnbHOro
nepenneTta, asTorpadpa, packpaleHHbIX OT PyKM wnAmocTpauMn M T.n.) unm
AedekTHOCTb (OTCYTCTBUE HECKOMBbKWUX NIMCTOB TEKCTA, rpaBiop U T.1.).

8.3.2. MnauBmayanbHbi y4eT usgaHuin, HeonybnmkoBaHHbIX okymeHToB, AB[,
MUKPOPOPM, 3NIEKTPOHHbBIX U34aHWMI OCYLLECTBISETCS B OTAENbHOM AN KaXaoro
BMAa hopme MHANBMAOYanNbLHOro yyeTa.

Yyer CD-ROM, wmynbTuMegua, OWUCKET BegeTcs B nobon u3  dopm
WHOVBWAYaNbHOTO y4yeTa.



8.3.3. HamBuayanbHbin ydeT nporpamm Ans OBM n 6a3 gaHHbIX BegeTcsa Ha
PErMCTPaLMOHHbIX KapTOvkax unvM Apyrov npumeHsemon B Gubnuorteke copme
yyeTa. B y4eTHbIX JOKyMEHTaxX OTpaxarTCs criefyrolme CBeAEHUS:

- Aarta nocTynneHus;
- HasBaHue nporpaMmmbl 9BM unm 6a3bl 4aHHbIX;

- HAaMMeHOBaHWe cosaaTtens (topugnieckoe nnu ranyeckoe NuLo);
- AaTta co3faHnsa nporpaMmmbl;

- LieHa npnobpeTeHus;

- Hocutenb nHgopmauumn (CD-ROM, myneTumegua, gucketa).

9. Yyet BblObITUA AOKYMEHTOB 13 6nbnmnoTedHoro doHaa

9.1. BbibbITHEe OOKYMEHTOB M3 oHAa OOPMIIAETCA akTOM 00 MWCKItoYeHun
(cm.Mpunoxerusa 8-10) n oTpaxaetca B "KHure cymmapHoro yyeta" n B dopmax
wHOMBUOYyanbHOro ydyerta poHaa. B kawgom akTe (uKCUpyloTcs cBedeHud o
AOKYMEHTaX, UCKMYaeMblX MO OOHOW MPUYUHE: BETXOCTb (PM3MYECKUA U3HOC),
AedeKTHOCTb, yCcTapenocTb MO coaepXaHuo, AyO6neTHOCTb, HenpodMIbHOCTb,
yTpaTa (C yKkasaHMeM KOHKPETHbIX OBCTOATENbCTB yTpaTthl: nponaxa u3 ¢poHO4oB
OTKpbITOro goctyna unn no MBA, yTepa uutatendamu, XulleHwe, B pesynbraTte
6eACTBMIN CTUXMNHOIO N TEXHOTEHHOIO XapakTepa, No HEYCTaHOBIEHHbIM NPUYMHAM
(HepgocTaya))*.

* ToHaTtuss "BeTxocTb", "gedpekTHOCTL", "ycTapenocTtb", "AybneTHocTb",
"HenpodnbHOCTL", "yTpara" onpegensaTca B COOTBETCTBUM C
TEPMUHOMOTMYECKMMM CIIOBapHbIMM HOpMaMK U cTaHgaptamu CUBUL.

9.2. Bbi6GbiTre ABL, aNeKTPOHHbLIX U3gaHni n MMkpodopmM ohopMnseTcs akToM
C yKaszaHueMm npu4mH n 060CHOBaHUA UCKItOYEHNst ux n3 ooHaa 6GMbnmoTekn.

B akT moryt Bkntodatbcs AB[l pasnuyHoro suaa, Ho cnucbiBaemMble MO OOHOWN
npuymHe.

9.3. [Ina KOHTpoOna Hag npoueccaMmu pasmarHuymMBaHus 3anucen odopmnseTcs
aKT uUInn gernaeTc4d 3anvcb B COOTBETCTBYHOLLEM XypHane.

9.4. HenpurogHble AnNA WCMOMNb30BaHUA W HeMoajdalolmMecs pecTaBpaLum
MUKPOOPMbI CMIUCHIBAOTCSA MO NPUYMHAM:

- HEKa4yeCTBEHHOro hoTorpacmyeckoro n3obpaxeHuss;
- 0edeKTOB MUKPONIEHKM (CKpYyYMBaHUS 1 T.M.);

- MexXaHU4eCKMX NoBpexaeHnii (paspbiBbl, 06OMbI 1 T.1.).

9.5. K akTy npunaraeTcs CNUCOK [OOKYMEHTOB, MOAMEXALMX WCKITOYEHMIO,
[IONYCKaeTCA 3aMeHa Crnucka KHWKHbIMU QOopMynsipaMn Ans [OKYMEHTOB, He
COCTOSILLWX Ha ByxrarnTepckoM y4eTe.

ﬂﬂﬂ OOKYMEHTOB, O6pa6aTblBaeMbIX rpynnoBbIM CI'IOCO6OM, BMECTO CINNCKa
AaeTcd nepedvyeHb perncTpaumoHHbIX HOMEPOB, BUO CMNUCbIBAaEMbIX M3gaHun, ux
KOJIMYECTBO.



9.6. AKTbl Ha cnuMcaHue us3gaHuKn, yTpadeHHbIX B pesyrnbTaTe yTepu, nopywu,
XvleHnsi, 6eacTBUA CTUXMMHOTO W TEXHOrEHHOro XapakTtepa, Mpu OTKPbITOM
aoctyrne K doHAy, YTBEPXOalTCA Ha OCHOBaHWM COOTBETCTBYHOLLMX OOKYMEHTOB,
noATeepxgalowmx yTpaty (MpOTOKOS, akT, 3aKfioYeHne 1 T.1.).

[ns noaTBepXKaeHNsi HeBO3MOXHOCTW B3bICKaHWUA 3af0fPKEHHOCTM C YuTaTens
B KayeCcTBe€ OCHOBaHWS MPUHUMAOTCS 3adMKCUPOBAHHbIE B YUTATENbCKOM
dhopmyrsipe HanoMMHaHKs O BO3BpaTe JOKYMEHTOB, HanpaBfieHHble OMOnmnoTekoi B
agpec uyutaTtens B BuAe 3aKasHOro NMcbMa WM OTKPbITKM C YBEAOMIIEHVEM, a
TaKXe CMpaBKW U3 afpecHOro cTona, OTKa3 Ha B3biCKaHWe MO UCMOSHUTENBHOMY
UCTY.

9.7. [IOKyMeHTbI, NPUHATbIE OT YUTaTernen B3aMeH yTepsiHHbIX, (UKCUPYIOTCA B
"TeTpagn yyeta KHUI U OpYrux OOKYMEHTOB, MPUHATLIX OT YuTaterned B3aMeH
yTepsHHbIX". Ha ocHOBaHUM cAenaHHbiX B HeW 3anvcen COCTaBNAKTCHA akTbl Ha
nocTynneHne 1 BbiObiTUE, KOTOPbIE PErUCTPUPYIOTCSA B COOTBETCTBYHOLLMX YacTsX
"KHurn cymmapHoro yyeta 6ubnmnotedHoro coHga".

Ha npuem peHer oT u4wutatene B3aMeH YTEPSHHbIX KHUAM UM OpYyrnx
AOKYMEHTOB COCTaBINSIETCA NPUXOAHBIN OpAEep W YMTaTEerNo BblAAETCHA KBUTAHLUS.

9.8. AKTbl Ha cnucaHve OOKYMEHTOB BU3MPYIOTCA KOMUCCUEN MO COXPaHHOCTU
doHOOB MMM ApYyrUM  KomrervanbHbIM opraHoM no doHgaM npy  OUpekuuun.
3aBu3MpoOBaHHbIE aKTbl YTBEPXKOATCA AUPEKTOPOM OGUBAMOTEKW, 3amecTutenem
AVpeKTopa Unn Apyrm yrnormHOMOYEHHbLIM Ha TO NIULLOM, 3@ UCKITOYEHNEM CIy4aeB,
pernamMeHTUpPOBaHHbIX 3aKOHOAATENbCTBOM.

9.9. [lokyMeHTbI, UCKIoYaeMble Kak HenpodumnbHble U AybneTHble, MOryT ObiTb
6e3B03Me3HO nepefaHbl B NMOpsiAke KHUroobMeHa B Apyrve 6ubnuoTeku no akty
yepe3 obMeHHble oHabl B BUBNMOTEKN-0Een03UTapum Unm HenoCcpeacTBEHHO U3
6ubnnoTekn-oHgoaepxatens B Gubnuoteky-nonyyatens.

9.10. lNMpopgaxa cnucaHHbIX U3 PoHAO0B BMONMOTEKN JOKYMEHTOB NPOU3BOAUTCSA
B COOTBETCTBMM C MPaABOBbIMW HOPMATUBHbLIMU akTaMu, a Takxe [lonoxeHnem unm
YcTaBoM 6MOnMoTeKm.

[eHexHble cpeocTBa 3a peanu3oBaHHble W3OaHWA MOCTYMaloT Ha CcyeT
6mnbnmotekn n pacxogyltcsa B cooTBeTcTBMM C "lonoxeHnem 06 ocHoBax
XO3ANCTBEHHON [EATENbHOCTU U (OMHAHCMPOBAHWUA OpraHu3auunin Kynstypbl U

nckycctea" (1995 rog).

9.11. CsegeHusi 0 BbIObIBLUMX U3 AeAcTBylOLLMX GOHOOB OGMbnnoTeku
OOKYMEHTaxX PerMcTpupytoTca B COOTBETCTBYIOWMX rpadhax BTOpon vacTtu "KHuru
cymMMapHoro ydeta 6mbnmoteyHoro dooHaa" nnm gpyrov popme CymMmMapHOro y4yeTa.
NHdopmauus 0 BbIObIBLUMX AOKYMEHTax OTpaXKaeTCs BO BCEX YYETHbIX dhopmax,
Katanorax, B TOM 4uUCrie CBOAHbIX W LEHTpamnbHbIX, KapTOTeKax, O YeMm
NpoOM3BOANTCS COOTBETCTBYIOLLASA 3aNMCh B aKTe Ha CNUCaHWe.

9.12. WcknoyeHHble 13 (poHOOB MUKPOGOPMbI Ha ranoreHupgocepebpsHom
nrneHke (Heratus, NO3UTMB) noasiexar cgade Kak cepebpocogepxalme oTxoabl B
COOTBETCTBMM C HOPMaTUBHbIMW MPaBOBbIMW aKTaMuU O MOPSAKE MPUEMKU WU
nepepaboTky floMa 1 OTXOAO0B AparoLeHHbIX MeTarnsos.
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9.13. CnucaHve [OOKYMEHTOB, COCTOSALMX Ha Oyxranrepckom yyerte,
NpoM3BOAUTCHA C MPUMEHEHMEM MNepeoLeHOYHbIX KO3(ULNEHTOB UNN PbIHOYHOM
LeHbl B criyyae, ecrm doHg 6bin nepeoueHeH. B cnopHbix crnyyasx Bonpoc O
CTOMMOCTM YTPAY€HHbIX KHWUM U APYrMX MaTepuanoB BbIHOCUTCS Ha obCyxaeHue
KOMUCCWM MO COXPAHHOCTM (UMW APYroro KOMMEKTMBHOIO opraHa no doHaam).

Komuccus BnpaBe MpUMEHWTb BCE MNEepeoueHoYHble  KO3MhdMUMEHTHI,
ycTaHoBreHHble [paButensctBoM Poccuiickon degepauun, U pblHOYHbIE LEeHbl, a
Takke onpegermte Apyrme Buabl U pa3Mepbl  KOMMeHcauun yuwepba B
cooTBeTcTBMM ¢ [paBnnamm nonb3oBaHnst GUONMOTEKON.

I'IpM yTepe Unm XmeHn UeHHbIX U peaoKux KHUr ana onpeaneneHna nx peaanoil
CTOMMOCTN KOMUCCUA MOXET TMpuBIriekatb K cBoen pa60Te COOTBETCTBYHOLLUX
JKCMepToB, a TakKXe uUcnonb3oBaTb MaTtepualnbl Hay4HO-MeToOaUYeCKnxX LEeHTPOB,
KHWXHbIX ayKUMOHOB U ApMapoK. B atmx Crnydaax onpepeneHne npn4ynHEeHHoro
yu.l,ep6a npeanenbHbIMU KOS(*)(*)MLI,MGHTaMVI KPaTHOCTU HE OrpaHn4mnBaeTCH.

PeweHne komuccum o6 oueHke u3gaHui n Apyrmx matepuanos OCt)OpMJ'IﬂeTCFI
aKTOM, KOTOprlZ CNY>XUT OCHOBHbIM OOKYMEHTOM, yOooCTOBEpPALWLMM NX CTOMMOCTb
npu ocyllecTteneHnmn OanbHENLMX OENCTBUIA CO CTOPOHbI Anpekunn no B3bICKaHUIO
C BUHOBHOIo matepuarnbHOro yu.l,ep6a.

10. MNpoBepka 6ubnoTevHoro oHaa

10.1. B cootBeTcTBMM ¢ 3akoHOM Poccuickon Penepaunm "O Byxrantepckom
yyete" (1996 rog) ob6ssarenbHas nposepka oHAa NPon3BOLAUTCS:

- Npn CMeHe MaTtepunaribHO OTBETCTBEHHOIO JILa,
- Npn BbidBJ1EHUN (*)aKTOB XULLEeHnA, 3J'10yl'IOTpe6J'IeHI/IF| nnn nopyn OKYMEHTOB;

- B CNnyyae cTuxuiiHoro ©OepncTBuMsl, Moxapa WM OpyrMx 4YpesBblyaiiHbiX
CUTyaLusiX, BbI3BaHHbIX 3KCTPeMaribHbIMU YCIOBUSMU;

- Npu nepegade oHaa GUBNMOTEKN UNn ee YacTu B apeHay;

- NpY peopraHnsauunm n nMkeugaumm 6MGNMoTekn.
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10.2. MNpoBepka GMBMMOTEYHBLIX (POHAOB OCYLLUECTBMASETCA B COOTBETCTBUMU C
nncbmom MuHmctepcTea dmHaHcoB Poccunckon ®egepaunm "O6 nHBeHTapusauum
6mbmoTeyHbIx hoHaos" ot 04.11.98 N 16-00-16-198 B crneaytoLme CpoKu:

- Hanboree LeHHble OHAbI, XpaHsLLMeECS B cendiax, - eXErofHo;

- pegyanume cdoHabl - 0OAnH pa3 B 3 roaa;

- LleHHble doHabl - OAWH pa3 B 5 ner;

- cboHabl Gnbnmotek 0o 100 ThIC. y4ETHBLIX EANHUL, - OOWH pa3 B 5 neT;

- cboHabl Gubnmotek ot 100 fo 200 ThiC. y4ETHBLIX EANHUL, - OOMH pa3 B 7 NET;

- cpoHabl 6ubnmotek ot 200 TbiC. 4O 1 MIH. Y4ETHbIX eauHuy, - oguH pa3 B 10
neT;

- poHOobl OGUGNMOTEK cBbile 1 MIH. YYETHbIX €eOuHWL - Mo3TanHo B
BbIGOPOYHOM MOPSIAKE C 3aBepLUEHEM NPOBEPKM Beero hoHaa B TedeHne 15 ner.

MpoBepka GMONMOTEYHOro hoHAA WM €ro YacTu MNPV CMEHEe PYKOBOAUTENS
BGUBNMOTEKM NN CTPYKTYPHOMO NnoapasfaeneHnsi, UMeroLwero 6MbnmoTeYHble doHab
(dhoHOOAEpaTens), NPMPaBHUBAETCS K O4EepPELHOMY CPOKY.

10.3. Metoguka npoBedeHuss NpoBepkn  GoHOoB B Bubnmotekax
perrnameHTmpyeTcs WHCTPYKTUBHO-METOANYECKOM n TEXHOSOrM4YeCcKom
AOKYMeHTaumen BHYTpUOnbnmoteyHoro (MexoTAenbCKOro U BHYTPUOTAENbCKOro)
3Ha4eHus.

MpoBepka 3aBepLUAETCSl COCTABIIEHNEM aKTa C OGBACHUTENbHOW 3anUCKOoi U
CMUCKOM OTCYTCTBYIOLLMX U3OAHUIA.

10.4. PesynbTaTbl NpOBEPKW, 3admMKCUPOBaHHbLIE B aKTe, paccMaTpyBatoTCS
KOMUCCHEN NO COXPaHHOCTU UMK ApYrMM KonnernansHbIM opraHoM no ¢goHgam. Ha
OCHOBaHWM1 peLLeHNs akT O CNMcaHun NepefaeTcs Ha yTBepXKaeHue.

10.5. B crnyyae npeBbllleHNS YTBEPXKOEHHOrO HopMaTtmBa yTpaTbl AOKYMEHTOB
MO HeyCTaHOBIIEHHbIM NpuynHam (n.5.1.2 HacTosawen VIHCTpyKLumuM) NpyuHMMaloTCs
Mepbl K BO3MELLIEHMIO yilep6a, Npy pa3Hornacuax akT nepegaercs ydpeguTento.

Ecrm BMHOBHblE MMUA He YCTAHOBNEHbI WMIM Cyd OTKasan BO B3bICKaHUM
YObITKOB C HUX, TO YGbITKM OT HeOoCTayM CMUCLIBAOTCA Ha YMeHblUeHue
dpmHaHCUpoBaHUS.

11. [lenonponsBOACTBO B OpraHM3aLunm yyeta ooHga

11.1. OpraHusauunsa paboTbl ¢ JOKYMeHTaMu no yvety 6ubnmoteyHoro doHaa
ocyLlecTBngeTca no npasunam BedeHus penonpoussoactea (OCT 6.30-97
"YHUMLMPOBaHHas cMcTeMa OpraHM3aunoHHO-pacnopaguTensHON JOKYMEHTaLUN.
TpeboBaHWs K 0OPOPMIIEHNIO JOKYMEHTOB").

11.2. OcCHoOBHbIE OOKYMEHTbI, B KOTOPbIX OCYLUECTBNAETCA Y4YeT, noanexar
NOCTOAHHOMY XpaHEHUIO KaK JOKYMEHTDI CTpOFOVI OTHETHOCTMW.

11.3. CpOKM XpaHEHNs YYETHbIX IOKYMEHTOB YCTaHaBMNBAOTCS B COOTBETCTBUM
C MpaBuInamMu opraHusaLun rocyaapCTBEHHOrO apXvMBHOro Aena. [ns HeKoTopbIX
KaTeropuin [OOKYMEHTOB, oGecrneyMBaloLMX Y4eT U COXPaHHOCTb (POH/IOB,
yCTaHaBMBalOTCS CrieaytoLLMe CPOKN XPaHEHUS:



KaTeropum gokymeHToB*

Cpokun xpaHeHusi

KHurm n BEJOMOCTHU yyeTa || MNMocTosiHHO, no nMKBUaaLLUN

6mbnmoTteyvHoro gooHaa ononuoTeku

YyeTHbIN KaTanor MNocTosiHHO, ao nukemaauum
ounbnmoTtekn

Onncu nHBEHTapHbIX HOMEPOB MocTOsAHHO, no nMKBUOALUN
onbnmotekn

ConpoBoguternbHble OOKYMeHTbI || 5 rieT nocne nposepku doHaa™™*

(HaknagHble, OnMucK, cYeTa, CMUCKU Ha
MOCTYNaoLLYH NMTEpaTypy)

AKTbI Ha KHUMK, >XypHanbl, 6powopbl 1 gp. || 5 net
mMaTtepwuarnsl, norny4yeHHble 6e3
COMPOBOAUTENBHOIO AOKYMEHTa

3asBneHnsa, [OoOKragHble 3anuckm o (| S net

nonyyeHnn B gap

AKTbI O NOKYMKe KHUI 1 Ap. JOKYMEHTOB Y || MoCcTOsHHO, no nMKBMaauum
YaCTHbIX L onbnuoTeku

Khurm  (Tetpagn) ydeta  usgaHun, || MNocTosiHHO, no nMKBUaaLLUN
NPUHATBIX ~ OT  uyuTaTenenm  B3ameH || Gubnmorteku

YTEPSAHHbIX

AKTbl  Ha cnucaHue  (MckrodeHue) || MocTosHHO, ao nukBMaauum
npousBedeHun nedyatn wm  apyrux || Gubnmorteku

AOKYMEHTOB, aKThbl NpOBEpPKM

OnbNMOTEYUHbIX doHaoB, KapTo4Kmn

YY4ETHOrO  KaTtanora Ha  MOMHOCTbIO

BbIObIBLUYIO UTEpaTypy

* B TOM 4ncne Ha Mmkpodhopmax.

*%

3aBepLUEHNsI MPOBEPKN BUGNMOTEYHOro dhoHaa.

Cpok xpaHeHus ucuucnsieTcss ¢ 1 sHBaps roga, Creaylowero nocrne




11.4. Tlo uWcCTeYeHUN CPOKOB XpaHEHUsI Y4YeTHble [OOKYMEeHTbl nognexar
YHUYTOXEHMIO B YCTaHOBIIEHHOM MOPSAKeE.

B uensax KBaJ'II/ICbVILl,VIPOBaHHOI'O peweHna BOMpPOCOB O CPOKax XpaHeHus
y‘-IeTHOI7I OOKyMeHTauunm oubnmnoreku BnpaBe nonb3oBaTbCA YClyramMmm apXuBHbIX

cnyxo.

11.5. Copepxawpsaca B YYeTHbIX [OOKYMeHTax WHopmMauns MoxeT ObiTb
rnepeHeceHa Ha MUKPOHOCUTESN.

11.6. W3MeHeHusi, BHOCUMble B  Y4Ye€THble [OKYMEHTbl  (OwMbOo4YHO
npocTaBlieHHble HOMepa, 3aMeHa MPOCTaBMEHHbIX Ha U3JaHUAX U OpYrux
AOKYMEHTaxX UHBEHTAPHbIX HOMEPOB HOBbLIMU MpU yTepe opMbl MHOMBUAYASNIBHOTO
yyeTa, nepennucka permcTpaLmoHHbIX KapToYeK Ha nepuogudeckue u gpyrme Buabl
u3gaHMM © T.N.), MNPOM3BOOATCA C paspeleHus AOSMKHOCTHOro rfuvua  u
AOKYMEHTanbHO opopMnstoTCs (pacnopskeHNeM, CIy>KeOHOW 3annucKom U T.0.).

11.7. Ytumsaums AB[l npou3BoaUTCS B COOTBETCTBMU C YCTaHOBIIEHHbIMU
npasunamu.

MpunoxeHnue 1a. OBPA3EL JINCTA KHUTU
CYMMAPHOI'O YYETA BUBJIMOTEYHOI'O
P®OHAOA. HACTb 1. NoctynneHune B ¢poHA

[IpunoxeHue la

OBPASEL JINCTA KHAT CYMMAPHOT O YYETA
BUBIMOTEYHOIO ®OHOA

YACTb 1. MOCTYTIMEHNE B ®OHO*

* Yncno rpad MOXeET BbITb YBEIIMYEHO MO YCMOTPEHMIO BUGTIMOTEKN.



[ata 3anncu

2. N 3anvcu no nopsaky
3. McToYHMK nocTynneHnst
4. N n/vnn gata conpoBOAUTENBHOIO JOKYMEHTAa
5. OK3emMnnsapoB BCe- Moc-
ro Ty-
6. Ha cymmy nnno
7. HassaHui
8. KHurm nsna- no B
HUS BMgam || Tom
9. KypHansi yuc-
ne
10. || Opyrve  BuObl  W3AaHWA
11.
12.
13. Hek-
HX-
14. Hble
AOKy-
15. MEHTbI

16.




17. N3paHus no oTpacnsam | no cogepXaHuto
3HaHnA*

18. XyOooxecTBeHHas nutepatypa | U A3blkam

19. Ha A3blKe KOPEHHOM
HaLMOHarnbHOCTK

20.

21.

22.

23. Pacnucka B npveme JOKYMEHTOB

MepeHoc:
K nepeHocy:

* bornee noapobHO packpblTue doHAa NO OTpacnsM 3HaHUS MOXET
OCYLLECTBIIATLCSA MO YCMOTPEHUIO BUBNMoTeKn

MpunoxeHune 16. OBPA3EL JINCTA KHUTU
CYMMAPHOI'O YYETA BUBJIMOTEYHOIO
®OHOA. YACTb 2. BbIBbITUE U3 ®OHOA

[IpunoxeHme 16

OBPASEU JINCTA KHATA
CYMMAPHOTIO YYETA BUBITMOTEYHOTI O ®OHOA

YACTb 2. BbIBbITUE N3 ®OHOA



[ata 3anncu

2. N akTa
3. Bcero Bbl-
Obl-
4. BeTxocTb no no
npu-
5. HedekTHOCTL ym-
Ham
6. YcTapenocTb
7. [ybneTHoCTb
8. HenpodwmnbHoCTb
9. YTpaTta
10. MepenaHo
11. MpogaHo
12. CpaaHo B MakynaTypy
13. uspa- no B
HUA BU- TOM
14. KHurn Jam ymc-
ne
15. KypHansi
16. Opyrve BMAbI n3gaHun




17. He-
KHVDK-

18. Hble
AOKy-

19. MEH-
Thl

20.

21.

22. M3gaHua no oTpacnaMm  3HaHuA || no
co-

23. XyooxecTBeHHas niteparypa || gep-
XaHUo

24, Ha A3blKe KOPEHHOM || n

HaLMOHarnbHOCTK A3bl-

25. Kam

26.

27.

28. Pacnucka B npveme JOKYMEHTOB

MepeHoc:

K nepeHocy:

NMpunoxexnune 18. OBPA3EL JINCTA KHUTU
CYMMAPHOI'O YYETA BUBJIMOTEYHHOIO
®OHOA. HACTb 3. UTOI'n ABUNXEHUA



®OHAOA

[lpuiioxeHme 1B

OBPA3EL, JINCTA KHAT U
CYMMAPHOTIO YYETA BUBITMOTEYHOIO ®OHAA

YACTb 3. UTOI'M ABUXEHNA ®OHOA



Bcero

2. n3-
Aa-

3. HuA

4. Knurm

5. XKypHanbl

6. [Opyrvie BUabI M3gaHwi

7. He-
KHWK-

8. Hble
AOKYy-

9. MEHTbI

10.

1. no
co-

12. M3gaHusa no otpacnam 3HaHUsS aep-
)Ka_

13. XynoxeCcTBeHHas nurepaTtypa HUIO
7

14. Ha 43blke KOpeHHOM HauWoHanbHOCTU || A3bl-
Kam

15.

no
BU-

aam

N1o-
m

ABU-
xe-

HUA

hoH-

na




] I

Coctout Ha19__T.
MoctynuroHa 19__ .
Bbibbino3a19__ .
Coctout Ha19__T.

NMpunoxeHue 2. OBPA3ELU JINCTA AKTOBOIO
YYETA

[IpuyoxeHue 2

* Mo ycmoTpeHutio 6ubnmotekn B pOpMbl NUCTa akTa M MHBEHTAPHOW KHUMA
MOryT ObITb BHECEHbI AOMNOMHUTENMbHbIE rpadibl.

AKT N oT 19 r
MocTynuno Bcero 3k3.c N noN
Homep || WHBeH- || ABTOp, MecTo LleHa OTtmeTtka || N akTa Mpume-
3anucu || TapHbIn || 3arnasve, (| 1 roa o] BbIObITUS || YaHWe
B Homep || Tom, n3gaHus npoBepke
KCYB® yacTb,
BbIMyCK

py6. || kon.

MpunoxeHue 3. OBPA3EL JINCTA
MWHBEHTAPHOU KHUIU

[IpunoxeHue 3

19 T



Hata Homep || NHBen- || ABTOp, MecTo Llena Otmetka || N Mpu-
3anucu || 3anucK || TapHbii || 3arnaswe, || 1 rog 0 npo- akTa Meya-
B HOMep || Tom, n3gaHus BEpKe Bbl- HVe
KCYBo® YyacTb, ObiTHA
BbINYCK
py0. || kon.

NMpunoxeHne 4. POPMA TETPAOU YYETA
KHUT U OPYTUX OOKYMEHTOB, NMPUHATbIX
OT YNTATENEN B3AMEH YTEPAHHbIX

[IpunoxeHue 4

Oata || Pamunmsa, || CeBegeHns 06 yTepsHHbIX CBeaeHuvs 0 NpUHATLIX
NMHUUManbl || KHArax unm gpyrmx KHUrax nnm gpyrmx
yutatensa || LOKyMeHTax AOKyMEHTax
WhuB. || ABTOD, Lena OTgoen || AsTop, Llena OT- || Pacnnc-
N 3arnasue, 3arnasue, aen || ka 4uta-
rog rog Tens
n3gaHus n3gaHus
pyb. || kon. py6. || kon.

NMpunoxeHue 5. POPMA AKTA O NPUEME

AOKYMEHTOB B BUBJIUOTEKY

[IpunoxeHue 5

®OPMA AKTA O NMPUEME OOKYMEHTOB B BUBJTMOTEKY

AKTN




HacTosawwmin akt coctasneH " " 19

(CbaMI/IJ'IMM, MMEHa, oT4yecTBa U OOJPKHOCTU NnL, yH4acTBYHOLLMX

B COCTaBJiEHUN aKTa)

o} npveme B 6ubnmnoreky

(BVO, [OKYMEHTA M OT KOO NOJSTy4YeHO)

B KONM4ecTBe 9K3EeMNNApOB  Ha  obuwyw  cymmy

(MOBTOPUTL CyMMY MPOMNUCHIO)

CnuncoK KHWr (Unu gpyrMx JOKYMEHTOB) npunaraeTcs.

MNMoanucn

(pykoBogutens)

(coTpyaHuka)

(Mvua, coaBLiero KHUMM unu gpyrue
AOKYMEHTbI)

CnnCOK KHUT UM OpYrMX OOKYMEHTOB K akTy N



* Tp HebOmMbLUOM KONMYECTBE MNPUHUMAEMbIX KHWM (OpYrMX [OKYMEHTOB)
nepeyeHb BKIOYaeTCsl B TEKCT CAMOro akTa.

N ABTOp, 3arnaBue KHUM unm Bug LleHa Kon-Bo || Cymma
OOKYMeHTa 9K3.

pyb. Kon.

NMpunoxeHune 6. POPMA AKTA O _
NMNOoCTYNMNEHN NEPUOOANYECKNX U3OAHUN
B BUBJIMUOTEKY

[IpunoxeHue 6

AKT N

HacToawmin akt coctasneH " " 19

(dpamunuu, umeHa, oT4EeCTBA, OOIDKHOCTU NnL,

y4acTBylOLLWMX B COCTaBJ1IEHNN aKTa)

BTOM,4T03a19 TrI.B

(HanmeHoBaHMe CTPYKTYPHOro noapasaerneHns bubnmortekn)

nocTynuro 9K3EMNIIAPOB XKypHAarioB, KOMMNJIEKTOB raset

(HEHy>XHOE 3a4epKHYTb)



Mopnucu:*

* AKT nNOAMUCLIBAETCS  PYKOBOOAMUTENEM CTPYKTYPHOrO  MogpasaeneHus
OMbNNOTEKMN.

Mpunoxexue 7. POPMA AKTA O HE[JOCTAYE
AOKYMEHTOB B NOCTYNUBLUEU NAPTUA

[IpunoxeHue 7

AKTN

19 _T.




HacTtoswmn aKT cocTaBreH

(dbamMunum, umeHa, oT4ecTBa NuLL, Y4acTBYHLLMX

B COCTaBIIEHWUM aKTa)

B TOM, YTO NpY NpUeme NapTuu KHUT (U1 OPYrMX OOKYMEHTOB), NOMyYEHHbIX OT

(HaVIMeHOBaHVIe ydpexaeHud, OT KOTOpPOro norfy4eHbl KHUU

Unn apyrve OKYMEHThI)

no N ot 19 r.

O6HapyxeHo:

Mognucu:

MpunoxeHune 8. POPMA AKTA Ob
UCKNIOYEHNUN U3 BUBJITMOTEYHOIO ®OHOA
AJOKYMEHTOB OJIUTEJIbHOIO XPAHEHUA

[IpunoxeHue 8



PaccmoTpeHo Ha komuccum
Nno CoxpaHHOCTN hOHAOB

YTBEPXOAIO

MpoTokon N
or" " 19
AKT N
n n 1 9
HacTtoswmn

(mognuch Nuua, yTBEPAMBLLENO aKT)

D 19 T

aKT cocTaslieH

(damunuun, umeHa, oT4eCTBaA NNLL, Y4aCTBYIOLLMX

B COCTaBSIEHWNM aKTa)

00 ncknoueHnn ns doHaa

(HanMeHoBaHWe CTPYKTYPHOro noapasaeneHns GMenmnoTekn)

9K3eMnispoB

(ykasaTb BMA AOKYMEHTA)

Ha CyMMy py6. Mo npuunHe

(ykasaTb NpUYMHY UCKITOYEHNS)

Cnucok

BblO bIBLLMX

(ykasaTb BMA AOKYMEHTA)

Ha

JIMCTax npunaraeTcA.



CMNMNCOK O AKTY N

N || MHBeH- || ABTOp 1 LleHa KoadbdmumeHT || Konmyectso || CtommocTb
TapHbIN || 3arnaBue, nepeoueHKn 9K3eMnnsipoB
Homep || rog
n3gaHus
py0. || kon.
L || L || ||
UrneHbl
KOMUCCUMK:

MpunoxeHue 9. POPMA AKTA Ob

UCKINKOYEHUUN U3 BUBNTMOTEYHOIO ®OHAOA

AOKYMEHTOB BPEMEHHOIO XPAHEHUA

[IpunoxeHue 9

PaccmoTpeHo Ha komuccum

Nno COXpaHHOCTN hOHAOB

MpoTokon N

or"

AKTN

19

YTBEPXOAIO

19

r.

(mognuck Nuua, yTBEPAMBLLEINO aKT)




19 r.

HacToawmm akT coctaBneH

dammnum, MeHa, oT4yecTBa v,

y4acTBYHOLLMX B COCTaBIEHNN aKTa)

06 ucknoYeHun n3 oHaa

(yka3aTb BMA AOKYMEHTA)

" 3K3eMNspoB

(yka3aTb BM AOKYMEHTA)

BPEMEHHOIo XpaHeHnA

B Konn4yectBe ak3. o npnynHe

(ykasaTb NpUYMHY UCKITOYEHNS)

YneHbl
KOMUCCUM:

MpunoxeHune 10. POPMA AKTA Ob
UCKNIOYEHNUN U3 ®OHOA YTEPAHHbIX
YATATENAMU OOKYMEHTOB U NPUEME B
POHO AOKYMEHTOB, NPU3HAHHbIX
PABHOLUEHHbLIMUA



Mpumnoxenme 10

PaccMoTpeHo Ha KoMuccum
MO COXpaHHOCTUN hoHA 0B

MpoTokon N
or" " 19
AKT N
" " 1 9
HacTtoswmn

YTBEP>XXOAIO

(nognvck Nuua, yTBEepamMBLLETO aKT)

aKT cocTaslieH

(dbamunum, umeHa, oT4yecTBa nnL,

y4acTBYHOLUMX B COCTaBIIEHNM aKTa)

00 ncknouveHun ns doHaa

(HanmeHoBaHWe CTPYKTYPHOro NoapasaerieHns GMemnoTekn)

OK3.

(apyrmx AOKYMEHTOB) Ha CyMMy

no NnpuynHe yTepu Ymtatenamm n nppeme B3amMmeH nx OK3. KHUr

(OpyrMx LOKYMEHTOB) Ha CyMMy

Cnncok KHUr (apyrmx OKYMEHTOB) NpunaraeTcsi.



Mognucu:

CMNCOK N3OAHUN 1 OPYTUX JOKYMEHTOB K AKTY N

YTepsHbl yuTaTenamm 3ameHeHbl
WHuB. || ABTOP, LleHa UHB. || AsTOp, LleHa damunus
N 3arnasue, N 3arnasue, yutartens
roq rog
n3gaHus n3gaHusa
OOKyMeHTa AOKyMeHTa
py6. || kon. py6. || kon.

Mpunoxexue 11. POPMA AKTA NMPUEMA-
NMEPEOAYU OOKYMEHTOB U3 OQHOU
BUBJINOTEKU B OPYI'YIO B NOPAOKE

KHUTOOBMEHA

MpunoxeHue 11

PaccMoTpeHo Ha KoMUccum
MO COXpaHHOCTU hoHO 0B

MpoTokon N

or" " 19 T

YTBEPXOAIO

(nognuck Nuua, yTBEpaMBLLETO aKT)




CocTaBneH HacTOSALLMIA aKT B TOM, YTO

(HaumeHoBaHWe nepegatoLLent GUBNMoOTEKN)

nepenana B

(HavmeHoBaHWe GUGNMOTEKU-MonyYaTens)

NPUHANa JOKYMEHTbI, OTOBbpaHHble NpefcTaBuTenem 6MbnmoTekm

(bamunus, nmsi, oT4eCcTBO)

Ha OCHOBaHMN OOBEPEHHOCTU N oT

B KOnn4yecTtBe

KHUr 3k3., AB[
3K3.,
XypHaros 3K3., raset KOMMIEKTOB.

OO0LLel cTOMMOCTbIO

(nponucbio)

B TOM 4HucJie CTOMMOCTb AOKYMEHTOB, COCTOALLUMX Ha 6yXI'aJ'ITepCKOM yyeTe

(nponucbio)

CornacHo npunaraeMmomy CMUCKY OOKYMEHTbI

(nognuce)

caan



NpUHAN

(nognucb)
CMMCOK K AKTY N
N || AsTop, Mecto n || KonnyecTso || LleHa KoadbdmumeHT || CToMmMocTb
3arnasve || roa 9K3. nepeoueHKn
n3gaHus
pyb. || kon.

MpunoxeHune 12. POPMA AKTA O NPOBEPKE
BUBJIMOTEYHOIO ®OHAOA

[IpunoxeHue 12

PaccMoTpeHo Ha KoMmuccumn
Nno COXpaHHOCTN POHA0B

MpoTokon N

YTBEPXOAKO

(mognuck Nuua, yTBepamBLLENO aKT)




Mbl, HXKenognucasLLMecs, npeacenaresio KOMMCcCcun No npoBepke

(bamununs, ums, 0THECTBO)

7 YrneHbl komuccum*

(bamunnn, nmeHa, otyecTBa MU SOSMKHOCTHN)

COCTaBMIMM  HaCTOAWMA aKT B TOM, 4YTO HamMu B nepmog C

no " " 19 r. Oblna npoBegeHa npoBepka
6nbnmoTteyvHoro

doHaa

(HaumeHoBaHWe BMBNMOTEKN NN ee CTPYKTYPHOro NoAapa3aeneHuns)

nytem

(ykasaTtb cnocob npoBepkm)

* B cocTaB KOMMUCCUWM O0IDKHbI BXOAUTb OTBETCTBEHHLIE 3@ COXPAHHOCTb
nposepsiemoro goHaa, dyxrantep U MHaAHCUCT.



MpoBepeHbI creayowme AOKYMEHTI:

a) AKT npegblayLLen NpoBepkn ooHaa oT

6) Knura cymmapHoro yyeta 6ubnmoteyHoro gpoHaa

B) ®opMbl MHAMBUAYANLHOMO yYeTa (ykasaTb Kakue)

r) AKTbl CNNUCaHNS (UCKIMOYEHWS) KHUM U APYrMX OKYMEHTOB Mexay npegblaylien v
HacTosILLEen nposepkamm

A) JokymeHTbI, yAoCTOBEpsioLLME BblAayvy KHUM U OpYrX OOKYMEHTOB YMTaTENSM

* Ecrm vHble MeToabl NPOBEPKM, TO YKa3aTb Kakue.
B pesynbTate npoBepKkM [OOKYMEHTOB W CBEPKM KOHTPOSIbHbIX TarioHoB* C
dhopMamu HAMBUAYANBHOMO y4eTa YCTaHOBIEHO:

1. Mo y4yeTHbIM OKYMEHTaM YUCIIUTCS:

OK3. KHUI

ABLl

2. ImeeTcsa B Hannuuu:

9K3. KHUI

AB[1



3. HepocTtaet*™:

* Ecnn nHble meTtoabl NPOBEPKU, TO yKa3aTb KaKkue.
> K aKTy Heobxoanmo NPUNOHNUTb 3aknovyeHne KoOMMCCuM Mo COXpaHHOCTH

doHaoB.

9K3. KHUI

AB[1

Ha 00LLy0 cCyMMy pyo6.

(cymma nponuchblto)

Cnucok HegocTatowyx kHur, ABL] v Apyrux 4OKYMEHTOB npunaraetcs K AKTY.

4. N3 BblgaHHbIX YynTaTenam go 19 I. KHUI HE BO3BpaLLEHO 3K3. Jo
19 r. 3K3.
5. OBHapyeHO Hey4TeHHbIX B (hbopMax MHAMBUOYASbHOMO yy4eTa 9Ka3.

6. BbiBogbl KOMMCCMM MO MpPOBEpKE (O BEAEHUM Y4YETA, COCTOSIHUM YYETHbIX
[OKYMEHTOB, O HELOCTALLMX [OKYMEHTAX, O 3aepXaHHbIX KHUrax 1 T.n.)

7. MNpeanoxeHnsa KOMUCCUK:

Mognucu:
Mpencepartens KOMUCCUMn

YneHbl KOMUCCUmn




MpunoxeHune 13. POPMA XXYPHAJIA YHETA
NMPOLECCOB PASMAITHUYUBAHUA 3ATNMUCEN
B BUBJIMOTEKE

[IpunoxeHue 13

[ata pas- || HB. N ABTOpD, MpuynHa damunus, nvs,
MarHn4u- OOKyMeHTa || 3arnaBsue, pasmarHu- || OT4ecTBO,
BaHus rog usgaHusa yYmBaHus OOIPKHOCTb  Nnua,
OOKYMeHTa NpOV3BOAMBLLEIO
pasmarHuymBaHue

TexCcT OOKYMEHTa CBEPEeH IIO:
"Bubauorexa u 3akoH",
N 5, 1998 roma
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