Vreepikaaw
Jupextop MBYK « TMLIB»

E.I', Kononesnunkosa
GAoE

I

& 320452017

¢

Hucrpykuus o0 yyere J1eKTPOHHBIX JOKYMEHTOB, BXOAALINX B COCTAB
oubanoreuynoro ponaa

(Paspabomana na ocrosarnuu Ipuxaza Munucmpa Kyaomypwt Poccuiickoit Deoepauuu
om 8.10.2012 2. Nel077 «O6 ymeepucoenuu Ilopaoka yuema OOKyMeHmos, 6XOOAWUX &
cocmae bubanomeuno2o honoar)

[. Obmme nonomeHus

1.1. Y4er 91eKTPOHHBIX JOKYMCHTOB Oubnuorteunoro Gonua #BASCTCH  OCHOBOMH
OTUCTHOCTH M TIAHHPOBAHHS JACATEIIHBHOCTH OHOIMOTEKH, CNOCODCTBYET O0SCHEHEHHIO Cro
COXPaHHOCTH.

1.2, VYuer BrIOHaeT PErucTpalHio TOCTYIUICHHS  JICKTPOHHBIX  JIOKYMEHTOB B
oubanoTe b oI, UX BHIOBITHA W3 (OHAA, HTOrOBLIC JIAHHBIC 0 BenUuHHE (00beMe) Beero
GuGmoTeuHOro (POHA H eTO0 TOJIPa3/Ieion, CTOMMOCTE (hoHa.

1.3. VYuery moanexar Bce IEKTPOHHBIC AOKYMEHTHI (NIOCTOAHHOIO, JUIMTE/IBHOIO,
BPCMEHHOIO XpaHeHHs), nocrynaioume B (oHjx Gubimorexn  BbiObBaomwme u3 (HOHILA
OHOMHOTEKN, HE3ABMCHMO OT BHJIA HOCHTEH,

1.5. VYuyeT 3MeKTPOHHBIX [OKYMEHTOB BEIETCH B PEIHCTPAX HHIMBIIYLIBHOIO M
CYMMAPHOI'0 YYETa B TPAAMIHOHHOM M (MIIH) 2JICKTPOHHOM BHJIC.

1.6 K 00BexTaM JUIMTCIBHOTO XPaHEHHS OTHOCATCHA W3IAHHA HA ONTHHCCKHX KOMMAKT-
JAHCKaX € VCTONYMBBIMH TOTPEOMTENBCKHMM CBOHCTBAMM M JOKYMCHTBI, HE HMeloume
HHAMBHAYAIEHOTO MATEPHAIBLHOIO HOCHTENSN, NPH YCIAOBUH, YTO OHHM HaXOIATCA HA CepBepe
OubMoTeKH. DTH AOKYMEHTBI YYHTHIBAIOTCS 110 COOTHETCTBYIOMICH TEXHOIOIHH ¢ NPHCBOCHHEM
MHBEHTAPHBIX HOMEPOB. Be3 MPUCBOSHHA HHBEHTAPHBIX HOMEPOB OCYILECTBINCTCA YHET JIHCKET,
M3aHHIT HA ONTHYECKAX KOMIAKT-1HCKAX BPEMEHHOTO MOIb30BAHNA W 2TICKTPOHHEBIX KYPHAIOB,
K KOTOpbIM OMOIMOTEKA OCYIIECTBINCT NCTHTHMHBIH IOMTOBPEMEHHBIH J0CTYI, Yuery He
MOJUICKAT OCHOBHOM MAaCCHB JOKYMEHTOB, MMeionmx obpamenue B HMHTEpHETE, MOCKOIBKY
OTHOIIEHHE K HHM OMOIMOTEKH PABHO OTHOWICHHIO KO BCEMY MACCHBY NEHaTHBIX AOKYMCHTOB,
Haxosumxes BHE e¢ (GOHIOB, maxe TeX, K KOTOPhIM €¢ TOIB30BaTeNIH HMEIOT JOCTYTI
nocpencTeom MBA.

2. DNeKTPOHHBIE JIOKYMEHTHI



2.1 K 27eKTPOHHBIM JOKYMEHTaM OTHOCATCH JOKYMEHTBI Ha CBEMHBIX HOCHTCIAX
(KOMNaKT-1HCKH, (QUICI-KapTsi M JIP.); AOKYMEHTbI, PA3MEUIACMbIC HA KECTKOM JIHCKE
KOMITBIOTEpPA (cepBepe) OuONMOTEKH M JOCTYIHBIE MOML3OBATCIAM HCpe3 HHOOPMALHORHO-
TeNCKOMMYHHKAIMOHHBIE CETH (Jalee - CETEBBIE IOKATHHBIC JOKYMCHTHI). JIOKYMEHTbI,
pasMelaeMble HA ABTOHOMHBIX ABTOMATH3HPOBAHHLIX PAOOUHX CTAHUMAX OMOAHOTEKH (aaiee -
WHCTA/UIMPOBAHHBIE JOKYMEHTHI); JOKYMEHTBI, Pa3MCUICHHBIC Ha BHCIIHHX TEXHHUCCKHX
CpejcTBax, ToxyqaeMele OHOMOTEKON BO BPEMEHHOE MOJIL3OBAHHE Hepes HHPOPMALIIOHHO-
TECKOMMYHHKAIMOHHBIC CETH HA YCIOBHAX JI0r0OBOPA, KOHTPAKTA, JIMLCHIHOHHOIO COTIIALLCHI
¢ MPOU3BOAMTENAMHA HHPOPMAIIHH (JIa/iee - CETEBLIC YIATCHHBIC TOKYMEHTHI).

2.2 EMHMIaMH YHeTa 2ICKTPOHHBIX JOKYMCHTOB HA CHEMHBIX HOCHTEIAX HBIAIOTCH
IKIEMILISP U HA3BAHHE.

2.3 Kak OT/e/bHbI K3EMIUIAD VUHTBIBACTCS KX bl aBTOHOMHBI OOBEKT (KOMMAKT-
JIHCK).

Kag or1ae/mpHbIe IK3EMIUIAPBl MOTYT VHHTBIBATECH NMPHIOKCHHS K PA3JIHYHBIM H3AHIM,
BBITQIHAIOUINE CaMOCTOATEIIBHEIC Q)}'HKHMH. 4 TaKIKE€ MCHOIb3YCMBIC B paGO'rc OTJCIABHO OT
OCHOBHOTO M3aHHUA.

Kak OT/e/BHBIE 3K3EMILTAPHI HE YHHTBIBAIOTCH KOMIAKT-IHCKH, €CIIH OHH NPEICTaBIAIOT
coboit BKIAIKY (BIOXKEHHE) B H3IaHHE HIIH €r0 HEOTBEMIIEMOC NIPHIIOKRCHHE.

2.4. Kax 0JIHO Ha3BAHHE YHHTHIBAIOTCH:

OTCIBHO BBIMYIIECHHBI KOMITAKT~THCK;

Ka#Ibil  KOMITAKT-AMCK, BXOASIIMA B HYMEPOBAHHYIO MIIH HEHYMCPOBAHHYIO CEPHIO
INCKTPOHHEIX H3aHHM:

KOMIUICKT KOMITAKT-/IHCKOB, O0bEIHHEHHBIX 0OIIHM Ha3BaHHEM!

H3TAHHBIC B Ka9ecTBE CAMOCTOSNTETBLHBIX WINAHWA TPHIOKCHHA K M3IaHMsiM 1100010
JPYTOTO BHAR, WMEIOMHE COOCTBEHHOE 3aIflaBMe M AONYCKAIOUIME HX HCMOIL30BAHHE 6e3
oOpatieHns K OCHOBHOMY H3aHHIO.

2.5. B jokymenTax Ha Quiel-KapTax ¥ BHCUTHAX HOCHTEIAX KaK OIHH IK3CMIUIAD H OZHO
HA3BAHHE YUMTHIBAETCS KaXIOE [EJIOCTHOE [MPOM3BEACHHE, HMEIOUIEE CaMOCTOATEIbHOE
3arjaasue.

2.6. EAMHALAMH YHETa CCTEBBIX JOKATbHBIX H HHCTAWUIHPOBAHHBIX JIOKYMCHTOB ABIAIOTCA
AK3eMIIAP (VCIIOBHAS €IMHHIIA YHeTd) U HAa3BAHHE.

Kak 0HO Ha3BAHHE YUHTRIBACTCH LEJOCTHOE IPOH3BEICHHE, HMEIOIICE CaMOCTOATE/ILHOE
3arIaBHE, BHE 3aBHCHMOCTH OT e€ro npeacramieHms. Kak oana eIMHHMI@  yuMThIBACTCH
NONOJIHACMBbIH H OOHOBIAEMBIA TEKTPOHHBIH JIOKYMEHT.

IKIEMINAPOM  MBAAETCH JOKYMEHT B OnpejencHHOM (Qopmare  Xpanenus — win
npeacTasieHns. GopMaTsl OJHON H TOH e eAMANIIE! KOHTEHTA YIHTHIBAIOTCA OTACIEHO.



2.7. EAMHHIIAMH Y9eTa CETEBBIX YQICHHBIX JOKYMEHTOB SBASIOTCH DK3SMILIADP (YC/IOBHAN
eAMHMIA YYeTa) 1 HasBaHue.

Kak oM O9K3eMIUISp M ONHO Ha3BAHME YWUHTHIBACTCH KaXJIBIA IOTHOTEKCTOBBIH
WICKTPOHHLIA JOKYMEHT, WMEIONIHI CAMOCTORTEILHOE 3arjaBue, BRIIOHMCHHBI B NakeT, K
KoTOpOMY oopMIEHO NpaBo JocTyna y ero npoussoauTesd. Kak o/iHa eaMHNLa yUHTHIBACTCH
MONOIHAEMBIH ¥ OOHOBIsIeMBIH YICKTPOHHBIH JTOKYMEHT.

3 YueT nocTyIUICHHS IIeKTPOHHBIX JIOKYMEHTOB B OubuHoTeuHsit Gou

3.1 DAeKTpOHHBIE AOKYMEHTHI IOCTYNAOT B GHOINOTEKY H BKIIOYAIOTes B OnOIHOTCYHbIH
Gorx B pesynbrare MOCTABKH O00A3aTENBHOrO IK3EMMNAPA, TMOKYNKH (MOJANHCKH, 00MeHa,
J@PCHHA, NOKEPTBOBAHMS, KOTTHPOBAHAA OPHTHHAIOB W3 Gonaa dubimorexkn).

3.2. JIOKYMEHTBI NMPHHAMAIOTCS MO NMEPBAYHBIM YHETHBIM JAOKYMEHTAM (HAKIaAHas, aKr).
BKJTIOYAIOIIHM CITHCOK MOCTYTUICHHI,

[TpueM MOKYMEHTOB, MOCTYNAOMMX B OnOnanoTeky 0€3 MEpBUYHBIX JOKYMEHTOB Ha
GeasosMe3aHol  ocHOBe  (0Os3aTesibHBIC  DK3EMILIAPBL,  JICHOZHTHBIE  JK3CMILISPLI
MEAUTYHAPOAHBIX OpraHu3aumii, 6e3B03Me3AHbIC [IOCTYIICHHS U3 HEH3BCCTHBIX H AHOHMMHBIX
MCTOYHHKOB), OQOPMISETCH aKTOM O NPUEME TOKYMCHTOB.

3.3. [lpneM DOKYMEHTOB, MOCTYMAIOUMX B OHOIHOTEKY OT 10PHAMHECKOTO, (DHU3HUYCCKOIO
JMl@ B BHJAE Jiapa ¢ yKa3aHHEM €ro HazHauyeHus JUId nonoianenus Onbnmorevnoro (hoHia,
oopMIISeTCst  JOroBOPOM MOXKEPTBOBAHMS B COOTBETCTBHHM ¢ ['pamiaaHckum  KOAEKCOM
Poccuiickoit @enepannn (cr. 574, 582).*

34 OueHka CTOMMOCTH JJICKTPOHHLIX MNEPHOIAHYECKHX W3JaHHi, NOCTYNAMHX 8
OuONMHOTEKY HAa BPEMEHHOE XPaHEHHE, HE MPOH3BOINTCS.

3.4.1. DACKTPOHHBIE JIOKYMEHTBI, MOCTYNAIOuME B OUOIHOTEKY, NOICKAT CYMMAPHOMY
yHeTy.

3.4.2. Cpenenus o BxiuouaeMeix B OuOnuoreunstit QoA fokymeHTax (HKCHPYIOTCH B
KHHTE CYMMapHOTo yuera Oubanoreusoro gouna

PerncTpsl CyMMapHOro y4era JOJKHBI MMETh 3aroJioBOYHBIC JAHHBIE: HAHMEHOBAHHE
perucTpa, HaMMEHOBAHHE OPraHM3alliH, NoapasjieneHus. B perncTp BHHCHLIBAIOTCA AAHHLIC O
NOCTYNUBILCH MAPTHH AOKYMEHTOB: JaTa M MOPAAKOBBIN HOMEP 3aiHCH (MOPAIKOBBI HOMED
3AMMCH ©XEeroHO HaumHaetTces ¢ Ne 1), HCTOYHHK TMOCTYIUICHHS, HOMEP W Jarta NEpPBHYHOTO
YHETHOrO JOKYMEHTA, KOHYECTBO MOCTYIHBIIHX TOKYMEHTOB H CTOMMOCTS.

3.4.3. CymMMapHBIil yqeT NOCTYIUICHHS IEKTPOHHBIX CETCBRIX JIOKAILHLIX AOKYMEHTOB
BEJAETCSH B JIEKTPOHHOM PeecTpe B COOTBETCTBHM ¢ mokasatessmu n, 5.3.1, ¢ vkajaaueMm JaThl
3arpy3Kd MOCTYTUICHAH B CHCTEMY,



3.4.4. CyMMapHBlii y4eT MOCTYIJICHUA 3ICKTPOHHBIX CETEBBIX YAWICHHBIX JOKYMCHTOB
BEJICTCS B HICKTPORHOM PEECTPE ¢ OTPAKCHHEM CIICAYIOIMX NOKA3aTENeH: 1aTh W NIOPAAKOBOTO
HOMEpA 3aITHCH, PEKBU3NTOB JHIEHIHOHHOIO JI0TOBOPA (HA3BAHHSA M HOMCPA JIOKYMEHTA, CPOKA
ero feficTBHA, CTORMOCTH), KOHYeCTRa 6a3 NaHHBIX (IAKETOB) W BKJIIOYCHHBIX B HHX HA3BaHMIT,

[lpn mozcHeTe CYMMapHOTO KOJMMYECTBA Hazsauuil HCKmoOHaloTest JlyGampyioumecs
HA3BAHWS B NaKeTax Ha oHoil niardopme.

3.5. JIOKYMEHTBI, NMOArOTOBICHHBIE K IpHeMy B OuOAMOTeYHBIH (OHI. HOABEPraloTes
nepsutHOil 06paboTKe M HHIMBHIYATBHOMY YUeTy.

MamBnyabHbIH y9eT IeKTPOHHBIX CETEBBIX JIOKATBHBIX JOKYMCHTOR OCYMECTBIACTCH
myTeM BBOjJA B 0a3y MAHHBIX MeTaMH(QOPMALMH O 3arpy3ke JOKYMCHTd B JJICKTPOHHYIO
GHOMHOTEKY ¢ aBTOMATHYECKHM IPHCBOCHHEM WACHTHQUKAIMOHHOTO (CHCTEMHOIO) HOMEpa
K&KIAOMY JOKYMEHTY.

MHANBUAYATLHBIH YUET MEKTPOHHBIX CETEBBIX YALTCHHBIX JIOKYMEHTOB OCYUICCTRIACTCH
8 OMeKTPOHHOM BHJE MyTeM perucrpamin Oa3 AauiblX (makeros) Oe3 NPHCBOCHHA UM
PETHCTPRIHOHROIO HOMEPA.

B peectp WMHAMBHIYATBHOTO YHETd CETECBBIX YAAICHHBIX JOKYMEHTOB BKIIOHAIOTCA
OCHOBHBIC XAPAKTEPUCTHKH Oa3zbl JAHHBIX (naxeta): onMcanne Oadhl JaHHBIX (HA3BAHHC,
npow3BoaMTeb, TAaTopMa M (WIH) aapec BXOIA), CPOK OKOHYAHWS Tpasa JOCTyNa,
KOTHYECTBO HA3BAHMI, BXOASIIMX B 6a3y AaHHBIX (ITAKET).

B KOMHYECTBO HA3BAHWI BKTHOMACTCH OOIIEe KONHYECTBO MOJIHOTEKCTOBBIX JIOKYMCHTOB
(KHMI, KYPHAQIOB, raser, TATEHTOB, CTAHIAPTOB M APYIHX JIOKYMCHTOB, YWHTBIBACMBIX B
GuonHoTeke), He BKTIOMAOTCH B 9TO KOAMHECTBO JOKYMEHTBI, KOTOPBIC OOBIMHO HE H3AAUOTCH
OTACTBHO B TevaTHOM (BopMarte, Takue Kak NpOQIHIN KOMIAHMIl, CTATHCTHHECKHE TabMLE,
aHaTHTHYECKAE MaTepuansl MapxernHra, Jlis 0a3 aaHHbIX (MakeToB), HE COACpHAMMX
[10JIHOTEKCTOBBIX IOKYMEHTOB, B peKBH3NTe "HazBaHHe" MPOCTABIACTCH CAWHII.

3.6. 3JICKTPOHHHE CETEBBIC TOKANbHBIC JIOKYMEHTh! U YICKTPOHHBIC CCTCBRIC VIGQJICHHbIC
JIOKYMEHTBI unemcbuunpylorrca ClEUHATBHBIMHE [1POrpaMMHBIMH CPEIACTBAMM,

4. Yuer BpIOBITHS TIOKYMEHTOB 13 OnbimoTednoro Gonia

JlokymenTs! BHIOBIBAIOT K3 OuGMoTewHOrO (OHAA B CBA3M C (hu3uteckoit yrparoil win
yacTHuHOll JMGO MOMHON YTPaTOll MOTPEOHTENBCKHX CBOHCTB, BGbBAIOUINE JIOKYMEHTHI
HCKTIONAIOTCH M3 OMOMMOTEYHOro (OHAA W CIHCHIBAIOTCH € BOIMOKHOCTBIO MOCIE/yIOmCH
He3soIMe3IHO iepesadn B Apyrie OudiHoTeKH THO0 peain3aliy.

4.]. Mckmodenne JOKYMEHTOB 3 OubimnoTedHoro (POHAa JOMYCKASTCH MO CISAYIOUIHM
NPHYMHAM: YTPATa, BETXOCTh, Je(EKTHOCTD, YCTApENocTh 110 COACPKARMIO, HENPORHIBHOCTS,



4.2. DIeKTPOHHBIE CETEBbIE JIOKAILHBIC [IOKYMEHTHI VIIAOTCH W3 HJICKTPOHHOMH
OMOIMOTCKH HA OCHOBAaHMHM AKT4 O CIHCAHHKW ¢  YKQ3aHHEM INPHYHHBL  HCKIIOHMCHHA,
HanmeRoBaH#e, HOMEpP W J1aTa aKTa BBOSTCS B 0aly JaHHBIX B KAueCTBE METanHQOPMAlHH K
COOTBETCTBYIOIIEMY AOKYMEHTY.

Ha oCHOBaHMH BBEACHHBIX CBEICHHH MPOrpaMMHbBIM criocofoM dopMHpPYeTCs nepeteHb
AKTOB 0 CIHCAHHH (PEecTp CYMMApHOTO yHeTa BBIOBITHS CCTEBBIX JIOKATBHBIX JAOKYMEHTOB) H
fepedeHs CIHUCAHHBIX OOBEKTOB IEKTPOHHON OHOMHOTEKH (PeecTp WHAMBHAYAIBHOIO yHeTa
BBIOBITHA CETEBBIX JTOKAIBHBLIX JIOKYMEHTOR).

4.3. BuibiTHE 2MEKTPOHHBIX CETEBBIX YIQICHHBIX AOKYMCHTOB He OQopMIseTesd
CTIEIHATBHEM A0KyMenToM. TToaTBepiIeHHeM BHIOBITHS ABIACTCH HCTCUCHHE CPOKA JICHCTBIA
JIOKyMeHT4 (JI0rOBOpa, KOHTPAaKTa, JHISH3HOHHONO COTJIACHHS), OOPMIIEHHOTO Ha MPaso
J0CTYNA K OnpeaeieHHoN 6a3e JaHHBIX (IAKETY) CETEBBIX JIOKYMCHTOR, H OTCYTCTRHE OFOBOPA,
KOHTPAKTA, TMIEH3UOHHOTO COTTIAIICHHs, OPOPMICHHOIO HA HOBBIH CPOK.

5. [lpoBepKa HAHYHA MNEKTPOHHBIX JOKYMEHTOB B COCTaBe GHOIMOTEHHOTO dona

5.1. TlpoBepKka 2JIEKTPOHHBIX CETEBBIX JIOKAIBHBIX JOKYMCHTOB OCYIIECTRIALCTCH 110
KOAHHECTBCHHBIM MMOKA3ATENAM, & TAKIKE M0 KOHTPOJIBHBIM CYMMaM, MO3BONAIOUINM BRIABHTE
H3MCHCHHA B JIOKYMCHTE.

[NposepKa JOCTYITHOCTH JIEKTPOHHBIX CETEBBIX YIAICHHBIX JIOKYMEHTOB OCYIICCTRIACTCH
C aJIpecoB BXOJ@, YKA3aHHbIX B PETHCTPE HHAMBHIYATBHOIO yyeTa,

5.2. Cpoku XpaHeHHs JOKYMEHTOB YCTAHABIHBAIOTCA B COOTBSTCTBHH C [pukazom
MuHncTepeTBa KyabTypsl Poccuiickoii @enepaunn ot 25.08.2010 Ne 558 OG yrsepuiaerin
"TlepeyHsi THTIOBBIX YTIPABICHUECKAX APXHBHBIX JOKYMCHTOB, oOpaszylolmxest B [polecce
JIeATeIbHOCTH TOCYA4PCTBEHHBIX OPIdHOB, OPraHOB MECTHOTO CaMOYIIpABICHUS H Opraiu3anmi,
¢ yKa3aHWeM CPOKOB XpaHeHHs'", 3aperucTpHpPOBAHHBIM MHHIOCTOM Poccuitckoit Menepannu
08.09.2010 Ne 18380.



