UCIIOJIHUTEJIbHBIM KOMUTET AJIEKCEEBCK

AJIEKCEEBCKOI'O MYHMULIMITAJIb PAMOHBIHBIH
MYHULIMITAJIBHOI'O PAMOHA bAILIKAPMA KOMUWTETDI
PECITYBJIMKU TATAPCTAH TATAPCTAH PECITYBJIMKACHI
MNOCTAHOBJIEHUE KAPAP
/0. 0¥ M/f n.r.7.AnekceeBckoe NQ ///

00 yrBepxaennu [lopsiaka opranuzauun

yuyeTra apXHBHBIX JOKYMEHTOB H CXeMbl

OpraHM3auMu ydera (pOHI0B, 1e]1 B apXHBHOM OT/1eje
HcnoHuTeIbHOrO KOMHTETA AJleKCeeBCKOro
MYHULIHIAJIbHOTO paiiona Pecnybosnku Tataperan

B cBs3u ¢ ynopsiiodeHMeM OpraHu3alliu y4deTa apXWBHBIX JOKYMEHTOB B apXHBHOM
orpesnie  McronmHuTenbHOro  KoMurera  AJIGKCEEBCKOTO  MYHULMMOAIBHOIO — pailoHa
Pecnyonuxu Tatapcran,

NOCTAHOBJIAIO!

1. YTBepaurs:

1.1 Ilopsinok opranu3zaumu y4yeta apxuBHbIX Jo0KyMeHTOB ([ Ipunoxenue 1);

1.2 Cxemy opranuzanuu ydera ¢GoHAOB B apxuBHOM otneie McnomHuTtenbHOro
KOMHUTETa  AJIEKCEEBCKOrOo  MyHMUMNanbHOro  pailoHa  Pecnybnuxku — Tarapcran
(ITpunosxenue Ne 2);

1.3 Cxemy opraHuzalMu ydera Jesl B apXMBHOM otnaeie McnoaHuTenbHOro
KOMHMTETa  AJIEKCEEeBCKOro  MyHULMNalbHOro  pailoHa  Pecnybnuxu — Tarapcran
(ITpunoxenue No 3).

2. KoHTponb 3a HCIOJHEHHEM  HACTOSILIEro IIOCTAHOBIEHHUS BO3JIOXKHUTH Ha
ynpasistoumero geinamu McenoaHuTenbHOro komurera AJIEKCEEBCKOro MYHHULIMIMAIBLHOIO
paitona Pecnyonuku Tarapcran FOcynosy . A.

PykoBoauresan
HcnoHUTEIbHOr0 KOMHTETA C.A. JlemugoB




[Tpunoxenne Ne |

K MOCTaHOBJIEHHUIO

HcnonHuTenbHOro KOMUTETA
AJIEKCEeBCKOro MyHHUUMAIBHOIO paiioHa
Pecny6onuku Tarapcran

ot /LOL.A0AL Neo /7

MOPSIIOK
opranusaunuu yYuera apXuBHbBIX HOKYMEHTOB

Hacrosmmii nOKyMeHT onpezenseT MOpsAoK y4yeTa apXUBHBIX JOKYMEHTOB B
apXUBHOM OTZEJIe. YUeTy IOAJIEkKAT BCE XPaHsILHECs B apXUBe JOKYMEHTBI, He3aBHCHMO
oT (opMbl COOCTBEHHOCTH W MeCTa XpaHEHHs, B TOM 4YHCJle HEONMCAaHHbIE U
Henpo(uibHbe U JAaHHOTO apxXuBa, a TaK)Ke CTPaxOBble KOMHH JOKYMEHTOB M KOIHH
(oHza MOJIL30BaHUS, ONTUCH JIe]l U IOKYMEHTOB.

B apxuBe BeyTCsi OCHOBHBlE W BCIIOMOTAaTeNbHbIe YUYETHbIC JIOKYMEHTBI. Yder
JOKYMEHTOB BEJIETCS TaKXKe B aBTOMATH3UPOBaHHOM pexkume. CoctaB v (hOPMbI yUETHBIX
JOKYMEHTOB onpenelieHsl «lIpaBuiiaMu opranuzauuu XxpaHeHUs, KOMIJIEKTOBAHHS, y4yeTa
U UCIIOJIBb30BaHUs JTOKYMEHTOB ApxuBHOro (onnaa Poccuiickoit @enepaunu ». CoctaB u
(GopMBbI BCIIOMOTraTesIbHbIX JJOKYMEHTOB OIPEEIISIOTCS apXHUBOM CaMOCTOSATENLHO.

OCHOBHBIMM YUYETHBIMH JJOKYMEHTAMH SIBJISTIOTCSI

- macnopt apxusa Ha 01.01. ciemyrouiero 3a OTYETHBIM TOJIa;

- KHUI'a y4eTa MOCTyIUIeHUH JOKYMEHTOB;

- CIIUCOK (DOHJIOB;

- uct QoHna,

- KapTouKa (hOH[IOB;

- eso ¢poHpa;

- OIUCH JIelT;

- peecTp onucen;

- CBeJIcHUsl 00 M3MEHEHMsIX B cocTaBe M oObeMe QoumoB Ha 01.01. cremyrouiero
3a OTYETHBIM roJ1a.

[Ipy nepBUYHOM MOCTYIJICHUHU JOKYMEHTOB B apXHB, OHH YUYUTBIBAIOTCS B KHUTE
y4eTa MOCTYIUIEHUH JOKYMEHTOB, B KOTOPYIO ITOCJIEIOBATEIBHO BHOCSTCS BCE MEPBUUYHBIE
U TIOBTOPHBIE MIOCTYIUIEHUs JOKYMEHTOB Kaxxaoro (ponaa. Hymepanus nocryrieHus
BEJIETCs B BAJIOBOM IOPSIAKE B IpeJiesaxX JeJoNpOU3BOICTBEHHOTO ro/ia.

Ecnu donpa nocrynaer Bmepsble, TO HOMep (OHAA MPOCTABNISETCS B KHUIE yueTa
NOCTYIUIEHHs. JIOKYMEHTOB IIOCJIE€ €ro MNpHCBOEHMs 1o crucky ¢GouHmoB. Ecmu
INOCTYNUBIIME B APXMBHBIM OTHEN JOKYMEHTBI SIBJSIIOTCS 4acThio (oOHIa, YiKe
HaxOJIIIErocs Ha XpaHeHWH, TO B COOTBETCTBYIOLIEH rpade KHUTM yKa3bIBaeTCs HOMeED,
IIPUCBOEHHBIN 3TOMY (OHITY paHee.

ExxeronHo B KHHrax ydera IIOCTYIUICHHH JIOKYMEHTOB TOJBOJAMUTCS MTOT
NOCTYNUBIUMX 3@ rof Ae. JJaHHbIe UTOrOBOM 3aMMCcH O KOJMYECTBE MPUHSTHIX 3@ T Jel




JOJKHBI COOTBETCTBOBATH JAHHBIM CTaTUCTHYECKOM oTyeTHOCTH (hopma Nel «ITokaszarenu
«OCHOBHBIX HarpaBlIeHUH pa3BUTHS apXHUBHOTO nena
B apXuBHOM otjese...» Mudopmanus o noctynupiieli  3a  roa  JOKYMEHTOB J0JDKHA
OTpaXkaTbCsl B JUCTe (POHIA, KapTOouke (OHI4, B HTOrOBLIX 3alMCAX K OMUCAM e, B
«Cpenenusx 00 U3MEHEHHUSX B COCTaBe U 00beMe (HOHIOBY.

Jlanee JOKYMEHTBI BHOCSITCSI B CIHCOK (OHIOB, KOTOPBIA NpeaHa3zHaueH s
NO(QOHIOBOTO M KOJIMYECTBEHHOTo y4era (OHIOB, OOBEIUHEHHBIX apXUBHBIX (DOHJIOB,
IIPUCBOEHUSI UM HOMEPOB I10 Mepe MOCTYTIUICHUS B apXUB.

B cniucok ¢on1oB hoH 3anMChIBACTCS TOJIBKO OJIUH pas, MPpH MEPBOM MOCTYILIEHUN
JOKYMEHTOB B apXMBHBIH oraesn. Homep no crnucky ¢oHAOB siBIsieTCss HOMepoM (oHa.
3aTeM 3TOT HOMEp MPOCTABISETCS Ha BCEX APYTHX YUETHBIX JOKYMEHTAX — OIMCH, JIUCTE
¢onna, xaprouke Gonpaa, gene Gonaa, akrax u T.1. OObeIUHEHHOMY apXUBHOMY (DOHILY,
00pa3oBaHHOMY M3 (DOHJIOB, YUTEHHBIX paHee CaMOCTOSITENbHO, NPUCBAMBAETCS OIMH W3
HOMEpPOB (OHJOB, BKJIIOYEHHBIX B COCTaB oObeanHeHHOro ¢(onma. OcBoOOAMBIIHECS
HOMEpa MOIYT OBITb IPHUCBOEHBI APYTUM (GOHIAM, €CIH MOMOIMHHO M3BECTHO, YTO
JOKYMEHTBI (JOHJIa paHee He UCIOJIb30BATUCh U HE BKIIIOYAIMCH B KATAJIOIH.

Haspanue apxuBHOro (oHAa BHOCHUTCS B CHHUCOK (DOHAOB Ha OCHOBaHUU
HUCTOPUYECKON CIIPAaBKU WM TUTYJIBHOTO JIUCTA OMUCH JIeN, JOKYMEHTOB.

K cnucky (oHIOB cocTaBisieTcss UTOroBasi 3aldch Ha | sHBapst KaxI0ro roga oo
o0lEeM KoJauuecTBe (DOHAOB HAXOJIIIMXCS HA XpaHEHHH, WX KOJUYECTBO JIOJIKHO
COOTBETCTBOBATh MNAHHBIM Iacrnopra apxuBa. OTAEIBHO TEPEUYHUCISIIOTCS CBOOOIHbIE
HOMEpa, a TaK)Ke HoMepa (OHJIOB, NepelaHHbIe B APYyTrHe apXUBbBI U CHATBIX C yUeTa.

JIuct doHaa cocTaBisieTcs Ha KaX bl apXMBHbIA GoHI. B HeM yuuThIBaOTCS Bee
JOKyMeHTbl (hoHIa, BKIOYas HeomucaHHbele. JlucT ¢oHma packpbiBaeT AMHAMHKY
M3MEHEHMH cocTaBa (POHMA U cocTosiHUE (DOHIA. DTO OCYILIECTRIISIETCS HA OCHOBE 3anucei
0 MOCTYIUIEHUH U BbIOBITUH JOKYMEHTOB.

JIuct oHma MoOKeT OBbITh MepecocTaBleH TOJNBKO B Cllyyae, eclid OH HeHCIPaBUMO
MOBPEXJIEH WJIM TepecTaeT oTpaxaTrh (aKTHUYECKOE COCTOSIHHE W O0BbeM apXHBHOTO
donma, nocie nepepadoTKu apXHUBHOIO dboHna, YTOYHEHHUSI UCTOPUH
(ponnoobpaszoBatess. B ciyyae mepecocraBiieHust jucTa (QOHAA paHee JEeMCTBOBABIIMA
aucT QoHja nomeuaercs B feno ¢oHaa. B BepxHem mpaBoM yrity 000uX JIMCTOB (oHIa
JieslaloTes  OTMETKHU: «JIMeT mepecocraBiieH» ¢ yKazaHWMEM JaThl MEpecoCTaBlICHHUS,
JNOJDKHOCTH M TOANMCH JIMIA, OTBETCTBEHHOIO 3a y4eT, JIMCThl (POHIOB XPaHUTCS B
nopsizike HoMepoB (DOHJIOB B MaJIKe C KiarnaHamHu.

K Jjucram QoHmoB BemyTcsi ykaszareild JUIsi ONEpPaTHBHOTO MOUCKAa apXHBHOIO
JIOKYMEHTOB TOH WJIM MHOU OpraHu3aluu.

Ha kaxnplif npuHsTBIA B apXuB (HoHI 3aBoaAUTCS 110 (oHIa, Kyda MOMEIarTCs
BCE JOKYMEHThl 1O HCTOpUH (oHmooOpazoBaressi U camoro (hoHaa: HCTOpUUecKas
CIIpaBKa, JOTOJHEHUE K HEeH, aKT npueMa — nepejavu JOKYMEHTOB, aKT U JIMCT MPOBEPKH
HQJIWYUS U COCTOSIHMUS JieJl, aKT O BblJaue Jesl BO BPEMEHHOE MOJIb30BaHUEe, aKT O He
obHapy>)XeHUH JeJl, IYTH pO3bICKa KOTOPBIX HMCYepIlaHbl, aKT O BBIJCIEHUH K
YHUYTOXKEHHIO JIOKYMEHTOB, aKT ONUCAHUS JOKYMEHTOB, epepaboTKH OMUCEH U JIp.

Hena  ¢ongoB, BolleAMX B cOCTaB  OOBEAMHEHHOrO apXHBHOrO (hOHIA,
BKJIFOYAIOTCS B €ro Jiesio GoHaa.




Bce noxymenTsl B gene  (oHAA  pacrojaratorcsi B XPOHOJIOTMUYECKOMH
MOCJIeIOBATEILHOCTH MX cocraBieHus. Ha 1nokyMeHTBl Jena ¢oHAa COCTaBJseTCs
BHYTPEHHsIsI OINMHUCh, JIUCTHI aena ¢ouna Hymepyrorcs. K neny ¢onpa cocrabisiercs
3aBepuTesbHas Haanmuch. Jlena (poHI0B XpaHsTCs B MOPsiIKe HOMEPOB (POHIOB.

OpHUM U3 MyTel COBEepLICHCTBOBAHUS yueTa JIOKYMEHTOB sIBJISIETCSl TakKe padora ¢
IJIaBHBIM ~ YYETHBIM JOKYMEHTOM — OMUCSIMU.  ONUCH  clly)ar  JJIsl TOEAMHUYHOIO U
CYMMapHOTO y4eTa JieJ BHYTpH (oH/a.

Jleny, BKJIIOYEHHOMY B OIMCh, IPUCBAUBACTCS HOMEp, TMOJ KOTOPbIM OHO
YUUTBIBaeTCs. YIMpaBleH4ecKass JIOKyMEHTalus, JIOKYMEHTbl [0 JIMYHOMY COCTaBy,
MOXO03MCTBEHHbIE KHUTY YUUTBIBAIOTCS, KaK MPABUJIO, IO OTAEJIBHBIM OIMHUCSM.

OmnwucsiM MPUCBAaUBAIOTCS YUETHBIE HOMEepa 110 JIUCTY (oHAA.

B xa)xqom ronoBoMm paszjiesnie ONucH Ies1aeTcsl UTOroBast 3arMuch, B KOHLE BCEH ONUCH
oopmsieTcst cBoJIHAsI KTOroBast 3anuck. [locie kax10ro NOCTyNAEHUS! WK BbIOBITHS J1€J1
COCTaBJISIIOTCSI HOBBIE UTOTOBBIE 3aMUCH K OMUCSIM. DTH U3MEHEHHUs] OTPAXKAIOTCS TAKXKE B
«CaenieHusix 00 HM3MEHEHHsX B cocTaBe U oObeme (OHJIOB Ha | sIHBapsi clielyrollero
roga». Ilpu HeoOXOAMMOCTH IJisI y4eTa JNOKYMEHTOB B JeJie COCTAaBJSEeTCS BHYTPEHHSS
omuch Jena. Ha JOKyMEHTBbl TOCTOSIHHOIO XpaHEHHsl COCTaBJSIIOTCS ONUCH B 4-X
sK3eMILIsIpax, KoTopble yTBepxkaatorcs Ha IIIMK ["'ocynapcTBEHHOrO  KOMHUTETa
PecnyOnuku TaTapcTaH no apXMBHOMY Jiely.

Ecnu omnuch nepepadoraHa (yCOBEpLIEHCTBOBAHA), TO OAMH JK3EMIUIAp paHee
JIeMCTBOBABIIICH OMUCH BKJIIOYAETCS BO BHOBH COCTABJIEHHYIO OMUCH MOCIEIHUM YUETHbIM
HOMEpOM, OCTaJbHble JK3eMIUISIpbl BBIAEISAIOTCS K YHMYTOXKEHHMIO B YCTAHOBJIEHHOM
NOpsIJIKE.

PeecTp onuceil npenHa3HadeH Ul perucTpalyd OMMUCEH e, JOKyMEHTOB, y4yeTa
uX KojuuecTBa U cocrasa. [lo peectpy onucell Benercs NOeIUMHUYHBIA U CYMMApHBIA y4eT
OIIUCEHN.

Kaxxngoit onucu mnpucBaWBaeTCs OuvYepeHOM TMOpsIAKOBBIA HOMEp [0 peecTpy,
KOTOPBIN MIPOCTABIISIETCS Ha O0JI0KKE OMUCH B BEPXHEM JIEBOM YIITy.

ExxeromHo Ha 1 sHBapsi K peecTpy ONMCeH COCTaBIsIeTCs WTOroBas 3aluch O
KOJIMYECTBE OMHUCEeN, MOCTYNMMBIIMX M BBIOBIBIIMX B TEUEHHUE rojla U 00LIeM KOJIMYECTBE
OIHCEH.

B mensix ocyllecTBiIeHUs LEHTPAIU30BAHHO T'OCYJIApPCTBEHHOIO y4yeTa apXHBOM
€XKeroJIHO COCTaBJIsIeTCsl MacnopT apxupa. B HeM oTpakaeTcsi cocTaB, COCTOsIHUE, 00BbEM U
YCIOBUSI XpaHEHUsS] JOKYMEHTOB [0 COCTOSIHMIO Ha | siHBaps cCleaylolero roja H
XpaHutcsi  nocrosiHHo. K macnopty B 00s3aTeNIbHOM — MOPSIAKE  COCTaBJISIETCS
OoOBSCHUTENIbHAST 3alKCcKa, B KOTOpPOW (UKCUPYIOTCSI BCE€ H3MEHEHHsI OOBEMHBIX
nokaszaTeJieil 10 CPaBHEHHUIO C paHee COCTaBJIEHHBIM MAaCOPTOM;

- KapTouKka (DOHJA COCTaBJISIETCS Ha KaXKIbli BIEpBble MOCTYNMUBIUMH (oHA B 2-X
HK3EMILISIpaxX

- cBeJieHUsI 00 U3MEHEHMsIX B cocTaBe U oO0beme JOoHIO0B Ha | sHBaps clieylouero
3a OTYETHBIM T'0JIa OTPAXKAIOT U3MEHEHHUsI, POU3O0IIE/IIINE B COCTaBe U 00beMe (OHI0B B
TE€YeHUEe TroJia, OAMH IK3EeMIUISIp KOTOPBIX Iepenaercsi B [ 0CyaapCTBEHHBIM KOMMTET
PecniyGnuku Tatapctan mo apxMBHOMY Jeny C MOCJAEAYIOLIMM BHECEHHEM HW3MEHEHHU B
(GOHIOBBIM KaTanor, BTOPOH —B apxXHMBHOM OTxAeNe. DTH CBEAEHHUs COCTaBJSIOTCA Ha




OCHOBaHHMHM JIAHHBIX KapTouyeK (h)OHJIOB, BBIBEPEHHBIX 10 UTOrOBLIM 3amucsaM K onucsaMm. K
«CBeZIeHUsIM. . .» COCTaBIISICTCS] HTOTOBASI 3AMKCh.

Yuernsle 0a3bl nanubix (bJ1) BemxyTes ms:

- HUH(GOPMAIIMOHHOW TOJIEPKKH yUeTa;

- BSJICHUSI [EHTPAIM30BAHHOIO IOCYapCTBEHHOIO y4yeTa B aBTOMATH3MPOBAHHOM
peKuMme;

- MOJATOTOBKK B aBTOMATHU3UPOBAHHOM pEeXMME MacrlopTa apXHMBa, CTATUCTHUYECKUX
CBEJIEHUH, aHAJIMTUYECKUX TAOJUI, B T.4. O AMHAMHMKE H3MeHEHHH oObema, cocraBa M
COCTOSIHUSI apXHBHBIX JOKYMEHTOB;

- OTNICPATUBHOI'O IPEJCTABIIEHUs] CBEIEHUH O HAJIUYMUU B apXHUBE JOKYMEHTOB TOIO
WJIK UHOTO )OH1I000pa3oBaTelis.

[Topsinox  3amonnenus noseit b onpenesed MHCTpyKuMe#d MO BBOAY JAaHHBIX
NPOrpaMMHOro Komriekca «Yder (OHIOB B apXMBHBIX OTAeiax», PyKoBOACTBOM
NOJb30BaTessl ~ 3TOr0  MPOrpaMMHOIO  KOMIIeKca W BpeMeHHbIM  mopsiakom
aBTOMATH3UPOBAHHOIO [OCYJAapCTBEHHOrO yudeTa JOKYMEHTOB ApXHMBHOro (oHzaa
Poccuiickoit Menepanuy, XpaHsIMINUXCS B TOCYIAPCTBEHHBIX U MYHHUIMITANBHBIX apXHUBAX,
YTBEPKJIEHHBIM NpuKa3zoM Pocapxupa ot 23.10.2000 Ne 64,

baza namnbix exeronno nepenaetrcss B ['ocynapcTBeHHbIN KomuTeT PecnyOnamku
Tarapcran 1mo apXmBHOMY jiely BMecTe C TOMOBBIM OTYETOM 110 cocTosHuio Ha 01.01.
ClIeJyIOLIero roja.

Ilpu moctyniennu NOKYMEHTOB B apXMBHBIM OTIeJl H3MEHEHHS B y4YeTHbIE
JIOKYMEHTBI BHOCSATCS TOJILKO Ha OCHOBAHHUHU: '

- aKTa npuema-nepeaavu J0KyMEHTOB, KOTOPBIH COCTABISIETCS B IBYX K3eMILJIsIpax.
OnuH 5K3eMILISAp, MOCIIe YTBEPKACHUS HaYalbHUKA apXHBHOTO OT/e/1a, BO3BpaLIaeTcs Ha
NpeNpHUsITHE, CAAIOLIEe JOKYMEHTBl Ha MyHHULIMIIANbHOE XpaHeHHe. Y4eT JOKYMEHTOB I10
JHYHOMY COCTaBY OCYILECTBIISIETCS HA OOLIMX OCHOBAHMSIX;

- aKTa IpreMa Ha XpaHeHHe JOKYMEHTOB JIMYHOIO MPOUCXOKIEHHUS.

JIOKyMEHTBI MOTYT CTaBMTBCSI Ha y4yeT TakKe [0 pe3ysibraTaM IpOBeaeHMs
OTJIENIBHBIX BUJIOB apXUBHBIX pa0oT:

- BbIBEpPKA YYETHBIX [JOKYMEHTOB, IO HTOraM KOTOPOW MOTYT OBITh BbISIBJIEHbI
OIIMOKH, IOMYIIEHHbIE TIPH MOJICUETe KOJIHYECTBA XPAHSIIUXCS JOKYMEHTOB;

- IpOBEpKa HaJM4Msi W COCTOSHUS JOKYMEHTOB, B XOJ€ KOTOpPOH MOTryT ObITh
OOHapy »KeHbl HEYUTEHHbIE SAMHHUIbI XPAHCHUS U T.J1.

- ONKMCaHKe JIOKYMEHTOB, nepepaboTka OMUcel, B Mpolecce KOTOPBIX, BO3MOXKHO
paszjiesieHre Wik 00beJMHEHHE eIMHULL XPAHEHUSI U T. 1.

OcHoBanue NI BHECEHUS H3MEHEHHWH B YYeTHBbIC JOKYMEHTHI pe3ylibTaTam
yKa3aHHBIX paboT SIBISIFOTCSI:

- aKT O TEXHUYECKUX OLIMOKAaX B yUETHBIX JIOKYMEHTAX;

- akT 00 OOHapy)KEHUU JOKYMEHTOB,;

- aKT OIMCAHUS JOKYMEHTOB, epepadOTKH OMUCeii.

BpiObiTHE OKyMEHTOB U3 (oHAa (UKCHpYETCs, Kak IpaBUIlo, CIEAYIOLUMU
BUJAMU JIOKYMEHTOB:

- aKTOM IpueMa-repeayu (BeIOBITHE B IPYTrOi apXuB);

- aKTOM O He OOHApY’)KEHHUH JeJl, ITyTH PO3bICKa KOTOPIX HCUEPIaHBbI;




- aKTOM O BBIJEJIEHMHM K YHHYTOXKEHUIO JOKYMEHTOB, HE MOJJIEKALIMX XPaHEHHIO
(mociie HayYHO-TEXHUUECKOH 00paboTKU JOKYMEHTOB);

- aKTOM O repepadoTKe OMUCei;

- aKTOM O TEXHUYECKMX OLIMOKAX B YUETHBIX JIOKYMEHTaX;

- aKTOM O HEHUCIIPABUMBIX MMOBPEKIACHUSIX JIEJ.

BrIObITHE OMUCAHHBIX JOKYMEHTOB U3 apXWBa OTMEYAETCsl B CJIEYIOLIMX OCHOBHBIX
YUETHBIX JOKYMEHTaX:

- B cnucke .pOHIOB — B cilyyae BbIOBITHS Bcero ¢onma B rpade «OTmeTka o
BBIOBITHM» YKa3bIBaeTCsl, KyJa BBIOBLT (OHJI, Ha3BaHWe, HOMEp M JaTa JOKyMeHTa, Ha
OCHOBAaHUU KOTOPOT'O BHIOBLT (DOH/I.

- B Jmcre (oHga—B rpade «BpIObITHE» yKa3bIBAETCS JOKYMEHT Ha OCHOBAHUM
KOTOPOTO  BBIOBUIM Jejla M KOJWUYECTBO BbIOBIBIIMX JeJI [0 KaXJIO0H OIUCH
orzenbHo. B rpade «Hanmuune» - Komu4ecTBO JTOKYMEHTOB, OCTABLUMXCS T10OCJIE BBIOBITHS
N0 KaXX[0H OMMCH OTIENBHO U (OHIY B LeqoM. [Ipu BbIOBITHH: BCEX JOKYMEHTOB OINUCH
HOMEp 3TOM OIUCH APYTUM OIMCSAM He NPUCBAUBACTCSI U OCTAETCSl CBOOOIHBIM, B PEECTpe
OIMCEH Jies1aeTcsi COOTBETCTBYIOIASI OTMETKA.

- B OIIMCH JIeJI - IPU CHATHUHM Jienia ¢ yueta B rpade «lIpumedanne» mpoTus Kaxaoro
BBIOBIBLLETO JieJ1a JIeJaeTCsl OTMETKA «BBIOBLION.

B xoHle onucu BO Bcex ee IK3eMIUIsipax JejlaeTcsi HOBasik MTOroBas 3allkch, B
KOTOPOM YKa3bIBae€TCs KOJHMYECTBO HAXOASALIMXCS HA XpaHEHHWH EIWHHL XpaHeHHs,
eluHML yyera (LudpaMu U B KPYIJIBIX CKOOKaX — MPOMKMCHIO) U HA OCHOBAHMU KaKHX
JIOKYMEHTOB BBIOBUIN JIela. '

10. EsxerogHo BO BCeX OCHOBHBIX M BCTIOMOTATENIBHBIX YYETHBIX JOKYMEHTax
MOJIBOJIUTCSL UTOT KOJIMYECTBA IOCTYNMUBIIMX M BBIOBIBLIMX 3@ TOJ €JAWHHLl XpaHEHHs W
dboH10B.

3anKcy B y4eTHBIE JOKYMEHTBI BHOCSITCSI HAYallbHUKOM apXMBHOTO OT/ENIA.

YyeTHple JOKYMEHTBI, KpOME OIHCeH [ell, JOKYMEHTOB, MpeaHa3HaueHbl I
CIIyKeOHOI0 TOJIb30BAHMS U TIOJTH30BATESIM HE BBIIAIOTCSL.
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