PACCMOTPEHO YTBEPXIEHO
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ITo10:keHME 10 PAGOTE C TOKYMEHTAMME, BKIIIOYeHHBIM
B DenepabHbIi CHHCOK IKCTPEMHCTCKHX MATEPHAJIOB

1. O6mme nonoxenus

1. Hacrosimee ITonoxenue PETTIAMCHTHPYET NOPSIOK BBISBICHHS, XPAHEHUS U WCIIOIb30BAHMUS
AOKYMCHTOB, M3/IaHUH, BKIIIOUEHHBIX B «DeIepanbHblii CIHCOK SKCTPEMHCTCKMX MaTEPUAJIOB)
(manee 1o Tekcry - ®COIM).

2. Pabora c AOKYMEHTaMH, HM3JaHUSIMH, BKIIOYeHHbIME B OCDOM, MIPOBOJIUTCS C IEJIBIO
MPOTUBONCHCTBHS SKCTPEMHUCTCKON NESTENBHOCTH M HCKIIOUYCHHS BO3MOXXHOCTH MacCOBOI'0
PaclipOCTPaHCHUS ~ SKCTPEMHMCTCKHX  MAaTepHaloB, B 9acTHOCTH, B  00pa30BaTEIbHBIX
OpraHu3aIusx.

3. Ilonoxenne pazpaboTaHo B COOTBETCTBHH C Koncrurynueit PO, ®enepanbusiv 3akonoM oT
25.07.2002 N 114-®3 (pex. ot 02.12.2019) "O mnportuBoHEHCTRHIH 9KCTPEMHUCTCKOM
aesrenbrocTr"; [pukas Murkymstypsr Poccuu ot 08.10.2012 N 1077 (pex. ot 02.02.2017) «O6
yrBepxaenun [Topsiika ydyera 10kyMeHTOB, BXOASIMX B COCTAB Oubmmoreunoro pounma

2. Onucanue paGoThI

Pabota ¢ ToxymenTaMu, BKIFOUCHHBIME B OCDOM, COCTOHT U3 CIIEAYIONIX HallpaBJICHUN:

- OTCIIe)XMBaHUE OOHOBIeHHH DCOM;

- BBUIBJICHME U XpaHEHUE U3TaHMH, BKITIOUYEHHBIX B OCOHM;

- CBepka Oubimoreunoro Gpouma ¢ ®COM:

- PETHCTPAIMS U 3aI0JIHEHUE JIOKYMEHTOR;

- B CIy4ac BBIIBICHHS OKCTPEMHCTCKHX MATEPHATIOB M3bATHE HX W3 Gonna wusmanmit u
AOKYMEHTOB, KaTaJIOXHBIX KAPTOYEK M3 YATATENHCKHX KATAIOTOB, JJIEKTPOHHBIX MaTE€PHAJIOB U3
OTKPBITOTO JOCTYIIA;

3. Iopsimok pa6otsr

3.1. OtcnexuBanue 06GHOBIEHHiT DenepalbHOTO CIIMCKA IKCTPEMUCTCKIX MaTepuaioB

3.1.1. 3aBexyromuii 6uGIHOTEKOl (menaror-6ubimoTeKaps) cHCTEMATHYIECKH (e pexe 1 pasa B
KBapTa) npoBepsieT 06HOBIeH s B DCOM.

3.2.2. Tlpu oGHapyxeuun OKCTPEMHUCTCKOrO MaTepuaia Ha OOJIOXKKY M3JaHHS HAK/ICHBAETCS
APIIBIK C OTMETKOM — «KPACHBIN BOCKJIMLATENBHBIH 3HAKY. JTO O3HAYAET, YTO JOCTYII K U3IAHUIO
orpaHuyeH. OCoObIil pexUM XpaHeHUs He IIPelyCMaTPHBAETCS.

3.2.3. Usnanus, BKIIOYCHHBIE B «®DenepanbHBI CIHCOKY), He MOTYT OBITH TIpE/ICTABIICHBI B
OTKPBITOM I0CTyTIE K POHAM, Ha BBICTABKAX M JIEOOBIM HHBIM CIIOCOGOM JOIYINEHBI K MACCOBOMY
PacnpoCTpaHeHuIo.,

3.2.4. U3nanus u3 OubIHMOTEYHO-MHPOPMALHOHHOTO $onna, BrIOUEHHBIE B «DenepanbHbIH
CIUCOK», HCKIIFOYArOTCS U3 HOHIOB 0GCITY KMBAHHUS M OIEHKAT CIIHCAHIIO 1 YHHUYTOXXEHHIO.
3.3. Cepka 6ubnuoTeusoro donna c denepanbHbM criEcKOM:

3.3.1. B uensix peanusarmu DeepanbHOro 3akoHa o1 25.07.2002 Nol14-®3

«O npoTHBOEiCTBIY SKCTpeMUCTCKOI ACATCIBHOCTHY, B HAYaJle KaJICHAAPHOTO IoJa CO31aéTcs
paboyas KOMHCCHSI MO IpejIceIaTebeTBOM AUPCKTOpa WIKOJIBI [UIsS €XKEKBAPTATbHONU CBEPKH
UMEIOIUXCs B (oHme OGHOTHOTEKH MOKYMEHTOB ¢ «DenepabHbIM CITHCKOM 9KCTPEMUCTCKUX
Marepuanosy. Ilo uroram nposepku cocraBisercs AKT 0 HATHYMH T OTCYTCTBHUM JIUTEPATYPhI
IKCTPEMHCTCKOrO conepikanust. CBepka IIPOBOIUTCS IyTeM COTIOCTABIICHUS Oubmrorpaduueckmx



3aIlMCeH KaTaiora U KapToTeK ¢ IepeyneM Matepuanos GCOM. PesynbTare! cBepku 3aBexyrommit
Ooubnmorexoi (memaror-6MbHOTEKAP) 3aHOCHT B «XKypnan cBepku ®enepanbHOro crmcka
OKCTPEMUCTCKUX MaTepUasoB ¢ pouaoMm oubmorexu MKOY COILI No2y.

3.3.2. 3aBepyrommii  GEOIHOTEKOl (menaror-6mOmMoOTEKapL) HPH  KOMIUIEKTOBAHWH
Oubimoreynoro Qomma, Ha srame 3aKasa WM IOCTYIUICHHSI, HE3aBUCHMO OT HCTOYHHKA
KOMIIICKTOBAHHS (BHEILHSIS OPraHM3ALKS, B 1ap H JIP.) IPOBOIUT 0053aTeNTbHYIO CBEPKY H3/IaHMi
¢ ®COM ¢ 11emIbIo HeAOMYEHH S IOMATAHMS B GHOIIHOTEU b (o 3anpenIeHHBIX MaTepHaIoB;

3.3.3. Crucanue M yHHUTOXEHHE SKCTPEMUCTCKHX MarepuaaoB 3aBeAyromuil GuOInoTeKOM
(menaror-6ubMoTekaps) Tpu  OGHApYKeHUH 3allPCIICHHBIX MaTEpUAIOB H3BIMAET WX U3
OTKPBITOro noctyna K ¢pouzy 6ubmuorexkn OO, XpaHHT B 3aKPHITHIX UL JIOCTYIIA TI0JIb30BaTee
MecTax, OCYIECTBIIET UX CIUCaHHUe ISl oce/yromero yuuuroxenns ([Ipunoxkenue Nel).
3.3.4. 3aBenyrommit  GuUOIHOTEKOl (mearor-6u6MoTeKaph)  W3BIMAET  KAPTOYUKH ¢
OubnrorpadpuyeckuMy 3anucsMA HA BBIBICHHBIE B (onne Gubmmorexn OO 3amperneHHbIE
M3/IaHNS U3 YUTATEIbCKUX KATaJIOTOB M KAPTOTEK;

3.3.5. 3aBenyromuii 6uGIHOTEKOl (memaror-6u6auoTeKaph) cocTaBisier AKT 10 YCTaHOBJICHHOM
JaHHOW MHCTPYKIMEH (hOpMe Ha BISBIICHHbIC B ¢onne 6ubnuorexn OO 3anpernieHHble U3 TAHUS.
Akt noxanuceBaercs Komuccueit mo IIPOBEPKE IKCTPEMHUCTCKUX MATEPHUAJIOB, BKIIOUEHHBIX B
®COM u xpanurcs B 6ubamorexe O0.

3.3.6. 3aBenyrommii 6uGIHOTEKOM (memaror-6u6IMOTEKAPD) COCTABISIET AKT IO dopme u B
Citydae OTCYTCTBHS B OuOmmoTeunoM poune OO 3amperneHHbIx MaTepUaIoB.

3.3.7. Cnucanue npoBOUTCS B COOTBETCTBHE C «IlopsikoM ydeTa JOKYMEHTOB, BXOJISINUX B
coctas Oubimoreynoro dpounay (Ipuxas Munucrepcrsa kynsrypsl PO ot 08.10.2012 1. Ne 1077).
Axt noanuceiBaercst Komuccneii o crmcanmo. Onun SK3EMIUISIP IepeaeTcs: B OyXraarepuio,
BTOPOH SK3eMILISP XpaHUTCs B 6ubmorexe OO

3.3.8. 3aBenyrommii 6MGIHOTEKOI (memaror-6u6MoTeKaph) CIMCAaHHbIE H3AHKS, BKITIOUCHHDIE B
®COM, nepenaer Komuccnu 1o yuuatoxenuo AOKYMEHTOB, CO3JJaHHOM Ha OCHOBAaHHHU IIPUKA3a
mupexropa OO. [locre yHHYTOXEHHS TOKYMEHTOB 9KCTPEMHCTCKOI'O COJIEp)KaHHUsI, COCTABIISICTCS
COOTBETCTBYIOLIMH AKT. AKT COCTaBIISICTCS B IBYX SK3EMILISPAX, O/UH 9K3EMILIAp NepeaaeTcs B
OyXrajarepuio, BTopoii SK3EMIULIP XpaHUTCs B OUOMOTEKE (MOIIMBaETCs K AKTY Ha CIIHCaHHe);
4. HenomymieHue KOMILIEKTOBAHHUS 6ubmMoTe HO-UHPOPMALMOHHOTO  (DOHIA H3ZAHHSIMHE,
BXOJUIMMA B «DeNepaNbHBIN CIMCOK IKCTPEMUCTCKHX MATEPHAIOBY

4.1. OcymectBisiss ot6op, 3aka3 u NPHOOPETEHNE TOKYMEHTOB W3 BHEITHHMX JOKYMEHTHBIX
IIOTOKOB (B TOM 4uciie 00BEKTOB JIAPEHHUS) C LEIBIO MONOJTHEHHUS OUOIMOTEYHOro ¢bonma OO,
3aBeAYIOIUNA OUOIHOTEKOMH (menaror-6mbmMoTeKaps) IPOM3BOIUT X CBEPKy ¢ «DeaepanbHbIM
CruCcKoM». DakT CBEpKH GUKCHPYETCs AKTOM 0 cBepke pouna (Ipunoxenne Ne 2) u B XKypuane
cBepKH «DeseparbHOro crmckay ¢ (poHIoM BHOTHOTEKH .

5. KOHTpOJIb ¥ OTBETCTBEHHOCTH

5.1. KoHTposb 3a HacTos e HHCTPYKIMEH ocymecTiser aupekrop OO.

5.2. OTBeTCTBEHHOCTH 3a CBOCBPEMCHHOC BBIABICHUE U HCKIIOUEHHE U3 GubIHoTednoro douma
OO 3anpeIeHHbIX MaTepPHAIOB, UX CIHCAHHE U YHHYTOXCHHE HECET 3aBeAyIOImuii OGUOINOTEKOM
(menaror-6ubnroTekaps).



