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1. O0mMe moJI0KEHHUs
1.1 Hacrosimee ITostoxeHne perinaMeHTApyeT IOPSIOK BBISIBICHHUS, XPAaHEHHUS ¥ HCTIOJIb30BAHUA
JIOKyMEHTOB, M3/IaHHH, BKJIIOUCHHBIX B «®DeepaTbHBIHA CIIHCOK AKCTPEMUCTCKHX MAaTEpUATIOB)

(nanee mo tekcty - ®COM).
1.2. Pa6oTa ¢ OKYMEHTaMH, U3/{aHusIMH, BKIoYeHHbME B @CIOM, mpoBOMTCS € LEIBIO

[[POTHBOIEHCTBHS SKCTPEMHCTCKO#H NESTENbHOCTH H HCKITIOUEHHS BO3MOXKHOCTH MacCOBOTO

pacIpOCTpaHEHHUsI SKCTPEMUCTCKAX MaTepHaloB, B YaCTHOCTH, B 00pa3oBaTeNIbHBIX OPraHU3aIusIX.

1.3.ITonosxkenue pazpa6oTano B cooTBeTcTBUM ¢ KoHCTHTYIHEH P®, ®enepanibHBIM 3aKOHOM OT
25.07.2002 N 114-®3 (pex. ot 02.12.2019) "O npoTHBOAEHCTBAN IKCTPEMHUCTCKOMU nesrenpHocTH"; [IpHKas
MusukynsTypsl Pocenn ot 08.10.2012 N 1077 (pen. ot 02.02.2017) «O6 ytBepxnenuu [lopsinka yuera

JIOKYMEHTOB, BXOJSIIMX B COCTAB OHOIHOTEYHOTO ¢donpa.

2. Onmucanue paboTbl

Pa6ora ¢ JOKyMEHTaMH, BKJIIIOYCHHBIMH B ®OCOM, COCTOUT U3 CIECAYIOIIHX

HaIpaBJICHUM:
- otcnexuBanue ooHoBineHnit ®COM;
- BBISIBJICHHE ¥ XpaHEHHE U3JIaHHMH, BKIIFOUYCHHBIX B OCOM;

- cepka 6ubsmoreunoro pounna ¢ ®COM;

- peructpanus u 3aI10JIHEHUE JOKYMECHTOB,
- B CJIy4ac BBIABJICHHSA 3KCTPEMUCTCKUX MaTCpHaJioB HU3BITHEC UX U3 (borma HU3JIaHUNA U

JIOKYMEHTOB, KaTaJIOXKHBIX KapTOYCK U3 YUTATCIIbCKHX KaTaJIOTOB, JIEKTPOHHBIX MaTEpPHaJIOB U3 OTKPBITOI'O

JIOCTYTIA.

3. ITopsaok paboTnI

3.1.01cexuBanue ooHOBIEHHH PeepaabHOro CIIHCKA IKCTPEMUCTCKUX MAaTEpHAJIOB
3.1.1. OTBeTCTBEHHDIH 32 GUOIHOTEUHBIH (ORI CHCTeMAaTHIeCKH (He pexel pasa B KBapTa)

nposepsieT oOHoBeHUs B DCOM.
3.1.2. IIpu oOHApy)KEHHH IKCTPEMHCTCKOro MaTepualia Ha 00JI05KKY M3IaHUs] HAKJICUBACTCS SPJIBIK

C OTMETKOIA - KKPacHbIH BOCKIHIATENbHBIN 3HAKY). ITO 03HAYAET, YTO JAOCTYIl K H3IAHHMIO
orpaanye. OcoOBIi PeXKUM XpaHEHHs He IIPEeyCMaTPHBACTCS.

3.1.3. U3naunus, BKIIOYEHHbIE B« PeiepabHEIi CIIMCOK», HE MOTYT OBITH IIPEJICTABIICHBI B
OTKPBITOM JIOCTyTIE K (pOH/IaM, Ha BBICTaBKaX U JEOOBIM MHBIM CIIOCOOOM JOIYIIEHBI K MACCOBOMY

pacmpoCTPaHEHHUIO.
3.1.4. I/I311aHH;m36n6Jm0Tequ-HH(bopmaunonﬂoFO(bOHna,BKmoqéHHmeB«CDe,uepanbﬂmﬁ CITUCOKY,

HCKJIFOYAIOTCS U3 (I)OHIIOB O6CIIY)KI/IBaHI/I$I U [OJUIeXAT CIIMCAHHIO U YHHUUYTOXCHHIO.
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3.3.1. B nensix peanusaruu denepanbHoro 3akona ot 25.07.2002 Nel14-03«0 npoTHBOJeHCTBHH
YKCTPEMHCTCKOH IESTEBHOCTAY, B HAUa/le KAJIEHapHOTO roJla CO3aeTes pabouasi KOMHCCHS T10]1
[pe/ICeaTeIbCTBOM 3aMECTHTENIEM IUPEKTOPa 1o 6e30MacCHOCTH i €)XKEKBapTAIbHOM CBEPKH UMEIOIIHXCSI
B (poHzIe GMOIMOTEKH HOKYMEHTOB ¢ «De/iepabHBIM CIIHCKOM IKCTPEMUCTCKHX MATEPHATIOB). ITo uroram
[IPOBEPKH COCTABJISAETCS. AKT O HAMYUU MM OTCYTCTBHH JIUTEPATYPbI SKCTPEMUCTCKOTO COACPKAHHL.
CBepKa POBOJIATCS ITyTeM COMOCTaBJIeH s GuOIMOrpadMueckuX 3anucel KaTanora 1 KapToTeK € MepetHeM
marepuanoB ®COM. Pe3ybTaThl CBEPKH OTBETCTBEHHBIH 32 6ubnuoTeunsiit Gponz 3aHOCUT B «KypHai
cBepku DeJIepaTbHOro CIHUCKa IKCTPEMHUCTCKAX MATEPHATIOB € donnom 6ubmrorekn MBOY
«Kpacnooktsiopbckas COILL»

3.3.2. OTBeTCTBEHHBII 32 6MGIMOTEUHBIH GOHI IPH KOMILIEKTOBAHHHU GuGHoTeuHoro HoH/Ia, HA
3Tame 3aKa3a WK [MOCTYIUICHHS, HE3aBHCUMO OT HCTOYHHMKA KOMILIEKTOBAHHUS (BHEIIHA
OpraHM3aIKs, B Jap U JIp.) TPOBOJUT O0S3aTENbHYIO CBEPKY uznanuii c ®COM c nensio
HEIONYIIEHHUS TIonaanus B OHOIHOTeUHbIH (OHA 3aNPEEeHHBIX MATEPHATIOB;

3.4. Cnucanue ¥ YHHUTOXKEHUE SKCTPEMHUCTCKUX MAaTepHajioB

3.4.1. OTBeTCTBEHHBIH 3a OUOIHOTEYHBIH (OH IpH 00HAPYKEHHUH 3aNPELICHHBIX MaTEPUAIOB
M3BIMAET MX U3 OTKPHITOro JocTyna K honxy 6ubmmorekn OO, XpaHHT B 3aKPBITHIX VIS 10CTyIIa
0JIb30BAaTeN el MECTaxX, OCYIIECTBIISET UX CIIMCAHHE UL MOCICAYIOMIEro yHHYTOXKCHHU

3.4.2. OTBeTCTBEHHBIH 32 GUOGIMOTEYHBIH (HOH/I COCTABIIAET AKT IO YCTAHOBJIECHHON NaHHOMU
MHCTPYKIHMEH GopMe Ha BBISIBICHHBIE B (poHIE GHOTHOTEKH MBOY «Kpacuooktsopbckas COLL»
3alpeleHHbIe H3aHus. AKT IOAMUChBaeTcss KoMuCCHEH 10 MPOBEPKE IKCTPEMHUCTCKUX MATCPHAIIOB,
BrmoYeHHBX B DCOM n xpanutes B 6ubmmorexe MBOY «Kpacnooktsbpsekast COLL»

3.4.4. OTBeTCTBEHHBIH 3a OGUOIHMOTEUHbIH (OH/I COCTABISIET AKT 110 (JopMe U B CIydae OTCYTCTBHUS B
6ubmmoredsoM porne MBOY «KpacHookTsiGpsckas COLLI» 3ampemeHHbIX MaTepHaIoB.

3.4.5. CriucaHue IpOBOAUTCS B COOTBETCTBHH ¢ «[Iops/KoM ydera TIOKyMEHTOB,

BXOJSIIMX B cocTas 6GubmoTeynoro gona» (IIpukas MunucrepcTsa KyabTypst PO oT
08.10.2012 r. Ne 1077). Akt noamuceiBaetcsi Komuccnel no cnmcannto. OXHH dK3eMILISAP NEPEACTCs B
GyXranTepHIo, BTOPOH 3K3EMILISIP XpaHUTCS B OHOIHOTEKE MBOY «KpacHooktsiopbckas COIL»

3.4.6. OTBeTCTBEHHBIN 32 OMOIHOTEYHbIH (OHI CIMCAHHBIC H3IaHUs, BKIIIOUCHHBIC B OCOM,
nepenaer KoMHuCCHH IO YHHYTOXXCHUIO IOKYMEHTOB, CO3aHHOMN Ha OCHOBAHHWHM Npukasa qupekropa MbOY
«Kpacuookts6psckast COIL» TTociie yHHYTOXEHHs JOKYMEHTOB SKCTPEMUCTCKOTO CONCPIKAHHS,
COCTABIISIETCS. COOTBETCTBYIOIIHMH AKT. AKT COCTABJIIETCS B IBYX 9K3EMILIAPAX, OJIMH 9K3EMILLAP
nepe/aeTcst B GyXTAITEPUIO, BTOPOH SK3EMILISIP XPaHUTCs B GHONMOTEKE (mopmmBaeTcst
K AKTY Ha CIIHICaHHE).

”
/ 3.3.CBepka 6ubmoTeunoro ¢ponzna ¢ dexepalbHbIM CITHCKOM:

4 .Hegonymenune KOMILIEKTOBAHHS GHOIHOTEYHO-HHPOPMATIHOHHOTO ¢ponaa
U3AAHUSIMH, BXoasimuMu B «PeepaibHblIH CIIHCOK IKCTPEMHCTCKHX
MAaTepPHAJIOB»

4.1.0cymecTBIiss 0TOOP, 3aKa3 U IPHOOPETEHHE JOKYMEHTOB M3 BHEIIHUX JTOKYMCHTHBIX IOTOKOB (B
TOM UHCITe 0GBEKTOB JAPEHH) C LENbIO MONoNHeHns Gubnuoteynoro ponna MBOY «KpacHOOKTSOpbCKast
COIII» oTBeTCTBEHHBII 32 OMOIMOTEHBI (DOHI IPOU3BOUT UX CBEPKY ¢ «DeepabHbIM CIIHCKOM». DaKT
cBepkH pukcupyetcst AkTom o cBepke dornna u B )KypHae cBepKkH «®DeepabHOrO CIUCKay ¢ GOHIOM
bubnuoTexu.

5. KoHTpoJIb H 0TBETCTBEHHOCTH

5.1. KoHTpoJIb 3a HACTOSIIEH HHCTPYKIHEH OCYIIECTBIIACT IUPCKTOP MBOY «KpacHOOKTSIOpbCKast

COIL»
5.2. OTBETCTBEHHOCTH 3a CBOEBPEMEHHOE BBISBJICHUE W UCKIIIOYCHHE U3 6ubauorednoro Gonaa

MBOY «Kpacrookts6psckast COIL» 3anpelneHHbIX MaTepHaioB, HX CIUCAHHE H YHHITOXCHAC HECCT
OTBETCTBEHHBIH 32 OMOIHOTEUHBIH QOHII.
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