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0 padore MyHHUMNAILHOIO KAa3eHHOIO AOWIKOJALHOIO 06pPA30BATENLHOIO
yupexaennsi «/lercxnii cax Ne 11 «Kosocok» ¢./lusnoe ¢ 1okymenramu,
BR/HOUEHHBIMH B «Deepajibiblii CHHCOK YIKCTPEMHCTCKHX MATEPHAIOBY.
1.LOGIIHUE MOJIOKEHMUWSI
Hacrosiuiee  rnosokeHue  pernaMeHTHpyeT [OPAJOK BbISBICHUS JO0KYMEHTOB,
BKJIIOYEHHBIX B «Dejiepanbblii CIIHCOK IKCTPEMHUCTCKMX MaTepuanos (nanee —
«DejiepalibHblil CIIMCOKY ), B COOTBETCTBHHU O CT. 13 Mepepanbroro 3akona PO or
25.07.2002 Ne 114 «O npoTHBOASHCTBUH SKCTPEMHCTCKOM JIeSTeILHOCTHY (B pe/l.
Genepanbhpix 3aKoHoB oT 27.07.2006 N 148-M03, ot 27.07.2006 N 153-D3, ot
10.05.2007 N 71-03, or 24.07.2007 N 211-®3, or 29.04.2008 N 54-®3, or
25.12.2012 N 255-®3).
[.1 Pabora 1o BbISBACHHIO JIOKYMEHTOB, BKIIOUEHHDLIX B (DenepalibHbI CIIUMCOK
TIPOBOJMTCS € LEJIBIO  [POTHBOACHCTBUS  IKCTPEMUCTCKON  JIeSTENbHOCTH W
MCK/IIOMCHUS  BO3MOXKHOCTH — MacCoBOIO  PACHPOCTPAHEHUST  IKCTPEMHUCTCKHX
MaTepHalloB.
[.2 Hasznauenue «llonoxennst no pabore ¢ JOKYMEHTAMM, BKJIIOYCHHBIMH B
MejepalibHbIE - CITHUCOK IKCTPEMUCTCKHUX  MaTepHasloB»  (Jlajiee  T0JIOKEHHE)-
PErIaMCHTHPOBATL OTBCTCTBEHHOCTh M MOPSIAOK BBINOJHEHHUS paboT €O CIHCKOM
JAOKYMEHTOB, BKJIHOYEHHBIX B (DeiepalibHbIH CITHCOK.
1.3 Tlojoxkenne paspabotano B coorBerctBum ¢ Koucrutyumeii PO,
DenepanbibiMu sakonamn PO or 25.07.2002 roga Ne 114 «O nporuBoieicTBim
IKCTPEMUCTCKOM JlesTenbHOCTHY, 0T 29.12.2012 No 273 No «O0 obpazoBatnu B
Poccuiickoii denepaummy
2. OIIMCAHUE PABOTbI
Pabora ¢ jlokyMeHTaMu, BKIIOUEHHBIMU B (De/lepaibHbli CIIHCOK, BKIIOUYACT:
- 0bHoBsIeHNEe DeIepanbHOro CIHCKA IKCTPEMUCTCKMX MATEPHAIOB
- cBepky Onbanoreunoro donaa ¢ MenepaibHbIM CIHCKOM IKCTPEMHCTCKHX
MaTepHaloB
= CIIMCAHHE DKCTPEMHUCTCKMX MATEPUAIIOB B CJ1y4Yae BbIsSBJICHHUS
- 0JIOKHPOBAHKE A0CTY A K caifTaM, BKJoUeHHbIM B DeiepanbHblil CIIHCOK.
2.1 Obnosuenne MeepajibHOIO CHNCKA IKCTPEMHCTCKUX MATEPHAIOB
2.1.1. Orenexusanme cucTemMaTHuecku (He pexe | pasa B kBapTan) oOHOBICHMI
MestepaiibHOrO CrucKa.
2.1.2. OOHOBJIEHHBI  CMUCOK B DIICKTPOHHOM BHJE COTPYAHHMK OHGIMOTEKH
COXPaHSCT Ha KOMITBIOTEPHOM paboveM croue. '
2.2 Csepka 6nbmoreqnoro gonaa ¢ MeaepaibHBIM CHHCKOM



2.2.1. CBepka NpoBOJMTCS IMyTeM COMocTaBieHus OMOIMOrpauuecKux 3anucen
alaBUTHOTO  KaTajora, HWHBCHTAPHLIX KHUI' M [EpeYHEM  MaTepualion
MeepaibHOrO CMUCKa.
2.2.2. llo pesynbrataM CBEPKH, HE3aBHCHMO OT PE3y/bTaTa, COCTABISIETCS AKT O
Hajimuuu B OMOIMOTEUHOM (POH/Ie JOKYMEHTOB, BKJIOUEHHBbIX B (PenepalibHbii
CIIHCOK DKCTPEMHUCTCKHUX MaTepHasloB. :
Hymepauusi AKTOB exeroaHo HauuHaercss ¢ 1. EcliM CNHUCOK JOKYMEHTOB,
BKJIIOUaemMbiX B AKT,  HeOOJbWOH,  JOMycKaeTcs  pasMelleHue  €ro
HEMOCPEACTBEHHO Ha cTpaHuue AKTa. AKT  [MOJINMCLIBACTCS  KOMHCCHEH,
CO3/1aHHON HA OCHOBAHHWH MPUKa3a JAMPEKTOPa, U XpaHUTCs B OudauoTexe.
2.23. B canydae oOHapy»XeHUsi MaTEpHaIOB IKCTPEMHUCTCKOIO COAECPIKaHusl,
JIOKYMEHThI MO/IJIeKaT CIUCAHUIO.
2.2.4. Ilpu komruiekroBanuu OubavoredHoro ¢ouaa, Ha Jrane 3akasa WIIH
MOCTYIUIEHUS,  HE3aBMCMMO  OT  MCTOUYHUKA  KOMIUICKTOBAHWS  (BHELLIHSIS
opraHuzauuds, B Jap, JApYyroe) npoBoaMTCs o0si3aTelibHas CBEpKa M3AaHUHM C
(bejtepasibHbIM - CIIMCKOM € LEJIBIO  HeAonylleHust B OuOinoTeuHblit  (GoHL
MAaTEPHAIOB IKCTPEMHUCTCKOIO COACPKAHHMS.
2.3 Cnucanne YKETPEeMHETCKHX MATEPHAJIOB
2.3.1. llpu obnapyxenuun B Oubiinoreunom (oHjie IKCTPEMUCTCKUX MATEpHAIIOB,
OHM 1OJIeKAT UIBATUIO U3 (OoHAA U OTKJA/bIBAIOTCA K cliMcannio. Haijaennble
MaTepUallbl He MOMICKAT BblJlaue 110Jb30Bare/siM OUOIMOTEKH.
2.3.2. Ilpu crnmcanuu u3 OMOAMOTEHHOro (POHAA IKCTPEMUCTCKHUX MATEPHAIOB
COCTABJISIETCSL B ABYX 3K3eMIuIsipaxX AKT O CITMCAHUH .
[Mocae noanucanuss W yTBepHJIcHHs AKra, OTMevaercsi BblIObITHE H3JlaHWH B
VUYETHBIX JIOKYMeHTax OuOauoTexu, ynansiorcs Oubinorpaduyeckue 3arucu u3
KatagoroB. OJMH JK3eMIUISAp nepeaaercs B OyXrajlTepuro, BTOPOH JK3eMIUISIP
Xpanurest B OMOJIIMOTEKE (B COOTBETCTBHH ¢ HOMEHKIIATYpPOH 11e).
2.4. buaoxkuposanue jgocryna K caiitam, BK/IYeHnubiM B {MejaepaibHblii
CIHCOK |
2.4.1. Ha ocnosanuu deaepanbHOro CrnucKa, Mocjie Kamxaoro OOHOBICHHS.
NPOBOJUTL DJIOKUPOBAHUE J0CTYIIA K caliTaMm.
242, llpn OTCYTCTBHH BO3MOXKHOCTH OJIOKHpOBaHMs J10CTyNa K CTpaHuLe
OJIOKHpYETCst BECh CAUT COJICPAKALIMA JIAHHYIO CTPAHHUILY.
2.4.3. Tlo pesynbraraM MpoBepKH AOCTyMa cocTapisercs AKT 0 OJIOKHPOBAHUH
jocryna K o cairam, BKIIoYeHHbIM B (DejiepadbHblil CMUCOK JKCTPEMHMCTCKHX
MaTepHaJIOB.
2.4.4. Akt xpanurcs B oubimnorexe.

3. OTBETCTBEHHOCTbL U1 NOJIHOMOY NS
3.1 OTBETCTBEHHOCTD 3@ CBOECBPEMEHHOC M Ka4eCTBEHHOE BbIMOJHEHHe paboT 1o
BLISIBJICHMIO M MCKIIIOUYEHHIO W3 OubauoredyHoro (oHAa MaTepuanoB U3
deepanbHOro crnuceka (¢ yderom ero odHos/IeHUH ) HeceT OMOIMOTEKAPh LIKOJIbL.
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3.2 OTBeTCTBEHHOCTb 34 CBOEBPEMEHHOC W KAa4YCCTBCHHOC BbIITOJIHCHHC paGOT o
6]10}\“H])OBBHI‘HO N0CTYIa K calram, YKa3zaHHbIM B (DeﬂepﬂﬂbHOM €IUCKE, HECET

YUUTEb HHPOPMATHKH.



