IMonoxkenue
o paboTe ¢ JOKyMEHTaM¥H, BKJIIOUeHHbIMU B DeepaibHbIi CIIHCOK

JKCTPEMHUCTCKHUX MAaTCPHUAJI0B

1. O0nIme MoJ0KeHUs

1.1. Hacrosunee ITonoskeHue peraiaMeHTUPYET NOPANOK BBIABICHUs], XPAHEHUS U UCMONIb30BaAHNs
NOKYMEHTOB, M3JlaHM#, BKIIOYEHHbIX B «DemepanbHbIi CIUCOK 3KCTPEMUCTCKUX
MaTepuanoy (manee o tekcry - @COM).

1.2. Pabota ¢ HDOKYMEHTaMH, | u3gaHusaMy, BKIHOYeHHBIMH B ®COM, mpoBOOUTCS C LETHHO
MIPOTHBOACHCTBYSI SKCTPEMUCTCKON NEATENLHOCTH U HéKﬂ}Oquuﬂ BO3MOYKHOCTH MaccOBOTO
pacIpOCTPaHeHUs: JKCTPEMUCTCKMX MAaTepHaloB, B YaCTHOCTH, B 00pa3s0BaTENbHBIX
Opra’u3alusIX.

1.3. TTonoxenue paspabotano B cooreTcTBUH ¢ Koncruryuuen PO, @enepaibHbIM 3aKOHOM OT
25.07.2002 N 114-®3 (pen. ot 02.12.2019) "O mnpOTHBOAEHCTBMU ODKCTPEMUCTCKOM
nestensrocTu"; Ipukas MunkyasTypsl Poccnu ot 08.10.2012 N 1077 (pen. ot 02.02.2017)
«O6 yrBepxnenun Ilopsimka ydera JOKYMEHTOB, BXOIAIIMX B COCTaB OMOMMOTEUHOrO
bonma.

2. Omnucanne padoTnl
Pabora ¢ mokymenTamu, BKroueHHbIME B DCOM, COCTOUT U3 CIEAYIOIIUX HAPABIECHUH:

- otcnexuBanue oonoBaeHut PCOM;

- BBISIBIIEHUE ¥ XPaHEHUE U3JaHUM, BKJTOUEHHBIX B DCHOHM;

- cBepka budbmmoTeyHoro gorna c ®COM,;

- pEruCTpanys U 3aroNHeHUe JOKYMEHTOB;

- B CIly4ae BBLISBIEHUS SKCTPEMUCTCKMX MATEPHANOB M3bATHE MX U3 QOHOA U3MAHUH 1
JOKYMEHTOB, KATAJIOKHBIX KAaPTOYeK U3 UUTATENbCKUX KATaJOroB, 3JEKTPOHHBIX
MaTepHayoB U3 OTKPBLITOTO IOCTYNA, |

3. llopsinok paboTsI



3 1. Orcnesxupanne o6HOBIeHHH DeNEPATLHOrO CIMCKA SKCTPEMUCTCKIX MaTepUaoB

3.1.1. 3aBemyromuii OuONMOTEKOM (neparor-GubnuoTexaph) CUCTEMATHHECKU (e pexe 1 pasa B
KBApTaN) IPOBEPAET OOHOBICHUS B OCOM.

3.2.2. Tlpu oOHapyXKeHWH SKCTPEMUCTCKOTO matepuana Ha OONOXKKY H3IaHUA HaKJIEUBAETCs
SPITBIK C OTMETKOM — «KPACHBIH BOCKJTULATENLHBIN 3HAK». DTO O3HAYAET, YTO JOCTYI K U3NAHIIO
orpanuueH. Ocobplil peXUM XpaHeHuUs. He MPelyCMaTPHBASTCH.

3.2.3. U3naHusi, BKIIOYEHHBIE B «DenepanbHbIA CIHCOK», HE MOIYT OBITH TIPEACTABJICHBI B
OTKPBITOM JOCTYyNe K (oHnam, Ha BBICTABKAX H 106BIM WHBIM CIOCOOOM JIOMYIIEHBI K
MAaCCOBOMY PacIPOCTPAHEHUIO. '

324 Wsnanus u3 OGuOIMOTEYHO-UHGOPMAIMOHHOIO ¢oHpa, BKIIOYEHHEIE B «DenepanbHbId
CIIMCOK», MCKIIOUAtoTest 13 (POHIOB OOCHYKUBAHAA 1 TIOJUICKAT CTIIVCAHMIO ¥ YHUYTOJKEHHUIO.
3.3. Cepka 6ubmuoTeuHoro Qoxma ¢ deepatbHBIM, CITUCKOM:

331 B memsx peamusanun @DenepanpbHOTO 3aKkoHa  OT 25.07.2002 Nel14-@3 «O
[IPOTHBONEHCTBIM KCTPEMUCTCKOH AEATETbHOCTIY, B Hadane KaJEHIAapHOTO Iofa CO31aeTes
pabouas KOMUCCUs TIOJ TPENICENATenbCTEOM JUPEKTOPa IIKOJIBI AT eKEKBAPTANbHOM CBEPKU
umeromuxcs B QoHxe OHOMMOTEKH JIOKYMEHTOB C «®DeepabHbIM CITUCKOM IKCTPEMUCTCKUX
MaTepuanosy. 110 UTOoraM INPOBEPKK COCTABIACTCA AKT O HaJU49UK WA OTCYTCTBUU JIATEPATYPBI
9KCTPEMHUCTCKOTO conepméﬁm. Caepka IPOBOJUTCS yTeM COMOCTABNEHNMS
GubnuorpadgUUecKix 3amuced xaranora M KapTOTEK C TMepeyHeM MaTepHhasoB OCOM.
Pe3y/IbTaThl CBEPKU 3aBEYIOLIMH 6uGTMoTexoi (megaror-GubIHOTeKaph) 3aHOCUT B «Kypnan
cBepku DeIepalbHOro CIUCKa SKCTPEMUCTCKUX MATEPHAIOB ¢ dormom 6ubnmorexu [lxomsr Ne
43».

33.2. 3asenyomuil  OGuOTMOTEKOM (nemaror-6nONMOTEKaph)  TPU  KOMIUICKTOBAHMI
GubmuoTeuHoro (QoHAA, Ha OSTane 3aKasa WM IMOCTYTLICHHA, HE3aBUCHMO OT MCTOYHHUKA
KOMILIEKTOBaHMS (BHEIIHSI OpraHusalus, B Aap H ap.) TPOBORHUT OOs3aTENBHYH CBEPKY
mpannit ¢ ®COM ¢ Henblo HENOMyLIEHVS TOMafaHits B 6ubmroTeuHbld GOHM 3anpermeHHbIX
MaTepuasos;

3.4. Criucanue M yHAYTOKEHNE SKCTPEMHUCTCKUX MaTepUajIon

3.4.1. 3aBenyromuil OHOTHOTEKON (menaror-GubMIOTEKaph) TIPH OOHaApy)KEHUU 3aIpPeIeHHBIX
MaTePUAasoB U3bIMAET UX U3 OTKPHITOTO noctyma K doupy 6ubmorexn OO, XpaHUT B 3aKPBITHIX
JUls OCTYIa MOJb30BaTeNeld MeCTax, OCYIMECTBIACT HX CIMCAHME ST TOCTENYHOIIEro
yunuroxenus ([Ipunoxenne Nel).

3472 3asenyromuit OGubmMOTEKON (memaror-6ubnuoTekapb) ~ M3BIMAET  KAPTOHUKM €
GubmuorpadUuUecKUMY 3aMUCSMY Ha BBIIBICHHBIC B donme Gubmuotexn OO 3ampelueHHBIC

W3IaHus U3 YUTATCIIbCKUX KaTaJioroB U KapTOTEK,



3.4.3. 3apenyromuil GuOTNOTEKON (remaror-6ubHoTeKaph) COCTABIACT AKT TIO yCTaHOBJIEHHOM
JaHHOM UHCTpYKUMeH popMe Ha BBISBICHHBIC B donne 6ubmmoteku OO 3anpereHHbe U3NaAHM.
AkT moamuchiBaeTcs KoMuccueit o IPOBEPKE SKCTPEMUCTCKUX MaTepHajioB, BKIIOUCHHBIX B
®COM u xpanurcs B bubmorexe OO.

3.4.4. 3apenyromuil GuOMHOTEKOM (nearor-6ubnuoTeKapb) COCTABIAET AKT IO dopme u B
cly4ae OTCYTCTBUS B OMONMOTEUHOM donne OO 3anmpelmeHHbIX MATEPUAIIOB.

3.4.5. Cnucanue MPOBOJUTCS B COOTBETCTBHH C «ITopsimKOM y4eTa HOKYMEHTOB, BXOISIIUX B
cocras 6ubnuoredHoro ¢gonma» (IIpukas MuHMCTEPCTBA KYIbTYpPhI P® ot 08.10.2012 r. Ne
1077). AKT NOJITUCHIBAETCS Kowmriccueil mo crucanuio. ORUH JK3EMIULApD IMEpEnacTcs B
OyXTanTepuro, BTOPOH SK3EMILIAP xpanutcs B Gubmorexe OO,

3.4.6. 3aBemyromuil OGubIHOTEKON (memaror-6ubIMOTeKaph) CIMCAHHBIC M3NAHMS, BKIFOICHHDIC
g ®COM, nepenaer Komuccuu MO yHHYTOXEHHIO NOKYMEHTOB, CO3[JaHHOW Ha OCHOBAHWH
npukasa mupekropa OO. Tlocne yHHYTOXEHUs IQKYMEHTOB 5KCTPEMHUCTCKOTO CONEPIKAHU,
COCTABTISIETCS COOTBETCTBYIOMIHH AKT. AKT COCTaBIIAETCS B IBYX SK3EMIULIPAX, ONIMH SK3EMILIAD
epenaercs B OyXraaTepuro, BTOPOH SK3EMILLIP XPAaHUTCA B pubnHoTexe (MOAMUBAETCS K AKTY
Ha CITUCAHUE);

4. HepomnyiieHue KOMILJIEKTOBAHUSA 6u6TMOTEYHO-MH(GOPMAIMOHHOTO  HOHIA H3NAHUAMY,
BXOAAIMMH B «DenepanbHblil CITUCOK SKCTPEMUCTCKUX MATEPHAIoB»

4.1. OcymecTensis oTOOp, 3aka3 W MPUOOPETEHME NOKYMECHTOB M3 BHEIIHMX IOKYMEHTHBIX
MOTOKOB (B TOM 4MCIE OOBEKTOB MAPEHHUs) C LEIBI0 MOMONHCHN 6ubnuoreuroro pouna OO,
3aBenyroMii OnbmMoTeKoM (memaror-6uOIHOTEKAPh) MPOM3BOIUT UX CBEPKY C «®DenepanpHbIM
criuckomy. ®akT cBepku (QUKCHPYETCss AKTOM O CBEpKe dorma ([punoxenue Ne 2) u B
XKypnaie cBepku «DenepasbHOro CucKa» ¢ dounom bubnuorexu.

5. KoHTponb ¥ OTBETCTBEHHOCTD )

5.1. KoHTpOJb 32 HACTOSIIEH HHCTPYKIMEH OCYIECTBISIET IUPEKTOP 00.

52 OTBETCTBEHHOCTb 32 CBOEBPEMEHHOE BBIABJIEHHME U HCKITIOUeHUe U3 GuOMMOTEHOTO bonna
OO 3amnpereHHbIX MATEPHANIOB, UX CIIMCAHUE ¥ YHUHUTOKCHUAC HECET 3aBenyromuii GubnnoTexon

(menaror-6u6IHOTEKAPD)



