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[TPUHSATO YTBEPX/IAIO
[TpoTOKOMI MeTaroru4eckoro CoBeTa JIUpeKTOp IIKOJIBI
oT 26.08.2021 Ne 15 I'.H. Ocaguas

[Tpukas ot 26.08.2021 Ne 397

COT'JTIACOBAHO
C Y4€TOM MHEHUS yTIPABIISIONIETO COBETA
npoTokoJi oT 25.08.2021 Ne 4

HOJOXEHHUE

0 padoTe ¢ JOKYMEHTAMHU, BKJIKYCHHbIMHU
B DenepaibHbIN CIUCOK IKCTPEMUCTCKAX MATEPUATIOB



1. OO01Me moJIoKeHus

1.1  Hacrosmee llonoxxeHne periiaMeHTUPYET NOPSAOK BBISBICHUSA, XPAHEHUS H
WCHOJIb30BaHUs JIOKYMEHTOB, W3JIaHUM, BKIIOYECHHbIX B «DeaepanpHbld CIIMCOK
AKCTPEMUCTCKUX MaTepuanoBy (aanee no Tekcty - @COM).

1.2. Pabota c JOKyMEHTaMH, W3JIaHUSIMHU, BKIHOYEHHBIMU B DCOM, nmpoBOAUTCS C
HEeIbI0  MPOTHUBOACUCTBUS  SKCTPEMHUCTCKOM  JCSATENIBHOCTH U HCKIIIOYEHUS
BO3MOXHOCTH MAacCOBOTO PAaCIpOCTPAHEHUS] SKCTPEMHUCTCKUX MaTEpHalioB, B
YaCTHOCTH, B 00pa30BaTEIIbHBIX OpraHU3alUsIX.

1.3. Tlonoxxenue pazpadborano B coorBercTBuu ¢ Koncturyuueit PO, ®eaepanbHbiM
3akoHOM oT 25.07.2002 N 114-®3 (pen. ot 02.12.2019) "O npoTtuBoaeicTBUU
AKCTPEMUCTCKOM fedarenbHocTh ; [Ipuka3z Munkynbtypsl Poccun ot 08.10.2012 N 1077
(pen. ot 02.02.2017) «O6 ytBepxkaeHuu [lopsiaka ydera TOKYMEHTOB, BXOJSIIMX B
cocTtaB O0ubmoTeyHoro GhoHa.

2. Onucanne padoThbl.

Pabota ¢ mokymentamu, BrmOYeHHbIMH B DCOM, CcOCTOUT U3 CIEIYIONUX
HaIpaBJICHUM:

- oTclexkuBanue ooHoBIeHNH PCOM;

- BBISIBJICHUE U XpaHCHUE U31aHU, BKIIFOUEHHBIX B DCOM;

- cBepka oubsmoreunoro ponaa ¢ DCOM;

- perucTpanus U 3aroJIHEHUE TOKYMEHTOB;

- B CJIydae BBISABJICHHUS DJKCTPEMHUCTCKHUX MaTEPHAIIOB W3bITHE HX u3 (HoHAA
WU3JIAaHUA W JOKYMEHTOB, KATaJOXHBIX KAPTOYEK W3 YMUTATEIbCKUX KaTaJlOroB,
3JICKTPOHHBIX MATEPHUAIIOB U3 OTKPBHITOrO JOCTYIIA.

3. Ilopsimok padoThl

3.1. OrcnexuBanue oOHOBIeHUN  DemepaibHOTO  CIOUCKA  AKCTPEMHUCTCKHUX
MaTepuaioB

3.1.1. 3aBenytromuii 6MOIMOTEKOM (TIeAaror-OnoJIMOTeKaph) CUCTEMATHIECKU (HE PeKe
1 pa3a B kBapTan) rmpoBepsieT ooHoBIeHHS B DCOM.

3.1.2. Ilpu 0OHapy>XEHUH OHKCTPEMHUCTCKOTO MaTepuajia Ha OOJIOKKY H3JaHUS
HAKJIEUBAETCS SIPJIBIK C OTMETKOM - «KPACHBIM BOCKJIMIATEIbHBIN 3HAK». JTO O3HAYACT,
YTO JIOCTYIN K W3AaHuI0 orpaHudeH. OcoOblil pexxuM XpaHEHUs HE MPelyCMaTPUBACTCH.
3.1.3. U3ganus, BkiatoueHHble B «DenepanbHbId CIHUCOK», HE MOTYT OBITh
MPENCTAaBICHbBl B OTKPBITOM JOCTyne K ¢oHAaM, Ha BBICTaBKax W JIIOOBIM HHBIM
CIoco0OM JIOMYIIEHBI K MAaCCOBOMY PaCIPOCTPAHEHUIO.



3.1.4. U3nanuss u3 OuOnMMoTeuyHO-uHPOpMaMoHHOTO  (GOHIA, BKIIOUYEHHBIE B
«DenepanbHBIA CHUCOK», WCKIIOYAOTCS W3 (POHIOB OOCITY)KMBAaHUS W TOIJICKAT
CITUCAHUIO U YHUUITOKEHUIO.
3.3. Csepxka 6ubimoteuroro Gonaa ¢ denepaabHbIM CIIHCKOM:
3.3.1. B uenax peanmmszanuu @enepanbHoro 3akoHa oT 25.07.2002 Nel14-03
«O mpOTUBOJIEUCTBUH HKCTPEMUCTCKON JIESITEIIbBHOCTHY, B HaUaje KaJeHIapHOTo rojia
co3maércss paboyass KOMHUCCHUSI TOJ MPEACENATeNIbCTBOM JTUPEKTOpA IIKOJbI st
€XKEKBapTaJIbHONW CBEpKM HMEImUXcss B (QoHAe OUOIMOTEKH JTOKYMEHTOB C
«DenepanbHBIM CHUCKOM JSKCTPEMUCTCKUX MaTepuasioB». [lo wmToram mpoBepku
COCTAaBISIETCS AKT O HAJIMYUA WIH OTCYTCTBHHM JIUTEPATYPhl AKCTPEMHUCTCKOTO
cogepkanusi. CBepka NPOBOAUTCA MYTEM COINOCTaBJICHUA OMOIUMOTrpaduuecKux
3alACei KaTajora U KapToTek c¢ nepedHeM marepuanioB @COM. PesynbTaThl CBEPKH
3aBeyIomuid OnbamoTekor (memaror-omdiMoTekaph) 3aHocuT B <«OKypHasl cBepku
denepanbHOTO CIUCKA IKCTPEMHUCTCKUX MatepuasioB ¢ GoHaom 6udimoreku MbOY
COIII (Boenren) r 3epHoTpaja.
3.3.2. 3aBenytonuii  6ubmMoTEeKOM (Temaror-OubIMoTeKaph) MPU KOMIUICKTOBAHUHU
oubmmoTednoro (GpoHa, Ha ITAIE 3aKa3a WU TOCTYIJICHUS, HE3aBUCHUMO OT UCTOYHUKA
KOMITJIEKTOBaHUSI (BHEIIHSISI OpTaHM3aIvs, B Jap W JAp.) MPOBOJUT O0S3aTEIbHYIO
cBepky uznanuit ¢ ®COM c 11e1b0 HeJOMYIIEHUS MOMalaHus B OMOIMOTEUHbINA (OH
3anpenieHHbIX MaTepUaoB;
3.4. CnucaHue U yHUUYTOKEHUE IKCTPEMUCTCKUX MaTEPUATIOB
3.4.1. 3aBenytoumii  OubnMoTekor (memaror-OMOJMOTEKaph) TMpU  OOHAPYKEHUU
3aMpeleHHbIX MAaTEPHAIIOB U3bIMAET UX U3 OTKPBHITOTO JA0CTyna K (PoHIy OMOIMOTEKH
OO, XpaHUT B 3aKpBITBIX IJIs1 JOCTyIa TOJIb30BATENIC MECTax, OCYIIECTBIISET HX
criucanue 11 nocienyromero yuuutoxxkenus (I[punoxenue Nel).
3.4.2. 3aBenytonmit  6ubIMOTEKON (Temaror-oMOIMOTeKaph) M3BIMACT KApTOUYKU C
oubmorpaduuecKuMH 3aMucsIMU Ha BbIsiBIIeHHbIE B (hoHie Oubanoteku MbBOY COIII
(BoeHBea) T 3epHOTpaza 3ampelieHHbIC HW3aHUS M3 YUTATEIhCKUX KaTaJlOroOB U
KapTOTEK;
3.4.3. 3aBenytonmit  O6ubnmuoTekor (remaror-OMOIMOTEKaph) COCTABIAET AKT MO
YCTaHOBJICHHOW JTAaHHOW WMHCTpYKIMeH (opme Ha BhIsIBICHHBIC B (DoHIE OMOIMOTEKH
MBOY COII (BoenBen) r 3epHOrpaga 3ampelieHHbIC U3TaHUSA. AKT IOIHACHIBACTCS
Komuccueil no nmpoBepke 3KCTPEMHUCTCKHX MAaTepUalioB, BKIOUEHHbIX B PCOM u
xpanutcsa B oubnuoreke MBOY COIII (BoenBen) r 3epHorpaja.
3.4.4. 3aBenytoumii OubIMOTEKOM (TIeAaror-0ndIMoTeKaph) cocTaBigeT AKT o popme
U B cily4ae oTcyTcTBuUs B OnbimoreunoM ponae MbOY COIII (BoenBen) r 3epHorpana
3amnpeieHHbIX MaTepPUaIOB.
3.4.5. Coucanue npoBoautcs B cooTBeTcTBUU € «llopsiakoM ydera JOKYMEHTOB,
BXOJISIIUX B cocTaB 6nbnmoteunoro ¢houga» (Ilpukas MunucrepctBa KynbTypsl PO ot
08.10.2012 r. Ne 1077). Axt noanucwiBaercsi Komuccuend mo cnucanutro. OpuH
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AK3EMIUISIP Nepenaercsa B OyXrajaTepuio, BTOPOU IK3EMIUIIP XpaHUTCS B OMOJIMOTEKE
MBOY COIII (Boensen) r 3epHorpana;

3.4.6. 3aBenytonmii  OubIMOTEKOW (Temaror-OMOIMOTEeKaph) CIHMCAHHBIE W3AHUSA,
BkItoueHHble B DCOM, nepemaer Komuccuum 1o YHUYTOXKEHHUIO JIOKYMEHTOB,
CO3/IaHHOW Ha OCHOBaHMHM TpuKaza aupekropa MbOY COIII (Boensen) r 3epHorpaja.
[locne yHMUYTOXKEHUS JOKYMEHTOB SKCTPEMUCTCKOTO COJAEpM aHUs, COCTaBIsETCS
COOTBETCTBYIOIIMM AKT. AKT COCTaBISIeTCA B JBYX DK3EMIUISIpAX, OAUH HK3EMIUISP
nepenaeTcs B OyXrajirepuro, BTOPOH SK3EMILISIP XPaHUTCS B OMOIMOTEKe (TTOIITUBACTCS
K AKTy Ha CIIHCAHHE).

4. Henonymenune koMmjieKTroBanus 6M01M0TeYHO-UH(POopMALMOHHOTO (poHxa
M3JaHUSAMH, BXOASAIIMMH B «PegepajbHbIil CHHCOK IKCTPEMHUCTCKHUX
MaTepHaJIoB»

4.1. OcymectBisas o0T0Op, 3aKka3 U MNpPUOOpPETEHUE JOKYMEHTOB U3 BHEUIHUX
JOKYMEHTHBIX TOTOKOB (B TOM uHcjie OOBEKTOB JapeHHs) C LEJbI0 MOIMOJIHEHUS
oubmuoreunoro ¢ouma MBOY COIIl (BoenBen) T 3epHorpaga, 3aBemyONIUN
OoubmmoTekoi (memaror-OMOIMOTEKAph) MPOU3BOAUT UX CBEpKy C «DemepaibHbIM
cnuckom». akT cBepku (puxcupyercst AKToM o cBepke (onma u B JKypHasie CBEpKU
«DenepabHOTO criuckay ¢ GoHA0M bubanoTeku.

S. KoHTpPOJIb U OTBETCTBEHHOCTH

5.1. KoHTpons 3a HacTosIIel MHCTpYKUUen ocyectBisier nupekrop MbOY COILL
(BoeHBen) T 3epHOrpaaa.

5.2.  OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE BBISIBICHHE M HCKIIOYEHUE U3
oubnuoreunoro Gouga MBOY COIIl (BoenBex) r 3epHorpajga 3amnpelieHHBIX
MaTepuaioB, X CIIMCAHUE U YHUUYTOXKEHUE HECET 3aBe Iy IOInii OnbIMoTeKo (iegaror-
OnOIMOTEKAPH).

[Tpunoxenue Nel

K [Tonoxenuto mo pabore ¢ JOKyMEHTaMH,
BKJIFOYECHHBIMU B DeiepanbHblil CIIMCOK
JKCTPEMHUCTCKUX MaTEPHUAIIOB

MyHununajabHoe 010/:KeTHOe 0011e00pa3oBaTeibHOE YUPesKIeHHe CPeaHsIst
o0meo0pa3oBaTeJbHas 1IK0JIA (BOEHBeN) I'. 3epHOrpajaa



AxT Ne

O0 yHUYTOXXCHUH HCKIIOUCHHBIX W3 OMONMMOTeYHOro (OHIa JTOKYMEHTOB,
BKJIIOUEHHBIX B DeiepalibHbIi CIIUCOK YKCTPEMUCTCKUX MaTEPHUAIIOB.
«__» 20 T
Komuccus 0o yHMUYTOXKEHUIO JOKYMEHTOB, W3JIaHUM, BKIIOYEHHBIX B
®denepanbHbI CHMCOK HKCTPEMUCTCKUX MAaTEPHUAIOB, 3alIPEIICHHBIX K MPOU3BOACTBY U
pacnpocTpaHeHnto Ha tepputopun Poccuiickon denepanuuy B COCTaBe:

nmpukas oT  Ne , TIPOM3BENA YHHUYTOKEHHE HCKIIOYEHHBIX AKTOM Ne
oT 3 ¢ponaa oudmmoreku MBOY COII (BoenBen) r 3epHorpajaa
JNOKYMEHTOB, BKIIOUEHHBIX B DenepanbHbIi CIUCOK JIKCTPEMUCTCKUX MAaTEpUAIIOB.
YHHAUYTOXKEHBI JOKYMEHTHI, NU3JaHUS B KOJIUYECTBE 9K3. HA CyMMY pyoO. (
) KOIIL. MIPOIHUCHIO
[Ipunoxenue:
CHnucoK  YHHMUYTOXXEHHBIX JOKYMEHTOB, IIpU3HAHHBIX Poccuiickumu cynamu
DKCTPEMHUCTCKUMH Ha 1. B 1 3k3. Crincok 1o akty Ne oT
Ne |ABTOD, Y4eTHbIil [FOXT nena |Koadgumment Kom-Bo CTOUMOCTB
/Tl [3arjjaBue  [HOMEpP A3aHNA IIEPECOLICHKN  PK3.
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