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Nucrpykuns
no pabore ¢ IOKYMEHTAMH, BKJIIOYEHHLIMH B
«MeiepajbHbIi CNTHCOK YIKCTPEMUCTCKUX MATEPHATOB

1.OBUIME IMOJIOKEHUSA

Hacrosiias MHCTPYKIMs periaMeHTUpYeT TOPSIOK BBIAB/ICHUS NOKYMEHTOB,
BIOYeHHBbIX B «®DenepanbHbId  CIMIMCOK  OKCTPEMHUCTCKHX — MaTepUajion»,
onyGauMKoBaHHBIA ‘Ha oduiManbHOM caliTe MUHUCTEPCTBA IOCTULNM PO (nanee —
«DejiepalibHBIA CITUCOK»), B COOTBETCTBMH CO CT. 13 ®enepansHoro 3akona PO or
25.07.2002 No 114 «O npoTHBOAEHCTBUH IKCTPEMUCTCKON 1€ATEIbHOCTHY.
|.1. PaGora 110 BBIABJICHUIO IOKYMEHTOB, BKIIOYEHHBIX B «DeepaibHbli CIMCOK
IKCTPEMHCTCKHX  MAaTepUaiioBy, OIyOIMKOBAaHHBIA Ha odUIIHANLHOM  CaHTe
Muuucrepersa  toctunun  P®,  mpoBoauTCA € HEJBIO IIPOTHBO/IEHCTBUS
IKCTPEMUCTCKOH  JIESATENIBHOCTH M WCKJIOYEHMS  BO3MOXKHOCTH  MacCOBOTO
pacnpocTpaHeH s SKCTPEMUCTCKUX MAaTEpHAJIOB.
1.2. Hasnauenue «MHCTpyKiMH 1o pabGore ¢ JOKYMCHTaMH, BK/IIOHCHHBIMH B
(Dejiepalibhblid  CIIMCOK  AKCTPEMHUCTCKMX  MATepHajoB» (nanee Muctpykumsl —
periaMeHTHpOBaTh OTBETCTBEHHOCTH M MOPS/IOK paboT cOo CHMCKOM JIOKYMEHTOB,
BK/IIOYCHHBIX B (pe/ilepaibHbIM CITMCOK.
1.3. MWucrpyknus paspaboraHa B COOTBETCTBUH  C Kouceruryuueit  P®,
desepanbibiv 3aKkoHOM PO «O 1npoTHBOICHCTBUU SKCTPEM MCTCKOM J1eSITE/IbHOCTHY
or 25.07. 2002 rona Ne 114.

2. Onucanue padoTkl
PaboTa ¢ JJOKYMEHTaMH, BKJIIOYECHHBIMU B deiepalbHbIHA CITHCOK, BKIIOYACT!
- o6noBieHne MejepallbHOrY CIKMCKA IKCTPEMUACTCKUX MATEPHAJIOB;
- cBepKy GubmoTeyHoro (omnzia ¢ PeiepanbHbIM CITUCKOM IKCTPEMUCTCKIX
MaTepHalloB;
- CTIMCaHue HKCTPEMHUCTCKAX MAaTepHaJIOB B ClTydae BbIABICHH,



- 6IoKUpOBaHKE NOCTyNA K caiiTaM, BKIIOYeHHBIM B DeiepallbHbIi CITHCOK.
2.1 O6uoBJenue PeiepaILHOr0 CIHCKA YIKCTPEMHCTCKHX MATEPHAJIOB

2.1.1. OrcnexxuBanue cucreMarudecku (1 pa3 B Mecsi) oOHOBIeHUH DenepanbHOro
CITHCKa. .

2.1.2. OGHOBJEHHBEI CHHCOK Ha OyMa)KHOM HOCHTENe COTPYOHHMK GUOIHOTEKH
coxpaHsier B 6ubnuorexe.

2.2 Cepka 6ubnoTe4HOro0 honaa ¢ PenepajbHbIM CIHCKOM

2.2.1. CBepka MpPOBOAMTCS IIyTeM comocTaBleHus Oubnmmorpaduyeckux 3anuceit
KaTaJIoroB, HHBEHTApHBIX KHUTI U IlepevyHeM MaTepuanoB DenepaibHOro Crmcka.
2.2.2. Tlo pe3ynbraraM CBEpKH, HE3aBHCHMO OT pe3ynbTara, COCTaBiseTcs AKT O
HaIM4UKM B OHOMMOTEYHOM (OHIE NOKYMEHTOB, BKIIOYEHHBIX B DenepanbHbIH
CITHCOK 9KCTPEMHUCTCKUX MaTepHaIOB.

Hymepanuss AKTOB eXerogHO HauuHaeTcss ¢ 1. AKT NOANMUCHIBAeTCA KOMUCCHEH,
CO3/IaHHOM Ha OCHOBAaHUU MPUKa3a JUPEKTOPA, U XpaHUTCS B Oubnuoreke.

2.23. B cinydae oOHapyXeHHs MaTepHAIOB 3KCTPEMUCTCKOTO COIEpKaHUs,
INOKYMEHTEI MOAJIEKAT CIIMCAHUIO.

2.2.4. Tlpu xomruiekToBaHUU OubiauoreyHoro ¢GoHAa, Ha 3Tame 3aKasza WId
TOCTYIICHHs, HE3aBUCHMO OT MCTOYHHMKA KOMILIEKTOBAHHS (BHEIIHSS OpraHM3allys,
B ap, Apyroe) mpoBoAuTCs oOs3aTenbHas cBepka u3lanuil ¢ @eepalibHBIM CIIHCKOM
« LeNnpl0 HelomylleHuss B OubnuoTeuHbIt (OHJ MaTepHaloB SKCTPEMHUCTCKOrO
COZePIKAHUSL.

2.3 Cnucanne 3KCTPEeMHCTCKHX MATEPHAJIOB

2.3.1. Ilpu oOHapyxeHMu B OuMOIMOTEYHOM (OHIE SKCTPEMUCTCKUX MAaTepUalioB,
OHU TOAJIEXAaT W3BATHIO M3 (oHJa M cnucaHuro. Halinennesle Marepuansl He
IMOUIEXKAT BhIa4e MMOJIb30BaTENAM ONOIHOTEKH.

2.3.2. Ilpu cnucaHuu w3 OuOIMOTEYHOro (OHIA SKCTPEMHUCTCKMX MaTepHaIOB
COCTaBJIsIETCS B ABYX 3K3eMILIApax AKT O CIIUCAHUH.

[Tocne mommucaHuWsi ¥ yTBEPXKAEHHA AKTa, OTMEYaeTcs BbIOBITHE H3NAHAN B
YUYETHBIX JOKYMEHTax OuOnmuoTeku, ypansioTcss OubOmuorpapuueckue 3amucH U3
KatanoroB. OIMH 3K3eMIUISp TeEpefaeTcs B OyXraaTepuio, BTOPOW 3K3eMILISp
XpaHUTCS B OubnHOTEKE (B COOTBETCTBUM C HOMEHKIIATYPOH Jen).

2.4. BrokupoBaHHue 10CTyNAa K caiiTam, BKJIO4YeHHBIM B ©eepanbHbIH CIHCOK

2.4.1. Ha ocHoBammm PDemepansHOro Cmomcka, Iociie KaXXAOro OOHOBIICHHS,
MIPOBOAUTH OJIOKMPOBAHUE 0CTYIIA K CauTaM.

2.4.3. Tlo pesynsTaraM NpOBEpKH JAOCTyNa COCTaBisfeTcss AKT O OJIIOKMpOBaHUU
IOCTyna K caktaMm, BKIOYeHHBIM B @DelxepaibHbIi CHUCOK 3KCTPEMHCTCKHUX
MaTepHaJoB.

2.4.4, Axt xpaautcs B Oubiauorexe.



3. OTBETCTBEHHOCTH U ITIOJIHOMOYH ST

3.1 OTBETCTBEHHOCTh 332 CBOEBPEMEHHOE M KAa4eCTBEHHOE BBINOJHEHHME paGoT o
BBISABIEHHIO M HCKIIOYEHHIO U3 OubinoTeyHoro (oHpa MarepHagoB U3
OQenepanbHoro cmnmcka (¢ yderoM ero OGHOBIEHHI) HeceT —3aBeIyromas
Oub1IMOTEeKOH.

3.2 OTBeTCTBEHHOCTh 32 CBOEBPEMEHHOE ¥ KA4YeCTBEHHOE BHINONHEHHE PaboT 1o
6JI0KHPOBaHWIO JIOCTyNa K caiiTaM, ykasaHHbBIM B (DelepabHOM CIIHCKe, HECeT
3aMeCTHTENIb aupeKTopa rno YBP.



