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1. OOmme MoJIoKeHus

[lopsimox paboOThl MIKOJABHOW OHOIMOTEKM C U3JAHUSMH, BKJIIOYCHHBIMH B
dbenepanbHBIl  CIMCOK  JKCTPEMHUCTCKHUX  MaTepuasioB (mamee -  [lopsgok)
pernamenTupyet padoty oubmmoreku MBOY bo6puxckas COIL (manee — Illkomna) ¢
JOKYMEHTaMH, BKIIFOYCHHBIMU B (peIepasIbHbIN CIHCOK SKCTPEMUCTCKUX MAaTEPHAIIOB,
onyOJMKOBaHHBIM Ha oduImansHOM caiiTe MuHucTepcTBa rOcTULIMKM Poccuiickoi
denepanum.

Hacrosumit  Tlopsimox pa3paboTaH Ha OCHOBAaHMHU CIIEIYIONIMX HOPMATHUBHBIX
JOKYMEHTOB:

- 3akoH Poccuiickoit @enepannu ot 29.12.2012 Ne273-03 «O6 o6pazoBaHuu B
Poccutickon ®enepanun»;

- 3akoH Poccuiickoit ®enepannu ot 25.07.2002 Nel 14-P3 «O npoTtuBoaercTBUA
AKCTPEMUCTCKOU AEATEIBHOCTH;

- 3akoH Poccutickoit ®enepanuu ot 29.12.1994 Ne78-D3 «O 6uOIMOTEUYHOM JETeH;
- [Ipuxka3s
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Nel1077 «O6 yTBepkaeHUH TOpsiiKa y4€Ta JOKYMEHTOB, BXOSIIUX B COCTaB
oubsmoreyHoro GpoxHIay;

- Pexomenaruu no pabore 6MOIMOTEK ¢ JOKYMEHTAaMU, BKJIIOYCHHBIMU B
dbenepabHBIN CITUCOK IKCTPEMUCTCKUX MAaTEPHAIOB (YTBEPIKICHBI
MunucTtepcTBOM KyabTyphl Poccuiickoit denepannu ot 12.09.2017);

- YcraB MBOY bo6pukckas COLI (nanee—Ycras).

PaboTa ¢ moxymeHTamMu, BKIIFOUCHHBIMHU B (eiepaibHbIA CIIUCOK
HKCTPEMUCTCKUX MaTepuaioB (nanee —OCOM), COCTOUT U3 CIETYIONTUX
HaInpaBJICHUM:

— oTciexuBanne ooOHoBneHN OCOM;

— cBepka oubnuoteyHoro ¢ouaa llkonas ¢ DCOM;

— PCrucTpanyvAa U 3all0OJJHCHUC JOKYMCHTOB, U3bBATHC

— u3 ¢oHAA M3JAHUN U JOKYMEHTOB, KaTaJOXKHBIX KapTOUYeK W3
YUTATEIbCKUX KATAJIOrOB, JJEKTPOHHBIX MAaTE€pUaIOB W3 OTKPBITOTO
JOCTYyIA.

B nacrosmem Ilopsake UCoNb3yrOTCS CIEAYOIKUE TEPMUHBI U IIOHATHUA:

— 9KCMpPEeMUCMCKUe Mamepuasl (3anpeweHnsvle Mamepuaivl)
peIHa3HAauCHHbIC VIS pacupocTpaHeHus 1100 nyOJIMYHOTO
JEMOHCTPUPOBAHUS JOKYMEHTBHl JHOO HHGPOpManusi Ha HWHBIX HOCHUTEISX,
IpU3BIBAIOIINE K OCYUIECTBICHHUIO SKCTPEMHUCTCKOW JESTeNbHOCTH JHO0
OOOCHOBBIBAIOLINE WM OMNPAaBIbIBAIOIIME HEOOXOJUMOCTh OCYILECTBICHUS
TaKOM JESATEIbHOCTH, B TOM 4YHUCIE TPYIbl PYKOBOAMUTENEH HalMOHAI-
COLIMANIMCTUYECKON pabouei naptuu ['epmanuu, amuctckoi naptuu Uranuu,
BBICTYIUICHUS, W300paXeHUs] PYKOBOJAUTENEH Tpynn, OpraHu3auuid Wiu
JNBWKEHUW, NPU3HAHHBIX NPECTYIIHBIMU B COOTBETCTBUH C MPUTOBOPOM
MexyHapoIHOTO BOEHHOro TpuOyHana JJIsl Cyla U HaKa3aHUs TJaBHBIX
BOCHHBIX MTPECTYITHUKOB eBporneiickux ctpan ocu (Hriopubeprckoro tpuOynana),
BBICTYIUICHHUSI, N300paXeHUs pyKOBOJIUTENEH OpraHu3aIiil, COTpyIHUYABIINX C
yKa3aHHBIMH TpPyNIaMy, OPTraHU3alUsMUA WIM JABUKEHUSMHU, ITyOJIHMKAIUH,
O0OOCHOBBIBAIOLIME WJIM ONPABJBIBAIOIINE HAIMOHAIbHOE M (WMJIM) PacoBoe
MPEBOCXOACTBO JINOO OIMpaBIbIBAIOLIUE MPAKTUKY COBEPIICHHS BOCHHBIX WM
WHBIX NPECTYIUIEHUI, HAITPaBJICHHBIX HA MOJHOE WM YaCTUYHOE YHHUTOKCHUE
KaKOH-IM00 OSTHUYECKOM, COLMAIIBHOM, pPAacOBOM, HAIMOHAJILHOH WM
PEIUTMO3HOMN TPYIIIBI.

2. Ilopsizok padoThI C JIOKYMEHTAMM,
BKJIIOYEHHBbIMU B (eepajabHbIi



CIHCOK IKCTPEMHUCTCKUX
MaTepHajioB

B umensix HCKIIOYEHHS BO3MOXKHOCTM MAacCOBOTO  paclpOCTpaHEHUs
HKCTPEMUCTCKUX MaTEPUATIOB:

onbnmuorexka  IIIKombl  caMOCTOSATENBHO  OCYIIECTBIIIET  MPOBEPKY
oubnunoreunoro Qouna lllkonel Ha mpenMeT HamU4Ms B HEM JOKYMEHTOB,
BKIIOUeHHBIX B DPCOM, KkoTOopas NpOBOAUTCS TMpPHU MOCTYIUIGHUH HOBBIX
JIOKYMEHTOB B (DOHI;

B Illkone co3paetcs cnenuanbHas Komuccust mo cBepke OMOIMOTEYHOTO
donna ¢ denepanbHbIM CIIUCKOM IKCTPEMHUCTCKUX MATEPHUAJIOB, BBISIBICHHUIO,
U3BATHIO U YHUUYTOKEHUIO SKCTPEMHUCTCKUX MaTepuasioB (nanee—Komuccus no
IIPOBEPKE IKCTPEMUCTCKUX MATEPHANIOB), KOTOpas CHUCTEMATHYECKH (HE pexe
OJIHOTO pa3a B IoJi) OCYIIECTBISET MPoBepKy Onbamoreunoro ¢pouaa lllkons Ha
peIMET HAIUYUS B HEM JIOKYMEHTOB, BKIIOUEHHBIX B DCOM, myTeM cBepku
OCOM co cripaBo4HO-O01bOIMOTpaduueckuM anmnaparoM GoHzaa.

[Ipn BbIsIBIEHUH JOKyMEHTa, BKIoueHHOro B @OCOM, Ha osrtame
KOMIUIEKTOBaHUA (POHIA, YKa3aHHBIA TOKYMEHT HE MOJIEKHUT BKIIOYCHHUIO B
oubnuoreunsit pona IIkoms.

B cnyuae BbIBIEHUS JAOKyMeHTa, BKIOUeHHOTo B DCOM u yxe
Haxojsmierocs B (onne Oubmumorexku I[IIKOJBI, JOKYMEHT HCKIIOYAeTCs U3
ounbnuoreunoro ¢ouaa [Ikoabl M MOAIEKUT YHUUTOKEHHUIO.

Ecnmu  nmokyment, BkmoueHHbiE B @OCOM, B COOTBETCTBUU C
3aKOHOJATEIBCTBOM JOJDKEH XpaHuTbcsi B Qonae Oubmuoreku IIIkorsl,
oubnuoteka [Ikobl mpeampuHUMAET CIEeIYIONUe ASHCTBUS:

- Ha  W3JaHWE  HaKJEeWBaeTCs  SAPJbIK ¢ moMmeTrkod  [!]

(BOoCKIMIIATENIBHBIA ~ 3HAK),  YKa3blBAOIIMA  HA  3ampeT  €ro

pacnpocTpaHeHus;

— cocrtaBigeTcs AKT 0 Haimuuu B OuoOiamorexe IlIkoibl mM3maHus,
BKJIIOUeHHOT0 B DCOM;

— JIIs1 XpaHEHUs1 JaHHOTO JOKYMEHTA U aHAJIOTUYHBIX JOKYMEHTOB B
ouoamoTeke 111kompI BRIICIISCTCS CIEIMaIbHOE MECTO (B 3aBUCUMOCTH OT
00BEMOB - OTJEIBLHOE MOMEIICHHUE, 3aKPHITHIN CTeIax, IKad ¢ 3aMKOM),
KyJla IIEPEMEILAIOTCA BCE JOKYMEHTHI, BKIIFOUeHHbIE B DCOM;

— Ooubnuotekapb I1IKoJbI SBIISIETCS OTBETCTBEHHBIM 3a XpaHEHUE U
MCIIOJIb30BaHUE YKA3aHHBIX JOKYMEHTOB;

— JIOMYCK MHBIX JUI K JaHHOMY (DOHJTY 3aIperaercs.

Jokymentbl, BkItoueHHble B DPCOM, He mnomiiekaT HUKAKUM BUAaM
KOIMPOBAHUS Y SKCTIOHUPOBAHUS, BblJjaue 10 OMOJIMOTEeYHOMY aOOHEMEHTY.



B mensix WCKIOYEHUS BO3MOKHOCTM MAacCOBOIO  PAaCHPOCTPAHEHUS
MaTepuaioB, BKIOUeHHbIX B DCOM, B 6ubmmoreke Lllkonbl He pexe 0AHOTO
paza B roj OTBETCTBEHHBIM JMIIOM (B cocTaBe Komuccuu 1o KOHTEHTHOMU
(GWIBTpallMd  MHTEPHET-PECYpCcOB) oOecreunBaeTcss MpoBepka HWHTepHET-
pPECYpCOB, AOCTYN K KOTOPBIM OCYIIECTBISIETCS C KOMITbIOTEpa OMOIHOTEKU
[Ixo1BI, ¢ UX TOCIEAYIOMICH MPU HEOOXOAMMOCTH OJIOKHUPOBKOM.

3. Ilopsizok padoThI
oubauorexkapsa lIkosbl mo
BBISIBJICHUIO IKCTPEMHUCTCKHUX
MaTepuajioB

[Ipu xommexkroBanun O6ubnuoreyHoro ¢ouna lllkoinbl, Ha 3Tane 3akaza wiu
MOCTYIJICHUSI, HE3aBUCUMO OT MCTOYHHUKA KOMIUICKTOBaHUS (BHEIIHSIS
opraHuzanus, B gap u Ap.) oubnuorexaps IlIkosnbl mpoBoauT 00s13aTE€IbHYIO
cBepky m3nanuii ¢ ®COM c 11enp10 HeJOMYIISHHS TTONaaHus B OMOIMOTCUHBIN
(G OoH/1 3aMpelleHHBIX MAaTepUAJIOB.
bubmuorekaps Illkonbl cucrematudecku (He pexelpasa B roa) cieauT 3a
oOHoBieHuEM PCOM, 0 yem omepatuBHO MHGOPMHUPYET AAMUHUCTPALMIO U
koJutekTuB 1IkoJbl, coxpaHseT 0OHOBJIEHHBIN CIHUCOK B AJIEKTPOHHOM BUJIE Ha
KOMIIBIOTEPE B OTIEIbHOM narnke. CIUCOK T0JKEH COIepPKaTh 1aTy OOHOBIICHUS.
bubnmuotekapsr Illkonsl B cocraBe Komuccuum mo mpoBepKe 3KCTPEMHUCTCKUX
MaTepHaiOB OCYIIECTBIISET TUIAHOBBI KOHTPOJb 3a BBISBICHUEM B (POHIAX
oubnuorekn Illkonsl u3ganuii, BkiIoueHHbIXx B @COM. CBepka MmpoBOIUTCA
IyTEM COIOCTaBJIeHUsI OMOIMOrpadUUecKnx 3amuceil KaTajaora U KapTOTEKH
nepeynss marepuanioB  @COM. Ilo pesynapTaTaM NOpPOBENEHHOM NIPOBEPKHU
coctaBisieTcsi AKT 0 Hanuuuu B Oubnuoreke Llkonbr u3manus, BKIFOYEHHOTO B
OCOM(IIpunoxenuel).
bubmuotekaps [koner 3amonnsier «KypHan cBepku DenepaqbHOTO CIUCKA
AKCTPEMUCTCKUX MaTepHuaaoB c dhoHTOM OnOIMOTEeKN
yupexaeHus»(IIpunoxenune?).

bubmuorekaps Illkonmbr coBmectHo ¢ Komuccueil 1Mo KOHTEHTHOMU
buabTpalli MHTEPHET-PECYpCOB cHcTemMaTHuecku (He pexxe 1 paza B rox)
npoBoaUT cBepky DPCOM ¢ 2NEKTpOHHBIMU JOKyMeHTaMu U HHTepHert-
pecypcamu, IOCTyIl K KOTOPBIM BO3MOKEH C KOMIIBIOTEPA, YCTAHOBJIIEHHOTO B
oubnmuotrexe Illkonpl. CBepka B o0O0s3aTeNbHOM TOpsAKE (QUKCHUpyeTcs B
«KypHane cBepkn @DenepasbHOTO CHUCKA SKCTPEMUCTCKUX MATEPHUANIOB C
boHI0M OMOIMOTEKH yUpeKaeHUs». Pe3ynbTarsl cBepku GUKCUPYIOTCA B AKTE
o Hanuuuu B oubnuoreke I1Ikonel u3ganus, BkiarodeHHoro B ®COM. B ciyuae



OOHapy>KeHHsSI B OJJIEKTPOHHBIX JOKYMEHTaX M WCIOJIb3yeMbIXx HWHTepHET-
pecypcax 3ampellleHHbIX MaTepUalioB OCYIIECTBISICTCS OJOKUPOBKAa ITHX
pecypcoB. B atom ciyuae cocrasiisiercst AKT o 6J10kupoBke HTEpHET-pecypcoB,
BKJIIOYEHHBIX B  (pefepalibHbIii  CIHMCOK OJKCTPEMHUCTCKUX  MAaTepUasoB
(ITpunoxxenne 3). brnokupoBanue noctyna K caiitaMm, BKItodeHHbIM B DCOM,
MPOUCXOJIUT HA MPOKCU-CEPBEPE.

[Ipu oOHapy)eHUM 3alpenieHHbIX MaTepuanoB ondanorekaps L1Ikombl n3biMaerT
WX U3 OTKPBITOro foctymna kK Gouay 6ubmuoreku llIkonbl, XpaHUT B 3aKPBHITHIX
JUI.  J1OCTylla TOJIb30BaTelied MECTax, OCYUIECTBISIET WX CIHCAHUE JIA
MOCJEAYIOIIETO YHUUTOXKEHUS.

Cnucanue mpoBoAUTCS B COOTBETCTBUU ¢ «IlopsakoM ydeTa TOKYMEHTOB,

BXOJSIIUX B COCTaB OMOIMOTEYHOTrO (DOHIIa», YTBEPKICHHBIM IPUKA30M
MununcrepcrBa KyapTypsl Poccuiickont ®enepannu ot 08.10.2012 Nel077;
Cnucannble wu3fgaHusi, BKIoueHHble B DPCOM, Oubmuorexkapem IIkoJsl
nepenatorcsi Komuccun mo MpoOBEpPKE AKCTPEMHUCTCKUX MAaTEpPUATOB JISI MX
MOCHEAYIOMIET0  YHHUYTOXEHus.  llocine  yHMYTOXKEHHS  JOKYMEHTOB
HDKCTPEMUCTCKOTO  COAEPKAHUS, COCTABISIETCS  COOTBETCTBYIOIIMM  AKT
(ITpunoxxenneNed). AKT ocCTaBisieTCd B JBYX JK3EMIUISIpax, OJUH SK3EMILISIP
nepeaeTcsd B IEHTPAJIbHYIO OyXrajaTepuio, BTOPOH JK3EMIUISIP XPaHUTCS B
oubmmorexe [konbl (moAmmMBaeTcs K AKTY Ha CIIUCAHUE).
bubnuotekaps 11Ikosbl n3bIMaeT KapTouku ¢ OUOIMOrpadMuEeCKUMH 3aUCIMU
Ha BbIsABICHHBIE B (oHae Oubnmoreku Illkomnwl 3ampernieHHble u3NaHUS U3
YUTATEIbCKUX KAaTaIOTOB M KapTOTEK.
CBoaubli AKT 0 Hanuunu B OuoOimoteke I1IkoJibl M3maHus, BKIIOYECHHOTO B
OCOM cocTaBisgeTcst U B ciydae OTCYyTCTBUS B OubiamoreunoM onje LlIkomns
3alpelICHHBIX MAaTEpHUaIoB U JocTyma K MHTepHeT-caiiTaM. AKT HOANUCHIBAETCA
Komuccueli mo npoBepke SJKCTPEMUCTCKUX MAaTEPHUAIIOB, BKIIIOUEHHBIX B DCOM,
U XpaHutcs B Oubnuoreke [1Ikomb.
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