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1.OBIIIUE MMOJIOKEHU A
1.1 Hacrosimee Ionoxenue mo pabote ¢ JOKyMEHTaMH, BKIIOYCHHBIMU B PecryOarKkaHCKuii

CIIUCOK 3KCTPEMUCTCKUX MaTepuaoB B OubinoTeke ['ocyjapcTBEHHOTO O01KETHOTO
npodeccuoHanbHOro 00pa3oBaTeNbHOIO yupekaeHus «MakeeBCKuil TpaHCIOPTHO —
TEXHOJIOTHYECKHI KoJuie/pk» (najnee — [lojoxkeHue) permaMeHTUpYeT MOPSI0K BISBICHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B PecryOamKkaHCKUii CIUCOK KCTPEMUCTCKUX MaTEepHUaJIoB,
OImyOJIMKOBAaHHBIX Ha ouimansHOM caiite Munucrepera roctuiinu Jlonerkoit Hapomnoit
PecnyGnuku.

1.2 Tonosxenue pa3pabOTaHO B COOTBETCTBHH C:

- Koncrurynueit Jlonenkoit Hapoanoit Pecniy6nmku;

- 3akonom Jlonenkoit Hapomnoit Peciyomuku ot 09. 06. 20151, Ne51-IHC «O
MPOTUBOACUCTBUN IKCTPEMHUCTCKOM 1€ATEIbHOCTI;

- 3akonom Jlonenkoit Hapoanoit Peciy6nuku ot 23.06. 2016r. Nel35- IHC «O 6ubnuotexax
1 OUOIMOTEYHOM JIENIEN.

1.3 PabGoTa 1o BBISBICHUIO JOKYMEHTOB, BKIIFOUEHHBIX B PecryOarKkaHCKUi CITUCOK
AKCTPEMUCTCKUX MaTepuanosB (naisee — PCOM), npoBoauTCS € LENIbIO IPOTUBOACHCTBUS
HKCTPEMUCTCKOM AESITEIbHOCTH U UCKIIIOUEHUS BO3MOKHOCTH MacCOBOT'O PacCIpOCTpaHEHUs
HKCTPEMUCTCKHUX MaTEpUaIOB.

2. OCHOBHBIE HAITPABJIEHUA
2.1 Pabora ¢ tokyMeHTaMu, U3JaHUsIMH, BKIIOUEHHBIME B PCOM, coCcTOUT U3 CeIyoIMX
HAIpaBJICHUN:
- oTclexxuBanue oOHoBIeHU PCOM;
- cBepka oubnuoteunoro gonnaa ¢ PCOM;
- U3bTHE U3 OMOIMOTEYHOTrO (POHAA TOKYMEHTOB, U3AAHUM, B CIIydae BBISIBICHUS
HKCTPEMUCTCKHUX MaTepUaIOB.

3. HOPAJAOK PABOTbI
3.1 OrcnexuBanue ooHoBIeHNH PCOM:
a) CHCTeMaTHYeCKoe OTCeKuBaHue oOHoBieHuid PCOM;
6) o6HOBIeHHbII PCOM B 371€eKTPOHHOM BUJIE€ COTPYIHUK OMOINOTEKH COXpaHseT Ha paboueM
KOMIIBIOTEPE U B pacrieyaTaHHOM Buje B mamnke «[Ipodunaktuka skcTpemMusmMa u TeppopusMar.
3.2 Cgepka 6ubmmoreunoro gonna ¢ PCOM:

a) CBepKa IPOBOJAUTCS IYTEM COIOCTaBICHHUS OMOIMOrpapuuecKuX 3aruceil 3J1eKTPOHHOTO
KaTaJIora, NHBEHTAPHBIX KHUT U NepeuyHeM matepuanos PCOM;

0) 1Mo pe3ynbTaTaM CBEPKHU, COCTABIIAETCS AKT O MPOBEACHUU CBEPKH (OHAOB OMOIHMOTEKH
lNocynapctBeHHOTO  OFOKETHOTO  MPO(ECCHOHATBLHOTO  O00pa3oBaTEIBHOTO  YUPEKICHUS
«MakeeBCKUH  TPaHCIOPTHO-TEXHOJOTHYECKUI  KOIIemk» ¢ PecrnmyONMKaHCKUM — CIIHCKOM
AKCTPEMHUCTCKHX MaTepUaIOB.

Hymepanus AKTOB €XerojHo HauMHaeTcs ¢ 1. eclu CIUCOK IOKYMEHTOB, BKIIOYaeMbIX B AKT,
HeOOJIbIION, TOMYCKAaeTCsl pa3MeIlleHHe ero HeTOCPEICTBEHHO Ha CTpaHulle AKTa;

B) B ciy4dae OOHapy>XeHHS MaTepHalioB ASKCTPEMHCTCKOTO COJEp)KaHUS, JOKYMEHTBI
MO/JIEKAT CIUCAHUIO;

I) TpH KOMIUICKTOBaHMM OubOImMoreyHoro (oHAa, Ha JdTame 3aKa3a WU TMOCTYIJICHHS
JIOKYMEHTOB, HE3aBHCHMO OT MCTOYHHMKA KOMILJICKTOBaHMs (BHELIHsSI OpraHu3alus, B Jap U Jp.)
MpOBOANTCS OOs3aTenbHas cBepka usnaHuii ¢ PCOM, ¢ 1enpl0 HCKIIOYEHUS BO3MOXKHOCTH
MOCTYIUIEHUS B OMOIMOTEKY MaTepraioB SKCTPEMHUCTCKOTO COACPIKAHMS.

3.3 Cnrcanue SKCTPEMHUCTCKUX MaTepHAIOB:

a) mpu 0OHApYKECHUHU B OMOIMOTEYHOM (POH/IE IKCTPEMUCTCKUX MAaTEpPUAIOB, OHU MOJICKAT

u3baThIo U3 Gouaa. HalimeHHple MaTepualibl He MOAJIEKAT BbIIaue TOJIb30BATENISIM OUOINOTEKY;



) 6) mpu cicaHuy U3 OUOIMOTEYHOTO (POHIA IKCTPEMHUCTCKUX MAaTEPHUATIOB COCTABIISIETCS AKT
O CIIMCAHUU B JIBYX IK3EMILIAPAX.

[locne moamucaHusi W yTBEpXKIEHHUS AKTa, OTMEYAaeTCs BBIOBITHE W3JIAHWA B YYETHBIX
JOKYMEHTaX OMOIMOTEeKH, YAAISIOTCS OnOIMorpadudeckie 3amucu U3 KaranoroB. OuH K3eMILISP
nepeaaercsi B OyXrajaTepuio, BTOPOi SK3eMIUISIP XPAaHUTCS B OMOIIHOTEKE.

3.4 O pesynbpraTax MpOJCIAaHHONH PaOOThI, COCTABICHUU COOTBETCTBYIOIIETO AKTa, JeiaeTcs
3amuch B JKypHanme cBepku OumbOmumoreyHoro QonHma ['ocymapcTBEHHOTO — OIOKETHOTO
npoeCCHOHATBHOTO  00pa30BaTENIbHOTO  YYpeKIeHHS  «MaKeeBCKHH  TPaHCIOPTHO -
TEXHOJOTHYECKHUI KOJUIE/DK» ¢ PecrmyOIMKaHCKIM CITUCKOM DKCTPEMHUCTCKUX MaTepUAIOB.

3.5 OrcnexuBanne OOHOBIICHUH PecnyOIMKaHCKOTO CHHCKA SKCTPEMHCTCKAX MaTepHAIOB
IIpOBOAMTCS HE pexke 1 pasa B 6 mecsna.

4.0TBETCTBEHHOCTbH U IIOJIHOMOYUA

4.1 OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE M Ka4eCTBEHHOE BBINIOJHEHHE PadOT MO BBISBICHUIO U
uckiIoueHuto u3 Oubnuoreunoro ¢onma I'BIIOY «MakeeBckuii TPaHCHOPTHO - TEXHOJOTHYECKHIA
KOJUIEDK) 3alPELICHHBIX MaTepHalioB, ykazaHHbIX B PCOM, HeceT 3aBeayrouuii OnGInoTeKoi.

3aB. OMOIHMOTEKON KOIemKa JI. A. AnmieeeBa

CorracoBaHo: 3aM. JAUPCKTOPaA KOJUICI KA JLA. AH,Z[pOCOBa.
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