PABOTBI C U3JIAHUSMMU, BKJIIOYE S
B «®EJIEPAJIBHBINA CIIUCOK YKCTPEMUCTCKHUX MATEPHUAJIOB»

1. OBLIIUE ITOJIOKEHU S

1.1. Hacrosimuit [Topsinok (MHCTPYKLIKS) PErVIAMEHTUPYET MTOPSIIOK BBIIBIICHHS, XPaHECHUS
paboTHHKaM¥ GUOIHOTEK (CTPYKTYPHBIX IOApaszieneHnii) MyHHIMIAIbHOTO Y YperkICHUS
Ky/IbTypsI «KyKoBcKas IleHTpantu3oBaHHas GubmmoredHas cuctemay (nanee - MYK «KIBC»)
M3aHNH, BKIIOUYEHHBIX B «DelepalbHbIiA CIIHCOK SKCTPEMUCTCKUX MaTepHalIoBy (Jajee -
®COM), onyGIuKOBaHHEIN Ha OpUIHATBEHOM caiiTe MuHHCTepCeTBa FocTUIuK PO
(http://www.minjust.m/ru/activity/nko/fedspisok/), B coorBeTcTBHHM CO CT. 13 DenepaabHOrO
3akoHa P® «O mpoTHBOAEHCTBUY 3KCTPEMHUCTCKOM AesTenbHocTH» oT 25.07.2002 Ne 114 ¢
U3MEHEHUSIMH U JIOTIOJTHECHUSIMH.

2. MOPAAOK PABOTbBI

2.1. 3aBexyromuii otaenom kominiekroBanust MYK «KIBCy:

- OCYIIECTBJIAS 0TOOP, 3aKa3 ¥ MPHOOPETEHHE JOKYMEHTOB C IeNIbI0 IononHenus gponna MYK
«XKILBC» mpouzBoaut ux cBepky ¢ ®COM,;

- HanpaBysieT @COM B CTpyKTypHBIE IOpa3AeICHHU 110 JICKTPOHHON TOYTE UM Ha
AJIEKTPOHHBIE HOCUTEIIH;

- eXKeMeCSIHO ciieauT 3a ooHoBlIeHHeM O®COM u onepaTHBHO HHPOPMHUPYET 3aBEIYIOLIUX
CTPYKTYPHBIMH IIOpa3CICHUSIMH;

- OCYIIECTBJISIET CHCTEMHBII IIJIAHOBBI KOHTPOJIb HAJl BBIIBJICHUEM B (POHIAX CTPYKTYPHBIX
nojipa3zieieHiii u3JaHui, BKIIIOUEHHBIX B DCOM;

- KOHCYJIBTHPYET 3aBeyIOIMX CTPYKTYPHBIMH MO/pa3 e IeHUsIMH 110 TEXHOJIOTHU paboThI C
HAaCTOSLIEN HHCTPYKIIUEH;

- KOHCYJIbTHPYET 3aBEAYIOIIUX CTPYKTYPHBIMU MOAPa3CICHHAMHU 110 METOIUKE BbISIBICHUS
OM®C u peructpanuu ux B «KypHaie cBepku PeiepabHOIO CIIUCKA IKCTPEMUCTCKUX
MaTepHaiioB ¢ GOHIOM CTPYKTypHOro noapaszaenexus Ne (oraena) (Ilpunoxenuem 1);
-U3BIMAET KapTOYKH ¢ OMOIMorpagiuecKUMH 3alTUCSIMU Ha BBIABICHHBIE B QOHIAX CTPYKTYpPHBIX
nonpazaencuuit IMOC;

- Ha BRISIBJIEHHBIE B poHIax 6ubimorek, otaernoB DMDPC cocraBiseT CBOAHBIA AKT I10
ycranosienHoi ¢popme ([Tpunoxenue Ne 4);

- B ciIyyae, eclii B eHOM OubroreynoM porxe DIMDPC oTcyTCTBYIOT, cocTaBiseT CBOIHBIH
AxT 1o ycranosiienHoi ¢popme (ITpunoxenue Ne 2);

-ZIeNIaeT COOTBETCTBYIOLIME OTMETKH B TonorpaduyeckoM (ciryKkeOHOM) KaTtajiore Ha
KaTaJOXHBIX KapTOYKaX BBISIBJICHHBIX H3/IaHHUM.

2.2. 3aBeayrouye CTPyKTYpPHBIMHU IIOApa3e/ICHUSIMHU:

- OCYIIECTBIIsAs 0TOOP, 3aKa3 U MPHOOPETEHHE HOKYMEHTOB C LEJIbIO MOMOJHEHNS (POHIOB
CTPYKTYPHBIX [OJIpa3ZieieHri IPOU3BOIAT HX cBepKy ¢ PCOM;

- exeMecsyHo npoBoaaT cBepky @COM c pornom 6ubamoTeku (oTaeNa), 3IEKTPOHHBIMU
JOKYMEHTaMH ¥ HHTEpHET-caiiTaMHt, JOCTYI K KOTOPBIM BO3MOXEH € IIEPCOHAJIbHBIX
KOMIIBIOTEPOB, YCTAHOBJIEHHBIX B CTPYKTYPHBIX To/pasaeneHusx. CBepka B 00s3aTeIbHOM
nopske puxcupyercst B «KypHaie ceepku PeiepabHOrO CIIHCKA SKCTPEMUCTCKUX
MatepHaioB ¢ pongoM Gubnuorexu Ne (ornena)» (Ipunoxenune» Nel);

~OCYILECTBIISIOT CBEPKY MOCTYMAIOIMX B GHOIHOTEKY (0T1e) HOBBIX H3aanuii ¢ PCOM;-




npu o6HapyxeHnn DM®OC U3bIMAIOT MX U3 OTKPHITOrO JI0CTyINa U nepenaioT ux B OPED ¢
COIIPOBOJUTEIBHBIM aKTOM;

- Ha BoisiBIeHHBIe DM®C cocTaBisaoT AKT 10 ycraHoBieHHOM Gpopme (IIpunoxenne Ne 2),
KOIHS KOTOPOro Tepenaéres 3apeayomemy OPE® st cocTaBieHUs CBOJHOIO AKTa;

- H3BIMAIOT KaTaJIO’KHBIE KAPTOUKH Ha BBIABJICHHBIE M3/IaHHUS U3 YHTATEIbCKUX KaTaJIOrOB U
KapTOTeK M MepenaroT ux noj pocnuch B OPED 3apenyromemMy OTAEIOM Uis
JIbHEHINEr0 H3BATHS HX U3 TeHePAIbHBIX (YUTATEIbCKUX) KaTajloroB U KapTOTeK;

- IENAIOT COOTBETCTBYIOIINE ITOMETHI B TONOrpadHUECKUX (CIIyKEOHBIX) Karajorax.

2.3. 3aBeayrouuii HHPOPMAITMOHHBIM OTAEIOM:

-peryJIpHO, He pexXe OJHOrO pasa B KBapTall, OpraHu3yeT paboTy 110 BBIABICHUIO (aiiiios,
xpansumxcs Ha [1K 1 comeprkamux Matepraiisl, BKIIOYEHHEIE B PCOM, ¢ 00s13aTe/IbHBIM
¢uKcHpoBaHHEM IPOBeIEHHON cBepKH B «OKypHaie cBepku PeepaibHOTO CIIHUCKa
5KCTPEMHUCTCKHX MaTepuasioB ¢ ponmom 6udmmoreku Ne (oraena)» (Ilpunoxenune Nel);
-OCYIIECTBIISIET KOHTPOJIb HaJl GJIOKHPOBAHHUEM CaiiTOB, BKIIFOUEHHBIX B niepedeHs @COM
[IpOBaiIepoM.

2.4. KoMHCCHS 110 CIIUCAHUIO KHUT M YTBEP)KACHHBIX M3/IaHui:

- paccMaTpUBaEeT aKThl Ha CIIHCAHKE JTUTepaTyphl U yHHUTOKaeT OMDC, BKIIIOYEHHbIE B
OCOM.

3. KOHTPOJIb U OTBETCTBEHHOCTDbD

3.1. KOHTpOJIb Ha/J HCIIOMHEHHEM HACTOAIIEN HHCTPYKIUH ocyInecTBiseT aupekrop MYK
«KIIBCy.

3.2. OTBETCTBEHHOCTH 3a BBINOJHEHUE JAaHHOW HHCTPYKIUU HECYT 3aMECTUTE]Ib JUPEKTOPA,
3aBeyIOIIMH OT/IEJIOM KOMILJIEKTOBAHHUS, 3aBE/IYIOIHH OT/IeJI0M HH(pOpMATH3ALUH,
3aBEYIOIIUE CTPYKTYPHBIMH IIOAPA3AEICHUIMHU - CEKTOPAMH.




