POCCHUMCKAS ®EJEPALIUS
KAJIMHUHI PAJICKASI OBJIACTD

AJIMUHUCTPALIMS
MYHUILIMTIAJBHOI'O OBPA30OBAHUS
«YEPHSIXOBCKHH I'OPOJICKOM KPYI'»

IMOCTAHOBJIEHUE

30 nmexadps 2021 roma Ne 3789
r. UepHsIXOBCK

OO0 yrBepxaeHuu nopsiaka oudanorpaduyeckoii 06padboTKH IOKYMEHTOB H
CO3JaHHS KATAJOI0OB B MYHHUHNAJIBHOM 0I0IKeTHOM YUpeKIeHHH
«llenTpanuzoBannasi OMOIMOTEYHASI CHCTEMA)

B cootrBercTBUM ¢ nyHKTOM 16 yactu 1 crateu 16 DenepanbHOroO 3aK0Ha OT
06.10.2003 No 131-®3 «OO6 o0O0WMX NOpUHIMIAX OpPraHU3alHH MECTHOIO
camoynpasiienuss B Poccuiickoii @Penepauuu», YcTaBoM MYHULIMNAILHOTO
oOpazoBaHus «YepHIXOBCKHI rOPOJICKONH OKPYT» MOCTAHOBIISIO:

1.VTBepauts Ilopsnok Oubnuorpaduueckoii o0OpabOTKH JOKYMEHTOB H
CO3MaHWsl  KaraJloroB B MYHHUUNAILHOM  OIO/UKETHOM  YYPEKICHHH
«IlenTpanu3oBannas OMOJIMOTEYHAs! CUCTEMa COTJIACHO MPUIIOKEHHIO.

2.Pa3mecTuTh Ha OQHUIMAILHOM CcalTe aJIMHUHUCTPAIIMH MYHHIIUIIAILHOIO
obpazoBaHus «HepHAXOBCKUN FOPOJICKONH OKPYI».

3. Hacrosiiiee nocraHoBJIeHHE BCTYNAET B CHUITY CO IHA MOAIMUCAHHA.

4. KoHTpOJIb 3@ MCIOJHEHHEM HACTOALLEro MOCTAHOBJICHHUS BO3JIOKHTH Ha
3aMECTHTENsl [JIaBbl QJIMHHUCTpAlLlMM — HayaldbHUKA yHpasieHus oOpa3zoBaHus
aIMHHUCTPAIIMH  MYHHUMNAIbHOro oOpa3zoBaHusi YepHSAXOBCKHI TOpOJCKOM
okpyr» W.I1. JlymakeBuu.

W.o. rnaBel aIMUHHCTPALIMH

) g 7 3
MYHHIMIIATbHOTO 00pa3oBaHus : VerrA /4 //

«YepHSIXOBCKUI rOPOJCKON OKPYT» B.1O. Bobnukos

Bxon. Ne 3
7Y Of. LOXA



Ipunoxkenue K MOCTaHOBJIEHUIO
aIMHHUCTPALMM MYHHIMIIATBHOTO 00pa3oBaHus
«YepHAXOBCKUH TOPOJICKOH OKPYT»

or 20 aekadbpsa 2021r. Nemgg

IMopsinok Oubauorpaduyeckoi 00padoTKH JOKYMEHTOB H CO3JaHHS KATAJI0r0B
B MYHHIHIIAJBLHOM 010ZKeTHOM yupexaenun «llenTpasuzoBannas
OHOJIHOTEYHASI CHCTEMA»

1. Obmue nmooKeHHs.

1.1.HacTosimumii ~ MOpsAJ0K  yCTaHABJIMBAeT OCHOBHbIe  TpeOoBaHUs K
OpraHM3alMi W BBIMOJHEHHIO OuOmMorpapuveckoil 0OpabOTKH TOKYMEHTOB |
cosmanmio kartasoro B MBY «llenTpanu3oBannas OubivoTeyHas cucTeMa» B
HeasiX MaKCHMalbHO MOJHOIrO packpbiTHs (oHmoB OHOMMOTEKM M obecnedeHus
fOocTyna K HHM, ONpejesseT IMOC/el0BaTeIbHOCTh [ICHCTBHH W MOPS/IOK
B3aMMOJIEHCTBHS MEXy YIYaCTHHKAMH, a TAK)Ke€ OCHOBHBIE [10Ka3aTeJIM U KPUTEPUH,
onpeJeNsoIue KayeCTBo.

1.2. Hacrosimii [Topsimok pazpaboTaH B COOTBETCTBHH C:

MdenepanbHbiM 3aK0HOM «OO0 00IMMX NPHHUMIAX OPraHU3allMd MECTHOTO
camoynpasienust B Poccuiickoit ®enepauuun” or 06.10.2003 N 131-®3 (pex. or
19.11.2021, ¢ u3sm. ot 23.11.2021) nyukra | yactu 16 crateu 16 ®DenepaibHOro
3aKOHa.

Koncruryuueit Poccuiickoi denepanui.

['paknarckum koaekce Poccuiickoit Menepaiuu.

BIOKETHBIM KOJEKCOM.

DenepanbubiM 3akoHOM «O OubiMoTeunom xene» ot 29 .12.1994 r. Ne 78-
@3 (¢ U3MEHEHUSIMU U JI0MTOJIHEHHAMH ).

DenepanbHbiM 3aKkoHOM «O0 00s3aTENILHOM JK3EMIUISPE JOKYMEHTOB» OT
29.12.1994 r. Ne 77-®03.

MenepanbbiM 3akoHOM 0T 05.04.2013 Ne44-@3 «O KOHTPAKTHOH cHCTEMe
B cdepe 3aKylmok: TOBapoB, paboT, yciyr Juis obecredeHHs rocylAapCTBEHHBIX H
MYHHIMIIATbHBIX HYXKI».

MenepanbHbiM 3akoHOM OT 29.12.2010 r. Ne436-03 «O 3ammre aerei ot
HH(OPMAIIHH, TIPUYMHSAIONIENH BPEIl MX 3/10POBBIO U PA3BUTHION.

MenepanbubiM 3akoHoM oT 27.07.2006 r. Nel52-@3 «O mepcoHanbHbIX
JAHHBIX).

MenepanbibiM 3akoHOM 0T 25.07.2002 Nell4-@3 «O npoTHBOAEHCTBHH
HKCTPEMHMCTCKOM JI€ATEILHOCTHY.

MoebHBIM CTaHIapPTOM JeSITeIBHOCTH 001e10cTyIHbIX OnbnuoTex Nel7l
oT 01.10.2014 r.

3akonoM Kanuuunrpajackoit obnactu «O pasrpaHH4eHHH IOJHOMOYHM
OpraHoB rocyJapcTBEHHOH BIacTH B cepe OMOIMOTEYHOro ena u 00s3aTe/IbHOrO
IK3EeMILIsIpa JOKYMEeHTOB» 0T 26.06.2018 r. Nel81.



Vkazom Ilpesugenta ot 07 mas 2018 roga Ne204 «O HalMOHAIBHBIX LEJIAX
U CcTpaTeru4eckux 3azavax passutus Poccuiickoit Penepauun Ha nepuon no 2024
rojia» HalMOHAIbHBIN NpoekT «KynbTypay.

Pacnopszkenunem [lpasurensctsa Poceuniickoii ®@enepanuu ot 13 mapra 2021
roga 608-p «O0 yrBepxkaeHun CrTpaTerud pa3zBUTHS OHOTMOTEYHOro aena Ha
nepuos 10 2030 roga».

[IuceMom Munduna Poccun ot 8 despans 2007 roga Ne 02-14-07/274 «O
MOPSAJKE MIPOBEICHUS [1EPEOLIEHKN Y.

IIpukazom MunucrepctBa KyiabTypbl Poccuiickoiri ®enepauun  «O0
YTBEpP)KACHHUH TOpsi/iKa ydeTa JOKYMEHTOB, BXO/SLIMX B COCTaB OUOIMOTEYHOIO
donna» ot 08 oxTsaOps 2012 rona Ne 1077 (B pen. [lpukaza MunkynbTypsl Poccuu
or 02.02.2017 r. Nel15).

Ilpukazom  MunucrepcTBa KyiabTypbl Poccuiickoit ®enpepauuu ot 01
HOAOpst 1994 roma Ne736 «BIIIIb 13-01-94». [IpaBuna noxxapHoi Oe30macHOCTH
JUISL yupexJieHui KynbTypbl Poccuiickoit Menepaunm».

Ilpukazom Munucreperba KyibTypbl Poccuiickoit denepauun ot 22 HioHs
1998 roma Ne341 «O ¢opMUpOBaHMM TrOCYAAPCTBEHHOH IOJMTUKM B 0OJIacTH
coxpaHeHuss OuOMHOTEYHBIX (OHAOB KaK 4YacTH KyJbTYPHOrO Hacleaus u
HH()OPMAIMOHHOTO pecypca CTpaHbI».

[lucemom  MunucrepcTBa KyiubTypbl Poccuiickoii ®enepauuun ot 01
nexkabpst 1999 roma Ne 01-199/16-27 «O HOpMAaTHBHO — TEXHHYECKOM
JIOKYMEHTALUKM 110 OXpaHe Tpyda Ulsl YYpeKIeHUH NpeanpusTHil U opraHu3aiui
KyJabTypbl Poccumny.

[Ipukazom Munucrepctsa KynbTypbl Poccuiickoit ®@enepanuuu ot 10 HosOpst
2015 roga No2761 «O0 yrBepxaenun [lopsaka obecrieueHus: yCIOBHE JOCTYITHOCTH
JUISE MHBAIMAOB OWONMOTEK M OMONIMOTEYHOro OOCIY)KHBAaHHUS B COOTBETCTBHM C
3aKoHoJ1aTenbeTBOM Poccuiickoit Menepaliuu o couranbHON 3alUTe UHBAIM/I0BY.

Ilpukazom MunucrepcrBa KyabTypel Poccuiickoit  @enepauuu ot
08.10.2012 Nel077 «O0 yTBep)JAeHUHM IOPsJKA y4eTa JOKYMEHTOB, BXOISILIUX B
coctaB Oubsinoreunoro poHIa».

[Tucemom MunucTepcTBa KyabTypbl Poccuiickoit @enepaumu ot 08 despans
2010 roma No 7790-44/04-I11X «OcHOBHBIE MOJIOKEHHsI O IOpSAAKE IPOBEICHMUS
arrecTalid padOTHUKOB YUPEKICHUH KyIbTYypPhbl M HCKYCCTBa».

YcraBoM MyHHIUMNANBHOTO OrOKeTHOro yupexzaenus «lleHTpanuzoBaHHas
OnOIMoTEeYHask CHCTEMay.

B HacrosimemM noOpsAKe  HMCHOJAb30BAaHbl  CCBUIKM Ha  CIEAYIOIIHe
MEIKI'OCY/1apCTBEHHbBIE CTaHIAPThI:

['OCT 7.80-2000. Cucrema ctaHmapToB 1o uHpopmanuu, OMOIHOTEIHOMY
neny. bubnuorpaduyeckas 3anuchk. 3aronoBok, OO0mme TpeOOBaHHMS W MpaBuia
COCTaBJICHHUSI.

[TOCT 7.1-2003. Cucrema crtanapToB 1o uH(GopMauuu, OUdIHOTEUHOMY U
u3gatenbekomy neny. M3nanms. 3Hak  oxpaHbl aBTOopckoro mpapa. OOmiue
TpeboBaHMs U npaBuiia OQOPMIICHHS.

['OCT P 7.0.12-2011. Cucrema craHgapToB 1o HHMOpMaIMH,
OubsmoTeYHOMY M M3aTenbekoMy Aeny. bubmnorpaduueckas 3anuch coKpalieHue



CJIOB U CJIOBOCOYETAHMI Ha pyccKoM sizbike. OOuiue TpedoBaHus U npasuia.

[OCT P 7.0.4-2020. Cucrema cTaHgapToB 1o  HHOOPMaLUH,
OubsmoTedHOMy W u3JaTenbckomy Jeny. M3nanus. Beixoanele cBenenus. OOmue
TpebOoBaHus U MpaBuiIa 0GpopmiIeHus.

['OCT 7.0-99. Cucrema cranaapToB 1o MH(popManuu, OubIMoTeuHOMYy U
H3/1aTEIbCKOMY neny. Hupopmannonno-oubaroredHas NesTeIbHOCTD,
oubmorpadus. TepMUHBI U ONpeIeICHUS.

['OCT 7.0.7-2021. Cuctema cTanaapToB 1o uHpopMauuu, 6ubIHoTeUHOMY
M wu3natenbckoMmy jgeny. Crarbu B JKypHanax M cOopHukax. M3parenbckoe
odopMIieHHE.

I'OCT P 7.05-2008. Cucrema cranaapToB 1o uHpopManuu, oubauoreuHomy
M H3JaTelIbcKoMy Jzieny. bubnuorpaduueckas ccbuika. OOmwue TpeboBaHus W
paBHJia COCTABJICHUSI.

I'OCT P 7.0.13-2011. Cucrema crangaptoB 1o uHpopmanmw,
OMOJIHOTEYHOMY M H3JaTelbckoMy neny. Kaprouku st KaTajoroB M KapToTek,
MaKeT aHHOTHPOBAaHHOW KapTOYKu B u3anuu. OOure tpeboBaHUs U M3/1aTENIbCKOE
oopmiieHue.

I'OCT 7.70-2003. CucTtema cTaHIapTOB 110 HHGOpMaLUK, OHOIHOTEYHOMY H
u3jgareabckoMy  aeny. Onmcanme  6a3  JaHHBIX M MAalIMHOYUTAEMbIX
uH(POPMAIHOHHBIX MaccHBOB. CocTaB U 0003HaYEHHE XapaKTePHCTHK.

B ocHoBy paspabotku BeimenepedyucieHHbix  ['OCToB  monoxeHsl
CIIeTyIOLIHE TTPHHIUIIBL:

CootBercTBHE MeEXAyHAapOJAHOMY CTaHAapTHOMY Oubmuorpaduueckomy
onucanuio (ISBD);

VHHUBEpCaJbHOCTh TPAaBWJI  ONUCAaHUsS BCEX BHIAOB JIOKYMEHTOB U
obecrieyeHne (QYHKIMOHMPOBAHMS TMPaBHJI KaK B TPAJAUMLUOHHOH, Tak H B
NIEKTPOHHOM cpejie.

1.3.B nmensx peanusanuu Hactosiuero llopsiika ucrosb3yrores cleayroiue
TEPMHHBI U MIOHATHUSA:

bubauorpaduyueckoe onucanume — 3T0 COBOKYNHOCTh OubOmHorpaduyeckux
CBEJIEHUH O JOKYMEHTEe, ero COCTaBHOH 4YacTH WM TpyIne JOKYMEHTOB,
NPUBEJIEHHBIX [0 ONpeJeJieHHbIM IpaBuUjIaM, HEOOXOAUMMBIM Juis  oOuiei
XapaKTepUCTHKH M WIeHTU(UKAUMUKU JoKyMeHTa. bubnmorpadpuueckoe onucanue
ABJIIETCS OCHOBHOM 4acThblo OuOiMorpaduyeckoi 3anucH.

bubanorpadpuueckas 3anuch  — 3TO 3eMeHT  (KJIMITOHEHT)
oubnuorpaduveckoit wmHdopmManuu, (GUKCHPYIOUIMH CBEJEHHS O JOKYMEHTe-
00BEeKTe 3alHMCH, MO3BOJSIOIIME ero WACHTH(QUUUPOBATH, PACKPBITH €r0 COCTAB H
coJiepKaHue B eJsix oubnuorpaduueckoro MOUCKA. ObObexTaMu
oubuorpauyYecKkoro OMUCaHUsl SBISIOTCS BCe BHAbI ONMYyOJIMKOBAaHHBIX U
HeonyOJIMKOBAaHHBIX JIOKYMEHTOB Ha JIFOOBIX HOCUTEIIAX.

Pa3nuyaroT 0JJHOYaCTHBIE U MHOTOYAaCTHbBIE JOKYMEHTHI.

OaHoOYACTHBIH JOKYMEHT -  3TO pa3oBbId JOKYMEHT HJIH OT/elbHas
(pusrueckas eIMHULIA MHOTOYaCTHOTO JOKYMEHTa Ha OJTHOM (PH3UYECKOM HOCHTEJIe:
OIHOTOMHBIH JOKYMEHT WJIH OTJAEJbHBIH TOM (BBIITYCK) MHOTOTOMHOIO JOKYMEHTA,



OT/ENbHbIH KOMIIOHEHT KOMIUIEKCHOTO JOKYMEHTa, CepHaJbHOIO0 WIH JpPyroro
MPOJ0JIKAIOLLErocs pecypca.

MHuoro4acTHbiii 00beKT — 3TO JIOKYMEHT, MPEACTaBIAIONIMI COBOKYITHOCTh
OTHENBbHBIX (U3NYECKUX eIUHUI] Ha OJMHAKOBBIX HJIM pa3HbIX (U3UYECKUX
HOCHTEJISIX - MHOTOTOMHBIH JTOKYMEHT, KOMIUIEKCHBIH JOKYMEHT, CepUAIbHBIH HIIH
JIPYroi MpoJIoJDKaloLMiics pecype.

B 3aBUCHMMOCTH OT CTPYKTYpbl ONUCAHHUSl Pa3iMyalOT OJHOYPOBHEBOE H
MHOTroypoBHeBoe OubIMorpaguueckoe onucaHue.

OaHoypoBHEBOEe ONMHCAHHE COJEPKHUT OJIMH YPOBeHb. Ero cocTaBisitoT Ha
OJIHOYACTHBIH JOKYMEHT, 3aBepUI€HHbIH MHOTOTOMHBIM JOKYMEHT B II€JIOM,
OTAENBHYIO (U3HUECKYIO €IHHHMILY.

MHOroypoBHeBoe ONHCaHHe COJASpPKMT JBa u Oosee yposus. Ero
COCTaBJISIFIOT Ha MHOTOTOMHBIH (MJM KOMIUIGKCHBIH) JIOKYMEHT B LIEJIOM,
cepHalIbHbIN (MM IPYroi MPOJ0IDKAIOLIMICS PECypC) B LEIOM.
bubanorpaguueckoe onucanue cOCTOUT U3 odjacrei.

Ob6nacte OuOaMoOrpaduyeckoro oOmnucaHusi — KpymnHas CTPYKTypHas
e/MHKIlIA OIMCaHWs, CoJepXKalllas OJMH WM HECKOJbKO (YHKUHOHAIBHO H
COZIEPIKATEIbHO OJIHOPOIHBIX 3JIEMEHTOB OMOIMOrpaguyecKoro onucaHus.

O0GnacT ONMMCAHHUA COCTOAT U3 DJIEMEHTOB.

DaeMeHT OHOAHOrpapUIecKOro ONMHCaAHUs — KPyIHasl CTPYKTYpHas €IUHHUIIA
ONMCaHMs, CoJepKalllas OJMH HJIM HECKOJBKO (YHKIIMOHAJIBHO U CO/IepKaTeIbHO
OJIHOPOJHBIX JIeMEHTOB OuOIHOrpadUuecKoro OnUCaHus.

Oobsi3aTeqibHBIE JJIEMEHTBI — cojepxar Oubnuorpaduyeckue cBejleHus,
obecrnieunBarone uaeHTUGuKanuo Jokymenra. Mx npuBoast B modom onvcaHum.

dakyJbTATHBHbIE 3JIeMeHTbI — cojiepkar Oubiaumorpaduueckue cBeaeHus,
JAIoLUe NOMOJTHUTENbHYI0 HH(OPMALIUIO O JJOKYMEHTE.

bubnuoreuno — Oubnuorpaduueckas knaccupukauus (BBK) -
KJ1acCH(pUKAMOHHBIH HHPOPMALIMOHHO — MOMCKOBBIH A3bIK HEPAPXUYECKOr0 THIIA C
3JIeMeHTaMH (paceTHON CTPYKTYpPhI B BUJI€ BCIIOMOTATE/IbHBIX TaOIHIL.

KosmuecTrBeHHbIe YHCAHTENbHBbIE — 0003Hava0T apabckumu uppamu Oe3
HapalieHus: okoHdaHus. [lopsakoBpie 4MCIUTENbHBIE MPUBOIAT C HapalluBaHUEM
OKOHYAHHUM 10 MpaBuiamM rpaMMaTHKH si3blka. be3 HapaieHuss OKOHYaHUs TPUBOJISAT
MOPsIIKOBbIE HOMEpPa TOMOB, T'JIaB, CTPaHMIL, KJ1aCCOB, YPOKOB U T.II.

O6o3HayeHHe MaTepHAJIa — [IPUBOJIAT Cpa3y MOCJIE OCHOBHOIO 3arjaBUs UIIH

nepBOM YaCTH OCHOBHOTI'O 3arjiaBus ¢ MPONUCHON OyKBbI B KBaJIPaTHBIX CKOOKax Ha
s3pIKe OmOmorpadupyromero yupexaenus 0e3 cokpaiienuit Hanpumep: [Tekct],
[DnexkTponublii Matepuai|, [Buneozanucs]|, [3Bykosanucs|,
[Pykonuces] u ap. OOmee oOo3HaueHuMe MmaTepuaja B MacCHBE OMNMCBIBAEMbIX
MCTOYHUKOB MOJXKET OBbITh OINYLIEHO, €ClM OHO Mpeodiazaer, TOrja yKa3blBaioT
TOJILKO BBIXOJAIIME 3a paMKH OOJIBIIEro MacCMBa MCTOYHUKOB 00O3HAuYeHHe
mMarepuaa.

INEeKTPOHHBIH KATAJ0r — MAaIIHHOUUTAaeMblH OHOIHMOTEUHBIN KaTajor,

paboTatonMii B pealbHOM PEXUME BPEMEHHU IIPEJIOCTABIEHHBIH B pacrlopshKeHue
[OJIb30BaTelIeH.



2. llopsinok BbINOJIHeHHs OO aAHOrpaduyeckoii 00padoTKH
AOKYMEHTOB

2.1.Komnekc pabGor mo Oubnuorpaduyeckoit odpaboTke NOKYMEHTOB W
CO3JIaHUIO KaTaJloroB OCYLIECTBIISIETCS B LEIAX MAaKCHUMAJIbHO MOJHOTO PacKpbITHS
dornga MbY «IbC» u obecnevyenus Kk HeMy BceoOIIero A0CTyna, 4epe3 CUCTeMY
KaTasoros, obecrneyrBarolyto ObICTPBIA U peIeBAHTHBIH MOUCK HH()OPMALIUH.

2.2. bubnuorpaduyeckas o6paboTka JOKYMEHTOB BKJIIOYAET:

-MIOCTYNMUBIINE HOBBIE [OKYMEHTBI MPOXOAST MEPBHYHYIO TEXHHUYECKYIHO
00paboTKy:

- wreMmmnenesadue Ha |1 w 17 cTpaHuue, npocraBieHHE HHBEHTAPHOTO
HOMEpa;

- HakJIelKa KapMamkoB (Ui XpaHeHUs KHHKHOTO (GopMylisipa), JIMCTKOB
CpOKa BO3Bpara;

- HaKJIelKa MeTOK U1 UJIeHTH(UKAIUHU KHUTH B 3JIEKTPOHHOM KaTaJore;

- pacneyaTka KHH)KHBIX (POpPMYJISIpOB.

2.3.MnaekcupoBaHue HOBBIX MOCTYIUJIGHHI: aHAIU3 COJIepKAHUs JOKYMEHTa,
ornpezeNeHHe TeMbl W OTPACIEBOM IMPUHAICKHOCTH JAOKYMEHTa, OIpe/esieHHe
OCHOBHOTO KjaccHpukaimoHHoro uuaexca no rabauuam bbK:

- mpocTaBieHHe Udpa M ABTOPCKOro 3HAKa B BEpPXHEM JIEBOM YTy
00JIOKKH W THTYJIBHOTO JTUCTA,

2.4.BaxXHbIM  [IPOLECCOM  KaTaJlOTU3allMU  SBJISIETCA  COCTaBJICHUE
oubMorpaguIecKoro ONMUCaHUs: COBOKYIHOCTh OuOMMorpapuyeckux cBeeHuil o
JIOKYMEHTE, ero COCTAaBHOH YacTH HWIM TpyIIe JOKYMEHTOB, IMPUBEICHHBIX I10
ompe/ie/IeHHbIM  IIpaBUJiaM, HeoOXOAuMbIM Juist  oOled XapakTepuCTHKH U
uaeHTHGukanuu Jokymenra. bubnuorpaduueckoe onucanue sBISETCS OCHOBHOM
yacThio Oubnuorpapuyeckoii 3anucu (nanee b3).

2.5.1lo crpyktype b3 Moryr ObITb OJHOYPOBHEBBIMH (HA OJIHOYACTHBIE
JIOKYMEHTbI) U MHOTOYPOBHEBBIMH (Ha MHOIOYaCTHBIE JJOKYMEHTHI).

- opqHoypoBHeBble b3 yuuThiBaroTcs Kak | 3amuce.

- B MHOroypoBHeBOi b3 y4yuTbhiBaeTcsi 3anuch Ha OOILYIO YACTh M 3aIIUCH,
CO3/1aHHBIE HA KaXJYI0 4YacTb, BXOJSUIYKD B MHOTOYHCIIEHHBIH JOKYMEHT
(cnmeumduKaLMm).

2.6. Cxema OubnHorpaduyecKkoro onucanus H3aaHus

3aronoBok onucanus (Ceedenus o nepeom asmope). - OCHOBHOE 3arjiaBue:
CBEJICHHS, OTHOCSIIMEeCs K OCHOBHOMY 3arjlaBui0 / T1iepBble CBeJleHHus 00
OTBETCTBEHHOCTH ; MOCJEAYylolue cBeleHUus 00 OTBeTCTBEHHOCTH. - CBeneHus o0
H3aHuu (0 nepeuzdanuu).- Crneurpuyeckue cBeNeHUs (OrakapTorpaduyuecKux,
HOTHBIX, M30U3JaHUH, JIEKTPOHHBIX PecypcoB U T. A.). - Mecrto uznanus: Wms
u3zaaTess (MMs pacnpoCTpaHUTesl, Ha3BaHHe
uzoamenvcmea), Jlara uznanus. - GU3nyeckas xapakTepucTuka marepuana (oovem
u ceederust 0 conposooumenvHom mamepuane). - (OCHOBHOE 3arjaBue CEpHH). -
[Ipumeuanus. - MexyHapoaHblil craniapTHblidi Homep (ISBN).

2.7. llpu OubnuorpaduyeckoM ONUCAHUH HCHOJNBL3YIOT 00s3aTeNbHbIe
3JIEMEHTHI: (JaMHJIMIO aBTOpa (€C/ii eCTh), OCHOBHOE 3arjaBue, epBblie CBEJACHUs 00
OTBETCTBEHHOCTH, CBEACHHA 00 H3AaHHUU, MECTO HW3JaHHsA, HMsS H3IaTes



(HauMeHOBaHHWE M3JIATENIbCTBA), JlaTa M3/1aHus, 00beM, OCHOBHOE 3arjlaBue CEepuH,
MpUMeYaHus, MeXayHapoaHblit cranaaptheiii Homep (ISSBN, ISSN npu nannunu B
WU3aHUSX ).

2.8.1lpu onucaHuM JAOKYMEHTOB INPUMEHSIOT CJIEIYIOLIHE BHbI OIMCAHUS:
1. Onucanue JOKyMeHTa B  LeJIOM (KHUIHM, KapTbl, HOTBI W T.J.)
2.  OmnucaHue  COCTAaBHOM  4acTW  JOKyMeHTa (crarbM M3  KypHaia,
razeTbl, COOpHHKA, MNPOJOJIKAKOLIErOCs W3/laHKMA; TJIaBbl W3 KHUIH W T.IL).

2.9.crounukom uHMOpMaUMKU IS cocTaBieHus Oubimorpaduyeckoro
OINMUCAHUsl SBISIETCS JOKYMEHT B 1LeloM. [J1aBHbIM (MM [peanucaHHbIM)
MCTOYHUKOM MH(MOPMALMHU SBIISIETCS JIEMEHT JOKYMEHTA, COJiep)Kaullii OCHOBHbIE
BBIXOJIHbIC CBEJICHMS: IUIsi KHUI — THTYJbHBIA JIMCT, /Ui pecypcoB MHTepHeT —
TUTYJIbHBIH 3KpaH 3JIEKTPOHHOI'0 pecypca.

2.10.B 3aronoske OubGmmorpaduveckoro omucaHusi rnocie (GaMuiIdKd Hepes
WHUIMAIAMU aBTOpa CTaBUTCA 3ansATas. B KoHLe 3arosoBka Iiepej 3arjaBHeM
CTaBUTCs TOYKa. EcCiau 371eMeHT 3aKkaHuMBaeTcs TOYKOM B KOHIIE COKPAILEHHOTO
cjI0Ba, TOYKY MPEANUCAHHON TMYHKTyallud OIyCKaloT. ABTOp 00s3aTenbHO
IPUBOJIUTCS B CBEIEHUAX 00 OTBETCTBEHHOCTH 3a KOCOi deproii B (dopwme,
yKa3aHHOH B MCTOUYHUKE HH(POPMALIHH.

2.11.B 3arojioBke OCHOBHOM 3alucH NMPUBOAAT (PaMUIIHIO OJHOTO (IIEPBOro)
aBTOpa, NPH HAJIMYMK B UCTOUYHHMKE OJHOTrO0, IBYX M TPEX aBTOPOB, B CBEAEHHUAX 00
OTBETCTBEHHOCTH YKa3bIBAaIOT Yepe3 3alATyIO0 BCEX aBTOPOB.

2.12.Ecnm aBTOpOB (MJIM OpraHu3alMii) yerblpe U OoJiee, TO 3arojIOBOK He
npumMeHstoT. B cBeneHusix 00 OTBETCTBEHHOCTH NMPUBOAAT MHpOpMaLHI0 000 Bcex
yKa3aHHbIX JULAX (OpraHu3aluax) WK YKa3blBalOT [€pBOro aBTopa ¢ 100aBjieHHEM
B KBaJpaTHBIX CKOOKax cokpalieHus [u jp.].

2.13.0cHoBHOE 3arnaBue IPHUBOAAT B TOM BHJIe, B KaKOM OHO JlaHO B
NpeAnucaHHOM UCTOYHUKE WH(OpMallMK, B TOMH XKe NocaeoBaTeIbHOCTH H ¢ TeMH
e 3HakaMu. OHO MOXKET COCTOATh M3 OJHOTO MJIM HECKOJIbKHX mpenoxeHui. He
JIONYCKAaeTCs COKpalllarth J00ble 3ariaBus (3a HMCKIIOYEHHWEM CllydaeB, Koraa
COKpallleHHe MMeeTcsi B cCaMOM HCTOYHHMKe MH(popMauuu) u oduiee odo3HaueHHe
marepuana. Mckmouenue cocraBisieT  aHaJMTHYeckoe Oubnuorpaduueckoe
OInucaHue.

Hanpumep: Hecocyoapcmeennvle nencuonHvle GOHObL: COYUANbHBIU UHCIMUMYM U
cybvexmel puinka Jlenveu. Kpeoum. banku

2.14.CpezieHus, OTHOCSAIIMECS K 3arjlaBui0  cojepkar MH)OpMaluio,
pacKpbIBAIOLLYIO M IOSCHSIOILYI0 OCHOBHOE 3arjlaBue, CBeJICHUs O BUJIe, JKaHpe,
Ha3HaYeHUHU MPOU3BEACHHUS, YKa3aHUEM O TOM, YTO JIOKYMEHT SIBJISIETCS MEPeBO10M
c apyroro s3pika W T. 1. CBejleHHs, OTHOCAIIMECS K 3arjaBHi0 TMPHUBOIAT CO
CTpouHOi OyKBBI, B (opMe M I[OCIEA0BATE]bHOCTH, JaHHOH B MpPearnuCcaHHOM
HUCTOYHHMKE MH(POpPMALIMU, UJIH B 3aBUCUMOCTH OT BBIJACICHHUS UX MOJUTpahUUYECKUM
criocobom. CBeieHUsIM, OTHOCSILIMMCS K 3arjlaBuIO, MPEALIECTBYET 3HAK JABOETOUHE
¢ npodesiamMu 110 U 1ocie.

2.15.001acTh BBIXOAHBIX JAHHBIX COJEPKHUT CBEJACHUS O MECTE U BPEMEHH
nyOJIMKaUMKU, PacCHpOCTPAHEHUsI U M3rOTOBJIEHMsT OObEKTa ONMCAaHMs, a TakKKe
cBe/ieHHs1 00 ero u3naTesne, pacnpocTpaHUTese, H3rOTOBUTEIE.



2.16.Ha3Banue mecrta M3JaHus MPUBOAAT B UMEHHTEIbHOM mnanexe. [lpu
yKa3aHUH MeCTa M3[aHusl HAceJEHHBIM IMYHKT yKa3blBaeTcs MOJIHOCTBIO: MOCKBa,
Canxkrt- Ilerepdypr, Huxnuiit Hosroposa, Pocros Ha /lony. [Ipu Hanuuuu aByXx mect
M3IaHUsl MPUBOJAT Ha3BaHUS ODOMX M OTAENSIOT MX JIPYr OT Jpyra TOYKOH C
3ansaToi ¢ npobenamu g0 u nocie (Mocksa ; Cankr-IlerepOypr). Ilpu Hanuuuu
Oonee ABYyX MeCT M3[aHUS YyKa3blBaeTcs NepBoe C A00aBleHHMEM COKpallleHUs [u
ap.].

2.17.bubnuorpaduyeckoe oOnuMcaHue MHOTOYACTHOrO MOKYMEHTa - Ha
MHOTOTOMHBIH JIOKYMEHT B LIEJIOM HIIM TPYIIYy TOMOB MOXET OBITh COCTaBJIEHO
oJiHOypOBHeBoe OubOnmuorpaduueckoe onucanue. B 3Tom cinydae oOsizaTenbHBIMH
SIBIISTEOTCS CBEJICHUS O KOJTMYECTBE TOMOB JIOKYMEHTA.

2.18.AnanuTuueckoe OubONMMOrpaduyeckoe OMUCAHHE COCTOMT M3 JIBYX
yacTel, KOTOpble OTAENSAIOTCA IPYr OT Jpyra 3HaKoM JBe Kocbkle uepTsl (/) ¢
npobenamu 10 ¥ noce. B nepBoit yacTu NpuUBOAATCS CBEASHHUS O COCTABHOH YacTH
(rmaBa, pasjel, cTaThs U T. I1.), @ BO BTOPOMH - cBelleHHst 00 HAeHTH(PULUPYIOIeM
JIOKYMEHTe, B KOTOPOM 3Ta 4acTh nomeuleHa. Ilocie mepBoit wactu onucanus
(mepen 1ByMsi KOCBIMH YepTaMH) TOYKA HE CTABUTCS.

2.19.11pu cocraBienun OubnarorpapuyeckKoro onucaHusi MOXKHO MPUMEHSTh
COKpAallleHHsl CJIOB M CJIOBOCOYETaHWH, HO HE MPOMU3BOJILHO, & B COOTBETCTBHH C
npaBUJlaMd  CTAHAApTOB Ha cokpameHue. Jlis 3amucedl Ha pyCcCKOM  SI3bIKe
ucnonb3yercsi [OCT P 7.0.12-2011 «bubnuorpadpuyeckas 3anuck. CokpalieHue
CJIOB M CJIOBOCOYETaHWH Ha pycckoM si3bike. OOume tpeboBanus u npasuian. Jlis
3anmMceil  Ha  MHOCTpaHHOM  s3blke  npumensiercs [OCT  7.11-2004
«bubnuorpapuueckass 3anuchk. CokpalleHue CIOB U CIOBOCOYETAHHH Ha
WHOCTPAHHBIX €BPONEHCKUX S3bIKAX.

2.20. IlpumeHenHe coKpalleHMH He siBisieTcs oOs3aTenbHbIM. Bee cioBa B
3anucd MoryT ObIThb mnpuBeaeHbl B nonHoi ¢opme. Ho ecnum cokpainenus
MCIIONB3YIOTCS, OHHM JOJDKHBI OBITH MpHBeAeHbl eauHooOpa3Ho. Hanpumep, ecnu
NPUHATO pellleHHe He COKpallaTb CBEeAeHHs, OTHOCSAIIMECS K 3arjaBHio, TO 3TH
CBEJICHUs J0JDKHBI OBITh NMpPUBEIEHbI B MOJHOH (opme BO Bcex 3amUCIX JAaHHOTO
oubnmorpaduueckoro crucka.

3.0pranu3auusi ¥ BeJeHHE IEKTPOHHOIO H TPAJHUHOHHBIX KAPTOYHBIX
OMOJIHOTeYHBIX KATAJIOTOB.

3.1. PaboTa no co3anuio MalmmHOYHTaeMbIX OubInorpaduyueckux 3anucei

Ha JOKYMEHTBI, IOCTyNarolue B GOH/IbI, BKIIOYAET MPOLECCHI:
- cocraBlieHue OuOIMOrpaUuuecKoro OnucaHus;
- HMHJEKCHpPOBaHME JIOKYMEHTOB (CHCTeMAaTH3aLMs U [peIMEeTH3alIMs ).

3.2. Cocrapnenue Oubanorpaduueckoro omucaHus ¥ TOYEK JOCTyIa (MMeHa
aBTOPOB M JIpYIMX JIMIl, BApUAHTHI 3arjiaBus, TeMBbI, MpeaMeTsbl, reorpaduyeckue
Ha3BaHMsl, HAMMEHOBAHMW S Opranu3aiuii ¥ T.4. ¥ BBoa ganHbix B UPBUC.

- MNOMCK Hanuuus Oubnuorpaduyeckoil 3amucH B DJIEKTPOHHOM U
TPaAUIHOHHBIX KaPTOUYHBIX KaTajaorax Ha HaJlu4ue Jy0JIeTHOCTH;
- popabotka Oubnmorpaduyeckoll 3anuMcu 10 CHPaBOMHOMY arnmnapary,



['OCram;
- IPUHSTHE METOAMYECKOro peteHus o GopmMe ONMUCaHMS.
3.3. 3aHeceHre HOBOM KHHUIM B 0a3y naHHbIX DK:

- oTkpbiBaeM nanky Cucrema UPBUC;

- OTKpbIBaeM KaTaJoru3aTop;

- OtkpeiBaeM B bJ] — BJ1 DK, nubo Ty 6a3y, B KOTOpYIO IPOM3BOIUTCS 3aIIUCh
oubnauorpaduueckoro onucanus aokymenta, B PJI — BeiOupaem PAZK42 — camas
BEpPXHSISI CTPOUKA.

- Bibupaem B Bepxuem menio — HOBBIM (nuct nokymenra - KpallHUH B JIEBOM
yriay), B nepeyie - OCHOBHOE BO. 3anoauenune, BBOa mnoJieii _¢gopmara
UPBUC npu cocraBiaenun oudanorpaduieckoii 3anucu:

700 — 3aronoBok onucaHus l-il aBTOp — HAXATh ...- HAMUIIUA, HHHIIHAIB] —
BBOJ. @aMMUIIMIO MOKHO HAWTH 4Yepe3 OMUUIO0 «BBOJ 4Yepe3 MeHIo». B okHo "kmrou"
3aBecTH IepBble OYKBbI ()aMHIIMK, €CIIM B CIIOBape ecTh JaHHBIH aBTOp, MporpaMma
BpIOEpET ero aBTOMaTH4YecKH — BBOJ. Ecin K104 HUYero He HAIIEN, NPUMEHHTh
OTKA3, BepHyTbCs U cienaTh 3auch camocrosaTenbHo. U emié pas BBoI.

200 — ocHOBHOE 3arjlaBHe — HaXaTh ... - BBECTHU 3arjaBue, odIlee Ha3HAYEHHe
Marepuasa - BBOJ Yepe3 MEeHIO — TeKCT;

CBEJICHHSA, OTHOCAIIMECS K 3arjlaBUIO - BBOJL Yepe3 MeHIo (poMaH, cOOpHHK, pacckas
U JIp., OTMETUTH raJIOYKO# ) — BBOJI
210 — BBIXOJIHBIE JIaHHbIE — HAXKATH ...
M3arenbCcTBO — BBOJ 4epe3 MEHIO: K04 — nepBble OYKBBI — BBIOOP — BBOJI.
Ecnu panHoro usjarenbctBa Her B ciosape, npumeHutb OTKA3S, BepHyThes W
ciaeinarb  3anuch B crpoke  ‘MsparensctBo  (M3parowmas  opranusanus)’
CaMOCTOSTENIBHO.
'] I'opon nHa usnanum — gubo M.(Mocksa), mu6o CII6 (Caukr-IletepOypr),
au00 TOT ropoji, KOTOPbIM yKa3zaH Ha KHUTE.
) o u3nanust — BBOJ
215 — KOJIMYECTBEHHbIE XAPAKTEPUCTHKH — HaXaTb... - B CTPOKE ‘00BEM
(uudpel)’ BBECTH KOJIIMYECTBO CTPaHMIL, Hamp., 317, eciu ecTh WIUIIOCTPALMH — B
crpoke ‘Mnmoctpauuu (1)’ BBecTH ‘Ui’ — BBOJI
PACIHUPEHHOE BO
225 — obnacTh cepuM — HakKarb...— HAUMEHOBAaHME CEPHHM - BBOJ yepes
MEHIO, TIOMCK 4Yepe3 KJIoY — BBOJ. Ecim Takoil cepuu HeT B clioBape, IPUMEHHUTH
OTKAD3, BepHYTbCS M BBECTH CAMOCTOSATEJIHHO — BBOJI.
KO/Ibl
900: OTKpBITH Ha)KAaTHEM KHOIKH ... - BHJ JOoKyMeHTa 05, KOJ I1€]1eBOro
HasHa4yeHus (1) — BBOA Yepe3 MeHIO (JUIsl ACTCKUX KHHT, HMEIOUIMX Ipajialliio 110
BO3pacTy) — BbIOpaTh HY)KHBIN BO3PACT raJlOuKOW — BBOJI, H €IIIE pa3 BBOJL.

10: ISBN, 11eHa — OTKpBITh Ha)KaTHEM KHOIIKH ... - BHecTH ISBN kuuru, eciu
MMeeTCsl LIeHY KHUTH — BBO/L.
CUCTEMATHU3ALINA

621 — unpexcel bbK — naxars ... - B noanone Mugeke BBK — BBox uepes

MEHIO — B OKHO ‘KJIIOY’ BBECTH OT/eJ, Hanpumep, P6. [Iporpamma aBromaTnuecku
BbIOEpET TOT, KOTOPBIA 3aJaH KJIIOYOM, €CJIM OH eCTh B ciioBape, - BBoA. Eciu



naHHoro otaena HerT B crnosape, npumeHuTb OTKA3, BepHyTbCcs M BOMTH
camocrosTeabHo. U elé pas BBO/L.

906 — cuctemaruydeckuit M dp (copnanaet ¢ uuaekcoM bBK)

60 — pa3nen 3HaHUI — BBOJ Yepe3 MEHIO (BbIOpaTh U3 CIUCKA) — BBOJI.

606 — npeameTHas pyOprKa — HQXaTh ...- B TIOAN0JIE BLIOpATh ‘MpeaMeTHBIH
3aroJIOBOK’ — BBOJI 4Yepe3 MEeHIO — KJIIoY — repBble OyKBbl pyOpuku — BbIOpaTh U3
cinoBapsi — BBoA. Ecnu B ciioBape HeT JaHHOW INpeIMeTHOW pyOpUKH, MPUMEHHUTh
OTKA3, BepHyThCs M BHECTH camocTositenbHo. M emté pa3 BBo/I.

IK-3bI

910 — cBerenus 00 3K3eMILIAPaAX - HAKATD ...
cratyc (0 — UHBEeHTapHbIH HOMEp — JaTa - HaxaTh Alt+D — MecTo XpaHeHus — Bar
¢dunnan, Hanpumep, ®52. Ecnu kHuUra M3 naptud, 3anoiHuTh rpady ‘N 3anucu
KCYVY’, nanpumep, 2014/2 — BBOA.

3.3.PenaktupoBanue dubinorpaduyeckoii 3anucu:

- OmpeJelieHHe MPaBUIILHOCTH BHAa OMOIuorpapuyeckoit 3anucu;

- YTOYHEHHS 1o 3eKTpoHHOMY Katanory, 'OCTam u ap.;

- TpoBepKa Bcex noJeit popmara BBOA;

- HCIpaBJIEHHE BBISBICHHBIX OMHOOK;

- BBIBOJI Ha 9KpaH MevaTHBIX (OpM: IPOCMOTP, BBISIBIIEHUE OLIHOOK, pelaKIus;

- nepenava ¢aiinos ¢ Oubamorpaduyueckoil 3aMMCeIO HA NTeYaTh.

[Ipeameru3anus J0KyMEHTOB:

- aHaliM3 cojepKaHus JOKYMEHTOB, OIpe/e/ieHue TEeMbl W acrekra ee
paccMOTpeHHUs B JOKYMEHTAX;

- ompejieJieHHe TIpeJIMETHbIX pPYOpHUK, COOTBETCTBYIOIIMX COAEPKAHUIO
JIOKYMEHTOB;

- KOPPEeKTHPOBKa IMpeJMETHONH pyOpPHKH IO CIOBApIO 3JIEKTPOHHOIO KaTaora,
0azaM JaHHBIX;

- MpoBepKa MPaBHJIBHOCTH (OPMHPOBAHUS M OQOPMIIEHHUS IPEAMETHOM
pyOpHuKH;

- KOPpPeKTHpOBKa aBTOPUTETHOMH 3aIUCH.

[TeyaTh 00pa30B KaTAIOKHBIX KAPTOUEK HA IPHUHTEP:

- pacneyaTtka o00pa3oB OCHOBHBIX OuOnMOrpaUueckux OMUCAHUH 110
KOJIMYECTBY KaTajaoroB B (hoHIaX OMONHOTEKH;

- KOPPeKTypa KaTaJIOWHBIX KapToYeK;

- pacnieyarka GopMyIsipoB Ha JOKYMEHTHI;

- pacrieyarka sipJibIKOB C MOJOYHBIMH MHJEKCAMU, HHBEHTAPHbIMH HOMEPAMH,
ABTOPCKUMH 3HAKaMH Ha JOKYMEHTHI.

3.4.Benenue TpaIUIIMOHHBIX KAPTOYHBIX KATAJIOrOB BKJIHOYAET IMPOLECCHI:

- (dopMupoBaHHE TpPAJMIMOHHOIO KaTajora BejeTcs IyTeM pacCTaHOBKH
KaTaJoXKHBIX KapTouek ¢ OuOnMorpapMyecKMMM 3anucsiMU Ha JIOKYMEHT. B
COOTBETCTBHHU CO CXeMOH KiiaccuuKalmu Karauora;

- paccTaHoOBKa KapTOYeK CO3/IaHHbIX B PYYHOM PEKUME;

- paccTaHOBKa KapTO4eK, 3aMEHsIeMbIX Ha HOBBIE IIOCJE€ pPEJaKTUPOBAHHs B
ABTOMATH3UPOBAHHOW TEXHOJIOTHH;

- BHECEHHEe HCIPABJICHHH M JONOJIHEHHUH: NpUIIUCKa Ay0I€TOB, YTOYHEHHE HIIH



3aMeHa KJ1acCH(UKAUMOHHOIO UH/EKCa;

- 3aMEeHa M BOCCTAHOBJIEHHE BETXUX KapTOyeK;

- U3BATHE KAPTOUYEK Ha CIIUCAHHBIE U3/IaHus;

- TpoBepKa MPaBUIBLHOCTH PACCTAHOBKM M CHUCTEMaTH3allMH, YTOYHEHHE
COoAepIKaHUs KapTOUeK;

- nopaboTKa BHYTPEHHEro U BHEUIHero o(opMJIeHHUs: MOArOTOBKA 3THKETOK U
paznenuTteneil, OpMHUPOBAHHE HOBbIX JICJIEHHI;

- IocleaoBarelibHas PeTPOKOHBEPCHs KaTalloroB: [EepPeHeCeHUe JIaHHBIX M3
KaTaJIOXKHBIX KApTOYeK B MAlIMHOYUTAEMbI (hopmar.

3.5. PykoBoactBo mno cOopy W oueHke HHpOpMAIHH no

oubnmorpaduyeckoil 06paboTke TOKYMEHTOB U CO3/IaHUIO KaTaloroB OHOIMOTEKH
OCYIIECTBIISIET OT/IeJl KOMIIJIEKTOBAHUS M COXPAHHOCTH (POHIOB.

4. TpeGoBanusi K YPOBHIO MATEPHAJIBHO-TEXHHYECKOTr0 obecneveHus
BbINOJHEeHHs1 padoT no oubaunorpadguyeckoii o6padoTKe JOKYMEHTOB H
CO3/IAHHIO KATAJIOTOB

4.1.3nanue  (momelleHWsi) JIOJDKHO  ObITh  o0ecrniedeHO  cpe/icTBaMu
KOMMYHaJIbHO-OBITOBOIO ~ 00OCIIy’)KMBaHMs,  CHUCTEMOH  KOHJMUMOHUPOBAHMS
MOMEIIEHUH, CPe/ICTBAaMHU CBS3H, CUCTEMOH MPOCTBIX M TMOHATHBIX yKa3aTeled H
3HAKOBOI HaBUIaLMH.

4.2 3nanue (moMerieHus) J0HKHO ObITh 000PY0BAaHO CHCTEMaMH OXpaHHO-
NOKAPHOH  CHUTHAIM3allMM,  BHUJICOHAONIOJAEHHUS, NEpPBUYHBIMH  CpEJACTBAMH
NOXKapOTyILICHUsl, MUMETh I[OCTOSHHO TOTOBBIE K OJKCIUIyaTallUM 3BaKyallHOHHbIE
BBIXO/Ibl U3 TOMEIIEHUI YUpeHKIACHHUS.

4.3.31anue (noMmelleHue) JOJDKHO OTBedaTh TpeOOBaHMUSIM CAHUTApPHO-
FMITMEHUYEeCKUX HOPM M IPaBHJI TPOTHUBOMOXKAPHOW M AHTUTEPPOPUCTHYECKOM
Oe3ornacHOCTH, ©O€30MacCHOCTH Tpy/Ja; 3allUIIeHO OT BO3AeicTBUs (GaKTOpOB,
OTPULIATEIBHO BIIMSIOUIMX HA KauecTBO BBIMOJIHAEeMbIX PaboT (3anbuieHHOCTH,
3arpsi3HEHHOCTH, 1IymMa, BHOpAIMU, H3JIyYEHHUS!, MOBBIIIEHHBIX WM MMOHHWKEHHBIX
TEeMIepaTypbl M BJI@KHOCTH BO3JyXa M T.J.) B COOTBETCTBHH C HOPMATHBHO-
texHudeckon nokymentauuen (I'OCTs1, CanlluHer, CHuller, Hopmer).

4.4.B 3nanuu OUOMHMOTEKHM JOJDKHBI OBITH BBIIEJICHBI TIOMEIIEHHS JUIs
00paboTkn OMOIMOTEUHBIX (OHIOB, pa3MelleHUus COTPYAHHKOB H TEXHHYECKOIO
obopy1oBaHus.

4.5.1Tomeurenust 10HKHBI ObITH OOecrneyeHbl HEOOXOIMMOM 71 BBIITOJTHEHHSI
PaGorel Mebenbio (cremnaxu, wkadbl, CTOJNbI, CTYIbd H T.I.), CpeIACTBAMH
TeXHUYECKOI0 OCHAIICHHUS.

4.6.1nomaam noMmereHud pacCUUTHIBAIOTCS HCXOAS M3 (PYHKIMOHAIBLHOIO
Ha3HaYeHHs M MacliTaboB JIESATENLHOCTH YUYpexKJAeHUus ¢ ydeTom TpeGoBaHMi
AEHCTBYIOIIMX CTPOUTEILHBIX HOPM M TPABHII.

4.7.J]Ins1  Ka4ecTBEHHOro BbINOJIHeHUsT PaboTwhl yupexaeHuio Tpedyercs
MOCTOSIHHOE OOHOBJIGHHE CIIeLHAIbHBIX TEeXHHYECKHX CPeJCTB, KOMITBIOTEPHOIO
napka, nporpaMMHOro obecrneyeHus, CeTeBbIX TEXHOJIOTHil.

4.8.1lnomanu nomeueHuii pacCUnTBLIBAIOTCA HCXOAS W3 (PYHKIHOHAIBHOIO



HazHAYeHUs M MaciTaboB JeATEeJbHOCTH YUYPEXKJIECHHS C ydeToM TpeOoBaHHii
JAEHCTBYIONMUX CTPOUTEIbHBIX HOPM M ITPABUIL.

4.9.B cocraBe NMOMEILIECHHN YUPEXKAECHUS BbIICIIAIOTCS:

- YWTaATENbCKas 30HA, B KOTOPOW pacrojaralorcs 3aibl Ui 00CIyKUBaHHS
mojb3oBatTesieil W IpeJlycMOTpPeHbl 00OpyJoBaHHbIE MecTa s paboThl ¢
KaTajoraMu;

- ciy)eOHO-TIpOM3BO/ICTBEHHAs 30HA, B KOTOPOi pacrojaratoTcs: noMeuieHus
Ul XpaHeHHus, 00paOoTKH OMOIMOTEHHBIX (OHIOB, pa3MelIeHHs TeHepaTbHOro
ciy)keOHOro Karajnora, pa3MelleHUs] TEXHHUYECKOro obopyoBaHHs (cepBepHas) H
MHbBIE CITy)KeOHbIe TOMEIICHHS;

- caHuTapHo-ObITOBas 30Ha (rapaepod, XpaHeHuUe, TyaJleThbl).

["apaepo® nomkeH padoTaTh B T€UEHHUE BCErO BPEMEHH padOThI YUpEKICHHUS.
[TepepeiBbl paboThl rapaepoda A0JKHBI cocTaBiasuTh He Oosiee 30 MUHYT mojaps.
XpaHeHHe Belld, CJaHHOH B rapaepod, OCYLIECTBIsETCS  yupexkJeHHeM
0e3BO3Me3IHO C  TPHHATHEM BceX Mep  obecrnedeHusi  COXpPaHHOCTH,
npeaycMoTpeHHbIX | paxaanckum Kojgekcom Poccuiickoit Penepaiiun.

CaHy3J1bl M TyaJleTHble KOMHAThl (110 BO3MOXHOCTH pa3jie/ibHbIe Ui MYKYHH
M JKEHIIMH) JOJDKHBI ObITh JOCTYNHBIMH JUIsl MoceTuTeneil. B Teyenue BpemeHu
paboThl ydpexJIeHHs TyaleTHble KOMHAThl JOJ/DKHBI 3aKpbIBaThCsi Ha yOOpKy H
caHuTapHyo o0paboTKy Ha nepuon He Oonee 10 MUHYT moapsL.

4.10.YupexxaeHue [QODKHO HMETh YHHMBEpCalbHbIH (QOHI IOKYMEHTOB,
COOTBETCTBYIOLIMH 1LIEJISAM M 3ajadaM AeATe]bHOCTH OMOIHoTeKH, moTpedHOCTIM
nmosty4yaresnen pe3yabTatoB PaboTel 1 OTBeYarOMK CAEAYIOLUIMM XapaKTepUCTHKAM:
MOJIHOTa, HHPOPMATHBHOCTD, MTOCTOSIHHAS OOHOBIISIEMOCTD.

4.11.YupexaeHue A0KHO OBITh OCHAIIEHO COBPEMEHHBIM CIEHAIbHBIM
OubnumoreynsiM obOopyaoBaHuem: MebOenb (kadeapbl BBIIAYH, CTOJBI, CTYJIbS,
Kpeciia), CTeJUIaXW Ul  XpaHeHUs JOKYMEHTOB (MeTaJulMYecKue W/MIH
JlepeBsiHHble, CTAllHOHApHblE W/MJIM TEepeJIBUIKHBIE), BBICTABOYHOE 00OpyJAOBaHUE
(BUTPHHBI, CTEH/Ibl), KaTaloXHble Kadbl, ceiidbl 115 XpaHEHUs peJKux U 0cobo
[IEHHBIX H3JaHHil W JApyroe oOopynoBaHue, obOecrevyHBarollee COXPAHHOCTL M
Oe3onacHocTb ¢oHa0B. Mebens u 00opyoBaHHe JODKHBI OBITH YIOOHBIMH,
(GYHKIIMOHAILHBIMU U HA/IEKHBIMH.

4.12. VYwupexnaeHue JODKHO  ObITh  OCHALEHO TEXHUYECKUMH H
MH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIMH  CPEJICTBAMH, O(QHCHOM M OPIrTeXHHUKOI,
Cpe/ICTBAMH  KONUPOBAHUS W  THPAKUPOBAHHUS  JIOKYMEHTOB, CpEICTBaMH,
ofOecrnieyMBarOLIMMKE  JOCTYl  IOJb30BaTelled K 3BYKOBOH W BH3YyalbHOM
MH(pOpMAIMK, KOMIIBIOTEPHbIM W HMHBIM  3JI@KTPOHHBIM  00OpYyIOBaHHEM,
OTBEYAIOLUM TPeOOBAHUAM CTAH/APTOB, TEXHUYECKHX YCIOBHiI, B KOJHYECTBE,
obecneynBarOlMM HaJJleXkKallee KayecTBO, MepUOAUYHOCTL U CPOKH BBITTOJHEHUS
Pabor.

4.13. llporpammHoe ofecrnedyenue, ycTaHaBJIMBaeMoe Ha KOMIIbIOTEpax, B
00s3aTeJIbHOM MOPAJAKE H0JDKHO OBITh JIMLEH3UOHHBIM H HMETh COOTBETCTBYIOIIME
MOATBEPI)KAAI0UIUE JOKYMEHTHI.

4.14.Pabounre mecta JUls NPOU3BOJICTBEHHBIX Ilejedl u IS 0OCTy)KUBaHHS
nmojib3oBaTenell  JOJDKHBI  COOTBETCTBOBAaTH ~ HOPMATUBHBIM  TpeOOBaHHAM



pasMeleHus U 6e3onacHoii padoThl.
4.15.Vupexaenue J0/DKHO ObITh obecriedyeHo OecriepeOoiiHOi TeseoHHOM U
HTepHEeT CBA3BIO.

5. TpeboBanusi K yPOBHIO HHPOPMALHOHHOIO 0oDecneYeHHs
norpeduTeIeH

5.1.Yupexaenne 00s3aHO CBOEBpPeMEHHO oOecrnevyuBarh NOTpedUTENneH
HEOOXO0IMMOI U 0CTOBEPHON HH(pOpPMalMell 0 pe3ylbrarax BblloHseMblX Pabor u
o0ecrevynTh BO3MOKHOCTb UX NIPABUIILHOTO BbIOOpA.

5.2.Bcs mndopmanus pazMeliaeTcs Ha rocy1apcTBeHHOM s3bike Poccuiickoi
@enepaumu.

5.3.CBejieHus O BBINOJHEHHH PaboThl HOCAT OTKPBITBIH 0OIIE10CTYITHBINA
XapakTep U MpeoCTaBIsoTCs BCEM 3aHHTEPECOBAHHBIM JIMIIAM.

5.4.Vupexaenue o00s3aHO JOBECTH 10 cBeleHUs mnoTpeduteneir PaboTsl
HAMMEHOBaHHe Y4peauTess, CBOE II0JHOE€ HAMMEHOBAHHE, MECTO HaXOXKIEHHUs
(azmpec) M pexuM paboThl IMyTeM pa3MelleHHs yKa3aHHOW HHpopMauuu Ha
(acanHOi BbIBECKE 3/1aHUS.

5.5.YVupexaenue J0DkHO obecrieunTs norpedureneit Padborel noctynnoit u
JNIOCTOBEpHOH  HHpOpMalNMel, BKIIOYAIOLIEH  CBEJEHHs O  CYUIECTBEHHBIX
M3MEHEHUAX B CBOEH JesATeIbHOCTH, MOPSJIKE U YCIOBHSAX 00XKaJloBaHUs KauecTBa
BpimosiHEHHOM Paborel. VYkazanHas uHbopmauus pasMeliaercs Ha caire
VUPEKIEHUS /UM CTeH1ax (BbIBECKAX) B IOMEUIEHUAX YUPEKICHHS.

5.6.TpeboBanusi K pexuMy pabOThl yUpeKIACHHUS:

5.7 .Pexum paboThbl yupexJAeHHus, B TOM YHUCJIE B BBIXOHbBIE, YCTAaHABIMUBACTCS
C y4eTOM NoTpeOHOCTeH HaceleHHs H HHTEHCHBHOCTH €€ MOCEIIEeHUs 10 PelICHHIO
Yupenurerns.

5.8.Bpemst paboThbl yupexaeHHus He JOJDKHO MOJIHOCThIO COBIIAaTh ¢ Yacamu
pabOThl OCHOBHOM 4aCTH HACEJIEHHS.

5.9..ExenHeBHBIN pexuM pabOThl CTPYKTYPHBIX MOApa3/IelIeHui U IiepcoHasa
yCTAHABJIMBACTCS YYPEXKICHHEM CaMOCTOATeIbHO. Bpems paboThl cOTpyAHHKOB
VUYpEeXIeHUs] YCTaHABIMBAETCA B COOTBETCTBUU C TPY/IOBBIM 3aKOHOJATEIHCTBOM
Poccuiickoii @enepalii U JPYrMMH HOPMATHBHBIMH AaKTaMH, pPeryJHpyrOUIMMH
pabouee BpeMsl.

6. [TopsiA0OK U BH/ABI KOHTPOJIsI

6.1.Koutposb Haj coOnoieHHeM HacTosulero nopsaka PadoTrbl M HHBIX
HOPMATHBHBIX MPABOBBIX AKTOB, YCTAHABIMBAIOLIMX TPeOOBAaHUS K BBINOJIHEHUIO
Pabotbl, OCymecTBAsieTCss MOCPEACTBOM IPOBEJICHUs IPOLEAYP BHYTPEHHEr0 H
BHEIIHEr0 KOHTPOJIA (J1ajiee - KOHTPOJIbHbIE MEPOTIPHATHS).

6.2.0cymiecTBieHle KOHTpoJst — obecreynBaeTcs IyTeM  [POBEJICHMs
IPOBEPOK JESATEIILHOCTH yUpeK/IeHHUs, BbIloHsomero Padory.

6.3.Bce nmpoBejeHHble TPOBEPKH MOJUIeKAT 00sA3aTeIbHOMY Yy4YeTy B
crielMalIbHBIX JKypHaIax MpoBeeHUsl IIPOBEPOK.



6.4.Yuapexaenue, BbinosHsomee PaboTy, NO/MDKHO UMETh JIOKYMEHTAIbHO
0(OpMIIEHHYIO BHYTPEHHIOIO (COOCTBEHHYIO) CHCTEMY KOHTPOJIsS 3a MCIOJHEHHEM
TpeOOBaHUM KayecTBa paboT. DTa cucTeMa JI0JDKHA OXBaTbIBATh OTallbl
IUIaHKPOBaHus, nepuoa paborel ¢ mnorpedurenem Paborel, odopmiieHus
pe3yJbTAaTOB KOHTPOJISI, BEIPADOTKH M peanu3allii MEpONpPUSATHH 10 YCTPaHEHHIO
BBISIBJICHHBIX HEJI0CTATKOB.

JlaHHas cucTema [JI0JKHA [peJaycMarpuBaTh I[IPOBEJECHHE TaKUX BHJIOB
KOHTpPOJIS Kak:

1) BHYTpPEHHHMH KOHTPOJb OCYILIECTBIISETCS PYKOBOJAUTENIEM YUPEKICHHUS, U
PYKOBOJMTENIAMU CTPYKTYPHBIX IOJApa3Je/IeHHH ¥ WHBIMH YIOJHOMOYEHHBIMH Ha
OCYIIIECTBIEHUE KOHTPOJIS.

2) TeKyHUIHii KOHTPOJIb, OCYLECTBIIIEMbIH B mpouecce BblNoaHeHUss PaboTsl,
MPOBOAUTCS paOOTHHKAMHU CTPYKTYPHOI'O IOJApa3/ie/ICHusI.

3) onepaTHBHBIH KOHTPOJIb, IPOBOAUMBIA B pe3yjbTaTe IOJIYYEHHUS
coOOIIeHHH OT = OpraHoB MECTHOI'O0 CaMOYIIpaBJIEHHsA, I[1PaBOOXPAHUTEIbHBIX
OpraHoB O IMpeIrnoJiaraeMblX WM BBISBIEHHBIX HapylleHHsX (enepaabHOro,
pPEerHOHAJIbHOTO WM MYHMIMIAIBHOTO 3aKOHOAATEbCTBA B COOTBETCTBYIOLIEH
chepe nesATeTBHOCTH, B pe3yJibTaTe 00palleHus rpax/iaH ¢ )KajJo0oi.

4) BHEHIHWI KOHTPOJb —  OCylecTBisercss o0jacTHOW  Hay4dHOM
OoubIMoTeKo#, ynpasiaenueM KyabTypbl MO «HepHAXOBCKUI rOpOACKON OKpPYr»

6.5.B uensx ynydmieHus kadectBa PaboThl yupexkJeHHe NOJDKHO He pexe
OJIHOTO  paza B  I[IOJIyrOJM€  [POBOJAUTb  MOHMTOPHHI  JUId  HM3y4eHHs
yJIOBJIETBOPEHHOCTH KaueCTBOM IPE0CTaBIsAEMbIX pe3yibTaToB Pabor.

6.6.IlnaHoBble NpPOBEPKH MPOBOLATCS B COOTBETCTBHM C  €XKEroJHO
yTBEP)K/IaeMbIM YIIpaBJIe€HUEM KYyJIbTYpPbl  IUIAHOM IIPOBEJAECHHS KOHTPOJBHBIX
MepomnpHsATHi. B Xo/e mi1aHoBo# NpOBEpKH MpoBepsieTcsi COONI0IeHHe MopsaKa U
yCioBUi  BblnosiHeHUst PaboThbl, YCTAHOBIEHHBIX TMOJIOKEHHAMH HACTOSIIIEro
CTaHJapTa U MHBIX HOPMATHUBHBIX [1PABOBBIX AKTOB, YCTAHABIMBAIOLIMX TpeOOBaHUS
K BbITTOJIHEHHIO PaboThl, a Takke OLEHHBaeTCs NOCTHIKEHHE [ToKa3aTe/eld KayecTsa
PaboTsI.

6.7.1lo pe3ynbraTaM NpPOBEAEHUS KOHTPOJBHBIX MEPOINPUSITHH TOTOBHTCS
aKT MPOBEPKH YUPEKJIEHUs, B KOTOPOM JOJDKHBI OBITh yKa3aHbl JOKYMEHTaJIbHO
MOJTBEPXK/IeHHbIe (aKThl HapylIeHUH, BbISBIEHHbIE B XOJ€ IPOBEPKH, WIIH
OTCYTCTBHE TAaKOBBIX, a TaKXe BbIBOJIbI, COJAEPIKAIUE OLIEHKY IOJHOTHI M KayecTsa
BbINIOJIHEHUs PaboThl, M MpeiyIoKeHHs M0 YCTPAHEHUIO BBISBJICHHBIX IPH MTPOBEpPKe
HapyLLIEHUH.

6.8.Ilpu npoBeneHWH BHEINJAHOBOW TMPOBEPKH B aKTe OTPaXarTCs
pe3yJibTaThl MPOBEPKH (DAKTOB, MU3JIOKEHHBIX B OOpallleHHH, a TAaK)Ke BBIBOJbI U
MpeJIOKEeHUs] [0 YCTPaHEHUIO BBISABICHHBIX MpH TMpoBepke Hapymenuit. K
BUHOBHBIM JTHIIaM J1OJKHBI OBITE MPUMEHEHBI MEPBI OTBETCTBEHHOCTH.

7. Moka3zaTenn oobema (KavecTBa) BuINOJIHEHHsI padoT 1o
oudanorpadguyeckoii 00padoTKe JOKYMEHTOB H CO3/IAHHIO KATAJIOTOB



[ToxazaTensiMi U KPUTEPUSAMH KauyecTBa BbIIOJHEHHS pabOThI 110
oubnuorpadudeckoii 00paboTKe TOKYMEHTOB U CO3JaHUIO KaTaJIOrOB SABJISKOTCS:

1.JlunamMuka H3MeHeHHsT oObema 3amuceil 3JIEKTPOHHOIO Karajora o
CPaBHEHHMIO C MPEAbIIYIIHM IOI0M.

dopmyna pacyeTa 3HaYEHUs [MOKa3aTes:

Ju3 = (K30/K3IT)*100, rae

Jlu3 — nuHaMuKa M3MeHeHusi oObema 3anucel 2JIEKTPOHHOro Karajiora Io
CPaBHEHHUIO C MPebIIYIIHM roJ10M

K30 — K0IM4eCcTBO 3armuceit B 3JIEKTPOHHBIN KaTaJlor 3a OTYETHBIN o1

K31 — KoJIH4eCcTBO 3anuceil B 2JIEKTPOHHBIN KaTaJlor 3a IMPOLIeIHI TOIL.

2. Jlunamuka u3MeHeHuil o0bemMa OTpelaKkTHPOBAHHBIX 3allMCe B KAPTOYHBIX
KaTajorax 1o CpaBHEHHIO C IPEbIAYIIHM I'OJIOM.

dopmyna pacyera 3HAYCHHUs [1OKa3aTess:

K300/KO3*100, roe

KO30 — KoJIn4ecTBO OTPE/IaKTHPOBAHHBIX OuOIMOrpapuyeckux 3amnucei B
KapTOYHBIX KaTajorax 3a OTYeTHbIA o,

KO3n — Koau4ecTBO OTpeAaKTHPOBAaHHBIX OMOIIHOrpaduyecKux 3anucei B
KapTOYHBIX KaTalorax 3a IMpoLe/Iluii ro.

8.®PunancupoBanHe MeponpusiTHii no GmdaHorpaguyeckoii odopadorke
JOKYMEHTOB H CO3/IaHHIO KATAJIOTOB

8.1.  Meponpusitusi 1o Oudbnuorpaduueckoir 00OpaboOTKe HTOKYMEHTOB H
CO3/IaHHIO KaTaJlorOB OCYIIECTBIIsSIET MYHHIMNAIbHOE OO/UKETHOE YUYpEKIeHHE
«llenTpanusoBanHas OuONIHOTEYHAs CHUCTEMa» MYHULMNAIBHOIO 00Opa3oBaHMsl
«YepHAXOBCKHUH rOPOJICKON OKPYI».

8.2. ®dwunancoBoe obecrieyeHue MEpPONPUITUH  SBIAETCA  PACXOIAHBIM
00s13aTeIbCTBOM aJIMHHUCTPALIMM MYHHUMNAILHOrO oOpa3zoBanus «YepHIXOBCKH
ropoJckoii okpyr». Pacxojbl Ha yKa3aHHbIE MEPOINPHUATHS OCYUIECTBIAIOTCS B
nmpejesnax CpeiCcTB, ONpe/eeHHbIX pelleHueM okpyxHoro Cosera JenyTaToB
UepHAXOBCKOI0 rOpPOJICKOro OKpyra o OJUKETe ropoJICKOro OKpyra Ha oYepeaHon
(¢UHAHCOBBIH TOJ W IUIAHOBBIH NEPUOJ B COOTBETCTBUH C IPHHHMAEMbIMH
MYHHUIMIIAIBHBIMA  [IPOrPaMMaMH, a TakKe 3a CYeT HHBIX HCTOYHHKOB
(UHAHCUPOBAHUS B  COOTBETCTBHM C  JCHCTBYIOUIMM  3aKOHO/ATEbCTBOM
Poccuiickoit @eneparuu.

8.3. duHaHCUPOBAHHWE  MEPOINPUATHH, pealu3yeMbIX  y4UpexkKIeHHEM,
OCYULIECTBIISIETCS [TyTeM IMpejlocTaBieHust cyOcHIuM Ha (uHaAHCOBOe obecrneyeHue
BBIMTOJIHEHHMS MYHMIMNAJIBHOTO 3aJaHUsi HA OKa3aHUE MYHUUMIAIbHBIX YCIyr
(BeimoJiHEeHHe  pabdoT) B COOTBETCTBUM € NOpAAKOM  (hopMHpOBaHHs
MYHHLHIIAJILHOTO 3a/laHisi Ha OKa3aHWe MYHHIMNANbHBIX YCIYT (BbITOJHEHHS
pabot) u ¢unHancoBoro obecredyeHHs BBINOJHEHHS MYHHIHMIAILHOIO 3a/laHus,
YTBEPIKACHHBIM MOCTAHOBJIEHHEM aJMMHUCTPAIlMM MYHHIHMIIAILHOIO 00pa3oBaHus
«YepHsaXOBCKUH ropoackoi okpyr» ot 24.12.2018 r. Ne 2990.



