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1. O0mue noJ1oKeHust

I.1. Hacrosiee mnonoxxeHue periaMeHTHpyeT HesATeNbHOCTh OUOIMOTEKH
MAOQOY «lllkona Ne 24 umenu 10.A. Iarapuna» (manee — oOpa3oBaTelibHas

OpraHM3aLus).

I.2. Hacrosimee monoxenue pa3paboTaHO B COOTBETCTBUH C DenepanbHbIM
3aKkOHOM oT 29.12.2012 Ne 273-®3 «0O6 o6pazoBanuu B Poccuiickoii

Denepauuu», npukazoM MusKyasTypsl or 08.10.2012 Ne 1077 «O6

yrBepxaAeHHH IIopsika ydeTa JOKYMEHTOB, BXOASALIUX B COCTAB OUOIMOTEYHOTO
dhonHga» ¢ yuerom nuckMa Muno6paszoBanus ot 23.03.2004 Ne 14-51-70/13 «O

IIpumepHOM nonoxxeHnu o 6uGIHOTEKE OO1IE0OPa30BATEIBHOTO YUPEIKACHHUS»,
Metoauyeckux pexomenmauuit ®I'BHY «HIIB um. K.JI. VIIMHCKOrO» OT

31.05.2017, pexomennaimit Munkynetypst ot 12.09.2017r. mo paGore
OMONMOTEK C JIOKyMEHTaMH, BKIIOYEHHBIMH B (DefepaJbHbIi  CIHCOK

3KCTPEMUCTCKUX MaTEPHAJIOB.

[.3. bubnnoreka sBIseTCS CTPYKTYPHBIM IOApa3ZeIeHHEM oOpa3oBaTeIbHOU
OpraHu3alyH, CO3JaHHBIM B LEJIIX O0ECleYeHus IpaBa YYaCTHUKOB
00pa3oBaTeIbHOrO Ipoliecca Ha OecIlaTHOE TMOJB30BaHHE OUOIHOTEYHO-

WH()OPMALMOHHBIMHU PECYPCaMH.

[.4. Ilopsitok moJjib30BaHUsl HCTOYHUKAMH WH()OpPMALIMH, NE€PEYeHb OCHOBHBIX
YCJIYT' M YCJIOBHS HUX IIPEJIOCTAaBICHUS OINpPeeNsIOTCS HACTOSIIMUM MOJIOKEHUEeM
0 OubivoTeKke W MpaBWJIaMH I10Jb30BaHUS OUOIHOTEKOM, yTBEPKIEHHBIMMU

PYKOBOAUTEIEM 00pa30BaTeIbHON OpraHU3aliH.



1.5. Opranmzanus oOCIy>KMBaHUS YYaCTHUKOB OOpa30BaTEIBHOTO Mpolecca
IOPOU3BOAUTCS B COOTBETCTBUM C TpaBUJIaMU TEXHUKH O€30MAaCHOCTH U
POTUBOMNOXKAPHBIMH, CAHUTAPHO-TUTUEHUUYECKUMHU TPEOOBAaHUSIMHU.

2. Hean, 3apaun, pyHKIUU OUOJIHOTEKH

2.1. llenn 6uOIMOTEKM COOTBETCTBYIOT LIEIsIM 00pa30BaTENbHON OPraHU3aIluy U
BKJIFOYAIOT B ceOst B TOM ymcie. (popMupoBaHue OOIICH KyJIbTypbl JTUYHOCTH
00yJaroIXxcs Ha OCHOBE YCBOEHUS coJlep KaHus OCHOBHBIX
001eo0pa3oBaTeNIbHBIX MPOrPaMM, HX aJanTaius K >XKW3HH B OOIIECTBE,
CO37aHNE OCHOBBI IS OCO3HAHHOTO BHIOOpPa M TMOCJIEIYIONMETO0 OCBOCHUS
mpodecCHOHATBHBIX o0Opa3oBaTeIbHBIX Iporpamm, BOCITUTAHUE
IPaXIaHCTBEHHOCTH, TPYI0JIIOOMs], YBaKCHHS K ITpaBaM M CBOOO1aM YE€JIOBEKa,
M00BH K OKpYyKaromied npupoje, Poaune, cembe, popMUpOBaHUE 3I0POBOTO
o0Opa3za >KU3HH.

2.2. 3ajmadyamu OnOIMOTEKH 00pa30oBaTEILHON OpraHU3alNH SBJISFOTCS:

o o0ecrneyeHue yyacTHUKaM 00pa30BaTEIbHOIO MpoLecca — 00ydaroImuMes,
NIeIarOTMYECKUM PabOTHUKAM, POTUTEISIM (3aKOHHBIM MPEICTABUTEIISIM)
oOyuaromuxcsi (majee — IMOJIb30BaTeNsAIM) — JOCTyNa K HH(OpMAIHH,
3HAHUSM, UJESM, KYJIbTYPHBIM IIEHHOCTSIM MOCPEICTBOM UCIOJIb30BAHUS
OnOIMOTeYHO-UHDOPMAITMOHHBIX pecypcoB obpazoBaTeIbHON
OpraHu3allNy;

e  BOCIHUTaHHWE KyJIbTYPHOI'O M TIPa)KIAHCKOTO CaMOCO3HaHHUs, MOMOILIb B
COLIMAIN3aluU 00yYaroUIerocs, pa3BUTUH €r0 TBOPUYECKOTO MOTEHIINANA,

e  TpHUBJCUEHUE OOYYAIOMIMXCS K CHUCTEMATHUYECKOMY YTCHHUIO Y4eOHOH,
XyJI0’)KECTBEHHOM, HAy4YHO-TIOIYJISIPHOW JINTEPATYPHI;

e  COJACHCTBHE PA3BUTHIO TMO3HABATEIHHBIX HMHTEPECOB U CIIOCOOHOCTEH,
o0yuJarommxcs;

o  (opmupoBaHUE HABHIKOB HE3aBHUCHUMOIO OMOIMOTEYHOTO IMOIH30BATEN,
00y4YeHHe MOUCKY, 0TOOPY U KPUTHIECKOM OIleHKe MH(OpMaIINH,

e  COJEHCTBHE TMEJArOrMYecKUM pabOTHUKAM B MOA0OpE HAy4yHO-
METOIMYECKON JTUTEPATYPbl, UHHOPMHUPOBAHHUE O HOBBIX MOCTYIUJICHUSIX B
OnbIMoTeYHbIN (HOHT;

e  COBEpILEHCTBOBaHHUE MPEIOCTABISAEMbIX OUOIMOTEKOM yCIyr Ha OCHOBE
BHEPEHUSI HOBBIX MH(POPMAIIMOHHBIX TEXHOJIOTMH U KOMIBIOTEPU3ALUH
O6nbIMoTeYHO-NH(POPMAITMOHHBIX MIPOIIECCOB, dhopmupoBaHue
KOM(OPTHOM OMOIMOTEYHON Cpeibl.

2.3. bubnnoTeka BBITOJHSET CIeAyoIue (yHKIUN:

2.3.1. ®opmupyer ¢doHg  OuOIMOTEUHO-MHPOPMAIIMOHHBIX  PECYPCOB
o0Opa3oBaTeIbLHON OpraHU3aIUu:



e KOMIUIEKTYET OCHOBHOW (oHI  ydeOHBIMH, XYyJ0)KECTBEHHBIMHU,
HAyYHBIMH, CIIPABOYHBIMH, MEJATOTHYECKUMU U HAYYHO-TIOMYJISIPHBIMU
JIOKyMEHTaMU;

e ydYacTByeT B  KOMIUIEKTOBAHMHM  CIICIMAIM3UPOBAHHOTO  (hoHIa
y4eOHUKaMU W3 YUCJIa BXOAAIIUX B (he/lepalIbHbIN MepeueHb YICOHUKOB,
JMOMYIIEHHBIX K  WCIOJB30BAHWIO TPHU  peATM3aliH  HWMEIOIIHNX
TOCYJapCTBCHHYIO  aKKPEAWTAIMIO  OOpa30BaTENBHBIX  IPOTpPamMM
HayaJdbHOTO  OOIIEro, OCHOBHOTO  OOIIEro, CpPEeIHEro  OOIIero
oOpa3oBaHus, W  Y4eOHBIMU  TOCOOMSIMH,  JIONMYIIEHHBIMU K
UCIIOJIb30BAHUIO TIPH  pealM3allii  yKa3aHHBIX  00pa30BaTEIIbHBIX
porpamm,

e AKKyMyJHUpYeT (POHJ JOKYMEHTOB, CO3/IaBa€MbIX B 00pa3oBaTENbHOMN
opranuzaiuu (myOnukanuii u paboT TexaroroB 00pa3oBaTE/bHON
OpraHu3aI|H, JIYYIINX HAYYHBIX PabOoT U pedepaToB yUaIIUXCs U Ap.);

e  OCYIIECTBIISICT pa3MeEIIEeHUE, OPTAHU3AIMI0 U COXPAHHOCTh JOKYMEHTOB;

e OpraHuU3yeT W BENIET CIPaBOYHO-OMOIMOTpadUIeCcKuil anmapar: KaTajaoru
(anmdaBuTHBIA, CUCTEMATHYECKWH), KapTOTEKH (CUCTEMATHUYECKYIO
KapTOTEKy CTaTel, TeMaTHYECKHE KapTOTEKH), SJICKTPOHHBIA KaTajor,
0a3bl JaHHBIX M0 MPOUITI0 00pPaA30BaATEIHHON OpraHU3aIUU.

2.3.2. OcymectBisieT nuddepeHnrupoBanHoe OUOIMOTeYHO-UHPOPMAIIMOHHOE
oOcy)KUBaHUE O0yJAFOIIINXCS

e IpenocTaBiseT MHPOPMAIIMOHHBIE PECYPCHI HAa Pa3IUYHbIX HOCUTEIAX;

e  OpraHu3yeT OOydYeHHE HaBbIKAM HE3aBUCHUMOr0 OHOJMOTEUHOIO
MOJIb30BATENsI U MOTpeduTenss UHPOPMALMK, COJIEUCTBYET HHTETpaluu
KOMILJIEKCA 3HAHWM, yMEHUH U HABBIKOB palbOTbl C KHUTOW U
uHpopMmarmei;

e  OKa3zpiBaeT WHGOOPMAIMOHHYIO TOJJEPKKY B  pEUICHUW  3ajad,
BO3ZHUKAIOIIUX B MpoIecce yueOHoM, caMo00pa3oBaTeIbHON U 1I0CYTOBOM
JeSITeIbHOCTH 00yYaroIIuXcCs;

e  OpraHu3yeT MacCOBBbIE MEPOIPUATHUS, OPHUEHTHUPOBAHHBIE HA Pa3BUTHE
oOIIEeN ¥ YUTATENbCKON KYJIbTYpPbI JINYHOCTH;

e  COACWCTBYET  MENArormyeckuM  pabOTHMKaM B  OpraHU3aluu
00pa3oBaTEILHOIO MPOIECca U I0CyTra 00yJaromuXcs.

2.3.3. OcymectBisieT nuddepeHnrupoBanHoe OUOIMOTEeYHO-UHPOPMAIIMOHHOE
oOcCIy’)KMBaHUE TIEIarorMYeCKuX PabOTHUKOB!

e BBISIBJISIET UH(POPMAIMOHHBIE MOTPEOHOCTH U YJIOBIETBOPSET 3aIlpOCHI,
CBSI3aHHbBIE C 00yUE€HHEM, BOCIIUTAHUEM O0YUaIOIINXCS,

e cojeHcTByeT npodeccuoHaabHON KOMIETEHIIUU MEAaroroB, MOBBIIICHUIO
KBaJTM(UKAIIUK, TIPOBEJICHUIO aTTeCTAIUH;

e OCYUIICCTBISICT TeKylee MHPpopMmupoBaHue (IHU WHDOpMAIUHU, 0030pbI
HOBBIX MMOCTYIICHUH U Iy OIUKAIUi);



e CHOCOOCTBYET IIPOBEICHUIO 3aHATHH o (bopMUPOBaHUIO
UH(OOPMAITMOHHOW KYJBTYpbl OOy4Yaromuxcs, sBisercss 0a3oil s
IOPOBEJCHUS MPAKTUUYECKUX 3aHATHH MO paboTe ¢ MHPOPMALMOHHBIMU
pecypcami.

2.3.4. OcymectBisieT nuddepeHrpoBanHoe OUOIMOTEeYHO-UHPOPMALIMOHHOE
00CITy’)KHUBaHUE POJUTENCH (3aKOHHBIX MTPECTABUTENCH) 00YYarOIINXCS:

o YIOBJIETBOPSET 3alpoChl MOJb30BaTesled W UHPOPMUPYET O HOBBIX
NOCTYIUICHUSIX B OUOINOTEKY;

e KOHCYJBTHPYET 11O BONPOCAM OpraHU3alMyd CEMEMHOTO 4YTEHUH,
3HAKOMUT C HHPOpMaLUEl 10 BOCIUTAHUIO JETEMH;

¢ KOHCYJIbTHPYET IO BOIPOCAM YUEOHBIX U3JaHUM JJI1 00YyUarOIUXCS.

3. Opranu3anusi 1eITeJIbHOCTH OMOTHOTEKH

3.1. OOmee pyKOBOACTBO JEATEIBHOCTHIO OHUOTMOTEKH OCYIIECTBISET
PYKOBOJHUTENH 00pa30BaTeNbHOM OpraHU3aIiH.

3.2.  HemocpeACTBEHHOE€  PYKOBOJCTBO  OHMOJHMOTEKOH  OCYIECTBIISIET
3aBeAyIOMMA  OMONMOTEKOW,  KOTOPBIM  HA3HAYaeTCd  PYKOBOAMUTEIEM
o0pa3oBaTeILHON OpraHU3aIlHH.

3.3. 3aBenyoomuii OMOTMOTEKONW HECET OTBETCTBEHHOCTHb B MpeieNiax CBOEU
KOMIIETEHILIUH 32 OPTaHU3aLUI0 U PE3YIbTAThl JEATEIHLHOCTH OMOIMOTEKH.

3.5. B cocTaB OMOIMOTEKN BXOIUT:.

o a0OHEMEHT;

e YHUTAJbHBIN 341,
e OT/ICJI Y4COHUKOB,
e MeIMaTeKa.

3.6. bubmuoreyHo-uHpOpMaAIIMOHHOE OOCITY)KMBAaHUE OCYIIECTBISETCS B
COOTBETCTBHHM C IIJJaHAMU pabOThl OMONMOTEKM ¥ PEKUMOM pabOThHI
00pa30BaTEIbHON OpraHU3aIIH.

3.7. bubmuoreka  BIpaBe MNPEAOCTaBISITH  IUJIaTHbIE  OMOJIMOTEUYHO-
MHPOPMAITMOHHBIE YCIYTH, TIEPEYCHb KOTOPBIX OIPEACTSIETCS yCTaBOM
o0pa3oBaTeIbHON OpraHU3aIUH.

3.8. Pexxum paboThl OMOIMOTEKH OTMPEIETIETCS 3aBEIyIONUM OMOIMOTEKON C
Y4ETOM pexuma padoThl 00pa3oBaTesNbHON opraHu3zanuu. OAUH pa3 B Mecsl
npeayCMaTpUBAeTCSl  CAHUTApHBIM  JIGHb, B  KOTOPBIA  OOCITy)KHBaHUE
MI0JIb30BATEJICH HE MPOU3BOUTCS.



4. YdeT noCTyIJIEHUSI M BHIOBITHUSI JOKYMEHTOB 0M01M0TeYHOr0 (poHIa
4.1. Tlpuem 10KyMeHTOB B (poHI OMOIMOTEKH BKIIIOYAET CIeAYIOIINE ONEpalnu:

¢ CBEpKa MOCTYIICHUN C TICPBUYHBIM YUCTHBIM JOKYMEHTOM (HaKIIaaHas,
aKT), BKJIFOYAIOIINM CITHCOK IMOCTYMHUBIIAX JOKYMEHTOB;

e COCTaBJIEHME MEPBUYHOIO YUYETHOI'O JIOKyMEHTA JJIsl MOCTYIUICHUN 0e3
COIPOBOJUTENBHON TOKyMEHTALINY;

e perucTpanysi MOCTYNHBIIMX JOKYMEHTOB B PEruCTpax CYMMapHOrO,
rpymmnoBoro u  uHmuBuayaneHoro ydera (FTOCT  7.0.93-2015
«bubmmoreunsrit pona. TexHnomorust popMupoBaHUs»).

4.2. Ilpu mNONOJHEHUH OCHOBHOrO OMOJMOTEUHOrOo (oHAA HEOOXOIUMO
cobmoaath TpeboBanuss deaepanpHoro 3akoHa ot 25.07.2002 Ne 114-d3 «O
IIPOTHUBOJACHCTBUN SKCTPEMHUCTCKOHN JeATEIbHOCTHY. JJOKYMEHTHI, BKIIFOUCHHBIS
B denepaibHbIl CIHUCOK 3KCTPEMHCTCKUX MartepuanoB (maree — DCOM),
oIy OJTMKOBaHHBIN Ha ouImaILHOM caite MuHiocTta
(http://minjust.ru/ru/extremist-materials), npuoOperatp  3ampemieHo, IpH
BBISIBJICHUHY WX B ()OHJ/IE — U3BIMATh U3 JIOCTYIIA.

4.3. Yuer u 06paboTka TOKYMEHTOB OMOIMOTeYHOTO (hOoHA.

4.3.1. Yuer m o0OpaboTka TOKyMEHTOB OCHOBHOTO (DOHIA OCYIIIECTBIISIETCS
WHIUBUTY ATBHBIM CTIOCOO0M. CBEIEHNS O MMOCTYTMHUBIITNX TIEYaTHBIX JOKYMEHTaX
BHOCATCA B «KHUTY CyMMapHOTO y4eTa JOKyMEHTOB OCHOBHOTO (DOHIa.

[TocTynuBmmm JIOKyMEHTaM IPUCBAaUBAIOT UHAUBUIY ATbHBIN
perucTpaloHHbIi HoMep (MHBEHTApHBI HOMEP WJIM WHOW 3HAK, MPUHSTHIA B
KayeCTBE PErMCTPALIMOHHOTO HOMEpPA, CUCTEMHBIH HOMEp JIA SJIECKTPOHHBIX
JIOKYMEHTOB) U (P XpaHEHUS.

Perucrpanronusie Homepa U MUPPbl OTMEYAIOT B PETUCTPAX UHAUBUIAYAJTBHOTO
y4yeTa JIOKYMEHTOB — HWHBEHTAPHON KHHIE, KAapTOTEKE PErucTpaluy Traser,
KYpPHAJIOB, YYETHOU 0a3e JTaHHBIX.

Bce osk3emiuiipsl npuHATHIX  KU3gaHuK  mremnentororcs.  lremnens ¢
HAaWMEHOBaHHEM 00pPa30BaTEIIbHON OpTaHU3AIMH JIOJDKEH OBITh MPSMOYTOJIBHON
dbopmpbl, pazmepom He Oosbiie yem 1,5 X 4 cM.

[Itemnens CTaBUTCI Ha O00OpPOTE THUTYJIbHOTO JucTa (MpU OTCYTCTBUHU
TUTYJIBHOTO JIUCTa — Ha TNEPBOM CTpaHHWIle TEKCTa IMOj 3arjiaBuem), Ha 17-i
CTpaHMIIE IO TEKCTOM B JIEBOM HWKHEM YIJIy U Ha 000pOTE€ KaKI0To
npuiokeHusi. Ha Opoitopax W JKypHajax IITEMIIETh CTaBUTCS TOJBKO Ha
00JIO’KKE WJIA Ha TIEPBOI CTPAHUIIE TEKCTA.



CoctaB ocHOBHOTO (poHIIa PUKCUPYETCS] B KAPTOUYHOM aihaBUTHOM KaTayiore, B
AJIICKTPOHHOM 0a3e TaHHBIX OMOJIMOTEKH.

4.3.2. Ydet u 00paboTKa ciennaan3upoBaHHoro ¢onaa. Crnenuann3upoBaHHbINA
(oHJ yUUTBIBAETCS U XPAHUTCS OTJEIBHO OT OCHOBHOTO OMOIMOTEYHOro PoHIa.

Y4er MOKyMEHTOB CHEIUATU3UPOBAHHOTO (OHNA, KaK MHOTOIK3EMIUISIPHON
JUTEPATYPHI, OCYIIECTBIAECTCS TPYNIOBBIM CIIOCOOOM UM oTpaxaetcsi B «Kuure
CyMMapHOTO y4eTa ydeOHOro (oHIa» M B KapTOTEKE PETUCTPAIMOHHBIX
KapTOYEK.

Ha xaxnoe HamMeHOBaHUE JIOKYMEHTOB CHEIUaIU3UpOoBaHHOTO (doHIa
3aBOJAMTCSL OTJElbHAs YyueTHas Kaprouka. Kaprouku ¢ Oubauorpadpuyeckum
ONMHMCAHUEM H3AaHUI YYEeOHMKOB pACCTaBISIOTCS B YYETHYIO KAapTOTEKY I10
KJlaccaM, a BHYTPHU KJIAaCCOB — MO andaButTy (HaMuivii aBTOPOB WM 3arjiaBui.
JIsi KOHTpOJISL 32 COXPAHHOCTBIO YUETHBIX KAPTOYEK OHHU PETUCTPUPYIOTCS B
«KypHae perucTpaiuu y4eTHbIX KapTOUeK YYCOHUKOBY.

TexHuueckas 00pabOTKa JOKYMEHTOB MPEAYCMATPUBAET CIIETYIOLIUE ONIEPALUH:

. MPOCTAaBJICHWE Ha KaXJAOM JOKYMEHTE INTeMmIeiass OWOIHOTEKH B
COOTBETCTBHH C MyHKTOM 4.3.1 HAaCTOSAIIEro MOJIOKEHNUS,

. YCTAHOBJICHHE CPEACTB 3alllMThl OT yTpaThl (MarHUTHBIM JaTYMK,
PaguOYNIl, UHOM BUI MAPKHUPOBKH);

. U3rOTOBJICHWE M TPUKPEIUICHHE K JIOKYMEHTY hacrnopra ydeOHHKA.
[Tacnopt yueOHMKA MPUKIECUBACTCS HA TMOCJIEAHEH CTpaHUIE yueOHUKA.
3anoJIHsIeTCs MPHU BblJjaue YUTATENIO.

VYyer criennanu3upoBaHHOTO (OHIA MPEAyCMaTPUBAET OTPAKEHUE €ro COCTaBa
B CIPaBOYHO-OMONHMOrpadguueckom ammapare OMOTUOTEKH, B TOM 4YHUCIE B
AJICKTPOHHOM 0a3e JIaHHBIX.

4.4. BpiObITHE JOKYMEHTOB OMOIMOTEYHOTO (QOHAA.

4.4.1. Tlpu4wHBI, MO0 KOTOPBIM JTOKYMEHT MOXKET OBITh BBIBEJCH W3 COCTaBa
oubimoreynoro (oHIa, BKIOYAIOT B TOM YHCIE BETXOCTh, JE(PEKTHOCTD,
yCTapeslocTh IO COJAEpKaHWio, yTpary. VckimoueHue mOKyMeHTa U3
Ooubnmuoreynoro (oHmA TPOBOAUTCA HA OCHOBAaHWUM aHAIM3a COCTaBa
OnOaMoTEYHOrO (POHIA U PE3yJIBTATOB €r0 IPOBEPKH.

4.4.2. HO,Z[ BCTXOCTBIO HOOKYMCHTA IIOHUMAIOT PE3YyJIbTaT CCTCCTBCHHOI'O
CTapCHUA UIIU (1)I/I3I/I‘IGCKOFO HN3HOCA JOKYMCHTA.

4.4.3. Tlon nedeKTHOCThIO JOKYMEHTa TOHMMAIOT YaCTHYHYIO WM TIOJHYIO
yTpaTry OJKCIUTyaTalHOHHBIX KadeCTB JOKYMEHTAa B pE3yJbTAaT€ BHEIIHETO
BO3JEUCTBUSL.



4.4.4. Tlox ycTapenocTbio MO COJEPKAHUIO MOHUMAIOT MOTEPIO AKTYaJIbHOCTH
TEMAaTHKH, MOATBEPKIAEMY IO OTCYTCTBHEM cipoca quTaTeNeH,
HEBOCTPEOOBAHHOCTBIO B IIepepacipeiesieHU 1 pealn3alyH.

4.4.5. Ilox yTpaToil JOKyMEHTa IOHUMAIOT €ro OTCYTCTBUE B (POHI€ OMOIMOTEKN
10 TIPUYHMHAM TOTEPH, XUIICHUS, OCJACTBUN CTUXUWHOTO, TEXHOTCHHOTO (B TOM
Yyuciae XaKepcKOM aTaku M HEBOCCTAHOBMMOTO cOOSl  3JIEKTPOHHOTO
000pyIOBaHMUs) WK COIMATIBHOTO XapaKkTepa, 10 HeyCTaHOBJICHHON MPHYUHE.

4.4.6. [Ilpouecc wuCKIIOYEHUS JOKYMEHTOB U3 (ouga OubOIHOTEKU
OCYIIECTBIISICTCS B COOTBETCTBUU € [lopsaKoM yuyeTa JOKYMEHTOB, BXOASIIUX B

cocTaB OMOIMOTEYHOrO (hOHAA, YTBEPKIECHHBIM INMPUKA30M MUHKYJIBTYPbl OT
08.10.2012 Ne 1077.

4.4.7. BpIObITHE JOKYMEHTOB OHOIMOTEYHOro (HOHJA TIPOU3BOJUTCS B
pe3ysibTare MX  CHUCAaHUS  KOMMCCHEH, CO3JAaHHOW  PYKOBOJUTEIEM
o0pa3oBaTeILHON OpraHU3allH.

4.4.8. VYtunuzauus CHOUCAaHHBIX JIOKyMEHTOB Oubnmoreynoro (GoHaa
MPOU3BOJAUTCS B COOTBETCTBUHU C 3aKOHOAATEIHCTBOM PO.

5. [IpoBepka 10KyMeHTOB O0UOJIMOTEYHOT0 hoHIA

5.1. IlnaHoBass mpoBepka JOKYMEHTOB OMOIMOTEYHOro (hOHIAa MPOBOAMUTCS C
MEePUOJIMYHOCThIO OJIMH pa3 B MATh JIET HA OCHOBAaHMU IpaduKa MPOBEPKH,
YTBEP>KJICHHOTO 3aBEAYIOMINM OUOIMOTEKOM!.

5.2. BuemnaHoBasi mpoBepKa JOKyMEHTOB OUOIMOTEYHOTO (hOH/IAa TPOU3BOIUTCS
B 0053aTCIIFHOM TIOPSIJIKE:

o IPU BBISBICHUU (AKTOB XUIICHUS, 3J0YNOTPEOJEHUS WM TOPYH
JOKYMEHTOB;

e B Cllyyae CTUXUIHOro O€nCTBHsA, MOXKapa WIM APYTUX Upe3BblYaHBIX
CUTYyalul, BBI3BAHHBIX YKCTPEMAJIbHBIMU YCIIOBUSIMU,;

e IpU PEOpraHU3alMU WIN JUKBUIAIIMY 00pa30BaTEIbHON OpraHU3alHH.

5.3. IlpoBepka (oHma Ha MPEAMET HATUYUA B HEM JOKYMEHTOB, BKIIOUCHHBIX B
®COM, npoBoautcs:

e TIPY TIOCTYTUICHUW HOBBIX TOKYMEHTOB B (DOH]I;

o cHCTEeMaTHYeCKH (HE peKe OJHOTO paza B TPU MecsIia) MyTeM CBEPKU
®COM co cnpaBouHO-OuOIMOrpaduyeckuM anmaparoM (oHaa
ONOTNOTEKU.

5.4. Ilo wuroraM MNpPOBEPKU 3aBEAYIOMUM OUOIUOTEKOM COCTaBJsSET aKT,
MOANUCHIBACT U XPAaHUT €ro B OMOJHMOTEKE B TEUCHUE CPOKA, YCTAHOBJICHHOTO
HOMEHKJaTypoll nen. Ecim  kakue-TO  JTOKYMEHTBl  OTCYTCTBYIOT IO



HEYCTAaHOBJICHHOW MPUYWHE, TO K aKTy MPHUKIAABIBACTCS UX CITUCOK, B KOTOPOM
(UKCUPYIOTCSI CBEACHUS O KOJIMYECTBE JOKYMEHTOB OMONHMOTEYHOro (PoHIa B
HAJIMYUM M KOJUYECTBE OTCYTCTBYIOIIMX JIOKYMEHTOB, B TOM YHCIE IO
HEYCTAaHOBJICHHOM NMpHUYMHE. B akTe Takke yKa3bpIBalOTCS HOMEP M JlaTa aKTa
IIPEABIAYILIEN TPOBEPKHU.

HpI/I BBIABJIICHUHU B ITPOLECCE IMPOBCPKU (I)OH)Ia OTCYTCTBYIOIIUX NJOKYMCHTOB U
HCBO3MOXHOCTU YCTAHOBJICHUSA BHWHOBHBIX JIHII Y6BITKI/I 110 HCAOCTa4aM
CITMCBIBAIOTCs B COOTBCTCTBHU C ,Z[GP'ICTBy}OHIPIM 3aKOHOOAaTCIbCTBOM.

5.5. Jlns mpoBepku 6ubanoredHoro Goxga o6pa3oBaTeabHONW OpraHU3aluy Ha
NpeIMET HaJIM4YUs B HEM JOKYMEHTOB, BKIOUeHHbIX B @OCOM, B
o0pa30oBaTeIbHON OpraHu3alMK co3JaeTcs creunainbHas Komuccus mo cBepke
oubnuoreunoro ¢ponaa ¢ GenepanbHbIM CIUCKOM IKCTPEMUCTCKUX MAaTEPHUAIIOB,
BBISIBIICHUIO, U3BSTHIO U YHUYTOKEHHUIO SKCTPEMUCTCKUX MaTepHajoB (naiee —
Komuccnss 1o  mpoBepke — OKCTPEMHUCTCKHMX ~ MaTepHajoB),  KOTopas
CHCTEMaTHUYECKH (HE pexe OJHOTO pa3a B TPU MECsIa) OCYIIECTBISAET MIPOBEPKY
o6ubnuoreunoro ¢oHaa 00pa3oBaTeIbHON OpraHU3alliyd Ha MPEIMET HAIUYUS B
HEM JOKYMEHTOB, BKJIIOUeHHBIX B PCOM, nytem cBepkun @COM co cripaBoyHO-
oubnuorpaduyeckum anmaparom GoHA.

[Tpu BBIABIEHUH JOKYMEHTA, BKJIIOUeHHOTr0 B @COM, Ha 3Tane KOMIIJIEKTOBAHUS
(dhoHIa yKa3aHHBIA JOKYMEHT HE TOJJICKUT BKIIOUCHHUIO B OMOINOTEYHBIN (HOH/T
o0pa3oBaTeIbHON OpraHU3aIuy.

B ciiyuae BbIsiBIIeHUS! JOKyMEHTa, BKItOUeHHOr0 B DCOM u yke HaXoasA1erocs
B (hoHAEC OMOMMOTEKH 00pa30BaTEIbHON OpPraHW3aIlid, TOKYMEHT UCKITIOUAeTCs
13 OMONIMOTEYHOro (POH/IA U MOJIEKUT YHUUTOKEHUIO.

6. Ilopsiiok moIb30BaHUs OMOJIMOTEKOI

6.1. 3ammuce oOyuaromuxcsi 00pa30BaTEIBPHONW OpraHU3allid B OHOTHOTEKY
MIPOU3BOAMTCS TI0 CIUCOYHOMY COCTaBY Kjlacca B MHIWBHUAYaJIbHOM IOPSIKE,
MEJJAaTOTMYECKUX W WHBIX PAaOOTHUKOB O00pa30BaTEIbHONW OpTaHHW3aInH,
poauTenell (MHBIX 3aKOHHBIX MPEACTABUTENICH) 00YJarOIIMXCs — IO MacIopTy.
[lepepeructpaius moJsib30BaTesied OMOJIMOTEKH MPOUBBOIUTCS E€XKETOJTHO.

6.2. JlokyMeHTOM, TOATBEPKAAIOIIUM TIPABO TOJb30BaHUS OHOIUOTEKOM,
SIBJIICTCSI YMTATEIIbCKUH popmyisp. Uurarenbckuit hopmyisap ukcupyer aary
BBIIAYM T10JIb30BATEIIIO JOKYMEHTOB M3 (POH/1a OMOJINOTCKH U MX BO3BPAIICHUS B
ONOTHOTEKY .

6.3. ITopsmok monmb30BaHus AOOHEMEHTOM:

6.3.1. [Tonp30BaTeI UMEIOT IMpaBoO MMOJYYUTb HA 1OM U3 MHOI'OTOMHBIX I/IBILaHI/Iﬁ
He OoJree ABYX JOKYMCHTOB OJHOBPCMCHHO.



6.3.2. MakcuManbHbIe CPOKH MOJIB30BAHUS JOKYMEHTAMHU:

o Y4eOHUKH, yueOHbIC TOCOOUS — YUEOHBIH TOf;

o HAYYHO-TIOMYJISIpHAs, TO3HABaTeNbHAs, XY0’KECTBEHHAs JIUTEepaTypa —
OJIMH MECHIII;

o TIEPUOIWYECCKUE M3TAAHMS, N3IaHUS TIOBBIIIICHHOTO crpoca — 15 mHei.

6.3.3. [Tonp30oBaTenu MOTYT MPOITUTH CPOK MOTH30BAHUS JOKYMEHTAMH, €CJIM Ha
HUX OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTUX TMOJIB30BaTEICH.

6.4. TTopsI0K TOE30BaHMS YATATEHBIM 3aJI0M.

6.4.1. JlokyMeHTHI, TpeiHa3HAYCHHBIE ISl paOOTHI B YUTAIILHOM 3aJie, Ha JIOM He
BBIJIAIOTCA.

6.4.2. DHIUKIONEINHU, CIPABOYHUKH, PEIKHE, IICHHBIE W WMCIOIIHECS B
€UHCTBEHHOM JK3EMIUISIPE JIOKYMEHTBHI BBIJAIOTCS TOJBKO I pabOThI B
YUTAJILHOM 3aJI€.

6.5. ITopsimok paboThI ¢ KOMITBIOTEPOM, PACTIONOKEHHBIM B OMOJIMOTEKE.

6.5.1. Pabora c KOMIBIOTEPOM YYACTHMKOB OOpa30BaTENbHOrO IMpoliecca
MIPOU3BOAUTCS MO rpaduKy, yTBEPKIEHHOMY PYKOBOAMUTENIEM 00pa3oBaTeIbHON
OpraHM3allvy, U B IPUCYTCTBUU COTPYAHUKA OUOINOTEKH.

6.5.2. Pa3pemaercs paboTta 3a OJHUM MEPCOHAIBHBIM KOMIIBIOTEPOM He Oosee
JIBYX YEJIOBEK OJTHOBPEMEHHO.

6.5.3. Ilonp3oBarenb uMeeT MpaBo paboOTaTh € COOCTBEHHBIM HOCUTEIIEM
MHPOpPMAIIUU TIOCTE TIPEIBAPUTEIHLHOTO TECTUPOBAHHUS €r0 PaOOTHUKOM
OMOJIMOTEKH.

6.5.4. Tlo Bcem Bompocam moucka WH(pOpPMAIMA B WHTEPHETE IMOJIH30BATENb
JIOJKEH 00pamaTtbes K pabOTHUKY OMOIMOTEKH; 3ampeniaeTcs oOparieHue K
pecypcaM MHTEpHETa, IPeIIoIaraloyM OTIaTy.

6.5.5. PabGota ¢ KOMIBIOTEPOM IIPOM3BOJUTCS COTJIACHO YTBEPXKJICHHBIM
CaHUTAPHO-TUTUEHUYECKUM TPEOOBAHUSIM.

/. IIpaBa 1 00s13aHHOCTH OMOJIMOTEKH
7.1. PaGoTHUKM OMOIMOTEKH UMEIOT IIPaBo:

¢ CaMOCTOATEIHLHO BHIOMPATH (DOPMBI, CPEJICTBA M METOABI OMOIMOTEUHO-
UHGOPMAIITMOHHOTO 00CITyKUBaHUS 00pa3oBaTENHHOTO u
BOCIIUTATEIBHOTO MPOIIECCOB B COOTBETCTBUU C LEISIMU M 3a/1a4aMH,



yKa3aHHBIMH B YCTaBe 00pa30BaTEIbHON OpraHU3alliu U MOJI0KEHUU O
OHNOINOTEKE;

¢ TIPOBOJUTH B YCTAHOBJICHHOM TOPsi/IKe (haKyJIbTaTUBHBIC 3aHATHUS, YPOKH
u KPYXKH O6ubmmoTeuHo-6nbIMOrpadueCKux 3HaHUU u
nH()OPMAITMOHHON KYJIBTYPHI,

e OIpenesTh HCTOYHUKH KOMIUIEKTOBAaHHUS HHPOPMAIIMOHHBIX PECYPCOB;

e W3BIMATh M PEAIN30BHIBATH JIOKYMEHTHI U3 (DOHIOB B COOTBETCTBHH C
MHCTPYKIMEHN N0 y4yeTy OubinoTeyHoro GpoHma,;

¢ YYacTBOBATh B YIPAaBIECHUU 00pa30BATEIBHON OpraHU3aIluHU B MOPSJIKE,
OIPEIETIIEMOM YCTaBOM;

e YYacTBOBAaTb B COOTBETCTBHU C 3aKOHOJATeNbCTBOM P® B pabote
OMOIMOTEYHBIX ACCOIMAIINN HUITH COIO30B.

7.2. PaboTHHKHM OMOIHOTEK 00SA3aHbI;

« o0ecrieuuTh TI0JIb30BaTEIISIM BO3MOYKHOCTb paboTHI c
WH(POPMAIIMOHHBIMH pecypcaMu OMOINOTEKH,

o uHGOPMHUpPOBATH  MOJB30BATENEd O  BHJAAX  MPEAOCTABISIEMbIX
OMOIMOTEKOM yCIyT;

e OCYIIECTBJISTh IUTAHOBBIC W BHEIJIAHOBBIC MPOBEPKUA OMOIMOTEYHOTO
dboHma, PEryaspHO OCYIIECTBIATH MPOBEPKY OMOIMOTEUHOTrO (hoHIA
oOpa3oBaTeIbHON OpraHM3allid Ha TMpPEAMET HAIW4Yusl B HEM
JIOKYMEHTOB, BKJIIFOUYEHHBIX B PCOM,;

o o0ecIeunTh HAYYHYIO OpPTaHU3aInio (DOHOB M KAaTaJIOT OB,

o ¢dopmupoBaTb (POHIBI B  COOTBETCTBHM C  YTBEPKICHHBIMH
dbenepalTbHBIMU  TIEPEYHSIMH  y4eOHBIX  M3JaHHWKH, OCHOBHBIMHU
oOpa3oBaTeIbHBIMU TMPOTpaMMaMK 00pa30BaTEIbHONM OpraHu3alluy,
WHTEpecamMH, TMOTPEOHOCTSIMU W  3alMpocaMHM BCEX KaTeropui
MOJIL30BaTENEH,

¢ COBEpLIECHCTBOBATh uH(pOpMaIMOHHO-0nbIMoTrpaduueckoe U
OouboTeuHoe 00CITyKUBAaHUE TTOJIH30BATEIICH;

o o0ecreunBaTh COXPAaHHOCTh MCIOJB30BaHUS HOcHUTENEH WHGMOpMAINH,
WX CHCTEMATH3aIMI0, PA3MEIICHUE U XPAHCHHE;

o oOecreunBaTh PEKUM PaOOTBI B COOTBETCTBHUU C TOTPEOHOCTIMH
NoJib30BaTesie u paboToil 0Opa3oBaTeIbHON OpraHu3aIuy;

e OTYUTHIBATHCA B YCTAHOBJICHHOM TIOPSAIKE IIepel] PYKOBOIUTEIEM
o0pa30BaTeIbHON OpraHU3aluu.

8. IIpaBa u 00s13aHHOCTH MOJIb30BaTEJIeil OMOJIMOTEKH
8.1. [Tonp3oBarenu OUOIMOTEKN UMEIOT MPABO:

e TIOJIyYaTh TOJIHYIO HH(OpMAIMI0O O cocTaBe OuOIMOTEYHOro (hoHIa,
UHOOPMAITMOHHBIX pecypcax ¢ TMPEIOCTABISIEMBbIX OHUOIMOTEKON
yCiyrax;



¢ TI0JIb30BAaThCS CHpaBOYHO-OUOIHOrpaduIecKuM anmapaTroM
OMOINOTEKH;

e TOJYy4yaTh KOHCYJITAIMOHHYIO IIOMOIIb B IIOMCKE U BHIOOPE HCTOUYHUKOB
nHpopMaruy;

¢ TOJy4YaTh BO BPEMEHHOE MOJb30BaHUE Ha aOOHEMEHTE W B YUTAJIHLHOM
3aje TedYaTHbIe W3JaHus, ayJuOBU3yallbHbIE IOKYMEHTHI U JApYyTue
WCTOYHUKHU MHPOPMAIIHH,

¢ TIPOAJIEBATH CPOK MOJB30BaHUS JOKYMEHTAMU,

o TOJy4YaTh TeMaTH4eckue, Qaxrorpaduueckue, yTOUHSIOMIHE U
oubnuorpaduyeckue CripaBKku Ha OCHOBE (oH1a OUOINOTEKH;

¢ TIOJyYaTh KOHCYJIBTAIMOHHYIO MOMOIIL B paboTe ¢ mHpopManuein npu
MI0JIb30BaHUH JIEKTPOHHBIM M HHBIM 000PYIOBaHUEM;

¢ Y4YacTBOBATb B MEPONPHUATHSX, IPOBOIUMBIX OUOIMOTEKOM.

8.2. ITonp3oBareau OUOJIMOTEKHU O0SI3aHBbI.

e COOJIFOZATH TIPaBUJIA MTOJIB30BaHUS OUOINOTEKOM;

o OEpexXHO OTHOCUTBCS K TMPOU3BEICHHUSIM TieuyaTH (HE BBIPHIBATH, HE
3aru0aTh CTPaHUI], HE JejJaTh B KHHWrax MOJAYEPKUBAHUN, MOMETOK),
WHBIM JIOKyMEHTaM Ha pa3U4HbIX HOCUTENSIX, O0O0pYI0BaHUIO,
UHBEHTApIO;

e TIOJJICPKUBATH MOPSAIOK PACCTAHOBKU IOKYMEHTOB B OTKPBITOM JIOCTYIIE
OMOIMOTEKH, paCIONI0KEHN KapTOYEK B KATAJIOTax U KapTOTEKax;

e TIOJNIB30BAThCSl IIEHHBIMH W CIPABOYHBIMU JOKYMEHTAMH TOJBKO B
MOMEILEHUN OUOINOTEKH;

o yOeauThCs MPH MOTYUYEHUH JOKYMEHTOB B OTCYTCTBHH JIe(DEKTOB, a TIpH
oOHapy»XeHUH TPOUH(POPMHUPOBATH 00 ITOM pabOTHHKA OUOIMOTEKH.
OTBETCTBEHHOCTh 32 OOHApy>XeHHble JedeKThl B  CJIaBaEMbIX
JIOKyMEHTaX HECEeT MOCJIEeIHUN MM0Ih30BaTENb,

e PACHHCHIBATHCS B YUTATEIHLCKOM (HOPMYJISIpE 32 KaKIbIN MOTYUYEHHBIH
IoKyMeHT (MCcKitoueHue: oOyJarormecs 1-4-X KiaccoB);

e BO3BpaIIaTh JOKYMEHTHI B OMOJIMOTEKY B yCTAHOBIIEHHBIE CPOKH;

e 3aMEHSTHh IOKYMEHTHI OMOJMOTEKH B CIydae MX yTPaThl WIW TOPYU UM
pPaBHOLIGHHBIMH ~ JTUOO  KOMIIEHCHpOBaTh  ymepd B pa3mepe,
YCTaHOBJICHHOM IpaBUJIaMU N0JIb30BaHUSI OMOIMOTEKOM;

o TIOJHOCTBIO paccuuTarbcs ¢ OMOTMOTEKOM MO MCTEUEHUU CpOoKa
oOyueHus Winu paboThl B 00111e00pa30BaTEILHOM YUPEKICHUH.



