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MNOJIOKEHUE
0 HIKOJLHOH OMOJINOTEKe

1. O0mume moJ10:KeHus

1.1. HacTosiee nojaoxeHue periiaMeHTUpyeT aesTenbHocTs oubnuoreku MbOY «['umHaszus
Ne8 M. A.A.Axmenosa c.Hoxaii-IOptl» (manee — oOpa3oBarenbHas OpraHU3aIus).

1.2. Hacrosiiiee noyioskeHue pazpadoTaHo B COOTBETCTBHM ¢ DesjepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit deaepanuny, IpuKazomM
MunkynsTypsl oT 08.10.2012 Ne 1077 «O6 yrBepxnaenun Ilopsaka yuera J0KyMEHTOB,
BXOJSIINX B COCTaB OMOIMOTEYHOTO (hOHIA» C y4eTOM MuchMa MUHOOpa3oBaHUs OT
23.03.2004 Ne 14-51-70/13 «O IIpumepHOM HOJIOKEHUH O OUOIHOTEKE
00111e00pa3oBaTenbHOr0 yupexaeHus», Meroandeckux pexkomenaanuit ®I'BHY «HIIb uwm.
K.A. Ymuckoro» ot 31.05.2017, pekomenaanuit MunkynsTypsl ot 12.09.2017 no pabote
OMOIMOTEK ¢ TOKYMEHTaMH, BKIIFOYCHHBIMHU B (heIepaIbHBIN CIIUCOK SKCTPEMHUCTCKHIX
MaTepHaIoB.

1.3. bubnmoreka sBIsSETCS CTPYKTYPHBIM TTOIpa3/ieicHneM 00pa30oBaTelIbHOM OpraHn3aIlny,
CO3JIaHHBIM B LIEJSIX 0OECIIeYeHus paBa Y4aCTHUKOB 00pa30BaTeIbHOTO Mpolecca Ha
OecraTHOE MOJb30BaHNE OUOIMOTEYHO-MH(POPMAIIIOHHBIMHU PECYPCAMH.

1.4. Tlopanox moap30BaHUS ICTOYHUKAMU HHPOPMAIINH, [IEPEUEHb OCHOBHBIX YCIYT U
YCJIOBHS UX MPEJOCTABICHUS ONPEEIAIOTCS HACTOSAIIMM MOJIOKEHHEM 0 OMOIMOTeKe U
MpaBWJIaMU MOJIb30BaHUS OMOIMOTEKOMN, YTBEPKIEHHBIMU PYKOBOAUTENIEM 00pa30BaTeIbHOM
OpraHM3alMH.

1.5. OpFaHI/I3a]_[I/I$I O6CJ'IY)KI/IB8.HI/I$I Y4aCTHUKOB O6p3.30BaTeJ'ILHOFO nponecca nNpon3BOAUTCS B
COOTBETCTBHH C IIpaBHUIIaMH TCXHUKU 0€30IaCHOCTH U MMPOTHUBOIOXKAPHBIMHA, CAHUTAPHO-

TUTHUCHUYCCKUMHA Tpe60BaHI/IHMI/I.

2. Hean, 3apaun, pyHKIUM OMOTHOTEKH



2.1. Ilenu OUOIMOTEKH COOTBETCTBYIOT IIENISIM 00pa30BaTeIbHON OPraHU3aIliH U BKIIOYAIOT
B ce0st B TOM umcie: GopMUpOBaHKE OOIIEH KyIbTYphl IMYHOCTH 00Y4YaIOIINXCs HA OCHOBE
YCBOCHHS COJIEPYKaHHUS OCHOBHBIX 00111e00pa30BaTeIbHBIX IPOrPaMM, X aJaNTalus K KU3HH
B 00IIIeCTBE, CO3/IaHHE OCHOBBI ISl OCO3HAHHOTO BHIOOPA U TIOCIIEAYIOIIETO OCBOCHUS
npodecCHOHATBHBIX 00pPa30BaTENLHBIX MPOTPAMM, BOCIIUTAHUE TPaXKIaHCTBEHHOCTH,
TPYIOOONS, YBaKEHHUS K IIpaBaM M CBOOOIaM YEJIOBEKa, JIIOOBH K OKpYXKAoIeld Ipupoe,
Ponune, cembe, popmupoBanue 370poBOro 0dpasa Ku3HU.

2.2. 3amauamu 6uOIHOTEKN 00pa30BATEIILHON OPraHU3aluy SBIISIOTCS:

obecreyeHre yyacTHUKaM 00pa30oBaTeIbHOIo Mpolecca — 00y4aroummcs,
HeJarOrHYeCKUM paOOTHUKAM, POAUTENSIM (3aKOHHBIM MPEICTABUTEIISIM)
oOyuaronuxcs (nanee — moab30BaTesiM) — IOCTYIa K MHPOPMALIUK, 3HAHHSM,
UAEsIM, KyJIbTYPHBIM LIEHHOCTSIM IIOCPEACTBOM UCIOJIB30BaHUsl OMOIMOTEYHO-
MH(POPMALIMOHHBIX PECYpCOB 00pa30BaTeIbHON OpraHU3aIHH;

BOCIIUTAHME KYJIbTYPHOI'O U I'Pa)k/1aHCKOI'O0 CAMOCO3HAHUs, IOMOIIIb B
COLMAJIN3ALMHU 00Y4aroLIerocs, pa3BUTUN €ro TBOPYECKOTO MOTEHIINANA;
MpUBJICUYCHNE 00YUAIOMIUXCS K CHCTEMAaTHYECKOMY YTEHHIO YIeOHOH,
XYI0KECTBEHHON, HAY4YHO-TIONYJIIPHOM JIUTEpaTyphI,

COJICHICTBUE Pa3BUTHIO MIO3HABATEIbHBIX HHTEPECOB U CIIOCOOHOCTEN
oOyJaromuxcs;

(dbopMHIpOBaHKE HABBIKOB HE3aBHCUMOTO OMOIMOTEYHOTO TIOJIH30BATENs, 00yUCHHE
HIOUCKY, OTOOPY M KPUTUUECKOM OlleHKe HH(pOopMalny,

COJICHCTBHE MEJarornueckuM pabOTHUKAM B I10J1I00PE HAYYHO-METOANYECKON
JUTEpaTyphl, THPOPMUPOBAHUE O HOBBIX MOCTYIUIEHUSX B OMOINOTEUHbIH (QOHA;
COBEpIIEHCTBOBAHUE MIPEIOCTABISAEMBIX OMOIMOTEKOM YCIyTr Ha OCHOBE BHEIPEHUS
HOBBIX HH(OPMALIMOHHBIX TEXHOJIOTUHA U KOMITBIOTEpU3allUi OMOIMOTEUHO-
MH(OPMaLIMOHHBIX MPOLIECCOB, POpMUpPOBaHUE KOMPOPTHOU OMOIMOTEUHON
CpEeZBlL.

2.3. bubnuorteka BBIMIOTHSAET CleAyoNUe (YyHKIUH:

2.3.1. ®opmupyet GoHa OMOTHOTEUHO-UHPOPMALIMOHHBIX PECYPCOB 00pa3oBaTEILHON
OpraHu3aIH:

KOMILIEKTYET OCHOBHOM (DOH/T yueOHBIMHU, XyI0’)KECTBEHHBIMU, HAYYHBIMHU,
CIIpaBOYHBIMH, NIEAArOTHYCCKUMHA U HAYYHO-TTIOITYJIAPHBIMHA )IOKYMGHTZLMI/I;
y4aCTBYET B KOMIUICKTOBAHHUHU CICIUATM3UPOBAHHOTO (DOHJIA YICOHHMKAMH U3 YHCIIa
BXOJIALINX B (heiepanbHblil epeueHb YYeOHUKOB, JOMYIIEHHbIX K HCIIOJIb30BAHUIO
NPU pean3alyy UMEIONUX TOCYIaPCTBCHHYIO aKKPEIUTAIINI0 00pa30BaTeIbHBIX
MporpamMM Ha4aJIbHOTO OOIIET0, OCHOBHOTO O0IIIEro, CPETHETO OOIIETO
o0pa3zoBaHus, U y4eOHBIMU TTOCOOUSMH, JOMYIIICHHBIMU K UCTIOIb30BaHUIO TIPU
pealM3anny YKa3aHHbIX 00pa30BaTEIIbHBIX MTPOTPaMM;
aKKyMYJIHPYeT QOH JOKYMEHTOB, CO3/1aBaeMbIX B 00pa30BaTEIbHON OpraHu3aiuu
(myGnukanuii ¥ paboT MmeaaroroB 00pa3oBaTeIbLHON OPraHU3aIMH, JTYUIITHX
HAYYHBIX Pa0bOT U pedepaToB ydaiuxcs u Jp.);
OCYIIIECTBIISIET pa3MeIIeHUE, OPTaHU3aINI0 U COXPAHHOCTH JIOKYMEHTOB,;
OpraHu3yeT U BEJET CIIPABOYHO-OMOIHOrpadUUeCcKuil ammapar: KaTajloru
(anaBUTHBIH, CHCTEMAaTHYECKHIA), KAPTOTEKH (CHCTEMAaTHYECKYIO KApTOTEKY



CTaTel, TeMaTUYCCKUE KAPTOTEKH), JJICKTPOHHBIH KaTaior, 0a3bl JaHHBIX 1O
npod o 00pa3oBaTeIbHON OpraHU3aluH.

2.3.2. OcymiectBisieT auddepeHnpoBaHHOE OUOIMOTEUHO-MHPOPMAITMOHHOE
o0cITy>)KuBaHue 00yUJarOIIUXCS:

e TMpenocTaBisieT MHPOPMAIIMOHHBIE PECYPCHI HA PA3IMYHBIX HOCUTEIISX;

e OpraHu3yeT 0Oy4eHHE HaBBIKAM HE3aBHCHMOT'O OMOIMOTEYHOTO MOJIb30BATENS U
notpedurens HHGopMaIH, COACUCTBYET UHTErPAllui KOMIUIEKCAa 3HAaHUM, YMEHUN
Y HaBBIKOB PabOThI ¢ KHUTOW U MH(POpMAIUEH;

e OKa3bIBaeT MH()OPMALIMOHHYIO MOAJIEPKKY B PELICHUU 3a/a4, BOSHUKAIOIIUX B
nporecce yueOHoM, caMoo0pa30BaTeIbHON U JOCYTOBOM NEATEIIEHOCTH
oOyJaromuxcs;

e OpraHU3yeT MAaCCOBBIC MEPOIPHUATHSI, OPUECHTUPOBAHHBIC HA PA3BUTHE OOIICH U
YUTATEJIbCKON KYJIbTYPhl IUYHOCTH;

e COJICUCTBYET IEJArorn4eCKUM pabOTHUKAM B OpraHU3aIllii 00pa30BaTeIbHOTO
mpolecca 1 Jocyra 00y4aroImuxcsl.

2.3.3. OcymiectBinsieT AuddepeHInpoBaHHOE OUOINOTEUHO-UHPOPMAILIHOHHOE
o0CITyKMBaHUE MEIarOTMYSCKUX PAOOTHUKOB!

e BBIIBIISIET HHPOPMALIMOHHBIE TOTPEOHOCTH U yJOBIETBOPSIET 3aIIPOCHI, CBSI3aHHBIE
¢ 00yueHHeM, BOCIUTaHHEM 00y4Jaromuxcs,

e CcOJEHCTBYeT NPo(hecCHOHAIBbHOW KOMIETEHIIUH [1€1ar0oroB, MOBBILICHHUIO
KBaJIM(UKALMY, TPOBECHUIO aTTECTAllUY,

e OCYIIECTBIISCT TeKylllee HHGOPMUPOBaHHE (IHU HHPOPMALIUH, 0030PBI HOBBIX
NOCTYIUICHUH M yOJIMKAIINK);

e CIIOCOOCTBYET MPOBEIEHUIO 3aHATUH 10 (POPMUPOBAHNIO HHPOPMALIMOHHOM
KYJIbTYpPbI 00y4aromuxcs, sipisiercs: 0a30i i MPOBEACHUS MPAKTUUECKUX 3aHATHI
1o pabore ¢ HH(POPMALIMOHHBIMH PECYpCaMH.

2.3.4. Ocymiectiser quddepeHIMpoBaHHOE OUOINOTEYHO-MH(POPMAITMOHHOE
o0cny)XUBaHHE poauTeseh (3aKOHHBIX MPEICTABUTENCH) 00yJarOIUXCS:

e YIIOBJIETBOPSIET 3aMIPOCHI MOJIH30BaTEICH M HHPOPMUPYET O HOBBIX MOCTYIICHUSIX B
OoubInoTeKy;

e KOHCYJBTHPYET IO BONPOCAM OPTraHU3alNN CEMEUHOTO YTEHHUS, 3HAKOMUT C
uH(popMaIieit o BOCIUTAHUIO JIeTEH;

e KOHCYJBTHPYET IO BOMPOCAM y4eOHBIX U3AaHUH JIs1 00yJaroIuXCsl.

3. Opranusanus aeATeIbHOCTH OHOJIHOTEKH

3.1. Ob11ee pyKOBOJCTBO AEATEIBHOCTbIO OMOIMOTEKH OCYIIECTBISIET PYKOBOIUTENh
o0pa30BaTeNbHON OpraHu3aluu.

3.2. HemmocpencTBeHHOE PYKOBOICTBO OMOIMOTEKOMH OCYIIECTBIISET 3aBE YOI
OMOIMOTEKOM, KOTOPHII Ha3HAYAETCSI PYKOBOIUTEIEM 00pa30BaTEIbHON OpraHU3aIlHH.

3.3. 3aBenyromuii OMOIMOTEKOM HECET OTBETCTBEHHOCTD B MPEENIax CBOSH KOMITETCHIINH 3a
OpFaHI/I3aI_II/IIO nu pe3yanaTL1 NCATCIIBHOCTHU 6H6HI/IOTGKI/I.



3.4. 3aBenyrouuii 6MOIMOTEKON pa3pabaThIBaCT U MPECTABISACT PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHU3alMi Ha YTBEP)KICHNE CIICTYIOINE TOKYMEHTHI:

e TIOJIOXKEHHUE O OMOIMOTEKE, MpaBHIIa MOJIH30BaHUs OUOIUOTEKOM;
e TIOJIOKEHUE O TUIATHBIX yCIyrax OMOIMOTEKH;
e IUIAHOBO-OTYCTHYIO JIOKYMCHTAIIHIO.

3.5. B cocrtaB OMOJINOTEKU BXOIUT:.

e a0OHEMEHT;

e YUTAJILHBIHN 327,

e OTHEN y4eOHUKOB,;

e oTzET HHOOPMAITMOHHO-ONOIHOrpaduIecKoil paboThI;

e (OHI U CICIIMATU3UPOBAHHBIN 3T PaObOTHI C MYJIbTUMEIUWHBIMYI M CETEBBIMH
JIOKyMEHTaMH,

e MeIuaTeKa.

3.6. bubnmoreyHo-nHMHOPMAITMOHHOE OOCITYKHBAHUE OCYILIECTBIISIETCSI B COOTBETCTBUU C
IIaHaMu paboThl OMOIMOTEKH U PEKUMOM PabOThl 00pa30BaTEILHON OpraHU3alliH.

3.7. bubnmoreka BIpaBe MPeAOCTaBIATh IUIATHBIE OMOIMOTEeYHO-MH(POPMALIMOHHBIE YCIYTH,
NepevyeHb KOTOPBIX ONpeeNIIeTCsl YCTaBOM 00pa30oBaTeIbHON OpraHU3alHH.

3.8. PexxuM paboThl OUOIMOTEKN OMpEAeNsaeTcs 3aBeIYIOINUM OMOTHOTEKON C y4eTOM
pexknma paboTsl 00pa3oBaTeNbHOM opranu3anuu. OUH pa3 B MECSII MPeyCMaTPUBACTCS
CaHHUTAPHBIN JIEHb, B KOTOPBIM 00CITyKMBaHUE TIOJIb30BaTENeH HEe TPOU3BOIUTCS.

4. Y4eT nocTynjieHus: U BbIOBITHS JOKYMEHTOB Ou0noTedHoro gonaa
4.1. Ilpuem nokyMeHTOB B (pOH] OMOIMOTEKN BKIIIOYAET CIAEAYIOLINE ONEpalun:

e CBEpKa MOCTYIUICHHH C TICPBUYHBIM YUETHBIM JJOKYMEHTOM (HaKJIaHasi, aKT),
BKJTIOUAIOIUM CIHCOK MOCTYMUBIINX JOKYMEHTOB,;

e COCTaBJICHHE MTEPBUYHOTO YUETHOTO JOKYMEHTA JIUIS MOCTYIUICHUH 0e3
COTPOBOIUTENBHOMN TOKYMEHTAIINH;

e pErucTpanys MOCTYIMHUBIINX JTOKYMEHTOB B PETUCTPAX CYMMapHOTO, TPYIIIIOBOTO H
unauBuayansHoro yueta (COCT 7.0.93-2015 «bubauoreunsiii poua. TexHomOTHS
bopMUpOBaHU).

4.2. Tlpy mOTOTHEHUH OCHOBHOTO OUOIHOTEYHOTO (hOHIa HEOOXOIUMO COOTIOAATh
tpedoBanus denepanbHoro 3akoHa ot 25.07.2002 Ne 114-D3 «O npoTHBOICHCTBUN
HKCTPEMHUCTCKOH J1eATeNIbHOCTIY. JJOKyMeHTHI, BKIIoueHHbIE B DeiepabHbIi CIIUCOK
IKCTPEMHUCTCKUX MaTepuaioB (nanee — ®COM), onyOIMKOBaHHBIN Ha OQUIIMATEHOM CaiTe
Mumntocta (http://minjust.ru/ru/extremist-materials), npuoOperars 3anpermeHo, mpu
BBISIBIICHUH WX B (DOHIIE — M3BIMATh U3 JIOCTYIIA.

4.3. Yyet u 00paboTka JOKYMEHTOB OMOJIMOTEYHOTO (POHIA.



4.3.1. Yder u 06paboTKa TJOKyMEHTOB OCHOBHOTO (JOHA OCYILECTBIISCTCS MHUBHIYyaTIbHBIM
criocoooM. CBeleHHs 0 MOCTYIHBIIHX ITEYaTHBIX JOKYMEHTaX BHOCATCA B « KHHTY
CYMMapHOT0 y4eTa JOKYMEHTOB OCHOBHOTO (DOHIA».

[TocTynuBIIMM TOKyMEHTAaM [IPUCBAaUBAOT MHAWBUYAIbHBIN pErucTpaliMOHHbIN HOMED
(MHBEHTapHBII HOMEP WM MHOM 3HAK, IPUHSATHIA B KAYECTBE PErUCTPALIMOHHOTO HOMEPA,
CHCTEMHBI HOMEp VIS DJICKTPOHHBIX JOKYMEHTOB) M MIH(P XpaHCHUS.

Perucrpanuonnsie HoMepa U MUQPPHI OTMEYAIOT B PETUCTPAX UHAUBUAYAIBHOTO yyeTa
JOKYMEHTOB — HHBEHTAPHOM KHHTE, KAPTOTEKE PETUCTPAIMH I'a3eT, )KypHAJIOB, y4eTHOU Oa3e
JAHHBIX.

Bcee sx3eMmispbl NpUHATHIX U3JaHUi mTemnentorores. Lltemnens ¢ HaMMEHOBaHUEM
00pa3oBaTeNbHON OPTaHU3AIMH JOIDKEH OBITh IPSIMOYTOJIBHOM (hOpMBI, pa3MepoM He
oouibie yeMm 1,5 x 4 cm.

[Itemriens cTaBUTCSL HA 00OPOTE TUTYIILHOTO JIHUCTA (IPU OTCYTCTBUH THTYJIBHOTO JIUCTA —
Ha MEPBOM CTPAHUIIE TEKCTa MO/ 3arjaBueM), Ha 17-i cTpaHuIle 10/ TEKCTOM B JICBOM
HIDKHEM YIJTy U Ha 000poTe Kax10oro npuioxkenus. Ha Gpoitopax u )xypHaiax mITeMmnelb
CTaBUTCSI TOJIBKO Ha 00JI0KKE MIJIM Ha IEPBOM CTPAHULIE TEKCTA.

CocraB ocHOBHOTO (hoHa GUKCHPYETCS B KAPTOYHOM ai()aBUTHOM KaTajore, B
AIEKTPOHHOU 0a3e JaHHBIX OMOTUOTEKH.

4.3.2. Yder u 06paboTKa crienuanu3upoBaHHoro ¢ponaa. Crenuaan3upoBaHHbIi GoHx
YUUTBIBAETCS U XPAHUTCS OT/AEIBHO OT OCHOBHOTO OMOIMOTEUHOTro (hOH A,

VY4er JOKyMEHTOB CIIEUAIN3UPOBAHHOTO (OH/IA, KAK MHOTOIK3EMILIIPHOM JINTEPATYPHI,
OCYILECTBISIETCS IPYNIIOBBIM CIIOCOOOM U OTpaxaercs B «KHUre cymMMapHOro yuera
y4eOHOro OoHJa» U B KAPTOTEKE PETUCTPALMOHHBIX KapTOUEK.

Ha xaxnoe HaiMeHOBaHUE JOKYMEHTOB CIIEUATM3UPOBAHHOTO (POH/IA 3aBOAUTCS OTIEIbHAs
y4yeTHas kapTrouka. Kaprouku ¢ Oubnuorpaduiyeckum onvcaHueM U3JaHui y4eOHHKOB
paccTaBiIslOTCS B YUETHYIO KapTOTEKY I10 KjlaccaMm, a BHYTpH KJIaccoB — M0 alihpaBUTy
(bamunuii aBTOpoB MM 3ariaBuid. J{1s KOHTPOJIS 32 COXPAaHHOCTBIO YUETHBIX KAPTOUEK OHU
peructpupyotcs B «OKypHase perucrpaiiu y4eTHbIX KapTOUeK YUeOHUKOB.

TexHnueckas 00paboTKa TOKYMEHTOB MIPelyCMAaTPUBAET CIEAYIONINE OTepaliu:

e TIPOCTABIIEHUE HA KAXKJIOM IOKYMEHTE IITeMIIesIsl OMOIMOTEKN B COOTBETCTBUU C
myHKTOM 4.3.1 HACTOSIIETO TOJIOKEHUS,

e YCTaHOBJICHHE CPEJICTB 3AlIUTHI OT YTPaThl (MATHUTHBINA JaTYMK, PAJAOYHIT, HHON
BUJI MAPKUPOBKH);

e W3rOTOBJICHHE U MPUKPEIUICHHE K TOKYMEHTY nacrnopra yueOonuka. [lacmopt
ydeOHHMKa TPUKJIEUBACTCS HA MOCIIEIHEH CTpaHuIle yueOHHKa. 3aroHIETCS TIPU
BBIJJaUe YUTATEIIIO.

VY4er cnenuanu3upoBaHHOTO (POHIA MpeaycMaTpruBaeT OTPaXKEHHE €ro COCTaBa B CIIPABOYHO-
oubnuorpaduueckom ammapare OMOJIMOTEKH, B TOM YHCIIE€ B 3JIEKTPOHHOU 0a3e TaHHBIX.



4.4. BeiObITHE JOKYMEHTOB OUOIHMOTEYHOTO (HOHIA.

4.4.1. IlpuuuHbI, IO KOTOPBIM JOKYMEHT MOXET OBITh BBIBE/ICH M3 COCTaBa OMOIMOTEUHOTO
(GoHa, BKIIIOYAIOT B TOM YHCIIE€ BETXOCTh, 1€()EKTHOCTh, YCTAPEIOCTh 10 COJAEPKAHUIO,
yTpaty. MckimodeHne qoOKyMeHTa u3 0ubauoredyHoro (poHaa MpoBOIUTCS HA OCHOBAHUHU
aHaJIM3a cocTaBa OMOINOTEYHOro (POH/A U PE3YJIBTATOB €0 MPOBEPKHU.

4.4.2. Tlox BETXOCTBIO JOKYMEHTA IOHUMAIOT PE3yJIbTaT ECTECTBEHHOTO CTapPEHUS MU
(bu3n4ecKoro U3HOCa JOKYMEHTA.

4.4.3. Ilon neeKTHOCTHIO TOKYMEHTa TOHUMAIOT YaCTUYHYIO WM MOJHYIO YTpaTy
JKCIUTyaTallMOHHBIX KaueCTB JOKYMEHTA B PE3yJIbTaTe BHEITHETO BO3/ICHCTBHUS.

4.4.4. Tlon ycTapenocThio IO COJIEPKaHUIO TOHUMAIOT MOTEPIO aKTYaIbHOCTU TEMAaTHUKH,
MOJTBEPXKIAEMYIO0 OTCYTCTBUEM CIIpOCa YUTATENeH, HEBOCTPEOOBAaHHOCTHIO B
nepepacnpeeseHuH U Pealn3aluu.

4.4.5. Tlon yTpaToii JOKYMEHTa MOHUMAIOT €ro OTCYTCTBUE B (hOHAEe OMOIMOTEKH 1O
PUYUHAM TIOTEPHU, XUIICHUS, OSJICTBUN CTUXUHHOTO, TEXHOTCHHOTO (B TOM YHCIIe
XaKePCKO# aTaku U HEBOCCTAHOBUMOTO COOs JICKTPOHHOTO 000PYI0BAHHMS) HITH
COILMAJILHOTO XapaKTepa, M0 HEYCTaHOBICHHOW MPUYHHE.

4.4.6. IIpornecc NCKITIOUYEHUS TOKYMEHTOB U3 (hoHa OMOIMOTEKN OCYIIECTBISETCS B
cootBeTcTBUM ¢ IlopsiikoM ydera JOKyMEHTOB, BXOJAIIUX B cOCTaB OMOIMOTEYHOT0 (POoHAA,
YTBEpPKJIEHHBIM MpuKazoM MuHkyasTypsl oT 08.10.2012 Ne 1077.

4.4.7. BoIObITHE JOKYMEHTOB OMOIMOTEYHOT0 (POH/IAa TPOU3BOIUTCS B PE3YJIbTATE UX
CIMCaHMsI KOMHCCHEHN, CO3/IaHHON PYKOBOAUTENEM 00pa30BaTeIbHON OpraHu3aluy.

4.4.8. YTmim3anus CliMCaHHBIX JIOKYMEHTOB OMOIMOTEYHOT0 (pOHIa MPOU3BOIUTCS B
COOTBETCTBHUU C 3aKOHOJATENBCTBOM PO.

5. IlpoBepka 10KYMEHTOB 0M0JHOTE4YHOT0 oHa

5.1. [InaHoBast mpoBepka JOKyMEHTOB OMOIMOTEYHOrO (POH/IAa TPOBOAUTCS C
NEPUOIMYHOCTBIO OJIMH pa3 B MATh JIET HA OCHOBAaHUM Ipaduka MPOBEPKHU, YTBEPHKIEHHOTO
3aBeAYIOIINM OMOITHOTEKOM.

5.2. BHemanoBas mpoBepKa JIOKYMEHTOB OMOIHOTEYHOT0 (DOHIA TPOU3BOIUTCS B
00513aTeTTbHOM TOPSIJIKE:

e IIpH BBIBJICHUH (PAKTOB XUIICHUS, 3I0YNOTPEOICHUS WK TIOPUU TOKYMEHTOB,;

e B cCllydyae CTUXUHHOTO OECTBUS, MOXKapa WIH IPYTUX Ype3BbIYAMHBIX CUTYAILINH,
BBI3BAHHBIX OKCTPEMAJIbHBIMU YCIOBUSAMY,

e TIpU peOpraHU3allMy WIN JUKBUJAIMH 00pa30BaTEIbHON OpraHU3allHH.

5.3. IIpoBepka ¢oHa HAa IpEMET HATMUKS B HEM JJOKYMEHTOB, BKJIFOUeHHbIX B DCOM,
MIPOBOJMTCS:

e TP MOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;



e cucremaruiecku (He pexe OJHOTO pa3a B TpH Mecsia) myreM ceepku ®COM co
CIIpaBOYHO-OMOIMOrpadrueckum anmnapaTom GoHIa OMOIMOTEKH.

5.4. ITo uToram npoBepKH 3aBeIYIOLINI OMOIMOTEKON COCTABIIAET AKT, HOAIMCHIBAET U
XPaHHT ero B OMOIMOTEKE B TEUEHUE CPOKA, YCTAHOBICHHOTO HOMEHKIIATYpo# nen. Ecimu
KaKHe-TO JOKYMEHTBI OTCYTCTBYIOT IO HEYCTaHOBJIEHHOM MIPUUYHMHE, TO K aKTy
MIPUKIIAQJBIBACTCS UX CIHCOK, B KOTOPOM (PUKCUPYIOTCS CBEJCHUS O KOJIMYECTBE JOKYMEHTOB
6ubIMoTeYHOro (POHIA B HAIMYUU U KOJIMUYECTBE OTCYTCTBYIOILUX JOKYMEHTOB, B TOM YHCIIE
110 HEYCTAaHOBJICHHON IpUuuHe. B akTe Takke yka3pIBalOTCS HOMEP U JlaTa aKTa
IpebIAyIIel IPOBEPKH.

[Tpu BBIsSIBIIEHUH B IIpoIiecce MPOBEPKU (POH/A OTCYTCTBYIOIINX TOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJICHHSI BUHOBHBIX JIML YOBITKU IO HEJIOCTa4aM CIIMCHIBAIOTCS B
COOTBETCTBHUH C ICUCTBYIOIIMM 3aKOHOAATEIBCTBOM.

5.5. [lyist mpoBepku OubImoTeyHoro GpoHaa 00pa3oBaTeIbHON OpraHU3aIMK HA TTPSIMET
HaJIM4Us B HEM JIOKYMEHTOB, BKIIIOUeHHBIX B @COM, B 00pa3oBaTenbHO OpraHu3aiuu
co3maercs cnenuanbHas Komuccus mo cBepke 6ubnmoreunoro ¢ponna ¢ denepanbHbiM
CIHCKOM 3KCTPEMUCTCKUX MAaTEPHAIIOB, BHISBICHUIO, U3BSATHIO U YHUUTOXKCHHUIO
AKCTPEMHUCTCKHUX MaTepuanoB (nanree — Komuccus 1o nmpoBepKe SKCTPEMUCTCKUX
MaTepUaioB), KOTOpast CHCTeMaTHUeCKH (He peke OJJHOTO pas3a B TPH MECSIa) OCYIICCTRIISIET
MPOBEPKY OMOIMOTEYHOTO (hOHIa 00PA30BATEIHLHONM OpraHU3aI[UU HA MMPEAMET HATUYHUS B
HEM JJOKYMEHTOB, BKIItOUeHHbIX B PCOM, nyrem cBepkrn ®COM co cripaBoO4HO-
oubnmorpaduyeckum annapaToM GoHIA.

ITpu BeIsIBIEHNH JOKYMEHTa, BKItoueHHoro B ®COM, Ha 3Tane KoMIIeKTOBaHUS (OHa
YKa3aHHbIN TOKYMEHT HE MOJIJIE)KUT BKIIFOUEHHUIO B OMOIMOTEeUHbIN (POHT 00pa30oBaTeIbHOM
OpraHM3alMH.

B ciyuae BoisiBIeHUSI JOKYMEHTa, BKIIOUeHHOTO B @COM u yxe Haxoasierocs B GoHe
OMOIMOTEKH 00Pa30BATEIILHOM OpPraHU3aIliH, JOKYMEHT UCKITFOYAeTCsl U3 OMOJIMOTEYHOTO
($hoH/Ia ¥ TIOJICKUT YHUUTOKESHHIO.

6. [lopsinok mo/1b30BaHus OMOINOTEKOM

6.1. 3aruck 0OyJaronIMXcsi 00pa3oBaTeIbHON OpraHU3auy B ONOIMOTEKY IPOU3BOJUTCS TI0
CIMCOYHOMY COCTaBY KJIacca B MHIAMBHIyaIbHOM MOPSJIKE, MEJarorn4ecKuX U HHBIX
pabOTHUKOB 00pa30BaTEIHLHOI OpraHU3aluH, POAUTeNeH (MHBIX 3aKOHHBIX MPEICTaBUTEIICH)
oOyuaromuxcs — 1o nacnopry. [lepeperucrpanus nonszoBaresneit 6MOIMOTEKH
IMPOU3BOJUTCA €KECTOJHO.

6.2. JIokyMEeHTOM, MOATBEPKAAIOIINM MIPABO MOJIB30BaHUS OMOTUOTEKOH, SBISIETCS
yuTareabckuit popmyisap. Uurtarensckuii popmysp GuKcUpyeT AaTy BblIaUH
MOJIb30BATENI0 JOKYMEHTOB U3 (OHIa OMOIMOTEKH U X BO3BpAIllEHUs B OMOIHOTEKY.

6.3. [TopsiTok TOJTE30BaHNST A00OHEMEHTOM:

6.3.1. ITonp30BaTe) I UMEIOT IIPABO TIOJYYUTH Ha JIOM M3 MHOTOTOMHBIX M3/IaHUN He OoJiee
JBYX JOKYMEHTOB OJIHOBPEMEHHO.



6.3.2. MakcuMmanbHbIe CPOKH IOJIb30BAaHHS JOKYMEHTAMU:
e yueOHMKH, yueOHbIe TOCOOUs — yueOHBIi TO;
e HAYYHO-TIOMYJIAPHAs, TO3HABATENbHAS, XyJO)KECTBEHHAS JIUTEPATypa — OJMH
MecsL;

e TIEPUOJUYECKHE M3JaHUs, U3/IaHUS MTOBBIIIICHHOTO cripoca — 15 THeH.

6.3.3. [lonmp30BaTeny MOTYT IPOAIUTH CPOK MOJIB30BAHUS JOKYMEHTAMH, €CJIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTUX I10JIb30BATEIICH.

6.4. ITops10K MOIB30BaHUS YATAIBHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeHa3HAYCHHBIE JIJIs1 pa0OThI B YUTAILHOM 3aJI€, Ha IOM HE BBIAAIOTCS.

6.4.2. 3HIII/IKJIOHCIII/II/I, CIIPAaBOYHUKHU, PCAKHE, ICHHBIC U UMCIOIIUCCA B CAMHCTBCHHOM
IK3EMINIAPEC JOKYMCHTBI BhIAAOTCA TOJIBKO IJIA pa6OTBI B YNTAJIbHOM 3aJIC.

6.5. ITopstok pabOTHI C KOMIIBIOTEPOM, PACIIOI0KEHHBIM B OMOJIMOTEKE.
6.5.1. PaboTa ¢ KOMITIBIOTEPOM YYaCTHUKOB 00Pa30BATEIBHOTO MPOIIECca MPOU3BOIUTCS 110
rpaduKy, yTBepKICHHOMY PYKOBOJMTEIIEM 00pa30BaTeIbHOM OpraHU3alliy, U B

MPpUCYTCTBUU COTPYAHHUKA OMOJIMOTEKH.

6.5.2. Pa3pemaercst paboTta 3a OJTHIM MTEPCOHATBHBIM KOMITHIOTEPOM He 00Jiee IBYX UEIIOBEK
OJTHOBPEMEHHO.

6.5.3. [lonp30BaTenb UMEET MPaBo pabOTaTh C COOCTBEHHBIM HOCHUTEIEM HH(OpMALIUU MTOCIe
MPEABAPUTEIIBHOTO TECTUPOBAHUS €T0 PAOOTHIUKOM OHOINOTEKH.

6.5.4. I1o BceM Bompocam noucka HH(GOpMAIMK B UHTEPHETE MOJIb30BATENb JOKEH
oOparaTecs K pabOTHUKY OMOIMOTEKH; 3aIpeliaeTcst oOpalieHue K pecypcam UHTEpPHETa,

npeanojararonmium OoI1uJIaTy.

6.5.5. Pabora ¢ KOMITIBIOTCPOM HPOU3BOAUTCA COTJTIACHO YTBCPKACHHBIM CAHUTAPHO-
TUTUCHUYCCKUM Tp€6OBaHI/I$IM.

7. IlpaBa n o0s13aHHOCTH OMOJINOTEKH

7.1. PaGoTHHKY OUOTMOTEKH UMEIOT TIPABO:

CaMOCTOSITENTbHO BBIOMPATh ()OPMBI, CPEJICTBA U METOABI OMOIMOTEUHO-
MH(OPMALIMOHHOTO 00CTYKUBAaHUS 00Pa30BaTEILHOTO U BOCITUTATEILHOTO
IIPOLIECCOB B COOTBETCTBUH C LIEJIIMU U 33JJa4aMH, yKa3aHHbIMU B YCTaBE
00pa3zoBaTeNbHON OpPraHn3aIli U TIOJI0KEHUH 0 OMOJINOTEKE;

MIPOBOJIUTH B YCTAHOBJICHHOM MOPsIIKE (DaKyIbTaTUBHBIEC 3aHATHUS, YPOKH U KPYKKHU
6ubauoreyHo-61bIMOrpaduuecKkrux 3HaHUN U UHOOPMALIMOHHON KYJIbTYPHI;
OIpeIeNIATh UCTOYHUKN KOMITJIEKTOBAaHUS MH(OPMAIIMOHHBIX PECYPCOB;

M3bIMaTh U PEaN30BbIBATh JOKYMEHTHI U3 (DOHAO0B B COOTBETCTBUU C UHCTPYKIIHEH
1o y4ery OubimoTedHoro GpoHma,



y4acTBOBaTh B YIPABJICHUU 00pa30BaTeIbHON OpraHU3alMK B IOPSIKE,
OIIpEIeTSIEMOM yCTaBOM,;

y4acTBOBATh B COOTBETCTBHHU C 3aKOHOAATENbCTBOM P®D B pabote 6MOIMOTEYHBIX
accouyanyii WM COI30B.

7.2. PaboTHUKY OMOINOTEK O0SA3aHbI:

00€CTIeYHTh MOJIB30BATEISIM BO3MOKHOCTh PadOThI ¢ HH()OPMAITMOHHBIMU
pecypcaMu OMOIMOTEKH,

nH(GOPMHUPOBATH TOIB30BATENEH O BUAAX MPEIOCTABISIEMbIX OMOIMOTEKOM YCIIyT;
OCYIIECTBIISITH IUIAHOBBIC U BHEIJIAHOBBIC IPOBEPKH OMOIMOTEYHOTO (OH/IA,
PETYIISPHO OCYIIECTBIIATH MPOBEPKY OMOIHOTEYHOTO (HhOHIa 00pa30BaATEIBHOMN
OpraHu3aliy Ha MpeJMET HaJIMYUsl B HEM JOKYMEHTOB, BKIIFOUeHHBIX B DCOM;
00ecTeYnTh HAyYHYIO OPTaHU3aIHI0 (POHIOB M KaTaIOTOB,;

(dbopmupoBath (HOHIIBI B COOTBETCTBUU C YTBEPKIACHHBIMH (heiepaibHbIMU
NepevHsAMHU y4eOHBIX H3/IaHUH, OCHOBHBIMU 00pa30BaTEIbHBIMH ITPOTPaMMaMHU
00pa3oBaTeNIbHOW OPraHU3aIluK, HHTEPECAMH, IIOTPEOHOCTSIMH U 3aIPOCAMU BCEX
KAaTerOpHii MOJIb30BaTEIIEH;

COBEPIIICHCTBOBAaTh MH(OPMAITHOHHO-OMOIHMOorpadguieckoe 1 OUOIMOTEUHOE
o0CITy’)KMBaHHE TOJIb30BATENCH;

o0ecreynBaTh COXPaHHOCTh MCITOJIb30BaHMSI HOCUTENICH HH(DOpMAaIiK, ux
CHCTEMAaTH3aIHIO, Pa3MELICHUE U XpaHEHHE;

o0ecreynBaTh PeXUM pabOThl B COOTBETCTBUU C MOTPEOHOCTSMU TOJIb30BATEIICH U
pabotoii 00pa3oBaTeIbHON OpraHu3alluiy,

OTYMTHIBATHCS B YCTAHOBJIICHHOM IOPSJIKE MEePe]] PyKOBOAUTENIEM 00pa3oBaTeIbHON
OpraHu3aIuHg.

8. [IpaBa u 00SI3aHHOCTH NOJIb30BaTeJIell OUOJIHOTEKH

8.1. [Tonb3oBarenu OUOIMOTEKU UMEIOT TIPABO:

MOJIy4aTh MOJTHYI0 MHPOPMAIIHIO O cocTaBe OMbImnoTeyHoro GoHma,
WH(OPMAIMOHHBIX peCypcax M MPeIOCTaBIIEMbIX OMOTUOTEKON yCayrax;

MOJIb30BaThCS CIIPABOYHO-OMOIHMOTpaPUUecKUM armapaToM OHOIHNOTEKH;

MOJTy4aTh KOHCYJIbTAIIHOHHYIO TIOMOIIb B MTOMCKE M BBIOOPE HCTOYHHKOB
uHpopManuy,

MOJTy4aTh BO BpPEMEHHOE IT0JIb30BaHKHE Ha aOOHEMEHTE W B YUTAITLHOM 3aJIe
NeYaTHbIC U3/IaHUs, ayTUOBU3YAIbHbIE TOKYMEHTHI M IPYTHE UCTOUHUKH
uH(popMaluy,

MIPOJIIEBATh CPOK MOJIH30BAHUS TOKYMEHTAMU;

MoJIy4aTh TeMaTuueckue, pakrorpapuieckue, yrouHsone u oudauorpaduueckne
CIIPaBKHU Ha OCHOBe (poHIa OMOINOTEKH,

MOJTy4aTh KOHCYJIBTAIIHOHHYIO TIOMOIIb B paboTe ¢ HHpOpManuei mpu
MOJI30BAHUU DJIEKTPOHHBIM M UHBIM 000PYJIOBaHHEM;

Y4acTBOBATh B MEPOIPHSTHSIX, TIPOBOJIUMBIX OHOIHOTEKOH.

8.2. TTonb3oBarenu OUOIUOTEKU O00SA3aHBL;

COOJTFIOATh MPaBUIIA MOJIb30BAHUS OMOIUOTEKOH;



OEpeIKHO OTHOCHUTHCS K TIPOU3BEICHUAM 1evyatu (He BBIPIBATh, HE 3arudarth
CTpaHUII, HE JIeJIaTh B KHUTaX [MOTYEPKUBAHUI, IOMETOK), HHBIM JIOKYMCHTaM Ha
pa3IMYHBIX HOCHTENSAX, 000pYI0BaHUIO, MHBEHTAPIO;

MOAJIEP>KUBATH MOPSIOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JOCTYIIE
OMOTMOTEKH, PACTIONOKEHHS KAPTOUYCK B KATAJIOTaX M KapTOTEKAaX;

0JIb30BAThCS IEHHBIMU U CIIPABOYHBIMU JOKYMEHTaMH TOJIBKO B TOMEIIEHUN
OUOINOTEKY,

yOeIUTHCS MpHU MOJIyYEHUU JOKYMEHTOB B OTCYTCTBUU A€(PEKTOB, a IpU
oOHapyXeHUH MPOUHPOPMHUPOBATH 00 ITOM pabOTHHUKA OUOIMOTEKH.
OTBeTCTBEHHOCTH 32 OOHApYXKEHHbIE AE(PEKTHI B CIABAEMbIX IOKYMEHTAX HECET
MMOCJIETHUH TT0JIL30BaTEb,

pacnuChIBaThCS B YUTATEIHCKOM (POPMYJIISIPE 3a KaXK/IbIi MMOJTYYEeHHBIH TOKYMEHT
(ucxsrouenue: odydaromirecs 1-4-x KiaccoB);

BO3BpAIIaTh JOKYMEHTHI B OMOINOTEKY B YCTAHOBIICHHBIE CPOKH;

3aMEHSATH JOKYMEHTHI OMOJIMOTEKH B CIIydae UX YTPAThI WM MIOPYU UM
PaBHOLIEHHBIMH JINOO KOMIIEHCHPOBATh YIIepO B pa3Mepe, YCTAaHOBIECHHOM
MpaBUJIaMU TIOJIb30BAHUSI OMOJIMOTEKOM;

MIOJIHOCTBIO PACCUUTATHCS ¢ OMOIMOTEKOM MO UCTEUECHUH CPOKa O0OYyUEHUS UK
paboThI B 00111€00pa30BaTEILHOM YUPEKICHHH.
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