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IHoJso:keHMe 0 OMOJIMOTEKE

1. O01ue moJ10:KeHus

1.1. Hacrosiee rmoyioskeHHe periaMeHTHpyeT fesTesibHocTh oubnmoreku MBOY «COIL Ne2
c.benraToi».

1.2. Hacrosimee moyioskeHue pa3padoTaHo B cCOOTBETCTBHH ¢ DeepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit deaepanumy, mpukazom
MunkynsTypsl oT 08.10.2012 Ne 1077 «O6 yrBepxnenun Ilopsaka yyera JOKyMEHTOB,
BXOJIAIIIMX B COCTaB OMOIMOTEYHOTO (JOHIA» C y4eTOM MuchMa MUHOOPa30BaHUS OT
23.03.2004 Ne 14-51-70/13 «O TIpumepHOM TOJI0KEHUN O OMOIHOTEKE
o01ieo0pa3oBaTenbHOro yupexaeHus», Metoquueckux pekomennanuit ®I'bHY «HIIb um.
K.J. Yomackoro» ot 31.05.2017, pekomennaruit MuakysTypsl ot 12.09.2017 o pabote
OuOIMOTEK ¢ JOKYMEHTaMH, BKIIOUEHHBIMH B (peiepalibHbII CIIUCOK AKCTPEMHUCTCKHUX
MaTepHAaJIOB.

1.3. bubnunoreka sBISETCS CTPYKTYPHBIM MOApa3zieieHueM 00pa30BaTeIbHOW OpraHu3aIu,
CO3JIaHHBIM B LIEJISIX OOECIeYeHNus IpaBa y4aCTHUKOB 00pa30BaTeIbHOIO MpoLecca Ha
OecruiaTHOE MOJIb30BaHNE OMOIMOTEUHO-UH(OPMALIMOHHBIMH PECYpCaMH.

1.4. TTopsiiok MOJIb30BaHUs UCTOYHUKAMH WH(POPMAIINH, IEpeUeHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEAOCTABICHUS ONPEEIISIIOTCS HACTOSIIUM MOJIOKEHUEM 0 OMOINOTEKe U
MIpaBUJIAMHU TIOJIb30BaHUS OMOINOTEKOH, YTBEP)KICHHBIMH PYKOBOJIUTENEM 00pa30oBaTeIbHOM
OpraHu3alyHy.

1.5. Opranuzanust 06cyKMBaHNs YYaCTHUKOB 00pa30BaTeNbHOTO Mpoliecca MPOU3BOIUTCS B
COOTBETCTBHUH C IPABUJIAMU TEXHUKH 0€30MIaCHOCTH U IPOTHBOIOKAPHBIMHU, CAHUTAPHO-

TUTHCHUYCCKHUMHU Tpe6OBaHI/I5[MI/I.

2. Hean, 3anaun, GyHKIuu OUOTHOTEKHU



2.1. Ilenu OUOIMOTEKH COOTBETCTBYIOT LENISIM 00pa30BaTEeIbHON OPraHU3aIMH U BKIIOYAIOT
B ce0s1 B TOM umciie. popMupoBanue oOmiel KyIbTyphl JUYHOCTH 00yUJaIOIIUXCS Ha OCHOBE
YCBOCHHS COJIEPYKAHHUS OCHOBHBIX 00111e00pa30BaTeIbHBIX IPOrPaMM, X aJaNTanus K KU3HH
B OOIIECTBE, CO3IaHNE OCHOBHI JUISI OCO3HAHHOTO BBIOOPA U TIOCIIEIYIONIETO OCBOCHUS
npogecCHOHATBLHBIX 00pPa30BaTENBHBIX MPOTPAMM, BOCIIUTAHUE IPaXKIaHCTBEHHOCTH,
TPYAOIIOOUS, YBOXKEHUS K TIpaBaM U CBOOOJIaM YeJIOBEKa, JTIOOBH K OKPY)KAIOIICH MPUPO/IE,
Ponune, cembe, popmupoBanue 370poBOro 0dpasa Ku3HU.

2.2. 3amauamu 6uOIHOTEKN 00pa30BATEIILHON OPraHU3aIluy SBIISIOTCS:

obecrieueHe y4acTHUKaM 00pa30BaTEIbHOrO MPOLEcca — 00yJaroIMCs,
HEeJArOTMYECKUM pabOTHUKAM, POIUTEISIM (3aKOHHBIM MIPEICTABUTEIISIM)
oOyuaronmxcs (anee — mojb30BaTelsiM) — J0CTYyIa K HH)OPMALIUH, 3HAHUSM,
UesM, KyJIbTYPHBIM LEHHOCTSIM ITOCPEICTBOM UCIIOJIb30BAHUS OUOINOTEUHO-
WH(OPMAIIMOHHBIX PECYPCOB 00pa30BaTEIHbHON OpraHU3aINH,

BOCIIUTaHHUE KYJITYPHOI'O U IPAXKAAHCKOTO CaMOCO3HAHMsI, TOMOILb B
COLMAIIN3ALMHU 00YJaIOLIETr0Cs, PAa3BUTUN €r0 TBOPUYECKOTO TOTEHIINANA;
IIpUBJICUEHHE O0YUYAIOIIUXCS K CUCTEMAaTHYECKOMY YTEHHIO Y4eOHOH,
XyJI0KECTBEHHOM, HAyYHO-TIOITYJISIPHON JIUTEPATYPHI;

coJieicTBUE pa3BUTHUIO MIO3HABATENIBbHBIX UHTEPECOB U CIIOCOOHOCTEN
oOyyJaromxcs;

(dbopMHpOBaHKE HABBIKOB HE3aBUCUMOTO OMOIMOTEYHOIO OJIb30BaTENs, 00yUeHHE
MIOUCKY, OTOOPY ¥ KPUTHUYECKOH OIIEHKE WH(POpPMAIINY,

coJielicTBUE MeJaroru4eckuM pabOTHUKAM B [10100pe HayYHO-METOINYECKON
JUTEPaTyphl, THPOPMHUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEYHBIN QOHT;
COBEpPILLIEHCTBOBAHHE MIPEJOCTABIAEMBIX ONOINOTEKOM yCIyr Ha OCHOBE BHEJPEHUS
HOBBIX MH(POPMAIIMOHHBIX TEXHOJIOTMH U KOMIIBIOTEPU3ALUN OUOINOTEUHO-
UH(POPMALIMOHHBIX MPOLIECCOB, GOpMHUpPOBaHUE KOM(POPTHOM OMOIMOTEUHOM
CpeIbl.

2.3. bubnuoTteka BBIMIOTHSAET ClEAyONUe (YyHKIUH:

2.3.1. ®opmupyet GpoHa OMOIMOTEUHO-UHPOPMALIMOHHBIX PECYPCOB 00pa30oBaTeIbHON
OpTaHU3aINH

KOMIUICKTYET OCHOBHOM (DOH] yIeOHBIMH, XYI0KECTBEHHBIMU, HAyIHBIMH,
CIIPaBOYHBIMH, TIEIaTOTHYECKUMH U HAYYHO-TIOMYJISIPHBIMU JTOKYMEHTAMH;
Y4acTBYeT B KOMIUIEKTOBAHHH CIEIHATH3UPOBAHHOTO (POH/IA ydeOHUKAMH U3 YUCIIa
BXOJIAIINX B (hefiepanbHbIi IepeueHb Y4eOHUKOB, JOMYIIEHHBIX K UCIOJIb30BAHUIO
NIPY peaTn3anyy IMEIONNX TOCYAaPCTBEHHYIO aKKPEIUTANI0 00pa30BaTeIbHBIX
MporpamMM Ha4aJIbHOTO OOIIET0, OCHOBHOTO O0IIIEro, CPETHETO OOIIETO
o0pa3oBaHus, U YUeOHBIMU TOCOOUSIMHU, TOMYIIIEHHBIMU K UCTIONB30BAHUIO TIPH
peanu3ayy yKa3aHHBIX 00pa30BaTeIbHBIX MIPOTPaMM;
aKKyMynupyeT (GOHJI JOKYMEHTOB, CO3/IJaBAa€MBIX B 00pa30BaTeNbHON OpraHu3alun
(myGnukanuii ¥ paboT MmeaaroroB 00pa3oBaTeIbLHON OPraHU3aIMH, JTYUIITHX
HAYYHBIX Pa0bOT U pedepaToB ydaiuxcs u Jp.);
OCYIIECTBIISIET pa3MeIleHNe, OPraHNu3aIuio H COXPaHHOCTh JIOKyMEHTOB,;
OpraHu3yeT U BeJIeT CIPaBOYHO-OMOIMorpadueckuii anmapar: Karajaoru
(ayhaBUTHBIN, CHCTEMATUIECKU), KAPTOTEKH (CHCTEMATHYECKYIO KAPTOTEKY
CTarel, TeMaTUYeCKHE KapTOTEKH), DJICKTPOHHBIH KaTaior, 0a3bl JaHHBIX 110
npod o 00pa3oBaTeILHON OpraHU3aIiH.



2.3.2. OcymectBiseT auddepeHpoBaHHOe OMOIMOTEYHO-UHPOPMALIMOHHOE
o0cmy>)kuBaHUE 00yJIarOIITUXCS:

e TMpenocTaBisieT MHPOPMAIIMOHHBIE PECYPCHI HA PA3IMYHBIX HOCUTEIISX;

e OpraHu3yeT 0Oy4eHHe HaBBIKAM HE3aBHCHMOT'O OMOIMOTEYHOTO MOJIb30BATENS U
notpedurens HHGopMaIH, COACUCTBYET UHTErPalluy 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
oOyyJaronuxcs,

e OpraHU3yeT MAcCOBBIC MEPOTIPHUATHS, OPUCHTHPOBAHHBIC HA PA3BUTHE OOIICH 1
YUTATEIbCKON KYJIbTYpbl JINYHOCTH;

e COJCHCTBYET MEIarorn4ecKuM paOOTHUKAM B OpraHU3aIlui 00pa30BaTeIHLHOTO
mporecca 1 Jocyra 00y4aroIuxcsl.

2.3.3. OcymiectBinsier AuddepeHInpoBaHHOE OUOINOTEUHO-UHPOPMAILIIOHHOE
o0CITyKMBaHUE MEIarOTMICCKUX PAOOTHUKOB!

e BBIABJISIET MH(POPMALMOHHBIE HOTPEOHOCTH U YJOBIETBOPSIET 3aIIPOCHI, CBSI3aHHbIE
¢ 00yueHHeM, BOCIUTaHHEM 00y4Jaromuxcs,

e CcOzEHCTBYeT NPo(hecCHOHAIBHON KOMIETEHIIMH [1€1ar0oroB, MOBBILIECHHUIO
KBaJM(PUKAINU, TIPOBEJICHUIO aTTECTAIINH;

e OCYIIECTBIISICT TeKyllee HHGOPMUPOBaHHE (IHU HHPOPMALIUH, 0030PBI HOBBIX
NOCTYIUICHUH M yOJIMKAIINK);

e CIIOCOOCTBYET MPOBEIEHUIO 3aHATUH 110 (POPMUPOBAHUIO HHPOPMALIMOHHOM
KYJBTYPBl 00y4aromuXcs, SIBIsIeTCst 030 ISl MPOBEACHUS MPAKTUICCKUX 3aHATUI
1o pabore ¢ HH(POPMALIMOHHBIMH PECYpCaMH.

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

e YIIOBJIETBOPSIET 3aMPOCHI MOJIH30BaTEICH M HHPOPMUPYET O HOBBIX MOCTYIICHUSIX B
OubIMoTeKy;

e KOHCYJBTHUPYET [0 BONPOCAM OPraHU3alNN CEMEUHOTO YTEHHUS, 3HAKOMUT C
uH(popMaIelt o BOCIUTAHUIO JIETEH;

e KOHCYJBTHPYET O BOIPOCaM yueOHBIX U3AaHUI I 00yJaroIuXCsl.

3. Opranuszanus aesATeJbHOCTH OMOJIHOTEKH

3.1. Ob11ee pyKOBOJCTBO AEATEIBHOCTbIO OMOIMOTEKH OCYIIECTBISIET PYKOBOIUTENh
o0pa30BaTeNbHON OpraHu3aluu.

3.2. HemmocpencTBeHHOE PYKOBOJICTBO OMOIMOTEKON OCYIIECTBIISET 3aBE YOI
OMOIMOTEKOM, KOTOPBII HA3HAYAETCSl PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBenyromnuii OMOIMOTEKON HECET OTBETCTBEHHOCTH B MPEIEax CBOSH KOMIETESHITUH 3a
OpTraHU3aIMI0 U PE3YJIbTaThl AEATEIbHOCTH OUOINOTEKH.

3.4. 3aBenyrouuii 6MOIMOTEKON pa3pabaThIBaeT U MPECTABISAET PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHU3alMy Ha YTBEP)KICHNE CIETYIOINE TOKYMEHTHI:

e TIOJOXKEHUE 0 OMOIMOTEKe, MpaBUiia MOJIH30BAHUS OUOIHOTEKOH;
e TIOJIOXKEHUE O IUIATHBIX YCIIyrax OUOIMOTEKH,



o HHaHOBO-OT‘ICTHyIO IIOKyMeHTaL[I/IIO.
3.5. B cocrtaB OMOJIMOTEKU BXOIUT:

e a0OHEMEHT;

e YUTAJILHBIHN 327,

e OTHEN y4eOHUKOB,;

e oTzen HHHOPMAITMOHHO-OMOIHOrpaduIecKoit paboThI;

e (OHI U CICNMATU3UPOBAHHBIN 31 PabOTHI C MYIBTUMEIUUHBIMYI U CETEBHIMH
JIOKyMEHTaMH,

e MeauaTeKa.

3.6. bubamoreuHo-nHGOPMAIIMOHHOE 00CITY)KMBAaHUE OCYIIECTBIISCTCS B COOTBETCTBHH C
IIaHaM# paboThl OMOIMOTEKH U PEKUMOM pabOThl 00pa30BaTEILHON OpTraHU3aIINY.

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

3.8. PexxuM paboThl OUOIMOTEKN OMpEAesAeTCs 3aBEIYIOINUM OMOTHOTEKON C YIeTOM
pexxuma paboTsl 00pa3oBaTenbHOM opranu3anuu. OUH pa3 B MECSII MPEayCMaTPUBACTCS
CaHUTAPHBIN JICHb, B KOTOPBIN 00CITY>)KUBaHUE MTOJIb30BATEIICH HE TIPOU3BOUTCS.

4. Y4er nocTynjieHus U BbIOBITHS JOKYMEHTOB O0u01oTedHoro gonaa
4.1. Tlpuem 1O0KyMeHTOB B (pOH]] OMOIMOTEKH BKIIFOYACT CIICAYIONINE ONICPAIIHH:

e CBEpKa MOCTYIUICHHH C TICPBUYHBIM YUETHBIM JTJOKYMEHTOM (HaKJIaHas, aKT),
BKJTIOUYAIOIUM CIHCOK MOCTYMUBIINX JOKYMEHTOB,;

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

e pErucTpanys MOCTYIMHUBIINX JTOKYMEHTOB B PETUCTPAX CYMMAapHOTO, TPYIIIIOBOTO H
urauBuayansHoro yaera (TOCT 7.0.93-2015 «bubauoteunsiit houa. TexHomorus
bopMUpOBaHU).

4.2. Ilpy mOMOMTHEHUH OCHOBHOTO OUOIMOTEYHOTO (hOHIa HEOOXOUMO COOTIOAATh
tpedoBanus denepanbHoro 3akoHa oT 25.07.2002 Ne 114-D3 «O npoTHBOICHCTBUN
HKCTPEMUCTCKOH J1eATeNbHOCTUY. JJoKyMeHThI, BKItoueHHbIe B DeiepanbHblil CIIUCOK
IKCTPEMHUCTCKUX MaTepuaioB (nainee — ®COM), onyOIMKOBaHHBIN Ha OQUIIMATEHOM CalTe
Mumntocta (http://minjust.ru/ru/extremist-materials), npuoOperars 3anpermeHo, mpu
BBISIBIICHUH WX B (DOHIIE — M3BIMATh U3 JIOCTYIIA.

4.3. Yder u 06paboTKa TOKYMEHTOB OMOIMOTEYHOTO (POHA.

4.3.1. Yder u 06paboTKa TOKyMEHTOB OCHOBHOTO ()OH/A OCYIIECTBIISICTCS] HHIMBHTyaTbHBIM
cioco6oM. CBeieHus 0 MOCTYMUBIIMX MEYaTHBIX JOKYMEHTaX BHocATCS B «KHuUTY
CYMMapHOTO y4eTa JJOKyMEHTOB OCHOBHOTO (hOHIA».

[TocTynuBIIMM JOKYMEHTAM IPUCBAUBAIOT UHAUBUAYAIbHBIN PETUCTPALIMOHHBIA HOMED
(MHBEHTApHBIN HOMEP WJIM MHOW 3HAK, MPUHSATHIA B KAUECTBE PETUCTPALIMOHHOTO HOMEPA,
CHCTEMHBI HOMEP VISl SJICKTPOHHBIX JOKYMEHTOB) M MIH(P XpaHESHUS.



Perucrpanuonnsie HoMepa U MUGPHI OTMEYAIOT B PETUCTPAX MHAWBUIYAILHOTO yYeTa
JOKYMEHTOB — HUHBEHTapHOU KHUTE, KAPTOTEKE PETUCTPALIUU Ta3eT, ’KYypHAJIOB, yUYEeTHON Oa3e
JTAHHBIX.

Bce ak3eMIuIsipbl PUHATHIX U34aHui mwremnentorTed. [lltemnens ¢ HaMuMeHOBaHUEM
00pa3oBaTebHON OpraHU3aIMK JOHKEH OBITh IPSIMOYTOJILHON (hOPMBI, pa3MepoM He
6oumpmre uem 1,5 X 4 cMm.

[IITemrienb cTaBUTCS HA 00OPOTE TUTYIIBHOTO JUCTa (MIPH OTCYTCTBUU THUTYJILHOTO JIMCTA —
Ha MEePBOM CTpaHMIIE TEKCTa IO 3arjaBueM), Ha 17-i CTpaHMIIe 10 TEKCTOM B JIEBOM
HIKHEM YTy U Ha 000pOTE KaKI0ro NMpuiioxkeHus. Ha Oportopax u xKypHaJiax mTEMIIENTb
CTaBUTCS TOJIBKO Ha 00JIOKKE WJIM HA MTEPBOM CTPAHMIIC TEKCTA.

CoctaB ocHoBHOTO (hoHIa PUKCUPYETCS B KAPTOYHOM ali)aBUTHOM KaTajiore, B
AJICKTPOHHOU 0a3e JaHHBIX OUOIMOTEKH.

4.3.2. Yder u 00paboTka crienuain3upoBanHoro ¢onja. Crnenuanu3upoBaHHbIN HOH]T
YUUTBIBACTCS U XPAHHUTCS OTAEITBHO OT OCHOBHOTO OMOIHOTEUHOTO (hOH/IA.

VYder 10KyMEHTOB CHEeNHATH3UPOBAHHOTO (POH/IA, KAaK MHOTOIK3EMIUIIPHOMN JIUTEPaTypHhI,
OCYILECTBIISICTCS IPYNIIOBBIM CIIOCOOOM U OTpaxaercs B «KHUre cymmapHoro yuera
yueOHOTO (OHIa» U B KAPTOTEKE PETUCTPAIIIOHHBIX KAPTOYECK.

Ha kaxoe HamMeHOBaHUE TOKYMEHTOB CIICIHAIM3UPOBAHHOTO (DOH/IA 3aBOUTCS OT/ACIbHASL
yueTHas kapTouka. Kaprouku ¢ 6ubnuorpadguyeckiuM onrcaHueM U3aHui yueOHUKOB
PacCTaBISIFOTCS B YUETHYIO KAPTOTEKY 110 KilaccaMm, a BHYTPH KJIACCOB — 110 aj(aBUTY
(bamuuii aBTOPOB MM 3aryiaBuid. J[iist KOHTPOIIS 32 COXPAHHOCTBIO YUETHBIX KAPTOUEK OHH
peructpupyores B «KypHane perucTpaliui y4eTHbIX KapToueK y4eOHUKOBY.

Texnuueckas o6pa60TKa JOKYMEHTOB IPEAYCMATPHUBACT CIICAYIOIIME OIICpalun.

e TIPOCTaBJIEHUE HA KAXJIOM JOKYMEHTE IITeMIesst OMOIUOTEKH B COOTBETCTBHUHM C
nyHKTOM 4.3.1 HaCTOSIIETO MOJIOKEHUS,

e YCTAQHOBJICHHE CPECTB 3aIIUThI OT YTPaThl (MArHUTHBINA JATYKMK, PAJAUOYHUII, HHOU
BUJI MApPKUPOBKH);

e H3TOTOBJIEHUE U NIPUKPEIJICHHE K JJOKYMEHTY nacnopta yyeOHuka. [Tacnopt
yueOHMKa MIPUKIIEUBAETCS Ha MOCIeIHEN CTpaHule ydeOHrKa. 3anoaHsIeTcs Ipu
BbIJIa4€ YUTATEIIIO.

VYder crienuann3upoBaHHOTO (OH/A MTPEeTyCMaTPUBAET OTPAKEHUE €T0 COCTaBa B CIIPABOYHO-
oubnuorpaduueckom ammapaTe OMOIUOTEKH, B TOM YKCIE B SJICKTPOHHOM 0a3e JaHHBIX.

4.4. BeiObITHE JOKYMEHTOB OUOIHMOTEYHOTO (hOHIA.

4.4.1. TIpyuuHbI, 1O KOTOPHIM JOKYMEHT MOXeET ObITh BBIBE/IEH M3 COCTaBa OMOIMOTEUHOTO
(doHIa, BKIIOYAIOT B TOM YHCIIE€ BETXOCTh, 1e(hEeKTHOCTH, YCTAPEIIOCTh TI0 COJICPKAHUIO,
yrpary. Uckimodenne 1okyMeHTa u3 On0aInoTedyHoro (GoHa MpOBOIUTCS HA OCHOBAHUH
aHaJM3a cocTaBa OMOIMOTEYHOrO (POHIA U PE3YIIBTATOB €0 MPOBEPKH.

4.4.2. Tlox BETXOCTHIO JOKYMEHTA IOHUMAIOT Pe3yJIbTaT ECTECTBEHHOTO CTapEHUs MU
(bu3M4eCcKOro U3HOCa JOKYMEHTA.



4.4.3. Tlon nepeKTHOCTHIO JOKYMEHTA OHUMAIOT YACTUYHYIO MJIH MOJIHYIO yTpaTy
JKCIITyaTallUOHHBIX Ka4eCTB JOKYMEHTA B PE3YJIbTATE BHEIIHETO BO3IECHCTBUS.

4.4.4. Tlon ycTapenocThio IO COJIEPKaHUIO TIOHUMAIOT MOTEPI0 aKTyaIbHOCTH TEMATHKH,
MOJITBEPKIAEMYIO OTCYTCTBUEM CIIPOCA YUTATENIEH, HEBOCTPEOOBAaHHOCTHIO B
nepepacnpeesieHuy U peaan3aluu.

4.4.5. Tlox yrpaToil TOKYMEHTa MOHUMAIOT €T0 OTCYTCTBHE B (POHIe OMOIMOTEKH 10
MPUYUHAM TIOTEPHU, XUIICHUS, OCJICTBUI CTUXUHHOTO, TEXHOTCHHOTO (B TOM YHCIIC
XaKePCKO#l aTakk U HEBOCCTAHOBUMOT'O COOs JICKTPOHHOTO 000PYI0BAHHS) HITH
COILIMAJILHOTO XapaKTepa, M0 HEYCTaHOBICHHOW MPUYHHE.

4.4.6. TIponecc UCKITIOUCHHSI TOKYMEHTOB 13 (OH/Ia OMOIMOTEKH OCYIIECTBISAETCS B
cooTBeTcTBUH ¢ [TopsikoM yueTa TOKYMEHTOB, BXOJSIINX B COCTaB OnbmuoreyHoro Gouma,
YTBEP)KICHHBIM Nprka3zoM MunkynsTypsl oT 08.10.2012 Ne 1077.

4.4.7. BpIObITHE TOKYMEHTOB OMOIMOTEYHOTro (POHAA IPOU3BOIUTCS B PE3YNIbTATE UX
CIIMCaHMsI KOMHUCCHEHN, CO3/IaHHON PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHu3aluy.

4.4.8. YTiim3anus CriMCaHHBIX JIOKYMEHTOB OMOIMOTEYHOr0 (POHa MPOU3BOIUTCS B
COOTBETCTBHUH C 3aKOHOJATENHCTBOM PD.

5. IIpoBepka nokymMeHTOB OO 1HOTEYHOrO (hoHIA

5.1. [InanoBas mpoBepKa JOKYMEHTOB OMOIMOTEYHOTO (POHIA TPOBOIUTCS C
NEPUOIMYHOCTBIO OJIMH pa3 B IATh JIET HA OCHOBAaHUM rpaduka NPOBEPKHU, YTBEPHKIEHHOTO
3aBeAYIOIIMM OMOTNOTEKOM.

5.2. BaemnanoBas mpoBepKa JJOKYMEHTOB OMOINOTEIHOT0 (DOHIA TPOU3BOUTCS B
00513aTeTTbHOM TOPSJIKE:

e TpU BBISBICHUU (DAKTOB XUILEHUS, 3710YyOTPEOIEHHS UM IOPUYH JOKYMEHTOB,;

e B CJIy4ae CTUXUIHOro OeACTBUS, MOXKapa WIK APYTUX Ype3BbIUAHBIX CUTYALHH,
BBI3BAHHBIX AKCTPEMAJIbHBIMH YCIIOBUSIMU,;

e IIpH peopraHu3alMy WIN JUKBUIAIMKA 00pa30BaTeIbHON OpraHU3allHH.

5.3. [IpoBepka onaa Ha MpeIMeT HATMYKS B HEM JOKYMEHTOB, BKIFOUEHHBIX B
OCOM, npoBoautcs:

e TIpU MOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;
e CHCTEMaTHYECKH (HE peXe OJJHOTO pa3a B TpH Mecsa) myrem cBepku ®COM co
CIpaBOYHO-OHOIMOrpadrueckuM anmnaparom GoHia OUOIMOTEKH.

5.4. Tlo utoram npoBepKH 3aBEAYIONTNI OUOIMOTEKON COCTABISET aKT, OMUCHIBAET U
XPaHHUT €0 B OMOIMOTEKE B TEUYCHUE CPOKA, YCTAHOBJICHHOTO HOMEHKIATypoit aen. Eciu
KaKHe-TO JIOKYMEHTBI OTCYTCTBYIOT 110 HEYCTAHOBJIEHHOM MPUYMHE, TO K aKTY
MIPUKJIAIbIBAETCS UX CIHCOK, B KOTOPOM (PUKCHUPYIOTCSI CBEICHUS O KOJMYECTBE JOKYMEHTOB
6u6IMOTeYHOro (OHA B HAIMYUU U KOJMUYECTBE OTCYTCTBYIOIUX JOKYMEHTOB, B TOM YHCIIE
10 HEYCTAaHOBJICHHON puuyuHe. B akTe Takke yka3pIBalOTCS HOMEp U JlaTa aKTa
IpeAbIAYILEN TPOBEPKHU.



[Tpu BBIsIBIEHUH B IIpoliecce MPOBEpKU (POHA OTCYTCTBYIOIINX JOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJICHHSI BUHOBHBIX JIML YOBITKU IO HEJIOCTa4aM CIIMCHIBAIOTCA B
COOTBETCTBHUHU C ICUCTBYIOIIMM 3aKOHOAATEILCTBOM.

5.5. [lnst mpoBepku OubmmoreyHoro GpoHaa 00pa3oBaTeIbHON OpraHU3aIMK HA TPEIMET
HaJU4Ms B HEM JOKYMEHTOB, BKItoUeHHBIX B DCOM, B 00pa3oBaTeIbHOM OpraHU3aIliu
co3maercs cnenuanbHas Komuccus no cBepke 6ubnuoreunoro ¢ponna ¢ denepanbHbiM
CIMCKOM 3KCTPEMHUCTCKUX MAaTEPHAJIOB, BBISBICHUIO, U3BSATHIO U YHUUTOKCHHUIO
AKCTPEMHUCTCKHUX MaTepuanoB (nanee — Komuccus 1o nmpoBepKe SKCTPEMHUCTCKUAX
MaTepUaIOB), KOTOpasi CHCTeMaTHUeCKH (He peke OJJHOTO pas3a B TPH MECSIa) OCYIIECTRIISIET
MPOBepKy OMOIMOTEeYHOTO (hOHIa 00Pa30BATEIHLHONM OpraHU3aI[UN HA MIPEAMET HAIUYHUS B
HEM JIOKYMEHTOB, BKJItOUeHHbIX B DCOM, nmyrem cBepkr @PCOM co cripaBoOYHO-
oubnuorpaduyeckum annapaToM GoHma.

[Tpu BeIsIBIIEHNH OKYMEHTa, BKIFoueHHOro B @COM, Ha sTarne KoMIuieKToBaHus (poHIa
yKa3aHHbII TOKYMEHT He MOJICKUT BKIIOUEHUIO B OMOIMOTeUHbIH (hOH]T 00pazoBaTeIbHON
OpraHu3alyHu.

B ciyuae BoisiBIeHUSI JOKYMEHTa, BKIIOUeHHOTO B @COM u yxe Haxoxsierocs B GoHe
OoubIroTeKkn 00pa30BaTEILHON OPTaHU3alliH, JOKYMEHT UCKITIOUASTCs U3 OMOIMOTEYHOTO
(bOHIa U TIOJUICKHUT YHUUTOKEHUIO.

6. [MopsiioK MOJIL30BaHUsI OHOJIMOTEKOI

6.1. 3anuce oOyyaronmxcsi 00pa3zoBaTeNbHON OpraHu3aluy B OMOIMOTEKY IPOU3BOAUTCS 110
CIIMCOYHOMY COCTaBY KJIacCa B MHAMBUIYAILHOM TIOPSIKE, MEIarOTMYeCKUX U HHBIX
pabOTHUKOB 00pa30BaTEIbHOM OpraHU3aluy, PoAnuTeNcH (MHBIX 3aKOHHBIX MPEICTABUTENICH)
oOy4Jaronuxcs — 1o nacnopty. [lepepeructpaius nojib3oBaTesnei OnOIMOTEKH
MIPOU3BOIUTCS €KETOJHO.

6.2. JIokyMEeHTOM, MMOATBEPKAAIOIINM MPABO MOJIB30BaHUs OMOTUOTEKOH, SBISIETCS
yuTareabckui popmyisap. Uurtarensckuii popmysp GuKCUpYyeT AaTy BblAUH
MOJIb30BATENIO JOKYMEHTOB U3 (OoHIa OMOIMOTEKH U X BO3BpAIllEHUs B OMOIHOTEKY.

6.3. [Topsimok monb30BaHNsT A00OHEMEHTOM:

6.3.1. [Tomp30BaTenN UMEIOT MPABO MOTYYHUThH HA IOM U3 MHOTOTOMHBIX M3/IaHUI He Ooiee
JBYX TOKYMEHTOB OJIHOBPEMEHHO.

6.3.2. MakcuMmalnbHbIe CPOKHU TIOJb30BaHUS TOKYMEHTAMH:
e y4eOHUKH, yueOHBIC TOCOOUS — yUeOHBIN TO;
e HAYYHO-TIOMYJIIPHAs, TIO3HABATENbHAS, XYI0)KECTBCHHAS JTUTEpaTypa — OJIUH
MECHIII,

e TIEPUOJUYECKHE M3TaHUs, N3/IaHUS MTOBBIIIICHHOTO cripoca — 15 mHew.

6.3.3. [lonp30BaTeny MOTYT MPOJJIUTH CPOK MOTH30BAHMS TOKYMEHTAMHU, €CJIM Ha HUX
OTCYTCTBYET CIPOC CO CTOPOHBI IPYTHX MOJIb30BATENEH.

6.4. ITops10K TIOH30BAHUS YN TATEHBIM 3aJI0M.

6.4.1. JlokyMeHTHI, IpeHa3HAYEHHBIE U paOO0ThHI B YUTAILHOM 3aJie, Ha JIOM HE BBIAIOTCH.



6.4.2. DHUIUKIIONEANH, CIIPAaBOYHHKH, PEJIKHE, IIEHHBIE U UMEIOLINECS B €IMHCTBEHHOM
9K3EMIUISIPE TOKYMEHTBI BBIAIOTCS TOJIBKO Ul pa0OTHI B YUTAIBHOM 3alle.

6.5. ITopstok pabOTHI C KOMIIBIOTEPOM, PACIIOIOKEHHBIM B OMOJIMOTEKE.

6.5.1. PaboTa ¢ KOMIIBIOTEPOM YY4aCTHHKOB 00pPa30BaTEILHOTO MPOIiecca MPOU3BOIUTCS 110
rpaduKy, yTBepKIEHHOMY PYKOBOAMTEIEM 00pa30BaTeIbHON OpraHU3aIliy, 1 B
MPUCYTCTBUH COTPYTHHKA OUOITUOTEKH.

6.5.2. Pa3pemaercs paboTa 3a OJHUM MEPCOHATBHBIM KOMITBIOTEPOM He 00Jiee IBYX YEIOBEK
OJTHOBPEMEHHO.

6.5.3. [Tonp3oBarens UMeeT MpaBo padOTaTh C COOCTBEHHBIM HOCUTEIEM HH(POPMAIIMH TTOCIIe
MIPEIBAPUTEIILHOTO TECTUPOBAHUS €T0 PAOOTHHUKOM OMOIMOTEKH.

6.5.4. I1o Bcem Bompocam noucka nHGOpMAIMK B MHTEPHETE TOJIb30BATENb JOIDKEH
o0pamarbcs K pabOTHUKY OMOIMOTEKH; 3arpelaeTcs oOpalleHne K pecypcaM HHTEpHETa,
IIPEIOIararollyM OIIary.

6.5.5. Pabora ¢ KOMIIBIOTCPOM HPOU3BOAUTCA COITIACHO YTBCPKACHHBIM CAHUTAPHO-
TUTUCHUYCCKUM Tpe6OBaHI/IHM.

7. IlpaBa n o0s13aHHOCTH OMOJINOTEKH
7.1. PaboTHHKM OMOJIMOTEKH UMEIOT TTPaBoO:

CaMOCTOSITENIbHO BBIOMPATh (OPMBI, CPEJICTBA U METOABI OMOIMOTEUHO-

MH(OPMALIMOHHOTO 00CTYKUBAaHUS 00pPa30BaTEILHOIO U BOCIUTATEIBLHOTO

IIPOLIECCOB B COOTBETCTBUH C LIEJIIMU U 33Ja4aMH, yKa3aHHbIMU B YCTaBe

00pa3oBaTeNbHON OpraHu3aIlii U TOJI0KEHUH 0 OMOJINOTEKE;

e TIIPOBOJUTH B YCTAHOBJIEHHOM HOpsi/IKe (DaKyJIbTaTUBHbIE 3aHATHUS, YPOKH U KPYKKHU
6ubamoreyHo-61OIMOrpaduuecKrux 3HaHUN U UHOOPMALIMOHHON KYJIbTYpHI,

e ONpEeAENATh UCTOYHUKH KOMIUIEKTOBaHUS HHPOPMAILMOHHBIX PECYPCOB,;

e M3bIMATh U PEATU30BBIBATH JOKYMEHTHI U3 (JOHJIOB B COOTBETCTBUU C MHCTPYKIUEH
1o y4ety Oubnuoredynoro GpoHma,

e Y4acTBOBATb B YIPaBIE€HUU 00pa30BaTEIbHON OpraHU3alH B MOPSIKE,
OIPEEIIIEMOM YCTaBOM,

e Y4acTBOBATb B COOTBETCTBUU C 3aKOHOJIAaTENbCTBOM P® B paboTe OMOIMOTEUHBIX

accolralui WINA COK30B.

7.2. PaboTHUKY OUOJINOTEK 00A3aHbI:

e 00ecneuuTh MOJIb30BaTENSIM BO3MOKHOCTD PabO0Thl ¢ MHPOPMALIMOHHBIMU
pecypcaMu OMOIMOTEKH,

e MH(OPMUPOBATH MOJIB30BATENCH O BUJAX MPEAOCTABIAEMBIX OMOIMOTEKON yCIyT;

e OCYILIECTBJIATH IJIAHOBBIE U BHEIUIAHOBBIE MTPOBEPKU OMOIMOTEYHOTO (POHAA,
PETYISIPHO OCYIIECTBIIATH MPOBEPKY OMOIMOTEYHOTO (hOH/Ta 00pa30BATEIHHOM
OpraHu3alliy Ha MpeAMET HaJIMYus B HEM JOKYMEHTOB, BKIIFOUeHHbIX B DCOM;

e 00ecneunTh HAYUYHYIO OpTaHU3anurio (POHIOB U KaTaJIOTOB;

e (opmupoBaTh POHABI B COOTBETCTBUHU C YTBEPKJICHHBIMU (peliepatbHbIMU
NepeyHsIMU y4eOHBIX U3/1aHUi, OCHOBHBIMU 00pa30BaTeNbHBIMU IIPOTrPAMMaMU
00pa3oBaTeNbHON OpraHu3alluy, HUHTEPECAMH, IOTPEOHOCTSAMH U 3aIPOCaMH BCEX
KaTeropuii moJib30BaTelIeH;



COBEpIICHCTBOBATh MH(OPMALIMOHHO-OMOIHOorpadgudeckoe U OUOIMOTEUHOE
00CITy’)KHBaHHE TTOJIb30BATEIICH;

obecrneunBaTh COXPaHHOCTh UCTIONB30BaHUSI HOCUTENEH HH(OpMAILIUHY, UX
CHCTEMaTH3AIIMIO, Pa3MEIICHUE U XPaHEHHE;

obecrneunBaTh pekUM paboOThl B COOTBETCTBUU C MOTPEOHOCTSIMH IOJIb30BATEICH 1
paboToii 00pa3oBaTEIbHON OpraHNU3aINH;

OTUYUTHIBATHCS B YCTAHOBJICHHOM TOPSIKE TIEPE]] PYKOBOIUTEIEM 00pa30BaTEIIbHON
OpraHu3aIuH.

8. [IpaBa u 00513aHHOCTH MOJIb30BaTeJIeii OMOJIHOTEKH

8.1. ITonp3oBaTenu OUOIMOTEKH UMEIOT MPaBO:.

MOJTy4aTh MOJHYI0 MHPOPMALIUIO 0 cocTaBe OMbIMoTeyHoro (ouna,
MH()OPMAIIMOHHBIX PECYpCax M MPEIOCTaBIIEMbIX ONOIMOTEKOH ycayrax;

MOJIb30BAThCS CIPABOYHO-OMOIMOTpadUUECKIM armapaToM OHOINOTEKH;

MOJTy4aTh KOHCYJIbTAMOHHYIO IIOMOIIb B IOMCKE M BEIOOPE UCTOYHUKOB
uHpOopManuy,

MOJTy4aTh BO BPEMEHHOE I0JIb30BaHHE HAa A0OHEMEHTE U B UUTAJIBHOM 3aJIe
NIeYaTHBIE U3/IaHUs, ayTUOBU3YAIbHBIC JOKYMEHTHI U APYTHe NCTOYHUKH
uHpopmanuu;

MPOJIEBATh CPOK MOJIB30BAHUS JTOKYMEHTAMH;

MoJIy4aTh TeMaTuueckue, pakrorpadudeckue, yrouHsone u oudbmuorpaduueckue
CIpaBKU Ha OCHOBE (OHIAa OMOIHOTEKH;

NOJTy4aTh KOHCYJIBTALMOHHYIO TIOMOIIL B paboTe ¢ HH(popManuei npu
MOJIb30BAHUU JIEKTPOHHBIM U MHBIM 000PY/IOBaHHEM,;

y4acTBOBaTh B MEPOIPUATHUSAX, IPOBOIUMBIX OMOIMOTEKOH.

8.2. [Tonw3oBarenu OUOIMOTEKU OOS3aHBL:

coOJTIOAaTh MpaBuUIIa MOJIb30BaHUS OMOITUOTEKOH;

OepeKHO OTHOCHTHCS K TIPOM3BEICHUAM edyat (He BBIPIBATh, HE 3arn0arTh
CTpaHUII, HE JeJIaTh B KHUTaX MMOTYEPKUBAHUM, TOMETOK), HHBIM JIOKYMCHTaM Ha
Pa3TUYHBIX HOCHUTENSX, 000PYI0BaHNIO, MHBEHTAPIO;

MOIJIEP>KUBATH MOPSIOK PACCTAHOBKH IOKYMEHTOB B OTKPBITOM JOCTYIIE
OMOIMOTEKH, PACTIONOKEHHS KapTOUEK B KaTaJIorax M KapToTeKax;
MOJIb30BAThCS IEHHBIMU U CIIPABOYHBIMU JTOKYMEHTAMH TOJIBKO B MTOMEIIEHUN
OHMOINOTEKH;

yOeIUTHCS MPHU MOTy4YEHUH JOKYMEHTOB B OTCYTCTBUU JA€(EKTOB, a Ipu
oOHapyXeHUH TPOouH(POPMUPOBATH 00 ’TOM pabOTHHKA OMOIMOTEKH.
OTBETCTBEHHOCTH 32 OOHAPYKEHHBIC Je(PEKTHI B CABACMBIX JIOKYMEHTAX HECET
MOCIICAHHH MOJIH30BATEb,

PaCIHCHIBATHCS B YHTATEIHCKOM (POPMYJISPE 32 KaXK/IbIA ITOJTYICHHBIH JIOKYMCHT
(ucxirouenue: odydaronirecs 1-4-x KiaccoB);

BO3BpAIaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAHOBJICHHBIC CPOKH;

3aMEHSATh JOKYMEHTHI OMOIMOTEKH B Cllydae UX YTPAThl WM MOPUYU UM
PaBHOIICHHBIMH JINOO KOMIICHCHPOBATh YIIepO B pa3Mepe, YCTAaHOBICHHOM
MpaBUJIaMU TIOJE30BaHUsl OMOINOTEKOMH;

MTOJIHOCTBIO PACCUUTATHCS ¢ OMOIMOTEKOM 0 UCTCUSHUHU CPOKA O0OYyUCHUS WITH
paboThI B 00111€00pa30BaTEIbHOM YUPEKICHUH.
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