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MNOJIOXKEHHUE O BUBJIMOTEKE R sty

1. O01ue moJ10KeHu s

1.1. Hacrosiee nojoxeHue perjaMeHTHpyeT nesrenbHocTh oubnuorekn MBOY COIIL
noc. Musyp (masee — oOpasoBarenbHas OpraHU3aIKs).

1.2. Hacrosiimee moyioxkeHue pa3padOTaHO B COOTBETCTBUU ¢ DenepalibHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit @enepaunny, npukazoM MUHKYIBTYPBI OT
08.10.2012 Ne 1077 «OO6 ytBepxknenun Ilopsinka ydera TOKYMEHTOB, BXOJSIIMX B COCTaB
6ubmuoreyroro Gouma» ¢ yderom muchmMa MunoOpasoBanus ot 23.03.2004 Ne 14-51-70/13 «O
[IpumepHOM mMOJOXKEHHH O OMOJMOTEKE O0IIC00Pa30BATEIBLHOTO YUPESKACHHUSN», METOANYECKUuX
pEeKOMEH A OI'BHY «HIIb M. K. YmmHackoro» oT
31.05.2017, pexomenaanuiit MunkyinbTypbl ot 12.09.2017 mo paborte OMOIMOTEK ¢ JOKYMEHTAMH,
BKJIIOUEHHBIMHU B (pe/iepanbHBblii CIIUCOK YKCTPEMUCTCKUX MATEPHAIIOB.

1.3. bubnuoteka sBIsIeTCA CTPYKTYPHBIM MOApa3iesieHneM 00pa30BaTEeIbHON OpraHu3aIiH,
CO3/IaHHBIM B IEJISIX OOECTICUEHUs TpaBa YYaCTHHKOB 00pa30BaTEIIBHOTO MpoIiecca Ha OeCIIaTHOE
MOJIb30BaHKEe OMOIMOTEYHO-UH(POPMAITMOHHBIMHU PECypCaMHu.

1.4. Tlopsiiok TOJIB30BAaHUS HMCTOYHUKAMH HH(POPMAIMH, TIEPEYCHh OCHOBHBIX YCIYT H
YCIIOBUS UX MPEAOCTABICHHUSI OMPEIEISIIOTCS HACTOSAIINM TOJ0KEHUEM O OMOIUOTEKe U MpaBUIaMH
MOJIb30BAaHUS OMOJTMOTEKOM, YTBEPIKICHHBIMHA PYKOBOIUTENIEM 00pa30BaTelIbHON OpraHu3aIliy.

1.5. Opranuzaius oOCITyXKHBaHUS Y4aCTHUKOB 00pa30oBaTeNbHOTO Mpollecca MPON3BOAUTCS
B COOTBETCTBUU C TIPABWIAMH TEXHHKU O€30MMACHOCTH W IPOTHBOIOKAPHBIMU, CaHUTAPHO-
TUTUEHUYECKUMU TPEOOBAHUSIMH.

2. Henn, 3anauu, GyHKuuu 0u0IHOTEKH

2.1. llenu 6MOAMOTEKN COOTBETCTBYIOT LIEJIIM 00pa30BaTEIbHOM OpraHu3ally U BKIIOYAIOT
B cebst B ToM uyucie: (GopMupoBaHHE OOIIEH KYyJIbTYpbl JUYHOCTH OOYYaroUIUXCsi Ha OCHOBE
YCBOEHHSI COJIEP’KaHUSI OCHOBHBIX 0OIIe00pa3oBaTeNbHbIX MPOrpamMM, UX aganTanus K KU3HHU B
o0IIecTBe, CO3MaHME OCHOBBI JUISI OCO3HAHHOTO BBIOOpAa W  TOCIIEAYIOMIETO OCBOCHUS
npodecCHOHATIBHBIX 00pa30BaTENbHBIX MPOrPaMM, BOCIUTAHUE IPaXkIaHCTBEHHOCTH, TPYJOTI00HS,
YBaXEHUS K TpaBaM M CBOOOJAaM dYeJIOBEKa, JIIOOBH K OKpYyKawliel mpupone, Ponune, cembe,
¢dopmupoBaHuE 3A0pOBOro 00pasza KU3HHU.

2.2. 3agagamu OMOTMOTEKH 00pa30BaTEIbHON OpPraHU3aINH SBISTFOTCS:

. obecrmeueHne  y4JacTHHKaM  oOpa3oBaTeIbHOTO  Tpolecca —  OOydarommmcH,
[eIarOTMYECKUM PabOTHHUKAM, POJUTENAM (3aKOHHBIM IMPEICTABUTENSIM) OOYJarOIUXCsl
(mamee — monp3oBaTeNsAM) — JOCTyHa K HH(DOpMAIUK, 3HAHUSAM, HUICSIM, KYJIbTYPHBIM
[IEHHOCTSIM TIOCPEACTBOM HCIIOJIB30BaHUS OHOIMOTEYHO-UH(OPMAITMOHHBIX PECYPCOB
o0pa3oBaTenbHON OpraHu3aluy,



BOCIIUTAaHUE KYJIBTYPHOTO W TPAXKIAHCKOTO CAaMOCO3HAHWs, MOMOIIb B COIHMATH3AINN
00y4aromerocsi, pa3BUTHH €ro TBOPUECKOTO MOTEHINANIA,

NpUBJICUYCHHE O0YJArOIIUXCS K CHCTEMAaTHYECKOMY UTCHHIO y4eOHOM, XyT0)KECTBEHHOM,
HAYYHO-TIONYJISIPHOW JIUTEPATYPHI;

COJICHCTBUE PA3BUTHUIO TIO3HABATEIILHBIX HHTEPECOB U CIIOCOOHOCTEH 00ydJaroNIuXCs;
dbopMUpOBaHHE HABHIKOB HE3aBUCHMOTO OHOIMOTEYHOTO IOJI30BATENs, OOYYCHHE
TIOUCKY, OTOOPY ¥ KPUTUYECKOH OIICHKE WH(POPMAIINY,

COJCHCTBUE  TMENAarorMYeckKuM  pab0OTHHUKaAM B MOAOOpPE  HAyYHO-METOAMYECKOU
JUTEPaTypbl, ”THPOPMHUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEYHBIN QOHT;
COBEPILICHCTBOBAHUE MPEIOCTABISIEMBIX OHOJMOTEKOW YCIYyr Ha OCHOBE BHEIPCHUS
HOBBIX  MH(QOPMALMOHHBIX  TEXHOJOTMH M  KOMIbIOTEpH3alMUd  OMOIMOTEHHO-
MH(OPMAIMOHHBIX TTpoIieccoB, (hopMupoBaHue KOMMDOPTHOM OMOIMOTEUHOMN CpEeIbI.

2.3. bubnuoTteka BBIMOJHACT Cieayomue GyHKIUH:
2.3.1. ®opmupyet Gona 6MOIMOTEUHO-UH(POPMALIMOHHBIX PECYPCOB 00pa30BaTEIbHON

OpraHMU3al1u.

KOMIUICKTYeT  OCHOBHOW  (OHJ  y4eOHBIMH,  XYJIOKCCTBEHHBIMH,  HAYYHBIMH,
CIIPABOYHBIMH, TIEIaTOTHYCCKUMH U HAyYHO-TTOMYJISIPHBIMU JIOKYMEHTAMH;

y4acTBYeT B KOMIUICGKTOBAHHMH CIEIHATH3UPOBAHHOTO (OHIA YYeOHMKAMH W3 4YHCIIa
BXOJIIINX B (peIepalIbHBIN MepeueHb YICeOHUKOB, JOMYIMICHHBIX K HCIIOJB30BAHUIO TIPH
peanu3ai UMEIOIIMX TOCYJapCTBEHHYIO aKKPEIUTALUI0 00pa30oBaTEIbHBIX MPOrpPaMM
Ha4yaJIbHOTO 0OI1Ier0, OCHOBHOT'O OOIIEro, cpeaHero oduiero oopa3oBanus, U y4eOHBIMU
nocOOWSIMYU, JIOMYIICHHBIMH K HCIOJB30BAaHUIO TMPH  pPEAIM3alUU  YKa3aHHbBIX
00pa30BaTeNIbHBIX IPOrpPaMM;

aKKyMyJupyeT (OHI TOKYMEHTOB, CO3JIaBacMbIX B 00pa30BaTEIbHOW OpraHU3aIiu
(mybnukanuii ¥ pabOT TemaroroB 00pa30BaTEILHOW OpraHU3allMH, JYYIIAX HAyIHBIX
paboT u pedepaToB yUaIuxcs U ap.);

OCYIIECTBIISICT pa3MeIeHNE, OPTAaHNU3AINIO H COXPAHHOCTh JIOKYMEHTOB;

OpraHM3yeT W BEJET CIpaBOYHO-OMOIMOrpaduuecKuil anmapar: karaioru (aapaBUTHBIH,
CHUCTEMAaTHUYECKHi), KapTOTEeKH (CHCTEMAaTHYECKYI0 KapTOTEKy CTaTeil, TeMaTH4eCKHe
KapTOTEKH), DJCKTPOHHBIH Karajor, 0a3pl JaHHBIX MO NPOPUII0 00pa3oBaTEIbHOM
OpTaHH3aIHIH.

2.3.2. OcymiectBiser TuddepeHIMpPOBaHHOE O6ubMoTeYHO-NH(HOPMAIIIOHHOE

o0ciy)XUBaHUE 00y4arOLINXCS:

IpeloCcTaBisieT THPOPMALIMOHHBIE PECYPCHI HA PA3IMYHBIX HOCUTEIISX;

OpraHu3zyer oOydyeHHE HaBbIKaM HE3aBUCUMOIO OMOJMOTEYHOro TIOJIb30BaTeNs U
noTpedutenss WHGOPMAIMK, COACUCTBYET HWHTErpallid KOMILJIEKCA 3HAHWM, YMEHHH WU
HABBIKOB pabOThI ¢ KHUTOW U HHGOpMaIueH;

OKa3bIBaeT MH(POPMAIMOHHYIO MOJJIEPKKY B PEIICHUH 3a/lad, BOZHUKAIOIIUX B IpoOIecce
yueOHOi1, caM000pa30BaTEIbHOM U 10CYTOBOM JEATEIbHOCTH 00yYarOIUXCs;

OpraHM3yeT MAacCOBBbIE MEpPOIPHUATHS, OPHUEHTHPOBAHHBIE Ha pa3BUTHE OOWEH U
YUTATENIbCKON KYJIbTYPhl TUYHOCTH;

COJICHCTBYET MeJarornyeckuM pabOTHHUKaM B OpraHu3alliyd 00pa3oBaTENbHOIO Ipolecca
U JI0oCyTa 00y4aromuxcs.

2.3.3. Ocymectrisier auddepeHnrpoBaHHOe ONOINOTEYHO-HHDOPMAITHOHHOE

06CJ'IY)KI/IB8.HI/IC neaarorn4cCKux pa6OTHI/IKOB:

BBISBIISIET HMH(OpPMAlMOHHBIE MOTPEOHOCTH M YAOBIETBOPSIET 3alpOChl, CBS3aHHBIE C
00y4eHueM, BOCTUTAaHUEM 00YyJaronuXxcs;



¢ COACHCTBYET MPO(eCcCHOHATHHON KOMIETEHIINHY 1E1ar0roB, MOBHIMICHNIO KBATH(DHUKAIIH,
NPOBE/ICHUIO aTTECTAlNHY,

e OCYIIECTBIIIET Tekyiiee wuHPopMmupoBanue (aHM WHPOPMAIUH, O0030pPbI  HOBBIX
NOCTYIUICHUN M yOJIMKAINK);

¢ CIOCOOCTBYET NPOBEACHMIO 3aHATHUI MO (OPMUPOBAHUIO WHPOPMAIIMOHHOW KYJIBTYPHI
oOyyaromuxcsi, siBisieTcss 0a30i AN MPOBEACHUS MPAKTUYECKUX 3aHATHH 1o paborte ¢
MH()OPMAIIMOHHBIMHU PECYPCAMHU.

2.34. OcymecTBisier g epeHIpoBaHHOE O6ubmoTeyHo-nH(HOPMAIIIOHHOE
o0cCIy)KUBaHHE poauTelici (3aKOHHBIX IPEICTAaBUTENCH) 00yatOIUXC sl

o YIOBJIETBOPSIET 3aIlpOChl IOJIb30BaTeNIed W HMH(OPMUPYET O HOBBIX IMOCTYIUICHHUSX B
OoubmmoTeKy;

o KOHCYJBTHPYET II0 BOIPOCAM OpraHU3alUuy CEMEHMHOrO0 YTEHUs, 3HAKOMHUT C
uH(pOpMalrei 1o BOCHUTAHUIO JIETEH;

e KOHCYJIbTHUPYET 10 BOIIPOCAM Y4eOHbIX U3JaHUM 7151 00y4aroLIuXCs.

3. Opranu3anusi 1esiTeJIbHOCTH OUOJIMOTEKH

3.1. OOmee pyKOBOACTBO MAEATEIBHOCTHIO OMOIMOTEKH OCYIIECTBISET PYKOBOJUTEND
00pa30BaTeIbHONM OpraHU3alUH.

3.2. HemocpenctBeHHOE PYKOBOJACTBO  OHMOJIMOTEKOH  OCYIIECTBISET  3aBEAYIONIUI
610IMOTEKOM, KOTOPBIN Ha3HAYAETCsl PYKOBOAUTEIEM 00pa30BaTEeIbHOW OpraHu3aluu.

3.3. 3aBenyromuii OMOIMOTEKOW HECET OTBETCTBEHHOCTH B IpEJeNax CBOCH KOMIICTECHIHH
3a OpraHU3alMIo0 U PE3YNbTaThl AEATEIbHOCTH OUOINOTEKH.

3.4. 3asemyrommii OuUOIMOTEKON pa3pabaThiBaeT M TNPEACTABISIET PYKOBOAUTEIIO
00pa3oBaTeIbHONW OpraHU3alK HA YTBEPXKIECHHUE CIeYIOIUE TOKYMEHTHI:

o TIOJIOXKEHHUE O OMOIMOTEKE, MpaBHJIa MOJIH30BaHUS OUOIMOTEKOMH;
o TOJOXKEHHE O IUIATHBIX ycayrax OuOInoTeKy;
e TUIAHOBO-OTUYETHYIO TOKYMEHTAIIUIO.

3.5. B coctaB OMOIMOTEKN BXOIUT:.

« aboHeMeHT;

e YHUTAJbHBIN 34l

e OTHEN y4eOHUKOB;

o oTzen uHpopMaMoHHO-Onbauorpaduieckoil padboTsr,

o (onx m cienmanTM3NpPOBAaHHBIH 3aJ1 PAOOTHI C MYJIbTUMETUHHBIMU B CETEBBIMH
JIOKYMEHTaMH,

o MeauaTeKxa.

3.6. bubnumoreyHO-MHPOPMAITMOHHOE OOCITY)KUBAHHUE OCYIIECTBISICTCS B COOTBETCTBHH C
IIaHaMH paboThl OMOIMOTEKU U PEKUMOM pabOThl 00pa30BaTEIbHON OpraHU3alHH.

3.7. bubnuoTeka BrpaBe MPeIOCTaBIIATh IJIATHBIE OMOIHOTEYHO-UHPOPMAIIMOHHBIE YCITYTH,
nepevyeHb KOTOPBIX OIMpEeIIsieTCs] yCTaBOM 00pa3oBaTeIbHON OpraHu3aluu.

3.8. Pexxum paboThl OMOIMOTEKH OINpEACTAeTCS 3aBEAYIOMUM OHUOIHOTEKOW C Y4eTOM
pexxuma paboTel oOpa3oBaTenbHONW opranuzanuu. OnuH pa3 B Mecsl MNpeaycMaTpUBaeTcs
CaHWUTAPHBIN JIEHb, B KOTOPBINA 00CITY)KMBaHUE MTOJIH30BaTEICH HE TIPOU3BOIUTCS.



4. Y4eT NOCTyIJIeHHs U BHIOBITHSI JOKYMEHTOB OHOJIMOTEYHOTr0 hoHaA
4.1. TIpuem nOKyMEHTOB B (poH OMOIMOTEKH BKITIOYAET CICAYIONINE ONEPAIIUHN:

e CBEpPKa TMOCTYIUICHHH C TICPBUYHBIM YYETHBIM JOKYMEHTOM (HaKiagHas, aKT),
BKITIOYAOIIIUM CITUCOK MOCTYIUBIINX JOKYMEHTOB;

e COCTaBJICHHME  TMEPBUYHOIO  YYETHOTO  JIOKYMEHTa IS  [OCTYyIUIeHW  0e3
COIIPOBOJIUTENILHON JOKYMCHTAIIHH;

e perucrpamys TOCTYNHBIIUX JOKYMEHTOB B PErHCTpax CyMMapHOTO, TPYIIOBOIO U
unauBuayansHoro yuera (IOCT 7.0.93-2015 «bubauoreunsiii ¢oua. TexHomorus
(bopMHUPOBAHUSY).

4.2. Tlpm TONOJHEHWH OCHOBHOTO OuONMHMOTeYHOro ¢oHAa HEOOXOAMMO COONIOAATh
TpeboBanusi denepanpHoro 3akonHa ot 25.07.2002 Ne 114-®3 «O mnpoTUBOACHCTBHH
SKCTPEMHUCTCKOW  jAedarenbHoCcTU». JloKyMmMeHThl, BkioueHHble B  DenepaibHbli  CIHCOK
OKCTPEMHUCTCKUX MarepuaioB (magee — PCDOM), onyOnMKOBaHHBIA Ha OQUIHMAILHOM caiTe
Munrocra (http://minjust.ru/ru/extremist-materials), mpuoGperaTs 3anperieHo, Ipy BEIIBICHHN UX B
¢doHzie — n3bIMATh U3 AOCTYIA.

4.3. Yuet u 06paboTKa JOKYMEHTOB OMOIMOTEYHOTO (hOH .

431, VYuer wu o00paboTka JIOKyMEHTOB OCHOBHOrO (OHAA  OCYHIECTBISETCS
WHAUBUAYAIBHBIM criocoOoM. CBefeHHs O TOCTYNMBIIUX IEYATHBIX JIOKYMEHTAaX BHOCSTCS B
«KHHTY CyMMapHOTO y4eTa JOKyMEHTOB OCHOBHOTO () OHIAY.

[TocTynuBmIMM JOKYMEHTaM MPUCBAWBAIOT WHAMBUAYAIbHBI PETUCTPALIMOHHBIA HOMEp
(MHBEHTapHBIE HOMEp WJIM HWHOM 3HAK, NPHHATHI B KAyeCTBE PErMCTPALIMOHHOTO HOMEpA,
CHCTEMHBI HOMEp [UIs JICKTPOHHBIX JOKYMEHTOB) M (P XpaHESHUS.

Perucrpanmonnsie HOMepa W MH(PB OTMEYAIOT B PETUCTPaX WHAWBUAYAILHOTO YydeTa
JOKyMEHTOB — WHBEHTApHON KHHUIE, KapTOTEKE PETrMCTpallud Tra3eT, XKypHAJOB, yueTHOW Oase
JAHHBIX.

Bce sk3eMIUIpel NpUHATHIX W3MaHUM 1Temmnentororcsa. Llltemmens ¢ HauMeHOBaHHEM
00pa30BaTeNbHON OpPraHU3aIMU JOJDKEH OBITh IPSIMOYTOJIEHOM (POPMBI, pa3MepoM He OOJIbIIe YeM
1,5 x4 cm.

ITemnens craBUTCs Ha 000POTE TUTYIILHOTO JIUCTA (MPH OTCYTCTBUU THTYJIBHOTO JIHCTA —
Ha TIEPBOM CTpaHMIE TeKCTa MO 3arjaBueM), Ha 17-if cTpaHMIle MOJ TEKCTOM B JIEBOM HH)KHEM
YOIy ¥ Ha 000pOTe KaXKA0ro npuiiokeHus. Ha Opomrtopax u xKypHaiax MTEMIIeTb CTABUTCS TOIBKO
Ha 00JIOKKE WIIM Ha TIEPBOI CTpaHUIIE TEKCTA.

CocraB ocHoBHOTO ¢oHAa GUKCHUPYETCS B KAPTOYHOM ai(aBUTHOM Karajiore, B
AIIEKTPOHHOM 6a3e NaHHBIX OMOIMOTEKH.

4.3.2. Yuer u o0OpaboTka crnenuanm3upoBanHoro ¢onma. Crenuanrn3upoBaHHBINA (QOHA
YUUTBIBAETCS U XPAHUTCS OTAEIBHO OT OCHOBHOTO OMOIMOTEUHOr0o (POHA.

VY4er DOKYMEHTOB CIIEIHAIM3UPOBAHHOTO (DOHIA, KAK MHOTOAIK3EMIUIIPHOHN JIUTEpaTypHI,
OCYILECTBIISICTCSI TPYIIOBBIM CHOCOOOM M oTpaxkaercsd B «KHMre cymMMapHOro ydyera y4eOHOTrO
(doHIa» U B KAPTOTEKE PETUCTPAIIIOHHBIX KAPTOUEK.

Ha kaxnoe HauMeHOBaHHE JIOKYMEHTOB CIIELUAIN3UPOBAHHOIO (OHAA 3aBOJIUTCS
oTJieNbHas yueTHas kapTouka. KapTouku ¢ OubnuorpaduyeckuM onucaHueM U3JaHuil yd4eOHUKOB
paccTaBlsOTCA B YUETHYIO KapTOTEKy IO KJlaccaM, a BHYTPH KIJIACCOB — MO andaBuUTy (aMUIHA
aBTOPOB WJIM 3aryiaBuil. J{J1s1 KOHTPOJIS 32 COXPAHHOCTHIO YUYETHBIX KapTOUYEK OHU PETUCTPHPYIOTCS
B «KypHane perucTpaiuu y4eTHbIX KapTOueK YIeOHUKOBY.

Texuuueckas 06pa60T1<a JOKYMEHTOB IPEAYCMATPHUBACT CIICAYIOIME ONICpALINU.

e TPOCTAaBIIEHWE HA KaXJOM JIOKYMEHTE IITeMIie]si OHUOIMOTEKH B COOTBETCTBUU C
myHKTOM 4.3.1 HACTOAIIETO TOJIOKEHUS,

e YCTaHOBJICHHE CPEJICTB 3aIUThI OT yTpaThl (MArHUTHBIA JAaTYMK, PAJUOYUI, UHOW BH
MapKUPOBKH);



o W3TOTOBJICHHWE U TMPHUKPEIUIEHHE K JOKYMEHTy macrnopra yueOHuka. IlacmopT yueOHuKa
MIPUKJICUBACTCS HA TIOCTIEHEN CTpaHuIle yueOHUKA. 3arOTHAETCS MPHU BbIIaye YUTATEITIO.

Yder crnenuanu3upoBaHHOTO (OHIA TMPEeIycMaTpUBaeT OTPaXXCHHWE €ro cocraBa B
crpaBoYHO-OMOMMOrpaduueckoM ammapare OWOIMOTEKH, B TOM 4HCIE B JIEKTPOHHOH 0Oaze
JTAHHBIX.

4.4. BpIObITHE TOKYMEHTOB OMOIHOTEUHOTO (HOHIA.

4.4.1. IIpy4nHBI, IO KOTOPHIM JOKYMEHT MOXET OBbITh BBIBEJICH U3 COCTaBa OMOJIMOTEYHOTO
¢doHIa, BKIIOYAIOT B TOM YHCIE BETXOCTh, ACPEKTHOCTh, YCTAPEIOCTh MO COJEPIKAHUIO, yTpaTy.
HcknroueHne JTOKyMeHTa U3 OMOIHOTeuHOro (poHAa MPOBOAUTCS HAa OCHOBAHWHW aHAJIM3a COCTaBa
6ubmoTeyHoro GoHaa U Pe3yIbTAaTOB €ro MPOBEPKHU.

4.4.2. Tlox BETXOCThIO JIOKyMEHTa MOHHMAKOT PE3YJIbTaT ECTECTBEHHOTO CTAPCHUS WIIH
(U3HYECKOTO U3HOCA JOKYMEHTA.

4.4.3. Tlom nedeKTHOCTHIO JOKYMEHTa IOHUMAIOT YaCTHYHYIO WM TMOJHYK yTpary
OKCIUTyaTAI[MOHHBIX KAYeCTB JIOKYMEHTA B PE3YJIbTaTE BHEIIHETO BO3/ICHCTBUSI.

4.4.4. Tlon ycTapenocThiO 1O COACPKAHUIO TIOHUMAIOT MOTEPI0 aKTYaJbHOCTH TEMAaTHKH,
MOJITBEPXKIAEMYIO OTCYTCTBHEM CIIpPOCa YuTaTelield, HEeBOCTPEOOBAHHOCTHIO B IEepepacIpe/IeICHIH
U pealin3aiiui.

4.4.5. Tlog yrpaToil JOKyMEHTa IMOHMMArOT €ro OTCYTCTBHE B (oHJE OHUONIMOTEKH IO
OpUYMHAM TIOTEPH, XHUINEHHS, OCJACTBHIA CTUXMHHOTO, TEXHOIEHHOro (B TOM YHCIIE XaKEPCKOM
aTaKd ¥ HEBOCCTAHOBUMOTO COOSI 3JIEKTPOHHOTO 00OPY/I0BAaHHUs) MM COLMAIBHOIO Xapakrepa, 1o
HEYCTaHOBJICHHOW NIPUYHHE.

4.4.6. llpomecc HCKIIOYEHUS IOKYMEHTOB W3 (OHAAa OMOTMOTEKM OCYIIECTBISACTCS B
cooTBeTcTBUM ¢ [lopsiakoM ydeTa JOKYMEHTOB, BXOJSIIMX B COCTaB OHOIMOTEYHOrO (OH/A,
YTBEP)KIEHHBIM nprkazoM MuHkyasTypsl oT 08.10.2012 Ne 1077.

4.4.7. BpiObiTHE MOKYMEHTOB OuOMMOTedyHOTro (OHIA MPOU3ZBOAUTCS B pe3yibTaTe HX
CIIUCaHMs KOMHCCHEHN, CO3/IaHHOM PYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3aluy.

4.4.8. Ytunuzauus CHUCAHHBIX JOKYMEHTOB OWONIMOTEYHOro (OHIAa MPOU3BOAUTCA B
COOTBETCTBUU C 3aKOHOJATENBCTBOM PO,

5. [IpoBepka 10KyMeHTOB OO/ 1MOTE4HOr0 (poHIA

5.1. IlnaHoBas mpoBepka JOKYMEHTOB OHOIMOTEYHOTO (OHIA TPOBOAUTCS C
NEPUOMYHOCTEIO OJWH pa3 B TATHh JIET Ha OCHOBAaHWHM rpaduka TPOBEPKH, YTBEPKIACHHOTO
3aBEAYIONINM OUOINOTEKOM.

5.2. BHerraHoBas mpoBepKa JOKYMEHTOB OuOMMoTeyHOro (OHJIA MPOU3BOJUTCS B
00513aTeIbHOM MOPSJIKE:

« IIPH BBISBJICHUU (PAKTOB XUIIECHUS, 3I0YHOTPEOIECHUS WU TIOPYH JOKYMEHTOB,

e B CIyyae CTUXMMHOro O€ICTBHS, MOXKapa WIM JPYTUX YpE3BbIUAHHBIX CHUTYyallHi,
BBI3BAHHBIX OKCTPEMAJIbHBIMU YCIOBUAMY,

o TpU peopraHu3allvy WIN JUKBUJAIMN 00pa30BaTeIbHON OpraHU3aliy.

5.3. [IpoBepka (hoHIa HA IPEIMET HATUYHS B HEM JJOKYMEHTOB, BKITFOUCHHBIX B DCOM,
MIPOBOJIUTCA:

e IIPH MOCTYIJICHUH HOBBIX JOKYMEHTOB B (DOHJ;
« cucTemaTHuecku (HE pexe OJHOrO pasa B Tpu Mecsma) myreM cBepku DPCOM co
CIpaBOYHO-OHOIMOrpadrueckuM anmnaparom GpoHa OUOIMOTEKH.

5.4. Tlo wToraM TPOBEPKH 3aBEAYIOMIMK OWOIMOTEKOM COCTABISET aKT, MOIMUCHIBACT U
XPaHUT €ro B OMOIMOTEKE B TEUEHUE CPOKA, YCTAHOBIEHHOTO HOMEHKIATypoil Aen. Ecnu kakue-To
JIOKYMEHTBI OTCYTCTBYIOT 10 HEYCTAaHOBJICHHOW MPUYMHE, TO K aKTy MPHUKIIAIBIBACTCS X CIHCOK, B
KOTOPOM (DUKCHPYIOTCSI CBEJICHHUS O KOJTMYECTBE JOKYMEHTOB OHOIMOTeYHOro ()OH/Ia B HAJTMYUU U



KOJIMYECTBE OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCJIE€ TI0O HEYCTAaHOBJICHHOW mpuuuHe. B akte
Tak)Ke YKa3bIBAIOTCS HOMEP U J]aTa aKTa MPeabIyIIel MPOBEPKH.

[Ipu BBIIBICHUHM B TIpoliecce MPoBepku (GoOHAA OTCYTCTBYIOIIMX JTOKYMEHTOB |
HEBO3MOXKHOCTH YCTAHOBJICHHMSI BHHOBHBIX JIUI] YOBITKM TI0 HEJOCTayaM CIUCBHIBAIOTCS B
COOTBETCTBUHU C JICHCTBYIOIIMUM 3aKOHOIATEIHCTBOM.

5.5. lna npoBepku Oubimoreunoro Qoumga oOpa3zoBaTENbHON OpraHU3allid HA TPEIMET
HaJU4Ks B HEM JOKYMEHTOB, BKIIOUeHHBIX B DCOM, B 00pa3oBaTeIbHON OpraHU3aIiiu CO30aeTCs
cnenuanbHas Komuccuss mo cBepke Oubnmoreunoro ¢onma ¢  DenepalbHBIM — CIIUCKOM
SKCTPEMHUCTCKUX MaTEPHAJIOB, BBISBICHUIO, H3BATHIO M YHUYTOKEHHUIO OKCTPEMHCTCKUX
marepuaioB (mamee — Komuccus 1o mpoBepke OKCTPEMHCTCKHX MaTepHajoB), KOTOpas
cucreMaTnuecku (He peke OJHOTO paza B TPH MeECslla) OCYIIECTBIIACT MPOBEPKY OMOIMOTEUHOIO
dbonga 00pa3oBaTeNbHON OpPTraHM3allMd HAa MPEAMET HAIWYUS B HEM JOKYMEHTOB, BKIIFOYCHHBIX B
OCOM, niyrem cBepku PCOM co cripaBouHO-0MOIMOTpaduIecKkuM ammapaToM HoH/a.

[Ipu BBISIBICHUW AOKYyMEHTa, BKIoueHHOTOo B ®COM, Ha 3Tane KoMIuieKToBaHUs (oHIa
yKa3aHHBIH JOKYMEHT He IOJUICKHT BKJIIOUEHHIO B OuOImoredHblii ¢(oHJ 00pa3oBaTeNbHOM
OpraHu3aIiy.

B cnydae BbIsiBIEHUS JOKYMEHTA, BKIOUeHHOro B @COM U yxe Haxozsmerocs B GpoHze
O6ubnuorekn oOpa3oBaTEILHON OPraHU3alNH, TOKYMEHT HCKII0YaeTcss u3 0ubmuoreyHoro ¢oHaa u
MOJIIC)KUT YHUUTOKEHUIO.

6. [MopsiTok MOIb30BaAHUSI OMOIUOTEKOM

6.1. 3anuck oOydaroMxcsi 00pa3oBaTeIbHON OpraHU3alMy B OMOINOTEKY IPOU3BOJUTCS IO
CIHMCOYHOMY COCTaBY KJlacca B MHJIMBHYaJbHOM HOpsJKE, MEAarorMyeckuX U MHBIX paOOTHHKOB
00pa3oBaTeNIbHON OpraHU3aluy, poauTeael (MHBIX 3aKOHHBIX MPEICTaBUTENCH) 00yJalOUIMXCs —
no nacnopry. Ilepeperucrpanus noap3zoBareneid OUOINOTEKH TPOUZBOAUTCS €XKETOJTHO.

6.2. JIoKyMeHTOM, TOATBEPKIAIOMIMM TPABO TOJH30BaHUS OHOIMOTEKOH, SIBISETCS
yuTaTeNbCKui Qopmynsap. Yurtatenbckuil Gopmyinsap (UKcHpyeT HaTy BbIJAud I10JIb30BATEIIIO
JOKYMEHTOB U3 (pOHIa OMOIMOTEKH U MX BO3BpAIICHHUS B OMOIHOTEKY.

6.3. [TopsoK 1oJIb30BaHUsT A00OHEMEHTOM

6.3.1. Ilonp30BaTeNny UMEIOT MPABO MOJTYYHUTH HA JOM W3 MHOTOTOMHBIX M3JIaHHUH He Ooiee
JIBYX IOKyMEHTOB OJTHOBPEMEHHO.

6.3.2. MakcuMasbHbIE CPOKH MOJIb30BaHUS JJOKYMEHTAMHU:

o y4eOHUKH, yueOHbIE TOCOOUS — yUEOHBIH roj;
o HaY4YHO-TIONYJIIpHAs, O3HABATEIbHAs, Xy/10°)KECTBEHHAs JIUTEpaTypa — OJUH MECHIII;
o TEpUOAMYECKHE W3JaHMs, U3aHNs OBBIILIEHHOTO cripoca — 15 nHeil.

6.3.3. Ilonmp3oBaTenu MOryT MPOJUIMTH CPOK MOJb30BAHUS JOKYMEHTaMH, €CIM Ha HHUX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYTHX MOIH30BATEICH.

6.4. Ilopsi10K MOIb30BaHUS YNTAIBHBIM 3AJI0M.

6.4.1. JlokyMeHTHI, TpeIHAa3HAYCHHbIC IS PaOOTHl B YHTAJIBHOM 3alie, Ha JIOM HE
BBIJIAIOTCSL.

6.4.2. DHOUKIONENNH, CIPABOYHUKH, PEIKUE, HEHHBIE M WMEIOIINECS B €JUHCTBEHHOM
HK3EMIUIAPE TOKYMEHTHI BBIAAIOTCS TOJBKO Uil Pa0OTHI B YUTAIILHOM 3ajle.

6.5. ITopsitok paboTH C KOMITBIOTEPOM, PACIIOJIOKEHHBIM B OHOIHOTEKE.

6.5.1. PaboTa ¢ KOMIBIOTEPOM YYaCTHUKOB 00pa30BaTENBHOTO IMpOLEcca MPOU3BOIUTCS TIO
rpaduKy, YTBEPKJICHHOMY DPYKOBOJUTEIEM OOpa30BaTENbHOW OpraHW3alld, W B TPUCYTCTBHH
COTpYIHUKA OMOTUOTEKH.

6.5.2. Paspemraercs paboTa 3a OJHHM TIEPCOHAIBHBIM KOMITBIOTEPOM He Oojiee JBYX
4eJI0BEK OJIHOBPEMEHHO.

6.5.3. Tlomp3oBaTens WMeeT MpaBo pabOTaTh C COOCTBEHHBIM HOCHUTENEM WH(pOpMAIUU
1oCjIe MPeBAPUTENILHOTO TECTUPOBAHUS €r0 PAOOTHUKOM OMOIMOTEKH.



6.5.4. Tlo Bcem Bompocam TOWCKa HMH(POPMAIMK B HMHTEPHETE IOJIh30BATENb JIOJDKEH
oOpamiatbess K pabOTHUKY OMOMMOTEKH; 3ampemiaercs oOpalleHHe K pecypcaM HHTEpHETa,
IPEATOIarafouiM OILIaTy.

6.5.5. Pabota ¢ KOMIBIOTEpPOM MPOU3BOAUTCS COTJACHO YTBEPXKAECHHBIM CAHUTAPHO-
TUTHEHUYECKIM TPEOOBaHUAM.

7. IIpaBa u 00s13aHHOCTH OUOJIMOTEKH
7.1. PaboTHHKYM OMOJIMOTEKU UMEIOT MPABO:

e CAMOCTOATENTBHO  BBIOMpATH  (QOpPMBI, CpeacTBA W METOABl  OMOJIMOTEYHO-
UHQPOPMAIIMOHHOTO O0CITYy)KUBaHUSI 00pa30BaTEILHOTO M BOCIUTATEIBHOTO MPOIECCOB B
COOTBETCTBUM C MEISIMH W 3aJa4aMH, yKa3aHHBIMH B YycTaBe 00pa30BaTelIbHON
OpraHu3aliy 1 TOJI0KEHUU 0 ONOIINOTEKE;

e TPOBOJUTH B YCTAHOBJICHHOM IOpsAKE (PaKyIbTaTUBHBIC 3aHSATHS, YPOKH H KPYKKH
6ubmmoTeyHo-onbmorpadhuyeckux 3HaHUN 1 MHHOPMAITMOHHOHN KYJIBTYPHI,

e ONpEACTATh HCTOYHHKH KOMIUIEKTOBaHHS WH(POPMALMOHHBIX PECYPCOB,;

e W3BIMATh M PEAJTM30BHIBATH JOKYMEHTHI U3 ()OHIOB B COOTBETCTBUU C MHCTPYKLHMEH IO
yueTy OubnmoTeyHoro QoHma,

e yYacCTBOBATh B YIPABJICHWU OOPa30BaTENLHOW OPraHU3ALMU B TOPSJIKE, OMPEIeIIeMOM
YCTaBOM;

e yYacCTBOBaTh B COOTBETCTBHH C 3aKOHOIATENHCTBOM P® B pabore OMOIMOTEUHBIX
accoIManuii Wi COI30B.

7.2. PaboTHUKH OMOIMOTEK 00SA3aHBbI;

« o0ecreunTh MOIB30BATEIIM BO3MOXHOCTh pabOThl ¢ HMH(DOPMAIMOHHBIMU pECypcamu
OUOJINOTEKY,

«  UH(POPMHUPOBATH MMOJIL30BATEIICH O BUAAX MPEIOCTABISIEMBIX OHOIMOTEKON YCIIYT;

e OCYIICCTBIIATH IJIAHOBBIC M BHEIJIAHOBBIC MPOBEPKH OHOIMOTEYHOro (OHAA, PETY/ISPHO
OCYILIECTBIISATH MPOBEPKY OHONMMOTEYHOTO (hoHIAa 00pa30BaTENLHOW OpraHu3alh Ha
npeMeT HAJIMYKs B HEM JJOKYMEHTOB, BKIIIOUeHHBIX B DCOM,;

« 00ecneunTh HAYYHYIO OpraHU3alnuio (POHIOB U KaTaJlOTOB;

« (opmupoBaTh (HOHIBI B COOTBETCTBHH C YTBEP)KICHHBIMH (efepabHBIMU MEPEUHIMU
y4eOHBIX H3JIaHWi, OCHOBHBIMH 00OpPa30BaTENIbHBIMU IPOrpaMMaMU 00pa30BaTEIbHOM
OpraHu3allik, HWHTEepecaMHd, MOTPEOHOCTAMH W 3alpocaMd  BCEX  KaTeropuid

OJIL30BaTENeH;

e COBEPIICHCTBOBATh nH(popMarmoHHO-0nbIHorpadudeckoe " OuOIMOTEYHOE
o0ciyKMBaHUE MOJIb30BaTENCH;

. o0ecrmeunBaTh  COXPAHHOCTh  HUCHOJB30BAaHUS  HoOcWTelned  wHDOpMammu,  UX

CHUCTEMAaTHU3aIMI0, Pa3MEILIEHUE U XPAHCHHUE,;

o obecreunBaTh PEXUM pPAOOTHI B COOTBETCTBUM C MOTPEOHOCTSMHU IOJb30BaTENed U
paboToii 00pa3zoBaTENbHON OpraHU3alINY;

e OTUUTHIBATHCS B YCTAHOBJIEHHOM TIOPSJIKE TEpell PYKOBOJAUTENIEM 00pa3oBaTeIbHON
OpTraHHU3aIIH.

8. [IpaBa u 06sI3aHHOCTH MOJIb30BaTeJIeil OUOJIHOTEeKH
8.1. ITonp3oBarenn OMOIHMOTEKH UMEIOT TTPABO:
e TIOJYYaTh TOJHYIO HWH(]OpMAIKIO 0 cocTaBe OMOIMOTEYHOro (oHIa, WHDOPMAITMOHHBIX
pecypcax ¥ mpenoCcTaBIsieMbIX OMOIMOTEKOM yCryrax;

o TOJIB30BAThCS CIPABOUYHO-OMOIMOTrpapueCcKuM armapaToM OMOINOTEKH;
« TIOJyYaTh KOHCYJIBTAIIMOHHYIO IIOMOIIb B TOUCKE U BBIOOPE UCTOYHUKOB HHPOPMAIINH;



HOJTy4aTh BO BPEMEHHOE IOJIb30BaHHE HAa aOOHEMEHTE W B YMTAJIBHOM 3ajie IEYaTHBIC
U3JJaHNS, ayAMOBU3YaJIbHBIC TOKYMEHTHI M IPyTue UICTOUHUKU MH(POPMALUH;

IPOJUIEBATh CPOK MOJIB30BAHUS JOKYMEHTAMH,

NoJy4yaTh TeMaThueckue, (akrorpaduyeckue, yrouHsromue u Oubnmorpaduyeckue
CIIpaBKH Ha OCHOBE (poH1a OMOINOTEKH;

[OJy4aTh KOHCYJIBTAIMOHHYIO IMOMOIIb B paboTe ¢ uH(pOpMaMend MpU IOJIb30BAaHUU
JJIEKTPOHHBIM M UHBIM 000PYI0BaHUEM;

y4acTBOBATh B MEPONPUATHUSX, IPOBOJUMBIX OMOINOTEKOM.

8.2. [Tonp3oBarenu OUOIMOTEKU O0SI3aHBL:

co0JTr0/1aTh MpaBuiIa MOJIb30BaHUS OMOJIMOTEKOM;

OepeIKHO OTHOCHUTHLCS K MPOU3BEACHUSAM reyatu (He BBIPbIBATh, HE 3arM0aTh CTPAHUII, HE
JenaTh B KHUTaX IMOMYEPKUBAHHUI, IIOMETOK), HMHBIM JOKYMEHTAM Ha pa3IMYHBIX
HOCHTENISIX, 000PYI0BaHUIO, MHBEHTAPIO;

MO/JICPKUBATh TOPSJIOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JIOCTYyINE OMOJIMOTEKH,
PaCIIOIOXKEHUS KaPTOUEK B KATAJIOTaX M KapTOTEKaX;

MOJIb30BAaThCS IICHHBIMU M CIPABOYHBIMU JOKYMEHTaMH TOJIBKO B TOMEIICHUH
OUOJINOTEKY,

yOequThCS MpU MOTYyYEHUH JTOKYMEHTOB B OTCYTCTBUU Je(PEKTOB, a IpHU OOHAPYKEHHUH
npouHpopMupoBath 00 3TOM paboTHMKa OuOMMOTeKH. OTBETCTBEHHOCTH  3a
oOHapyXeHHbIE 1e(PEKTHI B CAABAEMbIX IOKYMEHTAX HECET MOCIEIHHH MOIb30BaTENb,
pacluChIBaTECA B UYUTATCIILCKOM (opMyisipe 3a KaXIbld TOMYyYCHHBIA JOKYMEHT
(uckmoyenue: odyyaronuecs 1-4-x KJI1accoB);

BO3BpAaIIaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAHOBJICHHBIE CPOKHU;

3aMEHATH JOKYMEHTHl OMOJIIMOTEKH B Cllydae MX YTpaThl WIM MOPYU UM PaBHOLIEHHBIMH
aub0 KOMIICHCHPOBATh ymiepd B pa3Mepe, YCTAaHOBJICHHOM IIPaBHJIAMH I10JH30BAHUS
OUOJIMOTEKOM

MOJTHOCTBIO PACCUUTATHCS C OMOIMOTEKOW M0 MCTEUCHUH CPOKa OOYUCHHS MU paOOTHI B
0011e00pa30BaTEILHOM YUPEKICHUU.



