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1. O01ue moJ10KeHu s

1.1. Hacrosiee nojgoxKeHue periaMeHTHpYeT aesTenbHocTh oubmoreku MbOY «COII-
unrepHat Nel0 c. HoBeie Atarn» (nasiee — oOpa3oBaTesibHasi OpraHu3arus).

1.2. Hacrosimee mosyioskeHue pa3padoTaHo B COOTBETCTBHH ¢ DeepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccutickoii deneparumy, mpukazom
Munkynstypsl ot 08.10.2012 Ne 1077 «O6 yrBepxaenun Ilopsaka yuera JOKyMEHTOB,
BXO/JISIIIIUX B COCTaB OMOIMOTEYHOTO (POHAA» C y4eTOM nmuchMa MUHOOPa30BaHUS OT
23.03.2004 Ne 14-51-70/13 «O I[IpumMepHOM MOJIOKESHUHU O OUOIHOTEKE
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 ()eiepalIbHbII CIIUCOK SKCTPEMHUCTCKHUX
MaTepHAaJIOB.

1.3. bubnmoreka sBIsSeTCS CTPYKTYPHBIM TTOIpa3/ieicHneM 00pa30oBaTelIbHOM OpraHn3aIlny,
CO3JIaHHBIM B LIEJSIX 0OecTeYeHus IpaBa Y4aCTHUKOB 00pa30BaTeIbHOTO Mpolecca Ha
OecraTHOE MOJIb30BaHuE OUOIMOTEYHO-MH(POPMAIIMOHHBIMHU PECYPCaMH.

1.4. TTopsiiok MOIb30BaHUsI UCTOYHUKAMH WH(POPMALINH, IepeueHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEAOCTABICHUS ONPEEIISIIOTCS HACTOSIIUM MOJIOKEHUEM 0 OMOINOTEKE U
MIpaBUJIAMHU MOJIB30BaHUs OMOINOTEKOH, YTBEP)KICHHBIMH PYKOBOJIUTENEM 00pa3oBaTeIbHON
OpraHu3aIMHy.

1.5. Opranuzanust 06cyKMBaHNs YYaCTHUKOB 00pa30BaTeNbHOTO Mpoliecca MPOU3BOIUTCS B
COOTBETCTBHUH C MPABUJIAMU TEXHUKH 0€30M1aCHOCTH U MIPOTHBONOKAPHBIMU, CAHUTAPHO-
TUTUCHUYECCKUMHU Tpe60BaHI/I5[MI/I.

2. Hean, 3anauu, GyHKIUHA ONOTHOTEKH
2.1. llenn OUOMMOTEKH COOTBETCTBYIOT LIESIM 00pa30BaTEIbHON OpraHU3aIluu ¥ BKIIOYAOT

B ce0s1 B TOM umciie: popMupoBanue oOmiel KyIbTyphl JUYHOCTH 00yUJarOIIMXCS Ha OCHOBE
YCBOGHUS COJIePKaHUsI OCHOBHBIX 00111e00pa30BaTeNbHBIX IPOrpaMM, UX aJanTaius K )KU3HU



B 00IIIeCTBE, CO3/IaHHE OCHOBBI JIJIsl OCO3HAHHOTO BBIOOPA M MOCIIEAYIOLIETO OCBOCHUS
npohecCHOHATBHBIX 00pa30BaTENIbHBIX IPOrPaMM, BOCITUTAHHE IPAKIaHCTBCHHOCTH,
TPYIOJIIO0US, YBOKEHUS K IpaBaM U CBOOOaM YeJloBeKa, JTF0OBU K OKPYKaIOLIeH MpUpo/e,
Ponune, cembe, popmMupoBaHue 310pOBOr0 00pa3a KH3HU.

2.2. 3amayamu OMOJIMOTEKH 00Pa30BaATEILHON OPTaHU3aAIIUHN SBIISTFOTCSI:

o0ecrieyeHrne yyacTHUKaM 00pa30oBaTeIbHOIo Mpolecca — 00y4aronmmcs,
HeIarOrHYeCKUM paOOTHUKAM, POAUTEIISAM (3aKOHHBIM MPEICTABUTEIISIM)
oOyuvaronmxcs (anee — mojb30BaTelsiM) — J0CTYyIa K HH)OPMALIUK, 3HAHUSM,
uzesM, KyJIbTYPHBIM IIEHHOCTSIM MTOCPEACTBOM HCIOJIB30BaHUsI OMOIMOTEYHO-
WH(OPMAIIMOHHBIX PECYPCOB 00pa30BaTEIHbHON OpraHU3AINH,

BOCHHUTAaHKE KYJIbTYPHOI'O U I'Pa)kIaHCKOI'O CAMOCO3HAHUs, TOMOIIb B
COLMANIA3ALMU 00YJaIOLIETr0oCs, PAa3BUTHN €r0 TBOPUYECKOTO TOTEHIINANA;
MPUBJICYCHUE 00YYAIOIIUXCS K CUCTEMAaTUYECKOMY YTEHUIO YUeOHOIH,
XyJI0’KECTBEHHOM, HAyYHO-TIOITYJISIPHON JIMUTEPATYPHI;

COJICHCTBUE Pa3BUTHIO TIO3HABATEILHBIX HHTEPECOB U CIIOCOOHOCTEH,
oOyyJaroumxcs,

(dhopMUpOBaHNE HABBIKOB HE3ABUCUMOTO OMOIMOTEYHOTO MOIb30BaTENs, 00yuyeHUE
MIOUCKY, OTOOPY ¥ KPUTHUYECKOH OIIEHKE WH(POPMAIINY,

COJICHCTBHUE MEIaroruueckiuM paboTHUKAM B I0JI00pE HAYYHO-METOANYECKON
JTUTEPaTyphl, ”HPOPMUPOBAHNE O HOBBIX MOCTYIUICHUSX B OMOIMOTEUHBIN (DOHT,
COBEpIICHCTBOBAHUE MPEOCTABISIEMBIX OMOIMOTEKON YCIyTr Ha OCHOBE BHEIPEHUS
HOBBIX HH(OPMALMOHHBIX TEXHOJIOTHHA M KOMITBIOTEpU3aui OMOINOTEUHO-
WH(pOPMAITMOHHBIX MTPOIIECCOB, (hOpMUPOBaHKE KOMMOPTHOM OMOIHMOTEUHOM
Cpebl.

2.3. bubnmoTeka BBIMOHSET CIeayoNe ()yHKIIH:

2.3.1. ®opmupyet GpoHa OMOIMOTEUHO-UHPOPMALIMOHHBIX PECYPCOB 00pa3oBaTeNIbHON
OpTaHU3aINH

KOMIUIEKTYET OCHOBHOM (POH[] y4eOHBIMH, XY0KECTBEHHBIMU, HAYUYHBIMH,
CIIPaBOYHBIMH, MEIArOTMYECKUMH U HAyYHO-TIOMYJISIPHBIMU TOKYMEHTAMH;
y4acTBYET B KOMIJIEKTOBAaHUU CHEIMATU3UPOBAHHOTO (OH/IAa yUeOHUKAMU U3 YHciia
BXOJSIIUX B (hefiepalibHbIN MepeueHb YUeOHUKOB, JOMYIIEHHBIX K HCIIOJIb30BAaHHIO
IIpU pealin3alii UMEIOLUX FOCYyIapCTBEHHYIO aKKpPEeIUTaIMI0 00pa30BaTeNIbHbIX
IporpaMM HayaJlbHOTO OOLIEro, OCHOBHOT'O OOIIEro, CPEAHEro o0Iero
o0pa3oBaHus, U yUeOHBIMU TOCOOMSIMH, TOMYIIEHHBIMU K UCIIOJIB30BAHUIO MTPU
peanu3alyy yKazaHHbIX 00pa30BaTebHBIX IPOrPaMM;

aKKyMyJIHpyeT (OHA JOKYMEHTOB, CO37aBAEMbIX B 00pa30BaTeIbHON OpraHu3aluu
(myOnukanmii 1 paboT rmearoroB 00pa3oBaTeIbHON OpraHU3aI|H, JTyUYIIIX
HAay4YHBIX Pa0OT U pedepaToB yUaIuxcs U 1p.);

OCYILIECTBIISET pa3MELLIEHNE, OPTaHU3ALINIO U COXPAHHOCTD IOKYMEHTOB,;
OpraHu3yeT U BeJIEeT CIPaBOYHO-OMOIMOrpaduueckuil annapar: Katajaoru
(anaBUTHBIN, CHCTEMATUYECKHUIT), KAPTOTEKH (CHCTEMAaTHYECKYIO KAPTOTEKY
CTaTeil, TeMaTHYECKUE KAPTOTEKHU), HICKTPOHHBIN KaTayior, 6a3bl TaHHBIX 10

npod o 00pa30BaTENbHON OpraHU3aIIH.



2.3.2. OcymectBiseT auddepeHInpoBaHHOE OMOIMOTEYHO-MHPOPMALMOHHOE
o0cmy>)kuBaHUE 00YyJarOIITUXCS:

e TMpenocTaBisieT MHPOPMAIIMOHHBIE PECYPCHI HA PA3IMYHBIX HOCUTEIISX;

e OpraHu3yeT 00yueHHE HaBbIKAM HE3aBHCHMOT'O OMOIMOTEYHOTO MOJIb30BATENS U
notpedurens HHGoOpMaIH, COACUCTBYET UHTErPalluy KOMIUIEKCA 3HAaHUM, YMEHUN
Y HaBBIKOB PaOOTHI C KHUTOU U MH(POpMAIUEH;

e OKa3bIBaeT MH()OPMALIMOHHYIO MOAJIEPKKY B PELICHUU 3aa4, BOSHUKAIOIIUX B
nporecce yueOHoM, caMoo0pa30BaTeIbHON U JOCYTOBOM NESTEIIEHOCTH
oOyyJaronuxcs,

e OpraHU3yeT MAacCOBBIC MEPOTPHUATHS, OPUCHTHPOBAHHBIC HA PA3BUTHE OOIICH 1
YUTATEIbCKON KYIbTYpbl JINYHOCTH,

e COJCHCTBYET MEIaroru4eckKuM paOOTHUKAM B OpraHU3aIl[iu 00pa30BaTEeILHOTO
mpolecca 1 Jocyra 00y4aroImuxcsl.

2.3.3. Ocymiectisier quddepeHIMpoBaHHOE OMOINOTEYHO-HH(POPMAITIOHHOE
00CITy’)KMBaHHE NIeJarOTHYECKIX PaOOTHUKOB:

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

e COJEHCTBYeT Npo(hecCHOHANBHOM KOMIETEHIIUH [1€1ar0oroB, MOBBIILICHHUIO
KBaJTM(PUKAINHY, TIPOBEJICHUIO aTTECTAIINH;

e OCYIIECTBIISICT TeKyIllee HHHOPMUPOBaHHE (IHU HHPOPMALIUH, 0030PbI HOBBIX
NOCTYIUICHUN M yOJIMKAIINK);

e CIIOCOOCTBYET IPOBEIEHUIO 3aHATUH 110 (POPMUPOBAHUIO HHPOPMALIMOHHOM
KYJBTYPBl 00y4aroImuXcsi, SIBIsIeTCst 6301 ISl MPOBEACHUS PAKTUIECKUX 3aHIATUI
1o pabore ¢ HH(POPMAIIMOHHBIMH PECYpCaMH.

2.3.4. OcymiectisieT quddepeHIMpoBaHHOE OHOINOTEYHO-HH(POPMAITHOHHOE
o0ciTy)KHBaHHE poJuTeNe (3aKOHHBIX TPECTaBUTENCH) 00y aOIIUXCSL:

e YJIOBJIETBOPSET 3aMPOCHI MOJIb30BaTeNCH U HHPOPMUPYET O HOBBIX MOCTYIUIEHUSX B
OuOIMOTEKY;

e KOHCYJBTHUPYET I10 BOIIPOCAM OpraHU3alMU CEMEMHOI0O YTEHHUs], 3HAKOMUT C
uH(popMalel 10 BOCIUTAHUIO JIETEH;

e KOHCYJBTHUPYET 110 BOIIPOCAM YUEOHbBIX U3JaHUN JJIs 00YJaroLXCsl.

3. Opranuszanus aesATeJbHOCTH OMOJIHOTEKH

3.1. Obmee pyKOBOJICTBO ACSATEIHHOCTHIO OMOIMOTEKH OCYIIECTBISIET PYKOBOIUTEIH
00pa3oBaTeNbHON OpraHU3aIIH.

3.2. HemocpenctBeHHOE PYKOBOACTBO OMOIMOTEKOM OCYIIECTBISET 3aBEAYIOMINN
OMOIMOTEKOM, KOTOPBII HA3HAYAETCSl PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBenyromnuii OMOIMOTEKON HECET OTBETCTBEHHOCTH B MPEIEax CBOSH KOMIETECHITUH 32
OpTraHU3aIMI0 U PE3YNIbTaThl AEATEIbHOCTH OUOINOTEKH.

3.4. 3aBenyronuii OMOIMOTEKON pa3padaThIBAET U MPECTABISET PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHU3aIMK HA YTBEPXKIEHUE CIEeTYIONNe JOKYMEHTHI:



e TIOJIOKEHUE 0 OMOIMOTEKe, MPaBIIIa MOJIL30BAHUS OUOINOTEKOIH;
e TIOJIOYKEHHUE O TUIATHBIX yCIyrax OMOJIMOTEKH;
e TUIAHOBO-OTYETHYIO IOKYMECHTAIIHIO.

3.5. B coctaB OMOJIMOTEKU BXOIUT:

e a0OHEMEHT;

e YUTAJILHBIN 3471,

e OTHEN y4eOHUKOB,

e oTxen nHpOpMaAMOHHO-OnbIHOrpaduiecKkoil padboTsr,

3.6. bubamoreuHo-nHGOPMAIIMOHHOE 00CITY)KMBAaHUE OCYIIECTBIISCTCS B COOTBETCTBHH C
IIaHaM# PabOThl OMOIMOTEKH U PEKUMOM pabOThI 00pa30BaTEIILHON OpPTaHU3AIIHH.

3.7. bubnmoreka BIpaBe MPeAOCTaBIATh IIATHBIE OMOIMOTEYHO-MH(POPMALIMOHHBIE YCIYTH,
IepevyeHb KOTOPBIX ONpeeNIeTcsl yCTaBOM 00pa30oBaTeIbHON OpraHU3alHH.

3.8. PesxxuM paboThl OMOIMOTEKH OMPEACIIIETCS 3aBSIYIOIUM OMOTUOTEKON C YIETOM
pexkuma paboTbl 0Opa3oBareabHON opranu3anuu. OUH pa3 B MecAL IpeayCcMaTpUBaeTCs
CaHUTAPHBINA JIEHb, B KOTOPBII 00CIyKMBAaHUE M10JIb30BATENEH HE TPOUZBOAUTCS.

4. Y4er nocTynjieHus: U BbIOBITHS JOKYMEHTOB O0u0/1oTedHoro gonaa
4.1. Tlpuem 1O0KyMeHTOB B (pOH]] OMOIMOTEKH BKIIFOYACT CIICTYIONTNE OTICPAIIHH:

e CBEpKa MOCTYIUICHUH C TIEPBUYHBIM YYETHBIM JOKYMEHTOM (HaK/IajaHasl, aKT),
BKITIOYAOIIIM CITUCOK MOCTYNHBIINX JOKYMEHTOB;

e COCTaBJEHHE MEPBUYHOTO YUETHOI'O JOKYMEHTA JUJIsl MOCTYIUICHUH Oe3
CONPOBOJUTENBHON TOKYMEHTALINH;

e perucTpanys NoCTyNMUBIINX JOKYMEHTOB B PETUCTPaX CyMMapHOTo, TPYIIOBOIO U
unauBuayansHoro yueta (TOCT 7.0.93-2015 «bubauoreunsiii pon. TexHomOTHsS
(hopMHpOBaHUY).

4.2. Ilpy mOMOTHEHUH OCHOBHOTO OUOIMOTEYHOTO (hOHIa HEOOXOUMO COOTIOAATh
tpedoBanus OenepanbHoro 3akoHa oT 25.07.2002 Ne 114-D3 «O npoTHBOICHCTBUN
KCTPEMUCTCKOH J1eATeNbHOCTUY. JJoKyMeHThI, BKItoueHHbIe B DeiepanbHblil CIIUCOK
IKCTPEMHUCTCKUX MaTepuaioB (nainee — ®COM), onyOIMKOBaHHBIN Ha OUIIMATEHOM CalTe
Mumntocra (http://minjust.ru/ru/extremist-materials), mpuoOperaTs 3anperieHo, mpu
BBISIBIICHUH WX B (DOHIIE — M3BIMATh U3 JIOCTYIIA.

4.3. Yuer u 06paboTka TOKYMEHTOB OMOIMOTEYHOTO (POHAA.

4.3.1. Yder u 06paboTKa JOKyMEHTOB OCHOBHOT'O (DOH/a OCYILECTBIISETCS MHUBHIYyaIbHBIM
crioco6oM. CBeIeHHUs 0 TOCTYNMUBIINX TIEYaTHBIX JOKYMEHTaX BHOcATCS B «KHUTY
CYMMapHOT0 yueTa JOKYMEHTOB OCHOBHOTO (DOHIA».

[TocTynuBImIMM TOKyMEHTaM IIPUCBAaUBAOT MHAWBHUYAIBHBIN pErHCTPAllMOHHBIN HOMED
(MHBEHTApHBIN HOMEP WJIM MHOW 3HAK, MPUHSATHIA B KAUECTBE PETUCTPALIMOHHOTO HOMEPA,
CHCTEMHBI HOMEp UIsl DJICKTPOHHBIX JOKYMEHTOB) M MIH(P XpaHESHUS.



Perucrpanuonnsie HoMepa U MUGPHI OTMEYAIOT B PETUCTPaX MHAWBUIYAILHOTO yyeTa
JOKYMEHTOB — UHBEHTApHOI KHUTE, KAPTOTEKE PETUCTPALIUU Ta3€eT, )KYypHAJIOB, yUYEeTHON Oa3e
JTAHHBIX.

Bce ak3eMIusipbl MPUHATHIX U3JaHu mwremnentorTed. [lltemnens ¢ HaMuMeHOBaHHEM
00pa3oBaTebHON OpraHU3aIMK J0HKEH OBITh TPSIMOYTOJILHON (hOPMBI, pa3MepoM He
6oumpire uem 1,5 X 4 cMm.

[ITemrens cTaBUTCS HA 000POTE TUTYIILHOTO JIUCTA (IIPU OTCYTCTBUH TUTYJILHOTO JINCTA —
Ha [EPBOI CTPAHUIIE TEKCTa IOJ1 3arjaBueM), Ha 17-i cTpaHuIle IO/ TEKCTOM B JICBOM
HIDKHEM YTy U Ha 000pOTe Kakaoro npuioxenus. Ha 6poirtopax u xypHajiax mTeMIeNb
CTaBUTCSI TOJIBKO Ha 00JI0KKE MIIM Ha IEPBOM CTPAHULIE TEKCTA.

CoctaB ocHOoBHOTO (hoHIa PUKCUPYETCS] B KAPTOYHOM aJI(DaBUTHOM KaTajiore, B
AJICKTPOHHOU 0a3e TaHHBIX OUOIMOTEKH.

4.3.2. Yder u 00paboTka crienuain3upoBanHoro ¢onja. Crnenuani3upoBaHHbIN HOH]T
YUUTBIBACTCS U XPAHHUTCS OTAEITBHO OT OCHOBHOTO OMOIMOTEUHOTO (hOH/IA.

VY4er 10KyMEHTOB CIEeLUATU3UPOBAHHOIO (POH/A, KAK MHOT'O3K3EMIUIIPHOM JIUTEpaTyphl,
OCYILIECTBIISIETCS TPYIIIOBBIM CIIOCOOOM U OoTpaxkaercs B «KHUre cymmapHoro yuera
yueOHOro (oHma» U B KApTOTEKE PErUCTPALIMOHHBIX KapTOUEK.

Ha kaxoe HanMeHOBaHUE TOKYMEHTOB CIICLHAIM3UPOBAHHOTO (DOH/IA 3aBOIUTCS OT/ACIbHASL
yueTHas kapTouka. Kaprouku ¢ 6ubnmuorpadguyeckiuM onucaHueM U3aHui yueOHUKOB
PacCTaBISIFOTCS B YUETHYIO KAPTOTEKY 110 KJlaccaMm, a BHYTPH KJIaCCOB — 110 al(aBUTY
(bamuuii aBTOPOB MM 3aryiaBuid. J[iist KOHTPOIIS 32 COXPAHHOCTBIO YUETHBIX KAPTOUEK OHH
peructpupyorcs B «KypHaie perucTpalui y4eTHbIX KapToueK y4eOHUKOBY.

TexHnueckas 00pabOTKa TOKYMEHTOB IIPElyCMAaTPUBAET CIEAYIONINE ONEepaliu;

e TIPOCTABIICHUE Ha KAXKJIOM JIOKYMEHTE IITeMITe]Isl OMOIMOTEKN B COOTBETCTBHUU C
myHKTOM 4.3.1 HACTOAIIETO MOJIOKEHUS,

e YCTaHOBJICHHE CPEJCTB 3AlIUTHI OT YTpaThl (MATHUTHBINA AaTYMK, PAJTAOYHII, HHON
BHUJT MAPKUPOBKH);

e W3rOTOBJICHUE U MPUKPEIUICHHE K JOKYMEHTY Macropra yueOonuka. [lacropt
yueOHUKa MPUKJIEUBAETCS Ha TOCeIHeN cTpaHulle yueOHrKa. 3anoaHsIeTCs Ipu
BBIIAYE YUTATEIIO.

VYder crienuann3upoBaHHOTO (OH/A MPEeTyCMaTPUBAET OTPAXKEHUE €T0 COCTaBa B CIIPABOYHO-
oubnuorpaduueckom ammapare OMOIUOTEKH, B TOM YKCIE B SJICKTPOHHOM 0a3e JaHHBIX.

4.4. BpiObITHE TOKYMEHTOB OMOIMOTEYHOTO (OH .

4.4.1. ITpuuuHBI, IO KOTOPHIM TOKYMEHT MOKET OBITh BBIBE/IEH U3 COCTaBa OMOIMOTEYHOTO
¢doHIa, BKIIIOYAIOT B TOM YHCIIE€ BETXOCTh, 1€()EKTHOCTh, YCTAPENOCTh MO COJEPKAHUIO,
yrpary. Uckimodenne 1okyMeHTa u3 On0aInoTedyHoro (GoHa IpOBOIUTCS HA OCHOBAHUH
aHaJM3a cocTaBa OMOIMOTEYHOrO (POHA U PE3YIIBTATOB €0 MPOBEPKH.



4.4.2. Tlox BETXOCTHIO JOKYMEHTA IOHUMAIOT Pe3yIbTaT €CTECTBEHHOTO CTapEHUs MU
(bu3n4ecKOro U3HOCa JOKYMEHTA.

4.4.3. Ilon neeKTHOCThIO TOKYMEHTa TOHUMAIOT YaCTUYHYIO WM MOJHYIO YTPaTy
JKCIUTyaTal[MOHHBIX KaueCTB JOKYMEHTA B PE3YJIbTaTe BHEIITHETO BO3/ICHCTBHUS.

4.4.4. Tlon ycTapenocThio IO COJIEPKaHUIO0 IOHUMAIOT MOTEPI0 aKTyaIbHOCTH TEMATHKH,
MOJITBEPKIAEMYIO OTCYTCTBUEM CIIPOCA YUTATENIEH, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeesieHUy U peaan3aluu.

4.4.5. Tlox yTpaToil TOKYMEHTa MOHUMAIOT €r0 OTCYTCTBHE B (POHIe OMOIMOTEKH 10
PUYUHAM TIOTEPHU, XUIICHUS, OSJICTBUN CTUXUHHOTO, TEXHOTCHHOTO (B TOM YHCIIC
XaKePCKO#l aTakk U HEBOCCTAHOBUMOT'O COOs JICKTPOHHOTO 000PY/I0BAHHMS) HITH
COILIMAJILHOTO XapaKTepa, M0 HEYCTAaHOBICHHOW MPUYHHE.

4.4.6. IIporuecc NCKITIOYEHUS TOKYMEHTOB U3 (hoHIa OMOIMOTEKN OCYIIECTBISIETCS B
cootBeTcTBUM ¢ [lopsiikoM ydeTa JOKyMEHTOB, BXOJAIIUX B cOCTaB OMOIMOTEYHOT0 (POHAA,
YTBEp)KIECHHBIM npuKazoM MuHkyasTypsl ot 08.10.2012 Ne 1077.

4.4.7. BpIObITHE TOKYMEHTOB OMOIMOTEYHOTrO (POHA IPOU3BOIUTCS B PE3YIbTATE UX
CIIMCAaHMsI KOMHCCHEHN, CO3/IaHHON PYKOBOAUTENEM 00pa30BaTeIbHON OpraHu3aluy.

4.4.8. YTimim3anus CliMCaHHBIX JIOKYMEHTOB OMOIMOTEYHOro (pOHa MPOU3BOIUTCS B
COOTBETCTBHUH C 3aKOHOAATETHCTBOM PD.

5. IIpoBepka nokymMeHTOB OO 1HOTEYHOrO (hoHIA

5.1. [InaHoBast mpoBepka JOKyMEHTOB OMOIMOTEYHOrO (POH/Ia TPOBOAUTCS C
NEPUOIMYHOCTBIO OJIMH pa3 B MATh JIET HA OCHOBAaHUH rpaduka MPOBEPKHU, YTBEPHKIEHHOTO
3aBeAYIOIIMM OMOTHOTEKOM.

5.2. BHemanoBas mpoBepKa JJOKYMEHTOB OMOIHOTEIHOT0 (DOHAA MPOU3BOIUTCS B
00513aTeTTbHOM TOPSJIKE:

e TIpU BBISBJICHUU (DAKTOB XUILEHUS, 3710yNOTPEOIEHHS UM IOPUYH JOKYMEHTOB,;

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

e IIpH peopraHu3alMy WIN JUKBUIAIMKA 00pa30BaTeIbHON OpraHU3allHH.

5.3. IIpoBepka ¢oHa Ha IpEMET HAJTMUKS B HEM JJOKYMEHTOB, BKIIFOUeHHbIX B DCOM,
MIPOBOAUTHCS:

e TIpU MOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;
e CHCTEMaTHYECKH (HE pexke OJJHOTO pa3a B TpH Mecsna) 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 IOKYMEHTbI OTCYTCTBYIOT 110 HEYCTAHOBJIEHHON MPUYMHE, TO K aKTY
MIPUKIIAIBIBAETCS UX CIHCOK, B KOTOPOM (DUKCUPYIOTCSI CBEACHUS O KOJIMYECTBE JOKYMEHTOB



6ubnoTeyHoro GpoHaa B HUIMYHH U KOJTMYECTBE OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCIIE
10 HEYCTAaHOBJICHHOM IIpU4YnHE. B aKkTe Taxke yKa3bIBalOTCS HOMEP M JlaTa aKTa
IpeABIAYIIEH TPOBEPKHU.

[Ipu BBIsSIBIIEHUH B IIpoIiecce MPOBEPKU (POH/IA OTCYTCTBYIOIIUX TOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJICHHsI BUHOBHBIX JIML YOBITKU II0 HEJIOCTa4aM CIIMCHIBAIOTCA B
COOTBETCTBHUHU C ICUCTBYIOIIMM 3aKOHOJATEIbCTBOM.

5.5. Jlnsa mpoBepku 6ubmoTedHoro ¢poHaa 00pa3oBaTeIbHOM OPraHU3aIliy Ha TIPEAMET
HaJIM4MUs B HEM JIOKYMEHTOB, BKIIIOUeHHBIX B @COM, B 00pa3oBaTenbHOIi OpraHu3aiuu
co3maercs cnenuanbHas Komuccus no cepke 6udnuoreunoro ¢ponnaa ¢ denepanbHbiM
CIIUCKOM 3KCTPEMHUCTCKUX MAaTEPHAIIOB, BBISBICHUIO, U3BSITUIO M YHUUITOKCHHIO
IKCTPEMHUCTCKUX MaTepuaioB (manee — KoMuccus mo npoBepke 3KCTPEMUCTCKUX
MaTepUaJIOB), KOTOPAasi CUCTEMaTHUeCKH (HE peXe OJJHOTO pa3a B TPH MECSIa) OCYIIECTBIISCT
poBepKy OnbnnoTedHoro ¢poHaa oOpa3oBaTeIbHON OpraHU3alui Ha MPEAMET HAIUYHUS B
HEM JIOKYMEHTOB, BKJIIoueHHbIX B @COM, nyrem cBepku @COM co cripaBoyHO-
oubnuorpaduueckum anmnaparom (GoHma.

IIpu BbIsIBIEHNH JOKYMEHTa, BKItoueHHoro B ®COM, Ha 3Tane KoMIIeKTOBaHUS (OHa
YKa3aHHBIN JTOKyMEHT HE TIOJUICKHT BKIIOYCHHUIO B ONOIMoTeyHbIil poHa 00pa3oBaTebHON
OpraHu3aLMH.

B cirydae BeIsiBIeHHS JOKYMEHTa, BKIIOUeHHOTO B DCOM u yxe Haxoxasmerocs B GoH e
6ubnnoTekn 00pa30BaTEIbHONW OpraHU3aliy, JOKYMEHT UCKIII0YaeTcst U3 OnOINOTeYHOro
(boHIa 1 IOUICKHUT YHUUITOKEHUIO.

6. [lopsinok MoIb30BaHUs OMOINOTEKOM

6.1. 3aruck oOyJaronIXcsi 00pa3oBaTeIbHON OpraHu3auy B OMOIMOTEKY IPOU3BOJUTCS IO
CIIMCOYHOMY COCTaBy KJIacCca B MHAMBHUAYAJIILHOM NOPAIKE, E1arOrM4eCKUX U MHBIX
pabOTHUKOB 00pa30BATEIHLHOI OpraHU3aluH, POAUTENCH (MHBIX 3aKOHHBIX MPEICTaBUTEIICH)
oOyuarommuxcs — 1o nacnopry. [lepeperucrpanus nonpzoBareneil 6MOIMOTEKH
IIPOU3BOJIUTCS €KErOJHO.

6.2. JIokyMEeHTOM, IMOATBEPKTAIOIINM TIPABO MOJIE30BAHUS OMOTUOTEKOM, IBISICTCS
qUTaTeNbCKUN popmynsap. UutaTenbckuit Gopmynsp GUKCHpYeT 1aTy Bbllaun
I0JIb30BATENIO JOKYMEHTOB U3 OHa OMOIMOTEKH U UX BO3BpAIlleHUs B OMOINOTEKY.

6.3. I[Topsitok 1OJIE30BaHNST A00OHEMEHTOM:

6.3.1. ITonp30BaTEIN UMEIOT IIpaBoO MMOJYYUTH HA 1OM U3 MHOTOTOMHBIX U31aHul HEe Ooiee
ABYX HJOKYMCHTOB OJJHOBPEMEHHO.

6.3.2. MakcumanbHbIe CPOKH ITOJIb30BAaHHS JOKYMEHTaMU:

e y4eOHUKH, yueOHbIE TOCOOUS — yUeOHBIH TOJ;

e HAY4YHO-TIONYJIApHAs, O3HABATENbHAas, Xy/10)KECTBEHHAs TUTEPATypa — OJIUH
MECHILL;

e IEpPUOAMYECKHE W3JaHMs, U3aHUs OBBIIIEHHOTO cripoca — 15 qHei.



6.3.3. [Tonmp30BaTeny MOTYT MPOAIUTH CPOK MOJTB30BaHUS JOKYMEHTAMH, €CJIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI JPYT'HX ITOJIb30BATEICH.

6.4. ITops10K NOIB30BAHUS YUNTAJIBHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeHa3HAYCHHbIE I Pa0OThl B YUTAIBHOM 3ajie, Ha JIOM HE BBIAAIOTCS.

6.4.2. DHIIUKJIIONIETNH, CIIPABOYHUKH, PEIIKHE, IICHHBIC U UMCIOIIHUECS B AMHCTBEHHOM
AK3EMILISIPE TOKYMEHTHI BBIIAFOTCS TOJIBKO JIJIsi paOOThI B UNTAJIBLHOM 3aJIe.

6.5. ITopstok paboOTHI C KOMIIBIOTEPOM, PACIIOIOKEHHBIM B OMOJIMOTEKE.

6.5.1. PaGoTa ¢ KOMIBIOTEPOM YUYaCTHHKOB 00Pa30BaTEILHOTO MPOIEcca IPOU3BOJUTCS 110
rpaduKy, yTBEpKICHHOMY PYKOBOAMTEIEM 00pa30BaTe/IbHOW OpraHu3alum, U B
IIPUCYTCTBUH COTPYAHUKA OUOIHOTEKH.

6.5.2. Pa3pemaercs paboTta 3a OJJHIM MTEPCOHATBHBIM KOMITBIOTEPOM He 0oJiee IBYX YEIOBEK
OJTHOBPEMEHHO.

6.5.3. [Tonp3oBarens MMeET MpaBo pabOTaTh C COOCTBEHHBIM HOCUTEIEM HH(POPMAIIMH TI0CTIe
MPEABAPUTEIIBHOTO TECTUPOBAHUS €T0 PAOOTHUKOM OHOINOTEKH.

6.5.4. ITo BceMm Bompocam rmoucka HHGOPMALMK B MHTEPHETE TOJIb30BaTENb J0JIKEH
oOpamniatbcsi K pabOTHUKY OMOIMOTEKH; 3arpeniaeTcs o0palieHrne K pecypcaMm HHTEpHEeTa,
MPEATOJIararolM OIIaTy.

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

7. IlpaBa u 0013aHHOCTH OUOJTHOTEKH
7.1. PaGoTHHKY OUOIHOTEKH UMEIOT TIPABO:

e CaMOCTOATENBHO BBIOMPATh (POPMBI, CPEJCTBA U METO bl OMOIMOTEUHO-
nH(pOpMaIMOHHOTO 00CTyKUBaHUsT 00Pa30BATEILHOTO U BOCIIUTATEIHLHOTO
IIPOLIECCOB B COOTBETCTBUH C LIEJIIMU U 33JJa4aMH, yKa3aHHBIMU B YCTaBe
00pa3oBaTeNbHON OpraHr3aIliy U MOJ0KEHUH 0 OMOJINOTEKE;

e TPOBOJUTH B YCTAHOBJIEHHOM HOpsi/IKE (DaKyJIbTaTUBHbIE 3aHATHUS, YPOKH U KPYKKHU
6ubamoTeyHo-61OIMOrpaduuecKrux 3HaHUN U UHOOPMALIMOHHON KYJIbTYpBHI,

e ONpEAETATh UCTOYHUKH KOMIUIEKTOBaHUS HHPOPMALIMOHHBIX PECYPCOB,;

e U3bIMATh U PEATU30BBIBATH JOKYMEHTHI U3 (JOHJIOB B COOTBETCTBUU C MHCTPYKIUEH
1o y4yety OubimoreqHoro GpoHmaa;

e Y4acTBOBAaThb B yIpaBIE€HUU 00pa30BaTEIbHON OpraHU3aH B MOPSAKE,
OIPEEIIIEMOM YCTaBOM,

e Y4acTBOBATb B COOTBETCTBUU C 3aKOHOJIaTENbCTBOM P® B paboTe OMOIMOTEUHBIX
accolralui WIA COK30B.

7.2. PaOOTHUKHU OUOJIMOTEK 00A3aHbI:



e 00ecTeunTh MOJIB30BATESIM BO3MOXKHOCTD Pab0OThI ¢ MHPOPMAITMOHHBIMU
pecypcaMu OMOIMOTEKH,

e HWHPOPMUPOBATH MOJIB30BATENICH O BHIAX MPEIOCTABISAEMBIX OUOIMOTEKON YCIIyT;

e OCYIIECTBJIATH IJIAHOBBIE U BHEIUIAHOBBIE MTPOBEPKU OMOIMOTEYHOTO (POHAA,
PETYIISPHO OCYIIECTBIISATH MPOBEPKY OMOIMOTEYHOTO (HhOHIa 00pa30BaATEIBHOMN
OpraHU3alMy Ha MPEIMET HAIMYKS B HEM JIOKYMEHTOB, BKIIOUEHHBIX B PCOM;

e 00ecrneunTh HAyYHYI0 OpraHu3anuio GOHIOB U KaTaloroB.;

e (opmupoBath (HOHABI B COOTBETCTBHH C YTBEPKACHHBIMH (eiepabHBIMU
MePEeYHsIMHU y4eOHBIX U3/IaHU, OCHOBHBIMU 00pa30BaTebHBIMH IIPOTPAMMAMU
o0pa3oBaTeNbHOI OpraHu3aluy, THTepecamMu, MOTPeOHOCTAMHU U 3allpOCcaMu BCeX
KAaTeropyil MOJIb30BaTeIICH;

e COBEPIICHCTBOBAaTh MH(OPMAITMOHHO-OMOIHMOrpadguieckoe u OUOIHOTEUHOE
00ciy>)KMBaHUE TIOJIb30BATENCH;

e o0ecrneunBaTh COXPAHHOCTh MCIOIb30BaHUS HOCUTENEH HHOpMaIUH, UX
CUCTEMAaTH3AIIHNIO, pa3MEIIICHUE U XPAHCHNUE,

e o0ecrneunBaTh PeKUM PabOTHI B COOTBETCTBHH C MOTPEOHOCTAMU MOJIB30BaTENCH U
paboTtoii 00pa3oBaTeIbHON OpraHu3alluiy,

e OTYHUTHIBATHCS B YCTAHOBJIICHHOM MOPSAKE Mepes] pyKOBOAUTENEM 00pa30oBaTeNbHOM
OpTaHH3aIHIH.

8. [IpaBa u 00513aHHOCTH MOJIb30BaTeJIeii OMOJIHOTEKH
8.1. ITonp3oBaTenu OUOIMOTEKH UMEIOT MPaBO:.

e TOJYyYaTh MOJHYIO HH(OPMALIKIO O cocTaBe OubIMoTeYHOro (hoHAa,
WH(OPMAIIMOHHBIX peCypcax U MPEI0CTaBIIEMbIX OMOIUOTEKON yCayrax;

e TIOJB30BAThCS CIPABOYHO-OMOMHMOrpadhuuecKuM anmapaToM OUOINOTEKH;

e TIOJyYaTh KOHCYJIbTAIMOHHYIO ITOMOIIb B TIOMCKE W BEIOOPE HCTOYHUKOB
uH(popMaIuy,

e TIOJyYaTh BO BPEMEHHOE MOJIb30BaHNE HAa A00OHEMEHTE U B YATATHLHOM 3aJie
NeYaTHbIC U3/IaHUA, ayTUOBU3YaAIbHbIE TOKYMEHTHI M IPYTHe UCTOUHUKH
uH(popMaluy,

e TPOAJNIEBATH CPOK MOJIB30BAHUS JOKYMEHTAMH;

e TIOJIyYaTh TEMaTHYeCKue, hakTorpapuyeckue, yTouHsoIme u Oudnuorpapudeckue
CIIPaBKHU Ha OCHOBE (poHIa OMOINOTEKH;

e TIOJyYaTh KOHCYJIbTAIMOHHYIO ITOMOIIE B paboTe ¢ mHpopMaIuei npu

MOJI30BAHUU AJIEKTPOHHBIM M UHBIM 000PYJOBaHHEM;
y4acTBOBATh B MEPOIPHSITHSIX, TIPOBOJUMBIX OHOTHOTEKOH.

8.2. [Tonp3oBarenu OUOIUOTEKU OOS3aHBL:

e co0uyroaTh MpaBuiia MOIB30BaHUS OHMOIHOTEKOMH;

e 0epeXHO OTHOCUTHCS K MTPOU3BEACHUSM TieuaTh (He BBIPHIBATh, HE 3arH0AaTh
CTpaHMII, HE JIeJIaTh B KHUTaX MOYEPKUBAHUMN, ITOMETOK), HHBIM JOKYMEHTaM Ha
Pa3IMYHBIX HOCHTENSIX, 000PYI0BaHUIO, HHBEHTAPIO;

e TOJACPKHUBATH MOPSIAOK PACCTAHOBKU JJOKYMEHTOB B OTKPBITOM JIOCTYIIE
OMOIMOTEKH, PACTIONOXKEHHS KapTOUEK B KaTaJlorax M KapTOTeKax;

e TIOJH30BAThCS IICHHBIMU M CIIPABOYHBIMH IOKYMEHTAMHU TOJIEKO B TTIOMEIIIEHUT
OHOINOTEKH;



yOeAUThCS PU TOTyYSHUH TOKYMEHTOB B OTCYTCTBHH J1e(DEKTOB, a pu
oOHapyxeHHH TporH(POpPMUPOBATH 00 ’TOM pabOTHUKA OMOJIMOTEKH.
OTBETCTBEHHOCTH 32 OOHAPYKEHHBIE Ae(DEKTHI B CABAEMBIX JTOKYMEHTaX HECET
MOCJICTHUH MTOJIb30BaTEIIb;

PacIUCBIBATHCS B YUTATEIHCKOM (POPMYIIAPE 32 KaXKIBIN MOITy4YeHHBIN TOKYMEHT
(ucksrouenue: obydaromirecs 1-4-x Ki1accoB);

BO3BpaIlaTh JOKYMEHTHI B OMOJIMOTEKY B yCTAaHOBJICHHBIE CPOKHU,

3aMEHSTh JOKYMEHTBI OMOJIMOTEKHU B CIIydae UX yTPaThl WM MOPYH UM
PaBHOIICHHBIMH JI00 KOMIIEHCHPOBATh yIIepO B pazMepe, yCTAaHOBICHHOM
NpaBUJIaAMU TI0JIb30BaHUsI OUOIMOTEKOIA;

MOJTHOCTBIO PACCUUTATHCS C OMOIMOTEKON MO UCTEYCHUHU CPOKa 00YUEHUS HITH
paboThI B 00111€00pa30BaTEIbHOM YUPEKIACHUH.
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