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IMoJs10:xeHue 0 OUOJINOTEKE
1. O6uIue mos10xKeHus

1.1. Hacrosiee moyioskeHue periiaMeHTHpyeT fesTesibHocTh oubnnoreku MBOY «COILINe
6» um. OmapoBa M.O.(nanee — oOpa3oBaTeIbHAS OPraHU3ALHS).

1.2. Hacrosiiiee noyioskeHue pazpaboTaHo 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 yrBepxaenun Ilopsaka yuera J0KyMEHTOB,
BXOJSIINX B COCTaB OMOIMOTEYHOTO (hOHIA» C y4eTOM MuchMa MUHOOpa3oBaHUs OT
23.03.2004 Ne 14-51-70/13 «O IIpumepHOM TOJIOKEHUH O OUOIHOTEKE
00111e00pazoBaTenbHOr0 yupexaeHus», Meroaudeckux pexkomennanuit ®I'bBHY «HIIb uwm.
K.A. Ymmuckoro» ot 31.05.2017, pekomennanuit MunkynsTypsl ot 12.09.2017 no pabote
OMOIMOTEK ¢ TOKYMEHTaMH, BKIFOUCHHBIMA B (heIepaTbHBIN CIIHCOK SKCTPEMHUCTCKHIX
MaTepHaoB.

1.3. bubnunoreka sBISETCS CTPYKTYPHBIM MOApa3zieeHueM 00pa30BaTeIbHOW OpraHu3aIum,
CO3JIaHHBIM B LIEJISIX OOECIEeYeHNus IpaBa y4aCTHUKOB 00pa30BaTeIbHOIO MpoLEecca Ha
OecruiaTHOE TOJIb30BaHNE OMOINOTEUHO-UH(OPMALIMOHHBIMH PECYpCaMH.

1.4. TTopsiiok MOIb30BaHUs UCTOYHUKAMH WH(POPMALINH, IEpeUeHb OCHOBHBIX YCIYT U

YCIIOBUS UX MPEAOCTABICHUS ONPEEIISAIOTCS HACTOSIIKUM MOJIOKEHUEM 0 OMOINOTEKe U
MIpaBUJIAMHU TOJIb30BaHUS OMOINOTEKOH, YTBEP K ICHHBIMH PYKOBOJIUTENEM 00pa30oBaTeIbHOM
OpraHu3aIMHy.

1.5. Opranuzanust o0CTy>KUBaHHsI YYaCTHUKOB 00pa30BaTeIbHOTO Mpoliecca MPOU3BOIUTCS B
COOTBETCTBHUHM C IPAaBUJIAMHU TEXHUKH 0€30M1aCHOCTH U IPOTUBONOKAPHBIMU, CAHUTAPHO-
TMTUEHUYECKUMU TPEOOBAHUSMH.
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2. Hean, 3anaun, pyHKIUM OMOTHOTEKH

2.1. Ilenn OUOIMOTEKU COOTBETCTBYIOT IEJISIM 00Pa30BaTEILHON OPraHU3alluy U BKIIOYAIOT
B ce0s1 B TOM uuciie: GopMHpOBaHUE O0IIEH KyIbTYpbl JUYHOCTH 00YJaIOIIUXCs HA OCHOBE
YCBOCHUS COZIEPKAHUSI OCHOBHBIX 00II1€00pa30BaTEeNbHBIX IPOTPaMM, UX aanTanus K )KU3HH
B OOIIECTBE, CO3/IaHNE OCHOBBI JUISI OCO3HAHHOTO BBIOOPA M TOCIIEIYIOLIETO OCBOSHHS
npodeccHOHaIbHBIX 00pa30BaTEIbHBIX IPOrPaMM, BOCIIMTAHUE IPAXKIAHCTBEHHOCTH,
TPYIOJIOOUS, YBaKEHUS K paBaM U CBOOOIaM YeIIOBEKa, JTIOOBH K OKPYKaIOIIeH MPHUpO/IE,
Pomune, cembe, popMupoBaHue 310poBOro 00pasa KU3HU.

2.2. 3amayamu OMOJIMOTEKH 00Pa30BaATEILHON OPTaHU3aAIlUHN SIBIISTFOTCSI:

obecrieueHe y4acTHUKaM 00pa30BaTEIbHOrO MPOLEcca — 00yJaroIIMCs,
HEarOrH4eCKUM pabOTHUKAM, POJIUTEISIM (3aKOHHBIM MIPEICTABUTEIISIM)
oOyuvaronmxcs (anee — mojib30BaTelsiM) — JOCTYyIa K HH)OPMALIUH, 3HAHUSM,
uesM, KyJIbTYPHBIM LEHHOCTSIM [TOCPEICTBOM HCIOIb30BAHUS OUOINOTEUHO-
WH(OPMAIIMOHHBIX PECYPCOB 00pa30BaTEIHbHON OpTaHU3AINH,

BOCIIUTaHHUE KYJITYPHOI'O U IPAXKAAHCKOTO CaMOCO3HAHMsI, TOMOILb B
COLMANIN3ALMHU 00YJaIOLIETr0oCs, PAa3BUTUU €r0 TBOPYECKOTO TOTEHIINANA;
IpUBJICUEHHE 00YUYAIOIIUXCS K CUCTEMAaTHYECKOMY YTEHHIO Y4eOHOH,
XyJI0KECTBEHHOM, HAyYHO-TIOITYJISIPHON JIUTEPATYPHI;

coJielicTBUE pa3BUTHUIO MIO3HABATENIbHBIX UHTEPECOB U CIIOCOOHOCTEH
oOyyJaroumxcs;

(dbopMHpOBaHKE HABBIKOB HE3aBUCUMOT'O OMOIMOTEYHOI0 MOJIb30BaTENs, 00yUeHHE
MIOUCKY, OTOOPY ¥ KPUTHUYECKOH OIIeHKE WH(pOPMAIINY,

cojieiicTBUE MeJaroru4eckuM pabOTHUKAM B [10100pe HAyYHO-METOINYECKON
JUTEPaTyphl, THPOPMHUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEUHBIH QOH;
COBEpPILIEHCTBOBAHHE MTPEJOCTABIIEMBIX ONOINOTEKOM yCIyr Ha OCHOBE BHEJPEHUS
HOBBIX MH(POPMAIIMOHHBIX TEXHOJIOTMH U KOMIIBIOTEPU3ALUN OUOINOTEUHO-
UH(POPMALIMOHHBIX MPOLECCOB, GOpMHUpPOBaHUE KOM(POPTHON OMOIMOTEUHOM
CpeIbl.

2.3. bubnmoTeka BBIMOIHSET CIeayone ()yHKITIH:

2.3.1. ®opmupyet GpoHa OMOIMOTEUHO-UHPOPMALIMOHHBIX PECYPCOB 00pa3oBaTeIbHON
OpTaHU3aINH:

KOMIUIEKTYET OCHOBHOM (POH[] y4eOHBIMH, XY0KECTBEHHBIMU, HAYUHBIMH,
CIIPABOYHBIMH, MEIArOTMYECKUMH U HAyYHO-TIOMYJISIPHBIMU JTOKYMEHTAMH;
y4acTBYET B KOMIJIEKTOBAaHUU CHEIMATU3UPOBAHHOTO (OH/IAa yUeOHUKAMU U3 YHCcIa
BXOJISIIUX B (hefiepabHbli epeueHb Y4eOHUKOB, JOMYIIEHHBIX K HCIIOJIb30BAHHIO
IIpU pealin3alii UMEIOLUX rOCyIapCTBEHHYIO aKKpeIUTaIluio0 00pa3oBaTeNIbHbIX
IIporpaMM HauaJlbHOrO OOLIEro, OCHOBHOTO OOIIEro, CPEeAHEro o0Iero
o0pa3oBaHus, U yueOHBIMU TOCOOUSIMH, TOMYIIEHHBIMH K UCIOJIb30BAaHUIO IIPU
peanu3alyy yKazaHHbIX 00pa30BaTebHBIX IPOrPaMM;
aKKyMYJIHpyeT (OHI JOKYMEHTOB, CO37aBAEMBIX B 00pa30BaTeIbHON OpraHu3aluu
(myOnmukanuii 1 paboT rmearoroB 00pa3oBaTeIbHON OpraHU3aI|H, JTyYIIIX
HAay4YHBIX Pa0OT U pedepaToB yUaIuxcs U 1p.);
OCYILIECTBIISIET pa3MELLIEHNE, OPTaHU3ALINIO U COXPAHHOCTH I0OKYMEHTOB,;
OpraHu3yeT U BEeJIET CIIPaBOYHO-OMOIMOrpaduueckuii anmnapar: KarajJoru
(anaBUTHBIN, CHCTEMATUYECKHUIT), KAPTOTEKH (CHCTEMAaTHYECKYIO KAPTOTEKY
cTaTeil, TeMaTU4eCKHEe KapTOTEKH), AIEKTPOHHBIN KaTaor, 0a3bl JaHHBIX 1O
npod o 00pa3oBaTeNbHON OpraHU3aIIH.



2.3.2. OcymectBisieT auddepeHupoBaHHOe OUOIMOTEUHO-MHPOPMAITIOHHOE
o0cry>)KuBaHue 00yUJaroIIUXCsl:

e TIpenocTaBisieT HPOPMALMOHHBIE PECYPChI HA Pa3IMYHBIX HOCUTEIISX;

e OpraHuM3yeT 0Oy4yeHUe HaBbIKaM HE3aBUCUMOI0 OMOIMOTEYHOIO MOJIb30BATEINS U
notpeduTens nHGopMaIuu, COASHCTBYET HHTETPAlUN KOMIUIEKCA 3HAHUM, yMEHH
Y HAaBBIKOB pabOThI C KHUIOM U HH(pOpMaLUEH;

e OKa3bIBaecT MH(POPMALMOHHYIO MOAJICPKKY B PELICHUU 33a4, BOSHUKAIOLINX B
nporecce yueOHol, caMo00pa3oBaTeIbHON M JOCYTOBOM J1€ATEIbHOCTH
oOyyJaromxcs,

e OpraHM3yeT MacCOBbIE MEPOIIPUATHUS, OPUEHTHUPOBAHHBIE HA pa3BUTHE OOLIEH U
YUTATEIBCKOMN KYJIbTYphl JUYHOCTH;

e COJEHCTBYET NEJarornueckuM pabOTHUKAM B OpraHU3alUN 00pa30BaTEIbHOTO
mporecca M Jocyra 00 yJarommuxcsl.

2.3.3. Ocymiectisier quddepeHIpoBaHHOE OMOINOTEYHO-HH(POPMAITIOHHOE
00CITy)KMBaHHE NIeJarOTHYECKIX PaOOTHUKOB!

e BBIABIIICT UHPOPMAITMOHHBIE TIOTPEOHOCTH U YIOBJICTBOPSICT 3aIPOCHI, CBI3aHHBIC
¢ o0yueHueM, BOCIUTaHHEM 00YyJaroIIuXxcs,

e cojeicTByeT NpoheCCHOHATBLHON KOMIIETEHIIUH 11€1ar0roB, NOBBILIEHUIO
KBaJTM(UKALMY, TPOBECHUIO aTTECTallUY,

e OCYIIECTBIISICT TeKyIee nHpopMHUpoBaHue (IHH HH(POPMAIMK, 0030pBI HOBBIX
NOCTYIUICHUHN M TyOJHKAIINi);

e CIIOCOOCTBYET MPOBENEHUIO 3aHATHI 110 (POPMHUPOBAHUIO HHPOPMALIMOHHOM
KYJIBTYpPbI 00y4aronmxcs, sipisieTcs: 6a30i A MPOBEACHUS MPAKTUYECKUX 3aHATHH
1o pabote ¢ HHOPMANMOHHBIMU PECYPCAMHU.

2.3.4. Ocymectisier quddepeHIpoBaHHOE OHOINOTEYHO-HH(POPMAITHOHHOE
o0cTy)KHBaHHE poJuTeNe (3aKOHHBIX TPECTaBUTENCH) 00y aOIIUXCSL:

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

e KOHCYJIBTHUPYET [0 BONPOCAM OPTraHU3alHNN CEMEUHOTO YTEHHUS, 3HAKOMUT C
uH(popMaIelt o BOCIUTAHUIO JIETEH;

e KOHCYJBTHPYET IO BOIPOCaM yueOHBIX U3AaHUM I 00yJaroIuXCsl.

3. Opranusanus JesiTeIbHOCTH OUOJIHOTEKH

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

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

3.3. 3aBeayromuii OUOIMOTEKOM HECET OTBETCTBEHHOCTh B Mpe/ieNiaX CBOSH KOMIIETSHIINH 32
OpTaHU3AIMIO U PE3YJIbTATHI ACATEIHHOCTH OUOIHOTEKH.

3.4. 3aBenyronuii OMOIMOTEKON pa3pabaThIBaET U MPEICTABISET PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHU3aIMK Ha YTBEPXKIEHUE CICTYIOINe JOKYMEHTHI:

e TIOJIOXKEHHUE O OMOIMOTEKE, MpaBHIIa MOJTH30BaHUs OUOIHOTEKOM;
e TIOJIOKEHHE O MJIATHBIX YCIyrax OMOIMOTEKH;
e TUIAHOBO-OTUYCTHYIO IOKYMCHTAIIHIO.



3.5. B cocTaB OMOIMOTEKN BXOIUT:.

ab0OHEMEHT;

e YUTAJILHBIN 341,

e OTHEN y4eOHUKOB,

e oTzen nHpopMaMOHHO-OnbIHorpaduieckoil padboTsr,

e (HOHJI U CHICIMATU3NPOBAHHBIN 3T PaOOTHI C MYJIbTUMEIUUHBIMU M CETEBBIMH
JIOKyMEHTaMH,

e MeaMaTexa.

3.6. bubamoreuHo-nHGOPMAIIMOHHOE 00CITY)KMBAHUE OCYIIECTBIISCTCS B COOTBETCTBHH C
IIaHaM# PaboThl OMOIMOTEKH U PEKUMOM pabOThI 00pa30BaTEILHON OpraHU3aIIHY.

3.7. bubnmoTteka BIpaBe MPEAOCTABIATh IUIATHBIE OMOIMOTEUHO-MH(GOPMAIIMOHHBIC YCIIYTH,
nepeueHb KOTOPBIX OIMPEIesIeTCs] YCTaBOM 00pa30BaTEIbHON OpraHU3aIlHH.

3.8. PexxuM paboThl OMOIMOTEKN OMPEACIIIETCS 3aBSYIOIIUM OMOTUOTEKON C YIETOM
pekuma paboTbl 0Opa3zoBareabHON opranu3anuu. OUH pa3 B MecAl IpeayCcMaTpUBaeTCs
CaHUTAPHBINA JIEHb, B KOTOPBI 00CIyKMBaHKE M10JIb30BATENEH HE TPOUZBOAUTCS.

4. Y4er nocTynjieHusi U BbIOBITHS JIOKYMEHTOB O0u01MoTedHOro gonaa
4.1. Ilpuem nokymMeHTOB B (poH] OUOITMOTEKH BKIIOYAET CIASAYIOUINE ONEPAIIUN:

e CBEpKa MOCTYIUICHUH C MIEPBUYHBIM YYCTHBIM JTOKYMEHTOM (HAKJIaIHas, aKT),
BKJTIOYAOIIMM CITMCOK MOCTYNHBIINX JOKYMEHTOB;

e COCTaBJICHHE MICPBUYHOTO YUYETHOIO JOKYMEHTA JIJIS OCTYIUICHHA Oe3
CONPOBOJUTENBHON TOKYMEHTALINH;

e perucTpanys MoCTyNMUBIINX JOKYMEHTOB B PETUCTPaxX CyMMapHOTo, TPYIIOBOIO U
unauBuayansHoro yueta (TOCT 7.0.93-2015 «bubauoreunsiii pona. TexHomorus
(hopMHpOBaHUY).

4.2. Ilpy mOMOTHEHUH OCHOBHOTO OUOIMOTEYHOTO (hOHIa HEOOXOUMO COOTIOATh
tpeboBanus OenepanbHoro 3akoHa ot 25.07.2002 Ne 114-D3 «O npoTHBOICHCTBUN
3KCTPEMUCTCKOMN AEATEIBHOCTHY. JJOKyMEeHTHI, BKIIFOUeHHbIE B DenepanbHbli CIUCOK
IKCTPEMHUCTCKUX MaTepuaioB (nainee — ®COM), onyOIUKOBaHHBIN HA OHUIIMATEHOM CaiiTe
Mumtocta (http://minjust.ru/ru/extremist-materials), npuoOperats 3anpereHo, mpu
BBISIBJICHUH UX B (JOHJIE — U3BIMATh U3 JIOCTYIIA.

4.3. Yuer u 06paboTka TOKYMEHTOB OMOIMOTEYHOTO (POHAA.

4.3.1. Yyer u 06paboTKa JOKyMEHTOB OCHOBHOT'O (DOH/a OCYILECTBIISCTCS MHIUBHIYyaIbHBIM
crioco6oM. CBeIeHus 0 TOCTYNMUBIINX TIEYaTHBIX JOKYMEHTaX BHOcATCS B «KHUTY
CYMMapHOT0 yueTa JOKYMEHTOB OCHOBHOTO (DOHIA».

[TocTynuBOIMM JOKYMEHTAM NPHUCBAaUBAIOT MHAWBUAYAIbHBIN PETUCTPALIMOHHBIA HOMED
(MHBEHTapHBIN HOMEP WJIM HHOW 3HAK, IPUHSATHINA B KAUECTBE PETUCTPALIMOHHOTO HOMEPA,
CHCTEMHBII HOMEp IS SJICKTPOHHBIX JOKYMEHTOB) U MIH(P XpaHESHUS.

Perucrpanuonnbsie HoMepa U MIKPPbI OTMEYAIOT B PETUCTPaX UHAUBUAYAIBHOTO yyeTa
JOKYMEHTOB — HHBEHTApPHOM KHUTe, KAPTOTEKe PEerUCTpaIMM ra3eT, )KypHaIoB, yueTHOU Oa3e
JAHHBIX.



Bce sx3eMIuisipbl IPUHATHIX U3JaHui mremnentorTed. [lltemnens ¢ HaMuMeHOBaHUEM
00pa3oBaTeNbHON OPTaHU3AIMH JOIDKEH ObITh IPSIMOYTOJIBHOM (hOpMBI, pa3MepoM He
Oouipire yem 1,5 x 4 cm.

[ITemrens cTaBUTCS Ha 000POTE TUTYIILHOTO JIUCTA (IIPU OTCYTCTBUH TUTYJILHOTO JIUCTA —
Ha MEPBOI CTPAHUIIE TEKCTa IO/ 3arjaBueM), Ha 17-i cTpaHuIle IO/ TEKCTOM B JICBOM
HUDKHEM YTJTy U Ha 000poTe Kakoro npuioxenus. Ha 6poirtopax u xypHajiax mTeMIeNnb
CTaBUTCsI TOJIBKO Ha 00JI0KKE MIIM HAa IEPBOM CTPAHULIE TEKCTA.

CoctaB ocHoBHOTO (hoHIa PUKCUPYETCS] B KAPTOYHOM alihaBUTHOM KaTajiore, B
AJICKTPOHHOU 0a3e TaHHBIX OUOIMOTEKH.

4.3.2. Yder u 06paboTka criequanuzupoBaHHoro ¢pouaa. Crenuaan3upoBaHHbIi GoHx
YUUTBHIBACTCS U XPAHUTCS OTAEIBHO OT OCHOBHOTO OMOIMOTEYHOTO (hOHAA.

VY4er 10KyMEHTOB CHEeLUATU3UPOBAHHOIO (POH/IA, KAK MHOT'03K3EMIUIIPHOM JIUTEpaTyphbl,
OCYILIECTBIISIETCS TPYIIIOBBIM CIIOCOOOM U OoTpaxkaercs B «KHUre cymmapHoro yuera
yueOHOro (oHma» U B KApTOTEKE PErUCTPALlMOHHBIX KapTOUEK.

Ha kaxoe HamMeHOBaHUE TOKYMEHTOB CIICLHAIM3UPOBAHHOTO (DOH/IA 3aBOIUTCS OT/ACIbHASL
yueTHas kapTouka. Kaprouku ¢ 6ubnmuorpadguyeckiuM onucaHueM U3aHui yueOHUKOB
PacCTaBISIFOTCS B YUETHYIO KAPTOTEKY 110 KilaccaMm, a BHYTPH KJIaCCOB — 110 al(aBUTY
(bamuuii aBTOPOB MM 3aryiaBuid. J[st KOHTPOIIS 32 COXPAHHOCTBIO YUETHBIX KAPTOUEK OHH
peructpupyrorcs B «JKypHalie perucTpaluyl y4eTHBIX KapTOUeK YICOHUKOBY.

Texauueckas 00paboTKa TOKYMEHTOB IPEAYCMATPUBACT CICAYIOIINE OTEPAIIHU:

e TIPOCTABIICHUE HA KAXKJIOM JIOKYMEHTE IITeMITesIsl OMOIMOTEKN B COOTBETCTBUU C
myHKTOM 4.3.1 HACTOAIIETO MOJIOKEHUS,

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

e W3rOTOBJICHUE W MPUKPEIUICHHE K JOKYMEHTY Macropra yueOnuka. [lacropt
yueOHUKa MPUKJIEUBAETCS Ha TOCeIHeN cTpaHulle yuyeOHrKa. 3amoaHsIeTCs IPU
BBIIAYE YUTATEIIO.

VY4er cnenuanu3upoBaHHOTO (POHIA MpeaycMaTpuBaeT OTPaKEHHE €ro COCTaBa B CIIPaBOYHO-
oubnuorpaduueckom armmapare OUOJIMOTEKH, B TOM YHCIIE€ B SJIEKTPOHHOU 0a3e TaHHBIX.

4.4. BriObITHE JOKYMEHTOB OMONMMOTEYHOrO (QOHIA.

4.4.1. ITpuuuHBl, IO KOTOPHIM TOKYMEHT MOKET OBITh BBIBE/IEH U3 COCTaBa OMOIMOTEYHOTO
¢doHIa, BKIIIOYAIOT B TOM YHCIIE€ BETXOCTh, 1€()EKTHOCTh, YCTApPeIOCTh MO COJEPKAHUIO,
yrpary. Uckimodenne 1okyMeHTa u3 On0aImnoTedyHoro (oHa IpOBOIUTCS HA OCHOBAHUH
aHaJM3a cocTaBa OMOIMOTEYHOrO (POHIA U PE3YIIBTATOB €0 MPOBEPKH.

4.4.2. Tlox BETXOCTBIO JOKYMEHTA TIOHUMAIOT PE3yIbTAaT ECTECTBEHHOTO CTAPEHUS MITH
($u3M4IecKOro U3HOCa JOKYMEHTA.

4.4.3. Tlon neeKTHOCThIO JOKYMEHTA TOHUMAIOT YACTUYHYIO MITH MOJIHYIO YTpaTy
AKCIUTyaTal[MOHHBIX KaueCTB JOKYMEHTA B PE3yJIbTaTe BHEIIHETO BO3/IEHCTBUS.

4.4.4. Tlon ycTapenocThio MO COJAEPIKAHUIO TOHUMAIOT MOTEPI0 aKTYaAThbHOCTH TEMATHKH,
MOATBEPIKIAEMYIO OTCYTCTBHEM CITPOCA YUTATENCH, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeeNieHIH U PeaTn3alny.



4.4.5. Tlon yTpaToil TOKYMEHTa MOHUMAIOT €T0 OTCYTCTBHE B (POHIE OMOIMOTEKH 10
IMpUYruHaM MOoTCpHu, XUICHHU, 66I[CTBI/II71 CTHXI/II>'IHOFO, TEXHOI'CHHOT'O (B TOM HUCIIC
XaKepCKO#l aTakk U HEBOCCTAHOBUMOT'O COOs 3JICKTPOHHOTO 000PY/I0BAHHMS) HITH
COILIMAJILHOTO XapaKTepa, M0 HEYCTaHOBICHHOW MPUYHHE.

4.4.6. IIpouecc UCKITIOUYEHUS JOKYMEHTOB U3 (hoHIa OMOTMOTEKN OCYIIECTBISETCS B
cooTBeTcTBUH ¢ [lopsaKoM yueTa JOKyMEHTOB, BXOSIIMX B COCTaB OMOIMoTedHoro GpoHaa,
yTBEPkJACHHBIM pruka3zoM MuHKynbTypbl oT 08.10.2012 Ne 1077.

4.4.7. BeIObITHE TOKYMEHTOB OMOIMOTEYHOTO (DOHIA MPOU3BOIUTCS B PE3YIIHTATE UX
CIHUCaHMsI KOMHCCHEH, CO3/IaHHOM PYKOBOAMUTENEM 00pa30BaTeIbHON OpraHu3aluy.

4.4.8. YTunmzanus CriMCaHHBIX JIOKYMEHTOB OMOIMOTEYHOT0 (POH/Ia MPOU3BOIUTCS B
COOTBETCTBHUH C 3aKOHOJATEIbCTBOM PD.

5. [IpoBepka 10KyMeHTOB OO 1HOTEYHOT0 (poHIA

5.1. [InaHoBast mpoBepKa JOKyMEHTOB OMOIHMOTEYHOTO (POHIA TPOBOAUTCS C
MIEPUOJUIHOCTHIO OJTUH pa3 B IIATH JICT HA OCHOBAHUU TpaduKa MPOBEPKH, YTBEPIKICHHOTO
3aBeIYIOIINM OUOINOTEKOM.

5.2. BaemianoBas mpoBepKa JOKYMEHTOB OMOIUOTEYHOTr0 (DOHIA TPOU3BOIUTCS B
00513aTEIbHOM TIOPSIJIKE:

e IIpH BBIABJICHUU (PAKTOB XUIIECHUS, 3I0YNOTPEOICHUS WK TIOPUYU TOKYMEHTOB,;

e B cCllydyae CTUXUHHOTO OEICTBUS, MOXKapa WIKM IPYTUX YPE3BbIYAMHBIX CUTYALIUH,
BBI3BAHHBIX YKCTPEMAJILHBIMU YCIIOBUSIMU,

e IpU PeOpraHu3alliy WIN JUKBUJAIMH 00pa30BaTEIbHON OpraHU3alltH.

5.3. [IpoBepka oA HA IPEMET HATMYHS B HEM JJOKYMEHTOB, BKIIFOUCHHBIX B
®COM, npoBoauTCH:

e TpU NOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;
e cHcTeMaTHuecKu (He pexke OJHOrO pa3a B Tpu Mecsna) myreM cBepku PCOM co
CIPaBOYHO-OMOIMOrpadruecKkuM anmnaparom GoH1a OUOIMOTEKH.

5.4. 1o uroram MpoOBEpPKH 3aBENYIONIUN OMOJIMOTEKON COCTABIISIET aKT, OAMKUCHIBAET U
XPaHUT ero B OMOIHOTEKE B TEUEHUE CPOKA, YCTAHOBIEHHOTO HOMEHKIATypoi aen. Ecnu
KAaKHe-TO IOKYMEHTHI OTCYTCTBYIOT IO HEYCTAHOBJICHHON IPUUYUHE, TO K aKTy
MIPUKIIAJBIBACTCS UX CIHCOK, B KOTOPOM (PUKCUPYIOTCS CBEJICHUS O KOJIMYECTBE TOKYMEHTOB
610aMoTeYHOro (POH/Aa B HAIMYUU U KOJTMYECTBE OTCYTCTBYIOIIMX JTOKYMEHTOB, B TOM YHCIIE
110 HEYCTAaHOBJIEHHOM NpUuMHe. B akTe Takyke yKa3bIBatOTCS HOMED M J1aTa aKTa
MpEeABIAYIIEH TPOBEPKHU.

HpI/I BBISAIBJICHUU B IPOLECCE TPOBCPKU (I)OHIIa OTCYTCTBYIOIIHUX JOKYMCHTOB U
HCBO3MOXHOCTH YCTAHOBJICHHA BUHOBHBIX JIMI] y6I)ITKI/I IO HEAOCTaYaM CITMCBIBAKOTCA B
COOTBCTCTBHHU C HCﬁCTBymIﬂHM 3aKOHOAATCIILCTBOM.

5.5. lns mpoBepku 6ubimoreqHoro Gpoxaa o0pa3oBaTebHON OpraHU3aluK Ha TPeaAMET
HaJU4us B HEM JOKYMEHTOB, BKItoueHHBIX B DCOM, B 00pa3oBaTeIbHOM OpraHU3aIliu
coznaercs cnennanbHas Komuccens no cepke 6ubnuoreyHoro ¢ponaa ¢ denepanbHbIM
CIIMCKOM PKCTPEMHUCTCKUX MAaTEPUAIOB, BBISBICHUIO, U3BSITUIO U YHUUTOKECHUIO
IKCTPEMHUCTCKUX MaTepHuaioB (naiee — KoMmuccus 1o npoBepke SKCTPEMUCTCKUX
MaTepHaioB), KOTOpas CHCTEMATHYECKH (HE PEKe OJJHOTO pa3a B TPH MECSAIA) OCYIIECTBIISIET
pOBEpKy OnbImoTeyHoro Gpoxaa oOpa3oBaTeNbHON OPraHU3aAIMK Ha MPEAMET HATUYHS B



HEM JIOKYMEHTOB, BKJItOUeHHbIX B DCOM, nmyrem cBepkr @COM co cripaBOYHO-
o6ubnuorpaduyeckum annapaToM GoHma.

[Tpu BeIsIBIEHNH JOKYMEHTa, BKIroueHHOro B @COM, Ha 3Tane KoMIUIEKTOBaHUS (poHIa
yKa3aHHBIN TOKyMEHT HE IIOJUIEKUT BKIIOYEHHUIO B OnOnoTeuyHblil pona oOpasoBaTenbHON
OpraHu3alyHu.

B ciydae BbIsiBIeHHS JOKYMEHTa, BKIIOUeHHOrO B @COM u yxe Haxoxasmerocs B GoHe
OnOIMOTEKH 00pa30BATEIIPHOM OPTraHU3aIH, JOKYMEHT HCKITFOYAeTCs M3 OMOJIMOTEYHOTO
($hoH/Ia ¥ TIOJUICIKUT YHUUITOKCHHIO.

6. [lopsiioKk MoJIL30BaHUsI OUOJIMOTEKOI

6.1. 3anuch oOydarmuxcs 00pa3oBaTEIbHOM OpraHU3aIuu B OMOJIMOTEKY TPOU3BOAUTCS 110
CIIMCOYHOMY COCTaBY KJIacCa B MHAMBUIYAIILHOM TOPSIKE, MEIarOrMIeCKUX U HHBIX
pabOTHUKOB 00pa30BaTEIBHOMN OpraHU3aluH, POANUTENCH (MHBIX 3aKOHHBIX MPEICTaBUTEICH)
oOyugaromuxcs — 1o macnopty. [lepeperucrpanusi monbp3oBaTeneii OMOIHOTEKN
MIPOU3BOJIUTCS €XKETOJTHO.

6.2. JlokyMeHTOM, MOATBEPKAAIOIINM MIPABO MOJIB30BaHUs OMOIUOTEKOH, SBISIETCS
yuTareabckui popmyisap. Uurarensckuii popmyiisp GuUKCUpYET AaTy BblAUU
TI0JIb30BATENIO JOKYMEHTOB U3 OoHIa OMOIMOTEKH U X BO3BpAIlleHUs B OMOIHOTEKY.

6.3. ITopsiiok monbp30BaHusE a00OHEMEHTOM:

6.3.1. ITonp30BaTeNn UMEIOT IIpaBo IMOJYYUTh HA JOM U3 MHOTOTOMHBIX U3IaHUU HE Ooiee
ABYX HJOKYMCHTOB OJHOBPCMCHHO.

6.3.2. MakcuMasnbHble CPOKH 0JIb30BaHUSI JOKYMEHTaMU:
e yueOHMKH, yueOHble TOCOOUs — yueOHBI TO;
e Hay4YHO-TIOMYJISIpHAs, IO3HABATENbHAs, XYA0)KECTBEHHAS JIUTEpaTypa — OJUH
MecsL;

e TIEPUOJUYECKHE M3TaHUs, U3/IaHUS MTOBBIIIICHHOTO cripoca — 15 mHew.

6.3.3. [lonp30BaTe I MOTYT MPOJTUTH CPOK TOTH30BAHKS JJOKYMEHTAMH, €CJIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYTHX MOJIH30BATEICH.

6.4. ITops10K TIOIH30BAHUS YN TAIEHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeHa3HAYCHHBIE [T PAa0OTHI B YATAITEHOM 3ajie, Ha JIOM HE BBIAAIOTCS.

6.4.2. DHITUKJIONIETNH, CIIPAaBOYHUKH, PEJIKHE, IICHHBIC U IMCIOIIHUECS B €IMHCTBCHHOM
AK3EMILISAPE TOKYMEHTHI BBIJAIOTCS TOJIBKO Il pa0OTHI B UNTATHHOM 3aJi€.

6.5. [Topsimok paboOTHI C KOMITBIOTEPOM, PACIIOIOKEHHBIM B OMOJIHOTEKE.
6.5.1. PaboTa ¢ KOMITPIOTEPOM YYaCTHUKOB 00pa30BATEIHHOTO MPOIIECCca MPOU3BOIAUTCS TI0
rpaduKy, yTBEpP)KICHHOMY PYKOBOAMTEIEM 00pa30BaTeIbHOW OpraHu3alum, U B

MPUCYTCTBUH COTPYAHHUKA OUOIHOTEKH.

6.5.2. Pazpemaercs paboTta 3a OJHUM NEPCOHATBHBIM KOMIIBIOTEPOM HE 0oJiee IBYX YEIOBEK
OJTHOBPEMEHHO.



6.5.3. [Tonp3oBarens MMeET MPaBo pabOTaTh C COOCTBEHHBIM HOCUTEIEM HH(POPMAIIHH TIOCTIe
MPEBAPUTEIILHOTO TECTUPOBAHUS €0 PAOOTHUKOM OMOIMOTEKH.

6.5.4. Ilo BceM Bompocam moucka nH(HOpMaluy B UHTEPHETE TOJIh30BATEIb JOKCH
oOparmiaThcsi K paOOTHUKY OMOIMOTEKH; 3ampeniaeTcs: ooparieHue K pecypcaM HHTEPHETA,
MPEeIoIararoIIyuM OrIary.

6.5.5. PaboTa ¢ KOMIIBIOTEPOM MPOU3BOIUTCS COTIIACHO YTBEP)KIACHHBIM CAaHUTAPHO-
TUTHCHUYECKHM TPEOOBAHUSIM.

7. IlpaBa n o0s13aHHOCTH OMOINOTEKH

7.1. PaboTHUKHM OMOJIMOTEKU UMEIOT IIPaBo:

CaMOCTOSITENIbHO BBIOMPATH (POPMBI, CPENICTBA U METOABI OMOIMOTEYHO-
UH(POPMAIIMOHHOTO 00CTY)KHBaHUsI 00Pa30BaTEILHOTO U BOCITUTATEIIBHOTO
MPOIIECCOB B COOTBETCTBUU C LIEISIMU U 33/1a4aMH, YKa3aHHBIMHU B YCTaBe
00pa3oBaTeNIbHOW OPraHU3aIMK U TI0JI0KECHUU O OUOJINOTEKE;

MIPOBOJIUTH B YCTAHOBJICHHOM MOPSIIKE (DaKyIbTATUBHBIC 3aHATHUS, YPOKH U KPYKKH
O6ubmuoreyHo-6ubIMOrpaduuecKkux 3HaHUN U UHOOPMALIMOHHON KYJIbTYPHI,
OTIPENIeNIATh UCTOYHUKN KOMITJICKTOBAaHUS HH()OPMAIIMOHHBIX PECYPCOB;

W3bIMATh U PEATU30BBIBATH JIOKYMEHTHI M3 (POHIOB B COOTBETCTBHU C HHCTPYKITUCH
1o y4ety OnbImoTeqHoro GoHmaa;

y4aCTBOBAaTh B YIPABJICHUU 00pa30BaTEILHON OPraHU3aIMK B TIOPSJIKE,
OTIpeNIeIsIEMOM YCTaBOM,;

y4acTBOBaTh B COOTBETCTBHHU C 3aKOHOAATEILCTBOM P®D B pabote OMOIMOTEUHBIX
accoluanui Ui COK30B.

7.2. PaboTHUKY OUOJINOTEK 00A3aHbI:

o0ecneYnTh MOJIb30BaTENSIM BO3MOKHOCTh PabOThI ¢ MH()OPMAITMOHHBIMU
pecypcamu OUOITUOTEKH;

MH(GOPMHUPOBATH NOJIB30BATENEH O BUAAX MPEIOCTABISIEMbIX OMOINOTEKOH YCIIyT;
OCYILIECTBIIATH IUIAHOBBIE U BHEIUIAHOBBIE MPOBEPKH OMOJIMOTEUHOTO (POHNA,
PETYJISIPHO OCYIIECTBIIATH MPOBEPKY OMOIMOoTeYHOro (poHAa 00pa3oBaTeIbHON
OpraHM3aliy Ha MIpeIMET HAJIMYKUS B HEM JIOKYMEHTOB, BKIIOYEHHbIX B DCOM,;
o0ecreynTh HayqHY OpraHu3aluio GOHI0B U KaTaloros,;

¢bopmupoBath (POHBI B COOTBETCTBUU C YTBEPKIACHHBIMU (heiepaibHbIMU
NepeyHsIMU y4eOHBIX U3/IaHU, OCHOBHBIMU 00pa30BaTeNbHBIMU MIPOTPAMMAaMU
0o0pa3oBaTeNbHOI OpraHu3aluy, HTHTepecamMmu, MoTPeOHOCTIMHU U 3allpocaMu BCeX
KaTEropuii MoJIb30BaTEIIEH;

COBEPIIICHCTBOBATh MH(OPMAITHOHHO-0MOMorpadgudeckoe u ONOINOTEUHOE
o0cCITy’)KMBaHHE IOJIb30BaTENeH;

o0ecrneunBaTh COXPaHHOCTh UCIOIB30BaHUS HOCUTENEH HH(OpMaLIUH, UX
CUCTEMATH3ALMIO, Pa3MELLIEHUE U XPAHEHNE,;

obecreunBaTh peXUM pabOTHI B COOTBETCTBUH C MOTPEOHOCTSIMU TIOJIb30BATENICH U
paboToii 00pa3oBaTENbHON OpTaHU3AIINH;

OTYUTHIBATHCS B YCTAHOBJICHHOM MOPSIKE NEpe]] pyKOBOUTENEM 00pa30BaTeIbHON
OpraHu3aIu.

8. [IpaBa u 00SI3aHHOCTH NOJIb30BaTeJeil OHOJIHOTEKH

8.1. ITonp3oBaTeny OUOIMOTEKH UMEIOT MPaBO:



e TIOJIyYaTh MOJHYIO HH(OPMAIHIO O cOCTaBe OMOIMOTEYHOTO POH A,
UH(POPMALIMOHHBIX pecypcax U MpeloCTaBIsieMbIX OMOINOTEKOH yciyrax;

e TIOJIB30BATHCS CIIPABOYHO-OMOIMOTPaPUISCKUM aImapaToM OHOINOTEKH;

e TMIOJIy4aTh KOHCYJIBTAMOHHYIO MIOMOIIb B TOUCKE U BBIOOPE UCTOYHUKOB
uHpopmanuu;

e IIOJIy4aTh BO BPEMEHHOE MOJIb30BaHUE Ha aDOHEMEHTE U B UNTAJILHOM 3aJe
NICYaTHBIC M3/IaHUs, ayTUOBU3YyAIbHbIC JOKYMEHTHI U APYTHe UCTOYHUKH
uHpopManuy,

e MPOJUICBATh CPOK IOJIL30BAHHS JOKYMECHTAMH;

e TIONyYaTh TeMaTudeckue, pakrorpaduueckue, yrouHsromue u budnuorpaduyeckue
CIIpaBKH Ha OCHOBE (poH1a OMOINOTEKH;

e TIIOJIy4yaTh KOHCYJIBTALMOHHYIO MIOMOIIb B paboTe ¢ nHpopMalmen mpu

MI0JIb30BAHUU JICKTPOHHBIM U MHBIM 000PYIOBaHHEM,;
y4acTBOBATh B MEPOTIPUATHUSX, IIPOBOTUMBIX OUOITHOTEKOM.

8.2. TTonb3oBarenu OUOIUOTEKU O0S3aHBL:

e coOJIFO/IaTh TIPABHIIA TIOJIB30BAHUS OMOIMOTEKOMH;

e 0EpeKHO OTHOCHTHLCS K MPOM3BEICHUAM Me4aTH (He BBIPHIBATh, HE 3arn0aTh
CTpaHMII, HE JIeJIaTh B KHUTaX MOYEPKUBAHUMN, ITOMETOK), HHBIM JOKYMEHTaM Ha
pa3IMYHBIX HOCUTENSX, 000pYA0BaHUIO, MHBEHTAPIO;

e TIOJICPKUBATH MOPSJIOK PACCTAHOBKU JOKYMEHTOB B OTKPBITOM JIOCTYIIE
OMOTMOTEKH, PACTIONOKEHHS KapTOUYEK B KATaJIOTax M KapTOTEeKaXx;

e TIOJB30BAThCS IICHHBIMU M CIIPABOYHBIMH IOKYMEHTAMH TOJIKO B TIOMEIIICHUT
OUOJINOTEKH,

e yOCHUTHCS MIPH MOITYICHUH JOKYMEHTOB B OTCYTCTBHH JEPEKTOB, a IIPH
oOHapyXeHHH MPOUHPOPMHUPOBATH 00 ITOM pabOTHHUKA OMOINOTEKH.
OTBETCTBEHHOCTH 32 OOHAPYKEHHBIE NE()EKThI B C/IaBAEMBIX JOKYMEHTaX HECET
MOCJIETHUH TTOJIL30BaTENb,

e PAaCHUCHIBATHCA B YUTATENHCKOM (OPMYIISpE 3@ KaXkAbIH MOTYyYSHHBIH JOKYMEHT
(ucksrouenue: odydaromirecs 1-4-x KaccoB);

e BO3BpaIllaTh JOKYMEHTHI B OMOIUOTEKY B YCTAHOBJICHHBIE CPOKH,

e 3aMEHSTH JJOKYMEHTHI OMOJIMOTEKH B CITy9ae UX YTPATHI I TIOPYH UM
PaBHOILIEHHBIMH JTNOO KOMIIEHCHPOBATh YIIepO B pa3Mepe, YCTAaHOBIEHHOM
IpaBUJIaMU TIOJIb30BaHuUsl OMOIMOTEKOMH;

e TIOJHOCTBIO PACCUUTATHCS ¢ OMOTMOTEKON MO UCTEYCHUN CPOKA OOYUCHUS UITU
paboThl B 00111€00pa30BaTENILHOM YUPEKICHUU.



