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IMosoxenue o OUOIMOTEKE
1. O01mue moJI0KeHu s

1.1. HacTosiiee mojokeHne periiaMeHTHPYET AeSITeIbHOCTh 0nbimotekn MbOY
«ITanpmmHcKas cut uM. I'ynu KoponeBoii» (nanee — oOpa3oBarenbHasi OpraHu3anus).

1.2. Hacrosmiee monoxkeHue pa3paboTaHo B cooTBeTcTBUU ¢ DeepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoii deneparumy, mpukazom
MuskyasTypbl oT 08.10.2012 Ne 1077 «O6 yrBepxaenun [lopsiaka yyera T0KyMEHTOB,
BXOJISIIIIMX B COCTaB OMOJIMOTEYHOTO (POHIa» C y4eTOM nmruchmMa MuHOOpa3oBaHUs OT
23.03.2004 Ne 14-51-70/13 «O IlpumepHOM NOJOXKEHUN O OUOIHOTEKE
00111e00pa3oBaTeIbHOTO YUpexkaeHUs», Metoandyeckux pexomeHaanuii ®I'BHY «HIIb um.
K. . Yumackoro» ot 31.05.2017, pekomenanuii MunkynbTypsl ot 12.09.2017 no pabdote
OHMOIMOTEK C JJOKYMEHTaMH, BKIIFOUCHHBIMH B (eJIepalTbHBIA CITUCOK IKCTPEMHUCTCKUAX
MaTepHasoB.

1.3. bubnuoreka SBISIETCS CTPYKTYPHBIM MOpa3/ieieHueM 00pa30BaTebHOM OpraHn3alui,
CO3JIaHHBIM B LIEJISIX 00€CIeYeHuUs IpaBa y4aCTHUKOB 00pa30BaTEILHOrO MIpoLecca Ha
OecruiaTHOE MOJIb30BaHUE OMOINOTEYHO-UH(OPMALIMOHHBIMH PECYpCaMH.

1.4. TTopsinok mosib30BaHMs UCTOYHUKAMU UH(GOPMAIUH, IEPEYeHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEIOCTABICHUS OTPECIISIOTCS HACTOSIIIUM TIOJIOKEHUEM O OMOIHOTeKE U
MpaBUJIaMHU MOJIb30BaHUsl OMOIMOTEKOM, YTBEPKICHHBIMU PYKOBOAUTEIEM 00pa3oBaTeIbHON
OpraHM3aliu.

1.5. OpI‘aHI/BaLII/IH 06CJ'Iy}KI/IBaHI/I$I Y4aCTHHUKOB 06pa3OBaTCJIBHOTO nponecca npon3BOAUTCA B
COOTBCTCTBUH C IIpaBHUJIaMH TEXHUKHU 0€30IacHOCTH B IMPOTHUBOIIOKAPHBIMU, CAHUTAPHO-
TUTUCHUYCCKUMU TpC6OBaHI/I$IMI/I.

2. Hean, 3axa4n, pyHKIUN OMOJIHOTEKH
2.1. llean 6MOIMOTEKH COOTBETCTBYIOT IIEJIsIM 00pa30BaTeIbHON OpraHU3alMK U BKIIOYAIOT

B ce0s1 B TOM unciie: GopMHpOBaHUE O0IEH KYJIbTYPbl JUYHOCTH 00YYAIOIIUXCsl HA OCHOBE
YCBOCHHS COJIEPKAHUS OCHOBHBIX 00111e00pa30BaTeIbHBIX MPOTPAMM, UX aJANTAIMS K KU3HU



B O0IIECTBE, CO3/IaHUE OCHOBBI [Tl 0CO3HAHHOTO BHIOOPA U IMOCIICAYIOIIETO OCBOCHHS
HpO(I)CCCI/IOHaJIBHLIX OGpaSOBaTeHLHBIX nporpamMmm, BOCIIUTAHUEC I'PAKAAHCTBCHHOCTH,
TPYAOIIO0US, yBaXKCHHS K ITpaBaM U CBOOOIaM YeJIOBEKa, JTFOOBU K OKpYKaroIIeH IpUpoe,
Ponune, cembe, popmupoBaHue 310pOBOTO 00pa3a KU3HH.

2.2. 3ajauaMu OuOIMOTEKN 00pa30BaTENIbHON OpraHU3alMU SABISIOTCS:

. o0ecrnieueHre yyacTHIKaM 00pa3oBaTeIbHOro Mpoliecca — 00y4aromuMces,
MeJaroru4eckuM pabOTHUKAM, POAUTEINSIM (3aKOHHBIM MPEICTABUTEIISM )
oOyJaromuxcs (Jajee — MoJib30BaTessiM) — JI0CTyIa K MH(OpMaliy, 3HAHUSM,
UJesM, KyJIbTYPHBIM IIEHHOCTSIM TTOCPEICTBOM UCIOJIb30BAHUS OMOIMOTEYHO-
nH(GOPMAILIMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHU3AIIHH;

. BOCIUTAHHE KYJIBTYPHOTO U TPAXKIAHCKOTO CAaMOCO3HAHUS, IIOMOIIb B
COIMATU3AIIMU 00YyJaIOIIErocs, pa3BUTHH €r0 TBOPYECKOTO MOTCHIINANIA,;

. MIPUBJICYCHUE O0YJAIOMIMXCS K CUCTEMATHYECKOMY YTCHHIO YIeOHOM,
XYJI0’)K€CTBEHHOM, HAyYHO-TTOMYJIAPHOM JINTEPATYPHI;

. COJICHCTBUE PA3BUTHIO MIO3HABATEIHLHBIX HHTEPECOB U CITIOCOOHOCTEH
00y4Jaromuxcs;

. (hopMHpPOBaHNE HABBLIKOB HE3aBUCUMOTO OMOIMOTEYHOTO MOJIH30BATEIIS,
00y4YeHHe TTOUCKY, OTOOPY M KPUTHUECKOH OIIEHKe HH(OpMAIIHH;

. COJICHCTBUE MEIarOrMYeCKUM PabOTHUKAM B TIOJI00OPE HAYIHO-

METOAMYECKOH JINTEPATYPhl, HHHOPMUPOBAHHE O HOBBIX MOCTYIJICHUSX B
OnOIMoTeYHBIN (OHT;

. COBEPILIEHCTBOBAHKE MPEOCTABISIEMbIX OMOIUOTEKOM yCIYT Ha OCHOBE
BHEJIPCHUS HOBBIX HHPOPMAITMOHHBIX TEXHOJIOTUN U KOMITBIOTEPHU3AIHH
OuOIMOTEYHO-NH(POPMAITMOHHBIX TTPOIIECCOB, (popMUpoBaHUE KOMDOPTHOM
OMOIMOTEYHOMN CpEeb.

2.3. bubnnoTteka BBINOJIHACT Ceyromue QyHKIUH:

2.3.1. ®opmupyet GoHa OUOIMOTEUHO-UH(POPMAIIMOHHBIX PECYpPCOB 00pa30BaTENBHOM
OpraHM3aLUH:

. KOMIIJIEKTYET OCHOBHOH (poH/T yueOHBIMHU, Xy 10’KECTBEHHBIMH, HAYYHBIMH,
CIIPaBOYHBIMH, IIEJArOTHYECKUMHU U HAy4YHO-IIOIYJIIPHBIMU JOKYMEHTAMU;
. Y4acTBYET B KOMIUIEKTOBAaHHHU CHEIUATM3UPOBAHHOTO (HOH/IA YIEOHHUKAMH

U3 YKclia BXOJAIIUX B efiepaibHblil IepedeHb YUeOHUKOB, TOMYIIEHHBIX K
UCTIOJIb30BAaHUIO TP peaIn3allii UMEIOIIUX TOCYIaPCTBEHHYIO aKKPEAUTAIHIO
00pa3oBaTeNbHBIX MPOrPaMM HAYaJIbLHOTO 00IIEro, OCHOBHOTO OOIIET0, CPEIHETO
o0m1ero o0pa3oBaHus, U Y4eOHBIMU MMOCOOUSIMU, TOMYIIEHHBIMU K UCIIOJIb30BAHUIO
IIpU pealin3allii yKa3aHHbIX 00pa30BaTeNbHBIX IPOTpaMM;

. aKKyMyJupyeT (OHJI JOKYMEHTOB, CO3/JaBAEMBIX B 00pa30BaTEILHOM
opraHu3amuu (MmyOonuKanui 1 padboT meaaroroB 00pa3oBaTeIbHON OpraHU3allni,
JTyYIIUX HAYYHBIX Pa0boOT U pedepaToB yyaluxcs u JIp.);

. OCYIIECTBIISIET pa3MeIleHUE, OPTaHU3ALUIO U COXPAHHOCTh JOKYMEHTOB;

. OpraHu3yeT U BEJET CIIPaBOYHO-OMOIHOrpadMuecKuil anmnapar: KaTaaoria
(anaBUTHBIN, CHCTEMAaTHYECKHI), KAPTOTEKH (CUCTEMATHUECKYIO KapTOTEKY
cTarei, TeMaTHYeCKHe KapTOTEeKH ), HIEKTPOHHBIH KaTajior, 6a3bl JaHHBIX 10
npod o 00pa3oBaTeIbHON OpraHU3AIIHH.



2.3.2. Ocymectsisier auddepeHnupoBaHHoe OMOIMOTEUHO-MHPOPMAIITMIOHHOE
o0cCITy’)KMBaHUE 00YYaIOIIHXCS:

. peocTaBIIsgeT MHYOPMAIIMOHHBIE PECYPChI Ha PA3IMUYHBIX HOCUTEIIX;

. opraHusyeTr o0y4deHHe HaBbIKaM HE3aBUCUMOTO OMOIIMOTEYHOTO
HOJIB30BATENs U NOTpeOHUTENs HH(POPMAIIMH, COACHCTBYET HHTErpAlli KOMILIEKCa
3HAaHWUW, YMEHUN U HaBBIKOB pabOThI C KHUTON U MH(OpMaIIHei;

. OKa3bIBaeT UH(OPMAIIMOHHYIO IOJIEPIKKY B PEIICHUH 33]1a4, BOSHUKAIOIIUX
B IIporiecce yueOHoM, caMo00pa3oBaTeIbHON U JOCYTOBOU AEATEILHOCTH
00y4aromuxcs;

. OpraHHU3yeT MacCOBbIE MEPONPUATHS, OPUCHTHUPOBAHHBIE HA PA3BUTHE
o011el 1 YUTaTeNbCKOM KyIbTYpPbl IMUHOCTH;

. COJICHCTBYET NeAarorndyeckuM pabOTHUKAM B OpraHu3aluu
00pa30BaTeNLHOIO MPOIIEcca U JOCyra 00y4aronuxcs.

2.3.3. Ocymectiuser auddepeHnnpoBaHHoe OMOINOTEUHO-MHGOPMAITMIOHHOE
00CITyKMBaHUE MMEJarOTMYECKUX PaOOTHUKOB:

. BBISIBIISIET MH()OPMAIIMOHHBIE TOTPEOHOCTH U YAOBJIETBOPSET 3aIPOCHI,
CBSI3aHHBIE C 00yYEeHHEM, BOCIIUTAHHEM O0yYJarOIINXCS,

. coJieicTByeT NpodecCHOHATBHON KOMIIETEHIINH T1€JaroroB, MOBBIIIEHUIO
KBaNM(UKAINH, TPOBEICHHUIO aTTECTAIHH;

. OCYILECTBIISICT TeKyIlee nHpopMupoBanue (AHU HHPOpMALUH, 0030pbI
HOBBIX MTOCTYTIUICHUN U ITyOJIMKAIUii);

. CIOCOOCTBYET MPOBEICHUIO 3aHATHH 10 (HOPMUPOBAHHIO UH(OPMAITMOHHON

KyJBTYpPbI 00Y4aromuXcs, sIBIsETCS 0a30i A MPOBEICHHUS NPAKTHYECKUX 3aHATHI
1o pabote ¢ HHPOPMALMOHHBIMH PECYPCaMH.

2.3.4. OcymectBusieT qudepeHIMpoBaHHOe OUOINOTEYHO-MH(DOPMALITMOHHOE
o0ciyKMBaHHE POAUTENEH (3aKOHHBIX MPEJICTaBUTENEH) 00yJaromuxcs:

. YAOBIETBOPSET 3aMPOCHI MOJIb30BaTENCH U HHOOPMHUPYET O HOBBIX
MOCTYIUICHUSX B OMOJINOTEKY;

. KOHCYJIBTUPYET 110 BOTIPOCAM OPTraHU3aIllMi CEMEHHOTO YTCHUSI, 3HAKOMUT C
nHdopmaIuen Mo BOCIUTAHUIO JICTEH;

. KOHCYJIBTUPYET 1O BOMPOCaM YUeOHBIX U3JaHUH [Tl 00YYarOIIHXCS.

3. Opranu3anus JesiTeJJbHOCTH O0MOJIN0TEKH

3.1. OG1ee pyKOBOACTBO ACATEIBHOCTHIO OMOIHMOTEKH OCYIIECTBISIET PYKOBOAUTEH
00pa3oBaTeNbHON OpPTraHU3AIHH.

3.2. HemocpencTBeHHOE PYKOBOACTBO OMOIMOTEKOM OCYIIECTBISET 3aBEAYOIIUI
OMOIMOTEKOM, KOTOPBIN Ha3HAYAETCS PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBeayromuii OMOIMOTEKOM HECET OTBETCTBEHHOCTD B MpeEJeiaX CBOSH KOMITETCHIINH 32
OpPTraHM3AIHIO U PE3YJIbTATHI IEATEIHHOCTH OUOINOTEKH.

3.4. 3aBenyrouuii OUOIMOTEKOM pa3pabaThIBACT U MPEACTABISAET PYKOBOIUTEIIO
00pa30BaTENLHON OpraHu3alliy Ha YTBEPKICHUE CIEAYIONIUE TOKYMEHTHI:



. MOJIOXKEHNE 0 OMOIMOTEKe, MpaBwIIa MOJIH30BaHUS OMOIHMOTEKOM;
. MIOJIOKEHHE O TUIATHBIX yCIyrax OMOINOTEKH;
. TJTAHOBO-OTYETHYIO JJOKYMEHTAIIHIO.

3.5. B cocTaB OMOJIMOTEKH BXOIUT:

. a0OHEMEHT;

. YHUTAJIbHBIN 3T,

. OTJIe7 Y4eOHUKOB;

. otzen nHGOPMaIMOHHO-OMOIMorpaduaeckoi padoThl;

. (GOHT ¥ CTICTIMATTU3UPOBAHHBIN 31 PaOOTHI C MYJIBTUMEIUUHBIMU H
CETeBBIMU JJOKYMEHTaMU;

. MeraTeKa.

3.6. bubnuoreuHo-uH(popMaIMOHHOE 00CTYKUBAHHE OCYILECTBIIIETCSI B COOTBETCTBUU C
IIaHaMu paboThl OMOIMOTEKH M PEKUMOM PabOThl 00pa30BaTEILHON OPTaHU3aAIUH.

3.7. bubnauoreka BrpaBe NpeOCTaBIATh IUIaTHbIE OMOIMOTEYHO-UH(OPMALIMOHHbIE YCIYTH,
NepevYeHb KOTOPBIX OIMPEeIIeTCs] yCTaBOM 00pa30oBaTeIbHOI OpraHu3aluu.

3.8. Pexxum paboThl OMOIMOTEKH ONpECIISIeTCS 3aBEIYIONUM ONOIMOTEKON C yUeTOM
pexxuma paboTsl 00pa3zoBaTeabHOI opranu3anuu. OQUH pa3 B MECSI] IPeTyCMaTPUBACTCS
CaHWUTAPHBIN JCHb, B KOTOPBINA 00CITY)KHUBaHUE MTOJIb30BATEIICH HE TIPOU3BOIUTCS.

4. Y4eT nocTynjieHusi 4 BbIObITHS JOKYMEHTOB 0U0JIM0TEeYHOr0 (poHIa
4.1. [Ipuem 1OKYMEHTOB B ()OH/T OMOIMOTEKH BKIIOUAET CIICAYIONINE OTIEPALIHH:

. CBEpKa MOCTYIUICHUH C MEPBUYHBIM YUETHBIM JOKYMEHTOM (HaKJIaHas,
aKT), BKIIOYAIOIIUM CITUCOK IMOCTYNUBIINX TOKYMEHTOB;

. COCTaBJIEHUE NEPBUYHOIO YUETHOTO TOKYMEHTA I IOCTYIUIEHUH O€e3
COTPOBOIUTENILHOM TIOKyMEHTAIIUU;

. perucTpanus NOCTYMUBIINX JTOKYMEHTOB B PETUCTPaxX CyMMapHOro,
rpymnmoBoro u uaauBuayanbHoro ydeta (I'OCT 7.0.93-2015 «bubnuoreynsrii
¢dona. Texunonorust GoOpMUPOBAHHS»).

4.2. IIpu nonosHEeHNH OCHOBHOTO OMOIMOTEYHOTO (POHIa HEOOXOIUMO COOIIOIATh
TpeboBanust PeaepanbHoro 3akoHa ot 25.07.2002 Ne 114-D3 «O npoTUBOACHCTBUN
HKCTPEMHUCTCKOM eI TeNbHOCTH. JJOKyMeHTHI, BKJIIoUeHHbIe B DeiepaabHbIil CIIUCOK
AKCTPEMHUCTCKHUX MaTepuaios (aanee — ®COM), onyOaukoBaHHBINA Ha 0(ULIMATBLHOM caiiTe
Mumnrocta (http://minjust.ru/ru/extremist-materials), mpuoOperats 3anperieHo, npu
BBISIBIICHUH WX B (DOHIIE — M3BIMATh U3 JJOCTYTIA.

4.3. Yuet u 00paboTKa JOKYMEHTOB OMOIMOTEYHOTO POHA.
4.3.1. Yder u 06paboTKa TOKYMEHTOB OCHOBHOTO (JOH/a OCYILECTBIISACTCS MHNBH LY AJIbHBIM

criocobom. CBeZieHHs O TOCTYMUBIINX MEYaTHBIX TOKyMEHTax BHOCSTCS B « KHUTY
CYMMAapHOTO y4eTa JOKYMEHTOB OCHOBHOTO (DOHIa».



[TocTynuBIIMM JOKYMEHTaM NPUCBAUBAIOT UHIUBUAYAJIbHbIN PErUCTPALIMOHHBIA HOMED
(MHBEHTApHBIM HOMEp WIM UHOW 3HAK, IPUHSITHIA B KAYECTBE PETUCTPALIMOHHOTO HOMEPA,
CUCTEMHBIN HOMEp ISl 3JIEKTPOHHBIX JOKYMEHTOB) U MKU(P XpaHEHHUS.

Perucrpanuonnsie HoMepa U MKUQPPHI OTMEYAIOT B PETUCTPaX UHAUBUAYAIBHOTO yUueTa
JOKYMEHTOB — HHBEHTapHOM KHUTE, KAPTOTEKE PETUCTPAIUU T'a3€eT, )KypHAJIOB, yUeTHOH 0aze
JAHHBIX.

Bce sk3eMImuisipsl IPpUHATBHIX W3AaHui mreMmnentoroTcs. [ltemmnens ¢ HaumeHoBaHUEM
00pa30BaTeNbHON OpraHu3aluy J0JKEH ObITh MPSIMOYTOIBHOM (HOPMBI, pa3MepoM He
Ooubire ueMm 1,5 X 4 cM.

[Temnens cTaBUTCS HA 000POTE TUTYIBHOTO JUCTA (TIPH OTCYTCTBUU THTYJIBHOTO JIMCTA —
Ha TIepBOH CTpaHMIIE TEKCTa MO/l 3arjaBueM), Ha 17-i CTpaHHUIIE MO TEKCTOM B JIEBOM
HIDKHEM YTIIy U Ha 000poTe Kaxoro npuioxenus. Ha Oportopax u xKypHaiax MITEMIeTb
CTaBUTCS TOJIBKO Ha 00JI0KKE MJIM HA TIEPBOM CTPAaHUIIE TEKCTa.

CocraB ocHOBHOTO (hoHAa PUKCUPYETCS B KAPTOYHOM aji(haBUTHOM KaTajore, B
ANEKTPOHHOMN 6a3e NaHHBIX OMOIHOTEKH.

4.3.2. Yuer u o0paboTKa cnieruanu3upoBanHoro ¢pouaa. Crnernuain3upoBaHHbIN (GOHT
YUUTBIBAETCS ¥ XPAHUTCS OTAEIBHO OT OCHOBHOTO OMOIHOTEYHOTO (hOHA.

VYdeT 10KyMEHTOB CHEeUaTU3UPOBAHHOTO (DOH/IA, KAK MHOTO3K3EMILISIPHOM JTUTEPATyPHI,
OCYILECTBIISIETCSI FPYNIIOBBIM CIIOCOOOM U oTpaxaercsi B «KHure cymmapHoro yuera
yueOHOro poHma» U B KAPTOTEKE PETUCTPALIMOHHBIX KapTOUeK.

Ha xaxj0e HauMeHOBaHUE IOKYMEHTOB CHEeLUaTM3UPOBAHHOTO (DOH/IA 3aBOUTCS OTCIIbHAS
yueTHas kapTouka. KapTouku ¢ Oubnuorpaduyeckum ornrMcaHueM U3AaHUi yueOHUKOB
paccTaBiISIIOTCA B YUETHYIO KapTOTEKY I10 KJlaccaM, a BHYTPHU KJIacCOB — 10 alpaBUTY
(dbamuuii aBTOpOB WM 3aryiaBuid. [yt KOHTPOJIS 32 COXPAHHOCTHIO YYETHBIX KapTOUeK OHU
peructpupytotcs B «KypHaie perucTpaluu y4eTHbIX KapTOueK Y4eOHUKOBY.

Texnuyeckas 06paboTKa TOKyMEHTOB MPEyCMATPUBACT CIACAYIOIIUE ONEPaIHU:

. MIPOCTABJICHHUE HA KAXKJIOM JJOKYMEHTE IITeMIIeIIst ONOIMOTEKH B
COOTBETCTBUU C MYHKTOM 4.3.1 HACTOSIIETO MOJIOKEHUS;

. YCTaHOBJICHUE CPEJICTB 3aIIUTHI OT YTPaThl (MArHUTHBIA JATYUK, PATHOYHII,
WHOM BUJI MAPKHPOBKH);

. M3TOTOBJICHHUE M MPUKPEIUICHNE K IOKYMEHTY nacnopra ydyeOnuka. [lactopt
y4eOHUKa MIPUKIICUBAETCS Ha TIOCIEeIHEN CTpaHulle yueOHrKa. 3amoMHsIeTCs IPu
BbIJaue YUTATEIIO.

VYder crienuann3upoBaHHOTO (GOHIA MTPEyCMaTPUBAET OTPAKEHUE €0 COCTaBa B CIIPABOYHO-
oubmorpaduueckom ammapare OMOJIMOTEKH, B TOM YHCIIC B 3JICKTPOHHOM 0a3e TaHHBIX.

4.4. BpIObITHE TOKYMEHTOB OMOIHOTEYHOTO (POHIA.

4.4.1. Tlpuuunnsbl, MO KOTOPHIM JOKYMEHT MOXKET OBITh BHIBEJICH U3 COCTaBa OMOIMOTEYHOTO
¢dboHa, BKIIOYAIOT B TOM YHCIIE BETXOCTbh, NEPEKTHOCTD, YCTAPEIOCTh IO COJAEPKAHUIO,



yrpaty. Mckitouenue JokyMeHTa u3 OHOIMOTeYHOro GOoHIa IPOBOUTCS HA OCHOBAaHUH
aHaJM3a cocTaBa OMOIMOTEYHOTO (POHAA U PE3yJILTATOB €ro MPOBEPKH.

4.4.2. Tlox BETXOCThIO JOKYMEHTA IOHUMAIOT PE3yJIbTaT €CTECTBEHHOI'O CTAPEHUs WU
(hU3UIECKOTO U3HOCA JJOKYMEHTA.

4.4.3. Ilox neeKTHOCTHIO JOKYMEHTA IOHUMAIOT YaCTUYHYIO UJIU TOJHYIO yTpaTy
IKCILTYaTalMOHHBIX KaUeCTB JOKYMEHTa B pe3yJIbTaTe BHEIIHETO BO3ICHCTBHS.

4.4.4. Tlon ycTapenocThlo MO COAEPKAaHUIO TOHUMAIOT MOTEPIO aKTYyaTbHOCTH TEMATHKH,
MOITBEPIKIAEMYIO OTCYTCTBHEM CITPOCA YUTATENCH, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeieieHuy U peann3alii.

4.4.5. Tlox yTpaToit JOKYMEHTa MOHUMAIOT €T0 OTCYTCTBUE B (POHIE OMOINOTEKH 10
NPUYMHAM TOTEPU, XUILEHUs, OeICTBUI CTUXUIHHOTO, TEXHOT'€HHOTO (B TOM YHCIIe
XaKepCKOW aTaKu U HEBOCCTAHOBUMOI'O COOS AJIEKTPOHHOI'O 000pyAOBaHNUs) HIIN
COLIMAJILHOTO XapakTepa, [0 HeyCTaHOBJICHHOM MPUYHHE.

4.4.6. IIponecc UCKIIIOUEHUs JOKYMEHTOB U3 (poHa OUOIMOTEKN OCYIIECTBISETCS B
cooTBeTCTBUM ¢ [TopsikoM ydeTa TOKyMEHTOB, BXOJSIIMX B COCTaB OMOIMOTEYHOTO (hOH A,
YTBEPKICHHBIM TpUKa3oM MuHKyIbTYypsl OT 08.10.2012 Ne 1077.

4.4.7. BeiObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOHAA MPOU3BOIUTCS B PE3yJIbTaTe UX
CIHMCaHUsI KOMUCCHEH, CO3JJaHHOM PYKOBOIUTENEM 00pa30BaTeIbHOM OpraHu3aluy.

4.4.8. YTunuzanus CucaHHbIX IOKyMEHTOB OMOIMOTEYHOrO (hOH/Ia TPOU3BOIUTCS B
COOTBETCTBHUHU C 3aKOHOJIATEIHLCTBOM PD.

5. IIpoBepka 10KYMeHTOB OMOJIMOTEYHOTrO (pOHIA

5.1. IlnanoBas mpoBepka JOKYMEHTOB OMOIHOTEYHOr0 (POH/1a TPOBOIUTCS C
HNEePUOANYHOCTHIO OJMH pa3 B IATh JIET HA OCHOBAaHUHM Tpadrka MPOBEPKH, YTBEP)KICHHOTO
3aBeyIOUIMM OMOIMOTEKOH.

5.2. BHeruiaHOBast poOBEpKa JOKYMEHTOB OMOIHMOTEUHOTO (DOH 1A TIPOU3BOJUTCS B
00513aTeTTLHOM TTOPSIJIKE:

. IIPY BBISABJICHUH (DAaKTOB XHUILEHHSI, 37I0YTOTPEOICHHS WM TOPYU
JIOKYMEHTOB;

. B CJIy4ae CTUXMUHOTO OE/ICTBUSL, MOKapa MWK APYTHX Ype3BbIYAHBIX
CUTyallui, BBI3BaHHBIX KCTPEMAJIbHBIMU YCIOBUIMY;

. IIPU PEOPraHM3aLMHU WIH JTUKBUAALUU 00pa30BaTeIbHOIN OpraHu3aluy.

5.3. I[IpoBepka onaa HAa TpeIMET HATUYHSI B HEM JJOKYMEHTOB, BKIIFOUCHHBIX B
OCOM, npoBoaHTCS:

L4 IIpU MOCTYIUICHUH HOBBIX TOKYMCHTOB B (bOHI[;
. CHCTeMaTHUYEeCKH (HE peke OJHOTO pa3a B TPH MecCsIla) MyTeM CBEPKH
OCDOM co crpaBoUHO-O0MOIIMOTpaduIecKUM armapaToM (HoHIa OMOTHOTEKH.



5.4. Ilo utoram NpoBEpPKH 3aBEIyIONTUN OMOINOTEKON COCTABIISIET aKT, MOJIMUCHIBACT U
XPaHHT €ro B OMOIMOTEKE B TEUEHUE CPOKA, YCTAHOBJICHHOTO HOMEHKIIATYpoil nein. Eciu
KaKHe-TO IOKyMEHTBI OTCYTCTBYIOT IO HEYCTAHOBJICHHON MPUYUHE, TO K aKTy
MIPUKJIA/IBIBACTCS UX CIIMCOK, B KOTOPOM (DPUKCUPYIOTCS CBEACHUS O KOJIMYECTBE IOKYMEHTOB
6ubaroTeYHoro (oH/Ia B HAIMYUHU U KOJTUYECTBE OTCYTCTBYIOIIMX JIOKYMEHTOB, B TOM YHCIIe
110 HEYCTAHOBJIEHHOM NpUUnHE. B akTe Takke yKa3bIBatOTCsS HOMEP M JlaTa aKTa
NPEbIAYIIEeH MPOBEPKHU.

[Ipu BBIsIBIEHUH B MpoIiecce MPOBEPKU (HOHIA OTCYTCTBYIOIIUX TOKYMEHTOB U
HEBO3MOXHOCTH YCTAHOBJICHUS BUHOBHBIX JIUI[ YOBITKH 110 HEJOCTa4aM CIHUCHIBAIOTCS B
COOTBETCTBHUH C ICUCTBYIOIIMM 3aKOHOAATEIBCTBOM.

5.5. st mpoBepku 6ubmmoreyHoro GpoHaa 00pa3oBaTeIbHON OPraHU3AIMH HA TIPSIMET
HaJU4Ms B HEM JOKYMEHTOB, BKIt0UeHHBIX B DCOM, B 00pa3oBaTeIbHOM OpraHU3aIlun
co3maercs cnenuanbHas Komuccus mo cBepke oubimmoreunoro gonaa ¢ deaepaibHbIM
CIHICKOM KCTPEMHUCTCKUX MaTEPHUAJIOB, BBISIBICHUIO, U3BATHIO U YHUUYTOKEHUIO
AKCTPEMHUCTCKUX MaTepuainoB (nanee — Komuccus mo npoBepke SJKCTPEMUCTCKUX
MaTepUajoB), KOTOpas CHCTEMaTU4ECKH (HE peKe OJJHOTO pa3a B TPU MECSIa) OCYIIECTBIISIET
MPOBEPKY OUOIMOTEIHOTO (hOHIa 00PA30BATEIHHON OpraHU3aIlMU HA MPEIMET HATHYUS B
HEM JIOKYMEHTOB, BKJIIOUeHHBIX B PCOM, nytem cBepkr ®COM co cripaBoYHO-
oubnmorpaduyeckum annapaTom GoHIA.

[Tpu BeIsIBIEHNH JOKYMEHTa, BKIoueHHOro B @COM, Ha 3Tane KOMIJIEKTOBaHUS (oHIa
yKa3aHHBIN JJOKYMEHT HE MOJIC)KUT BKIIFOYCHHUIO B OMOIMOTeYHbIN (POHT 00pa3oBaTeIbHON
OpraHM3aliu.

B cnyuae BoisiBIEeHUS JOKyMeHTa, BKIIoueHHOT0 B DCOM 1 yxe Haxonsuierocs B poHe
OubIMoTEeKH 00pa30BaTEIILHOM OpPraHu3alni, JOKYMEHT HCKITFOUASTCS U3 OMOITHOTESIHOTO
(dhoHIa ¥ TTOUICKUT YHUUTOKECHHUIO.

6. Ilopsaiok M0JIb30BAHUA OMOJIMOTEKOM
6.1. 3amuch o0ydarommxcs 00pa30BaTENHHOM OpraHu3aIuy B OMOINOTEKY TTPOU3BOAUTCS TIO
CIMCOYHOMY COCTaBY KJIacCa B MHAMBHIyaIbHOM MOPSIIKE, MEJAarorHYeCKuX U WHBIX
pabOTHUKOB 00pa30BaTEIbLHON OpraHU3alluH, pOIUTENEH (MHBIX 3aKOHHBIX MPEACTaBUTENEH )
oOyuJatomuxcs — mo nacnopty. [lepeperucrpanus moib3oBareneii OMOINOTEKU
MTPOU3BOTUTCS €KETOTHO.
6.2. JIoKyMEeHTOM, TIOATBEPKIAIOIINM TPABO MOJIB30BAHUS OMOIMOTEKOH, SBIISIETCS
YUTATeNLCKUH Gopmysap. Ynuratensckuii popmyisip pukcupyer naTy Belgauu
MOJIH30BATENIO JOKYMEHTOB M3 (hoHa OMOIMOTEKH U MX BO3BpAIICHHS B OMOINOTEKY.

6.3. Ilopsamok moyIb30BaHNsI A00HEMEHTOM:

6.3.1. ITonp30BaTe) I UMEIOT MPABO TIOJTYYUTH HA JIOM U3 MHOTOTOMHBIX U3/IaHUH HE OoJiee
JBYX TOKYMEHTOB OJTHOBPEMCHHO.

6.3.2. MakcuMasibHbI€ CPOKH MOJIb30BAHUS JOKYMEHTAMU:

. y4eOHUKHU, yueOHbIe TOCOOUs — y4eOHBIH roJ;



. Hay4YHO-TIOMYJIIpHAsi, TO3HABATEIbHAS, XYy I0KECTBEHHAs TUTEpaTypa —
OJUH MECSIILI;
. MEepUOINYECKUE U3aHUs, U3aHU MOBBIIIEHHOTO cripoca — 15 qHel.

6.3.3. [Tonbp30BaTeM MOTYT NPOUIUTH CPOK MOIB30BAHUS TOKYMEHTAMH, €CJIM HAa HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTUX MOJIb30BATEIIECH.

6.4. ITops1OK MOJTB30BaHUS YNTATBHBIM 3aJI0M.
6.4.1. JlokyMeHTBI, TIpeAHa3HAaYEHHBIC 1711 paOOThI B UMTATLHOM 3ajie, Ha JIOM HE BBIIAOTCSI.

6.4.2. SHHI/IKJ'IOHGI[I/II/I, CIIPpaBOYHHKHU, pEAKHUEC, HEHHBIC U UMCIOIIUCCA B CAMHCTBCHHOM
9K3CMIIIAPEC JOKYMCHTBI BBIAAOTCA TOJIBKO JJISL pa6OTLI B UMTaAJIbHOM 3aJI€.

6.5. [Topsinok paboTHI C KOMITBIOTEPOM, PACTIONIOKEHHBIM B OHOIHOTEKE.

6.5.1. PaboTa ¢ KOMIIBIOTEpPOM YUYaCTHUKOB 00pa30BaTEILHOTO IPOIiecca MPOU3BOIUTCS 110
rpaduKy, yTBEpPKJICHHOMY PYKOBOIHMTEIEM 00pa30BaTeIbHONW OpraHU3aIiH, U B
MIPUCYTCTBUU COTPYAHUKA OMOINOTEKHU.

6.5.2. Pa3pemaercst pabota 3a 0JJHUM MEPCOHATBHBIM KOMITBIOTEPOM HE 00JIe€ IBYX UETIOBEK
OJTHOBPEMEHHO.

6.5.3. Ilonp30BaTenb UMEET MPaBO pabOTATh C COOCTBEHHBIM HOCUTENIEM WH(OpMALIUK TTOCTIe
IPeBapUTEIILHOTO TECTUPOBAHUS €T0 PAOOTHHUKOM OHOINOTEKH.

6.5.4. Ilo BceM Borpocam norcka nHGOpMaIMK B MHTEPHETE MOJIb30BATENb J0JKEH
oOpamiaThCsl K paOOTHUKY OMOIMOTEKH; 3ampeniaeTcs: oOparieHue K pecypcaM HHTEpPHETA,
NPE/IOIararoIuM OIUIaTy.

6.5.5. Pabota c KOMITBIOTCPOM HPOU3BOJUTCA COTJIACHO YTBEPKACHHBIM CAHUTAPHO-
TUTUCHUYCCKUM Tpe6OBaHI/I$IM.

7. llpaBa u 00s13aHHOCTH OMOJINOTEKH
7.1. PaboTHHKYM OMOIMOTEKU UMEIOT MPABO:
. CaMOCTOSITENILHO BBIOMPATh (POPMBI, CPEJICTBA U METOABI OMOIUOTEUHO-
UH(POPMALMOHHOTO 00CTYKHBaHUSI 00Pa30BaTEIHFHOTO M BOCIIUTATEIIEHOTO

MPOIIECCOB B COOTBETCTBUU C IIENIIMU U 3a7]a4aMi, YKa3aHHBIMU B yCTaBe
00pa3oBaTebHON OpTraHU3aIMH U TIOJIOKEHUH 0 OMOJINOTEKE;

. NPOBOJNTH B YCTAHOBJIICHHOM MOPSIIKE (PaKyJIbTATUBHBIC 3aHATHS, YPOKH U
KPYXKH OMOITMOTEYHO-OMOIHOrpadMuecKnx 3HaHUH 1 HHPOPMALTMOHHOM
KyJbTYPBI;

. OTIPENIeNIATh UICTOYHUKN KOMITIEKTOBAHMS HH(OPMAIIMOHHBIX PECYPCOB;

. U3BIMaTh U PEATM30BBIBATh JOKYMEHTHI U3 (DOHIOB B COOTBETCTBHH C
MHCTPYKIHKEH 10 y4eTy OubaroTednoro GoHma;

. y4acTBOBATH B yIPABICHUU 00pPa30BaTEIbHON OPraHU3aLUK B IOPSIKE,

OonpeacsiICMOM YCTaBOM;,



. y4acTBOBaTh B COOTBETCTBUH C 3aKOHOAATEILCTBOM P®D B padoTte
OUOJIUOTEYHBIX ACCOLIMALIUI UIIA COK30B.

7.2. PaGoTHUKHU OUOIUOTEK 00SA3aHBI;

. 00ecneunTh MOJIb30BaTENSIM BO3MOKHOCTD PabOThl C HHPOPMAIIMOHHBIMH
pecypcamu OUOJIMOTEKY;

. nH(GOPMUPOBATH MOJIB30BATENICH O BUAAX MPEIOCTABISAEMbIX OMOIHOTEKOM
yCIyT;

. OCYIIECTBIISITH TUIAHOBBIE U BHEIUIAHOBBIE MTPOBEPKU OMOIMoTeyHoro houmaa,
PETYISIPHO OCYIIECTBIIATH MPOBEPKY OMOIMOTEYHOTr0 (DOHIa 00pa30BaATEIIBHOMN
OpraHM3aly Ha MpeIMEeT HAJIMYKs B HEM JOKYMEHTOB, BKJIIOUeHHbIX B DCOM;

. 00eCTneunTh HAyYHYI0 OPTaHu3anuio (GOHIOB U KaTajIoros;

. dbopMupoBaTh HOHABI B COOTBETCTBUH C YTBEPKACHHBIMH (eiepabHBIMU
NepeUHAMU yq€6HBIX I/I3I[aHI/H>'I, OCHOBHBIMU O6pa30BaT€JH)HI)IMI/I nporpamMmmamMmu
0o0pa3oBaTeNnbHOI OpraHu3alyy, HHTEpEcaMu, MOTPEOHOCTIMH U 3aIIpOCaMH BCeX
KaTEropuii MoJib30BaTeleH;

. COBEPIIICHCTBOBATh MH(GOPMAITMOHHO-OMOIHOTrpadrieckoe u OMOIHMOTEYHOE
00cITy>KMBaHUE TOJIb30BATENCH;

. o0ecreunBaTh COXpaHHOCTh HCIIOB30BaHUS HOCUTENEH HH(OpMAIIHH, UX
CHCTEMaTH3aIIHNI0, Pa3MEUICHNE U XpaHCHHE;

. o0ecreurBaTh PeXUM paboThl B COOTBETCTBUU C MOTPEOHOCTAMU
MOJIb30BaTeNeH U PaboTOi 00pa30BaTEIHLHON OpraHU3aIUY;

. OTYHTHIBATHCS B YCTAHOBJICHHOM IMOPSAKE MEPE]] PyKOBOAUTEIEM

00pa30BaTeNIbHOI OpraHu3alnu.
8. [IpaBa u 00s13aHHOCTH MOJIb30BaTeJ el ONOIHOTEKHN

8.1. Ilonb3oBarenu 6GUOINOTEKH UMEIOT MTPABO:

. MoJTy4aTh TIOJIHYIO HH(OpMAIIHIO 0 cocTaBe OMOIMOTEYHOTO (POH A,
UH(POPMALMOHHBIX Pecypcax H MPeaoCTaBIIeMbIX ONOINOTEKOM ycmyrax;

. MOJIB30BATHCS CIIPABOYHO-OMOIMOTpaPUIECKUM arapaToM OUOIHOTEKH;
. MOJTy4YaTh KOHCYJIBTAIIMOHHYIO ITOMOIIb B TIOUCKE M BEIOOPE HCTOUHUKOB
uHdopmanuu;

. M0JTy4aTh BO BPEMEHHOE IM0JIb30BaHNE HAa a0OHEMEHTE U B YUTAIHHOM 3aJie
TIeYaTHBIC M3/IaHUs, ayTMOBH3YAIbHbIC JOKYMEHTHI U IPYTHE UCTOYHUKH
UHpOpMaLINY;

. MPOJIJICBATh CPOK MOJIH30BAHUS JIOKYyMEHTAMH,

. MOJIy4yaTh TeMaTu4eckue, pakTorpapuueckue, yTOUHSIOMHUe U
oubnmorpaduueckue cCipaBku Ha OCHOBE (OoHIa OMOIHOTEKH;

. MOJTy4YaTh KOHCYJIbTAIIMOHHYIO TOMOIIb B paboTe ¢ HHpopManuei npu
MOJIb30BAHUH JICKTPOHHBIM U UHBIM 000PYI0BaHHEM;

. Y4acTBOBATh B MEPONPUSITHUSX, IIPOBOTUMBIX OUOITHOTEKOM.

8.2. [Monp3oBaTenu OMOIMOTEKH 00SA3aHBbI;

. coOJTr01aTh MpaBUjIa MOJb30BaHUS OMOINOTEKOM;



. OepeKHO OTHOCUTHCS K MPOU3BEJCHUSIM 1eYaTH (HE BBIPHIBATh, HE 3arudaTh
CTpaHull, HC JCJIaTh B KHHUTI'aX HOI[‘-IepKI/IBaHI/If/’I, HOMCTOK), HWHBIM JOKYMCHTAaM Ha
pa3IMYHBIX HOCUTENSIX, 000pYA0BaHUIO, UHBEHTAPIO;

L4 NoAACPIKUBATH IMOPAAOK paCCTAHOBKU JOKYMCHTOB B OTKPBITOM OOCTYIIC
OMOIMOTEKH, PACTIONOKEHHSI KAPTOUEK B KaTajorax U KapToTeKax;

L4 IMOJIb30BATHCA HCHHBIMU U CIIPABOYHBIMU JOKYMCHTAMH TOJILKO B
MTOMEIECHUH OUOJINOTEKH;

. yOeIUThCS PU MOTYYEHUH IOKYMEHTOB B OTCYTCTBUH Je(PEKTOB, a IPH
oOHapyxeHuu npornH(pOpMUpOBaTHL 00 ’TOM pabOTHHKA OMOIUOTEKH.
OTBETCTBEHHOCTE 3a OGHﬂpy)KCHHBIe [[G(l)eKTBI B CIaBaCMbIX NOKYMCHTAaX HECCCT
MMOCJICITHUN MOIH30BaTEIIb;

. PacTUCBIBATHCS B YUTATEIHCKOM (OPMYIISIPE 3a KaXKIBIHN IMOTydeHHBIN
JTOKYMEHT (MCKJIIoueHue: ooyyarommecs 1—4-X K1accoB);

. BO3BpAIaTh JOKYMEHTHI B OMOIMOTEKY B YCTAaHOBJICHHBIE CPOKHU;

. 3aMEHSATh JOKYMEHTHI OMOJIMOTEKH B CIy4ae UX yTPaThl WM TOPYHA UM

PaBHOIICHHBIMU JTUOO KOMIIEHCUPOBATh yIIepO B pa3Mepe, YCTAaHOBICHHOM
MpaBUJIaMU TIOJIb30BaHUSI OMOINOTEKOM;

. MOJTHOCTBIO PACCUUTATHCS C OMOIMOTEKON IO UCTEYSHHUU CPOKa 00ydeHUs
WM pabOoTHI B 00111€00pa30BaTEILHOM YUPEIKICHUH.
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