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ITos0o:keHne 0 MIKOJIHLHOU OMOJINOTEKE

1. O01mMe moJ10KeHus

1.1. Hacrosee mosioxkeHue periaMeHTupyer nesatebHocTh onommorekn MbOY «COII Nel
. Yupu-HOpm» (manee — oOpa3oBaTebHas OpraHU3aIus ).

1.2. Hacrosimee mnojiokeHue pa3paboTaHO B cOOTBETCTBUU ¢ DefepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 oOpa3oBanun B Poccuiickoit Denepanuu», MTpUKa30M
MunkyasTypbl oT 08.10.2012 No 1077 «O6 yrBepxknenun [lopsaka ydera JOKYMEHTOB,
BXOJIIMX B COCTaB OMONIMOTEYHOro (oOHIa» € ydeToM nucbMa MHHOOpa3oBaHUS OT
23.03.2004  No  14-51-70/13 «O  IlpumepHOM  TOJOXEHUHM O  OUOIHOTEKE
o011eo0pa3oBaTenbHOrO yupexaeHus», Metoandeckux pekomengauuiit ®I'bBHY «HIIb um.
K. . Yumackoro» ot 31.05.2017, pekomennanuii MunkynsTypbl ot 12.09.2017 o pabote
OuONMMOTEeK C JOKYMEHTaMH, BKJIIOUEHHBIMH B (efepanbHbIi CHUCOK 3KCTPEMUCTCKUX
MaTepuasios.

1.3. bubnuoTteka ABIsSETCS CTPYKTYPHBIM IOJApa3zeieHneM o0pa30BaTeIbHOW OpraHu3aIuH,
CO3/IaHHBIM B IIeNsAX oOecreueHusl MpaBa YYaCTHHKOB 0Opa30BaTeNbHOrO Ipolecca Ha
OecruiaTHOE MOJIb30BaHUE OMOINOTEYHO-UH(POPMAIIMOHHBIMU pECYpCaMH.

1.4 HOpSII[OK MNOJB30BaHHUA HWCTOYHHUKAMH I/IH(I)OpMaI_II/II/I, MNEpCUCHb OCHOBHBIX YCIYI' H
YCIOBUSA HX HNPCAOCTABJICHUSA OIPCACIIAOTCA HACTOAIIMUM IIOJIOKCHUCM O OuOIMOTEKE U
IpaBHJIaMU MMOJIb30BaHUS 6H6J’IHOTCKOI>1, YTBCPKACHHBIMH PYKOBOAUTCIICM 06p330BaTeHBHOﬁ
OopraHu3anuu.



1.5. Opranu3zamus o0cayXKHMBaHNUs YYaCTHUKOB 00pa30BaTEIBHOTO MPOLECCa MTPOU3BOANUTCS B
COOTBCTCTBUM C IIpaBHJIaMH TCXHUKH 0€30IIaCHOCTH U IMPOTHUBOIIOKAPHBIMH, CAHHUTAPHO-
TUT'HCHUYCCKUMH Tpe6OBaHHHMH.

2. lean, 3aga4u, pyHkuun 60 1M0TEKH

2.1. llenu 6UOIMOTEKH COOTBETCTBYIOT IEJISIM 00pa30BaTEIbHON OPraHU3AMHA U BKIIOYAOT
B ce0s1 B TOM uucie: GOpMHpPOBaHUE OOIIEH KyIbTyphl JIMYHOCTH O0yJYaromuXxcs Ha OCHOBE
YCBOEHMSI COAEP KaHMsI OCHOBHBIX 00111€00pa30BaTEIbHBIX MPOTpaMM, UX aJlalTalus K 5KU3HU
B OOINECTBE, CO3/IaHME OCHOBBI JUII OCO3HAHHOTO BHIOOpAa M TIOCIIEAYIOIIErO OCBOCHUS
HpO(l)CCCI/IOHaJ'IBHI)IX 06p330BaT€J'II)HI>IX nporpamMM, BOCIHUTAHUC T'PaXKJIAHCTBCHHOCTH,
TPYAOJIO0MS, YBaXEHHS K MpaBaM U cBOOOJaM YeloBeKa, JIIOOBU K OKpYKarolled Mpupoae,
Ponune, cembe, hopMupoBaHue 310pOBOTO 00pa3a KU3HH.

2.2. 3agauamu 6u0IMOTEKH 0Opa30BaTENIbHOI OpraHU3aluy SBISIOTCS:

e ofecrieyeHue y4yacTHMKaM oOpa3oBaTeIbHOTO Tpolecca — O0O0ydaromuMces,
MeJarornyeckuM  pabOTHHUKAM, POOUTENSM  (3aKOHHBIM  IPEACTABUTESIM)
oOyuaronuxcs (ganee — MOJIb30BATENsIM) — JOCTyHa K MHQOpMALUH, 3HAHHIM,
UAesM, KYyJIbTYPHBIM IIEHHOCTSM TIOCPEICTBOM HCITOJB30BAaHHUS OHOIMOTEYHO-
MH(POPMAITMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHN3alliu;

e BOCHHUTAHHE KYJIBTYPHOTO U TPaXJAHCKOTO CaMOCO3HaHHS, IOMOIIb B
colManu3aluu 00y4aromerocs, pa3BUTUN €ro TBOPUYECKOTO MOTEHIINATIA;

e TMpUBICYEHHE  OOydJalOIIUXCS K  CHUCTEMAaTHUYECKOMY  4YTEHHIO  Y4eOHOM,
XyJI0’)KECTBEHHOM, HAYYHO-TIOMYJIIPHOM JIUTEPATYypPHhI;

e COJEHCTBHME  pa3BUTHUIO  [O3HABATENbHBIX  HMHTEPECOB M  CHOCOOHOCTEH
00yJaroIuXcs;

e (opMHpOBaHHE HABBIKOB HE3aBUCHUMOIO OMOIMOTEYHOTO MOJB30BaTENsl, 00yUeHHe
MIOUCKY, OTOOPY U KPUTHUUECKON OIICHKE HH(POPMALIHH;

e COJICHCTBUE TMENaroruuyeckuM pabOTHHKAM B MOA00pPE Hay4YHO-METOJIUYECKOU
JTUTEpaTyphl, UHOOPMHUPOBAHHUE O HOBBIX MOCTYIJICHUSX B OMOIMOTEUHBIH (HOH;

e COBEpIICHCTBOBAHUE MPEAOCTABISIEMbIX OMOIHMOTEKON YCIyr Ha OCHOBE BHEAPEHUS
HOBBIX HMH(OPMAIIMOHHBIX TEXHOJOTUA U KOMIIbIOTEpU3AUU OHOIHOTEHYHO-
MH(POPMAIMOHHBIX TpoIleccoB, (GopMupoBaHue KOMMOPTHOW OMOIMOTESYHOM
CpeIbl.

2.3. bubnuoTeka BBIMIOJIHSET Cleaytoue GyHKINH:

2.3.1. ®opmupyer GoHa OUOINOTEUHO-MHPOPMAIIMOHHBIX PECYPCOB 00pa30BaTEIbHON
OpraHu3alum:

e KOMIUIGKTYET OCHOBHOH (OHI yueOHBIMH, XyJIOXKECTBEHHBIMH, HAy4YHBIMHU,
CIIPaBOYHBIMH, NIEIAarOTUYECKIMHU M HAYYHO-TIOMYJISIPHBIMH JJOKyMEHTaMH;

e y4acTBYET B KOMIUICKTOBAaHHH CIIEIIHATN3NPOBAHHOTO (hOH/Ia YUeOHUKAMH U3 YnCIia
BXOJAIIMX B (elepaibHBIN NIepeueHb Y4eOHMKOB, JOMYIIEHHBIX K UCIOIb30BaHHUIO
NpU peanu3alii UMEIOIIUX TOCYyJapCTBEHHYIO aKKPEIUTALUI0 00pa30BaTebHBIX
IporpaMM HAyaJbHOTO OOIIEro, OCHOBHOTO OOIIEro, CpemaHero OOIIero



oOpa3oBanusi, ¥ y4eOHBIMU MOCOOHMSIMH, JOMYIIEHHBIMH K HCIIOJIb30BAaHUIO IPH
peanu3aniy yKa3aHHbIX 00pa30BaTEIbHBIX IPOrPaMM;

e aKKyMyJHpyeT (OHJ JOKYMEHTOB, CO37[aBa€MbIX B 00pa30BaTEIbHON OpraHu3alluu
(myOnukammii u paboT memaroroB 00pa30BaTeNbHONW OpPraHM3ALUH, JIYYIITHX
HAYYHBIX pa0boT U pedepaToB yJauuxcs 1 1p.);

e OCYIIECTBIISIET Pa3MELICHHE, OPTaHU3AIHIO U COXPAHHOCTh JOKYMEHTOB;

e OpraHm3yeT ¥ BEIeT CIPaBOYHO-OMOMMOrpaduueckuii ammapaT: KaTaJoru
(amdaBUTHBIN, CHUCTEMAaTHYECKUIl), KapTOTEKH (CUCTEMATHUYECKYI0 KapTOTEKY
cTareidl, TeMaTU4eCKue KapTOTEKH), OSJCKTPOHHBIA KaTajor, 0a3bl ITaHHBIX IIO
npodrito 00pa30BaTEIIEHON OpPraHU3aIiy.

2.3.2. OcymecTBiser nuddepeHIpoBaHHOE O6uOIMOTEYHO-NH(POPMAITMOHHOE
o0cyXKMBaHUE 00YJarOIIUXCS:

e TIpeNOoCTaBisieT HHPOPMAIIMOHHBIE PECYPCHI Ha PA3IUNYHBIX HOCUTESX;

e OpraHuzyer oOydeHHE HaBbIKaM HE3aBHCHMOTO OMOJMOTEYHOTO MOJb30BaTENs U
noTpebuTens nHpopmalru, coaeHCTBYET UHTEIPAllU KOMIUIEKCa 3HAHUM, YMEHHH
Y HaBBIKOB pa0OTHI ¢ KHUTOM ¥ MHPOPMAIIHEH;

e OKa3piBaeT MHGOPMALMOHHYIO MOJJEPKKY B PEIIEHMM 3aJay, BO3HHUKAIONINX B
mporecce  y4eOHOW, camMoOoOpa3oBaTeNbHOM W JIOCYrOBOW  JCSTEIBHOCTU
00yJaroImXcs;

e OpraHM3yeT MacCOBbIE MEpPONPHUATHS, OPUEHTUPOBAHHbIE Ha pa3BUTHE OOIIEH U
YUTATENBCKON KYJIbTYPhI IUYHOCTH;

e COJEHCTBYeT MENaroru4eckuM pabOTHUKAM B OpraHu3alud o0pa3oBaTeNbHOTO
mporecca 1 Iocyra 00y4aronuxcs.

2.3.3. OcymecTBiseT nuddepeHmpoBaHHOE OMOIMOTEYHO -MH(POPMAITUOHHOE
00CITy>)KMBaHUE TTEJarOTHYECKUX PAOOTHUKOB:

e BBIIBIISICT HH(POPMAIIMOHHBIE TIOTPEOHOCTH U YAOBJIETBOPSIET 3aIPOCHI, CBSI3aHHBIC
¢ 00y4eHueM, BOCITUTAHUEM 00Y4JalOIuXCs;

e cojneiicTBYeT MNpOo(ecCHOHANbHOW  KOMIETEHIMH  IEJaroroB,  MOBBIIICHUIO
KBaTM(UKAIUH, TPOBEICHUIO ATTECTAIIH;

e OCYyHIECTBIAET TeKymiee HHpOpMUpoBaHuEe (IHM HHPOpMANKU, 0030pbI HOBBIX
MOCTYIUICHUN U TyOJIMKALIHA);

e CHOCOOCTBYET TMPOBEACHHUIO 3aHATHH 1O (OPMHUPOBAHHIO HH(POPMAMOHHON
KYJIbTYpPbI 00y4aloIMUXCcs, BIETCS 0a30i A1 IPOBEICHUS TPAKTHYECKUX 3aHATHI
1o paboTe ¢ MH(POPMALMOHHBIMU PECYPCaMU.

2.3.4. OcymecTBiser b depeHInPOBaHHOE 0100 TeYHO-UH(POPMAIIMOHHOE
oOcyXKMBaHUE pOoAUTENCH (3aKOHHBIX MPECTaBUTENEH) 00yJaroIuXCs:

e YIOBJIETBOPSIET 3aIIPOCHI MMOJIK30BATENECH U MHPOPMHUPYET O HOBBIX MOCTYIUICHHUSX B
O6ubnmoTeKy;

e KOHCYJABTHPYET MO BOMpOCaM OpraHU3alM¥ CEMEWHOTO YTEHHs, 3HAKOMHT C
uH(OpMaIHei 1Mo BOCIUTAHUIO IETEH;

e KOHCYJBTHUPYET IO BOIPOCAM YUEOHBIX M3JaHUH LI 00YJaIOMINXCS.

3. Opranuszanus JesiTeJbHOCTH OM0JIN0TEKH



3.1. OOmee pyKOBOJACTBO JESATEIBHOCTHIO OWOIMOTEKH OCYHIECTBISET PYKOBOAUTEIND
00pa3oBaTesbHON OpraHU3aIH.

3.2. HemnocpenctBeHHOE pPYKOBOACTBO  OMOIMOTEKOW  OCYIIECTBISET  3aBEAYIOIIHI
OnOIMOTEKOM, KOTOPBII Ha3HAYAETCSl PYKOBOIAMTEIEM 00pa30BaTeIbHON OpraHU3alIHH.

3.3. 3aBeayromuii OUOIMOTEKON HECET OTBETCTBEHHOCTDH B IIpE/eIax CBOEH KOMIIETEHLIUH 3a
OPTraHM3AIUIO M PE3YJIbTAThI JICATSIIBHOCTH ONOIIMOTCKH.

3.4. 3asepyromuii OubOnuMoTEKOW pa3pabaTbIBa€T M IPEJICTABISIET PYKOBOAUTEIIO
00pa3oBaTeIbHOI OpraHU3alluy Ha YTBEPKACHHE CIIEAYIONINE JOKYMEHTHI:

e TIOJIOXKEHHUE 0 OMOIHOTEKe, MpaBHIIa MMOJIH30BaHUS OMOIMOTEKOM;
e TIOJIO’KEHUE O IUIATHBIX ycIyrax OMOIMoTeKH;
e IIJJAHOBO-OTYETHYIOJIOKYMEHTAIIHIO.

3.5. B cocTaBOMOIHOTEKUBXOIUT:

e a0OHEMEHT;

e UHNTAIBLHBIN3AII,

e OTIEIYy4EOHHKOB;

e OoTIAeNUH(POPMALIMOHHO-OMOIHOTpadruecKonpadoThI;

e (oHa M crnenuamTU3UpPOBaHHBIN 3a1 pabOThl C MYJIBTUMEAUWHBIMU U CETEBBIMU
JOKYMEHTaMU;

e MeJuaTexa.

3.6. bubmmuoreyHO-UHPOPMAIIMOHHOE OOCITY’)KMBAaHUE OCYIIECTBIISETCS B COOTBETCTBUM C
IJIaHaMU paboThl OUOITMOTEKH U PEKUMOM PabOThI 00pa30BaTEIHLHON OpPTaHU3aAIUH.

3.7. bubnuoTteka BOpaBe MPEJOCTABIAThH IUIaTHbIE OMOTUOTEYHO-UH(POPMALIMOHHBIE YCIYTH,
nepeyeHb KOTOPBIX OMpPEeeNsieTcs yCTaBOM 00pa30oBaTeNbHOM OpraHu3aluu.

3.8. Pexxum paGoThl OMOIHMOTEKH OIpEeAeNseTCS 3aBEAYIONUM OHOJHOTEKON C ydeToM
pexuMa paboTel 0Opa3oBarenbHONW opraHu3anuu. OAMH pa3 B MecAll MPeIycCMaTpUBACTCS
CaHUTAPHBIH JICHb, B KOTOPBIA 0OCITYy)KMBaHHE MOJIH30BATEICH HE TPOU3BOIUTCS.

4. Y4eT nocTymjieHus U BbIOBITHS TOKYMEHTOB OM0/1M0TeYHOro (poHaa
4.1. IlpueM no0KyMeHTOB B (POHJ OMOIMOTEKH BKIIIOYAET CIEAYIOIINE OTIepalliu:

e CBEpKa TMOCTYIJIEHUH C TEpPBUYHBIM YYETHBIM JIOKYMEHTOM (HaKiajaHas, akT),
BKJTFOUAIOIIUM CHHUCOK MOCTYMUBIINX JOKYMEHTOB;

e COCTaBJEHHE TEPBUYHOTO YYETHOTO JOKYMEHTa [Uid TOCTYIUIeHHH  0e3
COTPOBOIUTENBHOM TOKyMEHTAIUY;

e perucTpanus MOCTYNUBIIUX JOKYMEHTOB B PETHCTPAaX CYMMapHOIO, TPYIIIOBOTO U
unguBuayansHoro  yuera (FOCT  7.0.93-2015  «bubnuoteunsiii  ¢oH.
TexHoIOTHIPOPMUPOBAHUSY).

4.2. Ilpy mNONOJHEHUH OCHOBHOTO OMOIMOTEYHOro (OHIAA HEOOXOJUMO COON0aTh
TpeboBanusi DenepanbHoro 3akoHa oT 25.07.2002 Ne 114-®3 «O mnpoTUBOACHCTBUH



JKCTPEMUCTCKOU JIE€ATEIBHOCTHY. JIoOKymMeHThl, BKItoueHHble B DenepanbHblil CIMCOK
IKCTPEMHUCTCKUX MartepualnioB (nanee — @COM), omyOIMKOBaHHBIN Ha O(UIIMATHPHOM calTe
Munrocra  (http://minjust.ru/ru/extremist-materials), mnpuoOperarp  3ampemnieHo, MpH
BBISIBJICHUM UX B (JOHJIE — U3bIMATh U3 JIOCTYIIA.

4.3. Yuet u 00paboTKa TOKyMEHTOB OHOIHOTEYHOTO (OHIA.

4.3.1. Yyer u 00paboTKa JOKYMEHTOB OCHOBHOTO (JOHJIa OCYIIECTBISETCS WHAUBUIYATbHBIM
cnocoboM. CBeneHHs O TOCTYNHMBIIMX II€YAaTHBIX JIOKyMEHTax BHocATcs B «KHury
CYMMapHOTO y4eTa JJOKYMEHTOB OCHOBHOTO (DOH/Ia.

[TocTynmuBmIMM JOKYMEHTaM IPUCBAMBAIOT WHIMBUIYAIBHBIA PETHCTPALMOHHBIM HOMED
(MHBEHTapHBIM HOMEp WJIM WHOW 3HAaK, NPHUHSTHIM B KaueCcTBE PErUCTPALMOHHOTO HOMEpa,
CUCTEMHBIN HOMEp IS JIEKTPOHHBIX JOKYMEHTOB) U IIKU(P XpaHEHHUS.

Peructpanmonnsie HomMepa U MUQPBl OTMEYAIOT B PETUCTPAaX HHIUBUIYAIbHOTO y4eTa
JOKYMEHTOB — MHBEHTAPHOM KHUre, KAPTOTEKE PErUCTPALUU ra3eT, )KypHaloB, YUeTHOH Oa3e
JTAHHBIX.

Bce sk3eMIuisippl OpUHATBIX W3JaHUK mTeMnentoroTcs. llltemnens ¢ HanMEHOBaHUEM
o0pa3oBaTeNIbHOM OpraHu3aluyd JOJDKEH OBITh MPSAMOYTOJbHOW (opMbI, pa3smMepoM He
Oonpire ueM 1,5 x 4 cM.

ITemnens cTaBUTCS Ha 000POTE TUTYIBHOTO JIUCTA (IIPU OTCYTCTBUU THUTYJIBHOIO JINCTA —
Ha TIEPBOM CTpaHWIIE TEKCTa TMOJ 3arjlaBueM), Ha 17-i CTpaHMIE MOJ TEKCTOM B JIEBOM
HIOKHEM YTy U Ha 000poTe Kaxaoro npuiokeHusi. Ha Opourtopax u xKypHajgax MITEMIIENb
CTaBUTCS TOJBKO Ha 00J0XKKE WM Ha TIEPBOM CTpaHUIIE TEKCTa.

CoctaB ocHOBHOrO (oHAa (GUKCHPYETCS B KapTOYHOM ai()aBUTHOM Karajiore, B
ANIEKTPOHHOM 0a3e JaHHBIX OMOJIMOTEKH.

4.3.2. Yuer m 00paboTka crnenuaiu3upoBaHHoro ¢onaa. Crenuain3upoBaHHBIA (HOH/T
YUUTBHIBACTCS] U XPAHUTCS OTJEIBHO OT OCHOBHOTO OMOIMOTEYHOro POoHIA.

Yuer AOKYMCHTOB CIICHHUATIN3UPOBAHHOT'O (I)OHI[a, KakK MHOFOSKS@MHHHPHOﬁ JINTCPATYPHI,
OCYIICCTBJIACTCA TI'PYHIIOBBIM crocoboM H OTpaXacTCss B «Kunre CYMMApHOIo Yy4ceTa
yqe6Horo (I)OHI[a» H B KAPTOTCKE PCTUCTPAINOHHBIX KAPTOUYCK.

Ha kaxxnoe HanMeHoBaHKE TOKYMEHTOB CIIEIUATM3UPOBAHHOTO (POHA 3aBOAUTCS OTACIbHAS
yueTHas kapTouka. Kaprouku c OubnuorpaduueckuMm ONHMCAHHUEM HW3JIaHUN y4eOHUKOB
paccTaBIAIOTCS B YUETHYHO KapTOTEKy IO KjaccaMm, a BHYTPHM KJIaccoB — MO ajdaBUTy
(dbamMunmii aBTOPOB WM 3arfiaBuil. J{s KOHTPOJIA 32 COXPAHHOCTHIO YYETHBIX KapTOYEK OHU
perucTpupyroTcs B «OKypHane perucTpanuu y4eTHBIX KapTodeK y4eOHUKOBY.

Texanueckas 06p360TKa JAOKYMCHTOB IIPEAYCMATPUBACT CICAYIOIINC OIICpaIiuu:

e TIPOCTABJICHHUE HA KaXIOM JOKYMEHTE IITeMIlelss OUOIMOTEeKH B COOTBETCTBUU C
MyHKTOM 4.3.1 HaCTOSIIEro MOJOKEHNUS;

e YCTaHOBJICHHE CPEJCTB 3aIIUTHI OT yTpaThl (MAarHUTHBIA JATYUK, PAAMOYUII, HHON
BUJT MAPKUPOBKH);



e W3TOTOBJICHWE M MPUKPEIUIEHHE K JOKYMEHTy mnacnopra ydeOHuka. I[lacmopt
yueOHHKa IIPUKJIEUBAETCA Ha nocieaHen CTpaHuLe ydeOHHKa.
3anoJaHAeTCAIPUBbIIAUECYUTATENIO.

VYuer crienuanu3upoBaHHOro (GoHa MPeaycMaTPUBACT OTPAKCHUE €r0 COCTaBa B CIIPABOYHO-
oubnmorpaduueckom ammapare OUOIMOTEKH, B TOM YHCJIC B JICKTPOHHOM 0a3e TaHHBIX.

4.4. BeiObITHE TOKYMEHTOB OMOIIMOTEYHOTO POHTA.

4.4.1. IlpyunHBl, IO KOTOPHIM JIOKYMEHT MOYET OBITh BBIBEICH M3 COCTaBa OMOIMOTEYHOTO
¢doHIa, BKIOYAIOT B TOM YHCIIE BETXOCTh, NE(PEKTHOCTh, YCTApPENIOCTh MO COJCPKAHUIO,
yrpary. VckimodeHne AOKyMeHTa M3 OMONMMOTEYHOTO ()OHJA MPOBOAUTCS HA OCHOBAHHHU
aHajM3a cocTaBa OMOIMOTEYHOTO (POH/IA U PE3YIBTATOB €r0 MPOBEPKHU.

4.4.2. Tlon BeTXOCThIO JOKYMEHTAa IMOHUMAIOT PE3yJbTaT E€CTECTBEHHOTO CTApEHHUsS WIIU
(hbM3UYECKOTO U3HOCA TOKYMEHTA.

4.4.3. Tlom nepeKTHOCTHIO JIOKYMEHTAa IOHHMAIOT YacTHYHYIO WM TIOJHYIO YTpaTy
AKCIUTyaTAIMOHHBIX KAaYECTB JOKYMEHTA B PE3YJIbTaTe BHEITHETO BO3CHCTBHUSL.

4.4.4. Tlon ycTapenocThbiO0 MO COJAEPKAHUIO NMOHUMAIOT MOTEPID AKTYaJTbHOCTH TEMATHKH,
MOATBEPKIAEMYI0  OTCYTCTBHEM  CIOpoca  4YMTareled,  HEeBOCTPEOOBAHHOCTHIO B
nepepacnpeieNieHuu U peaan3aium.

4.4.5. Tlon yrtpartoifi JOKyMEHTa IOHHUMAIOT €ro OTCYTCTBHE B (oHAEe OUOIMOTEKH TIO
NpPUYMHAM TOTEPH, XWIICHHs, OCIACTBUH CTHXHIHOTO, TEXHOTEHHOTO (B TOM HYHCIE
XaKePCKOW aTakd ¢ HEBOCCTAHOBUMOTO COOs DJIEKTPOHHOTO OOOpYyAOBaHUS) WU
COLMAIBEHOTO XapaKTepa, M0 HEYCTAaHOBJICHHOW MPUYHHE.

4.4.6. Ilpouecc HUCKIIOYEHHsS AOKYMEHTOB M3 (oHIAa OMOIMOTEKH OCYLIECTBISIETCS B
cooTBeTcTBUU ¢ [lopsiakom yueTa TOKYMEHTOB, BXOAAIIUX B COCTaB OMOIMOTEYHOTrO (OH[A,

YTBEPKJICHHBIM TTpuKazoM MuHkynbTypbl 0T 08.10.2012 Ne 1077.

4.4.7. BpiObITHE JTOKYMEHTOB OuOIMOTEYHOro (OHAA MPOU3ZBOIUTCS B pe3yjibTaTe HUX
CIUCAaHMsI KOMHCCHEH, CO3IaHHOM PYKOBOAUTENEM 00pa3oBaTeIbHONU OpraHu3aIliH.

4.4.8. YTunuzanusi CIHUCAHHBIX JOKYMEHTOB OuOIMoreyHoro ¢oHAa MPOU3BOAUTCS B
COOTBETCTBHH C 3aKOHOAATENLCTBOM PD.

5. IlpoBepka 10KyMeHTOB OMOJIHOTEYHOr0 (POHIA
5.1. IlnaHoBasi mpoBepka JOKyMEHTOB OuOnMnoTeyHoro (oHAa MPOBOAUTCA C
MEPUOTUIHOCTHIO OJIMH pa3 B MATh JIET Ha OCHOBAHUU TpaduKa MPOBEPKHU, YTBEPKICHHOTO

3aBeNYIOIINM OUOINOTEKOM.

5.2. BHemaHoBas TpoBepKa JIOKYMEHTOB OHMOIMOTEYHOro (oHIAa TPOU3BOAMUTCS B
00513aTeIbHOM MOPSIJIKE:

e [IpH BBISABJICHUU (I)aKTOB XUIICHUA, 3JIOy1'IOTp66J'IeHI/IH HJIK TIOPpYH JOKYMCHTOB;



e B Cly4ae CTHXMHHOTO O€ICTBHA, MOXKapa WM JAPYTUX UYPE3BBIYAWHBIX CHUTYaIUi,
BBI3BAHHBIX KCTPEMAJIbHBIMU YCIOBUSAMU;
e TP pEOpraHU3aIMK WIX JIMKBUIAIUN 00pa30BaTeIbHON OpraHU3aluy.

5.3. TIpoBepka (oHAa HA TPEeIMET HAIUYHUS B HEM JOKYMCHTOB, BKIOYCHHBIX B DCOM,
MIPOBOJIUTCS:

e IIPH MOCTYIJICHUN HOBBIX JIOKYMEHTOB B (DOH]T;
e cHCTEMaTH4yecKd (HE pexe OJHOro pasa B Tpu Mecsna) myreM cBepku @COM co
CIpaBOYHO-OHOIMOrpaduueckuM anmaparom GoHaa OMOTHOTEKH.

5.4. Tlo uroram TpOBEpPKH 3aBENYIONIUN OMOJIMOTEKONW COCTABIsE€T aKT, MOJIMUCHIBACT U
XpaHUT €ro B OMOJIMOTEKEe B TEUEHHE CpPOKa, YCTAHOBJIEHHOTO HOMEHKJIaTypol aen. Ecmu
KAaKHe-TO JIOKYMEHTbl OTCYTCTBYIOT [0 HEYCTAaHOBJIEHHOM MpHUYMHE, TO K aKTy
MIPUKIIAJIBIBAETCS UX CIIUCOK, B KOTOPOM (PUKCHUPYIOTCSI CBEJICHUSI O KOJIMYECTBE JOKYMEHTOB
610IMoTeYHOro (poHa B HAIMYUU M KOJIMYECTBE OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM UUCIIE
[0 HEYCTAaHOBJIEHHOW mnpuuMHe. B akTe Takke yKa3bIBalOTCA HOMEp M JaTa akTa
MpeABIAYIIEN TPOBEPKH.

[Ipn BbIsIBAEHHH B Tpolecce TMpoBepkH (GOHAA OTCYTCTBYIOIIUX JOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJIEHUSI BUHOBHBIX JIMI[ YOBITKM [0 HEJOCTauyaM CIUCHIBAIOTCS B
COOTBETCTBUH C JICUCTBYIOIIUM 3aKOHOJATEIbCTBOM.

5.5. JIns mpoBepku OubOmmoTedHoro ¢GoHAa oOpa3oBaTEbHOW OpPraHW3alldid Ha TPEIMET
HaJau4usi B HEM JOKYMEHTOB, BKIIOUYeHHBIX B DCOM, B 00pa3oBaTelbHONW OpraHu3aIiiu
co3maetrcsi cnernuainbHas Komuccus mo cBepke Oumbmmoreunoro ¢onma ¢ denepabHBIM
CIIMCKOM  3KCTPEMHUCTCKHMX MAaTEpUajoB, BBISIBICHHUIO, M3BATHIO M  YHUUYTOKECHUIO
OKCTPEMHUCTCKUX MaTepuaioB (maimee — Komuccuss 1o mpoBepke HSKCTPEMHCTCKHX
MaTepHajoB), KOTOPas CUCTEMAaTUUYECKH (HE peke OJJHOTO pa3a B TPU MeCsLa) OCYIIECTBISET
MpoBepKy OubnuoreyHoro (Gouaa oOpa3oBaTeIbHONW OpraHU3alMU Ha MPEAMET HAJU4Us B
HEM JIOKyMEHTOB, BKIIOYeHHbIX B DOCOM, nyrem cBepku DCOM co crnpaBovHO-
oubnuorpaduueckum anmnapatoM GoHpa.

[Ipu BeIsIBICHUM JOKyMEHTa, BKIrOYeHHOro B @COM, Ha sTame KOMIUICKTOBaHUS (OoHIA
yKa3aHHBIM IOKYMEHT HE MOJICKHUT BKIIOUYCHUIO B OMONMMOTEYHbIN (OoHI 00pa30BaTENbHOMN
OpraHu3aIiy.

B cnydae BbIsSBIeHHS JOKyMeHTa, BKiIoueHHOro B @COM m yxke Haxonsmerocs B QoHae
O6ubnrorekn oOpa3oBaTENbHON OpraHU3aluM, JOKYMEHT HCKIIOYaeTcs W3 OMOIMOTEYHOro
(dboHIa U TOUICKUT YHHUTOKECHHUIO.

6. ITopsigok moJib30BaHus1 OMOIMOTEKOM

6.1. 3anuce oOy4aronuxcs 00pa3oBaTeNbHON OpraHU3aluu B OMOINOTEKY POU3BOIUTCS TIO
CIIMCOYHOMY COCTaBy KJjacca B HWHIUBUAYAJBHOM TOPSAAKE, MENArorM4eCKMX M HHBIX
pabOTHHUKOB 00pa30BaTeNbHOIN OpraHU3aUK, POIUTENeH (MHBIX 3aKOHHBIX MPECTaBUTEIIEH)
oOywaromuxcss — 1o mnacnopry. Ilepeperucrpauus mosib3oBareneid  OuOIMOTEKU
IIPOU3BOJIUTCS €XXETOIHO.

6.2. Z[OKyMCHTOM, MNOATBCPKAAOIIUM  IIPAaBO  IOJIB30BAHUA 6H6JII/IOTGKOI\/'I, SABIIACTCA



yuTaTeNbCckuil  dopmymsap.  YUurarenbckuid  popmynsp  GUKCHUpYET  gaTy  BBIJAud
M0JIL30BATEIIO TIOKYMEHTOB U3 (hoHa OMOIMOTEKH U MX BO3BPALICHUS B OUOINOTEKY.

6.3. TTopsa0K 1MOJIb30BaHUS A00HEMEHTOM:

6.3.1. Ilosp30BaTen UMEIOT MPABO MOJYYUTh HA JOM M3 MHOTOTOMHBIX M3JaHUN He Ooliee
JBYX TOKYMEHTOB OJHOBPEMEHHO.

6.3.2. MakcuMaJIbHbIECPOKHUIIOJIb30BAHUAIOKYMEHTAMU:
e y4eOHUKH, yueOHbIE TOCOOUS — yUEOHBIH TO;
e HAy4yHO-TIONYJSIpHAsl, TO3HABATENbHAs, XYHO0KECTBEHHAsl JUTepaTypa — OJIHMH
MeCHILL;

e TMEPUOJIUYECKUE U3JAHUS, U3JaHUs MOBBILIEHHOTO cripoca — 15 nHei.

6.3.3. Ilonp3oBaTenu MOTYT MNPOJJIUTH CPOK IMOJB30BAHUS JIOKYMEHTaMH, €CIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI JPYI'HX MOJIb30BATEIEH.

6.4. ITopsiIOK MOJI30BAHUS YATAIBHBIM 3aJI0M.
6.4.1. JloxymMeHTBI, IpeHA3HAYEHHBIE /711 paOOTHI B UMTAJIHLHOM 3aJi€, Ha IOM HE BBIIAIOTCS.

6.4.2. DHIMKIONEINH, CIPABOYHHUKHU, PEAKUE, LIEHHBIE M HMMEIOIIHNECS B E€IUHCTBEHHOM
AK3EMIUISIPE TOKYMEHTBI BBIAFOTCS TOJIBKO ISl PA0OTHI B UNTAJIBLHOM 3ajie.

6.5. ITopsimok paboOTHI C KOMITBIOTEPOM, PACTIONOKEHHBIM B OMOIMOTEKE.
6.5.1. PaboTa ¢ KOMIBIOTEPOM yYaCTHUKOB 00pa30BaTEILHOTO MPOIecca MPOU3BOIUTCS TIO
rpaduky, yTBEP)KIEHHOMY PpPYKOBOAMTEIEM 00pa3oBaTeIbHOW OpraHu3aluv, W B

MPUCYTCTBUH COTPYAHUKA OMOINOTEKH.

6.5.2. Pa3pemiaercsa paboTta 3a OJJHUM MEPCOHAIBHBIM KOMIIBIOTEPOM He 0oJiee IBYX YeIOBEK
OJIHOBPEMEHHO.

6.5.3. [lonp3oBarens UMEET MPaBO PabOTATh C COOCTBEHHBIM HOCUTENEM HH(DOPMALMH TOCIe
MPeIBAPUTEIILHOTO TECTUPOBAHUSI €70 PAOOTHUKOM OMOTUOTEKH.

6.5.4. Tlo BceM BompocaM Tmoucka HHGOPMALMKU B HHTEPHETE I0JIb30BATEh JIOJKEH
oOpaiiatecss K pabOTHUKY OMOTMOTEKH; 3ampeniaeTcst oOpalleHne K pecypcam HHTEpHETa,

Inpearojararonmm OoIrJIiarTy.

6.5.5. Pabota ¢ KOMIBIOTEPOM MPOU3BOJUTCS COIJIACHO YTBEPXKJIEHHBIM CAHUTapHO-
TUTUEHUYECKUM TPEOOBaHUSM.

7. IlpaBa n o0s13aHHOCTH ONOTHOTEKH
7.1. PaGoTHHKYN OUOIMOTEKH UMEIOT MPABO:

e CaMOCTOATCIIBHO BLIGI/IpaTB (I)OpMBI, cpeacrea U MCTOJbL OMOIMOTEUHO-
I/IH(bOpMaLII/IOHHOFO 06CJ'Iy)KI/IBaHI/I$I O6pa3OBaTeJ'ILHOFO n  BOCHHUTATCIBHOIO



MPOIIECCOB B COOTBETCTBHHM C IEMSIMH M 3aJadyaMH, YKa3aHHBIMH B YCTaBe
00pa30BaTeIILHON OpPraHU3alui U TIOJIOKEHUHU O OUOIIHOTEKE;

MIPOBOJIUTH B YCTAHOBJICHHOM TOPSIIKE (DaKyTbTaTUBHBIC 3aHATUS, YPOKU U KPYKKH
6ubmoTeyHo-onbmMorpaduIeckux 3HaHUH 1 HHPOPMAIIMOHHOH KYIIBTYPHI;
OTIpEeNIeNATh UICTOYHUKN KOMITJICKTOBAHUS HH()OPMAIIMOHHBIX PECYPCOB;

M3BIMATh U PEaTM30BBIBATh JOKYMEHTHI U3 (DOHIOB B COOTBETCTBHH C MHCTPYKIIHUEH
1o y4eTy OnbimoreyHoro GpoHmaa;

y4acTBOBAaTh B  YNPaBJICHWHW OOpa30BaTeNbHOW  OpraHU3alld B IMOPSIKE,
OTIpE/IEIISIEMOM YCTAaBOM;

y4acTBOBATh B COOTBETCTBHH C 3aKOHOJATEIbCTBOM P® B paboTe OMOIMOTEYHBIX
accoMalni UK COI030B.

7.2. Pa0oTHUKNONOINOTEKOOA3aHBI;

oOecreunTh MOJIH30BATENsIM BO3MOXKHOCTH PabOThl ¢  MHGOPMAIMOHHBIMU
pecypcamMu OUOIHOTEKH;

nH(OPMHUPOBATH MOJIB30BATENEH 0 BUaX MPEIOCTaBIsIEMbIX OUOINOTEKOM YCIIyT;
OCYILIECTBJISITh IJIAHOBbIE M BHEIUIAHOBbIE NPOBEpPKU OuOIMOTEHYHOro (oHAa,
peryasipHO OCYIIECTBIISATh MPOBEPKY OmOImMoTreyHoro ¢oHma oOpa3oBaTeIbHOMN
OPraHu3aIuy Ha MPEIMET HAINYUS B HEM IOKYMEHTOB, BKIIOUeHHBIX B DCOM;
o0ecneunTh HayyHYyI0 OpraHu3alnio GOHOB U KaTaloroB;

¢opmupoBath (OHABI B COOTBETCTBUM C YTBEPXKJIECHHBIMH (penepaabHbIMU
MEepeyHsIMU y4eOHBIX H3/IaHUN, OCHOBHBIMU OOpa30BaTENbHBIMU IPOrpaMMaMu
00pa3oBaTeNIbHON OpraHu3alyy, UHTepecamMmu, MOTPeOHOCTAMH M 3allpocaMu BCeX
KaTeropui moJjib30BaTeNeil;

COBEPIIICHCTBOBaTh  MH(GOPMAIIMOHHO-OMOMmorpadguueckoe u  OMOIMOTEYHOE
00CITy>)KMBaHUE TI0JIb30BATENICH;

ofOecrieunBaTh COXPAaHHOCTb HCIOJB30BaHUS HOCHUTENEM HMHPOpMAIMH, HX
CUCTEeMAaTH3AaIlHIo, pa3MelICHHE U XpaHEHHE;

obecrieunBaTh PeKUM pabOThl B COOTBETCTBUH C MOTPEOHOCTSIMU TMOJIb30BATENICH U
paboToif 06pazoBaTENbHOMN OpraHu3aluu;

OTUUTHIBATHCS B YCTAHOBJIEHHOM HOPSIKE NEpe] PyKOBOAUTEIEM 00pa3oBaTeIbHON
OpraHu3aIiy.

8. IlpaBa u 0013aHHOCTH NOJIL30BaTE e OUOJINOTEKH

8.1. [Tonb3oBarenu OMOIMOTEKH UMEIOT MPABO:

MojlyyaTh  MOJHYI uHpoOpManmuioo 0 coctaBe Oubnmoreynoro  donxa,
MH(QOPMAIIMOHHBIX PECYpPCax U MPEIOCTaBIIsEMbIX OMOINOTEKOH ycayrax;
M0JIb30BaThCs CIPABOYHO-0MOIMOrpaduyeckum annapaToM OUOINOTEKH;

MOJIy4aTh KOHCYJIbTAllMOHHYIO TIOMOILIbL B TIOMCKE U BBIOOpPE HCTOYHHKOB
uHpOpMaINH;

MoJIydaTh BO BpPEMEHHOE IOJb30BAHME Ha AOOHEMEHTe M B YHMTAJIbHOM 3ajie
NevaTHble M3/aHUs, ayJUOBHU3yallbHbIE JIOKYMEHThl U JIPyTH€ HCTOYHHUKH
uHpOpMalnH;

MIPOIEBATHCPOKIIOIBE30BAHUSIOKYMEHTAMU;

MoJIy4aTh TeMaTuyeckue, (pakrorpaduyeckue, yrounsiomume u oubnuorpaduyeckue
CIpaBKU Ha OCHOBE (poHAa OMOINOTEKH;



MoJIy4aTh KOHCYJAbTAIMOHHYIO TIOMOIIb B pabore ¢ wuHboOpMmauuedl mpu
M0JIb30BaHHUHU HJICKTPOHHBIM U HHBIM 000PYIOBAaHHEM;
y4acTBOBATh B MEPOIPUATHUSX, TIPOBOJUMBIX OUOINOTEKOM.

8.2. [1onp30BaTe TMONOINOTEKNOOSI3AHBI;

c00JTI01aTHITPABUIIAIIOIH30BAHUSIONOINOTEKOM;

OEepeXKHO OTHOCHUTbCA K IPOM3BEACHUSM IledyaTu (HE BBIPHIBATH, HE 3arudaTh
CTpaHMII, HE JieNIaTh B KHUTAX IOJYEPKHUBAHMUN, TOMETOK), HHBIM JOKyMEHTaM Ha
Pa3IMYHBIX HOCUTEISAX, 000PYJOBAHNIO, HHBEHTAPIO;

MOJICP)KUBATh TOPSAOK PACCTAHOBKH JIOKYMEHTOB B  OTKPBITOM  JIOCTYIIE
OMOIMOTEKH, PACTIONOKEHHS KAPTOUEK B KaTajlorax U KapToTeKax;

MOJIb30BAThCS IIEHHBIMA M CIIPABOYHBIMH JOKYMEHTaMH TOJIBKO B TIOMEIIECHUH
OUOINOTEKH;

yOeUThCS TPH TOJYYEHHWH JIOKYMEHTOB B OTCYTCTBUU JIeEeKTOB, a TWpH
obHapyxeHun  npouHpopmMupoBaTh 00 ATOM  pabOTHHKA  OHOTMOTEKH.
OTBeTCTBEHHOCTh 3a OOHApy)KeHHbIE Ae()EeKTHI B CIaBaeMbIX JOKYMEHTaX HECET
MOCIIETHUH TTOJIE30BATEIb;

pacIuChIBaThCSl B YATATEIBCKOM (hopMyssipe 3a KaKIbIid MOJYYeHHBIH JOKYMEHT
(uckmrouenue: obyvaronuecs 1—4-x KIaccoB);

BO3BpaIlaTh JOKYMEHTHI B OMOIHOTEKY B YCTAHOBJICHHBIE CPOKH;

3aMEHATh JOKYMEHTHl OWONMOTEKM B Cllydae WX YTpaTbl WM TIOPYA WM
PaBHOIICHHBIMU JTMOO KOMIIEHCHUpPOBaTh YIIepOd B pa3Mepe, YCTaHOBJICHHOM
MpaBUJIAMHU TTOJIH30BaHUS OMOIMOTEKOMH;

MOJHOCTBIO PACCUMTATHCSH C OMOJMOTEKOW IO WCTEYCHUH CpPOKa OOYYCHHUS WU
paboThl B 00111€00pa30BaTEIHLHOM YUPEKICHUH.
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