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IToso:xenue o 6uOIMOTEKE

1. O01Iue moJI0KeHus

1.1. Hacrosiiiee moyiokeHUe periiaMeHTHpYeT nesTenbHocTh Oubmuoreku MBOY «COIL Ne

51» (nanee — oOpa3oBaTesIbHAs OPraHU3ALINS).

1.2. Hactosiimee monokeHue pa3padoTaHO B COOTBETCTBUU ¢ DenepaqbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «0O06 o6pa3zoBanuun B Poccuiickoii denepanun», TPUKA30M
MunkyiasTypsl oT 08.10.2012 Ne 1077 «O06 yrBepknenun Ilopsinka yuyera DOKYMEHTOB,
BXOAAIIMX B cOCTaB OuOIMoTedHoro (oHga» ¢ ydeToM nuchMa MuHOOpa3oBaHHUS OT
23.03.2004  No  14-51-70/13 «O  ITlpumepHOM  TOJOXKEHHHM O  OUOIHOTEKE
o011eo0pa3oBaTenbHOr0 yupexacHus», Metonqudeckux pekomennamii ®I'BHY «HIIb uwm.
K. . Ymmackoro» ot 31.05.2017, pekomenpauuiit MunkynbTypsl oT 12.09.2017 mo pabore
OuOIMOTEK C JOKYMEHTaMH, BKJIIOYEHHBIMH B (elepalbHbIil CIHCOK 3KCTPEMUCTCKHUX

MaTepHAaJIOB.

1.3. bubnuoteka sBIsSETCA CTPYKTYPHBIM IOApa3/ielicHHeM 00pa30BaTeIbHOM OpraHu3allny,
CO3JIaHHBIM B IEJsAX oOecreueHusl IMpaBa YYaCTHHUKOB 00pa3zoBaTeIbHOIO Ipoliecca Ha

OecruraTHOE TOJIb30BaHNEe OMOIMOTEYHO-UH(POPMAITMOHHBIMH PECYpCaMH.

1.4. Tlopsnox mNONIB30BaHMSA HCTOYHHKAMU HH(POPMAIUH, IMEPEYeHb OCHOBHBIX YCIYr H
YCIIOBUSL UX TMPEIOCTABIICHUS OMPEIENSIIOTCS HACTOSAUIMM TIOJIOKEHHEM O OulinoTeke u
MpaBHJIaMU TOJIb30BaHMs OUOIMOTEKOM, YTBEPKAEHHBIMU PYKOBOJUTENIEM 00pa3oBaTeIbHON

OpraHu3aLuu.



1.5. Opranu3zanusi o0CTy>KUBaHUSI YIACTHHKOB 00pa30BaTEIHLHOTO MpoIiecca MPOU3BOINUTCS B
COOTBETCTBUM C MpaBUJIAMH TEXHUKH OE30MACHOCTH M IMPOTHUBONOKAPHBIMHU, CAHUTAPHO-

TUTUCHUYCCKHUMHU TpCGOBaHI/ISIMI/I.

2. llesan, 3anauu, yHKIUN OMOTHOTEKH

2.1. Llenn OUOTMOTEKN COOTBETCTBYIOT LIESIM 00Opa30BaTENbHON OpraHU3alUU U BKIIOYAIOT
B ce0s1 B TOM umciie: popMupoBanue oOmeld KyiabTyphbl JIMYHOCTH OOYYarOIINXCS HA OCHOBE
YCBOGHHUS COJICPKaHMs OCHOBHBIX 00111€00pa30BaTebHBIX MMPOTPaMM, UX afanTaIus K >KU3HU
B 00IIECTBe, CO3JaHHE OCHOBBI JUII OCO3HAHHOTO BbIOOpAa W TOCIEAYIOIIETO0 OCBOCHUS
npodecCHOHABHBIX ~ 00pa30BaTENbHBIX IMPOrPaMM, BOCIHUTAaHHE T'PAXJAHCTBEHHOCTH,
TPYIOMIOOUS, YBaXKCHHS K IIpaBaM M CBOOOJIaM YEJIOBEKa, JIIOOBU K OKPYIKAIOIICH MpUPOJE,

Ponune, cembe, hopmupoBanue 310pOBOTO 00pa3a KU3HHU.

2.2. 3agauamu 6uOIHOTEKH 00pa30BATENILHON OPraHU3alU SBISIOTCS:

e o0ecrieueHre Yyd4YacTHHKaM o0OOpa3oBaTENBbHOIO TMpolecca — O00yJarouuMmces,
MEeAarorn4eckuM  pa0OTHHUKAM, POJUTENsM  (3aKOHHBIM  IMPEICTABUTEIISIM)
oOyyaromuxcs (1ajgee — MOJB30BATEIsIM) — JOCTyNa K WHGOpMAlMU, 3HAHUAM,
uaesiM, KyJIbTYPHBIM II€HHOCTSIM TIOCPEICTBOM HCIIOIb30BaHUS OMOINOTEUHO-
WH(OPMAITMOHHBIX PECYpCOB 00pa30BaTEILHON OpraHU3AINH;

e BOCHHTAaHUE KYJbTYPHOTO U TPaXIAHCKOTO CaMOCO3HAHHs, IOMOIIb B
COLMAJIN3ALMHU 00YJaIOUIerocs, pa3BUTUU €r0 TBOPUYECKOTO IMOTCHIINAA;

e TMpUBIEYECHHE  OOYYaAIOIIMUXCA K  CHCTEMaTHUYECKOMY  YTEHHIO  y4eOHOH,
XYI0KECTBEHHOM, HAYYHO-TIONYJISIPHOM JINTEPATYPHI;

* CONCHCTBHE  pA3BUTUIO  [O3HABATEJIbHBIX  HMHTEPECOB U  CHOCOOHOCTEH
o0yJarmuxcs;

e (opMHUPOBAHKME HABBHIKOB HE3aBHUCUMOTO OMOIMOTEYHOTO IMOJIh30BaTENs, 00yUeHHE
MOMCKY, OTOOPY ¥ KPUTHIECKOH OIIEHKE HH(OpMAITUH;

* COJEHCTBHE NENAarorMyeckuM pabOTHHKaM B TM0AOOpEe HAyYHO-METOAUYECKON
JUTEpaTyphl, THPOPMUPOBAHUE O HOBBIX IMOCTYIICHHUIX B ONOIMOTEUHbIN (HOHIT;

* COBEpILEHCTBOBAHUE MPEAOCTABISIEMbIX OMOIMOTEKOMN yCIyT Ha OCHOBE BHEAPEHUS
HOBBIX HH(POPMAIMOHHBIX TEXHOJIOTMH ¢ KOMIBIOTEpU3ANK OUOIMOTEUHO-
UH(POPMALIMOHHBIX TPOLECCOB, (opMupoBaHrue KOMQPOPTHOH OHOIMOTEYHOM

Cpenpbl.



2.3. bubnunoTeka BBITOIHACT cCaeayromue GyHKIUu:

2.3.1. @®opmupyer ¢GoHx OuOIMOTEUHO-UH(POPMAIMOHHBIX PECYpcoB 00pazoBaTEIbHON

OopraHu3anuvu:

e KOMIUIEKTYET OCHOBHOW (OHJ y4eOHBIMHU, XYI0KCCTBCHHBIMHU, HAyIHBIMHU,
CIIPaBOYHBIMU, TIEIATOTHYSCKUMH U HAyYHO-TIOMYJISIPHBIMU JTOKYMEHTAMH;

* y4acTBYeT B KOMIUIEKTOBAHUHU CIEIUAIN3UPOBAHHOTO (hoHAa yueOHUKAMHU U3 YHClia
BXOJAUINX B (hefiepaibHbIil TepeueHb Y4eOHUKOB, JOMYIIEHHBIX K HCIOJIb30BAHUIO
pH peaTU3alid UMEIONUX TOCYJAaPCTBEHHYIO aKKPEAMTALUI0 00pa30BaTEIbHBIX
nporpaMM HadalbHOTO OOIIEro, OCHOBHOTO OOIIEro, CpEeIHero OOIIero
0o0pa3zoBaHus, © Y4eOHBIMH TIOCOOWSMHU, JOMYIICHHBIMH K HMCIIOJb30BAHHUIO TIPH
peanu3aiuy yKa3aHHbIX 00pa30BaTENIbHBIX IPOTPAMM;

e aKKyMynupyeT (OHJ TOKYMEHTOB, CO3/IaBa€MbIX B 00pa30BATEIbHON OpraHU3aIluu
(myOnukammii W paboOT TenaroroB 0oOpa30BaTENbHOW OpraHM3aALUH, JYYIINX
Hay4HBIX pa0boT 1 pedepaToB ydanuxcs 1 Jap.);

e OCYILIECTBISET pa3MelleHIe, OpraHU3aIUIo0 U COXPaHHOCTh JOKYMEHTOB;

e OpraHM3yeT M BeAET CIpPaBOYHO-OMOIMOrpaduueckuil ammapaT: KaTaJloTu
(ampaBUTHBIA, CHUCTEMATHUYECKH), KApTOTEKH (CUCTEMATHUYECKYI) KapTOTEKY
cTaTel, TeMAaTHYEeCKHUE KapTOTEKH), AJICKTPOHHBIA Karajaor, 0a3bl JaHHBIX IIO

npod o 00pa3oBaTeIbHON OpraHU3aIuH.

2.3.2. OcymecTBiser QG hepeHIMpPOBaHHOE 6ubMoTeYHO-NH(POPMAITHOHHOE

o0cmy>)kuBaHUE 00 YyJarOIITUXCS:

e TpenocTaBiseT MHPOPMAIIMOHHBIC PECYPCHI HA PA3TUYHBIX HOCHTEISX;

e OpraHum3yeT oOy4YeHHE HaBBIKaM HE3aBUCHMOTO OMOIHMOTEYHOTO IMOJIBh30BATENS U
noTpeduTenss nHPpopMaIuu, COACHCTBYET HHTErPAIIMKM KOMILJIEKCa 3HAHUM, YMEHUM
Y HAaBBIKOB pa0bOTHI C KHUTOW ¥ HHPOPMAIIHEH;

e OKa3bpiBacT MHGOPMAIMOHHYIO TMOJJCPKKY B PEIICHHH 3a7]a4, BO3HHUKAIOUINX B
mporecce  y4eOHOHM, caMmo0o0pa3oBaTeNbHOW W JOCYrOBOW  JESTEIbHOCTH
00ydJaromuxcs;

e OpraHM3yeT MacCOBBIE MEPONpPHUATHS, OPUEHTHPOBAHHBIC Ha pa3BUTHE OOIIeH U

YUTATEIbCKON KYJIbTYPBI INYHOCTH;



e COJCHCTBYET MeNaroruueckuM pabOTHUKaM B OpraHu3anuu 00pa3oBaTEbLHOTO

mporecca M J0cyra 00yJaroImxcs.

2.3.3. OcymiecTBisieT nuddepeHIpoBaHHOE O6uOIMoTEeYHO-NH(DOPMAITMOHHOE

o0CITy>)KUBaHUE TIEAArOTHYECKUX paOOTHUKOB:

e BBIABIIICT WH(OOPMALIMOHHBIC TOTPEOHOCTH U yIOBJIETBOPSIET 3aPOCHI, CBI3aHHbBIE
¢ oOy4eHHeM, BOCITUTAHUEM OO0 YJarOIINXCS;

e comeHCTBYeT MpPO(QECCHOHAIFHOW  KOMIIETEHIIMA  TICaroroB,  MOBBIIICHUIO
KBaJTM(DUKAIMH, TPOBEICHUIO aTTECTAIIUH;

e OCYIIECTBISET Tekyiiee WHMOpMHUpOBaHWE (THU WHGOPMAIMU, 0030pPHI HOBBIX

MOCTYIJICHUW 1 TTyOJIUKaIuii);

CIIOCOOCTBYET TMPOBEACHUIO 3aHATHH 10 (QopmMupoBaHuio HHGOPMAITMOHHON
KYJBTYpBl 00y4aromuxcsl, IBIsieTcst 02301 Ut MpOBEACHUS MPAKTUUECKUX 3aHATUI

1o pabore ¢ HHPOPMALIMOHHBIMH PECYPCaMH.

2.3.4. OcymiecTBisieT nudepeHIpoBaHHOE O6uOIMOTEeYHO-NH(DOPMAITMOHHOE

o0CITy>)KUBaHHE POAMUTENEH (3aKOHHBIX MPEACTaBUTENCH) 00yaromuXCs:

e YJIOBJIETBOPSIET 3aPOCHI MOJIb30BaTeNIel 1 MHYOPMUPYET O HOBBIX IOCTYIUICHUSAX B
OMOINOTEKY;

* KOHCYJBTHPYET II0 BOIIpOCAM OpPraHU3alMUd CEMEWHOIO0 YTEHMS, 3HAKOMUT C
uH(opMalrei o BOCIUTAHUIO JETEH;

e KOHCYJIBTHPYET IO BOIIPOCaM y4yeOHBIX MU3AaHUN I 00ydaromuXxcsl.

3. Opranuszanus aesiTeJJbHOCTH OHOJINOTEKH

3.1. OOmee pYKOBOJCTBO JEATEILHOCTBIO OUOJMOTEKH OCYIIECTBISET PYKOBOIUTENb

00pa3oBaTeNbHON OpraHu3aIny.

3.2.  HemocpencTBeHHOE PYKOBOJACTBO  OHMOJIMOTEKOM  OCYIIECTBISET — 3aBEAYIOIIHUMA

OMOIMOTEKOM, KOTOPBII Ha3HAYAETCsl PYKOBOIUTEIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBenyromuii GMOIMOTEKON HECET OTBETCTBEHHOCTD B Mpeeiax CBOCH KOMIIETCHIIUH 32

OpraHM3aIMI0 U Pe3yNIbTaThl JeSTEIbHOCTH OUOINOTEKH.



3.4. 3aBenyromuid OMONMOTEKOW pa3pabaTbiBaeéT W  TPEACTABIACT PYKOBOIUTEIIO

0o0pa30BaTeNbHON OpraHu3aluy Ha YTBEPKIECHUE CIEAYIOUIUE TOKYMEHTHI:

* TIOJIOXKEHUE 0 OMOIMOTEKe, MpaBUiia MOJIH30BaHUS OMOIHOTEKOH;
e TIOJIOKEHUE O IJIATHBIX yCIIyrax OMOIMOTeKH;

¢ I[UIAHOBO-OTYCTHYIO NOKYMCHTAIHIO.

3.5. B coctaB OMOIMOTEKN BXOIUT:

e a0OHEMEHT;

e UHTAILHBIM 347,

oT/IeN y4eOHUKOB;

otnen nHHOPMAITMOHHO-ONOIHorpaduIecKoit padoThI;
3.6. bubanoTeuyHO-UHPOPMALIMOHHOE OOCITYXHBAaHHE OCYIIECTBISIETCS B COOTBETCTBHU C

TUIaHaM# paboThl OMOTMOTEKU U PEKUMOM PabOTHI 00pa30BaTENLHON OPraHU3aIUH.

3.7. bubnuoTteka BIpaBe MPEAOCTABIATh IUIATHBIE OMOINOTEUHO-UH(OPMAITMOHHBIC YCITYTH,

NepevYeHb KOTOPBIX ONPEENIeTCs] YCTaBOM 00pa30BaTeIbHON OpraHU3alHH.

3.8. Pexxum pabGoThl OMOIMOTEKM OIpPEACNIeTCS 3aBEAYIOIUM OHOIHOTEKON C y4eTOM
pexxuma paboTel 00pa3oBaTenbHONM opranu3anuu. OIUH pa3 B MeCAIl MpeaycMaTpUBaeTCs

CaHUTAPHBIN JIeHb, B KOTOPBINA 00CITy>)KHUBAaHHUE TOJIb30BATENCH HE POU3BOJUTCS.

4. YdeT nocTynjieHusi U BbIOBITHS IOKYMEHTOB 0M01M0TeYHOT0 hoHIa

4.1. Ilpuem nokymMeHTOB B (poH OMOITMOTEKH BKIIOYACT CIACAYIONINE ONIEPAIIHH:

e CBEpKa TMOCTYIUICHUH C TEPBUYHBIM YyUYETHBIM JIOKYMEHTOM (HaKjIaJHas, aKT),
BKJTFOYAIOIIUM CIIHCOK MOCTYIMUBIINX JOKYMEHTOB;

e COCTaBJICHHE TMEPBUYHOIO YYCTHOTO JOKYMEHTa JUIS TOCTYIUICHUH  0Oe3
COIPOBOJIUTEIIFHOMN JIOKYMCHTAIIHH;

e perucTpamys MOCTYINMHUBIINX JOKYMEHTOB B PETUCTPAX CYMMAapHOIO, TPYIIIOBOTO U
uaauBuayansHoro yuaera (I'OCT 7.0.93-2015 «bubnuoreunsiit poua. TexHomorus

bopMHUpOBaHUS»).



4.2. Tlpy mMONMOTHEHWH OCHOBHOTO OMONMMOTEYHOro (OoHAA HEOOXOAUMO COONIOIATh
TpeboBanusi denepanbHoro 3akona ot 25.07.2002 Ne 114-®3 «O mnpoTUBOACHCTBUU
JOKCTPEMHUCTCKOU JIE€ATEIBHOCTU». JIOKyMEHTBI, BKIIOYEHHBIE B @DenepanbHbI CIUCOK
HKCTPEMHUCTCKUX MatepuaioB (namee — ®COM), onyOnMKoBaHHBIA Ha OUIIMAIEHOM caiiTe
Munrocta  (http://minjust.ru/ru/extremist-materials), npuoOperaTe  3ampemieHo, Ipu

BBIABJICHUU UX B (1)OHI[C — U3bIMAaThb U3 JOCTYyIIA.

4.3. Yyet u 06paboTka TOKyMEHTOB OMOIMOTEYHOTO (POHIA.

4.3.1. Yuer u 06paboTKa TOKyMEHTOB OCHOBHOTO (DOH/1a OCYILECTBIIACTCS MHANBUAYATbHBIM
cocoboM. CBefeHHs O TMOCTYNHMBIIMX I€YATHBIX JOKyMEHTax BHocATcsS B «Kuury

CYMMapHOT0 y4eTa JOKYMEHTOB OCHOBHOTO (hoHIa».

[TocTynuBmIMM NOKYMEHTaM IPUCBAMBAIOT WHIWBHUIYAJIbHBIM PETHCTPALIMOHHBIM HOMEp
(VHBEHTApHBIM HOMEp WJIM WHOW 3HAK, MPUHATHIA B KAa4e€CTBE PETMCTPALIMOHHOTO HOMEPA,

CUCTEMHBIN HOMEp IS 3JIEKTPOHHBIX JOKYMEHTOB) U MK (P XpaHEHHUSI.

Perucrpanmonnsie HOMepa W IUGPHI OTMEYAIOT B PETUCTPaX HHAWBUAYAIBHOTO y4yeTa
JOKYMEHTOB — MHBEHTAPHON KHUTE, KAPTOTEKE PETUCTPALIMH Ta3eT, )KypHAJIOB, yUYETHOH 0aze

JaHHbBIX.

Bce sk3emmuisipel OpUHATBIX W3AaHUM mrTeMmnentoroTcsa. llremnens ¢ HanMeHOBaHHEM
0o0pa3oBaTeNbHON OpraHu3aluu JOJDKEH OBITh NPSIMOYTOJbHON (OpMBI, pasmMepoM He

Oosbie yem 1,5 X 4 cMm.

[temnens cTaBUTCS Ha 00OPOTE TUTYIBHOTO JIUCTA (TIPU OTCYTCTBUU TUTYJIBHOTO JIUCTA —
Ha TMEpBOM CTpaHMWIE TEKCTa MOJ 3arjaBueMm), Ha 17-i1 cTpaHULE MOJ TEKCTOM B JIEBOM
HIDKHEM YTy ¥ Ha 000poTe Kaxaoro mpuiiokeHus. Ha Opommropax u skypHaiax MITEMIETh

CTaBUTCS TOJIBKO Ha 0OJIOKKE MIX Ha nepBoﬁ CTpAaHUIC TCKCTA.

CocraB ocHOBHOTO (oHAa (QUKCHpPYETCS B KApTOYHOM ajidaBUTHOM KaTajore, B

AJICKTPOHHOU 0a3e MaHHBIX OMOIMOTEKH.

4.3.2. Yuer m oOpaboTka crneuuanu3upoBanHoro ¢ouaa. Creuuanu3upoBaHHBIA (QOHA

YYHUTBIBACTCSI M XPAHUTCS OT/ACIBHO OT OCHOBHOTO OMOIMOTeYHOTO (POHIA.



VY4er NOKYMEHTOB CHENHATU3UPOBAHHOTO (OHAA, KaK MHOTOIK3EMIUIIPHOW JUTEpaTyphl,
OCYILIECTBIISIETCSl TPYIIOBBIM crOocoO0OM U oTpaxkaercsi B «Kuure cymmapHoro yuera

yueOHOro oHAa» U B KAPTOTEKE PETUCTPAIIMOHHBIX KAPTOUEK.

Ha xaxxmoe HaMeHOBaHHE JOKYMEHTOB CIICIIHATM3UPOBAHHOTO (DOHA 3aBOANTCS OTJCIbHAS
yueTHas kaprtouka. Kaprouku c OubnuorpaduyeckuM oOmHCaHUEM H3AaHUN YYeOHHKOB
paccTaBiIAIOTCA B YYETHYIO KapTOTEKy IO KjaccaM, a BHYTPU KJIAcCOB — MO andaBuTy
dbamnnii aBTOpoB WM 3aryaBui. J{Is KOHTPOJIS 32 COXPaHHOCTBIO YUCTHBIX KapTO4EK OHHU

peructpupyrotcs B «KypHase peructpaiiy y4eTHbIX KapTOueK YUeOHUKOB».

Texuuueckas 06paboTKa TOKYMEHTOB IPeAyCMaTPUBACT CIECAYIOIINE OTEPALIUU:

* TIPOCTABIICHHE HA KAXIOM JOKYMEHTE IITEMITeNsi OMOIMOTEKH B COOTBETCTBUHU C
NyHKTOM 4.3.1 HacTOSLIETO MOJIOXKEHUS;

* YCTAHOBJICHUE CPEJCTB 3aLIUTHI OT YTpaThl (MATHUTHBIA NATYUK, PAIUOUUI, UHOU
BHJI MApKUPOBKH);

e WU3TOTOBJICHWE M TPHUKPEIUICHHE K IOKYMEHTy macmopra ydeOHuka. Ilacmopt
yueOHUKa MPHUKJICUBACTCS HA TOCIEAHEH CTpaHWIle y4eOHUKA. 3aroiHsIeTcs MpU

BbIAAa4€ YUTATCIIIO.

VYder crienuain3upoBaHHOTO (GOH/A MPEeTyCMaTPUBAET OTPAKEHUE €0 COCTaBa B CIIPABOYHO-

o6ubnuorpaduyeckom ammapare OUOINOTEKH, B TOM YHCIIE B AJIEKTPOHHON 0a3e JaHHBIX.

4.4. BpIOBITHE TOKYMEHTOB OMOIMOTEYHOTO (POHIA.

4.4.1. IlpuuuHBL, IO KOTOPHIM JIOKYMEHT MOXXET OBITH BBIBEJCH U3 COCTaBa OMOIMOTEYHOTO
(dboHIa, BKIIOYAIOT B TOM YHUCIE BETXOCTh, NEPEKTHOCTh, YCTApEIOCTh IO COJCPKAHHIO,
yrpary. UckmroueHne gokymeHTa U3 OMOIMOTEeYHOro (oHIAa MPOBOAMTCS HA OCHOBAHUU

aHaJM3a cocTaBa OMOIMOTEYHOTO (POH/A U PE3YIIBTATOB €TI0 MPOBEPKHU.

4.4.2. Tlong BETXOCThIO JOKYMEHTa MOHUMAIOT PE3YJbTAT €CTECTBEHHOTO CTAPEHHS WU

(bu3MYeCcKOro U3HOCA JOKYMEHTA.

4.4.3. Tlon nehexkTHOCTHIO JOKYMEHTa IMOHMMAIOT YacTHMYHYIO WIM TOJHYIO YTpaTy

OKCILTYaTallTHOHHBIX KAY€CTB NOKYMEHTA B PE3YJIbTAaTC BHCIIHETO BOBI[GI\/'ICTBI/IH.



4.4.4. Tloxg ycTapenocThi0 MO COJAEPNKAHUIO MOHUMAIOT MOTEPH0 AKTYyaJIbHOCTH TEMATHUKH,
MOATBEPKIaEMYI0  OTCYTCTBHEM  CIOpoca  4YHTareie, HeBOCTPeOOBAaHHOCTHIO B

[epePACIPEICIICHUN U PeATU3aLuu.

4.4.5. Tlom yrpartoii NOKyYMEHTa IOHHUMAIOT €ro OTCYTCTBHE B (oHAE OHOIUOTEKH IO
NpUYMHAM TIOTEpH, XHUIICHHS, OCNCTBUI CTHUXWHHOTO, TEXHOTEHHOrO (B TOM YHCIE
XaKepPCKOW aTakh ¥ HEBOCCTAHOBHUMOTO cOOS DJIGKTPOHHOTO OOOPYIOBAaHHS) WU

COLIMAJILHOTO XapaKTepa, 10 HEYCTaHOBJIEHHOM MPUYHHE.

4.4.6. Tlpouecc HCKIIOYEHUS IOKYMEHTOB M3 (oHAa OHOIMOTEKH OCYIIECTBISETCS B
cootBeTcTBUH ¢ [lopsiaKkoM ydera TOKyMEHTOB, BXOJAALIMX B COCTaB OMOIMOTEUHOTrO (hOHIA,

YTBEPKJICHHBIM ITpruKazoM MuHkyIsTypsl OT 08.10.2012 Ne 1077.

4.4.77. BpiObITHE TOKYMEHTOB OMOIMOTEYHOTO (HOHIA MPOU3BOAUTCS B pE3ylbTaTe HUX

CIHMCaHUsI KOMUCCHEH, CO3JaHHOIM PYKOBOIUTENEM 00pa30BaTeIbHON OpraHu3aiyy.

4.4.8. YTunuzanus CIHUCAHHBIX JIOKYMEHTOB OuOMMoTedyHoro ¢oHAa MPOU3BOIUTCI B

COOTBETCTBUHU C 3aKOHOJATEILCTBOM PD.

S. IlpoBepka 1OKYMeHTOB OHOJIHOTEYHOrO (poHIa

5.1. IlmaHoBas mTpoBepKa JOKYMEHTOB OHOIMOTEYHOro (OHIA TMPOBOAUTCS €
NEepUOANYHOCTHIO OJMH Pa3 B IATH JIET HA OCHOBAHUM rpadyKa MPOBEPKH, YTBEPKIACHHOTO

3aBEAYIOIMM OUOIHOTEKOM.

5.2. BaemmaHoBas TmpoBepka JOKyMEHTOB OuOiIHOTeuHOro (HoHIA TNPOU3BOIUTCA B

00s13aTeILHOM TOPSJIKE:

* IIpH BBIBJICHUU (PAKTOB XUIICHUS, 3I0YIOTPEOICHUS HITU TIOPYH JOKYMEHTOB;
e B Cly4ae CTUXMHHOro O€ACTBHUsA, MOXKapa WM JIPYTHX UPE3BBIYAWHBIX CUTYyalUH,
BBI3BAHHBIX YKCTPEMAJIbHBIMU YCIOBUSAMU;

e [pU peopraHu3alliy WIN JUKBUJAIMH 00pa30BaTeIbHON OpraHU3alHy.

5.3. IlpoBepka ¢oHma HA MpPEAMET HAIMYUS B HEM JOKYMEHTOB, BKIIOYCHHBIX B DCOM,

IIPOBOAUTCA:

e IIpH MNOCTYIJICHUH HOBBIX JOKYMEHTOB B (DOHI;



* CHUCTEMATUYECKHU (HE peke OJHOTO pa3a B TpW Mecsla) nyreM cBepku @COM co

CrpaBOYHO-OMOMMOrpadudeckum anmapaTom GpoHIa OMOIHMOTEKH.

5.4. Tlo wToraM MpPOBEpPKH 3aBENYIONTUH OHMOIMOTEKOW COCTaBIsET aKT, MOJAMHUCHIBACT H
XpaHUT €ro B OMOJMOTEKe B TEYCHHE CPOKa, YCTAHOBJICHHOTO HOMEHKJIATypo# aen. Ecium
KaKHe-TO JOKYMEHTbl OTCYTCTBYIOT II0 HEYCTAHOBIEHHOM IIPUYMHE, TO K akKTy
MIPUKIIABIBACTCS UX CIIHCOK, B KOTOPOM (DUKCUPYIOTCS CBEJIEHHS O KOJIMUYECTBE JOKYMEHTOB
OnOIMoTeYHOTrOo (DOHIA B HAIMYUHU M KOJIMYECTBE OTCYTCTBYIONIUX JIOKYMEHTOB, B TOM YHCJIE
10 HEYCTAaHOBJICHHOW MpWYMHE. B aKkTe Takke YKa3bIBalOTCS HOMEpP M Jiara akTa

IpeAbIAYIIEH TPOBEPKHU.

[Ipu BBISIBIEHHH B Tpolecce MNpoBepkd (OHAA OTCYTCTBYIOINIMX JOKYMEHTOB U
HEBO3MOXKHOCTH YCTAHOBJIEHUS BUHOBHBIX JIMI[ YOBITKM MO HEAOCTauyaM CIIMCBHIBAIOTCS B

COOTBCTCTBHHU C ,Z[GI\/'ICTBYIOH_II/IM 3aKOHOAAaTCIILCTBOM.

5.5. Jlns mpoBepku OmOmmoreyHoro (oHma oOpa3oBaTEbHOW OpraHW3allud Ha TPEAMET
HaJau4usl B HEM JOKYMEHTOB, BKIIOYeHHBIX B DCOM, B 00pazoBaTenbHON OpraHHU3aIluu
coznaercsa crnenuanbHas Komuccus mo cepke Oubnmoreunoro ¢ounnma ¢ demepaibHbIM
CIIMCKOM  OJKCTPEMHUCTCKHUX MAaTEpPHAlOB, BBISABICHUIO, U3BATUI0O U  YHUYTOKCHHIO
OSKCTPEMHUCTCKHX MaTepuanoB (naiee — Komuccuss 1o TpoBepKe HKCTPEMHUCTCKHUX
MaTepHaJIOB), KOTOpasi CUCTEMATHYECKU (HE PEXE OJHOTO pa3a B TPU MECSIA) OCYIIECTBIISIET
mpoBepKy OubnmoreyHoro (GoHma 0Opa3oBaTENbHONW OpraHU3alMU Ha TPEIMET HATUYHs B
HEM JOKYMEHTOB, BKJIIOueHHbIX B ®OCOM, nyrem cBepku OCOM co cnpaBoyHO-

oubnuorpaduueckum anmaparom (GoHma.

[Ipu BbISBIEHUH JOKyMeHTa, BKItoueHHoro B @COM, Ha sTame KOMIUIEKTOBaHUS (oHIa
yKa3aHHBIN JOKYMEHT HE MOJICKUT BKIIOUEHUIO B OMOIMOTeUHBIN (OHI 00pazoBaTeIbHOM

OpraHu3aIyy.

B cnyuae BbIsIBIEHHS JOKyMeHTa, BKitoueHHOTOo B @COM m yxe Haxozsmerocs B ¢GoHIe
O6ubnuorekn oOpa3oBaTENbHONW OpraHM3allid, JOKYMEHT HCKIIoYaeTcss U3 OMOIMOTEeYHOro

(dhoHIa ¥ TOICKUT YHUUITOKEHUIO.

6. Ilopsinok moJib30BaHUsA OHOJINOTEKOM



6.1. 3anmuce oOyJaronuxcsi 00pa3oBaTEILHON OpraHU3aIiy B OMOINOTEKY MPOU3BOIUTCS TIO
CIIMCOYHOMY COCTaBy Kjacca B HWHIUBUAYaJIbHOM IOPAJIKE, NENATOTUYECKUX M HHBIX
pabOTHHUKOB 00pa30BaTENbHON OpraHU3aIMH, POJUTENCH (MHBIX 3aKOHHBIX MPECTaBUTEIICH)
oOywaromuxcs — 1o macmnopry. llepeperucrpauus mosb3oBareneil  OuOIMOTEKH

MIPOU3BOIUTCS €KEroqHo.

6.2. JloKyMEHTOM, TOATBEP)KIAIOIIMM MPaBO IMOJb30BaHUSA OUOIMOTEKOW, SBISETCA
yuTaTenbCkuii  Gopmyssip.  YUurarenbckuii  popmynsp  GuKcHpyeT  AaTy  BbLIA4H

MOJIH30BATEII0 JOKYMEHTOB U3 (hoH1a OMOTNOTEKH U UX BO3BpAIICHUS B OMOINOTEKY.
6.3. [Topsiiok moNIb30BaHNsT A00OHEMEHTOM:

6.3.1. Ilomp30BaTenu UMEIOT MPABO MOJYYUTh HA JJOM W3 MHOTOTOMHBIX M3JIaHUWA HE Oojee

JBYX TOKYMEHTOB OJIHOBPEMEHHO.
6.3.2. MakcumabHbI€ CPOKHU TMOJIH30BaHUS IOKYMEHTAMU:

e yueOHMKH, yueOHbIe TOCOOUs — yueOHBI TO/;
e HayyHO-TIONyJSIpHAsi, IO3HABaTEeNbHAas, XYHOKECTBEHHas JUTepaTypa — OJIUH
MecsII;

e [EpUOJUYECKUE U3aHNs, U3JJaHUsI TTOBBIIIEHHOTO cripoca — 15 nHei.

6.3.3. Ilonp3oBaTrenu MOTYT MPOMJIUTH CPOK TOJB30BaHUS JOKYMEHTaMH, €CIM Ha HUX

OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTHX TOJIb30BATEIICH.

6.4. IlopsA10K MMOJIB30BaHUS YUTATBHBIM 3aJI0M.

6.4.1. JIokyMeHTHI, IpeHA3HAYCHHBIE U1 paOOTHI B YUTAILHOM 3aJie, Ha JIOM HE BBIJAIOTCA.

6.4.2. DHIMKIONEINH, CIPABOYHHUKH, PEIKHE, IEHHBIE W HMCIOIIHECS B CIMHCTBEHHOM

HK3EMIUISIPE TOKYMEHTHI BBIIAIOTCS TOIBKO JJIsl pa0OTHI B YUTAIBHOM 3aJIe.
6.5. ITopsiiok paboThl C KOMITBIOTEPOM, PACIIONOKEHHBIM B OMOIHOTEKE.

6.5.1. PaGoTa ¢ KOMITBIOTEPOM yYaCTHUKOB OOpa30BaTEIBHOTO IMpoIlecca MPOU3BOIAUTCS IO
rpaduKy, YTBEpXKACHHOMY pPYKOBOJIUTENEM 00pa3oBaTeNbHON OpraHusanuu, ¥ B

NPUCYTCTBUH COTPYTHHKA OUOIMOTEKH.



6.5.2. Paszpemaercst paboTa 3a OJHUM MEPCOHATBHBIM KOMIIBIOTEPOM HE O0Jiee ABYX YETOBEK

OJTHOBPEMEHHO.

6.5.3. Ilonp30BaTenb UMEET PaBO pabOTaTh ¢ COOCTBEHHBIM HOCUTEIEM MH(OPMAIIUHU TTOCIIE

MIPEABAPUTEIIBHOTO TECTUPOBAHUS €0 PAOOTHUKOM OUOIHOTEKH.

6.5.4. Ilo Bcem Bompocam IOHMCKa HH(POPMALMU B HUHTEPHETE I0JIb30BATENb JOJKEH
oOpamaTthCcsi K pabOTHUKY OMOTMOTEKHM; 3ampelnaeTcs oOpameHne K pecypcaM HWHTEpHETa,

MPEATOoJararonuM OTUIaTy.

6.5.5. Pabota ¢ KOMIOBIOTEPOM MPOU3BOAUTCS COTJIACHO YTBEPXKACHHBIM CAHUTAPHO-

TUTUCHUYCCKUM Tpe6OBaHI/I$IM.

7. IlpaBa u 00s13aHHOCTH OMOTHOTEKH

7.1. PaboTHUKH OMOIMOTEKH UMEIOT TIPaBO:

* CaMOCTOATENBbHO BBIOMpPAaTh (OPMBI, CpEACTBA W  METOABl  OHOIMOTEYHO-
WH()OPMAITMOHHOTO  OOCIYKMBaHMUsI 0Opa30BATEIIBHOTO W  BOCHHUTATEIIBHOTO
IPOLIECCOB B COOTBETCTBHM C MENSIMH M 3aJadyaMH, YKa3aHHBIMH B YCTaBe
00pa3oBaTeNbHON OPraHU3aNK U TIOJI0XKEHUU O OUOINOTEKE;

* TIIPOBOJUTH B YCTAHOBJICHHOM MOpsAKE (PaKyIbTaTUBHBIC 3aHATHS, YPOKU U KPYKKH
OMOIMOTEYHO-ONOMHOrpaPUIeCKUX 3HAHUM U HH(POPMAITMOHHOMN KYJIBTYPHI;

* OMNpENENsITh HCTOYHUKH KOMIUIEKTOBAHUS HH(POPMAIIMOHHBIX PECYpPCOB;

* U3BIMaTh M PEAM30BBIBATH JJOKYMEHTHI U3 (DOHIIOB B COOTBETCTBUH C MHCTPYKLIUEH
1o y4ery Oubnmorednoro ¢poHa;

e y4acTBOBATh B  YIPABICHWH O0Opa30BaTEIbHOW  OPraHM3AlMH B  TOPSIKE,
OIIPEIETISIEMOM YCTaBOM;

* y4YaCTBOBATh B COOTBETCTBUHU C 3aKOHOAATENHCTBOM P® B pabore OMOIMOTEUHBIX

accolHalii Wik COI030B.

7.2. PaboTHuKM OMOIIMOTEK OOSI3aHBL:

e o0OecneunTh TOJNH30BATENISIM BO3MOXHOCTH paboThl ¢  HMH(OPMAIMOHHBIMHU
pecypcamu OUOINOTEKH;

e uH(}OPMUPOBATH MOJB30BATENEH O BUAAX MPEJOCTABISIEMBIX OMOJINOTEKON yCIIyT;



e OCYIIECTBISITH IUIAHOBBIE W BHEIJIAHOBBIE MPOBEpKH OubImoreuynoro ¢oHma,
peryJsipHO OCYIIECTBIATH MPOBEPKY OubImoreunoro ¢oHaa 00pa3oBaTeIbHON
OpTraHM3aIH HA MIPEIMET HAIWYHS B HEM IOKYMEHTOB, BKIIOYeHHBIX B DCOM;

e o0ecneunTh HAYYHYIO OpraHu3anuio (POHI0B U KaTaJlOrOB;

e (¢dopmupoBath (OHIBI B COOTBETCTBHH C YTBEPKICHHBIMU (eaepaTbHBIMU
NepeyHsIMU Y4YEOHBIX H3/IaHUN, OCHOBHBIMU 00pa3oBaTeNbHBIMH IMPOTrPaAMMaMHU
o0pa3oBaTeNnbHON OpraHu3aIi, HHTEpecaMu, OTPEOHOCTSIMU U 3alpOCcaMH BCEX
KaTerOpyil MOJIb30BaTEIICH;

* COBEPIICHCTBOBaTh  HH(POPMAIMOHHO-OMOMMOTrpaduueckoe W OMOJIUOTEHYHOE
o0ciyXKMBaHUE MOJIb30BaTENIECH;

e o0ecmeunBaTh COXPAaHHOCTh HCIIOJNIB30BAHHSI HOCUTENEW wuHpopMammu, ux
CUCTEMAaTH3AIINIO, Pa3MEIICHUE U XpPaHEHUE;

e o0ecreunBaTh PeKUM pabOTHl B COOTBETCTBHH C MOTPEOHOCTSIMHU TOJIb30BaTENICH U
paboToii 00pa3oBaTEIbHON OpPTraHU3aIUH;

* OTYHUTHIBATHCS B YCTAHOBICHHOM IOPSJIKE MEPEa PyKOBOIUTENIEM 00pa30oBaTeIbHOMN

OpraHu3aLuu.

8. IIpaBa u 00513aHHOCTH MOJIb30BaTe/ el OUOJINOTEKH

8.1. Ilomp3oBarenu OMOIMOTEKH UMEIOT TTPaBO:

e TONy4YaTh TOJHYHO HHPOpPMAIMIO O cocTaBe OubnmoreyHoro  (oHja,
UH(POPMALIMOHHBIX PECypcax M MPeJoCTaBIIeMbIX ONOINOTEKOH ycmyrax;

* TI0JIB30BATHCS CIIPABOYHO-OMOIIMOTpaPUIECKUM armapaToM OUOINOTEKH;

e T[OJIy4aTh KOHCYJbTAlHOHHYIO TIOMOIIb B TIOMCKE W BHIOOpE WCTOYHUKOB
uHpOpMaLNH;

e [IOJIyyaTh BO BpPEMEHHOE MOJb30BaHME Ha Aa0OHEMEHTE W B YUTAJIHLHOM 3alie
NeYaTHBIE W3JaHUs, ayJHOBU3YyallbHbIC JIOKYMEHTBI M JPYyTd€ HMCTOYHUKHU
nHpopmanuu;

e IIPOJUIEBATh CPOK IOJIb30BAHUS JJOKYMEHTAMU;

* T[IOJIy4yaTh TEeMaTHUYECKHUE, (pakTorpaduueckue, yrouHsmomue u oudanorpapudeckme
CIpaBKH Ha OCHOBE (hoHa OMOTNOTEKH;

e T[OJIy4yaTh KOHCYJBTAI[MOHHYIO TMOMOIIb B pabore ¢ wuHpOpManueir npu
M0JIb30BAHUU HJIEKTPOHHBIM U MHBIM 000PYI0BaHHEM;

* YYacCTBOBATh B MEPOIPHUATHUAX, TPOBOIUMBIX OHMOIMOTEKOM.



8.2. [Tonp3oBaTeny OMOINOTEKN OOSI3aHbI:

e coOJyroaTh MpaBuIia MOJIB30BaHUS OMOIMOTEKOMH;

e OEpeXkHO OTHOCUTHCS K IPOU3BEACHUSM IiedyaTd (HE BBIPbIBATh, HE 3arudaTh
CTpaHUL, HE JeJlaTh B KHUTAX MOAYEPKUBAHUMN, TOMETOK), UHBIM JIOKYMEHTaM Ha
Pa3TUYHBIX HOCUTENSNX, 000PYA0BaHUIO, MHBEHTAPIO;

e TOJACPKHUBATH TMOPSAJOK PACCTAHOBKUA JIOKYMEHTOB B OTKPBITOM JIOCTYIIE
OMOTNOTEKH, PACTIONOKEHHS KapTOUYEK B KaTaJIOrax M KapTOTeKax;

e TI0Jb30BaThCS LIEHHBIMH W CIPABOYHBIMH JOKYMEHTaMU TOJBKO B IOMEIIEHUU
OMOINOTEKY,

e yOemuThCcs TpPH TMOJYYCHUH JOKYMEHTOB B OTCYTCTBUU Je(EKTOB, a Mpu
oOHapyxeHMH  npouHPopmMupoBaTh 00 A3TOM  pabOTHUKA  OWUONHOTEKH.
OTBeTCTBEHHOCTh 3a OOHapyXeHHbIE Ne(PEKThl B CHABAEMBIX JOKYMEHTaX HECET
MOCIIEAHUM MTOJIb30BATENb;

* PpaCHUCHIBATBHCS B YUTATEIBCKOM (DOpMyIsipe 3a Ka)Ibli MOTYyYCHHBIH JOKYMEHT
(uckioveHue: odyyvaronuecst 1—4-x KiaccoB);

e BO3BpalllaTh JOKYMEHTHI B OMOIMOTEKY B YCTAaHOBJIEHHBIE CPOKH;

e 3aMEHATh JOKYMEHTbl OHOIMOTEKHM B Cily4yae HUX yTpaThl WIA TIOPYH UM
PaBHOIICHHBIMU OO KOMIIEHCHUPOBaTh yIIepOd B pa3Mepe, YCTaHOBJICHHOM
MpaBUJIaMU TIOJIb30BaHUsI OMOTNOTEKOM;

* TIOJIHOCTBIO PACCUUTATHCA C OMOIMOTEKOH IO WCTEYCHUH CpPOKa OOYYEHUs WU

paboThl B 00111€00pa30BaTEIIHHOM YUPEIKICHUH.



