CornacoBaHo:
neJarorun4ecKuii COBET
npoTtokos Ne5 ot 25.12.2024

IToJs10:keHHe 0 OMOJINOTEKE

1. OBIUUE ITOJIOKEHUA

1.1. Hacrodiee mnoNoXeHHE PpPErJIaMEHTUPYET JEATENbHOCTh OMOIUOTEKH
MYHHUIUTATBHOTO 00111€00pa30BaTENBHOTO YUPEKACHUSA OCHOBHOM
obmeoOpazoBarenbHOi mKoIbl Ne21 cenbckoro mocenenust «llocemox I'epOn»
BepxHeOyperHCKOro MYHHIMIAIBLHOTO paiioHa XabapoBCKOTro Kpas (maiee —
[Monoxenue, YapexaeHue).

1.2. Hacrosimiee mnonoxkenue pa3zpaboTaHo B cooTBeTcTBUU ¢ DenepaibHbIM
3akoHOM 0T 29.12.2012 Ne 273-®3 «0O6 oOpa3zoBanuu B Poccuiickoii
Oeneparun», npukazoM MuHkyasTypel oT 08.10.2012 Ne 1077 «O06
yrBepxaeHun [lopsaka ydeTa JOKYMEHTOB, BXOSIIUX B COCTaB OUOIMOTEUHOTO
donma» ¢ yuerom mucbmMa MunoOpazoBanust ot 23.03.2004 Ne 14-51-70/13 «O
[TpumepHOM MONOKEHUH O OMOIMOTEKE 001IE00Pa30BATENILHOTO YUPEKIACHU,
pekoMeHmanuii  MuskyneTypel orT 12.09.2017 mo pabGore OuOIMOTEK C
JOKYMEHTaMH, BKIIOUEHHBIMH B (elepaibHblii CHHCOK 3KCTPEMHUCTCKUX
MaTepHaoB.

1.3. bubnmoTteka SBIAETCS CTPYKTYPHBIM MOJPA3JCICHUEM Y UPESIKICHHUS,
CO3JJaHHBIM B [EJIX OOECIeUeHUs] TIpaBa YYaCTHUKOB OOpa30BATEIHHOTO
mpolecca Ha OecIulaTHOE TI0JIb30BaHHE OMOIMOTEUHO-UH(GOPMAIIMOHHBIMU
pecypcamul.

1.4. Tlopsnok TOJMBb30BaHUS HCTOYHHMKAMHU WHGOPMAIMH, MEPEeUeHb OCHOBHBIX
YCIYT U YCJIOBUS UX MPEIOCTABICHUS ONPEeA0oTCs HacToamuM [lonoxxeHueM u
MpaBWIaMU  TOJb30BaHUA  OMOJMOTEKOM, YTBEP)KJICHHBIMH  JTUPEKTOPOM
YupexneHus.

1.5. Opraamzamusi 0OCIy)XHBaHHS YYaCTHUKOB OO0pa30BaTEIBHOrO Ipoliecca
MPOU3BOJIUTCS. B COOTBETCTBHHM C TIPaBWJIAMH TEXHUKH OE30MACHOCTH W
MPOTUBOMNOKAPHBIMU, CAHUTAPHO-TUTUEHUYECKUMH TPEOOBAHUSIMU.

2. IEJIN, 3AJJAYA, ®YHKIMN BUBJIIMOTEKHN

2.1. e GMOTMOTEKN COOTBETCTBYIOT LETISIM YUPEKICHUS U BKIIOYAIOT B CE0s
B TOM 4mciie: (popmMupoBaHue oOLIEH KyIbTYphl JIUYHOCTH YYaAlIUXCSl HA OCHOBE
YCBOEHHUS COJIEp’KAaHUS OCHOBHBIX 0O0I€00pa30BaTEeNIbHBIX MPOrpaMM, HUX
ajanTaius K *U3HU B 0OILECTBE, CO3/JaHUE OCHOBBI JIJI1 OCO3HAHHOTO BhIOOpA U
MOCJIEIYIOIIEr0 OCBOEHHUSI MPOQPECCHOHAIBHBIX 00pPa30BaTEIbHBIX MPOTpaMM,
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BOCITUTAHKE TPAKIAHCTBEHHOCTH, TPYIOJIIOOMS, YBOXKCHUS K MpaBaM U CBOOOIaM
YyenoBeKa, JIOOBU K OKpyXxaromed mpupone, Poaumne, cembe, QopmupoBanue
3I0pOBOTr0 00pa3a KU3HU.

2.2. 3agayaMu OMOIMOTEKU Y UPEKACHUS SABISIOTCA:

o0OecrieueHre YyYacTHMKaM O0Opa3oBaTENIbHOIO IMpolecca — OO0ydYaroIuMcs,
MeJarorn4eckKuM  paOOTHHKAM, POJUTENSIM (3aKOHHBIM  MPEJCTABUTEIISIM)
yyauuxcs (aajnee — nojib3oBaTessiM) — JOCTyNa K MHPOpMaIluK, 3HAHUSAM, HJIESM,
KyJIbTYPHBIM  IIEHHOCTSIM  IOCPEJICTBOM  HCIIOJIb30BaHUs  OMOIMOTEHHO-
WHGOPMAIIMOHHBIX PECYPCOB YUpPEIKACHUS,

BOCIIHUTAaHUE KYJIbTypHOTO ¥ TPaXIAHCKOTO CAaMOCO3HAHWSA, TIOMOIIb B
COLIMATM3AIINY YYAIIETOCs, Pa3BUTHU €T0 TBOPUYECKOTO MOTEHITNANIA,;
NPUBIICYEHUE  y4YalIUXCs K  CUCTEMaTHYECKOMY  YTCHHIO  y4eOHOI,
XyZ05K€CTBEHHOW, HAyYHO-TIOMYJISIPHON JTUTEPATYPHI;

COJICIICTBHE Pa3BUTHIO TTO3HABATEIHHBIX HHTEPECOB M CIIOCOOHOCTEH YJaIuXCs;
GopMHUpOBaHHE HABBIKOB  HE3aBUCHMOTO  OWOIMOTEYHOTO  IOJIb30BATEIS,
o0y4ueHHe TTOHUCKY, 0TOOpY U KPUTUIECKOH OIIeHKE HH(OPMAITIH;

COJICICTBHE TEJarornieckuM paOOTHUKAM B TOA00pe HAYYHO-METOIUYECKON
JUTEpaTypbl, THHOPMUPOBAHHUE O HOBBIX IMOCTYIUICHUSIX B OMOIMOTEUHBIN (POHT,
COBEpPIIICHCTBOBAHUE TMPEIOCTABISICMBIX OHMONMOTEKOH YCIyr Ha OCHOBE
BHE/IPEHHUSI HOBBIX HMH(POPMAIMOHHBIX TEXHOJOTHH ¥ KOMITBIOTEpU3AllUU
OMOIMOTEYHO-UH(POPMAIITMOHHBIX — MPOIECCOB, (opMUpOBaHHE KOM(OPTHOM
OMOIMOTECYHON CPEJIbl.

2.3. bubnuoTteka BBIMOIHSET Cleayromue GyHKInu:

2.3.1. ®opmupyer ¢donng  OuOIMOTEUHO-UHOOPMAIIMOHHBIX  PECYPCOB
Yupexnenus:

KOMIUIEKTYET OCHOBHOW (POHJ y4eOHBIMH, XyJI0)KECTBEHHBIMH, HAy4HBIMH,
CIIPaBOYHBIMU, TIEIATOTUYECKUMH U HAYYHO-TIOMYJISPHBIMU JTJOKYMEHTaMU;
y4acTBYeT B KOMIUIEKTOBAHMHU CIEIUAIM3UPOBAHHOTO (POHIA ydeOHMKaAMHU U3
quclia BXOIAIMIMX B (QenepanbHblil MepedyeHb YUYeOHUKOB, OIMYIICHHBIX K
MCIIOJB30BAaHUIO TIPH peaTU3allii UMEIOIIUX TOCYIApCTBEHHYIO aKKpPEAUTAIIUIO
o0pa3oBaTeNbHbIX MPOrPAMM HAYATHHOTO OOIIET0, OCHOBHOTO OOIIET0, CPETHETO
obmero oOpa3oBaHHMs, H YYEOHBIMH TIOCOOMSMH, JIONMYIICHHBIMH K
MCIIOJIb30BAHUIO NP PeaTH3aINH YKa3aHHBIX 00pa30BaTEIbHBIX IPOTPAMM;
aKKyMynupyeT GOHJ TOKYMEHTOB, CO3/IaBAEMBIX B YUpEKACHUH (MTyOIUKaIMid U
paboT meaaroroB YupexaeHus, Ty4YlInX HayYHBIX paboT u pedepaToB ydarmmxcs
u ap.);

OCYIIECTBIISIET pa3MeIleHNE, OPTAHN3AINIO U COXPAHHOCTh JIOKYMEHTOB;
OpraHW3yeT H BEACT CIPABOYHO-OMONMOrpaduueckuii ammapar: KaTajaord
(anmaBuTHBIN, CHCTEeMAaTHYECKUI), KAPTOTEKH (CHCTEMATHYECKYI0 KapTOTEKY
CTaTei, TeMaTUYECKUE KAPTOTEKH), SJICKTPOHHBIM KaTaJor, 0a3bl JaHHBIX II0
npopuiIIo Y UpesKIeHUsI.

2.3.2. OcymectBusier auddepeHuupoBaHHOE OUOIMOTEYHO-MHPOPMAIIMIOHHOE
o0cTy’)KMBaHUE y4YaIllUXCS:
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MPEIOCTaBIIeT HHPOPMALIMOHHBIE PECYPCHI HA PAa3TUYHBIX HOCUTETSX;
opranusyetr oOyueHue HaBbIKaM HE3aBHCHMOTO OMOIMOTEYHOTO IOJIb30BaTEINs U
notpeOutens WHPOPMAIMH, CONCHCTBYET MHTETPAllMM KOMIUICKCA 3HAHHIA,
YMEHUI 1 HaBBIKOB pa0OThI C KHUTOM 1 MH(OpMALIUEH;

OKa3bpIBaeT MH(POPMALMOHHYIO TOMJIEPKKY B PEIICHUU 3a/1a4, BO3HHKAIOMINX B
mporecce ydeOHOM, camMoo0pa3oBaTeIbHONM U JIOCYTOBOM  JI€ATEILHOCTH
yUaIIIXCS;

OpraHU3yeT MacCOBBIE MEPOIPUATHS, OPUCHTUPOBAHHBIC HA pa3BUTHE OOIIEH U
YUTATEIBCKON KYJIbTYPhI TUYHOCTH;

COICMCTBYET MENarornyeckuM padOTHUKAaM B OpraHu3alui 00pa3oBaTeIbHOTO
nporecca 1 0cyra yqaiuxcs.

2.3.3. OcymectBasier auddepeHupoBaHHOe OUOIMOTEUYHO-UHPOPMAIIMOHHOE
00CITy’)KHBaHHUE TearorndeCKuX pabOTHUKOB:

BBISIBIIIET WH(POpPMAIIMOHHBIE TMOTPEOHOCTH W YIOBJIETBOPSET  3aIlpOCHl,
CBSI3aHHBIE C 00YUCHHEM, BOCTTUTAHUEM YYaITUXCS,

coleiicTByeT MpOo(eCcCHOHANIBHOW KOMIICTCHIIMM TIEIaroroB,  TOBBIIICHHIO
KBaJIM()UKAIIMH, TTPOBEJCHHUIO aTTECTAIUY;

OCYIIECTBIISIET TeKyiiee MHGOpMUpoBaHHE (HU WHOOPMAIUU, 0030pbl HOBBIX
NOCTYIUICHUN U MyOJIMKaIHi);

CIIOCOOCTBYET TPOBEICHUIO 3aHITHH MO (HOPMUPOBAHUIO WH(POPMAIIMOHHOK
KYJIbTYpbl yYallluXcs, SIBJSIETCS 0a30i A1 MPOBEACHHS MPAKTUYECKHUX 3aHITHIMA
1o pabote ¢ MHHOPMALIMOHHBIMU PECYPCAMHU.

2.3.4. OcymectBisier auddepeHnrupoBaHHoe OUOINOTECUHO-UHDOPMAIITMOHHOE
o0CITyKUBaHUE POAUTENEH (3AKOHHBIX MTPEICTABUTENCH) yUAITUXCA:
YIIOBJETBOPSIET ~ 3allpoChl  MOJB30BaTesied W WMHOOPMHUPYET O  HOBBIX
MOCTYIJICHUSX B OMOJINOTEKY;

KOHCYJIBTUPYET IO BOIPOCAM OpraHMU3alMh CEMEHHOr0 YTEHHS, 3HAKOMHUT C
uHdOopMaIei o BOCIIMTAHHIO JACTEH;

KOHCYJBTUPYET 10 BOMPOCAM YUEOHBIX U3aHUM JIJIS yYaIIUXCSl.

3. OPTAHM3ALINA JEATEJIBHOCTU BUBJIMOTEKHN

3.1. OG1ee pyKOBOJCTBO JESTEIBHOCTHIO OMOTUOTEKH OCYIIECTBISIET TUPEKTOP
YupexneHus.

3.2. HemocpencTBeHHOE PYKOBOJICTBO OUOIMOTEKOM OCYILIECTBIISET 3aBEAYIOLIHI
OMOTMOTEKOM, KOTOPHIN Ha3HAYAETCS JUPEKTOPOM Y UPEIKIICHUS.

3.3. 3aBeayroomuii OMOIMOTEKONM HECET OTBETCTBEHHOCTh B MpeJeiax CBOEH
KOMITETEHITIH 32 OPTaHU3AINIO U PE3YTbTAThI ACSITEILHOCTH OMOINOTEKH.

3.4. 3aBepyroomuii OMOIMOTEKON pa3padaThIBa€T W MPEACTABISIET IJUPEKTOPY
YupexaeHus Ha YTBEPKJICHHUE CICAYIOIINE JOKYMEHTHI:

MOJI0KeHUE 0 OMOIMOTEKE, MpaBuia MOJIH30BaHUS OMOIMOTEKOM;
MJIAHOBO-OTYETHYIO JJOKYMEHTAITHIO.

3.5. B cocTaB OMOJIMOTEKH BXOIUT:
a0OOHEMEHT;



YUTAJIbHBIN 3aJl;

oT/IeNl y4eOHUKOB;

otaen nHHOPMALIMOHHO-0MOIMorpapuieckon paboThl;
MeIraTeKa.

3.6. bubnuoTeyHO-MHPOPMAIMOHHOE OOCITYKMBAaHUE OCYUIECTBIAECTCS B
COOTBETCTBUHU C IJIaHAMH PabOThl OMOIUOTEKH U PEKUMOM PadOThI YUpEeKICHUS.

3.7. bubnuotreka  BOpaBe  MPENOCTABIATH  IUIATHbIE  OMOIMOTEYHO-
MH(OPMALIMOHHBIE  YCIYTH, [EpeYeHb KOTOPBIX ONPEAENAeTCs YCTaBOM
Yupexnenus.

3.8. Pexxum paboThl OMOJIMOTEKH OMpENeNseTcs 3aBeIyIomUM OHOIUOTEKON ¢
Y4ETOM pekuMa paboThl YupexacHus. OQuH pa3 B MecsI] MPeaIycMaTpUBaeTCs
CaHUTAPHBINA JICHb, B KOTOPBIM 00CITY>)KMBaHHE ITOJIB30BATEIICH HE TPOU3BOTUTCS.

4. YYET IOCTYIUIEHUS U BBIBBITUS JIOKYMEHTOB BUBJIMOTEYHOT'O
®OHJIA

4.1. IIpuem 10KyMEHTOB B (POH]] OMOTMOTEKN BKIIOYAET CIICTYIOIIUE ONEepPaIliu:
CBEpKa MOCTYIUICHUHA C TIEPBUYHBIM YYETHBIM JOKYMEHTOM (HaKJIajHas, aKT),
BKJIFOYAIOITUM CITUCOK MOCTYIMUBIINX JOKYMEHTOR,

COCTABJICHHE TMEPBUYHOTO YYETHOTO JOKYMEHTa JUIsi TOCTYIUICHUM 0e3
COTNPOBOJUTEHHON JOKYMEHTAITUY;

perucTpaiys MOCTYMUBIIUX JOKYMEHTOB B PETUCTPAaX CyMMapHOIo, IPYIIOBOTO
u wuHauBuayainsHoro ydera (I'OCT 7.0.93-2015 «bubnuoreunsiii  (oHm.
Texnonorus GpopMupoBaHus»).

4.2. Ilpm TOMOJHEHUH OCHOBHOTO OMOIMOTEYHOrO (OHIA HEOOXOIUMO
cobmonatk TpedoBanus DenepanbHoro 3akoHa ot 25.07.2002 Ne 114-d3 «O
MPOTHUBOJICUCTBUU SKCTPEMHUCTCKOU NEATEIHOCTI». JIOKYMEHTBI, BKIIFOUYEHHBIC B
@enepalbHblil  CHUCOK 3KCTPEMHUCTCKHX MaTepuasioB (namee — OCOM),
OomyOJIMKOBaHHBIM Ha OQHUIIMAILHOM caiiTe MuHocTa (minjust.ru/ru/extremist-
materials), mpuoOpeTaTh 3ampemnieHo, MPU BBISBICHUU X B (OHIEC — U3BIMATh U3

JOCTYTIA.

4.3. Ydet u 06paboTKa JOKYMEHTOB OHOIMOTEYHOTO (hOH IA.

4.3.1. Yuer m 00paboTKa JTOKYMEHTOB OCHOBHOTO (DOHIA OCYIIECTBISETCS
WHJVBHUyaIbHbIM crIOcOOOM. CBeAEHUS O MOCTYNUBIINX MEYATHBIX JOKYMEHTaX
BHOCSTCS B «KHHTY cymMMapHOTo y4ueTa TOKyMEHTOB OCHOBHOTO (JOHIay.
[NocTynuBmum JOKYMEHTaM MPUCBANBAIOT WHJVBUAYaJbHbBIN
PErUCTPAIlMOHHBIN HOMEp (MHBEHTApHBIM HOMEp WJIM MHOW 3HAK, MPHUHSTHIN B
KQueCTBE PErUCTPALMOHHOIO HOMEpPA, CHCTEMHBI HOMEp MJid AJIEKTPOHHBIX
JOKYMEHTOB) U IIU(]p XpaHEHUS.

Peructparnmonnsie HoMepa U MHUQPPHI OTMEYAIOT B PETUCTPAX MHIWBUYATEHOTO
ydyeTa JOKYMEHTOB — HWHBEHTAPHOM KHUIE, KapTOTEKE PErucTpalud Traser,
KYpPHaJIOB, YYETHOM 0a3e JaHHBIX.
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Bce oax3eMmuisipel NpUHATBIX  W3JaHUM  mrtemnentororca.  llremmnens ¢
HAaUMEHOBaHUEM YUpPEXIECHUS JTOJKEH OBITh MPSAMOYTOJbHON (POPMBI, pa3sMepOM
He Oounple ueM 1,5 X 4 cMm.

[remnens cTaBUTCS Ha O00OpOTE€ THUTYJIBHOIO JMCTa (IPU OTCYTCTBUHU
TUTYJBHOTO JINCTa — HA NEPBOM CTpaHULIE TEKCTa MOJ 3arjaBueMm), Ha 17-i
CTpaHULE TMOJ TEKCTOM B JIEBOM HHXXHEM YLy U Ha 000poTe KaxKI0ro
npwiokenusa. Ha Opommropax M JKypHajnax IITEMIIEIb CTAaBUTCS TOJBKO Ha
00JIO’KKE WJIM Ha IEPBOM CTPAHUIIE TEKCTA.

CoctaB ocHOBHOro (poHzia PUKCUPYETCS B KApTOYHOM alipaBUTHOM Kartajore, B
AJIEKTPOHHOMU 0a3e JaHHBIX OMOJIMOTEKH.

4.3.2. Yyer u 006paboTKa crienuain3upoBaHHoro ¢onaa. Crenuanu3upoBaHHbIN
(OHJT yUUTBIBAETCA U XPAHUTCS OTACIBHO OT OCHOBHOI'O OMOIMOTEYHOr0 (hOHA.
VY4er JOKYMEHTOB CIEUMATU3UPOBAHHOTO (OHJIA KaK MHOTO3K3EMILISIPHON
JUTEPATyphl OCYIIECTBIISIETCS TPYIIIOBBIM CHOCOOOM M oTpaxaercs B «Kuwure
CyMMapHOro y4eTa y4yeOHOro (oHAa» M B KapTOTEKE PEruCTPAMOHHBIX
KapTOYeK.

Ha xaxnoe HauMeHOBaHME JOKYMEHTOB CHELMAIU3UPOBAHHOTO  (PoHIa
3aBOJUTCS OTHENbHAsE y4yeTHas KapTouka. Kaprtouku ¢ Oubmuorpaduyeckum
ONMHMCAaHUEM H3AAHUN YYEOHHKOB pPACCTaBISIOTCA B YYETHYIO KapTOTEKy IO
KJlaccaMm, a BHYTPHU KJIacCOB — MO andaBuTy (paMHIUN aBTOPOB WJIM 3arjlaBUi.
JIis KOHTpPOJSL 32 COXPAaHHOCTBIO YYETHBIX KapTOYEK OHU PETUCTPUPYIOTCS B
«KypHane peructpalivu y4eTHbIX KapTOUYeK YIEOHUKOBY.

Texuuyeckast 00pabOTKa TOKYMEHTOB MIPEyCMATPUBAET CIAEAYIOIINE OIEePAIIH:
IPOCTaBJICHUE HAa KaKIOM JOKYMEHTE IITEMIIes] OMOIMOTEKH B COOTBETCTBUU C
IyHKTOM 4.3.1 HacCTOSIIETO NOJIOKECHUS;

YCTaHOBJICHHE CPEJICTB 3aIIUTHI OT YTPaThl (MArHUTHBIN 1aTYUK, PAAHUOYHUI, HHOM
BUJI MAPKHUPOBKH );

M3rOTOBJICHHE M TPUKPEIJICHWE K JOKYMEHTY macropra ydyeOHuka. [lacmopt
yuyeOHUKa MPUKICUBAETCS Ha TMOCJEIHEN cTpaHulle ydeOHUKa. 3amoMHsIeTCs MpH
BbIJIaU€ YNUTATEIIO.

VY4er cnenmanu3upoBaHHOTO (POHAA IPETyCMAaTPUBAET OTPAKEHHE €r0 COCTaBa B
crpaBoYHO-OMOMMOrpadueckom ammapare OWOIMOTEKH, B TOM 4HCIE B
AIICKTPOHHOM 0a3e JaHHBIX.

4.4. BeiObITHE TOKYMEHTOB OUOMHOTEYHOTO (hOHIA.

4.4.1. TlpuynHbl, MO KOTOPBIM JOKYMEHT MOXXET OBITh BBIBEJICH M3 COCTaBa
oubmuoreyHoro ¢GoHAa, BKIOYAIOT B TOM YHCIE BETXOCTh, Ie()EKTHOCTH,
yCTapeslocTh 1O  COAEpXKaHUIO, yTpary. VIckiaioueHue [OKyMEHTa U3
OoubnmuoreyHoro (oHAa TMPOBOAMTCS HA OCHOBAaHWUM aHAlM3a COCTaBa
6ubmmoreyHoro (hoHIA U Pe3yTBTATOB €TI0 MPOBEPKHU.

4.4.2. Tlom BeTXOCTPIO [OKYMEHTa IIOHHUMAKT PE3YyIbTAaT €CTECTBEHHOIO
CTapeHus Wi (PU3NYECKOT0 U3HOCA JOKYMEHTA.

4.43. Tlon nedeKTHOCTHIO JOKYMEHTa MOHUMAIOT YAaCTUYHYI0 WM TOJHYIO
yTpaTy J3KCIUTyaTallMOHHBIX KadeCcTB JOKYMEHTa B pe3yjibTaTe BHEIIHETO
BO3JICUCTBUSL.
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4.4.4. 1lon ycTapenocThiO MO COJCPKAHUIO MOHUMAIOT MOTEPIO0 AKTYaJbHOCTHU
TEMAaTUKH, MOJITBEPKIAEMYIO OTCYTCTBUEM cipoca yuTaTeNe,
HEBOCTPEOOBAHHOCTHIO B TMEPEpACTIPEACIICHUH U pealu3aluu. (Jisi yaeOHUKOB U
y4€OHBIX TOCOOMIA — UCKIIFOUEHHUEM U3 CITUCKA)

4.4.5. Ilon yrpaToil JOKyMEHTAa TOHUMAIOT €r0 OTCYTCTBUE B (pOH/Ie OMOTUOTEKN
[0 MPUYUHAM TIOTEPH, XUIIEHUsS, OCICTBUNA CTUXUMHOTO, TEXHOTEHHOTO (B TOM
YlUClie  XaKepCKOM aTakk M HEBOCCTAHOBUMOTO  cOOSl  3JIEKTPOHHOTO
000py/10BaHNs) WK COLIUATIBHOTO XapaKTepa, 0 HEYCTAaHOBJIEHHOW MPUYKHE.
4.4.6. [Ilpomecc wuckIrOYEHUS  JOKYMEHTOB U3  (oHma  OubIMOTEKH
OCYIIECTBIISIETCS B COOTBETCTBUU € [lOpsiiKOM ydeTa TOKyMEHTOB, BXOJSAUIUX B
coctaB OMOJIMOTEYHOTO (POHIA, YTBEPKACHHBIM MPUKA30M MUHKYIBTYphl OT
08.10.2012 Ne 1077.

4.4.7. BbiObITHE TOKYMEHTOB OMOIMOTEYHOrO (DOHAA MPOU3BOAUTCS B PE3yIbTaTe
UX CIHUCAaHUSl KOMUCCHUEH, CO3IaHHON TUPEKTOPOM Y UpeKIEHUS.

4.48. VYTunuzanmus  CHOUCAaHHBIX JIOKYMEHTOB  OuOiuoreyHoro  Qouaa
MIPOM3BOJIUTCS B COOTBETCTBUH € 3aKOHOIATENBCTBOM Pocculickon denepanuu.

5. [TIPOBEPKA JOKYMEHTOB BUBJIMOTEUHOI'O ®OH/IA

5.1. IlnanoBass mpoBepka TOKYMEHTOB OWOJIMOTEUHOTO (POH/IA TPOBOJUTCS C
NEePUOIMYHOCTBI0O OJIMH pa3 B MATHh JIET Ha OCHOBAaHUM Tpaduka TPOBEPKH,
YTBEPKACHHOTO 3aBEYIOIINM OMOINOTEKOM.

5.2. BaemnanoBasi mpoBepka JTIOKYMEHTOB OMOIMOTEYHOr0 (POHIA MPOU3BOAUTCS
B 0053aTE€TLHOM TOPSIKE:

IIPU BBISIBIICHUH (DAKTOB XUIIECHHUS, 3T0YTOTPEOICHUS WIH TTOPYH IOKYMEHTOB;

B CJIy4ae CTUXUHUHOTO OelCTBUSA, TIOXKapa WM APYTUX YPE3BbIYAWHBIX CUTYyaIlUil,
BBI3BAHHBIX AKCTPEMATILHBIMH YCIIOBUSIMU;

NP PEOPTaHU3AINN WIH JTUKBUIAIUHN Y UPESKICHUS.

5.3. IIpoBepka poHga Ha MpeAMET HAIUYUS B HEM JTOKYMEHTOB, BKIIOYCHHBIX B
OCOM, npoBOIUTCS:

IIPU MOCTYIUJICHUH HOBBIX JIOKYMEHTOB B (DOHI;

CUCTEMAaTHUYECKH (HE peke OJHOr0 paza B TpU Mecsna) mytem ceepku @COM co
crpaBoYHO-OMOIHOrpadrueckuM anmnaparom GoHaa OUOIMOTEKH.

5.4. Ilo wuroram TMpPOBEPKU 3aBEAYIOIIMNA OWOIMOTEKOM COCTaBISIET AaKT,
MOJIMUCHIBAET M XPAHUT €ro B OMOIMOTEKE B TEUEHHE CPOKA, YCTAHOBIECHHOTO
HOMEHKJATypol Jen. Ecium  kakume-TO  TOKYMEHTBl  OTCYTCTBYKOT IO
HEYCTAaHOBJIICHHOW MPUYUHE, TO K aKTy MPHUKIAIBIBAETCS UX CHUCOK, B KOTOPOM
(bUKCUPYIOTCST CBECHUSI O KOJWYECTBE JOKYMEHTOB OmOImMoTedHoro QoHaa B
HaJuYMM W KOJUYECTBE OTCYTCTBYIOIIUX JIOKYMEHTOB, B TOM 4YHCJIE IO
HEYCTaHOBJIICHHOW NpHuYMHE. B akTe Takke yKa3bIBalOTCSI HOMEp M JaTa akTa
MPEABIIYIIEN NPOBEPKHU.

[Ipu BBIsIBNIEHUU B mpolecce MPOBEPKH (POHIA OTCYTCTBYIOIIUX TOKYMEHTOB U
HEBO3MOXKHOCTH YCTAHOBJICHUSI BHHOBHBIX JHI[ YOBITKM MO HeJocTayam
CIIUCBHIBAIOTCSI B COOTBETCTBUHU C ACHCTBYIOIIUM 3aKOHOJATEIHCTBOM.
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5.5. 1ns nipoBepku OubOIMoTeYHOro (poHa YupekaeHus Ha NMpeaIMeT HATUUUS B
HEM JIOKyMEHTOB, BKIIOUEeHHbIX B ®OCOM, B VYupexaeHunm co3gaercs
cnenuanbHas KOMUCCUSA MO CBepke OubinoreyHoro ¢onna ¢ denepanbHbIM
CIIMCKOM 3KCTPEMHUCTCKUX MATEPUaJIOB, BBISBICHUIO, U3BATUIO U YHUUTOKEHHUIO
AKCTPEMHUCTCKHX  MaTepuasnioB  (mamee — Komwuccuss 1o mpoBepke
HKCTPEMUCTCKUX MATEPUAJIOB), KOTOpasi CUCTEMAaTUYECKU (HE pexke OJHOI0 pasa
B TPU MecCs1a) OCYIIECTBIISIET MPOBEPKY OMOIMOTEUHOTO (hoHAa YUpexaAeHUs Ha
MpeIMET HaJIW4Yusi B HEM JOKYMEHTOB, BKIIOUeHHbIX B ®COM, nmyTtem cBepku
OCOM co cripaBoyHO-OuOIMOrpaduyecKkumM amnmapaTom (HoHa.

IIpu BBIsABIIEHHH TOKYMEHTA, BKIHOYEHHOro B @COM, Ha 3Tane KOMILIEKTOBAHMS
(doHIIa yKa3aHHBIM JOKYMEHT HE MOAJICKUT BKIIOYEHHUIO B OMOIMOTEUHBIN (HOHA
Yupexnenus.

B ciyuae BbIsiBiIeHMS JOKYMEHTa, BKIIOYEHHOTO B DCOM U yxke HaxosIerocs
B (oHme OMOMMOTEKH YUpeKIAeHUsI, JOKYMEHT UCKIII0YaeTcs U3 OUOIMOTEeYHOTrO
(doHJ1a ¥ MOIEKUT YHUUTOKECHHUIO.

6. ITIOPSIJJOK ITOJIb30BAHMS BUBJIMOTEKOM

6.1. 3anuck ydanuxcss YupexxaeHus B OMOIUOTEKY MPOU3BOAUTCS IO CTUCOYHOMY
COCTaBy KJacca B HWHIUBUIYAJbHOM TOpPSAJKE, TMENIarorHuecKuX | HHBIX
paOOTHUKOB YupexKAeHUs, pojauTeNiell (MHBIX 3aKOHHBIX MPEICTaBUTENCH)
yuammxcss — mno mnacnopty. [lepeperucrpamus mnosp3oBarenell  OMOIMOTEKU
IPOU3BOIUTCSI €XKETO/THO.

6.2. JIOKyMEHTOM, TMOATBEP)KAAIOIIUM TIPAaBO TIOJB30BaHUS OUOIMOTEKOH,
SBIISICTCST YMTATENLCKUN (hopMyisip. UnTarenbekuii GopMyssip GUKCHUpPYET IaTy
BBIJIAYH TTOJTB30BATEIIO IOKYMEHTOB U3 (hOH/1a OMOIMOTEKN U WX BO3BPAIICHUS B
OMOIMOTEKY.

6.3. Ilopsimok moJsib30BaHUST A0OHEMEHTOM:

6.3.1. ITonp30BaTeNIM UMEIOT MPABO MOJTYUYUTh HA IOM M3 MHOTOTOMHBIX M3aHUN
He 0oJiee IBYX JJOKYMEHTOB OJHOBPEMEHHO.

6.3.2. MakcumaibHbIE CPOKH TOJIb30BAHUS JOKYMEHTAMMU:

y4eOHUKH, YIeOHBIC TOCOOUS — yUeOHBIH IO,

Hay4YHO-TIONYJISIpHAsi, TO3HaBaTeJIbHAs, XYJI0)KECTBEHHas JHUTEpaTypa — OJIWH
MECSIIT;

MEePUOANYECKUE U3AAHMUS], N3IaHUS MOBBIIEHHOTO CIpoca — 15 gHEu.

6.3.3. Ilonp30BaTenu MOTYT NPOAJIUTEH CPOK MOJI30BAHUS JOKYMEHTAMU, €CIIU Ha
HHUX OTCYTCTBYET CITPOC CO CTOPOHBI JPYTUX IMOJIb30BaTEICH.

6.4. ITopsinOK MOJIB30BAHUS YATAIBHBIM 3aJI0M:

6.4.1. JlokymMeHTBI, IpeTHa3HauYeHHBIC JJIs1 pA0OTHI B UATAIHHOM 3aJie, Ha JIOM He
BBIJIAOTCS.

6.4.2. DHIMKJIONEINU, CIPABOYHHUKH, PEIKHUE, LIEHHbIE JTOKYMEHTHl BBIAAIOTCS
TOJIBKO /17151 paOOThI B UNTAIBLHOM 3aJl€.

6.5. Ilopsimok pabOThI ¢ KOMITIBIOTEPOM, PACTIOJIOKEHHBIM B OUOIHOTEKE.
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6.5.1. Pabota ¢ KOMIBIOTEPOM YYaCTHHKOB 0Opa30BaTEIBHOIO Mpolecca
MIPOU3BOJIUTCS B IPUCYTCTBUH COTPYIHUKA OUOIMOTEKHU.

6.5.2. Pa3zpemaercs pabora 3a OJHUM MEPCOHAIBLHBIM KOMIIBIOTEPOM HE Ooliee
JIBYX YEJIOBEK OJTHOBPEMEHHO.

6.5.3. Ilonwp3oBarens uMeeT mpaBo pabOTaTh C COOCTBEHHBIM HOCHUTEIIEM
uH(pOpMALIMM TIOCTE€ MPEIBAPUTENIBHOTO TECTUPOBAHUS €ro pabOTHUKOM
OMOJIMOTEKH.

6.5.4. Ilo BcemM Bompocam moucka WH(OPMAallMM B WHTEPHETE MOJIb30BATEINb
JOJDKEH o0palmarbesi K pabOTHUKY OMOJIMOTEKH; 3ampeniaetcs oOpalieHue K
pecypcam UHTEpHETa, IPEANOoaratoliuM OraTy.

6.5.5. Pabora c KOMIIBIOTEpPOM MPOU3BOAMUTCA COIJIACHO YTBEPKJIEHHBIM
CaHUTAPHO-TUTMEHUYECKUM TPEOOBAHUSIM.

7. 1IPABA U OBA3AHHOCTHU BUBJIMOTEKHA

7.1. PaboTHUKY OMOTNOTEKN UMEIOT MPaBO:

CaMOCTOSITEIGHO  BBIOMPaTh (POPMBI, CpeACTBA M METOIbl OHOIMOTEYHO-
MHPOPMAIIMOHHOTO OOCITY)KHBaHUSI 00pa30BaTENLHOTO ¥ BOCIHUTATEIHHOTO
IPOIIECCOB B COOTBETCTBMU C IETSIMH W 3a/ladyaMi, YKa3aHHBIMH B YCTaBe
VYupexaeHus 1 MojIoxkKeHUu o OubIMoTEKe;

NPOBOIUTh B YCTAaHOBJICHHOM TOpSAKE (haKyJIbTaTHBHBIC 3aHATHS, YPOKH U
KPY>KKH  OUONMOTeUHO-OMbnuorpaduyeckux 3HaHUM ©  MH(YOPMAIIMOHHOM
KYJIBTYPBI;

OTIpEeAeATh UCTOYHUKN KOMIUIEKTOBaHUS WH(OPMALIMOHHBIX PECYPCOB;

U3bIMaTh M PpEAJTM30BBIBATH JOKYMEHTHI M3 (OHIOB B COOTBETCTBHUU C
WHCTPYKITUEHN 0 yueTy OnbanoTedHoro GpoHma;

y4acTBOBATh B YIIPABICHUU Y UPEKIACHUEM B MOPSIKE, OMPEAETIEMOM YCTaBOM;
y4acTBOBAaTh B COOTBETCTBUH C 3aKOHOAATEIILCTBOM P® B paboTe OMOIMOTEUHBIX
acCcoIMallii WIN COI030B.

7.2. PaboTHUKN OUOIMOTEK O0S3aHbI:

0o0ecreunTh I0Ih30BATEISIM BO3MOXKHOCTH PabOThl ¢ HWHOOPMAIMOHHBIMH
pecypcamu OMOIMOTEKH;

nH()OPMHUPOBATh TOJB30BATENIC O BUAAX MPEAOCTABISIEMBIX OUOIHOTEKOM
yeayr;

OCYIIECTBIISATh TUIAHOBBIE W BHEIUIAHOBBIC TMPOBEPKU OMOIMOTEUHOTO (hoHIA,
PETYJISIPHO OCYIIECTBIIATh MPOBEPKY OMOMMOoTeyHOro (oHma YUpexacHHS Ha
MpeIMeT HATUYUS B HEM JOKYMEHTOB, BKIIOUeHHBIX B DCOM;

00eCTeYnTh HAyYHYI0 OPTaHU3aIi0 (JOHOB M KaTaJIOTOB;

¢dbopmupoBath (OHIBI B COOTBETCTBHU C YTBEPKICHHBIMHU (heepambHbIMH
MEepPeUHsMUA Y9€OHBIX W3/IaHWH, OCHOBHBIMH OOPa30BATEIBHBIMH TPOTPaMMaMH
VYupexaenus, MHTepecamMu, MOTPEOHOCTIMHU W 3ampocaMd BCEX KaTeropuit
MOJIb30BaTENICH;

COBEpIIICHCTBOBaTh MHGOPMAIIMOHHO-OnOInorpauyeckoe u  OHOIHOTEUHOE
00CTy>KUBaHUE TIOJIL30BATEIICH;
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o0OecreyrBaTh COXPAaHHOCTb HCIIOJIB30BAHHUSI HOCUTENEW HUH(OpMaLMU, UX
CUCTEMATH3alINIO0, pa3MEILIEHUE U XPAHEHUE;

obecreunBaTh PeXUM pabOThl B COOTBETCTBUM C MOTPEOHOCTAMHU MOJIb30BATENICH
U paboTol YupexaeHus,

OTUUTHIBATHCSA B YCTAHOBJICHHOM MOPSAKE MEPEl TUPEKTOPOM Y UPEIKICHUSI.

8. TIPABA U OBSI3AHHOCTH ITOJIb30BATEJIEN BUBJIMOTEKH

8.1. ITonp3oBaTenu OMOTUOTEKN UMEIOT MPABO:

MoJlydyaTh TOJHYI0 HMHOpMAIMIO O cocTtaBe OubaumoTeyHoro (¢oHna,
nHGOPMAIIMOHHBIX pecypcax U MpeAoCTaBIIIEMbIX OMOITMOTEKOH yCiTyrax;
M0JIb30BaTHCS CIIPABOYHO-OMOIHMOrpapUUecKuM anmnapaTtoM OUOINOTEKH;
NOJy4YaTh KOHCYJBTAI[MOHHYIO TIOMOIb B TIOMCKE M BHIOOpE HMCTOYHUKOB
uH(pOpMaLnu;

NOJy4aTh BO BPEMEHHOE IIOJIb30BaHUE Ha a0OHEMEHTe W B UYUTAIHLHOM 3ajie
NeYaTHbIE W3JaHWs, ayAHOBU3yalbHBIE JOKYMEHTHI W Jpyrue HWCTOYHHKH
uH(OpMalnu;

IPO/ITIEBATh CPOK MOJTB30BAHMS JOKYMEHTAMHU;

NoJTy4aTh TeMaTU4eCKHE, daxrorpaduyeckue, YTOYHSIONIHNE u
oubnuorpaduyueckue cpaBKy Ha OCHOBE (POHJ1a OMOINOTEKH,

NOJy4aTh KOHCYJIBTAllMOHHYIO TOMOIIL B pabore ¢ wuHOpMamueil mpu
[OJIb30BAHUHU AJIEKTPOHHBIM U HHBIM 000pYyI0OBaHUEM;

y4acTBOBATh B MEPOIIPHUSITUSAX, TPOBOIUMBIX ONOINOTEKOM.

8.2. [Tonp3oBarenu OMOINOTEKH O0SI3aHBI:

co0Jr01aTh MpaBUJjia MOJIb30BaHUS OMOINOTEKOM;

OepeXHO OTHOCUTBHCS K TMPOM3BEIACHUSAM TedaTtd (He BBIPHIBATh, HE 3arudarth
CTpaHUII, HE JIENaTh B KHUTaX MOJYEPKUBAHUI, TTOMETOK), HHBIM TOKyMEHTaM Ha
Pa3IMYHBIX HOCUTENSX, 000PYA0BaHUIO, MHBEHTAPIO;

NOJIICPKUBATh TOPSIIOK PACCTAaHOBKM JTOKYMEHTOB B OTKPBITOM JOCTYIIE
OMOTMOTEKH, PACTIONIOKEHHS KApTOUEK B KaTajorax U KapToTeKax;

MOJIb30BAaTHCS IIEHHBIMU M CIIPABOYHBIMH JTOKYMEHTAMH TOJIbKO B TIOMEIICHHUH
OMOJINOTEKH;

yOeUThCS TMPHU TONYYCHUH JTOKYMEHTOB B OTCYTCTBUU JedEKTOB, a MpHU
oOHapyXeHun mnpouHPOpMUPOBaTH 00 OSTOM pabOTHUKA  OMOIUOTEKH.
OTBeTCTBEHHOCTH 32 OOHApY)KEHHbIE AE(PEKTHI B CIaBa€MbIX TOKYMEHTAaX HECET
MOCJICTHUH MMOJIb30BATEIb;

pacIUCHIBATHCS B UYUTATEIBCKOM (opMyssipe 3a KaXKIbld TOJTYYSHHBIN
JNOKYMEHT (MCKJIIOueHue: ydamuecs 1—4-X KiaccoB);

BO3BpaIlaTh JOKyMEHTHI B OMOJIMOTEKY B YCTAHOBIICHHBIC CPOKH;

3aMEHATHh JIOKYMEHThI OWOJMOTEKHM B Cllydae WX YTpaThl WIH TIOPYH WM
PaBHOIICHHBIMU;

MOJIHOCTBIO PAacCUUTATHCSl ¢ OMOIMOTEKON MO UCTEYEHUH CpOKa OOYy4YEeHUsS WM
paboThl B YUpPEKICHUU.
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