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1. O01Me noJ1oKeHus

1.1. Hacrosimiee nojioxeHue perimaMeHTHpYeT AearenbHocTh oubarnoreku MBOY «COILLL
Ne 45

1.2. Hacrosiiee nosioxeHue pa3padboTaHo B COOTBETCTBHH C

- denepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 «O06 obpazoBanmu B Poccuiickoit
denepanuny;

- npuka3zoM MuHKyabTypsl oT 08.10.2012 Ne 1077 «O6 yrBepxaeHun Ilopsaka ydera
JOKYMEHTOB, BXOSIIMX B COCTaB OMOIMOTEYHOrO (hOHIa» C yuyeToM nucbMa MUHOOpa3oBaHHS
or 23.03.2004 Ne 14-51-70/13 «O IlpuMepHOM  TIOJOXKEHHUHU, O OHOITUOTEKE
00111€00pa30BaTENLHOTO YUPEKACHUSNY;

- MeroguueckuMu pexkoMeHmanusiMu GI'BHY «HIIb wum. K. JI. YmmHckoro» ot
31.05.2017;

- pexomeHaanusAMu MuHKYIbTYpbI 0T 12.09.2017 o pabote 6MOINOTEK ¢ JOKyMEHTaMH,
BKJIIOYCHHBIMHU B (pe/IepalibHbIN CIIMCOK SKCTPEMUCTCKUX MaTepHasoB.

1.3. bubGnuorteka sBISeTCS CTPYKTYPHBIM HOJpa3leleHueM 00pa3oBaTeIbHON
opraHusanuuv, CO3JaHHbBIM B IECIAX OGGCHG‘-ICHI/I}I npaBa YYaCTHHUKOB 06pa3OBaTCHBHOFO
rpoiiecca Ha 0ecIIaTHOE MOJIb30BaHNe OMOIMOTEUHO-MH(OPMAIIMOHHBIMHA PECYPCAMH.

1.4. Ilopsanox moib30BaHUSI UCTOUHMKAMHM MH(GOpMaIUH, NepeueHb OCHOBHBIX YCIYT U
YCIOBUSL WX TMPEAOCTABICHUS OMPEISISIOTCS HACTOSAIIMM TIOJOXKEHHEM O OHOIHOTeKe W
MpaBWJIaMU MOJIb30BaHUS OMOIMOTEKOM, YTBEP>KICHHBIMU PYKOBOAUTEIEM 0O0pa30BaTeIbHOM
OpraHu3alyi.

1.5. Opranuzanmuss  oOCIy)KMBaHUS ~ YYaCTHMKOB  00pa3zoBaTeIbHOro  Ipolecca
IIPOM3BOJUTCS B COOTBETCTBUU C IPABUIAMU TEXHHUKH O€30MaCHOCTH U NMPOTHUBONOXKAPHBIMH,
CaHUTAPHO-TUTUEHUYECKUMH TPEOOBAHUSIMHU.

2. llenu, 3ana4u, QyHKUMUA OHOTHOTEKH

2.1. Ilenmn OMONMOTEKH COOTBETCTBYIOT LEJISAM OOpa30BaTeIbHOM OpraHu3alud U
BKJIFOYAIOT B ceOs1 B TOM 4HcCIe: (hopMUpOBaHUE OOIIEH KYJIbTYPhI JJMYHOCTA OOYyJaronIuxcs Ha
OCHOBE YCBOCHUS COJIEp>KaHMsI OCHOBHBIX 00IIe00pa3oBaTeIbHBIX MPOrpaMM, MX aganTaius K
KHM3HH B OOIIECTBE, CO3IaHUE OCHOBBI Ui OCO3HAHHOTO BBIOOPA M TIOCJIEAYIONIETO OCBOCHUS
npodeccHOHABHBIX ~ 00pa30BaTeNbHBIX  MPOrPaMM, BOCHUTAHHE  TPaXJTaHCTBEHHOCTH,
TPYIONIOOUS, YBaXEHUS K MpaBaM M CBOOOJAM YeIOBEKa, JIIOOBH K OKPYKAIOIIEH TPHUPOJIE,
Ponune, cembe, hopmMupoBaHue 3J0pOBOT0 00pa3a KU3HU.

2.2. 3agayamu OuOIMOTEKN 00pa30BaTENIbHON OPraHU3aIMU SBIISIOTCS:

. obecrieueHre  y4aCcTHHKaM  oOpa3oBaTeNbHOTO  Mpolecca —  OOydJaronumcs,
MEIarOrMYECKUM pabOTHUKAM, POAUTENSAM (3aKOHHBIM IPEICTaBUTEISIM) oOyJaromuxcs (aanee
— TOJB30BATENsIM) — JOCTyHa K HMH(OpManuy, 3HAHWUAM, HAEAM, KyJIbTYPHBIM LEHHOCTSIM
MOCPEJICTBOM HCIIOJIb30BaHUSI OMOIMOTEYHO-UH(POPMAIIMOHHBIX PECYPCOB 00pa30BaTENbHOM
OpraHM3aliH;



e BOCHHTAaHHE KYJIbTYPHOTO U TPAXJAHCKOTO CaMOCO3HAHMs, IMOMOLIb B COLMAIN3ALUU

00y4YaroIerocsi, pa3BUTHH €ro TBOPYECKOTO TIOTEHIIHATIA,

e IMpHBJICYCHUE OOYYAIOIIMUXCS K CHCTEMAaTHYeCKOMY YTEHUIO YYeOHOH, XyJOXKECTBEHHOM,

HAYYHO-TIONYJISIPHOW JIUTEPATYPHI;

e COJICHCTBHE Pa3BUTHIO NMO3HABATEIBHBIX HHTEPECOB M CIOCOOHOCTEH 00Yy4atONXCs;

e (OpPMHUPOBAHHE HABBIKOB HE3aBUCHUMOTO OMOJMOTEYHOTO MOJIB30BaTEINIsl, 00ydeHUE TMOUCKY,
0TOOPY M KPUTHUECKOM OLIeHKE MH(POpMAaLIUY;

e COJICHCTBHE IMEAATOTHYECKUM pa0OTHHKAM B IMOA0OpPE HAyYHO-METOJAWYECKOW JIUTEPATypHI,
WH(POPMHUPOBAHKUE O HOBBIX MOCTYIUICHUSAX B OMOIMOTEUHBIN (OH/;

e COBEPIICHCTBOBAHUE TPEAOCTABISIEMBIX OMOTMOTEKOW YCIyr Ha OCHOBE BHEIPEHUS HOBBIX
UHQOPMALIMOHHBIX TEXHOJIOTUH M  KOMIIBIOTEpU3AaUUU  OMOIMOTEUHO-MH(POPMALIMOHHBIX
npoiieccoB, hopmupoBaHue KOMMDOPTHOM OMOTMOTEUHON CPEIBI.

2.3. bubnanoTeka BBITIOJIHAET CIAeAYyIOmue QyHKITUN:

2.3.1. ®opmupyer ¢GoHa OUOIMOTEYHO-MH(DOPMAITMOHHBIX PECYPCOB 00pa3oBaTEIbHON
OpraHM3aLIH:

e KOMIUICKTYET OCHOBHOW (DOHII YUEOHBIMH, XYI0KECTBEHHBIMU, HAYYHBIMH, CIIPABOYHBIMH,
MEeAarorn4ecCKUMHU ¥ HAYIHO-TIOMYISIPHBIMU JOKYMEHTAMU;

e yY4acTBYeT B KOMIUICKTOBAHUHU CIICIUAIU3UPOBAHHOTO (OHAA y4eOHMKAMH W3 YHCIa
BXOJSIIMX B (elnepaibHblil mepeueHb Y4eOHHKOB, NOMYIIEHHBIX K HCIIOJIb30BAHHUIO TPU
peam3ani UMEIONIMX TOCYIApCTBEHHYIO aKKPEAWUTAIMI0 00pa3oBaTENbHBIX MPOTrpaMM
HAYaJILHOTO O0IIEero, OCHOBHOTO OOIIET0, CpelHero ooiero oOpa3oBaHus, U Y4eOHBIMU
nocoOWsIMU,  JONYIICHHBIMA K  HWCHOJB30BAHWIO TPH  peajM3alid  yKa3aHHBIX
00pa30oBaTeNbHBIX MPOrPaMM;

e aKKymyJHmpyeT (OHI ITOKYMEHTOB, CO3[IaBaeMbIX B 00pa30BaTEbHOW OpraHH3alUU
(myOnukammii ¥ paboT meaaroroB 0Opa3oBaTeNbHON OpraHU3alMy, JIYYIIUX HAyYHBIX paboT
1 pedepaToB ydaImxcs 1 JIp.);

e  OCYILIECTBIISICT pa3MeIlleHUe, OPTraHU3aLUI0 U COXPAHHOCTh JIOKYyMEHTOB;

e OpraHu3yeT W BEACT CIPABOYHO-OMOIMOrpaduIecKuid anmapar: Karajaoru (aadaBUTHBIM,
CHUCTEMAaTHUYECKHI), KapTOTeKH (CHCTEeMaTHYECKyI0 KapTOTEKy CTaTeil, TeMaTHYecKue
KapTOTEKH), DJICKTPOHHBIA KaTajor, O0a3bl JaHHBIX 10 Tpodmwio o0pa3oBaTeIbHON
OpraHu3aLuy.

2.3.2.  OcymectBusier  auddepeHurpoBaHHoe  OMOIMOTEYHO-UH(OPMALIMOHHOE
oOcmy>)kuBaHUE 00 YyJarOITUXCS:

. peocTaBIsieT HHPOPMAIMOHHBIE PECYpPChI HA PA3IMYHBIX HOCUTEISIX;

. OopraHuzyeT OOydYeHHE HaBbIKaM HE3aBHCHUMOTO OHOJIMOTEYHOTO II0Jh30BaATEs H
norpedutens MHPOPMALUHU, CONEHCTBYET HMHTErpallMM KOMIUIEKCa 3HAaHUM, YMEHUH U
HABBIKOB pa0OTHI C KHUTOW ¥ HH(POPMAIIHECH;

. OKa3bIBaeT HWH(OPMANMOHHYIO TOAACPKKY B pEHICHHH 3a7a4, BO3HUKAIOIIUX B
npoiiecce yueOHon, caMoo0pa3oBaTebHON U JOCYTOBOM JEATEILHOCTH 00yJarOIINXCS;

. OpraHu3yeT MAacCOBBIE MEpONPHUATHS, OPUCHTUPOBAHHBIC HA pa3BUTHE OOIIEH U
YUTATEIbCKON KYJIbTYpPhl JUYHOCTH;

. COJCHCTBYET TENAarorn4eckuM pabdOTHHUKaAM B OpraHu3alMu 00pa3oBaTEIbLHOTO
nporecca 1 Jocyra 00y4aromuxcsl.

2.3.3. OcymectBisier  auddepeHnupoBaHHOe  OMOIMOTEUYHO-MH(GOPMAIIMOHHOE
00CITy>)KUBaHHE MEAArOrMYECKUX PAOOTHUKOB!

. BBISIBIIIET MH(OPMALMOHHBIE MOTPEOHOCTH M yAOBJIETBOPSIET 3aIPOCHI, CBSI3aHHBIC C
00y4eHHEeM, BOCIUTAHUEM 00Y4JatoLIHXCS;
. COACHCTBYeT  NPOQECCHOHATBHOM  KOMIIETCHIMH  IIEJaroroB,  IOBBIMICHUIO

KBaJTM(DUKAIIMH, TTPOBEJICHUIO aTTECTAIlNY;



. OCYIIECTBIISIET Tekyilee wuHPopMupoBanue (aHU wuHGOpPMANKUU, O030pBI HOBBIX
MOCTYIJICHUH 1 yOJIuKaIuii);

. CIOCOOCTBYET MPOBENCHUIO 3aHATUH MO (POpPMHUPOBAHIIO HHPOPMAIIMOHHOW KYJIBTYPhI
oOydJaronuxcsi, SBIASETCS 0a30d I MPOBEIACHUS MPAKTUYECKUX 3aHATHH 10 padore ¢
UH(POPMALIMOHHBIMU PECypCaMHu.

234. OcymecrBiaster  auddepeHurpoBaHHoe  OMOIMOTEYHO-UH(OPMALIMOHHOE
o0CITy>)KMBaHUE POUTENCH (3aKOHHBIX MPEJACTABUTENCH ) 00yUJaIOIIUX CS:

. YIOBIIETBOPSIET 3amMpOChl MOJb30BaTelie U WHPOPMUPYET O HOBBIX MOCTYIUICHUSX B
O6ubNMMoTEKY;

. KOHCYJIBTHUPYET 10 BONPOCAM OpraHU3alUd CEMEWHOr0 YTEHHS, 3HAKOMUT C
nH(popManuen Mo BOCIUTaHUIO JIETEH;

. KOHCYJBTUPYET 10 BOMPOCAM YIEOHBIX U3JAHUH [Tl 00yYarOIIMX CSI.

3. Opranuszanus a1eiTeJbHOCTH OMOJIHOTEKH

3.1. OOmiee pyKOBOJACTBO AEATEIBHOCTbIO OMOIMOTEKH OCYIIECTBISIET PYKOBOIUTENH
00pa3oBaTeNbHON OpraHU3alyy.

3.2. HemnocpeAacTBeHHOE pPYKOBOJCTBO OMOIMOTEKONH OCYIIECTBISET 3aBEAYIOIIUI
OMOIMOTEKOM, KOTOPBIN Ha3HAYAETCSl PYKOBOUTEIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3apeayromwuii OUOIMOTEKON HECET OTBETCTBEHHOCTh B TMpeaeiax CBOCH
KOMIICTCHIIMHA 3a opraHmaumo nu pe3y.HI:TaTBI OCATCIIBHOCTHU 6I/I6JII/IOT€KI/I.

3.4. 3aBenyromuii OHONMOTEKOW pa3pabaTbiBaeT M MPEICTABISET PYKOBOJUTEIIO
00pa3oBaTeNbHON OpraHU3alMi Ha YTBEP)KJCHNE CICAYIOMINE JOKYMEHTHI:

. MOJIO’KEHUE 0 OMOIMOTEKe, TPaBUIIa MOJIb30BAHUS OMOTNOTEKOM;
. MOJIOXKEHHUE O TUIATHBIX YCIyrax OuOIMOTeKH;
. TUTAHOBO-OTYETHYIO IOKYMEHTAIIHIO.

3.5. B cocTaB OMOJIUOTEKN BXOIUT:

. a0OHEMEHT;

o YUTATbHBIN 3aJI;

. oTJeN y4eOHUKOB;

. otaen uHpopmarmoHHo-0noorpadudecKkoit paboThI;

. GOHI ¥ CHeNUaTH3UPOBAHHBIA 3a pabOThl ¢ MYJIBTHUMEIUHHBIMU U CETEBBIMH
JIOKyMEHTaMU;

. MeanaTeKa.

3.6. bubnnoTeuno-uHpOpMAITMOHHOE OOCTY)KUBAHUE OCYIIECTBIISETCS B COOTBETCTBUU C
TUIaHaM# paboThl OMOIMOTEKN M PEKUMOM PabOThl 00pa30BaTENILHON OPraHU3aIUH.

3.7. bubnmoreka BHpaBe IMPENOCTABIATh IUIaTHBIE OMOIMOTEYHO-UH(POPMAIIMOHHBIE
YCIIYTH, IEPEYEeHb KOTOPHIX OMPEIEISIETCS] yCTaBOM 00pa30BaTeIbHON OpraHU3alnH.

3.8. Pexxum paboThl OMOIMOTEKH OMpENeseTCsl 3aBeAYIOMUM OUOITMOTEKOW C y4eTOM
pexxnma paboTel oOpa3zoBaTenbHON opranm3anuu. OOUH pa3 B MecsI] MpPeayCMaTpPHUBACTCS
CaHUTAPHBIN JIEHb, B KOTOPBIA 00CITy)KHBaHUE MOJIH30BATEIICH HE TIPOU3BOIUTCS.

4. Y4eT nocTynjieHusi ¥ BbIOBITHS JOKYMEHTOB 0u0/1MoTedHOro gonaa

4.1. IlpueM nokyMeHTOB B (POH] OUOITHOTEKH BKIIOYAET CIACAYIONINE ONEPAIIAN:



e CBEpKAa TOCTYIUICHUH C TIEPBUYHBIM YyYETHBIM JOKYMEHTOM (HaKJIagHas, akKT),
BKITIOYAFOIIIUM CITMCOK MOCTYIUBIINX JOKYMEHTOB;

e COCTaBJICHHE MEPBUYHOTO YUYETHOTO JTOKYMEHTA ISl MOCTYIUIEHUH 0€3 CONMpOBOAUTEIHHOM
JOKYMCHTAIH;

e perucTpanusi TOCTYNHBIIUX JOKYMEHTOB B PETUCTPAaX CYMMapHOTO, TPYIIOBOTO H
uapuBuayanbHoro ydera (I'OCT 7.0.93-2015 «bubnuoreunsiii  doua. TexHomorus
bopmMHupOBaHUY).

4.2. Tlpy NOMONHEHUH OCHOBHOTO OHONIMOTEYHOro (OoHAA HEOOXOOUMO COOIIOAATH
TpeboBanusi DenepanbHoro 3akoHa oT 25.07.2002 Ne 114-®3 «O mnpoTHBOACHCTBUH
OKCTPEMUCTCKOU  ACATENBHOCTH». JIOKyMEHTBI, BKIIOYeHHble B DenepanbHblil  CIUCOK
IKCTpEeMUCTCKUX MaTtepuanoB (maigee — GCOM), onmyOIMKOBaHHBIM Ha OQUIIMAIIEHOM CaiTe
Mumnrocta (http://minjust.ru/ru/extremist-materials), mpuoOperaTh 3aIrpenieHo, Ipyu BIABICHUN
uXx B (DOHJE — U3BIMATh U3 JOCTYIIA.

4.3. Yyer u 06paboTKa TOKYMEHTOB OMOIMoTeYHOro (hoHaa.

43.1. VYuer u o00paboTKka JOKYMEHTOB OCHOBHOTO (OHAA OCYIIECTBISETCS
WHJUBUAYATBHBIM criocoO0oM. CBeIeHHs O MOCTYMUBIIMX I[EYATHBIX JOKYMEHTaX BHOCSTCS B
«KHUTY CyMMapHOTo yueTra TOKyMEHTOB OCHOBHOTO (DOH/a».

[TocTynuBmuM JOKyMEHTaM IIPUCBAUBANOT UHIUBULYAIBHBIA PETUCTPALIMOHHBIA HOMED
(MHBEHTapHBIH HOMEp WJIM WHOW 3HAK, NPHUHITHIM B KayecTBE PETHUCTPALMOHHOIO HOMEpA,
CHCTEMHBIN HOMEp /IS 3JICKTPOHHBIX JTOKYMEHTOB) M IIH(P XpaHECHUSI.

Perucrpanmonnsie HoMepa U mUGpPbl OTMEYAIOT B PETUCTPaX MHAMBUAYAIBHOIO Yy4eTa
JOKYMEHTOB — WHBEHTAPHOW KHHIE, KaPTOTEKE PETHCTpAlMU Ta3eT, KYPHAJOB, YUeTHOU Oaze
JAHHBIX.

Bce sk3emMiuisipel IpUHATHIX H3AaHU mTeMnentoroTcs. [lltemnens ¢ HauMeHOBaHUEM
o0pa3oBaTeNbHONW OpraHM3allu JOJDKEH OBITh MPSIMOYTOJBbHOHM (OpMBI, pa3MepoM He Ooiblie
geM 1,5 X 4 cm.

HITemnens cTraBUTCS Ha 000POTE TUTYIIBHOTO JIMCTA (IIPU OTCYTCTBUU TUTYJIBHOIO JIHCTA
— Ha I[EpBOM CTpaHUIE TEKCTa IOJ 3arjlaBUEM), Ha 17-i cTpaHUIEe MOJ TEKCTOM B JIEBOM
HIDKHEM YNy M Ha 000poTe KaxJaoro mnpuwiokeHus. Ha Opomrropax M KypHajgax HITEMIIENb
CTAaBUTCS TOJIKO Ha 0OJIOKKE MM HA TIEPBOM CTpaHUIIE TEKCTA.

CocraB ocHoBHOro (oHma ¢uKCHpyeTcss B KapTOYHOM ajadaBUTHOM Kartajore, B
AJIEKTPOHHOMN 0a3e JaHHBIX OUOIMOTEKH.

4.3.2. Yyer u obpaboTka crenuanuzupoBaHHoro ¢onma. Crenuanu3upoBaHHbIN (GoH
YYHUTBIBACTCS M XPAHUTCS OTACIBHO OT OCHOBHOTO OMOJIMOTEYHOTO POH .

Y4yer [IOKyMEHTOB  CHEIUAJIU3UPOBAHHOrO  (oHZa, Kak  MHOT03K3EMIUISIPHOM
JUTEPaTyphl, OCYIIECTBISETCS TPYIIOBBIM CIIOCOOOM U oTpaxaercs B «Kuure cymmapHoro
yuera yueOHOro (oHIa» U B KAPTOTEKE PETUCTPALMOHHBIX KAPTOUEK.

Ha kaxmoe HamMeHOBaHHME JOKYMEHTOB CIEIHAIM3UPOBAHHOTO (OHIA 3aBOJUTCS
OoTHenbHass ydeTHas KapToyka. KapTouku ¢ OuOMHMOrpaduyecKuM OMHCAaHUEM H3JaHUuN
Y4eOHUKOB PACCTaBISIOTCS B YYETHYIO KAapTOTEKy IO KiaccaMm, a BHYTPH KIACCOB — IIO
andasuty ¢daMuauii aBTOPOB MW 3arjaBuid. 11 KOHTpOJISI 3a COXPAaHHOCTHIO YUYETHBIX
KapTOUYeK OHHM PETHCTPUPYIOTCS B «OKypHase perucTpaiy Y4eTHbIX KapTOUeK yUeOHUKOBY.

Texnuueckas 00pabOTKa TOKYMEHTOB PEAyCMAaTPUBAET CIEAYIOUIHE OTEePaIUu:



° MMPOCTABJICHUC Ha KaXXJAOM JOKYMCHTC IITCMIICIIA 6H6JII/IOTCKI/I B COOTBCETCTBUH C
MyHKTOM 4.3.1 HACTOAIIETO MOJOKEHHUS;

Yyer crnenuanu3upoBaHHOTO (HOHAA MpeaycMaTpUBAET OTPaXKEHHE €ro CcocraBa B
crpaBOYHO-OMOMMOTrpadrueckom amnmapare OHOTUOTEKH, B TOM YHCIE B JJIGKTPOHHOH 0Oaze
JaHHBIX.

4.4. BoiObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOHIA.

4.4.1. llpuuuHBl, TO KOTOPBIM JOKYMEHT MOXET OBITh BBIBEJCH W3 COCTaBa
OoubmmoTeyHoro (oHIa, BKIIOYAIOT B TOM YHCIE BETXOCTh, JEPEKTHOCTh, YCTapeIOCTh IO
coliepkaHuio, yrpary. MckiaroueHue AOKyMeHTa U3 OuOnMmMoTedHoro (oHAa MPOBOAUTCS Ha
OCHOBAHUU aHAJIM3a COCTaBa OMOIMOTEYHOTO (POHAA U PE3yJIBTATOB €0 MPOBEPKH.

4.4.2. Tlog BETXOCTBIO AOKYMEHTa NOHMMAIOT PE3YyJbTaT €CTECTBEHHOI'O CTApEHMs WM
(Gu3n4eCcKOro U3HOCA JOKYMEHTA.

4.4.3. Tlon nedexTHOCTHIO JOKYMEHTa MOHWMAIOT YAaCTUYHYIO WM TIOJHYIO YTpary
OKCIUTYaTallTUOHHBIX KAYCCTB NJOKYMCHTA B PC3YJIbTATC BHCIIHCTO BOSI[GﬁCTBPIH.

4.4.4. Tlox ycTapesioCThiO MO COACPKAHUIO TOHUMAIOT MOTEPIO AKTYaJIbHOCTH TEMATUKH,
MOATBEPKIAEMYIO OTCYTCTBHEM Cripoca  4YHTaTelleH, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeieieHy U peaan3aluu.

4.4.5. Tlox yTtpaToil JOKyMEHTa MOHUMAIOT €r0 OTCYTCTBHE B (oHAEC OMOIMOTEKH TO
MPUYMHAM TOTEPU, XUIICHUS, OCACTBHI CTHXUHHOTO, TEXHOTEHHOTO (B TOM HYHCIIE XaKEPCKOM
aTakl ¥ HEBOCCTAHOBUMOTO COOsI 3JIEKTPOHHOTO 000PYIOBaHMUsS) UIIH COIMATBHOTO XapaKTepa,
10 HeyCTaHOBHeHHOfI MMPpUYIUHC.

4.4.6. Tlpouecc UCKIIOUEHHUS TOKYMEHTOB M3 (poHHa OMOIMOTEKM OCYLIECTBISETCA B
cootBeTcTBUM ¢ IlopsakoM ydera JHOKYMEHTOB, BXOASAIIMX B COCTaB OMOIMOTEYHOTO (hOHIA,
YTBEPKACHHBIM IpUKa3oM MuHKyisTypsl 0T 08.10.2012 Ne 1077.

4.4.7. BpiObITHE TOKYMEHTOB OMONMMOTEYHOTO (DOHIA MPOU3BOJIUTCA B PE3yjbTaTe HUX
CTMHMCaHUs] KOMUCCHEH, CO3JTaHHOM PYKOBOIUTENEM 00pa30BaTeIbHOIN OpraHu3aluy.

4.4.8. YTunuzanusi CIUCAaHHBIX JOKYMEHTOB OMOIMOTEYHOro (OHIAa MPOM3BOAUTCS B
COOTBETCTBHH C 3aKOHOATEILCTBOM PD.

5. IIpoBepka 1OKyMeHTOB OHOJIHOTEYHOTr0 (poHIA
5.1. IlnanoBas mpoBepka JOKYMEHTOB OuOIMOTeYHOro (OHAA TPOBOAMUTCA C
NEepUOAMYHOCTHIO OJMH pa3 B IATH JET HA OCHOBAaHMM rpadyKa MPOBEPKH, YTBEP)KACHHOTO

3aBeYIOUINM OMOIHOTEKOH.

5.2. BaemnaHoBas TpOBEpKa JIOKYMEHTOB OMOMMOTEYHOro (OHIA NIPOU3BOIUTCS B
00s13aTeILHOM TIOPSJIKE:

. IPY BBISBICHUH (PAKTOB XHUILEHHUSI, 37I0yIOTPEOICHHS WM IOPYU JOKYMEHTOB;

. B Cllyyae CTUXHUHHOTO O€ICTBHA, TMOXapa WIM JPYTrUX YpPE3BbIUANHBIX CHUTYaIHi,
BBI3BAHHBIX YKCTPEMAIILHBIMH YCIIOBUSIMU;

. IpY PEOpraHn3alUy U JUKBUAALMN 00pa30BaTeIbHON OpraHu3aluy.

5.3. IlpoBepka ¢oHma Ha MpeaMET HAIUYUS B HEM JOKYMEHTOB, BKIIOYCHHBIX B
OCOM, npoBoauTcs:

. IpY TOCTYIUICHUU HOBBIX IOKYMEHTOB B (DOHT;



. CUCTEMATHUECKU (HE peXe OJHOro pas3a B Tpu Mecsua) myrem cBepku ®COM co
CIIpaBOYHO-OMOIMOTrpadraeckuM anmnapaTom GoHIa OMOITHMOTEKH.

5.4. Tlo uroram mpOBEPKHU 3aBEAYIOMHNA OMOIUOTEKON COCTABIISET aKT, MOAMKUCHIBACT U
XPaHUT €ro B OMOIMOTEKE B TEUEHUE CPOKA, YCTAHOBICHHOT'O HOMEHKIATYpol aen. Ecnu kakue-
TO TOKYMEHTHI OTCYTCTBYIOT 10 HEYCTAaHOBJICHHOW MPHYUHE, TO K aKTy MPHKIAIBIBACTCS WX
CIIMCOK, B KOTOPOM (PHKCUPYIOTCSI CBEJICHHUSI O KOJIMYECTBE JOKYMEHTOB OMOIMoTeyHOro (hoHIa
B HAJIMYUHM M KOJHMYECTBE OTCYTCTBYIONIMX IOKYMEHTOB, B TOM YHCJE TI0 HEYCTAHOBJICHHOM
npuurHe. B akTe Takke yKasbIBAIOTCS HOMEP U JlaTa aKTa Mpeblayieil MpOBEPKH.

[Ipu BBIIBIEHMM B Tpolecce MPOBEPKH (POHAA OTCYTCTBYIOUIMX JOKYMEHTOB U
HEBO3MOXHOCTH YCTAHOBJICHHS BUHOBHBIX JIMII YOBITKM IO HEAOCTayaM CIHCHIBAIOTCS B
COOTBETCTBHUHM C JEHCTBYIOILHUM 3aKOHOAATEIBCTBOM.

5.5. Jlns mpoBepku 6uMOIMOTEYHOr0 (hoHIA 00pa30BATEIHLHON OpPTaHW3alMK HA TIPEAMET
HAIMYMS B HEM JOKYMEHTOB, BKIOueHHbIX B ®COM, B 00pa3oBaTenbHOW OpraHU3allu
co3naetcs crienuanbHas Komuccus mo ceepke 6nbmuoreuroro ¢onma ¢ denepanbHbIM CIUCKOM
HKCTPEMHUCTCKUX MAaTE€pPHAJIOB, BBIABICHUIO, HU3BATHIO M YHHUYTOXEHHIO 3KCTPEMHCTCKUX
MatepuaioB (manee — Komuccus mo mnpoBepke SKCTPEMHCTCKHX MaTepualoB), KOTopas
CHCTEMaTUYeCcKH (HE pexke OJTHOTO pa3a B TPH MECSIIa) OCYIIECTBISET MPOBEPKY OMOIMOTEUHOTO
¢dona oOpa3zoBaTeNbHOI OpraHu3aly Ha MPEMET HaJIUuus B HEM IOKYMEHTOB, BKIIFOUEHHBIX B
OCOM, nyrem cBepku @COM co cripaBouHO-0MOIHOrpaduuecKuM anmnaparom GoHa.

[Ipu BBIsSIBICHNHU JOKyMEHTa, BKItoueHHOro B ®COM, Ha 3Tane KOMIUIEKTOBaHUs (PoHAA
YKa3aHHBIH JOKYMEHT HE MOJJIC)KUT BKJIIOUYEHHUIO B OWMOIMOTEUHBIN (OHA 00pa3oBaTEIHHOU
OpraHH3alMH.

B cnydae BeisiBIICHHS JOKYMEHTa, BKItoYeHHOTO B @COM 1 yke Haxopsmerocs B (hoHae
O6ubnuorekn 00pa30BaTENLHOM OpPraHM3alUM, JOKYMEHT HCKIIOYaercs u3 OHOIMOTEeYHOro
(dhoHIa ¥ TOICKUT YHUITOKEHHUIO.

6. Ilopsiiok mosib30BaHUs OUOJINOTEKOM

6.1. 3amuch oOydarommxcst 00pa3oBaTEILHON OpraHU3auyi B OMOINOTEKY IPOU3BOAUTCS
[0 CIMCOYHOMY COCTaBY Kjacca B HMHIUBUAYAJBHOM TMOPSJKE, MEJAarorM4ecKux W HUHBIX
pabOTHUKOB 00pa30BaTEbHONW OpraHW3aIlMH, POAMWTENICH (MHBIX 3aKOHHBIX IMPEICTaBUTEIICH)
oOyuaromuxcs — no nacnopty. Ilepeperucrparusi monb3oBareseil OMOTUOTEKN MPOU3BOIUTCS
€XKETO/THO.

6.2. JIOKyMEHTOM, TOJATBEP)KIAIOIIMM TIPABO TIOJb30BaHUS OUOIMOTEKOM, SIBISETCS
YUTATeNLCKUN Qopmyisap. YnutaTenbckuil Gpopmyisip GukcupyeT naTy BbIJAud IOJIb30BATEIIO
JTOKYMEHTOB U3 (poH1a OMOIUOTEKH U UX BO3BpAIICHUS B OMOIHOTEKY.

6.3. [Topsitok oNIb30BaHusI A00HEMEHTOM:

6.3.1. Ilonp30Bareny UMEKOT MpPaBO MOJIYYUTh Ha JOM M3 MHOTOTOMHBIX W3JIaHUN HE
Oosiee IByX JOKYMEHTOB OJHOBPEMEHHO.

6.3.2. MakcuMasbHbI€ CPOKH TOJIb30BAHUS JOKYMEHTAMU:

. y4eOHUKH, ydeOHbIE TTOCOOUS — YUeOHBIH TOJI;
. Hay4YHO-TIOMYJIApHAs, TO3HABaTENbHAs, Xy/I0KECTBEHHAS IUTeparypa — 14 nHei;
. NEPUOANYECKHUE N3/IaHUs, U3AaHHs TIOBBIILIEHHOTO CIIpoca — 5 THEH.

6.3.3. Ilonb3oBaTenu MOTYT NPOAJIUTH CPOK IOJIb30BaHMS JOKYMEHTaMH, €CIM Ha HHUX
OTCYTCTBYET CIIPOC CO CTOPOHBI JPYT'HX MOJIb30BATEICH.



6.4. Ilops10K 1MOJIB30BaHUS YUTATIBHBIM 3aJI0M.

6.4.1. JlokyMeHTHI, TpelHAa3HAYCHHBIC I pa0dOThl B YHMTAJbHOM 3ajie, Ha JIOM HeE
BBIJIAFOTCS.

6.4.2. DHUUKIIONEANH, CIIPABOYHUKH, PEAKUE, IIEHHBIE U UMEIOIIHNECS B €IMHCTBEHHOM
3K3€MHHHpe ,Z[OKYMCHTLI BBIAAKOTCA TOJIBKO IJIA paGOTBI B UHUTAJIBHOM 3aJIC.

6.5. ITopsimok paboThI ¢ KOMIIBIOTEPOM, PACIIONIOKEHHBIM B OMOJIMOTEKE.

6.5.1. PaboTa ¢ KOMIBIOTEPOM YYaCTHMKOB 00pa30BaTEIILHOTO MPOIEcca MPOU3BOAUTCS
mo TrpaduKy, VYTBEPKICHHOMY pPYKOBOAWUTEIeM 0Opa3oBaTeNbHON OpraHu3aiui, W B
MIPUCYTCTBUU COTPYIHHUKA OMOINOTEKH.

6.5.2. Pazpemaercss paboTa 3a OZHMM IEPCOHAIBHBIM KOMIIBIOTEPOM He Oojiee IBYX
YeJI0BEK OJTHOBPEMEHHO.

6.5.3. Tlomp3oBaTens UMEET MpaBoO pabOTaTh C COOCTBEHHBIM HOCHUTENIEM HHGMOPMAIIN
nocJje MpeaBapuTEIbHOTO TECTUPOBAHUS €r0 PAOOTHUKOM OMOIMOTEKH.

6.5.4. Ilo Bcem BompocamM MOUCKa MH(OpPMALMK B MHTEPHETE IOJb30BaTEb IOJDKEH
oOpamaThCsi K pabOOTHUKY OMOJMOTEKH; 3alpelraeTcs oOpalleHHe K pecypcaM HMHTEpPHETa,
MperoJararoIyM oriary.

6.5.5. Pabora ¢ KOMIBIOTEPOM IPOM3BOIUTCS COTJIACHO YTBEPXKICHHBIM CaHUTAPHO-
TUTUCHUYCCKUM Tp€60BaHI/I}IM.

7. lIpaBa u 00513aHHOCTH OUOJINOTEKH
7.1. PaboTHHUKY OMOJIMOTEKH UMEIOT MPABO:
. CaMOCTOSITEIbHO  BBIOMpaTh  (OpPMBI, CpeACTBA W METOABl  OMOIMOTEUYHO-
MH(POPMAIIMOHHOTO OOCIY)KHBaHUS 00pa30BaTEIBHOTO W BOCHHTATEIFHOTO IPOLIECCOB B

COOTBETCTBHH C IEJISIMH M 3aj7[a4aMH, YKa3aHHBIMH B yCTaBe 00pa30BaTeILHOM OpPraHu3alnuy U
IIOJIOKEHUU O OMOIMOTEKE;

. IPOBONTH B YCTAHOBJICHHOM MOpsAAKE (haKyIbTaTHBHBIC 3aHATHS, YPOKH U KPYKKH
6ubMoTeyHO-O0ndIMorpaduIeckux 3HaHUK 1 UH(POPMAIIMOHHOHN KYIBTYPHI;

. OIIPEIETIATh UCTOYHUKH KOMIUIEKTOBAHUSI HHPOPMAIIMOHHBIX PECYPCOB;

. U3bIMATh U PEAJTM30BBIBATH JOKYMEHTHI U3 ()OHIOB B COOTBETCTBHH C MHCTPYKIIUEH 1O
yaety 6ubinotedHoro GpoH/a;

. y4acTBOBATh B YIPABICHUH 00pPa30BaTEIbHON OpraHN3alUH B MOPSAIKE, ONPEACTIeMOM
yCTaBOM;

. y4acTBOBaTh B COOTBETCTBHU C 3aKOHOMAATeNbCTBOM P® B pabore OMOIMOTEUHBIX

accoIMaly WX COI030B.

7.2. PaboTHUKHN OMOINOTEK 00A3aHBbI:

. 00€ecTeunTh MOJIb30BATEISIM BO3MOXKHOCTh pabOThl ¢ MH(DOPMAITMOHHBIMH PECYypCaMu
OMOINOTEKH;

. nH()OPMUPOBATH TOJIL30BATENICH O BUAAX MPEIOCTABISIEMBIX OMOJIMOTEKON YCIIT;

. OCYIIECTBIISATh IUJIAHOBBIE W BHEIJIAHOBBIE MPOBEPKH OMONIMOTEYHOro (oHIA,

PEryJsIpHO OCYIIECTBIIATH MPOBEPKY OMOIMOTEYHOTO (hOoHAA 00pa30BATEIHHON OpTraHHW3aluN
Ha MpeAMET HAJIMYUs B HEM JOKYMEHTOB, BKIIIOUEHHBIX B DCOM;
. o0ecreunTh HayYHYI0 OpraHu3anuio (OHJI0B U KaTaJIOTOB;



. ¢dopmupoBaTh (GOHIBI B COOTBETCTBUU C YTBEPXKACHHBIMH (heJiepaibHbIMU TIEPEUHAMU
y4eOHBIX W3/JaHHWA, OCHOBHBIMH OOpa30BaTEIbHBIMH MpOTpaMMaMH 00pa3oBaTebHON
OpraHH3aIK, UHTEPECaMH, TOTPEOHOCTSIMH U 3alIPOCAMU BCEX KaTETOpUi MOJIb30BaTENCiH;

. COBEPIICHCTBOBaTh  MHGOPMAIMOHHO-OMOmMorpadgudeckoe U OMOJIHMOTEYHOE
o0CITy>)KUBaHHE MOJIb30BaTENCH;

. o0ecrieynBaTh  COXPAHHOCTh  WCIOJNB30BaHUS  HOCHTENEW  WHPOpPMANUHU, WX
CUCTEMAaTH3AIHIO, Pa3MEIICHUE U XPaHEHUE;

. obecrieunBaTh PEXUM PabOTHl B COOTBETCTBUU C IMOTPEOHOCTAMH IOJIB30BaTEICH U
paboToii 00pazoBaTEIbHON OpraHU3aIINY;

. OTYHUTHIBATECS B YCTAHOBJICHHOM MOPSAKE Tepea PYKOBOAMTEIEM 00pa3oBaTeIbHON
OpraHH3aIlH.

8. [IpaBa u 00513aHHOCTH MOJIb30BaTe/ el OUOINMOTEKHN

8.1. [Tomp3oBarenu OMOIMOTEKH UMEIOT TIPABO:

. MOJTy4aTh TOJIHYIO HH(POPMAIIHIO O cocTaBe OMOMmoTeyHoro ¢hoHaa, HHPOPMAITMOHHBIX
pecypcax U mpeloCcTaBlIsieMbIX OMOTUOTEKOH yCayrax;

. MOJIB30BATHCS CIIPABOYHO-OMOIMOTPpAPUISCKUM aIapaToM OMOINOTEKH;

. MOJTy4aTh KOHCYIbTAIIMOHHYIO TIOMOIIb B TTOMCKE M BBIOOPE HCTOYHUKOB MH(OpMAIIHH;
. MOJTy4aTh BO BPEMEHHOE TI0JIh30BaHUE Ha a0OHEMEHTE M B YHTAIBHOM 3ajic TIeYaTHBIE
U3JIaHusl, AyAMOBU3YyaIbHBIC JOKYMEHTHI U IPyTrUe UCTOYHUKU HHPOPMAIIHH;

. NPOJIJIEBATh CPOK TOJIH30BAHUS JTOKYMEHTAMU;

. NoJy4yaTh TeMmaTudeckue, ¢akrorpaduueckue, yTOUHsSIOMUE M OubIMorpadpuueckue
CIIpaBKH Ha OCHOBE (hoH1a OMOITNOTEKH;

. MOJTy4aTh KOHCYIBTAMOHHYIO TIOMOIb B paboTe ¢ MHpOpMAIUEil MpH MOIb30BaHUU
AJIEKTPOHHBIM ¥ HHBIM 000PYJIOBaHUEM;

. y4acTBOBATh B MEPONPUATHUSX, IIPOBOIUMBIX OHOITHOTEKOM.

8.2. I[lonp3oBarenu OUOIMOTEKHA O0OI3aHbI;

o co0JI01aTh MpaBwJIa MOJIB30BAHUS OMOIMOTEKOM;

. Oepe’KHO OTHOCHUTHCS K NMPOU3BEICHUAM TeuaTH (HE BBIPHIBATh, HE 3arn0aTh CTPaHMIL,
HEe JeiaTh B KHHWTax MOJYEPKUBAaHWH, IIOMETOK), HMHBIM JOKYMEHTaM Ha pa3JIMYHBIX
HOCHUTEIISIX, 000pyJOBaHNIO, HHBEHTAPIO;

. HOJICPKUBATh MOPSIOK PACCTAHOBKH JOKYMEHTOB B OTKPBITOM JIOCTYIE OMOIHOTEKH,
PAacIIONIOKEHHs KApTOUYEK B KaTajorax M KapToTeKax;

. HOJTb30BaThCsl LEHHBIMA W CIIPABOYHBIMH JIOKYMEHTAaMH TOJIBKO B ITOMEIICHHH
OMOINOTEKH;

. yOenuThCs MpH MOTYYEHHH TOKYMEHTOB B OTCYTCTBHH Je(PEKTOB, a MU OOHAPYKEHHH
nporuH(GOpMHUPOBaTE 00 3TOM paboTHHMKA OnMOIMOTeKkH. OTBETCTBEHHOCTh 32 OOHApY)KEHHBIE
nedeKThl B cJaBaeMbIX JOKYMEHTaX HECET MOCIIEeTHUH TTOIb30BaTelNb;

. pacluchIBaThC B YHMTATENLCKOM (QOPMYIIsipe 3a KaKIbld TMOJYYEHHBIM JOKYMEHT
(uckmouenue: odyuaromuecs 1—4-x Ki1accoB);

. BO3BpAaLIaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAHOBJICHHBIE CPOKHU;

. 3aMEHSTh IOKyMEHTHI OMOJIMOTEKH B CIIydae UX yTpaThl WIIA IOPYX UM PaBHOLICHHBIMHU

nu00 KOMIIGHCHUpPOBaTh yIiepd B pa3Mmepe, YCTAaHOBICHHOM TPAaBMJIAMH I1OJIb30BAHHS
OUOIINOTEKOM;

. MOJHOCTBIO PACCUUTATHCA ¢ OMOTMOTEKOM 10 UCTEUYSCHUH CPOKA 0O0YUEHUsS WM pabOThI
B 00111€00pa30BaTEILHOM YUPEIKICHUH.
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