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IToso:xenue o ONOIMOTEKE
1. O01mue MoJI0KeHu s

1.1. Hacrosimiee monokeHue periaMeHTupyeT neareinbHocTs ondmorekn MKOVY «Kokpekckas
COIll» (nanee — oOpa3oBarenbHast OPraHU3AIHS).

1.2. Hacrosmee mojiokeHHEe pa3paboTaHO B COOTBETCTBHHM ¢ DenepadbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpa3zoBanuu B Poccuiickoit denepannny, npukazoM MUHKYIBTYpHI
ot 08.10.2012 Ne 1077 «O6 yrBepknenun Ilopsimka ydera JOKYMEHTOB, BXOJSIIUX B COCTaB
6ubmmoreyHoro onaa» ¢ yuetom nucbMa Munob6pazosanus ot 23.03.2004 Ne 14-51-70/13 «O
[IpumepHOM TOIOKEHUU 0 OMOIHOTEKEe 00IIe00Pa30BaATEIBLHOTO YUPESIKICHUS», METOINUECKUX
pEKOMEH 1Al OI'bHY «HIIb WM. K. YmuHCKOro» OT
31.05.2017, pekomennanuiit MuakynpTypel  oT  12.09.2017 mo  pabore  OuOIMOTEK ¢
JTOKYMEHTaMU, BKIIOYCHHBIMU B ()eIepaTbHBIN CIIICOK SKCTPEMUCTCKUX MaTepUaIOB.

1.3. bubnunoreka sBIseTCS CTPYKTYpHBIM IOJpa3jieieHreM 00pa3oBaTeIbHON OpraHu3aIuH,
CO3JaHHBIM B IMENAX oOOecledeHus IpaBa YYaCTHHKOB OOpa30BAaTENFHOTO TIpolecca Ha
OecrutaTHOE MOJIb30BaHKE ONOINOTEYHO-UH(OPMAIIMOHHBIMH pECypcaMH.

1.4. Ilopsanox moiab30BaHUSI UCTOUHUKAMH WH(OpMaLMH, IEPEYeHb OCHOBHBIX YCIYT U YCIOBHS
UX TPEIOCTABICHUS OMPEICISIIOTCS HACTOSIIUM IOJIOKEHHEM O OMOJIMOTEKe W MpaBHIIaAMU
MOJIb30BaHUS OMOTUOTEKOMN, YTBEPKIEHHBIMU PYKOBOHUTENIEM 00pa30BaTeIbHON OpraHu3aluy.

1.5. Opranuzanusi 00CITy’)KMBaHUSI YYaCTHUKOB 00pa30BaTEIbHOTO Tpoliecca MPOU3BOJMUTCS B
COOTBCTCTBUH C TIIpaBWJIaMU TCXHUKHU 6630H3.CHOCTI/I U TIPOTHUBOIMOXAPHBIMH, CAHHUTAPHO-
TUTHUEHUYECKUMU TPEOOBAHUSIMH.

2. lean, 3axa4u, yHKUMHA OMOJIHOTEKH
2.1. llenmu OGUOAMOTEKH COOTBETCTBYIOT IIETISIM 00pa30BaTENbHOM OpraHU3allii M BKIIOYAIOT B

cebs B ToM uymcie: (hopMUpoOBaHHE OOMIEH KyJbTYpbl JIMYHOCTH OOYYaroONIMXCS Ha OCHOBE
YCBOCHUA COACPKAHUA OCHOBHBIX O6H.[CO6p8.30BaTeJIBHLIX nporpamMm, ux aaanramnus K KU3HU B



o0IIecTBE, CO3/aHME OCHOBBI JUISI OCO3HAHHOTO BBIOOpa M MOCIEIYIOLIETO OCBOCHUS
npodecCHOHANBHBIX ~ 00pa30BaTENBHBIX  MPOTPaMM,  BOCIHTAaHWE  TPAKTAHCTBEHHOCTH,
TpyZoIo0us, YBaXEHHUs K IpaBaM M CBOOOJAM 4YeJOBEKa, JIOOBM K OKpYKAIOIIeH MpHUpoJe,
Ponune, cembe, hopMupoBaHUEe 310POBOTO 00pa3a KU3HH.

2.2. 3ajmauyamu OMOIMOTEKH 00Pa30BATEIHLHOM OPTaHU3aAIUH SBIISIOTCS:

e oOecrieueHHe ydacTHHKaM  O0Opa3oBaTeIbHOTO  Tpolecca —  OOydarommMmcs,
NEIarorMYecKuM  pabOTHUKAM,  POAUTENSAIM  (3aKOHHBIM  TPEJCTABUTEIISIM)
oOy4Jaroruxcs (1anee — moJib30BaTeNsiM) — J0CTyIa K MH(POPMAIUU, 3HAHUAM, UCSM,
KYJIBTYPHBIM HEHHOCTSIM MIOCPEJICTBOM UCTIOJIb30BAHUS O6ubIMoTeYHO-
MH(OPMAIMOHHBIX PECYpCcOB 00pa30BaTEIbHON OpTraHU3aIiH;

e BOCHHMTaHHE KYJIbTYPHOTO U I'Pa)XIaHCKOTO CaMOCO3HAHHMsI, TIOMOIIb B COLMAIN3ALUT
00yuaroIerocs, pa3BUTUH €r0 TBOPUYECKOTO MOTEHITHAIIA;

e TMpHUBJICYEHHE  OOYyYaOIMXCA K  CHCTEMAaTHYeCKOMY  YTEHHIO  Y4eOHOH,
XYI0’)KECTBEHHOW, HAYYHO-TIONYJISIPHOM JINTEPATYPHI;

e COJICHCTBHE Pa3BUTHIO MO3HABATEIHHBIX HHTEPECOB M CIIOCOOHOCTEH 00YJarOIUXCS;

e (opMuUpOBaHHE HABBIKOB HE3aBUCHMOI'O OHOJMOTEYHOTIO TIOJIb30BATENs, OOYy4YCHHE
MIOUCKY, OTOOPY U KPUTHUUECKOI OlleHKe UH(pOpMAIIIH;

e COJEHCTBHE TMENarorndyeckuM paboTHHKaM B MOJA0OpE HAYYHO-METOTUYECKOU
JUTEpaTyphl, THPOPMHUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEYHbIH (HOHL;

e COBEpIICHCTBOBAHUE MPEIOCTABISEMBbIX OMOIMOTEKON yCIyr Ha OCHOBE BHEIPEHUS
HOBBIX HMH(OPMALMOHHBIX TEXHOJOTMH W KOMIBIOTEpU3aLUH  OHOIMOTEYHO-
MH(OpPMaIMOHHBIX MPOIIECCOB, (hopmMupoBaHue KOM(POPTHON OUOIMOTEUHOM CPEIBI.

2.3. bubnuoTeka BBINOJIHACT cenytonue GpyHKInu:

2.3.1. @opmupyer QoHx OUOIMOTEYHO-MH(DOPMAIIMOHHBIX PECYpCcOB  00pa30BaTENbHOM
OpTaHM3aLIH:

e KOMIUICKTYET OCHOBHOH (OHI  y4eOHBIMH, XYHOKCCTBEHHBIMH, HAyYHBIMH,
CIIPaBOYHBIMU, TIEITAarOTUUECKUMHU M HAYYHO-TIONYJISIPHBIMH JOKYMEHTaMHU;

e yYAacTBYET B KOMIUICKTOBAaHMH CIECIUAIM3HMPOBAHHOTO (poHIA ydeOHMKAMM U3 4YHCIa
BXOJAIIMX B (penepanbHblid MepeueHb y4eOHUKOB, JAOMYIIEHHBIX K HCIIOJIb30BAHUIO
OpU peann3aliuyl HMEIONNX TOCYJapCTBEHHYIO AaKKPEAWUTAIHI0 00pa30BaTeIbHBIX
MpPOrpaMM HAYaJbHOTO OOIIEro, OCHOBHOTO OOIIEro, CpeaHero ooImero oopazoBaHus,
U y4eOHBIMH TOCOOMSMH, AONMYIIEHHBIMA K WCIIOJB30BAHUIO TIPH peaH3alnu
yKa3aHHBIX 00pa30BaTEIbHBIX IPOTPAMM;

e aKKyMyiupyeT (OHI IOKYMEHTOB, CO3[]aBa€MBIX B 00pa30BaTEIbHOM OpraHU3aIu
(myOnukanmii 1 paboT meaaroroB 0Opa3oBaTeIbHON OpPraHU3aAIMH, JYUIINX HAYYHBIX
pabot u pedepaToB yyammxcs u ap.);

e OCYIIECTBIIET pa3MELICHNE, OPTaHU3ALUIO U COXPAHHOCTh JOKYMEHTOB,;

e OpraHm3yeT M BEAET CIPaBOYHO-OMOMMorpaduueckuii  ammapaT:  KaTaJoTu
(asipaBUTHBIN, CHCTEMAaTUYECKHI ), KAPTOTEKU (CHCTEMAaTHYECKYI0 KapTOTEKy CTaTeH,
TEMaTUYeCKHE KAapTOTEKH), JJIEKTPOHHBIA KaTayior, 0a3bl JaHHBIX IO NPOQUIIO
00pa3oBaTeNbHON OpraHU3alHy.

2.3.2. Ocymectasier auddepeHnupoBaHHOe OHOINOTECYHO-UH(OPMAITMOHHOE OOCITY)KMBAaHUE
o0yJaromuxcs:

e TIpenocTaBisieT HHPOPMAIMOHHbBIE PECYPChl Ha Pa3IMYHBIX HOCUTEIISX;



e oOpraHm3yer OOyYeHHE HaBBIKAM HE3aBUCUMOTO OHMOJIMOTEYHOTrO IOJIB30BATENS U
noTpebutenss nHGpopManuu, COACHCTBYET MHTErPAllUM KOMIUICKCA 3HAHUH, YMEHUH U
HABBIKOB pa0OTHI ¢ KHUTOW U WH(OpMALIHEH;

e OKa3blBacT HMH(OPMAIMOHHYIO TIOJJCPKKY B pEUICHWW 3a/la4, BO3HHUKAIOIINX B
mporecce  y4eOHOH, caM0oo0pa3oBaTenbHOM U JOCYTOBOM  JIEATEIHHOCTH
o0ydJaronuxcs;

e OpraHm3yeT MAacCOBBIE MEPOMPHSITHs, OPHCHTUPOBAHHBIE HA pa3BUTHE OOImEH U
YUTATENLCKON KYJIbTYpBI IMYHOCTH;

e COJECHCTBYeT TIEIarorH4ecKuM paOOTHUKaM B OpraHM3aIlMi  00pa30BaTEIHHOTO
nporiecca 1 0cyra 00yJaronuxcs.

2.3.3. Ocymectasier auddepeHnupoBaHHOe OHOINOTECYHO-UH(OPMAITMOHHOE OOCITY)KMBaHUE
MeAarorn4eckux paboTHUKOB:

e BBIIBIICT WH(DOPMAIMOHHBIC MOTPEOHOCTH M YIOBIETBOPSET 3alpOCHI, CBSI3aHHBIC C
o0y4eHHEeM, BOCITUTAHUEM O0YJaFOIINXCS;

e comeiicTByeT  Npo(eCCHOHANBHOW  KOMIETCHIIMH  MEAaroroB,  IMOBBIIMICHUIO
KBaJTM(UKAIMN, TIPOBEICHUIO aTTECTAIUH,

e OCyIIECTBISET TeKymiee uHGopMmupoBaHWe (AHM WHGOPMANUU, O030pbI HOBBIX
MOCTYIJICHUW U MyOJIUKaIiii );

e CHOCOOCTBYET MPOBENCHUIO 3aHATUH MO (POPMUPOBAHUIO MHPOPMAITUOHHON KYIbTYPHI
oOydJaronuxcs, sBisieTcs: 02301 IS MPOBEJACHUS MPAKTUUSCKUX 3aHATUN 1O padoTe ¢
WH(OPMAIIMOHHBIMU PECYPCAMHU.

2.3.4. Ocymectasier auddepeHnupoBaHHOe OHOINOTECYHO-UH(OPMAITMOHHOE OOCITY)KUBaHUE
poauTeneil (3aKOHHBIX IpeAcTaBuTeNei) 00yJaromuxcs:

e YJIOBJIETBOPSIET 3aIpPOCHI MOJIb30BaTeNIe U MHPOPMHUPYET O HOBBIX IMOCTYIJICHHAX B
OMOINOTEKY;

e KOHCYJbTHPYET II0 BOIPOCAM OpraHU3alMM CEMEWHOI0 YTCHUS, 3HAKOMWUT C
nH(popManuen Mo BOCIUTaHUIO JIETEH;

e KOHCYJBTHUPYET 10 BOIIPOCAM YUEOHBIX U3TaHUMN AT 00ydarouXCsl.

3. Opranuszanus J1esiTeJbHOCTH OMOJIHOTEKH

3.1. OOmee pPYKOBOJACTBO MACATEIHHOCTHIO OHOJMOTEKM OCYIIECTBISAET PYKOBOJMUTEIb
00pa30oBaTeNbHON OpTraHU3aIINH.

3.2. HenocpencTBeHHOE PYKOBOACTBO OMOIIMOTEKOM OCYIIECTBISIET 3aBEAYIONINI OMOTNOTEKOH,
KOTOPBII Ha3HAYaeTCsl PyKOBOAUTEIEM 00pa30BaTeIbHON OpraHU3alHH.

3.3. 3aBenyromuii OMOJTUOTEKON HECeT OTBETCTBEHHOCTh B MpejesiaXx CBOCH KOMIIETCHIIMH 3a
OpTaHU3aLUI0 U PE3YyIbTAThI ACATEIBHOCTH OMOINOTEKH.

3.4. 3aeayrommuii  OMOMMOTEKOW  pa3pabaTbiBa€T W MPEICTABISICT  PYKOBOIUTEIIO
00pa30oBaTeNbHON OPraHU3alliK HA YTBEPKICHUE CIICTIYIOIIUE TOKYMEHTHI:

e TIOJIOKEHUE O OMOIMOTEKe, MpaBmiia OJIb30BaHUs OHMOINOTEKOMH;
e TIOJIOXKEHHUE O IUIATHBIX YCIIyrax OuOIMOTeKH;

e [UIAHOBO-OTYCTHYIO NOKYMCHTAIIHIO.

3.5. B coctaB OMOJIMOTEKH BXOIUT:



e a0OHEMECHT;

e UNTAIbHBIN 34l

e OTZEN yUeOHUKOB;

e oTzaen uHpopmanmoHHO-O0nOIHorpaduIecKoi paboThI;

e (GOHI W CHEUUATH3UPOBAHHBIA 3a1 pabOThl C MYJIBTUMEAUWHBIMH U CETEBBIMU
JOKYMEHTaMU;

e MeJauaTexa.

3.6. bubnmoreuHo-uH(pOpMaALMOHHOE OOCTY)KMBAHHUE OCYLIECTBISIETCS B COOTBETCTBHHM C
1aHaMu paboThl OMOIMOTEKH U PEKUMOM PabOThl 00pa30BaTEIHLHON OPraHU3aIINH.

3.7. bubnuoTreka BIpaBe NPENOCTABIATH IUIATHBIE OWOIMOTEUYHO-MH(POPMAIIMOHHBIC YCIYTH,
nepeYeHb KOTOPBIX OMpEeesieTcss YCTaBOM 00pa30BaTEIbHON OpTraHn3aIlHH.

3.8. PexxuM paboThl OMOJIMOTEKH OMpENesieTCs] 3aBEAYIOMMUM OMOIUOTEKON ¢ YIETOM pexuMa
paboTbl oOpa3oBaresnbHOM opranuzanuu. OIuH pa3 B MecAll NMpPelyCMaTpUBAETCS CAaHUTAPHBIN
JICHb, B KOTOPBIH 00CTy’)KHBaHUE TTOJIb30BaTEINCH HE TIPOU3BOTUTCS.

4. Yuer nocTynjieHusi 1 BbIObITHS JOKYMEHTOB OHOJIHOTEYHOr0 (poHaa
4.1. [Ipuem noxymeHTOB B (OoHA OMOIMOTEKH BKIIIOYAET CIACAYIOIINE ONePaIlu:

e CBEpKa TMOCTYIUICHUUW C TICPBHYHBIM YYETHBIM JIOKYMEHTOM (HAKJIaJHAs, aKT),
BKJTIOYAOIIIUM CIIMCOK IMOCTYIHBIIUX JOKYMEHTOB;

e COCTaBJICHHE TMEPBHUYHOTO  YYETHOTO  JOKyMEHTa Juid  TOCTyIUIeHHuHl — 0e3
COIIPOBOIUTENILHON JOKYMEHTAIIHH;

e perucTpanusi MOCTYNHUBIIMX JOKYMEHTOB B PETUCTPAaX CyMMAapHOTrO, T'PYIIOBOTO U
napuBuayanpHoro ydera (OCT 7.0.93-2015 «buGnuoreunsriit dhoun. TexHomorus
(bopMHUpOBaHUSY).

4.2. I1py MONOTHEHUH OCHOBHOTO OMONIMOTEYHOro (POHAA HEOOXOIUMO COOMI0AAaTh TPEOOBAHHS
®enepanpHoro 3akoHa oT 25.07.2002 Ne 114-®3 «O npoTUBOAEHCTBUU HKCTPEMHUCTCKOMN
IEATENbHOCTH». J[IOKyMEHTBI, BKIIOUYEHHbIE B DeAepalibHbII CHUCOK SKCTPEMUCTCKUX
MarepuasioB (manee — DPCOM), omyOIMKOBaHHBIM Ha oduIMaIbHOM caiite MwuHIOCcTa
(http://minjust.ru/ru/extremist-materials), npuoOpeTaTh 3anpenieHo, Npu BEISBICHUH UX B (oHIE
— U3bIMaTh U3 JOCTYTIA.

4.3. Ydet u 06paboTka TOKyMEHTOB OMOIHOTEYHOTO (DOHIA.

4.3.1. Yuer u 00paboTKa JOKYMEHTOB OCHOBHOTO (DOHJA OCYIIECTBISIETCS WHAWBUAYAIbHBIM
ciocobom. CBelleHnsI 0 MOCTYNMBIINX MEYAaTHBIX JOKYMEHTax BHOCATCA B «KHUTY cymMMapHOTO
ydeTa JOKYMEHTOB OCHOBHOTO (POHIA».

[ToctynuBmMM AOKyMEHTaM I[PUCBAaUBAIOT WHAWBUIYAIbHBIA pPETUCTPALMOHHBIA HOMEpP
(MVHBEHTapHBIH HOMEp WJIM HMHOM 3HAK, NPUHATHIH B KayeCTBE PETMCTPALlMOHHOIO HOMEpA,
CHUCTEMHBIH HOMED AJISl SNIEKTPOHHBIX JOKYMEHTOB) M IIU(P XpaHECHHUS.

Perucrpanuonnsle HOoMepa U IMM(pPHl OTMEYAIOT B PETUCTpPaX HHIMBUIYAJILHOTO Yyuera
JOKYMEHTOB — MHBEHTapHOW KHHUTE, KapTOTEKE PErHCTPalliU Ta3eT, KYPHAJIOB, YUeTHOU Oase
JTAHHBIX.



Bce oak3eMIusippl NpPUHATHIX M3MaHUM WITeMnentorTed. llremnens ¢  HauMEHOBaHHEM
00pa3oBaTeNbHON OpraHU3alMK JOJDKEH OBITh MPSIMOYTOJIBHON (OpMBI, pazMepoM HE OoJibie
geMm 1,5 X 4 cMm.

ITemmnens cTaBUTCA Ha 000POTE TUTYIBHOTO JHCTA (IPU OTCYTCTBHM THTYJIBHOTO JINCTA — HA
MEpPBOI CTpaHUIIE TEKCTa IOJ| 3arjiaBueM), Ha 17-i CTpaHWIE MOJ TEKCTOM B JICBOM HWIKHEM
yray U Ha 000poTe KaxxAoro mpuwiokenus. Ha Opommopax u jKypHalaxX IITEMIENb CTaBUTCS
TOJIBKO Ha O00JIOKKE MJIM HA TIEPBOM CTPAHUIIC TEKCTA.

CocraB ocHOBHOTO (poHIa (UKCUPYETCS B KapTOYHOM a(paBUTHOM KaTajore, B AJICKTPOHHOU
0a3e MaHHBIX OMOIMOTEKH.

43.2. VYder m o0pabotka crnenuamu3upoBanHoro ¢ouga. Crenuanu3upoBaHHBIA (HOHT
YUUTBIBACTCS U XPAHUTCS OTAEIBHO OT OCHOBHOTO OMOIHOTEYHOTO (hOoHa.

Y4er JOKYMEHTOB CHEIHMAIM3UPOBAHHOTO (HOHOA, KaK MHOTOIK3EMIULIPHOW JUTEepaTyphl,
OCYILECTBIISICTCS TPYMHIOBBIM CIOCOOOM U oTpakaeTcs B «KHUre cyMMapHOro ydera y4eOHOTO
¢doHIa» U B KAPTOTEKE PETUCTPALIMOHHBIX KapTOYEK.

Ha kaxxmoe HamMeHOBaHWE JOKYMEHTOB CHEIMATM3MPOBAHHOTO (POHIA 3aBOJUTCS OTICIIbHAS
ydeTHass Kaprouka. Kaproukm ¢ Oubnmorpaduyeckum ONMUCAHWEM U3JIaHUA Y4eOHUKOB
PACCTaBIISAIOTCS B YUETHYIO KapTOTEKY IO KJIaccam, a BHYTPHU KJIaccOB — MO andaBUTy (haMUIHii
aBTOPOB WJIM 3arjaBuid. J[Isi KOHTpPONS 3a COXpaHHOCTHIO YYETHBIX KapTOYEeK OHH
perucTpupyroTcs B «OKypHale perucTpaniy y9eTHBIX KapTOUeK YIeOHUKOBY.

TexHuueckast 00pab0OTKa JOKYMEHTOB IIPelyCMaTPUBAET CIEAYIOIINE ONepaIiu:

e TIPOCTABJICHHE HAa KaXIOM JOKYMEHTE IITEeMIIeNsl OWMOJIMOTEKH B COOTBETCTBHH C
yHKTOM 4.3.1 HACTOAIIETO MOJIOKEHNUS;

e YCTAHOBJICHHE CPEACTB 3aIUTHI OT YTPAThl (MATHUTHBIN JAaTUYWK, PAAHOYHUI, HHOU BU/T
MapKUPOBKH);

e W3TOTOBJICHHE W MPUKPEIUICHUE K JTOKYMEHTY nacrnopTa yueOHuka. [TacmopTt yueOHnKa
MPUKJICUBACTCA Ha TMOCJETHEH cTpaHuile ydyeOHHWKA. 3amoiHsIeTcsl MpH BbIIaue
YUATATEJIIO.

VYuer cnenuanu3upoBaHHOTO (oHIA MpEeaycMaTpUBAET OTPaKEHHE €r0 COCTaBa B CIIPABOYHO-
6ubnmorpaduueckoM ammapare OUOINOTEKH, B TOM YHUCIIE B 3JICKTPOHHOM 0a3e TaHHbBIX.

4.4. BoIObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOH/A.

4.4.1. IIpuumHBl, IO KOTOPHIM JTOKYMEHT MOJXKET OBITh BBIBEJEH M3 COCTaBa OMOJIMOTEYHOTO
¢doHa, BKIIFOYAIOT B TOM YHCIIE BETXOCTh, N€()EKTHOCTD, YCTAPEIOCTh 1O COACPKAHUIO, YTPATy.
HckiroueHne 10KyMeHTa u3 OnOInoTeqHOro (POH1a MPOBOAUTCS HA OCHOBAHWHU aHAM3a COCTaBa
6ubMoTeyHoro oHIa U PE3yIbTAaTOB €r0 MPOBEPKHU.

4.4.2. llon BETXOCTbIO JOKYMEHTAa IIOHMMAIOT pE3YyJbTaT €CTECTBEHHOIO CTapeHUs WIN
($U3UIeCKOro U3HOCa JOKYMEHTA.

4.4.3. Tlon nedexkTHOCThIO JOKyMEHTa IIOHUMAIOT YAaCTUYHYIO WJIM TOJHYIO YyTpary
9KCIUTYyaTallMOHHBIX Ka4eCTB JJOKYMEHTA B pe3yJIbTaTe BHEITHETO BO3ICHCTBUSL.



4.44. Tlog ycTapeloCThlO IO COAECPKAHUIO TMOHHUMAIOT TOTEPI0 AKTyaJlbHOCTH TEMAaTHUKH,
MOJITBEPIKIAEMYIO OTCYTCTBUEM crpoca  YHTaTelNeH, HEBOCTPEOOBAHHOCTHIO B
niepepactnpe/ieIeHUy U peaTn3alim.

4.4.5. Tlon yTpaToii TOKyMEHTa TIOHUMAIOT €r0 OTCYTCTBUE B (poHAEC OMOIMOTEKH MO MPUYUHAM
HOTEepH, XUIIEHUS, OCICTBUIl CTUXMHHOTO, TEXHOTCHHOTO (B TOM 4YHCJE XaKEPCKOW aTakd U
HEBOCCTAHOBUMOT'O €0Os 3JIEKTPOHHOTO OOOpYAOBaHMSA) WM COLMAIBHOTO XapakTepa, IO
HEYCTAaHOBJICHHOH NMPUYHHE.

4.4.6. Tlpouecc WCKIIOYEHUS JTOKYMEHTOB u3 (oHAa OMOJIMOTEKH OCYIIECTBISICTCS B
cooTBeTcTBUM C llopsimkom y4yeTa MOKYMEHTOB, BXOJSIIMX B COCTaB OuOMmoreyHoro ¢oHja,
YTBEPKICHHBIM NprKkazoM MunkynbTypbl oT 08.10.2012 Ne 1077.

4.4.7. BoiObITHE TOKYMEHTOB OMONMMOTEYHOTO (POHAA MPOU3BOIUTCA B PE3YIbTATE UX CIIUCAHUS
KOMHCCHEH, CO3IaHHON PYKOBOJIUTEIEM 00pa30BaTeIbHON OpraHU3aIliHy.

4.4.8. VYTunuzamus CHUCAaHHBIX JOKYMEHTOB OuOmmoTedyHoro (oHa TPOU3BOAUTCS B
COOTBETCTBHUH C 3aKOHOJATEILCTBOM PD.

5. IIpoBepka 10KyMeHTOB OMOJIHOTEYHOT0 (PoHIA

5.1. [1naHoBast mpoBepKa TOKYMEHTOB OMOIMOTEYHOTO (DOHIA MPOBOAUTCS C MEPHUOIUIHOCTHIO
OIMH pa3 B MATh JIET HAa OCHOBAHMHU TIpaduKa IMPOBEPKH, YTBEPKIACHHOTO 3aBEAYIOIINM
O1OIMOTEKOH.

5.2. BaemmanoBas TmpoBepKa JOKYMEHTOB OHOIMOTEYHOro (hOHAAa TMPOU3BOIUTCA B
00513aTeNTLHOM MOPSIJIKE:

e TIIpH BBISBJICHUU (PAKTOB XUIICHUS, 3II0YNOTPEOICHUS WIN TIOPYH TOKYMEHTOB;

e B Cllyuyae CTUXHUUHOTO OEJICTBHUS, TOXKapa WX APYTHMX YPE3BBIYAHHBIX CHUTYAIUH,
BBI3BAHHBIX 3KCTPEMAJIbHBIMU YCIIOBUAMMU,

e TIpU PEOpraHU3alUU WM JUKBUIAIMH 00pa30BaTeIbHONW OpraHU3aliy.

5.3. TlpoBepka ¢oHIAa Ha MpeAMET HAIUYHUS B HEM JOKYMEHTOB, BKIIOYCHHBIX B DPCDOM,
MIPOBOAUTCS:

e IIpH NOCTYIUICHUH HOBBIX JJOKYMEHTOB B (DOHJ;
e CHCTEMAaTHMYeCKH (HE peke OJHOro paza B Tpu Mecsua) myrem cBepku ®COM co
crpaBOYHO-OHOIMOTpaduueckuM anmnapatoM (GpoHaa OMOIUOTEKH.

5.4. Tlo uToram MpOBEPKHU 3aBEAYIOMNUNA OMOJIMOTEKONW COCTABJISET aKT, MOJMUCHIBACT U XPAHUT
ero B OMONHMOTEKEe B TEYCHHE CpPOKa, YCTAaHOBJICHHOTO HOMEHKIATypoul nen. Ecnmu kakue-To
JOKYMEHTBl OTCYTCTBYIOT MO HEYCTAaHOBJIEHHOM MpUYMHE, TO K aKTy MPHUKIAAbIBAETCS HX
CIIUCOK, B KOTOPOM (DUKCHUPYIOTCS CBEACHHS O KOTUYECTBE JOKYMEHTOB OMOIMOTeYHOro (hoHaa
B HAJIMYMHU M KOJIMYECTBE OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCII€ 10 HEYCTaHOBJICHHOM
npuurHe. B akTe Takke yKa3bpIBalOTCS HOMEP M J1aTa aKTa NpebIayei IPOBEPKH.

[Tpu BbIsIBIEHUU B Mpoliecce MPOBEPKH (POHAA OTCYTCTBYIOLIUX JOKYMEHTOB U HEBO3MOXKHOCTHU
YCTaHOBJICHHSI BHHOBHBIX JIMI[ YOBITKM IO HEJOCTa4aM CITUCBIBAIOTCSI B COOTBETCTBUHU C
NENCTBYIONIUM 3aKOHO/1aTEIbCTBOM.



5.5. lns mpoBepku OnbmmoreyHoro Gpouaa 00pa3oBaTeNIbHOM OpraHu3aluy Ha TIPEeAMET HATUUns
B HEM JOKyMEHTOB, BKIIOUeHHBIX B DCOM, B 00pa3oBaTeiabHON OpraHU3aIliu CO3/1aeTCs
cnenmanbHas Komwmcecus mo cBepke OubOmmoreunoro ¢ouna ¢ DeaepanbHbIM CIHUCKOM
9KCTPEMHUCTCKMX MAaTEepUalioOB, BBISBICHUIO, M3BSITUIO W YHUYTOXKEHHIO SKCTPEMHCTCKHUX
matepuanoB (manee — Kommuccusa 1o IpoOBEpKE HKCTPEMUCTCKUX MAaTepHalIOB), KOTOpas
CHUCTEMaTHYeCKH (HE PeXe OJHOTO pasza B TPU MECSIA) OCYIIECTBISET MPOBEPKY OUOINOTEIHOTO
¢donma obpazoBarenbHOI OpraHU3alyy Ha MpeIMET HATUYHUs B HEM JOKYMEHTOB, BKIIFOUCHHBIX B
OCOHM, nyrem cBepku DCOM co cripaBoIHO-OMOIHOTrpaduIECKUM armapaTom GoHa.

[Ipu BBIsIBIEHMHM NIOKyMEHTa, BKiItodueHHOTO B DCDOM, Ha 3Tame KoMIUIeKTOBaHUS (HOHIA
yKa3aHHBI JTOKYMEHT HE MOJUICKHUT BKIIOYCHHIO B OMONIMOTEUYHBIH (oHA 00pa3oBaTeNbHOM
OpraHHU3aIHH.

B cnydae BwIsiBiIeHHS MOKyMeHTa, BKIoueHHOro B ®COM wum yxke Haxopsmierocs B (oHJE
Oubnuorekn 0Opa30BAaTENBHONW OpraHU3alvd, AOKYMEHT HCKIIYaeTcs Hu3 OHOIMOTEYHOrO
doH1a ¥ TOUIEKUT YHUUTOKEHHUIO.

6. llopsinok noJib30BaHUA OMOJINOTEKOM

6.1. 3anuce oOyuaromuxcsi 0Opa3oBaTENbHON OpraHu3aliy B OMOIMOTEKY MPOU3BOJAUTCA TIO
CIHMCOYHOMY COCTaBy Kjlacca B UWHAUBUAYAIbHOM TIOpSIKE, TIEJAaroruyeckuxX M HHBIX
paboOTHUKOB 00pa30BaTENIbHON OpraHM3aliH, POauTeNel (MHBIX 3aKOHHBIX MpPEICTaBUTEINCH)
obOyJaronuxcsi — mo macrnopty. Ilepeperucrparust monp3oBareneii OMOIMOTEKH MPOU3BOIUTCS
€XKETOJIHO.

6.2. JIOKyMEHTOM, TMOATBEPXJAIOIIUM TMPABO IMOJH30BAaHUS OWUOIMOTEKOW, SIBIISAETCS
yuTareabckuil popmynsp. Uurtatenbckuit Gopmynsp GuKcuUpyeT naTy BbIJAYM I0JIb30BATEIIO
JOKYMEHTOB M3 (OHAa OMOIMOTEKH U X BO3BpAIICHUS B ONOIHOTEKY.

6.3. [Topsitok oNb30BaHUsT A00HEMEHTOM:

6.3.1. [Tonp30BaTeNM UMEIOT MPABO MOJYYUTh HAa JOM U3 MHOTOTOMHBIX M3JIaHUH HE OoJee IBYX
JIOKYMEHTOB OJTHOBPEMEHHO.

6.3.2. MakcumaibHble CPOKH MOJIb30BaHUS TOKYMEHTAMHU:
e yueOHMKH, yueOHbIe TOCOOUS — yueOHBI TOx;
e HayyHO-TIOIYJISIpHAs, IO3HABATeNbHAs, XyA0KECTBEHHAsI TUTEPATypa — OJUH MECSILI;

e TMCPUOANYCCKUC U3AHUA, U3NAHUS TTOBLINICHHOTO CIIpOCa — 15 I[HGI‘/JI.

6.3.3. Ilosnp3oBarenu MOryT HpPOMJIUTH CPOK IIOJIB30BAHMSI JOKYMEHTaMH, €CJIM Ha HHX
OTCYTCTBYET CIIPOC CO CTOPOHBI JPYTHX ITOJIb30BaTEIICH.

6.4. Ilops10K MOJIB30BAHUS YUTATIBHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeAHa3HAYCHHBIC ISl pA0OTHI B YUTATLHOM 3aJie, Ha IOM HE BBIIAIOTCS.

6.4.2. DHUMKJIONEIWU, CHOPABOYHUKHU, pPEIAKUE, IICHHbIE W UMEIOIIUecs B €AMHCTBEHHOM
9K3EMIUISPE JOKYMEHTHI BBIAAIOTCS TOJIBKO /I paObOThI B UMTAILHOM 3aJie.

6.5. Ilopsinok paboThl C KOMIIBIOTEPOM, PACHIOJIOKEHHBIM B OMOIHOTEKE.



6.5.1. Pabora c KOMIIBIOTEPOM YYaCTHHUKOB OOpa30BaTEIHHOIO MpoIlecca MPOM3BOAUTCS IO
rpaduKy, yTBEpXKICHHOMY PYKOBOAWTENIEM OOpa3oBaTENbHON OpraHM3aluy, U B MPHUCYTCTBUU
COTpyIHUKA OMOTUOTEKH.

6.5.2. Pa3pemaercss paboTa 3a OJHUM IMEPCOHATHHBIM KOMITBIOTEPOM HE 0oJiee JABYX YEOBEK
OJTHOBPEMEHHO.

6.5.3. Ilonwp3oBarens UMeeT MpaBoO pabOTaTh C COOCTBEHHBIM HOCHUTEIEM HH(GOPMAIUH TIOCIIe
IpeBapUTENLHOTO TECTUPOBAHMS €T0 pAOOTHUKOM OUOINOTEKH.

6.5.4. I1o Bcem Bompocam morcka HH(GpOpMaIuu B HHTEPHETE MOJIb30BaTENb JOJKEH 00paIiaThCs
K paboTHHUKY OMOIMOTEKH; 3ampeniaercss oOpalieHne K pecypcaM UHTEpHEeTa, MPeAIoaratonim
oIuIaTy.

6.5.5. Pabora ¢ KOMMBIOTEpPOM MPOU3BOAMUTCS COTJACHO YTBEPXKIECHHBIM CaHUTAPHO-
TUTUCHNYCCKUM TpGGOBaHI/IHM.

7. lIpaBa u 00513aHHOCTH OUOJINOTEKH
7.1. PaGoTHUKY OMOINOTEKN UMEIOT TPABO:

e CaMOCTOSTEIbHO  BBIOMpaTh  (HOPMBI, CpeACTBA W  METOAbl  OMOJMOTEYHO-
MH(POPMAIIMOHHOTO 00CITYKUBaHHsI 00pa30BaTEIHLHOIO U BOCIIUTATEIHLHOTO POIIECCOB
B COOTBETCTBUHM C LEIIMH M 3aJa4aMM, yKa3aHHBIMH B YCTaBe 0Opa3oBaTEIbHOMN
OpraHU3alMH U TIOJO0KEHUHU 0 OUOImoTeKe;

e IIPOBOAWTH B YCTAHOBJICHHOM HOpPSIKE (aKyJIbTaTUBHBIC 3aHATHUS, YPOKH U KPYKKH
6ubMoTeyHO-O0nbIMorpaduIeckux 3HaHUK 1 NH(POPMAITMOHHOHN KYJIBTYPHI;

e OIpENeNATh NCTOYHUKH KOMITJICKTOBAHUS HH(POPMAIIOHHBIX PECYPCOB;

e M3BIMaTh M PEANN30BBIBATH JOKYMEHTHI U3 (DOHIOB B COOTBETCTBUU C MHCTPYKIUEH 11O
yaety 6ubinotedHoro GpoH/a;

e y4YacTBOBATh B yNpaBJICHUU 00pa30BaTEILHON OPraHU3AINH B MOPSIKE, ONPEACTIIEMOM
yCTaBOM;

e ydYacTBOBaTh B COOTBETCTBHHM C 3aKOHOJAaTelbcTBOM P® B pabore OMOIMOTEUHBIX
acCcoIMalMy WX COI030B.

7.2. PaboTHUKHN OMOINOTEK 00SA3aHbI:

00eCreynTh MOJIb30BATENISIM BO3MOKHOCTh paboThl ¢ MH(OPMAIIMOHHBIMU PECypcamMu

OUOJINOTEKH;

e HMH(OPMHUPOBATH MOJIL30BATEICH O BUJAX MPEJOCTABIIEMBIX OMOIUOTEKON yCIIyT;

e OCYIIECTBIISAITh IUIAHOBBIE W BHEIUIAHOBBIE TMPOBEpKH Oubamoreuynoro (QoHna,
PETYISIPHO  OCYIIECTBISATH MPOBEPKY Oubmmorednoro ¢GoHma oOpa3oBaTenbHOU
OpraHM3alMK Ha IPEAMET HAJIMYUS B HEM IOKYMEHTOB, BKIIOUCHHBIX B DCOM;

e 00ecneunTh HAyUYHYIO0 OpraHu3anuio (POHI0B U KaTaJloroB;

e ¢opMmupoBath (HOHABI B COOTBETCTBUU C YTBEP)KJICHHBIMH (PellepabHbIMU MEPEUHIMU
yueOHbIX M3JIaHHH, OCHOBHBIMH 00pa3oBaTEeIbHBIMHU IPOrpaMMaMH 00pa3oBaTeIbHOMN
OpraHM3alyy, WHTEepecaMH, TMOTPEOHOCTAMU M 3ampocaMH BCEX KaTeropuii
MOJIb30BATEIICH;

e COBEPIICHCTBOBaTh  HMH(MOPMAIMOHHO-OMOMMOTpaduieckoe | OnbIMoTEYHOE
o0CITy>)KUBaHHE MOJIb30BaTENCH;

e o0ecneunBaTh COXPAaHHOCTb  MHCIOJNB30BaHMSI  HOCUTENeM  HHpOpMAIMH, HX

CHCTEMaTU3alMI0, Pa3MEIICHNE U XPAaHCHHUE;



e o0ecrneunBaTh PeXUM pabOTBI B COOTBETCTBUU C MOTPEOHOCTSMH IOJIb30BaTeNel U
paboToii 00pa3oBaTEeIbHON OpraHU3aIlNH;

e OTYHUTHIBATHCSA B YCTAHOBICHHOM TMOPSIKE Tepe] PYKOBOAHMTENIEM 00pa30BaTeIbHOU
OpTaHU3aIIH.

8. IIpaBa u 00513aHHOCTH NOJIb30BaTeJ/Iell OUOJINOTEKN
8.1. [Tomp3oBarenu OMOIMOTEKH UMEIOT TIPABO:

e TIONYyYaTh MOJHYIO UH(OPMAIHIO O cOCTaBe OMOIMOTEUHOTO (OH/IA, HHPOPMAITHOHHBIX
pecypcax u mpeaoCTaBiIsIeMbIX OUOIHOTEKON yCayrax;

e TI0JIb30BAThCS CIIPABOYHO-OMOIMOrpauecKuM anmapaToM OHOIHOTEKH;

e TIIOJIy4aTh KOHCYJIHTAIIMOHHYIO IIOMOIIIb B TOMCKE U BBIOOPE NCTOYHUKOB HH(OPMALINH;

e TIIOJIy4yaTh BO BPEMEHHOE I10JIb30BaHHE HAa a0OHEMEHTE M B YHTAJILHOM 3ajie NIeYaTHbBIC
W3JIaHHS, AyAMOBU3YaIIbHBIC IOKYMEHTHI M PYTUe HCTOYHUKU HH(pOpMaIn;

e TIPOJUIEBAThH CPOK IOJI30BAHMS JOKYMEHTAMU;

e TIOJNIyYaTh TeMaTH4yeckue, (akrorpauueckue, yTOUHSIOMHME U Oubimorpaduyueckue
CIpaBKU Ha OCHOBE (hOHIA OMOIMOTEKH;

e TMIOJIy4aTh KOHCYJIBTAIHOHHYIO TIOMOIL B paboTe ¢ WHpOpMaIMen Mpu MOJIb30BAHUU
AJIEKTPOHHBIM M HHBIM 000PYZOBaHUEM;

e yYacTBOBATh B MEPOIPHITHAX, TPOBOJIUMBIX OMOIHOTEKOM.

8.2. I[loap3oBaTenu OMOIIMOTEKHA OOS3aHBI:

e cOOJIO/IaTh MpaBHJIA MOJIB30BAHUS OMOIMOTEKOMH;

e OepeXHO OTHOCHUTHCS K MPOU3BEACHUSM Ie4yaTu (HEe BBIPHIBATh, HE 3aru0aTh CTPAHMII,
HE JleNlaTh B KHHTaX MOJYEPKUBAHH, TIOMETOK), WHBIM JOKYMEHTAM Ha DPa3IUYHBIX
HOCHTEIISIX, 000PYI0OBaHUIO, MHBEHTAPIO;

e TOAJEPKHUBATH TOPSIOK PACCTAHOBKH JOKYMEHTOB B OTKPBITOM JIOCTYIIE OMOJIIMOTEKH,
pacToIOKEHUsS KapTOUYEK B KaTalorax U KapToTeKax;

e TIIOJIb30BAaThCSl ILEHHBIMH W CIPABOYHBIMH JOKYMEHTAMH TOJIbKO B ITOMEIICHUU
OMOINOTEKH;

e yOemuThCS MPU MOJYYCHUU JOKYMEHTOB B OTCYTCTBUHU JIE(PEKTOB, a IPH OOHAPYKCHUU
npouHpopMHpOBaTE 00 3TOM paboTHHKa Oubmuoreku. OTBETCTBEHHOCTh 3a
oOHapyKeHHBIE TEPEKTHI B CIABAEMbBIX JOKYMEHTAX HECET MOCIEeIHU MMOJIb30BaTEIh;

e PpACIUCHIBATBCS B YHUTATEIHCKOM (OPMYISApE 3a KaXKIbI TOTYyYEHHBIH JOKYMEHT
(uckmouenue: odyyaromuecs 1—4-x Ki1accoB);

e BO3BpaIlaTh JOKYMEHTHI B OMOIHNOTEKY B yCTAHOBJICHHBIE CPOKH;

e 3aMEHATH JOKYMCHTHI OMOJHOTEKHU B CIIydae MX yTPAThI MU TIOPYU UM PaBHOIICHHBIMHU
00 KOMIIEHCHPOBATh yIIepO B pa3Mepe, YCTAaHOBJICHHOM IPaBUIAMH TOJb30BaHUS
OMOINOTEKOM;

e TIOJIHOCTBIO PACCUHMTATHCS ¢ OMOIMOTEKOM 1O UCTEUEHUN CPpOKa OOYUCHHS UM pabOThI
B 00111€00pa30BaTEILHOM YUPEKIACHUU.



