COI''TACOBAHO

neJaroru4eCKuM COBETOM IIpuka3zom
MBOY «Illaxtépckas OLI Nell»

(mpotokon Nel ot 30.08.2023)

TTosoxkeHe 0 OMOJIHOTEKE

1. O6uue nonoxkeHUA

1.1. Hacrosiee TOJ0XKEHHUE PETVIAMEHTHUPYET JeATEeIbHOCTh OuOmmorekn MBOY
«TaxTépckas O Nell» (manee — oOpa3zoBaTesibHas OpraHU3aIus).
1.2. Hacrosimmee mojokeHue pa3paboTaHO B COOTBETCTBUU ¢ DenepaibHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obOpazoBanuu B Poccuiickoii ®enepanum», MTPUKA30M
Munkynetypbl oT 08.10.2012 Ne 1077 «O6 yrBepxacaun [lopsiika ydera JTOKYMEHTOB,
BXOJSIIINX B COCTaB OuOMMoTedHoro (oHma» C yderoM nucbMa MuHOOpa3oBaHHS OT
23.03.2004 Ne  14-51-70/13 «O  TIlpumepHOM  TIOJOKEHHH O  OuOIHOTEKE
001e00pazoBaTeNbHOTO yupexaeHus», Metoanueckux pekomenganuiit ®I'BHY «HIIb uwm.
K.JA. Yomuackoro» ot 31.05.2017, pekomennanwii MunkynsTypbl oT 12.09.2017 o pabote
OMONMMOTEK ¢ JOKYMEHTaMH, BKJIIOYCHHBIMH B (DeepaabHBIA CIUCOK DKCTPEMHUCTCKUAX
MaTepHAaJIOB.
1.3. bubnmmoTeka sSBISETCS CTPYKTYPHBIM IO/Ipa3/ieiieHneM 00pa30BaTeIbHOW OpraHU3aIlnH,
CO3JaHHBIM B LEJISAX oOOecreyeHusl MpaBa YYaCTHUKOB OOpa30BaTEIbHOrO Ipoliecca Ha
OecruiaTHOE MOJIb30BaHUE OMOIMOTEYHO-HH(POPMAITMOHHBIMU PECYpPCaMHU.
1.4. Tlopsimok MONIb30BaHUSA HCTOYHHMKAMM HH(OpMAaIMM, MepeuyeHb OCHOBHBIX YCIYr M
YCIIOBUS HMX MPEIOCTABJICHUS OIMpPENENSIIOTCS HACTOSALIMM IIOJIOKEHHEM o OulnnoTeke u
MpaBUJIAMHU TOJIb30BaHMs OMOIMOTEKOH, YTBEPXKIEHHBIMH PYKOBOJIUTENEM 00pa30BaTeIbHON
OpraHu3aliy.
1.5. Opranuzanus oOCIyKHBaHUS Y4aCTHUKOB 00pa30BaTEIBHOTO MpoLecca IPOU3BOAUTCS B
COOTBETCTBUU C TpaBUJIAMHU TEXHUKU OE30MACHOCTH W IMPOTHUBONOKAPHBIMU, CaHUTAPHO-
TUTHEHUYECKUMH TPeOOBAHUSIMHU.

2. Hesn, 3axaun, pyHKIUM OMOTHOTEKH
2.1. Ilenn OMOMMOTEKN COOTBETCTBYIOT LIENISIM 00pa30BaTEIbHOM OpPraHM3allui U BKIIFOYAIOT
B ce0st B TOM umcie: GopMupoBaHue OOIIeH KyJIbTYphl JIMYHOCTH OOY4YaIOLIUXCS HA OCHOBE
YCBOGHHUS COJIepP>KaHMsI OCHOBHBIX 00111e00pa30BaTeNbHBIX IPOrpaMM, UX aJanTanus K )KU3HU
B OOLIeCTBE, CO3JaHME OCHOBBI JUIsl OCO3HAHHOTO BBIOOpAa W MOCIEIYIOLIErO0 OCBOCHHS
npodeccuoHaAIbHBIX ~ 00pa30BaTENbHBIX [POTPaMM, BOCHUTAHHME T'PAXKIAHCTBEHHOCTH,
TPYIONIO0MS, YBaXXEHHUS K IIpaBaM U cBOOOJaM 4eloBeKa, JTI0OBH K OKPYXalollel mpupoe,
Ponune, cembe, popmupoBanue 310poBOro oopasa KU3HU.
2.2. 3ajmayamu OMOJIMOTEKH 00pa30BaTEILHOM OpPTaHU3aIluH SBIISTFOTCS:

e ofecrieueHuWe y4yaCTHHKaM o0Opa30oBaTENbLHOTO Tpolecca — OOydaromuMces,
MEearoTHYECKMM  pabOTHUKAM,  pOAMTENIAM  (3aKOHHBIM  TMPEACTABHTEIISM)
oOyuaromuxcs (majgee — MONb30BaTENsIM) — JOCTyNMa K HHGOPMAIIUH, 3HAHHUSIM,
uaesiM, KyJIbTYpHBIM IIEHHOCTSM TMOCPEJCTBOM HCIOJIb30BaHUA OHOITUOTEYHO-
MH(OPMALIMOHHBIX PECYPCOB 00pa30BaTEIbHOM OpraHU3aIUH;

e BOCIHUTAaHHE KYJIBTYPHOTO W TPaXKIAHCKOTO CaMOCO3HAHHsS, TIOMOIIb B
COIMANU3aIlMK 00yYaroIIerocs, pa3BUTHU €r0 TBOPUYECKOTO TOTEHITHAIA,

e TpUBICYCHHE  OOYYAIOIIUXCS K  CHUCTEMAaTHMUYECKOMY  YTCHHIO  y4eOHOM,
XYZ0KECTBEHHOU, HAyYHO-TIOMYJISIPHOMN JTUTEPaTypHI,



e COJACHCTBHE  PAa3BUTHIO  TO3HABAaTEIbHBIX  HMHTEPECOB W  CIIOCOOHOCTEH
oOyJaronmxcs;

e (opmupoBaHHE HABBIKOB HE3aBUCHUMOTO OMOIMOTEYHOTO MOJB30BATENs, 00ydYeHUE
MOWCKY, OTOOPY ¥ KPUTUYECKOH OlleHKEe HH(pOpMAaIHH;

e COJCHCTBHE TMEAAarOrMUECKUM pabOTHHKaM B TOJ00pe HAayYHO-METOIHUECKON
JTUTEepaTyphl, HHOOPMHUPOBAHKUE O HOBBIX MOCTYIICHUSX B OMOIMOTEUHBIN QOHT;

e COBEPUICHCTBOBAHME MPEIOCTABISIEMbIX OMOIMOTEKOM YCIIyT Ha OCHOBE BHEAPECHUS
HOBBIX HWH(OPMALMOHHBIX TEXHOJOTUH W KOMIIBIOTEPU3ALUU OUOIHMOTEUHO-
MH(POPMAIIMOHHBIX TPOIECCOB, (OPMHpPOBaHHE KOMGPOPTHOH OHOIMOTEYHOM
Cpenpl.

2.3. bubnmoTeka BBITIOJHSCT CIeIyone (QyHKITHH:
2.3.1. ®opmupyer ¢doHa OMOIMOTEYHO-WH(DOPMAIMOHHBIX PECYpPCOB 00pa3oBaTEIIBHON
OpraHu3aIuy;

e KOMIUIGKTYET OCHOBHOW (OHJ y4eOHBIMHU, XYJ0KCCTBCHHBIMH, HAyIHBIMH,
CIPAaBOYHBIMH, TIEIaTOTUICCKIUMH W HAYIHO-TIOMY/ISIPHBIMU JIOKYMEHTAMH;

e YYaCTBYET B KOMILJICKTOBAaHUH CIICIIHATU3UPOBAHHOTO (OHIA yIeOHUKAMH U3 YHCIIa
BXOJSIIUX B (heiepalibHBIN MepeYeHb YUeOHUKOB, JOMYIICHHBIX K MCIIOIb30BaHUIO
NP pean3alid UMEIOIINX TOCYJapCTBEHHYIO aKKPEIUTAIUI0 00pa30BaTEIbHBIX
MporpaMM  HAYaJIbHOTO  OOIIEro, OCHOBHOTO OOIEro, CpeaHero oOIIero
oOpa3zoBaHus, 1 y4eOHBIMH TIOCOOMSIMH, JOMYIIEHHBIMA K WCIOJB30BAHUIO TIPU
peanu3aiiy yKazaHHBIX 00pa30BaTeIbHBIX TPOTPaMM,;

e aKKyMynHupyeT (OHI JOKyMEHTOB, CO3/IaBaeMbIX B 00pa30BaTEILHON OpraHU3aIiN
(mybnukanuii ¥ paboT TmemaroroB 00pa30BaTE/IbHOM OpraHM3alyd, JIYYIIHX
HAyYHBIX pabOT U pedepaToB ydamuxcs u ap.);

e OCYIIECTBJISIET pa3MeIlEeHUE, OPraHU3alMI0 U COXPAHHOCTh TOKYMEHTOB;

e OpraHuM3yeT U BEIET CHPaBOYHO-OMOIMOTrpadMUYeCKUi —ammapar: KaTaJloTH
(anmdaBUTHBIN, CHCTEMATHUYECKHII), KapTOTEKH (CHCTEMATHUYECKYIO KapTOTEKY
CTaTei, TeMaTHYeCKHe KapTOTEKM), 3JICKTPOHHBIA Karajor, 0a3bl JaHHBIX MO
npoduiito 06pazoBaTENIbHOIN OpraHu3allru.

2.3.2. OcymecTiser muddepeHnupoBaHHOE O6MOIMOTEYHO-UH(POPMAITHOHHOE
00CITy>)KMBaHUE 00YJarOITUXCS

e TpeocTaBisieT HHPOPMAIIMOHHBIE PECYPChl HA Pa3IMYHBIX HOCUTEISX;

e OpraHuzyer oOydeHHE HaBbIKaM HE3aBHCHMOIO OWOJIMOTEYHOTO MOJb30BaTEN U
noTpebuTens uHpopmaluu, coOACUCTBYET HHTETPALlUK KOMILJIEKCA 3HAHUM, YMEHH
Y HAaBBIKOB pabOThI ¢ KHUTOW U WH(pOpMaIneH;

e OKa3bpiBaeT WH(GOPMAIMOHHYIO TMOJICPKKY B PpEUICHUH 3a/1a4y, BO3HUKAIOIIUX B
mpouecce  y4eOHOHM, camMooOpa3oBaTeIbHOM U JOCYrOBOHM  JIEATENbHOCTH
oOyuaromxcs;

e OpraHu3yeT MacCOBbIE MEpPONPUSTHS, OPUEHTHPOBAHHBIC HA DPa3BUTHE OOIIEH U
YUTATEIbCKOMN KYIbTYPhl TUUYHOCTH;

e COJIEHCTBYET MENaroruyeckuM pabdOTHUKaM B OpraHu3aliu 00pa30BaTEIHHOTO
nporecca 1 1ocyra o0y4aronuxcs.

2.3.3. Ocymectiser mddepeHIrpoBaHHOe 6u6IMOoTeYHO-MH(POPMALTIOHHOE
o0cyXKMBaHUE TIEAArOTHYECKUX PAOOTHUKOB!

e BBIABISIET MH(DOPMAIIMOHHBIE MOTPEOHOCTH U yIOBJIETBOPSET 3allpPOCHI, CBSI3aHHBIC
¢ 00yueHueM, BOCIIUTaHUEM 00yJaroIuxcs;

e COAEHCTBYeT MpO(EeCCHOHAIBHOM  KOMIETEHIMM  MENaroroB, IOBBIIICHUIO
KBaJIM(DUKAIMH, IPOBEICHUIO aTTECTAIINH;

e OCYyIIECTBIICT TeKymlee HH(pOpMHpOBaHME (IHH HHPOPMAIMH, O0030pBI HOBBIX
MOCTYIUICHUHN U MyOIMKanuii);



e CIIOCOOCTBYET MPOBEACHUIO 3aHATUH 1O (HOpMUPOBAHHIO HH(POPMAITMOHHON
KYJIBTYPBI 00yYarouXcsl, SBISICTCs 0a301 ISl MPOBEACHUS TPAKTHYECKUX 3aHATUI
1o pabote ¢ MHGOPMAIMOHHBIMH pECYpCaMH.

2.3.4. Ocymectisier mddepeHIrpoBaHHOE 0610110 TeYHO-UH(POPMALTUOHHOE
00CITy’)KHBaHUE pOIUTENCH (3aKOHHBIX MPEACTABUTEIICH) 00yJarOIIUXC s

e YIOBJIETBOPSET 3aIPOCHI ITOJIB30BATEIICH M HHPOPMHUPYET O HOBBIX MOCTYIUICHUSAX B
OuOIHOTEKY;,

e KOHCYJIBTHPYET II0 BOIPOCAM OpraHU3alldd CEMEHHOrO YTEHUsS, 3HAKOMHUT C
nH(popManuel o BOCIUTAHUIO JICTEH;

e KOHCYJBTHPYET IO BOIPOCAM Y4EOHBIX M3TaHUN TS 00YIarOIIUXCSI.

3. Opranusanus 1eATeJIbHOCTH OMOJIHOTEKH
3.1. OOmee pyKOBOJACTBO [IEATEIHHOCTHIO OHMOIMOTEKH OCYIIECTBISICT PYKOBOIHUTENb
00pa30BaTeNIbHOM OpraHu3aluy.
3.2. HemocpencTBeHHOE  PYKOBOACTBO — OHMOJIMOTEKONW  OCYIISCTBIISCT — 3aBEAYIONTUH
OMOITMOTEKOM, KOTOPBIN HA3HAYAETCS PYKOBOJAUTENIEM 00pa30BaTeIbHOM OpPraHu3aIiy.
3.3. 3aBeayromuii OMOIMOTEKOM HECET OTBETCTBEHHOCTh B TpEeIax CBOCH KOMIIETCHIINU 3a
OpraHU3AIUIO U PE3YJIbTATHI ACATEIHHOCTH OUOIHMOTEKH.
3.4. 3asemyromuii OuOMMOTEKOW pa3zpabaThIBaeT W TPEACTABISIET  PYKOBOJUTEIIO
00pa30BaTEIILHON OpPraHu3aliuy Ha YTBEPKICHHUE CIIEAYIONTUE TOKYMCHTHI:

e TIOJIOXEHWE 0 OMOIMOTEKE, TIPABUIIA MTOJIH30BAHUS OMOIHOTEKOM;

e TIOJIO’KEHUE O TUIATHBIX ycayrax OMOIMOTeKH;

e TUIAHOBO-OTYETHYIO IOKYMEHTAITHIO.

3.5. B cocraB OMOJIIMOTEKN BXOIUT:.

e a0OHEMEHT;

e YUTAJLHBIN 34,

e OT/EN y4COHUKOB;

e 0oT/EN HH(DOPMAITMOHHO-ONOIHMOTpaduIecKoit paboTHI;

e (GOHI U CHEUHATU3UPOBAHHBIN 3a7m pabOThl ¢ MYIbTUMEIUNHHBIMU M CETEBBIMU
JOKyMEHTaMH,

e MejauaTeKa.

3.6. bubmmoreyHo-uHGOPMALIMOHHOE OOCITY)KHBAaHUE OCYIIECTBIISIETCS B COOTBETCTBUHM C
IJIaHaMU paboOThl OMOIMOTEKH U PEKMUMOM pabOThl 00pa30BaTEIbHON OpraHU3aIHH.
3.7. bubnuoTeka BrpaBe NMPEAOCTABISTh IUIATHBIE OMOINOTECYHO-UH(DOPMAITMOHHBIC YCIIYTH,
nepeyeHb KOTOPBIX OIpe/IesieTcsl YCTaBOM 00pa30BaTEIbHON OpraHU3allHH.
3.8. Pexum paGoThl OMONMOTEKHM OMpPENENseTCs 3aBEAYIOUIUM OUOIUOTEKOW € ydeToM
pexxnma paboTel oOpa3oBaTenbHOM opranm3zanuu. OIUH pa3 B Mecsll MpeaycMaTpuBaeTCs
CaHHUTAPHBIN JIeHb, B KOTOPBII 00CITy>KWBAaHUE T0JIb30BATEICH HE TPOU3BOTUTCS.

4. YdeT nocTynJieHusi U BbIOBITHS IOKYMEHTOB 0U0/1M0Te4HOro hoHa
4.1. IlpueM NOKYMEHTOB B (OH] OUOIMOTEKH BKIIIOYAET CISAYIOIINE ONEepaliu:

e CBEpKa MOCTYIUICHHH C TMEPBUYHBIM YYETHBIM JIOKYMCHTOM (HAKJIajHAas, aKT),
BKJTFOUAIOIIUM CHHUCOK MOCTYMUBIIUX JOKYMEHTOB,;

e COCTaBJ€HME TEPBUYHOTO YYETHOTO JOKYMEHTa JUIsl TOCTYyIJIeHHH  0e3
COTPOBOIUTENBHOM JOKYMEHTAIUH,

e peructpamnusi NOCTYNUBIIUX JOKYMEHTOB B PErHCTpax CyMMapHOTO, TPYIIIOBOTO U
uaauBuayansHoro yuera (TOCT 7.0.93-2015 «bubnuoteunsiii Gpoua. TexHomOrUs
(bopMHUpOBaHHUS).

4.2. Tlpu TOMOJHEHWU OCHOBHOTO OHOIMOTEYHOrO (HOHIA HEOOXOAUMO COONI0IATh
TpeboBanus @enepanbHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O mnpoTHBOACHCTBUU
OKCTPEMHUCTCKON JesTenbHOCTH». JIOKyMeHThI, BKIIOUeHHbIe B DenepalibHBI CIIHCOK
AKCTPEMHUCTCKUX MatepuaioB (manee — ®COM), onmyOnMKOBaHHBIM HA OQHUIIMAIEHOM CalTe



Munrocra  (http://minjust.ru/ru/extremist-materials), npuoOperatp  3ampemnieHo, MpH
BBISIBJICHUH UX B (DOH/IE — M3BIMATh U3 JIOCTYIIA.

4.3. Yuer u 00paboTKa TOKYMEHTOB OMOINOTEYHOTO (hOH/A.

4.3.1. Yuer u 00paboTKa JOKYMEHTOB OCHOBHOTO (JOH/Ia OCYIIECTBISIETCSI WHAWBUyIbHBIM
cnocoboM. CBelneHHss O TOCTYNHMBIIUX II€YAaTHBIX JOKyMEHTax BHociTca B «KuHury
CYMMapHOTO y4eTa JOKYMEHTOB OCHOBHOTO (hOHIa.

[locTynmuBmIMM JOKYMEHTaM MpPHCBAWBAIOT WHIUBHIYAIbHBI PETUCTPAIIMOHHBIN HOMEp
(MHBEeHTapHBIH HOMEp WM WHOW 3HAK, NMPHHATHI B KA4eCTBE PErMCTPALMOHHOTO HOMEpA,
CHCTEMHBII HOMEP VISl DJICKTPOHHBIX JOKYMEHTOB) U IIK(P XpaHCHUS.

Perucrpanmonnsie HOMepa W IMH(PB OTMEUYAIOT B PETHCTPAaX WHAMBHIYAIBHOTO YydeTa
JOKYMEHTOB — HHBEHTApHOW KHUTE, KAPTOTEKE PEruCTpaIliy ra3eT, )KypHaIOB, YYETHOH Oa3e
JTAHHBIX.

Bce oak3eMIuIsippl TPUHATHIX W3JaHWN mTemrnenooTes. Lltemmens ¢ HamMeHOBaHUEM
00pa30BaTeNIbHOM OpraHu3allMu JIOJDKEH OBbITh NPSMOYrOJbHOM (OpMBI, pa3MepoM He
ooJbie uem 1,5 X 4 cm.

[Itemnens cTaBUTCS HA 000POTE TUTYIBHOTO JiCTa (MPH OTCYTCTBHH THTYJIBHOTO JINCTA —
Ha TEpBOW CTpaHMIIE TEKCTa IMOJ 3arjiaBuem), Ha 17-i cTpaHMIle MOJ TEKCTOM B JIGBOM
HIDKHEM YTy W Ha 000pOTe KaXXIoro mpuiioxeHus. Ha Opomrtopax M sKypHajaxX MITEMIIENTb
CTaBHTCS TOJBHKO Ha OOJIOKKE WIIM HA TIEPBOM CTPAaHUIIE TEKCTA.

CoctaB ocHOBHOTO (hoHIa GUKCHpPYETCs B KApTOYHOM ail(aBUTHOM KaTajore, B
ANIEKTPOHHOM 0a3e TaHHBIX OMOIMOTEKH.

4.3.2. Yuer m oOpaboTka crnenmanu3upoBaHHoro ¢oHma. Crenuaau3upoBaHHBIA (OHT
YYHUTBIBACTCS M XPAHUTCS OTACIBHO OT OCHOBHOTO OMOIMOTEYHOTO (hOH/IA.

VY4er NOKYMEHTOB CHEIMAIM3UPOBAHHOTO (POHAA, KaK MHOTO3K3EMIUISIPHOW JUTEpaTypHl,
OCYILIECTBJISIETCSl TPYIIOBBIM CHOCOO0M U oTpakaercss B «KHure cymmapHoro ygera
yueOHOTro (OHJIa» U B KAPTOTEKE PErUCTPALIMOHHBIX KapTOUEK.

Ha kaxxnoe HauMeHOBaHKE TOKYMEHTOB CIIeUaTIN3UPOBaHHOrO (POH/IA 3aBOJUTCS OTIeNbHAs
ydeTHas Kaprouka. Kaproukwm c OuOmuorpaduueckuMm OINHUCAHMEM U3IaHUM YYCOHHKOB
paccTaBlIOTCS B YUETHYIO KapTOTEKy IO KlaccaMm, a BHYTPH KJIAccoB — MO ajdaBUTy
(dbamunnii aBTOpOB WM 3arjiaBuil. J[1s KOHTPOJIS 32 COXPAHHOCTHIO YUYETHBIX KapTOUEK OHU
peructpupytotcs B «OKypHaie peructpaiiy y4eTHbIX KapTOUeK YUeOHUKOBY.

Texuuueckast 00paboTKa JOKYMEHTOB NPEAYCMATPUBAET CIEAYIOLIUE OTIepalliu:

e TPOCTABJICHHE HA KaXIOM JOKYMEHTE IITeMIiessi OMOIMOTEKH B COOTBETCTBUU C
yHKTOM 4.3.1 HaCTOSIIETrO MOJIOKEHHUS,

e YCTAaHOBJICHHE CPEJCTB 3alIUTHI OT yTpaThl (MArHUTHBIN JaTYKMK, PATHOYMII, HHOU
Bl MAPKUPOBKH);

e W3rOTOBJICHHE U TMpPHUKpPEIJIEHHEe K JOKYMEHTY macnopra ydeOnuka. [lacmopr
yuyeOHHMKa MPHUKJIEUBACTCA Ha TMOCIEAHEN cTpaHHIe yueOHMKA. 3armoiHseTcs MpU
BbIJ[aU€ YUTATEIIO.

VYuer cnenuanu3upoBaHHOro PoHIa MpeaycMaTpUBAET OTPAXKEHUE €r0 COCTaBa B CIIPAaBOYHO-
oubnuorpaduueckom anmnapare OUOIMOTEKH, B TOM YHCIIE B DJIEKTPOHHOM 0a3e JaHHBIX.

4.4. BeiObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOHIA.

4.4.1. IlpuuuHsbl, O KOTOPHIM JOKYMEHT MOKET ObITh BBIBEJEH U3 cOCTaBa OMOIMOTEHYHOTO
¢oHIa, BKIIOYAIOT B TOM YHUCIE BETXOCTh, NE(PEKTHOCTh, YCTApEIOCTh IO COJAEP’KAHUIO,
yTpary. HckiaroueHue AoKyMeHTa M3 OuOnuoTedHoro (oHaa NMPOBOAMUTCS HAa OCHOBAHUM
aHajM3a cocTaBa OMOIMOTEYHOrO (POHA U PE3YIIBTATOB €ro MPOBEPKHU.

4.4.2. Tlon BeTXOCThIO JOKyMEHTa IMOHMMAIOT pE3yJbTaT E€CTECTBEHHOTO CTAapEeHUs HIIH
($u3n4IecKoro U3HOCa JIOKYMEHTA.

4.4.3. Tlon nedekTHOCTBIO JOKYMEHTa IOHMMAIOT YaCTHUHYIO WM TOJHYIO YTpaTy
HKCIUTYaTaI[MOHHBIX KAUueCTB JIOKYyMEHTA B Pe3y/IbTaTe BHELIHETO BO3ACHCTBUS.



4.4.4. Tlox ycTapenocTbl0 IO COJIEPKAHUIO MOHMMAIOT MOTEPIO0 aKTyalbHOCTH TEMATHUKH,
MOATBEPXKIAEMYIO  OTCYICTBHEM  CIIpOca  YMTaTelei,  HEBOCTPEOOBAHHOCTHIO B
IIepepacipeesICHUU U peaanu3aliu.
4.4.5. Tlog yrpaToil JOKyMEHTa IOHUMAIOT €ro OTCyTCTBHE B (oHAE OMOIMOTEKH IO
NpUYMHAM TOTEPH, XWIICHHUS, OCJICTBUH CTUXHIHOTO, TEXHOTEHHOTO (B TOM 4YHCIE
XaKepPCKOM arakd M HEBOCCTAHOBUMOTO C0Os 3JCKTPOHHOTO OOOpYHOBaHHS) HIH
COLIMAJIBHOTO XapaKTepa, 110 HEYCTaHOBJIEHHOM NPUYMHE.
4.4.6. llpomecc HCKIIOYCHHS JOKYMEHTOB M3 (oHOa OMOIMOTEKH OCYHIECTBISETCS B
cooTBeTcTBUU C [lopsakom yueTa TOKYMEHTOB, BXOASIKX B cOCTaB OMOIMOTEUHOrO (hOH/A,
YTBEP)KJICHHBIM Tprka3oM MuukyasTypbl ot 08.10.2012 Ne 1077.
4.4.7. BpiObiTHE JOKYMEHTOB OuONHOTeYHOro ¢oHAA MPOU3BOJIUTCA B PE3YJIbTATe HX
CIHMCaHMsI KOMHCCHEHN, CO3/IaHHOM pyKOBOIUTENIEM 00pa30BaTelbHOM OpraHnu3aluu.
4.4.8. Vtunuzanus CIHCAHHBIX JOKYyMEHTOB OHOIMOTEYHOTO (OHIA TPOU3BOIUTCS B
COOTBETCTBUU C 3aKOHOJATENBCTBOM PD.
5. [IpoBepka 10KyMeHTOB OU0/IHOTEYHOT0 (poHIa

5.1. IlnaHoBas mpoBepka JOKYMEHTOB OubOmmoTeyHoro ¢oHJAa MPOBOJUTCA €
MEPUOIUYHOCTHIO OJIUH pa3 B ISITh JIET HA OCHOBaHWM rpaduka MPOBEPKU, YTBEPKIAECHHOTO
3aBEAYIOINM OHOITHOTEKOM.
5.2. BHemmaHoBas TMpoBepKa JOKyMEHTOB OHOMMOTEYHOro (OHJIA TPOU3BOIUTCS B
0053aTeNTLHOM TOPSIJIKE:

e TIpU BBISBJICHUU (DAKTOB XUILEHUS, 37I0yNOTPEOICHHS U IOPYU JOKYMEHTOB,;

e B ClIydyae CTUXUHHOTO OelCTBHUs, MOKapa WM JPYTrUX UYpe3BbIYalHBIX CHUTYaluH,

BBI3BAHHBIX SKCTPEMAaJIbHBIMH YCIIOBUSMU;

e TIpU PEOPraHU3ALNU I JUKBUIAIINH 00pa30BaTeIbHON OpraHu3aIiy.
5.3. TlpoBepka ¢oHAa HA TMNpeaMET HaIUYUs B HEM JIOKYMEHTOB, BKJIIOYEHHBIX B
OCOM, npoBoaUTCS:

e TIpU MOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;

e cucTeMaTH4ecKd (HE peke OJHOTO paza B TpU Mecsna) myrem cBepku ®COM co

CIpaBOYHO-OMOMMOrpadudeckum arrmapaTom GoHa OMOINOTEKH.

5.4. Tlo utoraM MPOBEpPKU 3aBEAYIOIIMM OWOIMOTEKON COCTaBJISET aKT, MOJIMHCHIBACT U
XpaHUT €ro B OMOIMOTEKEe B TeUEHHE CPOKa, YCTAHOBIIEHHOTO HOMEHKIaTypou nen. Ecmu
KaKHe-TO JIOKYMEHTbl OTCYTCTBYIOT [0 HEYCTAaHOBJIIEHHOM MpHYMHE, TO K aKTy
MIPUKIIAIBIBACTCS UX CIIMCOK, B KOTOPOM (PMKCUPYIOTCSI CBEICHUSI O KOJMYECTBE TOKyMEHTOB
6ubMoTeyHoro poHaa B HATMYUU U KOJIMYECTBE OTCYTCTBYIOUIUX IOKYMEHTOB, B TOM YHCIIE
[0 HEYCTAaHOBIEHHOW mpuynHe. B akTe Tarke YyKa3blBalOTCS HOMEpP U Jara akra
MpeabIAyIel TPOBEPKH.
[Ipn BbIBACHMH B Tpolecce NpPOBEepKH (OHAA OTCYTCTBYIOIIMX JIOKYMEHTOB H
HEBO3MO)XHOCTH YCTaHOBJICHHS BHUHOBHBIX JIMII YOBITKM MO HEJOCTadaM CIHCHIBAIOTCS B
COOTBETCTBUU C JICHCTBYIOIUM 3aKOHOJATEITECTBOM.
5.5. Jlna mpoBepku OubGnaMoTeyHoro ¢oHma o0pa30BaTEIbLHOW OpraHU3aIMd Ha IMPEIMET
HINYMS B HEM JOKYMEHTOB, BKIIOueHHbIX B PCOM, B 00pazoBaTeNbHONH OpraHu3aluu
co3naerca crneuuanbHas Komuccust mo cepke Oubnuorednoro ¢onma ¢ denepanbHbIM
CIIMCKOM  3KCTPEMHUCTCKMX MAaTEpUaioB, BBIABICHUIO, M3BATHIO M  YHUYTOXKECHHUIO
IKCTPEMUCTCKUX MaTepuanioB (manee — Kowmwuccus 1o TpoBepKe IKCTPEMHUCTCKUX
MaTepuajIoB), KOTOpasi CHCTeMaTH4ecku (He pexke OJHOTO pa3a B TPU MecsIa) OCYIIECTBISET
poBepKy O6ubimoreyHoro (oHma oOpazoBaTeIbHON OpPraHU3alMM Ha NPEAMET HAIWYMs B
HEM JIOKyMEHTOB, BKIOueHHbIX B ®COM, nyrem cBepku PCOM co crpaBoUYHO-
O6ubnmorpaduueckuM arnmaparoM (oHJa.



[Ipu BBISBICHHMH JOKYMEHTa, BKItoueHHoro B @COM, Ha sTame KOMIUIEKTOBaHHS (OHIA
YKa3aHHBIA TOKyMEHT HE IMOJICKUT BKIIOUEHHIO B OMOMMOTEUHBIH (OoHA 00pa3oBaTeIbHOM
OpraHu3aIuH.

B cnydae BbIsBIEHHS JOKyMEHTa, BKIOUeHHOTo B @PCOM u yxe Haxozsmerocs B GoHzae
Ooubnrorekn 0Opa3oBaTEILHON OpraHU3allid, JTOKYMEHT HCKITFOYAeTCs M3 OHOIMOTEYHOTO
(boHIa ¥ IOUIEKHUT YHUUTOKEHUIO.

6. [opsiTok MoIb30BaHUS OMOIMOTEKOM

6.1. 3amuck oOyyaromuxcss 00pa30BaTENBbHON OpraHU3auy B OMOIUOTEKY TPOU3BOIUTCS IO
CIHCOYHOMY COCTaBY KJacca B WHIMBHIYaJIbHOM TIOPSIKE, TEIarorMYecKuX H HWHBIX
pabOTHHKOB 00pa30BaTEIbHONM OpraHU3aliy, POAUTENCH (MHBIX 3aKOHHBIX MPEICTaBUTEIICH)
oOywaromuxcst — 1o  macmoprty. Ilepeperucrpamusi  moap3oBarenied  OMOIMOTEKH
MIPOU3BOIUTCS €XKEr0JIHO.

6.2. JIOKyMEHTOM, TIOATBEPXKIAIOIIUM TIPABO IIOJIH30BAHHSI OMOTHMOTEKOH, SIBIISIETCS
yuTateabCckuil  gopmymsip.  Uurarensckuit  popmynsap  Qukcupyer  Aary  BbLAAYU
I0JIb30BATENI0 JOKYMEHTOB U3 (OHa OMOINOTEKN U UX BO3BpAIllEHUs B OMOIUOTEKY.

6.3. TTops10K 1MOJTE30BaHUST A00HEMEHTOM

6.3.1. Tlonp30BaTeNM UMEIOT MPABO MOJIYYUTH HA JIOM M3 MHOTOTOMHBIX M3JIaHHH He Ooiee
JBYX JJOKYMEHTOB OJTHOBPEMEHHO.

6.3.2. MakcumanbHbIe CPOKH TTOJIb30BAaHUS TOKYMEHTAMHU:

e y4eOHUKH, yueOHbIE TOCOOUS — yueOHbIN IO,

e Hay4yHO-TIONYJSIpHAsl, TIO3HABATENbHAs, XYJAO0KECTBEHHAsl JUTEpaTypa — OIHWH
MecsL;

e TIEPUOAMYECKUE U3JIAHUS, U3/IaHus MTOBBIIIEHHOTO cipoca — 15 nHeil.

6.3.3. Ilonp3oBaTenu MOTYT MPOUIUTH CPOK TOJIB30BAHUS JOKYMEHTAMH, €CIIM Ha HHUX
OTCYTCTBYET CIPOC CO CTOPOHBI IPYI'HX MOJIb30BATENEH.
6.4. ITopsiTOK MOTB30BAHUS YATAITEHBIM 3aJI0M.
6.4.1. JlokyMeHTBI, IpeHA3HAYEHHBIE I pa0OThI B YUTAIILHOM 3aJie, Ha JJOM HE BBIJAIOTCHI.
6.4.2. DHIMKIONEINH, CIHPABOYHHUKH, PEAKHE, IICHHbIE M HMEIOUIUECS B €AMHCTBEHHOM
9K3EMILISAPE TOKYMEHTHI BBIIAIOTCS TOJIBKO Ui pabOThl B YUTAJIBLHOM 3alle.
6.5. ITopsimok paboOTHI C KOMITBIOTEPOM, PACTIONOKEHHBIM B OMOIHOTEKE.
6.5.1. PaGoTa ¢ KOMIBIOTEPOM YYaCTHHKOB OOpPa30BaTEIIBHOTO IPOIEcca MPOU3BOJAUTCS 10
rpaduky, yTBEPKIEHHOMY PYKOBOIHMTENEM o0Opa3oBaTelbHOM OpraHu3alud, H B
MPUCYTCTBUU COTPYIAHHKA OUOIHOTEKH.
6.5.2. Pa3pemaercs pabota 3a OIHUM MEPCOHATIBHBIM KOMITBIOTEPOM HE 0oJjiee ABYX YeTIOBEK
OJIHOBPEMEHHO.
6.5.3. ITonb3oBaTenp UMEET MpaBo pabOTaTh ¢ COOCTBEHHBIM HOCUTEIEM HH(OpMAIUU Mocie
MIPeIBAPUTEIILHOTO TECTUPOBAHUS €r0 PaOOTHUKOM OUOINOTEKH.
6.5.4. Tlo Bcem BompocaMm moucka HHQOpPMAIMU B HUHTEPHETE TMOJIH30BATENb JOJKEH
oOpaiiatecss K pabOTHUKY OMONMOTEKH; 3amperaeTcss oOpalleHue K pecypcaM HMHTEpHETa,
MIPeIMOoIararoiM OIUIaTy.
6.5.5. Pabora c KOMIIBIOTEPOM TMPOU3ZBOJIUTCS COTJIACHO YTBEPXKACHHBIM CaHUTApHO-
TUTHEHUYECKUM TPEeOOBAHHSIM.

7. IlpaBa u 0013aHHOCTH OMOJIHOTEKH
7.1. PaGoTHHKN OMOIHOTEKH UMEIOT TIPABO:

e CaMOCTOSITENILHO BbIOMpaTh (OPMBI, CpEeACTBA U METOAbl OMOTUOTEYHO-
MH(OPMALIMOHHOTO  OOCIY)KMBaHHS 00pa30BaTENbHOTO U BOCIUTATEILHOTO
MPOLIECCOB B COOTBETCTBUU C NEMSIMH M 3aJadyaMH, YKa3aHHBIMA B YCTaBe
00pa30BaTeNbHON OpraHu3allii U MOJ0XKEHUHN 0 OUOIHOTEKE;



e TIPOBOJIUTH B YCTAHOBJICHHOM TOPsAKE (PaKyIbTaTUBHBIC 3aHATHS, YPOKHA U KPYKKU
6ubnmoTeyHo-6ubmmorpaduyeckux 3HaHUN ¥ UH(HOPMAITMOHHOHN KYJIbTYPHI;

e ONpENeNsiTh UICTOYHUKH KOMIUIEKTOBAHHS WH(OPMALIMOHHBIX PECYPCOB;

e M3BIMAaTh M PEAN30BBIBATH JOKYMEHTHI U3 (DOH/IOB B COOTBETCTBUHU C MHCTPYKIIUEH
1o y4ueTy oubimoreyHoro GoH/a;

e yYacTBOBaTb B  yIpaBICHHMH O00pa3oBaTEIbHON OpraHW3alMy B  TOPSJIKE,
OTIpENIENIIEMOM YCTaBOM,;

e YYacTBOBaTb B COOTBETCTBHM C 3aKOHOJAaTeNbCcTBOM P® B pabore OMOIMOTEUHBIX
accoluanui Uiy CO30B.

7.2. PaboTHHKYN OHOIHOTEK OOSI3aHBbI:

e o00ecreunTh IMO0JIb30BATENsIM BO3MOXKHOCTH pabOThl ¢ HMH(OPMALHUOHHBIMU
pecypcamu OUOIMOTEKH;

e HMH()OPMHUPOBATH MOJIL30BATEICH O BHIAX PEIOCTABIAEMBIX OMOIHOTEKON YCIIYT;

e OCYLIECTBJISTh IJIAHOBBIE W BHEIUIAHOBBIE NPOBEpPKU OubIMoTeyHoro (¢HoHna,
peryasipHO OCYIIECTBISATH MPOBEPKY OuOImMoTreuyHoro ¢GoHaa 00pa3oBaTeIbHON
OpraHu3alliy Ha TpeAMET HAJTM4Ms B HEM JOKYMEHTOB, BKIIIOUeHHBIX B DCOM;

e 00ecreunTs HAy9YHYIO OpraHu3anuio (GOHIOB U KaTaJlOTOB,;

e (¢opmupoBath (GOHIBI B COOTBETCTBUM C YTBEPXKAECHHBIMH (hefepanbHbIMU
MepeYHsIMHA y4eOHBIX W3IaHWH, OCHOBHBIMH 0O0pa30BaTEIbHBIMH IPOTPAMMaMHU
o0pa3oBaTeNbHON OpraHW3alyi, WHTEPECaMHt, OTPEOHOCTSIMH M 3alIPOCaMU BCEX
KaTeropui NOJIb30BaTENEH;

e COBEpIICHCTBOBaTh HWH(MOPMAIMOHHO-OMOMMorpadguueckoe u  OMOIMOTEYHOE
00CITy>)KMBaHUE TTOJIh30BaTEIICH;

e o0ecrieuynBaTh COXPAaHHOCTb HCIOJB30BaHUS HoOcuTedaed uHbopManuu, uX
CUCTEeMAaTH3AallHIo0, pa3MEIleHHE U XpaHEHUE,

e o0ecreunBaTh PeKUM PabOTHI B COOTBETCTBUU C MOTPEOHOCTSAMHU TMOJIB30BATEICH U
paboToii 00pa3oBaTEIBPHON OpPraHu3aIiy,

e OTYHUTHIBATHCA B YCTAHOBIIEHHOM MOPSAKE Tepel] pyKOBOAUTEIEM 00pa3oBaTeIbHON
OpraHu3aIiy.

8. IIpaBa u 00513aHHOCTH MOJIb30BaTe/el OHOJINOTEKH
8.1. ITonp3oBaTenn OUOIMOTEKH UMEIOT MPABO:

e TIOJNy4aTh TOJHYIO HWHGMOpMaIMo0 O cocraBe Oubamoredynoro  ¢oHja,
MH(OPMALIMOHHBIX pecypcax U MpeloCTaBlIgeMbIX OMOINOTEKON yciayrax;

e TI0JIB30BATHCS CIIPABOYHO-OMOIHOTpAaPUISCKUM aImapaToM OMOJINOTEKH;

e TONy4aThb KOHCYJIbTAIIMOHHYIO TIOMOIIbL B TIOMCKE M BBIOOPE HCTOYHUKOB
nHpOpMaInH;

e TONy4aThb BO BpPEMEHHOE IOJb30BaHWE Ha aOOHEMEHTE M B YHUTAJIBHOM 3alie
MeYaTHbIE W3JaHMs, ayJuOBU3YallbHbIE JOKYMEHTbl U JpYrue HMCTOYHHKHU
nHpOpManH;

e TPOJJIEBATH CPOK IMOJIb30BAHUS JOKYMEHTAMH,

e TIOJIyyaTh TeMaTHUYecKue, Gpakrorpaduueckue, yrouHsommue u oudauorpapuieckne
CIpaBKHU Ha OCHOBE (poHIa OMOTNOTEKH;

e TONy4YaTh KOHCYJABTAaIlMOHHYIO TIOMOIIb B pabore ¢ uHpopmanued mpu
MOJIb30BAHHUHU AJIEKTPOHHBIM U UHBIM 000pYIOBaHUEM;

e Y4acTBOBaTh B MEPOMPUATHSX, TPOBOAUMBIX OMOITHOTEKOM.

8.2. ITonp3oBaTenu 6MOIHMOTEKH 0OSI3aHBI:

e CcoOMIOaThH MpaBWIIa OJIB30BaHUs OMOTNOTEKOH;

e OEpe)XHO OTHOCHTBCSA K MPOM3BEACHUSAM TMedaTd (HE BBIPHIBATh, HE 3arudarhb
CTpaHMII, HE JeJlaTh B KHUTAX MOJUYEPKUBAHUN, TOMETOK), HHBIM JOKYMEHTaM Ha
Pa3IUYHBIX HOCUTENSAX, 000PYA0BaHUIO, HHBEHTAPIO;



MOJJCP)KUBATh TOPSAOK PACCTAHOBKH JIOKYMEHTOB B  OTKPBITOM JIOCTYIIE
OUOIMOTEKH, PACTIONOKEHHUS KAPTOUEK B KaTAJIOTaX U KapTOTEKaX;

MOJIb30BAThCA IICHHBIMU M CIPAaBOYHBIMH JIOKYMEHTaMH TOJIbKO B TOMEIICHUH
OUOJINOTEKH,

yOeuThCS TPH TOJYYCHWH JIOKYMEHTOB B OTCYTCTBHHM Je(eKToB, a mpu
oOHapyxeHun  mnpouHpopmupoBaTh 00 OSTOM  pabOTHHKAa  OUOJMOTEKH.
OTBETCTBEHHOCTh 32 OOHApPY)KEHHBIE JE(PEKTHI B CHAABAEMBIX JOKYMEHTAaX HECET
MOCIJIEIHUM TTOJIb30BaTelIb,

pacTUCBhIBaTBCS B YUTATEIBCKOM (OPMYISpe 3a KaXAbli TMOIY4eHHBIH JOKyMEHT
(uckmrouenue: obOy4aronuecs 1—4-x Ki1accoB);

BO3BpaIaTh JTOKYMEHTHI B OMOJIHOTEKY B YCTAaHOBJICHHBIE CPOKH,

3aMEHATh JOKYMEHThI OWOIMOTEKM B CiIyd4ae WX yTpaThl WIA TOPYHd UM
PaBHOIICHHBIMU JIMOO KOMIIEHCHUpPOBaTh YyIIepd B pa3Mepe, YCTaHOBJIEHHOM
MpaBUJIAMH T0JIb30BAHUS OMOIMOTEKOM;

MOJTHOCTBIO PACCUMUTATHCS C OMOIMOTEKOW MO WCTEUYCHHH CpPOKa OOYUYSHHsS WU
paboTel B 00111€00pa30BaTENILHOM YUPEXKICHUU.



