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1. O0mue moJI0KeHUs1

1.1. Hacrosiee nojaoxeHue periaMeHTUpyeT aedaTesbHoCTh Oubmmoreku AHO
«IIIxomna «/Ipyx06a» (nanee — oOpazoBaTeabHAs OpPTaHU3AIIHS).

1.2. Hacrosimiee mojokeHHe pa3padOTaHO B COOTBETCTBUU ¢ DenepaibHbIM
3akoHOM oOT 29.12.2012 Ne 273-®3 «0O06 ob6pazoBanun B Poccuiickoi
Oenepanun», npukazom MuHkynbTypsl oT 08.10.2012 Ne 1077 «O06
yrBepkaeHun  [lopsaka ydera  JTOKYMEHTOB, BXOIAIIMX B COCTaB
o6ubnuoTeunoro ¢oHAa» ¢ yuyetoMm nucbMa MunooOpaszoBanus ot 23.03.2004 Ne

14-51-70/13 «O [IpumepHOM MOJIOKEHUU 0 OuoMoTeKe
0011e00pa30BaTENLHOTO  YUPEXKACHUS», METOIUYeCKUX  peKOMEHIaIuii
OI'BHY «HIIb WM. K. Y IIMHCKOr0» oT

31.05.2017, pexomenaanuii MUHKYJIBTYpBl  OT 12.09.2017 no  pabore
OMOIMOTEK C JIOKyMEHTaMH, BKIIOYCHHBIMH B (elepalbHbIil  CIHUCOK
HKCTPEMHUCTCKHX MaTepUATIOB.

1.3. bubnuoTeka sBISETCS CTPYKTYPHBIM MOJApa3AeiieHuEeM o0pa3oBaTeIbHOM
OpraHM3all¥, CO3JaHHBIM B IMEIsIX OOecleyeHusl TMpaBa yYaCTHUKOB
00pa3oBaTENBLHOIO TMpollecca Ha OecCIulaTHOE TMOJIb30BaHUE OUOJIMOTEYHO-
UH(OPMAITMOHHBIMU PECYPCAMHU.

1.4. Tlopsimox MOJB30BaHUS UCTOYHUKAMHU WH(OpMaIuu, nepedyeHb OCHOBHBIX
YCIYT U YCJIOBHSI UX MPEJOCTABICHUS ONPEICIIAIOTCS HACTOSALIUM MOJIOKEHUEM
0o OuOIMOTEeKE W TpaBWIAMH TIOJB30BaHUS OMOIMOTEKOM, YTBEPKIACHHBIMU
pYKOBOAUTENIEM 00pa30BaTebHOM OpraHu3aluy.

1.5. Opranuzanus 00CIyKMBaHMsI YYaCTHHUKOB 0Opa30oBaTEJILHOTO IIpoliecca
MPOU3BOJUTCS B COOTBETCTBHM C TpaBUJIAMU TEXHUKH O€30MacCHOCTH U
MPOTUBOMOXKAPHBIMH, CAHUTAPHO-TUTHCHHYECKUMHU TPEOOBAHHSIMH.

2. Hean, 3apa4u, yHKUMH OMOJIHUOTEKH

2.1. Ilenu OMOJIMOTEKU COOTBETCTBYIOT 1€JIIM 00pa30BaTEIbLHON OpraHU3alluu
Y BKJIIOYAIOT B ce0d B TOM uucie: GOpMUPOBAaHUE OOLIEH KYJIbTYPbl JUYHOCTH
o0yJaromuxcs Ha OCHOBE YCBOCHUS CoJIepKaHuUs OCHOBHBIX
0011e00pa3oBaTeNbHBIX MPOTPAMM, HX afamnTaius K JKU3HU B OOIIECTBE,
CO3/IaHHE OCHOBBI JJIi OCO3HAHHOTO BbHIOOpPA M MOCIEAYIOIIErO0 OCBOEHUS
npodeccruoHaIbHbIX o0Opa3oBaTeIbHBIX MpOTpamMm, BOCIIUTaHUE
IPaKJaHCTBEHHOCTH, TPY0JII00US, YBOXKEHHS K TIpaBaM U CBOOOaM YeJIOBEKa,
mo0BU K OKpyXkatouie npupone, Poaune, cembe, popMupoBaHue 370pOBOrO
o0Opaza >KU3HH.

2.2. 3ajmayamu 6MOIMOTEKN 00pa30BATEIbHON OpraHU3allUU SIBIISIOTCS:

o oOecrieyeHHWe  ydacTHHKaM  oOpa3oBaTelbHOTO  mpolecca  —
0oOy4aronMmMcs, earornieckuM pabOTHUKAM, POJIUTENSAM (3aKOHHBIM
MpEeACTABUTEIISIM) OOyJaromuxcs (J1ajiee — Mmojab30BaTesIM) — JOCTyIa
K uwHbOpMANMKM, 3HAHWUIM, HACAM, KYJIbTYPHBIM  IIEHHOCTSIM
MTOCPEACTBOM WCIIOJIb30BaHUs OnOIMOTEeYHO-MH(OPMAITMOHHBIX
pecypcoB 00pa3oBaTeNbHON OpPTaHU3AIINN;



e BOCIHUTaHWE KYJIBTYPHOTO W TPAXXTAHCKOTO CAMOCO3HAHUS, MOMOIIb B
colMaM3alMi  OOy4arollerocsi,  pa3BUTUM  €r0  TBOPYECKOIO
NOTEHINAIIA;

o TIPHUBJICUCHHE OOYYAIOIMMXCA K CHCTEMATHYCCKOMY UTEHUIO y4eOHOM,
XYJI0’KECTBEHHOM, HAy4YHO-TIOMYJISIPHOU JTUTEPATYPHI;

e COJICUCTBHE PA3BUTHUIO TMO3HABATEIBHBIX HMHTEPECOB M CIOCOOHOCTEN
oOyyJarommxcs;

+ (OpMHUpPOBaHNE HABBIKOB HE3aBUCUMOTO OUOJIMOTEYHOTO MOJIb30BaTENS,
oOy4eHHe MOUCKY, 0TOOPY U KPUTHUYECKOH OlleHKE MHGOpMAIIHH;

e COJICUCTBHE TMEJArOTMYECKUM pabOTHUKaM B TMOJI0Ope Hay4yHO-
METOJMYECKOW  JIUTEpaTyphl, WHOOPMHUPOBAHHE O  HOBBIX
MOCTYIUICHUSAX B OMOIMOTeUHBIN (poHT;

¢ COBEpIICHCTBOBAHUE MPEIOCTABIAEMBIX OMOINOTEKOM YCIyT Ha OCHOBE
BHEJIPCHUS HOBBIX nH()OPMAITMOHHBIX TEXHOJIOTUH u
KOMIBIOTEpU3aAUU  OMOJIMOTEYHO-UH(DOPMALIMOHHBIX  MPOIECCOB,
(dbopmupoBaHre KOMPOPTHOU OMOIHOTEUHOM CPEIbI.

2.3. bubnmnoTteka BBINOJIHAET cienyonme GyHKIHN:

2.3.1.  ®opmupyer ¢GoHx  OHOIMOTEYHO-UH(POPMALIMOHHBIX  PECYpPCOB

o0pa3oBaTeNbHON OpraHU3aIuu:

o KOMIUICKTYET OCHOBHOM (OHJ  y4eOHBIMH, XYJI0KECTBEHHBIMH,
HAyYHBIMH, CIIPABOYHBIMH, TIEArOTMYECKUMHU 1 HAYYHO-TIOMYJISIPHBIMU
JIOKyMEHTaMU;

e y4yacTBYeT B KOMIUICKTOBAaHUM  CHEIHAIM3UPOBAaHHOTO  (GoHAA
ydeOHHKaMHd W3 4YuClda BXOASAMUX B (emepanbHBI TEpEeUCHb
y49eOHHUKOB, JOMYIICHHBIX K HWCIOJB30BAHUIO TIPU peaTU3aIiH
UMEIOIIUX  TOCYJApCTBEHHYIO  aKKpeIuTalHui  00pa3oBaTEIbHBIX
porpamMM HayajabHOTO OOILIEro, OCHOBHOTO OOIIEro, CPEeTHEr0 OOILIEro
oOpa3oBaHus, W  Yy4EOHBIMH MOCOOMSIMH, JOMYIICHHBIMH K
UCIIOJB30BAaHUIO TIPU  peaju3alliid  YKa3aHHBIX 00pa3oBaTeNIbHBIX
porpamwm;

o AKKyMyJupyeT (OHJ JOKYMEHTOB, CO3/IaBa€MbIX B 00pa30BaTEIbHOU
opranuzanuu (myOaukamuidi u paboT TmeaaroroB o0Opa3oBaTEIbHOM
OpraHu3ally, JTY4IINX HAYIHBIX pa0oT U pedepaToB yUyaliuxcs u ap.);

e OCYIICCTBJISICT  pa3MElIeHUE, OpraHu3aldid W COXPAHHOCTH

JIOKYMEHTOB;
e OpraHuU3yeT ¢ BeAEeT CIPaBOYHO-OMONIMOrpadUUECKUil  ammapar:
KaTaJoru (anipaBUTHBIM, CUCTEMaTUYECKHUA), KapTOTEKH

(cucTeMaTHYeCKyl0 KapTOTEKy CTaTei, TeMaTHUeCKHe KapTOTEKH),
ANIEKTPOHHBIN KaTaynor, 0a3bl JaHHBIX MO TpoduiI0 00pa3oBaTebHON
OpTraHU3aIHH.
2.3.2. OcymectBisier auddepeHupoBaHHoe OUOIMOTEYHO-UHGOPMAIIMOHHOE
o0cnyKruBaHUE O0YyYAIOIINXCS:
e TPEIOCTaBISET UH(POPMALIMOHHBIE PECYPCHI Ha PA3TUYHBIX HOCUTEISX;



e OpraHuzyeT oOOydeHHWE HaBBIKAM HE3aBUCUMOTO OHOIMOTEYHOTO
MOJIb30BATENs U MOTPeOuTENsT MH(GOPMAIIUHU, COACUCTBYET HHTEIPALIUU
KOMILJIEKCA 3HAHWM, YMEHUHA M HABBIKOB pa0OThl C KHUTOW U
uHpOopMaIren;

e OKa3blBaeT WH(MOOPMAIMOHHYIO TMOJJECPXKKY B pEIICHUU 3ajad,
BO3HMKAIOIIMX B TIpoliecce Y4yeOHOM, camoo0pa3oBaTeIbHOU U
JIOCYTOBOM JIEATETLHOCTH 00YUaIOIIUXCS;

e OpraHU3yeT MAacCCOBBIE MEPONPUITHS, OPUECHTUPOBAHHBIC HA Pa3BUTHE
oOIIEel ¥ YUTATETbCKON KYJIbTYPhI IMYHOCTH;

e COJICUCTBYET  MeNaroruyeckuM  pabOTHUKAM B  OpraHu3aluu
00pa30BaTeILHOTO MPOIEcca U 0CyTa 00YJarOIUXCsl.

2.3.3. OcymectBisier auddepeHIupoBaHHOe OHOINOTEUYHO-NH(OPMAIIIOHHOE
oOcCTy’KMBaHHUE MEJArOrMYECKUX paOOTHUKOB:

¢ BBIIBIACT WH(GOPMALIMOHHBIE TOTPEOHOCTH U yIOBJIETBOPSIET 3aIPOCHI,
CBS3aHHBIE C 00yYEeHUEM, BOCIUTAHUEM O0YUAIOIINXCS;

¢ COJCHCTBYET npoheccCHoHaTBbHOM KOMIIETEHITHH MIeJaroroB.,
MOBBIIICHUIO KBATM(PUKAIIUH, IPOBEICHUIO aTTECTAIINM;

¢ OCYUIECTBJISICT TeKylee nHPpopMupoBaHue (IHU WHPOpMaIuU, 0030k
HOBBIX MOCTYIJICHUH U yOIUKAaIIHif);

e CHOCOOCTBYET  MPOBEACHUIO  3aHATHH 10  (popMHpOBaHUIO
WH(OOPMAIMOHHONW KYJBTYpbl O0O0ydYaroumuxcs, sBIsSeTCs 0a3ou s
MIPOBEICHUS MPAKTUYECKUX 3aHATUN MO padoTe ¢ MHGOPMAIIMOHHBIMU
pecypcami.

2.3.4. OcymectBisier nuddepeHnrupoBaHHoe OUOINOTEYHO-UHGOPMAIMOHHOE
o0cy)KUBaHUE pOAUTEINIEH (3aKOHHBIX MPEICTABUTENIEH ) 00YUYaIOIIUXCA:
¢ YIOBIIETBOPSIET 3aMpOChl TOJb30BaTeNed U MHGOPMUPYET O HOBBIX
NOCTYIJIEHUSIX B OMOJINOTEKY;
e KOHCYIBTHPYET TIO BOMPOCAM OpPTaHHW3alMd CEMEHHOTO YTEHHS,
3HAKOMUT C MHPOpMaLIUEN 10 BOCITUTAHUIO JETEM;
¢ KOHCYJIBTUPYET IO BOMPOCAM YUEOHBIX M3AaHUMN 1 00y4JaromuXCsl.
3. Opranu3anus AesiTeJJbHOCTH O0MOJIMOTEKH
3.1. OOmee pyKOBOJCTBO JACATEILHOCTHIO OHOIMOTEKH OCYIICCTBIISCT
PYKOBOIUTEINH 00pa30BaTEIbHON OpraHU3allUu.
3.2. HemocpeacTBeHHOE  PYKOBOJCTBO  OMOJIMOTEKOH  OCYIIECTBIISICT
3aBeAYIOMUA  OMONMOTEKOW,  KOTOpPhIM  Ha3HA4YaeTcs  PYKOBOJUTEIEM
o0pa3oBaTeIbHON OpraHU3alluH.
3.3. 3aBenyromuii OMOJIMOTEKOM HECEeT OTBETCTBEHHOCTh B IMpejeiax CBOe
KOMTIETCHIINN 32 OPTaHU3AINIO U Pe3yNIbTaThl IEeATeIbHOCTH ONOIHOTEKH.
3.4. 3aBemywomwuii  OMOIMOTEKONM  pa3pabaThiBa€T W MPEJCTaBIISICT
PYKOBOIMTENO0 00pa30BaTEIBHON OpPTaHM3AlMd Ha YTBEPXKACHUE CICIYIOIINE
JTIOKYMCHTBI:

e TIOJIOKEHHE O OMOIMOTEKE, MPaBUIIA MOJ30BAHUS OUOTNOTEKOM;

e TIOJIO’KEHHUE O TUIATHBIX ycIayrax OuOINOTEKH;



¢ IUIAHOBO-OTYETHYIO TOKYMEHTALHUIO.
3.5. B coctaB OuOMMOTEKN BXOIUT:

« a0OHEMEHT;

e YHTAJILHBLIN 347,

o OTJIIET YYCOHUKOB;

o oTACT UHPOPMAITMOHHO-O0MOIMorpaduuecKkoi padoThI,

o (GOHA W CHEIUANTM3UPOBAHHBIA 3a pabOTHl C MYJIbTUMEAUNHBIMU U
CETEBbIMU JIOKYMEHTAMU;

o MeJuaTeKxa.

3.6. bubmuoreyHo-uHPOpMAIIMOHHOE OOCITY)KMBAaHUE OCYIIECTBISETCS B

COOTBETCTBMM C IUIaHAMU pabOThl OHOIMOTEKM H PEXKUMOM PabOTHI

00pa3oBaTeIbHON OpraHU3aluu.

3.7. bubmmoreka  BmpaBe TMPEAOCTaBIATH  IUIATHBIE  OMOIMOTEYHO-

MH()OpPMALIMOHHBIE YCIYTHM, MEpPeYeHb KOTOPBIX ONPEIEISIETCS YCTaBOM

00pa3oBaTeIbHON OpraHU3aluu.

3.8. Pexxum paboThl OMOIMOTEKH OMPENCIICTCS 3aBEAYIONMM OMOIMOTEKON C

y4EeTOM pexuma paboThl 00pa3oBaTesnbHON opraHu3zanuu. OIWH pa3 B MeECHI]

IpelycCMaTpUBAETCSd  CaHUTApPHBIM  JIeHb, B  KOTOpPBIH  OOCTy>KHBaHHUE

[I0JIB30BATEJIEH HE TPOU3BOIUTCS.

4. Yyer nocTyIieHus U BHIOBITHA JOKYMEHTOB OM0JIMOTe4HOr0 (poHAA

4.1. Ilpuem nokyMeHTOB B (poHA OMOIMOTEKHN BKIIOYAET CIIEIYIOIINE ONepalluu:
¢ CBEpKa MOCTYIUICHUH C MIEPBUYHBIM YUETHBIM JOKYMEHTOM (HaKJIaIHas,

aKT), BKJIFOUAIOIIUM CIHCOK MOCTYMHUBIINX JOKYMEHTOB;

¢ COCTABJICHHE NEPBUYHOIO YYETHOrO JOKYMEHTa JJIA MOCTYIJIEHUN 0e3
CONPOBOJIUTEIIBHON JOKYMEHTALUY;

e pEerucTpamusi MOCTYNUBIIUX IOKYMEHTOB B PETHUCTPAX CYMMAapHOTO,
rpynnoBoro u uHAmBHAyanbHoro yuera (I'OCT 7.0.93-2015
«bubmmoreunsiii pouy. Texnonorus GopMUPOBAHUS).

4.2. llpu mNONOJHEHUH OCHOBHOrO OHOIMOTEYHOrO (oHAA HEOOXOAUMO
cobmonaTte TpeboBanuss deaepanpHoro 3akoHa ot 25.07.2002 Ne 114-d3 «O
IIPOTUBOJIEICTBUU 3KCTPEMUCTCKOM NEATEIbHOCTHY. [JOKYMEHTHI, BKIIFOUCHHBIE
B denepaibHbIl CIIHUCOK S3KCTPEMUCTCKUX MaTepuasioB (mamee — PCOM),
OMyOIMKOBaHHBIN Ha oduImaILHOM caite Musrocrta
(http://minjust.ru/ru/extremist-materials), mnpuoOperaTh 3ampeiieHo, MpU
BBISIBJICHUU UX B (POHJIE — U3bIMATh U3 JOCTYyIA.

4.3. Yaer u 06paboTKa JOKYMEHTOB OMOJIMOTEYHOTO (POH/IA.

4.3.1. Yuer u 00paboTKa JOKYMEHTOB OCHOBHOTIO (DOHJA OCYIIECTBIISIETCS
UHAUBUIYAIBHBIM  criocoOoM. CBeleHHsST O TOCTYNHUBIIMX  TEYATHBIX
IOKyMeHTax BHoOcATCS B «KHUTY cymMMapHOro yyera JOKYMEHTOB OCHOBHOTO
dbonma.

[TocTynuBIIIMM JTIOKyMEHTaM IPUCBANBAIOT WHIUBUTY aJTbHBIT
PErUCTPALMOHHBIN HOMEpP (MHBEHTapHBIA HOMEp WJIM WHOM 3HAK, MPUHATHIN B



KauyecTBE PEruCTPAllMOHHOIO HOMEpA, CHUCTEMHBI HOMEpP Ui 3JIEKTPOHHBIX
JOKYMEHTOB) U (P XpaHEHUS.

Peructpanmonnsie  HOMepa u  mUpBl  OTMEUYAIOT B PETUCTpax
WHANBUAYAIbHOTO YYeTa JOKYMEHTOB — WHBEHTAPHOW KHHUTE, KapTOTEKe
PETUCTpALIUU Ta3€eT, )KYypPHAJIOB, yUeTHOU 0a3e JaHHBIX.

Bce »osx3eMmsippl NpUHATBIX  W3AaHud  mtemnentororcs. llremmens ¢
HauMEHOBAHUEM o0pa30BaTeNIbHOM OpraHu3aluu JOJIKEH OBITH
OpSIMOYTOJIBHOHM (pOpMBI, pazmMepoM He Ooblie yeM 1,5 X 4 cwm.

Hlremnens CcTaBUTCS Ha 000pPOTE€ TUTYJIBHOTO JHUCTa (MpU OTCYTCTBUHU
TUTYJBHOTO JIUCTa — Ha MEPBOM CTpaHUIE TEKCTa IOJ 3arjiaBueM), Ha 17-i
CTpaHHUIE TOJ TEKCTOM B JIEBOM HIDKHEM YIidy M Ha 000pOTe KaXIIOro
npuwioxenus. Ha Opomrropax W JKypHajax IOTEMIIEIb CTaBUTCSA TOJBKO Ha
00JI0’KKE WIIM Ha NIEPBOIl CTPAHULIE TEKCTA.

CoctaB ocHOBHOTO (hoHJa PUKCUPYETCSI B KAPTOYHOM aji(haBUTHOM KaTajore, B
AJIEKTPOHHOM 0a3e TaHHBIX OMOJIMOTEKHU.

4.3.2. Yuet u 00paboTka cienuain3upoBaHHoro Goxaa. Criennanau3upoBaHHbIN
(OHI y4YMUTHIBAETCA W XPAHUTCS OTIEIBHO OT OCHOBHOTO OMOJIMOTEYHOIrO
donma.

VY4er JOKYMEHTOB CIEUUAIM3UPOBAHHOTO (POHIA, KaK MHOTOIK3EMIUIIPHOU
JUTEPaTyphl, OCYLIECTBIIAECTCA IPYNIIOBBIM CIIOCOOOM U oTpaxaeTcs B «Kuure
CyMMapHOro ydera ydeOHOro ¢oHIa» M B KapTOTEKE PErUCTPallMOHHBIX
KapTOYeK.

Ha kaxngoe HauMeHOBaHHME JIOKYMEHTOB CIEHUAIM3UPOBAHHOIO (OHJA
3aBOJUTCA OTAENbHAs yuyeTHas kaprtouka. Kaprouku ¢ Oubimorpaduueckum
ONMKMCAaHUEM H3AaHUN y4YEOHHUKOB PACCTABJISAIOTCS B YYETHYIO KapTOTEKy IO
KJlaccaM, a BHYTPHU KJIacCOB — MO aidaButy (paMuJIMiA aBTOPOB WJIM 3arjaBUi.
JUIst KOHTPOJISL 32 COXPAHHOCTBIO YYETHBIX KapTOUEK OHU PETUCTPUPYIOTCS B
«KypHane perucTpaim y4eTHbIX KapTOUeK YUEOHUKOBY.

Texnuueckass 00pabOTKa JOKYMEHTOB  IpEAyCMAaTPUBAET  CIEAYIOIIHE
oIepaLluu:

o MPOCTABJIICHWE HA KaXJIOM JOKyMEHTE IITeMmens OuOIMOTeKH B
COOTBETCTBUM C TyHKTOM 4.3.1 HACTOSIIEr0 MOJIOKECHHUS;

e YCTaHOBJICHWE CpEACTB 3alUThl OT YTpaTbl (MarHUTHBIA JaT4UK,
paaAroYMIl, UHOU BUJl MAPKUPOBKH);

e M3rOTOBJICHWE U TMPUKPEIUICHHE K JOKYMEHTY IMacropra ydyeOHHKa.
[Tacriopt yueOHMKA TPUKIICUBACTCS Ha MOCJIEIHEN CTpaHUIlE yueOHUKA.
3anoHsAeTCs P BblIaue YUTATEIIO.

VYyeT crnennanu3upoBaHHOTO (POHIA PEeTyCMaTPUBAET OTPAXKEHUE €ro CoCcTaBa
B CIpaBOYHO-OMOIMOrpaduueckoM anmnapare OUONMOTEKH, B TOM YHCIE B
AJIEKTPOHHOM 0a3e JaHHBIX.

4.4. Bb1ObITHE JOKYMEHTOB OMOIMOTEYHOr0 (POH .

4.4.1. IlpuunHbl, IO KOTOPHIM JOKYMEHT MOKET OBbIThb BBIBEJIEH M3 COCTaBa
OoubimoreuyHoro (oHIa, BKIIOYAIOT B TOM YHCJIE BETXOCTh, AC(HEKTHOCTD,



YCTapesocTh IO COJAepKaHuio, yrpary. HckiarodeHue JOKyMEHTa H3
oubnnoreynoro (¢GoHAAa TPOBOAUTCA HA OCHOBAaHMHM aHajlHM3a COCTaBa
O6ubmmoTedHoro (GoHaa ¥ pe3yIbTaTOB €T0 MPOBEPKH.
4.42. Tlog BETXOCTbIO JOKYMEHTAa MOHHMAIOT PE3YJIbTAT €CTECTBEHHOTO
CTapeHus Wi (PU3NYECKOTro U3HOCA JOKYMEHTA.
4.43. Tlon nedeKTHOCTbIO AOKYMEHTa MOHMMAIOT YaCTHUYHYIO WIIMA TOJHYIO
yTpaTy »SKCIUTyaTallMOHHBIX KAa4yeCTB JOKYMEHTa B pe3yJbTaTe BHEUIHETO
BO3JEUCTBUSL.
4.4.4. Tlox ycTapenocTbio MO COJAEPKAHUIO TMOHUMAIOT MOTEPIO aKTYallbHOCTHU
TEMaTHUKH, MOATBEPKIAEMYIO OTCYTCTBUEM crpoca yUTaTeNeH,
HEBOCTPEOOBAHHOCTHIO B MIEPEPACIIPENCIICHUN U PeAIA3aLIH.
4.4.5. Ilog yrpaToifi HOKyMEHTa TIOHMMAIOT €ro OTCYTCTBHE B (oHIe
OMOMMOTeKM TIO TPUYMHAM TOTEPH, XHUIICHUS, OCICTBUNA CTUXHUIHOTO,
TEXHOTEHHOTO (B TOM YHCIIE€ XAaKEPCKOM aTakd W HEBOCCTAHOBHUMOTO cOOs
AJIEKTPOHHOTO  O0OpYAOBaHWS) WM  COIMAJIBLHOIO  Xapakrepa, IO
HEYCTAaHOBJICHHOW IPUYNHE.
4.4.6. TIlpouecc wuCKIOYEHUS JOKYMEHTOB U3 (¢oHAa OUOIUOTEKH
OCYIIECTBIISIETCSL B COOTBETCTBUM ¢ [lopsiikom ydeTa TOKYMEHTOB, BXOASIIMX B
coctaB OuOMMOTEYHOro (HOHIA, YTBEPKIECHHBIM MPUKA30M MUHKYIBTYpPHI OT
08.10.2012 Ne 1077.
4.47. BpbiObiTHE JTOKyMEHTOB OuOIMOTEYHOTO (OHAA TMPOU3BOIAUTCS B
pe3yipTaTe UX  CHHMCAHUA  KOMHUCCHEH, CO3AaHHOH  pYyKOBOJIUTENIEM
o0Opa30BaTeNbHON OpraHU3aiy.
4.48. YrTunuszauus CHUCAaHHBIX JOKYMEHTOB OuOIMoTedyHoro  (QoHaa
MPOU3BOJIUTCS B COOTBETCTBUU C 3aKOHOAATENHCTBOM PD.
5. IlpoBepka 10KyMeHTOB 0M01MOTEYHOTr0 hoHIa
5.1. TlnanoBasi mpoBepKa JAOKYMEHTOB OMOJIMOTEYHOTro (hOHJA MPOBOIUTCS C
NEePUOANYHOCTRIO OJMH pa3 B MATh J€T HAa OCHOBaHWHU Tpaduka MPOBEPKH,
YTBEP>KICHHOTO 3aBEAYIOIINM OUOINOTEKOM.
5.2. BxemiaHoBas TpoBepka  JOKYMEHTOB  OubiuoTeuHoro  ¢oHaa
IPOU3BOAUTCS B 00513aTEIILHOM HOPSAKE:

e TIPU BBISBICHUU (PAKTOB XUIICHUS, 3JIOYNMOTPEOJIECHUS WM TOPYU

JIOKYMEHTOB;
e B ClIyyae CTHUXUUHOTO OCICTBUS, MOXapa WU JAPYTUX YPE3BBIUANHBIX
CUTYaIlNi, BBI3BAHHBIX SKCTPEMATLHBIMH YCIOBUSMU;

o TIPY pEOpPraHU3AINY WIW JUKBUIANNUA 00pa30BaTEIIbHON OpTraHU3aIINH.
5.3. IIpoBepka ¢oHAa HA TPEAMET HAIMYHUS B HEM JOKYMEHTOB, BKIIFOUEHHBIX B
OCOM, npoBoauTcs:

e TIPH MMOCTYIUICHUH HOBBIX JOKYMEHTOB B (DOHI;

o CHCTEMAaTHYECKU (HE pe’ke OJHOrO pa3a B TPU Mecslla) MyTEM CBEPKHU

OCOM co cmpaBoyHO-OMOMMOrpaduueckuM anmapatoMm  (oHza
OMOJIMOTEKH.



5.4. Tlo uroraM mpOBEpPKH 3aBEAYIOIHK OWOIMOTEKOW COCTaBIsSET akKT,
MOAMKCHIBACT M XPAHUT €ro B OMOJMOTEKE B TEYCHHE CPOKA, YCTAHOBJICHHOTO
HOMEHKIaTypoil gen. Ecim kakue-TO  JTOKyMEHTBI  OTCYTCTBYIOT IO
HEYCTAHOBJICHHON MPUYUHE, TO K aKTy IPUKIAIBIBACTCA UX CIIMCOK, B KOTOPOM
(UKCUpPYIOTCS CBEJIEHUS O KOJUYECTBE JTOKYMEHTOB OMOIMOTEYHOTrOo (oHAA B
HAJIMYUA M KOJMYECTBE OTCYTCTBYIOLIMX JOKYMEHTOB, B TOM YHCJE IO
HEYCTAHOBJICHHON MpuynHEe. B akTe Takke yKa3bIBalOTCS HOMEp W Jara akTa
npeabLAyel TPOBEPKH.

[Ipu BBIsIBJICHUH B Mpolecce MpOBEpKH (POHA OTCYTCTBYIOUIUX IOKYMEHTOB U
HEBO3MOXKHOCTH YCTAHOBJICHUS BUHOBHBIX JIMIl YOBITKM 10 HEIOCTa4am
CIHUCBIBAIOTCS B COOTBETCTBUU C JIEHCTBYIOIINM 3aKOHOATEIHCTBOM.

5.5. Jlna mpoBepku OubmmoTedHoro ¢hoHmaa oOpa3oBaTeILHON OpraHU3aluyd Ha
npeIMeT Halu4yusl B HEM JOKYMEHTOB, BKIIOUeHHbIX B @OCOM, B
o0pa30BaTeNbHON OpraHM3aluK co3aaeTcs cnernuanbHas KoMuccus mo cBepke
oubmuoreunoro ¢onga ¢  DeAepanbHbIM  CIHCKOM  3KCTPEMHUCTCKHUX
MaTEpUaIoB, BBISIBICHUIO, H3BATHIO W YHUUYTOKCHHIO OSKCTPEMHCTCKHUX
MatepuanoB (manee — Komuccusi mo mpoBepke IKCTPEMUCTCKUX MaTepHalioB),
KOTOpasi CUCTEMaTHYECKH (HE peXe OJHOTO pasza B TPU MecsIla) OCYIIECTBISAET
IpoBepKy OubnnoTedHoro Goxaa oOpa3oBaTeIbHON OpraHU3alUU Ha MPEIMET
HaJINYMUS B HEM JIOKyMEHTOB, BKiIoueHHbIX B DCOM, nyrem cBepku ®COM co
CIpaBOYHO-OUOIMOTrpaduyecKuM arrmapaTom QoHa.

[Ipu BbIIBAEHMM JOKyMeHTa, BkiIoueHHoro B ®COM, Ha srame
KOMIUIEKTOBaHUS (OH/Ia YKAa3aHHBIA JTIOKYMEHT HE TOIJICKHUT BKIIIOUEHUIO B
OoubroTeuHbiit PoHT 00pa30BATEIBHON OPraHU3ALINY.

B cinywae BbISBIEHHS JOKYMEHTa, BKIHO4YEeHHOTO B @PCOM wmn yxke
Haxoxsulerocss B ¢oHae OubamoTekn 0oOpa3oBaTEIbLHONM OpraHu3alluy,
JOKYMEHT MCKJIIOYAETCs M3 OMOJIMOTEYHOro (POHIA U MOJJIEKUT YHUUTOKEHUIO.
6. Ilopsinok moJib30BaHus OUOJIHOTEKOM

6.1. 3anuce oOywaromuxcsi 00pa30BaTENbHOM OpraHU3aluu B OHOIMOTEKY
IPOU3BOAMUTCS MO CIMCOYHOMY COCTaBy KJjlacca B MHIMBUIYaJbHOM HOPSIKE,
NEeIarorn4eckuXx M MHBIX PpaOOTHHUKOB O0pa30BaTeIbHOW OpraHu3allu,
poauTenel (MHBIX 3aKOHHBIX IMPEICTaBUTENEH) 00y4aroIUXCsl — MO MaclopTy.
[lepepeructpanusi moJjbp30BaTese OMOIMOTEKHM MPOU3BOAMTCS €KErOJHO.

6.2. JlokymeHTOM, TMOATBEPXKIAIOIIMM TMPABO TOJb30BaHUS OHOIUOTEKOM,
ABJISIETCS] YUTaTeNbckui popmynsap. Yurarenbckuit hopmyssp pukcupyer nary
BBIJIAYM MOJIb30BATENIO JOKYMEHTOB M3 (POoHIa OMOIMOTEKH U UX BO3BpAICHUS
B OMOIMOTEKY.
6.3. [Topsa0K MOJIH30BaHUST A00OHEMEHTOM:
6.3.1. Tlomp3oBaTenu HMEIOT MPaBO NOJYYUTh HAa JOM U3 MHOTOTOMHBIX
U3JIaHui He 0oJiee ABYX JOKYMEHTOB OJHOBPEMEHHO.
6.3.2. MakcumanbHble CPOKH MOJIb30BAHUS TOKYMEHTAMH:

o Y4eOHHUKH, yueOHbIE TOCOOUS — yUeOHbIN TOJ;



e Hay4YHO-TIOMYJISIpHAsl, MO3HABATEIbHAs, XYA0KECTBEHHAS JIUTEpaTypa —
OJINH MECHIILI;

o TEPUOANYECKUE U3JJAaHUsI, U3JJaHUS MOBBIIICHHOTO cipoca — 15 mHei.
6.3.3. [lonp30oBaTenu MOTyT OPOJIUTh CPOK MOJB30BAHUS JOKYMEHTAMH, €CIIU
Ha HUX OTCYTCTBYET CIIPOC CO CTOPOHBI JPYTUX MOJIb30BaTEIEH.

6.4. Ilopsi10K NOJIb30BaHUS YUTAILHBIM 3aJI0M.

6.4.1. JlokyMeHTBI, IpeIHa3HAYCHHBIE ISl pa0OThl B UATAJIBLHOM 3ajie, Ha JIOM
HE BBIJIAIOTCS.

6.4.2. DHIUKIONEIUU, CIPABOYHUKH, PEIAKUE, IIEHHBIE M HUMEIOIIHECS B
€AMHCTBEHHOM JK3EMIUISIpE JTOKYMEHTBhI BBIAAIOTCS TOJBKO MJisi pabOThl B
YUTAJIHLHOM 3aJi€.

6.5. Ilopsimok pabOTHI C KOMIIBIOTEPOM, PACIIOJIOAKEHHBIM B OUOTHNOTEKE.

6.5.1. PabGota C KOMIBIOTEPOM YYAaCTHHKOB OO0pa30BaTEIHHOTO IMpoIiecca
MPOU3BOJIUTCS IO TpadUKy, YTBEPKACHHOMY PYKOBOJIUTENIEM 00pa3oBaTeIbHOM
OpraHu3allii, U B IPUCYTCTBUU COTPYTHUKA OMOIMOTEKHU.

6.5.2. Pa3pemaercst paboTta 3a OJHUM IEPCOHATBLHBIM KOMIIBIOTEPOM HE OoJiee
JIBYX Y€JIOBEK OJTHOBPEMEHHO.

6.5.3. Ilonb3oBaTenb HMMEET NPaBO pabOTaTb C COOCTBEHHBIM HOCHUTEIIEM
uH(bOpMAIIUK TIOCJIE TPEIBAPUTEIHHOTO TECTUPOBAHUSI €ro PaOOTHUKOM
OMOINOTEKH.

6.5.4. Tlo Bcem BorpocaMm Moucka WH(OpMAIMU B HMHTEPHETE IOJIb30BaTElb
JOJDKEH oOpaiatbes K pabOTHUKY OMOIMOTEKH; 3ampelraercs oOpalieHue K
pecypcaM MHTEpPHETA, MPEAIOIAralolM OIUIaTy.

6.5.5. Pabota c KOMIIBIOTEPOM MPOU3BOAMUTCS COTJIACHO YTBEPKIACHHBIM
CaHUTAPHO-TUTUEHUYECKUM TPEOOBAHUSIM.

7. IllpaBa u 00s13aHHOCTH OUOJIHOTEKH

7.1. PaboTHHKHN OMOJIMOTEKU UMEIOT IIPaBo:

e CaMOCTOATENIBHO BBIOMPATh POPMBI, CpElICTBA U METObI OMOIMOTEUHO-
MH(OPMAIMOHHOTO o0cyKUBaHUS 00pa3oBaTeIbHOTO U
BOCIIMUTATEIBHOTO MPOILIECCOB B COOTBETCTBUU C LEJSIMU U 3a/ladyaMy,
yKa3aHHBIMH B yCTaBe 00pa30BaTeIbHON OpPTaHU3aIuU U TOJI0KEHUH O
OHOINOTEKE;

e TIPOBOJUTH B YCTAHOBIICGHHOM TMOpsAKe (aKyIbTaTUBHBIC 3aHATHS,
YPOKH U KPYXKKH OHOIMOTEUYHO-OMOIMorpauieckux 3HAHUN W
UH(OPMAITMOHHON KYJIBTYPHI;

e OMpENENATh UCTOYHUKH KOMIUIEKTOBaHUS HH(OPMAITMOHHBIX PECYPCOB;

e U3BIMATh U PEATU30BBIBATH JOKYMEHTHI U3 (POHIOB B COOTBETCTBUU C
MHCTPYKIMEHN 10 yueTy OubanoTedHoro (pouma;

e YYaCTBOBATh B yNpaBJICHUU 00pa30BaTEILHON OpraHU3aIluy B MOPSAKE,
OTIPENICIIIEMOM YCTaBOM;

e YYaCTBOBAaTh B COOTBETCTBUU C 3akoHojaTeahbcTBoM P®d B pabore
OMOJIMOTEYHBIX aCCOLIMAIINN WA COIO30B.

7.2. PaboTHUKHN OMOIHOTEK 00S3aHbI:



« o0ecneuuThb M0JIb30BATEISIM BO3MO>KHOCTh paboThI C
UH(GOPMAIIMOHHBIMU pecypcaMu OMOIHOTEKH;

o HHPOPMHUPOBATH  TONB30BATENEC O BUAAX  NPEIOCTABISEMBIX
OMOIMOTEKOM YCIYT;

e OCYUIECTBJISITh IUIAHOBBIE W BHEILJIAHOBBIE MPOBEPKU OUOIMOTECUHOIO
dboHIa, PEryIsIpHO OCYIIECTBIATH MMPOBEPKY OHUOIMOTEYHOrO (HOHIA
oOpa3oBaTeNbHON OpraHu3alMyd Ha MpeAMET Halu4yus B HEM
JIOKYMEHTOB, BKJIFOUCHHBIX B DCOM;

o 00ecreynTh HAyUYHYIO0 OpraHu3aluio (OHI0B U KaTaJIoroB;

o ¢dopmupoBatb  (POHABI B  COOTBETCTBUM C  YTBEP)KICHHBIMU
denepanbHBIMU  TEPEUYHSIMH  Y4€OHBIX  HM3JaHHUM, OCHOBHBIMH
0o0pa3oBaTeNbHBIMU MpOTpaMMaMu  00pa30BaTENIbHON OpraHU3alluy,
UHTEpecaMHu, TMOTPEOHOCTIMU M  3ampocaMU  BCEX  KaTeropui
10JIb30BaTEIICH;

¢ COBEPUICHCTBOBATH nH(opManmoHHO-O0ubIMorpaduieckoe u
OonbnmoTeyHoe o0CIyKUBaHHUE MOJIb30BATENEH;

+ o0ecrmieurnBaTh COXPAHHOCTH HCIIOJIb30BAHUSA HOCHUTENEH WMH(OpMAINH,
UX CUCTEMAaTH3aIUIO0, pa3MEILIEHUE U XPAHEHUE;

o o0ecrnieunBaTh pPEXHUM pabOThl B COOTBETCTBUU C MOTPEOHOCTIMU
10JIb30BaTeNel U paboTol 00pa30BaTEIbHON OpraHU3aliy;

e OTYHUTHIBATHCA B YCTAHOBJICHHOM TMOPSAKE Mepea PYKOBOIAUTEIEM
00pa30BaTEIbHON OpraHU3aIIH.

8. IlpaBa u 00s13aHHOCTH NOJIb30BaTe e OMOINOTEKH
8.1. ITosib30oBaTenu OMOIMOTEKH UMEIOT MIPABO:

e TOJIy4aTh MOJHYIO HH(OpMANUI0O O cocTaBe OMONMMOTEYHOro (oHAA,
MH()OPMAIIMOHHBIX pecypcax M MPEJOCTABISIEMBIX OMOINOTEKON
yciyrax;

e TIOJB30BATHCA CIpaBOYHO-OMOIMOrpaduueCKUM anmnapaTom
OMOIMOTEKH;

e MOJy4YaTb KOHCYJbTALIMOHHYIO TIOMOIIb B TIOUCKE M  BbIOOpE
HMCTOYHUKOB MH(GOPMAIIHH;

¢ TOJy4YaThb BO BPEMEHHOE MOJb30BaHHE Ha A0OHEMEHTE U B UHUTAJIHLHOM
3ajie TeYaTHbIC W3JaHUs, ayJMOBU3YyaJbHBIE JOKYMEHTBHI U JPYyrue
MCTOYHUKHU MHPOPMAIINH;

¢ TIPOJIEBATh CPOK MOJH30BAHUS IOKYMEHTAMU;

e TIOJNly4aTh TeMaTH4eckue, ¢akTorpapuyeckue, yTOYHSIOIIUE U
oubsmorpaduyueckue cripaBKkyd Ha OCHOBE (PoH1a OMOINOTEKH;

¢ TI0JIy4aTh KOHCYJIbTAIIMOHHYIO TIOMOIIL B padbore ¢ uHpopmalueil npu
MOJIb30BaHUH IJIEKTPOHHBIM M HHBIM 000PYI0BaHHUEM;

¢ YJacTBOBATh B MEPOIPHUATHIX, TPOBOJAUMBIX OMOIUOTEKOH.

8.2. ITonwp3oBarenu OMOIUOTEKN O0SA3aHBI:
e COOJIFOZIATH MPaBWJIA MOJL30BAHUS OUOINOTEKOM;



OCpEeKHO OTHOCUTBHCA K TMPOU3BEACHUSM TiedaTH (HE BBIPHIBATH, HE
3aru0aTh CTPAHWIl, HE JeiaTh B KHHUTAX IMOJYCPKUBAHUN, MTOMETOK),
WHBIM JOKyMEHTAM Ha Pa3jUYHBIX HOCUTEISIX, O0OpYJAOBaHMIO,
WHBEHTAPIO;

MOJIJICPKUBATh TOPSOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM
JocTyrne OMOMMOTEKH, pACIOJIOKCHUS KapTOYeK B KaTalorax H
KapTOTEKax;

MOJIb30BaThCSl IICHHBIMH M CIPABOYHBIMH JIOKYMEHTaMH TOJBKO B
MMOMEIICHUN OMOJIMOTEKH;

yOeIUTHCS TP MOJTyYeHUU JOKYMEHTOB B OTCYTCTBHH J1e(DEKTOB, a TIpH
oOHapyKeHUH MPOUHGOPMHUPOBATH 00 3TOM pabOTHHWKA OMOIMOTEKH.
OTBeTCTBEHHOCTh 3a OOHapyKeHHbIE Je(EeKTHI B  CHaBaEMBIX
JOKyMEHTaX HeCeT MOCJIECTHUIN TT0JIb30BaTEIb;

PACIUCHIBATHCSA B YUTATEIBCKOM (POPMYIISIpe 3a KaXAbIA MOTydeHHBIN
JOKYMEHT (UCKJIIoueHHe: oOyyaromuecs: 1—4-X Ki1accoB);

BO3BpAIATh JOKYMEHTBI B OMOIMOTEKY B YCTAHOBJICHHBIC CPOKH;
3aMEHSTh JIOKYMEHTHI OMOIMOTEKH B CITydae WX YTPAThl WA TIOPYU UM
PaBHOIIEGHHBIMU ~ JMOO  KOMIICHCHpPOBaTh  ymiepd B  pa3mepe,
YCTaHOBJICHHOM ITpaBUJIaMU TOJIb30BaHUSI OMOINOTEKOI;

MOJIHOCTBIO PAacCUUTaThCd € OUOIMOTEKOM MO0 HCTEYEHUH CpOKa
oOy4deHus wir paboThl B 00111€00pa30BaTEIHLHOM YUPEIKICHUU.



