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IHoJs10:xeHue 0 GudaANOTEKE
1. O01mue mMoJI0KeHUSA
1.1. Hacrosiee moyioxeHne peramaMeHTHpyeT AesiTeibHOCTh oubmotekn MBOY «Illkoma Ne
24 r. Topesa» (nanee — oOpa3zoBaTenbHasi OPraHU3aIIHs).
1.2. Hacrosimee momnoxkeHue pa3padoTaHO B COOTBETCTBUU ¢ DenepaabHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «0O06 oOpazoBanuun B Poccuiickoii denepanun», TPUKA30M
Munkynetypbl oT 08.10.2012 Ne 1077 «O6 yrBepxnaenuun Ilopsaka ydyera JOKYMEHTOB,
BXOJSIIIUX B COCTaB OHMONMMOTEYHOrO (OHIA» C y4eToM mHchbMa MHWHOOpPa30BaHUS OT
23.03.2004 Ne  14-51-70/13 «O  IlpumepHOM  TIONOXXKEHMH O  OubIMOTEKE
00m1e00pa3oBaTenpHOrO yupexaeHus», Metoandeckux pekomenmanuii ®I'BHY «HIIb uwm.
K. Ymuackoro» ot 31.05.2017, pexomengamnuiit Munkynetypsl ot 12.09.2017 mo pabote
OMOIMOTEK C JTOKYMEHTaMH, BKIIOUYEHHBIMH B (elepaibHBI CIUCOK HSKCTPEMHUCTCKHUX
MaTepHaJoB.
1.3. bubnuoTeka ABISIETCS CTPYKTYPHBIM MOJpa3eieHHeM 00pa30BaTeIbHON OpraHU3aIlvH,
CO3/IaHHBIM B IIeNsX OOecmeueHwsl MpaBa YYaCTHHKOB 0Opa30BaTENBHOTO Ipoliecca Ha
OecIIaTHOE M0JIb30BaHNE OMOIMOTEYHO-UH(OPMAIIMOHHBIMHU PECYPCAMH.
1.4. Tlopsnok moIb30BaHMS WCTOYHWKAMU HH(OPMAIMK, TEepevYeHb OCHOBHBIX YCIYT H
YCTIOBHSI WX TPEAOCTABIICHHS OMPEIEISIOTCS HACTOSIIMM IIOJIO)KEHHEM O OHONMOTeKe U
MIpaBUJIAMHU TOJIb30BaHUsI OMOIMOTEKOH, YTBEPKICHHBIMUA PYKOBOIUTENEM 00pa30BaTeIbHON
OpraHu3aIuH.
1.5. Opranu3zanus o0cayKUBaHUS YYaCTHUKOB 00pa30BaTEIbHOTO IpoIecca MPOU3BOAUTCS B
COOTBETCTBUHU C MPAaBUJIAMH TEXHHKH O€30ITaCHOCTH WM IMPOTHBOIMOXKAPHBIMH, CAHUTAPHO-
TUTHEHUYECKUMH TPEeOOBaHUSMU.
2. Hean, 3a1a49u, QyHKIIMHA OUOJTHOTEKHU
2.1. lenn 6UOIMOTEKN COOTBETCTBYIOT LIETISIM 00pa30BaTEIBbHOM OpPraHu3aIii U BKIIOYAIOT
B ce0s1 B TOM ymcie: popMupoBaHue OOIIEH KyJbTYphl JUYHOCTH OO0YJaIONTUXCSI HA OCHOBE
YCBOEHHMSI COAEP KaHMsI OCHOBHBIX 00111€00pa30BaTeIbHBIX MPOTpaMM, UX alanTalus K )KU3HU
B oOmiecTBe, CO3AaHME OCHOBBI JUISI OCO3HAHHOTO BBIOOpa M MOCIEAYIONIETO OCBOEHHS
npodeccuoHalbHBIX ~ 00pa30BaTENIbHBIX MPOrpaMM, BOCHHTAHHWE T'Pa)KJAaHCTBEHHOCTH,
TPYIOJIO0MS, YBaXEHHS K MpaBaM U cBOOOJaM 4eloBeKa, JIIOOBU K OKpYKarollel MpUpoae,
Ponune, cembe, popmMupoBaHue 310pOBOT0 00pas3a KU3HU.
2.2. 3amauamMu OMOJIMOTEKH 00pa30BaATEIHLHON OpPTaHU3aIuH SBIISFOTCS:

e of0ecrnedyeHue y4yaCTHMKaM oOpa3oBaTeNIbHOTO THpolecca — OO0ydaromuMcs,
MeJarornyeckuM pabOTHUKAM, POIUTENSIM (3aKOHHBIM IPEICTaBUTENSIM) —
nocTyna K uHGOpMAaluK, 3HaHUSAM, UESIM, KyIbTyPHBIM LIEHHOCTSIM TOCPEICTBOM
WCIOJIb30BaHUs OMOIMOTEYHO-MH(OPMALIMOHHBIX PECcCypcoB 00pa3oBaTEIbHOMN
OpraHu3aIui;

e BOCIHUTAHHE KYJIBTYPHOTO U TPaKJAHCKOTO CaMOCO3HaHHUSA, TIOMOIIb B
COILMaNu3aluu 00yJaroIerocs, pa3BUTUU €ro TBOPUECKOTO MOTEHIINANIA;

e TMpUBICYCHHE  OOydYAIOIIUXCS K  CHUCTEMAaTHUYECKOMY  YTCHHIO  y4eOHOM,
XYZ0KECTBEHHOM, HAYYHO-TIOMYJISIPHOM JIUTEPaTyphI;

e COJACHCTBHE  PA3BUTUIO  [IO3HABAaTEJIbHBIX  HMHTEPECOB M  CHOCOOHOCTEH
oOyuaronuxcs;

e (opmHpoBaHHE HABBIKOB HE3aBUCHMOTO OMOJIIMOTEYHOTO MOJb30BATENs, 00yuyeHHE
MIOMCKY, OTOOPY ¥ KPUTHUECKO OlleHKe HH(pOpMalIUH;

e COJACHCTBHE MENAarorMyeckuM pabOTHHKaM B MOAOOpE HAy4YHO-METOUUECKON
TUTEPaTyphl, UHOOPMHUPOBAHHE O HOBBIX MOCTYIIJICHUSX B OMOIMOTEUHBIH (HOHT,

e COBEPUICHCTBOBAHUE MPENOCTABISIEMbIX OMOIMOTEKON YCIyr Ha OCHOBE BHEJPEHUS
HOBBIX HMH(POPMAIIMOHHBIX TEXHOJIOTUA U KOMIIBIOTEpU3AINH OHUOIUOTEYHO-
MH(POPMAIMOHHBIX TPOLECCOB, (popMUpoBaHHE KOMQPOPTHOW OUOIUOTEHHOM
Cpepl.



2.3. bubnuoTeka BBIMOIHACT CeIytouiie (QyHKIHH:
2.3.1. @opmupyer ¢(onag OubIUOTEYHO-UHPOPMAIMOHHBIX PECYPCOB 00pa30BaTEIBHOMN
OpraHu3aIum:

e KOMIUIEKTYET OCHOBHOW (DOHJ YYEOHBIMH, XYJOXXECTBEHHBIMH, HayYHBIMH,
CTIPAaBOYHBIMHY, NTEAATOTUIECKUMHU U HAYIHO-TIOMYJISIPHBIMH JOKYMEHTaMH;
y4acTBYeT B KOMIUIEKTOBAaHHH CIEIMATM3UPOBAHHOTO (DOH/IA YUeOHUKAMU U3 YHCIIa
BXOJSIIUX B (hefepalbHbIi NepedeHb YUeOHUKOB, JOMYIIEHHBIX K HCIOJIB30BaHHIO
[P peajn3alii UMEIOIIUX TOCYJapCTBEHHYIO aKKPEIUTAIUI0 00pa30BaTEIbHBIX
mporpaMM Ha4yajdbHOTO OOIIEro, OCHOBHOTO OOINEro, CpemHero oOImero
oOpa3zoBanusi, 1 y4eOHBIMU TOCOOHMSIMHM, JOMYIIEHHBIMH K HCIIOJIb30BAaHUIO IPH
peann3aiiy yKa3aHHbIX 00pa30BaTEIbHBIX MPOTPaMM;
aKKyMyJnupyeT (poHI JOKYMEHTOB, CO3/IaBaeMbIX B 00pa30BaTEIbHON OpraHU3aIiN
(mybnmukauuii u  paboT MegaroroB 00pa30BaTENIbHON OpraHu3aliy, Jy4IInX
Hay4yHBIX paboT U pedepaToB ydauiuxces u ap.);

OCYIIECTBIISIET pa3MeIIeHUe, OPraHu3aIUI0 H COXPaHHOCTh JIOKyMEHTOB;

OpraHM3yeT M BeJeT CIpaBOYHO-OMOMMorpaguueckuil ammapar: KaTajoru
(anmaBUTHBIN, CcHCTEMaTHYECKH), KapTOTEKH (CHCTEMATHUYECKYI) KapTOTEKY
cTaTeidl, TeMaTU4ecKhe KapTOTEKH), ODJICKTPOHHBIA KaTajor, 0a3bl ITaHHBIX IIO
npoduiito 06pa3zoBaTENIbHON OpraHu3aluy.

2.3.2. OcymecTBiser nuddepeHmpoBaHHOE OMOIMOTEYHO -MH(POPMAITMOHHOE
o0ciyXKMBaHUE 00YJarOIIUXCS:

e TpenocTaBisieT HHPOPMAIIMOHHBIE PECYPCHI Ha Pa3IMYHBIX HOCHUTEIISX;

e OpraHum3yeT OOyYeHHE HAaBBIKAM HE3aBUCUMOTO OHMOJMOTEYHOTO IOJB30BATENS W
notpeduresns nHGOPMAIMH, COJICHCTBYET HHTETPAIlMM KOMITJIEKCAa 3HAaHUW, YMEHUN
Y HaBBIKOB pa0OTHI C KHUTOW ¥ MHPOPMAIIHEH;

OKa3bIBaeT MH(OPMALMOHHYIO MOJACPKKY B PEUICHUH 3a/lady, BO3HUKAIOUIUX B
mporecce  y4eOHOHW, camMooOpa3oBaTeIbHOM H  JIOCYrOBOM  JESATEIHHOCTH
00yJaroImXcs;

OpraHu3yeT MAacCOBBbIE MEPOMNPUITHUS, OPUEHTHUPOBAHHBIE HA DPa3BUTHE OOIIEH U
YUTATEIbCKON KYJIbTYPhl TUUYHOCTH;

COJICHCTBYET IIearornyeckuM pabOTHHKAM B OpraHu3aluu 00pa30BaTEIbHOTIO
rpolecca 1 Iocyra 00y4aronuxcs.

2.3.3. OcymecTBiser nuddepeHnpoBaHHOE OMOIMOTEYHO -MH(POPMAITMOHHOE
00cyKMBaHUE Te1aroriuecKux pabOTHUKOB:

e BBIABISIET UH(DOPMALIMOHHBIE MTOTPEOHOCTH U YIOBJIETBOPSET 3aMPOCHI, CBSI3aHHBIE

¢ o0y4eHHreM, BOCITUTAHUEM O0YJarOIIUXCSl;

e coJeicTByeT Mpo(ecCHOHANBPHON  KOMIIETEHIMM  IEJaroroB, MOBBIIICHUIO

KBaJIM(DUKAIIMH, TPOBEJICHUIO aTTECTALIUN;
e OCYIIECTBJISET TeKyilee HHpopMUpoBaHue (IHH HUHPOpPMAIUU, O0030PbI HOBBIX
MOCTYIUICHUHN U MyOJIUKALINiA);
e CIIOCOOCTBYET NPOBEACHHUIO 3aHATHUH 10 (OPMHUPOBAHHIO HHGOPMALMOHHOM
KyJIBTYpbl 0OyJaromuxcs, ABiseTcs 6a30i Ui MPOBEACHUS MPAKTHUECKUX 3aHATHIH
1o padote ¢ MH(POPMAIIMOHHBIMU peCypcamH.
2.3.4. OcymecTiser muddepeHInPOBaHHOE O6uOIMOTEeYHO -UH(POPMALIMOHHOE
oOciTy>)KuBaHUE poJUTeNeH (3aKOHHBIX MpeICTaBUTENeH) 00ydaronuxcs:
e YJIOBJIETBOPSET 3aIPOCHI MOJIb30BaTENEN U MHPOPMHUPYET O HOBBIX MOCTYIUICHUSAX B
O6ubnmoTeKy;

e KOHCYIbTHPYET IO BOIPOCAM OpraHU3alMH CEMEHHOro YTEHHs, 3HAKOMHUT C

uHpopMalnuei Mo BOCIUTAHUIO JIETEH;

e KOHCYJIBTHUPYET 110 BONPOCAM Y4eOHBIX U3AaHUM AJIs1 00YyJaIOLIHXCSl.

3. Opranuszanus J1esiTeJbHOCTH OMOJIN0TEKH



3.1. OOmee pyKOBOJACTBO JESATEIBHOCTHIO OWOIMOTEKH OCYHIECTBISET PYKOBOAUTEIND
00pa3oBaTesbHON OpraHU3aIH.
3.2. HemocpencTBeHHOE  PYKOBOACTBO  OHMONHMOTEKOW  OCYHIECTBIISICT — 3aBEHYIOIIHMA
OMOIMOTEKOH, KOTOPBIN Ha3HAYACTCSI PYKOBOIUTEIEM 00pa30BaTEIIBHON OpPTraHU3aIIHH.
3.3. 3aBeayromuii OUOIMOTEKON HECET OTBETCTBEHHOCTDb B IIpE/eIaX CBOEH KOMIIETEHLIUHU 3a
OpraHu3aIUIo U PE3YNIbTATHl ACATEIBHOCTH OUOINOTEKH.
3.4. 3amemyromuii OuOIMOTEKONW pa3padaTblBaeT U NPEJOCTABISIET PYKOBOJAUTEIIO
00pa3oBaTebHON OpraHU3aIlK Ha YTBEP)KJICHHUE CIEAYIONINE JOKYMEHTHI:

e TIOJIOKEHHUE O OMONIMOTEKE, IPABUJIIA TIOJIH30BAHKS OUOINOTECKOI;

e IIJJAHOBO-OTYETHYIO IOKYMEHTAIIHUIO.
3.5. B cocraB 6u0n1oTEKN BXOIUT:

e a0OHEMEHT;

e COBMCIICHHBIN ¢ aDOHEMEHTOM YUTAILHEIN 347,

e OT/IEN y4EOHUKOB;

3.6. bubnuoreyHO-UHPOPMALIMOHHOE OOCIY’)KMBAaHUE OCYIIECTBIISIETCSI B COOTBETCTBUU C
IIaHaMH paboThl OMOIMOTEKH U PEKUMOM paboThl 00pa30BaTEIbHON OpPraHU3alINH.

3.7. bubnuoTteka BHpaBe NPEJOCTABIAThH IUIaTHbIE OMOIUOTEYHO-UH(DOPMAIIMOHHBIE YCIYTH,
MepeueHb KOTOPBIX OMPEIEISIETCS YCTaBOM 00pa30BaTeIbHOM OpraHu3aIiiy.

3.8. Pexxum paboThl OUONMMOTEKH OMpENeNseTcs 3aBeAyIONIMM OHOIMOTEKONH C y4eToM
pekuMa paboThl oOpa3oBaTeNbHOW opraHu3anuu. OJUH pa3 B MeECSI] MPeIycMaTpPUBACTCS
CaHWTAPHBIN JICHb, B KOTOPBIH 00CITYy)KUBAaHUE T10JIb30BATEIICH HE TIPOU3BOIUTCS.

4. YdeTr nocTynjieHusi U BbIOBITHS JOKYMEHTOB OUOJIMOTEYHOTr0 (poHIA

4.1. [Ipuem nOKyMeHTOB B ()OH/T OMOIMOTEKH BKIIOYAET CJICTYIOIIUE OTICPAIIHH:

e CBEpKa NOCTYIJICHUI C MEpPBUYHBIM YYETHBIM JIOKYMEHTOM (HaKiajaHas, akT),
BKJIIOUAIOLIUM CIHUCOK MOCTYMUBIIUX JOKYMEHTOB;

e COCTaBJieHHME TEPBUYHOTO YYETHOTO JOKYMEHTa [uis TOCTYyIUIeHMH  0e3
COMPOBOIUTENBHOM TOKyMEHTAIUY;

e perucTpanusi NOCTYNUBIIUX JOKYMEHTOB B PETHCTPAaX CYMMapHOIO, IPYIIIOBOTO U
naauBuayanbHoro yuera (I'OCT 7.0.93-2015 «bubmuorteunsiii Gona. TexHomOTHSA
(hopMUPOBaHHSY).

4.2. Ilpm TOMOTHEHWH OCHOBHOTO OMOMMOTEYHOro OHAA HEOOXOJAMMO COOJIIOAATH
TpeboBanus DenepanpHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O mnpoTHBOACHCTBUM
AKCTPEMUCTCKON JAesTenbHOCTU». JloKyMeHThl, BKkItoueHHble B DenepanbHblii CHUCOK
AKCTPEMUCTCKUX MarepualnoB (nairee — ®COM), omyOIMKOBaHHBIN Ha O(UIIMATBLHOM CalTe
Munrocra  (http://minjust.ru/ru/extremist-materials), mnpuoGperarp  3ampemieHo, IpH
BBISIBIICHUH UX B (JOHJIE — U3BIMATh U3 JIOCTYIIA.

4.3. Yuet u 00paboTka TOKyMEHTOB OUOIMOTEYHOTO (HOHIA.

4.3.1. Yyer u 00paboTKa JOKYMEHTOB OCHOBHOTO (hOHJIa OCYIIECTBISETCS WHIANBUAYAIbHBIM
cnocoboM. CBeneHuss O TIOCTYNUBIIUX TIE€YaTHBIX JOKYMEHTax BHocATcsa B «KHury
CYMMapHOTO y4eTa JOKYMEHTOB OCHOBHOTO (hOH/Ia.

[TocTynuBIIMM TOKyMEHTaM TPUCBAWBAIOT WHIAWBHUAYAIbHBIM PETUCTPALIMOHHBIA HOMEp
(MHBEHTApHBIM HOMEp WJIM WHOW 3HaK, MPHUHSITHI B KaueCTBE PETUCTPALlMOHHOTO HOMEpa,
CUCTEMHBIN HOMEp JUTSl DJIEKTPOHHBIX JTIOKYMEHTOB) U MIU(P XpaHEHHUS.

Peructpanmonnsie HOMepa U MUGPBl OTMEYAIOT B PETUCTPAX HMHIUBUIYATBHOTO y4eTa
JOKYMEHTOB — MHBEHTAPHOU KHUTe, KAPTOTEKE PErucTpaliy ra3er, )KypHajaoB, y4eTHOH Oa3e
TTAHHBIX.

Bce sx3emMmisippl MpUHATHIX W3AaHUN mTemnentoroTcs. llltemmens ¢ HauMEHOBaHUEM
00pa3oBaTeNbHOM OpraHu3aluyd JOJHKEH OBITh MPSAMOYTOJbHOU (OpMBI, pa3smMepoM He
Ooubiie uem 1,5 X 4 cMm.



Temnens cTaBUTCS Ha 000POTE TUTYJIBHOIO JIUCTA (NP OTCYTCTBUM TUTYJIBHOTO JIMCTA —
Ha IIEpBOHM CTpaHMIlE TEKCTa IOJ 3arjaBueM), Ha 17-i cTpaHuULE MOJ TEKCTOM B JIEBOM
HIDKHEM YTy U Ha 000pOTe KakKJI0ro mpuiioxeHus. Ha Opomrtopax u KypHaiax IITEMIIeNTb
CTaBUTCS TOJBKO Ha 00JI0KKE WJIM Ha TIEPBOM CTPAHUIIEC TEKCTA.

CocraB ocHoBHOrOo (hoHAAa (UKCHPYETCS B KapTOYHOM ai(aBUTHOM Karajiore, B
ANIEKTPOHHOU 0a3e NaHHBIX OMOIHOTEKH.

4.3.2. Yuer m o0OpaboTka crnenuanu3upoBaHHoro ¢onma. Crenuanu3upoBaHHBIN (HOHIT
YUUTBIBACTCS U XPAHUTCS OTACIBHO OT OCHOBHOTO OMOIMOTEUHOTO (hOHA.

VY4er NOKYMEHTOB CHEIUAIM3UPOBAHHOTIO ()OHMAA, KaK MHOTOIK3EMIUIIPHON JIHUTEpaTyphl,
OCYILIECTBJISIETCSl TPYIIOBBIM crocoboM U orTpaxkaercs B «KHure cymmapHoro ydera
yueOHOro (OHJ1a» U B KAPTOTEKE PETUCTPALIMOHHBIX KaPTOUEK.

Ha kaxxn0e HauMeHOBaHKE TOKYMEHTOB CIEUAIN3UPOBAHHOIO (OH/Aa 3aBOAUTCS OT/ENbHAs
yueTHas Kaprouka. Kaprouku c OuOnmorpaduyeckum omMCaHMEM H3JAaHUN Y4EeOHHKOB
paccTaBiIOTCS B YYETHYIO KapTOTEKy IO KjaccaM, a BHYTPHU KJIaccoB — MO aj(aBUTy
(dbamuInii aBTOPOB WM 3arjiaBuil. J{s KOHTPOJIA 32 COXPAaHHOCTBIO YYETHBIX KapTOUYEK OHU
peructpupytotcs B «OKypHane perucrpaiuy yueTHbIX KapTOoUeK y4eOHUKOBY.

Texuuueckast 00paboTKa TOKyMEHTOB MPeTyCMaTPUBAET CIAEAYIOIINE ONEepaluu:

e TPOCTaBJIEHHE HA KaXIOM JOKYMEHTE IITeMIiedsi OUOIMOTEeKH B COOTBETCTBUU C
MYHKTOM 4.3.1 HacTOAIIEro MoJI0KEHUS;

e W3rOTOBJICHHE W NPUKpPEIJICHHE K JOKYMEHTY mnacmopra ydeOHuKa. [lacmopt
ydueOHUKa MPUKJIEUBAETCs Ha MOCIEAHEH cTpaHHile yueOHMKA. 3amojHsAeTcs Mpu
BbIJ[aU€ YUTATEIIO.

VYuer cienuann3upoBaHHOro GOHa IPEeTyCMaTPUBAET OTPAXKEHUE €r0 COCTaBa B CIIPABOYHO-
oubmuorpadudeckom amnmnapare OMOIMOTEKH, B TOM YHUCIIE B DJIEKTPOHHOM 0a3e TaHHBIX.

4.4. BoIObITHE TOKYMEHTOB OMOIHOTEYHOTO (POHA.

4.4.1. IlpyunHBI, O KOTOPBHIM JTOKYMEHT MOKET OBITh BBIBEJCH M3 COCTaBa OMOJIMOTEYHOTO
(¢oHIa, BKIIOYAIOT B TOM YHUCIE BETXOCTh, JE(PEKTHOCTh, YCTApeNOCTh IO COJEP KAHMIO,
yTpary. HckirodyeHne AOKyMeHTa W3 OMOIMOoTedyHOTO (OHIA MPOBOJMTCS HA OCHOBAHUH
aHaJIM3a cocTaBa OMOIMOTEYHOro (OHIA U PE3YJIBTATOB €r0 MPOBEPKHU.

4.4.2. Tlox BETXOCTBIO JOKYMEHTAa MOHHMMAIOT PE3ylbTaT €CTECTBEHHOTO CTapeHHs WU
(bu3n4ecKoro U3HOca JIOKYMEHTa.

4.4.3. Tlon nedexkTHOCTBIO JOKyMEHTa IOHMMAKOT YacTUYHYK WM IOJIHYIO YyTpary
9KCIUTyaTal[MOHHBIX KAYECTB JOKYMEHTA B PE3yJbTaTe BHEIIHErO BO3/IEHCTBHUS.

4.4.4. Tlon ycrapenocThiO0 MO COJEPKAHUIO NOHUMAIOT NOTEPI0 aKTYaJIbHOCTH TEMaTHKH,
MOJATBEPXKIAEMYI0  OTCYICTBUEM  CIpoca  4yuTareneil, HEeBOCTpeOOBaHHOCTBIO B
nepepacipeesieHuH U pealu3aiuu.

4.4.5. Tlog yrparoii JOKyMEHTa MOHMMAIOT €ro OTCyTCTBHE B (oHJE OUOIUOTEKH IO
IPUYMHAM [OTEPH, XUUIEHUs, O€IACTBUH CTHUXMMHOIO, TEXHOTEHHOro (B TOM YHUCIE
XaKepCKOM aTaku U HEBOCCTAHOBUMOIO COOSl 3JIEKTPOHHOTO OOOpYyIOBaHUS) WU
COLIMAJIBHOTO XapaKTepa, [0 HEYCTAaHOBJICHHOM MPUYHHE.

4.4.6. Ilpouecc HCKIIOYEHHS JOKYMEHTOB M3 (oHAa OHOIMOTEKH OCYIIECTBISIETCS B
cooTBeTcTBUU ¢ [lopsakoM ydera TOKyMEHTOB, BXOJIIUX B COCTaB OMOIMOTEUHOro (oHAa,
YTBEPXKACHHBIM NpukazoM MuHKyaeTypsl oT 08.10.2012 Ne 1077.

4.4.7. BoiObiTHE IOKYMEHTOB OuOMMOTEYHOro (oHJIA IMPOU3BOAUTCS B pe3yabTaTe HX
CIHMCaHUs KOMUCCHEH, CO3TaHHON pyKOBOIUTENIEM 00pa30BaTeIbHOM OpraHu3aluu.

4.4.8. VYrunuzanus CHHUCAaHHBIX JOKYMEHTOB OMOIMOTEYHOro (oHAa MPOU3BOAUTCS B
COOTBETCTBUU C 3aKOHOAATENLCTBOM PD.

5. IlpoBepka 10KYMeHTOB OMOJIHOTEYHOr0 (POHIA

5.1. IlmaHoBasg mpoBepKa JOKYMEHTOB OHONMMOTeuyHOro (OHJa MPOBOJIUTCS €
NEPUOJNYHOCTBIO OJMH Pa3 B MATh JE€T HA OCHOBAaHUM Tpaduka MPOBEPKH, YTBEP)KICHHOTO
3aBeYIOUINM OMOIHMOTEKOM.



5.2. BuHemmaHoBas TMpoBepKa JOKyMEHTOB OHOMMOTEYHOro (QOHIAa TPOU3BOJAMUTCS B
00s13aTeTLHOM TMOPSIJIKE:

e TIpU BBHISBICHUH (DAKTOB XHINCHUS, 37I0yIIOTPEOICHUS UK MIOPYU JOKYMEHTOB;

e B ClIydyae CTUXUHHOTO OEICTBHUS, MOXKapa WM APYrUX Ype3BbIYAHHBIX CUTYyallHi,

BBI3BAHHBIX IKCTPEMAJILHBIMH YCIIOBUSMU;

e IIpU PEOPraHU3alMU WIN JUKBUIALIMHA 00pa30BaTEIbHON OpraHu3aluu.
5.3. TIpoBepka (oHAa HA TpEeIMET HAIUYHS B HEM JOKYMCHTOB, BKIOYCHHBIX B DCOM,
MIPOBOJIUTCS:

e TIPU MOCTYIUICHUU HOBBIX JJOKYMEHTOB B (DOHI;

e cHCTEMaTH4yecKd (HE pexe OJHOro pa3a B Tpu Mecsna) myteM cBepku @COM co

CIpaBOYHO-OMOIMOTrpaduueckum anmnapatoMm GoHaa OUOITHOTEKH.

5.4. Tlo uroram THpOBEpPKH 3aBENYIONIUN OMOIMOTEKOW COCTABIsE€T aKT, MOJIMUCHIBACT U
XpaHUT €ro B OMOJIMOTEKE B TEUEHHE CpPOKa, YCTAHOBJIEHHOTO HOMEHKJIaTypol aen. Ecmu
KaKue-TO JIOKYMEHThl OTCYTCTBYIOT TI0 HEYCTAaHOBJICHHOW TIPUYMHE, TO K AaKTy
MIPUKJIIAJBIBAETCS UX CIIMCOK, B KOTOPOM (DUKCHUPYIOTCSI CBEJICHUS O KOJIMYECTBE TOKYMEHTOB
O6ubmmoTeyHoro ¢GoHAa B HATUYUHU U KOJIUYECTBE OTCYTCTBYIOIIUX JOKYMEHTOB, B TOM YHUCJIE
[0 HEYCTAaHOBJIEHHOW mnpuuMHe. B akTe Takke yKa3bIBalOTCA HOMEp M Jara akTa
MpeABIAYIIEN TPOBEPKH.
[Ipn BBISIBICHMM B Tpolecce MpPOBEepKH (OHIA OTCYTCTBYIOIIUX JIOKYMEHTOB |
HEBO3MOKHOCTH YCTAHOBJICHUS BUHOBHBIX JIMI[ YOBITKA IO HEIOCTa4aM CIHCBHIBAIOTCS B
COOTBETCTBUU C JICHCTBYIOLIUM 3aKOHOAATEIbCTBOM.
5.5. Jlns mpoBepku OubmmoreyHoro ¢oHaa o0pa3oBaTeIbHON OpraHU3alMM Ha MpPEeaMeT
HaJau4usi B HEM JOKYMEHTOB, BKIIOUeHHBIX B DCOM, B 00pa3oBaTelbHONW OpraHu3aliiu
co3maetcsi cnernuainbHas Komuccus mo cBepke Oumbmmoreunoro (onma ¢ denepaibHBIM
CIIMCKOM  3KCTPEMHUCTCKHMX MAaTEpUajoB, BbBISIBICHUIO, M3BATHIO M  YHHUUYTOXKECHHIO
HKCTPEMHUCTCKUX MaTepuaioB (naimee — Komuccuss 1o mOpoBepke HSKCTPEMHCTCKHX
MaTepHuasoB), KOTOpas CUCTEMAaTHYECKH (HE peXe OJTHOTO paza B TPH MECAIIA) OCYIIECTBIISCT
MpoBepKy OubamoTeuHoro ¢GoHma 00pa3zoBaTEILHON OpraHU3alMK Ha TPEIMET HAJIWYUS B
HEM JIOKyMEHTOB, BKIOYeHHbIX B DOCOM, nyrem cBepku DCOM co chnpaBodHO-
oubmuorpadudeckum anmapatoM GoHpa.
[Ipu BeIsIBICHUM JOKyMEHTa, BKIrOYeHHOro B ®@COM, Ha sTame KOMIUICKTOBaHUS (HOoHIA
YKa3aHHBII JOKYMEHT HE MOJUICKUT BKJIIOYEHHUIO B OMOIMOTEYHbIN (OHI 00pa30BaTEIbHOMN
OpraHu3aIiy.
B cnyuae BbIsiBIEHHsSI TOKyMeHTa, BKIOYeHHOTO B PCOM m yxe Haxoxsmerocs B GoHC
O6ubnrorekn oOpa3oBaTENbHON OpraHU3aluM, JOKYMEHT HCKIIOYaeTcs W3 OMOIMOTEYHOro
(dboHIa U TOUICKUT YHHUTOKCHHUIO.
6. Ilopsi10K MOJIb30BAHUSA OUOJIMOTEKOM
6.1. 3anuce oOyuaronuxcsa oOpa3oBaTENbHON OpraHU3alry B OUOIMOTEKY MPOU3BOIUTCS T10
CIIMCOYHOMY COCTaBY KJjacca B HWHIUBUAYaJbHOM TOPSAKE, MEIaroru4ecKuX M HHBIX
paboTHUKOB 00pa3oBaTEIbHON OPraHU3alUU, POIUTENEH (MHBIX 3aKOHHBIX MPEACTaBUTENCH)
oOyuaromuxcs — 1o macmopry. Ilepepeructpaiuss mosib3oBareiel  OMOIMOTEKU
MIPOU3BOIUTCS €XXETO/IHO.

6.2. JIOKyMEHTOM, TOATBEPXAAIOIIMM TPaBO TMOJb30BaHUSA OUONIMOTEKOM, SBISETCS
yuTatenbCKkuil  popmymsip.  Uwurarenbckuit  dpopmynsap — GuKcHpyeT  AaTy  BbLAAYH
MOJIb30BATENI0 JOKYMEHTOB U3 PoHIa OMOIMOTEKH U UX BO3BpAIEHUS B OUOIHOTEKY.
6.3. ITopsa0K MONTE30BaHMsT A00HEMEHTOM:
6.3.1. [lonp30BaTeny UMEIOT MPABO MOJYYUTHh HA JIOM U3 MHOTOTOMHBIX M3JIaHUI He Ooee
JBYX JTOKYMEHTOB OJJTHOBPEMEHHO.
6.3.2. MakcuMalbHbIE CPOKH MOJIH30BaHUS TOKYyMEHTAMU:

e yueOHMKH, ydeOHbIe TOCOOUS — ydeOHBIN TO;



e HayyHO-TIONYJSIpHAsi, MO3HABATENbHAs, XYA0KECTBEHHas JUTepaTypa — OIHMH
MECHIII,

e TEPUOJAMYECKHE U3JaHUs, U3JaHUs MMOBBIIICHHOTO cripoca — 15 aHeil.

6.3.3. Ilonp3oBarenu MOTyT NPOMJIUTH CPOK TOJIB30BaHUS JAOKYMEHTAMM, €CIUM Ha HHUX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTHX MOJIH30BATEINEH.

6.4. [TopsiioK MOJTH30BAHUS YATAIBHBIM 3aJI0M.

6.4.1. JlokyMeHTBbI, IpeHa3HAYCHHBIC U151 pa0OTH B YNTAILHOM 3ajie, Ha JOM HE BBIIAIOTCS.
6.4.2. DHIMKJIONEANH, CHPABOYHHUKH, PEIKHE, IICHHBIE W HMMCIOIIHECS B CIWHCTBEHHOM
HK3EMIUIAPE TOKYMEHTHI BBIJAOTCS TOJBKO Uil PA0OTHI B YMTAIIEHOM 3aJIe.

6.5. [Topsimok paboOTHI C KOMITBIOTEPOM, PACTIONOKEHHBIM B OMOJIMOTEKE.

6.5.1. PaboTa ¢ KOMIIBIOTEPOM YYaCTHHUKOB 00pa30BaTEILHOTO MPOIECCa MPOU3BOIUTCA TIO
rpaduKy, YTBEpXKJACHHOMY pPYKOBOJWTENIEM 00pa3oBaTelNbHOW OpraHu3almii, W B
MPUCYTCTBUH COTPYAHUKA OMOINOTEKH.

6.5.2. Pa3pemmaercst pabota 3a OJJHUM MEPCOHATHHBIM KOMITBIOTEPOM HE 00JIEe IBYX UETIOBEK
OJTHOBPEMEHHO.

6.5.3. Tlonmb3oBaTenb UMEET MPaBo PabOTaTh ¢ COOCTBEHHBIM HOCUTEIEM MH(GOPMAIUH TTOCIIE
MIPeIBAPUTENILHOTO TECTUPOBAHMSI €10 PAOOTHUKOM OMOITUOTEKH.

6.5.4. Tlo Bcem BompocaMm moucka HWHPOPMAIMU B HMHTEPHETE IMOJIH30BATENh JOIKEH
oOpaiiarecss K pabOTHUKY OMOIMOTEKH; 3ampeniaercst oOpalleHre K pecypcam HHTEpHETa,
MIPEIOJIararoIuM OIUIaTy.

6.5.5. PaGota ¢ KOMIBIOTEPOM MPOU3ZBOJUTCS COTJACHO YTBEPXKJIEHHBIM CaHUTAPHO-
TUTHEHUICCKUM TPESOOBAHHUSIM.

7. IlpaBa u 0013aHHOCTH OMOJIMOTEKH

7.1. PaboTHHKN OMOIMOTEKH UMEIOT TIPABO:

e CaMOCTOSITENIPHO BbIOMpaTh (GOPMBI, CpPEACTBA W  METOJb  OMOJIMOTEYHO-
MH(POPMAIIMOHHOTO  OOCITYKMBaHHS OO0pa30BaTEJIPHOTO W  BOCHHUTATEIHHOTO
MPOLIECCOB B COOTBETCTBUU C IENAMU U 3a/JadyaMM, YKa3aHHBIMH B YyCTaBe
00pa3zoBaTeIbHON OPraHU3aIlui U TIOJIOKEHUH 0 OMOIHOTEKE;

e TPOBOJUTH B YCTAHOBIIEHHOM MOpPsAKE (haKyJIbTaTUBHBIC 3aHATHUS, YPOKH U KPYKKU
OMOIMOTEYHO-ONOIMOTpaPUIECKUX 3HAHUK U HH(DOPMAITMOHHOM KYJIbTYPHI;

e OMNpeAeNsTh HCTOYHUKH KOMILIEKTOBAHUS HH(POPMAIIMOHHBIX PECYPCOB;

e H3bIMATh M PEaJU30BBIBATH JOKYMEHTHI U3 (DOH/IOB B COOTBETCTBUU C MHCTPYKIIMEH
1o y4yety oubnuoreqnoro (onma;

e YyYyacTBOBaTb B  yIpaBICHUH OOpa30BaTEIbHONW OpraHU3alMd B  MOPSJIKE,
OTIpE/IeNIIEMOM YCTaBOM;

e YYacTBOBaTb B COOTBETCTBHH C 3aKOHOIATENbCTBOM P®D B paboTe OMOMMOTEUHBIX
accollMalui WK CO030B.

7.2. PaGoTHHKY OUOIHOTEK O0S3aHbI:

e o0ecreuuTh TMOJIb30BATENSIM BO3MOXKHOCTh PabOThl ¢  WHGOPMAIMOHHBIMU
pecypcamu OMOINOTEKH;

e HHPOPMUPOBATH MOJIB30BATENECH O BHAAX MPEAOCTABISIEMBIX OMOTHOTEKOM YCIYT;

e OCYIIECTBJIATh IJIAHOBBIE W BHEIUIAHOBBIE MPOBEPKH OubInoTeyHoro ¢HoHsa,
PETYISPHO OCYIIECTBISATH MPOBEPKY OuOIMOTeyHoro ¢oHma o00pazoBaTEIbHOMN
OpraHHU3aIy Ha TPEeIMET HAINYKsI B HEM JOKYMEHTOB, BKITFOUeHHBIX B DCOM;

e o0ecrneunTh HAyYHYIO OpraHu3alnio GOHIOB U KaTaloroB;

e ¢opmupoBath (GOHIBI B COOTBETCTBUU C YTBEPKIEHHBIMU (hefepanbHbIMU
MepeyHs MU y4eOHBIX W3JIaHUHM, OCHOBHBIMHU OOpa30BaTENbHBIMU IPOTPAMMaMU
00pa3oBaTeNbHON OpraHu3alfy, HHTePECaMH, MOTPEOHOCTSAMH M 3allpocaMu BCEX
KaTEropui NnoJib30BaTeNE;

e COBEpIICHCTBOBAaTh  HMH(OpPMAIMOHHO-OMOMUOTpaduueckoe u  OMOIHOTEYHOE
o0cyKMBaHUE TIOJH30BaATEINCH;



e o0ecreunBaTh COXPAaHHOCTh HCIIOJB30BAaHMA HOCUTENEH HWHPOpPMALUHU, HUX
CHCTEMaTH3alHI0, Pa3MELICHNE U XpaHCHNE;

e o0ecrnieunBaTh PEKUM padOTHI B COOTBETCTBHH C MOTPEOHOCTSIMH TIOJIL30BATENICH U
paboToit 00pazoBaTEIBLHON OpPraHnu3aIny;

e OTYHTHIBATHCS B YCTAHOBJICHHOM IOPSJIKE NIEpe] PYKOBOAUTENIEM 00pa3oBaTeIbHOM
OpraHu3aIuH.

8. IIpaBa u 00s13aHHOCTH MOJIb30BaTeJ el OUOIMOTEKH
8.1. Ilosnp3oBaTenu OMOIMOTEKH UMEIOT IIPABO:

e TMOJNydyaThb TMOJHYHO HWHpOpMAmUIO O cocraBe OubOamoTedHoro  (oHna,
MH(GOPMAIMOHHBIX PECYPCax M MPEI0CTaBIIEMbIX ONOTUOTEKOH ycayrax;

e TI0JIb30BAThCS CIPABOYHO-OMOIMOrpaduuecKuM anmnapaToM OUOINOTEKH;

e TMIOJNy4aThb KOHCYJbTAIMOHHYIO TIOMOIIF B TIOMCKE W BHIOOpE WCTOYHUKOB
nHpopmanuy;

e TIIOJIydaTh BO BPEMEHHOE II0JIb30BaHWE Ha a0OHEMEHTE W B UYHUTAIBHOM 3ajie
NeJaTHbIe W3JaHUs, ayJuOBH3YaJbHBIE JOKYMEHTBI U JIpyTM€ HCTOYHUKHU
nHpopmanuy;

e TIPOJUIEBATH CPOK IOJIL30BAHHS JOKYMEHTAMH,

e TIOJy4aTh TeMaThyeckue, ¢pakrorpadudeckue, yrouHstonme u oudnuorpaduyeckue
CIPaBKHU Ha OCHOBE (poHIa OMOITNOTEKH;

e TMOJNy4aTh KOHCYJIBTAIIHOHHYIO IIOMOIIP B pabore ¢ wuHMOpMAIMEHd MpH
MOJIb30BaHHH DIIEKTPOHHBIM U UHBIM 000PYIOBaHHEM;

e YYaCTBOBATh B MEPOTIPHSITHSX, TPOBOTUMBIX OHOITHOTEKOM.

8.2. [Tonp3oBarenu OMOINOTEKH OOS3aHBbI:

e CcoOIO/IaTh MpaBUJIa TIOJIB30BAHUS OMOINOTEKOM;

e OCPEeXKHO OTHOCUTHCA K TPOU3BEIACHUSM TieyaTH (HE BBIPHIBATh, HE 3arudath
CTpaHUll, HE JIeNaTh B KHUTaX MOJAYEPKUBAHUM, IOMETOK), MHBIM JOKYMEHTaM Ha
Pa3IMYHBIX HOCUTENSX, 000PYI0BaHNIO, HHBEHTAPIO;

e TOJACPKUBATH TMOPAJOK PACCTAHOBKM JIOKYMEHTOB B OTKPBITOM JOCTYIIE
OMOIMOTEKH, PACTIONOKEHHS KApTOUEK B KaTajlorax U KapToTeKax;

e TIOJIb30BaThCSl LIEHHBIMH U CIPABOYHBIMU JOKYMEHTaMH TOJBKO B IOMEIIEHUU
OUOIHOTEKH;

e yOenuTbCs MpHU TMOJYYEHUU JOKYMEHTOB B OTCYTCTBUM J1e(eKTOB, a IpHU
oOHapykeHHMH  npouHpopmMupoBaTh 00 ATOM  pabOTHHKA  OHOJMOTEKH.
OTBeTCTBEHHOCTh 3a OOHApY)KEHHbIE Je(PEeKThl B CAABAEMbBIX JOKYMEHTaX HECET
MIOCJICTHUI MOJIH30BATENb;

e BO3BpalllaTh JOKYMEHTHI B OMOIMOTEKY B YCTAHOBIIEHHBIE CPOKH;

e 3aMEHATh JOKYMEHTbl OHOMMOTEKHM B CiIy4ae UX yTpaThl WIM TOPYH UM
PaBHOIICHHBIMU JTHOO KOMIIEHCHpOBaTh yiepd B pa3Mepe, YCTaHOBIECHHOM
MpaBUJIAMH T0JI30BAHUS OMOINOTEKOM;

e TIOJHOCTHIO PACCUUTATHCA C OMOMMOTEKOW IO MCTEYEHHH CpoKa OOydeHUs WU
paloThI B 00111€00pa30BaTEILHOM YUPEKICHUU.



