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IMMOJIOKEHUE
Mosoxenne o GubIHOTEKE

1. O6mue nonoxkeHus

I.1. Hactosmee monoxeHHe periaMeHTHPYET AESTENHHOCTh OHOIHOTEKH MYHHLHIIATEHOTO
OromkeTHOr0 06MmEe00pa3oBaTeNbHOr0 yupeskaeHus «OcHOBHAS o0meobpa3oBaTenbHas IKoIa
uM. X.B.Baranosa c. Bepesusx» Kyxmopckoro MYHHIHUNANbHOro pailona PT (mamee —
00pa3oBaTeNbHAS OPraHM3ars).

1.2. Hacrosmee mnonoxkenne pa3paGoTaHO B COOTBETCTBHH C DesiepanbHbIM  3a8KOHOM  OT
29.12.2012 Ne 273-®3 «06 obpasoanuu B Poccuiickoit ®Qenepaiuy, NpUKa3oM MUHKYIBTYpEI
or 08.10.2012 Ne 1077 «O6 yTBepxkeHHH [lopsinka ydyera 1OKyMEHTOB, BXOZSIIMX B COCTAB
GubnoTeunoro honza» ¢ yyerom muckmMa MuroGpasosannus ot 23.03.2004 No 14-51-70/13 «O
[IpuvepHOM TONIOXEHHH 0 GuOIHOTEKE 00111e06pa30BaTeILHOTO yupexkaeHH», MeToanuecKux
PEKOMEHTallHit OI'BHY «HITb HM. K. ViuHcKoroy oT
31.05.2017, pexomenmanuit MurkysTypE o1 12.09.2017 mo paGoTe GHOIHOTEK C JOKYMEHTAMH,
BKITIOYEHHBIMH B (DeEPalbHBIif CITHCOK IKCTPEMHCTCKUX MATEPHAIOB.

1.3. Bubnuoteka SBISETCS CTPYKTYpHBIM noJpaszieleHHeM 00pa30BaTeIbHOM OpraHu3alliH,
CO3NAHHBIM B LENSX ObecrieueHHs NpaBa y4yaCTHHKOB 00Da3oBAaTebHOTO MpoLiecca Ha
becriatHoe noMb30BaHHe GHOIHOTe HO-HH(BOPMALHOHHBIMH pecypcamu.

1.4. Tlopsiziok mob30BaHMs HCTOUHUKAMH HH(BOPMALHH, TIepeyeHb OCHOBHBIX YCIYT M YCJIOBHS
HX TIPENIOCTABICHHSA ONPENENSIOTCS HACTOSIIMM MONOKEHHEM O GHONIMOTeKe H NpaBHIAMH
MOJTb30BaHHs OHOIHOTEKOH, yTBEPHKIEHHBIMH PYKOBOIHTENEM 00pa3oBaTeNnbHOI OpraHu3aIuy.

1.5. Oprannsaums oBenykuBaHMS yYAaCTHHKOB 0GpA30BATETHHOIO npolecca IPOU3BOAUTCS B
COOTBCTCTBHM C TpaBWIAMH TEXHHKH 0€30MacHOCTH M MPOTHBONOXAPHBIMH, CAHHTAPHO-
THTHEHHYECKUMHU TPeOOBaHUAMH.

2. lenn, 3anaun, pyHKunn 6u6auorexn

2.1. Uenn GHOTHOTEKH COOTBETCTBYIOT weEIsiM 00pa3oBaTebHOI OpraHM3amuy M BKIIOYAIOT B
cebs B TOM uncie: QopmupoBaHHe o6eit KYJIBTYpPBI JIHYHOCTH OOYYAONIMXCS HAa OCHOBE
YCBOCHHA COACPKAHHUSA OCHOBHBIX 001IC00pa30BATEIbHBIX MPOrPAMM, HX A/ANTAIHS K KH3HH B
o0LeCTBe, CO3JAaHHE OCHOBBI JUIS  OCO3HAHHOTO BBIOOPA H  MOCJEAYIOEr0 OCBOCHHS
MpOQeCCHOHANEHBIX  06pa30BaTENBHBIX NpOrpamMM, — BOCIHMTAHHE  IPaKIaHCTBEHHOCTH,
TPYAOMIOOHS, YBaKEHHS K NPABAM H CBOGOJAM YelTOBeKa, JOGBH K OKpY’Karollel IpHpoe,
Pomune, cembe, Gopmuposanue 310poBoro 06pasa Ku3HH.

2.2. 3anavamu OHGIHOTEKH 06pa3oBaTeIBHOI OpraHU3alMH ABISIOTCS:



e obecrneueHre y4yaCTHHKaM 00pa30oBaTEIBHOTO Mpolecca — 00yJalonmMes, IeJarornyeckumM
pabOTHHKAM, POJUTEISAM (3aKOHHBIM IIPEICTABUTENISIM) O0yJarOIIHMXCS (J1ajee — MOJIb30BaTENSIM )
— goctyma K uWHGOpMAlMW, 3HAHUSAM, UM, KYyJIbTypHBIM IICHHOCTSIM IOCPEACTBOM
UCIIOJIb30BaHUs ONOIMOTEYHO-UH(DOPMAITMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHU3allny;

e  BOCIHUTaHWE KYyAbTYPHOTO W TPAXKIAHCKOTO CaMOCO3HAHHS, MOMOINL B COIHMAIM3AINN
00y4YaroIerocs, pa3BUTHH €ro TBOPUYECKOTO OTEHIIHANIA,

e TIPUBIICYCHHE OOYYAIOMIMXCS K CHCTEMAaTHYECKOMY YTCHHIO Y4eOHOH, XYH0KECTBCHHOM,
HAYYHO-TIONYJISIPHOW JIUTEPATYPHI;

e  COJECHCTBHE PAa3BUTHUIO MTO3HABATEIBHBIX HHTEPECOB U CIIOCOOHOCTEH 00yUaIOIIMXCS;

e (opMupoBaHHE HABHIKOB HE3aBUCHMOT'O OMOJIMOTEYHOTO IMOJIb30BATENs, O0OYUYECHUE MOKCKY,
0TOOpY U KPUTHUIECKOU OIICHKE HH(OpMAIIHH;

e  COJICHCTBHE MEJarOrHYECKUM PaOOTHHKAM B IOJ0OPE HAyYHO-METOJMYECKON JTUTEPaATyPHI,
WH()OPMHUPOBAHKE O HOBBIX MOCTYIUICHUSX B OMOJIMOTEYHBIN QOH/;

e COBEpPIICHCTBOBAHUE TPEIAOCTABISAEMBIX OMOJIMOTEKOM YCIIyT HA OCHOBE BHEIPEHUS HOBBIX
MHOOPMAIIMOHHBIX  TEXHOJOTHMH W  KOMIBIOTEpU3AMH  OHOIMOTEYHO-WH(OPMAIMOHHBIX
nporeccoB, popmMupoBaHue KoMMOOPTHOM OMOITMOTEYHON CPEIBI.

2.3. bubnuoTeka BBINOIHAET Cleayomue G yHKIUU:

2.3.1. ®opmupyer ¢oHa OHOIMOTEYHO-UHPOPMALMOHHBIX PECYpPCOB  00pa3oBaTEIbHOM
OpraHU3aluK:

e  KOMIUIEKTYET OCHOBHOH ()OHJ| y4eOHBIMH, XY/I0KECTBEHHBIMU, HAYYHBIMH, CIIPAaBOYHBIMH,
MeIarOTMYECKUMH U HAYIHO-TIOMYJISIPHBIMH TOKYMEHTAMU;

e yyYacTBYeT B KOMIUIEKTOBAHUHU CIIEUATU3UPOBAHHOIO (oHAa y4yeOHMKaMU H3 dYHCTIa
BXOJMIIUX B (enepaabHblil IMepeyeHb y4eOHWKOB, IOIMYIICHHBIX K HWCIIOJIB30BAHUIO MPH
peanu3aly HMMEIOLIMX TOCYJapCTBEHHYI aKKPEIUTaLUl 00pa3oBaTeNIbHBIX IPOrpamMm
HA4yaJlbHOTO OOILEro, OCHOBHOIO OOIIEro, CpeJHEero ooOmero oO0pa3oBaHUsA, M Yy4E€OHBIMU
0COOUSIMH, JTOMYIIEHHBIMU K UCIIOJIb30BAaHUIO NPHU pealn3alii YKa3aHHBIX 00pa3oBaTelbHbIX
IpOTpaMM;

e aKKyMynupyeT (OHA JTOKYMEHTOB, CO3/1aBaeMblXx B 00pa30BaTEelbHOM OpraHu3aluu
(my6nukauuii 1 paboT meaaroroB 00pa3oBaTeNbHOW OpPraHU3aluu, JYUIIUX HAay4dHBIX padoT U
pedeparoB ydammxcs u JIp.);

e  OCYUIECTBIISICT pa3MeEIIEeHNEe, OPTaHN3aAINIO U COXPAHHOCTh JIOKYMEHTOB;

e  OpraHM3yeT M BeJAeT CIpPaBOYHO-OMOIMOrpaduueckuil anmapar: KaTajgord (anpaBUTHBIH,
CHCTEMATHYECKHii), KapTOTEKH (CHUCTEMATHUYECKYI0 KapTOTEKy CTaTei, TeMaTHYecKue
KapTOTEeKH), DJEKTPOHHBIM KaTajor, 0a3bl JaHHBIX MO mpoduio 00pa3oBaTENbHOM
OpTaHHU3aIUH.

2.3.2. OcymectBaser auddepeHInpoBaHHOe OHOINOTEYHO-UH(POPMAIIMOHHOE O0CTYKUBAaHUE
o0yJaronuxcs:

e TIpENOCTaBIIACT HHPOPMAIIMOHHBIC PECYPCHI HA PA3THYHBIX HOCHTEIISX;

e opraHm3yer oOOy4eHHWE HaBBIKAM HE3aBHCUMOTO OWOIMOTEYHOTrO TIIOJIb30BATENs U
notpedutens HHPOPMAIUH, COACHCTBYET MHTETPAIlMA KOMIUIEKCA 3HAHHWM, YMEHUI U HABBIKOB
paboThI ¢ KHUTOM U HHPOPMaLIKEH;

e  OKa3bIBaeT MH(OPMAIMOHHYIO MOAJCPKKY B PEIICHUH 3a/a4, BO3HHUKAIOIIUX B IIpOIECCe
y4eOHOI1, caMo00pa30BaTENbHON U IOCYTOBOM EATEIILHOCTH 00yJarOIUXCs;

e OpraHM3yeT MAacCOBBIE MEpONpPHATHS, OPHEHTHPOBAaHHBIE HA pa3BUTHE OOIEH WU
YHUTATEIbCKOH KYJIbTYPhI IUYHOCTH;



e  COJCKHCTBYET MeJarormuecKuM padOTHHUKAM B OpPraHU3aluyd 00pa30BaTEIBLHOrO MpoIecca U
nocyra oOy4Jaronuxcsl.

2.3.3. OcymectBisier auddepeHnupoBaHHOE OHUOIMOTEYHO-UHPOPMAIIMOHHOE O0CITYy)KHBaHUE
Me1arOrMYeCcKMX PabOTHUKOB:

e  BbIBIAET MH(OPMAIMOHHBIE IMOTPEOHOCTH M YAOBJIETBOPSAET 3alpoOChl, CBSI3aHHBIE C
o0y4eHHeM, BOCIUTAHUEM O0Y4JaroLINXCS;

e coJeicTBYeT NpoeCCHOHATBHON KOMIETEHIMH I€1aroroB, MOBBIIIEHUIO KBaTU(pUKALUH,
IIPOBEJICHUIO aTTECTALIUN;

e OCyllecTBIAeT Tekylee HHGopMupoBanue (AHM HH(OpManmuM, 0030pbl  HOBBIX
IIOCTYIUIEHUH U MyOJIMKALUM);

e CHOCOOCTBYET MPOBENCHMIO 3aHATHH MO (HOPMUPOBaAHMIO HMHGPOPMALMOHHON KyJIBTYpBhI
oOyJaromuxcs, sBIseTcs 0a30d I TPOBEACHUS NPAKTUYECKUX 3aHATHH 1o pabore ¢
MH(GOPMALIMOHHBIMH PECYpPCaMH.

2.3.4. OcymectBiser auddepeHunpoBaHHOe OUOIMOTEYHO-UH(GOPMAIMOHHOE O00CTYKUBAaHUE
ponuTene (3aKOHHBIX MPEACTaBUTENCH) 00yUarOIUXCA:

e  VIOBIETBOPSET 3alpOChl IMOJb30BaTEeNIed W HHMOPMHUPYET O HOBBIX TOCTYIUICHHSX B
O6uOINOTEKY;

e  KOHCYJBTHPYET IO BOIIPOCAM OpraHU3alliy CEMEHHOTO YTCHHUS, 3HAKOMHT ¢ WH(pOpMaIuei
110 BOCIIUTAHHIO JCTCH;

e  KOHCYJIBTHPYET MO BOMpPOCaM yUeOHBIX M3aHUMN A 00yUaOUXCsl.

3. Opranuszanus aesiTeJbHOCTH OMOJINOTEKH

3.1. OOmee pYKOBOJACTBO JEATEIBHOCTbIO OMOIMOTEKH OCYLIECTBISET PYKOBOAUTEIND
o0pa30BaTeNbHON OpraHu3aluu.

3.2. HenocpencTBeHHOE PYKOBOJACTBO OMOMMOTEKOW OCYIIECTBIISIET 3aBEAYIOIMINN OMOINOTEKOH,
KOTOPBIM Ha3HAYaeTCsl pyKOBOJAUTENEM 00pa30BaTeNIbHON OpraHu3allu.

3.3. 3aBeayrouiuii GMOIMOTEKONW HECET OTBETCTBEHHOCTh B Ipelelax CBOEH KOMIETEHLIMH 3a
OpraHU3aIMI0 U PE3YIbTaThl AEATEIbHOCTH OUOINOTEKH.

3.4. 3asemyroumii  O6uOnMOTEKON — pa3pabaTbIBaeT M MPEJACTAaBISAET  PYKOBOJIUTEIIO
00pa3oBaTeNbHON OpraHU3aMy Ha YTBEP)KICHUE CIIEAYIOMNE JOKYMEHTHI:

e  TIOJOXKEHUE 0 OMOIMOoTEeKe, MpaBUiia MOJIH30BAHUS OUOITHOTEKOI;
TJTAHOBO-OTYETHYIO JIOKYMEHTAIIHIO.

3.5. B cocTtaB OMOJIMOTEKH BXOIUT:

a0OHEMEHT;
OTJIeN Y4eOHUKOB;
Me/IhaTeKa.

3.6. bubnuoreyHo-uH(POPMALIMOHHOE OOCTY)KMBAHHUE OCYLIECTBISETCS B COOTBETCTBHU C
IJIaHaMu paboThl OMOIMOTEKH U PEKUMOM PabOThl 00Pa30BaATEIHLHON OPTaHU3aIUH.



3.7. PexxuMm paboThl OMOIMOTEKH ONpeAeNseTcs 3aBeAyIOMUM OUOIMOTEKOH ¢ y4eToM pexuma
paboTsl o0Opa3zoBaresnbHON opranu3anuu. OAWH pa3 B MecAll NpeAyCMaTpUBAETCSl CaHUTAPHBIHA
JIeHb, B KOTOPBI 00CITy’)KHBaHUE MOJIb30BATENCH HE IPOU3BOIUTCS.

4. Y4er nocrynJjieHusi 1 BbIObITHS JOKYMEHTOB 0u0/1M0Te4HOro honaa
4.1. IIpueM 10KyMeHTOB B (hOH]I OMOJIMOTEKN BKIIFOYAET CIIEIYIOIUE ONePaLIH:

e  CBEpKa MOCTYIUICHHH C TIEPBHYHBIM yYETHBIM JOKYMEHTOM (HAKJIAJHAs, aKT), BKIIOYAOIINM
CIHMCOK MOCTYIHUBIINX JOKYMEHTOB;

e  COCTaBJEHHE IEPBUYHOIO YYETHOTO JOKYMEHTA JUIA MOCTYIUICHHH 0e3 CONpOBOAMTEIHHOM
JOKYMEHTAIIHH;

e  pEerucTpanys TNOCTYNHBUIMX JOKYMEHTOB B PETHCTPaX CyYMMapHOTO, TpPYNIIOBOIO |
naauBuayaneHoro  ydera (I'OCT  7.0.93-2015  «bubnmoreunsiii  ¢ona.  Texnomorus
(hopMHUPOBAHUNY).

4.2. Tlpu MOMOJHEHUH OCHOBHOTO OMOIMOTEYHOTO (POHIAa HEOOXOIUMO COONIIOAATh TPEOOBAHMS
@enepanpHoro 3akoHa or 25.07.2002 Ne 114-®3 «O mnpoTHBOAEHCTBUM 3KCTPEMHUCTCKOU
nesTenbHOCTH». JIOKYMEHTBI, BKItOYeHHble B DeaepalibHbli  CHHCOK  AKCTPEMHUCTCKHUX
matepuanioB (maee — PCOM), onyOnukoBaHHBIH Ha odunuansHOM caiite MuHiocTa
(http://minjust.ru/ru/extremist-materials), mproOpeTarh 3anperieHo, Py BLISIBICHUH UX B (GOHIE —
M3bIMaTh U3 JIOCTYIIA.

4.3. Yyer u 06paboTKa TOKYMEHTOB OMOJIMOTEYHOTO (POHAA.

4.3.1. Yuer u o0paboTKa JOKYMEHTOB OCHOBHOTO (JOHIA OCYILECTBISAETCS WHAMBUIYaTbHBIM
cioco6oM. CBeZIeHHsI O TIOCTYNHBIIUX TEYATHBIX JOKYMEHTaX BHOCATCS B «KHHTY cymMMapHOTO
ydyeTa JJOKYMEHTOB OCHOBHOTO (hoH/1a».

[TocTymuBmIMM  JOKYMEHTaM NPHUCBAaWBAIOT WHAMBUIAYAIBHBIA PETUCTPALMOHHBIA  HOMEp
(MVHBEHTapHBIH HOMEp WJIM HHOW 3HAK, NPUHATHIH B KauyeCTBE PErHCTPALMOHHOTO HOMeEpa,
CUCTEMHBIN HOMEp ISl 3JIEKTPOHHBIX JOKYMEHTOB) U IIKU(]p XpaHEHUSI.

Perucrtpanmonnble HoMepa W HIM(PHl OTMEYAIOT B perucrpax HHAUBUAYAIbHOIO Y4eTa
JOKYMEHTOB — MHBEHTapHOM KHHUIe, KapTOTEKEe PErucTpali Ta3eT, *KypHaJloB, y4eTHOH Oa3e
JTAHHBIX.

Bce »sk3eMmuisippl NOpUHATBIX W3JAaHUW mteMmnentoroTca. lremnens ¢ HauMEHOBaHUEM
00pa30BaTeNbHON OpPTraHM3alUU JIOJDKEH OBITh MPSIMOYTOJIbHON (DOPMBI, pa3MepoM He OoJblie
gem 1,5 X 4 cMm.

HITemmnens cTaBUTCS HA 000pOTE TUTYJIBHOTO JUCTA (IPU OTCYTCTBUHU TUTYJIBHOTO JIMCTa — HA
MEepBO CTpaHMIIe TEKCTa MO/ 3arjaBueM), Ha 17-i cTpaHulle MoJ] TEKCTOM B JIEBOM HUKHEM YTy
1 Ha o0opoTe Kaxa0ro npuioxenus. Ha Oporrropax u skypHajax IITEMIEIb CTABUTCS TOJIBKO Ha
00JI0’KKE MM Ha MEePBON CTPaHMIIE TEKCTA.

CocraB ocHOBHOTO (oHAAa (PUKCHPYETCS B KapTOUYHOM aj(haBUTHOM Karajore, B 3JIEKTPOHHOM
0a3e NaHHBIX OMOIHOTEKH.



43.2. Yuer um o0OpaboTka crenuanu3upoBaHHoro ¢onna. Cnenuaau3upoBaHHBI  (OHA
YYHUTBIBACTCS U XPAHUTCS OTIEIBHO OT OCHOBHOTO OMOINOTEYHOTO (hOHIA.

Y4er [NOKyMEHTOB CIEUMATU3UPOBAHHOTO (OHAA, KaK MHOTOSK3EMIUIIPHOW JIUTEPaTyphl,
OCYIIECTBISICTCA TPYIIOBBIM CIOCOOOM M oTpakaeTcs B «KHure cymmapHoro ydera y4eOHOTO
(dboHIa» U B KAPTOTEKE PErUCTPALIMOHHBIX KapTOYECK.

Ha xaxpoe HanmMeHOBaHHME JOKYMEHTOB CIEIHATM3MPOBAHHOTO (OHAA 3aBOAMTCSA OTACIbHAS
yueTHas kapTtouka. KapTtouku c¢ OubamorpaguueckuM OINUCAHUEM M3AaHUN y4eOHHKOB
paccTaBiIAIOTCS B YYETHYIO KapTOTEKY IO Kjaccam, a BHYTPU KJIaccoB — Mo aidaBuTy haMuimii
aBTOPOB WM 3ariaBuidl. [l KOHTpPOJS 3a COXPAaHHOCTBIO YYETHBIX KapTO4eK OHH
perucTpupyrorcs B «KypHasie perucTpainu y4eTHbIX KapTOYeK YIeOHUKOBY.

Texauueckas 00paboTKa TOKYMEHTOB IPEAYCMAaTPUBACT CIICAYIOIINE OTIEPALIHN:

e TIPOCTABIICHWE HA KaXKIOM JOKYMEHTE INTEMIeNss OWONMOTEKH B COOTBETCTBHU C
myHKTOM 4.3.1 HACTOAIIEro MOJOKEHUS;

e  W3rOTOBJICHWE W TPUKPEIUICHHE K JIOKYMEHTY macrmopra ydeOHuka. [lacmopr ydeOHUMKA
MIPUKJIEUBAETCA HA TOCIEeAHEN CTpaHuIe ydeOHrKa. 3anoaHsAeTCs IPU BblIaye YUTATEIIIO.

VYder cnenuanu3upoBaHHOTO (DOHIA MperycMaTpUBaeT OTPAKEHHE €ro COCTaBa B CIIPABOYHO-
oubnuorpaduueckom armapare OMOJIUOTEKH, B TOM YHCIIC B AJICKTPOHHOM 0a3e JaHHBIX.

4.4. BoiObITHE TOKYMEHTOB OMOIMOTEUHOTrO (POHTA.

4.4.1. IlpuuuHbl, IO KOTOPHIM JOKYMEHT MOXET ObIThb BBIBEJIEH U3 COCTaBa OMOIMOTEYHOTrO
¢oHIa, BKIIIOYAIOT B TOM YMCJIE€ BETXOCTb, AE(PEKTHOCTb, YCTAPEIOCTh MO COJIEPKAHUIO, YTPATY.
Uckmrouenne nokymenTa u3 6ubauoreunoro ¢oHaa MPOBOJUTCA HA OCHOBAHUM aHAIN3a COCTaBa
6u6IMOTEeYHOro0 (POHIA U Pe3yJIbTaTOB €0 MPOBEPKH.

442, Iloq BeTXOCTBHIO JAOKYMCHTAa IIOHUMAKT pPE3YJIbTAT C€CTCCTBCHHOI'0 CTAPCHUA WU
(1)H31/I‘-ICCKOFO HN3HOCAa JOKYMCHTA.

4.43. Tlog nedexkTHOCTbIO JOKYMEHTa IIOHMMAlT YacTHMYHYI0 WIM TMOJHYIO yTpaTy
HKCIUTYaTAlMOHHBIX KaueCTB JOKYMEHTA B pe3yJIbTaTe BHEIIHETO BO3/IEHCTBHS.

4.4.4. Tlom ycTapeloCTbl0O MO COAECPKAHUIO IMOHUMAIOT MOTEPI0 AaKTyaJbHOCTH TEMAaTHKH,
MOATBEPKIAEMYIO OTCYTCTBUEM crpoca yuTaTeNeH, HEBOCTPEOOBAHHOCTHIO B
nepepacipeesIeHUy U pealn3aiu.

4.4.5. llox yrpaToil TOKyMEeHTa MOHUMAIOT €ro OTCYTCTBUE B (poHIEe OMOIMOTEKH MO MPUYMHAM
MOTEpH, XMIIEHHUs, OEJICTBUH CTHUXUIHOTO, TEXHOTEHHOrO (B TOM YHCIIE XaKepCKOH araku u
HEBOCCTAHOBUMOTO €0OOs DJIEKTPOHHOIO OOOpYAOBAaHHSA) WM COIMAIBLHOTO Xapakrepa, IO
HEYCTaHOBJIEHHOW MPUYHHE.

4.4.6. Ilpomecc HCKIIOYEHHUS JOKYMEHTOB U3 (oHAa OMOIUOTEKHM OCYIIECTBISETCS B
cootBeTcTBUM ¢ [lopsimkoMm ydera IOKYMEHTOB, BXOISIIMX B COCTaB OmOIMOTEYHOTO (hOHMA,
YTBEPXACHHBIM NpukazoM MuHKynsTypsl oT 08.10.2012 Ne 1077.



4.4.77. BpIObITHE TOKYMEHTOB OMOIMOTEYHOTO (POHIA MPOU3ZBOIUTCS B PE3yJIbTATE UX CIHMCAHHS
KOMHCCHEH, CO31aHHON PyKOBOAMUTENEM 00pa30BaTeIbHOW OpraHU3aI|H.

4.4.8. YTumuzanus CIHUCAHHBIX JIOKYMEHTOB OuOamoTedyHoro ¢oHAa MPOM3BOIUTCS B
COOTBETCTBHHU C 3aKOHOJIATEILCTBOM PD.

5. IIpoBepka 10KyMEHTOB OUOJIMOTEYHOI0 (pOHIA

5.1. IlnaHoBas mpoBepKa JOKYMEHTOB OMOJIMOTEYHOro (hoHIa MPOBOIUTCS C MEPHOIUIHOCTHIO
OIIMH pa3 B IMATh JIET HAa OCHOBAaHWMU TpaduKa TPOBEPKU, YTBEPKICHHOTO 3aBEIYIOIINM
OnOJINOTEKOI.

5.2. BHemiaHoBasi mpoBepKa JOKYMEHTOB OMOIHMOTEYHOTO (POHa MPOU3BOIUTCS B 0053aTEIHHOM
MOPsIIKE:

e IIpY BBIABJIECHUM (DAKTOB XUIEHUS, 3I0YIIOTPEOICHUS UM ITOPUYH JOKYMEHTOB;

e B Cly4yae CTUXHHHOTO OEICTBUS, TMOXKapa WM JAPYIHX YPE3BBIYAHHBIX CHTYyallWH,
BBI3BAHHBIX SKCTPEMAJILHBIMU YCIOBUSAMU;

e  IIpU pEOpraHu3ally WIN JUKBUJAIMY 00pa30BaTEIbHON OpraHU3alllu.

5.3. TlpoBepka ¢oHma Ha MpeAMET HAIWYUS B HEM JIOKYMEHTOB, BKIIOUeHHBIX B DCOM,
MIPOBOJUTCS:

e  IIpH MOCTYINJIEHUH HOBBIX JOKYMEHTOB B (DOH[;
e cHCTEeMaTWyecku (HE peXe OJHOro pa3za B Tpu Mecsma) myrem cBepku DPCOM co
CIpaBOYHO-OUOIMOrpaduueckuM annaparom GpoHaa OUOINOTEKH.

5.4. Ilo uroram MPOBEPKHU 3aBEAYIOIINI OMOJIMOTEKONW COCTaBIISAET aKT, MOAMHCHIBACT U XPAHUT
ero B OuONMOTeKe B TEUYEHHE CpPOKa, YCTAaHOBJICHHOTO HOMEHKIaTypod nen. Eciam kakue-To
JIOKYMEHTBI OTCYTCTBYIOT 110 HEYCTAaHOBJICHHOW MPUYWHE, TO K aKTy MPUKIAIBIBAETCS X CIHCOK,
B KOTOPOM (UKCHUPYIOTCS CBEACHHS O KOJHYECTBE JIOKYMEHTOB OMOIMOTEYHOro (oHIa B
HaJUYUU W KOJUYECTBE OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCJIE 1O HEYCTaHOBJIEHHOM
npu4rHe. B akTe Takke yKa3bpIBalOTCS HOMED M J1aTa aKTa MPebIIyIIeil IPOBEPKH.

HpI/I BBISIBJICHUU B IMPOLIECCE MMPOBCPKU (bOH,Z[a OTCYTCTBYHOIIINX AJOKYMCHTOB H HCBO3MOXHOCTU
YCTAHOBJICHHSI BHWHOBHBLIX JIWI] y6I)ITKI/I IO HeEAoCTadaM CIIMChIBAIOTCA B COOTBETCTBUU C
HCfICTBYIOLHI/IM 3aKOHOJAaTCIIbCTBOM.

5.5. st mpoBepku 6ubmuorednoro ¢hoHaa 00pa30oBaTeIbHONW OpraHU3AIMK HA TIPEIMET HATHYUS
B HEM JIOKYMEHTOB, BKIOueHHbIX B @D®COM, B 00pa30BaTelbHOM OpraHu3aldi CO37aeTcs
cnenuanbHas Komuccuss mo cBepke OubianoreuHoro ¢onaa ¢ @PenepaibHbBIM  CIIUCKOM
OKCTPEMHUCTCKUX MAaTe€pHajioB, BBIIBICHUIO, HU3BATHIO M YHHUUTOXKEHHIO HKCTPEMHCTCKUX
MaTtepuasioB (mamee — Komuccusi TO TpoOBEpKEe SKCTPEMUCTCKUX MAaTepHANIOB), KOTOpas
cucTeMaTH4YecKH (He pexke OJJHOTO pa3a B TPU Mecslla) OCYLIECTBISET MPOBEPKY OMOIMOTEUHOTO
¢dboHma 00pa30BaTENFHON OpraHU3aIMy HA MPEIMET HAINYHS B HEM JJOKYMEHTOB, BKITIOYCHHBIX B
®COM, nyrem ceepku @COM co cripaBouHO-O0ubIMOrpaduueckuM anmnaparom GoHa.

[Ipu BBIABICHMM [OKyMEHTa, BKIOUeHHOro B PCOM, Ha »Tame KOMIUIEKTOBaHHS (OHIA
YKa3aHHBIH JIOKYMEHT HE€ TOJJIEKHUT BKIIOUCHHIO B OMOMMOTEUHBIH (OHA 00pa3oBaTEIbHOU
OpraHH3alHH.



B cnyuyae BbIsABICHHS MOKyMeHTa, BKIoueHHOro B ®COM wu yxe Haxonsmerocs B (oHIe
OuoOIMoTEKH 00pa30BaTENIbHON OpraHU3allud, JOKYMEHT UCKIIIOYaeTcs u3 OubiaumoreyHoro ¢oHmaa
Y TIOMJIC)KUT YHUYTOKEHHIO.

6. Ilopsinok noJib30BaHUsA OUOJINOTEKOI

6.1. 3anuch oOyuaromuxcst o0pa3oBaTelbHON OpraHU3aluy B OUOIMOTEKY HPOU3BOJUTCS IO
CIMCOYHOMY COCTaBY KJIacCa B MHIWBUAYAIILHOM MOPSIKE, TIEarorn4ecKuX U UHBIX paOOTHUKOB
o0pa3oBaTenbHON OpraHu3aluy, poauTeNel (MHBIX 3aKOHHBIX MPEACTaBUTENEH) 00yJyatomuxcs —
no macropty. Ilepepeructpanms monb3oBaTenell OHOIMOTEKH NPOM3BOIUTCA EKETOIHO.
6.2. JIoKyMEHTOM, TMOATBEPXJAOIIMM TPABO  TOJB30BaHUA OHOTMOTEKOH, SBISIETCA
yuTaTeabCcKuil Gopmyisip. Uurarenbckuit Gopmymnsp QUKCHPYET ATy BbLAAYM IOJIH30BATEINIO
JOKYMEHTOB M3 (pOHIa OMOIMOTEKH U MX BO3BpAIICHUS B OMOIHOTEKY.

6.3. ITopsiiok 1OJIb30BaHUsT A00HEMEHTOM:

6.3.1. [lonp30oBaTean UMEIOT MPABO MOJIYIUTh HA IOM M3 MHOTOTOMHBIX M3JaHUN HEe Oojiee IBYX
JOKYMEHTOB OJIHOBPEMEHHO.

6.3.2. MakcumalibHbIE CPOKH MOJIb30BAaHUS TOKYMEHTAMU:
y4eOHHKH, ydeOHbIe TTOCOOUS — y4eOHBIN TOI;
Hay4YHO-TIONYJIsIpHAasi, TO3HAaBaTeNbHasA, Xy/10’)KECTBEHHAs JINTepaTypa — OJAUH MECHILL;

MEepUOINYECKUE U3AaHUs, U3JaHUs MOBBIIIEHHOTO cripoca — 15 nHei.

6.3.3. Tlomp3oBaTeny MOTYT WPOJJIUTH CPOK TOJIb30BAaHHUS JOKYMEHTAMH, €CIIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI JPYTHX MOJIb30BATEIICH.

6.4. ITops10K MOTB30BaHUS YNTATBHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, peHa3HAYCHHBIC ISl pA0OTHI B YUTALHOM 3aJIe, Ha JIOM HE BBIAFOTCS.

6.4.2. 3HI_II/IKJ'IOH6):[I/II/I, CIIpaBOYHUKH, PCAKHUEC, HNCHHBIC W HUMCHOIIHUECI B CIAWHCTBCHHOM
OK3EMINIAPE JOKYMCHTBI BBIAAOTCA TOJBKO JJIA pa6OTI>I B YUTAJIbHOM 3aJIC.

6.5. Ilopsamok paboOTHI C KOMIIBIOTEPOM, PACIIONIOKEHHBIM B OMOINOTEKE.
6.5.1. Pabora ¢ KOMIIBPIOTEPOM YYaCTHHKOB OOpa30BaATEIHHOTO TPOIECCa IMPOU3BOIUTCS TIO
rpaduKy, YTBEpKICHHOMY PYKOBOAMTEIEM OOpa30oBaTENIbHON OpraHu3allid, U B MPHUCYTCTBUHU

COTpY/IAHHMKA OMOIMOTEKH.

6.5.2. Pa3perraercst pabora 3a OJHUM MEPCOHAJIBHBIM KOMIIBIOTEPOM HE OoJiee JBYX UETIOBEK
OJTHOBPEMEHHO.

6.5.3. Tlonp3oBaTens UMeeT MpaBO pabOTaTh C COOCTBEHHBIM HOCHUTENIEM HHGOpPMAIMH TOCIe
[PEBAPUTEIILHOTO TECTUPOBAHUS €0 PAOOTHUKOM OUOINOTEKH.



6.5.4. Tlo Bcem Bompocam morcka WH(GOPMALMK B MHTEPHETE MOJIB30BATEb TOKEH 00paIarses
K paboTHUKY OMONIMOTEKH; 3ampeniaercs oOpalleHue K pecypcaM MHTEpPHETa, MpeIoiaratoiium
OILIaTy.

6.5.5. PaGora Cc KOMIBIOTEPOM TPOU3ZBOAMTCS COTJIACHO YTBEPHKICHHBIM CAaHHTAPHO-
TMTUEHUYECKUM TPEOOBaHUSAM.

7. lIpaBa n 00513aHHOCTH OUOJIMOTEKH
7.1. PaboTHMKH OMOIMOTEKH UMEIOT MPABO:

e CaMOCTOATENBHO BBIOMpATh (POPMBI, CPEICTBA M METO/AbI OMOINOTEYHO-MH(POPMAITHOHHOTO
o0cy)XrBaHHs 00pa30BaTEIILHOTO M BOCITUTATEIHLHOTO MPOIECCOB B COOTBETCTBUM C IETSIMU H
3aJjauaMy, yKa3aHHBIMH B yCTaBe 00pa30BaTeIbHON OPTaHU3AIMH U TIOJIOKEHUU O OUOINOTEKE;

e TPOBOAUTH B YCTAHOBICHHOM TOpSAAKEe (DaKyIbTaTHBHBIC 3aHATUS, YPOKH H KPYKKH
O6ubmoTeyHo-0ndIMorpadMIecKux 3HAaHUN U HHPOPMALIMOHHON KYIIBTYPBI;

e OIpEAETATh UCTOYHHKH KOMIUIEKTOBAaHHS HH(POPMAIIMOHHBIX PECYPCOB;

e U3BIMATh M PEATM30BHIBATH JOKYMEHTHI M3 (DOHIOB B COOTBETCTBHHM C HMHCTPYKIHEH II0
yueTy 6ubnuoreyHoro GpoHma;

e  yYaCTBOBaTh B YNPABICHUU OOpPa30BATEIBHON OpraHW3alMd B TOPSJAKE, OIpPEaesIIeMOM
yCTaBOM;

e  yYaCTBOBaTh B COOTBETCTBHM C 3aKOHOJAaTrelbcTBOM P® B pabore OMOIMOTEYHBIX
accoluanui WIN COI30B.

7.2. PaboTHUKH ONOIMOTEK 00I3aHBL;

e 00ecneunTh TOJIH30BATENSM BO3MOKHOCTH PAa0OTHI ¢ HMH(OPMAIMOHHBIMH pecypcaMu
OMOINOTEKH,

e uH(MOPMHUPOBATH MOIB30BATENEH O BUIAX MPEAOCTABISEMBIX OMOINOTEKON yCIIyT;

e  OCYIIECTBJATH IJIAHOBBIE M BHEIJIAHOBBIE MPOBEPKU OMOIMOTEYHOro (hOHIA, PEryISIPHO
OCYIIECTBIISITh MTPOBEPKY OMONMMOTEYHOTO (PoHIa 00pa30BaTENHLHON OpPraHW3allid Ha MPEIMET
HaJIM4Us B HEM JIOKYMEHTOB, BKIFOUeHHBIX B DCOM;

e o0ecneunTh HAyYHYIO OPTaHU3AUI0 (OHIOB U KaTaJOTOB;

e ¢opmupoBath (HOHABI B COOTBETCTBUU C YTBEPKACHHBIMH (elepalbHBIMU TEPEUHIMU
y4eOHBIX W3JaHHWH, OCHOBHBIMH O0Opa3oBaTEIbHBIMU TIPOrpaMMaMH  00pa30BaTEIHHOM
OpraHM3allfy, UHTEPEeCaMH, MOTPEOHOCTSIMH U 3alIPOCAMU BCEX KaTerOpUil MOJIb30BaTeNeH;

e  COBEPIICHCTBOBaTh HH(GOPMAIIMOHHO-0MOIMOTrpadruueckoe u OUOIMOTEUHOE 00CITY )KHBaHNE
MOJIb30BaTeNeiH;

e oOecneunBaTh COXPAHHOCTH MCITOJL30BAHUS HOCHTENIEH MHPOPMAIINH, HX CHCTEMATH3AIIHNIO,
pa3MelieHne U XpaHeHHE;

e o0ecrnieuynBaTh PeKUM pabOTHI B COOTBETCTBUU C MOTPEOHOCTAMU IOJIb30BaTENeH 1 paboToii
00pa3oBaTeNnbHON OpraHu3aIuy;

e  OTYUTHIBATHCS B YCTAHOBIICHHOM TIOPS/IKE TI€pell PYKOBOIUTENEM 0O0pa3oBaTeIbHON
OpraHH3aIlHH.

8. [IpaBa u 00513aHHOCTH MOJIb30BaTe el ONOIHOTEKH

8.1. [Tomp3oBaTenu OMOIMOTEKH UMEIOT TIPABO:



e TIONyYaTh NOJHYI HWHPOPMAIUIO O cOCTaBe OMONMMOTEYHOro (oHIa, MHPOPMAITMOHHBIX
pecypcax U IpeoCTaBIsAEMbIX OMOIHMOTEKON yCITyTrax;

e TOJIb30BAThCA CHPABOYHO-OMOIMOTpaPHUECKUM armapaToM OUOINOTEKH;

e  MOJIyYyaTh KOHCYJIBTAIIMOHHYIO ITOMOIIb B TIOUCKE M BHIOOPE UCTOYHUKOB HH(pOpMAIH;

e IOJly4yaThb BO BPEMEHHOE IIOJH30BAHME HAa Aa0OHEMEHTE M B YHUTAIBHOM 3ajie IeYaTHBIC
W3JIaHHS, AyHOBU3YaIIbHBIC IOKYMEHTBI M IPYTUe HCTOYHUKU HH(DOpMAaI;

e  MPOJIEBATh CPOK MOJB30BAHUS JOKYMEHTAMH,

e TIOJNIyYaTh TeMaTHYeCKue, ¢akrtorpapuyeckue, yTOUYHSAOIMHUE U OuOIMorpadguveckue
CIpaBKU Ha OCHOBE (poHIa OUOINOTEKH;

e MOJly4yaTh KOHCYJBTAIIMOHHYIO IOMOIIb B paboTe ¢ WHpOpMalnued NpU MOJIb30BaHUU
AJIEKTPOHHBIM M HHBIM 000PYAOBaHHEM;

e  YYACTBOBATh B MEPOIPHUATHUSX, IPOBOJUMBIX OHOINOTEKOH.

8.2. [Monp3oBareny OMOINOTEKHA O0OSI3aHbI:

e coOJIro/IaTh TIPaBUIIA TIOJB30BAHUS OMOIHMOTEKOM;

e OepeXHO OTHOCUTHCSA K MPOU3BENEHUSM IeyaTH (HE BBIPbIBATh, HE 3arubarh CTpaHUI, HE
JenaTh B KHHATAX IMOJYEPKUBAHUMA, IMOMETOK), MHBIM JIOKyMEHTaM Ha Pa3IMYHBIX HOCHUTEISX,
000pyI0BaHNUIO, UHBEHTAPIO;

e  TOAJCPKHMBATH TOPSIOK PACCTAHOBKH JOKYMEHTOB B OTKPBITOM JIOCTyIle OMOIMOTEKH,
PaCToJIOKEHUSI KapTOUYeK B KaTalorax u KapToTeKax;

e TOJIb30BAThCS EHHBIMH U CIIPABOYHBIMH JJOKYMEHTAMH TOJIBKO B TIOMEIIEHUH OMOIMOTEKH;

e y0enuTbCa TpPH TMOMYYEHHH JOKYMEHTOB B OTCYTCTBUU ACPEKTOB, a MPH OOHAPY>KEHUU
nporHdopMupoBaTh 00 ATOM paboTHHMKa OMOMMOTEKH. OTBETCTBEHHOCTh 3a OOHapy>KEHHBIE
ne(eKThl B cJaBaeMbIX JOKYMEHTaX HECET MOCIETHHUI M0JIb30BaTeNb;

e  pacnucelBaTbCcd B UYUTATENbCKOM (QOpPMYJspe 3a KaXAblil MOJYYEHHBIM JOKYMEHT
(uckmrouenue: oOydaromuecs: 1-4-x Ki1accoB);

e  BO3BpalllaTh JOKYMEHTHI B OMOIMOTEKY B YCTAaHOBJIEHHBIE CPOKHU;

e 3aMEHATh IOKyMEHTHI OMOJIIMOTEKH B ClIyyae UX YTpaThl WM IOPYU UM PABHOLIEHHBIMHU JIHOO
KOMITCHCHPOBATH YIIepO B pazMepe, YCTaHOBIEHHOM MIPaBUIaMH TOJIb30BaHUS OHMOINOTEKOM;

e  TIOJIHOCTBIO PAacCCUUTAThCA C OMOIMOTEKOW MO MCTEYEHUH CpoKa OOydeHMs WM PabOThl B
0011e00pa30BaTEIHLHOM YUPEIKICHUH.
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