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IMOJIO)KEHHUE

0 0M0JIMOTEeKe MYHUIIUNIAJIBHOTO OI0IXKETHOTO 00111€00pa30BaTeILHOI0 YUpeKIeHust
«JlenuHckas cpeHsis 001eo0pa3oBaTeibHas K012 HoBomIeNIMMHCKOT0 MYHHIIUIIAJILHOTO
paiiona Pecnnyosimkun TaTapcran»

1. O01mme moJj10KeHUA

1.1. Hacrosiiiee MONOXKEHUE pPErJIAMEHTUPYET AesTelbHOCTh Oubanoreku MBOY «Jlenunckas
COIllLl» (nanee — oOpazoBaTenbHas OPraHU3ALHS).

1.2. Hacrosiiiee nosioskeHue pazpaboTaHo B cooTBeTcTBUU ¢ DeepanbHbIM 3ak0oHOM oT 29.12.2012
Ne 273-@3 «O06 ob6pazoBanun B Poccuiickoit ®exepannny», npukazoM MUHKYIBTYPHl OT
08.10.2012 Ne 1077 «OO6 ytBepxaeHuun Ilopsnka ydera JOKYMEHTOB, BXOJSIIMX B COCTaB
oubnuoreynoro GoHma» ¢ yderom nmucbma MunoOpasoanus ot 23.03.2004 Ne 14-51-70/13 «O
[IpumepHOM MONOXKEHHH O OUOIMOTEKe 0011e00pa30BaTENFHOTO YUPEKACHUD», METOIUYeCKUX
PEKOMEH Tl OI'bHY «HIIb WM. K. YmuHCcKoro» OT
31.05.2017, pexomenaanuii Munkynetypsl ot 12.09.2017 no pabore OMOIMOTEK C TOKYMEHTaMHU,
BKJIFOUCHHBIMH B (peIepalTbHBIN CIIUCOK IKCTPEMHUCTCKAX MaTCPHAIIOB.

1.3. buGnuoteka sBIseTCS CTPYKTYPHBIM HOJpa3/ieleHueM o0pa30BaTebHOW OpraHu3aluy,
CO3/IaHHBIM B IIeJIIX 0OecleyeHus IpaBa y4acCTHUKOB 00pa30BaTeIbHOIO Mpoliecca Ha OecriaTHOe
MOJIb30BaHue OMOINOTEYHO-MH(POPMAITMOHHBIMU PECYPCAMHU.

1.4. HOpH,Z[OI( IIOJIb30BaHUA UCTOYHHKaAMHU I/IH(I)OpMaLII/II/I, NEpCUCHL OCHOBHBIX YCIIYI' U YCIIOBUA HUX
IpeaAOCTaBJICHUA ONPECACTIAIOTCA HACTOAIIMM ITOJOXKCHUEM O OubnoTexke u ImpaBuUjIaMun
I1OJIb30BAaHUSA 6PI6J'IPIOTCKOI>1, YTBCPKACHHBIMH PYKOBOJIUTCIICM 06pa30BaTCJIBHOI71 OpraHu3aluu.

1.5. Opranuzanusi oOCIyKMBaHMsI YYaCTHHKOB OOpPa30BaTEIbHOTO Mpoliecca IMPOU3BOJIUTCS B
COOTBETCTBUHM C TMpaBWIAMH TEXHUKM OE30MaCHOCTH U TPOTUBOINOXKAPHBIMH, CAHUTApHO-
TUTUCHUYECKUMHU Tpe60BaHI/I5[MI/I.

2. Henn, 3apaun, pyHKIUH OHOTHOTEKH
1



2.1. llemn GMOIMOTEKH COOTBETCTBYIOT IEISIM 00pa30BaTEIbHOM OpraHU3aIMK U BKIIIOYAIOT B CEO0s
B TOM uHcie. ¢popMUpoBaHUE OOIIEH KyIbTyphl JTUYHOCTH OOYYAIOIIMXCS Ha OCHOBE YCBOCHHS
COJZIepKaHUsI OCHOBHBIX 00IIe00pa3oBaTeNbHBIX MPOTPaMM, UX alanTalus K KH3HH B OOIIECTBE,
CO3JIaHME OCHOBBI JUIsI OCO3HAHHOT'O BHIOOpAa M TOCIEAYIOIIETO0 OCBOEHHUS MPO(ecCHOHATBHBIX
00pa3oBaTeNbHBIX MPOTPaMM, BOCIIUTAHUE TPAKIAHCTBEHHOCTH, TPYIOIIO0US, YBAXKEHHUS K ITPaBaM
u cBoOOJaM uYeloBeKa, JIIOOBM K OKpyXaromied mnpupoxne, Pomune, cembe, (opmupoBaHue
3I0POBOT0O 00pa3a KU3HHU.

2.2. 3amauamu 6uOIHOTEKN 00pa30BATEIILHON OPraHU3aluN SBIISIOTCS:

oOecriedyeHne  ydyaCTHMKaM  00pa3oBaTelbHOTO  Iporecca —  OOydYaroliumcs,

HEeJJArOTMYECKUM PAa0OTHHKAM, POAUTEISIM (3aKOHHBIM IMPEICTABUTEISIM) 00YYarOIINXCs

(manee — moxbp30oBaTesIM) — JOCTyNa K MHQOpMALWHU, 3HAHUSAM, HICSIM, KYJIbTYPHBIM

[IEHHOCTSIM TIOCPEJCTBOM HCIIOJIB30BAHUSI OMOIMOTEYHO-NUH(POPMAIIMOHHBIX DPECYpCOB

00pa30BaTeNbHON OpraHu3anuy,

e BOCIIUTaHUE KYJIBTYPHOTO W TPAXIAHCKOTO CAaMOCO3HAHHs, MOMOIIb B COIHATH3ALUH
00yJaromerocsi, pa3BUTHH €ro TBOPUECKOTO MOTEHIHATIA,

e MpUBJIEYCHUE OOYYAIOIIMXCSA K CHCTEMAaTHYECKOMY YTCHHIO Y4E€OHOM, XyI0’KECTBEHHOM,
HAYYHO-TIONYJISIPHOU JIUTEPATYPHI;

e COJCHCTBHE PAa3BUTHIO ITO3HABATEIbHBIX HHTEPECOB U CIIOCOOHOCTEH 00YJaIOIINXCS;

e (opMHUpOBaHHWE HABBIKOB HE3aBHUCHMOIO OHOJIMOTEYHOrO TOJIL30BATENsl, OOyYeHHUE
HIOUCKY, OTOOPY M KPUTUYECKOH OIeHKe MH(popmanuy;,

e COJICHCTBHE TMEHArOTHYECKMM pPa0OTHUKAM B  TOAOOpe  HAyYHO-METOIUYECKOH
JAUTEPATyphl, THOOPMHUPOBAHHE O HOBBIX IMOCTYIUICHHSIX B OMOINOTEUYHBIN QOHL,

e COBEpIICHCTBOBAHWE TPEAOCTABISEMBIX OHOJMOTEKOW YCIyr Ha OCHOBE BHEIPEHUS

HOBBIX  WH(OPMAIMOHHBIX  TEXHOJOTMH M  KOMIIBIOTEpPH3aUUH  OHOIMOTEYHO-

UH(POPMALMOHHBIX TPOILECCOB, (OpMHUpOBaHKUE KOM(POPTHOM OHMOIHMOTEUYHON CpeIb.

2.3. bubnuoreka BBIMOIHACT CleAyoNue (yHKIUH:

2.3.1. ®opmupyer (¢GoHx OUOIMOTEYHO-MH()OPMAIIMOHHBIX  pPECypcoB  0OpazoBaTeNbHOU
OpTaHU3aINH

e KOMIUIGKTYET  OCHOBHOW  (OHA  y4eOHBIMH,  XYIOKECTBCHHBIMH,  HayYHBIMH,
CIPAaBOYHBIMH, NE€ATOTUYECKUMHU M HAYYHO-TIONYJISIPHBIMU JOKYMEHTaMH;

e yYaCTBYeT B KOMIUIEKTOBAaHHMH CIIEIMAIM3UPOBAHHOTO (OHIA YyUeOHWKAMH W3 YHUCIIA
BXOJSIIUX B (pefiepanbHbli nepeyeHb Y4eOHUKOB, JOMYIIEHHBIX K MCIIOIb30BaHHIO MPH
peanu3anii UMEIOIINX TOCYAapCTBEHHYIO aKKPEAHMTAIIMI0 00pa3oBaTEIbHBIX MPOrpaMM
HAyaJIbHOTO OOIIEro, OCHOBHOI'O OOILEro, CpelHero oomero oopa3oBanus, 1 yueOHbBIMU
nocoOMsIMH, JONMYIICHHBIMH K  HWCIOJB30BAHUIO TIPU  pEAIM3alUU  YKa3aHHBIX
00pa3oBaTeNbHBIX IPOrPaMM;

e aKKyMynupyeT (OHJ TOKYMEHTOB, CO3/1aBaeMbIX B 00pa30BaTENbHONW OpraHU3ALNN
(myOnmukammii ¥ pabOT menaroroB o0pa3oBaTENbHOW OpraHM3aIlMH, JIYYIIUX HayYHBIX
paboT u pedepaToB yUyaIuxcs u ap.);

e OCYIIECTBIISIET pa3MelIeHNe, OPraHU3alMI0 U COXPAaHHOCTh JOKYMEHTOB,

e OpraHu3yeT W BEJET CIPaBOYHO-OMONMOrpaduueckuii anmapat: KaTajaoru (anpaBUTHBIH,
CHCTEeMaTHYECKHIi), KapTOTEKH (CHCTEMAaTHYECKYI0 KapTOTEKy CTaTel, TeMaTU4eCKHhe
KapTOTEKH), AJIEKTPOHHBIA Kartayior, 0a3bl JaHHBIX MO TpoduiIo 00pa3oBaTEIbHOI
OpraHu3aIuy.

2.3.2. OcymectBisger audQepeHIUPOBAaHHOE OHOIHMOTESYHO-HHPOPMAIIMOHHOE OOCITY>)KHUBAaHUE
00yUaroIuXCs:



e TMpenocTaBisieT HPOPMAIMOHHBIE PECYPCHI HA Pa3IMYHBIX HOCHTEIISX;

e oOpraHumzyer oOOyYeHHE HaBBIKAM HE3aBUCUMOTO OHOIMOTEYHOrO TMONB30BATENS W
noTpeduTenss uH(OpMAIMK, CONEUCTBYET WHTETPAllMM KOMIUICKCA 3HAHWM, YMEHHUHA U
HABBIKOB pa0OTHI ¢ KHUTOW U MHGOpMAIUEH;

e OKa3bIBacT MHPOPMALMOHHYIO MOMJICPKKY B PEHICHUU 3a/1a4, BO3HUKAIOIINX B MpOIIEcce
yueOHOI, caM000pa3oBaTEIbHON U JIOCYTOBOM ACSITEILHOCTH 00YJaIOIINXCS;

e OpraHM3yeT MAacCOBbIE MEpONPHUSITHs, OPHCHTUPOBAHHBIC HA pa3BUTHE OOmIeH U
YUTATEIHCKON KyIbTYpPhl TUYHOCTH;

e COJICHCTBYET MEJaroru4ecKuM pa0OTHUKAM B OpraHM3alMU 00pa30oBaTEIbHOIO Mpoiecca
U JIOCyra 00y4aronuxcs.

2.3.3. OcymectBiser auddepeHnnpoBaHHOe OHOIMOTECUHO-UH(DOPMAITMOHHOE OOCITYKUBAaHHE
MeIarOrMYeCKMX PabOTHUKOB!

e BBIBIICT WH(POPMAIMOHHBIE MOTPEOHOCTH M YAOBICTBOPSET 3alpOChl, CBSI3aHHBIC C
oOydeHneM, BOCIUTaHUEM O0y4aroUIXcs;

e cojeicTByeT MpodecCHOHATEHON KOMIIETCHIIUHN T1e]ar0TOB, MOBBIIICHUIO KBATH(DHUKAIIIH,
MIPOBEJICHUIO aTTECTAlUH,

e ocyuiecTBIsIET Tekyiiee wuHpopMupoBanue (mHu wuHbOpMAIMH, O0030pPHI  HOBBIX
NOCTYIUICHUHN ¥ yOJHKAIINi);

e CIOCOOCTBYET MPOBEICHUIO 3aHATUH MO (OPMHUPOBAHUIO MHPOPMAITMOHHON KYIBTYPHI
oOyJaromuxcs, siBisercs 0a30il 1 MPOBEACHUS MPAKTUYECKUX 3aHATHH MO pabote ¢
WH(OPMAIMOHHBIMU PECypCaMHU.

2.3.4. OcymectBiuser auddepeHIrpoBaHHOE OUOIMOTEYHO-UHPOPMAIIMOHHOE OOCIY>KHBaHUE
poauTtenci (3aKOHHBIX TPEACTAaBUTENCH) 00yJarOIIUXCs:

e YIIOBJIETBOPSIET 3alPOCHI TOJIb30BaTeNieii W HMH(POPMHUPYET O HOBBIX TOCTYIUICHHUSX B
OoubIMoTEKY;

e KOHCYJBTHPYET II0 BOIpOCaM OpPraHM3alMyd CEMEWHOr0 4YTEHMs, 3HAKOMHUT C
uH(popMalrel Mo BOCIUTAHUIO JETeH;

e KOHCYJIBTHUPYET IO BOIIPOCaM y4eOHBIX M3AaHUN JJi11 00ydaroluxcsl.

3. Opranusanusi 1esiTeJIbHOCTH OUOJIHOTEKH

3.1. OOmee pyKOBOJACTBO JEATEIBHOCTBIO OWOIMOTEKHM  OCYIIECTBISIET PYKOBOJAUTEIND
o0pa30BaTeNbHON OpraHu3aluu.

3.2. HenocpencTBeHHOE PYKOBOACTBO OHMOIHOTEKON OCYIIECTBIISICT 3aBEAYIONUN OWOIMOTEKOM,
KOTOPBI Ha3HAYaETCsl pyKOBOJIUTENEM 00pa30BaTeIbHON OpraHU3alllH.

3.3. 3aBenyrommii OMOTMOTEKONH HECET OTBETCTBEHHOCTh B TMPENENax CBOEH KOMIIETEHIIMH 3a
OpTaHU3AIMIO U PE3YJIbTATHI ACATEIHHOCTH OUOIHMOTEKH.

3.4. 3aBenyromuii 6MOIMOTEKON pa3padaThIBaeT U MPEJICTABIAET PYKOBOAUTEIIO 00pa30BaTeIbHON
OpTaHU3aIlH Ha YTBEPKICHUE CISIYIOIINE TOKYMEHTHI:

e TIOJIOXKEHHUE O OMOIMOTEKE, MpaBHIIa MOTH30BaHUs OUOITUOTEKO;
e TIOJIOKEHUE O TUIATHBIX yCIyrax OMOIMOTEKH;

e IUIAHOBO-OTYECTHYIO JOKYMCHTAIUIO.

3.5. B cocraB OMOIHMOTEKH BXOINT:



e a0OHEMEHT;

e YUTAILHBIN 3471,

e OTHEN y4eOHUKOB,

e oTze1 nH(pOPMAMOHHO-OnbIHOrpaduieckoil padboTsr,

e (OHI W CHCHUATM3UPOBAHHBIA 3a71 paldOThl C MYJbTUMEIUWHBIMA M CETEBBIMU
JIOKyMEHTaMH,

e MeIHMaTeKa.

3.6. bubnroreyHo-MHPOPMAITMOHHOE 00CITY)KUBAHUE OCYIIECTBISIETCS B COOTBETCTBUU C TUTAHAMU
paboThl OMOINOTEKU U PEKUMOM padOThl 00pa30BaTEIbHON OpraHU3aI|H.

3.7. bubmmoreka BmpaBe MPEAOCTABIATHh ILIATHBIE OMOJIMOTEYHO-UH(POPMAIMOHHBIE YCIIYTH,
MepeueHb KOTOPBIX OIMPEIeIeTCs] YCTaBOM 00pa30BaTeIbHON OpraHU3aIlHH.

3.8. Pexxum paboTel OMOMMOTEKH ONpeAesseTcs 3aBeNyIOIUM OHOIMOTEKOW C Y4eTOM pexHumMa
paboTsl oOpa3oBarenbHON opranmzanuu. OIUMH pa3 B MecAll HpPeayCMaTpUBAETCS CAHUTAPHBIN
JIeHb, B KOTOPBI 00CITy’)KHBaHUE TTOJIb30BaTeINEH HE TIPOU3BOTUTCH.

4. Yder NoCTyIJIeHUsI U BbIOBITHS IOKYMEHTOB 0u0/1M0TedHOro doHaa
4.1. Ilpuem nokyMeHTOB B (poH] OUOIMOTEKN BKIIOYAET CIAEAYIOUINE ONEePaIUN:

e CBEpKa TMOCTYIUICHHH ¢ TICPBHYHBIM YUYCTHBIM JOKyMeHTOM (HakjagHas, aKr),
BKITIOYAOIIUM CITUCOK MOCTYIUBIINX JOKYMEHTOB;

e COCTaBJICHHE  TNEPBUYHOTO  YYETHOrO  JOKYMEHTa  JUIsl  TOCTYIUICHWH — 0e3
COIIPOBOJIUTENILHOW JOKYMCHTAIIHH;

e perucTpamusi TOCTYNHBIIUX JOKYMEHTOB B PETUCTPAX CYMMapHOTO, TPYIIOBOTO H
urauBuayaibHoro yuera (COCT 7.0.93-2015 «bubmuorteunsiii doum. TexHomorus
(bopMUpOBaHU).

4.2. TIpy TONOJHEHWH OCHOBHOTO OHMOIMOTEYHOTrO (OHIA HEOOXOIUMO COONIONATh TPeOOBAHMUS
@enepanbHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O npoTHBOAECHCTBUU 3SKCTPEMUCTCKOU
TesTeIbHOCTHY. JJOKYMEHTHI, BKIIIOUeHHBIE B DeepaibHbIil CIUCOK IKCTPEMHCTCKUX MaTepHAaIOB
(mamee - ®dCHM), OMyOJIMKOBAaHHBII Ha OopUITNATIEHOM caute MuHrocta
(http://minjust.ru/ru/extremist-materials), npuoOperath 3amperieHo, Npyu BbIIBICHHH UX B (QOHIC —
U3bIMATh U3 JIOCTYIIA.

4.3. Yuer 1 06paboTKa TOKYMEHTOB OMOJINOTEYHOTO (POHAA.

4.3.1. Yder u 00paboTKa JOKYMEHTOB OCHOBHOTO (DOHJA OCYIIECTBIISIETCS WHIAMBUIYATbHBIM
cioco6oM. CBeieHusI O MOCTYNMUBIIMX IEYAaTHBIX JOKyMEHTaX BHoOcATCS B «KHHUTy cymMmapHOro
yueTa JOKYMEHTOB OCHOBHOT'O (POHIa».

[TocTymuBoIMM  JOKyMEHTaM IPHUCBAaMBAOT HWHIUBUIYAIBHBIA  PETUCTPALMOHHBIA  HOMEp
(MHBeHTapHBI HOMEp WJIM WHOH 3HAK, NPUHATHIA B Ka4eCTBE PErHCTPAIIMOHHOTO HOMEpa,
CHCTEMHBII HOMEp UIs SJICKTPOHHBIX JOKYMEHTOB) U IIH(P XpaHESHUS.

Peructpanmonnsle HoMmepa H MmU(PHl OTMEYAlOT B pErucTpax HHIMBUIYaJIbHOTO Y4YeTa
JOKYMEHTOB — WHBEHTAPHOM KHHUTE, KapTOTEKEe PETrUCTpalli Tra3eT, >KypHaJloB, Yy4eTHOW Oase
JTAHHBIX.



Bce osk3emmuisipel OpUHATBHIX  WM3JaHUKA  mTemnenororcs. llremnens ¢ HauMEHOBaHUEM

00pa3oBaTeNbHON OpraHU3alru JOJDKEH OBITh MPSIMOYTOJIbHON (hOPMBI, pa3MepoM He OoJiblIe 4eM
1,5 x4 cm.

[Itemnens cTaBUTCS HA 00OPOTE THTYJIBHOTO JIMCTA (IIPU OTCYTCTBHH THTYJBHOT'O JINCTa — HA
MIEPBOIi CTPAHHUIIC TEKCTA IO 3arjaBieM), Ha 17-i CTpaHHMIle 1MOJI TEKCTOM B JICBOM HUXKHEM YTy H
Ha 000poTe Kaxaoro mpuioxenus. Ha Opomropax u jKypHamax IITEMIIENb CTaBUTCS TOJBKO Ha
00JI0%KK€e WJIM Ha TIEPBOM CTPAHUIIE TEKCTa.

CoctaB 0CHOBHOTO (hoHIa PUKCHUPYETCS B KAPTOYHOM aja(aBUTHOM KaTajiore, B JJICKTPOHHOM 0ase
JTAHHBIX OMOJIMOTEKH.

4.3.2. Yuer u o00paboTka cnenuamu3upoBaHHoro ¢onpa. Cnenuanu3upoBaHHBIA  (QOHA
YUUTBHIBAETCS U XPAHUTCS OTAEIBHO OT OCHOBHOTO OMOIMOTEYHOTrO (hOHAA.

Yder JOKYMEHTOB CHEIMAIM3HMPOBAHHOTO (OHIA, KaK MHOTOIK3EMIULIPHOW JIUTEpaTyphl,
OCYILECTBISETCS TPYNIOBBIM CIIOCOOOM U oTpaxkaeTcss B «KHHMre cymMMapHOro y4yera y4eOHOIoO
(dboHIa» M B KAPTOTEKE PETUCTPATMOHHBIX KAPTOUYCK.

Ha xaxxjnoe HauMMEHOBAaHWE JOKYMEHTOB CIEIHAIM3UPOBAHHOTO (OHAA 3aBOAUTCS OTACIbHAS
yueTHas KapTouka. Kaprouku c¢ OubnuorpaguueckuM ONUCAHUEM U3JaHUM  y4eOHUKOB
pacCTaBIAIOTCSA B YYETHYIO KapTOTEKy MO KJIaccaM, a BHYTPH KIJIACCOB — IO ai(aBUTy (PaMHIIHiA
aBTOPOB WJIM 3aryiaBuid. /it KOHTPOIISA 32 COXPAHHOCTBIO YUETHBIX KapTOUYE€K OHHU PErHCTPUPYIOTCS
B «KypHaiie peructpaiuy y4eTHbIX KapTO4eK Y4E€OHUKOBY.

TexHuueckas o6pa60TI<a JOKYMCHTOB PEAYCMATPUBACT CICAYIOIIME ONICpalun;

e TMPOCTABIIEHWE HA KaXJIOM JOKYMEHTE IuTemmens OWOIMOTEeKH B COOTBETCTBUU C
myHKTOM 4.3.1 HACTOSIIETO TOJI0KEHUS,

e YCTAHOBJICHHE CPEJCTB 3aIMThI OT YTpaThl (MarHUTHBIN MATYKMK, PAIMOYHI, WHOH BHUJI
MapKUPOBKH);

e W3rOTOBJICHHWE W TPUKPEIUICHHE K JIOKYMEHTYy macrnopra yuyeOHuka. [lacmopT yueOHuKa
MIPUKJIEUBAETCA HA MOCJEAHEH CTpaHuIle YIeOHUKA. 3arOoTHAETCs TP BbIIaue YUTATEIO.

VYder cnenuanu3upoBaHHOTO (OHAA IMPEIryCMaTPUBAET OTPAKEHHE €ro COCTaBa B CIPAaBOYHO-
oubnuorpaduueckom ammapaTre OMOIUOTEKH, B TOM YUCIE B SJICKTPOHHOM 0a3e JaHHBIX.

4.4. BriObITHE JOKYMEHTOB OMONMMoTeYHOro QoH Ia.

4.4.1. [lpyunHBbl, IO KOTOPHIM IOKYMEHT MOXKET ObITh BBIBE/IEH U3 cOCTaBa OMOIMOTEYHOro OH/A,
BKJIIOYAIOT B TOM YHCJIE€ BETXOCTh, JE(DEKTHOCTh, YCTAPENOCTh MO COJICpPXKAHHUIO, YTpary.
Uckmrouenne nqoxkymeHTa u3 OMOIMOTEYHOro (hOHAA MPOBOIUTCS HAa OCHOBAaHWHM aHAM3a COCTaBa
O6ubnaroreyHoro (GoHAa U Pe3yIbTATOB €ro MPOBEPKHU.

4.4.2. Ilog BeTXOCTBIO JOKYMCHTAa MOHUMAKOT PE3YJIbTAT CCTCCTBCHHOI'O CTApCHUA HIIN
CbI/I?)I/I'-IeCKOFO HN3HOCA JOKYMCHTA.

443. Tlog nedexTHOCTbIO JOKYMEHTa IIOHMMAIOT YacTHUYHYI0 WIM TOJHYI0  YTpaTy
AKCILTyaTal[MOHHBIX KaueCTB JOKYMEHTA B PE3yJIbTaTe BHEIIHETO BO3/IEHCTBUS.



444, Tlom ycTapelocThl0 TIO COJCPKAHWIO IMOHUMAIOT TIOTEPI0 AaKTyaJIbHOCTH TEMAaTHKH,
MOATBEPIKIAEMYIO OTCYTCTBUEM CIIPOCA YHTATENIEH, HEBOCTPEOOBAHHOCTHIO B MEpepacpe/IeICHUN
U peayn3aluu.

4.45. Tlon yTpaToii TOKyMEHTa NOHUMAIOT €ro OTCYTCTBHE B (poHAe OMOIMOTEKH MO MpHYMHAM
HOTEPH, XHUIICHUs, OCJCTBUI CTUXUITHOTO, TEXHOICHHOro (B TOM 4YHCIE XaKEPCKOW aTaku W
HEBOCCTAaHOBHUMOTO COOSl BJIEKTPOHHOTO OO0OpYAOBAaHMS) WM COLHAIBHOTO XapakTepa, II0
HEYCTAHOBJICHHOH NPHYHHE.

4.4.6. Ilporecc UCKITIOUCHUS JOKYMEHTOB U3 (oHIa OMOIMOTEKN OCYIIECTBIISIETCS B COOTBETCTBUHU
¢ IlopsinkoM ydera MOKYMEHTOB, BXOISIIMX B COCTaB OMONMMOTEYHOTO (OHIA, YTBEPKICHHBIM
npuka3zoM MunkynbTypsl oT 08.10.2012 Ne 1077.

4.4.7. BeiObITHE TOKYMEHTOB OMOMMOTEYHOrO (OHAA MPOU3BOAUTCS B PE3YJIBTATE MX CITHCAHUS
KOMHCCHEH, CO31aHHON PYKOBOJHMTEIEM 00pa30BaTEIbHON OpraHN3alliH.

4.4.8. YTuin3anuus CiuCaHHBIX JOKYMEHTOB OMOINOTeUHOro (hOH/1a IPOU3BOIUTCS B COOTBETCTBUH
C 3aKOHOJATEIILCTBOM PD.

5. IIpoBepka 10OKyMeHTOB OO/ 1MOTEYHOT0 (poHIA

5.1. IlnaHoBasi mpoBepKa TOKYMEHTOB OMOIMOTEYHOTO (HOHIA MPOBOAUTCS C TEPHOAMYHOCTHIO
OJMH pa3 B HATh JET HAa OCHOBAaHMU TIpaduka NPOBEPKH, YTBEPHKAECHHOIO 3aBEAYHOIIUM
OUOINOTEKOH.

5.2. BHemiaHoBasi poBepKa JTOKYMEHTOB OMOIMOTEUHOro (hOH/IA MPOU3BOJIUTCS B 00S3aTEIHHOM
MOPSIIKE:

e IIpH BBISBICHUU (PAKTOB XUIICHUS, 3II0YNOTPEOICHUS WK TIOPYU TOKYMEHTOB,;

e B cCllyyae CTUXMHHOrO O€ICTBMS, MOXKapa MM JAPYIMX 4Ype3BbIYAHHBIX CHUTYyalUH,
BBI3BAHHBIX SKCTPEMAJILHBIMH YCIIOBUSIMU,

e IIpH peopraHu3alMy WIN JUKBUIAIMKA 00pa30BaTeIbHOW OpraHU3al|H.

5.3. IlpoBepka ¢oHma Ha TpeAMET HaJIWMYUS B HEM JIOKYyMEHTOB, BKJIIOYEHHBIX B
®COM, nposoautcs:

e IIpH MOCTYIJICHUH HOBBIX JOKYMEHTOB B (DOHJ;
e cucremaruuecku (He pexe OIHOrO pasa B TpU Mecsia) myreM cBepku PCOM co
CHpaBOYHO-OMOIMOTpaduuecKuM anmnapaToM (GoH1a OMOIUOTEKH.

5.4. Tlo uToram mpoBEpPKHU 3aBEAYIOUINI OMOIMOTEKOI COCTABISAET aKT, MOAMUCHIBAET U XPAHUT €r0
B OMOIMOTEKE B TEUCHHE CPOKA, YCTAHOBIEHHOTO HOMEHKIJIATYpoH nen. Eciu kakue-To TOKyMEeHThI
OTCYTCTBYIOT IO HEYCTAHOBJIEHHOM MPUYMHE, TO K aKTy MPUKIAIBIBAETCA UX CIUCOK, B KOTOPOM
(DUKCUPYIOTCSI CBENIEHUSI O KOJMYECTBE JOKYMEHTOB OMONMHMOTEYHOTO (OHIA B HAIUMYHH U
KOJIMYECTBE OTCYTCTBYIOLIMX JOKYMEHTOB, B TOM YHUCJE M0 HEYCTAHOBIEHHOW MpuuuHe. B akTe
TaKKe YKa3bIBAIOTCSI HOMEP U JaTa aKTa Mpeablayiel MPOBEPKH.

HpI/I BBISAIBJICHUU B IIPOLICCCE IMPOBCPKU (I)OHI[a OTCYTCTBYHOIIUX OOKYMCHTOB M HCBO3MOKHOCTHU
YCTAHOBJICHHSA BHHOBHBIX JIMI] y6I)ITKI/I 10 HeJgocCTradaM CIHCBIBAIOTCA B COOTBETCTBHH C
HCfICTBYIOLHHM 3aKOHOJAaTCIIbCTBOM.



5.5. Iyt mpoBepku OubaroreuyHoro GpoHma oOpa3oBaTeILHON OpraHnu3aii Ha TPeIMeT HAIUYUs B
HEM JIOKYMEHTOB, BKIoueHHBIXx B ®OCOM, B 00pa3oBaTelnbHONW OpraHU3alld  CO3JACTCS
cnenpanbHas Komwuccuss 1o cBepke OubmuoreyHoro ¢ouma ¢ DeaepalibHbIM — CIIUCKOM
KCTPEMHUCTCKUX MAT€PUANIOB, BBISIBICHUIO, W3BSITHI0 U YHUYTOKCHHIO OSKCTPEMHUCTCKUX
MmatepuanoB (mamee — Kommccus 1o MpoBepKe SKCTPEMUCTCKHX MATEPHANIOB), KOTOpPas
cucTeMaTHyecku (HE peke OJHOrO pa3a B TPU MeCsIla) OCYIIECTBIISICT MPOBEPKY OMOIMOTEUYHOrO
¢dbona 00pazoBaTeNbHON OpPTraHM3allid HAa MPEIMET HAIWYUSA B HEM JIOKYMEHTOB, BKIIOUEHHBIX B
OCOM, nyrem cBepku @COM co cripaBoyHO-O0MOIMOTrpaduieckuM armaparom GoH/a.

[Ipu BeISIBICHMM JOKyMeHTa, BKIoueHHOoro B ®COM, Ha srane KOMIUIEKTOBaHMs (oHIa
yKa3aHHBI JOKYMEHT HE TMOMAJIECKUT BKIIOYCHUIO B OMONMOTEeYHBIH (OHI 00pa3oBaTeNbHOM
OpraHu3alyu.
B cinydae BbIsIBIEHHS JOKYMEHTa, BKIoueHHOTo B @COM um yxke Haxogmsmerocs B (oHae
OoubaroTexkn 00pa3oBaTeIbHON OpraHu3alui, JOKYMEHT UCKITI0YaeTcs U3 OubamoreyHoro GoHIa U
MOJJIC)KUT YHUUYTOKEHHUIO.

6. [Mopsinok MoJIb30BaHUs OUOJINOTEKOT
6.1. 3ammce oOyuaromuxcs 00pa3oBaTENLHON OpraHW3alMu B OMOJIMOTEKY MPOW3BOAMUTCS IIO
CIHCOYHOMY COCTaBY Kjlacca B MHJIMBH]yaJbHOM TMOPSAKE, MEJArOrHuYeCKUX U UHBIX paOOTHUKOB
00pa3oBaTeNbHON OpraHU3aliy, POAUTEICH (MHBIX 3aKOHHBIX MPEICTaBUTENICH) 00yJaromuXcs —
no mnacropty. Ilepeperucrpanus monb3oBaTeneii OWONMOTEKHM TMPOU3BOAMUTCA  €XKETOJMHO.
6.2. JIokyMeHTOM, TTOATBEPKIAIOIIUM IPABO MTOJTH30BAHMS OMOIMOTEKOU, SBISICTCS YMTATEIBCKUAN
dopmynsap. Yurarenbckuit Gopmynsap (UKcHpyeT AaTy BbIJAYM IOJIB30BATENI0 JIOKYMEHTOB M3
(doHIa OMOTMOTEKN M UX BO3BPAILCHHS B OMOIHOTEKY.

6.3. ITopsiok mobp30BaHusE A00OHEMEHTOM:

6.3.1. [Toap30BaTea UMEIOT IIpaBO IOJYYUTH HAa JOM U3 MHOTI'OTOMHBIX U3IaHUN HE Ooiee ABYX
AOKYMCHTOB OJJHOBPEMEHHO.

6.3.2. MakcumalnbHbIe CPOKHU TOJIb30BaHUS TOKYMEHTAMH:
e y4eOHHUKH, yueOHbIC TOCOOUS — yueOHBIH TOJ;
e HAYYHO-TIOMYJIIPHAs, IO3HABATEIbHAS, XYI0KECTBCHHAS JTUTEpaTypa — OJIMH MECHII,

e TICPUOAUYCCKHUC U3NAHUA, U3AHU TTOBLINICHHOTO CIIpOCa — 15 JTHEH.

6.3.3. [Tonp30BaTeny MOTYT MPOJUTUTH CPOK MOJIb30BAHUS TIOKYMEHTAMH, €CJIM Ha HUX OTCYTCTBYET
CIIPOC CO CTOPOHBI IPYTHX MOJIb30BATEIEH.

6.4. HOp}IIIOK IIOJIB30BaHU YUTAJIbHBIM 3aJIOM.
6.4.1. I[OKYMCHTBI, MNpEeaAHa3HAYCHHBIC IJIA pa60TBI B UMTaAJIbHOM 3aJIC, Ha JOM HC BbIJAalOTC.

6.4.2. SHL[I/IKJIOHCI[I/II/I, CIIPAaBOYHUKHU, PECAKNEC, HCHHBIC U UMCIHOIIUECCA B CIUMHCTBCHHOM JK3CMILIAPC
JAOKYMCHTBI BBIJIAIOTCA TOJIBKO JJIA pa60TLI B YUTAJIBHOM 3aJI€.

6.5. [Topsiiok paboThl C KOMIIBIOTEPOM, PACTIONOKEHHBIM B OMOIHOTEKE.



6.5.1. Pabota c KOMIBIOTEpPOM YUYaCTHHKOB OOpa30BaTEIHLHOTO IIpoIlecca IMPOU3BOIUTCS IO
rpaduKy, YTBEpKIEHHOMY PYKOBOAMTEIEM 0Opa3oBaTelIbHON OpraHu3aliy, U B MPUCYTCTBUU
COTPYAHHMKA OMOJIMOTEKH.

6.5.2. Paspemaercss paboTa 3a OJHUM NEPCOHAIBLHBIM KOMIBIOTEPOM HE 0oJjiee ABYX YEIOBEK
OJTHOBPEMEHHO.

6.5.3. Ilomb3oBaTenp UMeET MpaBO paboOTaTh C COOCTBEHHBIM HOCHTENIEM HHGOpMAIUU IOCIe
MIPEIBAPUTEIILHOTO TECTUPOBAHUS €T0 PAOOTHIUKOM OMOIMOTEKH.

6.5.4. I1o Bcem Bompocam Moucka HH(OOPMALIMKA B UHTEPHETE MOJIb30BATENh JOHKEH 00pamaThCs K
paboTHuKy OuOIMOTEKH; 3ampeniaeTcss oOpallleHHe K pecypcaM HMHTEpHETa, MPEANoiararoiuum
OILIaTy.

6.5.5. PaGota ¢ KOMIBIOTEPOM MPOU3BOAUTCA COIJIACHO YTBEPXKIEHHBIM CaHUTApHO-
TUTHEHUYECKUM TPEOOBAHUSIM.

7. IlpaBa u 00s13aHHOCTH OMOINOTEKH
7.1. PaboTHHKYN OMOJIMOTEKU UMEIOT TIPaBo:

e CaMOCTOATENbHO  BbIOMpaTh  (OpPMBI, CpeacTBAa U METOAbl  OMOIMOTEYHO-
MH()OPMAIIMOHHOTO 00CITYKHBaHHU 00pa30BATEIFHOIO U BOCHHUTATEIBHOTO MPOIECCOB B
COOTBETCTBUM C MLEIIMM M 3aJayaMH, YKa3aHHbIMH B YycTaBe 00pa30BaTelbHOM
OpraHu3aIiy 1 TIOJI0KEHUU 0 ONOIINOTEKE;

e IIPOBOJUTH B YCTAaHOBJICHHOM MOpsAKe (DaKyJIbTaTUBHBIC 3aHATHUS, YPOKH U KPYKKHU
6ubmmoTeyHo-onbmorpaduyeckux 3HaHUK U HHHOPMAITMOHHON KYJIBTYPHI,

e ONpEeAENATh UCTOYHUKH KOMIUIEKTOBaHUS HHPOPMALMOHHBIX PECYPCOB,;

e W3BIMAaTh M PEAJM3OBHIBATH JOKYMEHTHI M3 (DOHIOB B COOTBETCTBUH C MHCTPYKIHEU II0
yueTy 6ubsinoTeqyHoro GpoHma;

e YYaCTBOBATh B YIPaBICHWU 00pPA30BATEIHHON OpPraHU3aIMH B IMOPSAKE, OMPEACISIEMOM
yCTaBOM;

e YyYacTBOBAaTb B COOTBETCTBUM C 3aKoHoAareabcTBOM P® B pabore OHMOIMOTEUHBIX
accolManuii Win COI30B.

7.2. PaboTHUKY OUOJINOTEK O0A3aHbI:

00eCTeunTh TOJB30BATEIISIM BO3MOXKHOCTH PabOThl ¢ WH(MOPMAIMOHHBIMH PECypCaMu

ONOIUOTEKH;

e WH(POPMUPOBATH MOJIH30BATEIICH O BHIAX MPEIOCTABISAEMBIX OUOIHMOTEKON YCIIyT;

e OCYIIECTBJIATH MJIAHOBBIE M BHEIUJIAHOBBIE MPOBEPKU OMOIMOTEYHOro (hOHIA, PETYISIPHO
OCYIIECTBIISATh MPOBEPKY Oubamoreunoro (oHma oOpa3oBaTENBLHON OpraHU3AMH Ha
npeaIMeT HATMYKs B HEM JOKYMEHTOB, BKIIOUeHHBIX B DCOM,;

e 00eCTeUnTh HAyYHYI0 OpPraHu3annio (GOHIOB U KaTaJIoroB;

e (¢opmupoBaTh (GOHIBI B COOTBETCTBHH C YTBEPKICHHBIMU (eepalbHBIMU TMEePEUHSIMU
y4eOHBIX M37aHU, OCHOBHBIMH 0O0pa30BaTEIbLHBIMH IMPOTPaMMaMH 00pa30BaTEIHHOM
OpraHMW3aIy, WHTEepecaMH, TMOTPEOHOCTSIMH ¥  3alpocaMHd  BCEX  KaTeropui
MMOIb30BaTelEH,;

e COBEpILEHCTBOBATh nH(pOopMalnoOHHO-0uOIHOorpaduyecKoe u OoubnroreyHoe
00CITy’)KHUBaHHE TTOJTb30BATEIICH;

e o0ecrmeunBaTh  COXPAHHOCTh  HCIIOJNIB30BaHHMA  HoOcHWTened  uHpopmammu,  UX

CUCTEMAaTH3AIlHNIO, pa3MEIeHUE U XPAHCHNUE,
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e o0ecreunBaTh PEKUM PaOOTBI B COOTBETCTBHU C TMOTPEOHOCTSMH TOJB30BaTElICd U
paboToii 00pa3oBaTEIBHON OPTaHU3AIINH;

e OTYUTHIBATHCS B YCTAHOBJICHHOM TIOPSKE TIepel PYKOBOAMTEIEM 00pa3oBaTeIbHON
OpTraHH3aIIH.

8. [IpaBa u 00513aHHOCTH MOJIb30BaTe/el OUOINOTEKHU
8.1. ITonp3oBaTeny OUOIMOTEKH UMEIOT MPaBO:

e TIOJIYYaTh MOJHYK HMHGOPMAIHIO O cocTaBe OmOmmoreyHoro ¢oHaa, MH(DOPMAITMOHHBIX
pecypcax u IpeaoCTaBIsieMbIX OUOIMOTEKON yCIIyrax;

e TI0JIB30BATHCS CIIPABOYHO-OMOIMOTPAPUISCKUM aImapaToM OMOINOTEKH;

e TIOJyYaTh KOHCYJIBTAIMOHHYIO IMOMOIIH B TIOUCKE U BEIOOPE HCTOYHUKOB MH(OPMAIINY;

e IIOJIy4aTh BO BPEMEHHOE IOJIbh30BaHWE Ha a0OHEMEHTE M B YUTAJIHHOM 3aJie TCUaTHBIC
U3JIaHUs, AyIMOBU3YyaIbHBIC JOKYMEHTHI U IPYTrUe UCTOYHUKU UHPOPMAIIH;

e MPOJUIEBATh CPOK IOJIb30BAHHS JOKYMECHTAMH;

e TIONyYaTh TEMaTHYECKHe, (QakTorpapuvecKkue, YTOUHSOMUE © Oubamorpaduueckue
CIIpaBKH Ha OCHOBE (poH1a OMOINOTEKH;

e TIONyYaTh KOHCYJIBTAIIMOHHYIO MOMOINb B pabore ¢ WHpOpMAaIUedl TpU IOJIb30BAHUU

AJIEKTPOHHBIM ¥ UHBIM 000PYJI0BaHUEM;

y4aCTBOBATh B MEPOIPUATHUSX, IPOBOIUMBIX OHOIHOTEKOM.

8.2. ITonw3oBarenu OuOIMOTEKU O0SI3aHBL:

e CcOOJIIO/1aTh MPaBHJIA TTOJIB30BAHUS OUOIHMOTEKOM!;

e 0OEpeXHO OTHOCHTHCS K MPOU3BEICHUSM Iedyatu (He BBIPHIBATh, HE 3aru0aTh CTPAHUIL, HE
Jenath B KHUTaX MMOJYEPKUBAHHMA, IOMETOK), HHBIM JOKYMEHTaM Ha pa3In4HbIX
HOCHTEJISIX, 000PY/I0BaHUIO, MHBEHTAPIO;

e TOJACPKHUBATH MOPSATOK PACCTAHOBKU TOKYMEHTOB B OTKPBITOM JOCTyIE OMOTUOTEKH,
PaCTIONIOKEHUST KapTOUYEK B KaTajaorax U KapToTeKax;

e TIOJB30BaThCS IIEHHBIMH U CIPaBOYHBIMH JOKYMEHTAMH TOJIBKO B TOMEIICHUU
OHMOINOTEKH;

e y0enuTbcs MpPU MONYYEHUU JOKYMEHTOB B OTCYTCTBUU AC(PEKTOB, a MPU OOHAPYKEHUU
npouHdopMupoBatb 00 3TOM paboTHUKAa OubmuoTeku. OTBETCTBEHHOCTh 3a
oOHapyXeHHbIE 1e(PEKTHI B CAAaBAEMbIX JTIOKYMEHTAX HECET MOCIEIHHI MOIb30BaTENb,

e PpACIUCHIBATECS B YUTATEIILCKOM (OpMYyJsipe 3a KKl TOJYYCHHBIH JIOKYMEHT
(uckmodenue: odyqaronuecs 1-4-x KJ1accoB);

e BO3BpaIaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAHOBJICHHBIE CPOKH,

e 3aMEHATh JOKYMEHTHI OMOIMOTEKH B CIy4ae MX YTpaThl WIM MOPYU MM PaBHOIEHHBIMU
au00 KOMITEHCHUPOBATh yiiepd B pa3Mmepe, YCTAaHOBICHHOM TIPaBHJIAMH IOJb30BaHUS
ONOIUOTEKOI;

e TIOJHOCTBIO PACCUUTATHCS ¢ OMOIMOTEKOH 1O MCTEUCHUHN CPOKa OOYUCHHS MU paOOTHI B
00111€00pa30BaTEIbHOM YUPEKICHUU.
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