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1. O01ue nmoJ1oKeHus

1.1. Hacrosee monokeHne periaMeHTUPYeT AesTeIbHOCTh Oubmnorekn MbOY
Bepxosckoit OOIII (majnee — oOpa3oBaresbHas OpraHu3aIus).

1.2. Hacrosmiee monokeHHE pa3paboTaHo B cooTBeTcTBUU ¢ DenmepalbHBIM
3akoHoM oT 29.12.2012 No 273-®3 «0O06 o6pazoBanuun B Poccuiickoit
Oenepanuny», npukazom MunkyneTypsl ot 08.10.2012 Ne 1077 «O6
yrBepkeHuu [lopsinka ydaera TOKyMEHTOB, BXOASIINUX B COCTaB OMOIMOTEIHOTO
¢douma» ¢ yuerom nrcbMa MunoOpazoBanus ot 23.03.2004 Ne 14-51-70/13 «O
[TpumepHoM mosnoxkeHun o OUOIMOTEKEe 00111e00Pa30BATEILHOTO YUPEKICHUS,
Metonnueckux pexkomenpanui OPI'BHY «HIIb um. K.[. YmwmHckoro» ot
31.05.2017, pexomenaauuii MunkynsTypsl o 12.09.2017 no padore 6ubiamnoTex
C JOKYMEHTaMH, BKJIIOUYEHHBIMH B (eACpabHBI CIUCOK SKCTPEMHUCTCKHX
MaTepHUaJoB.

1.3. bubnuoteka sBAsSETCS CTPYKTYpPHBIM TOJpa3ielieHHeM 00pa30oBaTelbHOM
OpraHM3alMy, CO3JaHHBIM B IIeJIIX OOECeYeHHs] IMpaBa YYaCTHUKOB
o0pa3oBaTeIbHOrO Mpollecca Ha OECIUIaTHOE IOJIb30BaHUE OMOIMOTEYHO-
MH(OPMAIMOHHBIMU PECYPCaAMU.

1.4. Tlopsanok moib30BaHUSI UCTOYHUKAMU WHMOpMAINK, MepedeHb OCHOBHBIX
YCIIYT U YCIOBUS UX TPEJOCTABICHUS OMPEACISIIOTCS HACTOAIUM TOJI0XKEHUEM
0 OuOnMOTEeKe M MpaBWIAMHU TOJIb30BaHUS OMOIMOTEKOH, YTBEPKIECHHBIMU
pyKOBoOAMTENEM 00pa30BaTEIbHON OpraHU3aluu.

1.5. Opranuzanusi 0OCIYXMBaHHSI YYAaCTHHKOB OOpa30BaTEIbHOrO Ipolecca
MPOU3BOAUTCS B COOTBETCTBUM C TIpaBUJIaMU TEXHUKHA OE€30MACHOCTH H
POTUBOMOKAPHBIMH, CAHUTAPHO-TUTUEHUYECKUMH TPEOOBAHUSIMHU.

2. Hean, 3apaun, PyHKIHH OMOITHOTEKH



2.1. Ilemn OMOIMOTEKHM COOTBETCTBYIOT IIEJISIM 00pa30BaTEIbHOM OpraHu3aIiy 1
BKJIFOYAIOT B ce0sl B TOM yucie: (OpMUpPOBaHHE OOIIEH KyJIbTYypbl JUYHOCTH
o0 yuaromuxcs Ha OCHOBE YCBOCHUS CoJIep KaHUS OCHOBHBIX
00111e00pa30BaTENbHBIX MPOrpaMM, HX aJanTalus K >KU3HM B OOIIECTBE,
CO3/IaHME€ OCHOBBI [IJII OCO3HAHHOTO BHIOOpa M TOCIEAYIONIETO OCBOCHHS
npodecCuOHATBHBIX o0pa3oBaTeIbHBIX porpamm, BOCTIHTaHHE
IPaXIaHCTBEHHOCTH, TPYAOIIO0US, YBaXKECHHS K IMpaBaM M CBOOOJaM YEJIOBEKa,
Tr00BU K OKpykarorieil npuponae, Ponune, cembe, popmMupoBaHue 310pOBOTO
oOpasa >KH3HH.

2.2. 3ajauamu 6MOTMOTEKU 00pa30BaTEIbHON OpraHu3aliy SBISIOTCS:

o ofecrieueHMe  y4JacTHHKaM  oOpa3oBarelpbHOTO  Mmporecca  —
00yJaroIuMcs, TIeIarorndeckiuM pabOTHUKAM, POTUTENSM (3aKOHHBIM
HpeCTaBUTEIsIM) oOyJaronuxcs (faajiee — mojb30BaTeNsiM) — IOCTYIa K
uH(OpMAaIK, 3HAHUSIM, UACSIM, KYJIbTYPHBIM IIEHHOCTSIM TTOCPEICTBOM
UCIIOJIb30BaHUS O61OIMOTEeUHO-MH( OPMAIIIOHHBIX pecypcoB
o0pa3oBaTeIbHOM OpraHu3aluy;

e BOCHHUTAHUE KYJIBTYPHOTO M TPAXKIAHCKOTO CAMOCO3HAHUS, TTOMOIIhL B
colManu3alui  OOydYarolIerocsi,  Pa3BUTUU  €r0  TBOPYECKOTO
NOTEHIMAIA,

o TIPUBJICUCHHUE OOYUYAIOMIMXCA K CHCTEMATHYECKOMY UYTECHHIO Yy4eOHOM,
XYJI0’)KECTBEHHOU, HAYYHO-TIOMYJIIPHOU JIUTEPATYpHI;

e COJNICHCTBHE PA3BUTHIO TIO3HABATEIHHBIX MHTEPECOB U CIIOCOOHOCTEH
00 ydJarommxcs;

« (opMupoBaHKE HAaBBIKOB HE3aBHCHUMOTO OMOIMOTEUYHOIO TOJIb30BATEII,
o0y4eHure MoucKy, 0TOOpY U KPUTUUECKOM OlleHKe HH(OpMallUH;

e COJNICWCTBHE TENArOTMYECKUM pabOTHUKaM B TMOAOOpe HaydHO-
METOIMYECKON JTUTEPATyphl, UHHOPMHUPOBAHUE O HOBBIX MOCTYIICHHUIX
B OMOIMOTEUHBINA POHI;

e COBEPIICHCTBOBAHME MPEIOCTABISIEMBIX OMOIMOTEKOW YCIIyT HA OCHOBE
BHEJIPEHMSI HOBBIX MH(POPMAIIMOHHBIX TEXHOJIOTUI U KOMITBIOTEPU3AIUU
OMOIMOTEUYHO-MH(DOPMAIIMOHHBIX MIPOIIECCOB, dbopMupoBaHue
KOM(OPTHON OMOIMOTEIHON CPEIBI.

2.3. bubnmoreka BBIOIHSCT ClIeAYIOMKE ¢ YHKITUU:
2.3.1. ®opmupyer doHA  OUOTUOTCUHO-UH(POPMAIIMOHHBIX  PECYpPCOB
o0pa30BaTeIbHON OpraHU3alUu:

o KOMIUIEKTYET OCHOBHOM (oHJ  y4eOHBIMHU, XyJ0KECTBEHHBIMHU,
HAYYHBIMH, CITPABOYHBIMH, TIEAArOTHUYCCKIMHU U HAyIHO-TIONYJISIPHBIMHU
JIOKYMEHTaMH,

e y4acTBYeT B  KOMIUIEKTOBAaHWU  CHEIUAIM3UPOBAHHOTO  (PoHIa
y4eOHUKAMM U3 YUCIIa BXOASAMIMX B (peiepalibHbIN NepeueHb y4eOHUKOB,
JOMYIICHHBIX K  HWCIOJIb30BAaHUIO TPH  peaju3allid  HMMEIOITUX
TOCYIapCTBEHHYIO  aKKPEAWTAIMI0  O0pa3oBaTENbHBIX  MPOTPAMM
Ha4yaJgbHOTO OOIIEro, OCHOBHOIO OOIEro, CpeaHero oOIIero



oOpa3oBaHusi, MW  Y4YeOHBIMM MOCOOMSIMH, JONYIIEHHBIMH K
UCTIOJB30BAHUIO TMPH pealn3allid  yKa3aHHBIX 00pa30BaTEIbHBIX
Iporpamm;

e AKKyMYJUpyeT (OHJ JIOKYMEHTOB, CO3/aBacMbIX B 00pa30oBaTEIbHOU
opranuzanuu (myOnukamuid u pabOT MeaaroroB 0Opa3oBaTEIbLHON
OpraHu3aIliH, JTYYIIMX HAyYHBIX pa0doT U pedepaToB ydaImuxcs u ap.);

¢ OCYILECTBJISIET pa3MelIeHne, OPraHUu3aInio0 U COXPAHHOCTh TOKYMEHTOB,;

e OpraHuM3yeT ¥ BEACT COPaBOYHO-OMONMMOrpaduueckuii — ammapar:
KaTaJoTH (andaBUTHBIH, CHCTEMaTHYECKUH), KapTOTEKH
(cucTemaTHUecKyr0 KapTOTEKy CTared, TeMaTHYeCKue KapTOTCKH),
AJIEKTPOHHBIN KaTayor, 0a3bl JaHHBIX MO MPOQIII0 00pa3oBaTEIHHON
OpraHu3aIuu.

2.3.2. OcymectBisier auddepeHupoBaHHOe OUOIMOTEUYHO-UH(POPMALIMOHHOE
o0cCiy>KUBaHHE 00YyJarOIIUXCsl:

¢ TIpenocTaBisieT HH(OOPMAIIMOHHBIE PECYPCHI HAa PA3TUYHBIX HOCUTEIISX;

e OpraHuszyer oOy4yeHHWE HaBblKaM HE3aBHUCHUMOr0 OHOJIMOTEYHOTrO
MOJIB30BaTeNsl U MOTpeOuTeNns nHGOPMAIUH, COACHCTBYET UHTETPALlUU
KOMIUJIEKCA 3HAaHWW, YMEHUH ¢ HaBBIKOB pPA0OThI C KHUTOW U
uH(popMaImei;

e OKa3plBaeT WH(POPMAIIMOHHYIO TOAACPKKY B PpCEIICHWH 3ajad,
BO3HHMKAIOLIMX B Ipouecce YyueOHOH, camooOpa3oBaTeNbHON U
JOCYTOBOW JEATELHOCTH 00YJaroInXCs,

e OpraHU3yeT MAacCCOBBbIE MEPOIPHUSITHS, OPUEHTUPOBAHHBIC HA PA3BUTHUE
oO0IIIel U YUTATeNIbCKOU KYJIbTYphI INYHOCTH;

e COJIEWCTBYET  MENAarorMyeckuM  pabOTHUKaAM B OpraHu3aluu
00pa30BaTEIHLHOIO MPOLIECca U A0CYTra 00yJaromuXCsl.

2.3.3. OcymectBisier nuddepeHnrpoBaHHoe OUOIMOTEIHO-UHPOPMAITMOHHOE
o0CITy’)KMBaHHE MEJArOTMYECKUX paOOTHUKOB!

e BBIABIISICT WH(OPMAITMOHHBIE TTOTPEOHOCTH U YIOBJICTBOPSET 3AIPOCHI,
CBsI3aHHbIE C 00YUEHHEM, BOCIUTAHUEM O0Y4arOIINXCS;

e COJICHCTBYET npodeccruoHaIbHOM KOMITIETEHIIUU Nearoros,
MOBBIIIEHUIO KBATU(UKAIINH, TIPOBEJCHUIO aTTECTAIINH;

e OCYHICCTBISICT TeKyilee nHGopMupoBanue (qHu WHGOpPMAIIUU, 0030PBI
HOBBIX MTOCTYIUICHUH U MyOJIMKAIIHH);

e CIIOCOOCTBYET  NPOBEACHUIO  3aHATUHA IO ¢dbopMUpOBaHUIO
UH(OPMAIIMOHHON KYJIbTYpbl OOydaromuxcs, siBisieTca 0a3oil s
MIPOBEJICHUS MPAKTHUECKUX 3aHATHH MO paboTe ¢ MHGOPMAITMOHHBIMA
pecypcamu.

2.3.4. OcymectBisier auddepeHnpoBaHHOe OMOIMOTEUYHO-HH(POPMALIMOHHOE
00CITy)KUBaHUE POAUTENICH (3aKOHHBIX TIPEACTABUTEINCH) 00yJatOIUXCS:

o YIOBIETBOPSAET 3aMpoChl TOJB30BaTeNe U WHOOPMUPYET O HOBBIX
MOCTYIUICHUSIX B OUOIMOTEKY;



o KOHCYJNBTHPYET IIO BOIPOCAM OpraHMW3alMUd CEMENHOTO YTEHMS,
3HAKOMUT C UH(POpPMALIUEN MO0 BOCITUTAHUIO JIETEH;
¢ KOHCYJIBTHUPYET IO BOIIPOCAM YUEOHBIX U3IaHUMN Ui 00Y4arOIIUXCSl.

3. Opranu3anus AesATeJJbHOCTH OMOJIHOTEKH

3.1. OOmee pyKOBOACTBO JESATEILHOCTHIO OMOMMOTEKH OCYIIECTBIISET
PYKOBOJIUTEH 00pa30BaTEIHLHON OPraHU3aIUu.

3.2.  HemocpencTtBeHHOE  PYKOBOJCTBO  OWMONHMOTEKOH  OCYIIECTBIISICT
OMOMMOTeKaph, KOTOPBIM HAa3HAYAETCAd PYKOBOAMUTENEM 00pa3oBaTelbHOMN
OpraHH3aIUH.

3.3. 3aBeayromuii OMOIMOTEKOM HECEeT OTBETCTBEHHOCTh B MpeEJesiax CBOEH
KOMITETCHIINH 32 OPTAaHU3AIUIO U PE3YIbTAThI ACATEIHHOCTH OMOIMOTEKH.

3.4. 3aBenyromuii 6MOIMOTEKON pa3pabaThIBACT U MPEACTABIAET PYKOBOIUTEIIO
00pa3oBaTeIbHON OpraHU3aIluU Ha YTBEPKIACHHUE CIEAYIONTNE TOKYMECHTHI:
[Tonoxxenne o GUOIMOTEKE;

[IpaBusna nmoap30BaHUs OMOINOTEKOM;

CTpyKTypy ¥ mITaTHOE pacucaHne OMOIMOTEKH, KOTOPHIS
pa3pabaThIBalOTCA HAa OCHOBE OOBEMOB padoT;

[11aHOBO-0TUETHYIO TOKYMEHTAIIHIO;

TeXHOTOTHYECKYIO TOKYMEHTAITHIO.

3.5. B cocraB OMOIHOTEKN BXOIUT:.

o AOoHEMEHT,;
o Ortnen yueOHHUKOB,
o Ortnen unpopmanmoHHO-O0nOIHOrpaduueckoil paboThl.

3.6. bubnnoreyHo-MHPOPMAIMOHHOE OOCIY)KMBAaHUE OCYILIECTBISETCS B
COOTBETCTBUMU C TIUlaHAMU pabOThl OMOTUMOTEKM U PEKUMOM pabOThI
00pa3oBaTeIbHON OpraHU3aIiH.
3.7. bubnuoreka BOpaBe  NPEAOCTaBJSITH  IUIaTHbIE  OHMOJIMOTEUHO-
WHQPOPMAITMOHHBIE yCIYrH, TIEPEYeHb KOTOPBIX OIPEACISeTCS YCTaBOM
o0pa30BaTeIbHOM OpPraHU3alUy.

3.8. Pexxum paboThl OMOIMOTEKH OTpeemsieTcs OMOIMOTEKapEM C yIETOM
pexxrma paboTbl 00pa30BaTEILHON OpraHU3aINH.

4. Y4eTr nocTynjieHus: ¥ BbIOBITHS IOKYMEHTOB OMOJIHO0TEe4HOr0 (poHIa

4.1. Ilpuem 1O0KyMeHTOB B (hoH OMOTMOTEKH BKIIIOYAET CIAEAYIOIINE Olepaliu:
¢ CBEpKa MOCTYIUICHUH C IEPBUYHBIM YUCTHBIM JTOKYMEHTOM (HaKIIaJHasl,
aKT), BKJIFOYAFOIIIM CITUCOK MOCTYMUBIIUX JOKYMEHTOB,;



¢ COCTaBJICHHME TMEPBUYHOTO YYETHOTO JOKYMEHTa JIJIsl MOCTYIUICHH Oe3
CONPOBOAUTEIBLHON JOKYMEHTAIUH;

e perucrpaiusi TMOCTYMUBIIUX JIOKYMEHTOB B PETUCTpax CYMMAapHOTrO,
rpymmoBoro W uHmuBuAyampHoro ydera (TOCT 7.0.93-2015
«bubnmoreunsit poua. TexHomorus GopMUpOBaHUSY).

4.2. Ilpu mnoOmMONHEHWH OCHOBHOrO OuOIMOTEYHOrOo (oHAA HEOOXOIUMO
cobmonaTe TpeboBanus denepanbHoro 3akoHa ot 25.07.2002 Ne 114-d3 «O
MIPOTUBOJAEHUCTBUU IKCTPEMUCTCKON AEATEIIBHOCTHY. JJOKYMEHTBI, BKIFOUEHHBIE
B ®enepanbHblii CIOHUCOK 3KCTPEMUCTCKUX MaTepuasioB (maiee — PCOM),
OIYOJIMKOBaHHBIM Ha ouIanbHOM caiire Munrocra
(http://minjust.ru/ru/extremist-materials), npuoOperarh  3ampermieHo, pU
BBISIBJICHUH MX B (OHJIE — U3bIMATh U3 JIOCTYyTIA.

4.3. Yuer u 06paboTka JOKYMEHTOB OMOIMOTEUHOr0 (POoHIa.

4.3.1. Yuer u 00paboTka JOKYMEHTOB OCHOBHOIO (DOHAA OCYIIECTBIISETCS
UHIUBUYaTIbHBIM cl1I0cO00M. CBEJIEHUS O MOCTYIUBIIUX MM€YATHBIX IOKYMEHTaX
BHOCSTCS B «KHUTY CyMMapHOTro ydera JOKyMEHTOB OCHOBHOTO (hOHIaY.
[TocTynmuBmmm JTOKyMEHTaM MIPUCBAUBAIOT WHIVBUyaTbHBIN
PETUCTPAIMOHHBIN HOMEp (MHBEHTApHBIA HOMEp WJIM MHOW 3HAK, NPUHATHIA B
KayecTBE PErHCTPAIlMOHHOTO HOMEpa, CUCTEMHBIM HOMEp ISl AJIEKTPOHHBIX
JOKYMEHTOB) U IIK(P XpaHCHUS.

Perucrpanronnsie Homepa u MUGpPbl OTMEYAIOT B PETUCTPAX UHANBUYATEHOTO
ydeTa JOKYMEHTOB — WHBEHTAPHOW KHHIE, KapTOTEKE PETUCTpPAllih Ta3erT,
KYpPHAJIOB, YYETHON 0a3e JaHHBIX.

Bce ox3eMmunsipsl nOpuHATBIX U3MaHUM  wmremnemororced.  remnens ¢
HanMEHOBaHWEM 00pa30BaTEIbHON OpraHU3aIH JOJDKEH OBITh MPSIMOYTOIBHON
dbopMmbI, pazmMepoM He OombIie yeM 1,5 X 4 cm.

IlIremmnenp craBUTCS Ha 000OpOTE€ THUTYJABHOrO Jucra (IpU OTCYTCTBUH
TUTYJILHOTO JINCTA — Ha TICPBOM CTPaHUIIC TEKCTa IMOJ 3arjiaBuem), Ha 17-i
CTpaHHUIIE MOJ TEKCTOM B JIEBOM HWXHEM Yriy M Ha 000pOTe KaXIOro
npuwioxkenus. Ha Opomrtopax W KypHajgax IITEMIENb CTaBUTCA TOJBKO Ha
00JI0’KKE WJIM Ha MEPBOMl CTpaHUIIEe TEKCTA.

CoctaB ocHOBHOTO (oHIa (PUKCHpPYETCS B KAPTOYHOM ay(paBUTHOM Karajore, B
AJICKTPOHHOM 0a3e JaHHBIX OMOJIMOTEKH.

4.3.2. Yder u 00paboTka crienrain3upoBaHHoro gponjaa. Crenuain3upoBaHHbIN
(GOH yIUTHIBAETCS U XPAHUTCS OTJEIHHO OT OCHOBHOT'O OMOIMOTEYHOr0 (hOHIA.
VY4er JOKYMEHTOB CIEUUANIU3UPOBAHHOIO (OHAA, KaK MHOTOIK3EMIUIIPHON
JUTEPATYpPhl, OCYIIECTBISETCS TPYIIIOBBIM CIIOCOO0M U oTpaxkaercs B «Kuwure
CyMMapHOro ydera y4yeOHOro ¢oHAa» U B KApPTOTEKE PErUCTPAMOHHBIX
KapTOYeK.

Ha xaxmoe HauMeHOBaHHME JIOKYMEHTOB CIEHHATM3UPOBAHHOTO (HoHMIA
3aBOJUTCS OT/AENIbHAsl ydeTHas kaprouka. Kaprouku ¢ Oubnmorpaduueckum
OMKMCAHWEM W3JaHUuN Y4eOHUKOB PACCTABISIOTCS B YUETHYIO KapTOTEKY IO
KJlaccaMm, a BHYTPH KJIacCcoB — 1o andaBuTy (HaMuUiIuii aBTOPOB WJIM 3arjaBUi.



JIsi KOHTPOJIA 3a COXPAHHOCTBIO YUETHBIX KapTOYEK OHU PETHCTPUPYIOTCS B
«KypHane perucTpaliui YI9eTHBIX KapTOUeK YICOHHKOBY.
Texuunueckas 00pabOTKa JOKYMEHTOB MPEAYCMATPUBAET CJICYIONIUE ONIEPALIUHN

o IMPOCTaBJIEHUE HA KaXIOM JOKYMEHTE IITeMIleNss OUOIHOTEKH B
COOTBETCTBUHU ¢ MyHKTOM 4.3.1 HACTOAIIETO MOJOKCHUS;

e YCTAaHOBJIGHHUEC CPEJICTB 3alllUThl OT YTPaThl (MarHUTHBIA JaTYHK,
PaJIMOYHII, UTHOW BHJT MAPKHUPOBKH);

e U3TOTOBJICHWE U TPHUKPEIJICHWE K JIOKYMEHTY Tacropra ydeOHHKa.
[Tacmopt yueOHMKa MPUKJICUBACTCS HA TTOCIIEIHEN CTpaHUIlE yueOHUKA.
3anoHAETCS TIPH BIJIAYE YU TATEITIO.

VYyer cienuanu3upoBaHHOTO (POHIA TIPETyCMaTPUBAET OTPAKEHUE €0 COCTaBa
B CIPaBOYHO-OMONMOrpaduueckoM ammnapare OUOJIMOTEKH, B TOM YHCIE B
AIEKTPOHHOM 0a3e TaHHBIX.

4.4. BpIObITHE TOKyMEHTOB OMOIMOTEYHOrO (POHA.

4.4.1. [lpyuuHBI, MO KOTOPHIM JIOKYMEHT MOJKET OBITh BBIBEJICH M3 COCTaBa
OoubmoreuyHoro (oHaa, BKIIOYAIOT B TOM YHCJIE€ BETXOCTh, JE()EKTHOCTD,
yCTapeJaoCcTh 0 COACpXKaHWo, yrpary. VICckiarodeHWe TOKyMEHTa U3
OoubmmoreyHoro (oHga NPOBOJUTCS HAa OCHOBAHMM aHajlIW3a COCTaBa
O0nbMoTeYHOro (hoHAA U Pe3yIbTATOB €r0 MPOBEPKH.

4.4.2. Tlog BeTXOCThIO JOKYMEHTA TIOHMMAIOT pPE3yNbTaT €CTECTBEHHOTO
CTapeHus Win (PU3NIECKOro N3HOCA JOKYMEHTA.

4.4.3. Tlon nedeKTHOCThIO JAOKYMEHTa TMOHUMAKOT YAaCTHUHYIO WJIM TIOJHYIO
yTpaTy OKCIUIyaTaI[MOHHBIX KA4eCTB JIOKYMEHTa B pe3yJbTare BHEUIHETrO
BO3JICUCTBHUSI.

4.4.4. Tlon ycTapenocThiO MO COAEPKAHUIO MOHUMAIOT MOTEPI0 aKTyaJbHOCTH
TEMaTUKH, MOJITBEPKTAEMYIO OTCYTCTBUEM cripoca quTaTeINeH,
HEBOCTPEOOBAHHOCTHIO B IMEpEPACTIPEICTICHIUHN U PEATU3AIIHH .

4.4.5. Tlon yrpaToii JOKyMEeHTa IOHUMAIOT €ro OTCYTCTBUE B (POH 1€ OMOINOTEKH
10 MIPUYMHAM TIOTEPH, XHIIEHUS, OSACTBHIA CTUXHIHOTO, TEXHOI'CHHOTO (B TOM
YUCJI€ XaKepCKOW aTakh W  HEBOCCTAHOBUMOI'O COOSl  DJIIEKTPOHHOTO
000pY/I0BaHUS) WK COLUATBHOTO XapaKkTepa, Mo HEYCTAHOBJICHHOM MPUYNHE.
44.6. Tlpomecc WCKIIOYEHUS JOKYMEHTOB ®3 (QoHIa OMOIMOTEKH
OCYIIECTBIISIETCSI B COOTBETCTBUM C [lopsiAKoM ydeTa TOKYMEHTOB, BXOASIINX B
cocrtaB OuOMMoTeyHoro (oHAa, YTBEPKIACHHBIM MPUKA30M MUHKYIBTYPHI OT
08.10.2012 Ne 1077.

4.47. BpIObITHE JOKYMEHTOB OHOIMOTEYHOro ¢OHAA IPOU3BOAUTCI B
pe3yiapTare HMX  CHUCAaHMS  KOMHUCCHUEW, CO3JaHHOM  PYKOBOJUTEIEM
o0pa30BaTeIbHON OpPraHU3aIuy.

4.4.8. VYrwimzanus CHUCAHHBIX JOKYMEHTOB OmOinoreuyHoro ¢oHaa
MIPOU3BOAUTCA B COOTBETCTBHUU C 3aKOHOJATEIHCTBOM PD.



5. IIpoBepka 1OKyMeHTOB OMOJIHOTE4HOr0 (poHIA

5.1. IlnanoBasi mpoBepKa JOKYMEHTOB OMOJMOTEYHOro (hOHIA MPOBOJUTCA C
MEPUOJUIHOCTRIO OJWH pa3 B IATH JIET HAa OCHOBaHWM Tpaduka TPOBEPKH,
YTBEP)KJICHHOT O 3aBEIYIOIIUM OMOJIMOTEKOM.
5.2. BHernaHoBasi mpoBepKa JOKYMEHTOB OUOIMOTEYHOr0 (hOH/Ia TTPOU3BOIUTCS
B 00513aTEIILHOM TMOPSIIKE!
e TIpU BBISBICHUU (HAKTOB XHUIICHUS, 3JIOYMOTPEOSICHUS WIM TOpYHU
JTOKYMEHTOB;
e B Cllyyae CTHUXMHUHOro O€ACTBHS, MOXapa WM APYIHMX Ype3BbIYalHBIX
CUTYaIlUi, BBI3BAHHBIX AKCTPEMATbHBIMU YCIIOBUSIMU;

e TP pEeOpraHU3aALMK VI JTUKBUAALMK 00pa30BaTeIbHON OpraHu3aluu.
5.3. [IpoBepka GhoHAa HA TPEAMET HAJTMYHS B HEM JOKYMEHTOB, BKIIOUYEHHBIX B
®COM, nposoautcs 1 pa3 B Tpu MecsLa.

5.4. Tlo wuroram mpoOBEpKH 3aBeAyIONTUNA OHOJIMOTEKOW COCTABISIET akKT,
MOAMUCHIBAET U XPAHUT €ro B OMOJIMOTEKE B TEUEHUE CPOKA, YCTAHOBJICHHOTO
HOMEHKJIaTypoil gen. FEcim kakue-TO JOKYMEHTBI OTCYTCTBYIOT IO
HEYCTaHOBJICHHOW MPUYMHE, TO K aKTy MPHUKJIAJAbIBAETCS UX CIUCOK, B KOTOPOM
(UKCHPYIOTCSI CBEJEHUS O KOJMYECTBE JTOKYMEHTOB OMOJIMOTEYHOro (poHaa B
HAIMYUM W KOJUYECTBE OTCYTCTBYIOIIUX JOKYMEHTOB, B TOM YHCIE IO
HEYCTaHOBJICHHOW mpuunHe. B akTe Takke yKa3bIBalOTCS HOMEP M JlaTa aKTa
IPEABITYIIEN TPOBEPKH.

[Ipu BBISIBIIEHUH B MpoIlecce MPOBEPKU (POHIa OTCYTCTBYIOIIUX JOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBIICHWS BUHOBHBIX JIMII YOBITKM MO HeJocTayam
CIHCHIBAIOTCS B COOTBETCTBUU C ICHCTBYIOIINUM 3aKOHOAATEITLCTBOM.

5.5. lnst mpoBepku OubmmoredHoro (oHaa oOpa3oBaTebHON OpraHU3alii Ha
npeIMeT Haludus B HEM JIOKYMEHTOB, BKIOUeHHBIX B OCDOM, B
o0pa3oBaTenbHON OpraHU3alliy CO3JaeTcs crenuanbHas Komuccus mo cBepke
o6ubmnoreunoro gouaa ¢ GenepaabHbIM CIUCKOM SKCTPEMHUCTCKUX MaTepHAIIOB,
BBISIBJICHUIO, U3BIATHUIO M YHUYTOXKCHUIO SKCTPEMHUCTCKUX MaTepUaioB (manee —
Komuccnss 10  mpoBepke  AKCTPEMHUCTCKMX  MaTepHajoB),  KOTopas
CHCTEMAaTH4YEeCKH (HE peke OJTHOTO pa3a B TPH MECSAIA) OCYIIECTBISIET MMPOBEPKY
o6ubmmoreunoro ¢oHma 00pa3oBaTENbLHON OpraHU3alluy Ha MPeAMET HAIUYUS B
HEM JOKYMEHTOB, BKIItoueHHbIX B DCOM, nyrem cBepkun @COM co cripaBo4HO-
o6ubnunorpaduyeckum annapaToM (onaa.

[Ipu BeIsIBNIEHUU TIOKYMEHTA, BKroueHHoro B @COM, Ha 3Tare KOMIUIEKTOBaHUS
dboHaa yKazaHHBIN JOKYMEHT HE MOJJICKUT BKJIIOYEHUIO B OMOIMOTEUHBIN (hOH/
o0pa30BaTeIbHON OpPraHU3alUy.

B cnydae BbIsiBIEHUST TOKYMEHTa, BKIIOYEeHHOT0 B @COM U yke HaXoAsIIerocs
B ¢oHAe OUOIMOTEKH 00pa30BaTEIbHOW OpPraHu3aluu, TOKYMEHT UCKII0UaeTCs
u3 OMOIMOTEYHOr0 (POH/IA U TTOAJICKUT YHUUTOKEHUIO.



6. [lopsiiok moJib30BaHUA OMOJIMOTEKOI

6.1. 3amuce oOywarouuxcsi 00pa30BaTEIbHONW OpraHu3alid B OMOJIMOTEKY
MPOU3BOAMUTCS MO CIIMCOYHOMY COCTaBY Kjacca B MHIWBHUYAJIbHOM TOPSJKE,
NeJarorvueckuXx W WMHBIX pabOTHUKOB 00pa3oBaTENbHOM  OpraHu3alu,
poautenell (MHBIX 3aKOHHBIX MPEJACTaBUTENEH) O0yJarOIIUXCs — MO TacCIopTYy.
[lepepeructpanus nosb3oBateseidl OMOIMOTEKH TPOU3BOAUTCS OMOIMOTEKAPEM.
6.2. JlokymMeHTOM, TOJTBEPKIAIOIMIUM TIPABO TOJIb30BAaHUSI OMOIMOTEKOMH,
SIBJISIETCSL YMTATENbCKUM PopMyssip. Unutatenbckuit popmyssip pukcupyer aaty
BbIJIa4M MOJIL30BATENI0 JOKYMEHTOB U3 (POH1a OMOIMOTEKH U UX BO3BpAIlCHUS B
OuOIMOoTEKY.
6.3. [Topsinok mosib30BaHMUsT A00OHEMEHTOM
6.3.1. [Tomp30BaTe M UMEIOT IPABO MOJIYYUTH HA IOM U3 MHOTOTOMHBIX U3/IaHUN
He Oonee ABYX JOKYMEHTOB OJJHOBPEMEHHO.
6.3.2. MakcumaibHbIE CPOKH TOJIb30BAHUS JTJOKYMEHTAMU .

o y4eOHUKH, yueOHBIEC TOCOOUS — YUeOHBIN TOJT;

o HAyYHO-TIOMYJISApHAsi, MO3HABATeNbHAs, XYI0KECTBEHHAs JUTepaTypa —

OJIMH MECHIII,

o TIEPUONUYECKUE U3JAHUS, U3AAHUS MOBBIIEHHOTO cripoca — 15 nHeil.
6.3.3. [lonp3oBaTe I MOTYT MPOJITUTH CPOK MOJIH30BAHUS JOKYMEHTAMHU, €CJIH Ha
HUX OTCYTCTBYET CIIPOC CO CTOPOHBI IPYIHX MOJIb30BaTENEH.

6.4. ITopsi0K MOTB30BAaHUS YUTATHHBIM 3aJIOM.

6.4.1. JlokyMeHTHI, IpeAHa3HAYEHHBIE SISl paOOThI B YUTAIBHOM 3aJie, Ha JIOM He
BBIJIAIOTCS.

6.4.2. DHOMKIONEAWH, CHPABOUYHUKH, pEIKHe, IICHHbIE M HMMEIONIHeCS B
€AMHCTBEHHOM JK3EMIUTIPE JOKYMEHTHI BBIIAIOTCS TOJBKO i PabOTHI B
YUTATLHOM 3aJIe.

6.5. Ilopsiiok paboThI ¢ KOMIIBIOTEPOM, PACTIOJIOKEHHBIM B OMOIHOTEKE.

6.5.1. PaGota ¢ KOMIBIOTEPOM YYaCTHHKOB 0Opa30BaTENbHOrO IMpolecca
IPOU3BOJIUTCA MO TpadUKy, YTBEPKIACHHOMY PYKOBOJIUTEIEM 00pa30BaTeIbHOMI
OpraHu3alyu, U B IPUCYTCTBUH COTPYIHUKA OMOINOTEKH.

6.5.2. Pa3pemaercst paboTa 3a OHUM MEPCOHAIBLHBIM KOMIBIOTEPOM HE OoJiee
JIBYX YEJIOBEK OJJHOBPEMEHHO.

6.5.3. Tlomb3oBaTenp wWMeeT MpaBO pabOTaTh C COOCTBEHHBIM HOCHUTEIEM
uH(pOpMalMU TOCNE TMPEIBAPUTEIBLHOTO TECTUPOBAHHUS €ro pPadOTHHUKOM
OMOIMOTEKH.

6.5.4. Tlo Bcem Bompocam MoOMCKa HMHGOPMAIIMK B WHTEPHETE IMOIb30BATENb
JOJDKEH oOpamiatbesi K pabOTHUKY OUOIMOTEKH; 3alpeniaercs oOpalleHue K
pecypcaM MHTEpHETa, MPEAIoJiararoiuM OIiaTy.

6.5.5. Pabota ¢ KOMIBIOTEpPOM TMPOHU3BOAUTCS COTIACHO YTBEPKICHHBIM
CaHUTAPHO-TUTUEHUYECKUM TPEOOBAHUSIM.



7. IlpaBa u 00s13aHHOCTH OMOJIUOTEKH

7.1. PaboTHUKN OMOIMOTEKH UMEIOT IIPaBo:

e CaMOCTOATEJILHO BBIOMpPATh (POPMBI, CPEICTBA U METOABI OMOJIMOTEUHO-
UH(OPMAITIOHHOTO o0CTy>KUBaHUS o0pa3oBaTeIbLHOTO U
BOCIIUTATEJILHOTO MPOLIECCOB B COOTBETCTBUU C LIEJIAMU U 3aJla4yaMH,
YKa3aHHBIMU B yCTaBe 00pa30BaTEIbHON OpPraHu3aluy U MOJOKEHUH O
oubnmnorexe;

e TPOBOJWTH B YCTAHOBJIECHHOM MOpsJIKe (PaKyIbTaTUBHBIC 3aHATHUS, YPOKU
17§ KPYKKHU OonbIMoTeuHo-oubIMorpaduyecKux 3HAHUU 17§
UH(OPMAIIMOHHOHN KYJIbTYPHI;

o OMPENENATh UICTOYHUKHU KOMIUJIEKTOBaHUSI MH(DPOPMAIIMOHHBIX PECYPCOB;

e U3BIMaTh W PEATU30BHIBATH JOKYMEHTHI U3 (DOHIOB B COOTBETCTBUU C
UHCTPYKIUEH Mo ydeTy 6ubanoreuHoro GoHaa;

e Y4acTBOBATH B yNpPaBICHUU 00Pa30BATEIbHON OpraHU3allUU B MOPSJIKE,
OIpPEAEIIIEMOM YCTaBOM;

e YJYacTBOBAaTb B COOTBETCTBUU C 3aKOHoAaTenscTBOM P®d B pabore
OMOJIMOTEUHBIX ACCOIUAIIMN UITU COIO30B.

7.2. PaboTHHUKYM OMOINOTEK 00SI3aHBI:

» o0ecrneunuThb I10JIb30BATEISIM BO3MO>XHOCTb paboThI c
WH(OPMAIIMOHHBIMU pecypcaMu OMOIMOTEKH;

o uH(OpPMHUpPOBATH  TOJB30BATENEd O  BHAAX  [PEAOCTABISIEMbBIX
OMOIMOTEKOM yCIyT;

e OCYIIECTBJISTh IUTAHOBBIC M BHEIIAHOBBIE MPOBEPKU OMOIMOTEYHOTO
(GoHIa, PEryiasipHO OCYLIECTBIISATh MPOBEPKY OUOIMOTEUHOro QoHaa
o0pa3oBaTeIbHOM OpraHu3aly Ha TMpeAMET HAIW4Yusi B HEM
JTOKYMEHTOB, BKIIIOUEHHBIX B DCOM,;

o 00ecreynTh HAyYHYIO0 OPraHu3aluio GOHI0B U KaTajaoros,;

o (dopmupoBath  (QOHABI B  COOTBETCTBHM C  YTBEP)KICHHBIMHU
denepanbHBIMU  TEPEYHSIMU  Y4EOHBIX  W3JIaHUM, OCHOBHBIMU
o0pa3oBaTeIbHBIMU TpOrpaMMaMH  00pa30BaTeIbHONM OpraHu3alluy,
UHTEpecamMH, TMOTPEOHOCTSIMHM W 3ampocaMd  BCEX  KaTeropui
MIOJIL30BaTeIEH,

e COBEPUIEHCTBOBATH nH(popMarmoHHO-0nbmorpaduaeckoe 151
OubIMoTeUHOE 00CITY’>KUBAHUE TT0JIb30BATEIICH;

o o0ecreunBaTh COXPAHHOCThH HCIIOJIb30BaHUSI HOCHUTENEH HMH(OpMaIuy,
UX CUCTEMATHU3AIUIO, Pa3MEIEHUE U XPAaHEHUE;

o o0OecneyuBaTh pEXUM pPabOTBl B COOTBETCTBHUU C MMOTPEOHOCTSIMHU
noJib30Baresiel U paboToil 00pa3zoBaTEIHLHON OpraHu3allky;

o OTUUTHIBATHCA B YCTAHOBJICHHOM TOpSAJKE TMepes] PYKOBOAUTEIEM
o0pasoBaTeIbHON OpraHU3alluH.



8. [IpaBa u 00s13aHHOCTH MOJIb30BaTeJIel OMOIMOTEKH

8.1. I[Tonp3oBarenu OMOIMOTEKH UMEIOT TIPaBo:

noJiyyaTh TOJHYI0 HH(OpMaIUI0 O cocTaBe OuOIMOTeYHOro (HoHMa,
WH(OPMAIIMOHHBIX pecypcax U MPEeAOCTaBIAEMBIX OMOIMOTEKOMN
ycayrax;

IIOJIB30BATHCS CIPaBOYHO-OMOIHOrpapuuecKuM anmapaTom
ONOINOTEKH;

NOJTy4aTh KOHCYJIBTAIIMOHHYIO TIOMOIIb B TIOUCKE U BBIOOPE HCTOYHHKOB
uH(popMaLuy;

NoJy4aTh BO BPEMEHHOE MOJb30BaHUE HAa a0OHEMEHTE M B YMTAJIHLHOM
3ajie Te4yaTHbIe W3JaHusl, AyJAHOBU3yaJIbHbIE JTOKYMEHTBI W JpYrue
UCTOYHHUKHU MH(pOpMaIuy,;

IPOAJIEBATh CPOK MOJIb30BAHUS JOKYMEHTAMU;

nojlyyatb  TemMaTudeckue, (akrorpapuyeckue, yTOUHAIOIINE U
oubmmorpaduyeckue CrpaBKu Ha OCHOBE (hOHa OMOINOTEKH;
NoJy4aTh KOHCYJIBTAllMOHHYIO MOMOIL B paboTe ¢ nHpopmanuen mnpu
MOJIb30BAHUU JIEKTPOHHBIM M HHBIM 00OPY0OBaHUEM;

y4acCTBOBATh B MEPOINPHUATHIX, TPOBOAUMBIX OMOINOTEKOH.

8.2. ITonp3oBarean OUOJIMOTEKHU OOSI3aHBbI:

coOJII01aTh MPaBUIIa MOJIb30BaHUS OUOIMOTEKOM;

OEpe)KHO OTHOCUTHCS K TPOM3BENCHUSAM TMedyatu (HE BBIPHIBATH, HE
3aru0aTh CTpaHWIl, HE JejdaTh B KHHraxX IMOJYCPKHBAHUMN, MMOMETOK),
UHBIM JIOKYMEHTaM Ha pa3JIMYHbIX HOCUTENSX, OOOPYIOBaHUIO,
WHBEHTAPIO;

MOJI/ICP’KUBATH MOPSJIOK PACCTAHOBKH TOKYMEHTOB B OTKPBITOM JIOCTYIIE
OMOJIMOTEKH, PACTIONOKEHUS KapTOUYEK B KaTaJlorax U KapTOTeKax;
MOJTb30BAaThCS IIEHHBIMH W CIPAaBOYHBIMHU JOKYMEHTAaMH TOJBKO B
[IOMEILEHUN OUOINOTEKH,

yOeIUThCS TP MOJIYYEHUH JTOKYMEHTOB B OTCYTCTBHH AC(PEKTOB, a MPH
oOHapyXeHUU TPOUH(POPMHUPOBATH 00 ATOM pabOTHUKA OMOIMOTEKH.
OTBETCTBEHHOCTh 32 OOHApyKXeHHble Je(eKTl B CIaBaeMbIX
JTOKYMEHTaX HECET MOCJIEeTHUHN TOIb30BaTEb;

pacTUChIBATHCS B UMTATENBCKOM (OPMYIISIpE 3a KaXIbIi MOJTYydeHHBIN
JTOKyMeHT (McKiroueHue: o0ygaroniuecs: 1-4-x Ki1accoB);

BO3BpaIlaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAaHOBJIEHHBIE CPOKH;
3aMEHATh JOKYMEHTHI OMOIMOTEKH B CIIydae MX yTpaThl WK TOPYU UM
pPaBHOILIEHHBIMM ~ JTUOO  KOMIIGHCHpOBaTh  ymepd B pasMepe,
YCTaHOBJIEHHOM TIPaBUJIAMH TIOJIb30BaHUs OMOIMOTEKOM!;

NOJIHOCTBIO paccuuTarbcd ¢ OUOMMOTEKOM 10 MCTEYEHUU CpOKa
oOydeHus WK paboThl B 0011e00pa30BaTEILHOM YUPEKICHUH.



