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IMojo:xkenue o OMOJIMOTEKE
1. O01Iue moI0:KeHNus

1.1. Hacrosiiiee nonokeHue periaMeHTHpYeT AesiTenbHOCTh oubmoreku MbOVY «Cpennsis
mkona Ne 1» (nasee — oOpa3zoBarenbHas OpraHu3aiius).

1.2. Hacrosimiee mosjoxxeHue pa3padboTaHo B COOTBETCTBUU ¢ DeepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoanuu B Poccuiickoit denepanumny, mprukazom
Munkynbtypsl oT 08.10.2012 Ne 1077 «OO0 yrBepxaenuu [lopsaka yuera 10KyMEHTOB,
BXOJIAIIUX B COCTaB OMOIMOTEYHOro POHIa» C y4eTOoM muchMa MuUHOOpa3oBaHus OT
23.03.2004 Ne 14-51-70/13 «O [IpumepHOM MOJIOKEHUHU O OHOIHOTEKE
o0meo0pa3oBarenbHOro yupexaeHus», Metoaquueckux pexkomernanuit ®I'bHY «HIIb um.
K. . Ymmackoro» ot 31.05.2017, pexkomenaaruit MunkynsTypsl oT 12.09.2017 o pabote
OuOIMOTEK C JOKYMEHTaMH, BKIIFOUEHHBIMH B (Pe/IepabHBIA CITUCOK IKCTPEMHUCTCKUX
MaTepuasoB.

1.3. bubnnoteka sABIsieTCsA CTPYKTYPHBIM HOJpa3iesieHueM 00pa30BaTeIbHOM OpraHnu3alui,
CO3JIaHHBIM B LIEJISIX OOECIIeYeHNUs IIpaBa y4aCTHUKOB 00pa30BaTEIbHOIO MIPOLEcca Ha
OecruiaTHOE MOJIb30BaHNE OMOINOTEYHO-UH(OPMALIMOHHBIMH PECYPCaMH.

1.4. TTopsimok moNIb30BaHUS UCTOYHUKAMU HH(GOPMAIUH, IEPEYeHb OCHOBHBIX YCIYT U
YCJIOBHS UX MPEJOCTABICHHS ONPEEISIIOTCS HACTOSIINM TIOJI0KEHUEM O OMOIMOTEKE U
MpaBUJIaMHU TIOJIb30BaHUsl OMOIMOTEKOH, YTBEPKICHHBIMU PYKOBOIUTENEM 00pa30BaTEIbHOMN
OpraHu3aIyH.

1.5. Opranuzanus o0ciIy>kKMBaHHsI Y4aCTHUKOB 00pa30BaTeIbHOTO Mpoliecca MPOU3BOANUTCS B
COOTBETCTBHUH C MPABUJIAMHU TEXHUKH 0€30MaCHOCTH U MPOTUBOMOXKAPHBIMHU, CAHUTAPHO-
TUTUCHUYECKUMHU Tpe6OBaHI/I$IMI/I.

2. lean, 3axa4n, pyHKIUM OMOIHOTEKH

2.1. lenu 6uGNMMOTEKH COOTBETCTBYIOT LEJISIM 00pa30BaTeIbHON OPraHU3aIMH U BKIIOYAIOT
B ce0s1 B TOM umciie: popMupoBaHue oOIel KyIbTyphl THYHOCTH 00yUJaIOIIUXCS Ha OCHOBE
YCBOCHHMS COJIEPKaHHUS OCHOBHBIX 00111e00pa30BaTeIbHbBIX IPOTrpaMM, UX aJanTalus K )KU3HU
B O0IIECTBE, CO3/TaHNE OCHOBHI IS 0CO3HAHHOTO BHIOOPA U TMOCIIEAYIONIETO OCBOCHHS
npodeccHOHaATBHBIX 00pPa30BaTENBbHBIX MPOrPAaMM, BOCIIUTAHHE I'PAKIaHCTBEHHOCTH,
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TPYIOJIO0US, YBKEHHS K IpaBaM U CBOOOJaM YelloBeKa, JTI0OBU K OKPYKaIOIIeH IpUpoe,
Pomune, cembe, popMupoBaHue 310pOBOTo 00pa3a KU3HU.

2.2. 3amauyamMu OMOIMOTEKH 00pa30BaTEIHLHOM OPTaHU3AIUH SBIISIOTCS:

o0ecrieyeHrne y9acTHUKaM 00pa3oBaTeIbHOTO MPOoLecca — 00yJatonmMes,
NeIarornyeckKiuM paboOTHUKAM, POJTUTENSIM (3aKOHHBIM TTPE/ICTABUTEIISIM )
oOyyaromuxcs (aajngee — MoJib30BaTelsiM) — I0CTyNa K UHPOpPMAaLuK, 3HAHUSM,
UM, KYJIbTYPHBIM EHHOCTSIM ITOCPEICTBOM UCTIOIB30BaHUSI OMOIUOTEYHO-
WH(OPMAIIMOHHBIX PECYPCOB 00pa30BaTEIBHON OpraHU3AIINH;

BOCIIUTaHHUE KYJIbTYPHOTO ¥ TPAXKIaHCKOTO CAMOCO3HAHUS, TIOMOIIb B
COLMANIM3ALMHU 00YJaIOUIeTr0Cs, Pa3BUTUU €T0 TBOPUYECKOTO MOTCHIINAIA;
MPUBJICUYCHUE O0YUYAIOMIUXCS K CHCTEMAaTHIECKOMY UYTCHHIO YUeOHOIA,
XyJI0KECTBEHHOH, HAyYHO-TIOIIYJISIPHON JIMTEPATYPBI;

COJICHCTBUE PA3BUTHUIO TIO3HABATEILHBIX HHTEPECOB U CIIOCOOHOCTEH
00yJaromuxcs;

(dbopMHpOBaHKE HABBIKOB HE3aBUCUMOTO OMOIMOTEYHOTO ITOJIb30BaTENIs, 00yUCHUE
MIOKCKY, OTOOPY M KPUTHUIECKOH OIleHKEe NH()OPMAIIHH;

COJICHCTBUE MEJArOTUIECKUM paOOTHHKAM B MOJI00PE HAYYHO-METOINICCKOM
JUTEPATyphl, THPOPMHUPOBAHUE O HOBBIX IMOCTYIUICHHUIX B ONOIMOTEYHBIH (HOHIT;
COBEPILICHCTBOBAHKE MIPEOCTABIIIEMBIX OMOIMOTEKOM YCIYT HA OCHOBE BHEIPCHHS
HOBBIX HH(OPMALMOHHBIX TEXHOJIOTHH M KOMIBIOTEPU3AIH OHOIHMOTEYHO-
WH(OPMAIMOHHBIX MPOIIECCOB, (HOPMUPOBAHUE KOMMOPTHOM OMOITHMOTEUHOM
Cpenpl.

2.3. bubnuoTteka BBIMONHSACT clenyromue GpyHKIum:

2.3.1. ®opmupyet pon OnOIMOTEUHO-UHPOPMAIIMOHHBIX PECYPCOB 00pa30BaTEIbHOM
OpraHu3aIuu:

KOMIUIEKTYeT OCHOBHOM (DOHT y4eOHBIMH, XyI0KECTBEHHBIMHU, HAYYHBIMH,
CIPaBOYHBIMH, N1€ATOTUYECKUMHU U HAYYHO-TIONYJISIPHBIMU JOKYMEHTaMH;
Y4acTBYeT B KOMIUIEKTOBAaHHUH CHEIIMATH3UPOBAHHOTO (DOH/IA YICOHUKAMH U3 YHCIIa
BXOJSIIUX B (hefiepalibHbIN MepeueHb YUeOHUKOB, TOMYIIEHHBIX K HCIOJIb30BAaHHIO
NIPY pean3airy UMEIOINX TOCYAaPCTBEHHYIO aKKPEIUTALINI0 00pa30BaTeIbHBIX
IporpaMM HayalbHOTO 0OIIEro, OCHOBHOI'O OOIEro, CpeHEero 00IIero
o0pa3oBaHus, ¥ y4eOHBIMHU TIOCOOUSMH, JOMYIIEHHBIMU K UCTIOIB30BaHUIO TIPU
peanu3alyy yKa3aHHbIX 00pa3oBaTeIbHBIX IPOrPaMM;

aKKyMyJHpyeT (hOH] TOKYMEHTOB, CO3/1aBaeMbIX B 00pa30BaTEIbHON OPraHU3aH
(myOnukanuii 1 paboT meaaroroB 00pa3oBaTeNIbHON OPraHU3aIMH, JIYUIIHX
Hay4YHBIX paboT u pedepaToB yyammxcs u ap.);

OCYILECTBIISIET pa3MellleHIe, OPraHU3aINI0 U COXPAHHOCTh JOKYMEHTOB;
OpraHu3yeT U BeJIET CIIPaBOYHO-OMOIMOrpaduueckuii annapar: Katajaoru
(andaBUTHBIN, cCHCTEMaTUYECKHIT), KAPTOTEKU (CUCTEMAaTHUECKYIO KapTOTEKY
cTarel, TeMaTHYeCcKre KapTOTEeKH ), DJIEKTPOHHBIN KaTayor, 0a3bl TaHHBIX MO

npod o 00pa30BaTeNbHON OPraHU3aIIH.

2.3.2. OcymectBaseT qudepeHpoBaHHOe OMOIMOTEeYHO-UH(POPMALIMOHHOE
o0citykKMBaHHE 00yYaroIINXCS:

MpeaoCTaBJIACT I/IH(I)OpMaI_II/IOHHBIe PECYPChI Ha pa3JIMIHBIX HOCUTCIIAX,



JloxyMeHT noJinucaH 3JIeKTPOHHOU MOJIHCHIO.

e OpraHu3yeT 00y4YeHHE HaBbIKAM HE3aBHUCHUMOTO OMOIMOTEYHOTO MOJIb30BATENS U
notpeduTens HHGopMaIyu, COACHCTBYET HHTETPAIlMH KOMIUIEKCA 3HAHUW, YMEHUI
Y HaBBIKOB PabOTHI C KHUTOW U MHPOpMAITUEH;

e OKa3bIBacT MHPOPMALMOHHYIO MOAJICPKKY B PEUIICHUU 33/1a4, BOSHUKAIOUINX B
nporecce yueOHo#, caMoo0pa30BaTeIbHOM U JOCYTOBOM NESATEIIEHOCTH
00ydJaromuxcs;

e OpraHU3yeT MACCOBBIC MEPOIPHUSATHS, OPUCHTUPOBAHHBIE HA Pa3BUTHE OOIICH H
YUTATEIbCKOUN KYJIBTYpBI TMYHOCTH,

e COJCHCTBYET MEeIarorn4eckKuM pabOTHUKAM B OpraHU3aIui 00pa30BaTeIHLHOTO
nporiecca u J0cyra 00y4aronixcs.

2.3.3. Ocymectasier auddepeHnnpoBaHHOe OMOINOTECUHO-UHDOPMAITMOHHOE
o0CITyKMBaHUE MMEJarOTMYeCKUX PaOOTHHUKOB:

e BBIABJISIET MHPOPMALMOHHBIE HOTPEOHOCTH U YJIOBIETBOPSIET 3aIIPOCHI, CBS3aHHbIE
¢ 00yueHHEeM, BOCIUTaHHEM 00ydJaroIuxcs;

e COJEHCTBYET NPO(heCCHOHAIbHONW KOMIIETEHIIMU NIe1aroroB, MOBBILICHUIO
KBaJM(PUKAINHU, TIPOBEICHHUIO aTTECTAIHH,

e OCYIIECTBIISIET TeKyllee HHPOpMHUpPOBaHUE (JHU HHPOpMALUU, 0630pbl HOBBIX
NOCTYIUIEHUH U MyOJIMKaLHii);

e CIIOCOOCTBYET IPOBEIEHUIO 3aHATHI 10 (POPMHUPOBAHNIO HHPOPMALIMOHHOM
KYJBTYPBl 00yJaroImuXcs, BT 02301 I POBEICHUS MPAKTHUECKUX 3aHATHHA
1o pabore ¢ HH(POPMALIMOHHBIMH PECYPCAMH.

2.3.4. OcymectBisger auddepeHnpoBaHHOE OUOTHMOTEYHO-UHPOPMAITUOHHOE
o0CITyKMBaHUE POUTENCH (3aKOHHBIX TIPEJCTABUTEINCH) 00yIArOIIIHXCS:

e YIOBJIETBOPSET 3aMPOCHI MOJIb30BaTeNel U UHPOPMHUPYET O HOBBIX MTOCTYIUICHUSX B
6u0IMOTEKY;

e KOHCYJBTHUPYET I10 BOIIPOCAM OPTaHU3aLUHA CEMEWHOIO YTEHUS, 3HAKOMMUT C
uH(popMaliel o0 BOCIUTAHUIO JIeTel;

e KOHCYJBTHUPYET [0 BOIPOCAM Y4EOHBIX U3AAHUHN JUIsl 00 yYaIOIIUXCSl.

3. Opranuszanus JesiTeJbHOCTH OHOJINOTEeKH

3.1. Ob11ee pyKOBOJCTBO AEATENBHOCTbIO OMOIMOTEKH OCYIIECTBIISET PYKOBOAUTENb
o0pa30BaTeNbHON OpraHu3aluu.

3.2. HemocpeacTBeHHOE PYKOBOACTBO OMOIHOTEKON OCYIIECTBIISET 3aBEAYIOIIUI
OMOIMOTEKOM, KOTOPBIN HA3HAYAETCSl PYKOBOIUTEIEM 00pa30BaTeIbHON OpraHU3aIlHH.

3.3. 3aBenyromuii OMOIMOTEKOM HECET OTBETCTBEHHOCTD B MPEeNiax CBOSH KOMITETEHIIUHU 32
OpTraHMU3AIHNI0 U PE3YNIbTATHI e TEIbHOCTH OUOINOTEKH.

3.4. 3aBenyrouuii 6MOIMOTEKON pa3pabaThIBaeT U MPECTABISET PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHU3aliy Ha YTBEP)KIACHUE CIEAYIOINE JOKYMEHTHI:

e TIOJIOXKEHUE 0 OMOIMOTEKE, MpaBUiIa MOIH30BAHUS OUOIHOTEKOH;
e TIOJIO’KEHUE O TUIATHBIX ycayrax OMOIuOTeKH;
e TUIAHOBO-OTUYETHYIO TOKYMEHTAIIUIO.
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3.5. B coctaB 6UOIMOTEKH BXOIUT:

e a0OHEMEHT;

e OTIET yYCOHUKOB;
e ot1zen nHpopMaMOHHO-OnbIMorpaduaeckoil padboTsl;

3.6. bubnuoreyHo-uHPOPMAITMOHHOE OOCITY’)KUBAHHE OCYIIECTBIISIETCSI B COOTBETCTBUU C
IIaHaMu paboThl OMOIMOTEKH U PEKUMOM PabOThl 00Pa30BATEIHLHON OpPTaHU3aIUH.

3.7. bubnmoreka Bipase MPeAOCTaBIATH IJIATHbIE OMOIMOTEYHO-UH(POPMALIMOHHBIE YCIYTH,
HepeueHb KOTOPBIX ONPENENIAeTCs YCTaBOM 00pa3oBaTeNbHON OpraHu3aIiH.

3.8. PexxuM paboThl OUOIMOTEKU ONpeAensieTcs 3aBEeAYIOIUM OUOIHMOTEKOM ¢ yueToM
pexknma paboTsl 00pa3oBaTeNbHOM opranu3anuu. OQUH pa3 B MECHI] MPEAyCMaTPUBACTCS
CaHWUTAPHBIN JCHb, B KOTOPBIA 00CITY)KUBAaHHE MOJIB30BATEIICH HE IIPOU3BOIUTCSI.

4. Yder nocrymieHus ¥ BLIOBITHSA JOKYMEHTOB OM0JIM0TEe4HOr0 (poHaa
4.1. [Ipuem 1oKyMeHTOB B (hOH]T OMOIMOTEKN BKIFOUALT CICTYIOIIUE OTICPAIIHH:

e CBEpKa IOCTYIUIEHUH ¢ NEPBUYHBIM YYETHBIM IOKYMEHTOM (HaKJIaJHasi, aKT),
BKJIIOYAOLIUM CITUCOK MOCTYNUBUIMX JTOKYMEHTOB;

e COCTaBJICHHE NIEPBUYHOTO YYETHOTO JTOKYMEHTA JUIs IOCTYIJICHUH 6e3
COIPOBOJIUTENBHON TOKYMEHTALINH;

e perucTpanus HoCTYNUBIINX JOKYMEHTOB B PETUCTPAaX CyMMapHOT0, IPYIIIOBOTO U
unauBuayansHoro yyeta ('OCT 7.0.93-2015 «bubaunoreunslii ¢ponp. TexHomorus
(bopMUPOBAHUAY).

4.2. I1pu nomoaHEHUU OCHOBHOTO OUOIMOTEYHOTO (hOHIa HEOOXOIUMO COOI0IaTh
TpeboBanust OenepanbHoro 3akoHa ot 25.07.2002 Ne 114-D3 «O npoTuBOaEHCTBUN
AKCTPEMUCTCKOM AEATEIbHOCTHY. [JOKyMEHTHI, BKJIFOUeHHbIE B DeqiepanbHblid CIIUCOK
AKCTPEMHUCTCKHUX MaTepuanos (panee — @COM), onyOIUKOBaHHBIN HA OPHUIIMATEHOM CalTe
Mumtocra (http://minjust.ru/ru/extremist-materials), mpuoGperarts 3anperieHo, Ipu
BBISIBIICHUM UX B (DOHJIE — U3BIMATh U3 JOCTYTIA.

4.3. Yyet u 06paboTka TOKyMEeHTOB OMOIHOTEYHOTO (DOHIA.

4.3.1. Yder u 06paboTKa TOKYMEHTOB OCHOBHOTO (JOH/Ia OCYIIECTBISIETCS UHIUBUIYATbHBIM
cioco6oM. CBeieHus O OCTYMUBIIMX MEYaTHBIX TOKyMEHTax BHoOcATCS B «KHHUTY
CYMMAapHOT0 y4eTa JJOKYMEHTOB OCHOBHOTO (pOHa».

ITocTynuBmMM TOKyMEHTaM IPUCBAUBAOT MHANBUyaJIbHBIM PETUCTPALIMOHHBIA HOMEP
(MHBEHTapHBIM HOMEP WM UHOW 3HAK, IPUHATHIN B KaYECTBE PETUCTPALIMOHHOTO HOMEPA,
CHCTEMHBIH HOMEp JJIs 3JIEKTPOHHBIX JIOKYMEHTOB) U M (P XpaHEHUs.

Perucrpanmonnsie HoMepa U UQPPbl OTMEYAIOT B PETUCTPaX HHAWBUAYAIBHOTO yYeTa
JIOKYMEHTOB — HUHBEHTapHOMN KHUTE, KAPTOTEKE PETUCTPALIUU T'a3€T, KYpPHAJIOB, YIETHON Oa3e
JTAHHBIX.
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Bce ax3eMIuspbl MPUHATHIX U3AaHuK mTeMnentorTcs. [ltemmens ¢ HaMuMeHOBaHUEM
00pa3oBaTebHON OpraHU3aIKK IOJDKEH ObITh MPSIMOYTOJILHOM (hOPMBI, pa3MEpPOM HE
Oouibire ueMm 1,5 x 4 cm.

[ITemnens cTaBUTCS HA 000POTE TUTYJIBHOTO JIHCTA (TIPU OTCYTCTBHH TUTYJIBHOTO JIUCTA —
Ha TIEpBOM CTpaHUIIE TEKCTa OJ1 3arjiaBueM), Ha 17-i cTpaHHIle 1O/ TEKCTOM B JIEBOM
HIKHEM YTy U Ha 000pOTe KaK0ro Mpriokenus. Ha Opoiropax u )KypHalaX MTEMIIENb
CTaBUTCSI TOJIBKO Ha 00JI0KKE WIJIM Ha TIEPBOM CTPAHUIIE TEKCTA.

CoctaB ocHoBHOTO (hoHAA PUKCHpPYETCS B KAPTOUHOM alihaBUTHOM KaTallore, B
AJICKTPOHHOU 0a3e JaHHBIX OMOJIMOTEKH.

4.3.2. Yuer u o6paboTka cneruain3upoBanHoro ¢houga. Crernuain3upoBaHHbIi GOH/T
YUUTBIBAETCSA U XPAHUTCS OT/ACIBHO OT OCHOBHOTO OMOIHOTEYHOTO (hOHA.

VY4er JOKYMEHTOB CIIELUAIN3UPOBAHHOTO (POH/IA, KAK MHOTO3K3EMIUISIPHOM JINTEPATYPHI,
OCYILECTBIISIETCS IPYNIIOBBIM CIIOCOOOM U OTpaxaercsi B «KHUre cymmapHOro yuera
yueOHOTO (OHAAa» U B KAPTOTEKE PETUCTPAIIMOHHBIX KapTOUEK.

Ha xaxn0oe HauMeHOBaHUE TOKYMEHTOB CIELUATU3UPOBAHHOrO (DOH 1A 3aBOJUTCS OTICIIbHAS
yueTHas kaptouka. Kaprouku ¢ bubnuorpaduyeckum onrcaHueM U3JaHuN yIeOHUKOB
paccTaBiIAIOTCA B YUETHYIO KapTOTEKY I10 KJIacCaM, a BHYTPH KJIACCOB — I10 a(aBUTyY
(bamunuii aBTOpOB WM 3aryiaBuid. [ KOHTPOIIS 32 COXPAHHOCTHIO YYETHBIX KapTOUYeK OHU
peructpupyorces B «KypHasie perucTpaluy y4eTHbIX KapTOdeK Y4eOHUKOBY.

TexHuueckas o6pa60TKa AOKYMCHTOB IIPCAYCMATPUBACT CICAYIOIIUC OIICpaluun:

e TIPOCTaBJIEHUE HA KAXJOM JOKYMEHTE IITeMIIeNsl OMOIMOTEKH B COOTBETCTBHHU C
MyHKTOM 4.3.1 HaCTOAIIETO MOJOKEHUS;

e YCTaHOBJIEHHE CPEJCTB 3aLUTHI OT YTPaThl (MArHUTHBIA AATYMK, PaIMOYMII, HHON
BUJI MApKUPOBKN);

e M3rOTOBJIEHHE U MPUKpPEIJICHHE K JJOKYMEHTY nacnopra yyeOHuka. [Tacnopt
y4eOHHKa MIPUKIICUBAETCS Ha MOCTeIHEH cTpaHulle yueOHUKa. 3aronHsIeTcs Ipu
BbI/IaY€ YNUTATEIO.

VYder crienuann3upoBaHHOTO (OHIA MPEIyCMaTPUBACT OTPAKEHUE €ro COCTaBa B CIPABOYHO-
o6ubnunorpaduueckom anmnapare OUOINOTEKH, B TOM YUCIIE B ANIEKTPOHHOU 0a3e NaHHBIX.

4.4. BoiObITHE TOKYyMEHTOB OMOIMOTEUHOTrO (POHTA.

4.4.1. TlpuuuHebl, MO KOTOPHIM JOKYMEHT MOXET OBITh BHIBEJICH U3 COCTAaBa OMOIMOTEYHOTO
(dhoHa, BKIIOYAIOT B TOM YHCJIE BETXOCTh, J€PEKTHOCTD, YCTAPENOCTh MO COACPKAHUIO,
yrpaty. UckimoueHnne 1oKkyMeHTa u3 6ubanoreyHoro (poHaa NpoBOIUTCS HA OCHOBAaHUU
aHallM3a cocTaBa OMOIMOTEUHOTO (JOH/A M PE3YIBTATOB €T0 MPOBEPKH.

442, Ilox BeTXOCTBIO JOKYMCHTA NOHUMAIOT PE3YyJIbTAT €CCTCCTBCHHOT'O CTAPCHUS U
CbI/IBI/I'-IeCKOFO HN3HOCA JOKYMCHTA.

4.4.3. Ilon neeKTHOCTHIO JOKYMEHTA OHUMAIOT YaCTUYHYIO UJIU MOJHYIO yTpaTy
9KCILTyaTallMOHHBIX KaUeCTB IOKYMEHTA B PE3YJIbTATE BHEIIHETO BO3/IEHCTBUS.
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4.4.4. Tlon ycTapenocTbio MO COAEPKAHUIO TOHUMAIOT MOTEPIO aKTyaIbHOCTA TEMATHKH,
MOJITBEPKIAEMYIO OTCYTCTBUEM CITPOCA YUTATENEH, HEBOCTPEOOBAaHHOCTHIO B
nepepacnpeeNieHuH U pealn3alnu.

4.4.5. Ilon yrpaToii JOKYMEHTa IIOHUMAIOT €r0 OTCYTCTBUE B (hOH/IE OMOIUOTEKH 110
MPUYMHAM TIOTEPH, XUIIECHUS, OSICTBUI CTUXUIHHOTO, TEXHOTEHHOTO (B TOM YHCIIE
XaKepCKOM aTaku ¥ HEBOCCTAHOBUMOT'O COOsI 3JIEKTPOHHOTO 000PYIOBaHNUS) HITH
COITMAJILHOTO XapaKTepa, 10 HEYCTAaHOBJICHHOW MTPUYHHE.

4.4.6. IIporecc UCKITFOYEHUS JOKYMEHTOB U3 (OHIa OUOIMOTEKH OCYIIECTBIISICTCS B
cooTBeTcTBUH ¢ [1opsiiKOM ydera JTOKyMEHTOB, BXOSIIUX B COCTaB OMOIMoTeyHoro (houa,
YTBEPXACHHBIM NprKka3oM MuHKynbTypbl oT 08.10.2012 Ne 1077.

4.4.77. BoiObITHE JOKYMEHTOB OMOIMOTEYHOTO (POH/Ia TPOU3BOJUTCA B PE3YJIbTATE UX
CIIMCaHUsI KOMUCCHUEH, CO3JaHHON PyKOBOJHUTENIEM 00pa30BaTeIbHON OpraHU3alluH.

4.4.8. YTunuzanuus CucaHHbIX IOKYMEHTOB OMOIMOTEeYHOro (hOH/Ia TPOU3BOJUTCS B
COOTBETCTBHHU C 3aKOHOJIATEIHLCTBOM PD.

5. IIpoBepka 10KYMeHTOB 0U0JIMOTEYHOr0 (POHAA

5.1. IlnaHoBast MpoBepKa JOKYMEHTOB OMOIMOTEUYHOTO (DOH/IA TIPOBOJUTCS C
MIEPUOJUIHOCTHIO OJTUH pa3 B IIATh JICT HA OCHOBaHHH IrpaduKa MPOBEPKH, YTBEPKIACHHOTO
3aBeYIOIINM OUOINOTEKOM.

5.2. BHemiaHOBasi IpOBEpKa JOKYMEHTOB OMOIMOTEUHOTO (DOHJIA IIPOU3BOIAUTCS B
00s13aTeILHOM TOPSJIKE:

e IIpH BBIABJICHUU (DPAKTOB XUILIEHUS, 3T0YTOTPEOICHUS HITU TIOPYH JOKYMEHTOB;

e B cCllydyae CTUXUHHOTO O€JCTBHS, MOXKapa WIN APYTUX Ype3BbIYaliHbIX CUTYalUH,
BBI3BaHHBIX IKCTPEMAJIbHBIMU yCIOBHUAMU;

e TIIpU peOpraHu3alliy WIN JUKBUIAIMHY 00pa30BaTEIbHON OpraHU3alllu.

5.3. IlpoBepka ¢GoHIa HA IPEAMET HAIUYHUS B HEM JIOKYMEHTOB, BKIIFOUEeHHBIX B DCOM,
MIPOBOJIUTCS:

e TIPH MOCTYIJICHUH HOBBIX JJOKYMEHTOB B (DOH]T;
e CHUCTEMaTHYECKH (HE pexke OJHOrOo pa3a B TpU Mecsna) myteM cBepkun PCOM co
CIPaBOYHO-OMOIMOrpadrueckuM annaparom GoHa OUOIMOTEKH.

5.4. Tlo utoram mMpoBepKH 3aBEAYIOIHI OMOTMOTEKON COCTABIISET aKT, MMOIMUCHIBAET U
XPaHHT ero B OMOIMOTEKE B TE€UEHUE CPOKA, YCTAHOBICHHOTO HOMEHKIIATYpoit en. Eciu
KaKHe-TO JIOKYMEHTBI OTCYTCTBYIOT 10 HEYCTAHOBJICHHON IPUYUHE, TO K aKTy
MIPUKIIAABIBACTCS UX CIIMCOK, B KOTOPOM (DPUKCUPYIOTCS CBEICHUS O KOJINYECTBE JOKYMEHTOB
6u10aroTeYHOro (POHAA B HAIMYUU U KOJTMYECTBE OTCYTCTBYIOLIUX IOKYMEHTOB, B TOM YHCIIE
110 HEYCTaHOBJIEHHOM pUUKHE. B akTe Takke yKa3bIBalOTCS HOMEP U JjaTa aKTa
MpEeABIAYIIEH TPOBEPKHU.

[Ipu BBIsIBIEHUH B Mpoliecce TPOBEepKU (POHIA OTCYTCTBYIOIIUX IOKYMEHTOB U
HEBO3MOKHOCTH YCTAHOBJICHHSI BUHOBHBIX JIUI] YOBITKH 110 HEJJOCTauaM CIIUCBIBAIOTCS B
COOTBETCTBHH C JIEUCTBYIOIINM 3aKOHOAATEIBCTBOM.
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5.5. lns mpoBepku OubnmoreqHoro Gponaa o06pa3oBaTeIbHON OPraHU3aIMK Ha IPeIMET
HaJU4Ms B HEM JOKYMEHTOB, BKIOUeHHBIX B @COM, B 00pa3oBaTeIbHOM OpraHU3aIuu
cosnaercs cnennanbHas Komuccus o ceepke 6ubimorednoro gouaa ¢ deaepanbHbIM
CIUCKOM 3KCTPEMHUCTCKUX MaTEPHUAaJIOB, BBISIBICHHUIO, U3BSITHIO U YHUUTOKEHHUIO
HKCTPEMHUCTCKUX MaTepuanoB (nanee — Komuccus mo npoBepke 3KCTPEMHCTCKUX
MaTepUajoB), KOTOpas CUCTEMaTUUECKH (HE pexe OJHOTO pa3a B TPU MECSIa) OCYIIECTBIISET
MPOBEpKyY OMOIMOTEYHOTO (POHIa 00PA30BATEIHHONM OpraHU3aIlUU HA MIPEAMET HAIUYHS B
HEM JIOKYMEHTOB, BKJItOUeHHBIX B PCOM, nyreM cBepku DCOM co cripaBoYHO-
oubnuorpaduyeckum annapaTom GoHza.

[Tpu BeIsIBIIEHNH JOKYMEHTa, BKIIoueHHOro B @COM, Ha sTane KoMIuieKToBaHus GoHaa
yKa3aHHbIN TOKYMEHT He MOJIe)KUT BKIFOUYEHUIO B OMOIMOTeUHbIH (POH]T 00pa3oBaTeIbHON
OpraHM3alMH.

B ciyuae BoIsiBIeHUs: JOKyMeHTa, BKitoueHHOro B @COM 1 yxe Haxosuierocs B oHae
OoubamoTekn 00pa30BaTEILHON OpraHn3allii, JOKYMEHT UCKITIOYAeTCs M3 OMOIMOTEIHOTO
(bOHIa ¥ TIOUICKHUT YHUUITOKECHUIO.

6. IlopsaioK MOJIb30BAHUA OMOJIMOTEKOM

6.1. 3anuce oOyyarommxcsi 00pa3oBaTeIbHON OpraHu3aui B OMOIHMOTEKY MPOU3BOAUTCS 1O
CIIMCOYHOMY COCTaBY KJIacca B MHAMBUIYaTbHOM MOPSJIKE, IE1arOTMYECKUX U UHBIX
paboTHUKOB 00pa30BaATEILHOM OpraHU3aIuy, poauTeNel (MHBIX 3aKOHHBIX MIPEICTaBUTENECH)
oOyugaromuxcsi — 1o macnopty. Ilepeperucrpanus moyib3oBareneii On0JIMOTeKH
MIPOU3BOIUTCS €KErOHO.

6.2. JIokyMEeHTOM, MOATBEPKAAIONINM MIPABO MOIB30BaHUSI OMOIHOTEKOMH, SBIIIETCS
yuTaTteabcKuil popmyisip. Uurarensckuil GopMyisap GUKCHpYET 1aTy BblIauu
MOJIb30BATENIO JOKYMEHTOB U3 (poHIa OMOIMOTEKH U UX BO3BPAILEHUS B OUOIHOTEKY.

6.3. ITopsiok noab30BaHUS A0OHEMEHTOM:

6.3.1. Ilonp30BaTesn UMEIOT MPABO MOJYYUTH HA JJOM U3 MHOTOTOMHBIX U3JJaHUI HE OoJiee
JBYX JTOKYMEHTOB OJHOBPEMEHHO.

6.3.2. MakcumasnbHble CPOKH IOJIb30BaHUS JJOKYMEHTaMHU:
e yueOHMKH, yueOHbIe TOCOOUs — yueOHBIH rof;
e Hay4YHO-TIOMYJISIpHAs, IO3HABATEIbHAS, XY/I0)KECTBEHHAS JINTEPATypa — OJTUH
MecsL;

e TMEPUOJNYECKUE U3AaHUS, U3JaHUSI MOBBIIIEHHOTO crpoca — 15 nHe.

6.3.3. [Tosp30BaTeI MOTYT MPOJUTUTH CPOK MOJTB30BAHUS JOKYMEHTAMH, €CITU Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTHX ITOJIb30BaTEIICH.

6.4. [Topsi10K MOJI30BAHMS YUTATBHBIM 3QJI0M.
6.4.1. JlokyMeHTHI, MpeHa3HAYCHHBIE ISl pa0OThI B YUTATLHOM 3aJie, Ha IOM HE BBIIAIOTCS.

6.4.2. 3HI_[I/IKJ'IOHC,Z[I/II/I, CIIPAaBOYHUKHU, pCAKUEC, ICHHBIC U UMCIOIUCCA B CIUHCTBCHHOM
OK3EMINIAPE JOKYMCHTBI BRIJAOTCA TOJBKO JJISA pa6OTBI B YUTAJIbBHOM 3aJIC.
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6.5. ITopsok paboThl C KOMIIBIOTEPOM, PACHIOJIOKEHHBIM B OMOIHOTEKE.

6.5.1. PaboTa ¢ KOMIIBIOTEPOM YYaCTHUKOB 00pa30BATEIBHOTO MPOLIECCca MPOU3BOAUTCS 110
rpaduKy, yTBepKJIEHHOMY PYKOBOJUTEIEM 00pa30BaTEIbHON OpraHU3aliy, U B
MPUCYTCTBUH COTPYAHHUKA OUOIHOTEKH.

6.5.2. Pa3pemiaercs paboTa 3a OIHUM NEPCOHAIBHBIM KOMITBIOTEPOM HE 0oJiee IBYX YelIOBEK
OJIHOBPEMEHHO.

6.5.3. Ilonp30BaTeNb UMEET MPaBO padOTATh C COOCTBEHHBIM HOCHTEIEM HH(pOpMAIHH MOCIe
MPEIBAPUTEIILHOTO TECTUPOBAHMUSI €T0 pAOOTHHUKOM OUOJIMOTEKH.

6.5.4. ITo Bcem Bompocam moucka HHHOPMAIMU B HHTEPHETE 0JIb30BATENb JIOJDKCH
oOpamiarbcs K pabOTHUKY OMOINOTEKH; 3arpelaeTcsi oOpalieHue K pecypcaM HHTEpPHETa,
HpeIIoNAraroliM OILIaTy.

6.5.5. PaboTa ¢ KOMIIBIOTEPOM MPOU3BOJUTCS COTJIACHO YTBEPKACHHBIM CAHUTAPHO-
TMTUEHUYECKUM TPeOOBaHUSM.

7. lIpaBa u 0013aHHOCTH OMOJIMOTEKH
7.1. PaboTHHKY OMOJIMOTEKHU UMEIOT PABO:

e CaMOCTOSTEIHHO BEIOMPATH ()OPMBI, CPEIICTBA U METOBI OMOIMOTEIHO-
UH()OPMAIIMOHHOTO 00CITY)KUBaHHS 00Pa30BaTEILHOTIO U BOCIIUTATEIBHOTO
IIPOIIECCOB B COOTBETCTBUU C LIEJSIMU M 33/1a4aMH, YKa3aHHBIMHU B YCTaBe
00pa3oBaTebHONW OpraHU3alMK U TOJI0XKEHUU 0 OUOINOTEKE;

e TPOBOJUTH B YCTAHOBIIEHHOM TOPsIIKE (DaKyIbTATUBHBIC 3aHATH, YPOKH U KPYKKH
6ubnMoTeyHo-o6nbIMorpaduIeckux 3HaHUNH U HH(POPMALIMOHHOM KYJIbTYpHI,

e ONpEAETATh NUCTOYHUKH KOMIUIEKTOBAHUS MH(POPMAITHOHHBIX PECYPCOB;

e U3BIMaTh U PEATN30BBIBATH JOKYMEHTHI U3 (POHIOB B COOTBETCTBHM C MHCTPYKLUEH
1o ydery OubinoTedyHoro GpoHa;

e yYacCTBOBATh B YIPaBICHUU 00pa30BaTEIbHONW OpraHU3aIMK B MOPSIKE,
OTIpeNIeNIIEMOM YCTaBOM;

e yYacCTBOBATh B COOTBETCTBHHM C 3aKOHOAATENbCTBOM P® B paboTe OMOIMOTEUHBIX
acCoLMalui WIN COK30B.

7.2. PaboTHUKH ONOIMOTEK 00I3aHBL;

e 00ecneunTh MOJIb30BaTENSIM BO3MOKHOCTD PabOThI ¢ MHPOPMALMOHHBIMU
pecypcaMu OMOITMOTEKH;

e MH(OPMUPOBATH MOJB30BATENEH O BUIAX MPEAOCTABIAEMBIX OMOIMOTEKON YCIIyT;

e OCYIIECTBJIATH IJIAHOBBIE U BHEIJIAHOBBIE TPOBEPKU OMOIMOTEYHOTO (hoHAA,
PETYJISIPHO OCYIIECTBIIATH MPOBEPKY OMOIMOTeYHOro (poHaa 00pa3oBaTeNbHON
OpraHU3alMy Ha IPEAMET HAJIMYUS B HEM JIOKYMEHTOB, BKIIOUeHHBIX B DCOM;

e 00ecneunTh HAYyUYHYIO OpraHMU3aluio (POHIOB U KaTaJOIrOB;

e (opmupoBath (HOHIBI B COOTBETCTBUU C YTBEPKJIEHHBIMH (pe/iepaTbHBIMU
NepevHsIMHU Y4eOHBIX U3/IaHHHi, OCHOBHBIMH 00pa30BaTEIbHBIMU POTrPaAMMaMHU
o0pa3oBaTeNbHOI OpraHu3aluu, HHTepecaMmu, MOTPeOHOCTIMHU U 3alIpOcaMu BCeX
KaTeropyii IoJIb30BaTeIeH;
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e COBEpPIICHCTBOBATH MHPOPMAITMOHHO-OUOIHOTrpadudeckoe u ONOINOTeIHOE
o0CITy>)KMBaHHE OJIb30BATEIICH;

e o0ecmeunBaTh COXPAHHOCTH MCIIOIH30BAHMS HOCUTENEH HHPOPMAITIH, UX
CHCTEMaTH3AIIHI0, Pa3MEIICHUE U XPaHCHHE;

e o00ecmeunBaTh PEKUM pabOTHI B COOTBETCTBHH C TOTPEOHOCTSMU MOJIH30BATENCH 1
paboToii 00pa3oBaTEbHON OpraHU3aIUH;

e OTYHUTHIBATHCS B YCTAHOBJIICHHOM TOPSAKE Mepe PyKOBOAUTENIEM 00pa30BaTeIbHOMI
OpraHu3aIuH.

8. IIpaBa u 00513aHHOCTH NOJIb30BaTe/Ieil OUOJINOTEeKH
8.1. [Tonp3oBareny OMOIMOTEKN UMEIOT MPABO:

e TIOJIy4YaTh MOJIHYIO HH(POPMALIHIO O cOcTaBe OMOIMOTEYHOTO POHAA,
WH(POPMAIMOHHBIX PEeCypcax M MPeIoCTaBIIeMbIX ONOIIMOTEKOH ycyrax;

e TI0JI30BAThCS CIPABOYHO-OMOIHOrpadUUIecKuM anmaparoM OHOIHOTEKH;

e TMOJIy4aTh KOHCYJIBTAIIAOHHYIO MTOMOIIb B TIOUCKE M BHIOOPE UCTOYHUKOB
uHpOpMaLNK;

e IMIOJIy4aTh BO BPEMEHHOE IMOJIb30BaHUE Ha a0OHEMEHTE U B UNTAIILHOM 3aJ1e
NIeYaTHBIE U3/IaHUs, ayTUOBU3YyAIbHbIE JOKYMEHTHI U APYTHe UCTOYHUKH
nHpopmanuu;

e IIPOJUIEBATh CPOK IOJIB30BAHUS JOKYMEHTAMH,

e TOJy4aTh TeMaTudeckue, pakrorpaduueckue, yrounsiomue u oudnuorpaduyeckue
CIpaBKU Ha OCHOBE (OHIa OMOIHOTEKH;

e TMOJIy4aTh KOHCYJIBTAIIMOHHYIO ITOMOIIIb B paboTe ¢ HHpopMaIuen mpu

MOJIb30BAHUU JIEKTPOHHBIM U MHBIM 000PYIOBaHHEM;
y4acTBOBaTh B MEPONPHUSATHUSX, TPOBOJUMBIX OMOINOTEKOM.

8.2. [Monp3oBarenu OMOIUOTEKHA OOSI3aHbI:

e coOr0/1aTh MpaBUiia MOJIb30BAHUS OMOIMOTEKOM;

e 0epeXHO OTHOCUTHCS K IIPOU3BEICHUSM TleuaTH (He BBIPBIBATh, HE 3arM0aTh
CTpaHMII, HE JIeJIaTh B KHUTaX MOAYEPKHUBAHNHN, IIOMETOK), MHBIM JIOKyMEHTaM Ha
Pa3IMYHBIX HOCUTENAX, 000PYJOBAaHUIO, HHBEHTAPIO;

e TOAJCPKHUBATH MOPSIOK PACCTAHOBKH IOKYMEHTOB B OTKPBITOM JIOCTYTIE
O6MOIMOTEKH, PACHIOJIOKEHNS KAPTOUEK B KaTalorax U KapToTeKax;

e TI0JI30BAThCS IEHHBIMH U CIIPABOYHBIMHU IOKYMEHTAMHU TOJIBKO B IOMEIICHUHT
OMOINOTEKH;

e yOeauThCs MPHU MOTYIECHUH TIOKYMEHTOB B OTCYTCTBHH Je(PEKTOB, a U
OoOHapy>KeHUH MPOUHPOPMHUPOBATH 00 3TOM PaOOTHUKA OMOIUOTEKH.
OTBETCTBEHHOCTH 32 OOHAPYKEHHBIE 1e(DEKTHI B CIABAEMBIX IOKyMEHTAX HECET
HOCJIETHUH MOJB30BaTEb;

e PACIHCHIBATHCS B YUTATEIHCKOM (POPMYIISIPE 32 KaXKIBIN IMOTyIEeHHBIN TOKYMEHT
(uckimoyeHue: odyyvaronuecs 1—4-x kinaccoB);

e BO3BpaIaTh JTOKYMEHTHI B OMOIMOTEKY B YCTAHOBIICHHBIE CPOKH;

e 3aMEHSATH JIOKyMEHTHl OMOJIIMOTEKHU B Cllyyae UX yTpaThl UM MIOPYH UM
PaBHOLIEHHBIMH JINOO KOMIIEHCHPOBATh YIIepO B pa3Mepe, YCTaHOBIEHHOM
IpaBUJIaMHU TIOJIb30BaHUS ONOINOTEKOI;

e TIOJIHOCTBIO PACCUUTATHCS C OMOIMOTEKOMH 10 UCTEUESHUH CPOKA OOYUICHHS I
paboThI B 00111€00pa30BaTEIbHOM YUPEIKICHUU.
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