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1. O01mue moJ10KeHus

1.1. Hacrosimee moyioskeHue periiaMeHTupyet aesrenbHocth oubmmoreku ['BOY «IILIKOJIA Ne 110
IO. ZOHELK» (manee — Obpa3oBaTelbHOE YUpPEKIACHUEL).

1.2. Hacrosiiee nosioskeHue pa3paboTaHo B COOTBETCTBUU ¢ DeepaibHbIM 3aKoHOM OT 29.12.2012
Ne 273-®3 «0O06 oOpazoBannu B Poccuiickoit ®enepanum», NpuKazoM MHHKYIBTYPBl OT
08.10.2012 Ne 1077 «O6 yrBepxkaenun Ilopsaka ydera JOKYMEHTOB, BXOJSIIMX B COCTaB
oubmmoreyHoro QGoHma» ¢ yderom nuchbmMa MmunoOpazoBanus ot 23.03.2004 Ne 14-51-70/13 «O
[IpumepHOM MoONOKEHUH O OUOIMOTEKE 001e00pa30BaTENBbHOIO YUPEKACHUS», MeToauuecKux
PEKOMEH 1alnit OI'bHY «HIIb WM. K. YrHCKOTO» oT
31.05.2017, pexomenaanuiit MuakymsTypsl oT 12.09.2017 o pabote OMOIMOTEK ¢ JOKyMEHTaMH,
BKITIOYCHHBIMH B (heIepaibHBIN CIIMCOK SKCTPEMHUCTCKUX MaTEPUAIIOB.

1.3. bubnuoreka sBIsSETCS CTPYKTYPHBIM IOJpa3JelieHneM o00pa30BaTeIbHOM OpraHu3alui,
CO3/IaHHBIM B IIETISIX 00ECIEUeHUs MpaBa YIaCTHUKOB 00pa30BaTEeNILHOTO Mpoliecca Ha OecruiaTHOe
0JIb30BaHKHe OMOIMOTEYHO-NH(DOPMALIMOHHBIMU PECypcamH.

1.4. Tlopsiiok MOJB30BaHUSI HCTOYHUKAMH HH(OpMAIHH, TepeYeHb OCHOBHBIX YCIYT M YCIOBHUS UX
MPEOCTABICHUST ONPEACTSAIOTCS HACTOSIIIAM  TOJIOKEHHEM O OuOMMoTeke W TpaBUIIaAMHU
M0JIb30BaHMs OMOITUOTEKOM, YTBEPKACHHBIMU PYKOBOJAUTEIEM 00pa30BaTebHOM OpraHu3aliy.

1.5. Opranuzanusi OOCTYXKHWBaHHS YYaCTHUKOB 0Opa30BaTEIIBHOTO TIPOIlecca IMPOU3BOIUTCS B
COOTBETCTBMH C TIpAaBWJIAMH TEXHUKH O€30MacHOCTH U TPOTHBOIOKAPHBIMH, CaHUTApHO-
TUTUEHHYECKIMH TPEOOBaHHUSIMHL.

2. Hean, 3a1a49u, QyHKIIMHA OUOJTHOTEKHU

2.1. llenu OUOIMOTEKH COOTBETCTBYIOT LIEISIM 00pa30BaTEILHON OpraHU3aIMKA M BKJIIFOYAIOT B CEOst
B TOM uHcliie: (popMmupoBaHue OOIIeH KyIbTYpbl JIMYHOCTH OOY4aIOUIUMXCS HA OCHOBE YCBOEHUS
COJIep’KaHUsl OCHOBHBIX 0011e00pa30BaTeNbHBIX MPOTrpaMM, UX aJanTalus K KU3HU B OOILECTBE,
CO3JaHME OCHOBBI JUI OCO3HAaHHOTO BHIOOpa M TMOCIEIYIOIIEr0 OCBOCHHS Mpo(ecCHOHATbHBIX
00pa3oBaTeNIbHBIX TPOrPaMM, BOCIIUTAHUE IPaXAaHCTBEHHOCTH, TPYAOIIO0US, YBaXKEHUS K ITpaBam
u cBoOOJlaM 4elloBeKa, JI0OBM K OKpyxkaromieil mnpupone, Poaune, cembe, ¢dopMupoBaHue
310pOBOT0 00pa3a KU3HHU.

2.2. 3amauamMu OMOJIMOTEKH 00pa30BaATEIHLHON OpPTraHU3aIluH SBIISFOTCS:

e of0ecrieyeHue  ydacTHHKaM  oOpa3oBaTelbHOrO  Ipouecca —  O0ydaromumcs,
MeJarornyeckuM paboTHUKAM, POIUTENSM (3aKOHHBIM IPEICTaBUTENAM) 00y4YaroUuxcs
(manee — mosb3oBaTensiM) — JOCTyNa K MHGOpMaNuu, 3HAHUSAM, UAEAIM, KYJIbTYpHBIM
LIEHHOCTAM TIOCPEJICTBOM HCHOJB30BaHUSl OMOIMOTEYHO-NH(OPMALIMOHHBIX PECYpPCOB
00pa3oBaTeNbHON OpraHu3alny;

e BOCIHUTAaHUE KYJIbTYPHOTO U TPa)XJTaHCKOIO CaMOCO3HAaHHMsS, MOMOIIb B COIHAIU3ALUN
o0yuaromerocs, pa3BUTHH €ro0 TBOPUYECKOTO MOTEHINAIA;

e TpUBICYCHHE OOYYAIOMIMXCS K CUCTEMATHMYECKOMY YTEHUIO y4eOHOH, XYIO0’KECTBEHHOM,
HAy4YHO-TIOMYJISIPHOM JIUTEPATYPHI;

e COJEHCTBHUE Pa3BUTHIO MO3HABATEIBHBIX HHTEPECOB U CLIOCOOHOCTEH 00yUaromuxcs;

e (opmHpoBaHHE HaBBIKOB HE3aBHUCHUMOIo OHMONIMOTEYHOIro MOJIb30BaTeNsl, OOydYeHHE
MOUCKY, OTOOPY U KPUTHUECKOM OIICHKE HH(POPMAIIHH;

e COJAEHCTBHE TMEJaroru4eckuM pabOTHUKaAM B  M0oAOOpe  HAay4YHO-METOAWYECKOMN
TUTEPaTyphl, UHOOPMHUPOBAHHUE O HOBBIX MOCTYIJICHUSX B OMOINOTEUHBIH (HOHT;

e COBEpUICHCTBOBaHHWE NPEAOCTABIAEMBIX OHOIMOTEKONW YCIyr Ha OCHOBE BHEIPEHHS
HOBBIX HWH(MOPMALMOHHBIX  TEXHOJOTUA U  KOMIIBIOTEpU3allMM  OMOITHOTEYHO-
MH(OPMAIMOHHBIX MPOLIECCOB, (hopMUpOBaHUE KOM(POPTHON OMOIMOTEYHOH Cpeibl.

2.3. bubnuoTeka BBIMOIHAET cieytouie QyHKIHH:



2.3.1. ®@opmupyer ¢doHA OUOIMOTECUHO-UHPOPMAIIMOHHBIX PECYpCOB  00pa3oBaTeIbHOU
OpraHu3aluy;

e KOMIUIGKTYeT  OCHOBHOW  (OHI  y4eOHBIMH,  XYI0KECTBCHHBIMH,  HAyYHBIMU,
CIPaBOYHBIMH, TIEIATOTHICCKUMH U HAyIHO-TIOMYJISIPHBIMU JTOKYMCHTAMH,

e yYaCTBYeT B KOMIUIEKTOBAaHHMU CIIEHUAIM3UPOBAHHOTO (GoHAA y4eOHHMKAMH W3 YHCIa
BXOJSAIIUX B (eiepalIbHBIN TIepeueHb YIeOHUKOB, OMYIIEHHBIX K HCIOJB30BAHUIO TPU
peanu3any UMEIOIINX TOCYAapCTBEHHYIO aKKpEAUTAIHI0O 00pa30BaTENbHBIX MPOrPaMM
HAYaJIbHOTO OOIIEr0, OCHOBHOTO OOIIEro, CperHero oomero oopa3oBaHusi, 1 y4eOHBIMU
MocOOMsAMH, JONMYHICHHBIMH K HCIHOJB30BAHUIO TP  peAM3alii  YKa3aHHBIX
00pa30oBaTEIbHBIX IPOTPaAMM;

e aKKymynupyer (OHA TOKYMEHTOB, CO3/IaBaéMbIX B O0pa30oBaTEIbHONH OpraHU3aINH
(myOnukammii U paboT meaaroroB 0Opa30BaTENbHON OpPraHM3alWH, JTYYIIMX HAYYIHBIX
pabot u pedepaToB ydamuxcs u Jip.);

e OCYIIECTBIISIET pa3MEIICHHE, OPTaHU3AIHIO U COXPAHHOCTH JOKYMEHTOB;

e OpraHu3yeT U BeJEeT CHpaBOYHO-OMOMMorpapuueckuil anmapar: Karajioru (audaBUTHBIH,
CHCTEMATHUYECKH), KapTOTEKH (CHCTEMATHYECKYl0 KapTOTEKy CTaTei, TeMaTW4ecKue
KapTOTEKH), SJIEKTPOHHBIM Karajor, 0a3bl JaHHBIX IO NPOoQuI0 00pa30BaTENbHOM
OpraHu3aIuH.

2.3.2. OcymectBasier auddepeHnnpoBaHHoe OUOINOTEYHO-UHPOPMAIIMOHHOE OOCTy)KHBaHUE
00yJaroIIMXcs:

e TMpenocTaBisieT HHPOPMAIIMOHHBIE PECYPCHl Ha Pa3IMYHBIX HOCUTEIISX;

e opraHm3yer OOy4YeHHE HaBBIKAM HE3aBUCHUMOTO OHOIMOTEYHOTO TMOJB30BATES |
notpeburens uHGOpMAIUU, CONEWCTBYET WHTErPAllMM KOMIUIEKCA 3HAHWW, YMEHHUHU H
HaBBIKOB paOOTHI ¢ KHUTOW M HH(POPMAIIHECH;

e OKa3biBaeT MH(OPMALMOHHYIO TOIIEPKKY B PEIICHUU 3a]1a4, BO3HUKAIOIIKUX B MPOLIEcce
y4eOHOM, caM0o00pa30BaTeILHOMN U IOCYrOBOM JAESITEIIBHOCTH 00YJarOIINXCS;

e OpraHuM3yeT MacCOBblE MEpOINpPUATHS, OPHUEHTUPOBAHHBIE HAa pa3BUTHE oOwel u
YUTATEIbCKOMN KYJIbTYPhI TUUYHOCTH;

e COJEICTBYET MelarornyeckuM pabOTHUKAM B OpraHH3aluu 00pa30BaTeIbHOIO IMpolecca
U 10cyra oOy4Jarommmxcs.

2.3.3. OcymectBisier auddepeHnnpoBaHHOe OHOIMOTEYHO-UHPOPMAIIMOHHOE OOCTY)KHBaHUE
MeJarornyeckux paboTHUKOB:

e BBIABISIET MH(GOPMAIMOHHBIE MOTPEOHOCTH M YAOBJIETBOPSET 3alpOChl, CBSI3aHHBIE C
00y4YeHHEM, BOCITUTAHUEM O00YJarOIINXCS;

e cojeiicTByeT npodeccnoHalbHON KOMIETEHIIUU [1€aroroB, MOBBIIICHUIO KBaTU(UKALINY,
MIPOBEJICHUIO aTTECTallUU;

e OCYILIECTBJISET TeKyluee uHpopMupoBaHue (AHU UHGOpPMALUU, O0030pbl  HOBBIX
MOCTYIUICHUN U TyOJIMKALIHA);

e CrmocoOCTBYEeT MPOBEICHHUIO 3aHATHI MO (QOPMHUPOBAHHIO MH(DOPMAIMOHHONW KYIBTYPHI
oOyuaromuxcs, ABisgeTcs 0a30¥l IS MPOBEACHUS MPAKTUYECKUX 3aHATUH MO paboTe C
MH(OPMALIMOHHBIMU PECYpCaMHu.

2.3.4. OcymectBiger auddepeHuupoBaHHOE OUOINOTEYHO-UHPOPMAIIMOHHOE OOCITy)KUBaHUE
poauTeneil (3aKOHHBIX TPeICTaBUTENeH) 00YJarOIIUXCS:

e YIOBIIETBOPSIET 3alpoOChl MOJIb30BaTelNe M WHGOOPMUPYET O HOBBIX MOCTYIUJICHHUSIX B
O6ubnmoTeKy;

e KOHCYIBTHPYET IO BONpOCAaM OpraHM3allMl CEMEWHOTO YTEeHHs, 3HAKOMHUT C
nHpopmMalrel o BOCIUTAHUIO JAETeH;

e KOHCYJIBTHUPYET IO BOMPOCaM yIEOHBIX U3IaHUH AT 00yJaIOUTUXCS.

3. Opranuszanus J1esiTeJbHOCTH OMOJIN0TEKH

3.1. OOmee pyKOBOJACTBO JEATENBHOCTHIO OHOJIMOTEKHM OCYIIECTBIISIET PYKOBOJIUTENH
00pa3oBaTesIbHON OpraHU3aIH.



3.2. HemocpencTBeHHOE PYKOBOJCTBO OWOIMOTEKOW OCYIIECTBISECT  OHONMOTEKAph IIKOJIBI,
KOTOPBIN Ha3HAYaeTCsl pyKOBOAMUTEIEM 00pa30BaTEeIbHON OpraHU3alHH.
3.3. bubmuorekaph IIKOJBI HECET OTBETCTBEHHOCTh B TpeAeiax CBOEH KOMIIETCHLIUH 3a
OPTraHMU3AIUIO ¥ PE3YNIbTAThI JICATEIILHOCTH OUOIMOTEKH.
3.4. bubnuorekapp MIKOJBI pa3padaThlBaeT W TPEICTABISACT PYKOBOJMUTEIIO 00pa3oBaTEIbHON
OpraHu3alluy Ha YTBEPKJICHHUE CIEeTYIOUTNe TOKYMEHTHI:

e TIOJIOKEHHUE O OMONIMOTEKE, IPABHJIIA TI0JIH30BAHKS OUOINOTECKOI;

e IIJJAHOBO-OTYETHYIO IOKYMEHTAIIHUIO.
3.5. B cocTaB 6MOJIMOTEKH BXOIUT:

e a0OHEMEHT;

e UHNTAIBLHBIN 3aJl;

e OTJIEN YYCOHHUKOB;

e oT/eN nH(DOPMAITMOHHO-OMOIHOrpadudecKo padoThI;

e MecCTO Jisi pabOTHI C MYJIbTUMEIMITHBIMU U CETEBBIMU JIOKYMCHTAMH;

e MeJaMaTeKa.
3.6. bubnuoreyHo-uHGOPMAIIMOHHOE OOCTY)KUBAHHE OCYIIECTBIIAECTCS B COOTBETCTBUMU C IJIAHAMH
paboThl OMOIMOTEKH U PEKUMOM pabOThl 00pa30BaTEILHON OpraHU3aI|H.
3.7. Pexxum paboThl OUONIHOTEKN Oompeensercs OMOINOTEKapeM IIKOJIbI C YYETOM peKuMa paboThI
oOpa3oBartenpHON opranuzamun. OAWH pa3 B MeCAIl NMPEIyCMaTPHBAETCS CAHWUTAPHBIA JCHb, B
KOTOPBIN 00CTy)KHBaHHE TI0JIb30BaTENICH HE TIPOU3BOIUTCSL.

4. Yuer nocrynjieHus: U BbIOBITHS IOKYMEHTOB 0MOJIMOTEYHOr0 (poHIa

4.1. IlpueM noKyMeHTOB B (OHJ OMOIMOTEKH BKIIIOYAET CIEIYIOIINE OTIepalliu:

e CBEpKa TMOCTYIJICHMH C TEPBUYHBIM YYETHBIM JOKYMEHTOM (HakKjaJHas, aKT),
BKJTIOUYAIOLIUM CHHUCOK MOCTYIUBIINX JOKYMEHTOB;

e COCTaBJieHHME  TMEPBUYHOIO  YyYETHOIO  JOKyYMEHTa Ul  MOCTyIUIeHHH — 0e3
COMPOBOIUTENBHOM TOKyMEHTAIUY;

e perucTtpanusi HOCTYNUBIIUX JOKYMEHTOB B PErHCTPax CyMMAapHOTO, TPYIIOBOIO U
napuBuayanbHoro ydera (FCOCT 7.0.93-2015 «bubnuoteunsiii Goua. TexHomorus
(hopMUPOBaHUSY).

4.2. Tlpu MOMOJHEHUH OCHOBHOTO OMOIMOTEYHOro (oHIa HEOOXOAUMO COONIOAAaTh TPeOOBAHMS
OenepanbHoro 3akoHa oT 25.07.2002 Ne 114-®3 «O mnpoTUBOJIECUCTBUU HKCTPEMHUCTCKOM
JesITeNbHOCTHY. JJokyMeHThI, BKIItoueHHbIe B DenepanbHblil CIIMCOK AKCTPEMUCTCKUX MaTepHalIOB
(mamee — OCOM), OIyOJIMKOBAaHHBIN Ha o(uIIHaIBEHOM caire MuHrocta
(http://minjust.ru/ru/extremist-materials), mproOperats 3amnpelneHo, Ipy BBISBICHUU UX B (OHIEC —
U3bIMaTh U3 JIOCTYIA.

4.3. Yuet u 00paboTka TOKyMEHTOB OUOIMOTEYHOTO (HOHIA.

4.3.1. Yuer u o0OpaboTKka JOKyMEHTOB OCHOBHOTO (DOHAA OCYIIECTBISETCS WHAWBUIYaTIbHBIM
crocoboM. CBelieHUSI O MOCTYNHBIIMX TEYATHBIX JOKYMEHTaX BHOCSTCS B «KHUTY cyMMapHOTO
ydeTa JIOKYMEHTOB OCHOBHOTO (hOHAA».

[TocTynuBIIMM  JAOKyMEHTaM TPUCBAWBAIOT WHIUBUAYAIbHBIH  PETUCTPALMOHHBIA  HOMEp
(MHBEHTApHBIM HOMEp WJIM WHOM 3HAK, MPHUHATHIA B KAuyeCTBE PErHCTPAIlHOHHOTO HOMEpA,
CUCTEMHBIN HOMEp JUTSl DJIEKTPOHHBIX JTIOKYMEHTOB) U MIU(P XpaHEHHUS.

Peructpanmonnsie HoMmepa W mU(PBl OTMEUAOT B pErucTpax HWHIANBUAYAIBHOTO YydeTa
JOKYMEHTOB — HMHBEHTAPHOW KHUTe, KAPTOTEKE PErucTpaiil raser, *KypHaloB, y4eTHOW Oaze
JTAHHBIX.

Bce sx3eMmispbl IPUHATHIX U3AaHUN IITEMITETIOIOTCS.

ITemnens cTtaBUTCS Ha 000POTE TUTYABHOTO JUCTa (MIPU OTCYTCTBHHM TUTYABHOTO JIUCTa — Ha
MIEPBOI CTPAHMIIE TEKCTa MO/JI 3arjiaBueM), Ha 17-# cTpaHwuIle Mo TEKCTOM B JIEBOM HUKHEM YTy U
Ha 000pOTe KaXIOTo MpHIIoKeHUs. Ha Opomrropax M KypHaiaxX HITEMIIeTh CTaBUTCS TOJIBKO Ha
00JI0KKEe WJIM Ha TIEPBOM CTPAHUIIE TEKCTA.



CocrtaB ocHOBHOTO (hoHAA (PUKCUPYETCS B KAPTOYHOM aJi()aBUTHOM KaTajore, B ANEKTPOHHOU 0aze
JTAHHBIX OMOIMOTEKH.
43.2. VYuer um o00paboTka crenuaau3upoBaHHoro ¢ouga. Crenuanu3upoBaHHBIN  (GOHA
YUUTBIBAETCSA U XPAHUTCS OT/AEIBHO OT OCHOBHOTO OMOIIMOTEYHOTO (hOHAA.
Y4er JOKYMEHTOB CHEIHMaIM3HpPOBAHHOTO (OHAA, KaK MHOTOIK3EMIUIIPHON JIUTEPaTyphI,
OCYIIECTBIISICTCS TPYIIOBBIM CIOCO0OM M oTpakaercs B «KHure cymmapHOro ydera y4eOHOTO
(boHIa» M B KAPTOTEKE PErUCTPAMOHHBIX KAPTOYEK.
Ha xaxmoe HanMeHOBaHHE JOKYMEHTOB CHEIHMAIM3MPOBAHHOTO (DOHIA 3aBOJIUTCS OTIEIIbHAS
yueTHas Kkaprouka. Kaprouku c¢ OubnumorpaguueckuM ONUCAaHUEM M3JAaHUM  Yy4eOHUKOB
pacCTaBIISIOTCA B YYETHYIO KapTOTEKy IO KJIacCaM, a BHYTPH KJIaccOB — IO al(aBHUTy (aMUIIHA
aBTOPOB WJIM 3arjaBuid. [|Jiss KOHTPOJIS 32 COXPAHHOCTHIO YUETHBIX KAPTOUEK OHH PErUCTPUPYIOTCS
B «KypHase perucrpanuu y9eTHbIX KapTOUEK YICOHHKOBY.
Texunuueckast 06paboTKa TOKyMEHTOB MIPEeTyCMaTPUBAET CIAEAYIOIINE ONEepaluu:

e TMPOCTaBJICHHWE HA KaXJIOM JIOKyMEHTE IITEeMIelsi OWOIMOTEeKH B COOTBETCTBUH C

MyHKTOM 4.3.1 HACTOSIIETO MOJIOKEHNUS,
e H3TOTOBJICHWE M MPUKPEIUICHHE K JOKYMEHTYy macrmopTa ydeOHuKa. [lacmopT yueOHuKa
MIPUKJIEUBAETCS Ha MOCIEeIHEN CTpaHulle ydeOHUKa. 3anoHAETCS PU Bbl1aye YUTATEIIO.

VY4yer crneuuanu3upoBaHHOTO (OHAA MpeaycMaTpuUBaeT OTPAKEHUE €ro cocTaBa B CIIPaBOYHO-
oubmuorpaduueckom amnmapare OMOIMOTEKH, B TOM YHCIIE B SJIEKTPOHHOU 0a3e TaHHBIX.
4.4. BpiObITHE TOKYMEHTOB OMOINOTEYHOTO POHTA.
4.4.1. [lpuunHbI, IO KOTOPHIM TIOKYMEHT MOKET OBbITh BBIBEJIEH U3 cOCTaBa OMOIMoTeyHoro GpoHa,
BKJIIOYAIOT B TOM WYHCJE BETXOCTb, JE€()EKTHOCTh, YCTapeloCTh IO COJECpKAHHUIO, YTpaTy.
Ucknrouenne nokyMeHTa U3 6ubamoTedHoro (oHaa MPOBOIUTCS HA OCHOBAHWHM aHAJIM3a COCTaBa
6ubnroTeyHoro (oHAa U Pe3yNbTaTOB €r0 MPOBEPKH.
4.4.2. Tlog BEeTXOCTbIO JOKYMEHTAa IIOHUMAIOT PE3YJbTaT €CTECTBEHHOIO CTAPEHHUS WIIH
(hM3UYIECKOTO U3HOCA TOKYMEHTA.
4.43. Tlon nedeKTHOCThIO JOKYMEHTAa IIOHUMAIOT YacTUYHYI WM TIOJHYIO yTpary
AKCIUTYaTAI[MOHHBIX KAYECTB JIOKYMEHTA B pe3yJIbTaTe BHEIIHETO BO3/ICHCTBUSI.
4.4.4. Tlog ycTapenocTbl0 IO COJACPKAHUIO MOHUMAIOT TMOTEPIO AKTYaJbHOCTH TEMAaTHKH,
MOATBEPKIAEMYIO OTCYTCTBUEM CIIpOCa YUTATENel, HEeBOCTPEOOBAHHOCTHIO B IiepepacnpeeieHuu
U peaau3aluu.
4.4.5. Tlon yrpatoii TOKyMEHTa IMOHMMAIOT €r0 OTCYTCTBHE B (OHAEC OMOJMOTEKH IO NMPUYWHAM
MOTepH, XHUIIEHUS, OEICTBUN CTHUXUIHOTO, TEXHOT€HHOTO (B TOM 4YHCIIE XaKePCKOM aTaku u
HEBOCCTAHOBUMOTO C€OOsI 3JIEKTPOHHOTO OOOPYAOBaHHMSA) WU COIMAIBHOTO XapakTepa, 10
HEYCTaHOBJICHHOM MpPUYHHE.
4.4.6. Ilpouecc UCKITIOYEHHUS TOKYMEHTOB U3 (OHIa OMOIMOTEKH OCYLIECTBIISIETCS B COOTBETCTBUU
c Ilopsakom ydera NTOKYMEHTOB, BXOJISIIMX B COCTaB OMONIMOTEYHOro (OHIA, YTBEPHKIACHHBIM
npukazoM MuskynsTypsl oT 08.10.2012 Ne 1077.
4.4.7. BoiObiTHE AOKYMEHTOB OMOIMOTeUHOro (hOHIA MPOU3BOAMUTCA B PE3YNbTATe UX CIHCAHUS
KOMHUCCHUEH, CO3JaHHON PYKOBOAUTEIEM 00pa30BaTEIbHON OpraHu3aIii.
4.4.8. YTuuzanus CliiCaHHBIX JOKYMEHTOB OMOIMOTEUHOro (JOHIA MPOU3BOAUTCS B COOTBETCTBUU
C 3aKOHOJaTeIbCTBOM PD.

S. IIpoBepka 1OKyMeHTOB OMOIMOTEYHOTO (hOHAA

5.1. IlnaHoBasi mpoBepka JOKYMEHTOB OMOIMOTEYHOro (hOoHJA MPOBOJUTCS C MEPUOAUYHOCTHIO
OJIUH pa3 B ISATh JIET HA OCHOBaHUM IpadiKa MPOBEPKH, YTBEPKICHHOTO OMOIMOTEKAapPEM ILKOJIbIL.
5.2. BHemaHoBasi MpoBepKa JOKYMEHTOB OMOIMOTEYHOro (OHAA MPOU3BOAUTCS B 005S3aTEIBHOM
MOPSIIIKE:

e IIpH BBISBJICHUU (PAKTOB XUIICHUS, 3IOYTOTPEOICHUS M TOPYH JOKYMEHTOB;

e B cCllyyae CTUXMHHOTO O€ICTBMs, MOXKapa WIM JAPYrMX 4Ype3BbIUANHBIX CHUTYyalui,

BBI3BaHHBIX SKCTPEMAIbHBIMU YCIIOBUSAMU;
e [P peopraHu3alMy WIN JIMKBUJAUN 00pa30BaTeIbHON OpraHu3alyu.



5.3. [TIlpoepka ¢oHma Ha MNOpeAMET HAIMYUS B HEM JIOKYMEHTOB, BKIIOYCHHBIX B
OCOM, npoBoauTcs:

e IIpH MOCTYIJICHUH HOBBIX JOKYMEHTOB B (DOHJI;

e cHCTEMaTH4YeCcKd (HE pexe OJHOro paza B Tpu Mecsina) nyreM cBepku DPCOM co

CrpaBoYHO-OHOIMOrpadguueckum anmaparom GoHmaa OMOTUOTEKH.

5.4. Tlo utoram mpoBEepKU OMOTMOTEKAPH IIKOJBI COCTABISET aKT, MOAMMUCHIBAET U XPAHUT €ro B
OubIMoTEeKEe B TEYCHHE CPOKA, YCTAHOBJIEHHOTO HOMEHKJIATYpou nen. Ecium xakue-To JOKyMEHTHI
OTCYTCTBYIOT 0 HEYCTAaHOBJICHHOW NPUYHMHE, TO K aKTy NMPHUKIAIBIBAETCS MX CIIHCOK, B KOTOPOM
(GUKCUPYIOTCS CBEICHUS O KOJIMYECTBE JOKYMEHTOB OHONMOTEYHOro (oHIA B HAIMYUUA U
KOJIMYECTBE OTCYTCTBYIOUIMX JOKYMEHTOB, B TOM 4YMCJI€ [0 HEYCTaHOBJIEHHOW npuuuHe. B akre
TaK)K€ yKa3bIBaIOTCS HOMEP U JlaTa aKTa MPeabIAYyIIeH POBEPKU.
[Ipu BbIsIBIEHUH B TpoIiecce MPOBEPKH (OHAA OTCYTCTBYIOMIMX JTOKYMEHTOB W HEBO3MOKHOCTH
YCTQHOBJICHUSI BHWHOBHBIX JIMII YOBITKM TI0 HEIOCTAa4aM CIHCHIBAIOTCS B COOTBETCTBHUU C
NEMCTBYIOUIUM 3aKOHO/1aTEIbCTBOM.
5.5. J1ns mpoBepku OubnmroteyHoro poHma o6pa3oBaTeIbHOM OpraHU3alluyi Ha MIPEAMET HATUYHs B
HEM JIOKYMEHTOB, BKIIOUYeHHBIX B @OCDOM, B 00pa3oBaTelbHOW OpraHU3alMd  CO37ACTCs
cnenuanbHas Komuccuss mno cBepke OubnuoredHoro ¢onaa ¢ DenepaqbHbIM — CIIHCKOM
OKCTPEMHUCTCKAX MaTEepPHaliOB, BBISABICHUIO, HW3BATHIO W YHUYTOXKEHHUIO OKCTPEMHUCTCKHX
MarepuanoB (mamee — Kommccus 1o mpoBepke HKCTPEMUCTCKUX MAaTEpUajoB), KOTopas
CHUCTEMAaTHYECKH (HE PEXKE OJIHOTO pa3za B TPU MECsIa) OCYIIECTBIISIET MPOBEPKY OMOIMOTEUHOTO
¢doHma 00pazoBaTeNTFHON OpPraHU3AIMHA HA MPEIMET HAIWYHS B HEM JOKYMEHTOB, BKIFOUCHHBIX B
OCOHM, nyrem cBepkrt DCOM co cripaBOYHO-O0MOIMOTpaPUIECKUM arrapaTom GoHa.
[Ipyn BbIsSBIEHMM JOKyMEHTa, BKItoueHHOro B ®OCOM, Ha sTane KOMIUIEKTOBaHUS (OHIA
YKa3aHHBII JOKYMEHT HE MOJJIEKUT BKJIIOYEHHI0O B OuOnuoTeuHslil (oHA oO0pa3oBaTeabHOM
OpraHu3aIiy.
B cnywae BbIsiBIEHHS AOKyMmMeHTa, BKItOdeHHOTO B ®COM m yxke Haxopsmerocs B (GoHAE
OonbmmoTekn 00pa30BaTEILHON OpraHU3aIK, JOKYMEHT HCKITI0YaeTcs U3 OnbimoTeyHoro GoHaa u
MOJICKUT YHUUYTOKEHHUIO.

6. Ilopsinok mosib30BaHusl OUOJIMOTEKOM

6.1. 3amuce oOydaromuxcs 00pa30BaTEIBHOW OpraHU3AMK B OMOIUOTEKY MPOU3BOIUTCS TIO
CIIMCOYHOMY COCTaBY KJIacca B WHIMBHIYAIbHOM TOPSJIKE, IMEIarOTMUYEeCKUX U MUHBIX paOOTHUKOB
00pa3zoBaTeIbHON OpraHu3alliy, POIUTENCH (MHBIX 3aKOHHBIX IMPEACTaBUTENICH) 00yJaroNuXCcs —
mo macnopty. llepepeructpanmsi mojb3oBaTeNeld  OMOJMOTEKH TMPOM3BOJIUTCS — €XKETrOJHO.
6.2. JIokyMEHTOM, TOJITBEPKIAOIITUM IIPABO IMOJIH30BAHUS OMOIMOTEKOM, SBISCTCS YUTATCIBCKUN
dbopmymsip. Uurtatenbckuii Gopmyssip GUKCUPYET IaTy BBIIAYM TIOJB30BATENIO JTOKYMEHTOB W3
dbonma 6MOIMOTEKH U UX BO3BpAIICHHS B OMOINOTEKY.
6.3. ITopsiiok 1MoTb30BaHNs A00OHEMEHTOM:
6.3.1. [losnp30BaTeny UMEIOT MPABO MOJYYUTh HA IOM M3 MHOTOTOMHBIX M3JaHUN He 0ojee ABYX
JOKYMEHTOB OJTHOBPEMEHHO.
6.3.2. MakcuMallbHbIE CPOKH MOJIb30BAHUS TOKYMEHTAMMU:

e y4eOHUKH, yueOHbIE TOCOOUS — yUeOHBIH TO;

e HAYYHO-TIOMYJIpHAs, MO3HABATENbHAs, Xy0KECTBEHHAs JTUTepaTypa — OJUH MECHI;

e TIEpUOAMYECKUE U3AHUS, U3/IaHUs TOBBIIICHHOTO crpoca — 15 mHeil.
6.3.3. [lonp30BaTeny MOTYT MPOJUTUTH CPOK MOJB30BaHUS JOKYMEHTaMH, €CITU Ha HUX OTCYTCTBYET
CIPOC CO CTOPOHBI IPYT'UX MOJIb30BATENCH.
6.4. ITopsA0K MOE30BaHUS YUTAIEHBIM 3aJI0M.
6.4.1. JlokyMeHTbI, IpeHa3HAUYCHHBIE ISl paOOThI B YUTAITLHOM 3alie, Ha IOM He BbIIal0TCA.
6.4.2. DHIUKIIONEINH, CIIPABOYHUKH, PEIKHE, [IEHHBIC U UMEIOIINECS B €IUHCTBEHHOM JK3 EMILISIPEe
JOKYMEHTBI BBIJAIOTCS TOJBKO JUTsl pa0OTHI B YUTAILHOM 3aJIe.
6.5. ITopsimok paboThI C KOMITBIOTEPOM, PACIIOJIOKEHHBIM B OMOIHOTEKE.



6.5.1. Pabota ¢ KOMIBIOTEPOM YYaCTHHUKOB 0Opa30BaTENIbHOTO IMpollecca MPOU3BOIAUTCS TI0
rpaduKy, YTBEpKICHHOMY DPYKOBOAMTEIEM OOpa3oBaTENbHONW OpraHu3allid, U B TPUCYTCTBUU
COTpYIHHMKA OUOIHOTEKH.

6.5.2. Paspemaercs paboTa 3a OJHUM MEPCOHAIBHBIM KOMIBIOTEPOM HE 00Jiee ABYX YEJIOBEK
OJTHOBPEMEHHO.

6.5.3. Tlomb3oBaTenb MMeEET MpaBO PabOTaTh C COOCTBEHHBIM HOCHUTENEM HH(OpManuu mocie
MPEBAPUTEIILHOTO TECTUPOBAHUS €T0 PAOOTHUKOM OMOIHOTEKH.

6.5.4. Ilo BceM BompocaM Mmoucka WH(GOPMAIMK B MHTEPHETE MOJIL30BATENb JIOJDKEH 00pamarbes K
paboTHHKY OMOIMOTEKH; 3ampemaercs oOpalleHHe K pecypcaM HMHTEpHEeTa, IMpearojarariiiM
OTLIaTy.

6.5.5. PaGota ¢ KOMIBIOTEPOM MPOU3BOAUTCS COIVIACHO  YTBEP)KICHHBIM CAHUTAPHO-
TUTUCHUYCCKUM Tp€6OBaHI/I$IM.

7. IIpaBa u 00s13aHHOCTH OMOINOTEKAPS IKOJIbI

7.1. bubnuoTrekapp MIKOJIbI UMEET MPaBO:

e CaMOCTOSITENILHO  BBIOMpaTh  (OpPMBI, CpeACTBA U METOJIbI  OMOJIMOTEYHO-
WHGOPMAIIMOHHOTO 00CTY)KMBaHHUsI 00pa30BaTEIFHOTO M BOCIIUTATENILHOTO MPOIECCOB B
COOTBETCTBHUH C IESIMH MW 33aJadaMd, YKa3aHHBIMH B YyCTaBe OOpa3oBaTeIIbHOM
OpraHu3aIUK U MOJIO)KEHUH 0 OMOIINOTEKE;

e TIPOBOJIUTH B YCTAHOBJICHHOM TOpSIKE (aKyIbTAaTUBHBIC 3aHATHS, YPOKH U KPYKKH
6ubIoTeYHO-01OIMorpaduuecKux 3HaHUM U HHPOPMALMOHHOHN KYJIbTYPHI;

e OMpEACTATH HICTOYHHKH KOMILICKTOBAHUS HHPOPMAIIMOHHBIX PECYPCOB;

e W3bIMAaTh W PEATHM30BBIBATH JIOKYMEHTHI M3 (DOHIOB B COOTBETCTBHH C MHCTPYKITUEH ITO
ydeTy onbaunoTeqHoro GpoHa;

e YyYacTBOBaTh B YIpPAaBJIEHWU 00pa30BaTEIbHON OpraHM3ally B MOPSAKE, OMpeneIsieMOM
yCTaBOM;

e YyYaCTBOBaTh B COOTBETCTBUU C 3aKOHOJATENbCTBOM P®d B paboTe OMOIMOTECYHBIX
accolMallii WiIn COI030B.

7.2. bubnuorekaps 00s13aH:

e o0ecreunTh MOJb30BATENSIM BO3MOXKHOCTH pabOThl ¢ HMH(MOPMAILMOHHBIMU pPECypcamu
OUOIHOTEKH;

e MHPOPMUPOBATH MOJIB30BATENCH O BUAAX MPEAOCTaBISIEMbIX OUOIMOTEKOM YCIIyT;

e OCYIIECTBJISATH IUIAHOBBIEC U BHEIUIAHOBBIE MPOBEPKH OMOIMOTEYHOrO (POHIA, PEryJISIpHO
OCYILIECTBIISITH MPOBEPKY OHOIMOTeUHOro (oHAa 00pazoBaTeNbHON OpraHu3aluyd Ha
MpeIMET HAJIMYMS B HEM JOKYMEHTOB, BKIIIOUeHHBIX B DCOM;

e o0ecrneunTh HAyYHYIO0 OpraHu3anuio (OHI0B U KaTaloros;

e ¢opmupoBath (GOHIBI B COOTBETCTBHH C YTBEPXACHHBIMU (penepaabHbIMU HEPEUHSIMU
yueOHBIX H3/aHUN, OCHOBHBIMU OOpa30OBaTEIbHBIMU MpOTpaMMaMH 00pa30BaTEeNbHOMN
OpraHM3aliy, HHTEpecCaMH, TMOTPEOHOCTAMU U  3ampocaMd  BCEX  KaTerOpHii
M0JIb30BaTeeil;

e COBEpIICHCTBOBATH nH(popMaIMoOHHO-O0UOIHOrpaduIecKoe u OnbIMoTEYHOE
o0cyKUBaHUE TIOJIH30BATEINCH;

e o0ecrieunBaThb  COXPAHHOCTh  HCIIOJIb30BaHMSA  HOcHUTeNed  uHboOpManuu,  HX
CUCTEMAaTHU3AIIHIO, pa3MelIeHHE U XpPaHEHHE,

e o0ecrneunBaTh PEeXHM pabOThl B COOTBETCTBHM C TOTPEOHOCTSIMH TOJb30BaTeNed U
paboToif 06pazoBaTENbHON OpraHu3alny;

e OTYUTHIBATHCA B YCTAaHOBIEHHOM TIOpSAIKE Meped PYKOBOIHUTENEM 00pa3oBaTelbHOU
OpraHu3aIiy.



8. IIpaBa u 00513aHHOCTH MOJIb30BaTe el OUOIMOTEKH

8.1. [Tonp3oBarenu OMOIMOTEKN UMEIOT MPABO:

e TMOJIy4aTh MOJIHYIO MH(OPMALHUIO O cocTaBe OMOIMOTEYHOro (OHIa, MHPOPMALMOHHBIX
pecypcax u mpeIoCTaBiIIeMbIX OUOIHMOTEKOM yCiyrax;

e TI0JIb30BAThCS CIIPABOYHO-OMOIHOTpapHUECKIM arapaToM OHOIHOTEKH;

e TIOJIy4aTh KOHCYJIBTAIIHOHHYIO TIOMOIIb B IOUCKE M BEIOOPE MCTOUHUKOB HH(DOPMAIIHH;

e TIIOJy4yaTh BO BPEMEHHOE IOJIh30BAaHHWE Ha a0OHEMEHTE M B YMTAJIBHOM 3ajie INeYaTHBIC
W3JIAHHS, ayIMOBU3YaIbHBIC IOKYMEHTHI M IPyrUe HCTOYHUKH HH(OPMAIIHH;

e TPOJUIEBATH CPOK IOJIL30BAHMS JOKYMEHTAMH,

e TMOJNyyaThb TeMaTudeckue, (akrorpaduyeckue, yrouHstoupe u Oubmmorpaduyeckue
CIPaBKH Ha OCHOBE (poHIa OMOINOTEKY;

e TIIOJy4aTh KOHCYJBTAIMOHHYIO MOMOIIs B paboTe ¢ MHPOpPMaIMedl NpH IMOJIb30BaHUH
AIIEKTPOHHBIM ¥ HHBIM 000PYIOBaHUEM;

e YYaCTBOBATh B MEPOTIPHSITHSAX, TPOBOIUMBIX OHOITHOTEKOH.

8.2. [lonb3oBarenu OMOINOTEKN OOS3aHBbI:

e coOO/1aTh MpaBUJIa OJIb30BAHUS OMOINOTEKOM;

e OepeXHO OTHOCUTHCS K NMPOM3BEICHUSM TIeYaTh (HEe BBIPHIBATh, HE 3arn0aTh CTPAHUII, HE
Jenatb B KHUTAaX TOJYEPKUBAHWN, TIOMETOK), HWHBIM JOKYMEHTaM Ha pa3IHYHBIX
HOCHTEJSX, 000pyI0BaHUIO, HHBEHTAPIO;

e TOJJIEPKHUBATh MOPSIOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JIOCTYyIE OHOIHMOTEKH,
PacIIOIOKEHHUS KapTOUYeK B KaTajorax U KapToTeKax;

e TIOJIb30BaThCsl IICHHBIMA M CIPABOYHBIMH JIOKYMEHTaMH TOJIbKO B TIOMEIICHHH
OUOINOTEKH;

e y0enuThCs MpU MOJYYECHUH TOKYMEHTOB B OTCYTCTBUU AC(PEKTOB, a MPU OOHAPYKEHUU
npouHpopMupoBath 00 3TOM paboTHHMKa OuOMMoTekH. (OTBETCTBEHHOCTh 3a
oOHapyXeHHbIE 1e(DeKThI B CAABAEMbIX JOKYMEHTAX HECeT MOCIEAHUN OJIb30BaTeNb;

e PpacHuChIBaTbCS B YHUTATENCKOM (OpMyJsipe 3a KaxAbld MOJYyYeHHBIH JOKYMEHT
(uckmrouenue: obOyvaronuecs 1—4-x KIaccoB);

e BO3BpalllaTh JOKYMEHTHI B OMOIMOTEKY B yCTAaHOBIIEHHBIE CPOKH;

e 3aMEHATh JOKYMEHThl OMOJIMOTEKH B CIydae MX YTpaThl WIHM MOPYU UM PABHOLECHHBIMU
nub0 KOMIIEHCHPOBATh yiiepd B pa3Mepe, YCTaHOBJIEHHOM MpaBUJaMH IOJb30BaHUS
OHOINOTEKOM;

e TIOJHOCTHIO PaccUUTaThCs ¢ OMOIMOTEKON MO UCTEYEHUH CpokKa 00ydeHHus Wiu paboThl B
00111€00pa30BaTEIIHHOM YUPEKICHUH.
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