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1. O01mme moJI0KeHUA

1.1. Hacrosmiee nojoKeHne perJjaMeHTUpyeT aesTenbHoCcTh oubnuoreku MAOY «Cpennsis
obmieoOpazoBarenpHas mkoiaa Ne 4y (nanee — oOpasoBaTenbHast OPraHU3aIIHs).

1.2. Hacrosmee monoxxeHne pa3paboTaHO B COOTBETCTBUH ¢ DenepanbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «0O06 oOpazoBannn B Poccuiickoii dDenepanum», TpUKa30M
Munkynetypel or 08.10.2012 Ne 1077 «O0 yrBepxaenun Ilopsaka yuera JOKYMEHTOB,
BXOJIIIIUX B COCTaB OMOMMOTEYHOro (OHIA» C yderoM mnuchMa MuHOOpa3oBaHUS OT
23.03.2004  Ne  14-51-70/13 «O  IlpumMepHOM  TMOJIO)KEHMH O  OMOJHOTEKE
00m1e00pa3oBaTenbHOrO yuUpexacHus», Metonudecknx pekomennanuii ®I'BHY «HIIb uwm.
K.J. Ymunckoro» ot 31.05.2017, pekomennanuit Munkyastypsl ot 12.09.2017 no pabote
OMOIMOTEK C JOKyMEHTaMH, BKJIIOUYEHHBIMH B (PEIepalbHBIA CHHCOK AKCTPEMHCTCKUX
MaTepHAIOB.

1.3. bubnuoTeka SBISETCS CTPYKTYPHBIM TOJIPa3/IeIeHHEM 00pa30BaTeIbHON OpTaHU3aIHH,
CO3/IaHHBIM B IIeNsX OOecmeueHus] TpaBa yJYaCTHHUKOB OOpa3oBaTeIbHOTO Ipoliecca Ha
OecraTHOE M0JIb30BaHKEe OUOIMOTEYHO-UH(OPMAIIMOHHBIMHU PECYPCAMH.

1.4. TlopsimoK TONB30BaHUSI MCTOYHUKAMH HH(GOpPMAIMU, TIepeUYeHb OCHOBHBIX YCIYT |
YCTIOBHSI MIX TPEAOCTABIICHUS OMPEIEISIOTCS HACTOSIIUM TOJO0KECHHEM O OHOJIHOTEeKe |
MpaBUJIAMHU T10JIb30BaHUs OMOIMOTEKOM, YTBEPKIEHHBIMHU PYKOBOIUTEIEM 00pa30BaTeIbHOM
OpraHM3aIuy.

1.5. Opranuzainus 00CITy>)KMBaHUS YYaCTHUKOB 00pa30BaTEILHOTO MPOIEcca MPOU3BOIUTCS B
COOTBETCTBUHU C MpPAaBHJIAMH TEXHUKH OE30MaCHOCTH W TPOTHBOTIOKAPHBIMH, CAHHTAPHO-
TMTMEHUYECKUMHU TPEOOBaHUSAMHM.

2. Henu, 3agaun, pyHKIUU OMOITHOTEKH

2.1. llenn OGuOJIMOTEKH COOTBETCTBYIOT LIENSIM 00pa30BaTEILHON OpPraHW3allud U BKIIOYAIOT
B ceOs B TOM uucie: GopMHpOBaHUE OOIIEH KyIbTyphl JIMYHOCTH OOYYaIOIMMXCS HA OCHOBE
YCBOCHHMSI COJICPKAHKMS OCHOBHBIX 00IIC00pa30BaTEIbHBIX MPOTPaMM, HX aJIalTalis K dKU3HU
B OOIIECTBE, CO3JAaHME OCHOBBI JUISI OCO3HAHHOIO BBIOOPA W TOCJICIYIOIIET0 OCBOCHHS
mpodecCHOHAIBHBIX ~ 00pa30BaTeNIbHBIX  MPOrpPaMM, BOCIHHTAHHE TI'PaXKIAHCTBEHHOCTH,
TPYIOJIO0MS, YBaXCHHUS K MpaBaM W CBOOOJaM YelIOBEKa, JIIOOBH K OKPYXKAIOIICH MPUPOJE,
Ponune, cembe, popMUpOBaHUE 310POBOTO 00pa3a KHU3HH.

2.2. 3agadamu OMOJIMOTEKH 00pa30BaTEILHON OPraHU3aIUH SBJISIOTCS:

e o0ecreyeHHWEe YydYacTHHUKAM o00pa3oBaTeIbHOrO Ipoiecca — OoOydaromumcs,
MEJaroruyeckuM  pabOTHHKAM, POJUTENSIM  (3aKOHHBIM  IIPEICTABUTEIISIM)
oOyuaronuxcs (anee — IMoJb30BaTeNsiM) — JOCTyna K HH(OpMalWu, 3HAHUSM,
UAesIM, KyJIbTYPHBIM IIEHHOCTSIM IIOCPEJCTBOM HCIOJIb30BaHUsI OUOIMOTEYHO-
MH(POPMAIIMOHHBIX PECYPCOB 00pa30BaTEILHON OpraHU3allHH;

e BOCIUTAHHWE KYJIBTYPHOIO H TPAXKIAHCKOTO CAMOCO3HAHUS, TIIOMOIIb B
COIMaNU3allMu 00yJaroIIerocs, pa3BUTUN €ro TBOPUECKOTO MOTEHIINATA;

e TpUBICYEHHE  OOYyYarOMMXCS K  CHCTEeMAaTUYEeCKOMY YTCHHIO  y4eOHOM,
XYI0KECTBEHHOM, HAYYHO-TIOMYJISIPHOM JIUTEPaTypHI;

e COJICHCTBHME  pa3BUTHIO  [O3HABATEJIbHBIX  HMHTEPECOB U  CIOCOOHOCTEM
oOyJaronmxcs;

e (dopMHpOBaHHE HABBIKOB HE3aBUCHUMOTO OMOIMOTEYHOTO IMOJIb30BATENsl, 00yueHHe
MIOUCKY, OTOOPY U KPUTHUUECKOM OIleHKe MH(POpMAITIH;

e COJICHCTBME TIEIarOTHYECKHMM pabOTHHKaM B MOA0Ope HAYyYHO-METOAMYECKOMN
TUTEPaTyphl, UHOOPMHUPOBAHHE O HOBBIX MOCTYIJICHUSX B OMOIMOTEUHBIH (HOHT,

e COBEPIICHCTBOBAHUE MPEJOCTABIAEMBIX OMOMMOTEKON YCIYT HAa OCHOBE BHEIPEHUS
HOBBIX HWH(MOPMAIMOHHBIX TEXHOJOTHUH M KOMITBIOTEpU3aluu OHOIHOTEYHO-



MH(POPMAIIMOHHBIX TPOLECCOB, (popMupoBaHUEe KOMGPOPTHOH OHONIHOTEYHOM
Cpepl.

2.3. bubnuoTeka BHIMONHSIET Ceyromue QyHKIIUM:
2.3.1. ®opmupyer ¢oHx OHOMMOTEYHO-UHDOPMAIMOHHBIX PECYPCOB 00pa3oBaTeIbHOU
OpraHM3aIIH:

e KOMIUICKTYeT OCHOBHOW (poHI y4eOHBIMH, XyJOKECTBEHHBIMH, HAYYHBIMH,
CIPAaBOYHBIMHY, MTEAATOTUIECKUMHU U HAYIHO-TIOMYJISIPHBIMH JOKYMEHTaMH;
y4acTBYeT B KOMIUIEKTOBAHHH CIEIHMATH3NPOBAHHOTO (POHIA ydeOHUKAMU U3 YHCIIa
BXOJSIIUX B (heiepabHbIi MepeYeHb YUeOHUKOB, JOMYIICHHBIX K HCIIOIb30BaHUIO
IpHU peanu3alii UMEIOIUX TOCYJapCTBEHHYIO aKKpPEeIUTalHi0 00pa3oBaTeIbHBIX
MporpaMM HayaJbHOTO OOIEro, OCHOBHOTO OOIIEro, CpexHero ooOIero
o0Opa3oBaHusi, U y4eOHBIMH TOCOOMSMH, JOMYIICHHBIMH K HCIIOJIb30BAHHUIO TPHU
peann3aiiy yKa3aHHbIX 00pa30BaTEIbHBIX MPOTPaMM;
aKKyMyJIupyeT (poHI JOKYMEHTOB, CO3/1aBaeMbIX B 00pa30BaTEIbHON OpraHU3aIiH
(mybnukauuii u  paboOT mMenaroroB 00pa30BaTeNbHOW OpraHU3alUM, JY4LIuX
Hay4yHBIX paboT U pedepaToB ydauuxcs u 1p.);
OCYIIECTBIISIET pa3MeIleHNe, OPTaHU3aINI0 U COXPAHHOCTh IOKYMEHTOB;
OpraHM3yeT M BeIeT CIpaBOYHO-OMOIMorpaduueckuii anmapar: KaTajloru
(anmaBUTHBIN, cHCTEeMaTUYECKHIl), KapTOTEKH (CHUCTEMAaTHYECKYI0 KapTOTEKy
cTareil, TeMaTW4ecKue KapTOTEKH), DJICKTPOHHBIH KaTajor, 0a3bl JaHHBIX II0
npoduiito 06pa3zoBaTENIbHON OpraHu3aluy.
2.3.2. OcymiectBiser g epeHInpoBaHHOE 610IM0TeYHO-NH(POPMALIMOHHOE
00CITy>)KMBaHUE 0OYJArOIITNXCS:

e TpeAOCTaBIsAET MH(POPMALIMOHHBIE PECYPCHI HA PA3INYHBIX HOCUTEIIAX;

e oOpraHm3yer OOydeHHWE HaBBIKAM HE3aBHUCHMOTO OWOJMOTEYHOTO IOJIh30BaTENs W
notpeduresns nHGOPMAINH, CONCHCTBYET HHTETPAIIMN KOMILJIEKCA 3HAHUM, YMEHUM
Y HaBBIKOB pa0OOTHI ¢ KHUTOM ¥ MHPOPMAIIHECH;

e OKa3blBaeT MH(MOPMALMOHHYIO MOJJEPKKY B PEIICHUH 3a]ay, BO3HUKAIOIIHUX B
mporecce  y4eOHOH, caMo00pa3oBaTeIbHON M JIOCYrOBOM  AEATENIBHOCTU
00y4JaroIIMXCs;

e OpraHu3yeT MAacCOBBbIE MEpOIPHSTHS, OPUEHTHPOBAHHBIE HAa pa3BUTHE oOUIeH U
YUTATENILCKOM KYJIbTYpbI JINYHOCTH;

e COJCHUCTBYET MEJarornyeckUM pabOTHUKAM B OpraHu3alud oO0pa30BaTEILHOTO
nporecca 1 locyra o0y4aronuxcs.

2.3.3. Ocymectiser g epeHInpoBaHHOE O0uOIMOTEYHO-NH(POPMAITHOHHOE
o0cCITy’)KUBaHUE MEJArornuecKux pabOTHUKOB:

e BBIABISAET UH(OPMAIIMOHHBIE TIOTPEOHOCTH U YIOBJIETBOPSET 3alpPOChl, CBA3aHHBIE
¢ 00yueHueM, BOCIIUTaHUEM O00yJaroIuXcs;

e coJeWcTBYeT MNpO(EecCHOHATbHOM  KOMIETEHUMHM  I€AaroroB,  IOBBILICHUIO
KBaJIM(HUKALUU, TPOBEICHUIO aTTECTALlUY;

e OCYUIIECTBISIET TeKyllee HHPOpMHpoBaHUE (IHM HH(OpMaIK, 0030pbl HOBBIX
MOCTYIUIEHUH U MyOnuKanui);

e CIOCOOCTBYET TMPOBEACHMIO 3aHATUH MO (QOPMUPOBAHUIO HHPOPMALMOHHON
KYJIBTYpBl 00yUaroImuxcs, BaseTcsa 6a30i s MpoBeIeHHs TPAKTUYECKUX 3aHATUH
1o padote ¢ UHGOPMAIIMOHHBIMH PECYPCaMH.

2.3.4. Ocymectsisier mddepeHurpoBanHOe 616IMOTEeYHO-UH(POPMALIMOHHOE
oOcyXKMBaHUE pOAUTENCH (3aKOHHBIX MPECTaBUTENEH) 00yJaroIMuXCs:

e YIOBJETBOPSET 3aMPOCHI MOJIb30BaTENeH U HHPOPMHUPYET O HOBBIX MOCTYIJICHHUSX B
OUOINOTEKY;

e KOHCYIbTHPYET IIO BOIIPOCAM OpPraHU3allud CEMEWHOTO UTEHHS, 3HAKOMHUT C
uHpopMalnuei Mo BOCIUTAHUIO JIETEH;
e KOHCYJBTHPYET 110 BOIIPOCAM y4eOHBIX M3/1aHU U1 00Yy4arOIMXCSL.



3. Opranusanus 1esiTeJIbHOCTH OMOJIHOTEKH

3.1. OOmiee pyKOBOJCTBO JEATEIBHOCTHIO OMOIMOTEKH OCYILIECTBISCT PYKOBOJAUTEIND
00pa3oBaTesbHON OpraHU3aIH.
3.2. HemocpencTBeHHOE  PYKOBOJCTBO  OHMOJMOTEKOH  OCYIIECTBIISICT  3aBEAYIOIIHA
OnOIMOTEKOM, KOTOPBIN Ha3HAYAETCSl PYKOBOIAMTEIEM 00pa30BaTeIbHON OpPraHU3allHH.
3.3. 3aBenyromuii OMOIMOTEKOM HECET OTBETCTBEHHOCTD B IPEeax CBOCH KOMITETCHIINH 32
OpPraHU3AIUIO U PE3YJbTATHI ACSITEIIBHOCTA OMOIMOTEKH.
3.4. 3amenmyrommii OnOnMMOTEKOM  pa3pabarblBa€T M MPEACTABISIET  PYKOBOJHTEIIO
00pa3oBaTebHON OpraHU3aliK Ha YTBEP)KJICHHUE CIEAYIONINE JOKYMEHTHI:

e TIOJIOKEHUE 0 OMOIHOTEKE, MpaBUiia MOJIb30BaHUsI OMOIMOTEKOM;

e IIOJIO)KEHHUE O TUIATHBIX ycayrax OMOIMOTEeKY;

e IUIAHOBO-OTYETHYIO JJOKYMEHTAIIHIO.
3.5. B coctaB OMOIHMOTEKH BXOIUT:

¢ a0OHEMEHT;

e UHTANbHBIN 341

e OT/IEN YUeOHUKOB;

e oTAes nHHOPMAITMOHHO-0nOIorpaduaeckoit paboThI,

e (OHI W CreNUAIN3UPOBAHHBIN 371 pabOTHl ¢ MYJIBTUMEAUWHBIMUA M CETEBBIMU

JTOKyMEHTaMHU;

e MeIMaTeKa.
3.6. bubnmoTedHO-HHPOPMAIIMOHHOE OOCTY)KHBAHHE OCYIIECTBISCTCS B COOTBETCTBUHU C
IJIaHaMU paboThl OUOTMOTEKH U PEKUMOM PabOThI 00pa30BaTEIHLHON OpPraHU3aAIUH.
3.7. bubnuoreka BIpaBe MPEAOCTABISITh TUIATHBIE OMOINOTEYHO-UH(POPMAIIMOHHBIE YCIYTH,
nepeyeHb KOTOPBIX OMpeeNsieTcs YCTaBOM 00pa30BaTeIbHON OpraHU3allli.
3.8. Pexxum paboThl OMOTMOTEKH OMNpPEAENsAeTCS 3aBEAYIOMHUM OHOIMOTEKONW C Yy4eTOM
pexxuma paboThl oOpasoBaTenbHOM opranu3zauuu. OJUH pa3 B MecAll MpeaycMaTpUBAETCs
CaHUTAPHBIN JIEHb, B KOTOPHIH 00CITy)KHBaHHUE TI0JIL30BaTENICH HE TPOU3BOIUTCS.

4. YdeT nOCTYIUIEHHS ¥ BBIOBITHS JOKYMEHTOB OMO/1H0TeYHOr0 (hoHaa

4.1. Ilpuem 1oxymMeHTOB B (hOH] OMOIMOTEKH BKIIFOYACT CIICAYIONINE OTICpalIiu:

e CBEpKa IMOCTYIUIGHHH C TMEepBUYHBIM YUETHBIM JOKYMEHTOM (HaKJIaJHAas, aKT),
BKJIIOUAIOLIUM CIHUCOK MOCTYIUBIINX JOKYMEHTOB;

e COCTaBIICHME TEPBUYHOTO YYETHOTO JOKYMEHTa JJisi MOCTyIUIeHui  6e3
COMPOBOIUTENBHOM TOKyMEHTAIUY;

e PErucTpalus MOCTYMHUBIIMX JOKYMEHTOB B PErHCTpax CyMMAapHOTO, IPYIIIOBOTO U
unauBuayansHoro ydera ('OCT 7.0.93-2015 «bubnuoteunsiit pona. TexHonmorus
(hopMHpOBaHHS).

4.2. llpy mNONMOJMHEHMH OCHOBHOrO OuOIMOTeYHOrO (HoHIA HEOOX0IUMO COOJH0IaTh
TpeboBanus PenepanpHoro 3akoHa oT 25.07.2002 Ne 114-®3 «O mnpoTUBOAEHCTBUU
OKCTPEMHUCTCKON JesITeNbHOCTH». JIOKyMEeHThI, BKIIOUeHHble B DenepanbHBIl CIHCOK
HKCTPEMUCTCKUX MaTepuanoB (nanee — @COM), onyOnuKoBaHHBINM Ha OQUIMATEHOM caiiTe
Munrocra  (http://minjust.ru/ru/extremist-materials), npuoOperats  3ampemieHo, npu
BBISIBIICHUH UX B (JOHJIE — U3BIMATh U3 JIOCTYTIA.

4.3. Yuet n 00paboTKa T0KyMEHTOB OMOINOTEYHOTO (hOHA.

4.3.1. Yyer u 06paboTKa JOKYMEHTOB OCHOBHOTO (hOHJIA OCYIIECTBISIETCS WHANBHIyaIbHBIM
cnocoboM. CBeleHUs O TOCTYNHMBIIMX TEYATHBIX JIOKyMEHTax BHOCATCS B «KHuUTy
CYMMapHOTO y4eTa JOKYMEHTOB OCHOBHOTO (DOH/Ia.


http://minjust.ru/ru/extremist-materials)

[TocTynmuBIIMM JOKYMEHTaM MpPHCBAWBAIOT WHIMBHIYAIbHBIM PETHCTPALIMOHHBIM HOMEp
(MHBEHTApHBIN HOMEp WM MHOW 3HAK, NPUHSATHIA B KAa4eCTBE PETUCTPALMOHHOIO HOMEpA,
CHCTEMHBI HOMED IS DJICKTPOHHBIX JIOKyMEHTOB) M IIH(P XpaHEHUSI.

Perucrpanmonnsie HOMepa W IMGPHl OTMEYAIOT B PErHCTPaxX WHAWBHUIYAJIBHOTO ydYeTa
JOKYMEHTOB — HHBEHTapHOW KHUTE, KAPTOTEKE PErUCTPALluH Ta3eT, )KypHAJIOB, YUETHON Oa3e
TAHHBIX.

Bce osk3emMmuisippl NpUHATHIX W3AaHUN mTemmnenorores. lltemmens ¢ HauMeHOBaHWEM
00pa3oBaTeNbHOW OpraHU3alli JIOJDKEH OBITh MPSMOYrOJBHOH (OPMBI, pa3MepoM He
Ooubiie ueMm 1,5 X 4 cMm.

[ITemmens cTaBUTCSA Ha 000POTE TUTYIBHOTO JHCTa (IIPU OTCYTCTBUU TUTYJIBHOTO JIUCTA —
Ha TEpBOHM CTpaHMIlE TEKCTa IOJ 3arjaBueM), Ha 17-i cTpaHule MoJ TEKCTOM B JIEBOM
HIDKHEM YTy U Ha 000pOoTe KaXJI0ro mpuiioxenus. Ha Opomrtopax u sxypHajiaX IITEMITENb
CTaBUTCS TOJBKO Ha 0OJI0KKE WJIM Ha TIEPBOM CTPAaHUIIE TEKCTA.

CocraB ocHOoBHOTO (oHIa (UKCHpyEeTCsl B KapTOYHOM alipaBUTHOM KaTajore, B
AJNIEKTPOHHOU 0a3e JaHHBIX OMOINOTEKH.

4.3.2. Yuer m oOpaboTka cnenuaam3upoBaHHoro ¢oHga. Crenuaau3upoBaHHbIN (OHT
YUUTBHIBAETCS] U XPAHUTCS OTJEIBHO OT OCHOBHOTO OMOIMOTEYHOro POoHIA.

VYdeT HOKYMEHTOB CIEIHATU3UPOBAHHOTO (OHAA, KaK MHOTOIK3EMIUISIPHOW JIUTEPaTYpHI,
OCYIIIECTBIISIETCS TPYIIIOBBIM crocoOoM W oTpaxkaercs B «KHure cymmapHoro ydera
yueOHOTro (OHIa» U B KAPTOTEKE PETUCTPALIMOHHBIX KapTOUEK.

Ha xakxmoe HanMeHOBaHHUE IOKYMEHTOB CIEIMaTH3HPOBAHHOTO (POH/IA 3aBOAUTCS OTHEIbHAS
yueTHas Kaprouka. Kaproukum c OubmumorpaguueckuM ONUCAaHUEM U3JaHUM Yy4eOHHKOB
paccTaBiAIOTCS B YYETHYIO KapTOTEKy IO KJaccaMm, a BHYTPH KJIaccoB — MO aidaBuTy
(dbamunnii aBTOpOB WUiM 3aryiaBuid. [ KOHTPOJISL 32 COXPAaHHOCTBIO YYETHBIX KapTOUEK OHU
peructpupytotcs B «OKypHane peructpaiuy yueTHbIX KapTOUeK y4eOHUKOBY.

Texuuueckast 00paboTKa JOKYMEHTOB MPEAyCMaTPUBAET CIIEIYIONINE ONEepaLliu:

e TIPOCTaBJICHHME HAa KAXKJIOM JIOKYMEHTE LITeMIelsi OMOIMOTEKH B COOTBETCTBHH C
MYHKTOM 4.3.1 HacTOAIIEro MOJIOKECHHUS;

e YCTAaHOBJICHHME CPEACTB 3alIUTHl OT yTPaThl (MAarHUTHBIN AATYUK, PAJUOYMUII, UHOU
BHJT MAPKUPOBKH);

e WU3rOTOBJCHHE M MpPHUKpEIUIEHHE K JOKYMEHTYy macropra y4yeOHuka. [lacmopr
yuyeOHHMKa MPUKIEUBAETCA Ha TMOCIEAHEH cTpaHHlle yueOHMKA. 3arojHseTcs Mpu
BbIJ[aU€ YUTATEIIO.

VY4er cnenuanu3upoBaHHOro GOHIA MpeycMaTPUBAET OTPAKEHUE €ro COCTaBa B CIIPaBOYHO-
oubnuorpaduueckom anmnapare OMOIMOTEKH, B TOM YHCIIE B 3JIEKTPOHHOM 0a3e IaHHBIX.

4.4. BoiObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOHIA.

4.4.1. IlpuynHbBL, O KOTOPHIM TOKYMEHT MOXKET OBbITh BBIBEACH U3 COCTaBa OMOIMOTEYHOTO
¢dboHma, BKIIOYAIOT B TOM YHCIE BETXOCTh, JE(EKTHOCTb, YCTAPEIOCTh IO COJEP’KaHUIO,
yrpaTy. HckimtoueHne AOKyMeHTa M3 OuOIMOTeYHOro (oHIa MPOBOAUTCS Ha OCHOBAHUU
aHaJlM3a cocTaBa OMOIMOTEUHOTO (POHIA U PE3YABTATOB €T0 MPOBEPKH.

4.4.2. Tlon BEeTXOCThIO JIOKYMEHTAa IOHUMAIOT pE3ylbTaT E€CTECTBEHHOIO CTApEeHUs WU
¢u3n4ecKoro U3HOCa JIOKYMEHTA.

4.4.3. Tlon nedeKkTHOCTBIO JOKYMEHTa TMOHMMAIOT YaCTHMYHYIO WM TOJHYI YTpaTy
HKCIUTyaTal[MOHHBIX KAYeCTB JOKYMEHTA B PE3yJbTaTe BHEIIHErO BO3/ICHCTBUS.

4.4.4. Tlox ycTapenocThlo MO COJIEPKAHUIO MOHUMAIOT MOTEPI0 aKTYalIbHOCTH TEMAaTHKH,
MOJATBEPXKAAEMYI0  OTCYTCTBHEM  CIpoca  4uTaTeledl, HEBOCTpPEOOBAaHHOCTHIO B
nepepacipeeeHuH U pealu3ainu.

4.45. Tlox yrparoil NOKyMEHTa MOHMMAIOT €ro OTCYTCTBME B (poHme OMOIMOTEKH IO
NpUYMHAM TOTEPH, XHUIIEHUs, O€JCTBUI CTUXUHHOIO, TEXHOTCHHOro (B TOM YHCIE

XaKepCKOM aTakh W HEBOCCTAHOBUMOIO €0OSl DIEKTPOHHOTO OOOpYAOBaHUS) WM
COLIMAJIBHOTO XapaKTepa, M0 HEYCTAaHOBJICHHOM MPUYHHE.

4.4.6. Ilpouecc HCKIIOYEHUS JOKYMEHTOB M3 (oHIa OHOIMOTEKH OCYIIECTBISIETCS B
cooTBeTcTBUH ¢ [lopsakom ydera JOKYMEHTOB, BXOJSIIMX B cOCTaB OMOIMOTEYHOro (hOH[A,
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YTBEPXKACHHBIM IpukazoM MuHkyasTypsl oT 08.10.2012 Ne 1077.
4.47. BrpiObITHE JOKYMEHTOB OMOMMOTEYHOro (HOHAA TPOM3ZBOIUTCS B peE3yJbTaTe HX
CIHMCaHUsI KOMUCCHEH, CO3TaHHOHM PYKOBOIUTENIEM 00pa3oBaTeIbHOM OpraHu3alnu.
4.4.8. YTunuzanus CIUCAHHBIX JIOKYyMEHTOB OuOimoreyHoro (oHAa TPOUBOAWTCS B
COOTBETCTBUU C 3aKOHOJATEILCTBOM PD.
5. IIpoBepka 10KyMeHTOB 0H0J1MOTEYHOr0 (pOHIA
5.1. IlnanoBasg mTpoBepKa JOKyMEHTOB OHONMOTEYHOro (OHAA TMPOBOAUTCS C
MEPUOIUYHOCTBIO OJIMH pa3 B IAThH JIET HA OCHOBaHUM rpauka MPOBEPKU, YTBEPHKAECHHOIO
3aBeAYIOIHUM OMOIHOTEKOM.
5.2. BHemraHoBas TMpoBepKa JIOKYMEHTOB OuOMMOTEYHOro (OHIA TMPOU3BOIUTCS B
00s13aTeTLHOM TIOPSJIKE:

e IIpU BBISBJICHUM (DAKTOB XULIEHUS, 3I0YIOTPEOIEHUS WA OPYHN TIOKYMEHTOB;

e B Cllydae CTUXMHHOro O€ACTBUS, MOKapa WM JAPYIMX YpEe3BbIYAMHBIX CUTYyalUH,

BBI3BAHHBIX IKCTPEMAILHBIMH YCIIOBUSMU;

e IIPU pEOpraHU3allvy WK JIUKBUAALNN 00pa30BaTeIbHON OpraHnu3aluy.
5.3. IlpoBepka ¢oHma Ha TpeIMET HATMYUS B HEM JIOKYMEHTOB, BKIFOUEHHBIX B
OCOM, npoBoauTCs:

e IIPU MOCTYIJIEHUU HOBBIX JOKYMEHTOB B (DOHI;

e CHCTEMAaTHYeCKH (HE peXe OJHOTO pa3za B TpU Mecsia) myreM cBepku @COM co

CIpaBOYHO-OMOMMOTrpadrueckum anmnapaToMm GpoHaa OUOTHOTEKH.

5.4. Tlo wToraM TPOBEPKH 3aBENYIONIUN OHMOJMOTEKOM COCTaBIISIET aKT, MOJAMNHCHIBACT M
XpaHUT €ro B OMOMMOTEKEe B TEUEHHE CPOKa, YCTAaHOBJIEHHOTO HOMEHKJIaTypou nen. Ecnu
KaKHe-TO JOKYMEHTbl OTCYTCTBYIOT [0 HEYCTAaHOBJIEHHON TMpHYMHE, TO K akKTy
MIPUKIIAIBIBACTCS UX CIIUCOK, B KOTOPOM (DPUKCHUPYIOTCSI CBEJIEHUSI O KOJUYECTBE TOKYMEHTOB
6ubIMoTeYHOro POHAa B HATMYUU U KOJIMYECTBE OTCYTCTBYIOUINX JOKYMEHTOB, B TOM YHCIIE
[0 HEYCTaHOBJIIEHHOW mpuynHe. B akTe Takke yKa3bplBalOTCS HOMEp M JlaTa akTa
NpEeabIAYIIENH MPOBEPKHU.
[Ipn BbIsIBAEHMH B TMpolecce NpoBepkd (oHAA OTCYTCTBYIOIIMX JOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJIGHUSI BUHOBHBIX JIMIl YOBITKM IO HEJOCTauyaM CIIHCHIBAIOTCS B
COOTBETCTBUU C JICHCTBYIOLIUM 3aKOHOAATEIHCTBOM.
5.5. Jlna mpoBepku OuOmmoTeyHoro (oHma 00pa3oBaTEIPHOW OpraHU3AlMK Ha IMPEIMET
HaJau4us B HEM JOKYMEHTOB, BKIOueHHbIX B ®COM, B oOpa3oBarenbHON OpraHu3anuu
co3gaercs crnenuanbHas Kommuccust mo cBepke Oubmuoreunoro ¢onna ¢ deaepanbHbIM
CIMCKOM  DKCTPEMHUCTCKUX MAaTEpHaliOB, BBIABICHUIO, U3BATHUIO U  YHUYTOKCHHUIO
OKCTPEMHUCTCKUX MaTtepuaioB (nmanee — Komuccuss 1o MpoBepKe SKCTPEMHUCTCKUX
MaTepHasoB), KOTOpas CUCTEMAaTHUECKH (HE peke OJTHOTO pa3a B TPU Mecsia) OCYIIECTBISET
MpoBepKy OubnuoTeyHoro Gouaa oOpa3oBaTENbHONM OpraHU3alMU Ha MpPEeaMET Halu4yus B
HEM JIOKyMEHTOB, BKIIOUYeHHbIX B @DPCOM, nyrem cBepku PCOM co cnpaBoyHO-
oubauorpadudeckum anmapaToM (GoHpa.
[Ipu BbIsIBICHMM JOKYMEHTa, BKIOYeHHOro B ®COM, Ha stame KoMIUIeKToBaHHS (oHaa
yKa3aHHBIM JTOKYMEHT HE MOJIEKUT BKIIOUEHHIO B OMOIMOTEUHbIH QoHA 00pa3oBaTeIbHOM
OpraHu3aIum.
B cnyuae BbIsBIEHUS OKyMeHTa, BKIoueHHOro B ®COM u yxe Haxojsmerocs B (oHJe
O6ubnroTekn 00pa30BATENBHON OpraHU3alluu, JOKYMEHT HCKIIOYaeTcs M3 OUOIMOTEYHOTO
(dhoHIa U TOUICKUT YHHUTOKECHHUIO.

6. ITopsiiok MoJIb30BaHUA OUOIMOTEKOI

6.1. 3anuch oOydaronuxcsi 00pa3oBaTEIbHON OpraHMU3alui B OMOINOTEKY MTPOU3BOIUTCS T10
CIMCOYHOMY COCTaBY KJjlacca B MHIMBHIYalbHOM TIOPSJIKE, MEJarorn4eckux H HHBIX
pabOTHUKOB 00pa3oBaTeIbHOM OpraHu3aliy, poauTeneil (MHbIX 3aKOHHBIX MPEACTaBUTENEH)
oOywaromuxcss — 1o macnopty. Ilepeperucrpauus moib3oBareneid  OMOIMOTEKH
MIPOU3BOIUTCS €XKETO/IHO.



6.2. JIOKyMEHTOM, TOATBEPXKAAIONIUM TIPaBO TMOJb30BaHUSA OUOIHOTEKOW, SBISETCA
yuTaTeNbCkuil  opmymsap.  YUwutarenbckumii  Gopmymsip  pukcupyer  gaTy  BbLIAuH
M0JIL30BATEIIO IOKYMEHTOB U3 (hoHa OMOIMOTEKH U MX BO3BPALICHUS B OUOINOTEKY.
6.3. [Topsitok mop30BaHUS A00OHEMEHTOM:
6.3.1. [Tomp30BaTeny MMEIOT MPABO MOJIYYUTHh HA JIOM U3 MHOTOTOMHBIX M3JaHHM HE Oojee
JBYX TOKYMEHTOB OJTHOBPEMEHHO.
6.3.2. MakcuMaibHbIe CPOKH TIOJIH30BAHUS JTJOKYMEHTAMH:

e y4eOHHKH, yueOHbIE TOCOOUS — yUeOHBIH TOT;

e HAy4YHO-TIOMYJISIpHAsi, IIO3HABaTENbHAs, XYHO’KECTBEHHAsl JHMTEpaTypa — OJWH

MECHIII,

e TIEPHOIMYECKUE W3JIAHHsI, U3aHNUs TIOBBIIIEHHOTO cripoca — 15 jHeid.
6.3.3. Tlonp3oBarenn MOTYT TPOIUTH CPOK TIOJB30BAHHS JOKYMEHTAMH, €CIIM Ha HHX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTHX MOJIH30BATENEH.
6.4. TTopsiIOK 1MOJIb30BaHMS YU TATBHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeTHA3HAYEHHBIC IS paOOTHI B YUTATHHOM 3aJie, Ha JIOM HE BBIIAIOTCS.
6.4.2. DHIMKIIONEINH, CIPABOYHHUKH, PEAKHE, IICHHbIE M WMEIOIUECS B €IWHCTBEHHOM
IK3EMIUTSPE TOKYMEHTHI BBIAOTCS TOJBKO UIsI PA0OTHI B YATAIIEHOM 3aJIe.
6.5. TTopsimokx paboTHI C KOMITBIOTEPOM, PACTIOIOKEHHBIM B OMOIHOTEKE.
6.5.1. PaboTa ¢ KOMIBIOTEpPOM YYaCTHHKOB 0Opa30BaTEIBHOTO IMpOIecca MPOU3BOIUTCS IO
rpaduKy, YTBEPXKJICHHOMY pPYKOBOJWTEIIEM 00pa3oBaTelbHON OpraHM3alud, W B
MPUCYTCTBUH COTPYAHUKA OMOINOTEKH.
6.5.2. Paspenraercs paboTa 3a OJTHUM MEPCOHATBHBIM KOMIBIOTEPOM He 00Jiee IBYX YEIOBEK
OJTHOBPEMEHHO.
6.5.3. [Tonp30oBarens uMeeT mpaBo pabOTaTh ¢ COOCTBEHHBIM HOCUTEIEM WH(OpPMAIUH MOCIIe
MPEABAPUTEIIBHOTO TECTUPOBAHUS €T0 PAOOTHUKOM OMOIHOTEKH.
6.5.4. Ilo BceM BompocaMm moucka HWHGOPMAIIMM B HMHTEPHETE MOJH30BATENb JOJDKEH
oOpamaTecss K pabOTHUKY OMOIMOTEKM; 3ampelniaeTcs oOpalleHue K pecypcaM HHTEPHETa,
IPEroaraiuM OIIary.
6.5.5. Pabora Cc KOMIIBIOTEPOM IPOU3BOJIUTCS COIJIACHO YTBEP’KICHHBIM CaHUTAPHO-
TMTHEHUYECKUM TPEOOBaHUSM.

7. IIpaBa 1 00513aHHOCTH OMOJIHOTEKH

7.1. PaboTHUKN OMOIMOTEKH UMEIOT IIPABO:

e  CaMOCTOSITEJIBHO  BBIOMpaTh  (OPMBI, CPEACTBA W METOABI  OMOIUOTEHHO-
WHPOPMAIIMOHHOTO OOCTY)KMBaHUSI 00Pa30BATEIBHOTO M BOCIIUTATEIBHOTO MPOIECCOB B
COOTBETCTBMU C IMESIMA W 3aJjadyaMH, YKa3aHHBIMH B YCTaBe 0O0pa30BaTEeIbHOM
OpraHu3allvK U TI0JI0KEHUHU O OUOITHOTEKE;

e TMPOBOJUTH B YCTAHOBJICHHOM TOPSIKE (DaKyJIbTATHBHBIC 3aHSATHS, YPOKH M KPYKKU
6ubIoTeyHO-0nbIMorpadguuecKux 3HaHUM U HHPOPMALIMOHHON KYJIbTYPHI,

e  OMNpeAensiTh HCTOYHUKHU KOMIUIEKTOBaHUS MH(GOPMAIIMOHHBIX PECYPCOB;

e  U3BIMAaTh M PEaJM30BBIBATH JTOKYMEHTHI U3 (JOHIOB B COOTBETCTBUHM C MHCTPYKIHEH IO
yueTy 6ubnmoreyHoro QoHma;

e  YyYacTBOBaTh B yIpaBJeHHH 00pa3oBaTeNbHOW OpraHu3ally B MOPSIKE, OMpeesseMOM
yCTaBOM;

e  Yy4YacTBOBaThb B COOTBETCTBHHM C 3aKOHOJATeIbCTBOM P® B paboTe OHOIMOTEYHBIX
acCoIaIuii WA COI030B.
7.2. PaOoTHHKY OMOIMOTEK 0OSI3aHEbL:
e o0ecrneuuTh TOJB30BATENISIM BO3MOXHOCTH PabOThl ¢ WH(MOPMAIMOHHBIMU pecypcamu
OMOIMOTEKH;
e HHPOPMUPOBATH MOIH30BATENEH O BUAAX MPEIOCTABISIEMBIX OUOINOTEKON YCIIyT;
e OCYIIECTBJATH IJIAHOBBIC M BHETIAHOBBIC MPOBEPKH OMOIMOTEUHOTO (POH[A, PETYISIPHO
OCYIIECTBIISATH MPOBEPKY OMOIHNOTEYHOTO (hOHIa 00pa30BaTEIbHON OpraHU3aly Ha IPeaMET
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HaJU4Ms B HEM JOKYMEHTOB, BKItOUeHHbIX B DCOM;

e 00ecneunTh HAyYHYIO OpraHn3aluio GOHIOB U KaTaJlOrOB;

e (dopmupoBaTh (POHABI B COOTBETCTBUH C YTBEPXKACHHBIMU (peepalbHBIMU TEPEUHIMU
y4eOHBIX W3JaHWH, OCHOBHBIMH OOpa30BaTENbHBIMU MpOrpaMMaMu 00pa30BaTEbHON
OpraHu3aliu, MHTEpecaMu, NOTPEOHOCTSIMU U 3aIIPpOCaMU BCEX KaTEropuil MOJIb30BaTENEH;

e  COBEPIICHCTBOBATH MH(POPMAUOHHO-OHOIMOTpaduyeckoe M OMOIHOTEUHOE OOCITYy)KUBAaHUE
II0JIL30BaTEIICH;

e olecneunBaTh COXPAHHOCTH MCIOJIB30BaHUS HOCUTENEH MH(DOPMAIUH, X CHCTEMAaTH3AIHIO,
pa3MeIeHne u XpaHeHue,;

e olecneunBaTh PEKUM pabOTHl B COOTBETCTBHHU C MOTPEOHOCTSIMHU TOJIb30BaTENCH 1 paboTOM
00pa30BaTeNIbHON OpraHu3aluy;

e OTYMTHIBATHCS B YCTAHOBJICHHOM TIOPSIIKE Tiepel] PYKOBOJHUTEIEM 00pa3oBaTeIbHOM
OpraHM3aIuH.

8. IIpaBa u 00513aHHOCTH MOJIL30BaTEIeli OUOTHOTEKH

8.1. [Tosp30BaTe M OMOIMOTEKN HMEIOT TIPABO:

MoJTy4yaTh TMOJHYI0 HHGOpPMAIUI0 O cocTaBe OuOmmoreuHoro (oHma, WHPOPMAITMOHHBIX

pecypcax u mpeIoCTaBIIeMbIX OUOIHMOTEKON yCITyrax;

e TOJB30BATHCS CIPABOYHO-OMOIMOTpapuuecKuM anmnaparomM ONOIMOTEKY;

e  TIONYYaTh KOHCYJHTAIMOHHYIO TOMOIIH B TIONCKE U BRIOOPE UCTOYHUKOB WH(OPMAIIHH;

e TIONyYaTh BO BPEMEHHOE ITOJIb30BaHWE HAa A0OHEMEHTE M B UYUTAIBHOM 3aji¢ IeYaTHBIC
W3J1aHusl, ayAMOBU3YyallbHbIE JOKYMEHTHI U APYrue HCTOYHUKH UH(POPMALINY;

e MPOAJIEBAThH CPOK MOJIH30BAHUS TOKYMEHTAMU;

e  TIOJNYy4YaTh TeMaTHYEeCKHe, hakrorpadudeckue, yrouHstomue u ondmuorpaduyueckne
CIpaBKH Ha OCHOBE (poHIa OMOINOTEKH;

e  TOJy4YaTh KOHCY/IbTAallMOHHYIO TOMOIIL B pabore ¢ wuHbopMmauued mpu
MOJIb30BAHUHU AJIEKTPOHHBIM U MHBIM 000pYyI0BaHUEM;

e Y4acTBOBaThb B MEPONPUATHUAX, IPOBOJUMBIX OUOIMOTEKOM.

8.2. Ilonb3oBaTenn OMOINOTEKH 00sI3aHbI:

e coOrO/IaTh MpaBUiia MOJb30BaHUS OMOIHOTEKOM;

e  OepeXHO OTHOCHUTHCS K MPOU3BEIACHUSIM IedaTu (HE BBIPbIBATH, HE 3aru0aTh CTpPaHMII, HE
JieNlaTh B KHUTax MOJYEPKUBAHUIM, MMOMETOK), MHBIM JIOKYMEHTaM Ha Pa3IMYHBIX
HOCHTEIISAX, 000Py0BaHUIO, UHBEHTAPIO;

e  TIOJJIEPKUBATH HOPSZIOK  PACCTAaHOBKUA ~ JIOKYMEHTOB B OTKPBITOM  JIOCTYIIE
OMOIMOTEKH, PACTIONOKEHHS KApTOUEK B KaTallorax U KapToTeKax;

e  TIONB30BATHCS IIEHHBIMU M CIPABOYHBIMU JOKYMEHTAMH TOJIbKO B TOMEIICHUH
OMOIHNOTEKH;

e yOenuThCs Opyu  TONYyYeHHH JOKYMEHTOB B OTCYTCTBUM Je(eKTOB, a MpH
oOHapykeHUM  npouHpopMUpoBaTh 00 3TOM  pabOTHUKA  OUOIMOTEKH.

OTBeTCTBEHHOCTh 3a OOHApYXEHHbIE Ne(eKThl B CIaBaeMbIX JOKYMEHTaX HECeT IMOCIeTHUI
MOJIb30BATENb;

e  paCIHUCBHIBATBCS B YHTATEIBCKOM (OPMYISIpe 3a KaXIbli IOJYYCHHBIH JOKYMEHT
(uckmrouenue: obyyatromuecs: 1-4-x KJ1accoB);

e BO3BpAIllaTh JOKYMEHTHI B OMOIMOTEKY B YCTAHOBJICHHbBIE CPOKH;

e 3aMCHATH JOKYMEHTHl OMOJIMOTEKH B Ciydae WX YTpaThl WM MOPYH UM PaBHOIICHHBIMHU
60 KOMIIEHCHPOBATh yiiepd B pa3Mepe, YCTAaHOBIEHHOM IpaBHJIaMU TOJTB30BAHUS
OMOIMOTEKOM;

e  TIONHOCTHIO PACCUUTATHCS C OMONMMOTEKOH MO MCTEYEHUU CpOKa OOydeHUs WM paloThl B
0011100pa30BaTEIbHOM YUPEKICHHUH.
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