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0 OubamoTexe 00pa3oBaTeJbLHON OpPraHU3aALNH

1. O6mue NoJI0KEeHUs

1.1. Hacrosimee MOJOXKEHHE PETIAMEHTUPYET AEATEIbHOCTh OHOIHOTEKH MBOY «Tpexo3epckas

COIlL»

1.2. Hacrosiiee moioXeHne pa3paboTaHo B COOTBETCTBHH ¢ DeepabHBIM 3aKOHOM OT 29.12.2012
Ne 273-®3 «O6 obpasoBanuu B Poccuiickoit denepanuny», NpuKa3oM Munduna Poccun ot
30.03.2015 Ne 521 «O6 yTBepskaeHHH GOpPM NMEPBUYHBIX YYETHBIX JOKYMECHTOB H PETHCTPOB
OyXraJTepckoro  ydera,  NPHMEHSEMBIX  OpraHaMu roCyIapCTBEHHOH  BIIACTH
(TOCYapCTBEHHBIME ~ OpPraHaMHi), OpraHaMH MeECTHOr0 — CamOyIpaBlIeHMs, —OpraHaMu
yIpaBleHHs  TOCYHApCTBEHHbIMH  BHEOIODKCTHBIMHU donmamu,  TrocyaapCTBEHHBIMH
(MYHMIIUTIATBHBIMEA) YIPEKICHUAMH, ¥ MeToa4ecKuX yKa3aHui 10 HX TPUMEHEHHIOY,
npukazom Munkynstypsl Poccuu ot 08.10.2012 Ne 1077 «O6 ytBepxaeHun Ilopsiaka y4yera
JIOKyMEHTOB, BXOISLIMX B cocTaB OMOIHOTEYHOro donna», muceMoM MuHOOpa3oBaHHA
Poccuu or 23.03.2004 Ne 14-51-70/13 «O IlpumepHoM mnonoKeHHH O OubaHOTEKE
00111e00pa30BaTEILHOIO YUPEIKIACHUN.

1.3. BuOnmoTeKa SBISETCS CTPYKTYPHBIM MOZApasjeicHHEeM o00pa3oBaTebHOM OpraHu3aliH,

YYacTBYIOIMM B Y4eOHO-BOCIHMTATEILHOM MPOLECCe B LEIIX obecrieyeHuss MpaBa y4YaCTHHKOB

06pa3oBaTeIbHOr0 Ipolecca Ha OecrulaTHOE IOJIb30BAHHE 66O TEYHO-HH(POPMAIHOHHBIMA

pecypcamu.

1.4. TTopsIOK MONMB30BAHUS HCTOYHHKAMH HH(OpMALHH, epeYeHb OCHOBHBIX yCIyr H yCIOBHS HX

NpeIOCTABIICHHS ONPEENSIOTCS HACTOSAIIMM TOIOXKEHHEM 0 OHONHOTEKE U NPaBUJIAMH [OJIb30BAHHA

GUOIHOTEKOM, YTBEPKICHHBIME PYKOBOIMTEIEM 00pa30BaTesbHOM OpPraHu3allky.

1.5. Opraumsanusi OGCIyXHBAaHHS YYaCTHMKOB O0Opa3oBaTeNbHOrO IMpouecca MpOHU3BOIAUTCA B

COOTBETCTBHH C IIPABHJIAMH TEXHHKM 0€30MacHOCTH W NPOTHBOIOXAPHBIMH, CaHHTapHO-

TUTHCHHYCCKUMU Tpe60BaHI/I$IMH.



2. lenu, 3axa4u, GyHKIUU OUOJTHOTEKH
2.1. OCHOBHBIMHY LIETISIMU | 331a4aMU OUOIHOTEKN 00pa30BaTENILHON OpraHU3aIluu SBIISIOTCS:

— obecrieyeHrne y4acTHUKOB 00pa3oBaTeNbHOrO Mpoliecca JOCTYIOM K HHGOpMaIuu, 3HAaHUIM,
uaesM,  KyJbTypHbIM  IIEHHOCTSM  IIOCPEICTBOM  MCIOJIb30BaHUS  OMOIMOTEYHO-
MH(OPMALIMOHHBIX PECYpCOB 00pa30BaTENbHONW OpraHU3alMU Ha Pa3IUYHBIX HOCHUTENSX:
OyMakHOM (KHYMDKHBIM (poHJI, (POHI MEpUOAMYECCKUX H3/IaHWI); MAarHUTHOM ((hOHJ ayauo- |
Bujeokaccer); uppoBoM (CD-auckH); KOMMYHUKATUBHOM (KOMIIBIOTEPHBIC CETH) U MHBIX
HOCHUTEJISX;

— TIPUBJICYCHHE YYAIUXCSA K CUCTEMATUYECKOMY YTEHUIO Y4eOHOMH, XyJ0KECTBEHHOU, HayYHO-
MOMYJISIPHOM JIUTEPATYPHI;

— OpraHu3anusi YTE€HHsS B LEISAX YCHEIIHOTO H3YyYEHHUs YYalUIUMHCS Y4YeOHBIX MPEIMETOB,
Jy4IIero yCBOEHUs 00111e00pa30BaTeIbHBIX TPOrPAMM;

— COJICHCTBUE PAa3BUTHIO IIO3HABATEIbHBIX HHTEPECOB U CIIOCOOHOCTEN yJallluxcs;

— o0y4eHne ocHOBaM OHOIMOTEYHO-OnOIMorpaduIeckoit rpaMOTHOCTH;

— COJICHCTBUE MEJarornyeckuM paboTHHKaM B MOAOOpe HAy4YHO-METOAMYECKOW ITUTEPaTyphl,
MH()OPMHUPOBAHKE O HOBBIX MOCTYIUICHUSAX B OMOIIMOTCUHBIN QOH/;

— COBEpUICHCTBOBAHME MPEAOCTABISIEMbIX OMOIMOTEKO yCIyr Ha OCHOBE BHEIPEHHUS HOBBIX
MH(OPMALIMOHHBIX TEXHOJIOTUH M KOMIbIOTEpU3ALUU OUOINOTEUHO-UHPOPMAIIMOHHBIX

npoiieccoB, popmupoBaHue KOMYOPTHOM OMOTHMOTEUHOM CPEIBI.

2.2. bubnuoteka BBINOIHACT cielyromue GyHKIuM:
2.2.1. ®opmupyet pona OnbIMOTEUHO-UHPOPMALIMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHU3aIiu:

— KOMIUJIEKTYET  YHUBEpCAlbHbIM  (QOHA  y4eOHBIMH, XYyIOKECTBEHHBIMH, HAyYHBIMH,
CIPaBOYHBIMU, NIEAATOTUYECKUMHU U HAYYHO-TIOMYJISIPHBIMU JIOKYMEHTaMH Ha TPaJIuLUOHHBIX
U HETPaJUILIMOHHBIX HOCUTEINSAX HH(POPMAILIUH;

— nonoiHseT ¢GoHA HHPOPMAIMOHHBIMH pecypcaMu cetu VHTepHer, 0a3zamu u OaHKaMu
JAHHBIX IPYTMX OpraHU3aluil;

— aKkKymynupyer (oHJ JOKYMEHTOB, CO3/IaBa€MbIX B 00pa30BaTeIbHOM OpraHU3aluu
(myOnukanmii 1 paboT reaaroroB 06pa3zoBaTeNbHON OpraHU3aIiy, JYYIINX HAyYHBIX paboT U
pedepaToB yyamuxcs u 1p.);

— OCYIUIECTBJISIET pa3MEILEHNE, OPraHU3aLNI0 U COXPAHHOCTh IOKYMEHTOB.

2.2.2. Coznaet nHGOPMAITMOHHYIO MPOTYKITHIO:

— OCYIIECTBISIET aHAIUTUKO-CHHTETUYECKYIO TepepadboTKy HH(OpMAIIIH;



— OpraHu3yeT M BEAET CHpaBOYHO-OMOIHMOrpaduueckuii ammapar: karanoru (anpaBUTHBIH,

CUCTEeMAaTUYEeCKUI), KapTOTeKH (CUCTEMAaTHUECKYyl0 KapTOTEKy CTaTei, TeMaTHuecKue
KapTOTEKH), JJIEKTPOHHBIA Karajor, O0a3pl JaHHBIX 1O MpopmIo 00pazoBaTeIbHON

OpraHu3alluy;

— paspabaTbiBaeT pEKOMEHJaTelbHble OuOmuorpaduueckue mocoOust (CHHCKH, 0030pHI,

2.2.3.

yKazareiu U T.I1.).

OcymectBisier auddepeHupoBaHHoe  OHOINOTEYHO-UH(POPMAITMOHHOE  00CTy)KHBaHUE

ydalmuxcs:

— MIPEAOCTABJIACT I/IH(bOpMaI_[I/IOHHBIe PECYPCHI HA PA3JIMYHBIX HOCUTEIIAX

— opra"u3yer 00y4eHHEe HaBbIKaM HE3aBUCUMOTO OMOIMOTEYHOTO TIOJIB30BATEIIS U TOTPEOUTEIIS

PIH(bOpMaI_[I/II/I, COI[GﬁCTBy@T HHTCIrpallil KOMILJICKCA 3HaHHI>i, YMCHI/Iﬁ N HABBIKOB pa6OTBI C

KHUIOoM 1 uHpopManueii;

— OKa3hbIBaACT I/IH(I)OpMaLII/IOHHYIO MNOAACPIKKY B PCIICHHUU 3alda4, BO3HHKAOMIUX B IIPOLECCE

yae0HOI, caM000pa30BaTEIHbHON U IOCYTOBOM JCATEILHOCTH yUaIIUXCS;

— OpraHu3yCT MACCOBBIC MCPOIIPUATH, OPUCHTUPOBAHHLIC HAa PA3BUTHUC 0611_[6171 U1 YUTATEIbCKOM

KYJbTYpbI JINYHOCTH;

— COHeﬁCTByeT neaarorut4cCKumM pa6OTHI/IKaM B OpraHu3alvun O6p830BaTeHLHOFO nponoecca nu

nocyra ydammxcs (mpocMoTp BuueodunbMoB, CD-muckoB, Mpe3eHTAlMM Pa3BHBAIOIINAX

KOMITBIOTEPHBIX UTD).

2.2.4. OcymectBusier nuddepeHmpoBaHHOe OUOIMOTEUHO-UH(POPMAIIMOHHOE OOCITY>KUBaHUE

neaarorntdcCKux pa6OTHI/IKOBZ

2.2.5.

BBISBIISIET HMH(OPMAIIMOHHBIE TOTPEOHOCTH U YIOBIETBOPSET 3alpoChl, CBS3aHHBIE C
o0y4eHHeM, BOCITUTAHUEM yUaIUXCS;

BBISIBIISIET HMH(OPMAIIMOHHBIE TIOTPEOHOCTHM U yJOBIETBOPSET 3alpochl B  00dacTH
[eJarori4eCKMX MHHOBAIMH M HOBBIX TEXHOJIOTHIA;

coJlelicTBYyeT TPOo(ecCHOHANBFHOM KOMIIETEHIIMH I€aroroB, MOBBIIMICHUIO KBaIH(UKAIWH,
MIPOBEJICHUIO aTTECTAINH;

OCYIIECTBIISIET TeKylee NHPOpMUpOBaHUE (IHU WH(POPMAIIUU, 0030pbl HOBBIX MOCTYIUICHUN
1 myonuKanmii);

CIIOCOOCTBYET TMPOBEJICHUIO 3aHATUH 10 (GOPMHUPOBAHUIO HHPOPMAIIMOHHOW KYJIBTYpPhI
yUalmxcs; SABISETCS 0a30i JI TPOBEICHUS TMPAKTUYCCKUX 3aHATHH 1O paboTe C
MH(OPMAIIMOHHBIMU PECYPCAMHU.

Ocymectiser muddepeHrpoBaHHOe OHMOTMOTEYHO-UH(DOPMAIIMOHHOE —OOCTYKUBAaHUE
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poauTenei (3aKOHHBIX MPEICTABUTEIIEH ) yUaIIXCsl:
— YIIOBJIETBOPSIET 3ampochl TMOJb30BaTeslied M HMHOOPMHPYET O HOBBIX MOCTYIUICHHSIX B
OubIMOTEKY;
— KOHCYJBTUPYET 10 BOIPOCAM OpPraHU3alluyd CEMEHHOr0 YTEeHUs, 3HAKOMUT ¢ HH(pOopMalren mo
BOCIIUTAHUIO JICTCH;

— KOHCYJBTUPYET 10 BOIPOCAM YU€OHBIX U3JaHUM ISl yHaIUuXCsl.

3. Opranuszanus JesiTeJJbHOCTH OHOJINOTEKH
3.1. OOmee pyKOBOJICTBO JEATEIbHOCTHIO  OMOJMOTEKHM  OCYIIECTBISIET  PYKOBOAUTENb
00pa30BaTeNbHON OpraHu3alnu.
3.2. PykoBoactBo  OMONMOTEKOW  OCYyHIECTBISeT OWOIMOTEKapbh, KOTOPBIM  Ha3HAYAETCS
pYKOBOIIUTENIEM 00pa30BaTEIbHON OpraHu3alny.
3.3. bubnuorekaph HECeT OTBETCTBEHHOCTHh B TpeJesiax CBOCH KOMIETEHIIMHM 3a OPraHu3aluio U
PE3yNbTaThl AEATENIBHOCTH OMOIMOTEKH B COOTBETCTBHH € (DYHKIIMOHATLHBIMU 00S3aHHOCTSMHU.
3.4. bubnuorekaps pa3padaThIBACT U MPEICTABISICT PYKOBOIUTEIIO 00pa30BaTEIIbHON OpraHu3aluu
Ha YTBEPKJIEHUE CICTYIOIIUE TOKYMEHTHI:

— TIOJIOKEHHE 0 OMOJIMOTEKe, ITPaBUIIA TTOJIb30BAHUS OMOIMOTEKOM;

— CTPYKTYpy U IITaTHOE pachucaHue OMOIMOTEKH, KOTOphIE pa3padaThiBalOTCI HA OCHOBE

00BeMOB paboT;

— MOJIOXKEHHUE O MJIATHBIX YCIIyrax OuOIMOTeKN;

— MJIAHOBO-OTYETHYIO JIOKYMEHTAIIHIO;

— TEXHOJOTHYECKYIO JOKYMEHTAIIHIO.
3.5. CtpykTypy OMOIHOTEKH COCTABIISIIOT:

— ab0OHEMEHT;

— YUTaJIbHBIN 347,

— OTAeN y4eOHHUKOB;

— oTen UHPOopMaIMOHHO-0ubIMorpaduueckoit paboThl;
3.6. bubnuoreyHo-uHPOPMAIIMOHHOE OOCTY)XMBAaHHE OCYIIECTBISETCS B COOTBETCTBHH C
mporpaMMaMd W TUTaHaMHd  paboThl OMOMMOTEKH 00pa3oBaTeNbHON OpraHu3alud Ha OCHOBE
O610IMOTeYHO-MH(POPMAITMOHHBIX PECYPCOB.
3.7. bubnmmoreka obecrieYnBaeTCs:

— KOMIUIEKTOBaHHEM OMOIMOTEYHO-UH(OPMALIMOHHBIX PECYPCOB;

—_— H€O6XOI[I/IMBIMI/I CJIy)KGGHLIMI/I U TOPOU3BOACTBCHHBIMHU TOMCHICHUAMU B COOTBCTCTBUH CO
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CTPYKTYpO OHMOJMOTEKM W HOpPMaTHBaMH II0 TEXHHUKE OE30MaCHOCTH SKCIUTyaTalluu
KOMIIBIOTEPOB M B COOTBETCTBHM C MOJOXCHHSAMHU CAaHUTAPHBIX MPAaBUJI W HOPMATHBOB,
00€eCTIeYNBAIOIIUMH COXPAHHOCTh KHUT;
3.8. OTBETCTBEHHOCTh 32 CHUCTEMAaTHMYHOCTh M KadyeCTBO KOMIUIEKTOBAHUS OCHOBHOro (oHIa
OMOIMOTEKH, KOMIUICKTOBaHHE ydeOHOTO (OHAa B COOTBETCTBUHU C (henepaibHBIMH IEPESUHIMU
Y4eOHHMKOB M y4eOHO-METOJMUECKUX M3AaHUH, CO3/1aHuEe HEOOXOAUMBIX YCIOBHUU ISl ACATEIBHOCTH
OMOIMOTEKH HECEeT PYKOBOIUTENh O0pa30BaTEIbHOW OpraHU3allid B COOTBETCTBHH C YCTaBOM
o0pa3oBaTeNbHON OpraHu3aluu.
3.10. Pexxum pabGoThl OMOJMOTEKH oOmpeaensercss OMOIMOoTeKapeM B COOTBETCTBHH C TMPAaBHJIAMH
BHYTPEHHETO pacropsiika 00pa30BaTeIbHOM OpraHU3aIUH.
4. Yder nocrymnjieHusi ¥ BbIObITHS JOKYMEHTOB 0u0/1M0Te4HOro onaa
4.1. Cpegenusi 0 BKJIIOYaeMbIX B OHOIMOTEYHBIH (OHI AOKYMEHTaX (UKCUPYIOTCA B KHUTE
CyMMapHoro ydera OubnmoreyHoro (ouma (riucmul cymmapHozo yuyema 6ubauomeuno2o ¢houoa,
JHCYPHAT).
4.2. JIOKyMEHTHI, MTOATOTOBJICHHBIE K MpUEMY B OMOIMOTEYHBIH (POHMA, TOABEPraroTcs NMEPBUYHON
00paboTKe ¥ MHIUBUYaTbHOMY YYETY.
4.3. InnuBUIyanbHBIM y4eT JOKYMEHTOB OCYILECTBISETCS MMyTEM IPUCBOCHUS KaXKIOMY IK3EMIUIIPY
JOKYMEHTa PETHUCTPAIMOHHOTO HOMEpa, MHOTO 3HaKa B KAdeCTBE PETUCTPAIIMOHHOTO HOMepa
(cucTeMHOTO HOMEpa KOMITBIOTEPHOM MPOrpaMMBbl, IITPUX-KOAA U APYTrux). HAWBHyaIbHBI HOMEP
3aKperuisieTcsl 3a JIOKyMEHTOM Ha BCEe BpeMs ero HaxoxIeHus B (oHzne OuOIMOTEKH.
Peructpammonnsle HOMepa HCKIIOYEHHBIX U3 (OHIa JOKYMEHTOB HE MPHCBAMBAIOTCS BHOBB
MPUHSATHIM JIOKYMEHTAM.
4.4. PeructpallnOHHBIE HOMEpPA MPOCTABIISAIOTCS HEMOCPEICTBEHHO HA JIOKYMEHTAaX M OTPAKAIOTCS B
perucTpe MHAUBUYaIbHOTO yUeTa JOKYMEHTOB, IPUHATOM B OUOIHOTEKE.
4.5. JlokyMeHTHl, BKJIO4aeMble B (oHJ OubIuMoTeku, Mmapkupyworcs. [Ipu 3ToM Moryt ObITh
WCIIOJIb30BAaHbI IITEMIICIIA, KHIKHBIC 3HAKW, WHIWBHIyaJIbHBIC IITPUXOBBIC KOMBI, JPYTHE BHUIBI
MapKHPOBKH.
4.6. Ha noxymeHTax, SIBISIOIIMXCS MPHJIOKEHHEM K OCHOBHOMY HOCHTEIIO M €r0 HEOTheMIIEMOM
YaCThIO, POCTABIIAIOTCS T€ Ke PEKBU3UTHI, YUTO U HA OCHOBHOM JIOKYMEHTE.
4.7. JlokyMeHTHI BBIOBIBAIOT W3 OMOIMOTEYHOTO (DOHIA B CBSI3M C (DU3UYECKOW yTpaToOl WIH
YaCTUYHOW JIMOO TIOMHOM yTPaTOM MOTPEOUTETHCKUX CBOMCTB. BhiObIBaromme JTOKYMEHTHI
UCKJTIOYAIOTCS U3 OMOIMOTeYHOro (POHIAa U CIIMCHIBAIOTCA.

S. IlpoBepka HAJIM4YUSA JOKYMEHTOB O0n0/1M0TE4HOr0 (poHIa



5.1. TlpoBepka Hamuuusi JOKYMEHTOB OumOimoredHoro ¢oHma (mamee — mpoBepka (oHma)
MIPOU3BOIUTCS B 0053aTEIIHHOM TOPSIIIKE:

— MY BBISBICHUH (DAKTOB XHIIECHHUS, 3JI0YIIOTPEOIICHHS] I TTOPYX JJOKYMEHTOB;

— B Clly4ae CTUXUHHOTO O€NCTBHS, MOXKapa WiIH IPYTUX YPE3BbIYAHHBIX CUTyaIluii, BEI3BAHHBIX

IKCTPEMAIILHBIMH YCIIOBUSIMU;

— MpU pEOpraHU3alNK WU JIMKBUIAIIUA OUOIMOTEKH.
5.2. Ilpu BeISBICHUH B TIPOIECCEe TPOBEPKU (OHJIA OTCYTCTBYIOIIMX JOKYMEHTOB U HEBO3MOKHOCTH
YCTAaHOBJICHUS BUHOBHBIX JIUI] YOBITKM [0 HEIOCTayaM CIIHCHIBAIOTCS B COOTBETCTBUU C
JEHCTBYIONTUM 3aKOHOIaTEILCTBOM.
6. le1onpoun3BoacTreo
6.1. Opraam3anus pabOTHl ¢ JOKyMEHTaMHU IO y4eTy OuOamoredHoro (hoHma OCYMIECTBISICTCS IO
MIpaBWJIaM BEJICHUS JICJIOMPOU3BOJICTBA.
6.2. B Oubnuoteke BeAyTCs U XpaHITCS:

— PETUCTPHI HHAUBHIyaTLHOTO M CyMMapHOTO y4eTa JOKYMEHTOB OMOIMOTEYHOTO (QOH IA:

— PETUCTpalMOHHBIC KHUTH,

— WHBCHTapHbBIC KHUTH;

— KHHWTY CYMMapHOT'O y4eTa;

— YYeTHBIN KaTajor;

— aKThI O CIUCAaHUH UCKITIOYEHHBIX 00BEKTOB OMbIuoTeyHoro GoHaa;

— yYEeTHBIC JJOKYMEHTHI, TOATBEPIKIAIOIINE IMOCTYIICHHE JOKYMEHTOB B OMOIMOTEYHBIN (OH]T

(HaKJIagHBIE, aKTHI O TIPUEME, aKThl CIAYU-TIPUEMKH );

— aKThI O pe3yJIbTaTax MPOBEACHUSI MPOBEPKH HAJTMUNS JOKYMEHTOB OMOINOTEUHOrO POHA.



