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1. Oomue mojaokeHus

1.1. Hacrosmiee mojokeHue perjaMeHTUpyeT aesTenbHocTh oubdnuoteku ['bOY «Cpennss
mkosa Ne 4 ropojickoro okpyra Mapuymosby» (1anee — o0pa3oBaTesibHasi OpraHu3aIms).

1.2. Hacrosmee mnosoxxkeHHe pa3paboTaHo B cOOTBeTCTBUHM ¢ DenepaibHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «OO6 ob6pazoBanuu B Poccuiickoii ®Deneparuny, MNPUKa30M
Muskynstypsl oT 08.10.2012 Ne 1077 «O6 ytBepxkaenuu Ilopsiaka ydera JOKYMEHTOB,
BXO/SIIMX B COCTaB OuOIMOTEeYHOro (oHIa» ¢ ydeToM mHucbMa MuHOOpa3oBaHHUS OT
23.03.2004  Ne  14-51-70/13 «O  IlpumepHOM  TIOJNIOKEHMHM O  OHONIHMOTEKE
o01eo6pazoBaTeIbHOTO yupexacHus», Metonuueckux pexkomenaanuii ®I'BHY «HIIb um.
K.JA. Yumnackoro» ot 31.05.2017, pekomenaanuiit Munkynbstypsl ot 12.09.2017 mo pabote
OMOIMOTEK C JIOKyMEHTaMH, BKJIIOYECHHBIMH B ()eJCpaIbHBId CIIHCOK 3KCTPEMHUCTCKUX
MaTepHAaJIOB.

1.3. bubnuoreka sABIsIETCS CTPYKTYPHBIM IMOJpa3/ieieHueM 00pa30oBaTeIbHON OpraHU3allyy,
CO3/IaHHBIM B IIEJAX OOECHedeHus IpaBa YYaCTHHUKOB 00pa3oBaTEIbHOIO IIpoliecca Ha
OecIIaTHOE MOJIb30BaHNE OUOINOTEYHO-UH(OPMAIIMOHHBIMH PECYPCaMHU.

1.4. Tlopsiiok MOJNB30BaHUS MCTOYHMKAMHM HHGOpMAalMH, MepeueHb OCHOBHBIX YCIyTI W
YCJIOBUSL UX MPEIOCTABJICHUS OIPEEISIIOTCS HACTOALIUMM IOJIOKEHHEM O OuOIHoTeKe U
IIPaBUJIAMH T10JIb30BaHMsI OUOINOTEKOH, YTBEpKICHHBIMU PYKOBOAUTEIEM 00pa30BaTeIbHOM
OpraHu3aIiy.

1.5. Opranusanust oOCIyKHUBaHUS yYaCTHUKOB 00pa30BaTENIbHOTO IpoLecca IPOU3BOAUTCS B
COOTBETCTBUM C IPAaBUIAMHM TEXHUKH O€30IACHOCTH U TNPOTUBOINOXKAPHBIMM, CaHUTAPHO-
TUTUCHHUYCCKNUMU TpC6OBaHI/I$[MI/I.

2. Henu, 3agaun, pyHKIuH OUOIHOTEKH

2.1. Ilenu 6UOIMOTEKN COOTBETCTBYIOT IIEJIsIM 00pa30BaTeIbHON OpraHu3alyy 1 BKIOYAIOT B
cebs B ToM yucie: GOopMHpPOBaHHUE OOIICH KYJIbTYpPhl JUYHOCTH OOYYaIOIIMXCS Ha OCHOBE
YCBOCHUS COJICPYKAHUS OCHOBHBIX 001e00pa30BaTEIbHBIX MIPOrPaMM, HX aIaNTalus K KH3HA
B OOIECTBE, CO3/aHME OCHOBBI JUIsi OCO3HAHHOTO BBIOOpa M TOCIEAYIOIIEr0 OCBOCHHS
npodecCHOHANTBHBIX ~ 00pa30BaTeIbHBIX NPOTrPaMM, BOCHHTAaHHE TI'PaKTaHCTBEHHOCTH,
TPYAOIIO0Us, YBaXKECHHUS K TpaBaM U CBOOOJIaM YellOBEKa, JIFOOBU K OKPYIKArOIIEH MPHUPO/IE,
Ponune, cembe, popmupoBanue 370poBoro odpasa KU3HU.



2.2. 3agauamu 6uOIMOTEKH 00pa30BATENbHOM OpraHU3aluy SIBISIOTCS:

obecrieueHMe YydyaCTHHKaM 0O0pa30BaTeIbHOrO Iporecca — oO0yyaromumcs,

NEearOTHYeCKUM  pabOTHUKAM, pOJMTENSIM  (3aKOHHBIM  HPEICTABHUTEIISIM)

oOyuaromuxcs (anee — MOJNB30BATENsIM) — JIOCTyIa K WH(OpMALMH, 3HAHHUSIM,

UesIM, KyJbTYPHBIM LEHHOCTSIM IOCPEICTBOM HCIIONb30BaHUS OUOIHMOTEUHO-

MH(POPMALIMOHHBIX peCcypcoB 00pa30BaTEIbHON OpraHu3aluH;

e BOCIHTAHUE KYJIbTYPHOT'O U IPAKAAHCKOTO CAMOCO3HAHUS, TIOMOLIb B COLIMATIU3aLIUN
00yuaronierocs, pa3BUTUH €ro TBOPUECKOro MOTEHIMANa,

e TMpHBICYCHHE OOYYAOIUXCA K  CHCTEMAaTHYECKOMY  YTCHHIO  y4eOHOH,
XYZ0KECTBEHHON, HAYYHO-TIOIYJIIPHOM JINTEPaTypBhl;

e COJEHCTBHE Pa3BUTHUIO [IO3HABATEIbHBIX UHTEPECOB U CIIOCOOHOCTEN 00yUaroINXCs;

e (opMupoBaHUE HABBIKOB HE3aBUCHUMOI'0 OMOIMOTEYHOIO I0JIb30BaTENs], O0yUeHHe
TIOUCKY, OTOOPY M KPUTHUYECKOH OIIeHKe WH(POPMAIIHH,

e CO/EUCTBHE IMEAArorMYeckuM pabOTHHKAM B MOJ0OpEe HayYHO-METOAUYECKOH
JTUTEPATYpPhl, UHPOPMUPOBAHUE O HOBBIX MOCTYIUICHUSX B OMOIUOTECUHBINA (DOHT;

e COBEPUICHCTBOBAHUE MPENOCTABIISIEMbIX OMOIMOTEKOM YCIyr Ha OCHOBE BHEJIPEHHUS

HOBBIX HH(OPMALIMOHHBIX TEXHOJOTUH M KOMIIbIOTEpU3aluu OUOIMOTEHHO-

MH(POPMALMOHHBIX IIPOIIEcCOB, GOpMHUPOBaHNE KOMGPOPTHOI OMOINOTEUHOM CPEIbI.

2.3. bubnuroTteka BBITIONHSACT CASAYIOIIHE PYHKITUH:

2.3.1. ®opmupyer ¢oHa OHOIMOTECUHO-MHPOPMAIIMOHHBIX PECYpPCOB 00pa30BaTEIHLHOM
OpraHH3aIuy:

e KOMIUIGKTYET OCHOBHOW (DOHJ Y4YCOHBIMH, XYJIO)KECTBCHHBIMU, HAYYHBIMH,
CIPaBOYHBIMH, ITE€ArOTHYECKUMHU M HAYYHO-TIOMY/ISIPHBIMU JIOKYMEHTaMH;

e yYaCTBYeT B KOMIUICKTOBAaHHMH CICIIHMATHM3UPOBAHHOTO (POH/IAa yUeOHUKAMHU M3 YUCIIa
BXOJSIIUX B (heiepaibHbIi epeYeHb YUeOHUKOB, AOMYIICHHBIX K HCITOJb30BaHHIO
NpU peaju3aiuyd UMEKIIUX TOCYJapCTBCHHYIO aKKPEIUTAIMI0 00pa30BaTEIbHBIX
mporpaMM  Ha4ajbHOTO OOIIETO, OCHOBHOTO OOIIETO, CpEeAHEro OOIIero
oOpa3oBaHusi, U yY4eOHBIMU MMOCOOUSMH, MOMYIICHHBIMU K HCIIOJIB30BAHHUIO TPHU
peanu3aniy yKa3aHHbIX 00pa30BaTeNIbHBIX MPOTPaMM;

e aKKyMyJIupyeT (GOHI JJOKyMEHTOB, CO3/IaBacMbIX B 00pa30BaTEeIbHON OpraHH3aIUN
(mybnukammii W paboOT TMemaroroB 00pa30BaTENLHONW OpPraHM3alUH, JIYUIIHX
Hay4YHBIX Pa0dOT 1 peepaToB yUauuxcs 1 1p.);

e OCYHIICCTBJISIET pa3MEIIeHHEe, OPTaHU3AIHIO U COXPAHHOCTh JOKYMEHTOB,

e OpraHu3yeT U BEJCT CIPaBOYHO-OMOMUOrpaduyeckuil —ammapar: KaTajlord
(andaBuTHBIN, CHCTEMATHYECKHUI), KapToTeKH (CHCTEMATHYECKYI0 KapTOTEKY
cTaTtei, TeMaTUYEeCKHE KapTOTEKM), DJICKTPOHHBIM KaTajor, 0a3bl JaHHBIX I10
npod o 00pa30BaTENILHON OPTaHU3aIUH.

2.3.2. OcymiecTBisieT nuddepeHmpoBaHHOE OnOIMOTEYHO-NH(DOPMAITMOHHOE
o0cITy>)KuBaHHE 00YYaOLIHXCS:

e TpenocTaBisieT HHPOPMAIIMOHHBIE PECYPCHI HA PA3TUYHBIX HOCUTENISX;

e OpraHu3zyer OOy4YeHHE HABbIKaM HE3aBUCUMOTO OUOIMOTEYHOTO TMOJIb30BATENS U
notpeburens uHGOPMAIINU, CONCUCTBYET HHTETPAIIMHA KOMILIEKCA 3HAHHM, YMEHUIN
Y HABBIKOB PabOTHI C KHUTOW U WH(OpMaIIHEi;



e OKa3blBacT HMH()OPMAIMOHHYIO TOJCPKKY B PEIICHUH 3ajad, BO3HUKAIOIIUX B
mpoiiecce  yueOHOM, camMoOoOpa3oBaTENbHOW M JIOCYTOBOM  JEATEIHbHOCTH
oOy4aromuxcs;

e OpraHW3yeT MAacCOBBIE MEPOIPHATHS, OPUEHTHPOBAHHBIC HA pPa3BHTHE OOWIEH U
YUTATEILCKOW KYJIBTYPBI JINYHOCTH;

e COJCHCTBYET TNEJIarorHYecKUM paOOTHUKAM B OpraHU3alHud 00pa30BaTECIIEHOTO
mporecca 1 J0cyra 00y4Jaronmxcs.

2.3.3. OcymecTBisieT nuddepeHIInpOBaHHOE OMOIMOTEYHO-NH(DOPMAITMOHHOE
00CITy)KUBaHUE TIEIarOTUICCKUX PAOOTHHKOB:

e BBIABJIAECT HHPOPMALIMOHHBIE TOTPEOHOCTH U YOBIETBOPSIET 3alIPOCHI, CBSI3aHHBIE C
00y4yeHueM, BOCITUTAHUEM 00YUaIOIINuXCS,

e CcoOfEHCTBYeT MNpo(hecCHOHANBbHOW  KOMIIETEHIIMM  TIeJIaroroB,  IMOBBIIICHUIO
KBaJM(UKAIUY, TPOBEICHUIO aTTeCTallUY,

e OCYHICCTBIISICT TeKylee WHpopMmupoBanue (IHU HHPOPMAIUH, 0030pPbI HOBBIX
MOCTYIIJICHUH U ITyOJIHKALIHiA);

e CIOCOOCTBYET TMPOBEACHUIO 3aHATUH TO (HOPMUPOBAHHIO HH()OPMAITMOHHON
KyJbTYpbI O0yUaronmxcs, ABiseTcss 6a30i 11 MPOBEICHUS TPAKTUUECKUX 3aHATUI
1o pabore ¢ UHHOPMAIIMOHHBIMH PECYPCaMHU.

2.34. OcyuecTBisieT g epeHIrpOBaHHOE O6u6IMoTeYHO-MH(POPMAITHOHHOE
o0cITy)KUBaHUE pOoaUTEINeH (3aKOHHBIX TPEICTABUTEIICH) 00yYatOINXC sl

e YJIOBJIETBOPSET 3aMPOCH MOJIB30BaTENIe U HHPOPMHUPYET O HOBBIX MOCTYIUVICHUSIX B
OnOIMOTEKY;

e KOHCYJBTHUPYET IO BOMNPOCAM OpraHU3allMd CEMEMHOTO YTEHUS, 3HAKOMHUT C
uHpOopMalel o BOCIIUTAHUIO JIETEH;

e KOHCYJBTHPYET IO BOIIPOCAM YUEOHBIX W3TaHUM I 00yUJaOIIUXCS.

3. Opranusanus JAesiTeJIbHOCTH OHOJIHOTEKH

3.1. OOmee pyKOBOACTBO JESATEIBHOCTHIO OMOIMOTEKH OCYIIECTBISIET PYKOBOJUTEND
00pa3oBaTeIbHON OpraHU3alHH.

3.2. HemocpenctBeHHOE  PYKOBOJCTBO  OHMOJHMOTEKON  OCYIIECTBISECT  3aBEAYIOITHI
OMOIMOTEKOMH, KOTOPBII Ha3HAYAETCSl PYKOBOJAUTEIEM 00pa30BaTeIbHON OpraHU3aIHH.

3.3. 3aBenyromuuii OMOIMOTEKON HECET OTBETCTBEHHOCTh B Mpeesiax CBOCH KOMIETCHIIUU 32
OpraHMU3aIHI0 U Pe3yNbTaThl J1eATEIbHOCTH OUOINOTEKH.

3.4. 3aemyrommii OMOMMOTEKOW pa3pabaTblBa€T H  TPEACTABISAET PYKOBOIUTEIIO
00pa30BaTe/IbHONM OpraHU3alMK HA YTBEPXKIEHUE CIIeTyIOINe TOKYMEHTHI:

e TIOJIOXKEHHUE O OMOIMOTEKE, MPaBUIIA MOJIL30BaHUs OMOINOTEKOM;
e TIOJIOKEHHE O MJIATHBIX YCIyrax OMOINMOTEKH;

e INNIAHOBO-OTYCTHYIO JOKYMCHTAIHIO.

3.5. B cocraB OMOIHOTEKHA BXOIUT:



e a0OHEMEHT;

e YUTAJILHEBINA 341,

e OTAEN y4eOHUKOB,;

e oTnen uHpopMaoHHO-Onbmorpaduyeckoit padboTsI,

e (GOHI M CHEUHUATU3UPOBAHHBIN 3al PabOTHl C MYyJIbTUMEIUHHBIMA U CETEBBIMU
JIOKyMCHTaMU,;

e MeauaTeKa.

3.6. bubnuoreuyHo-uHPpOpPMAIIMOHHOE OOCITYKHBaHHE OCYIIECTBISETCS B COOTBETCTBHH C
IUIaHaMH paboThl OMOINOTEKH U PEKUMOM pabOThl 00pa30BaTEIbHON OPraHU3ALH.

3.7. bubnuoTteka BIIpaBe NMPEJOCTABIATH IJIATHbIE OMOIMOTEUYHO-WH(POPMALIMOHHBIE YCIYTH,
nepedeHb KOTOPBIX ONPEeNIIeTCsS yCTaBOM 00pa30BaTeIbHON OPraHU3aIUH.

3.8. Pexxum paboThI OMOIMOTEKH ONIPEIEIIAETCS 3aBeIYIOMNUM OMOINOTEKOM ¢ YUETOM peKIMa
paboTbl 0Opa3oBarenbHOM opranu3zanuu. OKH pa3 B MeCALl IPeyCMaTPUBAETCS] CAHUTAPHBII
JICHb, B KOTOPBIN 00CITy’)KHBAaHHE MOJIb30BATEIICH HE IPOU3BOTUTCH.

4. Yder nocTynjieHus: U BbIOBITHS JOKYMEHTOB 0u0/1MoTedHOro gonaa
4.1. Tlpuem nOKyMEHTOB B (POH]] OMOIHOTEKH BKITIOYACT CIEAYIONIUE OTICPAITHH:

e CBEpKa IMOCTYIJICHMHA C MEPBUYHBIM YYETHBIM JOKYMEHTOM (HakKiIajaHas, aKT),
BKJTIOYAOIIUM CITUCOK ITOCTYIHBIINX JOKYMEHTOB;

e COCTaBJICHHE TMEPBUYHOIO YYETHOTO JIOKyMEHTa JJs TOCTyIuleHH#H  0e3
COIIPOBOJIUTENILHOW JJOKYMCHTAIIH;

e pEerucTpamnusi NOCTYNHUBIIUX JOKYMEHTOB B PETHCTpPax CyMMAapHOTO, TPYIIOBOTO U
unauBuayanpaoro yuera (I'OCT 7.0.93-2015 «bubanoreunsiii Gpoua. TexHoIOTHsS
bopMHUpOBaHUSY).

4.2. Tlpu mMOMOTHEHUH OCHOBHOTO OHONMOTEYHOro (OHIA HEOOXOAMMO COOIIOAATh
TpeboBanuss denepanpHoro 3akoHa oT 25.07.2002 Ne 114-®3 «O mnpoTuBOACHCTBUU
JOKCTPEMUCTCKOM JIEATEIILHOCT». JlOKyMEHTBI, BKIIOYEHHbIE B DenepanbHblil CIUCOK
AKCTPEMHUCTCKHUX MaTepuaioB (mamee — ®COM), omyOIHMKOBaHHBIA Ha O(QUIIHATIEHOM CalTe
Mumnrocra  (http://minjust.ru/ru/extremist-materials), npuoOperars 3ampemnieHo, mpu
BBISIBJICHUH UX B (POHJIE — U3BIMATh U3 JIOCTYyIIA.

4.3. Ydet u 00paboTka JOKyMEHTOB OMOIHMOTEYHOTO (OHIA.

4.3.1. Yuet u 00paboTKa JOKyMEHTOB OCHOBHOTO (JOHA OCYIIECTBISICTCS WHANBHIYaTIbHBIM
cnocoboM. CBeleHMS O TOCTYNUBIIMX TI€YATHBIX JIOKyMEHTax BHocATcs B «Kuury
CYMMapHOTO y4eTa JOKyMEHTOB OCHOBHOTO (hOH[a».

[locTynuBmKMM JOKYMEHTAM HPUCBAWBAIOT WHIAUBUAYAJIbHBIA PErUCTPALMOHHBIM HOMEp
(MHBeHTapHBII HOMEp WM MHOW 3HAK, MPUHATHI B Ka4eCTBE PETHCTPAIIMOHHOTO HOMEpa,
CHCTEMHBII HOMEP JUIs DJICKTPOHHBIX JOKYMEHTOB) M (P XpaHCHUS.

Perucrpanmonnsile HOMepa M MH(PB OTMEYAIOT B PErHCTPax WHAMBUIYAJIbHOTO yueTa
JIOKYMEHTOB — UHBEHTApHON KHHIe, KapTOTEKe PErucTpaliy ra3er, ’KypHalloB, yYeTHON Oa3e
JTaHHBIX.



Bcee sk3eMIunsipsl NpUHATBIX HM3AaHUM mTeMmnenoroTcd. llltemnens ¢ HauMeHOBaHUEM
00pa30BaTesIbHOM OpraHu3aluy 10JKEH ObITh MPSIMOYTOJIBHOM (pOopMBI, pazMepoM He Oouiblie
gem 1,5 X 4 cm.

[ITemrens CTaBUTCS Ha 000POTE TUTYJIHLHOTO JHcTa (MPH OTCYTCTBUH TUTYJIBHOTO JIUCTA —
Ha MIEPBO CTpaHMIIE TEKCTA O] 3arjiaBueM), Ha 17-# cTpaHuIle 101 TEKCTOM B JIEBOM HHYKHEM
yIay U Ha 000poTe Kaxkaoro npuioxeHus. Ha Opomrtopax u KypHajgax HITEMIIENIb CTaBUTCA
TOJIBKO Ha O0JIOXkKKE WJIM Ha IEPBOM CTPAHULE TEKCTA.

CocTtaB ocHOBHOTO (poHAAa PUKCUPYETCS B KAPTOYHOM ali(DaBUTHOM KATaJIOTEe, B AIEKTPOHHOMN
0Oase maHHBIX OMOJIMOTEKU.

4.3.2. Yuer m o0OpaboTka crnenuanm3upoBaHHOro Qouma. Crenuanu3upoBaHHBIA (HOHI
YUUTBIBACTCS U XPAHUTCS OTAEIBHO OT OCHOBHOT'O OMOIHOTEUHOro (hOH A,

VY4yer JOKyMEHTOB CIHEIMAIU3UPOBAHHOIO (POHIA, KaK MHOTO3K3EMIUIIPHON JUTEepaTyphl,
OCYIIECTBIISIETCS PYIIIOBBIM CIIOCOOOM U oTpakaercs B «KHUTre cyMMapHOro yyeTta y4eOHOTo
($oHIa» U B KAPTOTEKE PErHCTPALMOHHBIX KapTOYEK.

Ha xakmoe HanMeHOBaHHE JJOKYMEHTOB CIIECIHATM3UPOBAHHOTO (DOH/IA 3aBOAMUTCS OTCIIbHAS
ydeTHast kaprouka. Kaprouku c¢ OuOnmmorpauuecKkuMm OINMUCAHMEM HU3IaHUN Y4eOHHUKOB
pacCTaBISIOTCS B YUETHYIO KAPTOTEKY 10 KIaccaM, a BHYTPH KIIacCOB — 110 alaBHUTy HaMIITHiA
aBTOpPOB WM 3aryiaBuil. J[ms KOHTpONS 3a COXPAaHHOCTHIO YYETHBIX KapTOYeK OHHU
peructpupyrotcs B «JKypHane perucrpanuy y4eTHBIX KapTOUeK YIEOHHKOBY.

Texnuyeckas 00pab0OTKa JOKYMEHTOB IIPEeIyCMaTPUBAET CIIEIYIOIINE ONepallnu:

e TIPOCTABJICHWE HA KaXJIOM JOKYMEHTE IITEeMITe]Is OMOJIMOTEKH B COOTBETCTBHH C
myHKTOM 4.3.1 HACTOAIIETO MOJIOKEHUS,

e YCTAaHOBIJIEHHE CPEJCTB 3alUTHI OT yTPaThl (MArHUTHBIA AATYMK, PATHOUYMII, HHON
BUJI MAPKHUPOBKH);

e W3TOTOBJICHWE W TPHKPEIUICHHE K JOKYMEHTY TIacmopra ydeOHmKa. [lacmopt
y4eOHUKa MPHUKJICHBACTCS HA TMOCIEAHEH CTpaHWIle ydeOHUKA. 3aroHSeTCS MPU
BBIJIaY€ YHUTATEIIO.

Y4er crienuanu3upoBaHHOro (poHIa mpeycMaTpUBaeT OTPAKECHHIE €r0 COCTaBa B CITPABOYHO-
o6ubnuorpaduueckom anmnapare OMOIMOTEKH, B TOM UUCIIE B SJICKTPOHHOM 0a3e JaHHBIX.

4.4, BpIObITHE TOKYMEHTOB OMOJIMOTEYHOrO (hOH/IA.

4.4.1. TlpuuuHkl, MO KOTOPHIM JTOKYMEHT MOKET OBITh BBIBEJICH M3 COCTaBa OMOIMOTEUHOTO
¢doHIa, BKIOYAIOT B TOM YHCIE BETXOCTh, NE(PEKTHOCTH, yCTAPEIOCTh IO COJEPIKAHUIO,
yrpaty. HckitoueHue AOKyMeHTa W3 OMOIMOTeYHOro (oHJIa MPOBOAMTCS HA OCHOBAHHUHU
aHaJM3a cocTaBa OMOIMOTEYHOTO (POH/IA M PE3YIIBTATOB €TO MPOBEPKH.

4.4.2. Tlon BEeTXOCThIO JIOKyMEHTa IMOHHMMAIOT pE3yJIbTAaT E€CTECTBEHHOI'O CTApPEHUS WIIN
(U3MUECKOro U3HOCA TOKYMEHTA.

4.43. Tlom nedeKTHOCTHIO JOKYMEHTA ITOHHUMAOT YAaCTUYHYIO WM TIOJHYI yTpaTy
JKCIUTyaTallMOHHBIX KAU€CTB IOKYMEHTA B PE3yJIbTaTe BHEIIHETO BO3/ICUCTBHUS.



4.4.4. Tlon ycTapenocThi0 MO COJEPKAHUI0 MOHMMAIOT TMOTEPI0 aKTyalbHOCTH TEMATUKH,
MOATBEP)KIAEMYI0  OTCYTCTBHEM  CIIpoca  YHUTaTeneidl,  HEeBOCTPeOOBAaHHOCTHIO B
nepepacnpeiesieHuu U peain3aliu.

4.4.5. Tlon yTpaToii TOKyMEHTa IIOHUMAOT €TI0 OTCYTCTBHE B (OH 1€ OMOINOTEKH 110 MPUIHMHAM
MOTEPH, XUIICHHUS, OCCTBUIA CTUXUIHOIO, TEXHOT€HHOrO (B TOM YHCIIC XaKEPCKOW aTaku M
HEBOCCTAHOBUMOT'O COOsI 3JICKTPOHHOTO O0OpPYIOBAaHHUS) WM COIMAIBLHOIO XapakTepa, IO
HEYCTaHOBJICHHOW IPUYMHE.

4.4.6. Tlpouecc HCKIIOYEHHs TOKYMEHTOB M3 (oHAAa OMOIMOTEKH OCYIIECTBISETCS B
cootBeTcTBUH C [lopsakoM ydera JOKyMEHTOB, BXOJIIINX B cOCTaB OuOmmoTeyHoro (¢oHxa,
YTBEP)KICHHBIM Mprka3zoM MunkynsTypsl oT 08.10.2012 Ne 1077.

4.47. BbIObITHE JOKYMEHTOB OWONHMOTEYHOTO (OHOA MPOM3BOAMUTCS B pe3yjbTare HX
CIIMCaHUS KOMUCCHUEH, CO3TaHHOM PYKOBOAUTEIEM 00pa30BaTEILHON OpraHU3allnH.

4.4.8. YTunuzanusi CIIMCAHHBIX JIOKYMEHTOB OWOJMOTEYHOTO (OoHAA TPOU3BOAUTCS B
COOTBETCTBHUU C 3aKOHOAATENbCTBOM PO.

5. [IpoBepka 10KYMeHTOB OMOJIHOTEYHOT0 (pOHIA

5.1. [InanoBas mpoBepKa JTOKYMEHTOB OMOIHOTEUHOTO (hOH/Ia TPOBOIUTCS C TIEPHOTUIHOCTHIO
OJIMH pa3 B MATh JIET HA OCHOBAaHWU TpaduKa MPOBEPKH, YTBEPKICHHOIO 3aBEAYIOLIUM
OMOJIMOTEKOMH.

5.2. BHemraHoBas TIpoBepKa JIOKYMEHTOB OHOIMOTEYHOro (OHIAa TIPOU3ZBOAUTCS B
00513aTeTLHOM TOPSIJIKE:

e IIpH BBISABJICHUM (DAKTOB XUILEHUS, 3I0YNOTPEOICHUS WK IOPYU JOKYMEHTOB,;

e B Clly4ae CTUXMHHOro O€ACTBHS, MOXKapa WK APYTUX YPE3BBIYAWHBIX CHUTYalMH,
BBI3BaHHBIX IKCTPEMAJIbHBIMU yCIIOBUSIMU,

e IpU PEOPraHU3aLNU WIH JUKBUJAUN 00pa30BaTeIbHON OpraHu3aliy.

5.3. Ilpomepka ¢oHIa HA MNpeAMET HATUYHS B HEM JOKYMCHTOB, BKJIIOYCHHBIX B
OCOM, npoBoauTCS:

e TIIPH MOCTYIUICHHH HOBBIX JIOKYMEHTOB B (DOHJI;
e cuctematuuecku (He peke OJHOTO pa3a B Tpu Mecsia) mytem cBepku ®COM co
CIIpaBOYHO-OMOMorpaduaeckuM arnmapaToM GpoHa OUOIMOTEKH.

5.4. [1o nToram npoBEepPKH 3aBeAYIOIINI OMOTNOTEKOM COCTABIISET aKT, MOMUCHIBACT U XPAHUT
ero B OMOIMOTEKEe B TEYCHHE CPOKA, YCTAHOBJIEHHOTO HOMEHKIJIATypo# aen. Eciam kakue-To
JOKYMEHTBI OTCYTCTBYIOT IO HEYCTAaHOBJICHHOW NpPUYMHE, TO K aKTy NPUKIAJIbIBACTCS HX
CIIUCOK, B KOTOPOM (PHKCUPYIOTCS CBEACHHS O KOJIUYECTBE JOKYMEHTOB OHOIHOTEYHOTO
¢boHIa B HAIMYMM M KOJMUYECTBE OTCYTCTBYIOUIMX JOKYMEHTOB, B TOM YHUCJE IO
HEYCTaHOBJICHHOM IpU4YMHE. B aKkTe Takyke yKasbIBalOTCs HOMEDP M JaTa aKkTa Ipeablayllen
MIPOBEPKH.



IIpu BbISIBIEHMM B TMpolLecce MpoBepkd (OHAA OTCYTCTBYIOUIMX JOKYMEHTOB H
HEBO3MO)XHOCTH YCTaHOBJIEHUSI BUHOBHBIX JIMIl YOBITKM IO HEJOCTadaM CIIMCHIBAIOTCS B
COOTBETCTBHUHM C JEHCTBYIOIINUM 3aKOHOAATEIBCTBOM.

5.5. lns mpoBepku OubOnmoreyHoro (oHga oOpa3oBaTEIBHOM OpraHU3AIMH Ha MPEAMET
HAJIW4YUs B HEM JIOKYMEHTOB, BKIOUeHHBIX B PCOM, B 00pa3oBaTenbHOW OpraHu3aluu
coznmaeTcst cnenuanbHas Komuccust mo cBepke OubOnmoreynoro ¢onma ¢ denepanbHbM
CIIUCKOM  3KCTPEMHUCTCKHX MATEPUAJIOB, BBISABICHUIO, W3BATHIO W  YHUUYTOKCHHIO
IKCTPEMUCTCKUX MaTepuanoB (manee — Kommccuss 1Mo mpoBepke 3IKCTPEMHUCTCKUX
MaTEepPHAJIOB), KOTOPasi CHCTEMAaTHYeCKH (HE peXe OJHOro pa3a B TPH MECSIa) OCYIICCTBISAET
POBEPKY OMOIMOTEYHOTO (hOHIa 00PA30BATEIIBHOM OPraHU3aIK Ha IPEAMET HAJTMYUS B HEM
JNOKYMEHTOB, BKIoueHHbIXx B ®OCOM, nyrem cBepku DOCOM co cnpaBo4yHO-
oubmorpadudeckuM armapaTom GoHa.

[Ipu BBIABICHWM AOKyMeHTa, BKIrOYeHHOTo B ®COM, Ha 3Tame KOMILIEKTOBaHHS (poHIa
YKa3aHHBIA JOKYMEHT HE TOJIC)KUT BKIIOUECHHUIO B OMOIMOTEUHBIH (OHJ 00pa3oBaTeIbHOMN
OpraHu3aIuy.

B cnydae BesiBIeHus qokymeHTa, BKIoueHHOTO B @COM m yxke Haxopsmerocs B (oHme
Ooubnmmorekn 00pa3oBaTENbHON OpraHU3aINK, JOKYMEHT HMCKIIOYaeTCs U3 OUOIHOTEUYHOTO
(dhoHIa ¥ TOJJICKUT YHUUTOKEHHUIO.

6. [opsinok MoIb30BaHUS OMOINOTEKOMH

6.1. 3anuch 00yJarOIUXCS 00pa30BaTEIFHON OpPraHU3aUK B OMOIMOTEKY MPOU3BOIUTCS TIO
CIIMCOYHOMY COCTaBy KJacca B HHAMBUAYATbHOM TMOPSIKE, IMEJarOTHYeCKUX W HMHBIX
pabOTHHKOB 00pa30BaTEIbHON OpraHU3aIM|, POIUTENCH (MHBIX 3aKOHHBIX MPEJACTABUTENICH)
oOydJaronmxcs — 1o nacnopry. Ilepeperucrpanms nonp3oBarenell ONOIMOTEKN TPOU3BOIUTCS
€KETOJTHO.

6.2. JIoOKyMeHTOM, TOATBEPKAAIOIIMM TIPABO IIOJIb30BAHHUS OWOIMOTEKOM, SBISETCS
yuTaTteabcKuil hopmyisap. Uutarensckuid hopMysip GUKCUPYET JaTy BbIIAYH MMOJIH30BATEIIO
JOKYMEHTOB U3 (oH1a OMOIMOTEKH U UX BO3BpAIlEHUs B OMOINOTEKY.

6.3. I[Topsiiok 1moJIb30BaHUsT A00OHEMEHTOM:

6.3.1. TTosnp30BaTENM UMEIOT MPABO MOJYYHUTH Ha JIOM M3 MHOTOTOMHBIX M3/aHUI He Oojee
IBYX JOKYMEHTOB OJTHOBPEMEHHO.

6.3.2. MakcuMasbHbIE CPOKH MOJIH30BaHUS JIOKYMEHTAMM:
e y4eOHMKH, yueOHbIE TOCOOUS — yueOHBIN IO,
e HayyHO-TIOIyJISipHAs, O3HABaTeNbHAsl, Xy/10’)KECTBEHHAs JIUTEpAaTypa — OJIUH MECHL,

e TICPUOJUYCCKUC U3NAHUA, U3AAHUA ITOBBIIICHHOI'O CIIpoca — 15 I[Hefl.

6.3.3. Tlonp3oBaTennn MOTYT MPOJUIHTH CPOK TOJIB30BAHUS JOKYMEHTAMH, €CIH Ha HHX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTUX T0JIb30BATENICH.

6.4. HOprI[OK ITIOJIb30BaHUA YU TAJIbHBIM 3aJIOM.



6.4.1. JlokyMeHTHI, MpeHa3HAYCHHBIE 1151 pa0OThHI B YUTAILHOM 3aJ€, Ha IOM HE BBIAAIOTCS.

6.4.2. DHIMKJIONEINH, CIPABOYHHMKH, PEIKHE, IEHHbIE M HMCIONIMECS B €IMHCTBEHHOM
IK3EMILIAPE TOKYMEHTBHI BBIIAIOTCS TOJIBKO It paOOTHI B UUTATHHOM 3aJi€.

6.5. [Topsiiok paboThI C KOMITBIOTEPOM, PACIIONOKEHHBIM B OMOIHOTEKE.

6.5.1. Pabota ¢ KOMIIBIOTEPOM YYaCTHHUKOB OOpa30BaTEIBHOIO IMPOLECcCca NMPOU3BOAMUTCS IO
rpaduKy, yTBEP)KICHHOMY PYKOBOJIUTENIEM 00pa30BaTEIbHOM OPraHU3aIiH, U B IPUCYTCTBUH
COTpYJIHUKA OMOTUOTEKH.

6.5.2. Pa3pemnaercsa paborta 3a 0JTHUM MEPCOHATBHBIM KOMITBIOTEPOM HE 0oJiee IBYX YeTIOBEK
OJIHOBPEMEHHO.

6.5.3. ITonp30BaTens UMeET MpaBo paboTaTh C COOCTBEHHBIM HOCUTENIEM MH(POPMALIUHU TIOCIIe
NpeIBApUTEIFHOTO TECTUPOBAHUS €r0 PaOOTHUKOM OUOIHOTEKH.

6.5.4. Ilo Bcem BompocaMm moucka HWHGOPMAIMKM B HMHTEPHETE IOJIH30BATEIb JOJIKEH
oOpamarbess K pabOTHUKY OMOIMOTEKH; 3amperaeTcs oOpalleHHe K pecypcaM HHTEpHETa,
HPEATOJIaraloIinuM OIUIaTy.

6.5.5. Pabota ¢ KOMITBIOTEPOM MPOU3BOJIUTCS COTJIACHO YTBEPXKICHHBIM CaHHTapHO-
TUTUEHUYECKUM TPEOOBAHUSM.

7. IIpaBa u 00s13aHHOCTH OMOIUOTEKH
7.1. PaGoTHHKY OMOJIMOTEKH UMEIOT TIPABO.

e CaMOCTOSITENIbHO BBIOMpaTh (OPMBI, CpPEICTBA W METOJIBI  OWOIMOTEYHO-
WHGOPMALIMOHHOTO  OOCIYXHBaHHsSI 00pa30BaTENIbHOTO U BOCIHUTATEILHOTO
NPOIIECCOB B COOTBETCTBHM C IENISIMH M 3aladyaMH, YKa3aHHBIMH B YCTaBe
00pa3oBaTeIbHON OpTaHU3aINY U TIOJIOKEHUU 0 ONOINOTEKE;

e TPOBOJUTH B YCTAHOBJICHHOM MOpsAKe (haKyIbTaTUBHBIE 3aHATUS, YPOKU U KPYKKHU
6uboTeyHo-6ubIMorpaduyecknx 3HaHUN U UH(POPMAITMOHHOHN KYJIBTYPHI,

e OIpeaensaTh HCTOYHUKH KOMILJIEKTOBaHUS MH(POPMAIIMOHHBIX PECYPCOB;

e W3BIMATh U PEATH30BBIBATH IOKYMEHTHI U3 ()OHJIOB B COOTBETCTBHH C MHCTPYKITUEH
o yuety oubnaunoreunoro (GoHma,

e YYacTBOBATb B YIPaBICHHMH OOpa30BaTeIbHOW OpraHU3alUU B  TOPAJIKE,

OTIpE/IeNIIEMOM YCTaBOM,

Y4acTBOBAaTh B COOTBETCTBHH C 3aKOHOJATENLCTBOM P® B pabore OMOIMOTEUHBIX

acCcoIlMalUi UK COIO30B.

7.2. PaGoTHUKN OMOIHOTEK OOSI3aHBbL;

e o00ecne4ynuTh IMOJIb30BATEISIM BO3MOXKHOCTH pabOThl ¢ MHGOPMALMOHHBIMU
pecypcamu OUOIHOTEKY,;

o HMH(MOPMUPOBATH MOIB30BATENCH O BUJAX NMPEIOCTABIIEMBIX ONOIMOTEKOH yCIyT;

e OCYUICCTBJIATH IUIAHOBbIE M BHEIUIAHOBBIE MPOBEPKM OHOIMOTEYHOro (oHAA,
pPEeryJIIpHO OCYIIECTBIIATH MPOBEPKY Oubamoreuynoro ¢oHma o0pa3oBaTeIbHON
OpraHu3allui Ha IpeAMET HaJIM4Ks B HEM JOKYMEHTOB, BKIIFOUeHHBIX B DCOM;



o0ecrnevynTh Hay4YHYI0 OpraHu3aiuio GOHIOB U KaTaJoroB,;

¢bopmupoBath (GOHIBI B COOTBETCTBUM C YTBEPXACHHBIMHU (henepasbHbIMU
MEepPeyHsIMU yueOHBIX M3JaHUN, OCHOBHBIMH O0Opa3oBaTeIbHBIMU MPOrpaMMaMu
00pa3oBaTeNIbHONW OpraHU3alMK, UHTEPECaMH, MOTPEOHOCTIMU M 3alpOCaMH BCEX
KaTEroOpUii MOJIb30BaTEIIEH;

COBEPIICHCTBOBATh  MH(POPMAIMOHHO-OMOHorpaduaeckoe W OMOJIMOTEUHOE
o0cmy>KuBaHUE TIOJB30BATEINCH;

oOecrieunBaTh COXPAHHOCTh HCTIOJNB30BAHMS HOCUTENEH HHPOpMANUH, HX
CHUCTEMATHU3aIMIO, PA3MEILIEHUE U XPAHEHHUE,;

obOecrieunBaTh peKUM pabOTHI B COOTBETCTBHH C MTOTPEOHOCTSIMU TIOJIH30BATENICH U
paboToif 00pazoBaTENBHON OPTaHU3AIINH;

OTUYUTHIBATHCSA B YCTAHOBIICHHOM IOPSAKE Mepe]] PYKOBOIUTETIEM 00pa30BaTEIbHON
OpraHu3aIuy.

8. IlpaBa n 0013aHHOCTH NOJIb30BaTe el OMOIHOTEeKH

8.1. ITonmb3oBaTenn OUOIMOTEKH UMEIOT MPaBO:

nmoy4yaTh  TMONHYH  uH(poOpManmui o0 coctaBe OuOmmoreyHoro  (oHna,
UH(POPMALMOHHBIX pecypcax U MpeloCTaBIIeMbIX OMOIMOTEKOH yCIIyrax;
MOJIB30BATHCS CIPABOYHO-OUOIMOTrpadUIeCKUM armmapaToM OMOINOTEKH;

MOJy4yaTh KOHCYJIBTAllMOHHYIO TIOMOILIb B TIOMCKE U BBIOOpE HMCTOYHHUKOB
uHpopmanuu,

MOJTy4YaTh BO BPEMEHHOE M0JIb30BaHUE Ha a00OHEMEHTE U B UNTAJILHOM 3aJie IeUaTHbIE
U3JIaHKs, ayJMOBU3yalIbHBIC JJOKYMEHTHI U IPYTHe UCTOYHUKHA UH(OPMAIINY;
MPO/AJIEBATh CPOK MOJIB30BAHUS JOKYMEHTaAMH;

MoJTy4aTh TEMaTHYECKHE, (paKkTorpaguieckue, yTouHsomume u oundmmorpadudeckue
CHpaBKU Ha OCHOBE (hoHa OUOIHOTEKH;

MOJTy4YaTh KOHCYJIbTAIIHOHHYIO TIOMOIIb B paboTe ¢ MHpOpMaIUei Mpy M0Ib30BaHUU
AIIEKTPOHHBIM M UHBIM 000PYAOBaHUEM;

Y4acTBOBATh B MEPOIPHUATHUSX, IPOBOJUMBIX OHOIHOTEKOH.

8.2. [Tonp3oBarenu OMOIMOTEKU O0SI3aHbL:

co0Jro1aTh MpaBuiia MOJIb30BaHUS OMOIMOTEKOM;

OCpEe)KHO OTHOCUTHCS K TMPOU3BEIACHHSM TMedyatu (HE BBIPHIBATh, HE 3aru0aTh
CTpaHHII, HE JC/IaTh B KHUTAX MOJYEPKUBAHMI, TOMETOK), HHBIM JOKYMEHTaM Ha
pa3IMYHBIX HOCUTENSAX, 000PYAOBaHUIO, HHBEHTAPIO;

MOJJICPKUBATh  MOPSIOK  PAacCTAaHOBKH JOKYMEHTOB B OTKPBITOM  JOCTYIIE
OMOTMOTEKH, PACTIONIOKEHHUS KapPTOUCK B KATAJIOTax M KapTOTeKax;

MOJIb30BAThCSl IIEHHBIMH W CIPABOYHBIMU JOKYMEHTaMH TOJBKO B TIOMEIICHUH
OHOINOTEKY;

yOemuThCs TpU TOJyYEHUH JOKYMEHTOB B OTCYTCTBHH J€(EKTOB, a Ipu
oOHapyxeHuUH  mnpouHdopmupoBaTh 00 dSTOM  pabOTHHKA  OUOIHOTEKH.
OTBETCTBEHHOCTHh 3a OOHaApy)KeHHBbIE Ie(PEKThl B CHaBa€MBIX JOKYMEHTaX HECeT
HOCJIeJHUN MOJIL30BaTEb,

paCIHCHIBATECS B YUTATEILCKOM (DOpMyIIsipe 3a KaKABIH TONYYEeHHBIH JOKYMEHT
(ucxsrouenue: odyuaromrecs 1-4-x KIaccoB);

BO3BpAIaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAaHOBJICHHBIC CPOKH,



e 3aMEHATh JOKyMEHTHl OWMONMOTEKH B CIy4ae WX YTpaThl WM TOPYA WM
PaBHOIIEHHBIMH JIMOO KOMIICHCHPOBaTh ymiepd B pa3Mepe, YCTaHOBICHHOM
IpaBUIAMHU NOJIb30BAHUS OUOINOTEKOMH;

e TIOJIHOCTBIO PACCUUTATHCS C OMOIMOTEKOW IO WCTEYCHHWH CpPOKa OOYYCHHUS WIH
paboThl B 00111€00pa30BaTENFHOM YUPEKICHUH.



