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cpeaHeii o0meo0pa3oBarebHOM mKogae Ne 106

1. O0mme moJ10KeHu A

1.1. Hacrosiiee mosioxeHue periiaMeHTUpyeT AesTeNbHOCTh Oubmuoreku MbOY
COIII Ne 106 (mamee — oOpa3oBaTenbHAs OpraHU3AIINS).

1.2. Hacrosimiee mnonoxkeHue pa3pabOTaHO B COOTBETCTBUU C DenepanbHbIM
3aKOHOM OT 29.12.2012 Ne 273-®3 «O06 o6pazoBanuu B Poccuiickoii denepannny,
npuka3zoM MuHkyibTypsl 0T 08.10.2012 Ne 1077 «OO0 yTBepxaenuu [lopsnka yuera
JIOKYMEHTOB, BXOJSIIMX B COCTaB OWOIMOTEYHOTO (OHIA» C Y4YETOM MHChMa
Muno6pazoBanusi ot 23.03.2004 Ne 14-51-70/13 «O IlpuMepHOM MOJOXKEHUU O
oubmuoTexe 00111e00pa30BaTeNIbHOTO YUPEKIACHUS, Metoanueckux
pekomenpaiuii  ®I'BHY  «HIIbB wum. K.JI. VYmwmackoro» ot 31.05.2017,
pekomenganuii  Munkynetypsl ot 12.09.2017 mno pabGore OuOAMOTEK C
JIOKyMEHTaMH, BKJIIOYEHHBIMH B  (elepaibHBIi  CIHUCOK  IKCTPEMHUCTCKHUX
MaTepuasnoB.

1.3. bubnnoreka sBISETCS CTPYKTYPHBIM IMOJpasfeiieHueM o0Opa3oBaTeIbLHON
OpraHW3allid, CO3JaHHBIM B IEJAX oOOecleueHus TMpaBa  yYaCTHHKOB
oOpa3oBaTeIBLHOIO TIpollecca Ha OecrulaTHOE TMOJib30BaHHWE OHOIMOTEYHO-
UH(OPMAITMOHHBIMU PECYPCAMHU.

1.4. Tlopsimox mNONB30BaHUS MCTOYHHKAMHU HH(POpPMAIMM, MEpPEeueHb OCHOBHBIX
YCIYT Y YCJIOBUS UX NMPEAOCTABICHUs ONPEIEIAIOTCS HACTOSAIIMM IOJIOKEHUEM O
OuONMMoTeKe W TMpaBWIAMHU TOJb30BaHUS OMOJMOTEKOM, YTBEP>KIECHHBIMU
PYKOBOAMTENEM 00pa30BaTEIbHON OpraHU3aIiHy.

1.5. Opranuszauus oOCITy)XMBaHUS YYaCTHHUKOB OOpa30BaTENBHOIO Mpolecca
IPOU3BOJMTCS B COOTBETCTBHUM C TpaBWJIaMU TEXHHUKU O€30MACHOCTH U
IPOTUBONOKAPHBIMH, CAHUTAPHO-TUTHEHUYECKUMHU TPEOOBAHUSIMHU.



2. lean, 3apa4yu, yHKUMH ONOJIUOTEKH

2.1. llenn 6uUOIMOTEKH COOTBETCTBYIOT IIEJSIM O0Opa30BaTEIbHOM OpraHU3aAlUU U
BKJIIOYAIOT B ceOst B TOM uyucie: (GopMUpOBaHHE OOUIEH KyJIbTYphl JMYHOCTH
oOyJaronmxcs Ha OCHOBE YCBOECHHUS COJICpKaHUS OCHOBHBIX
0011e00pa3oBaTeIbHBIX IPOrpaMM, UX aJaNTalus K KU3HU B O0IIECTBE, CO3JaHUE
OCHOBBI 111 0CO3HAHHOTO BHIOOPA M OCIIEAYIOIIETO OCBOCHUS IPO(GECCHOHATBHBIX
00pa30BaTEeNbHBIX MPOTPaMM, BOCIUTAHUE TPAKTAHCTBEHHOCTH, TPYIOJIIOOUS,
yB@XEHHUS K IpaBaM MU CBOOOJAM dYeloBeKa, JIIOOBH K OKpYXKaloUleil MpHupoje,
Poaune, cembe, popmMupoBaHue 310pOBOro o0pasa Ku3HH.

2.2. 3amayamu OMOIMOTEKH 00pPa30BATENBLHON OpraHU3aluy SABIISIOTCS:

. obOecrnieueHre ydacTHUKaM 00pa3oBaTEIBLHOIO Mpolecca — 00ydarouuMces,
MEJarornueckuM  pabOTHUKAM, POJUTENSIM (3aKOHHBIM — IPECTaBUTEISIM)
oOy4yaronuxcs (fgajnee — MoJab30BaTENsIM) — JOCTyINa K MH(OpMALUK, 3HAHUSAM,
UAesIM, KyJIbTYPHBIM LEHHOCTAM IIOCPEJICTBOM HCIIOJIb30BAHUSA OUOIMOTEUHO-
MH(POPMAILMOHHBIX PECYPCOB 00pa30BaTEIbHON OPraHU3alluH;

. BOCIIMTAHUE KYJIBTYPHOTO M TPa)KIAHCKOTO CaMOCO3HAaHHs, MOMOLIb B
coLMaIn3auu 00y4aronerocs, pa3BUTUU €ro TBOPUYECKOTO MOTEHIINANA,;

. IPUBJICYCHUE OOYyYarOIMXCSd K CHUCTEMaTHUYECKOMY UTEHHUIO Y4YeOHOH,
XyA0KECTBEHHOW, HAYYHO-TIONMYJIAPHOU JIUTEPATYPHI;

. COJCHCTBUE pPAa3BUTUIO IO3HABATEJIbHBIX HHTEPECOB U CHOCOOHOCTEN
oOyyJarommxcs;

. (GbopMHpOBaHWE HABBIKOB HE3aBUCHUMOIO OHMOJMOTEYHOTO MOJIb30BATENS,
oOy4eHure MOUCKy, 0TOOPY U KPUTHUECKOHM OlleHKe MH(OpMalIUH;

. COJICHCTBHE TEAAroruyeckuM pabOTHMKaM B  MOJ0OpE  Hay4HO-

METOJMYCCKOU JUTEPaTyphl, WH(OOPMUPOBAHWE O HOBBIX TMOCTYIICHUSAX B
OoubmMoTeuHbIit HOHT;
. COBEPILIEHCTBOBAHUE MPEJOCTABISIEMBIX OMOIMOTEKON YCIyr Ha OCHOBE
BHEJIPEHUS HOBBIX HMH(GOPMAIMOHHBIX TEXHOJIOTHI W KOMIIBIOTEPHU3ALUU
OubMMOTEeYHO-MH(POPMAIIMOHHBIX  TPOIECCOB, (opMHUpOBaHHE KOMGPOPTHOMN
OMOIMOTEUHOM CpeIbl.

2.3. bubnuoTteka BBIOIHAET CAEAYIONUUE (PYHKITUH:

2.3.1. ®opmupyer  doHm  OHOIMOTEYHO-UH(MOPMAITMOHHBIX  PECYPCOB
o0pa3oBaTeIbHON OpraHu3auu:

. KOMILJIEKTYET OCHOBHOU (DOH[T yueOHBIMH, XyA0’KECTBEHHBIMHU, HAYUYHbBIMH,
CIIPaBOYHBIMU, IEAATOTUYECKUMU U HAYYHO-TIOMYJIIPHBIMUA TOKYMEHTAMU;
. Y4acTBYET B KOMILJIEKTOBAaHUM CHELMAIU3UPOBAHHOTO (pOHAAa yueOHUKaMU

W3 4YuCia BXOJAIIUX B (peaepasibHBIM TepedeHb YYeOHUKOB, MOMYIICHHBIX K
MCIIOJIb30BAHUIO TPU PeaTu3alii UMEIOIINX TOCY/IapCTBEHHYIO aKKpPEIUTAIINIO
o0pazoBaTeIbHBIX MPOrpaMM HavyaJIbHOT'O OOIIEr0, OCHOBHOTO O0IIIET0, CPETHETO



obOmero oOpa3oBaHus, W Y4YeOHBIMH TIOCOOMSIMH, JIOMYNIEHHBIMH K
MCIIOJIb30BAaHUIO IIPU PEANIN3ALNN YKa3aHHBIX 00pa30BaTeNIbHBIX IPOrpaMM;

. aKKyMyJnupyeT (OHJ JOKYMEHTOB, CO3/1aBa€MbIX B OOpa3oBaTeNIbHOM
opranusanuu (myonukanuii 1 paboT negaroroB 00pa3zoBaTeNIbHON OpraHu3aluy,
JTYYIIUX HAYYHBIX paboT U pedepaToB yyalmxcs 1 JIp.);

. OCYILECTBIISIET pa3MEILEHUE, OPTaHU3ALUIO U COXPAHHOCTb JOKYMEHTOB;

. OpraHu3yeT U BEAET CIPaBOYHO-OMONIMOrpaduyecKuil ammapar: KaTajioru
(anmpaBUTHBIN, CUCTEMATHUYECKUN), KApTOTEKH (CHCTEMATHUECKYI0 KapTOTEKY
cTaTel, TeMaTHYEeCKHE KapTOTEKH), DJIEKTPOHHBIM KaTanor, 0a3bl JaHHBIX IO
npo¢uiaro oOpa3zoBaTeIbHON OpraHU3aluu.

2.3.2. OcymectBiusieT auddepeHIupoBaHHOe OUOINOTEUHO-UHDOPMAITMOHHOE
oOcy’KHBaHUE O0yYarOIMINXCA:

. MpenoCTaBisieT HH()OPMAIMOHHBIE PECYPCHI HA PA3IMYHBIX HOCUTEIISX;

. opraHu3yer oOy4YeHHWE  HaBbIKaM  HE3aBHUCUMOTO  OMOJMOTEUYHOIO
M0JIB30BATEINSI U OTPeOUTENS MH(OPMAIH, COJIEUCTBYET MHTETPALIMH KOMIUIEKCa
3HAHWI, YMEHUI U HABBIKOB PabOThI C KHUTOW U MH(pOpMaIuei;

. OKa3blBaeT HMH(POPMALMOHHYIO MOJAEPKKY B  pEUIeHUWH  3ajad,
BO3HUKAIOIIMX B IMpolecce y4eOHOU, camooOpa3oBaTEIbHON W JOCYTrOBOM
JESTEIIbHOCTH 00Y4aroIINXCs;

. OpPraHu3yeT MacCOBBbIE MEPONPUATHUS, OPUEHTUPOBAHHBICE HA pPAa3BUTHE
oOIIIel U YUTATEeTHCKON KYJIbTYPhI IMYHOCTH;
. COZIEUCTBYET [E€1arOTUYECKUM paboTHHUKaM B Opra”u3aluu

00pa3oBaTeIbLHOTO MPOLEcca U A0CyTra 00yHaroIuXCsl.

2.3.3. OcymectBusier auddepeHurupoBaHHOe OUOIMOTEYHO-UHDOPMAIIMOHHOE
oOCTy>KMBaHHE MEIarornyecKux pabOTHUKOB:

. BBISBJISIET MH(GOPMALMOHHBIE MOTPEOHOCTH M YJOBJIETBOPSIET 3aIlpOCHI,
CBsI3aHHBIE C 00yUEHUEM, BOCTTUTAHUEM O0YYaIOIINXCS,

. coJeiCcTBYeT MpOo(eCCHOHATBHOM KOMIIETEHIIMH I€aroroB, MOBBIIICHUIO
KBaJTM(DUKAIMH, TIPOBEJCHUIO aTTECTAIUH,

. OCYUIECTBJISIET Tekyllee MHGOpMHpoBaHUE (IHU WHGOpPMAIUHU, 0030pbI
HOBBIX MOCTYIIJIEHUH U MyOJIUKaIIHii);

. CIIOCOOCTBYET POBEICHUIO 3aHITHI IO POPMUPOBAHUIO HHPOPMALIMOHHON

KyJIbTYphl OOyYarOIIMXCS, SBISICTCS 0a30d IS MPOBEACHUS MPAKTHYECKHUX
3aHITHH 10 paboTe ¢ HGOPMAITMOHHBIMU PECYPCAMMU.

2.3.4. OcymectBusier nuddepeHupoBaHHoe OUOINOTEUHO-UHDOPMAITMOHHOE
oOcCy)KMBaHUE poANTEINeH (3aKOHHBIX MPEJCTaBUTENICH ) 00yJarOmUXCs:

. yIOBJIETBOPSIET 3allpoChl TIOJb30BaTeNied W HMHDOPMHPYET O HOBBIX
MOCTYIUICHUSIX B OMOJIMOTEKY;
. KOHCYJIBTHPYET IO BOIPOCaM OpraHU3aI[ui CEMEHHOTO YTCHHU S, 3HAKOMHUT C

uHpopMalei Mo BOCIUTAHUIO JIETEH;



. KOHCYJIbTUPYET MO BOIPOCAM YUEOHBIX U3JaHUM AJI 00y4aIOIUXCSl.
3. Opranu3anus aeATeJJbHOCTH OMOJIHOTEKHU

3.1. OOmee pyKOBOACTBO JEATCIHLHOCTBIO  OMOJMOTEKH  OCYIICCTBIISET
PYKOBOJIUTENIb 00Pa30BaTEIIbHOM OPraHU3aIUH.

3.2. HenocpenctBeHHOE PYKOBOJCTBO OMOIMOTEKONW OCYIIECTBISET 3aBEIYIOIIHIMA
OMOMMOTEeKOM, KOTOPBIM  Ha3HAYaeTCs  PYKOBOJAUTENEM  0Opa3oBaTeIbHOM
OpraHU3alUu.

3.3. 3aBeayromuii OMOJIMOTEKOM HECET OTBETCTBEHHOCTh B INPENENaX CBOEH
KOMIIETEHIIMU 32 OPTraHU3alUI0 U Pe3ybTaThl 1€ATEIbHOCTH OUOINOTEKN.

3.4. 3aBenytouuii OMOTUOTEKOM pa3pabaThIBACT U MPEACTABIISET PYKOBOIAUTEIIO
00pa30BaTeIbHON OPraHU3aluy Ha YTBEPKIACHUE CIECTYIONIUE TOKYMEHTHI:

TT0JIOJKEHHE 0 OMOJIMOTEKE;
npaBuia MOJb30BaHMS OUOIMOTEKOM;
IJIAHOBO-OTYETHYIO TOKYMEHTALHIO.

3.5. B coctaB OMOIUOTEKH BXOIUT;

. a0OHEMCHT;

. YUTAIbHBIN 3aJI;

. oT/Ie]1 y4eOHUKOB;

. otnen HHPOpMAIIMOHHO-O0uOIorpadudecKoit padoThl;

. GboHI W CHeNuaIu3UpPOBAHHBIM 3al PabOTHl ¢ MYJIBTUMEIUNHBIMH U
CETEeBBIMH JIOKYMECHTAMU;

. MeIhaTeKa.

3.6. bubnamoreyno-mHPpOpMAIIMOHHOE  OOCITY)KMBAaHHWE  OCYIIECTBISETCS B
COOTBETCTBUM C TIUIAaHAMH  pabOTbl OMONMOTEKM U  PEKUMOM  pabOTHhI
oOpa3oBaTeIbHON OpraHU3alliH.

3.7. Pexxum paboThl OMOIMOTEKHU OMpeNesieTcsl 3aBeAyIOIUM OUOIHOTEKON C
YU4ETOM pexuMa paboThl oOpa3zoBaTesbHON opraHuzauuu. OQuH pa3 B Mecsll
PEeIyCMaTPUBACTCSA CAHUTAPHBIN JIEHb, B KOTOPBIA 00CITYKUBaHUE MTOJIH30BATEICH
HE IIPOU3BOINTCS.

4. YueT nocTyiieHus U BHIOBITHA TOKYMEHTOB O0M0JIMOTEYHOr0 (poHaa
4.1. [Ipuem 10KyMeHTOB B (POH]T OMOIMOTEKH BKIIOYAET CIAEAYIOIINE ONepaliu:

. CBEpKa MOCTYIUICHUN C MEPBUYHBIM YUETHBIM JIOKYMEHTOM (HakJajHas,
aKT), BKJIFOUAIOIIHUM CIHCOK MOCTYMHUBIINX JOKYMEHTOB;



. COCTABJICHHE NEPBUYHOIO YYETHOIO JOKYMEHTa i1 NOCTYIJIEHUWH Oe3
COMPOBOAUTENILHOMN TOKYMEHTAIINH;

. perucTpanusi MOCTYMUBIIUX JIOKYMEHTOB B PETHCTpax CyMMapHOro,
rpynnoBoro u uHauBuayainbHoro ydera (I'OCT 7.0.93-2015 «bubnuoreuynsiii
donn. Texnomorust GopMUPOBAHU ).

4.2. Ilpu MONOIHEHUH OCHOBHOTO OHOIMOTEYHOTO (POHAa HEOOXOIUMO COOITIOIaTh
TpeboBanms DeaepanbHoro 3aKkoHa OT 25.07.2002 Ne 114-D3 «O mpoTruBOaeHCTBAN
DKCTPEMHUCTCKOU JeATENbHOCTHY. [lOKyMeHThI, BKItoueHHble B DenepanbHbIN
CIIUCOK IKCTPEMHUCTCKHX MatepuaiioB (mamee — ®COM), omyOnMKOBaHHBIN Ha
opunmansHoM  caiite  Muntocta  (http://minjust.ru/ru/extremist-materials),
nprUoOpeTaTh 3alpEIICHO, IPU BBISBICHUH UX B (DOHJE — U3bIMATh U3 JIOCTYIIA.

4.3. Yuer u 00paboTka TOKyMEHTOB OMOJIMOTEUHOTO (POH IA.

4.3.1. Yuer u 00paboTKa JOKYMEHTOB OCHOBHOIO (JOH/Ia OCYLIECTBISETCS
VHAMBUIYAJIbHBIM clIOcOOOM. CBeA€HMsI O MOCTYNMBIIKX MEYATHBIX JTOKYMEHTAX
BHOCSTCS B «KHUTY CyMMapHOTO y4eTa JOKYMEHTOB OCHOBHOTO (DOHIAY.

[TocTynuBmmm JOKyMEHTaM MIPUCBAUBAIOT WHUBUYJIbHBIN
pPErucTpallMOHHBIA HOMEp (MHBEHTAPHBIM HOMEpP WJIM WHOM 3HAK, MPUHATHIA B
KAueCTBE PETUCTPALMOHHOIO HOMEpAa, CUCTEMHBIM HOMEpP I 3JIEKTPOHHBIX
JIOKYMEHTOB) U MIU(P XpaHEHUS.

Perucrpanmonnsie Homepa W wmHU(PBl  OTMEYAIOT B  pPErucTpax
WHIUBUIYAIBHOIO y4YeTa JOKYMEHTOB — WHBEHTApHOW KHHUIE, KapTOTEKE
pPErucTpaluy ra3eT, )KypHaIoB, yYeTHON 0a3e JaHHBIX.

Bce osk3eMIusipel NpUHATBIX H3AaHui mremnentororcsa. Llremmens ¢
HAaMMEHOBaHHUEM OOpa30BaTENIbHON OpraHU3alMU JOJDKEH OBITh MPSIMOYTOJIbHON
dbopmbl, pazmepom He Oolibiiie, yeM 1,5 X 4 cMm.

[lItemnens crtaBuUTCS HAa OOOPOTE THUTYJIBHOTO JHMCTA (MPU OTCYTCTBUU
TUTYJIBHOTO JINCTA — Ha MEPBOM CTpaHUIE TEKCTa IMOJ 3arjiaBueM), Ha 17-i
CTpaHUIIE MOJI TEKCTOM B JIEBOM HUXKHEM YTJIy U Ha 000POTE KaXKA0T0 MPUIIOKECHUSI.
Ha Gpomnrtopax u )xypHajiax ITeMIIeIb CTABUTCS TOJIBKO Ha 00JIOKKE UK Ha TIEPBOM
CTpaHMIIE TEKCTA.

CoctaB ocHOBHOTO (poHa hUKCUPYETCS B KAPTOUHOM ali(haBUTHOM KaTajore,
B DJICKTPOHHOM 0a3e TaHHBIX OMOJIMOTEKHU.

4.3.2. Yder u o6paboTka crnenuanau3nupoBaHHoro Qgouma. Crnenuann3upoBaHHBINA
GboHA YUUTBIBACTCS U XPAHUTCS OTJEIBHO OT OCHOBHOT'O OMOJIMOTEYHOTO (POHA.

VY4er JOKyMEHTOB CIEUAIU3UPOBAHHOTO (HOHIA, KAK MHOTO3K3EMIUISIPHOM
JUTEpaTyphl, OCYIIECTBIISIETCS TPYMNIOBBIM criocoOoM M oTpaxkaercss B «Kuure
CYMMapHOTo y4era yueOHOro (oHIa» 1 B KAPTOTEKE PErHCTPAIMOHHBIX KAPTOUEK.

Ha kaxmoe HanMeHOBaHHWE JTOKYMEHTOB CIEIIMATU3UPOBAHHOTO (OHIA
3aBOJIUTCA OTJENbHas ydeTHass Kaprouka. Kaprouku c Oubnuorpaduueckum
OMKMCAHUEM U3JIaHUH YYEOHHKOB PACCTABIISIOTCS B YUETHYIO KapTOTEKY IO KIaccam,



a BHYTPH KJIacCcOB — MO aj(aBuTy (pamMuiuii aBTOPOB WK 3ariaBuid. [y KOHTpOs
32 COXPAaHHOCTBIO YYETHBIX KapTOY€K OHM perucrpupyrorcs B <«KypHane
pPErHCTpallMU YYETHBIX KapTOYEK YUEOHUKOBY.

Texauueckas 00paboOTKa TOKYMEHTOB IPEyCMaTPUBAET CJIEIYIOUTUE ONEepallUu:

o TIPOCTABJIICHHEC HA KAXKIOM JOKYMEHTE INTeMIeNss OuOIMOTEeKH B
COOTBETCTBHH C IMYHKTOM 4.3.1 HaCTOSIIETO MOJIOKCHUS;

e YCTAHOBJICHHUE CPEJICTB 3aIUTHI OT YTPaThl (MATHUTHBIN JaTYHK, PAJTHOYHMII,
WHOM BU MAapKHUPOBKH);

e WBTOTOBJIICHME W TPHKPCIUICHHE K JOKYMCHTY TMacropra ydeOHHKa.
[Tacopt y4yeOHMKa TpUKICUBAETCS Ha TOCJICAHEH CTpaHMIC yuyeOHHKA.
3anoHsAeTCS MPHU BbIIaYe YUTATEITIO.

Yder crenuanu3upoBaHHOTO (OHIA MPEeayCMaTPUBAET OTPAKEHHE €ro COCTaBa B
CIIpaBOYHO-OUOIMOrpauyeckoM anmapare OWOJIMOTeKH, B TOM YHCJIE B
AIIEKTPOHHOM 0a3e JaHHBIX.

4.4. BoiObITHE JOKYMEHTOB OUOIMOTEYHOTO (hOHAA.

4.4.1. llpuuuHbl, IO KOTOPBIM JIOKYMEHT MOXET OBITh BBIBEJICH M3 COCTaBa
oubnmoreyHoro (¢oHAa, BKIIOYAIOT B TOM YHCJIE BETXOCThb, AE(HEKTHOCTD,
yCTapesocTh MO CoAepKaHuto, yrpary. MckitoueHne qoKyMeHTa U3 OMOJIMOTEUHOTO
dboHIa MPOBOAUTCS HAa OCHOBAHMM aHajW3a COocTaBa OMOIMOTEYHOro (oHIA U
PEe3yJIbTATOB €0 MPOBEPKH.

4.4.2. ITon BETXOCTBIO TOKYMEHTA MOHUMAIOT PE3YJIBTAT €CTECTBEHHOTO CTAPEHUS
WIN (PU3MYECKOro U3HOCA JOKYMEHTA.

4.4.3. Tlon nedheKTHOCTHIO TOKYMEHTA MOHUMAIOT YaCTUYHYIO WJIH TIOJIHYIO YTPaTy
OKCILTyaTaIlMOHHBIX KAa4eCTB JOKYMEHTA B pE3yJIbTaTe BHEITHETO BO3ICHCTBHSI.

4.4.4. Tlox ycTapenoCThlO MO COJACPKAHUIO MOHUMAIOT MOTEPI0 AKTYyaJIbHOCTH
TeMaTHUKH, MOATBEPKAAEMYIO OTCYTCTBHEM crpoca yuTaTeNeu,
HEBOCTPEOOBAHHOCTHIO B MEpEpaCcCIpeIeTICHUN U peaTU3aIlHH.

4.4.5. Tlox yTpaToil JOKyMEHTa TOHUMAIOT €T0 OTCYTCTBHE B GOHAEC OMOINOTEKU TIO
MPUYUHAM TIOTEPH, XUIICHUS, OCACTBUI CTUXUIWHOTO, TEXHOTEHHOTO (B TOM UYHCIIE
XaKepPCKOW aTakh M HEBOCCTAHOBUMOTO COOSI 3JIEKTPOHHOTO 000PYIOBAHUS) WU
COLIMAJILHOTO XapaKTepa, M0 HEYCTAaHOBICHHOW MPHUYWHE.

4.4.6. Ilpouecc uCKIIIOYEHUS JOKYMEHTOB U3 (hoHa OMOINOTEKH OCYIIECTBISETCS
B cooTBeTcTBHM C [lopsakoM ydera [OKYMEHTOB, BXONAIIUX B COCTaB

oubsmoreuynoro ¢GoHaa, YTBEPKIAECHHBIM MpUKa3oM MUHKyIbTYphl oT 08.10.2012
No 1077.



4.4.7. BpIObITHE TOKYMEHTOB OMOIMOTEUHOTO (POHIA MPOU3BOIUTCS B PE3yJIbTaTe
UX CIHCaHWs KOMHCCUEH, CO3JaHHOH pPYyKOBOOUTENEM 0Opa30BaTEIbHON
OpraHU3aIHH.

4.4.8. YTuim3anus CriMCaHHBIX JOKYMEHTOB OMOIMOTEYHOTO (POHA MPOU3BOAUTCS
B COOTBETCTBHUH C 3aKOHOJATEIHCTBOM PO.

5. IIpoBepka 10KYMeHTOB O0M0JIMOTEYHOT0 hoHIA

5.1. IlnaHoBasi mpoBepKa JIOKYMEHTOB OHUOIMOTEYHOro (oHIa MPOBOAUTCA C
NEPUOANYHOCTBIO OJIMH pa3 B IATh JIET Ha OCHOBAaHWUHU Tpaduka MPOBEPKH,
YTBEPAKACHHOT'O 3aBEYIOIIUM OMOIUOTEKOM.

5.2. BaeruianoBast mpoBepka JTOKYMEHTOB OMOIMOTEYHOTO (DOHAa MPOU3BOIUTCS B
00s13aTeIbHOM TOPSIJIKE:

. OpU  BBIABICHUH (DAKTOB XUIIEHUS, 3JIOYNOTPEOJICHUS WIM [OpYU
JIOKYMEHTOB;

. B CJIy4a€ CTHUXHUUHOIrO O€ICTBUS, IMOXapa WU JIPYTUX Ype3BbIYANHBIX
CUTyali, BBI3BAHHBIX YKCTPEMAIBHBIMH YCIIOBUSIMU;

. IPU PEOPTraHU3aluY WIH JUKBUJALMN 00pa30BaTeIbHON OpraHU3alHH.

5.3. IlpoBepka ¢oHga HA MpEeIMET HAJIWYUS B HEM JTOKYMCHTOB, BKJIIOUCHHBIX B
OCOM, npoBoauTCS:

. IIPY MIOCTYTUICHUH HOBBIX IOKYMEHTOB B (DOHI;
. CUCTEMaTHYEeCKH (HE peke OJHOTO pa3a B TPU MeECsIa) MyTeM CBEPKHU
®COM co cripaBouHO-O6HOIMOTpaduueckuM anmaparom GhoHmaa OMOIMOTEKH.

5.4. Ilo wuroramMm TIpOBEepPKH 3aBEAYIOIIUMH OHOIMOTEKONH COCTaBIIIET aKT,
NOJIMUCHIBAET M XPAaHUT €ro B OMOIMOTEKE B TEUEHHE CPOKA, YCTAHOBJIEHHOTO
HOMEHKJIaTypoll  nen. Ecaum  KakMe-TO  TOKYMEHTBI  OTCYTCTBYKOT IO
HEYCTAHOBJICHHOM MpPHUYMHE, TO K aKTy MPHUKJIAABIBAETCS UX CIUCOK, B KOTOPOM
(bUKCUpPYIOTCA CBEIEHHUS O KOJMYECTBE TOKYMEHTOB OMOnMoTeyHOro (oHna B
HAJIMYUM U KOJUYECTBE OTCYTCTBYIOIIMX JIOKYMEHTOB, B TOM YHCIIE IIO
HEYCTAaHOBJICHHOM Mpu4rHe. B akTe Takke yKa3bIBalOTCS HOMEp M JaTa akTa
IPEABIAYIIEH IPOBEPKH.

[Tpu BeIsIBJIEHUH B IIpoLiecce MpoBepKHU (OHAA OTCYTCTBYIOIIMX JOKYMEHTOB
U HEBO3MOXXHOCTH YCTAHOBJICHUSI BHHOBHBIX JIMI[ YOBITKM TIO HeaocTayam
CHUCBIBAIOTCSA B COOTBETCTBUU € ACHCTBYIOIIUM 3aKOHOAATEIBCTBOM.

5.5. ns mpoBepku OubmuoreuHoro Qonma oOpa3oBaTeIbLHON OpraHW3alMd Ha
npeaMeT HaJIMYKs B HEM JOKYMEHTOB, BKIIOUeHHbIX B DCOM, B 06pa3oBareabHON
OpraHu3aliy co3aaercs crnenuaibHas Komuccus no ceepke 6u011oTe4HOro GoHaa
c denepanabHBIM CIUCKOM 3KCTPEMHCTCKHX MaTepUasoOB, BBISBICHUIO, U3BSITUIO U
YHUUTOXEHUIO JKCTPEMUCTCKUX MarepuasioB (manmee — Komwuccus mo mpoBepke
HKCTPEMUCTCKUX MATEPHAIIOB), KOTOpasi CHCTEMATHYECKH (HE peXe OJHOro pasa B



TPH MeECSIa) OCYIIECTBISIET MPOBEPKY OMOIMOTeYHOro (oHIa 00pa3oBaTEILHON
OpraHM3aliy Ha MPEeIMET HaJWdus B HEM JIOKYMEHTOB, BKIIOYCHHBIX B DCOM,
nyteMm cBepku @COM co cripaBovHO-OnbIMorpaduuecknm anmaparoM GoHaa.

[Ipn BbIABIEHHM JOKYMEHTa, BKIoueHHoro B ®OCOM, nHa »stamne
KOMIUIEKTOBaHUA (OHJA YKa3aHHBIH JOKYMEHT HE TIOJUICKUT BKIIOUYCHHIO B
OoubmMoTeuHbId HoHT 00pa30oBaTEIbHON OpPraHU3aIIHH.

B cayuyae BbISIBIEHMS JIOKyMEHTa, BKIoueHHOro B DOCOM wu  yxe
Haxozsmerocs B GoHne OMONMOTEKH 00pa3oBaTENbHON OpraHU3alud, JOKYMEHT
UCKJII0YaeTcs U3 OMOIMOTEeYHOro PoHa U MOAJIEKUT YHUUTOKEHUIO.

6. Ilopsinok moJib30BaHUsI OUOJIHOTEKOM

6.1. 3anuce oOydarommxcss 00pa3oBaTEeIbHOM OpraHu3auud B OHOIMOTEKY
IPOU3BOAUTCS MO CHUCOYHOMY COCTaBy Kjacca B HMHIMBHUIYaJbHOM HOpPSIKE,
NEeAarorn4eckux U MHBIX pabOTHUKOB 00pa30BaTEIbHON OpraHU3alluu, POAUTENEH
(MHBIX  3aKOHHBIX  TNpeACTaBUTeNel) oOyyarolmuxcs — 1[0  [acHopTy.
[lepepeructpanust moJsib3oBarenel  OUOIMOTEKM TMPOU3BOAUTCA  €3KETOJHO.

6.2. JIOKyMEHTOM, IOATBEPKAAIOINM [IPaBO MOJIb30BaHUsl OMOIMOTEKOH, SIBIIIETCS
yuTaTeNbCKUi Qopmyisip. Uurarenbckuil (opmyisip QuUKCHpyeT AaTy BblAAud
MOJIb30BATENI0 JOKYMEHTOB H3 (oHAa OWOJIMOTEKM W HUX BO3BpalICHUS B
OMOJIMOTEKY.

6.3. [Topsaok Mob30BaHUSI A00HEMEHTOM:

6.3.1. [Tons30BaTen UMEIOT MPABO MOJYYUTH HA JOM U3 MHOTOTOMHBIX U3JaHUN HE
0oJiee TBYX JOKYMEHTOB OJHOBPEMEHHO.

6.3.2. MakcumanbHbIE CPOKU MOJIb30BAHUS JOKYMEHTAMMU:

e  Y4COHUKH, yueOHbIE TOCOOUS — YICOHBIN TOJI;

e  Hay4HO-TIOMYJISIpHAs, MO3HABATENbHAS, XY/I0)KECTBEHHAS JINTEpaTypa — OJIUH
MECSIIT;

e TEPHOIWYCCKHUE WU3IAHMS, U3IaHMS TMOBBIIIICHHOTO cripoca — 15 gHel.

6.3.3. Ilonp3oBarenu MOryT NPOJJIUTH CPOK IMOJIb30BaHUS JOKYMEHTAMU, €CJIU Ha
HUX OTCYTCTBYET CIIPOC CO CTOPOHBI JIPYTUX MOJIb30BaTEIICH.

6.4. ITopsiioK MOIL30BAHUS YUTAIBHBIM 3aJI0M.

6.4.1. JIokyMeHTBI, IpeIHa3HAYEHHbIE JJIs1 pa0OThl B YUTAIHHOM 3ajie, Ha JOM HE
BBIJIAFOTCSI.

6.4.2. DHUUKIONEIUH, CIPABOYHUKHU, PEIKUE, IIEHHbIE U HMEIOLIMECS B
€IUHCTBEHHOM JK3EMIUISIPE JTOKYMEHTBI BBIAAIOTCS TOJBKO IS pPaboOThl B
YHUTAJILHOM 3aJIe.



6.5. Ilopsimok paboOThl ¢ KOMITBIOTEPOM, PACTIOJNIOKEHHBIM B OMOIMOTEKE.

6.5.1. PabGota ¢ KOMIBIOTEPOM YYAaCTHMKOB OOpa30BaTEIBLHOTO IIpoliecca
MPOU3BOAUTCS MO TpaduKy, YTBEPKIACHHOMY PYKOBOAUTENIEM 00pa3oBaTelbHOMN
OpraHu3alliu, U B IPUCYTCTBUU COTPYIHUKA OUOIMOTEKH.

6.5.2. Pa3zpemaetcs paboTa 3a OTHIM MTEPCOHATILHBIM KOMITBIOTEPOM He 00Jiee TBYX
YeJIOBEK OJTHOBPEMEHHO.

6.5.3. Tlonw3oBaTellb HMEET IMpaBo padoTaTh ¢ COOCTBEHHBIM HOCHTEIEM
UHPOpPMAITMK  TIOCJIe  IPEIBAPUTCIILHOTO TECTUPOBAHUS €ro  paOOTHUKOM
OUOJIMOTEKH.

6.5.4. Ilo BceM BompocaM noucka MH(GOpPMaIUK B UHTEPHETE T0JIb30BaTEIb JI0HKEH
oOpamiarbcsi K paOOTHUKY OMOJMOTEKM; 3arpeniaeTcsi oOpalieHue K pecypcam
WHTEPHETA, MPEANOIaralonM OIary.

6.5.5. Pabora ¢ KOMIOBIOTEPOM MPOU3BOAMUTCS COTJIACHO YTBEPKIAECHHBIM
CAaHUTAPHO-TUTMEHUYECKUM TPEOOBAHUSIM.

7. IllpaBa 1 00s13aHHOCTH OUOJIHOTEKH
7.1. PaboTHHKYM OMOIMOTEKH UMEIOT MPABO:

. CaMOCTOSITETIbHO BBIOMpPaTh (OPMBI, CPECTBA U METOJbI OMOJIUOTEUHO-
MH()OPMAIMOHHOTO OOCITYXKMBaHHS 00pa30BATEILHOIO U  BOCIHUTATEILHOTO
IIPOLIECCOB B COOTBETCTBUM C LEISIMM M 3a/JadyaM{, yKa3aHHbIMH B YyCTaBe
o0pa3oBaTeIbHON OPraHU3aIMU U TIOJIOKEHUH O OMOINOTEKE;

. MPOBOJIUTH B YCTAHOBJICHHOM MOPsAKE (haKyTbTaTUBHBIC 3aHATHUS, YPOKU U
KPY)XXKH OMOIMOTEeYHO-OMOmMorpaduueckux 3HaHUW W WHODOpPMAIMOHHOU
KYJIBTYPBIL;

. OTIPEIENSITh ICTOYHUKHA KOMIUIEKTOBaHUS HH(POPMAIIMOHHBIX PECYPCOB;

. H3bIMaTh U PEAJIM30BBIBATH JOKYMEHTHI M3 (DOHJOB B COOTBETCTBUU C
MHCTPYKIMEHN 1o yueTy OubinoTedHoro Gpoua;

. y4acTBOBAaTh B YIIPABJIICHUH OOpa30BaTEIbHOW OpraHU3allMy B MOPSJIKE,
ONPEAEIIEMOM YCTABOM;

. y4acTBOBAaTh B COOTBETCTBHUU C 3aKOHOAATeNhCTBOM P® B pabote

ONOJIMOTEYHBIX aACCOLMAIINA WA COIO30B.
7.2. PaOoTHUKH OMOIMOTEK 00SA3aHBbI;

. 00ecCeyuTh MOJIb30BATENSIM BO3MOXKHOCTh pabOThl ¢ HH(OPMAITMOHHBIMU
pecypcaMu OMOIMOTEKH;
. MH(POPMHUPOBATH MOJIB30BATENEH O BUJAX NMPEAOCTABIEMbIX OMOIMOTEKOM

yeiyr;



. OCYIIECTBJISATh IUIAHOBHIE W BHEIJIAHOBBIE IPOBEPKH OWMOIMOTEYHOTO
dboHIa, peryJsapHO  OCYHIECTBIISATh IMPOBEPKYy  OuOimoreuyHoro  ¢oHma
o0pa3oBaTeNbHON OpraHu3alud Ha MpeAMET HaIWYMig B HEM JIOKYMEHTOB,
BKJIIOUCHHBLIX B DCOM;

. o0ecreyuTh HayYHYIO0 OpraHu3aiuio (GOHIAO0B U KaTaJloroB;

. dbopmupoBath (HOHABI B COOTBETCTBUH C YTBEPKJIECHHBIMU (efepaibHbIMU
NEepPEeUHsIMU YYEOHBIX W3/IaHHUM, OCHOBHBIMU 00pa30BaTENbHBIMU MPOrpaMMaMu
oOpa3oBaTeIbLHON OpraHu3alii, HHTEPECaMH, MOTPEOHOCTAMH U 3alPOCaMU BCEX
KaTEropuu MoJb30BaTEIICH;

. COBEPIICHCTBOBATh nHpopMaImoHHO-0nbMorpaduaeckoe u
OubIMoTeUHOE 00CITYKUBAHUE T0JIb30BATEIICH;

. oOecIieuynBaTh COXPAHHOCTh HMCIIOJIL30BaHUS HOCHUTENEH MH(pOpMAIuu, ux
CHUCTEMaTHU3AIINIO, Pa3MEIICHUE U XPAHCHHE,

. o0OecrieynBaTh pPEXKUM pabOTBI B COOTBETCTBUH C MOTPEOHOCTIMU
MOJIb30BaTENEeH U paboTOI 00pa3zoBaTEIHLHOM OpPraHu3aIlny;

. OTYUTBHIBATHCS B YCTAHOBJIEHHOM TMOPSAKE TIEepel PYKOBOJUTEIEM

o0pa3oBaTeIbHON OpraHu3aluy.
8. IIpaBa u 00s13aHHOCTH NOJIb30BaTe e OMOJIMOTEKH

8.1. ITonb3oBarenu OMOIMOTEKH UMEIOT MPABO:

. mojy4yaTh TOJNHYH HHGOpPMAIUI0 O cocTtaBe OmbiauoreyHoro ¢oHa,
WHGOPMAITMOHHBIX PECypcax U MPeAoCTaBIsIeMbIX ONOINOTEKON yCIyrax;

. M0JIb30BAThHCS CIIPABOYHO-OMOIMOTrpauuecKuM anmnapaToM OMOINOTEKH;

. MOJIy9aTh KOHCYJIBTAIMOHHYIO MTOMOIIb B TIONCKE W BHIOOPE MCTOYHUKOB
uH(popmanuu;

. MOJTy4aTh BO BPEMEHHOE MMOJIh30BaHHE Ha A0OHEMEHTE M B UNTAIBHOM 3aJjie
neJyaTHbIe W3JaHUSA, ayJuOBU3YyalIbHBIC JAOKYMEHTHI M JAPYTHE HWCTOYHHKHU
uHdopmaIuy;

. MPOJJIEBATh CPOK MOJIB30BAHUS IOKYMEHTAMU;

. noJiy4atb ~ TeMartuyeckwe,  (akTorpapuyeckue,  YTOUHSIONIME U
oubnuorpaduyeckne cripaBKu Ha OCHOBE (hoHIa OUOITMOTEKH;

. MOJIy4aTh KOHCYJBTAIIMOHHYIO TIOMOIIL B paboTe ¢ mHboOpMamuen mnpu
MOJIb30BAHUU AJICKTPOHHBIM M HHBIM 000PYI0OBAaHUEM;

. y4acTBOBaTh B MEPOIIPHUATHUSAX, IPOBOAUMBIX OMOTHOTEKOM.

8.2. I[Tonp3oBarenu OMOINOTEKH O0A3AHBI:

. COOJTI0IaTh TIPAaBUIIA TTOJIH30BAHUS OUOIMOTEKOM;

. OepeKHO OTHOCUTHCS K TIPOU3BEACHUSIM MeuaTy (HE BBIPbIBATh, HE 3arn0aTh
CTpaHMII, HE JeJIaTh B KHUTAX MOAYEPKUBAHUHN, TOMETOK), MHBIM JOKYMEHTAaM Ha
Pa3IMYHBIX HOCUTEIISX, 000PYIOBaHUIO, HHBEHTAPIO;

. MOJIICPYKUBATH TOPSIIOK PACCTAHOBKU JIOKYMEHTOB B OTKPBITOM JOCTYIIE
OMOIMOTEKHU, PACIIOIOKEHUS KApTOUEK B KaTajuorax U KapTOTeKax;
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. MOJIb30BAThCSA IIEHHBIMA W CIPABOYHBIMH JOKYMEHTaMH TOJIBKO B
IIOMEIICHUN OMOJIMOTEKH;
. yOeMUThCS MPHU MOTYYCHHH JOKYMEHTOB B OTCYTCTBUHU JE€(PEKTOB, a MpHU
oOHapyXeHUn TpouHPOpPMUPOBaTL 00 OATOM pabOTHHUKA  OMOIMOTEKH.
OTBETCTBEHHOCTD 32 OOHAPY>KEHHbIE AC(PEKTHl B CIABAEMbIX JOKYMEHTaX HECEeT
MIOCIICTHAN TI0JTb30BaTEb;

. pPacuChIBaTBECS B UYUTATEILCKOM (QOPMYJSipe 3a KaKABIA TOTYYCHHBIN
JOKYMEHT (MCKJII0UeHue: oOydaronuecs: 1-4-X KJ1accoB);

. BO3BpAIATh JOKYMEHTHI B OMOJIMOTEKY B yCTAaHOBJICHHBIE CPOKH;

. 3aMEHATh JOKYMEHTHI OMONMOTEKH B Clydae WX YTPaThl WM TOPYU UM

pPaBHOLICHHBIMH JTHOO KOMIICHCHpPOBATh YIIEpO B pa3mepe, YCTaHOBIEHHOM
MpaBUJIaMH MOJIb30BaHUs OMOJINOTEKOM;

. MOJTHOCTBIO PACCUUTATHCS ¢ OMOTMOTEKON MO UCTEUEHUH CPOKa OOYUCHHS
WM paboThl B 00111€00pa30BaTEIbBHOM YUPEKICHHH.
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