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1. O0mue moJI0KeHUs1

1.1. Hacrosiee mooxeHue periiaMeHTUPYET ACSITEIIbHOCTh ONOIMOTEKH
MAOY 3apeueHckasi Kiaccuyeckas THUMHa3us (gajiee — oOpa3oBaTeibHas
OpraHu3alIus).

1.2.  Hacrosimiee mosiokeHUe pa3pabOTaHO B COOTBETCTBUM  C
@®enepanbHbiM  3akOHOM OT 29.12.2012 Ne 273-®3 «0O06 oOpa3oBaHuH B
Poccuiickoii  ®enepauun» ¢ u3MeHeHusMu oT 4 aBrycta 2023 rona,
®enepanbHbiM 3ak0oHOM OT 29.12.94 Ne 78-®3 «O 6ubmmoreyHoM fene» ¢
m3meHenusimu ot 14.04.2023, ¢ yuerom YcraBa 001e00pa3oBaTeIbHON
opranuzanuu, PenepabHoro 3akoHa oT 25 urwons 2002 r. Ne 114-®3 «O
NPOTUBOACHCTBUHN JIKCTPEMHUCTCKOM JEATEIIBHOCTH» C H3MEHEHUSAMHU OT 28
nexabps 2022 roga, npukazom Munkynetypsl Poccuu ot 08.10.2012 Ne 1077
«O06 ytBepxkaeHun llopsnka ydera JOKYMEHTOB, BXOJSIIMX B COCTaB
oubnmoreunoro ¢oHAa» C yderoM nuchbMa MuHoOpa3zoBanus Poccum ot
23.03.2004 Neo 14-51-70/13 «O IlpuMepHOM MOJOXKEHHUH O OHUOIMOTEKE
00111€00pa30BaTEILHOTO  YUPEXKICHUSI», METOAUYECKUX  PEeKOMEH AU
OI'bHY «HIIb um. K. JI. Ymmmackoro» ot 31.05.2017.

1.3.  bubnuoreka  sBIAETCS ~ CTPYKTYPHBIM  MOJIpa3eieHUEM
o0pa3oBaTeNbHON OpraHu3alii, CO3JaHHBIM B LENAX oOOecredyeHus Mpasa
YYaCTHHUKOB 0Opa30BaTEeNbHOrO Ipoliecca Ha OecllaTHOE I0JIb30BaHUE
OMOIMOTEYHO-UH(OPMAIITMOHHBIMU PECYPCAMHU.

1.4. Tlopsimok mNOJAB30BaHUS HMCTOYHMKAMU HWH(OpMalUU, MEepeUeHb
OCHOBHBIX YCIIYI M YCJIOBHSI UX MPEIOCTABICHUS OIMPEACNIAIOTCS HACTOSUIUM
MOJIO)KEHHUEM O OuONHoTeKe W TMpaBWIAMH TOJIb30BAaHUS OMOIMOTEKOM
(ITpunoxkenrie 1 K HACTOSAIIEMY  TOJIOKEHUIO),  YTBEPKICHHBIMHU
PYKOBOAUTENEM 00pa30BaTebHON OpraHu3aluy.

1.5. Opranuzamusi 0OCITyXUBaHUS YYACTHHUKOB 0Opa30BaTEIbHOTO
npoliecca MPOU3BOAUTCS B COOTBETCTBUU C MPABUIIAMU TEXHUKH O€30M1aCHOCTHU
Y IPOTUBOIOXKAPHBIMHU, CAHUTAPHO-TUTUEHUYECKUMU TPEOOBAHUSIMH.

2. leau, 3apaun, pyHKuMU 0UOITHOTEKHU

2.1. llenu OUOMMOTEKH COOTBETCTBYIOT LEIsIM 0Opa3oBaTeIbHON
OpraHM3allid W BKIIOYAIOT B ce0s B TOM Yucie: (GOpMHUpPOBAaHHE OOIICH
KyJIbTYPhl JIMYHOCTH OOYYAIONIUXCS Ha OCHOBE YCBOCHHS OO0S3aTEIBHOTO
MUHHAMYyMa COJIEp)KaHHS 00IIe00pa30BaTEIbHBIX MPOTPAMM, MX aJanTamus K
KU3HK B OOIIECTBE, CO3JaHWE OCHOBBI JUISI OCO3HAHHOTO BBIOOpA U
MOCJICYIOIIETO OCBOCHHS TPO(PECCHOHATBLHBIX 00pa30BaTEIBHBIX ITPOTPAMM,



BOCIIUTAHUE TPAXKITAHCTBCHHOCTH, TPYAOIIOOHUS, YBOKEHHS K TIpaBaM W
cBOOOZaM uUelloBeKa, JIIOOBH K OKpyXKaromiei mnpupone, PoawHe, cembe,
(GopMupoBaHKE 310pOBOTO 00pa3a KHU3HU.

2.2. 3amauamMu 6u6IMoTEeKH 00pPa30BaTEIBHON OpraHU3aLUU SBISIOTCA:

. oOecrieueHre yJ4aCTHUKOB 00pa30BaTEIBHOTO MPOIecca JAOCTYIIOM
K uHpOpMAIMH, 3HAHUSIM, HUACSIM, KYJIbTYPHBIM IICHHOCTSM MOCPEICTBOM
MCIIOJIb30BaHUsl OMOIMOTEYHO-MH(POPMAIIMOHHBIX PECYpCcOB 00pa30BaTEIbHON
OpraHH3alny;

. MPUBJICYCHUE OOYYAIONIMXCS K CHUCTEMAaTHYeCKOMY YTCHHIO
y4eOHOM, XYI0)KECTBCHHOW, HAYYHO-TIOMYJISIPHOM JTUTEPATYPHI;

. COJNCHCTBUE  PA3BUTUIO  II03HABATEIbHBIX  HMHTEPECOB U
CIIOCOOHOCTEN 00yUarIINXCS;

. oOyueHue OCHOBam O0nbIMOoTEeUHO-OMOIMOrpaduuecKon
IPaMOTHOCTH;

. COJICCTBHE TNEAArorMuyeckuM pabOTHUKAM B MOAOOpE HAy4dHO-

METOIUYECKON JUTepaTyphbl, MH(POPMHUPOBAHHE O HOBBIX IOCTYIICHUSX B
OuOMoTeuHbIN (POHT;

. COBEPIIIEHCTBOBAHKUE MPEJOCTABISIEMBIX OMOIMOTEKOM YCIyr Ha
OCHOBE BHEJIPCHUS HOBBIX MH()OPMAIIMOHHBIX TEXHOJIOTUH u
KOMITbIOTEPU3AIUU OMOIMOTEUYHO-UH(POPMAITMOHHBIX MPOLIECCOB,

(dopmupoBaHre KOMPOPTHOU OMOIHOTEUHOM CpEbI.

2.3. bubnmnoTteka BBINOJIHAET cienyonme GyHKIHN:

2.3.1. ®opmupyer ¢ona OuOIMOTEUYHO-UHOOPMALIMOHHBIX PECYPCOB
0o0pa3oBaTeILHON OpraHU3alliN:

. KOMITJIEKTYET OCHOBHOM (DOHJ Y4YEOHBIMU, XYJ0KECTBEHHBIMH,
HAayYHBIMH, CIPABOYHBIMH, TMEJarOTHYCCKUMU U  HAYYHO-TIOMYJISIPHBIMU
JIOKyMCHTaMU;

. y4acTByeT B KOMIUICKTOBAHHM CHEIHATM3UPOBAHHOTO (OHIA
yueOHMKaMU M3 4YHCJIa BXOASIIMX B (eAepalbHblil MepeyeHb YYEeOHUKOB,
JIOMYIIEHHBIX K UCTIOJIb30BAHUIO MPU PEATU3AIMN UMEIOIINX TOCYAapCTBEHHYIO
aKKpeIUTalUI0 00pa30BaTEIbHBIX MPOrPaMM Ha4YaJIbHOTO OOIIETO0, OCHOBHOTO
obmero, cpemHero oOmero o0pa3oBaHMs, W YYCOHBIMH ITOCOOHSIMH,
JOMYIIEHHBIMU K WCIOJB30BAHMIO  TPU  peaiu3aliid  yKa3aHHBIX
00pa3oBaTeNbHbIX MPOTrpamMm;

. aKKyMYJIUPYeT dbonx JIOKyMECHTOB, CO371aBaCMbIX B
oOpa3oBaTenbHOM  opraHuzanuu  (myoaukanuii W paboOT  MeIaroros
o0pa3oBaTeNbHON OpTraHM3aIlid, JIYYIIMX HAYYHBIX paboT u pedepaToB
yJammxcs u ap.);

. OCYIIECTBJISIET pa3MEIeHWe, OpPraHu3alluid U COXPaHHOCTH
JIOKyMEHTOB;



. OpraHm3yeT W BEACT CIPaBOYHO-OMOIMOrpaduueckuii ammapar:
Katajioru (angaBUTHBIM, CHUCTEMATUYECKHI), KapTOTEKU (CHCTEMATHYECKYIO
KapTOTEKy CTaTei, TeMaTWYeCKHUEe KapTOTEKH), DJIEKTPOHHBIN Karajor, 0a3bl
JTAHHBIX 110 MPOQIITI0 00pa30BaTEIHHON OPTaHU3AIINH.

2.3.2. OcymiecTBisieT i depeHnupoBaHHOE OMOJIMOTEUHO-
nH(GOPMaLIMOHHOE O0CTYKHBaHUE 00YYaIOIIIXCS:

. NpeloCTaBIsAeT WH(MOPMALMOHHBIE PECypCchl Ha  Pa3IMYHBIX
HOCHUTEJISIX;

. opranm3yeT oOydeHHWE HaBBIKAM HE3aBUCUMOTO OHOIMOTEYHOTO

MoJIb30BaTeNIsl W MOTpeoutenss HHPOPMALUHU, COJACHCTBYET HWHTETPAIUH
KOMILJIEKCA 3HaHUI, YMEHUN U HABBIKOB PA0OTHI C KHUTOU U MH(DOpMaIueH;

. OKa3bIBaeT HMH(POPMAIMOHHYIO TMOAJEPKKY B pEIICHHH 3ajad,
BO3HUKAIOIIMX B IMpolecce y4eOHOM, camMoo0pa3oBaTebHOM M 1OCYrOBOM
JEeSATENBHOCTA 00YyYarOUXCsl;

. OpTraHU3yeT MAaCCOBBIE MEPOINPHUATHS, OPUCHTUPOBAHHBIC HA
pa3BUTHE OOIICH U YUTATEIBCKON KYJIbTYPhI TUYHOCTH;

. COJICUCTBYET TEJAaroru4eckuM pabOTHHKaM B  OpraHU3aIlH
00pa30BaTeNLHOrO MPoIIEcca U 10CYra 00yYaroUIXCs.

2.3.3. OcymiecTBiseT nuddepeHpoBaHHOE OMOJIMOTEUHO-
nH(POPMAIIMOHHOE O0CITY)KHBaHHUE MEJarOTMUYECKUX PaOOTHHUKOB:

. BBISIBIIICT WH(POPMAIMOHHBIC TOTPEOHOCTH U yIOBIETBOPSICT
3aIMpocCkl, CBsI3aHHBIEC C 00yUYEHUEM, BOCITUTAHUEM O0YJarOIINXCS;

. COJEHCTBYET MpO(ECCHOHANIBHON  KOMIETEHLIMHU  IEJaroros,
MOBBINICHUIO KBATU(UKAITUH, IPOBEJICHUIO aTTECTallNN;

. OCYIIECTBJISIET Tekyliee HHGopMHUpoBaHue (IHU WHGOOPMAIIH,
0030pbI HOBBIX MOCTYIUICHUH U MyOJIMKaIii);

. CIOCOOCTBYET TMPOBEACHUIO 3aHATHUA 10  (HOPMHUPOBAHHIO
MH(POPMAITMOHHON KYJIBTYpbl 00yUYarOIIUXCS, SABJSIETCS 0a30M Ji1 MPOBEICHUS
MPAKTUYECKUX 3aHSATUIN 110 paboTe ¢ UHPOPMAIMOHHBIMU PECYPCAMU.

2.3.4. Ocy1iecTBisieT muddepeHImpoBaHHOE OMOJIMOTEUHO-
uH(OPMAITMOHHOE OOCITYXKUBAaHUE POAUTENICH (3aKOHHBIX MPEICTABUTEIICH)
00yJaroImMXCs:

. yIIOBJIETBOPSIET 3aPOCHI TIOJIb30BaTeNIe 1 UHPOPMUPYET O HOBBIX
NOCTYIJICHUSIX B OMOIMOTEKY;

. KOHCYJIbTUPYET IO BOIPOCaM OpPraHU3alMyd CEMENMHOI0 YTEHWH,
3HAKOMUT C UHPOPMALIMEH 110 BOCITUTAHUIO JETEH;

. KOHCYJBTHUPYET 1O  BOMNpocaM  Y4eOHBbIX  W3JaHUM [
00yJaroImxcs.

3. Opranu3anus AesiTeJJbHOCTH 0MOJIMOTEKH



3.1. OOmiee pyKOBOJACTBO AEATEIbHOCThIO OHUOJHUOTEKH OCYIIECTBIISET
PYKOBOJHTEIH 00pa30BaTeIbHON OpraHU3allnH.

3.2. HemocpencTBeHHOE PYKOBOJCTBO OHMOIMOTEKOW OCYIIECTBIISICT
3aBCAYIOIIHHA OMOINOTEKOM, KOTOPBIH Ha3HAYaETCs PYKOBOJIUTEIEM
00pa3oBaTeIbHON OpraHU3aLuu.

3.3. 3aBenyromuii OMOIMOTEKON HECET OTBETCTBEHHOCTh B IIpeleax
CBOCH KOMIIETEHIIMM 3a OpraHW3alfi0 MW  Pe3yJbTaThl JIEATCIbHOCTH
OMOINOTEKH.

3.4. 3aBeayromuii OHOIHOTEKOW pa3pabaThIBaeT W MPESACTABISACT
PYKOBOJHTENO 00pa30BaTeIbHON OpraHu3alid Ha YTBEPXKICHHC ILIAHOBO-
OTUYCTHYIO JOKYMCHTAITHIO.

3.5. B cocTaB OMOJIMOTEKH BXOJIUT:

. a0OHEMCHT;

. YUTAIbHBIN 3aJl;

. OTZIeN YYEOHUKOB;

. otnen nHGOpMaIMOHHO-0uOIorpadudecKoi padboThi;
. GboH ¢ MyTBbTUMEIUMHBIMUA JJOKYMEHTaAMHU.

3.6. bubnuoTeuHo-MHPOPMAIIMOHHOE OOCITYKMBaHUE OCYIIECTBISETCS B
COOTBETCTBMM C IUIaHAMU pabOThl OMOJMOTEKH M PEKUMOM pPabOThI
00pa3oBaTeIbHON OpraHU3alUu.

3.7. Pexum paboTbl OHOJMOTEKH ONpENENseTCs 3aBEAYIOIIUM
OMOJIMOTEKOM C yUeTOM pexkuMa padoThl 00pa3zoBaTebHOM opranuzanuu. OIuH
pa3 B MecsIll IpeyCMaTpUBAETCs] CAHUTAPHBIN JIEHb, B KOTOPBIA 00CITyKUBAHUE
M0JIb30BaTENEe HE TPOU3BOAUTCS.

4. Yder nOCTyIJICHUS M BbIOBITHS JAOKYMEHTOB OHOJIMOTEYHOIO
donga

4.1. Ilpuem nokymMeHTOB B (hoHA OHMOTMOTEKM BKIIIOYAET CIIEAYIOIINE
onepanuu:

. CBEpKa TIOCTYIUICHUH C TIEPBUYHBIM YYETHBIM JOKYMEHTOM
(HakmagHasi, aKT), BKIOYAIONUM CITMCOK MOCTYIUBIINUX JOKYMEHTOB;

. COCTaBJICHHE MEPBUYHOT0 YUYETHOTO JTOKYMEHTA JJISI MOCTYILICHUM
0e3 COMpPOBOAUTENBHOMN JOKYMEHTAIINH;

. perucTpanus  MOCTYNHMBIIMX  JIOKYMEHTOB B PEruCTpax
cymMMapHoro, rpynmnoBoro u wunauBuayaibHoro ydera (IOCT 7.0.93-2015
«bubmmoreunsiii poua. Texnonorus GopMUpOBaHUS).

4.2. Ilpn NOMOIHEHUU OCHOBHOTO OMONIMOTEYHOTO (hOoHAA HEOOXOIUMO
cobmonaTte TpeboBanus deaepanpHoro 3akoHa ot 25.07.2002 Ne 114-d3 «O
MIPOTHUBOJAECHUCTBUN IKCTPEMUCTCKOU AEATEIIBHOCTY. JJOKYyMEHTBI, BKIIOUCHHBIE



B TMEpPEYCHb DKCTPEMUCTCKUX MAaTEpUAJOB, MPUOOPETATh 3alpenieHo, Mpu
BBISIBJIEHUU UX B (POHJI€ — U3bIMATh U3 JOCTYyIA.

4.3. Yuer 1 00paboTka TOKYMEHTOB OMOJIMOTEUHOTO (hOH A,

43.1. VYwer wu o00paboTka JTOKyMEHTOB OCHOBHOro  (oHma
OCYIIECTBISICTCS HMHIWBUIYaNbHBIM crocoOoM. CBeneHUs O MOCTYNHBIIUX
MEeYaTHBIX JIOKyMEHTax BHOCATCS B «KHUTY CyMMapHOTO y4yeTa TOKYMEHTOB
OCHOBHOTO (POHIa».

[TocTynuBmmm JIOKyMEHTaM IPUCBAaUBAIOT WHIVUBUYaJTbHBIN
PErUCTPAllMOHHBIN HOMEpP (MHBEHTapHBIA HOMEp WJIM MHOM 3HAK, MPUHSTHIN B
KaueCTBE PEruCTPAllMOHHOTO HOMEpPA, CUCTEMHBIH HOMEpP HJsi AJIEKTPOHHBIX
JIOKYMEHTOB) U IIU(P XpaHCHHUS.

Peructpammonnpie HOMepa W IM(PB  OTMEYAIOT B  PETHCTPax
WHIUBUIyIBHOTO ydeTa JOKYMEHTOB — WHBEHTAPHOW KHHTE, KapTOTEKE
PETUCTpAINU Ta3eT, )KypHAIOB, yYeTHOU 0a3e JaHHBIX.

Bce sx3eMIuiapbl NpUHATHIX W3AaHUM mrTeMnentororcs. llremnens ¢
HAaUMEHOBaHUEM o0OpazoBaresbHON OpraHu3aIuu JTOJIKEH OBITh
IPsIMOYTOJILHOM (hOpMBI, pa3MepoM He Oodiblie ueM 1,5x4 cwm.

[Itemmnens cTaBuUTCS Ha 000POTE TUTYJIBHOTO JUCTA (IIPU OTCYTCTBUH
TUTYJIBHOTO JIUCTA — Ha MEPBOM CTpaHULE TEKCTa MOJ 3arjaBuem), Ha 17-i
CTpaHUIIE TOJ TEKCTOM B JIEBOM HIDKHEM YTy U Ha 00OpOTE KaXIO0ro
npwiokeHus. Ha Opommopax W jKypHajgax IITEMIIETh CTABUTCA TOJBKO Ha
00JI0KKE WJIM HA TIEPBOM CTPAHUIIE TEKCTA.

CocraB ocHoBHOro (oHIa GUKCHpPYETCS B KapTOYHOM alipaBUTHOM
KaTajore, B QJICKTPOHHOM 0a3e JaHHBIX OMOIUOTEKH.

432. VYwer u  o00paboTka  cHelUaIM3UpPOBAHHOTO  (oHIA.
Criennann3upoBaHHbINA (DOH/I YUUTHIBACTCS U XPAHUTCS OTJAEIBHO OT OCHOBHOTO
O6ubroTeuHoro Goumaa.

Yyer JOKYMEHTOB CTICIIMATTU3UPOBAHHOT O donna, KaK
MHOTO3K3EMIUISIPHON JUTEPaTyphl, OCYIIECTBISAECTCA TPYIIOBBIM CIIOCOOOM U
orpaxaetrcsi B «KHure cymmapHoro ydera y4deOHOro (oHAa» M B KapTOTEKe
PETUCTPALIMOHHBIX KAPTOUEK.

Ha xaxngoe HamMeHOBaHWE JOKYMEHTOB CHEIMAIM3UPOBAHHOTO (PoHIa
3aBOJIUTCS OTJENbHAs yudeTHas kaptouka. Kaprouku ¢ Oubnuorpaduueckum
OMHCaHWEM W3aHUN YYeOHHUKOB PACCTABJSIIOTCS B YUYETHYIO KapTOTEKy IO
KJlaccaM, a BHYTPH KJIAcCOB — MO andaButy (haMuIMid aBTOPOB WM 3arjaBui.
JI7iss KOHTPOJS 32 COXPAaHHOCTHIO YYETHBIX KapTOUYEK OHU PETUCTPHUPYIOTCS B
«KypHane perucTpaiuu y9eTHbIX KapTOueK YICOHHKOBY.

Texanueckass o0paboTKa TOKYMEHTOB MPEIyCMATPUBACT CIEAYIOIIHE
oTiepalu:

. MPOCTABJICHUE HA KaXXJIOM JIOKYMEHTE IITeMIiesis OMOIMOTeKH B
COOTBETCTBHUHM C TyHKTOM 4.3.1 HACTOSIIETO MOJOKECHUS;



. YCTAHOBJIGHHE CPEJCTB 3alUTHl OT yTPaThl (MAarHUTHBIA JATUHK,
paaro-yuIl, HHOW BUJl MAPKUPOBKH);

. U3TOTOBJIICHUE U MIPUKPEIUICHUE K JOKYMEHTY MacrnopTa yueOHHKa.
[TaciopT yueOHMKA NPUKIEUBAETCS HA TIOCIEAHEH CTpaHUle Yy4eOHMKA.
3anoJIHsIEeTCS MPHU BblJaue YUTATENIO.

Y4yeT crnenuanu3upoBaHHOTO (OHAA MPEAYCMATPUBACT OTPAKEHUE €TO
cocTaBa B CHpPaBOYHO-OMOIMOTpadudyecKkoM amnmapare OUOJMOTEKH, B TOM
YHCJIe B OJIEKTPOHHOU 0a3e JaHHBIX.

4.4. BeiObITHE TOKYMEHTOB OMOIMOTEYHOTO (DOH/IA.

4.4.1. llpuuuHbBI, IO KOTOPHIM JOKYMEHT MOKET OBbITh BBIBEJCH U3
cocraBa OubmuoreyHoro ¢oHAa, BKIOYAIOT B TOM YHUCJIE BETXOCTD,
ne(heKTHOCTh, YCTApEIOCTh M0 COMEPIKaHMI0, yTpaTy. VCKiIIoueHne TOKyMeHTa
n3 OuOmMoTeyHoro (oHJa TPOBOAUTCS HA OCHOBAaHMM AaHAIM3a COCTaBa
OuOIMOTeUHOTr0 (POHIA U PE3YJTATOB €r0 MIPOBEPKH.

4.4.2. ITox BETXOCTBIO JTOKYMEHTA MOHUMAIOT PE3YJIbTAT €CTECTBEHHOTO
CTapeHus Wik PU3NIECKOro U3HOCA JOKYMEHTA.

4.43. Tlon nedeKTHOCTHIO IOKyMEHTa IMOHUMAIOT YaCTUYHYIO WIH
MOJIHYI0 yTpaTy OKCIUTyaTallMOHHBIX KayecTB JOKyMEHTa B peE3yJbTare
BHEIITHETO BO3JIEUCTBHUS.

4.4.4. Tlom ycTrapenocTel0 IO COACPKAHUID IMOHUMAKOT MOTEPIO
aKTyaJIbHOCTH TEMATUKH, MOATBEPKIAEMYIO OTCYTCTBHEM CIIpPOCa YHUTaTeNeH,
HEBOCTPEOOBAHHOCTHIO B MEPEPACHPEICICHUN U peATU3AIIAU.

4.4.5. Tlon yTtpartoi MOKyMEHTa MOHUMAIOT €r0 OTCYTCTBHUE B (HOHJE
OMONMOTEKH TI0 TIPUYMHAM IIOTEPH, XHWINCHHS, OCIACTBUHA CTUXHUUHOTO,
TEXHOT€HHOTO (B TOM quclie XaKepPCKOW aTaku U
HEBOCCTAaHOBUMOT'O COOS SJIEKTPOHHOTO  O0OpPYAOBaHUS) WM COLMAIBHOTO
XapakTepa, M0 HEYCTAHOBJICHHOW NPUYMUHE.

4.4.6. TIlpouecc WHCKIIOUECHHUS JOKYMEHTOB U3 (oHma OuOIMOTEeKH
OCYILIECTBIISIETCS B COOTBETCTBUU C [TopsiAkoM yueTa TOKYMEHTOB, BXOISIINX B
coctaB OuONMMOTEYHOro (OHIA, YTBEPKACHHBIM TPHUKA30M MUHKYIBTYPHI
Poccun ot 08.10.2012 Ne 1077.

4.4.7. BbIObITHE NOKYMEHTOB OMOJIMOTEYHOrO (DOHIA TPOU3BOAUTCS B
pe3ysibTaTe MX  CHUCAHUS  KOMMCCHEM, CO3JAaHHOW  PYKOBOJUTEIEM
o0pa3oBaTeNnbHON OpraHU3aluu.

4.4.8. Ytunuzanus CHUCAHHBIX JOKYMEHTOB OuOnuoredyHoro ¢GoHaa
IIPOU3BOJUTCS B COOTBETCTBUHU C 3aKOHOAATEILCTBOM Poccuiickon denepamuu.

5. IIpoBepka 1OKYMeHTOB 0M0JMOTEYHOr0 GoHIA



5.1. TlnanoBass mpoBepka JOKYMEHTOB OubiauoreyHoro (Qonma
MIPOBOJIUTCS C TMEPUOJUIHOCTHIO OJMH pa3 B MATH JIET HA OCHOBAaHHWH Tpaduka
IPOBEPKH, YTBEPKAECHHOTO 3aBEAYIONINM OUOINOTEKOM.

5.2. BHemmaHoBas MpoBEpKa JOKYMEHTOB OubOIuMoreyHoro ¢oHma
MIPOU3BOAUTCS B 00S3aTCIIBHOM TTOPSIIKE:

. MIPU MOCTYIUJICHUH HOBBIX TOKYMEHTOB B (OH;

. NPy BBISBICHUM (DAKTOB XHUIICHHS, 3JI0YNOTPEOICHUS WU MOPYU
JOKYMEHTOB;

. B CIyya€ CTUXMMHOrO O€ACTBHs, TMOXapa WIU APYTUX
YpE3BbIYANHBIX CUTYallMi, BBI3BAHHBIX JKCTPEMAJIBHBIMU YCIOBUAMU;

. OpU  PEOpraHM3allud WM JIMKBUAAUMKW  00pa3oBaTeNIbHOM
OpraHHU3aLHH.

5.3. Ilo uToram MpoBEpPKHU 3aBEAYIONIUNA OMOIMOTEKOW COCTaBIISIET aKT.
Ecnu kakue-To JOKYMEHTBI OTCYTCTBYIOT IO HEYCTAHOBJICHHOW MpPUYMHE, TO K
aKTy NPUKIAILIBACTCI WX CIHCOK, B KOTOPOM (DUKCHUPYIOTCS CBEACHUS O
KOJIMYECTBE JOKYMEHTOB OMONMMOTEYHOro (hoHIa B HANWYUU U KOJUYECTBE
OTCYTCTBYIOIIUX JOKYMEHTOB, B TOM YHCJIE [0 HEYCTAHOBJICHHOW mpuuuHe. B
aKTe TaK)K€ YKa3bIBA€TCSI HOMEP U J1aTa aKTa MPEAbIAYLIEH TPOBEPKH.

5.4. Ilpoepka OubnuoreyHoro (oHga Ha HATMYUE JOKYMEHTOB,
BKJIIOUCHHBIX B  (pefepalibHbI  CIHUCOK  AKCTPEMHUCTCKHX  MaTEpHUasoB,
OnyOJMMKOBAaHHBIH HAa OQUUUAIBHOM caiiTe MwuHUCTEpCTBA  IOCTUIIMHU
Poccuiickonn ®enepanuy, TMPOBOJUTCS B COOTBETCTBUU C  OTJCIBbHBIM
JIOKaJIbHBIM aKTOM 00pa30BaTEIbHONU OpTraHU3AIIHNH.

5.5. Tlpu BBIsSIBIEHUU B Tpolecce MPOBEpKH (POHIA OTCYTCTBYIOIIUX
JIOKyMEHTOB M HEBO3MOXHOCTH YCTAaHOBJICHHMS BHHOBHBIX JIUI[ YOBITKU IIO
HeJlocTayam CITMCBIBAIOTCS B COOTBETCTBUHU c JEUCTBYIOIIUM
3aKOHOJATEIBCTBOM.



Hpunoxenne 1
IIpaBuia nosib30BaHusi O0MOJIMOTEKOM

1. O0mue moJ10KeHUs1

1.1. IIpaBuna N10JIb30BaHUS OnOIMOTEKOMN (manee —
[IpaBuna) ycTaHAaBIWBAIOT OO TIOPAIOK OpPraHU3aMu  OOCTY)KUBAHUS
noJib3oBaTeneit (uutareneir) oubmuoreku MAOY 3apeueHckas kiaccuueckas
rUMHa3us (najgee — OMOInoTeKa, OpraHu3aIus).

1.2. bubnmorexka opraHuzanuyd (QYHKIMOHUPYET B COOTBETCTBUHU C
3aKOHOAATEeTHCTBOM P®D 1 mosnoxeHnem o 6ubIroTeKe.

1.3. Pexxum paboter 6ubauorexu: ¢ 9:00 mo 17:00, mepepwiB ¢ 13:00 mo
14:00, BBIXOHOM JIeHb — Cy000Ta, BOCKPECEHBE.

2. ITopsiioK perucTpauyu nojab3oBaresiei

2.1. 3anuce ywammxcs o0Opa3oBaTEIbHOM OpraHu3aluu B OMOIUOTEKY
MPOU3BOJUTCS MO CHMCOYHOMY COCTaBY KJacca B MHIWBHIYaJbHOM IOPSIKE,
NeJarorudeckux W HMHBIX pabOTHUKOB  0Opa3oBaTEIbHOM OpraHHU3aIuiy,
poauTeneil (MHBIX 3aKOHHBIX MPEICTaBUTENEH) yUaluXcs — MO MaciopTy.

2.2. [llepepeructpauusi T0JIb30BaTelied OUOIUOTEKH TPOU3BOIUTCA
€XKETOHO.

2.3. JlokyMeHTOM, MOJITBEPKIA0IITUM MPABO MOJIb30BaHUs OUOIUOTEKOM,
SBJISICTCS] YATATETLCKUM POPMYIISP.

2.4. Yurarensckuii Gopmyinsap GUKCUPYET AATy BbIJAAUM TMOJIb30BATEIIO
JTOKyMEHTOB 13 (hoHAa OUOIMOTEKH M MX BO3BPAIICHUS B OUOIHOTEKY.

3. Ilopsiiok M0JIb30BaHKMSI A00HEMEHTOM

3.1. Ilonp30BaTenM MMEIOT MPABO MOJYYUTh HA JOM M3 MHOTOTOMHBIX
M31aHUI He OoJiee ABYX JOKYMEHTOB OJJHOBPEMEHHO.

3.2. MakcuMalibHbI€ CPOKH MOJb30BaHUA TOKYMEHTAMU:

. y4eOHUKH, y4eOHbIe TOCOOUS — YUEOHBIN TOI;

. Hay4HO-TIOITYJIsIpHAs, IIO3HABAaTEJIbHAS, XYyZl0’KECTBEHHAs
JUTEpaTypa — MECHILL;

. NepUOJUYECKUE W3JaHus, W3JaHMs TMOBBIINIEHHOTO crhpoca — 15
JTHEH.

3.3. YdyactHuku 00pa3oBaTENbHOTO Ipollecca MOTYT NPOJUIMTh CPOK
MIOJIb30BAaHUSI JOKYMEHTaMH, €CJIH HA HHUX OTCYTCTBYET CHPOC CO CTOPOHBI
IPYTUX NOJIb30BATEIICH.

4. ITopsinok paGoThl B YUTAJBLHOM 3aJ1€



4.1. DHIUKIIONIEIUM, CIIPABOYHUKHU, PEJIKHE, IIEHHbIE M HMMEIOIIHNECs B
€MHCTBEHHOM DK3eMIUISIPE JTOKYMEHTBI BBIJAIOTCS TOJBKO Il paOOThl B
YHUTAJILHOM 3aJl€.

4.2. JIokyMeHTBI, TIpeAHa3HAYCHHBIC JJIsI paOOTHl B YHUTAJIBLHOM 3ajie, Ha
JIOM HE BBIJIAIOTCA.

5. IIpaBa u 00513aHHOCTH NOJIb30BaTeIeH

5.1. [Toap3oBaTenn OMOIMOTEKH UMEIOT IIPaBO:

5.1.1. TlomyuyaTrh TOJHYIO HHQOpPMAIIMIO O COCTaBe OMOIMOTEYHOTO
dbonma, uUHPOPMAMOHHBIX pecypcax U MPEJOCTABISIEMbIX OHOINOTEKOM
yclyrax.

5.1.2.  Tlonmp3oBaThCsl  CHPaBOYHO-OUONMMOrpaUYECKUM  ammapaToM
OMOIMOTEKHU.

5.1.3. Tlomy4aTh KOHCYIBTAllMOHHYIO IOMOIIb B IOHUCKE M BBIOOpE
HMCTOYHUKOB MH(GOPMAIIHH.

5.1.4. TlomyyaTs BO BpEMEHHOE IIOJb30BaHHME Ha aOOHEMEHTE U B
YUTAJIBHOM 3aJie TeYaTHbIC M3JaHUsl, ayJHOBU3yaIbHbIC IOKYMEHTHI U JIPYrue
UCTOYHUKHU UHGOPMAIIHH.

5.1.5. IlpoaneBats CpOK MOJI30BAHUS JOKYMEHTAMH.

5.1.6. TlonmyuyaTe Temaruueckue, (akrorpapuueckue, yTOUHSIOIIUE H
oubnmorpaduueckue CrpaBKyu Ha OCHOBE (poHAa OMOIUOTEKH.

5.1. 7. Ilomy4yaTh KOHCYIBTAMOHHYIO IOMOILIb B paboTe ¢ MHpOpMaLHE
HAa HETPATUIIMOHHBIX HOCHUTENSX TMPU TOJIb30BAHUU DJIEKTPOHHBIM U HWHBIM
000pyTIOBaHUEM.

5.1.8. YyacTBOBaTh B MEPONIPUATHSIX, TPOBOTUMBIX OUOIMOTEKOM.

5.1.9. OOpamarbcs mIa pa3pemieHuss KOH(PIMKTHOW CHUTyalMu K
PYKOBOIMTEIO OpTaHU3aIIH.

5.2. [Tonp3oBatenu OMOIMOTEKN OOS3aHBI:

5.2.1. CobnronaTh npaBuiia MoOJb30BaHUS OUOIUOTEKOM.

5.2.2. bepeXHO OTHOCUTBHCA K MPOU3BEACHUIM Ie4yaTu (HE BBIPHIBATH U
He 3aru0aTh CTPaHUIlGI, HE JIeJIaTh B KHUTAaX MOJYEPKUBAHUN, TTOMETOK), NHBIM
JIOKyMEHTaM Ha pa3JInYHbIX HOCUTEIISIX, 000PYJ0BaHUIO, NHBEHTAPIO.

5.2.3. TlopnepxuBaTh MOPSIIOK PACCTAHOBKU JOKYMEHTOB B OTKPBITOM
J0CTyTe OMOIMOTEKH, PACTIONOKEHHUS KAPTOUEK B KATAJIOTaX M KapTOTEKaXx.

5.2.4. ITonp30BaThCs IEHHBIMUA U CITPABOYHBIMU JOKYMEHTaMHU TOJIBKO B
IIOMEIEHNN ONOJIMOTEKH.

5.2.5. Ilpu nmonyyeHUN TOKYMEHTOB yOEAUThCS B OTCYTCTBUU J1€(DEKTOB,
a mpu UX OOHAPYKEHUU MPOUH(POPMUPOBATH 00 ATOM pabOTHHUKA OUOIMOTEKH.
OTBETCTBEHHOCTD 32 OOHAPYKEHHBIE Ie(DEKThI B CAABAEMBIX TOKYMEHTAX HECET
MOCJIETHUM TTOJIb30BAaTEb.



5.2.6. PacnuceiBaTbCcsi B UUTATENbCKOM (OpMYJsipe 3a  KaKIbli
[OJTyYEHHBIH JOKYMEHT.

5.2.7. Bo3Bpaiare u3gaHus B OMOJMOTEKY B YCTAHOBJICHHBIE CPOKH, B
TOM YHCJIE IO UCTEYEHUH CPOKA 00YUEHHUSI UM pabOThl B OpraHU3aluu.

5.2.8. 3aMeHATh JOKYMEHTHI OMOIMOTEKH B CIIy4ae UX YTPaThl WU HOPYH
UM PaBHOLICHHBIMH JINOO KOMIIEHCUPOBATh yIIepO B pazMepe, YCTAaHOBICHHOM
MpaBUJIaMU TIOJIb30BaHUsl OMOINOTEKOM.

6. [IpaBa u 00si3aHHOCTH OMOJIMOTEKH

6.1. bubnroTreka B cBOeH JAEATEILHOCTH O0SCIICYMBACT PCATH3AIUIO ITPaB
I0JIb30BATEIICH, YCTAHOBIICHHBIX pasneiioMm 5 [Ipasui.

6.2. bubnuoreka oOCTyXKHUBaeT TOJB30BaTENIei B COOTBETCTBHUU C
[Tonoxxenuem o 6ubnmoreke u [IpaBunamu.

6.3. bubimoTeka o0s3aHa:

. HH(POPMHUPOBATH MOJIb30BATENEN 000 BCEX BHJ1aX
IPEAOCTaBIAEMBIX OMOIMOTEKO YCIYT;

. 00eCcTIeYnTh MOJIb30BaTEISIM BO3MOXKHOCTh I10JIb30BaHUS BCEMH
dbongaMu OUOINOTEKH;

. 00ecreunTh BBICOKYIO KYJIbTYpY OOCTY)KHBAaHHS — OKa3bIBATh
MOJIB30BATEIISIM TIOMOIIL B BEIOOPE HEOOXOIUMBIX IPOU3BEACHUN TMeYaTH M
IPYTUX MaTepPHAIOB, TPOBOAS YCTHBIC KOHCYIBTAIMH, IPEIOCTABISASI B HX
MOJIb30BAaHUE KAaTaJIOTH, KapTOTEKH W WHBIE (OpPMBI HHGOPMHPOBAHUSA,
OpraHu3ys KHIDKHbIE  BBICTaBKH,  Oubmuorpadguyeckue  oO30pbI,  JIHH
uH(pOpMaIMK ¥ IPYyTrUe MEPOTIPHUATHUS;

. OCYILIECTBIATh IIOCTOSHHBIM KOHTPOJL 3a BO3BpalllcHUEM B
OMOIMOTEKY BBIIAHHBIX KHUT, IPYTUX MaTCPHUAJIOB,;

. co3/laBaTh U MOJAJICPKUBATh B OMOIMOTEKE KOM(OPTHHIE YCIOBUS
IUTsl pabOThI IOJIB30BATENEH.

/. OTBeTCTBEHHOCTH NOJIb30BaTe/1eil 0U0IHOTeKH

7.1. Bo3menienue moJb30BaTeNIIMH yiiepba Jomyckaercss B (opme
3aMEeHBbl YTEPSHHOTO JOKYMEHTa PaBHOLICHHBIM JIMOO TYTEeM JICHEKHOM
komreHcauuu. [Ipu npueme JIeHer OT MOoJIb30BaTeNIe B3aMEH YTEPSIHHBIX KHUT
WU JIPYTUX JOKYMEHTOB COCTABIISIETCS MPUXOJHBIA OpJiep M TMOJIb30BATEIIO
BbIJIA€TCS] KBUTAHIIUS YCTAHOBJIEHHOTO 00pa3ia.

7.2. Ilpn BO3MeEIlIEHUH TOJIb30BaTeNIeM yliep0a CTOMMOCTh YTPAau€HHBIX
JOKYMEHTOB YCTaHABIUBAETCS SKCIIEPTHON KOMUCCHEN IO OLICHKE IOKYMEHTOB,
Ha3HAYEHHOW MPUKA30M PYKOBOJUTENSI OpraHU3alIUH.



