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1. O0ue NoJI0KeHud

1.1. Hacrosimee TIOJOXEHHE pErIAMEHTUPYET  JEATEIbHOCTh  OHONIMOTEKH
MYHHIIAIAIFHOTO 001meo0pa3oBareibHOro yupexxaeHus «Cpennss mkoma Ne9l
KpacHookTs6pbckoro paiiona Boarorpana» (manee — MOY CII Ne98).

1.2. Hacrosimee mojioxkeHHe pa3paboTaHO B COOTBETCTBHM ¢ DeepaibHBIM 3aKOHOM
oT 29.12.2012 Ne 273-®3 «06 obpazoBanuu B Poccuiickoii ®enepamum», MpUKazoM
MunkyasTypel oT 08.10.2012 Ne 1077 «O6 yrBepxneHun Ilopsnka yuera
JTOKyMEHTOB, BXOIAIIMX B COCTaB OMOIMOTEYHOrOo (OHAAa» C YYETOM IIUCHMa
Muno6paszoBauus ot 23.03.2004 Ne 14-51-70/13 «O IlpumepHOM NOJIOKEHUH O
OoubMoTeke 00IIEe00Pa30BaTEIHPHOTO YUPEKICHU», METOANYECKUX PEKOMEHIAUN
®I'BHY «HIIb um. K.JI. Ymmuckoro» ot 31.05.2017, pexomennanuiit MUHKYJIETYpBI
or 12.09.2017 o pabote OUOIMOTEK C JOKYMEHTaMH, BKIIOUEHHBIMH B (peepalbHbIi
CIHFICOK IKCTPEMHUCTCKUX MaTepUAIIOB.

.1.3. bubnmoreka sBISICTCS - CTPYKTypHBIM mnozapazaencaueM MOY CII  Ne9g,

CO3/IaHHBIM B LIEIIX 00CCIICUeHNS MMpaBa yYaCTHUKOB 00pa30BaTeIbHOrO IIpOIecca Ha
OecILIaTHOE I0JIE30BaHKE OUOIMOTEUHO-HHPOPMAIIMOHHBIMU PECYPCAMH.

1.4. TIops0OK ONB30BaHMA NCTOYHMKAMHU UH(OPMAIHHK, [IEPEUCHb OCHOBHBIX YCIIYT U
YCJIOBHS WX TPEJOCTABICHUS ONPEAENIAIOTCA HACTOAIMM IIONIO0KEHUEM O OMOIHOTEKE
1 IIpaBWIaMH TI0JIb30BaHus 6ubnmorekoii, yreepxaeHHbiME MOY CIIT Ne98.

1.5. Oprasmsanus OOCTY)XKMBAaHUS YYaCTHUKOB 00pa3oBaTEeIBHOrO Ipolecca
IOPOM3BOAWTCS B COOTBETCTBUM C TMpaBWIAMU TEXHUKHA O€30MaCHOCTH U
IPOTHBOIOKAPHBIMH, CAHUTAPHO-TUTUEHUYECKUMU TPEOOBaHUAMH.

2. Hean, 3agaun, pyHKOHHA OHOTHOTEKH

2.1. Ilenu 6ubanoreku cootBeTcTBYIOT Heisiv MOY CII Ne98 u BrimrouaroT B ce0s B
TOM uuciie: GopMUpOBaHUE OOIIEH KyJIbTyphl JUYHOCTH OOydYarOIMUXCS Ha OCHOBE
YCBOCHUSA COJICPKAHUS OCHOBHBIX 00111€00pa30oBaTeIbHBIX IPOrPaMM, UX aJanTarys K
JKU3HU B OOINECTBE, CO3JaHUE OCHOBHI JUII OCO3HAHHOI'O BBHIOOpA M MOCIEMYIOLIETO
OCBOCHHMS  MPO(MECCHOHAIBHBIX  OOpa30BaTENIBHBIX  IPOrPaMM,  BOCIUTaHUE



rpaIaHCTBEHHOCTH, TPYHOMIOOM, YBOXKCHH K MpasaM H cBo0OIaM dEJIOBEKa,
M00BH K OKpY:Karomieil nmpupoze, Ponune, cemse, dopmupoBaHue 310poBOro 0bpasa
KHU3HH.

2.2. 3agagamu 6uoarorekn MOY CII Ne98 gaBnsgroTCA:

obecrieucHIe yJacTHUKaM 00pa3oBaTeIbHOrO Ipolnecca — 00yJaroImuMces,

[IeIarorHdecKiM paOOTHMKAM, POMMTENSM (3aKOHHBIM IPEICTaBUTENAM)

oOywaromuxcs (manee — ONB30BaTEIIM) — JOCTYma K MHpOpMaIWHy,

3HAHMAM, WAESM, KyJbTYPHBIM IEHHOCTSIM IIOCPEICTBOM HCIOJIL3OBAHMIA
6ubaMoTeuHO-uHGOPMALIMOHHBIX PECYPCOB 00pa3oBaTeIbHON OpTaHU3alNHY;

« BOCHHTAHWE KyIGTypDHOTO M TPaXIAHCKOTO CaMOCO3HAHHA, MOMOMIE B
COIMATM3AIAH 00YJaOIIEerocsi, Pa3BUTHH €r0 TBOPIECKOro MOTEHIHANA,

« mOpHBicYeHHME OOydJaromMXCs K CHCTEMATHYCCKOMY HTCHHUIO yaeOHOMH,
XyI0KECTBEHHOM, HAYYHO-TIONYIIAPHOH JUTEPATYPBL;

e CONEHCTBHE pAa3BUTHIO IIO3HABAaTEIBHBIX WHTCPECOB H criocoOHOCTER
00yHJarOIIHUXCS;

« (GOpPMHPOBaHHE HaBBHIKOB HE3aBHCHMOIO OUOIMOTEYHOr0 II0JH30BATENL,
oGydeHHe MOKUCKY, 0TOOPY ¥ KPUTHYECKOH OICHKS uHGbOpMALIVH;

« COIEHCTBHE MEJAarornuecKuM pabOTHHUKaM B noGope HayYHO-METOAUIECKON
JUTEpaTyphl, KHOOPMUPOBAHIE O HOBBIX IHOCTYILICHMIX B OMOIMOTEYHBIN
dbonz;

e COBEpINCHCTBOBAHKE TMPEJOCTABIAEMbIX OUONIMOTEKONM YyCIyr Ha OCHOBE

BHEJPEHUsST HOBBIX HMH(POPMAIVOHHBIX TEXHOJIOTHI W KOMIIBIOTCpU3aINN

OHOIMOTEYHO-UHPOPMALIHOHHBIX IIPOICCCOB, dopmupoBaHre KOMPOPTHOH

OUOIMOTEYHON CPEIBI.

2 3. Bu6IMOTEKA BBINOIHAET CIEAYIOMME QyHKIMH:

-

2.3.1. ®opmupyeT GOHA 6u6oTeuHO-NHGOPMAMOHHBIX pecypcoB MOY CIII Ne98:

« KOMIUIEKTYET OCHOBHOM (OHJ y4eGHBIMH, XyI0XKECTBCHHBIMH, HAyJHBIMH,
CIIPaBOYHBIMH, TIEAATOTMUECKUMHE U HAyTHO-TIOIY ISPHEIMH 0Ky MCHTaMU,

e YYAaCTBYET B KOMILIEKTOBAHWUH CIIELMATN3UPOBAHHOTO donma yueOHUKaMH W3
ypcia BXOAAIIMX B (eiepalbHbl IepedeHh yYeOHHUKOB, NOMYLICHHBIX K
JCIIONB30BAHMIO  IIPY  peald3allid  MMEIOIHMX  rOCYIapCTBECHHYIO
AKKPEUTAIMIO ~ 00pa30BaTENbHBIX  TPOrpaMM  HAYAJIBHOTO obero,
OCHOBHOTO 0Omiero, cpeiHero oOmero oOpasoBaHud, | y4eOHBIMHI
10COGHAMM, TOMYIEHHBIME K MCIIOJIB30BAHUIO TIPH PeAIH3AIlMH yKa3aHHbIX
00pa30BaTEIbHEIX MPOTPAMM;

o aKKkyMyJupyeT (OHI IOKYMEHTOB, CO31aBacMbIX B 00pa3oBaTeIbHOM
opramuzanuy  (myOnuKauuid H paboT Texarorop 06pa3oBaTENbHOHU
OpraHu3aIyy, JTy4IluX HayYHbIX paboT U pedepaToB yJaIluxcsa u Ip.);

e OCYLIECTBISET pa3MCIICHHE, OPTaHN3AMIO K COXPAHHOCTH JIOKyMEHTOB;

e OpraHU3yeT M BEJET CIIPaBOYHO-OHOMHOrpapuIecKuil ammapar: Karajlord
(anbaBHUTHBIH, CHCTEMATHYECKHIT), KAPTOTEKHA (crcTEMATHUECKYIO KapTOTEKY
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crareil, TeMaTHUECKUC KapTOTEKH), 57eKTPOHHBIH KaTajor, 6a3bl JaHHBIX I10
npoduITIo oGpa3oBaTeNbHOH OpraHU3aIun.
232  OcyumecTBIACT nuddepeHIIPOBaHHOC 616 IMOTeUHO-HTHPOPMAIINOHHOC
ofcayEHBaHAE 00yJArOMMXCA:

« TPEIOCTaBIACT pHGOpMALOHHEIE PECYPCHI Ha pa3IUYHBIX HOCUTEIIAX;

« OpraHmsyer obyueHue  HaBBIKaM He3aBUCMOr0  OMOIMOTEIHOTO
HOB30BATENS M IOTPEOUTENS nHpopMaLnh, copieicTByeT HMHTErpain
KOMIUTEKCa 3HAHWH, yMeHHM 1 HABBIKOB paboTHI C KEuroil 1 “HGOpMaIei;

. oxaszpiBaeT MHGOPMAMOHHYIO HOIIEPXKKY B peIICHAN 3a1ad, BO3HMKAOIIIX
8 mpolecce y4eOHOH, caMo00pa30BaTENbHON 1 JIOCYTrOBO# JIEATENBHOCTH
o0yUaroIIXCe;

« OpraHmsyeT MacCOBBIC MepONpUITHL, OpUEHTHPOBAHHBIC HA pasBuTHe O0OWEH
¥ GUTATEIHCKON KyIbTY Bl THIHOCT,

« COIEHCTBYET [earornyecKuM paboTHUKAM B opraHu3aliu
0Gpa30BaTENBHOro mporecca 1 mocyra 00yJaroImnXCA.

233. OcymecTBiscT i depeHIpOBaHHOC 6uGIHOTEYHO- HHPOPMALIMOHHOE
obCTyXKHBAHHE T1CIarOrICCKUX pabOTHHMKOB!

. BeigBIseT UHGOPMALMOHHEIC NOTPeGHOCTH W YJOBICTBOPACT 3aIIpOCEHI,
cBS3aHHABIE C 00YYCHHEM, BOCIIUTAHACM 00yJaIOIIMXC;

e COJICUCTBYET npohecCHORATIBHON KOMIICTCHIIUY TI€Jaroros, MOBBIICHIIO
kBaTAUKAINY, TIPOBCICHAIO aTTecTallum;

« OCYIIECTBJIICT TCKyIICC pH(pOPMUPOBAHHC (zpm MHQOpMALVY, 0030pEI
HOBBIX TIOCTYIUICHHUH U myOuKaIui);

« CIOCOOCTBYET IPOBEIACHUIO 3aHATHI 10 GOPMHUPOBAHHIO MHGDOPMAIMOHHOH
KyJIbTypBl 00yJaromHXCs, gpisercs 0a30il i IPOBENCHIS TPaKTUYECKHUX
saEsTHii TI0 paboTe ¢ MHMOPMATMOHHBIMA pecypcamu.

234. OcymecTBIacT nudepeHIpOBaHHOC GrbnoTedHO-MHGOPMALIMOHHOC
00CIyKUBaHUE ponutenei (3aKOHHBIX HpeI[CTaBI/I'FeHeﬁ) 00y4aroIuXCs:

o yIOBIETBOPSET 3alpOChHl monb3opaTeaelt ¥ HMHGOPMUPYET O HOBBIX
OCTYILTEHISIX B OHOTHOTEKY;

« KOHCYJBTHpYET IO BOIpPOCaM OpraHu3aIu ceMeMHOro UTeHUs, 3HAKOMUT C
uHGOpManuel 1o BOCIITAHMIO JIETEH;

« KOHCYJIBTHpYET IIO BOIPOCaM yueOHBIX W3aaHui i 00yJaromXCs.

3. Opranu3anust NesiTeTbHOCTH OHOTHOTEKH

3.1. Obmee pYKOBOICTBO JEeATEIIBHOCTBIO 616IHOTEKH OCYIIECTBILIET UPEKTOP
MOV CIII Ne98.

3.2. HemocpeACTBEHHOC PYKOBOJICTBO 6uU6IMOTEKON  OCYIIECTBIAET TMEaaror -
616 IHOTEKaph, KOTOPHIH Ha3HAIACTCA IUPEKTOPOM MOY CIII Ne98.



P —

- -

23 [lesaror - Oubnuorexapp HECCT OTBETCTBEHHOCTh B Mpeaciax cBOEH
sommeTeHIMHE 332 OpraHmsanuio  H pesynbTaThl  AEATENBHOCTH OUOINOTEKY,
paspabarteiBacT 1 TNPEJCTABIACT mupextopy MOY CIII Ne98 Ha YTBEPXKACHUC
CaeIVEOIIHE JOKyMEHTHL:

« monoeHve 0 OMOIMOTEKE;
« mpaBmia M0JIb30BAHMA OUOIMOTEKOM;
« TUIaHOBO-OTUYETHYIO JOKYMEHTAIMIO.

34  Meroguueckoe — COMPOBOXICHHUE NeSTENbHOCTH ~ OMOIMOTEKH  IIKOJIBI
obecnieanBaeT 3aMECTUTEND TUPEKTOPA 10 YBP.

3 5. B cocras OMOIMOTCKY BXOUT.

« abOHEMEHT;

« UYHWTAJIBHBIN 341

« oTaen yueOHHMKOB;

e OTHEN I/IH(popMauHOHHo-6H6J1H0rpa(pnquK0171 paboTHI;

16 BubnnoreuHO-UHGOPMALOHHOE oGCIyXMBAHHE ~ OCYIIECTBIACTCA B
COOTBETCTBAN C TUIaHaMH pabOTHI 61GIHOTEKA 1 PEKAMOM PabOTEL 06pa3oBaTeIbHOM
OpraHH3alvy.

3 7. BubHoTeKa BIPaBe MPENOCTaBJIATH ILIATHBIC 6O IMOTeuHO-HHPOPMATIOHHBIC
VCIYTH, IEPeYeHb KOTOPBIX OIpeeNIeTCs yCTaBOM 00pa30BaTeIbHOM OpraHu3alii.

3.8. Pexwum paboThl OMOIMOTEKH OIpeenseTcs: MelaroroM — oubauoTeKapeM, ¢
V4EeTOM pEeXuMa pa6otsl MOY CIII Ne98. OnuH pa3 B MECAL IpeTyCcMaTpUBacTCs
caEMTApHBI JI€Hb, B KOTOPHIA 00CITy>)KMBaHUE moabp30Barelieii He MPON3BOAUTCA.

4. VgeT MOCTYIJICHHS H BHIOBITHS [IOKYMEHTOB OMOTHOTETHOIO donaa
4.1. [TpreM JOKyMEHTOB B dor1 GHOIMOTEKH BKIIOYACT CclleIyoIHe ONepani:

« CBepKa IMOCTYIUICHHH € MEPBUIHBIM yUETHBIM JIOKyMEHTOM (HaKiajHas, akT),
BITFOUYAFOIIIM CITCOK [OCTYTMBIINX AOKYMEHTOB;

+ COCTABICHHE IEPBUYHOTO YHYETHOTO JOKyMCHTA IS TOCTyIUIeHHH 0e3
COMPOBOIHUTENBHOM TOKYMCHTALIN,

o perucrpanus MOCTYIHBIIMX JIOKYMEHTOB B PETHMCTPax CyMMapHOTO,
rpynmoBoro 4 WHIABUAYAIBHOTO  yUCTa (T'OCT 7.0.93-2015
«BubmroTeunsIi PoH. TeXHOTOTHA hOpPMHUPOBAHHSY).

4.2. TIpu TIONOJHEHUH OCHOBHOTO 616 IHOTEUHOr0 (BOHIa HEOOXOIMMO coOM01aTh
tpeboBanus PeneparbHOro zakoHa OT 25.07.2002 Ne 114-®3 «O npOTHUBOACHCTBUM
3KCTPEMUCTCKOM IeATEIBHOCTID). JIOKyMEHTHI, BKIIIOUCHHBIC B denepalbHBIA CIUCOK
IKCTPEMUCTCKHX MaTCpUaJIoB (manee — ®COM), OmyOIMKOBaHHBIH Ha ohunMaTbHOM



caiite Mumnrocta (http://minjust.ru/ru/extremist-materials), nproOpeTaTs 3anpeIieHo,
IpH BBEIBICHUH UX B (OHJE — U3BIMATh U3 IOCTYIIA.

4 3. Vuer u 06paboTKa JOKyMEHTOB GHOIMOTEYHOrO (BoHIa.

431. Vuer m o006paboTka JTOKYMEHTOB OCHOBHOIO (GoHIa OCYIIECTBISACTCS
WHIMBHIAYAJIGHEIM Ccroco0oM. CBefeHHMs O IOCTYIHMBIIMX IE€YATHBIX JOKYMEHTax
ssocsTes B «KHUTY cyMMapHOro yuera JOKyMEHTOB OCHOBHOTO (hoHIa».

IlocTynMBIIMM JOKYMEHTaM IPUCBAaMBAlOT WHIMBHAYAIbHBIM pPETHCTPAHOHHBIN
moMep (MHBEHTapHBI HOMEp WJIM HHOM 3HaK, TMPUHATBIA B  KaueCTBE
PETHCTPAIMOHHOTO HOMEPA, CHCTEMHBI HOMEp Ul 3JIEKTPOHHBIX JTOKYMEHTOB) H
muOp XpaHEHUS.

PerscTpanMoHHBIe HOMepa M IIU(QPBH OTMEYAIOT B PErMCTpax WHIMBHUIYAJIBHOIO
V49eTa JJOKYMEHTOB — MHBEHTapHO! KHUT'E, KAPTOTEKE PETUCTPAINU ra3eT, )XypHaJoB,
VHeTHOM 0a3e TaHHBIX.

Bce 3K3eMILISIpBI MPUHATHIX U31aHUHA ITEMIIEIIOIOTCS. LLITeMHeJIL C HaMEHOBaHHEM
o0pa3oBare/IbHON OpraHu3aIiy JOKECH OBITh np;IMoyronLHon (G opMBbI, pa3MepoM He
ooxpme geMm 1,5 X 4 cM.

[Itemmnens cTaBUTCS Ha O0OPOTE TUTYJIBHOTO JHCTa (IIPU OTCYTCTBHM THUTYJIBHOTO
JHMCTa — Ha IEPBOI CTpaHWIlE TEKCTa IOJ 3arjiaBueM), Ha 17-# cTpaHuIle TOX
TEKCTOM B JIEBOM HIDKHEM YIIy U Ha 000poTe KaxIoro npuioxkenus. Ha Gpomropax
¥ JKypHajax IITEMIIC]h CTABUTCS TOJNBKO HA OOJIOKKE WIM Ha IEPBOM CTpPaHUIE
TEKCTa.

CoctaB OCHOBHOro ¢oHma (GUKCHUpPyeTcs B KapTOYHOM al(aBUTHOM Karajore, B
3IEKTPOHHOM 6a3e TaHHBIX OMOINOTEKH.
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4.3.2. Vuer u 06paboTKa crienuatn3upoBaHHoro ¢onja. CrnenuanisupoBaHHbIi GOH
VYUTHIBAETCA M XPAHUTCS OTACIBHO OT OCHOBHOTO OMOIMOTEUHOTrO HOHIA.

Vyer JOKYMEHTOB CIEIMAIU3MPOBAHHOIO (QOHIA, KaK MHOTO9K3EMIUIIPHON
JMTEPATyphl, OCYLIECTBISIETCS TPYIIOBBIM crocobom M orpaxaercs B «KHure
CYMMAapHOTO0 yueTa yue6HOro GoHIa» U B KAPTOTEKE PETMCTPAIHOHHEIX KapTOYCK.

Ha kax10e HAVMEHOBAHHE JOKYMEHTOB CIIEIMAM3UPOBAHHOTO (OHIA 3aBOIHUTCS
oTAenbHas ydeTHas Kaprouka. Kaprouku ¢ 6ubarorpa@uiecKuM ONMUCaHNEM U3TaHuN
yueOHMKOB PacCTaBISIOTCA B YYETHYIO KapTOTEKY IO KJIaccaM, a BHYTPU KJIacCOB —
no andasuTy GaMwiuii aBTOpOB WM 3ariaBuil. s KOHTPOIA 32 COXPaHHOCTBIO
VYETHBIX KapTOYeK OHHM DErucTpUpyloTcs B «KypHaje pErucTpanid Y4eTHBIX
KapTO4eK y4eOHUKOBY.

Texnnueckas 00paboTka JOKYMEHTOB IIPEyCMaTPUBAET CICAYIOIINE OCPALHH:



» NPOCTAaBICHME Ha KaKIOM JOKyMEHTE mITeMmImelns OHONMOTeKH B
COOTBETCTBUU C IIyHKTOM 4.3.1 HACTOSAILETO MOJOKECHHS;

« VCTaHOBICHHE CPENCTB 3aLUTH OT YTPaThl (MArHUTHBIA JaTYMK, paJHOYHMIIL,
HHOM B MApKHPOBKN);

» H3TOTOBJEHUE U MPHUKPEIUICHHE K TOKyMEHTY nacrnopra ydeOHuka. ITacmopr
yueOHMKA OPUKICHBACTCS Ha MOCIEIHEN CTpaHHIE y4eOHUKA, 3al0IHACTCS
MIPH BBIAY€ YUTATEIIIO.

VuerT cnenualu3upoBaHHOTO (OHAA IPENyCMAaTPUBAET OTPAXEHHE €ro COCTaBa B
cupaBo4YHO-OMOIHorpaduyeckoM anmnapare 6MOINOTEKH, B TOM YHUCIE B OJIEKTPOHHON
Oase 1aHHBIX. '

4 4 BeiObITHE JOKYMEHTOB OHOIHOTEYHOrO QOH/A.

44.1. IlpuuuHB, MO KOTOPHIM IOKYMEHT MOXET OBITh BBEIBEJEH H3 COCTaBa
fubnmorednoro (OHAa, BKIOYAIOT B TOM YHCIE BETXOCTh, JE€(EKTHOCTE,
YCTapelIocTh 10 COEPKaHuo, yTpaTy. VIcKiodeHre JOKyMEHTa U3 OMOIMOTEYHOrO
doHIa TPOBOIUTCS HAa OCHOBAaHWM aHAIN3a COCTaBa OMOMMOTEYHOro GoOHIA H
PE3YJIBTaTOB €T0 MPOBEPKHU.

4.4.2. TTox BETXOCTHIO JOKYMEHTa TOHUMAIOT PE3YJIbTAT €CTECTBEHHOIO CTapCHHSA
WA QU3NIECKOro U3HOCA JOKYMEHTA.

44.3. Ilox neheKTHOCTHIO JOKYMEHTa MOHUMAIOT YaCTHYHYIO MM ITOJIHYIO YTpaTy
3KCILTyaTallMOHHBIX KaUueCTB TOKYMEHTA B PE3y/IbTaTe BHENIHETO BO3ACHCTBHAL.

444 Tlom ycTapenoCThIO IO CONEPKAHMUIO IIOHHMMAIOT IIOTEPIO aKTyaJlbHOCTH
TEMaTHKH, MOATBEPKAAEMYIO OTCYTCTBHEM crpoca guTaTeNe,
HEBOCTPEOOBAHHOCTHIO B NEpepaclpeie/iCHUH U peau3allki.

4.4.5. Tlox yTparoii JOKyMEHTa TIOHUMAIOT €r0 OTCYTCTBUE B (hoHAE OMOIHOTEKH IO
NpHYKMHAM IIOTEPH, XUINCHUs, OEICTBUI CTUXUIHOrO, TEXHOTCHHOIO (B TOM YHCIIE
XaKEpCKOM aTakW W HEBOCCTAHOBHMOIO cOOsl 3JIEKTPOHHOIO OOOPYHOBaHMSA) WM
COIMATBHOTO XapaKTepa, 0 HEYCTAHOBICHHOW MPUYMHE.

4.4.6. TIporecc MCKIIOYCHUS TOKYMEHTOB U3 (OHIA OMOIMOTEKH OCYIIECTBIISICTCS B
COOTBETCTBHH ¢ IIOpAAKOM yueTa JOKYMEHTOB, BXOAAIIUX B COCTaB OUOIMOTEYHOrO

dona, yTBepKIeHHBIM TprUKa3oM MuHKyIbTyphI oT 08.10.2012 Ne 1077.

4.4.7. BeiObITHE JOKYMEHTOB OMOIMOTEYHOTO0 OH/A IPOU3BOJUTCS B PE3YIBTATE UX
CIIMCaHMs KOMUCCHEH, CO3aHHON PYKOBOIUTEIEM 00pa30BaTeIbHOM OpraHu3aIyH.

4.4.8. Yrunuszanus CIMCAHHBIX JOKYMEHTOB OUOIMOTEYHOro (OHIA NPOM3BOAUTCS B
COOTBETCTBHUH C 3aKOHOATEILCTBOM PD.

5. IIpoBepka J0KyMeHTOB OHOHOTEe4HOr0 GoHIA



51. Tlnamosas TNpOBEPKA JIOKyMEHTOB GuomoTedroro  (onna nposoauICca €
1IeproAUYHOCTBIO ompH pa3 B IATH JCT Ha OCHOBaHWH rpaduka MPOBEPKH,
YTBEPIKACHHOTO IAPEKTOPOM MOY CIII Ne98.

5.2. BuemanoBai mpoBepKa JTOKyMEHTOB GuGmoTeunoro Gomaa IPOM3BOJUTCS B
oBs3aTeNBHOM MOPSIKE:

o mpu BBHIABICHMN hakToB  XMIICHIL, 3joymoTpebeHnt A nopuu
JOKYMEHTOB;

« B ciyuae CTHXMHHOTO GencrBus, TOKapa MM ApYyTHX ype3BBIYAHBIX
CcATYalWii, BBI3BAHHBIX 3KCTpEMAaJIbHBIMH yCIOBUSMH;

« TpH peopraHusali WA TUKBUIAAN o6pa30BaTean0171 opraHu3alum.

5.3. IlpoBepka donma Ha IpeAMeT HATHId B HEM [IOKYMEHTOB, BKJIFOUECHHBIX B
®CDOM, 1poBOAMTCA.

« TIp¥ NOCTYTLICHMH HOBBIX JIOKyMEHTOB B donx;
. cpcreMaTHuecKy (HE Pexe oJHOro pasa B TpA MecaIa) yTeM CBEpKH ®COM
co cnpasoqno-6n6nuorpaq)nqecmm armaparoM Qona OuOINOTCKH.

5.4. Tlo wroram MPOBEPKH [ejaror - 6uoIMOTeKaph COCTABISET AKT, ONUCHIBACT 1
XpaHuT ero B 6rONHOTEKE B TEUCHUC CpOKa, yCTaHOBJICHHOTO HOMEHKJIaTypo# e
Ecni Kakue-T0 JMOKYMCHTE OTCYTCTBYIOT 11O HeyCTaHOBJIeHHoﬁ npuduHe, TO K aKTy
TPUKIaIBIBACTCA 1X CIUCOK, B KOTOPOM puKCUpYIOTCA cBeJeHMA O KOIAIECTBE
JIOKyMEHTOB GuemoTedroro Qonna B HATMUMd U KOJNAYECTBE OTCYTCTBYIOIIUX
JTOKyMEHTOB, B TOM qucae 10 HeyCTaHOBneHHoﬁ npuuuHe. B aKTe TaKKe
yKa3bIBAKOTCS HOMEP u JaTa aKra mpe Bl Ay IeH TPOBEPKU.

[lpu BEISBICHUH B mponiecce  TPOBEPKH donna OTCYTCTBYIOLIUX JIOKyMEHTOB 1
HEBO3MOKHOCTH yCTaHOBIIEHHA BMHOBHBIX JIAI yOBITKH TIO HeJOCTauaM CIHCHIBArOTCA
B COOTBETCTBUH C JefcTBYIOIIIM 3aKOHOJATEIbCTBOM.

5.5. Jlns TpOBEPKA GuGmoTedroro  oraa o6pa3013aTenLH0171 opraHusanuy Ha
mpeMeT HanudIud B HeM IOKyMCEHTOB, BKJTIOUCHHBIX B ®COM, B o6pa303aTean0171
opraHu3aliy co3jaeTcs crenuanbHad Komuccus 10 CBEPKE Gu6moTedHoro GoHaa ¢
®ejiepaibHBIM CIIHCKOM 3KCTPEMHUCTCKUX MaTepHuajoB, BEISBJICHHIO, HM3BATHIO 1
YHAYTOKCHHIO SKCTPEMUCTCKUX MaTepuanoB (mamee — Kommccus 1O HPOBEPKE
3KCTPEMMCTCKIX MaTepuaos), KOTopai cECTEMATIYECKH (HE PeKe OJIHOTO pa3a B TPH
MecsI@) OCYyIeCTBIACT IIPOBEPKY 6rOIMOTEYHOTO donma o6pa3013aTem,H0171
opraHu3aluy Ha mpeaMeT HamAuMA B HeM JIOKyMCHTOB, BKJIFOUCHHBIX B ®COM,
TyTEM CBEPKH ®CDOM co cnpaBquo-6u6nﬂorpa<buq60KnM ammaparoM GoH/a.

[Ipw BEIBICHAN JOKYMEHTa, BKJIFOUEHHOTO B ®CPOM, Ha dTane KOMIUIEKTOBaHMS
dbonna yKa3aHHBI} JOKyMEHT HC [TOJIEKHT BKIFOUCHUIO B GuGmoTeunbil GO
o6pa303aTenLH0171 opraHu3aliu.



S cayuae BHIABICHUA JOKYMEHTa, BKIIOUeHHOro B ®COM m yxke HaxomsImerocs B
Sosge OubnmoTexkd 00pa3oBaTENBHOW OpraHW3allid, JOKYMEHT HCKIIIOYaeTCS W3
S@0aH0TEYHOro POHA Y IOUIEKUT YHUUTOKEHUIO.

&. Hopsaaok nonb3oBaHuA OHOTHOTEKOT

6.1. 3amice oOywaromuxcsi 00pa3oBaTeNbHON  OpraHM3aluU B OUOIHOTEKY
OPOM3BOJUTCA II0 CIMCOYHOMY COCTaBy Kiacca B HMHIUBHIYaTbHOM IOPSIKE,
DEAarorn4ecKuX M HMHBIX Pa0OTHUKOB 0Opa3oBaTelbHOW OpraHu3allid, POIUTENeit
(MHBIX 3aKOHHBIX IPECTaBUTENEH) 00ydaroImuxcs — o nacnopty. [lepepeructpanms
noab30BaTeNnel OMOIMOTEKH MPOU3BOIUTCS €XKETOIHO.

6.2. JIoKyMeHTOM, MOATBEP)KIAIOUIMM TIPaBO TOJIB30BaHMS OMOIHOTEKOM, SABIAETCS
9UTAaTeNbCKUA  QopMyisap. Uwrarensckuil ¢GopMyisip (GUKCHpyeT aaTy BEIIAYd
MOJIE30BATENIO JOKYMEHTOB U3 (hoHIa OMOIMOTEKH U UX BO3BpAICHUS B OUOIHOTEKY.

6.3. ITopsinok mop30BaHUS A00OHEMEHTOM:

6.3.1. ITonp30BaTey UMEKOT MPABO MOJIYYHTh HA JOM U3 MHOTOTOMHBIX M3JaHWI He
Ooee AByX JOKYMEHTOB OJHOBPEMEHHO.

6.3.2. MakcuManbsHbIe CPOKH TOJIB30BaHMS JOKYMEHTAMHU:

o yueOHUKH, yueOHbIE TOCOOUS — yUeOHEIH rom;
e Hay4YHO-IIOIyJIApHAs, [IO3HABATEIbHAs, XyA0XKECTBEHHAS JTUTEpaTypa — OJUH
MECHIII;
» IIEPUOJUYECKUE U3AHUSA, U3/IaHMsI OBBIIIEHHOTO CIpoca — 15 qHel.
6.3.3. Ilonp30BaTeny MOTYT NIPOIUTE CPOK MOJTB30BAHUS JOKYMEHTAMH, €CJIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTHX MOJIB30BaTEICH.

6.4. ITopsi10K MOTB30BaHUS YHTATHHEIM 3aJI0M:

6.4.1. JloxkymeHTHI, MpeJHa3HAauCHHbIC IS paboThl B YMTAILHOM 3aje, Ha JOM HE
BEIAFOTCA.

6.42. DHUMKIONEIWW, COPAaBOYHUKH, pEOKHWe, ILIEHHBIE M HMEIOIUECS B
CAMHCTBEHHOM 3K3EMIUIIPE JOKYMEHTHI BBIJAIOTCA TOJBKO JJIs pabOTHl B YUTAIEHOM
3aJe.

6.5. Ilopsinok paboThl ¢ KOMIIBIOTEPOM, PACIIOIOKCHHBIM B OMOIMOTEKE.
6.5.1. PaGora ¢ KOMNBIOTEPOM YYacCTHHKOB 00Opa3oBaTEIbHOIO IpoIecca

NPOM3BOAMTICS MO TIpaduKy, YTBEPKICHHOMY pPYKOBOIUTEIEM 00pa30oBaTeILHOM
OpraHM3alluy, U B IIPUCYTCTBUHU Ilefarora - Oubiamnorekaps.



%52 Paspemactcs paboTa 32 OJIHUM TIEPCOHAIBHBIM KOMITBIOTEpOM He Oonee ABYX
Sea0scE OIHOBPEMCHHO.

& 5 3 Tlons3oBaTelb UMECT IPABO paborath € CcOOCTBEHHBIM HOCUTCIICM pH(OpMaIH
SocaEe NpeABapUTEILHOTO TeCTHPOBAHMUA ero NefaroroM - OUOIMOTEKAPEM.

& 54 Tlo BceM BOIpOCaM IoMCKa pHbopMaIuK B HHTCPHETE [0J1B30BaTeNb JTOJDKCH
pbpamatecs K mejarory - GHOTMOTEKApIO; 3aNpemacTCs obpaieHre K pecypeam
@ETepHETa, IPENOIAraloniM oruiary.

6.5.5. Pabora ¢ KOMIBIOTCPOM IPOM3BOIMTCS COTIIACHO YTBep)KHeHhBIM CaHUTapHO-
rErACHAYCCKHAM TPEOOBAHIAM.

7. IipaBsa H 0083aHHOCTH OHOTHOTEKH
7 1. Tleaaror - GUOIHOTEKAph HMECT TpaBo:

e CaMOCTOSTENHHO BHIOHPATE dopmsl, cpeiacTsa H METOIbl OMOIMOTEUHO-
HHPOPMALIMOHHOTO 00cCIy)KABaHUA 06pa30BaTebHOr0 H BOCIIATATEIBHOTO
[IPOIIECCOB B COOTBETCTBUN ¢ LeqAMH ¥ 3aJauaMi, YKasaHHBIMH B yCTaBe
MOY CIII Ne98 1 mosoxKeHun o OMOINOTEKE;

« TPOBOMWTH B yCTAHOBICHHOM nopsKe (haKyIbTaTHBHBIC 3aHATHS, YPOKU U
KPYKKH 616 IMOTeuHO-6MOTHOrpadhuICCKUX sganuil ¥ MHGOPMAIMOHHON
KyJBbTYPBL;

e OMpEC/ATh HCTOIHHUKH KOMILTEKTOBaHMS HHPOPMAIMOHHBIX pecypcCoB;

e W3EIMAaTh H pEATH30BHIBATH JOKyMeHTEl U3 (OHIOB B COOTBETCTBHU C
MHCTpYKUHEH 10 YHeTY Gubmoredroro GoHMa; '

o ydacTBOBaTH B COOTBSICTBHH C 3aKOHOJATEIBCTBOM P® B pabote
GO IMOTEHBIX aCCOMAIHi HH COO30B.

7 2. Tlemaror - GHOMMOTEKAPE 00s3aH:
. ofecreunTh TOTH30BATEIM BOSMOKHOCTS paborsl ¢ HHGbOPMAIMOHHEMI

pecypcamu OUOIMOTEKH;
« uH(GOPMHPOBATDH oJNB30BaTENe O BHIAEX IPEAOCTABIACMBIX BUOIHOTEKOH

YCIIYT;
e OCYIIECTBISTH IUIAHOBBIC 1 BHEILIAHOBHIE MPOBCPEH gubamoreanoro GoHIa,
peryJiipHO OCYIIECTBIIATH IPOBEPKY OROAMOTCIHOIO dona

06pa3013aTenLH0ﬁ opraHu3alii Ha MPEIMET paTHuEs B HEM JOKYMCHTOB.
BKJTIOYEHHBIX B ®COM:

« 0DecreunTh HAY9HYEO OpraHu3aliio (OH/IOB U KaTaIOros.

« HopMupoBaTh doHasl B COOTBETCTBHM ¢ yTBEpKICHHBIMH deacpatbHEIMH

nepeuHAMHU yaeOHBIX p3qaHuii,  OCHOBHBIMH 0OpazoBaTeIbHBEIMH
mporpaMMaMu oOpasoBaTelbHON OpraHM3aluH. HHTCPSCaMH.

SOTPEOHOCTAMH 1 3AMPOCENE BCeX KaTeropui [OJTG30BATENCH:
« COBEPIICHCTBOBATH nﬂcpopnnﬂonﬂo-6n6nnorpa(buqecxoe H OHOIWOTSHHOS
0OCTVKUBAHUC [IOJIF30BATEACH:



. ObecrcuMBaTh COXPAHHOCTH HCIIONB30BAHMA gocuTenell MHpOpMaIlyH, HX
CHCTEMATH3AIMIO, Pa3MEIICHIE U XPAHCHAC,

. obecreumBarh pEXHM paboTEl B COOTBEICTBHM C TMOTPEOHOCTAMM
[oTb30BaTeNel 1 paboTon MOY CIII Ne98;

« OTYWTHIBATHECSA B YCTAHOBIECHHOM MOPSKS HEPEA PYKOBOIMTEIEM MOV ClI
Ne9g.

8. [IpaBa H 00513aHHOCTH noJib3oBaTelieil OH0INOTEKH
% 1. [Tonp30BaTeny OUOIHOTEKH HMEIOT IPABO:

e TOJYYaTh TOJHYIO uHGOpMAIMIO O COCTaBe oubnuoTeusoro (GoHna,
pHGOOPMAIIMOHHBIX PECYpcax U IpEI0CTaBIIIeMBIX OUOIMOTEKO! yCIyrax,

e TI0JH30BaTHCH cnpaBqu0-6H6nHorpa(quecmM anmapaToM OMOTHOTEKH;

« mOXyd4aTh KOHCYJIBTAHOHHYIO IOMOIIE B noucke U BHIOOpE HMCTOYHHKOB
pHpOpMaIH;

« TOXydaTh BO BPEMEHHOE MOJNB30BAHUC HA abOHEMEHTE U B UUTAIBHOM 3aJI€
euaTHBIC W3J@HKs, ayIMOBU3YalbHBEIE JOKYMEHTB! U Jpyrie HMCTOYHHKH

uHOOpMALH;
£
« TpOUIEBATh CPOK MOIB30BAHUA JOKYMEHTaMU;
o moONy4arh  TEMATUYCCKHUE, axTorpadudeckue,  yYTOUHAIOMIAS u

ouGorpaduuecKue CIpaBKu Ha OCHOBE dora OMOIMOTEKH,

e TONydYaTh KOHCYJNBTALMOHHYIO IMOMOIUIb B paGote ¢ uHGbOpMAIMeH IpPH
OMB30BaHHH IEKTPOHHBIM I HHBIM 000Dy 10BAHHEM;

 Y4YacTBOBaTh B MEPONPHATUAX, IIPOBOTMMEIX OHOIHOTEKOH.

8 2. Tonp3oBaTeu ONOIHOTEKH 00s3aHBbI:

e COOMIOIATH MpABHUIIA MONB30BAHMSA OUOIMOTEKOI;

o GepeKHO OTHOCUTHCS K MPOU3BEACHIAM negaty (HE BHIPHIBAThH, HC 3arudarh
cTpaHul, He JemaTh B KHHTAX TIOYEPKUBAHUM, MTOMETOK), HHBIM
JIOKyMEHTaM Ha pa3INIHBIX HOCHTEILIX, 060py/I0BaHHUIO, HHBEHTAPIO;

e TOJIEPKMBATh IOPSIOK PacCTaHOBKH JOKyMEHTOB B OTKDBITOM JOCTYIIE
6uOIHOTEKH, PACTIONOKCHNS KapTOUeK B KaTajlorax ¥ KapTOTEKaX;

e [ONB30BATHCS IIEHHBIMH W CHPAaBOYHBIMU JIOKyMEHTaMH TOIBKO B
romerieHuy OHOIMOTEKH;

o yOenuThCA MPH MOIYICHUH JIOKyMEHTOB B OTCYTCTBHH nedexToB, a NpH
oOHapyKECHUHU npouH(GOpPMUPOBATH 06 sTOM paboTHHKAa OHOIHOTEKH.
OTBETCTBEHHOCTh 32 OOHApYKEHHBIC ne(eKTs B CIaBacMBIX JIOKYMCHTaX
HeceT MOCJIeIHUH M0Ib30BaTEIIb;

o PpACINCHIBATECA B UHTATEIBCKOM dopmynspe 3a KAOKIBIH TOTyUEHHBIH
JTOKyMEHT (MCKITIOUCHHE: obyuaromuecs 1-4-x KJIaCCOB);

o BO3BpAINAaTh JOKYMCHTHI B HUOIMOTEKY B YCTAHOBICHHBIC CPOKH,

o« 3aMEHSTh JIOKYMEHTHl OMONMOTEKH B CIyqae HX yTpaTsl WIA TOpYH HM
paBHOLICHHBIMU 1160 KOMIIEHCHpOBATh YIIEPO B pasMepe, yCTaHOBJICHHOM
TIpaBIIaMH T0JIb30BAHNA OUOTHOTEKOM;



¢ GuOIMOTEKOH TIO JiCTEUeHMH CpOKa OOydCHH

- T5HOM YUPEKACHUH.

[P .
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