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IMoso:kenue 0 OMOJINOTEKE
1. O01ue moJ10KeHu s

1.1. HacTosiee nojaoKeHue periiaMeHTUpYyeT aesaTenbHocTs oubnroreku YOY ['umuaznu
«'mmHasucT (nanee — oOpasoBaTe/ibHAS OpraHU3aINs).

1.2. Hacrosimee nmojoxeHue pa3padoTaHo B cOOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoii deneparuny, mpuka3om
Munkynstypsl oT 08.10.2012 Ne 1077 «O6 yrBepxkaenun Ilopsaka yuera JOKyMEHTOB,
BXOJIAIIMX B COCTaB OMOIMOTEYHOr0 (JOHIA» C y4eTOM MuchMa MUHOOPa30BaHUS OT
23.03.2004 Ne 14-51-70/13 «O I[IpumepHOM MOJIOKESHUHU O OUOIHOTEKE
o0mieo0pa3oBarenbHOro yupexaeHus», Metoquueckux pexkomenaanuiit ®I'bHY «HIIb um.
K.J. Yomackoro» ot 31.05.2017, pekomennaruit MuakyasTypsl ot 12.09.2017 o pabote
OuOIMOTEK ¢ JOKYMEHTaMH, BKIIOUEHHBIMH B ()eiepalibHbII CIIUCOK AKCTPEMHUCTCKHUX
MaTepHaJIOB.

1.3. bubnunoreka sBISETCS CTPYKTYPHBIM MOApa3zieeHueM 00pa30BaTeIbHOW OpraHu3alum,
CO3JIaHHBIM B LIEJISIX 0OECIIeYeHNUs IIpaBa y4aCTHUKOB 00pa30BaTEIbHOIO MPOLEcca Ha
OecruiaTHOE MOJIb30BaHNE OMOINOTEYHO-UH(OPMALIMOHHBIMH PECYpCaMH.

1.4. TTopsiiok MOIb30BaHUsI UCTOYHUKAMH MH(POPMALIUH, IEpeYeHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEAOCTABICHUS ONPECIISIIOTCS HACTOSIIIUM MOJIOKEHUEM 0 OMOINOTEKE U
MIpaBUJIAMU MOJIB30BaHUs OMOINOTEKOM, YTBEP)KICHHBIMH PYKOBOJIUTENEM 00pa3oBaTeIbHON
OpraHu3alyHy.

1.5. Opranuzanust 06cyKMBaHNs Y4aCTHUKOB 00pa30BaTeNbHOTO MpoIiecca MPOU3BOIUTCS B
COOTBETCTBHUH C IPABUJIAMHU TEXHUKH 0€30MaCHOCTH U MIPOTHBONOKAPHBIMU, CAHUTAPHO-
TUTUCHUYECCKUMHU Tpe60BaHI/I5[MI/I.

2. Hean, 3anauu, GyHKuuu 0UOIHOTEKHU

2.1. Ilenu OUOIMOTEKH COOTBETCTBYIOT LENISIM 00pa30BaTeIbHON OPraHU3aIliK U BKIIOYAIOT
B ce0s1 B TOM unciie: popMupoBanue oOmiel KyIbTyphl JUYHOCTH 00yUJaIOIIUXCSI Ha OCHOBE
YCBOCHHMS COJIEpyKaHHUsI OCHOBHBIX 00111e00pa30BaTeIbHBIX IPOrPaMM, X aJanTaius K KU3HHU
B OOIIECTBE, CO3/TaHNE OCHOBHI JUISI OCO3HAHHOTO BBIOOPA M TIOCIIEIYIONIETO OCBOSHHS
npodeccCHOHATBHBIX 00pPa30BaTENbHBIX MPOTPaMM, BOCIIUTAHUE IPaXIaHCTBEHHOCTH,
TPYIOIIO0US, yBaXKEHHS K IMpaBaM U CBOOOaM YeJIOBEKa, JTIOOBH K OKPYXKaIOIIeH MPUPO/IE,
Ponune, cembe, popmupoBanue 370poBoro 0dpasa KU3HU.



2.2. 3amauamu 6UOIHOTEKH 00pPA30BATEILHON OPTaHU3AINH SIBIISTFOTCS:

o0ecrieyeHrne y4acTHUKaM 00pa30oBaTeIbHOTo Mpolecca — 00yJaronmmcs,
HEearOrMYECKUM pabOTHUKAM, POIUTEISIM (3aKOHHBIM MIPEICTABUTEIISIM)
oOyuvaronmxcs (anee — mojb30BaTeNsiM) — J0CTYyIa K HH)OPMALIUK, 3HAHUSM,
UesM, KyJIbTYPHBIM LEHHOCTSIM ITOCPEICTBOM UCIOIb30BAHUS OUOINOTEUHO-
nH(OPMALIMOHHBIX PECYpPCOB 00pa30BaTEIHbHON OpraHU3aAINH,

BOCIIUTaHHE KYJIBTYPHOI'O U IPAXKAAHCKOTO CaMOCO3HAHMsI, IOMOILb B
couManu3aluy o0y4yaroulerocs, pa3BUTUU €ro TBOPYECKOr0 NMOTEHINANIA,
IIPUBJICUEHUE 00YUAIOIIHUXCS K CUCTEMATHYECKOMY YTEHHIO Y4eOHOH,
XyI0KECTBEHHOM, HAyYHO-TIOIIYJISIPHOM JIUTEPATYPBHI;

CoJIelicTBUE Pa3BUTHIO MI03HABATENbHBIX HHTEPECOB U CIIOCOOHOCTEH
oOyyJarouuxcs;

(dbopMHpOBaHKE HABBIKOB HE3aBUCUMOT'O OMOIMOTEYHOI0 MOJIb30BaTENs, 00yUeHHE
MIOUCKY, OTOOPY ¥ KPUTHUYECKOH OIIEHKE NH(pOpPMAIINY,

cojieiicTBUE MeJaroru4eckiM pabOTHUKAM B [10100pe HayYHO-METOINYECKON
JUTEPaTyphl, THPOPMHUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEYHBIN (QOH;
COBEpPILLIEHCTBOBAHHE MIPEJOCTABIAEMBIX ONOINOTEKOM yCIyr Ha OCHOBE BHEJPEHUS
HOBBIX HH(OPMALMOHHBIX TEXHOJIOTHHA M KOMITBIOTEPU3auN OMOIMOTEUHO-
WH(POPMALMOHHBIX TPOLECCOB, GOpMHUpPOBaHUE KOM(POPTHOM OHOIHOTEUHOMH
Cpebl.

2.3. bubnuorteka BBIOTHACT CleAyoNUe (yHKIUH:

2.3.1. ®opmupyet GoHa OMOIMOTEUHO-UHPOPMALIMOHHBIX PECYPCOB 00pa3oBaTeNIbHON
OpTaHU3aINH

KOMIUIEKTYeT OCHOBHOM (DOHJ] y4eOHBIMH, XY0KECTBEHHBIMU, HAYYHBIMH,
CIIPABOYHBIMH, TIEIaTOTHYCCKUMH W HAyYHO-TTOMYJISIPHBIMU JIOKYMEHTAMH;
y4acTBYET B KOMITJIEKTOBAaHUH CIIEIUATHN3UPOBAHHOTO (OHIa ydeOHUKaMH U3 YKCiIa
BXOJIANINX B (De/iepabHbIN MTepeueHb YYCOHUKOB, JOMYIIEHHBIX K UCITOJIb30BAHUIO
MU pealin3alii UMEIOIUX FOCYIapCTBEHHYIO aKKpEeIUTaIMI0 00pa3oBaTebHBIX
MporpamMm Ha4aJIbHOT'O OOIIET0, OCHOBHOTO O0IIIEro, CPEHETO OOIIETO
o0pa3oBaHus, U YUeOHBIMU TOCOOUSIMH, TOMYIIEHHBIMU K UCTIOTB30BAHUIO TIPH
peanu3aniy yKa3aHHBIX 00pa30BaTENbHBIX MPOTPaMM;

aKKyMynupyeT GOHJI JOKYMEHTOB, CO3/JaBa€MBIX B 00pa30BaTeNbHOM OpraHu3alun
(myGnukanuii ¥ paboT MmeaaroroB 00pa3oBaTeIbHON OPraHU3aIMH, JTYUIIIHX
HAYYHBIX Pa0bOT U pedepaToB ydyaiuxcs u Jp.);

OCYIIECTBIISIET pa3MeIleHNe, OPraHNu3aIuio H COXPaHHOCTh JIOKyMEHTOB,;
OpraHu3yeT U BeJIeT CIPaBOYHO-OMOIMorpadueckuii anmapar: Karajaoru
(ayhaBUTHBIN, CHCTEMATUIECKU), KAPTOTEKH (CHCTEMATHYECKYIO KAPTOTEKY
CTarel, TeMaTUYECKHE KapTOTEKH), DJICKTPOHHBIH KaTaior, 0a3bl TaHHBIX IO

npod o 00pa3oBaTeIbHON OpraHU3aIuH.

2.3.2. OcymiectisieT quddepeHIpoBaHHOE OMOINOTEYHO-HH(POPMAITTOHHOE
o0cry>)KuBaHHe 00y4aroIIUXCsl:

MpeaOoCTaBJIACT I/IH(I)OpMaI_II/IOHHLIC PECYpPChI HA PA3JIMYHBIX HOCUTECIIAX,



e OpraHusyeT oOy4eHHE HaBbIKAM HE3aBUCHUMOTO OMOIMOTEYHOTO MOIH30BATEINS U
notpedurens HHGopMaIH, COACUCTBYET UHTErPallui KOMIUIEKCAa 3HAaHUM, YMEHUN
Y HaBBIKOB PabOThI ¢ KHUTOW U MH(POpMAIUEH;

e OKa3bIBaeT MH()OPMALIMOHHYIO MOAJIEPKKY B PELICHUU 3aa4, BOSHUKAIOIIUX B
nporecce yueOHoM, caMoo0pa30BaTeIbHON U JOCYTOBOM NEATEIIEHOCTH
oOyyJaronuxcs,

e OpraHU3yeT MAcCOBBIC MEPOTIPHUATHS, OPUCHTHPOBAHHBIC HA PA3BUTHE OOIICH 1
YUTATEIbCKON KYIbTYphl TUYHOCTH;

e COJCHCTBYET MEeIarorn4ecKuM pabOTHUKAM B OpraHU3aIlui 00pa30BaTeIHLHOTO
mpolecca 1 Jocyra 00y4aromuxcsl.

2.3.3. OcymiectBisieT auddepeHnpoBaHHOe OUOIMOTEUHO-MHPOPMAITMIOHHOE
00CITyKMBaHUE MEIarOTMIeCKUX PAOOTHUKOB!

e BBIABJISIET MHPOPMALMOHHBIE HOTPEOHOCTH U YJOBIETBOPSIET 3aIIPOCHI, CBSI3aHHbIE
¢ 00yueHHeM, BOCIUTaHHEM 00y4Jaromuxcs,

e COJEHCTBYeT NPo(hecCHOHAIBbHON KOMIETEHIIUH [1€1ar0roB, MOBBIILICHUIO
KBaJM(UKAINU, TIPOBEJICHUIO aTTECTAIINH;

e OCYIIECTBIISICT TeKylllee HHHOPMUPOBaHHE (IHU HHPOPMALIUH, 0030PBI HOBBIX
NOCTYIUICHUH M yOJIMKAIINK);

e CIIOCOOCTBYET MPOBEIECHUIO 3aHATUH 110 (POPMUPOBAHUIO HHPOPMALIMOHHOM
KYJBTYPBI 00y4aroImuXcs, SIBIsIETCst 030 ISl MPOBEACHUS MPAKTUIECKUX 3aHATUI
1o pabore ¢ HH(POPMALIMOHHBIMH PECYPCaMH.

2.3.4. Ocymiectisier quddepeHIMpoBaHHOE OUOINOTEYHO-MH(POPMAITMOHHOE
o0CIy)XUBaHHE poauTeseh (3aKOHHBIX MPEICTABUTENCH) 00yJarOIIUXCS:

e YJIOBJIETBOPSET 3aMPOCHI MOJIb30BaTeNCH U UHPOPMUPYET O HOBBIX MOCTYIUIEHUSX B
Ou0IMOTEKY;

e KOHCYJBTHUPYET I10 BOIIPOCAM OpraHU3alMKU CEMEMHOI0 YT€HHUs], 3HAKOMUT C
uH(popMalelt 10 BOCIUTAHUIO JIETeH;

e KOHCYJBTHUPYET 110 BOIIPOCAM YUEOHbBIX W3JaHUN AJI 00YJaroLXCsl.

3. Opranuszanus aesATeJbHOCTH OMOJIHOTEKH

3.1. Ob11ee pyKOBOJICTBO AEATEIbHOCTbIO OMOIMOTEKH OCYIIECTBISIET PYKOBOIUTEIh
o0pa30BaTeNbHON OpraHu3aluu.

3.2. HemocpenctBeHHOE PYKOBOACTBO OMOIMOTEKOM OCYIIIECTBISET 3aBEAYIOMINI
OMOIMOTEKOM, KOTOPBII HA3HAYAETCSl PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBenyromnuii OMOIMOTEKON HECET OTBETCTBEHHOCTH B MPEIEIax CBOSH KOMIETESHITUH 3a
OpTraHU3aIMI0 U PE3YJIbTaThl AEATEIbHOCTH OUOINOTEKH.

3.4. 3aBenyrouuii 6MOIMOTEKON pa3pabaThIBaeT U MPECTABISAET PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHU3aIMN Ha YTBEP)KICHNE CIECTYIOINE JOKYMEHTHI:

e TIOJIOXKEHUE 0 OMOIMOTEKe, MpaBUiia MOJIH30BaHUS OUOIHOTEKO;
e TIOJIOXKEHUE O IUIATHBIX YCIIyrax OUOIMOTEKH,
e TUIAHOBO-OTUYETHYIO IOKYMEHTAIIHIO.



3.5. B coctaB OMOIMOTEKU BXOIUT:

e a0OHEMEHT;

e YUTAJILHBIHN 327,

e OTAEN y4eOHHKOB,

e oTzen HHHOPMAITMOHHO-OMOIHOrpaduIecKoil paboThI;

e (OHI U CICNMATU3UPOBAHHEIN 31 PabOTHI C MYIBTUMEIUUHBIMU U CETEBHIMH
JIOKyMEHTaMH,

e MeauaTeka.

3.6. bubamoreuHo-nHGOPMAIIMOHHOE 00CITY)KMBAaHHUE OCYIIECTBIISCTCS B COOTBETCTBHH C
IIaHaM# paboThl OMOTMOTEKH U PEKUMOM pabOThI 00pa30BaTEILHON OpTraHU3alIHN.

3.7. bubnmoreka BIpase MPeAOCTaBIATh IUIATHBIE OMOIMOTEeYHO-MH(POPMALIMOHHBIE YCIYTH,
nepevyeHb KOTOPBIX ONpeeNIIeTCsl YCTaBOM 00pa30oBaTeIbHON OpraHU3alHH.

3.8. PexxuM paboThl OUOIMOTEKN OMpEAeNsaeTcs 3aBeIYIOINUM OMOTHOTEKON C YyI4eTOM
pexxuma paboTsl 00pa3oBaTenbHOM opranu3anuu. OUH pa3 B MECSII MPEayCMaTPUBACTCS
CaHWUTAPHBINA JICHb, B KOTOPBIN 00CITY>)KUBaHUE MTOJIb30BATEIICH HE TIPOU3BOUTCS.

4. Y4er nocTynjieHusl U BbIOBITHS JOKYMEHTOB O0u01MoTedHoro gonaa
4.1. Tlpuem 1O0KyMeHTOB B (pOH] OMOITMOTEKH BKIIFOYACT CIICTYIONTNE OTICPAIIHH:

e CBEpKa MOCTYIUICHUH C TIEPBUYHBIM YYSTHBIM JTIOKYMEHTOM (HAKJIaHas, aKT),
BKITIOYAOIIIM CITMCOK MOCTYNUBIINX JOKYMEHTOB;

e COCTaBJEHHE MEPBUYHOTO YUETHOIO JOKYMEHTA JUJIsl MOCTYIUICHUH Oe3
CONPOBOJUTENBHON TOKYMEHTALINH;

e perucTpanys MoCTyNMUBIINX JOKYMEHTOB B PETUCTPaxX CyMMapHOTo, TPYIIOBOIO U
unauBuayansHoro yueta (TOCT 7.0.93-2015 «bubauoreunsiii pona. TexHoMOTHS
(hopMHpOBaHUY).

4.2. Ilpy mOMOTHEHUH OCHOBHOTO OUOIMOTEYHOTO (hOoHIa HEOOXOIUMO COOTIOIATh
tpedoBanus denepanbHoro 3akoHa oT 25.07.2002 Ne 114-D3 «O npoTHBOICHCTBUN
KCTPEMUCTCKOH J1eATeNbHOCTHY. JJoKyMeHTHI, BKiItoueHHbIe B DeiepanbHblil CIIMCOK
IKCTPEMHUCTCKUX MaTepuaioB (nainee — ®COM), onyOIMKOBaHHBIN Ha OQUIIMATEHOM CalTe
Mumntocta (http://minjust.ru/ru/extremist-materials), npuoOperars 3anpermieHo, mpu
BBISIBIICHUH WX B (DOHIIE — M3BIMATh M3 JIOCTYTIA.

4.3. Yder u 06paboTKa TOKYMEHTOB OMOIIMOTEYHOTO (POHA.

4.3.1. Yder u 06paboTKa JOKyMEHTOB OCHOBHOTO (DOH/a OCYILECTBIISCTCS MHIUBHIYyaIbHBIM
cioco6oM. CBeieHuUs 0 TOCTYNMUBIINX TEYaTHBIX JOKYMEHTaX BHOcATCS B «KHUTY
CYMMapHOT0 yueTa JOKYMEHTOB OCHOBHOTO (DOHIA».

[TocTynuBIIMM TOKyMEHTaM ITPUCBAaUBAOT MHAWBUYAIBHBIN pErHCTPAllMOHHBIN HOMED
(MHBEHTapHBIN HOMEP WJIM MHOW 3HAK, MPUHSATHIA B KAUECTBE PETUCTPALIMOHHOTO HOMEPA,
CHCTEMHBI HOMEp UIs DJICKTPOHHBIX JOKYMEHTOB) M MIH(p XpaHESHUS.



Perucrpanuonnsie HoMepa U MUGPHI OTMEYAIOT B PETUCTPaX MHAWBUIYAILHOTO yYeTa
JOKYMEHTOB — UHBEHTApHOI KHUTE, KAPTOTEKE PETUCTPALIUU Ta3eT, )KYpHAJIOB, yYETHON Oa3e
JTAHHBIX.

Bce ak3eMIusipbl PUHATHIX U34aHui mwremnentorTed. [lltemnens ¢ HaMuMeHOBaHUEM
0o0pa3oBaTebHON OpraHU3aIiK J0HKEH OBITh IPSIMOYTOJILHON (hOPMBI, pa3MepoM He
6oumpire uem 1,5 X 4 cMm.

[ITemrens cTaBUTCS Ha 000POTE TUTYIILHOTO JIUCTA (IIPU OTCYTCTBUH TUTYJILHOTO JINCTA —
Ha [EPBOI CTPAHUIIE TEKCTa IOJ1 3arjaBueM), Ha 17-i cTpaHuIle MO/ TEKCTOM B JICBOM
HIDKHEM YTJTy U Ha 000poTe Kakaoro npuioxenus. Ha Oporirtopax u xypHajiax mTeMIeNnb
CTaBUTCSI TOJIBKO Ha 00JI0KKE MIIM Ha IEPBOM CTPAHULIE TEKCTA.

CoctaB ocHOBHOTO (hoHIa PUKCUPYETCS] B KAPTOYHOM aJI(DaBUTHOM KaTajiore, B
AJICKTPOHHOU 0a3e TaHHBIX OUOIMOTEKH.

4.3.2. Yder u 00paboTka crienuain3upoBanHoro ¢onja. Crnenuann3upoBaHHbIN HOH]T
YUUTBIBACTCS ¥ XPAHHUTCS OTAEITBHO OT OCHOBHOTO OMOIMOTEUHOTO (hOH/IA.

VY4er 10KyMEHTOB CIEeLUaTU3UPOBAHHOIO (POH/IA, KAK MHOT'03K3EMIUIIPHOM JIUTEpaTyphbl,
OCYILIECTBIISIETCS TPYIIIOBBIM CIIOCOOOM U oTpaxkaercs B «KHure cymmapHoro yuera
yueOHOro (oHma» U B KApTOTEKE PErUCTPALIMOHHBIX KapTOUeK.

Ha xaxn0oe HauMeHOBaHUE TOKYMEHTOB CHELUATU3UPOBAHHOTO (POHIA 3aBOIUTCS OT/IENIbHAS
yudeTHas kapTouka. Kaprouku ¢ Oubnuorpadudyeckum onvMcaHueM U3AaHuNi yueOHUKOB
paccTaBiIAIOTCA B YUETHYIO KapTOTEKY I10 KJlaccaM, a BHYTPH KJIacCOB — 10 ajaBUTy
(dhamunii aBTOpoB WM 3ariaBuil. /st KOHTPOJISA 32 COXPAaHHOCTBIO YUETHBIX KapTOUYEK OHU
peructpupyorcs B «KypHane perucTpalui y4eTHbIX KapTOueK y4eOHUKOBY.

TexHnueckas 00pabOTKa TOKYMEHTOB IIPElyCMATPUBAET CIEAYIONINE ONEepaIiu;

e TIPOCTABIICHUE HA KAXKJIOM JIOKYMEHTE IITeMITesIsl OMOIMOTEKN B COOTBETCTBUU C
myHKTOM 4.3.1 HACTOAIIETO MOJIOKEHUS,

e YCTaHOBJICHHE CPEJCTB 3AlIUTHI OT YTpaThl (MATHUTHBINA JaTYMK, PAJTAOYHII, HHON
BHUJT MAPKUPOBKH);

e W3rOTOBJICHWE U TIPUKPEIUICHHE K JOKYMEHTY Macropra yueOonuka. [lacropt
yueOHUKa MPHUKJIEUBAETCS HA TIOCeIHEeN cTpaHulle ydeOHrKa. 3amoaHsIeTCs IPU
BBIIAYE YUTATEIIO.

VYder crienuann3upoBaHHOTO (OH/A MTPEeTyCMaTPUBAET OTPAKEHUE €T0 COCTaBa B CIIPABOYHO-
oubnuorpaduueckom ammapaTe OMOIUOTEKH, B TOM YUCIE B SJICKTPOHHOM 0a3e JaHHBIX.

4.4. BpiObITHE TOKYMEHTOB OMOIMOTEYHOTO (OH .

4.4.1. ITpuuuHBl, O KOTOPHIM TOKYMEHT MOKET OBITh BBIBE/IEH U3 COCTaBa OMOIMOTEYHOTO
¢doHIa, BKIIIOYAIOT B TOM YHCIIE€ BETXOCTh, 1€()EKTHOCTh, YCTAPeIOCTh MO COJePKAHUIO,
yrpary. Uckimodenne 1okyMeHTa u3 On0aInoTedyHoro (GoHa MpOBOIUTCS HA OCHOBAHUH
aHaJM3a cocTaBa OMOIMOTEYHOrO (POHIA U PE3YIIBTATOB €0 MPOBEPKH.



4.4.2. Tlox BETXOCTHIO JOKYMEHTA IOHUMAIOT Pe3yIbTaT €CTECTBEHHOTO CTapEHUs MU
(bu3n4ecKOro U3HOCa JOKYMEHTA.

4.4.3. Ilon neeKTHOCThIO TOKYMEHTa TOHUMAIOT YaCTUYHYIO WM MOJHYIO YTpaTy
JKCIUTyaTal[MOHHBIX KaueCTB JOKYMEHTA B PE3yJIbTaTe BHEIITHETO BO3/ICHCTBHUS.

4.4.4. Tlon ycTapenocThio IO COJIEPKaHUIO TOHUMAIOT MOTEPI0 aKTyalIbHOCTH TEMATHKH,
MOJITBEPKIAEMYIO OTCYTCTBUEM CIIPOCA YUTATENIEH, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeesieHuy U peaan3auu.

4.4.5. Tlox yrpaToil TOKYMEHTa MOHUMAIOT €T0 OTCYTCTBHE B (POHIe OMOIMOTEKH 10
MPUYUHAM TIOTEPHU, XUIICHUS, OSJICTBUI CTUXUHHOTO, TEXHOTCHHOTO (B TOM YHCIIC
XaKePCKO# aTaku U HEBOCCTAHOBUMOT'O COOS JICKTPOHHOTO 000PY/I0BAHHMS) HITH
COILIMAJILHOTO XapaKTepa, M0 HEYCTAaHOBICHHOW MPUYHHE.

4.4.6. IIpornecc NCKITIOUYEHUS TOKYMEHTOB U3 (hoHIa OMOIMOTEKN OCYIIECTBISIETCS B
cootBeTcTBUM ¢ IlopsiikoM ydeTa JOKyMEHTOB, BXOJAIIUX B cOCTaB OMOIMOTEYHOTO (POoHAA,
YTBEpKIECHHBIM npuKazoM MunkyasTypsl ot 08.10.2012 Ne 1077.

4.4.7. BpIObITHE TOKYMEHTOB OMOIMOTEYHOTrO (POHAA MPOU3BOJIUTCS B PE3YNIbTATE UX
CIIMCAaHMsI KOMHCCHEHN, CO3/IaHHON PyKOBOAUTENEM 00pa30BaTeIbHON OpraHu3aluy.

4.4.8. YTmim3anus CliMCaHHBIX JIOKYMEHTOB OMOIMOTeYHOr0 (POHIa MPOU3BOIUTCS B
COOTBETCTBHUH C 3aKOHOAATETHCTBOM PD.

5. [IpoBepka nokymeHTOB OO 1HOTEYHOrO (hoHIA

5.1. [InaHoBast mpoBepka JOKyMEHTOB OMOIMOTEYHOrO (POH/Ia TPOBOAUTCS C
NEPUOIMYHOCTBIO OJIMH pa3 B MATh JIET HA OCHOBAaHUM rpauka MPOBEPKHU, YTBEPKIEHHOTO
3aBeAYIOIIMM OMOTHOTEKOM.

5.2. BHemanoBas mpoBepKa JJOKYMEHTOB OMOINOTEIHOT0 (DOHIA TPOU3BOUTCS B
00513aTeTTbHOM TOPSJIKE:

e TpU BBISBICHUU (DAKTOB XUILEHUS, 3710YyOTPEOIEHHS UM IOPUYH JOKYMEHTOB,;

e B CJIy4ae CTUXUIHOro OeACTBUS, MOXKapa WIK APYTUX Ype3BbIUAHBIX CUTYALHH,
BBI3BAHHBIX SKCTPEMAJIbHBIMH YCIIOBUSIMU;

e TP peOpraHU3alMy WIN JUKBUIAIMKA 00pa30BaTeIbHON OpraHU3allHH.

5.3. [IpoBepka onaa Ha MpeIMET HATUYKS B HEM JOKYMEHTOB, BKITFOUEHHBIX B
OCOM, npoBoautcs:

e TIpU MOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJI;
e CHCTEMaTHYECKH (HE pexe OJJHOTO pa3a B TpH Mecsina) myrem cBepku ®COM co
CIpaBOYHO-OHOIMOrpadrueckuM anmnaparom GoHa OUOIMOTEKH.

5.4. Tlo utoram npoBepKH 3aBEAYIONTNI OUOITMOTEKON COCTABISET aKT, OMUCHIBAET U
XPaHHUT €Tr0 B OMOIMOTEKE B TEUYCHUE CPOKA, YCTAHOBJICHHOTO HOMEHKIATypoit aen. Eciu
KaKHe-TO JIOKYMEHTBI OTCYTCTBYIOT 110 HEYCTAHOBJIEHHON MPUYUHE, TO K aKTY
MIPHUKJIAIbIBACTCS UX CIHUCOK, B KOTOPOM (PUKCUPYIOTCSI CBEICHUS O KOJMYECTBE JOKYMEHTOB



6ubnroTeyHoro poHaa B HUIUYHH U KOJMYECTBE OTCYTCTBYIOIIUX JJOKYMEHTOB, B TOM YHCJIE
110 HEYCTAaHOBJICHHOM IIpU4YuHE. B aKkTe Taxke yKa3bIBalOTCS HOMEP M JlaTa aKTa
IpeABIAYIIEH TPOBEPKHU.

[Tpu BBIsSIBIIEHHH B IIpoIiecce MPOBEPKU (POH/A OTCYTCTBYIOIINX TOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJICHHsI BUHOBHBIX JIML YOBITKHU I10 HEJIOCTa4aM CIIMCHIBAIOTCA B
COOTBETCTBHUHU C ICUCTBYIOIIMM 3aKOHOJATEIbCTBOM.

5.5. Jlnsa mpoBepku 6ubmoTedHoro ¢poHaa 00pa3oBaTeIbHOM OPraHU3aIliy Ha TIPEAMET
HaJIM4MUs B HEM JIOKYMEHTOB, BKIIIOUeHHBIX B @COM, B 00pa3oBaTenbHOM OpraHu3aiuu
co3naercs cnenuanbHas Komuccus no cepke 6udnuoreunoro ¢ponna ¢ GenepanbHbiM
CIIUCKOM 3KCTPEMUCTCKUX MAaTEPHAIIOB, BBISBICHUIO, U3BSTUIO M YHUUTOKCHHIO
IKCTPEMHUCTCKUX MaTepruaioB (naigee — KoMuccus mo mpoBepke SKCTPEMUCTCKUX
MaTepUalIOB), KOTOPAasi CUCTEMaTHUeCKH (HE peke OJJHOTO pa3a B TPH MECSIa) OCYIICCTRIISCT
poBepKy OnbnnoTedHoro ¢poHaa oOpa3oBaTeIbHON OpraHU3alui Ha IPEAMET HAIUYHUS B
HEM JIOKYMEHTOB, BKJItoueHHbIX B @COM, nyrem cBepku ®COM co cnpaBoyHO-
oubnuorpaduueckum anmnaparom (GoHma.

IIpu BbIsIBIEHNH JOKYMEHTa, BKItoueHHoro B ®COM, Ha 3Tane KoMIIeKToBaHuUs (oHa
YKa3aHHBIN JTOKyMEHT HE TIOJUICKHT BKIIOYCHHUIO B ONOImoTeynbIil poHa oOpa3oBaTebHON
OpraHu3aLMH.

B cirydae BoIsiBIeHHS JOKYMEHTa, BKIIOUeHHOTO B DCOM u yxe Haxoasmerocs B GoH e
6ubnnoTekn 00pa30BaTEIbHONW OpraHU3aliy, JOKYMEHT UCKIII0YaeTcss U3 OUOINOTEeYHOro
($hoH/1a ¥ TIOJUIEKUT YHUUTOKEHHUIO.

6. [lopsinok MoIb30BaHUs OMOINOTEKOM

6.1. 3aruck oOydJaronIMXcsi 00pa3oBaTEIbHON OpraHU3auy B OMOIMOTEKY IPOU3BOJUTCS TI0
CIIMCOYHOMY COCTaBY KJIacCa B MHAMBHUAYAJIILHOM NOPAIKE, E1arOrMYeCKUX U MHBIX
pabOTHUKOB 00pa30BATEIHLHOI OpraHU3aluy, POANTENeH (MHBIX 3aKOHHBIX MPEICTaBUTEIICH)
oOyuaromuxcs — 1o nacnopry. [lepeperucrpanus nonszoBareneit 6MOIMOTEKH
IIPOU3BOJIUTCS €KErOJHO.

6.2. JIokyMEeHTOM, ITOATBEPKTAIOIINM TIPABO MOJIE30BAHUS OMOIUOTEKOM, IBISICTCS
qUTaTeNbCKUN popmynsap. UutaTenbckuit Gopmynsp GUKCHpYeT 1aTy BblIaun
I0JIb30BATENIO JOKYMEHTOB U3 OHa OMOIMOTEKH M UX BO3BpAIlleHUsI B OMOINOTEKY.

6.3. [TopsiTok TOJIE30BaHNST A00OHEMEHTOM:

6.3.1. ITonp30BaTEIM UMEIOT IIpaBoO MMOJYYUTH HA 1OM U3 MHOTOTOMHBIX U3IaHUI HE Ooiee
ABYX HJOKYMCHTOB OJJHOBPEMEHHO.

6.3.2. MakcumanbHbIe CPOKH MTOJIb30BAaHHS JOKYMEHTaMU:

e y4eOHUKH, yueOHbIE TOCOOUS — yUeOHBIH TOJ;

e HAY4YHO-TIONYJIApHAs, MO3HABATENbHAs, Xy/10)KECTBEHHAs TUTEPATypa — OJIUH
MECHILL;

e TIEPUOAMYECKUE U3JaHUs, U3/1aHUs OBBILIEHHOIO cipoca — 15 nHel.



6.3.3. [lonp30BaTeny MOTYT IPOAIUTH CPOK MOJIB30BaHUS JOKYMEHTAMH, €CJIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI JIPYT'HX ITOJIb30BATEICH.

6.4. ITops10K NOIb30BAHUS YUNTAIBHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeAHa3HAYCHHBIE I Pa0OThl B YUTAIBHOM 3ajie, Ha JIOM HE BBIAAIOTCS.

6.4.2. DHUIUKIIONIENH, CIIPABOYHUKH, PEIKUE, IECHHBIC U UMEIOIIUECS B JMHCTBEHHOM
9K3EMIUISIPE TOKYMEHTHI BBIAIOTCS TOJIBKO Ul pa0OThI B YUTAIBHOM 3aJle.

6.5. ITopstok paboOTHI C KOMIIBIOTEPOM, PACIIOIOKEHHBIM B OMOJIMOTEKE.

6.5.1. PaboTa ¢ KOMITIBIOTEPOM YYaCTHUKOB 00pa30BATEIHHOTO MPOIIECCa MTPOU3BOAUTCS 110
rpaduKy, yTBEpKICHHOMY PYKOBOAMUTEIEM 00pa30BaTeIbHOW OpraHu3alum, U B
IIPUCYTCTBUH COTPYAHUKA OUOIHOTEKH.

6.5.2. Pa3pemaercs paboTta 3a OJJHIM MTEPCOHATBHBIM KOMITBIOTEPOM He 0oJiee IBYX YEIOBEK
OJTHOBPEMEHHO.

6.5.3. [Tonp3oBarens UMeET MpaBo padOTaTh C COOCTBEHHBIM HOCUTEIEM HH(POPMAIIMH TI0CIIe
MPEABAPUTEIIBHOTO TECTUPOBAHUS €T0 PAOOTHUKOM OHOINOTEKH.

6.5.4. ITo BceMm Bompocam rmoucka HHGOPMALMK B MHTEPHETE TOJIb30BaTENb J0JIKEH
oOpamiarbest K pabOTHUKY OMOIMOTEKH; 3arpenaeTcs o0palieHne K pecypcaM HHTEpHETa,
MperoararoliuM oriary.

6.5.5. Pabora ¢ KOMIIBIOTCPOM HPOU3BOAUTCA COTJIACHO YTBCPKACHHBIM CAHUTAPHO-
TUTUCHUYCCKUM Tp€6OBaHI/I$IM.

7. IlpaBa u 0013aHHOCTH OUOJTHOTEKH
7.1. PaGoTHHKY OUOIHOTEKH UMEIOT TIPABO:

e CaMOCTOATENBHO BBIOMPATh (POPMBI, CPEACTBA U METO bl OMOIMOTEUHO-
nH(pOpMAIIMOHHOTO 00CTYKUBaHUST 00Pa30BATENLHOTO U BOCIIUTATEILHOTO
IPOIIECCOB B COOTBETCTBUU C LIESIMU U 33/1a4aMH, YKa3aHHBIMU B YCTaBe
00pa3zoBaTeNbHON OpPraHn3aIliH U TIOJI0KEHUH 0 OMOJINOTEKE;

e TIPOBOJUTH B YCTAHOBJIEHHOM HOpsi/IKe (DaKyJIbTaTUBHbIE 3aHATHUS, YPOKH U KPYKKHU
6ubanoreyHo-61bOIMOrpaduuecKrux 3HaHUN U UHOOPMALIMOHHON KYJIbTYPHI,

e ONpEAETATh UCTOYHUKH KOMIUIEKTOBaHUS HHPOPMALIMOHHBIX PECYPCOB,;

e U3bIMATh U PEATU30BBIBATH JOKYMEHTHI U3 (JOHJIOB B COOTBETCTBUU C MHCTPYKIUEH
1o y4yety OubimoreqHoro GpoHmaa;

e Y4acTBOBAaTh B yIpPaBJIE€HUU 00pa30BaTEIbHON OpraHU3aH B MOPSIKE,
OIPEEIIIEMOM YCTaBOM,

e Y4acTBOBATb B COOTBETCTBUU C 3aKOHOJIaTENbCTBOM P® B paboTe OMOIMOTEUHBIX
accolralui WINA COK30B.

7.2. PaGOTHUKHU OMOJIUOTEK 00A3aHbI:



e 00ecTneunTh MOJIB30BATESIM BO3MOXKHOCTD Pab0ThI ¢ MHPOPMAITMOHHBIMU
pecypcaMu OMOIMOTEKH,

e WHPOPMUPOBATH MOJIH30BATENCH O BHIAX MPEIOCTABISAEMBIX OUOIMOTEKOM YCIIyT;

e OCYIIECTBJIATH IJIAHOBBIE U BHEIUIAHOBBIE MTPOBEPKU OMOIMOTEYHOTO (POHAA,
PETYISIPHO OCYIIECTBIIATH MPOBEPKY OMOIHOTEYHOTO (HOHIa 00pa30BaATEILHOMN
OpraHU3alMy Ha MPEIMET HAIMYKS B HEM JIOKYMEHTOB, BKIIOUEHHBIX B PCOM;

e o00ecrneunTh HAyYHYI0 OpraHu3anuio GOHIO0B U KaTaloros.;

e (opmupoBath (HOHABI B COOTBETCTBHH C YTBEPKACHHBIMH (eiepaibHBIMU
MePEeYHsIMU y4eOHBIX U3/IaHU, OCHOBHBIMU 00pa30BaTeIbHBIMH IIPOTPAMMAMU
o0pa3oBaTeNbHOI OpraHu3aluy, THTepecamMu, MOoTPeOHOCTAMHU U 3allpOCcaMu BCeX
KAaTeroOpyil MOJIb30BaTEIICH;

e COBEPIICHCTBOBAaTh MH(OPMAITMOHHO-OMOIMOrpadguieckoe u OUOIMOTEUHOE
00ciy>)KMBaHUE TIOJIb30BATENCH;

e o0ecrneunBaTh COXPAHHOCTH MCIOIB30BaHUS HOCUTENEH HHGOpMaIUH, UX
CUCTEMAaTH3AIIHNIO, pa3MEIIICHUE U XPAHCHNUE,

e o0ecrieunBaTh PeKUM PabOTHI B COOTBETCTBHH C MOTPEOHOCTAMU MOJIB30BaTENCH U
paboTtoii 00pa3oBaTeIbHON OpraHu3alluiy,

e OTYHUTHIBATHCS B YCTAHOBJIICHHOM MOPSAKE Mepes] pyKOBOAUTENEM 00pa30oBaTeNbHOM
OpTaHH3aIIH.

8. [IpaBa u 00513aHHOCTH MOJIb30BaTeJIeii OMOJIHOTEKH
8.1. ITonp3oBaTenu OUOIMOTEKH UMEIOT MPaBO:.

e TIOJIy4yaTh MOJIHYIO HH(POPMALIHIO O cOCTaBe OUOINOTEYHOroO POoHA,
WH(POPMAIMOHHBIX Pecypcax M MPeloCTaBIsIeMbIX OMOINOTEKOH ycITyrax;

e TII0JIb30BAThCS CIIPABOYHO-OMOIMOrpaMuecKuM anmnaparom OMOIHMOTEKH;

e TIOJIy4aTh KOHCYJIHTAMOHHYIO IOMOIIb B TOUCKE U BHIOOPE UCTOYHHUKOB
uH(popMaIuy,

e TIIOJIy4aTh BO BpPEMEHHOE TOJIb30BaHNE Ha aDOHEMEHTE U B UNTAILHOM 3ajie
NeYaTHbIE U3/IaHUs, ayTUOBU3YyaNIbHbIE JOKYMEHTBI U APYTHe HCTOYHUKH
uH(popMaluy,

e TIIPOJUIEBATh CPOK IOJIb30BaHUS JOKYMEHTaMH,

e TIOJIy4aTh TEMaTHYeCKue, hakTorpapuyeckue, yTouHsoIme u Oubnuorpapudeckre
CIPaBKU Ha OCHOBE (oHIa OMOINOTEKH;

e TIOJIy4aTh KOHCYJIBTAIMOHHYIO TIOMOIIb B paboTte ¢ nHpopMaIuei mpu

MOJIb30BaHUU JIEKTPOHHBIM U MHBIM 000pY/I0BaHHUEM,;

Y4acTBOBATh B MEPOIPHATHUSX, TPOBOTUMBIX OHOIHOTEKOH.

8.2. [Tonp3oBarenu OUOIUOTEKU OOS3aHBL:

e co0uyroaTh MpaBUIia OIB30BaHUS OMOIHOTEKOMH;

e 0epeXHO OTHOCUTHCS K MTPOU3BEACHUSM TieuaTh (He BBIPHIBATh, HE 3arM0aTh
CTpaHMII, HE JIeJIaTh B KHUTaX MOYEPKUBAHUMN, TTOMETOK), HHBIM JJOKYMEHTaM Ha
Pa3IMYHBIX HOCHTENSAX, 000PYI0BaHNIO, HHBEHTAPIO;

e TOJACPKHUBATH MOPSAOK PACCTAHOBKU JOKYMEHTOB B OTKPBITOM JIOCTYIIE
OMOIMOTEKH, PACTIONOKEHHS KapTOUYEK B KaTaJIOrax M KapTOTeKax;

e TIOJH30BAThCS IICHHBIMU M CIIPABOYHBIMH JOKYMEHTAMHU TOJIBKO B TTIOMEIIIEHUU
OUOJINOTEKH,



yOeAUThCS PU TOTyYSHUH TOKYMEHTOB B OTCYTCTBHH J1e(DEKTOB, a pu
oOHapyxeHrH TporH(pOpPMUPOBATH 00 ’TOM pabOTHUKA OMOJIMOTEKH.
OTBETCTBEHHOCTH 32 OOHAPYKEHHBIE 1e(DEKTHI B CABAEMBIX JJOKYMEHTaX HECET
MOCJICTHUH MOJIb30BaTEIIb;

PacIUCBIBATHCS B YUTATEIHCKOM (POPMYIIAPE 32 KaXKIBIN MOITy4YEeHHBIN TOKYMEHT
(ucksrouenue: obydaromrecs 1-4-x KaccoB);

BO3BpaIaTh JOKYMEHTHI B OMOJIMOTEKY B yCTAaHOBJICHHBIE CPOKH,

3aMEHSATh JOKYMEHTBI OMOJIMOTEKHU B CIIy4ae UX yTPaThl UM MOPYH UM
PaBHOIICHHBIMH JI00 KOMIIEHCHPOBATh yIIEepO B pazMepe, yCTAaHOBICHHOM
NpaBUJIaMU TI0JIb30BaHUSI OUOIMOTEKOIA;

MOJTHOCTBIO PACCUUTATHCS C OMOIMOTEKON MO UCTEYCHUHU CPOKa 00ydeHUS MU
paboThI B 00111€00pa30BaTEIbHOM YUPEKACHHUH.



		2026-08-23T19:12:37+0300
	ЧОУ ГИМНАЗИЯ "ГИМНАЗИСТ"




