ITpunoxenue Ne 1
k npukazy nupexkropa MBOY COIII n. KanunoBo
ot 02.06.2022 roma Ne 78 —

ITonoxkenne o ondamoreke MBOY COII n. KasmaoBo

1. O0mmue moI0KEeHU s

1.1. HacTosimee moyio)keHUe perjiaMeHTHpYeET AesaTeabHocTh Oubmmoreku MBOY COIII
1. KanuaoBo (nanee — o6pazoBaTenpHas OpraHu3amus).

1.2. Hactosmee nonoxenue pa3paboTaHo B COOTBETCTBUU ¢ DenepabHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 obpa3oBanuu B Poccuiickoit @enepanun», npukazoM MUHKYIBTYPbI
or 08.10.2012 Ne 1077 «O6 ytBepxnenuu [lopsaka ydera JOKyMEHTOB, BXOJSIIUX B COCTaB
6ubmuoreynoro ¢GonHmay ¢ ydetoMm muckMa MunoGpaszoBanus ot 23.03.2004 Ne 14-51-70/13 «O
[TpumepHOM noONOXKEHHH 0 O6UOIMOTEKE 001ME00pa30BATENLHOIO YUPEKACHUA», METOAMYECKHX
peKOMeHaaui OI'BHY «HIIb HM. K. YmmHCKOro» oT
31.05.2017, pexomenpanmit MunkyneTypsr ot 12.09.2017mo  pabore  Oubnmorek ¢
JIOKYMEHTaMH, BKJIFOYEHHBIMH B (heIepaIbHBII CITUCOK 3KCTPEMUCTCKUX MaTEPUAIIOB.

1.3. DbubGnmorexa sBISETCS CTPYKTYPHBIM IOJpa3fielieHHeM 00pa3oBaTesIbHON
OpraHW3alliH, CO3JaHHBIM B LeNIX oOecHeyeHHs MpaBa YJYaCTHHKOB 00pa30BaTEIbLHOIO
nporecca Ha 6eCIuiaTHOe MoJIb30BaHUe OMOIHOTEYHO-HH(OPMAIHOHHBIMHU PECYPCaMHU.

1.4. ITopsmok moyb30BaHMs UCTOYHHKAMHU HH(OpMAIH, NEpPeYeHb OCHOBHBIX YCIYI H
YCIIOBHSL HX MPEJOCTABICHUS ONPEAC/SIOTCA HACTOSAIIUM IIOJIOKEHHEM O Oubiamoreke M
NpaBUIaMH TOJIb30BaHUS OHOIMOTEKOM, yTBEPXKAECHHBIMH PYKOBOAUTEIEM 00pa30BaTEIbHOM
OpraHH3alH.

1.5. Oprasmsamus  oOCIy)XHBaHHS  yYaCTHHKOB  0Opa3oBaTeJILHOTO  IIpoliecca
MPOM3BOJUTCS B COOTBETCTBHH C IPAaBHJIAMH TEXHHKH O€30IaCHOCTH M NPOTHUBOIOXKAPHBIMH,
CaHUTAPHO-THTHEHUYECKUMHU TPeOOBaHUSIMHU.

2. ean, 3agaun, pyHKIHH OHOIHOTEKH

2.1. Ilenmn OWOMHOTEKH COOTBETCTBYIOT LENsAM 0OOpa30BaTEIbHOM OpraHu3alMu H
BKJIFOYAIOT B ce0si B TOM 4mciie: popMupoBaHHe 00mIeil KyIbTyphl JMYHOCTH 00YyYaromuXcs Ha
OCHOBE YCBOEHHsS COJIEp)KAHHS OCHOBHBIX 00IIe0Opa3oBaTENbHBIX NPOrpaMM, MX ajanTaius K
KHU3HU B OOIIECTBE, CO3JaHHE OCHOBBI JJIsi OCO3HAHHOI'O BHIOOpA M IOCIIEAYIOIIETO OCBOCHHS
npodeCCHOHATBHBIX ~ 00pa3oBaTeNbHBIX  NPOrpaMM, BOCIHTAHHE  TI'PaXIAHCTBEHHOCTH,
TPYHOJIIOOUS, YBaXXEHHUS K IpaBaM M CBoOOJaM dYeloBeKa, JIOOBH K OKpYXarolleid mpupoze,
Ponune, cembe, GOpMUPOBaHHUE 30POBOr0 00pa3a KHU3HH.

2.2. 3amayamu 6u6IMOTEKH 00pa30BaTENbHOM OpraHU3alyH ABJISIOTCS:

. obecrieueHre ydJacTHHKaM OOpa30BaTeIbHOTO Iporecca — OoOydaromumMmcs,
NeIarornyeckuM pabOTHUKAM, POIHUTENISAM (3aKOHHBIM IPEACTABUTENAM) O0O0ydaromuxcs
(manmee — momp30BaTeNsIM) — JAOCTyna K HH(OpMaunuu, 3HAHUAM, HIEAM, KYJIBTYPHBIM

HEHHOCTSM  IOCPEJCTBOM  KCIIOJIb30BaHHS OMOMMOTEYHO-HHGOPMALMOHHBIX  PECYpPCOB
o0pa3oBaTebHON OpraHU3aliHy;

. BOCIIUTAHUE KYJIBTYPHOIO M TIpPaXZAHCKOIO CaMOCO3HAaHMs, IIOMOIIb B
conuanu3anuy o0ydJaromerocs, pa3BUTHH €r0 TBOPYECKOI0 IIOTEHIHANIA,

. OpUBJIEYCHHE O0yYalommMxcsi K CHCTEMaTHYeCKOMY YTEHHIO y4deOHOH,
XYJI0XKECTBEHHOM, HAyYHO-IIOIYJISIPHOM JIUTEPATYPHI;

. CONEMCTBHE PpA3BUTHIO IIO3HABATENBHBIX HHTEPECOB M  CIIOCOOHOCTEMH
o0y4Jaronmxcs;

. (GbopMHpOBaHHE HABBIKOB HE3aBHCHMOIO0 OHOIMOTEYHOro IOJIL30BATE]Is,
o0y4yeHHe OUCKY, OTOOpY M KPUTHUYECKOH OLEHKE HH(OpMaIuH;

. COJIEHCTBHE I€Jarorn4eckuM pabOTHHKaM B NOAOOpE Hay4HO-METOJHYECKOM

JUTEPaTyphl, HHPOPMHUPOBAHKE O HOBBIX MOCTYIUICHUSIX B OMOIHOTEYHBIH HOHL;




B COBEPILIEHCTBOBAHME IPEJOCTaBIsEMbIX OMOIMOTEKOM yCIyr Ha OCHOBE
BHEJPEHHS HOBBIX HMH(MOPMALMOHHBIX TEXHOJOTHH M KOMIBIOTEpH3aluu OubIMOTEqHO-
1H(POPMAIMOHHBIX [IPOLECCOB, popMuUpoBaHue KOMGOPTHOH OUOIHOTEYHOM CpebL.

2.3. BubaroTeka BBIMTOIHSET CIEAYIONHe QyHKIUH:

2.3.1. ®opmupyer Goua GuOGIHOTEUHO-HHPOPMALOHHBIX PECypcoB 00pa30BaTeIbHON

OpraHu3aIyu:

. KOMIIJIEKTYeT OCHOBHOW (OHJ Yy4eOHBIMH, XYyHOXKECTBEHHBIMH, HAay4YHBIMH,
CIIPaBOYHBIMH, TT€AArOTHUECKUMH H HAay4HO-IIOMYJISPHBIMH JOKYMEHTaMHU,

B y4acTByeT B KOMIUIEKTOBAaHHHU CIEIMATM3UPOBAHHOrO (oHIA y4eOHHKaMH H3

ypclia BXOAAIMX B (eiepabHbIi epedeHb YUeOHUKOB, JOMYNIEHHBIX K UCIIOJIB30BAHHIO ITPU
peanM3allid HMEIOIIMX TOCYJapCTBEHHYIO aKKpEAWTalMIo 00pa3oBaTeNbHBIX IPOrpamMMm
HAyaJIbHOro OOINEro, OCHOBHOrO 00ImIero, cpexHero obmero o6pa3oBaHMs, M Y4E€OHBIMH
0COOHAMH, NONYIIEHHBIMH K HCIIOJIb30BaHUIO TIPH PeaTH3alii yKa3aHHBIX 00pa30BaTe/IbHBIX
IpOTrpaMM;

s aKKymynupyeT (OHI JOKYMEHTOB, CO3/[aBaéMbIX B 00pa3oBaTebHOM
opranm3anuu (myOnaukanuii U paboT memaroroB 00pa3oBaTENbHON OpraHM3allMH, JIyYIIHX
Hay4HBIX paboT U pedepaToB yyanmuxcs u ap.);

B OCYIIECTBIISIET pa3MEIICHUE, OPTraHU3aALHUIO B COXPAHHOCTh JOKYMEHTOB;

. OpraHm3yeT W BeleT CIpaBOYHO-OMOIMOrpaduyecKkuii ammapar: KaTaloru
(anaBUTHBINA, CHCTEMATHYECKUH), KapTOTEKH (CHCTEMATHYECKyIO KapTOTEKy CTaTeH,
TEMaTHYECKHE KApTOTEKH), OJEKTPOHHBIA Kartajnor, ©0a3pl JaHHBIX 1O mpodumo
00pa3zoBaTenbHON OpraHU3aIiH.

235 OcymectBiasier  auddepeHuupoBaHHoe  OHOIMOTEYHO-UHPOPMALMOHHOE
o0cyxuBaHHe 00yJaOLINXCS:

. IpeaocTaBisieT HHPOPMAIMOHHbIE PECYPChl Ha Pa3IMYHbIX HOCUTEIISIX;

. opraHuszyeT oOydYeHHe HaBbIKaM HE3aBHCHMOIO OHOJIHMOTEYHOIrO I0JIb30BaTEs
U moTpebutenss WHGOPMALUH, COACHCTBYET HHTErpallid KOMILJIEKCa 3HAaHWH, YMEHHH U
HaBBIKOB pabOTHI C KHUTOW U MH(OpMAaIHEi;

- OKa3bIBaeT MH()OPMALMOHHYIO MTOIEP)KKY B PEIICHUH 3a]a4, BO3HUKAIOIIUX B
nporecce yueOHOM, caMmo00pazoBaTeIbHOM U JOCYTOBOH NEATEILHOCTH 00YyYatonIuXCs;

. OpraHu3yeT MacCOBbIE MEPONIPUATHS, OPUEHTUPOBAHHBIE Ha pa3BUTHE 00LIEH U
YUTATENILCKOH KyJIbTYphl THMYHOCTH;

B COJCHCTBYET NeNaroruyecKuM pabOTHHKAM B OpraHM3aliu oOpa3oBaTebHOIO
nporiecca u Jocyra 00yJaromuxcs.

2.3, OcymectBiasier  muddepeHIHpoBaHHOE  OHOTHOTEYHO-UH(POPMALMOHHOE
o0cmyXUBaHHE MeJarorn4ecKuX pabOTHUKOB:

. BBIBJIIET HMH(OpPMAIMOHHBIE TOTPEOHOCTH U  YIOBIETBOPSIET 3alpOCHI,
CBSI3aHHBIE ¢ 00yUeHHEM, BOCIIUTAHUEM O0YJaIOIIUXCS;

. coleicTByeT Npo(ecCHOHANPHOW KOMIIETEHIIMH II€aroroB, ITOBBIIICHHIO
KBaTH(pHUKALUHU, TIPOBECHHUIO ATTECTAINH;

- OCYIIECTBIISIET TeKyllee HHpopMupoBaHue (IHU HHPOpMaIHK, 0630pbl HOBBIX
MOCTYIUICHUH M ITyOIHKaIHif);

. CrocoOCTBYET MPOBEIACHUIO 3aHATHH MO (HOpPMUPOBaHHIO HH(GOPMALUOHHON
KyJBTYpPBI 00y4aromuxcs, sBaseTcst 6a30i 11 MPOBEIeHUs IPAKTUIECKUX 3aHATUH 10 pabore
¢ HH(OPMAIMOHHBIMH PECYypPCaMH.

2.3.4. OcymectBnser  auddepeHuupoBanHoe  O6uOIHOTEYHO-HH(OPMAIIHOHHOE
o0cy)XKUBaHHE POAUTENEH (3aKOHHBIX NIPEACTABUTENEH) 00ydaronuXCs:

. YIOBJIETBOPSIET 3allpoChl MOJb3oBaTened M  HHGOPMHUPYET O HOBBIX
MOCTYIUIEHUSX B OHOIHMOTEKY;

. KOHCYJIbTUPYET IO BOIPOCAM OpraHU3aIli¥ CEMEMHOr0 YTEHUS, 3HAKOMHUT C
uHOopManuei 1o BOCIUTAHUIO JETeH;

“ KOHCYJIBTHPYET IO BOIpPOcaM y4eOHBIX M3AaHUM IS 00yJaromuxCs.



3. Opranmsanus JesiTeJIbHOCTH OHOIHOTeKH

3.1. Obmee pyKOBOACTBO HEATEIBHOCTHIO OHOJHOTEKH OCYILECTBIIIET PYKOBOAMTEINb
00pa3oBaTeNbHON OpraHU3aluy.

3.2. HenocpeacTBeHHOE pYKOBOJACTBO OHMONMMOTEKOH OCYIIECTBISIET 3aBEXYyIOIIUN
OuOIMOTEKOH, KOTOPBIA Ha3HAYaeTCs PyKOBOJUTEIEM 00pa30BaTeIbHON OpraHu3aliHy.

3.3. 3aBenyrommii OuOIMOTEKOH HeceT OTBETCTBEHHOCTH B IpeAenax CBOeH
KOMIIETEHIIMH 32 OPTaHU3ALHUIO U PE3YJIbTAThI AESITEIBHOCTH OHOIHOTEKH.

3.4. 3aBemyromuii OuOnHOTEKON pa3pabaTbiBa€T M NPEACTABISIET PYKOBOAMUTEIIO
o0pa30BaTenbHON OpraHU3alliy Ha YTBEPXKICHHUE CIIEYIONIHE JOKYMEHTHI:

. HIOJIOXKEHHUE 0 OMOIMoTeKe, MpaBUIIa M0JIb30BaHUS OUOIHOTEKOH;

. IJTAHOBO-OTYETHYIO JOKYMEHTAIIHIO.

3.5. B cocraB OHOIHOTEKH BXOIHMT:

B aOOHEMEHT;

. YHTAJIbHBIN 3aJT;

» oT/IeN Y4eOHUKOB;

. otaen uHpopMaIMOHHO-O0ubIuorpaduyeckoit paboTsl;

. (GOHI U CHeNMaTH3HPOBAHHBINA 3a7 paboThl ¢ MYJIbTUMEIUIMHBIMA U CETEBBIMH
JIOKyMEHTaMHU;

. MeIHuaTeKa.

3.6. bubmuoreqno-uHpopMaIOHHOE 00CTY)KMBaHHUE OCYIIECTBIIACTCA B COOTBETCTBUH C
IUIaHaMH paboTHI OUOIMOTEKH U PEXKUMOM paboThI 00pa30BaTEIbHOMN OpraHU3alyy.

3.7. Pexxum pabGoThl OMOIHOTEKH OMpeneNseTcs 3aBeAYIOIUM OUOIMOTEKOH ¢ y4eToM
pexuMa paboThl oOpa3oBaTeNbHON opraHu3amuu. OOUH pa3 B MeCsIl IPeAyCMaTpUBAETCs
CaHUTAPHEIA JeHb, B KOTOPHIA 00CTy)KHBaHHE N0Ib30BaTEICH HE IPOHU3BOUTCS.

4. YdeTr mocTynjieHus: ¥ BbIOBITHS JOKYMEHTOB 6uO1HoTedHOro hoHIa

4.1. Ilpuem nokymMeHTOB B (poHX OMOIMOTEKH BKIIIOYAET CIEIYIOIIUE ONEPAIliH:

. CBEpKa MOCTYIUIEHHH C MEPBUYHBIM YYETHBIM JOKYMEHTOM (HaKiaaHas, aKT),
BKJTFOYAIOLIHM CITUCOK ITOCTYIHBIIUX JOKYMEHTOB;

s COCTaBJIEHME T[IEPBHYHOIO YYETHOrO JOKYMEHTa [UIsi IOCTYIUIeHHH 0e3
COIIPOBOIUTENILHOM JOKYMEHTALIUH;

. perucTpanus IOCTYINHBIIMX JOKYMEHTOB B  PETHCTpax CyMMAapHOro,
rpymnoBoro ¥ uHAuBHAyaidbHoro ydera (I'OCT 7.0.93-2015 «buGnuoteunsii ¢QoHL.
TexHonorust GOpMUPOBAHUAY).

42. Tlpu MOMONHEHMH OCHOBHOrO OuOMHOTeyHOro (oHma HeoOXomuMo cobmronaTh
tpeGoBanuss DenmepampHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O mnpoTHBOAECHCTBUH
OKCTPEMHUCTCKOM JIeATENBHOCTHY». JIOKYMEHTBI, BKIIOYCHHble B DelepalbHblii  CIHCOK
9KCTPEMHCTCKUX MarepuayioB (nanee — ®COM), omyOnuKoBaHHBIM Ha O(UIMAIBLHOM caiTe
Musrocta (http://minjust.ru/ru/extremist-materials), npuoGperars 3anpeeHo, IpH BbISBICHHH
uX B oHJIE — U3BIMATh U3 JOCTYIA.

4.3. Yuet u 06paboTKa JOKYMEHTOB OHOIMOTEYHOrO (POoHIa.

43.1. Vuer u oOpaboTKka JOKyMEHTOB OCHOBHOro ()OHAA OCYIIECTBIIAETCS
WHIUBUIYAIBHBIM CIIOCOO0M. CBEIEHHS O NMOCTYIMBIIMX NEYATHBIX JOKYMEHTaX BHOCATCS B
«KHHry CyMMapHOTo y4eTa JOKYMEHTOB OCHOBHOTO (OHAaY.

[TocTynuBIINM JOKYMEHTaM MPHUCBAMBAIOT WHIWBHyaJIbHBIA PErHCTPAlMOHHEIM HOMED
(MHBEHTapHBI HOMEp WM HHOM 3HAK, NPHHATHIA B Ka4deCTBE PErMCTPAlMOHHOIO HOMEpa,
CHCTEMHBIH HOMED JUIsl SJIEKTPOHHBIX JIOKYMEHTOB) H (P XpaHEHHUS.

PerucrpanoHHble HOMEpa U MU(PHI OTMEYAIOT B PETHCTPaX MHIAMBUAYAIBLHOIO y4YeTa
JIOKYMEHTOB — MHBEHTApPHOM KHHIE, KapTOTEKe PErHCTPALIMH Ta3eT, )KYpHAJoB, y4eTHOH Gase
JITQaHHBIX.




Bce 3K3eMILISphI MPUHATHIX H3AaHMi mremnemororcs. Illremnens ¢ HauMEHOBaHHEM
06pa3oBaTeIbHOM OpraHM3alMy J0JDKEH OBITH NMPSMOYTONBHOH (OpMBI, pasMepoM He Gojibiie
yeM 1,5 X 4 cm.

[IITemnens cTaBUTCS Ha 000POTE THTYJIBHOTO JHCTA (IPU OTCYTCTBHU THTYJIBHOIO JIHCTA
— Ha MEepBOM CTpaHUIlE TEKCTa IO 3arjaBHeM), Ha 17-# cTpaHMIE MOJX TEKCTOM B JIEBOM
HIDKHEM yIUIy W Ha ofopoTe Kaxaoro mpuioxkenus. Ha Opommopax ¥ jXypHaiax MITEMIIENb
CTaBHUTCH TOJILKO Ha 00JIOXKKE MJIK HAa NEPBOH CTpaHHUIIE TEKCTA.

CocraB ocHOBHOrO (oHZa (GHUKCHpyeTCs B KapTOYHOM aja(aBUTHOM KaTajore, B
3IEKTPOHHOM 6a3e TaHHBIX OHOIMOTEKH.

4.3.2. Vuer u 06paboTka crnenuanuzupoBaHHoro ¢onma. Crenuanu3upoBaHHBIH (QOHN
YUUTBIBAETCS ¥ XPAHUTCSI OTJETBHO OT OCHOBHOTO OM6IMoTeyHoro Gonma.

Vuer J0OKYMEHTOB CIIeIHATH3HPOBAHHOTO (OH/A, KAK MHOTO9K3EMILIAPHOM JIMTEPATY PBI,
OCYILECTBIISETCS TPYIIOBBIM CIOCOO0OM M oTpakaeTcs B «KHHre cyMMapHOro ydera y4e6HOro
(doHma» ¥ B KAPTOTEKE PErUCTPALIUOHHBIX KapTOYEK.

Ha xaxnoe HaWMEHOBaHHE [OKYMEHTOB CIIELIHATM3HPOBAHHOTO (oHAa 3aBOIUTCH
oTZenbHas ydeTHas Kaprouka. Kaprouku ¢ OubGnumorpaduyeckuM ONMCAHMEM H3IaHHUI
y4eOHMKOB DPACCTABISIOTCS B YYETHYIO KapTOTeKy IO KjaccaMm, a BHYTPH KJIaccoB — IO
andasuty GaMuimii aBTOpOB WM 3ariaBuil. [l KOHTPOIA 3a COXPaHHOCTBIO YYETHBIX
KapTOYEK OHH PETHCTPUPYIOTCs B «OKypHase perucTpaliy y4eTHBIX KapTOYeK YUeOHUKOBY.

Texanueckas 00paboTka JOKyMEHTOB IIPEyCMAaTPUBAET CIEAYIOLINE ONEPALIMH:

B IPOCTaBJICHHE HAa KaXIOM JOKyMEHTE InTeMIiesiss OuOINOTeKH B COOTBETCTBUI
C MyHKTOM 4.3.1 HacTOSIIET0 MOJIOXKEHHS;

. YCTaHOBJICHHE CPEJICTB 3aIUTHl OT yTpaThl (MarHUTHBIA JaTYMK, paJHOYHII,
HWHOM BHJI MApPKUPOBKH);

- H3rOTOBJIEHHE M NPUKPEIUIEHHE K JOKYMEHTY macnopra y4yeOHuka. [lacmopr
yyeOHHMKa TPHKJICHBACTCS Ha IOCIHECAHEH CTpaHMIE y4eOHMKA. 3aloyHSAeTCs NIpH BblIAYe
YUTATEITIO.

Yuyer crnenManu3MpoBaHHOTO (OHAA IpeaycMaTpUBaeT OTpPaXEHHE €ro CcocTaBa B
crpaBo4YHO-OMOIHOrpaduyeckoM anmapare OMOTMOTEKH, B TOM YHCJIE B JJIEKTPOHHOM Oase
JTAHHBIX.

4.4. BoiObITHE TOKyMEHTOB OMOIHOTEUHOrO (QOHMA.

44.1. TlpuywmHbl, MO KOTOPHIM JOKYMEHT MOXXET OBITh BBIBEJJEH M3 COCTaBa
Ooubnuoreynoro (oHAa, BKIIOYAIOT B TOM YHCIIE BETXOCTh, A€(EKTHOCTH, YCTapesloCTh IO
comepkaHuio, ytpary. HckmoueHue nokyMeHTa u3 O6uOamoTedHoro ¢oHIa MPOBOAUTCS Ha
OCHOBAaHHUH aHAJIM3a coCcTaBa OMOIMOTEYHOro (POHAA M PE3YTBTATOB €0 MPOBEPKH.

4.4.2. Tlon BeTXOCTBIO OKYMEHTa [IOHHUMAIOT PE3YJIbTaT €CTECTBEHHOIO CTapeHUsl WU
(Gu3u4ecKoro U3HOCa JOKYMEHTA.

4.4.3. Tlon nedeKTHOCTBIO JOKYMEHTa MOHMMAIOT YaCTHYHYIO WM TOJHYIO YTpary
9KCILTyaTal[HOHHBIX Ka4eCTB JOKYMEHTa B pe3yJIbTaTe BHEIIHETO BO3ICHCTBUS.

4.4.4. TTox ycTapenocThIO IO COAECP)KaHUIO TOHUMAIOT OTEPIO aKTYaTbHOCTH TEMATHKH,
NOATBEPXKIAaeMYI0  OTCYTCTBHEM  CIpoca  YHTaTelned,  HEeBOCTPeOOBaHHOCTHIO B
niepepacnpeieICHUH U peau3aluy.

4.4.5. Tlog yTparoif HOKyMeHTa IOHMMAIOT €ro OTCyTCTBHE B (poHAe OMOMMOTEKH IO
NPUYMHAM TOTEPH, XHUIIEHUs, OEICTBUH CTUXUHHOIO, TEXHOTEHHOTO (B TOM YHCIIE XaKEPCKOH
aTakd ¥ HEBOCCTAHOBHMOI'O c0Osl 3JIEKTPOHHOTO O0OpYAOBaHHS) MU COIHAIBLHOTO XapaKTepa,
10 HEYCTAHOBJICHHOH IIPUYHHE.

4.4.6. Tlpouecc HCKIIOYEHHUS JOKYMEHTOB u3 (GoHOa OUOIMOTEKH OCYIIECTBISETCS B
COOTBETCTBHH C [IOpsiIKOM ydyeTa JOKYMEHTOB, BXOJASAIIMX B cocTaB OmbOmmoreunoro (oHna,
yTBEepXJAEHHBIM npuka3zoM MunkynsTypsl oT 08.10.2012 Ne 1077.

4.4.7. BpiObITHE AOKYMEHTOB OHOMHOTEYHOro (OHIA MPOU3BOIUTCS B pe3yJIbTaTe HX
CIHCaHUs KOMUCCHEH, CO3JTaHHOM pykoBoauTeIeEM 00pa30BaTEIbHOM OpraHu3anuy.



4.4.8. YTunuzanus CIUCAaHHBIX JOKYMEHTOB OHOIMOTEYHOro (oHIa NPOU3BOAMTCS B
COOTBETCTBHH C 3aKOHOJATEILCTBOM PO.

5. IIpoBepka JoKyMeHTOB OO/ 1HOTeYHOr0 hoHAA
5.1. IlnaHoBas mpoBepka JOKyMEHTOB Oubnuoreqnoro (oHza mpoBOgUTCS C
NEPHOJAUYHOCTBIO OJMH pa3 B IATH JIET Ha OCHOBAaHHUHU rpauKa IPOBEPKH, YTBEP)KIAECHHOIO
3aBeyIOmMUM OUOIHOTEKOH.
5.2. BHemaHOBas IpoBepKa JOKYMEHTOB OWOMHOTEYHOro (poHIAa NHPOU3BOJUTCS B
00513aTeIbHOM MOPSIKE:

. IIPU BBIBJICHUH (DaKTOB XHILEHHUS, 3JI0YIIOTPEOJICHUS WM IIOPYH JOKYMEHTOB;

. B Cllyyae CTHXHMHOrO OEICTBHS, IOXKapa WIM JAPYTHX 4Ype3BbYaWHBIX
CHUTYallHii, BRI3BAHHBIX 9KCTPEMATIBHBIMH YCIIOBUSAMH;

. IPY peopraHu3aliy WK JIMKBUJAUH 00pa30BaTeIbHOM OpraHu3aliy.

5.3. IlpoBepka ¢oHma Ha mpeaMET HAIMYUS B HEM JOKYMEHTOB, BKJIIOUYEHHBIX B
®COM, npoBoauTcs:

. IIPU MTOCTYIJIEHMH HOBBIX JOKYMEHTOB B (DOHJI;

. CHCTeMaTH4ecKd (He pexke OJHOro pas3a B TpH Mecsua) myreM cBepku PCOM
CO cIpaBOYHO-OHOIHOrpaduyeckum ammaparoM GoHaa GHOIHOTEKH.

5.4. Tlo uroraM mpoBEpKH 3aBeAyIOMUN OUOINOTEKOW COCTABIAET aKT, MOAINUCHIBAECT U
XpaHUT ero B OMOIHOTEKe B TEYCHHE CPOKa, YCTAHOBJICHHOTO HOMEHKIATYpo# zen. Ecnu kakue-
TO JOKYMEHTHI OTCYTCTBYIOT II0 HEYCTAHOBJICHHON IPHUYHMHE, TO K aKTy IPHKIAJBIBAETCS HX
CIIHCOK, B KOTOPOM (PMKCHPYIOTCS CBEJICHHS O KOJIMYECTBE JOKYMEHTOB OuOamoTeyHoro GpoHaa
B HAIMYMH U KOJIMYECTBE OTCYTCTBYIOIIUX JOKYMEHTOB, B TOM YHCJIE€ II0 HEYCTaHOBJIEHHOM
npuuuHe. B akTe Takke yka3pIBalOTCS HOMEp M JaTa aKTa peablayIel IPOBEPKH.

[lpu BBIABIEHHWH B Ipollecce TNPOBEepKH (OHAA OTCYTCTBYIOIIUX JAOKYMEHTOB U
HEBO3MOXXHOCTH YCTaHOBJICHHS BHMHOBHBIX JIMI[ YOBITKM IO HENOCTa4aM CIIMCHIBAIOTCS B
COOTBETCTBHH C JICHCTBYIOIIUM 3aKOHOAATEIHCTBOM.

5.5. lna npoBepku OuGmmoreyHoro ¢onaa oOpa30BaTeIbHOM OpraHu3alMy Ha IpeJIMET
HaIW4Yhs B HEM JOKYMEHTOB, BKIOYeHHBIX B PCOM, B 00pa3oBaTelbHOM OpraHu3aluu
cos3maeTcs crennaibHas KoMuccus o cBepke 6ubauoreynoro ¢ponga ¢ PenepanbHbIM CIIECKOM
SKCTPEMHCTCKHX MAaTEpUAJIOB, BBIABICHHIO, H3BATUIO M YHHYTOXKEHHIO 3KCTPEMHUCTCKHX
MmarepuaioB (manee — KoMuccHs MO TNpoBepKe SKCTPEMHUCTCKHX MarepHaloB), KOTOpas
cHCTeMaTH4YeCKH (He peske OJHOrO pa3a B TPH MeCsIla) OCYIIECTBIISET IPOBEPKY OHOINOTEYHOrO
¢doHIa oOpa3oBaTeIbHON OpraHU3alliy Ha NpeAMET HAJIMYUS B HEM JJOKYMEHTOB, BKIIIOYEHHBIX B
<DC3M nyreM cBepkr @COM co cripaBoyHO-OubIHOrpaduyeckum anmnapaTom GoHza.

ITpu BBISBJIEHHH JOKyMeHTa, BKIIOYeHHOro B ®COM, Ha sTane KoMIUIEKToBaHUS (QoHMa
YKa3aHHBIA JOKyMEHT HE IIOUISKHT BKIIOYEHHIO B OHONMOTEUHBIH (OHI 00pa3oBaTelbHOM
OpraHu3aIiH.

B cityuae BhIsBIEHHS JOKyMeHTa, BKIodeHHOro B @®COM 1 yxxe Haxoxdmerocs B GoH/E
OubnmuoTekn 0Opa3oBaTENbHONW OpraHU3al¥H, JOKyMEHT HCKIIOYaeTcs u3 OHOIMOTEeYHOro
(boH/Ia ¥ IOVIE)KUT YHUYTOXKEHHIO.

6. ITopsiiok Mo/Ib30BaHUS OHOIHOTEKOMH

6.1. 3anuce 06yJaromuxcs 00pa3oBaTeIbHON OpraHU3alMi B OHOIMOTEKY IPOU3BOAUTCS
10 CIHMCOYHOMY COCTaBy KJacca B HHAUBUAYaJIbHOM IOpSAAKE, IENarorH4eCKuX M HHBIX
paboTHMKOB 00pa30BaTENbHOM OpraHW3alldd, poauTeNnedl (3aKOHHBIX IIPENCTAaBUTEINIEH)
oOyuaronmxcs — 1Mo macmopty. [lepeperucrpanus mosp3oBaTeneli OHOIMOTEKH IPOU3BOIAUTCS
€XKCTroOaHO.
6.2. JIOKyMEHTOM, MOATBEPXKJAIOMIMM IIPaBO IIOJIb30BaHUA OHMOIMOTEKOH, SBISETCS
gyuTaTeIbcKuil Gopmyisp. Uurarensckuit GopMysp GUKCHpPYeT JaTy BbIIA4YH IIOJIB30BATEIIO
JIOKyMEHTOB U3 (hoH1a OMOIMOTEKH U UX BO3BpALICHUs B OHOIMOTEKY.

6.3. ITopsnok MoJIb30BaHKUsI a0OHEMEHTOM:




6.3.1. TTonp30BaTeny MMEIOT MPABO IOIYYHUTh HA JOM M3 MHOTOTOMHBIX HM3JaHUH HE

0oJiee IByX JOKYMEHTOB OZJHOBPEMEHHO.
6.3.2. MakcuMaibHbIE CPOKH IOJIb30BaHUS JOKYMEHTAMHU:

. y4eOHHUKH, yueOHbIe T0COOHS — yIeOHBIH ro;

- Hay4HO-TIONMYJIApHAas, MO3HaBaTeIbHas, XyJIOXKECTBEHHAs JMTEpaTypa — OIHH
MecsIIT;

. HepPUOMIECKHE U3/IaHHUs, U3[IaHUs IOBBILIEHHOTO crpoca — 15 1Hei.

6.3.3. IToas30BaTen MOTYT MPOJUTHTH CPOK ITOJI30BAHMS JOKYMEHTaMH, €CJIM Ha HHUX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYTHX I10JIb30BATEIEH.

6.4. TTopsiiok 1MOJIb30BAHUS YU TAJIBHBIM 3aJI0M.

6.4.1. JIoKyMeHTBI, MpeaHa3Ha4YeHHbIe U1 pabOThl B YMTAIBHOM 3ajle, Ha JIOM He
BBIJJAIOTCSL.

6.4.2. DHIMKIIONEINHU, CIIPABOYHUKH, PEIKHE, LIECHHBIC U UMEIOIIMECS B €IHHCTBCHHOM
SK3EMILISIPE JOKYMEHTHI BBIAAIOTCS TOJIBKO Ul pabOThI B YUTAJIEHOM 3aJI€.

6.5. [Topsiaok paboThl C KOMIIBIOTEPOM, PACIIOI0KEHHBIM B OMOIHOTEKE.

6.5.1. PaboTa ¢ KOMOBIOTEPOM YYaCTHUKOB 0Opa30BaTEIbHOIO MpoLEecca IIPOU3BOIUTCS
no rpapuKy, YTBEpXKICHHOMY pYKOBOAUTENEM 0Opa3oBaTeNbHOM OpraHu3aluM, H B
NPUCYTCTBHH COTPYAHHKA OMOIHOTEKH.

6.5.2. Paspemaercs pabora 3a OZHMM IEPCOHAIBHBIM KOMIBIOTEpOM HE Oojiee IBYX
YeJIOBEK OJTHOBPEMEHHO.

6.5.3. Tlonp30BaTens UMEET MpaBO paboTaTh ¢ COOCTBEHHBIM HOCHTENEM HH(OpMaIuu
T0CJIe TIPEIBAPUTEILHOIO TECTUPOBAHUS €ro pabOTHUKOM OHOIHOTEKH.

6.5.4. TTo BceM BompocaM NoWCKa MH(OpManu¥ B HHTEPHETE IOJIB30BaTENIb IOJDKEH
obpamarbcss K pabOTHUKY OMOIMOTEKH; 3ampemiaercs oOpallleHHe K pecypcaM HHTEpHETa,
IIPENOJIaraloIIUM OIIATY.

6.5.5. Pabota ¢ KOMIBIOTEPOM IPOU3BOAMTCS COIJIACHO YTBEPXKACHHBIM CAHUTapHO-
IHTHEHUYECKUM TPeOOBAHUSM.

7. IlpaBa u 06A3aHHOCTH OHOIHOTEKH

7.1. PaGoTHHUKYM OMOIHOTEKH UMEIOT IIPaBO:

» CaMOCTOSTEIbHO BBIOMpaTh (OpPMBI, cpelcTBa M MeToabl OubIMOoTEeYHO-
HHGOPMALIHOHHOTO O00CTyXHBaHUs 00pa30BaTEIbHOrO M BOCIHTATENIBHOIO IPOLECCOB B
COOTBETCTBHH C IEJIIMH U 33Jja4aMH, YKa3aHHBIMHU B ycTaBe 00pa3oBaTeIbHON OpraHU3aluy U
MIOJIOXKEHUH 0 OHOIHOTEKE;

. NPOBOJIUTH B YCTAaHOBJIEHHOM NOpsAAKe (aKyJIbTaTHBHbIE 3aHATHS, YPOKH H
KPY>XKH OUOIHOTeYHO-0MOIorpaduuecKix 3HaHUH U HHPOPMAIIMOHHOHN KYJIBTYPBI;

. OTIpeNeNATh HCTOUHHKH KOMIUIEKTOBaHHS HH(POPMAIIMOHHBIX PECYPCOB;

. U3bIMaTh W pEATH30BBIBaTh JOKYMEHTHI K3 (OHIOB B COOTBETCTBHUH C
MHCTPYKLHUEH 1Mo y4eTy 6ubmuorednoro GoHna;

B yJacTBOBAaTh B YIpPaBIC€HHHM 00pa3oBaTelIbHOH OpraHM3aluu B IOpSAIKE,
OIIPENIENIIEMOM yCTaBOM;

. y4acTBOBaTh B COOTBETCTBHM C 3aKoHojaTrenbcTBoM P®@ B pabote

OMOJIMOTEYHBIX aCCOLMAIIMN I COKO30B.
7.2. PaboTHUKH OMOIMOTEK OOS3aHEI:

. 00€ecIeYnTh I0IH30BaTENSIM BO3MOXXHOCTH paboTel ¢ HWHGPOPMANUOHHBIMU
pecypcamu 6HOIHOTEKH;

. HHGOPMHUPOBATh IIOJIB30BATENIEHl O BHJAX NPEAOCTABISAEMBIX OHOIHOTEKOM
yeyr;

. OCYIIECTBIIATh IUIAHOBBIE W BHEIUIAHOBHIE NPOBEpKH OHOMMOTEYHOro (OHAA,

PETYJISIPHO OCYIIECTBIISTH MPOBEpKY Oubimoreynoro ¢gorma oOpa3oBaTeIbHON OpraHU3aALUH
Ha MMPeIMET HATMYHSI B HEM TIOKYMEHTOB, BKIIOUeHHBIX B @DCOM,;
. obecreunTh Hay4HYIO OpraHu3aliio GOHI0B U KaTaioros;



o ¢bopMupoBaTh (GOHIBI B COOTBETCTBUH C YTBEP)KICHHBIMHU (helepaabHBIMU
NepeYHsMH  y4eOHBIX  HM3JaHWi, OCHOBHEIMH  00pa30BaTeNbHBIMH  IIPOrpaMMaMH
o0pa3zoBaTenbHON OpraHHU3allud, HHTEPECaMH, MOTPEOHOCTSAMHU U 3allpocaMH BCEX KaTeropui
M0JIb30BaTEJICH;

B COBEpPIICHCTBOBAaTh HH(GOPMAIMOHHO-OHOIHorpadpudeckoe U OUOIHOTEUHOE
obcimy>KuBaHUE 1OJIb30BaTENEH;

. obecrieunBaTh COXPAHHOCTH HCIONB30BaHUS HOCHTENEeH HHGPOpMAIMH, HX
CHCTEMAaTU3aLUIO, Pa3MEIICHUE ¥ XPaHEHHE;

. obecrieynBaTh peXXUM pabOTBI B COOTBETCTBHM C  IOTPEOHOCTAMH
nosb3o0Baresel 1 paboToil 06pazoBaTenbHOM OpraHu3aluHy;

. OTYMUTBHIBATBCS B  YCTAHOBJIEHHOM  IIOpSAKE  IEpe]l  PYKOBOJAMTENIEM

o0pa3oBareIbHOM OpraHU3aIUy.

8. I[IpaBa u 06s13aHHOCTH NMOJIb30BaTe el OMOIHOTEeKH
8.1. Ilonb3oBarenu GUOIMOTEKH UMEIOT NPaABO:

. NoJIlyyaTh MOJHYIO HMHPOpPMANHUIO O cocTaBe OubnuoTeynoro ¢oHza,
HH(POPMAMOHHBIX pecypcax u IpeIoCTaBIIeMbIX OUOIHOTEKOH yeayrax;

. TII0JIb30BaThCS CIPaBOYHO-OMOIHOrpadguyeckuM annapaToM 6HOIHOTEKY;

. MOJy4YaTh KOHCYJIbTAIMOHHYIO IIOMOIIb B IIOMCKE M BHIOOpE HCTOYHHKOB
uHpopmanuy;

- [IOJIy4aTh BO BPEMEHHOE IOJIb30BaHME Ha aOOHEMEHTE M B YMTAJIBHOM 3aJie
TieYaTHbBIE U3JaHusl, ayHOBU3yalIbHBIE JOKYMEHTHI U IPYTHe HCTOYHUKH HHpOopManuy;

. IIPOJJIEBaTh CPOK MOJIb30BaHUS JOKYMEHTaMHU;

. HOJTy4aTh TEMaTHYECKHE, ¢axTorpaduyeckue, YTOYHSIOLINE "
oubnuorpaduyeckue cupaBku Ha OCHOBE (oHIa OMOIHOTEKH;

B IOJIyYaTh KOHCYJBTAllHOHHYIO IIOMOIIs B pabore ¢ uHHopmanued npH
[0JIb30BaHUH 3JIEKTPOHHBIM U HHBIM 000pYyI0BaHHEM;

. y4acTBOBaTh B MEPOIPUATHSX, IPOBOJAUMBIX OUOIHOTEKOM.

8.2. Ilonb3oBaremu 6HOIMOTEKH 0OSI3aHBI:

. co0JII0IaTh MpaBHIa MMOJIb30BaHMs OMOIMOTEKOM;

. OepeXHO OTHOCHTBCSA K MPOU3BEJECHHsSM medyarH (He BHIPHIBAaTh, HE 3arubaTh

CTpaHHUII, He JeJIaTh B KHUraX MOAYEpPKHBAaHUH, IOMETOK), HHBIM JOKYMEHTaM Ha Pa3IH4HBIX
HOCHUTEJISX, 000pYA0BaHUIO, HHBEHTAPIO;

. HOJUIEP)KUBATh IOPSAAOK PACCTAaHOBKH JOKYMEHTOB B OTKDPBITOM JOCTYIE
OuOIMOTEKH, PACTIOIOKEHUS KAPTOYEK B KaTajlorax U KapToTeKax;

. II0JIb30BaThCSl EHHBIMH M CIPABOYHBIMU JIOKYMEHTaMH TOJIBKO B IIOMELICHUH
OUOJIMOTEKH;

- yOenuThCA MPH MOJYyYeHHH JOKYMEHTOB B OTCYTCTBHHM HE(DEKTOB, a IIpH

OOHapyXeHHH MPOUH(POPMUpPOBaTh 00 3TOM paboTHHKa O6uOIMOTEKH. OTBETCTBEHHOCTH 3a
oOHapyXeHHbIe Ae()eKTHI B CTaBaEMBIX JOKYMEHTAX HECET IOCIIEAHHUI [10JIb30BATENb,

. pacluChIBATECA B YUTATENBCKOM (OpMylspe 3a KaXIbld I10Jy4EHHBIA
JOKYMEHT (UCKJIFoUeHHue: o0yyaromuecs: 1—4-x K1accoB);

» BO3BpAIllaTh JOKYMEHTHI B OMOIHOTEKY B YCTaHOBIICHHBIE CPOKH;

. 3aMEHATh JOKYMEHTHl OHOJIHOTEKHM B ClIy4ae HMX YTparbl HWJIM IIOpYH MM

PaBHOLICHHBIMH JTHOO KOMIIEHCHpOBAaTh YImepd B pa3Mepe, YCTAaHOBJIEHHOM IIpaBHJIaMU

[10JIb30BaHHUs OHOIHOTEKOIH;
B TOJIHOCTBIO PACCUUTATHCS C OHOIHOTEKOM MO MCTEUYEHUH CPOKa OOyYEeHHs MM

paboThI B 06111€00pa30BaTEIEHOM YUPEIKICHHH.
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