«CornacoBaHo» «YTBEepKIAION

[TpoTokoa 3acenaHus JupexTop
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[Moaoxenue o OndJIHOTEKE
1. O6mue nooKeHus

1.1. Hacroguiee nonokeHHe periaMeHTHPYET JIeATeIbHOCTL OUOIMOTEKH MYHHLIHTIAIBHOTO
GI(‘III}KCTHOFD Dﬁule@ﬁpﬂ?DBaTEf[bHOFG YHPEHICHHA « IMokanaesckas CpeiHAdA LIKona»
(nanee — MbOY «Ilokanaesckas CIII»).

1.2, HacTositiee nonoxenue pazpaboTraHo B COOTBETCTBUM ¢ DeiepalibHBIM 3aKOHOM OT
29.12.2012 Ne 273-03 «O0 obpazosanuu B Poceuniickoii Meaepauni», NpHKazoMm
MunkyasTypbl o1 08.10.2012 Ne 1077 «O6 yreepiaeHuu Tlopsjika yuera 10KyMCHTOB.
BXOJSIIHX B cocTaB 6ubmoTeyHoro Gpoxaa» ¢ ydetom nuceMa MunodpazoBanus ot
23.03.2004 Ne 14-51-70/13 «O Ilpumepnom nonaoxenun o Onbinorexke
o0meoOpasosarebHOro yupexaenus», Meroauueckux pekomennanuit ®I'BHY «HIb um.
K.J1. Yuuckoro» ot 31.05.2017. pekomenaaumii MuHkyIsTYps1 0T 12.09.2017 no padotre
OUOIMOTEK C IOKYMEHTAMH, BKIIOUEHHBIMH B (DeAepaTbHbII CMTHCOK IKCTPEMHUCTCKUX
MarepHaos.

1.3. bubmmoTeka sBasieTca CTpYKTYpHbIM nojapasaencunem MbOY «Ilokanaesckas CLL»,
CO3/IaHHBIM B Lie/ISX oDecrieueH sl npaBa y4acTHHKOB 00pa30BaTe/IbHOIO MPoLecca Ha
fecriaTHOE MoJIb30BaHHe OMOIHOTEUHO-HH(OPMALIHOHHBIMH PECYPCaMH.

14 nOpHﬂ,OK MOJIL30BaAHHWS HCTOYHHMKAaMHK HH(bOpMﬁLlH[/L F[EpelltEHb OCHOBHbIX yC."[y]" H
YCIIOBHS HX MPEAOCTABICHUS ONMPEACISIOTCS HACTOSIIHM MOJI0KeHHeM 0 OnbiinoTeke u
I'[pﬂBHJ’]ﬁMH MoJ1L30BaHKus OHOMTHOTEKOMH. VTBEPVK/IICHHBIMH PYKOBOJIUTEICM OGpa’iOB’dTeI[bHOﬁ
OpraHu3adny.

l.5. Opratm'salmﬂ OGCJ]))}KHBaHHH YHYAaCTHHKOB Oﬁpﬁ?OBaTC.’leOI'O [pouecca nmpon3BoJnTCA B
COOTBCTCTBHH C MPABHJIAMH TCXHHKH 0e301acHOCTH H [NPOTHBONOKAPHBIMH. CAHHTAPHO-
ITHITHCHHYCCKUMHA Tpeﬁosa:mm\-m.

2. Hean, 3anaun, pyHRunmu 6H0/1HOTEKH

2.1. Llean OubOaHOTEKH COOTBETCTBYIOT LeisiM 00pa3oBaTebHONH OpraHi3aliy U BKIIOYaoT
B ceOsi B ToM uncne: dopmuposanue odLell KY/JIbTYpbl IHYHOCTH 00YUYarLIHXCA HA OCHOBE
YCBOCHHS COEPAKAHUA OCHOBHBIX 00111€00pa30BaTE/ILHBIX TPOrPaMM. HX aanTalus K JKH3HH
B 0OLIECTBE, CO3/1aHHe OCHOBBI! ISl OCO3HAHHOIO BLIOOpA M MOCIIEAYHOUIEr0 OCBOEHHS
npoecCHOHATbHBIX 00pa30BaTeIbHbIX IPOTPAMM. BOCTIHTAHHE [PAKIAHCTBEHHOCTH,
TPYA0IIO0HS, YBaKEHHS K [TpaBaM H CBOOO/1aM Y€I0BEKa, JIIOOBH K OKPYIKaIOLIEeH IPHPOJIE,
Ponnne. cembe. popMUpOBaHHE 3/I0POBOIO 0OPA3a KH3HH.

2.2. 3apagamu OHOMOTEKH 00pa3oBaTeIbHOH OpPraHr3alliy ABJISI0TCH:
o obecrnieyeHue yyacTHHKaM 00pa30BaTeILHOIO Mpolecca — 00y4aiommumes.
[1earornyeckuM pabOTHUKAM, POIUTENSAM (3aKOHHBIM [IPEJACTABUTEIIAM)
o0yuaronmuxces (1ajnee — nojb3oBaressam) — 10CTyna K HHQOPMalliH, 3HAHUSAM,



HZIESIM, KYJIbTYPHBIM HEHHOCTSAM MOCPE/ICTBOM HCTIOb30BaHs OHGIHOTE HO-
MH(OPMAIHOHHBIX PecypcoB 00pa3oBaTeIbHON 0praHu3alun;

e BOCIHTAHHE KYJIBTYPHOTO M IPAKAAHCKOTO CAMOCO3HAHHS, TOMOLLb B
COLIMATH3AIIMN 00YUaIOIIerocs, pa3sBUTHH €ro TBOPUECKOT0 NOTeHIIHAIA;

e npHBICUEHHE OOYHAIOIIMXCS K CHCTEMATHYECKOMY YTEHHIO Y4eOHOi,
XYI0KECTBEHHOMH, HAYHHO-IOITYJISPHON JIMTEPATy pbl:

e COJCHCTBHE PA3BHTHIO M03HABATEILHBIX HHTEPECOB U CNIOCOOHOCTEH
00y YarIIHXCH:

e (HOPMHPOBAHHE HABBIKOB HE3ABUCHMOTO OHOMOTEUHOTO N0JIb30BATEIs, 00y HCHHE
MMOMCKY. OTOOPY M KPUTHUECKOMR OlleHKe HH(OpMaliim:

e COJCHCTBHE TEJArornuyeckum paboTHUKAM B M0A00pe Hay4HO-METOMYECKOH
nUTepaTyphl, HHPOPMHPOBAHHE O HOBBIX TOCTYILIEHHAX B GHOIMOTEUHbIH (OHIL

e COBEPUIEHCTBOBAHHE MPEJlOCTaBIAEMbIX OHOIHOTEKOH YCIYT HA OCHOBE BHEIPCHHUA
HOBBIX HH(POPMALMOHHBIX TEXHO/IOTHI U KOMIIbIOTEpH3auu OHOIHOTEHHO-
uH(GOPMAIHOHHBIX MPoLieccoB, Gopmupopanne koMpopTHOI OndIHOTEUHOH
Cpeibl.

2.3. buGnHoTeKa BLIIOIHIET CIAeAYIOMe QyHKIHH:

2.3.1. Gopmupyet (o1 GubinoTeHHo-HHPOPMALHOHHBIX PECYPCOB 00pa30BATEILHOH

OpraHm3aiu:

e KOMIMIEKTYET OCHOBHOH (hOH/L yueOHBIMH. XV/I0KCCTBEHHBIMH, HAYHHbIMH.
CNPaBOYHBIMH, EIArOTHYECKHMH U HAYYHO-TIONMY/IIPHBIMH J0KYMEHTAMH,
VUACTBYET B KOMILIEKTOBAHHH CIIEIHATIN3MPOBAHHOI0 (POHIa ydeOHHKaMK U3 YnCIa
BXOJAUIMX B (pejlepalbHblil nepedeHb y4eOHHKOB, JOMYIICHHBIX K HCMOIb30BAHHIO
IPH peasM3allii HMEIOIIHX FOCYapCTBEHHYI0 aKKPEIUTALHIO 00pa30BaTeIbHbIX
MPOrpaMM HaYaTbHOTO 001Iero, OCHOBHOIO 00LIET0. Cpe/iHero o0IIero
oOpa3oBatus, H y4eOHbIMH OCOOUAMH, AOMYIIECHHBIME K HCTIOIB30BAHHUIO I1pH
peaTn3aluyi yKa3aHHbIX 00pPa30BaTE/IbHBIX IPOTPaMM:;

AKKYMYJIHpYeT (QOH/I JOKYMEHTOB, CO31aBaeMbIX B 00pa3oBaTe/IbHOH OpraHu3aluH

(nyGunkanumii 1 paboT meaaroros 00pa3oBaTEIbHOH OPraHn3aluy, JTyUIIHX
Hay4HBIX paboT U pedepaToB yUamnxcs u ap. ).

OCYLIECTBIISICT Pa3MeIICHHE, OPraHu3aliio U COXPAHHOCTD JIOKYMEHTOB,

o OpraHM3yeT M BEACT CIpaBouHO-OuOIHorpadguUuecKuii anmapar: KaTauord
(a1aBUTHBIN, CHCTEMATHUYECKHH ), KAPTOTEKH (CHCTEMATHYECKYIO KapTOTEKY
cTaTell. TeMaTHYECKHE KAPTOTEKH), YICKTPOHHBIA KaTanor, 0a3sl AaHHBIX 10
npodumo 0dpas’oBaTeIbHOR OPraHnu3alliH.

2.3.2. Ocymectniser muddeperupoBanioe Gn0IHOTEIHO-HHPOPMALHOHHOE
00¢IyKuBaHne 00y aloWHXCs:

e Ope/10CTaBAseT HHPOPMALMOHHbBIE PECYPCHI Ha PA3IHUHBIX HOCHTEIAX:

e Opra"Hmsyer Uﬁ}-"thHHE HaBblKdM HC3aBHCHMOIOQ OHUOTHOTEHHOTO T0IL30BATENA U
norpebuTens HHGOPMALIMH, COJACHCTBYET HHTEIPALMK KOMILICKCA 3JHAHUI, YMEHUH
H HABBLIKOB paboTbl ¢ KHUIOH U HHpOpMALIHEH:

o OKasblBaeT MH(MOPMALMOHHYIO TTOVICPKKY B PELICHHH 3a1a4, BOSHUKAIOLIHX B
npoiecce yueOHoM, caMoobpa3oBaTeIbHON 1 10CYTOBOH JESTEIIbHOCTH
00yYaroLIMXCH:

e OPraHMU3yeT MAcCOBbIC MCPOIIPHATHS. OPHEHTHPOBAHHbIE HA Pa3BHTHE 00WICH 1
YHTATENLCKON KYIbTYPh! JHYHOCTH!

e COJICHCTBYET rejarornueckium padoTHUKAM B OpraHusaiiik 0OpasoBarebHOro
mpotecca u 10cyra 00y 4alomnxces.

2.3.3. Ocymectriser anpdepeHiupopaHHoe OHOIHOTCHHO-HHPOPMALHOHHOE
00CTyKMBAHHE MEarorHueckux paboTHHKOB!



o BbIgBISET HHOOPMALLHOHHBIE TOTPEOHOCTH K YI0BJIETBOPSET 3alIPOCEL. CBSA3aHHbIC
¢ 00yHeHHEM, BOCIIHTAHHEM 00 YUAIOUINXCH:

e cojeicTBYET NPOECCHOHATEHON KOMIICTEHIIMH 11€/1arOroB, MOBbIIIEHHIO
KBUTU(HUKALMH, TIPOBEICHHIO aTTECTALIMMU:

¢ OCYIIECTBIsET TeKylllee HHpopMHpoBanHe (JAHH HHBOopMalHH, 0030Pbl HOBLIX
MOCTYTUICHWN W TyO/IMKaLIH ):

» CnocoOCTBYET MPOBEACHUIO 3aHTHIT 10 (POPMHPOBAHHIO HHPOPMALIHOHHOH
KYJIBTYPBI 00y4daromumxcs., spigercs 0a30i /Ul npoBeAeH s NPAKTHUECKUX 3aHATHIH
no padbote ¢ UHPOPMALIMOHHBIMH PECYPCAMH.

2.3.4. OcyumectBnser 1uddepeHpoBaHHoe OUOITUOTEUHO-HHPOPMALHOHHOE
00CITyKUBaHHE pOAUTENEH (3aKOHHBIX NPeACTaBHTENEH) 00YUAIOUIMXCS:
e YJOBIETBOPSET 3aMpOChl MOJb30BaTE CH H HHOPMHPYET 0 HOBBIX [1OCTYIIEHHAX B
OUOIHOTEKY:
e KOHCY/ILTHPYET [0 BOMPOCAM OPraHU3alii CeMeHHOrO YTEHN S, 3HAKOMHT C
uHpopMalHei 110 BOCIHTAHHIO AETCil:
e KOHCYJLTHPYET 10 BOIPOCaM YUeOHBIX U3IaHHH 11 00YYatoLnuXCs.

3. Oprannzauus aesTel1bHOCTH OHOIHOTEKH

3.1. O6uiee pyKOBOACTBO JAEATEIBHOCTBIO OHOMHOTEKH OCYIIECTBISAET PYKOBOAUTE/L
oOpa3oBare/ibHOH OpraHu3alinm.

3.2. HenmocpeneTBeHHOE PyKOBOJICTBO OHOJIHOTEKOH OCYILECTBISET 3aBeaAYIOUIHH
OUOIMOTEKOH, KOTOPBIN HazHAYaeTCs pyKoBOAKTE1eM 00pa30oBaTe/IbHOM OpraHn3altm.

3.3. 3aseayrowuii 6HOIMOTEKOH HECET OTBETCTBEHHOCTD B [TPe/leiax CBOeH KOMIIETEHLIHH 3a
OpraHu3aliio | pe3yabTaThl AeSTeILHOCTU OUOINOTEKH.

3.4. 3aBenyrommii GubnmoTrekoil pazpabaThiBaeT U NPe/ICTABISET PYKOBOIUTEIO
o0pazoBatesibHONW OpraHu3allii Ha YTBEPK/ICHHE CIICIYIONIHE IOKYMEHTBI:

e nonoKeHHe 0 OudanoTeKke. npasuiia noJib3oBaHnd OHOIHOTEKOM:

e [LIAHOBO-OTUETHYIO JOKYMEHTALHIO.
3.5. B cocraB OMOJIHOTEKH BXOIHT:

e YHUTAJIBHBIH 3a1;

e oTaen y4eOHUKOB!

e oT1/1e1 HHOpMaLHOHHO-OubAKorpaduyueckoi paboThl:

e Me/HaTeKa.

3.6. budaunoteyHo-uHPopMalHOHHOE 00CTYKHBAHHE OCYILECTBIAETCH B COOTBETCTBHHU €
nnaHaMu paboTel OHOIHOTEKH H PEKUMOM paboThl 00Pa30BATEILHON OPraHH3alHH.

3.7. buGanoTeka Bripase Mpe10CTaBisiTh miarHbie OnGanoTe HO-nHGOPMALMOHHDIC YCIYTH.
[epeyeHb KOTOPBIX ONpeIeseTcs YCTaBOM 00pazoBaTeIbHOM Oprann3ainy.

3.8. Pesxum paboTtbl OubIHOTEKH OrnpeeseTcs 3aBe/1yonnM OubIn0TEeKOI ¢ yueTom
perkima paboTel 00pazoBareibHON opratusaini. OJIMH pa3 B MeCALL IIPE/lyCMaTpHBAETCS
CaHHTAPHBIH JICHb, B KOTOPbIA 00C/IYKUBAHHE [10JIb30BATENICH HE TPOU3BOTHTCS.

4. Vuer nocTynaeHuss ¥ BbIOLITHS JOKYMEHTOB OHOIHOTEHHOT0 (hoH/1a

4.1. Ilpuem 10KkymMeHTOB B (hOHA OHOJIHOTEKH BKIIOYACT CICAYIOLINE ONEpaltu:

* CBCPKa l'l()CT_VIII[EHl/iFi C [epPBHYHLIM VYETHBLIM JOKYMEHTOM (HaK/1a1Has. aKT).
BEKIHOHAIOIIAM CITHCOK MOCTYIHBIIHX JOKYMCHTOB,



e COCTaBI/ICHHE MEPBHYHOTO YHETHOTIO AOKYMEHTA /Ul MOCTYIIICHHIA 6e3
CONPOBOJAHTEILHON JI0OKYMEHTAIIMN:

*  PEruCTpalHs HOCTYIHUBUIHX JIOKYMEHTOB B PErHCTPax CyMMapHoro, rpyrioBoro u
HHAMBHAYAJIBHOTO YUeTa.

4.2. Ilpy nonojaHeHHH 0OCHOBHOIO OuGIMOTEHHOTO (hoHAa HEOOX0AUMO cOOIII0,1aTh
TpeboBanus MenepanbHoro 3akona ot 25.07.2002 No 114-d3 «O npotusoaeicTBHH
IKCTPEMUCTCKON IeATEIbHOCTH Y. JIOKYMEHTHI, BK/IIOUYEHHbIE B PeepaabHEBIi CITIHCOK
IKCTPEMHUCTCKUX MaTepHanos (janee — PCOM), onyOIUKOBAHHBIH HA OPHUIHAILHOM caiiTe
Musiocra (http://minjust.ru/ru/extremist-materials). npruoSperars 3anpeiieHo. npu
BbISBJICHHH HX B (DOH/E — U3bIMATh M3 OCTYIIA.

4.3. Yuer u o6paboTka 10KyMeHTOB OO IHOTEUHOTO (hoHIA.

4.3.1. Yuer u 00paboTka JOKYMEHTOB OCHOBHOTO (DOH/1a OCYIUECTBIACTCS HHIMBHIYATbHBIM
crocotom. CBeIeH s 0 MOCTYNHUBLIMX IeUaTHBIX JIOKYMeHTax BHOcsTes B « Kuury
CYMMAapHOT0 y4eTa J0KYMEHTOB OCHOBHOIO (hoH1a».

[locTynuBIMM J0KYMEHTaM NPHCBANBAIOT HHIMBHY&TbHBIH PErHCTPALHOHHBI HOMED
(MHBEHTAPHbIH HOMEP MJIM HHOH 3HAK, NPHHATHIH B KAYECTBE PErUCTPALMOHHOIO HOMEPA,
CHCTEMHBII HOMEp 18 SIeKTPOHHBIX JOKYMEHTOB) U IHH(P XpaHEHHUS.

Perncrpanuonneie HoMepa H HOPBI OTMEHAIOT B PEIHCTPAX HHANBUAYAIBHOTO YYeTa
AOKYMEHTOB — HHBEHTAPHON KHHUTE, KAPTOTEKE PErHCTPALIMH Ta3eT. )KYPHAJIOB, Y4eTHO Oase
JAAHHBIX.

Bee sk3eMIuisapbl NpUHATLIX H3aaHui wremnenotores. [ltemmens ¢ HaumenoBanueM
oOpasoBatelibHOH OpraHu3aluy J0JKEH ObITh IPSIMOYTOIBHOH (OPMBIL. Pa3sMepOM He
Oosbire yem 1.5 x 4 em.

[lITemnens craButes Ha 000POTE THTYJILHOTO JIHCTA (IIPH OTCYTCTBHH THTVJILHOIO THCTA —
Ha NepBOH CTPaHMLIE TEKCTA 110/l 3arjiaBieM ), Ha | 7-H cTpaHuIe Mo/ TEKCTOM B JIEBOM
HUKHEM YIIIy ¥ Ha 000poTe Kaxk10ro npuioxkenus. Ha Opounopax u skypHanax wremnens
CTaBHUTCs TOIBKO Ha 00JI0MKKE MM HA MEPBOH CTPAHHUIIE TCKCTA.

CocraB ocHoBHOTO (hOHAA HUKCHPYETCS B KAPTOUHOM all)aBUTHOM KaTaiore, B
MEKTPOHHOH Dase AaHHBIX OHOIHOTEKH.,

4.3.2. Yyer 1 06paborka cnennanusupoBanioro Gona. Crienain3uposatHbli GpoH
YHHTBIBACTCA H XPaHHTCH OTAC]IbHO OT OCHOBHOT'O oubnuoreynoro CIJO]I:I&

Y4eT JIOKYMEHTOB CIelHaTH3nPOBAHHOIO (hOHIA. KaK MHOIOIK3EMILISIPHOM THTePaTYPhl,
OCYLIECTBIISICTCS TPYINOBLIM CHIOCOOOM M OTpaxkaeTces B «KHure cymmapHoro yuera
yuebHoro Gonnay» v B KapToTeKe PErHCTPAIMOHHBIX KapTOUeK.

Ha Ky /10€¢ HAHMCHOBAHHUC JOKYMCHTOB CIHCIHATIH3HPOBAHHOTO (!}OHJ"[EX 3ABOJHTCH OT/IC/IBHAsA
yuerHas kaprouka. Kaprouky ¢ Gubnanorpaguieckum onucaHneM W3laHni y4eOHHKOB
PAcCTaBJIsuOTCH B YHCTHYHO KapPTOTCKY 110 K/lacCaM. & BHYTPH KJIaCCOB — 110 'd.."l(pﬂBH'l'}'
(pamunnit aBTOpoB MM 3arnaBui. JU1s KOHTPOIS 3a COXPAHHOCTBLIO YUETHBIX KAPTOUEK OHH
PErHCTPUPYIOTCS B «KypHAJIe PerucTpalliy YUETHBIX KapToYeK YueOHHKOBY.

Texnuueckas 0O6paboTka J0KYMEHTOB 11Pe/lyCMATPUBAET CIIEAYIONIHE ONIEPALHH:
® [IPOCTABJICHHE HA KaX/IOM JOKYMeHTe 1uTemMre/is OMOIM0TeKH B COOTBETCTBHH C
MYHKTOM 4.3.1 HAaCTOSILIETO MOJI0KCHHSI:



¢ H3rOTOBICHHE H NNPHKPEIHJICHHC K JOKYMEHTY nacnopra )}'lleﬁHHI{a. HacnopT
yueOHHUKa IIPHKIIEMBAETCS HA MOC/Ie/IHeH cTpaHuIe yueOHnKa. 3aroaHIeTcs pH
BBIjlaue YHTATE!IHO.
Vuer cnennann3upoBanHoro GoHaa npeaycMaTpUBaeT OTpakKeH|e ero cocTasa B ClpaBOYHoO-
OGubaunorpaduueckom anrnapare GHOIHOTEKH, B TOM YHC/Ie B YJIEKTPOHHOH Daze 1aHHBIX.

4.4. BeiobiTHE 10KyMEHTOB 0HOIHOTEUHOTO (hoHa.

4.4.1. IlpuusHbI, 10 KOTOPbIM AOKYMEHT MOKeET ObITh BBIBE/ICH N3 cocTaBa OnbIHOTEHHOrO
(hoH/1a. BKIIHOYAIOT B TOM YHCIIE BETXOCTh, J1CPEKTHOCTD., YCTAPEIOCTh M0 COAEPKAHHIO,
yrpary. Mckimovyenne 10KkyMeHTa H3 OHOIHMOTeyHOoro (hor1a NpoBOAMTCH Ha OCHOBAHHH
aHaju3a cocrasa OUGIHOTEUHOTO (hOHAA H PE3YALTATOB €ro [POBEPKH.

4.4.2. Tloa BEeTXOCTbIO JOKYMEHTA IMOHUMAIOT PE3YIIbTAT CCTCCTBCHHOI'O CTapCHHA HIIHA
LbH'}H‘{GCKOl"O H3HOCA JIOKYMEHTA.

4.4.3. lNoa nepeKTHOCTBIO AOKYMEHTA NOHAMAIOT YACTHYHYIO HITH TIOJIHYIO YTpaTy
IKCIUIYATALIMOHHBIX KQUeCTB JOKYMEHTA B PE3y/IbTATe BHEIIHETO BO3ACHCTBHS.

4.4.4. Tlon ycTapenocTsio Mo COAECPKAHHIO NOHUMAIOT [TOTEPIO AKTYAIBHOCTH TEMATHKH,
NOATBEPXK/IAEMYIO OTCYTCTBHEM CIIPOCa YHTATENEH. HeBOCTPEOOBAHHOCTBIO B
Tnepepacrpeie/IeHul U pean3aliiy.

4.4.5. [Mox yrpatoit JOKyMeHTa NOHUMAIOT €ro 0TCYTCTBHE B (hoHIe OHOIMOTEKH 1O
NpUYHHAM NOTEPH, XHIIEHHS, OeACTBHH CTHXHHHOIO, TEXHOTEHHOTO (B TOM YHCIIe
XaKepCKOi araki H HEBOCCTAHOBMMOTO cOO0S HJIEKTPOHHOI0 000PY 10BAHKSA ) HITH
COLHAIBHOTO XapakTepa. N0 HEYCTAHOBJIEHHON TPHUHHE.

4.4.6. [Tponecce HCKIIOUEHHS TOKYMEHTOB H3 (POH1a OMOIHOTEKH OCYLLCCTBIAETCS B
COOTBETCTBMA ¢ TTOPSAKOM yueTa A0KYMEHTOB, BXOMALIMX B cocTap Oubanoreunoro goua,
yTBEPIKACHHBIM mprKkazom MunkynbTypsl o1 08.10.2012 Ne 1077.

4.4.7. BoiObiTHE JOKYMEHTOB OHOIHOTEHHOIO (JOHIA MPOU3BOJINTCS B pe3y/ibTaTe X
CITHCAHNA KOMHCCHCH. CO31aHHoMH PYKOBOIHUTEIICM 06p33083’1‘8;1b1!0ﬁ OpraHu3alny.

4.4.8. YTuau3aius CIIMCaHHBIX JTOKYMEHTOB OMOIHOTEHUHOI0 (DOHIIA IPOU3BOINTCH B
COOTBETCTBHH C 3aKOHOATEILCTBOM PO,

5. [IpoBepka JoKyMeHTOB OHOJAHOTEYHOrO oHAA

5.1. IlmanoBast mpoBepka JOKYMEHTOB OHOIHOTEUHOT0 (POH/IA TPOBOANTCA C
MEePUOAMUHOCTLIO O/IMH Pa3 B I8Th JIET HA OCHOBAHMH IPa(UKa POBEPKH. YTBEPIKIACHHOIO
3aBey1oimrm OHOIHOTEKOH.

5.2. Buennanosas nposepka JOKYMEHTOB OMOInoTedHOr0 (DOH/1a IPOU3BOINTCS B
00s13aTeIbHOM MOPSIIKE:
e [IPH BbIsIBICHHH (QAKTOB XHINEHHSA. 30YIOTPEOICHHS HITH TIOPYH TOKYMEHTOB:
e B CJIy4ae CTHXHHHOro GeCTBHS, 110Kapa Wil APYTHX YPE3BbIYaNHbIX CHTYAIH,
BBI3BAHHBIX IKCTPEMaIbHBIMH YCIOBHAMHU;
e [IPH PEOPraHHU3allik UM JTUKBHIAIMH 00pa3oBaTe/IbHOW OpraHH3alu.

5.3. IlpoBepka ¢GoH/1a Ha MpeaAMeT HATMUYMS B HEM JOKYMEHTOB. BKIHOHYCHHBIX B
GCOM. npoBoaKTCS:
e [IpH MOCTYIINICHHH HOBLIX JTOKYMCHTOB B (.I)O[I,E[I



e CHCTEeMaTHYecKH (He peke OJHOTO paza B TpH Mecdlia) myrtem ceepkn @COM co
cripaBoyHO-OubMorpadguueckum arnaparom Gouaa oudIHoOTEKH.

5.4. I'lo uroram rpoBepKH 3aBeyIoNIHii OMOIHOTEKOM coCTaBAseT aKT, MOANUCHIBACT U
XPaHUT ero B OHOJIHOTEKEe B TEUYEHHE CPOKE, YCTAHOBJICHHOIO HOMEHK/IaTYpoil Jien. Eciu
KaKHE-TO JOKYMEHTB! OTCYTCTBYIOT [0 HEYCTAHOBACHHON NPHYHHE. TO K aKTy
MPUKIATBIBAETCH HX CIIHCOK, B KOTOPOM (QUKCUPYIOTCS CBEJICHUS O KOIHYECTBE T0KYMEHTOB
OubnuoTevHoro (hoH1a B HATMYUHK U KOJTHUYECTBE OTCYTCTBYIOIIUX JJOKYMEHTOB, B TOM YHCIE
[0 HEYCTAHOBJIEHHOH npuunHe. B akTe Takke yka3plBalOTCs HOMEP U JaTa aKTa
[IpeAbLLYLIEH TPOBEPKH.

[lpu BBISIBIGHHH B [IpOlECce NPOBEpKH (HOH/IA OTCYTCTBYIOLINX JTOKYMEHTOR H
HEBO3MOKHOCTH YCTAHOBICHHS BHHOBHBIX JIMLL YOBITKH 10 HE10CTAYAM CIIMCBLIBAIOTCS B
COOTBETCTBHH C JCHCTBYIOINM 3aKOHOAATEIbCTBOM,

5.5. Jlns nposepku OubGanoTeUHOro (oH1a o0pasoBaTenbHON OpraHu3aluy Ha rnpeamer
HaJIMYHsl B HEM J0KYMEHTOB, BKIIOYeHHBIX B DCDM. B 00paszosare/ibHO oprann3aiun
coznaetcs cnenuansHas Komuccus o cepke Oubiuoreunoro ¢poua ¢ @enepaibHbiM
CIIHCKOM IKCTPEMHCTCKHX MaTEPHAJIOB, BbIABICHUIO, M3BATHIO H YHHUTOXKEHHIO
IKCTPEMHUCTCKHX MaTepHalloB (nanee — KoMuecus no npopepke SKCTPEMHCTCKHX
MaTepHalioB). KOTOpasi CHCTEMaTHYECKH (He peske OIIHOro pasa B TPU Mecsilia) OCYIIeCTBIsSeT
nposepky oubnnoreynoro onaa odpasoBaTe/bHON OpraHu3allui Ha MPEIMET HaTu4us B
HeM JIOKYMEeHTOB, BKoueHHbIX B PCOM, nyrem ceepku @CDM co cripaBoyHo-
Oubanorpaduyeckum annaparom hoHIa.

[1pu BBIsIBNICHHH JOKYMEHTa, BKIOUeHHOro B MCDOM, Ha 3Tane KoMIUIeKTOBaHUS (PoHIa
VKa3aHHbBIH JIJOKYMEHT HE MOUICIKHT BKIIOYEHHIO B OHOIHOTEUHbIA (poH1 00pa3oBaTe/IbHOM
OpraHusaliuu.

B cayuae BbIsSiBICHHS JJOKYMEHTA, BKIOUEHHOrO B DCOM u yxe naxoasierocs B gouae
Oubnorekn 00pasoBaTeIILHOH OPraHr3alui, JOKYMEHT HCKITIOYaeTes u3 OMGIHOTEHHOrO
Goraa 1 MOATEKUT YHHUTOKCHHIO.

6. IMopsinok noanioBanns GndaHoOTEROI

0.1. 3anuch oOyuarommxces oOpasoBarebHON opranusauiu B OubIHOTEKY HPOU3BOAMTCS 110
CIUCOYHOMY COCTABY K/14CCa B HHIMBH/1YATLHOM MOPSIJIKe, Ne1arorHueckiuX 1 HHBIX
pabOTHUKOB 00pa30BaATENLHON OpraHu3aliii, poauTeneH (MHBIX 3aKOHHBIX NPeICTaBHTENEH)
oOyuaroumxes — 1o nacnopry. [lepepeructpanus nons3osarteneit OndIHOTEKH
NPOU3BOJNUTCS €KETrOIHO.

6.2. JIokyMeHTOM, MOATBEPIIAIOLUINM TPABO MOIb30BaHKs OMOIHOTEKOl, ABIsCTCS
unratensckuii Gopmynsap. Yurarensekuii popmyssip (hukcupyeT 1aty BblIauH
[0J1b30BaTE/I0 JJIOKYMEHTOB U3 (poH/1a OHOIHOTEKH U UX BO3BpalleHusi B ONDIMOTEKY.

6.3. Ilopsinok noJib30BaHus aDOHEMEHTOM

6.3.1. Ilonb30oBaTe/ M UMEIOT MPABO [OJIYUHTL Ha JIOM W3 MHOTOTOMHBIX M31aHHi He Dojlee
JABYX JI0KYMEHTOB OIHOBPEMEHHO.

6.3.2. MakcuMallbHbIe CPOKH 110J1b30BAHKS IOKYMEHTAMHU:

e yueOHHUKH, yyeOHbIe TOCO0OHS — yueOHBIH roa:

e Hay4YHO-TOMYJSPHas, MO3HABATE/IbHAS. XY/I0KECTBCHHAS IMTEpaTypa — 0/1HH
MeCSILL;
NEPHOAMYECKHE U3/IaHNs, H3/TaHNUs NMOBBILICHHOIO cripoca — |5 aHei.



6.3.3. Ilons3oBaTenn MOryT NPOATIHTE CPOK MOJIL30BAHKSA JOKYMEHTAMH, €C/TH Ha HHX
OTCYTCTBYET CIPOC €O CTOPOHBI APYTHUX M0.1b30BATE/ICH.

6.4. [Iopsi10K 110/1b30BaHUS YHTATBHBIM 3AJ10M.
6.4.1. JlokyMeHTbI, NpeHa3sHauYeHHbIC /Ul PadOThl B YUTAIBHOM 3aj1€, Ha JIOM HE BbLAAIOTCH.

6.4.2. DHIMKIONEINH, CIIPABOYHUKH. PEJIKHE. TIEHHbIE H HMEIOIHECS B €AMHCTBEHHOM
IKIEMILTAPC TOKYMEHTBI BBLIAKOTCH TOJTBKO 1715 paﬁo‘rbl B YHHTAJIILHOM 3aJi1e.

6.5. [opsiziok paboThl ¢ KOMILIOTEPOM, PACHOIOKEHHBIM B OUDIHOTEKE.

6.5.1. Pabota ¢ KOMIIBIOTEPOM YHaCTHHKOB 00pa30BaTeIbHOTO MPoIiecca MPoM3BOJIHTCS 110
rpauKy. yTBEpKACHHOMY PYKOBOMTEIeM 00pa30BaTe/IbHON OPraHU3aALIMH, U B
NPUCYTCTBHM COTPYAHUKA OUOIHOTEKH.

6.5.2. Paspemaercs pabora 3a 0JHUM NEPCOHANBHBIM KOMITLIOTEPOM He B0JIeE [ABYX UesI0BeK
OJIHOBPEMEHHO.

6.5.3. [loabsoBarens umeeT npaso paboTarh ¢ cOGCTBEHHBIM HOCHTEIeM HH(OPMALHH TTOC/IE
pe/IBAPUTEIILHOrO TECTHPOBAHUS €ro padOTHHKOM OMOITHOTEKH.

6.5.4. [lo Bcem Bonpocam nmoucka HHGOPMAIHK B HHTECPHETE 110/1b30BATEND JOJIKEH
oOpammarbes K paboTHUKY OMOIMOTEKH: 3anpeliaeTes 00palleHue K pecypeaM HHTEpHeTa,
MpeAnoJararoLmuM oIary.

6.5.5. PaboTa ¢ KOMIIBIOTEPOM NPOM3BOANTCS COIIACHO YTBEPKICHHBIM CAHUTAPHO-
THTHCHHUYCCKHM Tp€6OBaHH$§M.

7. llpaBa n 00513aHHOCTH OHO/IHOTEKH

7.1. Pabotuuky GubGIHOTEKH UMEIOT 1PaBo:

*  CAMOCTOATE/ILHO BBIOUPATH (POPMBL. CPEACTBA H METOIbI OHOIHOTEYHO-
HH(POPMAaLHOHHOTO 00cTy KHBaHKs 00pa30BaTEILHOIO U BOCIMTATEILHOI O
MPOIIECCOB B COOTBETCTBUH C LEJISMH M 33/1a4aMH. YKa3aHHLIMH B YCTaBe
00pa3zoBaTesIbHONH OpraHu3alul | M0JOKEHHH 0 OUDIHOTEKE:

* [POBOJUTH B YCTAHOBJICHHOM MOPA/IKE (PAKyIbTaTHBHBIC 3aHATHA. YPOKH H KPYIKKH
OubnnoTeyno-Ondanorpaduieckux 3HaHui u HHOOPMAIIHOHHOH KY/ILTYPBbI:

e QUPEACHATH HCTOUHHKH KOMIUICKTOBAHUS HH(POPMAILIHOHHBIX PECypCoB:

* H3bIMATH M PEATH30BBLIBATL JOKYMEHTbI H3 (DOHIAOB B COOTBETCTBHH C HHCTPYKIHEH
1o yuety OudanoTeysoro Gona:

* Y44aCTBOBATh B ynpasieHun 00pa3oBaTeIbHOH OpraHu3aliiK B MOpsIKe.
OIIPEJIEIIEMOM YCTABOM:

*  YY4acTBOBATbL B COOTBETCTBHHM C 3aKOHOAATEILCTBOM P® B paboTe OHOIMOTEUHBIX
accoLMalui HiIH COIO30B.

7.2. PaGoTHHKH OHOJIHOTEK 0053aHbI:

» 00CCIEUUTD MOMB30BATE/IAM BO3MOKHOCTE Pab0Thl ¢ HH(GOPMALTHOHHBIMH
pecypcaMu OMOIHOTEKH:

s  HMH(OPMHPOBATH 10J1L30BATE/ICH O BHIAX NPEIOCTAB/ISEMbIX OHOJIHOTEKONH YCIYT:

¢ OCYUIECTBIATD [LJIAHOBBLIC H BHEIIAHOBLIC NPOBEpKH OubinoTeunoro Gomnma,
PEryJIipHO OCYLIECTBIATH PoBepKy OubinoTeyHoro Qona 00pazoBaTeIbHOM
OpraHM3aliy Ha NpeaMeT HAIMYHA B HEM JJOKYMEHTOB, BKIHOYEHHBIX B DCHM;

e o0ecreynTh HAYUHYIO Oprann3aitiio OHI0B U KaTaloroBs;



&)

* (opmuposath GOHALI B COOTBETCTBUH C YTBEPKACHHBIMH (peaepanbHbIMK
[epeuHsAMU yUeOHbIX H31aHHH. OCHOBHBIMH 00pa3zoBaTeIbLHbIMK [TPOIPAMMAMH
0o0paszoBare/ibHOH OpraHu3allii, HHTEpecaMu, NOTPeOHOCTAMHU H 3allpocaMu BCex
KaTeropHi nojs3osaresiei,

¢ COBEPIICHCTBOBATHL HH(POPMALMOHHO-OMOIHOTpadHUecKoe H OHDIHOTEUHOE
00CTyKHBAaHHE T01b30BATE/ICH!

* o0ecreunBaTh COXPAHHOCTD HCIOTL30BAHHS HOCHTE e HHPOPMALIHH, HX
CUCTEMATH3ALMIO, PA3MELICHHE U XPAHCHHUE,

o oDecrnieunBaTh pekuUM pabOThl B COOTBETCTBHHU € OTPEOHOCTAMH MOIB30BATENCH H
paboToi oOpa3oBatelIbHOH opraHu3altim;

*  OTYUTHIBATHCA B YCTAHOBJIECHHOM [OPA/IKE Mepe] pyKOBOAHTEIEeM 00pa3oBaTe/IbHOM
OpraHH3aluu.

8. Ilpasa u o0s3anHOCTH NOJIB30BaTE Iel ONO/IHOTEKH

. [Monb3osarenu OUOIHOTEKH UMEIOT MPABO:

* [0JY4aTh NOIHYHO HHGOpPMalHIO 0 cocTase OMGAHOTEUHOTO (oH/Ia,
MH{(OPMALIMOHHBIX pecypeax M NpeaocTaBiseMsix 6HGInOTeKOH yenyrax:

¢ [10J1b30BATLCH CMIPABOYHO-OMOIMOrpapuyeckum annapatom OHOIHOTEKH:

* OJyHaThb KOHCYIbTALUHOHHYIO TOMOIb B MOUCKE M BHIOOPE HCTOUYHUKOB
HH(pOPMAIIHHK:

* [10JIyH4arh BO BPEMEHHOE M10/1b30BaHUE HA aDOHEMEHTE U B UUTAILHOM 3ai1e
reyaTHbIE H31aHKs, Ay IHOBH3YAJILHBIC JOKYMEHTHI H APYTHE HCTOYHHKH
MH(pOPMALIUK;

e [IPOAJIEBATb CPOK NOJb30BAHUSA JOKYMEHTAMHM;

* [OJIYYaTh TeMaTHueckue. Gaktorpaguueckue, yrounsioume u 6ubanorpapuieckue
CIIpaBKH Ha OCHOBE (oH1a OUOIHOTEKH:

* [OJY4YaTh KOHCYIbTALMOHHYIO ITOMOMLL B paboTe ¢ HHpOpMatue npu
IMOJIB30BAHUU HIEKTPOHHBIM U HHBIM 000pY10BaHHEM

*  YHACTBOBATh B MEPONPUSTHAX. NPOBOAMMbBIX OHOIHOTEKOH.

. [TonwzoBaTtenu GubIHMOTEKH OOSI3aHbI:

o co0uo01aTh NpaBuia Noib30BaHus GUOIHOTEKOH:

e 0epekHO OTHOCHTLCA K NPOM3BEICHHAM TIeaTH (HE BLIPLIBATL, 1€ 3arudartn
CTPAHUIL, HE JIeJaTh B KHUIaX [MOA4epPKUBAHUH, MTOMETOK), HHBIM JIOKYMEHTaM Ha
Pa3IHYHBIX HOCHTEIAX, 000PYA0BaAHUIO, HHBEHTAPK),

e [OAJAEPKUBATE NOPSJIOK PACCTAHOBKH JJOKYMEHTOB B OTKPBITOM JIOCTYIIE
OHOIHOTEKH, pacHOIoKeHUs KapTOUYeK B KaTalorax  KaproTekax:

* [10/Ib30BATHCA IEHHBIMU H CIIPABOYHBIMH JIOKYMEHTAMH TOJIBKO B MOMEIICHHH
OUOIHOTEKH:

o yOCAHUTBLCS MPH MOIYHEHHH JIOKYMEHTOB B OTCYTCTBUH JIC()EKTOB, & MpH
obnapyskenun npouHGopmMupoBaTh 00 TOM paboTHnKa GUGIHOTEKH.
OTBeTcTBEHHOCTD 3a 00HapyKeHHbIEe 1e()eKThl B ¢1aBAEMbIX JOKYMEHTAX HeceT
NOCIAHHI 110/1b30BATEb;

* PACIHCBIBATBLCS B YMTATCALCKOM OPMYJISPE 3a KA /bl MOTYHYEHHBIH JOKYMEHT
(nckmodenue: ooyuaommecs 1-4-X K1accos):

* BO3BPALIATH J0KYMEHTHI B OMOIHOTEKY B YCTAHOBIEHHbIE CPOKH:

*  3@MEHATL JIOKYMEHTBI OHOJIHOTEKH B C/Iydae UX YTPaThbl WA NOPYH UM
PABHOIEHHBIMU JTHO0 KOMIIEHCHPOBATH Yiepd B pazMepe, VCTaHOBIEHHOM
[paBHJIaMH 110/1630BaHust OUOIMOTEKOH:

e TIOJHOCTBIO PAcCUMTATLES ¢ OMOIHOTEKOH MO HCTEUeHHH CPOKa O0YHEHHS HITH
padoTe! B 00111€00pa30BaTeIbHOM YUPEKICHHH.



