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ITos0:xenue o OudIMOTEKE
1. O0mume moJ1okeHus

1.1. Hacrosiiee mookeHne periiaMeHTupyer nesitenbHocts oundmorekn MBOY «COLL Ne2
p.11. JIeiceie ['opei» (nasnee — oOpazoBaTebHAs] OpraHu3arus).

1.2. Hacrosmiee nomnoxenue pazpaboTaHo B cooTBeTcTBUH ¢ DenepanbHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «OO6 oOpazoBanuu B Poccuiickoit Deneparnuu», MTPUKa30M
Munkynstypsl ot 08.10.2012 Ne 1077 «O06 yrtBepkaenun llopsinka ydera HOKYMEHTOB,
BXOJMIIMX B cocTaB OuOnIMoTeyHoro ¢(oHma» c ydyeroM nucbkMa MHUHOOpa3zoBaHUS OT
23.03.2004  Ne  14-51-70/13 «O  IlpuMepHOM  TOJIOKEHMHM O  OMONIHOTEKE
o0mieobpa3oBarenbHOro yupexaeHus», Meronudeckux pexkomenganuii ®I'BHY «HIIb uwm.
K.JA. Ymmuackoro» ot 31.05.2017, pekomenpanmiit Munkynbtypbl ot 12.09.2017 mo paGore
OUONIMOTEK C JIOKyMEHTaMH, BKJIIOUYEHHBIMH B (heAepalibHbIi CIIMCOK 3KCTPEMHUCTCKUX
MaTepuasoB.

1.3. bubnuoreka sABIsIETCS CTPYKTYPHBIM IOJIpa3/ieleHneM 00pa3oBaTeIbHON OpraHu3aIiy,
CO3/IaHHBIM B ILENsIX OOecliedeHMs] MpaBa YYaCTHHKOB 0O0pa30BaTeNbHOIO Ipoliecca Ha
OecruiaTHOE MOJIb30BaHNE OMOINOTEYHO-UH(OPMALIMOHHBIMH PECYpCaMH.

1.4. Tlopsinox mNOJB30BaHUS HCTOYHUKAMU HHG(OpMalM{, NEpeYeHb OCHOBHBIX YCIYT U
YCIOBUS WX TNPEAOCTABICHHS ONPEIENSIOTCS HACTOALIMM IOJIOKEHUEM O OHOIHMOTeKe U
IIpaBWJIaMU T10JIb30BaHMsI OMOIMOTEKOH, YTBEPKIEHHBIMU PYKOBOUTENIEM 00pa30BaTeIbHON
OpraHM3alMH.

1.5. Opranuzanus oOCIyXKMBaHUS YYaCTHUKOB 00pa30BaTEeIbHOTO Mpolecca MPOU3BOAUTCS B
COOTBETCTBUM C NpPaBUIAMU TEXHUKM O€30IMaCHOCTH U TMPOTUBONOXKAPHBIMM, CaHUTAPHO-
TUTHEHNYECKUMH TPEOOBAHUSIMU.

2. Henn, 3anaun, GpyHKIUH OUOTHOTEKH

2.1. llenu OUOTMOTEKN COOTBETCTBYIOT LIEJISIM 00pa3oBaTeNbHOI OpraHU3aluy M BKIIOYAIOT
B ce0sl B TOM uucie: GopMUpoBaHUE OOIIEH KyIbTYpbl JIMYHOCTH OOYUYaIOIIUXCSl HA OCHOBE
YCBOCHHMS COJIEpyKaHHUs OCHOBHBIX 00111€00pa30oBaTeIbHBIX IPOrpaMM, UX aJaNTalus K KU3HHU
B OOIIECTBE, CO3JaHWE OCHOBBI JUII OCO3HAHHOTO BHIOOpa M TIOCIEIYIOUIETO OCBOCHHS
npodecCHOHATBHBIX ~ 00pa30BaTENbHBIX IMPOrpaMM, BOCIHUTAaHHE TI'PaKJAHCTBEHHOCTH,
TPYAOIIOOUs, YBOXKEHHUS K TpaBaM U CBOOOJaM YeNIOBEKa, JIIOOBU K OKPYIKarolleH Mpupoe,
Ponune, cembe, hopmMupoBaHue 3J0pOBOTO 00pa3a KU3HU.

2.2. 3agayamu OMOITMOTEKH 00pa30BaTEIHLHON OpPraHU3aIUN SBISTFOTCS:

e oOecrieueHHe ydaCcTHMKaM 00pa30BaTeNbHOTO Ipolecca — O0O0ydarommMmcs,
HEJarornyeckuM  pabOTHHKAM, pOAUTETIsIM  (3aKOHHBIM  IIPEICTaBHTEIISIM)
oOyuaronmxcs (nanee — MOJB30BATEIsIM) — JOCTyNMa K MH(OpMALWM, 3HAHUAM,
uzesM, KyJIbTypHBIM IIEHHOCTSIM IIOCPEACTBOM HCIOJIB30BaHMSA OMOIMOTEHYHO-
MH(POPMALIMOHHBIX PECYpCOB 00pa30BaTeIbHON OpraHU3aAIHH;

e BOCIUTAHHE KYJIBTYPHOTO W TPaKTAHCKOTO CAMOCO3HAHHWS, TIIOMOIIb B
COLMANIN3ALMHU 00YYaIOLIerocs, Pa3BUTUN €r0 TBOPUYECKOTO MOTEHIINANA;
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e IpHUBJIICYEHUE  OOydarolMXcsi K  CHCTEMaTHYeCKOMY  4YTEHUIO  Yy4eOHOH,
XyI0KECTBEHHOH, HAyYHO-IIOIIYJISIPHON JIUTEPATYPHI;

e COJIEHCTBME  PpA3BUTUIO  [I03HABaTEIbHBIX  HMHTEPECOB U CIOCOOHOCTEH
oOyyaromxcs,

e (opMupoBaHHE HABBIKOB HE3aBUCHUMOI'O OMOIMOTEYHOIO IOJIb30BaTENsl, 00y4eHHe
MIOUCKY, OTOOPY ¥ KPUTHUYECKOH OIIeHKE H(pOpMAaINY,

e COJEHCTBME II€NAarorMyeckuM paOOTHHKaM B MOAOOpPE HayYHO-METOAUYECKOH
JTUTEpaTyphl, ”HHOPMUPOBAHUE O HOBBIX MOCTYIUICHUSX B OMOIMOTEUHbIN (OHT;

e COBEpIICHCTBOBAHUE MIPEIOCTABISIEMbIX OMOIMOTEKON YCIIyT Ha OCHOBE BHEIPEHUS
HOBBIX HMH(OPMAIMOHHBIX TEXHOJIOTHH W KOMIBIOTEpU3alMH OHOIMOTEYHO-
WH(pOPMAIMOHHBIX TpoleccoB, (opmupoBaHue KOMGMOPTHOW OHMOIHOTEYHOM
CpeIbl.

2.3. bubnroTeka BHINOIHACT Ceayromue GyHKIUu:
2.3.1. ®opmupyer ¢doHa OUOIMOTEYHO-UH(POPMAIMOHHBIX PECYpPCOB 00pa3oBaTEIbHOM
OpraHu3aLMN:

e KOMIUIEKTYET OCHOBHOH (DOHJ Y4eOHBIMH, XYyJOKECTBEHHBIMH, HAYyYHBIMH,
CIPAaBOYHBIMH, N1€ATOTUYECKUMHU U HAYYHO-TIONYJISIPHBIMU JOKYMEHTaMH;
YYacTBYET B KOMIUIEKTOBAHHH CIEIMATH3UPOBAHHOTO (pOHIa ydeOHUKAaMU U3 YUCIIa
BXOJSIIUX B (efiepalibHbli NIepedeHb YUeOHUKOB, JOMYIIEHHBIX K UCIIOIb30BaHUIO
pY pealn3alyuy UMEIOIUX TOCYIapCTBEHHYIO aKKPEeIUTAIHUI0 00pa30BaTEbHBIX
OporpaMM  HayaJlbHOIO OOILEro, OCHOBHOIO OOILIEro, CpegHero OOLIero
o0pa3oBaHusi, U y4eOHBIMH TOCOOMSMH, JOMYIICHHBIMA K HCIOJB30BAHUIO TIPU
peanu3aluy yKazaHHbIX 00pa30BaTeNbHBIX IPOrpamMM;
aKKyMyJIHpyeT (pOHI JOKYMEHTOB, CO3/IaBa€MbIX B 00pa30BaTEIbHON OpraHU3aIUN
(nyOnukammii u pa®oOT mMeAaroroB 0OOpa30BATENbHOW OpraHU3alUM, JYYLIAX
HaY4YHBIX Pa0OT U pedepaToB yUaIuxcs U 1p.);
OCYILECTBIISIET pa3MeIlleHNe, OPraHNu3aIUI0 U COXPaHHOCTh I0KYMEHTOB,;
OpraHM3yeT M BEIEeT CIpaBOYHO-OMOIMoOrpadguueckuii amnmapar: KaTajloTu
(anaBUTHBINA, CHCTEMATHYECKHI), KApTOTEKH (CHCTEMATHUYECKYIO KapTOTEKy
CTaTeil, TeMaTHYeCKHe KapTOTEKH), SJCKTPOHHBIA Karanor, 0a3bl JaHHBIX I10
npod o 00pa3oBaTENIbHOW OpraHU3aIIH.
2.3.2. OcymecTBiser muddepeHIMpoBaHHOE OMOIMOTEYHO-UHPOPMAIIIOHHOE
o0ciry>)KuBaHHe 00yUaroIIUXCs:

e TMpenocTaBisieT HPOPMALMOHHBIE PECYPCHI HA Pa3IMYHBIX HOCHTEISX,

e oOpraHuzyer oOyueHHe HaBbIKAM HE3aBUCHUMOTO OMOJIMOTEYHOrO MOJb30BATENS U
notrpedurens nHGOpMaluu, COIEHCTBYET UHTErPAallii KOMILJIEKCA 3HAHUM, YMEHUM
Y HaBBIKOB pabOThI ¢ KHUTOM M HH(pOpMaILUEH;

e OKa3blBaeT HMH()OPMAIMOHHYIO TOAJEPKKY B PEIICHUH 3a7ad, BO3ZHHKAIOIINX B
nporecce  yueOHOH, camMooOpa3oBaTeNbHOM W JIOCYrOBOH  JI€ATEIILHOCTH
oOydJarouxcs,

e OpraHM3yeT MAacCOBbIE MEPOIpPUATHS, OPUEHTHPOBAHHBIE Ha pa3BUTHE OOUIeH u
YUTATENbCKON KYIBTYpBI THYHOCTH;

e COJEHCTBYET IEAAaroruuyeckKuM pabOTHHKaM B OpraHM3aldd 00pa3oBaTeIbHOTO
mporiecca U 10cyra o0yJaronuxcs.

2.3.3. OcymecTBiser TudhepeHIIMpPOBaHHOE O6u6moTeYHO-NH(HOPMAIIHOHHOE
00CITy’)KUBaHHE TIETarOTMUECKUX PAOOTHUKOB!

e BBIABJISIET HH(POPMALIMOHHBIE TOTPEOHOCTH U YJOBIETBOPSIET 3alPOCHI, CBS3aHHBIE
¢ 00y4eHneM, BOCTIMTaHUEM 00 yUJaroIIuXCs;

e COIEHCTBYeT MNpO(ECCHOHAIBHOW  KOMIIETEHIIMM  MeJaroroB,  IOBBIIICHUIO
KBAJTM(HUKALUY, TPOBEICHHUIO ATTECTALUH;

e OCYIICCTBIISICT TeKyilee HHPopMupoBaHue (mHM uHDOpMAIUK, 0030pbl HOBBIX
MOCTYIUICHUH M IyOIMKanuii);

e CIIOCOOCTBYET MPOBEACHUIO 3aHATUH 1O (HOPMHUPOBAHUIO HH(OPMAIIMOHHON
KyJBTYpbl 00y4aroIuxcsl, BjsieTcst 0a30i U1l MPOBEACHUS NPAKTUYECKUX 3aHIATUI
1o pabote ¢ HHOPMATMOHHBIMU PECYPCAMHU.



2.3.4. OcymiecTBisieT nuddepeHpoBaHHOE OnOIMOTEYHO-UH(DOPMAITMOHHOE
o0cny)XKMBaHHE poauTese (3aKOHHBIX MPEICTABUTENCH) 00yJarOIIUXCS:
e YIOBJIETBOPSET 3aMpOChl MOJIb30BaTENeH U HUHPOPMHUPYET O HOBBIX MOCTYIJICHUSX B
OubImoTeKy;
e KOHCYJIBTUPYET IO BONpPOCAM OpraHHU3al[MM CEMEMHOro YTEeHHs, 3HAKOMHUT C
uH(pOpMalrei 1o BOCHUTAHUIO JETEH;
e KOHCYJIBTHUPYET IO BOIPOCAaM y4eOHBIX M3AaHUN 1Ji1 00ydaromuxcsl.

3. Opranusamnus aesiTeJIbHOCTH OUOJINOTEKH
3.1. OOmee pyKOBOJACTBO JESATEIBHOCTHIO OWOIMOTEKM OCYIIECTBISET PYKOBOAMUTEINb
00pa3oBaTeNbHON OpraHU3aLIH.
3.2. HemocpencrBeHHOEe  PYKOBOJACTBO  OHMOJIMOTEKOH  OCYIIECTBISET — 3aBEAYIONIUIN
OUOIMOTEKOH, KOTOPBIN Ha3HAYAETCSl PyKOBOAUTEIEM 00pa30BaTeIbHOW OpraHU3aliHy.
3.3. 3aBenyromuii GMOIMOTEKON HECET OTBETCTBEHHOCTD B IpeeNaX CBOCH KOMIIETCHIINHU 3a
OpraHU3alMI0 U PE3Y/IbTaThl AEATEIbHOCTH OUOINOTEKH.
3.4. 3amenyromuii OMOIMOTEKOW pa3pabaThIBaCT ©  NPEACTABISIECT PYKOBOJIUTEIIO
00pa3oBaTeNbHON OpraHU3alMK Ha YTBEPXKIECHUE CIECTYIOLIe JOKYMEHTHI:

e TIOJOXKEHHUE 0 OMOIMOTEKe, PaBHiIa TOJIH30BaHUS OMOIHOTEKOH;

e IIOJIOKEHHE O MJIATHBIX yCIIyrax OMOIMOTeKHY;

e IIJJAHOBO-OTYETHYIO JOKYMEHTAIIHUIO.
3.5. B cocTaB OMOIMOTEKN BXOIUT:

e a0OHEMEHT;

e YUTAJILHBIHA 327,

e OT/ICN y4eOHHKOB,

e oTzET HHOOPMAITMOHHO-ONOIHOrpaduIecKoil paboThI;

e (oHx ¥ crenuanTM3UpPOBAHHBIN 3am pabOTHl C MYJIBTUMEAMWHBIMA WU CETEBBIMH

JIOKYMEHTaMH,

e MeJHaTexa.
3.6. bubnnoTeyHO-MHPOPMALTMOHHOE OOCITYXHBAaHHE OCYIIECTBIISIETCS B COOTBETCTBUU C
I1aHaMH paboThl OMOIMOTEKH U PEKUMOM pabOThl 00pa30BaTENIbHON OpraHU3alllu.
3.7. bubnuoTteka BIpaBe NPeAOCTABIATh IUIATHbIE OMOIMOTEUHO-UH(POPMALIMOHHBIE YCIYTH,
MepevYeHb KOTOPBIX ONPEENIeTCs YCTaBOM 00pa3oBaTeIbHON OpraHU3allHH.
3.8. Pexum paGoTbl OHOIMOTEKM oONpeAessercs 3aBeNyIoUMM OuOIMOTEKOM ¢ ydeToM
pexxuma paboTsl oOpa3oBaresnbHOM opranm3anud. OAWH pa3 B MeCSIl MperycMaTpUBaeTCs
CaHUTApPHBIN JIeHb, B KOTOPBINA 00CITy)KHBAaHUE I10JIb30BaTeNECH HEe IPOU3BOJUTCS.

4. YyeT NOCTyNJIeHUs] U BBIOBITHS TOKYMEHTOB 0U0/1M0Te4HOr0 (poHAa
4.1. IIpuem noxkyMeHTOB B ()OH OMOIMOTEKH BKIIIOYACT CISAYIOIINE ONepalIiu:

e CBEpKa TOCTYIUICHHH C TICPBUYHBIM YYETHBIM JOKYMEHTOM (HaKjaJaHas, aKT),
BKITFOYAIOITUM CITHCOK ITOCTYITUBIINX JOKYMEHTOB;

e COCTaBJICHHE TMEPBUYHOIO YYETHOTO JOKYMEHTa Ui TOCTYyIUJIeHWH  0Oe3
CONPOBOAUTEIBLHON TOKYMEHTAIIUH;

e perucTpaius NOCTYNMUBIIUX JOKYMEHTOB B PETHCTpPax CyMMapHOTO, TPYHNIOBOTO U
unauBuayansHoro ydera (TOCT 7.0.93-2015 «bubnuoteunsiit pomra. TexHomorus
(dopMupoBaHUs»).

4.2. Tlpu TmONMOJHEHUH OCHOBHOTO OHOIMOTEYHOTO (OHJIA HEOOXOJAMMO COOJIFOIATh
TpeboBanuss @DenepanbHoro 3akoHa oT 25.07.2002 Ne 114-®@3 «O mupoTUBOAEHCTBUU
SKCTPEMUCTCKON JEATEIbHOCTHY». JIOKYMEHTBI, BKJIIOYECHHbIE B DenepaibHbIi CIIHCOK
AKCTPEMHUCTCKUX MatepuaioB (manee — ®COM), onyOnMKOBaHHBIA HA OPUIIMAILHOM CalTe
Munrocra  (http://minjust.ru/ru/extremist-materials), mnpuoOperarp 3ampemieHo, MpH
BBISIBJICHUH UX B (JOHJIE — U3BIMATh U3 JIOCTYIIA.

4.3. Yyet u 06paboTka TOKyMEHTOB OHOIMOTEYHOTO (POH .

4.3.1. Yuer u 06paboTKa TOKyMEHTOB OCHOBHOTO (POH/Ia OCYIIECTBIIACTCS UHANBUAYATbHBIM
cocoboMm. CBeleHuss O TOCTYNMBIIMX TMEYATHBIX JIOKYMEHTax BHocsiTcs B «KHuUTY
CYMMapHOTO y4eTa JOKYMEHTOB OCHOBHOTO (hoHIa».



[TocTynuBmIMM JOKyMEHTaM IPHUCBAMBAIOT HMHAMBHYalbHbIM PErMCTPALlMOHHBIN HOMEp
(vHBeHTapHBI HOMEpP WM WHOHM 3HAaK, NMPHHATHI B KaueCTBE PETMCTPALIMOHHOTO HOMEPA,
CHCTEMHBII HOMED JUIS DJICKTPOHHBIX JOKYMEHTOB) H IIU(P XpaHECHHSI.
Perucrpanmonnsie HOMepa W IUGPHI OTMEYAIOT B PETUCTPaX HWHAWBUIAYAIBHOTO Yy4eTa
JOKYMEHTOB — MHBEHTAPHOM KHUTI'€, KAPTOTEKE PErUCTPALMM a3eT, )KypHAJIOB, YUeTHOH 0a3e
JAHHBIX.
Bee sk3emMmisipbl NPpUHATBIX M3AaHUM wTemmnenoroTcd. llltemnens ¢ HanMeHOBaHUEM
00pa3oBaTeNbHONW OpraHU3allMi JIOJDKEH OBITh MPSIMOYTOJbHOH (OPMBI, pa3MepoM He
oouipire yem 1,5 x 4 cm.
[Itemnens cTaBUTCS Ha 000POTE TUTYIBHOTO JIUCTA (IIPU OTCYTCTBHH THUTYJIBHOTO JIUCTA —
Ha MEpBOW CTpaHUWIC TEKCTa IOJ 3ariiaBueM), Ha 17-i CTpaHUIE MOJ TEKCTOM B JICBOM
HIDKHEM YTy U Ha 000pOTe KaKIoro nmpuioxkeHus. Ha Opomrtopax M sKypHaiax IITeMIIETb
CTABUTCS TOJIBKO Ha 00JIOXKKE WM HA IIEPBOM CTpaHUIIE TEKCTa.
CoctraB ocHoBHOro (oHma ¢Qukcupyercs B KapTOYHOM aj(aBUTHOM KaTajiore, B
AJICKTPOHHOU 0a3e TaHHBIX OUOIMOTEKH.
4.3.2. Yuer m oOpaboTka crnenuanu3upoBaHHoro ¢onma. Crenuanu3upoBaHHBIA (GOHA
YUUTBIBACTCS U XPAHUTCS OT/AEIBHO OT OCHOBHOTO OMOIMOTEUHOro (hOH A,
VY4er NOKYMEHTOB CHELMAIU3UPOBAHHOIO (POHAA, KaK MHOIOIK3EMIUIIPHOW JIMTEpaTypHl,
OCYILLIECTBISICTCA TPYNIOBBIM CHOCOOOM U oTpaxkaercsi B «KHure cymmapHoro ydera
yueOHOTo (OHIa» U B KAPTOTEKE PETUCTPAIIIOHHBIX KaPTOYECK.
Ha xaxxnoe HauMeHOBaHHE JOKYMEHTOB CIELUAIN3UPOBAHHOTO (POH/IA 3aBOAUTCS OTAEIbHAs
yueTHas Kaprtouka. Kaprouku c¢ OumOmmorpaduyeckuM ONHCaHWEM H3AaHUN YIEeOHHKOB
paccTaBiIAIOTCA B YYETHYIO KapTOTEKy IO KiaccaM, a BHYTPU KJIACCOB — MO andaBuUTy
(dbamuuii aBTOpOB WM 3ariaBuid. J{JIsl KOHTPOJISA 32 COXPAaHHOCTBIO YYETHBIX KapTOUEK OHU
peructpupytores B «KypHane perucTpalui y4eTHbIX KapTOueK y4eOHUKOBY.
Texauueckas 00paboTKa TOKYMEHTOB IPEAYCMATPUBACT CICAYIOIINE OTEPALIHU:

e TMIPOCTABJIEHUE HAa KaXJOM JIOKYMEHTE LITeMIens OMOIMOTEeKH B COOTBETCTBUU C

myHKTOM 4.3.1 HACTOSIIETO TOJIOKEHUS,

VYuder crienuann3upoBaHHOTO (OH/a MpeycMaTpUBAET OTPAXKEHUE €r0 COCTaBa B CIIPABOYHO-
oubnuorpaduueckom armmapare OUOJIMOTEKH, B TOM YHCIIE€ B SJIEKTPOHHOM 0a3e TaHHBIX.
4.4. BriObITHE JOKYMEHTOB OMOMMOTEYHOTO (hOHIA.
4.4.1. ITIpuuuHBl, O KOTOPHIM JTIOKYMEHT MOXET OBbITh BBIBEJEH U3 COCTaBa OMOIMOTEYHOIO
¢oHIa, BKIIOYAIOT B TOM YHUCIIE BETXOCTh, NE(PEKTHOCTb, YCTapeloCTh IO COJAEP)KaHHIO,
yrpary. UckiroueHue gokymeHTa U3 OMOIMOTEUYHOro (POHAA MPOBOAUTCS HA OCHOBAHUU
aHaJM3a cocTaBa OMOIMOTEYHOro (POHJA U PE3YJIBTATOB €0 MPOBEPKHU.
4.4.2. Tlon BEeTXOCTBIO JTOKyMEHTa MOHHUMAIOT PE3yJbTaT E€CTECTBEHHOTO CTapeHUs WIIH
($u3M4YecKOro U3HOCa JOKYMEHTA.
4.43. Tlom nedeKTHOCTHIO JOKYMEHTAa IOHMMAIOT YacTHYHYIO WM TIOJIHYIO yTpary
HKCIUTYaTAIMOHHBIX KAaueCTB JIOKYMEHTA B PE3Y/IbTaTe BHELIHETO BO3CHCTBUS.
4.4.4. Tloxg ycTapenocThi0 MO COJAEPKAHUIO MOHUMAIOT TMOTEP0 AaKTYalIbHOCTH TEMAaTHKH,
MOJTBEPKIAEMYI0  OTCYTCTBUEM  CIpoca  4MTaTeneil,  HeBOCTPeOOBAHHOCTBIO B
repepacipeesIeHUy U peaan3aluu.
4.45. Tlog yrparoii NOKyMeHTa IMOHMMAIOT €ro OTCYTCTBHE B (hoHIE OMOIMOTEKH I10
OpUYMHAM TIOTEPH, XHIICHUs, OCICTBUN CTUXUIHOTO, TEXHOTEHHOro (B TOM 4YHCIIE
XaKepCKOM aTakh W HEBOCCTAHOBHMOTO COOSI AJIEKTPOHHOTO OOOPYIOBAaHUS) WU
COLIMAJILHOTO XapaKTepa, 10 HEYCTaHOBJIEHHOM NMPUYHHE.
4.4.6. Tlpouecc HCKIIOYEHUs IOKYMEHTOB M3 (oHIa OUOIMOTEKH OCYLIECTBISETCS B
cooTBeTcTBUH ¢ [lopsiakoMm yuera TOKyMEHTOB, BXOASIIMX B cocTaB OuOIMoTeyHoro GoHna,
YTBEPKICHHBIM Mprka3zoM MunkynsTypsl o 08.10.2012 Ne 1077.
4.4.7. BbIObITHE IOKYMEHTOB OMONMHMOTEYHOTO (OHAA TMPOM3BOIUTCA B PE3YJIbTaTe HX
CIHMCaHUsI KOMUCCHEW, CO3JaHHOM PYyKOBOIUTENEM 00pa30BaTeIbHOI OpraHu3aluu.
4.4.8. Ytunuzanus CIHCAHHBIX JIOKYMEHTOB OHOMMOTEUYHOro (OHIA MPOU3BOIUTCA B
COOTBETCTBHUH C 3aKOHOAATEIHLCTBOM PD.



5. [IpoBepka 10KYMeHTOB OMOJIMOTEYHOTO (hOoHIA
5.1. [IlmanoBasgs mpoBepka JOKYMEHTOB OHOIMOTEYHOro (OHIA TMPOBOAUTCS C
MEePUOJUYHOCTBIO OJIMH pa3 B MAThH JIET HAa OCHOBaHWM rpaduka MPOBEPKU, YTBEPHKIACHHOTO
3aBEIYIOIINM OUOINOTEKOM.
5.2. BxemmanoBas TmpoBepKa JOKYMEHTOB OHONMHOTEYHOTO (OHIA TMPOU3BOIUTCA B
00513aTEIIbHOM MOPSIKE:

e TpU BBISBICHUU (DAKTOB XUILEHUS, 37I0YIIOTPEOICHHS I IOPYU JJOKYMEHTOB,;

e B Cllydae CTUXMMHOrO O€ICTBHUs, IOKapa WU APYTUX UYPE3BbIYAMHBIX CUTYalUH,

BBI3BAHHBIX SKCTPEMAJIbHBIMH YCIIOBUSIMU,;

e IIPH pEOpraHU3alMy WIN JIMKBUIAIMKA 00pa30BaTeIbHON OpraHU3allHH.
5.3. IlpoBepka ¢oHma HA MpeAMET HAIMYUS B HEM JIOKYMEHTOB, BKIIOYCHHBIX B DCOM,
IIPOBOJUTCS:

e TP MOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;

e cucremaruuecku (He pexe OJHOro pasa B TpU Mecsua) myreM cBepku PCOM co

CIIpaBOYHO-OMOIMOrpadrueckum anmnapaTom GoH1a OMOIHMOTEKH.

5.4. Tlo wToram MpOBEpPKH 3aBEAYIOUIUN OMOJIMOTEKOW COCTaBIAET aKT, MOMANKMCHIBAECT H
XpaHUT €ro B OMOJIMOTEKEe B TEYCHHE CPOKA, YCTAHOBIEHHOTO HOMEHKJIAaTypol aen. Ecmu
KAaKHe-TO JIOKYMEHTbl OTCYTCTBYIOT [0 HEYCTAHOBJIIGHHOM MpUYMHE, TO K aKTy
MIPUKJIA/IBIBACTCS UX CIIHCOK, B KOTOPOM (PUKCUPYIOTCS CBEJICHUSI O KOJIMUYECTBE JOKYMEHTOB
OoubnmoTeyHoro GoHa B HATMYUHU M KOJUYECTBE OTCYTCTBYIONIMX JOKYMEHTOB, B TOM YHUCIIE
[0 HEYCTAaHOBIEHHOW mpuynHe. B akTe Takke YyKa3plBalOTCS HOMEpP M Jara akrta
HpeAbIAYIIEH TPOBEPKHU.
[Ipn BbISIBIEHMH B Tpolecce MNpPoBepkd (OHAA OTCYTCTBYIONIMX JTOKYMEHTOB U
HEBO3MOXXHOCTH YCTAHOBJIEHUS BHHOBHBIX JIML[ YOBITKM IO HEAOCTauyaM CIIHCBHIBAIOTCS B
COOTBETCTBHUH C JCHCTBYIOIIUM 3aKOHOAATEIHCTBOM.
5.5. Ina mpoBepku OmOIMOTEYHOTrO (oHAA 0Opa30BATENBHON OpraHW3alMyd Ha TPEAMET
HINYMS B HEM JOKYMEHTOB, BKIOueHHbIX B PCOM, B 00pazoBaTeabHON OpraHu3alliu
co3maercs crneuuanbHas Kowmwmccuss mo cBepke OuOianoreynoro ¢onna ¢ PenepaibHbIM
CIIMCKOM  JKCTPEMHUCTCKMX MAaT€pPHallOB, BBIABICHUIO, U3BATUIO W  YHUYTOXCHHIO
IKCTPEeMHUCTCKUX MarepuasnioB (manee — Kommccnss 1O mpoBepke 3KCTPEMHCTCKUX
MaTepHaioB), KOTOpas cucTeMathuuecku (He pexe OJHOTO pa3a B TPU MECsIa) OCYIIECTBISCT
MpoBepKy OubIMoTeuHoro ¢GoHma oOpa3oBaTEIbLHON OpraHMU3AIMK Ha MPEJAMET HAIWYUS B
HEM JOKYMEHTOB, BKIIOUeHHbIX B @OCOM, nyrem cBepku DPCOM co cmpaBoyHO-
6ubnuorpaduueckuM annaparom QoHja.
[Ipu BbISBIEHUH JOKyMeHTa, BKItodeHHoro B ®COM, Ha sTame KOMIUIEKTOBaHUS (oHIa
YKa3aHHbIN JOKYMEHT HE MOJUICKUT BKIIIOUEHUIO B OMOIMOTEUHBIM (oHJ 00pa3oBaTenbHOM
OpraHu3aIMH.
B cnydae BeIsiBIeHUs MOKymMeHTa, BKIoueHHOTO B @COM m yxe Haxoxsmerocs B QoHe
6ubnuorekn oOpa30BaTEIbHON OpraHU3allld, JOKYMEHT HCKIIoYaeTcss U3 OMOIMOTEeYHOro
($hoH/Ia ¥ TOJUIEKUT YHUUTOKEHHIO.

6. [Topsinok mMoIb30BaHUsI OMOINOTEKOM
6.1. 3anuch oOyyaromuxcs 00pa3oBaTeNbHON OpraHu3aluy B OMOINOTEKY MPOU3BOIUTCS O
CIIMCOYHOMY COCTaBY Kjacca B WHIUBUAYAIBHOM TOPSJIKE, TEIaroTHYECKUX W HWHBIX
pabOTHHUKOB 00pa30BaTENbHON OpraHU3aIlK, pOUTeNeH (MHBIX 3aKOHHBIX MPEICTABUTEIICH )
oOywaroruxcsi — 1o macnopry. llepepeructpamusi momb3oBareneldl  OMOIMOTEKH
MIPOU3BOIUTCS €KETOJHO.
6.2. JlokyMeHTOM, TIIOATBEPXMAOIIAM TIPAaBO IIOJIb30BAHUS OHMOJIMOTEKOM, SBIACTCS
gutatenbCkuil  popmymnsap.  Uwrarensckuit  Gopmymsip  QukcupyeT gaTy  BbLAAYU
MOJTH30BATEIIO TOKYMEHTOB U3 (DoH1a OMOTNOTEKH U UX BO3BpAICHUS B OMOINOTEKY.
6.3. [Topsimok mosib30BaHMsT A00HEMEHTOM:
6.3.1. Ilonp30BaTen UMEIOT MPABO MOJYYUTh HA IOM W3 MHOTOTOMHBIX M3JIaHUHA HE Oojee
JBYX JTOKYMEHTOB OJHOBPEMEHHO.
6.3.2. MakcumabHbIE CPOKHU TOJIH30BaHUS IOKYMEHTAMU:

e y4eOHUKH, yaeOHBIC TOCOOUS — yUeOHBIHN TO;



e HAYYHO-TIONMYJIAPHAs, IIO3HABATENbHAs, XyIO)KECTBEHHAs JUTEpaTypa — OIHWH
MECHIIL;

e TEPUOAMYECKUE M3JIaHMS, U3/IaHNs TIOBBIIIEHHOTO crpoca — 15 aHeit.
6.3.3. Ilonp3oBarenu MOTYT MPOUIUTH CPOK TOJNB30BAHUS JTOKYMEHTaMH, €CIM Ha HHUX
OTCYTCTBYET CIIPOC CO CTOPOHBI JIPYT'HX ITOJIb30BATEICH.
6.4. ITops10K TOAB30BAHUS YNTAIEHBIM 3aJI0M.
6.4.1. JlokyMeHTHI, IpeJHa3HaYeHHbIE U1 paOOTHl B YNTAJILHOM 3ajie, Ha JIOM HE BBIIAIOTCS.
6.4.2. DHIMKIONEIUH, CIPABOYHHMKH, DPEIKUE, IIEHHbIE M HMEIOIIUECS B E€IUHCTBEHHOM
9K3EMILISIPE TOKYMEHTHI BBIIAIOTCS TOIBKO sl paOOTHI B YUTAIEHOM 3aJIe.
6.5. [Topsiiok paboThI C KOMIIBIOTEPOM, PACTIONOKEHHBIM B OMOIHOTEKE.
6.5.1. PabGoTa ¢ KOMIIBIOTEPOM YYaCTHHKOB OOpPa30BaTEIBHOTO IpOIecca MPOU3BOAUTCS IO
rpaduKy, YTBEp)KACHHOMY pPYKOBOJIUTENIEM 00pa3oBaTelbHON OpraHuM3alud, W B
HPUCYTCTBUH COTPYAHUKA OMOIHOTEKH.
6.5.2. Pa3pemmaercs paboTa 3a OJHUM MEPCOHATBHBIM KOMITBIOTEPOM HE O0Jiee IBYX UeIOBEK
OJTHOBPEMEHHO.
6.5.3. ITosp30BaTens UMEET MPaBoO PadOTaTh C COOCTBEHHBIM HOCUTENEM HH(OPMAIIUH TTOCIIE
NPEABAPUTEIILHOTO TECTUPOBAHUS €T0 PAOOTHUKOM OMOIMOTEKH.
6.5.4. Ilo Bcem Bompocam IMoWCKa WH(POPMALMKM B HWHTEPHETE IIOJB30BATENb JIOJKECH
oOpamarbcss K paOOTHUKY OMONMOTEKH; 3amperiaeTcs oOpalleHne K pecypcaMm HHTEpHETa,
MPEIoIararoIIuM OIIary.
6.5.5. Pabota Cc KOMIBIOTEPOM MPOM3BOJMUTCS COTJACHO YTBEPKICHHBIM CaHUTApHO-
THTUEHUYECKUM TPEOOBAHUSIM.

7. IlpaBa n o0s13aHHOCTH OMOINOTEKH
7.1. PaboTHHKY OMOJIMOTEKH UMEIOT IIPaBO:

e CaMOCTOATENBHO BBIOMpATh (OPMBI, CpPEACTBA © METOABl OMOIMOTEYHO-
UHPOPMALIMOHHOTO  OOCITYKMBaHHsI 00pa3oBaTe€IbHOIO UM BOCIUTATEIbHOIO
IPOIIECCOB B COOTBETCTBHHM C IENMSIMH M 3aJayaMH, YKa3aHHBIMH B YyCTaBe
00pa3oBaTeNbHON OpraHU3allK U TOJ0KEHUU O OUOINOTEKE;

e TIPOBOJUTH B YCTAHOBIICHHOM MOPSAKE (PaKyIbTaTUBHBIC 3aHATHS, YPOKU U KPYKKH
6ubnmMoTeyHo-onbmorpadguyeckux 3HaHUNH 1 UHHOPMAIIMOHHOMN KYJIbTYpBI,

e ONpEAETATh UCTOYHUKH KOMIUIEKTOBAHUS HHPOPMAIIMOHHBIX PECYPCOB,;

e U3bIMaTh M PEAN30BBIBATH JOKYMEHTHI U3 (DOH/IOB B COOTBETCTBUU C MHCTPYKLHEH
1o y4ery OubinoTedyHoro GpoHna,;

e yUaCTBOBATh B  YIpaBJIEHUH O00pa3oBaTelbHON  OpraHu3aluyd B TOPSJKE,
OTIpeNIeIsIEMOM YCTaBOM,;

e yYaCTBOBATh B COOTBETCTBUHU C 3aKOHOMAATENbCTBOM P® B pabore OMOIMOTEUHBIX
acCoIMallii WU COI030B.

7.2. PaboTHHKY OUOIHOTEK O0SI3aHbI:

e o00ecrneuuTh IMOJIb30BATEISIM BO3MOXKHOCTH paboTbl ¢  UHGOPMAIMOHHBIMU
pecypcamu OUOINOTEKH,

e HMH()OPMUPOBATH MOJB30BATEICH O BUIAX MPEAOCTABISAEMBIX OMOTMOTEKON YCIIyT;

e OCYIIECTBJIATH IUIAHOBbIE M BHEIJIAHOBBIE IPOBEPKU OMOIMOTEUHOro (OH/A,
PETYISIPHO OCYIIECTBISATH MPOBEPKY OmOMmoTreyHoro ¢ouma o0pa3oBaTeIbHOM
OpraHu3alliy Ha MpeAMEeT HaJIMYus B HEM JOKYMEHTOB, BKIIOUeHHbIX B DCOM;

e 00ecneunTh HAYUYHYIO OpraHu3anunio (JOHIOB U KaTaJIOTOB;

e (opmupoBaTh (OHIBI B COOTBETCTBHUM C YTBEpPKIECHHBIMH (eaepaTbHbIMU
NEepeYHsMH Y4eOHBIX H3/IaHUH, OCHOBHBIMH OOpa30BaTENBHBIMH IPOTPaMMaMHU
00pa3oBaTeNbHONW OpraHU3ally, WHTepecaMu, MOTPEOHOCTAMHU U 3allpOCaMU BCEX
KaTeropuii moJib30BaTeleH;

e COBEPIICHCTBOBaTh HH(pOpMANMOHHO-OMOMUMOTpadguueckoe u  OHOIMOTEYHOE
o0ciyXKMBaHUE MOJIb30BaTEINECH;

e oOecreunBaTh COXPAHHOCTh HCIIOJNB30BaHHMsS HOCHTENEeW uHPOpMalMH, HX
CUCTEMAaTH3AallHIo, pa3MEeIlEHUE U XPaHEHHE,;



o0ecreunBaTh peXUM pabOThl B COOTBETCTBUH C MOTPEOHOCTSIMHU TOJIb30BATENICH 1
paboToii 00pa3oBaTEILHOIN OpPraHU3AIINH;

OTYHTHIBATHCS B YCTAHOBICHHOM TIOPSIIKE MEpe]] PyKOBOAUTEIIEM 00pa30BaTeIbHON
OpTaHHU3aIIH.

8. IlpaBa u 0013aHHOCTH MOJIb30BaTe el OMOIHOTEKH
8.1. ITonp3oBaTeny OUOIMOTEKH UMEIOT MPaBO:

nojyyaTb ~ MOJHYI0  HMHpOpPMaLMIO O cocTaBe Oubnmoreuynoro  (onna,
MH()OPMAIIMOHHBIX PECYpPCax U MPEIOCTaBIIEMbIX ONOIMOTEKOH yCayrax;
MOJIb30BAThCSl CIIPABOYHO-OMOIMOTpadUUecKUM anmnapaToM OUOINOTEKH;

MOJy4aTh KOHCYJIBTALIMOHHYIO TIOMOIIb B TIOMCKE M BBIOOpPE HCTOYHHKOB
uHpopManuy,

MOJy4aTh BO BPEMEHHOE II0JIb30BaHME HAa Aa0OHEMEHTE M B YHTAJIBHOM 3aJie
NeYaTHbIE HW3JaHUs, ayJHOBHU3YyaJbHBIE JOKYMEHTBI M Jpyrue HCTOUYHUKHU
uHpopmanuu;

MIPOJIEBATh CPOK MOJIB30BAHUS JTOKYMEHTAMH;

MoJIy4aTh TeMaThuueckue, pakrorpaduueckue, yrouHsonme u oudnuorpapuieckue
CIpaBKU Ha OCHOBE (OHIa OMOIHOTEKH;

MOJy4aTh KOHCYJNBTAalHOHHYIO TIIOMOIIL B paboTe ¢ uHpOpMamuend mpu
MOJIb30BAHUU JIEKTPOHHBIM U MHBIM 000PYIOBaHHEM,;

y4acTBOBATh B MEPONIPHUATHUSAX, IPOBOIUMBIX OMOIHOTEKOH.

8.2. TTonb3oBarenu OUOIUOTEKU O00S3aHBL:

coOJro1aTh MpaBuiia MOJIb30BaHUs OMOJIMOTEKOM;

OEpe)KHO OTHOCUTHCS K MPOU3BEACHHUSM Iedatd (HE BBIPHIBATh, HE 3arudarthb
CTpaHUII, HE JeaTh B KHUTAX MOJYEPKUBAHUMA, TOMETOK), HHBIM JOKYMEHTAM Ha
Pa3IUYHBIX HOCUTEISX, 000PYI0BaHUIO, HHBEHTAPIO;

MOJAJEPKUBATh TMOPSIOK PACCTAHOBKM JOKYMEHTOB B  OTKPBITOM JOCTYIIE
OMOIMOTEKH, PACTIONOKEHHS KapTOUEK B KaTaJlorax M KapTOTeKax;

MOJIb30BAaThCA IIEHHBIMA M CIPAaBOYHBIMH JOKYMEHTaMH TOJIbKO B TIOMEIICHHH
OHMOINOTEKH;

yOequThCsl TMpU TOTYyYEHUH JIOKYMEHTOB B OTCYTCTBHHM JedEeKTOB, a TIpH
obHapyxeHun  npouHopmupoBaTh 00 ATOM  paOOTHUKA  OUOIHOTEKH.
OTBeTCTBEHHOCTh 32 OOHapyXeHHbIE NedEeKThl B CIABAEMBIX TOKYMEHTaX HECET
MOCJIETHUH TTOJIL30BaTENb,

pacHuChIBAThCSA B YUTATENHCKOM (HOPMYINSIpe 3a KaKIbli MONTYYCHHBIH JOKYMEHT
(ucksrouenue: odydaromnuecs 1-4-x KiaccoB);

BO3BpAIIaTh JOKYMEHTHI B OMOINOTEKY B YCTAaHOBIICHHBIE CPOKH;

3aMEHSATH JOKYMEHTHI OHMOJIMOTEKM B Cllydae WX YTPaThl WM IOPYH WM
PaBHOILICHHBIMH JHOO KOMIIEHCHUPOBaTh yIIepd B pa3Mepe, YCTaHOBJICHHOM
IpaBUJIaMU TIOJIb30BaHuUsl OMOINOTEKOMH;

MOJIHOCTBIO PACCUUTATHCA C OMONMOTEKOM MO WCTEYEHHU CpoKa OOy4YeHUs WM
paboThl B 00111€00pa30BaTEILHOM YUPEXKICHUH.
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