MYHHWLMHTIAJIBHOE ABTOHOMHOE OBLLEOBPA3OBATEJIbHOE YUYPEXKJIEHUE
CPEJIHAA OBUJ,EOBPA3OBATEﬂbHA5! LIKOJIA Ne 96

[TPUHATO:

Ha nenaroruueckom cosere

MAOY COLL Ne 96

nporokosa Ne 6 ot 30.12.2025 r.

C yuerom MHeHHS:

Cosera o0yuaroumxcs

nporokon Ne 2 ot «20» nexkabps 2025 r
Cogeta poaureneit

npotokosn Ne 2 ot «20» nekabps 2025 r

[Monoxenue o OMOIMOTEKE

1. O6mue noJoKeHUs

I.1. Hacrosiliee mnonoskeHue periamMeHTHpyeT aeaTebHOCTh OuGanotekn MAOY COLL Ne 96
(nanee — obpasoBaTe/ibHas OpraHu3aLus).

I.2. Hacrosiee nososxkenne paspaboTaHo B cooTBeTcTBUM ¢ DeaepaibHbiM 3akoHOM oT 29.12.2012
Ne 273-®3 «O6 obpasopanuu B Poccuiickoii ®enepauun», npukazom MUHKYIbTYpbl Poccun oT
08.10.2012 Ne 1077 «O6 yrBepskaenun [lopsiaika yuera JOKYMEHTOB, BXOJAIIMX B COCTaB
Oubanoreunoro oHaa» ¢ yuetom nucbMa Munobpazosanus Poccuu ot 23.03.2004 Ne 14-51-70/13
«O Tlpumeprom nonosxennn o GudaMoTEKe 0011E00Pa30BATENLHOIO YUpekAeH s, MeToaMuecKHX
pekomenaaumii - ®IBHY  «HIMb  um. KJ.  Vwwwmuckoro» ot 31.05.2017 no padore
OubIMOTEK € JOKyMEHTaMM, BKMIOYEHHBIMH B  (DefiepaibHblii  CMMCOK  IKCTPEMUCTCKHX
MaTepUaos.

I.3. budauorteka sBaseTCSs CTPYKTYPHBIM [OpasieneHneM 00pa3oBaTeabHOi OpraHu3aiiiin.
CO3/aHHBIM B LIe]ISX 00eCrneyeHus NpaBa yuyacTHMKOB 00pa3oBaTeibHOr0 npolecca Ha decniaTHoe
10:1b30BaHne OGUOIMOTEUHO-UHPOPMALIMOHHBIMH PECY PCamu.

I.4. Tlops10K No/b30BaHUs UCTOYHUKAMH HHDOPMALLMK, NEPEUEHb OCHOBHBIX YCAYT M YCIOBHS HX
MPEAOCTABICHUS  OMPEAENSIOTCS  HACTOALMM  MOJOKeHHeM O  OMOIMOTeKe M NpaBuIamMu
10J1b30BaHNst OUOIMOTEKOM. yTBEPIKACHHBIMHU PYKOBOAUTENEM 00pa30BaTEIbHOI OpraHu3alliu.

I.5. Oprannsauns oOciykuBaHMs y4aCTHUKOB 00pa30BaTEILHOrO MpoLEecca MPOU3BOAUTCS B
COOTBETCTBMM C MpaBUIaMHM TEXHUKH O€30MacHOCTM U NPOTHBOMOKAPHBIMK, CAHUTAPHO-
IMITUEHUYECKUMU TPeOOBAHUAMM.

2. Uean, 3aaa4n, QyHKUMH GHOIHOTEKH

2.1. Llenu GuGAMOTEKN COOTBETCTBYIOT LieISM 06Pa30BaTEIbHON OpPraHM3allil U BKJIKOYAIOT B ceOs
B TOM uucie: (opMUpoBaHue OOLIEH KyIbTYPbl JMYHOCTH OOYUYAIOLMXCS HA OCHOBE YCBOGHMS
0013aTeILHOrO MHHMUMYMa COJIepKaHis 00LIEe00pa30BaTENbHbIX POrPAMM, MX aaNTaLMs K KH3HHU
B 0OLIECTBE, CO3/aHME OCHOBBI JUISi OCO3HAHHOrO BHIOOPA M TOCAEAYIOLIEr0 OCBOCHMS
npodeccHoHanbHbIX 00pa3’oBaTe bHBIX IPOrPaMM, BOCIUTAHHE FPAKAAHCTBEHHOCTH, TPYA01I00Ms.
VBAKEHUs K mpaBaMm v cBOOOJAM uenoBeka, JIOOBM K OKpysKatowlei npupoje. Poanue. cembe.
(opmupoBatime 310poBoro 06pasa KU3HH.

2.2. 3ajauamu 6MBIMOTEKN 00pa30BaTeNbHON OpraHn3alluK SBIASIOTCS:

— oOecrieyeHne yyacTHMKaM 00pa3OBaTeNLHOrO MPOLECCa O0YYAIOLMMCS, MeAarorHyeckny
paloTHMKAM, POAMTENAM (3aKOHHBIM MPECTABUTEAM) O0YUAIOLIMXCS (aee — MOMb30BaTesM) —




noctyna K MHGOpMaIuy, 3HAHHUSIM, UJIESM, KyJIbTypPHBIM IIEHHOCTSIM TIOCPEICTBOM HCTOIb30BaHUS

OuOIMOTEYHO-UH(POPMAITMOHHBIX PECYPCOB 00pa30BaTEILHON OpraHU3AIINH;

— BOCIUTaHUE KYyJbTYPHOTO U TPaXJaHCKOTO CaMOCO3HAHMsS, IOMOIIb B COLHUAIHU3AINU

00yyJaromerocsi, pa3BUTHH €ro TBOPYECKOTO OTEHIINANIA;

— MpUBJICYCHHE OOYYAIOIIMUXCS K CHCTEMaTHYECKOMY YTEHHUIO y4eOHOW U Xy/JA0KECTBEHHOM,

HAYYHO-TIONYJISIPHON JIUTEPaTyPHI;

— COJIeHiCTBUE PAa3BUTHIO MIO3HABATEIFHBIX HHTEPECOB M CIIOCOOHOCTEN 00YYaroInXCs;

— (¢opMupoBaHHE HAaBBIKOB HE3aBUCHUMOI0 OHMOIMOTEYHOIO IO0JIb30BaTeNsl, OOydYeHHE IOHUCKY,

0TOOpY M KPUTUYECKOU OIICHKEe HH(pOpMaInH;

— COJCHCTBHE TENAarorn4eckuM paboOTHHKaM B MNOA00pE HAayYHO-METOIMYECKOW JUTEepaTyphl,

WH(pOPMUPOBaHUE O HOBBIX IMOCTYIUICHUSAX B OMOIMOTEUHBIH (HOHT,

— COBEPIICHCTBOBAHUE IPEJOCTABISEMBIX OHOIMOTEKOW YCIyr Ha OCHOBE BHEIPEHHUS HOBBIX

MH(OPMALIMOHHBIX TEXHOJIOTUN M KOMIIBIOTEPHU3AIMU OMOIMOTEeYHO-UH(DOPMALIMOHHBIX MTPOLIECCOB,

dbopmupoBanre KOM(MOPTHOH OMOIMOTEUHOM CpeIbI

2.3. bubnuoTteka BBIMOJHACT cieayomue QyHKIUu:

2.3.1. ®opmupyer oHng OUOIMOTCUHO-HH(DOPMAIMOHHBIX  PECypCcOB  00pa30BATEILHOM

OpraHu3aIuy:

e KOMIUIEKTYEeT OCHOBHOHM (DOHJ y4eOHBIMH, XYJIO0’KECTBEHHBIMH, HAYYHBIMH, CIIPAaBOYHBIMH,

MeAarorndyecKuMH U Hay4HO-TIOMYJISPHBIMU JOKYMEHTaMHU,

e YYaCTBYET B KOMIUJICKTOBAaHUH CIICIUATN3NPOBAHHOTO (POHIA YICOHHMKAMH U3 YMCIIa BXOISIINX
B (enepanbHbI TepedyeHb Y4eOHHMKOB, IOMYIICHHBIX K HCIOJIB30BAHUIO TPU peaH3aluu
UMEIOIINX TOCYJapCTBEHHYIO AaKKpPEAMTALMI0 O0pa3oBaTENbHBIX MPOTPAMM HAYaJIbHOTO
00111er0, OCHOBHOTO OOIIEro, CpeaHero oOmero oOpa3oBaHus, W YYEOHBIMH TOCOOUSMH,
JOTIYIICHHBIMU K UCTIOJIB30BAaHUIO IIPU Pealin3allii yKa3aHHBIX 00pa30BaTeNbHbBIX IPOrpaMM;

e AKKYMYJHUpPYeT (OHJ JOKYMEHTOB, CO3/JaBacMbIX B 00pa30BaTEIbHOW OpraHU3aIu
(myOnmukarmii ¥ paboT MeaaroroB 00pa3oBaTeIbHONW OPraHU3aIUH, JIYUIIHX HAYYHBIX paboT H
pedepaToB yyamuxcs u ap.);

e OCYIIECTBIISIET pa3MelIeHNEe, OPraHU3alHI0 U COXPAaHHOCTh JOKYMEHTOB,

e OpraHu3yeT M BEJAET CIPaBOYHO-OMOIHMOrpadmueckuii ammapar: kaTtajioru (aiadaBUTHBIH,
CHCTEMAaTHUYEeCKUi), KapTOTeKH (CHCTEMaTHYeCKyK) KapTOTEKy crareif, TeMaTHYeCKue
KapTOTEKH), OJJICKTPOHHBIN Karajor, 0a3bl JaHHBIX MO MNPOQUID 00pa30BaTEILHON
OpTraHHU3aIIH.

2.3.2. OcymectBisier muddepeHIMpoBaHHOe OHOIMOTEYHO-MHPOPMAITMOHHOE OOCITyKUBAHHE

00y4aromuxcs:

e TpENOCTaBIISICT HH(POPMAITMOHHBIE PECYPCHI Ha PA3IMYHBIX HOCUTEISX;

e OpraHumzyer oOydeHHEe HaBbIKaM HE3aBUCUMOIO OHMOJIMOTEYHOrO TMOJb30BATENS U
noTpedutenss wHGOpPMAIUU, COJACHCTBYET HHTETpallMd KOMIUIEKCa 3HAHWUW, YMEHHH W
HABBIKOB pabOTHI ¢ KHUTOW U HHGOpMaIueH;

e OKa3bplBaeT MH(POPMAIMOHHYIO TMOIICPKKY B PEIICHWH 3a/a4, BOZHHKAIOIIUX B IpoIecce
yuebHOi1, caMo00pa30BaTEIbHOM U 10CYTOBOM JeATENbHOCTH 00yUarOIINXCS;

e OpraHM3yeT MacCOBBIE MEPOIPHSATHS, OPHCHTUPOBAaHHBIE Ha pa3BUTHE oOmed u
YUTATEIHCKON KYIbTYpPhl TUYHOCTH;

e COJNEHCTBYET INMEAaroruuyecKuM paOOTHHKAM B OpPTaHU3alMU 00pa30BaTEIBHOTO Tpolecca U
Jocyra 00yJaromuxcsl.

2.3.3. OcymectBisier muddepeHIpoBaHHOe OHOIHOTEYHO-MHPOPMAITMOHHOE OOCITyKUBAHHE

Me1arornyecknx paboTHUKOB:

e BBIBISIET WH(GOPMAIMOHHBIE TOTPEOHOCTH W YIIOBIETBOPSIET 3alpoOChl, CBS3aHHBIC C
o0y4yeHHeM, BOCIUTaHUEM 00yYaroLIIXCH,

e CO/ICHCTBYET MpOo(ecCHOHANTBHOW KOMIETEHIINH Te/1aroroB, MOBBIIICHUIO KBATU(UKAIIHH,
MIPOBE/ICHUIO aTTECTAllNY,



e OCYHICCTBJISICT TeKyilee HHPopMupoBaHue (mHM wuHOpMAIM, 0030pbl  HOBBIX
MOCTYIJICHUH U ITyOIHKAIIHiA);

e CIIOCOOCTBYET IMPOBEACHUIO 3aHATUH MO (HOPMHUPOBAHHIO HMH(OPMAIIMOHHON KYJBTYPHI
oOydJaroImuxcs, sBisercs 0a30i s MPOBENCHUs MPAKTUYCCKUX 3aHATHU MO padoTe C
MH()OPMAIIMOHHBIMU PECYPCAMHU.

2.3.4. Ocymectiusier auddepeHupoBaHHOe OHUOIMOTEYHO-MH(POPMAIIMOHHOE 00CTy)KMBaHUE
poauteseii (3aKOHHBIX TPEJACTABUTENCH) 00yYarOIIUXCSI:

e YOBJETBOPSET 3alpOCHl IOJIb30BATENCH W WHPOPMHPYET O HOBBIX IOCTYIUICHUSX B
OMOINOTEKY;

e KOHCYJIBTHPYET IO BOIIPOCAM OPraHU3alMy CEMEHHOT0 YTeHHUsI, 3HAKOMUT C UH(pOpMaIHen
110 BOCITUTAHHIO JICTCH;

e KOHCYJIBTHPYET IO BOIIPOCAM Y4EOHBIX U3JaHUN AT 00YyJarOLXCs.

3. Opranu3anusi 1eiTeJIbHOCTH OHOJIMOTEKH
3.1. OOmee pyKOBOACTBO JEATEIBHOCTHIO OHMOJMOTEKHM  OCYIICCTBIISIET  PYKOBOJMTEIb
00pa30BaTesIbHOI OpraHu3allly.
3.2. HemocpencTBeHHOE PYKOBOJCTBO OMOIMOTEKOW OCYIIECTBISET 3aBEAYIOLINN OMOIMOTEKOI,
KOTOPBI Ha3HAYACTCS PYKOBOIUTEIIEM 00pa30BaTeIbHON OpTraHu3allnu.
3.3. 3aBeayromuii OUOIMOTEKOIl HECET OTBETCTBEHHOCTh B IIpeleiax CBOEH KOMIIETEHIIMH 3a
OpraHU3AIIO U PE3YNIbTATHI ACATEIHLHOCTH OUOIMOTEKH.
3.4. 3aBenyromuii OUOIMOTEKOM pa3pabaThIBaeT U MPEJICTABISIET PYKOBOAUTENO 00pa3oBaTeNbHOM
OpTraHMU3aIH HAa YTBEPKIACHHUE CIICIYIOIIHE JOKYMCHTHI:
e TIOJIOKEHHUE O OMOIMOTeKe, MpaBuiia MOJIb30BaHUs OMOINOTEKOH;
e TUIAHOBO-OTYCTHYIO JJOKYMEHTAIIHIO.
3.5. B cocTaB OMOJIIMOTEKN BXOIUT:
e a0OHEMEHT,
e YUTAJBHBIN 341,
e OT/EN y4eOHUKOB;
e oTz€e1 HH(pOpMAIMOHHO-OnbInorpadudeckoit padboTsl,
e (GOHI W CHEMUATH3UPOBAHHBIA 3al pPabOTBI ¢ MYJIBTHMEIUHHBIMA W CETEBBIMH
JOKYMEHTaMH,
e MeJuaTeKa.
3.6. bubnuoteuno-uHpopMaoOHHOE 0OCTYKMBAaHHUE OCYIIECTBIISECTCS B COOTBETCTBUU C IJIAHAMHU
paboThl OMOIUOTEKH U PEKUMOM pabOTHl 00pa30BaTEIILHON OpPraHU3aIUH.
3.7. PexxuM paboThl OMOIMOTEKM OIpeNeNseTcsl 3aBelyloluM OUOIUOTEKOW C y4eTOM pexuMa
paboTer 0OpazoBarenbHON opranu3anuu. OIUH pa3 B MECSAIl IPETyCMaTPUBACTCSI CAHUTAPHBIH JICHB,
B KOTOPBI 00CTy>KMBaHUE TIOJB30BaTENeH HE TPOU3BOAUTCA.
[Ipu onpenenennn pexxruma paboTbl ONOIMOTEKN IPEYyCMaTPUBAETCS BbIICJICHUE:
e JIByX 4acoB pabo4ero BpeMEHU €KETHEBHO Ha BHIMOJHEHHE BHYTPUOMOINOTEYHON paboThI;
® OJIHOTO pa3za B MeCAIl — CaHUTAPHOTO JHS, B KOTOPBIM 0OCTY>KUBaHUE IMOJIb30BaTEICH HE
MIPOU3BOTUTCS;
e HE MEHee OJJHOTO pa3a B MECSI] — METOAHYECKOTO JTHS.

4. Y4eT nocTynjieHus U BbIOBITHS JOKYMEHTOB 0u0/11oTedHOro gonaa
4.1. ITpueMm 1OKyMEHTOB B (hOH]T OMOIMOTEKN BKIIIOYAET CIIeIyIOIUE ONepaluu:
e CBepKa IMOCTYIUICHHMA C TEPBUYHBIM YYCTHBIM JOKyMEHTOM (HaKiajHas, axT),
BKJTIOYAIOIUM CIIMCOK MOCTYNMBIIUX JOKYMEHTOB;
e COCTaBJICHHE MEPBUYHOTO YUYETHOTO JOKYMEHTA ISl IOCTYIJICHHH 0e3 COMPOBOIUTEIHHON
JOKYMEHTaIUH,



e peructpamusi MOCTYMUBIINX JIOKYMEHTOB B PETUCTPAaX CYMMAapHOTO, TPYIIOBOTO U
uaauBuayanpHoro yuera (I'OCT 7.0.93-2015 «bubauoreunsiii ¢oua. TexHomorus
(bopMHUPOBAHUSY).

4.2. Tlpu TOMOJIHEHHMH OCHOBHOTO OMOIMOTEYHOTrO (hOHIAa HEOOXOIUMO COONIOAATh TPEeOOBaHUS

@enepanbHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O npoOTHBOACHCTBUU HKCTPEMHCTCKOM

JeATeIbHOCTH». JIOKYMEHTBI, BKJIIOYCHHBIC B IMEPEYEHb SKCTPEMHCTCKHX MaTepHaioB (maiee —

OCOM), npuobpeTath 3anpenieHo, Ipu BBISIBICHUU HX B (DOHIIC — U3bIMATh U3 JIOCTYIIA.

4.3. Yyer u 00paboTKa JOKyMEHTOB OHOIMOTEYHOTO (hOHIA.

4.3.1. Yuer u 00pabOTKa JTOKYMEHTOB OCHOBHOTO (POHIa OCYIIECTBISACTCS WHAWUBUIYATbHBIM

crocoboM. CBelleHUs O TMOCTYMUBIINX IMEUYATHBIX JOKYMEHTaxX BHocATCS B «KHHUTY cymMMapHOTO

ydera JOKyMEHTOB OCHOBHOTO (hOHAA».

[TocTynuBIIMM  OKyMEHTaM TPHUCBAMBAIOT HWHIWBUIYAIbHBIA  PETUCTPAIMOHHBIA  HOMEp

(MHBeHTApHBI HOMEp WJIM HWHOM 3HAK, NPHHATHIA B KAuyecTBE PETHCTPAIMOHHOIO HOMEpa,

CHUCTEMHBI HOMED IS JICKTPOHHBIX JOKYMEHTOB) U MU XpaHCHHUS.

Perucrpanuonnsie HoMepa U MU(PB OTMEYAIOT B PETUCTPAX UHAUBUAYAIBHOTO y4eTa JOKYMEHTOB

— MHBEHTAPHOUW KHUTE, KAPTOTEKE PETUCTPAIINH T'a3€T, KYPHAIOB, YICTHON 0a3e TaHHBIX.

Bce osk3emIusipel NOpUHATBIX — WM3AaHUK  mTemmnentororca. llremmens ¢ HauMeHOBaHHEM

00pa30BaTeNbHON OpraHu3aluy JOJDKEH OBITh MPSMOYIOibHON (hOPMBI, pa3MepoM He OOJIbIIE YEM

1,5x4 cwm.

Itemnens craBUTCS Ha 000OPOTE THTYJIBHOTO JicTa (IPU OTCYTCTBHUHM THUTYJIBHOTO JIUCTA — HA

HepBOI CTPAHHUIIE TEKCTA O] 3arjaBueM), Ha 17-# cTpaHHIle MO/ TEKCTOM B JIEBOM HIDKHEM YTy H

Ha 000pOTe KaXIoro mpuiokeHus. Ha Opomrropax M KypHaJaX INTEMIIENb CTAaBUTCS TOJBKO Ha

00JI0’KKE WJIM Ha IEPBOU CTPaHUIIE TEKCTA.

CocraB ocHOBHOTO (hoH/IAa PUKCUPYETCS B KAPTOYHOM ali()aBUTHOM KaTajiore, B AJICKTPOHHOU Oaze

AHHBIX OMOJIMOTEKH.

4.3.2. Yyer n 00paboTka cenuain3upoBanHoro Gonaa. Crenuaan3upoBaHHbI (POHT yIUTHIBACTCS

U XpaHUTCS OTAEIBFHO OT OCHOBHOT'O OMOIMOTEYHOro (hOHAA.

Y4er JOKyMEHTOB CIEIHAIM3UPOBAHHOTO (POHAA, KaK MHOTOIK3EMIUIIPHON JIUTEpaTyphl,

OCYIIECTBIISIETCSl TPYIIOBBIM CIOCOOOM M oTpaxkaeTcsi B «KHure cymmapHoro yuera y4eGHOTO

(GOoH1a» U B KAPTOTEKE PETUCTPAIIMOHHBIX KAPTOUCK.

Ha kaxxmoe HanMeHOBaHHE JIOKYMEHTOB CIEIMAaTU3UPOBAHHOTO (OHIA 3aBOJUTCS OTIEIbHAs

yueTHass kaprouka. Kaprouku ¢ OubOnuorpaguueckuMm ONMCAHMEM M3JaHUM  y4eOHMKOB

paccTaBsIOTCA B YUETHYIO KapTOTEKYy MO KiiaccaM, a BHYTPU KJaccoB — Mo andaButy (pamunuit
aBTOPOB WJIM 3arjaBuid. J[Isi KOHTPOJS 32 COXPAHHOCTBIO YUETHBIX KApTOYEK OHU PETUCTPUPYIOTCS

B «OKypHale perucTpaiuu y4eTHbIX KapTO4eK YIYeOHUKOBY.

Texauueckas 00paboTKa TOKYMEHTOB MPEyCMATPUBAET CIEAYIONINE OTIEPAIIHH:

e TIPOCTABJICHHE HA KaXJOM JOKYMEHTE IITeMIeNs OUOIHMOTEKH B COOTBETCTBUU C MYHKTOM
4.3.1 HaCTOSIIETO TOIMOKEHHUS,

e YCTaHOBJIEHHE CPEJCTB 3alIUThI OT YTpaThl (MAarHUTHBIA MATYMK, PAAMO-YHII, HHOU BH[
MapKUPOBKH);

e W3rOTOBJICHHE M TIPUKPEIUICHHE K JOKYMEHTy macmopTa yueOHuka. IlacmopT yueOHHKa
MIPUKIICHBACTCS HA MTOCIIETHEH CTpaHuIle YIeOHMKA. 3aIOHSETCS IPH BbIIade YHTATEIIO.

Ydyer cnenuanu3upoBaHHOTO (OHAA TPETyCMAaTPUBAET OTPaKEHHE €ro COCTaBa B CIPAaBOYHO-

oubmorpadudeckom anmapare OMOIHMOTEKH, B TOM YHCIIE B JIEKTPOHHOM 0a3e TaHHBIX.

4.4. BriObITHE JOKYMEHTOB OMOINOTEUHOTO (POHA.

4.4.1. IlpuunHbI, IO KOTOPBIM JIOKYMEHT MOKET OBITh BhIBE/IEH M3 cocTaBa OHOIMOTEYHOro oH/a,

BKIIIOYAIOT B TOM UHCJIE BETXOCTh, NEPEKTHOCTh, YCTApEIOCTh IO COACPKAHUIO, YTpaTy.

HckmroueHne AOKyMeHTa W3 OMOIMOTEYHOTro (POH/IA MPOBOAMTCS Ha OCHOBAHWH aHAJIN3a COCTABA

O6ubnuoreyHoro GhoHAa U Pe3yIbTATOB €r0 MPOBEPKH.

4.4.2. Tlog BeTXOCTBbIO JOKYMEHTa IIOHUMAIOT pEe3yJbTaT ECTECTBEHHOTO CTApeHHUS WU

($U3UUecKOro U3HOCA JOKYMEHTA.



4.43. Tlon neheKTHOCThIO JOKYMEHTa T[OHHUMAIOT YaCTHYHYIO WM TIONHYK  YTpary
9KCIITyaTallMOHHBIX KaueCTB JOKYMEHTA B pe3yJIbTaTe BHEUIHETO BO3IECHCTBUA.

4.4.4. Tlox ycrapenocTbl0 IO COJIEP)KAHHUIO TIOHMMAKOT IOTEPI0 AKTYyaJIbHOCTH TEMAaTHUKH,
MOJTBEPXK/IaEMYI0 OTCYTCTBHEM CIIpOCa YuTaTeliel, HeBOCTPEOOBAHHOCTHIO B IepepacIpeieeHUH
U peau3aliu.

4.4.5. Tlon yTpaTtoii JOKyMEHTa MOHMMAIOT €ro OTCYyTCTBHE B (POHJE OMOJMOTEKH MO MPUYMHAM
NOTEPH, XHUIICHUS, OCICTBUH CTHUXUHHOIO, TEXHOI'eHHOro (B TOM YHCJIE XaKEPCKOM aTaku
HEBOCCTAHOBUMOTO COOSI 3JIEGKTPOHHOTO ~ 000OpYyIOBaHKsI) WJIM  COLMAIBHOTO  Xapakrtepa, [0
HEYCTaHOBJICHHOI MpPUYHHE.

4.4.6. Tlporiecc UCKITIOYCHHS TOKYMEHTOB U3 OHIa OMOIMOTEKH OCYIIECTBIISICTCS B COOTBETCTBHH
¢ Ilopsiakom yuera JOKYMEHTOB, BXOJASAIIUX B COCTaB OMOIMOTEYHOro (OHJA, YTBEPHKICHHBIM
npuka3zoM Munkynstypsl Poccun ot 08.10.2012 Ne 1077.

4.4.7. BpIObITHE JOKYMEHTOB OMOJMOTEYHOrO (DOHIA MPOM3BOIUTCS B PE3yJIbTaTe MX CIHCAHUS
KOMHCCHUEH, CO3/1aHHON PYKOBOJHUTEIEM 00pa30BaTeIbHOW OpraHU3aIiH.

4.4.8. YTunuzanus CiucaHHbIX JOKYMEHTOB OMOIMOTEYHOro (pOHa MPOU3BOJUTCS B COOTBETCTBUU
¢ 3aKkoHOJaTenbCcTBOM Pocculickon denepanuu.

5. IIpoBepka 1OKyMeHTOB OMO/IMOTEYHOT0 (POHIA
5.1. [InaHoBas mpoBepka AOKYMEHTOB OMOJMOTEYHOro (OHAA MPOBOAUTCS C MEPUOAUYHOCTHIO
OIMH pa3 B MAThJIET HAa OCHOBAaHWU Tpaduka NPOBEPKH, YTBEPKICHHOI'O 3aBENYIOLINM
OnOIMOTEKOM.
5.2. BHemaHoBasi MpoBepKa JOKYMEHTOB OMOIHMOTEYHOro ()OHIA MPOU3BOAUTCS B 00S3aTEIHHOM
HOpsI/IKE:

e TIpH BBISBICHUU (PAKTOB XUIICHUS, 3I0YIOTPEOICHUS MM TIOPYH IOKYMEHTOB,

e B Cly4yae CTUXMHHOro O€ICTBHs, MOXKapa WIM JPYTHX 4Ype3BbIUYANHBIX CHUTYaLHH,

BBI3BAaHHBIX HKCTPEMAIHBIMU YCIOBUSMH,

e IIpU peOpraHu3alMy WK JUKBUJIALMHY 00pa30BaTEIbHOM OpraHu3aIiy.
5.3. TlpoBepka ¢oHma Ha TpeaMET HAIWYHS B HEM JOKYMEHTOB, BKIIOYCHHBIX B DCOM,
IIPOBOAMTCS:
— IIpY TIOCTYTUICHUH HOBBIX JOKYMEHTOB B (DOHI;
— CHCTEMaTHYeCKH (HE pexke OAHOIo pa3a B Tpu Mecsna) nmyteM cBepku @COM co crpaBoyHO-
6ubnmuorpaduueckum annapaTom GoHaa OMOIMOTEKH.
5.4. Ilo utoram npoBepKHU 3aBEAYIOLUN OMOINOTEKON COCTABIISIET aKT, MOANUCHIBAET U XPAHUT €T0
B OMOIMOTEKE B TEUCHHE CPOKA, YCTAHOBJIEHHOTO HOMEHKIATypoi Jien. Ecnu kakue-To JOKyMEHTBI
OTCYTCTBYIOT IO HEYCTAHOBJICHHOM NMpPHUUYMHE, TO K aKTy IPUKIIAJBIBAETCS MX CIIHCOK, B KOTOPOM
(GUKCUpPYIOTCS CBEIEHHsI O KOJMYECTBE JOKYMEHTOB OuMONIMOTeYHOro (oHAa B HAIUYUU U
KOJIMUECTBE OTCYTCTBYIOLIMX JIOKYMEHTOB, B TOM YHUCIJI€ 10 HEYCTAaHOBJIEHHOW mpuuuHe. B akte
TaKXe yKa3bIBaeTCs HOMEDP U JlaTa aKkTa MpeAbayIlel MPOBEpKU.
[Ipu BBIABIEHHMH B Ipoliecce MPOBEPKH (OHJA OTCYTCTBYIOIIMX JOKYMEHTOB M HEBO3MOKHOCTH
YCTQHOBJICHHs] BUHOBHBIX JIMI[ YOBITKM 10 HEIOCTayaM CIHHCHIBAIOTCS B COOTBETCTBUHM C
NENCTBYIOIIMM 3aKOHOAATEIbCTBOM.
5.5. Jlnst mpoBepku 6ubnmnoTeyHoro GoHaa oOpazoBaTeIbHON OpraHU3allly Ha MpeAMET HAIUYHUs B
HEM JIOKYMEHTOB, BKItOUueHHBIX B ®OCOM, B 00pa3oBaTelbHON OpraHU3AIMN  CO3/1AeTCs
crenuanbHas KOMHCCHA 10 CBepke Oubnuoreynoro ¢onga ¢ DenepalbHbIM — CIIUCKOM
OKCTPEMHUCTCKAX MAaTEPUAIOB, BBISBICHUIO, W3BATHIO W YHUYTOXKEHHIO OKCTPEMHCTCKUX
marepuasioB (manee — Kommccus 1o mpoBepke OSKCTPEMHUCTCKHX MaTepualioB), KOTOpas
cucTeMaTHuecku (HE peXe OJHOTO pa3a B TPH MECSIIA) OCYIISCTBISET MPOBEPKY OMOIHMOTEYHOTO
¢doHa oOpa3oBaTeNbHONW OpraHU3allMy Ha MpEeAMEeT HAJIMYMA B HEM JOKYMEHTOB, BKIIOYEHHBIX B
DOCOHM, nytem cBepku PCOM co cripaBodHO-OMOIHOrpadudecKuM amnmapaTom GoHaa.



[Ipu BeIsIBICHWHM [OKyMeHTa, BKIodeHHOro B OCOM, Ha »dTame KOMIUIEKTOBaHHS (oHIa
YKa3aHHBI JOKYMEHT HE TMOJJIC)KUT BKIIOUCHHUIO B OMOMMOTEYHBIM (OHI 0OpazoBaTenbHOU
OpraHu3aIiu.

B cnyuae BbIIBICHHS OKyMEHTa, BKIOUYeHHOro B ®COM u yxke Haxozasmerocs B (QoHue
Oubnmorekn 00pa3oBaTEILHON OpraHu3aluy, TOKYMEHT UCKII0YaeTcs U3 OubianoredHoro GhoHma u
MOJIC)KUT YHUYTOKEHUIO.

6. [IpaBa u 00s13aHHOCTH PAOOTHHUKOB OUOJIMOTEKH

6.1. PaGoTHHKYN OMOIMOTEK UMEIOT MPABO:

®  CaMOCTOATEIbHO BBIOMpaTh (HOPMBI, CpelCcTBa M METOAbI OMOIMOTEYHO-UH(DOPMAILIIOHHOTO
o0cCIyKUBaHUsI 00Pa30BaTEIHLHOTO M BOCHUTATEIHLHOTO IMPOIECCOB B COOTBETCTBUH C IEISMHU H
3ajayaMy, ykazaHHeiMH B YcraBe OY u [lonoxenun o Oubnuorexe o0011€00pa3oBaTEIbHOIO
YUPEKICHUS;

® TPOBOJWTH B YCTAaHOBICHHOM TOpsAAKE (aKylIbTaTUBHBIC 3aHATUSA, YPOKH U KPYXKKH
OMOIMOTEYHO-0MOIMOrpaPUIeCKUX 3HaHUNU U HHOOPMAITMOHHOM KYJIBTYPHI;

® OMNpeAeNsaTh UCTOYHUKU KOMIUIEKTOBAHUS HHPOPMAIIMOHHBIX PECYPCOB;

® U3bIMAaTh U PEaTH30BBIBATH JOKYMEHTHI U3 (POHIOB B COOTBETCTBUHU C MHCTPYKILHUEH MO y4eTy
oubmmoreynoro hoHxaa;

® OIpENeNsATh B COOTBETCTBUU C MPAaBUJIAMHU IOJIb30BaHHUS OMOIMOTEKOM 00IIe00pa3oBaTeIbHOTO
YVUpSXKIEHUS, YTBEPKICHHBIMH pykKoBomuTesneM OV BuIbl M pa3Mepbl KOMIICHcAuu ymepoa,
HAHECEHHOT'O MOJIb30BATEISIMU OUOIINOTEKH;

e yyacTBOBaTh B ynpasienuu OV B nopsizke, onpeaensiemom ¥Ycrasom OV

e ObITh NPEICTABICHHBIMH K DPa3JIU4YHBIM (hOpMaM MOOLIPEHHUs, HArpajaM M 3HAKaM OTJIHYHS,
IPElyCMOTPEHHBIM JIJIsl pA0OTHUKOB 00pa30BaHUs M KYJIbTYPHI,

® y4YacTBOBaTh B COOTBETCTBUM C 3aKoHoAarenbcTBOM Poccuiickoit ®enepanuu B pabote
OMOTMOTEYHBIX ACCOIMAIINI UK COIO30B.

6.2. PaboTHHKHM OMOJIMOTEK O0S3aHBbI:

e o0ecrneunuTh TMOJB30BATENSIM BO3MOXKHOCTH paboOThl ¢ HWHGOPMAIMOHHBIMU  peCcypcamu
OMOINOTEKH;

e uHGOPMHUPOBATH MOJIB30BATENEH O BUIAX MPEAOCTABISEMBIX OUOIMOTEKOM yCIyT;

® OCYHICCTBJIATH INIAHOBBIC U BHCIIJIAHOBBIC IMPOBCPKHU OMOJIMOTEYHOT O (I)OH):la, PEryJIIpHO OCYHICCTBIIATH
MPOBEPKY OuOIMOTeUHOro (hoHIa 00pa30BaTEIILHON OPraHU3alUy Ha MPEAMET HAJUYKs B HEM JIOKYMEHTOB,
BKIIIOYeHHBIX B DCOM;

o o0ecreynTh HayYHYIO0 OPTaHU3anunio (OHIOB U KaTallOroB;

e (opmupoBaTh (OHABI B COOTBETCTBHH C YTBEPXKIACHHBIMU (DeiepaibHBIMH MEPEUHSIMU yUeOHBIX
u3aHuii, oopasoBarenbHbIMU NporpamMmamu OY HHTEpecamu, MOTPEOHOCTSAMU U 3aIpPOCaMH BCEX
KaTeropHil MOJIb30BaTeIIeH;

® COBEpIICHCTBOBAaTh HMH(POpMAIMOHHO-OMONIMorpaguyeckoe M OUOIMOTEUHOE O0OCTYKUBAaHNE
M0JIb30BATENEH;

e o0ecrneunBaTh COXPAHHOCTh HCIIOJNIB30BAaHMUS HOCHUTENEW WHGOpMALMU, UX CHCTEMaTH3allUIo,
pa3MeIlleHUE U XPAHEHHUE;

obecreunBaTh peKUM paboThl B COOTBETCTBUU C MOTPEOHOCTSAMH TOJIb30BaTesel u padbotoit OVY;
OTUUTHIBATHCS B YCTAHOBJIEHHOM TOpsJIKe nepes pykoBoautenem OV

[ ]
[ ]
® J[IOBBIIIATH KBaJ'II/I(I)I/IKaI_II/IIO.
[ ]

~

. IIpaBa n 00s13aHHOCTH NOJIb30BaTe el ONOIHOTEKH

7.1. [Tonp3oBarenu OUOTMOTEKN UMEIOT MPABO:

® [I0JIy4aTh MOJHYIO MH(OPMAIHIO O cocTaBe OMOIMOTeYyHOro (hoHIa, MHPOPMALMOHHBIX PeCypcax
U TIPEIOCTaBIsIEMBIX OUOIMOTEKOH yCiIyrax;

® T10JIb30BaThCS CIPAaBOYHO-OUOIHOrpaduuecKkuM annapaTom OUOINOTEKH;



® [0Jy4YaTh KOHCYJIGTAIIMOHHYIO IOMOIIb B IOMCKE U BHIOOPE NCTOYHUKOB HH(POPMAIIHH;

® [I0OJy4aTh BO BPEMEHHOE IOJIb30BAaHHE Ha a0OHEMEHTE M B YMTAJIBHOM 3aJIC ITEYATHbBIC M3/IaHMS,
ayJIMOBH3YaJIbHBIC JOKYMEHTHI U IPYTHE UCTOYHUKHA HHPOPMALINY;

® TIPOJUIEBATH CPOK IOJIb30BAHMS JOKYMEHTAMHU;

® [IOJIy4aTh TeMaTHUYeCcKHe, akTorpaduyeckue, yToUHIOmue 1 Ondbauorpapuveckrue CrpaBKy Ha
ocHoOBe (oHa OMOTMOTEKH

o HOJTy4aTh KOHCYJIBTAMOHHYIO IIOMOIIb B padoTe ¢ MH(OpMaLuel Py IMOJIb30BaHUH
AIIEKTPOHHBIM M HHBIM 000PYAOBaHHEM;

® YyYacTBOBATb B MEPONPHUATHSIX, IPOBOJAUMBIX OMOIMOTEKOM.

7.2. Ilonp3oBarenu OMOIMOTEKH 0OS3aHbI:

e C00JII0/IaTh MPaBUIIA MTOJIB30BaHUS OMOIHOTEKOMH;

e OepexHO OTHOCHTHCS K MPOU3BEICHUAM TeyaTh (HE BBIPHIBATh, HE 3arn0aTh CTPAHULI, HE JIENIaTh
B KHUTaX TIIOAYCPKUBAHUH, TIIOMETOK), HWHBIM JIOKYMEHTaM Ha pa3JIMYHBIX HOCHTEIIX,
000py1I0BaHNIO, HHBEHTAPIO;

® TOAJICP)KUBATh MOPSAOK PACCTAHOBKM JIOKYMEHTOB B OTKPBITOM JIOCTyNe OHMOIHOTEKH,
PacHOIOKEHHsI KapTOUYEK B KaTaJlorax U KapTOTeKax;

® [I0JIb30BATHCS ICHHBIMHU U CIIPABOYHBIMHU JOKYMEHTaMH TOJILKO B IOMEIICHUU OMOINOTEKH;

e yOeauThCs TpU TONYYCHHH JOKYMEHTOB B OTCYTCTBHM JAe(EKTOB, a NpuU OOHApYKEHHH
npouHopMupoBaTh 00 3ToM paboTHHKAa OMOIMOTeKH. OTBETCTBEHHOCTh 3a OOHApPYKEHHBIC
nedekThl B claBaeMbIX JOKYMEHTaX HECET IMOCIIEeTHHI T0Ib30BaTelNb;

e BO3BpAalIaTh JOKYMEHTHI B OMOIMOTEKY B yCTAHOBIICHHBIE CPOKH;

® 3aMCHATH JIOKYMEHTHl OMOJIMOTEKH B Clyyae MX YyTpaThl MJIM MOPYM UM PaBHOLEHHBIMH, JINOO
KOMITCHCHPOBATh yuiep0 B pa3mMepe, yCTaHOBJICHHOM IpaBHJIaMU TT0JIb30BaHUS OMOIHOTEKOI;

® T[IOJHOCTBIO PACCUMTAThCA C OMOJMOTEKOW IO WCTEYEHHH CpOKa OOy4eHUs Wid paboThl B
0011e00pa30BaTEILHOM YUPEXKICHUU.

8. IlopsAa0K M0JIb30BaHUS OUOJINOTEKOI:
8.1. 3amuce oOyuwaromuxcs o0pa3oBaTelIbHON OpraHu3aluu B OHUOIMOTEKY NPOM3BOJUTCS 10
CIIMCOYHOMY COCTaBy KJlacca B MHAMBUAYAIbHOM MOPSAKE, I€1arOrMuecKUX U UHbBIX
pabOTHUKOB 00pa30BaTENbHOM OpraHu3alM, poauTeNell (MHBIX 3aKOHHBIX IpPEICTaBUTENEH)
obOyuatonuxcsi — 1o macnopty. Ilepeperucrparus moip3oBareneid OUOIMOTEKH MPOU3BOIUTCS
€XXETOJIHO.
8.2. JIoKkyMEeHTOM, MOATBEPKIAIOIIUM TIPABO MOJB30BaHUs OUOIMOTEKOM, SIBISETCS YUTATEIhCKUMA
dopmymstp. Uurarenbckuil ¢opmyisip (UKCUpYeT JaTy BbIJAYM IOJIb30BATENIO JIOKYMEHTOB W3
¢don1a 6MOIMOTEKH U UX BO3BpAIICHUS B OMOJINOTEKY.
8.3. Ilopsi1ok MoIb30BaHUsI A0OHEMEHTOM:
- Ilonp30oBaTesnn MMEIOT MpPaBO MOJYYHUTh HAa JOM M3 MHOTOTOMHBIX H3/1aHUN He Ooisiee OBYX
JIOKYMEHTOB OJJHOBPEMEHHO.
- MakcuMasbHble CPOKHU MOJIb30BAHUS JOKYMEHTaMU:

e y4yeOHUKH, yueOHbIEe TOCOOUS — Y4eOHBIH roJ;

® Hay4HO-TIOIYJIApHAas, TO3HABaTeIbHAsl, XyI0’KECTBEHHAs JINTEpaTypa — OJJUH MECHIIL,

® [IEpUOJIUYECKUE U3IaHUs, U3JaHUA MMOBBIIIEHHOTO cripoca — 15 qHel.
- Ilonp30Barenn MOTYyT MPOUIMTH CPOK IOJB30BAaHUS JOKYMEHTAMM, €CJIM HA HUX OTCYTCTBYET
CIIPOC CO CTOPOHBI IPYTUX MOJIb30BATENEH.
8.4. IlopsA10K MOIB30BAaHUS YNTATIBHBIM 3aJI0M:
- JIoKyMeHTBI, TpeIHa3HaYeHHbIE AJIs1 pa0OThl B UUTAJIHLHOM 3aJI€, Ha JJOM HE BBIJIAIOTCA.
- DHIMKIIONEANH, CIPABOYHUKH, PEAKHE, LIEHHbIE JTOKYMEHTHl BBIJAIOTCS TOJNBKO Ui paboOThHl B
YUTAJILHOM 3aJIe.
8.5. Ilopsiiok paboThl C KOMIIBIOTEPOM, PACIIOIOKEHHBIM B OMOIHOTEKE.



- PaboTta ¢ KOMIBIOTEPOM YYaCTHHKOB OOpA30BATEIBHOIO MpOIecca MPOU3BOAUTCS MO TpaduKy,
YTBEPIKICHHOMY PYKOBOJIUTEIEM OOpa30oBaTeIbHONH OpPraHU3ali, U B MPUCYTCTBHH COTPYIHHKA
OUOINOTEKH.

- Paspemraercs pabora 3a OJHHM [E€PCOHATBHBIM KOMIIBIOTEPOM HE 00j€e JBYX YEJIOBEK
OJTHOBPEMEHHO.

- Ilonmp3oBarenar HMMeEET MpaBO paboOTaTh € COOCTBEHHBIM HOCHTEIEM HH(POPMALUU IIOCIE
peBaApUTEIILHOTO TECTUPOBAHKS €0 PaOOTHUKOM OUOJIMOTEKH.

- ITo BceM BompocaMm moucka HH(OpMAIMM B HHTEPHETE IOJIb30BATElb JOJKEH O0OpaiiaThCs K
pabOTHHKY OHOJIMOTEKH; 3alpemiaeTcs OOpallleHHe K pecypcaM HHTEPHETa, MPEAIoJiarariim
orIary.

- Pabora ¢ KOMIBIOTEPOM MPOM3BOIUTCS COIIACHO YTBEPIKICHHBIM CaHUTAPHO-THTHEHHYECKHM
TpeOOBaHUAM.



