MyHununajbHoe aBTOHOMHOE 00111e00pa3oBaTe/ibHOE yUpeKIeHue
«I'mmua3zus Ne 6» ropoga I'yoknna bearopoackoii o61actu
(MAOY «I'umua3zus Ne 6»)

COI'JTACOBAHO YTBEPXKIAIO
NeAarornueCcKuM COBETOM TUPEKTOP
MYHUITUTIATEHOTO aBTOHOMHOTO
00111e00pa30BaTEILHOTO YUPESIKICHHSI
«I'mmnuazust Ne 6» ropona ['yOkuna
benropoackoit obnactu
[Tpotokon Ne 1 ot 30.08.2024 rona

MOJOXEHUE O BUBJIMOTEKE
1. O01IHe MOJI0KEeHUS

1.1. HacTosimiee monokeHUE perjaMeHTUPYET eITeNbHOCTh Oubnunoreku MAOY
«I'mmuazust Ne 6» (ganee — oOpazoBaTenbHasi OpraHU3aIus).

1.2. Hacrosimee mnonoxkeHue pa3paboOTaHO B COOTBETCTBUU ¢ DenepanbHbIM
3ak0HOM OT 29.12.2012 Ne 273-®3 «O6 obpaszoBanuu B Poccuiickoit @enepanun», B
cootBerctBUU ¢ @DPI'OC, CanlluH, VYcraBa o00pa3oBaTenbHOTO Y4YpeKIeHUS; Ha
ocHoBanun ®enepanpHoro 3akoHa Ne 114-@3 «O npoTHBOAEHCTBUU IKCTPEMHUCTCKON
JeITEIBHOCTH», B COOTBETCTBMM CO cTaTheil 13 3akoHa O 3ampemeHuyd MacCOBOIO
pacnpoCTpaHeHUs SKCTPEMHUCTCKON JutepaTtypbl; DenepanbHoro 3akoHa ot 29.12.2010
N 436-®3 "O 3amure aereid oT MHPOpPMALUMHU, NMPUUMHSIONIEH Bpea UX 310pOBbIO U
pazButuo", npukazoMm MuHKyneTypbl oT 08.10.2012 Ne 1077 «O06 yTBepkaeHUU
[Topsinka yuera JOKYMEHTOB, BXOJSIIMX B COCTaB OMOIMOTEYHOTO (OHIA» C YUETOM
nucbMa MunoOpazoBanus ot 23.03.2004 Ne 14-51-70/13 «O IlpumepHOM MOTOKEHUH O
OoubnuoTeke 00IIe00Pa30BATEIIBHOTO YUPESKACHUSI», METOIUYECKNX PEKOMEHAIi
OI'BHY «HIIb um. K. JI. Ymuackoro» ot 31.05.2017, pekoMennanuiit MUHKYJIBTYPBI OT
12.09.2017 no pabote OHOMUMOTEK C JOKYMEHTaMH, BKJIIOYEHHBIMU B (pelepasibHbII
CIIUCOK DKCTPEMHUCTCKUX MaTepHAJIOB.

1.3. bubnuoreka sBiIsieTCd CTPYKTYPHBIM IMOJApa3ieieHHeM o0pa30BaTeIbHON
OpraHu3aIlii, CO3JaHHBIM B IEJISAX OOECIEUYCHHs MpaBa yYaCTHUKOB 00Pa30BATEIBHOTO
nporecca Ha OecrIaTHOE MoJib30BaHue OMOIMOTEYHO-UH(OPMALIMOHHBIMHU PECYPCaAMHU.

1.4. Tlopsimok mMONB30BaHUS MCTOYHMKAMU HH(OPMALMHU, MEPEUYEHb OCHOBHBIX
YCIOYyT U YCJIOBUS MX TMPEIOCTABICHHS OINPEACTSIIOTCS HACTOAUIUM TOJOXKEHHEM O
OuOIMOTEKE U MpaBUIIaAMH MOJIb30BaHUs OMOIMOTEKOM, YTBEPKACHHBIMU PYKOBOJIUTEIEM
o0pa3oBaTeNbHON OpraHU3alUu.

1.5. Opranmzammst oOCHTyXKMBaHHMS YYaCTHHKOB OOpa30BaTEIBHOIO Ipolecca
NPOU3BOJIUTCS B  COOTBETCTBHMM C  TPaBWIAMH TEXHUKA  O€30MacHOCTH U
POTUBONOKAPHBIMU, CAHUTAPHO-TUTUEHUYECKUMU TPEOOBAHUSIMHU.

1.6. O6ecnieuyeHHOCTh OUOIMOTEKU yUYEOHBIMU, METOJIUYECKUMHU U CIPABOYHBIMH
JIOKyMEHTaMH YYUTHIBAETCS IIPU JULEH3UPOBAHUH 00111€00pa30BaTeIbHON OpraHu3aliu.

2. Henu, 3anaun, pyHkuuu 0udIM0TEKH



2.1. llenu 6uOAMOTEKN COOTBETCTBYIOT LIEISIM 00pa30BaTEIbHON OpraHU3allUU U
BKJIIOYAalOT B ce0d B TOM uucie: (opMUpOBaHUE OOIIEH KyJIbTypbl JUYHOCTU
0o0y4JaIMXCcs Ha OCHOBE YCBOEHHS COJEpP/KaHUS OCHOBHBIX 0011€00pa30BaTEIbHBIX
porpamm, UX ajanTanus K *U3HU B OOLIECTBE, CO3JaHHUE OCHOBBI JUIsI OCO3HAHHOI'O
BbIOOpa U MOCIEAYIOLIEr0 OCBOEHUS MPO(EeCcCHOHATBHBIX 00pa30BaTENbHBIX MPOrPaMM,
BOCIIUTaHHE TPakJaHCTBEHHOCTH, TPYIOJIOOMs, YBaXKEHHS K IpaBaM U CB0OOOJaM
4eJIoBeKa, JJI00BH K OKpy»Karouie npupone, Poaune, cembe, hopMupoBaHue 370pOBOro
o0Opasza >KM3HH.

2.2. 3agauamu 6uOIMOTEKN 00pa30BaTENbHON OpPraHU3aLNUHU SBIISIOTCS:

- o0ecrneyeHre ydacTHUKaM oOpa3oBaTElIbHOrO Ipolecca — o0ydaroummcs,
Ne1arorueckuM pabOTHUKAM, POAMTEISAM (3aKOHHBIM INPEICTABUTENSAM) O0yUarOIINXCs
(Tanee — MmoJIb30BaTENsIM) — JOCTyNa K HWH(OpMAIUM, 3HAHUSAM, HAESIM, KYJIbTYPHBIM
[IEHHOCTSIM TOCPEJCTBOM HCIOJIB30BaHUsl OMOIMOTEUHO-UH(DOPMALIMOHHBIX PECYPCOB
o0pa3oBaTeIbHON OpraHu3aluy;

- BOCHHUTAHHE KYJIBTYpPHOTO M TPaXKIAHCKOIO CaMOCO3HAHHs, IOMOIIb B
COLIMANIM3ALMU 00YyYarolIerocs, pa3BUTHH €ro TBOPUYECKOr0 MOTEHIMANA;

- [puUBJEYEHUE OOY4YaAIOIIMUXCA K CHUCTEMATHUYECKOMY UTEHHIO Y4eOHOI,
XY0KECTBEHHOM, HayYHO-TIOMYJIIPHOMN JINTEPATYPHI;

- COACWCTBUE PA3BUTHIO IIO3HABATEIBHBIX MHTEPECOB U  CHOCOOHOCTEH
00yJaromuxcs;

- (opmupoBaHHE HaBBIKOB HE3aBHCHMOTO OWOJIMOTEYHOrO IOJIb30BATEs,
00y4eHHe TOUCKY, 0TOOPY M KPUTHYECKOM OlICHKE WH(pOpMaInH;

- CO/ICHCTBHE MEJAroruueckuM pabOTHHKAM B MOAOOpPE HAayYHO-METOJUYECKON
auTepaTypbl, ”HGOPMHUPOBAHUE O HOBBIX MOCTYIJICHUAX B OMOIMOTEUHbIN (HOH/;

- COBEpUICHCTBOBAHHE IPEAOCTABIAEMbIX OHOIMOTEKOW YCIyr Ha OCHOBE
BHEJPEHUS] HOBBIX MH(OPMALMOHHBIX TEXHOJOTHMH M KOMIBIOTEPU3ALUN OMOINOTEUHO-
MH(OPMALIMOHHBIX IPOLIECCOB, POPMUPOBAHHE KOMPOPTHON OMOIMOTEUHON CPEIbI.

2.3. bubnnoTeka BBIMOIHSACT CACAYIOMHE (yHKIINH:

2.3.1. ®dopmupyer  GoHA  OHMOITMOTECYHO-MH(POPMAIIMOHHBIX  PECYpCOB
o0pa3oBaTeIbHONW OpraHU3aAlNN:

- KOMIUIEKTYeT OCHOBHOW (OHA y4eOHBIMH, XYHAO0KECTBEHHBIMH, HAYYHBIMH,
CHPaBOYHBIMH, NIEIArOTHYECKUMHU U HAYYHO-TIONMYJISIPHBIMHU JOKYMEHTaMH;

- Y4acTBYyeT B KOMIUIEKTOBAaHHH CIEHUATU3UPOBAHHOTO (hOHNA y4eOHHKAMH M3
quciaa  BXOMIMIMX B (efepaNbHBI  TEpeYeHb yYEeOHHWKOB, JIOMYIICHHBIX K
UCTIOJB30BAHUIO TPH  pEATU3alMM  HMEIOUIMX TOCYAApCTBEHHYIO aKKpPEIUTAIUIO
00pa3oBaTeNbHBIX MPOrPaMM HAYAJIBHOTO OOIEro, OCHOBHOTO OOINEro, CpeaHero
oOurero o0pa3oBaHusi, 1 Y4eOHBIMU TTOCOOMSIMU, TONMYIIEHHBIMHU K MCIOJIb30BAHUIO MPU
peanu3anuu ykazaHHbIX 00pa30BaTEIbHBIX MPOTPaMM;

- akkyMmynupyeT (QOHJ IOKyMEHTOB, CO3JaBaeMbIX B 00pa3oBaTeIbHON
opranuzanuu (myonukanuii u padoT megaroroB 00pa3oBaTEIbHON OpraHu3aluy, JIYUIIX
Hay4YHBIX pa0oT 1 pedepaToB ydaluxcs 1 ap.);

- OCYILECTBIISIET pa3MEIlIEHNE, OPTraHU3ALMIO U COXPAaHHOCTh JJOKYMEHTOB;

- OpraHm3yeT W BeIeT CHpPaBOYHO-OMOIMOrpauueckuii ammapar: KaTajJord
(andaBUTHBIN, CUCTEMATUYECKHUIl), KapTOTEKH (CUCTEMAaTHYECKYI0 KapTOTEKy CTaTew,
TEMaTUYECKUEe KapTOTEKM), OJIEKTPOHHBINM Kartajor, ©0a3bl MJAHHBIX IO MPOPUIIIO
00pa3oBaTeNbHON OpraHU3allu.



2.3.2. OcymectBisier auddepeHIupoOBaHHOE ONOINOTEUYHO-HHPOPMAITMOHHOE
00CITy>)KMBaHHUE 00yUYarOIINXCSI:

— TpenocTaBisieT HH()OPMAIMOHHBIE PECYPCHI HAa PA3IUMIHBIX HOCUTEISX;

- OpraHu3yeT o0ydeHHe HaBBIKAM HE3aBUCUMOTO OMOIMOTEYHOTO TOIB30BATENS U
notpedurens UHGOPMAIMK, CONEUCTBYET MHTETPAlMM KOMIUJIEKCA 3HAHWUW, YMEHUU U
HABBIKOB pa0OTHI C KHUTOW U MHGOpMaLIUEH;

- OKa3bIBaeT WH(GOPMAITMOHHYIO MOJICPKKY B PEIICHUH 3a7ad, BOSHUKAIOIIUX B
npoiiecce yueOHo#, camoo0pa30BaTeIbHON U TJOCYTOBOM ACSTEILHOCTH O0YYaIOIIUXCS;

- OpraHu3yeT MaccOBbI€ MEPOIPUSATHUS, OPUEHTUPOBAHHBIEC HA pa3BUTHE OOUIEH U
YUTATEIHCKON KYJIbTYpPhl TMUYHOCTH;

- CONICHCTBYET MEJarormyeckuM paOOTHUKAM B OpraHU3aIMi 00pa30BaTEILHOTO
npolecca 1 10cyra o0y4aromuxcsl.

2.3.3. OcymectBisger auddepeHnupoBaHHoe OUOINOTEYHO-UHPOPMAIIMIOHHOE
00CITy>)KHBaHHE TIETarOTUIECKUX PAOOTHUKOB!

- BBIABISIET WH(GOPMAIIMOHHBIE TIOTPEOHOCTH W  YAOBIETBOPSIET 3aIlpPOCHI,
CBsI3aHHBIC C O0OYUYEHHEM, BOCIIUTAHHEM O0YyUaIoluXCs;

- cozeiictByeT mpodeccHoHATbHOW KOMIIETEHIIMHM TIEJaroroB, MOBBIIICHUIO
KBaJTM(UKAINH, TPOBEICHUIO ATTECTAIINN;

- OCYIIECTBIISIET TeKylee HHPpopMupoBaHue (IHU HUHPOpPMAIUU, 0030pbI HOBBIX
MOCTYTIUICHUH | ITyOIMKAIIHH ),

- CIOCOOCTBYET MPOBEIACHUIO 3aHATUA MO (OPMUPOBAHHIO HH(POPMALMOHHOU
KYJIBTYphl O0yYarommxcs, sSBisieTcss 0a30i I MPOBEACHUS MPAKTUYECKUX 3aHITHHA 10
pabote ¢ UHPOPMAITMOHHBIMU PECYpPCaMHU.

2.3.4. Ocymectusger auddepeHnupoBanHoe OUOINOTEYHO-UH(DOPMAIIMOHHOE
o0cyKMBaHUE POIUTENEH (3aKOHHBIX MPEACTaBUTENEH) 00yJaroIuXCsl:

- YAOBJETBOpSIET 3amlpochl IMOJb30BaTeNell U HMHPOPMHPYET O HOBBIX
MOCTYIUICHUSIX B OMOJINOTEKY;

- KOHCYJBTHPYET O BOMPOCaM OpraHW3aIlMH CEMEHHOT0 YTEHHWS, 3HAKOMHT C
uH(popMalyen Mo BOCIIUTAHUIO JIETEH;

— KOHCYJBTHPYET IO BOIPOCAM YU4eOHBIX U3JIaHUH JUIsl 00ydaromuXcs.

3. Opranuszanus 1eATeJIbHOCTH OUOIHOTEKH

3.1. OOmee pyKOBOJACTBO JESATEIBHOCTHIO OHMOIMOTEKH  OCYIIECTBIISCT
PYKOBOJUTENH 00pa30BaTEIbHON OpPraHU3aIlUH.

3.2. HemocpeacTBeHHOE PYKOBOJCTBO OMOIMOTEKON OCYIIECTBIISIET 3aBEAYIOIIHI
OuOIMOTEKON, KOTOPBII Ha3HaYaeTCs PYKOBOAUTEIEM 00pa30BaTeIbHON OpraHU3aIiy.

3.3. 3aBeayromuii OMOTMOTEKOW HECET OTBETCTBEHHOCTh B IMpejeliax CBOeH
KOMITETCHITH 32 OPTaHHU3ALUI0 U PE3YJIbTAThl JEATEILHOCTH OMOINOTEKH.

3.4. 3aBenyromuii OMOIMOTEKON pa3pabaThiBaeT M MPEJCTABISICT PYKOBOIUTEIIO
00pa3oBaTeNbHON OpraHu3ali Ha YTBEPKICHUE CIEAYIOUIUE JOKYMEHTHI:

— TI0JIOKEHUE 0 OUOIMOTEKe, TTpaBUiia MOJIH30BaHMS ONMOINOTEKOM;

— TUTAaHOBO-OTYETHYIO JOKYMEHTAIIUIO.

3.5. B coctaB OMOIMOTEKH BXO/IUT:

— a0OHEMEHT;

— YHUTAJILHBIN 347,

— KHUTOXpaHWJIMIIE Y4eOHOU TUTEpaTyphl.



3.6. bubnuoreyHo-MHPOPMAILIMOHHOE  OOCIY)KMBaHHE  OCYLIECTBIISIETCS B
COOTBETCTBUU C IJIaHAMH PabOThl OMOIMOTEKH M PEKUMOM pabOThl 00pa3oBaTEILHOMN
OpraHu3alny.

3.7. Pexxum paboThl OMOIMOTEKH OMPEIEISICTCS] 3aBEAYIONUM OMOIMOTEKON C
YU4ETOM peKuMa paboThl 00pa3oBaTeNbHON opranu3anmuu. OQuH pa3 B MeCsIl
npeyCMaTPUBACTCsl CAaHUTAPHBIA JCHb, B KOTOPBIA OOCTY)XKMBAHHE IT0JIb30BaTEICH HE
IPOM3BOIUTCSI.

3.8. B mensax oOecniedeHus palMOHAIBHOTO KCIIOJIb30BaHUST MWH(OPMAIIMOHHBIX
pecypcoB B paboTe ¢ AeThbMH OMOIMOTEKa MIKOJIBI B3aWMMOJICUCTBYET ¢ OMOIMOTEKAMHU
Ipyrux o0pa3zoBaTeNbHBIX OpraHu3anuii I'yOKHHCKOTO TOPOACKOTO OKPYTa.

4. Y4er nocTynJIeHUs1 M BbIOBITHS JOKYMEHTOB 0H0JIMOTEeYHOro (poHaa

4.1. [Ipuem 1oKyMeHTOB B (poHT OMOIMOTEKH BKIIOYAET CICAYIOIINE ONEpPAIINH:

— CBepKa MOCTYIUICHUN C MEPBUYHBIM YUETHBIM JOKYMEHTOM (HaKJajHas, akT),
BKJIFOYAIOIIMM CIHCOK MOCTYIUBIINX JOKYMEHTOB;

— COCTaBJICHHE I[IEPBUYHOTO YYETHOTO JIOKYMEHTa [Jsi TOCTYIUIGHHH Oe3
CONPOBOJUTEIBHON JOKYMEHTALUH;

— perucrpanus TOCTYNHMBIIMX JOKYMEHTOB B PErHCTpax CyMMapHOro,
rpynnoBoro u uHauBuayanbHoro yuera (I'OCT 7.0.93-2015 «bubnuoteunsrii
dona. Texnonorus GopMUpOBaHUSY).

4.2. llpyu TDONOJHEHUHM OCHOBHOro OubOnHOoTEYHOro (HOHAA HEOOXOAUMO
cobmomars TpeOoBanus @DeaepanbHoro 3akoHa or 25.07.2002 Ne 114-®3 «O
MPOTUBOJCUCTBUU HIKCTPEMUCTCKOW JEATEIbHOCTH». JIOKYMEHTBI, BKJIIOYEHHBIE B
denepanbHbIi  CIOUCOK  OKCTPEMHCTCKUX  MmaTepuanioB  (mamee —  DCOM),
oInyOJIMKOBaHHBIN Ha o(QUIMAIBHOM caliTe MuHIOcTa (minjust.ru/ru/extremist-materials),
nproOpeTaTh 3anpenieHo, TPy BhISBIEHUU UX B (POHJE — 3BIMATh U3 TOCTYIIA.

4.2.1. B Oubnuoreke 3ampemniaercs W3JaHUE M PACIPOCTPAHEHUE TIEUATHBIX,
ayno-, ayJAHOBU3YaJbHBIX M HMHBIX MAaTEpHUAJIOB, COACP)KABIIMX XOTS OBl OJWH W3
IIPU3HAKOB, MPEITYCMOTPEHHBIX YaCThIO NEPBOM cratbu 1 denepanbHOro 3akoHa oT 25
utonst 2002 rog Nel14-®3 «O npoTHBOACHCTBUU SKCTPEMUCTCKOU JIEATEILHOCTH», HE
JIOTTYCKAETCs HaM4Yue YKCTPEMUCTCKUX MATEPHANIOB, MPU3BIBAIOIIUX K OCYIIECTBICHUIO
AOKCTPEMUCTCKON  JACSITEIBHOCTH JIMOO OOOCHOBBIBAOIIMX WU  OMPABIBIBAIOIINX
HEOOXOJIMMOCTh ~ OCYIIECTBJICHUS TAaKOW JIEATETLHOCTH, B TOM UHCJIE TPYAbI
PYKOBOJUTENEH HAIIMOHAI-COIMATNCTUYeCKON paboueit maptun [ epmanuu, GamucTckon
naptuu Urtanuu, myOGnukammii, 000CHOBBIBAIOIINX HJIM OMPaBIbIBAIOIINX HAIIMOHATHLHOE
U pacoBO€ MPEBOCXOJICTBO JIUOO OMPaBILIBAIOIINX MPAKTUKY COBEPIICHUS BOCHHBIX WU
WHBIX TMPECTYIUICHWI, HAaNpaBlICHHBIX HAa I[OJHOE WM YAaCTHUYHOE YHHUTOXKEHUE
KaKoOMIMOO DJTHUYECKOHN, COIMAIbHON, pacoBOM, HAIIMOHAIBHOW WU PETUTHO3HOMN
TPYIITIBL.

Kpome Toro, k TakuM MmaTepuasoM, B COOTBETCTBUHU cO cT. 13 denepanbHOro
3akoHa oT 25.07.2002 r. Nel14 — @3 otHOCUTCS:

a) opurmaabHbIC MaTEPHANIBI 3aMPEIICHHBIX YIKCTPEMUCTCKUX OPraHU3aIIHii;

0) Marepuabl, aBTOPaMH KOTOPBIX SIBJISIFOTCS JIMIA, OCYXKICHHbIE B COOTBETCTBUU
C MEXJIYHApOIHO-TIPAaBOBBIMU aKTaMH 33 MIPECTYIUICHUs IPOTUB MUpPA U YEJIOBEYECTBA U
cojepKalue NPU3HAKH, IMPEIyCMOTPEHHbIE YacTblO NEPBOM CTaTbu 1 HACTOSIIETO
denepanbHOro 3aKOHA;



B) Jt00bIE MHBIE, B TOM YHCJIE AaHOHMMHbIE, MAaTEPHUAJIbl, COAEpIKAIIME MPU3HAKH,
pelyCMOTPEHHBIEC YacThIO NepBoii ctaThu | HacTosmero denepanbHOroO 3aKOHa.

4.3. Yuet u 00paboTKa JOKYMEHTOB OMOIMOTEYHOTO (hOHTA.

4.3.1. Yuer u 00paboTKa JOKYMEHTOB OCHOBHOTO (OHJa OCYILECTBISAETCS
UHANBUAYAJIbHBIM crocoOboM. CBefeHHMs O TMOCTYNHMBIIMX MEYaTHBIX JOKYMEHTax
BHOCSTCS B «KHUTY CyMMapHOTO y4yeTa JOKYMEHTOB OCHOBHOTO (hOHIa».

[TocTynuBIIMM JTOKYMEHTaM NPUCBAMBAIOT MHAUBUAYAIbHBIA PETUCTPAIIMOHHBII
HOMEp (MHBEHTApHBIM HOMEpP WM MHOM 3HAK, IPUHSATHINA B KAU€CTBE PETUCTPAIIMIOHHOTO
HOMEpa, CUCTEMHBI HOMEp AJIs SJEKTPOHHBIX JOKYMEHTOB) U MIU(P XpaHEHUSI.

Perucrpanmonnsie HoMepa U MU(PHl OTMEUYAIOT B PErHCcTpax MHAMBUAYATIBHOTO
ydyera JJOKYMEHTOB — MHBEHTAapHOW KHHUI€, KapTOTEKE pPErucTpaluu raser, KypHajos,
y4eTHOI 0a3e aHHBIX.

Bce oax3emmispel  TpUHATHIX  M3AaHMi  mTemmentoroTcs.  Llremmens ¢
HauMEHOBaHHEM 00pa30BaTEIbHONW OPraHU3alMH JOHKEH ObITh MPSAMOYTOJIbHON (OPMBI,
pasMmepoM He Oosbie yeM 1,5 X 4 cM.

[IItemmnens cTaBUTCS HA 000POTE TUTYIBHOTO JIMCTA (TPH OTCYTCTBUU TUTYIBHOTO
JIUCTa — Ha TIEPBOM CTpaHUIIE TEKCTA TMOJ 3arjiaBuem), Ha 17-i cTpaHUIlle O TEKCTOM B
JIEBOM HIDKHEM YTy M Ha 000poTe Kaxaoro mpuioxkeHus. Ha Opomrropax m xypHanax
HITEMIIEeNIb CTABUTCS TOJIBKO Ha OOJI0XKKE MIIM Ha MEPBOI CTpaHUIIE TEKCTa.

CoctaB ocHoBHOTO (poHIa GUKCUPYETCS B KapTOUHOM alipaBUTHOM Kartajore, B
AJIIEKTPOHHOU 0a3e TaHHBIX OMOIUOTEKH.

4.3.2. Yyer u o6paboTka crnenuanuzupoBaHHoro Qgouna. Crernuann3upoBaHHBIN
(GbOHT yUUTHIBAETCS M XPAHUTCS OTACIBHO OT OCHOBHOT'O OMOIMOTEUHOTO (hOHIA.

Y4er JOKYMEHTOB CHELUAIU3UPOBAHHOTO (OHIA KaK MHOTOIK3EMIUISIPHON
JUTEPaTypbl OCYIIECTBISETCS TPYIIOBBIM crocoboM u orpaxaerca B «Kuwure
CYMMAapHOTro y4yeTa yueOHOro oH1a» U B KAPTOTEKE PETUCTPALMOHHBIX KaPTOUECK.

Ha kaxxnoe HanMeHOBaHME TOKYMEHTOB CIEIIUAIM3UPOBAHHOTO (HOH/IA 3aBOJIUTCS
oTnenbHas y4yeTHas kapTouka. Kaprouku c¢ OubGnuorpaduyueckuMm ONMucaHUEM H3JaHUI
y4eOHHMKOB pacCTaBISIOTCSA B YUETHYIO KapTOTEKY IO KjlaccaM, a BHYTPU KIJIACCOB — IO
andaButy Qamunuii aBTOPOB WM 3arjaBuid. JlJis KOHTPOJIS 32 COXPAHHOCTHIO YUETHBIX
KapTOYeK OHU peructpupyrorcss B <« KypHane perucTpanuy YYeTHBIX KapTOdek
y4eOHUKOBY.

Texnuueckas 00paboTKa TOKYMEHTOB NPEAYCMATPUBACT CIECAYIOIINE OTepaIiH:

— TMPOCTABJICHUE HA KAXKIOM JOKYMEHTE HITeMITeNst OMOINOTEKH B COOTBETCTBUH

¢ myHKTOM 4.3.1 HacTOSIIEro MOJ0KEHUS;
— YCTaHOBJIGHHE CPEACTB 3alIUThl OT yTpaThl (MAarHUTHBIA JATYHMK, PAJAOYHIL,
WHOW BHJI MAPKUPOBKH);

— U3rOTOBJICHHE M TIPHKpPEIJICHHE K JOKYMEHTY mnacrmopra ydeOHuka. [lacmopt
y4yeOHUKa TPUKJIEHBAECTCS Ha TOCIEAHEH CTpaHMIle yuyeOHMKa. 3aroyIHsSeTCs
IPU BbIJAY€ YUTATEIIO.

VYder cnenuanu3upoBaHHOTO (HOHIA MPEIyCMaTPUBAET OTPAKEHUE €TI0 COCTaBa B
CHpaBOYHO-OMOMMOrpaduuecKoM ammapare OMOTMOTEKH, B TOM UYHCIE B HJIEKTPOHHOU
0a3e JaHHBIX.

4.4. BriObITHE TOKYMEHTOB OMOIMOTEYHOTO (hOHA.

4.4.1. IlpuumHbl, O KOTOPBIM JOKYMEHT MOXET OBITh BBIBEJIEH M3 COCTaBa
oubanoreyHoro (oHIa, BKIIOYAIOT B TOM YHUCIE BETXOCTb, A€(PEKTHOCTb, YCTAPEIOCTh
0 COJEpKaHWUI, yTpaTy. MckirodeHne JoKyMeHTa u3 OubiuoTedHoro QoHaa



NPOBOJIUTCS HA OCHOBAHWHU aHAM3a COCTaBa OMOIMOTEYHOTO (POHAA U PE3YIHTATOB €TO
IIPOBEPKHU.

4.4.2. Iloxg BETXOCTBIO TOKYMEHTA IIOHUMAIOT PE3YJIbTAT €CTECTBEHHOTO CTapEHUS
WM (PU3NYECKOr0 U3HOCA IOKYMEHTA.

4.4.3. Ilox neeKTHOCThIO JOKYMEHTa MOHUMAIOT YaCTUYHYIO WM MOJIHYIO YTpaTy
DKCIUTYaTallMOHHBIX KAYECTB JIOKYMEHTA B PE3YyJIbTaTe BHEIIHETO BO3IEHCTBHS.

4.4.4. 1loxg ycTapenoCThIO MO COJACPKAHUIO MOHUMAIOT MOTEPI0 AKTYyAIbHOCTH
TEMaTUKH, TOATBEPKAAEMYIO0 OTCYTCTBHEM CIIpOCa YMTATENEH, HEBOCTPEOOBAHHOCTHIO B
nepepacipeiescHud U peann3aluu.

4.4.5. Tlon ytpatoii JOKyMEHTa MOHUMAIOT €T0 OTCYTCTBHE B (hOHAE OMOIUOTEKH
[0 NMPUYMHAM TOTEPH, XUIIECHUS, OEACTBUI CTUXUHHOrO, TEXHOTEHHOrO (B TOM 4YHCIIE
XaKepCKOM aTaku M HEBOCCTAHOBUMOTO ¢€OOs 3JIEKTPOHHOTO OOOpYIOBaHMS) WU
COLIMAJIBHOTO XapaKTepa, 10 HEYCTaHOBJICHHOW ITPUYNHE.

4.4.6. IIponecc UCKIIOYEHHS] JOKYMEHTOB U3 (OHIa OMOINOTEKN OCYIIECTBISIETCS
B cooTBeTcTBUU ¢ llopsiikOoM ydeTa TOKYMEHTOB, BXOJSIIUX B COCTaB OMOIMOTEUHOTO
donma, yrBepx)aeHHBIM prka3zoM MuHKynbTypsl oT 08.10.2012 Ne 1077.

4.4.7. BpiObITHE TOKYMEHTOB OMOIMOTEUHOTO (POHJA MPOU3BOAUTCS B PE3YJIbTATE
UX CIIHCAaHUSA KOMUCCUEN, CO3JaHHON PYKOBOAUTENEM 00pa30BaTEIbHOW OpraHU3alnu.

4.4.8. VYrunuzanus ~— CHNHMCAaHHBIX  JIOKYMEHTOB  OuOiMOTEedYHOro  (oHIa
IIPOU3BOJIUTCS B COOTBETCTBUH € 3aKOHOAATENbCTBOM Poccuiickoit denepanyu.

5. IIpoBepka 1OKYMeHTOB OMOJIMOTEYHOT0 (poHIA

5.1. TlnaHoBas mpoBepka AOKYMEHTOB OMOIMOTEYHOTro (OHIA TPOBOIUTCA C
NEPUOJUYHOCTRIO OJIMH pa3 B IATH JIET HAa OCHOBaHWUM TpaduKka MPOBEPKH,
YTBEPKJIECHHOTO 3aBEYIOIINM OUOIMOTEKOM.

5.2. BHemaHoBasi IpoBepKa IOKYMEHTOB OMOIHMOTEYHOTO (hOHAA TTPOU3BOTUTCS B
00s13aTeTLHOM TIOPSIJIKE:

— TIpH BBISBJICHUH (PAKTOB XUIIEHUS, 37I0YNOTPEOJICHUS WU MIOPYU JOKYMEHTOB;

— B Cly4ae CTUXMMHOTO OEICTBUS, TMOXapa WJIA JAPYyTUX Ype3BhIUYAHHBIX

CUTYaIIUii, BEI3BAHHBIX SKCTPEMaIbHBIMU YCIOBUSIMH,

— IpU peopraHu3aliy Uiu JIUKBUAAIIMH 00pa30BaTeIbHON OpraHU3aIiy.

5.3. IIpoBepka doHga Ha MpPeAMET HAIUYUSA B HEM JIOKYMEHTOB, BKIIFOUCHHBIX B
OCOM, npoBOIUTCA:

— TPU TOCTYIUICHUH HOBBIX JJOKYMEHTOB B (DOH];

— CHCTeMaTHYecKH (He peke OJHOTO pa3a B TPU Mecsla) mytem cBepku @COM

CO CTPaBOYHO-OMOIMOTpaduIecKkum anmnapaToMm GoHIa OUOITUOTEKH.

54. Tlo wroram mpOBEpKH 3aBeAYIONUN OUONMOTEKONW COCTaBISET —aKT,
MOJIUCHIBAET M XPAHUT €ro B OHOIMOTEKE B TEYEHHE CPOKa, YCTAaHOBJICHHOTO
HOMEHKJIATypoi nen. Eciu Kakue-To MOKYMEHTHI OTCYTCTBYIOT IO HEYCTaHOBJICHHOW
MPUYMHE, TO K aKTy MPHUKIAIBIBACTCS UX CIIHCOK, B KOTOPOM (PUKCHPYIOTCS CBEJACHHS O
KOJIMYECTBE JIOKYMEHTOB OuOmmuoteyHoro ¢GoHAa B HAIMYUM U KOJIUYECTBE
OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCIIC 0 HEYCTaHOBJICHHOW mNpu4MHe. B axTe
TaK)K€ yKa3bIBAIOTCS HOMED U JlaTa aKTa Mpeblaylieid TPOBEPKH.

[Tpu BBISIBICHWH B Tpoliecce MPOBEPKU (HOHIA OTCYTCTBYIOIIMX TOKYMEHTOB H
HEBO3MOXXHOCTH YCTAHOBJICHHSI BUHOBHBIX JIUI[ YOBITKH 10 HEIOCTa4aM CIUCBHIBAIOTCS B
COOTBETCTBUU C ACUCTBYIOIIUM 3aKOHOJATEIHCTBOM.



5.5. Jlns mpoBepku OubmmoreyHoro QoHaa oOpa3oBaTEIBHON OpraHW3aIlluU Ha
npeIMeT Hajdudusg B HEM JOKYMEHTOB, BKIIOUeHHbIX B @COM, B oOpa3oBaTesbHOMN
OpraHu3allMy CO3/1aeTCsl CIEelMalbHAs KOMHCCHS IO CBEepke OMOImoreyHoro (oHaa c
denepaibHBIM  CITUCKOM  AKCTPEMHUCTCKUX MaTEpUaOB, BBIABICHUIO, W3BITHIO U
YHUYTOXKCHHIO SKCTPEMUCTCKUX MaTepuaioB (manee — Komwuccuss mo mpoBepke
HKCTPEMHUCTCKUX MaTEPHAJIOB), KOTOpask CUCTEMAaTUYECKU (HE peke OJHOrO pa3a B TPHU
MecAlla) OCYHIECTBISAET MpOBEepKy Oubmumoreunoro ¢oHma  oOpa3zoBaTeNbHOU
OpraHu3alMy Ha MpeJIMET HaJu4Ms B HEM JOKYMEHTOB, BKIIOUEHHbIX B PCOM, mytem
cBepkr ®COM co crpaBouHO-OnbOIMOrpaduyeckum anmaparoM (GoHa.

[Tpu BbIsIBIEHUU TOKyMEHTa, BKIIOUeHHOro B @COM, Ha 3Tane KOMIUIEKTOBAHMS
dboHAa yKa3aHHBIM JOKYMEHT HE TMOJJEKHUT BKIIOUCHHIO B OMOIUOTEYHBIN (HOH
o0pa3oBaTeNbHON OpraHU3allUU.

B cnydae BbIsIBIIEHUSI TOKyMEHTa, BKItOYeHHOT0 B @COM U yke HaXOoJsIIerocs B
dbonge OubIMOTEKH O00pa30BATEIBLHON OpraHU3allud, JAOKYMEHT HCKIIIOUaeTcs U3
O6ubaroreyHoro PoHIa U MOJUICKUT YHUUTOKEHUIO.

6. Ilopsinok mosib30BaHus1 OMOJIMOTEKOM

6.1. 3ammch oOydarommMxcs 00pa30BaTEeNbHON OpraHu3alud B OUOIHOTEKY
NPOU3BOJUTCS TIO CIUCOYHOMY COCTaBy Kiacca B HHJIMBHUIYAJIbHOM TIOPSIKE,
MeJarornYeCcKuX U MHBIX pa0OTHUKOB 00Pa30BaTEIIbHON OpraHu3aIlui, pOAUTENeH (MHBIX
3aKOHHBIX TMpEJCTaBUTENe) oOywaronuxcss — 1o nacrnopry. llepepeructparus
MOJIb30BaTes el OMOIMOTEKH TIPOU3BOIUTCS €KETOTHO.

6.2. JloKyMeHTOM, TMOATBEPKJAIOIIUM TMPaBO TMOJb30BaHUS OUOIUOTEKOMH,
SBIIICTCS YUTATENbCKUU opmyisip. Uurarensckuii popmymsap GuKcHpyeT AaTy BbIIaYu
MOJIb30BATEIIO JOKYMEHTOB U3 (POHIa OMOIMOTEKH U UX BO3BpAIICHUs B OMOIMOTEKY.

6.3. ITopsiiok mob30BaHUST A0OHEMEHTOM:

6.3.1. [Tonp30BaTenn UMEOT MPABO MOJYYUTh Ha JIOM W3 MHOTOTOMHBIX M3JaHUI
He 6oiee IBYX TOKYMEHTOB OJJHOBPEMEHHO.

6.3.2. MakcuMalbHbIE€ CPOKH MOJIb30BAHUSI IOKYMEHTaAMU:

— yueOHUKH, y4eOHbIC TOCOOUS — yUeOHBIN TOJ;

— HAYYHO-TIOMYJISIPHASI, TO3HABATENIbHAS, XYJI0KCCTBCHHAS JIMTEpaTypa — OJUH

MECHIIT;

— TMEepUOJUYECKUC U3JIaHUs, U3/IaHUS TTOBBIIIEHHOTO cripoca — 15 aHei.

6.3.3. Ilonp30BaTeny MOryT IPOJIUTH CPOK IOJIH30BAHUS TOKYMEHTaMH, €CIIU Ha
HUX OTCYTCTBYET CIIPOC CO CTOPOHBI APYTHUX MOJIb30BATEIICH.

6.4. [TopsiT0K MOJTB30BAHUS YUTATHHBIM 3aJI0OM:

6.4.1. JlIokyMeHTHbI, IpeJHa3HAaYeHHbIE ISl pa0OThl B YUTAJIBLHOM 3ajie, Ha JIOM He
BBITAFOTCSI.

6.4.2. DHIMKIIONEINU, CIPABOYHHKHU, PEAKUE, IICHHBIC JTOKYMCHTBI BBIIAIOTCS
TOJIBKO TSl pa0OTHI B UUTATHHOM 3alIe.

6.5. ITopsimok pabOTHI C KOMIIBIOTEPOM, PACTIOJIOKEHHBIM B OMOIHOTEKE.

6.5.1. PaGota ¢ KOMMBIOTEPOM YYaCTHHUKOB OO0pa30BaTENIbHOIO Mpolecca
NPOU3BOJUTCA MO TpaduKy, YTBEPKACHHOMY PYKOBOJUTENEM 0Opa3oBaTeIbHON
OpraHu3alluy, ¥ B PUCYTCTBUH COTPYIHUKA OMOIMOTEKH.

6.5.2. Pazpemaercsi paboTa 3a OJHUM IEPCOHAIBLHBIM KOMIIBIOTEpPOM He Ooiiee
JIBYX YeJIOBEK OJHOBPEMEHHO.



6.5.3. Ilonp3oBarenp HMeeT mpaBO padbOTaTh C COOCTBEHHBIM HOCHUTEIEM
UH(pOpMAaLMU NTOCTIE MPEABAPUTENIEHOTO TECTUPOBAHMS €10 paOOTHUKOM OUOINOTEKH.

6.5.4. Ilo Bcem BompocaM moucka WH(GOPMAIMM B HMHTEPHETE IOJIb30BATEIb
JOJKEH oOpamniaThCsi K paOOTHHUKY OMOIMOTEKH; 3ampeliaeTcsi oOpalleHue K pecypcam
UHTEpHETA, IPEeoIaralouiM OIaTy.

6.5.5. Pabora c KOMIIBIOTEPOM HPOM3BOAUTCS COIVIACHO YTBEPXKIECHHBIM
CaHUTAPHO-TUTHEHUYECKUM TPEOOBAHHSIM.

7. IlpaBa u 00s13aHHOCTH OMOJINOTEKHU

7.1. PaOboTHUKN OMOIMOTEKN UMEIOT MPABO:

- CaMOCTOSITENIbBHO BBIOMpPAaTh (OPMBI, CpEICTBA W METOAbl OUOIMOTEUHO-
UH(OPMAIIMOHHOTO 00CITYy)KHBaHUSI 00Pa30BaTEIILHOTO M BOCIIUTATEIHLHOTO MPOIIECCOB B
COOTBETCTBHM C NEISIMH W 3aJa4aMid, YyKa3aHHBIMH B ycTaBe 00pa3oBaTenbHOU
OpraHu3alliy U MOJO0KEHUU O OUOIHOTEKE;

- TPOBOJWTH B YCTAHOBJICHHOM TMOpsAKE (aKylbTaTUBHBIC 3aHITHS, YPOKU H
KPY’KKH OMOIHOTEeYHO-0MOInorpaduyeckux 3HaHUN 1 MHPOPMATMOHHON KYJIbTYPbI;

— OMpeAeNsiTh HCTOYHUKH KOMIUIEKTOBaHMS HH(POPMAIIMOHHBIX PECYPCOB;

- W3BIMATh M PEANTU30BBIBATH JIOKYMEHTHI H3 (OHIOB B COOTBETCTBHH C
WHCTPYKIIMEH 10 ydeTy OMOIMoTedyHoro hoHa;

- yJacTBOBaTh B YIpPAaBICHUH OOpPa30BaTEIbHON OpraHM3aluell B TIOPSIKE,
OTIpEe/IeTISIEMOM yCTaBOM;

- Y4acTBOBATh B COOTBETCTBUU C 3aKOHOAATENHLCTBOM PD B paboTe OMOIMOTEYHBIX
accoLManui UM COI30B.

7.2. PaboTHUKH OMOIMOTEK 00sI3aHBbI:

- o0ecrneyuTh NOJIb30BATENSIM BO3MOXKHOCTH PAa0OTBI € WH(GOPMAIIMOHHBIMU
pecypcamu OMOITNOTEKH,

- uHGOPMHUPOBATH TMOJIb30BATEICH O BHAAX MPEIOCTABISAEMBbIX OHOIMOTEKON
ycCJIyr;

- OCYIIECTBJIATh TUIAHOBbIE M BHEIUIAHOBBIE IMPOBEpKH OuOmmMoTeyHoro (owma,
PETYISIPHO  OCYIICCTBJIATH TPOBEPKY OmOIMoTewHOro (QoHma 00pa3oBaTEIbLHON
OpraHM3aluy Ha IPEAMET HAIMYMS B HEM JOKYMEHTOB, BKIHOUEHHBIX B DCOM;

— o0ecrneunTh HAyYHYIO OpraHu3aIrio (pOHIOB U KaTallOTOB;

- ¢opmupoBaTh (OHIBI B COOTBETCTBHUH C YTBEPXKICHHBIMHU (eneparbHbIMU
NEepeYHsIMH  YYeOHBIX W3JAaHWN, OCHOBHBIMH 0Opa30BaTEIbHBIMU  IPOTPAMMAMHU
0o0pa3oBaTeNbHON OpraHU3alii, WHTEpecaMH, MNOTPEOHOCTSAMHU U 3ampocaMy BCEX
KaTeropui MoJIb30BaTENEH;

- COBEpIICHCTBOBaTh HH(OpPMAIIMOHHO-OHOIHOTrpaduiIeckoe M OUOIMOTEUHOE
o0cCITy>)KMBaHUE TIOJIB30BATENCH;

- o0ecrmeynBaTh COXPAHHOCTh WCIOJB30BAHMUS HOCUTENEeH WH(MOpMaIuu, uX
CHCTEMAaTHU3aIUIO0, pa3MEIICHUE U XPaHEHNE;

- obecreunBaTh PeKUM pabOTHl B COOTBETCTBHH C MMOTPEOHOCTSIMH TOJIb30BaTEICH
1 paboToi 00pa3oBaTeIbHON OPraHU3alINH;

- OTYHUTHIBATBCSI B  yCTAHOBJIEHHOM TIOPSAKE TEpel  PYKOBOAUTEIEM
00pa3oBaTeNbHON OpraHU3allu.

8. [IpaBa u 00s13aHHOCTH NOJIb30BaTeEIei OMOIUOTEKHN



8.1. [lonb3oBaTenu OUOINOTEKU UMEIOT MIPABO:

- Tody4yaTh TIOJHYH wHHGOpMaIMio O cocTtaBe OubiamoTeyHoro Qonza,
MH(OPMALIMOHHBIX pecypcax U MPeloCTaBIsIEMbIX OMOIMOTEKON yClIyTax;

— MO0Jb30BAThCS CIPABOYHO-OMONIHMOrpaduueckum anmnapaTom OMOINOTEKH;

- MOJIy4aTh KOHCYJIBTAIIMOHHYIO TOMOIIb B IOUCKE M BBHIOOpPE HCTOYHUKOB
nHpopMmanuu;

- TIONy4aTh BO BPEMEHHOE IIOJIH30BAHHWE HA a0OHEMEHTE W B YHTAIHHOM 3aJie
nieJaTHbIC U3aHNS, Ay TMOBH3yaJIbHBIC TOKYMEHTHI U APYTUe HCTOYHUKH WH(POPMAIIHH;

— TMpOAJIEBaTh CPOK MOJIH30BAHUS JOKYMEHTAMHU;

- moiy4yaTh ~ TeMaTH4YecKHe, dakrorpaduueckue,  yTOYHSIONUE U
oubnuorpaduueckue crnpaBku Ha ocHOBE (oHIa OMOINOTEKH;

- MOJy4yaThb KOHCYJBTAI[MOHHYIO IOMOIIb B pabore ¢ HHPopMauuend mpu
MOJIb30BAHUU AJIEKTPOHHBIM M UHBIM 000pPY/I0BaHHUEM;

— y4acTBOBaTh B MEPONPUITUSIX, TPOBOJAUMBIX OUOITHOTEKOM.

8.2. [lonb3oBaTenu 6MOITMOTEKN OOS3aHBbI:

— coOmro1aTh MpaBwiia MOJIB30BAHUS OMOIMOTEKOMT;

- OepeXHO OTHOCUTHCSA K MPOM3BENIEHUSM TedaTu (HE BHIPHIBATh, HE 3arudarth
CTpaHHWIl, HE JieJaTh B KHHUTax MOJYEPKUBAHUN, IMMOMETOK), MHBIM JOKyMEHTaM Ha
Pa3IMYHBIX HOCUTENSIX, 000PYI0BAHUIO, MHBEHTAPIO;

- TOANEP)KUBATh TOPSAIOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JOCTYIIC
OUOIMOTEKH, PACTIONOKEHUS KapTOUEK B KaTalorax U KapToTeKax;

- TIOJIb30BAThCS IICHHBIMU W CIIPABOYHBIMU JTOKYMEHTAaMHU TOJBKO B MOMEUICHUH
OMOINOTEKH;

- ybenuThCs MpHU MOJYYEHUH JOKYMEHTOB B OTCYTCTBHM JAC(PEKTOB, a NpHU
0OHapyXeHUU MPOUH(GOPMHUPOBATHL 00 3TOM paboTHHKa OMOIMOTEKH. OTBETCTBEHHOCTH
3a 0OOHapyKEeHHBIE TePEKTHI B CAABAEMBIX JOKYMEHTAaX HECET MOCIEeIHUH MOIh30BaTENb;

- PacCTIMCHIBAaTHCS B YUTATEIBCKOM (HOPMYIISpE 3a KaXIblil TIOTYYSHHBIH TOKYMEHT
(uckimrouenue: odyyaromnuecs: 1-4-x KIaccon);

— BO3BpallaTh JOKYMEHTHI B OMOTMOTEKY B YCTAHOBJICHHBIE CPOKH;

- 3aMEHSTh JOKYMEHTHl OWOIMOTEKH B Cllydae HMX YTpaThl WIM TOPYH WM
PaBHOLIEHHBIMU JTMOO KOMIIEHCHPOBATh yliepO B pa3Mepe, yCTAaHOBIECHHOM IpaBUIIAMU
M10JIb30BaHUs OMOJINOTEKOM;

- TIOJTHOCTBIO PACCUUTATHCS ¢ OMOTMOTEKOH MO MCTEYCHUU CPOKa OOYUYCHHS WU
paboThl B 00111€00pa30BaTENIbHOM YUPEKICHUU.



