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IToJ10:xenne 0 GudIMOTEKE
1. O61mue moJioxKeHU

1.1. Hacrosimee mojio)KeHHE periaMeHTUpYeT AesTeabHoCcTh oubmuoreku MOY COILII
«O6pazoBatenbHblil KoMIUieke nMeHn b.H. borauesay (nanee — oOpa3oBarenbHas OpraHu3ars).

1.2. Hacrosimee mosioxeHue pa3zpadoTaHo B cOOTBETCTBHU ¢ DepepaibHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O0 obOpazoBanuu B Poccuiickoit @enepaunn», npukazoM MUHKYIBTYpPbI
Poccun ot 08.10.2012 Ne 1077 «O6 ytBepxknenuu llopsaka yuera JOKYMEHTOB, BXOJSILINX B
coctaB 6ubnuoreyHoro GoHaa» ¢ yuyerom nucbMa MunoOpazoBanus Poccuu ot 23.03.2004 Ne
14-51-70/13 «O I[IpumepHOM MOJIOKEHUU 0 OHMOIMOTEKe 00I1e00pa30BaATENBHOTO YUPEKICHUSY,
Meroanueckux pexkoMmenaanuii ®I'bHY «HIIb um. K.JI. Ymuuackoro» ot 31.05.2017.

1.3. bubnuoreka co3naHa B HesiX oOecreyeHusl MpaBa YYaCTHHUKOB 0Opa3oBaTeIbHON
NEeSTENIbHOCTH Ha OecIiaTHOE MOJIb30BaHne OMOIMOTEYHO-MH(POPMAITMOHHBIMH PECYPCAMH.

1.4. Tlopsimok moNB30BaHUSI UCTOYHUKAMU HH(OpPMAIMH, TIEPeYeHb OCHOBHBIX YCIYT U
YCIIOBUS UX MPEIOCTABICHHUS OMPEICIIAIOTCS HACTOAIIUM TOJIOKEHUEM 0 OMOIHOTEKe.

1.5. Opranmzamuss  oOCTy)KMBaHHS  YYaCTHUKOB  00pa3oBaTeNbHOrO  Mpoiiecca
MPOU3BOJIUTCS B COOTBETCTBHM C MPAaBHIAMHU TEXHUKH O€30MACHOCTH M MPOTHUBOMOKAPHBIMH,
CaHUTAPHO-TUTHEHUYECKUMU TPEOOBAHUSIMH.

2. Hean, 3apaun, pyHKIUM OUOJIUOTEKH

Henmn OMOIMOTEKM COOTBETCTBYIOT IIEsIM OOpa30BaTeIbHON OpraHu3aluu U
BKJIIOYAIOT B ce0s B TOM yuciie: GopMUPOBaHUE OOIIEH KylbTypbl JIMYHOCTU OOy4aronuxcs Ha
OCHOBE YCBOEHUS 00513aTeIbHOI0 MUHUMYMa COJIEpKaHus 00111€00pa30BaTEIbHBIX TPOrPaMM, X
aJlanTanus K )KU3HU B 00ILECTBE, CO3/IaHNE OCHOBBI /ISl OCO3HAHHOTO BBIOOpA U MOCIEAYIOLIETO
OCBOCHUS TTPO(eCCHOHATBHBIX 00pa30BaTEebHBIX IPOrPaMM, BOCITUTAHUE TPaXKIaHCTBEHHOCTH,
TPYAOIIO0Us, yBaXKE€HUS K IMpaBaM M CBOOOJAM 4eJOBEKa, JIIOOBH K OKpY’Kalolled MpHpoje,
Ponune, cembe, hopMupoBaHUe 310POBOTO 00pa3a KU3HHU.

2.2. 3amauamMu OMOIMOTEKH 00pa30BaATEIHLHON OPTaHU3AIUH SBIISIOTCS:

e o0ecrmedyeHHEe YYaCTHHKOB OOpa3oBaTENIBHOTO MpoIlecca JOCTYNMOM K WH(pOpMaIu,
3HAHUSAM, HJIEAM, KYJIbTYPHBIM IICHHOCTSIM IIOCPEJACTBOM HCIIOB30BAaHUS OHOIUOTEYHO-
WH()OPMAITMOHHBIX PECYPCOB 00pPa30BaTEIHLHON OpraHU3AIlNH;

® TpUBICYCHHE  OOYyYAIOMMXCA K  CHCTEeMaTHYeCKOMY  4YTCHHIO  y4eOHOM,
XYyJI0’)KECTBEHHOU, HAyYHO-TIOMYJISIPHOM TUTEPATYPHI;

® COJEHCTBHUE PAa3BUTHIO MO3HABATEIbHBIX HHTEPECOB U CIIOCOOHOCTEHN 00yUarOIMXCs;

e 00yuyeHue ocCHOBaM OMOIMOTEUHO-OMOIMOTpadIecKkoil rPaMOTHOCTH;

® COJCHCTBUE TIENAarOTMYECKHMM pa0OTHUKAM B MOAOOpPE HAay4YHO-METOIUYECKON
JUTEPaTyphl, THPOPMHUPOBAHUE O HOBBIX IMMOCTYIUICHUSIX B OMOIMOTEUHbIH HOHIT;



® COBEpIIICHCTBOBAHUE MPEAOCTABISIEMBIX OMOIMOTEKON yCIyr Ha OCHOBE BHEAPEHUS
HOBBIX MH(OPMAIIMOHHBIX TEXHOJOTUH M KOMIIBIOTEPU3aUU OUOIMOTEUHO-MH(POPMAIITOHHBIX
npoiieccoB, (hopmupoBaHue KOMMDOPTHOM OMOITHMOTEYHOM CPEIBI.

2.3. bubnuoTeka BBITIOJHACT CIEAYIOIIHe (yHKIIUN:

2.3.1. ®opmupyer doHA OHOIMOTEYHO-UH(POPMAITMOHHBIX PECYpPCOB 00pa30BaTEIbLHOMN
OpraHu3aIuu:

® KOMIUICKTYeT OCHOBHOW (OHJ y4eOHBIMH, XyJI0KECTBCHHBIMH, HAyYHBIMHU,
CIIPaBOYHBIMH, MEIarOTMYECKUMH U HAyYHO-TIONYJISIPHBIMU TOKYMEHTAMH;

® y4yacTBYeT B KOMIUIEKTOBAaHUHU CHEIMAIU3UPOBAHHOTO (oHJAa y4yeOHUKAMH M3 4YHCIa
BXOISIINX B (elepabHBI TIepeueHb YYEOHHKOB, MOMYIICHHBIX K HWCIOJIB30BAHUIO IPU
peanu3al MMEIOIIMX TOCYNAapCTBEHHYIO aKKpEAMTAIMI0 00pa3oBaTelbHBIX MPOrpamMM
HAYaJIbHOTO OOIIEero, OCHOBHOTO 00Iero, cpegHero ooOmiero oOpa3oBaHUs, W y4eOHBIMHU
OoCOOMSIMU, TOMYIIEHHBIMH K MCIOJNB30BaHUIO TPU pealn3aliy yKa3aHHBIX 00pa30BaTEIbHBIX
porpamm;

® aKKyMynupyeT (OHI JOKYMEHTOB, CO3JaBacMbIX B 0Opa30BAaTEIbHOW OpraHU3alUuu
(myOnukanmii ¥ paboT MeaaroroB 00pa3oBaTEIbHON OpraHW3alWH, JYYIINX HAYYHBIX paboT u
pedeparoB yyammxcs 1 JIp.);

® OCYIIECTBIISIET pa3MEIICHNE, OPTaHU3AINIO0 U COXPAHHOCTH JJOKYMEHTOB;

® OPraHU3YeT U BEJIET CIIPABOYHO-OMOIHOrpaduecKuii anmapar: Katauord (anhaBuTHBIH,
CUCTEMAaTUYECKUI ), KAPTOTEKH (CUCTEMAaTUYECKYIO KAPTOTEKY CTaTe, TeMaTH4eCKue KapTOTEKH),
3NIEKTPOHHBIN KaTajor, 0a3bl JaHHBIX MO MPO(UITI0 00pa30BaTENLHON OpraHu3aluy.

2.3.2. OcymectBuser  auddepeHunpoBaHHoe  OHOIMOTEYHO-UHGOPMAIITMOHHOE
o0cyXKMBaHUE 00yUAIOITIXCS:

® [IpeI0CTaBIsIeT MHPOPMALIMOHHBIE PECYPCHI HA Pa3IMYHBIX HOCHUTEIISX;

e opraHuszyer oOydeHHE HaBBIKAM HE3aBHCHUMOTO OHMOIMOTEYHOTO TMOJIb30BATENd U
notpedurens HHGOPMAIUU, COJMECHCTBYET MHTErPAllMU KOMITJICKCA 3HAHWN, YMEHUW W HABBHIKOB
paboThl ¢ KHUTOW U MHpOpMaIIUEl;

® OKa3bIBaeT MH()OPMALIMOHHYIO TOJACPKKY B PEUICHUH 3314, BOSHUKAIOIINX B ITPOLIECCE
y4aeOHOM, caM000pa30BaTEIbLHOMN U IOCYTOBOM ACSITEIHBHOCTH 00YUaIOIIUXCS;

® OpraHu3yeT MacCOBBIE MEPOINPHUSATHUS, OPUEHTUPOBAHHBIE HA pa3BUTHE OOIIEH U
YUTATEIbCKON KYIbTYphl JTUYHOCTH;

® COZICHICTBYET NeIarOrMueCKM pabOTHUKAM B OpraHU3aIiy 00pa30BaTeIbHOTO MPoIecca
U JI0CyTa 00y4aromuxcs.

2.3.3. OcymectBusier  auddepeHimpoBanHoe  OHOIMOTEYHO-UHPOPMAITMOHHOE
00CTyKMBaHUE MEIarOrH4eCKuX pabOTHUKOB:

® BBIBIISIET MH(POPMAIIMOHHBIE TIOTPEOHOCTH M YIOBJIETBOPSIET 3alpOCHI, CBSI3aHHBIE C
00y4yeHHEeM, BOCIUTaHHUEM O0YUaIOIINXCS;

e cojmeiicTByeT TNPO(ECCHOHATBHON  KOMIIETEHIIMH  TI€aroroB,  TOBBIIICHHIO
KBaJTM (DUKAIIMH, TTPOBEJICHHUIO aTTECTAIUH;

® OCYIIECTBIsIET TeKyllee uHopMHUpoBaHUE (THU HHPOPMAIMK, O0030phI HOBBIX
MOCTYIUIEHUH U MyOJIMKaIHii);

® CIIOCOOCTBYET MPOBEACHUIO 3aHATHI 10 (HOPMHUPOBAHHIO MH(DOPMAIIMOHHONW KYIBTYPhI
oOyJaromuxcsi, sBIsETCST 0a30d Ui TPOBEINCHHS TPAKTHUECKUX 3aHITHH IO padoTe ¢
MH(OPMaLIMOHHBIMU PECYpCaMHU.

2.3.4. OcymectBisier  nuddepeHupoBaHHoe  OMOIMOTEYHO-MH(POPMAITMOHHOE
00CTyKMBaHUE POAUTENCH (3aKOHHBIX MIPEJICTAaBUTEINCH) 00yJarOIIXCs:

® YJOBJIETBOPSET 3aIllpOChl MOJb30BaTeNell 1 UHPOPMHUPYET O HOBBIX MOCTYIUICHUSAX B
O6ubIMoTEKY;



® KOHCYJIBTHPYET IO BONPOCAM OpraHU3allMd CEMEHHOTro YTeHHs, 3HAKOMHUT C
uHpOopMaLrei o BOCIUTAHUIO AETEH;

® KOHCYJIbTUPYET IO BOIIPOCaM y4eOHbBIX U3IaHUMN AJis1 00yUarOIUXCsl.

3. Opranuszanus JesiTeJJbHOCTH OMOJIUOTEKH

3.1. O0mee pyKOBOACTBO JEATEIBHOCTHIO OHONMOTEKH OCYIIECTBISET PYKOBOJIHUTEIb
00pa30BaTeIbHON OpraHu3alnu.

3.2. HemnocpencTBeHHOE PYKOBOJICTBO OHOIMOTEKONW OCYIISCTBIISCT 3aBEMAYIOLTUI
OMOIMOTEKOMH, KOTOPHIN Ha3HAYAETCS PYKOBOJAUTEIIEM 00pa30BaTEIbHON OpraHU3aIlHH.

3.3. 3aBeayronuii OMOIMOTEKOI HECET OTBETCTBEHHOCTD B Tpeieiax CBOCH KOMIIETEHIUH
3a OpraHU3alHI0 U Pe3yNbTaThl 1€ATEILHOCTU OUOINOTEKH.

3.4. B coctaB OMOJIMOTEKN BXOIUT:

e A0OHEMECHT;

e UNTAIbHBIN 3aJI;

® OT/E]l yYeOHUKOB;

e oT1e11 nH(POPMAIIMOHHO-O0MOIMOorpaduIeckoii padboThl;

e QoHO U cHEMUANIM3UPOBAHHBIA 3a1 pPabOThl C MYJIbTUMEIUIMHBIMA M CETEBBIMH
JOKYMEHTaMHU;

e MeJuaTeKa.

3.5. bubnmmoTedHo-uHPOPMAIIMOHHOE 00CTY)KHBAaHUE OCYIIECTBISIETCS B COOTBETCTBUH C
ITaHaMu PaboThl OMOIMOTEKH U PEIKUMOM pabOTHI 00pa30BaTEIILHON OpraHU3allny.

3.6. bubimorteka BIpaBe MPEIOCTABIATh IUIATHBIE OWOINOTEYHO-MH(POPMAITMOHHBIC
YCIIYTH, IEPEYCHb KOTOPBIX ONPENENIeTCsl YCTaBOM 00pa30BaTeIbHON OpraHU3allHH.

3.7. Pexxum paOoThl OMOIMOTEKH ONpENENsIeTcs 3aBelyOIMM OMOIIMOTEKON C ydyeTom
pexxuma palboThl oOpa3zoBaTenbHOM opranuzanuu. OAMH pa3 B Mecsll NpeaycMaTpUBaeTCs
CaHMTAPHBIN JIeHb, B KOTOPBIA 00CITy’)KUBAaHHE MOJIb30BaTEeH HE MPOU3BOIUTCS.

4. Y4er nocTynjieHusi U BbIOBITHS JOKYMEHTOB 0u010Te4HOro gponaa

4.1. IIpueM 10KyMeHTOB B (hOH]1 OMOINOTEKN BKIIFOYAET CIIEIYIOIUE ONepaIiu:

® CBepKa NOCTYIUICHHH C TIEPBUYHBIM YYETHBIM JOKYMEHTOM (HakKJaaHas, akT),
BKJTIOYAOLIUM CITUCOK MOCTYMUBIINX JTOKYMEHTOB;

® COCTaBJCHHE TIEPBUYHOTO YUYETHOTO JIOKYMEHTa [UIi TMOCTyIUIeHHHA — 0e3
COIIPOBOJIUTENIHON JOKYMEHTALNH;

® perucTpanus HOCTYIMUBUIMX JOKYMEHTOB B PErUCTpax CYMMapHOro, IPYIIOBOIO H
uaauBuayanbHoro yaera (FOCT  7.0.93-2015  «bubnumoreunsrit  ¢ona. TexHomorus
(bopMUPOBAHU).

4.2. Tlpu MONONMHEHWH OCHOBHOTO OMOMMOTEYHOro (oHAAa HEOOXOAMMO COONIOATh
TpeboBanust DenepambHoro 3akoHa or 25.07.2002 Ne 114-®3 «O mpoTHBOACHCTBUHI
OKCTPEMHUCTCKON NesTeTbHOCTH». JIOKYMEHTHI, BKIIOYEHHBICE B IE€PEUeHb HSKCTPEMHUCTCKHX
MaTepHraloB, IpuoOpeTaTh 3arpenieHo, PH BBISBICHUN X B (OHIE — H3BIMATh U3 JOCTYIIA.

4.3. Yyet u 00paboTka TOKyMEHTOB OMOIHOTEYHOTO (POHIA.

43.1. VYuer u o00paboTka JOKYMEHTOB OCHOBHOTO (OHAA OCYIIECTBISAETCS
UHIMBUYaIbHBIM criocoOoM. CBeleHUsl O MOCTYNUBLIMX MEYaTHBIX JOKYMEHTAaX BHOCATCS B
«KHury cymMmapHoro ydera JOKYMEHTOB OCHOBHOro (oHnaa». IlocTynmuBmIMM JOKyMEHTaM
NPUCBAaUBAIOT UHIMBUAYAIbHBIA pETUCTPALIMOHHBIN HOMEp (MHBEHTapHBIA HOMEp MJIM HHOMU 3HAK,
NPUHATBIA B KaueCTBE PETUCTPAMOHHOTO HOMEpa, CHUCTEMHBIM HOMEp JUIS 3JCKTPOHHBIX
JOKYMEHTOB) U IU(p XpaHeHUs. PeructpanmonHsie HomMepa 1 (Pl OTMEYAIOT B PETUCTPaAX
UH/IMBUIYAJIbHOTO ydYeTa JOKYMEHTOB — WHBEHTAPHON KHHUIEe, KapTOTEKE PETHUCTpalMy Taser,
KYpHAJIOB, Y4YeTHOW Oa3e JaHHBIX. Bce SK3eMIUISpbl NMPUHATHIX H3JAHUN ILITEMIIEITIOIOTCS.
ITemnens ¢ HAaMMEHOBaHHWEM 00pa30BATEIbHON OpraHU3alMU JOJDKEH OBITH MPSAMOYTOJIEHOU



dbopmpbl, pazmMepom He Ooibie yeM 1,54 cm. llltemnens ctaBuTcs Ha 000POTE TUTYIBLHOTO JIUCTA
(Ipu OTCYTCTBMM THUTYJIBHOI'O JIMCTa — Ha MEPBOM CTpaHUIE TEKCTa O] 3arjiaBueM), Ha 17-i
CTpaHMIIC IOJ TEKCTOM B JIEBOM HIDKHEM YITy W Ha 000poTe Kakaoro mnpuiiokeHus. Ha
Opomropax M >KypHaJlaX INTEMIIENb CTAaBUTCS TOJIBKO Ha OOJIOKKE WM Ha HEpBOM CTpaHUIE
tekcta. CoctaB OCHOBHOTO (oHAA (GHUKCHUPYETCS B KapTOYHOM aj(aBUTHOM KaTajore, B
AIIEKTPOHHOMN 0a3e NaHHBIX OMOIHOTEKH.

4.3.2. Yyer u o0OpaboTka crenuanu3upoBaHHOro (onma. Crnenuanu3upoBaHHBIA (HOHI
YUUTBIBAETCS M XPAHHUTCS OTAEIBHO OT OCHOBHOTO OMONMMOTEYHOro (poHma. YdeT JOKYMEHTOB
CHEUHATU3UPOBAHHOTO (OHJA, KAaK MHOTOIK3EMIUIIPHOW JIMTEPaTyphbl, OCYIIECTBIIACTCS
TPYNIIOBBIM CIIOCOOOM M oTpaxkaercsi B «KHure cymmapHoro ydyera yueOHOro ¢oHIa» U B
KapTOTeKe  PErHCTPAllMOHHBIX  KapToyek. Ha  kaxmoe HauMMEHOBaHHWE JJOKYMEHTOB
crenuanu3upoBaHHoro ¢GoHIa 3aBOAMTCA OTHENbHAas ydyeTHas kaprouka. Kaprouku c
OoubnuorpadguueckuM OMMCAHUEM U3/IaHUN yYEOHUKOB PACCTABIIAIOTCS B YUYETHYIO KAPTOTEKY IO
KJlaccaMm, a BHYTpPHU KJaccoB — 1o andaButy (GaMuiauii aBTopoB uiu 3ariaaBuil. [ljis KOHTpos 3a
COXPAHHOCTBIO YYETHBIX KapTOUEK OHHM PEruCTpHPYIOTCS B «OKypHane perucTpanuu y4eTHBIX
KapTouek y4deOHHUKOB». TexHuueckas oOpaboTKa ITOKYMEHTOB MIpPEIyCMAaTPUBAECT CIEIYIOIIHE
oreparuu:

® IIPOCTABJICHHE Ha KAKJIOM JOKYMEHTE INTeMIIeNsl OMOIMOTEeKHM B COOTBETCTBHU C
NyHKTOM 4.3.1 HAacTOALIEro MOJIO0KEHNUS,

® YCTaHOBJICHUE CPEACTB 3aIIUTHI OT YTPAThl (MATHUTHBIA NAaTUYUK, PAIUO-YHII, THON BUI
MapKUPOBKH);

® U3rOTOBJICHUE U MPHUKPEIUICHUE K JOKYMEHTY macnopra yyeOnuka. [lacnopt yueOHuKa
NPUKJICHBAETCS HA TIOCIETHEH CTpaHHIle yd4eOHUKA. 3aroIHETCs TP BbIIa4e YUTATEII0. YUeT
CHEeNUATM3UPOBAHHOTO (OHIA TPEIyCMATPUBAET OTPAKEHHE €ro cocraBa B CIIPABOYHO-
oubnmorpaduueckom anmnapare OUOIMOTEKH, B TOM YHCIIE B SJIEKTPOHHOU 0a3e TaHHBIX.

4.4. BpiObITHE JOKYMEHTOB OMOINOTEYHOTO (POHA.

4.4.1. IlpuuuHbl, TO KOTOPHIM JOKYMEHT MOXXET OBITb BBIBEJIEH W3 COCTaBa
O6ubimoreyHoro (oHma, BKIOYAIOT B TOM YHCJIE BETXOCTh, NE€()EKTHOCTh, YCTApeIOCTh IO
colepkaHuto, yrpary. HMckimroueHue JOKyMeHTa W3 OMOIHOTeuHOro (oHAa MPOBOIUTCS HA
OCHOBAaHMH aHaJIM3a cOCTaBa OMOINOTEYHOTO (POHAA U PE3yJIbTaTOB €0 MPOBEPKH.

4.4.2. Ilox BETXOCThbIO JOKYMEHTA IMOHMMAIOT Pe3yJbTaT €CTECTBEHHOIO CTAPEHMS HIIU
(bu3nuUecKoro U3HOCa JOKYMEHTA.

4.4.3. Tlon nedeKTHOCTbIO JOKYMEHTa MOHMMAIOT YAaCTMYHYIO WM TOJHYIO YTpaTy
HKCIUTYaTaI[MOHHBIX KaueCTB JJOKYMEHTA B pe3yJIbTaTe BHEIIHETO BO3/IEHCTBHS.

4.4.4. Tlox ycTapenocTbio MO COAEPKaHUIO TOHUMAIOT TOTEPIO AKTYalbHOCTH TEMATHKHU,
HOJTBEPIKIAEMYIO OTCYTCTBUEM cpoca  yuTaTenei, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeeNeHIH U pealn3alny.

4.4.5. Tlog yrparoif TOKyMEHTa MOHMMAIOT €ro OTCYTCTBHE B (OoHJE OMOIMOTEKH IO
OpUYMHAM TOTEPH, XUIIEHUs, OECTBUNA CTUXUHHOTO, TEXHOT€HHOTO (B TOM YHCIE XaKEePCKOH
aTaK¥W ¥ HEBOCCTAHOBUMOTO COOsI 3JIEKTPOHHOTO 000PYI0BaHUS ) HITH COIMAIBHOTO XapaKkTepa, o
HEYCTaHOBJICHHOW ITPUYHUHE.

4.4.6. Ilpouecc HCKIIOYEHHUS TOKYMEHTOB M3 (oHIa OMOIMOTEKH OCYIIECTBISETCS B
cooTBeTCTBUH C [lopsimkoM ydeTra JOKYMEHTOB, BXOMSIIUX B COCTaB OMOIMOTEYHOTO (OHAA,
YTBEPKICHHBIM NprkazoM MunkynbTypbl Poccuu ot 08.10.2012 Ne 1077.

4.4.7. BoiObITHE TOKYMEHTOB OMOIMOTEYHOTO (POH/IA MPOU3ZBOAMTCI B PE3YNIbTATE UX
CIIMCAaHUsS KOMHUCCHEH, CO3JIaHHOMW pPYKOBOJWUTENIEM 00pa3oBaTelbHOW opraHusamuu. 4.4.8.
YTunuzanusi CiMCaHHbIX JOKYMEHTOB OMOIMOTEYHOTO (OH/Ia IPOU3BOIUTCS B COOTBETCTBUHU C
3akoHoJaTenbcTBOM Poccuiickoit denepanum.
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