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1. O6mue nmosnoxxeHust

1.1.  HacTosinee nonoxeHue perIaMeHTHPYET AesTenbHOoCcTh 6ubmuoreku MAOY COII Nel4
(manee — oOpazoBareNbHAS OpPTaHU3ANINS).

1.2.  Hacrosimee nonoxeHue pa3paboTaHo B cOOTBETCTBUU ¢ DPenepanpHEIM 3aKOHOM OT
29.12.2012r, Ne 273-03 «O6 obpasoBaunu B Poccuiickoit Oeneparnumy» ¢ H3MEHEHUSIMHE OT
02.07.21r., npukazoM MuHKyI6TYpEI Poccuu ot 08.10.2012r. Ne1077 «O6 yteepxkaeruu Ilopsanka
ydeTa JOKYMEHTOB, BXO/AIMUX B cOcTaB OUONMHOTEYHOTO QOHIa» C YIETOM MHChMa
Muno6pazosanus Poccur ot 23.03.2004r. Ne14-51-70/13 «O IlpumepHOM MOIOKEHUH O
6ubnuoreke 0611€06pa30BaTEIFHOTO YUpEKIAEHU, MeToaudeckux pexomenaanuii ®ITBHY
«HIIb um. K.JI. Ymuuckoro» ot 31.05.2017r., ®3 ot 29.12.94r. Ne 78-03 «O 6u61HOTEYHOM
nene» B pegakuu ot 22.12.2020r., ¢ yaetom @3 ot 25.07.2002r. Ne 114-03 «O npoTuBoacHCTBUN
3KCTPEMHUCTCKOH JIeATeNbHOCTHY ¢ M3MeHeHusaMH Ha 08.12.2020r.

1.3.  bubnmoteka sSBIsETCS CTPYKTYPHBIM moapa3zeieHueM 06pa3oBaTeIbHON OpraHHu3aluy,
CO3/JaHHEIM B IieNgX oOecneueHns npaBa y9acTHUKOB 00pa30BaTeIbHOTO Ipoliecca Ha OecIiaTHOe
HOJIb30BaHUE OUONMHOTEUHO-UHOPMAITMOHHEIMU PECYPCaMH.

1.4. Ilopsmox monp30BaHUS HCTOYHHKAMH HHGOPMAIHH, TIepeueHb OCHOBHBIX YCIYT H YCIOBHS
HX IPEJOCTABJICHUS ONIPEIEIIIOTCS HACTOSIIUM MOJIOKEHHEM O OMOIHOTEeKe U TpaBHUIIaMK
II0JIb30BAHKS OMOIMOTEKOH, YyTBEPKICHHEIMH PYKOBOIUTEIEM 00pa3oBaTeIbHOM OpraHU3aITHH.
1.5.  Opranusamnus o6ciyKUBaHUS YIaCTHUKOB 06pa30BaTEIBHOTO IPOIeCcca IPOU3BOIUTCS B
COOTBETCTBHH C IIPABHIIAMH TEXHUKH G€30MIaCHOCTH U IIPOTHBOTIOKAPHEIMH, CAHUTAPHO-
THTHEHUYECKUMHU TPeOOBaHHSIMH.

2. Hean, 3anaun, GyHKun 0H0IHOTEKH
2.1.lenw mxonpHON OHOIHOTEKH COOTBETCTBYIOT IENAM 00Pa30BATENbHON OPTaHH3AINY M BKIFOUAIOT
B ce0s B TOM 4Hcie: GOpMUPOBaHUE 00IIeH KYIBTYpEI THYHOCTH 00YUAIOIHXCA Ha OCHOBE
YCBOEHHS 0043aTE€NBHOI0 MHHIMYMa COJIEp)KaHus 06IIe06pa3oBaTeIbHEIX IPOTPAMM, HX
amanTaldy K XH3HH B 00INECTBE, CO3/IaHUE OCHOBEI /IS OCO3HAHHOTO BEIOOpA H MOCIIEAYIOIIETO
OCBOCHHS IIPOPECCHOHAIBHEIX 00Pa30BaTENbHEIX IPOrPAMM, BOCIHTAHKS TPaXIaHCTBEHHOCTH,
Tpyxomo6Hs, yBaXKeHHS K IIpaBaM B CBOOO/IaM YeloBeKa, TIOOBH K OKPYXarowLIeH Ipupo/e,
Ponune, cembe, popMupoBaHue 310poBOro 06pasa KHU3HH.
2.2.3apagamu 6u6IIHOTEKH 06pa30BaTEILHON OPTraHH3AIMH SBIISTIOTCS
e obecmeueHne yYaCTHUKOB 00pa3oBaTeIbHOTO IPOIiecca JOCTYIOM K HH(pOpMALuH,
3HaHHUAM, HJESIM, KYIbTYPHBIM [IEHHOCTIM MOCPEICTBOM HCIIOIB30BaHUI OHOIHOTEYHO-
uHGOPMAIMOHHBIX PECYPCOB 00pa30BaTENbHOMN OpraHU3allHH,
® [IpUBJIECYCHHE 00YYAFOIIMXCS K CHCTEMATHICCKOMY UTCHHIO YUeOHOM, XYI0KECTBEHHOM,
HAy4YHO-TIONYJIIPHOH TUTEPaTypH;
® COACHCTBHME Pa3BHUTHIO II03HABATEIILHBIX HHTEPECOB U CIOCOOHOCTEH 00yJaroImuXcs;
e o0y4eHHE OcHOBaM OuOMHoTeUHO-0HbmHOTrpaddeckoi TpaMOTHOCTH;
® COJIEHCTBHE IEJArOTHUECKUM PaOOTHUKAM B IOAOOpE HAYYHO-METOAMIECKOH TNTEPATYPhI,
HH()OPMHUPOBAHKE O HOBBIX MOCTYIUICHHUSIX B GHOIHOTEUHBIH (OB,
® COBEPINEHCTBOBAHME IIPEJOCTABISIEMBIX OHOIHOTEKOM YCIyT HA OCHOBE BHEAPEHHUS HOBBIX
MHGOPMAIHOHHBIX TEXHOIOTHH M KOMIBIOTEPH3AHH GHOIHOTEYHO-HHPOPMAIIHOHHEIX
IIpOLIECCOB, popMUpoBaHue KOMGOPTHOM OUOIHMOTEYHON CpeIBL.

2.3. bubnuoTteka BEIMONHSET ClleAyIONTHe OYHKITHH:
23.1. @opmupyer ¢oHI OUOIHOTEUHO-HHPOPMAIIMOHHBIX PECYPCOB  00pa30BATEIHLHOM
OpraHHu3anuu:
® KOMILIEKTYET OCHOBHON (OHJ y4eOHBIMH, XyJ0KECTBEHHBIMH, HAYIHBIMH, CTIPABOYHBIMH,
IIEIarOTHYECKUMH M HAyUHO-MOMYIIPHBEIMU JOKYMECHTAMH;
® YYaCTBYET B KOMIIJIEKTORAHUH CHCLHATHIHPOBAHHOrO GOHAA yYeOHUKAMY U3 YHcia
BXOJSINUX B PeepanbHbIi IepeueHb yieOHUKOB, JOMYIIEHHBIX K HCIIOIB30BAHHUIO [TPH
peanu3alii HMEIOINAX IOCyTapCTBEHHYIO aKKpEIUTAIINIO 00pa30BaTENbHEIX TPOTPaMM




HaYaJIbHOTO 00INero, OCHOBHOIO 00Imero, cpeaHero odmero odpazoBaHus, U yaeOHBIMU
IIOCOOHMSIMH, TONYIMEHHBIME K UCIIOIL30BaHUIO IIPH PEaTH3aluy YKa3aHHBIX
06pa3oBaTeNbHBIX MIPOrPaMM;

aKKyMyJupyeT HOHI TOKYMEHTOB, CO3aBaeMbIX B 00pa30BaTeIbHOM OpraHu3anun
(mybnukaruit u paboT meqaroros 0Opa3oBaTeIbHON OpraHU3aIluy, IydIOuX HaydHbIX paboT
4 pedepaToB yuarmuxcs u ap.);

OCYINECTBISET PasMEICHHE, OPraHU3aIliio U COXPaHHOCTh JOKYMEHTOB;

OpraHu3yeT U BeAeT CIIPaBOUYHO-OHOIHOrpaduyueckuii annapar: KaTtalory (andaBUTHEIH,
CHCTEMAaTHUECKU# ), KAPTOTEKH (CHCTEMaTHIECKYIO KapTOTEKY cTaTel, TeMaTHIeCKre
KapTOTEKH ), SJICKTPOHHBIN KaTajor, 6a3bl TaHHBIX 10 IPOGHI0 00pa3oBaTenbHON
OpTraHU3aIlNH.

2.3.2. OcymecrBusier nuddepeHmpoBaHioe OubIHOTeIHO-HHPOPMATUOHHOE 0OCIyKUBaHUE

obygaromuxcs:

IIpeocTaBIsgeT HHPOPMAIIMOHHBIE PECYPCH] HA pa3IUIHBIX HOCUTEIAX;

opranu3yeT obydeHUEe HaBEIKaM HE3aBUCUMOT0 OMOITHOTETHOr0 MOJIB30BaTENS U
notpebuTens nHGopMaIuu, CoaeicTRyeT UHTETPAIlUU KOMIUIEKCa 3HaHUH, YMEHUN U
HaBBIKOB paboTHI C KHUTOH U HHpOpMaIuei;

OKa3bIBacT MHGOPMAITMOHHYIO MOJIEPAKKY B PEIMIEHHH 3a1at, BOSHUKAOINUX B IIPOIIecce
yuebHOH, caM000pa3oBaTeNbHOM U JOCYTOBOM AEATENEHOCTH 00YHaIOLTUXCS;

OpraHu3yeT MacCOBEIE MEPOIIPUATHS, OPUCHTUPOBAHHEBIE HA pa3BUTHE 00IOEd U
YUATATEIBCKOU KYJIBTYPHI IHYHOCTH,

COJICHCTBYET MI€TarOTHYECKUM PabOTHUKAM B OpraHu3auu o0pa3oBaTensHOTO Ipolecca U
mocyra obygarorquxcs.

2.3.3. OcymectiseT nuddepeHImmpoBanHoe OUOIHOTEIHO-UHDOPMAIIHOHHOE 0OCTYKUBAHHUE
[IeJarOrugecKiX pabOTHUKOB:

BBIABIIIET HH(POPMAITHOHHBIE MTOTPEOHOCTH U YAOBIETBOPSIET 3aIIPOCHI, CBI3aHHEIE C
obydeHneM, BOCITHTAHHEM 0OYYarOImUXCS;

COZEHCTBYET MpodecCHoHANTEHON KOMIIETEHIINY [1€[ar0TOR, MMOBBIMMEHHUIO KBATH(UKAITHH,
IIPOBENCHUIO aTTECTAllNH;

OCYINECTBIIAET TEKYyInee HHPOpMHUpOoBaHHUE (IHU HHPOPMALIHH, 0630PHI HOBBIX
[IOCTYIUIEHUH U NyOauKaIuii);

CIIOCOOCTBYET IPOBENEHUIO 3aHATHH 110 GopMHUpoBaHUIO HHGOPMAITHOHHON KYIBTYPEI
obydarommuxcs, sBjsercd 6a30if 11 IPOBEACHUS IPAKTUIECKUX 3aHATHIA 10 paboTe ¢
HHGOPMAITUOHHEIMH pECYpCaMHU.

2.3.4. OcymectBiser auddepeHnupoBaHHOe OCHOTHOTEIHO-MHOOPMAIHOHHOE OGCITyKMBaHHE

poauTenel (3aKOHHBIX IpeAcTaBUTENCH) 00yIarOIMUXCs:

yJIOBIETBOPSAET 3alIPOCHI [TOJIb30BaTeNel U HHPOPMUPYET O HOBBIX MOCTYIIIICHUAX B
6ubnuoTeEKy;

KOHCYJIETHPYET I10 BOIIPOCaM OpPTraHU3aliU CEMENRHOTO YTEHNUS, 3HAKOMHUT ¢ HHPopMaruei
[10 BOCOUTAHUIO JIETEH;

KOHCYJIIETUPYET I10 BOIIpOcaM y4eOHBIX U3TaHUM IJIst 00ydJaroImuXcsl.

3. Opranuzanvs aesTeILHOCTH 0M0IHOTEKH

3.1.

Obmee pPYKOBOACTBO MEATEIHHOCTHIO OHONHUOTEKH OCYINECTBISET PYKOBOIUTEIH
obpazoBaTeNbHON OPraHU3aIlHy.

3.2. HenocpencTBeHHOE PYKOBOJICTBO OMOIMOTEKOM OCYINECTRISET 3aBEAYIOINUM ONOIMOTEKOMH,

KOTOPBI Ha3HAUAeTCs PYKOBOAUTEIEM 00pa30BaTeIbHOM OpraHmuz2aiim.

3.3. 3aBenyrommuii GUOIHOTEKOM HECET OTBETCTBEHHOCTH B IpefeiaX CBOEH KOMIIETEHIMHU 3a

OPTaHM3aIHIO U PE3YNIBTATHI NEATENBHOCTH OUOIUOTEKH.



3.4.

3apenyrommuii  OuOnmoTeKod — paspabaThIBa€T M IpeACTaBlIseT  PYKOBOIUTEIIO
oOpazoBaTebHON OpraHr3aliy Ha YTREP)KICHHUE CICAYIOINUE JOKYMEHTHI:

IOJIOXKEHHE 0 ONOINOTEKE, MpaBUia OIB30BaHUs OMOIHOTEKOI;

IJIaHOBO-OTYETHYIO TOKYMEHTAIHIO.

3.5. B coctas OMOIHOTEKHA BXOINT:

3.6.

3.7.

abOHEMEHT;

YU TaIbHbIN 347,

oTIel yueOHHUKOB;

oTaea HHPOPMAaITHOHHO-0HOIHOTrpaduIecKoit paboThI;

(bOHI ¥ crIeUaTH3NPOBAHHBIN 3aT1 pabOTH ¢ MyJTbTUMENANHBIMYA U CETEBBIMH
JIOKYMEHTaMH;

MeauarTexa.

Bubmnoreuno-nadopmanmonHoe 00CIy)XHBaHHE OCYIIECTBISIETCS B COOTBETCTBHH C
I1aHamMH paboTel GUOIHOTEKH M peXUMOM paboThl 00pa3oBaTeNbHOM OpraHU3alHH.
Pexxnm paboTsl 6HOIHOTEKHN Onpe/enseTcs 3apeayouM OUOITHOTEKOH ¢ yIETOM peXxuma
pabotel oOpasoBarenbHOM opraEm3anmd. OfMH pa3 B MecCAll NpeAycMaTpHBaeTCs
CaHUTapHEIA IE€HB, B KOTOPEIH 00CIy)XMBaHKAE IONB30BATENEH HE IPON3BOAUTCS.
IIpy onpenenennn pexxrMa paboTel OUOMHOTEKH TpeayCMaTpUBAETCS BEIICTICHHE:
JBYX dacoB pabouero BpeMEHH €XEJHEBHO Ha BBIOJHEHNE BHYTPUONOINOTEUHON pabOTHL;
OJIHOT'O pa3a B MECSIl — CAaHUTapHOTO JHS, B KOTOPEIA 00CTyXHBaHHE NIOIB30BATEICH He
[IPOU3BOTUTCS;
HE MEHEE OAHOI0 pa3a B MeCsI] — METOAUYECKOTO JIHS.

4. Yder nocTynjieHus 1 BBIOBITHA JOKYMEHTOB 0HO/H0TedHOr0 oH/A
4.1. IlpreM DOKyMeHTOB B (OH OUOIMOTEKH BKIIOUAET CIENYIOIINE ONEPAIIHH:

CBEpKa [IOCTYIIICHUH C IEPBUYHEIM YIETHBIM JOKyMEHTOM (HaKJIaHas, aKkT),
BKITIOYAIOIINM CIIMCOK MTOCTYIHMBIONX TOKYMEHTOB;

COCTaBJIEHHE IIEPBHYHOTO YYETHOTO IOKYMEHTA JIIS IOCTYILICHHM 6€3 COIPOBOTUTEIBHOMN
IOKYMEHTAITHH;

perucTparus NOCTYNHBINNX JOKYMEHTOB B PETHCTPaX CyMMapHOT0, TPYIIOBOTO
uaausuayanpHoro yuera (I'OCT 7.0.93-2015 «bubmnoreunsrit doun. Texuomorns
dbopMHpOBaAHUSY).

4.2. Ilpn nonoOIHEHNH OCHOBHOTO OMOIMOTeUHOro (oHIa HeoOXoauMo cobmoaats TpeboBanus

@enepansrOro 3akoHa ot 25.07.2002 Ne 114-®3 «O mpOoTHBOJIEHCTBHU 3KCTPEMUCTCKOM
JeATeNbHOCTH». JIOKyMEHTEI, BKIIOUEHHBIE B IE€peUeHb SKCTPEMHCTCKHX MaTepHalioB,
IprOOpETATH 3allpeIeHo, IPY BRIABICHUN HX B (OHIE — M3BIMATh M3 JOCTYIIA.

4.3. Yuet u 06paboTka JOKYMEHTOB OuOIHOTEIHOTO POHIA.

43.1

. Yaer u obpaboTka HOKYMEHTOB OCHOBHOTO (hOHIA OCYINECTBISECTCA HHIWUBHTyaTbHBIM

cnocoboM. CBeneHMS O NOCTYIHBHIAX [EYATHBIX JOKYMEHTax BHOCATCS B «KHHTY
CYMMapHOT0 y4JeTa JOKYMEHTOB OCHOBHOTO (hOHA».

[MocTynuBIINM JOKYMEHTaM MPHCBAWBAIOT WHAMBHIYATHHBIH PETHCTPAIMOHHEBI HOMED
(MHBEHTapHBIM HOMED MM MHOH 3HaK, IPHHSITHIA B KAUECTBE PECHCTPAIIHOHHOTO HOMEpA,
CHCTEMHBIA HOMED JJIs1 SNIEKTPOHHBIX JOKYMEHTOR) U MK (P XpaHEHHUS.

Peructpanvonnsie HoMepa ¥ MHAGPE OTMEYAIOT B PETHCTpax HHAMBHIYATLHOTO yUETa
IOKYMEHTOB — MHBEHTAPHOU KHHWIE, KapTOTEKe PETUCTPAllMM Ta3eT, XYpPHAJIOB, yUETHOMU
6a3e DaHHEIX.

Bce 3k3eMIsprl OpHUHATHIX H3JaHHM ImTeMiemorTcs. llteMmens ¢ HanMeHOBaHHEM
00p430BaTENbHON OprasmM3alyi JODKEH OBITh MPSMOYTONBHOM (OPMBI, pasMEpOM HE
6ompime aeM 1,5x4 cM.



IlIteMmens cTaBUTCS Ha 000pOTE THUTYJIBHOTO JIHCTa (IIpA OTCYTCTBHH THUTYJIBHOIO JIMCTA
— Ha MepBO# cTpaHUIlE TEKCTa IOJ 3arjaBheM), Ha 17-i cTpaHuIe IO TEKCTOM B JIEBOM
HIDKHEM YTy H Ha 060poTe Kaxaoro npunoxenus. Ha Gpommopax # xypHanax IITEMIIENh
CTaBHTCS TOJBKO Ha 00JIOXKKE HIIM Ha TIEPBOM CTpaHHUITE TEKCTA.
CocraB OCHOBHOTO (OHHA (HKCHPYETCS B KapTOYHOM aidaBUTHOM KaTajore, B
3JIEKTpOHHOM Oa3e JaHHEIX OMOIHOTEKH.

43.2. Yuer um 00paGoTKa cHenuanu3upoBagHoro (ouma. Chenuanu3upoBaHHBI QOHT
YUHTBIBAETCH M XPAHUTCS OTICIHHO OT OCHOBHOTO OMOIMOTEUHOTO QOHA.
Yder TOKYMEHTOB CHEITHATH3UPOBAHHOTO (POHIA, KaK MHOTO3K3EMIUISIPHOM JIUTEpaTypél,
OCYINECTBIIIETCS TPYIIIOBEIM CIOCOOOM W OTpaxaercs B «KHure cyMMapHOro ydera
yaebHoro GoHIa» ¥ B KAPTOTEKE PETHCTPAIIHOHHEIX KapTOYEK.
Ha kaxnmoe HamMeHOBaHHE [OKYMEHTOB CHENHaIM3MpOBAHHOIO ¢GOHIA 3aBOAUTCS
oTHeNbHas ydeTHas Kaprouka. Kaproukm c 6ubnmorpadmyeckiM OMHCAHHEM H3AaHUM
y4eOHHMKOB PaCcCTaBISIOTCS B YYETHYHO KapTOTeKy IO KjaccaMm, a BHYTPH KJIacCoB — IIO
andaruty GaMunIMit aBTOPOB MIU 3ariaBuil. [ KOHTPOJS 32 COXPAHHOCTBIO YUETHBIX
KapTo4deK OHH perucTpupyorcs B «KypHame perucrpaluy Y4eTHBIX KapTO4eK
y4eOHHKOBY.
TexHugeckas 06paboTka TOKyMEHTOB IPeAyCMaTPHBACT CIICTYIOIIHAE ONECPALIHH:

e [IPOCTaBJICHHE HAa KAXIOM JIOKYMEHTE InTemiiens: OuGIMoTeKH B COOTBETCTBHIH C
IyHKTOM 4.3.1 HacTOAIOETO MOJIOKECHHS;

® YCTaHOBIIEHHE CPENICTB 3alUTHL OT yTPaThl (MATHUTHBIN JATUHK, paJlo-UHIl, HHOH
BUJ MapKHAPOBKH);

e H3rOTOBJICHHE U NIPHKPEIIEHHE K TIOKYMEHTY naciopra yueOHuka. [lacmopr
yueOHMKa IPUKIIEUBAETCS Ha NOCIeHEH cTpanulle yueOHuKa. 3anloIHIETCS IpU
BBI/IAU€E YATATEIO.

Vuer cienuanu3upoBaHHOro GoHAA NIPeLycMaTprUBaET OTPAXKEHHUE EI0 COCTaBa B
CrpaBOYHO-OubIHOrpadhuyeckoM annapaTe OMOIMOTEKH, B TOM YHCIIE B JIEKTPOHHOM
0a3e JaHHBIX.

4.4. BeiGbITHE TOKyMEHTOB OMGIHOTEUHOTO (DOHIA.

4.4.1. IlpuyuHEL, MO KOTOPHIM IOKYMEHT MOMET OBITh BBIBEJEH M3 COCTaBa OHGIMOTEYHOrO
¢boHa, BKIIIOYAOT B TOM YHCIE BETXOCTh, Ne(EKTHOCTD, YCTAPEIOCTh IO CONEPIKAHHIO,
yTpary. Mckirouenne nokyMmeHTa u3 OuOIMOTeuHOro GoHAA IMPOBOIUTCS Ha OCHOBAHHH
aHanusa cocraBa 6ubnroTeyHoro GoHIa U PE3YNIETATOB €r0 IIPOBEPKH.

4.4.2. Tlom BeTXOCTHIO [OKYMEHTa IOHHMAIOT DPE3YJIbTAT E€CTECTBEHHOTO CTapeHHs WM
¢bu3nyeckoro u3HOCa JOKYMEHTA.

443. Tlom nedeKTHOCTHIO [OKYMEHTAa IOHMMAIOT YacTHYHYIO HIH I[OJHYIO YTpaTy
9KCIIIyaTallMOHHBIX Ka4ecTB JOKYMEHTA B Pe3yJIbTAaTe BHEIIHETO BO3ICHCTRUS.

4.4.4. Tlom ycTapenocThIO IO COICPXKAHHIO MOHMMAIOT IIOTEPIO0 AKTYAIBHOCTH TEMATHKH,
IIOATBEPXKIaeMyI0 OTCYTCTBHEM cCIpoca uHTaTened, HEBOCTpeOOBAaHHOCTHIO B
NepepacupeneeHuH 1 pealn3ariu.

4.4.5. Tlon yrparoit fokyMeHTa IOHHMAIOT €ro OTCYTCTBHE B (hoHIe CHOIMOTEKH 10 TIPUUYHHAM
IIOTEPH, XUINEHUS, OEICTBUM CTUXUUHOTO, TEXHOTEHHOTO (B TOM HHCIIE XaKepPCKOH aTaky U
HEBOCCTAaHOBHMOT'O cOOS 3NIEKTPOHHOTO 00OpYyIOBAaHUS) HIIM COIMATBLHOrO XapakTepa, 110
HEYCTAHOBJIEHHO! IIPHYHHE.

4.4.6. Tlpomecc HCKIIOYEHHS JOKYMEHTOB u3 (oHma OHOIMOTEKM OCYIIECTBISETCS B
cooTBeTCTBAH C llopsokoM ydeTa INOKYMEHTOB, BXONSINAX B COCTaB OHOIMOTEYHOTO
tboHa, yTBepKIeHHBIM MpHKazoM MuHKYIETYpsl Poccuu ot 08.10.2012 Ne 1077.

4.4.7. BriObITHE TOKYMEHTOB OHOIHOTEUHOTO (DOHIA IPOHU3BOMUTCS B PE3YIbTATE HX CIHMCAHHUS
KOMHCCHEH, co3JanHoi pyKoBOAHTCICM 00pa3oBaTeIIbHON OpraHu3alviy.

44.8. VrTunmzamus CHOUCAaHHBIX JIOKYMEHTOB OuOmHOTEewHOro (OHIA TPOMIBOAUTCI B
COOTBETCTBHH C 3aKOHOJIaTeNbcTBOM Poccuiickoit @enepanuu.



5. IlpoBepka TOKYMeHTOB OuOIM0oTEIHOTO (POHAA
5.1. IlnanoBast mpoBepKa JOKYMEHTOB OMONMMOTEUHOTO (OHIA HIPOBOIUTCS C IIEPHOIUIHOCTHIO
OIMH pa3 B IATH JIET HAa OCHOBAaHUU Ipaduka IIPOBEPKH, YTBEPKIECHHOIO 3aBEAyHOLIUM
OubIMOTEKOIA.
5.2. BuemnaHoBas mpoBepKa IOKYMEHTOB OmOimoTedHoro ¢oHIa IPOU3BOOUICA B
00s13aTeNbHOM NOPSLIKE:
® IIpH BHISBJICHUH (aKTOB XHUIMEHHS, 37I0yIIOTPeOICHUS WK IIOPYIH JOKYMEHTOB;
® B CIy4ae CTUXHUHOTO OeICTBHS, NI0Xapa UIIH JPyruX Ype3BhlYafHEIX CUTyalluH,
BBI3BAHHBIX 3KCTPEMAIEHBIMU YCIOBHAMU;
e [IpH peopraHH3aIldM W JTUKBHAIAIKN 00pa30BaTeIbHON OpraHu3aluH.

5.3. Ilo uroram mpoBepkH 3aBenyromuii ONOIMOTEKOH COCTABNIAET aKT, IOANACHIBAET K XPAHUT
ero B bubnMoTEKE B TeUEHHE CPOKa, YCTAHOBIEHHOTO HOMEHKIATypo# el Ecnu xakue-To
JOKYMEHTHI OTCYTCTBYIOT II0 HEYCTAaHOBIEHHON NMpHYINHE, TO K aKTy NPHKIAAbIBACTCS HX
CIIACOK, B KOTOPOM (HKCHPYIOTCSI CBEEHHS O KOJIMUECTBE HOKYMEHTOB OHOIMOTEYHOTO
GboHIa B HaTUYMM W KOJMYECTBE OTCYTCTBYIOIIMX IOKYMEHTOB, B TOM dYHCIE IIO
HEeyCTaHOBIIEHHOMU NpHuMHe. B akTe Takxke yKa3pIBacTCsS HOMED W JaTa aKTa Ipensytyrei
IIPOBEPKH.

5.4. Bo BpeMs HpOBEpKH IOKYMEHTOB OuOIMoTedHOro (oHIa padOTHUKH OTCIIEKHBAIOT
HaJlM9pe OKCTPEMHUCTCKHUX MaTepHalioB, KOTOpPBIE BXOIAT B (eJepasbHBINA CIHCOK,
omy6nukoBaHHbIM MuHIocToM Poccru Ha cBoeM caitte. Ecnu 3aBepyromuit 6HOIHOTEKOH
Ha#JeT 3KCTPEMUCTCKMH MaTepHal, TO JODKSH OTPaHHYUTH K HEMY JOCTYI CO CTOPOHEI
[I0JIb30BaTENEN.

5.5. Ilpu BEIMBIEHHM B IIpollecce IPOBepKH (OHAA OTCYTCTBYIOIIUX MOKYMEHTOB H
HEBO3MOXHOCTHM YCTaHOBJIEHHSI BHHOBHBIX JIHIl YOBITKH II0 HeXOCTadaM CIIHCHIBAIOTCS B
COOTBETCTBHH C JEUCTBYIOIMUM 3aKOHOIATEIECTBOM.

6. Yopasaenue. [lITarn!
6.1.YnpaBneHne OHONIHOTEKOM OCYINECTBISETCS B COOTBETCTBHH C 3aKOHOAATEIHCTBOM
Poccutickot ®enepamnun, cyorekToB Poccuitckoit ®eneparmu u YceraBom OV,
6.2. O0mmee pyKOBOICTBO NEATENBHOCTHIO GHOIMOTEKH OCYINECTBIAET pyKoBoauTeNs OV,
6.3. PyxoBozacTBO OMONHOTEKOM OCYINECTBISET 3aBedyroImuil OGubmuoTekoi (OubnumoTekaps),
KOTOPBIH HECET OTBETCTBEHHOCTH B IIpeiefiaX CBOEH KOMIIeTEHIIMH Mepel] pyKOBOIUTEIEM
OV 3a opraHmsamuio W pe3yibTarhl AEITEIBHOCTH OHUOIHMOTEKHM B COOTBETCTBHH C
(GYHKIMOHANBHEIME ~ OOS3aHHOCTSIMH,  NIPEAYCMOTPEHHBIMH  KBATHGHKAIHOHHBIME
TpeOOBaHUAMH, TPYAOBHIM IOTOBOpoM H YcraBom OV.
6.4.3aBenyromuit O6ubnmorexoit (6uONHOTEeKaph) HaszHauaeTcss pykoBomureaeM OV, MoxeT
SIBIIITBCSL WIEHOM II€1aroTM9ecKOro KOJUIEKTHBa W BXOJHWTH B cocTaB Ilemarorugeckoro
oYv.
6.5.Meromudeckoe CONPOBOXIEHUE IEATETHHOCTH OMOMMOTEKH 00ECIedrnBacT CIEI[HATHACT
(MeTogucT) mo ydueOHBIM (OHIAM ¥ IDKONBHEIM OWONIHMOTEKaM OpraHa YIpaBJIeHHS
00pa3oBaHMEM, YUPEKICHHUS CHCTEMEI HEePEHOATOTOBKM U IMOBBIMMEHHS KBATU(DUKAIWH,
pPETHOHATIBFHOTO HHGOPMATMOHHOTO LIEHTpA.
6.6. 3aBemyrommii OumOmMOTeKoW  paspabaTbiBa€T W MPEJACTABISET  PYKOBOAUTEIIO
001me06pa3zoBaTEIFHOTO YIPEIKACHUS Ha YTBEPKICHUAE CIIEAYIOITHE TOKYMEHTHI:
® II0J0KeHHE 0 OMOIHOTEeKe, MpaBuIIa IOJIb30BaHUS OUOIIMOTEKOM];
® IIIaHOBO-OTYETHYIO JOKYMEHTAIHIO;
® TEXHOJIOTMYECKYIO JOKYMEHTALHIO.

6.7. PaboTHUKH 6HOIMOTEK MOTYT OCYINECTBISTH IIearOrMuecKyio NI TeIbHOCTD.




6.8. Coememenne OHOMMOTETHO-UHGOOPMAIMOHHON W  NENAroruyeckKod AesTeIbHOCTH
ocymecTeiseTcs paboTHUKOM OUOIMOTEKH TOIBKO Ha JOOPOBOJIBEHOH OCHOBE.

6.9. TpymoBeie oTHOIMEHHs pabOTHUKOB OHOMHOTEKH B 00ImeoOpa3oBaTENBHOIO YUpEXKACHUS
PETYJIHPYIOTCS TPYOOBEIM JOTOBOPOM, YCIIOBHS KOTOPOTO HE JOJDKHEI IPOTHBOPEYHTH
3aKoHoIaTenscTBY Poccuiickoit Menepanuu o Tpye.

6.10. IlpaBa u 06s3aHHOCTH Pa0OTHHKOB OHO/INOTEKH

6.10.1. PaboTHHKH 6HOIHOTEK HUMEIOT MPaBo:

®  CaMOCTOSTENEHO BHIOHpaTh POPMEL, CpeACTBa U METOBI OHOTHOTEYHO-HH(POPMATHUOHHOTO
obcimyxupaHUs 00pa30BaTEIBHOIO ¥ BOCIIUTATEIBHOIO IPOIIECCOB B COOTBETCTBHUH C
LeNIsIMH ¥ 3aJadaMu, ykaszauHeIMH B YcTase OV u [lomoxenuu o 6ubmuoTeke
001me00pa3oBaTENBHOTO YUPEKICHHUS;

® IPOBOJIUTH B YCTAHOBJIEHHOM TOpSIKe GaKyIbTaTUBHEIE 3aHATHS, YPOKU U KPYKKHA
6ubnuoreuno-6ubnanorpaduieckux 3HaHUH U HHPOPMAITHOHHOH KyIBTYPHI;

® OINpenensTh HCTOUHMUKH KOMILJIEKTOBAaHMS HHGOPMAIIMOHHEIX PECYPCOB;

® H3BIMaTh U PEaJM30BHIBATH JOKYMEHTHI U3 QOHIOB B COOTBETCTBHH C HHCTPYKIHUEH IO
yaety 6ubmuoreuHoro GoHa;

® OIIPEENATh B COOTBETCTBUH C IIPaBUIIAMHU TI0JIb30BaHUS OUOIHOTEKOH
061meo6pa3oBaTeNBEHOTO YUPEKACHHUS, YTBEPKICHHBIMEU pykoBoauTenaeM OY BUIBI U
pasMepbl KOMIIEHCallly yiep6a, HAaHECEHHOT'O MONIb30BaTENIMH OUOITHOTEKH;

® BHOCHTB IIpeIOKEHUS pyKoBoguTemo OV 10 cOBepINeHCTBOBAHHIO OILIATHI TPYAad, B TOM
gyciie HanbaBoK, JOIIAT U IPEMUPOBAHUS pabOTHUKOB OMOIHOTEKH 3a TOIOIHUTEIBHYIO
paboTy, He BXOISIMYIO B KPYT OCHOBHBIX 00S3aHHOCTEH pabOTHHKOB OGHOIHOTEKH; IO
KOMIICHCAIIMOHHEIM MEPOIIPUSITUAM, CBI3aHHEIM C BPEAHBIMH YCJIOBUSAMH TpyIa
(6bubnnoTeuHas MBLIb, IPEBHITIEHHE HOpMaTHBa paboTHl HA KOMIIBIOTEPE);

e y4acTBOBAaTh B ynpaBieHuu OY B nmopszke, onpenensiemoM YcrtasoM OV

® HMETh €XETOAHBIN OTIyCK 28 KalleHAapHBIX AHEH W JOIIOJIHUTEILHEIN OILTaTHBaEeMBIi
OTIIyCK B COOTBETCTBHH C KOJJIEKTUBHEIM JOTOBOPOM MeX Iy paOOTHHUKAMH U
pykoBoacTBOM OV UM HHBIMH JIOKIFHEIMH HOPMATHBHBIMH aKTaMu;

e OBITE IPEACTARICHHEIMU K Pa3IHUHBIM (OpMaM MOOIIPEHH S, HarpaIaM u 3HaKaM OTIHYHS,
IIpeTyCMOTPEHHBIM IJIs pabOTHUKOB 06pa3oBaHus U KYJIBTYPHI,

® y4acTBOBAaTh B COOTBETCTBHUU C 3aKOHOHaTenbcTBOM Poccuiickoit @eneparuu B pabote
OUOIMOTEYHEIX aCCOUMAIAN UK COIO30B.

6.10.2. PaboTHuKH OHOMHOTEK 06S3aHEL:

e 00ecneuuTs NOJIb30BATENSIM BO3MOXKHOCTE paboThHI ¢ HH(DOPMAI[HOHHEIME PeCypcaMu
OHONIHOTEKH;

e HHQOPMHUPOBATE MOJIB30BaTENEH 0 BHAAX IPEIOCTABIAEMEIX OHOIHOTEKOM YCIyT;

e (hopMHpOBaTh GOHIEI B COOTBETCTBHH C YTBEPKACHHEIMH (heiepaibHBIMH IIEPEeUHIMA
yueOHBIX U3NaHuH, 06pa3zoBaTenbHEIMU IporpaMmamu OY uHTepecaMu, TOTPeOHOCTIME U
3alpocaMt BCEX KaTErOpril II0IB30BATEINECH;

® COBEpIIEHCTBOBAaTh HHGOPMaAIMOHHO-OHUOIHOrpadmIecKoe u OUOIHOTETHOE 00CITY KHBAHHE
MIOJIB30BaTeNei;

e obecneunBaTh COXPaHHOCTD UCIIOIB30BAaHMS HOCHTENNEH HHPOpMAIIMH, HX CHCTEMATH3AIIHIO,
pa3MellieHle U XpaHeHHE,

e obecrednBaTh peXuM pabOTHI B COOTBETCTBHH C MOTPEOHOCTSIMH IIOJIB30BaTENeH H paboToH
oYy;

® OTYMTHIBATBCS B YCTAHOBJIIEHHOM IOpsIKe nepel pykopoauteneM OV; e noBeINaTh
KBTH(PUKAIHIO.

7. Ilpaba 1 00A3aHHOCTY NOJbL30BaTE/Nel OHO/IHOTEKH
7.1. Honr3oBaTenu OUOIHOTEKH UMEIOT IIPABO:



TIOJIYYAaTh ITOJIHYEO HHGOPMAITHIO O cocTaBe OUOIHOTeIHOTO GPoHAa, MHGOPMATHOHHBIX
pecypcax M NpeaoCTaBIsIeMbIX OUOIHMOTEKOH yemyTax;

MOJIB30BATHCS CIIPABOTHO-OHOMOTpadyiHecKuM armapaToM OUOIHOTEKH;

[IOJIy4aTh KOHCYJBTallHOHHYIO IIOMOINb B OUCKE U BEIOOPE HCTOYHUKOB UHGMOPMAITHH;
[I0JIy4aTh BO BpeMEHHOE ITOJIb30BaHKUe Ha aO0OHEMEHTE U B YUTAJIBEHOM 3ajI€ IeUaTHBIE
W3/IaHUs, ayTUOBU3YaIbHbIE JOKYMEHTHI U IpYTHEe UCTOYHUKH UHPOPMAIIHH;
IPOMJIEBATH CPOK HONB30BAHUS JOKYMEHTAMH;

HOJIydaTh KOHCYJIBTAIlMOHHYIO IOMOINE B pabote ¢ HH(popMaIiueii Ha HETpaAUuIIMOHHBIX
HOCHTEJISX TIPU NOJIB30BaHUH 3JIEKTPOHHBEIM U HHEIM 000pYIOBaHUEM;

y4acTBOBATh B MEPOIIPHITHAIX, IPOBOAUMBIX OHOIMOTEKOH.

7.2. Ilonp3oBareny OUOIUOTEKHA OOS3aHEL:

co0IMIoIaTh paBUIIa [T0JIb30BaHus OHOMHOTEKOH;

OepeXHO OTHOCUTHCS K IPOU3BEICHUSIM IIedaTy (He BHIPHIBAaTh, HE 3aTH0ATh CTPaHull, HE
JIeNaTh B KHUTaX IIOAYEPKUBAHMH, IOMETOK), HHBIM JOKYMEHTaM Ha Pa3IddHBIX HOCHUTEIAX,
000pyI0BaHUIO, HHBEHTApIO;

IIOJIEPKUBATH MOPSIOK PACCTAHOBKU JOKYMEHTOB B OTKPBITOM J0CTyNE OUOIHOTEKH,
pacIioNIoKEHHUs KapToUeK B KaTajlorax u KapToTeKax;

II0JIB30BaThCS IIEHHBIMU U CIPAaBOYHBIMU JOKYMEHTAMH TOJIBKO B IOMEINEHUH OMOIUOTEKH;
ybenuThes npu NOIy9eHHH JOKYMEHTOB B OTCYTCTBHH eEeKTOB, a Ipd OOHAPYKEHUH
IpoHHGOPMHUPOBATE 00 3TOM pabOTHHKA OMOIMOTEKH. OTBETCTBEHHOCTH 32 00OHAPY)KEHHEIE
Je(eKThl B cIaBaeMbIX JOKyMEHTaX HECET MOCIeIHUH TT0Ib30BATEh;

BO3BpalllaTh JOKYMEHTHI B ONOIMOTEKY B YCTaHOBJIEHHEIE CPOKH; 3aMEHSATh JOKYMEHTBI
OMONMOTEKH B CclIydae UX YTPaThl WK IIOPYM UM PaBHOIIEHHBIMHU, 1100 KOMIIEHCUPOBATh
ymepd B pazMepe, YCTAaHOBJICHHOM IIpaBHJIAMH ITOJIb30BaHUSI OHOIHOTEKOH;

IIOJIHOCTBIO PaccYUTaThCS ¢ OUOIHOTEKOH O HCTEUEHUH CpOKa 00YUeHHS UK paboThI B
00meo6pa3oBaTeNbHOM YUIPEXKICHUH.

8. Ilopsinok mosib30BaHuA OMGIHOTEKOI:

3anuchk obyuatomuxcs OY B 6MOIMOTEKY NPOU3BOIUTCS O CIIMCOTHOMY COCTaBY Kilacca B
HHIUBUYaJIbHOM MOpPSAKE, IeJaTOTUUECKUX U UHBIX paboTHUKOB OV, ponuteneil (MHBIX
3aKOHHBIX PECTaBUTENEH) 00ydaloIuXcs — MO MACHOpTY;

HepeperucTpanus noyib3osarencii ONOINOTEKN IPOU3BOIUTCS €KErOTHO; ® JOKYMEHTOM,
IIOATBEPAKAAIOIUM MPaBO NONIL30BaHUs OuOMoTeKOH, saBnsiercs E-kapra mkonsauKa OY
Ne 14. KauroBreigaua npoU3BOUTCS B 3JIEKTPOHHOM BH/IE.

9. Ilopsinok mosib30BaHNA A60HEMEHTOM:

IIOJIB30BATENId UMEIOT MPaBo MOJIYUIUTh Ha IOM U3 MHOTOTOMHBIX HU3/1aHUl He Ooliee IBYX
JIOKYMEHTOB OJTHOBPEMEHHO;

MaKCHUMaJIbHBIE CPOKH ITOJIb30BAHUS JOKYMEHTAMHU:

- y9eOHUKH, yaeOHBIe T0COOUS - YueOHBIH rOI;

- Hay49HO-IONyJISIpHAs, [I03HaBaTeNbHAs, XYA0KECTBEHHAS IUTEepaTypa -1 MecsI;

- IEpHOTUYIECKHE U3AaHHUSI, U3IaHUS HOBLINEHHOTO cripoca -15 nuei;

- IOJIb30BATENHN MOTYT IIPOJUIUTE CPOK MOJIB30BAHUS JOKYMEHTAMU, €CIIU Ha HAX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYTUX MOJIb30BaTeNeH.

10. HOpﬂHOK M0Jb30BAaHHUA YHUTAJbHBIM 3AJ10M:

JOKYMCHTEI, NTPpEAHAa3HAYCHHBIC TJIA pa6OTBI B TUTAJILHOM 3aJI€, Ha JOM HE BELIAIOTCA,
SHIUKIIONENNWN, CIPABOYHHUKH, PEAKHUEC, IICHHBIC U UMCIOIMUECA B €ANHCTBEHHOM
IK3EMIIIIIPE NOKYMEHTEI BBIAAIOTCA TOJIBKO IJISA pa6OTBI B UUTAJIBHOM 3ajic.

11. Ilopsinok padoThI ¢ KOMNBLIOTEPOM, PACHOJI0KEHHBIM B OHOIHOTEKE:



paboTa ¢ KOMIIBIOTEPOM yJaCTHHKOB 00pa3oBaTeNbHOTO TIPoIlecca IPOU3BOIUTCS IO
rpaduKy, yTBEpXIEHHOMY PYKOBOAUTENEM YUPEXKICHHUS U B TPHCYTCTBHH COTPYAHHKA
OuOIHOTEKH;

paspemaeTcsa pabdoTa 3a OTHMM IEepCOHATEHBIM KOMIIBIOTEPOM He 0oJee IBYX JesIoBEK
OZIHOBPEMEHHO;

TIOJIL30BATENb HMEET IIPAaBO paboTaTk ¢ HETPAAUIIHOHHEIM HOCHTENIEM HHAOPMAITHH TIOCIIE
IIPEABAPUTEIBLHOIO TECTUPOBAHUS €T0 pabOTHHKOM OHOIHOTEKH,

IO BCEM BOIIpOcaM Iorcka nHpopmanuu B HTepHETE OIB30BaTENb JOKEH 00paImarhes K
paboTHHKY OHOIHOTEKH; 3ampemaercs obpameHnue K pecypcaM MHTepHeTa,
IIpEIOoNaralomuM OTIaTY;

paboTa ¢ KOMIIBIOTEPOM TIPOU3BOIUTCS COTIACHO YTBEPXKIEHHBIM CAHHTAPHO-
TUTHEHHYECKHM TPeOOBaHHIM.
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