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MN.®. AEPYHOBA"

IHoJs10:xeHne 0 OudIHOTEKE
1. O01mue MoJ10KeHUSA

1.1. Hacrosiee monoxeHne perJaMeHTHpPYeT AesITelbHOCTh Oubmmoreku MOY COII
«ObpazoBarenbHbil KoMIUieke uMeHn [1.D. JlepyHoBay (naee — oOpazoBareabHas OpraHU3aIus).

1.2. Hacrosmee nonoxeHue pazpadbotaHo B cooTBeTcTBUU ¢ DegepanbHbIM 3aKOHOM OT
29.12.2012 Ne 273-@3 «O6 obpazoBanuu B Poccuiickoii @enepanuny, npukazoM MUHKYIBTYPHI
Poccun ot 08.10.2012 Ne 1077 «O6 yrBepxkaenuu Ilopsaka yuera TOKyMEHTOB, BXOASIIUX B
cocraB OmbmmoreyHoro GoHga» ¢ yderom nucbMa MunoOpa3oBanus Poccun ot 23.03.2004 Ne
14-51-70/13 «O IIpumepHOM MOJIOKCHHH O OUOIMOTEKE 00IIC00Pa30BaATEIHHOTO YUPEHKIACHUSY,
Meroanueckux pexkomernannit ®I'bHY «HIIb um. K. JI. Ymuuckoro» ot 31.05.2017.

1.3. bubnmoreka co3maHa B HEMsIX OOECIEUCHHsI MpaBa YYaCTHUKOB 00pa30oBaTEIILHOMN
JIeATEeILHOCTH Ha O€CIIaTHOE MOJb30BaHHe OUOIHMOTEYHO-MH(OPMAIIMOHHBIMU PECYPCAMU.

1.4. TlopsnoOK MONB30BaHKS WCTOYHUKAMH WH(OPMAIUH, ITEPEUYCHbh OCHOBHBIX YCIYT H
YCIIOBHS UX MPEIOCTABICHUS OMPECIISIOTCS HACTOSAIINM ITOJIOKEHHEM 0 OHOIHOTEKe.

1.5. Opranuzauusa oOCIyXUBaHUS  YYaCTHMKOB  0Opa3oBaTENbHOIO  IIpolecca
MPOU3BOJUTCS B COOTBETCTBUM C MPAaBHJIAMHU TEXHUKH O€30MACHOCTH M MPOTHUBONOKAPHBIMHU,
CaHUTAPHO-TUTHEHUYECKUMU TPEOOBAHUSIMH.

2. Henn, 3anauu, pyHKuuu 6m0JIM0TEKH

2.1. Ilemm OWOMMOTEKW COOTBETCTBYIOT WEISM O0Opa30BaTebHONW OpraHU3alUd U
BKIIIOUAIOT B ce0s B TOM ymciie: GopMUPOBaHUE OOMICH KyIbTYphl IMYHOCTH OO0y4aromuxcs Ha
OCHOBE YCBOEHUS 0053aTeIHbHOI0 MUHUMYMa COJIEp>KaHus 00IIe00pa30BaTENbHBIX MTPOTPaMM, HX
aJlanTanus K )KU3HU B 00IIECTBE, CO3/1aHUe OCHOBBI I OCO3HAHHOTO BBIOOpA U MOCIEAYIOIETO
OCBOEHUS MPOo(decCHOHANBHBIX 00pa30BaTeNbHBIX MPOrpaMM, BOCIIUTAHUE TPAKIAHCTBEHHOCTH,
TPYAOTMIOOUS, YBaXKEHUs K TMpaBaM M CBOOOJAM 4YeIOBEKa, JIOOBH K OKpYKalolled MpUpoje,
Ponune, cembe, popmupoBaHue 310poBOro o0pasza KU3HH.

2.2. 3agauamu OUOIMOTEKH 00pa30BaTENbHON OPraHU3alluU SBISIOTCS:

e oOecreuyeHre y4YaCTHHUKOB 00pa30BaTeIbHOTO IMpoliecca JOCTYNMOM K HH(OpMAINH,
3HaHMUSIM, HAESIM, KYyIbTYpHBIM IIEHHOCTSIM TIOCPEICTBOM HCIOJB30BaHUSA OUOIMOTEUHO-
WH(OPMAILIMOHHBIX PECYPCOB 00pa30BaTEIbLHON OpraHU3aIlNH;

e TmpuBJICYEHHE  OOy4arolmmxcs K  CHUCTeMAaTHUYECKOMY  YTCHHIO  y4eOHOH,
XyJI0’KECTBEHHOH, HAyYHO-TIOITYJISIPHON JIUTEPATYPBI;

® COJICHCTBUE Pa3BUTHUIO MTO3HABATELHBIX HHTEPECOB U CIIOCOOHOCTEH 00yUaroNIXCs;

e oOyueHue ocHOBaM OMOIMOTEYHO-OMOIHOrpadUIecKoil rpaMOTHOCTH;

® COJCHCTBHE TMEJaroTHYEeCKUM pabOTHHKAM B IOAOOpPE HAayYHO-METOIHMYECKON
JIUTEepaTyphl, ”HHOPMUPOBAHKE O HOBBIX MOCTYIUICHUSX B OMOIMOTEUHBIH (HOHT;

® COBEpIICHCTBOBAHHE IPEIOCTABISIEMbIX OMOIMOTEKOW YCIyr Ha OCHOBE BHEIPEHUS
HOBBIX HMH(OPMAIIMOHHBIX TEXHOJOTUNA W KOMIBIOTEpU3AINHA OMOITNOTEYHO-UH(OPMAIIMOHHBIX
nporeccoB, opmupoBaHre KOMPpOPTHON OUOTHOTEUHOI Cpebl.

2.3. bubnuoTreka BBIMOTHSET CHAENYIOIINE () YHKITHH:

2.3.1. ®opmupyer hoHm OHMOTHOTEUHO-WH(POPMAIIMOHHBIX PECYPCOB 00pa3oBaTEIHLHON
OpraHu3aIuu:



® KOMIUIGKTYeT OCHOBHOH ()OHJ y4eOHBIMH, XYHO0KECTBEHHBIMH, HAYYHBIMH,
CTIPaBOYHBIMHU, MTEJATOTHIECKUMHU U HAYIHO-TIONYJISIPHBIMUA JOKYMECHTaMH,

® y4acTBYeT B KOMIUICKTOBAaHHH CHEIHAIM3UPOBAHHOTO (hoHMA ydeOHMKAMH W3 YHCIa
BXOJSIIUX B (enepanbHblii IMEepeYeHb YYEeOHHMKOB, JONYIICHHBIX K HCIOIB30BaHUIO TIPU
peanu3alii  WMEIOIIUX TOCYIapCTBEHHYIO aKKpEAHMTAlMI0 00pa30oBaTelIbHBIX IPOrpamMM
Ha4aJIbHOTO OOIIEro, OCHOBHOTO OOIIEro, CpeaHero ooOmero o0pa3oBaHUs, U Y4eOHBIMU
OCOOUSIMU, JTOMYIIEHHBIMH K WCIOJIB30BaHUIO TIPU Peau3allii YKa3aHHBIX 00pa30BaTEbHBIX
nporpamw;

® aKKymynupyer (hOHJI JAOKYMEHTOB, CO3/1aBa€MBIX B 00pa30BaTEIbHON OpraHU3aluu
(myOnmukanuii 1 paboT MmeaaroroB 00pa3oBaTeIbHONW OpPraHHU3AINH, JIYUIIUX HAYYHBIX paboT H
pedeparoB yyammxcs 1 JIp.);

® OCYIIECTBIISIET pa3MeEIICHUE, OPTaHU3aLHUI0 U COXPAaHHOCTh IOKYMEHTOB;

® OpPTraHM3YeT U BEJET CIIPaBOYHO-OMOIHorpadnuecKuii anmnapar: KaTanoru (aahaBUTHBIN,
CHCTEMATHUYECKHI ), KAPTOTEKH (CUCTEMATUYECKYIO KAPTOTEKY CTaTeH, TEeMAaTUYECKHE KapTOTEKN ),
AJIEKTPOHHBIN KaTaJoT, 0a3bl JAHHBIX 110 MPO(UII0 00pa30BaTEIbHON OpraHU3aIlny.

2.3.2. Ocymectiger  auddepeHurnpoBaHHOE OMOIMOTEYHO-UH(POPMAITHOHHOE
o0cyXKUBaHUE 00yYaIOITNXCSA:

® [IpeI0CTaBIsIeT HHPOPMAIIMOHHBIE PECYPCHI HA PA3TIMYHBIX HOCUTEIISX;

e opraHumszyer OOy4YeHHE HaBBIKAM HE3aBHCHUMOTIO OWOIMOTEYHOTO IMOJB30BATES U
noTpeOuTenss HHPOPMALUH, COACHCTBYET MHTErPAllii KOMIUIEKCAa 3HAHUI, YMEHUH W HAaBBIKOB
paboTHI C KHUTOW U HH(pOpMaIIHeH;

® OKa3bIBaCT MH(OPMAIMOHHYIO MTOJJCPKKY B PEIICHUH 33/1a4, BOSHUKAIOIIUX B ITPOIEcce
yueOHOI, caM000pa30BaTEIBFHON U IOCYTOBOH JIEATEILHOCTH 00yUJaIONTXCS;

® OpraHM3yeT MacCOBBIC MEPONPHUSATHS, OPUCHTUPOBAHHBIC HA pa3BUTHE OOWICH U
YUTATENbCKOM KYJIbTYpBI TMYHOCTH;

® COZICHCTBYET IeIarOTMYeCKUM pabOTHUKAM B OpraHU3alui 00pa30BaTEeIHHOTO MpoIecca
U JIocyra 00y4aromuxcs.

2.3.3. OcymectBiger  auddepeHpoBaHHOe  OMOIMOTEYHO-UH(OPMAIIHIOHHOE
00CTyKMBaHUE MEIarorn4eckuX pabOTHUKOB:

® BBISIBIISIET MHPOPMAIMOHHBIE TIOTPEOHOCTH W YJOBJIETBOPSIET 3aIPOCHI, CBS3aHHBIC C
o0y4eHHreM, BOCIUTAHUEM O0YUaIOIINXCS;

e cojeiictByer mpodecCHOHaNbHON  KOMIETEHIMM  IeJaroroB,  MOBBIIICHUIO
KBaJTM(PUKAIINHN, TIPOBEICHHUIO aTTECTAIHH;

® OCYIIECTBISIET TeKyllee HWHGopMHpoBaHUE (IHM HHGPOpMAaUU, O030pbHI HOBBIX
HOCTYIUIEHUH U MyOnuKanuil);

® CrIocoOCTBYET MPOBEJCHHUIO 3aHATHIH 10 (POPMHUPOBAHUIO HHOOPMAITHOHHON KYJIBTYPHI
oOyJaromuxcsi, sBIseTCsl 0a30d JUIs TPOBENCHHS TPAKTHYECKUX 3aHATHH 10 padore ¢
WH()OPMAITMOHHBIMH PECYpCaMH.

2.34. OcymectBisger  auddepeHurpoBaHHOEe  OMOJINOTEUHO-MHPOPMAIIMOHHOE
oOcITy’)KuBaHUe poJuTesel (3aKOHHBIX IpeACTaBUTeNeH ) 00yyaromuxcs:

® YJIOBJIETBOPSIET 3alpOChl MOJIb30BaTeNe U MHPOPMUPYET O HOBBIX MOCTYIJICHUAX B
OMOTNOTEKY;

e KOHCYJIbTHpPYET IO BOIIpOCAM OpraHM3alMM CEMEHHOrO0 4YTEHUs, 3HAKOMUT C
uH(opMalrei o BOCIUTAHUIO JeTeH;
® KOHCYJIBTUPYET 10 BOMPOCcaM y4eOHBIX M3IaHUH A1 00ydaromumXxcs.



3. Opranusanus AessTeJJbHOCTH OMOJINOTEeKH

3.1. OGmee pyKOBOJACTBO ACSTEIBHOCTbIO OMOIMOTEKH OCYILECTBIISET PYKOBOAUTEINb
00pa30BaTeIbHON OpraHu3alnu.

3.2. HenmocpencTBEeHHOE PYKOBOJACTBO OHOTMOTEKOW OCYIIECTBISECT — 3aBEAYIOIIUN
OMOIMOTEKOMH, KOTOPBIN Ha3HAYACTCSI PYKOBOIUTEIEM 00pa30BaTEIbHON OpraHU3aIlHH.

3.3. 3aBenyromuuii 6MOINOTEKOI HECET OTBETCTBEHHOCTH B Mpeeax CBOCH KOMIIETCHIINN
3a OpraHu3allIo U PEe3yIbTATHI ICATEIHHOCTH OMOIHOTEKH.

3.4. B coctaB OMOIMOTEKU BXOIUT:

® A00OHEMEHT;

e UNTAIbHBIN 341

® 0T/ Y4eOHUKOB;

e ot11e1 nHpoOpMaMOHHO-O0uOIMOTpaduuecKoi paboTHI;

e (GOHI M CHENHATM3UPOBAHHBIA 3a1 PAaOOTHl ¢ MYIbTUMEIUWHBIMH U CETEBBIMHU
JIOKYMEHTaMU;

® MeIUaTeKa.

3.5. bubnuoreuno-uHPpoOpMaIIMOHHOE 0OCTYKUBAHUE OCYLIECTBIISAETCS B COOTBETCTBUU C
1aHaMu PaboThl OMOIMOTEKH M PeKUMOM PabOThl 00pa30BaTEIIbHOM OpPraHU3aIUH.

3.6. bubnmuorexka BmpaBe MNPENOCTABIATH ILIATHBIE OMOIMOTEUYHO-UH(DOPMAIMOHHBIC
YCIIyTH, IEpeYeHb KOTOPBIX OMPEIENISIeTCS YCTaBOM 00pa30BaTeIbHOM OpraHu3aluu.

3.7. Pexxum paboThl OMOTMOTEKH OIpenesieTcs 3aBeAYIOUUM OUOIHOTEKON C y4eToM
pexuMa paboThl oOpaszoBareinbHOW opraHuzaiuu. OJWH pa3 B MeCAIl IMPEayCMaTpUBACTCS
CaHUTAPHBIN JICHB, B KOTOPBII 00CITY>)KHBaHUE TIOJIb30BATENICH HE TPOU3BOTUTCS.

4. Yder nocTynjieHus ¥ BbIOBITHS IOKYMEHTOB 0u0/1M0Te4HOro hoHa

4.1. Ilpuem 1OKyMEHTOB B (OoH]T OMOIMOTEKH BKIIIOUAET CIEAYIOUINE ONepaIln:

® CBEpKa IMOCTYIUICHHW C TEPBUYHBIM YYETHBIM JIOKYMEHTOM (HAKJIagHAs, aKT),
BKJIIOUYAIOILIUM CIIMUCOK MOCTYMHUBIINX JOKYMEHTOB;

® COCTaBJCHHWE [EPBUYHOIO YYETHOTO JIOKYMEHTa JUIi TOCTYIUICHWH  0e3
CONPOBOJUTENBHON TOKYMEHTAIINH;

e perucTpanys MOCTYNUBIIUX TOKYMEHTOB B PErHCTpaX CYMMapHOTO, TPYIIOBOIO U
unauBuayansHoro yuera (I'OCT  7.0.93-2015 «bubnuoreunsiit  ¢oua. TexHonorus
bopMUpOBaHUSY).

4.2. Tlpu TOMONHEHUH OCHOBHOTO OuMOIHOTEYHOro (hoHAA HEOOXOAMMO COOIIOAATH
TpeboBanust DenepambHoro 3akoHa or 25.07.2002 No 114-®3 «O mnpoTHBOACHCTBUHI
IKCTPEMHUCTCKON JCSITeTbHOCTH». J|OKYMEHTHI, BKJIFOUEHHBIE B IEPEYCHb IKCTPEMHCTCKHUX
MaTepHaIoB, IPHOOPETATh 3aMPEIICHO, TTPH BBISIBICHUHU HX B (DOHJIC — H3BIMATh U3 JOCTYIIA.

4.3. Yuer u 00paboTKa TOKyMEHTOB OMOIMOTEYHOTO (POHA.

431 VYder u o00paboTka JOKYMEHTOB OCHOBHOTO (OHAA OCYIICCTBIISICTCS
WHAUBUIYATLHBIM crocoO0oM. CBEIEeHUs O MOCTYNMUBIIMX TEYATHBIX JOKYMEHTAX BHOCATCS B
«KHury cyMmmapHoro ydera JOKYMEHTOB OCHOBHOTO (oHma». llocTymuBmIMM JOKyMEHTaM
MIPUCBANBAIOT WHANBUAYAIBHBIN PETUCTPALIMOHHBIA HOMED (MHBEHTAPHBIA HOMED WITM UHOM 3HAK,
NOPUHITHI B KadecTBE PETHUCTPAIMOHHOTO HOMEpPA, CHUCTEMHBIM HOMEp Ui DJIEKTPOHHBIX
JIOKYMEHTOB) U MH(p XpaHeHUsl. PerucrpanronHsie HoMepa U mudpsl OTMEYAIOT B PErucTpax
WHAVBUAYAILHOTO yueTa JOKYMEHTOB — MHBEHTAPHOW KHUTE, KapTOTEKE PErHCTpaIluu Ta3erT,
JKYpHAJIOB, Y4YeTHOH Oa3e naHHBIX. Bce IK3eMIIAphl TMPUHATHIX W3JAHUM I[ITEMITETIOIOTCS.
[lItemnens ¢ HAUMEHOBAaHUEM OOpA30BATEILHON OpPTraHU3AIMU JOKEH OBITh MPSMOYTOIBHON



dbopmMel, pazmMepoM He Oombire ueM 1,54 cm. llltemmens cTaBUTCSI HA 000POTE TUTYIBHOTO JIUCTA
(Tpu OTCYTCTBUHM TUTYJIBHOTO JINICTAa — HA TIEPBOM CTpaHMIIC TEKCTa IO 3arjaBueM), Ha 17-i
CTpaHHULIE TOJ TEKCTOM B JIEBOM HIDKHEM YINIy U Ha 000poTe KaXJIoro mnpuioxkenus. Ha
Opolopax U KypHajlaX IITEMIIEIb CTaBUTCS TOJBKO Ha OOJOXKE WM Ha MEpBOM CTpaHHUILIE
tekcta. CocraB ocHOBHOro (onaa ¢ukcupyercs B KapTO4HOM aindaBUTHOM Karajore, B
AJICKTPOHHOM 0a3e TaHHBIX OUOIMOTEKH.

4.3.2. Yaer u o6paboTka crnernuanu3upoBaHHoro ¢onaa. Crenuaau3upoBaHHBIN (HOH/T
YUUTBIBACTCS M XPAHUTCSA OTAEIBHO OT OCHOBHOTO OMOIMOTEdHOro (oHIa. YUeT JOKYMEHTOB
CHEeUMATU3UPOBAHHOTO (OHJIA, KAK MHOTOIK3EMIUIIPHOW JIMTEPaTyphl, OCYHIECTBISETCS
TPYNIIOBBIM CIIOCOOOM M oTpaxaercsi B «KHure cymmapHoro ydera ydyeOHOro ¢oHIa» U B
KapTOTeKe  PErHCTPAllMOHHBIX  KapToueKk. Ha  Kaxmoe HanMMEHOBaHHME JIOKYMEHTOB
CHeUMATU3UPOBaHHOrO0 (OHJA 3aBOAUTCS OTAENbHAs YydeTHas Kaprouka. Kaprtouku ¢
OoubmmorpaguuecKuM ONMMCAHNEM M31aHUN YIeOHHMKOB PAaCCTABIISIOTCS B YUETHYIO KAPTOTEKY 110
KJlaccam, a BHYTPH KJIaccoB — 10 ayihaBUTy (paMUIIMA aBTOPOB MJIM 3arjaBuil. J{is KOHTpoms 3a
COXPaHHOCTBIO YYETHBIX KapTOYEK OHHM PETHUCTPHPYIOTCA B «OKypHaje perucTpaiyiv y4eTHBIX
KapTouek y4deOHHMKOB». TexHuueckas oOpabOTKa JOKYMEHTOB IpeaycMaTpUBaeT CIEAYIOIIUe
OTIepaluu:

® [POCTABICHHE HA KAXKIOM JOKyMEHTE IITEeMIeNsi OMOIMOTEKH B COOTBETCTBHUH C
yHKTOM 4.3.1 HACTOAIIETO MOJIOKEHNUS,

® YCTaHOBJICHHE CPEACTB 3aIUTHI OT yTPaThl (MATHUTHBIA TaTYUK, PAUO-UUIl, UHOU BUJ
MapKHPOBKH);

® U3rOTOBJICHHE M MPUKPEIUICHHE K JOKYMEHTY macropra yuyeOnuka. [lacopt yueOHmMKa
MPUKJICUBAETCS HA MOCJEIHEeN cTpaHuIle yueOHUKa. 3aroHIeTCsa IPH BbAaue YUTATEN0. YUeT
CHenuanu3upoBaHHoro (GoHAa MpeaycMaTpUBaeT OTPaXEHHE €ero cocTaBa B CIPAaBOYHO-
oubmorpaduieckom anmapare OMOJIMOTEKH, B TOM YKCIIC B 3JIEKTPOHHOM 0a3e TaHHBIX.

4.4. BriObITHE TOKYMEHTOB OMOIMOTEYHOrO (hOHIA.

4.4.1. IlpuuuHbl, TO KOTOPHIM JOKYMEHT MOXET ObITh BBIBEJEH U3 COCTaBa
6ubnmuoreyHoro (oHzaa, BKIIOYAIOT B TOM YHCIE BETXOCThb, A€()EKTHOCTh, yCTapeiaocTh MO
coJepkaHuto, yrpary. MckiroueHue AOKyMEeHTa W3 OuOIMoTeyHoro (oHaa MPOBOIUTCS Ha
OCHOBAHMH aHaJIM3a cOCTaBa OMOINOTEYHOTO (POHAA U PE3yJIbTAaTOB €0 MPOBEPKH.

4.4.2. Tlog BETXOCTHIO JOKYMEHTA IMOHMMAIOT PE3ybTaT €CTECTBEHHOIO CTAPEHMS HIIU
($u3NYECKOro U3HOCA JJOKYMEHTA.

4.4.3. Tlog nedeKTHOCTHIO JOKYMEHTA IMOHMMAIOT YaCTHYHYIO WIIM TIOJHYIO YTpaTy
AKCIUTYaTaI[MOHHBIX KAa4eCTB JJOKYMEHTA B pE3yJIbTaTe BHEIIHETO BO3/ICHCTBHSI.

4.4.4. Tlox ycTapenocTbio MO COJIEPKaHUIO0 TTOHUMAIOT MOTEPI0 aKTyaJbHOCTU TEMATUKH,
MOJITBEPIKIAEMYIO OTCYTCTBHEM  CIIpOCa  YHWTaTeJIei, HEBOCTPEOOBAHHOCTHIO B
nepepacnpeeNieHIH U peaTn3ainy.

4.4.5. Tlox yrparoii JOKyMEHTa MOHMMAIOT €ro OTCYTCTBUE B (poHIE OMOIMOTEKH IO
NPUYMHAM TTOTEPH, XUIICHUS, OCICTBUA CTUXHIHOTO, TEXHOT€HHOTO (B TOM YHCJIE XaKepCKOU
aTaKy ¥ HEBOCCTAHOBUMOTO cOOSI 3JIEKTPOHHOT'0 000PY/10BaHNUs) MIIM COLTUATIBHOTO XapaKTepa, 1o
HEYCTaHOBJIEHHOW MPUYMHE.

4.4.6. Tlporecc MCKIIOUEHUS JTOKYMEHTOB U3 (oHJIAa OMOTMOTEKM OCYILIECTBISETCS B
cooTrBeTcTBUM C llopsiikomM ydera JOKYMEHTOB, BXOSIIMX B COCTaB OMOIMOTEHHOro (oHAa,
YTBEPXKACHHBIM NpuKka3zoM MuHkynbTypbl Poccun ot 08.10.2012 Ne 1077.

4.4.7. BpiObITHE NTOKYMEHTOB OMOIMOTEYHOTrO (OHIA MPOU3BOIUTCS B PE3yiabTaTe UX
CIHMCaHUS KOMMCCHEH, CO3/laHHOW pyKoBOAMTEIEeM oOpa3oBarenbHOM opranuzauuu. 4.4.8.
YTunuzanus CliMcaHHbIX JOKYMEHTOB OMOIMOTedHOro (hoHa MPOU3BOIUTCS B COOTBETCTBUH C
3aKoHo1aTesbeTBOM Poccniickoit denepanum.
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