MYHUIIUITAJTBHOE OBIHIEOBPA3OBATEJIbHOE YUPEKJIEHUE
OCHOBHAS OBHIEOBPA3OBATEJIBHAS HIKOJIA Nel5
155903, POCCH A, MBanoBckas obnacts, r. lys, TpakT BacunseBckuid, 1.26.
Tenedon: (49351) 4-23-40, (49351)4-25-83, E-mail: shkoolal5@mail.ru

COITTACOBAHO
IIE€Aarorutdy€CKuM COBETOM
MOY OOL Nel5
(npotokon ot 10.01.2023 . Ne 3)

IToJo:xeHue o OMOIMOTEKE
1. O01mue MoJ10KeHU A

1.1. Hacrosiee mojoxeHHE periaMeHTHpyeT nesTenbHocTh O0ubnauorekn MOY OOII Nel5
(nanee — oOpa3oBarebHAast OPraHU3aLINA).
1.2. Hacrosuiee mnonoxeHue pa3paboTaHO B COOTBETCTBUM C DelepaibHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit @enepanun», IpukazoM MUHKYIBTYpPbI
ot 08.10.2012 Ne 1077 «O06 yrBepxknenuu llopsiaka ydera JOKYMEHTOB, BXOISAIIUX B COCTaB
6ubimorednoro GoHaa» ¢ yderoMm nucbMa MunoOpaszosanust ot 23.03.2004 Ne 14-51-70/13 «O
[TpumepHOM mONIOKEHUHU O OHONIHOTEKE 00111€00Pa30BaTENBHOIO YUPEXKICHHUSY», MeETOAUYECKUX
pEKOMEH 1Al OI'bHY «HIIb WM. K. YIIHHCKOTO» oT
31.05.2017, pexomennauuit MuHkyasTypsl oT 12.09.2017 no pabote 6MOIMOTEK € JOKYMEHTaMH,
BKJIIOYEHHBIMU B ()e/IepasIbHbIN CIIUCOK AKCTPEMUCTCKUX MarepHasioB.
1.3. bubnuoteka sBIs€TCAs CTPYKTYpHBIM MOJpa3/ieieHueM o0pa30BaTeIbHON OpraHu3alluy,
CO3/IaHHBIM B LENIX oOecleyeHus NpaBa YYaCTHUKOB OOpa30BaTENbHOrO IIpolecca Ha
OecIuIaTHOE MOJIb30BaHUE OMOINOTEYHO-NH(OPMALIMOHHBIMU PECYpCaMH.
1.4. Tlopsinok moab30BaHKsI UCTOYHUKAMU MH(POPMALIUU, IEPEYEHb OCHOBHBIX YCIYT U YCJIOBHS
UX TIPEJOCTABICHUS OIPENENAIOTCA HACTOSIIMM TIOJIOKEHHEM O OuOIMoTeKe M IpaBUIaMU
M0JIb30BaHUs OUOINOTEKOM, YTBEPKAEHHBIMU PYKOBOIUTENIEM 00pa30BaTeIbHOW OpraHu3aliHy.
1.5. Opranu3zanus o0CITy>KUBaHHsS y4aCTHUKOB OOpa30BaTENILHOTO Ipolecca MPOU3BOAUTCS B
COOTBETCTBUM C IIpaBUJIaMU TEXHUKH O€30IMaCHOCTH U MPOTUBONOXKAPHBIMHM, CAHUTApHO-
TUTUEHUYECKUMH TPeOOBAHUSMHU.
2. Henn, 3axa4u, pyHKIUM OUOIHOTEKH
2.1. llenu OMOAMOTEKH COOTBETCTBYIOT LEJIIM OOpa30BaTEIbHOM OpraHM3allMi W BKIIOYAIOT B
cebs B TOM uwucie: GopMHpoBaHHE OOIIEH KyJIbTypbl JMYHOCTH OOYYarOIIMXCS Ha OCHOBE
YCBOEHUS COJEPKAHUSI OCHOBHBIX 00IIe00pa30BaTeNbHBIX MPOrpaMM, UX aJaNnTalus K )KU3HU B
oOmiecTBe, CO3JaHUE OCHOBBI JUIsi OCO3HAHHOTO BBIOOpPAa M TOCJEIYIOIIETO OCBOCHHS
npodecCUOHANBHBIX ~ 00pa30BaTeNbHBIX  MPOrpaMM,  BOCIUTaHME  TI'PaXJTaHCTBEHHOCTH,
TPpyHOJO0Ous, yBaXEHHUS K MpaBaM M cBOOOIaM 4eJoBeKa, JIOOBU K OKpYXKarolled Hpupoe,
Ponune, cembe, popMupoBaHue 370pOBOro 00pasa KU3HH.
2.2. 3amagamu OuOIMOTEKN 00pa30BaTEIbHON OpTraHU3aIiH SBJISIOTCS
e olecrieueHHe  ydacTHMKaM  0Opa3oBaTelbHOrO  Tpolecca —  OOydarommMmcH,
MeAarorn4eckuM  pabOTHHUKaM,  POAMUTENSIM  (3aKOHHBIM  MPEJICTABUTEINSIM)
oOydaroluxcs (J1ajee — MmoJib30BareisiM) — JOCTyNa K WH(POPMALMK, 3HAHUSM, HJIEsIM,
KYJIBTYPHBIM [EHHOCTSIM MOCPEICTBOM WCIIOJIb30BaHUS 6ubIMOTEUHO-
MH(OPMALIMOHHBIX PECYypCcOB 00pa30oBaTeIbHOM OpraHu3aluy;
e BOCHHUTAHHE KYIBTYPHOTO M TPaKIAHCKOTO CaMOCO3HaHUs, IOMOILb B COLMAIU3ALUU
o0ydaromierocs, pa3BUTUU €r0 TBOPYECKOTO MOTEHIINANIA;
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e TIpHUBJICYECHHE 00YYAIOINXCS K CUCTEMAaTHYECKOMY YTCHHIO YUeOHOH, Xy10)KeCTBEHHOM,
HAYYHO-TIOMYJISIPHOU JINTEPATYPHI,

e COJIEICTBHE PAa3BUTHUIO IO3HABATEIHHBIX HHTEPECOB U CIIOCOOHOCTEH 00yUaromuxcs;

e (QopMUpOBaHHE HABBIKOB HE3aBHCUMOTO OHOIMOTEYHOTO TIOJIb30Bareisi, OOy4YeHHE
MTOKCKY, OTOOPY ¥ KPUTHUYECKOU OIICHKEe HH(POpPMAIINH;

e COICHCTBHE TENarOrMYeCKMM paOOTHHKaM B  MOI0OPE HAyYHO-METOIMYECKON
TUTEPaTyphl, HHPOPMHUPOBAHUE O HOBBIX MOCTYIUICHHUSIX B OMOIHOTEUHBINH (HOHT,

e COBCPIICHCTBOBAaHUE TPEIOCTABISEMBIX OUOIMOTEKOH YCIyr Ha OCHOBE BHEIPCHUS
HOBBIX HWH(POPMALMOHHBIX TEXHOJOTUH ¥  KOMIIBIOTEpU3AUN  OMOIMOTEYHO-
HH(pOPMAITMOHHBIX TIPOLIeCcCOB, (hopMupoBaHre KOMMOPTHONU OUOINOTEUHOM CPEIbI.

2.3. bubnuoreka BBIOIHSIET CISAYIOIIHE (PYHKITUH:
2.3.1. ®opmupyer ¢ona OubIMOTEUHO-MHDOPMALMOHHBIX PECYpCOB  00pa3oBaTeNbHON
OpraHu3aluu:

e KOMIUICKTYET OCHOBHOH (OHI  y4eOHBIMH, XYJOKECTBEHHBIMH, HayYHBIMHU,
CIPaBOYHBIMM, IIEJTaTOTHYECKUMHU M HAYYHO-TIOMYISPHBIMU JJOKYMEHTaMH;
y4acTBYeT B KOMIUIEKTOBAaHUU CIELUAIU3HUPOBAHHOIO (POHJA yuyeOHMKAMHU U3 4ucia
BXOJIAIIMX B (pefiepanbHblii NepedyeHb Y4eOHUKOB, JOMYIEHHBIX K HCIIOIb30BaHHIO NTPH
peanu3aly  HMMEIOLUX TOCYIapCTBEHHYIO  aKKpEAUTAlMI0  00pa3oBaTeIbHBIX
IIpOrpamMM HayaJlbHOTO OOIIEro, OCHOBHOIO OOIIEro, cpeHero o0Iiero oopazoBaHus, 1
Y4EOHBIMH TOCOOMSMH, JOMYIIEHHBIMH K HCIIOJIb30BAaHUIO TIPH  pealn3aluu
yKa3aHHbIX 00pa30BaTeIbHBIX IPOTPaMM;
aKKyMylIupyeT (OHJ JIOKyMEHTOB, CO3/1aBa€MbIX B OOpPa30BaTEIbHOM OpraHu3aluu
(myOnukanuii u paboT meagaroroB oOpa3oBaTeIbHON OpraHM3ally, JTYYLIMX Hay4HBIX
paboT u pedepaToB yqamuxcs 1 ap.);
OCYILECTBIISET pa3MelleHUe, OPraHNU3aLUI0 U COXPAaHHOCTh I0KYMEHTOB;
OpraHM3yeT M  BeIeT CIpaBOYHO-OMOIMorpaduueckuit  ammapar:  Karajloru
(anmdaBUTHBIN, cUcTeMaTHYeCKHii), KAPTOTEKH (CHUCTEMAaTHUECKyI0 KapTOTEeKy CTaTei,
TeMaTUYeCKHe KapTOTEKH), 3JEKTPOHHBIM Karajor, 0a3bl JaHHBIX IO MPOdUIIo
o0pa3oBarenbHOI OpraHu3aluy.

2.3.2. OcymectBnsier nudpdepeHIupoBaHHOe OUOIMOTEYHO-UH(POPMAIIMOHHOE OOCITy>KUBaHHE
00y4aroIINXCS:

e MpenoCTaBisieT HH(POPMALMOHHBIE PECYPChl HA Pa3IMUHBIX HOCUTENSX;

e oOpram3yer OOy4YeHHE HaBBIKAM HE3aBHCHMOTO OHMOIMOTEYHOTO TIONB30BaTeNsl M
norpeOuTenss HHGOPMALMHU, COAECHCTBYET MHTETpallui KOMIUIEKCA 3HAHUM, YMEHUH U
HaBBIKOB pa0OTHI C KHUTOM U nH(pOopMaueil;

e OKa3blBaeT HMH(POPMAIMOHHYIO TIOAJEPKKY B pEHICHWH 3a/ad, BO3HUKAIONIMX B
mporiecce  y4eOHOW,  caMo00pa3oBaTelIbHOM M JOCYTOBOM  JEATEIbHOCTH
00yJaroImmxcs;

e OpraHM3yeT MAacCOBbIE MEPONpPHUATHUS, OPUEHTHUPOBAHHBIE HA pa3BUTHE OOIIEH U
YUTATEITLCKON KYIBTYpBI THYHOCTH;

e COIEHCTBYyeT TeJarornueckuM paOOTHUKAM B OpraHu3aluu  00pa3oBaTeIbHOrO
mporecca 1 10cyra 00yJaronuxcs.

2.3.3. OcymectBusier nuddepeHITupoBaHHOES OUOIMOTEYHO-UH(DOPMAITMOHHOE OOCITY)KHBaHUE
Mearoru4eckux paboTHUKOB:
e BBISIBIAET MH(OPMAIMOHHBIE NOTPEOHOCTH U YAOBJIETBOPSIET 3alpPOCHI, CBSI3aHHBIE C
o0y4eHreM, BOCITUTAaHUEM O0YJaOIINXCS;
e COACHCTBYET npodeccuoHaIbHON KOMITETEHIIUU [EAAroros, TIOBBIIIEHHTO
KBaJM(HUKALNHU, IPOBEACHUIO aTTECTAIINH;



e OCYIIECTBISIET Tekyiiee wuHPopMupoBaHUe (AHH HWHMOPMAIMK, O0030phI HOBBIX
MOCTYIUICHUH U ITyOJTUKAIINA );

e CIIOCOOCTBYET MPOBEACHUIO 3aHATUH MO (OPMHUPOBAHUIO HH(POPMAIIMOHHON KYIBTYpHI
oOydaromuxcsi, sBisiercsi 0a30i I MPOBEJCHUS MPAKTHYECKHUX 3aHITUH 1O padoTe ¢
MH(OPMAITMOHHBIMU PeCypCaMHu.

2.3.4. Ocymectisier nuddepeHupoBaHHOE OMOTUOTEYHO-UHGOPMAIIMOHHOE OOCITY)KUBaHUE
poauTenei (3aKOHHBIX MPECTABUTENEH) 00yYarOIUXC:
e VIOBJIETBOPSIET 3apPOCHI MOJIb30BaTENe U HHPOPMHUPYET O HOBBIX MOCTYIUICHUSX B
OMOTNOTEKY;
e KOHCYIBTHPYET IO BOIMPOCAM OpTraHHW3alMd CEMEWHOTO YTCHHS, 3HAKOMHT C
nH(popmaIuen Mo BOCIUTAHUIO JIETEH;
e KOHCYJIBTHPYET IO BOIIPOCAM YYCOHBIX U3AHHM TS 00yUaIOIUXCS.

3. Opranu3anus aesiTeJIbHOCTH OUOIMOTEeKHN

3.1. OOmee pyKOBOACTBO MACSATENBHOCTHIO OHOMMOTEKHM OCYIIECTBISIET PYKOBOAUTEIH
o0pa3oBarebHON OpraHU3alHHu.
3.2. HenocpeacTBeHHOE PYKOBOJICTBO OHOMMOTEKOM OCYHIECTBISIET MeAaror-oudnuoTexkaps,
KOTOPBI Ha3HAYACTCS PYKOBOAMTENIEM 00pa30BaTeIIbHON OPTaHU3aIlHH.
3.3. Ilemaror-Oubnuorekappr HECET OTBETCTBEHHOCTh B IIpelenax CBOCH KOMIIETEHIIMU 3a
OpraHU3aINIO U PE3YIBTATHI ACSITEIIBHOCTH OUOIMOTEKH.
3.4. Ileparor-6ubnuorekapp pa3padarbiBacT U MPEACTABISET PYKOBOIUTENIO 00pa3oBaTeIbHOM
OpTaHHU3aIH Ha YTBEPXKJICHHUE CIICIYIOINE JOKYMCHTHI:

e TIOJIOKCHHE O OMOIMOTEKE, ITpaBUJIa MOJIb30BaHMs OUOIHMOTEKOM;

e TUIAHOBO-OTYETHYIO JOKYMEHTAIUIO

e Tpaduk paboTh OUOIUOTEKH.

3.5. B cocTaB 6M0IMOTEKN BXOIUT:
e a0OHEMEHT;
e UNTAJIbHBIN 3aJl;
e OTzeN y4eOHUKOB;
e oraen uHpopMaIMOHHO-0nbIMorpaguueckoil padoTsl;
e (QoHA M chenualu3UpOBaHHBIN 3a1 paboOThl C MYIBTUMEAMWHBIMU U CETEBBIMHU
JTOKYMEHTaMH.

3.6. bubnmoreyHo-uH(MOPMAIITMOHHOE OOCTYKUBAHHUE OCYIIECTBISETCS B COOTBETCTBHUH C
IIaHaMH paboThl OMOIMOTEKH U PeKUMOM PabOThl 00pa30BaTeNbHOI OpraHu3aluy.
3.7. Pexxum paboTbl OMONMOTEKH OIpenensercs Meaaror-oudiaMoTeKapb € y4eToM pexuma
paboTel o0Opa3zoBarenbHO opranuzanuu. OnuH pa3 B MecCsI] MpeaycMaTpUBaeTCsl CaHUTapHBINA
JI€Hb, B KOTOPBIN 00CITy’KMBaHUE MOJIb30BaTENECH HE TPOU3BOAUTCS.
4. Y4er nocrynjieHus ¥ BbIOBITHS JOKYMEHTOB OuO1uoTe4yHoro gounaa
4.1. IlpueM nO0KyMeHTOB B (hOH/ OUOIMOTEKH BKIIIOYAET CIIETYIOIINE ONepaIiu:
e CBEpKa IOCTYIUICHUH C TEPBUYHBIM YUYETHBIM JIOKYMEHTOM (HakJIajHas, aKT),
BKJTIOYAIOIIAM CITFICOK MOCTYITUBIINX JTOKYMEHTOB;
e COCTaBJIEHHME TNEPBUYHOTO  Yy4YETHOTO  JOKyMEHTa s  MOCTyIUIeHuH  6e3
CONPOBOJIUTENIBHON JOKYMEHTAIIUH;
e pErucTpanusi MOCTYMUBIIMX JOKYMEHTOB B PETUCTPaX CYMMAapHOIO, TPYNIIOBOIO U
naauBuayasnbHoro ydera (FOCT 7.0.93-2015 «bubnuoteunsiit gona. TexHomorus
(bopMHpOBaHUSY).

4.2. Tlpy MONOJIHEHUN OCHOBHOTO OMOIMOTEYHOro (poHAa HEOOXOMUMO cOOIIOAaTh TPEOOBaHUS
®enepanpHoro 3akoHa ot 25.07.2002 Ne 114-®3 «O npoTHBOAECUCTBUU SKCTPEMUCTCKOMN



JeATebHOCTH». JIOKyMEHTBI, BKIIOYeHHbIE B @DenepanbHbll  CIHUCOK  JKCTPEMUCTCKHUX
MatepuanioB (mamee — D®COM), onyOnukoBaHHBIM Ha odunuanpsHOM caiite MuHIOCTA,
nproOpeTaTh 3arperieHo, NPy BBIBICHUH UX B (POHIE — M3BIMATh U3 OCTYIIA.
4.3. Yyet u 00paboTka JOKyMEHTOB OMOIMOTEUHOTO hOHIA.
4.3.1. Yuer u 06paboTKa JOKYMEHTOB OCHOBHOTO (pOH/IA OCYIIECTBIACTCS WHAWBUAYATIbHBIM
crocoOoM. CBesieHHs 0 MOCTYNUBILIMX MEYATHBIX JOKyMEHTaX BHOcATCS B «KHUT'Y cyMMapHOro
ydeTa JOKYMEHTOB OCHOBHOTO (DOHJIa».
[TocTynuBmIMM ~JOKyMEHTaM IPUCBAaUBAlOT HWHAWBUIYAJIbHBIH PErUCTPALMOHHBIA HOMEp
(MHBEHTapHBIM HOMEpP WM HMHOW 3HAK, NMPUHATHIA B KAuye€CTBE PErMCTPALIMOHHOTO HOMEpa,
CUCTEMHBII HOMEp /7Sl AJIEKTPOHHBIX IOKYMEHTOB) U MNP XpPaHEHHUS.
Perucrpannonnpie HOMepa W IMIMQPHI OTMEUAIOT B PETUCTPAaX WHAWBUIYAIBHOTO YdYeTa
JIOKYMEHTOB — MHBEHTapHOW KHHIE, KapTOTEKEe PErucTpalM ras3er, *KypHajloB, y4eTHOH Oaze
JTAaHHBIX.
Bce ok3emMmisipbl NpUHATBIX M3AaHUM IuTemmnentoroTcs. lltemmens ¢ HauMeHOBaHHEM
00pa3oBaTelbHON OpraHW3aluu JIOJHKEH OBITh NMPSMOYTONBbHON (POpMBI, pazMepoMm He Ooiblie
yem 1,5 X 4 cMm.
[IItemnens cTaBUTCA HAa 000OPOTE TUTYIBHOIO JIUCTA (IIPU OTCYTCTBUU TUTYJIBHOTO JIMCTA — Ha
IEpBOM CTpaHUIle TEKCTa 0] 3ariiaBueM), Ha 17-if cTpaHuLie O/l TEKCTOM B JIEBOM HUKHEM YIUTY
U Ha 000poTe KaXa0ro npuiokeHus. Ha Opomrropax u xKypHajgax MITEMIETb CTABUTCS TOJIBKO Ha
00JIOKKE MJTM Ha TIEpBOM CTPaHUIIE TEKCTA.
CocraB ocHOBHOTO (poHIa (PUKCHpyeTCs B KapTOYHOM ai(aBUTHOM Karajiore, B JICKTPOHHON
0a3e TaHHBIX OMOJIMOTEKH.
43.2. Yyer m oOpaborka crenuanu3upoBaHHoro ¢onna. Crnenuanu3upoBaHHBIH (PoOH
YUUTBIBACTCS U XPAHUTCS OT/AEIBHO OT OCHOBHOIO 6MOIMOTEYHOro (POHA.
Y4er OKYMEHTOB CHEIHATU3UPOBAHHOTO (OHIA, KaK MHOTO3K3EMIUIIPHOW JIMTEPaTypHI,
OCYILECTBIIETCS TPYIIIOBBIM CIIOCOOOM M oTpaxaercss B «KHure cymmapHoro ydera yyeOHOTo
(boH1a» U B KAPTOTEKE PErMCTPALIMOHHBIX KapTOUEK.
Ha xaxnoe HauMeHOBaHUE JOKYMEHTOB CIEIMATU3UPOBAHHOTO (OHIA 3aBOAMTCS OTJENIbHAS
yueTHas kaprouka. Kaproukum c¢ OubnmorpadguyeckuM ONHMCaHWEM U3JaHUM y4yeOHHKOB
paccTaBIIAIOTCS B YYETHYIO KapTOTEKY IO KjlaccaM, a BHYTPH KJIaccoB — 1o andaButy pamuimii
aBTOPOB WJM 3ariaBui. [l KOHTpOJS 3a COXPAaHHOCTBIO YYETHBIX KapTO4YeK OHU
peructpupyorcs B «OKypHaine perucTpaniy yueTHbIX KapToueK YUeOHHKOB.
TexHuueckas 00pabOTKa JOKYMEHTOB IIPEIyCMaTPUBAET CIEAYIOIINE OTepaliu:
e TIIPOCTaBICHUE HA KaXJOM JOKYMEHTE IUTeMIeasi OUOIMOTeKHM B COOTBETCTBUU C
MyHKTOM 4.3.1 HACTOSIIIIETO MOJOKECHHS;
e YCTAHOBJIEHHE CPEJCTB 3aIMThI OT YTPaThl (MATHUTHBIN JAaTYUK, paJMOUYMIl, HHOM BUJ
MapKUPOBKH);
e M3TOTOBJIEHME M NPUKpPEIJICHHE K JOKYMEHTY macropra yuyeOHuka. [lacmopt yueOHMKa
MpPUKJIEUBAETCd Ha IMOCieqHel cTpaHulle ydeOHMKa. 3amoiHseTcs NpH Bbloaye
YUTATENIO.

VYyer crnenuanu3upoBaHHOTO (GOHIA MpeaycCMaTpUBAET OTPAXKEHHE €ro COoCTaBa B CIIPABOYHO-
oubmmorpaduueckom anmnapare OMOITUOTEKH, B TOM YHCIIC B SJICKTPOHHOU 0a3e JaHHBIX.

4.4. BoiObITHE TOKYMEHTOB OMOIMOTEUHOTO (POHAA.

4.4.1. TlpuuuHbl, MO0 KOTOPHIM JIOKYMEHT MOXXET OBITh BBIBEACH M3 COCTaBa OUOIMOTEYHOTO
¢doHIa, BKIIOYAIOT B TOM YHCIIE€ BETXOCTb, A€(DEKTHOCTD, YCTAPENOCTh MO CONIEPKAHUIO, YTPaTYy.
Uckirouenne mokymMeHTa u3 OuOImoTeqHoro (poHaa mpoBOAUTCS HAa OCHOBAHWM aHAJIM3a COCTaBa
6ubimoredHoro oHa U pe3yIbTaToB €ro MPOBEPKH.

4.4.2. llon BeTXOCThIO JOKYMEHTA IIOHMMAKOT pe3YyJIbTaT €CTECTBEHHOIO CTAPEHUs WU
¢u3nUecKoro N3HOCA JOKyMEHTA.

4.4.3. Tlom naedeKTHOCThIO JTOKYMEHTa TOHMMAIOT YaCTHYHYIO WM TIOJHYIH0 yTpary
AKCILTYyaTAllMOHHBIX KAYECTB JOKYMEHTA B PE3y/IbTaTe BHEIIHETO BO3ICHCTBHUSI.



4.44. Tlog ycTapeloCTbhi0 MO COJAEPKAHUIO MOHUMAIOT MOTEPI0 AKTyaJIbHOCTH TEMAaTHKH,
MOJTBEPKAAEMYIO OTCYTCTBHEM cripoca yHUTaTeNne, HEBOCTPEOOBAHHOCTHIO B
nepepacnpenesieHuu U pealn3aiuim.
4.4.5. Tlog yrparoii JOKyMEHTa IMTOHUMAIOT €ro OTCYTCTBHE B (hOHE OMOIMOTEKH MO MPUYUHAM
MOTEPH, XUIIEHHUS, OCJACTBHIA CTUXHIHOTO, TEXHOTEHHOTO (B TOM YHCJIE XaKEPCKOW aTaku U
HEBOCCTAHOBUMOTO c0O0sl 3JIEKTPOHHOTO OOOPYIOBAaHMS) WM COLMAIIBHOTO Xapakrepa, I10
HEYCTAHOBJICHHOM IIPUYHHE.
4.4.6. Ilpomecc WUCKIIOUYEHUS JOKYMEHTOB U3 ¢oHAa OMOIMOTEKH OCYIIECTBIACTCS B
coorBercTBUM ¢ IlopsakoMm ydera JOKYMEHTOB, BXOISIIMX B COCTaB OuOmMMoTeuHoro QowHza,
YTBEP KJICHHBIM MprKazoM MuHkyibTypsl 0T 08.10.2012 Ne 1077.
4.4.7. BriObITHE TOKYMEHTOB OMOIMOTEYHOTO (HOH/IA TMPOU3BOAUTCS B PE3yIbTaTe UX CHUCAHUS
KOMUCCHEH, CO3JaHHON PyKOBOJIUTENIEM 00pa30BaTeIbHOM OpraHU3aluy.
4.4.8. YTwimzanus CIUCaHHBIX JIOKYMEHTOB OMOIMOTEYHOr0 (HOHIA MPOU3BOIUTCS B
COOTBETCTBHUH C 3aKOHOJATEIHCTBOM PD.
5. IIpoBepka 10KyMeHTOB OUOIHOTEdHOr0 oHIA

5.1. IlnanoBas mpoBepKa TOKyMEHTOB OMOIMOTEUHOro (OHJIA MPOBOAUTCS C MEPHUOAUYHOCTHIO
OIMH pa3 B MATh JIET Ha OCHOBAaHMU TpaduKka NPOBEPKHU, YTBEP)KIECHHOTO I1€1aroroM-
OMOIMOTEKApEM.
5.2. BHemuianoBas mpoBepKa IOKyMEHTOB OMOIIMOTEYHOTO (DOH/Ia IPOU3BOAMTCS B 00S3aTCILHOM
MOpsIKE:

e TIpH BBISBJICHHUU (DAKTOB XUIICHHUS, 3IOYTIOTPEOICHHSI HITU TIOPYU JOKYMCHTOB;

e B Cly4ae CTUXMHHOTO O€ICTBHS, MOXKapa WIM APYTUX YPE3BBIYAWHBIX CUTYaIUH,

BBI3BAHHBIX AKCTPEMATBHBIMH YCIIOBUSMU,
e TIPU PEOpraHU3alUU WIH JTUKBUIAIIMH 00pa30BaTeIbHON OpraHu3auy.

5.3. IlpoBepka ¢oHma Ha TmNpeaMeT HaIUYUS B HEM JOKyMEHTOB, BKIIIOUCHHBIX B
OCOM, npoBOAUTCS MEATOTOM-OUOINOTEKAPEM:
e IIpH NMOCTYIJIEHUH HOBBIX JOKYMEHTOB B (DOH];
e CcHCTEMaTHYeCKH (HE peXe OJHOro paza B Tpu Mecsna) nyrem cBepku PCOM co
CIpaBOYHO-OMOIMOrpaduecKuM anmnaparom (GpoHaa 6UOIMOTEKH.

5.4. Ilo uroram npoBepKHU Nefaror-o6uoInoTeKapb COCTABIAET aKT, MOJAMKUCHIBAET U XPAaHUT €ro B
O1OIMOTEKE B TEUEHUE CPOKA, YCTAHOBIEHHOTO HOMEHKIIATypoi fen. Ecnu kakue-To JOKyMEHTBI
OTCYTCTBYIOT II0 HEYCTAaHOBJIEHHOW NPUYMHE, TO K aKTy IPUKJIAJBIBAETCSA UX CIIUCOK, B KOTOPOM
(UKCUPYIOTCS CBEACHHUS O KOJUYECTBE JIOKYMEHTOB OHOIMOTEYHOro (oHAa B HAJIUYUU U
KOJIMYECTBE OTCYTCTBYIOLIUX JOKYMEHTOB, B TOM YMCJIE [10 HEYCTAHOBJICHHON NpHU4KHE. B akrte
TaK)K€ YKa3bIBaIOTCSI HOMEP U JlaTa aKTa MpeabIAyIIei MPOBEPKH.

[Tpu BbIsIBIEHHMU B Mpoliecce NPOBEPKU (OHJIa OTCYTCTBYIOIIUX JOKYMEHTOB U HEBO3MOKHOCTHU
YCTAHOBJICHUSI BUHOBHBIX JIMIl YOBITKM 110 HEIOCTa4aM CIIMCBIBAIOTCS B COOTBETCTBUHM C
JENCTBYIOIINM 3aKOHOATEIECTBOM.

5.5. ns npoBepku 6uOimoTedHoro (hoHa 00pazoBaTeIbHOM OpraHU3alyy Ha peIMeT HaJTuIus
B HEM JIOKYMEHTOB, BKIIOUeHHBIX B DPCOM, mnemaroromM-0MOINOTEKapPEM OCYIIECTBISETCS
cBepka OubmmoreyHoro ¢onna ¢ @DenepanbHbIM CHHCKOM 53KCTPEMHUCTCKUX Marepuaos,
BBISIBIICHHE, U3BATUE U YHUUYTOKEHHE SKCTPEMHUCTCKHX MaTepUasioB, KOTOPbI CHCTEMaTHUYEeCKH
(He pexe OIHOro paza B TPH Mecsla) OCYIIECTBISET MPOBEpKY OuOIMOTeYHOro (HoHIa
o0Opa3oBarelbHOM OpraHM3alMM Ha TMpeAMET HAJIW4YUs B HEM JOKYMEHTOB, BKJIIOUEHHBIX B
OCOM, nmyrem ceepku DCOM co cnpaBouHO-6uOIMOrpaduyeckum anmnaparom GoH/a.

[Ipu BBISIBIEHMH JOKyMEHTa, BKJIOueHHOro B ®PCOM, Ha sTame KoMIuieKToBaHWs (oOHJA
yKa3aHHbIM JOKYMEHT HE MOUIeKHUT BKIIOYCHHIO B OMOIMOTEYHBIH (OHJ 0Opa3oBaTeNbHOM
OpraHH3aIiHy.



B cnydae BbiBieHHS JOKyMeHTa, BkitoueHHOro B ®COM m yxe Haxozsmerocs B (oHze
OMOMMOTeKH O00pa30BaTeIbHON OpraHU3alMHM, JOKYMEHT HEMEIJICHHO WCKIII0UaeTcs W3
6ubimorednoro GoHa, TOAJISKUT CIUCAHUIO U YHUUTOXKEHUIO B TeueHue 10 pabounx JHE.
6. Ilopsaok mosib30BaHMsi OMOJIUOTEKOM

6.1. 3anmuce oOyuarommxcs 00pa30BaTeIbHON OpraHU3alMH B OMOIMOTEKY MPOU3BOAUTCS IO
CIMCOYHOMY COCTaBy KJlacca B MHAMBUIYaJIbHOM IOPsI/IKE, EJAarornuecKuX U MHbIX PaOOTHUKOB
o0pa3oBarenbHON OpraHu3aliy, POANUTENIEH (MHBIX 3aKOHHBIX MPEICTABUTENCH) 00YIatOIIIXCS —
no mnacnopry. Ilepeperucrpanust mnonb3oBaresieli OMOIMOTEKHM MPOM3BOAMTCA E€XKETOIHO.

6.2. JIoKyMEHTOM, TMOATBEPXKIAIOIIUM I[PaBO  TOJb30BaHHUS  OMONMOTEKOHM, SBISETCS
guTarenbckuil Gopmymnsap. Uurtarenbckuil Gopmynsp (QUKCHUPYET AATy BbIIAYU TOJIH30BATEIIO
JIOKYMEHTOB 13 (oHAa OMOIMOTEKH U UX BO3BpAIIICHUS B OMOINOTEKY.
6.3. [Topsitok monb30BaHUS A00HEMEHTOM:
6.3.1. Ilomp30Barey UMEIOT MPABO MOJYYUTh HA JIOM U3 MHOTOTOMHBIX M3JIaHUM HE OoJiee IByX
JIOKYMEHTOB OJTHOBPEMEHHO.
6.3.2. MakcuManbHbI€ CPOKH IOJIb30BaHUS JOKYMEHTAMU:

e y4eOHHKH, yueOHBIE TOCOOHS — Y4eOHBIH Tox;

e HayYHO-TIOMYNSPHAsl, TO3HABATENIbHAS, XyI0)KECTBEHHAS JTUTEpaTypa — OAUH MECHILL;

e TIEPUOIMYECCKHUE U3TAHUS, U3AAHUS TOBBIIIEHHOTO cpoca — 15 nHei.

6.3.3. ITlomb3oBarenu MOTYT MPOIJIUTh CPOK IIOJIb30BAaHUS JOKYMEHTAMH, €CIM Ha HHX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYTUX MOJIH30BATEIICH.
6.4. Ilops10K MMOJIb30BaHUST YUTAIBHBIM 3aJI0M.
6.4.1. JlokyMeHTBbI, TpeTHa3HaYEeHHBIE JJIsl paOOThI B YMUTAILHOM 3aJie, Ha IOM HE BBIIAIOTCA.
6.4.2. DHIMKIONEINUU, CHPABOYHUKHU, PEIKUE, ILICHHBIE W HMEIONUECS B E€IUHCTBEHHOM
9K3EMILIAPE TOKYMEHTHI BBIIAIOTCS TOJIBKO /711 pabOThI B YUTAIBHOM 3aJI€.
6.5. Ilopsimok paboOThI ¢ KOMIIBIOTEPOM, PACTIONIOKEHHBIM B OMOIMOTEKE.
6.5.1. PaGora c KOMIIBIOTEPOM YYAaCTHHUKOB OOpa30BaTeIbHOTO MpOIlecca MPOU3BOAUTCS IO
rpaduKy, yTBepKICHHOMY PYKOBOIWTEIEM O0pa30BaTelIbHON OpPTraHMU3AlMH, U B MPUCYTCTBUU
COTpYIHUKA OMOIHOTEKH.
6.5.2. Pazpemaercst paboTa 3a OIHUM TEPCOHATHLHBIM KOMITBIOTEPOM HE 0OJiee JABYX HYEIIOBEK
OJTHOBPEMEHHO.
6.5.3. Ilonp3oBarenpy UMeET MpaBo pabOTaTh ¢ COOCTBEHHBIM HOCHTENIEM HH(OPMAIMH TOCIe
MPEBAPUTEIHLHOTO TECTUPOBAHUS €r0 PAOOTHHUKOM OMOINOTEKH.
6.5.4. ITo Bcem Bompocam noucka HH(OOPMAIIMN B UHTEPHETE TOJIb30BATENh JOJIKEH 00paIiarbes
K pabOTHUKY OMONHOTEKH; 3ampeniaeTcs oOpalleHue K pecypcaM HHTEPHETA, MPeAnoIaraloiuum
OTLJIary.
6.5.5. Paborta ¢ KOMIBIOTEPOM MPOU3BOJUTCS COIVIACHO YTBEPKIACHHBIM CaHUTAPHO-
TUTHEHUYCCKUM TPEOOBAHHSIM.
7. IlpaBa u 00s13aHHOCTH OUOIHOTEKH
7.1. PaGoTHHKYM OMOMHOTEKH UMEIOT TIPABO:
e CaMOCTOSTENFHO  BBIOMpaTh  (OpMBI, CpeAcTBA ©  METOAbl  OHOIMOTEYHO-
MH(POPMAITMOHHOTO 00CITY)KMBaHHUSI 00pa30BaTEIFHOTO U BOCIUTATEILHOTO MPOIECCOB
B COOTBETCTBHM C IENSIMH W 3aJlauaMH, YKa3aHHBIMH B YCTaBe 00pa3oBaTeIbHOM
OpraHM3alMK U MOJIOKEHUH 0 OUOIHNOTEKE;
e TIPOBOJIUTH B YCTAHOBIEHHOM TOpsAKe (haKyabTaTUBHBIC 3aHATHS, YPOKH M KPYKKH
6uboTeyHO-0MOIMorpaduuecKrux 3HaHUI U HHOOPMAITMOHHOMN KYIIBTYPBI;
e OIpenensaTh HCTOUHUKU KOMIUJIEKTOBAaHHUSI HH(OPMAITMOHHBIX PECYPCOB;
e W3BIMATh W PEAJTU30BBIBATH JIOKYMEHTHI U3 ()OHIOB B COOTBETCTBHH C WHCTPYKIIUEH IO
yueTy 6ubiamorednoro Gouma;
e YYacTBOBAaTh B YIIPaBIEHUU 00pa30BaTEeIbHON OpraHU3aIMK B TOPSAKE, ONpeneasieMOM
yCTaBOM;



y4acTBOBaTb B COOTBETCTBHHM C 3aKOHOAATeNbCTBOM P® B pabore OMOIMOTEYHBIX
aCCOIIMAIlMH WA COI030B.

7.2. PaboTHUKH OUOIIMOTEK 00SA3aHBI:

8.1.

8.2.

00€CTeYnTh MOJIb30BATEISsIM BO3MOXKHOCTh PabOThl ¢ MH(POPMAIIMOHHBIMU PECypCcaMu
OMOIMOTEKY;

UH(POPMUPOBATH MOJIB30BATENEH O BHIAX MPEJOCTABIIEMbIX ONOINOTEKOH yCIyT;
OCYILIECTBJIATh IUIAHOBBIE M BHEIUIAHOBBIE IPOBEPKH OMOIMOTEYHOro (OHAA,
PETYISIPHO  OCYIIECTBISATh MPOBEPKY Oubnmoreunoro ¢GoHma oOpa3oBaTeIbHON
OpraHu3alMM Ha PEAMET HAJIMYUS B HEM JIOKYMEHTOB, BKJIFOUeHHbIX B DCOM;
00ecreunTh HayIHYI0 OpTaHu3aIio (POHIOB U KaTaJoros;

dbopmupoBath (GOHIBI B COOTBETCTBUU C YTBEPXKICHHBIMH (DelepabHBIMUA TIEPEUHIMU
y4eOHBIX W3JaHUH, OCHOBHBIMH OOPa30BaTEIBHBIMU MIPOrpaMMaMu 00pa30BaTEeIbLHOM
OpraHu3alii, WHTepecaMH, MOTPEOHOCTAMH ¥  3alpocaMH BCEX KaTerOpHi
IIOJIb30BaTCIICH;

COBEPIIICHCTBOBATH nHpopmarmoHHo-0noIMorpaduaeckoe u OMOIMOTEUHOE
00CITy’)KHBaHHE TTOJIb30BaTEIICH;

o0OecrieunBaTh ~ COXPAHHOCTh  KCIIOJNIB30BAaHUS ~ HOCHTENEH  WHQPOpPMALUH,  HX
CUCTEMAaTHU3aINI0, Pa3MEIIICHUE U XPAHCHNUE;

o0ecrieunBaTh PEKUM pabOThl B COOTBETCTBHHM C MOTPEOHOCTSMH IOJIL30BATENICH U
paboToii 0Opa3oBareIbHON OpraHU3aIlHH;

OTYMTHIBATHCS B YCTAHOBJICHHOM TIOPSIIKE TEpel PYKOBOTUTEIEM 00pa3oBaTelIbHOU
OpraHH3aIH.

8. [IpaBa u 00s13aHHOCTH MOJIb30BaTeel OUOIHOTEKH

ITonp30oBarenu OMOINOTEKH UMEIOT IIpaBo:

MOJIy4aTh MOJHYI0 WH(OPMAITUIO O cocTaBe OMOIMOTEUHOTO (HOHIA, MH(OPMAIIMOHHBIX
pecypcax U mpeaocTaBIsgeMbIX ONOIHMOTEKOH ycayrax;

M0JIb30BaThCsl CIIPAaBOYHO-OMOIHMOrpaduuecKuM anmnaparomM OuOINOTEKH;

NOJIY4aTh KOHCY/IBTAI[MOHHYIO IIOMOIIb B IOMCKE U BBIOOPE HCTOUHUKOB HH(OPMALIUY;
MOJTy4aTh BO BPEMEHHOE TTOJIb30BaHHE HAa a0OHEMEHTE M B YHTAJIHHOM 3aJie IeYaTHhIE
W3/IaHKs, ayIMOBU3YyaJIbHbIE JOKYMEHTBI M JPYTrUe HCTOYHUKUA UH(POPMAIUH;
IPOJIIEBATh CPOK MOJTH30BAHUS IOKYMEHTAMHU;

NoJy4aTh TeMaTHyeckue, (axTtorpaguueckue, yTOUHsAONMe M Oubianorpapuyeckue
CIpaBKH Ha OCHOBE (hoH1a OMOINOTEKH;

NOJIy4aTh KOHCYIBTAI[MOHHYIO NOMOIIs B paboTe ¢ MH(popMauuel NnpHu Mojb30BaHUN
ANIEKTPOHHBIM M UHBIM 000PYIOBaHHEM;

y4acTBOBATh B MEPOTIPHUATHSX, POBOTUMBIX OHOINOTEKOH.

TTonp30Bare OMOIMOTEKN 00SA3aHBL;

coOroaTh MpaBuiia MoJIb30BaHUS OUOINOTEKOH;

OepeXHO OTHOCHUTHCS K TIPOU3BEICHUSAM TieuaTh (He BBIPBIBATh, HE 3arn0arh CTPAHHIIL,
HE JeNaTh B KHUTAX MOAYEPKUBAHUHM, MOMETOK), MHBIM JOKYMEHTaM Ha Pa3IMYHBIX
HOCHTEJISAX, 000PYI0BAHHIO, HHBEHTAPIO;

MOJICPKUBATH MOPSTOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JOCTYIE OMOIMOTEKH,
PacToIOKEeHHS KapTOUeK B KaTajorax U KapToTeKax;

MOJIb30BaThCsl IIEHHBIMH UM CIPAaBOYHBIMH JIOKYMEHTaMH TONBKO B TIOMEIICHUU
OuOIMOTEKY;

yOenUThCs TIPU MOJTYYSHUH JOKYMEHTOB B OTCYTCTBUH Je(EKTOB, a MPH 0OHAPYKEHUU
npouHdopMupoBath 00 3TOM paboTHuka Oubmuoreku. OTBETCTBEHHOCTh 3a
oOHapyxeHHBIE Ne(EKThHI B CTABAEMBIX JOKYMEHTAX HECET MOCIESIHUI TT0JIh30BaTENb;



pacTHCHIBAThCSI B YHUTATEIBCKOM (OpMyMIsipe 3a KaXKIbI MOJYYEHHBIH JOKYMEHT
(uckmodyenue: odyyaromuecs: 1—4-x Ki1accoB);

BO3BpalllaTh JJOKYMEHTHI B OMOJIIMOTEKY B YCTaHOBJICHHBIE CPOKH;

3aMEHSTh JIOKYMEHTHI OMOJMOTEKH B CIIydae UX yTpaThl WIIM TOPYM UM PaBHOIICHHBIMHU
00 KOMIIEHCUPOBATh yiiepd B pa3Mmepe, YCTAaHOBICHHOM IMPaBUJIAMH TMOJIb30BAHUS
OMOIMOTEKOM;

MOJTHOCTBIO PACCUUTATHCS ¢ OMOIIMOTEKOM M0 MCTEUEHUU CPOKa 00yUeHHUs WIIH PabOThI
B 00111€00pa30BaTeIbHOM YUPEIKICHHN.



