MBOY «COII Ne6 um. H.IT. KpacuibHHKOBa»

IMPUHSATO YTBEPKIAIO

Ha 3aCe/laHnH ° ITpuka3 No 88 ot 04.05.2023
[Menaroruueckoro Cosera ‘ : ‘?’;'-'-A%
Tjipextop MBOY «COIII Ne6
N 4CUIIBHEKOBAY

IMonosxenne 0 00 IHOTEKE
1. O0mme MOJI0KEHHSH

1.1. Hacrosmee mono)keHne periamMeHTHpyeT aesTenbHocTh Oubmmorekun MBOV «COIIl Neb
um. H.I1. KpacunsaukoBay (naniee — oOpazoBareibHas OpraHUu3aIus),

1.2. Hacrosimee T0J0KeHHe pa3paboTaHO B COOTBETCTBHH ¢ DelepalbHBIM 3aKOHOM OT
29.12.2012 No 273-@3 «O6 obpazosanun B Poccuiickoit @enepanmmy», npukazoM MUHKYIBTYpBI
Poccun ot 08.10.2012 Ne 1077 «O6 yrBepkaeHun [lopsaka yuera JTOKYMEHTOB, BXOASIIHX B
coctaB OubaHoTEe9HOTO (hoHMa» ¢ yderom nuckma MunoOpasoBanus Poccun ot 23.03.2004 Ne
14-51-70/13 «O  TlpumepHom  mojiokeHuH o  Oubnmoreke — 00meoOpa3oBaTeILHOTO
yupekaeHus», Metonnueckux pexkomenpanmidi ®IBHY  «HIIB um. K.JI. Ywmmuckoro» ot
31.05.2017.

1.3. bubnuoreka sBisieTcss CTPYKTYPHBIM IOApa3feicHueM 00pa3oBaTeIbHON OpraHu3aliH,
CO3IAaHHBIM B IEJSIX OOECIeYeHHs MpaBa YYacTHHKOB 00pa3oBaTeqbHOrO Iporecca Ha
OecrmaTHOE TONTBE30BaHKUEe OUOIHOTEYHO-HH(POPMAITHOHHBIMH PECYPCaMH.

1.4. [Topsiytok OTB30BAHUS HCTOYHHUKAMH WH(OPMAIHH, NIEPEUYeHb OCHOBHEIX YCIIYT H YCIIOBHS
MX TIPEIOCTABICHUS ONPEHEIAIOTCS HACTOSIIUM IOJOXKEeHHEM 0 OHOIMOTEeKEe H IIpaBHIIAMH
0JIb30BaHUsT ONOIMOTEKOH, YTBEPKICHHBIMH PYKOBOIUTENIEM 00pa3oBaTeIbHON OpraHu3aiy.

1.5. Opranusanus 0oOCITyKUBaHHS YJaCTHHKOB 00pa30BATEIILHOTO IpoIlecca MPOU3BOIMTCS B
COOTBETCTBHHM C TIpaBHJIaMH TEXHHKH O€30MacHOCTH M IPOTHBOIOXKAPHBIMH, CAHUTapHO-
I'HTHeHHYECKUMH TPEOOBaHHSIMA.

2. lean, 3axaau, PyHKIHH OHOTHOTEKH

2.1, Llenmu 6GWOMHOTEKH COOTBETCTBYIOT 1essiM 00pa3z0oBaTe/IbHON OpraHu3alMy W BKIIIOYAIOT B
cebs B ToMm umcne: (opMHpoBaHHE 00MIEH KyIbTyphl JHYHOCTH OOYYalOIIMXCS HAa OCHOBE
YCBOEHHS 00s3aTelbHOTO0 MHHHMYMa CoOjAepKaHHs 0011e00pa3oBaTebHEIX IIPOrpaMM, HX
aJlanTalys K )KH3HA B 00IIECTBE, CO3aHNe OCHOBHI ISl OCO3HAHHOTO BBIOOpA H MOCIIEIYIOIIETO
OCBOEHHMS TTpoeCCHOHAIBHEIX 00pa30BaTe/IbHBIX MIPOrpaMM, BOCIIMTAHHE I'PaXKIaHCTBEHHOCTH,
TPYJIOMIOOHS, YBOKCHHS K TpaBaM M cBOOOZaM delnoBeka, JTIO0OBH K OKPYKalOWEH NMPHUPOJE,
Pomune, cembe, GOpMUPOBAHKE 37I0POBOTO 00pasa KU3HH.

2.2. 3anauamu OubIIMOTEKH 00pa30BaTEILHON OpraHH3alMy SBJISIOTCS:

e obecrieyeHHe y4aCTHHKOB 00pa3oBaTeIbHOTO MPOIEcca JOCTYIIOM K HH(POPMAIH, 3HAHUAIM,
HaesiM,  KyJIbTYPHBIM  IIEHHOCTSIM  IIOCPEICTBOM  HCIIONB30BaHUSl  OuOImMOTEUHO-
MH()OPMAMOHHBIX pecypcoB 00pa3oBaTebHOI OpraHu3aluy;

e npHBJeUeHHE OOYYAIOIIMXCS K CHCTEMaTHYECKOMY WYTCHMIO YJYeOHOM, XyH0KECTBEHHOMH,
HaYYHO-TIOTYJISIPHOM JINTEPaTyphl;

e COJIEHCTBHE PA3BHTHIO MO3HABATEILHBIX HHTEPECOB H CIIOCOOHOCTEH 00yJaromuxcs;



5.7. ITony4aTs KOHCYJIBTAITMOHHYO TOMOIIE B padoTe ¢ HHGOpMaluell Ha HeTpaIUIHOHHBIX
HOCHTEISX TIPH TIOJTR30BAHNHN HIIEKTPOHHBIM M HHBIM 000pyI0BaHHEM.

5.8. Y4acTBOBATH B MEPOTIPHATHSIX, TPOBOIUMBIX OUOIMOTEKOH.

5.9. llomp30BaThCsl TUTATHBIMH YCIYTaMH, HOpefocTaBlgseMbIMH OHOIHMOTEKOH, COTIacHoO
ycTaBy 00pa30BaTeNbHOM OPraHu3alvy | IOJNIOXKEHHIO O IIATHBIX YCIIyrax, YTBEPKICHHOMY
pyKoBOIATENIEM 00pa30BaTEIBLHOM OpraHU3allkH.

5.10. OOpamarbest Ui pa3pellieHdss KOH(IMKTHOM CHTyallHH K pPYKOBOIUTEIO
00pa3oBaTeIbHON OPraHH3aIiH.

6. [Tonn3oBaTean OMOIMOTEKH 00SI3aHbBI:

6.1. Cobmonath mpaBuiIa I0JIb30BaHAs OHOIHOTEKOH.

6.2. bepeKHO OTHOCHTECS K IPOM3BEACHUAM IIeUaTH (HE BRIPBIBATH M HE 3aru0aTh CTPaHUIIE,
He JleJlaTh B KHHMTax IOJYepKUBaHUM, IIOMETOK), WHBIM [OKYMEHTaM Ha pa3TMYHBIX
HOCHTEJISIX, 000py/10BaHNIO, HHBEHTAPIO.

6.3. TlojiepkuBaTh TOPSIJIOK PACCTAHOBKH JOKYMEHTOB B OTKPBITOM IOCTYyIIe OMOTHOTEKH,
PacIoOIOKEeHNS KapTodeK B KaTalorax H KapTOTeKax.

6.4. Tlonp30BarbCs IIEHHBIMM MW CIPABOYHBIMH JOKYMEHTAMH TOJIBKO B IIOMEIICHUHU
OudIMOTEK .

6.5. Tlpy TOIyYeHHH MTOKYMEHTOB YOEIUThCSd B OTCYTCTBHM Je(EKTOB, a MpH HX
oOHapykeHnu TporH(GOpMHPOBATE 00 3ToM paboTHHMKA OnOiMoTeKH. OTBETCTBEHHOCTH 3a
oOHapysKeHHbIE Je(EKThI B CIaBAEMBIX JOKYMEHTAX HECET MOCIIEIHUH MTOIb30BATE b,

6.6. PacniuchIBaThCS B YU TATEIBCKOM (DOPMYIISpE 3a KayKIABIH MOJIyYCHHBIN JOKYMEHT.

6.7. Bo3Bpaimars u3iaHus B OHOIMOTEKY B YCTAHOBJIEHHBIC CPOKH.

6.8. 3amMeHsTh JTOKYMEHTBI OMOIHMOTEKH B CIydae MX yTpaThl HIIM IOPYH UM PaBHOLICHHBIMH
mu00 KOMIIEHCHpPOBaTh ymiepd B pa3Mepe, YCTAaHOBICHHOM IIpaBHIIAMH IIOJIb30BAHUS
OubIHoTEKOI.

6.9. Bosspaiare u3jlaHus 10 MCTCYCHUH cpoka oOydeHHs WK paboTHl B 00pa3oBaTEILHOM
OpTaHH3AITHH.

7. lIpaBa n 06si3aHHOCTH OHOJIHOTEKH
7.1. bubnmuoTeka B CcBoeil JIeATEIRHOCTH O00ECIeUHBaeT peallA3allMi0 MpaB IIOJIb30BaTElEH,
YCTaHOBIICHHBIX pazjesnoM 5 Hacrosmux llpasum.
7.2. bubmmoreka oOcinyxkHBaeT IMoJB30oBaTenel B cooTBeTcTBHM ¢ IlonoxkenmeM o
NeSITeIBHOCTH IIKOJIBHON 6ubimmoTexu U HacTosmMH [IpaBnnamy.
7.3. bubnnoteka ods3aHa:

¢ nH(OPMHpPOBATH MOB30BaTeNed 000 BCeX BHAAX MPEIOCTAaBISIEMbBIX OHOIHOTEKOH
YCIIyT;

« o0ecrmeynTh TIONB30BATEISIM  BO3MOMKHOCTR ITIOJIB30BaHHA BCEMH  (QOHIAMH
OHOIHOTEKN, _

* 00eCIIeYNTh BBICOKYIO KYJIBTYPY OOCIYKHBAHHUS: OKA3bIBATE ITOJIE30BATEIM ITOMOIIb
B BbIOOpE HEOOXOMMBIX MMPOM3BEICHHM MEYaTH M APYTHX MATEPHANIOB, NMPOBOS YCTHBIE
KOHCYJIBTAIlMH, TPEIOCTABNSII B WX [OJIL30BAaHWE KaTalOTH, KapTOTEKH W HHBIE (DOPMEI
HHGDOPMHUPOBAHHS, OPTaHH3ysl KHIDKHBIC BEICTaBKH, OwOmmorpaduueckue 0030pHI, JHH
wHQOpMAIUH U APYTHE MEPOTIPHSITHS;

* OCYIIECTBIIATE ITOCTOSHHBIA KOHTPOJb 34 BO3BpAICHHEM B OHOIMOTEKY BBIIAHHBIX
KHHT, IPYTHX MaTepHAJIOB; :

» co3/@BaTh M IOAAEPXWBaTh B OuOIHOTEKe KOMMOPTHBIE YCIOBHS Ul pabOTHI
TMOJIE30BATEIICH.
7.4. bBubnuorexka BIpaBe TMPHMEHSATh INTpadHbEe CaHKIMH K TOJIB30BATE/IAM, HE
BO3BPATHBIIUM JTUTEPATYPY.

8. OTBETCTBEHHOCTH MM0JIb30BaTelell On0IH0TeKH
8.1. Bosmemenne mosp3oBaTeismu yimepba momyckaercss B (GOpPME 3aMEHBI YTEPSHHOIO
pecypca paBHOICHHBIM.
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o0y4enune ocHOBaM OHOIMOTEUHO-OUOIHOTrpadHuecKoil rpaMOTHOCTH;

COZICHCTBHE TeJarorHuecKuM pabOTHHKAM B TMOAOOpe HAYYHO-METOJHYECKOW JINTEPATYPHI,
WH()OPMHPOBAHKE O HOBBIX MOCTYIICHUSX B OUOIMOTEYHBIH (OHT;

COBEPIICHCTBOBAHUE TIPEJIOCTABISEMBIX OMOMMOTEKOH YCIyr Ha OCHOBE BHEAPEHHS HOBBIX
HHGOPMAITHOHHBIX ~ TEXHOJIOTHH ¥ KOMITBIOTEpU3aluU  OUOIHMOTEHHO-HH(POPMAIIMOHHBIX
nporieccos, GopMupoBaHHe KOMGPOPTHOH ONOIHOTEUHOH CpeIBl.

2.3. bubnmoTeka BBITOTHSIET CleAyonue QyHKIHA:

2.3.1. ®opmupyer ¢ounx OHOIHMOTEYHO-HHPOPMAIIMOHHBIX  PECYpcoB  00pa3oBaTeIbHOM
OpraHW3aIliH:

KOMIUTEKTYeT OCHOBHOH (oHI yueOHBIMH, XYI0)KECTBEHHBIMH, HAyYHBIMH, CIIPABOYHBIMH,
MEeIarOrHYECKUMH W HAYYHO-TIONYJIIPHBIMH JIOKYMEHTAMHU;

YYacTBYeT B KOMIUIEKTOBAHHWH CHEHHAIM3UPOBAHHOIO (oHIAa y4uyeOHHKAMH W3 YHCIIA
BXOJSIIMX B (erepabHbli 1epedeHb y4eOHUKOB, JONYIIEHHBIX K HCIIOJB30BAHHIO MPH
peann3aliKi HMMEIOIMHX TOCYJapCTBEHHYIO aKKpEeIUTalMi0 00pa3oBaTebHBIX IIPOrpaMM
HavaIbHOro 00Imero, ocHoBHOro ofiero, cpeaHero obmero obpa3oBaHus, U y4eOHBIMH
MOCOOMSAMH,  JONMYIIEHHBIMH K  HCIOJB30BAHWIO  IIPH  pealM3alliil  yKa3aHHBIX
00pa3zoBaTeNBHBIX IPOTPAMM;

aKKyMynupyeT (OHI JTOKYMEHTOB, CO3/aBaeMbIX B 00pa3oBaTelbHOH OpraHW3alHu
(my6rmkarmii 1 pabot negaroros 00pazoBaTeIbHON OpraHH3aluH, JYYIIHX HayYHBEIX paboT 1
pedepaToB ydamuxcs U Jp.);

OCYIIECTBILCT pasMCIICHUEC, OPTaHU3aIHI0 U COXPAHHOCTD JOKYMEHTORB;

OpraHmM3yeT ¥ BeIeT CIpaBoYHO-OMOMorpapuyueckuii ammapaT: Karauord (an(aBHTHBIH,
CHCTEMATHYECKHH), KapTOTeKH (CHCTEMaTHYeCKyIO KapTOTeKy cTaTedf, TeMaTHYeCKHe
KapTOTEKH), OIEKTPOHHBIA KaTtagor, O0as3bl JAaHHBIX 1O mNpodumo obpa3oBaTelbHOH
OpraHHU3aIHH.

2.3.2. OcymectrisieT quddepeHIIpoBaHHOe OHOMMOTeYHO-HHPOpMaAIMOHHOE 00CTyKHBaHNWE
oOyJarommxcst:

MpEaOCTaBIACT HH(I)OPM&H.I/IOHHI:IC PeCYpChI Ha pa3/IMIHBIX HOCHTEIIAX,

opranu3yer 00y4eHHe HaBbIKaM HE3aBHCHMOT0 OMOIHOTEYHOTO TI0JIb30BATEIS H noTpebuTens
uH(pOPMAIMH, CONCHCTBYET WHTErpallny KOMIIIEKca 3HAHMI, YMEHMH M HaBBIKOB pabOThI ¢
KHUTOH 1 HHpOpMaluei;

OKa3bIBaeT MH(GOPMAIMOHHYIO MOMIEPKKY B PEINICHHH 3a/1a4, BO3HHMKAIOIIMX B IIPOIECCE
yueOHOH, caM000pa3oBaTeIbHOM H TOCYTOBOM JEATENBHOCTH 00Y9arOIHXCs;

OpraHu3yeT MacCOBBIE MEpPONpPUATHS, OPHEHTHPOBAaHHBIE HAa pasBUTHE OOmeH u
YUTATENILCKON KyJIBTYPhI THYHOCTH;

COZIEMCTBYET IMeJarorHyecKuM padOTHHKAaM B OpraHH3alMy 00pa3oBaTelbHOrO Mpolecca H
Jlocyra 00y4aroImuXCs.

2.3.3. Ocymectaiusier nuddepeHIHpoBaHHOE OHOMHOTEIHO-HH(POPMAIHOHHOE O0CTyKHBAHKE
Me1arorHIeckuX pabOTHHKOB!
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BBIABIIACT IfIH(l)OpMaHHOHHHe TIOTpe6HOCTH H YIOBJIETBOPSAET 3ampocChl, CBS3aHHBIE C
06Y‘IGHH6M, BOCITHTaAaHHCM OGY‘-IE].IOII[I/IXCSI;

COHEﬁCTByeT HpO(l)GCCHOHaJTBHOfI KOMIIETCHITHH TI€CAaroroB, TTOBBIICHHWKO KBaJII'I(iJPIKaL[PIPI,
ITPOBEJICHUIO aTTCCTAIlHH;

OCYIIECTBIISIET TEKyIee HHPOPMHUPOBaHHe (IHH WHGOPMAIHH, 0030PB! HOBBIX MOCTYIICHHH
W ITyOTHKAIHH);

CIIOCOOCTBYET TMPOBENCHHIO 3aHATHH MO (DOPMHPOBAHHIO HHOOPMAIHOHHOH KyJIBTypHI
00y9aromuxcs, sBiseTcss 0a3oi Ul TPOBEJEHWS IMPAaKTHYECKHX 3aHATHH 1o pabote ¢
HH()OPMAITHOHHBIMH peCcypcaMH.

2.3.4. Ocymectrisier auddepeHippoBanHoe OHOIHOTEUHO-HHPOPMAIITOHHOE O0CTY)KHBaHHE
poauTenei (3aKOHHBIX MpeIcTaBuTeNel) 00yJaromuxcs:

YIOBIETBOPSET 3aIPOCHl TOJIb30BaTeNicif ¥ HMHQOPMHUPYET O HOBBIX MOCTYIUICHUSIX B
OubIHOTEKY;

KOHCYJIBTHPYET 10 BOTIPOCAM OPTaHH3alliH CeMEHHOT0 YTEHHs!, 3HAKOMHUT ¢ HH(MOpMaIHEH 110
BOCITHTAHHIO JIETEH;

KOHCYJIBTHPYET 10 BOIIpocaM yueOHBIX H3aHHH T 00yJaromuXcs.

3. Opranusanus AesITeJbHOCTH OHOJIHOTEKH

3.1. OGmee pyKOBOJCTBO JESTEIBHOCTBIO OHOIMOTEKH OCYIIECTBISCT PYKOBOIHTENb
o0pa3oBaTeIbHON OpraHU3allkH.

3.2. HemocpeacTBeHHOE PYKOBOACTBO OMOTHMOTEKOH OCYIIECTBIsSET OMOIHOTEKAPh, KOTOPHIH
Ha3HAYACTCs PYKOBOAMUTENEM 00pa30BaTelIbHOM OpraHu3ainy.

3.3. bubnuoTekaph HECET OTBETCTBECHHOCTH B IpEJENiaX CBOCH KOMIIETCHIIMH 3a OPraHHU3aIHIo U
Pe3yIBTATHI AEATEIbHOCTH OMOIMOTEKH.

3.4. 3asemyrommii  OMOIMOTEKOM  paspabaTelBaeT M NPEACTABIACT  PYKOBOTHTEIIO
00pa3oBaTEIFHON OPTaHU3aINH Ha YTBEPIKICHHE CIICYIOUIHE TOKYMEHTBL:

TTOJIOKEHHE 0 OMOIMOTEKE;
paBHiIa TOTB30BAHHUS OHOIMOTEKOMH;
MIJIAHOBO-OTYETHYIO IIOKyMCHTaHHIOI.
3.5. B cocraB OMOMHOTEKH BXOIUT:
abOOHEMEHT;
GUTANBHBIH 341;
0T/ Y4eOHUKOB;
(OHI ¥ CTIeMATH3UPOBAHHBIH 341 pabOThI ¢ MYJIBTUMEIHHHBIMU U CETEBBIMH JOKYMCHTAMH,
MeTHaTeKa.

3.6. bubnmoreuHo-HHGOPMAIHOHHOE OOCIYyKHBAaHHE OCYLICCTBISETCS B COOTBETCTBHH C
m1agamMu paboThl OUOIMOTEKH H PEKMMOM paboThl 00pa3oBaTeNbHOM OpraHU3alii.
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3.7. bubmmorexa BIpaBe NPEAOCTABIATH IUIATHBIE OMONHOTEUHO-MH(OPMALMOHHBIE YCIYTH,
IIepeYeHb KOTOPBIX ONPEAEIAETCs yCTaBOM 00pa30BaTeIbHON OpraHu3aliH.

3.8. Pexxum paboter Oubimorexku omnpenessiercs OHOIMOTEKapeM ¢ YUeTOM pexuMa paboThl
obpazoBaTensHOM opranm3anud. OIHH pa3 B MECSIl MPeIyCMaTpHBACTCS CAaHHTAPHBIN JI€HB, B
KOTOPBII 00CTY)KHBAaHUE TIOJIH30BATENECH HE IIPOU3BOIHUTCS.

4. Vaer mocTyIuieHusi H BHIOBITHS JIOKYMEHTOB 0nbmoTedHoro (oxga
4.1. ITpuem TOKYMEHTOB B (poHI OMOIMOTEKH BKJIOYACT CICAYIOIHE OTIepalliHy:

e CBEpKa MOCTYIUICHHH ¢ MEPBUYHBIM YYSTHBIM JOKYMEHTOM (HaKIaaHas, akT), BKIIOYAIOIIUM
CITMCOK TTOCTYITHBIINX JOKYMEHTOB;

e COCTABJICHHEC INECPBHYHOIO YHUCTHOTO MOKYMEHTa IS HOCTYHJICHI/IP’I 6e3 COHpOBOHHTCH‘BHOﬁ
JOKYMEHTAIIHH,

e DpETHUCTpAalUs IMOCTYIHMBIONMX JIOKYMEHTOB B PErHCTpax CyMMapHOro, TpymIIOBOrO M
uHmBrayaneHoro  yaera (I'OCT  7.0.93-2015 «bubnuoreunsiit  goux.  TexHonorus
(bopMHpOBaHHUSY).

42. Ilpm m[OMONHEHWH OCHOBHOTO OuOGHOTeYHOro (oHHa HEOOXOMUMO COOIOIATH
Tpebopanus OenepanpHoro 3akoHa ot 25.07.2002 Ne 114-03 «O npotuBoAeHCTBHH
HKCTPEMHUCTCKOH JeATeIbHOCTHY. JIOKYMEHTEI, BKIIOYEHHBIE B IIEPEUEHb SKCTPEMHCTCKHX
MaTepHAIIOB, IIPHOOPETATH 3aAIPEIICHO, IIPH BBISBICHUN UX B (QOHIE — H3BIMATh U3 JOCTYIA.

4.3. Yyer u 06paboTka TOKyMEeHTOB OuOIHOTEYHOrO (HOHIA.

4.3.1. Yuer u 00paboTka DOKYMEHTOB OCHOBHOTO (DOHIA OCYINECTBIISETCS HHIUBHYAITbHBIM
crtocoboM. CBeZleHMs 0 TTOCTYMHBINNX ITEYATHBIX JTOKYMEHTaX BHOCATCS B «KHHTY cyMMapHOTO
yYeTa JIOKYMEHTOB OCHOBHOTO (DOHIa».

[locTynmuBIIMM ~ TOKYMEHTaM TIPUCBAHBAIOT HHIMBH/yalbHBIH PETHCTPALHOHHBIA HOMED
(MHBEHTApHBI HOMEpP W/IM HWHOH 3HAK, NMPHHATHIH B Ka4yecTBE PETHCTPALMOHHOIO HOMEpA,
CHCTEMHBIH HOMEp JUIS 3IeKTPOHHBIX JOKYMEHTOB) ¥ IIH(P XpaHEHHS.

PervcTpanioHHble HOMepa ©u MM(GPLI OTMEYAIOT B PETHCTpaX HWHIMBHIAYATBHOIO Yy4eTa
JIOKYMEHTOB — WHBEHTAPHOH KHHTE, KAPTOTEKe PEerHCTPallMy Ta3eT, KypHAJIOB, y9eTHOH Oase
JIAHHBIX.

Bce oSK3eMIUIsspbl TPHHATBIX M3aHWil mTemnemorores. IllteMnens ¢ HaumMEHOBaHHEM
06pasoBaTelbHON OpraHu3aliyl JOJDKeH OBITh TPSMOYTONBHOH (OPMBI, pasMepoM He
goneie ueM 1,5%4 cm.

IITemriess cTaBUTCS Ha 000pOTE TUTYIRHOTO JHCTa (IIpH OTCYTCTBHH THTYJIBHOTO JIHCTa — Ha
HepBOIi CTpaHMIlE TEKCTa IMOJI 3arjiaBueM), Ha 17-if cTpaHuWie IO TEKCTOM B JIEBOM HHMKHEM
yriiy u Ha 06opoTe Kaxaoro mpuiaokeHus. Ha Opommopax u jKypHaJIax IITEMIIETb CTaBUTCH
TOJABKO Ha 00JI0KKE WJIH Ha TIEPBOM CTPaHHIIE TEKCTA.

CocTas ocHOBHOTO (hoHIA (UKCHpYeTCs B KapTOUHOM al(paBUTHOM Karajore, B SJICKTPOHHOH
0ase MaHHBIX OHOIHOTEKH.

43.2. Yuer m obpaborka crenuammsuposansoro ¢onnga. CrenuamisHpoBaHHBM  (QOHN
VUUTHIBAETCS M XPAHHUTCS OTAEIBHO OT OCHOBHOTO 6ubmoTeyHOro GpoH/ia.

Vuer JOKYMEHTOB CIEMHaIH3HPOBAaHHOTO (DOHIA, KaK MHOTOIK3EMIUIAPHOH ITHTEpaTyphl,
OCYIIECTRISETCS TPYIITIOBEIM CTIOCOOOM | oTpaxkaetcs B «KHHure cyMmapHOro ydera y4eGHOTO
(onIa» ¥ B KapTOTEKE PErHCTPAI[MOHHBIX KApTOUYEK.
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Ha kax/10e HaWMEHOBaHHE JOKYMEHTOB CIIEIHATH3MPOBAHHOTO (POHJIA 3aBOIMTCS OTIACIIHHAS
yyeTHas Kaprtouka. Kaprouku c¢ Oubiamorpaguueckum oOnucaHueM W3IaHWH yUeOHHUKOB
paccTaBiIAIOTCS B YUIETHYIO KapTOTEKy IO KjlaccaM, a BHYTPH KJIaccoB — 110 an(aBATy (hamumii
aBTOpOB WM 3ariaBuil. JIns KOHTpPONS 3a COXPaHHOCTBIO YYETHBIX KapTOYEK OHH
perucTpupyrorest B « KypHaiie perucTpannui yYeTHBIX KapTOUeK YICOHHKOBY.

Texanueckast 06paboTKa TOKYMEHTOB IpeIycMaTpHUBaeT IIPOCTABICHHAE Ha KaXKIOM JOKYMEHTe
mremMienns OMOIHOTEKH B COOTBETCTBHH € ITYHKTOM 4.3.1 HACTOSIMIETO MTOIOKEHHS.

Vuer crenuamu3upoBaHHOrO (OHIA NpeaycMaTpHBacT OTPaKCHHE €ro COCTaBa B CIIPABOYHO-
oubmiorpadudeckoM arnmapare OHOIMOTEKH, B TOM YHCIIE B JIEKTPOHHOH Oa3e NaHHEIX.

4.4, BeiObITHE JOKYMEHTOB OHOIHOTEUHOTO (DOH/A.

4.4.1. IlpuunHbl, 110 KOTOPBIM JIOKYMEHT MOXKET OBITH BBIBENECH M3 cocTaBa OMOIMOTEYHOrO
(GoH1a, BKITIOYAIOT B TOM YHCJIE BETXOCTH, JIE(PEKTHOCTD, YCTAPEIOCTh 10 CONEPXKAHHUIO, YTPATY.
HckmoueHne JIOKyMeHTa u3 OubInoTeuHoro GoHaa IpoBOAUTCS HA OCHOBAHWY aHAIN3a COCTaBa
OubmmoTedHoro (PoHIA U Pe3yJIbTaTOB €0 MPOBEPKH.

4.4.2. Tlog BETXOCTBIO MOKYMEHTa MOHHMAIOT pPE3yJIbTaT €CTECTBEHHOIO CTapeHHs WIH
(pu3HIECKOro H3HOCA TOKYMEHTA.

4.43. Tlon nmedeKTHOCTHIO JOKYMEHTAa IIOHHMAIOT 4YaCTHYHYIO MIH IIOJHYK yTpary
HKCIUTYaTAIlHOHHBIX KAYeCTB JOKYMEHTa B pe3yiibTaTe BHEITHErO BO3ICHCTBHSI.

4.4.4. Tlog ycrapenocThiO TO COJCPKAaHUIO MOHHUMAIOT IOTEPH) aKTYaJIbHOCTH TEMATHKH,
IOITBEPKAAEMYIO OTCYTCTBHEM cripoca  4HTaTeNei, HEBOCTPeOOBAHHOCTHIO B
rnepepacrpe/ie/IiecHUH U pealli3allim.

4.4.5. ITox yrpaToif TOKyMEHTa IIOHAMAIOT €ro OTCYTCTBHE B (poHIE OMOIMOTEKH MO NPHIHHAM
TIOTEPH, XHUIIEHUs, OeJCTBHH CTUXHHHOIO, TEXHOTCHHOTO (B TOM dYHCIIE XaKEPCKOH aTaky
HEBOCCTAHOBUMOTO ¢OOS 2JIEKTPOHHOTO 000pYyJAOBaHHWs) WM COLMATBHOIO XapakTepa, II0
HEYCTAHOBJICHHOM IIPHYMHE.

4.4.6. Ilpomecc WHCKIIOYEHHs JOKYMEHTOB M3 (oHIa OHOJMOTEKH OCYLIECTBISCTCS B
coorBedcTum ¢ [TopsikoM yueTa TOKYMEHTOB, BXOJSIIMX B cocTaB OmbmmorewdHoro Qonia,
YTBEPIKICHHBIM IprKa3oM MuskyneTypsl Poccnn ot 08.10.2012 Ne 1077,

4.4.7. BoiObITHE TOKYMEHTOB OMOIHOTEYHOrO (hOHAA MPOU3BOIUTCS B PE3yNbTATE UX CIIHCAHHS
KOMHCCHEH, CO3/IaHHOI PyKOBOAMTEIEM 00pa30BaTeNbHON OPraHU3AIHH.

4.4.8. Yrummanms CHOHCAHHBIX JOKYMEHTOB OmOmHOTedHOro (QoOHIa TPOM3BOIMTCS B
COOTBETCTBHH C 3aKOHOATebecTBOM Poccuiickoil @enepariuy.

5. [IpoBepka JoOKyMeHTOB OHOIHOTETHOTO Qo

5.1. TlnaHoBast IPOBEPKa JOKYMEHTOB GHOIMOTEYHOro (JOHIA TPOBOIHUTCS C MEPHOAMIHOCTHIO
OJIMH pa3 B MATH €T Ha OCHOBaHWH rpadika MPOBEPKH, YTBEPIKICHHOTO OHOIHOTEKapeM.

5.2. BremmaHoBas IpoBepKa IOKYMEHTOB OmOmMoTedHoro (GoHIa MPOM3BOIUTCS B
00s13aTe/IbHOM MOPSIZIKE:

¢ IIpH BBISABICHHWH (paKTOB XHUIICHHA, 3HOYTIOTPC6H€HH51 HJTH ITIOPYHA JOKYMCHTOB,

¢ B cIydYae CTHXHHMHOrO OEICTBES, I0Xapa MM APYTHX Ype3BbIYaiHBIX CHTYallHi, BBI3BAaHHBIX
SKCTPEMATBLHBIME YCIOBUSIMH;
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5.3. Tlo wurtoram mpoBepku OWUOIHOTEKAPH COCTABISET aKT, NOANMCHIBAET M XPAHUT €ro B
OubmMoTeKe B TEYCHHWE CpOKA, YCTAHOBIEHHOTO HOMEHKIATypod nmem. Ecmm kakwe-to
JOKYMEHTBI OTCYTCTBYIOT II0 HEYCTAHOBICHHOM IpHYMHE, TO K aKTy TPHKIAIBIBAETCS MX
CITHCOK, B KOTOPOM (DMKCHUPYIOTCS CBEIECHUS O KOJIMUYECTBE NOKyMEHTOB Oubimmnoreunoro Gouma
B HAQJIWYHH M KOJTHYECCTBE OTCYTCTBYIONIIMX TOKYMEHTOB, B TOM UHCIE II0 HEYCTAHOBJICHHOH
npuurHe. B akTe Takke ykaspBaeTcs HOMEp U 1aTa akTa IpeabLIyInel IpOBEepKH.

54. Bo Bpemsi NIpOBEpPKH IOKyMEHTOB OmuOIMoTedHOro (GoHAa pabOTHHUKH OTCIIEKHUBAIOT
HAJIMYHE OKCTPEMHCTCKHX MATEPHAIOB, KOTOPBIE BXOAAT B (elepabHBIH  CIHCOK,
omrybmuKkoBaHHEIH MuHIOCTOM POccHM Ha cBoeM caiiTe.

Ecin 6GubinoTekaph HalIeT S5KCTPEMUACTCKUE MaTepHal, TO J0JKeH OrPaHHYUTh K HEMY JOCTYII
CO CTOPOHBI TTOJIB30BATENEH.

5.5. Ilpu BBISBICHWH B TIpoLEcce MPOBEpKH (OHIA OTCYTCTBYIOIIMX JOKYMEHTOB H
HEBO3MOKHOCTH YCTAHOBJIEHHS BHHOBHBIX JHIl YOBITKH II0 HENOCTauyaM CIIHCBIBAKOTCS B
COOTBETCTBHHY C JEHCTBYIOIINM 3aKOHOATENBCTBOM.



