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ITonokenune o ONGJIMOTEKE
1. OO0mue moJIoKeHus

1.1. HacTosiee monoxeHHe peraaMeHTHpyeT aesTeNbHOCTh Oubmuoreku MBOY «COII Nely
ropoja Kupcanosa TamOoBcKko# oOmactu (1anee — oOpa3oBarenbHasi OPraHU3aIHs).

1.2. Hacrosiee rmoioxeHue pa3padboTaHo B COOTBETCTBUU ¢ DenepaibHbIM 3aKOHOM OT 29.12.2012
Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit @enepanuny, npukazoMm MuHKyIbTypbl Poccun ot
08.10.2012 Ne 1077 «O6 ytBepxkaenun Ilopsaka ydera HOKyMEHTOB, BXOJASIIUX B COCTaB
oubmmoreynoro QGoHma» ¢ yderom nuchMa MuHoOpazoBanusi Poccum ot 23.03.2004 Ne 14-51-
70/13 «O [IpumepHOM NOJIOKEHUHU O OUOIHOTEKE 001IE00Pa30BATETLHOTO YUPEKICHUS.

1.3. bubnuoreka sBASETCS CTPYKTYPHBIM TMOAPA3ACICHUEM OOpa30BaTEIIbHOM OpraHU3aIliH,
CO3/IaHHBIM B IIeJIsAX oOecreyeHus mpaBa YYaCTHUKOB 00pa30BaTEIbHOTO Mpoliecca Ha OecriaTHoe
10JIb30BaHKUE OMOIMOTEYHO-UH(OPMALIMOHHBIMU PECYpPCaMHU.

1.4. Tlopsaok moNB30BaHUsI UCTOYHUKAMH MH(GOpPMAIUH, IEPeYeHb OCHOBHBIX YCIYT U YCJIOBUS HX
MPEAOCTABIICHUS] ONPEACISIOTCS HACTOSIIMM TIOJIOKEHHEM O OuOIMOTeKe | MpaBHIAMH
MOJIb30BaHUS OMOTMOTEKOMN, YTBEPKIEHHBIMH PYKOBOJUTENIEM 00pa30BaTeIbHON OpraHu3aIiiu.

1.5. Opraauzanus OOCTY>KMBAaHHS yYaCTHMKOB 0Opa3oBaTEIbHOTO TIpollecca MPOU3BOJIUTCA B
COOTBETCTBUM C TMpaBWJIAMHU TEXHUKH O€30MacHOCTH M TMPOTHUBOIOKAPHBIMU, CAHUTAPHO-
TUTUEHUICCKUMH TPEOOBAHUSIMHU.

2. Hean, 3apaun, pyHKIUM OUOIUOTEKH

2.1. llenn OMOGAMOTEKH COOTBETCTBYIOT IEJISIM 00pa30BaTEIbHOM OPraHU3alluK M BKIIFOYAIOT B Ce0s
B TOM uHcie: ¢popMHpoBaHHE OOIIEH KyJIbTYphl JUYHOCTH OOYYArOIMXCS HA OCHOBE YCBOEHUS
0053aTeNIFHOT0O MHHHAMYMa COJIEpXKaHHs 00IIe0o0pa30BaTeNIbHBIX MPOTPaMM, WX aJanTamus K
KHU3HU B OOILECTBE, CO3JIaHHE OCHOBBI JUIsI OCO3HAHHOT'O BBIOOpAa M MOCIEIYIOIIEro OCBOEHUS
poeCCHOHATTBHBIX 00Pa30BaTENbHBIX MPOTPAMM, BOCITUTAHUE TPAXKIAAHCTBEHHOCTH, TPYIOTIOOHS,
yBa)KEHHsI K IpaBaM M CBOOOJAaM yelloBeKa, JIIOOBU K OKpy»Karomied npupone, Poaune, cembe,
dhopmupoBaHKEe 370POBOTO 00pa3a KU3HH.

2.2. 3ajauamu OubIMOTEKH 00pa30BaTENbHON OPraHU3alMU SBIISIOTCS:

e oOecrieueHNe YYacTHUKOB 0OOpPa30BaTENLHOTO TMpOIecca JOCTYIIOM K HH(OpMAIUH,
3HAHUSAM, UJESIM, KyJIbTYpHBIM IIEHHOCTSM MOCPEICTBOM HCIOJIb30BaHUSI OUOINOTEUHO-
UH(POPMALIMOHHBIX PECYPCOB 00pa30BaTEIbHON OpraHU3aIH;

e TMpHBJICYCHHE OOYUYAIOMIMXCS K CHCTEMAaTHYECKOMY UYTCHHUIO YYeOHOM, XYI0KECTBEHHOH,
HAYYHO-TIONYJISIPHON JIUTEPaTyPHhI;

e COJICHCTBHE PA3BUTHIO MTO3HABATEIBHBIX HHTEPECOB M CIIOCOOHOCTEH 00yJarOIIIXCs;

e 00ydeHue 0CHOBaM OMOIMOTEUHO-OMOIHOrpaduuecKoi rpaMOTHOCTH;

e COJNCHCTBHE TMEAATOTHYECKUM pabOTHHKAM B TMOAOOpe  HAYYHO-METOIUYECKOMH
JUTEpaTyphl, ”HPOPMHUPOBAHUE O HOBBIX IMOCTYIUICHUSIX B OMOIMOTEUHbIH (hOHT;



e COBEpPIICHCTBOBAHUE TIPEJOCTABISEMBIX OHOIMOTEKONH YyCIyr Ha OCHOBE BHEAPEHUS
HOBBIX  MH(MOPMAIIMOHHBIX  TEXHOJOTMM W  KOMIBIOTEpU3AIMU  OMOIHOTEYHO-
UH(POPMALIMOHHBIX MPOLIECCOB, GOPMHUPOBAHUE KOM(OPTHON OMOINOTEUHOHN Cpebl.

2.3. bubnuoTeka BBITIOJHSET CIEAYIONe GyHKIIUN:
2.3.1. ®opmupyer ¢donx OuOIMOTEYHO-UHPOPMALMOHHBIX PECYpCOB  00pa3oBaTEIbHON
OpraHu3alyu:

e KOMIUIGKTYET OCHOBHOH  (oHA  yd4eOHBIMH,  XYyJIOKECTBCHHBIMH,  HAyYHBIMU,
CIIPaBOYHBIMH, ME€IarOTMYECKUMH U HAyYHO-TIONYJISPHBIMU JOKYMEHTaMU;

e YyYacTBYeT B KOMIUICKTOBAaHUHU CIICIIMATU3UPOBAHHOTO (OHJA Y4eOHMKAMH U3 4YHCIa
BXOJAUINX B (peliepalibHbIi MepeyeHb Y4eOHUKOB, JOIMYIICHHBIX K HCIOIb30BAaHUIO MPU
peanu3ai UMEIOINX TOCyIapCTBEHHYIO aKKpEeIUTAIMI0 00pa30BaTeNbHBIX MPOTrpaMM
HAYaJIbHOTO O0ILEro, OCHOBHOTO OOILEro, CpeHero odmero oopazoBaHusi, 1 y4eOHbIMU
MOCOOMSAMH, JOMYIICHHBIMH K HWCIHOJB30BAaHUIO TMPH  pealn3allii  YKa3aHHbBIX
00pa3oBaTeNbHBIX IPOrPaMM;

e OCYUIECTBIISIET pa3MEUICHUE, OPTaHU3AIMIO U COXPAHHOCTh JJOKYMEHTOB.

2.3.2. OcymectBusier auddepeHnrupoBaHHOS OMOJIMOTEYHO-UHPOPMAIIMOHHOE OO0CTy)KMBaHUE
00yJarouXcs:

e TpefocTaBiseT UHPOPMAILIMOHHBIE PECYPCHI Ha PA3TUYHBIX HOCUTEISX;

e opraHuszyer oOydeHHME HaBbIKaM HE3aBUCUMOTO OHOJIMOTEUHOTrO TMOJB30BATENsd U
notpeburens UHPOpPMAIMK, COACUCTBYET HMHTErpallid KOMIUIEKCa 3HAHWUW, YMEHUH H
HABBIKOB pa0OThI ¢ KHUTOW U MHPOpMAITUEH;

e OKa3bIBaeT MH(MOPMALMOHHYIO MOAJIEPKKY B PEHICHUU 33]a4, BO3HUKAIOIIUX B MPOLIECCE
y4eOHOM, caM000pa30BaTEIbHON U IOCYTOBOM JACATEIHLHOCTH 00YUYaOIIUXCS;

e OpraHuM3yeT MacCOBbI€ MEPOIPUSATHS, OPHEHTUPOBAHHBIE HAa pa3BUTHUE OOIIeH U
YUTATEIBCKON KYJIbTYpPbl TUYHOCTH;

e COJCHICTBYET Melaroru4eckuM pabOTHUKAM B OpraHH3allMy 00pa30BaTEIHLHOrO IMpolecca
U J10CyTra 00y4arouuxcs.

2.3.3. OcymectBiuger auddepeHuupoBaHHOE OUOIMOTEUHO-UHPOPMAIIIOHHOE OO0CITyKUBaHUE
MeJarorn4ecKux paboTHUKOB:

e BBIABIACT MH(POPMAIMOHHBIE MOTPEOHOCTH M YAOBIETBOPSET 3amlpOChl, CBSI3aHHBIE C
o0ydJeHHeM, BOCITUTAHUEM O0YJarOIIXCS;

e cojeicTByeT MpoeCCHOHATBLHON KOMITETEHIINH MearoroB, MOBHIIICHUIO KBATH(PUKAIIUY;

e OCYIIECTBISIET Tekymlee uHGOpMUpoBaHue (aIHU uHPOpManMu, 0030pbl HOBBIX
HOCTYIIJIEHUH U IyOauKanuil);

e CIMOCOOCTBYET TMPOBEJICHUIO 3aHATHH MO (OPMHUPOBAHUIO HWHPOPMAITMOHHON KYIBTYPHI
oOydaromuxcsi, ABIseTcs 0a30¥l IS MPOBEACHUS MPAKTUYECKUX 3aHATUH MO paboTe ¢
WH()OPMAITMOHHBIMH PECYpPCaAMH.

2.3.4. OcymectBiger auddepeHIupoBaHHOE OUOINOTEYHO-MHPOPMAIIMIOHHOE OO0CITyKUBaHUE
ponuTene (3aKOHHBIX MPEACTaBUTENEH ) 00yUarOIUXCS:

e YJIOBIIETBOPSIET 3aMpOChl TONB30BaTeNel M WH(GOPMUPYET O HOBBIX TMOCTYIUICHUSX B
OMOINOTEKY;

e KOHCYJBTHPYET IO BOMNpPOCAM OpTraHU3alMH CEMEWHOTO UTEHHS, 3HAKOMUT C
uH(popMalel o BOCIIUTAHUIO JIeTel;

e KOHCYJBTHPYET IO BOIPOCAM YUEOHBIX U3IaHUMN s 00yJatOIUXCs.

3. Opranuszanus JesiTeJbHOCTH OMOJIHOTEKH

3.1. OOmee pYKOBOJICTBO JEATEILHOCTBIO OHOJMOTEKHM OCYIIECTBIIET PYKOBOJIUTENb
o0pa30BaTeNbHON OpraHu3aluy.

3.2.  HenocpeAcTBeHHOE  PYKOBOJICTBO  OHMONMOTEKOH  OCYIIECTBISET  3aBeIyHOIIUI
OMOIMOTEKOM, KOTOPBIN HA3HAYAETCSl PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBenyromuii OMOIMOTEKOW HECET OTBETCTBEHHOCTh B IpeleNax CBOEH KOMIIETEHIMH 3a
OpraHM3aIMIO U Pe3yJIbTaThl JeSATEIbHOCTH OUOINOTEKH.



3.4. 3aBenyromuii 6MOIMOTEKOM pa3pabaThIBaET U MPECTABISACT PYKOBOAUTENO 00pa3oBaTeIbHOM
OpraHU3aIMK Ha YTBEPKACHHUE CIICTYIONTHE JOKYMEHTHI:

e TIOJOXKEHUE 0 OMOIMOTEKE, MpaBUiIa MOIH30BAHUS OUOIHOTEKOH;

e TUJIAHOBO-OTYETHYIO JIOKYMEHTAIIHIO.
3.5. B coctaB OMOIHOTEKH BXOIUT

e a0OHEMEHT;

e UHTAJLHBLIN 347,

e OTIE] YYCOHMKOB

3.6. bubnnoredHo-nHPOPMAIIMOHHOE 00CITY)KMBaHUE OCYIIECTBIIIETCSI B COOTBETCTBHH C IIJIAHAMU
paboThI OGUOTMOTEKH U PEKUMOM pabOThl 00pa30BaTEIHHON OpTaHU3AIIH.

3.7. Pexxum paboThl OMOJMOTEKH OMpEAesaeTCs 3aBeAYIOIUM OMOJMOTEKOW C y4eTOM peKHhMa
paboTel oOpa3zoBaTenbHON opranm3anuu. OIUH pa3 B MeECSI] NMPEeIyCMAaTPUBACTCS CAHUTAPHBIN
JICHb, B KOTOPKI 00CITy)KHBaHUE MOJIb30BATEIICH HE TIPOU3BOIUTCS.

4. Y4yer nocTynjieHusi 1 BbIObITHS JIOKYMEHTOB OHOJIMOTEYHOr0 (poHAa

4.1. IIpueM 10KyMEHTOB B (hOHJT OUOINOTEKH BKIIHOYAET CIIeIyIOIUE ONepaliu:

e CBEpPKa TMOCTYIUICHHH C TIEPBHYHBIM YYETHHIM JOKYMEHTOM (HaKkjajgHas, aKT),
BKJIIOYAOLIUM CITUCOK MOCTYNHUBIINX JOKYMEHTOB;

e COCTaBJCHHWE  IEPBHYHOTO  YYETHOTO  JIOKyMEHTa Ui  TOCTyIUIeHWH  0e3
COIIPOBOJIUTENIHON JOKYMEHTALNH;

e perucTpamysi MOCTYNHMBIIMX JOKYMEHTOB B PErHCTpaXx CyMMapHOTO, TPYIMIIOBOTO H
unauBuayansHoro ydera (I'OCT 7.0.93-2015 «bubnuoteunsiii ¢oua. TexHomorus
(bopMUpOBaHUSD?).

4.2. Ilpy MONOJHEHHWH OCHOBHOTO OMOJMOTEHYHOro (oHAa HEOOXOJAMMO COONIOAATh TPEOOBAHMS
@enepanpHoro 3akoHa or 25.07.2002 Ne 114-®3 «O mnpoTUBOAEHCTBUM 3KCTPEMHUCTCKOU
NesITeNbHOCTH». JIOKYMEHTBI, BKJIIOUYEHHBbIE B IEPEYeHb 3KCTPEMUCTCKUX MAaTepHajoB,
proOpeTaTh 3ampeiieHo, MPu BBISBICHUN X B (OHAE — U3BIMATh U3 AOCTYIIA.

4.3. Yyer u 06paboTKka TOKYMEHTOB OMOJIMOTEYHOTO (poHAA.

4.3.1. Yuer u oOpa®oTKa JTOKyMEHTOB OCHOBHOTO ()OHAA OCYIIECTBISETCS WHIUBUIYaIbHBIM
cioco6oM. CBeieHusI O MOCTYMUBUIMX MEYAaTHBIX JOKYMEHTax BHOcCATCS B «KHHUry cymMMapHOro
y4era JOKYMEHTOB OCHOBHOTO (hOHAA».

[TocTynuBIIMM JOKYMEHTaM MPUCBAUBAIOT WHAWBUYaIbHbIN pErUCTPAlIMOHHBIN HOMED.

Bce ok3emmiuspbl TpPUHATBIX W3JaHUKA mTemrenioroTcs. llremnens ¢ HamMeHOBaHUEM
00pa3oBaTeNbHON OpraHu3alyu JTOKEH OBITh MPSIMOYTOJbHON (POPMBI, pa3MepoM He OoJble 4yeM
1,574 cm.

HItemmnens cTaBUTCA Ha 000pOTE TUTYJIBHOIO JIUCTA (MPH OTCYTCTBUU TUTYJIBHOIO JIUCTa — HA
MIEpBON CTpAaHUIIE TEKCTA MO/ 3arjlaBueM), Ha 17-i cTpaHUIle O/l TEKCTOM B JIEBOM HIKHEM YTy U
Ha 00opoTe Kaxaoro mpuioxeHus. Ha Opouropax M kypHasiax IITEMIENb CTaBUTCS TOJBKO Ha
00JIOKKE MM Ha TIEPBOW CTPAHHIIE TEKCTA.

43.2. Yuer u o00paboTka cHenMaau3MpoBaHHOro ¢ouaa. Crneunanau3upoBaHHBIA (HOHJ
YUHUTBHIBAETCS] U XPAHUTCS OTJEIBHO OT OCHOBHOTO OMOIMOTEYHOTO POHIA.

Yder JOKYMEHTOB CHEIMAIM3HPOBAHHOTO (OHAA, KaK MHOTOIK3EMIUIIPHON JIMTEpaTyphl,
OCYIIECTBIISIETCS TPYIIIOBBIM CIIOCOOOM M OTpaxkaercsi B «KHHre cymMMapHOTO ydyera y4eOHOTO
dbonmay.

Texanueckas 00paboTKa TOKYMEHTOB IPEAyCMaTPUBAET CICAYIONINE OTIePAIIHH:

e TIIPOCTABJIEHUE HA KAXJIOM JIOKYMEHTE IITeMITeNs OMOIMOTEKH B COOTBETCTBHU C TYHKTOM

4.3.1 HacTOSIIETO MOJOKEHHUS.
4.4. BpiObITHE TOKYMEHTOB OMOIMOTEUHOrO (POHTA.
4.4.1. [IpyunHbl, 10 KOTOPHIM JOKYMEHT MOXKET OBbITh BBIBEJICH U3 cocTaBa OubnuoTeyHoro ¢hoHaa,
BKJIIOYAIOT B TOM YHCJIE BETXOCTh, AE(PEKTHOCTb, YCTAPENOCTh IO COJEPKAHUIO, YTpaTy.
Hckirouenne TOKyMeHTa U3 OMOIMMOTeYHOTro (hOHIA TMPOBOJUTCS Ha OCHOBAHHMH aHAIHM3a COCTaBa
6ubnMMoTeYHOro (QOHA U Pe3yJIbTATOB €ro MPOBEPKH.



4.4.2. Ilom BeTXOCTbIO JOKYMEHTa IIOHMMAIOT pE3yJbTaT €CTECTBEHHOI'O CTapeHMsl WU
(bu3MYECKOro U3HOCA JOKYMEHTA.

44.3. Tlog nedexTHOCTbIO JOKYMEHTAa TIOHUMAIOT YacTUYHYI0 WJIM TOJHYIO yTpaTy
HKCIUTYyaTallMOHHBIX KaUueCTB TOKYMEHTA B PE3yJIbTaTe BHEIIHETO BO3ICHCTBUSI.

4.44. llon ycTapelocThi0 MO COACPKAHUIO TOHUMAIOT TMOTEPI0 aKTYaJbHOCTH TEMATHUKH,
MOATBEPK/IaEMYI0 OTCYTCTBUEM CIIpOCa YUTATEIeH, HEBOCTPEOOBAHHOCTHIO B MEepepacipeIeieHun
U peaan3aluu.

445, Tlox yrpaToif TOKyMEHTa MOHUMAIOT €r0 OTCYTCTBHE B (OHAC OMOIMOTEKH MO MPUYMHAM
MOTepH, XUIICHUS, OCICTBUN CTUXMHHOIO, TEXHOTEHHOrO0 (B TOM YHCJIE XaKEPCKOW aTaku U
HEBOCCTAHOBUMOTO cOO0SI JIEKTPOHHOTO  00Opy/AOBaHUs) MM COLMAIBLHOTO — XapakTepa, IO
HEYCTaHOBJICHHOW IIPUYHUHE.

4.4.6. IIpouecc UCKIIIOUEHUSI TOKYMEHTOB U3 (oHa OMOIMOTEKH OCYIIECTBISETCS B COOTBETCTBUU
c IlopsakoMm ydera JOKYMEHTOB, BXOJAALIMX B COCTaB OMOMMOTEYHOTO (hOHMIA, YTBEpKICHHBIM
npuka3zoM MunkynbTypsl Poccun ot 08.10.2012 Ne 1077.

4.4.77. BoIObITHE JOKYMEHTOB OMOJIMOTEYHOTrO (pOHIA MPOU3BOAUTCS B PE3yJIbTAaTe UX CIUCAHHUS
KOMUCCHEH, CO3JaHHON PYKOBOAUTEIEM 00pa30BaTEIbHON OpraHU3aluy.

4.4.8. YTunuzauusi ClIUCaHHBIX JJOKYMEHTOB OMOIHMOTEYHOT0 (POH/IA IPOU3BOIUTCS B COOTBETCTBUU
C 3aKOHOAaTeILCTBOM Poccuiickoi denepanuu.

5. IIpoBepka 10KyMeHTOB 0U0JIMOTE4HOro GoHAA

5.1. IlnaHoBasi mpoBepKa MOKYMEHTOB OUOIMOTEYHOTO (OHIA MPOBOIUTCS C MEPUOAUYHOCTHIO
OIMH pa3 B IIAThJICT HA OCHOBAaHWUU TIpaduKa TPOBEPKH, YTBEPKICHHOTO 3aBEAYIOIINM
OuOIMOTEKOM.
5.2. BaerutanoBasi mpoBepka JOKYMEHTOB OMOIMOTEYHOTO (DOHJA MPOU3BOIUTCS B 00A3aTEIHHOM
MOpAIKE:

e TIPU BBHISBJICHHUH (DAKTOB XHILEHUS, 3TI0yTIOTPEOJICHHSI MU TIOPYH JOKYMEHTOB;

e B Clyyae CTHUXUUHOTO O€ACTBUSA, MOXapa WM JPYTHMX Ype3BbIUAHHBIX CUTYAIIHid,

BBI3BAHHBIX AKCTPEMAJIbHBIMU YCIIOBUSIMU,

e TIpU PeOpraHU3alMU WIN JUKBUIAIIMH 00pa30BaTEIbHON OpraHU3alllu.
5.3. 1o uToram npoBepKH 3aBEYIONINN OMOIMOTEKONW COCTABISET aKT, MOJMUCHIBAET U XPAHUT €0
B OMOJIMOTEKE B TE€YCHHE CPOKA, YCTAHOBIEHHOTO HOMEHKIIATypoil aen. Ecnu Kakue-To JOKYMEHTHI
OTCYTCTBYIOT TI0 HEYCTAHOBJIEHHON MPUYMHE, TO K aKTy MPUKIAJIBIBAETCA MX CIHCOK, B KOTOPOM
(bUKCUPYIOTCSI CBEICHHUS O KOJMYECTBE ITOKYMEHTOB OHOMMoTeyHOro (oHaa B HAJIMYUU U
KOJIMYECTBE OTCYTCTBYIOIIMX JIOKYMEHTOB, B TOM YHCJI€ 10 HEYCTAaHOBJICHHOW NpuuuHE. B akrte
Tak)Ke yKa3bIBaeTCsl HOMEP U JaTa akTa MpeblayIieid TpOBEePKU.
5.4. Bo BpeMs mpoBepKH JOKYMEHTOB OMOIMOTEUHOTO (POHIa paOOTHUKHU OTCIEKUBAIOT HATHYUE
OKCTPEMHUCTCKHX MaTepHalioB, KOTOPbIE BXOIAT B (eAepalibHbIil CHHUCOK, OMyOIMKOBaHHBIN
Munroctom Pocenn Ha cBoeM caiite.
Ecnu 3aBenyrommii 6MOITMOTEKON HaiIeT SKCTPEMUCTCKUN MaTepuai, TO JOJKEH OTPaHHUYUTh K
HEMY JIOCTYI CO CTOPOHBI TIOJIb30BATEIICH.
5.5. Tlpu BbISBICHMM B TpoIecce TMPOBEpKH (OHAA OTCYTCTBYIOIIMX JOKYMEHTOB U
HEBO3MOXKHOCTH YCTAHOBJICHHSI BWHOBHBIX JIMI] YOBITKM II0 HEIOCTa4aM CIMCHIBAIOTCS B
COOTBETCTBHUHU C JIEUCTBYIOIIMM 3aKOHOAATEIbCTBOM.
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