Koaurer oOpasosat AVMHERCTPAHH XBOHHHHCKONO MYHHLHITAIBHOTO OKpYyTra
MYHHUHIAIBROS ABTOROMIOE 00meoOpasoBaTelibHOE yUpexieHHe
«Cpenanns mroaa Ne 2 um. E.A. loponosa n. XBolinas»

TNPHKA3
Or 20022024 Ne 26-on
p.n. XBoiinas

06 yrsepxiaenun Honoxenns o 6néimorexe

B coorBercTBUM ¢ DenepalbHbBIM 3aKOHOM oT 29.12.2012r. Ne 273-@3 «O6
obpazosanuu B Poccuniickoit ®enepanuu», YeraBoM MyHHIHNANBHONO aBTOHOMHOTO
o0ueodpasosatesisHoro yupexnenus «Cpennsis wkona Ne 2 um. E.A. T'oproHoBa 1.
XBoitHas», ¢ yuerom muenus oOyuatommxcs (nporoxkon CoBera 00y4darOoLIMXCS OT
29.02.2024r.), nenarorndeckux padorunkos MAOYCIL Ne 2 n. XBo#Has (MpOTOKOJ
N JANOTHYECKOMo coBeta oT 28.02.2024r.), poaureneii (3aKOHHBIX MpeACTaBHUTENEH)
(nporoxon Coseta ponurenet ot 28.02.2024r)

ITPKA3bIBAIO:

1. YrBepauts npunaraemoe [lonoxkenue o 6ubaroreke MyHHUMIIATBHOTO
ABTOHOMHOTO 00weobpazoBaTensHOTO yupexaenus «Cpennsis mkona Ne 2 um. E.A.

["opronosa n. XBoHHasy.

2. [lonoxenune o© OWONHOTEKE, YTBEPXKIECHHOE TMPUKA30OM JHPEKTOpPA

MAOVYCUI Ne 2 n. XBotinas ot 06.07.20231 Ne 58/1-01 cuATaTh YTPATHBLINM CHITY.

E Pa3smecTHTs HacTosMii npuka3 Ha opunmansHoM caiite MAOYCIL Ne 2
n. XBoiHas B ceTH «HTepHeT».
4. KoHTpons HCronHeHUs MpUKa3a OCTaBJISIO 32 COOOH.

B.A. Ilymetixo
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YTBepx)aeHo
npukazoM MAOYCIL Ne 2 . XBoiiHast
ot 29.02.2024r. Ne26-o/1

IMonoxenne
0 6n6IHOTeKe MYHHIHTIAILHOTO ABTOHOMHOrO 061e06pa3oBaTEILHOIO
vupexaennus «Cpennss mxosa Ne 2 um. E.A. I'oplonosa . XBolHan»

1. O6mue nooXKeHHS

1.]. Hacrosimee TNONOKEHHWe pernaMeHTHpYeT MeATeNbHOCTh OuOnuoTeky
MyHHUMNANBHONO aBTOHOMHOIO 0011e00pa3oBaTeibHOro  y4pexacHus «Cpenmsisi
mkona Ne 2 wum. E.A. TopionoBa n. XBsoiiHas». (namee — obpa3soBaTesibHas
OpraHu3alus).

1.2. Hactosmee monoxeHue pazpaborano B cooTBercTBMH C DenepaibHBIM
3aKoHOM OT 29.12.2012 Ne 273-®3 «O6 obpa3zoBanmu B Poccuiickor @Denepauuu»,
®enepambHOro 3akoHa oT 25.07.2002r. Ne 114-®3 «O npoTHBOICHCTBHH
3KCTPEMHCTCKO# JesTeNbHOCTHY MpHKa3oM MunkynsTypsl Poccuu ot 08.10.2012 Ne
1077 «O6 yrBepxnenunm Ilopsinka ydera MIOKyMEHTOB, BXOAAIIMX B COCTaB
6ubmoTedHOr0 GOHIA» C ydeToM muchMa Munobpasosanus Poccun ot 23.03.2004 Ne
14-51-70/13 «O TIlpumepEOM NONOKEHEM O OHOMMOTEKe 0O6MEOOpa3oBaTENBEHOIO
yapexaeans, Metomgaaeckux pexoMmernauni ®PI'BHY «HIIb um. K.JI. YmmHCKOro»
07 31.05.2017, PexoMenaanuii 1o pabdore 6U6IMOTEK C JOKyMEHTaMH, BKIIIOYEHHBIMU
B de/iepabHELA CIIHCOK 9KCTPEMHUCTCKUX MaTepuanos ot 12.09.2017r, yTBepXKIeHHBIX
MurEcTepcTBOM KyIsTYpEL Poccuu.

1.3. BubimoTteka sBISETCS CTPYKTYPHEIM MOZApasfielicHHeM 00pa3oBaTeNlbHOM
OpraHW3aIliy, CO3JaHHEIM B [EJISX 00eCedeHHs PaBa y9acTHAKOB 00pa30BaTeIbHOIO
npolecca Ha GecIUIaTHOE N0JIb30BaHUE OHOTHOTEYHO-UHPOPMALMOHHBIMY PECYPCaMH.

1.4. Tlopsimok mMONB30BaHMA MCTOYHHKAMH HH(OPMAllHH, NEPEYEHb OCHOBHBIX
YCIyT ¥ YCIOBHS HX TPENOCTABICHHMS ONPEJEIIAIOTCS HACTOSLIAM IOJIOXEHHEM O
6ubimoTexe W IpaBWiIaMd TONB30BaHUA  OWONMOTEKOH,  YTBEPXIECHHBLIMH
pyKOBOJMTENIEM 00pa30BaTebHOM OPraHU3aL|H.

1.5. Opranmsanus 0OCTy>KMBaHHA YJaCTHMKOB 00pa30BaTENBHOTO Ipolecca
IPOM3BOAMTCA B COOTBETCTBMM C I[PaBWIAaMM TEXHHKH O0€30MacCHOCTH M
IIPOTHBOINOXAPHBIMH, CAHUTAPHO-TMTHEHUYECKUMH TPEOOBAHUIMH.

2. Henn, 32244, pyHKUHH OGHOIHOTEKH

2.1. Ilenu 6u61M0TEKH COOTBETCTBYIOT LieJisIM 00pa30BaTeIbHON OpraHu3aluy U
BIJIIOYAlOT B ceGs B TOM uMcie: (opMHpoBaHME OOIIeH KyJbTYphl JMYHOCTH
o0yJalolmuxcs Ha OCHOBE YCBOEHHS O0O053aTENPHOr0O MHMHHMYMa COJEpXKaHMs
0611ie06pa30BaTeNbHEIX NPOrPpaMM, MX aJanTauus K JXU3HM B OOILECTBE, CO3JaHHE
OCHOBBI JUIS OCO3HAHHOIO BhIOOpa ¥ MOCIEXYIOIMEro OCBOEHUS TPO(ECCHOHANBHBIX
00pa30BaTeNibHbIX MPOrpaMM, BOCIMTaHWE TIPaXJaHCTBEHHOCTH, TPYAOMOOHUs,
yBakeHHs K IpaBaM ¥ cBOOoIaM 4eNloBeKa, II06BY K oKpykatoweii npupone, Ponune,
ceMbe, (JOPMHUPOBAHYE 3710pPOBOro 00pa3a KU3HH.
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. ofecnicueHne  YY4aCTHHKOB —00Opa3oBaTeNbHOTO Ipouecca JOCTyloM K
uHGOPMAalMK,  3HAHMAM, HMIEAM, KyJIbTYpPHBIM  LIEHHOCTSM  IOCPEACTBOM
HCIIONIL3OBAHUS  OMONHOTEUHO-HH(POPMALIHOHHBIX  PeCypcoB  0Opa3zoBaTebHOR
OPraHH3aLHH;

o IpUBIICYEHHE OOYYAIOMXCA K CHCTEMATHYECKOMY YTEHHIO Y4eOHOH,
XYAOXKECTBEHHOMN, HAYYHO-I1011YJIAPHOM JIKTEPATY Pbl,

« CONCHCTBHE Ppa3BUTHIO TIO3HABATEJbHBIX HHTEPECOB U  CINOCOOHOCTEH
o0yuarommxcs;

« o0yuenHe ocHoBaM OHOIHOTEYHO-OMONIHOrpaduIecCKOi rPaMOTHOCTH;

e COACHCTBHE MENArOrHuecKuM padOTHMKAM B MoAOOpe HAy4YHO-METOAMYECKOH
NIMTEepaTyphl, HHPOPMHUPOBAHHE O HOBBIX MOCTYIUIEHHAX B OMOIHOTEYHbIH QOHT;

e COBEPIUCHCTBOBAHHE TNPENOCTABISAEMBIX OHOMHOTEKOH YCIyr Ha OCHOBE
BHEIPSHHs HOBBIX HH(POPMALHOHHBIX TEXHONOIMH ¥  KOMIBIOTEPH3aAIlMH
OMONHOTEYHO-MHPOPMALMOHHEIX  MPOLIECCOB,  (OpMUpOBaHME  KOMQOPTHOM
OnOnuoTeuHoli cpepl.

2.3. bubnuoTteka BHINONHSAET CleAyIOIHe (PYHKIMHN:

2.3.1. ®opmupyer ¢oHn  OubOIMOTEYHO-HUHGOPMALIMOHHBIX  PECYpCOB
00pas3oBaTe/lbHOH OpraHU3alHH:

» KOMIUIEKTYET OCHOBHOW ()OHZ ydeOHBIMH, XyHOXKECTBEHHBIMH, HAyJHBIMH,
COpPaBOYHBEIMH, IIEJarOTH4eCKUMH H Hay9HO-TIOMYISIPHBIMH JOKyMEHTaMH;

e y9aCTByeT B KOMIUIEKTOBaHHM CHELHATM3HPOBAHHOTO (OHOa yueOHUKaMK U3
4HC/a BXONAIMX B (elepajbHBId NEepeYeHb YydYeOHHMKOB, MOMYMIEHHBIX K
HCMONB30BaHUIO IIPH peanM3aldd HMEIONIMX TOCYHApCTBEHHYIO AKKPEIUTALMIO
00pa3oBaTeNbHEIX NMPOrpaMM Ha4albHOro OOIIEro, OCHOBHOIO OOINEro, CpeaHEro
obmero obpa3oBaHusi, U y4eOHBIME NOCOOHSIMH, JONMYNIEHHBIMH K HCIIOIB30BaHHIO
OpU peajiM3allMi YKa3aHHbBIX 00pa30BaTeNbHbIX IPOTPAaMM;

 aKKyMyJIMpyeT (GOHI JOKYyMEHTOB, CO3/laBaeMbIX B 00pa3oBaTeNbHOM
opranmsainuy (my6nmkanuii B paboT menaroroB o0pa3oBaTelbHOM OpraHH3AIHH,
JTy9mIMX HayYHBIX paboT M pedepaToB yHaluxcs | 1ap.);

* OCYILECTBIISIET pa3MEIEHUE, OPraHU3alMIO U COXPAHHOCTb JI0KYMEHTOB,;

 OpraHu3yeT H BENET CIPaBOYHO-OMONHOrpadHyUecKuil ammapaT: KaTaliord
(anaBATHEIH, CHCTEMaTHIECKHIT), KAPTOTEKH (CUCTEMATHIECKYIO KapTOTEKy CTaTeH,
TEMaTHYECKHE KapTOTEKH), SJIEKTPOHHBIA Kartanor, 0a3sl JaHHBIX MO HPOGHIIO
obpa3oBaTeNbHO# OpraHu3alHy.

2.3.2. Ocymectsisier audGepeHIHPOBAHHOE OUOIHOTEIHO-MHPOPMALIHOHHOE
obciTyxrBaHHe 00YYarOIIMXCS:

* IIPEZI0CTaBIAET HHPOPMALUHMOHHBIE PECYPChI HA PA3IIUYHBIX HOCUTEIISX;

e OpraHM3yeT o0ydeHHe HaBbIKaM HE3aBHCHMOro GHOIMOTEYHOTO MOIB30BaTENs
M NI0TpebuTeNs MHpOpMayH, CONEHCTBYET HHTETPALMK KOMILIEKCA 3HAHMI, YMEHUH
Y HaBBIKOB paboThI ¢ KHUTOH U MH(OpMalMei;

2.2, 3agauamu 6ubimorexu obpa3oBaTesIbHON OpraHU3aluy SBISFOTCA:
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« ORIIRBACT HIPOPMATTHOHIYIO TOUICPIKKY 18 PETICHHH 3J1a4, BOSHUKMONMX B
JIOCYTOBON  JICHTCHLHOCTH

NPOHECCS  yaeOnoi,  camvoobpatosarensioin M

QOV RN CN
@ OPTAHHEVCT MACCORBIC MCPOHTPHNTHA, OPHCH] HPOBANHLIC HA pABUTHC ()GIILCH "

NHTATCARCKON KY IR TY PR THYMHOCTH,
e COTCHCTRYCT NCAATOTHUCCKHM PADOTHHKAM 1 opraniaimy o6pasosaTennLnoro

NMPOLIECCA 100N 131 00V HAKOHIHXCN,
2330 Oovuectaanet  andupeperiiponaniioe . GHOHOTEHHO-HIPOPMATTHOHTTOE

QOCTY MHEAHHE HEANOTHMCCKHX PAbOTHHKOR:

* BRRSRINCT HH(.'\OPM:!HHODINl»ll‘ o I‘P(,‘GHOC'I‘H W YJIOBJIICTBOPACT  3allpocChl,
CREZANMNNC © \‘(;‘\ HCHHOM, BOCIIHTAHHCM 06}"!&11()[““)((:”;
nejparoron, NHOBBINCHUKO

« COACHCTRYECT  IPOPCCCHOHAIBLHON  KOMIICTCHIHH
NELTHOHKAUMHK, TIPOBCACHHIO ATTCCTALMH,

« OCVUICCTRANET TRy Hee HHpopMupoBanue (Jinu unpopmainu, 0630phi HOBLIX
NOCTYTLICHKH W NYOAHKaUMii ),

* CIOCOOCTBYRT NPOBEACHHIO 3aHATHH 10 (POPMHUPOBAHUIO MHPOPMAIMOHHON
KYJIBTYPH OOVHANOIMXCS, sBiIseTest 6a30H JUist npoBe/ieHus IPaKTHYECKUX 3aHATHH

no PatOTe ¢ HHPOPMALHOHHBIMH PECYpPCaMH.
2340 Ocvwectsiaser M epeHuHpoBaHHOE OUOIMOTEYHO-MHPOPMALIHOHHOE

OOCTVXKHRIAHHES POAHTENCH (3AKOHHBIX NpEeICTaBUTENCH ) 00y YaronXCs:
« VIORICTBOPSCT 3ampoChl  MOJB3OBATCICH M MHGOPMUPYCT O HOBBIX

NOCTYTLIHHSX B OHONHOTEKY;
« KOHCYJIBTHPYET MO BONPOCAM OPraHMU3aLUM CEMEHMHOro YTeHHs, 3HaKOMHT C

uHGOpMalHeH N0 BOCIHTAHHUIO AETEH;
« KOHCYILTHPYET I10 BONPOCcaM Y4eOHBIX H3aHUH 1A 00y YaroLInuXcs.

3. Oprann3anss JesTeJILHOCTH OHOIHOTEKH

3.1. OOmee pYKOBOACTBO IEATENBHOCTBIO OMOIHMOTEKM  OCYIIECTBIACT
DPVKOBOIHTEIs 00pa30BaTeIbHON OpraHU3aluy.

3.2. HemocpeICTBeHHOEe PYyKOBOACTBO OMOJIMOTEKOH OCYINECTBIAET Meaaror-
6wl HOTeKaph, KOTOPBIA Ha3HayaeTcs PYKOBOJIUTEIEM 006pa3oBaTeNbHON

OpraHH3allHH.
3.3. [Ilemaror-6mbnmoTekapp HeCeT OTBETCTBEHHOCTh B MpeJeNax CBOEH

KOMIETEHIIMHM 32 OPTaHM3ALMIO ¥ PE3yJIbTAThl JIEATENbHOCTH OMONMOTEKH.
3.4. Ilenaror-6ubnuorexapp pa3pabaTeiBacT W INPEACTABISET PYKOBOIAMTEIO

00pa30BaTeIbHOM OpPraHU3allvy Ha YTBEP)KICHHE CIIelyIOIIHUE JOKYMCHTBI:
« [Tonoxenue o 6ubmoteke, [paBuiia Moabp30BaHUs OUOIMOTEKOH;
« 3aKa3 Ha y4eOHHUKHU U y4€OHO-METOANIECKYIO JINTEPATYPY;
« [epedens IaTHBIX yCITyT 6ubIHOTEKH;
« [11aHOBO-OTYETHYIO JJOKYMEHTALUIO.
3.5. B cocras 6uOJIMOTEKH BXOIUT:
« ADOHEMEHT;
« UuTanpHbIN 34,
« O1ien y4eOHHUKOB,
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» Meqnareka.
3.6. bubmuoreyno-uapopManHOHHOE OOCTY)XHBaHHWE OCYIIECTBIIETCA B
COOTBETCTBHH C TUIAHAMH paboThl GHGIHOTEKH H PEXHMOM paboThl 06pa3oBaTeIbHOH

OpraHH3alHH.
3.7 Bubn@oTexka  BMpaBe  NPeJOCTaBIATH  IUlaTHble  6HOAMOTEYHO-

Saks
WHOOPMAIIHOHHBIE  YCAYTH,  TepeyeHb  KOTOPBIX  OMpefensercs  ycTaBOM
00paszoBaTelibHOH OPraHH3ALHH.

3.8. Pexwm paboTsl GuOIHMOTEKH ompejenseTcs nexarorom-6ubiuorexapem c
vaeToM pexima pabotsl obpasoBarenbHOH opraHusauMH. ODHH pa3 B MecAll
TTpe Ty CMaTPHBASTCS CAHWTAPHBINM 1€Hb, B KOTOPBIH 00CTy)XHBaHHE MOJIB30BaTENEH He
IPOM3BOIMTCS.

4. V4eT nocTyNIeHHS H BHIOMTHS 10KYyMeHTOB 6n0.1H0oTe9HOrO hoHaa

4.1. Tlpuem 10KyMEeHTOB B poHI OHONIHOTEKH BKIIOYAET ClieAyIOLIHE ONepalyy:

« CBEDKa TIOCTYTUICHHH ¢ MEPBHYHBIM YYETHBIM JOKYMEHTOM (HakiajHas, aKT),
BRTIOYANOMIAM CTTHCOK MOCTYMHBIIHX JOKYMEHTOB;

« COCTARTEHHE TMEPBHYHONO YYeTHOro MOKYMEHTa Ul TOCTyIUleHHH Ge3
COMMPOBOIMTETbHON JOKYMEHTAIHH;

« PETHCTPALMs [OCTYNMBIIMX NOKYMEHTOB B PEruMCTpax CyMMapHOro,
rpyrmosoro B HEIHBHIyansHoro yuera (TOCT 7.0.93-2015 «bubauorednsiid GoH.
Texsonoras GOpMHPOBAHHD) ).

42. [lpE TNONOIHEHWH OCHOBHOro OmOiHOTedHOro ¢GoHAa HEO6X0IMMO
codmonate Tpebosamms ®PenepanmsHoro 3axoHa or 25.07.2002 Ne 114-®3 «O
IPOTHBOACHCTBHA 3KCTPEMHCTCKOH NeATeNbHOCTH». JIOKYMEHTBI, BKIIOYCHHBIC B
nepedeHb 3KCTPEMACTCKAX MaTepPHAIOB, IPHOOPETaTh 3alPEIIEHO, IPH BBIABICHUH HX
B (QoOHIEe —H3BIMAaTh M3 JOCTyma. llegaroroM-OMOIMOTEKapeM OpraHu3yeTcs
OTCIEeXWBaHWE W KOHTPOJIb MOCTyMAIOMeR JIUTepaTypsl, ee cBepka ¢ denepaibHbIM
CIIMCKOM 3KCTPEMHCTCKUX MaTepHaNIOB, IPOBEJCHUE CBEPKU JIMTEPATYPhI, B TOM YMCJIE
NOCTYTIZIOMEH B paMKaX CIOHCOPCKOM IOMOINH , TEepefady JTUTEPaTyphl OT TPETBHX
JIHIL.
4.3. Vger u 06paboTka TOKyMeHTOB OrbImoTednoro ¢poHa.

43.1. Yaer u 00paboTka JOKYMEHTOB OCHOBHOrO (OHIa OCYLIECTBISAETCS
HHAMBHIVATLHEIM crniocoboM. CBeleHHS O MOCTYNMBIIMX I1€9aTHBIX IOKyMEHTax
BHOCATCH B «KHHIy CyMMapHOro y4eTa JOKyMEHTOB OCHOBHOTO (JOHZa».

[MocTynuBmMM TOKYMEHTaM NPHCBaWBaIOT WHAWBUAYaJIbHBIH PErUCTPAMOHHEIH
HOMep (MHBEHTapHBIA HOMep WY HHOU 3HaK, NPUHATHIA B Ka4ECTBE PETUCTPALIUOHHOTO
HOMEpPA, CUCTEMHBIA HOMEP UIA 3JIEKTPOHHBIX JOKYMEHTOB) U IIM(P XpaHEHMUs.

PerucTtpauuoHHble HOMepa ¥ IIH(Pbl OTMEYAIOT B PETUCTPAX WHAWBUIYAIBHOTO
y4eTa JOKYMEHTOB — HHBEHTapHOH KHHUIe, KapTOTEKEe PErMCTPally Ia3eT, XKypHAIOB,
Y4eTHO#M 0a3e JaHHBIX.

Bce a3x3emIuispsl NPUHATBIX M3faHWi  mremnemororcs. Illremnens ¢
HaMMEHOBaHHEM O0pa30BaTENbHON OpraHM3alldM JOJDKEH OBbITh INPAMOYTroJbHOMH

hopMBL.
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IItemMnens CTaBUTCS Ha 000POTE THTYJIHHOTO JIUCTA (TIPH OTCYTCTBHH THTYJIBHOIO
JIMCTa — Ha IIEPBOM CTpaHHMIle TEKCTa M0J 3arjaBueM), Ha 17-i cTpaHuIe O TEKCTOM
B JIEBOM HIDKHEM YTJIy M Ha 000poTe KaXkKaoro npuioxxenus. Ha 6pommopax u xypHanax
IITeMIIes CTABUTCS TOJNBKO Ha 00JIOXKe WM Ha MepBOH CTpaHHIIe TEKCTa.

CoctaB ocHOBHOrO (pOHIA QUKCHUPYETCS B KapTOYHOM ali(paBUTHOM Karajore, B
3JIeKTPOHHOM 6a3e NaHHBIX OMONHOTEKH.

4.3.2. Yyer u 00paboTka crieuuaiu3upoBaHHoro ¢gounaa. Cnenuain3dpoBaHHbII
(GoHI YIHTHIBAETCS M XPAHHUTCS OTAEIBHO OT OCHOBHOrO 6ubmrotreqHoro ¢Gonna.

Y4yeT NOKyMEHTOB CIELHAIM3HPOBaHHOIO (oHAa, KaK MHOI03K3EMILUIAPHOH
JMTepaTyphl, OCYIIECTBIAETCS TPYNIOBBIM crnocoboM U oTpaxkaercs B «Kuwure
CYMMapHOTI0 y4eTa yue6Horo QoHa» U B KapTOTeKe PEruCTPALMOHHbBIX KApTOYEK.

Ha xax10e HauMeHOBaHHE JOKYMEHTOB CIIEHATTM3UPOBAaHHOTO (POH 1A 3aBOUTCS
OTZeNbHas y4eTHas Kaprodka. Kaprouku ¢ 6GubnnorpaduueckuM onvcaHueM H3JAaHUA
y4eOHHKOB PacCTaBIBIIOTCS B YYETHYIO KapTOTEKY IO KJIaccaM, a BHYTPH KJIaCCOB — IO
andasuTy GamMHIHI aBTOPOB MM 3arjiaBuil. it KOHTPOJIS 32 COXPAHHOCTBIO Y4E€THBIX
KapTO4YeK OHM DPErHCTPHPYIOTCI B <«OKypHae perucrTpaiy Y49eTHBIX KapTO4eK
y9eOHHKOBY.

Texnmaeckas 06paboTka JOKYMEHTOB IpeyCMaTPUBAET CIIEAyIOIUE ONEepalyu:

e OPOCTARBJICHHE HAa KaXXIOM JAOKyMEHTe IITeMnens OuOIMOTEKH B COOTBETCTBUU
¢ MyHKTOM 4.3.1 HacTOSIMErO MOIOKEHHS;

e YCTAaHOBJICHHE CPEACTB 3aIlUTHI OT YTPaThl (MarHUTHBIN AAaTYMK, PaJHO-YHII,
HHOH BHJ MapKHPOBKH );

 H3rOTOBJIEHUE M NPHKpEIUICHHE K JIOKYMEHTY Iacmopra ydeOHuKa. Ilacmopt
y4eOHHKa OpPHAKICHBAETCS Ha NOCHIENHeH cTpaHWIe ydeOHHWKa. 3amoyHsAeTcs IpU
BBLja4e YUTATENIO.

Vder cnenuaiM3HpoBaHHOTO (OHAA MpeyCMaTpUBAaeT OTPaXKEHUE ero cocTaBsa B
CIpaBo9HO-OHOIMOrpadudeckoM amnmapare OHOIMOTEKH, B TOM JUCIIE B JIEKTPOHHOM
6a3e maHHBIX.

4.4. BpibpiTre foKyMeHTOB OibnroTedHOro QpoHzaa.

4.4.1. Ilpp4¥HEI, MO KOTOPHIM NOKYMEHT MOXXET OBITh BHIBENEH H3 COCTaBa
6ubnuoTe4HOro PoHa, BKIIOYAIOT B TOM YHUCIIE BETXOCTb, AeQPEKTHOCTD, YCTAPEIOCTh
mo cojepxaHuio, yrpary. HckmodeHwe AOKyMeHTa M3 Oubimoreunoro ¢ouna
MIPOBOJHUTCS Ha OCHOBAHMY aHAJIM3a COCTaBa 6ubIMoTedHOro PoHIa U pe3yILTATOB €r0
IIPOBEPKH.

4.4.2. Ilon BETXOCTBIO TOKYMEHTa IOHUMAIOT PE3YJIbTAaT €CTECTBEHHOT'O CTAPEHMUS
Wi QU3MIECKOT0 U3HOCA JOKYMEHTA.

4.4.3. [Tox nepeXTHOCTBIO TOKyMEHTa IOHMMAIOT YaCTHYHYIO I MOJIHYIO YTPaTy
9KCIUTyaTallMOHHBIX Ka4eCTB JOKYMEHTA B pe3yJibTaTe BHEITHETO BO3AEHCTBUS.

4.4.4. Tlox ycrapenocTeiO IO COIAEPKAHHMIO IOHHMMAIOT MOTEPI0 aKTYallbHOCTH
TEMaTUKH, IOATBEP)KAAEMYIO OTCYTCTBHEM CIIPOCA YHMTaTENeH, HEBOCTPEOOBAaHHOCTEIO
B IlepepaclpeAesIiCcHUM U pealu3alyu.

4.4.5. Ilox yTpaTol JOKyMEHTa IIOHMMAIOT €ro OTCYTCTBHE B (poHe OHOIHOTEKH
10 NPYYMHAM NIOTEPH, XUINeHUs, OeCTBIH CTHXMIHOTO, TEXHOTEHHOro (B TOM YHUCIe
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X2KepCKOH 2Taks E  HeBOCCTAHOBHMOIO c0OS 371eKTPOHHOIO obopynoBaHHs) WIH
COME2TLHEONO X2PaKTePa. NIO HEVCTAHORISHHON MPHYHHE.

4.4 6. [Iponecce HCKTHOSSHES JOKYMEHTOB H3 QoH1a OHOMHOTEKH OCYIIeCTBIIAETCA
3 COOTBETCTEHE ¢ [IOPSIKOM Y9eTa JOKYMEHTOB, BXOASUIMX B COCTaB OHOIMOTEIHOrO
GOHIA, YTREDEICHHRIM MpRKasomM MHHKYIbTYPH PoccHu oT 08.10.2012 Ne 1077.

447 BufwTHe J0KyMeHTOB OMOIHOTEYHOTO GOHIA MPOH3BOJAMTCA B pe3yJIbTaTe
HX CTIHCaSHs KOMHCCHEH, CO3TaHHON PYKOBOIHTEIeM 00pa3oBaTebHOW OpraHH3aLHH.

448 VrwiesagHs  COWCAHHBIX  JIOKYMEHTOB  Oubnmoreynoro  donna
MPOH3BOINTCS B COOTBETCTBHH ¢ 3aKOHOJATEIBLCTBOM Poccuiickoi @enepauuu.

5. Mposepxa 1okymerToB GHG.1HOTE9ROTO ORI

5.1. Tl1asoBas MPOBSPKa IOKYMEHTOB OHOTHOTEYHOro (OHAA MPOBOMHICH C
NEePHOIAIHOCTHI0 OIWH pa3s B M[ATh IeT HA OCHOBaHHH rpa¢HKa MPOBEPKH,
VIBEDAISHHOIO 3aBe 1Y IOLHM OHONHOTEKOMH.

3.2. BHeraHoBas MPOBEPKa TOKYMEHTOB OHOMHOTEIHOrO (DOHIA MPOH3BONUTCS B

00S3aTeTbHOM MOPSIKE:

« IDH BLISBICHHH QAKTOB XHILIEHHS, J10yTIOTPedIeHHS HIIH OPYH AOKYMEHTOB;

«B CIvEae CTHXHHHOIO O€ICTBHs, NOXapa HJIH IpYTMX 9Ype3BbIaiHBIX
CHTVAIIHH, BR3BAHHBIX IKCTPEMATbHBIMH YCIIOBHSIMH;

« IDH DSOPraHH3ALNH HIH JTHKBHIAHH 00pa3oBaTebHOH OpPraHH3alluH.

3.3. Tlo ®roraM OpOBEpKH NeJaror-OHOIHOTEKaph COCTABIIAET aKT, MOAMHCHIBACT
¥ XPaHHT ero B OHOTHOTEKe B Te4eHHE CPOKa, YCTAHOBIEHHOTO HOMEHK/IaTyPOH Ne.
EcIH Kak@Ee-TO JOKYMEHTH OTCYTCTBYIOT IO HEyCTaHOBJICHHOH NMPHYHHE, TO K aKTy
OPEKIATEBASTCS HX CIHCOK, B KOTOPOM (HKCHPYIOTCS CBEICHHS O KOIM9eCTBE
JOKYMEHTOB OHOIHOTEYHOro (OHNa B HAIHYHM M KOJIMYECTBE OTCYTCTBYROIIMX
JOKYMEHTOB, B TOM YHCIE [10 HEYCTAHORIECHHOH NpHYKrHe. B aKTe Taloke yKasblBaeTCs
HOMEp H JaTa aKTa OpeIsLIyIned MPOBEPKH.

54. Bo BpeMs mNpOBEPDKH IOKyMEHTOB OHOIHOTEYHOro QoOHAa pPabOTHHK
OTCISXWBAIOT HATHYHE OSKCTPEMHCTCKHMX MAaTepHanoB, KOTOpbie BXOOAT B
de1epaTbHLIN CIHCOK, Oy OIHKOBaHHEH MuHIOCTOM PoCCHH Ha CBOeM cakTe.

Ecte nemaror-6HONMOTEKaph HaimeT KCTPEMHCTCKHH MaTepHal, TO IOJDKEH
NeficTBOBAaTEH B COOTBETCTBHH C pa3fesioM 6 HacTosero IlonoxeHus.

5.5. Ilpu BHISBIEHHH B pOIlecCe MPOBEPKH GOHIA OTCYTCTBYIOIIHX NOKYMEHTOB
4 HEBOSMOMKHOCTH YCTAHOBJIEHMs BHHOBHBIX JHI YOBITKM 110 HejocTayaMm
CITHCHIBAKOTCS B COOTBETCTBHH C JEHCTBYIOIIHMM 3aKOHONATEIBCTBOM.

6. Opranmsaunns paboTbl GHO/IHOTEKH ¢ JOKYMEHTAMH, BKJIIOYEHHBIMH B
eaepaibHbIil CIHCOK IKCTPEMHCTCKHX MaTepHaios (aanee- ®CIM)

6.1. B mensx WCKMOYEHHs BO3MOXHOCTH MAacCCOBOIO PpaclpOCTPaHEHUS
SKCTPEMHCTCKHX ~ MaTepHaloB  mnejaror-6nbiuorexaphb CaMOCTOSITETBHO
OCYIIECTBIMOT TNpOBepKy (oHAa Ha NpeaMeT HATHYAA B HEM JIOKYMEHTOB,
gnoyeHHbXx B @COM, xoTopas NpOBOAMTCS:

TTpH NOCTYIUIEHAH HOBBIX IOKYMEHTOB B (POHJ;

cucTeMaTHYecKH (He pexe O/JHOro pa3a B TP Mecsna) nyreM csepku ®COM co
cnpaBogro-6ubmorpaduueckum annapartoM Qona OHOITHOTEKH.
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6.2. Tlenaror-6ubnHoOTEKaps OTCJICKHBAET, KOHTPONHPYET W MPOBOAHT CBEPKY
oubmmoregroro ¢onza ¢ GCOM, xoTopsiii pa3meliaeTcs Ha odunmansHOM caite
Mumocta Poccun W peryispio obnomnsercs. OTCNeXHWBaeT W KOHTPONHPYET
[IOCTYTIAIONIYIO THTEPaTypy. MPOBOIMT €€ CBEPKY ¢ denepanbHbIM CITHCKOM, MPOBOHT
CBEPKY JTHTEPATYPhl, B TOM YHCTE MOCTYNAIOLIYIO B paMKaX CIIOHCOPCKOH NOMOIIH , U
nepeiaHHyI0 JIHTepaTypy OT TPETHHX JIHIL.

PesynbTaTsl cBepkH  Tiefaror-Gubnmotexkaps 3aHOCHT B «OKypHan — CBEpKH
onbmoreqnore ¢oRaa ¢ PeaepantbHBIM CITHCKOM — IKCTPEMHCTCKMX MAaTepHAIOB»
(aanee- XKypuat) oaHH pa3 B KBapTai.

6.3. Xypran mmeeT creaylouylo cTpyktypy: Ne m/m, nara CBEpKH, pe3ynbTaTt
csepkH , @ H.O. 7 T0/DKHOCTS MPOBEPAIOIETO, MOANHCH MPOBEPAIOIIETO.

6.4. TlpE BHSRIEHHH JOKYMeHTa, BKkmodenHoro B @®CDOM, Ha oTame
KOMILTCKTOBaHHA (OHIA, YKa3aHHBIH JOKyMEHT He IMOIEXHT BKIIOYCHHIO B
OwOHoTeYHBIH QOHA.

6.5. B ciyuae BuMBICHHS [JOKyMeHTa, BkmodeHHoro B PCOM u yxe
Haxoasmerocs B QoHae OMOMHOTEKH, Negaror-6HoIMoTeKaph NOJHOCTHIO HCKITIOYaeT
nepesady HEOMpeJSlieHHOMY Kpyry JHI] JOcTyna K TakvuM MaTephaiaM H
IPEJOTBPAINAET VIPO3Yy HX HETAaTHBHOTO BO3/ICHCTBHA Ha MOOBIX JIMII.

JoxywmerT, sxnodennsi B ®COM u maxogsmmiics B OHONIHOTEKE, TTOIJIEXUT
CITHCAHHIO H Oepejade Ha yrammsammio. OCHOBaHWE Uit CIHCAHMA - HECOOTBETCTBHE
NMPodA IO KOMILIEKTOBaHHS OHOMMOTEKH.

6.6. B mensX HCKHOYEHAS BO3MOXHOCTH MACCOBOTO pPaclpOCTPaHEHHS
MaTepHaoB, BKIOYeHHENX B @®COM, B Ombimotexe He pexke OTHOTO pa3a B KBapTal
3aMeCTHTENIEM JHPEKTopa 1o y9eOHo# paboTe ocymecTBiIseTCs OJIOKMPOBKA JOCTYTIA C
KoMIbioTEpoB OEOMOTexH kK UATEepHET-pecypcaM, BmodeHHEsM B DCOM.

I[lo pesynbratam cBepxa ®COM c 35eKTPOHHBIME JTOKYMEHTaMu U MHTepHeT-
cadiTamM¥, IOCTYIl K KOTODHIM BO3MOXEH C KOMIMBIOTEPOB, YCTAHOBJIEHHBIX B

bubmorexe, cocrarnsercs AKT 0 Gnoxuposke VIHTepHET-pecypcoB, BKIIOYSHHBIX B
OCOM.
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