YTBepx)IeHO
npukazoM MAOYCI Ne 2 n. XBotinas
o1 29.02.2024r. Ne26-01

ilogoxenue
o Oubauorexe MyHHIIUTIAIHLHOTO ABTOHOMHOTO 001e00pa3oBaTe/IbHOIO
yupexaenus «Cpexnas mikosaa Ne 2 um. E.A. I'opionoBa n. XBoiinas»

1. O6mue moJioMmkeHus1

1.1. HacTosmee TmoONOXEeHUE PpEraMEHTUPYET MAeSITeNBHOCTh OubnuoTeKu
MyHUIMNanbHOro aBTOHOMHOTO o00mieo0pa3oBareibHoro yupexaenus «Cpennsis
mrxoma Ne 2 wmm. E.A. ToproHoBa 1. XBoiiHas». (manee — oOpa3oBarenbHas
OpraHU3alINs).

1.2. Hacrosiimee mnonoxeHue pa3paboTaHO B COOTBETCTBUU ¢ DenepanbHbIM
3aK0HOM OT 29.12.2012Z Ne 273-®@3 «O6 obpazoBanuu B Poccuiickoii @enepanumny,
@®enepanpHOro 3akoHa oT 25.07.2002r. Ne 114-®@3 «O m0poTHBOAENCTBUU
SKCTPEMUCTCKON NesTeNbHOCTH» IpukazoM MunkynsTypsl Poccun ot 08.10.2012 Ne
1077 «0O6 yteepxnenun Ilopsoka ydera MOKYMEHTOB, BXONSIIWX B COCTaB
6ubnmoredHoro ¢poHna» ¢ yuetoMm nuckMa Munobpaszosanus Poccun ot 23.03.2004 Ne
14-51-70/13 «O IlpumepHoMm mnonoxeHwy o Ombmiorexe o06meoOpa3oBaTeNbHOIO
yupexnenus», Meroguueckux pekomenaanuit ®I'bHY «HIIb um. K. /. Ymunackoro»
ot 31.05.2017, Pexomennanuii 1mo pabote OMOIIHOTEK C JOKyMEHTaMU, BKIIFOUeHHBIMU
B (beiepalibHBIN CIIMCOK 3KCTPEMHUCTCKIX MaTtepuanoB ot 12.09.2017r, yTBepKOESHHBIX
MuHucTepcTBOM KYyJIBTYPH! Poccun.

1.3. bubnmoteka sBIseTCS CTPYKTypPHBIM TMoApa3zzielieHrneM o0pa3oBaTenbHOM
OpraHu3aliii, CO3aHHBIM B IIeJIIX 00eCreYeHNs MpaBa yYacTHUKOB 00pa3oBaTeibHOTO
npouecca Ha OecriaTHoe MoJib30BaHue OubIHOTeYHO-UHDOPMALIMOHHBIMU PECYPCaMH.

1.4. Tlopsmox mONB30BaHUS WCTOYHHKAMU WH(OOPMAINH, TepedeHb OCHOBHBIX
YCIyT ¥ YCIIOBUS WX TPEHOCTaBIICHUs OMNPEHCISIOTCS HACTOSIIMM MOJ0XKEHHEM O
OubnuoTeke W TpaBUIaMUd  TOJB30BAaHUS  OUONMMOTEKOW,  YTBEPKICHHBIMH
pyKoBoAUTENEM 00pa30BaTe/ibHOW OpraHu3alvu.

1.5. Oprasmzamus o6CHy>XMBaHUS YYaCTHHUKOB 00pa30BaTEeNBHOrO Mpollecca
IPOU3BOAUTCS B COOTBETCTBUM C TpPaBUIaMU TEXHUKM O€30MacHOCTH U
IIPOTUBOINIOKAPHBIMYU, CAHWTAPHO-TUTHECHUYECKUMI TPeOOBaHUAMMN.

2. ilenu, 3anauu, GyHkuuu 6H6INOTEKH

2.1. lenu 6ubnuOTEXHW COOTBETCTBYIOT HelsaM 00pa3oBaTeNbHON OpraHu3aiuy 1
BKJIIOYAIOT B cebsf B TOM uucie: (QopMmupoBaHue oOIIed KyIbTyphl ITHYHOCTH
o0ydJaromuxcsi Ha OCHOBE YCBOCHHS O00S3aTEIbHOTO MHHHMYMa COACpIKAHUS
001eo0pazoBaTeNbHEIX TTPOrpaMM, WX afanTaius K JKW3HU B OOIIECTBE, CO3IaHue
OCHOBBI JUIi OCO3HAHHOTO BHIOOpa W TOCHIEAYIOMIET0 OCBOCHHS MPO(heCcCHOHATBHBIX
o0pa3oBaTeNbHBIX MPOrpaMM, BOCHHTAHHWE TI'PAaXTAaHCTBEHHOCTH, TPYyHOIIOOUS,
YBa)XEHUS K IIpaBaM ¥ cBOOO/IaM HeNloBeKa, TIOOBY K OKpYIKarolel npupone, Pongune,
ceMbe, GopMEpOBaHUE 3TOPOBOTO 00pa3a KU3HMU.



2.2. 3anasamu GubnHoTeKH 06PA3OBATEILHOIN OPTaHW3alHH SIBIISIFOTCS:

o obecrieUeHre  YYaCTHHKOB 00pa3oBaTeNbHOro0  Iponecca JOCTYTIOM K
MHOODMAUMH, 3HAHWAM, HIesM, KYIBTYPHBIM  LEHHOCTSIM  TOCPEICTBOM
UCTIONb30BAHUA  OUOIHMOTEUHO-UH(DOPMANMOHHEIX pecypcoB  0o0pazoBaTenpHOM
OpraHu3alNy;

e IDUBJICYCHUE OOYYAIONIUXCS K CHCTEMaTHYECKOMY YTEHHIO y4eGHOI,
XYIOKECTBEHHO, HaY4HO-NOITY JIAPHOM JIATEpPAaTy pbl;

° CONCHCTBHE DPa3BUTHIO HO3HABATEIHHBIX HHTEPECOB M  CIIOCOOHOCTEH
o0yJaroIuxcs;

e 00yueHue OCHOBaM 6H6J1H0TeqH0-6H6nnorpa¢mqec1<offl TPaMOTHOCTH;

° COACHCTBUE NEearoruyeckuM paGOTHUKAM B H000pe HayYHO-METOAUIECKOI
JTATEPATY PbI, ”HPOPMHUPOBAHUE O HOBBIX MOCTYIIIEHUAX B OubIHoTeYHbIH (GoHT;

° COBEPIICHCTBOBAHUE IIPENOCTABIAEMBIX OHOIHOTEKON YCIyr Ha OCHOBe
BHENIDCHUST  HOBBIX HMHOOPMAlUMOHHEIX  TEXHOJNOIWMH & KOMITBIOTEPHU3AI[AN
0MONMIOTEYHO-UHBOPMATHOHHBIX TIPOLIECCOB,  (OpMHPOBaHHE  KOMQOPTHOI
6ubnHOTeUHOM cpepL.

2.3. bubnmroteka BHITONHSET clenyromue QyHKIIN;

23.1. ®opmupyer  donn 616 IHOTeYHO-HHPOPMAHOHHEIX pecypcos
00pa3oBaTebHOMN OpraHu3aIy;

° KOMIIICKTYET OCHOBHOM (oHI yueGHBIMM, XYAOKECTBEHHBIMY, HayYHBIMH,
CIIPAaBOYHBIMH, [IEAArOTHYECKUMHY U HayYHO-TIOMY ISPHBIME JIOKyMEHTaMU;

° YHaCTBYeT B KOMILICKTOBAHHY CIICIHATU3HPOBAHHOIO donzna yuebunkamu us
duCla  BXOZAUMX B (elepalbHBIA  IHepeueHs Y4eOHHMKOB, [IONYINEHHBIX K
HCIIONIb30BAHMIO TIPH DPEaNH3allid HMEIOIHX TOCYTapCTBEHHYIO aKKpeIHUTAITHIO
00pa30BaTEeNBHBIX MPOrpaMM HAYAILHOIO 00IIIero, OCHOBHOIO OBMIEro, CpeNHEro
obmiero obpazoBanus, u y4eOHBIMU moco6uIMH, JOMYHNICHHBIMH K HCIIOIB30BAHUIO
TP peajiu3aliiy yKasaHHbIX 00pPa3OBaTENbHBIX IPOrPAMM;

° aKKyMYJIHUpYeT (OHI JOKYMEHTOB, CO3JaBaeMBIX R 06pazoBaTenpHOM
Opranuzanuy (MyGnuKalwii u paboT e aroros 00pa3oBaTeNbHON OpPraHU3aLHH,
JIyHIIMX Hay49HBIX paboT u pedepartor yuammxcs u Ip.);

° OCYLUECTBIACT pA3MELLEHUE, OPTaHU3ALMIO U COXPAHHOCTD JOKYMEHTOB;

° OPTaHusyeT W BENEeT CIPaBOYHO-GHOIHOrpadmdeckmii arnmapar: KaTaJord
(andaButHEL1, CHCTEMATHYECKH ), KAPTOTEKH (CHCTEMATHIECKYTO KapTOTEKy CTaTel,
TCMaTUIEeCKHe KapTOTEeKH), SNMEKTPOHHEIA KaTalor, 6assl JAHHEIX IIo npoduIo
00pa3oBaTeNbHON OpraHU3aIL.

2.3.2. Ocymectauser nupdepennupopannoe 6ubnuoTeuHO-uHBOPMATHOHHOE
00CITy>XHMBaHue 06yYaromuXcs:

° IPENOCTABNAET HHOPMALHOHHBIE PECYPCH Ha PA3HIHBIX HOCUTEJIX;

° OPraHU3yeT 00y4eHHe HaBBIKaM HE3aBHCHMOTO GHGIHOTETHOTO II0JIB30BaTEIs
1 0TpebuTens uadopManuy, COZCHCTBYET MHTETPAIUY KOMILIEKCA 3HAHUW, YMEHHH
U HaBBIKOB pabOTEI ¢ KHUTOH U HHpOpManuei;



 OKa3bIBaeT HHGOPMALMOHHYIO MOAICPXKKY B PEIICHUH 3a]]a4, BO3HUKAOIINX B
mporiecce  y4eOHOM, camMoo0pa3oBaTenpHON W JIOCYrOBOM  JIeATENIbHOCTH
obyJaromuxcs;

o OpPTraHU3yeT MacCOBBIE MEPOIIPHUATHS, OPUCHTHUPOBAHHBIE Ha pa3BUTHE O0IIeH U
YUTATENBCKOMN KyNbTYPBl TUIHOCTH;

° COIEMCTBYET NefarorniecKuM paboTHHUKAM B OpraHu3aiuy 06pa3oBaTebHOTO
npolecca ¥ Jocyra 00y4Jarmuxcs.

2.3.3. Ocymectpnser auddepeHIIPoBaHHOE OUOMHOTEYHO-UHGOPMATMOHHOE
00ciyXUBaHUE Nearorieckux paboTHUKOB:

e BBIABIIAET MHQPOpMAIMOHHBIE TMOTPEOHOCTH U YOBIETBOPSET 3alpocChl,
CBsi3aHHbIC ¢ 00yHUeHeM, BOCTTUTAHNHEM O0yIaronXcs;

e cOleicTBYeT MNpodeCcCHOHANBHON KOMIIETEHIIMM TI€JaroroB, TOBBILIEHUIO
KBaJlu(pUKaluy, POBEJEHUIO aTTeCTalluu;

e OCYHIECTBISCT Tekyliee uHGopMuporanue (1Hu uHboOpMaIuu, 0030psl HOBBIX
MOCTYTUIEHUH U Iy OJIMKaLnii);

e CIIOCOOCTBYET TPOBENEHUIO 3aHATHH TI0 (HOPMHUDPOBAHUIO WH(OOPMAITMOHHOH
KyJIBTYpPHl O0yUaromumxcs, IBseTcs 0a30i IJid MMPOBEACHUS MPAKTHUECKUX 3aHATHH
1o pabote ¢ UHQOPMAIMOHHBIMY PECYPCaMH.

2.3.4. OcymectBisier nuddepeHrpoBaHHoe OHOITHOTEUHO-UHPOPMALIIOHHOE
obcry>xuBaHue poauTenel (3aKOHHBIX NPeJiCTaBUTENel ) 00y arOmMXCs:

o YAOBIICTBOPSCT 3alpoChl TOJIB30OBaTCCH ¥ WHOOPMHUPYCT O HOBBIX
TOCTYIUIEHUSTX B OubIHoTeKy;

e KOHCYJIFTUPYET TI0 BOIMPOCAM OPTAaHM3AIlAN CEMEHHOTO UTEHUS, 3HAKOMUT C
nHbOpMAaIHe o0 BOCTIUTAHUIO ETEH;

o KOHCYJIBTHPYET T10 BOMIPOCaM YUeOHBIX U3aHUl TSI 00YYarOIIuXCsl.

3. Opranmu3anus fesTeIbHOCTH GCHOIHOTEKH

3.1. OOmee pyKOBOJACTBO MNEATENBHOCTBIO OHOIUOTEKH OCYIIECTBISIET
PYKOBOIUTENH 00pa30BaTENFHON OpraHU3aIlHH.

3.2. HemocpelicTBEeHHOE pPYKOBOJCTBO OHOJMOTEKON OCYIIECTBIsIET MeHaror-
6ubnuoTexapp, KOTOPHIH HazHayaeTcs DPYKOBOJUTENIEM 00pazoBaTenbHON
OpraHu3alui.

3.3. Ilemaror-6ubnmorekapp HeceT OTBETCTBEHHOCTh B IpefesiaX CBoOei
KOMIIETEHLIUY 32 OPraHU3al1Io U PE3yibTaThl AEATENbHOCTA OUOIUOTEKHU.

3.4. Ilemaror-6ubnuotexaps pa3pabaThiBacT W MNPEACTABISET PYKOBOAUTEIIO
o0pa3oBaTenbHOM OpraHu3alliy Ha yTBEPXKICHUE CIeAyIOMne JOKYMEHTBI:

o [lonoxxenue o 6ubnuotexe, [IpaBuna mons30Banus GUOTMOTEKOIH;

o 3aKka3 Ha y4eOHUKH U y9eOHO-METONUICCKYIO JINTEPATYPY;

o [lepedeHs miaTHBIX yCIyr OMONIMOTEKH;

o [IMaHOBO-OTYETHYIO TOKYMEHTAIIHIO.

3.5. B cocTaB OmMOMMOTEKH BXOOUT:

o AOOHEMEHT;

o HuTanpHBIN 3a7;

» OTen y4eOHUKOB;



o Menuartexka.

3.6. bubnnoredHo-uHGOPMAIMOHHOE OOCITYXKHBaHHE OCYIIECTBISETCS B
COOTBETCTBHUH C IJIaHAMK PabOTEI OMOIMOTEKH U PeXXUMOM paboTsl 06pa3oBaTeNLHOM
OpraHM3alyH.

3.7. bubnuorexa  BOpaBe  NPENOCTABIATh,  IUIATHBIE  OUOIMOTEYHO-
WHQOPMAMOHHBIE  YCIYTH, [EPEYeHb  KOTOPHIX  OMpPENENsIercss  yCTaBOM
00pa3oBaTesibHOU OpraHusalum.

3.8. Pexnm paboTsl OHONMHMOTEKM ONUpENENseTcs IeAaroroM-OubIuoTeKapeM ¢
ydeToM pexumMa paboThl 06pa3oBaTenbHOM oprammsanud. OO@H pa3s B MECHI]
IpeyCMaTPHUBAETCsl CAHUTAPHBIN NeHb, B KOTOPHIA 00CTyXHBaHHUE I0JL30BaTENEH He
[IPOU3BOIUTCA.

4. Yuer nocrynjieHusi H BLIOBITHS I0KYMeHTOB 6ubinorednoro donga

4.1. IipueM TOKyMEHTOB B (POHJ OHOIMOTEKH BKIIOYAET CIIEAYIOIIHE ONEPALIIH:

e CBEPKa MOCTYIUICHHUH ¢ EPBUYHBIM YUYETHBIM TOKYMEHTOM (HaKNIafHas, akKT),
BKJIIOYAIOMMM CIIHCOK NOCTYIURIINX JOKYMEHTOB;

° COCTaBJIEHHE IIEPBUYHOIO YYETHOTO JOKyMEHTa [UIs IIOCTYIUIEHHH 6e3
COIIPOBOJUTENBHON TOKyMEHTAIINH;

o PETUCTpalMsl TMOCTYNHUBINKMX [NOKyYMEHTOB B pETHCTpaX CYMMapHOro,
rpynmnoBoro u uHauBUAyainsHoro y4era (I'OCT 7.0.93-2015 «bubnuorteunsiii Gom.
Texnonorus GopmupoBanmay).

4.2. Ilpyw mDONONHEHUH OCHOBHOTO OHONMOTEYHOro (OHAA HEOOXOIUMO
cobmonate TpeboBanms @DenepambHOro 3akoHa oT 25.07.2002 Ne 114-®3 «O
NPOTUBOJEUCTBUN SKCTPEMHUCTCKOHM NEeATETBHOCTHY. JIOKYMEHTEHI, BKJIIOYEHHBIE B
NIepeYeHb SKCTPEMUCTCKHX MAaTEPHANIOB, IPHOOPETATE 3aMPENeHo, IPH BEIABICHUN UX
B (QOHIE —HM3bIMAaTh M3 JOCTyma. 1leqaroroM-OMONHOTEKapeM OpraHHU3yeTCs
OTCIIeXKHBaHVe ¥ KOHTPOJIb MOCTYMAalOMIE! TUTEpaTypsl, ee cBepka ¢ DenepaibHbIM
CIIMCKOM IKCTPEMUCTCKUX MATEPHUAIIOB, [IPOBEAEHUE CBEPKU JIMTEPATYPbI, B TOM YUCIIE
NOCTYTIAIOIIEH B paMKaX CIIOHCOPCKOM MOMOIIYM , Tiepeayudl JIUTEPATYPBI OT TPETHHX

4.3. Yuer u 06paboTKa JOKyMEHTOB OHOIHOTEYHOTO GOHLA.

4.3.1. Yder u 00paboTka HOKYMEHTOB OCHOBHOIO (OHIA OCYLIECTBISETCS
VHIMBUAYaTbHBIM croco0oM. CBeleHHS O NOCTYNHBINMX II€YATHBIX JOKYMEHTaX
BHOCSTCS B «KHUTY CyMMapHOTo y4eTa JOKYMEHTOB OCHOBHOTO (JOHIa.

HoctynuBimmmM KoKyMeHTaM IIPUCBaUBAIOT WHIWBUIYAIbHBIN PErUCTPAMOHHBINA
HOMeD (MHBEHTAPHEIA HOMEP HITH UHO# 3HaK, IPUHSATHIA B KA9€CTBE PETUCTPALIAOHHOTO
HOMepa, CHCTEMHEIA HOMED JJI STEKTPOHHBIX JOKYMEHTOB) U IMU(GD XpaHEHMs.

PeructpanuonHsle HoMepa U UGB OTMEYAIOT B PETUCTPaX HHAUBHIYATEHOTO
‘ydeTa JOKYMEHTOB — WHBEHTApHOM KHHUIe, KapTOTeKe PeTrHCTPAaIliH ra3eT, XKypHAaJoB,
y4eTHOM 0a3e MaHHBIX.

Bce okseMmusApsl TpUHATBIX M3maHuWil  mTemmemororcs. Illremmens ¢
HaMEHOBAHMEM O0pa30BaTeNbHON OpraHW3alid JODKEH OBITh IPIMOYTOJIBHOI

bopMBI.



LlITemrens cTaBuTCs Ha 000POTE TUTYIIBHOTO JIUCTA (IIPH OTCY TCTBHH TUTYJIBHOTO
JIUCTa — Ha NIepBOU CTPaHHIlE TEKCTA 110 3ariaBrem), Ha 17-1 cTpaHuIe HOJ] TEKCTOM
B JICBOM HIDKHEM YTJTy U Ha 000pOTe KaXI0ro IpHioxeHust. Ha Gpormopax 1 sxkypHalax
IITEMIIENE CTABUTCS TONBKO Ha 00JI0XKKe WITH Ha TIEPBOI CTpaHHIE TEKCTA.

CocraB 0CHOBHOTO (JOHIA (QUKCHPYETCS B KaPTOYHOM aJ(DaBUTHOM KATAJOre, B
BJIEKTPOHHOM 0a3e NaHHBIX OUOTMOTEKH.

4.3.2. Yuer u 0bpaborka Crequaiu3upoOBaHHOTO doupa. CoenuanusnpoBanHbli
(boH[ yUHTEIBaETCS M XPAHWUTCS OTAENBHO OT OCHOBHOTO GHGIHOTEIHOTO dorna.

Y4eT HOKyMEHTOB CIEHHAaM3HWPOBAHHOIO (OHOE, KaK MHOTO3K3€MIUISPHOI
JUTEPATYpPhl, OCYIIECTBISETCS TIPYIIOBEIM CHOCOOOM Hu oTpaxaercs B «Kwuwre
CYyMMapHOIo y4era y4eOHoro Gon/a» U B KapToTeKe PErUCTPalMOHHbIX KapTOUeK.

Ha xax10e HanMeHOBaHze TOKYMEHTOB CHIENUATH3HPOBAHHOTO DOH/IA 3aBOIUTCS
OTAENbHAsA y4eTHas KapTodka. KapTodku ¢ OubmuorpaduyuecKiM ONKucaHueM H3IaHuii
y4eOHIKOB PacCTaBIBIIOTCS B YUETHYIO KapTOTEKy IO Kiiaccam, a BHYTPH KJIACCOB — I10
an(asuTy QaMUIK aBTOPOB MK 3ariaBuil. [l KOHTPOJIS 3a COXPaHHOCTHIO YIETHBIX
KapTO4eK OHM DETUCTPHPYIOTCA B <«KypHane perucrpanyy Yy4eTHBIX KapTOYeK
YUEOHUKOBY.

Texumaeckas 06paboTKa JOKyMEHTOB NPEyCMATPHBAET CIIELYIOLIHE oneparuu:

e IPOCTABJICHUE HA KAXIOM JOKYMEHTE IITeMIeNs OHOIMOTEKH B COOTBETCTBUM
¢ myHKTOM 4.3.]1 HaCTOSMIEro MOIOKECHHUS,

° YCTQHOBJIICHUE CPEJCTB 3alIUTHl OT YTPAThl (MAaTHUTHBIA NaTYMK, pagHo-4HIl,
UHO¥ BUJ MapKHUPOBKH); :

° U3TOTOBJICHKE K IPUKPEIUICHHE K JOKYMEHTY IlacliopTa ydeOHHKa. [lacmopt
y4ebHUKa TPUKIEHBACTCS Ha HOCHENHeH cTpaHmne yueGHuWKA. 3amoiHseTcs npu
BBIJIa4Y€ YUTATEIO.

YuerT crenuanu3upoBaHHOro GOHA MPEyCMaTPUBAET OTPAXKESHIE ET0 COCTABA B
CIIpaBoYHO-OubIHOrpaduueckom amnmapare GUOIHOTEKH, B TOM YHCIE B 3J€KTPOHHOH
0a3e TaHHBIX.

4.4. BeiGbiTHe JOKyMEHTOB GHOIHOTETHOTO $oHza.

4.4.1. Tlpy4MHEL, 110 KOTOPHIM NOKYMEHT MOXET OBITh BEIBENEH W3 COCTAaBa
6ubMoTeUHOTO (OHA, BKIIOYAIOT B TOM YHCIIE BETXOCTh, A€QEKTHOCTD, yCTAPENOCTD
0 COAepXaHmio, yrTpary. Mckmouenuwe poxymMeHTa M3 Oubnmorednoro ¢oHza
IIPOBOZUTCS HA OCHOBAaHHU aHANIK3a COCTaBa OMOMHOTEYHOr0 QOH A M PE3YNHTATOB €T0
IIPOBEPKHM.

4.4.2. Tlon BETXOCTHIO JOKyMEHTA MOHUMAIOT PE3YJIETAT ECTECTBEHHOTO CTapeHus
UM GU3HIECKOTO H3HOCA NOKYMEHTA.

4.4.3. Ilox eeKTHOCTEIO JOKYyMEHTA IIOHAMAIOT YaCTHYHYIO HIIH IIOJIHYIO YyTpaTy
9KCIUTyaTallMOHHBIX Ka4€CTB OKYMEHTa B Pe3yNbTaTe BHEITHETO BO3ACHCTRI.

4.4.4. Ilox yCcTapenoCTEIO IO CONEPIKAHWIO MOHMMAIOT ITOTEPIO aKTyaJIbHOCTH
TEMaTUKH, TIOATBEPXKAAEMYIO OTCYTCTBHEM CIIPOCA YUTATENEH, HEBOCTPEGOBAHHOCTRIO
B IIEpepaclpenelICHUN U pealn3aliin.

4.4.5. Ilox yTpaToli NOKyMeHTa IOHHMAIOT €T0 OTCYTCTBHE B (OHIE GHOIHOTEKH
IO IPUYMHAM TIOTEPH, XUMEHus, OeACTBHH CTHXUIHOTO, TEXHOTEHHOTO (B TOM YHCIIE



XaKepCKOW aTaKd U HEBOCCTaHOBHUMOTO COOS JIEKTPOHHOTO — 00OpPY[OBaHMs) W
COLMAIIBHOTO XapaKTepa, 10 HEyCTAHOBJIEHHOW IPUYMHE.

4.4.6. Ilponecc HCKIIIOYEHHS JOKYMEHTOB 13 (POHIa OUOIHOTEKH OCYIECTBIIETCS
B cooTBeTcTBHY ¢ IlopgnkoMm yueTa NOKYMEHTOB, BXOAAIIMX B COCTAB GUOIMOTEYHOTO
(boHma, yTBEpXKIEHHBIM MpHKa3oM MunkyasTypsl Poccuu ot 08.10.2012 Ne 1077.

4.4."]. BoibbITHE NOKyMEHTOB OUbIHOTEYHOrO (QOH/A IPOM3BOUTCS B PE3YIIBTATE
UX CIMCaHUs KOMUCCHEH, CO3JaHHOM PYKOBOAXTENIEM 00pa30BaTeIbHOM OPraHu3aliHH.

44.8. VTunmzanus COWCAaHHBIX  HOKYMEHTOB  OUOIMOTEUHOTO donna
IIPOM3BOJUTCS B COOTBETCTBHH C 3aKOHOAATENBCTBOM Poccuiickoii @enepauy.

S. Ilposepxa noxymenToB oubGauoreunoro dhouaa

5.1. IlnanoBas mpoBepka NOKYMEHTOB OUOIMOTEYHOro (GOHAA MPOBOIMTCA C
NEepHOIVIHOCTRI0O OOWH pa3 B IATh JIET HAa OCHOBaHWUHM Tpaduka IPOBEPKH,
YTBEPIKIECHHOIO 3aBeAYHOLIUM OUOIHOTEKOM.

5.2. Brennanosas npoBepKa JOKyMeHTOB OMOIMOTEYHOTrO OHIA IPOU3BOIUTCS B
00s13aTeIbHOM MOPSIKE:

o TIPY BBISIBJIEHUH (DAKTOB XMINIEHHUS, 3I0yTIOTPEOIEH S MITH ITOPYK JOKYMEHTOB;

°B Cllyyae CTHUXHMHOro OeJCTBHA, IIOXKapa WIH OPYTHX Ype3BhYaMHBIX
CUTyall{H, BBI3BaHHBIX SKCTPEMATBHBIME YCIOBHIMY,

o [IPY PEOPraHU3aLMH U JIUKBUAAIUN 00pa30BaTeIbHOM OpraHn3aliy.

5.3. Ilo uroraMm mpoBepKH IeAaror-6ubIuoTeEKaph COCTABIAET aKT, TONIIUCHIBAET
U XPaHWT €ro B OMONMOTeKe B TeUEHHE CPOKa, YCTAHOBIEHHOTO HOMEHKIIATYPOW Jell.
Ecnn xaxue-To NOKyMEHTHI OTCYTCTBYIOT [0 HEYCTAHOBJIEHHOM IPUYHHE, TO K aKTy
NIPAKIIABIBACTCS HX CIHCOK, B KOTOPOM (GUKCHPYIOTCS CBENEHHS O KOJIHMYECTBE
NIOKyMeHTOB GuOnuoTeuHOro (OHNA B HANMYMM ¥ KOJHYECTBE OTCYTCTBYIOIHX
AOKyMEHTOB, B TOM YKCJI€ [10 HEYCTAaHOBIEHHON IpUYHHe. B aKkTe TakXKe yKa3bIBaeTcs
HOMED M JIaTa aKTa IpeJbIayeH MPOBEPKH.

5.4. Bo BpeMs INpOBEpKH [OKyMEHTOB OWOIMOTEYHOro (OHAA PpabOTHHK
OTCIEXUBAIOT HANWYUE JKCTPEMHUCTCKUX MaTepHaloB, KOTOpPHIE BXONAT B
(enepanbHbIi CIUCOK, OIMy0nHMKoBaHHEIM MuHroctoM Poccru Ha cBoeM caiite.

Ecnu nenaror-6uGnuoTexaps HafeT SKCTPEMHCTCKMI MaTepuall, TO IOIDKEH
JNEeHUCTBOBATh B COOTBETCTBUH C Pa3lelioM 6 HACTOSIIETO I10I0XKEeH .

5.5. Ilpu BBISBNIEHHMH B TIpOIiEcce MPOBEPKH (GOHMIA OTCYTCTBYIOIMIUX JOKYMEHTOB
A HEBO3MOXHOCTM YCT@HOBIICHWS BHUHOBHBIX JiMl] YOBITKM 110 HEJOCTayaM
CIIUCHIBAIOTCS B COOTBETCTBUH C NEHCTBYIOMINM 3aKOHOJATENLCTBOM.

6. Opranmsanus paboTbl GHOIHOTEKH ¢ JOKyMEHTaMH, BKIOUCHHBIMHA B
tenepaibHbIH CIHCOK SKCTPEMUCTCKHX MaTepuasios (aajnee- ®CIM)

6.1. B mnemsX WCKMOYEHHS BO3MOXHOCTA MaCCOBOTO PacCHpPOCTPAHEHHS
SKCTPEMHUCTCKHX ~ MaTepHajioB  Hejaror-Gubimorexapsb CaMOCTOSTEITEHO
OCYImeCTBIAIOT TpoBepKy oHAa Ha NpeIMeT HaMYHd B HEM JOKYMEHTOB,
BKnoYeHHsIX B ®COM, KoTOpas npoBOIUTCS:

TIp¥ HOCTYIUICHHY HOBBIX JOKYMEHTOR B (DOHI;

CHCTEMATH9ECKH (HE peXe OJHOTOo pa3a B TPH Mecsna) mytem ceepkr ®COM co
cpaBoYHO-OubIHorpadmuecknm annaparoM (oHaa GUOITHOTEKH.



6.2. Ilenaror-OubnHoTeKaps OTCHCKWBACT, KOHTPOIWPYET M IPOBORHT CBEPKY
bubmoteusore porma ¢ ®COM, xotopwiil pasmemaeTcs Ha OQUOHANLHOM calite
Muntocra Poccum m perynapuHo ofsoBnsercs. OTcnexwBaeT W KOHTPOJIHPYET
IIOCTYIIAIOLIYO JINTEPATy Py, IPOBOJIUT €€ CBEPKY ¢ DeiepaibHbIM CITUCKOM, TPOBOIUT
CBEPKY JIUTEpaTyphl, B TOM 9HCIIE TTOCTYHAIOHIYI0 B paMKaX CIIOHCOPCKOM TIOMOIH , B
NepPENaHHYIO IUTEPATyPy OT TPETHHX JIHII.

Pesynerater ceepxu meparor-Gubmmotexapr 3aHocuT B «KypHam cBepku
Ombnmoreysero QoHza ¢ (efcpaNbHBIM CIUCKOM  OKCTPEMHCTCKUX MATEPHAIIOB»
(nanee- Xypuan) onuH pa3s B KBapTanl.

6.3. XXypran @MeeT cIeyOHIyI0 CTPYKTYpy: Ne m/m, mata CBepkH, pe3yibTar
cBepk# , ©.1.0. ¥ 70mKHOCTE IPOBEPIIOHIET0, TOAITUCEH POBEPSIONIETO.

6.4. Ilpm BeiBIeHEH [IOKYyMeEHTa, BKWOIcHHoro B @®CDM, mHa ostane
KOMIUIEKTOBAHHA (OHZR, YKA3aHHBIH [OKYMEHT He TOISKHT BKIIOUEHHIO B
OubmuoTeunsii QoHm.

6.5. B cryuae BrifBIeHWS IOKYMCHTa, BKmOYeHHOro B ®OCBM u yxe
Haxosgmerocd B (poHEAe GrnbnmoTexH, mexaror-6HbauoTekapsh NOTHOCTHIO HCKIIOYAeT
rnepeiayy HEOHpPEACNEHHOMY Kpyry JHII JOCTyma K TakuM MaTepHaliaM u
IPEZOTBpAIiacT yrpo3y ¥X HETaTHBHOTC BO3/eHCTRBUS HA MO0HIX THIl.

HoxymenT, somouernsii B ©COM u naxogsmumiics B OHOnHOTEKS, TOMISKHT
CIHCAHHIO ¥ nepeRade Ha yrummsammo. OCHOBaHWE /g CTIMCAHUSI - HECOOTBETCTRHE
TIPOQWIIO KOMIIIEKTOBaHNS OHOMHOTEK .

6.6. B nemsx #CKmOYeHHS BO3MOXHOCTH MAacCOBOTO PaclpOCTpPaHEHMS
MaTepHanos, BKIroueHHsX B OC3OM, B Oubmmotexe He pesxe OHOTO paza B KBapTal
3aMEeCTHTENEM JUpeKTopa o y3ebHo# paboTe ocymecTBAsCTCS OIOKMPOBKA JOCTYTIA C
KOMITBIOTEpOB OubmmoTexy k MiaTepHeT-pecypeamM, BrioueHHsM B DCOM.

Ilo pesynpratam cBepxu @COM ¢ 37eKTPOHHBIMH TOKYMEHTaMU W MHTepHeET-
cafiTaMHM, HOCTYI K KOTODBIM BO3MOXKEH € KOMOBHOTEPOB, YCTAHOBIEHHBIX B
SubnHoTeKe, coctarmsiercs AKT o Omoxuposke VHTepHET-PeCypCOB, BKIIIOUEHHEIX B
DOCOM.



