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ITos0:keHne 0 OUOINOTEKE

1. O01ue moJI0KeHus

1.1. Hacrosimiee moJyioskeHHE persiaMeHTHpYeT aesiteNbHocTh Ondmmoreku MBOY «OOIII ¢ .bunbTs
um. M. K. Map36ekoBa» (nanee — o0pazoBartenbHasi OpraHu3arys).

1.2. Hactosmee mosoxeHnue pa3padoTaHo B COOTBETCTBUU ¢ DenepanbHbIM 3akoHOM OT 29.12.2012 No
273-@3 «O06 obpazoBanuu B Poccuiickoit depepanuny, npukazomM MuHKyIbTypsl Poccuu ot
08.10.2012 Ne 1077 «OO6 yrBepkaennn [lopsiaka yaeTa TOKYMEHTOB, BXOASIINX B COCTaB
oubnmoreynoro Gouaa», nmuchbma Munoopasosanus Poccuu ot 23.03.2004 Ne 14-51-70/13 «O
[TpuMepHOM MOJIOKEHUH O OUOTHOTEKE 00MIE00Pa30BATEIBLHOTO YUPEKIACHHS, MeTOIMUeCKuX
pexomeHnanuiit MuUHMIpoCBenIeHus, HanpapieHHbIX mrcbMoM oT 14.08.2025 Ne OK-

2287/03, Metoanueckux pekomengamuii ®T'BHY «HITb um. K.JI. Ymuackoro» ot 31.05.2017.

1.3. bubnmoTeka sIBISIETCS CTPYKTYPHBIM TOJIpa3/ielieHuEM 00pa30BaTeIbHON OpraHU3allnH,
CO3JIaHHBIM B LIEJISIX 00ECTIeYeHUs PaBa YYaCTHUKOB 00pa30BaTeIbHOTO Mpoliecca Ha OecriiaTHOE
MOJIb30BaHNE OMOIMOTEYHO-UH(POPMAIIMOHHBIMHU PECYPCaMHU.

1.4. [lopsa1okx NOIB30BaHUS UICTOYHUKAMU HHPOPMAIMH, IEPeUEeHb OCHOBHBIX YCIYT U YCIOBUS UX
MIPEOCTABICHUS ONPEEIAIOTCS HACTOSALIMM MOJIOKEHUEM 0 OMOIMOTEKe U PaBUIIaMU TMOJIb30BaHUS
O61OIMOTEKOH, YTBEPKICHHBIMU PYKOBOJAUTENEM 00pa30BaTEIbHON OpraHU3alHH.

1.5. Opranuzanus 00CITyXKUBaHUS YYaCTHUKOB 00pa30BaTEILHOTO MpoIIecca MPOU3BOIAUTCS B
COOTBETCTBHUHM C IPAaBUIAMU TEXHUKHU 0€30MaCHOCTH U IPOTHBOIIOKAPHBIMU, CAHUTAPHO-
TUT'HCHUYCCKUMHU TpC6OBaHI/I$[MI/I.

2. Hean, 3anauu, yHKIMU OMOTUOTEKH

2.1. Ilenu OUOIMOTEKN COOTBETCTBYIOT II€JIsIM 00pa30oBaTeIbHON OpraHU3alyy 1 BKJIIOYAIOT B ce0s B
TOM yHclie: popMupoBaHue 00IIeH KyIbTyphl INYHOCTH O0YJAIOIINXCSI HA OCHOBE YCBOCHUS
00513aTeIbHOT0 MUHUMYMa COJIepKaHusl 00111e00pa30BaTeIbHBIX IPOTPaAMM, PACKPBITHS UX
WH/IMBUIYATBHBIX CIIOCOOHOCTEH, BOCITUTAHUS TPAKJAHCTBEHHOCTH, TPYAOIIO0HS, YBOKECHUS K
npaBaM M cB0OO/1aM, YeloBeKa, JTI0OBH K OKpy:karolieil mpuposae, Ponune, cembe, hopmupoBaHue
HPaBCTBEHHBIX YOCKIEHHH, ICTETHUECKOTO BKyCa H 3J0POBOTO 00pa3a >KU3HH, BBICOKOH KYJIbTYPHI
MEXJIMYHOCTHOTO U MEKAITHUYECKOTO OOIIEHHS, YBAXKEHHS K POJHOMY SI3bIKY, Pa3BUTHUIO Y
o0yJaromuxcst ”HPOPMAIIMOHHOM KYJIBTYPbI, KYJIbTYpBI PEUH, HHTEpeca K YTCHUIO.

2.2. 3ajgauyamu OUOIHOTEKN 00pa30BATEIILHON OpPraHU3alnu SBIISIOTCS:



6u6IMOTeYHO-UH(OPMAIIIOHHOE COMIPOBOXKACHUE YUeOHO-BOCITUTATEILHOTO TPOLIECCa;
o0pa3oBaTenbHas ACATEIHHOCTD B LEIAX HHTEIUICKTYAJIHOTO M TPO(eCCHOHATBHOTO
Pa3BUTHA JIMYHOCTH, COLUAIN3ALUHT U TPOGOPUESHTAIINH JETEeH U TOJAPOCTKOB;
KyJBTYPHO-TIPOCBETHTEIILCKAS U I0CYTOBas ACATEIBHOCTD IO (POPMUPOBAHUIO KYJIBTYPHI
YTEHUS, PA3BUTHIO TBOPUYECKHUX M MHTEIUIEKTYaJIbHBIX CIIOCOOHOCTEH 00yJaromuxcs,
BOCITUTAHHIO TyXOBHO-HPABCTBEHHOW JINYHOCTH;

(dbopmupoBaHUe U pa3BUTHE HHPOPMALIMOHHOMN KYIbTYphl, ”HPOPMALIMOHHON IPaMOTHOCTH,
MH()OPMAMOHHON TUTUEHB], PAa3BUTHE KPUTUUECKOTO MBIIUICHHS 00yYarOIiXCs;
OpTraHU3aIOHHO-METOANYECKOe 00eCTIeYeHNEe MEPOTIPUITUI TI0 PA3BUTHUIO y 00yUYaIOIIUXCS
UHTEpeca K YTCHHIO;

METOAMYECKAs U KOHCYJIbTAI[HOHHAS MTOIJePKKa MEeJarornueckux pabOTHUKOB U POJUTENCH
B 00sacTé paboThl ¢ HHPOPMAIIMOHHBIMU PECYPCaMH, MOMYJIIPU3ALUH KHUTH U YTCHHS,
OCYIIECTBIICHHE NH(POPMALIMOHHO-METOINIECKOM MOIIEPKKH BOCITUTATEIBHOM
JeATEIFHOCTH IO OPMUPOBAHUIO Y 00YUAIOMINXCSl YBOKEHHS K POJHOMY SI3BIKY, Pa3BUTHIO
KYJIBTYPBI PEUH;

COBEPIICHCTBOBaHNE OMOINOTEYHON IEATEILHOCTH HA OCHOBE MH(POPMAIIHOHHBIX
TEXHOJIOTHH U aBTOMATH3aIUU IPOIECCOB OMOIMOTEUHO-NH(POPMAIMOHHOTO
o0cmyxuBaHus, HOPMHUPOBAHNE KOMPOPTHON YUTATEILCKON CPEIIBI.

2.3. bubnmoTeka BBITOTHSET CIIETyone (PyHKIHH:

2.3.1. ®opmupyet hora OMOIMOTEYHO-UH(DOPMAIIMOHHBIX PECYPCOB 00Pa30BaTEILHON OpTaHU3AIIH

KOMIUIEKTYET OCHOBHOU (DOH] y4eOHBIMH, XY0’KECTBEHHBIMH, HAYYHBIMH, CIIPABOYHBIMH,
NEeIarOrMYECKUMH U HAYYHO-TIOMYJIIPHBIMH JOKYMEHTAMU,;

Y4acTBYET B KOMIUICKTOBAHUH CIICIIHATN3MPOBAHHOTO (OH/Ia YICOHUKAMH U3 YHCIIa
BXOJISIIUX B (eiepalibHbIN TIepeueHb YIYeOHUKOB, JOMYIICHHBIX K UCIIOJIb30BAaHUIO TIPU
peaTM3aIi UMEIONUX TOCYAAPCTBEHHYIO aKKPEIUTAIINIO0 00pa30BaTEIIBHBIX MTPOrPAMM
HAYaJIbHOTO 00IIEro, OCHOBHOTO OOIIIEr0, CPETHET0 00IIero 00pa3oBaHusl, U y4eOHBIMU
MOCOOVSIMH, JIOMYIICHHBIMH K MCIIOIH30BAHUIO TIPU PEATU3aIlNN YKa3aHHBIX
00pa3oBaTeIbHBIX IPOrPaMM;
aKKyMyJIupyeT (OHJI JOKYMEHTOB, CO3/JaBaEMbIX B 00pa30BaTEIILHOW OpraHN3aIluu
(myOnukanuii 1 paboT MmearoroB 00pa3oBaTeIbHON OPraHU3aI|H, JTIYUIIUX HAYYHBIX PAa0OT
U pedpepaToB ydammxcs u 1p.);

OCYIIECTBIISICT pa3MeIleHIE, OPTaHU3AIMI0 H COXPAHHOCTh IOKYMEHTOB,;

OpraHu3yeT U BEJCT CIIPaBOYHO-OMOIHOrpaduuecKuil anmnapar: kataaoru (andaBUTHBIH,
CHCTEMAaTHUYECKHIA), KAPTOTEKH (CHCTEMATHUECKYIO KApPTOTEKY CTATeH, TEeMAaTHIECKUE
KapTOTEKH), SJICKTPOHHBIN KaTaior, 0a3bl JaHHBIX O MPOQUITI0 00pa30BaTEIbHOM
OpTraHHU3aIIH.

2.3.2. OcymiectBiseT auddepeHmpoBanHoe OMOIMOTEUHO-MHPOPMAITMOHHOE 00CITy)KHBaHNE
00yJarommxcs:

IpeoCTaBIAeT HH()OPMAITMOHHBIE PECYPCHI HAa PA3IMYHBIX HOCUTENSX;

opraHusyeTr oOy4eHHe HaBbIKaM HE3aBUCUMOTO OMOIMOTEYHOTO TOJIb30BATES U
notpebuTtesns uHGOopMaIH, COACHCTBYET HHTETPALIH KOMIUIEKCA 3HAaHUN, YMEHHH 1
HAaBBIKOB pa0OTHI C KHUTOHM ¥ HH(POPMAIIHEH;

OKa3bIBaeT MH(OPMAIIMOHHYIO O/ICPKKY B PEIICHUH 3a]1a4, BO3HUKAIOIIUX B IpoIiecce
yueOHO#, caM000pa30BaTEIIbHON U TIOCYTOBOM ACATEIBHOCTH 00yYarOIInuXCs;

OpraHHU3yeT MacCOBbIE MEPONPUATHUS, OPUECHTUPOBAHHBIC HA pa3BUTHE O0OLIEH U
YUTATENCKOW KYJIBTYPBI IUYHOCTH;

COJICHCTBYET NEeAarorndeckuM pabOTHUKAM B OpraHU3aluu 00pa3oBaTeIbHOro mnpouecca u
Jocyra 00yqaroIuxcs.



2.3.3. OcymiectBnsieT AuddepeHInpOBaHHOE OUOIHOTEeUHO-UH(POPMAIIMOHHOE 00CTYKUBAHUE
MeIarOrMYECKUX PaOOTHUKOB!

e BBISBIIET HHGOPMAIIMOHHBIE TOTPEOHOCTH U yIOBJIETBOPSIET 3aPOCHI, CBSI3aHHBIE C
o0y4yeHHeM, BOCITUTAHUEM 00YJaroLuXCs,

e cojeicTByeT npodecCHOHATbHON KOMIETEHIIMH M€JaroroB, MOBBIIIEHUIO KBATH(PUKAIUH,
IIPOBEJCHUIO aTTECTALNH,

e OCYIIECTBIISET TeKyiee nHGopmupoBanue (HN HHPOPMAIMH, 0030Pbl HOBBIX MOCTYIICHUI
U MyOJTUKAaIHii);

e CrOCOOCTBYET MPOBEICHUIO 3aHATUN 1O POPMHUPOBAHUIO HHOPMALIMOHHON KYJIbTYpPhI
oOyyaromuxcs, SBisiercst 0a30i U1 MPOBEACHUS MPAKTHUECKUX 3aHATHI 1Mo padoTte ¢
MH(GOPMaILIMOHHBIMU PECYypCaMHu.

2.3.4. Ocymiectisiet qudepeHIpoBaHHOE OMOINOTEYHO-HH(POPMAITMOHHOE 0OCITY>)KUBAaHHUE
poauTeneit (3aKOHHBIX MTPEACTABUTEINEH) 00yJarOLIHXCS:

e YIIOBJIETBOPSIET 3aIIPOCHI MOJIH30BATEICH M HHPOPMUPYET O HOBBIX IMOCTYIUICHUSX B
OubIMoTEKY;

e KOHCYJIbTHPYET IO BOIIPOCAM OpPraHU3alMA CEMEHHOT0 YTEHHUS, 3HAKOMUT C HHPOpMAaITHEH
110 BOCITUTAHHIO JICTEH;

e KOHCYJIBTHUPYET IO BOIPOCAM yUeOHBIX M3IaHUMN I 00ydaromuXCsl.

3. Opranu3anus AesiTeIbHOCTH OU0INOTeKH

3.1. O0mee pyKOBOJICTBO ACATEIHHOCTBIO OMOIHMOTEKH OCYIIECTBISIET PYKOBOIUTEh
00pa3zoBaTeIbHON OpraHU3alHH.

3.2. HemocpenctBeHHOE PYKOBOACTBO OMOIMOTEKOM OCYyIIEeCTBIsET ONOIMOTEKaph, KOTOPHIi
Ha3Ha4YaeTCsl PyKOBOIUTENIEM 00pa30BaTeIbHOW OpraHu3aIliuy.

3.3. 3aBenyrouuii 6MOIMOTEKON HECET OTBETCTBEHHOCTH B MpEJIeiax CBOSH KOMIETEHIINH 3a
OPTaHM3AIHIO U PE3YIbTATHI IEATEIBHOCTH OMOINOTEKH.

3.4. OTBETCTBEHHOCTb 32 CHCTEMAaTHYHOCTh M KAYECTBO KOMILJICKTOBAHHS OCHOBHOTO (hoHzIa
OUOINOTEKH, KOMITJIEKTOBAaHHE YUeOHOTo ()OHAA B COOTBETCTBUM € (heiepabHbIM IIepeuHeM
Y4eOHHKOB, (e/IepaabHbIM IIEPEUHEM IEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, CO3/IaHHE
HEOOXOIUMBIX YCIIOBHHM JUIs A€ATEIbHOCTH OMOINOTEKH HECET PYKOBOJIUTEIb 00pa30BaTeIbHOM
OpraHU3ally B COOTBETCTBUH C YCTABOM.

3.5. 3aBeayromuii OMOIHOTEKOM pa3pabaThIBACT U MPEICTABISAET PYKOBOIUTEIIO 00pa30BaTEIIBHON
OpraHM3aIMH HA YTBEPXKIACHUE CIECIYIOIIHNE JOKYMEHTHI:

e TUTaH pabOTHI MIKOJIHHOM OMOIMOTEKH Ha YICOHBIN TOT;

e TEPCHEKTUBHBIN IJIaH KOMILIEKTOBaHUS OMOIHMOTeYHOTO oHa (B TOM Uncie yaeOHoro GpoHaa
1 GOH/A JOTOTHUTEIBHOM TUTEPATYPHI);

e TOJIOKEHHE O MIKOJIBHOM OnbIuoTeke (1100 akTyaTu3upoBaHHbIC JTOKAJIbHBIE aKTHI,
periiaMeHTHpYIore padboTy OUOIHMOTEKH);

e IUIaH OMOINOTEYHO-MH(DOPMAITMOHHOTO COMTPOBOXKIACHUS 00Pa30BaTEIFHOIO POIIECCa;

e MEpeYeHb MPUOOPETAEMON JIUTEPATYPHI M FJICKTPOHHBIX 00pa30BATEIBHBIX PECYPCOB C
000CHOBaHHUEM.

3.6. CtpykTypa 6ubIroTeKu (OPMUPYETCS B COOTBETCTBUU C IJIOMIAAbI0, HATMYUEM U30JTMPOBAHHBIX
MOMEIICHUH, BO3MOKHOCTBIO BBIJICIICHUS POCTPAHCTBEHHO-000CO0ICHHBIX 30H Pa3IMYHBIX THUIIOB,



MaTepUaIbHO-TEXHUYECKUMU YCIOBHSIMH, YUCIIEHHOCTHIO KOHTHUHI'C€HTA 00YJaIOIINUXCs, U
npeaycMaTpuBaeT

e A0OHEMEHT,;

e KHHUIOXpPaHWIUIIE,

e MeEIHMAaTeKy,

¢ KHUTOXpaHWJIHIIC.
3.7. bubmmoredHo-uHGOPMAITMOHHOE O0CITY)KHBAaHHE OCYIIECTBIISICTCS B COOTBETCTBUU C IJITaHAMH
paboThl OUOTMOTEKU U PEKUMOM pabOThl 00pa30BaTENILHON OpraHU3aAIHH.

3.8. bubnuoreka BrpaBe MpeaOCTaBIATh IUIaTHRIE OMOTNOTeYHO-NH(OPMALIMOHHBIE YCIYTH, IepeUYeHb
KOTOPBIX ONPENEIAeTCss YCTaBOM 00pa30BaTeIbHON OpraHn3aIHH.

3.9. lesarenbHOCTh OMOINOTEKN OCYILIECTBIISIETCS. HA OCHOBE OMOIMOTEYHO-MH(POPMALTMOHHBIX
PECypcoB B COOTBETCTBHH C YIEOHBIM M BOCIIUTATEIIHHBIM IIAHAMU 00pa30BaTeIbHON OpraHH3aIHH,
KOHLICTIIIUSAMH PAa3BUTHS, IPOTPaMMaMH, IPOCKTaMU U TLUIAHOM PaOOThl OMOIHOTEKH

3.9.1. CoctaB ocHoBHOTrO (oHaa popmupyercs ¢ yuerom tpedoanuit ®I'OC, cnmcka
XYI0KECTBEHHBIX MTPOU3BEIACHNH, BKIIFOUSHHBIX B (ejiepalibHbIe 00pa3oBaTeIbHbBIE MPOTPAMMBI
HauyaJIbHOT'0 00IIEro, OCHOBHOT'O OOILEro U CpeHero o01ero oopa3oBaHus, Clucka
PEKOMEHI0BaHHBIX IPOU3BEACHUH JUUIsl BHEKIIACCHOTO YTEHUS, IEPEUHS POU3BEICHHUM
MaTPUOTUYECKOM HANIPAaBICHHOCTH, CO3JJaHHBIX COBPEMEHHBIMU NTUCATENSAMH, JUISI BKIIIOUSHHS B
CIMCKH PEKOMEH/I0BaHHBIX IIPOM3BEAECHUH JUIsl BHEKIIACCHOTO YTEHUs, OTPACIIEBOI JIUTEpaTyphI,
W3JIaHUM CIIPABOYHOTI'O XapaKTepa, NEPUOINYECKUX U3TaHUM.

3.10. Pexxum pa®oThl OMOIMOTEKH ONpeeseTcs 3aBe YoM OUOIMOTEKON IO COTJIACOBAHUIO C
PYKOBOJMTENIEM 00pa30BaTEIbHONW OpPTraHU3aIliH C YYETOM peKrMa paboThl 00pa3oBaTeIbHOM
opranuzaiui. [lpu onpenenenun pexxuma padboTbl OMOINOTEKN MPEayCMaTPUBAETCS:

e BBIJICJICHHE BPEMEHH [IJIsl €KEHEBHOTO BBITIOIHEHUS BHYTPHUOUOIMOTEUHOM paboTHI;
e OIpECIICHUE CAHUTAPHOTO JHS (OUH pa3 B Mecsll), KOr/ia 00Cay)KUBaHHE TI0JIb30BaTeICH
HE MPOU3BOJAUTCA.

B nensax obecrieuenus kauecTBa OMOINOTEUHO-UH(OPMAITMOHHOTO OOCTYKUBAHHS O0YJAFOIINXCS U
pabOTHUKOB 00pa30BaTEILHOM OpraHU3aIuu OUOIHOTEKa 00IIe00pa30BaTEILHON OpraHU3aIuN
B3aUMOJICHCTBYET ¢ OMOIMOTEKaMu APYTHX 00pa30BaTEIbHBIX YUPEIKICHUM, ONOIMOTEKaMHI
Pa3JIMIHBIX CUCTEM U BEAOMCTB, 06H_IGCTB€HHBIMI/I W UHBIMHW OpPraHu3aliusgIMH.

4. Y4er nocTynjieHus ¥ BbIOLITHS JOKYMEHTOB Oub/uoTedHoro gponaa
4.1. TTpuem nokyMeHTOB B OHJ OMOIMOTEKH BKITIOYAET CIAEAYIOUINE ONEPaIIUU:

e CBEpKa MOCTYIUICHUH C MEPBUYHBIM yYCTHBIM JOKYMEHTOM (HaKJIaJHasl, aKT), BKIIFOYAIOIIIM
CIHCOK MOCTYMUBIINX IOKYMEHTOB,;

e COCTaBJICHHE NEPBUYHOTO YYETHOTO JTOKYMEHTA JUIs TIOCTYIUICHUH 0€3 COPOBOIUTEIBHOM
JOKYMEHTAIUH;

e pEerucTpanys NOCTYMHMBIIMX JOKYMEHTOB B PETUCTPAaX CyMMapHOTO, IPYMIIOBOTO U
unuBHayansHoro yaera (COCT 7.0.93-2015 «bubnuoreunsiii pona. TexHomorus
(hopMHUpOBaHUSY).

4.2. I1pu NOMOTHEHUU OCHOBHOTO OMOIHoTeuyHOTO (hoHAa HEOOX0IMMO COOI0IaTh TPEOOBAHMS
®enepanbHoro 3akona ot 25.07.2002 Ne 114-®3 «O npoTuBOIEHCTBUN SKCTPEMHUCTCKOM
NEeATEILHOCTH» . JJOKyMEHTBI, BKIIFOUCHHBIC B IIEPEYCHD IKCTPEMHUCTCKHX MaTEPHUaJIOB, IPHOOPETATh
3aIpenieHo, MPH BBISIBICHUU X B (DOH/IE — H3BIMATh U3 JOCTYTIA.



4.3. Yuet u 00paboTKa TOKyMEHTOB OMOIHOTEYHOTO (HOHIA.

4.3.1. Yyer u 06paboTka JTOKYMEHTOB OCHOBHOT'O (DOH/1a OCYILECTBIISACTCS MHAUBH Y aIbHBIM
crioco6oM. CBeIeHHs O TIOCTYIUBIIHX MTEYaTHBIX TOKyMEHTaxX BHOCATCS B « KHUTY cymMMapHOTo y4era
JIOKYMEHTOB OCHOBHOTO (hOHJIa».

[TocTynuBmMM TOKyMEHTaM IIPUCBaNBAaOT MHANBUYAJIbHBIM PETUCTPALIMOHHBIA HOMED
(MHBEHTApHBIIT HOMEP WJIM MHOW 3HAK, IPUHSTHIA B KAYECTBE PETUCTPALIMOHHOTO HOMEPa, CUCTEMHBIH
HOMEp ISl SJICKTPOHHBIX JIOKYMEHTOB) U MM XpaHCHUSL.

Perucrpanmonnsie HoMepa ¥ UQPPbl OTMEYAIOT B PETUCTPaxX MHIMBUAYAIBHOTO yueTa JOKYMEHTOB —
B MHBCHTapHOU KHMUTIE.

Bce OK3CMIIIAPBI IIPUHATBIX u3gaHui mreMnenoTes. IltemMnens ¢ HaMMEHOBaHUEM

o0pa30BaTeNbHOM OpraHU3aluy J0JKEH OBITh IPSIMOYTOJIbHOM GOPMBI, pa3MepoM He OOJIbIIEe YeEM
1,5%x4 cm.

[Itemmens CTaBUTCSL HA 000POTE TUTYIILHOTO JIUCTA (IPU OTCYTCTBHH TUTYJILHOTO JINCTA — HA
MIepBOY CTPAHUIIEC TEKCTA O] 3arjiaBuemM), Ha 17-if cTpaHwMIle Mol TEKCTOM B JISBOM HM)KHEM YTy U Ha
o0opoTe Kaxxa0ro npuioxenus. Ha 6pourtopax u )KypHanax mTeMIelb CTaBUTCSA TOJIBKO Ha 00JI0KKE
WJIM Ha MEPBOW CTPaHUIIE TEKCTA.

CoctaB ocHoBHOTO (hoHAA PUKCHPYETCS B KAPTOUHOM ali(haBUTHOM KaTalloTe, B JIEKTPOHHOM 0a3e
JTAHHBIX OMOJIMOTEKU.

4.3.2. Yuer u o0paboTka cneruanu3npoBanHoro ¢ponaa. Crnenuain3upoBaHHbIN (GOHI YIUTHIBACTCS U
XPaHHUTCS OTAETHHO OT OCHOBHOTO OMOIMOTEYHOTO (hOHIA.

VY4eT 10KyMEHTOB CHEMATU3UPOBAHHOTO (POHIA, KAK MHOTO3K3EMIUIIPHOI IUTEpaTyphbl,
OCYILIECTBIISIETCS TPYIIIOBBIM CIIOCOOOM U OoTpaxaercs B «KHUre cyMmMapHOro y4yeTta yueOHOTo
(boHIa» U B KAPTOTEKE PETUCTPALIMOHHBIX KapTOYEK.

Ha xa)xj0e HaMMeHOBaHUE IOKYMEHTOB CHELUATM3UPOBAHHOTO (DOH/IA 3aBOJIUTCS OT/IEJIbHAS YUETHAs
kaptouka. Kaprouku ¢ 6ubnmorpaduyeckum onvcaHueM U3IaHui y4eOHUKOB PacCTaBIISIOTCS B
YUYETHYIO KapTOTEKY 10 Kj1accaM, a BHYTPH KJIaccoB — MO aji(haBUTy paMHIMI aBTOPOB MJIU 3arjiaBUil.
J1J11 KOHTPOJISI 38 COXPAaHHOCTBIO YUETHBIX KAPTOUEK OHU PETUCTpUpYIOTCs B «KypHase perucrpanuu
YUYETHBIX KapTOUEK YUCOHUKOBY.

Texnuueckas 06paboTKa TOKYMEHTOB MIPEyCMATPUBACT CIAEAYIONINE OTEePaIiH:

e TIPOCTABJICHUE HA KaXKJIOM JIOKYMEHTE IITEMITCIIsl OMOIIMOTEKH B COOTBETCTBUU C ITYHKTOM
4.3.1 HACTOSIIETO HOI0KEHUS,

e YCTAHOBJICHHE CPEJCTB 3aIIUTHI OT YTPaThl (MATHUTHBIA JATYMK, PAJAO-UHII, HHON BHT
MapKUPOBKH);

e W3TOTOBJICHWE U MPUKPEIUICHNE K JOKYMEHTY Iacropra yuyeOHuka. [Tacropt yueOHMKa
NPUKJICUBACTCS HA MOCICIHEH CTpaHUIEe yueOHHKA. 3aMOMHACTCS IPU BbIIa4e YUTATEIIO.

VY4er cnenuanu3upoBaHHOro (oHAA MpeaycMaTpruBaeT OTpaKEHHE €ro COCTaBa B CIIPaBOYHO-
oubnmorpaduueckom ammapare OMOJIUOTEKH, B TOM YHCIIE B JIEKTPOHHOM 0a3e TaHHBIX.

4.4. BpiObITHE TOKYMEHTOB OMOIHOTEYHOTO (hOHTA.

4.4.1. ITpuuuHBI, IO KOTOPHIM IOKYMEHT MOXKET OBITh BBIBEICH U3 COCTaBa OMOIMOTeYHOro POoHMA,
BKJIFOYAIOT B TOM YHUCJIC BETXOCTh, 1e(DEKTHOCTh, YCTapeIOCTh MO COACPKAHMIO, yTpary. MckimoueHue



JOKyMEHTa 13 OnOInoTe4Horo (poHaa NpOBOJUTCS HA OCHOBAaHMH aHAJIM3a COCTaBa OMOIMOTEUHOTO
(doHIa ¥ PE3yNIBTATOB €r0 MPOBEPKH.

4.4.2. Tlox BETXOCTHIO JOKYMEHTA TIOHUMAIOT PE3YJIbTAaT €CTECTBEHHOTO CTApEHUS HITH (PH3HUECKOTO
U3HOCA JOKyMEHTA.

4.4.3. Tlon neeKTHOCTHIO JOKYMEHTA TOHUMAIOT YACTUYHYIO MJIU MOJIHYIO yTpaTy
AKCIUTYaTal[MOHHBIX KaUYeCTB JOKYMEHTA B pE3yJIbTaTe BHEIIHETO BO3/ICHCTBUS.

4.4.4. ITox ycTapesoCThiO 0 COJEPKaHUIO TIOHUMAIOT ITOTEPIO aKTYaIbHOCTU TEMATUKH,
MOJTBEPAKIAEMYIO OTCYTCTBUEM CIIpOCa YUTATENNEH, HEBOCTPEOOBAaHHOCTBIO B IIEpepacipeIeIeHUH U
peanu3anum.

4.4.5. Tlox yTpaToif JOKyMEHTa HOHUMAIOT €r0 OTCYTCTBHE B (hOHIe OMOIMOTEKN IO TPUYUHAM
MOTEePH, XUIICHHs, OCJICTBUI CTUXHITHOTO, TEXHOTCHHOTO (B TOM YHCIIE XaKePCKOM aTak U
HEBOCCTAaHOBUMOTO COOSI 3JIEKTPOHHOTO 00OPYAOBAHMS) WM COLIMATBHOTO XapakTepa, Mo
HEYCTaHOBJICHHOHN NPHYHHE.

4.4.6. TIporecc UCKITIOUYEHUS TOKYMEHTOB U3 (hOHa OMOIMOTEKH OCYIIECTBISETCS B COOTBETCTBHH C
ITopsiakoM y4eTa JOKYMEHTOB, BXOJSIIUX B COCTaB OMOIMOTEYHOro (POHAA, YTBEPKAECHHBIM
npuka3zoM MunkyneTypsl Poccnn ot 08.10.2012 Ne 1077.

4.4.7. BoiObITHE JOKYMEHTOB OMOIMOTEYHOTO (DOH/IA TIPOU3BOJUTCS B PE3YJIbTATE UX CITUCAHUS
KOMHCCHUEH, CO31aHHON PYKOBOAUTENEM 00pa30BaTeIbHON OpTraHU3aL|H.

4.4.8. YTunuzamus CIUCaHHBIX JJOKYMEHTOB OMOIMOTEYHOTO (POH 1A TPOU3BOIUTCS B COOTBETCTBUU C
3aKoHOIaTenbcTBOM Pocculickon denepanuu.

5. [IpoBepka 1OKyMeHTOB OUOJIMOTEYHOTr0 (POHIA

5.1. [InaHoBast mpoBepka JOKyMEHTOB OMOIMOTEYHOTO (POH/Ia TPOBOAUTCS C IEPUOAUYHOCTHIO IO/ HA
OCHOBaHUU rpaduka MpOBEPKH, YTBEPHKICHHOTO 3aBEAYIONUM OHOIHOTEKOM.

5.2. BHemuiaHOBasi IpOBEPKa JOKYMEHTOB OMOIHMOTEYHOTO (DOH/1a TPOU3BOJUTCS B 0053aTETHHOM
HOpSITIKE!

e TP NOCTYIUIEHUU HOBBIX IOKYMEHTOB B (DOHJ;

e IIpH BHISBJICHUU (PAKTOB XUIICHUS, 3I0YNOTPEOICHUS HIIU TIOPYHU TOKYMEHTOB,;

e B cCllydyae CTUXUHHOrO O€JCTBUS, MOKapa WIN APYTUX YPEe3BbIYaMHBIX CUTYalUH, BBI3BAHHBIX
IKCTPEMAJIbHBIMU YCIIOBUSIMU,

e IpU peOpraHU3alMy WIN JIUKBUIAIMH 00pa30BaTEIbHON OpraHU3alHH.

5.3. [To utoram npoBepKH 3aBeAYIONINI ONOIMOTEKOM COCTABIIACT aKT. ECM Kakue-TO JOKYMEHTBI
OTCYTCTBYIOT 110 HEYCTAaHOBJICHHON MTPUYMHE, TO K aKTy MPUKJIIAIBIBAETCS UX CIIUCOK, B KOTOPOM
(bUKCUPYIOTCS CBEJICHUS O KOJIMYECTBE JOKYMEHTOB OMOIMOTEYHOTO (POH 1A B HATTUYUH U KOJIMYECTBE
OTCYTCTBYIOIIMX JOKYMEHTOB, B TOM YHCJIE [10 HEYCTAHOBIICHHON NTpUUKHE. B akTe Takxke
YKa3bIBAETCSl HOMEP U JIaTa aKTa MPEAbIYIIEeH MPOBEPKH.

5.4. IlpoBepka 6uOIMOTEYHOTO (POHIA HA HATTMYUE TOKYMEHTOB, BKIIOUEHHBIX B (hefepaibHbIN
CITUCOK DKCTPEMHUCTCKUX MAaTEPUaJIOB, ONyOJMKOBaHHBIM Ha o(HUIIHAIIbHOM caliTe MUHHUCTEpPCTBA
roctuunn Poccuiickoit @enepanuu, NpOBOAUTCS B COOTBETCTBUU C OTAEIBHBIM JOKAJbHBIM AKTOM
00pa3oBaTebHON OpraHU3aIHH.



5.5. [Ipu BBIIBIIEHHH B IIpOIIecce MPOBEPKU (POHIA OTCYTCTBYIOUINX JOKYMEHTOB M HEBO3MOXHOCTH
YCTaHOBJICHHS] BAHOBHBIX JIMI YOBITKM IO HEOCTa4aM CIMCBIBAIOTCSI B COOTBETCTBUU C
JEUCTBYIOIUM 3aKOHOATEIbCTBOM.

5.6. [IpoBepka 6ubGIMOTEYHOTO (OHAA HA HATMYUE UH(OPMAIIMOHHBIX MAaTepHAIOB, CO3/IaHHBIX
(mMpou3BeICHHBIX, PACTIPOCTPAHEHHBIX) JIUIIAMH, BKJIFOUCHHBIMU B PEECTP HHOCTPAHHBIX areHTOB, a
TaKoKe TUIaMH, aQUIMPOBAaHHBIMU C HUMH (YUpEIUTEISIMH, YWICHAMH, PYKOBOIUTEISIMU
OOIIECTBEHHBIX 00BEINHCHUH, IOPUAMICCKUX JIHI U T.[T.), TPOBOJUTCS B COOTBETCTBHH C
®enepanbHbIM 3akoHOM 0T 14.07.2022 Ne 255-03 u nocranosnenueM [Ipasurensctea PO ot
22.11.2022 Ne 2108, yTBepKIarOIIKM TpaBUIIa pa3MENICHUs 00s3aTeIbHBIX YKa3aHUH.

5.7. IInanoBast cBepka hoHma ¢ ENMHBIM peecTpoM HHOCTPAHHBIX areHTOB, OITyOJIUKOBAHHBIM Ha
odunmansHOoM caiite MuHHcTepcTBa IocTunu Poccuiickoii @eaepariiu, MPOBOJUTCS HE PEKE OTHOTO
pa3a B KBapTaj. BHemiaHOBas CBEpKa OCYIIECTBIISIETCS

e IIPH MOCTYIUICHUH HOBBIX JOKYMEHTOB B (pOH/I (10 X pa3MeIleHus] Ha OTKPBITBIX MMOJIKAX);
e B TeUYeHHE 3 pabouux JHEH rocie onyoaukoBanus MuHocToM Poccun cBeneHuit o
BKJIFOYEHUH HOBBIX JIMI] B PEECTP HHOCTPAHHBIX areHTOB.

5.8. HpI/I BBIsSIBJICHHUU B (I)OH,Z[e JAOKYMCHTOB, CO3aHHLIX C YUACTUCM JIMIL, BKIIFOUCHHbBIX B PECCTP
HMHOCTPaHHBIX areHTOB, OTBETCTBECHHOEC JIMIIO.

e 00eCIeunBacT U3bATUE TAKUX JOKYMEHTOB M3 OTKPBITOIO JOCTYIIA;

e OpraHM3yeT NEePEMEIICHUE BBISBICHHBIX JOKYMEHTOB B 3aKPBIThIN (HOH[ (OTIEIBHOES
MIOMEIIIEHHUE, 3aKPBITHIA CTEIUTAX, 30Ha XPAHEHHS, HEJOCTYITHAS [T HECOBEPIIICHHOIECTHUX
M0JIb30BAaTENCH).

5.9. Ha nokyMeHTsI, iepeMelieHHbIE B 3aKPBIThIN (POH]T B COOTBETCTBHH C II. 5.8, HAHOCUTCS
MapKHPOBKa B MOPSAKE, YCTAHOBIEHHOM moctanoBiieHreM [IpaBurensecra PO Ne 2108. Mapkuposka
JIOJDKHA COJICPIKATh YKa3aHUE Ha CTaTyC WHOCTPAHHOTO areHTa U BBIMOJIHATHCS B TEKCTOBOM (hopMe.
[Tockonbky Takas HHGOPMAIMOHHAS MTPOTYKITUS TIPUPABHUBACTCS K KOHTCHTY C BO3PACTHOU
MapKupoBKoOH «18+» mpu oTCyTCTBUU Ha 0010kKe TUnorpadckoro 3Haka «18+y» JlonomHuTensHO
obecrieyrBaeT HAaHECEHHE YKa3aHHONH MapKUPOBKHU (HAIIpUMeEp, € IIOMOIIBIO HEITPO3pauyHOH
CYHEepOOIOKKH MUK CIIEIHATBHOTO IITAMIIa) 10 MOMEHTA Pa3MEIIeHHs JOKYMEHTA B 3aKPhITOM
domnze.

5.10. BrisiBiIeHHBIE B X0/1€ IPOBEPKH JOKYMEHTHI, CO3/IaHHbIE HHOCTPAHHBIMH ar€HTaMH:

e HC ICMOHCTPHUPYIOTCS HAa KHUKHBIX BBICTAaBKaXx,

e HE BKIIIOYAIOTCS B PEKOMEHIaTeIbHbIe OMOIrorpaduyecKue CIucKu U 0030PHI;

e HE UCIOJIL3YIOTCS TIPH MIPOBEICHUH ITyOIMYHBIX OMOIMOTEYHBIX MEPOIIPHUATHH (B TOM YHCIIe
ISl HECOBEPILICHHOJICTHHX).

Br1aya Takux JOKYMEHTOB ITOJIB30BATEISIM BO3MOYKHA TOJIBKO U3 3aKPBITOrO (POH/IA C COOIIOICHIEM
BO3PACTHBIX OrpaHUYeHuit «18+».

I[MIPUHATO
Ilemarornueckum cosetoMm MbOY
«OOMI c. bunbtel uM. M.K.Map36exoBuua.» (mporokos ot 29.05.2026 Ne 6)
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