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- o0yueHre ocHOBaM OMOIHOTEUHO-0MOIMOTpaduuecKol TPaMOTHOCTH;

- COJIEWCTBHME TIEIarorvyeckuM pabOTHHKaM B M0AOOpe HAyYHO-METOAMYECKOM
JUTEPATyphl, THPOPMHUPOBAHUE O HOBBIX MOCTYIUICHUSIX B OMOIMOTEUHbIH (OHT;

- COBEpIICHCTBOBAHHME IMPEIOCTABISAEMbIX OMOIMOTEKONW YyCIyr Ha OCHOBE BHEIPEHMUS
HOBBIX MH(OPMALMOHHBIX TEXHOJIOTUH W KOMITBIOTEpU3ALUU OMOIMOTEUYHO-MH(DOPMAITIOHHBIX
npoiieccoB, hopmupoBaHue KOMMDOPTHOM OMOITHMOTEYHOM CPEIbI.

2.2. bubnuoTreka BBIMIOJHSCT CIEAYONINE (YHKITUH:

2.2.1. ®opmupyetr (oHx OHOIMOTESYHO-UH(DOPMAITMOHHBIX PECYPCOB 00pa30BATEIHHOM
OpraHu3aluu:

- KOMIUIEKTYEeT YHHUBEpCaJdbHbIH (OHA Yy4eOHBIMH, XYJOKECTBEHHBIMU, HAyYHBIMU,
CHPAaBOYHBIMH, NEAATOTHUYECKUMHI U HAYYHO-TIONYJISIPHBIMU JOKYMEHTAaMH Ha TPAJUIIMOHHBIX U
HETPaTUIMOHHBIX HOCUTENSIX HH(OPMALIUK;

- monosHsAeT (oHJ MHPOPMALMOHHBIME pecypcamu cetu MHTepHeT, 6a3amMu u GaHKaMu
JAHHBIX JIPYTUX OpraHU3aIuii;

- aKKymyaupyeT (OHJ JOKYMEHTOB, CO3/1aBacMbIX B 0Opa3oBaTENIbHOM OpraHU3aluu
(mybnukanuii 1 paboT megaroroB o0pa3oBaTeIbHONW OpPraHM3AIMH, JIYYIIUX HAYyYHBIX paboT u
pedeparoB yuamuxcs u ap.);

- OCYIIECTBIIAET Pa3MeEIleHNe, OPTaHU3AIMI0O U COXPAHHOCTh JOKYMEHTOB.

2.2.2. Co3naet nHOOPMAMOHHYIO MTPOTYKITHIO:

- OCYUIECTBIIIET aHAIUTUKO-CUHTETUYECKYIO TepepadoTKy HH(OPMALINH;

- OPTaHU3yeT M BEJET CIIPaBOYHO-OMOIMOrpadnuecKuii anmapat: Kataiord (aa(aBUTHBIM,
CUCTEeMAaTUYECKUH), KapTOTEKU (CUCTEMATHUECKYyI0 KapTOTeKy CTaTel, TeMaTH4eCKHe
KapTOTEKH ), DJICKTPOHHBIA KaTayor, 6a3bl TaHHBIX IO TPOQIIII0 00pa30BaTeNbHON OpraHU3aIUH;

- pa3pabaTbiBaeT peKOMEHJaTelbHbIe OuOIMorpaduueckue mocodusi (CIUCKH, 0030pHI,
yKa3areiu U T.I1.).

2.2.3. OcyuecTBisieT muddepeHInpOBaHHOE OMOIMOTEYHO-NUH(POPMAITHOHHOE
00ciIyXKUBaHUE yJalllUXCs:

- IpeI0CTaBIIAeT HH(GOPMAIMOHHBIE PECYpPChI HAa PA3IMYHBIX HOCUTEISX;

- opraHusyer OOy4YeHHWE HaBbIKAaM HE3aBUCHMOTO OHOIMOTEYHOTO TMOJB30BATENS U
notpeduTens MHPOpMaLuH, COAECHCTBYET UHTErpallii KOMIUIEKCA 3HAaHUM, YMEHUN U HaBBIKOB
paboThl ¢ KHUTOW U MHpOpMaIIHEH;

- OKa3bIBaeT MH()OPMAIIMOHHYIO MOJJIEPAKKY B PELICHUH 33]ay, BO3HUKAIOIIUX B Ipolecce
yueOHOM, caM000pa30BaTENbHON U IOCYTOBOM JI€ATEIbHOCTH yUallluXCsl;

- OpraHu3yeT MAacCOBbIE€ MEpOIPHITHSA, OpPUEHTUPOBAHHBIE HA pa3BUTHE OOWEH u
YUTATENbCKON KYJIbTYpBI TMYHOCTH;

- CO/ICHCTBYET NelarornyeckuM paboTHUKAM B OpraHU3allMKi 00pa3oBaTeIbHOIO Impolecca
U JIOCYTa y4alIuXcs.

2.2.4. OcymiectBisger Qg depeHIMpOBaHHOE O616IMOTEeYHO-MH(POPMALTMOHHOE
00CITy’)KNBaHHE TEIarOrMUeCKUX PaOOTHUKOB:

- BBISABIISIET MH(OpPMAIMOHHBIE MOTPEOHOCTH M YIOBIETBOPSIET 3allPOChl, CBS3aHHBIE C
0o0y4eHHeM, BOCIIUTAaHUEM YJallluXcsl;

- BBIABISET MH(QOPMALMOHHBIE MOTPEOHOCTH M YAOBJIETBOPSAET 3ampockl B 00JacTu
NeIarOrMYeCKIX MHHOBAIMIA U HOBBIX TEXHOJIOTHH;

- coueiictByeT  npo(ecCMOHAIBHOM  KOMIETEHIMH  I€JaroroB,  MOBBIIIEHUIO
KBaJTM(PUKAINHN, TIPOBEICHHUIO aTTECTAIlHH,

- OCYILECTBJIET TeKyllee HHPoOpMHpoBaHUE (IHM UHPOpMALUU, O0030pbl HOBBIX
MOCTYIUIEHUH U MyOJIMKaIHii);

- CIOCOOCTBYET MPOBEACHUIO 3aHATHIA MO (OPMHPOBAHUIO MH(POPMALMOHHOW KYIBTYpPHI
yUalIuXcst, sBsieTcss 0a30il Il TPOBEACHWS MPAKTHYECKUX 3aHATHH 1Mo pabore ¢
UH(POPMALIMOHHBIMU PECYPCAMHU.

2.2.5. OcymecTBisieT nuddepeHrpoBaHHOe O0n6MOTEeYHO-UH(POPMAITIOHHOE
o0cIiTy’)KuBaHUe poAuTeseH (3aKOHHBIX MPeACTaBUTENeH) yyaluxcs:



- YIOBIETBOpPSIET 3ampOCHl IMOJIb30BaTeNeil U MHOOPMUPYET O HOBBIX MOCTYIUICHUSX B
OMOINOTEKY;

- KOHCYJABTHPYET II0 BONPOCAM OPraHU3alUU CEMEWHOrO0 YTEHHs, 3HAKOMHUT C
nHpopManyen Mo BOCIUTaHUIO JIETEH;

- KOHCYJIBTUPYET 0 BOIPOCaM y4eOHBIX M3/IaHUH I yJaluXcs.

3. Opranuszanus AesiTeJJbHOCTH OMOJIMOTEKH

3.1. OOmiee pPyKOBOACTBO NEATENBHOCTHIO OHOIMOTEKH OCYIIECTBISIET PYKOBOIUTEIH
00pa3oBaTesbHOI OpraHu3aluu.

3.2. PyxoBoacTtBO OMOIMOTEKOH OCYIIECTBISET Nenaror-OuOiImoTekapb, KOTOPBIN
Ha3HayaeTcs PyKOBOAMTENEM 00pa30BaTeIbHOM OpraHU3aliu.

3.3. Ilenaror-6u0nmuoTekapr) HECET OTBETCTBEHHOCTD B MPENENax CBOCH KOMIIETEHIHH 32
OpraHMU3aIUI0 U Pe3yNbTaThl IEATEIbHOCTH OUOIMOTEKH B COOTBETCTBUU C (PYHKIIMOHAIBHBIMU
00513aHHOCTSIMHU.

3.4. Ilenmaror-Oubnamorekapb  pa3pabarblBaéT M  MNPEACTABISET  PYKOBOJIUTEIIO
00pa3oBaTeNbHON OPraHU3aK HA YTBEPKICHUE CIETYIOIUE TOKYMEHTHI:

- TIOJIOKEHHE O OMOJIMOTEKe, TPaBUIIa MOJIb30BaHUs OMOITUOTEKOM!;

- CTPYKTYpPY H IITaTHOE pacrnucaHue OMOIMOTEKH, KOTOPBIE pa3padaThIBAIOTCS HA OCHOBE
00BbeMOB padorT;

- IUTAHOBO-OTYETHYIO JJOKYMEHTAIHIO;

- TEXHOJIOTHYECKYIO JOKYMEHTAIIHIO.

3.5. CtpykTypy OUOIMOTEKH COCTABIISIIOT:

- aOOHEMEHT;

- YUTAJILHBIN 347,

- OT/IeT Y4eOHUKOB.

3.6. bubnmuoTedHO-MHPOPMAIIMOHHOE OOCTY)KHBAaHUE OCYIICCTBIISICTCS B COOTBETCTBUU C
nporpaMMaMu U IIaHaMu paboThl OMOIMOTEKHM 0O0pa30BaTENbHOW OpraHU3allid Ha OCHOBE
Ou0IMOTEeYHO-MH(POPMALTMOHHBIX PECYPCOB.

3.7. bubnunoreka obecrieynBaeTCs:

- KOMIUJIEKTOBaHHEM OMOIMOTEYHO-UH(DOPMALIMOHHBIX PECYPCOB;

- HE0OXOAUMBIMHU CITY>K€OHBIMH U TIPOU3BOJICTBEHHBIMU TOMEIIEHUSIMHU B COOTBETCTBUU CO
CTPYKTYypOl OMOJMOTEKM W HOpPMaTHBaMM TI0 TEXHHUKE OE€30MaCHOCTH OKCIUTyaTalluu
KOMIIBIOTEPOB M B COOTBETCTBMM C TIOJOXKEHUSMHU CAHUTApHBIX IPaBUJI M HOPMAaTHBOB,
o0ecreunBaroIMMHI COXPAaHHOCTh KHUT;

- COBPEMEHHOM JIEKTPOHHO-BBIUUCIUTENHHOH, TEJIEKOMMYHHUKAIIHOHHON U
KOTIMPOBAJIbHO-MHOKUTEIIEHOW TEXHUKOW M HEOOXOJMMBIMH MTPOTPAMMHBIMH MTPOTYKTaMH.

3.8. OTBETCTBEHHOCTbh 3a CHCTEMATUYHOCTb M KAayeCTBO KOMIUIEKTOBaHHMS OCHOBHOI'O
¢donna OMONIMOTEKH, KOMILJIEKTOBaHHE ydyeOHOro (oHAa B COOTBETCTBHM C (efepaibHbIMU
NEepevyHsIMU y4YEeOHUKOB M y4eOHO-METOAMYECKUX W3JaHWM, cO3/laHhe HEOOXOIMMBIX YCIOBHUH
JUISL  1eATeNbHOCTH OMOIMOTEKH HEceT pPYKOBOAUTENb OOpa30BaTE€IbHOM OpraHu3aluud B
COOTBETCTBHUH C yCTaBOM 00pa30BaTEIbHOW OpraHU3aIIH.

3.10. Pexum paboThl OUOMMOTEKH OMpENEIsSeTCs IMeaaroroM-OudanoTeKapeM B
COOTBETCTBUM C TpaBWJIaMH BHYTPEHHErO pacmopsjika oOpa3oBaTelbHON opranuzanuu. Ilpu
OTIpeNIeICHNH pekrMa paboThl OMOIMOTEKN TIPEAYCMAaTPUBACTCS BBIJICIICHHE:

4. Y4yeT nocTynjieHus ¥ BbIObITHS JOKYMEHTOB 0n0/1M0TEe4HOr0 (hoHaa

4.1. CBeneHus 0 BKIIOYa€MbIX B OMOIMOTEUHbIN (GOH]T JOKYMEHTaX (PUKCUPYIOTCS B KHUTE
CyMMapHOTo y4uera Oubauorednoro GoHma (GKypHa).

4.2. JIOKyMEHTHI, TOJTrOTOBJICHHbIE K INpHEeMy B OWOMUOTEYHBIH (DOHJ, TOABEpPraroTCs
NEepBUYHON 00paboTKe ¥ MHAMBUAYAILHOMY YUETY.

4.3. UnauButya bHBINA YU9€T JOKYMEHTOB OCYIIECTBISIETCS MyTEM IPUCBOCHUS KAXKIOMY
IK3EMIUIAPY  JOKYMEHTa  pPErHCTPallUOHHOTO HOMepa, MHOTO 3HakKa B  KayecTBe
PETUCTPAIIMOHHOTO HOMepa (CHCTEMHOT0 HOMEpa KOMITBIOTEPHOW MPOTPaMMBI, IITPUX-KOAA H
npyrux). VHAMBHUIYyalbHBI HOMEp 3aKkperuiseTcss 3a JOKYMEHTOM Ha BCE BpeMs €ero



HaXOXJeHUs B (QoHIe OuOIMoTeku. PermcrpanioHHble HOMEpa HMCKIIOUEHHBIX H3 (oHIa
JIOKYMEHTOB HE IIPUCBAUBAOTCSI BHOBb MPUHSATHIM JJOKYMEHTaM.

4.4. PerucrpallMOHHBIE HOMEpA MPOCTABISIOTCS HEMOCPEACTBEHHO HAa JOKYMEHTax W
OTPaKaKOTCsl B PETUCTPE UHIUBHUYaIbHOIO yUeTa JOKYMEHTOB, IPUHATOM B OMOIHOTEKE.

4.5. B peructp BIUCBHIBAIOTCS JAaHHBIE O KAKJOM JOKYMEHTE: JaTa 3aliCH B PErHCTpe,
pPEruCTpallMOHHBI HOMEp, KpaTkoe Oubiauorpaguueckoe ONMCaHUE JOKyMEeHTa (aBTop,
3aryiaBue, TOM, 4acCTh, BBITYCK, MECTO U TOJl U3JaHUs), IeHA TJOKYMEHTA.

4.6. VHnuBuayainpHbI ydeT MEPUOAMYECKMX HW3JIaHUM BENETCs B PErucTPallMOHHON
KapTOTeKe MNEPUOJUYECKUX W3JaHUN, IMpeIHa3HAueHHOW JUIs y4yeTa KakJOoro Ha3BaHHS U
KaX/10T0 3K3eMILIIpa.

4.7. JIoKyMeHTHI, BKIItouaeMbie B (GoHI OnOMMOTEeKH, MapkupyrotTcs. [Ipum 3Ttom moryr
OBbITh UCIOJIb30BAHBI IITEMIIEIH, KHI)KHbIE 3HAKH, MHIUBUAYaAJIbHbIEC IITPUXOBbIE KOJIbI, IpyTrue
BUIBI MAPKUPOBKH.

4.8. Ha pnokymeHTax, SBJIAIOLIMXCS IPHJIOKEHHUEM K OCHOBHOMY HOCUTEIIO M €ro
HEOTHEMJIEMOI YacTbhI0, IPOCTABIISAIOTCS TE K€ PEKBU3HUTHI, YTO U HA OCHOBHOM JOKYMEHTE.

49. Ha mnpuHATBIX MNEPBUYHBIX YUYETHBIX JOKYMEHTaxX IPOU3BOAMUTCS  3aIKCh,
MOJTBEPKIAIONIAsA, YTO TOCTYNHUBIINE JOKYMEHTHI NPHUHATHI B OWOMMOTEYHBIH (POHA Kak B
00BEKT 0CO00 IIEHHOr0 JBM)KMMOIO HMYIIECTBa WJIM KaKk B OOBEKT HHOIO JABHIKUMOIO
UMYIIECTBA.

4.10. IlepBuuHble YydeTHblE JOKYMEHTBI, MOJATBEpXkJAalOUIMe (AaKT MOCTYIICHHUS,
nepeaaTcs B OyXranTepuio s BKIIOUEHHS B yueT Oubarnoreynoro Gonna.

4.11. JTokyMeHThI BBIOBIBAIOT U3 OMOIMOTEUHOro (pOHIA B CBSI3U C (DU3MUECKOI yTpaToit
WIA YaCTUYHOM JINOO MOJHON yTpaTo MOTPEeOUTENbCKUX CBOWCTB. BBRIOBIBarOIINE JOKYMEHTHI
UCKJIIOYAIOTCS U3 OMOIMOTeYHOro ()OHIa U CIIMCHIBAIOTCA.

4.12. BIObITHE TOKYMEHTOB U3 OMOIMOTEYHOTO (POHAA OPOPMIISIETCS aKTOM O CITMCAHHU
HCKIIFOYCHHBIX 00bEKTOB OnOmoTeyHoro (Gouma mo ¢gopme 0504144 (nanee — akT O CIIMCAHUH),
yTBEepKIeHHOH npukazoM Munpuna Poccun ot 30.03.2015 Ne 52n. 4.14. K akTy 0 cniucanuu
MpUJIaraeTcs CHUCOK Ha HCKIIOYEHHE OOBEKTOB OMOMMoTedHoro (oHmaa (mamee — CIHCOK),
KOTOPBII BKJIFOYAET CIEAYIOIINE CBEACHUS: PETHCTPAMOHHBIM HOMep W mmdp XpaHEHUs
JIOKYMEHTa, KpaTkoe OuOnuorpaduueckoe omucaHue, IeHYy AOKYMEHTa, 3a()MKCUPOBAaHHYIO B
pEerucTpe WHIMBHIYaIbHOTO YydYeTa IOKYMEHTOB, KOX(QQHUIMEHT MEpeoleHKH, IEeHY IIO0Cie
NEPEOLIEHKU U OOIIYI0 CTOUMOCTh UCKIIIOYAEMBbIX JIOKYMEHTOB.

4.13. Jlns me4yaTHBIX TOKYMEHTOB BPEMEHHOTO XPaHEHHs JOIYCKAeTCs 3aMeHa CITHCKa
KHUKHBIMH (hOpMyJIsipaMu.

4.14. JIng nOKyMEHTOB, 0OpaOOTaHHBIX I'PYMHIOBBIM (YHIPOIIEHHBIM) CIIOCOOOM, BMECTO
CIMCKa JlaeTcs MepeyeHb PEerucTPAlMOHHBIX HOMEPOB, BHJI HCKIIOYAEMbIX W3JaHUM, HX
KOJINYECTBO.

4.15. K akTy O CHMCaHUM MO HPUYMHE YTpaTbl M CIUCKY NPWIATalOTCs JIOKYMEHTHI,
NOJTBEpXKIAlONINe yTpaTy (TOSCHUTENbHAS 3alucKa, B CiIydae KpaKd WIA XHUIICHHS —
IOPOTOKOJI, aKT, 3aK/IIOUEHHE YIOJIHOMOYEHHBIX OpraHoB, IpPH BO3MEIICHUH yiiepba —
(MHAHCOBBIN JOKYMEHT O BO3MEIICHUHU yIIIepoa).

4.16. Ilocne 3aBepIIeHUs] MEPONPUATHA, MPETYCMOTPEHHBIX aKTOM O CHHCAHUU, TEPBbIH
DK3EMIUIIP aKTa O CHHCAaHWU CO CIIMCKOM W JIOKYMEHTOM, MOJTBEPKIAIONIMM BBIOBITHE,
nepeaaeTcs B OyXraiarepHio, BTOPOH SK3eMIUISIp OCTaeTcsl B OMOIHOTEKE.

5. IIpoBepka HATMYUA JOKYMEHTOB 0MOJIMOTEYHOr0 (poHaA

5.1. IIpoBepka HamMuusi JOKYMEHTOB OuOnmMoTeyHoro (onnaa (maisee — mpoBepka (GoHza)
MIPOM3BOJIUTCS B 00513aTEIILHOM TTOPSI/IKE:

- IPU BBISIBIICHUH (DAaKTOB XUILEHUS, 3I0YIIOTPEOICHHS UM TOPYU JOKYMEHTOB;

- B Cly4yae CTUXMMHOro O€ACTBMs, MOXKapa WM JPYrUX YPEe3BbIYAWHBIX CHUTYyallHi,
BBI3BaHHBIX IKCTPEMAIIbHBIMU YCIIOBHUSIMH;

- TP PEOPTaHM3ANNY WITH JTUKBUAAINN ONOITMOTEKH.



5.2. Tlpu BBISIBICEHUH B TpoOIlECCe MPOBEPKH (POHIAa OTCYTCTBYIOMIMX JIOKYMEHTOB H
HEBO3MO>KHOCTH YCTAHOBJICHHMSI BUHOBHBIX JIHMII YOBITKM IO HEJAOCTauaM CIUCBIBAIOTCS B
COOTBETCTBUH C JACUCTBYIOIIUM 3aKOHOIATEILCTBOM. 6. Jlesionpon3BoacTBO

6.1. Opraamsanus paboOThl C JOKyMEHTaMH II0 ydery OubnumoreuHoro QoHma
OCYILECTBIISICTCS IO MIPABHIIAM BEJCHHS JeTIONPOU3BOICTBA.

6.2. B 6ubimoTeke BeayTCs U XPaHITCS:

- PETUCTPHI MHAUBUAYATIEHOTO M CYMMApPHOTO y4eTa JOKyMEHTOB OMOIHOTEYHOTO (hOH IA:

- PETUCTPALlMOHHBIE KHUTH;

- UHBEHTapHbBIC KHUTH,

- KHUTY CYyMMapHOI'O y4eTa;

- YYETHBIN KaTaJjor;

- Tonorpauueckre omnucy U KaTajuory;

- aKTHI O CITUCAaHHH UCKITIOYEHHBIX 00BEKTOB OMbIMoreyHoro GoHmaa;

- Y4ETHbIE JOKYMEHTBI, MOJATBEPKIAIONINE MOCTYIICHHE TOKYMEHTOB B OMOJIMOTEUHBIH
doH (HaKIaIHBIC, AKThI O TIPUEME, aKThI CIAYU-TIPUEMKH);

- aKThl O pe3yJbTaTax MPOBEACHHS IMPOBEPKH HAIMUYUSA JOKYMEHTOB OHMOIMOTEYHOTO
donma.



