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IoJio:keHHe 0 IIKOJLHON OHOIHOTEKE
1. O0He MoJI0KEHUs

el Hacrosiiee MIOJIO’KEHHE peryiaMeHTUPYET JIESITEIEHOCTD 6ubIMoTeKH
MBOVY "Xne6uukosckas COII" (manee — 06pa3oBaTeIbHas OpraHA3ays).

1.2. Hacrosmee monoxeHHe pa3paboTaHO B COOTBETCTBMH C @elepaibHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «0O6 obpazopanuu B Poccuiickoit ®enepanum», NpukazoM MHUHKYIBTYPbI
Poccun ot 08.10.2012 Ne 1077 «O06 ytBepxnenun Ilopsaka ydera TOKYMEHTOB, BXOISIINX B
coctas 6ubnHoTeHOr0 hoHaay, mickMa Muno6pasosanust Poccuu ot 23.03.2004 Ne 14-51-70/13
«O TlpuMmepHOM IOJOXKEHMH O OuOnHOTEKe 00IE0OPa3oBATEIPHOIO  YUPEKIACHUSDY,
Meroanyeckux pekoMeHmaruid MUHIPOCBEIIEH), HAIPaBICHHBIX MHCbMOM OT 14.08.2025 Ne
OK-2287/03, Metomudeckux pekomenpauuii OI'BHY «HIIbB um. K.J. VYimuHCcKOro» OT
31.05.2017.

1.3. BubnnoTeka sBNAETCA CTPYKTYPHBIM MOApa3aeieHUEM 00pa30BaTENbHOM OpraHu3aLuy,
CO3JaHHBIM B LENAX OoOecrneyeHWss MpaBa YYaCTHHUKOB 00pa3oBaTENBHOTO Mpolecca Ha
fecrnuaTHOE MOJIb30BaHUE OMOIMOTEUHO-UHPOPMALMOHHBIMU PECYPCAMHU.

1.4. Ilopsimok MoOMB30BaHUs MCTOUHHKAMHM HMH(QOpPMAalHH, IIepeYeHb OCHOBHBIX YCIIYT M yCIIOBHUA
UX TPEIOCTABICHUS ONPENEISIOTCS HACTOSAIIMM IIOJIOKEHHEM O OHONHOTEKE M IIpaBHIAMH
TI0JIb30BaHUs OHOIHOTEKOM, YTBEPKICHHBIMU PYKOBOIUTENIEM 00pa30BaTeIbHOM OpraHu3alyH.

1.5. Opranuzanuss oOCIyKHBaHUS yYaCTHHUKOB 00pa30BaTENbHOrO IpOILECcCca NPOM3BOAUTCSA B
COOTBETCTBHHM C TMpaBUIaMH TEXHUKH O€30MaCHOCTH W IPOTHBOIOXXAPHLEIMH, CaHUTapHO-
TMTHEHUYECKUMH TpeOOBaHUSIMH.

2. Henu, 3anaun, pyHkunu 6M6IM0TEKH

2.1. llenn OuOIMOTEKH COOTBETCTBYIOT IENAM 00pa30BaTeNbHOM OPraHU3alMM M BKIIOYAIOT B
cebs B TOM umcie: GopMHpOBaHHE OOIIEH KyJIbTYPhl JIMYHOCTH OOYYarolIMXCsA Ha OCHOBE
YCBOEHHSI 0053aTEIbHOr0 MHHUMYMa CoJiep KaHus 00I11e00pa30oBaTeIbHbIX IPOrPaMM, PaCKPBITHS
UX MHAWBUIYAIBHBIX CIIOCOOHOCTEH, BOCIIUTAHUS TPAXXIAHCTBEHHOCTHU, TPYAOTIO0MS, YBAKCHUSA
K TpaBaM M cBoOOJaM, 4eioBeka, JIOOBHM K OKpykaromied mnpupoge, Pomwne, cembe,
GopMUpOBaHHE HPABCTBEHHBIX yOEKIEHUM, SCTETHYECKOTO BKYyCa M 3l0pPOBOrO 00pasa JKH3HH,
BBICOKOM KYJIBTYPHl MEKIMYHOCTHOTO W MEXKITHUYECKOrO OOINEHHUS, YBAXKEHUSA K DPOTHOMY
A3BIKY, Pa3BUTHIO Y OOydaronuxcs WH(GOPMAalMOHHON KyJNBTYpPhI, KyJbTYpbl PeYH, HHTEpeca K
YTEHHUIO.

2.2. 3agayamu OHOIMOTEKH 00pa30BaTENbHON OPraHU3aliH ABISIOTCH:
o OubIMoTeYHO-MHQOPMAITMOHHOE  COIPOBOXKICHHE y4eOHO-BOCIIUTATENILHOTO

IpoIiecca;
o oOpasoBaTenpHas eI TENbHOCTD B LEeJIX HMHTEJUIEKTYyaIbHOTO U



poeCCHOHATBHOTO Pa3BUTHA JIMYHOCTH, COIMAIM3AINH U npoQopHEHTAUH AETEN U
MIOJIPOCTKOB;

o KyJbTYPHO-IPOCBETHTENbCKAA U JIOCYroBas AEATENbHOCTE IO (hOpMHPOBAHUIO
KyJIbTYypbl UYTCHHS, Da3BUTHIO TBOPYECKHX M HHTEJIIEKTYaIBHBIX CII0COOHOCTEN
00YHAIOIIUXCS, BOCTIUTAHUIO yXOBHO-HPaBCTBEHHOH IMYHOCTH,

° (GopMHpOBaHHE M pa3BUTHE HH(OPMAIMOHHOH KYIBTYpBI, nH(GOpMaLlMOHHON
IPAMOTHOCTH, WH(OPMAIIMOHHOW THIHEHBI, DA3BUTHE KPUTHIECKOrO MBIIIICHHA
00yJarouxcs;

o OpraHU3al[MOHHO-METOIYECKOoe obecreyeHue MEPOTIPUATHHA MO Pa3sBUTHIO Y
o0yJaroImuxcs HHTepeca K YTEHHIO;

o METOAUYECKAs U KOHCYJIbTAI[MOHHAs MOAEPHKKA MIE€AarOrHICCKUX pabOTHUKOB U
pomutenel B o6macTH paboTHl ¢ HHQOPMALMOHHBIMH pECypcam, TOIyIApU3alny
KHHUTH U YTCHMS;

o ocyIIecTBIeHHE MH(QOPMAIHOHHO-METOINYECKON TOANEPKKH BOCIIUTATCILHOM
JeATeIbHOCTH 10 (OPMHPOBAHUIO Yy OOYYalOIIUXCsS YBaKEHHSA K POAHOMY A3BIKY,
Pa3BUTHUIO KyJBTYpBI PEYH,

o COBEpPIICHCTBOBAHUE OUOIIHOTEUHON eATeIbHOCTH Ha OCHOBE
UHGOPMAIIMOHHBIX ~ TEXHOJIOTMH ¥  aBTOMAaTH3allMK  MPOLECCOB OMOIHOTEUHO-
HH(POPMAILMOHHOTO 00CITYKUBaHMsA, (HOPMUPOBAHUE KOM(OPTHOH YUTATETBCKOM CPEIBL.

2.3. Bu6auoTeKa BHIMOJIHAET Clefyolye QyHKIUH:

2.3.1. ®opmupyer ¢ona 6ubIMOTEYHO-MH(YOPMALMOHHBIX — PECYPCOB 00pa3oBaTeNbHOM
OpraHU3aIHH:

. KOMILIEKTYyeT OCHOBHOW (OHI y4eOHBIMH, XyNOKECTBEHHBIMHM, HAy4HBIMH,
CIIPaBOYHBIMH, [1eJarOTHIECKUMH H Hay4HO-TIOMYJIPHBIMU JOKYMEHTAaMH,
° Y4acCTBYeT B KOMIUIEKTOBAHWH CIELHANTH3HPOBAHHOTO (OHAA y4eOHMKaMH M3

qpcia BXOMMMMX B  (elepalbHbli MepedeHb y4eOHMKOB, [ONYIIEHHBIX K
HCIIONL30BAHUIO IMPH pealu3alid MMEIIUX TOCYIapCTBEHHYIO aKKPEIUTAIHIO
06pa3oBaTeNbHEIX IIPOTPaMM HAYAIbHOTO OOIIEro, OCHOBHOrO OOIIEro, CpeaHEro
o0miero o0pa3oBaHus, U yIeOHBIMH [I0COOMAMH, TOIMYIIEHHBIMH K HCIIOJIL30BAHUIO NIPH
peann3aliy yka3aHHbIX 00pa30BaTeNIbHbIX IPOrPaMM;

° aKKyMyIupyeT GOHI JOKyMEHTOB, CO3[jaBaeMBIX B  00pa3soBaTelbHOU
opranuzanuy (myOnMkanuii u paboT Iemarorop o0Opa3oBATENbHOM OpTaHH3alMH,
JIyYIIAX HAYYHBIX paboT 1 pedepaToB ydalluxcsa u Ap.);

° OCYIIECTBIIAET pa3MeIleH e, OPraHU3alHI0 ¥ COXPAaHHOCTh IOKYMEHTOB;

° OpraHu3yeT M BeIeT CIPaBOYHO-OMOIMOrpaMIecKUil —ammapar: KaTaloru
(andaBUTHBIH, CHCTEMATHYECKUH), KAPTOTEKH (CHCTEMAaTHYECKyl0 KapTOTEKy CTaTed,
TeMaTHYeCKHe KapTOTEKM), SIEKTPOHHBIH KaTtauor, 6assl IJaHHBIX IO HPohHIo
00pa3oBaTeNbHON OpraHH3altu.

2.3.2. OcymecTenser auddepeHIMpoBaHHoe OUOIHOTeYHO-HHPOPMAIIMOHHOE O0OCITyXKHUBaHHE
00y4aroNUXCs:

° IPEI0CTABIAET UHPOPMAIIMOHHBIE PECYPCHI Ha Pa3JIMYHBIX HOCUTEIAX;

. opraHusyer o0ydyeHHe HaBbIKaM HE3aBHCHMOIO OUOIHOTEYHOTO IOJb30BATEN U
noTpeGuTeNns MHYOPMAIMH, CONEHCTBYET MHTErpalliy KOMIUIEKCA 3HAHHH, YMEHHH U
HaBHIKOB PaOOThI C KHUTOH U HHOPMALIHUEH;

° OKa3bIBaeT MH(POPMAIMOHHYIO MOANEPKKY B PEIICHHM 33734, BOSHHKAIOIIHNX B
polecce y4e6HOM, caMo0bpa3oBaTenbHOM U 10CYTOBOH A€ATENLHOCTH oOygaromuxcs,
o OpraHU3yeT MAacCOBBIC MEPONPHUATHS, OPHEHTHPOBAHHbBIC Ha PA3BUTHE obmen u
YUTATEIHCKOM KyJIbTYphl TUYHOCTH,

o CONEHCTBYET MearorHdeckuM pabOTHHKAM B OPTaHM3alMK 00Pa30BATENBHOIO
mpollecca ¥ 1ocyra o0y4aromuxcs.



2.3.3. Ocymectiusger au(GhepeHIUpOBaHHOE 6UOTHOTEIHO-HHPOPMAIIHOHHOE  00CITy)KUBaHHE
TeJarOrMYeCKUX pabOTHHKOB!

. BBIABISET HMH(QOPMAIMOHHBIE IIOTPEOHOCTH W YAOBJICTBOPACT  3alPOCHL
CBsI3aHHBIE C 00y4eHNEM, BOCIIUTAHHEM O0YYaIOLIUXCH;

° comeiicTByeT mpodecCHOHATBPHOM KOMIETCHIHH II€Iaroros, IOBBLIMICHHIO
KBanu(UKAIMH, IPOBEJCHUIO aTTeCTallly;

° OCYILECTBIAET TeKyluee MHQOpMUpOBaHHE (OHHU uHbopMaIuy, 0030pbl HOBBIX
NOCTYIUICHUH ¥ Iy OIHKaLIKH);

° CIIOCOGCTBYET MPOBENCHUIO 3aHATUH MO (HOPMUPOBAHMIO uH(GOPMAITMOHHOM

KyJIBTypbl 00YHYaIOLIUXCS, ABNAeTCA 6a30i [l NPOBENSHNS IPAKTHICCKIX 3aHATHH 110
pabote ¢ HHGOPMALMOHHBIMU PECYPCAMH.

2.3.4. Ocymecteisier auddepeHupoBaHHOE 6U6IHOTeUHO-HH(POPMAIOHHOE 00CITy)KUBaHHE
pommTesel (3aKOHHBIX MPEACTABUTENEN) 00yYarOIMXCS:

° YIIOBJETBOPSET ~ 3alpOCHl  TOJb30BAaTEICH M uHGOpPMHUpPYET O  HOBBIX
NOCTYIUIEHUAX B OUOIHOTEKY,

° KOHCYJIBTHPYET MO BOIPOCAM OPTaHM3aLMM CEMEHHOTO YTEHHS, SHAKOMHT C
uH(OpMaIlKeit 110 BOCIMTAHUIO JIETEeH;

. KOHCYJIBTHPYET I10 BOTIpOcaM y4eOHBIX H3AaHuA Ul 00yJatomxcs.

3. Opranusanust AesiTeJbHOCTH OHOTHOTEKH

3.1. OG6uee pYKOBOJACTBO [ESTCIBHOCTBIO ~OMOIMOTEKM — OCYWIECTBIACT — PYyKOBOAMTEID
00pa30BaTENbHON OpraHu3aliy.

3.2. HemocpeicTBeHHOE  PYKOBOACTBO  OMONMOTEKOM — OCYIIECTBIACT 3aBeIyIOILHH
GUOTHOTEKOMH, KOTOPHIi HA3HAYAETCA PYKOBOAHUTEIEM 00pa30BaTeIbHON OpTaHU3aIHH.

3.3. 3aBenyomuii GHONMOTEKOH HeceT OTBETCTBEHHOCTh B MpEJENaX CBOCH KOMIETCHLMH 32
OpPTaHM3aIWIO ¥ PE3yJIbTAThl AEATENbHOCTH OUOIMOTEKH.

3.4. OTBETCTBEHHOCTb 332 CHUCTEMATHYHOCTb M KAa4eCTBO KOMILIEKTOBAHHA OCHOBHOTrO (oHja
6UOMMOTEKH, KOMILUIGKTOBAHHE yueOHOro (OHIa B COOTBETCTBUM C (e/epajbHbIM MNEPEIHEM
yueOHUKOB, (eEpaNbHBIM IEPEYHEM 3JIEKTPOHHBIX 00pa3oBaTENbHBIX PECYpPCOB, CO3JAHMC
HE0OXOJMMBIX YCJOBUM /15l ACSATENbHOCTH OMONMOTEKH HECET PYKOBOJUTEND 00pa3oBaTeIbHOM
OpraHMU3aliy B COOTBETCTBUM C YCTaBOM.

3.5. 3asemyromuii  O6ubnnoTexod ~ paspabaTbiBa€T M NPEACTABIIET  PYKOBOAMTEIIIO
00pa30BaTEeIbHOM OpraHU3aLUN Ha YTBEPKACHHUE CICYIOIHE TOKYMEHTHI:

o MOJIOXKEHKE 0 OUONHOTEKe, IPaBKJIa MOIb30BaHUs OUONIHOTEKON,;
° IUTAHOBO-OTYETHYIO JOKYMEHTAIMIO.

3.6. Crpykrypa Oubnuoreku GopMHpyeTCs B COOTBETCTBHM C IUIOIIA[BIO, HAIIMIMEM
U30JIMPOBAHHBIX MOMEIIEHHH, BO3MOXXHOCTHIO BBIICICHUA IPOCTPAaHCTBEHHO-000CO0IEHHbIX 30H
PasIMYHBIX THIIOB, MAaTePHAaTbHO-TEXHUIECKUMH YCIOBHAMH, YHCICHHOCTRIO KOHTHHICHTA
00yJaroLIKXCs, U IPEAYCMaTPUBACT

° abOHEMEHT;

° YUTAJILHBIN 3411

o KHUTOXPaHUIIUILE,

° MeauaTeky (KOMIIBIOTEPHYIO 30HY);

° pEeKpealMoHHOe IIPOCTPAHCTBO (30HY A/l JOCYrOBOTO YTEHUS).



3.7. BbubnuoreyHo-UH(OOPMAIIMOHHOE OOCITyKMBaHME OCYIUIECTBIACTCA B COOTBETCTBHMM C
TIaHaM{ paboTE GUOIMOTEKH M PEKUMOM PaboThl 00pa30BaTENbHOM OPraHU3ALKH.

3.8. BufmuoTeka BIpaBe IPEJOCTABNIATH IUIATHbIE OHOIHOTEYHO-HH(POPMALMOHHbBIE YCIyTH,
IepeYeHb KOTOPBIX OIPEAEIIsIETCs yCTaBOM 00pa30BaTebHON OpraHu3aluH.

3.9. JlessTeNIbHOCTs GHONMOTEKM OCYIIECTBISETCS HA OCHOBE OMOIHOTEYHO-HH(OPMALMOHHBIX
DECYpCOB B COOTBETCTBHH C Y4eOHBIM M BOCIHTATEIBHBIM TUIaHaMH OOpa30BATENBHOM
OPTaHM3aLMK, KOHIEMIMSIMHM PpA3BUTHsS, [POTpaMMaMH, HPOEKTAMH W IUIAHOM PadoTEI
oubnuorexn

3.9.1. CoctaB ocHoBHOTO (oHaa dopmupyetcs ¢ yderom tpeboBanuii PI'OC, cmucka
XYI0’KECTBEHHBIX TIPOM3BENEHUM, BKIIOUECHHBIX B (efiepanbHbie 00pa3oBaTelbHbIE IPOrpaMMBbI
HaYaJbHOTO OOINEro, OCHOBHOTO OOWIEr0 W CpemHero oOmero oOpa3oBaHHsdA, CIHCKa
DEKOMEHIOBAHHBIX [POM3BENEHMIl [l BHEKIACCHOTO YTEHMSA, TEPEeYHsi MPOM3BEACHHUH
IIATPUOTHYECKOM HATIPABICHHOCTH, CO3[aHHBIX COBPEMEHHBIMU NMHCATEIAMH, IS BKIIOHCHHA B
CIIHCKH PEKOMEHIOBAHHBIX MPOM3BEIEHHH I BHEKIACCHOTO YTEHHs, OTPAacIeBOH JUTEPATypBI,
W30aHui CIIPaBOYHOrO XapakTepa, MEPUOANYECKHX H3IaHHH.

3.10. PexxuM paboTsl GUOIMOTEKH ONpeesIeTcsl 3aBeIyIoIUM OUOIHOTEKOH C YUETOM pexnmMa
paboTEl 06pa30BATENBHON OpraHu3aluu. lIpH OIpeleneHMH pexuma paboThl OHOMHOTEKH
IpeIyCcMaTpUBAETCS:

o BBIACICHHE BPEMEHH IS EKEJHEBHOIO BBINOIHEHHS BHYTPUOMOINOTCYHOH
paboThl;
o OnpeJieieHUe CAHUTApHOTO AHs (OJMH pa3 B Mecsl), KOrjaa OOCIyXHBaHHE

TI0JIb30BaTENCH HE MPOU3BOJUTCS.
B nemnsax obecredeHus KayecTBa O6MOIHOTEYHO-HHHOPMAIMOHHOTO 00CTyKHBaHKsA 00yYaroIInXCsl
1 pabOTHHKOB 06Pa30BaTENBHON OpraHu3aluy OubInoTeKa 0011e00pa3oBaTeNbHON OpraHU3aIHH
B3aMMOJIEHCTBYeT C OMOIMOTEKaMM ApPYruX O00pasOBAaTENbHBIX YUPEKIEHHH, OMOIMOTEKaMH
Pa3IUYHBIX CHCTEM H BEIOMCTB, OOIIECTBEHHBIMH M MHBIMH OpPTraHH3aIMsMH.

4. Y4eT moCTyIJIeHHsI U BLIOBITHS JOKYMEHTOB 0UOIHOTE4YHOro (oHaa

4.1. Ilpuem noKymMeHTOB B (OHA OMOIMOTEKH BKIIIOUAET CIACAYIOLHUE ONCPALIUH:

° CBEpKA TOCTYIUICHHH C IMEPBHYHBIM YYETHBIM JOKYMEHTOM (HaK/IagHas, aKT),
BKJTIOYAIOIIUM CIIMCOK MOCTYMUBIINX TOKYMEHTOB;

° COCTAaBJEHHME MEPBUYHOTO YYETHOTO HOKYMEHTa [ IOCTYIUIEHHMH 0e3
COIIPOBONIUTENILHON JOKYMEHTAIIHNH;

° pEruCTpalyst IOCTYIIUBIINX JOKYMEHTOB B PETHCTPax CyMMapHOIO, IPYIIIOBOTO
u unpusuayansHoro ydyera (COCT 7.0.93-2015 «bubmuoteunsiit Gona. Texunomorus
bopMUpOBaHUAN).

4.2. Tlpy HONONHEHHH OCHOBHOTO OHOIHOTEYHOro (hoHma HEOOXOZUMO COOMIOIATh TPEOOBAHU
denepanpHoro 3akoHa oT 25.07.2002 Ne 114-®@3 «O mnpoTHBOINEHCTBHH JKCTPEMHCTCKOH
HEATENbHOCTHY. JIOKYMEHTBI, BKIIOUCHHBIE B IIEPEYEHb OKCTPEMHCTCKHX MaTEepHaloB,
PUOOPETATH 3aIPEIIEHO, IPY BEISIBICHHH HX B (POHIE — U3bIMATh U3 JOCTYIA.

4.3. Yuer u 06paboTKa T0KyMEHTOB O6HOIHOTEUHOTro (HOHMA.
43.1. Yuer u 06paboTKa JOKyMEHTOB OCHOBHOIO (DOHIA OCYIISCTBIIAETCA HHIMBHIYaIbHBIM

crioco6om. CBeqeHUs O TIOCTYNMBIIMX IIE€YaTHBIX JOKyMEHTAaX BHOCATCS B «KHHUTY CyMMapHOTO
yueTa JOKYMEHTOB OCHOBHOTO (hOHIa.



ITocTynuBmIMM [TOKYMEHTaM IPHCBAaWBAIOT HMHAMBUAYATbHBIA PETUCTPALMOHHBI HOMEp
(MHBEHTapHBI HOMEpP WIM WHOH 3HaK, IPHHATHIH B Ka4yeCTBE PETUCTPALMOHHOIO HOMEpa,
CHUCTEMHBIH HOMED IS 3IEKTPOHHBIX TOKYMEHTOB) U (P XpaHEHUS.

Perucrpanuonnsie HoMepa W IIH(QPBl OTMEYAIOT B pPErHCTpax WHIUBHIYaJIbHOTO YyYeTa
JIOKYMEHTOB — HWHBEHTApPHOH KHHIeE, KapTOTEKe PETHCTpallMd TaseT, )KypHaJoB, yueTHOH 0aze
TAHHBIX.

Bce oak3eMmuspel OPUHATBIX M3daHWi  mTemmnenoroTcs. llremnens ¢ HauMMEHOBaHHEM
00pa3oBaTeNbHOM OpraHu3alud [O/DKEH OBITh MPSMOYTOJbHOH (OpMBI, pasMepoM He
oounbie yeM 1,5%4 cMm.

IITemnens cTaBUTCS Ha 000pPOTE THUTYJIBHOIO JHCTA (MIPH OTCYTCTBUU TUTYJIBHOTO JHCTa — Ha
IIEPBOM CTPaHHUILIE TEKCTa IO 3arjiaBueM), Ha 17-1 cTpaHHUIIE 110/ TEKCTOM B JIEBOM HUXKHEM YIIIy
U Ha 000poTe Kaxaoro npuioxenus. Ha 6pomnrropax M )KypHanax IITEMIIETs CTaBUTCA TOJIBKO Ha
00JI0’KKE WM Ha MTEPBOU CTPAHMIIE TEKCTA.

CoctaB ocHOBHOro (hoHma QuKCHpyeTcs B KapTOYHOM ai(aBUTHOM KaTajore, B 3JIEKTPOHHOMN
6a3e JaHHBIX OUOTHOTEKH.

43.2. Vuer m o6paborka cneunanusupoBaHHoro ¢onpa. Crenuanu3upoBaHHBIN (HOHI
YUMTBIBAETCS U XPAHUTCS OTACIBLHO OT OCHOBHOIrO OMOIMOTEUHOTO (hOHA.

V4yer HOKyMEHTOB CHEeNHaTH3HpOBaHHOTO (OHAA, Kak MHOTO3K3EMIUIIPHOH JIMTEPaTypHl,
OCYIIECTBIIAETCS TPYIIIOBBIM CIIOCOOOM UM OTpaxaercs B «KHure cymmapHoro yudera y4eOHOTO
(hoHIa» U B KapTOTEKE PETHCTPALIHOHHBIX KAPTOYEK.

Ha xaxnoe HauMeHOBaHHME NOKYMEHTOB CIEIHATH3MPOBAHHOrO (OHOA 3aBOMUTCS OTAECIbHAS
ydeTtHas KapTouka. Kaprouku c OubnuorpaduueckuM ONHCaHHEM HW3AaHHE y4eOHUKOB
PacCTaBIAIOTCA B YYETHYIO KapTOTEKy I10 Kjaccam, a BHYTPHU KiaccoB — 1o andaButy daMumnmii
aBTOpPOB  WIM  3ariaBui. J[lid KOHTposs 32 COXPaHHOCTBIO YYETHBIX KapTOYeK OHU
PErucTpUpyroTcs B «2KypHaie perucTpayy Y4eTHBIX KapTOueK YIeOHUKOBY.

Texuuueckas 06paboTka JOKYMEHTOB [PEyCMATPUBAET CIIEAYIOLIUE OEPALIUH:

° IIPOCTABJICHHE HA KAXIOM JOKYMEHTE LITeMIes OUOIHOTEKH B COOTBETCTBUHU C
IyHKTOM 4.3.1 HaCTOSIIETO IOI0XKEHU;

° YCTAQHOBIIEHHE CPEICTB 3aLUTBI OT yTpaThbl (MAarHUTHBIA NaTYUK, PaaUO-YHII,
HWHOH BHJ MapKUPOBKH);

° M3rOTOBJICHHE M IPHUKPEIUIEHHE K JOKYMEHTY Macrmopra ydeOHuka. [lacmopt
y4eOHMKa IPUKIEHBACTCS Ha [OCIEIHEN CTpaHulle yueOH KA. 3aIl0HIETCs IPH Bblaue
YUTATENIO.

Yder cneuuMani3HpoBaHHOrO (OHZA MPEAYCMATPMBAET OTPAaKEHHE €ro COCTaBa B CHPABOYHO-
OubnuorpaduueckoM anmapare 6UGIMOTEKH, B TOM YKCIE B SIEKTPOHHOH 6a3e MaHHbIX.

4.4. BeiOBITHE TOKYMEHTOB OHOIHOTEYHOTO (hOHIA.

4.4.1. Ilpy4uHsl, IO KOTOPHIM NOKYMEHT MOXET OBITh BBIBEAEH M3 COCTaBa OMOIMOTEUHOrO
(GoHIa, BKIIOYAIOT B TOM YHCIIE BETXOCTh, Ae(EKTHOCTh, YCTAPENOCTh 110 COAEP KAHUIO, YTPaTy.
Hcxmrouenne foxkyMeHTa u3 OuOIHoTeYHOro GoHIa IPOBOAUTCS Ha OCHOBAHHMHM aHAJIM3a COCTaBa
OubmuoreuHoro GoHma U pe3yabTaTOB €r0 MIPOBEPKH.

4.4.2. Tlog BeTXOCTBIO [OKYMEHTAa TIOHHMAIOT pPe3yJbTaT ECTECTBEHHOTO CTapeHUs WIH
(GHU3MUECKOro U3HOCA JOKYMEHTA.



4.43. Ilon nedexTHOCTBIO JOKYMEHTa TIOHMMAIOT YAacTHYHYI0 WIM IOJHYIO YTpaTy
SKCITyaTallMOHHBIX Ka4ECTB JJOKYMEHTA B pe3yJIbTaTe BHEIIHETO BO3ACHCTBUS.

4.4.4. Tlom ycTapenoCTbIO IO COMAEPKAHHIO IMOHMMAKOT IIOTEPI AaKTYalbHOCTH TEMATHKH,
IIOATBEPKIAEMYIO OTCYTCTBHEM crpoca qUTaTENEH, HEBOCTPEOOBAHHOCTHIO B
[IEPEPACIIPENEIICHUN U peaTH3alliu.

4.4.5. Ilox yTpaTtoif JOKyMeHTa NMOHHUMAIOT €r0 OTCYTCTBHE B (pOHIE OMOIMOTEKHM MO MPUYHMHAM
MOTEPH, XHUIIEHHUSA, OEACTBUH CTUXHHHOIO, TEXHOTEHHOro (B TOM YHCIE XaKEepPCKOH aTakW U
HEBOCCTAHOBMMOTO COOSI 3JIEKTPOHHOTO  000pYZOBaHMs) WM COLMAJIBHOTO Xapakrepa, IO
HEYCTAHOBJIEHHOW MPHUYHHE.

4.4.6. Ilpomecc HCKIOYEHUS [OKYMEHTOB u3 (oHAa OHUOJHOTEKH OCYINECTBISIETCS B
cooTBeTCTBHH C IlopsimkoM yueTa AOKYMEHTOB, BXOMAIIMX B COCTaB OMOIHOTEUHOTO (OHIA,
YTBEPXKAECHHEIM NpuKa3oM MunKyneTypsl Poccun ot 08.10.2012 Ne 1077.

4.4.7. BriObITHE TOKYMEHTOB OMOMMOTEYHOro (hOHIA MPOM3BOAMTCS B PE3YJIbTaTe UX CIHCAHUSA
KOMMCCHEH, CO3IaHHON PyKOBOAMTENIEM 00pa30BaTeIbHON OpraHu3aIliuy.

4.48. VYTunauszanus CIHCAaHHBIX [JOKYMEHTOB OuOMMOTEYHOTO ()OHAA TPOM3BOAUTCS B
COOTBETCTBHH C 3aKOHOAATENbCTBOM Poccuiickont @enepanui.

S. IIpoBepka J10KyMeHTOB OUOIHOTEedHOTO hOHIA
5.1. IlnanoBas mpoBepKa AOKYMEHTOB OHONHOTEYHOro ()OHAA MPOBOAUTCSA C IEPHOIHYHOCTHIO
OIMH pa3 B IATHJIET Ha OCHOBaHMM rpaduKa IPOBEPKH, YTBEP>KIECHHOIO 3aBEAYIOLIUM

OHMOINOTEKOMU.

5.2. BHennaHoBas MpoBepKa JA0KYMEHTOB OMOIMOTEYHOro (OHAA IPOU3BOAUTCA B 0043aTEIbHOM
NopsizIKe:

° NP IOCTYIIJIEHUH HOBBIX TOKYMEHTOB B (DOHII;

o IPH BBIABIECHHH (DAKTOB XHUILEHHUS, 3I0YIOTPEOICHHS WK TOPYH JOKYMEHTOB;

° B Clly4ae CTUXMHHOTO OeICTBU, [I0XKapa WK APYTUX YPE3BBIUAMHBIX CUTYALIU,
BBI3BAHHBIX SKCTPEMAILHBIMH YCIIOBHAMHU,;

° IIPH peOpraHy3alMy HIH TMKBUAALUH 00pa30BaTeIbHON OpraHu3aliH.

5.3. Ilo wWroraM IIpOBEpKH 3aBeAyHOIMii OMONHOTEKON COCTABIAET akT. ECIM KaKHE-TO
AOKYMEHTEI OTCYTCTBYIOT IO HEYCTaHOBIEHHOM NPUUYMHE, TO K aKTy MPHUKIaIBIBAETCS UX CIIHCOK,
B KOTOPOM (PMKCHPYIOTCS CBEICHHUS O KOJIMYECTBE TOKYMEHTOB 6HOMMOTEYHOro GOH/IA B HATHIHH
U KOJTMYECTBE OTCYTCTBYIOLIMX JOKYMEHTOB, B TOM YHCIIE 10 HEYCTAHOBJIEHHON NpHuuHe. B axre
TAK)KE€ YKa3blBACTCs HOMEDP M JaTa aKTa [IPebIIyLel IPOBEPKH.

5.4. IIpoBepka 6ubMMOTEYHOro (OHAA HA HAIMYKE JOKYMEHTOB, BKIIOUEHHHIX B (DeIepanbHEIH
CMUCOK SKCTPEMHUCTCKUX MATEPUAIIOB, OITyOIHKOBAHHEIM Ha oduIMaTBHOM caiite MUHHCTEpCTBA
rocTuiy Poccuiickoit denepanun, HpOBO,Z[PITCSI B COOTBETCTBUU C OT/JIEIBHBIM JIOKAIBbHBIM aKTOM
00pa3oBaTeIbHON OpraHU3alkH.

5.5. Ilpu BbIABIEHHMH B TpoLecce MPOBEPKH (OHIA OTCYTCTBYIOLIMX [JOKYMEHTOB U
HEBO3MOXKHOCTH YCTaHOBJICHHS BHHOBHBIX JIMII YOBITKM I10 HEZOCTadaM CIIHCHIBAIOTCS B
COOTBETCTBHHU C JEHCTBYIOLINM 3aKOHOAATEIECTBOM.

5.6. IIposepka 6ubmHoTEYHOr0 (hoHAA Ha HaIMuMe MHGOOPMAIMOHHBIX MaTEPUalIOB, CO3TAHHBIX
(MTPOM3BEIEHHBIX, PACIPOCTPAHEHHBIX) JMIAMH, BKIIOUYEHHBIMH B PEECTP MHOCTPAHHBIX areHTOB,
a TaKkKe IuuamM, adpOHIMPOBAHHEIMH C HUMH (YYPEOWTENSIMH, YIEHAMH, PYKOBOIMUTEISIMU
OOIIECTBEHHBIX O0BEAWHEHNH, FOPUIMYECKHX JHI W T.I.), NPOBOMHTCS B COOTBETCTBUH C



" ®enepanbHbIM 3aKk0HOM 0T 14.07.2022 Ne 255-@3 u mocraHoBineHueM llpaBurensctsa PO ot
22.11.2022 Ne 2108, yTBEp)KIAOIINAM MPaBHIIa pa3MeIeHHs 0043aTeNbHBIX YKa3aHUH.

5.7. IlmanoBas cBepka Gonaa ¢ EquHBIM peecTpOM MHOCTPAHHBIX areHTOB, OIyOIMKOBaHHBIM Ha
ourranbHOM caiiTe MuHHCTepcTBa IocTUIMU Poccuiickort @emepaliuy, IPOBOAUTCS HE PEXKE
OJIHOTO pa3a B KBapTaj. BHemnaHoBas cBepka 0CyIIECTBIAETCS:

. IPH NTOCTYIIJIEHUH HOBBIX JIOKYMEHTOB B ()OH (0 MX Pa3sMELIEHU Ha OTKPLITHIX
MOJIKax );
o B TeueHHe Tpex pabouux AHeH mocie omnmyOimkoBaHus MuHroctom Poccun

CBEZIEHHWH O BKIHOYEHUH HOBBIX JIUI B pEECTP MHOCTPAHHBIX ar€¢HTOB.

5.8. IIpu BeIABIEHUH B OHE TOKYMEHTOB, CO3JaHHBIX C yUaCTHUEM JIULI, BKIIOYEHHBIX B PEECTP
HHOCTPaHHBIX ar€HTOB, 3aBEIYIOIINNA OMOTHOTEKOM:

o o0ecrevyrnBaeT U3bIATHE TAKUX JOKYMEHTOB U3 OTKPBITOIO JOCTYIIa;

o OpraHu3yeT IepeMeIlEeHHEe BBIABICHHBIX [JOKYMEHTOB B 3aKpBITBIH (OHI
(oTmenpHOE IIOMEIIEHHE, 3aKpBITBIM CTe/UIaXK, 30HA XPaHEHHUs, HEIOCTYIHas i
HECOBEPIICHHOJIETHUX I10JIb30BaTEIIEH).

5.9. Ha moxyMeHTHI, mepeMelleHHbIe B 3aKpPBITHIH (OHI B COOTBETCTBHH C M. 5.8, HAHOCHUTCS
MapKHpOBKa B TIOpsAJKE, YCTaHOBJIEHHOM mocrtaHoBieHueM [IpaButensctBa PO Ne 2108.
MapkupoBKa JOIKHA COAEPKaTh yKa3aHHE Ha CTaTyC MHOCTPAHHOTO areHTa M BBINOJHATHCS B
TeKcToBON (opme. [TockonbKy Takas HH(GOPMALMOHHAS NPOAYKIUHUs NPUPABHUBAECTCA K KOHTCHTY
C BO3PacTHOW MapKHpOBKOH «18+» mpu oTcyrcTBMM Ha 0010kke THHorpadckoro 3Haxa «l8+»
3aBefyromui OubnMoTexko obecrneynBaeT HaHECEHME YKAa3aHHOH MapKHUPOBKM (Hampumep, ¢
MIOMOLILIO HENPO3PAYHON CyNepoONOKKHY MM CHELMaabHOIO TaMNa) 10 MOMEHTa pa3MELLEHU
JIOKYMEHTa B 3aKpbITOM (OHJE.

5.10. BrisBnennsle B XO04¢e MMPOBEPKH TOKYMEHTHI, CO3aHHbIC HHOCTPaAHHBIMH ar€HTaMH:

° He IEMOHCTPUPYIOTCS Ha KHUXKHBIX BBICTABKAX;
° HE BKJIIOYAIOTCS B peKOMEHAaTellbHbIe Oubmuorpaduieckue CIIMCKU U 0030PHL;
° HE MCIIOIB3YIOTCS IIPY NPOBEACHUH MyONUYHBIX OHOTHOTEUHBIX MEPOTIPUSITHH (B

TOM YHCJIC OJIA HCCOBepH_IeHHOJIeTHHX).

Bbinaua TakuX JOKYMEHTOB IIOJIb30BATE/IAM BO3MOXKHA TOJBKO M3 3aKpeIToro (oHAa c
COOII0IEHHEM BO3PACTHBIX OTPaHUYEHHUI «18+».
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