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1. O6mue noroKeHus

1.1. Hacrosiiee mosioskeHue periaMeHTHpyeT aesTeasHocTh Oubmnorekn MOV Jluneit Ne 9
(manee — oGpasoBareibHas OpraHu3alus).

1.2. Hacrosiee nosoxkenue pazpaboTaHo B cOOTBeTCTBHH ¢ DellepaibHBIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpa3osanuu B Poccuiickoit @enepauun», mpukazom
Munkynstypsl Poccun ot 08.10.2012 Ne 1077 «O6 yrBepikaenuu Ilopsaka ydera
JTIOKYMEHTOB, BXOIIIMX B cocTaB bubnuoreynoro ¢ponaay, nuckMa MuHoOpazoBaHus
Poccun ot 23.03.2004 Ne 14-51-70/13 «O IlpumepHOM MONOKEHHH 0 OHOIHOTEKE
o01eo6pa3zoBaTeIbHOr0 yupexaeHus », MeToauueckux pekoMeHaauni MuHIpocsemeHus,
HarpaBiaeHHbIX THCEMOM OoT 14.08.2025 Ne OK-2287/03, MeToaHuecKHX peKOMEeHJalHH
®I'BHY «HITB um. K.JI. Ymmuackoro» ot 31.05.2017.

1.3. bubnnoteka ABIAETCA CTPYKTYPHBIM MOApa3aAe/IeHueM 00pa3oBaTe/IbHOM OpraHu3allyy,
CO3JIaHHBIM B ILleJIsAX obecrneyeHus rnpasa y4acTHHKOB 00pa3oBaTelIbHOTO Mpolecca Ha
GecrtaTHOe Mojb30BaHue OUGIHOTEeUHO-HHPOPMALIHOHHEIMH PecypcaMH.

1.4. Tlopanok nosib30BaHus HCTOYHHKAMU HH(OpPMaNHH, IepedeHb OCHOBHBIX YCIYT U
YCIIOBHS MX MPENOCTABJICHHS ONPENEIIAIOTCSA HACTOSALIMM IIOJIOKEHHeM o OubIHoTeKe |
MpaBUJIaMH 1101b30BaHusA OHOIMOTEKOMH, YTBEPKICHHBIMH PYKOBOJUTEIEM 00pa3oBaTe/IbHOM
OpraHHu3alyuH.

1.5. Opranusauus o6ciyKHBaHHS Y4aCTHHKOB 06pa30BaTeIbHOIO Mpolecca MPOU3BOIUTCS B
COOTBETCTBUH C [IPAaBUIIAMH TEXHUKH 5€301aCHOCTH M MPOTHBOIMOKAPHBIMH, CAHUTAPHO-
TMrHEeHUYECKUME TPeOOBaHUSIMH.



2. lean, 3axa4u, yHKIMHA OMOJIHOTEKH

2.1. llean 6MOIMOTEKH COOTBETCTBYIOT IEJISIM 00pa30BaTeIbHON OPraHU3allui U BKIFOYAIOT
B ce0s1 B TOM uuciie: (opMHpPOBaHUE OOILEH KYIbTyphl JMYHOCTH 00YYaOLINXCS HA OCHOBE
YCBOCHUS 0053aTEIbHOT0 MUHIMYMa COZIEpKaHus 0011e00pa30BaTeIbHBIX IIPOrPaMM,
PaCKpBITUS UX UHAWBUAYAIBHBIX CIIOCOOHOCTEH, BOCHUTAHUS TPa’KJaHCTBEHHOCTH,
TPYIOIOONS, YBaXKEHHUS K IIpaBaM M CBOOOaM, YelIOBEKa, TI0OBU K OKpYKaroIeil mpupoze,
Ponune, cembe, hopMupoBaHUe HPAaBCTBEHHBIX YOSKICHHIA, SCTETHUECKOTO BKyCa U
3JI0POBOT0 00pa3a KHU3HHU, BEICOKOW KYIbTYPhl MEXINYHOCTHOTO U MEKITHHYECKOTO
OOIIEHUS, YBOKEHUS K POJTHOMY S3BIKY, Pa3BUTHIO Y 00y4aroUIuxcsi HHPOpMaIMOHHON
KYJIBTYPBI, KyJIbTYpPBI P€UH, HHTEpECa K YTCHUIO.

2.2. 3amauamu OuOIMOTEKN 00pa30BaTENILHON OPraHU3AIMU SBIISIOTCA:

6u6IMOTeYHO-MH(POPMAITIOHHOE COMTPOBOXKIACHNUE Y4€OHO-BOCTIUTATEILHOTO
nporecca;
oOpa3oBaTenpHast JIeITEIbHOCTh B LIEISIX HHTEIUICKTYAIBHOTO U
npodecCHOHaIBHOTO PAa3BUTHSI TUYHOCTH, COLMATIM3ANNYT U TIPO(OpHEHTAINT
JIeTeN U TIOIPOCTKOB;

KYJbTYPHO-TIPOCBETHUTEINILCKAS U JIOCYTOBasi IESTEIBHOCTD 110 (POPMUPOBAHHIO
KYJBTYPBI YTECHHSI, PA3BUTHIO TBOPYECKUX M MHTEIUIEKTYaJIbHBIX CIIOCOOHOCTEH
00y4aroIIMXCs, BOCIIUTAHUIO TYXOBHO-HPABCTBEHHOHN JIMUHOCTH;

(dbopmupoBaHUE U pa3BUTHE HHPOPMALMOHHON KYJIbTYphl, HH()OPMAITMOHHON
IrPaMOTHOCTH, UHPOPMAIIMOHHOW TUTUEHBI, PA3BUTUE KPUTUYECKOTO MBIIILICHHS
00yJaromuxcs;

OpraHU3alMOHHO-METOAMYECKOE 00eCIIeYeHIEe MEPOIIPUATHIA IO PA3BUTHIO Y
00yJaromuxcst ”HTepeca K YTCHUIO;

METOIMYECKasi U KOHCYJIbTAIIMOHHAS MOIEPKKA MeAarorndeckux pabOTHUKOB U
poauTenei B 001actu paboTsl ¢ MHOPMAIIMOHHBIMH PECYPCAMHU, MOIYIIIPH3AIHH
KHUTU M YTCHHS;

OCYIIECTBIICHHE WH(POPMAIIMOHHO-METOINIECKOM MMOIICPKKH BOCTUTATEIBHOM
JeSITeIbHOCTH 10 (POPMUPOBAHMIO Y O0YUAIOIIMXCS YBAXKEHUS K POJHOMY SI3BIKY,
Pa3BUTHIO KYJIBTYpPHI PEUH;

COBEpPILLIEHCTBOBaHHE OMOIMOTEYHON AEATEIbHOCTH Ha OCHOBE NMH(OPMAIIMOHHBIX
TEXHOJIOTUH ¥ aBTOMATH3AIUU TPOIIECCOB OMOIMOTEYHO-HH(POPMAIIMOHHOTO
o0cmyXuBaHUsI, (POPMUPOBAHNE KOMPOPTHON YUTATEITBCKON CPEIBI.

2.3. bubnuoTeka BBIMOIHAET Cleayromue (G yHKINH:

2.3.1. ®opmupyet poH ONOIMOTEUHO-UHPOPMAIIMOHHBIX PECYPCOB 00pa30BaTEIbHOM
OpraHu3aIuu:

KOMIUIEKTYET OCHOBHOM (DOH[ y4eOHBIMU, XYA0KECTBEHHBIMU, HAYYHBIMH,
CIIPABOYHBIMH, TIEIaTOTHYCCKHUMH W HAyYHO-TTONYJIIPHBIMHU JIOKYMEHTAMH,
y4acTBYET B KOMITJIEKTOBAaHUH CIICUATH3UPOBAHHOTO POHIA YIeOHUKAMHU U3 YUCIIA
BXOJIANINX B (DeiepaabHbI IepeueHb YICOHUKOB, JOMYIIESHHBIX K HCITOJIb30BAHUIO
MPH pealii3alii UMEIOIUX FOCYIapCTBEHHYIO aKKPEeIUTAIMI0 00pa3oBaTebHBIX
MporpamMM Ha4aJIbHOTO 0OIIET0, OCHOBHOTO O0IIEr0, CPEAHETO OOIIEro
o0pa3oBaHus, U YUeOHBIMU TOCOOHSIMH, JTOMYIIEHHBIMH K HCIIOTH30BAHHIO TIPU
peanu3aiyy yKa3aHHBIX 00pa30BaTebHBIX POTPaMM;

aKKyMynupyeT GOH]I JOKYMEHTOB, CO3/]aBaeMbIX B 00pa30BaTeIbHON OpraHU3aIuu
(myGnukanuii u padboT meaaroroB o0pa3oBaTeIbHON OpraHU3alud, JTyUIINX
HaYYHBIX pa0OT U pedepaToB yyamuxcs u Jip.);

OCYIIECTBIISIET pa3MeIlleHNe, OPTaHU3aINI0 U COXPAHHOCTh IOKYMEHTOB;
OpraHu3yeT U BeJIeT CIIPaBOYHO-OnOIHnorpaduueckuii anmapar: KarajJoru
(anmaBUTHBIN, CHCTEMAaTHYECKHI), KAPTOTEKH (CHCTEMAaTUYECKYIO KapTOTEKY



CTaTeil, TeMaTHYeCcKue KapTOTEKH ), JJIEKTPOHHBII KaTaor, 6a3bl JaHHBIX I10
npod o 00pa30BaTENILHONW OPraHU3AIIH.

2.3.2. OcymectBiser quddhepeHInpoOBaHHOE OMOIHOTEYHO-UHPOPMAITUOHHOE
o0cmy>)kuBaHUE 00 yJArOIITUXCSI:

e MpenocTaBisieT UHPOPMAIMOHHBIE PECYPChI Ha Pa3IMYHBIX HOCUTEIISX;

e OpraHu3yeT 00Oy4YeHHE HaBbIKAM HE3aBHCHMOTO OMOIMOTEYHOTO MOJIb30BATENS U
norpeduTens HHGOpMaIu, COJCHCTBYET MHTETPAIlH KOMIUIEKCA 3HAHHMA, YMEHHH
Y HaBBIKOB PabOTHI C KHUTOW U MH(OpMAITUEH;

e OKa3bIBaecT MH()OPMALMOHHYIO MOAJIEPKKY B PEIICHUU 33124, BOSHUKAIOIIUX B
nporiecce yueOHOH, caMo0Opa3oBaTeIbHON U JOCYTOBOM NEATEILHOCTH
00yJaromuxcs;

e OpraHM3yeT MacCOBBIC MEPOIPHUSATHUS, OPUCHTHPOBAHHBIC HA Pa3BUTHE OOIIeH U
YUTATEIHCKON KYIbTYPhI TUYHOCTH,

e COJICHCTBYET MEJarorn4ecKuM paOOTHHKAM B OPraHU3aIUH 00pa30BaATEIHHOTO
nporiecca 1 0cyra 00yqaronuxcsl.

2.3.3. OcymectBiser quddhepeHIIPOBAaHHOE OMOITHOTEYHO-UHPOPMAITUOHHOE
00CIy)XKUBaHHE TIEIArOTHYECKUX PaOOTHUKOB:

e BBIABJISIET MHPOPMALMOHHBIE HOTPEOHOCTH U YJOBIETBOPSIET 3aIIPOCHI, CBSI3aHHbIE
¢ 00yueHHEeM, BOCIUTaHHEM 00ydJaroImuxcs;

e COJEHCTBYeT NPO(heCcCHOHAIbHOW KOMIIETEHIIMH NIe1aroroB, MOBBILICHUIO
KBaJTM(HUKAINU, TIPOBEICHHUIO aTTECTAIIH,

e OCYIIECTBIISET TeKyllee HHPOpMHUpPOBaHUE (JHU HH(POPMAIMU, 0030pbl HOBBIX
NOCTYIUIEHUH U MyOJIMKaLHii);

e CIIOCOOCTBYET IPOBEIECHUIO 3aHATUH 110 (POPMUPOBAHNIO HHPOPMALIMOHHOM
KYJBTYPBl 00yJaroIuXcs, BIgeTCs 0230 U TPOBEICHUS MPAKTHUECKUX 3aHATHIHA
1o pabore ¢ HH(POPMALIMOHHBIMH PECYPCAMH.

2.3.4. Ocymectasier auddepeHnnpoBaHHoe OHOTNOTEUHO-UHDOPMAITMOHHOE
oOciTykKMBaHHE POIUTENEH (3aKOHHBIX TIPECTaBUTENEH) 00yJarOIUXCS:

e YJIOBJIETBOPSET 3aMpOCHl MOJIb30BaTeIe 1 HHYOPMUPYET O HOBBIX MOCTYIIJICHUSX B
OMOINOTEKY;

e KOHCYJBTHUPYET I10 BOIIPOCAM OPraHU3aLUHA CEMEWHOIO YTEHUS, 3HAKOMMUT C
uH(popMalel 10 BOCIUTAHUIO JIeTel;

e KOHCYJBTHUPYET [0 BOIIPOCAM YUEOHBIX U3JaHUM ISl 00ydaroLIMXCs.

3. Opranuszanus JesiTeJbHOCTH OHOJINOTEeKH

3.1. OGmiee pyKOBOACTBO JESTENbHOCTbIO OMOIMOTEKN OCYIIECTBISET PYKOBOINUTENb
00pa3oBaTeNbHON OpraHU3aIIH.

3.2. HenocpeacTBeHHOE PYKOBOJCTBO OMOIMOTEKOM OCYIIECTBIISAET 3aBEAYIOIINNA
OMOIMOTEKOM, KOTOPBIN Ha3HAYAETCSl PYKOBOIUTENIEM 00pa30BaTeIbHON OpraHU3aIliH.

3.3. 3aBeayromuii OUOIMOTEKOM HECET OTBETCTBEHHOCTD B IIpeieaX CBOeH KOMITETEHINH 3a
OpTaHU3aIMI0 U PE3YJIbTaThl AEATEIbHOCTH OUOINOTEKH.

3.4. OTBETCTBEHHOCTb 32 CHCTEMAaTHYHOCTh M KQUeCTBO KOMITJIEKTOBAHUSI OCHOBHOTO (hOH1a
O6UOIMOTEKH, KOMITJIEKTOBaHHE yueOHOTO (POH/Ia B COOTBETCTBHH C (heiepaIbHbIM ITepeyHeM
y4eOHUKOB, (eiepabHbIM MEPEYHEM ATEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, CO3JJaHHE
HEOOXOAUMBIX YCIIOBHH Ui A€ATEIBHOCTH OMOINOTEKH HECET PYKOBOIAUTENb
00pa3oBaTeNbHON OPraHU3alMi B COOTBETCTBUH C YCTaBOM.



3.5. 3aBenyromuii OMOIMOTEKON pa3padaThIBACT U MPEIACTABISAET PYKOBOIUTEIIO
00pa3oBaTeNbHON OPraHU3aIMH HA YTBEPKICHUE CIECTYIOIINE JOKYMEHTHI:

e TIOJIOXKEHUE 0 OMOIMOTEKe, MPaBUiia MOJIH30BaHUS OUOITHOTEKO;

e IIOJIOXKCHHUE O TIOPSKE MPOBEJACHUS ITPOBEPOK OMOIHMOTEYHOTO (DOHIA U U3BATHS
MaTepUasoB, BKIIFOUEHHBIX B (hefiepaibHbIi CIIMCOK SKCTPEMUCTCKIX MaTEpHUasoB;

e IUIAHOBO-OTUYCTHYIO JIOKYMCHTAIIHIO.

3.6. CtpykTypa Oubnuoreku (opMHUpPYeETCsi B COOTBETCTBUU C ILIOMIAAbI0, HATHYHEM
M30JIMPOBAHHBIX MTOMEIICHU, BO3MOKHOCTBIO BBIJICIICHUS TPOCTPAHCTBEHHO-000CO0ICHHBIX
30H Pa3JIMYHBIX TUIIOB, MATEPUATILHO-TEXHUUYECKUMU YCIOBUAMHU, YUCICHHOCTHIO
KOHTHHT€HTa 00y4arounxcs, u npeaycMaTpuBaeT

e a0OHEMEHT;

e UHTAILHBIN 347,

e KHHUTOXPAaHWIIHUIIE;

e MenuaTeKy (KOMIIbIOTEPHYIO 30HY);

e PpEKpearMoHHOE MPOCTPAHCTBO (30HY AJI JOCYTOBOTO UTEHUS).

3.7. bubnuoreuyno-uH(GopManoHHOE 00CTY)KUBAaHHE OCYIIESCTBISICTCS B COOTBETCTBHH C
TUTaHaM# paboThl OMOTMOTEKH B PEKUMOM pabOThl 00pa30BaTEILHON OpraHU3aAIHH.

3.8. bubnuoreka BpaBe NpeaOCTaBIATh IUIaTHBIE OMOINOTEYHO-UH(OPMALIMOHHBIE YCIYTH,
[epeyeHb KOTOPBIX OIPENEsIeTCsl yCTaBOM 00pa30BaTeIbHON OpraHu3altu.

3.9. [lesaTennbHOCTh OMOIMOTEKH OCYIIIECTBIISICTCS HA OCHOBE OMOIMOTEIHO-
WH(POPMAIIMOHHBIX PECYPCOB B COOTBETCTBUH C YYCOHBIM U BOCITUTATEIIHHBIM IIJIAHAMU
00pa3oBaTeIbHON OPraHU3aIMK, KOHIICIIIUSIMHA Pa3BUTHS, IIPOrPaMMaMH, IPOCKTaAMU U
IJIAHOM pabOThI OMOIMOTEKH

3.9.1. CoctaB ocHoBHOrO oHaa popmupyercs ¢ yuerom tpedosanuit ®I'OC, cnucka
XYI0)KECTBEHHBIX MTPOU3BEACHNH, BKIIFOUEHHBIX B (eiepabHble 00pa3oBaTeIbHbIE
IIpOrpaMMbl HaYaJIbHOTO O0ILEro, OCHOBHOTO OOIIIET0 U CpeIHEro oo1ero oopa3zoBaHus,
CTHCKA PEKOMEH/IOBAaHHBIX IPOM3BEICHUH TSI BHEKJIACCHOTO YTEHUS, TEPEUHS
MIPOU3BEICHNIN MaTPUOTHUYECKON HANPaBIEHHOCTH, CO3/IaHHBIX COBPEMEHHBIMH MTUCATEISIMH,
JUTSL BKITFOYEHUS B CIIUCKH PEKOMEHIOBAHHBIX TIPOU3BEICHHUH I BHEKIIACCHOTO YTEHUS,
0TpacjeBOM IMTepaTypbl, U3JaHUH CIIPAaBOYHOTO XapaKTepa, epUOANIECKUX U3IaHUM.

3.10. Pexum paboThl OMOIMOTEKH ONpeesieTcs 3aBeAyOLUMM OnOINOTEKOM ¢ yueToM
pexuma paboTbl 00pa3zoBaTeabHOM opranuzauuu. [lpu onpeneneHun pexuma padoThl
OMOIMOTEKH MTPEAyCMAaTPUBACTCS:

e BBIACJICHUC BPECMCHU JJIA CKCIHCBHOI'O BBIITOJITHCHUA BHyTpI/I6I/I6J'II/IOTe‘—IHOI71
paboThI;

e OIpe/eeHNe CAaHUTAPHOTO JHS (OJIMH pa3 B MECSIL), KOT1a 00CIy)KUBaHHE
HOJIb30BaTeNel He MPOU3BOAUTCS.

B nensix obecniedenns kauectBa OMOTMOTEYHO-UHPOPMAITMOHHOTO 00CTYKUBAHUS
oOydJaroruxcsi 1 pabOTHHKOB 00pa30BaTeIbHON OpraHu3auy OnOIoTeKa
o011e00pa3oBaTeIbHON OpraHU3aIK B3aUMOJICHCTBYET ¢ OUOIHOTEKaMU APYTUX
00pa30BaTeNbHBIX YIPEIKICHUH, OMOTNOTEKaMH Pa3IMYHbBIX CUCTEM U BEJIOMCTB,
OOIIIECTBEHHBIMU ¥ HHBIMHU OPTaHU3AIUSIMH.

4. Yder nocrynjieHusi 1 BbIOBITHSA JOKYMEHTOB 0M0IM0TE4HOro (poHaa

4.1. [Ipuem n1OoKyMeHTOB B ()OHT OMOIMOTEKH BKIIOUACT CIICAYIOMINE OTICPAIIHH:



e CBEpKa MOCTYIUICHUH C MIEPBUYHBIM YYETHBIM JIOKYMEHTOM (HaKJIaHAas, aKT),
BKJIFOYAIOLIUM CIUCOK MOCTYNMUBIINX IOKYMEHTOB;

e COCTaBJICHHE MEPBUYHOIO YYETHOTO IOKYMEHTA sl TOCTYIUICHHH 6e3
CONPOBOIUTEIHHOM TOKYMEHTAIIUH;

e perucTpaiys MOCTYMHUBIINX JOKYMEHTOB B PETUCTPaX CyMMapHOTO, TPYIIIOBOTO U
uaauBuayansHoro yueta (TOCT 7.0.93-2015 «bubnuoteunsiii poua. TexHomorus
(hOpMHUPOBAHHS).

4.2. I1pu momoaHEHUU OCHOBHOTO OMOIMOTEYHOTO (hOHIa HEOOXOIUMO COOTI0IaTh
tpeboBanus denepanpHoro 3akoHa oT 25.07.2002 Ne 114-D3 «O npoTuBOAHCTBUN
IKCTPEMHUCTCKOMU JCSITEIbHOCTHY. JJOKyMEHTBI, BKIIFOUCHHBIC B IIEPEUYCHb IKCTPEMHCTCKHX
MaTepHasoB, IPHUOOPETATh 3aMPEIICHO, IPH BBISIBICHUU HX B (DOH/IC — H3BIMATh U3 JOCTYIIA.

4.3. Yyet u 06paboTka TOKyMEHTOB OMOIHOTEYHOTO (POHIA.

4.3.1. Yuer u 006paboTKa JOKYMEHTOB OCHOBHOTO (hOH/Ia OCYIIECTBIISICTCS MHIANBUYyaTbHBIM
criocobom. CBeZIeHHs O TOCTYMHBIIKMX MEYATHBIX JOKYMEHTaX BHOCITCS B «KHHTY
CYMMapHOT0 y4eTa JOKYMEHTOB OCHOBHOTO (DOHAAY.

[TocTynuBIIMM JOKYMEHTaM NPUCBAaUBAIOT UHIUBUAYAIbHBIN PErUCTPALIMOHHBIA HOMED
(MHBEHTApHBIM HOMEP WM MHOW 3HAK, IPUHATHIN B KAYECTBE PETUCTPALIMOHHOTO HOMEDA,
CUCTEMHBIN HOMEp ISl SJIEKTPOHHBIX JOKYMEHTOB) U MIU(P XpaHEHHUS.

Perucrpanuonnbsie HoMepa U MKUPPbI OTMEYAIOT B PETUCTPAX UHAUBUAYAIBHOIO yUeTa
JOKYMEHTOB — HHBEHTApPHOM KHUI'e, KapTOTEKE PErUCTpaluy I'a3eT, )KypHaJloB, yUeTHOH 0aze
JAHHBIX.

Bce ax3eMIuisipbl IPUHATHIX U3AaHui mreMnentorTcs. [ltemmens ¢ HauMeHOBaHUEM
00pa30BaTeNbHON OpraHu3aluy J0JKEH ObITh MPSIMOYTOJIbHOM (HOPMBI, pa3MepoM He
oonbire ueMm 1,5x4 cm.

ITemnens cTaBUTCS HAa 000POTE TUTYIIBHOIO JIMCTA (MPU OTCYTCTBUM TUTYJBHOTO JIUCTA —
Ha MepBOM CTpaHMIIe TEKCTa MO/ 3arjiaBueM), Ha 17-if cTpaHMIle 0] TEKCTOM B JIEBOM
HUKHEM YTy U Ha 000poTe KakJo0ro npuioxenus. Ha Opoitopax u )KypHanax mTeMIenb
CTaBUTCS TOJIKO Ha 0OJIOXKKE MM Ha TIEpBOM CTpaHUIIE TEKCTa.

CocraB ocHOBHOTO (hoHIa PUKCUPYETCS B KAPTOUHOM aji)aBUTHOM KaTaJlore, B
ANEKTPOHHOU 0a3e NaHHBIX OMOIMOTEKH.

4.3.2. Yyer u 06paboTka crieruanuzupoBaHHoro ¢ponaa. Crenuaan3upoBaHHbIi GoHx
YUUTBHIBAETCSI U XPAHUTCS OTJEIBHO OT OCHOBHOTO OMOIMOTEUHOTO (POHIA.

VYder T0OKyMEHTOB CHEeIHATH3UPOBAHHOTO (DOH/IA, KAK MHOTO3K3EMILISIPHOI JTUTEPaTypPHI,
OCYILECTBISIETCS IPYNIIOBBIM CIIOCOOOM M OTpaxkaercsi B «KHUre cymmapHoOro yuera
yueOHOro (OoHJa» U B KAPTOTEKE PETUCTPALMOHHBIX KapTOUEK.

Ha xax0e HauMeHOBaHUE IOKYMEHTOB CIEeUaTU3UPOBAHHOTO (OHIA 3aBOTUTCS OT/IENIbHAS
yudeTHas kapTouka. Kaprouku ¢ Oubnuorpadudyeckium onucaHueM U31aHui yueOHUKOB
paccTaBiIAIOTCS B YUETHYIO KapTOTEKY IO KJIaccaM, @ BHYTPH KJIaCCOB — 110 aji(paBUTy
(dhamMunii aBTOpoB WM 3ariaBuil. i KOHTPOIIS 32 COXPaHHOCTBIO YUETHBIX KApTOUEK OHU
peructpupyorces B «KypHasie perucTpaluu y4eTHbIX KapTOdeK YUeOHUKOB).

Texuugeckas 06pa60T1<a AOKYMCHTOB PCAYCMATPUBACT CICAYIONIUC OIICpalluN:

e TIPOCTABIIEHHE HA KAXKJIOM JIOKYMEHTE IITeMIiesisi OMOIMOTEKH B COOTBETCTBHUU C
NyHKTOM 4.3.1 HACcTOSALIETO MOJIOKEHNUS,



e YCTAHOBJIEHHE CPEJCTB 3ALUTHI OT YTPaThl (MAarHUTHBIN JaTYUK, PAJUO-YUII, HHOM
BUJI MApKUPOBKN);

e H3rOTOBJIEHUE U NPUKpPEIUICHUE K JOKYMEHTY nacrnopra ydeOHuka. [lacnopt
yueOHMKa MIPUKIICUBAETCS HA MOCTIeIHEH cTpaHulle yueOHUKa. 3aronHsIeTCs IpU
BblJIa4€ YUTATEIIIO.

VYuer crienuanu3upoBaHHOro GhoHIa MpeaycMaTpruBaeT OTPAKEHHE €ro COCTaBa B CIPABOYHO-
oubmmorpaduueckom ammapare OUOINOTEKH, B TOM YUCIIE B AJIEKTPOHHOU 0a3e NaHHBIX.

4.4. BoiObITHE TOKyMEHTOB OMOIMOTEUHOTO (hOHTA.

4.4.1. Tlpu4auHbl, 10 KOTOPHIM TOKYMEHT MOKET ObITh BBIBEICH M3 COCTaBa OMOJIMOTEUHOTO
(doHIa, BKIIIOYAIOT B TOM YUCIIE BETXOCTh, 1E(PEKTHOCTD, YCTAPEIOCTh MO COACPIKAHUIO,
yrpary. UckitodeHue JOKyMeHTa 13 OHOIMOTeYHOr0 (OHIa IPOBOAUTCS HA OCHOBAHUH
aHaJIM3a coCcTaBa OMOIMOTEUYHOTO (JOH/IA M PE3YIITATOB €TO MPOBEPKH.

4.4.2. ITox BETXOCTBIO JOKYMEHTA [IOHUMAIOT PE3YyJIbTaT €CTECTBEHHOI'O CTAPEHUS WIH
(bu3M4ecKoro U3HOCa JOKYMEHTA.

4.4.3. Ilox neeKTHOCTHIO JOKYMEHTA IOHUMAIOT YaCTUYHYIO UJIU TIOJHYIO YTpaTy
IKCIUTYaTallMOHHBIX KAYeCTB JOKYMEHTA B PE3YJIbTaTe BHELIHETO BO3/ICHCTBHS.

4.4.4. Tlox ycTapenocThio 1O COACPIKaHUIO TTOHMMAIOT TIOTEPIO aKTYyaTbHOCTH TEMATUKH,
MOJTBEPKAAEMYIO OTCYTCTBHEM CIIPOCA YUTATEIICH, HEBOCTPEOOBAaHHOCTHIO B
nepepacnpeielicCHUH U peaIn3aliu.

4.4.5. Tlon yTpaToii JOKYMEHTa MIOHUMAIOT €r0 OTCYTCTBUE B (hoHIEe OMOTHOTEKH 110
MPUYMHAM TIOTEPH, XUIIEHUs, OSICTBUI CTUXUITHOTO, TEXHOTEHHOTO (B TOM YHUCIIC
XaKEPCKOM aTaKu ¥ HEBOCCTAHOBUMOT'O COOS 3JICKTPOHHOTO 000PYIOBAHHMS) HITH
COIMAJILHOTO XapaKTepa, 10 HEYCTAaHOBJICHHOW MPUYHHE.

4.4.6. IIporuecc UCKIIOUEHUS TOKYyMEHTOB U3 (oHa OMOIMOTEKH OCYIECTBISIETCS B
cooTBeTcTBUH ¢ [lopsIkoM yueTa TOKyMEHTOB, BXOJAIIMX B cocTaB OuOInoTeyHoro GoHaa,
YTBEPXKACHHBIM Npuka3zoM MunkynsTypsl Poccun ot 08.10.2012 Ne 1077.

4.4.7. BoiObITHE JOKYMEHTOB OMOIMOTEYHOr0 (POHIa MPOU3BOJUTCS B PE3yJIbTATE UX
CIHMCaHUsl KOMUCCHEH, CO3JaHHOM PYKOBOJUTENIEM 00pa30BaTeNbHOIN OpraHu3aluu.

4.4.8. YTunmzanuys CMcaHHbIX IOKYMEHTOB OMOIMOTEYHOro (JOHAA TPOU3BOIUTCS B
COOTBETCTBHUU € 3aKOHOJATeNbCTBOM Poccuiickoit denepanni.

5. IIpoBepka 10KYMeHTOB OMOJINOTEYHOTO (hoHIA

5.1. IlimanoBas mpoBepKa JOKYMEHTOB OMOIHOTEYHOTO (POH 1A TPOBOIUTCS C
MEPUOJUYHOCTHIO OJIUH pa3 B IATh JIET HA OCHOBAHUU rpaduKa MPOBEPKH, YTBEPKICHHOTO
3aBEAYIOIINM OUOITHOTEKOM.

5.2. BHemnnaHoBas mpoBepKa JOKYMEHTOB OMOIMOTeYHOTO (hOHIa MPOU3BOIUTCS B
00s13aTeTTbHOM TTOPSIJIKE:

e TIpU MOCTYIIEHUU HOBBIX IOKYMEHTOB B (DOH]I;

e IIpH BBIBJICHUU (PAKTOB XUIICHUS, 3I0YIOTPEOICHUS U TIOPYH JOKYMEHTOB;

e B cCllydyae CTUXUHHOTO O€JCTBUS, MOXkKapa WIN APYTUX Ype3BbIYaliHbIX CUTYaAlUH,
BBI3BaHHBIX IKCTPEMAJIbHBIMU YCIOBUSIMU;

e TIpU PEOpraHu3alliy WIN JUKBUIAIIMHY 00pa30BaTEIbHON OpraHU3alllH.



5.3. Tlo uroram nmpoBepKH 3aBEAYIOIINI OMOINOTEKOM cocTaBiseT akT. Ecinu kakue-To
AOKYMCHTBI OTCYTCTBYIOT I1O HGYCTaHOBJIeHHOﬁ MNPUYIUHC, TO K aKTY IIPUKIIAABIBACTCA UX
CIIUCOK, B KOTOPOM (PUKCHUPYIOTCSI CBEJIEHUS O KOJIMYECTBE TOKYMEHTOB OMOINOTEYHOTO
(I)OHI[a B HAJIMYNU U KOJIMYCCTBC OTCYTCTBYIOIHNX JOKYMCHTOB, B TOM YUCJIC I1O
HEYCTaHOBJICHHOM npuyKHe. B akTe Takke yka3plBaeTCs HOMEp U J1aTa aKTa MpeblIyieit
MIPOBEPKHU.

e 5.4. IIpoBepka 6ubaroTeuHoro (hOHIA HA HAINYHE JOKYMEHTOB, BKIFOYCHHBIX B
(benepanbHbIi CIUCOK SKCTPEMUCTCKMX MaTepHasIoB, ONyOJIMKOBAaHHBIN HaA
ounmansHoM caiite MunucrepcTBa octuiun Poccuiickoit @enepanuu, mpoBOIUTCS
B COOTBETCTBHUH C OT/EJIbHBIM JIOKAJIIbHBIM aKTOM 00Pa30BaTeIbHONW OpraHUu3aliu
(ITonosxenue o mopsAIKe MPOBEIEHHS TPOBEPOK OMOIMOTEYHOTO (POHIA U UIBITUS
MaTepHalioB, BKIIOYEHHBIX B (pe/iepaibHbIi CIUCOK SKCTPEMUCTCKUX MAaTEPUAIOB).

5.5. Ilpu BBIABICHUH B MPOIIECCE MMPOBEPKHU (POHIA OTCYTCTBYIOIIUX JOKYMEHTOB H
HEBO3MOXXHOCTH YCTAHOBJICHUs BUHOBHBIX JIML[ YOBITKH 110 HEJOCTa4aM CIIMCHIBAIOTCA B
COOTBETCTBHUHU C JICUCTBYIOIIMM 3aKOHOAATEIBCTBOM.

5.6. [IpoBepka 6ubmmoTeyHoro ¢poHaa Ha HATMYKMe HH)OPMAITMOHHBIX MAaTEPHAJIOB,
CO3JIaHHBIX (IPOU3BEIEHHBIX, PACIPOCTPAHEHHBIX) JUIIAMHU, BKIIOUEHHBIMH B PEECTP
WHOCTPAaHHBIX areHTOB, a TAKXKE JIUIaMH, aQPIITUPOBAHHBIMH ¢ HUMH (YIpPEAUTEISAMH,
YJIeHAMU, PyKOBOAUTENISIMU OOIIECTBEHHBIX 00BbETUHEHNUH, FOPUANYECKUX JIUI U T.1.),
npoBoAuTCcs B cooTBeTcTBUU ¢ DenepanbHbiM 3ak0HOM 0T 14.07.2022 Ne 255-03 u
noctanoBieHueM lIpaButensctBa PO ot 22.11.2022 Ne 2108, yTBepKAar0II1M IpaBUiIa
pa3MenieHus 00s13aTeNbHbIX YKAa3aHUH.

5.7. IlnanoBas cBepka ponna c EAMHBIM peecTpoM HHOCTPAHHBIX areHTOB, OMyOJIMKOBAaHHBIM
Ha opuMaIbHOM caiite MunucrepcTBa roctuuuu Poccuiickoit denepanuu, npoBOIUTCS HE
peske OHOro pasa B KBapTal. BHermiaHoBas cBEpKa OCYILECTBIIAETCS:

e IIpH MOCTYIJICHUH HOBBIX JOKYMEHTOB B (DOHJI (J10 UX pa3MELIEHHs Ha OTKPBITHIX
MOJIKAX);

e B TEYEHHUE Tpex pabouux aHel nocne onyonukoBanus MuHtoctoM Poccun
CBEJICHMI O BKIIIOUEHHH HOBBIX JIUI B PEECTP MHOCTPAHHBIX areHTOB.

5.8. Ilpu BoIsiBIIeHUH B (DOH/IE TOKYMEHTOB, CO3JaHHBIX C yUYACTHUEM JIUI, BKIIFOUCHHBIX B
peecTp MHOCTPAHHBIX areHTOB, 3aBEAYIOIMINN OHMOIMOTEKOM:

e 00ecreunBaeT U3bATHE TAKUX JOKYMEHTOB M3 OTKPBITOIO 1OCTYIIA;

e OpraHu3yeT MepeMeIleHNE BbISIBICHHBIX JOKYMEHTOB B 3aKPBITHIN (OH
(oTnenbHOE MOMELIEHHE, 3aKPBITHII CTeNIaX, 30Ha XPaHEHUs!, HeAOCTYIHAS [T
HECOBEPILICHHOJIETHHUX T0JIb30BaTENEN ).

5.9. Ha nokyMeHTBbI, TepeMelleHHbIe B 3aKPHITHIN (POH B COOTBETCTBUHU C II. 5.8, HAHOCUTCS
MapKHpOBKa B MOPAJIKE, YCTAHOBIEHHOM NocTaHoBiaeHueM I[IpaBurensctBa PO Ne 2108.
MapkupoBKa JJ0JIKHa COAEpkKaTh YKa3aHUE HA CTaTyC MHOCTPAHHOI'O areHTa U BBIIIOJIHATHCS
B TekcToBOM (popme. [TockonbKy Takas HHPOPMAMOHHAS TPOIYKIIHS PUPABHUBAETCS K
KOHTEHTY C BO3pacTHOM MapKHpPOBKOH «18+» MpHu OTCYTCTBUU Ha 00JI0%KKEe TUIIOTpadcKoro
3HaKa «18+» 3aBemyromuit 6MOIMOTEKOI 0OecrieunBaeT HaHECEHNE YKa3aHHOW MapKUPOBKU
(HampuMep, ¢ MOMOIIbIO HEMPO3PayHON CYNEepOOIOKKH UITH CIIEIMAIBHOTO ILITaMIIa) J10
MOMEHTa pa3MelIeHNs JOKYMEHTa B 3aKphITOM (OH/IE.

5.10. BeIsiBIIEHHBIE B X0/1€ TPOBEPKHU JOKYMEHTHI, CO3JJaHHbIE HHOCTPAHHBIMH Ar€HTAMH:

e HE JEMOHCTPUPYIOTCS Ha KHMKHBIX BBHICTaBKaX;
e HE BKJIIOYAIOTCS B PEKOMEHIaTeIbHbIE ONOIrorpadudecKkre CIucKu U 00305,



e HE UCIOJIB3YIOTCS TIPH MPOBEICHUN MTyOJIUYHBIX OMOIMOTEYHBIX MEPOTIPUATHH (B
TOM YHUCIIC OJI1 HCCOBepH_IeHHOJIeTHI/IX).

Brinaya Takux JOKYMEHTOB IOJIb30BATESIM BO3MOKHA TOJIBKO U3 3aKPBITOTO
donma c coboieHneM BO3paCTHBIX orpaHuyeHuil «18+».

Pa3zpaborana B.A. Bacunenko, 3aBenyrorias OMOJIMOTEKON
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