MYHULHUITAJIBHOE BIO/KETHOE OBIIEOBPA3OBATEJIBHOE YYPEKJIEHUE
CPEIHSASA OBINIEOBPA3OBATEJIBHAS NIKOJIA Ne 12 'ECCEHTYKH

VYreepxaeno mpukazom MBOY COLL Nel2
ot 15.02.2023 r. No51

INOJIO’)KEHHUE O BUBJIMOTEKE U MEJIUATEKE

MBOY COMHI Ne12

1. Hacrosiee mnosioxkeHHE periiaMEeHTHPYET JAeATeIbHOCTh Oubinorexku MyHHULMIIATBHOTO
Or0KeTHOTO 0011e00Pa30BaTEIHLHOTO YUPEKACHUS CpeHEl 0011e00pa30BaTeIbHON MIKOJIbI
Nel2 ropona Eccentyku.
[Tonoxxenue pa3paboTaHo B cooTBeTcTBUU ¢ DenepanbHbIM 3aKOHOM OT 29.12.2012 Neo
273-03 «O06 obpazoBanuu B Poccuiickoii ®epepanuu» ¢ H3MEHEHHSIMH, IPUKA30M
Munkynstypsl Poccun ot 2 ¢eBpang 2017 r. Nel15 «O BHecenun nsmenenuid B Ilopsaok
ydeTa JOKYMEHTOB, BXOJSIIIMX B COCTAaB OMOIMOTEYHOTO (POHMAA, YTBEPKIACHHBIA MPUKA30M
MunuctepcerBa KyiabTypsl PO ot 8 okts6ps 2012 r. Nel077», nucbMom MuHoOpa3oBaHUs
Poccun ot 23.03.2004 Ne 14-51-70/13 «O TIlpuMepHOM TOJOXKEHHH O OUOIHOTEKE
O6pa3OBaTeHBHOrO YUpCKACHUA). ITonoxenue coriacoBaHO neaarortde€CKuM  COBCTOM
(ITporokomn Ne 4 ot 15.02.2023) ¢ yuerom mHenusi ponuteneit ( IIporoxon Ne3 ot 02.02.2023), ¢

yaerom MHeHUs1 CoBeta oOyuaromuxcs ( [Iporokosn Ne 6 ot 08.02.2023 1.), mpodcoro3a (IpoTOKOI
Ned6 ot 14.02.2023 1.).

2. TlonoxxeHue, yTBep)KI€HHOE JI0 BCTYIUIEHHUS B CHUJIY HACTOSIIEro, IPUMEHSETCS B YacTH He
MPOTUBOpEYAIEH NEHCTBYIOIEMY 3aKOHOIATEIbCTRY.

3. bubnuoteka sBiseTcs CTPYKTYPHBIM HOJpa3/ieieHueM o0pa3oBaTeIbHON OpraHu3aluy,
YYacTBYIOIIEM B y4eOHO-BOCIMTATEIBHOM IIpollecce€ B LENsIX oOecreyeHusl IpaBa
Y4aCTHUKOB 00pa3oBaTeNbHOIO nporecca Ha OecrutaTHOE N10JIb30BAHNE
610IMOTeYHO-NH(OPMALIMOHHBIMU PECYPCAMHU.

4. TlopsnoK MOJIb30BaHUS MCTOYHUKAMU MH(POPMALUH, NTEPEYeHb OCHOBHBIX YCIYT M YCIOBHS
UX MPEJOCTaBICHUS ONPEAEISIOTCS HACTOSIIUM IOJIOKEHHEM O OMOIMOTEeKe M MpaBUIIaMU
NOJIb30BaHUs ~ OMONMOTEKOH,  YTBEPXKICHHBIMM  PYKOBOJHUTEIEM  00pa30BaTebHOM
OpraHu3aIuu.

5. Opranuzanus oOCITYy)KHBaHUS YYaCTHHUKOB 00pa3oBAaTENIbHOTO IpOLEcca MPOU3BOAUTCS B
COOTBETCTBUM C  NpaBWJIaMU TEXHMKHM  O€30MaCHOCTM M  MPOTHUBOIOXKAPHBIMU,
CaHUTAPHO-TUTUEHUYECKUMH TPeOOBAHUSIMHU.



1. OCHOBHBIE 3AJIAYH
OcCHOBHBIMU  331a4aMU OMOIMOTEKH 00pa30BaTENbHOM OpraHU3aLuy SBIISAIOTCA:

1.

2.

3.

4.

ObecrnieueHne yyanmmcs, e1aroru4eckiuM pabOTHUKAM JIOCTYyIa K HHPOpMAIH, 3HAHUSM,
UesIM, KYJIbTYpPHBIM IICHHOCTSM TIOCPEICTBOM HCIOJb30BaHUs (oHAA y4eOHOI,
XYJ0’KECTBEHHOM JuTepaTypsl U HOHIAa NEPUOANUECKUX U3TaHHUI;

Bocnuranue KylabTypHOTO M TPaKJAHCKOTO CaMOCO3HAHHMs, NMOMOIIb B COLUAIU3ALUN

00y4aroIerocsi, pa3BUTHH €ro TBOPUECKOT0 MOTECHIHANA;

®opMupoBaHUe HABHIKOB HE3aBHCUMOT0O OMOIMOTEYHOTO TTOJIB30BaTENs: 00y4eHHEe 0TOODY,
HOUCKY M KPUTUYECKOW OLlCHKe MH(OpMAINY;

CoBeplIeHCTBOBAHNE NPEAOCTABIEMBIX OMOIMOTEKOM yCIyr Ha OCHOBE BHEIPEHHS HOBBIX
UH(POPMALIMOHHBIX TEXHOJOTMH W KOMIBIOTEpH3alUU OHOIMOTEYHO-UHPOPMALMOHHBIX
nporeccoB, (hopmMupoBaHre KOM(PpOPTHON OUOTHOTEUHOM CpEeIbI.

Menunateka sBisieTcss MHPPACTPYKTYPHBIM OOBEKTOM MIKOJBI M HEOTHEMJIEMOW YacThiO €€

yueOHO - meroAuueckod 6a3pl. OHa mpeaHa3HaueHa A MHGOPMAIMOHHOTO OOecreueHus

AJIMUHUCTPAOH, IICAArOrm4CcCKux pa6OTHI/IKOB U  ydaluxcs, HUCIHOJIB3YIOIINX B CcBOCH

JEATeIbHOCTH HH(POPMAITHOHHBIC TEXHOJOTHH.
PabGora ¢ wMenuarexkod HampaBlieHa Ha pealM3alliio CIEAYIOIUX LeJei u 3a1ay:

1.

5.

Co3ganne ¢oHIa MPOrpaMMHBIX pPa3pabOTOK TBOPYECKH pPaOOTAIOMIMX IEJaroruH4ecKux
PabOTHHUKOB M OIAPCHHBIX YYaITHXCS.

Co3nanue, moanepKKa W PACHPOCTPAHEHHE JAHHBIX OO0 WMEIOLIMXCS TMPOrPaMMHBIX
MPOJYKTax B chepe NHPOPMAITMOHHBIX TEXHOJIOTHH.

Opranuzanys KOHCYJAbTallMd IO BONPOCAaM HCIOJb30BAHUS  AyAWBU3YAJIBHBIX U
MHTEPaKTUBHBIX CPEACTB 00yueHHs B 00pa30BaTeIbHOM IpoIiecce.

NHpopMallnoOHHO — MeToAMYecKas MOJAJepXkKa B MOATOTOBKE M TNPOBEJEHHUU BBICTABOK,
HAY4YHO — MPaKTHYECKUX KOH(EpPEHLINH, CEMUHAPOB, U JPYTUX MEPONPUATHH, CBSI3aHHBIX
C Impomaragaoil HH(GOPMALMOHHBIX TEXHOJOTMH B 00pa30BaTENIbHOM MPOCTPAHCTBE
YUpEXKICHUS, palilOHa, OKpYyra, peruoHa.

PasButne nHpOPMAIIOHHOTO TIPOCTPAHCTBA IIKOJIBL.

2. OCHOBHBIE @ YHKIIUN
Jlnsg peanu3anuy OCHOBHBIX 33aJa4 OMOJIMOTEKH HEOOXO0IUMO:

1.

3.

®opmupoBaTh (GOoHA OHOIMOTEUHO-UH(POPMALMOHHBIX PECYPCOB  ILIKOJBI:
KOMIUIEKTOBATh ~ YHHUBEPCAJIBHBIA (OHJ y4eOHBIMH, XYHOKECTBEHHBIMH, HAyYHBIMH,
CIpaBOYHBIMH,  TENIAarOTHUECKUMH W HAy4YHO-TIONMYJSPHBIMA  JIOKYMEHTaMH  Ha
TPaIUIIMOHHBIX HOCUTENAX HH(POPMAIINH;

OCYIIECTBIISITH pa3MeIIeHUE, OPTaHU3aINI0 M COXPAHHOCTh JIOKYMEHTOB.

Co3naBath HHPOPMAIMOHHYIO MTPOAYKIIHIO:

OpPraHM30BBIBATH W BECTH  CHPAaBOYHO-OMOIMOrpaduueckuii  ammapar:  KaTajJord
(anmdaBUTHBIN, CUCTEMATUYECKUI ), TEMAaTUYECKHE KApPTOTEKU;

pa3pabaTeiBaTh peKOMEHAaTeNbHbIe Oubnuorpadpuyeckue mocodbus (CHUCKU, O0030pHI,
yKa3aTen),

oOecrieunBaTh HHPOPMHUPOBAHUE MOJIb30BaTeNEi 00 NH(POPMALIMOHHOM MPOAYKIIUY;
OcymectBisate  nuddepeHupoBanHoe  OMOIMOTEUHO-UHPOPMAIIMOHHOE  00CTyKUBaHUE



yUalmxcs:

MPEOCTaBIATh HMH(OPMALIMOHHBIE PECYypChl Ha OCHOBE HW3Y4YEHHs] HX MHTEPECOB U
HH(OPMAITMOHHBIX TOTPEOHOCTEH;

CO3/1aBaTh YCIOBHSA ISl PEAIN3ALUU CaMOCTOSTEIBHOCTH B OOYYEHWH, MO3HABATEIbHOM,
TBOPUYECKOHN JIEATENIBHOCTH C OMOpPOM HAa KOMMYHHUKAIMIO; CIIOCOOCTBOBATH Pa3BUTHUIO
HABBIKOB caM000pa30BaHus (y4acTUE B CETEBBIX OJIMMITMA/IAX);

OKa3bIBaTh WH(POPMALMOHHYIO MOACP)KKY B PEIICHUH 3ajay, BO3HUKAIOIIUX B MPOIecce UX
yueOHOI, caM000pa30BaTEIbHON U IOCYTOBOM  /1€ATEIbHOCTH;

OpPraHU30BBIBATH MAacCOBBIC MEPOINPHUATHS, OPUCHTUPOBAHHBIC HA pa3BUTHE OOUIeH u
YUTATENLCKOW KYJIbTYPBI IMYHOCTH, COJCHCTBOBATh Pa3BUTHIO KPUTHUYECKOTO MBIIIIICHHS,
COJCMCTBOBATh WIEHAM TIEarorM4ecKoro KOJUIEKTHBA W aIMHHUCTPAIMM IIKOJBI B
OpraHu3ay 001Ie00pa30BaTEIBHOTO MPOLIECCa U IOCYTa yUaIuXCs;

Ocymectisate  nuddepenimpoBanHoe OMOIMOTEIHO-ONOIMOrpadrueckoe 00CTyKUBaHNE
NeIarOrMYecKuX pabOTHUKOB:

BBISIBIISITh MH(POPMALIMOHHBIE TMOTPEOHOCTH W YIOBIETBOPATH 3alpOCHl, CBS3aHHBIE C
0o0y4eHHeM, BOCIUTAHUEM U 3JJ0POBbEM JICTEI;

BBISBJISITH MHGOPMAIMOHHBIE MOTPEOHOCTH U YIOBJIETBOPSATH 3alpochkl B  00JIaCTH
NeIarorMYecKiX MHHOBAIMIA U HOBBIX TEXHOJIOTHH;

COJICHCTBOBATh  MPOQPECCHOHATBHOW  KOMIIETCHIIMM,  MOBBIIICHUIO  KBalU(UKALINHU,
MIPOBEJICHUIO aTTECTAIUY;

co3laBaTh OaHK MeNarorudyeckoid MHQPOpMAIMM KaK OCHOBBI €IWHON HH(OPMAIMOHHON
CITYKOBI 00111€00pa30BaTEIBLHOTO yUpexaeHus, OCYILIECTBIIATh HaKOIJICHHUE,
cucTeMaTH3annio HHPOpMalK 10 MpeAMeTaM, pas3ienaM U TeMawm;

OCYILECTBIIATh TeKyIlee HHPOpMHUpPOBaHUE (JHU UH(OpMaIK, 0030pbl HOBBIX MOCTYIICHHUH
U myOnukanuii), MHGOpPMUpPOBaHME pPYKOBOJACTBA WIKOJBI IO BOMpOCaM YIpaBJIEHHUS
00111e00pa30BaTEIbHBIM MTPOLIECCOM;

CIOCOOCTBOBATh MPOBEACHUIO 3aHATHH 1O (OpPMUPOBAaHMIO WHPOPMALMOHHON KYJIBTYPHI,
ABIATHCS 0a30i A1 MpoBeleH!s] NPAaKTUYECKUX 3aHATUH 1o paboTe ¢ MH(OPMAIIMOHHBIMHU
pecypcamy;

OcymecTBisaTh  AuddepeHnnpoBaHHOe OUOIMOTeUHO-UHPOPMAIIMOHHOE  0OCITYKUBaHHE
poauTenel (MHBIX 3aKOHHBIX MTPEICTaBUTENEH) 00yYarOIXCs:

YJIOBJIETBOPATH 3aIllpOChl IOJIb30BaTeNlel W MHGOOPMUPOBATH O HOBBIX IOCTYIUICHHSX B
O6u0IMOTEKY;

KOHCYJIbTUPOBaTh 0 BONPOCAM OpraHM3allud CEMEHHOro YTEHHUs, 3HAKOMHUTb C
uH(opMalrel o BOCIUTAHUIO JeTeH;

KOHCYJIbTUPOBATh 10 BOIIPOCaM y4eOHBIX M3JIaHUN JJ1sl 00y4YaroUIXCs.

OTBeTcTBEHHBIH 32 pabOTy MeIUATEKH 00s3aH:

OOecnieunTh  CBOOOAHBIM  JOCTYN  IENAarorM4ecKux pabOTHUKOB  YUPSKICHHS K
MYJIbTHMEAUHHBIM (DOHIIAM W BO3MOXKHOCTH HX BPEMEHHOTO ITOJIb30BAHHS,

CBoeBpeMeHHO MH(POPMUPOBATH MOJIb30BaTENEH 0 BUIAX

MPEIOCTABIISIEMBIX YCIYT;



— H3ydaTh noTpeOHOCTH Ne1aroroB B 00pa3zoBareabHON HH)OpMAIHH;
— BecTn koHCYIBTaTHBHYIO pabOTY, OKa3bIBaTh IOMOIIb B IIOMCKE U BHIOOpE
HEOOXOIUMBIX MPOTPAMMHBIX MTPOAYKTOB;
— Bectn yCTHYIO M HarJSAHYIO MacCOBO — HH(OPMAIIMOHHYIO paboTy;
OpPraHU30BBIBATH BHICTABKH IMPOTPAMMHBIX Pa3padOTOK MMeAarornuecKux paboOTHHKOB,
uHpOpMaLMOHHbBIE 0030pbI, THH WH(POPMALINH;
— CoBeplLIeHCTBOBATh PA0OTY € MOJIb30BATENSAMHU IIyTEM BHEPEHUS MEPEIOBBIX
KOMITBIOTEPHBIX TEXHOJIOTHA;
— CucremMaTH4ecKy CIEeJUTh 33 CBOEBPEMEHHBIM BO3BPAILCHUEM B
O0MOIMOTEKY BBIJAHHBIX IPOTPAMMHBIX CPEJICTB;
— O0ecne4ynuTh COXpPaHHOCTb U PALMOHAIBHOE UCIIOIb30BaHNE (POHA IPOrPAMMHBIX CPEACTB U
MaTepHaJoB;
— CnocoOCTBOBaTh Pa3BUTHIO MEIUATeKH B OMOIMOTEKE KaK IEHTpa paboThl C epeIOBBIMU
IPOTrpaMMHBIMU CPEACTBAMU;
— OO6ecneunTh peKUM PabOTHI B COOTBETCTBHH C TOTPEOHOCTSIMHU Y4eOHOTO TIpoIiecca.

3. OPTAHU3AIUA AEATEJIBHOCTU BUBJIMOTEKU U MEJIMATEKHA

JleaTenbHOCTh OMOINOTEKH:
Hannuue ykommuiekToBaHHOM OMONMMOTEKM B 00IEe00pa30BaTENbHOM  YUPEXKJIECHUH
00s13aTeNBHO.
Crpykrypa OMONIMOTEKH, TOMUMO TPAAUIIMOHHBIX OTAENIOB (a0OHEMEHT, YMTAJIbHBIN 3ai),
BKJIIOYAET OTJIE] YYCOHUKOB U OT/EN HH(DOpPMAIMOHHO-O0nOrorpadudeckoit paboThl.
bubnnoreyno-uHpopManmoHHoe o0ciyXUBaHUE OCYILIECTBIISAETCS Ha OCHOBE
OUOIMOTEeYHO-HH(POPMAITIOHHBIX PECYPCOB B COOTBETCTBHU C YY€OHBIM M BOCIHTATEIEHBIM
IUTAaHAaMH  [IKOJIBI, IPOTrpaMMaMH, IPOEKTaMU U IJIAHOM paboThl OMOINOTEKH.
OO0meobpa3oBaTenbHOE YUPEXKICHHE CO3/1aeT YCJIOBHS JUIsI COXPAaHHOCTU  ammaparyphl,
000pyIOBaHUS U UMYIIECTBA OMOINOTEKH.
OTBETCTBEHHOCTh 33 CHCTEMATHUYHOCTh M KAaueCTBO KOMILJIEKTOBAHUS OCHOBHOro (hoHza
OMOIMOTEeKH, KOMILJIEKTOBaHHE Yy4yeOHOro (OHJAa B COOTBETCTBUH C (enepaabHbIMU
MEepeYHSIMU y4eOHUKOB M YIeOHO-METOANYECKUX M3AaHUH, CO3aHNe HEOOXOIMMBIX YCIOBHI
JUIS IeSITENIbHOCTH OMOJIMOTEKH HEeCceT pyKOBOJUTENb 00Ie00pa30BaTEIbHOIO YUPEKICHUS
B COOTBETCTBHUHM C YCTAaBOM YUPEKICHUSI.
Pexum paboTel OMONMOTEKH ONpeAessieTcss B COOTBETCTBHM C NpaBHJIAMHU BHYTPEHHETO
pacropsijika 0011e00pa3oBaTeIbHOIO YUPEKICHUS.
[Tpu onpenenenuu pexxuMa padboTsl OUOINOTEKH PEAYCMaTPUBAETCS BbIJCIICHHE:

— JIByX 4acoB pabo4ero BpeMEeHHU €KETHEBHO Ha BHIIIOJHEHUE BHYTPUOUOIMOTEYHON paboThI;

— OJIHOTO pa3a B MeCsI] — CAaHUTApHOTO JIHA, B KOTOPBIA OOCIYyXMBaHUE MOJb30BaTelel He
IPOM3BOIUTHCS,

— He MEHee OJHOTO pa3a B MECALl — METOAUYECKOTO JHS.
B memsix oOecrieueHus] palMOHAIBHOTO HWCIIONB30BaHUS HH(OPMAIIMOHHBIX PECypCcOB B
paboTte ¢ 1eTbMH M OMOJMOTEKA IIKOJbI B3aMMOJICHCTBYET ¢ OMOJIMOTEKAMHU JIPYTUX IIKOJI
ropoza.



10.

11.

12.

13.

14.

YYET HNOCTYIUIEHUSA W BbIBbITUA JOKYMEHTOB BUBJIMOTEYHOI'O
OOHJA

CBeneHus O BKJIIOYAaEMBIX B OMONMOTEUHBIM (POHA MOKYMEHTaX (QHUKCHPYIOTCS B KHHUTE
CyMMapHoro y4yera 6ubanoreqnoro Gonna.

CyMMapHBIH y4eT MOCTYIUIEHUS 3JEKTPOHHBIX CETEBBIX JIOKAJIbHBIX JJOKYMEHTOB BEJETCS B
3JIEKTPOHHOM PEECTpe.

JIOKyMEHTBI, HOJArOTOBJIEHHBIE K IPUEMY B OMOIMOTEUHBbIH (OHM, OBEPraroTCs NEPBUYHOMN
00paboTKe U MHIUBUIYaJIbHOMY yUETY.

WHauBUoyalbHBIA  yY9€T JOKYMEHTOB OCYIIECTBISICTCA IyTeM MPHCBOCHHUS KaKIOMY
IK3EMIUIAPY  JOKYMEHTa  pPETHCTPallMOHHOTO HOMepa. MHIUBUIyadbHBIH  HOMEp
3aKpeIUIsieTCsS 3a JIOKYMEHTOM Ha BCE BpeMs €ro HaxoxJeHus B (oHae OMOIMOTEKH.
Perucrpanmonnsle HoMepa UCKIIOUEHHBIX U3 (POHIAa JOKYMEHTOB HE IPUCBAaUBAOTCS BHOBb
IPUHATBIM IOKYMEHTaM.

PeructpanmonHsle HOMEpa MPOCTAaBIIAIOTCS HENOCPEACTBEHHO Ha JOKYMEHTaXx H
OTPaKaOTCs B PETUCTPE UHUBHIYyaIbHOIO YUeTa JOKYMEHTOB, IPUHATOM B ONOIMOTEKE.

B peructp BHOMCBHIBAaIOTCS [aHHBIE O KaXKAOM JOKYMEHTE: Jara 3alich B PETUCTPE,
PETHCTPAIMOHHBI HOMEp, KpaTkoe Oumbmuorpaduueckoe ommcaHue IOKyMeHTa (aBTop,
3ariiaBue, TOM, 9acCTh, BBITYCK, MECTO U TOJ U3JJaHUs), IEHA IOKYMEHTA.

WHauBuayalbHBIA ydeT NEPUOJNYECKUX U3JAHUM BEACTCS B PErMCTPALlMOHHOM KapTOTEKe
NEepUOJIMYECKUX H3JaHUM, NMpeJHa3HAYeHHOW Ul ydeTa KaXJOro Ha3BaHMS M KakJIOro
9K3EMIUIApa (B aBTOMaTU3MPOBAHHON Oa3e TaHHbIX)

JlokyMeHThI, BKIIouaemble B (oHa Oubnmoreku, Mapkupyrortcsd. [Ipu stom Mory ObITh
UCIIOJIb30BaHbl IITEMIIENIN, KHI)KHBIE 3HAKHU, WHAWBUAYAJIbHbIE IITPUX-KO/AbI, IPYTUe BUIbBI
MapKHPOBKH.

Ha noxymeHTax, sIBISIOMNXCS MPHIIOKEHHEM K OCHOBHOMY HOCHUTEIIO U €r0 HEOThEMIIEMOM
YacThIO, IIPOCTABIISIFOTCS T€ K€ PEKBU3UTHI, UTO U HA OCHOBHOM JIOKYMEHTE.

Ha mpuHATHIX IEPBUYHBIX YYETHBIX JOKYMEHTaX MPOM3BOIUTCS 3aIHCh, TOATBEPKIAAIONIA,
YTO TOCTYNHUBIIME TOKYMEHTHl MPHUHATHI B OMONMOTEYHBINH (OHI Kak B OOBEKT 0c000
LIEHHOT'O JIBUKMMOT'0 UMYIIIECTBA WIIM KaK B 00BEKT HHOTO JBM)KUMOTO UMYIIIECTBA.
[lepBuyHbIe y4YeTHbIE TOKYMEHTHI, MOJATBEpXkAAtOUIHe (aKT MOCTYIUIEHUS, NEepefaloTcs B
OyXrajaTepuIo JJs BKIIOUEHHs B yueT OubanoredHoro houa.

JIoKyMeHTBI BBIOBIBAIOT U3 OMONIMOTEYHOrO (hoHMA B CBSI3U C (PU3MUECKOM YyTpaToW WIIH
YACTUYHOU JTMOO TOJHOW yTpaToOd MOTPEOUTETHCKUX CBOMCTB. BBIOBIBarOIINEe JOKYMEHTHI
UCKJTIOYAIOTCS U3 OUOIMOTEYHOT0 (POH/IA U CTIMCHIBAIOTCS.

BriObiTHE J0KyMeHTOB U3 OubimoreyHoro ¢oHna odopMisieTcss akToOM O CIHCAaHUU
UCKJIIOYEHHBIX O00BEKTOB OubimmoreyHoro ¢onmaa mno ¢opme 0504144 (mamee — akT o
CIHCaHUM), yTBEpXkAeHHON mprka3zoM Mun¢puna Poccun ot 30.03.2015 Ne 52H.

K akTy 0 cniucaHuu npuiiaraercsi CHMCOK Ha UCKJIIOUEHHE 00BbEKTOB OMOIHOTeuHOro (oHIa
(taylee — CIUCOK), KOTOPBIM BKIIIOYAET CIEAYIOLINE CBEJCHMS: PETUCTPALIMOHHBIA HOMED U
mudp XpaHeHHs JOKYMEHTa, KpaTkoe OuOIHorpaguueckoe ONUCaHHe, LEHY JOKYMEHTa,



15.

16.

17.

18.

3a(UKCHPOBAHHYI0O B PEECTPEe WHIWBHUAYAIHHOTO Yy4eTa JOKYMEHTOB, KOd(h(uIiueHT
NEPEOLIEHKH, 1IEHY MOCIE MEPEOIICHKH U O0IYI0 CTOMMOCTh UCKIIIOYaeMbIX JOKYMEHTOB.
Jjis meyaTHBIX JOKYMEHTOB BPEMEHHOTO XPaHEHHUS JOMYCKAETCs 3aMEHa CIICKa KHIKHBIMHU
bopmynspamu.

Jnis 1oKyMeHTOB, 00pabOTaHHBIX TPYNIOBBIM (YIPOILIEHHBIM) CHOCOOOM, BMECTO CIHCKA
JIAeTCsl IIepeueHb PEerUCTPAMOHHBIX HOMEPOB, BUJ NCKIFOUYAEMbIX U3JIaHHUH, X KOJINYECTBO.
K akty o0 cnucanuu 1o NpUYMHE YTPaThl M CIUCKY [PUIIAraroTCsl JOKYMEHTHI,
HOATBEpXKJAIOIIME yTpaTy (MOSCHUTEIbHAs 3alMCKA, B CIy4yae KpakM WM XUIICHUSA —
IPOTOKOJI, aKT, 3aKJIIOYEHHE YIOJHOMOUYEHHBIX OpPraHOB, NPH BO3MELICHUHM yiiepba —
(UHAHCOBBIN JJOKYMEHT O BO3MEIIIEHUH yIiepOa).

[Tocne 3aBepiieHuss MEPONPUATHIA, NPEIYCMOTPEHHBIX AaKTOM O CIHMCaHWM, HEPBbIHA
IK3EMIUIAP aKTa O CHUCAHWU CO CHHCKOM M JIOKyMEHTOM, IOJTBEPKIAIOUINM BBHIOBITHE,
nepeaaeTcs B OyXraiTepHio, BTOPOH SK3EMIUISIP OCTaeTCsl B OMOIHOTEKE.

IMPOBEPKA HAJIMYUSA JOKYMEHTOB BUBJIMOTEYHOI'O ®OHJIA

[IpoBepka Hamuuusi AOKYMEHTOB OubOmuoreuHoro ¢onna (manee — mnpoBepka (oHaa)

MIPOU3BOIUTCS B 0053aTEIBHOM MOPSAKE:

— Ilpwu BbIsIBIeHUN (HAKTOB XHILEHUS, 3T0YIOTPEOICHHS UITH TIOPYU JOKYMEHTOB;

— B cnyuae cruxuitHOoro O€nCTBHS, IMOXKapa WM JPYTUX YPE3BBIYAWHBIX CHUTYAIHH,
BBI3BAaHHBIX YKCTPEMAIILHBIMU YCIIOBHUSIMH;

— Ilpu npoBenenun nuBeHTapusanuu (1 pas B 5 ner);

— Ilpu peopranu3zanuu wim JUKBUIAIUN OUOINOTEKH.

[Ipu BBIABIEHMHM B TMpoliecce NpPOBepKH (OHJIA OTCYTCTBYIOIIMX JOKYMEHTOB H

HEBO3MO)XHOCTH YCTAHOBJICHHSI BHHOBHBIX JIMI] YOBITKH TIO HEJOCTauyaM CITUCHIBAIOTCS B

COOTBETCTBUH C JCHCTBYIOIIUM 3aKOHOIATEITLCTBOM.

JAEJOIMPON3BOACTBO

Opranuzanus paboThl ¢ JOKYMEHTaMH 110 y4eTy OMOIN0TeYHOro (OoH/Ia OCYIIECTBISIETCS 1O

IpaBUJIaM BeIEHUS JI€T0NPOU3BOJICTRA.

B 6ubnuoTteke BeIyTCs U XpaHATCS:

— PerucTtpsl HHANBUIYAJILHOTO U CYMMapHOTO y4eTa JOKYMEHTOB OMOIHOTEeYHOro (QOoHa;

— PerucrpannonHbie KHUTH;

— llHBeHTapHBIC KHUTH;

— Kuuru cymmapHoro yuera;

— VY4eTHBIN KaTaior;

— Tomnorpaduueckue onucu 1 KaTajiory;

— JKypHan BbIau¥ 3JEKTPOHHBIX HOCUTENCH;

— JypHan perucrpaiuu 1moyb30BaTeNieil KOMIBIOTEPHOTO 3a1a;

— AKTBI O CIUCAaHUH UCKITIOUYEHHBIX 00BEKTOB OMOIMOTEYHOTO (POH A,

— VY4eTHbIe TOKYMEHTBI, MMOJTBEPKAAIOLINE MOCTYIJICHUE JOKYMEHTOB B OMOIMOTEUHBIH
dbonH (HaKIaIHBIE, aKThI O IPUEME, aKThI CIAYN-TIPHEMKH);

— AKTBI O pe3ynbTaTax IPOBEJACHUS NPOBEPKU HAJIHYUS JOKYMEHTOB OHOIMOTEYHOTO



dbonma.
7. YIIPABJIEHUE. HITATbBI
1. VnpaBnenue OHOMMOTEKONH  OCYIIECTBISIETCS B COOTBETCTBHHM C 3aKOHOAATEIbCTBOM
Poccuiickoit ~ ®epepauun, cyobektoB  Poccuiickoit  ®enepanun  u YcTaBom
0011e00pa30BaTEIBLHOTO YUPEXKICHUS.

2. OOmee pyKOBOACTBO JACATEIBHOCTHIO OMOJIMOTEKH OCYIIECTBISIET PYKOBOJUTEIh
00111€00pa30BaTEIILHOTO YUPEIKICHUS.
3. PykoBozactBo OUOIMOTEeKOMH OCYILECTBIISICT 3aMECTHTEIb JpEKTOpa o

y4eOHO-BOCIIMTATENILHOW paboTe, KOTOPBIH HECET OTBETCTBEHHOCTh B IpelesiaX CBOCH
KOMIIETEHIIMH TIEpe] PyKOBOAUTENIEM 0011€00pa30BaTEIbLHOIO YUPEXKICHHUS 32 OPraHU3aIHI0
U pe3yiabTaThl JAEATENBHOCTH OWUOIMOTEKM B COOTBETCTBUM C (PYHKIHMOHAIHHBIMH
00513aHHOCTSIMH, TPYIOBBIM JIOTOBOPOM M Y CTaBOM 00111€00pa30BaTEILHOTO YUPEKACHUSI.

4. Tlemaror-OuOJMOTeKaph Ha3HAYACTCS PYKOBOJIUTEIIEM OOIICO0pa30BaATEIHHOIO YUPEIKICHHS
Y BXOJIUT B COCTaB IEIarOrMYECKOro COBETa 00Ie00pa30BaTEIbHOIO YUPEHKICHUSI.

5. Ilemaror-o6mOnmorexapb pa3pabaThiBacT M MPEICTABISAET 3aMECTUTEIIO PYKOBOIUTEIS
00111€00pa30BaTEILHOTO YUPESKICHHUS HA YTBEP)KIACHUE MPHUKA30M JIMPEKTOpA CICIYIOIINE
JIOKYMEHTBI:

— MOJIO0XeHUe 0 OubIMoTEKe, MpaBUia MOJIb30BaHUS OUOINOTEKOIH;

— IUTAHOBO-OTYETHYIO JJOKYMEHTALUIO;

— TEXHOJIOTUYECKYIO JOKYMEHTAIIHUIO.

6. Ha pabGory B OHONMOTEeKYy NPUHUMAIOTCS JIMIA, HUMEIOIIHE  HEOOXOAUMYIO
npoeCCHOHATIBHYIO TIOATOTOBKY, COOTBETCTBYIOIIYIO TPEeOOBAHMSAM KBaTH(PUKAIMOHHOM
XapaKTEPUCTUKH 10 JIOJDKHOCTHh  ITOJY4EeHHOMH CHENHUATBHOCTH, TOATBEPIKICHHYIO
JOKYMEHTaMH 00 00pa30BaHUU U KBAJTU(HUKALIH.

7. PaboTHHK OMOIMOTEKN MOXKET OCYIIECTBIATh EIarornyecKyro nesTeabHOCTb. CoBMeIeHe
O6MO0MMOTEeYHO-MH(MOPMALITMOHHOW W MENAarorMyeckoi JIeATENIbHOCTH  OCYIECTBISAETCS
paboOTHUKOM OMOIMOTEKH TOIBKO Ha JOOPOBOJILHOM OCHOBE.

8. TpynoBble OTHOLIEHHUS PAOOTHUKOB OMOIMOTEKH M 00IIE00pa30BATEIBHOIO YUPEKICHHS
PETYIUPYIOTCS TPYAOBBIM JOTOBOPOM, YCIOBHS KOTOPOTO HE JIOJDKHBI TPOTHBOPEYUTH
3aKOHOJIaTeNbCcTBY Poccuiickoit denepanuu o Tpye.

8. IMPABA U OBSA3AHHOCTMU NNEJAT'OI'A-BUBJIMOTEKAPSA

[Tenaror-6u0nmuoTekapp UMEET MPaBO:

— CaMOCTOSATENIbHO BBIOMpATh (POPMBI, CPEACTBA U METObI OMOINOTEYHO-MH(POPMAIIMOHHOTO
oOCITy’)KMBaHUsI 00pa30BaTEIbHOIO M BOCHHUTATENBHOTO  IPOLECCOB B COOTBETCTBUH C
HeNsIMH M 33J1a4aMi, yKa3aHHBIMM B YCTaBe  0OIIe00pa3oBaTENbHOIO YUPEXKJIEHHUS H
HOJIOXKEHUU 0 O6uOIHMoTeKe 00111e00pa30BaATENBHOTO YUPEKACHNUS,

— MPOBOJIUTH B YCTAHOBJICHHOM IOPSAJIKE YPOKU U KPYKKU OUOINOTEYHO-OuOIorpadguueckux
3HAHUI,

— OIpenessTh HCTOYHUKHM KOMITJIEKTOBaHHUS MH(POPMALIMOHHBIX PECYpPCOB,



9.

U3bIMaTh M pearu30BaTh JOKYMEHTHI U3 (DOHIOB B COOTBETCTBHH C MHCTPYKLHUEH MO y4eTy
O6ubmoTeyHoro GpoHaa;

ompeneniaTb B COOTBETCTBMM ~ C  NpaBWIaMH  [OJIb30BaHUA  OMOIMOTEKOM
0011e00pa30BaTEIHLHOTO yUpEKICHUS, YTBEPKJACHHBIMU PYKOBOAMTETIEM
0011e00pa30BaTEILHOTO YUPEXKICHUS, U IO COIIACOBAHUIO C POAUTEIHCKUM KOMHUTETOM
BUJIBl U Pa3Mepbl KOMIIEHCALIUHU yiep0a, HAHECEHHOTO MOIb30BaTeIIMU OHOINOTEKH;
UMETh €KErOJHBIA OTIYCK 56 KaJleHAapHBIX JHEH .

OBITH MPEICTABICHHBIMH K PAa3IUYHBIM (hOpMaM MOOIIPEHUS, HarpaJaM M 3HaKaM OTIMYHS,
IPEIYCMOTPEHHBIM ISl paOOTHUKOB 00pa30BaHUs U KYJIbTYPHI,

y4acTBOBaTh B COOTBETCTBHHM C 3aKOHOAATelIbCcTBOM Poccuiickoit ®exepamuu B pabote
OMOIMOTEYHBIX ACCOIUAIINN HITH COIO30B.

CaMOCTOSITENILHO ONPEACIATh cofiepKaHue u (GOPMbI CBOCH eATEeIbHOCTH B COOTBETCTBUU C
3aJja4aMy MEHATEKH .

pa3pabaThIBaTh pEraIaMeHTUPYIOIIYIO0 JOKYMEHTALUIO METUATEKH .

yCTaHaBJIMBATh BUJI M pa3Mep yuiepOa, HAHECEHHOTO TI0Ib30BATEISIMUA METUATEKH .

HECTH OTBETCTBEHHOCTb 32 TMOMOJHEHUE, YIeT 1 XpaHeHHe (POH/1a MEHATEKH.

o0ecreunTh  MOJb30BATENIAIM BO3MOXHOCTH pabOThl ¢ HMH(POPMAIMOHHBIMH pPecypcaMu
OMOJINOTEKH;

uH(OPMUPOBATH MOJIB30BATENCH O BUAAX MPEIOCTABISAEMBbIX OHOTHOTEKON yCIyT;
00ecrevYnTh HayYHYI0 OpPTaHn3auio0 POHIOB U KaTaloros.;

dbopmupoBath (GOHIBI B COOTBETCTBUM C YTBEPKIECHHBIMU (pelepaTbHbIMH TMEePEeUHIMHU
yueOHBIX M3JaHUi, 00pa3oBaTEJbHBIMU HporpamMmamu Imkojasl Nel2, wuHTepecamu,
NOTPEOHOCTSIMU U 3alpOCaMM BCEX KaTeropHil nosib3oBareneil;

COBEPILIEHCTBOBAaHUE nH(popMalnoOHHO-0nbOIHorpaduueckoe u OoubIMOTEUHOE
00CITy’)KHBaHHE TOJIb30BATENECH;

o0ecreunBaTh COXpaHHOCTb MCIIOJIb30BaHUs HOCUTENEH NH(pOpMALUY, UX CUCTEMAaTU3aIHIo,
pasMelleHNe U XpaHEHHE,;

o0ecrieunBaTh peXUM pabOThI B COOTBETCTBUU C MOTPEOHOCTSAMU NOJIb30BaTeNIel U paboToM
IKOIbI Nel2;

OTYHTHIBATHCS B YCTAHOBJICHHOM TMOPSAKE MEPe]] PyKOBOJUTEIIEM  IITKOJIBI;

MOBBIIATH KBATH(PHUKAIHUIO.
MMPABA U OBSI3BAHHOCTH MOJIb30BATEJIEN BUBJIUOTEKA

[Tonp30oBaTenn OMOTUOTEKN UMEIOT MPABO:

MoJTy4yaTh TOMHYHO WH(OpMaiuio o coctaBe Oubmmorednoro ¢oHma, WHHOPMAITHOHHBIX
pecypcax | MPeaoCTaBISIEMBIX OHOIMOTEKOM yCiIyrax;

MOJIb30BaThCs CIIPAaBOYHO-OUOIMOrpaduyeckm annapaToM OUOINOTEKH;

NOJy4aTh KOHCYJIBTaTUBHYIO IIOMOIIb B ITOMCKE U BBIOOPE HCTOYHUKOB HH(POPMALIUY;
MOJy4aTh BO BPEMEHHOE TIOJh30BaHWE Ha a0OHEMEHTE W B YHTAIBHOM 3alie TICYaTHBIC
U3JIaHUs U IpyrHe HCTOUYHUKH UH(OopManuu (€ciii TaKOBbIE UMEIOTCS);

NPOJIJIEBATh CPOK TIOJIH30BAHUS TOKYMEHTAMU;

nojy4yaTh TeMaTHueckue, (akrorpaduueckue, yTOuHSOIMME U OuOIHOrpaduueckue



CIIpaBKH Ha OCHOBE (hoHa OMOITMOTEKH ITKOJIBI;
Y4acTBOBATh B MEPOIPUATHUSX, IPOBOJUMBIX OMOIMOTEKOH;
oOparmatecs AJis pa3penieHuss KOHPJIUKTHON CHUTYaIli K PYKOBOIUTEIIO IITKOJIHI.

[Tonp30BaTeny OMOIMOTEKN 00S3aHBbI:

10.

coOroaTh MpaBuIIa MOJIb30BAHUS OMOITNOTEKOM;

OepeKHO OTHOCHTHCSI K MPOU3BEACHUSM IedaTu (HE BBIPbIBaTh, HE 3arubaTh CTpaHUI], HE
JeNnaTh B KHHWrax  MOAYEPKUBAHUN, IIOMETOK), WHBIM JIOKYMEHTaM Ha Pa3JIMYHBIX
HOCHTENISIX (€CIIM TAaKOBBIE UMEIOTCS), 000PYIOBAaHUIO, HHBEHTAPIO;

MOJJIEPKUBATh MOPSAJOK PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JIOCTyIE OHUOIMOTEKH,
PaCIIOIOXKEHUS KAPTOUYCK B KATAIOTaX M KapTOTEKaX;

M0JIb30BATHCS IEHHBIMU U CIIPABOYHBIMH JIOKYMEHTAMHU TOJILKO B IOMELICHUH OMOIMOTEKH;
yOemUThCS MPU  MOTYYCHHH JOKYMEHTOB B OTCYTCTBHH JC(PEKTOB, a MPU OOHAPYKCHHUH
npouHpopMUpoBaTh paboTHUKA 6MOIMOTEeKH. OTBETCTBEHHOCTH 32 OOHAPYKEHHbIE 1e(PEKTHI
B CJIaBaeMbIX JIOKYMEHTAX HECET MOCIEAHH MM0JIb30BaTEb;

pPacCIUCHIBATHCSA B YMTATEIHCKOM (POPMYJIISIPE 32 KaXK bl MMOJTYICHHBIN TJOKYMEHT |
BO3BpAaIIaTh JOKYMEHTHI B OMOJIMOTEKY B YCTAHOBJICHHBIC CPOKU;

3aMEHATh JIOKyMEHTHl OMONHOTEKH B Cllydyae WX YyTpaThl WIM MOPYM UM PaBHOIICHHBIMHU,
anb0 KOMIIEHCHpOBaTh ymiepd B pa3Mmepe, YCTAaHOBICHHOM  MpaBUIaMH TOJb30BaHUS
OMOIINOTEKO;

HOJIHOCTBIO PAaCCUUTATHCS ¢ OMOIMOTEKOH 110 UCTEYEHHH CPOKa 00ydIEeHUS
win pa6otel B MBOY COLI Nel2.

MOPSIIOK TOJB30BAHUSA BUBJHOTEKOMN

3anuch O0y4aroIuXcs LIKOJAbl B OMOMMOTEKY NMPOU3BOJAUTHCA IO CIUCOYHOMY COCTaBY
Kjacca B MHIUBUAYAJbHOM TIOpsZIKE, MEJarorndeckux M WHBIX pabOTHHUKOB ILKOJIBI,
ponuTenel (MHBIX 3aKOHHBIX TpEJCTaBUTENEH) 00yJaomuxcss - 10 Hacrlopry;
JOKYMEHTOM,  TOATBEP)KJAIOIIMM  IpaBO  IOJIb30BaHUs  OMOIMOTEKOH,  sIBiseTcCs
YUTaTeNbCKUN GopMyILsip;

YUTATENLCKANH QOpMyIsip (PUKCHUPYET AaTy BbIA4M TOJH30BATENIO JOKYMEHTOB M3 (OHIA
OMOIMOTEKH U MX BO3BpAIllEHUE B OMOIHOTEKY.

HOp}IIIOK ITIOJIB30BAHUS YU TAJIbHBIM 3aJIOM:

1.

2.

BHHI/IKHOHGI[I/II/I, CHpaBO‘IHBIe nu3aaHud, pe)lKI/Ie U TOCHHBIC KHHUTHU BBIAAKOTCA TOJBKO B
YUTAILHOM 3aJI€;
qI/ICHO HepHOI{H‘—IeCKOﬁ IIe4yaTu 1 KHUT B YUTAJIBHOM 3aJIC HC OFpaHI/I‘II/IBaeTCH.

[Topsiok noabp30BaHus y4eOHON JIUTEPATypOit:

1. yuutenr  momaeT  3asBKYy ~ Ha  y4eOHMKM  3aMECTHTENIO  PYKOBOJHTEIS
o01eo0pa3oBaTeIbHONM OpraHU3aIiy Mo yuebHo padore;

2. 3aMeCTHTElb pPYKOBOJIUTENS COBMECTHO ¢ OuOnuoTekapeM o0011e00pa3oBaTeIbHON
OpraHM3allMi HAa OCHOBE 3asBOK YYHTENCH, ¢ y4eTOM HMEIomMXCS B (OHIAX MIKOJBI
Y4EOHHKOB M PEaTU3yeMOro Y4eOHO-METOAMYECKOTO KOMIUIeKTa (OPMHPYIOT 3aKas,



KOTOPBIN TIepeaacTCsi pyKOBOIUTENIO 00111e00pa3oBaTeIbHON OpraHU3aIlNH;
PYKOBOJUTEINH 00IIe00pa30BaTEIbHON OpraHu3allii pacCMAaTPUBACT U YTBEPKIACT 3aKa3
Ha y4yeOHMKH, MMOCJIe 4ero 3aka3 mepemaercs B MeToauuecKkuii KaOWHET YIpaBliCHUS
oOpa3oBaHus aqMUHUCTpanuu T. EcceHTyku;

Metoauyeckuii kaOuHET yrpaBieHUs 00pa3oBaHUS aAMHUHUCTpanuu T. EcceHTyku
aHAIM3UPYET, IPU HEOOXOIUMOCTH KOPPEKTUPYET U YTBEPIKIACT 3aKa3.

YyeOHkH W3 OWUOIMOTEKH BBIIAIOTCS KIACCHOMY PYKOBOIUTEIIO Ha TIOJHBIM
KOHTHUHIEHT KJiacca MOoJ €ro POCIUCh.

Y4eOHMKH BBIJAIOTCS HA  YUEOHBIN IO U cAaroTes ¢ 25 1o 30 Mast B MOJIHOM 00BeMeE.



