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1. OGumue moJio:KeHUsI

1.1. Hacrosiee nojoxeHne periaMeHTHpPYeT AeATeIbHOCTh oubnuoreku MBOY
«COIL Ne 2 r. Kuposcka» (nanee - obpa3oBareiibHas OpraHu3aIus).

1.2. Hacrosiee mosoxeHue pa3paboTaHO B COOTBETCTBHU ¢ DesepanbHBIM
3aKOHOM OT 29.12.2012 Ne 273-®3 «O6 obpaszoBanuu B Poccuiickoii ®eneparmmy,
npukazoM MuHKynsTypbl Poccun ot 08.10.2012 Ne 1077 «O6 ytBepknenun Ilopsaxa
y4eTa TOKyMEHTOB, BXOSIIUX B COCTaB OUOIMOTEUHOrO (hOHIaY.

1.3. bubnuoreka co3maHa B HensX OOGeCHeYeHUs MpaBa  yJaCTHUKOB
00pa3oBaTeJbHOrO  IIpoLecca  Ha . OeCIIaTHOE  IOJb30BAHHE  OUBJIHOTEYHO-
UH()OPMALMOHHBIMU PECYPCAMHU.

1.4.Topsinok monb30BaHKs HCTOYHMKAMH HH(MOPMALIUH, TIepeYeHb OCHOBHBIX YCIyT
U yCJIOBUS UX MPEIOCTABIIEHUs ONPEAEIISIIOTCS HACTOSIINUM ITOJI0KEHHEM O OUOINOTEKe U
IpaBUJIaAMH MIOJIb30BaHUS OubIIMOTEeKOM, YTBEPXKJACHHBIMH pYKOBOJIUTETIEM
00pa3oBaTeNbHON OpraHu3aliu.

1.5. Opranusanus  oOCITy)XKMBaHMS y4aCTHHKOB 00pa3oBaTelqbHOrO Ipolecca
IIPOU3BOJUTCS B  COOTBETCTBUUM C IpaBUIAMU TEXHHUKHM  OE30MACHOCTH W
IPOTHUBOIIOXXAPHBIMH, CAHUTAPHO-TUTUEHUYECKUMHU TPEOOBAHUSIMH.

2. Hean, 3apaun, pyHKuH OHOJIHOTEKH

2.1. enmn OGuONMOTEKH COOTBETCTBYIOT LENSIM 0Opa3oBaTeNbHON OpraHU3aluy 1
BKTIOYAIOT B ceOs B TOM uHcle: (opMupoBaHHe OOLIEH KyJIBTYpBl JHYHOCTH
OOy4alOLMXC HAa OCHOBE YCBOGHHS OOf3aTENBHOrO MHHEMYMa  COIEp)KAHMS
0011e00pa3oBaTeNbHBIX MPOrPaMM, MX aJanTalus K JKH3HH B OOIIECTBE, CO3JAHUE
OCHOBBI JUISI OCO3HAHHOTO BBIOOpPAa M TOCIENYIONIEr0 OCBOEHMS MPO(eCCHOHATBHbIX
00pa3oBaTeNbHBIX IPOrPaMM, BOCITHTAHHE IPAXIAHCTBEHHOCTH, TPYIOMIOOHS, YBAKEHHUS
K IpaBaM ¥ CBOOOJaM dueloBeKa, JIOOBH K OKpykKaromeidl npupome, Pomure, cembe,
(GopmupoBaHKE 310POBOT0 00pa3a KU3HM.

2.2. 3anmayamu 6MOIHMOTEKH 00Pa30BaTENLHON OPraHU3aAIMH SIBISFOTCS:

+ obecrieyeHne yHaCTHUKOB 06Pa30BaTEeILHOrO IIPOLEecca TOCTYIOM K HH(OpMALHH,
3HaHHUAM, HUACAM, KyJbTYPHBIM IL€HHOCTSIM ITOCPEACTBOM  MCIIONB30BAHHMS
61bOTEYHO- HHYOPMALIMOHHBIX PECYPCOB 06Pa30BATENLHOMN OpraHu3allly;

* TpuUBJEYCHHE  OOyYalOLIMXCA K  CHCTEMAaTHYECKOMY  UTEHHIO  y4eGHOM,
XYyJIOXKECTBEHHOMN, HAyYHO-TIOIYJISIPHOM JINTEPATYPHI;



CONEHCTBHE  DA3BUTHIO  TIO3HABATENBHBIX  HHTEPECOB U CIIOCOBHOCTEI
o0y4aroIuxcs;

o0y4eHue oCHOBaM 6ubMOTEe HO-0Mb IO padUIECKOi IPAMOTHOCTH;

CONEHCTBHE IearorMieckuM paboOTHUKaM B moxbope HAY4YHO-METOINYECKOM
TUTEPATYPbl, HHPOPMUPOBAHKUE O HOBBIX TIOCTYIUICHHAX B OUOTHOTECUHBII ¢oHx;
COBEPIICHCTBOBAHHE NPEJIOCTABNISEMBIX OMOIMOTEKOH YCIIyT Ha OCHOBE BHEPEHHS
HOBBIX MH(OPMALMOHHBIX TEXHONOIMH M KOMIIBIOTEDH3AIUH OHOIHOTEUHO-
MH(pOPMAIMOHHEIX [POLIECCOB, (POPMUPOBAHHE KOM(pOPTHON GUOIHOTEUHOM CPebI.
2.3. bubmuoteka BBINOIHSIET CiieayroIIUe HYHKIUN:

23.1 ®opmupyer boux OMOIMOTEYHO-UHPOPMALTOHHBIX pecypcoB

00pa3oBaTeNsHON OpraHu3aum:

KOMIUTEKTYET ~OCHOBHOH (OHX y4eOHBIMH, XyIOKECTBEHHBIMH, HayYHBIMH,
CHPaBOYHBIMHY, MEArOrHYECKUMHU U HAYYHO-TIOMYJIAPHBIMU JJOKYMEHTAMHU;
y4acTByeT B KOMIIJIEKTOBAHUH CIICLUAIM3UPOBAHHOTO (hOHIA YUEOHHKAMH U3 YHCIIa
BXOIAIIMX B (he/lepallbHbIN NepedeHb yueOHUKOB, TOMYLIEHHBIX K HCIIOTb30BAHMIO
TP pean3alii MMCIOIMX IOCY1apCTBEHHYIO aKKPeIUTAlMI0 06pa3oBaTeNbHbIX
POrpamMM  HA4YalbHOrO  OOIIEro, OCHOBHOTO  OGINEro, CpeiaHero O6IIero
00pasoBaHus, U y4eGHBIMU TTOCOGHIMH, AOMYIIEHHBIMUA K HMCHOJIB30BAHHIO MU
peanu3anuu ykasaHHBIX 00pa30BaTENIbHBIX TPOrPaAMM;

OCYIIECTBIIACT pasMElleH e, OPraHU3alUI0 i COXPAHHOCTh JJOKYMEHTOB;
OPTafMsyeT W  BEIET CNpaBOYHO-OMOnMOrpaduyeckuii ammapaT: Karanoru
(ampaBuTHBIH, cHCTeMaTHuecKuii), KapTOTEKH (CHCTEMATHYECKYI0  KapTOTeKy
CTAaTeH, TEeMAaTHYeCKHe KApTOTEKH), DIIeKTPOHHBIN KATANOT, Gasbl JAHHBIX 110
npoduio 06pa3oBaTebHON OpraHu3arum.

232 Ocymecremsier  nuddepeHnrposannoe OubaMoTeuHO-uH(pOPMALIHOHHOE

o0cmy)KUBaHHE 00YYaAIOIHXCS:

MPEAOCTABIACT MH(POPMALIUOHHBIE PECYPCHl HA PA3INYHBIX HOCHUTEJISIX;

OpraHusyer oOy4eHHe HaBBIKAM HE3aBHCHMOTO OUOIHOTEYHOrO MOJIb30BATEIS U
NoTpeOuTelst HHPOPMALKH, CONeHCTBYeT MHTErpallii KOMILIEKCa 3HAHUM, yMEeHuUi
1 HaBBIKOB PabOTHI C KHUTO 1 HH(OpMALIHEif:;

OKa3bIBaCT MH(QOPMALMOHHYIO MOIIEPIKKY B PELICHUHN 3aJa4, BO3HHUKAIOIIUX B
npouecce  yueOHOM, camMo00pa3oBaTeNbHON U JIOCYTOBOM  NIeATENILHOCTH
00yYaroIIMXCS;

OPTaHU3yEeT MAacCOBBIE MEPONPHSTHs, OPUEHTHPOBAHHBIE HAa PasBUTHE OOIIeH u
YUTATEIILCKOR KyJIbTYPbI IMYHOCTH,

CONGHCTBYET MNENaroru4eckuM paGOTHHKAM B OpraHuzanuu o0pa3oBaTeLHOTO
nporecca U Jocyra 00y4arommuxcsl.

2.3.3  OcyuiecTBiser muddepeHnnpoBanHOE OMOIMOTeYHO-HH(DOPMALIHOHHOE

00CIIy)KUBAHHE ME/JATOTHYECKUX PAGOTHUKOB:

BEISIBIISIET I/IH(i)OpMaLII/IOHHI:Ie l'IOTpe6HOCTI/I U yOBJICTBOPSICT 3aIIpoOChl, CBsI3aHHKIC
C o6yquHeM, BOCIIMTaHUEM O6y‘-laIOH_II/IXC$I;

COIICFICTB}’GT HpO(i)eCCI/IOHaJTBHOIZ KOMIIETCHLIUH rneaaroros, ITOBBIILLIEHUIO
KBaHI/I(I)I/IKaI_II/II/I, IMPOBEACHUTIO aTTeCcTanuu,

OCYUICCTBIACT TeKyluee MHQOPMUPOBaHHME (HHM HHDOpMALWH, 0030pbl  HOBBIX
MOCTYIUICHUHM U IMyOIHKanuii);



* CIIOCOOCTBYET NPOBENEHUIO 3aHATHH 110 (opMupoBaHHIO MH(BOPMALKOHHOH
KyJIbTypbl 00y4aloIuxcs, SBisercs 6a30i a1s IIPOBEICHUS NIPAKTHYECKUX 3aHSTHH
1o paboTe ¢ MHPOPMALIMOHHBIMU PecypcamH.
2.3.4. OcymecTpser nuddepeHnupoBaHHOE 6ubMoTe HO-UH(OPMALIHOHHOE

o0cIy)KMBaHUE POAHUTENeil (3aKOHHBIX IpeacTaBuTeNel) 00yUarOIUXCs

*  YAOBJICTBOPSCT 3alPOCKI MOJb30BaTeNel U HHOOPMHUPYET O HOBBIX IIOCTYIUJICHHUSIX B
OnbanoTeKYy;

" KOHCYILTHPYET II0 BONPOCAM OpPraHU3allMH CEMEHHOTO YTEHMS, 3HAKOMUT c
uH(pOopMaLKeil o BOCIIUTAHKIO JIeTel;

" KOHCYJIBTHPYET II0 BONPOCaM y4eOHbIX H3aHuM 1T 06YYaromuxcs.

3. Opranusanus gesTeabHOCTH GHOIHOTEKH

3.1.06mee  pyKOBOACTBO  JeSATEIbHOCTBIO OMOIHMOTeKH  ocymiecTBiseT
PyKOBOAMTENb 00pa30BaTeILHON OpPraHH3aIHH. |

3.2. HenocpeicTBEHHOE PYKOBOJICTBO GUBIHOTEKOM OCYILECTBIISET 3aBEIYOLIHIA
OuOIMOTEKOI, KOTOPBIH HazHauaeTCs PyKOBOAUTENIEM 00pa30BaTEeIbHON OpraHU3aIUH.

3.3.3aBenyromuii  GUOIUOTEKOI] HECET OTBETCTBEHHOCThL B TIpeleNax CBOeil
KOMIIETCHLIMH 32 OPraHU3aLUIO U Pe3YJIbTAThI AeATeIbHOCTH OUOITHOTEK.

3.4.3aBenyromuii 6UGIHOTEKO] paspabateIBaeT W mnpencrasiseT PYKOBOAUTEIIIO
00pa3oBaTeIbHOM OpraHu3aIy Ha YTBEPXKICHUE CIIEYIOLIHE JOKYMEHTHI:
* TOJOXKeHHe O OubIHoTeKe, MNpaBHIA TOTb30BAHMS OubIHOTEKOH; TIIAHOBO-

OTYETHYIO TOKYMEHTALHUIO.

3.5.B cocTaB GUONHOTEKH BXOIHT:

+ aboHeMeHT;
*  YMTaJIbHBIN 3aJ;
*  OTHeN y4eOHUKOB;

3.6. bBubnuoreuno-unpopmarmonHoe o0cCIyKuBaHue OCYILIECTBIISIETCS B
COOTBETCTBUU C IIAHAMHU PabOThI OUONMOTEKH WU PEXHUMOM paboTHl 06pa3oBaTEILHOMN
OpraHu3aluu.

3.7.PexuM paboTel GHOIMOTEKH ONPEACIACTCA 3aBEAYIOUIUM OUOIUOTEKON C
YI€TOM pexmma paboThl 06pa3zoBaTeNbHOlM opranusanuu. OOMH pas B Mecsy
IpEyCMaTPUBACTCSl CAHUTApPHBIA JEHb, B KOTOPBIA 0OCITy>)KHBaHHE IONB30BATENICH He
IIPOU3BOUTCH.

4. Y4er mocTynieHus u BbIGHITHS MIOKYMEHTOB OHO/IMOTeYHOro hoHaa
4.1. Tlpuem JMOKYMEHTOB B ()OHJ] GUOIMOTEKH BKITIOYAET CIIEZIYIOLIUE OIIepPaIUH:

* CBEpPKa IOCTYIJICHHH C TNEePBHYHBIM YYETHBIM AOKYMEHTOM (HaKnaJHas, axr),
BKITIOHAIOIINM CITMCOK IIOCTYHBILNX JIOKYMEHTOBR;

" COCTaBJICHHE IEPBMYHOIO  YYETHOrO JOKYMEHTa IS NOCTYIUIGHUH — Ge3
COIIPOBOJIUTENLHOM JOKYMEHTAIHH,

" PCTMCTpAalUs MOCTYNHUBIIUX TOKYMEHTOB B PErHCTPax CYMMapHOT0, IPYIIIIOBOrO U
HHAuBHAYyalbHOTrO yyera (FOCT 7.0.93-2015 «BubmuoTeunsii onn. Texnomorus
GopmupoBanusy).

4.2. Tlpy TOMONHEHHH OCHOBHOIO OubnnoreuHoro  QGoHmA  HEOOGXOIUMO
cobmonate TpeGoBaHus OQenepanbHoro 3akoHa ot  25.07.2002 Ne 114-®3 «O
NPOTUBOACHCTBMH  BKCTPEMMCTCKOM  eATETBHOCTIY. JlOKyMEeHTBI, BKIIOYEHHBIE B



[IEpEeeHpb SKCTPEMUCTCKUX MAaTepUajoB, PUOOPETATh 3alPelieHo, IPH BHIIBICHUH WX B
(onze - U3bIMaTh U3 AOCTYMA.

4.3. Vuer u 06paboTka 10OKyMEHTOB GHOIMOTEYHOTO donna.

4.3.1. Vuer u 06paboTka NOKYMEHTOB OCHOBHOrO (oHHIA OCYLIECTBIISIETCS
VHIIMBUYallbHBIM CIIOCOOOM. CBeJeHHS O MOCTYNMBINHMX IEYATHBIX JOKyMeHTax
BHOCATCS B «KHUI'Y CyMMapHOro yuera JOKyMEHTOB OCHOBHOI'O bonmay.

ITocTynuBmmm JOKyMEHTaM IIPUCBANBAIOT UHIUBUTy aJTbHBII
PETUCTPalMOHHEI HOMEp (MHBEHTApHBI HOMEp MIM HHOH 3HAK, IPUHATBHIA B
KaqecTBe peruCTpalHOHHOTO HOMEpa, CHCTEMHBIH HOMEp JUIs  3JeKTPOHHBIX
JIOKYMEHTOB) U LIU(P XpaHEHUS.

Perncrpanmonnsie  HoMepa WM mmpE  OTMEYAlOT B perucrpax
MHIUBANyaJILHOTO yeTa IOKyMEHTOB - HHBEHTapHOM KHUTe, KApTOTEKEe PErHCTPaLlHK
ra3eT, XXypHAJIOB, YYETHOH 0a3e JaHHBIX.

Bee oKkseMmusphl NPHHATBIX W3maHMH  Iuremmemorores. IlTemmens o
HauMEHOBaHHWEM 00pa30BaTEeIbHON OpraHU3aIlHH.

[Iremmens craBuTcs Ha 06GOPOTE THUTYJIBHOrO JHCTA (mpu orcyrcTBUU
TUTYJIBHOTO JINCTAa — Ha NIEPBOM CTpaHHLIe TEKCTA O] 3arvIaBheM), Ha 17-if crpamuie
IO TEKCTOM B JICBOM HIDKHEM YLy M Ha 00OpOTe KaXIoro mpuioskenus. Ha
OpoLIOpax M XKypHalax IITEMIIeNb CTABHTCS TONBKO HA OGIONKE HIIM Ha IepBOi
CTpaHHUILIE TEKCTA.

Cocras ocHoBHOTO hona huKcHpyeTCs B KapTOYHOM ajih)aBUTHOM KaTajore, B
BJIEKTPOHHOM 0aze NaHHBIX OUOITHOTEKH.

4.4. BpIOBITHE TOKYMEHTOB GHOIHMOTEYHOrO donma.

4.4.1. Ilpy4MHEL, O KOTOPBIM TOKYMEHT MOXET ObITh BBIBEJICH M3 COCTaBa
6ubmmoTeynoro (GoHAa, BKIIOYAIOT B TOM uMCie BETXOCThb, Ae(PEKTHOCTD,
YCTapeJIoCTh 10 COACPXKaHuIO, yTpary. Mckimodenne noKyMeHTa U3 GHOIHOTEYHOrO
(OH/a NPOBOAMTCS HA OCHOBAHMM AaHAIM3a COCTABA oubnroreynoro ¢ouma u
PEe3yJIbTaToB ero NpoOBEPKH.

4.4.2. [lon BETXOCTHIO AOKYMCHTa TIIOHMMAIOT pe3yJIbTaT €eCTECTBEHHOIO
CTapeHus WK HU3MIECKOTO U3HOCA JOKYMEHTA.

4.43. Ilog nmedexTHOCTHIO AOKYMCHTA IOHUMAIOT YaCTHYHYIO HJIH MOJHYIO
yTpary  OKCITyaTallHOHHBIX ~Ka4yeCTB JOKyMEHTa B pe3ynbpTaTe  BHELIHEro
BO3/ICHCTBUS.

4.4.4. TTox ycTapenoctsio mo COZCPXAHUIO NMOHUMAIOT IIOTEPIO aKTyalbHOCTH
TEMAaTUKH, MIOJITBEPIXKIAEMYIO OTCYTCTBUEM cpoca YUTaTeleH,
HEBOCTPEOOBAHHOCTEIO B TIEpePACHIPEIeICHUN U peanu3anmm.

4.4.5. Tlon yTpaTtoii [OKYMEHTa MNOHUMAIOT ero OTCYTCTBHE B (oHIE
OubIMoTeKH MO MpHYHHAM MIOTCPH, XMILECHUS, OEACTBUI CTUXMIHOTO, TEXHOTEHHOTO
(B TOM uHCie XaKepcKod araku u HEBOCCTaHOBUMOI'O ¢OOS  3JIEKTPOHHOIO
000pyIOBaHMS ) UITH COLIATBEHOTO XapaxTepa, 10 HeYCTaHOBICHHOMN MIPUYHHE.

4.4.6. Ilpouecc  HCKITIOUEHUS MOKYMEHTOB  u3  (oHma  OUONIHOTEKH
OCYIIECTBIIACTCA B COOTBETCTBHM ¢ IlopsiikoM ydeTa HOKYMEHTOB, BXOJSIIUX B

cocTaB OGHOIMOTEUHOTO (YOHAA, yTBEPIKICHHBIM npukazoM MuHKynbTypsl Poccuu ot
08.10.2012 Ne 1077.



4.4.7. BpiObiTHE OKyMEHTOB OuOIHMOTEYHOro (OHIA MPOM3BOIUTCS B
pe3ysibTaTe MX CIHMCAaHUS KOMHUCCHEH, CO3NaHHON PyKOBOAMTENIEM 00pa30BaTEIbHON
OpraHu3allyy.

4.4.8. YTuimsauus  CIOMCAaHHBIX  JIOKYMEHTOB  OuOauMoTeuHOro  (oHzma
NPOU3BOJHUTCS B COOTBETCTBHHU C 3aKOHOAATENBCTBOM Poccuiickoii Menepanum.

S. IIpoBepka 10KyMeHTOB GHOIHOTEYHOrO (hoHIa

5.1. IlmanoBas mpoBepka JOKyMEHTOB OHOIMOTEYHOro ()OHAA HPOBOIUTCS C
[CPUONMYHOCTRIO OJMH pa3 B IITh JIET Ha OCHOBAaHUHM TpaduKka IMPOBEPKH,
YTBEPXKIEHHOI'O 3aBEAYIOLIUM OHOIIHOTEKOM.

5.2. BHemianoBas npoBepka JOKyMEHTOB GUOIMOTEYHOro (hOHA IPOU3BOIUTCS B
00513aTeTbHOM TIOPSIIKE:

*  TIPY BBISBICHUH (DAKTOB XMILEHHS, 3I0YIIOTPeOIECHHUS WM TOPYH JJOKYMEHTOB;
* B Cllydae CTUXMHHOTO Oe/ICTBHS, T0Kapa WU APYTHX Ype3BbIYaiiHbIX CHTYALHl,

BBI3BAHHBIX SKCTPEMAIbHBIMHU YCIOBUSMH;

* TIpH PeOpraHu3aliy WK JIUKBUAALUK 00pa30BaTeIbHONU OpraHu3aliu.

5.3. Ilo wTOoraM TpPOBEpKH 3aBEAYIOIIMH OHOIHOTEKOM COCTABIAET aKT,
MOAMKUCHIBAET M XPaHUT e€ro B OWONMOTEKE B TEYEHHE CPOKA, YCTAHOBIEHHOTO
HOMEHKIIATypo# jen. Ecnu kakue- TO JOKYMEHTBI OTCYTCTBYIOT TI0 HEYCTAHOBIEHHOM
[IpH9MHE, TO K aKTy MPUKIAABIBACTCS UX CIIUCOK, B KOTOPOM (DHKCHPYIOTCS CBEIECHHS O
KOJIMYECTBE JOKYMEHTOB OuOnuoTedyHoro (oHma B HATHYUM M KOJIMYECTBE
OTCYTCTBYIOIIMX IOKyMEHTOB, B TOM YHCJIE 110 HEYCTaHOBJIEHHON IpHYMHe. B akTe Taike
YKa3bIBa€TCs HOMEp U JlaTa aKTa NpeablayLeld IPOBEPKH.

5.4. Bo Bpems mpoBepKHM [JOKYMEHTOB GHOJIHOTEYHOTO donna paboTHUKH
OTCJICKUBAIOT HAJIMYNE SKCTPEMUCTCKUX MaTepUaloB, KOTOPbIE BXOIST B (enepanbHblii
CIIUCOK, OIyOnnKoBaHHBIH MuHroctoM Poccru Ha cBoeMm caiite.

Ecnu 3aBenyrommii 6ubnuorexoi HAMeT 3KCTPEMHCTCKUIA Matepuall, TO JOJKEH
OTPaHUYUTh K HEMY JOCTYII CO CTOPOHEI I0JIb30BaTeIE.

5.5. Ilpu BBIABNEHMH B IpoLecce NpoBepKH (oHa OTCYTCTBYIOILIUX JOKYMEHTOB U
HEBO3MOXHOCTH yCTaHOBJICHUSI BUHOBHBIX JIUL YOBITKM 10 HEZOCTAYaM CIIHUCBHIBAIOTCS B
COOTBETCTBHH C JEHCTBYIOIIUM 3aKOHOAATEbCTBOM. '
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