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MPABIJIA MOJIBIOBAHWA BHEIHOTEKOH
rOCYJAPCTBEHHOTO BHOKETHOIO OBHIEOBPAYOBATEIBHOTO
VUPEAKIEHHA «1KOJA Ne T TOPOICKOTO OKPYT A JOHEIK»
TOHEUROI HAPOIHOMH PECIIYVEJIHKH

1. Obmme noaoKCHAA

1.1. BufianoTexka ABARETCA HACTEHD 00wWeoOpasoBaTelEHOTO YUPERICHHA M 00eCNeuHBacT
yueBHO-BOCTHTATENEHE DpoLEece HEOOXOTHMEIME JOKYMCHTAMH.
1.2, JoKEYMeRT - HOCHTENE HHPOPMALHH B TRATHIHOHHOM, 3EKTPOHHOM HITH HHOM BHIC,

1. Ilpasa wnrareaci

2.1. lpaso nonpsoeanua GubnnoTeroll MveloT obyuarumecH, MeJarorrieckne padoTHHEH H
ApYTHE COTPYAHMKH ITKOTE, POIHTENH (3AKOHHBIE NPEICTARATENN) 00y UARLIMNCH ITROTEL

UnraTean HMeRT NPaBo: |

2.2 BecnpenatcTBeRHO MOCemaTE GuiIHoTery COTTACHD PEXHMY ee padoThl.

2.3. Monyuare noasy WHGOpMaumo o cocrase (oHAa OHONHOTeKH, MHQOPMATHOHHEX
pecypcax W TpefocTaBnseMmbix  OMOAHMOTEROH yonyrax, NOpAOKe NOCTYMA K OOKYMCHTAM H
KOHCYILTATHEHYH} TOMOLIE B OHCKE B Bu00pE HCTOYHHKOE HHQODMALIMH.

2.4, Tonyuars B noisi0Radie mobol gokyMesT 3 donma OudamoTewy,

2.5, llpoaneBaTe CPOK NOVIL3OBAHHA ZOKYMEHTAMH

2 6. BeCTINATHO NONB30BATECA YCIYTAMH, IpelocTaBIAeMpME DO THOTeKOH

2.7. [IpHIHAMATE YUACTHE B MEPONPHATHAX, Tposoaumbix DHOTHOTEROH.

2.8, H3Gupats 0 GLITL H30passbiM B coBeT GROTHOTEKH M IPHAWMATE Y4MacTHE B £10 paboTe,

2.9, CoBMecTHO ¢ GHOMHOTEROH cosnaBaTh, K1yDH, KPYEKH 10 HHTEpEcaM, obmecTea apyseil
OHOAHOTERH, YTEHHA, KHHTH.

2.10, Orasmpars NPAKTHYSCEYID DoMouls GHOIHOTERE.

2.11. Jenate nonapru OHOMHOTEKE.

2.12. Ofpamatses B CIyHae KOHGQIHETHOR cHTyalW# ¢ paloTHukamy OHOTHOTEXH K
AMPEKTOPY ITKOMEL

UnTaTe s obasanb:

2.13. CoSmonars [Tpasuia momsiosanns ubinoresod.

2.14. CofmoaaThk HECTPYKLMK 0 Mepax GedonacHocTH B GHONMWOTERE.

2.15, CHHMATE BEpPXHION GOSHITY.

2.16. BeixnouaTs MOOHIBHEIC TCACHOHEL

2.17. He npuHMmMaTs MALLY, HAMHTKH, [PhI3Th CEMETKH.

2.18. CobmogaTe THIUHHY H KYTETYPY NOBCOACHHA.

2,19, CoofuwmTe, npe sanucy B OudnWoTexy, HeoOXOAMMblE CBEJENHSA WLIA SANMTHERHR
popMYIApa THTATENA.

2.2(). bepexno OTHOCHTBCH K!

2.20.1. [le9aTHRIM H3OAHHAM (HEe BEIPLIBATL, He 3arubaTh CTPaHHEL, HE IL0aTh B KHHATaX
NOJYCPKHBEHAN, MOMETOK, KONHPOBAHUA PHCVHROR H T.IL )



2,202, JNeKTPOHHBIM HOCHTEILAM

2.20.3. MeBenn.

221, TMoniep#HBaTs DOPAZOK PAcCTAHOBKH KHHT B OTKPEITOM nocTyne OHOTHOTEXH,
PACTIOMOMAEHHA KAPTOYEK B KATATOMAX H KaPTOTERAX.

222 MMonp3oBaTeECE LUSHHEIMH M e/HHCTBEHHEIMH 3KICMIUTAPAME KHHAT, CHPABRCYHEIMH
H3AHHAMH TONBKG B SHTATEHOM 3a0e SHOnHOTERH,

223, [py nony4eHWH TPOHIBEOCHHHA NEYATH H HHBIX JOKYMEHTOB HHTATCAER NOTHKEH
yOeNTLCA B OTCYTCTEHH B HWX Je(ekTos, a npn 0fHAPYKEHHE — NPOHHPOPMHPOBATE paluTHHKA
OHOIHOTERH.

2.24, B cioygae, KOrga MMTATENs MONYYHT KHHH, B EOTOPEX HMEMHCE nedeKTE, 2 OH He
MPOCMOTPET 3TH KHHIH HA MPeIMEeT HAIHYHH B HHX JedekToBR, # COOTRETCTREHHO HE ACJIOHHI
GuirRoTeRapio 00 HX HUIMYHH, TO OTBETCTBCHHOCTE 3a NOPYY KHAT GyaeT HECTH TOT UHTATC/IE.

2.25. llpH HapyleHHH CPOKOE NONLIOBAHHA KHHTAMH Oe3 vBamHTE/IRHEX OPHYHH K
UHTATEHM, B YCTAHOBICHHOM NOPAIKE, MOTYT OLITE TPHMEHEHE! CAHKIHH {(KaK NPARAND, BPEMEHHOR
MHIICHKEES NPARA TOTEI0BAHAE DROnnoTEKOR).

2.26. He BRIHOCHTE KHHTH B OPYIHe NOKYMEHTH H3 NOMCLUCHHA OWOMHOTEKH, CCIH OHM HE
SANMCAHE] B QOpMYTApe SHTATENH,

2,27, PacnHCEIBATLCA, 38 MCHIRYEHHEM yyalExcs |-4 wiaccos, B opMynape 4HTATENA 34
KAMIVIO DOTYICHHY K KHHTY.

228, TpoxoauTe €METOOHO (B HAY&Ne Ka#AOTO YYeOHOro rofa) MepeperdcTpamui o
MpeTLARTeHHEM BOeH SMCAAIIERCA 38 HHMH NHTCPATY PR B VCTAHOBICHHbIE oRbmHEoTeKOH CPOKH.

2.29. BoappamaTs KHUrH & OHOTHOTEKY B YCTAHOBICHHLIE CPOKH.

2.30. YxraTenH, OTBETCTBCHHEIE 33 YTPATY HIH NOp4dy KHHT OROTHOTEKH, HIN HX POJHTETH
(3aKOMHLIE MpencTasuTend ODyHalOmeroca) o0M3AHBl 3AMEHHTE TAKHM Ke yueOHHKOM  HIIH
COOTBETCTHVIOITHM M0 CTOHMOCTH HAa MOMEHT 3aMCHBI H3JAHHEM, HeoOxXoauMbiM B IOKONLHOH
GrinnoTexe, TTOTEPAHHLIT HIH MCOOPHEHHEN JKIEMIUIAP XYI0WECTBEHHOH HIH meToaHdeckoi
THTEPATYPE  3AMCHASTCA  COOTBETCTBVEOIUIMM [0 CTOHMOCTH HAE MOMENT 3aMEHEL H3IAHHEM,
HEOBXOMAMENM B MKONbHOH GHOTHOTEKe. DHICMIIAD, NPenaracMulil 1A 3aMEHEl, JomKeH ObTb
SN, AXKKYPATHEM, HIZAHHEIM B NOC/EIHAE 3 NeT.

2.31. Yararenn, napymmsmue [Ipasuna monesonanss GubnanoTexoll, MoryT Obme JIHINEHEL
npaEa  NOJLIOBANMA HA  CPOK, VCTAHOBICHHOMH onbneoTexoii. 3a  ocoDnle  HAPYLICHMA,
NpeAyeMOTPEHHEIE  NeficTBYKIMM  JAKOHOJATENLCTROM, YHTATENH HECYT AAMHHBECTPATHBHYHD,
IPa#IAHCKO-TIPABOBYED HAH YIOJIOBHYI OTBETCTBEHHOCTE.

2.32. Mo AcTeueHHH cpoka obydenHs Wia paloThl B MKONE 4HTATENH O00833aHEI BEPHYTH
pifTLIe B OuGanoTere womrn. Jumunoe feno ofyuarowerocs W obxomHofi mmer paDOTHHER mo
HCTeqeRnd cpoka ofyuerns Wi pafoTel B wkone $e3 COOTBETCTEYWEH MOMETKH O BOIBPATE BLEX
KHHT, B3RThX B DHOTHOTEKS, HE BRLUIAKITCA.

2. lopatok noakwiosannsa dndanoTexoi

3.1, OGyumomrecs MKOIL 3aNHCHRAIOTCE B OMDAHOTERY B HHOHBHAYATRHOM NMOPAIKE B
COOTBETCTRHH co cOHckamK Knaccon. [lepcoHan WKONE! 3ANHCHBARITCA MPH HATHYHE TECHORTE.

1.2, Ha KaRIoro YHTATENH AMOTHASTC] YHTATE RLCKRTT dopMymip yeTaHORNEHHEOro 00pasua;
Eﬁ-np:u::r'm«lp YUTATENA ARIEETCH IOKYMEHTONM, ¥ IOCTOBSDRRIITHNM I:L‘ia.h:'r H OATY BRLIATH.

3.3, Tpu sanucH B OuGnuoreky YHTATENs A0JKEH OBITL OFHAKOMIEH © [lpaBunamMu
NONLIOBANMA OHOMHOTEKOH H NOATBEPINTE OBAIATENBCTEO WX BLIMONHCHMA CBOSH MOOMHCBID B
gopmynape umTartens, 3.4, Ha gom noxyMeHTE BRUIAKTCH HYHTATENAM CPUKOM Hals mreii.
KonM4ecTRO JKIEMIUIAPOE, BHUIAHHLIX COMHOBPEMEHHO (HE CHMTaf yueGHHUKOB), He JOMKHO
NPeELILATE [IATH.

3.5, [Mepuoamueckne H3naHNs BeLiaroTes Ha 10 gaei.

3.6. Cpok nons30BaHHS MOEET GBITS MpPO/VIEH, SCITH HA JaHHRH JOKYMEHT HCT Copoca co
CTOPOHBL IPVIHX dHTATENSH.

3.7. VuyeOpas, seTonqYecKad NTHTEPATYPAa BbLIAETCA YHTATCAAM HA CPOK o0y4cHHA B



COOTBETCTRHH ¢ NporpaMmod (o obriaTeIbHOH NepepericTpaunell B Ha4Ale, KOHIS yueGHOro roga).
TurepaTvpHse TpoH3BeIeHHA, HIYUacMble [0 nporpaMme Ha YPOKEX, BBUIAIOTCA HA CPOK B
COOTRETCTEHM ¢ MPOrpaMMOi H3ydeHHA,

3.8, TIpH DonyyelHH KHATH “HTATETH off3anel pacTHcaTsed B QOPMYNApe YHTATEIA 34
KARIVED TOAY4SHHVID KHHTY, BIATYIO B NONR30BAHAE,

3.9, [Ipn BOIBPANICHHH KHHT paboTHHK GubanoTery 00938H pacTHCaTRCA B (OPMYIAPE
ypTaTeld MPOTHE KE#I0A BOPAIIEHHOH B GuimuHOTEKY KHHIY

3.10, OyepenHas BLIA4a OOKYMEHTOR H3 ponga GuOTHOTEKH HHTATENK MPOHIBOTHTCH
TOIBKO TIOC/IE BOIBPAETA BIATEIN HM Panee, cpok MONs30BANHA ROTOPRIMH HCTEK.

1.11. Penxse W LeHHbIE KHATH, ATROOMBL, eTHECTBEHHEIS K3EMILIAPE] CTIPABOMHETY H3NAHHH,
A4 TAIOKE WICKTPOHHBIE HOCHTENH HHGOPMAUHM HA NOM HE prparoTed. [lopamox noJRIOBAHHA
gpraneney satoM 3,12, KonM4ecTso KHMP, BLUIGBASMOS IR paloTel B UMTAITRHOM 340¢, HE
OrpaHHYHEASTCA. -

3.13. 3anpemacTcs BEHOCHTH KHHIH H3 YHTATEHOID 3403 B NOMEMIEHHA Kb

3.14. JonyckaeTcs, Mo AOTCBOPSHHOCTH © paSorHiKkoM GubTHOTEKH, OPaTh Ha NOM KHHIH,
NpeIHasHASEHIELS 1A paboTel B UHTAARHOM 3a1¢, THH VCAOBHE, 4TO 3TH KHHIH GYAYT BIATEL Depe]l
sakpeiTHeM OWOTHOTEKH H BO3BPALICHR HA CNENVIOmME JeHb K MOMCHTY Hawaia paboTnl
OHOAHOTEKH. :

Mopagok patoTel ¢ KOMNEIOTEPOM, pacno KeHHBIM B oubanoTeKe

315, PafoTd ¢ KOMOBKOTEPOM VHACTHHEOE 00pPAI0OBATEIRHOrO MPOLETER NpoHIBOIATCH B
TIPHCYTCTRHE COTPYARKES OHOMHOTCKH.

3,16, Paspewaerca paloTa 33 0QHHM NEPCOHATLHEM KOMIOBKOTEPOM He GONee ABYX YENOBCK
OJHOBPEMEHHO. '

1.17. Tosk3oBare]s WMeeT Npaeo pafoTaTs ¢ HETPATHUHMOHHLIM HOCHTEREM WHQOpMALIHE
nocne npelBaprTeIbHOTe TECTHPOBAHNA £T0 paboTHHEOM DHOMTHOTEKH.

3.18. Ilo BceM BOTMpOCAM MOHCKA HHQOPMAUHE B HuTepreTe nons3opaTens NOTECH
ofpamarteca K paboTHHKY GubnuoTexy; sanpemactcd oDpalleHHe K pPecypeaM HurepHeTa:
NPenoarallIHM OMIATY M K PeCypeaM, yKasuiHLIM B MenepaibHOM CIHCKE ARCTPEMHCTCRON
NHUTEPATY b

1.10. PaBora ¢ KOMIOBKTEpPOM NPOHIBOIMTCA COIMACHO  YTBEPHIACHHEM CAHHTAPIO-
FHrHEHHYECKHM TpeDoBaHHAM.

4. lNpaga paGoTHHKOR DHOIHOTERH

4.1. Hanpapnate YWTATENH HANOMHHAHMA © BOIBPATE KHWT, HCNOMEIYA  JARHEIE,
NpenocTanNeH bl HM IPH 3MHCH B GubmuoTexy (anpes, Tenedior W T.IL);

42, OnpenensTe paMephl KOMICHCAUHA 34 yirepl, NPHUHHEHHLIH MONLI0BATEIEM
GHOTHOTEKE,

4.3, JlWmate npapa uWTATENd [OTLIOBATRCHA GuGmuotesoft npa  Hapymenud [Ipasun
MOML30BAHAA GHOIHOTEKOH,

5, OGR3aNH0CTH COTPYAHNKOE DnHAHOTERH M0 ofe AV KHBAHNI THTATETEH

51. CosnasaTh B MOAACPHHBATE KOMBOPTHBIE YCIOBHA A pafoTsl NONLIOBATENEH B
OUOTHOTEKE.

5.2. [IpoRoanTs B HavATE Y4e0HOO roja CHETOIHYH mepeperHeTpanH YHTaTe eh.

5.3, O3HakoMHETE uuTaTen ¢ [IpasunaMH MoNb30RAHHA oubmoTeko.

54 BLITE KOPPEKTHBIMH H BCWITHERIMH C SHTHTEIEMH, cODMEOIATE THIIMHY, YHCTOTY H
NOPATOK B NOMeIIeHHAX GHOANOTERH.

5.5, OBcay&MBaTE udTarTene B COOTBETCTRHE C [MpaprnaMy MOMRI0BAHHA AuOTHOTEROH,
KOTOpEIE OOMAKHEL ObiTe pPasMEMensl & JOCTYIHOM 1A QIHAKOMMeHHE MecTe, oDeCcTmeuuTs



ONEpPATHBHOE H KAUeCTBCHHO: 0DCTY KHBAHHS MHTATENEH ¢ YHeTOM HX 3anNpocos H noTpedHocTed.

5.6. CosepueHcTROBATE  HEbopMaudonno-GnGnnorpadudeckoe u GudanoTedTHOS
oSCIVEHBEHHE Noik3oBaTenei.

5.7. OcyuecTRISTE YUET, XPaHEHHE H HCMOMB30BAHNE HANOIALIHXCA B doHaax TOKYMEHNTORE
B COOTBCTCTEMH ¢ JefiCTEVIOMMM 38KOHOJATENELCTBOM, ODECTIEHHBATL HX COXPAHHOCTE H
PATHOHANBHOS HENOIBIOBAHHE.

5.8 PaccTapnsTe KHHMH B TOUCHHES [HH, SEEIHEBHO [Ie1aTk NMPOBEPEY Ha OpPeIMET
MPAERTLHOCTH PACCTAHOBKH §oia.

5.9, Bects VCTHYH) W Harmaguyio Maccopo-sHQopMauHoHHEyiy pabory: OprafH3OBRIBATE
BRICTARKH THTEpaTVpLL, Onbnuorpadrueckre oD3opel, IHTEPATYPHEE BedePd, NPE3AHHKR H APYTHE
MEPOIPHATHA,

3.10. 3nakoMuTh HTaTENER ¢ ocHOoBAMH HHEGOPMALTHONHOR KYNBETYPEL

5.11. MadopMHpoBaTh unTaTeel 0 BeeX BHIAX NPEI0CTARNASMEX GHOMMoTeKO# yenyr.

5.12. OBecneqHTs UHTATEIAM BOIMOKHOCTE MONBIOBATRCH BCEMH  HHQOPMALHOHHEIMH
pecypcaMy OUOIHOTERH.

5.13. Hayware mnorpeGHOCTH unTaTened B MEYSTHRIX  H3JHHHAN, JMABATE [ONHYHD
HEPOPMAITHID YHTATEIAM O HBJHIHH JOKYMEHTOE B (OIS, CHCTEMATHYCCKH HHpOPMHPOBATE
UHTATEIEH O BHORE MOCTYIHEIINX QOKYMEHTAX.

5.14, Mopmuposatt GOHAN B COOTHETCTEHH ¢  00pasoBATENBEHEIMH  NPOTPAMMAMH
VIPERISHHES, HHTCPECAMH, MOTPeGHOCTAME H 3AIPOCAMH BCEX KATEIOPHA N0NRIOBATENSH.

3.15. Oxa3pBaTh NOMOITE YHTATENEM B BRIDOPE HEOONOIHMEIN JOKYMEHTOR.

5.16. Tposogute  sassTHs Mo ocHosaM  OubnWoTedno-OnrOnmorpaduusckiy  H
HHPOPMALBOHHELX SHAHWTH

5.17. llpegocTasnate 4HTATENAM BOIMOKHOCTE NONBIOBAHHA KATATOIAMH, KAPTOTCKAMHE,
GuinuorpadHIScKiMHE H HEQOPMALHOHHBIMH MATEPHATAMH,

518 OGecneYdBaTL KCOHDHACHUMATBEHOCTE NAHHEIX 0 4urartensx Ondmmorexn, MX
YHTATENBCKHX JAnpoca,

5.19. Tlpe Beigade B npHeMe JOKYMEHTOE TIUATSIBHO MNPOCMATPHBATE HX HA TREIMET
ofHAPY#MeHNA KAKAX-THO0 JedexTos B CAenaTh COOTRETCTEYIOLIME OTMETHH MPH HX OOHADYHEHHH
HA BEITABAEMOM HJIH ICUIYHAEMOM OT THTATCIA AOKYMEHTE,

5.20. MposoouTe mMenkui PEMOHT H CBOCEPEMEHHBIH MEperUIeT KHHD, NPHRIEKAA K ITORH
pabore OHOTHOTEUHEIH AKTHE H3 YHAlHXCA;

5.2]. CHCTEMATHUCCKH CAEIHTE 32 CBOSBPCMEHHBIM BOIBPATOM B GHOMHOTERY JOKYMEHTOB
13 HOHIA H 33 BHTIONHEHHEM YHTaTe/ 1AMy [Tpapin nonsiosasny GHOMHOTEROH.

522, IlpuHUMaTE Meptl 00 JIHEBWAAIWH YHTATEIBCKOH 3ANOIMeHHOCTH B CIy4ac
HECBOEBPEMEHHOTO BOIBPATA NOKYMEHTOR TIONLI0OBATCICM,

5.23, Tlogne HWCTeYeHHS CPOKa  NOJBIOBAHHA LOKYMEHTAMH HANPABHTL M3IBCIIEHAES
NONEIOBATEMO 10 MOYTE WAH CoODIATE YHTaTe O Mo TenedoHy o HeodXOOHMOCTH HX BOIBPATH H
OHONTHOTEKY.

5.24. CneauTs 3a BRINOJHEHHEM YHTaTe1aMy [[pagin Noae3osaHuA OuOIHOTEROH.




