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1. O6mmue nmoJ1oKeHUst

I.1. Hacrosiuee IOJIOKEHHE PpErIaMEHTHPYeT JeSTeNbHOCTh OHOJHOTEKH MYHHUIMIIAIBLHOIO
OrojukeTHOrO 001IE00pa3oBaTesIbHOTO yupexaeHus «IlerpoBckast mkosa Ne2y (nanee — mKoma).

1.2. Hactosee nonosxxenue pa3paboTaHo B cooTBeTcTBHU ¢ DenepanbHbiM 3aKoHOM oT 29.12.2012
Ne 273-@3 «O6 obpazosanuu B Poccuiickoit Oeneparnun», npukazom Munduna Poccun ot 30.03.2015
Ne 52u «O06 yrBepikaenun GopM IMEpPBUYHBIX YYETHBIX JOKYMEHTOB H PETHCTPOB OYXIalTePCKOro y4era,
IPUMCHSIEMBIX OpraHaMu IoCyAapCTBEHHOH BIacTH (rocy1apCTBEHHBIMH OpraHaMu), OpraHaMi MECTHOIO
CaMOYNpaBJIeHHs,  OpraHaMH  YINpaBJI€HHs  TOCYJapCTBEHHBIMH  BHEOIO/DKETHBIMH  (DOHIAMH,
rOCYJAapCTBEHHBIMH  (MYHULMIIAIBHBIMU) YYPEXKICHHSIMH, H METOANYECKHX yKa3aHHH MO0 HX
NPUMEHECHHIO», IpHKazoM MuHKybTypsl Pocenn ot 08.10.2012 Ne 1077 «O6 yrBepskaenuu Ilopsika
ydeTa JOKyMEHTOB, BXOSIIKX B coctaB OubimoreyHoro ¢Gonaa», mucbMoM MuHoOpa3oBanus Poccun
or 23.03.2004 Ne 14-51-70/13 «O IlpumepHom monoxeHuu o GuOnMOTEKE 0011E06PA30BATEILHOIO
YUPEIKICHUS.

1.3. bubimoreka y4actByeT B yueOHO-BOCIHTATENHHOM IPOLECCE B LEAX OOeCIeueHHs mpasa
YYaCTHHKOB ~ 00pasoBaTeJbHOrO  Ipolecca Ha  0eCIUIaTHOE  MOJb30BAHHE  OHOJIHOTEYHO-
UH()OPMALMOHHBIMU PECYPCAMH.

1.4. Tlopsiok moyb30BaHKs HCTOYHMKAMHE HH(OPMALMH, lepeYeHb OCHOBHBIX YCIIYT H YCIIOBHS HX
IPEIOCTABJICHHS ONPEACIIIIOTCS HACTOSIIMM IIOJI0KEHHEM O OHONIMOTEeKe W IPaBMJIAMU IOJIb30BAHUS
OMOIMOTEKOM, yTBEPIKICHHBIMU JUPEKTOPOM IIKOJIBL.

1.5. Opranusaunus o0C/Ty)XKMBaHHS YYaCTHHKOB 00Opa30BATENBHOIO IPOLECCAa MPOM3BOIHTCS B
COOTBETCTBUHM ~ C TNpPAaBWIAMHM  TEXHHKH 0O€30IIaCHOCTH M  HPOTHBOIOXKAPHBIMH, CAHHTAPHO-
TMTHEHHYECKUMU TpeOOBaAHHUSIMHU.

2. Hesmn, 3axauu, pynkuun 6u0IHOTEKH

2.1. OCHOBHBIMH IIEJISIMH U 3a/1a4aMHi OMOJIMOTEKH HIKOJIBI SIBISTIOTCSL:

— ofecneyenne y4acTHUKOB 0Opa30BaTEILHOIO MPOLECCa JOCTYIIOM K MH(MOPMAIMH, 3HAHHSIM,
UM, KyIbTYPHBIM LEHHOCTSM IOCPEICTBOM HMCHOJIB30BAHHS OHOIHOTEYHO-HH(POPMALUOHHEIX
PECYPCOB HIKOJIBI HA PA3JIMYHBIX HOCHTEISX: OyMaKHOM (KHIDKHBIM (GOoHI, (QOHI HEepHOIHMYEecKHX
u3fanuii); tnposom (CD-1UCKH); KOMMYHHKATHBHOM (KOMITBIOTEPHBIE CETH) U MHBIX HOCHTEJISIX;

— IPUBJICYCHUE YYAIIUXCS K CHCTEMATHYECKOMY YTEHHIO Y4eOHOH, XyJ0)KECTBCHHOM, HAy4HO-
NOIYJISIPHOHN JTUTEPATYPHI;

— OpraHu3alusl 9YTEHHsS B LEJAX YCHEHIHOIO H3Y4eHMs YyJallUMHUCS Y4YeOHBIX MpPEIMETOB,
Jy4IIEro ycBOeHHUs 001e00pa3oBaTeIbHBIX IPOrPaMM;

— COJCHCTBHE Pa3BUTHIO I03HABATEIFHBIX HHTEPECOB M CIIOCOOHOCTEN yJaImuxcs;

— 0o0yuenue ocHOBaM OHOIHOTEYHO-OUOIHOrpaduIeCcKOil rPaMOTHOCTH;

— COJCHCTBHE II€Jaroru4eckuM pabOTHHKAM B MOAOOpE HAYYHO-METOJMYECKON JIMTEpaTypHl,
MH()OPMUPOBAHKE O HOBBIX IOCTYILICHUSIX B OUOIMOTEUHBIH POHLI;

— COBEPIICHCTBOBAHHE IPEOCTABIIAEMBIX OHOIMOTEKOH YCIyr Ha OCHOBE BHEIPEHHS HOBBIX
MH(OPMALMOHHBIX TEXHONOTHH M KOMIIBIOTEPU3ALHH OHOIMOTEUHO-UHPOPMAIMOHHBIX IIPOIECCOB,
GopmupoBanne KOMPOPTHOIH OHOIMOTEUHOI CpeIbl.

2.2. bubnuoTexa BBINOIHSCT CIEAYIOmKe (YHKIHH:

2.2.1. ®opmupyet houa GHGIHOTEUHO-UHPOPMALMOHHBIX PECYPCOB HIKOJBI:

— KOMIUIEKTYeT  yHHBEpCalbHBbIH  (QoHx  yd4eOHBIMH,  XyJIOKECTBEHHBIMH,  Hay4YHBIMH,
CHPaBOYHBIMH, TIE€JArOTHYCCKUMH W HAy4YHO-IOIYJSPHBIMU JOKYMEHTAMH Ha TPAaAMIHOHHBIX U
HETPaJMIMOHHBIX HOCUTEISIX HH(OpMAIIHK;

— OCYLIECTBJISIET pa3MEIEHHE, OPraHU3alUI0 B COXPAHHOCTH JJOKYMEHTOB.

2.2.2. Coznaer HHGOPMAITMOHHYIO IPOAYKIHIO:

— OCYIIECTBIISICT AHATTUTHKO-CUHTETHYECKYIO IIepepaboTKy HH(pOpMaIuu;

— Opra’usyer U BEJICT CrpaBOYHO-OubIMOrpaduIecKuii amnmnapar: KapTOTEKH,
Onbimorpaduyeckue ykazaTenu H PEeKOMEHATENbHbIE CIUCKH JHTEPATYpPbl, dHIMKIONEIHH, CIOBPH H
CIIPABOYHHUKH.

2.2.3. Ocymectpnser muddepeHnupoaHoe OUOIMOTEUHO-HHPOPMAIMOHHOE OOCITYKHBAHHE



YUaIIXCs:

— IpeJocTaBseT HHYOPMALMOHHBIE PECYPChI HA PA3IMYHBIX HOCHTEISX,

— OpraHusyer 0Oy4eHHEe HaBBIKaAM HE3aBHCHMOTO OHOIHOTEYHOTO MOJB30BATENs H MOTPEOHTEIIs
UHPOpPMAIUH, COACHCTBYET MHTErpaldy KOMILIEKca 3HAHHI, YMEHHH M HaABBIKOB pabOThl ¢ KHHUIOW H
uHpopMarImeii;

— OKa3bIBaeT WH(OPMALMOHHYIO MOIEPKKY B PEIICHHH 3a1ad, BO3HHMKAIONMX B MPOLECCE
y4eOHOIi, caM006pa3oBaTEIbHON 1 JOCYTOBOMH JeATENbHOCTH YUAIHXCSE;

— OpraHu3yeT MacCOBBIC MEPOINPHUATHS, OPUCHTUPOBAHHBIC HA PAa3BUTHE OOLIEH M YHTATEIBCKOM
KYJIBTYPBI THYHOCTH.

2.2.4. OcymectBuser auddepeHnpoBaHHOE OubMOTeYHO-HH(POPMALUOHHOE  00CITy)KHBAHUE
I1€IarOrH4eCKUX pabOTHUKOB:

— BBUIBJICT HMH(OPMALMOHHBIE MOTPEGHOCTH M YIOBJETBOPAET 3alpoChl, CBSA3AHHBIE C
00yueHHeM, BOCIIUTAHHEM YYaIIHXCSI;

— OCYLIECTBIIAET TeKyIee nHGopMUpoBaHue (0630pbI HOBBIX TIOCTYILICHHMIA);

-~ CIOCOOCTBYET MNPOBENEHHIO 3aHATUH 1O  (OPMUPOBAHHIO UH(POPMAIOHHON  KYJIBbTYpBI

ydamuxcs;  sBisercss 0a3od U1 NpOBEJEHWs IPAKTHUYECKHX 3aHATHH IO pabore ¢

MH()OPMAIIHOHHBIMH PECYPCAMH.

2.2.5. OcymecrBiser auddepeHnnpoBaHHOE OubnoTeYHO-HH(pOPMALIMOHHOE  06CITYKHBAHHE
ponutelei (3aKOHHBIX IPEACTABUTEIEH) yUAITUXCS:

—— YHOBJICTBOPSICT 3alpOChl MOJb30BaTeed M HHPOPMUPYET O HOBBIX MOCTYIUICHHSIX B
O6ubnmorexy;

— KOHCYJBTHPYCT 110 BONPOCAM OPraHU3alMK CEMEHHOro YTEHHs, 3HAKOMHT ¢ HH(OpManHeii mo
BOCITUTAHHUIO JIETEH;

— KOHCYJIBTUPYET 110 BOIIPOCaM y4eOHBIX H3JaHHi JJIs yIaIuXcsl.

3. Opranm3anust JesiTeJTbHOCTH OHOINOTEKH

3.1. OGuiee PyKOBOJCTBO AEATENBHOCTBIO GUOIMOTEKH OCYILECTBIISET JUPEKTOP IIKOJIBL.

3.2. PyxoBoacTBO OHOIHOTEKOH OCYIIECTBISIET neaaror-Ou0InoTexapb, KOTOPBI Ha3zHAYaeTcst
JUPEKTOPOM IIKOJIBI.

3.3. Tlenaror-6mbimorexaph HeceT OTBETCTBEHHOCTH B npenesax CBOEH KOMIETEHIMH 3a
OPTaHM3alUIO M pPE3yJbTaThl AEATENBHOCTH OMOIMOTEKH B COOTBETCTBHH ¢ (YHKIHOHAIBHBIMH
00S3aHHOCTSIMHU.

3.4. Ilemaror-6ubmotexaps pa3pabaTbiBaeT M MPeJCTABISET JUPEKTOPY IIKOJIBI HA yTBEPIKICHHE
CJIEYIOLIHE TOKYMEHTHI:

— TI0JIOXKeHHE O OMOIMoTeKe, paBHIIa MOJIb30BAHUS OUOIHOTEKOIH;

— IIJJAHOBO-OTYETHYIO JOKYMEHTALHUIO;

— TEXHOJIOTHMYECKYIO JJOKYMEHTALHIO.

3.5. CTpykTypy OHOIHOTEKH COCTABIISIOT:

— aboHeMEeHT;

— YUTAJIBHBIN 3aII;

— OoTIen y4eOHHKOB.

3.6.  bubGnuoreuno-urdopManHoHHOE OGCTY)KHBAHHE OCYLIECTBIAETCS B COOTBETCTBHH
POTpaMMaMi 1 IJIAHAMH PAOOTBI GHOIMOTEKH IIKOJIBI HA OCHOBE OMOIMOTEYHO-MH(MOPMALHOHHBIX
pecypcoB.

3.8. bubnuorexa oGecneunBaercs:

— KOMILIEKTOBaHHEM OHOIMOTEYHO-UH(OPMAIMOHHBIX PECYPCOB;

— HCOOXOIMMBIMH CITy)XeOHBIMH M IIPOM3BOJICTBEHHBIMH IIOMEIIEHUSIMHE B COOTBETCTBHH €O
CTPYKTYpOH OMONMOTEKH W HOPMATHBAMH II0 TEXHHKE 0e30MacHOCTH 9KCILIyaTalldl KOMIIBIOTEPOB H B
COOTBETCTBUM C IOJIOXKCHASMHU CAHUTAPHBIX [PABHJI H HOPMATHBOB, 00ECICUHBAIOIIMMH COXPAHHOCTh
KHUT;

— COBPCMCHHOM  5JICKTPOHHO-BBIYUCIUTEILHOH, TeIEKOMMYHHKAMOHHOH H KONHPOBATBHO-



MHOJKHTEJIbHONW TEXHUKOU U HEOOXOIUMBIMHU IIPOrPAMMHBIMH IIPOJIYKTAMH.

3.9. OTBETCTBEHHOCTh 3a CHUCTEMATHYHOCTh M KayeCTBO KOMIUICKTOBAHHS OCHOBHOrO (hOHIA
OubaMOTeKH, KOMIUIEKTOBaHHE Y4eOHOro (oHIa B COOTBETCTBHH C (eaepajbHBIMH IEPEUHSIMH
y4eOHHKOB U Y4eOHO-METOAMYECKUX H3JaHUMH, CO3JMaHHE HEOOXOAMMBIX YCJIOBHUM Ul HEATEILHOCTH
OHOIMOTEKH HECET TUPEKTOP LIKOJIBI B COOTBETCTBHH C YCTABOM IIKOJIBI.

3.10. Pexxum pabotel OuGIMOTEKH Ompenessercs neaaroroM-OubMoTekapeM B COOTBETCTBHH C
IpaBUJIaMH BHYTPEHHEro pacropsigka mkojasl. Ilpu omnpenenenun pexuma pabGoTel OHOTHOTEKH
IIpeyCMaTpUBAETCS BBLICTICHHE:

— JIBYX 4acoB paboyero BpeMEHH €)KeHEBHO Ha BHINOJHEHHE BHYTPUOUOIHOTEUHOM paboThI;

— OJHOIo pasa B MECAll — CAaHMTApHOIO [JHs, B KOTOPBIA 0OCIyXXHBaHHE II0JIL30BaTeNe He
IIPOU3BOJIUTCS;

— He MEHee OJHOI0 pa3a B MECSI] — METOAUYECKOIO JIHS.

4. Yder mocTyn/jeHusi 1 BLIOBITHSI JOKYMEHTOB GO 1oTe4Horo (honaa

4.1. Ceezmenus 0 BKIIOYAaeMBIX B OHONHOTEUHBIH (OHI NOKyMEHTaX (HKCHPYIOTCS B KHHTIE
CyMMapHOro y4era Ou6inoredsoro ¢ponma.

4.2. JIoKyMeHTBI, IOArOTOBJIEHHBIE K IPHeMY B OHONMOTEUYHBIH (HOHJ, MOABEPraloTCs MEPBUYHOM
00paboTKe ¥ MHIUBHIYAILHOMY yUETY.

4.3. WnpuBuayanbHBIH ydeT NOKYMEHTOB OCYIIECTBIISAETCS MyTEM HPHCBOCHHUS ILITEMIICICBAHUS
Ka)K/I0T0 MOCTYNHUBILETO K3EMIUIAPA M 3aHECEHHS B YUCTHBIE (DOPMBI.

4.4. VinpusuiyanpHpli yueT NEpHOAMYECKHX H3[aHUM BENETCS B PErHCTPAllMOHHON KapTOTEeKe
NEPUOJIUYECKUX U3TaHuUM.

4.5. Ha noxyMmeHTax, sIBJISIOIIUXCSI IIPUIOKEHHEM K OCHOBHOMY HOCHTEINIO M €ro HeOTheMIIEMOMH
YaCThIO, IPOCTABJISIFOTCS T€ )K€ PEKBU3HUTHI, YTO H HA OCHOBHOM JOKYMEHTE.

4.6. Tlepsuunble yuyeTHBIE NOKYMEHTBI, MOATBEpXAAOUHE (DAKT MOCTYIUICHHS, HepenaloTcsl B
OyXrajatepuro Uit BKIIOYCHHSI B y4eT OHOIMOTeYHOro (GoHIa.

4.7. JlokyMeHTBI BHIOBIBAIOT M3 OHONIMOTEYHOro (GoHAa B CBA3M ¢ (HU3HMYECKOH yTpaToil i
4aCTHYHOM JIMOO MOJHON yTpaToil MOTpeOUTENbCKIX CBOMCTB. BRIObIBaAIOLINE JOKYMEHTHI HCKIIOYAIOTCS
13 OUOIMOTEYHOTO (hOH/IA U CIIMCHIBAIOTCA.

4.8. BriObiTHE JOKYMEHTOB u3 OuOMHOTEYHOro (oHaa odopMmiseTcs akToM O CIIHCAHHH
HCKJIIOYEHHBIX 00BbeKkTOB Ombimoreunoro ¢ouga mo ¢opme 0504144 (manee — akT O CIHMCAHMH),
YTBEpKAEeHHOU npuka3zoM Mundpuna Poccun ot 30.03.2015 Ne 528.

4.14. K aKkty 0 crMcaHMH HPHJIAraeTcsi CIHCOK Ha UCKIIOUeHHe 00beKTOB OMOIHOTEUHOro (hoHaa
(manee — CMUCOK), KOTOPBIH BKIIOYACT CIIELYIOLIHE CBEICHUS: HHBEHTAPHBIH HOMED, (aMUIIMIO aBTOpA,
Ha3BaHUe, TOJl U3JaHMs, IEHY JOKyMEHTa, 3aHMKCHPOBAHHYIO B PErHCTPE HHIMBHIYAIBHOIO y4YeTa
JAOKYMEHTOB, KO3((QUIHEHT NEPEONeHKH, [IEHY [OC/e EPEOLEHKH B OOLIYI0 CTOMMOCTh HCKIIOYAaeMBIX
JJOKYMEHTOB. '

4.15. K akty O CHoHCaHMH 1O IPHYMHE YTpartbl M CIHCKY IPUIAraloTcs JOKYMEHTHI,
MOJTBEPXK/IAIOIINE yTpaTy (MOACHUTENIbHAS 3alHCKa, B Cllydae KPaKd MJIM XHIIEHHS — MPOTOKOJ, aKT,
3aKJIIOYEHHE YIIOJIHOMOYEHHBIX OPIaHoOB).

4.16. Tlocne 3aBeprieHHs MEPONPHUATHH, HPEIYCMOTPEHHBIX AKTOM O CIIHCAHHM, IEpPBBI
SK3EMILIIP aKTa O CIHCAHHH CO CIMCKOM M JIOKYMEHTOM, IOJTBEPIXKIAIOUINM BBIOBITHE, NEPEIAETCS B
OyXraiarepuio, BTOpOi 9K3eMILIsSIp OCTaeTcs B OHMOIHOTEKE.

S. llposepka Haan4usi JOKYMeHTOB OuOHOTEYHOro Gponaa
5.1. Tlposepka Hamuuus NOKyMeHTOB Oubimoreunoro ¢onjga (nanee — mnposepka (OHIA)
IIPOU3BOJHUTCS B 00513aTEILHOM MOPSIIKE:
— [IpH BBISABJICHUH (DAKTOB XMIIECHHS, 3I0YIOTPEOICH S WK IIOPYM JIOKYMEHTOB;
— B Clly4ae CTUXHHMHOro O€ICTBUS, MOXKApa MM APYTUX YPE3BBHIYAMHBIX CHTYallMH, BHI3BAHHBIX
OKCTPEMAIBHBIMH YCIIOBUSIMH;
— IIPH PEOPraHu3aluu UM JUKBUIALUH OUOIHOTEKH.



5.2. Ilpu BbIABIEHWH B Ipolecce INpoBepkH (OHIa OTCYTCTBYIOIIMX JOKYMEHTOB H
HEBO3MOKHOCTH YCTAHOBJIEHHS] BUHOBHBIX JIUIL YOBITKH 110 HEJOCTaYaM CIUCHIBAIOTCS B COOTBETCTBUH C

HeﬁCTBy}OIHHM 3aKOHOJATCIILCTBOM.

6. desionpon3BOACTBO

6.1. Opranusanus paboThl ¢ JOKYMEHTaMH 10 y4eTy OuOnMoTe4HOro (oHIa OCYIIECTBIACTCS MO
IIpaBUJIaM BEJICHUSI JIeJIONPOU3BOJICTBA.

6.2. B OubamoTeke BeyTCs U XPaHSTCA:

—  KHHTY UHIABHAYAIBHOTO H CYMMapHOTO y4eTa JOKYMEHTOB OHOIHOTEeYHOro Ghona;

— HWHBEHTapHbIE KHUTH;

—  KHHTH CYMMapHOTO y4eTa;

— JKypHAaJl periCTPalyy I0JIb30BaTEN el KOMIIBIOTEPOB B YMTAIBHOM 3aJI€;

— aKTBI O CIIUCAHUH HUCKIFOUYSHHBIX 00BEKTOB OHOIHOTEYHOrO (PoHIa;

— yYeTHbIe JOKYMEHTHI, IIOJATBEPXKIAIONINE MOCTYIUIEHHEe JIOKYMEHTOB B OHOIMOTEUHBIH (OHI
(HaKJIaJHbIe, aKTHI O IPHEeMe, aKThl CIaYU-IIPHEMKH);

— aKTBI 0 Pe3yJIbTaTax MPOBEIEH s IIPOBEPKH HAIMYHUSI JOKYMEHTOB OHOIHOTEuHOro GoHma.
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