IMonoxenue
0 HIKOJbLHON OUOJIHOTEKE

I. O6mmue nonoxenus
1.1. Tlomoxenwe o MKONBHOW OubNIHOTEKE MyHMIMIANEHOrO —06IE06Pa30BATETLHOTO
YUPEXJICHUsT AHJPEeanoNbCckod cpeaHed obmeobpasoBarenbHoi mkonsl Ne 2 (magee —
[Tonoxenne) paspaboraHo B coorBeTcTBUM ¢ DeiepatbHbM 3ak0HOM 0T 29.12.2012 1. No 273-
@3 «0O06 obpazosanuu B Poccuiickont Menepamuny, OenepanbabiM 3ak0HOM OT 25.07.2002 1. Ne
114-@3 «O npoTHBOIEHCTBAM SKCTPEMUCTKOM HeATeNbHOCTHY, DelepalbHBIM 3aKOHOM OT
29.12.1994 r. Ne 78-@3 «O 6ubauoreunom aene», Yerasom MOY ACOIL Ne 2 u jgpyrumu
HOPDMAaTUBHBIMH ~ akTaMu P®  pernamMeHTHPYIOIIUMU  JESTENILHOCT  00pa3oBaTebHbIX
OpraHu3anui.
L2 bubnuoreka  sBasieTcs CTPYKTYPHBIM 1oJIpa3ieJICHUEM MynununanbHOro
00111€00pa30BaTeNLHOTO YUPEKACHUS. AHIPEANONBCKON cpeaHe 061me06pa3oBaTeIbHOM MIKOJIBI
Ne 2 (mamee — mikoma), yd4acTBYIOIIMM B y4eGHO-BOCIMTATEIBHOM MpOLECCE B IEMAX
ofecreyeHns NpaBa Y4aCTHAKOB 00pa3oBaTeNbHOrO Mpolecca Ha OECIIaTHOE I0JIb30BaHHE
OubIMOTeYHO-NHPOPMAITHOHHBIME PECYPCAMH.
1.3. enmn mkonbHOH OHONHOTEKM COOTHOCATCS € LENSAMH IIKOJbL (OPMHUPOBAHHE OOLIEi
KYJIBTYPBl JIMYHOCTH OOy4aroLIMXCsl HAa OCHOBE YCBOGHHsS OOS3aTeIbHOTO MHHUMYyMa
coziepkanus 00Imeo0pa3oBaTeIbHBIX IPOrPaMM, MX afaNTalys K )KM3HH B OOIIECTBE, CO3IaHUE
OCHOBBI J/Ii OCO3HAHHOTO BBIOOpPAa M  MOCIEAYIOUWIETO OCBOCHHS MPO(ECCHOHATBHBIX
00pa30BaTeIbHBIX MPOTPAMM.
1.4. TlxompnHas O6ubIMOTEKA PyKOBOJACTBYETCS B CBOEM JNeATENbHOCTH (peaepanbHBIMHU
3aKOHAMH,' yKazaMu W pacnopstkenusmu - [Ipesugenta  Poccwmiickoit  ®Depepanuu,
IIOCTAHOBJICHUSIMU ¥ pacnopsukeHusMmu IIpaButensctBa Poccuiickoit @enepanvu, perieHusIMu
MunucrepctBa obpazoBanus Poccuiickodi ®Deznepanmu, YCTaBOM MIKOIbI, MOJOKEHHEM O
OubIHoTEKE, YTBEPXKACHHBIM IUPEKTOPOM IIKOJIEL.
1.5. Iopsiox nmonp30BaHUs HCTOYHHKAMU HHGOPMAIMH, TTEpEYEHb OCHOBHBIX YCIYT U yCJIOBHS
UX TpenocTaBieHus onpenenstorcs Ilonokennem o mkosnbHON OuOmHoTeke u IlpaBunamu
MOJIb30BaHMUs IIKOJIBLHOH OMOMHMOTEKOH, YTBEPKACHHBIMH JUPEKTOPOM IIKOJIEL
1.6. B mixonpHOH OMOIHOTEKE 3alpelaeTes] PaCcIpOCTPaHEHHE SKCTPEMHUCTCKAX MATEPUATIOB, a
TaKXKe UX MPOU3BOJICTBO HIIM XPAHEHUE B IIENISX PACIPOCTPAHCHHUSL.
1.7. Illxoma HeceT OTBETCTBEHHOCTh 3a JIOCTYNIHOCTh M KadecTBO OMOJIMOTEUHO-
UHQOPMAIIMOHHOTO 00CTyKUBAHUS OHOIHOTEKH.
1.8. Opranmzanus oOCIyXHMBaHHS yJaCTHUKOB OOpa30BATENLHOIO IMPOLECCA IPOU3BOAUTCS B

COOTBCTCTBHHU C TIIpaBHJIaMH TEXHUKHU 0e30MacHOCTH H IPOTHUBOIIOKAPHBIMH, CaHUTAPHO-
TUTUCHUYECKUMU Tp€60BaHH}IMH.

II. OcHoBHBIE 3a7a4U

2.1. OCHOBHBIMH 3a/]a4aMH IIKOJbHOM OUOIMOTEKH SBISIOTCS:

a) oOecrieueHNe yYaCTHHKaM 0Opa3oBATENILHOTO Ipolecca - 00YJaronMMest, MeIarornyeckKum
paOoTHUKaM, pOAMTENSIM (MHBIM 3aKOHHBIM TIPEACTABUTENsIM) oOOydaromuxcs (naiee -
[IOJIB30BATENSIM) - JOCTyHna K WHOOPMAIWK, 3HAHUSAM, HAESIM, KyJIbTYPHBIM IIEHHOCTAM
MIOCPEJICTBOM HCIIOJIB30BaHUS OUOIMOTEYHO-HH(POPMAIIMOHHBIX PECYPCOB HIKOJIBI HA PA3IIMUHBIX
HOCUTEsIX: OyMaxXxHOM (KHUXKHBIA (GOoHI, (HOHA MePUOAMIECKIX W3AaHUM); KOMMYHUKATHBHOM
(KOMIIBIOTEPHBIE CETH) U UHBIX HOCUTEIISIX;



0) BocmMTaHHWE KYJIBTYPHOTO H TPaXKIAHCKOTO CaMOCO3HAHMS, IIOMOIIb B COLHAIU3ALUH
00yy4aroIerocs, pa3BUTHH €ro TBOPUYECKOTO MOTEHIMANIA,;

B) (hOpPMHUPOBAHME HABBIKOB HE3ABHCUMOTO OMOJIMOTEYHOrO MOJIB30BATENS: 0OyYeHHE ITOUCKY,
0TOOPY U KPUTHUYECKOH OlleHKe HH(OpMALIUH;

I) COBEPIIEHCTBOBAHUE IPEIOCTABISIEMBIX OMOIHOTEKOM YCIYr Ha OCHOBE BHEIPEHHS HOBBIX
MH(OPMALIMOHHEIX ~ TEXHONOTMH M  KOMIIBIOTEPU3AlHH  OHOIHOTEYHO-MH(POPMAIHOHHBIX
npoleccoB, GopMUpoBaHre KOMPOPTHON OUOIUOTEIHOMH CpPEIbI.

III. OcHoBHbBIEe PpyHKIHH

3.1. Jlas peanmm3aiiiiet OCHOBHBIX 3aj1a4 OUOIHOTEKA:

a) opmupyer Gonx OUOIHOTEUHO-HHPOPMAIIMOHHBIX PECYPCOB MIKOJIEL:

* KOMIUIEKTYET YHHBEpPCAIbHBIA (OHA Y4eOHBIMH, XYAOKECTBEHHBIMH, HAy4YHBIMH,
CIIPaBOYHBIMH, MEAArOrMYECKMMU U HAYyYHO-TIONYJISPHBIMU TOKYMEHTAMHU Ha TPAJIMIUOHHBIX H
HETPAIUIUOHHBIX HOCUTENSIX HH(POPMAIIHH;

* mononHAeT GoHx HHPOPMAIMOHHBIMU pecypcaMu ceTu VIHTepHET;

* TPOBOJMT CBEPKY OMOIHOTEYHOro (OHIA M IMOCTYIAOIIEH JUTeparypbl ¢ (erepanbHbIMU
CIIMCKaMU YKCTPEMHUCTCKUX MaTePHAJIOB;

0) co3naeT HHGOPMAITMOHHYIO TTPOAYKIHIO:

* OCYILIECTBIISIET aHAIMTUYECKYIO niepepaboTky uHopmanuu;

* OpraHm3yeT M BEIET CHPaBOYHO-OMONMorpaduyeckuii ammapar: Kataiorw (aapaBUTHBIM,
CHCTEMaTHYECKHH), KapTOTEKH (CHCTEeMATHYECKyI0 KapTOTEKy CTarel, TeMaTH4eCKUe
KapTOTEKH ), SIEKTPOHHBINM KaTallor;

* paspabaThiBaeT pEKOMEHJATeNbHble OuOIHorpagudeckre mocodus (Cumcku, 0030pHl,
yKazaTesiu U T.11.);

* obecneunBaeT HHGOPMUPOBAHHE MOTB30BaTeel 00 HHYOPMALMOHHOM IIPOLYKIIMH;

B) ocyuiecTBasgeT UM PEepeHINpoBaHHOE OUOMHOTEUHO-HHYOPMAIIMOHHOE OOCIY)KHBAHUE
o0ydJaromuxcs;

r) ocymecTBisgeT IuddepeHIupoBaHHOE OHOIMOTEYHO-UHPOPMALIMOHHOE OOCITYKUBAHUE
IEe1aroru4eckux paboTHUKOB:

* BBIABISET MHQOPMALMOHHBIE MOTPEOHOCTH U YIOBIETBOPSET 3alpOCHI, CBS3aHHbLIE C
00y4eHHEM, BOCIIUTAHUEM H 3I0POBLEM JETEH;

* BbIABIAET HHMOPMAIMOHHBIE NOTPEOHOCTH W  YIOBIETBOPSIET 3alpochl B  00JIaCTH
Ne1arorn4ecKuX NHHOBAIMY U HOBBIX TEXHOJIOTHI;

* co3jaer OaHK menaroruueckoil HHQopMaluu Kak OCHOBBI €MHONW MH(OPMAIHOHHOMN CIIyKObI
00meo0pa3oBaTeIbHOTO  YUPEXKICHHS,  OCYIIECTBISIET  HAKOIJIEHHE,  CHCTEMATH3aLHIO
MHPOPMALIHUH TI0 TIPeIMETAaM, paszeliaM U TEMaM;

* OpraHm3yeT JOCTyI K 0aHKy MeJarorunv4eckoil HHPOpPMAIUU Ha JIFOOBIX HOCHUTEIISX; IPOCMOTP
JJIEKTPOHHBIX BEPCUH MEarornYecKuX U3JIaHui;

* OCYILECTBIISET TeKyllee HHGOPMUPOBaHUE (THUA WH(OPMALIHK, 0030pbl HOBBIX MTOCTYILIEHHH U
nyomukanuit), uHGOpPMHpOBaHME PYKOBOACTBA IOKOJBI [0  BONPOCAM  YIIPABJIEHUS
00pa3oBaTeNbHBIM MTPOLIECCOM;

* CIIOCOOCTBYET NPOBENICHHIO 3aHSTHM 110 POPMHUPOBAHKIO HHOOPMAIIHOHHOMN KYJILTYPHI;

n) ocymectBiser auddepeHimpoBanHoe  OHOIHOTEYHO-HHGOPMAILIMOHHOE 0OCIYKHBAHUE
poauTeiel (MHBIX 3aKOHHBIX TIPECTaBUTEICH ) 00yYarOIIUXCS:

* YJIOBJECTBOPSET 3alpOChl IOJb30BaTeNed M HHOOPMUPYET O HOBBIX TOCTYIICHUSIX B
OnbIMOTEKY;

* KOHCYJIbTUPYET II0 BOIIpOCaM YUeOHBIX W3IaHUul JJisi 00y4arOIIuXCsl.

IV. Opranuzanus gesiTeIbHOCTH GHOJTHOTEKH

4.1. lllkonbHas OGMOIMOTEKA IO CBOCH CTPYKTYpe AEIUTCS Ha aDOHEMEHT, YUTAIbHBIN 3aJ1, OT/1el
y4eOHHUKOB.

4.2. bubnuoreyHo-uHGOpMaHOHHOE OOCTY)KUBaHHE OCYLIECTBIISETCS HAa OCHOBE OMOIMOTEYHO-
MHGOPMAIMOHHBIX PECYPCOB B COOTBETCTBUU C YUEOHBIM U BOCIIUTATENIHBIM NIAHAMHU LIKOJIbL,
porpamMMaMy, TPOEKTaMH M IUIAHOM padOThI IIKOJIbHOM ONOIMOTEKH.



4.3. B wmemax obecreyeHus MonepHH3AUMK OWOIMOTEKH B YCIOBHAX HH(MOPMATH3ALNH
00pasoBaHus W B Tpeneiax CPEACTB, BBUIENSEMBIX YUPEIUTENISMH, LIKOJIA 00ecreunBaeT
oubnuoreky: .

* rapaHTHPOBAaHHBIM ()MHAHCHPOBAHMEM KOMIUIEKTOBAHUS OMOIHOTEUHO-HHMOPMALMOHHBIX
pecypcos;

* HCOOXONMMBIMH CITY)KCOHBIMH W TPOM3BOJICTBEHHBLIMU IIOMEILICHHUSMH B COOTBETCTBHM CO
CTPYKTYpOH OHOJMOTEKH ¥ HOPMAaTHBAMH II0 TEXHWKE 0€30MaCHOCTHM KCILTyaTalH
KOMIIBIOTEPOB U B COOTBETCTBHH C MojioxeHusmMu CanlluH;

* TCJICKOMMYHUKAI[MOHHON M KONHPOBAIBHO-MHOXHTEIBHOM TEXHHUKOH M HEOOXOJAUMBIMH
IPOrPaMMHBIMHU ITPOTyKTaMH;

* PEMOHTOM M CEPBUCHBLIM OOCITY)KHBAHHEM TEXHHKH W 000PYI0BaHMs OUOIHOTEKH;

* OMONMOTEYHOH TEXHUKOM M KAHIETAPCKMMH TTPHHAUTCKHOCTSMH.

4.4. Illkona co3jlaeT yCIOBHS Ul COXPAHHOCTH ammapaTypbl, 0GOPYAOBAHMS H HMYLICCTBA
OMOIMOTEKH. .

4.5. OTBETCTBEHHOCTh 3a CHCTEMATHYHOCTh M KauyeCTBO KOMILIEKTOBAHMS OCHOBHOTO (hOH/A
OuOIMOTEKH, KOMILIEKTOBaHHE y4eOHOro (GoHA B COOTBETCTBHY C (eepaTbHbIMHU MIEPEUHSIMU
Y4eOHHKOB M y4eOHO-METONMYECKMX W3IAHUH, CO3MaHME HEOOXOMMMBIX YCIOBHH st
AEeSTENBHOCTH OMOIMOTEKH HECET AMUPEKTOP MIKOJIBI B COOTBETCTBUH C YCTABOM LIKOJbL.

4.6. Pexum pabOTEl WIKONBLHOM OHOIMOTEKH ONpENENsIeTcs BeLyIIHM oubnmorekapem B
COOTBETCTBHH C IIPABUJIAMHU BHYTPEHHETO PACHIOPSIIKA IIKOJIBL.

V. Ynpasaenne. llITarer

5.1.  VnpaeneHne ImKONbHON  GUOMHOTEKOH  OCYINECTBISIETCS. B COOTBETCTBHM
3aKOHOAaTeIbcTBOM Poccuiickoit Denepariin ¥ yCTaBOM HIKOJBL.

5.2. Obmee pyKOBOICTBO JEATENBHOCTBIO MIKOJIBHOH OHONMOTEKM OCYIIECTBIAET AHPEKTOP
LIKOJIBI.

5.3. PyKOBOJCTBO IIKONMBHOM GUOIHOTEKON OCYIIECTBISET BEdyIIHil GHOIHMOTEKAPD, KOTOPBIN
HECCT OTBETCTBEHHOCTH B IIpEJENiaX CBOEH KOMIIETEHIIMH Iepes OOMIECTBOM M JUPEKTOPOM
IIKOJIBI, OOYYalOIMMMCS, HX PONUTEISAMH (MHBIMH 3aKOHHBIMH TNPEACTaBUTE/SIMM) 34
OpraHM3aluil0 W pE3yJabTaThbl JAEATEIbHOCTH IIKOJBHOW OWOJIMOTEKH B COOTBETCTBUU C
(GYHKIMOHATHHBIMU 0053aHHOCTSIMH, IIPELYCMOTPEHHBIMHU KBTM(UKATTMOHHBIMHA
TpeOOBaHUAMH, TPYIOBBIM JOTOBOPOM H YCTaBOM HIKOJIBL.

5.4. Benymmii Ou6IMOTEKapb HA3HAYAETCS AMPEKTOPOM IHNKOJBI, MOXET SIBISTBHCS UWICHOM
NCIaroruyeckoro  KOJUIGKTHBA M BXOIUTb B  COCTaB  MEJArormyeckoro  CcoBeTa
00111600pa30BaTEIbHOTO YUPEIKICHHUS.

5.5. Benmymmii Oubnmorekapb pa3pabarbiBaeT W MpPECTaBIsSET AMPEKTOPY IIKOJIbI HA
YTBEPXKJICHHE CIIEYIOMUE JOKYMEHTHI:

a) MoJIoKeHUe 0 OMOIHOTEKe, IPAaBHIIA N10JIb30BAHUS OUOIHOTEKO:

0) N71aHOBO-OTYETHYIO JOKYMEHTAIHIO;

1) TEXHOJIOTHYECKYIO IOKYMEHTAIHIO.

5.6. B mensx obecnevennst aubdepeHuMpoBaHHON pPabOTHl MIKOILHOH OHOIMOTEKH MOryT
BBOJUTBCS OJDKHOCTH: 3aBEAYIOIIUI OubIMoTeKol, OnbamoTekaps.

5.7. TpynoBble OTHOIICHHS PaOOTHHUKOB IIKOJIbHOH OUOTHOTEKM U IIKOJIbBI pEryJIMpyroTcs
TPYZIOBBIM JIOTOBOPOM, YCJIOBHSI KOTOPOrO HE€ JOJIKHBI IPOTHBOPEYUTH 3aKOHOIATE/ILCTBY
Poccuiickoit @eneparuu o Tpye.

VI. IIpaBa u o06s13aHHOCTH Pa0OTHHKOB OHUGIMOTEKH

6.1. PaOOTHHMKHY IIKOTBbHOM OUOIMOTEKM UMEIOT TIPABO:

@) CaMOCTOSTENILHO BBIOMPaTh (OPMBI, CPEICTBA W METOMBI OHUOIHOTEUHO-UH(POPMALTMOHHOIO
00cImyK1BaHUsl 00pPa30BATENFHOTO U BOCIMUTATEILHOIO MPOIIECCOB B COOTBETCTBHH C LIEJISIMH H
3aJla4aMH, yKa3aHHBIMU B yCTaBe MIKOJIbI U TIOJIOKEHHUH O IKOJIbHOH OubnuoTeke;

0) NpPOBOJUTH B YCTAHOBJICHHOM IMOpsiiKe (aKyJIbTaTUBHBIE 3aHSTHS, YPOKH H KDPYKKU
O6ubIMoTeYHO-ONOTHOTpadHUECKIX 3HAHUN U HH(POPMAIUOHHON KYJIbTYPHI;

B) PEKOMEHJI0BaTh UCTOYHUKH KOMILJICKTOBAHUSI HH(POPMAIMOHHBIX PECYPCOB;



T') U3bIMATh U Pealn30BbIBATE JOKYMEHTHI U3 (JOH/IOB B COOTBETCTBHH C HHCTPYKLMEH MO yueTy
oubmuoreynoro Ghouma;

J) OIpeneNsiTh B COOTBETCTBHH C MpaBUJaMU [OJIb30BAHUS = IIKOJBHOH OMOIMOTEKOH,
YTBEPX/ICHHBIMU JTUPEKTOPOM IIKOJBI, U 1O COTJIACOBAHUIO C POJIUTEIBCKUM KOMUTETOM WIIA
COBETOM IMIKOJIBI BUJBI U pPasMepbl KOMIIEHCAMM yIuepbda, HAHECEHHOTO TOJb30BATEI MM
OMOIUOTEKH;

€) UMETh €XKErOJHbII OTIYCK B COOTBETCTBUU C HOPMATHBHBIMU aKTAMMU;

) OBITh TIPEICTABICHHBIMHU K Pa3IMYHbIM (hopMaM MOOIIPEHUS;

3) y4yacTBOBAaTh B COOTBETCTBHH C 3aKOHOJATENLCTBOM Poccuiickoit @enepanum B padote
O1OIMOTEUHBIX acCOTMANNN HITH COIO30B.

6.2. PaboTHUKH OUOTHOTEKH 00S3aHbI:

a) oOecleyuTh MOJIb30BATENIM BO3MOXHOCTH paboThl ¢ WHPOPMAIMOHHBIMH pecypcaMu
OMOIUOTEKH;

0) “HPOPMHUPOBATH MOJTB30BaTEICH 0 BUIAX MPEIOCTABISIEMBIX OHOTMOTEKON YCIyT;

B) 06eCreunTh HAYUHYIO OPraHH3aHMIO (POHIOB U KATANOTOB;

r) ¢opmupoBath (GOHIBI B COOTBETCTBHH C YTBEPKICHHBIMH (eIepalbHbIMH TIEPEUYHSIMH
y4eOHBIX M3JaHUM, 00pa3oBaTEeIbHBIMHU MPOrPaAMMaMH IIKOJIBI, HHTEPECAMH, MTOTPEOHOCTIMH
3alpocaMy BCEX NIEPEUUCIIEHHBIX BBIIIE KaTeTOPHid 10Ib30BaTENCH;

J1) COBEPLIEHCTBOBATH MH(popMaMoHHO-OubIorpadudeckoe U 6ubIMOTeYHOE 00CIYKHBaHUE
MMOJIb30BATENCH;

e) obecrieunBaTh COXPAHHOCTh UCIIOJB30BAHUS HOCUTENEH MH(OpMAIMK, UX CUCTEMAaTH3alHUIO,
pa3MelieHye U XpaHeHue,

) obecrieunBaTh PeXUM pabOTHI IKOJIBHOW OMOIHOTEKH;

3) OTYUTHIBATECS B YCTAHOBICHHOM MOPSIJIKE TIEPE]] TUPEKTOPOM [IKOJIBI;

1) MOBBILIATH KBATH(PHUKAIIUIO.

VII. IlpaBa u 00s3aHHOCTH N0JIb30BaTe el OMOJIHOTEKH

7.1. Ilonp3oBarenyu OMOINOTEKH UMEIOT MPABO:

a) IoJly4yaTh MOJIHYIO HH(poOpMaiuioo o cocraBe OubIHOTedHOro (oHmaa, UHPOPMALHOHHBIX
pecypcax U IpeoCTaBIsIeMbIX OMOTHOTEKOM yelyrax;

0) 10JIL30BATHCS CIIPABOYHO-OUOIHOTpaduIeCKUM anmnapaToM OUOTHOTEKH;

B) I10JIy4aTh KOHCYJIBTAIMOHHYIO TIOMOIIH B ITIOMCKE U BRIOOPE UCTOYHUKOB HH(POPMALIUH;

I) nojiydarb BO BpPEMEHHOE IOJIb30BAaHHE HA a0OHEMEHTe W B UHTAIBHOM 3ajie IeyaTHbIE
W3JIaHUS U JIpYyTUe UCTOYHUKU HHPOPMAITIH;

) IPOJIJIEBATh CPOK TOJTb30BaHMS JOKYMEHTAMH;

€) IoylydyaTb TeMmaTuueckue, (Qakrorpaduueckue, yTOuHsIOMKE U OubIMorpaduueckue
CIpaBKH Ha OCHOBE (hoHIa OMOIHOTEKH,

K) y4acTBOBATh B MEPONPUSATHUSIX, TPOBOJAUMBIX OHOIMOTEKOM;

3) 0OpaInaThes JUIsl pa3perieHusi KOHQIUKTHON CUTYaluH K TUPEKTOPY IIKOJbL.

7.2. Ilonp30BaTenu MIKOIBHOU OUOIHOTEKH 00SI3aHbI:

a) co0moaTh IIpaBua MoJb30BaHUS HIKOJILHOW OMOIMOTEKOH;

0) Oepe’XHO OTHOCHUTHCSA K MPOU3BEICHUSAM IevaTd (He BBIPHIBAThH, HE 3aru0aTh CTpaHWIl, HE
JieaTh B KHUrax MOJUYEepPKUBaHUS, TOMETKH), MHBIM JIOKYMEHTaM Ha pa3jMYHbIX HOCUTENSX,
000py10BaHUIO, HHBEHTAPIO;

B) MOJJEPKUBATh MOPSIOK PACCTAHOBKHM JIOKYMEHTOB B OTKDPBITOM JOCTyne OHOIMOTEKH,
pacnoJIokKEeHUs: KapTOUeK B KaTajaorax U KapTOTeKax;

I') HOJb30BATHCS IIEHHBIMHU ¥ CIIPABOYHBIMH TOKYMEHTAMH TOJBKO B IIOMEIIEHUH OMOIHOTEKH;
J1) yOemuThCS TPH TOJYYCHHHM JIOKYMEHTOB B OTCYTCTBHM J€(DEKTOB, a NMpU OOHAPYKECHUH
npouHGopMupoBaTE 00 3TOM paboTHHKAa OuOIMOTEKH. OTBETCTBEHHOCTH 3a OOHAPYKEHHBIC
JneeKThl B CIaBaEMBIX JOKYMEHTaX HECET MOCJEeIHUH M0Ib30BaTE b,

€) paclHChIBATHCS B YUTATEILCKOM (HOPMYIISIpE 3@ KayKAbIH MOIYYEHHBIA JOKYMEHT;

’K) BO3BpaliaTh JOKYMEHTHI B IIKOJbHYIO OMOJIMOTEKY B YCTAHOBJICHHBIC CPOKH;

3) 3aMEHSATh JOKYMEHTBHI MIKOJbHOW OHOMMOTEKH B Cily4ac WX YTparhl MM IOPYH UM
paBHOLICHHBIMHU, JMOO KOMIIEHCHPOBAaTh ylepd B pa3Mepe, YCTAHOBJICHHOM IIpaBHJIaMH
[10JIb30BAHUS IIKOJIEHON OUOIMOTEKOM;



1) HOJIHOCTBIO PACCUUTATHCSE CO IIKOJIIBHOU OHOIMOTEKOM MO MCTEUYEHHUH CPOKA OOYYEHUsS MU
palboTHI B MIKOJIE.

7.3. Ilopsitok 1MoIp30BaHUs ITKOJIBHON OUOIMOTEKOM:;

a) 3aIMCb B INKOJbHYI OHMOIMOTEKY OOYYarolIMXCsl MPOM3BOAMTCS II0 CIHCOYHOMY COCTaBY
Kjacca, MEJarornYeCKMX M MHBIX pPAOOTHUKOB IMKOJBI - B HHIUBHIYAJIBLHOM IOPSJIKE,
poauTesel (HHBIX 3aKOHHBIX TIPEICTABATENEH) 00ydaromuXcs - M0 TACIOPTY;

0) mepeperucTpanus noab30BaTesei MKOIBLHOM OUOIHOTEKH IPOU3BOIUTCS EKETOHO;

B) JOKYMEHTOM, IIOJTBEPXKIAIOIIMM IIPABO IMOJIb30BaHMs OUOIHOTEKOM, ABIAETCS YATATENLCKUH
opmysip;

I) 4UTATENbCKUH QOpMYISIp (UKCHUPYET 1aTy BBLIAYM MOJB30BATENIO TOKYMEHTOB M3 (oHma
OnOIMOTEKH U UX BO3BPAIICHHUS B OUOJIMOTEKY.

7.4. Ilopsinok NoJIp30BaHUS] A00HEMEHTOM:

a) MOIb30BATENIM UMEIOT IPABO TOIYYUTh HA JOM M3 MHOTOTOMHBIX M3JaHWM He 0ojiee ABYX
JOKYMEHTOB OJTHOBPEMEHHO;

0) MakcUMaJbHbIe CPOKH TOJIE30BAHUS JOKYMEHTAMM

- y4eOHUKH, ydeOHbIE TOCOOHS - yUeOHBIH IO/,

- Hay4HO-TIOIyJIApHas, [I0O3HABaTe/IbHAs, XyI0)KECTBEHHAs JIUTeparypa - 14 aHeit;

- ICPUOINYECKHE U3aHus, U3JaHNs TIOBBIIIEHHOTO CIpoca - 7 THEH;

B) HOIb30BATENIN MOTYT IIPOTHTE CPOK T0JIb30BAHMS JOKYMEHTAMH, €CIIH HA HUX OTCYTCTBYET
CIIPOC CO CTOPOHBI IPYTHX MOJIb30BaATENEH.

7.5. Ilopsimok 1moh30BaHUS YUUTAIBHBIM 3aJI0M:

a) IOKyMEHTBI, IpeIHA3HAYCHHbIE st pabOThl B YUTAILHOM 3ajle, Ha JIOM He BBLIAIOTCS;

0) SHIMKJIONEINHN, CIPABOYHUKH, PEIIKHE, [IEHHBIE U UMEIOIIMECS B €IMHCTBEHHOM 3K3EMILIApE
JOKYMEHTBI BBIIAFOTCS TOJIBKO IS pa0OTHI B UUTAIBHOM 3aJI€;

7.6. Ilopsimok pabOTBI C KOMIIBIOTEPOM, PACTIONIOKEHHBIM B OUOIHOTEKE:

a) pabora ¢ KOMIIBIOTEPOM YyYaCTHHKOB OOpPA30BATEIBHOTO IPOLECCA MPOU3BOAUTCS 110
rpaguKy, yTBEPXKACHHOMY AUPEKTOPOM LIKOJIBI U B IIPUCYTCTBHU COTPYAHMKA OMOIMOTEKN;

0) paspemaercd paboTa 3a OJHHM IEPCOHATBHBIM KOMIBIOTEPOM He 6ojee ABYX UeIOBEK
OJTHOBPEMEHHO;

B) paboTa ¢ KOMIIBIOTEPOM TIPOM3BOIUTCS COTTIACHO YTBEPKIEHHBIM CAHUTAPHO-TUTHEHUUECKIM
TpeOOBaHUSIM.



