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MBOY «Top6eesckas cpennss obiieobpasosatesHas mkoma No3»

YTBEPXIAIO:

Jupexrop =

s

Iosoxenue o GuGanoTexe 0GpazoBaTebHON OpraHu3aluu

1. O6mme nosrokeHus
= 1.1 Hacrosiiee monoxerue pernameHTHpyeT mesTelbHOCTh GuGMoTekn MBOY «Topbeerckas
cpelHsis obmeobpasoBartensHast mkosa N3y
1.2. Hacrosimee nonoxeHune pa3paGoTaHo B COOTBETCTBHHU ¢ DejtepanbHEIM 3aKOHOM 0T 29.12.2012
Ne 273-®3 «O6 obpasoBanun B Poccuiickoit Denepaunn», npukasoM MuaduHa Poccun ot
30.03.2015 Ne 52n «OG yrBepaenun Qopm TIEPBUYHBIX YYETHBIX HOKYMEHTOB M PETHCTPOB
OyXTaJITepeKoro yuera, MPHUMEHSEMBIX OpraHaMi TOCYapCTBCHHOH BIacTH (roCylnapCTBEHHBIMU
OpraHaMmu), OpraHaMH MECTHOTrO CaMOYNpaBlIeHHs, OpraHaMH YIIpABIEHHs TOCYIapCTBEHHBIMH
BHEOIOJUKETHBIMI  (DOHIAMH,  T'OCYNApCTBEeHHBIMH (MYHHUMTIAIBHEIME)  yYpEXAEHHAMH, W
Metoamyeckux ykasaHuit 110 NX IPHMEHEHHION, npukazom MueKyeTYpBI Poccuu ot 08.10.2012 Ne
1077 «O6 yrsepxaennn [Topsiika yyeTa T0KYMEHTOB, BXOJAIINX B COCTAB GHOIHOTETHOrO (boHIa»,
mickMOM  MuHoGpasosanus Pocenn ot 23.03.2004 Ne 14-51-70/13 «O TpuvepHOM 1OMNOKEHUH O
GubsoTeke 0611e06pa30BATETHHOTO YUPEKIEHHS».
1.3. bubnnoteka SBIsICTCS CTPYKTYPHBIM  TOJpA3ieNeHHEM 00pa3oBaTeNbHONl  OpraHM3aLuH,
Y4YaCTBYIOLIWM B y‘leGHO-BOCl'IHTaTC."IBHOM nmpouecce B LEIIX obecrnieueHus TipaBa Yy4YaCTHHKOB
00pa3oBaTeNbHOTO  Tpolecca Ha GECINaTHOE  [OJb30BAHHE 6uGHOTeYHO-HHPOPMALHNOHHBIMU
pecypcamH.
1.4. Tlopsinok MoB30BaAHUS HCTOYHAKAMH WH(OPMAIIHH, TEpeteHb OCHOBHBIX YCIIYT H YCJIOBHS HX
TIPENOCTABICHHS ONPEALIIAIOTCS HACTOSIIAM MOJOKEHHEM 0 GHOIMOTEKE M TTPABHIIAMH T10JTB30BAHHS
OHOIMOTEKOI, YTBEPIKIAEHHBIMU PYKOBOARTEIEM 06pa3oBaTebHON OPraHM3alHu.

1.5, Opranusaums 06CAVKHBAHNS VYACTHHKOB 0GDA30BATENRHOTO IMNOMECCA MNOWAROTATCS R
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¢ TpaBWTAMH TEXHMKH 0€30TacHOCTH W  NPOTHBOTIOKAPHBIMH, ~CAHHTAPHO-

KHMH TPeOOBaHUSAMH.

sanaun, QyHKumn 6ubanoTeKkH

Oc=osHBIMHA LEJSIMH | 3a1auaMu 6ubinoTexn 00pa3osaTebHOM OpraHu3aluy SBITIOTCS:

— ofecrieveHHe YIACTHHKOB 06PA30BATEIBHOTO MPOLEcca TOCTYTIOM K MH(OPMAIHH, 3HAHUSM,
waesM,  KyOBTYDHBIM  HEHHOCTAM  TIOCPEJCTBOM  HMCHOJNB30BaHMS  GHONHOTEHHO-
#bOPMAIMORHEIX PECYPCOB 00Pa30BaTETbHON OPraHM3alMH HA PasTHIHBIX HOCHTENAX:
SymMaxHOM (KHIOKHBI (ORI, (OH/L NEPHOANICCKIX n3anmit); MarHuTHOM (oHI ayauo- u
suaeoxaccer); wappooM (CD-1cKn); KOMMYHHKaTHBHOM (KOMITBIOTEPHBIE CEeTH) ¥ MHBIX
HOCHTEIISX;

— npEBIICUCHNE YHAIIHXCS K CHCTEMATHUECKOMY HTEHMIO YUeGHOM, XY/I0KECTBEHHOM, HaydHO-
TONYISAPHON JTUTEPATYPhI;

— OpraEmsamis UTCHWS B LEIAX YCIEMIHOTO W3YUCHHS YHAllMMHCS YYeGHBIX IPEIMETOB,
JYHIIEro yCBOGHHMs 0011e06pazoBaTeIbHBIX IPOrpaMm;

— coselicTBHE PA3BUTHIO MO3HABATE/LHBIX HHTEPECOB 1 CIIOCOGHOCTEH yHatmuxces;

— ofyuenue 0cHOBaM GHOIHOTEUHO-ONGIHOTpaHHIECKOi FPaMOTHOCTH;

— conelicTBHE TEJArOTHYECKHM PaGOTHUKAM B 1I0100pEe HAYJIHO-METOAMYESCKOH JHUTEPaTypHl,
#H(BOPMHPOBAHHE O HOBBIX TIOCTYTIICHUAX B OMO/IMOTCHHBIH don;

— COBEDIIEHCTBOBAHHE IIPEIOCTABIISEMBIX GHOMMOTEKOM YCITYT HA OCHOBE BHEJDCHHMS HOBBIX
#EQOPMALMOHHBIX  TEXHOJIOTHE ¥ KOMIIBIOTEPH3AIMH 616 MO TeYHO-HH(YOPMATHOHHBIX
nporeccos, popmMupoBanie KOMYOPTHON GHOIHOTEUHON CPEEL.

22 BubanoTexa BBINOJHSET ClIeAyIomue (yHKINA:

22 1 @opuupyer GoHI GHOTHOTETHO-HH(POPMALIMOHHBIX PECYPCOB o06pa3oBaTebHOM OpraHu3aluu:

— XOMIUIEKTYeT ~ YHWBEPCAIbHBIH ~ (DOHX  y4eOHBIMH,  XYNO)KCCTBEHHBIMH, HAYYHBIMH,
CPABOYHBIMH, TI€JArOTHUECKHMH 1 HAYYHO-TIOMY IPHBIMU JIOKYMEHTAMH Ha TPaIHIHORHBX
% HeTPAIMIMOHHBIX HOCHTENISAX HH(OPMALIHH;

— sonomHser (oHA WHMOPMALHOHHBIME pecypcamu cetn HHrepwer, 6asamu ¥ OGaHKamMu
ZasEBIX IPYTHX OPTaHM3alAi;

— sesvuyimpyeT  (OHI  JIOKYMEHTOB, CO3/[@BAEMBIX B  00pa3soBATe/bHON — OpraHM3allui

\=yGomxanmit W paGoT Mexaroros 00pa3oBaTENBHON OPraHH3AINH, JIyHIINX HayIHBIX paboT u

PefeparoB yyqaluxes u JIp.);

CymECTBISET PA3MEILICHHE, OPraHN3alMIO X COXPAHHOCTh IOKYMEHTOB.

#HOPMAIIHOHHYIO POy KIHAIO: N

MCERECTBISET QaHAJTMTHKO-CHHTETHICCKYIO rlepepaﬁo’rxy HHQ)OPMaL[HH;





image3.jpeg
@praEW3yeT W BeIeT CcrpaBouHO-GHOIHOrpadMyeCKiil  anmapar: Karanord (andaBUTHBIHA,
cmcTeMaTHUeCKHi), KapTOTeKH (CHCTEMATHYECKYIO —KapTOTCKy craTedl, TEMAaTHYECKHe
saproTexn),6a3b! NAHHEIX TI0 TIPO(HIIIO 06pazoBare/bHOM OpraHu3aLiH;

pa3pabaThBACT  PEKOMCH/ATEIBHBIC GuGmmorpaduueckne  TmMOCOOHs  (CITHCKH, 0030pEl,
yKasaTeNny U T.IL).

Ocymectsisier  aupdepeHImpoBanHOe Gu6anoTeHHO-MHDOPMALMOHHOE  00CIy)KHBAHHE
cs:

— MpeIoCTABNIET HHOPMAIMOHHBIC PECYPCHI Ha Pas/IAHHEIX HOCHTEILX;

— opraxu3yeT 00yUeHNE HABBIKAM HE3aBHCHMOTO 6UGIHOTEYHOTO TIOTB30BATENIS H TIOTPEGHTENs
wH(bOPMAITHH, COACHCTBYET HHTETPALMH KOMILICKCa 3HAHMIi, yMEHHH H HAaBBIKOB PaboTHI €
KHUTOI 1 HHOpMAIKEit;

— oxa3pBaeT MH(OPMAIMOHHYIO TOJUIEPXKKY B PELICHMW 33714, BOSHHKAIOUWX B mpomecce
yueGHOl, caMO00pa3oBATEILHOMN 1 JIOCYTOBOH AeATETLHOCTH YHALLHXCS,

— OpraHW3yeT MacCOBbIE MEPONPHSTHSI, OPHCHTHPOBAHHAIC HA PASBUTHE o6l ¥ YATATEIBCKOH
KyJBTYPBI JINYHOCTH;

— COJEHCTBYET MeJarorHieckuM pabOTHHKAM B OpraHM3aluK 06pa3oBaTeIbHOTO Mpouecca 1
Jocyra ydaumxcst (IpocMoTp BueodmwIbMOB, CD-IHMCKOB, MpPE3CHTAllMH pasBHBAIOMIX
KOMIIBIOTEPHBIX HTD).

224 Ocyuecrsusier audepeHUnpoBaHHOE 66O TeHHO-HE(DOPMALIMOHHOE  00CIIy KHBAHHE
SeTarorYeckuX paboTHHKOB:

BEIBIET MH(OPMALHOHHBIC NOTPEGHOCTH W Y/IOBIETBOPSET 3aNpOCHL, CBSI3aHHBIE C
oByueHreM, BOCTTUTAHHEM yHalluXcs;

BoISBIET  MH(OPMAIMOHHBIE NOTPeGHOCTH ¥ Y/IOBJETBOPSCT  3alpochl B obmacti
e arorHuecKuX HHHOBALMHA 1 HOBBIX TEXHOJIOTHIL:

coteficTBYeT MPOQECCHOHATBHON KOMICTCHITHH TIe/[aroroB, MOBBIICHHIO KB DUKALMH,

TIPOBEJICHUIO aTTECTALINH;

ocyIIecTRISET TeKymee HHPOPMUPOBAHKE (IHH pH(pOpMAIHH, 0630pbl HOBBIX OCTYIUICHHI

# TyOIMKanuii);
— cnocoGCTBYET TPOBEICHHIO 3AHSITHH TIO (bopMHPOBAHHIO MHPOPMALIMOHHOH  KyJIBTYpBI

yuampIxcs; SBISETCss 6a3ol JUIS TPOBEICHWS NPAKTHICCKHX sampsTMi 1O pabore ¢

#s(OPMAIMOHHBIMH PECYPCaMH.
Ocymectsiuser mubpepeHIHpoBaHHOE 6u6IMOTeHO-MH(OPMALIHOHHOE  00CITY)KMBAHHE

(3aKOHHBIX IPECTABATENEH!) yHAIIXCH:

SIOBJIETBODSIET 3AIIPOCHI TONE30BATENEH M WH)OPMHPYET O HOBBIX MOCTYIUICHHSX B




image4.jpeg
6ubmHoTeKY;

— KOHCYJIbTHPYET 110 BOIPOCAM OpraHH3alii CeMEHHOro YTCHHS, 3HAKOMHT ¢ HH(opMarmei 1o
BOCITMTAHHIO JIETeH;

— KOHCYJIBTHPYET T10 BOIPOCaM y4eOHBIX M3aHHH JUls yHaluXcs.

3. Opranusanust AeITEJILHOCTH OHOIHOTEKH

3.1. O6mee pyKOBOJACTBO  AESATENBHOCTBIO ~ OMOJMOTEKH  OCYIIECTBISET — PYKOBOAHMTENH
06pa3oBaTelIbHOI OpraHU3aINH.

3.2. PykoBozacTBO OHONHOTEKOI OCYUIECTBIACT — Tenaror-GMGIMoTeKaph ,KOTOPbIH Ha3HAYAeTCs
DYKOBOHTEIeM 00pa3oBaTeIbHOM OpraHH3alluH.

3.3.Ilenaror-6u6moTexapb HECET OTBETCTBEHHOCTh B MpeJeNax CBOEH KOMIETCHIWH 3a
OpraHu3aliMio ¥ Pe3yJIbTaThl AESTEIBHOCTH OMONMOTEKH B COOTBETCTBHH C (DYHKIMOHATHHBIMH
0053aHHOCTSIMH.

3.4 Ilenaror-6uGnnorekaph paspaGaTbiBacT M IPEJACTABISCT PYKOBOJMTENIO 00pa3oBaTebHOH
OpraHu3aluy Ha YTBEPXKICHUE CIICIYIOIINE TOKYMEHThI:

— MnoJioKeHwe 0 OHOIMOTEKe, TIPABUIIA TTOTB30BAHMS GHOIMOTEKOI;

— CTPYKTYpy M IUTaTHOE paclicaHne OMOIMOTEKH, KOTOphIe pa3pabaTBIBAIOTCA HA OCHOBE
00eMOB paboT;

— TUIAHOBO-OTYETHYIO JIOKYMEHTALMIO;

— TeXHOJIOTHYECKYIO JIOKYMEHTAIHIO.

3.5 Crpykrypy GHOTHOTEKH COCTaBIISIOT:

— abOHEMEHT;

— oT/1eJ1 yueOHHKOB; OT/IEI CIIPABOYHOM M HayuHO-NO3HABATEBHOMH HHpOpMALH

— KapToTeKa, MeJHaTeKa.

26 bubmmoreuno-uHGOPMAIMOHHOE  00CITY)XXHMBAaHME —OCYIIECTBIISSETCS B COOTBETCTBHH C
SporpaMvaMu M TUTaHaMH  paboThl  OMOIMOTEKH 06pa3oBaTeNbHONW OpraHM3allid Ha OCHOBE
SeSaHOTeYHO-HH(OPMAITOHHBIX PECYpPCOB.

Bubmorexa obecrieunBaeTcs:

— KOMIUICKTOBaHMEM OHOIMOTEHO-HH(POPMAIOHHBIX PECYPCOB;

— HEOOXOMMMBIMI CIIY)KeOHBIMH M TIPOM3BOJCTBEHHBLIMH TIOMEIIEHHAMH B COOTBETCTBHH CO
CTPYKTYpOil OHONMOTeKH M HOpPMAaTHBaMH 0 TeXHHKE O0€30MacHOCTH JKCIIIyaTalhu
KOMITBIOTEPOB M B COOTBETCTBHMH C TOJOXEHHSIMH CAHMTAPHBIX MpPaBMJI M HOPMATHBOB,
o0ecre HBaIOIMMH COXPAHHOCTh KHAT

— COBDEMEHHOM  DJIEKTPOHHO-BBIUHCIIMTENBHOM,  TeJEKOMMYHUKALIMOHHON — TEXHHKOH ¥
#e00X0MMBIMH IIPOrPAMMHBIMH MPOIYKTaMH.

" JTBETCTBEHHOCTh 3a CHCTEMAaTHYHOCTH MW KAyeCTBO KOMIUICKTOBAHHMS OCHOBHOTO quna
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6uOIMOTEKH, KOMILUIEKTOBaHHE y4eGHOTO (JOHZA B COOTBETCTBHM C (he/lepajbHBIMA NEPEIHAMH

YUeOHNKOB M y4eOHO-METOAMUECKUX M3/[aHNH, CO3IaHue HEOOXOMMMEIX YCIIOBUH ISl AESTEIbHOCTH

OUOIMOTEKH HECeT PYKOBOAWTENb 00pa3oBaTeIbHOH OpraHW3allil B COOTBETCTBHH C YCTaBOM

06pa3oBaTeIbHOI OpraHU3aIuy.

3.10. Pexxum pabotbl GHOIHOTEKH ONpelesderTcs —IearoroM-6uoImoTeKapeM B COOTBETCTBHH C

NpaBMJIaMK BHYTPEHHEro pacropsiiika oOpasoBaresbHoO# opranmsamuy. [Ipu onpenenennn pexuma

paboThl OHOIMOTEKH MpeyCMaTPHBACTCS BbIICICHHE:

— JIBYX 4acoB paboyero BpeMEHH eXkeIHEBHO Ha BBITIOJTHEHHE BHY TPHOMOIMOTEIHON paboTh;

— OIHOTO pa3sa B MeCsIl — CaHHTApPHOTO JHSA, B KOTOpPBIH 00CIy)KHBAaHHME IOJNb30BATENEH HE
TIPOU3BOJUTCS;

4. Vyer nocTyuieHust ¥ BbIObITHsI JOKYMEHTOB Gubmorednoro Gponia

4.1. CeeneHnsl 0 BKJIIOUaeMbIX B OMOIMOTEUHBIH (OHI JOKYMEHTaX (GHKCHPYIOTCS B KHHTE

cyMMapHoro y4era 6uénnoredroro Qouia

4.2. JIOKyMeHTBI, TIOATOTOBJICHHBIC K TMpHeMy B GuOImoTeunsii (GOHJ, MOABEPraioTCs MEPBHYHOM

00paboTKe ¥ HHIMBUIYAIbHOMY YUETY.

4.4, VHpuBu/yaibHblil y9eT XyI0XKeCTBCHHON JIMTEpaTypbl OCYIIECTBIIAETCS ITyTEM IIPHCBOCHHUS

KaXIOMY OK3eMIUIPY PErHCTPallMOHHOrO HoMepa. VHIMBHIyalbHbIi HOMED 3aKpEIUIETCS 3a

JIMTEpATypOii Ha BCe BPEMst ero HaxoxkieHus B Gone Gubnuorexn.

4.5. JIoKyMeHTBI, BKIOYaeMble B (OHI OMOIMOTeKH, MapkupyioTcs. IIpum sToM MoryT GbITh

MCII0JIB30BAHbI IITEMIICIIH, KHHI)KHBIC 3HAKH, APYTHE BH/Ibl MAPKHPOBKH.

4.6. IlepBuuHble ydYeTHble OKYMEHTBI, [OJTBEpXIAIOUINE (AKT TMOCTYIICHHS, TEPeNaloTes B

GyXrajTeprIo JUlsl BKIIOUYCHHS B yueT Gnbianoreunoro Gona.

4.7. JlokymeHThI BbIOBIBaIOT W3 OuGHoTedHOTO (OHAAa B CBA3M ¢ (U3MUECKOH yTpaToi WM

YyacTHUHOH JMGO TIOMHOW yTpatodl MOTpeOHTEeIBCKHX CBOWCTB. BhIOBIBalOmMEE JOKYMEHTBI

HCKIIFOYAIOTCS M3 GHOIHOTEYHOro (OH/Ia U CIHCHIBAIOTCS.

4.8. BpiGbiTHE JOKYMEHTOB u3 OubiioreyHoro (Gonaa oQOpMIIsIeTcs aKTOM O CHHCAHMH

HCKITIOUeHHBIX 00BeKTOB Gubmmoreunoro (orxa mo dopme 0504144 (manee — akT O CHHCAHHH),

yTBepXKIeHHOI mprkazoM Mundura Pocenn ot 30.03.2015 Ne 52h.

4.9. K akTy 0 CIHMCaHWM IPHJIAraeTcsi CIMCOK Ha MCKIOYeHHE 00BeKToB OGHOIMOTEYHOro (oHIa

(nanee — CIMCOK), KOTOPBIH BKJIIOYACT CJIGIYIONINE CBEJICHHS: PETHCTPALMOHHBIA HOMEp, LEHY

JIOKYMEHTa, 3a(UKCHPOBAHHYIO B PErMCTPC MHIMBUIYaJIbHOTO Y4e€Ta JOKYMEHTOB, KO3(QQuLmMEeHT

TEPEOLICHKH, IIEHY MOCIIE MEPEOLEHKH 1 0OIIYI0 CTOMMOCTh HCKIIIOUAEMBIX JIOKYMEHTOB.

4.10. ITocre 3aBepuICHHs MEPOTIPHATHIA, MPEIYCMOTPEHHBIX aKTOM O CITHCAHHHM, NEPBBIA IK3EMILISP

aKTa O CHIHCAaHHM CO CITHCKOM M JIOKYMEHTOM, IOATBCPKIAIOLIUM BBIGBITHE, nepenacress B

GyXraiTepiio, BTOPOit 9K3eMILIAp ocTaeTcsi B GubamoTexe.
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5. IIpoBepka HAINYHSI TOKYMEHTOB GubaoTeuHoro Gponiaa
5.1. TlpoBepka HaqMuusi JTOKYMEHTOB Gu6moteunoro (GoHa (mamee — TPOBEPKA (doHna)
POM3BOIHTCS B 00S3aTEIBHOM MOPSIKE:

— TpH BEISBICHAN (PAKTOB XHIICHNS, 3710ynOTpEeGIEHNS WITH TIOPYH JIOKYMCHTOB;

— B Cilygae CTHXHHHOTO GeCTBHSI, 110Kapa A JPyriX 9pe3BBIYANHEIX CUTYAIMH, BEI3BAHHBIX

BKCTpeMaJ'IBHBIMH yCﬂOBP[HMPl;

— TIpY PeOpraHM3aI|H WIIH JINKBH AL GUOIHOTEKH.
5.2. [lpy BBISBICHHH B NPOLECCE POBEPKH (oHaA OTCYTCTBYIOIIMX JOKYMEHTOB W HEBO3MOKHOCTH
YCTAHOBJIEHHsS BHHOBHBIX JIMIL YOBITKH 10 HEJOCTAuaM CIIACHIBAIOTC B COOTBETCTBUH C
IelCTBYIONIMM 3aKOHOATEIBCTBOM.
6. Jle10TpoOu3BOACTBO
6.1. Opranmsanysi pabOTBI ¢ JOKYMEHTaMIL 10 yHETy 6ubmoTeuHoro (HhoHIa OCYLIECTBIACTCS 1O
IIpaBHJIaM BE/ICHHAS IEJIOMPOH3BOCTEA.
6.2. B 6ubinnoTrexe BEAyTCA H XPAHATCS:

— KHWT¥M WHIABHAYATHHOTO H CyMMapHOI0 y4eTa JOKyMEHTOB 6ubmoredHoro GpoHxa:

— WHBEHTAPHbIE H PETMCTPALHOHHBIC KHHIH,

— KHHMTY CyMMapHOr0 y4era;

— y4eTHBI KaTasor;

— aKTHI O CIHCAHHH HCKIIOUEHHBIX 00HEKTOB GHOMOTEUHOTO QOHa;

— yueTHBIE JIOKYMEHTBI, TIOITBEPXKIAIONIME MOCTYILICHAE IOKYMEHTOB B GubmoTeunbIH POHX

’
T

(HaKTa/HBIE, aKTBI O TIPHEME, AKThI C/IaYH-TIPHEMKH );





