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[IpaBo cBOOOAHOTO M OECIIATHOTO MOJIB30BAHMS OUOIMOTEKON NMEIOT
00yJaroIuecs, poIUTeNH (3aKOHHBIC MTPEICTABUTENH) 00yUJAIOITUXCS, COTPYTHUKH
o01mieoOpaszoBarepbHOrO yupexkaeHus. K yciayram monp3oBaTeneld OnOIrmoTeku
NPEIOCTABISIOTCS: (POH yIeOHOM, XyI0’)KECTBEHHOM, CIIPAaBOYHOM, HAYYHO-
TIOTTYJISIPHOM JTUTEPATYPHI TSI 00YIarOIIHXCS;

METOUYECKON, HAYIHO-TIEAArOTHICCKOM, CIIPABOYHOMN JIUTEPATYPHI IS
IIPENoAaBaTEIICH:

- KHUTH, Ta3€Thl, )KYPHAJIBI, CJIali/Ibl, BUICOMArHUTHBIC 3aITUCH, SJIEKTPOHHBIC 0a3bl
JTAQHHBIX U JIP.;
- CIIPaBOYHO-OMOIMOTrpaUIecKuil anmapar: KaTajaord, KapTOTeKH, CIIPaBOYHO-
oubnunorpaduyeckuit GoHI, peKOMEHAATeIbHbIE CIUCKHU JIUTEPATYPHI;
- HHIUBUIyaJTbHBIC, TPYITIOBBIE U MacCOBBIE ()OPMBI PAOOTHI € TTOJIH30BATEISIMHU
OHOTMOTEKH.

1. O6cnyxuBanue
1.06cayxuBaHue MOJIb30BaTe el OMOJIMOTEKH

[Tonb3oBaTenn OUOIMOTEKH OOCTY>KUBAIOTCS:

- Ha aboHeMeHTe (BbIJaya MPOU3BEICHUM ITeYaTH OT/IEIbHBIM YATATEIISIM Ha JIOM);
- B IOMEIIIEHNU OMOJIMOTEKU C TTOCAIOYHBIMU MECTAMH, TJI€ MOJIb30BaTEIU
OubIMoTeKN PabOTAIOT MPEXK/IE BCETO C U3AAHUSIMU U APYTUMH IOKYMEHTaAMU,
KOTOpBIE Ha JIOM HE BBIIAIOTCS;

2. IIpaBa nosab3oBaTesieil 0MOJIMOTEKH

[Tonp3oBaTenb OMOJIMOTEKH UMEET MPABO:

- MOJIy4aTh MOJHYIO UH(OPMAIUIO O COCTaBe OMOIMOTEYHOro PoH/a,
WH()OPMAITMOHHBIX PeCypcax U MPEIOCTaBIAEMbIX ONOIMOTEKON yCITyrax;

- TO0JIb30BAThCA CIIPABOYHO-O0MOIMOTrpaduuecKuM anmnaparoM OUOINOTEKH;

- MOJTy4YaTh KOHCYJIbTAIIMOHHYIO TTOMOIIIb B IIOMCKE W BHIOOPE NCTOYHUKOB
uHdopmaIuy;

- TOJy4aTh BO BPEMEHHOE IMOJIb30BaHNE HA A0OHEMEHTE U B YUTAIHLHOM 3aJie
neYaTHbIC W3/IaHUsI, ayIMOBU3YaIbHBIC JOKYMEHTHI U APYTHe UCTOYHUKU
uHdopmaIuy;

- MPOJJIEBATh CPOK TMOJIb30BAHUS TOKYMEHTAMU;

- TOJy4aTh TeMaTH4eckue, hakTorpapuieckue, yTOUHsomme u
oubimorpaduueckue crpaBkyd Ha OCHOBE (PoH1a OMOIMOTEKY;

- TOyYaTh KOHCYJbTAIMOHHYIO TTIOMOIIB B paboTe ¢ mHpopMarueit Ha
HETPAJIUIIMOHHBIX HOCUTENSAX MPH MOJIb30BaHUH JICKTPOHHBIM M HHBIM
0o0opy10BaHUEM;

- Y4acTBOBaTh B MEPOIPHUATHSAX, TIPOBOIUMBIX OMOIMOTEKOM;

- TIOJIB30BAThHCS IIATHBIMH YCIIYTaMu, TIPEIOCTaBIIEMbIMU OHOIHOTEKOM,
COTJIaCHO yCTaBy 00I1Ie00pa30BaTeabHOTO YupekaeHus u [1o10kKeHn o o mIaTHRIX
yClIyrax, yTBEpKJICHHOMY PYKOBOAUTEIEM 00111e00pa30BaTEIbHOTO YUPEIKICHUS;
- U30UpaTh U OBITh U30PAHHBIM B OMOJIMOTEUYHBIN COBET, OKA3bIBATh MTPAKTUYECKYIO
MOMOIIb OMOJIMOTEKE.

- TpeboBaTh COOMIOCHNE KOH(DUIECHITUATLHOCTH IAHHBIX O HEM U TIEpEeUHE
YUTAEMBIX UM MaTE€PUAJIOB.



- 00>ka10BaTh AeCTBHS OMOIMOTEUHBIX PAOOTHUKOB, YIIEMIISIIOIINX €r0 MpaBa, y
JTUPEKTOpa 00111e00pa30BaTeIbHOTO YUpexKaeHHs (KOHTaKTHBIN Tenedon 2-11-14)
3. O0s13aHHOCTH NOJIb30BaTe e OMOIHOTEeKH
[Tonb3oBaTens OUOIMOTEKH 00s3aH:
- cO0JII0IaTh MPaBUIIA MIOJI30BAHUSI OMOINOTEKOM;
- OepekHO OTHOCUTBHCA K MPOU3BEACHUAM TIe4aTh (HE BBIPbIBATH, HE 3arn0aTh
CTpaHMII, HE JeJaTh B KHUTaX MOAYEPKUBAHUMN, TOMETOK), MHBIM IOKYMEHTaM Ha
pa3IMYHBIX HOCUTENSIX, 000pYI0BAaHUIO, HHBEHTAPIO;
- TIOAJICPKUBATH MOPSIOK PACCTAHOBKH JJOKYMEHTOB B OTKPBITOM JIOCTYTIC
OMOIMOTEKH, PACTIOIOKEHUS KApTOUYEK B KATAJIOTAX U KapTOTEKax;
- TIOJIK30BaThCS IEHHBIMU U CIIPABOYHBIMU JTJOKYMEHTAMH TOJIBKO B TTIOMEIICHHUH
OMOIIMOTEKH;
- yOenuThes MpU MOTYYCHUH TOKYMEHTOB B OTCYTCTBUHU JIe(DEKTOB, a TIPU
oOHapyXeHUU MPOUH(POPMHUPOBATE 00 3TOM PabOTHHKA OMOIMOTEKH.
OTBETCTBEHHOCTD 32 OOHApYKEHHBIC Ie(DEKTHI B CIaBAEMbIX JOKYMEHTAaX HECET
MOCJICTHUHM TI0JIb30BATEIb;
-pacIUChIBATHCA B YUNTATEIHCKOM (HOPMYJIISIPE 32 KK/ MOTYYEHHBIN TOKYMEHT
(uckmmroueHue: oOydarommmecs 1—4 kiaccoB);
- BO3BpAIllaTh JOKYMEHTHI B OUOIHOTEKY B YCTAHOBJICHHBIE CPOKH;
- TIpU yTpaTe U HEYMBIIIUICHHON TTOpYe U3JJaHU| U JPYTUX JOKYMEHTOB 3aMEHHUTD
WX TAKUMU K€ JINOO KOTMSAMU WK U3TaHUSAMU, TIPU3HAHHBIMU OUOIMOTEKOM
paBHOIICHHBIMH. [Ipy HEBO3MOKHOCTH 3aMEHBI BO3MECTUTH PEATbHYIO PHIHOUYHYO
CTOMMOCTB M3aaHui. CTOMMOCTb YTPAYEHHBIX, HCTIOPYEHHBIX IPOU3BEICHUN
neyaTH ornpeaenseTcs On0IMOTeYHbIM paOOTHUKOM 1O LIEHAM, YKa3aHHBIM B
YUETHBIX IOKYMEHTax OMOIMOTEKH, C MPUMEHEHUEM KO3(DPUIIMEHTOB 11O
nepeoreHke OMOINOTEYHBIX (POHIOB
- TIOJTHOCTBIO PACCUUTATHCS ¢ OMOIMOTEKOM MO NCTEYECHUH CPOKA 00yUEHUS UITH
paboThI B 00111€00pa30BaTEILHOM YUpeKIeHUU. JInuHOe 1e510 00y4darmnerocs u
00x0IHOM UCT paboTHHKA 0€3 COOTBETCTBYIOIICH MOMETKH OMOITMOTEKH HE
BBIJIAIOTCA.
- @KETOoJHO B Hayaje yueOHOro rojia mpoXoauTh MepeperucTpaIuio;
- coOo1aTh B OMOIMOTEKE TUIIMHY U TIOPSAIOK, HE BHOCUTH OOJIbINNME MOPTQETH U
CYMKH B TIOMEIICHHE OUOIHOTEKH.
- TIpU HApYIICHUHU CPOKOB ITOJIH30BAHUS KHUTAMH M IPYTUMHU JOKyMEHTaMH 0€3
YBAXHUTENBHBIX IPUYMH K MTOJIH30BATEISAM OMOIMOTEKH B YCTAHOBICHHOM ITOPSIIKE
MOTYT OBITh TPUMEHEHBI AIMUHUCTPATUBHBIC CAaHKIINU (KaK TIPAaBUIIO, BPEMEHHOE
JIUIIEHUE MpaBa MoJib30BaHUsI OMOJINOTEKOM CPOKOM JI0 OJHOTO MecAIa).
- 33 yTPaTy HECOBEPILICHHOJETHUMH TI0JIb30BATEIIMHU OMOJIMOTEKH TPOU3BEICHUI
neyaTy U3 OMOJINOTEUHBIX (POHIOB WIIH MPUIMHEHUE UM HEBOCTIOJTHUMOTO Bpeaa
OTBETCTBEHHOCTbH JIOJDKHBI HECTH POIAUTENIN WU TIOPYUUTEITH.

I11. ITopsinok mosib30BaHusA OMOJIHOTEKOIM
3anuch 00y4aromuxcs 0011e00pa30BaTENbHOIO YUPEKICHUS B OUOIHOTEKY
MIPOU3BOMTCS TI0 CITMCOYHOMY COCTaBY KJIacCa B MHIWBUIYAIbHOM TOPSIIKE,
MEeJarOrMYeCKUX U UHBIX pAOOTHUKOB 00IIe00pa30BaTEILHOTO YUPEKICHHUS,
ponuTeneit (MHBIX 3aKOHHBIX MPEACTABUTENEH ) 00yJaIONUXCsl — MO MacIopTy.



[lepepeructparus nonb3oBareneit ONOIMOTEKN POU3BOAUTCS €KETOIHO;
JIoKyMEeHTOM, MOATBEPKIAIOIIKUM [IPABO MOJIb30BAHUS OMOIMOTEKOM, SABIISIETCS
YUTATEIbCKUN HOpMYIISIp.
Uuratenbckuit hopMyssip UKCUPYET J1aTy BbIJIAYM MOJIB30BATEIIO TOKYMEHTOB U3
dboHga OMOIMOTEKH U UX BO3BpAIICHUS B OMOIHOTEKY.

V. [lopsinok moJib30BaHusi a00HEMEHTOM
[Tonp30BaTENM UMEIOT MPABO MOJYYUTh HA JJOM U3 MHOTOTOMHBIX U3JaHUN HE
0oJee IByX JOKYMEHTOB OJHOBPEMEHHO.
MakcumanbHble CPOKH MOJIB30BAHMS TOKYMEHTAMH:
y4eOHUKH, Y4eOHbIE TOCOOUST — y4eOHBIN TO;
Hay4YHO-TIOITYJISIpHAs, I03HABATENIbHAS, XY0KECTBEHHAS IuTepartypa — 15 nuen;
MEPUOIMYECKHUE U3IAHUA, U3/IaHUS MTOBBILIEHHOTO cipoca — 15 nHe;
MOJIb30BATENN MOTYT MPOJIUTH CPOK MOJIB30BAHMS IOKYMEHTAMHU, €CIIM Ha HUX
OTCYTCTBYET CIIPOC CO CTOPOHBI APYTUX MOJIb30BATEIIEH.

HIkonbpHast OMOIMOTEKA HE UMEET OTAENIBHO BBIJICIIEHHOTO MIOMEIICHUS IS
YUTAJIBHOTO 3aJ1a, a UMEET COBMEILIEHHOE MTOMellleHue aDOHEMEHTA U AECATh
MOCAJOYHBIX MECT JUIsl paOOThI, MOITOMY:

- SHLIUKJIONIEIUY, CIIPABOYHUKH, PEAKNE, IEHHBIE U UMEIOLIUECS B €IMHCTBEHHOM
HK3EMILISIPE JOKYMEHTHI BBIJAIOTCS TOJIBKO /711 pa0OThI B IOMEIIECHUH IKOJIBHOM
OMOJIMOTEKU;

- YUCJIO IPOU3BEJICHUI MTeYaTH U IPYTUX TOKYMEHTOB, JUIsl pa0OThl B TOMEIICHUH
IIKOJIbHOW OMOJIMOTEKH, KaK IPaBUIIO, HE OTPAaHUYUBAECTCS

V1. Ilopsinok padoThbl ¢ KOMIILIOTEPOM, PACIIOJI0KEHHbIM B OH0JIMOTEKeE.
PaboTa B KOMIIBIOTEpHOI 30HE YHACTHUKOB 00pa30BaTEIBHOIO MpoIiecca
MPOU3BOAMUTCS B MPUCYTCTBUU COTPYIAHHKA OMOINOTEKH.

Pa3pemaercs padbora 3a 0AHUM NEPCOHATBHBIM KOMIBIOTEPOM HE OoJiee IBYX
YeJIOBEK OJJHOBPEMEHHO.

[Tonb3oBaTenb UMEET MPaBoO pabOTaTh ¢ (JIel - KapToi mocie eé
MPEABAPUTEITHHOTO TECTUPOBAHUS PAOOTHUKOM OUOIMOTEKH.

BxutoueHue U BBIKIIIOUEHUE KOMITbIOTEPA MPOU3BOAUTCS TOJIBKO PAOOTHUKOM
OuOMMOTEeKH. 3anpeniaeTcsi OCTaBIAThH 0€3 MPUCMOTpPa padOTAIOIINE KOMITBIOTEPHI,
BCKpBIBaTh OJIOKH MUTAaHUSI KOMIBIOTEPA U IEpUPEPUNHBIX YCTPOUCTB, KOpITyca
MOHMTOPA, IPUHTEPA, CKaHEPA; KaKOe-JIM0O BMEIIATENIbCTBO B YCTAHOBJIEHHOE
porpaMMHOE 00eCrieYeHHe, BKII0Yasi N3MEHEHHE €r0 HACTPOMKH.
[Tonb3oBaTenyn 00s3aHbI HE AOMYCKATH MMONAJaHUsl BHYTPb KOMIIBIOTEpPA U
nepudepun NOCTOPOHHUX MPEIMETOB, )KUIKOCTEH U ChIITyYUX BEIIECTB.
[IpoaoMKUTENTEHOCTh HEMPEPHIBHOW Pa0OTHI HE IOJKHA MPEBBINIATh 2 YaCOB;
[To BceM Bonpocam noucka uadopmainuu B MHTEpHETE NOIB30BATEND JOJIKEH
oOpamiarbcsi K pabOTHUKY OMOJIMOTEKH; 3anpelaeTcs oopalieHue K pecypcam
WHTepHeTa, mpeanoiaraoiyM oriary.

3anpemniaercs oOpaieHue K pecypcam HTEpHET, coaepKaliuM SKCTPEMUCTCKHIMA
XapakTep.

Hcrnonb30BaHuE U NOJIKIIOUEHHE PECYpCcOB MHTEpHET TONBKO C pa3pereHus
neaarora, HAy4YHOro pyKOBOAMTENS, YUUTENS- PEAMETHUKA, OHOIMOTEeKaps.
3apaHee NPUTOTOBJIEHHBIN CITIUCOK PECYpcoB IHTEPHET NPUBETCTBYETCS.



PaboTa ¢ KOMIBbIOTEPOM MPOU3BOAUTCS COTIIACHO YTBEP)KIEHHBIM CAHUTAPHO-
TMTMEHUYECKUM TPEOOBAHUSM.
Hacrosmee [lonoxeHnne BCTynaeT B CUITy ¢ MOMEHTA YTBEPKACHUS.



		2023-10-20T15:37:11+0300
	Волкова Татьяна Евгеньевна




