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Paspabomanui Ha ocHoee «ITpumepnoix npaeun NO1b306AHUS bubruomexot
obujeobpazosamenvrozo yupescoenus» 17.06.2003 Ne03-51-125un/13-03 opzanvi ynpasienus

obpazoeanuem cybvexmos Poccuiickoi Pedepayuu.

1. Ilonv3oeamenu bubruomexu umerom npaso.

- momyyaTh MOJHYK MHpopMamuio O cocTaBe OuOmMOTEYyHOro (oH.a,
HH()OPMAIIHOHHBIX pecypcax H MpeJoCcTaBIseMbIX OUOIHOTEKOH yCIyrax;

- IOJB30BaThCs CIIPaBOYHO-OMOIHOrpahUIeCKUM anmnapaToM OUOIMOTEKH;

- moiy4aTh KOHCYJIbTAl[AOHHYIO TIOMOINb B IIOMCKE H BBIOOpE HCTOYHHMKOB
HHbOpPMaIUK;

- MOJy4aTh B ITOJIb30BaHHE Ha aDOHEMEHTEe M YMTAJIbHOM 3ajie MeYaTHbIe U3AaHMs,
ayJMOBU3yalbHbIE TOKYMEHTH W JAPYrMe MCTOYHMKH HMH(OpMalKH; NPOMIATh CPOK
MOJb30BaHUS JOKYMEHTaMH;

- ToJy4YaTh TeMaTHYeCKHe, yTOuHsIouMe W Oubinuorpaduyeckue CHOpaBKH Ha
ocHOBe (poH/1a OUOITHOTEKH (MCKITFOUEHHE: CIIPABKHU ITOBBIIIEHHOH CIIOXKHOCTH);

- [ONy4aTh KOHCYJIbTAl[MOHHYIO TIOMOINs B pabore ¢ wHHbOpMalMed Ha
HETPaIULIMOHHBIX HOCHUTENSX, IpHd IOJb30BaHMM 3JIEKTPOHHBIM W  HHBIM
obopyioBaHUEM;

- y4acTBOBAaTb B MEPOINPUSTUSIX, [IPOBOJAUMBIX OUOIMOTEKOH,

- COBMECTHO C OuOIMOTEKO#M co31aBaTh KIyObl, KPYKKH II0 HHTEpecaM, 00LIecTBa
npy3eit OUOITUOTEKH, YTEHHS, KHUT

- B cllydyae KOH(IMKTHOW CHTyalMHu ¢ OuOIHMOTEeKoH oOpamarbCsi K IUPEKTOpY
00111€00pa30BaTENBHOTO YUPEKICHHUS.

2. Illonvzoeamenu bubnuomexu 0b6sa3aHbL:

- cobmopars IIpaBuna nonas3zoBaHus 6GUOIHOTEKOH;

- OepeXHO OTHOCHTHCS K MpPOM3BEICHHSM Ie4yaTd (He BBIpbIBaTh, HE 3arubarhb
CTpaHMI], He AelaTh B KHHTAaX ITOMYEPKUBAHHWH, MMOMETOK, KONMPOBAHMS), HHBIM
JOKYMEHTaM Ha pa3IMYHbIX HOCUTESX, 000PYI0BaHUIO, HHBEHTAPIO;

- TNOJAEpXXHUBATh MOPSAIOK PACCTAHOBKH M3JaHUN B OTKPBITOM J0OCTyIe OMOIHOTEKH,
PacmoIoKeHHUs] KapTOYeK B KaTajorax U KapToTeKax;

- II0JIb30BaThCsl IEHHBIMM W CIPABOYHBIMH M3OAHUSMU TOJIBKO B IOMEILIEHUH
OUOIHOTEKY;

- TpU TOIY4YEeHHWHU MPOM3BEJEHUN I€YaTH W HHBIX JOKYMEHTOB II0JIb30BaTelh
JOKeH YOeIUThCS B OTCYTCTBHH Ae(EKTOB, IPH 0OHAPYKEHHH MPOUH(GOPMHPOBATh
paboTHuka 6ubinoTeku. OTBETCTBEHHOCTh 32 OOHapyKeHHbIe 1e(EeKThl B ClaBaeMbIX
JIOKyMEHTax HeceT MOCJIeIHHH M0Th30BaTEb;

- PpacIHCBIBATHCS B YUTATEIBCKOM (GOPMYIIsipe 3a Ka)KAbld MOJyYeHHbIH TOKYMEHT
(uckiIroueHue: yuamiecs 1-4 KIaccoB);

- BO3BpallaTh JOKYMEHTHI B OUOIMOTEKY B YCTAaHOBIEHHBIE CPOKH;

- TIOJIb30BaTENIM, OTBETCTBEHHbIE 3a yTpaTy WM MOPYY JOKYMEHTOB OUOJIMOTEKH,
WIIA UX POJUTENH (3aKOHHEIE MPEICTaBUTENH 00yYaromerocs) 00s3aHbl 3aMeHUTh MX
PaBHOLIEHHBIMH, TIPU HEBO3MOKHOCTH 3aMEHBI - BO3MECTHTh PEallbHYIO PbIHOYHYIO
CTOMMOCTbH JJOKYMEHTOB;

- 10 HCTEYEHHMH Ccpoka oOydeHus wuaum paborbl B 001IeoOpazoBaTeIbHOM



yYPEKIAEHUH TMOJIb30BaTeNd 00s3aHbl TOJHOCTBIO PaCcCYMTATBCS C OUOJIMOTEKOM.
JIngHoe Aeno ydamerocs W OOXOAHOHM JHMCT paboTHMKAa 0€3 COOTBETCTBYIOLIEH
[MOMETKH OMOJIMOTEKH HE BBIIAIOTCA.

3. Bubnuomexa umeem npaso:

- YCTaHaBIHMBaTh DEXHUM DaboOThl OMOIMOTEKM IO COINIACOBAHHIO C JHPEKTOPOM
006111€00pa30BaTEIBHOTO YUPEKICHHS,

- OIpelenaTh M MNPUMEHATh pa3sMepbl KOMIEHCAlWi 3a ymepO, NMpUYMHEHHBIN
MoJIb30BaTeIeM OUOINOTeKe;

- yCTaHaBIMBaTh INTpadHbIE CAaHKIUMHU 3a IPEBBINIEHHE CPOKOB I0OJIb30BAHUA
JOKyMEHTaMH OMOIHOTEKH; IHINATh [paBa I0Jb30BaHUSA OMOIMOTEKOH Ha CpOK,
paBHBIN 3a10KEHHOCTH;

- YCTaHaBJIMBaTh [OPSAJOK BBIOAYH JOKYMEHTOB OHONMOTEKM IOA  3aj0T
MOJIb30BaTENsAM, HE SBJISAIONIMMCS YYaCTHHKaMH 00pa3oBaTelbHOIO Ipolecca
JIaHHOTO 001e00pa30BaTENLHOTO YUPEKIACHH.

4. Bubnuomexa obsazana:

- MHG(OPMHPOBATH MOJL30BaTENEH O BCEX BHIAX MPEIOCTaBIAEMbIX OMOIMOTEKOH
YCIIYT;

- o0ecreyuTh YMTaTENSIM BO3MOJKHOCTH  II0JIb30BaThCs  MHGOPMALIMOHHBIMU
pecypcaMu OHOITHOTEKH;

- dopmupoBath (GOHABI B COOTBETCTBHH C 00pa3oBaTelbHBIMU IpOrpaMMaMy
YUpEKICHUs, HHTEepecaMH, TMOTPeOHOCTSIMM U 3alIpocaMH BCeX KaTeropHi
II0JIb30BaTellEel;

- COBEpIUEHCTBOBaTh HH(OpMalMOHHO-OubIMorpadguueckoe H  OHOMMOTEYHOE
o0cy)KMBaHUE ITOJIb30BaATENEH;

- 3HAKOMHUTH [TOJIb30BaTelNeil ¢ OCHOBaMH HHGOPMAIIHOHHOH KYIbTYPBI;

- CO3/aBaTh U NOJAJEPKUBATh KOM(MOPTHBIE YCIOBUS 0OCITYKUBaHUS,

- He JOIyCKaTh YHUTATENIbCKYIO 3aJ0/DKEHHOCTh, MPUHUMATh ONEpaTHBHBIE MEphI K
ee IMKBHIALNH;

- o0ecrneyuTh palUdOHAIBHOE, COOTBETCTBYIOIEE CAHUTAPHO-THTHEHUYECKUM
TpeOOBaHUAM pa3MellleHHe W XpaHEeHHEe HOCHTENIeH HHMOPMAIIUH;

- obecrnieuynBaTh KOHQOUICHUHAIBHOCTD JaHHBIX O I0JIb30BATENSIX OUOIUOTEKH, HX
YUTATEIbCKUX 3aIpocax;

- obecrieyuth  pexuM  paboThl B COOTBETCTBHM C  MOTPeOHOCTAMH
006111€00pa30BaTEIBHOIO YUPEIKACHHS.

5. Ilopaook nonv3oeanus 6ubruomexou:

- 3amuch oOydyaromuxcs o006meo0pa3oBaTeNbHOTO yuYpeXAeHus B OubIuoTeky
IPOU3BOAUTCS IO CIUCKY Kilacca B HWHIWBHUAYAJIbHOM TIOpSOKE, a IIeJaroros,
COTPYAHHUKOB, POAUTENel (3aKOHHBIX MpeACTaBUTeNeld 00yJaroIIMXCs) i CTOPOHHUX
N10JIb30BaTeNeH - 110 Macropry;

- JOKyMEHTOM, TOATBEP)KIAIOIIAM TpaBO IOJb30BaHHA OHOIHOTEKOM, SBJSETCS
yuTaTeNbCKUi Gopmynsp. [Tonp3oBarens 00s3aH 3aCBUAETENIBCTBOBATE MOAMKMCHIO Ha
YMTATENbCKOM  (GOpMyJspe O3HaKOMJIEHHEe C [paBWJIaMH  TIOJb30BaHHS H
00513aTeNbCTBO UX BBINOIHATD;

- YMTATEJIbCKMH (opMyssip ¢GuKcupyeT (akT M JaTy BbIJAYM I10JIL30BATENIO



JIOKyMEHTOB M3 (oH/Ia GHOITHOTEKU U UX BO3BpAllEHHUs B OUOIHOTEKY.

6. Ilopsadok nonv3oeanus aboOHemMeHmom:

- TOJIB30BaTeNIM MMEIOT MpaBo MOJy4HTh Ha JoM He Gonee 20 M3gaHui (BMeCTe C
yueGHHMKAaMH), penkue, AeHIUTHBIE, U3 MHOTOTOMHBIX M3JaHWH - He Gomee ABYX
JOKYMEHTOB OJJHOBPEMEHHO;

- CPOKH IOJb30BaHUS JOKYMEHTAMH:

- yue6GHHKH, yueOHbIe mocobus - yueOHbIH roj;

- Hay4HO-TIOINYJISpHas, O3HaBaTeIbHasA, Xy10KEeCTBEHHas - | MecsIL;

- H3JaHKA NOBBILIEHHOTrO cripoca - 15 qHew;

- penKue U LIeHHble U3aHUs Ha JOM He BbIIAIOTCS;

- IIOJIB30BAaTed MOTYT MPOMJIHMTH CPOK IOJIb30BaHMs JOKYMEHTaMH, €CIM Ha HHX
OTCYTCTBYET CIIPOC CO CTOPOHBI IPYTUX M0JIb30BATENIEH.

7. Ilopsadok nonv306anus YumanoHolM 3A10M:

- JOKYMEHTHI, TpeJHa3HadeHHble g paboTel B YHMTAIBLHOM 3ajle, Ha JOM He
BBIJIAIOTCS;

- DSHUMKIIONEIWH, CIPABOYHUKH, IEPUOJHYECKHE H3NaHHA, pEeAKHe M LEeHHbIE
IOKYMEHTBI BBIAAIOTCS TOJIBKO JJIs paboThl B YUTAILHOM 3all€;

- KOJUYeCTBO JOKYMEHTOB, C KOTOPHIMU paboOTaeT Noab30BaTe/lb B YUTAIILHOM 3ajie,
HE OTPaHUYHBAETCH.

8. Ilopsodok pabomul 8 KOMNLIOMEPHOU 30HE OUOIUOMEKU.

- paboTta B KOMIIBIOTEPHOM 30HE YYaCTHHKOB 00pa3oBaTeIbHOro IIpouecca
NPOU3BOAUTCS IO rpaduKy, YTBEPKACHHOMY [AMPEKTOPOM YUYpEeXIEeHHS, H B
NPUCYTCTBUM COTPYAHHKA OUOIHOTEKH;

- paspemaercss paboTa 3a OJHMM IIEpCOHAIBHBIM KOMIIBIOTEPOM He Oonee ABYX
4eJI0BEK OJTHOBPEMEHHO;

- [OJb30BaTellb MMeeT IpaBo paboTaTh ¢ AMCKETOM IOCie ee IIpeJBapHTELHOIO
TECTUPOBaHUS PaOOTHUKOM OHOTHOTEKH;

- 3ampemaercs ucnosb3zoBaTh CD-ROM, npuHeceHHbI€e [10J1b30BaTESIMH,

- BKIIOYEHHWE M BBIKIIOYEHHE KOMITBIOTEPOB MPOU3BOJAUTCS TOJIBKO PabOTHUKOM
OubMoTeKkH. 3amperiaeTcs OCTaBIATh 0e3 MpHCMOTpa pabdoTalollde KOMIIbIOTEPHI,
BCKpbIBaTh OJIOKM TNHUTAaHUS KOMIbIOTEpa M NepupepUiHBIX YCTPOMCTB, KopImyca
MOHHMTOpa, IpPUHTEpa, CKaHepa; Kakoe-Tu0O0 BMeNaTelbCTBO B YCTaHOBJIEHHOE
nporpaMMHoOe oOecriedeH’e, BKIII0Yas U3MEHEHHE ero HaCTPOMKH;

- Tosb30BaTeNd o00s3aHBl HE [OINYyCKaTh IIOMAJaHWs BHYTPh KOMIIbIOTEpA H
nepudepru NOCTOPOHHUX MPEIMETOB, KUAKOCTEN U ChIITyYUX BEILECTB;

- INPOJOJIKUTENBHOCTh HenpepblBHOW paborel ¢ BJIT 6e3 pernamMeHTHpOBaHHOIO
nepepbiBa He JOJKHA MPeBbIIIATh 2 YacoB.

Ilepeuenv ocnogHeix ycnye bubnuomexu 06ueobpaz06amenvbHO20 yupeicoOeHus:

- TOJy4eHHe MHGOPMAIMK O HAIHYUH B OUOIHOTEKE KOHKPETHOIO JOKYMEHTA MITH
HocuTens HWHpopMauuu, OuOIMOrpadHUecKHx ITOMCKOBBIX CHCTEM OHOIHOTEKH,
CIIPaBOYHBIX aNlapaToB M UX BO3MOXKHOCTSX;

- IOJy4YeHHe KOHCYIbTaTHBHOM IMOMOIIY B BEIOOpE HCTOUHUKOB MH(OpMAIKHK;

- IOJY4YCHHEC B CaMOCTOATECIBHOC I1I0JIb30BaHHEC Cl'{paBO‘IHO-6H6HH01"pa¢)H‘-IeCKOF0



anmnapaTa OuOIMOTeKH;

- [ONy4YeHHe BO BPEMEHHOE I0JIb30BaHHE NOKYMEHTOB M3 (OHIO0B 6GUOIMOTEKH B
COOTBETCTBMH ¢ «IIpaBHiIaMu MMOJIb30BaHUs OUOIHOTEKONY;

- IOJb30BaHHE YHUTAIBHBIM 3aJI0M.

OcHoBHBIe HH(OOPMALMOHHBIE YCIIYTH:

- TOArOTOBKAa,  pAaclpoCTpaHeHWe U MPEJOoCTaBlIeHHe B TIOJb30BAHHE
MHPOPMAIIMOHHEIX ©  OuOaMorpadMdecKHX M3JaHWA, yKas3aTeleHd, MaKeToB
HWH()OPMALIMOHHBIX MAaTEPUAJIOB I10 3asiBKaM OPraHW3allii U YaCTHBIX JIMIL;

- ToHCK M 0T6Op HH(pOpMAaIKH 10 3anpocy 13 6ubnuorpapuyeckux b/l u 3anuck Ha
JIMCKETY TI0Jh30BaTeNs;

- TO e, BKJIF0Yas PETPOCIIEKTHBHBIN MOMUCK (IO TeMaM, BU/laM JJOKYMEHTOB H Mp.) |
cocTaBjieHHe OuOIHOrpadUYeCKUX CIIUCKOB C HCIOJIB30BAHUEM TPaJAMLHOHHBIX
HocHTesel Gubnuorpadudeckol WHGOPMALMK: KaTaJlOroB U KapTOTeK OMONMOTEKH,
OroieTeHe U mnp.;

- BBINOJHEeHHe OUbIuorpaduIecKux CrpaBoK.

——
BubauoTtekapn (z-_/ /A M.Byiinenko/
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