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1. OBIIIUE ITOJIOXXEHHUSA

1. O0mmue mMOJI0KEHHS

1.1. Bubnworeka (eIepabHOTO TOCYJAapCTBEHHOTO OIOKETHOIO 00pa3oBaTeNLHOI0
yUpekIeHAs BEICIIET0 00pa3sOBaHHA "Cankt-IleTepOyprckuii  ToCyJapCTBEHHBIH — MOPCKOH
TEXHIIECKUH yHUBEPCHTET» (fanee YHUBCPCUTET HIIK CII6IMTY) siBnsieTcs OOHMM #U3 OCHOBHBIX
CTPYKTYPHBIX HOJpasfeNeHui YHUBEPCUTETS, obeceunBaromuM TOKyMeHTaMu U HHbopMmarmen
y4eGHO-BOCIATATEBHEN TIPOIECC M HAYYHBIE HCCIETOBAHNS, & TAKKE IICHTPOM pacnpoCTpaHEeHUT
3HAHWI, JYXOBHOTO M HHTEIIIEKTYATbHOT0 OOIIECHHS, KyILTYPBL.

1.2. BubnroTeka OpraHu30BaHa CO JHSI OCHOBaHHA MHCTHTYTa (yauBepcutera) 0e3 mepenain
IOPHIMIECKUX IIpaB, NOTUMHAETCS PEKTOPY YHMBEPCHTCTa M IMOHOTICTHA IIPOPEKTOPY II0
HAIIPABJICHUIO.

1.3. VHEBepcHTeT, KaK yd4peIuTelTh OmONHOTEKH, (HHAHCHPYET €€ [eATCNBHOCTh H
OCYIIECTBISET KOHTPOIb 32 OTOH JCATENBHOCTBIO B COOTBCICTBHH € JIEHCTBYIOIHUM
3aKOHOJIATENBCTBOM. YHHBEPCHTET HE BIpPAaBe BMEINMBATECA B TBOPHYCCKYIO JCATEIBHOCTH
GUOTHOTEKH, 3a WCKIIOUEHHEM CIydaeB, IPEIYCMOTPEHHBIX Y CTaBOM YauBepcurera Hu
IEHCTBYIOIAM 3aKOHOIATETbCTBOM.

1.4. bubaroTeka B CBOEH MesSTEIbHOCTH PYKOBOACTBYETCH:

1.4.1. Korctutynueit Poccuiicko denepanum,

1.4.2. ®enepalbHBIME 3aKOHAMHU ¥ 3aKOHOATEIIbHEIMA aKTaMU PO,

1.4.3. Vkasamu u pacmopsokerusivu IIpesunenta Poccuiickoit @eepanuu,

1.4.4. @enmepansubiva 3axoHamMH «O OHOIHOTEIHOM TEIEY, «O6 ofOpa3oBaHuH B
Poccmitckoit ®emepamumy», «O6 uHOOpMamEH, HWHGOOPMAIMOHHBIX TEXHOIOTHAX H O 3allUTC
pHpOpMAary, «O IepCOHATBHBIX JAHHBIXY, «O HaykKe U TOCYapCTBEHHON HayJHO-TEXHUIECKOMI
TIOJTUTHKE Y,

1.4.5. YeTBepToii 9acThio I'paXkIaHCKOro KoAeKca PO,

1.4.6. TOCTAHOBIEHWSIME H pacTiopsokeHusiMu [IpaBuTelbCTBa PoccuicKom denepanuu, B
TOM "Hcie, B 001acTH 00pa3oBaHus,

1.4.7. HOpMaTHBHBIMY [IPABOBEIMH aKTaMi MUHHCTEPCTBA o6pasoBanus ¥ Hayku PO,

1.4.8. TocynapcTBeHHBIMA cTaHmapTamu cucTembr CUBU,

1.4.9. BooHCKOM IeKIapanueil W APYTHMH JOKyMeHTamu EBporneickoro coobrmmecTBa B
pamxax boyoHCKOTO IIporecca,

1.4.10. YcraBoM YHHBEPCUTETA,

1.4.11. mpuKa3amMu ¥ PaCHOPsUKEHUAMH PEKTOPA U IPOPEKTOPOB YHUBEPCHUTETA,

1.4.12. gacrosmmuM Ilonoxenuem,

1.4.13. pernaMeHTHpPYIOIIEH X TEXHOIOTHIECKOH IOKyMCHTaIlHeH OubImoTEKHY,

1.4.14. mpaBmIaMy BHYTPEHHETO TPYIOBOTO PACTIOPAIKA CII6IMTY.

1.4.15. TlonHENA HepedeHb TOKYMEHTOB, HCIOJIh30BAHHBIX IIPH IIOATOTOBKE ITonoxeHus.
npuseeH B [Ipuroxennn Ne 1.

1.5. BubmmoTeka B CBOEH [ESTENHHOCTH OTpakaeT CJIOXHBIIeecs B o00ImecTBe
HIIEOJIOTHYECKOe ¥ HOIMTHYECKOe MHOrooOpasue; He JIOIyCKaeTcs rOoCYNapCTBEHHAs WM HHad
leH3ypa, OTpPaHMYMBAOINAs IIPaBO IIONb30BaTeNed Ha CBOOONHBIH IOCTYH K OMOIMOTEIHBIM
dbougam.

1.6. OCHOBHOM NpHHIMI IEATEIPHOCTH OHMONMOTEKH ONPEEIACTCS —IMPUHIANIAMA
ITOBBIIEHAS YPOBHS 06ecTeuerHns JOCTYIIHOCTH HH(pOPMAIiy UL BCEX KaTeropHi I0JIE30BATENEH
¥ CIIeTyFOIIMM TOJIOKEHHEM BooHCKoro mporecca, IPOoBO3TIalleHHbIM MUHACTPAMH 00pa3oBaHHs
eBpormelickux crpaH: «KadecTBO — OCHOBHOE YCIOBHE UL OBEPHS, YMECTHOCTH, MOOHIJIBHOCTH,
COBMECTHMOCTH U IIPHBIIEKATENLHOCTH B 30HE EBPONEHCKOTO BBICIIETO O0pa3sOBaHMS» H IATHIM
nanpasinerrem llporpammer IOHECKO «Mudopmanus g Bcexy», HOCAMMEM Ha3BAHHC
«H(bOpMANHOHHAS TEXHOIOTHA Ha CIyxkOe 00pa30oBaHHUIO, HAYKE U KYIbTYPE). OTBETCTBEHHOCTD
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3a 0BecITedeH e Ka9ecTBa YCIOBHI IPeIoCTaBIeH s HHQOPMAIHH JI&XKHT Ha KaX0d 13 OHOIHOTeK
BY30B.

1.7. Topsmox moctyma K (OHZaM, II€pEYeHb OCHOBHBIX YCIOYr M YCJIOBHSI HX
IpeoCcTaBlIeHrs BHOTHOTeKOH onpeesFoTes. B IIPaBHIIaX MOJIB30BAHML OuOIMOTEKOH.

1.8. Obmee MeTOmMUYECKOe pYKOBOACTBO OHOMHOTEKOH ocymecTBisieT LleHTpanpHad
6ubImoTeYHO-HHGOPMAMOHHAS KOMACCHS.

1.9. TJ1aBHBIM METOIMHYECKIM [IEHTPOM [ 6MOIMOTeKr YHUBEpCHTETa ABIseTcs Haydunas
6u6HOTeKa MOCKOBCKOTO ToCyIapcTBeHHOro yHEBepcuTeTa uM. M.B. JlomoHOCOBA.

1.10. PerdoHANBPHBIM METOIWYECKAM IIeHTpoM sBisiercss Haydmas OumOmmorexa mM. M.
I'opekoro CaskT-IIeTepOyprckoro rocy1apcTBEHHOIO YHHBEPCUTETA.

1.11. IsMeHeHus ¥ OMONHEHHS B (YHKIIHOHAIBHEIE O0A3aHHOCTH Bubmmorex BHOCATCS
npukazoM pekropa CIIGI'MTYVY. Ilpu 3TOM COOTBETCTBYIOIINE H3MCHCHUA ¢dukcupyrorca B Jlucre
yueTa H3MEHEHHH.

1.12. Bubmuoreka NOMUMHSIETCS MPOPEKTOPY IO HAIPABICHWIO, B €ro OTCYTCTBHEC —
IIPOPEKTOpaM H APYTEM IOJDKHOCTHBIM JIMIAM YHHBEPCHTETa B COOTBEICTBHH C IIPHKA3OM O
IIOpSIIKE BPEMEHHOIO HCIOTHEHHS 00s3aHHOCTEH. OTBETCTBEHHOCTH 32 obecriedeHne OCHOBHBIX
3amad ¥ GYHKIHE GUOIMOTEKH BO3JIAracTCs Ha €€ 3aBeIyIOMmEro, B €r0 OTCYTCTBAC — 3aMECTHTEIIA
3aBEeAYIOIIETO.

1.13. J{ns BHIOIONHEHWs BO3JIOXCHHBIX Ha Hee (yHKUuH OHONMOTEKa MMEET IITaMIl C
HAMMEHOBAHHEM YHHBEPCHTETa M HAMMCHOBaHHMEM OHONMOTEKH, KOTOPHIH HMCIONB3YeTCS LT
3aBEPEHMs JIOKYMEHTOB B DPaMKaX OTBETCTBEHHOCTH OHONMOTEKM H IITAMIBI C Ha3BaHMEM
VHHEBEpPCUTETA M Ha3BaHUIMHE OTAEN0B-QOHOIepKaTeNel I MApKUPOBKH IIOCTYIAIOMHX B doHI
6UOIMOTEKH JOKYMEHTOB. [IpOCTaBIe€HHE OTTHCKA INTAMIIOB Ha JOKYMEHTAX OCYIICCTBIIACTCA
paboTHMKaMy OHONMOTEKH COIVIACHO IPHUIIOXKCHHIO K HACTOAIMCMY Iomoxenwro. IlITaMIier
XpaHsTcs y  pabOTHHKOB — OuWONMOTeKH, HA3HAYECHHBIX  PYKOBOIUTEICM OuOIHOTEKH
OTBETCTBEHHEIMH 32 HX UCIIOJIb30BAHKE U XPAHCHUE.

2. TEPMUHBI, ONIPEJIEJEHHAS, OO3HAUYEHHS 1 COKPAIIIEHWA

B macrosmem [1o105KeHiK IPHMEHEHB] CIeIYIOIIMe TEPMUHBI X UX COKPAINCHAA

ABTOMATH3HPOBAaHHAS OHOMHOTEYHO-UH(OPMAHOHHAS CHCTEMA (ABUC) - cucrema
[UIAHAPOBAHHS DECYPCOB MPEINpPHATHA JUuis OHONMOTEKH, KOTOPhIE MCIONB3YIOTCA LA
OTCIICKMBAHKS OUOIHOTEUHBIX (OHIOB OT MX 3aKasa M IPHOOPETEHHS JO BBIIAYHM IOCETHTEIIM
OuOIUOTEK.

ABToMaTH3HpOBaHHOe paGodee Mmecro (APM) - COBOKYNHOCTH wH(OpPMALIMOHHBIX,
JIAHTBUCTHYECKAX X TPOTPAMMHBIX CPEJICTB, [HO3BOJLIIONIEX OPTaHU30BaTh paboTy KOHETHBIX
[OJIB30BaTe el B HEKOTOPOH peaveTHOR obmactu. KoHeunblie I0JIb30BaTe i — 10 1b30BATENH, UL
KoTOpEIX co3naerca APM. Texumdeckoe obecmeuenre APM — COBOKYITHOCTh BCEX TEXHMHYCCKHX
CPEZCTB, WCHOIB3yeMbIX HIph (YHKIMOHHPOBAHUM APM. Kommiexc TEeXHUYECKUX CPEIACTB
COCTABIISTEOT; KOMITBIOTEPHI, YCTPOUCTRA Tepeladi JAHHBIX U JIMHUH CBSI3H, OPI TEXHUKA.

baza pammeix (BJ[) - ymopspodeHHas COBOKYIIHOCTH [aHHBIX, IPEAHA3HAYCHHBIX UL
XpaHEeHHs, HAKOIUICHHS 1 06paboTKy ¢ moMommpio OBM.

Bubanorpaduueckas 3anuck (b3) - HanMeHbIIas €IHMHHIA OoubmorpadU4ecKoro CIHCKa,
COCTOSIIIIAs B3 3aTOJOBKA ¥ GHOIHOrpadEdecKoro omucaHus, oaHa u3 Gopm Gubmmorpadrrdeckoi
uHpOpMaHH. Ucmoms3yercs  myis  HWACHTHGHKAIMM  JOKyMEHTa M OCYIICCTBJICHUA
OuOIHOrpadUecKoro MoMCKa.

Bu6nnorpagudeckass copaBKa — OTBET HAa  pasOBBIM  3ampoc, CoJIep KaIuM
6uoOIHOrpadHIECKyr0 HHGOPMAIHIO O HATMIAA ¥ (UIX) MECTOHAXOXICHHH JTOKYMEHTa (ampecHas
cIpaBka), O cojepxkaHEH Oubmmorpadmaeckoi uadGOpMaM IO OIpPENCICHHOW TeMme
(TeMaTHdecKas CrpaBKa), 00 OTCYTCTBYIOIIMX WM MCKOKCHHBIX B 3allpoce SJICMEHTaxX
6uGHOrpadIIeCcKOro omucanus (yTOYHSIOMAs CIPABKa).
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BubaHoTednHo0€e 06CIyKHBAHAE — COBOKYIIHOCTD Pa3HBIX BHJIOB JIEATENLHOCTH OHOIHOTEKH 10
YIOBIETBOPEHHIO IOTPEOHOCTEH] €€ MONIb30BaTENeH IIyTeM IPEeI0CTaBIICHA OMOTHOTEIHBIX YCIIYT.

Bubanoreunniii aGoHeMeHT — (opMa GHONTHOTETHOTO 00CITyXKUBAaHUSA, IPETyCMaTPUBAIOMIAs
BBIIAYY JOKYMEHTOB [T HCIIOJIb30BAHMSA BHE OUOIHOTEKH.

Bu61HoTedHbIii KaTAJd0I - COBOKYITHOCTH DPACIIONOXKEHHBIX II0 OIPE/ICICHHBIM IIPaBHIIAM
GubmHorpaguIecKux 3ampceil Ha JOKYMEHTHL, PacKphIBAIOIAsd COCTaB W COICPIKAHHE dorma
6HOTHOTEKH WK HH(POPMAIHOHHOTO [EHTPa. BHOIHOTEU b KaTallor MOXKET OBITh IPE/ICTABIIEH B
KapTOYHOM WM MAIIMHOUMTaeMOH (opme, HA MHKPOHOCHTEIAX, & TAKXKC B bopMe KHIKHOIO
H3JIaHU.

Tist cayske6H0ro moan3oanus KoKyMenTsl (JCII) - TOKyMEHTEI, ColepxkKarue ciryke0HyI0
MH(OPMAITHIO OTPAHAYEHHOr0 PACIPOCTPAHEHHA CXOAHYIO CO ciyxeOHO TalfHON HHGOPMAIIHIO.

Enupbiii 6u6auoTednblii OHI — COBOKYIHOCTh OOBEIMHEHHBIX B IEIOCTHYIO CHCTEMY
6UOIHOTEYHBIX (hOH/IOB BCEX CTPYKTYPHBIX IOJpa3/IciCHHi Y HUBEPCHTETA.

3aka3 NOKYMeHTOB - O(QOpMJICHHE 3asdBOK Ui IIOCTaBIIWKa HA HOKYMEHTBHL, KOTOPBIC
KeJaTenbpHo mpuobpectr. B kadecTBe MOCTaBIMAKA MOTYT BBICTYIIATh OUOIHOTEYHBIA KOILIIEKTOD,
KHIDKHBIA MarasuH 1 Jp.

3anpoc moib3oBaTedsi OHOJMOTEKH - TpeOOBAaHHE IIOJIB30BATEN OubmuoTekH Ha
IpefocTaBieHIe OROMHOTEYHON YCITyTH.

HudopmMannonHas HOTPEGHOCTD - MOTPEOHOCTh, BO3HHUKAOIIASA, KOT/IA IENb, CTOSIIAL Iepe/l
II0JTE30BaTENIEM B IIPOIIECCEe €ro IPpo(ecCHOHAIBHOM NesATeTbHOCTH
IH6O B €ro COMUATBHO-OBITOBOH IPAKTHKE, HE MOXET OBITh JOCTHTHyTa 0e3 MIpHBICYCHHA
JIOTIOJIHUTETFHON HHOOPMAIIAH.

Nudopmanuonno-nonckopbiii s3bik (AISA) - 3Hakopasd cucTeMa, MPCAHASHAICHHAT VLA
ommcanus (IyTéM MHICKCHPOBAHHSA) OCHOBHOIO CMBICTIOBOTO COAEPIKAHWA TCKCTOB (TOKYMEHTOB)
YTH MX 9acTeif, a TakKe I BRIPAKEHHs CMBICIIOBOTO COZIEPKaHKA HH(OPMAIOHHEIX 3aIIPOCOB C
IENBI0 pearn3ayy HHPOPMAIMOHHOTO TOUCKA.

WH(OpMANMOHHBI MeHeIKMEHT — TEXHOJNOTHS, KOMIOHCHTAMH KOTOPOH SBIAIOTCH
IOKyMEHTHas HH(pOpMAIHs, MEePCOHAN, TEXHHYCCKHE U IIPOrpaMMHBIE CPETICTBA obecredeHus
HHGOPMAIMOHHBIX IIPOLECCOB, a TAKKE HOPMATHBHO YCTAHOBJICHHBIE MPONEYPbI (hopMuEpOBaHUSL
¥ UCIIONIL30BaHusA HHYOPMAIIMOHHBIX PECYPCOB.

NHdopMaNMOHHBIA MOUCK - JSHCTBHAL, METOIBI W MPOLEYPEI, TIO3BOJIAIONIHE OCYIIECTBILITE
0TOOp OIpeeTIeHHON HHPOPMAIlHK 13 MacCHBa JaHHBIX.

M CTOYHHKH KOMILIEKTOBAHMS - OPTaHU3allUy, YIPEXKACHHUI B OTACTbHBIC JIMIA, C IIOMOIIBIO
KOTOPEIX KOMIUIEKTYIOTCS (POHIBI OMOIIOTEK M HHYOPMAIIHOHHDIX IIEHTPOB.

Kartajorm3amusi —  COBOKYIHOCTH  IPOIECCOB,  OOECIEUMBAIOIIMX  CO3TAaHHME H
(GyHKIIMOHUPOBaHUE OHONMOTEYHBIX KaTaIOTOB.

KoMILIeKTOBaHHE eTHHOr0 GM0IH0TeaHOro (poHAa — OPraHU30BAHHEIN IIPOIECC ITOTIOIHEHHS
$oHIa JOKyMEHTaMU B COOTBETCTBHH C €T0 IPpOhHieM, a TAkKe HCKIIFOUECHHUS U3 HEr0 yCTapeBIlnX,
HenpO(UIBHBIX, H3JHINHE TyONETHEIX B yTPAYCHHBIX JOKYMEHTOB.

Mesx6ubmmoteunsii abonemeHT (MBA) - aGoneMeHT, OCHOBaHHBIR Ha HCIOJIb30BAHUH JOKYMEHTOB
13 HOHIOB APYruX GMONMOTEK IIPY MX OTCYTCTBHH B JAHHOM (DOHTE.

Hayuno-texnudeckass uHpopmamma HTH - wrbopmarnus, nomydaeMas H (nmm)
HCIONb3yeMas B 00IaCTH HAyKH U (MJIM) TEXHUKH.

OT6op JOKYMEHTOB - OIpEZEICHAE COOTBETCTBHS JOKYMEHTOB MPO(HIIO KOMIUICKTOBAHHA U
IeTeco00pasHOCTH WX MPHOOpeTeHHs Jid (OHIA WM XPaHEeHHs y)Ke MMEIOIMXCs JOKYMEHTOB B
doH.

Ioan30BaTe b OMOJHOTEKH - II0 3aKOHONATENBCTBY PO - (QHU3MUECKOe WIH IOPHIAICCKOE
JIUIIO, TIOJIB3YIOIIEeCs yCIyraMy OHONHOTEKH. '



CII6IMTY Tlonoxenue 0 OHOTHOTEKE

BubHoTeka CMK-IICII-1110-01-10 | Bepems 02 | Cmp.7m24

Iosnb3oBaTens HHPOPMANHMH - 0 3aKOHONATENbCTBY P® - cyOmekT, obpamaromuics K
MH)OPMAITHOHHOM} CHCTEME WK IIOCPEHAKY 3a IONyIeHHeM HEOOX0MMMOH eMy HH(bOpMaIuy

Ipodmis KOMIUIEKTOBAHHA — JOKYMEHT, PErIAMEHTHDYIOIIUA OCHOBHBIC HANPABICHUA U
0COBEHHOCTH KOMIUIEKTOBAHMS OMOIMOTEKH WM HH(OPMAI[OHHOTO LEHTPA; H ONIPEIEIIAFOIIIA
TeMATHKY, BAJEI H SK3eMIULIPHOCTH JOKYMEHTOB, BKIIIOYaeMBIX B QOHL.

PerncTpanusi J0KyMeHTOB - B OMOIHOTEYHOM JIETIC - 3aIUCh YICTHBIX JAHHBIX O MOKYMCHTaX,
IIpeHA3HAYEHHbIX I XPaHEHH, B MHBEHTAPHYO KHUT'Y HIIH JPYTYIO0 YIETHYIO dopmy.

Cnpasoano-6ubauorpapuaeckuii amnmapar (CBA) - COBOKYIHOCT TPa/MIMOHHBIX K
SIEKTPOHHBIX CIPABOYHEIX M OHOIHOrpadudecKuX u3JaHui, OHONMOTEYHBIX KaTaloroB X
KapTOTeK, IpeJHA3HAdeHHAs Ui HCIONB3yeMBIX JUIA TOMCKA HH(OpMAIHH, HIpONaraHibl
IPOM3BEICHAN IeYaTy i APYTHX JOKYMEHTOB H IEJCHAIPaBICHHOTO PYKOBO/JICTBA YTCHUEM.

Cnpasouno-6ubiuorpadpuaeckuii GoHx - HacTb oubmoTeyroro (oHAa H CIPABOYHO-
TOMCKOBOTO ammapata 6ubmroTekd. @OpMEpyeTcs C IeNbl0  0OEeCledeHHs OIepaTHBHOH

CIPaBOYHO-OMOIMOrpadyeckolf  JeATeNbHOCTH  OMONMOTSKH, — BEIIONHEHHS  3aIpOCOB
IOIB30BaTeNed U coeCTRIA HaydHO-HCCIIeI0BATEIbCKOM paboTe
Cnpapoano-0ubimorpapuaeckoe  obcayxupanume (CbO) - 6ubamorpaduyeckoe

0GCIIy)KUBAHEE B COOTBETCTBHH C PA30BBIMH 3aIIPOCAMU NOTpebutenell napopMaruy (auTarenett).

CnpasouHo-IoHcKoBbIi ammapar 6ubmorexkn (CIIA) - COBOKYIHOCTB rHGOPMAaHOHHO-
TOMCKOBBIX CHCTEM, IIpeHA3HAYeHHAas Ul XPaHEeHH)s M IOUCKa HHpOpMAaI|y

Crpykryproe moapasaeiaenne (CII) — opuuumansHO BBIIENCHHAS H9acTh OpI‘aHI/IBa]II/IH 78114
yUpeXIeHHs BMECTE C OTHOCSIIMMUCS K Hel pabOTHUKAMH, BEIIOIHAIOMAMH YCTaHOBIJICHHBIA KPYT
0053aHHOCTEH ¥ OTBEYAIOIIX 32 BEIIOIHEHHE BO3JIOXKEHHBIX Ha HUX 3a/1a4.

TemaTuko-THHOorHYecknii  miaaH  kommiekroBanus  (TTIIK) —  1MOKyMeHT,
pErNIaMeHTHPYIOMUA OCHOBHBIC HAIPABJICHHS W OCOOCHHOCTH KOMIIICKTOBAHU OMOIMOTEKHY,
HHMOPMAIIHOHHOTO LEHTPa ¥ ONpPENeNISIONMY TeMaTUKy, BUIBl M 3K3EMIUIIPHOCTL NOKYMCHTOB,
BKJIFOYaeMBIX B (QOH,.

®enepaipHbIii TOCYAapCTBEHHbIA 00pa30BaTeIbHbIH CTAHAAPT BBICIIEro 00pa3oBaHHs
(®I'OC BO) - cOBOKYIHOCTH 00A3aTENBHBIX TPeOOBAHUE HpU pPeATH3aIAH 00pa3oBaTeibHBIX
IIPOTPaMM BEICIIEro 00pa3oBaHusL.

®denepanbHbIil rocyaapcTBeHHbIH 00pa3oBaTeabHBIN cTaHAapT cpeaHero
npodeccronaabaoro o6pasoanusi (PI'OC CIIO) - cOBOKYIHOCT 0053aTEIBHBIX TpeboBaHUH
[IDU PeaTH3AIIH 00Pa30BATENBHBIX IPOTPAMM CPEIHETO TPO(ECCHOHANBHOTO 06pasoBaHus.

@opMupoBaHHe exUHOr0 OuGaHoTewyHOro ¢oHAa — IICHTPAIM30BAHHBIA IIpOIECC
MOJICIIMPOBAHHKS, KOMIUIEKTOBAHMA, ydera, (OHIA, PAacKpeITHA cocTaBa (OHZA € MOMOIIBIO
OTpakeHHs B EIMHOM KaTajuore, TEXHHYECKOH 00pabOTKH, pa3MEIICHH M XPaHEHHS JOKYMCHTOB,
MCKJTIOUCHHS 13 (hOHJIA IUTEPATYPHI ¥ HHBIX HH(POPMAIHOHHO-0UOIHOTEIHBIX PECYPCOB

YpraapHbl 3a0 - GopMa OOCTyXMBaHMS IIONb30BATENEH, MPETyCMaTPHBAIOMAA BBIIATY
IIPOM3BE/ICHHH TeUaTy | APYTUX HOKYMEHTOB I paGoThl B TIOMEIICHIH OHOIHOTEKH, CIIEIHATLHO
060pYIOBaHHOM I pabOTEI IIOIE30BATENEH € TOKYMEHTaMH.

JiieKkTpoHHas  OubamoTeka -  HWHTETPHpOBaHHAd  HMHQOpMAalMOHHAd  CHCTEMA,
IIPEOCTABNIMIONMAS BO3MOXXHOCTH CO3JaHHsA, XpaHeHHs M 9(Q(CKTHBHOTO HCIOJB30BAHHA
HH(OPMAIIMOHHEIX PECYPCOB, IOCTYIIHBIX depe3 IHTepHET Wik JOKATM30BAHHBIX B CAMOH CHCTEME.

JaexrponHo-6uémnoTegnas cucrema (3BC) — mpemycMOTpeHHBIH  denepalbHEIMHU
rOCYIapCTBEHHEIMA OOpa30BATENBHEIME CTAaHAAPTaMH BBICINETO 00pa3oBaHML (®roC BO) u
cpenaero npodeccronansHoro o6pasosanus (OI'OC CIIO) obs3aTeIPHBIA SICMEHT OuOIHOTETHO-
HH(BOPMAIMOHHOTO OOECTIeYeHns YJaluxCs By30B, IIPEJCTABIAIOMUN coboif 0ady MaHHBIX,
COJIepXKAIIyI0 M3/IaHus y4eOHOM, y4eOHO-METOIMUEeCKOH W MHOM JMTEPATyphl, UCIOIB3YeMOH B
00pa30oBaTEILHOM IIPOLECCE.
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JJIeKTPOHHOE H3AaHHEe - SJICKTPOHHBIA TOKyMEHT (IPyIIa SICKTPOHHBIX JOKYMEHTOB),
[IPOIIEIIHH PeaKIMOHHO-H3aTeNbCKyI0 06paboTKy, [pe/HasHaYeHHBIH /IS PACTIPOCTPAHCHHS B
HEM3MEHHOM BHJIE, HIMEIOIIUY BBIXOIHEIE CBCICHHUA.

JIeKTPOHHBIH JOKYMEHT - JOKYMEHT Ha MAIIMHOYMTACMOM HOCHTENE, JULA MCIOIb30BAHIA
KOTOPOTO HCIIOJB3YIOTCS CPECTBA BEMUCIIUTEILHON TEXHUKH.

Jaexrponnbii katagor (JK) - Gubmmorpaduueckas 6asa B MallHHOYHTaeMOH (QopMe,
BKJIFOUAIOIAs DJIEeMEHTHl OumOnmorpadmueckoit 3amumcn, MIIA s oTpaxkeHHS COAEPXKAHHS
TOKYMEHTOB ¥ OJIEMEHTHI, YKas3hIBAIOUIME a/Ipec XpaHCHHsS IOKYMEHTa (mudpbl WM CHIIIBL
OUOIHOTEK).

DirekTpoHHbIA pecypc (IP)- 5TeKTpOHHBIE NaHHbIE, SIEKTPOHHBIC IPOrPAMMEL HIIH COTETAHIC
5THX BHOB B OTHOM PeCypce.

Web-caiiT - B KOMIBIOTEPHOM CeTH 00BeIUHEHHAS TI0]] OJHAM aipecoM (ZOMEHHBIM HMEHEM
win IP-ajpecom) COBOKYIHOCTb JIOKYMEHTOB OpraHU3alMH.

CokpaleHusi Ha3BaHU Mopa3ieeHHi GndIMOTeKH

BKII — 6u6mi0oTeYHbIH KOMIIBIOTEPHBIA IIEHTP

I'JI — cexTOp Tr'yMaHUTapHOM JIATEPATYPHI

'3 — ry1aBHBIHA YATAIBHBIA 341

HPB — aboHeMeHT Hay4HOH JTUTEPATyPEI

OKMO — oT/1e7 KOMIIEKTOBAHUS ¥ HaydHOH 00paboTKH

Y3 Vb — unTanbHb 327 yIeOHOM JIUTEPaTyph

VB — aGoHeMeHT yaeOHOH IMTepaTyphl

Y3 ®MII — grTaIBHBIH 321 (aKyIbTeTa MOPCKOI0 IPHOOPOCTPOCHA

Hacrosmee TTososkerre paspaboTaHO Ha OCHOBAHUHU 1IPHMEPHOro TOJOKEHHsA O OHOMHOTEKe

0GpPa30BaTEIBHOTO YUPEXKICHNAs BRICITEro MpodeccHoHanbHOro 00pazoBanms (BbICIIETO YIEOHOTO
zapenenns), onobpennoro [[BMK MunucrepcTBa 06pa3oBaHus U HAYKH Poccwmiickoit @enepanud B
2000 r.

3. 3ATAYA BUBJIMOTEKHA

OCHOBHBIMH 3aJauaMy OHOTHOTEKH SIBIIIIOTCA:

3.1. TlomHoe ¥ OIepaTHBHOE OHWOIMOTEeYHOEe ¥ HH(OPMAMOHHO-OHOIHOrpadmaeckoe
0GCTy)XMBAaHWE BCEX KaTerOpUH IOJNB30BATENed: BCEX KATETOpHH o0ydJarormuxcs, HaydHO-
[IeJArOTMYECKUX PAGOTHHKOB, aMAHACTPATABHO-YIIPABIEHIECKOTO U yIeOHO-BCIIOMOTaTeIbHOTO
IepcoHaNa ¥ APYTUX KATeTOpHil COTPYIHHKOB B COOTBETCTBHE C HH(OPMAIMOHHBIMU 3AIPOCAMH
Ha OCHOBE 00eCIIeUeH s IMIPOKOro JOCTYyIa K J00bM (oHIaM, a TakXKe K BHEIHUM K BHYTPCHHAM
SIIEKTPOHHEIM pPecypcaM, HaxOSIIMMCS B JIOCTYI€ B CETH YHHBEPCHTETa M HE 3AIIUIICHHBIM
JOTIONHATEIBHBIMA ~ IPOTPAMMHBIME ~ WJIM ~ HHBIMH  CpelcTBaMH Ul OOCCICHCHHA
xouduaenmHanmpHocTH. JocTyn K GOHIY JoKyMeHTOB, mMeromux nomerky JICII, ocymecTsisercs
cormacao CMK-MM-1215-04-18 «MHCTpyKIAS O TOpsAKe oOpameHHs co  CiykeOHOH
uHbopMaruelt orpamudenHoro pacnpoctpanenus B CIIGIMTY»; conelicTere B HH)OPMATHOHHO-
6uGHOrpadIueckoM OBCTYKHBAHHM IOPHIMYECKHX JHI (KOJUIEKTHBHBIX —IIOJB30BATENCH —
a6omentoB MBA) IIyTeM IpemoCTaBIeHHs JOKYMEHTOB M3 (oHma OMOIMOTEKH B COOTBETCTBHH C
pazzeno 7 CMK —JIT1 - 1110 — 02 — 10 «IIpaBuna monb30BaHusT OHOTHOTEKOH MIIGI'MTVY »;

3.2. ®opmupoBanue GHOIHOTEIHOrO (OHIA B COOTBETCTBHY C HAIPABICHUAMY IIOTOTOBKH
o cragmapram ®I'OC BO, caMocTosTeNbHO ycTaHaBIuBaeMbvME crarnapramu CIIGIMTY mo BO,
®I'OC CIIO, mpoduieM HaydJHOH NEATETBHOCTH YHHBEPCHTETA M HA OCHOBE TEMATHYCCKOTO
maana xommiektoBarms (TTIK) m wWHGOOPMAIMOHHEIME IOTPEOHOCTAMM TMOJB30BATENed B
KOOPZHMHAIIMY C APYTHME OGHOITHOTEKaME PETHOHA, IPHOOPETEH e BCeX BU/IOB (YICOHBIX, HAyIHBIX,
IIEPHOJIMYECKHX, CIPABOYHBIX, HOPMATHBHO-TEXHHIECKHX, XyIOKECTBEHHBIX U JIp.) JOKYMEHTOB
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Ha GYMaXHBIX M DJIEKTPOHHBIX HOCHTEISX, OCYIIECTBICHHE IIOJMUCKA HA 3JICKTPOHHBIC PECYpCHI
yIQIEHHOIO JOCTYIIa,

3.3. OfecreucHne COXPaHHOCTH O6UOIHOTeTHOro (hoHIa U 0060PyIOBaHHS;

3.4. Opragu3aiys 4 Be[CHHE CIPaBOYHO-OMOIMOrpapMuecKoro anmnapara B TpaaHIHOHHOM
puge ¥ (QOPMHEpPOBaHHE OIEKTPOHHOIO Karajora C HCIONb30BAHAEM aBTOMATH3HPOBAHHBIX
6u6IMOTEeYHO-HH(OPMALIMOHHEIX CHCTEM;

3.5. Pacmmpenune pemepryapa GHOTHOTEYHO-MHGOPMAIIMOHHBIX YCIYI U IOBBINCHHC HX
KauecTBa HA OCHOBE ITMPOKOTO BHEIPEHHS COBPEMEHHBIX TEXHOJIOTHH, aBTOMAaTH3alud H
KOMIIBIOTEPH3AIUH OHOTHOTEIHO-HH(POPMAIMOHHBIX IIPOLIECCOB;

3.6. OnTEMu3aIMd HEGOPMAIHOHHO-OHOIHOTEYHOTO 00CTy KUBAHNS [I0JB30BATENEH MyTeM
HCIIONb30BAHMS MeXOubHoTeuHoro abonementa (nanee MBA) mist momydeHus NOKYMEHTOB K3
GoHmOB IpYTHX OHOIMOTEK U MPEAOCTABICHHE JOKYMCHTOB H3 cobcTBEeHHOTrO QPOHAA;

3.7. Pa3sBUTHE CHCTEMBI SIIEKTPOHHEIX PECYPCOB H CEPBHCOB OUOIMOTEKH;

3.8. IlpoBeneHwe MapKeTHHTOBBIX  HCCIEJOBAHMH  BHEIIHEIO  pBIHKA — HOBBIX
UH()OPMAIIHOHHEIX YCIIYT;

3.9. Pery/IspHBIi MOHUTOPHHT HH(POPMAIIMOHHBIX TTOTPeGHOCTEH VHUBEpPCUTETA;

3.10. Bocmuranze 6uOTHOTEIHO-HHMOPMAIMOHHON KyJIbTyphl, 00ydeHHe MOIb30BaTeNeH
COBPEMEHHBIM METOZaM IIOMCKa HH()OPMAIIHL;

3.11. YuacTMe B BOCIHTATEIBHOH H T'yMaHHTAPHO-IPOCBETHTENBCKON EATECIBHOCTH
YHuBepcuTeTa, (OPMHEpOBAHHE y OOYYaroImuXcs IPOQECCHOHANBHBIX MHTEPECOB, COMUAILHO-
HeoOXOIMMbIX 3HAHWH] M HABBIKOB, IPaKJAHCKOM MTO3HITHY;

3.12. IlpoBeneHune HAyYHBIX HCCIeMOBAHUE M METOAMYEeCKOH paboThl IO BOIIpOCaM
GHOTHOTEYHOT0 U HHDOPMAHOHHO-OHOIMOTPahIIECKOro 00CITy KUBAHU;

3.13. KoopauHanus W KOOIEpalus JAEATeNbHOCTH ¢ OHONMOTEeKaMH, OpraHamu HaydHO-
TexHUYecKoN MHGOPMAIMH W OPYTHME YUPEeXACHHAMH Uil 0ojiee IONHOrO YIOBIETBOPCHHA
oTpeGHOCTeH ToNb30BaTeNeil B THTEpaType ¥ HHGOPMALIHH;

3.14. OcymecTBieHre X03MCTBEHHON JESTEIBHOCTH B IIENIAX ONTHMU3ANI OubmoTEeYHO-
HH()OPMAITHOHHOTO 00CITyKMBAHHSL.

4. DYHKIINA BUBJINOTEKHA

J[7Is1 BBIIOMHEHMS BBINENEPEUNCICHHRX 3anad OubiroTeKa OCYIIECTBIAET CIIEYIOMHC
byHKIIH:

4.1. GecrmaTHOoe  OOeCIeUeHHe  TIONB30BareNeif  OCHOBHBEIMH  OMOIHOTEHHO-
uHGOPMAITMOHHBIMHY YCIIyTaMH;

4.2. caMOCTOSITENBHOE OMPE/IeICHHE HCTOYHMKOB KOMILIEKTOBAHHS (DOH/IOB C COOIIONCHHEM
denepabHOTO 3aKOHOJATENBCTBA O 3aKyIIKaX;

4.3. TpoBelcHHE aHANM3a CTEIEHH YIOBJETBOPEHHS YHTATEIBCKOTO CIpoca € ICNBIO
KOPPEKTHPOBKY TUIAHOB KOMILIEKTOBAHHS (POH/IOB, y4acTHe B pOPMHPOBAHUH TIIAHA U371aTeTIHCKOR
nmestenpHOocTH  CIIGBIMTY ¢ mempio  IpHBEACHHS B COOTBETCTBHUC  COCTaBa bonm0B
HH(OPMAIMOHHBIM IIOTPEOHOCTAM IOJIb30BaTEIICH;

4.4. ocymecTBieHre ydeTa GOHIA B COOTBETCTBHH ¢, [IprkasoM MHHHICTEPCTBA KYIIBTYPBI
Poccmitckoit ®egepanum or § okTsops 2012 r. Ne 1077 "O6 yrsepxaenmu Ilopanka ydera
JOKYMEHTOB, BXOJSIIMX B cocTaB bubnmoTeunoro dponna", Ilpukasom MunmcTepcTsa obpazoBaHus
P® or 24.08.2000 r. Ne 488 «O6 ydere GubmHOTEUHBIX (GOHIOB OGHONMHOTEK 0Opa30BATENBHBIX
VUPEKICHUN Y;

4.5. BeqleHMe CHUCTEMBI OMOIMOTEUHBIX KATAJIOTOB M KAPTOTEK Ha TPAIUIIMOHHBIX HOCUTEILAX
U B 2IEKTPOHHOM BHjie, popmupyeMsix ¢ momompio ABUC, ¢ 1eibio MHOT0aCIeKTHOTO PACKPBITHS
conepikanus GOHIOB;
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4.6. TpeNoCTaBIeHWE IONHOW HH(OpMAIEH O CcocTaBe OHOIHOTEHHOTO donma depes
CHCTEMY KATalloroB, KapToTeK U Apyrue $opMEI GHOIHOTETHOr0 HHQOPMHUPOBAHKS, B TOM THCIIC B
SIIEKTPOHHOU (PopME;

4.7. oxasaHHe KOHCYJIHTAIMOHHON TTOMOIH B LIOMCKE H 0TGOPE MCTOYHUKOB MH(OPMAITHH
KaK B [I€YaTHOM, TaK ¥ B JJIEKTPOHHOM BHUJIE;

4.8. oprammsamust 1ubGdepeHITUPOBAHHOr0 OOCIyXKUBAHHAC [OJIB30BATEIed B UYHTAIBHBIX
3amax, Ha abOHEMEHTaX, KOMIBIOTEPHBIX KiaccaXx H JpYyruX IyHKTax OHOIMOTEUHOTO
0BCITyXHBAHHS TI0 €JUHOMY TATATEIBCKOMY OHMIIETY ¢ IPIMEHEHHEM METOZI0B HHIMBHYAIILHOIO 1
IPYIIIOBOTO OOCITYXABAHHUS;

4.9. BpIaya W3 OWOMHOTEUHBIX (OHZOB B COOTBETCTBMH C IIpaBHIaMM IIOJB30BAHHA
BHOIHOTEKOH BO BpEMEHHOE [OIb30BaHHE JOKYMCHTOB B IIEYaTHOM 1 SJICKTPOHHOM BHIIE;

4.10. ompereNeHre ¥ OrpaHHYEHHE B HEOOXOMMMBIX CITydasX KOJNMHECCTBA BEIIABACMBIX Ha
a60HEMEHTe SK3eMIUIAPOB U3JaHUH H CPOKOB MOJIb30BaHM BEIABAEMBIMH TOKYMCHTaMH,

4.11. momydeHWe NOKYMEHTOB II0 MEXKOUOIHOTEIHOMY aboHeMeHTy U3 (POHIOB APYTHX
OHMOIHOTEK;

4.12. hopMupOBaHIE HABBIKOB IIOMCKA HH()OPMAIIUH ¥ €€ IPAMEHEHIS B y4aeOHOM IIpOoIlecce
U HayuHO# paboTe, yMEHHs OPHEHTHPOBAaTbCI B CIpaBOYHO-OHOIHOrpaQuIecKoM  ammapaTe
Bub6roTeKH, FEGOPMAIIMOHHBIX CHCTeMax U 6a3ax JaHHbIX;

4.13. ¢dopmmpoBaHme, B IIOMOIIb HAYYIHOH H yuebHO# paboTe YHHBEPCHTETa,
6ubIHOrpadhuIecKuX yKasarelel, CIIICKOB IMTEPATYPBI; BEIIOTHEHNE TEMAaTHICCKHX, aIPECHBIX 1
Ipyrux OubrmuorpadUUecKEX CIpaBOK, B TOM UHCJIE B OIEKTPOHHOM BHJIC; MOJTOTOBKA H
nposesicHre OuOIHOrpahuIecKrx 0630p0OB; OPraHU3alNs TEMATHICCKAX H IOOHIIEWHBIX BBICTABOK
JTUTEPATYPEI;

4.14. opraHu3anys U OCYIIECTBICHHE 66O TeIHO-HH(POPMAIIIOHHOTO 00CITy)KUBaHHU, 110
JOTOBOPAM Ipe/IIPHSTHN, acCOMANmi U IPYTHX OpTraHH3alHi, CO3NaHHBIX [PH VYuuBepcutere Ha
KOMMEPUECKOH OCHOBE;

4.15. opranmsanus o0y4eHHs BCEX KaTerOpHH oJIb30BaTeNedl ocHOBaM WH(POPMAMOHHON
KyIbTypsl H paboTe ¢ OJIEKTPOHHBIMM pecypcamu Kak camoii bmOmioTexku, TaK H
IPENOCTABIIEMBIMHE B PEKUME YIAJICHHOTO NOCTYIIa;

4.16. opraHE3AIUs PALHOHATHHOTO PasMEMeHus. QOHIOB, obecreyeHne WX COXPaHHOCTH,
pEKEMa XDAHEHWs, PECTABpAIlF M KOHCEPBAIlMH, KONMPOBAHMA U IEPEeBOJA B JIEKTPOHHYIO
dopmy ¢ cobmonerreM 3aKoHonaTeNbCTBa PO 00 aBTOPCKOM NpaBe M CMEXHEBIX TIpaBax I Yactu
IV I'paxpanckoro Kozuekca PO;

4.17. U3pATHE W Pealn3alisd B YCTAHOBJICHHOM IOPSIKE NOKYMEHTOB U3 OuOIMOTEUHOTO
doHIa COTNACHO MOPSAKY HCKIIOYEHHS [IOKYMEHTOB, COIVIACOBAHHOMY C  YHPEJUTCICM
OUOIHOTEKH, B COOTBETCTBHH C JCHCTBYIOINMMH HOPMATHBHBIMH H TIPABOBBIMH aKTaMu;
OCYIIECTBICHHE TepepacpeieieR s HENPOQUIBHEIX ¥ H3IHIIHE nyOJeTHBIX HU3JAHUK W
JIOKyMEHTOB;

4.18. BHeNpeHHE B JESTEIBHOCTH BHONHMOTEKH KOMIBIOTEPHOH TEXHHMKH, MCPENOBBIX
TH(OPMAIMOHHBIX TEXHOJIOTHI;

4.19. BeneHue cOOCTBEHHOTO Web-cafiTa ¢ 1B IIOBBIIEHHS YPOBHS HHPOPMUPOBAHHA 1
66 MMOTEYHO-HHDOPMAIIHOHHOr0 0OCTyKMBAHKS NOTPeOUTENeH M IPEICTABICHU bubnmnorexu
VHHBEPCHUTETA B MEPOBOM HH(POPMAIIOHHOM IIPOCTPAHCTBE;

4.20. ygacTHe B CO3aHHAM CBOJHBEIX KAarajoroB PErHOHa, B TOM HHCIC SICKTPOHHBIX,
[O3BOJISIONIMX ~ ONEPATHBHO  IIPENOCTABIATH  IONB30BATEIIM  pasA9HBIC  YCIyrd B
aBTOMATH3UPOBAHHOM PEKUME;

4.21. mpoBesieHYe HAYIHO-KCCIIENOBATENBCKOM U METOMUIECKOH paboTHl (AaHATUTHYECKOH,
OpraHHA3aluOHHOM, KOHCYJIGTAIlMOHHOM) 110  COBEPIICHCTBOBAHMIO  BCEX HanpaBlICHUA
JesTenpHOCTH bHOIHOoTeK Y,
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4.22. TpOBEJEHNE COILMOTIOTHIECKAX MCCIENOBAHMM C LENBIO BBIIBICHWUS, H3YICHHA H
CHCTEMATHYECKOTO YTOUHEHHS HH(OPMAMOHHBIX IIOTPEOHOCTEH BCEX KaTeropHi I0JIb30BaTENIEH;

4.23. BHeIpeHHE MEPEIOBHIX OHOTHOTEIHO-MH(OPMAIHOHHBIX TEXHOJIOTHH, pe3yJIbTaToB
Hay4JHO-HCCIEI0BaTeIbCKAX paboT,

4.24. pa3paboTka OpraHH3aIHOHHO-PACIIOPSIUTENBHBIX M TEXHOJIOTHICCKUX NOKYMCHTOB,
peraMeHTHPYIOIUX eATeIbHOCTh brubimoTexy;

4.25. opraHW3ands I[IOCTOSHHO JEHCTBYIOI(EH CHCTEMBI IOBBIICHH KBar(pUKaIrmu
COTpYIHHUKOB buOIHOTEKH;

4.26. xoopauHanus paboTsl ¢ Kadempamu, paxyapTeTaMd W IPYTUME MONpPa3JCIeHAIMA
VHUBEPCHTETA, HayYHBIMH 06IeCTBaMH, OOIIECTBEHHBIMH OPraHH3alHIMH YHUBEpCHUTETA,;

4.27. ydactae B paboTe€ MHTCTPHPOBAHHBIX GHOIMOTEIHEIX KOMIUIEKCOB W OOBeIMHEHHUH
perHoHa, acColHalyi i HEKOMMEPIECKHX TapTHEPCTB PErHOHa, P® u mupa;

4.28. B3aUMOJCHCTBHE C OWOIHOTEKAMH, OPraHAME HAydJHO-TEXHWUECKOH HH(OpMAruy,
apXUBaMH, NPYTHMH  IPEANPHSTHSAME, — YUPSKICHHIMH, — OPTaHM3AllHAMY, HMEIOIAMH
HHQOpMaNKOHHEle 6a3hl JAHHBX B COOTBETCTBAM C IEHCTBYIOIMM 3aKOHOJATEIECTBOM,
(heepanbHEIME TOCY/aPCTBEHHBIMU POTPaAMMaMH, a TaloKe N0TOBOPaMH, 3AKIOICHHBIMH MEXITY
VUPEKICHUSIME M OpraHA3aIsIMHY;

4.29. yyactrie B OpraHM3aIliy U IIPOBEICHUH MepONIpHATHI YHHBEPCHTETa, OpraHu3aluh
ropoza u Poccuw;

430. BemeHWe XO3AHCTBEHHOW HEATENBHOCTH B IeNAX PACIIMPCHUS — ICPEIHS
IPeNOCTABISIEMBIX — IIOJIB30BATEILIM 6uOMMOTEIHO-HHQOPMAHOHHBIX ~ YCIYT M COIHAIBHO-
TBOPYECKOTO DAa3BHUTHs BHONMOTEKH IpPH YCIOBHH, YIO STO HE HAHOCHT ymepba OCHOBHOHR
JIeSITEIIbHOCTH,

4.31. maHApoBaHKe paboTHI ¥ BEJICHHUE y9eTa i OTYCTHOCTH O IpoeaHHoR paboTe.

5. CTPYKTYPA BUBJIMOTEKHA

5.1. O6mue m0I0KEHHSA

5.1.1. Bubmmorexa — HEGOPMAIIMOHHOE, KyIBTypHOE, 00pas0BaTEeIbHOE CaMOCTOSTEIBHOS
CTPYKTYpHOE TOZApasfC/CHHe YHHBEPCHTETa, DACMONAraiomee —OpraHM30BaHHBM doHIOM
ymTeparyphl  (y4eOHOH, y4eOHO-METONMYECKOd, —HAyIHOH, CIIPaBOYHOM, XyHO0)KECTBEHHOH,
IEPUOIMIECKAME M3IaHHAMA M T. ) Ha OyMaXKHEIX HOCHTEILIX, pecypcaMy 00pa3oBaTENBEHOro0 |
HAYYHOTO XapakTepa B SIEKTPOHHOM BHIE, IPSAOCTABIIAIONICE MX BO BPEMCHHOE IOJL3OBAHMC AT
oBecITederHs yIeOHO-BOCIUTATENBHOIO IIPOLECCa ¥ HAYIHBIX HCCIEIOBAHHH B COOTBETCTBHH CO CTO
CMK-JI1-1110-02-21  «IIpaBmma 1OIB30BAHUA oubmorexoir CIIGIMTY». bubmiorexa
TEeXHOJOTHIECKH CBS3aHA CO BCEMH MOpasIeTICHIIMH Y HUBEPCHTETA.

5.1.2. CTpyKTypy ¥ INTAaTHOe pacmucaHue OMOIHMOTEKH YTBEPXKIACT PEKTOP yHHBEPCHTCTA.
OYHKIMY U 3a/{a9¥ OTHETOB ONPENEISIOTCS OTACTIBHBIMA IONOKCHUAMH 00 oTaenax.

5.1.3. B KauecTBe COBEIATENBHOIO OPraHa Ipd OMOIMOTEKe CO3aETcs BHOMMOTEUHBIH COBET.
Cocras coBera (10 TIPEICTABIEHHIO 3aBE/YIOMEero GHOMMOTEKOH) YTBEPKIACTCS IPUKA30M PEKTOPa.

5.1.4. BromkeT OHOIHOTEKH YTBEPXKIACTCA €XETOMHO IPOPEKTOPOM IO HAIPABICHHIO H
IJIaHOBO-(DMHAHCOBBHIM ~ YIPABIEHHEM YHHUBEPCHTETa B COOTBEICTBAM C  ILIAHOM paboTEI
6u6MMoTeKA. VIMyIIeCTBEHHBIE OTHOIICHHS MEXTy OMOIMOTEKOH M JApUTEIAMU OCYIIECTRIIAIOTCA
B BHJIE KHUT ¥ JOKYMEHTOB, JapHMbIX OHOIHOTEKE.

5.1.5. Ha copmepxanue OHOIHOTEKH U obecIledeHHe €€ OCHOBHOM [HEsITEIBHOCTH
IIpe/[yCMaTpHBAETCSL  COMNIACOBAHHOE €  PEKTOPOM  YHHBEPCHTETA  JOJICBOS  OTTHCIICHHC
BHEOIO/KETHBIX CPEZCTB.

5.1.6. Obmee MeTOOMYECKOe PYKOBOACTBO OHMOIMOTEKOH OCYIIECTBILACTCA IlenTpanpHOH
6ubmoTedHO-HHDOPMAITHOHHOM KoMuccHel MuHrCTepcTBa 00pa3soBaHms P®.

5.1.7. PyxoomctBo  CIIGIMTY  obecmeunBacT OMOIMOTEKy  HEOOXOIUMBIMH
6IArOyCTPOCHHEIME U 0GOPYOBAHHBIME CITy)KEOHEIMH M IPOM3BOJICTBCHHBIMH IOMCIICHUAMH B
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COOTBETCTBMM C  JCHCTBYIONTAMM  HOPMaMH, OICKTPOHHO-BBIMHCIHUTENBHON  TEXHHKOH,
KOIIHPOBATBHO-MHOXHTEILHOH ¥ OPITEXHAKON KaHIEIIPCKUMH IPHHAIEKHOCTIMH.

5.2. Jlns BemIonHEeHHs QYHKIUH M IIOCTABIEHHBIX Iepel OUONMOTEKOd 3a1ad B CTPYKTYpe
OUOTHOTEKH CO3MAHBI CIIEMYIOIIME OTAENBI, HE SABJIAIOIMECS CTPYKTYPHBIMH IOApasAeICHUIMA
(MOIpasIeIeHIAMHY) | TIOTYMESIOIIEECS HEIOCPEICTBEHHO 3aBe/yIomeMy O1OIIOTeKOR:

5.2.1. OTxen KOMIUIEKTOBaHAS B Hay4uHO# 06pabotku (OKMO) (yi. Jlommanckas yi., 10)

5.2.2. Otnen 6u6morpaduu (yi. JJormmarckad, 10)

5.2.3. OTzer o6CITyXKIBaHUS HayIHOM JTepaTypol (yir. Jlorvarckas, 10) BrmodaeT B celst:

m aboHeMeHT HayuHou nureparypsl (HB);

® CEKTOp IVIaBHBIM YMTAIBHEL 3a] HayIHOM jmuTepatypsl (I13);

m KOMIIBIOTepHENH Kiace 6uGnuorexu (BKIT) (yi. Jlorvanckas, 10);

® YMTATHHELA 327 (aKymsTeTa Mopckoro mputopoctpoerms (U3 OMIT) (KporBepkekuii 1p.,
5)
5.2.4. Otzen obcnyxuBanus yaeOHOM nureparypoi (Jlerunckwmid nip., 101) BimodaeT B cebs:

m aGoHeMeHT yueOHOH muTepaTypsl (YbB);

® CeKTOp UMTATbHBIA 321 yueOHOH muteparypsl (U3 Yb);

® CeKTOp 06CIyKUBaHUS ryMaHHTapHOM ymTepaTypoit (I'JT)

5.2.5. CeKTOp 3IeKTpOHHBIX pecypcoB (yiI. Jlommanckas, 10).

5.3. OyHKIUH OTETI0B OHOIHOTEKH

5.3.1. OT/aes1 KOMILTIEKTOBAHHSA M Hay4YHOIi 00padoTku (OKHO)

Ilens paboTHI OTHENA - KAaYECTBEHHOE, KOMIUIEKTHOE B KOMIUIEKCHOE (OPMUPOBAHHE douma
OGUOTHOTEKH, KaK TPATUIIHOHHBIME JOKYMEHTAMH, TaK U SJICKTPOHHBIMU PECYPCaMH.

5.3.1.1. Cnoco6s1 momosHeHuUs $hoHIa OHOIHOTEKH:

m (hOpMEPOBAHHE 32Ka30B Ha IPHOOPETEHHE H3TaHMH 10 3asBKaM Kaderp;

B IproOpeTCHNE H3aHUH

W [TO/IHMCKA HA IIEPHOIHYECKHE U IIPOJOIDKAIOIMIMECS U3 TaHU
IIyTeM IIOATOTOBKH U COITIaCOBAHMA HEOOXOMMMOro ITaKeTa JOKYMEHTOB B COOTBETCTBHH C ®344n
@3 223;

® KHAUTOOOMEH,;

B PENPOIYLIMPOBAHUE;

m OecIUIaTHOE MOIy4eHue (ap);

® [I0JIyYeHHe KHUT OT YUTaTelled B3aMeH yTePSHHbIX;

® [IOJyUCHHE U3IAHUH U3 M3aTelILCTBA YHUBEPCHUTETA.

5.3.1.2. [Ipuem U y4eT HOCTYIHMBIINX JOKYMCHTOB:

® [IpHEM JOKYMEHTOB, MOCTYIHBIIHX C COIPOBOMMTENbHBIM TOKYMEHTOM (CUET, HaKIamHad,
YyeK, aKT);

m 1of60p HOKyMEHTOB, IpPOBEpPKa Ha JyOJIETHOCTh, OILCHKA CTOMMOCTH JOKYMEHTOB
(mocTynMBIIHX (€3 COMPOBOIUTENBHEIX TOKYMEHTOB U B JIap);

B pErHCTPANUsI HOBBIX TOCTYILICHHH;

® 3a[I0JTHEHHE YYETHBIX (OpM OT/eNa KOMIIIEKTOBAHHA H 00paloTKy (MHBEHTApHbIC KHUIH,
KHHTa CYMMAapHOTO ydeTa, PETHCTPAOHHAs KHUTa aKTOB IPAX0/1a/pPacxo/ia);

® 3aIOJHEHHE YYETHEIX KAPTOUeK B CIy)KeOHbIe KaTalord (TomorpadguyecKui, Ciry)KeOHbIH
an(haBUTHBIA, yISTHBIA KaTaJoT HOMEPOB «YK»);

m nononaenue APMa «KomMmekraTtopy:

- hopmupoBarue bO Ha BHOBB OCTYIUBINAE TIOKYMEHTbI
- nepenoc bO HoBex moctymeHuil B APM «Karanoruzarop».

5.3.1.3. [IpueM u perucTpanus KypHaJIOB H ra3eT.

5.3.1.4. CucremaTn3anus (MHICKCHPOBAHKE) TOKYMEHTOB.

5.3.1.5. IIpeqmeTu3anus JOKYMEHTOB.
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5.3.1.6. OnpenencHue KIFOYEBEIX CIIOB.

5.3.1.7. ®opmuposanue b3 B APM «Karanorusarop».

5.3.1.8. TleuaTs karanoxHeX KapTouek B APM «KartanoruzaTopy.

5.3.1.9. Texumueckas o6paboTka JOKyMEHTOB.

5.3.1.10. Opranm3aryst ¥ BeAcHHE KapTOYHBIX KaTaJIOrOB!

m paboTa ¢ meYaTHOM KapTOUKOH (IIedYaTh KaTalOXHBIX KapTOYeK I CHCTEMAaTHYCCKHX,
anaBUTHBIX, IPEAMETHBIX Katanoros ['43, Vb, ['JI, U3 VB, U3 ®MII, ans o6mero npeaMeTHOro
xaTanora 4 karajora Y3 ®MII);

 OpraHM3allis U BeICHHE TeHePaJbHOro al(paBUTHOTO Karaiora. McnpasieHne ¥ BHECCHHE
M3MEHEeHHH (peKnaccu(uKanys) HHIEKCOB Ha al(aBUTHBIX KaTAJI0KHEIX KapTOIKax;

®m OpraHu3alysl U BeJeHUE IIPEAMETHOTO KaTajora;

B OpraHu3allys U BeJeHHE JICKTPOHHOIO KaTajora,

N OpraHM3alys i BEACHHE TOIOrpadIeCcKOro KaTauora;

N OpraHHM3alKs U BeIeHHe CIyKeOHOro aj(aBUTHOrO KaTalora;

m OpraHM3allys U BEJCHUE YUETHOrO KaTarora HOMEpoB «yK».

5.3.1.11. MckmodeHwe IOKYMEHTOB (IO aKTaM CIIMCAHMS) K3 BCEX YYETHBIX (opM
OUOTHOTEKH.

5.3.1.12. EsxeMecsaHas CAaHUTApHO-TUTHEHWICKas 00paboTka GOH/I0B.

5.3.2 Otnen 6udmorpaguu

Ilens paGOTEI OT/eNa — KAYECTBEHHOE M BCECTOPOHHEE YIOBIETBOPEHHE OTPEOHOCTEH Beex
KaTeropuii Toib3oBareNneil B OuOmHorpadudgeckor  MHGOPMAIHH. Otmen obecrieuuBacT
ONTOTOBKY, DPACIPOCTPAHEHHE W HCIONB30BaHHe OmOmmorpadumdeckodl HHQOpMAIMH, T. €.
MHQOPMAaIME O JIOKYMEHTaX, HEOOXOmMMOM /Ui WX HICHTH(QHMKAIMH H HCTONB30BAHUS
ITOJIE30BATEISIMH.

OcHoBHEIE QyHKIHH OHONMHOrpaduIECKOro oTaema:

5.3.2.1. Benenue CBA:

m pocruck B OB/l «Kopabmu u cyna» MEpHOANYSCKUX H IPOMOJDKAFOIIUXCS U3JAaHUN II0
CYIOCTPOSHUIO ¥ MOPCKOMY IEITY;

5.3.2.2. bubnuorpadugeckoe HHGOPMHUPOBAHHE:

N COCTaBJIEHHE CITUCKOB HOBBIX IIOCTYILICHHH;

» uHpoOpMHpoBaEKE (MaccoBoe W bGdepeHIHPOBaHHOE) MONMb30BaTeNel CHOMHOTEKH H
COTPY/HHKOB YHHBEPCHTETA O HOBBIX IIOCTYIUIEHHAX B JHaikecrax «HOBEIC HMOCTYIICHHS B
6ubmmorexy CIIGTMTY B ... TOIy» U C HCIOIB30BAHHEM IMU(DPOBBIX TEXHONIOTHIl (3EKTPOHHASL
oura, caiiT GuOIMOTEKN).

5.3.2.3. CBO:

B [IPFEM 3aIIPOCOB OT II0JIE30BATENIEH,

m yTOYHEHHE 3ampoca MONb30Barels (YCTAHOBIGHHE IENM ¥ TPHYMH OOpaIICHHT
OJIB30BAaTeN K HHPOPMAIIUH);

® paspaboTKa CTpaTervy TOUCKa: OIpPECIeHHe KPyra HCTOTHIKOB, KOTOPBIE LeIeco00pasHo
HCIIONb30BaTh, IMOCIEIOBATENPHOCTH OOpAlleHdss K HHUM; METOJIWKH BHIABICHHS CBCICHAM B
KQXKIIOM ¥3 HCTOYHHKOB (110 KIFOYEBLIM CIIOBaM, IIPEAMETHBIM PyOpHKam);

m OCyIINECTBIEHHE MOKMCKA, COIPOBOKIAMOIIETOCS YTOYHEHHEM (PacllMpCHHEM, CYXKCHHEM,
nepeopMyIHPOBKO) 3aIIpoca;

m 0T60p ¥ IPYNIIHPOBKA BEIIBICHHOIO MaTepHaa;

= 0(hOpMIIEHHE CIIPABKY 1 ¢ Iiepe/iada IOIb30BaTeNiO; BRIABJICHHE €T0 MHCHUS O Ka9eCTBE YCIIYTH,

B pErMCTpalys CIPABKH B XypHalle yuera pe3ynsTaroB ChO;

m c6op u amamm3 naHHEX O cocTossHEM CBO H BEIpabOTKAa pEINCHHN OpraHU3alHOHHO-
METOIUYECKHX PEIIeHHH O €T0 COBEPIIECHCTBOBAHUH,

m BHICTABOYHAS [EATENHHOCTH: ITOATOTOBKA K BBICTaBKAaM, IPEICTABICHHE BBICTABOK B
IIpe3eHTanusIX 0 OUOIMOTEKE;
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m  BeleHHE JIeKIMI-TIIPE3eHTAlMii JUI1 IEePBOKYPCHHKOB YHHBEPCHTETa, 3HAKOMCTBO
nepBokypcuukoB ¢ CbO 6ubmmorexu;

m [TOITOTOBKA 00YYAarOIIUX MaTepPHAIOB JJI1 CAMOCTOSTEHHOTO OCBOCHHS IOJIb30BATEISAMIY;

m e)XeMecsIHas CAaHUTapHO-TUIHeHnIecKas 00paboTka QOoHIOB.

5.3.3. AGoHeMeHTHI OHOIHOTEKH 7 ) ) )

BHOIHOTEYHbIH aGOHEMEHT — (hopMa OHOIMOTEYHOTO 00CITYXKHBaHUS, IIPEIyCMaTPUBAIONIAs
BBIIAYy JOKYMEHTOB JUIsl MCIOIB30BAaHMS BHE OMOIMOTCKH Ha YCIOBHSX, ompexeneaasx CTO
CMK-JIT1-1110-02-10 «IIpaBria MoIs30BaHAS OHOIHOTEKOM .

OcHOBHAs Ieib IpoIecca OHONMOTEYHO-OHOMHOrpadieckoro  OOCIYKHBAHHS — Ha
aGornemenTax oOumbimoreku (HB, VB, T'JI) - momHoe ¥ omepaTHBHOE Iu(GhepeHImpOBaHHOe
0GCITyXMBaHAE BCEX KaTeropuil IOMb30BaTeNel, 00ecneunBaromee NPEAOCTaBICHIE HOKyMEHTOB
JUIST TIONB30BAHMS B IIOMCINCHHH OHOIHMOTEKH M BHE OUOIHOTEKHM Ha OIPEACTCHHBIM CPOK B
COOTBETCTBHHY ¢ MH(DOPMAITHOHHEIMU 3aIIPOCAME H Ha OCHOBE IMMPOKOTO HOCTYIa K OHONHOTETHO-
uHGOPMAaIOHHEIM pecypcam. OCHOBHBIMH CTPYKTYpPHBIMH IOJ{pa3 IeTICHUSAMH,
OCYIIECTBISIOIUMY  IUTAHMPOBAHKME, KOOPAMHAIMIO M KOHTPOIBL  IIporecca OuOIHOTEIHO-
6u6HorpadgHIecKoro o0CIyKUBaHHA Ha aDOHEMEHTAX, ABJLAIOTCSA aboneMenTsl 6ubmmorexu: Hb,
Vb, T'JL ’

BubmioTeurno-6ubmorpadraeckoe  obcmyxusanne Ha HB, Vb, Il IIOJIB30BATEICH
6ubmroTexoit CIIGIMTY oCyIecTBISETCS MOCPEACTBOM CIEIYIOMHX MEPOIPUSTHHA:

» 6GUOIHOTEYHO-6HGHorpadguIecKoe 06CIyKuBaHKE Ha Yb (rpymnmoBoe — 3aliCh rPyNIaMu
IIepBOKYPCHHKOB; HHIUBUIyaIbHOE);

» Gu6THOTeHO-GubImMorpaduaeckoe obcnyxupanne Ha aboHemente [JI (HHIMBHITYalbHOE
00CITy)KHBaHHE);

m GubMoTeuHO-6rbmorpadrdeckoe ooy xuBaHue Ha Hb (MHIMBUAYaIbHOS 00CITy)KMBaHHE);

® onyueHre HoBo# iuteparyphl B OKHO;

» GubmmoTeuHO-6HOHOorpaduaeckoe obcmyxusanue o MBA (cormacao CTO CMK-II-
1110-01-10 «IIpaBmiia moIp30BaHUs OHOIMOTEKON CII6IMTVY» 1. 3.2.9; m. 4.2; . 6.3; 1. 7.3);

m pabora ¢ GoHIOM (BBIICIEHHE MaccHBa I IIPOBEPKH; MPOBEpKa ¢doHIa; BBLIBICHHE
MAJIOMCIIONB3YEMBIX, YTPATUBIINX CBOKO aKTyalbHOCTh M3[[aHKH; TIOATOTOBKA HX K CIMCAHUIO; U3BATHE
u3 (hOH/IA CIMCAHHBIX H3/IaHMH; TeKyIas PACCTAHOBKA H3/IaHHH, PaCCTAHOBKA HOBBIX MIOCTYIUICHHUH);

B CIHMCAaHWE MAIOMCIIONb3YEMBIX, YTPATHBIIMX CBOIO aKTyaJlbHOCTb, BETXHX M H3JIHIIHE
JTyOIIeTHBIX U3JaHuUMH;

B [IOJIIMCaHHe 00XOIHBIX JIMCTOB;

m paboTa ¢ JODKHMKaMK B cootBercTBrH ¢ IIpunoxennem Ne 2 x CTO CMK-I1-1110-02-21
«IIpasmia nons3oBanus 6ubmorexoi CIIGIMTY »;

m e)KeMeCsTIHAas CAaHUTApHO-TUIHeHnIecKas 06padboTka GOoHIOB,;

m pabora ¢ Karanoramu (aihaBHTHEIA, CHCTEMATHECKHH, MpPE/IMCTHBIA, SIEKTPOHHBIH

KaTaJior).
5.4. YnTanbHbIE 32J1bI
UpragpbHbli = 3an  OWONHOTEKH — 5T0 (Qopma  OOCTyXHBaHHS  IIOJIB30BATEINCH,

IpeIyCMaTpUBAIOIIas BbIAdy MPOU3BENCHUN NEYaTH H JIPYTHX JOKyMEHTOB JUIL paboTel B
[IOMEINEHNN OHOIMOTEKH, CIENHAIbHO OOOpYIOBAaHHOM JUI paboThIl MONB30BATENCH €
JOKYMEHTaMHU.

5.4.1. OcHOBHEIE QYHKIME YATATLHBX 3a10B U3, U3 Vb, U3 OMIT:

m BEIAaYa I[OJB30BATENIO JOKYMEHTOB M3 IOACOOHBIX (OHTOB UYHTANBHBIX 3aJI0B
(HONMydeHHEe TIEPEPerUCTPUPOBAHHBIX YMTATENBCKHX JOKYMEHTOB, TIOJIy4CHHE 3ampoca
[OJB30BaTeNsd, MOAOOp W3JAaHWH 10 IIONY4YEHHBIM 3ampocaM; IIPOBEpKa IEIOCTHOCTH
BBIIABAEMBIX JOKYMEHTOB; O(QOPMIICHHE BbIJadH; OTMETKA B JIMCTE CTATHCTUKH; IPHEM OT
TOTB30BATENA JOKYMEHTOB; IIPOBEPKa COXPAHHOCTH BO3BpAlllaeMbIX [OKYMEHTOB; PacCTaHOBKA
JIOKYMEHTOB B moico0HOM (oHIE);
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N BLINOJHEHHE TEMAaTHYeCKOTO 3ampoca II0Jb30BaTelld C IOCIEAYIOIEH BbIIadeH
JIOKYMEHTOB (IIONyYeHHe IIPOJICHHEIX JOKYMEHTOB, YTOYHEHHE 3alpOca, MOA00p M3JaHUHU IO
TeMe; IIPOBEpKa IIEJOCTHOCTH BBIIAaBAEMEIX NOKYMEHTOB; O(QOpMIICHHE BBIIAYH; OTMETKA B
JWCTEe CTATHCTHKM; IIpHEM OT IIOJNB30BaTelld JOKYMEHTOB; IIPOBEpKAa COXPaHHOCTH
BO3BpAIaeMEIX IOKYMEHTOB; PAacCTaHOBKA JOKYMEHTOB B OACOOHOM (OHLE);

® [JOJIy4eHHe HOBOM JTUTEPaTyphl B OT/EIe KOMIUIEKTOBAHHS B HayqHOH 06paboTK;

W [I0JIydYeHHe, PETHCTPAIHs ¥ TEXHIHIecKas 00paboTKa IepHOAMIEeCKIX H3TaH!H;

m paboTa C KaTaloraMy U KapTOTEKaMH;

m pa6ora ¢ mOACOOHBIM (OHIOM (BBLIEICHHE MaccHBa JUIi IIPOBEPKH; NPOBEPKa donna;
BBISIBJICHIE MAIOCIPAINMBAEMBIX, YTPATHBIIMX CBOIO aKTyalbHOCTh W3[aHWM; IIOATOTOBKA HX K
nepeniade Ha aGOHEMEHTHI OMONHOTEKH; W3bATHE M3 (OHAA CIMCAHHBIX H3JIaHui; pacCTaHOBKA
HOBBIX IIOCTYILIEHHIT; PEMOHT U3/1aHHMH);

= pa6oTa ¢ JomKHUKaMH B cooTBetcTBrH ¢ IIpmmoxenuem Ne 2 xk CTO CMK-/II-11 10-02-21
«IIpapuita mons3oBanus 6ubmorexoi CIIGIMTY »;

m e)XeMecsTIHAs CaHUTapHO-TUTHEHnYecKas 06paboTka (hoHIOB.

5.4.2. TU3 mOmOIHUTETHHO IPOBOAUT pabOTHI:

n nonyuenne crnensunos u3ganui (FOCTos, OCToB), ux mepeperucTpanys;

® [onyYeHre U 0hOpMIICHHE aBTOpe(depaToB H JUCCEPTAIIHHT;

m nostyuenne nokyMerToB JICII (paccTaBisioTCs B CIEIUATBHYIO KOMHATY IS XpaHEeHU);

» Beimaua wamaHmit JICII cormacko CMK-MU-1215-04-18_Bepcus 01 «MHCcTpykuus o
mopsake ofpammeHms co CIOyxeOHOH HHpopMarued OrpaHWYEHHOIO paCIpOCTPAaHCHHSI B
CII6I’MTY » m BeIIaua nons3osarermo crensunos ('OCTos, OCTos);

® BBIIAYA TIOJB30BATENIO JUCCEPTalMil U aBTopeeparoB Ha yCTAHOBIEHHBIX Ui pabOTHL C
JAaHHBIMH BHAMH JOKYMEHTOB YCIIOBHSIX,

m BhIZIava [10JIb30BaTeo oTaeToB o HUP;

® paboTa ¢ KapToTeKamu (CIeNBH/OB, aBTopedepaTos, mucceprarui, J[CII);

m crmcaHue mpexpaTuBmux aerctsre crerpunos (OCTos, OCTos);

m cmucanme pokymentoB J[CII (c mocneoyroIlMM YHMYTOXEHHEM H3/IaHUH COIJIACHO
[ToctanoBnenuio IIpapurenscra PO ot 03.11.1994 1. Ne 1233).

5.5. bu0HoTeYHBIH KOMIBIOTEPHBIH HEHTD

OCHOBHOH IENBIO AEATENHHOCTH KOMITBIOTEPHOTO IIEHTpA SBIAETCA IIOJIHOE W ONEPATUBHOE
obecIieueHne MoJIb30BaTellell He0OX0qMMON HH(OpMaIIHel, B TOM YHCIIE B SIEKTPOHHOM BHE:

® IIpeOCTABIEHHE JOCTyNa K 3JIEKTPOHHOMY KaTalory OHONMOTEKH B PEXHME PealbHOIo
BpEMEHH;

W IIPeJI0CTABJIEHHE JIOCTYIIA K OJHOTEKCTOBEIM 1 pedpepaTuBHEIM 6a3aM NaHHBIX yIeOHOTO 1
HAYYHOTO COAEPIKAHUS, UMEIOIMAMCS B IOANUCKE YHHBEPCUTETA,

m OKa3aHHe KOHCY/IHTAllMOHHOM IIOMOIIH 110 paboTe ¢ ANEKTPOHHEIME PeCypcaMy y4eOHOro 1
HAy9IHOT'O COIEPIKAHHS, B TOM YHCIIe HAXOMAIIMXCS B CBOOOIHOM JOCTYIIE;

B OKa3zaHHe KOHCYJILTAI[MOHHOM IOMOIMM IO BOIpPOCaM IIyOIHMKAIlMOHHOM aKTHBHOCTH
(mo6op M3aHus U [y GIMKAIWH, IOBBIICHAE HHIHBHIyaIbHBIX MIOKasaTenel myOoIuKamoHHOM
AKTABHOCTH).

6. OPTAHU3AIINS JEATEJbHOCTH BUBJIMOTEKHA

6.1. PykoBomcTBO  OMONHOTEKOM  OCYINECTBISET — 3aBeAylolui  OUOIMOTEKOH,
HasHadaeMerid pekropoy CIIOIMTY.

6.2. OTICYICTBHE 3aBEIYyIOIEro OHONMOTEKOH ero (QYHKIMH BPEMEHHO BBIIOIHACT
3aMeCTHTENIb 3aBEAYIOMEro WM Jo00d [Opyrod COTPyOHHK OHONMOTEKM, HA3HAYCHHBIA
COOTBETCTBYIONTHM PACTIOPSHKEHHEM MM IIPHKA30M.
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6.3. PaboTauKE OUOTHOTEKH Y HUBEPCUTETA HAa3HATAOTCS Ha AODKHOCTE B OCBOOOKAAIOTCS
OT JIOJDKHOCTH TIPOPEKTOPOM TO HAIpPABICHAO [0 NPEACTABIEHHIO 3aBEIYIOmEro GMOMMOTEKOH,
[IPHHAMAIOTCS Ha paboTy 1O TPYAOBOMY JA0TOBOPY.

6.4. Tlonmoxenme o Ombmuotexke CIIGIMTY, mnoxmpa3neneHusX OWONMOTEKHU, IPaBHiIa
[IONB30BAHKS, CTPYKTYpa ¥ TIITAaThl OMONMOTEKM YHHBEPCHTETA ONPENETSIOTCS HPUMEPHOH
CTPYKTYpOH M INTatamMu Jns OHONHOTEK BEICIIHX y4eOHBIX 3aBefieHHE PO, yTBEpKAaOTCS
IPOPEKTOPOM TIO HallPaBICHHIO Y HUBEPCUTETA.

6.5. B 6ubmnmoTexe CO3JAIOTCS OPraHbl NPO(ECcCHOHATBLHOIO — CaMOYyNpPaBICHHUA:
METOIMYECKHH COBET M HHEIC OOMIECTBEHHBIE OOBEIMHEHMS B IEIIX COACHCTBHA DPasBUTHIO
6UGTHOTeIHO-HH(POPMAITMOHHOTO OOCIYKUBAHUS, NPO(YECCHOHATBPHON KOHCONHIAUAY, 3aIlHUTE!
COTMANBHBIX B NPO(ECCHOHATBHBIX TIpaB OudnuoTeKapei.

6.6. Pextop VHmBepcuTeTa 0OECICUMBACT TIapaHTHPOBAHHOS  ()HHAHCHPOBAHHS
KOMILJIEKTOBaHU, obecrieunBaeT oudnuoTexy HEOOXO0UMBIMHU CTyKeOHBIMU u
IIPOM3BOICTBEHHBIMA TIOMCIIEHHAMU B COOTBETCTBUM C JCHCTBYIOUIUMH HOPMamy, SIEKTPOHHO-
BEIIHCIMTENLHOM U KOMEPOBATBHO-MHOKATENBHOR TEXHUKOH, TEIEKOMMYHHUKAIMOHHOK TEXHUAKOHU
H OPTTEeXHUKOH.

6.7. Bubnnoreka BeJeT MOKYMEHTAIMIO W NIPSJOCTABIACT ITaHbl pabOThl W OTYETHl, HHYIO
HHOOPMALHIO O CBOEH JEATENBHOCTH B YCTAHOBICHHOM HOPSAIKE.

6.8. Tpy[oBBiE OTHONICHHS PAaOOTHHKOB GUOMMOTEKH PEryHMpYIOTCS 3aKOHO/ATEIBCTBOM
Poccuiicko#t Geaepanuu.

6.9. PaGoTHVKY OWOIMOTEKH MOIEXAT MEPHOAMYECKOH aTTEeCTalld, IOPAJOK KOTOPOH
ycranasmuBaeTcs [IpaBuTenscTBoM Poccumiickoit Defepaliyl M yCTAHOBJICHHBIM B CIIoIMTY
MOPSIIKOM [IPOBECHUS aTTECTAIlUN.

7. B3SAMMO/JIEMCTBHUE C JOJUKHOCTHBIMH JIMITAMUA YHABEPCUTETA H
JPYTUMU ET'O ITOAPA3IEJIEHASIMHA

7.1. bubmuoTeKka B3aMMOIEHCTBYET C JOJDKHOCTHBIMHE JIMIIaMH YHUBEPCUTETA K APYTHMH
ero HOZpa3sIeIeHASIMA B COOTBETCTBHH € Y CTABOM YHHBEPCHUTETA M PACIIOPANUTEIbHBIMH
JOKYMEHTaMH II0 OPTaHU3aI|HK €T0 JICATSIEHOCTH.

7.2. B3auMoeiicTBHE C JODKHOCTHBIMH JIUIIaMU YHHBEPCHTETA U APYTUMH €T0
TOIpa3eIeHAsIME IPHBEEHO B TabmuIe 1.

Tabmuma 1.
JloxHOCTHBIE
JIMna H
Ilosryqaer IIpexocraBiiser
HaHMMEHOBaHHUS
ToApa3ae el
Pexrop

[Tpou3BOICTBEHHEIE ILIOMIAIHM,
HEOOXOIUMBIE JIJIS BBIIOJIHEHHS
BO3JIOXKEHHBIX Ha OMOIMOTEKY 3a1a4 U
ocyInecTBIeHUS QyHKIUH,
OIpEIEICHHBIX HACTOSAIIAM
[TonmoxxeHHEM
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IIpopexTop 1O 06pa30BaTENbHOM ACSATEIBHOCTH
YTBEpKICHHEIE JOKyMeHTEHI, | IIpennoxenns Mo y9acTrio
peraMeHTUpYIOIUe  JIeATeNbHOCTh | OMONHOTEKH B IIPOrpaMMmax
6uOMMOTEKH.  PacmopsikeHHsS 10 | pa3BUTHA yHEBepcuTeTa. Ha
peopranusanuy paboTel BHOIMOTEKY, | yTBEPKICHHE -
BBEJICHUIO JIOIIOJIHUTENHHBIX | OpraHU3aIMOHHO-
HanpaBjeHui paboT pacnopsITUTENBHEIE H
TEXHOJIOTHIECKAE TOKYMEHTEL,
IITaTHOE pacIACaHue, IUIaHbI H
OTHYETEI 0 paboTe GHOIMOTEKH.
Ciryx0Bl, TOTIUHEHHEIE PEKTOPY
VYupasienue ®opMBI JOKYMEHTOB 110 yIETy [IpemioxeHus 110
IIEPCOHAIIOM pabodero BpeMeHH (OpMHEPOBAHHUIO MITATHOTO
paciucaHus OGHOIHOTEKH.
Tabenu, rpad UKy €XXErOqHBIX
OTILyCKOB ¥ OONBEHMYHBIC JIHCTHI
COTpPYIHUKOB
[TmaroBO- VTBepKIeHHBIE CMETEI Ha [TpemnoyxeHus 110
(huHAHCOBOE comepxanne 6nommoTexH. oH/ (GOpMHpPOBAHUIO CMETHI HA
yIIpaBJICHUE OILIATHI TpyHa OUOIHOTEKH comepkanue OHOIMOTEKH.

JIOKyMEHTHI Ha yCTaHOBJICHHE
HaI0aBOK H JIOIIAT K
TIOJDKHOCTHBIM OKJIaZiaM;
JIOKYMEHTHI Ha IPEMUPOBAHHE
pabOTHUKOB

IlenTp IpaBOBOTO
obecrieueHNs U

VTBepKIeHHBIE TEKCTEI IOTOBOPOB H
KOHTPaKTOB

Ha cornacoranue JOTOBOPH K
KOHTpPAaKThI Ha IPOBEACHHUC

KOHTPOJIA KOTHPOBOK, KOHKYPCOB,
AyKITHOHOB U 3aKyIIOK Y
€IMHCTBEHHOTO ITOCTaBIIMKa
UL KOMIUIEKTOBaHHS (OHJIA,
nprobpeTeHust 000pyA0BaHHU,
MeOeIH, MporpaMMHOI0
obecredeHus U OKa3aHuA YCIyT

VYmpasieHue 3aperucTpupOBaHHEIE JOTOBOPEI IO JIOKyMeHTBI Ha IIPOBEICHHUE

3aKyITOYHOR [IPOBEICHHBIM ayKI[MOHAM, KOTHPOBOK, KOHKYPCOB,

JIOTHCTHKH KOTHPOBKaM, 3aKyIIKaM y ayKIIMOHOB ¥  3aKyIOK Y

€IMHCTBEHHOTO ITOCTABIIUKA. €TUHCTBEHHOTO ITOCTaBIIUKA
Kannenspckue IpUHAUIEKHOCTH K I KoMmiulekroBaHus (DoHZA,
PacxoJIHbIE MaTEPHAIIEL, npuobpereHust ~ Mebemd  H
npuoOpeTaeMble AT MOAPA3IENCHAR | OKasaHHs YCIyT B paMmkax
VHHBEPCHUTETA B [ICHTPATM30BAHHOM | YTBEPXKACHHOM  CMETHI  Ha
HOPSJIKE, B COOTBETCTBHH C IIOJAHHON | COICPIKAHME OMOIHOTEKH.
OO IHOTEKOH 3aIBKOH 3agBkM Ha  mpuoOpeTeHHe

KaHIEIAPCKHX  TOBApoB I

obecriedeHus JIeSITeTFHOCTH

OUOIMOTEKH
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Byxranxrepus Jlammbie 00 omiaTe C4ETOB. AKIBI HA CIHICAHHE JIOKYMEHIOB I3

VHBeHTapU3alHOHHBIE BEIOMOCTH.
AXTBI OyXTanTepCKOR CBEPKH.
VTBep)KAeHHBIE aKThI CIIHCAHMS
JTOKYMEHTOB 13 OHOIMOTEIHOTO
dorma 1 000pynOBAHHUSL.

ouOmoredHoro  oHmA.  AKTEI  Ha
CIMCaHHE OOOpYZIOBAHVSL SasBIICHES
HA OIUTALY CYETOB (C COMYICTBYFOLIEH
JIOKyMEHTAIeH: CHeT, cuer-paKTypa,
HAKITAHAS, aKT CIAY/IPUEMKH PadoT,
JIOroBOp (KOHIPAKT)) ot
KHUATOTOPIOBBIX OpraHV3ALIHY,
VBIIATENECTS, M3IAIONIMX OraHI3aIi,
TIOCTABIIMKOB YIEKTPOHHBIX PECYPCOB
U IEKTPOHHO-OUONHOTEYHBIX CHCTEM.
JIoKyMeHTBI Ha  OIUIaTy H
IOCTAHOBKY Ha OyXTalTepCKHH
ydeT ~ OPHOOPETEHHBIX UL
OHOIMOTEYHOTO donma
JIOKyMEHTOB, 00OpyIOBaHHS H
IpOrpamMMHOTO  OOeCIeYeHus,
OKa3aHHBIX YCIIyT

YupasiieHHe 110
peKiaMe H CBA3SM C

ITogroToBneHHAs peKIaMHas
MIPOTYKIHA

JlaHHBIE A7 IIOATOTOBKA
peKJIaMHOH IPOYKIIHH O

00IECTBEHHOCTBIO NIESTENEHOCTH OHOIMOTEKH.
JlaHHBIE I MOATOTOBKHA
[T03IPaBUTEIBHBIX H
100HIeHHBIX aJpeCcoB

Otnen [Ipukassl W  pacmopsokeHHs 110 | IIpOSKTEI IPHKa30B A

JIOKYMEHTAIIMOHHOTO | YHHBEPCUTETY, KacarollMecs | pacTopsHKEHUM B paMKax

obecreueHns JIEITEIIBHOCTH OUOIMOTEKH, | OTBETCTBEHHOCTH OUOIMOTEKH.

yIIpaBICHUS peopraEmsanuy M opraHmsaunuy | [I09TOBBIE OTIIPABICHUS

HOBBIX IIOJIpa3/ic/ICHU YHUBEPCUTETA.
[TouToBEIE OTIIpaBIICHYS,
aJ[pecoBaHHEIE ONOIHOTEKE

FOPHINIECCKAM B QH3HICCKIM
JIWIIaM B paMKax
OCYIIECTBIICHAS IEATEILHOCTH
OUOIMOTEKH. Y TBEPKIACHHASL
HOMEHKJIaTypa Jies1 OnOIoTeKH

Tloapas/eneHys, OYAHEHHBIE IPOPEKTOPY TI0 06pa3oBaTeIbHOM NEATENbHOCTH

YupasneHue
uHGOPMAITHOHHBIX
TEXHOJIOTUHI

BremuciurenbHas ¥ 0QUCHAS TEXHAKA
U IpOrpaMMHOE 00eCIICUCHHE UL
(GyHKIHOHAPOBAHUSA OHOTHOTEKH.
KoncynpTanuoHHas IOMOIIb 110
HCIIOJIB30BaAHHUIO IIPOTPAMMHOT0
obecreueHus. MeKuii peMOHT
BBIMUCIATENHHOH B 0QHCHOH
texauku. Jloctyn gepes UCY k
CIyKeOHBIM JaHHBIM B paMKax
KOMITETEHIHH ONOIHOTEKH

3agBKH Ha IPUOOpPETEHHE
BBEIYHCIIATENEHON 1 OHCHOM
TEXHHUKH ¥ IIPOrpaMMHOIO
obecneucHus. 3aBKU Ha
OKa3aHWe KOHCYJIbTallMOHHOR
ITOMOINA ¥ MEIKHAH PEMOHT
BEIYHCIIATETHHON B 0QUCHOH
TEXHUKH. 3asIBKY Ha
npenocrasienne gepes UCY
JIOCTYTIA K CIIyKEOHBIM JJaHHBIM
B paMKax KOMIIETEHIUA
OUOIHOTEKH
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W3 narenseTBO [InaH BeITyCcKa M3AAHUH HA ...TOZ. 3agBKU Ha U3TOTOBIEHHE

CIIeIMTY VueOHUKY U yaeOHEBIe ITOCOOH, IPUHATHIX B 6ubImoTeke Gopm
H3[aHHBIE B YHUBEPCHTETE. noKymeHTOB. CBEIEHHA O
BubmoTtednnie GOPMBI JOKYMEHTOB | HEAOCTAIOIMUX LT
IS 3aIFCH B OUOIHOTEKY, HHGOPMALXOHHOTO
0(hOpMIICHHS KHYKHOM IIPOTYKIIAH, obecredeHus y2eOHOT0
IIEPHO/UECKHUX U TIPONOJDKAOIIEXCS | IIpoTiecca yIeOHUKaX M YICOHBIX
M3JJaHUH, CTaTHCTHYECKOTO yIeTa, MOCOOMSX, N3AHHEIX B
IPUHSTOTO B OHOIHMOTEKE YVHHUBEPCHUTETE

YuebHO- JlaHHBIE O KOHTHHI€HTE JlaHHBIE O

METOIMUIECKOE oOygarommuxcs. CBeieHus O KHHT000€CIIE4EHHOCTH

yIpaBJICHUE peau3yeMbIX B YHHBEPCUTETE y4aeGHOTO ImpoIecca.
HAIPaBIICHUSIX TOATOTOBKH U CaemeHus NI 3aII0HEHHS
06pa3oBaTeNbHBIX IPOrpaMMax. OIPOCHBIX (HOpPM, aHKET H T.II.
CaenieHus 0 PEKOMEHIyEMO# B
pabo9nx mporpaMMax JUCIAILIIAH
JIATEPATYPE

Cyx0a xagecTBa CranmapThl CHCTEMBI MEHEKMEHTA Ha cornacoBanue

kagectBa. CorinacoBaHHEBIE
pErIaMeHTHPYIOIHE JAEATENBHOCTD
OUOJIMOTEKH JOKYMEHTEI

periaMeHTHPYIOLIHE
JI€ATEILHOCTh ONOIHOTEKH
JOKYMEHTEL, IIOATOTOBJICHHEIC
10 CHCTEME MEHEKMEHTa
KauecTBa

Tloxpas/ieneH s, MOIYMHEHHBIC IPOPEKTOPY 110 6e30IacHoCTH y4eOHOro Iporecca

YmpaBneHue OXpaHbl

u 0e30IIaCHOCTH

Croucku pabOTHHKOB,
JOIYITEHHBIX K IIOIy4E€HHIO
KJIFOYEH OT TIOMEICHUN
oubmorexku. CIUCKH
pPabOTHHKOB, JOILyCKaEMbIX K
paboTe B TOMEIEHMIX
OHOIHOTEKH IIPU YCTAHOBJICHUH
OTPaHHUYECHHOT'O PEXHUMA JTOCTYII
Ha paboume MecTa

Ciryx6a moxapHOH WHCTPYKIHH 110 COOIIONEHHIO HOPM CBeneHHS O IPOBEICHUH
©e30macHOCTH, IIOXApHOM 6€30MaCHOCTH U ASHCTBUAX | HHCTPYKTaXEH 110 [0XKapHOH
TPKIAaHCKOH B YCJIOBHSIX UPE3BEUAMHON CHTyaluy | 6€30MacHOCTH U ICHCTBHAX B
000OpOHEI U YCIIOBHUSIX UPE3BBIYaHHOM
Ype3BBIYaiHEIX CUTYyalluH

CHTyarui

Ciyx6a oXpaHBI HHCTpyKIMH 110 OXpaHe Tpyaa U CBeneHUs 0 IPOBEIACHUH

TpyIa COOTIOICHHIO TEXHUKH 0E€30IIaCHOCTH. | HHCTPYKTaXKEH [0 OXpaHe Tpyaa

Hampasienus pabOTHHKOB Ha
IIJIAHOBBIE METUITMHCKIE OCMOTPEI

¥ TEXHHKE 0€30IaCHOCTH,
IIPOXOXKICHUN pabOTHUKAMH
ITAHOBBIX MEIUAITTHCKHIX
OCMOTPOB ¥ BHIIOJTHEHUIO
MEPONPUATHIA IO OXpaHe TpyAa
M TOIEPYKAHUIO 3I0POBbSI
pabOTHHKOB
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Ho,upaz,uenem/m, MOTUUHEHHEBIC IIPOPEKTOPY IO BOCIIMTATCIIBHOHN AEATEIBHOCTH

Ympapnerue 3agBKu HAa HHPOPMALILOHHOE Temarugeckue nog00pKu
BOCITHTATEIIEHOM obeclieyeHne MEPOTIPUATHH JIRTEPaTypHI X BEICTABKH
JIeITeIbHOCTH JIMTEPATYPHI 10 TEMaTHKE

IPOBOJIMMBIX MEPOIIPHUATHI

JlemapTaMeHT Pa3BUTHS M SKCILTyaTallii HMYIIECTBEHHOTO KOMIITIEKCA

Ympasnenue YTBepKICHHBIE IIIAHBI PEMOHTA 3asBKY Ha IPOBEACHUE
HAMYIIECTBEHHBIM IoMeInIeHu ONOIHOTEKH. IUTAHOBBIX PEMOHTHBIX paboT B
KOMIIJIEKCOM HOMETCHUSIX OUOIHOTEKH
AnvuHECTpaTHBHOE | JIMKBHIAIWA aBapMUHBIX CHTYallUH, 3agBKH Ha METIKUY TEKyIIUH
yIIpaBJICHHE IIPOBEICHUAE MEIIKUX TEKYIIHX PEMOHT U JIUKBHUJIAIIAIO
PEMOHTHBIX Pab0T. ABTOTPAHCIIOPT BO3HMKIIHMX aBapUHHBIX
VIS IEpEMETeHUs TOKYMEHTOB cuTyaril. 3asBKY Ha
OubamoTedHoro GhoHaa. IIPEOCTABIICHHE
aBTOTPAHCIIOPTA
Hpyrue 3asBKM Ha nprobpererne 11k porna | IIpadic-TucTH KHUTOTOPrOBBIX
OIpa3ICICHAS OUOIHOTEKH KHIDKHOR IIPOIYKIIHH, OpraHM3aIyi, H31aTEIbCTB,
YHHUBEPCUTETA IEPHOUIECKAX U IPOFODKAIOMHUXCS | IIOCTABIIAKOB SJIEKTPOHHBIX

W3IaHu, 3JIEKTPOHHBIX PECYPCOB H
JIOKYMEHTOB B MalllMHOYMTAEMOA
¢opme. 3asBKU Ha JOMOTHATEIHHBIC
YCIIyTH 0 HHGOPMAIIMOHHOMY
obecneuenuto. M3nanusa u
JOKYMEHTBI, TIOJIEXKAIINE
JUIATENTFHOMY XPaHEHHIO U
HCIIOJIB30BAaHUIO B HAYYHOH H
yueOHOM e TEIPHOCTH B
COOTBETCTBHH C IPUHATHIM B
YHHUBEPCHUTETE IOPSIKOM

PECYPCOB H 3JIEKTPOHHO-
OMOIMOTEUHBIX CHCTEM.
CaeneHus 0 3aJ0KHUKAX

8. B3BAMMOJIEMCTBHE C BHEIITHUMHU OPT AHU3AIIAAMUA

8.1. BubmmoTexa B3auMOMEHCIBYeT ¢ OHOJIMOTEKaMH, OpraHaMH HayJHO-TEXHHIECKOU
HHQOpMAIWK, ApXMBaMH, H3JATeNbCTBAMA W [p. NPSAUPHATHAMH,  YIPSXKICHUIMH,
OpraHH3aIMAMH, HMEIIUME HHQOPMAITHOHHEIE 6aHKA NAHHBIX, GOHMIBI H3/[aHKHA B COOTBETCTBAM
C HeiCTBYIOMHUM 3aKOHOATEIECTBOM, TOCYIapCTBEHHBIMH [IPOrpaMMaMH H I0OTOBOPAMH.

8.2. B3amMmoeifcTBYE ¢ BHEITHAMY OPTraHM3alisIMHI IPABEIEHO B TabuIe 2.

Tabmmna 2
Tun/HanMeHoBaHHe
Iosyaaer IIpenocraBisier
opraHu3anua
Kuauroroprossle Kamxnas OpONYKIWs, | 3assBKA  Ha  IpHOOpeTeHHe
OpraHu3alul JIOKYMEHTBl B MAalIHHOYUTAEMOH | KHHKHOA TIPOTYKITHH.

dopme, GuHAHCOBEIE NOKYMEHTHI | JIOrOBOPBI, KOHTPAKTEL
JUIS OIIATHI U ITOCTAaHOBKH HX Ha

OHOIMOTEUHBI W OyXTalTepCKHUM
yder
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ITocraBmuku DIIEKTPOHHBIE pecypchl, | 3asBKH ~ Ha  IpHOOpETEHHE
3JIEKTPOHHO- 3IEKTPOHHBIE OUOMMOTEKH, | SIEKTPOHHEIX PECYPCOB.
OUOMMOTEYHBIX CACTEM B | GMHAHCOBEIE JOKyMEHTHI i | JIOrOBOpBI, KOHTPAKTHI
3JIEKTPOHHBIX PECYPCOB OIIaTHl ¥ TIOCTAaHOBKM HX Ha

OMOIMOTEUHBIA W OyXTalTepCKUH
yder

ArentcrBa 1o mogmucke | Ilepromuyueckue U | 3asBKkM Ha  IIPHOOpETEHHE
Ha IepUOTUIECKUE IPOIOIDKAIOIIUECS U3IaHUs, | IEPHOIHIECKIX a
H3TaHUI (GuHAHCOBBIE [OKYMEHTHl I | IIPOJOJDKAIOIIHXCS H3aHUH.

omatel W IIOCTAHOBKM HX Ha
OHOTMOTEUHBIM U OyXTalTepCKui

I[OFOBOPBI, KOHTPAKThIL

ydeT
W3parenscTBa H Kawxnas Oopofykiums, | 3asBKA ~ Ha ~ IpHOOpeTeHHe
W3IAOINHE OPTAaHA3aUA | JOKYMEHTEl B MAITMHOYHMTAEMOM | KHIDKHOM TIPOAYKIHH.

dopme, GUHAHCOBEIE IOKYMEHTEHI
JUIS OILIATHI M MTOCTAHOBKH HMX Ha
OHOIHMOTECYHBIA U OyXTanTepcKui

JIoroBOpHI, KOHTPAKTEI

ydeT
FOpunudeckue u gactHple | Jlapsl B BHJAE  KHIDKHOM | AKTBI, TOATBEPXKIAIOIINC daxt
hiviig| IPOAYKIMH, HNEPHOAUYECKAX H | JapeHHs

IIPO/TOIDKAFOIIAX CS H3JaHUH,

JIOKYMEHTHI B MaIlMHOYHTAEMOM
bopme

9. MTPUJIOKEHMSA

TIpuioxerue «MaTpHIa OTBETCTBEHHOCTH JOIDKHOCTHBIX JIAII M OT/IETIOB/CEKTOPOB OHOMMOTEKM
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[Ipunoxenue

x ITOJIOJXKEHUIO

«O 6udmoreke CIIGIMTY »
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ManI/IIIa OTBETCTBEHHOCTH NOJIKHOCTHBIX JIMIT 1 OT)IGJIOB/ CCKTOPOB O6uOmMOoTEKH

Haumenosanue padboT (IpOIECCOB)

ITepedeHb JOJDKHOCTHBIX JIMI] X OTZEJIOB
OHOIMOTEKH

1

2 |13 |4
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10 |11
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11 | 12

Oprammsanws 1uddepeHIIpOBaHHOr0 06CITy KIBAHIT
guUTaTENeH B UATANBHBIX 3aj1aX, Ha aD0HEMEHTaX | IPYTHX
IIyHKTaX BBIIAYH [0 ¢JUHOMY YHTATEIbCKOMY OMIIeTy C
IpPUMEHEHIEM METOIOB MHIMBHTYITbHOTO U TPYIIIOBOTO
00CITyKHBaHHA

@)

o/
P

@)

g O
g O
=g O
3 O
g O
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IIpenocTasieHne MOTHOK HHGOPMALIME O COCTaBEe
oubnroTegHOTo (POHMA Yepe3 CUCTEMY KaTaloroB,
KapTOTeK U ApyTHe GopMbl OHOITHOTETHOTrO
rH(}OPMUAPOBAHUL

O/

g O
=g O
g O
=g O
3 O
e}

Oxa3aHue KOHCY/JbTAFOHHOM IIOMOIIY B IIOACKE H
noa6ope AOKYMEHTOB X HH(QOpMAIii

e}
=
e,
v}
v}
v}
v}

BsIaga BO BpPEMEHHOE TI0JIb30BaHME JJOKYMEHTOB
6uOIroTegHbIX HOHIOB

!
F OO
=g O
g O
g O
=g O
]

IlonydeHue JOKYMEHTOB TI0 MEXOHOIHOTETHOMY
aboHeMEeHTy w3 JPYTUX OHOIHOTEK

IMoxrotoBka GuONMOrpadmIecKux yKa3aTeleH, CIIMCKOB,
roco6uif B TOMOIIL Hay4dHOM 1 yde6H0H paboTe By3a

al "o

BEIIOTHEHNE TEMATAYECKUX, JPECHBIX M IPYTUX BUIOB
CcIpaBok, 6ubmrorpadgmaeckux 0630poB

OpraHu3aiys TeMaTAIeCKhX, HH(OPMAIMOHHbIX,
FOOIIEHHEIX BEICTABOK JIUTEPATypPhl, B TOM THCIIC
BHPTYaJIbHBIX

o O O ©of O O

P/|P/|P/|P/|P/ | P/

BrlasieHue, W3ydeHHe U CUCTEMATHIECKOe YTOTHEHHC
HH(OPMaIMOHHEX HOTPeOHOCTEH BCEX KaTeTopHi
obywaromuxcs, HITP, pyKOBOACTBA, By3a

g O

O6yueHre ¥ IPUBATHE HABBIKOB OMCKA HH(QOPMAIH 1
€€ NpUMEHEHII B yIeOHOM H HayqHOM IpOLeccax,
yMEHHe OpHEHTALIH B CIPaBOYHO-6HOIHOrpaduaecKoM
armapate GuONHOTeKH, HHQOPMAIMOHHBIX CHCTEMAaX 1
0a3 TaHHBIX

FO|l 8Ol 8O O|”O

O6ecniedeHre KOMINIEKTOBaHU ()OHIa B COOTBETCTBHH C
06pa3oBaTeNbHEIME IIPOTPaMMaMH, Y4eOHBIMH TLTAHAMU U
TeMaTHKO} Hay4HEIX HCclenoBanuii. [IpuobpeTenre Beex
BHJIOB M THIIOB JOKyMEHTOB B IIEYaTHOM BHJIE.
CaMOCTOSATENLHOE ONPEeeHAE HCTOYHIKOB
KOMIUTCKTOBaHUs (HOHJIOB

g O

OcCyInecTBIEHHE IO/IIMCKA Ha SIEKTPOHHEIE PECYPCHI U
npuobpeTenue i1 OHOIHOTEHOTO (POHNA TOKYMEHTOB B
DIIEKTPOHHOM BHIIE

50
ae)

H3yueHune CTeNeHN yOBIEeTBOPEHH)S YHTATEIbCKOTO
CIpoca ¢ NeNbl0 KOPPEKTHPOBKH IITAHOB
KOMILIEKTOBaHUs ()OH/OB, INTAHMPOBAHHUS BBIITyCKa
JIMTEPATYPhL BY30M U IIPUBEICHHSA B COOTBETCTBUC
nH(OPMALIOHHBIX IOTPEOHOCTEH YuTaTe IEH U COCTaBa
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¢t oHIOB

OcyImecTBIEHHE yIeTa U PacIpeIeeHns TOKyMEHTOB 110
(bormam, OH6THOTEKH

5O

PampoHANLHOE pasMelnenre GOHNO0B, 00eCIeIeHHe HX
COXPAaHHOCTH, PeXKIAMa XpaHSHHS, peCTaBpaltii 1
KOHCEpBalusi

UsbATHE B peaTi3alis JOKyMEHTOB 13 OHONHOTETHOTO
(oH/a COTIIACHO IOPSIKY HCKIFOIEHNS TOKYMEHTOB,
COITIACOBAHHOMY C ydpeIauTeNieM 6UOMHOTeKH

Benenve cucteMbl OHMOJIHOTETHBIX KaTaJ0r0B, B TOM
YUCIIE B DJIEKTPOHHOM BH/E, MIO3BOJIAIOINUX OIICPATUBHO
OPEIOCTaBIATh YATATEILIM Pa3IHIHbIC YCIIyTH B
ABTOMATHU3UPOBAHHOM PEXUME
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ROl 8O
g
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VaacTie B CO3IaHMH CBOJHBIX KaTAJIOTOB, B TOM HHCIIE
SNIEKTPOHHBIX

@]
}-U

TIpoBe/eHIe METOIMIECKOH paboThl (AaHATHTUIECKOH,
OpraHu3aMoOHHOM, KOHCYIHTAIOHHOH) TI0
COBEpIICHCTBOBAHUIO BCEX HAIIPABJICHUN MEATEIBHOCTH
6uOIHOTEKH

BHeapenye MepefoBbIX OUOIHOTEIHBIX TEXHONIOTHH,
pe3yJIBTaTOB HAYYHO-MCCIEN0BaTeNbCKIX paboT

HpOBene}me COIUOJIOTHYCCKHX HCCIIeIOBaHUI C LETBIO
H3Y4CeHHA YATATEIIECKUX HHTCPECOB

OpraHu3aiys CHCTEMBI IOBEIITCHNA KBATH(UKAIIIH
paboTHUKOB OGUONHOTEKH

i O ¢

BeneHve X03sHMCTBeHHON ASSTEILHOCTH B IIEIAX
pachIMpeHuys IepedHs NPeN0oCTaBIIeMbIX TATATEILIM
YCIIyT ¥ pa3BUTHA OUONHOTEKH IPH YCIOBUY, UTO 5TO He
HAHOCHT yIep0a OCHOBHOM NEATEIEHOCTH

ol O O ©

1. PacmmdpoBka 0603HAYEHHMI, ONPEIEIIONUX PO B BEIIONHEHHH paboT:

O — OTBETCTBCHHEIH, OTBEYAET 3a IIPOBE/ICHHE M KOHEUHEIH Pe3yIbTaT paboTsl;

P — mpoBomut paboty;
C — cozlefiCTBYET B TPOBEACHUHU PabOT.

2. ITudpsl, ykaszaHHbIe B TaOIALE, B BELICIECHHEIC JXUPHBIM MPH(YTOM, 0003HATAIOT
JOIKHOCTHBIX JIMI] ¥ OTAENBI X CeKTOpa OMOIHOTEKH, yIaCTBYIOMKE B pealln3alliy IIporecca:

3aBenyromuii 6uOIMOTEKOH
3aMecTHTEb 3aBeyrommero 6ubnuoTeKon
OKMO

Otpnen 6ubmmorpadun

Hb

a3

Vb

U3 Vb

CexTop TyMaHHTapHOH TUTEPaTypPhI
43 OoMII

CeKTOp 3IEKTPOHHBIX PECYPCOB
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10. JIMCT COIVIACOBAHUA
PazpaGoTano:
3aBeAyIONIIit ¥ / E.I'. Pacmuiernna 20,01+ ADA%
JIOJDKHOCTB JIMYHAs TTOATIHCH pacmudpoBKa MOJIIHCH nata
L e Jlo/xkHOCTH ®.1.0. IMoanucy Hara
n/n moJpa3aeseHus
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1 2 3 4 5 6
| Pexropar [TpopexTop o O/ E.P. Cuucnsesa % / A0, 24 R
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’ k]
3 Pexropar IIpopextop mo BOIT | A.IL Hpoxconemy@\/ 24 45,2
i
4 PexTopar [IpopexTop mo BP A.b. AxonsH dﬂ/{fé@, 3. AL
5 Byxrantepus I'maBHEI Oyxrantep J.I'". Moganosa '776 W
6 YMY Havansuuk C.H. ITocTHHKOB %V/ B Iel
7 VHO R ITRRR O.A. Caitgaenko /_/77”%’?/’@;?/
yIIpaBJICHUS
8 APuOUK IupexTop M.A. MonTpeszop (/} L o R e kil
/ /
9 V3II Hauansauk B.H. Oneiinnkos (W L 1F A7
= iz
10 1IOxK g AT
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11 Cnyx6a xauectBa | Haganprux ornena | M.B. Cxymapmosa q e A 2, 2R




