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1 O6nacty npuMeHeHnst

Hacrosimee [lonojxeHne ycTaHaBIMBaeT OCHOBHBIE 3aJaud M (YHKIMM OHOIMOTEKH
Qunuana ¢denepasbHOr0 roCyJapCcTBEHHOIO OIOJDKETHOIO 00pa30BaTENBHOIO YUPEKACHUS
Belcuiero oOpasoBanus «llerepOyprckuil rocynapcTBeHHBI YHUBEPCUTET IyTeH COOOIIEHUsS
Nmneparopa Anekcanapa |» B r. Pa3anu (nanee — @unuan).

2. HopmMaTuBHBIE CCBLIKHU

Hacrosmee Ilonoxxenue pa3paboTaHO B COOTBETCTBUU € TPEOOBAHHSIMH CIEAYIOLIUX
HOPMATUBHBIX JOKYMEHTOB:

®denepanpHoro 3akona ot 26 nekadbps 2012 roma Ne273 ®3 «O6 obOpa3oBaHuU B
Poccuiickoit denepanuny;

®denepanpHoro 3akoHa ot 29 nexadps 1994 r. Ne78-D3 «O 6uOIMOTEYHOM JIeTIe;

®enepanbHoro 3akoHa ot 27.07.2026 Nel49-d3 «O6 nnpopmanyu, HHPOPMAITMOHHBIX
TEXHOJIOTHSX U O 3alUTe UHPOPMAIIH;

[Ipukaza MunucrepcrBa KyiabTypbl Poccun ot 8 oxtabpsa 2012 r. Ne 1077 «O0
YTBEPKACHUH MOPSJIKA yueTa JOKYMEHTOB, BXOIAIINX B COCTaB OMOIMoTeyHOro hoHma;

VYcraBa YHHUBEpCUTETA;

[Tonoxxenus o Ps3zanckom punuane TITVIIC.

3. Onpenesienust

B nacrosimem IlonmokeHnH TpPUMEHEHBI CIEAYIONIME TEPMHHBI C COOTBETCTBYIOIIMMHU
OTpeeICHUsIMU:

AOoHeMeHT 0noIMoTeKH - dopma O1OIMOTEYHOT O o0cyX1BaHUS,
npelycMaTpuBaionias BblAadyy JAOKYMEHTOB Ui HCHOJb30BaHUS BHE OuOmuoTeku (Ha
OTPEICTICHHBIX YCIOBUSIX).

ba3za panHbIX - Ha0oOp JaHHBIX, KOTOPBI JOCTAaTOYEH MAJSl YCTAHOBJICHHOW LENH U
IPEJICTaBJIEH Ha MAlllMHHOM HOCHUTEJE B BHJIE, O3BOJIAIONIEM OCYIIECTBISATH aBTOMATUYECKYIO
nepepaboTKy cojieprkaliencss B HeM HHPOpPMaLUK.

bubauorpadguyeckass ycayra - pesyinbrar Oubmuorpaduyueckoro oOCTy>KHBaHHUS,
YJIOBJIETBOPSIOMINN TOTPeOHOCTH B OuOImorpaduyeckoit HHGpOpMaIum.

bu6anoreuynasi yciayra - KOHKpPETHBIM pe3yiabTaT OHOIMOTEYHOTO OOCITYKHUBaHUS,
YIOBJIETBOPSIONINI OMpPEEICHHYI0 TMOTPEOHOCTh TMONb30BaTeNsl OuOIMOTeKH (BbLAAY) U
a0oOHMpOBaHME JOKYMEHTOB; MPEAOCTABICHHE WH(POPMAIIMKA O HOBBIX MOCTYIUICHUSX, CIPaBKH,
BBICTABKU, KOHCYJbTAIIUU U T.J.

Bbu6anoreunoe o0ciay:KMBaHHe - COBOKYIHOCTb pa3HbIX BHUJIOB JESTEIbHOCTH
O6MOIMOTEKH MO YAOBJIETBOPEHHIO MOTPEOHOCTEH ee Mojb3oBaTesel, MyTeM IpeloCTaBICHUs
OMOTMOTEUHBIX YCIIYT.

JIOKyMEeHT - MaTepHallbHbId HOCUTENb JaHHbIX (Oymara, KWHO- U ()OTOIUIEHKA U T.J.) C
3alMCaHHOM Ha HeM wuHQoOpMaluen, NpegHa3HAauYeHHBIH I €€ TMepeJadyd BO BPEMEHH U
npocTpaHcTBe. JJOKyMEHTBI MOTYT COJIepKaTh TEKCThI, U300paKeHUs, 3BYKH U T.II.

KomnuiekToBanue ¢oHAa - COBOKYIHOCTh IPOLIECCOB BBISIBICHUSA, OTOOpa 3akasa,
npuoOpeTeHusi, TOJy4YeHUS U PErucTpaludyd JOKYMEHTOB, COOTBETCTBYIOIIMX 3aJauam
OuOMoTeKH, MHPOPMAITMOHHOTO IIEHTpA.

CnpaBoyHO-MHGOPMALMOHHOE O00CJHYKHBAHME - COBOKYIIHOCTh IIPOLIECCOB IIO
yIIOBJIETBOPEHUIO MHPOPMAIIMOHHBIX 3alIPOCOB, OTpeduTenei nudopmanuu.
CripaBoYHO-TIOUCKOBBI  anmmapar - COBOKYIHOCTb  HH(OPMAalMOHHO-TIOMCKOBBIX

MacCHBOB, COJIepKalllnX JaHHBIE 00 ajpecax XpaHEHUs B MHPOPMAIIMOHHO-TIONCKOBOM CHCTEME
JIOKYMEHTOB, C OTIpeIeIEHHBIMH MOMCKOBBIMU 00pa3aMu TOKyMEHTA.

Yuer ¢oHaa - KOMIUIEKC OTEpaIii, 00ECTIEYNBAIOIINX MOJYICHHE TOYHBIX JTAHHBIX 00
o0Beme, cocTaBe IBHKEHUS (JOH/IA, €Tr0 CTOUMOCTH.

MBA — MexOn0IMoTeYHBI A00OHEMEHT.



dopmupoBaHue (POHIA - COBOKYIHOCTH IMPOIECCOB KOMILUIEKTOBAHMS, OpraHU3alNU
don1a, UCKITIOUEHUS JOKYMEHTOB, a TaKXkKe YIpaBlieHus (POHIaMU.

4. O003HAYEHUA ¥ COKPAIIIEHUSA

B nacrosimem Ilosioxennn npuMeHEHbI CIEAYIOIINE COKPALLIEHUS :

Yuusepcurer - ®I'BOY BO «llerepOyprckuii rocyaapcTBEHHBIM YHUBEPCUTET ITyTeH
coobmenus Mmneparopa Anexkcanapa I»

Ounmmain - Gunnan GI'BOY BO «lleTepOyprekuit rocyqapcTBEHHBIM YHUBEPCUTET MyTEH
coobuienus Mmneparopa Anekcanzapa |» B r. Pazanu (Ps3anckuii pumman [II'YIIC)

MEBA - Me:xOubInoTeuHblii a0OHEMEHT.

5. O01mue noJ10KeHUs!

5.1. bubnuoreka SABISIETCS BaXKHEHIIUM CTPYKTYPHBIM MOJpa3jeneHuemM Psszanckoro
Oummana [II'YIIC, obecrieunBaromumM JIMTepaTypoit U nHpopmarmed yaeOHO-BOCTTUTATEIbHBIN
IIPOLECC, a TaKXe LEHTPOM pACIPOCTPAHEHMsI 3HAHUM, AYXOBHOI'O U HHTEIEKTYaJIbHOTO
oO1eHus.

5.2. bubmmoreka B CBOEH JAEATENBHOCTH pyKoBoAcTByercs KoHcTuTyrmei
Poccuiickoii denepannu, TOKyMeHTaMU MO OMOIMOTEUYHOMY Jiedy W APYTUMU HOPMATUBHBIMU
aKkTaMd OpraHoB yIpaBieHus oOpazoBaHueM Poccunm 1o BompocaMm, OTHECEHHBIM K HX
KOMIIETEHIINH, a TaKke HacTosuuM [lonoxeHnuem.

53. OOmee MeToAMYECKOE PYKOBOJCTBO OMOMMOTEKOW Duimana, HE3aBUCHUMO OT
BEJIOMCTBEHHOMU MOJYMHEHHOCTH, OCYUIECTBIISIIOT LentpanbHas OuOIMOTEYHO-
uHpopmanronHass komuccust ['ockomBy3a Poccum, Hayuno-rexHudeckas OuOimoreka
YHuBepcurerTa.

6. OcHoBHbIE 3aa4H 0M0JIHOTEeKH PHiInAaIa

6.1. TlomHoe u omepaTuBHOE OMOMMOTEYHOE M WH(MOPMAIMOHHO-OMOIHOrpadudecKoe
o0CITy’)KMBaHHE CTYJIEHTOB, IpenojaBaresei, HHXeHEPHO-TEeXHUYECKOro MepcoHana U APYTrux
kareropuil kontuHrenta Psazanckoro ®@unuana [II'VIIC B cooTBeTCTBUM ¢ MH(OPMALOHHBIMU
3arpocamMH Ha OCHOBE IIMPOKOT'0 10CTyMNa K (POHIaM.

6.2. ®opmupoBanue Oubmmoreunoro (onma B coorBeTcTBHM ¢ npoduiem Duimana,
00pa3oBaTebHBIMU MIPOrpaMMaMH, HH(MOPMAITMOHHBIMU MOTPEOHOCTIMH YUTATEIEH U C yU4EeTOM
®denepallbHOTO CIHUCKA 3KCTPEMUCTCKUX MAaTEPHAIIOB.

6.3. Opranusanus U BeJeHHE CIIPABOYHO-OMOIMOrpauyecKkoro ammapara: KaTajioros,
KapTOTEK U 0a3 TaHHBIX.

6.4. YyactMe B BOCIUTATEIbHOW M T'YMaHUTApHO-TIPOCBETHTEILCKOW JEATEIIbHOCTH
Pszanckoro ®dunuana TII'YIIC, ¢gopmupoBanue y oOydaromuxcsi COUUATbHO-HEOOXOIUMBIX
3HAaHUH U HaBBIKOB, IPAXKAAHCKOM MO3UIIMHU, TPO(PECCHOHAIBHBIX HHTEPECOB.

6.5. Bociuranue OMONMMOTEYHO-MH(POPMAITMOHHONW KYIBTYphl, OOy4YeHHE dYHTaTeleH
COBPEMEHHBIM METOAaM MOUCKa HHPOPMALIUH.

6.6. CosepmieHcTBOBaHHE PabOTHI OMOIMOTEKM HAa OCHOBE BHEIPEHUS COBPEMEHHBIX
TEXHOJIOTUI U KOMITbIOTEpU3aLUU OUOINOTEYHO-UH()OPMAIIMOHHBIX MTPOIIECCOB.

6.7. KoopauHanus JesATCIILHOCTH OWOJMOTEKH C TOApAa3CICHUSIMH PsS3aHCKOTO
Owmana [II'YIIC, oO0mecTBeHHBIME OpTaHU3AlMSIMH, HWHTETpallds U B3aUMOJICHCTBHE C
O1OIMOTEKaMH JPYTUX CHUCTEM U BEAOMCTB, OpraHaMU HayYyHO- TEXHUYECKON HH(pOpMaLiH.

7. DyHKUMU OUOJIMOTEKH

7.1. becnnatHOo oOecrieunBaeT YUTaTENEi OCHOBHBIMU OMOIMOTEYHBIMHU YCITYTaMH.

7.2. PacmmpsieT acCOPTUMEHT OMOIMOTEYHBIX YCITYT, TIOBBIIIAET UX KAYeCTBO HA OCHOBE
TEXHUYECKOTO OCHAICHHS OMOIMOTEKH, KOMITbIOTepU3allii MHPOPMAITMOHHBIX MTPOIIECCOB.



7.3. OcymecTBisger OHONMMOTEYHOE, a TaKXKe CIPaBOYHO-OMOIMOrpaduyeckoe u
UH(POPMALIMOHHOE 00CTY)KMUBAaHUE YUTATEIICH:

— opranm3yeT Au(QPEpeHIIMPOBAHHOE OOCITY)KMBAaHHE YHUTATENCH B UYUTAIBHOM 3aje, Ha
aboHeMeHTe, coueTas METObl HHIUBUAYaJIbHOTO M TPYIIIOBOTO O0CITYKUBaHUS;

— TPOBOAMUT KYJIbTYPHO-BOCHHUTATEIHHYIO M IMPOCBETUTEIBCKYIO padOTy C YHTATEISIMH,
UCIONB3Ys OnbOInoTeuHbIe (hOpPMBI PabOTHI;

— o0ecrieunBaeT MOTPEOHOCTH 4YHMTaTENled B MHGOPMAIIMHM O COOBITHSX OOIIECTBEHHOU
JKU3HU, O HOBEHIIMX JOCTMIKCHUSX HAYKM W TPAKTHKH, KYJIbTYphl U HCKYCCTBA,
UCIOJB3YS (OPMBI HHIUBUIYATHHOTO, TPYNIIOBOTO M MaCCOBOTO UH(DOPMHUPOBAHUS;

— cocTaBisieT OmONMMorpaguyecKue CIUCKH, BBITOJIHAET OMOnMuorpaduyecKue CIpaBKU H
T.JI.

7.4. VI3yyaeT CTemeHb YJOBIETBOPEHHUS YHUTATEIBCKOrO CIpoca. AHalU3UpyeT
00€eCIeYeHHOCTh CTY/ICHTOB YUCOHHKAMU ¥ YI€OHBIMU MTOCOOUSMHU.

7.5. OcymecTBisIET y4deT, pa3MelIeHHEe W MpoBepKy (OHIOB, obOecrneunBacT uX
COXPaHHOCTh, PEXHUM XpaHeHus. Vckimoyaer IOKyMEeHTHI u3 OubimumoredHoro QoHma B
COOTBETCTBUU C JICHCTBYIOIIMMH HOPMAaTUBHBIMH akTaMu. OCYyIIECTBISIET OTOOP HEMPOPHUIBLHBIX
U TyOJICTHBIX JIOKYMCHTOB.

7.6. Bener cucreMy OMOTMOTEYHBIX KAaTaJOTOB U KAPTOTEK C IEJIbI0 MHOTOACTIEKTHOTO
OoubmorpadguuecKoro pacKpbITUs POHIOB.

7.7. Co3maer »SIEKTPOHHBIN KAaTajor, TMO3BOJSIONIMI OMEpaTUBHO MPEIOCTABIATH
YUTATENSIM Pa3INYHbIC YCIYTH B aBTOMAaTH3UPOBAHHOM PEKUME.

7.9. 1lpoBOAWUT KOHCYIbTAallMM IO OCHOBaM HH(POPMAIMOHHO-OUOIHMOrpaduyecKkoit
KyJbTYpbl, O0Oy4aeT uuTarejeil COBPEMEHHBIM MeETOJAaM IMOMCKa HWHpOpManud B
ABTOMATU3UPOBAHHBIX UHPOPMAITMOHHO — OMOIMOTEYHBIX CHCTEMAaX.

7.10. PaGoTaeT B TECHOM KOHTAaKTE C MPEIOIaBaTeNIMHI, METOAMCTOM U aIMUHUCTpaNnei
Ps3anckoro ®@unuana.

8. Ynpasienune. MaTepuaibHO-TeXHUYeCKOe odecrieyeHne

8.1. PykoBoacTBO OMOIMOTEKOH OCYIIECTBISET 3aBEAYIOIINH, KOTOPBIH MOAYUHSIECTCS
HEMOCPEACTBEHHO JUPEKTOPY (uiinana u siBJAsS€TCS WICHOM MeJarorn4eckoro CoBeTa.

8.2. 3aBemyrommuii HECET OTBETCTBEHHOCTH 3a Pe3yJbTaThl PabOTHI B Mpeeiiax CBOCH
KOMIIETEHIIHUH.

8.3. Pacxompl Ha cojepkaHHe OHOTHMOTEKH IPEAyCMATPUBAIOTCS B OOIIEH cmere
pacxon0B Pazanckoro @unuana [I'YIIC.

8.4. Anvuuucrpamms — Qunmmana  obecmieumBaeT — OMOMMOTEKY  HEOOXOIMMBIMHU
6J1ar0yCTPOEHHBIMU U 00OPYOBAaHHBIMU CITY’K€OHBIMU U IPOU3BOJICTBEHHBIMU MTOMEIICHUSMH B
COOTBETCTBUHM C JEHCTBYIOIIMMH HOpMaMHu, OOOpyIOBaHHWEM, TEXHUYECKHMH CPEIICTBAMH,
MHBEHTapeM, 3JI€KTPOHHO-BBIUMCINTENIbHOW, KOMUPOBAIbHO-MHOXKUTEIBHON U KONMUPOBAIBHON
OPITEXHHUKOM.

8.5. bubnnoreynble pabOTHUKM HECYT OTBETCTBEHHOCTh 3a COXPAaHHOCTh ()OHJOB B
COOTBETCTBUH C JACUCTBYIOIINM 3aKOHO/IATEIIHCTBOM.

8.6. IlpaBuna monbp3oBaHUs OMOIMOTEKOW COCTABISAIOTCS Ha OCHOBaHMU I[IpHMMepHBIX
NpaBWI TMOJb30BAHUS OHOIMOTEKOW C yYETOM KOHKPETHBIX YCIOBHH W YTBEPKIAOTCS
JTUPEKTOPOM.

8.7. buOimmoTeka BemeT JOKYMEHTAIMI0O W OTYHTHIBACTCI O CBOCH paboTe B
YCTAHOBJICHHOM IOPSJIKE.

9. IlpaBa 6u0IMOTEKH

9.1. [TIlpexncraBmare Ps3anckuii @unmman B pa3THYHBIX YUPEKICHUSIX, OPTaHU3AINAX B
npezenax CBOCH KOMIIETEHIIMU: MPUHHMATh ydyacTHe B padoTe COBELIAHHH, CEMHUHApOB IO
BOIpOcaM OMOIMOTEYHOTO Jiesia U HH(pOopMamoHHO-0uOInorpaduuecKon e TeNbHOCTH.



9.2. 3HaKOMUTHCA C y4eOHBIMHU MJIaHAMU, MPOTPaMMaMH, TUTAHAMH BOCIIUTATEILHOMN
pabotel Qunmana. [lomyyaTb OT CTPYKTYpHBIX MOApA3JeNeHH MaTepualbl U CBEJCHHS,
HEOOXOIMMBIE JIJISl PEIICHUS TIOCTABJICHHBIX TIepel OMOIMOTeKOH 3a/1a4.

9.3. OcymecTBIsITh B YCTAHOBICHHOM MOPSJIKE COTPYAHHYECTBO ¢ OMOIMOTEKAMHU U
UHBIMHU YYPESKICHUSIMHU M OPTaHU3aLUSIMH.

9.4. BHOCUTH IPEATIOKEHUS IO CTPYKTYPE U IITATHOMY PACIIHCAHUIO.

10.0TBeTCTBEHHOCTH OHOJIMOTEKH

10.1. bubnamoreka HeceT OTBETCTBEHHOCTh B YCTAaHOBJIEHHOM 3aKOHOAATEIHCTBOM
HOpsIKE 32 HEBBINOJIHEHHWE (YHKIMN, OTHECEHHBIX K €€ KOMIIETCHIIMM W COXPaHHOCTh
OMOIMOTEYHBIX (DOHIOB.

10.2. Corpynnuku OMONIMOTEKHM, BHHOBHBIE B MPUYMHEHUH YyiiepOa OHOIMOTEYHBIM
(doHIaM HECYT OTBETCTBEHHOCTD, IIPETyCMOTPEHHYIO JEHCTBYIOMINM 3aKOHOAATEIILCTBOM.

10.3 bubmuoreka B3aMMOJIEHCTBYET €O BCEMH CTPYKTYPHBIMH TOpa3AeICHUSIMH
®dunmana mo Bompocam:

- KOMIUIEKTOBaHUS (POHIa OMOIHOTEKH;

- O6ubamoreyHo-6ubIMorpadguuecKoro ¥ UHPOPMALIMOHHOTO 0OCTYKUBAHUS;

- (uHaHCUPOBaHUS;

- MaTepUaIbHO-TEXHUYECKOTO CHA0KEHHUS.

3aB. OMOJIIMOTEKON:



