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1. O6mue mo10keHusI

1.1. IIpaBuna monb3oBanms HHGOPMAIIMOHHON M MaTepHaIbHO-TEXHHYECKOH 6a3oif
HH()OPMaHOHHO-OH6IHOTEYHOTO nenTpa (MBLI) xomremka pa3spaboTaHBI B COOTBETCTBHH ¢
JCHCTBYIOIMM  3aKOHOJATENBCTBOM PoccHiickoit Denepanii 0  GUOIHOTEYHOM 1€le M
MOJTIOKCHUEM 00 HHPOPMAIHOHHO-0HGTHOTEUHOM LIEHTPE KOJUIEIKA.

1.2. IlpaBuna mosb30BaHUs MH(OPMALMOHHON W MaTepUalTbHO-TEXHUUECKON 6a3oif
UH(pOPMATHOHHO-6HOIHOTEYHOTO [ICHTPa KOJIeDKa (majee — IpaBuIIa) PETIIaMEHTUPYIOT
-OOIIKH MOPSTOK OpraHu3aIMy 06CITyKUBAHUS MTOITH30BATE/EH UBII, npasa u o6s3anrocTH UBL]
1 TIOJIE30BATeIIs, OTBETCTBEHHOCTS I10JIb30BATEIIeH 3a HApYIIEHHEe HACTOSIIHX IIPaBUIL.

1.3.B Hacrosmmux mpaBmiax UCIIOJIB3YCTCSl  ONPENETICHHE TePMUHA . «[OKyMeHT -
MATepHabHBIH 00BEKT ¢ 3aQuKCHPOBaHHOM Ha HeM mHDOpPMamyeit B BHIe TEKCTA, 3BYKO3aINCH
WIH U300paXeHHs, TIPeAHA3HAYEHHBIH T Tlepeiadd BO BPEMCHH M IIPOCTPAHCTBE B IIEJISX
XPaHCHHS U UCTIOTB30BAHUS.

1.4. Hacrosimue npasuma, BHOCHMBIC B HUX JOIOJNHEHHS 1 U3MCHEHHS, YTBEPIKAAIOTCS
IIPHKa30M JTUPEKTOpA.

¢

2. llpasa n 00SI3aHAOCTH HOIB30BATE el

2.1. Iome3oBarensmu HWBI] sasiores: 00y4alOIHecs], MPEIoaaABaATE bCKII COCTaB,
MHBIC KATETOPHH PabOTHHKOB KOJIIEKa (Haee — MOJIb30BATEIN).

2.2. Tlomp3oBarennm WMEIOT NpaBo OECIIATHO B YCTaHOBJICHHEIE UBIT cpoku
TTOJIE30BATECST OCHOBHBIMM BHIAMH OHOTHOTECUHO-HH(OPMALIHOHHEIX YCITyT:

- TONy4aTh W3 (OHAA IS BPEMEHHOTO MONB3OBAHHS B UHTAIBHOM 3aje HIN Ha
aboHEMeHTe ro0Ble  yueGHBIE W METONMYECKHE  HM3NaHWS, HayYHBIe MaTepHaEL,
HEONyOIIMKOBAHHBIE TOKYMEHTHI HUTH HX KOTIHH,

- HOMydaTe  OCTYN K WHQOPMAIMOHHO-TENEKOMMYHHKAMOHHEIM  CeTSM ¥
IPO(EeCCHOHATBHBIM 6a3aM TaHHBIX;

- TIOJTyHaTh TMOJHYIO0 HH(OPMAIHIO 0 cOcTaBe (OHIOB WBII yepe3 cucremMy KaTaaoros u
KapTOTEeK U Apyrue GopMbl OUOIHOTEYHOTO HH()OPMHPOBAHMUSL,

- HOJTY"aTh KOHCYIbTATHBHYIO OMOIIb B TIOMCKE M BBIOOPE HCTOUHHKOB HH(pOPMAITHH;

- TIPOMVICBATE CPOKH TMOJIb30BAHHS NOKYMEHTaMH W HH(OpMamweit B YCTaHOBJICHHOM
MOPSIIKE;

~YH1acTBOBATE B MEPONIPHATHSIX, IPOBOIUMBIX HHMOPMAIHOHHO-GHOIHOTECUHBIM LEHTPOM
2.3. Ilonp3oBareny 06s3aHbI:

- OEPEXHO OTHOCHUTHCS K AOKYMCHTaM, IOJIy4eHHbIM U3 GoHnoB WBI], He menaTe B HHX
TIOMETOK, HE BBIPBIBATH W HE 3arH0ATh CTPAHHIIEL,

- OEPEIKHO OTHOCHTBCS K TIOMEIICHHSIM UBII, mebemn u o6opynosanmio, YCTaHOBIICHHBIM
B HEM;

- BO3BpaIllaTh TOKYMEHTEI, OTy4eHHble u3 GoHnoB MBI, B ycTaHOBIeHHbIE CPOKH;

- CXCrogHo 10 30 HIOHS CcHaBaTh BCe MMEIOIIHECS HA PyKax IOKYMEHTBI M TPOXOUTH
TICPEPETUCTPAITHIO (KPOME BBIITYCKHHUKOB);

- TIpH BBIOBITHH W3 KOJUTE/UKA BEPHYTH B UBI] Bce uncrsmmecs 3a HAMH JOKYMEHTBI H
noamucarb 00XOIHOM JINCT;

- HPH TIPETIOCTAB/ICHUN aKaJeMHYECKOTO OTIyCKA CIaTh BCE HMEIONIHECS Ha pykax
JOKYMEHTEL;

- HC BBIHOCHTH 13 momemennit MBL] TokyMeHTSI, ecliit OHM He 3aIHCaHb! B YHTATETECKOM
(opmysIpe WM APYTUX YUETHBIX JIOKYMEHTaXx; :

- HC HapylIaTk pacCTaHOBKY JIOKYMEHTOB B (JOH/@X OTKPHITOrO JoCTyTIa;

- HC BBIHNMATEH KAPTOUKHU U3 KATalOr0B W KAPTOTEK.




- Ipu OGHApYXKEHWH TPH3HAKOB HEKOPPEKTHOW paboTHI allapaTHOTO M MPOrPaMMHOTO
00eCIIeueHNsI, 3apaKEHNs KOMITBIOTEPOB BUPYCAMH, U3MEHCHHSI CHCTEMHBIX HACTPOEK U APYTHX
HapyIIeHNH HEMEUIEHHO c000maTh 06 31om coTpyaauKy WUbLL;

- coOMomaTh THIIMHY, MOJICPKHBATh UYHCTOTY MW TOPSAAOK B YHTAIbHOM 3alle H
moMmemmennn abomementa VMBIl Kareropuueckm 3ampernaercst KypuTb, YHOTPEONATh MUILY H
HAIlUTKH, B T.4. )KEBATECIBHYIO PE3UHKY;

- IIpH TIOTYYeHHH JOKYMEHTOB TIIATEIBHO IPOCMOTPETh WX W B Ciydac OGHApyXCHHs
KaKkux-IM0o nedexToB coobumTs 06 sToM coTpyaHuky WBI[, B mpoTHBHOM ciiydae
© OTBETCTBEHHOCTB 3a MOPYY JOKYMEHTOB HECET TOT, KTO MOCIIEIHUM HUCTIOJIB30BAJ JOKYMEHT.

3. Ipasa u 06s13aHHOCTH HH(OPMANIHOHHO-0HOIMOTEIHOT 0 IEHTPa

3.1. YIBI] o6¢mysxuBaeT YuTaTeled B COOTBETCTBHH C MIPABUJIAMH ITOJIb30BaHMS.
. 3.2. UBII o6s3aH:

- 06€eCIIEYNTh PEATM3AIINIO BBIIICIIEPSHHCIIEHHBIX IIPaB II0Ib30BaTENCH;

- TH(POPMUPOBATH MMOJIb30BaTelNell 060 BceX BUIAX MPEIOCTABISICMBIX YCIYT;

- 06eCIIeYnTh TOJIB30BATENSIM BO3MOXKHOCTD T10JI630BaThest BeeMu Gornamu WBIT;

- TIOMYJISIPU3MpPOBaTh CBOW (DOHIBI M MPEIOCTABIIAEMBIE YCIYTH, Pa3BUBATh M MOOIIPSTH
HUHTEPEC K JINTEPATypE;

-OCYIIECTBIIATH MPOBEPKY (OHAA Ha NPeaAMET HAMYUS JOKYMEHTOB JKCTPEMHCTCKOTO
COJIEPYKAHMUS, Ha OCHOBE CBEPKH MMEIOMIMXCs B (DOHIE ¥ MOCTOSHHO TOCTYIAIOMHNX JOKYMEHTOB
¢ «DeepaTbHBIM CIIFCKOM SKCTPEMUCTCKUAX MATEPHAIOBY.

- COBEpIIEHCTBOBATH  OWONMOTEYHOE HW  HHGMOPMAIMOHHO-OHONHOTrpaduyecKoe
06CITy’KMBAaHHE TIOJIB30BATENCH, WCIONB3YsT COBPEMEHHBIE WHH()OPMAIMOHHBIC TEXHOJIOTHH,
IIPOBOIS KOMITBIOTEPH3AIMI0 H aBTOMATH3alMIO OMOIHOTCYHON NEATENBHOCTH, BHEADSS
MePEIOBBIE TEXHOJIOTHUH;

- obecreunBaTh BEICOKYIO KYJIBTYPY 0OCIIyKUBAHUS,

- OKa3BIBaTh IIOMOIIIb TIOJTB30BATENSM B TOA00PE HEOOXOAMMBIX JOKYMEHTOB,

- IPOBOIUTE YCTHBIC KOHCY/IBTAIIMH, IPEIOCTABIIAS B IIOJb30BAHNAC KATAIOTH, KAPTOTEKH,
3JIEKTPOHHBIE CIIPaBOYHbIE U OuOIHorpadudeckie pecypchl U HHEIE GOPMBI HHPOPMUPOBAHHS,
OpraHu3yst KHWKHbIE BEICTAaBKH, OnOImorpadudeckie 0630pbl U APYrHe MEPOIIPUSITHS;

- OCYIIECTBJIATH IOCTOSHHBIM KOHTPONIb 3a BO3BPATOM BBINAHHBIX — WM3JaHHH H
JIOKYMEHTOB B yctaHOBIeHHbIE MBIl cpoku BeIIaun JOKYMEHTOB,;

- IPOBOMTH 3aHATHS 110 OCHOBaM HH(OPMAIMOHHO-On0IHorpaQnuecKoi Ky IbTypsl;

- TIPOBOMUTH KYJIbTYPHO-IIPOCBETHTENBCKAE MEPOTIPHUSTHS,

- CO371aBATh ¥ TOJIEPKUBATL KOMBOPTHBIE YCIOBHS [Uis paboTHI osIk30BaTenel B VIBLL

4. TlopsimoK 3anMcH YATATeIel B HHPOPMAIMOHHO-0M0IHOTEYHbIA IEHTP

4.1. TIpu 3amucn B WBLL mosb3oBateny o0s3aHbl MPEIbABUTE CTYACHICCKHH OMIeT M
3QYETHYIO KHIDKKY (Uit OOYYarOmmMXcsi OYHOTO OTHENCHHS) M 3a4ETHYIO KHIWDKKY (IU1s
00yUarOIIUXCS 3209HOTO OT/IEJICHHUS), TPENOAABATENM U COTPYIHHKH KOJUISDKa — NPEIbsIBUTH
nacropT. Ha 3ToM ocHOBaHMH OHOIHOTEKaph 3alOTHAET YUTATeNbCKUd (QopMylsp U Apyrae
Y4YETHBIE TOKYMCHTBI.

4.2. Ha obyuaromuxcs HOBOTO Habopa duraTebekue (popMyIIspbl MOTYT 3aIlOHATHCS Ha
OCHOBAHHH MPHUKA30B O 3a4UUACICHUN B KOJUIEIK.

4.3. Tlpu 3amucu B MBI untatens D0/DKEH O3HAKOMHUTHECS C MPaBHJIAMU IIOJIb30BaHHS H
TIOATBEPUTE 06A3ATENBCTBO 00 WX BHITIOIHEHHN CBOCH MOIIHCHIO B YATATENBCKOM QOPMYIISpE.

5. IIpaBu/ia Mo/ ib30BaHUs A00HEMEHTOM




5.1. 3a KakIbli IOTyYeHHBII Ha aOOHEMEHT OJK3CMIUIAD H3JIAHMA M10JIB30BATEND
PACTIMCHIBACTCSA W CTABHUT JaTy B KHIDKHOM dopmysIpe, KOTOpBIH GHOTMOTEKaph BKIIA/BIBACT B
ero umTaTeNbCKHit Qopmymsip. Ilpw BO3BpAIICHWH JIHTECPATYPhI KHIDKHBIA  QOpMYJISIp
BEIHHMAETCSL M3 IHTATENIECKOr0 (hopMyTIsipa ¥ BKIAIBIBACTCS B KapMallleK KHATH. DopMyIAPHI
SBJISIOTCS JOKYMEHTAMH, yAOCTOBEPSIOMMMI (aKT BBLIAMA U CIIaTH W3IaHuH.

5.2. CpOKH MOJb30BaHMs W3IaHUAMH UL PasiTHIHBIX KaTeropmil MmoNbp30BaTeNei u
KOJIYECTBO BBLIABACMBIX JOKYMEHTOB Ha aDOHEMEHTE OTPEAC/IAIOTCA i hepeHIMPOBaHHO U

_ EKCHpPYIOTCS B TPABMIIAX MOJIb30BAHMS.

OrpaHuYeHHUS:

- yueGHas JuTepaTypa BBIIACTCA HA CEMCCTp MM Ha y4eOHBIM TOJ B KOJHUYECTBE,
OTpPENENIEMOM B COOTBETCTBHH € y4eGHBIME [UIAHAME B 00pa30BaTEIbHBIMA MPOTPAMMAMH,

- HayuHas JITEpaTypa BBIIACTCA Ha CPOK IO 1 Mmecsma u He Oojee 5 SK3EMIUIIPOB
eTMHOBPEMEHHO; ‘

- XYHOXKECTBEHHAs JTHTEpaTypa BBIIACTCS B KOMMHYCCTBE HO Gonee 3 IK3EMILISPOB Ha
cpok 1o 1 mecsma;

' - IpM HaJWYMF HA MOMEHT Bblfadi | HaNMCHOBAHMSA H3IAHWS y4eOHO# IHUTEpaTyphl B
dorme Menee 10 OK3eMIUIIPOB, JHMTEpaTypa BBIIACTCA Ha JOKYMEHT 00y4aromerocs
(cTyneHdyecKui OUIET, 3a4ETHYIO KHIKKY) CPOKOM Ha 1 Hezemo.

5.3. TloTp30BATEN MOTYT TIPOUIATH CPOK TIOJIB30BAHMS BBINAHHBIMU H3JAHUAMH, eCIH
Ha HUX HET CI[POCA CO CTOPOHBI IPYTHX YHTaTeIeH P JIMYHOM SBKE WM 110 TeNeQOHY;

5.4. JIoKyMeHTBI ISl MCTIOJIb30BaHMs Ha TPYNIOBBIX 3AHATHAX BBIJIAIOTCS JIEKYPHOMY
oGyuaronemMycst Ha TOKYMEHT (CTY/IeHIECKUH OUIIeT, 3a4eTHYIO KHIKKY) WITH MPEToJaBaTeNto 1
0QOPMIISFOTCS. B PETHCTPALIMOHHOM JKypHAJIC.

5.5. He mouTekar Bblaue Ha JOM: TEKyIIas NEPUOJNKA, HOPMATHBHBIC aKThI, PEAKHC 1
[(eHHBIE KHWTH, a TaK e TOCICIAHUN WM €MHCTBCHHBIH OK3EMILIAP M3/IAHMA, XpaHAIIUHACS B
dbonze.

6. IIpaBuia no/ib30BAHMSI YHTAJILHBIM 32J10M b1

6.1. Ilpu BXOHEe B UMTAllbHBIH 3ai UL paGoThl ¢ TOKYMEHTaMH MM KOMIBIOTCPHEIM
obecreuennem WBI] mosnb3oBaTess 00sA3aH MPEIbABUTH CTyJIEHUCCKUH OHWIET WX 3a9CTHYIO
KHIWKKY (Uts 0Oydarouruxcst O9YHOTO OTHEJIeHNsT) ¥ 3a4eTHYIO KHIDKKY (U1 00yHaroImuXCs
320YHOTO OT/ACIICHHS).

6.2. Ilpx mOTydeHWH MIOKYMEHTOB IULT paGoTEl B UHTANBHOM 3aje IIOJB30BATENh
pacIuChIBaeTCS BO BPEMEHHOM BKIIAJIBILIC, KOTODBIH 3aIONHACTCS. COTPYIXHHKOM WBIl, raoe
YKa3bIBAETCS] KOJTMIECTBO IK3EMILISPOB.

6.2. Urclo TOKYMEHTOB W HH(OPMALMOHHBIX MaTE¢pUANOB, BBIIABACMbIX B YUTaTbHBIA
3a7 OXHOBPEMEHHO, OTPAaHHYMBACTCS KOJHYECTBOM HE Gostee 5 »x3emrnisipos. 1Ipu momydeHnH
M3IAHWH HA JIOM, TATATE b PACTIHCHIBACTCS B KHIDKHOM (OpMYJIApe.

6.3. V3maHus, BHIABACMEIC B UMTAIBHOM 3aje, MOTYT OBITB 3a0pOHUPOBAHbl 32
OIIpe/IeIEHHBIM YATATENIEM Ha ONPEICTICHHBIH CPOK.

6.4. DHIWMKIONEWH, CIPABOYHBIC W3/IaHMA, PEIKHE M IICHHBIC KHHIH, & TaK Xe
OCJICHAH T €IMHCTBCHHBIH SK3eMIUTIP W3IaHusl, XpAaHAICHCS B ¢oHe, BEIIAIOTCS TOJIBKO B
YUTAIBHBIN 3aJl.

6.5. He paspemaercst BXOOUTH B YHTATGHBIN 341 C €0}, HAIWTKaMU, B BEPXHEH OJEXKIC
(ee HeOBXOMMO CIaTh B TapAepod), HapymaTh THIIHHY H MOPAIOK.

6.6. BBIHOCHTH JOKYMEHTBH W3 YHTANbHOTO 3ana 0e3 pasperleHus COTPYIHHMKaA UBL
3ampelneHo. B ciydae HapymieHHs 3TOTO NMPaBuia, MOIB30BATEIM MOTYT OBITH JIMIICHBI ITPaBa
TI0JIB30BaHHS Ha CPOK, onpenensempii MBLL

6.7. Jlias paboThl HA KOMIIBIOTEPAX MOIB30BATENb PETACTPUPYETCH corpynuuka MBI,
DPACITECHIBAETCS B XKypHAJIE yHeTa MOJIb30BATENEH, TOMyHacT JIOTHH 1 apoib, 00eCTICUNBAOLIHEC
paboTy B KOMIIBIOTCPHOH CETH 21508




6.8. BO3MOXHOCTB JIOCTyITa K 3JeKTpoHHBIM pecypcam WBIl, B ToM uncie W K
npo)eCCHOHANBHBIM 0a3aM MTaHHBIX, NPEJOCTABIIETCS O0YJaroImMMCs, NPETOAaBaTEIECKOMY
COCTaBy ¥ HHBIM KaTeTOPHsIM paOOTHHKOB KOJUIEDKA.

6.9. ITo oxoHuaHWW pabOTBI Ha KOMITBIOTEpE IOJIB30BaTeNh O00S3aH IPOrPAMMHO
3aBEPIIUTH CBOU CEaHC PAOOTHL

6.10. ITpu pabote Ha kommberoTepax MBI 3ampemaercs:

- TPUMEHSTH KOMITBIOTEPHl B ILE/SIX, HE CBA3aHHBIX C IIOMCKOM H 00paboTKoH
KOMMYHHUKaTHBHO-OHOIMorpaguyueckoifi  wHPopManuud (B YaCTHOCTH, CO3[1aBaTh MM
MHCTAIMPOBATH MPOrpaMMHOE 00eCIIeUeHNE, UIpaTh B KOMITBIOTEPHBIE MBI, IOCEIIATh CAWThI
COTMAJIBHBIX CETEH);

- co3maBaTh M PENAKTHpOBaTh Web-pecypchl, ydacTBoBaTh B BeG-Qopymax u
JIMCKYCCHOHHBIX UaTax;

- MEHSTH HaCTPOUKH CHCTEMBI;

- MOIIKMCHIBATECS Ha JTIO0OBIC TIIATHBIE MATEpPHalbl WM 3aKa3blBaTb IUIATHBIC YCIIYTH,
OCYIIECTBIIAEMBIE IO CeTH HTEpHET.

¢

7. OTBETCTBEHHOCTH IMOJIb30BaTEIsA

7.1. 3a HapyImeHHe HACTOSIIUX MPaBHJI K MI0JB30BATENIO MOTYT OBITH IIPHMEHEHBI MEPBI
JTUCIUTUIHHAPHON H  MaTepHaTbHOM OTBETCTBEHHOCTH, IPEAYCMOTPEHHBIE IEHCTBYIOIINM
3aKoHOIaTeIbeTBOM Poccutickoit Demepanuu, ycTaBOM KOJUIEIXKa, MPaBUIAMH BHYTPEHHETO
pacropsiika ¥ HacTOSIIIMMHU IIPaBHIaMU.

7.2. JIMCUMIUIMHAPHBIE B3BICKAHUS HAJAraroTCs IPHUKAa30M IHUPEKTOpa KOJUIEIKa II0
npexacrasnenuo 3aseaytomero MBI, K npukasy nomxHbB! OBITH NPHIIOKEHBI aKTHI, CIIPABKH,
OOBSICHUTETIBHBIE  3allUCKM, [OJTBepiIalomue (akT TMpaBOHAPYIIEHHs M BHHOBHOCTB
TI0JIb30BATEIIS.

7.3. Tlomb3oBarenu, OTBETCTBEHHBIC 3@ yTpaTy WIM TOBPEXKICHUE W3NAaHUH, 00sS3aHBI
3aMEHHUTh WX TaKUMH K€ HM3aHUSIMH WM KONWsMHU, IpusHaHHBIME WGl paBHOICHHBIMY;
COTJIACHO TMpHKa3y aupekropa «O BO3MEINEHHH MaTepPHATBHOTO yinepba» Mpu HEBO3MOXHOCTH
3aMEHBI BO3MECTUTD PEATbHYIO PHIHOYHYIO CTOMMOCTE M3JIaHUH MyTeM JOOPOBOJIBHOTO B3HOCA
yKa3aHHOM CYMMBI B KacCy KOJIIeIDKa.

7.4. 3a HapylIeHHE THIIWHBI W TOpS/KA, a TAKKe HapyIIeHUE IIpaBUJ NOBEICHUS B
YUTAJIBHOM 3ajle, YCTAHOBJEHHBIX IyHKTOM 6.10 HacTOsSmMX TNpaBWi, I0JB30BATEIH
HEeMeUIeHHO yxansitorest u3 VBII.

7.5. 3a HaHeceHHWE MaTepHaTbHOTO Yymepbda obopynoBanuto MBIl monp3oBaTens
BO3MEIIAET IPHUNHEHHBIN yIepo.

7.6. K mome3oBarensm, paGoTaBmuM B KOoMIbIOTepHOM cetn MBI] u coBepmuBIUM
JNEUCTBUSI IO BHECEHHWIO B CHCTEMY, JIOKAIbHYIO CE€Th, alllapaTHOE WIH IPOrpaMMHOE
obecrieueHre HapylIEeHHH, MOBIEKIINX HepaboTOCITIOCOOHOCTh XOTSI OB OTHOTO KOMITBIOTEPA OT
nosy4aca 0 CyTOK, IIPUMEHSeTCs IMCIMTUTNHAPHOE B3BICKAHNE B BHJIC 3aMEYaHUS C JIMIICHAEM
IIpaBa MOJIB30BAHUS KOMITBIOTEPAMH YHTAIBHOTO 3ajla CPOKOM Ha OJWH Mecs. [Ipu moBTOpHOM
COBEPIICHUH JIAHHBIX HAPYIIECHHUH MOTB30BATEIIO OOBSIBIISIETCS BRITOBOP.
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