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["ocynapcTBeHHOE OromKeTHOE 00111e00pa30oBaTeIbHOE YUPEIKICHHUE
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[Tauxpankan OrOHKETHH I0KbAp JIeHIapaH YIpexKACHU
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HJOJDKHOCTHASA UHCTPYKIIUA
SABEAYIOINEI'O MH®OPMAIIMOHHO-BUBJIMOTEYHOI'O IIEHTPA

1. O0mue noJ1oKeHun

I.1.Hacrosimass JOMKHOCTHAas HMHCTPYKIMS pazpaboTaHa Ha OCHOBE Tapu(HO-
KBATM()UKAIIMOHHOM XapaKTEePUCTUKH 3aBEOYIOIIETO OuOAMOTEYHO-
MHGOPMALIIOHHBIM LIEHTPOM, COTJIACOBAHHOM IMOCTAHOBJICHUEM MUHHCTEPCTBA
Tpyaa Poccuiickoii ®eneparmu ot 01 despans 1995 r. Ne 8 u HanpaBlieHHOM 1S
pyKOBOACTBAa B pabore muchbMoM MuHuCTepcTBAa 00Opa3oBaHusi Poccuiickoii
®eneparyu ot 04 aBrycra 1995 r. Ne 58-M.

1.2.3aBenyromuii  MHPOPMAIMOHHO-OMOIMOTEYHBIM  ILIEHTPOM  HAa3Ha4aercd W
0CBOO0XKIAeTCA OT JI0JDKHOCTH TUPEKTOPOM JIHILIES.

1.3.3aBeayronuii THPOPMAMOHHO-OUOIMOTEYHBIM IEHTPOM JOJDKEH MMETh BBICIIEE
WK cpeaHee npodeccuonanbHoe oOpazoBaHue 6e3 MpeabsBiIeHUs TpeOGOBaHMIA K
CTaXy paboThl WIM  KypPCOBYIO IOJrOTOBKY M CT@X paGOThl B JIOJDKHOCTH
3aBeayrolero OubIMoTeKkoi He MeHee 3 JIeT.

1.4.3aBenyronmii  MHPOPMAIIMOHHO-OMOIMOTEYHBIM  LIEHTPOM IO YUHSAETCA
HETIOCPEICTBEHHO TUPEKTOPY IIKOJIBI.

1.5.B cBoeiil peaTenbHOCTH 3aBenytommii HHGOPMALMOHHO-OHOIMOTEYHBIM IEHTPOM
PYKOBOJCTBYETCSl 3aKOHOAATeNbCTBOM Poccuiickoit ®denepauum 0  KyJIbType,
oOpa3oBanun u OUOIMOTEYHOM Jeje, TMocTaHoBieHUsIMH [IpaBuTenncTBa
Poccuiickoii @enepaiyu, onpenessioNMMA  Pa3BUTHE KYJIbTYPhI; PYKOBOIAIIHAMH
JOKYMCHTAaMH BBIIIECTOSIIMX OPraHoB II0 BoIpocam OuOIMOTEYHOU paboThi;
NpaBwiIaMH OpraHu3amd OuOJMOTEYHOro TpyJa, YydeTa, HMHBEHTapU3aLUH,
NpaBWJIaMH 110 OXpaHe TPyJa, TEeXHUKE O€30MacHOCTH W TPOTHBONOKAPHOM
3alUTe, a Takke YCTaBoM 0011e00pazoBaTebHOro yupexxaeHus, llojgoxeHueM o
nHpOopMaMoHHO-0uOMoTeuHbIM 1ieHTpe [BOY «Maremarnueckas mkona Ne 1
umenu X.M. M6parumoBa» u HacTosed MHCTpyKiuei.

2. OyHKnHuH
OCHOBHBIMH HarpaBJICHUSAMHA JEATENbHOCTH  3aBEAYIOIIETO OuOIIMOTEYHO-
UH(POPMAIIMOHHBIM LIEHTPOM SIBJISIOTCS:

2.1. naopmarmoHHOe obecrieueHre yaeOHO-BOCIIUTATEILHOTO MPOIIECCa B IIKOJIE;



2.2. mponaraH/a YTeHHs Kak (OPMbI KyJIbTYPHOrO J0CYra;
2.3. ykpemienue craryca MBL] B 06pa3zoBareIbHOM yUPEKIECHHHN.

. 3. lo/zKHOCTHBIE 00SI3aHHOCTH

3apeyomuil  MHYOPMAOHHO-OUOIHOTEYHBIM LEHTPOM  BBIMOJHSAET — CIEAYIOIIHE

JOJDKHOCTHBIE 00SI3aHHOCTH:

3.1. Bener yuer npoaesianHoii paGoThi;

3.2. Bener OHONMOTEYHYIO [OKYMEHTAIMK) M HECET OTBETCTBEHHOCTh 3a e

JOCTOBEPHOCTD:

e (hOpMYJIIPOB, aKTOB HA CIIMCAHUE W3 IAHUIA;

3.3. Ha ocHOBE M3y4eHUs COCTOSHUA (OH/IA U YUTATETCKOrO CIIpoca (GOpMHUpYeET
® TETpaau 3aMEHbl YTEPSHHbIX YUTATEISIMU M TMPUHATHIX B3aMEH, YMTATEIbCKUX

OubMOTEUHBIE (OHI B COOTBETCTBHMH C 00pa3OBaTeIbHBIMM IPOrPAMMaMH
001me00pazoBaTeILHOrO YUPEK ICHHMS:

® MOAACT MPEMJIOXKEHUA O MpPUOOPETEHMH  HAyYHO-TIO3HABATEIbHBIX U
XY/10KECTBEHHBIX JJOKYMEHTOB;

* (opMHpyeT CIHCOK y4eOHWKOB Ha HOBBIN y4eOHbIN roJ ¢ MOCIEAYIONMM €ro
YTBEpXKACHUEM Ha [lexaroruueckoM coBere

e odopMIsIeT 3aKa3 Ha Y4eOHUKH HA HOBBIHM y4eOHBIHN ToI.

3.4. YyactByer B MONOJHEHWH (OHIA ayAHOBU3YaIbHBIMH J0KyMeHTamu (AB]I)

(IOKyMEHTaMu, COJEPXKAMUMH H300pPa3UTEIBHYI0 H/WIM 3BYKOBYIO M TEKCTOBYIO

HH(pOPMALIHIO, BOCIIPOH3BOIMMYIO C TIOMOIILI) TEXHUYECKHX CPEJICTB);

3.5. YyactByer B opranusanuu 6n6amorednoro gponaa:
® OCYIIECTBJIAET TEXHUYECKYIO 00pabOTKy MOJTYHYEHHBIX JTOKYMEHTOB;

00€CIeunBaeT  CUCTEMATHKO-AI(ABUTHYIO  PAacCTAHOBKY  JOKYMEHTOB B
COYETAaHWH C OpraHM3alMe JUld ydaluxcs TEeMaTHYECKHMX W IKAHPOBBIX
BBICTABOK;

e 00ecreynBaeT HaUICKAIHA KOHTPOJIb 32 BHIHOCOM BBIAAHHBIX I10JIb30BaTENIAM
JOKYMEHTOB; MOMJEPKUBAECT TNPEAYCMOTPEHHbIE MEpPbl 110 COXPAHHOCTH
OubIMoTeYHOro (hOHIA MPU OTKPHITOM JIOCTYIE: IPOBOJUT HPOPHIAKTHIECKUE
Gece/ibl ¢ MONIb30BaTENSIMH , 3arOTABIMBACT 3aKJIaIKH-HATIOMUHAHKS O GEpPEKHOM
OTHOLICHWH K KHHre, INPUHMMAcT Mepbl Ui CBOEBPEMEHHOTO BO3Bpara
JOKYMEHTOB U T. J1.;

® YYacTBYET B opranu3aiyy GoHga 0co00 UEHHBIX JOKYMEHTOB;

® B Yackl JJIS BHYTPEHHEH paOOThl U B CAHUTAPHBIE JHH MPOBEPSET MPABHILHOCTh
paccTaHoBKU (OHIA, OCYHIECTBISET MPOCMOTP AOKYMEHTOB JUISi BBISBJICHUS
yCTapeBIIMX, YTPAaTHUBIIMX  HAy4YHO-TIO3HABATEIbHYIO IIEHHOCTh W  HE
UCTIOJIb3YCMbIX II0JIb30BATEISAMA KHHI, @ TaKXKe BETXUX W HYKIAIOIUXCH B
PEMOHTE U pecTaBpalliH,

® COJCUCTBYET MPOBEICHHUIO IEPUOANYECKUX TIPOBEPOK (POH/IA, COITACHO MPHUKA3y,
NOJANMCAHHOMY IUPEKTOPOM YUPEXKICHHS,

® oOecreynBaeT TPeOYEMbIii pEeXHUM XpaHEHHUS M (DU3MUECKON COXPAHHOCTH
OubMoTeyHOro (PoHIA, MPUHUMAET MEPHI IPOTHUBOIOXKAPHOI GE30MaCHOCTH;

3.6. VYuacteyer B audepeHIMpPoBaHHOM OUOIMOTEYHOM U UH(POPMALMOHHO-
OubnuorpaduueckoM 0OCIy)XKMBaHMM Ha aOOHEMEHTE, B YWTAILHOM 3ajle, B
KJ1accax.

3.7. CnocoGCTBYET MOMyNSApH3ALMH JIy9IIMX OOpa3sLoB JOKYMEHTOB C IOMOILBIO
VUHAUBUAYAIbHBIX, TIPYNIOBBIX M MaccoBbIX (opM paboTel: Oecel, BBICTABOK,



Oubmorpaguueckux 0030pOB, OOCYKICHUM KHHT, YHUTATEIbCKMX KOH(EpEeHIHIi,
JIMTEPATYPHBIX BEYEPOB, BUKTOPUH U JIP.;

3.8.  OOecneunBaer 3HAKOMCTBO y4YamIUXCi ¢ MHHUMYMOM  OHMOIMOTEYHO-
OuOnmorpauyYecKUX 3HAHWI: C TMpaBWIaMH  [0JIb30BAHUA  OMOIMOTEKO,
paccTaHoBKOM (poHIA, CIIPaBOYHO-OMOIMOTPAUYECKHM aIIapaToM, 3HAKOMHUT CO
CIIMCKAaMH PEKOMEHAYEMBIX JTOKYMEHTOB IO Y4€OHBIM IIpeIMETaM;

3.9. IlpumMeHsieT HOBbIe MH(OPMAIMOHHbIE TEXHOIOIHMH B AesTensHocTH UBLL;

3.10. Hcnomp3zyer uH(pOpManmoHHBIE pecypehl ceTd MHTEpHET s IONOIHEHHS
O6ubmmoreuHoro Goxaa

3.11. Opranusyer 1 BeA€T 3JIEKTPOHHBIN KaTaJIor,

3.12. PaGoraer ¢ MH(QOPMALMOHHBIMH PECYpPCaMH HA Pa3IUYHBIX HEOYMAaXKHbIX
HOCcHTENAX (ayawo-, Bupeo-, CD, DVD), c¢ oOpaszoBarensHpiMu MHTepHeT-
pecypcamu;

3.13. KoHcynpTupyeT 0OydaroIMXCsl M I€Jarormieckux pabOTHMKOB IO IPaBUIaM
HCII0JIb30BAaHUSI KOMIIbIOTEPA B OUOIHOTEKE;

3.14. Bezer xypHan eXXeHEBHOTO y4eTa UCIIOJb30Banus MHTepHET-PECYPCOB;

3.15. YyactByer B co3maHuN LU(POBBIX 0OPA30BATENBHBIX PECYPCOB M COAECHCTBYET
BHeApeHnto UK texHoormii;

3.16. CopnelicTByeT OpraHM3allii COBPEMEHHOTO WHTEPHEPA, CO3JaeT OJaronpHsATHbIE
yCJIOBUS U1 00CTYKMBAHUS MOJIb30BaTEIIEH;

3.17. TlomnepxuBaer B OUOIMOTEKE COOTBETCTBYIONIMI CAHUTAPHO-TMIMEHMYECKUI
pPEXUM;

3.18. Yyactyer B ()OpMHpOBaHMH OHOIHOTEYHOrO aKTUBA, NPUBJICKAET YMTaTENEH (B
TOM YHCJIE YYalIuXcs) B paboTe COBEMATEIbHOr0 OpraHa — OMOJIMOTEYHOr0 COBETA
A aKTUBA YUTATECIICH;

3.19. BrimonHSeT OTAENbHBIE JIOMONHUTEIbHBIE IOPYYEHHS NPO(PECCHOHATBHOTO
Xapakrepa.

4. IIpaBa
3aBe1yromuii HHPOPMaIMOHHO-0MOIHMOTEYHOrO [IEHTPA UMEET IPABO:

4.1. nasath oOs3aTeIbHbIE I UCTIONHEHUS yKa3aHus 00y4aroluMcs U pabOTHHKAM
IIKOJIBI  TI0  BOIPOCAM, KacarwolUMCs COOJIOJEHHWS TPaBWI  IMOJb30BaHMS
OubIMOTEeYHBIMH (POHTAMHU;

4.2. KOHTPOJIMPOBATh W HANpaBJATh PabOTy yOOPINHMKA CIIyKEOHBIX MOMENICHHN U
paboyero no o06CTy)KMBAaHHUIO U TEKYIIIEMY PEMOHTY 3/aHMs HIKOJbI B IIOMEIIECHUH
WbL,

4.3. y4acTBOBaTh C IPABOM COBEIATEILHOrO T0JI0Ca B 3aceqanusax [lemaroruueckoro
COBETA LIKOJIBI.

5. OTBeTCTBEHHOCTH

5.1. 3a HeuCnoNHEHHE WM HEHAJUIeKAINEee HCIOJIHEHNE (€3 YBOKUTEIBHBIX IPUYUH
YcraBa 00meoOpazoBaTesibHOrO yupexaeHus u [lojokeHdus o HH(POPMALMOHHO-
OubmmoreunsiM  neHtpe ['BOY «Maremarnueckas mkona Ne 1 mmenn X.U.
HOparumoBa», 3aKOHHBIX PACIOPSHKCHHH JUPEKTOPA MIKOJLI W MHBIX JIOKAIbHBIX
HOPMATHUBHBIX aKTOB, JOJ/DKHOCTHBIX OOS3aHHOCTEH, YCTAaHOBJICHHBIX HACTOSIIEH
WHCTpyKIMeH, B TOM 4uCIe 3a HEHMCIOJNb30BAaHHE MPEJIOCTABIEHHBIX IIPaB, 3aBe-
Ayrommid  MHQOPMALMOHHO-OMOIMOTEYHBIM — IIGHTPOM ~ HECET  JUCLUILIMHAPHYIO
OTBETCTBEHHOCTh B IOPSIIKE, ONPEAEICHHOM TPYI0BBIM 3aKOHO/IaTEIbCTBOM.




5.2.3asenyromuii  MHPOPMALMOHHO-OUOIMOTEYHBIM [IEHTPOM HECET MaTepHaIbHYIO
OTBETCTBEHHOCTh B CJIy4a€ HEAOCTA4YW, yTpaThl WU TOPYM KHHI, NPUHATHIX HA
XpaHEHHE Ha OCHOBAHMH IIMCBMEHHOIO JOroBOopa O TIOJHOW MarepualibHOM
OTBETCTBEHHOCTH, €CJIM HE JIOKAXKET, YTO YIIepO NPUYMHEH HE 110 €r0 BUHE

6. B3anMooTHOMEHNSA, CBA3H MO J0/UKHOCTH

3aBeayromui UHGOPMALMOHHO-OUOIHOTEYHBIM IEHTPOM:

6.1. PabGoraer o rpaduky, cocraBieHHOMY, HCX0as U3 48-4acoBoii pabouel Hexenu u
YTBEPKIEHHOMY JUPEKTOPOM IIIKOJIbI;

6.2. Pa0oraeT B TECHOM KOHTAaKTE€ C YUUTEISAMH, POJUTEISIMH 00yJarONMXCs (JIMLIAMH,
HX 3aMEHAIONIMMH); CHCTEMaTuueckd oOMeHWBaeTcs HH(popMalMeil 1o BOmpocam,
BXOISIIKM B €70 KOMIIETEHLIMIO, ¢ a/IMUHUCTPALUEN M TIeJaroruiecCKMMU paboOTHUKAMM
IIKOJIBI;

6.3. OruureiBaeTcs O cBOeil paboTe mepea JAUPEKTOPOM INKOJABI B YCTHOM WM
IMCbMEHHOH (hopme.

C uHCTpYKUMEH 03HAKOMJIEHA! / 4% “/IHI/IKHTOBa JL.B.
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