e 1
WX~ MLb. OnueBa

L'u
<l | 2024r.

MOJOKEHHUE
0 TMOPpsiIKe MPOBeieH!s] CAHUTAPHOIO AHS
B locynapcTBeHHOM OIOI’KeTHOM yUPeKIeHHH «PecnyOiHKaHCKasi 1eTCKas
6uGamoTexa uvenu I'eposi Counanncrugeckoro Tpyaa
Cepres Bragumuposnya MuXaJIK0B2a»

1. O0mue nNoJoKeHHus

1.1. TTomoskeHHEe O TIOPsaKe MPOBEJIEHUs CAaHUTAPHOTO IHA B ["'ocynapCTBEHHOM
GromKeTHOM yupexaeHun «PecmyOvkaHcKas IeTCKast oubnmroreka uMeHH [ epos
Cormamuctugeckoro Tpyna Ceprest Bramumuposuda Muxankosay (manee - I'BY
«PJIb um. C.B. Muxankosay), perlaMeHTHPYET IOPSAIO0K paboThl B CaHUTAPHBIN
TIeHb.

1.2. Hacrosimee [lonoxenune onpeneser.

- 061Me TpeOOBaHus K OPraHU3alliy 1 IPOBEICHIIO CAHUTAPHOTO MIH B I'BY «PIIb
um. C.B. MuxankoBay;

- OCHOBHBIE BUIbI TEXHOJIOTHYECKUX TIPOIECCOB, BEIMOMHAEMBIX B CAHUTAPHBIH
JIEHB; .

- pexxum pabotsl [BY «PJb mv. C.B. Muxajkosa» B CaHUTApHBIN JI€Hb;

- o01ume npaBuia LIS IOCETUTEIeH B 9TOT ACHB.

1.3. TTonoxxeHue pa3paboTaHo B LEJIAX 00eciiedeH s KauecTsa paboTE IO
CAHUTAPHO-TUTHEHNIeCcKOH 00paboTke (POHIOB U (hOHIOXPaAHUIHIIL.

1.3.1. B 1esx coOIoAeHNs CAHUTAPHO — SIUASMUOIOIHIECKUX TpeOOBaHUH.

1.4. Hacrosree [Tonoxenue pa3paboTaHo ¢ yd€TOM MEXIOCY IapCTBEHHBIX
CTAHIAPTOB U HOPMATHUBHBIX JTOKYMEHTOB!

- Tlocranosimenme O6 yrBepkaenuu cadurapHbix npasun CIT 2.4.3648-20
ot 28.09.2020 r. «CaHUTapHO-3MIKIEMUOIOTHIECKHE TPEOOBAHNUS K OpraHU3alHsM
BOCTIMTAHMS U 00Y9EHHUs], OTIBIXA A 0370POBIIEHMUS AeTe! U MOJIOIEKI).

- DepepanbHblit 3ak0H «O CaHATAPHO-3THIEMUOJIOTHYECKOM OJIaronoyuy
gaceneHus» oT 30.03.1999 r. Ne52-D3.

-T'OCT 7.48-2002 Koncepsarus OKyMeHTOB. OCHOBHBIE TEPMHUHBI I
OTIpEeIeIICHHUS.

-TOCT 7.50-2002 Koncepsauus oxyMeHToB. O6mue TpeGoBaHUs.

- TexHOJIOTMYECKass MHCTPYKIIMS TI0 CAHUTaPHO-THTHeHHIeCKOH 0OpadoTke
6u6mioreunsix houaos 'BY «PJb nM. C.B. Muxaikosay.



- TlpaBun BHYTPEHHEro TPYIOBOTO pacriopsaka pa6oraukoB I'BY «PJb wmM.
C.B. MuxankoBay.

1.5. Hacrosimmee IlomokeHWe YTBEP)KAAETCS ¥ KOHTPOIMPYETCs AUPEKTOPOM
I'BY «PIb nm. C.B. MuxaikoBay, a €ro BEIIOIHEHHE 3aMECTUTENIEM JIUPEKTOpa 110
OubmHoTeYHON paboTe ¥ 3aBEIYIOLIMMH nonpasneieruit I'BY «PIb nM.
C.B. MuxaikoBsay.

1.6. OcHOBHBIE ITOHATHS.

- CAaHUTAPHO-TUTMEHMYECKH PeXKUM XPaHEHHS JOKYMEHTOB: yCIIOBHA XPaHCHIA
JOKyMEHTOB, OTpeieNisieMble HOPMATHBHBIMH HapaMeTpaMy CaHUTAPUH 1 THTACHD!
(m. 4.1. TOCT 7.48-2002 Konceppanus -TOKYMEHTOB. OcCHOBHBIE TEPMUHEI
1 OIpENeCHNs);

- rurmeHudeckas oOpaboTka: OYMCTKa OT MEXaHWUYCCKUX sarpssHenud (. 4.2.
TOCT 7.48-2002 Koncepsarus 1oKyMeHTOB. OCHOBHBIC TEPMUHBL U OIIpeiesIeHus);
- MexaHWuYecKas OYMCTKA: y/IaleHNe 3arpA3HEeHNH ¢ TOBEPXHOCTH NOKyMEHTa
mexanmueckuM myTem (m.6.1. TOCT 7.48-2002 Komcepsauus IOKyMEHTOB.
OCHOBHBIE TEPMUHBI 1 OTIPEIEICHNN); _

- GEOMOBPEK/IEHMS — IOBPEXK/ICHNS TOKyMEeHTa OMONOrneCKIMH (bakTopaMu
(m.3.4. TOCT 7.48-2002 KoHcepsanus J0KyMEHTOB. OcHOBHBIE TEPMWHBL U
OIpe/IeNIeHus ), :

- 3amuTa oT Guonorydeckoro dGaxropa: 06paboTKa JOKYMEHTOB U ITOMEICHUH

WIS WX XpaHeHWs  BelllecTBaMM, IPENOTBpAllalolMMK  aKTHBH3ALUIO
OUOIOTUYECKOr0 (haKTOopa;

- MEKOJIOTHYECKWH HA30D: BRISBICHUE MUKPOCKOIMYECKUX TPUOOB 1
JOKyMeHTOB, ToBpexaeHHsx uMu (m4.3. T'OCT 7.48-2002 KoncepBanus
0KyMeHTOB. OCHOBHBIE TEPMUHBI 1 OTPEIETCHNA).

2. OpraHu3anusi NpoBeleHusi CAHHTAPHOI0 AH:

2.1. [MocnenHui AeHb KaxI0ro Mecsana — CaHUTAPHBIN JEHB, KOTOPBI ABIIAETCS
juisi paGOTHMKOB yupeskaeHus pabouum. B caHMTapHBIM JA€Hb MPOBOIATCA
MEpOIPUATAS TI0 CAHHTAPHOMY OOCITY)KUBAHHIO KHArO(OHAa W IIOMEILEHWI
OUONIMOTEKH.

2.2. CaHUTapHbI JeHb IPOBOMUTCSA BO BCEX CTPYKTYPHBIX MOJIPasACICHIAX
I'BY «PJIb um. C.B. MuxankoBay» COIJIacHo I1.1 HaCTOSIIEro pasuena.

2.3. Pesxxum pabGoThl OubIMOTEKN B CAHUTAPHBIN [ICHB! ;

2.3.1. CrpykTypHble ToOApa3feieHust - (QOHOOASPXKATENH, yIaCTBYIOIIUE
B CAaHMTApHOM JHe, paGoTaloT Mo rpaduKky pabodero IHsS CBOETO CTPYKTYyPHOTO
monpasfenenus, cornacHo «lIpaBuiiaMm BHYTPEHHETO TPYAOBOTO PacHOPSAAKa.
CTpyKTypHBle  TOZpa3felNeHws, He  SBIAIOMMEcs — (QOHIOAEPKATEAMY,
B CAHUTApHBIH JIeHb paGoTaroT 10 0OBIMHOMY paboueMy rpaguKy.

2.4. Tlpu TpoBeeHMH MacITabHBIX IepeMereHui (GOHIOB ¥ HEOOXOXMMOCTH
CPOYHOM caHuTapHOH 06paboTku GosbHmx 00BEMOB (QOHIOB A OOSCIICUCHMS



KadecTBa (DM3MYECKOTO COCTOSHMA ~(OHIOB X (OHIOXPAHMIMIL MOTYT
[IPUBIIEKATHCS COTPYIHAKA PA3HBIX MOJpasieNeHHH.

2.5. O6cmy)KuBaHUE TOCETUTEIICH:

2.5.1. B canuTapHbI# 1€Hb OTALIBI, B KOTOPBIX OH NPOBOJMTCS, HE BBIIAIOT KHUTH
u3 (QOH/IOB ¥ HE IMPOBOMAT MaCCOBBIC MEPOIIPHUSITHS. OcranbHble OTAEs padoTaroT
10 0OBIYHOMY paboueMy TpaduKy.

3. [lopsiA0K BBLINOJHEHHsI paGoT B CAHUTAPHBIH 1eHb

3.1. 3aBeyromye ToIpa3AeeHUsIME OIPeJesIAI0T 3a1a91 1 06BEMBI IIPEICTOSLINX
padoT;

- pacIIpe/ieNIioT 00SI3aHHOCTH COTPYIHUKOB;

3.2. PaBora B CaHWTApHEIH J€HB BEINOIHAETCS 10 CIEAYIOIUM HallPpaBICHUAM.

- rurHeHudeckas o6paboTka GubIOTEUHOro (GoHNIA;

- TurreHudeckas o0paboTKa KaTajloros;

- TUTHeHrYecKas 00paboTKa CcTeIaXel, T0I0B, TOJOKOHHHKOB.

- MBIThE TI0JIOB U CTEH, MOWKY OKOH M ITOJJOKOHHUKOB. '

- IPOTHMpaHKe OT NI 1 TPA3H PabounX MOBEPXHOCTEH, B TOM YHCIIE CTONOB,
crennakeit, mkados, OubIHOTeIHON Kadeapsl, a TAKKE TEXHUKH

(mepcoHaAIBHBIX KOMITBIOTEPOB, KOITMPOBAIBHO-MHOKHUTEIBHEIX IIPUOOPOB).

- yXOJI 3a pacTeHUsMA B OubnmoTeke (mMope3ka, MoJIUB, OYHUIICHAE OT TIBLIN).

- yOOpKy IIpUIerarolieii TeppUTOPUH.

3.3. [urneHndecKe MEPOIPHUATHS BKIIIOUAIOT B ce0s:

- 00€eCITbITUBaHUE JOKYMEHTOB;

- 00ecBUIMBAHUE CTEITKEHN;

- 0BecIBUIMBAHKE KATAJIOKHBIX MKa(OB, KaTaTOXKHBIX SIIMKOB, KaTal0KHBIX
KapTOYeK;

- mpodumakTHIecKas ne3nH Ko asg 00paboTKa CTeNnaxel, MoJos,
TOIOKOHHUKOB, 000py1oBaHus (1Ba pasa B To/);

- MOHUTOPHMHT JOKYMEHTOB Ha IIPeIMET MUKOJIOIHIECKOr0 ¥ SHTOMOJIOIHYECKOro
3apakeHuUs (M30JISIIUs BbIBIEHHBIX 3aPaKEHHBIX JOKYMEHTOB).

3.4. T'uruennudeckas 06padoTka (POHIOB IPEAII0IaAraeT:

- OYMCTKY cre/utaked (OHIOXpaHMIWING C IPeABapUTEIbHBIM  CHSITHEM
JOKYMEHTOB C TIOJIKH;

- OYHCTKY JOKYMEHTOB.

3.5. Turuenndeckas 06paboTka KaTajoros IpearoiaraeT obecbBanme (Cyxas
YHUCTKA C TIOMOIIBIO MATKHUX IIETOK) KATAIOKHBIX ITKa(OB, KaTalI0KHBIX SITUKOB,
KaTaT0XHbBIX KapTO4eK. '

3.6. 3ammuTa 0T 6MOIOrHYecKoro (hakTopa IpearnoaaraeT:

- 00paboTKy TOKYMEHTOB U IOMEIIEHUH U1 MX XpaHeHUs CTIEHUaIbHBIMU
BEIECTBAMH, IPEJOTBPAILAIONIAMA aKTHBALMIO OHOJOIMYEcKoro (axropa
(BBIMIOJIHSAETCS He PeXke OXHOTO pasa B 1-2 rozga).



4. TpeGoBanusl K BHINOJTHEHHIO PadOTHI

4.1. KouTponp 3a NPOBEICHHEM CaHUTapHBIX aaeit B I'BY «PJb wum.
C.B. MuxankoBa» OCYILIECTBIAET AUPEKTOP.

4.2. OTBeTCTBEHHEIMY 3a BHITIOJIHEHHE PabOThI ABISIOTCA 3aBETYIOIINE
nopasaeeHAAMU. |

4.3. Jlns BHIIOJHEHUS PabOTHI MOAPa3AeIeHNs NOJKHE OBITH

obecredeHsl:

- cpeJicTBaMy MHIMBUIyaIbHOM 3aIIUTBL: XanaTaMi, MacKkaMH, nep4yaTKaMu;

- CpeJICTBAMM TEXHMYECKOTO OCHAILCHNUA: MATKUMA METKAMHU 1 KHCTAMH
pa3TAYHOrO pasMepa U XKECTKOCTH, MapieH, TKaHeBbIMH canderkaMu, EMKOCTAMH
IS BOJB;

- cHelMabHBIME CPeCTBaMHU 7 06pab0TKX JOKYMEHTOB H IIOMEILeHUH ISt
IPeIOTBPAIIEHNS aKTHBU3AIUY OHONOTHIECKOTO dakTopa (3amura ¢poHIa OT
GUOIOTHUECKOr0 (PaKTopa). _

4.4, TToMAMO BBITIOJIHEHHUS B CAHUTAPHbIN AEHB BBILIIEONNCAHHBIX paboT,
HeobxomIMOo cobmonars Tpedosanus 11.4.3.7 TOCT 7.50-2002, coriacHO KOTOPEIX:
- 3aKphIThIe WKa(b! ¥ CeH(BI IS XPaHEHHUS TOKYyMEHTOB (6ubauoredHoro GoHma)
JIODKHBI IIPOBETPUBATHCS HE PEKE OJHOTO pasa B HELIHO.

- POITB CAHUTAPHBIX MEPOIPHSATHIL B OHOIMOTEKE 3aKII0YACTCS B CO3/AHIH
6e30IIACHOT0 ¥ YUCTOTO POCTPAHCTEA, B YKPEIIEHH! UMAIIKA bUOTHOTEKH.

- oBs3aTepHOe pazMelieHne HHHOPMALKH O IPOBENCHAN CAHUTAPHOTO [IHA

Ha Bxone B bubnuoreky, Ha OQULIHATEHOM caiiTe U B COITMATIBHBIX CETIX.



