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Iosoxkenne
06 OTaesie KOMIIEKTOBaHHS H 00pabOTKH JIUTEPATYPbI

1. OO6mas yacThb

1.1.0taen komiuiekToBanus ¥ 06paGoTku nureparypbl 6ubnuoreuHoro GoHna ABIAETCA CTPYKTYPHBIM
noapazneneareM MAVYK «lleHTpansHas Mexrocenenueckas 6ubanorekay benebeesckoro paiioHa.

1.2.Cokpamennoe nazpanre OK u OJL.

1.3.JlesTeNLHOCTE OT/ENa periaMeHTUpyeTcs B cooTeTcTBHM ¢ DeepanbHbIM 3aKOHOM OT 29 nekabps
1994 ropa N 78-®3 "O 6ubauoreusom nene", GenepaibHbimM 3akoHOM oT 27 urons 2006 rona N 149-@3
"O6 uHpopmaLKK, HHPOPMALMOHHBIX TEXHOJIOTHAX U 0 3aliuTe HHGopmaunu”, PenepanbHbIM 3aKOHOM
or 29 pexabpa 1994 roma N 77-®3 "OO obs3atensHOM 3K3eMiUispe AoKymeHTOB", OcHOBaMH
sakoHoaarenscTBa Poccuiickoii @enepauun o KynbType oT 9 okrabpsa 1992 rona N 3612-1, Ilopsakom
yd4eTa HOKyMEHTOB, BXOAAIMX B cocrtaB OubGimoreynoro ¢ouma, yreepikaenHoro Ilpukasom
Munmncrepctea KymsTyphl Poccuiickoit @enepamyu ot 8 oktabpsa 2012 roma N 1077, ®enepanbHbim
3akoHOM «O TIPOTHBONEHCTBMHM 3KCTPEMHCTCKOM JAESTENBHOCTH (C M3MeHeHWsMH Ha 23 Hoabps 2015
rona), Ycrasom MAVK «llenTpanbHas Mexnocenen4eckas oudbnuorexa» benebeesckoro paiiona.

1.4.0tmen HaxomMTCs B  HEMOCPEACTBEHHOM MOAYMHEHHH IMpeKTopa OMOIMOTEKH, KOOPIAHHHPYET
MIOBCE/THEBHYIO paboTy ¢ AMPEKTOPOM, 3aMECTHTENIEM THPEKTOpa.

1.5.0Tmen ocymiecTBise€T CBOIO [eATENBHOCTh B COOTBETCTBMH C MPHKA3aMH W PacMOpsIKEHHAMH
AIMUHHCTpalMK OUOIHOTEKH.

1.6.[lesrensocte OK u OJI sBnsercs cocraBHoii uacthio pestensHoctd MAVK «llenTpanbHas
MexmnocesieHdeckas oubmroreka» benebeesckoro paloHa Mo NMPeOCTaBIEHHIO MYyHHIIMTIATBHOH yCIyrH
«bubnuoTteuHoe 06cmyKMBaHHE HACEICHUAY.

1.7.B ocuose pesrensHocTd OK u OJI nexur uzydyeHue cocTosiHus (OHOA IS MOBBLILIEHUS €ro
COOTBETCTBHA 3aiauaM OuOMHOTEKH, WH(OPMALMOHHBIM MOTPeGHOCTAM TNOMB30BATENEH, a TakKe
3(peKTHBHOCTH HCTIONIB3OBAHUA.

2. OcHoBHBIE 331241 0TJeJa

2.1.KommekroBanue ¢poHnoB 24 nocenenveckux 6ubnuorexk MP BeneGeeBckuit paiion Pb neuatHeiMu

H3OaHUAMH W OPYTHMH HOCHTEIAMH H'HEbOpMaLIHH, OCHOBAHHOE€ Ha YHWTATCIIbCKHX HWHTEpPECAx, 3amnpocax
MOJIb30BaTeNEH U aHAJTU3E U3JaTeIbCKOro PBIHKA.

2.2.Hi3yyeHue, aHAIM3 M ONpeJeeHUE HCTOYHHUKOB KOMIUIEKTOBAHHS ONTHMAIBHBIX MO HANEHHOCTH
BBIMMOJITHEHHA 3aKa30B, CTOMMOCTH JOKYMEHTOB H ONEPATHBHOCTH JOCTABKH.



2.3.Packpsitue 6u61HOTEYHOrO ¢oHna ¢ nomomkIo cHcTEMBI KaTaJloros, a Takxke myrem (opMUpoBaHHA
OJIEKTPOHHOrO KaTanora, B TOM YHC/IE HA OCHOBE KOpMOpaTHUBHOIO B3aUMOAEHCTBMA MO CO3AAHHIO
Ceozasoro katanora HB um. A.-3. Bamuzu.

2.4 M3yueHMe cocTaBa M HMCMONB3OBAHHS (ounos 6uGanorek nocenenwuii, niepepacnpeneiieHue
HEUCTIONE3YeMOM, HempOQHIBHON H MHOTO3K3eMIIAPHOH JUTEpaTypbl Mexay GUGIHOTEeKaMH paiioHa,
0cBOOOXKAEHHE DOHNIOB OT YCTAPEeBLINX H3NAHHiL.

2.5.Mertoauueckas, KOHCYNBTATHBHAS TMOMOWIb MO BEICHHIO KaTaloroB, NponaraHie W COXPaHHOCTH
doHaoB.

3. OcHoBHbIe pynKuHE 0TIeNA
3.1.0cymecTBasier Texymee u PETPOCHEKTHBHOE KOMILIEKTOBaHKe (oHza:

-BBIABJISIET H OTOMPAET JOKyMEHTHI (IIeYaTHbIe U S/IEKTPOHHbIE) MyTeM npocMoTpa Gubnuorpaduueckux
HCTOYHHKOB B MOMOLIL KOMILIEKTOBAHHMIO,

~H3yH4aeT OTEYECTBEHHBIH KHIKHbIH PBHIHOK, B TOM 4HC/Ie HCTIOJIB3YS COBPEMEHHBIE MH(DOPMALIMOHHbIE
TexHonoruu (MuTepHer);

“BBIABJIACT JIOKYMEHTBI, KOTOPbIE OTCYTCTBYIOT B (hoHAe GUBIHOTEK WM HMEIOTCA B HEOCTATOYHOM
Ko/4ecTse, Beiet «Kaproreky orkazosy;

-YHacTBYET B PHOOPETEHHH JOKYMEHTOB, HMCTIO/TB3Ys pa3/IMiHbIe HCTOYHMKH KOMILIEKTOBAHHS:
"YYacTBYeT B IOArOTOBKE AOKYMEHTOB [/ pa3sMeLLEHHs 3aKa3oB Ha Noprane  3aKymnok U 4epes
3aKITIOYEHHE MYHHIIUIIATEHEIX KOHTPAKTOB;

-0QOPMIISET MOAMKCKY Ha MEPHOAHYECKHE H3NAHHUS U1 nocesieH4eckux Gubnuorexk.

3.2.0cymecteaser yuer donna 6ubnuorex:

~BEAICT KOMMYECTBEHHBIH H CYMMAapHBIif y4eT GoHIa MoceneHYecKHX GHBIHOTeK

- IPHHAMAET TOCTYNaloIHe B (POHM JOKYMEHTE,

- OCYIUECTBIIACT HHAMBUIYa/IbHBIH YYET JOKYMEHTOB (yueTHbIH Katanor);

- PaclIpe/ie/iieT HOBbIE MOCTYIUIEHHS AOKYMEHTOB U3 BCEX MCTOUHMKOB ¢unancuposanus;
- ICKJTIOYAeT U3 YHETHBIX JOKYMEHTOB CITHCAHHbIE H3[aHHS;

- bopmupyer naunbie, HeoGXoAMMBIe TS y4era.

3.3.06paboTxka TexyLmx nocTynienuii. Karanorusaums.

-cocTaBnser Oubnmorpaduueckoe onMcaHWe B COOTBeTCTBHH ¢  «PoccuiickiMu  npaBunamu
KaTajorusaium» u ¢ aeficteyrommmu ['OCTamu:

I'OCT 7.80-2000;

I'OCT 7.1 -2003;

I'OCT 7.82 -2001;

I'OCT 7.12-93;

I'OCT 7.0.100-2018.

-OCYLIECTBIACT KJIACCH(PHKALMIO HOBBIX TMOCTYIUICHHH MO MOCNEOHHWM HOBBIM Tabnuuam BBK s
MaccoBEIX GubIHOTEK;

-co3naet Gubnmorpauueckyio zamuch B OneKkTpoHHEIA KkaTanor B mporpamme ABUC «Pycnany,
y4acteyer B cosnanuu Coanoro Karanora HB um. A.-3. Banumu.

-OCYMIECTBIIAET MOMCK roToBoit B3 B cBoaHOM katanore HB um. A.-3. Bamizau, xonmpyer u penakTHpyeT
HalinenHyio b3;

~“THPOKHUPYET KATAJIOXHBIE KAPTOUKH ISl BCEX KATAIOroB GHGIHOTeK paiiona.



3.4.0cymectaiser Texuudeckyio 06paboTky noxymeHTOB.

3.5.lepenaer B INocenerueckue 6ubmuorexn MAVK «lenTpanbHas mMexmnoceneHvyeckas 6GHGMHOTEKaY
BeneGeesckoro paiiona o6paboranHbie w3naHus HEOOXONUMbBIM ~ KOMILIEKTOM ~KapTouek s
OpraHHM3alliK KAaTaJIoroB.

3.6.Cocrasnser omvicu WHBEHTAapHBIX HOMEPOB.
3.7.V4actByer B MeponpusTHsX (cemuHapBl, Kypchl) MO NOBBILEHHIO KBaJM(pUKaALIHK.
3.8.VuactByer B nepeyuere 6u6MHOTEIHOrO (onna, cocrasnser utorossie JOKYMEHTBI 110 MPOBEpKe.

3.9.PerynsipHo oruMThIBaeTcs nepen Oyxranrepuedl mo pacxomOBaHMIO CpeAcTB Ha npuobpeTeHue
M3JIaHUIH BCEX BUIOB M THIIOB.

3.10.TotoBUT namHBIE s ©KCKBAPTATBHOrO MOHMTOPHHIa MOCTYMIeHHH M3naHuH B (boHTBI
MYHHLIMNANbHBIX GUOIHOTEK H BHOCHT HX Ha nopran Hb um. A.-3. Banuau.

3.11.TotoBur Matepuan B pasgen «Buumanue: Hosunka!» nns caiita MAVK «llenTpanbnas
MexrioceneHyeckas 6ubmuoreka» Benebeesckoro paiioHa.

3.12.ITpoBoaut cBepky MOCTYNalOWeH uTepaTypsl ¢ «DenepansHbIM CIHCKOM IKCTPEMHUCTCKHX
MATepHaJIOB), Pa3MEICHHBIM Ha caiite Muniocta Poccuu B cooTBeTCTEHH ¢ DenepaibHbIM 3aK0HOM «O
NPOTHBOJCHCTBUM 3KCTPEMHUCTCKON AeSTEbHOCTH (c u3meHeHusMu Ha 23 HOsi0ps 2015 roxa, [Mopsaakom
y4eTa [OKYMEHTOB, BXONAIIMX B COCTAB OHOGIMOTEYHOrO (onna, yreepxknenHoro [ITpukazom
Mpunucrepersa kynsTypsr Poccuitckoii Denepaumy ot 8 okta6ps 2012 roga N 107,

4. CrpykTypa n ynpasienne otaenom

5.1.B cocraB ormena BxomuT BEAylWMiH Gubnvorekaps, pepaktop 2 Kateropuu, Gubnuorekaps 2
KaTeropuu.

5.2.CtpykTypa W mraTHOe pacliucanne oTAena yTBepKaaloTcs aupektopoM MAVK «IlenTpanbHas
MeknoceneH4eckas 6ubnnoreka» Benebeesckoro paiOHa B yCTaHOBJIGHHOM TOPS/IKe.

5.3.Cotpynnuky orzena HasHawaotcs, NIEPEBOATCA HAa IPYTYIO [O/DKHOCTE M OCBOGOKAAIOTCH OT
paboTel aupekTopom B cooTetcTBHM ¢ TK Pd u M0 COrNIacoBaHWIO ¢ BeAylMM GHOIHOTEeKapeMm
OTZENOM.

5.4 Keanudukaums corpymumkos OK u  OJI AO/DKHA  COOTBETCTBOBATh  KBAIM(DHKALIMOHHBIM
TpeGOBAHMSIM, NPeqBABITEMBIM K OHOIHOTEYHBIM paboTHuKaMm.

5.5.06s13aHHOCTH M mpaBa KaXIOro paboTHuKa onpenenstoTCs COOTBETCTBYIOIEH NO/DKHOCTHOM
HHCTPYKLHMEH, paspabaTeiBaemoii u YTBEPXKACHHOH PUKA30M AMPEKTOpA.

5.6.Benymmii  Gu6nmorekaps OK u OJI OCYLIECTBIISET OpFaHH3ALUMOHHOE pPYKOBOACTBO BCeii
ACATENILHOCTH OTA€Na Ha OCHOBE YCTaBa yupeXIeHHS, JAHHOTO [onoxenns, aomKHOCTHOM
HHCTpyKuHeH. Hecer nepcoHansHyio oTBeTCTBeHHOCTS 32 paboty OK u OJI.

5.7.Pacnopsinok pa6oter OK u OJI OMPEACIACTCS M YTBEPIKAACTCS AUPEKTOPOM YUPEHKICHHUS.

6. BzaumooTHOmenns (B3aumopeiicTBus) oTaena ¢ ApyrumMu oTaeaAMH H noce/ieHYecKHMH
Gubauorexamu MAYK «IleHTpanbHAs MexkNOCeTeHYecKas GHOIHOTeRA
BesebeeBckoro paiiona



6.1.3asenyromme Ilocenenueckux 6ubmuorex npenocrasisior B OK u OJL:
- aKTHI HA HCKITIOYEHHE JOKYMEHTOB U3 QoH/a;
- 3aKa3bl HA TMEPUOAMYECKHE W3IaHMUA;

- CIIMCKH Ha OTCYTCTBYIOLIYIO JIHTEPATypy.

6.2.01aen npeaoCTaBIIsET:

- METOAMYEeCKOMY OTJEINy — FOIOBO# TUIaH M 0T4eT O paboTe oTAena;

- aMMHHCTPALMK — AOKYMEHTbl H HeOOXOAWMBIE MaTepuasbl Ui BEACHMS JIMYHBIX €/ COTPYAHUKOB
oTaena;

- OyxranTepuM — JOKYMEHTHI (KOHTPaKTBl, JOrOBOpa, HakJIajHble, CueT-(GakTypel, c4eTa, aKThl Ha
crnucaHue) st OyXraJITepcKoro y4era, OTYETHOCTH H KOHTPO/IS;

- mpyruMm otnenam GubGnuoTeku W GubIMOTEKAaM TOceNeHMH HeoOXomMMble CBeleHUs s paboTsl B
paMKax OCHOBHBIX 3a1a4 H QyHKUMH.

7. OTBeTCTBEHHOCThH oTaena
7.1.071en KOMIUIEKTOBaHKA W 00paboTKH JIMTEpaTyphbl HECET OTBETCTBEHHOCTS 34!

- BBINOJIHEHHE IUIaHa paboThl B yCTaHOBJEHHbIE (IU1aHOM, rpadMKOM, MHCTPYKLHENH) CPOKH M BBICOKOE
Ka4uecTBO paboTHI;

- 06paboTKy BCexX MOCTYNAIOLIMX B OTAE/ JOKYMEHTOB M CBOEBPEMEHHYIO WX nepeady B GoH;

- CBOEBPEMEHHOE MPECTaBIEHHe OTUETHBIX JOKYMEHTOB M JIOCTOBEPHOCTD CBE/IEHHI;

- cobmoneHue NPOU3BOACTBEHHON U TPYAOBOH AHCLMIUIMHBI COTPYAHMKAMH 0TAENA;

- MOBbIlIEHHE MPOMECCHOHATBHOIO YPOBHA COTPYOHHKOB OTAE/a IyTeéM MCIOJIb30BaHHA PasIH4HBIX
METOJIOB: KypChl, CEMHHaphbl, 00yueHHe Ha pabounx MecTax;

- BBITNIOJHEHHE 3a1a4 H (YHKUWiA, BO3JIOKEHHBIX Ha OTAeN HacToAlMM IlonoxeHuem, NpuKas’oB H
pacriopsbkeHuH TupeKTopa GHOIMOTEKH M PyKOBO/ICTBA BHILIECTOSIIMX OpraHU3aLuii;

- cobmonenre TexHukn 6€30MaCHOCTH, OXpaHbl TPyAa, MPOM3BOACTBEHHOH CaHWTapHH W MOXKAPHOM
Ge30macHOCTH B YUPEXKIEHHH,

- CcOXpaHHOCTH MaTepuanbHbIX eHHOcTeH OK 1 OJL.

Bemymuit 6ubmuorexaps OK 1 OJI W’_ Ab6xypammutosa JI. M.




