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HOJIOKEHHUE OB OT/IEJIE KOMILIEKT OBAHMS 1 OBPABOTKH

1. OBIIE IIOJIOYKEHUS
1.1. Ornen kommiexkToBanus u 00paboTKH JOKyMEHTOB GHOIHOTEYHOrO donna (nanee —
OKuO) sBnsercs CTPYKTYPHBIM LIOJpa3/ieIEeHHeM LEHTPaTbHOM MOIEIbHOM 6ubinorexu
MBVYK «Cmupusixosckas 1BCy.
1.2, JlesrensnocTs oTnena PCIIAMEHTHDYETCS NSHCTBYIOIMM 3aKOHOAATENbCTBOM O3 No78 oT
29.12.1994 «O 6ubnmuoteutom ACIIEY, COOTBETCTBYIOIIMMH HOPMATHBHBIMHU aKTaMHu, Y cTaBOM
MBVK «CmupHbIxoBcKkas BC», npukazamu u pacnopsbkeHusmu 1o LIBC, HacTosmmm
[Tonoxenuem.
1.3. Ornen naxomutes B BeneHuyn u HCIOCPCACTBEHHO IIOXIMHSETCS JUPEKTOPY Oubamoreky,
KOOpIMHUPYET IOBCETHEBHYIO PaboTy ¢ AMPEKTOPOM, 3aMECTUTENIEM AUPEKTOPA.
1.4, Otzen ocymecrtsaser croio ACATEIIBHOCTD B COOTBETCTBHH C IIPUKA3aMH H
PACIOPSDKEHUSIMA AIMUHUCTPALNH GHOITHOTEKH,
1.5, Hesremsnocts OKuO spisercs COCTaBHOH 4acThIo festensHoctH MBYK KCP «MILIB»»
1O IIPEIOCTaBICHUIO MYy HUIIMIIATIBHON YCITyrH «Bubmoreqnoe 00CIy’)KHMBaHHEe HaCEICHUS .
1.6. B ocHoBe mesrensHocTH OKHO MBVYK KCP «MI[B»» o KOMIIJIEKTOBAHHUIO JIE)KHT
H3yHICHHIE CIPOCa Ha OHOIMOTEYHBIH IPOXYKT B COOTBETCTRUHY ¢ HH(pacTpyKkTypoit roposa.

2. BAJTJAYH OT/IEJIA

2.1. Obecrievenre Hay9HO OGOCHOBAHHOIO KOMIUICKTOBaHMS €MHOTO (hoHma MBYK «CMHPHBIXOBCKAs
IBCy» mmanmsve u mpyrumu HocHTe IIME MH(OpPMAIMK,  oCyIIiecTRIICH e 00pabOTKH U OTpaKeHHe
HAOKYMCHTOB B CHCTEME KaTa/IOrOB M KAPTOTEK.

22, KommrekroBanre (GOHIOB GHOHOTEK ¢ Y4CTOM  HAPOITHO-XO3AHCTBEHHOTO U KyJHTYPHOTO porIst
PpafioHa, COLHMATEHO-IIPOBECCHOHATHHOTO COCTARA To/mb30Baresei 6normorex LBC.

2.3. HayuHo-MeTommdeckoe obecricuerme TIPOLICCCOB, CB3AHHBIX ¢ (DOPMHPOBAHIEM OHOTOTCUHELX (oH/10B,
X 00pabOTKOI 1 pacKpbITHeM HCPe3 CHCTEMY KaTa/IorOB U KapTOTEK.

2.4. Yder nokyMeHTOB, TIOCTYNAIOMHKX U BBIOBIBAIONINX U3 (OHIA GHOTHOTEK,

2.5. Karanoruszamus JIOKYMEHTOB.

2.6. HM3yuenue cocrasa u HCII0/Ib30BaHHMs HOoH0B 6GubimoTek L[BC, [IepepacIipeieJIeHue
HEHUCIIOIB3yeMOH, HeNpOopHIIbHOM 1 MHOTOSK3EMIIIPHOH JINTEPATYPBI MEXK]Ty OUOIHOTEKAME
pafioHa, ocBo6oxneHHe HOHIOB OT YCTapeBIIUX U3IaHUH.

2.7. Texumyeckas 00paboTka Texymmx IOCTYIJICHUH 11 BceX OUOIHOTEK MOCEIICHMIL.
8. Meronmaeckas, KOHCY/IbTATHBHAS TIOMOIIb 110 BECHHUIO KaTaIOr0B, MPONAranie u
COXPaHHOCTH (OHIOB.



2.9 CosepuieHCTBOBaHME OpPraHU3AINH, [OBBILIECHHS Ka4ecTBA U s¢pexTHBHOCTH paGoOTHI OT/ENTA,
UCIIOJIHUTEIbCKOX U TPYIOBOM JUCIUTIIHHBL.

3. OCHOBHBIE ®YHKIIUM OTAEJIA

3.1. OcymiecTBneHHE TEKYIIEro M PETPOCIEKTHBHOTO KOMIIEKTOBAHMS dbonna:
3.1.1. BeigBieHne u 0160p JOKYMEHTOB (IIeYaTHBIX ¥ 57I€KTPOHHEIX) ITyTEM IIPOCMOTpa
OUGIHOrpadIIeCKUX HCTOYHMKOB B IIOMOIITH KOMILICKTOBAHHMIO.
3.1.2 Mi3y4yeHHe 0TE€YECTBEHHOTO KHHMKHOTO PBIHKA, B TOM YHCJIE UCIIOTIB3Ysl COBPEMEHHBIE
MH()OPMAIIHOHHBIE TEXHOIOTHH (MHTepHET).
3.1.3 TlpuobpereHne T0KyMEHTOB, HCIIOJIB3Ys pa3/IMYHBIE UCTOYHHUKH KOMILUIEKTOBAHUS.
3.1.4 OpraHuzanus J0KOMILUTEKTOBAHHS (hOHIOB C BEIABIICHHEM JaKyH (BexeT KapTOTEeKy
AOKOMILIEKTOBAHHS U yYET BBIIOTHEHHBIX 3aKa30B).
3.1.5 Oprauusanus ¥ BeileHHE CIIPABOYHOTO amrmapara B OT/eJI€.

3.2. Oprasmsanus yuera poHa GUGIHOTEK:

3.2.1 BeneHue KoJIM9eCTBEHHOTO yyeTa ¢onna Bcex 6ubmmorexk MBYK «CMHUPHBIXOBCKas
HBCy».

3.2.2 Tlpuem nocrynaromux B hoHz JIOKYMEHTOB.

3.2.3 VHnuBHIyanbHEIH yuer JIOKYMEHTOB.

3.2.4 PacupeneneHne HOBBIX IIOCTYTUICHUM MeXIy Oubinorexamu.

3.2.5 HckimodyeHue U3 yI9eTHBIX AOKYMEHTOB CIIUCAHHOR JIMTEPATYPHI.

3.3. O6paboTka TEKyMHMX MOCTYILICHHUH. Karanorusanus:

3.3.1 CocraBnenue 6u6IHOrpadhUIECKOrO OMUCAHUS B COOTBETCTBHH C JCHCTBYIOIUMHU
I'OCTamu.

3.3.2 ®opmupoBanue JaHHBIX, HEOOXOMUMBIX IS y4era Gpona (3K3eMILIIPHOCTS, [eHa,
HCTOYHUK KOMIUIEKTOBAHUS, CyMMBI IIOCTYILIEHUH M0 HCTOYHUKAM B noapasnenenus L[BC.
3.3.3. CucremaTH3aIys HOBBIX IOCTYIIEHUH 110 OCIEAHEeMY H3aHuIo Tabmun BBK s
MAacCOBBIX U IETCKUX OHOIHOTEK.

3.3.4 PenakTupoBaHHE 3IeMEHTOB Oubnuorpaduueckoii 3amucy.

3.3.5 Co3nanue 6a3bI JaHHBIX Ha TEKYIIHE MOCTYIUICHUS, COCTaBJIeHHE OGHOIHOrpadguuecKoit
3alliCH, HHBCHTAPU3ALHUS, THPAKMPOBAHKE KAPTOYEK Ha HOBBIE IIOCTYILICHUS B Iporpamme
«MamonTt»; OPAC Global.

3.3.6 VYwuacTue B pOpMHpPOBAHHH CBOAHOTO KATANOra GHOIHOTEK Caxanunckoit o6macTu
(CKBCO).

3.3.7 VYuacrtue B GOpMHUPOBAHHY CHCTEMBI KATATIOIOB 1 kaprotek [[BC.

3.3.8 Opranuzanus, BeneHue, PENAKTHPOBAHUE JIEKTPOHHOI'O, HEHTPAIBHBIX KAaTAJIOTOB,
PeIaKTHPOBaHHE KaTaIOroB moapaszenenuii L[5C.

3.4. Texnuyeckas 06paboTKa JOKYMEHTOB.

3.5. Ilepenava B otaensl u dummais LIBC 00pabOTaHHEIX U3/aHHiT ¢ HEOOXOMMMBIM KOMILIEKTOM
KapTO4eK ]I OpraHu3alliHi KaTaJIoroB.

3.6. VTOUHEHHE M KOPPEKTHPOBKA 3asBOK otzenoB 1 Gpumianos I[BC Ha nepromuyeckue
U31aHus, 0QOPMIICHHE TIOITUCKH.

3.7. Visy4eHue u BHeNpeHHE H3MEHEHH U TOMOIHEHMI K I'OCTam Ha Gubnuorpapuyueckoe
OIIUCAaHUE TOKYMEHTOB.

3.8. Vuactue B MeponpHsaTHsIX (ceMMHApBI, KYPChI) O HOBBIIIEHUIO KBaJIM(PUKAIHH.

4. IIPABA OTJEJIA
4.1. Otnen B npenenax cBoeit KOMIETEHIIMH HMEET IpaBo:



4.2. 3ampamuBare U HOJIy4aTh OT CTPYKTYPHBIX noxpasnencuuii [{6C matepuansl, Heo6xomumble
UL OCYINECTBIICHUS pabOTHI, BXOASIIEH B KoMIeTeHnuo OT/ea.
4.3. JlaBaTh pa3bsICHEHHS M PEKOMEH[AIUH 110 BOIIpOCaM, BXOISINUM B KoMIteTeHnuo OT/ena.
4.4. IlpuruMath yyactue B paGore KOMHCCHH, pabO4UX IrPyIII, IPUCYTCTBOBATH HA COBEIAHUSIX
TIpA paCCMOTPEHHUH BOIPOCOB, BXOJAMHUX B KoMreTeHImio OTena.
4.5. OCyIIeCTBIIATE MHBIE IIPABA B COOTBETCTBHH C 3ama4amu ¥ QyHKnusmMu OTjena,
[IPpEIyCMOTPEHHBIMH HacTOSIIMM [lonoxeHneM.
4.6. 3aBenyromuii OTnena umeer IIpaBo:

- Buocuts Ha paccMoTpenne aupexropa LIBC npennoxenus 10 yIyqImeHno 1esTeIbHOCTH
OTZeJa, CTPYKTYPHBIX I10pa3ieIeHHIA;

- IIpencTaBiaTs K MOOMIPEHHUIO OTIMIMBIIHKCS COTPYXHHKOB, BHOCHUTD IIPEI0OKEHHS
AUPCKTOPY O IIPUBJICIEHUH COTPYIHUKOB K aIMHUHHACTPATUBHOM OTBETCTBEHHOCTH 32 HapyIIeHHe
TPYIOBOH, UCIIOJHUTEIBHOMN U IIPOU3BOICTBEHHOM JHCILUIIINHEL

S.CTPYKTYPA 1 YIIPABJIEHUE OTAEJIOM
5.1. CtpykTypa u uncnersocts Otaena OIpenieNideTCs MTaTHEIM pactiucanueM 1[BC u
yreepiaarores mupekropoM MBYK «Cmupusixosckas [[BCy B YCTaHOBJIEHHOM IIOPSJIKE.
5.2. B cocras Otnena BXOJAT:

* 3aBenyrouwmii oTaenom — 1 e,
* bubnmorexaps- xaranoruszarop — 1 en.

5.3. Cotpyanuxu otnena Ha3HAYaI0TCs, IEPEBOAATCS Ha APYTYIO JOJDKHOCTD M OCBOGOK TAF0TCS
ot paborel nupekTopoM L[BC B coorBercTBum ¢ TK PD 1 mmo COIJIaCOBAHHMIO C 3aBEYIOIIHM
OTJIEJIOM.

5.4. 3aBemyromuii oTIEIOM BXOMHT B coctas  CoBera IIpY TUPEKTOPE U METOACOBETA.

5.5. OGA3aHHOCTH COTPYIHHKORB ONPEACIISAIOTCS NODKHOCTHBIMU HHCTPYKIIHSMH.

5.6. Pab6ora otnmena CTPOUTCS Ha OCHOBE €IUHOrO miana MBYK «CmupHbIxosckas L[BCy.
I1naner 1 oT4eTH yTBEp)KHAIOTCS AupexkropoM MBYK «CmupHbixosckast I[BC .

6.0TBETCTBEHHOCTbH OT/IEJIA

6.1 Otzen u ero 3aBeayIONMMIl HECYT OTBETCTBEHHOCTD 3a:

- BBIIOJHEHHE IJ1aHa PabOThI B YCTAHOBIIEHHBIE (ILTAHOM, IpaQuKOM, HHCTPYKIHEHR) CPOKHU 1
BBICOKOE Ka4€CTBO PabOTBHI;

- 00paboTKy BceX MOCTYMAOIINX B OTIE AOKYMECHTOB 1 CBOEBPEMEHHYIO HX Ilepe/iady B (OH,.

- CBOCBPEMCHHOE IIPE/ICTABICHUE OTYETHBIX JOKYMEHTOB U JIOCTOBEPHOCTH CBEIEHHUIA,

- COOJIIOICHHE POU3BOACTBEHHOMH 1 TPYAOBOH AUCIHILIMHEI COTPYIHHKAMHI oTnena;

- TOBBIUIEHHE NPO(ECCHOHANBEHOTO YPOBHS COTPYIHHKOB OTIENA IIyTEM HCIIOJIb30BaHHS
PasTHIHBIX METOZIOB: KYPCBI, CEMUHApBI, 00yJyeHHe Ha PabOYHX MECTaXx;

- BBINOIHCHUE 33/1a4 H GYHKUMH, BO3NOKEHHBIX Ha OT/eN HACTOSIIM [TonoxenueM, IpUKa3oB u
PACIIOPsDKCHUH THPEKTOpa GUOIHOTEKH U PYKOBOCTBA BBIMIECTOSIIINX OpraHu3aImii.

7. opsimok aeiicrBus Monoxkenus

7.1. Tlonoxenue yrBepxmaercs aupekropoMm MBVK «Cwmupssixosckas [[BC». B rporecce
ACATCJILHOCTH OTAC/A B CBSI3H C BHOBb IPHHHMAEMBIMH PEILEHUSIMH JUPEKTUBHBIX OPraHOB, B
[lonoxenue, B ycTaHOBIEHHOM IIOPAIKE, MOIyT BHOCHTBHCS COOTBETCTBYIOIIHE HM3MECHEHHS WU
JIOTIOJTHEHH .



