IHonoxxenne
00 oTJe/Ie KOMIUIEKTOBAHUA U 00paboTKHU J1UTEpaTyphbl
MyHHUIMNIATBHOT0 ABTOHOMHOI0 YUpeKIeHHS KYJIbTypbl besospckoro paiiona

«beosipckas HeHTpaJM30BaHHAA OUOJIHOTEHYHAS CHCTEMA»

1. O6mue noJ10KeHUsA

1.1. Otnen xommuiexToBaHus u oOpaboTkm mutTeparypbl (manee OTaen) — ABIACTCSA
CTPYKTYPHBIM  [IOAPA3[EJICHUEM MYHHUIMIIAJIPHOTO aABTOHOMHOIO YYPEXKICHHSI KYIBTYpPbI
benosipckoro paiiona «benosipckas 1eHTpanu3oBaHHas OUOJHOTEUHAs CHCTeMa»  (Jajnee
YupexaeHHe) U MOAYUHSACTCS JUPEKTOPY.

1.2, Otaen ocywiecTBiseT: LEHTPAIM30BAaHHOE KOMIUIEKTOBaHHE €IHHOTrO (OoHIa
YupexJeHus JOKYMEHTAMH Ha TPAJHWIMOHHBIX M IEKTPOHHBIX HOCHTENSIX, MHOIOACIIEKTHOE
packpbiTHe (OHJA Uepe3 CUCTEMY KaTaJoToB (TPaJHIHOHHBIX H ICKTPOHHBIX) METOIHYECKOEe
PYKOBOJCTBO CHCTEMOH KOMIUIEKTOBaHUS OubmuoTeuyHsx (ougoB Oubmuorek benospckoro
paiioHa, pa3pa0OTKy METOAMYECKHX M  OpPraHU3allMOHHBIX  BOIPOCOB, CBSI3AHHBIX ¢
JESATENBHOCTBIO OT/ENA.

1.3. Otmen B cBoel paboTe OpHEHTHpPYyeTCs Ha (POPMUPOBAHUE €UHOIO JTOKYMEHTHOTO
dorma c¢ ywerom mpodmIs perHoHa M ropoga B COOTBETCTBHH ¢ KYJIBTYPHBIMH,
UH(QOPMALMOHHBIMH U IPYTHUMH 3aIPOCAMHU KUTEIICH.

1.4. B cBoel AeATeNbHOCTH OTAEN PYKOBOJACTBYETCS JCHCTBYIOIINM 3aKOHOAATEILCTBOM,
B TOM YHCJIE OCHOBaMH 3aKoHozarenbcTBa PO 0 kynbType U OMOIHOTEUHOM Jie/ie, HOPMATHBHO-
METOAHYECKUMHU TOKYMEHTAMH BBILECTOALMX OPraHOB, PELICHUSIMH MECTHBIX OpPraHOB BJIAaCTH,
Yerasom Yupexnenus, HacrosammMm [lomoxenuem, IlpaBuiaamu BHYTpeHHEr0 TPYAOBOIO
pacropsika, IPUKa3aMy U paclOPsKEHHUSIMU PYKOBOJCTBA.

1.5. Otnen ocyiiecTBAsSeT BO3NOXKECHHBIE HA HEro 3aJayd BO B3aUMOIENCTBHHU CO BCEMH
CTPYKTYPHBIMH O/IPA3JICNICHUSIME Y UPEIKICHHS.

1.6. PyKoBOJUT OTZAEIOM 3aBeYIOIIHM, HAa3HAYA€MBIH H OTCTPAHSEMbIH OT 3aHHMAEMOM
JO/DKHOCTH JUPEKTOPOM. 3aBEIYIOLUUHA OpraHu3yeT padoTy OT/e/la Ha OCHOBE TOJOBLIX H
IEePCIEKTUBHEIX [UIAHOB. 3aBEAYIOLIMH HECeT OTBETCTBEHHOCTh 34 BBLIMOJHEHHE 3a1a4 U
(GyHKUMIH, BO3TI0XKEHHBIX Ha OT/IeJ HacTos UM [lo10)keHHEM, ero 00sI3aHHOCTH OIpeeISIOTCs
JODKHOCTHOH MHCTPYKIHMEH. 3aBEAYIOINH OTeI0OM HEIIOCPEACTBEHHO MOIYUHEH JAUPEKTOPY
Yupexaenus, Opranu3aluio paboTbl KOOPAUHUPYET ¢ 3aMECTUTEIEM JHPEKTOPA.

1.7. CoTpynnuku OT/e/la Ha3HAYaOTCs U OCBOOOXKIAIOTCSI OT JOJDKHOCTH JUPEKTOPOM
YupexaeHHs B COOTBETCTBHM C TPYIOBBIM 3aKOHONATEILCTBOM, [0 COIACOBAHHIO C
3aBEYIOLIUM OT/IEJIOM.



2. OcHOBHbBIE L€JIH U 3a0aYH

2.1. CucreMaTHUeCKOe HAy4HO-000CHOBAHHOE M ONEPAaTHBHOE KOMIUIEKTOBaHHE (onaa
OMONUMOTEYHON CUCTEMBI HA Pa3jIMUHBIX HOCHTENIIX MH(OPMALHMH KaK YHHBEpCalbHOro (onaa
HAYYHOIO - Xapakrepa OOLIECTBEHHO-TIOIUTHYECKOH, €CTECTBEHHO-HAy4HOH, TEXHHYECKOMH,
CENBCKOXO3SMCTBEHHOM, TUTEPATy POl IO UCKYCCTRY, Xy[JOXKECTBEHHON U JPYroW JIUTepaTypon B
COOTBETCTBMM ¢ HHGOPMAIMOHHBIMH  3almpocaMd  HacesleHus  benospckoro — paiona.
®dopmupoBanue GOHIOB MECTHBIX U KPAaeBENUECKUX U3LAHUH.

2.2. Y4er JOKyMEHTOB, MOCTYIAIONINX U BBIOBIBAIOLIUX U3 €IHHOIO QOHIa Y UpEKAEHHUS.
bubnuoreunast 00paboTka JOKYMEHTOB.

2.3. TlpenocraBneHue MmojiHOM HH(OpMALUM O cocTaBe OuOMMOTEUHOro Qonaa vepes
CHCTEMY KartajoroB. Karajorusanus M cHCTeMaTH3alus JOKyMEHTOB. OpraHusanus U BeACHHE
3JIEKTPOHHOTO KaTajlora U TPaAULIMOHHBIX KaTaJaoros OTAEIA.

2.4. Mcionp30BaHWE WHHOBAIMOHHBIX OMONMOTEUHBIX U KOMIIBIOTEPHBIX TEXHOJIOIHH B
00J1aCTH KOMITJIEKTOBaHHUSI OMOIMOTEUHOrO (POHJIA U KaTal0ru3aly.

2.5. Koop/IMHAIITHOHHOE U METOMYECKOE CONPOBOXKACHUE Pealnu3alui IroCcy1apCTBEHHON
NOJUTUKY B 001aCTH OUOIHMOTEUHOIO Jief1a B IPEe/IaX MyHULUMIIAIBLHOIO 00pa3oBaHus.

2.6. HW3ydenume, o0000mIeHME U BHEAPEHUE IMEPEAOBOrO OIBITA, PEKOMEHIALUN
['ocynapctBenHod OubmuoTekd FOrpel, B MNpakTUKy paldOThl YUpEKJEHHS [0 BOIPOCaM
dbopmupoBaHus OUOINOTEUHOTrO (POH/IA U KaTaJIOTU3AIUH.

2.7. Oxa3zaHWe MEeTOJWYSCKOH ¥ MpaKTUYeCKOH momor OuOmmoTekam benosipckoro
paifoHa 10 BOIIpOCaM KOMIIJIEKTOBAHUS U KaTalOrU3alluH.

3. O®yHKIUHU

3.1. [InanupyeT paboTy Mo KOMIJIEKTOBAHUIO OUONMMOTEUHBIX (DOH/IOB Y UPEHKACHHS :

3.1.1. M3yuyaer couMaJIbHO-IKOHOMHUYECKUH NpO(HIb peruoHa M NEPCHEeKTHBBI €ro
Pa3sBUTHS, COBMECTHO C JAPYTUMH OTAeNaMU OUOIMOTEYHOM CHUCTEMbl IPOBOAUT padoTy IO
M3yUEHHUIO HHTEPECOB U 3aIIPOCOB YUTATEJIEH.

3.1.2. CocpenoraurBaeT BHHMAaHHE Ha BBISBICHHH HOBBIX H3JaHWH B PETUOHE, HE
NPOXOASAIIMX II0 KaHaJlaM TOCyJapCTBEHHOM Iedyard (HE3aBHCHUMBbIE H3JaHUs; JHTepaTypa,
u3JaBaeMas 3a CUET aBTOPOB U T.11.).

' 3.1.3.  PaspabarbiBaeT ¥  COBEpIICHCTBYET  TEMATUKO-THIIOJIOIMYECKUNA  IIJIaH
KOMILJIEKTOBAaHUS (POH/I0B OUOIHOTEK.

3.2, OcylecTBiIsieT TeKyllee KOMIUIEKTOBAHHE U JOKOMILIEKTOBAaHHE OUOIIHOTEYHOIO
GoHOa BCeX CTPYKTYPHBIX MOAPA3ACACHUN Y UpPEKACHUS B IIpe/esiax OTHYLIEHHBIX
ACCUTHOBAHUM: '

3.2.1. CocraBiseT CBOAHbIC 3aKa3bl, HA OCHOBE 3asSBOK CTPYKTYPHBIX IIOIpa3jieiIeHuH
YupexxaeHus 0 PUOOPETEHHIO HOBOW JTHTEPATYPhI.

3.2.2. OOecneyuBaeT nomosHeHue (GOHIOB JIUTEpaTypoOH, MEepelaHHOH Y upeKIeHHIO
Pa3HBIMH OPraHH3allUsAMHI ¥ YaCTHBIMH JIMIAMH B JIap.

3.2.4. Bener KOHTPOAb 3a IOJAHOTOM [OCTYIUICHHs OOS3aTENbHBIX 3K3EMILISAPOB
JIOKYMEHTOB,

3.3. OcyumiecTisieT KHUMOOOMEH MeXay OMONHOTEKAMH W OTAeNaMHu YupexaeHHus, a
TAKXKE IPYTHMH YUPEKIECHUIMH U OPraHU3AMSIMU B YCTAHOBJICHHOM MOPSIKE.

3.4. C nenpro pelIeHMs 3aJa4d ydeTa JOKYMEHTOB, NOCTYHNAIOUIMX U BBIOBIBAIOLIMX U3



PyHKILMKn.

3.4.1. IlppHAMAET U PETHCTPUPYET MOCTyNArOLIHE B (POHI TOKYMEHTHI;

3.4.2. BeneT cyMMapHBIM y49eT JOKYMEHTOB, MOCTYHAIOIIUMX U BHIOBIBAKOLIKUX U3 (OHIA
O6uOIMOTeK B TPAJUIIMOHHON KHUTE CYMMApPHOIO y4eTa;

3.4.3. MckiarodaeT 3K3eMIUISIPbl CIIMCAHHBIX JOKYMEHTOB U3 HHBEHTAPHBIX M AKTOBBIX
KHHI, @ TAKXKE U3 3JICKTPOHHOTO KaTaliora,

3.4.4. PacnpenensieT HOBBIE IMOCTYIUIEHUST JOKYMEHTOB B  COOTBETCTBYIOILIHE
CTPYKTYPHBIE [TOJpA3/IeICHUs Y Ype)kIeHUsI Ha OCHOBE 3aKa3za CTPYKTYPHBIX IOpa3IeICHUN;

3.5. C menpl0 pelIeHHs 3aaad MPeJIOCTABICHHS TOMHOW HHQOpPMAllMM O COCTaBe
OHOMHOTEUHOTO (DOHIa YEPE3 CUCTEMY KaTaJIOrOB BBIIIOJIHSACT CIENYIOLIUE (PYHKIHHA:

3.5.1. CocraBaser Oubnuorpadpuueckue 3amnucH MOCTYHAIOKUX JOKYMEHTOB B
cooTBeTcTBHH ¢ aekcTByrommmy ['OCTamu B MmammnHountaemoMm popmare ABUC «MIPBUC»:

3.5.2. Opranusyer U Beaer 0a3y JaHHBIX 3JEKTPOHHOI'O Karajaora ¢ MCIIOJAb30BaHHEM

oubnuorpaduyeckux 3amucel 0a3 OTEUSCTBEHHBIX [IEHTPOB — FEHEPATOPOB OUOIIMOrpaduyecKon
undopmauuu (JIMBHET u np.);

3.5.3. Vuaekcupyer/cucTeMaTu3upyeT U MpeJAMeTH3UPYeT [TOKYMEHTBL [0 NPHHSTHIM B
YupexaeHuu cpeaHnmM Tabnnnam oudnuoreuHo-oudnuorpadpuuecknx knaccuduxanui (bbK);

3.5.4. Opranu3yeT U BEJIET CUCTEMY KapTOUHBIX KaTaJIOrOB OT/eNA; MOJICPKUBACT X B
HQJUIEKALEM COCTOSHUM NYTeM PperyasipHOd  paccTaHOBKM — KAapTOYEK, IMPOCMOTpa H
PEIAKTUPOBAHUS KAPTOYHBIX MACCUBOB B INIAHOBOM IMOPSIIKE; 0QOPMIISLeT KAPTOUKH Ha BCE BHUIBI
JOKYMEHTOB, IIOCTYNAIOIINX B €MHbIH (HOH/I.

3.5.5. OpraHu3yer .TEXHOJIOTHYECKUH MPOIECcC KOHTPOJS KaTaJOTM3alUHd Ha BBIXOJE
JOKYMEHTOB M3 OTJIeTIa.

3.6. Bemer HayyHO - METOOMYECKYIO H HCCIE/IOBATEIBCKYIO pPabOTy IO BOIpoOcaM
KOMILIEKTOBaHUs (OH/IA:
- paspabarblBacT WHCTPYKLMH, IOJOKEHHS, NMpaBUiIa U JAPYTUE JOKYMEHTBI, PErYIHPYIOLIHE
[IPOU3BOCTBEHHbIE MPOLECCHl KOMILICKTOBaHMS QOH/A,
- o6o0maer onelT paboTel o xomIuiekroBaHuio (onaa LIBC, u3ydaeT ombiT paboThl APYrUX
OnOIMOTEK, y4acTBYeT B LEHTPAIBHBIX H PErHOHAIBHBIX HCCACAOBAHUAX IOJ PYKOBOJICTBOM
PErHOHAJIbHBIX METOAMYECKUX [IEHTPOB;
- OKa3bIBAET METOJMYECKYI0 noMmollb Oubauorexkam benospcekoro paifoHa o BOMpocam
OpraHu3alMK KOMILUICKTOBAHHS U y4deTa KHM)KHBIX (DOHJIOB.

3.7. YuactByer B pab0oTe 110 HNOBBIICHHIO KBATH(UKALNK KaIpoB OUOIHOTEK paiioHa 1o
npoduIIIo OT/CIIA.

3.8. CocraBiseT €XeMeCsiuHbIe H €XeroiHble OTYEeTBl M CHpaBkd O paboTe 110
KOMIUIEKTOBAHUIO (DOHI0B OMOIHOTEUHOH CHCTEMBI, ‘

3.9. PaspalbarbiBacT M BHEApsET [POEKThHI, HAMpaBicHHBIE Ha Gojee APdeKTHBHOE
KOMIUICKTOBaHHE K cOXpaHHOCTb (ponnos LIbC (ue pexe 1 paza B 3 roga).

4. YnpasJjienue

4.1. Otnen KOMILIEKTOBaHMs M 0OpabOTKH JIHTEPATypbl SBIAETCA CTPYKTYPHBIM
noapaszaenenrneM MAVYK benosipckoro paitona «benospckas [[EC», HaxoauTcs B BeJEHUH U

pa60TaeT IIOA HCHOCPCACTBCHHBIM PYKOBOACTBOM 3aMCCTUTENA AUDPEKTOpa o OCHOBHOM
ACATCIIBHOCTH.



4.Z. OO0uLuH KOHTPOJb 3a JACATEIIbHOCTRIO OTACTIa KOMILJICKTOBAHHUA H OOPA0OOTKH
nuTeparyphl ocymecTsiseT aupekrop MAYK benospekoro paitona «benospexas [{BC».

43. TpymoBo#  koieKTUB  QopmHUpyeTcs B COOTBETCTBHH — CO  IITATHBIM
pacnucanueM MAVYK Benosipckoro paiiona «benosipckas LBC». O0s3anHOCTH  COTPYIHAKOB
OMpPEJIESFOTC JOKHOCTHBIMU HHCTPYKLHSAMH.

4.4. TpynoBbie OTHOIICHUS pPaOOTHHUKOB METOAHYECKOTO OTAE/Ia pPeryIupyroTces
Tpynoseiv 3akoHOnaTebcTBOM PO, YeraBom Yupexaenus, HacTosmuM [lonoxeHneM, a Takxe
[IpaBuIaMu BHYTPEHHETO TPYAOBOIO paclopsiIKa.

4.5. Oraen KOMIUIEKTOBaHMs U 00pabOTKH JTUTEpaTypbl PYKOBOAUT OpraHu3alued
paboThl  CHCUMATMCTOB  CTPYKTYPHBIX — IOApA3le/ieHHH  YUPEXK/JICHHS [0  BOMpOcaM
dopmupoBaHusg OMOIMOTEUHOTO (POHIA U KaTATOIH3ALKH.

4.6. Ilo mpukazy nupexropa MAYVK «UbC» g peanu3auuu OTACIbHBIX MPOEKTOB
MOIYT CO3[aBaTbCsl KOMHCCHM  (TPYIIBI), COCTOSIIME KakK W3 COTPYAHHKOB OTHENa
KOMILIEKTOBAHHS U 00pabOTKU JIMTEPaTyphl, TaK W MPHUBICKAEMBIX CIIELHAJIMCTOB U3 APYrUX
CTPYKTYPHBIX NOJAPA3ACIICHUNA Y UpEIKIACHHUS.

4.7. [IpaBa w 00s13aHHOCTH pabOTHHKOB  OTAENA KOMIUIEKTOBaHMA M 00pabOTKH
JIMTEPaTyphbl  ONpPENEIISOTCs  JIOJUKHOCTHBIMM — MHCTpYKuusamM,  [lpaBuiamu  BHYTPEHHEroO
TPYIOBOTO pacropsi/ika, IPUKa3aMU JUPEKTOPa Y UPEKICHU,

4.8. COTpyIHHKH OTIeJa KOMILUICKTOBAHMUS M OOpabOTKH JIMTEparypbl MOJIB3YOTCS
BCEMH [MpaBaMHu, IIPEIyCMOTPEHHBIMH JEHCTBYIOIIMM  3aKOHOAATENLCTBOM  Poccuiickon
Oenepauuu;

4.9. TpyaoBbic OTHOILICHUsI COTPYAHHKOB OTAENAA PEIIAMEHTHPYHOTCS 1pynoBbIM
komekcom Poccutickoit denepanuu.

5. IlpaBa

5.1. 3aBeayrolui OTAEIOM UMEET I1paBo:

5.1.1. OcymecTBIATh B YCTAHOBIEHHOM IOPSAKE NMOA00P U pacCTaHOBKY KaJpOB:

5.1.2. llpenctaBnarTh K MOOUIPEHHIO OTIHYMBIIUXCS COTPYIHHKOB. B HEOOXOOHMBIX
CIIy4asix BHOCHTH MPEUIOKEHHUS O JUCUMUIUIMHAPHBIX B3BICKAHUAX 3@ HApyLUEHWE TPYLOBOH M
MPOU3BOJICTBEHHON AUCIUIIINHBL

5.1.3. Bectu nepenucky ¢ ApyrUMU OpraHU3alUAMH U YaCTHBIMM JIMLIAMHU 110 BOIIPOCaM
KOMILJIEKTOBAHHUS U KATAIOIM3aHH JOKYMEHTOB.

5.1.4. BampamuBarh HeoOXOIMMble CBEIEHHMS BO Bcex nojapazaernenusx MAVK
benosipckoro paiiona «benosipckas [IBC» mist cocTaBieHMs CBOJAHBIX TUTAHOB M OTYETOB,
METOJUYECKOTO PYKOBOJACTBA, O0OOOUIEHUS [IEPEJOBOIO OMBITA, IOBBILICHUS KBATU()UKALMH;

5.2. Bce COTpyOHUKH UMEIOT IIPaBo:

el Ha mnoBbllleHHEe KBAIM(PHUKAIMH U MaKCHMAJIbHYIO peallM3alui0 CBOMX
mpo¢eCCHOHANBHBIX 00S3aHHOCTEH;

5.2.2. IlpencraBUTeNbCTBOBaTH IO TMOPYYECHHIO PYKOBOJACTBA HA COBCIIAHHAX,
KOH(EpeHIUsIX ¥ T. J. IO BONPOCAaM KOMILJICKTOBAHHMS W KaTaJOrH3al|Hd JOKYMEHTOB
Oubimoreunoro Gonaa;

5.2.3. BHOCHUTD MPEJIOKEHHUS 110 COBESPIICHCTBOBAHUIO IESATEILHOCTH OTAENA;

5.2.4. BXOIUTH B COCTaB pado4yuMX IpyINN [0 HOATOTOBKE M peaH3aldd KOHKPETHBIX

POEKTOB M Y4YacTBOBAaTh B pa3paboTKe KOJIETHAIBHBIX PEIICHHH, HANpPaBICHHBIX  Ha
JDOCTHIKEHHE [VIABHOM 3a/1a49H OT/eNa.



6. OTBEeTCTBEHHOCTD

CoTpynHHKH OTIEIa KOMIUIEKTOBAHHS H 00paboTKK JUTEpaTypbl IPH BBIMTOJTHECHUHM CBOMX
(QYHKIHKA HECYT OTBETCTBEHHOCTb 34!
7.1. KauecTBeHHOE€ KM CBOCBPEMEHHOE BLIMOIHEHHE BCEX 3aKPETJICHHBIX 3a OTIEJIOM

OCHOBHBIX 3a/a4 U (DYHKIIHH;

7.2. OTBETCTBEHHOE HCIIOJTHEHUE CBOUX JIOJKHOCTHBIX 00S13aHHOCTEH;

7.3. TlonHOTY peanu3alny MpeaoCTABICHHBIX M1PaB;

7.4. ObecrieyeHUe COXPaHHOCTH JOKYMEHTaJIBHOIO (HOH/Ia OTAeNA,

7.5. TlonHOTY, JOCTOBEPHOCTD M CBOEBPEMEHHOCTD MPEACTABAAEMON HH(OPMAIINH;

7.6. IlpaBuibHOCTE pa3pabOTKH M OCYIUECTBICHHS MEPONPUSTUH, HAlPaBIEHHLIX Ha
PELICHUE KOHKPETHBIX BONPOCOB AEATEIBLHOCTH OTACIA;

7.7. CBOEBpEeMEHHOE W KA4eCTBEHHOE COCTaBJIEHHE [UIaHOB W OTYETOB O
MPOM3BOJICTBEHHON J€ATEIbHOCTH OTAEIIa;

7.8. CoOmtonende TpeOOBAHHN OXpaHbl TPyda, TEXHHKH O€30MACHOCTH, IOKApHOH
6e30macHOCTH U NMPOU3BOJACTBEHHON CAHUTAPHUH;

7.9. Cob6arofeHue nNpaBuil BHYTPEHHETO TPYAOBOIO PacIopsiiKa.

7.10. CreneHb OTBETCTBEHHOCTH COTPYAHHMKOB YCTAHABIMUBACTCS JAOKHOCTHBIMU
HHCTPYKIUSAMH.

7. llopsaiaok nerdcTrBus

[TonoxxeHus 00 oT/Ie/Ie KOMITJIEKTOBAHHS U 00Pa0OTKH JIMTEPATYPBI.
8.1. Tlonoxenue 06 oTiese KOMIUIEKTOBAHUS U 00pabOTKH JTUTEPATYPhI YTBEPIKAACTCS

nupekrtopa MAYK benosipckoro paitona «benospekas LBC»;
8.2. B mpouecce nestenpHOCTH, B [losoxenue o0 oTaene KOMIUICKTOBAHHS U

00pabOTKH JIMTEpaTypbl B YCTAHOBJICHHOM IOPAAKE MOIYT BHOCHUTBCS COOTBETCTBYIOLUME
H3MEHEHUS U JOIOJHEHHUS.




