YTBepxkaeHO

npukasom aupekropa MAYK
Benosipckoro paitona «benospekas LIBC»
ot 12 Hos6pst 2015 roma Ne 43/1-0

IHonoxenue
0 BHYTpHOHO/IHOTEYHOM aboHEMeHTe
B MYHHLIHTIAILHOM aBTOHOMHOM Y4PeXKAeHHH KyabTypsl Beaosipekoro paitona

«benosipckas HEeHTPATIM30BAHHAS OHOJIHOTEYHAS CHCTEMAa)

JlaHHOE  MOTOKEHHWE HANPaBICHO Ha  MAKCHMAIBHO OI€paTUBHOE,  OBICTPOE
00CIIy)KHBAHHE  3alpOCOB  IOJIB30BaTeNell  OHOIHOTEK MYHHIUIAIBHOTO  aBTOHOMHOTO
YUpeKACHHUA KYNBTYphl Benospckoro paifona «Bemospekas LEeHTpPaIU30BaHHas OHOIHOTeUHAs
cucteMa» (Zanee — YUpexIeHHeE), ¢ YeTKOM periaMeHTaIHel CPOKOB BBIIIOJTHEHHS 3aKa30B,
WHPOKYIO HHPOPMALHIO O cHcTeMe (OHAOB GHOIHOTEK C eI OIEPATUBHOIO HAXOXKIEHHUSI

HY)KHOTO U3J1aHHsl, BHEAPEHHUS COBPEMEHHBIX CPEJICTB IS [IpHEeMa U Iepeadn 3aKas3oB.
I. OcnoBHbIC 3a029n

1. OGecneunBath 5)(peKTHBHOE HCIONB30BAHUE EIHHOIO onna Yupexnenus myrem
BHYTpHOKG/IMOTeuHOTO aboHemenTa (nanee BBA).

2. OnepaTMBHOE  yIOBIETBOPEHHS €IUHBIM Gommom  3ampocoB  Bcex rpymn
NI0JIB30BaTeJICH.

3. AkTHBA3HPOBATE yuacTHe B BBA BceX cTpykTypHBIX IIOJIpa3/Ie/IEHUIl Y UpeKIeHusl.

4. CosepuencTBoBars ympasnenne BBA ma ocHose KOOpJMHALMKA BceX OubIuorex
Vupexaenus.

II. Conep:kanue pa6oThl

1. OpranusanuonHOe pyKOBOACTBO paGoTOi OCYIIECTBIISIET OTAEN KOMIUIEKTOBAHUS M
obpaborku (nanee — OxuO).

1.1. Beinonuser 3asBku Ha IMTEpaTypy U3 SAUHOTO bonnma YupexneHnus.

1.2, OrcnexkuBaer Hamuuve 3ampammBaeMoi uHpopMaluu ¢ GazaMM  JAHHBIX
3JICKTPOHHOIO KaTajora Y YperxIeHus.

1.3. Ocymectansier 0T6Op ¥ BBIIAYY TeMATHUECKHX H TIOOIX JIpyrux nog00poK 1o
3asBKaM CTPYKTYPHBIX MOAPA3AEICHUN YUpexIeHus;

1.4. BoisBnsieT Hey(0BIeTBOPeHHBII CIIpoc, paGoTaeT ¢ OTKa3amu;

1.5. KonTponupyer cpoku Bo3spara JIOKYMEHTOB,



II1. Hanpas.ienne u nostyvenue 3akasos.
Cpoxu BINo/IHEHUS ¥ BO3BPAIIEHHUS 3aKA30B.

1. 3anpocs! nonb3oBarereit GubaHoTEK [IPUHUMAIOTCS B T€YEHKE paboyero JHsI BO BCeX
CTPYKTYPHLIX  NOADA3JeNICHHSIX YUPEXKICHHS M OINePAaTHBHO HAMpaBJIIOTCST B OT/EN
KOMIIIEKTOBAHHSI.

2. 3aKa3bl Ha JJOKYMEHTBI Hanpasisrores B OKuO Ha ocHOBaHMY eauHOro 61aHKa-3aKa3a
(npunoxenue).

3. 3akassl HanpasisoTes B OKHO mo6bmv yI0OHBIM OHOIIHOTEKe-3aKa3UHIE CTIOCOBOM
(TesrepOHHDIH 3BOHOK, 31eKTPOHHAs nouTa, pakCHMHIIBHAS CBA3h H T.J1.).

4. CpoK BBIIIOJHEHHS 3aKa3a COCTABIISAET OT 3 A0 S paboynx AHEH, CIeNYIOMHUX 3a AHeM
NoJy4yeHus OJiaHKa-3aKasa.

5. B cyqae, korna HeoGX oMbl AOKYMEHT BOCTPEOOBAH APYTHM I10JIb30BATENEM,
CYWIECTBYET CHCTEMA OYEPEIHOCTH.

6. Cpok 1moJjib30BaHus JMOKYMEHTaMH, [TOJIyYeHHBIMU 110 BBA
- kHury — 30 quei;

- IepuoauKa- 15 nueii;
- JJIEKTPOHHbIC H3NAHNUS, Ay AMOBU3YallbHbIe MaTepUaE- 15 rHeit;
- 9K3EMILLAPEL, [OJIB3YIOIIHECs IOBBIEHHBIM CpocoM — 10 nueit.
7. buGnuotexn 06s13anb! BO3BpaIIaTh nomyyeHHsle 10 BBA noxymenTs! cpasy mociie

HCTCUCHHUs CPOKa I10JIL30OBAHUS,

IV. liponaranaa u packpbite exunoro ¢oHaa B meISIX AKTHBH3ALMH UCIIOIL30BAHMSL.

1. PaspaGorka OKuO mepomnpusruit, obecreynBaromuX 3 PeKTHBHOE UCIIONb30BAHIE
©IMHOTO (DOHJIA ¥ KOHTPOJIb UX BBINOJIHEHHS.

2. MH(popMUpoBaHHe COTPYTHUKOB H 0JIb30BATeNICH GHOIHOTEK O COCTaBe eIUHOrO
(honza vepes cHCTeMy CBOHOTO 3IEKTPOHHOTO KATAIOra.

3. AHau3 HeyIOBICTBOPEHHOTO CIIPOCA M OTKA30B. Benenue OKuO cBoanoit kaprorexu
OTKa30B.

4. Oxasanue METONMYECKOH M IIPAKTHYECKOH ITOMOIIU B COBEPIICHCTBOBaHNH BEA.

V. Coxpannocrs AOKYMEHTOB, II0JIy4eHHBIX 10 BBA

1. Marepuanbhyio OTBETCTBEHHOCTH 3a COXPaHHOCTb JOKYMEHTOB, IIOIyYEHHBIX [0

BFBA, "ecer OubnnoTeka-3akazuuia.



2. B caysae mopunm wim YTCpH TOJTy4eHHBIX 1m0 BBA nokymeHnTtoB, mosbsosarein

Ooubnnorexu 00s13aH  3aMEHHUTH HMX PaBHOLEHHBIMH II0 rogy H3JaHUs U COACPIKAHHIO
JAOKYMEHTaMH.



[Ipunoxenue k monoxeHuo

«O BHYTpHOHGIHOTEYHOM aGoHEMeHTe
B MAVK Benosipckoro paiiona
«benospekas LIBCy»

brnank-3akas

Hata

HasBauue Gubnuorexu-3akazunxa

Anpec

ABTOp

Ha3Banue nau tema 3axasa

(KHHATH, JKypHAIIA, 5JIEKTPOHHOTO JOKYMEHTa H T.1.)

Hononuutensuble nanuse (rox 3/IaHHsI, U3/1aTeBCTBO | T.11.)

®UO oTBeTCTBEHHOTO JIMLA




