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[Monoxkenue
00 0T/1e/1e KOMILIeKTOBAHHUS JIMTePATYPbl H OPraHU3AlHH eAHHOTO poHaa
MYHHIHNAJIBHOIO OHJAKETHOI0 YYpeKIAeHHsI KYJIbTYpPbl
«Tamreinckas Mexnoce/leH4YecKass OMOJIHOTEYHAs CHCTEMA»

1.OBLIIUE MMOJIOKEHUS.

1.1. O11e1 KOMIUIEKTOBAHUS JIMTEpaTypbl U opraHusanuu e imHoro ¢ouaa (OKJInOED)
SIBJISICTCS CTPYKTYPHBIM 110/1pa3/1eJICHUEM [lenTpasibHoii OubamnoTeku
MbVYK «Tawrreinickas mexnoceneHueckas OMOAMOTEYHAs cUcTeMa» M (PYHKIMOHUPYET
Ha paBHBIX MPABaX C JIPYTUMHU CTPYKTYPHBIMU nojpasjaeieHusivu 11b.

1.2.B cBoeil aesrenbHOCTH OT/1e1 pyKoBojcTByeTess Koncturyuueit PO, deepaibibiM
3akoHOM «O OubaMoTeuHom jesne». 3akoHom PecniyObiumku Xaxkacust «O OUOIMOTEUHOM
Jejae B XakacHW». TMOCTAHOBICHUSIMM MuHuctepcTtBa KyabTypbl P®. PecnyOiankun
Xakacus, MKY «Ymnpaienue KyJabTypbl AJMHHUCTpAUMM TallITHIICKOIO paioHa»,
Yeraom MBYK «TMbBC». npukazamu u pacniopsizkenusmu aupekropa MbYK « TMbC».,
mianamu padbotsl MBYK «TMbC», Hactositumum TTosoxkeHuem, JIpyrumMu 10KyMEHTaMH,
perjaMeHTUPYIOLIUMHU JIEATEILHOCTD OT/IEI1A.

1.3. B cBoeii pabore OKJIMOE® noporueren aamunuctpaimn MbYK « TMbCy», B nue
JIMPEKTOPA.

2. OCHOBHBIE 3AIAYU U ®YHKLHUMU.
2.1. OCHOBHBIMH 3a/1a4aMU OT/IeJ1a SIBJISIIOTCS:
-popmupoBanure ponjga MbBYK «TMbBC» Ha npuHuMne coderaHusi YHMBEPCAIbHOIO
COJIepKaHUs, aKTYAJIbHOCTH U COBEPLICHCTBOBAHUS KAYECTBEHHOI'O COCTABa;
-CUCTEMATHYECKOE W ONepaTUBHOE KOoMIUIeKTOBaHue eanHoro ¢gounaa MbYK «TMbC»
HOBBIMH JIOKYMEHTAMM — [TPOU3BEICHUSIMHU M€YaTH, ay/IMOBU3YAIbHBIMU MaTepUaIaMU —
C YUYETOM MOCTOSAHHO MEHSIOIMXCS MHPOPMAUMOHHBIX MOTPEeOHOCTEH 110/Ib30BaTE/ICH
OndIMOTEK:
-U3yUYECHHUE, AaHAINU3 M ONPE/IC/ICHUE HCTOYHUKOB KOMILIEKTOBaHUS ONTUMAJIbHBIX I10
Ha/1e)KHOCTH BBITIOJIHEHHUS 3aKa30B, CTOUMOCTH JIOKYMEHTOB U ONIEPATUBHOCTH JIOCTABKH;
-o0ecrieyeHne MOJHOThI, JOCTOBEPHOCTH M TOYHOCTH YUeTHOH uHpopmaunu o ¢ouae
OMOIMOTEK:
-OpraHu3ainms onepaTruBHON 00padOTKH, CUCTEMATU3ALIMU, KATAIOTU3allMN JJOKYMEHTOB,
MOCTYNAKKUX B OMOIMOTEKH:
-M3YUYEHHUE U BHEJIPEHUE B IIPAKTUKY OIBITA JIPYTUX OMOIHOTEK:
-Opraiusaums. BejeHue u peakrupoBanue kataiioroB MbYK « TMBC»:
- MeToanyeckas nomotib Oudamorekam MbYK « TMBC» 1o BoripocaM KOMILJIEKTOBAHMS.
opraHu3aiuu GOH0B U BE/ICHUS KaTaJl0roOB:
- oprauuszanus euHoro ponga MbYK « TMbBC» n obecnieyenme ero xpaHeHmsi;
- obecrieyeHUe OMEPATUBHOIO Y/10BiIAETBOpeHUs enHbIM Gonjgom MBYK «TMBC» u
bonamu apyrux 0udamMoTek noTpeOHOCTEH B JIMTEpaType BCEX I'PYIIIT YUTATEICH:
- mponarasjia €JaMHOro (oHja. MHTEHCUBHOCTHL €ro  MCIOJb30BAaHUS Ha OCHOBE
COIJIAaCOBAHHOM JACATEIBLHOCTH CTPYKTYPHBIX 11oj1pas/ieieHuit MbYK « TMbC».
2.2, Otj1e/1 BBIIOJHSCT CAeAYIOMHUE QYHKINHU:
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-KoMILJIeKTOBaHHe (hoH/1a: 3aKa3. 0TOOP U PUEM HOBBIX JIOKYMEHTOB;

-yueT 1 00paboTKa JIOKYMEHTOB:

-OpraHusanus 1 BCACHHUC KaTaJloOroB: YUCTHOIO. aﬂ(l)aBHTHOI"O. CUCTCMATHYCCKOI'O,
YICKTPOHHOI O

- UCKJIIOUEHHUE U3 YUETHBIX GOpM BbIOBIBAIOIINX JIOKYMEHTOB:

-aHAJIN3 HEBBITIOJIHEHHBIX 3asiBOK M JIOKYMEHTOB, HMCIOIIUXCS B QOH,1€:

-METOIMYECKast JIeITeIbHOCTb.

- YJIOBJIETBOPEHHE MHPOPMAIMOHHONH MOTPEOHOCTH 110J1b30BATE/ICH Ha OCHOBE €JMHOIO
¢bona.

3. COAEP KAHUE PABOTbI OTAEJIA.

OT1/1€/1 KOMILICKTOBaHHUS JIMTEpATypbl U OpPraHU3aluu €JAMHOr0 (hOH1a BBIMIOJIHIET BECh
komIuieke padbor 1o popmupoBanuio GouaoB MbYK « TMbBC»:

3.1. PazpabarbiBaer nakeT JIOKYMEHTOB, perJiaMeHTUPYIOIINX POIIECCHI
KOMITJIEKTOBaHUs hOH/A, CO3/IaHUSI U BEJACHUSI CUCTEMbI KaTaI0rOB.

3.3. OcyuiecTBAsSET HEHTPATU30BAHHOE TEKYUIEE U JIOMOJHUTEIBHOE KOMILIEKTOBAHHUE 3a
CUET BbLACIAEMBIX OIO/UKETHBIX ACCUTHOBAHMM M € IPUBJICYCHHUEM BHEOIO/UKETHbIX
CPE/ICTB:

-IIOCTOSIHHO M3Y4YaeT HMH(POPMALMOHHBIC [OTOKH JUIsl BBISIBJACHHsA. OTOOpA, 3aKaza M
npuoOpeTeHust JIOKYMEHTOB B ¢on1 Oubanoreku, ocyuectsiasier cbop undopmauu o
CHUCTEME  YUPEKJICHHUI pacnpocTpaHeHUs JOKYMEHTOB: KHHMIOTOProBbIX (UpMmax.
MarasuHax. U3/1aTelibCTBax:;

- M3y4YaeT COCTaB M HCHOJb30BaHME (OHJIA, BBIABISCT W MCKIIOYACT YCTApeBIYIO,
BETXYI0, /1IyOJIETHYIO JIUTEpaTypy:

-oCcyHIecTBAsIeT  OTOOp M 3aKa3  JIOKYMEHTOB 110 MOCOOMSIM  M3aTE/IbCKOH W
KHUTOTOProBoii Oubdanorpadpuu: karajaoram, npaic-JiucTaM u T.11.;

-[IPOBOJIMT  TNOJAIMCKY Ha [EPUOJAMYECKHE M3JlaHusi  JUISl  BCEX  CTPYKTYPHBIX
nojpasaeineHuit MbYK « TMbC»:

-BBISIB/JISICT UMEIOLIMECS B (QOH/C UHPOPMALIMOHHBIE TTPOOE/Ibl, UCIOJAB3YET pa3nyHbIC
MCTOYHHUKH  JUIS  PETPOCIHCKTHUBHOIO  KOMIUICKTOBAHMS  JIOKYMEHTaMH.  KOTOpbIE
OTCYTCTBYIOT B (hoH 1€ OMOIMOTEKH WIIM UMEIOTCS B HEJIOCTATOYHOM KOJIMUYECTBE.

3.3. OcyecTBISIET YUET U PErHCTPALIMIO TOCTYIMBIINX U3aHUIL:

-IIPUHUMACT JIOKYMEHTBI, ocTynatoiue B Gou1 OudiImorex:

-BeeT «OKypHai peructpaiuu KapTouek YYETHOIO KaTaioray:

-BeJIeT cyMmapHsblit yuet ¢ona [[bC:

-BE/ICT MHBEHTAPHbIC KHUI'M HA BCE CTPYKTYPHbBIE 110/1pa3/1C1CHUS:

-BeJeT KaTtajoru: Ttonorpadpuueckuil, reHepajibHblii  ajdaBUTHBIM, Ha CHUCAHHBIC
JIOKYMEHTBI:

-BejieT cymmaphblil yuer ¢onga MBYK «TMbBC» u o1/1€/1bHO Ha Kaxk10€e CTPYKTYpPHOE
o/ipa3/ie/IcHUE:

-KOHTPOJIMPYET TOJHOTY M CBOECBPEMEHHYIO JIOCTABKY HW3/IaHU, MOCTYNAKOIIHUX 10
MOAIUCKE, PErUCTPALIMIO UX B KAPTOTEKE MEPHOIMUYCCKUX U3/IaHUI U pacripe/iesieHUe 1o
ondanorekam MbYK «TMbC».

3.4. OGpabatbiBaeT, CUCTEMATU3UPYET U KATAJIOTM3UPYET JIOKYMEHTBI, lepe/laeT UX B
cootBercTBYIOIIME nojapasjeaeHus MbYK « TMbCx»:

- OCYLIECTBISICT TEXHUUYECKYIO 00paboOTKY JIOKYMEHTOB:

- BEJIET YWICKTPOHHBII KaTajlor HOBBIX MOCTYILUIEHHH Ha Oasze nporpammbl «OPAC-
GLOBAL»:



- pacnipejie/isieT BHOBb MOCTYITUBIINE JJOKYMEHTbI B CTPYKTYpHBbI€ 1ojpa3aeienns MbYK
«TMBC».

3.5. Coznaér u BeA€T CIPABOYHBIN ammapar orjaelia B IOMOIb KOMIUIEKTOBAHUIO,
KaTaJOru3alunu U KJ1acCUPHUIMPOBAHUIO JTUTEPATYPBI.

3.6. Beaér jokyMeHTallbHOE O(GOpMIICHHE JIOKYMEHTOB, BBIOBIBAIOIIMX M3 (POHJIO0B
MbYK «TMbC».

3.7. TlpoBoant pabory MO M3YUEHHIO COCTaBa M MCHO/JIb30BaHUS (OHIOB C 1E/IbIO
VJYUIICHUS KauecTBa KOMILICKTOBAHUS W MOBBIIECHUS YPHEKTUBHOCTH UCIIOIb30BAHUS.
3.8. Kourposmpyer u anammsupyver padotry noapaszjaeienuit MbYK «TMbC» no
BOIPOCAM COXPAHHOCTH KHHMKHBIX (OH/I0B U MPABUIBHOCTH BE/ICHUS JOKYMEHTALUU 110
VUéTy HOBBIX [OCTYIUICHHII M CHMCAHUS JIATEpATypbl 1O pPa3JWYHBIM [PUYUHAM.
3.9. Opranu3syer U BeJIET CBOJIHBIN YUETHBIH KaTajor M JIeKTPOHHbIN KaTasor Ha (GOoH/
MbYK «TMbC». Oka3blBa€T METOAMYECKYIO IIOMOLIb B BEJACHUM KaTaJIOroOB
CTPYKTYPHBIX  MoOJpasjejeHuid W BeAET  KOHTPOJIb  3a  HMX  COCTOSHHUEM.
3.10. Jlns mojaepHMzaumu padoThl OT/€/1a BHE/JAPSAECT HOBBIE TEXHOJIOIMM Ha Oase
KOMITBIOTEPU3ALIUU U UCIIOIB30BAHUS TEXHUYECKHUX CPEJICTB.

3.11. Oka3pIBaCT METOJAMUYECKYIO MOMOIIb 110 BOIPOCAM OpPraHM3allMU, UCIOIb30BAHUS,
COXpaHHOCTH OMOIMOTEUHBIX (HOH/IOB.

3.12. U3yuaet 3anpochl yuTaTese u y10BaeTBOpseT ux. uenoab3ys BCO n MbA.

3.13. Ilpunumaer yuactue B KpYIHbIX MaccoBbIX Meporipusttusx Lb.

3.14. PeryasipHo oTuMThIBaeTCsl nepejl OyxXrajatepHeil 1o pacxoj0BaHUIO CPEIACTB Ha
MpUoOpeTeHUE U3/ 1aHUIi BCEX TUIIOB U BUJIOB.

3.15.Exkeroano noaBoAMT UTOrU OOHOBJICHUS U cocTosiHus  (ontoB Oudamorek MbYK
«TMBC».

3.16. l'oroBuT wuHPOpMALMIO O NOCTYHAWOLIECH JMUTEepaType Ha CaiT. B neyartb.
3.17. BeInoJiHseT 3asBKK Ha JIMTEPATYPY U3 €AMHOI0 oHa.

3.18. llponaraniupyer U packpbiBaeT ¢ IMHbIH (OH1 CUCTEMBI B 1IEJISIX AKTUBU3ALIMU €10
MCIIOJIB30BAHUS.

3.19. Opranusyer paboTy 110 U3YUYEHUIO COCTaBa U UCIOJIb30BaHUs GOH10B OMOIMOTEK —
GbuManoB, 1O BBISIBICHUIO HEUCIHOIB3YEMOH, HENpOPUILHON, MHOIOYK3EMILISIPHOI
JIMTEPATYPBI; MO OYULICHHIO POHJI0B OT YCTAPEBIIUX 10 CO/IEPKAHUIO U BETXUX KHHT.
3.20. Opranusyet padoTy No nepepacripe/ie/ICHUIO JTUTEPATYPbl MEKY CTPYKTYPHBIMU
nojapasjaeneHusiMu MbYK « TMBbC».

3.21. OOecnieynBaeT OpraHU3alMio M XpaHEHHE €JAMHOro (GOHAA, CBOCBPEMEHHbIH
pPEMOHT u3jaHuil. YuyactByer B pabore 10 npoBepke (GOHI0B CTPYKTYPHbIX
1o/1pa3/1eICHU M.

3.22. IlpoBOAMT cUCTEMATHUECKUI aHAJIM3 COCTOSIHUSI U UCIIOJIb30BAHUS €/IMHOTO (OH/1a
B 00C/1y/KMBAHHUHU T10J1b30BaTelICiH.

3.23. Ocyuectsisiet BoisiBiaeHHe B ponaax Oubanorex [[bC u3aanmnii, BKIIOUEHHBIX B
«DerepasibHBII CIUCOK YIKCTPEMHUCTCKUX MATEPHAIIOBY.

3.24. OcyuiecTBasieT BbisiBIeHHE B (hoH1ax OMOIMOTEKH U3/1aHUiT aBTOPOB, IPU3HAHHBIX
MHOCTPAHHBIMU areHTaMu B cOOTBETCTBUHU ¢ DejiepaibHbiM 3akoHOM 0T 14.07.2022 Ne
255-®3 «O KOHTpOJIE 3a JICATCIbHOCTBIO JIMIL, HAXO/SALIUXCS 110/l HHOCTPAHHBIM
BiaussHUeM» U DeepaibibiM 3akoHOM 0T 29.12.2010 Ne 436-D3 «O 3ammre aerei ot
MHGOPMALIMKU, TIPUUYUHAIOLICH Bpel MX 3/I0pOBbIO M pa3BuTHION. [IpoBojauT padory ¢
JJAHHBIMH W3/IaHUSIMH B COOTBETCTBHUHM € IPUKA30M JIUPEKTOPA YUPEIKICHUS.

3.25. Bejer KOHTPOJb 3a HAJIUYKUEM 3HAKOB KJIaccHUpUKALMK  HHPOPMAIIMOHHOM
NPOAYKIUMH, OTBEUAOIMX TpeOoBaHusM ctaThu 17 DenepaibHOro 3akoHa ot 29 nekadbps
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2010 r. N 436-®3 «O 3amure aetei 0T HHGOpMALMH, TPUUUHSIOLNIEH BPE1 UX 3/10pOBBIO
M Pa3BUTHUION. C LIEJIbIO UCKIOUECHHUS BEPOSTHOCTH IPUUMHEHHUS COJIEpIKaALEHCs B HEM
uHbopMalmeit Bpea 3/I0pOBbiO U (WIH) Pa3BUTHIO JICTEH.

3.26. IIpoBOJUT COBMECTHO C JAPYIMMH OTAC/IaMU padoOTy MO M3YUEHHUIO COCTaBa M
MCI0/Ib30BaHUs (DOH/IOB C 1IEJIbIO YIVUILICHHUS KayecTBA KOMIUIEKTOBAHUS U [TOBBILICHUS
YPPEKTUBHOCTH UCIIOIB30BAHUS.

4. CTPYKTYPA U LLITATHIL.

4.1. Crpykrypa u wratbl OKJInOE® onpeiessitoTest raTHbIM paciiucaHuem

MbYK «TMBbC».

4.2. OKJInOE® Bo3riiaBiser 3aBe/y0UIHii, KOTOpbIi Ha3HayaeTes U 0cBOOOK1aeTes OT
3aHUMAEMOM J10JKHOCTH nipuKa3oM Jiupektopa MbYK « TMBC» B ycTtaHOBIIEHHOM
nopsiike B coOoTBETCTBUU ¢ TpynoBbim Kojgekcom Pd.

4.3. CoTpy/IHMKH OT/I1€/1a HA3HAYAIOTCS U OCBOOOK1At0TCS OT padOThl IHPEKTOPOM
MBYK «TMBC» B cOOTBETCTBHM € TPY/I0OBbIM 3aKOHO/1aTE/ILCTBOM. OOSI3aHHOCTH
COTPY/IHUKOB OT/1e/1a ONPEACIISIOTCS JTOKHOCTHBIMU HHCTPYKIMAMH U [IpaBuiamu
BHYTPEHHETO TPY/I0BOI'O pacropsika.

4.4. 3aBeyrouuit OCyECTBIAET HEIOCPEACTBEHHOE PYKOBOICTBO BCEH AEATEILHOCTBIO
OT/1e/]1a Ha OCHOBE Y cTaBa. AaHHOTO [10/109KeHUsL. JI0IIKHOCTHONH HHCTPYKIHH.
yrBepKAeHHOI aupektopom MBYK « TMbC».

4.5. 3aBeytouuii OCyECTBIACT OPraHU3allHOHHOE PYKOBO/ICTBO OT/I€JIOM U HeceT
MEPCOHATLHYIO OTBETCTBEHHOCTD 3a €ro padoTy. PacropsikeHus 3aBe/1yioero
00s13aTe/IbHBI /U1 BCEX COTPY/IHUKOB.

4.6. KBanmdukaiusi COTpy/IHUKOB OT/1€/1a /101 HA COOTBETCTBOBATH
KBA/IM(PUKALIMOHHBIM TPEOOBAHUSAM. NP/ IbABISEMbIM K OMOIHOTECUHBIM padOTHUKAM.
4.7. Pacniopsi 1ok paboThbl OT/1€/1a ONpE/Ie/IseTCs B 3aBUCUMOCTH OT ITPOU3BO,/ICTBEHHOM
HeoOXoaAMMOocCTH u yTBepkaaetces aupekropom MbYK « TMbC».

5. IPABA.

5.1. Corpyanuku OKJInOE® umetot npago:

-3anpaimBaTh HEOOXO0AMMbIC CBEICHHS B OT/1¢/1aX OMOIMOTEKH JUISE COCTABIICHUS IJIAHOB
M OTYETOB 110 JIBUKCHHUIO (POHAA, KOOPAUHAIIMM JACATEILHOCTH:

-X0/1aTalcTBOBATHL Iepe/l aJIMHHUCTpalieit OMOIHOTEKH 00 M3MEHEHHUH YMCICHHOCTH
1ITaTa OT/Ie/1a B 3aBUCUMOCTH OT M3MEHEHMS 3a/1a4 ¥ 00beMa padoThl:

-CaMOCTOSTE/ILHO OIPEJICsiTh MYTH U METOJbl peajn3allii IUIaHOB padoThl OTj1e/1a U
COJICPKAHUE €ro JIeATE/IbHOCTH

-BHOCUTB TIPEC/UIOKEHUS JIMPEKTOPY 110 COBEPHICHCTBOBAHMIO OpraHu3allid Tpy/ja B
otjaeie u oudanorekax MbYK « TMbBC»;

-OCYIECTR/ISATH B YCTAHOBJICHHOM TOPSIIKE 110,100p M PacCTaHOBKY KaJIpOB B OTJIC/IC B
COOTBETCTBHUU CO HITATHBIM PACITMCAHUEM M YUETOM JICJIOBBIX KAUeCTB CIEIHATUCTOB U
KBAIM(PUKALIMOHHBIX TPEOOBAHMIA. TIPEAbABISACMbBIX K JJAHHOIH KaTeropuu padOTHUKOB:
-IIPE/ICTABISITL K MOOUIPEHUIO OTJIUYMUBIIUXCS COTPY/IHUKOB OT/IE]1a U B HEOOXOIUMbBIX
CllyyasiX BHOCHTH TPE/UIOKEHHUS O MPUBJICYCHUHU MX K OTBETCTBEHHOCTH 3a HapyllleHHE
TPYAOBOI M IPOU3BOJACTBEHHOI JAUCIMILIMHBI;

-JlaBaTh 3aKJIKOUECHUS 110 BOIPOCAM. KACAIOIIMUMCS KOMIIETEHTHOCTH OT/1e/1a:
-IIPE/ICTABUTEILCTBOBATH B PA3JIMUHBIX YUPEKJICHUIX W OpraHU3aiusx Mo BOIPOCaMm.
KacarolMMCs JICATEIbHOCTH OT/1€1a.



6. OTBETCTBEHHOCTD.

6.1. OKJIMOE® 1 ero coTpyAHUKH 11PH BBITTOJIHEHUH QYHKIMIT HECYT OTBETCTBEHHOCTH
3a:

-TOYHOC M KaUeCTBEHHOE BBINOJIHCHUE QYHKIMI OT/1€/1a:

-KQYECTBEHHOE COCTABJICHHE TJIAHOB U OTYETOB IMPOU3BOICTBEHHOM €SI TEIIbHOCTH,
CBOCBPEMEHHOE TPE/ICTABICHUE UX PYKOBO/ICTBY M B BBILICCTOSIME OPraHU3aIIMK;
-c00:110/1eHHE TTPOU3BO/ICTBEHHON U TPY/10BOI JAIMCIHUILIUHBI;

-COCTOSIHME TEXHUKH O€3011aCHOCTH, OXpaHbl TPY/Aa. POU3BO/ICTBEHHOM CAaHUTaApUH U
oKapHOil 0€30MacCHOCTH B OT/1€J1€:

-COXPaHHOCTh MaTepHaIbHBIX IEHHOCTEH.



