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IMOJIOKEHUE
06 OTAEJIE KOMILIEKTOBAHUS U BUBJIMOTEYHOM OBPABOTKH

HAOKYMEHTOB MBY «EHTPAJIN30BAHHASI
BUBJIMOTEYHASI CHCTEMA KYIIUHCKOI'O PAMOHA»

1. O6mue nosoxkenusi.
I.1. OTaen KOMIIEKTOBAHHS U 6ubnrMoTeyHOM 00pabOTKH JOKYMEHTOB SIBISETCS

CTPYKTYPHBIM IoJpa3aejicHuemM MBY «lleHTpanusoBanHas 6HOIHOTEYHAs CHCTEMA
Kymunckoro paitona» (manee Y4ypexneHue)

1.2. CokpammenHoe Ha3Banue otaena : OKuO.

[.3. JlesrensHocTh oTxena PENIAMCHTHPYETCsT JEHCTBYIOLUMM 3aKOHOIATEIbCTBOM
P®,  coorBerctByrommMY - HODMAaTUBHBIMH ~ JOKYMEHTaMH, ycTtaBomM MDBY
«llentpanusoBannas 6uGaMoTeyHas cucTeMa Kynunckoro paiiona», npukazamu no
Yupesxaenuto, Hactosmum [TonoxeHuem.

1.4, OKuO ocymecrtsiser cBoro ACATENBHOCTE B KOODAMHALIUM C JAPYTHMH
CIPYKTYPHBIMH 1ofpaszeneHusmMuy  MBY «LlenTpanusoBaHHas oubnuoreunas
cucrema Kynunckoro paiionay

I.5. Corpynuukun OKuO HasHauarorcs u OCBOOOXKIAIOTCS OT paboThI JHUPEKTOPOM
Yupex/ieHHs Mo NpeacTaBIeHHIO saBefyomero oraenoM. O6s3aHHOCTH M npaBa
COTPYAHUKOB OTHeNla ONPEeAesIOTCs MOJKHOCTHBIMHU UHCTPYKUMAMH, [IpaBunamu
BHYTPEHHEr0 pacnopsKa.

2. OcHoBHbIe 3a124H.

2.1. ObecrieueHne KOMIIEKTOBAHMS Gonna GubaMoTeKH, Ha OCHOBe U3yYeHus
COLHANBHO-5KOHOMHYECKOTO M KyJIBTYPHOTO NpOQUIIS TEPPUTOPUU (Kymuuckoro
paioHa), *HHOPMaLIMOHHBIX NOTpebHOCTEH U Crpoca Mosb30BaTelIeil.

2.2 Packpeite 6UGIHOTEYHOrO ¢onga ¢ momomp crucTeMbI KaTaJloroB, a TaKxe
nyTeM (HOpMHpPOBaHUS OubanorpadUyeckux NaHHBIX, B TOM 4uCie Ha OCHOBE



KOpPNOPaTHBHOIO B3aUMOJAEWCTBUA ¢ Oubauorexkamu HoBocubupckoi obmactd o
cosnanuio CBojHoro karaiuora 6ubiuorex HoBocubupckoii o6iacty.
2.3. Y4eT JOKyMEHTOB, NOCTYMaloIMX M BbIObIBaOIIMX u3 (ouga MBY
«llentpanusosannas 6ubnnoredHas cucrema Kynunckoro paitona»

2.4. Opranuzanus omnepaTHBHOM 06paGOTKH, CHCTEMAaTH3aLMM, KAaTAIOrW3alliu
AOKYMEHTOB, noctynuBiminx B MBY «llenTpanuzoBannas 6GubaxMoTeyHas cucreMa
KynuHckoro paiona»

2.5. Mertoauueckas, KOHCYIbTaTHBHAs M IPAKTHYECKas [OMOIIb CTPYKTYPHBIM
noxpaszneneHusM MbY «llenTpanu3oBanHas Oubauoreynas cucrema Kymuuckoro
paioHa» Mo BOMpocaM BeJIEHUS KaTallOroB, IPOMaraH/ie ¥ COXPaHHOCTH (OHJIOB.

3. OcHoBHBIe PYHKIHH.

3.1. OcyecTBnser Tekyllee M pPETPOCIIEKTHBHOE KOMILUIEKTOBaHHME (DOHA:
BBISBJIEHHE U OTOOp NOKYMEHTOB (IIEYATHBIX M 3JIEKTPOHHBIX) IIyTEM IPOCMOTPA
Oubnuorpa@Uueckux MCTOYHUKOB B I[IOMOILL KOMILIEKTOBAHMIO, H3yYeHHEM
OTEYECTBEHHOI0 KHH)KHOIO pBIHKA, B TOM YHCJE HCIONb3Yss COBpPEMEHHbBIE
HH()OPMALIMOHHbIE TEXHOJIOTHH (MHTEPHET).

3.2. Ocyuectisier ydeT hoHaa OUOIHOTEKH:
- BeIET CyMMapHBIH ¥ KOJIMYECTBEHHbIN yueT QoH/a;

- TpUHMMAET M pacOpeleiseT MocTynalomue B (GOHA JOKYMEHTBI MEXIY
CTPYKTYpHBIMH 1noApasneneHussMu MDBY «llenTpanu3oBanHas ~ OuOIMOTEYHas
cucrema KynuHckoro paiioHay;

- OCYILECTBJIAET HHANMBUAYaJbHBIA YUeT JOKyMEHTOB (YYETHBIH KaTaJor);

CO31a€T CBOAHBIC aKThl HA CIMCAaHUE JOKYMEHTOB;

MCKIIIOYAC€T U3 YYETHBIX TOKYMEHTOB M KaTaJIOI'OB CIIMCAHHYIO JIUTEPATYypy.

3.3. Ocyl1LecTBseT KaTaIOrH3allio JOKYMEHTOB:

cocraBiseTr Oubauorpaduueckoe ONMUCAHHE B COOTBETCTBHU C JAEHCTBYIOLIMMHU
['OCTamu, GopmupyeT naHHble, HeobxomuMble Uit ydeTa (HoHIa (IK3EMIUISPHOCTS,
THUPakK, L€HA, MICTOYHUK KOMIIJIEKTOBaHH);

- OCYLIECTBIISIET KJACCU(HUKAIIUIO HOBBIX MOCTYIUIEHHH 110 COKpAIleHHBIM TabuLaM
bBK;

- OCYILIECTBIISIET TEXHUYECKYIO 06paboTKy TOKYMEHTOB.



- mnepenaer B CTPYKTYpHBIE IIOApa3deiCHHS MbBY  «llenTpanu3oBaHHas
Oubnuoreynas cucrema KymuHCKOro padoHa» 0OpabOTaHHBIE JOKYMEHTBI C
HEe0OXO0IUMbIM KOMITJIEKTOM KapTOY€K /I OpraHU3allK KaTajloros,;

- ocyuiectBiser mouck roroBoi b3 B CBogHoMm Kkatajore OUOIHOTEK
HoBocubupckoi o6nacTu, peaakTupyeT HaiaeHHylo b3, mnpocraBiseT CUIVIbI

oubnuotek. Ilpu OTCYTCTBMH roTOBOM B3 co3maeT HOBYIO 3amuCh (OpMIMHATIbHYIO
B3).

3.4. I1poW3BOAMT MOJAMHUCKY MEPUOJAUYECKUX U3IaHUH.
4. IIpaBa otTaeJa.

4.1. IlpuHUMAaTh y4acTHe B OOCYXIEHHHM BOIPOCOB, COCTaBJISIIOLIMX KOMIIETEHLMIO
oT/ieNla Ha 3acelaHMsaX npu aupektope MBY «lleHTpanusoBaHHas OubmroTedHas
cucteMa KynMHCKOro pailoHa», KOMUCCHH 110 COXPAHHOCTH (DOH/IOB.

42. BecTd B yCTaHOBJIEHHOM IIOpSKE MEPENUCKy C APYyrMMH OuOIMOTEKamy,
y4peKJIeHUAMM M OPraHM3alisMH 110 BOIIPOCaM KOMILIEKTOBaHHs (OHIOB.

4.3. Tlpunumath ydyacThe B paboTe CEMHHApOB, COBELIAHMH, KOH(pEpeHLHUH B
COOTBETCTBHUH C LIETISIMU U 3a/ladyaMH CBOEH J€ATEIbHOCTH.

4.4. [NoBpiiath MpodecCHOHANbHBIM yPOBEHb IIyTEM HCIIOJIb30BaHUsl Pa3IM4HbIX
MeTO0B 00ydYeHHMs : KypChl, CEMUHAphI, 00ydeHre Ha pabouuX MecTax.

5. OTBeTCTBEHHOCTh OTAEJIA.
OKuO HeceT OTBETCTBEHHOCTH 3a:

- 06paboTKy BCeX MOCTYHAIOLUIMX B OTJEIN JOKYMEHTOB U CBOE€BPEMEHHYIO X
nepenavy B GOHI;

- CBOEBpEMEHHOEe MIPEeAOCTABICHUE OTYETHBIX JOKYMEHTOB U JJOCTOBEPHOCTh
CBeJIeHUH;

e CO6J'[IOIICHH€ HpOHBBO)ICTBeHHOﬁ u Tp}’I[OBOﬁ AUCIHUIIIIMHBIL,
- COCTOSIHUE TEXHHUKH 0€30MMaCHOCTH U HO)KapHOﬁ 6€e30IMacCHOCTH B OTHACIIE;

- BBINOJIHEHHME 3a/1a4 U PyHKIHH, Bo310keHHbIX Ha OKrO HacTosmmm
[TonoxeHreM, IPUKA30B U PaCIOPSHKEHHH PyKOBOJACTBA OMOIMOTEKH U
BBILLIECTOSIIMX OpraHU3aLui.

6. CTpyKTYypa 4 ynpaBJieHHe OTAeJIOM.

5.1. CtpyKTypa U IUTaTHOE paclrcaHhe OTAeNa yTBepikKAaroTcs JupekTopoM MbY
«LlenTpanu3oBanHas OubnMoTeyHas cuctema KynuHCKOro paioHay.

5.2. B otaene Tpu coTpyaHuKa. Bo riiaBe oTAena CTOUT 3aBeyIOLLUH, Ha3HaYaeMbli
¥ 0CBOOOXKIa€MbIH OT JOJKHOCTH TUPEKTOPOM OUOIHUOTEKH.



