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MOJIOXEHWE OB OTAENE ®OHOOB W KATAJIOIOB Bepcus 01
e oo (BUBNUOTEKA) R
1 HasHaueHue n o6nacTe npuMeHeHue

1.1 TlonoxeHne 06 otaene hOHAOB W KATANOros oubnuoteku (nanee -
[onoxeHne) ABNAETCS AOKYMEHTOM CUCTEMbI MeHel)KMeHTa KadectBa PIBEQOY BO
«CaHkT-lMNeTepbyprekuii rOCYAapCTBEHHbIN  WUHCTUTYT  KyMbTypbI», pernameHTupyer
NPaBOBOW CTATYC CTPYKTYPHOro noapasaeneHus u yCTaHaBMMBAET ero 3afayv, pyHkuum,
CTPYKTYpYy, Npaea, OTBETCTBEHHOCTb, NOPSAOK OpraHu3auuu AEATENbHOCTU, a TaKkKe
NOPAAOK B3aUMOAEUCTBUS C APYrUMU CTPYKTYPHBIMM MoapasmeneHusimm oubnuoteku,
WHCTUTYTa U CTOPOHHKMM opraHm3aunamm.

2 HopMaTuBHbIEe CobINKK
21 B cBoeii pesTensHocTu oTgen (MPOHAOB WU KaTanoroB pPyKOBOACTBYETCS

ASUCTBYHOLWMUMY hbeaepanbHbIMN 3aKOHaMU POCCUIACKOL denepaumu:

- DepepanbHbiM 3akoHoM «O 6UBANOTEYHOM Aene» o1 29 nekabpa 1994 r. Ne
78-®3 (C nocneayrLWMMN U3MEHEHUSMU Y AOMONMHEHUSIMU);

- PenepanbHbIM 3akoHoMm «O6 06pasoBaHuM B PoCeuiicKoi ®epepaunm» oT
29 pekadps 2012 r. Ne 273-®3 (c nocnegyowumMn nsMeHeHUsIMI U AONONHEeHNsAMK);

- PepepanbHbiM 3akoHOM «O6 UHopMaLMK, WH(POPMALMOHHbLIX TEXHOMOrUsSX
W O sawwute uHgopmaumn» ot 27 wmona 2006 r. Ne 149-03 (C nocnegyrowmMmMm
M3MEHEHUSIMU 1 OONONHEHUAMM);

— PenepanbHbiM 3akoHom «O6 apxMBHOM aene B PoCCUiicKoi Penepauumn» oT
22 okTsi6pa 2004 r. Ne 125-03 (C nocneayloWUMN U3MEHEHUSAMU U AOMNONHEHMAMMU);

- HacTbio YeTBepToW 'paxkaaHckoro Kogekca PO:

—~ HOpMaTnBHbIMU akTaMn MuHUCTepCTBa KynbTyphl PO:;

— HOPMAaTNBHbIMU akTamn MUHUCTEpPCTBa HaYKM M BbICLLErO obpasoeaHus PO;

- TpeboBaHuAMK  depepanbHbIX roCyfapCTBeHHbIX  oOpa3oBaTenbHbIX
CTaHAapToB.;

- fioKanbHeIMW HOpMaTUBHO-NPABOBLIMU akTamMu MHcTuTtyTa;

—  NonoxexHuem o bubnuorteke CMEMMK, HacTosWMM NONOXKeHUeM.

3 Obwan 4yacTb

3.1 Otpen ¢oHOOB M KaTanoroB obecneunBaeT CUCTEMATUYECcKOe Hay4HOo
00OCHOBAHHOE MOMHOE W  ONEpaTMBHOE KOMMNEKTOBAaHME hoHaa OubnuoTeku
AOKYMEHTAMU Ha TPAAULMOHHBIX U SNEKTPOHHbLIX HOCUTENSX, 3NEKTPOHHBIMU U3AAHUAMM

TIOKAJIbHOTrO M CeTeBOro pacnpocTpaHeHWsi, MHOroacnekTHoe pacKkpbiTMe thoHaa yepes
CACTeMy KkaTanoroe (TPagUUWOHHbLIX W 3NMEKTPOHHBLIX) B LEensx obecneyeHus y4ebHo-
SOCNMTaTENbHOrO Npouyecca U HayvHbix uccnepoBanuin MIHCTUTYTa M3gaHusmy, ApYyrumu
AOKYMEHTaMU U WHPOPMAaLMEN O HUX, OCYLLECTBASET KOMMMEKS paboT no opranusayum,
PaUNOHaTIbHOMY pasMeLLeHNIo, XpaHeHuio, 0BEeCNeYEHUI0 COXPAHHOCTM U UCNOMNb30BAHMIO
OCHOBHOro poHaa 6mMdbnuoTeky.

3.2 Otgen oHOOB M KaTanoroB SBNSETCA CAMOCTOSTENbHbIM CTPYKTYPHBLIM
noApasaeneHeM bubnuotekun n nogunHsEeTes AMpekTopy BUBMOTEKY.

4 OcHOBHbLIe 3aaaym
4.1 KomnnektoBanue corga 6ubnuoTeku AOKYMEHTAMW B COOTBETCTBUM
G ﬂﬁpBBDBEIIE.'J'II:Hﬂ-npﬂcbeCCHDHElanthMH nporpamn s+ A a0, p——
M TEMATUKOWN HayYHbIX UccneaoBaHuit MHCTUTyTa. Ui s SJIEKTPOHHO¥ TTO/INACHIO
e 1

4.2 YYET DOKYMEHTOB, NocTynakwwux 1 BbID
TexHuyeckan obpaboTka oKyMEHTOB.
4.3 Karanorusauus AOKyMeHTOB. OpraHus
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 TpaAULIMOHHbIX KaTanoros.
4.4  Cucremartusauus v npeagMeTusaums AOKYMEHTOB.

4.5 ObecnevyeHve pauWoOHaNbLHON opraHv3auuM W coxpaHHocTu doHaa, ero
nononHeHne, pacctaHoska, cobaeHWe peXuMa XpaHeHus!.

46 OnepatMBHOE BbLINONHEHME 3aKA30B none3oBaTtenen, npegocrasneHne
AOKYMEHTOB M3 OCHOBHOro oHaa oTaenam GubnuoTeku Ans Bbigauw nonbsoBaTensm,
3KCMo3uuWuK Ha BhICTaBKAaXx.

4.7 CoxpaHeHWe KynbTypHOro Hacnegus. PopmupoBaHuMe GoHAa peakux u
LEHHbIX KHWT.

4.8  BepeHue cnpasoYHo-Gubnuorpaguyeckoro annaparta Ha ¢hoHa oTpena.

4.9 Bblgaya HOBbIX MOCTYNneHuit CTPYKTYpPHbIM nofapasfeneHusMm 6ubnuotekm,
NPUEM OT CTPYKTYPHLIX NOAPA3LENEHNA U3AAHWIA ANS XPAHEHUA B OCHOBHOM doHae unu
BblOBITVA. YY4ET ABUXEeHMS cdhoHaa.

4.10 Tlpoeepka hOHAOB CTPYKTYPHLIX NoApasaeneHnii GUBIMOTERN U oTpacneBbIX
cneunannampoBaHHbIX OHA0B.

4.11 BTOPUYHBIA OTOOP AOKYMEHTOR: U3BLATUE U3 OCHOBHOIO boHaa ycTapesLumx,
AyoneTHbIX, HENPOMUNBbHBIX K BETXMX U3naHwuin.

4.12 BHefpeHWe MHHOBALMOHHBLIX BUBNMOTEYHBIX U KOMNbOTEPHLIX TEXHONOMMMA.

4.13 HayuHo-meToguyeckas pabora no npodunio otgena.

5 OcHoBHbIe hyHKLMK

5.1  C uensio pelleHnn 3agaum TeKyLlero u PETPOCNEKTUBHOIO KOMMNEKTOBaAHWUS
¢oHaa Ha ocHoBe [lono)eHwsa o hopmuposaHun oHOOB U TemaTWyeckoro nnaHa
KOMnNeKToBaHusa bmbnuoTeku otaen:

- pazpabaTbiBaeT U cUCTEMATUYECKM KOPPeKTUpPYeT TemaTuyeckwii nnaw
KOMNNekToBaHua  ¢oHgoB ©6ubnuotekm B  COOTBETCTBUU C oBpasoBarensHo-
npodpeccuoHanbHbIMU - NporpaMmamy, y4eBHLIMU NNaHaMU M TeMaTUKOL Hay4YHbIX
nccnenoBaHu MIHcTuTtyTa;

- OpraHusyeT 1 BeAeT kapToTeky kHuroobecneyeHHOCTM y4ebHoro npoLecca:

- OCYLUECTBNAST NOUCK U BbiSBNEeHNe HeobxoauMbix BUBNUMOTEKE NOKYMEHTOB
MO TEKYLYUM 1 PETPOCNEKTMBHBIM UCTOMHMKAM MHDOpMaLWK;

— COCTaBnAeT CBOAHbIE 3aKa3bl HA [OKYMEHTbl Ha OCHOBe 3asBOK kadeap W
otaenos BUBnuMoTeku;

- npuobpeTaer AOKYMEHTEI, UCNonb3ys pasnuyHble UCTOYHUKW
KOMNNEKTOBaHNA (CHabXeHUs);

- ochopMnseT  noanucky Ha nepuoanyeckne  U3faHusA, 3NeKTPOHHO-
OnbnuoreyHslie cuctemsl:

~ BEAST KOHTPONb 3a BbLIMNOMHEHMEM U MOMNHOTON MOCTYNNEHUA 3aKa3oB.,
OPraHWU3yeT KapToTeKy KOMNNekToBaHWUs (NpeaBapuTenbHbIX 3aKa3os).

5.2 OpraHuayeT cnpaBoyHbIi annapat oTaena.

9.3  [ns peleHus 3agaum yuéta 6ubnmoTeuHoro hoHAaa:

- NPUHUMaET NnocTynatLwme B POHA LOKYMEHTbI:

- BEAET CyMMapHbIA y4&T hoHaa BubnuoTeku:

—~ OCYWECTBNACGT uHAUBMAYANbHLIN Y4YET [JOKYMEHTOB. WHBEHTapU3UpyeT
noCTynawLme U3naHus; BegeT 0eablHBEHTapPHbIN YyYET »iua i

t ada JIOKYMEHT TO/AITUCAH
PErNCTPaLMOHHBIN YHET AOKYMEHTOB, HE NPUHATLIX Ha Bf & SEKTPOHHO¥ TTO/THCHIO

= yq4aCTByeT B CprMHpDBEHHH KOHL a::;.-p-[ﬁ:immrr:mn,qEﬁmcnzanF??m9555DD4E3901GA15?993E9

Bubnuoteku, eé nokyMeHTanbHoro obecneyeHus: B ererts L yiusin Ceprod Viaesiosir!

- npuHUMaeT yyactue B otbope uagaHuin
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SNEKTPOHHON Bubnuoreke:

—- pacnpefensiet HOBble MNOCTYNNEeHUs nUTepaTypbl B COOTBETCTBYHOLWME
CTPYKTYPHbIE nogpazaeneHua 6ubnuoTeku:

- MCKIKYaeT U3 YYETHBIX AOKYMEHTOB CNUCAHHYK NUTEpaTypy:

~ OPOPMIAET aKThbl HA CNIUCAHWUE NOKYMEHTOB.

2.4  OcywecTBnsaeT TexHU4eckyr o6paboTky AOKYMEHTOB.

5.5  [InA pelleHuns 3agay katanoruzaumm U MHAEKCUPOBAHUA [OKYMEHTOB OTAEN:

— cocTaBnser Oubnuorpacpuyeckoe onucaHMe B  COOTBETCTBUM  C
Aevcteyowmm MOCTamu; hopMmupyeT nomckosslin 06pas JOKYMEHTOR ANS 3NEKTPOHHOrO
Karanora,

—~ WHOBKCUPYET (CUCTEMaTWU3MpPYyeT W NpeaMETUsUpyeT) [AOKYMEHTbI no
NPUHATEIM Kk pabote B Oubnuoteke Tabnuuam 6GuUGnMoTEYHO-EMBNMOrpaduyYecKux
knaccucpukauum — bBK; ans cotpyaHukos UHcTuTyTa — no YK u pyOpukaTopy;

- PERAKTUPYET anemeHTbl bubnuorpaduyeckux 3anuceir: Gubnuorpacuyeckoe
onucaHue, KnacCUMUKaUMOHHbIE WHOEKCHI, KNOYEeBbLIe Crnosa, NpeAMEeTHble pyBpuku
T.A.;

— BBOOUT laHHbI@ B 31EKTPOHHbIV KaTanor v TUPaXKMPYeT KapTOYKM:

- OpraHu3yeT U BE4EeT CUCTEMY KaTanoroe:

- OPOPMNIAET KapTOYHbIE KaTanoru, paspabaTbiBaeT W BHeAPAET cucremy
nponaraHgbl KATanoroe (anropuTMel NONcKa, NAMATKA, NYTEBOAUTENMW, NNaKaThl 1 ap.);

- y4acTeyeT B CO3AaHWM CBOAHbLIX KaTanoroB BWGNMOTEYHOR cucTembi:

~ PEAAKTUPYET KaTanoru: NpoBOAWT MMaHOBOE U TeKyllee peaakTUpoBaHue,
KOHTPONUPYET OpraHusauUvio U BEAEHUE KaTanoros Ha NnogcobHbie hoHAbI;

— CO3AaET, BEAET W peaakTupyeT andaBUTHO-NPeAMETHLIN ykasaTenb K
kapTo4HoMy CucTemMaTudeckomy katanory U aBToputeTHoMmy daiiny npeaMeTHbIX PYOpMK
ANA ONeKTPOHHOro KaTanora;

9.6  OcyuwectBnseTt paboTy ¢ 0OCHOBHLIM POHAOM BUBAMOTEKM.

9.6.1 Cucremartuyeckm nononHseT oHa,.

9.6.2 OpraHusyet pasmeLleHune doHpa.

5.6.3 KoHTponupyeT cBETOBOW, TeMnepaTypHO-BNAXHOCTHLIA M CaHUTapHO-
FTMIMEHNYECKUIN PEXMM XpPaHEHUA JOKYMEHTOB.

5.6.4 Cucremartuyecku npoBepseT NPaBUNLHOCTL PACCTAHOBKU U3AaHMIA.

5.7  OpraHusyeTt paboTy ¢ peakum 1 LUeHHbIM hOHAOM.

9.7.1 ObecneunBaer Hay4yHO ODOCHOBaHHOe (hopmupoBaHUE (DOHAA PEemKuxX M
LIEHHbIX JOKYMEHTOB.

9.7.2 BbIfiBNAET pefKkue U LeHHbIe u3gaHus B choHaax bubnuoTeku.

2.7.3 WN3yvaer poKkymeHThbl, XpaHawumecs B oHae.

5.8  OpraHuayeT paboTy ¢ XXypHanbHbLIM hOHAOM.

5.9 OcyuwecTBnseT BTOpUYHbIA OTBOP U30aHWIA.

9.9.1 llpocmatpuBaeTr OHA C UENbl0 BbLIABNEHUA BETXUX, yCTapeBLUunX,
MHOrO3K3EMNNAPHBIX 1 ManocnpallnBaeMblX, HENPOMUNbHbLIX AOKYMEHTOB.

5.9.2 OTtbupaeTt nsnaHua ans ebibbiTus.

5.9.3 CocTaBnseTt Cnucku Kk aktam Ha cnucaHue.

5.10 O6ecneunsaeT coxpaHHOCTL hoHAA.

5.10.1 Ben&t Tonorpadmyeckne katanoru u uHoy»

5.10.2 KoHTponupyeT Bo3BpaT n3gaHuii.

2.10.3 [lpoBOogMT Menkui PEMOHT OOKYMEHTOB, | Ceprudmxar: 700AE60ACD20AF77619565DD4E8901CA157993E9
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5.11.1Bblgaétr v npuHWMaeT wu3gaHus ot CTPYKTYPHbIX noapasfaeneHun
oubnuoteku. OnepaTtuBHO nepepacnpesenseT nnuTepatypy wmexay CTPYKTYpPHbIMU
noapasgeneHuammn dubnuorexu.

5.11.2Benér knurm yyéta aevxxeHns thoHOOB.

5.11.3TpoBoAnT nposepky HOHAOB CTPYKTYPHLIX NOAPA3AENEHWUA W OTpacneBbIx

cneunannanpoBaHHbIX hOHOO0B.

5.12 BbINONHRET 3aKasbl NONb3oBaTENEH.

5.12.1PacneyateiBaeT uutatensckve TpeGoBaHUS, noabupaeT 3aKasaHHy
nuTepartypy B doHAe.

0.12.2lNepenaéT n3naHna no BbINOMHEHHbLIM TpeboeaHnaM otaenam bubnuoTeku
Ans BbiAa4yu NOMb30BaTENAM U BbICTABOYHOM 3KCMNO3ULIUMN.

5.12.3Benét yuer BbinonHeHus TpeboBaHUi U OCYLLECTBASET UX aHaNMU3, paboTtaer
C OTKa3amu.

9.12.4T1lpuHumaeT 1 paccTaenseT Bo3BpaLUEHHbIE U3 OTAENnoB U30aHWS.

5.13 Obecneunsaer audHepeHUMpoBaHHOe obcnyxueaHne pykoBoauTenen
WHcTutyTa (JOP).

5.14 Bepétr HayyHo-meToaUYeCcKylo paspaboTKy BONPOCOB KOMMMEKTOBAHMS,
yd€ta 1 HayyHoA o06paboTkM, opraHMsauMM, XpaHeHus WU apheKkTUBHOCTU
Mcnonb3oBaHusA hoHOOB, abecneYyeHns UX COXPaHHOCTH.

0.14.1 PaspabatbiBaeT opraHn3auvoHHO-PACNOPSANTENBHBIE U TeXHOMOrMYeckue
ACKYMEHTbI, pernameHTupyloLlMe 4eaTensHoCTs oTaena.

9.14.2Co030a€T cnpaBoyHbLIA U MEeToQMYecKuA annapaTt oTaena, Beaér
BCNOMOraTenbHble KapTOTeKW oTAEeNa, KapTOTEKY METOAUYECKNX PELLEHMUIA.

0.14.3Usyyaetr onbiT pabotel 6GuGnuoTEK no KOMNNEKTOBaHUIO, Hay4YHOM
obpaboTke, opraHusauumn oHAoB U BONpocam PYHKLMOHUPOBAHUS OTAENOB XpaHEHWS
¢hoHOOB.

5.14.4AHanuaupyetr paboty u BHegpseT 6GWMBAUOTEYHbIE WHHOBALWOHHbIE
MeTOAWKWU, NHPOPMALIMOHHLIE TEXHOOTMA U KOMMBIOTEPHYHO TEXHUKY.

9.14.50KasbiBaeT METOAUYECKYKD NOMOLWb OTAENaM GUBNVMOTEeKM U COTPYAHUKaM
WHCcTUTYTa Nno HanpaBneHusmM paboTsl oTaena.

5.14.6Y4acTByeT B Hay4HbIX WCCNEAOBAHWAX. U3YYEHUU WH(POPMaLMOHHBIX
notpebHocTen uyutatenei, apdeKTUBHOCTU WMCNONb3OBAHUS doHaoe Gubnuotekn wu
aHanuse obecneYyeHHOCTH CTYAEHTOB yyeBHUKaMKU 1 y4eBHbIMKM NocoBUAMM (COBMECTHO
C ApyrumMun oTaenamv bmbnmoTekn n COOTBETCTBYIOLUMMK NOAPa3aeeHUAMM UHcTuTyTa).

S.14.7Y4yactByeT B nNpoBeAeHUM 3aHATUIA MO OCHOBAM MHPOPMaLMOHHO-
oubnuorpaduyeckon KynbTypsl. PykoBoguT NPakTuKon ctyaeHtoB MHeTUTyTA.

9.14.80praHmsyer paboTy no nOBbILLEHUIO NpogeccMoHanbHOro  YpPOBHA
COTPYAHWKOB OTAEena.

6 CTpyKkTypa u wrar
6.1 Cipyktypa u wratr oTaena onpegensieTcs CTPYKTYpPOMU W WITaTHbLIM
pacnucaHvem bubnuoTeku BbicLEro y4ebHOro 3aBeneHus.

7 YnpaeneHue otaenom
7.1 PykoBoacTBO oTaenom  ocyllecTeBnsieT 3aBeaywlWun, HasHavyaembii
npukasom pektopa MHCTUTYTa no npeacrasneHvo Ay
7.2  3aBefylolMiA OTAENOM OpraHuayeT
saeeqyoLllero obazarensHbl K MCMOMHEHUIO ANS coTp
7.3 PaboTHUKM oTaena Ha3HaYalwTCs U OCB
pektopa WHCTUTyTa no npefcTaBneHul AvpekTopa

AJEKTPOHHOM MOAINTHCHIO

(:{.:I.’JTH:pH KaT: TOOAEGQACD20AF776195650D4E8901CA15T993ED
Baamenen: Wykwwe Cepren MeaHosud
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3aBeyoLWnM OTAeNoM.

7.4 (ObBasaHHOCTM COTPYOHWMKOB OTAena onpeaensarTcsa  AOMKHOCTHbLIMK
MHCTRYKUMAMU, YTBEPXASHHBIMU NpuKa3oM pekTopa UHcTuTyTa.

7.5 Pabota otaena cTpouTcs Ha OCHOBe eauHOro nnaHa 6ubnuoteku. MNnax u
OTHET OTAENA YTBEPXKAAIOTCA AMPEKTOPOM BUBAMOTEKM.

8 BsanmoaencTBme oTtaena c ApyruMu CTPYKTYPHBIMM nogpasgeneHuamu
6ubnuotekn u UHcTuTyTa.

8.1 Orpen npeacraensert:

- ANPEKTOPY — Ha YyTBEpXAEHVWEe OopraHv3aunOHHO-pacnopRAUTENLHLIE W
TEXHOMNOrM4Yeckne OKyMEeHThl, NnaH paboTbl U OTYETEI OTAEna, 3aABKU Ha MaTepwuanbHO-
TEXHUYecKoe obecneyeHue;

— oTaenam dbubnuoteku, kadheapam u apyrum noapasaeneHusm WUHcTuTyTa —
KHUTOTOPrOBYO W KHUrou3sgaTenbCKyld WHOopMaLuio, ceBeaeHus o6 obecneyeHHOCTU
nutepatypon y4ebHOro npouecca, HOBblE MOCTYMNEHWs, nepepacnpenenéHHbie
W3gaHus;

~ MH(OPMaLIMOHHO-aHANNTYECKOMY 0Taeny — cooblueHus o c6osx B paboTe
KOMMNbOTEpoB, cbosAx nporpamMMHoro obecnevyeHus, 3asBKM  Ha Heobxogumoe
NPOrpaMMHOE  obecnevyeHMe U KOMMBIOTEPHYI0  TEXHUKY,  OpPraHU3aLMOHHO-
pacnopaanTeneHble, WHCTPYKTUBHO-METOAMYECKME W TEXHONOMMYECKME LOKYMEHTbI Ha
cornacosakhe U pefakTupoBaHue, NnaHel U OTYETHI oTAena Ans o6paboTkn, aHanu3a u
COCTaBNeHUs OTYETHOCTU BUBNUOTEKM, OCHOBHbLIE HA3BAHUS HOBbLIX NOCTYNNEeHWn no
NYyTEBBIM  NACTAM, KOHTpOMbHbIE UWMPLI MNOCTYNNEHUA [OOKYMEHTOB, CBEAEHWA O
pacnpefeneHnn OOKYMEHTOB no otgenam Oubnuoteku, BbINMONHEHHbIE 3aka3bl Ha
PEAKVE W LIEHHbIE M3AaHWA ANA BblAa4u YuTaTENAM B 3ane Katanoros no npasuiam
YATanbHOro 3ana;

- OTAeNny oOCnyX1BaHWA — MHOrO3K3EMMMAPHYID Y4eBHyo naTepatypy B
nopsake «3eneHon ynuubl» Ons onepaTUBHOrO 06CNYXWBaHWA, BLINOMHEHHLIE 3aKA3bl
Ha NUTepaTypy ANA Bblga4ym YnTaTensam:

— (PMHAHCOBO-3KOHOMMWYECKOMY  yNpaBrneHu  — PMHAHCOBbIE  OTYETHI,
AOKyMEHTbI W Apyrue matepuanel, Heobxogumble pana Oyxrantepckoro y4yéTa,
OTYETHOCTH U KOHTpPOIS.

8.2 Ortnen nonyyaer:

- OT AWMpEeKTopa -— YyKasaHWa W pacrnopsXeHUs no  opraHM3aumu
NMPOU3BOACTBEHHOW  AEATENbHOCTM  OTdena, YTBePKOEHHLIE OopraH1U3aLnOHHO-
PacriopaanTenbHble U TEXHONOrMYEeCKUe [OKYMEHTbI, MaTepuanbHO-TEXHWYEcKoe
obecneyeHue;

- OT OTAeNnoB OubnuoTekn -— 3akasbl Ha npuobperteHne NOKYMEHTOB,
oubnuoreyHon TEXHWUKM, BETXUE, ycTapesLuue, MHOrO3K3eMnnsipHble n
ManocnpaluvBaemble, HenpoUbHbIE AOKYMEHTbI ANA XpaHeHWs B OCHOBHOM doHge,
NepepacnpefeneHns unu cnucanna, M3aaHus, B 3anvucy KOTOPbIX HEOBXO0AUMO BHECTH
KOPPEKTUPOBKMK B SNEeKTPOHHOM KaTtanore; OOKYMEHTHBI, nognexatlue
NepecucTeMaTU3aLnm, KHKHbIE (OPMYNAPbLI ANt 0hOPMIEHMS BbIBLITUSR JOKYMEHTOB:

= OT oTAena obcnyxuBaHUA — U3[aHUSA, BO3BPAaLLEHHbIE YUuTaTensamu;

- OT MH(POPMALIMOHHO-AHANTUYECKOTO OTRAl
METOAM4EeCkyto noMowWb no pabote nporpamMMHorof g - AOKYMEHT HOMINCAH
TE‘KHHKH, HEGSXG,D‘HMGE npDrp aMMHoe O CepridpuEar: TOOAEG0ACD20AF 776195650D4E8901CA157993E9
pacnopsauTenbHble, WHCTPYKTUBHO-METOANYECKUE | Brarerer: WykumH Ceprei Vieanosu

HHd]ﬂpMﬂLlHlﬂ 0 HQEELLHHX, CBMHHHF]EK, KﬂH[bEDEHLI Jleticrureen: ¢ 15.11.2021 no 15.02.2023




e i bbb o -t D R e e e e e S 85 A A O A B B 2 T T o o o o Y B P, A A A S0 58 e, e o o o

____CaHkT-lMeTepbyprckuii rocyAapcTBeHHbIA MHCTUTYT KybTypbl

Rl iy e L B S Sy S

NONOXEHWE OB OTAENE ®OHOOB U KATANOIOB Pﬁepcuﬂ | 01
____ (BMBIIUOTEKA) |

e b R T B R A AR e B B e e e e o o, U T [ L U

Gt iy e

T rrrar

T A e B B B P s BT T

npogpunio oTaena;
- OT nojpasaeneHnn WHCTUTYTa — yyebHble NnaHbl ¥ NPorpamMmbl, MNaHbl
Hay4HO-KUCCreaosaTensckux paboT, 3asBK1 Ha NpUobpeTeHne AOKYMEHTOB;

- OT (PUHAHCOBO-3KOHOMUYECKOTO YNpaBneHWsi — HeobxoauMbie CNpaBkKu u
CBEAEHUA 0D accMrHoBaHWAX, pacyérax U Jpyrux AaHHbIX BYXranTepckoro y4éra.

9 Mpaea u o6s13aHHOCTH

9.1 Ortpen umeeT npago:

- B YCT@HOBNEHHOM nopsigke 3HAaKOMUTBECA C  y4eBHLIMM  NNaHamu,
nporpaMmamMu, TeMaTUKon Hay4dHo-uccneaoBaTenbckux pabot UHeTuTyTa;

—~ MPMBIEKATL MO cornacoeaHuio ¢ pykosodcTsoM UHcTUTyTa M Bubnuotekm K
paboTe no KOMMMEKTOBAHUK (DOHAOB COTPYAHUKOB MHCTUTYTa M pabBOTHUKOR ApYrux
oToenos bubnuoreku:

- NPEACTABNATE K MOOLUPEHUKD OTNUYMBLLUXCH COTPYOAHWKOB, BHOCUTL B
Criyqasx HapylweHus TpyaoBOM U MPOWM3BOACTBEHHOW AUCLUMANMHBI OTOAENbHbLIMU
COTPYAHWKaMu NpeanoXeHUs AWPEKTOpY O ANCUMMITUHAPHBIX B3bICKAHMAX;

~ NPpEACTABUTENLCTBOBATE MO MNOPYYEeHUK pykoBoacTBa B 6GubBnuoTekax,
y4pexaeHusax U opraHnsaumax no BoONpocam KoMneTeHuuu oTaena’

- BECTU B YCTAHOBNEHHOM MOPsiAKE nepenucky c Apyrumu Bubnuortekamw,
YHPEXOEHUAMU U OpraHW3auUMaMK no BONpOCaM KOMMNNEKTOBAHMA (hOHAOB M Hay4HOI
0bpaboTKW LOKYMEHTOB.

9.2 Otpen obasaH:

- obecneuvBaTh CBOEBPEMEHHOE, MNOMHOE W KAYECTBEHHOE BbLINONTHEHME
3ajadv, BO3NOXKEHHLIX Ha oThen;

- cobniopats TpeboBaHus HOPMaTUBHO-NPaBOBbLIX OOKYMEHTOR,
PernameHTUpyrLnX BONpoCk! pabtotel bubnuatexu.

10 OTBeTCTBEHHOCTL

10.1 3aeegywowmini oTAENOM HECET NONHYK OTBETCTBEHHOCTh.

- 3@ Ka4ecTBO W CBOEBPEMEHHOCTb BbINOMTHEHWA BO3MOXEHHBIX HACTOSLMM
NonoXeHuem 3agay U PyHKUUN;

- 38 COCTOsIHMEe TexHUKM DeaonacHOCTU, oxpaHbl Tpyaa, NPOU3BOLACTBEHHOM

caHuTapuu 1 noxxapHoW BesonacHocTw.
10.2 WHaueugyanbHas (nepcoHansHas) OTBETCTBEHHOCTb PABOTHWKOB OTAEena
yCTaHaenueaeTcA NX OOMKHOCTHLIMU UHCTPYKLUMAMU.

11 CornacoBaHue, XpaHeHMWe U pacChbifika, U3MEeHEeHUs

11.1 OcHoBaHMeM AONA BHECEHWA W3MEHEHWA | AOMNONIHEHUWA B HAcToALlEee
[MonoxeHne ABNAIOTCS BHOBb BBEAEHHLIE W3MEHEHWUS W [JONOMHEHUS B HOpMAaTUBHO-
NPaBOBbIE aKTbl, UMEIOLLMe CUNY 3aKkoHa, U3MeHeHne YcTaBa, peweHus YYéHoro coBeTa
MHcTUTyTa,  yTBEpPXAEHHBIE B  YCTAHOBMNEHHOM  nopsake. CTPYKTYpHble W
TEXHONOTMHECKUE WUSMEHEHMA, CBA3aHHbIE C WHHOBAUWOHHBIMU MpoLeccaMmn K
MoAepHusaumen. PaspaboTka, ocopmneHne, cornacoBaHue, YTBEPXKAEHHUE U BHECEHUE
M3mMeHeHnn B [lonoxeHve npoussopsTcs B cooTtBeTcTBMM ¢ AM-01/01-2012 CMK
MHCTUTYTa ¢ 0BsA3aTeNnLHON NOMETKOI B NIUCTE perucT;

11.2 OTBETCTBEHHOCTb 3a XpaHeHWe opwur
[lonoxeHus ocywecTenseTcs B cooTeeTcTemu ¢ AM-0
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