MYHHIIH“E]J")HOC O10/IZKeTHOE YUPCHKIACHHC KY/ILTYPbI

«bubanorevno-undopmManHOHHLIIT H METOJIHYCCKHIT IEHTP»

ITPUKA3 Ne 106-K o1 26.06.2020 r.

006 yrepaxaenuu osoxenust 06 oT/ie/Ie KOMILIEKTOBAHHS

[TPUKA3LIBAIO:

l.yrBepauts [Tonoxkenne 00 orjiesie KOMIUIEKTOBAHUS U 00padOTKH JIMTEPATYPBI
MbBVYK «bubnunoreuno-nHGopMalMOHHBIH 5 METOAUYECKHUH HEHTP
OIMHLOBCKOIO TOPOJICKOI0 OKpyTray;

2. llonoxkenue pacnpocTpaHsieTcss Ha IPABOOTHOILEHHUS, BO3HHUKIIHE ¢

16.06.2020r.;

3.KOHTpPOJIb HaJ HCIIOJHEHUEM [IPUKa3a OCTaBJISIO 3a cO0O0il.

Jupexrop

MbBVYK «bubnunoreuno-undopmair

U METOJUYECKHUI LHEHTP»

1/{ XBopoctesuosa E.1O.



YTBEPXKIAIO

IMpukas Nel106-K ot 26.06.2020 r.

HupexTop
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MMOJO’KEHHUE
00 oT/e/1e KOMIIEKTOBAHUS H 00padOTKH JINTEPaTyphbl
MBYK «bubanoredno-ninopManHOHHbIA H METOAHYCCKHH HCHTP
OHHIIOBCKOT0 rOPOACKOr0 OKpyra»

1. O6mue nosoxKeHust

1.1. Otnen xommuiekToBanust 1 00pabOTKH JINTEPATYPbI SBISCTCS CTPYKTYPHBIM
nojpasJeleHleM MYyHUIMIAILHOrO  OIO/UKETHOrO  YUPeKJICHHS! KYJIBTYPBI
«bubnnoTeyno-uHGOPMALMOHHBIH 1 MeToaudeckuii nentp  OIMHIOBCKOTO
ropojackoro okpyra» (mamee - MBYK «bubnuoreuno-unhopmMauvoHHbii 1
METOMYECKUH LeHTpP», YUpeKieHHe);

1.2. lesireIbHOCTL OTJIejIa KOMIUICKTOBAHMST B 00paboTKM JMTeparypsl (Janee —
Otxes1) periaMeHTHpYeTcs ACHCTBYIOIMM 3akoHoaaTesnnctsom Pd B cdepe
KyJbTYpBl M OuGIHoTeuHoro jeia, B Tom umcie Geaepanpibiv 3akonom PO No78
or 29.12.1994 «O OMOAMOTEYHOM Jejie», COOTBETCTBYIOIMMKY HOPMATHUBHBIMH
axtamu, Ycrasom MBVYK «Bubianoreuno-uHGOPMALHOHHBIA U METOAMYECKHH
LIEHTP», JIOKaJbHBIMH HOPMATHBHBIMH  aKTaMH MBYK «bubanoreuno-
MHQOPMALMOHHBIH W MeToJMYecKHit  uentp», uHacroswnmM [lonoxkennem;
1.3. Ornen cosznan aasi obecriedeHus: KOMILICKTOBaHUs OuOanoTeyHoro (ouaa
MYHHIMIATbHBIX OnbIiorek ONMHIIOBCKOrO roOpoOJICKOro OKpyra (jajiee — oKpyra)
B LIeJ15X YJIOBJIETBOPCHHS 3aIIPOCOB BCEX IPYNI M0MIb30BaTesei 61binoTek;
1.4.011€1  OCYIIECTBISIET CBOIO  JICATCILHOCTH HA OCHOBE ICPCIEKTHBHBIX
rojoBeixX 11aHoB. [lnman paGorsr Otjiena sBISETCS HEOTHEMIIEMOH COCTABHOH
4acThlo  IulaHa  padoThbl MBYK  «bubanoreuno-uHpOpPMaLMOHHBIH ¢
METOJIMUCCKUI LIEHTPY;

1.5. JlesitenbHOCTL OT/EAA SBJISIETCSE CoCTaBHOl wacteio jestenbnoctn MBYK
«bubnnoreuno-un(opMalHOHHLIH U MCTOJIMUECKUI LEHTP» M0 TPE0CTABICHHIO



MYHULUNATBHON yCIyT{ «bubnuoreunoe, oudnuorpagduueckoe u
uHpOpMaLMOHHOE 00CIyKUBAHKE [T0/Ib30BaTE el ONOITHOTEK;

1.6. PaGora Otena oCylIecTRISIETCS BO B3aUMOEHCTBUH U KOOPJIMHALIMH C
JIPYTUMH CTPYKTYPHBIMU [1OIpA3/ICICHUAMU Y UPEIKACHHUSI U MYHUIIUNATbHBIMY
onoauorexamu OAMHIIOBCKOIO TOPOJCKOro OKpyra;

1.7. OTaen HaXOMAUTCS B BEJACHUH U 110/l PYKOBOACTBOM JAMPEKTOPA Y UpPEKACHHUS
M 3aMECTUTEIsE IUpeKTopa YUpeKACHH, KyPHPYIOLIEIO H KOHTPOJIHUPYIOIIEro
JesTebHOCTD OTZENA.

2. OcHoBubIe 3224 0T/1¢/12

2.1. Komnnexkrosanue (GOHJOB MyHHUMIAILHLIX O0uOanoTek  OMMHIIOBCKOrO
rOpoJACKOr0  OKpyra IeYaTHBIMM  M3JaHMsAMM ¥ JIPYTHMH  HOCHTCIISIMH
uH(pOpMaLKMU, OCHOBAHHOE HA YUTATEILCKUX MHTEpPECcax, 3arnpocax rnojip3oBarelen
1 aHaJIU3e U3/1aTe/IbCKOr0 PhIHKA;

2.2. Usyyenue, ananu3 W ONPEJENICHHC  MCTOYHHUKOB — KOMIUIEKTOBaHMsA
ONTUMAJBLHBLIX 10 HAJEKHOCTH BBIIOJIHEHHS 3aKa30B, CTOMMOCTH JIOKYMEHTOB H
OTNepaTUBHOCTH JI0CTABKH;

2.3. Packpuitie  GuOsmorevnoro  Qomuaa MyHHUMIAILHLIX — OHOIHOTEK
OIMHIIOBCKOTO TOPOJICKOro oKpyra mytem (opmupoBanus 6ubauorpaduueckux
JIAHHBIX C MTOMOIIIBLIO CBOAHOIO MeHEpaILHOro KaTajaora Ha pasiuyHBIX HOCUTEIISNX
uadopmanuy (Co34aHUe U BEICHHME MNICKTPOHHOTO U alpaBUTHOrO Karajora);

2.4 Vcnonb3oBanue  UHHOBALMOHHBIX — OUONHOTEUHBIX M KOMIIBIOTEPHBIX
TexHoMOruili B o0isacTH  KOMIUICKTOBaHMs — Oubnuoreunoro  doujga u
KaTalloru3alui,

2.5. Usydenue cocraBa ¥ ucnosp3osaHus (onpos Oubinorek OJMHLOBCKOIO
FOPOJICKOr0 OKpyra, HepepacrpejeseHie HEUCHIOoNb3yeMOH, HEeNnpo(UIbHOH U
MHOT'03K3eMILISIPHOM JTUTEpaTyphl MesK1y OMOIUMOTEKAMHI OKPYTa;

2.6. Okazanue  METOJMYCCKON, KOHCYILTATUBHOM  nomolnu  Oubiavorexam
OAMHIIOBCKOI'O  TOPOJCKOro  OKpyra [0 BONpOCaM  KOMIUJIEKTOBaHUS,
KATaJlOTU3allMd U COXPaHHOCTH (DOHIOB.

3. OcuoBubic QYHKINH 0T/1C]1a

3.1. CocralieHHe TJ1aHa KOMILJICKTOBAHUS;

3.2.MopmupoBanue, yueT, ABHKenne, odecredenne 6e3onacHocTy 6ubInOTe HbIX
GonaoB B LENIX HMCKIIOUCHMS BO3MOKHOCTH MAacCOBOIO  pacrpoCTpaHeHHs
SKCTPEMUCTCKMX ~ MarTepuasoB,  BK/IIOYEHHBIX B (DeACpalibHbIM  CIIMCOK
IKCTPEMHUCTCKHUX;



3.3. Texylee U PETPOCIEKTHBHOE KOMILIEKTOBaHNE (OHJA: BBIBICHHC U otdop
JIOKYMEHTOB (Ie4aTHBIX M 2JIEKTPOHHBIX) IIyTeM ITPOCMOTPa oubmuorpapuyecKmx
MCTOYHMKOB, HM3y4eHHe OTEUeCTBEHHOI0 KHHJKHOIO pbIHKa, B TOM 4ucie C
MCIIONB30BAHHEM  COBPEMEHHBIX HMH(OPMALMOHHBIX —TexHouorui, Murepner-
pecypcos;

3.3.1 Jloxomruiexrosanue OubmmoredHoro (houja, COCTaBIeHHe CBOIIDBIX 3aKa30B,
Ha OCHOBE 3asiBOK OMOIMOTEK OKpYyra, BEJCHUC KapTOTE€KH JTOKOMIUICKTOBAHHUS H
yueT BBIIONHEHHDIX 3asBOK OMOJIMOTEK OKpPYTd;

3.3.2. OdopmiteHHE NOUTMCKH Ha MEPUOIMICCKUE H31aHus;

3.3.3.TToaroToBKa  JIOKYMEHTAIMM [UIs  3aKyNKM — M3J@Hdi  (CocTaBlieHue
TeXHMYECKOro  3ajaHusi Juls  ayKUMoHOB /  JIOTOBOPOB, Meperucka ¢
KHUTOTOPrOBLIMU OPraiH3allisIMU U U3/1aTelbCTBAMA);

3.4. Ocyuiectnienne yuera (ponjia OndIoTex:

3.4.1. BejleHHe KOJIMUSCTBEHHOrO U CyMMapHoro yueTa (onaa Bcex OndinoTex
OKpyTra;

3.4.2. npuem MOCTYIAIOIUX B (POH JOKYMCHTOB,;

3.4.3. UHAUMBUAYAIBLHDBIA YYET JOKYMCHTOB;

3.4.4. pacnpese/enne HOBBIX MOCTYTUICHHH Mexay dubinorexamu
OMHIIOBCKOI'O I'OPOJICKOI0 OKPYTa;

3.4.5. WCK/IIOUEHHE U3 YUETHBIX JIOKYMEHTOB CIIMCAHHBIX U3JIaHHH.

3.5. O6paboTrka TeKYLIHX MOCTYIJICHHI. Karanoruzanus:

3.5.1. cocrasnenue OubaMorpapuuecKux OrNUcaHuii B COOTBETCTBHU C
«Poccuiickumu rpasuiamu Karajiorusaiui u ¢ gedcrsytomumu FOCTamu;
3.5.2. obecrieueHue  MHJEKcAlMW/ ~ CHCTEMarTH3aluyd W [peAMeTH3aluu
IIOKYMEHTOR 1o [PUHSATBIM CpeJIHUM Taldauuam OoubnMoTEeUHO-
oubarorpaduuecKux Kiaccupuranni,

3.5.3. cosnanuie B CBOLNOM DJCKTPOHIOM M NMEYaTHOM KaTajorax HOBOMH 3alnCH;
3.5.4.  THPAKMPOBAHMC KATAJIOKHLIX KAPTOUEK JUIs BCEX Karanoros OHOIMOTEK
OKpyTra;

3.5.5. popMUpOBaHHeE AaHIbIX, HEOOXOANMMBIX sl yueTa (Goraa (IK3eMIIAPHOCTD,
L[eHa, CYMMBI OCTYILICHHIT [0 HCTOUHHKAM B OMOIMOTEKH OKpYTa)

3.6. Texnuueckas 00padoTKa JIOKYMEHTOB;

3.7. Tlepenaua B Gubmuorexn ONHMHIOBCKOrO rOPOJICKOro OKpyra 00padoTanibiX
M3MaHUi ¢ HeoOXOAMMBIM KOMITJIGKTOM KapTOYeK JUIS OpraHu3allii KaTajoros B
OyMaKHOM " 9JICKTPOHHOM MCITOJTHCHUH;
3.8. Opranusanus U BEJICHUE CHCTCMbl KaTaJOroB B OyMaKHOM M 3IIEKTPOHHOM
MCIIOJIHEHUH:
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3.8.1. mojepkanue KaTtaloroB B HaJUIEKallleM COCTOSHMM IYTEM perylisipHoi
pPAacCTAaHOBKM KapTOYeK, MPOCMOTPa M PeaKTHPOBAHMS KapTOUYHBLIX MAacCCHBOB B
[IJTAHOBOM MOPSIIKE;

3.8.2. odopMmieHHEe KapTOYKH HA BCE BHIBI JOKYMEHTOB, TOCTYNAIOIIUX B
OoundnnoTex OAUHIIOBCKOTO FOPOACKOI0 OKpyTa;

3.9. Vyactue B MeponpusiTUsX  (CeMuHapbl, KypChbl) TO  [OBLILIEHHIO
KBaTU(DUKALINH;

3.10. Yuacrue B nepeydere oubauoreunoro dhoHma;

3.11. CBoeBpemeHHoOe [peJ0CTaBJICHHE CBEJICHUH, nH(popmalmu,
coorBeTcTByIOIUX AoKkyMeHToB w1 MKY «llenrpanuzoBannoil Oyxraiarepuu
MYHUUMIAILHLIX yupeskaennil OJMHIIOBCKOIO ropoJIckoro okpyra MOCKOBCKOMH
obacTu» MO PacxoA0BaHMUIO CPEJICTB Ha MPUOOpeTeHHEe U3JaHUH BCEX BHJIOB M
TUIIOB;

3.12. [lpoBesenre MOHMTOpUHTA OOHOBJICHHSI U cocTosiHusl honaoB OMOIHOTEK
OIMHIIOBCKOTO T'OPOJICKOIO OKPYTra, COCTABICHUE €KEeKBApTAILHOIO OTYeTa [10
pe3yibTaTaM MOHUTOPUHTA.

4. IlpaBa oraena

Otpen  KoMIuiekToBauust ¥ 00pabOTKH  JIUTEpaTypbl  HMMeeT  [paBo:
4.1. YuacrBosarhb B OOCYK/ICHHMH BOINPOCOB, COCTABJSIOUIMX KOMITETEHIHIO
Otaena na coselianusax npopoaumelx pykosoactsom MBYK  «bubnuorteuno-
MH(POPMALIMOHHBIH U METOIMYECKUH LEHTP», KOMUCCHH O COXPAHHOCTH (POHIOB;
4.2. 3anpaimBaTh HEOOXOJAMMBIE CBEJIEHMSI BO Bcex OMOIMOTEeKax oxkpyra Juis
COCTABJICHUSI CBOJIHLIX IUIAHOB M OTYCTOB, METOJMUYECKOrO PYKOBOJCTBA;
4.3. 3aBeyIolIMi UMEET IpaBo:

4.3.1. ocyl1eCcTBIATL B YCTAHOBJICHHOM IOPsIIKE PACCTAHOBKY Kal[poB B OTJEJIE;
4.3.2. npeacrapiaATh K I[OOLIPCHHMIO OTJIMYMBILUXCS COTPYAHHUKOB, BHOCHTD
MPEIOKECHUST  JUPEKTOPY  YUpexaAeHUss O TPUBICUCHUM COTPYAHHUKOB K
AJAMUHUCTPATUBHON OTBETCTBEHHOCTH 3a HapyllIeHUe TPYHAOBOH, UCIIOJIHNUTEILHOM
1 MPOU3BOJICTBEHHOMN JIUCIUITIIMHBI;

4.4. Bee coTpyIHUKH OT/Iej1a UMEIOT 11PaBo:

4.4.1. Ha NOBBIIICHUC KBAIM(UKAIMM W MaKCHMAJBHYIO peaju3aluio CBOMX
npoeccHoHaIbHLIX 00s13aHHOCTEH;

4.4.2. mpeAcTaBUTE]LCTBOBATL [0 TMOPYUCHHMIO PYKOBOJACTBA YupexKIeHHs Ha
CoBellanusx, KoHdepeHumsx M T. J. [0 BONpocaM KOMIUICGKTOBAHUS U
KaTaJIOrH3aliy JOKyMeHToB Ondiinoreunoro (Gouaa.



5. CrpykTrypa H ynpasiicHue 0T/1¢/10M

5.1. Crpykrypa u 1wrarHoe pacnucanue Otaena yTBEp:KIalOTCS IHPEKTOPOM
MBVYK  «bubnuoreuno-uHhopMallMOHHBI M METOJAMYECKHH  LIEHTP» B
YCTaHOBJICHHOM IOPSI/IKE;

5.2. Corpynnuku Orjiena HazHayaloTes, MepeBOAATCS Ha APYryl0 AOJIKHOCTbL U
ocBoboOKaaoTest or padorsl npukazom aupekropa MBYK  «bubnuoteuno-
MHQOPMALMOHHBI W MeToaMYecKUH UeHTp» B cooTBeTCTBUH ¢ Tpyaosbim
KojexkcoMm P@;

5.3. O0s3aHHOCTH U 1paBa Kax/0ro paboOTHUKA ONpPeAeNsIOTCs COOTBETCTBYIONIEH
JIOJDKHOCTHOH ~ MHCTpYKIIMEH, yTBep:kJaeHHol npuxkazom aupekrtopa MDBYK
«bubnnoreuno-nHGOPMaMOHHBINH U METOAUUCCKUI LEHTP»;

5.4. Opranu3auMoHHOE PYKOBOJICTBO JeSTeILHOCTBIO OCYILICCTBIISICT
zapejylomui Otaenom.  3apeaytowdid OTaenoM KOHTPOIUPYET BLIITOJHCHUE
BosnokeHHbIX  Ha Otgen  3azad U QYHKIWH, HECET  NCPCOHATBHYIO

OTBETCTBEHHOCTH 3a padoTy OT/eia B COOTBETCTBUH C JIEHCTBYIOIIMMH B 00J1aCTH
uHdopmanmy, Oudbinumorpadun u  OMOIMOTEUHOro  Jeja CTaHAapTaMud U
HOpMATHBaMH, @ TAKIKE JIOKAILHLIMH HOPMATHBHBIMH aKTaMH Y UPEIKIACHHUSL.

6. OTBeTCTBEHHOCTH OT/1C/1a

6.1. Corpynuuku Otjiesla HECYT OTBETCTBEHHOCTD 3a:

6.1.1. BoimonHenue 1utapa  padoThl B YCTAHOBJICGHHBIE (TUTAHOM, TIpadUKoM,
MHCTPYKIIMEH) CPOKH;

6.1.2. 006paboTKy Bcex mocrtynawoumx B OTaen J0KyMEHTOB H CBOEBPEMEHHYIO UX
nepeaavy B (pon 1 OMOIHOTEK OKPYTa;

6.1.3.1pejlocTaBlieHe  OTHETHBIX [IOKYMEHTOB M JOCTOBEPHOCTH CBEJICHUIA;
6.1.4.coboenne npou3BOJACTBEHHON U TPYJIOBOH ITHCHIMUIUIMHBL;

6.1.5. nosbllieHHE HNPOPCCCHOHAILHOIO  YPOBHS  IYTEM  HCIIOJIL30BaHUS

pa3lMYHBIX METOJI0B: KypChl, CeMHHapbl, oOydenue Ha pabouux MecTax;
6.1.6. KayecTBEHHOE M CBOCBPCMEHHOE BBINIOJIHEHWE 3a4ady W (YHKIIMH,
BO3JIOKEHHBIX Ha oTaen HactosiuMm [lonokeHuneM, JOKanbHO HOPMATUBHBIMU
aKTaMM YUpeiK/IeHHs M BBIIIECCTOSIIMX OpraHnu3alii;

6.1.7. cobmopnenue TpeboBaHul TEXHUKHM OE30MACHOCTH M OXpaHLl Tpy/la,
MPOU3BOJICTBEHHON CAHUTAPUK W 1IO)KapHOIT 0€3011aCHOCTH;

6.1.8. COXpaHHOCTH MaTepUaIbHBIX LIEHHOCTEH.



