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00 oTAejie KOMIJIEKTOBAHUA U

06paboTKY JOKYMEHTOB

1. O01He Mo/I0KeHUst

1.1. Otpmen KowmrjieKTOoBaHUSI U 00pabOTKM /IOKYMEHTOB SIB/ISIETCS  CTPYKTYPHBIM
T0/[pa3/ie/ieHueM LIeHTPabHOW OUOIMOTEKH.

1.2. CokpaiéHHoe Ha3BaHue otgena: OK u O/,

1.3. [edarenpHOCTb  OTAe/a perylaMeHTHUPYeTCsl  JAeWCTBYIOLIUM  3aKOHOZAaTebCTBOM
Poccutiickoii ®@enepariuu, TamboBCcKoM 06/1aCTH, COOTBETCTBYIOIMMH HOPMAaTUBHBIMU aKTaMy,
YcraBom, MprKa3amM# 1 pacriopsbKeHUsiMU 110 6nbroTteke, HacTosimM [lonoskeHnem.

1.4. OTpen HaXOAUTCS B BeleHWU U HETIOCPeJICTBEHHO TIOUMHSIEeTCsl JUPeKTOpy OubnoTeKy,
KOODJMHHDYeT TIOBCEJHEBHYI0 paboTy C JWPEeKTOpOM, 3aMeCTUTe/ieM [UPeKTOpa.
1.5. Ortgen ocyulecTBiAsieT CBOK  [|eITEIbBHOCTb B COOTBETCTBUM C  IJIaHAMU
MPOU3BOZCTBEHHOW, METOAMYECKOM paboThl M IPYTHIMH JOKYMeHTaMH OUO/THOTEKH.

2. OcHOBHBIE 3a/1a44 0T/e/ia

2.1. HayuHo-00OCHOBaHHOe KOMILJIeKTOBaHHe (oHAa OubiroTexk
JOKyMEHTaMH I10 BCEM OTPAC/IsIM 3HAHUH, PAaCKPLITHE €r0 Uepe3 CUCTeMY KaTa/loroB B LIEJISIX
obecrieueHust ero UCII0/Tb30BaAHUS.

2.2.YuéT IOKyMEHTOB, TIOCTYTIAIOIIUX U BHIOBIBAIOLIMX U3 (hOHZAA OUOTHOTEK.

2.3. Karanorusauys JOKyMEeHTOB.

2.4, W3yueHue cocTaBa W WCIOJb30BaHus (OHJOB OMOMMOTEK, TiepepacrpezieeHue
HEHCII0/Ib3yeMOoH, Hempo(HIbHON ¥ MHOTO3K3eMIUISIPHON JIUTepaTyphbl MeXAy OnbmioTekamy,
CMMCaHue JOKYMEHTOB.

2.5.Texunueckass oOpaboTka  TeKymMX TIIOCTYIUIEHMA  [yii  BceX  OWO/HOTEK.
2.6. Metoguueckas, KOHCYJ/IbTATUBHAs TMOMOILb IO BOMPOCAaM KOMILIEKTOBAHUS, Y4éTa |
KaTayloru3aluu JOKyMeHTOB.

3. OcHOBHBIe (PyHKIIUH OTAE/IA

3.1. OcyuecTBasieT TeKylllee M PeTPOCHEeKTUBHOE KOMILIeKTOBaHUe (OHJA: BbIsSBAEHUE U
oTOOp [OKYMeHTOB (TleuaTHbIX M 3JIEKTPOHHBIX) MyTéM IpocMoTpa Oubmuorpaduueckux
HCTOYHMKOB B TIOMOLL[b KOMITJIEKTOBAaHUIO, MU3yUYeHHe OTeueCTBeHHOI0 KHIKHOTO PbIHKA, B TOM
YKC/le UCTO/b3ysl COBpEMEHHbIE MH(POPMaLJMOHHbIe TexHOonoruu (VIHTepHeT), ocylecTBieHre
MO/ITMCKU Ha MIepruoJuuecKue U3jaHus:



- iprobpeTaeT JOKYMEeHTbI, UCIIO/Ib3YsI pa3/InyHble UCTOYHUKY KOMIUIeKTOBAHHKSI;

- OpraHusyeT JIOKOMILIEKTOBaHWe (OHJa C BbIsSBJIeHHEM Tpo0esioB (BeET KapTOTEKY
JIOKOMTIJIEKTOBAHHS M YUET BBITIOJTHEHHBIX 3aKa30B);
- OpraHM3yeT CIIPaBOYHbLIN amrapar B OT/ee;
- OCYILIeCTBJIsIeT BOCIIO/IHEeHHe TIpo6esioB B ¢oH/Ie MyTéM KOMMPOBaHUSI.
3.2. OcymiecTBisieT yuét oHzAa 6UbIMOTEK:
- BeZI6T CyMMapHbIN yUuéT oH/a;
- IPUHMMaAET TOCTYMarolye B (OH/| JOKYMEHTHI;
- OCYILIeCTB/IsIeT UHIUBUYa/IbHBIA YUET IOKYMEHTOB;
- pacripe/iesisieT HOBbIe TIOCTYTI/IeHUsI MeXKy OnboTekamu;
- UCK/TFOUaeT U3 YUETHBIX JJOKYMEHTOB CIMCAHHYIO JIUTEPaTypy.
3.3. Ocyl1ecTB/IseT KaTaj0ru3aryio J0KyMeHTOB:
- cocraBnsier 6ubsnmorpaduyeckoe omnuvcaHue B COOTBeTCTBUM C feiicTBytomumMu ['OCTamuy,
dopmupyeT JaHHbIe, HeOOXOAUMBbIE [ yuéTa (oHZAA (IK3eMIUIIPHOCTh, II€Ha, MCTOUHHWK
KOMIIJIEKTOBaHUS U T.I1.);
- OCYIIIeCTB/ISIeT MH(GPOBKY 0KYMEHTOB, TIOCTYTAOIINX B (HOHI;
- peflakTUpyeT 37eMeHThbI OubMorpadruecKkoit 3anucy;
- BBOJIUT [laHHbIe B 3/IEKTPOHHBIM Kartasor (OK) u TUpakupyeT KaTajoXKHble KapTOUKH ISt
BCeX KaTaJIoroB 6ubMoTeK paiioHa (roposa).
3.4. Ocy1iecTB/isieT TeEXHUUECKY0 00pabOTKy JOKyMeHTOB.
3.5. Opranusyert v Bei8T OK U cucTeMy KapTOYHBIX KaTajloroB.
3.6. Pabora co cBogHBIM KatasoroM TaM0OOBCKOUM oGmacty (TIpefjoCcTaBieHHe COOCTBEHHBIX
3arnuceii ¥ 3aMMCTBOBaHUeE yKe UMEIOIIUXCS B KaTasiore).
3.7. TlepeBop TpaAWLMOHHbIX OuOMMOrpaduyeckx 3arvceld Ha TeYAaTHBIX KapTOUKaxX B
371eKTPOHHY0 (popMy (PeTPOKOHBEPCHS).
3.8. Tlepemaét B OubMMOTEKH obOpaboTaHHble W3/laHUSI C HEOOXOAUMBIM
KOMIIJIEKTOM KapTOueK /ijisi KaTaJloroB.
3.9. Bezét Mmetoauueckyro paboTy B 061aCTH KOMIJIEKTOBAHHMS 1M KaTaJOrU3aliK JOKYMEHTOB
(yuacTvie B MepONPUSTHSX TI0 TIOBBIIIEHUIO KBa/U(PUKALMK, TyO/JUKAlMM B TeYaTHBIX
W3/IaHUSIX, yUacTre B CeMUHapaX, KPYTJ/IbIX CTOJIaX, MPe3eHTalysIX U T.11.).

4. IIpaBa otpaena

Otaen KOMIUIEKTOBaHUS M 00pabOTKM /OKYMEHTOB M €ro 3aBefyIOLWid HWMEIOT TIpaBo:
4.1. yuacTBOBaTb B O0OCYXJEHMM BOIPOCOB, COCTaB/SIOLIMX KOMIIETEHLIMIO OTJena Ha
3ace/laHUsIX TIPY AUPeKTOope , KOMHCCHHU TI0 COXPaHHOCTH (POH/I0B.

3aBeZlyIOLIMI OT/Je/IOM UMeeT IIPaBo:

4.2. ompefensTh TpaBa U OOSI3aHHOCTH COTPY/HUKOB, OCYILECTB/IATH TOAOODP, PACCTaHOBKY
KaZlpoB B OT/iesle;

4.3. mpeACTaB/ATh K IMOOLIPEHHI0 OT/IMYMBIIUXCS COTPYJHUKOB, BHOCUTB Ipe/JIO’KEeHUS
JVPEKTOPY O TpHBJEYeHWH COTPYJHUKOB K aJMUHUCTPAaTUBHOW OTBETCTBEHHOCTH 3a
HapylleHue TPYZ0BOH, UCTIOJTHUTe/IbHOW Y TIPOM3BO/CTBEHHOM JUCLIAIIIVHBI.

5. CTpyKTypa M ynpas/ieHUe 0T/e/I0M

5.1. CTpyKTypa U LUTaTHOe paclvcaHue OTAesla YTBeP)KAAKTCS JUPEKTOPOM B
YCTaHOBJIEHHOM TOpSIJIKe.

5.2. Bo rnaBe oTjena CTOMT 3aBefyIOLIWH, Ha3HauaeMblii 1 0CBOOOXKaeMblid OT 0/DKHOCTH
IVPEKTOPOM OMO/TMOTEKH.

5.3. CoTpygHUKM OTZeja Ha3HAuarTCs, I[epeBOJATCS Ha /JPYryK [O/DKHOCTb U
0CBOOOXKIAIOTCSL OT paboThI JUPEKTOPOM B COOTBeTCTBUU C TpPyJOBBIM KOZIEKCOM
P® u o corsiacoBaHuio C 3aBeAyOLMM OT/e/I0M.

5.4. Pabora oTena CTpOUTCS Ha OCHOBe TUIAHOBBIX JIOKyMEHTOB




6. B3auMmooTHomIeHNs (B3aUMO/ieiiCTBHUS) 0T/e/a C [PYyTUMH OTAe/IaMH |
oub1MoTeKamMu
6.1. OTzen KOMITJIEKTOBaHUST ¥ 00pabOTKY [JOKYMEHTOB TIO/TyYaer:
- OT JUpeKTopa CBeJleHUsl U YKa3aHus , He0OXOAUMbIe /il COCTaB/IeHUs TJIAaHOB U OTUETOB,;
- OT OT/Ze/a OpraHU3aLK U XpaHeHus1 POH/OB, OT 3aBeAYIOMIMX O1OIMOTEKAMH — aKThI Ha
VICK/TFOYeHHe JJOKYMEHTOB U3 (oH/a.
6.2. Otgen ripejcTas/iseT:
- METOAUYECKOMY OT[ieJly — TO0BOM TUlaH U OTYET O MPOM3BO/CTBEHHOUN paboTe oT/ena;

- [WpEeKTOPY — /IOKYMEHTbl W HeoOXO[uWMble MaTepuanbl [ BeJEeHUS JIMUHBIX [ejl
COTPY/THUKOB OT/€/1a;

- OyxraaTepum — [AOKyMeHThbI (HaklafHble, CUYéT-(aKTypbl, akThl Ha CIUCaHWE) IS
OyXranTepckoro yuéta, OTUETHOCTH U KOHTPOJIS;

- IpyruM oTzAenaM 6ubmroTekn U 6ubMoTekam HeoOX0/[UMble CBeJIeHUS /IS

paboThI B paMKaX OCHOBHBIX 337iau U QYHKIMI OT/ea.

7. OTBeTCTBEHHOCTH OT/ie/1a

Otanen KOMIUIEKTOBaHMSI ¥ 00pabOTKM JOKyMEHTOB U €ro  3aBefyIOUMid  HecyT
OTBETCTBEHHOCTh 3a:

- BBINIOJIHEHWE TulaHa paboThl B YCTAHOBJEHHbIE  COOTBETCTBYIOIIMMHU [JOKYMEHTaMH
(mnaHamu, TpadUKamMH, WHCTPYKLMSMH) CDOKM W  BBICOKOE KauecTBO  paboT;
- 00paboTKy BCex TOCTYyMaroIiyX B OT/AeN JOKYMEHTOB M CBOEBDEMEHHYI0 WX Tiepefjauy B
Gong;
- CBOEBpEMeHHOe TIpe/ICTaB/ieHHe OTYETHBIX [OKYMEHTOB W [OCTOBEPHOCTb CBeZeHH;
- cobmojieHre TIPOW3BO/JCTBEHHONM W TPY/IOBOM [JUCLIMTUIMHBI COTPYAHUKaMH OT/ie/ia;
- TIOBbIILIEHWEe TIPO()eCCHOHANMBbHOTO YPOBHSI COTPYJAHUKOB OTZena TyTéM HCII0/Ib30BaHUS
Pa3/IMUHBIX METO/I0B 00yUeHHMs: KypPChbl, CEMUHAphI, 00y4yeHHe Ha pabounX MecCTax, ydacTve B
00111e610MMOTEUHBIX (hOpPMaXx MOBBIIIIEHUST KBaTU(DUKALUY;

- BHe/IDEHUe HayYHOW OpraHu3al[uy TPy/ia U YIIPaB/IeHHUS;

- COCTOSTHHME TeXHUKH 0e30MMacHOCTH ¥ M0KapHOU 0e30MacHOCTH B OT/eNe;

- BBITIOJIHEHWE 3a7au W (YHKLUA, BO3/IOKEHHBIX HAa OTJe/ HacTOSIMM I[losioKeHHeM,
MPYKa30B U pACIOpsDKeHUH [UpeKTopa ¥ PYKOBOZCTBA BBILIECTOSIINX
OopraHu3aLui.




