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MMOJIOKEHHUE
00 oTaee KOMILIEKTOBAHNS H 00pa00TKH JIUTEPATYPhI
IenTpanbHoii ropoackoii 0M0JIHOTEKH
MYHUIHNAIbHOT0 GI0KeTHOr0 yUPeKIeHHs KyIbTYPbI
«lenrpanusoBannas 6ubanoTeyHas cucrema IllefeKMHCKOro ropoickoro OKpyra»

1. O6mmue moM0KEHUA
1.1. OTmen KOMIUIEKTOBaHUS ¥ 00pabOTKH JIUTEPaTypPhl ABIAETCA CTPYKTYPHBIM MOJIpa3IeIeHUEM
IlenTpansHol ropoxckor Gubnuorekn MBYK «llenTpannsosannas OubianoreyHas cucreMay U
(GyHKIHOHUPYET Ha PaBHBIX [IPaBax ¢ APYTMMHU €r0 CTPYKTYPHBIMH MOAPa3ACICHUAMH.
1.2. B cBoif HeATeNBEHOCTH OTAENT pykoBoucTByercs YcraBoMm MBYK «HeHTpénH:«:OBaHHaﬂ
OMONHMOTeUHAs CUCTeMay» HacTosinuM I[lookeHrneM, MpUKa3aMu U PACIIOPKCHUSIMHU JHPEKTOpa
OUOMHMOTEKH M 3aMECTHTENS TUPEKTOpa, JOKYMEHTAaMH, DPErNIAMECHTHPYIOIMUME JCSITEIbHOCTD
OTJZIeNIa KOMILTEKTOBAH!S U 00pabOTKY JINTEPATYPhIL.
1.3. B cBoeii pabore OK 1 O MBVK «llenTpanu3oBanHas OHOIMOTEYHAS CHCTEMa» IOZOTUETEH B
BOIPOCAX OpraHW3all| JesTeNbHOCTH - amMuHucTpanmnn MBYK  «llentpamusoBanHas
O6UOJIMOTEYHAs CHCTEMAy B JIMIIE TUPEKTOPA U 3aMECTHTENS TUPEKTOPA.

2. OcHOBHBIE 3202491 H (PyHKIHA
2.1. OCHOBHBIMU 3aJauaMy OTHENA ABJIAIOTCS: |

—  ¢dopmuposanne ¢Qouga MBYK «llentpamm3oBanHad OuOmuoTeuHas cuCTeMa» U
OUOINOTEK - CTPYKTYPHBIX EIMHUIl YUPEKACHHS HA IPUHLUIEC COYCTAHHS YHUBEPCAIBHOIO
COJEPIKAHMUS, aKTyaNIbHOCTH U COBEPUIEHCTBOBAHMS KAYECTBEHHOTO COCTABa;

—  CHCTeMAaTH4ecKoe H ONEPAaTUBHOE KOMIUICKTOBAHHE €IUHOrO (oHIa OHOIMOTEKH HOBBIMU
JIOKyMEHTaMK — TIPOU3BEJCHHUAMHU II€UaTH, ayJMOBU3YalbHBIMUA MaTepuajaMi, 3JICKTPOHHBIMH
M3AHHSMH — C Y4ETOM IIOCTOSHHO MEHSIOIIMXCS HH(QOPMAIMOHHBIX — IOTpeOHOCTEH
ToNB30BaTeNelt OnOIHOTeKY;

—  HU3yYeHHe, aHAIM3 W OIPEJeNICHHE MCTOYHHKOB KOMILICKTOBAHHUS ONTHMAJBHBIX IO
HaJ[e)KHOCTH BBITIOJIHEHNAS 3aKa30B, CTOMMOCTH JIOKYMEHTOB 1 ONI€pPATHBHOCTH N0CTABKIL

—  obecriedeHne IOJIHOTHL, JOCTOBEPHOCTH M TOYHOCTH YdYeTHOH wuHpopmammu o (omHie
OUOIMOTEKY;

—  OpraHu3anus ONepaTHBHOM 06pabOTKH, CHCTEMATH3ALUH, KATaNOTH3alHH JTOKyMEHTOB,
IOCTYMAIOMUX B OUOIUOTEKY;

—  W3yYeHWE W BHEIPEHHE B IIPAKTHKY OIBITa APYruX OHONHOTEK, aBTOMATH3AIIHN IIPOIIECCOB
KOMILIEKTOBaHHUS U 00pabOTKU JOKYMEHTOB;

— okasaHHe MeTommueckoil momomm  Oubmmorexkam MBVYK  «llenTpanmu3oBaHHas
GUOIMOTEYHAS CHCTEMA» B BOIIPOCce (pOPMUPOBAHHUS OUOIHOTEYHBIX (OHIOB.




2.2. Otzien BBIIONHAET CleAyIoIye GyHKIHH:
—  MopenupoBaHue (HOHMA;
—  KOMIUTeKToBaHHe (POHIA: 3aKa3, OTOOP U IPHUEM HOBBIX JJOKYMEHTOB;
—  yueT u 00paboTKa TOKYMEHTOB;
—  OpraHMW3anys ¥ BeICHHUE KaTaJOTOB: YUETHOTO0, aihaBUTHOTO, CHCTEMATHYECKUX;
—  HCKJIIOYEHHUE W3 yUETHHIX (POpM BEIOBIBAIOIIUX JOKYMEHTOB;
—  aHaJIM3 HEBBITOJHEHHBIX 3aSBOK U JOKYMEHTOB, AMEIOIuUXcs B GoHe;

—  MCTOOHMYCCKasa ACATCIIbHOCTD.

3. Coapepxkanue paboThl 0TAENA
Otaen KOMIUIEKTOBAHHSI BBITOJNHAET BECh KOMILIEKC paboT mo ¢opmupoBanuio GounoB MBYK
«1lenTpanu3oBaHHas OHOIHOTETHAS CHCTEMAY.
3.1. Pa3pabarsiBaeT makeT JOKYMEHTOB, PErJIaMEHTHPYIOIIUX IIPOIECChl KOMIUIEKTOBAHUS (OHIA
MBVK «llenTpanuzoBanHas OUOIMOTEUHAsI CHCTEMAay, CO3AHUA U BEICHUS CUCTEMBI KaTalorOB.
3.2. OcymecTBiseT TEKyIlee M IOMOJHUTEIBHOE KOMIUIEKTOBAHHE 3a CUET BBIICISIEMBIX
OFO/KETHBIX ACCUTHOBAHUM U C IPUBJICUCHUEM BHEOIOKETHBIX CPEICTB:
- IIOCTOSIHHO HU3yYaeT HH(POPMAIMOHHbIE TOTOKY IS BBISBICHHUS, 0TOOPA, 3aKa3a i IPHOOpETeHHUs
JOKYMEHTOB B (DOHI OHONMOTEKH, OCYIIECTBIIET cOOp MHGOPMAIUH O CHUCTEME YUPEKIECHHN
PacIpoCTpaHEeHHs TOKYMEHTOB: KHUTOTOPTOBLIX (GHpMax, MarasuHax, H31aTelbCTBaxX;
- OCYIIECTBJIIET OTOOp M 3aKka3 JOKYMEHTOB II0 IOCOOHMSAM H3AATENBbCKOM M KHHUTOTOPrOBOM
oubnmorpaduu: KaTajoram, paic-IucTaM u T.11.;
- yY4aCTBYET B KOHTPAKTHOM OpraHu3aluu 3aKyIoK;
- IPOBOJIUT MOMMHUCKY Ha IEPUOIUYUECKUE H3TAHNUS,
- BBIIBIIAET HMerontdecss B (omme HWHPOPMAMOHHBIE MNPOOENBl, HCIONB3YET pa3IdYHbIE
WCTOYHUKHU JJIsI PETPOCIEKTUBHOTO KOMIUIEKTOBAHUS JTOKYMEHTaMH, KOTOPBIE OTCYTCTBYIOT B
(Gonze 6UONUOTEKH WM UMEIOTCS B HEJIOCTATOUYHOM KOJIMYECTBE;
- mpuoOpeTaeT U3JaHus Ha HETPaIUIIHOHHBIX HOCUTESIX.
3.3. OcymecTBIIsSET YUET U PErUCTPALIMIO TIOCTYITUBIIUX U3TaHUH:
- IPUHUMAET JOKYMEHTBI, OCTYIIAIONINE B GOHT OUOIHOTEKY;
- BegeT «KypHau peructpanuu KapTodeK yUeTHOTO KaTajaoray;
- QopMHpYET KapTOTEKH HUHAWKATOPOB CTPYKTYPHBIX IOJApa3leleHUl, oOecleYnBacT Hux
COXPaHHOCTb;
- BE/IET CyMMapHBIH y4eT (poHna OuOIuoTeKH;
- coOupaeT CBENIEHUS O MOANKUCKE B CEILCKUX OUOINOTEKAX.
3.4. OOpabaThIBaeT, CHCTEMAaTH3UPYeT M KaTaJIOTH3UPYeT MOKYMEHTHI, IepefaeT HX B
coorBeTcTByromue noapasaeneuus MbYK «llenrpann3opanHas 6UOIHOTEUHAS CHCTEMAN:
- OCYIIECTBILSIET TEXHUUECKYIO 00pabOTKY TOKYMEHTOB;
- pacmpeziensieT BHOBb IIOCTYIHBIIHE JOKYMEHTBl B CTPYKTypHBIe noxpasfeneHus MBYK
«enTpanu3zoBanHas O6MOIMOTEUHAS CUCTEMAY.
3.5. IIpoBOOUT COBMECTHO C APYTUMHU OTAENaMU paboTy [0 M3YYEHHUIO COCTaBa U HCIIONb30BAHUSA
GOHIOB € WENBI0 YIYUIICHHS KadyecTBa KOMIUIEKTOBAHHS X IOBBINCHUS 3(PPEKTUBHOCTU
HCIOJIB30BaHUS.




3.6. ExxeromHo moaBOIUT UTOTH 00HOBIEHHS U cocTosHUSA GornoB MbVYK «llenTpanuzoBaHHas
O6uOIMOTEYHAs CHCTEMAY .

4. Crpykrypa u mratbl OKuO
4.1. Crpykrypa wu mratel OKuO onpemensiorcs mTaTHRIM — pacnucanweM MBYK
«lentpamu3oBarHas 6GuOmHOTedHAs cucTeMa». VI3MeHeHHe MTaTHOTO PACIIMCaHus, CBI3aHHBIC C
U3MEHEHUAME 3a1a4d u o0beMa paboTel nmpousBoasarcs: aupektopoM MBVYK «lleHTpanu3oBanHast
OuOIUOTEeUHAsT CHCTEMAY.
4.2. O Ku O Bo3IiaBiseT 3aBeIyOnil, KOTOPBIM HazHAdaeTCss U 0CBOOOKAAETCS OT 3aHUMAaeMOI
nomkaocTH mpukasoMm mupekropa MBYK «lenrpanmn3oBaHHas OHONMOTEYHAs CHCTEMA» B
YCTaHOBJICHHOM TOPSIIKE B COOTBETCTBHUH ¢ TpynoBeIM Kojekcom PO. >
4.3 3aBeAyIOLIH OCYIIECTBISET HEMTOCPEICTBEHHOE PYKOBOACTBO BeeH nesarensHocThio OKHO Ha
ocuoBe Ycraa MBYK «llenTpanu3zoBanHas OubnuoreuHas cucrema», naHHoro Ilomoxxenwus,
JNOIDKHOCTHOM — HHCTPYKIMM, yTBepxnaeHHOH mupekropoM MbBVYK  «llenTpanusoBannas
O6uOIMOTEYHAsI CUCTEMAY .
4.4, 3aBemyrouruii OCYINECTBIAET OpraHu3anuoHHoe pykoBoactso OK m O um  Hecer
IIEPCOHANIBHYIO OTBETCTBEHHOCTD 32 €ro paboTy. PacrmopspkeHHs 3aBelyIOIEro 0043aTeIbHbI IS
BCEX COTPYIIHUKOB.
4.5. Kpamumpurarms coTpyaaukoB OKuO mgomKHAa COOTBETCTBOBATH KBATH(PHKALUOHHBIM
TpeGOBaHUAM, MPEIbABIIEMBIM K OnOMHOTEUHBIM paboTHHKaM. OOA3aHHOCTH COTPYIHHMKOB
OKuO omnpemensorcs MOJDKHOCTHBIME HHCTPYKIMSIME, yTBEP)KAEHHBIME aupekTopom MBYK
«euTpanu3zoBanHas 6UOIMOTEYHAs] CUCTEMAY.
4.6. Pacmopsimoxk pabotet OKuO ompenensercss B 3aBUCHUMOCTH OT IIPOHM3BOJCTBEHHON
HeoOXomuMmocTH u yTBepxkaaercs mupekropom MBVYK  «llenTpanuzoBanHas OuOamoTeYHAsS
CHCTEMAN.

5. Ilpasa OKuO:
OTen KOMITJIEKTOBAHHUS ¥ €T0 3aBeAYIOINN UMEIOT IPaBO:
- 3ampanriBaTh HeOOXOTUMBIE CBEICHUS B OT/IeNIaX OUOINOTEKH I COCTABIICHHUS IIJIAHOB U
OTYETOB IO JBKIKEHUIO (HOHIA, KOOPAUHAIINK U KOOMEPALUH JEATEILHOCTH;
- CaMOCTOSITENIBHO ~ ONPENeNIITh  CTPYKTYpy OTHeda M XOJATaiCTBOBATH  IIEPEN
anMUHHECTpanuel OmOIMOTeKH 00 M3MEHEHHH YWCICHHOCTH INTaTa OTHENa B 3aBHCHMOCTH OT
H3MEHEHH 3a7a9 U 0o0bemMa paboTsr;
- CaMOCTOSTENILHO ONPENeNsITh MyTH W METOIBl peaju3ally IUIaHOB paboThl OTHeNa M
COZIEpXKAHNE €ro NeSATEIbHOCTH;
— ., BHOCHTH  MpEIOKEHWsS  AWpPEKTopy ¥ 3aMecTuTento  gupekropa  MBVYK
«entpann3oBanHas OHONMHOTEYHAs CHCTEMa» IO COBEPLICHCTBOBAHHMIO OPraHM3ALUHU TPyJa B
oTnaele u OUOINOTEKE; é
- MPEACTaBIATh K IOOUIPEHHUIO OTJIMYUBIIHMXCS COTPYJHHKOB OTHEIa U B HEOOXOIMUMBIX
ClIydasx BHOCUTB NPEJIOKEHUS O TIPUBJICUCHUN UX K OTBETCTBEHHOCTH 3a HapyIIEeHUE TPYIOBOH
U MPOU3BOJCTBEHHON MUCIUILINHBI, @ TaK)Ke MepeMeInarh WX B JPYTHe OTAeNbl OMOINOTEKH B
ClTy4asiX, KOT/Ia OHHM HE CIIPABJISIOTCS CO CBOMMH JIOMKHOCTHBIMH OOSI3aHHOCTSIMU HIIM B ClIydae
MIPOU3BOJICTBEHHON HEOOXOIUMOCTH;




- JaBaTh 3aKJITOYCHHUS 110 BOIIPOCAM, KacaroInuMces KOMIETCHTHOCTH OTACIIA,
- NPEeACTaBUTEIILCTBOBATD B pasInIHbIX YUPCKOCHUAX H opranmsanusix I10 BOIIpOCaM,
KacarwuMcs IeaTeIbHOCTH OTACIIA.

6. OtsercrBenrocTs OKnO
6.1. OKuO ¥ ero coTpyIHUKH [IPK BHITONHEHHUH (QYHKIHH HECYT OTBETCTBEHHOCTE 32
- TOYHOE ¥ KauecTBeHHOe BhmoHenue ¢yaknui OKuO;
- KaueCTBEHHOE COCTABIEHHE [UIAHOB U OTYETOB IIPOU3BOACTBCHHOU NEATENIBHOCTH,
- CBOEBPEMEHHOE  TPEACTABICHHC HX  PYKOBOJACTBY MBVYK  «llenTpanusoBaHHas
OUOIHOTEUHAS CUCTEMA» ¥ B BBILIECTOSINNE OpraHU3alluy;
- COOIOIeHNE IPOM3BOACTBCHHON M TPYI0BOM AUCIMILIMHEL,
- COCTOSIHHE TEXHHUKH O€30TACHOCTH, OXpaHbl TpPYHAa, IPOMU3BOJICTBEHHOW CAHUTAPUH K
noxapsoii 6ezomacaoctr B OKuO;
- COXPAaHHOCTH MaTephalbHEIX HenHocTel OKuO.
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