
IIOJIOXEHIIE
oE OTAEJIE KOMIIJIEKTOBAHUII, I4 OBPAEOTKI4

I. OEIUUE IIOJIOXEHI{q

2.5.I. OcyqecrBJl.aer reKyIIIee u perpocleKTr4BHoe KoMrrJreKToBaHLre Souaa.
2.5.2. Paspa6arblBaer I{ cllcreMarrrlrecKr{ KoppeKrr4pyer reMarwqecxuia rrJraH

KoM frJreKr oBaHlafl Sorlo " 
6ra6nnorexn

2'5.3. OcyrqecrBJlfler IIoI4cK 14 BbrrBJreHHe ueo6xoAr4Mbrx 6rz6nuorere
AOKyMOHTOB rIO T€I(yUII4M H peTpOc[eKTI4BHbIM I4CTOtIHI4Karr,r vrnSOpMaUr4H.

2.5.4. Cocrasrser cBorHble 3ar{a3br Ha Aor(yMeHTbr Ha ocHoBe 3arBoK
My Hr4rlHrraJrb Hbrx 6 u6nra orer< - Q unn aJroB Lr orAeJr o s 6u6 JruoreKr4.

2.5,5. llpuo6peraer IOKyMeHThr, r{cnonByr pa3rr4r{Hbre LrcTorrHtrKLl
KOMIIJICKTOBAHI4.f,.

2.5.6. o$opHanrer noAilI4cKy Ha nepr4oAr,rr{ecKr4e r,r noAnucHbre H3AaHV.f,.
2.5.7 . ocyllecrBJrfler rcuuroo6nreH B ycraHoBJreHHoM rropflAKe.
2.5.8. BeAer KoHTponb 3a BbIrIoJrHeHzeM r4 rroJrHorofi nocryrrJreHur 3aK€BoB.

oprauusyer KaproreKy KoMIIJIeKToBaHvrfl (upe4eaplrreJrbHbrx, TeKyrrlr4x u
BbrnoJIHeHHbIX 3aKa3oB, AoyKoMTIJIeKToB aaux).

1.1. OraeJI KoMrIJIeKroBaHI,Ifl ra o6pa6orxz (OKr.rO) o6ecrerruBaer rroJrHoe 14

o n eparH BHoe KoMrrJr eKro BaHae s oH la 6ra6nraoreK AoKyMeHTaMr4.
1.2. oKrao f,BJltercfl caMocrorreJlbHhrM crpyKTypHbrM roApa3AeJreHr{eM

6 ra 6 n n o r e Kr,r r4 n oA r{ HHrer c f Ar,rp e KTop y 6u6 tuore Kr{ .
1.3. B csoefi AerreJlbHocrrl orAeJr pyKoBoAcrByercfl 4eficrnyour{M}r

@e4epanlHbIMLI 3aKoHaMH Pocczficrcofi @e4epaiiu <O 6rz6rr4oreqHoM 4ene>, <916
r,ruQopuaqnH, unQopvrarr43ar\vrkr pr 3arur.rre unsopuaquu>, pe[reHr{f,Mr4 u
nocraHoBJreHHrMr.l B o6tacru 6H6nlroreqHoro Aena; ycraBoM 6z6nzorexH,
npHKa3aMH U pac[opfl)r(eHnflMr4 [o 6u6nraorere; opraHr{3arllroHHo-
pacnopf,AHTelbHolr v rexHoJloru.{ecroft AoKyMeHTaryuefi 6u6lzorerra 14 orAena;
rIpaBI'IJIaMI4 BHyrpeHHero pac[optAxa 6u6tmoreKn 14 Hacrof,rr{zu llono)KeHr4eM.

2. OCHOBHbIE 3AAATII4I4 (DyHKTInII
2.1. KourrJleKToBauze Qon4a 6u6tuoreKr4 AoKyMeHTauu, o6ecleqLrBarourlrMr4

oopa3oBareJrbHo-Bocr1r,rrarellur,rfi npoqecc v raHsopuarlr4oHHo KyJrbrypHyro
AeflTeJrbHocrr 6z6nzoreK.

2.2. Y\et AoKyMeHToB, nocrynaurdkrx n err6rrsaroulrax us QoH4a 6rE6nraorer<u.
T{HHOBAUI{OHHbX 6z6ruorer{Hbx KOMrrbIOTepHbIX

2.4. HayuHo-MeroAt4qecKas pa6ora ro BonpocaM KoMrrJreKToBaHraa $oH4on ra
yqera

2.5. OyHr<qura:

2.3. Bue4peuze
rexuolorufi.



2,5.9 . OcyuecrBllssF yqer QoHAa 6n6lnorexu:
- llpraHraMaeT IIocTyIIarcilII4e B Qo*t4 AoKyMeHrbI' BeAeT cyMMapHnft yuer

Sou4a 6n6lnorercn.
2.5.10. ocyruecrBJrfler HHAr4BlrAyalrurrfi yqer AOKyMeHTOB: HHBeHraprI3LIpyer

nocTyuarg{IlHe V3ilaHI4fl,; perHcTpaunOsnstfi yqeT AOKyMeHTOB, He npuHflTblx Ha

lata:e'c 6u6lnorexn.
2.5.11. PacnpeAenflqT Hojlbfe rrocrynneqr4fl. Irvreparypbl B coorBercrByrolul{e

cTpy toypH ble noApa3AeneHI'Ifl oHonl4oTeKI4.

2. 5 . I 2. I/rcxtttoqaer 14 3 y q erHbIX Ao Ky MeHroB cnl4 caHHyrc Jll'Ireparypy'

2.5.13. BeAer HayqHo-MeroAr4qecKyro pa3pa6offiy BorrpocoB KOMTIJIeKTOBaHI',I{

14 yrrery Qou4on.
2.5.14. pazpalarbrBaer opfaHr43arlr4oHHo-pacrpeAeneHHble I4 TeXHOJIOfI{rIecKI4e

AOKyMeHTbI.
2.5.15. lrl:yuaer orblr pa6oru 6u6luorex ro KoM[JIeKToBaHI4a QoH4on,

aHuwr3r4py er AeqreJI bH ocrb orAeJI a.

2.5.16. Bue4pxer uepeAoBbre 6uonraorerlHble MeroAbI, nnQoprrlalrl4oHHble

TexHoJIOfHlI I4 KOMnbIOTepHyIo rexHI4Ky.

2.5.17. Orasrreaer MeroAurrecKyro rIoMoIrIb orAeJIaM 6u6nzoreru IIo

KoMnJIeKToBaHI4ro QoH4on. .. 1

2.5.18. Vuacreyer B HayqHbrx'HccJreAoBaHHflx: I43yqeuura uHQopMaIII4oHHbIX

norpe6Hocrefi qr4Tarerefi, e$SexrHnHocrr4 HcrroJlb3oBatvrfl, QoHlon 6u6luoreKr LI

aHanr43 e o 6 e c n e'I e H H o c rll rlo JI b3 o B ar e JI e I4.

2.5.I9. OpraHrasyer rotsblrreHue npoQeccraoH€UlbHoro ypoBHt corpyAHI4KoB

orAeJra.

3. CTPYKTYPA I/t IIITATbI
3.1. CrpyKrypa n lxrarbl orAena onpeAeJlqlorcfl IIpHMepHbIMI4 cTpyKrypov vI

r.rrraraMl4 6 r,rdnuoreK : 3aBeAyroulufi , 6 u6nnoreKapb.

4. YITPABJTEHIIE
4.1. pyxoeo4creo orAeloM ocyilIecrBJlter :ane4yrotqufi, Ha3HaqaeIrarrfi

Ar4peKropovr 6ra6n nore KI4.

4.2. 3aeeAyoqufi orAenoM HeceT noJrHyIO OTBeTCTBeHHOCTb 3a KatIecTBo I4

cBoeBpeMeHHocrb BbrnoJrHeHlrfl Bo3JroxeHHbIX HacroflIquu floloxeHuTeM 3al.a.{ vr

Qynxqufi, cocro.f,Hue rexHr4rcn 6esonacHocrl4, oxpaHbl TpyAa, npoH3BoAcrBeHHofi

caHr4T apvl4 nox apHofi 6 e:o nacHocrl4.

P acn opxN eHwfl, 3aBeAyroqe ro o6qgareJlbHbl AJIfl corpyAHI4KoB orAeJIa.

4.3. Pa6orHr4Ktr orAeJra Ha3HaqarcTcfl. v ocno6oNAaarcf, rIplIKa3oM AI'IpeKTopa.

4.4. O6ssauHocTr4 coTpyAHr4KOB OT.{eiIa OIIpeAeJIflrOTCfl .4OJI)KHOCTHbIMLI

H H Crpy KrI v['tM]g^ ) yTBepxAeHHbrMr,r Ar{p eKTop ovr 6u6rproTeKH.

4.5. Pa6ora orAena crpor4rcq Ha ocHoBe eAHHoro rIJIaHa 6n6luorexu.

5. B3AI{MOAEfrCTBLIE OTAEJIA C APYTITMI{
C T P Y KTY P HbIMI{ II OAPA3AE JT EH"I1IflN'{W

5. 1 . OraeJI KoMrIJIeKToBaHI4fl rlpeAcraBJlter:

5.1.1. lnpexquv - Ha yrBep)KAeHr4e OpfaHv3aIILtOHHO-paCrpeAenureJIbHbIe v

TexHoJrofr,rqecKr,Ie AoKyMeHTbr, rrJraHbl I4 OTqeTbI oTAeJIa, aKTbI Ha cnLIcaHue uzgauuit',



3atBKH Ha rlpl4o6pereHl4e o6opy4ona*Hfl, KaHueJrrpcKlrx rrpkrHaAjreNuocrefi,
lultuoreqHofi rexHHKr4; peMoHr o6opy4on aHarflrr noMerrl eHr4fl.

5'r.2. orAenau 6u6nraorerv - KHl4roroproByro v KHlrrou3rareJrbcKyro
rauQopvallno, cBeAeHI'It o6 o6ecneqeHHocrLr rrvreparypofi, HoBbre nocrynJreHufl.

5.1.3. MeroAuqecKoMy orAeny - r(oHTpoJrbHbre qzsprr nocrynneHr,r,
AOI(yMOHTOB, CBeAeHI'It O pacnpeAerireHLILI AOKyMOHTOB IIO OTAenaM 6ra6luOreru.

5 'r.4 Merorlt'IecKoMy orAeJry - opraHr{3arlr{oHHo-pacnoprAkrreJrbHbre ,r
TexHoJIOfHqeCKI4e AOKyMeHTbI OTAeJra Ha cofJracoBaHr.re 14 peAaKTHpOBaHr{e.

5'1'5. Eyxranrepuv - QuHanconble orqerhr, AoKyMeHTbr 14 Apyr'e Marepr4ilJrbr,
Heo6xoAr.t M bre An r 6yxranrepcKofo y qera, orqerHocrr,r 14 KoHTpOjrfl .

5 .2. Or rclr KoMrrJleKToBaHVr roryqaer:
5'2'1. or AkIpeKIIkIH ' yKa3aH'fl 14 pacnop{x( eHLrfl rro opraHr,r3arlur4

rlpoI43BoAcrseHHofi ref,TeJIbHocru orAeJIa, yrBeplrAeHHhre opraH1r3aur4oHHo-
PACNOP{AIITCJIbHbIE I,I TCXHOJIO|HIICCKT4C AOKYMEHTbI.

5'2'2' or ueroAl4qecKoro orAeJIa 
- opraHr43aur4oHHo-pacilpeAeJr'TeJrbHbre r4

TexHoJlorl4qecKHe AoI(yMeHTst, raHSopMaIIHlo o HoBarIr4 flx, u3ftaHr4flx kr uy6ruraqzrx
no npo$r,rnro orAena.

5.2.3. or or4enos 6u6ruoreKl4 - 3aKa3br na nprzoopereHze AoKyMeHToB, aKTbr
HA CIII4CAHI4E NOKYMCHTOB.

5.2.4. or 6yxranrepun - 'neo6xoArrMbre crpaBKH n cBeAeHu,
ac c 14 f H o B aHVr flX ) p acqerax Lr Apy f r,rx AaHHbrx 6yxrzurrepc Ko f o yr{era.

6. TIPABA
6' 1. B ycraHoBneHHoM nopqAxe 3HaKoMr4Tcr c rrJraHaMH, rrporpaMMaM u u pa6or

6u6luoreru.
6.2. tlpuBneKaer rlo corJlacoBaHl4ro c pyKoBo.qcrBoM 6u6tmoreK7 K pa6ore no

KOM IIJI EKTOB AHU IO @O rr4O N C OTPYAHHKO B APY| HX OTAEJI OS 6U6 WIOTCKI4.
6.3. Ilpe.qcta"Jlter K ilooulpeHr4rg orJrgr{r4Brrrvxcr corpyAHr.rKoB; BHocr4T B

AHpeKur4r4 B cnyqarx HapyrreHHfl rpylonofi n npo[3BoACrBeuHofi Ar4CULrrrJrr4Hbr
orAenbHbIMH COTpyAHHKaMI4 npeAnoxreHvfl o Ar4crlr4rrnr,rHapHbrx B3brcKaHr4{X.

6.4. llpe4cranureJlbcrByer IIo ropyqeHuro pyKoBoAcrBa B 6u6rnorercax.
yqpexAeH[flX H OpfaHH3aUHrX nO BorrpocaM KoMrrJreKToBaHrax SouAon.6'5' Beaer B ycraHoBJIeHHoM rlop.f,AKe neperrracKy c ApyrHMr4 6z6nzoreKaMu
yq pe )KAeH I1'flMVl I'I Op faHll 3arlvrflMu no Borrpo caM KoMrrJreKToBaHnr sou4on.
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