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HOJOXXEHUE
OB OTAEJIE PETUCTPALIMA Y OBCJIYKUBAHUS HACEJIEHUS /
OTJEJIE OBC/IYKUBAHUA HACEJIEHHA / FUB/IHOTEKE

I. O0mue nmososkeHust

1.1. Ornen peructparuu u 06CIyKUBaHUS HACENeHHS /| omoen o6CayHCUBAHUA
Hacenenus / O6ubnuomexa (manee — Otmen / 6GubIHMOTEKa) — CTPYKTypHOE
noppasfeneHue  MyHuMuMmankHOro  GIODKETHOTO  YUPEXAEHHS  KyIbTyph
«llenTpanu3oBanHas GHONMOTEYHas CETh TOPOIACKOrO OKpyra UexoB», KOTODHIi (as)
CO3JaeTCs W JUKBUOUPYETCS IPUKA30M YyUYpeOWUTeNns — YIpaBleHHs Da3BUTHEM
OTpacie# ConuansHol chepsl AIMHHICTPALUK TOPOACKOro oKpyra Yexos.

1.2. Hacrosmee IlomoxeHwe 06 OTHene perucTpaivid H OOCIYXHBAHHS
Hacenenus / Ilonooicenue 06 omoene obcnyscuearnus nacenenus / bubnuomexe (nanee
— Ilonoxenue), pazpaboraHo B coorBeTcTBUH ¢ TpyHZOBHIM KOmeKcoM Poccuiickoii
Defiepanyy, yCTaBOM U JIOKAJHHBIME HOPMATHBHBIMA aKTaMH YUPEXICHHS, C IEBIO
perynupoBanus aestensHocTd Otmena / 6ubnuoreku, ompeneneHus ero / ee 3anad,
(byHKUUH, TpaB 1 00A3aHHOCTEMN.

1.3. Otpen / 6ubimoTeka HENOCPEINCTBEHHO MOAYUHSIETCS IUPEKTODY,
3aMECTHUTENIO JUPEKTOpa 110 6UbIMOoTedHOI paboTe.

1.4. Otpen / 6ubnuoTeKa OCYIIECTBISET CBOIO JEATENBHOCTS B COOTBETCTBHHM C
ACUCTBYIOIIKMM 3aKOHOAATeNbCTBOM Poccwuiickoit Memepaiun, yCTaBOM YUPEXKICHHU,
HacrosumM IlonoxxeHneM ¥ WHBIMH  JIOKQIBHBIMM HOPMATHBHBEIMH  aKTaMH
YUPEXJIEHus, TpUKa3aMHd M paCIOPSDKEHHSIMH IOUPEKTOpa, OpraHH3al[MOHHO-
pacnopsauTensHoN fokymMeHTanuei Otnena / OHOIHOTEKH.

1.5. Otnmen / 6ubnrorexy BO3IVIABISET 3aBENYONIMiA (TTIABHBIA WM BEIyIIHi
OoubnnoTekapp, OuOMMOTEKaph | KaTeropuk — B COOTBETCTBHM CO INTATHBIM
pacmucaHreM oraena / OHOIHOTEKH), KOTOPBIH Ha3Ha4yaeTCs
¥ OCBOOOXIAETCS OT 3aHMMaeMOM JOJDKHOCTH IPUKA30M IUPEKTOPa YUPEKAEHHS B
COOTBETCTBHUH C TPYIOBEIM 3aKOHOAATENLCTBOM Poccuiickoin @enepanuu.




Ionoxenue 06 otaesne oGey uBaHNS HaCEEHAS

1.6. Crpykrypa u mratHas unciaeHHOCTs OTmena / GHOIMOTeKH yTBEPXKIaeTCs
NpUKa30M AUPEKTOPA YUPEKIEHHUS, COITIACOBBIBACTCS YUPEUTENIEM.

Pabotumku Ortmena / OuONMOTEKM HA3HAYAIOTCS HA IOJDKHOCTE |
0CBOOOXK/AIOTCS OT JNOIDKHOCTH Ha OCHOBAHHMH IIPUKA3a JUPEKTOpa yIpeKACHHUS.

1.7. Tpynossie obs3anHOCTH pabotHukoB Otnena / 6GU6GIHOTEKH, YCIIOBUS HX
Tpyla ONpPENENAIOTCS TPYAOBBIMH [OTOBOPaMH, 3aKIIOYAaEMBIMH C  KaXKIBIM
pabotHukoM, IIpaBWIaMu BHYTpPEHHETo TpPYLOBOIO pacnopsiika ¥ HMHBIMH
JOKAIbHBIMM HOPMATHBHBIMH aKTaMU YYPEeXIEHHS, a TakkKe JODKHOCTHBIMH
VHCTPYKIMAMM pabothukoB Otgena / OHONMOTEKH, KOTOpHIE YTBEPIKAAOTCS
NIPUKa30M JUPEKTOpa YUPEKICHHS.

1.8. Bsaumopeticteue Otmena CO  CTPYKTYpPHBIMH  IIOADA3IECHUIMHE
OubimoTeKH ompezenseTcss 3amauyaMH M (DYHKLIHSMH, BO3JIOXKEHHBIME Ha OTmer
HacToguM [lonoxeHnuem.

2. 3apaumn

2.1. Otpen / 6ubanoTexa BEITTONIHIET CIEeAyIOIIHe 3aJa4u:

—  bubnrorednoe, 6ubIHOrpaduyeckoe ¥ HHGOPMAIMOHHOE OGCITYKHBAHHE
Tnonb3oBaTeNiedl GUOMHOTEKH BCeX KAaTErOpWii M TPyl TPaXAaH, B TOM UHCIE JIHI]
C OrpaHUYE€HHBIMU BO3MOXHOCTSMH 3[J0POBbS, B CTAIMOHAPHEIX, BHECTAIIMOHAPHBIX K
IMCTaHIIMOHHBIX YCIOBHSIX;

—  OpraHu3aims O6u6THOTEYHOIA, UH(GOPMAITUOHHOIA, CIIPaBOYHO-
6bubnuorpadgudeckodi,  KOHCYNBTALMOHHON,  KyJbTypHO-IIPOCBETHTEIbHOM W
JOCYTOBO# JIeATENIbHOCTH;

—  obecrmedeHne  GeCHpENATCTBEHHOrO0  JOCTya  BCeX  KaTeTOpHi
Ionb30oBaTeNled K MHQOpPMAIMK, B TOM YHCIE MOCPEICTBOM HHGPOPMALMOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJIOTHIA;

—  yu€r, u3ydyeHue, obecredeHne HU3MIECKOro COXpaHeHHs U 6e30IacHOCTH
(poHIOB OHOTHOTEKH;

—  obecreyeHHe COXPaHHOCTH KHIKHOTO (oHga OHMOIHOTEKM C 0COOBIM
PEKUMOM XpaHEHHS,

— TpUBJI€YEHHE U 3aIHCh IIONb30BaTelleli B OuOIHOTEKY, 0OpaboTka
NIEpCOHAIBHBIX JIaHHBIX IIOJIb30BaTelieli B COOTBETCTBHH C 3aKOHOAATEIHCTBOM
Poccutickoit @enepanuu u [IpaBunamu 1moias30BaHus 6H6IMOTEKOM;

— TIpPOBENEHHME  KyJIbTYPHO-IPOCBETHUTENHCKUX,  OOpa3oBaTeNbHBEIX U
COOBITHMHBIX MEPOTIPUSATHI B CTAI[IOHAPHBIX ¥ BHECTALMOHAPHOE yCIIOBHIX;

— CO3JaHHMe YCIOBMM M KOMGQOpPTHOHW cpembl O caMooOpa3oBaHWS,
KyJBTYPHOT'O JI0CyTa BCEX KaTeTOPUH U IPYIII rpakaaH;

—  TOmyJspU3alys ¥ IPOJBHKECHIE KHUT ¥ YTEHHS CPEIH HaCeICHNUS,
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[Tonoxenwue 06 OTICIIC 060JIY)KI/IB8.HPI}I HaCECJICHUA

—  TPCHOCTaBJE€HHE [ONONHUTENBHBIX CEPBUCHBIX YCIYT B COOTBETCTBHH
C YTBEPXKIEHHBIM [IpefickypaHTOM Ha IIATHEIE YCIyTH YUpeXIeHHUS.

3. ®yHKIHH

st pemeHus mocTaBieHHBIX 3amad, Ha Otmen / OUOIHOTEKY BO3JIOKEHEI
cienyromye GyHKIUH:

3.1. bubmuoteunoe, cnpasouHo-6u6GTHOrpadEIECKOE, UH(POPMAIIMOHHOE
06CIyKUBaHHUE [TOCETUTEIIEH:

3.1.1. uadopMupOBaHKE mONB30BaTENEi O BO3MOXKHOCTSX W NopsiIKe
UCIIONBb30BaHUSA DPECYpCOB M cepBUCOB Moxayns «bubmuoreku ITomMOCKOBBSY
TOCYIapCTBEHHOW HMH(OPMAIMOHHONW cucTeMbl MOCKOBCKOH obmacti  «EauHas
IIaT(opMa 3alicy B KityOHble (OPMHUPOBAHHS IOMOB KyJIbTypbl MOCKOBCKO#M 00J1aCcTI»
(mamee — Momyns «bubmorexu [Tommockosesy ITUC «EIT3 Kd JAK MO»);

3.1.2. ucnons3zoBanue aBTOMAaTU3UPOBAHHEIX TE€XHOJIOTHit IUTS
perucTpaluy/IIepeperucTpalii  10Jb30BaTeNell OUOIMOTeKH, a  TaKke ydeTa
NOCENIeHHs; OPOHUPOBaHWe, BhIJady, HPOIEHHE CPOKAa BO3BpAaTa, Y4&T BO3BpaTa
JIOKYMEHTOB B (hoHz 6ubmmoTexn mocpeactBoM Moxyns «bubnunorexu [1oaMOCKOBbS
I'"C «EIT3 K® JIK MOp;

3.1.3.  wcnone3oBaHMe  NONHOGYHKUMOHATBHONH  ABTOMATH3MPOBAHHOM
6ubnuoteqnoi cucremsl OPAC-Global s BHeCeHUS W BBIIaYM JIOKYMEHTOB;

3.1.4. cramuoHapHOe, BHECTAalMOHAPHOE M JWCTAHIHOHHOE OOCIY)XKHBaHUE
IoNIb30BaTeNe OMOMMOTEKH BeeX KaTEerOpHiA ¥ TPy,

3.1.5. ywactMe B BeleHHH caiiTa ydpexaeHHs https:/www.chehovcbs.ru/,
CETEBBIX COL[MAIBHBIX CEPBUCOB OMOIHOTEKY;

3.1.6. onepaTHBHOE yIOBIETBOPEHHE 3alIPOCOB IOJIB30BaTeENel BCeX KaTeropHit
U Tpynm, DyTéM CIpaBOYHO-OMOIMOrpagudeckoro OGCIyXHBaHWs, KOHCYJIbTALWH,
BbIIaY¥ JOKYMEHTOB Ha pa3HBIX HOCUTEISIX U3 (oHOa OHOIHOTEKH, a TaKxKe
C HCIONb30BaHHUEM BO3MOXHOCTEH Mex6ubnmoreunoro abGonemenra (MBA),
QNIEKTPOHHOM AUCTaHIMOHHOM mocraBku (DJJ]) u cetu «MHTEpHET», UMEIOLIUXCS
B (OHJIE, CO3/JaHHBIX CAMOCTOSTENBHO ¥ HHCTAUIAPOBAaHHBIX 623 JaHHBIX;

3.1.7. opranmuzanus JOCTyNa IIOCETHTENSAM K JIMIEH3HOHHBIM 3JIEKTPOHHEIM
OMOIHOTEYHBIM CHCTEMaM U Ga3aM JaHHBIX, K KOTOPEIM y GMOIHOTEKH eCTh IPaBo
JOCTyna, TPOABIKEHHE M MOMyJNsApU3allisi TOCYNAapCTBEHHBIX 3JIEKTPOHHBIX
Oubmmoreunslx pecypcoB (HarmonanbHas snexTpoHHas 6ub6mmoreka (HDB),
Hanvonanenas osnekTpoHHas pnerckas Oubnuoreka (HDJIB), IlpesumeHTckas
6ubmuotexa uM. b. H. EnpunnHa) ¥ NMIEH3HOHHBIX 3I€KTPOHHBIX GHOIMOTEYHBIX
CHUCTEM;




Ilonoxerue 06 oTaene 06CIyKUBAHNS HACETEHUS

3.1.8. okazaHMe IIATHEIX YCIYT B COOTBETCTBHH C YTBEPXKIEHHBIM
IpeiickypanToM Ha muatHele ycmyrm yupexaeHus u ITonoxeHmeM 06 OKa3aHMH
IUIATHBIX YCIIyT.

3.2. Opranuzanys U IIPOBE/ICHUE OuOIHOTEYHBIX KyJIbTYpHO-
TMPOCBETHTENBCKHX, 00Pa30BaTENbHBIX M COOBITHIMHBIX MEPONPHSATHIL B CTALOHAPHEIX
Y BHECTAI[MOHAPHBIX YCIOBHUAIX:

3.2.1. y4acTHe B IpOBEJEHHMM OIpPOCOB IIONb30BaTeNeld OHOTHOTEKH U
HaceleHUs B LEJSX BBIABICHHS MOTpeOHOCTEH B OHONHOTEYHBIX KYIBTYPHO-
IIPOCBETUTENECKHUX, 00Pa30BaTeNbHBIX U COOBITHHHEIX MEPOIPHUSITHSX;

3.22. vHQoOpmHpOBaHHME IOCETHTENEH O MpPOBEHEHHH GHOGIHOTEUHBIX
MEPOIPUSITUH;

3.2.3. y4yacTHe B OpraHM3aliM ¥ MPOBELCHHUU MEPOIPUATHN C IENbI0
YIOBIIETBOPEHHS HH(DOPMAIIMOHHEIX, 00pa3oBaTeNbHEIX, KyJbTYPHBIX,
TI03HaBaTENIbHBIX IIOTPEOHOCTE!N U HHTEPECOB HACEIICHHUS,

3.2.4. BeleHMe y4era CTaTMCTMYECKHMX [OKa3aTeleil IIPOBEICHHBIX
OHONIOTEYHBIX MEPOTIPHSATHSL, IOATOTOBKA MIIAHOBO-OTIETHOMN JOKYMEHTALHH.

3.3.  ®opmuposanue, yuer 1 06paborka 6ubrroTeurHoro hoHza:

3.3.1. yqactue B QopmupoBanum (orma Otnena / GHOIUOTEKH, B TOM YHCIIE
B CIIEIMAbHBIX (opMaTax s c1abOBUIIMX U CIENBIX MOJIb30BaTENeH: COTPYIHIKH
Ornena / 6ubnuoTeKH CBOMMHE CHIIAMH OPTaHM3YIOT Y4&T, XpaHeHHe, PAIHOHAIBHYIO
PacCTaHOBKY, pacKpeiTHe, M3yd4eHHe ¢Gonma Ormena / OGUOIMOTEKH, HCKIIOYAIOT
yCTapeBIIMe, BeTXHEe U MHyOjeTHBIE JOKYMEHTHI; 00eCcneYMBalOT (HU3HIECKYIO
COXpaHHOCTh GUOIHOTEYHOrO (hOHAA; POBOAAT MPOBEPKY (OHIA Ha HAIHYHE (B TOM
9uCiIe B 3JIEKTPOHHOM, ayAuo- U Meauadopmare):

— 3KCTPEMHUCTCKUX MaTEPHUAIIOB;

— MaTepHaoB, TpeOYIOMMX HATHYHS 3Haka HHOOPMALMOHHOM MPOTyKIHH;

— MaTepHuajoB, UMEIOLIMX MPU3HAKK [IPONAaraHbl ¥ aruTalliy, HAaHOCSIIEH Bpes
3[I0POBBIO, HPABCTBEHHOMY U TyXOBHOMY Pa3BUTHUIO ETEH;

— MaTepUajioB MOPHOIpa(UyYecKoro xXapakTepa H / WM MpoNaraHIApYIOMIHX
HETPaJUIMOHHBIE CEKCYaIbHBIE OTHOIIEHMS;

— TMpomaraHfsl COILMAIbHOrO, pacoBOr0, KJIacCOBOrO, HAIMOHAILHOI'O
U PEIUTHO3HOTO HEPAaBEHCTBA, HACHIIMSA, JKECTOKOCTH, JIOOBIX ()OpM HAPKOMAHMWH,
AHTHOOIIECTBEHHOTO TIOBEIEHNS;

3.3.2. u3zydyeHne  HMHQOPMAIMOHHBIX ¥  NPO(ECCHOHATBHBEIX  3allPOCOB
II0JTb30BaTeIel; BEIIBICHHE TEHICHIIUM YUTATEIbCKUX HHTEPECOB.

3.4. Opranusanusi, obecrieueHrne COXpPaHHOCTH ¥ 6e30MacCHOCTH GUOIMOTEYHOrO

¢ponpa:




ITonoxenne 06 otaene o6CTyKUBAHUS HACETEHUS

3.4.1. opraHM3aIMs OTKPHITOTO JOCTymA K OubnuoreunomMy (GoHIy U co3nanue
CHUCTEMBI HABUI'allMH IO OTKPEITOMY (OHIY GU6IHOTEKH;,

3.4.2. ocymecTBneHHEe KOHTPOIS COXpPaHHOCTH JOKYMEHTOB Ha BCEX 3Talax
UX HCTOIB30BAHMS B OHONMOTEKe: INOCTYIUIeHME B (DOHZ, IBIKEHHeE BHYTpH
Oubsmorexn, BBJaYa B mpoLeccax 00CITy)KMBaHHS IIONB30BATENeH OHOIHOTEKH,
BO3BpaT Ha MECTO XPaHEHHUS,

3.4.3. mpoBezeHHe NpPOBEPOK XpaHeHHs. OMONIHOTeYHOro (OHAA C IENBIo
BEUBICHHAS MIOBPEXACHUH JOKYMEHTOB, YTPAT, 3aI0/DKEHHOCTEH, HApYIIEHH I IpaBiT
PacCTaHOBKM ~ M OCYIIECTBICHHS  CBEPKH C  OJIEKTPOHHBIM  KaTaJOroM

TMOTHO(YHKIMOHANBHOM aBTOMATH3HPOBAHHOM 6GHOIHOTEUHON crcTeMi ABC OPAC-
Clobal.

4. IlpaBa Otaena / 6ubIHOTEKH

Otnen / GubnuoTexa mis PeIIeHNs IIOCTABIIEHHBIX 3a/1a4 BIIPaBe:

4.1. Ilomydyars mocrymaromue B oTaen / OUOIHOTEKY MOKYMEHTHI M WHEIE
MH)OPMAIIUOHHEIE  MAaTepHANBl [0 CBOEMY MNpOQWIO0 AEATENLHOCTH IS
O3HAKOMJICHHS, CHCTEMaTH3MPOBAaHHOIO ydYeTa M HCIIONB30BaHus B pabore Otaena /
OubmuoTexHw.

4.2. 3anpamvBaThk U IONy4aTh OT AMPEKTOPA YUPEXIEHWS, €ro 3aMecTHTeNe
M CHCLHANIUCTOB  OPraHM3allMOHHOIO  OTAeNa  YYpexAeHHs UHGOpMAILHIO,
HeOOXONMMYIO IJIs BEINIOJIHEHHS BOIOXEHHBIX Ha OTen / O6ubmuorexy 3amay.

4.3. BHOCHTb MpPE/IOXEHHUS 110 COBEPIIEHCTBOBAHMIO (hOPM M METO/IOB paboTEI
Ornena / GubnuoTekw.

4.4. OcCylleCTBNAT: CBOIO JEATENBHOCTE B COTPYHHMYECTBE C IPYTHMH
CTPYKTYPHBIMH IOAPA3AEICHUAME YUPEXKICHHUS.

S. OrBercTBeHHOCTL OTHENa / OHONHOTEKH

5.1. OTBeTCTBEHHOCTH 3a HEHa[JIEXKallleeé M CBOEBPEMEHHOE BBIMIOIHEHHE
dynkuuit Otzmenom / GuGimorekodt Hecer ero (ed) PYKOBOAMTEND (3aBEMYIOLIHA,
TTIaBHBIA MM Beylui 6ubimorexaphb, GuGnroTekaph I KaTeropuu — B COOTBETCTBHM
CO IITaTHBIM pacnucanueM Otnena / GUOIHOTEKR).

5.2. Ha pykxoBomurens Otnena / OHUOIHMOTEKM BO3JIaraercs MepCOHATbHAS
OTBETCTBEHHOCTb 34

— OpraHu3alMio AedareabHocTH Otnena / OMOIMOTEKH O BBIOJTHEHHUIO 3371a4 U
GbyHKIHH, BO3JI0XKEHHBIX Ha OT/IEN / OubnuoTeKy;

— Begenne B Ortgene / 6MONHOTEKE OENONPOM3BOACTBA B COOTBETCTBHH C
IpaBUIIaMU U UHCTPYKIHSIMHU;




Ionoxenne 06 otaene 06CTyKHBAHUS HACETECHUS

— cobmoxenue paborHukamu Otmena / GUGIHOTEKOH TPYOOBOH W
IPOM3BOJCTBEHHOM AMCIUIIIMHEL,

— obecriedeHre COXPaHHOCTH HMYIIECTBA, HAXONSIIErocs B Otnene /
6ubnmoTeke 1 CobIIONEHME TIPABIIT TI0XKapHO# 6e30macHOCTH;

5.3. OrBercTBeHHOCTH paboTHHKOB OTHENa / GHGIHOTEKH yCTaHaBIIUBAETCSA UX
AOJDKHOCTHBIMU MHCTPYKLUSAMH.




