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1.OBIIHME ITOJIOKEHUA

1.1. bubnuorteka sBIsAETCS CTPYKTYpHbIM mojpasnaeneHueM CeprueBo-
[locanckoro  ¢unmana ABTOHOMHOM HEKOMMEPUYECKOU opraHusanuu
npodeccuoHanbHOTO oOpa3zoBaHusi «MOCKOBCKUN  00JacTHOM  (hUHAHCOBO-
IOpUIMYECKUM MHCTUTYT» (manee MHCTUTYT), oOecneyuBarolmuM  y4eOHOMH,
Hay4HOM, CIIPAaBOYHOM JINTEPATYpOH, NEPUOAUYECKUMH H3NAHUAMU U
WH()OPMALIMOHHBIMU ~ MaTepuajiaMu  Y4eOHO-BOCIIUTATENbHBIM  Mpolecc U
Hay4yHbIE HCCIEAOBaHUS, a TaKXKe LEHTPOM pPAaCHpOCTPAHEHHUs] 3HAHHM,
JyXOBHOT'O U MHTEJJIEKTYaJIbHOTO OOILIEHMS, KYJIbTYPBI.

1.2. bubnuoreka B CBOEH  JEATEIBHOCTH  PYKOBOJCTBYETCS
Konctutynuei Poccuiickoii @enepanun, OenepanbHbiM 3aKoHOM OT 29.12.2012
N 273-®3 «O06 oOpazoBanuu B Poccuiickoit ®enepauun», DenepanbHbIM
3akoHOM OT 29.12.1994 N 78-®3 «O Oubmuoreunom neine», DeneparbHbIM
3akoHOM OT 27.07.2006 N 149- ®3 «O06 wundbopmaruu, uUHPOpMATU3AIUUA H
3amure  MH(QOpManuW», HMHBIMM HOPMAaTUBHBIMM  TPABOBBIMH  aKTaMH,
yctaom  MOIOU, JIOKAJIbHBIMU aktaMu MHCTUTYyTa H  HACTOSIIUM
MIOJIOKEHUEM.

1.3. bubnuoreka B CBOEH [EATEIBHOCTU OTPAXKAET CIOXKHUBIIEECS B
o0IlIecTBE HJICOJIOTHYECKOE M TMOJUTUYECKOE MHOTo0o0pas3ue; He JIOMyCKaeT
TrOCYJapCTBEHHYIO WJIM HWHYIO ILIE€H3ypYy, OrpaHMYMBAIOIIYI0O MPABO YHUTATENEH
Ha CBOOOMHBIN JnoCcTyn K OubnmoreunsiM ¢douaam. [lopsmoxk moctyma K
doHmaM, MepeyeHb OCHOBHBIX YCIYr W YCJIOBUSL UX MPEIOCTaBICHUS

onpenensitorcst B [IpaBuiiax mois30BaHus OMOIHMOTEKOM.
1.4. B HacrosimeM [TomoskeHnN UCTIONB3YIOTCS CIICTYIOIINE ONIPEICICHHUS :

- JOKYMEHT - MAaTepHaJbHbII OOBEKT C 3a(UKCUPOBAHHOW Ha HEM
uH(popMalel B BUI€ TEKCTA, 3ByKO3aIUCH WIH U300pakeHNUs, IIPEIHAa3HAUYCHHBIN
JUIS IEpelayl BO BPEMEHH U IPOCTPAHCTBE B LIEJIAX XPAHEHUS U UCIIOJIb30BAHMS;

- (QoHA - ymopsii0YeHHass COBOKYMHOCTh JTOKYMEHTOB, COOTBETCTBYIOLIAS
3aja4yaM U npopuiIo OMOIMOTEKH, NpeJHa3HAYeHHAas [UId HUCIOJIb30BaHUS H
XpaHEeHUsl.

1.5. Koopaunauuio aestenbHOCTH buOIMOTEKM ocyliecTBiseT y4eOHO-
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yrBepxkaaer [upexrtop. TpymoBeie o0si3aHHOCTH paOOTHHKOB bubnmorexw,
YCIOBUSL UX TpPyJAa ONPEICISIIOTCS TPYAOBBIMH JOTOBOPAMHM M JIOJKHOCTHBIMH
WHCTPYKIHUSAMU PAaOOTHUKOB bUOIHOTEKH.

1.6. Jlns BBIOJIHEHHS BO3JIOXKEHHBIX (yHKIMNA brubimoreka MOXKET UMETh
IITaMII.

1.7. bubnuoteka numeeT MHTEpHET - CTpaHUIy B paMKax KOPHOPATUBHOTO
noprana WHCTUTyTa, CO3JaHHYI0 U TOAJEPKUBAEMYI0 B COOTBETCTBUH C
neiictByromuMu B MHCTUTYTE perinaMeHTaMu U 00eCeYnBaroOIIyIO MPeICTaBICHIE

aKTyaJlbHOM MH(pOpMaLUU O AesTeIbHOCTH bubinoTeku.

2. OCHOBHBIE 3ATAYHN

2.1 OcHoBHBIMH 3a1a4uaMu BuOJIHOTEKHN ABJIAIOTCAH:

2.1.1  OmneparuBHOE OubIMOTEUHOE u nH(pOpMaIIMOHHO-
oubnuorpaduueckoe  0OOCIy)KMBaHHE CTYJEHTOB Bcex (GopM 0OydeHHs,
po(heccopcKo-NPerno1aBaTeIbCKOr0 COCTaBa U HMHBIX KaTeropuil pabOTHHUKOB
(manee - MOJIB30BATENN) B COOTBETCTBUM C X MH(GOPMALIMOHHBIMU 3aITPOCAMH.

2.1.2. ®opmupoBanue 6HOIMOTEYHOTO POH/A B COOTBETCTBUH C MPOPHIIEM
nesitesibHocTH MHCTUTYTa M MHPOPMAITMOHHBIMH OTPEOHOCTAMH MOJIb30BaTENICH.

2.1.3. Opranuzanus W BEICHHE  CIPABOYHO-OMOIHOTpadUIecKOro
anmapata 1 0a3 JaHHBIX 3JICKTPOHHOTO KaTajiora.

2.1.4. TlpuBuTHe MONB30BATEISIM HABBIKOB MOJb30BaHUS JOKYMEHTaMU;

WH(POPMAITMOHHBIMU peCypcamMu, OMOIHOTEKOM.

3. OYHKIIUN
B cooTBeTcTBUMM ¢ BO3J0KEHHBIMHU 3aJadaMu buONHOTEKa BBITIOHSET
cnenyromne GyHKIIAN:
3.1 KommiekroBanue u HaydyHast 00paboTKa JUTEpaTypHhI:

- OCYILIECTBJICHHME TEKYIIEr0 M PETPOCIEKTUBHOTO KOMILJICKTOBAHHUS
oubnuoreunoro ¢ponna Mucturyra;



- pa3paboTka U cHUCTEMaTHYeCKas KOPPEKTUPOBKA TEMAaTUYECKOTO IUTaHa
KOMIUIEKTOBaHMSI OMOIMOTeUHbIX (GoHAO0B MHcTUTyTa y4eOHBIMH, HAyYHBIMH,
CIIPaBOYHBIMU JOKYMEHTAMH U MIEPUOANICCKUMU U3TaHUSIMU;

- COCTaBJICHHE 3aKa30B Ha JOKYMEHTHI Ha OCHOBE 3asIBOK
npoheccopcKo-Tperno1aBaTeIbCcKoro coctaBa MHCcTHTYTA,

- ohopmIIeHHE TTOANMCKA HA U3IAHUS;

- OCYIIECTBIICHHE KOHTPOJISI 32 BBIMOJIHEHWEM W TIOJHOTON TMOCTYIUICHUS

3aKa30B, PETUCTpalMsl TMOCTyMalIMmMX B OuOmmoreynsii ¢oux HMucTHTyTa

JAOKYMCHTOB;,

BEJICHHE CYMMapHOTro yuyeTa Oubnuoreunoro gpouaa Uuctutyra;

OCYIICCTBJICHNC MHBCHTAPHOI'O U 6CBI/IHBCHTapHOFO yuc€Ta JOKYMCHTOB,

pacnpeneneHne HOBbIX TOKYMEHTOB;

UCKJIIOUEHHUE JJOKYMEHTOB 13 6nbimoTeunoro pouaa Mucturyra.

3.2 Karanormsaius, CHCTEMaTH3aIHs:

cocTaBieHue  Oubiuorpaduueckoro  omucaHusi  JTOKYMEHTOB B
cooTBeTcTBUM C AercTByrommuMu ['OCTamu;

- (¢opMupoBaHHE TMOUCKOBOTO 00pa3a JOKYMEHTOB IS DJIEKTPOHHOTO
KaTajuora;

- OpraHM3anus W BEJIEHHE CHUCTEMbl KaTajoroB OHOJMOTEKH —
OCYIIECTBJIEHUE TEKYIIETO PEJAKTUPOBAHUS KaTaJIOrOB OMOINOTEKH;

- OCYUIECTBIIEHHE TEXHUYECKOW 00pabOTKU IOKyMEHTOB.

3.3 KuuroxpaHeHwue:

- OCYIIECTBJIECHHE OpraHu3anuu oubnuoreunoro ¢ponna Mucturyra;
- KOHTPOJb 3a CBETOBBIM, TEMIIEPATYPHO-BIAKHOCTHBIM M CaHUTApPHO-

TMTUCHUYCCKHUM PCKUMOM XpPaHCHUA JOKYMECHTOB,

- moa0Op JOKYMEHTOB IO TPeOOBAHUIO MOJIH30BATEINIECH;
- TNPUHATHE W PACCTAHOBKA BO3BPAIECHHBIX M3 ONOIMOTEKH JOKYMEHTOB;
- KOHTPOJIb 32 BO3BPATOM JIOKYMCHTOB B OMOJIHOTEKY;

- CHCTCMATH4YCCKasd ITPOBCPKA MPaBUIbHOCTH PaCCTaHOBKHU JOKYMCHTOB,

- OCYHICCTBJICHHUC IMpoCcMOTpa OMOJIMOTECYHOTO (1)OHI[8, Ha BBISIBJIICHHC
BCTXHX YCTAPCBIINX NOKYMCHTOB,



- COCTaBJICHUE aKTOB Ha CIIMCAHHBIE TOKYMEHTHI;

- MPOBEACHHE MEJIKOTO PEMOHTA JIOKYMEHTOB.

3.4 CnpaBouHo-Oubnuorpaduyueckas GyHKIUS:

- OCYIIECTBJICHHE CIPaBOYHO-OUOIHMOTpaduyeckoro u MHOOPMAIIMOHHOTO
o0cIy>KUBaHUs MOJIb30BATENEH;

- OpraHu3anusi CIpaBOYHO-NIOMCKOBOIO —ammapara: (OHJ CIPaBOYHBIX
TOKyMeHTOB, CHucTeMa AJIEKTPOHHOI'O KaTajlora U KapTOTeK;

- (hopmupoBaHHe 3aKa30B Ha MOJIUCKY MEPUOIUIYECCKUX U3/IaHUM;

- perucTpanus nepuoNUeCcKIX U3IaHu;

- BBINIOJIHEHUE OMOInorpaduuecKiux CIpaBoOK B PEKUME «3allPOC-OTBETY;

- opraHu3anusi ¥ IMPOBEJCHUE TEMATHUYECKUX BBICTABOK, BBICTABOK HOBBIX
IIOCTYIUICHUH.

3.5 Oob6cnyxuBaHue:

- OpraHu3alMs 3amucu, OOCIy>XKMBaHUE IOJb30BAaTENEd M WX JOCTYI K
oubnuoreunsM pongam MucturyTa;

- OCYILIECTBJICHUE BbIIa4yll BO BPEMEHHOE MOJIb30BaHUE U MIPUEM TOKYMEHTOB
u3 ponnoB MHcTUTYyTa HA a0OHEMEHTE U B UNTAIBHOM 3aJI€;

- opMmupoBaHMEe W OpraHu3alvs BBIJAYM BO BPEMEHHOE I0JIb30BAHUE
KOMIUIEKTOB Y4€OHBIX JOKYMEHTOB ISl CTYJI€HTOB;

- KOHTpOJIb 32 CPOKaMHU BO3Bpara JIOKyMEHTOB IOJb30BaTelied U BEICHHE
paboThI MO MPEAYNPEKACHUIO U JTMKBUIALINH 110Ib30BATENLCKOMN 3a]0JDKEHHOCTH;

- U3y4YEeHHE CTENEHH YAOBIETBOPEHHOCTH MOJIb30BATEIBCKOTO CIIPOCaA;

- BEJIEHHME Pa3bCHUTEIHHON pabOThl Cpelu MOJb30BaTelield O MpaBUiIax
MO0JIb30BaHUsI OMOINOTEKON 1 OepeKHOM OOPAIEHUH C TOKYMEHTAMH.

3.6 OOecneyeHue  COXPaHHOCTH OMOJIMOTEUHOTO dbona oT
HECAaHKIIMOHUPOBAHHOTO BBIHOCA JIOKYMEHTOB;

- KOHTPOJIb COOJII0/IEHHUsI OOIIIECTBEHHOTO TOpsAKa B OUOIHOTEKE;

- KOHTPOJIb COOJTIOICHUSI TIPABUJI TIO’KApHON 0€301MacHOCTH.

3.7 OcymecTtBiieHHe padOThl YUTAILHOTO 3aja:



- opranu3ais OMoIMOTEYHOro (POH/IA YUTAIHHOTO 3aJ1a OMOINOTEKH;

- 1oA00P JOKYMEHTOB OMOIMOTEYHOTO (hOH/Ia YUTATHLHOTO 3a1a OMOIMOTEKH
1o TpeOOBaHUSIM IOJIB30BaTENCH;

- BBIJJada BO BPEMEHHOE TIOJB30BAHHE JOKYMEHTOB W3 OMOIMOTEUHBIX
¢dboH10B OUOIMOTEKH, MPUHATHE U PACCTAHOBKA KHUT

- OKa3aHWe TOMOIIM TOJIH30BATEISIM TMPH MOA00PE TOKYMEHTOB B (poHIaX
OnbOIMOTEKH;

- TpOBEpKa NPABWILHOCTH PACCTAHOBKH JOKYMEHTOB B OHOIHOTEYHBIX

dbonax.

4 .1TPABA 1 OBA3AHHOCTHU PABOTHUKOB BUBJIMOTEKHA

4.1 PabOTHHKHU UMEIOT IIPABO:

- 3ampamuBaTh B JPYrUX CTPYKTypHbIX bubmmuorekax WucTutyTa
JIOKYMEHTBI U MH(pOpPMAIUIO JIJIs BBIMOJHEHUs] bubanoTexkol cBoux (PyHKIUM, B
mpeenax CBOMX JOJKHOCTHBIX 00S3aHHOCTEH;

- BHOCHUTH 3aBeayIoneMy bruOInoTeku mpeayioKeHus: 0 COBEPIICHCTBOBAHUH
nesarenbHocTH bubnnorexku u MHCTUTYTA;

- IIOJIb30BATHCA KOMIIBIOTEPHOW M MHOM OPITEXHUKOM, CPEICTBAMHU CBSI3H, a
TaKk)K€ WHBIMA MaTEepUAIBHBIMH pecypcamu, wumerommmucs B HWHcTUTyTE
HEOOXOIMMBIMH I 00€CIIeYeHU AeATEIbHOCTH bUOIHOTEKH.

4.2 PaboTHukn bubnanorexkn o0sI3aHbI:

- COXpaHATh KOH(PUACHIMAIBLHOCTH CBEICHUH, COJEpXKaIIUXCS B
nokyMeHTax bubnuorexu;

- Ka4eCTBEHHO M B IMOJHOM OOBEME BBINOJHITH BO3JIOKECHHBIE Ha HUX
JIOJDKHOCTHBIE 00S13aHHOCTH;

- BBINOJHATH MPUKA3bl M pacnopsbkeHus MHcTUTyTa B yCTaHOBJICHHBIC

CPOKH.



5. PYKOBOJACTBO

5.1 bubnuoTeka BO3IJIABISIET 3aBEAYIOIIMI OMOIMOTEKOM W TOMYUHSETCS
TUpEKTOpy (uauana.

5.2 3aBegyrouuii OMOIMOTEKOM BBIMOIHSET CIEIYIONINE O0S3aHHOCTH:

- PYKOBOJUT JE€ATEIbHOCThIO OMOIMOTEKH, 00€CleunBaeT OpraHU3alUIo
paboThI, BEIOJIHEHUE 33729 ¥ (DYHKITHH, oTipeie]IeHHBIX HacTosuM [lomoxxernem,
a TakKe IPUKA30B, paCIOpsKEHUN pykoBoacTBa MHeTuTyTa;

- BHOCUT JUPEKTOpY (Quinalia NPeIJOKEHUS O COBEPIICHCTBOBAHUU
NeATeIbHOCTH bruOanoTeku, moBeieHUH 3PHEKTUBHOCTH €r0 pabOTHI;

- o0ecrieuynBaeT CO3/IaHNE HA PAOOUNX MECTaX ONTUMATBHBIX YCIOBHM IS
BBICOKOIIPOU3BOAUTENBHOTO, KAUECTBEHHOTO TPY/Ia;

- KOHTPOJHUPYET coOMt0/IeHne pabOTHUKAaMU 3aKoHojarenscTBa PO, ycrapa
U JIOKaJIbHBIX akTOB MHcTHUTyTa, B TOM umcie [IpaBuil BHyTpeHHEro pacmnopsiaka,
IIpaBUJI OXPAHBI TPyJa U TEXHUKHU 0€30MMaCHOCTH, TIO’KapHOUW 0€301MacHOCTH.

- 3ampalvBacT y PYKOBOIAUTENEH APYIHMX CTPYKTYPHBIX NOAPA3AECICHUMN
HNuctutyTa Matepuansl 1 nHPOpPMAIIUI0, HEOOXOUMBIE 71l BHITIOJHEHUS 3a/1a49 1
byHKIUH, BO3JIOKEHHBIX HAa bubanoTeka.

3aBeayromuii OMOIMOTEKOM HECET OTBETCTBEHHOCTD 3a:

- HEKAYeCTBEHHOE U HEIMOJHOE WCIOJIHEHWE 3amad W (DYyHKIHA,
BO3JIO)KEHHBIX Ha bubmuoreky HactrosmuMm I[lonokeHrneM, HEBBIIIOJIHEHHE B
YCTAHOBJICHHBIE CPOKH IIPUKA30B, PACHOPSHKEHUN M IMOPYYEHHUl PYKOBOJICTBA
HNucTuTyTA.

- HecoOmoAeHue 3akoHojaarenbcTBa PD, HenocToBepHOCTH MHGOpPMAIINH,
MPENOCTaBIsAEMON PyKOBOICTBY MHCTUTYTA.

- pasriamieHue KOH(PUACHINAITBHOW HHPOPMAINK, KOTOPOH pacmojiaracT
bubnmorexa:

- HENPUHITHE MEP IO OPraHu3allid W BEICHUIO JAEJONPOU3BOJICTBA B

bubnuoreke.



6. PEOPTAHU3ALUA U JIMKBUJALUA BUBJINOTEKHA
6.1. bubmuorexka MokeT OBbITh JUKBUAMUPOBAHA WIM PEOPraHU30BaHA Ha

OCHOBaHMM MpuKaza qupekropa Muctutyra.
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