[Ipunoxenne 1
k npukasy Ne 185 ot 29.08.2022r.

Ioso:xenne
0 CEKTOpPe KOMILIEKTOBAHHS H 00padOTKH 10KYMEHTOB
Paitonnoii 6ndanorekn MyHHIHNAILHOIO OK/UKETHOT0 YUPeKICHHA KYJ/IbTYPbI
«BHOIHOTEHHO-KY ILTYPHBII LIEHTP» MYHHIIHIIATLHOr0 00pa3oBaHus «MyHHIIHOAILHbIH
okpyr Borkunckuii paiion Yamyprekoii Pecnybmkn»

1. OO1as yacthb

1.1. Cekrtop KOMIUIEKTOBaHHS M 00pabOTKH JIOKYMEHTOB SIBISETCA CTPYKTYPHBIM
nopazaenenneM PaiionHoi GHOIHOTEKH U [0YnHseTCs 3aBe/lytoliemy PaifonHoil OnOIHOTEKOH.
IUpeKTOpy MyHMIMIANBEHOrO OIO/DKETHOTO YUPEXKIACHHS KYJIbTYPbI «BUOIMOTEYHO-KYJIBTY PHBII
LeHTP» MYHHIMMATbHOTO OOpazoBaHus «MyHHIMOAIBHBIA OKpYr BOTKMHCKHA paiton
Y myprekoit PecnyGmukny (naiee - MBYK BKIT Botkuuckoro pationa).

1.2. Cexrop KOMILIEKTOBaHUS ¥ 00pabOTKH JOKYMEHTOB OCYIIECTBIISAET:

- kommaekToanue Qongos 6ubmmorek MBYK BKIl BoTkHHCKOro paioHa nedarHbIMH
U3JAHUSIME M JIPYTHMH HOCHTEIAMHM HH(OpPMAINH, a TaKiKe ouomorek MBYK JIK «3pesmnnliin,
MBVK JIK u C «CospemeHHUK» (cornacHo «CornameHuo. .. »);

- METOIMYECKOE DPYKOBOJCTBO B CHCTEME KOMIUIEKTOBAaHMsS OuOaMOTeuHbIX (OHIIOB
paitona,

- pa3pabOTKy METOIMYECKHX i OPraHH3AIMOHHBIX BONPOCOB, CBA3AHHBIX € AEATEILHOCTLIO
CeKTOopa.

1.2.1. CeKTOp KOMILIEKTOBaHHS H 00pabOTKHM JOKYMEHTOB y4acTByeT B pabore 1o
undopMaTH3aluy GUGIMOTEK, 4 TAKXKe TOBBIIIEHHIO KauyecTBa HHGOPMAIMOHHOTO 00CTy KHBAHMS
HacelIeHusl.

1.3. JlesTeNbHOCTL CEKTOpa perjiaMeHTHpyeTcsl 3akoHojarenbcTBoM PD o Kymbrype M
6ubnnoTeuHoM aeie, noctanosiaeHueM [IpasutenscTsa PO, onpeaenstioniy pasBUTHE KYJIbTYPbI.
HacrosiiuM [lonokeHneM u ApyrHMH HOPMAaTHBHBIMH JIOKYMCHTAMH BBILICCTOAIINX OPraHoB 110
Bonpocam GubmHoTeuHoi pabotsr (TOCTer 7.12-1993, 7.20-2000, 7.82- 2001, 7.1-2003 wu np.).
1paBuIaMu opranusamun oubnuoreyroro Tpyaa. Yerasom MBYK BKIL Borkunckoro paiona u
OCYILECTBIISICTCA C YHETOM COMATBHO- IKOHOMHYECKOT0 H KyJIbTYPHOIO PasBHTHS paioHa.

1.4. Pabora cextopa OCYLIECTBIfeTCS B KOOPJHHALMH CO BCEMU CTPYKTYPHBIMH
nojpasaeinenusvMi Paiionnoit 6ubnnorexu, OubIHOTEKaMu APYIUX CHCTEM H BEIOMCTB, B TOM
yucie ¢ ouonmuorekamu MBYK JIK «3se3ansiiin» # MBYK JIK u C «CoBpeMEHHHKY.

2.3ana4yu cexropa:

2.1. Hayuno- o6ocHoannoe (opmuposanue ¢onaa 6ubmuorex BoTKHHCKOrO paioHa, a
take oubmmorexk MBYK JK «3sesansiity 1 MBYK JIK u C «CoBpeMEHHHK» Ha PasTHYHBIX
BHJIAX HOCHTENEH MH(OPMALMM KAK YHHBEPCAIBHOrO XapakTepa (OOICCTBEHHO- MOMTHTHYECKOH,
@CTECTBEHHO - HAY4HOI, CelbCKOXO3SHCTBEHHOM, MMTEPAaTypoOHd IO HCKYCCTBY M CIOPTY.
XYJI0/KECTBEHHOM JIHTepaTypoit), TAK K MECTHOTO H KPaeBe14eCKOro 3Ha4eH s,

2.2. OkasaHne MeTOIM4ecKOil IOMOIIM B OpraHu3allkk KOMILICKTOBAHHA U yyeTa (oH10B
6ubaoTexkam BoTkuHCKOro paiiona, a Takxke 6ubamnorekam MBYK JIK «3pesnnbtity 1 MBYK JIK
1 C «CoBpeMEHHUKY.

2.3. CoBeplIeHCTBOBAHWE OPraHH3allH¥ TpyJa H BHEJAPEHHE TEXHHHYECKHX CPEACTB H
[POrpaMM B paboTy 10 KOMILIEKTOBAHHIO (POHI0B OMOIMOTEKH.

2.4. PackpbiTie (oHI0B OHOIHOTEK paiioHa, a Takike Oudimorex MBYK JIK «3se3mubrii»
1 MYK JIK n C «CoBpeMeHHHK» Yepe3 CHCTEMY KaTalloroB.

3. Conepxanue paboThl CEKTOPA

3.1. Cexkrop KOMIUIEKTOBaHMS M 00pafOTKH JOKYMEHTOB I[UIaHHpyeT padoty 1o
KOMIIIEKTOBaHHIO (POH/10B OMOIHOTEKH:
- COCTARISET ONEPATUBHBIE TJIaHbI KOMIUICKTOBAHMS, BEJCT KOHTPOJIb Ha/l HX BBIMOJIHCHHEM!
- H3y4aeT COHMAlbHO- 9KOHOMUUECKH Ipopuiib paiioHa (peruoHa) H NEpPCIeKTHBbI €r0 Pa3BHTH,
COBMECTHO ¢ JIPYTMMH OT/ielaMi OMONHOTEKH NPOBOJMT PadOTy IO W3YHEHMIO HHTEPECOB H
3anpocoB MOJIb30BaTeNe;



- COCpe/IoTauMBacT BHHMAHHE HA BLISABJCHHH HOBBIX M3JAHMH, BBIIEMIMX HA TEPPUTOPHH
paifoHa (permoHa). He NPOXOIAIMX I0 KaHalaMm rocy/lapcTBEHHOH TmeyaTH (He3aBHCHMbIC
M3/1aHH S, JIMTEpaTypa, H3iaBaeMas 3a CUEeT aBTOPOB U T.1L.);
- coCTaBNsIeT npeaBapHTeNbHOe AMdepeHIHpOBAHHOE pacTpeie/ieHue JICHEKHBIX CPEICTB Ha
komriexktoBanmne (hoH10B ONOIHOTEK.

3.2. OcymecTsisieT TeKylee KOMILIEKTOBAHHE H JOKOMIUIEKTOBaHHE (OHIa B Mpejenax
OTIYIICHHBIX ACCHTHOBAHMIA:
- cHab¥kaeT CTPYKTYpHBIE ToApasjieseHuss OHOMMOTEKM H3/aTelbCKOl M KHHTOTOProBOi
npojyKuueit, cornacyer 3asBku OuOHOTEK paiioHa (COTJIacHO Cornamenus...); opopmiser
CBOJIHBIC 3aKa3bl, MCIONB3YS NpH dToM HH(pOpMamHoHHO- OHOIHMOrpaduyecKkue MaTepHabl:
TeMaTHMYECKHE TUTaHbl H3/aTeNbCTB, KHHTOTOProBhIE OMOJIETEHH, CaWThl KHHTOTOProBbIX
Wnrepner —marasuios, karamorn «lloura Poccum», Hekommepueckoro bonna «Ilymxunckas
oubnuoTexkay u T.1..
- Ul BBISBICHUS, 0TOOpPAa M NPHOOpETeHHs HEOOXOJMMOi TUTEpaTypbl CEKTOP OpraHH3yeT
KapTOTCKH 3aKa3aHHo JUTEPaTyphl, BBIMOITHEHHLIX 34KA30B. JOKOMIIJIEKTOBAHHA, MOIITHCHBIX
W3aHMH, CrpdBOUHYKO KapTOTEKy MAarasMHOB C YKa3aHHEeM aJpecoB, CBOIHYIO KapTOTCKy
HePHOIMUECKHX H3/IaHHH,
- npuobperaeT IMTEPATypy, WCHOJb3ys PasiHYHble HCTOYHUKM KOMIUIEKTOBAHMSA: KHHIKHBIC
Mara3uHel, KHHTOTOProBble VIHTepHET — pecypechl. KHMTOOOMEH, MOMMCKY HAa HEPHOANYECKHE
H3OaHHuA:
- obecrieunBaer MONOJHEeHWe (OHIOB JIUTEpaTypoil, mMeperaHHOW OHOMMOTEKE Ppa3HbIMH
OpraHM3aIHsIMH H YAaCTHBIMH JIHIIAME ¢ 0OpMIEHHEM corlacHo AokymenTannn «Ilopsika yuera
JOKYMEHTOB, BXOS1HX B Gubinoreunslii hona BoTKMHCKOro paiionan;
- BeJIeT yueT M KOHTPOJb Haj MOMHOTOH MOCTYNJIEHHS 00A3aTeNbHOrO SK3eMILISPa COrIacHO
yreepikaeHHoro «ITomoxkenus 00 00sf3aTENIbHOM OK3EMIUIAPE JOKYMEHTOB MO «BorkuHckuit
paiton» (o1 30.10.2015 r. Ne 2601):
- yuacTByeT B paboTe MO BBISBICHHIO HEJOCTATKOB B KOMIIEKTOBAHMN (POHIOB OHOMHOTEK

paiioHa;
- crocobeTBYeT HHPOPMHPOBAHUIO HACENICHHS O MOCTYIICHHH HOBOW ITHTEpATypPhl: MPHHUMACET
yyacTHe B OpraHH3allMM BBICTABOK — MPOCMOTPOB. Y4acTBYET B HallHCaHHH crateil B

[lepHOIMUuecKre u3aanus, cetu MurepHer.

3.3. Benmer muHaMBHAyanbHBIH yuerT GuOIMOTEUHBIX (OHIOB COIVIACHO YTBEPIKICHHOMY
«Ilopsky yueTa JIOKYMEHTOB, BXOASMIMX B cocraB OHOIHOTEHHOIO ¢orma MBYK BKI|
BoTKHHCKOro paioHar:

- BBINOJIHAET paboTy MO NMPHEMY. YUETY H PETHCTPALUH MOCTYNHBLIMX B OMOJIMOTEKH paiioHa
JIOKYMEHTOB, B TOM YMCIE B aBTOMAaTM3MpOBAHHOM pekuMme (dckTponHas Gasa «Cpommbii
3IeKTPOHHBIH Katamor 6u6amoTek BOTKMHCKOTO paioHay, YTBEPKICHHOrO MpHKa3oM Nel74 or
23.08.2022r.); HampasJiseT €¢ B COOTBETCTBYIOIINE CTPYKTYPHBIC TTOPA3JIE/IeHHA, HCKIIOYACT U3
MHBEHTAPEH CIIMCAHHYIO JIHTEPATYPY:

- BeJleT KOHTPOJIb 33 MHAMBHIYATBHBIM yUeTOM JOKYMEHTOB OMOIHOTEK JpPYrHX FOPHIHYECKHX
au: 6uomorexn MBYK JIK «3sesausiiin. MBYK JIK n C «CoBpeMeHHHKY.

3.4. KoHTpomupyeT NpaBHIbHOCTh BEACHHA CYMMapHBIX H HHBEHTAPHBIX KHHI Oubauorex
MBYK JIK «3ee3ausiii», MBYK JIK u C «CoBpeMeHHHKY.

3.5. Bemer Hay4HO- METOJIMUECKYIO M HCC/Ie/I0BaTeNbCKyl0 paboTy M0 BOMpocam
KOMILIEKTOBaHUs eIMHOTO (oHa:

- paspabarbiBaeT MHCTPYKIMH, TOJNOKEHHS, MpaBUIa M JPYrHE JOKYMEHTBI, PeryIupyroume
IPOM3BOJICTBEHHBIE POIECCHl KOMILIEKTOBaH)S (oH/1a;

- 0606 IaeT ONpIT paboTH IO KOMILTEKTOBAaHHIO (oH1a GUOIHOTEK paioHa, H3ydaeT OfbIT padoTE!
Apyrux OMOIMOTEK, Y4acTBYeT B pECHyOJMKAHCKMX M MECTHBIX HCCICOBAHUAX 10
PYKOBOJICTBOM peCIlyOIMKaHCKUX METONYECKUX HICHTPOB!

- OKa3biBaeT METOIMYECKYIO TOMOIIL OuOIHoTeKaM paifoHa, a Takke OHOIHMOTEKaM IpYrux
MBYK JIK «3Bezameiiv, MBYK JIK n C «CoBpeMEHHHK» MO BOIpOCaM OpraHH3aliny
KOMIIJIEKTOBAHMA U y4€Ta KHHKHBIX (QOHIOB.

3.6. YuactyeT B paGoTe 110 NOBKIIEHUIO KBATHPHKAIMH KaapoB OUOIHOTEK 110 PoduIIo
paboThbl CeKTOpa.

3.7. CocTaBisieT e)KeKBapTalbHble, €/KETOJHbIE OTYETHI M CIpaBKd o pabore 10

KOMILIEKTOBaHHIO (hOH/IOB.



3.8. CexTop KOMIUIGKTOBaHHA W 0OpabOTKH JOKYMEHTOB BEJET U OCYLIECTBIACT KOHTPOIIb
3a COXpaHHOCTH GuOMHOTeuHbIX (OHIOB paifoHa (cornacHo yreepaienHomy «llonoxenuio o
coxpannoctn Gubmoreunoro ponza B MBYK BKI[ BoTkuuckoro paiionay).

3.9. Ilpunumaer yuactwe B mepeydere OuOanoTedHOro (oHAA, COCTABIACT HTOrOBbLIC
JIOKYMEHTBI 110 TIPOBEPKE.

4. Opranusanus paboTsl ¥ yIIpaBICHHS:

4.1. PaGora cextopa ocymiecteisiercs B coorsercTud ¢ [lonoxenneM o CeKTOpe,
TEXHUYCCKOH, METOAHYECKOH M HOPMATHBHON JOKYMEHTAlMeH, yTBepikIeHHOiH JlupekTopoM
MBVK BKI[ BoTkunckoro paioHa.

4.2. PaBota ceKkTOpa NpPOBOAMTCH HA OCHOBE IUTaHa paboThbl, KOTOPBIH YTBEpKIAeTCH
Jupexkropom MBYK BKI] BoTkuHckoro paiiona u SBIseTCst 4aCThIO eIMHOTO [1aHa.

4.3. Yuet paboThl CEKTOpa OCYIIECTBISETCS B IOKYMEHTaX yCTAHOB/IEHHOIO o0pasia.

4.4. O cBoeil paboTe ceKTOp OTYHTBIBAETCS Mepejl 3apesyonteii PalionHOli OHOMHOTEKOM,
Jlupextopom MBYK BKI| Borkunckoro paiiona.

5. IllTar cexropa:

5.1. CrpykTypa M IITATHOE pACIHCAHHE CEKTOpPa KOMILIEKTOBaHMS U 00paboTku
nokymentos onpezesitores Jlnpektopom MBYK BKII Borkurckoro paiona.

5.2.PyKOBOJCTBO CEKTOPOM OCYIIECTBIISIET 3aBEAYIOLIHN, Ha3HAYAeMBIil H 0CBOOOKIACMBbI
ot nomkroctH Jupexropom MBYK BKIL] Borkunckoro paiioHa.

5.3. PaboTHMKM ceKTOpa Ha3HAYalTCd M OCBOOOKIAIOTCS OT 3aHMMAEMBIX JO/UKHOCTEH
Jupektopom  MBVYK  BKI| Borkunckoro paiosa. B COOTBETCTBHM  C  TPYIOBBEIM
3aKoHojaTeabeTBoM.  (O043aHHOCTH  pabOTHMKOB —CEKTOpa  OMNpeIessiiorTest  JI0JKHOCTHBIMH
WHCTPYKIIUSAMHU, YTBEPKACHHBIMH JHPEKTOPOM.

5.4. Pacniopsa/iok paboThl CeKTOpa ompezensercs B COOTBeTCTBUH ¢ IIpaBriaMu BHYTPEHHETO
TpynoBoro pacropsizka MBYK BKI] Botkunckoro paifona, yrBep:KIAeHHBIMH JlupeKkTOpoM, 1o
cornacoBanuio ¢ OTIEIOM KyJbTyphl, CHOPTa MW Typu3Ma M IPO(QKOMHTETOM PabOTHHKOB
KYJbTYDBI.

5.5. 3a cobmonenre TeXHUKH 0e30MacHOCTH H MOXKapHYrO 0€30IacHOCTH OTBETCTBEHHOCTD
HECET 3aBeAYIOLIHH CEKTOPOM.



