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1. O6wme nono>keHms

1.1.0Taen obcnyxmBaHMa W XpaHeHus ¢oHAoB (aanee - OTAen) ABASETCA CTPYKTYPHbIM
nogpasgeneHnem bY BO «CypryTckumii rocyfapCTBeHHbIA YHuBepcuTeT» (ganee - Cypl,
YHuBepcuTeT).

1.2.TlonHOe HanMeHoBaHWe oTAena - OTAen O6CNYXVBaHUSA U XpaHeHUss GOHAOB, COKpaLLEHHOoe
Ha3BaHue - OONXd.

1.3. OTAen peopraHusyeTca U NUKBUAVPYETCA B YCTAaHOB/NIEHHOM 3aKOHOAATe/IbCTBOM Mopsake
NpPYKa3oM pekTopa.

1.4. PykoBoactBo OTAenoM ocylecTBnsgeTca 3asegyrowimm OTgena, KOTOPbIA HernocpescTBEHHO
NOAYMHAETCA pyKoBOAUTENHO brbanoTeuHo-nHGopMaLMoOHHOro LeHTpa (ganee - bAL).

1.5. 3aBegyrowin OTAENOM Ha3HayaeTCcsa Ha AOMKHOCTb M OCBOOOXAAeTCcAa OT AO/KHOCTU B
yCTaHOB/IEHHOM 3aKOHOZATe/IbCTBOM MOPSAKe, Ha OCHOBaHWU MpriKasa pektopa. HasHaueHuto Ha
AOMKHOCTb NpejLuecTByeT cobecesoBaHve.

1.6. B cBoel gesatenbHocTy OTAen pyKOBOACTBYeETCS:

— TpyaosbiM kofekcoM Poccuiickon ®esepaumuy;

—  ®egepanbHbIM  3akOHOM OT 29.12.2012 Ne 273-®3 «0O6 o6pa3oBaHun B Poccminckor
Pepepaunmn»;

—  ®epepanbHbIM 3akoHOM Poccuiickon Pepepauymm ot 29.12.1994 Ne 78-93 «O 6M6ANOTEUHOM
fene,

— ®epepanbHbIM  3aKOHOM  Poccuickon  ®depepaumn -~ ot 25.07.2002- Ne 114-®3  «O
NPOTUBOAENCTBUN SKCTPEMUCTCKOWN AeATENIbHOCTUY;

— ykazamu [pe3ugeHta Poccuinckonn ®Pegepaunn, mRocTaHoBAeHMsSMU  [lpaBuTenbCTBa
Poccuiickonm Pegepaunm B 061actm ob6pasoBaHns, 6M6AMOTEYHOrO Aena;

—  [encTByrOLLMM 3akoHoZaTenbCTBOM Poccuinckon dPepepaun, B TOM 4ducie B 06nactu
06pa3oBaHus, BUBANOTEUHOrO Aena, ynpaBaeH s KauecTBOM 1 cepTUPrKaLnm;

—  HOPMAaTWBHbIMW W MNPaBOBbIMY akTaMuy desepasnibHbIX OPraHOB WUCMOMHUTENbHOW BNacTn U
OpraHoB BAacTM XaHTbl-MaHCUMIACKOro aBTOHOMHOro okpyra - HOrpel B cdepe BbiCLLErO
06pa3oBaHVA 1 6MBANOTEYHOrO fena;

— TOCT P 7.0.104-2019 «bnbnnoteyHo-MHGOPMaLVIOHHbIE YCIYrKM HayyHoOW bnbnnotekn. Buabl,
bOpMbI 1 pexMbl NpefoCTaBNeHUA»; .

— TOCT 7.0.93-2015 «Cuncrema cTaHAapToB No MHbopmaLmy, 6MbANoTeYHOMY N NU3[aTeNbCKOMY
aeny. bubnnoteyHbln GoHA. TexHoorns GOPMUPOBAHUAY;

- TOCTP7.0.83-2013 CWBNA «3I'IEKTpOH‘HbIe m3gaHnsa. OCHOBHblIe BWUAbl W BbIXOAHbIE
cBeAeHNsA»,

— TOCTP7.0.20-2014 CUBWNA «bmbnnoteyHas CTaTUCTWKA: MNoKasaTenun W eANHULbI
NCUNCTIEHUSAY;

— TOCT P 7.0.100-2018 «bubanorpadpuryeckas 3anuce. bubnnorpapuyeckoe onncaHme;

— TOCT 7.080-2023 «bubnuorpadpuryeckas 3anucb. 3aronosok. Obume TpeboBaHUSA 1 nNpasuia
COCTaBneHWA»,

— TOCT 7.82-2001 «Bbubnmorpadpunyeckas 3anuce. bubnuorpadpmyeckoe onmcaHvie 31eKTPOHHbIX
pecypcoB. ObLuve TpeboBaHUSA 1 MPaBuIa COCTaBNEHUN»;

— TOCT P 7.0.12-2011 «bubnnorpadpunyeckas 3anmcob. CokpaLleHme CNoB 1 C1I0BOCOYETaHWUM Ha
PYCCKOM SA3bIKe»;

— TOCT 7.50-2002 «KoHcepBauusa AoKyMeHTOB: O6Le TpeboBaHNS»;

—  HOPMAaTUBHO-TEXHUYECKOV AOKYMEHTaUVen No oxpaHe TpyAa 1 NoxapHoM 6e30nacHoCTy;

—  YctaBom BY BO «CypryTckunii rocyapCTBEHHbIN YHUBEPCUTET;
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—  KonnektmsHbIM florosopom Cyply;

—  [Monntnkon B 0bnactn kayecTsa;

— [paBunamm BHyTPeHHEro Tpy40BOro pacrnopsaaka;

- Mwuccmen, NMonnTrKom 1 LenamMm YHBepcuTeTa B 06/1aCTV KayuecTBa;

— PykoBoacTBOM MO cuCTemMe yrMpaBfieHWs OXpaHoOW Tpyaa W obecneyeHus 6e30MacHOCTU
obpasoBaTenbHOro npouecca (PCYOT);

— [lporpaMmmon pa3sBuUTus YH1BepCUTETS;

- AN-5.4.4 «YnpasneHve WNHGOPMALMNOHHBLIMKN pecypcamn brnbamnoteyHo-MHGOPMaLVIOHHOIO
LeHTpa»;

- (CT1T0-4.21 «TemMaTUKO-TUNONOrNYECKIIA nnaH KOMMJieKToBaHWs BrubnmnoteyHo-
NHPOPMALIMOHHOIO LieHTpa»;

—  (CT0-4.2.2 «[paBwnna Nonb3oBaHUA brubanoTe4yHo-MHGOPMAaLIMOHHBIM LLEHTPOM»;

- (CT0-4.210 «[onoxeHne O AONOAHUTENbHbIX (MNAaTHbIX) ycayrax  bubanoTeuHo-
NHPOPMALIMOHHOIO LeHTpa»;

-  CT0-4.2.12 «NonoxeHwe o cucteme ¢oHA0B brbAMoTeHYHO-MHGOPMALIMOHHOIO LIeHTPa;

-  (CT0-4.2.13 «lNonoxeHwne 06 NeKTPOHHOW bubnnoTeke,

- NCM-3.25 «bnbnnoteyHo-nHGOPMaLNOHHbIA LIeHTP»;

—  NpuKasamMun, pacnopsXXeHNAMN 1N yKazaHUAMN pekTopa;

—  PacnopsXeHnsamMY, yKasaHuaMnN U NHbIMWA HOPMAaTUBHLIMU W PacrnopsaanuTe/bHbIMN akTamm
NPOPEeKTOPOB MO HanpaBAeHUAM, aAMUHUCTPaLUN YHUBEPCUTET];

—  HacTosAwwM MNonoxeHvem.

1.7. Pabota OTaena opraHM3yeTcss B COOTBETCTBUM C TPYAOBbIM 3aKOHOAATENLCTBOM POCCUACKON
Pepepauyn n HacToALMM MNonoxeHmeM € y4€TOoM naaHa paboTtel BULL

1.8. B nepmog oTcyTCTBUS (KOMaHAMPOBKA, OTNYCK, 60ne3Hb) 3aBegyolero OTgenom ero GpyHkUmMm
NCNONHAET PaboTHUK, Ha3Ha4YaeMblil B YCTaHOBJIEHHOM 3aKOHOM nopsake. JInuo, 3ameLllatroLlee
3aBegyowero OTAenoMm, npuobpeTaeT COOTBETCTBYHOLLME MpaBa N HECET OTBETCTBEHHOCTb 3a
HaZnexallee NCNoIHeHNe JOMKHOCTHbBIX 06593aHHOCTENN.

2. Uenn v 3apgaun

2.1.Uenb pedatrenbHoctn OTgena - obecrneyeHve 6ubANOTEYHBIM, VHPOPMALMOHHBLIM 1
CNpaBoOYHO-6UBNNOrpadrUeckuM - 0BCNyXMBaHMeM . Monb3oBaTteneii  BUL,  opraHusauus,
obecneyeHVie COXPaHHOCTY 1 UCMOJIb30BaHUSA BMHIMOTEYHOro doHAa.

2.2. ins pocTmxxeHus noctaBneHHon ueny OTAeN peluaeT cneaytoLime 3agaqn:

—  CTauMOHapHOe, BHeCTaLMOHapHOe N AUCTaHLMOHHOEe 0bCnyXmBaHMe nonb3osatenein bILL;

—  OpraHusaums W npoBejeHve BNBINOTEUHbIX KyNbTYPHO-MPOCBETUTENBCKUX,
obpa3zoBaTesibHbIX N COBLITUMNHBIX MEPONPUSATUIA;

—  OpraHuv3saums, obecneveHvie COXpaHHOCTW 1 6e30NacHOCTY 6BUBINOTEUYHOro GoHAa;

-  wnHOpmMaunOHHOe 0b6CyXMBaHMEe B  CTAaUMOHAPHOM U AUCTAHUMOHHOM  pexmmax
nonb3osateneri bAL,.

3. DYHKL UM 1 NOTHOMOYUA

3.1. OTgen yyactByeT B peanusaunm npoueccos CMK YHnBepcuTteTa:
— 1.2.TlhaHnpoBaHVe feATeNbHOCTY;

- 1.4. IHbOpMMpOBaHVe O AeATeNbHOCTH;

- 1.7.¥YnpaBneHne JokyMeHTaLuewn;

—  2.4.YuebHo-MeTOAMYecKoe obecneyeHme Ol BO;

— 2.7. BHey4yebHad paborTa;
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—  3.4. OpraHusaums HayYHbIX MeponpuUaTU;

—  3.6. OpraHmsauya NpoeKTHOW AeAaTelbHOCTY;

- 4.2. iHbopMaLMOHHO-6MBANOTEUHOE 06CYXMBaHME;

—  4.3.3paTenbckas AeaTeNbHOCTb;

- 4.4, PefjakuMOHHAA AeATe/IbHOCTb;

—  4.7.lnyeHsnpoBaHune n akkpegamntauma Ol BO;

- 4.10. YnpaBneHve KOpnopaTnBHON KyNbTypoU;

- 5.13. YnpaBneHve OKyMeHTOO60pPOTOM.

3.2. Tpw BbIMNONHEHWW NOCTaB/IEHHbIX 3a4a4 OTAeN BbIMONHAET c/ieayroLme GyHKLNN:

1) B pamkax BbINOJIHEHUSA 3ajayn MO CTauVMoOHapPHOMY, BHeCTaUMOHApPHOMY U AUCTAHLMOHHOMY
obcnyxXmBaHMo nonb3osaTtenen BML;

—  perucTpauus/nepeperncrpaums nonb3osatene bWL, wnHPopmmpoBaHMe 0O npasunax
NoNb30BaHUSA LeHTpoMm, ero  pecypcax, cepBucax, ycayrax W  nopsake — unx
MNCNONBb30BaHWA/NONYyHEHNS;

-  npviemM MHPOPMaLMOHHbIX 3aMpoCoB No/b30BaTenew;

—  KOHCyNbTUPOBaHWe noJsib30oBaTtesielt No npasuiaM COCTaBEHNA 3aMpPOCOB VI METOAMKE MOMCKa
nHopmaLmm 0 JOKYMeHTax B CrpPaBOYHO-MONCKOBOM arrnaparte U 3/1eKTPOHHbIX pecypcax bUL,
MONCKOBbIX pecypcax MHGOPMALIMOHHO-TENEKOMMYHUKALWOHHOM CeTh «/IHTepHeT»;

— TMOWCK [AOKYMEHTOB, 6ubanorpapryeckoin v CrpaBoyYHON uHGOpMaLuKM, Mo 3anpocy
nonb3oBaTens B bnbanoteuHom GoHze, 10KanbHbIX 1 CeTeBbIX Pecypcax B Lensx yA0BNeTBOpeHus
3anpocoB nosb3oBaTtesnel BALL

— OpOHMpOBaHME 3aKa3aHHbIX YAaNeHHbIM Mob30BaTenemM 6ubaNoTekn LOKyMeHTOB 13 GoHAa
LeHTpa ¢ uenbto yaoBnetTsopeHus NHGOPMaLMOHHbIX 3anNpPOoCoB;

—  Bbl4aya, perncrtpaums Bblgaum JOKYMEHTOB, MPOA/IeHVe CPOKa NOb30BaHUA AOKYMEHTaMW;

— Npuem 1 perncrtpaums Bo3sparta AokymeHToB B BULL

— paccTaHOBKa BO3BpalleHHbIX MoJsib3oBatesieM BULL AOKyMEHTOB B 6UONMOTEUHbIVI GOHA,
MeNIKNI PEMOHT N3LaHWIA; |

— KOMWpOBaHve ”n nepeBos JAOKYMEHTOB. B  UudpoBoW/GyMaxHbI dopmMaT Mo 3anpocy
rnonb3oBaTenew bUL;

—  OpraHM3auvsa BbICTaBOK, packpbiBatowmx ¢oHA BULL n apyrve nHpopmMaLmoHHbIe pecypcsl, B
TPaANLVOHHOM 1 L$poBOM popmare;

— OpraHusauua obpaTHOM CBA3M C Monb3oBaTenamu. LleHTpa, uv3ydyeHve VHPOPMALMOHHbBIX
noTpebHoCTelr © 3anpocoB nonb3oBaTene BUL ¢ uenbto noBblweHNs 3GbekTBHOCTY
616INOTEUYHO-NHPOPMALIMOHHOIO OBCTYXVBAHUS.

— y4eT M aHanu3 OTKa30B OT 3aMpoCOB MoOJib30BaTeNieli Ha AOKYMEHTbI, /IOKanbHble U ceTeBble
pecypchbl C Lesiblo UX Y40B/IETBOPEHNS;

— paboTta ¢ nonb3oBatenAMU 6UBINOTEKN, He BO3BPATUBLLUNMUN AOKYMEHTbI B YCTAaHOBJIEHHbIN
CPOK;

— nNpegocTaBneHVe NAaTHbIX BUBANOTEYHbIX YCIYr NONb30BaTeNsM;

— odopMneHne KOMGPOPTHOro 6UOBNMOTEYHOrO MPOCTPAHCTBA W CUCTEMbl HaBurauMm B
nometleHnax BUL, n B ¢oHAax OTKPbLITOro JOCTyna C Uefiblo NoBbleHUs 3G¢eKTUBHOCTY
61M6MOTEUHO-MHGOPMALIMIOHHOIO 06C/TYXXMBAHWSA MONb30BaTeNe;

— ocyulecTBneHve obcnyXmBaHUs Monb3oBaTenein Yepes cepBucChl cainTa bUL, n nocpesacTBom
CcoUManbHbIX CeTew;

— cOoTpygHu4ecTtBo C nogpasgeneHnamn CyplY ¢ uenbo MHGOPMUPOBAHWA 06 ycayrax,
NHPOPMaLUMOHHBIX pecypcax BULL 1 npoaBuxeHus ycnyr;
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2) B paMKax BbINOJIHEHWSA 3aja4yy MO OpraHu3auun 1 rnpoBeAeHnto BMbAINOTEeYHbIX KylbTypHO-
NPOCBETUTENLbCKNX, 06Pa30BaTeNIbHbIX M COBLITUNHBLIX MEPONPUATUIA:

n3yyeHve NHGOPMALIMOHHBIX PECYPCOB C Lie/Ibio MOAFOTOBKN BUBINOTEUHbBIX MePONpUsaTUN;
pa3paboTka cueHapus MeponpusaTus;

nHPopMr1poBaHMe Nonb30oBaTeNiet 0 NpoBeseHN MeponpuaTua bUL,

— NpoBefeHVe MeponpuaTUS C LieNblo YA0BAeTBOPeHNs MHGOPMALIMOHHbBIX, 0bpa3oBaTeNbHbIX,
KyNIbTYPHbIX, MO3HaBaTe/IbHbIX MOTPEOHOCTEN N NHTEPECOB MNoJib30BaTesNel;

—  W3y4YeHVe MHEeHVA Y4YacTHUKOB Meponpuatnin BULL ¢ uenbito MNOBbILWEHUA WX YPOBHS
YZOBNETBOPEHHOCTY;

— y4vacTuve B ropoACKUX U 06LLeYyHBEePCUTETCKUX MEPOMPUSATUAX;

— y4yacTve B BOCMUTATENbHOW U Ky/NbTYPHO-MPOCBETUTENIbCKON fesaTeNbHOCTU YHUBepcuTeTa ¢
MNCNONb30BaHMEM Pa3INYHbIX GOPM 1 MeTOL0B PaboThl C MOJIb30BaTENAMY;

3) B pamKax BbIMOMHEHUS 3aja4yn MO opraHmM3aumn, obecrneyeHnto COXPaHHOCTY 1 6e30nacHOCTU
6rbnnoTeyHoro ¢oHaa:

— pa3MeLleHVe U paccTaHOBKa MOCTYNMBLUMX AOKYMEHTOB B COOTBETCTBUM C YCTaHOB/IEHHbBIMM
HOpMamMu N NPUHATBIMU B BULL npaBunamu, cos3gaHue CUCTeMbl HaBUrauum B KHUTOXPaHEHUU
BULL;

— npoBefeHVe npoBepokK XxpaHeHws ¢oHaa BULL ¢ uenblo BbISBNEHUA  MNOBPEXAEHNN
AOKYMEHTOB, yTpaT, 3aA0/IXEHHOCTEN, HapyLUeHWNn NpaBu PacCTaHOBKY;
— aHanu3 cocTaBa N NCNoNb30BaHUA 6nbanoTeyHoro GoHA3;

— paboTta c 6MbNOTEUHBIM GOHAOM MOJ BbIABAEHUIO HENPODUIBbHbLIX, YCTapeBLLNX, AyONeTHbIX,
BETXMX JOKYMEHTOB C Lie/ibl0 CBOEBPEMEHHOIro UCK/IFYEHWNS 13 cocTaBa bB16AMOTeYHOro GoHAa;

—  WCK/IOYEHMe MNeYaTHbIX N 3NeKTPOHHbIX AOKYMEHTOB Ha GU3NYeCKMX HOCUTeNAX M3 COCTaBa
61nbAroTEYHOrO POHAa B COOTBETCTBUW C YCTaHOBNeHHbIMU B BUILL npasrnamu;

—  OpraHu3auusa oTKpbITOro JocTyna K 61MbnnotedHoMy GOHAY. U CO34aHMe CUCTeMbl HaBUraumm
no oTkpbiToMy doHAy BUL;

—  OpraHuv3aums 1 npoBefeHue TeKkyLLero peMoHTa LOKYyMeHTOB 61banoTe4Horo GoHAa;

—  OCyLLeCcTBNeHVEe KOHTPOJIA COXPAaHHOCTY AOKYMEHTOB Ha 3Tanax uUx noctynieHua B OTtgen,
Bbl4ayn B npoLieccax o6c/yXrBaHWA Noib30BaTe eli, Bo3BpaTa Ha MecTo XpaHeHus;

—  oCyujecTB/ieHune npoBepky GoHAOB LleHTpa Ha oTCyTCTBME (Hann4dmne) AOKYMEHTOB, U3AAaHHbIX
opraHusaumaMn, BXOAALLMMY B DefepasibHbl CNUCOK 3KCTPEMUCTCKUX MaTepuanos U (U1K)
MepeyeHb NMHOCTPAHHbLIX U MEXAYHAPOAHbIX HEMPaBUTEAbLCTBEHHbIX OPraHu3aunii, AedTeNlbHOCTb
KOTOpPbIX  MPU3HaHa, Hexenate/bHOW Ha ' Tepputopun  Poccuinckori  depepaunn, U
nponaraHAVPYOLWNX HeTPaANLMOHHbIe ceKCyalibHble OTHOLUEHUA U (Man) NpeanoyTeHns, CMeHy
nona, a Takxke aBTOPbl KOTOPbIX MOMaAalT B NepeyeHb NNL, HAXOAALLMXCS MOJ WHOCTPaHHbLIM
BNVSAHUEM,;

4) B pamKax BbIMOJIHEHWUS 33434 N0 MHOOPMALIMOHHOMY O6CIYXMBAHWKO B CTALVIOHAPHOM W
AVCTaHLUVMOHHOM pexumMax nonb3oBatenein bULL:

—  Un3y4yeHVe/BbiiBNEHME NHGOPMALIMOHHBIX noTpebHoCTel OTAENbHbIX KaTeropum
nonb3oBatenen bAL;

— npoBefeHVe AN Ooby4yarolmMxcs YHMBepcUTeTa 3aHATUIM MO OCHOBaM WHGOPMaLVOHHOM
KynbTypbl;

—  pa3BuTMe Yy NoJib30BaTesIel HaBbIKOB MOJ/Ib30BaHUA KHNTOW; BUILL, 31eKTpOHHbBIM KaTanoromM v
APYrMMU MHPOPMALMOHHO-MONCKOBBIMW CUCTEMaMU;

— npoBefeHVe MacCoBblX WHPOPMALMOHHbLIX MepornpuaTUA AN OTAeNIbHbIX  KaTeropuii
nonb3osateneri BULL ¢ uenblo obydeHus MeTofMKe MOUCKa WMHPOPMaLMK B HAy4HbIX W

A
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obpa3oBaTebHbIX pecypcax, a Takxke NnpuMeHeHNo nHGopmMaLmm B 06pa3oBaTeibHON 1 HAYYHOW
fesATeNbHOCTY;

— npoBefeHne KOHCYbTauuin 1 MeponpusaTmnii Nno opMmnpoBaHno MHGOPMALIMOHHON KyNbTypbl
rnonb3oBaTenew UL,

3.3. PacnpegeneHne o06s3aHHOCTelr Mexay paboTHuMKamm OTaena OCyLlecTBASeTCa Ha OCHOBe
AOMKHOCTHBIX MHCTPYKLMIA C YYETOM BHYTPEHHEN cneuyanm3aumm paboTHNKOB N0 HanpasieHUsaM
AeatenbHocTn OTaena.

3.4.3aBegyrolnii 1 paboTtHUkM OThena no pacnpejeneHnto 0683aHHOCTEN B AO/IKHOCTHbIX
NHCTPYKUMSX ANSA BbIMONHEHVA CBONX 06A3aHHOCTEN MMEKT NpaBo:

— npwBaekaTtb, NPV HeOBXOAMMOCTM (MO COrNacoBaHUIO C PYKOBOACTBOM), K peLUeHMto 3a/ay B
npegenax komneteHumn Otaena paboTHMKOB oTaenos bUL;

— 3anpawvBaTb W NoayyaTb OT CTPYKTYPHbIX noApasgeneHunii bUL, B yctaHOBNeHHOM nopsigke
HeobxoanMyto ans paboTbl OTAena MHGopMaLmio, MaTepmansl, JOKyMeHTauuIo;

—  MpeACTaBUTENbCTBOBATb MO MOPYYEeHUIO PYKOBOACTBa B 6UOIMOTEKaX, ydpexXxaeHusx u
opraHmsaumsax no Bonpocam, CBA3aHHbIM C AeaTeNbHOCTbro OTAena;

— OpraHv3oBbIBaTb W  NPOBOAUTb  MeponpuAaThs,  HarpasieHHble . Ha  peanm3auuto
NHPOPMALMOHHO-KOHCYIbTALMOHHbIX 1 0by4YaroLwmx ¢yHkumin OTaena;

—  MOBbIWATb KBaNUPUKALMIO B COOTBETCTBUU C TPYAOBbLIM KogeKcoM Poccuiickor ®eaepaunm;

— BeCTM B YCTAaHOBNEHHOM MOPAAKE TMepennucky C BubnrvoTekamu, - yupexaeHuamm u
OopraHm3aumsmMm no Bornpocam, CBA3aHHbIM C JeATe/IbHOCTbIO OTAeNa;

— TMPeACTaBnATb K MOOWPEHU  OTANYMBLUMXCA  PaboTHUKOB; BHOCUTb  PYKOBOACTBY
npeasoxXeHns O AUCUMMANHAPHbBIX B3bICKAHUSAX B CAy4YasxX HapylleHus TPyAOBOW 1
NPOU3BOACTBEHHOW ANCLINMANHBI.

4. OTBEeTCTBEHHOCTb

4.1. OTBETCTBEHHOCTb PaboTHMKOB OTAeNna ycTaHaBAMBAETEA NX AO/HKHOCTHBIMU UHCTPYKLMAMMN,
MpaBunaMun BHYTPEHHEro TPYAOBOro pacropsfka, AOKYMEHTVMPOBAHHBLIMU MpoLedypamMu CUCTEeMBbI
MeHefkMeHTa kadectBa CyplY, AelCTBYIOLWWUM agMUHUCTPATUBHBIM, YrONOBHbIM, FPaXAAHCKUM
3aKOHOZaTe/IbCTBOM.

4.2. Ha 3aBegytowtero OTAenoM Bo3/1araeTcs rnepcoHasibHas OTBETCTBEHHOCTb:

— 33 opraHusaumio geatenbHocTy OTaena no BbINONHEHUIO BO3/IOXEHHbIX Ha HEro 3ajay;

— opraHu3sauuio B OTzene onepatvBHON 1N KaYeCTBEHHOW NOArOTOBKW NCMONHEHUS AOKYMEHTOB,
BeJeHve e/loNpon3BOACTBA B COOTBETCTBMU € ACMCTBYHOLMMW NPaBUIaMU U UHCTPYKUUAMU;

— cobnogeHve pabotHnkamn OTaena TPYAOBON ANCLUUMAVHBI, MpaBui BHYTPEHHEro TPyA0BOro
pacnopsaaka;

— noabop v paccTaHOBKY paboTHMKoOB OTaena;

— obecreyeHVe COXPaHHOCTM UMYLLLECTBA, HAXOAALLErocs B N0/1b30BaHUM paboTHMKoB OTAena.

5. B3aumMoOTHOLLEeHMsA U CBA3U C NoApa3aeneHUuamMu

5.1. Ans  AOCTUXEHUS MOCTaBJEHHOM Uenn W pelleHus 3aga4 OTAen B3aMMOAENCTBYeT C
PYKOBO/ACTBOM, ObLLLECTBEHHbLIMW OpraHaMu YNpaBieHWs, VHCTUTYTamMK, Kadeapamu 1 Apyriumu
CTPYKTYPHbIMU MNOAPA3AeNeHNAMM YHBepCUTETA:

AO/HKHOCTHOE 1L,

HanMmeHoBaHwue nonyqel-me npep,OCTaBJ'IEHI/Ie
noapasaeneHnsa
PeKTOp — nNprKa3bl; - CJ'Iy)KE6HbIe 3anncku;

— Pacnopsa>XXeHn4d, — MAaHbl, OTYEThI
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— 3anpocbl NHGOpPMaLK

[MpopeKkTopsl

— pacnopsKeHus

— CyXebHble 3anuncku

PykosoguTtens BN,

- VHpopMaLuumsa, MaTepuabl,
cny>kebHasa fJoKyMeHTaums,
HeobxoanMas ANa AesTeNbHOCTU
OTaena;

— MpeanoXeHNs Mo naaHy paboTsl
OTaena;

— yTBepPXAeHHas MHCTPYKTUBHO-
MeToAMYecKkast U TeXxHoornyeckas
[AOKYMeHTaLums

— nnaHbl 1 oTyeTbl OTAENa;

— pernameHTupytoLas,
TeXHOJIornyeckasl, UHCTPYKTUBHO-
MeToAMYeckas JOKyMeHTauuns
OTaena;

— NpeaaoxXeHns No yayylleHnto
peatensHocTn OTAENa;

— rpadvk paboTbl paboTHNKOB;

— rpadukn ovepesHbIX OTMYCKOB
paboTHMNKOB

OTaen bnbnnoTeyHsbIxX
TEXHONOrU "
COLMOKYNbTYPHbIX
KOMMYHMKaLMiA

— WHCTPYKTMBHO-MeTOoAMYecKme 1
TeXHOoMornyeckne JOKyMeHThbI;

— VHpopMaLmsa o nybankaumsx,
NOCBSALLEHHbIX aBTOMAaTM3aLNN
616NOTEUHbIX MPOLIECCOB,
MeTOANYECKON AesATeNbHOCTY;

— Heobxoaymoe annapaTHoe r
nporpaMMHoe obecneveHue;

- nHbopMauus 0 MPOBOANMbIX
MeponpuATUSIX YHMBepPCUTET],
NHGOPMALMOHHBIX MaTepranos K
MeponpuaTuaM (adbuin, bykneTsl)

— uMHPopmMauma Ha caiiT bUL, no
HanpasfieHWto gesTenbHOCTU OThena;
- wnHbopMauus 0 NPOBOANMbIX B
OTpene MeponpusaTUAX Ans
pa3mMeLleHuns Ha caliT UL,
YHMBepcnTeTa, B OTKPbITbIX Fpynnax
coumanbHbIX ceTel, ANs nevaTun
NHGOPMALMOHHBIX MaTepranos K
MeponpuaTuam (aduLl, 6ykneTos 1
T.4.);

— 3as8BKW Ha 06CNyXMBaHME TEXHUKN
N HaCTPOWKy MPOrpamMmMHOro
obecneyeHus;

— '3a5BKW Ha TexHU4Yeckoe
COMPOBOXAEHVE MEPONPUATA

OTpen conpoBOXAeHWA
nccneaoBaTeNbCKOW
AesaTeNIbHOCTU

— WHCTPYKTMBHO-MEeTOANYECKMNE U
TeEXHOIOTN4yeckne JOKyMeHTbI;
— CNpaBKW Mo 3anpocam

— 3asBKU Ha npoBejeHue
06yuYaoLWVX MEPONPUSATUIA

OTaen KoMnaeKkToBaHUS
1N Hay4HOV 06paboTKM
[LLOKYMEHTOB

— HOBble MOCTYM/eHUNS 4OKYMEHTOB;
— pekomeHzauuu Nno 3ameHe
JAOKYMEHTOB, yTPayeHHbIX .
noNb3oBaTensmm

\

—! 3aABKW Ha NpnobpeTeHne
fokymeHTOB B doHA BUL;

—  CMUCKN KHUT 1 Nepuoanyeckmx
N34aHWNI, PEKOMEHAOBAHHbIX K
VICKNIFOYEH U0 13 B1BINOTEYHOTO

doHza

Otpen no paborte ¢
nepcoHanom

- uHpopmaLma o6 aTrecTtaymm
pPaboTHUKOB;

— CNXCOK PaboTHMKOB, paboTaroLLmx
B CyplY Ha TekyLLUMiA Nnepunoga;

— $OpMbI JOKYMEHTOB ANS
3aMnoAHeH s

— aTTecTaunoHHas AOKYMeHTaLms Ha
paboTHUKOB;

— cnyxebHble 3anucKkuy;

— rpaduKkn ovepesHbIX OTMYCKOB
paboTHUKOB;

— Tabenb y4yéTa MCNONb30BaAHMS
pabouero BpemMeHu

OTaen MmeHeKMeEHTA
KayecTBa 0bpa3oBaHuUs

— CyXebHble 3anunckuy;

— KOMWM BCEX JOKYMEHTOB,
CBSA3aHHbIX C feAaTeNbHOCTbo OTAena;
— nNAaHbl/rpaduKkn BHYTPEHHUX
ayAnTOB

— nnaH paboTbl Ha rog;

— MpPOEKTbl JOKYMEHTOB CUCTEMbI
MeHeKMeHTa KauecTBa;

— OT4eTbl 0 paboTte

OTpen yyerta pacyeTtos

— KBUTaHUNW K NPUNXOAHbIM
KaCCOBbIM OpAepam

— Yeku (opuUrnMHanbl 1 Konmm) no
nAaTHbIM ycayram;
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— peecTpbl Ha CAAYy HANYHbBIX U
6e3HaNNYHbIX AeHEXHbIX CPEACTB Mo
nAaTHLIM ycyram

OTzen opraHmsaymm
TpyZAa 1 3apaboTHO

rpaduk paboTbl paboTHMKOB BUL,

naathbl
MnaHoso- — cnyxebHble 3anmMckm — cnyxebHble 3annckm
3KOHOMWYECKNIA OTAeN

YnpasneHue - — CnyxebHble 3annckn

06LLEeCcTBEHHbIX CBSA3EN
N NHPOPMALIMOHHO-
n3AaTeNbCKo
JfesATenbHOCTU

YnpasneHve nmyliecrtea | -
1N MaTepuanbHo-
TeXHNYEeCKoro
obecneueHus

Cy>XebHble 3annckm
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MHPOPMALIMOHHOIO LLeHTpa cTp. 913 10
JincTt peructpauumn NU3SMeHeHn
@.1n.0. aTa

Coaep>xaHue AaTta AaTa A
Ne o Homep pa6oTHMKa, BCTyn/eHunaA
N3MEHEHUN n nux noanncaHusa BHeceHus o
n3m. npukasa BHecluero . | N3MeHeHnn

KooOpAWHaThI npukasa N3MeHeHUI
N3MeHeHNs B cuny
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.......... WH$OpMaLIMOHHOro LieHTpa cTp. 10 M3 10
Jinct o3HakomMJieHuA
Ne n/n AOMKHOCTb ®.1N.0. AaTta Noanucob




