®EIEPAJIBHOE I'OCYJJAPCTBEHHOE BIOJ)KETHOE
OBPA30OBATEJIbHOE YUPEX/JEHUE BBICIHIEI'O OFPA30BAHUA
«KYBAHCKUM I'OCYJAPCTBEHHBI MEJUIIMTHCKAI YHUBEPCUTET»
MUHUCTEPCTBA 3JPABOOXPAHEHUS POCCUUCKON ®EIEPAILIAN
(®I'pOY BO Ky6I'MY Mun3apasa Poccun)

VTBEPXKIAIO
Pexrop @I'HOY BO KyoI MY

MMOJIOXKEHHUE OB OTAEJIE
BUBJIMOTEYHO OBPABOTKU JOKYMEHTOB
N OPTAHM3ALIMN KATAJIOI'OB

1. O6mme Ho0KeHHS

1.1.0tnen Gubmroreunoit o6paboTKM JOKYMEHTOB U OpraHM3allHH KAaTaJoroB (Janee -
Otzmen) sBASETCS  CTPYKTYPHBIM — mojpasfeneHueM  (enepaabHOro  IOCYAapCTBEHHOTO
GrO[KETHOTO ~ 00pa3oBATENLHONO — yupeXkIeHWs:  Beicmrero  obpasoBanmusa  «KyOaHckmit
rOCYIApPCTBEHHBIN MEMIMHCKHA YHHBEPCUTET» MHHHCTEPCTBA 31paBooxpaHeHns Poccuickoi
Oepepanun  (nanee — YHuBepcuteT). Hacrosimee NONOXEHHE pETYIHPYET MAEATENBHOCTH
Ortzena, ompenenseT ero e, 3agayun, QyHKIUH, IpaBa H OTBETCTBEHHOCTD.

1.2. OTgen kak CTPYKTypHOe MOApa3fefieHHe YHHBEPCHTETa HAaxXOAUTCA B 0OIIEM
HOAYMHEHUH PEKTOPY YHHBEPCHTET2 M B HEIOCPEACTBEHHOM MOJYMHEHHH 3aBEAYIOMEMY
O6u6INOTEKOH.

1.3.0Tmen  co3maeTcs, pPEOPraHU3YETCs, JHKBHIMPYETCS, TIPHKA30M  pEKTOpa
VHHBEPCHTETA, IO MPEIOCTABICHAIO 3aBEAYIOEro OHOIMOTEKOMH,

1.4.01men  BosrmaBngeT 3aBenyronmii. 3aBemyrommi  OTAenoM HasHadaeTcs M
ocBOOOXKJaeTcs OT 3aHMMaeMoOM JOJDKHOCTH IIPUKAa30M  PEKTOpa  YHHBEPCHTCTa, II0
IIpe/ICTABNICHHIO 3aBeAyrommero omubnuorekoif. 3apexyromuil OTAENOM AODKEH HMETh BhICIIEE
crenyainbHoe 00pa3oBaHue B CTaX paboTHI [0 CIIENHATBHOCTH HE MeHee 3-X JIET.

1.5.3aBenyromuit OTHENOM ABISETCS WieHOM MeTOMYecKoro coBeTa OMOINOTEKH.,

1.6.0Taen B cBOEH AEATEIBHOCTH PYKOBOACTBYETCS:

-Koncturynueit PO;

-JICHCTBYIOIINM 3aKOHOJATENbCTBOM Poceniickoll @eaepanuu;

-IpHKA3aMH ¥  paclopsKeHHsMH  MUHMCTepCTBa  3/paBooxpaHenus PO wu
MurmctepcTBa o6pazoBanus u Hayku P®; Munucrepcrsa KkynsTypst PO,

-VcraBom YHuBepcuTeTa M JIPYTUMH  JIOKAJBHBIMH  aKTaMH, ACHCTBYIOIIUMH B
VYHEBEpCHTETE;

- pemenusiMu YueHoro CoseTa YHUBEPCHTETA,

- IpUKa3aMu U PacOPSDKEHUSIME PEKTOpa Y HUBEPCUTETA,

-pyKoBOICTBOM 110 KauectBy ®W pokymenranmu CMK ®I'BOY BO Ky6I'MVY
Munzapasa Poccuy;

- HacrostuuM [lonoxxeHueM.



2. Ctpykrypa u Kaaposblii cocra OTaena

2.1.CtpykTypa 1 mraT OTzeNa yTBEPKAACTCS PEKTOPOM Y HUBEPCHTETA.

2.2.B mrar Otaena BXOXAT JOSDKHOCTH, MOMMEHOBAHHEIE B INTATHOM PaclMCAHHU:
3aBelyIOIMH OTAEIOM, 3aBeIyOLIHH CEKTOPOM KaTaJIOTH3AINH, PEAaKTop, OUOIHOTEKaph.

2.3.Cotpynruku OTtaena mpHHAMAIOTCS Ha pabOTy W OCBOOOKIAIOTCS OT 3aHMMAaeMON
JO/DKHOCTH MPHKAa30M pEKTopa YHHBEPCUTETa, [0 NPEAOCTABICHHIO 3aBEIYIONIETO
Oubmnorexoil. JIOIDKHOCTHBIE O0SA3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh, TpeOOBaHMA K
kpamipukanun  paboTHuKoB OThena ONPEAENsOTCS TPYJAOBBIM JOTOBOPOM, JOKHOCTHBEIMH
HHCTPYKIMAMH U HacTosmuM I lomoxkennem.

3. OcHoBHbIe 3agauu OTaena

3.1.0cymiectaser 6ubmuoreynyro o6pabOTKY HOBBIX IOCTYIUTEHHH B (OHZ
OHONMHOTEKH B COOTBETCTBHH C  JCHCTBYIOUIMMH  HOPMATHBHO-TEXHOJIIOTHYECKHMHU
TpeboBarusMu 6ubmoTewHbx 'OCToB.

3.2.0nTEMH3UPYET TEXHOJOTHIO IIPOM3BOACTBEHHBIX IporieccoB OTAena Ha OCHOBE
KCIIONB30BAaHMS aBTOMATU3HPOBAHHBIX TEXHOJIOTHIA.

3.3.Befer KaTanorusanuio AOKYMEHTOB B aBTOMATH3MPOBAHHOM WHTErPHPOBAHHOM
6ubmroreunoit cucreme AVIBC «Merallpo».

3.4.0opMupPYET U IpPEAOCTABJACT IOJHYID HHGOPMAIHIO O COCTaBe OHOIHOTEYHOrO
¢omma gepes CHCTEMY KaTalOroB.

3.5.BHenpsaer MHHOBaMOHHbIE OUONMOTEUHBIC U KOMITBIOTCPHEIE TEXHOJIOIHH.

3.6.06ecneurBaeT NOJHOTY, JOCTOBEPHOCTh M TOYHOCTH YYETHOM HHpOpMauu O

¢onme 6ubIIHOTEKH.

4. ®ynkuun Otaea.

4.1.0cymecTBiIseT KaTAIOTH3aIHIO0 JIATEPATY L

4.1.1.Cocrapnger 6ubmorpaguduecKyio 3amiCh HAa MMOCTYIIAIOIIHE IOKYMEHTH B (hOHJ
OuONMOTEKH B COOTBETCTBHH C AcHCTBYOMMMH OubOmroTeynbMy I"OCTamu.

4.1.2.MlHpexcupyeT, CUCTEMAaTH3UPYET M NPEIMETH3UPYET MOKYMEHTHI IO TaONIHIaM
oubmoreyno—Onbmorpaduueckoit xiaccupukanun (BBK) M yHuBepcanbHOW JecaTHYHOM
knaccudukanuu (Y IK), pyGpukaropy.

4.1.3.PegaxTupyer amemeHTHl OmOnuorpaduyeckux samucedt: Gubmmorpaduueckoe
ONHCaHHe, KIAaCCHPUKAIMOHHBIE HHAEKCH], KIIIOUeBHIE CIIOBA, IPEAMETHBIE PYOPHKH H T.JI.

4.2.Beomur OuOmHorpaguyecKkne JMaHHBIE HA KHHTM B JJEKTPOHHBIA KaTajor
6ubmoTexy.

4.3. Bener, pemakTHpyeT dJIeKTPOHHEIA M KaPTOYHBIE KATaI0rH OHOIHOTEKH.,

4.4.0dopmnser karaiory, PaspabaTeBacT 0 BHEAPSET CHCTEMY MPOIIAraHIbl KATaI0roB
(aJIrOpUTMBl ITOMCKA, IIAMATKH, IYTEBOANTEIH, IIAKATHI H Jp.)

4.5.Beger H pemakTHpyeT andaBUTHO-IPEAMETHBIN yKasaTellb K KapTOYHOMY
CHCTEMAaTH9eCKOMY KaTasory.

4.6.Coznaer cnpaBounslii anmnapar OTaena, BeJIeT BCIIOMOraTeNbHEIE KAPTOTEKH.

4.7.IlpuMeHsIeT aBTOMAaTH3HPOBAHHYK) HHTEIPUPOBAHHYIO GHOMMOTEYHYIO CHCTEMY B
COYCTAHMH ¢ TEXHOJOTHEH IITPUXOBOIO KOJUPOBAHHSA NOKYMEHTOB, JUIS aBTOMATH3HPOBAHHOM
KHHTOBBIIAYH.

4.8.0OcymiecTBIsIET TEXHUYECKYIO 00pabOTKy TOKYMEHTOB,

4.9.Bener MeTou4ecKyro paboTy 1o BolpocaM OHOIHOTeYHOM 00paboTKH JOKYMEHTOB
¥ OpraHu3allii KaTaloroB.

4.10.PazpabaTbiBacT OpraHM3AMOHHO — PACTOPSIUTEIBHEIE M TEXHONOTHYECKHE
JOKYMEHTHI, perIaMeHTUPYIOMHE JesTeapbHoCcTh OTaena.



5. Ynpasaenne Otaesom.

OcHoBHbIe pyHknnn 3aBeayomero Oraeiom.

5.1.PyxoBogctBo OT/ENOM OCYHIECTBISICT —3aBEAYIOUIMM, KOTOPHIH Ha3HAdaeTcsd H
0cBOOOXMAaeTCA OT 3aHMMaeMOH JODKHOCTH IpPHKA30M pPeKTopa YHHBEPCHTETa, IO
OpPEACTAaBICHUIO  3aBeldyromero Oubmuorexoif. Ero  dyHKnuoHansHbE  06S3aHHOCTH
OTIPENENAIOTC  AO/DKHOCTHOM — mHcTpykumed. 3aBemyiommii  OTjgesnoM  NMOAYMHEETCS
HENIOCPENCTBEHHO 3aBEyIOIeMy OHOIHOTEKOH,

5.2. OcHOBHBIE GYHKIHH 3aBeayrouiero OTaemoM:

-OCYINECTBIAECT PpPYKOBOACTBO OTHENOM H HECET OTBETCTBEHHOCTh 3a KAadeCTBO H
CBOEBPEMCHHOCTD BEBINOJIHEHHSA BO3JIOKCHHBIX HacrosmmM IlonoxenweM (yHkumii m 3amau.
Brimonnser Bce Texyiye 0613aHHOCTH 110 OpraHu3aiy H 00eCcIeYeHHIo feaTeapHocTH OTaea;

-HECeT OTBETCTBCHHOCTH 33 TEXHHKY 0€30IIaCHOCTH, OXPaHy TPY/a, IPOU3BOICTEEHHYIO
CaHUTapHIO M THTHEHY, OXapHYIo 6e3omacHocts B OTnese;

-BHOCHT B YCTAHOBJICHHOM IIOPSAKE IPEIOKEHHS 0 MoowmpeHnu pabortaukos OTena,
a TAKKE O HATOKEHUH JUCIUILTHHAPHBIX B3bICKAHMIA;

-paspabaTeIBa€T M COCTAaBNSIET  OPraHU3alMOHHO-  pACIOPSJAWTEIbHBIE U
TEXHOJIOTHYECKHE JOKYMEHTEL,

-OpraHusyeT paboTy IO IIOBBIIEHHIO NPO(ECCHOHANBHOIO YPOBHS COTPYAHHKOB
Ortpena;

-aHAIM3UPYET AearenbHocTh OTEna;

-H{3ydJaeT OmBIT paboTel ApYTHX OMOIHMOTEK IO BompocaM OubiHoTeuHOM 06paGoTKH
JOKYMEHTOB ¥ OPraHW3al[iH KaTaJIOTOB, aHAH3KUPYET JAesTenbHocTh OTaena;

-TIPEJIOCTABIISIET €XKErOAHBIE H KBAapTalbHbIEC IUIAHBI, OTUETEI 0 AeaTennpHoctd OTaena
3aBenyroumeMy OHOINOTEKOH.

5.3.B meprona BpeMEHHOTO OTCYTCTBHS 3aBenyioinero OtaeiaoM (KOMaHIHPOBKA,
OTIIYCK, BPEMEHHAs HETPYyAOCHOCOOHOCTb H Jp.) €ro OOS3aHHOCTH HCIONHAET 3aBEeAYIONHii
CEKTOPOM KaTaJIOTH3allHH oTAena OuOiamoTeyHoll 00pabGoTKM JOKYMEHTOB H OpraHU3aiuH
Karajoros, KOTOPbI HECET OTBETCTBEHHOCTD 32 KAUECTBEHHOE, (P (PEKTHBHOE U CBOEBPEMEHHOE
UX UCITOJTHEHHE.

6. lenonpousBoacreo Otaena

6.1 enonpoussoacteo B Otmene Benercs B COOTBETCTBHH ¢ HoMmeHKiaTypol pern,

YTBEPXKICHHOH PEKTOPOM Y HHBEPCHTETA.
6.2.Yuer pabotel Otzena OCyIIECTBISETCS B ZOKYMEHTaX, YCTAHOBJIEHHOTo obpasia

I OuOIHOTEK.

7. AmymectBo 1 cpeactea Ornena

7.1.0THen B OTHOMIEHHMM 3aKPEIUICHHOIO 3a HHM HMYIIECTBA OCYIIECTBISET IIpaBa
HOJIE30BaHAS H DACIOPDKCHHS MM B IIpelieaX, YCTAHOBJIEHHBIX 3aKOHOM, B COOTBETCTBHH C
LEIBIO CBOEH NEATENLHOCTH, 3aJaHUSIMHU U Ha3HAYCHUEM MMYIIECTRA.

7.2.0Tnen HeceT OTBETCTBEHHOCTh Iepell YHHUBEPCHUTETOM 3a COXPaHHOCTh H
3¢ (eKTHBHOE HCHOIB30BAHUE 3aKPEILICHHOTO 33 HHM UMYIIECTBA.

7.3.MymecTBO, nepefaHHOe YHHUBEPCHTETOM, HaxoauTcs B OTHeNle W COCTOMT Ha
OayaHce YHUBEpCHTETA.

743a OrmenoM B IeNAX OCYHIECTBICHHS pafoduero Mponecca 3aKpeILIsSIOTCs
IIOMEINEHHUS, KOMIIBIOTEPEL, CETEBOE 000PYAOBaHHE, OPTTEXHHUKA H CPEICTBA CBSI3H.

7.5.@unancupoBanue gearenbHocTH OTAeNa OCYIIECTBISCTCS B CMEIIAHHOM dopMe B
YCTaHOBJICHHOM ITOPSZIKE 3a CUET:

- OIOIDKETHBIX CPENCTB BBIEISEMBIX 110 CMETE;

- BHEOIO/KETHBIE CPEJICTRA.



8.B3zaumonecrsue. Ceasu OTnena

8.1.01nen nmpeocTaBiseT:

-3aBeAyIomeMy OHOIHOTEKO Ha COIVIaCOBAHUE, PENAaKTHPOBAHHE M YTBEPIKICHHE:
OpraHH3AIHOHHO-PACIOPSIIUTEIBHEIC M TEXHONOITHIECKHE JOKYMEHTEI, IJIAHE! B OTYETHI OT/EA,
3asBKH Ha HEOOXOIMMOE MpOrpaMMHOe obecreueHne, BEYACIUTENbHYIO TEXHHKY, PacXOTHLIE
Marepraibl, PEMOHT O0OpYIOBaHWS K IIOMENIEHHS, KaHIEIAPCKHE TOBaphl, OHOIHOTEUHYIO
TEeXHHKY;

-oT/eIaM OHOJIMOTEKH; KaTaNOXHBIE KapTOYKH JJIi OpraHM3alliH KaTajloroB, Ha
TOCTYIHBIIYIO IHTEPATYPY.

8.2.0tnen nosxy4aert:

-OT 3aBEAYIOMIEro OWOIHOTeKOM: YyKasaHWs W paCIOPSKCHHUS II0 OpraHMW3allll
IPOHU3BOACTBCHHON AesTenpHOCTH OtTaena, yTBEpXXIOEHHBIE HHCTPYKTUBHO-METOAUYECKHE H
TEXHOJIOTHYECKHE AOKYMEHTHI, HHPOPMAIHIO O WHHOBAIMAX, H3OAHUAX U MyOIHKANUgX IO
npodmmo Otrena, o6opynoBanue, KaHIEIIPCKUE TPHHALIEKHOCTH, OHOIHOTEYHYIO TEXHHUKY,

- OT OT/IeNIa KOMIUIEKTOBAaHHS: KOHTPOJIFHEIE HU(PE HOBBIX NOCTYIICHAH JTHTEPATYPH,
ceefieHMsi 00 pacmpejlelleHHH HOBBIX H3JaHWi [0 oTAenaM OHOIMOTEKH. Y TBEPXK/ICHHBIE aKThI
Ha CIIHCaHHeE JINTEpaTypsl u3 OubmuorednHoro ¢poHza.

8.3.B3aumMoieiicTBHE ¢ OPYTHMH CTPYKTYPHBIMH IOJpa3fCNeHUSIMH Y HUBEPCUTETA IO
Mepe HEOOXOTUMOCTH U B IIpe/ieNiaX CBoel KOMIETEHIMH.

9. Opranm3amnus AesreJbHocTn OTaena.

9.1. Opranmsamus jesrenpHocTH OTAena: omlara Tpyzna, pabouee BpeMsa M BpeMs
OTABIXa, QYHKIHOHAJBHBIE [IpaBa H 00A3aHHOCTH COTPYIHUKOB, HHEIE YCJIOBUS PETYIHPYIOTCH
Tpymoeeiv  Kogexkcom Poccumiickoit  ®Pepepanvu, TpyAOBHIM — JIOTOBOPOM, [IPaBHIAMH
BHYTPEHHETO TPYAOBOTO PACIIOpsiaka YHHBEPCHTETA, MOJDKHOCTHOH HHCTPYKUMEH M HHBIMH
AKTaMH, PEryJUPYIONMMHA TPYAOBEIE OTHOLICHHS.

9.2.0pranm3anus gestenpHOCTH OTIENa — OJHA M3 COCTaBILAIOLIMX IUIAHMPOBAHHA
JIEATENPHOCTH  OMOIMMOTEKH. EJKErofHO COCTaBisieTcs M YTBEPXKAACTCS IUIaH  paboThI
OUOIHOTEKH, OCHOBAaHHAIN Ha BEINOIHEHUH BO3JIOKEHHEIX (YyHKIUIA 1 3ana4 Ha OTAer.

10. KoutpoJsb, npoBepka U peBu3Hs JesiTesqibHOCTH OTaena
10.1.KouTpos 3a gestensHocThi0 OTHENa OCYIIECTBIAET 3aBeyIomui OHOIHOTEKOMH.
10.2.3aBeayromuii OTAEIOM O CBOEH NEATEIBHOCTH OTYHTEIBACTCS MEpe]] 3aBeAyIOIUM

O6ubMHOTEKOH.
10.3.Kontpons, mpoBepka W peBu3us pearenbHocTH OTnena OCYIIECTBIACTCS B
HOPAAKES, YCTAHOBIEHHOM J€HCTBYIOINMMHE HOPMATHBHEIMH aKTaMH.

11. Peopranmsaums u quksupanus Otaena

11.1.IIpexpamenue pesteabrocTd OTAEIA OCYIIECTBIETCS ITyTEM €€ TUKBUIAIUH HIH
PEOPraHU3aIlii H BHECEHHS COOTBETCTBYIOIUX H3MEHEHHH B CTPYKTYPY H INTATHOE PACIIHCAHHE
YuuBepcurera.

11.2.0taen  peopraHmsyeTcs WM JNHKBUAHPYETCS  NPHKA30M pEKTOpa MO
TIPEIOCTABICHHIO 3aBEAYIONIEro OUOIHOTEKOH.

11.3.1lpn peoprammsanuu Otaena HMeEIoIHuecs TOKYMEHTHl 10 OCHOBHOH
JIEATENILHOCTH TO/IKHBI OBITh CBOEBPEMEHHO IepeAaHbl IPaBOIPEEMHUKY, 8 IIPH JIHKBUIAINH —
B apXUB Y HUBEPCHUTETA.



12. OrBeTcTBeHHOCTL OTaCIA

12.1.0Taen HeceT OTBETCTBEHHOCTH 3a CBOCBPEMCHHOE, IIOJHOE M KadeCTBEHHOE
BEIIOJIHEHWE GYHKIMHA © 3ana4, Bo3lokeHHBIX Ha Ortaen, cobmoneHue TpeGoBaHH
HOPMaTHBHO-IIPABOBBIX  JIOKYMEHTOB, pErIaMEHTHPYIOIMMX  BOIPOCH  OHONIHOTEYHOMN
IesITENEHOCTH.

12.2.IlepcoHansHas  OTBETCTBEHHOCTh  pabOTHHKOB OTxaena  yCTaHABIMBACTCA
JOJDKHOCTHBIMY WHCTPYKIUSMH SO0 TPYJOBBIMU JOTOBOPaMH.

3aBenyromuii 6HOMOTEKOMH % L
«IO»_ 0% 20fr. -. ,) 7 : // I'.B. Mapxrpad
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