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MNOJIOKEHHUE Ob OTAEJIE
OBCJIYKUBAHUSI HAYYHOM JIMTEPATYPOM

1. O01mne no1oKeHHs

1.1.0tnen obciykuBaHusi HaydyHoW nuTeparypoil (manee - Orzaen) sBiseTcs
CTPYKTYPHBIM 10/1pa3/Ie/IeHHEM (henepanbHOro rocy1apCTBEHHOTO O10/1KETHOTO
00pa3oBaTeNbHOTO  yupekaeHHsi Bbicuiero oOpasosanns «KyOanckuii —rocynapcTBeHHbIH
MeJIMIHHCKHIT yHuBepcuTeT» MuHHCTEpeTBa 31paBooxpanents Poccuiickoii Desepaliny (nanee —
VauBepcuter). HacTosiiee monojkeHHe perymupyer aeaTenbHOCTh OThena, onpeienser ero
1eJH, 3a1a4u, QYHKIHH, TpaBa i OTBETCTBEHHOCTE.

1.2. Otmen Kak CTPYKTYpHOE TOjpa3jielieHne YHHBEpCHUTeTa HaxoauTcs B 00lieMm
MOJYMHEHHH PEKTOPY YHHBEPCHTETA H B HENOCPEJACTBEHHOM TIOJHHHCHHH 3aBEYIOLIEMY
OHOIHOTEKOH.

1.3.0Ttaen  co3jaercs,  peopraHu3yeTcs,  JMKBHAMPYETCs,  MPHUKAa30M  peKTopa
YHHBEpPCHUTETA, 110 MPE0CTABIEHHIO 3aBEAYIOIEro OMOIHOTEKOH.

1.4.0Tnen Ro3raaBiaser 3aBeyiomuii. 3aBeayoumii  OTaesoM  HasHayaeTcs M
OCcBOOOKIAETCS OT 3aHMMaeMoil  JO/DKHOCTH  MPHKAa30M  peKropa  YHHUBEpCHTETa, [0
Mpe/ICTABIEHMIO 3aBeytomero Oubauorexoi. 3aseayiomui OTAenOM J0KEH MMETh BBICIICE
crenuanbHoe 06pa3oBaHKe M CTaXxK paboThl M0 CrELHATILHOCTH HE MEHEe 3-X JIeT.

1.5.3aBeaytommit O1j1en0m spjsieTest 4ieHoM MeToanyecKkoro copera OuOIMOTEKH.

1.6.011e1 B CBOCH AeATENBHOCTH PYKOBOJICTBYETCS:

- Koncruryuueit PO:

- IeHcTBYIONINM 3aKoHoaTenbeTBoM Poceniickoit ®enepannu;

- IPUKA3aMHU M pacropsbkeHusiMi Munnctepersa 3apasooxpanenus PO n Munncrepersa
obGpazosanus 1 Haykn PO, Munucrepcrsa KyabTypbl PO;

- VerapoMm VYHHBepcHTeTa W IPYTMMM  JIOKQJIbHBIMH aKTaMH, JCHCTBYIOIIMMH B
VYHuBepcurere;

- pereHHsiMH YueHoro Coseta Y HUBEPCHTETA,

- MPHKA3aMH H pacropsiKeHHsIMH PEKTOpa Y HHBEPCUTETA;

- PYKOBOZICTBOM 110 KadecTBy H jokymenTaiun CMK @I'BOY BO Ky6I'MY Munsipasa
Poccun:

- HactosmuM [lonoxennem.



2. CtpykTypa u kaaposbiii coctaB OTaena

2.1.Crpykrypa u wrat Otzena yTBepXkKaaeTcs peKTOpOM Y HUBEPCHTETA.

2.2.B mwrar Ornena BXOAST JOJDKHOCTH, NMOMMEHOBAHHBLIE B LITATHOM pACIHMCAHHH:
3aBe/lyIOLINH OT/IENIOM, TIaBHBIH OubmoTexapb, OubAHOTEKAPD.

2.3.Corpymanku OT1ena NPUHAMAIOTCA W OCBOOOKIAKOTCS OT 3aHUMAeMOH JI0JDKHOCTH
NPUKa30M peKTopa YHHUBEpPCHTETA [0 [PEACTaBICHHIO  3aBEYIOLIEro OHOIHOTEKOH.
JlomKHOCTHBIE 0643aHHOCTH, [IPaBa, OTBETCTBEHHOCTh, TPeOOBAHHUS K KBAJIH(HKAIMH PaOOTHHKOB
Otzena onpeessitoTes TPYAOBBIM JOrOBOPOM, JOKHOCTHBIMH HMHCTPYKIHMSAMH M HACTOSIIHM
[Tonmoxenuem.

3.0cHoBHble 3a1aun OTaena

3.1.Ilonnoe, onepatuBHoe OHOMMOTEUHOE M HHPOPMANMOHHOE O00C/IyKMBaHHE BCEX
Kareropuii uuratesieii OHOIHOTEKH B COOTBETCTBHH C  HH(MOPMALUMOHHBIMHU 3aMpocamH |
[TpaBuiaM# NMONIb30BaHUs OMOIHOTEKOH.

3.2.®opmupoBanue noacobHoro donga Otaena B COOTBETCTBHM € 00pa3oBaTelbHO-
npoh)eCcCHOHATLHBIMU MPOrpaMMaMi, yueOHBIMH MIIAHAMH H TEMaTHKON Hay4HBIX HCCIEI0BAHUH
YHuBepcureTa.

3.3.Paciuuperie  OMOMMOTEUHBIX YCIyr, TOBBIIIEHHE WX KayecTBa Ha OCHOBE
KOMITBIOTEPU3ALIMU M aBTOMATH3aLHMH OHOIMOTEYHBIX MTPOIIECCOB.

3.4.®opmupoBaHue HMHPOPMALMOHHOH KYJIbTYPbl CTYJEHTOB, IPHBHTHE HAaBHIKOB

M0JIb30BAHHUA KHUTOH.

4. ®yuxkuun OTtaena

4.1.0cyuiecTBasieT muddepeHMpoBaHHOe  OOCIYKHBAHHE  BCEX  KATErOpHH
H0JIb30BATENCH B YNTATBHOM 3aje U Ha abOHEMEHTE.

4.2.06ecneurBaeT ONepaTHBHOE BHITIOJHEHHE YHTATEILCKHX TPeOOBaHHMIA.

4.3 KoHTpOJIHpYeT CPOKH BO3BpaTa IJMTEpaTypbl YHTATEISMH H BeIeT paboTy I0
MPEAYTPEIKACHHIO YUTATETBCKOMN 3a/10J7KEHHOCTH.

4.4 TIpenocTaBisieT aBTOMaTH3HPOBAaHHBIE pa0OYHE MECTA B YHTAIIBHOM 3aJ€.

4.5.ITpenocraBisieT DOCTYN K SJIEKTPOHHOMY KaTalory, 3JAeKTPOHHBIM 0a3zaMm JaHHBIX,
M3JAHUSAM Ha IEKTPOHHBIX HOCHTeNsIX, ceTh MuTtepher.

4.6.KoHcynpTHpYeT uMTaTElIeH 0 BONPOCAM I0Jb30BaHUA JJICKTPOHHBIM KaTaloroM H
3JIEKTPOHHBIMHA 0a3aMH TaHHBIX.

4.7.IlpuHuMaeT mpeaBapuTesibHblE 3aABKH Ha JIMTEpaTypy IO 3JIEKTPOHHOMH IMoYTe, B
cootBeTcTBHH ¢ [TpaBuiaMu nosib3oBanus GHOIHOTEKOH.

4.8 AHanu3upyer OTKa3zbl Ha HH(YOPMALMOHHBIE 3alIPOCHL.

4.9.®opmupyer  Gubimoreunstii Goun OTaena B COOTBETCTBHH ¢ 00pa3oBarelbHO-
npoecCHOHATLHBIMU NPOrpaMMamMH, y4eOHBIMH IUIaHAMH H TEMaTHKOH Hay4HBIX HCCIICA0BAaHUH
YuuBepcurera.

4.10.Bemer ywer OubGnuoreunoro ¢onna Otaena, obecneuyuBaeT €ro COXPaHHOCTb U
PEXUM XpaHEHHS.

4.11.A3piMaeT BeTXHE, MAJIOHUCIOIb3YEMBIE, YCTapeBlIHe H3JAaHus u3 OubamorevysHoro
¢onna Ornena. CocrapisieT akThl Ha HCKIIOYCHHE TOKyMEHTOB M3 OHOIMOTEYHOrO ona.

4.12.0pranusyet paGoTy Mo 3aMeHe yTepPsSHHON JMTEpaTypbl YHTATEIAMH, BEACT TETpalb
3aMEHbI YTEPSHHOI THTEpaTyphl.

4.13.0pranusyet paboty kadeapaibHbIx OMOIHOTEK.

4.14.YuactByer B paboTe MO BHEJPEHHIO M MCIOJL30BAHHIO ABTOMATHU3MPOBAHHBIX
OubmroTeyHsIX mporeccos OTaena.

4.15.0prafHu3yeT BCTPEYH C YHTATEIAMH: KOHCYJITALMH, JIEKIIHH, 0030pBL.

4.1 6.0pml-1113ye'r TEMATHYECKHE BLICTABKH, OTKPBITBHIE IIPOCMOTPE] JIMTCPATYPEL

4.17.0pranusyer 3amuch Mperojanaresiei, cOTpyIHHKOB, OpIMHATOPOB, aCHPAHTOB B
OubIMOTEKY, IPOBOAUT O3HAKOMJIeHHe uX ¢ [IpaBuiamu nonb3oBanus OHOIHOTEKOMH.



5.Yupaaeuune Otaesiom

OcHoBHble pyHkuuu 3aBeaywiero Oraenom

5.1.PykoBoactBo OTae/ioM OCYIIECTBISET 3aBEAYIOLWUN, KOTOpHIH Ha3HayaeTcs H
0CBODOKIAeTCSs OT 3aHMMAEMOH JODKHOCTM — TNPUKAa30M peKTopa  YHHBEPCHTETa, [0
Mpe/CTaB/IeHUIO 3aBeiytomero oubnnorexoil. Ero gyHkiuoHaibHbIe 0053aHHOCTH OMPeaesIOTCs
JOJDKHOCTHOM  MHCTpyKuueH. 3aBenyromuid  OTaenoM  MOJYHHSIETCS  HENOCPEACTBEHHO
3aBeayroneMy OHOIHOTEKOH.

5.2. OcHoBHbIE QyHKIHH 3aBeaytomero OTaenom:

- ocymiecTBisieT pykoBoacTBo OTAeoM M HeceT OTBETCTBEHHOCTb 3a KauyeCTBO H
CBOEBPEMEHHOCTh BBITIOJHEHHS BO3JIOKEHHBIX  HacTositiM [lonoskeHnem 3amad u QyHKIIHIA.
Brmmonnser texkyume GyHKIHHU U 0053aHHOCTH 1O OPraHU3alid U OOECIICYEHUIO JEATEIbHOCTH
Ornena;

-HECeT [OJIHYI0 OTBETCTBEHHOCTh 3a  TeXHHKY O0e30macHOCTH, OXpaHy Tpy/a,
MPOU3BOJACTBEHHYIO CAHHTAPHIO M THIHEHY, MokapHYyIo O6e3onacHocTh B OTere;

-BHOCHT B YCTAHOBJIEHHOM MOPSJIKE MPeI0KeHHs 0 noolipeHun padbotuukos Otaena, a
TAKIKE O HAIOKEHUH JAMCIHIUTHHAPHBIX B3bICKAHHIA;

- [0 COIJIACOBAHUIO C 3aBejylolnM Oubinnorexoil npussiekaer k pabore B Otaene
COTPYJHHKOB U3 JIPYTUX OTJIe]0B ONOIHOTEKH;

-pazpabaThIBaeT OpraHU3allHOHHO - PACIOPSINTEIbHBIE H TEXHOIOTHYECKHE JJOKYMEHTBI;

-opragu3yer paldoTy 10 MOBBIIIEHHIO NPOPECCHOHATLHOIO YPOBHS COTPYAHHKOB
Ortnena;

-aHAM3HUpYeT AesTelbHocTh OTaena;

-[IPEeJOCTABINET €XKEeroJHble U KBapTalbHbIE IUIAHBI U OTHETHI 0 JAesTenbHocTH OTxena
3aBejlyiolemMy OuOIHOTEKOM.

-M3y4aeT ombIT paboThl Apyrux OHOIMOTEK MO 00CIYKMBAHMIO YWTATENEH, MPOBOJIUT
aHanu3 gedareabHocTH OTaena.

5.3.Ha Bpemsa otcyrctBus 3aBeaytomiero OraenoM  oOcinyKHBaHHS — Hay4HOI
AUTEPaTypoil (KOMaHIMpOBKa, OTMYCK, BPEMEHHAasi HETPYAO0CHOCOOHOCTh M Mp.) JOMKHOCTHBIE
0053aHHOCTH HCIIOHSET IJ1aBHbIH OMOIHOTEeKaph oTjena oOcayKUBaHUS HAYyYHOH JIMTEpaTypoi
1 HECET OTBETCTBEHHOCTH 3@ KAYeCTBEHHOE, H CBOEBPEMEHHOE HX HCIOJHEHHE.

6. leronpousBoacreo OTtaena
6.1.lenonpouspoacteo B OTtxaene BeaeTcs B COOTBETCTBUH ¢ HomeHknatypoit e,
YTBEPIKICHHON PEKTOPOM Y HUBEpCHTETA.
6.2.Y4ert pabotsl OTaena ocyuiecTBIACTCS B JIOKYMEHTaxX, yCTaHOBJIEHHOro odpasua s

OHOIHOTEK.

7. AmywecTBo H cpeacrsa Oraena

7.1. Otnen B OTHOMIGHHH 3aKpEIUIEHHOTO 3a HHM MMYIIECTBA OCYIIECTBISET MPaBO
MOJb30BAHMS M PACMOPSKEHHs] UM B IIpeJesax, YCTAHOBJIEHHBIX 3aKOHOM, B COOTBETCTBHH C
IIe]TbIO CBOCH JIeATEIbHOCTH, 3aJ1aHHsAMH H Ha3HAYEeHHEM HMYIIECTBa.

7.2. Otpen HeceT OTBETCTBEHHOCTh Iepe]l YHHUBEPCHTETOM 3a COXPaHHOCTb H
3¢ peKTHBHOE HCII0JIb30BaHHE 3aKPEIIEHHOT0 3a HUM HMYIIECTBA.

7.3.UmymectBo, nepenaHHoe YHUBEPCHTETOM, Haxojautcss B OTaene M COCTOHT Ha
Oanance YHuBepcurera.

7.43a Ortaenom B HelsiX OCYUIECTBAEHHS paboyero mpouecca 3aKpersiorcs
MOMELLEHHS, KOMIIBIOTEPBI, CETEBOE 000PY/J0BaHUE, OPITEXHHKA H CPE/ICTBA CBA3H.

7.5.0unancupoBanue JaesrensHOCTH OTena OcylIecTBISETCS B CMEMIaHHOH (opme B
YCTAQHOBJICHHOM IOPSIJIKE 3 CHET:

- OI0IKETHBIX CPEJICTB BBIICJISEMBIX 110 CMETE;

- BHEOIO/UKETHBIX CPE/ICTB.



8.Bzaumopeiicteue. Cesizn Otaena

8.1.0taen npenocrasiser:

-3aBejlyfomeMy OMONHOTEKOH Ha corjacoBaHWe, PeJAaKTHPOBAHHE M YTBEPIKICHHUE:
OpPraHA3aUHOHHO-PACTIOPAUTENBHBIC U TEXHOJIOIHYECKHE TOKYMEHTHI, IaHsl 1 otueTsl OT/1emna,
3a4BKH Ha HEOOXOZHMMOE NpOrpaMMHOe ofecleueHHe, BbIUHCIHTENBHYIO TEXHHUKY, PACXOIHbIE
Marepuallbl, PeMOHT O0OpYAOBAHHS M MOMEIICHHS, KaHLEIAPCKHE TOBApHI, OubaHoTeUHYIO
TeXHHUKY;

- OTA€JNY KOMIUIGKTOBAHHS: YTBEPXKACHHBIE aKTbl Ha CIHMCAHHE JOKYMEHTOB M3
oubimotreynoro donna Otaena.

8.2.0t1en nonyyaer:

-OT 3aBelylollero OHOMHOTEKOH: yKa3aHMs M pACHOpPSKEHHS 1O  OPraHH3aluH
MPOU3BOJCTBEHHOH aesTenbHOCTH OTaena, yTBepXKIEHHbIE HHCTPYKTHBHO-METOIHYECKHE H
TEXHOJIOTHYECKHE JIOKYMEHTBI, HHO)OPMALHMIO O HOBALMSIX, H3JAHUAX M MyOJIHKAHUAX [0
npopumo Otzena, 060pyI0BaHHe, KAHIENAPCKHE IPUHALICKHOCTH, OMOINOTEUHYIO TEXHHKY;

-OT OT/I€/1a KOMIIJIEKTOBAHHSA: KHHTOTOPrOBYIO H KHHIOM31aTeNbCKYIO HH(OPMAIIHIO;

-0T oT/ena OubIHOTeYHOH 0OpabOTKH JOKYMEHTOB M OpPraHM3alliH KaTaJOroB: HOBBIE
MOCTYIUIEHHS H3IaHWH, KAPTOYKH JUIsl OPraHu3aluy KaTalora Ha MoAco0HbIH GoH;

- OT y4eOHOTO yHpaBieHHs yu4eOHbIE IUIaHbI H TPOTrPAMMBI.

8.3.B3anmoneiicTBue ¢ JpyruMu CTPYKTYPHBIMH MOAPA3AeIeHHAMH YHHUBepcHTeTa 110
Mepe He0OXOAMMOCTH U B Mpe/ieiax CBOEH KOMIIETEHIIHH.

9. Oprannsanus aesreabnocru Oraena
9.1.0pranusauns nearenpHoctn Ot/iena: omiata Tpy/a, paGodee Bpemst # BpeMst OT/bIXa,
(DYHKIHOHA/IbHbIE NTPaBa H 00S3aHHOCTH PAGOTHHKOB, HHbIE YCIOBHS Peryiupyiotes TpynoBsM
Koznekcom Poccniickoii Denepanun, Tpy1oBbIM A0TOBOPOM, MPABHIAMH BHYTPEHHErO TPYIOBOIO
pacmopsiika YHHBEPCUTETA, JMOKHOCTHOH WHCTPYKLHEH W HHBIMM aKTaMHM, peryIHpyIOLHMH
TPYJOBBIE OTHOILIEHHSL.
9.2.0pranmsaims gesrenpHoctn OTena — OJHA W3 COCTABJSIONIMX IJIAHHPOBAHMS
nesTenbHOCTH Onbimotexku. Exeronno cocrasiseTcs 1 yTBepiKaaeTcs miad paboTsl GuGmmoTexH,
OCHOBAaHHBIN Ha BBIIOJHEHHH BO3/I0KeHHBIX DYHKIHIH U 3a1au Ha OTen.

10. KouTpo.ib, npoBepka u peBH3Hs AesiteibHOcTH OTaena
10.1.KonTpoJs 3a gestenprocTbio OT/I€M1a OCYIECTBIAET 3aBe YOI GHOIHOTEKOIL.
10.2.3aBenyrommii OTaeq0M OTUHTHIBACTCS Iepe/ 3aBelyIOMUM OGHOIHOTEKON 0 CBOEH

NeSTeTbHOCTH.
10.3.Kontposs, nposepka n peusus jeatenbHocTd OTaena oCyIeCTBIsSETCS B MOPSIIKE,
YCTAHOBJICHHOM JIEHCTBYIOIIMMH HOPMATHBHBIMH AKTAMH.

11. Peopranusauus u iukBuaauus Oraena

11.1.Ilpekpamenne nesrenprocTH OTENA OCYIIECTBISETCS MYTEM €ro JHKBHIAMH HiH
PEOpraHu3alii 1 BHECEHHUS COOTBETCTBYIOIIHX H3MEHEHHH B CTPYKTYpY M LITATHOE paclucaHHe
YHHUBepcUTETA.

11.2.0taen  peopranusyercs Wi JHKBHAMPYETCS  NPHKA30M  peKTOpa 10
NPEI0CTABIIEHHIO 3aBeYIOLIEero OUOIHOTEKON.

11.3.1Tpu peopranusannu OTaena UMEIOLMECSH HOKYMEHTBI 110 OCHOBHOI JESTEIBHOCTH
JOKHBI OBITh CBOCBPECMEHHO TepellaHbl IPaBOIIPEEeMHHKY, a pH JIHKBHOALIHH — B apxXHB
Yuupepcurera.



12. OrBercrBennocTs OTaena
12.1. Otnen Hecer orteeTcTBEHHOCTH 34 CBOCBPCMEHHOC, [0JIHOE M KauyecTBEHHOe
BBIMOMHCHHE QYHKUMIT 1 3a1a4, BO3NIOKEHHBIX Ha HETO, coboneHne TpeGoBanmii HOPMAaTHBHO-
HPABOBLIX JIOKYMEHTOB, PEr/IaMEHTHPYIOLHMX BOIPOCH! OHGIHOTEYHOI JeATENIBHOCTH.
12.2.Ilepconanbias  oTBeTCTBEHHOCT pabotuukoB  Otxena YCTaHaBIUBAeTCS
AODKHOCTHBIMA HHCTPYKUHAMH JTHGO TPYIOBBIMH J0TrOBOpaMH.

3aBeyrommii 6uGHOTeKOi . b
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