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1. OOmmue nmos10KeHUsA
1.1. Otnen 6ubaMoTEeUHO-OMOIMOrpaduyeckoro oociyxuBanus npu UHctutyTe
SKOHOMUKHU (nanee - Otnen) sBIASETCS OAHUM U3 CTPYKTYPHBIX MOJpa3JeieHHM
Otaenenus O61bIMoTeuHO-6uOINOrpad IECKOro 00CITy>KUBaHUS
OyHIaMEHTaIbHON OUOIMOTEKH, OOeCHeUYHBAIOIUM OMOJMOTEYHOE W HAy4YHO-
MHPOPMAIMOHHOE  OOCIIy>)KMBaHME  YHUTATeNei, Hay4YHO-HCCIEA0BATENbCKYIO
JEeATENBHOCTh MHCTUTYTa 3KOHOMMKH POCCHICKON akalieMHM HayK, YYECHBIX W3
npyrux uactutytoB PAH u By30B PO.
1.2. B cBoeii gearenpHoctu OTAEI PYKOBOJACTBYETCS:

- IEUCTBYIOIMMH 3aKOHOIaTE€IbHBIMHU AKTAMU;

- IOCTAHOBIICHUSAMU U pacnopsokeHusmu [IpaBurenscta PO;

- IOCTAHOBJICHUAMH M pacniopsbkenusmu [Ipesnauyma PAH;

- MIOCTAHOBJICHUSIMU U PACHOPSKEHUSIMA MHUHHUCTEPCTBA HAYKH U BBICLIETO
oOpazoBanus PO;

- IpuKa3zamu 1 pacnopspkenusamu aupexkunn MTHUOH PAH;

- IPUKA3aMu ¥ pacnopsbkeHus MU nupekuun Mactutyra s3koHomuku PAH;

- MpaBUJIaMU BHYTPEHHETO TPYAOBOro pacrnopsiika MHCTUTyTa SKOHOMUKH
PAH u ®b NHMOH PAH;

- IpaBWJIaMH NoJib30BaHus poHaamu OTaena;

- HacTosmM Ilonoxxenuem.
1.3. PabGora Otapena ompexnensieTcss 3ajadyaMd M HaIlpaBJICHUSMU DPa3BUTHUS
COLMAJIIBHBIX W TyMaHUTapHbBIX HayK, IUIAHAMM W TEMAaTHKOM Hay4HbBIX
uccienosanuii Mucruryra sxonomuku PAH.
2. 3agaum m pynkuum OTtaena
2.1.  OcHoBHbIMH 3anauamu OTaena sSBISIOTCSA:

- KoMmIuiekToBaHue (Gonga Ortnaena OTEYECTBEHHOM W MHOCTPAHHOMN
auteparypoi o npopunto Mucruryra sxkoHomuku PAH;

- KaTaJoru3auus nocTynarouieil JIurepaTyphl;

- OpraHu3alMs M BEJIEHHE CHUCTEMaTHYECKOTo Karajora, pa3paldoTka
Croco00B ¥ METOI0B Hanbosee 3p(HEeKTUBHOTO €r0 UCIIOJIb30BAHUS;

- IIpeIMETHO-TeMaTHIecKast 00paboTka MH(POPMALIMOHHBIX MAaTEPUAJIOB ISl
OTPa)XEHUS UX B CIIPABOYHOM alIapare;

- paloHaIbHast OpraHu3alus KHHWKHOTO (PoHma;

- obecrieyeHre XpaHeHUs1 KHKHOTO (poH/a;

- opranuzarus 3pHEKTUBHOTO UCIIOJIb30BaHUS KHIDKHOTO (hOH/IA;

- CO3/JaHHE M BEJECHUE CIIPAaBOYHO-IIOMCKOBOIO alapara, OTpa)karollero
OpraHu3alyIo U paccTaHOBKY (honaa OTaena;

- W3YYEHHUE HCIOJIb30BAHUSI KHIKHOTO (DOHJA C LIEJbI0 IMOBBIIIEHUS €ro
3 PeKTUBHOCTH;

- OnepaTUBHOE OOCITYKMBAHHUE YUTATENEH IUTEpaTypoil;

-  u3ydyeHHe UHOOPMAIMOHHBIX MOTPEOHOCTEH HWHIUBUIYAIbHBIX U
KOJIJIEKTUBHBIX IOTpeduTene nupopmanny;

- uHopMHUpOBaHHME uYHUTaTeNed O cojaepkaHuu (OHIOB OUOIUOTEKH,
CHPaBOYHO-MH(POPMALIMOHHON CiIyk0e, CTPYKType W MpaBuUiax IOJIb30BaAHUS
OMOJNOTEKOM;



- IPOBEJEHUE HAYYHO-METOIUYECKON pabOThI;
- pexnama uznanui MHMOH PAH.
2.2. ®ynxuuu Otaena. Coneprxanue pabOThI:

- KOMIUIEKTOBaHUE Hay4dHbIX (oHA0B OTaena yepe3 BHICTABKY TEKYIIUX
NOCTYIUICHUH B CEKTOpa KOMIUIEKTOBaHHUS OTEYECTBEHHOUM nuTepartypsl Otaena
KoMILUTeKToBaHUs HaydHbIX GoHI0B (naiee — OKH®) ®b NHUOH PAH wu - npu
(YMHAaHCUPOBAaHUU - WHOCTPAHHOM JIUTEPATYpOl uYepe3 CEKTOP KOMILIEKTOBAHMS
uHoctpanHoil snuteparypel OKH® ®b MHHWOH PAH wim HenocpelCcTBEHHO
yepes nocpeaHundeckue pupmel B PO;

-pa3paboTka U cHCTeMaTH4ecKas pefakiuus Npoduis KOMIUIEKTOBaHUS
Otaena W TEMaTHYECKOTO TUTAHA KOMIUIEKTOBaHMS Hay4dHoro ¢onma Otaena B
COOTBETCTBHH C IJTaHAMU Hay4YHOU padoTel MHCcTHTYTA S3KOHOMUKK PAH;

- mepBUYHasi 00padOTKa U yueT BHOBb MTOCTYMUBIIEH JTUTEPATYPHI;

- mU(POBKA BHOBb MOCTYNUBILIECH JTUTEPATYPHIL;

- UHIUBUIYAIbHBIM M KOJMYECTBEHHBIH ydeT (POHIOB: MHBEHTApU3AIUS
KHWKHBIX (DOHIOB Y BEJICHWE MHBEHTAPHBIX KHUT OTJ/EJA, a TAK)KE BEJICHUE KHUTH
JBIKEHUS (DOHIIOB;

- BEJICHHE U PEJAKTUPOBAHUE CIIYKEOHBIX PErHUCTPALMOHHBIX KapPTOTEK,
KapTOTEK 3aKa30B M KapTOTEK MOCTYIUIEHUN;

- TPOBEJEHUE TMOANUCKM HAa  OTECYECTBEHHbIE U  WHOCTPAHHBIE
MEPUOANYECKUE U3TAHNUS;

- -cHCTeMaTH3alvs 1 Kiaccu(ukaius JIuTepaTyphl, ocTtymnatomed B GoHT
Otnena;

- OpraHM3alys U BeJCHHE al(paBUTHOIO M CHCTEMATHYECKOIO KaTajioroB
Otnena;

- p€IaKTUPOBAaHUE CUCTEMATUUYECKOTO KaTaJora;

- BBIIOJHEHUE CIPAaBOK M KOHCYJbTHPOBAHHWE IO HCHOJIb30BAHUIO
an(paBUTHOTO U CUCTEMATUYECKOT0 KaTajJoroB;

- MpueM, y4eT M paclpeiesieHue BHOBb NOCTYMAOIIEW Ha XpaHEHUeE
JUTEPaATyPBHL;

- Y4eT BBIOBIBAIOIIEH JIUTEPATYPHI;

- IPOBEpKa MPaBUIILHOCTU PACCTAHOBKHU JIMTEPATYPBHIL;

- TOKyMEeHTaIbHasi TpoBepKa HaIn4usi (QOHIOB;

- n3yueHue (oHJA C IENbI0 BBISBICHHS JIAKYH U JOKOMIUICKTOBAHHS, a
TaK)Ke U3BSITHUS yCTapeBIlel, HempoOUILHON 1 U3IHUIIHE TyOJIeTHOW TUTEepaTyphl,

- pacCTaHOBKA BHOBb MOCTYNAIOLIEH U CAAHHOW YUTATENIIMU JINTEPATYPHI;

- obecrieyeHne (PU3NYECKON COXPAHHOCTH HAYyYHOIro (POHJA, KOHTPOJIb 3a
CaAaHUTAPHO-TUTUEHUYECKUM U IPOTUBOMOKAPHBIM COCTOSIHUEM XPAaHWIIUIIA;

- CBOEBPEMEHHBIH OTOOpP M Mepegaya JIUTEpaTypbl B PECTABPALMIO U
MEPEIIET;

- TMPEJOCTABICHHE KHWXKHOTO (OHAA MJisi HCIONb30BAHUSA YUTATEISIM
OTJENa;

-y4acTH€ B OpraHU3aliy TEKYIIUX U TEMAaTUYECKUX BBICTABOK JINTEPATYPbI
0 COLMAIbHBIM M T'yMaHUTApHBIM Haykam, kKak B MHctutyTe skoHomuku PAH,
TaK ¥ 3a €ro npeeiaMu;



- 3allMCh YMTATeJIel B YWTANBHBIA 3a]1 M Ha aOOHEMEHT, O3HAKOMJICHUE
yuTaTesel ¢ MpaBuiIaMH MOJb30BaAHMS OUOINOTEKOM;

- 00ciyKMBaHUE YyuTaTeNe 1 aDOHEHTOB Yepe3 CUCTEMY UYMTAIBHOIO 3aja U
a0OHEMEHT JTUTEPATYPOU U3 (POHJIOB;

- nmpueM TpeOOBaHWK Ha JIUTEPATypy, KOHTPOJIb 32 CPOKAMHU M KauyeCTBOM
BBITIOJIHEHUS TPEOOBAHMM, YUET U aHAJIU3 OTKA30B;

- BbIJa4a JINTEPATYPhl U KOHTPOJIb 3a CPOKAMHU MOJIb30BAHUS €10, €KErOqHAas
nepeperucTpaius YuTaTesneil, KOHTPOJIb 38 COXPAHHOCTHIO (POH/IA;

- TOJy4YeHUE JUTEpaTyphl uepe3 MeKOUOIMOTeUHBI aOOHEMEHT U3
IIEHTPaIbHON OMOIMOTEKH;

- BBIJIaYa JUTEPATYPHI IO MEKOUOIMOTEYHOMY aOOHEMEHTY B OMOIMOTEKH
cetu ®b MTHNOH PAH;

- MH(OPMUPOBAHME 4YHUTATEIEW O HOBOM JIUTEpaType, MOCTyNUBLIEH B
¢onapl Otnena u @b MHUOH PAH 4yepe3 BbICTaBKM HOBBIX MOCTYIUICHH,
KaTaJoru, KapTOTEKH;

- KOMIUIEKTOBaHHE MOJICOOHBIX (DOHIOB YMTAIBHBIX 3aJI0B, 0OECTIEYEHUE UX
COXPaHHOCTH;

- OpraHu3anusi TEMATHYECKUX BBICTABOK W BBICTABOK K HAy4HBIM
KOH(pEpEeHIUsIM, CUMIIO3UyMaM U JIPYTUM HaYYHBIM MEPONPHUATUAM, IPOBOIUMBIM
NHCTUTYTOM 3KOHOMUKHY;

-conerictBue pacnpoctpanenuto nznanuii UHNMOH PAH;

- u3y4YeHWe WH()OPMAIMOHHBIX 3alpOCOB YWTaTeNei, pa3paboTka u
peanm3aius TPEIOKEHUH 1O TOBBIIMICHUIO KadecTBa WH(MOPMAIMOHHO-
OMOITMOTEYHOTO 00CTY )KHBAHUS YUTATEIICH;

- BEJCHUE CIPaBOYHBIX OHOIMOrpaUyecKux KapTOTEK IO TEMAaTHKe
NuctutyTta 3xkoHOMUKH PAH;

- MIOATOTOBKA PETPOCIEKTUBHBIX OMOIMOrpauecKuX U3IaHHM;

- TPOBEJCHUE HAYYHO-METOJUYECKON paboThl MO BCEM HaNpaBJICHUAM
nesarenpHocTy OTHena;

- M3y4YeHHE M BHEAPEHHE B NPAKTUKY padboTel OTAena ombiTa JIPYrux
OMOINOTEK;

- COCTaBJICHUE MHCTPYKTUBHO-METOANYECKOM JOKyMeHTauu Otaena;

- npencrasienue @b NHMOH PAH B mexXayHapOoIgHBIX, BCEPOCCUIICKUX H
MEXBEIOMCTBEHHBIX OpraHaxX, W3Y4alolluX U PETYJIHPYIONUX padoTy HAyIHBIX
OoubmmoTek. Yuactue B KOH(MEPEHIUSAX, COBEUIAHUAX, CEMHHApAX IO MPOdUITIO
nearenbHocty OTaena.

2.3. IInannpoBaHue U OTYETHOCTh

Otnen cocTaBisSeT IJIaHBI WU OTYETHl O MPOU3BOJICTBEHHONW M Hay4YHO-
METOAMYECKOW paboTe W TMpeAcTaBisieT HX 3aBeAywoomeMmy OtraeneHuem
O6nbamoTeuHo-oubIMorpaduyeckoro oocmykuBaHus npu yupexxaenusx PAH
3. B3aumopeiicTBHe ¢ APYTrUMH MOAPA3AeTCHUAMHU

OTaen  KOOPAMHUPYIOT CBOIO  pabOTy C  JIEATEIBHOCTBIO  JIPYTUX
noapazaenenuit ®b MHNOH PAH, o6ecnieunBaronux Hay4HO-UH(POPMAITMOHHOE
00CITyKUBaHUE YUTATEIICH:

- 1o BompocaM koMiuiekToBanus — ¢ OKH®;



- 110 BOIIPOCAaM ITOJIyYEHHsI U OTIpaBKU jauTepaTypsl o MBbA — ¢ Otnenom
O6ubMoTeuyHo-uHOopMaMoHHOTo o0cyxuBanus (nanee — Ob1O);

- 0 BOIpocaM oOecleueHusl JuTeparypoil uyutatenedn — ¢ Otraenom
Hay4dHbIX QoHI0B (nanee — OHD);

- MO BOIIpOCaM BEAECHUS CIPABOYHOIO amnmapara oraena — ¢ Orgenom
Hay4yHO-OnOmorpaduueckort wuHbopmannu (manee — OHBU) u  Otnenom
KaTaJoru3aly 1 3JeKTPOHHBIX KatajoroB (manee - OK u 3K);

- TI0 BOIIPOCaM IIEHTPAIM30BAHHON KaTajJoru3aiuu, muppoBKy TpedoBaHUN
yuTaTeIed U nonyyeHus nedatHo kaptouku — ¢ OK u 9K;

- II0 BOIIpOCaM OCYIIECTBICHHUS €IWHOTO TEXHOJOTMYECKOro Mpouecca
MIPOXOXKJICHUS JTUTEPATYPhl — ¢ OnbmuoTeunpiMu noapazaenenusmu @b MHUOH
PAH.

4. Ctpykrypa u mratel Otaena

Crpyktypa  Otaena  ompenensercs  OCHOBHBIMM  HAIPaBICHUSIMU
nesrtenpHocTH OTnena u yreepxkaaercsa nupekropom MHMOH PAH.

JIJist BBIMOMHEHUS TUIAHOBBIX 33JaHUM M 4YETKOW OpraHu3aluu padoThl B
coctaBe Otesna BbIAEIEHbI CIEAYIOMINE TOAPA3ACIICHUS U TPYIIIIbL:

- TpyIINa KOMIUIEKTOBAHUSI, IpUeMa U 00pabOTKH JIUTEpaTyphl;

- TpYIINa XpaHEeHUs U 00CITyKUBaHUS,

- rpynna KaTaJoru3aluy U CUCTEMAaTU3alINY;

- rpyma 6ubnuorpadum.

Otnen BO3MIABISET 3aBEAYIOLIMNA, Ha3zHayaeMbldi aupexkropom MHUOH
PAH no cornacoBanuto ¢ gupexkropom Mucturyra skonomuku PAH.

PykoBoguTenu rpymnm Ha3HA4arOTCs 3aBEAYIOIIMM W3 4YHUCIa TJIaBHBIX
cnenuanuctos Oraena.

Homenknarypa noipkHocter Ortnena BkiroyaeT 3asBepyromiero Otnaenom,
riiaBHoro Oubnuorpada, Beaymux oudauorpadon, 6udbauorpados u pegakropa 1
KAaTEeTrOpHUHU.

CoTpyJHUKH Ha3HAYAIOTCS U OCBOOOXKIAIOTCS OT 3aHMMAEMbIX JIOJKHOCTEN
nupekropom MHMOH PAH nio nipeacrasieHnto 3apeayromero OTaenoMm.

5. IlpaBa, 0013aHHOCTH ¥ OTBETCTBEHHOCTD.

[IpaBa, 00s13aHHOCTM W  OTBETCTBEHHOCTh  COTpynHUKOB  Otaena
ONPENEIAIOTCSA JOIKHOCTHBIMU HHCTPYKIUAMH, YTBEPAKIAECHHBIMUA PYKOBOIUTEIIEM
dynmpamentansHoi 6nommoreku MHMOH PAH.
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