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1. O0mue moJioxKeHust
1.1. Otnmen OubmmoreyHo-OnOmMorpaduaeckoro obcmyxuBanus PAH npu
Nucturyre JansHero Boctoka (ObBBO, namee - otraen) sBiIsieTCS OJHUM U3
CTPYKTYpHBIX mofpazaeneHuid OtaeneHus OuOIMOTEUHO-OMOIMOrpaduyecKoro
oOciyxuBanus npu yupexaeHusx PAH dynnamenransaoit 6ubnmorexku MHUOH
PAH, oOecneuuBaronuM  OMOIMOTEYHOE W HayYHO-UHGOPMAIMOHHOE
oOCJTy’KMBaHUE YUTaTENeH, HAyYHO-UCCIEA0BATENbCKYIO AesITebHOCTh MHCTUTY T
Hanbaero Boctoka Poccuiickoil akajeMuu Hayk, YYEHBIX M3 JIPYTUX UHCTUTYTOB
PAH u By30B PO.
1.2. B cBoell 1eATenbHOCTH OTJEN PYKOBOJICTBYETCS:

- IEUCTBYIOLIMMH 3aKOHOJIATE€IIbHBIMU aKTaMU;

- IOCTAHOBIICHUSAMU U pacnopspkeHusmu [Ipasurenscra PO;

- IOCTAHOBJICHUSIMU U pacniopsikenusimu [Ipesnanyma PAH;

- MOCTAHOBJICHUSIMH U PACHOPSKEHUSIMU MUHHUCTEPCTBA HAYKU U BBICILIETO
oOpa3oBanus PO;

- mpuKa3amu u pacnopstkenusamu aupexunn MHUOH PAH;

- IPUKa3aMu U pacropspkeHusaMu aupekunu Mucturyra JlansHero Bocroka
PAH;

- TpaBWJaMu BHYTpPEHHEro TpyJoBoro pacnopsanka Wucruryra [lanbHero

Boctoka PAH u ®b MHMOH PAH;

- IpaBUJIaMU TOJIb30BaHUs (hOHIAMU OT/ENa;

- HacTosiuM Ilonoxxenunem.
1.3. PabGora otnmena ompenensercs 3aJayaMH W HANpaBICHUSMH Pa3BUTHA
COI[MAJBHBIX M TYMaHUTAapHbIX HAayK, IJJaHAMM W TEMAaTHUKOM HAyYHBIX
uccnenoBanuii Muctutyta Jlansnero Boctoka PAH.
2. 3anaum u GyHKIUM OTHAEIA
2.1. OCHOBHBIMHU 33/lauaMH OTJIETIA SBIISIFOTCS:

- KOMIUIEKTOBaHME (OHIA OTAeNla OTEYECTBEHHOW W HHOCTPAHHOU
nauteparypoi o npoduno Mucruryra Jlansnero Bocroka PAH;

- KaTaJoru3auus nocTynarouieil JInTepaTyphl;

- oOpraHuzalMs U BEJICHUE CHCTEMAaTHMYECKOro Karajora, pa3padoTka
crioco00B 1 METO010B HanboJiee 3HPEKTUBHOTO €0 UCII0JIH30BAHMUS;

- MpeAMETHO-TeMaThyeckass 00padoTka MH(OPMAIMOHHBIX MaTepUaIoB s
OTPa)KEHHS UX B CIIPABOYHOM aIlapare;

- opranuzaius 3¢ (HEKTUBHOTO UCIOJIb30BAaHUSI KHIDKHOTO (DOH/Ia;

- obecrieyeHre XpaHeHus: KHHKHOTo (poHAa;

- CO3/JaHH€ M BEJCHHME CIPAaBOYHO-IIOMCKOBOIO ammapara, OTPaKarollero
OpraHM3alMIO U PACCTAaHOBKY (POHIA OT/EINA;

- U3y4YeHHUE HCIIOJIb30BAHUSA KHUKHOTO (POHJA C LIETbI0 TMOBBIIMICHUS €T0
3 PeKTUBHOCTH;

- OIepaTUBHOE OOCITYKMBAHHUE YUTATENEH IMTEPATYpOi;

- u3ydYeHHe HUH(OPMAUMOHHBIX MOTPEOHOCTEH WHIWMBHUIYAIbHBIX U
KOJUIEKTUBHBIX MOTpeOuTenel nHpopMalny;

--uHQOpMUpOBaHUE yHUTaTele o cojaepkaHuM (HOHIOB OMOIHOTEKH,
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CIPaBOYHO-UH(POPMAIIMOHHON CITy’)k0€, CTPYKType | TMpaBUjiaX IMOJb30BaAHUS
OMOJINOTEKOM;

- IPOBEJICHUE HAYYHO-METOUUYECKON PadOTHI;

- pexnama uznanui MHMOH PAH.
2.2. @yuknuu otaena. Conepxanue padOThI:

- KOMIUICKTOBAHHE HAy4YHBIX (OHJOB OT/ENIa 4Yepe3 BBICTABKY TEKYIIUX
NOCTYIJIEHUH B CEKTOpPE KOMIUIEKTOBAHHUS OTEYECTBEHHOM muTeparypbl OTaena
KOMIUIEKTOBaHMs Hay4yHbIX (oHI0B (nanee — OKH®) ®b MHUOH PAH wu - npu
(UHAaHCUPOBAaHUU - MHOCTPAHHOM JUTEPATypoll 4Yepe3 CEeKTOpP KOMIUIEKTOBAHUS
nHoctpanHoi nureparypsl OKH® ®b MHMUOH PAH unu HenocpeacTBEHHO Yepes
nocpenuudeckue Gupmel B PO;

- pa3paboTka M CHUCTEMaTH4yecKas pefakius MNpoPuiIs KOMIUIEKTOBaHUS
oT/ielIa ¥ TEMATHYECKOTO IUIaHa KOMIUIEKTOBAaHWS Hay4dyHOro ¢GoHAa OTaena B
COOTBETCTBHH C TUIaHaMU Hay4dHOU paboTel UHcTuTyTa lansuero Bocroka PAH;

- mepBUYHas 00pabOTKa ¥ y4eT BHOB OCTYIUBIIICH JIUTEPATYPHI;

- mr(poBKa BHOBH NOCTYIHUBILICH JTUTEPATYPHL;

- WHJIUBUIYAIbHBIM U KOJWYECTBEHHBIM y4eT (OHAOB: HHBEHTApU3ALIUS
KHIKHBIX (DOHZIOB U BEJCHUE WHBEHTAPHBIX KHUT OTJENa, a TaKXKe BEJICHUE KHUTH
JBIDKEHUS (DOHTIOB;

- BEJICHHE W PEJAKTHUPOBAHHUE CIIYKEOHBIX PErUCTPAIlMOHHBIX KapTOTEK,
KapTOTEK 3aKa30B M KapTOTEK MOCTYIUIEHUN;

- MPOBEJICHUE MOANUCKN Ha OTEYECTBEHHBIE U MHOCTPAHHBIE MEPUOTUYECKHE
W3/IaHUS;

- cUCTEeMAaTH3aIs JUTePaTyphl, oCcTymnaromel B poH oTiena;

- opraHuzanus U BeJeHUE al(aBUTHOTO W CHUCTEMATHYECKOTO KaTaJoroB
oTJIeNa;

- p€JaKTUPOBAHUE CUCTEMATUYECKOTO KaTajora;

- BBIIOJHEHUE CHOPABOK M KOHCYJIBTHUPOBAHHE IO MCIOJIb30BAHUIO
a1(paBUTHOTO ¥ CUCTEMATHYECKOr0 KaTajloroB;

- TpUEM, YYeT M pacHpeliejieHUEe BHOBb IMOCTYHAIOIIEd Ha XpaHEHUE
JUTEpaTypBhl;

- paccTaHOBKA BHOBB MOCTYMAIOIICH U CAAHHON YUTATEIISIMU JTUTEPATYPHI;

- Y4eT BBIOBIBAIOILEH JIUTEPATYPHI;

- MPOBEpKa NPaBUIILHOCTHA PACCTAHOBKHU JIUTEPATYPBHIL;

- IOKyMEeHTaIbHasi IpoBepKa HAIN4us (POHIOB;

- u3yudeHue (PoH/a C 1EeNbIO BBISBICHUS JTAKYH U JOKOMIUICKTOBAHUS, a TAKKe
U3BATUS YCTapeBIlei, HeMPODUILHON 1 U3JHIIHE TyOJIETHOU TUTEPATYPHI;

- obecnedyeHrne (PU3MUECKOW COXPAHHOCTH HAydyHOTO (HOHIA, KOHTPOJH 3a
CaHUTAPHO-TUTUEHUYECKUM U TIPOTHUBOIOXKAPHBIM COCTOSHUEM XPaHUIIUIIA;

- CBOEBpPEMEHHBI OTOOp M Iepefada JHUTEepaTypbl B pECTaBpalUIi0 U
NEPEIIET;

- IPEJ0CTABIIEHUE KHIXKHOTO (POHJIA JJI UCTIONb30BaHUS YUTATENSIM OT/IENA;

- y4yacTH€ B OpPTraHM3allMHM TEKYIIUX U TEMaTUYECKUX BBICTABOK JIMTEPATYPHI
M0 COLIMAIBHBIM M T'yMaHWUTapHbIM Haykam, kak B MHcTutyTe [lampHero BocTtoka
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PAH, Tak u 3a ero npeaenamu;

- 3aluCh YWTaTeled B YUTAIbHBIA 3ad M Ha AO0OHEMEHT, O3HAKOMJICHHE
yuTaTesIe ¢ mpaBMiiaMy OJIB30BaHUs OMOIHOTEKOI;

- 00cy’)KMBaHUE YUTATENEe 1 aDOHEHTOB YEPE3 CUCTEMY UMTAIBHOIO 3ajla U
a0OHEMEHT JIUTEPATYPO U3 POHJIOB;

- mpueM TpeOOBaHUN HA JIUTEPATypy, KOHTPOJIb 3a CPOKAMU M KaueCTBOM
BBINIOJIHEHUS TPEOOBaHM, YUET U aHAJIU3 OTKA30B;

- BbIJ]a4a JIUTEPATYPbl U KOHTPOJIb 32 CPOKAMHU IOJIb30BAHUS €10, €XKETrOoHas
nepeperucTpanus yurarenaei. KOHTposb 3a COXpaHHOCTBIO JIUTEPATYPBI;

- TOJy4YeHUE JUTepaTypbl dYepe3 MexKOHOIUOTeuHbli abOHEMEHT U3
[EHTPaJIbHON OMOIMOTEKH;

- BBIJIaYa JIUTEPATYphl IO MEKOMOIMOTEYHOMY a0OHEMEHTY B OMOIMOTEKH
cetu ®b MHNOH PAH;

- ”HGOPMHUPOBAHUE YNTATEICH O HOBOM JIMTEpAType, MOCTYNHUBIICH B (OHIBI
ornena 1 ®b MHMOH PAH uepe3 BBICTaBKM HOBBIX NOCTYIUIEHUH, KaTajorw,
KApTOTEKU;

-KOMILJIEKTOBaHUE TMOJICOOHBIX (POHIOB YHUTAIBHBIX 3aJI0B, OOECIICUCHUE UX
COXPaHHOCTH;

- Opra"uzanusi TEMaTHUYEeCKHX BBICTABOK M BBICTABOK K HayYHBIM
KOH(EpEeHIUAM, CUMIIO3UYMaM U JIPYTUM HAay4YHBIM MEPOINPHUITHSIM, TPOBOAUMBIM
HNucturyrom Jlansuero Boctoka PAH;

- conerictBue pacnpoctpaneHuto nzganuii MHUOH PAH;

- u3ydeHHWe HWH(POPMAIMOHHBIX 3ampOCOB uWTaTeleil, pa3zpaboTka u
peanu3anys TOPENJOKEHW TI0 TOBBIIMICHUIO KadecTBa  HMH(OpMAIMOHHO-
OuOIMOTEeYHOTO O0CTY)KUBAHUS YUTATEIICH;

- BEJCHHUE CIIPABOYHBIX I0\OMOMHOTpapUUIECKUX KAPTOTEK IO TEMAaTHKE
Nucturyta Jlansaero Bocroka PAH;

- MIOATOTOBKA PETPOCIEKTUBHBIX OMOIMOrpapuecKX U3AaHH;

- TPOBEACHUE HAYYHO-METOJUYECKON pabOThl IO BCEM HAIPABJICHUIM
NEeSATENbHOCTH OTAECIIA;

- W3y4YeHHE M BHEAPEHUE B MPAKTUKY paldOThl OTAENa ONbITa JIPYTUX
OMOINOTEK;

- COCTaBJIEHUE MHCTPYKTUBHO-METOANYECKON JOKYMEHTAIMH OT/IENA;

- npencrasienne ®b NHMOH PAH B MexIyHapoaHBIX, BCEPOCCUNUCKUX H
MEXBEJJOMCTBEHHBIX OpraHax, M3y4aloluX M PEryJIUPYIONMX padoTy Hay4YHBIX
Ooubnuorek. Yuactue B KOH(EpEHIHUSX, COBEHIAHUSX, CEMHUHApax MO MPOodHIIto
JEATENBHOCTH OTAEIIA.

2.3. [InaHupoBaHKE U OTYETHOCTh

Otaen cocTaBisieT IUIAHBI M OTYETHl O IPOU3BOACTBEHHOM M HAYYHO-
METOJMYECKOH paboTe U mOpeiacTaBiseT uUX 3aBeAywoomeMmy OtaeneHuem
OonbnmoreuHo-oubIMorpaduyeckoro oocimyxuBanus npu yupexzaeHusx PAH @b
NHWOH PAH.

3. B3aumoneicTBHe ¢ IPYrUMH NOAPAa31eTeHUsIMH



OTnen  KOOPAWMHUPYIOT CBOIO  pabOTy € JICATEIBHOCTBIO  JIPYTHX
noapasneneauit ®b UHMOH PAH, ob6ecneunBaronmx HayqHO-WH(DOPMAITMOHHOE
oOCTy’)KMBaHUE YATATENEH:

- o Bompocam koMiuiekroBanus — ¢ OKH®;

- IO BOIIpOCaM IOJYyYEHUS U OTNpaBKH JuTeparypel o MBA — ¢ Otagenom
oubMoTeuyHo-uHOopMaMoHHOTo o0cyxuBanus (nainee — Ob1O);

- TIO BOIIpocaM OOeCIeUeHHs uTepaTypoi untaTeneit — ¢ OTAenoM HaydHbIX
dbonnoB (nasiee — OHD);

- 0 BOMPOCAM BEAECHUS CIIPABOYHOIO anmnapara orzaena — ¢ OTaenom HaydHo-
oubnuorpadpuyeckoit unpopmaruu (naisee — OHBU) u Otnenom katanorusanuu u
ANEKTPOHHBIX KaTanoros (nanee - OK u 9K);

- TI0O BOTPOCaM IIEHTPAJIM30BaHHON KaTaJIOTH3aluu, Mu(POBKH TpeOOBaHUN
yuTaTeled U noimyyeHus nedatHo kaptouku — ¢ OK u 9K;

- O BOIpOCaM OCYLIECTBJICHHS €IMHOr0 TEXHOJOTMYECKOTOo Ipoliecca
MPOXOXKICHUS JTUTEPATYPhl — ¢ OmOimoTeunsiMu nioApazaeneausmu b MHNUOH
PAH.

4. CTpyKTYypa M IITATHI OTAE]IA

CtpykTypa oT/ela OnpeaesieTCss OCHOBHBIMU HANIPABICHUSAMHU JCSITEIbHOCTH
otzaena u yreepxaaercs aupekropom MHMOH PAH.

JInsi BBIMOJTHEHMS TIJIAHOBBIX 3aJIaHUN U YETKOW OpraHu3aiuu padoThl B
COCTaBE OTJEJNA BBIICIICHBI CAEAYOIIUE MTOAPAZACIEHUS U TPYIIIIbI:

- TpyIINa KOMIUIEKTOBAaHMUSI, pueMa U 00pabOTKH JIUTEpaTyphl;

- TpYyIINa XpaHEeHHs U 00CITyKUBaHMUS,

- Tpynna KaTaJoru3aluu U CUCTeMaTU3allNY;

- rpymma 6ubnuorpadum.

Otnen BoO3rJaBIsIeT 3aBeAyrouuid, Ha3HayaeMbli qupekropom MHMOH PAH
10 COMIaCOBaHMIO ¢ aupekropoM Mucruryra lansHero Bocrtoka PAH.

PykoBoautenu rpynn Ha3HAYAIOTCA 3aBEAYIONIMM M3 4YHUCIa TJIaBHBIX
CHEUATNCTOB OTAEIA.

Homenknatypa AOKHOCTEW OTAENa BKIIOYAET 3aBEAYIOLIErO OTHAEIOM,
rJIaBHOrO OMONHMoOTEeKaps U riiaBHoro oubnuorpada, penakropa 1 kareropuu.

CoTpyIHUKHA HA3HAYAIOTCS U OCBOOOXKAAIOTCS OT 3aHUMAEMBIX JIOJKHOCTEH
nupekropom MHMOH PAH 1o nipesicTaBiaeHnIo 3aBEAYIOLIETO OTACIOM.

5. IIpaBa, 00S13aHHOCTH M OTBETCTBEHHOCTb OT/1eJIa

[IpaBa, o0O0s3aHHOCTM W  OTBETCTBEHHOCTh  COTPYJHHUKOB  OTJEia
ONPENENATCA JOJDKHOCTHBIMA HMHCTPYKIUSIMH, YTBEPKIECHHBIMU 3aMECTUTEIIEM
mupexkropa MHMOH PAH mo HayuyHnoit padorte.
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