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1. OOmmue nmos10KeHUsA
1.1.  Otgen 6ubamoTeuno-oubIMOrpaduyeckoro odcmyxuBanust npu Mucruryre
ucropuu ecrectBo3Hanusi U TexHuku (OBBO ®b MHWOH PAH, nanee - otnen)
ABJISIETCSI OJTHUM M3 CTPYKTYPHBIX mnozpaszzaeneHuid OtaeneHuss OMOIMOTEYHO-
oubnuorpaduyeckoro oocimyxuBanus npu yupexxaeHusix PAH dynnamentanbHoM
oumomoreku HMHUMOH PAH, o6ecneuyuBaromnmm OHOIMOTEYHOE W HAYYHO-
UHPOPMAIIMOHHOE  OOCITy)KMBaHUE  YHUTaTelleld, Hay4YHO-HUCCIEA0BATENbCKYIO
NEeATeNIbHOCTh MHCTUTYyTa HMCTOPUM €CTECTBO3HAHUA W TEeXHUKU Poccuiickon
aKaJIeMUU HayK, YYeHBIX U3 Apyrux HHCTUTYTOB PAH 1 By30B PO.
1.2. B cBoell 1eaTeabHOCTH OTACH PYKOBOJCTBYETCS:

- ICUCTBYIOLIMMH 3aKOHOJIATEIIbHBIMUA aKTaMU;

- IOCTAHOBJIICHUAMH U pacniopsbkeHusmu Ipasurensctea PO;

- IOCTAHOBJIEHUSAMH U pacniopsbkenusmu [Ipesnanyma PAH;

- MOCTAHOBJICHUSIMU U PACHOPSHKEHUSIMU MUHUCTEPCTBA HAYKU U BBICILIETO
obOpazoBanus PO;

- IpuKa3zamu 1 pacnopspkenusamu aupexkunn MTHUOH PAH;

- TMpUKa3aMU W PaACHOPSKEHUAMH Aupekuun MHcTuTyTa uHcTOpUU
ecTecTBO3HaHUS U TexHuku PAH;

- MpaBWIAMU BHYTPEHHErO0 TPYAOBOro pacmnopsanka HMHCTUTyTa uCTOpUU
ecrectBo3Hanusa u Texuuku PAH u ®b MHMOH PAH;

- IpaBUJIaMU TIOJIb30BaHUs (HOHAAMU OT/IENa;

- Hacroswmum [lonoxennem.
1.3. Pabora otmena ompenenseTcs 3amadyaMd M HAMPABICHUSAMH Pa3BUTHS
COIMAJBHBIX W TYMaHUTApPHBIX HayK, I[JJAHAMM W TEMAaTHUKOM Hay4HBIX
uccinenoBannii MIactutyTa ncropun ecrectso3Hanus u Texuuku PAH.
2. 3agaum U QyHKIUM OTAEIA
2.1.  OcHOBHBIMH 3aJJaUaMHU OTIENA IBIISIIOTCA:

- KOMIUIEKTOBaHHWE (oHAA OTJAeNIa OTEUYECTBEHHOW U HMHOCTPAHHOU
auTepaTypoi 1o npoduao MHCTUTYyTa UCTOpUM €CTECTBO3HAHUS U TeXHUKU PAH;

- KaTaJoru3auus NoCTyMarueN JUTEPATYPHI;

- OpraHu3anuss M BeJIEHHE CHUCTEMaTHYECKOTO Karajora, pa3padoTka
Croco00B ¥ METOIOB HanboJee 3P(HEKTUBHOTO €r0 UCIIOJIb30BAHUS;

- IpeAMETHO-TeMaTu4Yeckas 00padoTka HH(GOPMAIIMOHHBIX MAaTEPUAJIOB IS
OTPaKEHUS UX B CIPAaBOYHOM arIapare;

- panMoHaJIbHASI OPTaHU3AIMs KHIDKHOTO (DOHTa;

- obecrieueHre XpaHeHUs1 KHIKHOTO (PoH/a;

- opranu3anus 3p(HEeKTUBHOTO UCIOJIb30BaHUSI KHUKHOTO (hOHAA;

- CO3JaHME M BEJICHHME CIIPABOYHO-TIOMCKOBOIO alllapara, OTPa)karollero
OpraHu3alyIo0 U pacCTaHOBKY (hOHJA OTIENa;

- W3YYEHHUE HCIOJIb30BAaHUSI KHIKHOTO (DOHJA C LIEJbI0 TMOBBIIIEHUS €ro
3 PeKTUBHOCTH;

- OnepaTUBHOE OOCITY)KMBAHHUE YUTATEJIEH JIUTEpaTypoii;

-  u3ydyeHHe UHOOPMAIIMOHHBIX TMOTPEOHOCTEH HWHIUBUIYAIbHBIX U
KOJUIEKTUBHBIX MOTpeOuTeNeil nHpopMaInm;



- MHPOPMHpPOBAHUE 4YHUTATENE O conaepkaHuu (OHAOB OHOIMOTEKH,
CIPABOYHO-UH(POPMALIMOHHON CcTy>)k0€, CTPYKType W MpaBWIAX M[OJIb30BAHUS
OMOJIMOTEKOI;

- IPOBEJICHUE HAYYHO-METOUYECKON padOThI;

- pexnama uznanuii MHMOH PAH.

2.2. ®ynknuu otaena. Coaepkanue paboThI:

- KOMIUIEKTOBaHHE Hay4yHbIX ()OHJOB OTHEJa Yepe3 BBICTABKY TEKYIIHUX
NOCTYIUIEHUM B CEKTOP KOMILUIEKTOBAaHMsI OTEYECTBEHHOW JMTepaTypbl Otnena
KOMITIEKTOBaHUs Hay4dHbIX (oHA0B (nanee — OKH®) ®b MHNUOH PAH u - npu
(buHAHCUPOBAaHUM - MHOCTPAHHOM JHUTEPATypOd 4Yepe3 CEKTOpP KOMILJIEKTOBAHMS
uHoctpanHou nurepatypsl OKH® ®b MHUOH PAH win HenocpencTBEHHO
yepes nocpeannueckue Gpupmsl B PO;

- pa3paboTKa M cHUCTEMaTHYecKas pelakuus MNpouiis KOMIUIEKTOBaHHS
oTJela W TEMAaTHYECKOro IUlaHa KOMILUIEKTOBAHMSI HAydyHOro (oHaa oTiena B
COOTBETCTBHH C IJIAaHAMU HAy4YHOU paboThl IHCTUTYTa UCTOPUU €CTECTBO3HAHUS U
Texuuku PAH;

- IepBUYHasi 00paboTKa M yYeT BHOBb MOCTYIUBILEH JTUTEPATYPHI;

- U(pOBKAa BHOBb MOCTYIUBIIEH JIUTEPATYPHI;

- WHJIUBUJYAIbHBIA M KOJMYECTBEHHBIM Yy4yeT (OHIIOB: WHBEHTApU3AIIUS
KHIDKHBIX (DOHJIOB M BEJICHUE MHBEHTAPHBIX KHUT OT/IENA, & TAK)KE BEJCHUE KHUTU
TBIKCHUS (DOHJIOB;

- BEJIEHUE M TOCTOSHHOE PEJaKTUPOBAHUE CIIy)KEOHBIX PETUCTPALMOHHBIX
KapTOTEK, KapTOTEK 3aKa30B U KAPTOTEK NOCTYIICHUM;

- TpPOBEIEHUWE MOJANUCKM HA  OTEYECTBEHHbIE M  HMHOCTPAaHHBIE
NEPUOINYECKUE U3/IaHNUS;

- KJ1accudukaiys JUTepaTypsl, octynarouiei B GoHa oTaena;

- OopraHu3anus ¥ BeAeHHE an(aBUTHOIO U CUCTEMATHYECKOTO KaTajJoroB
oTeNa;

- peIaKTUPOBaHUE CUCTEMATUUYECKOTO KaTaJora;

- BBINOJHEHUE CHPAaBOK M KOHCYJBTHPOBAHHWE MO HCHOJIb30BAHUIO
an(paBUTHOTO U CUCTEMATHYECKOT0 KaTajJoroB;

- IpUeM, y4eT M paclpeesICcHHEe BHOBb IIOCTYIAMOIIEH HAa XpaHEHUE
JTUTEPaTypBbL;

- y4eT BbIOBIBAIOLICH TUTEPATYPHI;

- IPOBEPKA MPaBUIBHOCTH PACCTAHOBKU JIUTEPATYPHL;

- TOKyMEHTalbHasl IpoBepKa HAIN4YuUs (DOHIOB;

- n3yuyeHue (oHAA C LENIbI0 BBIABICHHS JIAKYH U JOKOMIUIEKTOBaHHS, a
TaK)K€ U3bITHUS yCTapeBILIEH, HENPO(OUIbHON U U3IUIIHE TyOJIeTHOM JIUTepaTyphl;

- pacCTaHOBKA BHOBb MOCTYNAIOLIEH U CAAHHOW YUTATENIIMU JINTEPATYPHI;

- obecrieyeHne (pU3MYECKOl COXPAHHOCTH HAYYHOTrO (POHJA, KOHTPOJIb 3a
CaHUTAPHO-TUTMEHUYECKUM M MPOTUBOMOKAPHBIM COCTOSTHUEM XPAaHUIIUIIIA,;

- CBOEBPEMEHHBIH OTOOpP M mepegaya JIUTEpaTypbl B PECTABPALMIO U
HEPETIET;

- MPeNOCTaBJIIEHUE KHIKHOTO (oHAa JUIsl MCIOJIb30BAHUS UUTATENsIM
oTJIeNa;



- y4acTue€ B OpraHHU3alu TEKYIIUX U TEMATUYECKUX BBICTABOK JIMTEPATYPbI
10 COLIMAJIBHBIM U TYMAHUTAPHBIM HayKaM, KaK B 0OCIIy’)KUBa€MOM UHCTUTYTE, TaK
Y 32 €ro Npejeamu;

- 3aIlNCh YHUTATEICH B YUTAIBHBIA 3271 W Ha aOOHEMEHT, O3HAKOMIJICHUE
yuTaTesiel ¢ mpaBuiIaMH MOJb30BaHMs OUOINOTEKOIH;

- 00CiIyKUBaHUE YyuTaTeNe 1 aDOHEHTOB Yepe3 CUCTEMY YMTAIBHOTO 3aja U
a0OHEMEHT JTUTEPATY POl U3 (POHJIOB;

- mpueM TpeOOBaHUM Ha JINTEPATYpPy, KOHTPOJIb 3a CPOKAMH U KayeCTBOM
BBITNIOJIHEHUs TPEOOBAaHUH, YUET U aHAJIU3 OTKA30B;

- BblJIaya JIMTEPATypbl U KOHTPOJIb 32 CPOKAMHU IOJIb30BAHUS €10, €KETOTHAS
nepeperucTpanus YyuTareneil, KOHTPOJIb 32 COXPaHHOCTHIO (POHJIA;

-TIOJIyYeHHE JUTEepaTyphl uepe3 MeKOuOInoTeuHslii aOOHEMEHT U3
LEHTPaJIbHON OMOINOTEKY;

- BbIJIaya JIUTEPATYpbl MO MEKOUOIMOTEYHOMY aOOHEMEHTY B OMOIMOTEKH
cetu @b NHNOH PAH;

- uH(OpPMUpPOBAHHE 4YHUTATENe O HOBOM JMTEpaType, MOCTyNUBLIEH B
douael ornena u @b MHMOH PAH u4epe3 BbICTaBKM HOBBIX IOCTYIUICHUH,
KaTaJIOTH, KAPTOTEKH;

- OpraHu3alnusi TEMATHYECKUX BBICTABOK W BBICTABOK K HAy4HBIM
KOH(EPEHLUAM, CUMIIO3UyMaM U APYTUM HAYYHBIM MEPOIPHUITHSIM, IPOBOJIUMBIM
NHCTUTYTOM HCTOpPUU €CTeCTBO3HAHUS U TeXxHUKU PAH;

- conerictBue pacnpoctpanenuto uzganuii UHMOH PAH;

- u3yyeHWe UWH(POPMALMOHHBIX 3alpPOCOB YHTaTelel, pa3paboTka W
peanu3anus TOPEUIOKEHUM MO TMOBBIIMICHUIO KadecTBa HH(OPMALMOHHO-
OMOIMOTEYHOTO 00CTY)KMBAaHUS YUTATEIECH;

- BEJCHHUE CIpPaBOYHBIX OHOIMOrpaUyecKux KapTOTEeK IO TEMAaTHKe
NHctuTyTa HecTopun ectecTBO3HAHUSA U TexHuku PAH;

- IOATOTOBKA PETPOCIEKTUBHBIX OMOIMOrpaduuecKux U3IaHui;

- TMPOBEACHUE HAYYHO-METOJUYECKON paldoThl MO BCEM HaIpaBICHUSIM
NEeATENbHOCTH OTHEINA;

- U3y4YEeHHE W BHEJApPEHHWE B IMPAKTUKy padOThl OTJeNa OMbITa JIPYTUX
OMOJINOTEK;

- COCTaBJIEHUE UHCTPYKTUBHO-METOANYECKOM JOKYMEHTALIUH OTAECIIA;

- npencrasienue @b NHMOH PAH B mexxayHapOoJgHBIX, BCEPOCCUICKUX U
MEKBEJOMCTBEHHBIX OpraHax, M3ydalolluX U PEeryJIHpyroIMX pabdoTy HayudHBIX
OoubnnoTek. Yuacte B KOH(EPEHILHUAX, COBEIIAHUAX, CEMUHApax IO MPOQUIIIO
JESATENbHOCTH OT/AENA.

2.3. [InanupoBaHue U OTYETHOCTh

Otaen cocraBiseT IJIAHBI U OTYETHl O MPOU3BOJICTBEHHOW M HAy4HO-
METOJMYECKOW paboTe W TMpeAcTaBisieT uX 3aBeAyooueMmy OtraeneHuem
O6nbamoTeuHo-oubIMorpaduyecKoro oocyxuBanus npu yupexaenusx PAH.

3. B3zammopeiicTBHE ¢ JPYTMMH NOAPA3AeJIeHUAMU

OTtaen  KOOPAMHUPYIOT CBOIO pabOTy C  JIEATEIBHOCTBIO  JIPYTUX
noapaznenenuiit ®b MHUOH PAH, oGecneunBaromux Hay4YHO-UHPOPMAIIUOHHOE
oOcy>KUBaHUE YUTATEIICH:



- o BompocaM koMIuiekToBanus - ¢ OKH®;

- 110 BOIIPOCAaM ITOJIyYEHHsI U OTIpaBKu jaurTepaTypsl o MBbA — ¢ Otnenom
O6ubMoTeuHo-uHOpMaMOHHOTO o0cyxuBanus (nanee — Ob1O);

- IO BoOIpocaM oOecleueHusl JuTeparypoil uyutatenedn — ¢ Otraenom
Hay4yHbIX (poHa0B (nanee — OHD);

- [0 BOMpOCaM BeJIEHUs CIPAaBOYHOIO ammaparta otnaena — ¢ Otaenom
Hay4yHO-OuOMorpaduyeckoit unpopmanuu (mamee — OHBU) u Otnenom
KaTaJIOTU3aIMH U JIEKTPOHHBIX KaTanoroB (ganee - OK u 9K);

- TI0 BOIIPOCaM IIEHTPAIM30BAHHON KaTajJoru3aiuu, mudpoBKy TpeOoBaHUM
yuTaTeIed U nonyyeHus nedatHo kaprtouku — ¢ OK u 9OK;

- II0 BOIIpOCaM OCYIIECTBICHHUSI €IMHOTO TEXHOJOTMYECKOro Mpouecca
MPOXOXKEHUS JIUTEpaTyphl — ¢ OubIMoTeyHbiMU noApazaeneHusmu ®b MHUOH
PAH.

4. CTpyKTYypa M IITATHI 0TAE/1a

CrpykTypa  OTAena  ONpeAensercss  OCHOBHBIMM  HaIpaBJICHUSIMU
NEATEIbHOCTH OTAENa U yTBepxkaaercs aupekropom MHMOH PAH.

JIJisi BBITONHEHUS TUIAHOBBIX 33JaHUMl M YETKOW OpraHu3aluu padoThl B
COCTaBe OTJIEJIA BBIJICICHBI CISAYIONINE MOAPA3ICTICHUS U TPYIIIIbI:

- IpyIINa KOMIUIEKTOBAHUSI, IpUeMa U 00pabOTKH JIUTEPaTyphI;

- TPYIINa XpaHEeHHs U 00CITyKUBaHUS,

- rpynna KaTaJoru3ali U CUCTEMaTU3alHY;

- rpymma 6ubnuorpadum.

Otnen BO3MIABISET 3aBEAYHOLIMNA, Ha3zHadaeMmbid aupexkropom MHUOH
PAH no cornacoBaHuio ¢ JUPEKTOpoM MHCTUTyTa MCTOpUM €CTECTBO3HAHUS W
texuuku PAH.

PykoBoguTenu rpymnn Ha3HA4arOTCs 3aBEAYIOLIMM W3 4YHUCIa TJIaBHBIX
CHELUATNCTOB OTENIA.

HomenknaTypa AODKHOCTEH OTHElIa BKIIIOYAET 3aBEAYIOUIEr0 OTIEIOM,
rJIaBHBIX OuOnuorpadoB, Bexyliero OuOIHOTEeKaps, Beaymux Oubmuorpados,
penakTopa 1 kareropumu.

CoTpyIHUKM HAa3HAYAIOTCS U OCBOOOXKIAIOTCS OT 3aHMMAEMbIX JIOJKHOCTEN
mupexkropom MHMOH PAH no npeicTaBieHuIo 3aBE1yIOIIET0 OTAEIIOM.

5. IIpaBa, 0013aHHOCTH M OTBETCTBEHHOCTH OT/AeJIa

[IpaBa, O00sf3aHHOCTM W  OTBETCTBEHHOCTb  COTPYJIHHUKOB  OTZAEJA
ONPENENAIOTCS JOTKHOCTHBIMU UHCTPYKIUAMH, YTBEPAKIECHHBIMUA PYKOBOJIUTEIIEM
OdynnamentansHOM 6ubmmorexkn MTHUOH PAH.



	Положение

