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1.001mume moJsioKeHus

1.1. Otgpen OnOIMoTeUHO-OUOIMOrpaduIECKOro oOcTy)KUBaHUS npu
Nuctutytax poccuiickoit ucropuun u Bceodbmieit uctopun (OBbO ®b MHMOH
PAH, nanee — Ortaen)) dBiseTcss OJHUM W3 CTPYKTYPHBIX MOJpa3JeieHUi
Otaenenus OoubIMoTeuHo-0uOIMOrpad uYECKOro o0CIy)KUBaHUS npu

yupexxaenusix ~PAH ~ ®yngamenranbHoit  6mbmmoreku  MHUOH — PAH,
obecrieunBaOIMM OUOIMOTEYHOE W HAyYHO-MH(DOPMAIIMOHHOE O0OCITyKHUBaHUE
YUTATEJIEN, HAYYHO-UCCIIEIOBATEINBCKYIO JIEITENbHOCTh VIHCTUTYTOB POCCHUMCKOU
UCTOpUU M BceoOIIe ucrtopun Poccuiickoil akajieMun HayK, YYCHBIX U3 JPYTHX
unctutytoB PAH u By30B PO.
1.2. B cBoeii gearenbHoctu OTAEN PyKOBOJCTBYETCS:

- IEUCTBYIOIMMH 3aKOHOJATEIbHBIMA AKTaMH;

- IOCTAHOBJICHUSAMH U pacniopsbkeHusmu [IpasurensctBa POD;

- IOCTAHOBJIEHUSIMHU U pacniopsbkenusmu [Ipesnanyma PAH;

- MIOCTAHOBJICHUSIMU U PACHOPSKEHUSIMU MUHHUCTEPCTBA HAYKH U BBICHIETO
obOpazoBanus PO;

- mpuKaszamu u pacnopspkenusmu aupexkunn MTHNUOH PAH;

- TpPUKA3aMU W PACIOPSIKCHUAMU JUPEKIUKW WHCTUTYyTa pPOCCUKCKOU
ucropun PAH u MuctutyTa BceoOmeit ncropuu PAH;

- IPaBWJIAMHU BHYTPEHHETO TPYAOBOIO pacnopsaka MHCTUTyTa pOCCHICKOU
uctopuu PAH, Uncturyra Bceobmei ncropun PAH u @b MHUOH PAH;

- IpaBUJIaMU TIOJIb30BaHUs (hOHAAMU OT/IENA;

- HacTosmuMm [lonoxenunem.
1.3. Pabora Otpena omnpezaensercs 3aJadyaMd M HaOpaBJICHHUSIMHU Pa3BUTHS
COI[MATBHBIX W TYMaHUTApPHBIX HayK, I[JJaHAMM U TEMAaTHUKOM HAy4HBIX
uccienoBanuii MHCTUTYTOB poccuiicKoi uctopuu U Bceoduieit ucropuu PAH.
2. 3agaum u pynkuuun Otaena
2.1.  OcuHoBHBIMHU 3aauaMu OTesa IBISIOTC:

- KoMmIuiektoBanue Gouga Ortnena OTEYECTBEHHOM M HMHOCTPaHHOM
auTepaTypoi 1o npoduao MHCTUTYTOB poccuiickoi u BceoOmei ncropuu PAH;

- KaTaJoru3anus NoCTyMAEN TUTEPATYPHI;

- OpraHm3alMss W BEJEHUE CHCTEMaTHYECKOro KaTajora, pa3paboTka
CIIoco00B ¥ METOIOB Hanbosee 3PHEKTUBHOTO €TI0 UCIIOJIb30BAHUS;

- IpeAMETHO-TeMaTu4Yeckas 00padoTka MH(GOPMAIIMOHHBIX MAaTEPUAJIOB IS
OTPaKEHUS UX B CIPABOYHOM arapare;

- pauMoOHaJIbHASI OPTaHU3aLUs KHIKHOTO (POHNa;

- o0ecrnieueHre XpaHeHUs1 KHHKHOTO (DOH/a;

- opranu3anus 3p(HEeKTUBHOTO UCIOJIb30BaHUSI KHHKHOTO (hOHAA;

- CO3JaHME M BEJICHHME CIIPABOYHO-TIOMCKOBOIO aIllapara, OTPa)karollero
OpraHu3aluIo U paccTaHOBKY (onaa OTaena;

- W3Y4Y€HHUE HCIOJIb30BAaHUSI KHIKHOTO (DOHJA C 1IEJIbI0 TOBBIIIEHUS €ro
3 PeKTUBHOCTH;

- OnepaTUBHOE OOCITY)KMBAHHUE YUTATENIECH IUTEpaTypoii;

- u3ydyeHHe UWHOOPMAIIMOHHBIX TMOTPEOHOCTEH WHIUBUIYAIbHBIX U
KOJUIEKTUBHBIX MOTpeOuTesneit nHbopmanmm;



- 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. Coneprkanue pabOThI:

- KOMIUJIEKTOBaHME Hay4HbIX (oHI0B OTnaena uyepe3 BBICTABKY TEKYLIUX
NOCTYIUIEHUI B CEKTOpa KOMIUIEKTOBaHHUS OTE€YECTBEHHOHN smreparypsl Otaena
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
Otaena W TEMaTUYECKOrO IUIAHA KOMIUIEKTOBAaHMS HayyHoro ¢onma Otaena B
COOTBETCTBHHM C IJIAaHAMHU HAy4YHOH paboThl MIHCTUTYTOB pOCCUICKON U BceoOIIe
ucropuu PAH;

- IepBUYHasi 00paboTKa M yYeT BHOBb MOCTYIUBILEH JTUTEPATYPHI;

- ¢ poBKa BHOBb MTOCTYIIUBLIEH JIUTEPATYPHI;

- UHAMBHUIYaAJIbHBI M KOJMYECTBEHHBIN ydeT (POHIOB: MHBEHTApU3aLUs
KHUKHBIX (DOHJIOB U BEJICHUE MHBEHTAPHBIX KHUT OT/ENA, a TAaKXKe BEACHUE KHUTU
TBIKCHUS (DOHJIOB;

- BEJCHHE U pEAAKTHUPOBAHUE CIY>KEOHBIX PETUCTPALMOHHBIX KapTOTEK,
KApTOTEK 3aKa30B U KAPTOTEK MOCTYIUICHU;

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

- cHCTeMaTH3alusl M KiaccuuKauus JUTEpaTypbl, NocTynaromeid B (GpoHs
Otnena;

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

- peOaKTUPOBAaHUE CUCTEMATUYECKOTO KAaTaJIOra;

- BBINOJHEHWE CIPAaBOK M KOHCYJBTHPOBAHHWE IO MCIOJIb30BAHHIO
aJ1(paBUTHOTO M CUCTEMAaTUYECKOI0 KaTaJoroB.;

- NpUeM, y4eT M paclpeiesiCcHHEe BHOBb IIOCTYIAMIIEH HAa XpaHEHUE
JIUTEPATYPBL;

- y4eT BbIOBIBAIOLICH JIUTEPATYPHI;

- IPOBEPKA MPaBUIBHOCTH PACCTAHOBKH JIUTEPATYPHL;

- TOKyMEHTalbHasi IpoBepKa HaIn4Yus (DOHIOB;

- n3yuyeHue (oHJA C LENbI0 BBIABICHHS JIAKYH U JOKOMIUIEKTOBaHHS, a
TaK)Ke U3bSITHUS yCcTapeBIIeH, HeNPOOUIbHON U U3IHUIIHE TyOJIeTHOM JIUTEepaTyphl;

- pacCTaHOBKA BHOBb MOCTYNAIOLIEH U CAAHHOW YUTATENIIMU JINTEPATYPHI;

- obecrieyeHne (pU3MYECKOl COXPAHHOCTH HAYYHOro (POHJ]IA, KOHTPOJIb 3a
CaHUTapPHO-TMTHEHUYECKUM U IIPOTUBOIIOKAPHBIM COCTOSIHUEM XPaHUIIUIIA,

- CBOEBPEMEHHBII OTOOp M Iepenaya JIMTEpAaTypbl B pPECTaBpalMio U
NEPEIIET;



- MPEJOCTABICHHE KHWXKHOro (OHAA MJs HCIONb30BAHUSA YUTATENSIM
OTJENa;

- y4acTHE B OpPraHU3AIMU TEKYIIUX U TEMAaTUUYECKUX BBICTABOK JIUTEPATYPhI
[I0 COLMaJIbHBIM M TyYMAaHUTApHBIM HaykKaM, Kak B HMHcruryre poccuiickou
ucrtopun PAH, Tak u 3a ero npexaenamu;

- 3aIUCh YHUTaTele B YMTAJIbHBIA 3all U Ha aOOHEMEHT, O3HAKOMJICHHE
yuTaTeNel ¢ mpaBuiIaMu MOJb30BaHMS OUOINOTEKOMM;

- 00CITyKMBaHUE YUTATENIEeH 1 aDOHEHTOB Yepe3 CUCTEMY UYMTAJIbHOTO 3ajia U
a0OHEMEHT JTUTEPATYyPOii U3 (POHIIOB;

- TIpueM TpeOOBaHUW Ha JIUTEPaTypy, KOHTPOJIb 3a CPOKAMU U KauyeCTBOM
BBITIOJTHCHUSI TPEOOBAHMH, YUET M aHAJIN3 OTKA30B;

-BblJIa4ya JIUTEPATypPbl U KOHTPOJIb 32 CPOKAMU IOJIb30BAHUS €10, €KETOTHAS
IIEPEPETUCTPALUS YNTATETIEH;

-MIOJIyYeHUE JIUTepaTypbl 4epe3 MEKOUOIMOTEUHBIM a0OHEMEHT U3
[EHTPaJIbHON OMOINOTEKY;

- BbIJa4a JUTEpaATyphbl MO0 MEKOMOIMOTEUHOMY aO0OHEMEHTY B OUOIHMOTEKH
cetu ®b MHNUOH PAH;

- uH(OpPMUPOBAHHE 4YHUTATENe O HOBOM JUTEepaType, MOCTYyNUBIIEH B
donapl Otnena u ®b MHUOH PAH 4epe3 BbICTaBKM HOBBIX MOCTYIUICHH,
KaTaJIOTH, KApTOTEKH;

- KOMILJIEKTOBAaHUE TI0JICOOHBIX (JOHJIOB YUTAIBHBIX 3aJI0B, 00ECIICUCHUE UX
COXPaHHOCTH;

- OpraHu3aiusi TEMAaTUYECKUX BBICTABOK W BBICTABOK K HAy4HBIM
KOH(EpEeHIUAM, CUMIIO3UyMaM U IPYTUM HAYYHBIM MEPONPHUATHSM, TTPOBOIUMBIM
00CITyKUBAEMBIMU UHCTUTYTAMHU;

- comerctBue pacnpocrpanenuro nznannii MHUOH PAH;

- U3y4YeHHEe HWH(POPMAIMOHHBIX 3alpoCOB YUTaTeNei, pa3zpaboTka u
peanuzanus MPEAJIOKEHUM 1O TMOBBIIMICEHUIO KayecTBa HMH(OPMAIMOHHO-
O1OIMOTEUHOTO 00CTY)KMBAaHUSI YUTATEICH;

- BEJCHHUE CIPaBOYHBIX OHOMMOrpadUyEecKUX KapTOTEK IO TEeMaTHKe
NuctutyTta poccuiickoit ucropun PAH n MuctutyTa BeeoOmei ncropuu PAH;

- IOJTOTOBKA PETPOCIIEKTUBHBIX OMOIHOrpaduecKnx u3aaHui;

- TMPOBEACHUE HAYYHO-METOJUYECKON paldOoThl MO BCEM HAIpPaBICHUSIM
nesrenbHOCTH OTHena;

- W3y4YCHHWE W BHEAPCHHE B NPAKTUKY paboTel OTaena ombiTa IPyTrUX
OMOJIHNOTEK;

- COCTaBJIEHUE UHCTPYKTUBHO-METOJUYECKON ToKkyMeHTauuu Otaena;

- npexacrasnenne @b NMHMOH PAH B mexnyHapoaHbIX, BCEPOCCUMCKHUX H
MEKBEJOMCTBEHHBIX OpraHax, M3y4alollUuX M PEeryJHpYyIIMMX padoTy Hay4YHBIX
OubnuoTek. Yuactue B KOH(pEpPEHIUSAX, COBEUIAHUAX, CEMHUHApAX MO MPOdUITIO
nesareinpHocT OTaena.

2.3. IInanupoBaHue U OTYETHOCTh

OTaen cocTaBieT IJIaHBI M OTYETHl O IMPOU3BOJCTBEHHONM M HAay4yHO-
METOUYECKOM paboTe W TpeAcTaBisgeT ux 3aBeayromeMmy OTaeneHuem
OoubmuoTeuHo-o6ubIMorpaduyecKoro oocIyXxuBanus npu yupexaenusx PAH.



3. BsaumopeicTBHe ¢ APYTUMHM NOAPA3IeTCHUAMHA

OTaen  KOOPAMHUPYIOT CBOIO  pabOTy C  J€ATEIbHOCTBIO  JIPYTUX
noapaznenenuii ®b MHMOH PAH, oGecneunBaromux Hay4YHO-UHPOPMALIMOHHOE
oOcy’>KUBaHUE YATATEICH:

- o BompocaM koMiuiekToBanus — ¢ OKH®;

- 110 BOIIpOCaM IOJIYYEHHUs U OTIpPaBKU JauTepaTypbl o MBA — ¢ Otaenom
O6ubmuoTeuHo-uHGopMaMoHHOTO 00cmyxuBanus (nanee — OBHO);

- MO BompocaMm oOecrneueHus JuTepaTypoil uutatenein — ¢ Otaenom
Hay4HbIX QoHI0B (nanee — OHD);

- [0 BONPOCaM BEJEHHUs CIPABOYHOIO ammapara ornaena — ¢ Oraenom
Hay4HO-OnOmmorpaduyeckorn wuHpopmanmu (mamee — OHBU) u  Otnenom
KaTaJIOTU3alluyU U AJIEKTPOHHBIX KaTanoroB (ganee - OK u 9K);

- 10 BOIIPOCaM LEHTPAIM30BAHHOW KaTaJoru3aiuu, MuppoBKU TpeOOBaHUI
YUTATEIEN U NONy4YeHns neyatHon kaprtouku — ¢ OK u OK;

- 0 BOIIPOCaM OCYILIECTBJIEHUS EIUHOIO TEXHOJOTMYECKOTO MpoLecca
MIPOXOXKIAEHUS JIUTEpaTyphl — ¢ OuOIMOoTEeYHBIMU TIoApazaeneHusMu ®b MTHUOH
PAH.

4. Ctpykrypa n mitarsl OT/e1a

Crpykrypa Ortnena  ompeaessieTcsi  OCHOBHBIMM — HaIllpaBJICHUSIMU
nestenpHocT OTtnena u yrBepxaaercsa nupekropom MHMOH PAH.

JIns BBITIONTHEHUS IUIAHOBBIX 3aJIaHMM M YETKOW OpraHu3anu paboThl B
coctase OTzena BbIIEIEHbI CIIEYONIUE TPYIIIbL:

- COTPYJAHUK y4acTKa KOMILJIEKTOBaHUS JIUTEPATYPbIL;

- COTPYIHUK y4acTKa MpuemMa u 00paboTKU JTUTEPaTyphl;

- TpyIIa XpaHEeHMs U 00CITyKUBaHHUS;

- COTPYAHMK y4YacCTKa KaTaJIOTU3allui U CUCTEMATU3ALINH;

- rpynmna oubnuorpadum.

Otnen BO3MIABISAET 3aBEAYIOWIMM, HaszHayaembll aupexkropom MHUMOH
PAH no cornacoBanuio ¢ gupektopamu WMHCTUTYTOB poccuiickoid M BceoOIiei
ucropuu PAH.

PykoBoauTenu rpynn Ha3HA4yarOTCs 3aBEAYIOINIMM W3 YHCIA TJIaBHBIX
cnenpainuctos Otaedna.

Homenknatypa noipkHOocTedl OTAena BKIIIOYAET 3aBEAYIOLIETO OTIEIIOM,
rJIaBHOTO OMOMMOTEeKaps, BeayIux Onbnmnorekaps u oudauorpada, oudamorexkaps
u 6ubnuorpada,l xkareropuu.

CoTpyJHUKH Ha3HAYAIOTCS U OCBOOOKIAIOTCA OT 3aHUMAEMBIX JTOJKHOCTEN
mupexkropom MHMOH PAH no npencrasnenuto 3asenyromero Otaenom.

S. IIpaBa, 00513aHHOCTH M OTBETCTBEHHOCTh OTae/12
[IpaBa, 00s3aHHOCTM W OTBETCTBEHHOCTb COTPYIHUKOB Ortnena
ONPENENSIOTCS TOKHOCTHBIMU MHCTPYKIUSMHU, YTBEPKIACHHBIMH PYKOBOIUTEIEM
®ynnamenrtanbHoi Oubnnoreku MTHUOH PAH.
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