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1. OOmmue nmos10KeHUsA
1.1. Otnen OubnuoTeyHo-OubIMOrpaduyeckoro odcayxuBaHus npu Kadeape
MHOCTPAaHHBIX $3bIKOB (Hasiee - Otaen) sSBIASETCS OJHUM M3 CTPYKTYPHBIX
noapasaeneHuit Oraenenuss OUOAMOTEUHO-OMONIHOrpaguUIecKkoro o0CTyKUBaHUS
npu yupexiaeHusx PAH ®OynaamentanbHOl OuOIMOTEKH, 00€CIEYUBAIOIINM
OuOIMOTeUHOE W HAy4YHO-MH(GOPMAIIMOHHOE OOCTy>KMBaHUE YHUTATeNed, HAy4YHO-
UCCJIeIOBATEIbCKYIO AesTenbHOCTh Kadenpsl nHOCTpaHHBIX A3bIKOB Poccuiickoit
aKaJIeMUU HayK, YYeHBIX U3 Apyrux HHCTUTYTOB PAH 1 By30B PO.
1.2. B cBoeit aestenbHoCcTH OTACH PYKOBOJCTBYETCS:

- IEUCTBYIOIIMMH 3aKOHOJIATEIbHBIMU AKTaAMU;

- IOCTAHOBIICHUSAMU U pacnopsokeHusmu [IpaBurenscta PO;

- MOCTaHOBJICHUSIMU U pacniopsbkeHusimu [Ipesuanyma PAH;

- MIOCTAHOBJICHUSIMU U PACHOPSKEHUSIMA MHUHHUCTEPCTBA HAYKH U BBICLIETO
oOpazoBanus PO;

- IpuKa3zamu 1 pacnopspkenusamu aupexkunn MTHUOH PAH;

- MpUKa3aMu U pacnopsbkeHussMu aupekinuu  Kadenpsl MHOCTpaHHBIX
si3pIKOB PAH;

- TIpaBUJIaMU BHYTPEHHETO TPYyJI0BOTO pacnopsaka Kadeapsl nHocTpaHHBIX
si3p1k0B PAH n1 @b MHMOH PAH;

- IpaBUJiaMu ToJyib30oBaHus Gougamu OTaena;

- HacrosamuMm [lonoxenunem.
1.3. Pabora Otaena ompenenseTcss 3ajadyaMd M HallpaBICHUSMU DPa3BUTHUS
COI[MAJIBHBIX W TYMaHUTApHBIX HayK, I[JJAHAMM U TEMAaTHUKOM HAy4HbBIX
uccnenosannii Kagenpsl nHocTpaHHbIX s1361Kk0B PAH.
2. 3anaum u pynkuun Otaena
2.1. OcHoBHbIMU 3aauyaMu OT/ieNa SIBISIOTCS:

- KoMIuiekToBaHue (onga Ortnaena OTEYECTBEHHOM U MHOCTPAHHOMN
nutepaTtypoi o npoduiato Kadbenpsl mnocTpanHsix s36ik0B PAH;

- KaTaJIoru3auus MocTymnarouieil JInTepaTyphl;

- OpraHu3alMs M BEJICHHE CHUCTEMaTHYECKOTO Karajora, pa3padoTka
Croco00B ¥ METOI0B Haubosee 3P(HEKTUBHOTO €r0 UCIIOJIb30BAHUS;

- IpeAMETHO-TeMaTru4yeckas 00padoTka HH(GOPMAIIMOHHBIX MATEPUAJIOB IS
OTPAKEHHS UX B CIPAaBOYHOM aIIapare;

- parMoHaJIbHASI OPTaHU3aIUs KHIDKHOTO (DOH/a;

- obecrieyeHre XpaHeHUs: KHKHOTO (poH/a;

- opranu3anus 3p¢PEeKTUBHOTO UCIOIb30BAHMS KHIDKHOTO (hOH/IA;

- CO3/IaHH€ M BEJCHUE CIIPAaBOYHO-IIOMCKOBOTO almapaTra, OTpa)karollero
OpraHu3alyIo U paccTaHOBKY (honaa OTnaena;

- HM3Y4YEHHUE HCIOJIb30BAaHUS KHIKHOTO (DOHJA C LIENbI0 MOBBIIIEHUS €ro
3 PeKTUBHOCTH;

- OnepaTUBHOE OOCITYKMBAHHUE YUTATENIEH JIMTEpaTypoil;

-  u3ydyeHHe UHOOPMAIIMOHHBIX MOTPEOHOCTEH HWHIUBUIYAIbHBIX U
KOJUIEKTUBHBIX MOTpeOuTeNeil nHpOopMaIny;



- 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. ©@yuknuu Otaena. Coaepikanue 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
COOTBETCTBHH C IJIaHaMU Hay4yHOU padoTel Kadenpsl nHocTpanHbIX s1361k0B PAH;

- IepBUYHasi 00pabOTKa M yYeT BHOBb MOCTYIUBILIEH JTUTEPATYPHIL;

- M(}pOBKAa BHOBb MOCTYIUBILEH JIUTEPATYPHI;

- UHAMBHUIYAJIbHBI M KOJMYECTBEHHBIN ydeT (POHIOB: MHBEHTApU3ALUs
KHIKHBIX (DOHJIOB U BEJICHUE MHBEHTAPHBIX KHUT OT/ENA, a TAaKXKe BEACHUE KHUTU
JBIDKCHUS (DOHJIOB;

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

- TpPOBEJIEHUME MOJANUCKM HA  OTEYECTBEHHbIE M  HMHOCTPAaHHBIE
NEPUOINYECKNE U3/IaHNUS;

- CHCTEeMAaTH3alusl U Kiaccu(uKauusl JUTEpaTypbl, NocTynaromeid B (GpoHz
Otnena;

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

- peIaKTUPOBaHUE CUCTEMATUUYECKOTO KaTaJora;

- BBINOJHEHWE CIPAaBOK M KOHCYJIBTHPOBAHHE IO MCIOJIb30BAHMIO
aJ1(paBUTHOTO M CUCTEMAaTUYECKOIO KaTaJoros.;

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

- 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,;

- CBOEBPEMEHHBI OTOOp M Iepefaya JIMTEpAaTypbl B PECTaBpalMIiO U
HEPEIUIET;

- MPeNOCTaBJIIEHUE KHIKHOTO (oHAa JUIsl MCIOJIb30BAHUS UUTATENsIM
oTJIeNa;



- y4acTue€ B OpraHHU3alu TEKYIIUX U TEMATUYECKUX BBICTABOK JIMTEPATYPbI
110 COLMAJIbHBIM ¥ TYMaHUTapHBIM HayKaMm, kak Ha Kadeape HHOCTpaHHBIX S3BIKOB
PAH, Tak u 3a ee npenenamu;

- 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;

- ipueM TpeOOBaHUN Ha JIUTEPaATypy, KOHTPOJIb 3a CPOKAMU M KayeCTBOM
BBITNIOJIHEHUs TPEOOBAaHUH, YUET U aHAJIU3 OTKA30B;

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

- TMOJIydeHHE JHUTEepaTyphl uepe3 MeKOMOIMOTeUHbld a0OHEMEHT U3
LEHTPaJIbHON OMOINOTEKY;

- BbIJIaya JIUTEPATYpbl MO MEKOUOIMOTEYHOMY aOOHEMEHTY B OMOIMOTEKH
cetu ®b MHNOH PAH;

- uH(OpPMUpPOBAHHE 4YHUTATENe O HOBOM JMTEpaType, MOCTyNUBLIEH B
douaelt Otnena u ®b MHUOH PAH uyepe3 BBICTaBKM HOBBIX MOCTYIUICHUH,
KaTaJIOTH, KAPTOTEKH;

- KOMILJIEKTOBaHHUE TOJICOOHBIX (POH/IOB YMTAJBLHBIX 3aJI0B, O0ECIIEUEHHE UX
COXpPaHHOCTH,;

- OpraHu3amnusi TEMATHYECKUX BBICTABOK W BBICTABOK K HAy4HBIM
KOH(EpEeHIIUAM, CUMIIO3UyMaM U JIPYTUM HAYYHBIM MEPONPHUATUIM, TTPOBOIUMBIM
Kadenpoit mnoctpanubix s3pikoB PAH;

- cogeiictBue pacnpoctpanennto uznannii MHMOH PAH;

- U3y4YeHHE HWH()OPMALMOHHBIX 3alpOCOB YHUTaTeNei, pa3zpaboTka u
peanuzanus NPEAIOKEHUM 1O TMOBBIILIEHUIO KayecTBa MH(OPMAIMOHHO-
OMOIMOTEYHOTO 00CTY)KMBAaHUS YUTATEICH;

- BEJCHHE CHPaBOYHBIX OHOMMOrpaUyecKux KapTOTEeK IO TEeMaTHKe
Kadenpsl nHOCTpanHbIX s1361K0B PAH;

- TMpOBEACHUE HAYYHO-METOJUYECKON paldoThl MO BCEM HaMpaBICHUSIM
nesitenpHocTH OTHENa;

- HM3Y4Y€HHE M BHEJPEHHE B MpakTUKy pabdorbl OTaena omelTa JIpyrux
OMOJINOTEK;

- COCTaBJICHUE UHCTPYKTUBHO-METOAUYECKON ToKkyMeHTaunu Otaena;

- npencrasienue @b NHMOH PAH B mexxayHapoaHBIX, BCEPOCCUICKUX U
MEKBEJOMCTBEHHBIX OpraHax, M3ydalolluX U PEryJIHpyIIMX padoTy HayudHBIX
OnOnmoTeK. Yuactue B KOH(EpPEHUUSAX, COBELIAHUAX, CEMHHApPAX IO MPO(UITIO
nesareiapHocT OTaena
2.3. [InanupoBaHue U OTYETHOCTh

Otpen cocraBisieT IUIAHBI U OTYETHl O TMPOM3BOJICTBEHHOW M HAy4HO-
METOUYECKOM paboTe W TpeacTaBisgeT HX 3aBeayromeMmy OtaeneHuem
OonbMoTeuHo-6ubIuorpaduueckoro oocIyKuBaHus mpu yupexaeausx PAH.

3. B3aumogeiicTBHe ¢ APYrUMH MOAPA3eTeHUAMHU



OTtaen  KOOPAMHUPYIOT CBOIO pabOTy C  J€ATEIbHOCTBIO  JIPYTUX
noapasnenenuii ®b MHMOH PAH, oGecneunBaromux Hay4YHO-UHPOPMALMOHHOE
oOcy’KMBaHUE YUTATEICH:

- o BompocaM koMiuiekToBanus — ¢ OKH®;

- 110 BOIIpOCaM TOJIYY€HHUsI M OTIPaBKU jJuTepaTypbl o MBA — ¢ Otaenom
OoubMoTeuHo-uHOopMaMoHHOTo o0cayxuBanus (nanee — Ob1O);

- 1O BompocaM obecrneueHus JuTepaTypoil uutatenei — ¢ Otaenom
Hay4dHbIX PpoHa0B (nanee — OHD);

-0 BOMpPOCaM BEAECHUS CIPABOYHOIO ammaparta otaena — ¢ Otraenom
Hay4HO-OnOmuorpaduyeckorn wuHpopmammu (mamee — OHBU) u  Otnenom
KaTaJOTU3aluy U JIEKTPOHHBIX KaTanoros (naiee - OK u OK);

- 10 BOIIPOCaM LEHTPAIM30BAHHOW KaTaJoru3anuu, IMuppoBKU TpeOOBaHUI
YUTATEIEN U NTOy4YeHns neyatHon kaptouku — ¢ OK u OK;

- 0 BOIIpOCaM OCYIIECTBICHHUSI €IUHOTO TEXHOJOTMYECKOro Mpouecca
MIPOXOXKIAEHUS JIUTEPATyphl — ¢ OUOIMOTEeYHBIMU TIoApa3aencHusMu ®b MHNUOH
PAH.

4. Ctpykrypa n mratel Otaena

Crpykrypa Ortnena  ompeAessieTcsi  OCHOBHBIMM — HaIlpaBJICHUSIMU
nearenbHocTd OTAena u yreepxkaaerca nupekropom MHNMOH PAH.

JIns BBITIONTHEHUS IUIAHOBBIX 3aJIaHMH M YETKOW OpraHu3anu paboThl B
coctaBe OTesna BbIIEIEHBI CIEAYIONINE TOAPA3ACIICHUS U TPYIIIIbL:

- Tpymnma KOMIUICKTOBaHUS, NpuemMa u oOpabOTKH, KaTaJoTH3allud |
CUCTEMATHU3alNU JINTEPATYPHI,

- rpynna XpaHeHusl U 00CITyKUBAHUS;

Otnen BO3MIABISAET 3aBEANYyIOIIMK, Ha3HadaeMbli aupexkropom MHWOH
PAH no cornacoBanuto ¢ gupektopom Kadenpsl nHOCTpaHHBIX 51361KOB PAH.

PykoBomutenu rpynmn Ha3HAYAKOTCS 3aBEAYIOINIMM W3 YHCJA TJIaBHBIX
cuenuainctoB Otaeda.

Homenknatypa nomkHoctedt Otliena BKIIOYAET 3aBEAYIOLIETO OTIEIOM U
BEIIyIIEro OuOIMoTeKapsl.

CoTpyIHUKM HAa3HAYAIOTCS U OCBOOOXKIAIOTCS OT 3aHMMAEMbIX JIOJKHOCTEN
mupexkropom MHMOH PAH no npencraBneHuto 3apeayrouiero Otaenom.

5. IIpaBa, 0013aHHOCTH U OTBETCTBEHHOCTH

[IpaBa, 00s13aHHOCTM ¥  OTBETCTBEHHOCTh  COTpymHUKOB  OTtaena
ONPENENAIOTCS JOTKHOCTHBIMU UHCTPYKIUAMH, YTBEPAKIECHHBIMUA PYKOBOJIUTEIIEM
OdynnamentansHOM 6ubmmorexkn MTHUOH PAH.
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