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1. OOmmue nmos10KeHUsA

1.1. Otgen OuOIMOTEUHO-OUOIMOrpaUUECKOTO OOCITYKMBAHHUS TpPU ApXHUBE
(manee - Otnen) sBIsIETCS ONHUM M3 CTPYKTYPHBIX TojpasfeneHuil OtaeneHus
O61bIMoTeuHO-O0UOIMOrpaduIECKOro 00CyKUBaHUS DyH/1aMEHTaAIbHON
OubnuMoTeKH, oOecrneynBaolUM OHOJMOTEYHOE U HAayYHO-UH(POpPMALMOHHOE
oOcy’KUBaHUE YUTATENEeH, HAy4YHO-UCCIEIOBATEIbCKYIO ACATENBHOCTh ApXHBa
Poccuiickont akaieMum HayK.

1.2. B cBoeii gearenpHoctd OTAEN PyKOBOJACTBYETCS:

- IEHCTBYIOIMMH 3aKOHOIaTE€IbHBIMU aKTaMU;

- IOCTAaHOBJICHUAMU U pacnopspkeHusimu [IpaBurenscra PO;

- IOCTAHOBJICHUSIMU U pacniopsbkenusimu [Ipesnanyma PAH;

- MIOCTAHOBJICHUSIMU U PACHOPSKEHUSIMA MHUHHCTEPCTBA HAYKH U BBICLIETO
oOpazoBanus PO;

- IpuKaszamu 1 pacnopspkenusmu aupexunn MHNOH PAH;

- IPUKA3aMu U pacnopspkeHussMU aupekunu Apxusa PAH;

- IpaBWJaMH BHYTpPEHHEro TpynoBoro pacmnopsiaka ApxuBa PAH u Ob
NHWOH PAH;

- IpaBUJIaMu Nosib3oBaHus Gongamu OTaena;

- HactosiuuM Ilonoxxenunem.

1.3. Pabora Otaena ompezaensercs 3ajJadyaMd U HANpPABICHUSIMH Pa3BUTHS
COI[MAJBHBIX W TYMaHUTAapHBIX HayK, IUIJAaHAMHM W TEMAaTHKOH Hay4HbBIX
uccienoBannii Apxusa PAH.

2. 3apaum u pynkuuu Otaena

2.1.  OcCHOBHBIMU 33JJa4aMu OTJIEJa SIBISIOTCA:

- KoMmIuiekToBaHue (Gonaa Ortaena OTEYECTBEHHOM W MHOCTPAHHOMN
auTeparypoi o npopunto Apxusa PAH;

- BEJICHHE KaTaJIOrM3allMy MOCTYIAIOIIEH TUTEPATYPBI;

- OpraHu3alys U BeJIEHUE MPEIMETHOTO WM CUCTEMAaTUYECKOIO KaTajoros,
pa3paboTka cioco00B U METOI0B Hanbosee 3HPEKTUBHOTO UX UCIIOIb30BAHUS;

- IpeAMETHO-TeMaTrnyeckas 00paboTka HH(GOPMAIIMOHHBIX MATEPUAJIOB IS
OTPaKEHHS UX B CIPAaBOYHOM aInIapare;

- panMoHaJIbHAsI OPraHU3aIMs KHIKHOTO (DoH/a;

- obecrieyeHre XpaHeHUs: KHUKHOTO (poH/a;

- opranuzaius 3pHEKTUBHOTO UCIIOJIb30BaHUS KHIKHOTO (hOH/IA;

- CO3/IaHH€ M BEJECHUE CIIPAaBOYHO-IIOMCKOBOIO alapara, OTpa)karollero
OpraHU3aIMIo0 U paccTaHOBKY ponna Otaena;

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

- ONepaTUBHOE OOCITYKMBAHHUE YUTATENIEH JIUTEPaTypoOii;

-  u3ydyeHue UH(MOPMAIMOHHBIX MOTPEOHOCTEN HWHIUBUIYAIbHBIX U
KOJUIEKTUBHBIX MOTpeOuTeneil nHpopMaIuy;

- uHopMHUpOBaHHME uYHuTaTeded O cojaepkaHuu (OHIOB OUOIUOTEKH,
CIIPaBOYHO-UHGOPMAIIMOHHON CcITy>k0e, CTPYKType W TNpaBWIaX IOJIb30BAHUS
OMOJIMOTEKOM;

-1 pOBEJIEHUE HAYYHO-METOUUECKON padOoTHI;



- pexnama uznanui MHMOH PAH.

2.2. ®ysxuuu Otaena. Conepxanue pabOThI:

- KOMIUIEKTOBaHHE HAay4yHbIX ()OHAOB OTHEJA Yepe3 BBICTABKY TEKYIIUX
MOCTYIJIEHUH CEKTOpa KOMIUIEKTOBAHMS OTEYECTBEHHOU nurepaTypsl Otnena
KOMIUIEKTOBaHUs Hay4yHbIX ¢oHaoB (nanee — OKH®) ®b MHMOH PAH u - npu
(uHAHCUPOBAaHUM - MHOCTPAHHOM JMTEPATypOd 4Yepe3 CEKTOpP KOMILJIEKTOBAHMSI
MHOCTpaHHOM JuTeparypbl OThena KOMIUIEKTOBaHMSA HayuyHbIX ¢oHaoB @b
NHUOH PAH wmmu HenocpeACTBEHHO dYepe3 TMOoCpeaHuYecKkue QGupMbl B
Poccuiickon @enepannu;

- pa3pa0oTka M cHUCTeMaTHYecKas peAakius NpopMiIs KOMILIEKTOBAHMS
OTJe/la U TEeMAaTUYECKOro IUIaHa KOMIUIEKTOBaHHUS HaydyHOro (oHaa OTAeNa B
COOTBETCTBHH C IJTaHAMHU Hay4YHOU padboTel ApxuBa PAH;

- IepBUYHasl 00pabOTKa M YYET BHOBb MOCTYIUBILEH JTUTEPATYPBIL;

- M(pOBKA BHOBb NOCTYIUBILIEH JIUTEPATYPHI;

- WHIUBUIYaJIbHBIA M KOJMYECTBEHHBIM Yy4yeT (POHJIOB: WHBEHTApU3ALUS
KHIKHBIX (QOHJIOB M BEJEHUE MHBEHTAPHBIX KHUT OTJIEJa, a TAK)KE BEICHUE KHUT
JBIKEHUS (DOHIIOB;

- BEJICHUE U IOCTOSHHOE PEJAKTUPOBAHUE CIIYKEOHBIX PETUCTPALMOHHBIX
KapTOTEK, KAPTOTEK 3aKa30B U KApTOTEK MOCTYIIJICHUI;

- TpPOBEJIEHHWE TMOJAINUCKM HAa  OTCYECTBEHHBIE M  WMHOCTPAaHHBIE
NIEPUOINYECKNE U3/IaHNUS;

- IpeaMeTH3alus U KiaccupuKalus JUTEpaTypbl, NocTynammed B (HOH
Otnena;

- OpraHu3anys M BeJeHHE alI(PaBUTHOTO U MPEAMETHO-CHCTEMATHYECKOTO
karajoroB Otaena;

- CUCTEMAaTHMYECKOE BKJIIOYEHHE B MPEIMETHO-CUCTEMATUUYECKUN KaTaior
HOBBIX PYOpHK, OTPaXarolluX aKTyaJlbHbIE HAyYHbIE TPOOJIEMBIL;

- BBIIOJHEHUE CIPABOK M KOHCYJbTHPOBAHHWE IO HCHOJIb30BAHUIO
an(aBUTHOTO U MPEIMETHO-CUCTEMATUYECKOT0 KaTaIOrOB;

- IpUeM, y4eT U paclpeiesieHUe BHOBb IOCTYNAMOIIEH Ha XpaHEHHE
JUTEPaTyphl;

- y4eT BbIOBIBAIOLICH JIUTEPATYPHI;

- IPOBEPKA MIPaBUIBHOCTH PACCTAHOBKH JIUTEPATYPBL;

- TOKyMEHTaJbHasl MpoBepKa HaIuuus (HOHIOB;

- u3ydyeHue (OHAA C IIeNbI0 BBISBICHHS JIAKyYH M JOKOMILUICKTOBaHUS, a
TaK)Ke U3BATHS yCTapeBIlIeH, HEPOPUIbHON U U3IUIIHE AyONEeTHOMN TUTEpaTyphl;

- pacCcTaHOBKA BHOBb MOCTYNAIOLIEH U CAAHHOW YUTATENIIMH JINTEPATYPHI;

- obecrieyeHne (pU3NYECKOl COXPAHHOCTH HAYyYHOIro (POHJ]A, KOHTPOJIb 3a
CaHUTAPHO-TUTMEHUYECKUM M MPOTUBOMOKAPHBIM COCTOSIHUEM XPaHUJIUIIIA;

- CBOEBPEMEHHBIH OTOOpP M mepeaya JIUTEpaTypbl B PECTABPALMIO U
NEePerIeT;

- OpraHuzanus U BeleHUE aj(aBUTHBIX U TONOrpadUYecKuX KaTaJoroB Ha
KHIKHBIN (DOHJT M pErMCTPALIMOHHBIX KAPTOTEK Ha (DOH/I IEPUOUKY;

- MPeNOCTaBJIIEHUE KHIKHOTO (oHAa JUIsl MCIOJIb30BAHUS UUTATENsIM
oTJIeNa;



- y4acTue€ B OpraHHU3alu TEKYIIUX U TEMATUYECKUX BBICTABOK JIMTEPATYPbI
[0 COLUMAJIbHBIM M T'yMaHWTApHBIM HaykaM, Kak B ApxuBe PAH, Tak u 3a ero
npeaenaMu;

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

- 00CITy’)KMBaHNE YUTaTEIeN U aDOHEHTOB Yepe3 CUCTEMY YUTAIBHOIO 3a/1a U
aOOHEMEHT JUTepaTypoil U3 POH/IOB;

- 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;

- TMOJIydeHHE JHUTEepaTyphl uepe3 MeKOMOIMOTeUHbld a0OHEMEHT U3
LEHTPaJIbHON OMOINOTEKY;

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

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

- KOMIUIEKTOBaHUE MOACOOHBIX (DOHAOB YUTAIBHBIX 3aJI0B, 00ECIEUEHUE UX
COXPaHHOCTH;

- OpraHu3anusi TEMaTU4YECKUX BBICTABOK M BBICTABOK K HAy4YHBIM
KOH(pEpEeHLUAM, CUMIIO3UyMaM U JPYTUM HAYYHBIM MEPOIPHUSITHIM, IPOBOJIUMBIM
ApxusoMm 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
Apxusa PAH;

- IOATOTOBKA PETPOCHEKTUBHBIX ONONIMOrpaduIecKux n31aHui;

- IPOBEJEHUE HAy4YHO-METOAMYECKOH padoThl IO BCEM HaIpaBJICHUAM
nestenbHOCTH OTHena;

- W3y4YeHHE M BHEJPEHHE B MpakTUKy paboTbl OTaena omeiTa IpYyrux
OMOJIHNOTEK;

- COCTaBJIEHUE UHCTPYKTUBHO-METOAUYECKON TokyMeHTaunu Otaena;

- npeacrasienne @b NHMOH PAH B mMexyHapOOHBIX, BCEPOCCUICKUX U
MEXBEJOMCTBEHHBIX OpraHax, M3y4alollUX WU PEryJHpyoluUX pad0Ty HAyYHBIX
OubnuoTek. Yuactue B KOH(pEpPEHUUSAX, COBELIAHUAX, CEMHHApAX IO MPO(UITIO
nesreinrsHoct OTaena.

2.3. [InanupoBaHue U OTYETHOCTh

OTtaen cocTaBisieT MJIaHbI U OTYETHl O MPOU3BOJCTBEHHONM U HAy4YHO-
METOJUYECKOM paboTe U mpeAcTaBisgeT uX 3aBeaytouiemy OtaeneHuem
oubMoTeuHo-6ubIMorpaduueckoro ooCcIyKuBaHus mpu yupexaeausx PAH.
3. BsaumopeiicTBHe ¢ JPYTHMH NMOAPA3IeTCHUIMHA



Otaen  KOOpPAMHHUPYIOT CBOKO  pabOTy €  JeATENbHOCTBIO  APYIHX
noapasnenenuii ®b MHMOH PAH, oGecneunBaromux Hay4YHO-UHPOPMALMOHHOE
oOcy’KMBaHUE YUTATEICH:

- o BompocaM koMiuiekToBanusa — ¢ OKHO®;

- IO BOIIPOCaM MOJIYYEHHs] U OTNpaBku Juteparypsl o MBA — ¢ Otaenom
OoubMoTeuHo-uHOopMaMoHHOTo o0cayxuBanus (nanee — Ob1O);

- TI0 BOIIpOcaM obOecreueHus JuTeparypor unrarenei — ¢ OTnenoM HaydHbIX
dbonnos (nanee — OHOD);

- 110 BOIIpOCAaM BEJEHUS CIIPABOYHOIO anmnapara ortaena — ¢ OTaenom Hay4dHo-
oubnuorpaduueckoi nudopmanuu (nanee — OHBU) u Otaenom kaTanoru3anuu u
ANEKTPOHHBIX KaTanoros (naiee - OK u 9K);

- M0 BONPOCAM LEHTPAIM30BAHHONW KaTaJIOTM3aluH, MHA(YPOBKU TpeOOBaHUI
YUTATEIEN U NTOy4YeHns neyatHon kaptouku — ¢ OK u OK;

- 0 BONpPOCAaM OCYIIECTBICHHUS] €IMHOI0 TEXHOJIOTMYECKOro Mpouecca
MIPOXOXKIAEHUS JIUTEPATyphl — ¢ OUOIMOTEeYHBIMU TIoApa3aencHusMu ®b MHNUOH
PAH.

4. Ctpykrypa n mratel Otaena

CrpykTypa oTAena onpenenseTcss OCHOBHBIMH HAIIPaBICHUSMU JIEATEIIbHOCTH
Otnena u yrBepxkaaercs gupekropom MHMOH PAH.

Otnen BO3IIIaBNSIET 3aBeAyrONIUi, HazHadaemblil aupekropom MHUMOH mo
corjlacoBanuio ¢ qupekropom Apxusa PAH.

Homenknatypa noipkHocteil Otaena BkiatoyaeT 3aseayromero OTaenom u
Beyiero oudauorpada.

CoTpyIHUKHM HA3HAYAIOTCS U OCBOOOXMAIOTCS OT 3aHHMAEMBIX JOJDKHOCTEH
mupexkropom MHMOH PAH no npencrasnenuto 3asenyromero Otaenom.

5. IIpaBa, 0013aHHOCTH U OTBETCTBEHHOCTD.

[IpaBa, O00S3aHHOCTM W  OTBETCTBEHHOCTh  COTpyAHUKOB  OTtaena
ONPENENSIOTCS TOKHOCTHBIMU MHCTPYKIUSAMHU, YTBEPKACHHBIMH PYKOBOJUTEIEM
®ynnamenrtanbHoi Oubnnoreku MTHUOH PAH.
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