POCCUMCKASI AKAJIEMUS HAVK MUHHUCTEPCTBO HAYKHU U BBICIIETO
OBPA30OBAHUS POCCUMCKOM
®EJIEPALINU
UHCTUTYT HAYYHON MTHO®OPMALIUH 11O OBLIECTBEHHBIM HAYKAM PAH
(MHUOH PAH)
®YHIAMEHTAJIBHA S BUBJIMOTEKA

«YTBEpKAAIO»
PykoBoaurens @yHaaMeHTaIbHOU
oubnuorexku MHWUOH PAH

N
' \MS\ JI.H. TuxonoBa

25 aBrycra 2020 r.

IHonoxenue
00 OT1aesie OMOIMOTEYHO-OMOIUOTPAPUUECKOTO
o0cay:xxuBanus npu Uacruryre JIaTuHCKOM AMepUKH
OTtaesieHust 0MO0JINOTEYHO-0UOIMOTPaAPUIECKOTO
o0cay:kuBaHus npu yupexkaenusax PAH
DdyHaaMEeHTAJIBLHON O0N0JIMOTEKHN

MOCKBA 2020



1. OOmmue nmos10KeHUsA
1.1.  Otgen 6ubamoTeuno-oubIMOrpaduyeckoro odcmyxuBanust npu Mucruryre
Jlatunckoit AmMepuku (OBBO ®b MHUOH PAH, nanee - Otnen) sBisieTcs OJJHUM
U3 CTPYKTYPHBIX noapazaenenuit Otaenenus 0nbnnoreyHo-o0ndnmnorpaduueckoro
ob6ciyxuBanus npu yupexjaeHussx PAH ®ynnamentanpHoit 6ubmmnoreku MHUOH
PAH, oOecneunBaroniuM  OMOJIMOTEYHOE M HAayYyHO-MH(OPMAIIMOHHOE
oOcy’>KUBaHHUE YMUTaTEIeH, HAYYHO-UCCIEA0BATENbCKYIO AesITeIbHOCT, NHCTUTY T
JlatuHckoil Awmepuku Poccuiickoil akageMuum HayK, YYEHbIX U3 JIPYyTHX
unctutytoB PAH u By30B PO.
1.2. B cBoell 1eaTeabHOCTH OTACH PYKOBOJCTBYETCS:

- ICUCTBYIOLIMMH 3aKOHOJIATEIIbHBIMUA aKTaMU;

- IOCTAHOBJIICHUAMH U pacniopsbkeHusmu Ipasurensctea PO;

- IOCTAHOBJICHUSIMU U pacniopspkeHusivu [Ipesunnnyma PAHS

- MIOCTAHOBJICHUSIMU U PACHOPSKEHUSIMU MHUHHUCTEPCTBA HAYKH U BBICLIETO
obOpazoBanus PO;

- IpuKa3zamu 1 pacnopspkenusamu aupexkunn MTHUOH PAH;

- MpUKa3aMu M paclopsoKeHUsMU aupekiuu  Mucruryta JlaTuHckoi
Awmepuku PAH;

- MpaBWJIaMU BHYTPEHHETO TPYJ0BOro pacrnopsaka MHcrutyra JlaTuHCKOM
Awmepuku PAH u ®b6 UTHNOH PAH;

- IpaBUJIaMU TIOJIb30BaHUs (HOHAAMU OT/IENa;

- Hacroswmum [lonoxennem.
1.3. PabGora Otnena ompeaensercs 3anadyaMd W HANPABJICHUSIMU Pa3BUTHS
COIMAJBHBIX W TYMaHUTApPHBIX HayK, I[JJAHAMM W TEMAaTHUKOM Hay4HBIX
uccnenoBannii MMacruryra Jlatunckon Amepuku PAH.
2. 3agaum U QyHKIUM OTAEIA
2.1.  OcuHoBHBIMHU 3aauaMu OTaesa IBISIOTCA:

- komiuiektoBaHue ¢ouga OTaena OTEUECTBEHHOW W MHOCTPaHHOM
nuTepatypoi o npoduato Macturyra Jlatunckoit Amepuku PAH;

- KaTaJoru3auus NOCTYIAUIEH TUTEPATYPHI;

- 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;

- CO3/IaHH€ W BEJEHUE CIIPAaBOYHO-IIOMCKOBOTO almapara, 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. Coneprkanue pabOThI:

- KOMIUIEKTOBAaHUE HAy4YHbIX (POHJOB OT/E€]a 4Yepe3 BBICTABKY TEKYILIUX
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
COOTBETCTBMM C IUTaHAMM Hay4yHOM paboTel MHcturyTa JlatnHCKOW AMeEpuKH
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
OTJENA;

-OpraHu3anusi U BeJeHUE al(aBUTHOTO M CHCTEMATHYECKOTO0 KaTaloroB
OTJENIa;

- pedaKTUPOBaHUE IPEIMETHOTO KAaTaJIOTa;

.- BBIIIOJJHEHUE CIOPABOK M KOHCYJBTUPOBAHUE IO HCIIOJIB30BAHUIO
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
oTJEeNa;

- y4acTue€ B OpraHHU3aluu TEKYIIUX U TEMAaTHYECKUX BBICTABOK JIMTEPATYPbI
[I0 COLMAJBHBIM M TyYMaHUTapHbIM HaykaM, Kak B HMucturyre JlatuHckou
Awmepuku PAH, Tak u 3a ero npezaenamu;

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

. -00CITy’KMBaHHE YUTATEJIeH U AOOHEHTOB Yepe3 CUCTEMY UMTAIBHOTO 3aJia
1 aOOHEMEHT JTUTEPATY POl U3 (POHIIOB;

. -TIpueM TpeOOBaHUI Ha JUTEPaATypy, KOHTPOJIb 32 CPOKAMU M KaueCTBOM
BBITIOJTHCHUSI TPEOOBAHMH, YUET M aHAJIN3 OTKA30B;

- BblJIaya JIUTEPATypbl U KOHTPOJIb 332 CPOKAMU IOJIb30BAHUS €10, €KETOTHAS
MEepPEPETUCTpALIMS YATATENIEH, KOHTPOJIb 32 COXPAaHHOCThIO (DOHAA;

- TIOJIy4EHUE JIUTEPATyphl dYepe3 MeKOMOIMOTeUHbIH aOOHEMEHT U3
[EHTPaJIbHON OMOINOTEKY;

-BbIJIaYa JUTEPATypbl MO0 MEKOMOIMOTEYHOMY a0OHEMEHTY B OMOIMOTEKH
cetu ®b MHNUOH PAH;

- uH(OpPMUPOBAHHE 4YHUTATENe O HOBOM JUTEepaType, MOCTYyNUBIIEH B
donabl otnena u ®b MHMOH PAH wuyepe3 BbICTaBKM HOBBIX MOCTYIUICHHH,
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
00CITy’)KHBa€MbIM HHCTUTYTOM;

- coxeictBue pacnpocrpanenuro nudgannii MTHMOH 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
Nucturyra Jlatunckoit Amepuku PAH;

- IOJTOTOBKA PETPOCIIEKTUBHBIX OMOIHOrpaduecKnx u3aaHui;

- MpOBEJIEHUE HAYYHO-METOAMYECKONM paboThl IO BCEM HaIpaBJICHUAM
JESATENBHOCTU OT/ENA,;

- U3YYEHHE U BHEJPEHUE B MPAKTUKY padOThl OTJENa OIbITa APYrUX
OMOJIHNOTEK;

- COCTaBJIEHUE UHCTPYKTUBHO-METOUYECKOMN JOKYMEHTALIUH OT/AEIA;

- npexacrasnenne @b NMHMOH PAH B mexnyHapoaHbIX, BCEPOCCUMCKHUX H
MEXBEJJOMCTBEHHBIX OpraHax, M3y4alolluX W PEryJHpyoUMX padoTy HayYHBIX
OubnuoTek. Yuactue B KOH(pEpPEHIUSAX, COBEUIAHUAX, CEMHUHApAX MO MPOdUITIO
JEeSTENbHOCTU OT/IENA.

2.3. IInanupoBaHue U OTYETHOCTh

OTaen cocTaBieT IJIaHBI M OTYETHl O IMPOU3BOJCTBEHHONM M HAay4yHO-
METOJMYECKOM paboTe W MpeAcTaBisgeT uX 3aBeaytouiemy OtaeneHuem
OoubmuoTeuHo-o6ubIMorpaduyecKoro oocIyXxuBanus npu yupexaenusx PAH.



3. B3aumoaeiicTBHe ¢ IPYrUMH NOAPAa31eTeHUAMHA

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);

- O BOINpPOCaM BEAECHUs CIPABOYHOIO ammapara otaena — ¢ Otragenom
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. CTpyKTYypa U HITATHI OT/AEJIA

Crpykrypa Ortnena  ompeaessieTcsi  OCHOBHBIMM — HaIllpaBJICHUSIMU
NEeATENbHOCTU OTAeNa U yTBepxkaaercs aupekropom MTHMOH PAH.

JIns BBITIONTHEHUS IUIAHOBBIX 3aJIaHMM M YETKOW OpraHu3anu paboThl B
coctaBe OTena BbIICIEHBI CIEAYIONINE TOAPA3ACIICHUS U TPYIIIIbL:

- TpyIINa KOMIUIEKTOBAHMUSI, pueMa U 00pabOTKH JIUTEpPaTyphI;

- rpymnna XpaHeHusl U 00CITyKUBaHUSI YUTATEICH;

- rpymnna KaTaJoru3alui U CUCTeMaTU3allNY;

- rpynmna oubnuorpadum.

Otnen BO3MIABISAET 3aBEAYIOWIMM, HaszHayaembll aupexkropom MHUMOH
PAH no cornacoBanuto ¢ gupexkropom Mucruryra Jlatunckoit Amepuku PAH.

PykoBoauTenu rpynn Ha3HA4arOTCsS 3aBEAYIOIIMM W3 YKCJA TJIaBHBIX
cnenuanuctoB Oraena.

Homenknatypa pomxHocTeld OTaena BKIIOYAET 3aBEAYIOIIETO OTACIIOM,
rJiaBHOTO OMbnHorpada, Beayiero 6udInoTeKaps.

CoTpyIHUKM Ha3HAYAIOTCS U OCBOOOKIAIOTCS OT 3aHMMAEMbIX JIOJKHOCTEHN
mupexkropom MHMOH PAH no npencrasnenuto 3apeayroiiero Otaenom.

5. IlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTH OT/e/1a

[IpaBa, 0O0si3aHHOCTM W  OTBETCTBEHHOCTh  COTpyAHUKOB  Otnena
OMPENENAIOTCS AOTKHOCTHBIMU UHCTPYKIUSAMH, YTBEPKICHHBIMUA PYKOBOIUTEIIEM
®dynnpamentansHoi 6ubnnoreku MHNMOH PAH.



	Положение

