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1. OOmmue nmos10KeHUsA
1.1. Otnen 6ubaMoTEeUHO-OMOIMOrpaduyeckoro oociyxuBanus npu UHctutyTe
cnaBsHoBeaeHus (ObbO ®b MHNWOH PAH, nanee - Otaen) SBISICTCS OJHUM H3
CTPYKTYpHBIX mozpaszaeneHuid OtneneHust OuOnIHoTeyHO-OMOIMOrpaduueckoro
ob6ciyxuBanus npu yupexjaeHussx PAH ®ynnamentanpHoit 6ubmmnoreku MHUOH
PAH, oOecneunBaroniuM  OMOJIMOTEYHOE M HAayYyHO-MH(OPMAIIMOHHOE
oOcy’>KUBaHHUE YMUTaTEIeH, HAYYHO-UCCIEA0BATENbCKYIO AesITeIbHOCT, NHCTUTY T
CIaBsiHOBeNEHUsI POCCHIICKONM akaJeMuu HayK, YYEHBIX U3 JPYIMX HMHCTUTYTOB
PAH u By30B PO.
1.2. B cBoeii nestenpHocTH OTIET PYKOBOJACTBYETCS:

- 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;

- MpuKazaMud W pacropstkeHusmMu gupekuuit  Mucrturyra HWHcTHTYyTa
ciaBsiHOBeienus PAH;

- OpaBWIaMU  BHYTPEHHErO0  TpyAoOBoro pacmopsiaka MHctuTyTa
ciaBsiHOBenenns PAH n @b MHMOH PAH;

- IpaBUJIaMu Toyib3oBaHus Gougamu OTaena;

- Hacroswmum [lonoxennem.
2.3. Pabora Ortnena ompeaensercs 3aadaMd W HAMPaBICHUSMH Pa3BUTHS
COIMAJBHBIX W TYMaHUTApPHBIX HayK, I[JJAHAMM W TEMAaTHUKOM Hay4HBIX
uccnenoBannii Macrturyra cnasaaosenenus PAH.
2. 3apayu u pynkumuu Otaena
2.1.  OcuHoBHBIMHU 3aauaMu OTaesa IBISIOTCA:

- komiuiektoBaHue ¢ouga OTaena OTEUECTBEHHOW W MHOCTPaHHOM
nuTepaTtypou o npoduiato MacTutyTa ciaBsnoBenenus PAH;

- KaTajorusauus MOoCTyIarIIel JIUTEPATYPHI;

- 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;

- parMoHaJIbHASI OPTaHMU3AIMS KHIDKHOTO (OHTa;

- obecrieueHre XpaHeHUs1 KHIKHOTO (PoH/a;

- opranu3anus 3p(HEeKTUBHOTO UCIOJIb30BaHUSI KHUKHOTO (hOHAA;

- CO3JaHME M BEJICHHME CIIPABOYHO-TIOMCKOBOIO alllapara, OTPa)karollero
OpraHu3alyIo U paccTaHOBKY (onaa OTnaena;

- 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:

- KOMIUJIEKTOBaHME Hay4HbIX (oHI0B OTnaena uyepe3 BBICTABKY TEKYLIUX
NOCTYIUIEHUI B CEKTOpa KOMIUIEKTOBaHHUS OTE€YECTBEHHOHN smreparypsl Otaena
KOMILIEKTOBaHMs Hay4yHOU nutepaTypsl (nanee — OKH®) ®b UHMOH PAH wu -
npu  (UHAHCUPOBAHWUM - HMHOCTPAHHOM  JUTEpaTypoll  uepe3  CceKTopa
KOMILIEKTOBaHMsI HWHOCTpaHHOW suteparypel OKH® ®b MHMOH PAH wmm
HEMOCPEACTBEHHO uepe3 nocpeannyeckue Gpupmel B PO;

- pa3paboTKa M cHUCTEMaTHYecKas pelakuus MNpouiis KOMIUIEKTOBaHHS
Otaena W TEMaTUYECKOrO IUIAHA KOMIUIEKTOBAaHMS HayyHoro ¢onma Otaena B
COOTBETCTBHH C IJIaHAMU Hay4YHOU padoTel MHCcTUTYTa cnaBsiHoBeAeHus: 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;

- BEJICHUE M TOCTOSHHOE PEJaKTUPOBAHUE CIIYyKEOHBIX PETUCTPALMOHHBIX
KapTOTEK, KAPTOTEK 3aKa30B U KAPTOTEK NOCTYILIICHUM;

- 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
M0 COLMAJbHBIM U T'yMaHUTapHbIM HayKaMm, Kak B MHCTUTyTE€ CllaBIHOBEIECHHUS
PAH, Tak u 3a ero npeaenamu;

- 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 yuTarenaeii, KOHTPOJIb 32 COXPaHHOCTHIO (POH/IOB;

- 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,
KaTaJIOTH, KAPTOTEKH;

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

- OpraHu3anusi TEMaTU4YECKUX BBICTABOK M BBICTABOK K HAy4YHBIM
KOH(pEpEeHLUAM, CUMIIO3UyMaM U JPYTUM HAYYHBIM MEPOIPHUSITHIM, IPOBOJIUMBIM
HNucturyrom ciassHoenenuss 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
Nucturyra cnaBsnoenenus PAH;

- IOJTOTOBKA PETPOCIEKTUBHBIX OMOIMOrpaduuecKux U3aaHui;

- TMpOBEACHUE HAYYHO-METOJUYECKON paldoThl MO BCEM HaIpPaBICHUSIM
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 OTYETHOCT.

Otaen cocrapisieT MJIAHBI U OTYEThl O TPOM3BOJICTBEHHOW M HAy4HO-
METOIMYECKON paboTe u mpeacTaBisieT 3aBeayomniemMy OtneireHueM OUOIMOTEeYHO-
oubmorpaduueckoro oocIyKuBaHus pu yuapexaenusx PAH.

3. BzaumopeiicTBHe ¢ APYTMMH MOAPA3AeJICHUAMU



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);

- MO BOINpPOCaM BEAEHUs CIPABOYHOIO amnmapara otraena — ¢ Oragenom
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 u mrarsl 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:

- Tpynma KOMIUIEKTOBaHHS, TMpueMa ©  oOpabOTKH  JUTEpaTypHl,
KaTaJIOTU3alluu U CUCTeMaTU3allNY;

- rpynna XpaHeHusi U 00CITyKUBaHUSI.

Otnen BO3MIABISAET 3aBEANYyIOIIMK, Ha3HadaeMbli aupexkropom MHWOH
PAH no cornacoBanuto ¢ gupexkropom Mucruryra cnaBanosenenus PAH.

PykoBomutenu rpynmn Ha3HAYAKOTCS 3aBEAYIOINIMM W3 YHCJA TJIaBHBIX
cuenuainctoB Otaeda.

Homenknatypa pomkHocted OTtaena BkiIodaer 3aBeayromero OtTaenom,
rJIaBHOTO OMGIMorpada.

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

5. IlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTh OTaes1a

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