NHOJNOXEHHUE
OB OTAEJIE OBCJIYKUBAHUS
HAYYHO-UHO®OPMAIIMOHHOI'O BUBJIMOTEYHOI'O IIEHTPA
roy Jiry um. T.I'. HIEBYEHKO»

1. OBIIME ITIOJIOXXEHMUSA

1.1. Otmea obcnyxuBanus (nanee Othen) sBISETCS CTPYKTYPHBIM IMOApasfeficHHEM
Hayuno-undopMarpiosHoro 6ubanoreynoro nexTpa (nanee HHBLT).

1.2. B cBoeit pesarensHocTH OTnen HUBL] noguuHsAeTCs HEMOCPEACTBEHHO AUPEKTOPY
HWBII,

1.3. B cBoeii pabore Otaen pyKOBOACTBYETCS INEHCTBYIOIIMM 3aKOHOAATEIHCTBOM
ITpunnecTpoBckoit MonnaBsckoit Peciy6iiku o KynbType, 0 OHOIHOTeYHOM Jere;
VYcTaBoM, KOJUIEKTUBHBIM 1OTOBOPOM, NIPaBUIaMU BHYTPEHHEIO TPYIOBOI'O pacHopsaKa
u uHbIMH JoKaiubHBIMH akTaMu 1OV «III'Y um. T.I .IlleBueHkoy»; cornameHHIMH H
IOrOBOpaMH; NPUKa3aMH, PACIOPSIKEHUAMHU M YKa3aHUSAMH PEKTODPa; PacHOpSXKEHUSIMH
mupekropa; ITonoxenuem o Hayuno-urdopmanuonHom 6ubnuoredHoM ueHtpe I'OY
«II'Y um. T.I' .IlleBuenko», HacTosumM Ilosoxennem.

1.4. Ormen o6ecmeunBaeT crIpaBO4YHO-OMONUOrpaduueckoe W HHPOPMAILMOHHOE
ofcnyXMBaHHE BCEX KaTeropHil 4YHTaTeseHd, II0Jb30BaTelleli B COOTBETCTBHH C
HaIpaBlIeHUsIMH y4eOHOH, Hay4HOM 1 BOCIIUTATEIbHOM paboTsI By3a.

1.5. ITonoxxeuue 06 Otxene yrBepxxnaercs nupexropom HUBIL.

1.6. OTen CTPOUT CBOIO JEATENBHOCTh Ha OCHOBE IIEPCIIEKTUBHBIX IUIAHOB U IIIaHOB Ha
rof.

1.7. Otnen paboTaeT B TECHOM B3aUMOAEHCTBUM CO BceMu noxapasaeneHusmu HYBLI,

2. OCHOBHBIE 3AJTAYH

2.1. TlonmHoe M oOllepaTUBHOE CHpaBOYHO-OMONHMOrpagudeckoe U HHGPOPMALMOHHOE
0GCITy’KHBaHME BCEX KATETOpHil MOJb30BaTeNell B COOTBETCTBUY ¢ MH(MOPMALIHOHHEIMY
3ampocaMi Y paBUiIaMu nons3osanus HUBLL

2.2. BecmatHoe  oOecCIleyeHHE  YHMTATEIbCKOIO  KOHTHMHICHTAa  YHMBEPCUTETa
OUOIHOTEUHBIM OOCITY)KUBaHUEM.

2.3. Opranuzanus yIpaBlIeHUs cHCTeMaMH aOOHEMEHTOB, YHTAIBHBIX 3aJI0B HCXOIS U3
rpaduka pabotsl yausepcurera, HUBL] u yuebHoro mporuecca.

2.4. ®opmupoBanue GOHIa OTAeNa B COOTBETCTBHM C IpoduieM By3a H
MH(QOPMAHOHHBIMH IOTPEOHOCTAMH YMTATENIEH.

2.5. OpraHusanus ¥ BefleHHE CIPaBOYHO-OHOIHMOrpadMIecKoro annapaTa OTAena B
OOBIYHOM H 3JIEKTPOHHOM (hopMarTax.



3. OCHOBHBIE ®YHKIINN

3.1. OcyiuecTBiisieT MOJHOE M OIEPAaTHUBHOE TPAJULMOHHOE U aBTOMATU3HPOBAHHOE

OHOIMOTEYHOE ¥ CIPaBOYHO-UH(GOPMAlMOHHOE OOCIy>KMBaHHE BCEX KaTeropuid

nmonbp3oBareneld HWBILL: cTyneHTOB, MarucTpaHTOB, AaclIHpPaHTOB, IIPodeccopcKo-

IPEenoJaBaTeIbCKOr0 COCTaBa M JPYTMX COTIPYJHUKOB YHHMBEPCHUTETa, a TaKxKe

yupexxaeHrii, opranusanuit u npeanpustuii IIMP Ha aboHeMeHTax, B YUTaNbHBIX 3aIax

B COOTBETCTBUU C WMH(OPMAIMOHHBIMM 3allpOCaMM Ha OCHOBE IIMPOKOrO JOCTYIa K

dounam u [Ipasunamu nons3zosanus HUBLL yausepcurera.

3.1.1. IlpegocTaBneHye Noab30BaTeNsIM OecIuiaTHOro qoctyna B MHTepHeT.

3.1.2. OnepaTHBHOE BHINIOJIHEHUE YUTATENILCKUX TpeOOBaHUI.

3.1.3. I'pymnmoBoe o0CiTy>KMBaHKE CTyA€HTOB y4eOHOH IUTEpaTypOH.

3.1.4. Brplgaua BO BpEMEHHOE IOJB30BAaHHE IIPOM3BEACHMM II€YaTH M JApPYTHUX

JIOKYMEHTOB.

3.1.5. Oxa3zaHue KOHCYJIbTAallHOHHO-METOAMYECKOM IIOMOIIM B IIOMCKE U BBIOOpE

IPOU3BENCHU NTe9aT U APYTUX JOKYMEHTOB.

3.1.6. KoHTponb 3a COCTOSHHMEM YMTATE€ILCKOM 3aMO/DKEHHOCTM U IIPUHSATHE

3¢ (GEeKTUBHBIX MEp 110 €€ JIMKBUIAINH.

3.1.7. VIsyueHue 3ampocOB IIOJB30BaTENIEd M NPUHATHE MEP IUII UX MaKCHUMAJBHOIO

yIOBJIETBOPEHHS.

3.1.8. Tlommepka TIIOCTOSHHBIX KOHTakTOB C (aKylbTeTaMH II0 BOIPOCaM

o0CITyXMBaHUS CTYCHTOB.

3.1.9. OpraHuzanus H IPOBEJEHHE MaCCOBBIX MEPONPHATHH, CHCTEMaTHYECKOE

oopMiieHHEe KHIDKHBIX BBICTABOK HOBHMHOK, 4 TaK)K€ TEMAaTHYECKHX, NEPCOHANIBHBIX,

Co3[laHKe BUPTYAIbHBIX BBICTABOK C Ipe3eHTanuel Ha caiite HYBLI ¢ ucnons3oBanuem

MyJIBTAMEIUMHBIX TexHonorui. IIpoBomuTe HMHOOPMHpPOBaHHE O HOBHHKax Ha

¢akynsTeTax. BeicTymieHue 1o paauo, TEIEBUICHHIO, B IIEYATH.

3.2. ®opMHpOBaHHE KHIDKHBIX (OHIOB aOOHEMEHTOB M YUTAIBHBIX 3aJI0B B

COOTBETCTBUM C Y4eOHBIMM IUIaHAaMM M nporpammamiu. IIpuém HOBBIX NOCTYIUICHHI

JUTEepaTyphl.

3.2.1 Ananu3 00eCIe4eHHOCTH CTYIEHTOB Y4eOHHKaMH MU Yy4eOHO-METONHYECKUMHU

nocobusmMu (COBMECTHO C OTIEJIOM KOMIUIEKTOBAaHMSA M HaydHOH 00paboTku

JOKYMEHTOB).

3.2.2. O160p BETXHX, MAJIOUCIIONB3YyEMbIX, YCTAPEBIINX U HENPOQHIBHBIX H3JaHHUH M

JIOKYMEHTOB.

3.2.3. OGecrnieuyeHre coxpaHHOCTH (OHIOB M MAaKCHMAJIbHBIX YyAOOCTB B HX

UCIIOJIb30RAHHM.

3.3. OpraHu3anysi ¥ CBOEBPEMEHHOE IIONOJHEHHME OMOIMOTEYHBIX KaTajloroB U

KapTOTeK Ha TPAJULMOHHBIX M OJJIEKTPOHHBIX HOCHTENIAX C LEJBI0 MHOIOACIHeKTHOro

6ubrorpayeckoro pacKpsITHs (QOHIOB YUTATEHEIX 3aJI0B.

3.4. Opranuzanys HayJHO-METOAUYECKOH paboTEIL.

3.4.1. CocraBieHue OpPraHU3aLUOHHO-PACIOPANUTEIPHOR M  TEXHOJIOTHYECKOH
JIOKyMEHTAalHH1 OTAeNa.

3.4.2. VIsy4eHue 1 BHEIPEHUE NIEPEOBOrO OMbITa paOOTEHI.

3.4.3. CocraBneHrue KapTOTEKH METOJUYECKHX PELICHHUH.

3.4.4. Opranuzanms pa®oTel MO MPOQPECCHOHAIFHOMY OOYYEHHIO M IOBBIIICHHUIO

KBUTH(QUKALNE COTPYIHHKOB, IyTEM HCIONB30BAHUsA Pa3lMYHBIX (DOPM H METOJOB

00y4eHu .



3.4.5. CocraBieHye TIEpPCIIEKTHBHBIX Y TOJOBBIX IUIAHOB  OHGIHOTEYHOro
obcayxuBaHus, oT4ETOB 0 paboTe.
3.4.6. Exxe(HeBHBIN YUET NMpOeTIaHHOMN pabOoTHI.

4. YIIPABJIEHUE. CTPYKTYPA 1 HITATHBI OTAEJIA

4.1. Otmen BxomuT B crpykrypy HWMBI], obecneunBaromuii CropaBo4YHO-
oubnuorpadhuyeckoe U HHGOPMalMOHHOE  OOCIy)XMBaHHE BCEX  KaTeropHii
ITOJIb30BaTeIIeH.

4.2. CTpyKTypa ¥ LITaT OIpeJelieHbl mTaTHeIM paciucaHnueM HUBL, yTBepxaeHHBIE
PEKTOPOM YHMBEPCHUTETA.

4.3. Opramumzanus paboTel  oTaena onpenensercs IlomoxeHueM o6 oTzerne,
yTBepxaeHHOM nupexropom HUBLI

4.4. PykoBoncTBO OTHENIOM, OCYIIECTBIISET 3aBEAYIOIIMM, Ha3HAYaeMBbIH Ha JOJDKHOCTh
¥ OCBOOOXIaeMBIM OT JOJDKHOCTH IIPUKa30M peKTOpa YHHUBEpPCUTETa IO
npezncrasienuio nupekropa HYBII,

4.5. 3aseayronmii OTOenoM HENOCPEACTBEHHO noquuHsaeTcs aupexropy HHUbBILL,

4.6. 3apenyromuit OtnenoM opranusyer paboty Otnena ¥ HECET OTBETCTBEHHOCTH 3a
OpraHu3aluio U coiepxaHue paboTel OThena, 3a COCTOSHHE TEXHMKH 0€30MacHOCTH,
OXpaHBl TpyJa. PaclopsbkeHusl 3aBeflyIOIIEro O0A3aTeNbHBI Ul BCEX COTPYIHUKOB
Ortpena.

4.7. Corpynuuku Othena Ha3HA4alOTCS M OCBOOOXAAIOTCA OT paboTBl PEKTOPOM
YHHBEpCHUTETa MO TpezcTaBiennto aupekropa HUBLI, cornacoBaHHOMY € 3aBeIyOLIMM
OtnenoMm.

4.8. TlpaBa u obs3aHHOCTH 3aBenyromero OtTnenoM M pabOTHHKOB ONpPENEIAIOTCA
OJDKHOCTHBEIMH ~ HWHCTPYKLIMSIMH,  YTBEPXKACHHBIMM  PEKTOPOM  YHUBEPCHUTETA,
[lpaBunamMu BHYTPEHHErO TPYAOBOTO DPAaclOpsSOKa YHHUBEPCHUTETa, HACTOAIIUM
IHonoxenuem.

4.9. BHOCHT NpemJIOKeHHs IO YIydIIeHHIO KadecTBa M OOCIyXuBaHUA B pabore
Ortpena.

4.10. 3aBenyroumiit OtnenoM BXomuT B cocTaB Metoaudeckoro cosera U Copera IpH
mupextope HABLL

S. TIPABA 1 OBSA3AHHOCTH

Jlns peanu3aliyl BO3JIOXKEHHBIX 3a1a4 ¥ QyHKuui, OTaen umeeT npaso:

5.1. VYuactBoBaThb B OOCYXJEHHH HayYHO-METOJUYECKUX, IIPOU3BOJACTBEHHEIX H
OpraHMU3aLHOHHBIX BOIIPOCOB, CBA3aHHBIX C AeaTenbHOCTEI0 HUBII u Otaena.

5.2. BHOCHUTH NpeIOKEHH S IO coBeplIeHcTBOBaHuUIO gesrensHocTy HUBL 1 Otnena.

5.3. TInaHUpOBaTH CBOKIO HESATENBHOCTB, ONpENENsisi TEXHOJOTHIO, (GOPMBI U METOMBI

paboThl B YyCTaHOBJIEHHOM ITOPSAKE.

5.4. Tlo cornmacoBanuio ¢ anamunucrtpanueit HKMDBI[ npuBiexkars K OpraHu3aliy

OTZENBHBIX MEPOIIPUATHH COTPYAHUKOB APYTHX CTPYKTYPHBIX noapasaenenuii HHUBLI,

5.5. IpencraBiars K IOOMIPEHHIO OTIMYMBLIMXCS COTPYAHHKOB OTHena U BHOCHTE

HpenioXKeHuss O AUCHMIUIMHAPHEIX B3BICKAHUAX B Cllydae HapylIeHHs TpPYyHXOBOU

TIPOW3BOACTBEHHOM AUCLUILINHEI OTAENbHEIMU paboTHHKaMu Otzena.

5.6. OTnen uMeeT Npaso:



—Tpe6oBaTt oOT pykosoactBa HMBI[ cobmogeHuss BcexX HOPM — TPYHOBOIO
3aKOHOJATEIbCTBA I IIOJIHOLICHHOTO M KAa4E€CTBEHHOT'O BBINOJIHEHUS TPYHOBBIX
00s13aHHOCTEH;

— BHOCHUTH IPEJUIOKEHHUS 10 COBEPIIIEHCTBOBaHUIO paboTel OTaena;

— ImoJaTh 3asBKU Ha IPHOOPETEHNE, PEMOHT 000PYAOBaHMSI, PACXOIHBIX MATEPHAJIOB;

— IPUHUMATH Y4acTHE B COCTaBII€HUU IEPCIEKTUBHEIX IIaHOB pabotel HMBL;

— B YCTaHOBJEHHOM IIOpSJKE IONyd4aTh HHGOPMAIMIO, 3HAKOMHTBCS C INPHKA3aMH,
pacnopsHKEHUSIMU;

— mpexncrasnate HVIBL mo mopydyenuio IupekTopa B OHOIHMOTeKax pecrmy6iuku,
CeMHHapax U APYTHMX MEpPOIPHATHAX IO BOIPOCAM OpraHM3allid HH(POPMALMOHHO-
6ubHorpadhuIecKoro oOCIyKUBaHU.

5.7. OTBETCTBEHHOCTh 3a HaJJleXxalllee U CBOEBpeMEHHOe BhINosiHeHHe OTaeoM 3aaay
1 GyHKUME, OpeoyCMOTPEHHBIX HACTOSIIUM IIOJOXKEHHEM, HeceT 3aBeXyIOIHit
Ortnenom.

5.8. 3aBeayromuii OTAEIOM HECET IEPCOHANBHYIO OTBETCTBEHHOCTb!

— 3a opraHumzanuio pabotel Othena, CBOEBPEMEHHOE M KBaIM(HUIMPOBaHHOE
BBINIOJIHEHHE I[IPUKA30B, PaCIOPsDKEHUH, MOpPYYEHMH BBIIIECTOSALIETO pPyKOBOJCTBA,
JEHCTBYIOIINX HOPMATUBHO-IIPABOBEIX aKTOB 10 CBOEMY NMPOMMIIIO NeITENbHOCTH;

— 33 panuoHajibHOe ¥ 3G (EKTUBHOE HCIOIb30BaHME MAaTEpHUaNIbHBIX, (DMHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

— 33 COCTOSIHME TPYJOBOM M HCIIONHUTENbCKON MucHMIUIMHEI B OTHene, BBIIOIHEHHE
ero paboTiMKaMu CBOUX (DYHKIIMOHAIBHBIX 00A3aHHOCTEMH;

— 3a cobmonenne pabotHukamu OTnena MpaBUil BHYTPEHHETO paclopsKa, CaHUTapHO-
IPOTHBOSMUIEMUYECKOTO PEXHMa, IPOTUBONOXAPHOKH O€30MaCHOCTH M TEXHHUKH
6€e30MIacHOCTH;

— 3a BeJeHHe [OOKyMEHTAllMH, NpPeLyCMOTPEHHOH MAeHCTBYIOIIUMU HOPMATUBHO-
IIPaBOBBIMU JOKYMEHTaMH;

— 3a IPeIOCTaBIICHUE B YCTAHOBIICHHOM IOPSAJKE JOCTOBEPHOM CTaTHCTHYECKOH M MHOU
uHbopManuu o festensHoctd OTaena;

— 33 CBOEBPEMEHHOE COCTaBJIEHHE U IpefOCTaBlIE€HHE IUIAHOB M OTYETOB IHMPEKIHH
HUBLL;

— 33 obecjleyeHre COXPaHHOCTH KHIDKHOTO (poHAa oTrena.

6. BBAUMO/JIEVICTBHUE C IPYTUMM NOAPA3IEJEHUSIMHA

6.1.J{51s BEIONHEHUS. QYHKUIUHN U peanu3anuy npas, OTAed B3aMMOJEHCTBYeET:

6.1.1. ¢ nupexropom HHMBI] o Bompocam:

— YTBEpPXKAEHHS PErJIAaMEHTHPYIOIIEH M TEeXHOJOTHMYECKOH NOKYMEHTAllMH, IUIAHOB U
OTYETOB OT/EINA;

6.1.2. ¢ OTZIENOM KOMILIEKTOBaHUS U HayYHOH 00pabOoTKH JOKYMEHTOB 10 BOIIPOCAM:

—  KoMIUIEKTOBaHue (hOHIOB ab0OHEMEHTOB M YHTAIBHBIX 3aJl0B, 3aKa30B Ha
npuobpeTeHre CIPaBOYHBIX M HMH()OPMAIMOHHBIX H3NAHWH, OQOPMIEHHS aKTOB Ha
CIIHCaHUE JIUTEePaTypEHl,

— cnpaBoYHO-6uOIHOrpaduUeckoro 06CITyKHMBaHHA IIOJNB30BATENEH II0 KarajoraM Hu
KapTOTEKaM;

6.1.3. c otmenoM xpaHeHUs POHAOB IO BOIIPOCAM:

— ¢opmupoBanue (OHAA B COOTBETCTBMH C NpoduieM aGOHEMEHTOB W YMTANIbHBIX
3aJI0B;



— MoJIyYeHHe HOBOM JIUTEPATyphl, clladya yCTapeBIIel TUTepaTyphl U IEPHOIUKH.
6.1.4. c otnenom CBO 10 Bompocam:
— TOMOJIHEHHs DJIEKTPOHHBIX 0a3 naHHBIX Oubnuorpadudeckoidl wuHboOpMmanuei u3
COOPHHMKOL Hay4HBIX TPYZOB, MaTe€pHaloB KOHQEpPEHIUH, MOCTYHAIOMUX B (OHJIBI
oTaena o0CITyKUBaHHUS;
— crpaBoYHO-O6ubIHOrpaduIecKoe KOHCYITUPOBaHHE 110 0QOPMIIEHHIO TEMATUIECKUX,
HH(POPMAIMOHHBIX, BUPTYaJIbHBIX BEICTaBOK, 0630pOB;
— IIOJIyYeHHE U PEeTHCTPALHs HOBOU NMEPHUOINKY YUTATIEHBIMHU 3aJIaMH.
6.1.5. C Otpenamu ob6cmyxuBanusg Ha UTHW u AT® o Bompocam:
— oprasmsanuy 3anucu u obcmyxuBanus ctyneHTtoB UTH u ATO.
6.1.6. c oTHeNIOM aBTOMAaTH3aLNH OUOINOTEYHBIX MPOIIECCOB IO BOIPOCAM:
— aBTOMATP3aI[UH, TEXHUUECKOro 00CITy KMBaHHU;
— IIpeoCTaBlIeH s MaTepHraoB Juist Web-caiita;
— 00y4eHy s COTPYTHHUKOB OT/lesIa paboTe B aBTOMaTH3MPOBAHHOM PEXKME;
6.2. Otmen B3aUMOMEHCTBYET C PYKOBOJICTBOM YHHBEpCHUTeTa, K3maTenbpcTBOM,
OGpa3oBaTeabHBIMY LICHTPaMH, AeKaHaTaMH, kKaQeapaMu U IpyTUMH MOApa3eneHusIMU
YHHBEpPCUTETA:
6.2.1. ¢ pyKOBOASIINM COCTaBOM YHHBEPCUTETA 10 BOIIPOCAM:
— uH(GOPMHUPOBaHUS IO IIPoOIeMaM BBICIIEH IIKOJIBI;
6.2.2. ¢ I3maTenbCTBOM IO BOIIPOCAM:
— M3JaHNs IeYaTHOH JNOKyMeHTauuu (OJIaHKH, YATATENBCKIE QOPMYIISAPDI) I paboThl
Ortpnena;
6.2.3. ¢ IeKaHaTaMH I10 BOIIpOcaM:
— MHGOPVUPOBAHUS Pa3HOIO XapaKTepa;
6.2.4. c xadenpaMu 110 BOIIPOCAM:
— HH(POPMHpPOBaHUS O HOBOI tuTepatype, nocrynusieii 8 HYBILI.
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