NOJOXEHUE oo
OB OT/IEJIE OBCIYKUBAHUSI ATPAPHO-TEXHOJIOTHYECKOIO
DAKYJIBTETA

HAYYHO-UH®OPMAIIMOHHOI'O BUBJIMOTEYHOI'O IEHTPA
roy Juary am. T.I'. HEBYUEHKO»

1. OBIIME ITOJIOXEHNSA

1.1 Ornen obcmyxuBanuss AT® sBisieTcss CTpYKTYypHBIM mojpa3ieneHneM HaydHo-
uHpopMaoHHOTO OHubnnoTeyHoro neHTpa (naxee HUBLT).

1.2. B cBoeli pearensHocTu Otnen HUBL nogumHseTcs HENOCPEACTBEHHO IUPEKTOPY
HUBII.

1.3. B cBoeli pabore Ormen pyKOBOJACTBYETCS [EHCTBYIOIUM 3aKOHONATEIECTBOM
[IpuanectpoBckoit MonnaBckoit Pecrmybivkul o KyibType, 0 OUOIHOTEeYHOM Jenie;
YcraBoM, KOJUIEKTUBHBIM JOTOBOPOM, MPaBWJIaMU BHYTPEHHET0 TPYJOBOTO paclopsika U
UHBEIMH JoKansHBIMH aktamMu 1OV «ITT'Y wmm. T.I .llleByeHkoy»; cormameHusIMH U
JIOTOBOpaMH; MPUKA3aMH, PACIOPSDKEHHUSIMH M yKa3aHUSMH PEKTOpa; PacHoOpsKEHUSIMU
nupekrtopa; [lonoxxeHuem o HayuHo-uHbopmanmonHOM OubgHoTeyHoM 1eHTpe 'OV
«I1I'Y um. T.I' .IlleBueHkoy», HacTosIMM [IooKeHHEM.

1.4. Ormen obecneunBaer OubnuoreyHo-Oubmuorpadudeckoe u HHOOPMAIHOHHOE
oOCily)kUBaHHE BCEX KaTeropuil dYHTarelei, Imojb30Barejeili B COOTBETCTBHH ©
HanpaBJIeHUSIMH y4eOHOH, Hay9HO! M BOCIIUTATENIbHOM paGoThI By3a.

1.5. ITonoxxenue 06 Otaene yreepxaaercs aupexkropom HUBILI.

1.6. OTnen CTPOHT CBOKO JEATEIBbHOCTh HA OCHOBE NMEPCHEKTHBHBIX IUIAHOB M IIAHOB HA
TOJI.

1.7. Otnen paboTtaeT B TECHOM B3aUMOJICHCTBUM CO BceMU nofpasaenenusmu HUBLL,

2. OCHOBHBIE 3ATIAYA

2.1. Ilonnoe u omepaTuBHOe OuOMHOTEUHO-OMONHOTpaduueckoe W WHOOPMALUOHHOE
obciTyKuBaHHe BCeX KaTeropui IOJb30BaTelieil B COOTBETCTBHH C HH()OPMAIMOHHBIMU
3alIpocaMH U IpaBuiaMu nois3oBanust HUBIIL

2.2. Iloseiuenye nHGOPMAITMOHHOM U OMbIHOrpaduIecKoil KyIbTyphI IT0Jb30BaTEEH.
2.3. ®opmupoBaHue (OHAA OTAEIa B COOTBETCTBMM C mnpoduneM dakynsreta Hu
UHGOPMACHHBIME TOTPEOHOCTSIMH UnTATEINEH.

2.4. OpraHmzanysi W BeleHHE CIpaBoyHO-OMOnMorpaduyeckoro ammapara OTHAeNa B
OOBIYHOM U BIIEKTPOHHOM (hopMaTax.

2.5. CocTaBiieHHE PEKOMEHIATENBHBIX CIIUCKOB TUTEPATYpPHI.

2.6. [IpoBenenne aHaNUTHYECKOH U METOAUYECKOM pabOThI 1O BONpocaM OOCITY)KUBaHHS
yutareneil B HUBLI n yauBepcurere.



3. OCHOBHBIE ®YHKIINHN

3.1. Ocy1uec tBiIseT 06CTy)KUBaHHE YUTaTENed B peskuMe abOHEMEHTa U YMTAJILHOTO 3aJ1a
10 eHHOMY YMTaTEJIbCKOMY OUIIETY, IPUMEHSS METOAbl HHANBUAYAJBHOIO U TPYIIIIOBOIO
0o0CITyKUBaHUS:

3.1.1. BeIIaua BO BPEMEHHOE NTOJIb30BAHUE IPOU3BEACHUN 1€YaTH;

3.1.2. oxazaHHe KOHCYJIBTALHOHHOMN TOMOIIH B IOUCKE U B BBIOOpPE NPOU3BEACHUHN I1€YaTH
U JIPYTUX JTOKYMEHTOB;

3.1.3. KOHTPOJIb 3@ COCTOSIHHEM YUTATENHCKOM 3aJJ0JDKEHHOCTH M IIPUHATHE 3()()EKTUBHBIX
Mep 110 e€ JIUKBUIALINY;

3.1.4. mpuBHMBaeT HaBBIKU TIOUCKA HH(POPMALUH, IPUMEHI 3HaHHS B y4eOHOM IpPOLECCE U
Hay4HOH paboTe, a TakKe yMEHHE OPHEHTHPOBATHCS B CIIPAaBOYHO-OHONIHOrpaduiecKoM
annapare HBLI;

3.1.5. u3yyaer creneHb yAOBIETBOPEHUS YUTATEILCKOIO CIPOCA, C IENbIO IIPUBEICHUS B
COOTBETCTBHH HH(POPMAIIMOHHBIX NOTPpeOHOCTeH unTaTenell u coctaBa GOHAR;

3.1.6. oopmisieT KHMKHBIC BBICTABKH HOBHHOK, a TaK)K€ TEMATHYECKHE, TIEPCOHANIBHEIE
BBICTABKM ¥ 0030pBI HOBBIX NIOCTYIUICHUH NEPUOLUYECKUX U3aHHM,

3.2. ®opmupoBaHre KHIKHOTO (poHAa abOHEMEHTa M YHUTAJIBHOIO 3aJla HAa Pa3IdYHBIX
HOCHTENSX HHPOPMALUK B COOTBETCTBUU C yUeOHBIMHU ITaHAMU U IPOTrPaMMaMu:

3.2.1. ocymiecTBiseT 3aKa3 Ha NEPUOIUUECKUE U3NAHNS;

3.2.2. aganu3 xHuroobecmedyeHHOCTH CTyjaeHTOB AT® yuebHukamum u yueOHO-
METOANIECKMMHU TTOCOOUSIMYU (COBMECTHO C OTHAENIOM KOMIUJIEKTOBAHNSA);

3.2.3. mpoBoTUT aHaU3 3P GEKTUBHOCTH UCIIOIH30BAHUSA HAYYHO! yueOHOH JHTEpaTypsl,
NEPHOANYECKUX U3JIaHUH, nody4daeMbIx otaesioM ATO;

3.2.4. OCyIIeCTBIAET OTOOP BETXUX, MAJOWCIONB3YyEeMbIX, yCTapeBIINX, HENPO(QUIbHBIX
W3JIaHul U IPYTUX JOKYMEHTOB;

3.2.5. obecrieuenrie COXpaHHOCTH (POHAA U MAKCUMANTBHBIX YJOOCTB B UX MCIOJIB30BAHMH.
3.3. Bener cucteMy OMOIHMOTEYHBIX KaTAJIOTOB U KAPTOTEK C LEIbI0 MHOIO ACIEKTHOIO
ounbnrorpadudeckoro pacKpeTvs (GoHAa OTIENA;

3.4. OpraHu3aiys Hay4HO-MeTOANYecKOol paboThI:

3.4.1. rOTOBUT NMPOEKTHI TEXHOJIOTUYECKUX JOKYMEHTOB OTAENA;

3.4.2. u3ydeHne U BHeIpeHHE NIEPEIOBOr0 OMbITa paboThI;

3.4.3. cocTarTeHrne KapTOTEKH METOIMUECKUX PEIIeHN OTAeA.

3.5. Opranuzamyss paboTel 1Mo NpodecCHOHAIbHOMY OOYYEeHHIO ¥ TOBBIIIEHUIO
KBaJIM(DUKAIIIN COTPYAHUKOB OTAENA, MyTeM Pa3IudHBIX (POPM U METO0B 00yUeHUsI.

3.6. CocraBiieHHe IEPCIIEKTUBHBIX U TOIOBBIX IJIAHOB, OTYETOB O pabore.

4. YIOIPABJIEHUE. CTPYKTYPA 1 IITATHI OTAEJIA

4.1. Ormen Bxomur B crpykrypy HHWBII, obecneuuBaromuii 6u0AMOTEUHO-
6ubarorpaduveckoe ¥ HHHOPMALMOHHOE OOCIYKUBAHUE BCEX KAaTErOPUH MONIb30BATENEM.
4.2. CtpykTypa W IUTaT OIpejeneHbl ITaTHeIM pacnucanueM HIBL, yrBepxneHHbie
PEKTOPOM YEHBEpPCUTETA.

4.3. Opranusanus pabots! Otaena onpenendercd [lonoxxenrem 06 otaene, yTBEpKISHHOM
nmupexkropom HMBLI,

4.4. PykosoactBo OTHeNioM, OCYyIIecTBIseT TIJIaBHBIM OuOIMOTEKaph, Ha3HA4YaeMbId Ha
JIOJDKHOCTh M OCBOOOXJIaeMblii OT AOJDKHOCTH IPHUKA30M PEKTOpa YHHUBEPCUTETA IO
npencTasneHuto aupexkropa HUBLI



4.5. I'nmaBHbId 6MOIMOTEKAph HEMIOCPEACTBEHHO ToauuHseTcs qupektopy HUBL,

4.6. ['maBHEI OuONUMOTEKaph opranmzyer pabory Otnena W HECET OTBETCTBEHHOCTH 3a
OpraHu3anmio U coiepxanue pabotsl Otzaena, 3a COCTOSHHE TEXHHKU Oe30MacHOCTH,
OXpaHbl Tpyaa.

4.7. IlpaBa U 00s3aHHOCTH TJIABHOTO OMONHOTEKApsi OMpeNeiseTcs IOJDKHOCTHOM
UHCTPYKLIHEH, YTBEPXKIEHHOU PEKTOpPOM YyHHBepcurera, I[IpaBuiaMu BHYTPEHHErO
TPYJIOBOI'O paclopsiika yHUBEpPCUTETa, HacTOAIMM [lonoxxeHueM.

S. IIPABA 1 OBA3AHHOCTH

Jnis peanu3aiiii BO3JI0XKEHHBIX 3a71a4 U PyHKIH, OTAes UMeeT npaBo:
5.1. VYyactBoBath B OOCYXAEHHH Hay4YHO-METOAHYECKHUX, IPOM3BOJCTBEHHBIX U
OpraHU3allMOHHBIX BOIIPOCOB, CBA3aHHEIX ¢ AesTenbHOocThi0o HABLL 1 OThena.
5.2. BHocuTh NpensioxeHus no cosepiieHcTsoanuio Aesrenbiocty HWUBL u Otpena.
5.3. IlnaHupoBaTh CBOIO JEATENIBHOCTh, OMpENeNsisi TEXHOJOTHIO, (GOPMBI U METOJBI
paboThl B yCTAHOBJIEHHOM HOPSIJIKE.
5.4. I'lo cornacoBanuto ¢ axMuHuctpaunein HVBI npuBnekars k opranu3anuu OTAEIbHBIX
MEPOTIPUATHI COTPYAHUKOB APYTUX CTPYKTYpHBIX nojpazaeinennit HUBLI.
5.5. Oten umeet npaso:
—TpeboBath 0T pykoBoacTBa HUBL] cobmonenns Bcex HOPM TPpyAOBOro 3aKOHOAATEILCTBA
IU1S1 IOJTHOIEHHOIO ¥ KaYeCTBEHHOTO BHINIOTHEHUS TPYOBBIX O0S3aHHOCTEH;
— BHOCHUTD NIPEJIOKEHUS IO COBEPIICHCTBOBaHUIO paboThl OTHena;
— HOJIaTh 3asIBKU Ha NIproOpeTeHue, peMOHT 000pyA0BaHMUs, PACXOAHBIX MaTEPHAaJIOB;
— IIPUHUMATh y4acTUe B COCTABJIEHUHU NIEPCIEKTUBHEIX M1aHOB padoTel HMBL;
— B YCTaHOBJIIGHHOM TIOpSAKE HONy4YaTh HMH(OpMauio, 3HAKOMHUTHCS C IPHKA3aMH,
pacnopsKeHUsIMU;
— mnpencraenate HIMBIl mo mnopydenuro aupekTtopa B OHONHOTEKaxX pecmyOuKH,
CEMHUHApax U APYyTHUX MEponpusiTUAX II0 BONpOCaM OpraHu3aldd UHOOPMATMOHHO-
AHuborpaduIeckoro o0CITy KMUBaHUS.
5.6. OTBETCTBEHHOCTh 3a HaJJIe)Kallee U CBOEBpeMeHHOe BhIMoHeHHe OTaenom 3aiad u
GYHKIHH, TpelyCMOTPEHHBIX HACTOSIIMM MTOJIOXKEHHUEM, HeCceT ITIaBHbIH ONOIHoTeKaph.
5.7. I'naBHbI 6UOMHOTEKAPh HECET MePCOHAILHYIO OTBETCTBEHHOCTD:
— 3a opraHusanuio pabotsl OTaena, CBOEBpeMEHHOE U KBTU(PHUIIHPOBAHHOE BBHIMOIHEHHE
IIPUKa30B, PACHOPSIKEHUM, MOPYYEHHM BBIIIECTOSIIET0 PYKOBOJICTBA, IEHCTBYIOIIUX
HOPMAaTHBHO-IIPABOBBIX aKTOB IO CBOEMY NPOMUITIO AeATEIHLHOCTH;
— 3a palMoHaIbHOE U 3(QeKTUBHOE HCIIONb30BaHUE MATEPHAIBHBIX, (DUHAHCOBBIX H
KaJIpOBBIX PECYpPCOB;
— 3a COCTOSIHHUE TPYZIOBOU ¥ UCIIOJHUTEIBCKON TUCIUILIAHEI;
— 3a coOJII0IeHNe MPABUJI BHYTPEHHETO PacopsaKa, CAaHUTAPHO-IIPOTHBOAITHAEMHIECKOTO
peXkrMa, MPOTHUBOIIOXKapHOHN 6€30MacCHOCTH M TEXHUKH 0e301MacHOCTH;
— 32 BeJcHUE [OKYMEHTallMH, IpeLyCMOTPEHHON JAEUCTBYIOIIUMU HOPMATUBHO-
MIPaBOBBIMU IOKYMEHTaMU;
— 3a MPENOCTaBICHUE B YCTAaHOBJIECHHOM MHOPAJNKE JTOCTOBEPHOW CTATHCTMYECKON M MHOMU
nHpopMauud o aestenbHocTH OTrena;
— 3a CBOEBpPEMEHHOE COCTABIICHUE U NTPeOCTaBIeH e IUIaHoB U otdeToB aupekiuu HUBLI;
— 3a obecIreueHre COXPaHHOCTH KHIKHOTO (hoHAa OTAena.



6. B3BAUMOJIEVICTBUE C IPYTUMM NNOAPA3AEJEHUSIMU

6.1.J1na BeinonHenus GYHKIUH U peanuzanuy npas, OTAen B3aUMOAENHCTBYET:

6.1.1. ¢ nupexropom HUBIL] o Bonmpocam:

— YTBEPXKIEHUS DPETIIAMEHTUPYIOWEH W TEXHOJMOTUYSCKOM MOKYMEHTAallWM, IUIAHOB M
OTYETOB OTHENA;

6.1.2. c oTIEI0M KOMIIJIEKTOBAHUS U HayIHOU 00pabOTKH TOKYMEHTOB 110 BOIIPOCaM:

— 3aKa30B Ha NpuoOpeTeHne JOKYMEHTOB M MOJMUCHBIX M3JlaHui, opOopMIIEHHS aKTOB HA
CIIMCaHHe JIUTepaTyphl;

— CHpPaBOYHO-OMONIMOTrpaduIecKoro OOCIyXKHBaHHUS IOJb30BaTelell MO KaTajoraM u
KapTOTeKam;

6.1.3. c oTnenom xpaHeHust (GOHIOB IO BOIpOCaM:

— ¢opmupoBaHue GoH/1a B COOTBETCTBHH C MPOPHIEM OTIea;

— IOJydeHUe HOBOM JIUTepaTyphl, cladya yCTapeBIlel JUTepaTypPhl U MePHOTUKH.

6.1.4. c otnesiom CBO 1o Bompocam:

— CIpaBOYHO-OHOIHOrpaduieckoe KOHCYJIBTHPOBaHKHE I10 OGOPMIICHHIO TEMAaTHYECKHX,
MH(POPMAITHOHHBIX, BUPTYIBHBIX BEICTABOK, 0030pOB;

— [IOJIyY€HHUE U PErUcTpalus HOBOH NMEPUOTUKH.

6.1.5. c oTenoM oOcIyXKMBaHUS 110 BOIIPOCAM:

— BBICTABOYHOM JI€SITCILHOCTH;

6.1.6. c otaenoM apToMaTH3ay OMOIMOTEYHBIX ITPOLECCOB TIO BOIIPOCAM:

— aBTOMAaTH3aIuH, TEXHHYECKOro 00CTyKMBaHHUS,

— npelocTaBieHns MmaTepuanos i1 Web-caiita,

6.1.7. c xadenpamu o Bonpocam:

— MHQOPMHUPOBAHHUE O HOBOM JuTepaType, nocrynusmeii 8 HUBLI.

PA3PABOTAHO
Hupexrop HayuHo-uHpOpMaOHHOTO
O6UOIUOTEYHOTO IEHTPA
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