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1. O6Lwwme nono>keHus

1.1.0Taen 6MBNMOTEYUHbIX TeXHONOrUM N COLMOKYNbTYPHbIX KOMMYHUKauui (ganee - OTaen)
ABNSETCH CTPYKTYPHbIM nojgpasgeneHnem BY BO «CypryTckumii rocyfapCTBEHHbIN YHUBEPCUTET»
(nanee - Cyply, YHnBepcurer).

1.2.MNonHoe HaMMmeHoBaHWe oTAena - OoTAen BUBINOTEYUHbBIX TEXHONOTUA N COLIMOKYNbTYPHbIX
KOMMYHWKaLMiA, COKpaLleHHoe Ha3BaHmne - OBTuCK.

1.3. OTaen peopraHmsyeTca U NUKBUAMPYETCA B YCTaHOB/IEHHOM 3aKOHOAATe/1bLCTBOM MOpsjKe
NpUKasom pekTopa.

1.4. Pykosoactso OTAenoM ocyLlecTBaseTcs 3asegyrowmm OTAeN0M, KOTOPbIV HenocpesCcTBEHHO
NOAYMHAETCA pyKoBOAUTENHO B1banoTeyHo-nHGOpPMaLIMOHHOrO LieHTpa (ganee - BILL).

1.5. 3aBegyrownii OTAENOM Ha3HayaeTcsd Ha [O/DKHOCTb U OCBOBOXAAeTcs OT JAO/KHOCTU B
yCTaHOB/IEHHOM 3aKOHO/ZaTeNIbCTBOM MOpPsKe, Ha OCHOBAHWW MNpurKasa pekTopa. HazHayeHMto Ha
AO/MKHOCTb MNpejLlecTByeT cobecesiloBaHve.

1.6. B cBOoen gesatensHocTy OTAen pyKOBOACTBYeTCS:

— TpyaosbIM kKofekcoM Poccuinckon Pepepaumu;

—  @egepanbHbIM  3aKOHOM OT 29.12.2012 Ne 273-®3 «0O6 o6pasoBaHun B Poccuinckomn
Pepepaunn»;

—  ®epepanbHbIM 3aKoHOM Poccuinckont Pegepaumm ot 29.12.1994 Ne 78-®3 «O 61MbANOTEHYHOM
aene»,

— ®epepanbHbIM  3aKOHOM  Poccuinckonn  ®Pepepaumm ot 25.07.2002  Ne 114-03 «O
NPOTUBOAENCTBUN SKCTPEMUCTCKOWN AEATENIbHOCTY;

— ykaszamu [pe3ngeHta Poccurickon  Pegepauynyn, nocTaHoBNeHUAMU  [1paBUTeNbCTBA
Poccuiickon Pegepaunm B 061acT 06pa3oBaHums, 61MbanoTe4Horo gena;

—  [eNCTBYHOLWMM 3aKoHOAAaTenbCTBOM Poccuiickon degepaumn, B TOM 4yucie B 06nactu
obpa3oBaHuA, 6MBNMOTEUYHOrO Aena, yrpaB/ieHUs KauyeCcTBOM U cepTudurkaumny;

—  HOPMAaTMBHBIMW K MPAaBOBbIMY akTaMu ¢efepanbHbIX OPraHoOB WCMONHUTENBLHOW BRactu n
OpraHoB BNactTy XaHTbl-MaHCUICKOro aBTOHOMHOro okpyra - Hrpel B cdepe BbICLIErO
0bpa3oBaHVA 1N BUGANOTEYHOro Aena;

— TOCT P 7.0.104-2019 «brnbanote4YHo-MHGOPMaLMOHHbIE YCAYr HAay4YHOW bubamnotekn. Bugpl,
bopMbI 1 pexxMbl MpeAoCTaBNEHNA»;

— TOCT 7.0.93-2015 «Cuctema cTaHAApTOB No MHPopMauum, 6UBANOTEUHOMY N N34aTeNbCKOMY
Aeny. bubnnoteyHslin poHA. TexHonorna GopMrUpPOBaHUAY;

— TOCT P 7.0.100-2018 «bubnnorpadpuryeckasn 3anmcb. bubanorpadumyeckoe onncaHme,

— TOCT 7.50-2002 «KoHcepBauusa foKyMeHTOB: O6LLMe TpeboBaHNSA»,

—  HOPMAaTWBHO-TEXHUYECKOW JOKYMEHTaLMer No oxpaHe TpyAa U NoXapHOM 6e30nacHoCTY;

—  YcraBom BY BO «CypryTcknii rocylapCTBeHHbIV YHNBEPCUTET»;

—  KonnektmsBHbIM forosopom Cyply;

— [MonuTtrkor B 061acTu KavecTsa;

— [lpaBunamu BHyTpeHHero TpyA0BOro pacnopsaaka;

—  Mwccuein, MonnTrkom n uenamMm YHnBepcmteTa B 061aCTh KauecTBa;

— PyKkoBOACTBOM MO cCuCTeMe YyrnpaBiaeHWss OXPaHOW TpyAa W obecrneyeHus 6e30MacHOCTU
obpaszoBaTtesibHOro npotecca (PCYOT);

— [lporpaMmmon pa3sBuUTus YHMBePCUTETS;

- [AN-5.4.4 «YnpasneHne WHPOPMALMOHHBLIMU pecypcamn BnbamnoreyHo-MHGopmMaLMoOHHOro
LeHTpa»;

— (CT0-4.2.2 «[paBwnna nosib30BaHUA bnbanoTeuyHo-nMHGOPMaLMOHHBIM LLIEHTPOM>;
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— (CT0-4.2.10 «lonoxeHne 0O  AOMNOAHWUTENbHbLIX (MAaTHbIX)  ycayrax  bubnanoTteyHo-
NHGOPMALIMOHHOTO LEeHTPa;

— (CT0-4.2.12 «[TonoxeHwne o cncreme poHA0B BnbanoTeyHo-nMHGOpPMaLMOHHOIO LieHTpa;

— (CT0-4.2.13 «[MonoxeHwve 06 INeKTPOHHOM 6UbnnoTeke,

- NCMN-3.25 «bnbanoteyHo-nHGOPMALMOHHBIN LIeHTP»;

—  MpuKasamu, pacnopsxKeHNAMN N YKazaHNAMU PEKTOPa;

—  pacnopsaxXeHVAMW, YKasaHUAMW U UHbIMW HOPMAaTUBHLIMW 1 PacnopaanTeIbHbIMW aKTaMun
NPOPEKTOPOB MO HanpasBieHVAM, aAMUHNCTPALNN YHUBEPCUTETA;

— HacTtoAwwmm lNMNonoxeHviem.

1.7. Pabota OTgena opraHum3yeTcs B COOTBETCTBUM C TPYAOBbIM 3aKOHOZAATENIbCTBOM POCCUICKOM
depepauynm 1 HacToALWMM MNonoxeHreM ¢ y4ETOM NaaHa paboTsl bULL.

1.8. B nepmog oTcyTCTBMA (KOMaHAMPOBKA, OTNyCK, 60ne3Hb) 3aBeaytoLero OTaenom ero GpyHKLMm
NCNONHAET PaboTHUK, Ha3Ha4YaeMblil B YCTaHOB/IEHHOM 3aKOHOM nopszke. JInuo, 3amellaroLlee
3asegytouiero OTAenom, npuobpeTaeT COOTBETCTBYHOLLME MpaBa W HECET OTBETCTBEHHOCTb 3a
Haznexallee NCNoIHeHVe JO/MKHOCTHbLIX 0653aHHOCTENN.

2. Uenn v 3agaun

2.1.Uens  pesatrenbHoct  Otvgena - no3vumoHupoBaHme  BUL  Kak  coBpeMeHHOro
06pa3oBaTeNIbHOro, HAy4YHOro U  KYNbTYypPHO-MPOCBETUTENLCKOrO  LEeHTpa, KoopAMHaums
MeTOAMYeCKOV AeATeNbHOCTU 6MBAMoTeK BbICLIMX YYebHbIX 3aBedeHulr XaHTbl-MaHCUIAcKoro
aBTOHOMHOro okpyra - HOrpbl, a TaKxe OCBOeHWe, afantaums U BHeApeHne WHHOBALMOHHbIX
6M6NMOTEYUHBIX TEXHONOTMIA B MPOM3BOACTBEHHbIE Npouecchl LieHTpa.

2.2. ins poctmxeHns noctaBneHHom uenn OTaen peLllaeT cnegyroLlme 3a4a4n:

—  CTaunoHapHOe, BHeCTauMOHapHOe U ANCTaHLMOHHOe 0bCcnyXKBaHMe nonb3osaTenen bILL,

—  OpraHusauyus W npoBejeHMe B6UBNNOTEUHbIX KyNbTYpPHO-NPOCBETUTENBCKNX,
obpa3zoBaTesibHbIX N COBLITUMHbBIX MEPONPUATUIA;

—  BejeHue bnbanoTeYHbIX CaiTOB/NOPTAN0B, CeTEBbIX COLMANbHbIX CEPBUCOB;

— opraHu3aums, obecrieyeHme MCNONb30BaHUA U GU3NYECKOro coxpaHeHns doHAa pesknx n
LIeHHbIX 3aaHun bNLI;

— MeToAuyeckoe COMpoBOXAeHMe 6UbAnoTeuHolr aeAaTenbHOCTM cneumanuctos BULL n
MeTOANYECKOro obbeinHeHNs 6UBANOTEK BbICLLUMX yYebHbIX 3aBefeHUNN PermoHa;

— aBToMaTtM3aums 6MbNMOTeYHO-MHGOPMALMOHHbBIX MPOLECCOB Ha OCHOBE KCMOb30BaHUS
coBpeMeHHbIX MHPOPMALMOHHBIX TEXHOOMVIA, MPOrPaMMHbIX CPeACTB U KOMIMbIOTEPHOM TEXHUKN.

3. PYHKLUM 1 NOTHOMOU A

3.1. OTgen yyactByeT B peanusauumm npoueccos CMK YHuBepcuTeTa:
— 1.2.TlhaHnpoBaHVe feATeNbHOCTY;

- 1.4. IHbopMMpoBaHMe O AeATeNbHOCTY;

- 1.7.¥YnpaBneHve gokyMeHTaLuewn;

— 2.7.BHey4yebHas paboTa;

—  3.4. OpraHusaumsa HayYHbIX MeponpuaTAL;

—  3.6. OpraHmsauya NpoeKTHOW AeATeIbHOCTY;

- 4.2. IHbOpMaLMOHHO-6MBANOTEYHOE 06CNYXNBaAHME;

— 4.10. YnpaBneHue KOprnopaTUBHOWM KyNbTYpPOW;

— 5.13. ¥YnpaBneHue AOKyMEHTOO60POTOM.

3.2. Tpw BbINOAHEHWW NOCTaB/eHHbIX 3a4a4 OTAen BbIMNOAHAET ciegyroLme GyHKLUNN:
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1)B pamkax BbINOAHEHUs 3ajaun  CmayuoHapHoe, 8HeCmMayuoHapHoe U OUCMAHYUOHHOe
obuyxusaHue nosnvzosamenel bUIL:

- npviemM MHPOPMaLMOHHbIX 3aMpoCcoB Nosib30BaTenen;

—  KOHCYy/NbTMPOBaHMe noJsib30Bartesiet Mo npaBuiaM COCTaB/IEHNSA 3aMPOCOB 1 METOAMKE MOUCKA
nHopMaumm O AOKyMeHTax 13 GoHAa pefkuX U LEeHHbIX U34aHWA B CPaBOYHO-MONCKOBOM
annapate W 3NeKTPOHHbIX pecypcax bWL, nowuckoBbIX pecypcax WMHGOPMALMOHHO-
TeIeKOMMYHUKALNOHHOWN ceTn «/IHTepHeT»;

—  Bbl4aya, perncrpaums Bblgavm JOKYMEHTOB 13 GOHAA PeAKNX U LeHHbIX N3AaHNI;

— MpueM 1 pernctpauns Bo3spata AOKYMEHTOB 13 POHAA PeAKNX N LLeHHbIX U3AaHWI;

— paccTaHoBKa BO3BpalleHHbIX nosb3oBateneM bVIL, fokymMeHTOB B GOHA pefkmx U LEeHHbIX
N3jaHnIn;

— OpraHuv3aumMs BbICTaBOK, PAaCKPbIBaOWMX GOHA peakux U UeHHbIX WU3JaHui 1 apyrue
NHGOPMaLIMOHHbIE pecypchbl, B TPAANLMOHHOM U LnGpoBOM ¢opmarTe;

— OpraHuv3saums obpaTHOV cBA3W C nosb3oBaTensMu LleHTpa, msydeHne MHOOPMaLMNOHHBLIX
noTpebHocTen 1 3anpocoB rMonb3oBaTener bVL, ¢ uenbto noBbiWeHUA 3GPeKTUBHOCTU
61M6NMOTEUYHO-MHPOPMALMOHHOIO 06CAYXMBAHWSA.

— npejAocTaB/ieHne NaaTHbIX BUH6ANOTEYUHBIX YCIYT NONb30BaTeNsMm;

— odopMneHrne KOMGPOPTHOro 6MOGNMOTEYHOrO MPOCTPAHCTBA W CUCTEMbl HaBurauum B
nomewleHnax BUL, ¢ uenbto noBblWeHUS 3PPeKTUBHOCTU HBUOBANOTEUHO-MHPOPMALIMOHHOIO
06CNyX1BaHWA Nosib3oBaTenel;

— ocyuiecTBneHue obCnyXmBaHWs Monb3oBaTenen yepes cepBucbl carTa BUL, 1 nocpeacTsom
couyanbHbIX ceTen;

— coTpygHu4ecTBO C nogpasgeneHusamu CyplY ¢ uenbo MHGOPMUPOBAHUA 06 ycayrax,
NHGOPMaLMOHHBIX pecypcax BULL n npoaBuxxeHns ycnyr;

2) B paMkax BbINONAHEHUA 3agayn OpeaHu3ayusd U nposedeHue 6UbAUOMEYHbLIX Ky/bMYypPHO-
npoceemumessCKux, 06pa308amMesbHbLIX U COb6IMULHbLIX Meponpusmuli:

- M3yyeHVe NHGOPMALMOHHbLIX PECYPCOB C Lie/1bio MOArOTOBKN BUBINOTEYHbBIX MEPOTNPUSATUIA;

— paspaboTka CcLeHapus MeponpusaTus;

-  nHGOpPMMpPOBaHMe Nob30BaTeseil 0 NpoBeseHN MeponpuaTus UL,

— npoBefeHne MeponpuaTUSA C LieNblo YA0BNeTBOPeHUs NHGOPMAaLMOHHbIX, 0bpa3oBaTe/ibHbIX,
Ky/IbTYPHbIX, MO3HaBaTeNbHbIX MOTPE6HOCTEN 1 MHTepPecoB Nosib30BaTenel;

—  W3y4YeHVe MHeHUs Y4YacTHWUKOB Meponpuatnini BULL ¢ uenbio MNOoBbIWEHUA WX YPOBHS
YZAOB/IeTBOPEHHOCTN;

— y4vacTuve B ropoACKUX U 06LLEeYyHBEPCUTETCKUX MEPONPUSATUAX;

— ydacTve B BOCMUTATENbHOW U KY/NbTYPHO-MPOCBETUTE/IbCKON feAaTeNbHOCTU YHMBepcuTeTa ¢
MCMOJIb30BaHVEM Pa3NYHbIX GOPM 1 METOAOB PaboTbl C NO/Ib30BaTENAMMY;

— npoBefeHue 3Kckypcuii no BULL ansa yyawmxcsa, npenogasatenen n cotpyaHukos Cyply, ans
OPraHM30BaHHbIX TPYMNMN YYaLMXCA CPeAHUX W BbICLUNX YyYebHbIX 3aBefeHWr, opraHmsauui u
npeanpuUATUIA rOpoAa U PernoHa;

— opraHuzauyua paboTtel Mysea «kHurn bBUL, n obecneyeHve XpaHeHWUH, W3ydYeHUs W«
nonynspm3aunm 4okyMmeHToB GOHAA peaKkMX N LLeHHbIX n3gaHuin BULL.

3) B paMKax BbINOJHEHWA 3a4a4un BedeHue 6ubauomeYHsix calimos/nopmasos, cemegbix CoyUanbHbIX
cepsucos:

—  MOHUTOPUHI MHGOPMALMOHHBIX NOTpebHoCTe mnonb3oBaTener canta BUL, n akkayHTOB
LleHTpa B counanbHbIX CeTAx;
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— paspaboTka NpeAsioXeHUIA No onpeAeneHnto BUAa 1 CTPYKTYpbl peannsyemMbix bULL cepsrncos
caliTa 1 akkayHTOB B COLMANbHbIX CETAX;

— MOArOTOBKA M aKTyanm3aums KOHTeHTa Ha caiTe BUL, ¢ uenbo NpoaBuxXeHNs 6UBANOTeUHbIX
YCNyr 1N pecypcoB B MHTEPHET-NPOCTPaHCTBE;

— HanoJiHeHve/aKTyanmsaumsa KoOHTeHTa akkayHToB BVILL B coumanbHbIX ceTax;

— B3auMogencTBuMe C nonb3oBatenamu bBUILL B coumanbHbIX CeTSAX, KOHCYNbTUPOBaHMe
nosib3oBaresnewu;

4) B pamkax BbINOMHeHUs 3agaudn OpzaHu3ayus, obecneyeHue UCNO/Mb308AHUA U GU3UYECKO20
coxpaHeHus poHOa pedKux U YyeHHbIx uzdaHul bUL:

— pasmelleHVe 1 paccTaHoBKa GOHAA peakux W LIeHHbIX U34aHWA C y4eTOM BblAeneHns mnx
cneumann3npoBaHHOro cobpaHnsa 1N B COOTBETCTBUM C YCTAHOBNEHHBIMW HOPMaMW 1 NPUHATLIMA B
bWL, npaBunamu;

—  BbIiB/IeHVe, NAEHTUOUKALMA N N3YYeHNe PeaKUX N LIeHHbIX n3gaHunii B oHae UL

—  OopraHusauus goctyna nosns3osaTeneit BUL, kK MTHopMaLmn O pefKUX U LEeHHbIX U3AaHNSX;

—  My3eiHas 1 BbICTaBOYHas paboTa ¢ POHAOM pesKMX U LieHHbIX N34aHni B LieHTpe;

— MpoBefieHVe MNPOBEepPOK XpaHeHUs GOHAA PefKUX W LEeHHbIX U3LaHWA C LUenbio BbigBAEHUS
NOBPeXAeHNN JOKYMEHTOB 1 HapyLUeHWNM NpaBua pacCTaHOBKY;

—  OCyLlecTBAeHWe KOHTPO/S COXPAaHHOCTM AOKYMEHTOB Ha 3Tanax WX noctynneHus B OTtgen,
BblZaul B NpoLeccax 06Cc/yXXMBaHWA Nonb30BaTeNnein, BO3BpaTa Ha MecTo XpaHeHus;

— ocyLwiecTBneHne nposepkn $oHAOB LieHTpa Ha OTcyTCTBME (Hannuve) JOKYMEHTOB, N3AaHHbIX
opraHmsauvamMu, Bxogdawmmmn B PegepanbHbIli CINCOK 3KCTPEMUCTCKUX MaTepuanos U (Mn)
MNepeyeHb MHOCTPAHHbBIX U MeXAYHaPOAHbIX HEMPABUTENbCTBEHHbIX OpPraHn3aLnii, AesTebHOCTb
KOTOpbIX  MpM3HaHa HexenaTeNbHOW Ha  TeppuTopum  Poccuiickon  Pegepauuun, U
nponaraHAnpPyLWNX HETPAAVLIMOHHbIE CeKCyaNlbHble OTHOLUEHUS U (UMW) NPesnoyYTeHUs, CMeHy
nosia, a Takxke aBTOPbl KOTOPbIX MOMaZatoT B MepedeHb NL, HaXOASALMXCA MO WHOCTPAHHbIM
BAVSHVEM;

5) B paMKax BbINOJIHEHWNS 3ajaudn Memoduyeckoe conpogoxdeHue 6ubauomeyHol desmesnbHOCMU
cneyuasnucmos bW u memoduyecko2o 06vbeduHeHUs 6ubauomek B8bICLUX y4ebHbIX 3aeedeHul
pe2uoHa:

— BbliBNeHMe, 0606LleHne 1 pacnpocTpaHeHMe nepefoBOro onbiTa paboTbl 6UBIMOTEK,
pacnpocTpaHeHe MeTOAMYECKUX MOCOBUI U pekoMeHAauui MuHMUCTepcTBa Hayky 1 BbICLLErO
obpasoBaHua Poccuinckon Pepepaunv, MeToamnyeckoro obbeanHeHss bubanoTek By30B 3anajHou
Crbvipun cpean 6M6NOTEK CPeAHNX N BbICLLUMX y4ebHbIx 3aBegeHni XMAO - HOrpei;

—  OpraHu3auus paboTbl coBeLlaTeIbHbIX opraHos bULL;

—  KOHTPOJ/ib AOKYMEHTUPOBAHNSA 6BUGANOTEUHbIX MPOLLECCOB;

— obecneyeHve 3¢pPpekTMBHONO GYHKLMOHNPOBAHNSA CUCTEMbl MOBbILLEHUS KBanudukauum B
COOTBETCTBUM C 33ja4aMu 1 COBPEMEHHbIMU TpeboBaHMAMU K BUBAMOTEYHON AeATeNIbHOCTH.

6) B pamKkax BbINOAHEHWA 3ajaun Asmomamu3ayua 6ub1uomeyHo-UHPOPMAYUOHHbLIX NPOYECCo8 HA
0CHOBe UCNO/b308AHUS COBPEMEHHbLIX UHPOPMAYUOHHbLIX MeXH0a02ul, NPOPAMMHbIX cpedcms u
KOMNbromepHoOU mexHUKU:

— opraHusauns n obecneveHme PyHKLMOHNPOBAHNSA OCHOBHbIX TEXHOIOrMYECKMX NPOLEeccoB Ha
OCHOBe MpUHATON B BVILL aBTOMaTn3MpoBaHHON 6M6ANOTEYHO-NHGOPMALIMOHHOW CUCTEMBI;

—  MOHWUTOPUHI aKTya/lbHblX HarnpaBneHWri asToMatmMsauuy 6mbANOTEYHBIX MNPOLECCOB W
NHGOPMALIMOHHbBIX BUBINOTEUHbIX TEXHOIOMNI;

- KoopauHauusa paboTbl oTgenos LleHTpa mo Bonpocam aBTOMatM3auuu, BHeEAPEHUS HOBbIX
NHGOPMaLMOHHBIX TEXHONOTNA;
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—  MAaHWPOBaHME MeponpUATUIA MO COBEPLUEHCTBOBAHMIO CYLLIECTBYHOLLUNX N BHEAPEHNIO HOBbIX
NHGOPMaLMOHHBIX TexHonoruin B bUL;

—  KOHTPO/Ib TEXHWYECKOro COCTOSHWA U NpoduaakTnyeckoe 06CNyXMBaHME KOMMbIOTEPOB Y
nepundepuriiHoro obopyaosaHus LieHTpa;

-  aAMUHUCTPUPOBAHMe calita, 6a3 gaHHbIx BALL, SnekTpoHHoM 6ubnnoTtekn Cyply;

— OpraHu3auuMs 1 npoBejeHWe MepornpuaTUn Mo 0b6yyYeHUHo COTPYAHUKOB LleHTpa paboTte ¢
NPOrpaMMHbIMI BUBNMOTEYHBIMU MPOAYKTaAMMU.

3.3. PacnpegeneHve ob6s3aHHOCTel Mexzy paboTHukamym OThena OCyLlecTBASETCS Ha OCHOBe
AOKHOCTHBIX MHCTPYKUWI € Y4ETOM BHYTPEHHEN cneumnanmsaumm paboTHUKOB NO HaNpaBieHVAM
peatenbHoctn OTaena.

3.4.3aBegyrownii n paboTHukK OTgena no pacnpeseneHuto 0b6A3aHHOCTe B AOMKHOCTHbIX
NHCTPYKLMSAX 419 BbINONHEHWSA CBOUX 06A3aHHOCTEN NMerT NpaBso:

— npvBnekaTb Npu HeobXOAMMOCTU (MO COrnacoBaHWUIO C PYKOBOACTBOM) K peLueHWUto 3a4ad B
npegenax komneteHumn OTaena paboTHMKOB oTaenos bUL;

— 3anpawwmBaTb W Noay4vaTb OT CTPYKTYPHbIX nogpasgeneHuvii ML, B yctaHoBNeHHOM nopsigke
Heobxoanmyto anst pabotbl OTaena MHGopMaLmio, MaTepmanbl, JOKyMeHTaLWLo;

— MpeACTaBUTENbCTBOBATL MO MOPYYEHUIO PYKOBOACTBA B OMBIMOTEKAX, YYpexXAeHUsX W
OpraHmM3aLmax No BONpocam, CBA3aHHbIM C AedaTenlbHOCTbo OTaena;

— OpraHv3oBbIBaTb W MNPOBOAUTL  MEpOMNpUATUSA,  HarnpasBNeHHble Ha  peanv3aunto
NHGOPMALIMOHHO-KOHCYNbTAaLMOHHbIX U 06yyarowmx GyHkUmin OTaena;

—  MOBbIWATb KBaINPUKALMIO B COOTBETCTBUM C TPYAOBBIM KoAekcoM Poccuiickor ®esepaumm;

— BeCTM B YCTAaHOBNEHHOM Mopsjke rMepenucky C 6ubanoTekaMn, yypexaeHuamMm wn
OpraHm3aLmamMm No BONpocaM, CBA3aHHbIM C JesTenbHOCTbio OTaena;

— MpeAcTaBnsaTb K MOOLUPEHUIO  OTJIMUMBLUMXCA  PabOTHWKOB; BHOCUTb  PYKOBOACTBY
npeasoXeHns O AUCUUMANHAPHBIX — B3bICKAHWAX B Cy4asx HapyLeHus TPYyAOBOW U
NPOMN3BOACTBEHHOW AUCLINMINHBI.

4. OTBEeTCTBEHHOCTb

4.1. OTBeTCTBEHHOCTb PaboTHMKOB OTAena ycTaHaBAMBAETCA UX JOKHOCTHBIMU MHCTPYKLMAMN,
MpaBuaamMy BHYTPEHHero TPyAOBOrO PacrnopsiAka, AOKYMEHTVPOBaHHbIMU MpoLesypammn CUCTEMbI
MeHeLXMeHTa kadectBa CyplY, AeACTBYHOLUMM aAMUHUCTPATUBHBIM, YrOIOBHbIM, TPaXAaHCKMM
3aKOHOAATENbCTBOM.

4.2. Ha 3aBegytowero OTAen10M BO3/laraeTcs NepcoHanbHas OTBETCTBEHHOCTb:

—  3a opraHusauuio gestenbHocT OTAeNa Mo BbIMOAHEHNIO BO3/I0XKEHHbIX Ha Hero 3ajay;

— opraHusauuto B OTaene onepaTyBHOM 1 Ka4eCTBEHHOW NOArOTOBKMN UCMOIHEHUSA LOKYMEHTOB,
BeAeHVe AeNI0NpOon3BOACTBA B COOTBETCTBUN C AeNCTBYHOLLMMU MPaBUIaMU 1N MHCTPYKLUSMU;

— cobnwogeHne pabotHkammn OTaena TpyAOBOWN ANCUMMIVHBI, TpaBua BHYTPEHHEro Tpy40BOro
pacnopsifka;

— noAabop n pacctaHOBKY paboTHMKoB OTAena;

— obecneyeHme COXPAHHOCTV MMYLLLECTBA, HAaXOAALLLErocs B N0Nb30BaHMN paboTHMkoB OTaena.

5. B3anmMooTHoOLLEeHMsA U CBA3U C NoApa3aeieHUaAMu

5.1. na [OCTMXKEHWA MOCTaBNeHHOW UuUenn W peweHns 3agady OTgen B3aMOZENCTBYeT C
PYKOBOACTBOM, OOLLECTBEHHbIMW OpraHamMu ynpaBiaeHusi, MHCTUTYyTamMu, kadeapamun 1 Apyrumu
CTPYKTYPHbIMW NOApa3feneHnaMn YHsepcuTera:




Cypl'yY

CypryTCKWiA roCynapCTBEHHbIA

CMK Cyply MCM-3.35-24

OTaen 6M6NMOTEUHbIX TEXHOMOMMIA N COLMOKYbTYPHbIX

Peaakumsa Ne 1

KOMMyHMKaLuii cTp. 7mn3 10
[omKHOCTHOE Nnuo,
HaMeHoBaHMe MonyuyeHune MpepocTaBneHwme
noppasaeneHus
PekTop — MpuKasbl; — CyxebHble 3anncku;
—  pacnopsixeHus; — MAaHbl, OTYeTHI
— 3anpockl nHGopmaLm
MpopeKkTopbl —  pacnopsixeHus — CyXebHble 3annckm

PykosoguTtens BAL,

- I/IHCI)OpMaLJ,VIFl, Matepuanbl, cny>|<e6Ha9|

AOKYMeHTauus, Heobxoanmas ans
AeatenbHoctn OTaena;

— MpeanoXeHns rno niaaHy paboTsl
OTaena;

— YTBepXAEeHHas NHCTPYKTUBHO-
MeToAnYecKas 1 TeXHoornyeckas
AOKyMeHTaums

— nAnaHbl U oT4eThl OTAena;

— pernameHTMpytoLLas,
TeXHONOrMyeckas, UHCTPYKTUBHO-
MeToAmyeckas AOKyMeHTaLns
OTaena;

— MNpeanoXeHns rno yayyleHnto
geatenbHocty OThena;

- rpaduvk paboTbl paboTHUNKOB;

— rpaduvkm oHepeaHbIX OTMYCKOB
paboTHMKOB

OTaen obcnyxrBaHus
1 XpaHeHus GoHA0B

— WHCTPYKTMBHO-MeToAMYecKune 1
TEXHOJIOrNYECKNE JOKYMEHTbI;

— CMNpaBKW No 3anpocam;

— uvHbopMauma Ha canTel bUL,
YHMBEpCUTETa, B rpynnbl COLMANbHbIX
ceTell ana neyat MHGOPMaLMOHHbIX
MaTepuasnoB Mo HanpaBAeHUIO
NesATeNnbHOCTU OTAeNa;

— 3asBKM Ha 06CNYyXMBaHNE TEXHUKWN 1

HaCTPOIKy MPOrpaMMHOro o6ecrneyeHus;

— 3asBKM Ha TEXHUYEeCKoe
COMPOBOXAEHE MEPOMPUATAIA

—  VHCTPYKTUBHO-MeToAnYeckmne n
TEXHONOrnYeckmne JOKyMeHTbI;

- VHpopMaLMsa o Nybamkaunsx,
MOCBALLEHHbIX aBTOMaTN3aLuMmn
61MB6NNOTEUHbIX MPOLLECCOB,
MeTOAMNYEeCKON AeATeNbHOCTY;

— HeobxoAnMMoe annapaTHoe n
nporpamMmHoe obecneveHue;

— MH$OopMaLMSA O NMPOBOANMbBIX
MeponpuaTUAX YHUBepCUTeTa,
NHPOPMAaLIMOHHbIE MaTepuanbl K
MeponpuaTUamM (abuin, bykneTsbl)

OThen conpoBoXaeHns

— WHCTPYKTUBHO-MeTOANYECKME U

— WHCTPYKTMBHO-MEeTOANYECKME N

nccnesoBaTeNbCKoin TeXHoMornyeckme JoKyMeHTbl; TeXHONOrnYeckme AoKyMeHTbI;
AesiTeNIbHOCTY — CnpaBkwu Mo 3anpocam; — nHbopMaLms o nybankaumsx,
- uvHbopmMaums Ha calitel BALL, NOCBSILLEHHbIX aBTOMaTU3auum
YHUMBepcuTeTa, B rpynmbl COLManbHbIX 616MOTEeUHbIX NPOLLECCOB,
ceTelt Anst neyat MHGOPMALMOHHbIX MeTOANYECKOW AeaTeNbHOCTY;
MaTepranoB Mo HanpaBieHWNo — HeobxoAMMoe annapaTHoe U
AesiTeNbHOCTW OTAeNa; nporpammHoe obecrieveHue;
— 3asiBKM Ha 06CNyXMBaHNeE TEXHUKM U - WHOPMaLMS O MPOBOAMMbIX
HaCTPOViKy MPOrpaMMHOro obecrneyeHus; MeponpusTUAX YHBepCUTeTa,
— 3asiBKM Ha TexHu4eckoe NHGOPMaLMOHHbIE MaTepuanbl K
COMPOBOX/AEHVE MEPONPUATUIA MeponpusTUAM (adpuLum, bykneTbl)
OTzen — HOBble MOCTYMIeHUsi JOKYMEHTOB; — 3asiBKM Ha npuobpeTeHune

KOMMNIEKTOBaHNS 1
Hay4HOI 06paboTkn
AOKYMEHTOB

— peKkoMeHAaLun No 3aMeHe A0KYMEHTOB,

yTpayeHHbIX NoJib30BaTeNaMY;

— uvHbopMauma Ha canTel bUL,
YHUBepCUTETa, B rpynnbl COLMANbHbIX
ceTell, AN NeYaTm MHPOPMALIMOHHbIX
MaTepuasnoB Mo HanpaBAeHUIO
NesATenbHOCTU OTAeN3;

— 3asBKM Ha 06CNYyXMBaHNE TEXHUKUN 1
HACTPOKY NPOrpaMMHOro obecreyeHus

AoKkymeHTOB B doHA BULL;

—  CMUCKW KHWUT 1 Mepuoan4ecKkmnx
N3AaHUNM, PEKOMEHAOBAHHbIX K
WCKIFOUYEH U0 13 BUBINOTEYHOrO
doHaa;

- HeobxoanMoe annapaTHoe n
nporpaMMHoe obecneveHue




Cypl'yY

CypryTCKWiA roCynapCTBEHHbIA
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KOMMYHUKaLUnii
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Peaakumsa Ne 1

ctp. 813 10

OTaen no pa6ore ¢
nepcoHanom

— uHbopMauma 06 aTTecTaummn
paboTHUKOB;
$OpMbI JOKYMEHTOB A/19 3aMOJHEH S

— aTTecTauMOHHas AOKYyMeHTaums Ha
pabOoTHUKOB;

— CyxebHble 3anncku;

— rpadukn oyepesHbIX OTMYCKOB
paboTHMKOB

OTgen meHeAXMeHTa
KayecTBa obpasoBaHUS

— CnyXebHble 3anncKkuy;
— nnaHbl/rpaduKn BHYTPEHHNX ayANTOB

— nnaH paboTbl Ha rog;

— npoekTbl JoKymMeHTOB CMK;
— exekBapTa/ibHble OTYeTbl O
paborTe;

— CnyXebHble 3annckn

YnpasneHune —  C/IyXebBHble 3anncky; — CcnyxebHble 3anncku;

nHdopmMaTm3aLmm — paspelUueHns Ha yCTaHOBKY — 3aABKW/ Ha JOCTYM K yCTaHOBKeE
Heob6XxoANMMOro NnLeH3oHHoro MO, Heob6XxoAMMOro NLEH3OHHOrO MO;
KOHCY/IbTaL O HEOBXOANMOCTM 3aKyMKWN | — 3asiBKM Ha MosyyYeHme pacxodHbIX
nmueHsnoHHoro Mo; martepuasnoB A4 NPUHTEPOB,
— pacxofHble MaTepuansl Ans MHOTOGYHKLUMOHANBHbIX YCTPOKCTB;
OpPrrexHunKY; — 3aBKW Ha yCTpaHeHWe
- obecneyeHne CTabUILHOrO HecTabunbHoOM paboTkl cepBepa,
NOAKNOYEHNS NIOKANbHOW ceTu OTCYTCTBUSA CBA3WU, C60eB B paboTe
YHuBepcuTteTa, VMIHTepHeTa, paboThl TenedpoHos, NIHTepHeTa N T.4.;
cepBepoB, TenedoHOB; — 3asBKW Ha TeXHMYeckoe
— TexXHV4YeckKoe CornpoBOXAeHWe COMpoOBOXAeHMe MeponpuaTnii bALL
mMeponpuaTtuiin UL,

YnpasneHune —  C/IyXebHble 3anncky; — CnyxebHble 3anmcku;

06LLEeCTBEHHbIX CBA3EN
1 HPOPMALNOHHO-
n3aaTenbCKom
LesTeNnbHOCTU

- pa3smelleHune nHbopmaumm o
NPOBOAVMbIX MEPOMPUATUAX Ha CaliTe
YHVBepcuTeTa, B OTKPbITBIX Fpynnax
coumanbHbIX ceTer, nevaTtb
NHPOPMALMOHHbBIX MaTEPUANoB K
MepONpPUATUSAM

- MHdopMaLKMA O NPOBOAVMbIX B
LleHTpe MeponpuATUAX Ans
pasMeLlLlieHNs Ha cailTe YHMBepcuTeTa,
B OTKPbITbIX FPynnax coumanbHbIX
ceTei, neyatb MHGOPMALIMOHHbIX
MaTepunanoB K MEPONPUATIAM

OTAen MooAEXHbIX

- cny>|<e6Hb|e 3arnncku,;

- cny>|<e6Hb|e 3arnncku,;

NHNLMATVB — opraHu3aumsa paboTbl BOJIOHTEPOB Ha — 3asBKMW Ha obecneyeHne SBKN
MeponpuUSATUAX, MPOBOANMBIX B LieHTpe BOJIOHTEPOB Ha MEPONPUATUS

OTzen —  CNyXebHble 3anncky; — CnyXebHble 3anuncku;

OpraHu3aLmoHHO- —  PeKBWU3UT ANA NpoBeAeHNs — 3asBKM Ha NpeAoCTaBaeHme

MaccoBOM paboThl

MeponpusTuii B LieHTpe

PeKBU3NTA ANA NPOBEAEHNS
MeponpusTuii B LieHTpe

LleHTp MHK/IHO3BHOIO

- obopyzoBaHue Ang obecneyveHus

- VHpopMaLMs 0 CTabunbHOM

06pazoBaHus AOCTyNa Ko BCeM pecypcam LieHTpa ans paboTe/HencnpaBHOCTL
any c OB3 060pyA0BaHNs ANt obecrneveHus

AOCTyNa Ko BCceM pecypcam LieHTpa
AN1S AL C OrpaHNYeHHbIMU
BO3MOXHOCTAMM 340POBbS

YnpaBneHue —  CNyXe6Hble 3anuncku; 3asBku — cnyxebHble 3aMnMCcKu; 3asiBKM

MMyLLIeCTBa U

mMaTepuanbHo-

TeXHUYECKoro

obecneyeHus
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Friomteny KOMMyHMKaLuii cTp. 913 10
NncT perncrpaumm nsmeHeHU
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Coaep>xaHue AaTta JaTa A
Ne . Homep pa6boTHMKa, BCTynJieHnA
N3MEHEHUNI N nx noanucaHva BHeceHus o
n3m. npukasa BHeclUuero . | N3MeHeHnn

KOOpAMUHATDI npukKasa N3MeHeHnN
N3MeHeHns B cuny
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