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1. O6Lwwme nono>keHus

1.1.0TAeNn KOMMNEKTOBaHUA U Hay4HoW 06paboTkm [OKYMeHTOB (ganee - OTgen) ABnseTtcd
CTPYKTYpPHbIM nojgpa3geneHnem bY BO «CypryTckuii rocyfapCTBEHHbIA YHUBEpPCUTET» (Aanee -
CyplY, YHuBepcuTeT).

1.2. llonHoe HanMeHOoBaHVe oTAena — OTAeN KOMMIeKTOBaHWSA 1 Hay4YHO 06paboTKn JOKYMEHTOB,
coKpalleHHoe Ha3BaHue - OKuHOA.

1.3. OTAaen peopraHusyetTca N NUKBUANPYETCA B YCTAHOB/IEHHOM 3aKOHOAATE/bLCTBOM MOpsAAKe
NpMKa3oM pekTopa.

1.4. PykoBoacTtBo OTzAenoM ocyLlecTBiseTca 3asegyroimm OThenioM, KOTOPbIV HenocpeaCcTBEHHO
NOAYMHAETCA pyKoBOAUTENtO bubnnoteyHo-nHGopMaLMOHHOro LeHTpa (ganee - BIL, LleHTp).

1.5. 3aBegyrowin OTAENOM Ha3HayaeTCcsa Ha [O/MKHOCTb UM 0CBODOOXJaeTca OT AO/MKHOCTU B
YCTaHOB/IEHHOM 3aKOHOZATe/IbCTBOM MOPSALKe, Ha OCHOBAHUW MpurKasa pekTopa. HasHaueHnto Ha
LOMKHOCTb NpejLlecTsyeT cobecesoBaHue.

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
aenex;

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

— ykasamu [pe3ugeHta Poccuinckonn ®Pegepaunmn, noctaHoBAeHUAMU  [lpaBUTeNbCTBA
Poccuiickon Pegepaunm B 061acT 06pa3oBaHums, 61MbanoTe4Horo gena;

—  [eNCTBYHOLWMM 3aKoHOAAaTenbCTBOM Poccuiickon degepaumn, B TOM 4yucie B 06nactu
06pa3oBaHus, BUBANOTEYHOrO Aena, ynpaBaeHUs KauecTBOM 1 cepTudurkaymm;

— HOPMAaTMBHbLIMU W MPaBOBbIMK akTamu ¢efepanbHbIX OPraHOB WCMOAHUTENbHOW BAACTU U
OpraHoB BANacTM XaHTbl-MaHCUICKOro aBTOHOMHOro okpyra - Hrpbl B cdepe Bbicwlero
0bpa3oBaHVA 1N BUGANOTEYHOro Aena;

— TOCT P 7.0.104-2019 «brnbanote4YHo-MHGOPMaLMOHHbIE YCAYr HAay4YHOW bubamnotekn. Bugpl,
bopMbl 1 pexxMMbl NpeAoCTaBAeHUNA;

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

— TOCT P 7.0.94-2015 «CuncTtema cTaHAapTOB No nHbopmMaummn, bnbanoTeuHoMy 1 n3fatTenbcKomy
feny. KomnnektoBaHue 61MbANoTEKN AOKYMEHTaMW. TepMUHbI 1 oripeseneHus»;

— TOCTP7.0.83-2013 CUBWNA. «3nekTpoHHble wn3gaHnda. OCHOBHble BUAblI ¥ BbIXOAHblE
cBefeHnsa»,

- TOCTP7.0.20-2014 CUMBWNA. «bubnuoteuHas cTaTuCTMKa: Nokasatenn W eaAnHUUbI
ncyumcneHnsa»,

— TOCT P 7.0.100-2018 «bubnnorpagpuryeckasn 3anuce. bubnnorpapuyeckoe onncaHme,

— TOCT 7.080-2023 «bubnmnorpadpunyeckas 3anmcb. 3aronoBok. Obume TpeboBaHUA 1 NpaBuia
COCTaB/ieHNA»,

— TOCT 7.82-2001 «bubnmnorpadpunyeckan 3anucb. brnbnnorpadumyeckoe onmcaHme 31eKTPOHHbIX
pecypcoB. ObLume TpeboBaHVSA 1 MPaBMIa COCTaBNEHNSI»;

—  TOCT P 7.0.83-2012 «2neKTpoHHble n3gaHnsa. OCHOBHbIE BUAbI 1 BbIXOAHbIE CBeAeHVIA»;

— TOCT 7.59-2003 «MHaekcrmpoBaHue fokyMeHToB. ObLine TpeboBaHWSA K CUCTeMaTU3auum u
npeaMeTn3aunmn»,
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— TOCT P 7.0.12-2011 «bubnuorpadunueckasn 3anmce. CokpalleHmne CNoB 1 C/I0BOCOYETaHUM Ha
PYCCKOM fA3bIKe»,

- TOCT P 57723-2017 «NHPOpMaLMOHHO-KOMMYHUKALMOHHbIE TEeXHONOrMK B 06pa3oBaHUN.
CncTeMbl 3NeKTPOHHO-6mnbnoTeyHble. ObLLe NONOXeHNS»;

— TOCT P 7.0.96-2016 «2neKkTpoHHble 6ubnmnotekn. OcHOBHble BUAbl. CTpyKTypa. TexHonorus
bopmmpoBaHUA»;

- TOCT P 7.0.5-2008 «bubnuorpaduueckas ccoinka. Obuwpme TpeboBaHWA U MpaBuaa
COCTaBEHUA;

- Poccuincknmin npasunamu katanormsaumm;

—  Poccuincknmn popmatamm RUSMARC;

—  HOPMAaTWBHO-TEXHUYECKOW JOKYMEHTaLMel No oxpaHe TpyAa U NoXapHOM 6e30nacHoOCTY;

—  YcraBom BY BO «CypryTckunin rocylapCTBeHHbIV YHUBEPCUTET»;

—  KonnektmsBHbIM gorosopom Cyply;

— [MonuTtrkor B 061acTu KavecTsa;

— [lpaBunamu BHyTpeHHero TpyA0BOro pacnopsaaka;

- Mwuccnein, MonnTmkom n uenamMm YHnBepcmTeTa B 061aCTh KauecTBa;

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

— [lporpaMmmoin pa3sBuUTus YHMBePCUTETS;

- [AN-5.4.4 «YnpasneHne WHPOPMALMOHHBLIMU pecypcamn BbnbamnoteyHo-nHPopmMauMoHHOro
LeHTpa»;

- (C10-4.21 «TeMaTnKO-TUMNOoNOrNYeCcKni nnaH KOMMNaeKToBaHMA BrnbnnorteyHo-
NHGOPMALIMOHHOTO LEeHTPa;

— (CT0-4.2.2 «[paBwnna nosib30BaHUA bnbanoTeuHo-nHGOPMaLNOHHBIM LLIEHTPOMY;

— (CT0-4.2.10 «lonoxeHne 0O  AOMNOAHWUTENbHbLIX (MAaTHbIX)  ycayrax  bubnnoTteyHo-
NHGOPMALIMOHHOTO LEeHTpa;

— (CT0-4.2.12 «[TonoxeHwne o cncreme poHA0B BnbanoTevHo-nMHGoOpPMaLOHHOIO LieHTpa;

— (CT0-4.2.13 «[MonoxeHwve 06 INeKTPOHHOM 61bnnoTeke,

- NCMN-3.25 «bnbanoteyHo-nHGOPMALMOHHBIN LIeHTP»;

—  MpuKasamu, pacnopsxXeHNAMN N YKazaHNAMU PEKTOpPa;

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

— HacTtoAwwmm lNMNonoxeHniem.

1.7. Pabota OTgena opraHu3yeTcs B COOTBETCTBUM C TPYAOBLIM 3aKOHOZAATE/IbCTBOM POCCUIACKOM
Pepepauynm 1 HacToALWMM MNonoxeHreM ¢ y4ETOM NaaHa paboTsl bULL.

1.8. B nepmog oTcyTCTBMA (KOMaHAMPOBKA, OTNyCK, 60ne3Hb) 3aBeaytoLtero OTaenom ero GyHKLnm
NCNONHAET PaboTHUK, Ha3Ha4YaeMblil B YCTaHOB/IEHHOM 3aKOHOM nopszke. JInuo, 3amellaroLlee
3asegytouiero OTAenom, npuobpeTaeT COOTBETCTBYHOLME MpaBa W HECET OTBETCTBEHHOCTb 3a
Haznexallee NCnosIHeHVe JO/MKHOCTHBLIX 0653aHHOCTEN.

2. Uenn v 3agaun

2.1. Uenb geatenbHoctn OTgena - obecrieyeHne CUCTEMATMYECKOro M HayyHO OBOCHOBAaHHOMO
KomnnekToBaHua ¢oHAa BVLL pasnnyHbIMM BMAamMK NeyaTHbIX W 3NEKTPOHHbIX AOKYMEHTOB B
COOTBETCTBUM C 06pa3oBaTeNbHO-NPOPECcCMOHaANbHBIMY MPOrpaMMamMu, y4ebHbIMU MaaHaMu U
TEMaTUKOWM Hay4HO-UcCcnefoBaTeNbCKMX PaboT YHMBepCcUTeTa, X OMepaTUBHaa U KaueCTBeHHas
obpaboTka.
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2.2. ins poctmxeHWs noctaBneHHom uenn OTaen peLllaeT cneyroLlme 3a4a4n:

- dpopmmpoBaHume, yyeT 1 obpabotka ¢oHaa bULL;

—  OpraHuv3aums 1 coxpaHeHue 6MbANoTe4YHOro GoHAa;

— KaTanormsaumsa 4O0KYMeHTOB, BeJleHMe CNpaBOYHO-MOoVCKOBOro anmnaparta b/L.

3. DYHKLUM 1 NOTHOMOUUA

3.1. OTgen yyactByeT B peanusauumm npoueccos CMK YHuBepcuTeTa:

— 1.2.NnaHnpoBaHVe AeaTeNbHOCTY;

- 1.4. IHbopMmpoBaHue O AeATeNbHOCTHY;

- 1.7.¥YnpasneHuve gokyMeHTaLuel;

— 2.7. BHey4yebHas paborTa;

—  2.4.YuebHo-MeTOoAMYecKoe obecneveHme Ol BO;

—  3.4. OpraHmsauyusa Hay4YHbIX MepPONPUATUIA;

—  3.6. OpraHusaums NpoeKkTHOW AeATeIbHOCTHY;

- 4.2. IHbOpMaLMOHHO-6MBANOTEYHOE 06CNYXNBAHME;

— 4.3.3paTenbckan AeAaTesibHOCTb;

— 4.7. lnyeH3npoBaHue u akkpeauTtauwma Ol BO;

- 4.10. YnpaBneHue KOpnopaTnBHOM KyNbTypoU;

— 5.13. ¥YnpasneHue J0KyMeHTOOH60pPOTOM.

3.2. Mpw BbINONHEHNW NOCTaBAeHHbIX 3aga4 OTAeN BbINONHAET cnegytoLime GyHKLUNN:

1) B paMKax BbIMOJIHEHUS 3aja4n PopmuposaHue, ydiem u obpabomka ¢oHOa bUL:

—  MOHUTOPUHI 1 3KCNepTM3a pPbiHKa MedaTHbIX W 3/IEKTPOHHbLIX  U3JaHWNA, CeTeBbIX
JINUEH3NOHHBIX PecypcoB C UeNbld  MOAENVPOBaHUA, MNPOoPUANPOBAHNA W MIaHUPOBAHUS
komMmnnekToBaHusa ¢oHaos bUL;

— paspaboTka ” cuCTeMaTU4Yeckas KOPPEeKTUPOBKA TeMaTUKO-TUMOMOrMYeckoro rnjaaHa
komMmnnekToBaHusa ¢oHaos bUL;

— yCTaHoOBfeHMe  npodeccMoHaNbHbIX  KOHTAKTOB €  W3AalOWMMKW  OpraHmsauusamuy,
NoCTaBLUMKaMU NeYaTHOM U 3NeKTPOHHOW MPOoAYKLMKM, arperatopaMm 31eKTPOHHbIX Pecypcos, C
AapuTenamMu No BONpocaM KoMrnaektoBaHus ¢oHga LieHTpa;

— paboTbl MO TekyLleMy KOMMAeKTOBaHMIO 6ubanoTeyHoro poHAa: BbiBeHMe, OLeHKa, oToop,
3aKa3s, BbIbop crnocoba KOMMAEKTOBAHUA 1 3aKyMKW, NpuemM oKyMeHTOB B GOH[;

— paboTbl MO PeTPOCNEKTUBHOMY KOMMJIEKTOBAHUIO 61Mb6AnoTeUYHOro $poHAa, BOCMONHEHVE TaKyH
TeKyLLero KOMnaeKkToBaHus;

— MOAroToBKa JOKyMeHTauun ANs NpoBeeHNs 3aKyrnok, MPoeKToB AOKYMEHTOB /19 3aK10YeHNs
A,0rOBOPOB/KOHTPAKTOB C Lie/1b0 KOMIMIEeKTOBaHUA 61U6AMOTEeYHOro GoHAa;

— odopmneHve B BMLL noanmnckn Ha nevaTtHble nepuoamnyeckme 1N NPoAoIKaKoLMecs U3gaHns,
Ha OTAe/IbHble KOMIeKLN 3NeKTPOHHbIX Pecypcos;

— opraHuzauma B BUWLL mexbmnbnmoteyHoro KHUroobmMeHa B UeNAX AOMOAHUTENIbHOIO
KomnaekToBaHua ¢oHAa LieHTpa;

— pacyeT  KOAMYeCTBA  JAOKYMEHTOB, HeOobXOoAWMbIX  ANA  AOCTUXKEHUS  HOPMaTMBOB
KHUroobecrneyeHHOCTM yuebHOro npoLiecca;

— OopraHusauma MHGOPMUPOBAHNSA Hay4YHO-Mefarormyecknx paboTHUKOB 1 bubnmnotekapen o
KHUron3aaTtenbCKom NpoayKummy, noctynatowlen B ¢oHa bUL;

— BefleHne gnddepeHUMpPOBaHHOIO (MHAMBUAYaNbHOIO) U WHTErPUPOBAHHOIO (CyMMapHOro
y4yeta) doHza BALL;
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— TexHuyeckass obpaboTka M pagmoyacToTHas naeHTUdrKauma AOKYMEHTOB, MOCTYNMBLUNX B
doHa BAL;

- bubnnorpadpuyeckas 06paboTka LOKYMEHTOB, MOCTYNMBLLNX B $oHA LieHTpa;

— pacnpegeneHve v rnepegava nocTynuBLLUNX JOKYMEHTOB B QYHKLMOHaNbHbIE NOAPAa3AeneHns
bULL;

—  y4eT coCTaBa W UTOrOB ABMXeHUA 6nbnnoTeyHoro $poHAa, B TOM Uncie Aa8 NpeaocTaBieHus
opraHam rocyzlapcTBeHHOM CTaTUCTUKN;

— ¢dopmMuMpoBaHMe 6roNineTeHss HOBbIX MOCTYM/AEHUA C pasMelleHnem Ha cante LleHTpa
(http://www.lib.surgu.ru);

2) B pamKax BbINOAHeHWs 3aja4m Op2aHU3ayus u coxpaHeHue 6ub61uomeyHo20 poHOa:

— obecneyeHne noxapHowm W 6uonornyeckor 6e30NacHOCTK, OCyLecTBAeHne KOHTPONS
COXPaHHOCTW AOKYMEHTOB Ha 3Tane noctynaeHns B ¢oHa BALL;

—  oCyLlecTBAeHWe NpoBepku noctynneHuii B ¢oHga bUILL Ha oTcyTcTBME (Hanuyme) AJOKYMEHTOB,
N3JaHHbIX OpraHmMsaunsamy, BXoAsawmmm B degepasibHblii CINCOK IKCTPEMUCTCKUX MaTepranos U
(unn) TepeyeHb WHOCTPAHHbBIX W  MEXAYHAapPOAHbIX HeNpaBUTENbCTBEHHbIX OpraHu3auuii,
AeATeNIbHOCTb KOTOPbIX MPU3HaHa HeXenate/bHOW Ha Tepputopun Poccuiickon ®Pegepaumu, U
nponaraHAnpPyLWNX HETPAAVLIMOHHbIE CeKCyaNlbHble OTHOLUEHUS U (UMW) NPesnoyYTeHUs, CMeHy
nosia, a Takxke aBTOPbl KOTOPbIX MOMaZatoT B MepedeHb NL, HaXOASALMXCA MO WHOCTPAHHbIM
BAVSHVEM;

3) B pamkax BbINOAHeHUs 3ajavn Kamanozu3ayus 0OKyMeHmMos, gedeHue ChpasoYHO-NOUCKO8O20
annapama bUL:

— cocTaBneHve 6mbaAMorpadmnyeckoro OMMUCaHUSA MNeyvaTHbIX JAOKYMEHTOB W  31eKTPOHHbIX
pecypcos;

—  VWCMONb30BaHWEe  HaUMOHaNbHbIX  aBTOPUTETHbLIX  GalriNoB/HOPMATUBHbLIX  3anucein B
MallHo4YMTaeMol ¢opme npu cocTaBnaeHUn 6ubanorpadmnyeckoro OnNUCaHUs MNeYaTHbIX W
3N1eKTPOHHbIX JOKYMEHTOB;

—  VHAEKCMPOBaHMe neyaTHbIX 1 3N1eKTPOHHbIX JoKyMeHToB BULL;

— onpegeneHve noner popmaTa KaTanormsaynm JokyMeHTOB B 31eKTPOHHOM KaTtanore bUL;

— co3jaHve 6mbnuorpadmyeckmx 3anmncein B COOTBETCTBUM C GOPMATOM aBTOMATU3MPOBAHHOM
61M6NMOTEUYHO-MHPOPMALIMOHHOM crucTeMbl BUL;

—  pefakTupoBaHue 6ubanorpadmnyecknx 3anuncenl, KOPPEKTUPOBKA 3anucer, MoayYeHHbIX
MeTOZAOM 3aMMCTBOBaHUS;

—  BejeHue 1 pefakTnpoBaHume pabounx Tabanl knaccudumkaymm.

3.3. PacnpegeneHve ob6szaHHOCTel Mexzay paboTHukamym OThena OCyLlecTBASETCS Ha OCHOBe
AOMKHOCTHBIX MHCTPYKLUWIA C Y4ETOM BHYTPEHHEN cneumnanm3aumm paboTHKOB NO HaNpaBieHVAM
aeatenbHoctn OTaena.

3.4.3aBegyrowinii n paboTHUkK OTgena no pacnpeseneHuto 0b6A3aHHOCTe B AOMKHOCTHbIX
NHCTPYKLMSAX 419 BbINONHEHVSA CBOUX 06A3aHHOCTEN NMerT NpaBso:

— npuBnekaTb Npu HeobxoAMMOCTW (MO COrfacoBaHWIO PYKOBOACTBOM) K peLUeHnto 3ajad B
npegenax komneteHumn OTaena paboTHMKOB oTaenos bUL;

— 3anpawwuBaTb M Nojay4vaTb OT CTPYKTYPHbIX nogpasgeneHvii UL, B ycTaHOBNEHHOM nopsifke
HeobxoanMyto Ansa pabotbl OTaena MHPopmaLmio, MaTepumanbl, LOKYMEHTALNIO;

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

— OpraHv3oBbIBaTb W MNPOBOAUTL  MEpOMNpUATUSA,  HarnpabBNeHHble Ha  peanv3aunto
NHGOPMALMOHHO-KOHCYNbTAaLMOHHbIX U 06yyarowmx GyHkumin OTaena;
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—  MoBblIWAaTb KBaNMMKaLMIO B COOTBETCTBUN C TPYAOBLIM KOZeKCOM Poccuniickoli desepaumy;

— BeCcTM B YCTAHOBNEHHOM TMoOpsiike Mepenucky ¢ 6ubanotTekamu, YyupexaeHusaMmn u
OpraHM3aLMsaMm No Bonpocam, CBA3aHHbLIM C AesiTeNbHOCTb OTAena;

— NpeACTaBnATb K MOOLUPEHNIO  OTIUYMBLUMXCA  PabOTHMKOB; BHOCUTb
NPeANOXEHNs O AUCUMMNANHAPHBIX B3bICKAHUSIX B CAy4Yasx HapyLleHus
NPON3BOACTBEHHOW ANCLIMMNHBI.

PYKOBOACTBY
TPYAOBOW U

4. OTBETCTBEHHOCTb

4.1. OTBETCTBEHHOCTb PaboTHUKOB OTAeNa YCTaHABNMBAETCSH UX AOSIKHOCTHBIMU UHCTPYKLMSIMU,
MpaBunammn BHYTPEHHEro TPYAOBOro Pacrnopsjka, AOKYMEHTMPOBAHHbLIMW NpoLeaypamMn CUCTEMbI
MeHe[kMeHTa kadectBa CyplY, AeNCTBYHOLIMM aAMUHUCTPATUBHBLIM, YrOMOBHbLIM, [PaXAAHCKNM

3adKOHOA4aTe/NbCTBOM.

4.2. Ha 3aBegytoLero OtAenom Bo3/1araetca rnepcoHanbHaa OTBETCTBEHHOCTh:!

—  3a opraHmsauuio geatenbHoOCcTM OTAena no BbIMOJHEHWIO BO3/I0XEHHbIX HA Hero 3ajay;

— opraHu3saumto B OTzene onepatMBHOM N Ka4eCTBEHHOW MOAroTOBKM UCMONHEHNSA JOKYMEHTOB,
BeZleHne eIoNPOM3BOACTBA B COOTBETCTBUM C AENCTBYOLWMMY MPaBUAaMN N MHCTPYKLINAMU;

— cobntogeHne pabotHnkamn OTaena TpyA0BOM ANCUNNAVHBI, [paBun BHYTPeHHEro TpyA0BOro

pacnopsiaka;

—  noabop 1 paccTaHOBKY paboTHMKOB OTAena;
— obecneyeHme COXPaHHOCTM NMYLLLECTBA, HAaXOASALLErOCS B NMOJIb30BaHUM PaboTHUKOB OTzena.

5. B3anmMooTHoOLLEeHMS U CBA3U C NoAapa3aeeHUuaMn

5.1. Ana [OCTMXKEHWA MOCTaBNeHHOW UuUenn U peweHns 3agady OTgen B3aMOZENCTBYeT C
PYKOBOACTBOM, OOLLECTBEHHbIMY OpraHamMu ynpaBiaeHusi, MHCTUTYTamMu, kadeapamn 1 Apyrumu
CTPYKTYPHbIMV NOApa3aefieHnaM YHnBepcuTeTa:

AOJ/HKHOCTHOE NnL,

HanMeHoBaHue MonyyeHwue MpeaocTaBneHue
noapasgeneHus
MNpopekTop No Hayke n — TMpeanoXxeHns Mo nnaHy paboTbl | — CyXebHble 3anncku;
TEXHO0MNAM bIL; — nNaHbl, OTYETHI
— pacnopskeHus;
— nnaH-rpaduk 3akynku paboT, ycnyr
Ha roj
MpopekTopsl — pacrnopsXXeHWst MO HanpaBfeHUsAM | — C/IyXXebHble 3anncKu;

AeATENBbHOCTN

— MJ1aHbl, OTYETHbI

Pykosogutens BAL,

- VHpopMauusa, MaTepuansl,
cnyxebHas JOKyMeHTauus,
HeobxoaMMas Ans AeaTenbHOCTY
OTaena;

— MpeanoXeHns no nnaHy paboTsl
OTaena;

— YTBepXAeHHas MHCTPYKTUBHO-
MeTogmyeckast U TeXHOormyeckas
JOKyMeHTaums

— nAnaHbl U oT4eThl OTAena;

— pernameHTMpyoLLas,
TeXHONOrmyeckas, UHCTPYKTVBHO-
MeToamYeckas AOoKyMeHTauns
OTaena;

— MpeAaioXeHNs Mo yayyLleHno
geatenbHocty OThena;

- rpaduvk paboTbl paboOTHNKOB;

— rpaduvkm ovepeaHbIX OTMYCKOB
paboTHMKOB

OTtaen no pa6orte ¢
nepcoHanom

- wunHbopmaumsa 06
PabOTHUKOB;
— cnuckn pabotHmkos Cyply;

atTecTaumm

— aTTecTauMOoHHas
Ha pabOTHWKOB;
—  C1yXebHble 3anuncky;

[OKyMeHTaLums
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Sl SpCTESLE cTp. 71310
- ¢opmbl AOKYMEHTOB Ana | — rpadukm  oyepesHbIX  OTMYCKOB
3anoNHeHns pabOoTHUKOB;

— Tabenb y4éTa  MCMNO/NBL30BaHUA

paboyero BpeMeHM

OTgen meHeAXMeHTa
KauecTBa 06pa3oBaHNs

— CnyXebHble 3anuncku;

— KOMWM BCEX OKYMEHTOB,
CBSA3aHHbIX C feaTeNbHOCTb0 OTAena;
— nnaHbl/rpaduKkn BHYTPEHHNX

— nnaH paboTbl Ha rog;

— MpPOEKTbl JOKYMEHTOB CUCTEMbI
MeHeXMeHTa KayecTBa;

— 0T4yeTbl 0 paboTe

ayAnToB
ALMVHUCTPATUBHbIN - Konumn HOPMAaTMBHbIX |- WHPopMaumMs B COOTBETCTBUM C
otaen OpraHun3aLoHHO- 3anpocamu;

pacnopaanTenbHbIX AOKYMEHTOB B
COOTBETCTBUIN CO CMMNCKOM pPacCbikn,

— 3anpocbl O  MpejocTaBAeHUN
nHdopMaLmu no nopyyeHnsm
PYKOBOACTBA;

— NOoYTOBadA KoppecnoHAeHUNA

— no4yToBas KOPPeCnoHAeHUMs ANS
OTNpaBKM

YuebHo-MeToaMNUECKOE
yrnpaeneHue

—  CnyxebHble 3anncky;

- peweHus y4ebHO-MeTOANYECKOro
COoBeTa;

— cTatucTuyeckune
obyuyaroLmmcs;

— y4ebHble NaaHbl ANCLUMNANH

JlaHHble no

OTBETbl Ha 3anpochbl

HayuHbln oTaen

— CIyXebHble 3anuncky;

— aKTbl O nepejayve 31eKTPOHHbIX
HayuHbIX  cbopHukoB  CyplyY B
61MONNOTEYUHbIN GOHA

Cﬂy)KE6HbIe 3anncku,;
OTBETbI Ha 3anpocChl

YnpasneHve
06LLeCcTBeHHbIX CBA3e
1 HPOPMaALNOHHO-

— MNaH 134aTeNbCkol AeAaTeNbHOCTH
Cyply;
— u3gartenbckasg npogykuma Cyply

— [OroBopbl, cornaweHus Ha
6e3B803Me3HO0N OCHOBE

M34aTenbCkomn (yyebHas M HayyHasi) B Ne4YaTHOM WU
feAaTe/ibHOCTU 3/1€KTPOHHOM BUAe AJIA BKIOYEHVS B
boHg BUL,
OTaen noAroToBku — CyXebHble 3anuncky; — OTBeTbl Ha 3anpochl
Hay4yHO-Mejarornyecknx | — craTuctmyeckme JaHHble no
Kagpos obyyaroLmcs;

- yL‘IE6HbIe naaHbl ANCUNNINH

OThen yyeTa pacyeTos

— HaknagHble 1 akTbl 06 OKasaHUK
ycnyr;

- nHdopmauns 06
nnaTexHbIX NOpyyeHunl;
—  aKTbl CBEPOK

onnarte

— C4yeTa Ha onnary;

— HakjlagHble/aKTbl o]
npesocTaB/ieHUN Joctyna 7
OoKa3aHun ycayr

OTaen foxonoB 1
MaTepuanbHbIX
LIeHHOCTeW

— nHbopmaums 06 MHBeHTapmM3aLmn
616nnoTeyHOro GoHAa;
— BeAOMOCTU no
cpencTBaMm ans
OTBETCTBEHHOro nua;
— [JOBEpeHHOCTb  Ha
TOBapPOB (KHU)

OCHOBHbIM
MaTepuanbHO

nonyyeHune

- otyer no NHBEHTapm3aumnm
616nnoTeyYHOro GoHAa;

— OTYeT MO OCHOBHbIM CpeACTBaM
ANA MaTepuanbHO OTBETCTBEHHOrO

ug;
— aKT MOCTaHOBKM Ha MojoTyer
TOBapoOB mMaTepuanbHo

OTBETCTBEHHOMY NNLY




Cypl'yY
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OTaen 3akynok

— 3aperucTpupoBaHHble
JOroBOPbLI/KOHTPAaKThI;
—  VHpOpMaLMA O 3aKyrnKax

— $OopMbl AOroBOpPOB, KOHTPAKTOB OT
KOHTpareHToB

OTtpen
NINLEH3NPOBaHNS,
aKkkpeaunTaumm n
MeTOANYECKOro
COMPOBOXAEHNSA

— 3anpocbl O  MpejoCcTaBAeHUN
nHpopmayunm no cocTaBy
61banoTeyHoro dpoHaa

- VHObOpMaUMs B COOTBETCTBUM C
3anpocamu

OTaen no obecneyeHuto
6e30MacHoOCTIU

—  CnyXebHble 3anucKu;
— 3anpocbl O  MpefoCTaBNeHUN
nHpopmaymnm

- unHdopmMaumMs B COOTBETCTBUN C
3anpocamu;

— aKkTbl 0 npoBepke ¢oHA0B BULL Ha
npeameT oTCyTCTBUA (HaNNUNSL) B
doHpax BNLL sokyMeHTOB, U3JaHHbIX
opraHu3aumsamu, BXoAALWMY B
depepanbHbIA CAKCOK
3KCTPEMUCTCKNX MaTepranos 1 (Mnn)
[MepeyeHb MHOCTPAHHBLIX U
MeXAYHapOoAHbIX
HenpaBUTeNbCTBEHHbIX
OpraHuv3aumnii, 4eaTeNbHOCTb
KOTOPbIX MPU3HaHa HexenaTeNbHoM
Ha TeppuTOopUKN Poccrinckomn
Pegepaunu, U NponaraH4MpPYOLLNX
HeTPaANLIMOHHbIE CeKCyallbHble
OTHOLUEHUA U (MNK) NpeanoYTeHns,
CMeHy no/a, a Takxke aBTopbl
KOTOpPbIX MOMajatoT B NepeyeHb N,
Haxo4ALWMXCA NO4 MHOCTPAHHbLIM
BANSHNEM

®rHaHCOBO-
3KOHOMMYecKoe
ynpasreHue

—  CnyxebHble 3annckmn

—  CnyxebHble 3anncky;

- naket AOKYMEHTOB Ans
3aK/104HeHNS A0roBOpPOB C
noTeHUManbHbIMW MNOCTaBLUMKAMM

MNpaBoBoW oTAen

—  CnyxebHble 3annckmn

—  CnyxebHble 3anncky;
— TMNOBble JOrOBOPbI, COrnaLleHus,
KOHTPaKTbl

YnpasneHve
nHpopmaTmsaumm

—  cnyXebHble 3anuncKu;
— nnaH uHpopmaTmsaumn

- cnyxebHble 3anncky;

— MpeanoXeHus ANs BKIHOUEHUs B
nnaH MHbopmMaTMsaumMmM Ha TekyLuuiA
nepuog
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Ne . Homep pa6boTHMKa, BCTynJieHnA
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KOOpPAVHAaTbI npvikasa N3MeHEeHNN
N3MeHeHUs B cuny




CMK Cyply MCM-3.36-24

ypry Pegakums Ne 1
_ | OTAeNn KOMMNIEKTOBAHNA M HayUYHOW 06pa6oTKN AOKYMEHTOB
o oo cTp. 1013 10

JINCT 03HaKoOMJ1IeHuS

Ne n/n AOMKHOCTb $.1N.0. AaTta Noanuceb




