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Cyp ry OTAen o6cny)KUBaHUA U XpaHeHUs ¢oHAOB BubnvoTeUvHo-
CypryTcKWiA rocyaapCTBeHHbIA MH¢opMau‘MoHHoro ueHTpa CTp. 2 V|3 10

yHuBepcuTeT

1. O6Lwwme nono>keHus

1.1.0Taen obcayxmBaHUA W XpaHeHUs ¢GoHAoB (sanee - OTAen) sBASETCA CTPYKTYPHbIM
nogpasgeneHvem bBY BO «CypryTckuii rocyfapCTBeHHbIV yHUBepcuTeT» (sanee - Cyply,
YHuBepcnTerT).

1.2. MNonHoe HanMeHoBaHVe oTAeNia - OTAeN Ob6CNYXMBAHUA U XpaHeHUA GOHAOB, COKpPaLLEHHOoe
Ha3BaHVe - OOuX®.

1.3. OTpen peopraHmsyeTcs U NUKBUANPYETCA B YCTAHOBNEHHOM 3aKOHOZATe/IbCTBOM Mopsajake
NPYKa3oM 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
YyCTaHOBJIEHHOM 3aKOHO/ATe/IbCTBOM MOPSAAKE, Ha OCHOBAHWW NpuKasa pekTopa. HasHayeHUo 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 Poccuiickon Pepepaumm ot 29.12.1994 Ne 78-93 «O 6M6ANOTEUHOM
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;

- TOCTP7.083-2013 CUBUA «3nekTpoHHble wu3jaHnA. OCHOBHble BWAbl W  BbIXOAHblE
cBeAeHUsA»;

- TOCTP7.0.20-2014 CUBNA «bubnuoTeuHas CTaTUCTWKA: NoKasatenu U eanHKULbI
ncyumcneHnsa»,

— TOCT P 7.0.100-2018 «bubnnorpadpuryeckasn 3anuce. bubnnorpapuryeckoe onncaHme,

— TOCT 7.080-2023 «bubnmnorpadpunyeckas 3anmcb. 3aronoBok. Obume TpeboBaHUA 1 NMpaBuia
COCTaBNEHUA»;

— TOCT 7.82-2001 «bmbnmnorpadunyeckas 3anmcb. brubnnorpadumyeckoe onmcaHne 31eKTPOHHbIX
pecypcoB. ObLume TpeboBaHVSA 1 MPaBM/Ia COCTaBNEHNSI»;

— TOCT P 7.0.12-2011 «bubnuorpadunueckasn 3anmce. CokpalleHmne C1oB 1 C/IOBOCOYETaHWUM Ha
PYCCKOM Ai3bIKe;

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

—  HOPMAaTWBHO-TEXHNYECKOW JOKYMEHTaLMer No oXxpaHe Tpy4a U MoXapHOM 6e30nacHoOCTY;

— YcraBom bY BO «CypryTckuii rocylapCTBeHHbIV YHUBEPCUTET»;




CMK Cyply MCMn-3.37-24

Cyp ry OTaen o6cny>XKmBaHus U xpaHeHus ¢poHAaoB BubnmoTteuHo- Peaakuns Ne

yHuBepcuTeT

CypryTCKuit rocynapCTBeHHbIM MH¢opMauMoHHoro ueHTpa ch. 3 n3 10

—  KonnektmsBHbIM gorosopom Cyply;

— [MonuTtrkor B 061acTu KavecTsa;

— [lpaBunamu BHyTpeHHero TpyA0BOro pacnopsaaka;

—  Mwccnein, MonnTmkom n uenamMm YHnBepcmteTa B 061aCTh KauecTBa;

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

— [lporpammoin pa3sBuUTus YHMBePCUTETS;

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

- (C10-4.21 «TemMaTnKO-TUNONOTrNYeCcKUiA nnaH KOMMNaeKToBaHMA BrnbnnorteyHo-
NHGOPMALIMOHHOTO LeHTPa»;

— (CT0-4.2.2 «[paBwnna noib30BaHUA bnbanoTeuyHo-nHGOPMaLNOHHBIM LLIEHTPOMY;

— (CT0-4.2.10 «lonoxeHne 0O  AOMNOAHWUTENbHbLIX  (MAaTHbIX)  ycayrax — bubnanoTteyHo-
NHGOPMALIMOHHOTO LEeHTPa;

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

—  (CT0-4.2.13 «[MonoxeHwne 06 INeKTPOHHOM 6ubnnoTeke,

- NCMN-3.25 «bnbanoteyHo-nHGOPMALMOHHBIN LIeHTP»;

—  MpuKasamu, pacnopsxXeHNAMN N YKazaHNAMU PEKTOopPa;

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

— HacTtoAwwmm lNMNonoxeHniem.

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

1.8. B nepmog oTcyTCTBMA (KOMaHAMPOBKA, OTNYCK, 60ne3Hb) 3aBeaytoLlero OTaenom ero GyHKLMm
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 pedatenbHoctn OTgena - obecrneyeHne 6umbANOTEYHBIM, WHPOPMALMOHHBIM U
cnpaBoYHoO-6ubAMorpapmnyecknm  obcnyxmBaHveMm  nonb3osatenein  bUL,  opraHmsaums,
obecrneyeHne COXPaHHOCTM N UCMOb30BaHUSA 6nbanoTeyHoro GoHAa.

2.2. ina poctmxeHns noctaBneHHon Lenn OTaen peLuaeT cnefyroLme 3ajavdn:

—  CTauMOHapHOe, BHeCTaLUMoHapHoe N ANCTaHLMOHHOe obcnyxumnsaHme nonb3osatenen bULL;

—  opraHusauus n npoBeseHVe 61NB6NNOTEUHBIX Ky/IbTYPHO-NPOCBETUTENBCKMX,
0bpa3zoBaTesibHbIX N COBLITUMHBIX MEPONPUATUIA;

—  OpraHu3auus, obecneveHme COXPaHHOCTU 1 6e3onacHOCTN BnbanoTevHoro poHAa;

-  VHPOpMaLMOHHOE o0b6CnyXMBaHMe B  CTAUMOHAPHOM W AUCTAHLMOHHOM  peXxumax
rnonb3oBatenew UL,

3. PYHKLUM M NO/THOMOUUA

3.1. Otgen yyactsyert B peanusauumm npoueccos CMK YHuBepcuTera:
— 1.2.NnaHnpoBaHVe AeaTeNbHOCTY;

- 1.4. IHbopMMpoBaHue O AeATeNbHOCTHY;

- 1.7.¥YnpasneHuve gokyMeHTaLWel;

—  2.4.YuebHo-MeToaM4Yeckoe obecneveHme Ol BO;

— 2.7.BHey4yebHas paboTa;
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—  3.4. OpraHusaumsa HayYHbIX MeponpuaTAL;

—  3.6. OpraHmsauya NpoeKTHOW AeATeIbHOCTY;

- 4.2. IHpOpMaLMOHHO-bMBIMOTEUHOE 06CTYXMBaHWE;

— 4.3.3paTenbckas AeaTeNbHOCTb;

— 4.4, PepakuMoHHas AeATeNbHOCTb;

- 4.7. lnyeHsunpoBaHue n akkpegutauma Ol BO;

- 4.10. YnpaBneHne KOpnopaTnBHOM KyNbTypoU;

— 5.13. ¥YnpasneHue J0KyMeHTOOH60pPOTOM.

3.2. Mpw BbINONHEHWNW NOCTaBAeHHbIX 3aga4 OTAeN BbINONHAET cnegytoLine GyHKLUNUN:

1) B pamkax BbIMOJHEHUS 334ayn MO CTaLMOHAPHOMY, BHeCTaLMOHApPHOMY U AUCTAaHLUNOHHOMY
ob6cnyX1BaHWMIO nNonb3osaTenein bULL:

— perucTtpaums/nepeperncrpaums nonb3osatenen bWL, wHPopmumpoBaHMe 0 npaBuiax
nonb3oBaHua  LeHTpoM, 0 ero pecypcax, cepBucax, ycayrax W  nopsgke — unx
MNCMOJIb30BaHWA/MONYYEHNS;

- npveM MHGOPMaLMOHHbIX 3aNPOCOB MNONb30BaTenew;

—  KOHCYNbTMpPOBaHWe Nonb30oBaTesiel No nNpaBmiam COCTaBNEHUA 3arnpocoB N MeTOAMKe Moncka
nHdopmaLmm 0 JOKYMeHTax B CPaBOYHO-MOVCKOBOM anmnapaTte U 31eKTPOHHbIX pecypcax bUL,
MONCKOBbIX pecypcax MHPOPMALIMOHHO-TeNIeKOMMYHUKALNOHHOW ceTn «/IHTepHeT»;

—  NOWUCK AOKYMeHTOB, 6ubnuorpadmyeckon 1 CcnpaBoYvHOW WHPoOpMaLMmM Mo  3anpocy
nosib3oBaTtens B 6MbAnoTeyHoM GoHAe, TOKANbHBIX 1 CETEBLIX pecypcax B Lensix y40BN1eTBOPEHNS
3anpocos nosb3osaTtenen BALL,

—  OpOHMpOBaHMeE 3aKa3aHHbIX yAaneHHbIM Mosb30oBaTenemM 6MbnMoTekn 4OKyMeHTOB 13 GoHaa
LleHTpa ¢ uenbto yaoBnetsopeHmns NHGOPMaLMOHHbIX 3aNpoCoB;

—  Bblfaya, perncrpaums Bbiaun JOKYMEHTOB, MPoA/ieHMe CPOKa MONb30BaHNSA AOKYMEHTaMu;

— Npuem 1 peructpaumus Bo3BpaTta AOKyMeHTOB B bULL;

— paccTaHOBKa [AOKYMEHTOB, BO3BpalleHHbIX nonb3oBateneM BUL B 6mbanoTeyHbii GOHA,
MeNKUIA PEMOHT U3JaHNIA;

— KOMMpOBaHMe ” MepeBOA JAOKYMEHTOB B UMPPOBON/O6ymMaxHbIi dopmaT no 3amnpocy
rnonb3oBatenew bUL;

—  OpraHuv3aums BbICTaBOK, packpbiBatowmx ¢oHa BULL n apyrne nHPopmaLmMOHHbIe pecypcbl, B
TPaANLMOHHOM 1 LdpoBom opmarTe;

— OpraHusaums obpaTHOV CBA3M C nosb3oBaTensMu LleHTpa, m3ydeHne MHOOPMALMNOHHBLIX
noTpebHocTe 1 3anpocoB Monb3oBaTenen bW, ¢ uenbto noBbiweHUA 3GPeKTUBHOCTU
61M6NMOTEYHO-MHPOPMALMOHHOIO 06CYXKMBaHWSA.

—  y4yeT M aHann3 OTKA30B OT 3anpoCoB MoJib30BaTesneli Ha JOKYMEHTbI, loKalbHble N CeTeBble
pecypcbl C LeNiblo X YA0BNETBOPEHWS;

— paboTta ¢ nonb3oBaTenAMn 6MBANOTEKN, HEe BO3BPATUBLLUMMU AOKYMEHTbI B YCTAHOB/IEHHbIN
CPOK;

— npeAocTaBieHMe NAaTHbIX BUH6ANOTEYUHbIX YCIYT NONb30BaTeNsM;

— odopmneHne KOMGOPTHOrO 6MONMOTEYHOrO MPOCTPAHCTBA W CUCTEMbl HaBurauum B
nomerleHnsax BULL »n B ¢PoHAAX OTKPLITOrO JocTyrna C Uenbio MoBbleHUs 3¢PeKTUBHOCTY
61M6NMOTEUYHO-MHPOPMALIMOHHOIO 06CYXKMBaHWSA NoJib30BaTenen;

— ocyuiecTBneHue obCnyXmBaHWs Monb3oBaTenen yepes cepBucbl caTa BUL, 1 nocpeacTtsom
CoUManbHbIX ceTei;

—  COTpyAHMYecTBO C nogpasgenenvamu CyplY ¢ uenbto nHGOPMUpPOBaHWSA 06 ycayrax,
NHbOPMaLMOHHBIX pecypcax BULL n npoaBmxeHns ycayr;
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2) B paMKax BbIMNOMHEHWS 33a4ayu MO OpraHv3aummn 1 NpoBefeHU0 BUBAMOTEYUHbIX KYnbTypHO-
NPOCBETUTENBbCKNX, 06Pa30BaTe/IbHbIX M COOLITUNHBLIX MEPONPUATUIA:

n3yyeHre NHGOPMaLMOHHBIX PECYPCOB C LieNbio MOArOTOBKN 6MBAMOTEYHbIX MEPONPUATAI;
pa3paboTka cueHapusa MeponpusaTus;

nHGOpPMUpPOBaHVe Nob30BaTeNei 0 NpoBeseHN MeponpuaTus UL,

— MpoBefeHVe MeponpusaTUA C Lienbio Y40BNeTBOPeHUs NMHGOPMALMOHHBIX, 06pa3oBaTesbHbIX,
Ky/IbTYPHbIX, MO3HaBaTeNbHbIX MOTPE6HOCTEN 1 MHTepPecoB Nosib30BaTenel;

—  M3y4YeHVe MHeHMs YYacTHMKOB Meponpuatuii BULL ¢ uenbio NOBbIWEHUA WX YPOBHSA
YA,0BIETBOPEHHOCTY;

—  y4yacTuve B rOpOACKMX 1 OBLLeYHBEPCUTETCKNX MEPOMNPUATUSX;

— y4yacTve B BOCMUTATENIbHOWN U KyNbTypPHO-MPOCBETUTENLCKOW AeATeNbHOCTU YHMBepcuTeTa ¢
MCMNOJIb30BaHVEM Pa3NYHbIX GOPM 1 METOZAOB PaboTbl C NO/Ib30BaTENAMMY;

3) B paMKax BbINOJHEHWSA 334a4X MO OpraHn3aummn, obecneyeHno COXPaHHOCTU 1 6e30NacHOCTU
6nbnnoTeyHoro poHaa:

— pasmMeLleHVe N pacCTaHOBKA MOCTYMMBLUMX JOKYMEHTOB B COOTBETCTBUW C YCTAHOBAEHHbIMM
HOopMaMn 1 NpUHATBIMU B BUL npaBunamu, co3fjaHne cUcTeMbl HaBUraUMM B KHUTOXPaHEHUN
bULL;

— npoBefeHVe TMpoBepoK XxpaHeHMs ¢oHAa bUL ¢ uenblo BbiISBAEHMA NOBPEXAEHUI
AOKYMEHTOB, YTPaT, 3a4,0/1KEHHOCTEN, HapyLUeHWNn NpaBuna paccTaHOBKY;

—  aHanu3 cocTaBa N MCNONb30BaHUA 6MG6ANOTEUYHOro POHAS;

— pabota c 6ubnnoteyHbiM GOHAOM MO BbIABAEHUIO HEMPOUABHBIX, YCTapeBLUMX, AyOneTHbIX,
BETXMX JOKYMEHTOB C Lie/ibl0 CBOEBPEMEHHOMO UCK/TOYEHMSA U3 cOCTaBa bnbamnoteyHoro GoHAa;

—  VCKNHOYEHMe MeyvaTHbIX U INeKTPOHHbIX AOKYMEHTOB Ha ¢U3nyecknx HOCUTensx 13 coctasa
6nbnnoTeyHoro ¢poHAa B COOTBETCTBUM C YCTaHOBAeHHbIMU B BV, npaBunamy;

—  OpraHu3aums oTKpbITOro A0CTyna K 6mbnnotreyHomy GOHAY 1 CO34aHMe CUCTEMbI HaBUraLMn
no oTkpbiTomy doHAy BILL;

—  OpraHuv3auus 1 npoBejeHMe TeKyLLero peMoHTa JOKyMeHTOB 6nbnmnoteyHoro ¢poHAa;

—  OCyLlecTBNeHNe KOHTPOIS COXPaHHOCTM AOKYMEHTOB Ha 3Tanax WX noctynneHus B OTgen,
BblZauK B NpoLeccax 06C/yXXMBaHWA Nonb30BaTeNein, BO3BpaTa Ha MecTo XpaHeHus;

— ocyLwiecTBneHne nposepkn $oHAOB LieHTpa Ha oTcyTCTBME (Hannuve) JOKYMEHTOB, N3AaHHbIX
opraHmsauvamMu, Bxogdawmmm B PegepanbHbIli CINCOK 3KCTPEMUCTCKUX MaTepuanos U (Mn)
MNepeyeHb MHOCTPAHHbBIX U MeXAYHAPOAHbIX HEMPABUTENbCTBEHHbIX OpPraHn3aLnii, AesTebHOCTb
KOTOPbIX  MpW3HaHa HeXenatenbHOW Ha  Tepputopun  Poccminckon — degepaumn, wn
nponaraHAnpPYLNX HETPAAVLIMOHHbIE CeKCyanbHble OTHOLUEHUS U (MAK) NPeanoYTeHUs, CMeHy
nosia, a Takxke aBTOPbl KOTOPbIX MOMaZatoT B MepedeHb L, HAaXOASALMXCA NOJ4 WHOCTPAHHbIM
BAVSHVEM;

4) B paMKax BbINOJHEHWUS 33ja4vy Mo MHGOPMALMOHHOMY OBCAYXMBAHMIO B CTALMOHAPHOM W
AVCTaHLUVOHHOM pexumax nonb3osartenein bULL:

—  UM3y4yeHue/BbiSBNEHME NHGOPMALMOHHBIX ~ MOTPebHOCTe  OTAe/IbHbIX  KaTeropur
rnonb3oBatenew bUL;

— rpoBefeHVe AnA 0byyaloLlmxca YHMBepcuTeTa 3aHATUA NO OCHOBaM WHGOPMAaLMIOHHOWN
KyNbTypbl;

—  pasBuTME Yy NONb30BaTe/ieil HaBbIKOB MONb30BaHNS KHUTOW, BUL, 31eKTPOHHBIM KaTasioroM v
APYTMMN MHPOPMALIMOHHO-MOMCKOBBIMU CUCTEMaMV;

— rpoBefieHNe MacCoBbIX WHPOPMALMOHHBLIX MeponpusaTUA AN OTAE/bHbIX  KaTeropuia
nonb3osateneri bULL ¢ uenblo obyyeHMs MeToaMKe MoMcKa WHbOPMaLMM B HAYUHbIX W
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obpa3zoBaTesibHbIX pecypcax, a Takxe nprvMeHeHUo MHopMaL M B 06pas3oBaTelbHOM 1 HayUYHON
AeATeNbHOCTY;

— nNpoBefieHne KOHCYNbTauni 1 MeponpuaTnii No GopMrUpPoBaHNO NHGOPMALIMOHHOW KYNbTypbl
rnonb3oBatenew UL,

3.3. PacnpegeneHvne ob6s3aHHOCTelr Mmexay paboTHuMKkamyn OTaena OCyLlecTBASeTCd Ha OCHOBe
AOMKHOCTHBIX MHCTPYKLUMIA C YHETOM BHYTPEHHEN creumanmsaymm paboTHUKOB NO HanpaBaeHVAM
aeatenbHoctn Otaena.

3.4. 3aBegyroliin 1 paboTHUKKM OTaena no pacnpejeneHnto 0683aHHOCTEN B AO/KHOCTHbLIX
NHCTPYKLMSAX 419 BbINONHEHWSA CBOUX 06A3aHHOCTEN NMerT NpaBso:

— nNpuvBneKkaTb Npy HeobXxoAMMOCTW (MO COrfacoBaHUIO C PYKOBOACTBOM) K peLleHMVo 3ajad B
npegenax komneteHumn Otaena paboTHMKOB oTAenoB bUL;

— 3anpawwvBaTtb U Nojay4daTb OT CTPYKTYPHbIX noapasgeneHnin BUL, B ycTaHOBNeHHOM nopszke
HeobxoanMyto anst pabotbl OTAena MHPopMaLmio, MaTepmansl, JOKyMeHTaLWIo;

— MpeACTaBUTENbCTBOBATL MO MOPYYEHUIO PYKOBOACTBA B OMOBIMOTEKAX, YUpexXAeHUsX W
OpraHm13aumax no Bonpocam, CBA3aHHbIM C AedaTenbHocTbio OTaena;

— OpraHu3oBbIBaTb U MNPOBOAUTL  MEpPOMpUATVA,  HanpaBleHHble Ha  peann3auuio
NHGOPMALMOHHO-KOHCYNbTAaLMOHHBIX 1 06yyarowmx dyHkumin OTaena;

—  NOBbIWATb KBa/INPMKALMIO B COOTBETCTBUW C TPYAOBbLIM KOZekcom Poccuinckor Pesepauynu;

— BeCTM B YCTAaHOBNEHHOM MoOpsAKe rMepenucky C 6ubanoTekamn, yypexaeHuamMmn wn
OopraHm13aumsamMy No BOMpocam, CBA3aHHbIM C JeATeIbHOCTbIO OTAeNa;

— TMpeAcTaBnsaTb K MOOLWPEHUO  OTIMYMBLUMXCA  PabOTHMKOB, BHOCUTb  PYKOBOACTBY
npeanoxXeHns O AUCUUMAMHAPHbBIX B3bICKAHUAX B CIyyasX HapyweHus TPpyAoBOW U
NPOV3BOACTBEHHOW ANCLIUMINHBI.

4. OTBETCTBEHHOCTb

4.1. OTBeTCTBEHHOCTb pPaboTHMKOB OTAeNna yCTaHaBAMBAETCA UX AOMKHOCTHBIMU NHCTPYKLUMAMMU,
MpaBuiaMn BHYTPEeHHEro TPYAOBOro pacropsaska, AOKYMEHTUPOBAHHLIMW MpoLedypaMuy CUCTEMBI
MeHe[kMeHTa KadectBa CyplY, [AeNCTBYHOLLUUM aAMUHUCTPATUBHBIM, YrOIOBHbLIM, PaXAAHCKUAM
3aKOHOAAaTeNbCTBOM.

4.2. Ha 3aBegytoLero OtAenomM Bo3/1araetca rnepcoHabHaa OTBETCTBEHHOCTb:!

— 3aopraHmsauuio geatenbHocT OTAena no BbIMOJHEHWIO BO3/I0XEHHbIX HAa Hero 3ajay;

— opraHusaumto B OTzene onepatMBHOM N Ka4eCTBEHHOW MOAroTOBKW UCMONHEHNSA JOKYMEHTOB,
BeJleHne 4efIoNPOM3BOACTBA B COOTBETCTBUM C AENCTBYOLWMMY MPaBUAaMN N MHCTPYKLNAMU;

— cobntogeHne pabotHnkamn OTaena TpyA0BOM ANCUNNAVHBI, [paBun BHYTPeHHEro TpyA0BOro
pPacnopsAKa;

— noabop n paccTaHOBKY paboTHMKOB OTAena;

— obecrneyeHVie COXPaHHOCTM MMYLLLECTBA, HAaXOASALLErocs B No/ib30BaHUM paboTH1koB OTaena.

5. B3anmMooTHoOLLEeHMS U CBA3U C NoAapa3aeeHUaMn

5.1. na [OCTMXKEHWA MOCTaBNeHHOW UuUenn W peweHns 3agady OTgen B3aMOZENCTBYeT C
PYKOBOACTBOM, OOLLECTBEHHbIMY OpraHamMn ynpaBiaeHusi, MHCTUTYTaMu, kadeapamn 1 Apyrumu
CTPYKTYPHbIMW NOApa3feneHnaMn YHsepcuTeTa:

Aon>xHocTHOe nu1uo,

HaMeHoBaHue MonyyeHwue MpeaocTaBneHue
noapasgeneHuvs
PekTop — NpuKasbl; — cnyxebHble 3anncku;

— PpacnopaxeHusa, — [MJ1aHbl, OTYeThbI




Cypl'yY

CypryTCKWiA roCynapCTBEHHbIA
yHuBepcuTer
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— 3anpockl nHGopmauumm

MpopekTopsbl

—  pacnopsixeHuns

— CnyXebHble 3anucku

PykosoguTtens BAL,

- VHpopMauus, MaTepuansl,
clyXebHaa JoKyMeHTaums,
HeobxoAnMas ANS AeATeNlbHOCTU
OTaena;

— npeaaoxeHWsa No niaHy paboTsl
Otaena;

— YTBEPXAEHHas NHCTPYKTUBHO-
MeToAMYecKas N TeXHONorm4eckas
AOKYMeHTaums

— nnaHbl 1 oTyeThl OTAeNa;

— pernameHTupytoLLas,
TexHonornyeckas, NHCTPYKTUBHO-
MeToAmyeckast JOKyMeHTaLns
Otaena;

— MNpeanoXeHUs rno yayyleHnto
AestensHocty OTAena;

— rpaduvk paboTbl paboOTHNKOB;

— rpaduvkm oHepeaHbIX OTMYCKOB
paboTHMKOB

OTtaen 6MbNANOTEYHbIX
TEXHONOrnM n
COLMOKYNbTYPHbIX
KOMMYHMKaLMiA

— WHCTPYKTVMBHO-MeToAMYeckme n
TEXHONIOTNYECKNE JOKYMEHTHI;

- VHpopMaLMsa o Nybankaumnsx,
NOCBSILLEHHbIX aBTOMaTN3aLMN
61M6AMOTEYUHbIX MPOLECCOB,
METOANYECKON AeATeNIbHOCTY;

— HeobxoauMoe annapaTHoe n
nporpaMMHoe obecneveHue;

- unHbopMauns 0 MPOBOANMbIX
MepPONPUATUSIX YHBEPCUTETA,
NHGOPMaLMOHHBLIX MaTepranos K
MeponpuaTUaM (aduin, bykneTsbl)

- VHPopMauusa Ha caliT bUL, no
HanpaBneHuto gesTensHoCcTK OTAena;
- VHpopMaLMsa 0 NPOBOAMMBIX B
OTaene meponpuaTUAX Aas
pasmeLleHmns Ha cait BALL,
YHUBepCUTETa, B OTKPLITLIX Fpymnnax
couuanbHbIX ceTer Ans neyatiu
NHGOPMaALMNOHHbBIX MaTepUanoB K
MeponpuaTUaM (aduil, BykneTos 1
T.4.);

— 3aBKW Ha 06CNYXMBaHME TEXHNKM
1 HaCTPONiKYy NMPOrpamMMHOro
obecrneyeHus:;

— 3as1BKN Ha TeXHM4Yeckoe
COMPOBOXAEHME MePONPUATUIA

OTAen conpoBOXAEeHMs
nccnesoBaTeNbCKoM
LeAaTeIbHOCTH

— WHCTPYKTUBHO-MeToANYecKmne 1
TeXHOMornmyeckmne JOKyMeHTbl;
— CMpaBKu Mo 3anpocam

— 3asBKW Ha npoBejeHue
0b6y4YatoLMX MEPONPUATUIA

OTAen KOMMNIEKTOBaHNS
1N Hay4YHOW 06paboTKM
AOKYMEHTOB

— HOBbI€ NOCTYNNEHNA JOKYMEHTOB;
— pekoMeHAaunn no 3ameHe
AOKYMEHTOB, YTPa4€HHbIX
NMnosb3o0BaTenaMu

— 3as1BKW Ha npunobpeTeHne
AOKymeHTOB B doHA BUL;

—  CMUCKK KHUT 1 NepUoanNYecKkmnx
N34aHNM, PeKOMEHAOBAHHbIX K
WCKIFOYEH U0 13 BUBINOTEYHOrO

doHza

OTaen no paboTe ¢
nepcoHanom

- VHpopMaumsa 06 aTTecTaumm
pabOoTHUKOB;

— CNUCOK paboTHMKOB, paboTaroLLMX
B CyplY Ha TekyLMin nepnog;

— GOpMbIl JOKYMEHTOB ANS
3anonHeHns

— aTTecTauMoHHas AOKYMEeHTaums Ha
pabOoTHUKOB;

—  CnyXebHble 3anuncku;

— rpadukn oyepesHbIX OTMYCKOB
PabOTHUKOB;

— Tabenb y4éTa NCrnonb30BaHNS
paboyero BpemeHu

OTaen meHeaKMeHTa
KauecTBa 06pa3oBaHUS

— cnyxxebHble 3anmcku;

— KOMWUW BCEX JOKYMEHTOB,
CBAI3aHHbIX C geaTenbHoCTbio OTAeNa;
— nnaHbl/rpadukm BHYTPEHHUX
ayAuTOB

— nnaH paboTbl Ha rog;

— MpOoeKTbl JOKYMEHTOB CUCTEMbI
MeHeXXMeHTa KayecTBa;

— 0T4YeThbl 0 paboTe

OTaen y4y€eTa pacyeToB

—  KBUTaHLMMN K MPUXOAHbLIM
KacCoBbIM OpZepam

— Yeku (opuUrrHanbl 1 KONMn) No
naaTHbIM ycayram,;
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Cyp ry OTaen o6cny>XKmBaHus U xpaHeHus ¢poHAaoB BubnmoTteuHo- Pepakums Ne 1

yHuBepcuTeT

CypryTCKuit rocynapCTBeHHbIM VIH(I)OpMaLI,VIOHHOFO ueHTpa CTp. 8 n3 10

— peecTpbl Ha cAayvy HaMYHbIX U
6e3HaNNYHBIX JeHEeXHbIX CPeACTB Mo
NNaTHbIM yCayram

OTaen opraHusaumm
TpyZAa 1 3apaboTHOV

rpaduk paboTbl paboTHMKoB BAL

nnatbl

MnaHoBo- — CnyXebHble 3anucku — CnyxebHble 3anuckn
3KOHOMWYECKNIA OTAen

YnpasneHue - — CnyxebHble 3annckm

06LLEeCcTBEHHbIX CBA3EN
1 HPOPMaALNOHHO-
n3aaTenbCKom
LesTeNbHOCTU

Ynpas/ieHve nmyLecTsa | -
1 MaTepuanbHo-
TEXHUYECKOro
obecneyeHus

Cny>KebHble 3anmckn
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Cypl'yY

OTaen o6cny>XKmBaHus U xpaHeHus ¢poHAaoB BubnmoTteuHo-

Pepakuma Ne 1

Friomteny MHPOPMaLIMOHHOIO LieHTpa cTp. 913 10
NncT perncrpaumm nsmeHeHU
®.1.0. aTta

Coaep>xaHue AaTta JaTa A
Ne o Homep pa6oTHMKa, BCTynJieHnA
N3MEHEHUNI N nx noanucaHva BHeceHus o
n3m. npukasa BHeclUuero . | N3MeHeHnn

KOOpAMUHATDI npukKasa N3MeHeHnN
N3MeHeHns B cuny
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Pepakuma Ne 1

YP ry OTaen o6cny>KnBaHUs 1 xpaHeHus GoHA0B BUGAMoTeUHo-
CypryTCKWiA roCynapCTBEHHbIA MH(I)opMauMOHHOFO ueHTpa CTp, 10 n3 10

yHuBepcuTeT

JINCT 03HaKoOMJ1IeHuS

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




