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2. IlpusHats yrpatuBmuM cuiy Ilonoxenue 06 Otmene HHPOPMAITHOHHOTO
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1. OBIIME ITOJOKEHU A

1.1. Otnen mHbOpMaIMOHHOTO obecreueHus 00pa3oBaTebHbIX IPOrpaMM
(nanee — Ortnen) sBhsercs CTPYKTypHbIM nopapaszaenennem DOI'AOY BO
«Poccuiickuit roCyIapCTBEHHbIN npodeccuoHalbHO-TIeIarorHueCKHii
yHUBepcuTe» (naiee — YHuBepcuret, PITIITY).

1.2. Otpen co3maH ¢ I1eiablo  HMHQOPMAMOHHOTO W OHOJIHMOTEYHO-
oubnuorpaduyeckoro o0cy)KUBaHUS [10JIb30BaTEIIEH, obecrieueHust
o0pa3oBaTeNibHOM U HAay4YHOW NeATETHbHOCTH HH()OPMAIIMOHHBIMHM peCcypcaMu |
[IPEIOCTaBIEHUsl JOCTylla K HUM KaK B TPaJAULMOHHOM, TaK U B 3JIEKTPOHHOM
dbopmare.

1.3. Otnen cospmaercss M JUKBUAMPYETCS mpukazoM pekrtopa PITIITY
¥ TIOYMHSETCS HEITOCPEACTBEHHO ITEPBOMY IIPOPEKTOPY.

1.4.Otnen B cBoel MeATENBHOCTH pPyKOBOACTBYyeTcss KoHcTHTyLuMel
Poccuiickoii  @enepauuu, QenepadbHBIMH ~ KOHCTUTYLMOHHBIMM  3aKOHAMU,
(enepanpHbIMU  3aKoHaMH, aktamu Ilpesumenta Poccuiickoit ®enepanyu u
[lpaBurenscTBa  Poccuiickoii  ®enepanuy, MeXIyHapOIHBIMUA JOrOBOPaMH
Poccuiickoli ®enepanuy, HOPMAaTHBHBIMU IPAaBOBBIMH aKTaMH (elepanibHbIX
OpraHOB UCIOJIHUTEIBHON BJIACTH, JIOKAIBHBIMU HOPMATUBHBIMH akTamu PITIITY,
HACTOSILIUM I10JI0KEHUEM.

1.5. Iopsiiok noctyna x poHAaM U HHGOPMALMOHHBIM PECYpCaM, IepeyeHb
OCHOBHBIX YCIIYI' U YCJIOBUH HX IPEJOCTaBJICHUS MOJIb30BATEISIM OTPENETISIOTCS
IpaBunamu nonw3oBanus poHaMu u pecypcamu Otaena.

2. 3AJTAYN

OcHoBHbIMH 3a1a9amu OT/ienna SBIISIOTCS

2.1. OGecrnieyenne peanus3aluyl IIpaB MOJIB30BATENEH Ha CBOEBPEMEHHOE
PEIOCTaBIeHHe BO BPEMEHHOE II0JIb30BaHME PeCcypcoB OHOIMOTedHOro (GoHma
PITITY (manee — domnn), uHpOpMaIMOHHOE ObecreueHre 0Opa3OBATENLHOI,
Hay4YHO-UCCJICJOBAaTEIbCKON U HWHHOBALMOHHOM HEATENPHOCTH YHHUBEPCUTETA C
MCIIOIb30BAaHUEM JIOCTYTa K 3JIEKTPOHHO-OMOIMOTEYHBIM ¥ HH()OPMALMOHHO-
IIPaBOBBIM CHCTeMaM, 00pa3oBaTeNbHEIM [IOpTalaM, HHHOPMAIHOHHBIM PECYpCaM,
DIICKTPOHHBIM KaTajloraM, 0a3aM JaHHBIX M apXHBaM M3/aTeNNbCTB U OUOIHUOTEK.

2.2. ®opmMHupoOBaHUE U KOMIUIEKTOBaHKE (GOHMA.

2.3. Opranuszauds M  OCYIIECTBICHHE OWOJIMOTEYHOIO,  CIIPABOYHO-
Oubmorpadguyueckoro 1 HHPOPMAHOHHOTO 00CITYKUBAHUS MOJIb30BATENEH.

2.4. OpraHusanyus. ¥ BelleHHE CIPaBOYHO-HH(POPMALMOHHOIO ammapara
Otpnena.

2.5. Obecrievenre KoMIUlekca paboOT IO aBTOMATH3ALUU  CIIPABOYHO-
MH(OPMALIMOHHBIX IPOLIECCOB M FeHEPAIMK COOCTBEHHBIX IEKTPOHHBIX PECYPCOB.

2.6. PazBuTHE MaTepHaIbHO-TeXHUUECKON 6a3pl OTaena.

2.7. Obecnieuenne COXpPaHOCTH JJOKYMEHTHOIO (hoHIA.
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3. ®YHKIIUHU

3.1. Jlns BBITIOJIHEHHMS 3a1a4 110 (OPMHUPOBAHHIO U KOMIUIEKTOBaHMIO (OH 1A
Ha OT/1en Bo3naratotcest clieyromniue GyHKIuU:

3.1.1. AHanu3 KHUXKHOTO U MH(GOPMALIMOHHOTO PHIHKOB, MEPBUYHBINA 0TOOP
JUTEepaTypbl U JOKYMEHTOB (fjajyiee — M3MaHUsI) C LEJIbI0 UX MPUOOpETeHHs Jis
noroJiHeHus hoHa.

3.1.2. YcraHoBineHue npo(ecCHOHANBHBIX KOHTAaKTOB C  M3JAIOIIAMU
OpraHM3alMsIMH, ITOCTaBIIMKAMHM I€YaTHOW M JJIEKTPOHHOW NPOIYKIHUHU [0
BOIpOcaM KOMILJIEKTOBaHMS GOH .

3.1.3. Obopmnenue 3aKyTIOYHOM U (HMHaHCOBO-AKOHOMHUYECKOH
JNOKYMEHTAIMH 110 IpUoOpeTaeMbIM U3IaHUSIM.

3.1.4. Benenue y4dera 3aka3aHHbIX U3JIaHUW, UHIUBUAYJTbHBIA U CYMMapHBIi
y4eT JOKYMEHTOB, [IOCTYUBIIUX B (hOH/.

3.1.5. OcymecTBineHue HaydyHOW (cuUcTeMaru3als, MpeAMeTH3alus U
KaTaJIOTU3alMs JOKYMEHTOB) U TEXHUUECKOH 00pab0oTKH U3JaHMH, TOCTYITUBIIKX B
porn (BcoorBerctBUM ¢ ['OCT u TpeGoBaHHUSIMH aABTOMATH3MPOBAHHOI
OoubnnoTeYHO-MHGOPMALIMOHHON CUCTEMBEI).

Taxke ocyiuecTBineHne aHaIUTUYECKUH POCIHMCU CTaTed W3 XKYPHAIOB U
COOPHHMKOB Hay4YHBIX TPYIOB C IEJbI0 GOPMHUPOBaHHs OHOIHOrpapuyecKoi 6a3bl
JTAaHHBIX.

3.1.6. Pacnipenenenye u nepenada OCTYMUBIINX W3IaHUM B ITOpa3IeIeHUs
Otnena u1s pa3MelleHus U XpaHeHHs!.

3.1.7. AHanu3 u y4eT KOJMYECTBEHHOI'O M KauyeCTBEHHOIo cocraBa (OHJA,
(GopMupoBaHME M IIPeICTABICHHE IaHHBIX O KHHUTOOOECIIEUYEHHOCTH YueGHbIX
JUCIUTUTHH.,

3.1.8. KommnekroBanue  QoHzna ydeOHOH, HAy4HOM, TEXHHYECKOIl,
CIPAaBOYHOM, XYJ0KECTBEHHON JUTEpaTYypOHd M MEPUOAMYECKUMHU H3IAHUSIMU B
COOTBETCTBMM  C  HOPMaMH  KHHMroOOECHEYeHHOCTH,  YCTaHOBJIEHHBIMH
(besiepabHBIMU IOCy TapCTBEHHBIMH 00pa30BaTe/IbHBIME CTAHAAPTAMH.

3.1.9. Ilposepka (hoHIa HA IPeIMET HAJIMYHUS B HEM JOKYMEHTOB, BKIFOUEHHBIX
B (enepanbHbId CIHMCOK OKCTPEMHCTCKHX MaTepualioB (mamee — OCDOM),
OmmyONIMKOBaHHBIA Ha OGHLIUAIBHOM caifre MUHUCTEpCTBA IOCTUIMK Poccuiickoii
Qenepauuu, KOTOpasi IPOBOIUTCS:

— IIPH MOCTYIUIEHUX HOBBIX JIOKyMEHTOB B (hOHI;

— CHCTEMaTU4ECKH (HE Pexe OJHOIOo pasa B TPH Mecsila) ImyreM cBepku @COM
CO CIIpaBOYHO-O0MONIMOrpadudeckum ammaparom GoHza.

Ilpu  BolABIEHMM JOKyMeHTa, BkiodeHHoro B @®CDM, Ha srarme
KOMILJIEKTOBaHHsI (DOH/IA YKA3aHHBIH JOKYMEHT He MOJIEXHUT BKIIOYEHHUIO B (DOH]I,
a B Cllyyae BBISIBJICHHSI JTOKyMeHTa, BKIIto4eHHOro B ®COM U yxe Haxo[sImerocs
B OH/Ie, JaHHBIH JIOKYMEHT MOJUIEKHUT He3aMeUTUTENBHOMY U3BATHIO B3 060poTa
(pOHZa ¢ OTHOBPEMEHHBIM MH)OPMHUPOBAHHEM ITPABOOXPAHUTENHHEIX OPraHOB.

3.1.10. CobGmonenne TtpeboBaHHII O KIacCCHPUKAUMU W MapPKUPOBKE
MH(POPMALIMOHHON MPOAYKLUHMHU O BO3PACTHBIM KATErOpHUsIM, IPUHATHE Mep I10
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Bblaue MHGOPMALMOHHOM TPOAYKIMK B COOTBETCTBUH C  BO3PAcCTOM
nmoJp3oBaTesiel, obecrneueHne HEeAOCTYITHOCTH Ul O0y4aloIUXCsl He JIOCTUTIIMX
BOCEMHAJILIATHJIETHETO BO3pacTa pasMelleHUs HHPOPMALUOHHOW MPOIYKIIHH,
colepxalied MapKUpOBKY «18+» HIM ¢ TEKCTOBBIM IpenylpexIeHueM
«3arpeleHo g neteit». OOecrieueHne Hajiexallero XpaHeHus (pa3MelleHus )
yKa3aHHOM HMH(QOpPMalMOHHONW TPOIYKIIMKM B COOTBETCTBUU C TpeOOBaHUAMU
DepnepanpHoro 3akoHa «O 3aluTe Aetel oT HH(GOPMALMK, IPUIUHSIOIIEH BpeI UX
3JI0POBBIO U Pa3BUTHION.

3.1.11. Céop u oOpaboTka 3asBoK Kabeap M APYTUX IOApa3JelleHnui
YHuBepcuTeTa Ha IPUOOPETEHHUE IUTEPATYPhl U IEPUOIUUECKUX U3TaHUH C IIeJIbIO
KOMIUIEKTOBAHUS U MONOJIHEHHS OH/A.

3.1.12. OcymectBienue nepeyyera GhoHaa, MPOBEPKH MOICOOHBIX (HOH/IOB.

3.1.13. UckmroyeHne NOKYMEHTOB W3 cocTaBa (OHOa IO MNPUYHHAM MX
MOpajJbHOTO CTapeHMs, M3MEHEHMs CIpoca U T.I., B COOTBETCTBUH C
JEHCTBYIOLMMY HOPMATUBHBIMU aKTaMH.

3.1.14. OcyuiecTBieHre CUCTEMATHU3allMd JOKYMEHTOB, B TOM 4YHCIIE
nprcBoeHune kinaccupukanuoHubix uaaekcon Y JIK, BBK, T'PHTH na nmy6nukyemble
aBropamu PITIITY paGoTsl o ux 3ampocam.

3.2. Jlyis1 BBINOJTHEHMS 3a/1a4 110 OpTaHU3alUH ¥ OCYLIECTBIEHHIO CIIPABOYHO-
Oubnuorpauyeckoro U MHGOPMALKMOHHOIO OOCIY)KMBaHMs IONb30BaTeNeil Ha
Ortznen Bo3naraioTcs ClieAyromne GpyHKIUHM:

3.2.1. Opranuzanus au¢hepeHIPOBaHHOIO 00CTYKUBAHUS MT0JIb30BaTeNeH
B nozpasaesenusx Oraena no eIMHOMY YUTATEIbCKOMY OHIIETY ¢ NMpPUMEHEHHEM
METOJI0OB HHMBHYaJIbHOTO U TPYNIIOBOrO OOCITYKUBaHMS.

3.2.2. I3yyenre ¥ CHUCTEMaTHYeCKOE YTOYHEHHE HH(YOPMALMOHHBIX
NOTpeOHOCTEN O0YYaIOIMXCs, HAyYHO-NENArorH4ecKux pabOTHUKOB M JAPYTUX
KaTeropyuu mosib30BaTelei.

3.2.3. becnuiatHoe obecrieueHue [10JIb30BaTeNen OCHOBHBIMU
MHOPMALIMOHHBIMHU YCITYTaMH:

— [IPe/IOCTABJICHUE IOJIHOW WH(OPMAaLMK O COCTaBe (OHMA Yepe3 CHCTEMY
KaTaJloroB, KapTOTEK U APYIUX (GopM UHOOPMUPOBAHUS;

— OKa3aHHWEe KOHCYJIbTAlHOHHOW IIOMOILIU B IIOUCKE U BBIOOpPE HUCTOYHMKOB
MH()OPMAUMK; KOHCYJIbTHPOBAHHE IIOJIB30BaTENied II0 MPABUIIAM COCTABIIEHMS
3aIpOCOB U METOAMKHU MOUCKA UH(OPMaHK 00 U3NAHMUSIX (B TOM YHCIIE B PEXKUME
OH-JIalH);

— OKa3aHME METOAMYECKON IIOMOIIM II0 BONpocaM HH(M)OPMALMOHHO-
Onbanorpaduueckoro o0CIyKMUBaHUS;

— BblJ]a4ya BO BPEMEHHOE I10J1b30BaHUE M3/IaHui 13 GOH/a;

— IIOArOTOBKAa TEMAaTUYeCKUX, AJPECHBIX M APYTUX OuOImnorpaduueckux
CIIPaBOK; TpoBefieHHe Oubnanorpapuyeckux 0630pOB; OpraHM3aIMs KHUKHBIX
BbICTaBOK, B TOM YHCJIE BUPTYaIbHEIX.

3.2.4. OcymecTBleHHe MpHeMa 3alpoCOB IIOJb30BaTeNell Ha W3IaHus
1 UH()OpMAILIHIO.
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3.2.5. IlpegocraBneHrne  JOKYMEHTOB M  JIOCTylla K  DJIEKTPOHHBIM
MOJTHOTEKCTOBBIM UH(MOPMAIIMOHHBIM peCypcam.

3.2.6. MUupopmupoBanue mojp3oBarenied o (QOHJE, JIOKAJIbHBIX U CETEBBIX
pecypcax, yciayrax, mpaBuiaX ¥ TeXHOJIOTUSIX OOCIY>KHWBaHHS B MOAPA3IEICHHSIX
Otnena.

3.2.7. OdopmiieHHe U yUeT BbIJa4H U3JaHUH M0JIb30BaTENsIM B COOTBETCTBUH
C YCTaHOBJIEHHBIMH IPaBUJIAMHU.

3.2.8. KoHCynpTHpOBaHKE HAYYHO-TIeIaroruyeckuX paboTHUKOB IO paboTe ¢
HAyKOMETPUUYECKUMHU 0azaMu JaHHBIX.

3.3. Jlng BBINOJIHEHMS 3a/ay [0 OpraHu3allid W BEJEHHUIO CIIPaBOYHO-
uH(opmaloHHoro ammapata Otmena Ha OThen BO3JMArarOTCs CISAYIOLIHE
byHKUMU:

3.3.1. Benenue cucremsl OMOMMOTEYHBIX KaTaJOTOB Ha TPAAMIIMOHHBIX MU
JJIEKTPOHHBIX HOCUTEJISAX, @ UMEHHO OCYIIEeCTBIIEHHE padoT I10:

— LIEHTPaJIM30BaHHOM KaTaJloTu3aluu HOBBIX MOCTYIUICHUH,
3aKJII0YAIOUIENCss B MHOIOACIIEKTHOM PAacCKPBITUH M3/IaHU B CUCTEME KaTalloroB 1
KapTOTeK, B TOM YHUCJIE JIEKTPOHHOM KaTaJjore;

— oubsmorpaduueckomy OMHMCaHUIO U3JIaHUH, (hopMHUPOBaHHIO
MalIMHOYUTAaEMbIX OUOIHOTrpadhUIECKHUX 3alHCei;

— Hay4YHOMY UHIEKCUPOBAHHUIO IOKYMEHTOB,;

— pacreyaThIBaHMIO U PACCTAHOBKE KapTOUeK B TPAAUIIMOHHEIE KATaIOI!;

— PeNaKTHPOBAHMIO TPAAUIIMOHHBIX KATAJIOTOB U KapTOTEK;

— peNaKTUPOBaHMIO OMOIHOrpaduIecKuX 3amucel SIEKTPOHHOTO KaTajora.

3.3.2. [louck Oubmuorpaduueckoit u akrorpaduyeckoit HHGpOPMALUK B
peXUMe JIOKaJIbHOr0 U yJaJe€HHOro JOCTyTIa 110 3alpocaM IMOoJIb30BaTe e,

3.3.3. Boinonnenue  6ubauorpadudeckux  (agpecHBIX,  YTOYHSIOLIMX,
TEeMaTHYECKUX) U Hebubnuorpapudeckux (hakrorpadhuvecKkux, aHATUTHYECKHX,
METO/IMYECKUX) CIPABOK B PEXKHME JIOKAIBHOTO M YIAJIEHHOIO CIIPaBOYHO-
Oubnunorpaduyeckoro 06CIyKHUBaHus.

3.3.4. OGecnieuenne O0OpaTHOM CBA3M C IIOJB30BATENSAMM CIPABOYHO-
Oubsmorpaduyeckux yciyr.

3.3.5. KoHCynbTHpOBaHUE TMOJB30BATENiell B IIPOLECCaX JIOKAIBHOTO W
YIAQJIEHHOTO CIIPaBOYHO-0MONIHOrpaduuecKoro 00CIyKHBaHHUS.

3.3.6. Beaenue snexTpoHHOro (hOH/A BBIIIOJIHEHHBIX CIIPABOK.

3.3.7. Benenue ydera BBINOJHEHHS 3allpOCOB B PEXHME JIOKATBHOrO M
YAaJeHHOTO CIPaBOYHO-OUOIHOrpaguIecKoro 06CIyKUBaHuUs.

3.3.8. syuenne MHOOPMALMOHHBIX MHOTPeGHOCTEH OTAENBHBIX TPYII
[10JIb30BAaTENIEH.

3.3.9. ®opmMupoBaHKEe y NOJIb30BATEIeH HABBIKOB MOMCKA HHPOPMALIMU 1 ee
[IPUMEHEHHs B y4eOHOM IIpoLiecce X Hay4HOH paboTe, yMEHHUs OPUEHTHPOBATHCS B
crpaBo4YHO-0MbIMorpaguyeckoM ammapare Otaena, HHGOPMALMOHHBIX CHCTEMAX
1 0a3ax JJaHHBIX.
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3.3.10. B3aumopeiicTBie ¢ opraHaMH HaydyHO-TEXHUYECKOW HHGMOpMalUH,
APYTMMU YUpPEXKICHUSIMHA M OpraHu3alMsIMUA B LEJSIX MCIOJIB30BaHUA UX
MH(QOPMAIIMOHHOIO IOTeHLIMANa JIJIsl YOBIETBOPEHUS 3alIpOCOB M0JIb30BATENEH.

3.3.11. IIpoBeneHue Hay4YHO-UCCIIE0BATENIbCKOM, METOUYECKOM
(aHATUTHYECKOH,  KOHCYJIBTAIIMOHHOW),  OpraHU3alMOHHONM  paboThl 10
COBEpILIEHCTBOBAHUIO BCEX HalpaBlieHUH AearenbHocTH OTOena.

3.3.12. CocraBnenue Oubmuorpaduyeckux ykKaszarened TPYIOB Hay4IHO-
IeJarornyeckiux pabOTHUKOB YHMBEPCHTETa, OpraHM3alMs W BeICHHE pasjelia
«Tpyne! yuensix PITIITV» Ha odunmansHoM caiite Y HUBepcUTETA.

3.3.13. YuacTe B KOpPIOPAaTUBHBIX IPOEKTaX IO CO3JAHHUIO CBOJHBIX
O6ubauorpaduyecKux pecypcos.

3.4. lna BBIOJIHEHHUs 3aJady II0 OOECIeYeHHUI0 KoMIulekca paboT 1o
aBTOMAaTU3allMd  CIIPaBOYHO-MH(QOPMAILMOHHBIX  IPOLIECCOB W  TI'eHepaluu
COOCTBEHHBIX DJIEKTPOHHBIX pecypcoB Ha OThen BO3JararoTcs Cleayroliue
byHKIMU:

3.4.1. ABTomMaTH3anusl CIPaBOYHO-UH(DOPMAIIMOHHBIX IIPOIECCOB Ha 0Gasze
aBTOMaTU3MPOBaHHOM OnGMoTeyHO-nHpOpMannonHo# cucremsl «MIPBHCy.

3.4.2. Tlonnepxxanue B paboyeM COCTOSHHM CHCTEMbBI KOMIIBIOTEPHOM
KOMMYHHUKAaLIMK BO BCeX nopapaszaenenusx Oraena.

3.4.3.Or6op, aHanmu3 U oOecledeHUWe JOOCTyMa K KOMMEDPYECKMM U
HEKOMMEPYECKMM 0a3aM JIaHHBIX yJaJIeHHOTO TOCTYIIA.

3.4.4. Co3snaHue  TOMHOTEKCTOBOM  OJIEKTPOHHOM  6a3bl  JaHHBIX
«DnexkTponHsblit apxus PITIITY ».

3.4.5. Peructpanuus u pasMelleHHe BBITYCKHBIX KBATH()UKAMOHHBIX paboT
B 0aze nanHbIx «BKP PITIITY ».

3.4.6. Ocy1ecTBlieHHe KOHCYJBTAllMOHHOW M TEXHHYECKOM ITOMOIIH
[0JIb30BaTeIsIM IpU paboTe ¢ UH(pOpMAMOHHBIMH pecypcamu PITIITY .

3.4.7. Pasmemienve Ha matdopme HaydwHoif 37€KTpOHHON OGHONIMOTEKH
eLibrary u HauuoHanbHON OuGmrorpaduyeckoil 6asbl maHHBIX «Poccuiickuii
MHJIEKC HayYHOTO LUTUPOBAHUS» HENEPUOANYECKIX U3JaHUM: KHUT (MOHOTpahuy,
CIIpaBOYHbIE W y4YeOHble M3JaHHs, COOPHUKH CTaTell), TPYAOB KOH(EpeHLHi,
[ICPUOUYECKUX U npopoipkaromuxcs  u3ganuid  PITIITY,  mpomremmmx
pelaKIMOHHO-U31aTeNIbCKYI0 00paboTKy B m3naTenscTBe PITIITY.

3.4.8. Opranuzanys, aJMUHHCTPUPOBAHUE, TEXHHYECKOE M METOIHUYECKOe
CONIPOBOXKJICHUE DJICKTPOHHOI'O Karajora Kak OCHOBHOI'O 3JIEeMEHTa CIPaBOYHO-
nouckoBoro anmapara Otuena.

3.4.9. O6ecnieuenne  goctynma K  HH(GOPMAIMOHHO-06PA30BATENIBHBIM
pecypcaM COOCTBEHHOHM IeHepaliM, B TOM YHCJIE K 3JIEKTPOHHOMY KATalory, B
JIOKaJIbBHOM U yJaJICHHOM pPEXHUME.

3.4.10. CraTuCTUYeCKHH y4eT MCIIONB30BaHMS B JIOKAILHOM M YIaleHHOM
pexnMe COOCTBEHHBIX ¥ IPUOOPETEHHBIX 3JIEKTPOHHBIX PECYPCOB.

3.4.11. MudopmannonHoe HanonHeHue crpanuusl OTena Ha oQHIHATBHOM
caiite YHuUBepcHUTeTA.
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3.5. Jlns BBINOJHEHUS 3a/1a4 [0 PA3BUTHIO MaTepUATbHO-TEXHHUUECKOM 6a3bl
Otzena Ha HEro BO3JIaratoTcs CleAyrole QyHKIUH:

3.5.1. OGecrieueHne  TEXHOJOTUYECKMX  OMOJMOTEYHBIX  IPOIIECCOB
COBPEMEHHBIM  MH(POPMALIMOHHBIM  00OpyIOBaHHEM W  IPOrPaMMHbBIM
oOecrieyeHueM.

3.5.2. Texnuueckoe ocHameHue aestenbHocTH OTHENa, BKIOUYas paboune
MECTa U 30HBI OOCIy)KUBaHUS, B COOTBETCTBHH C CAHUTAPHO-THTHEHUYECKMMHU
HOpPMaMH U COBPEMEHHBIMU 3CTETUYECKUMHU TPeOOBaHUSIMHU.

3.6. [lyis BEIOIHEHYSI 3314 110 OpraHu3aluy paboThl 0 COXpaHeH IO GoH/Ia
Ha Otzen Bo3jaratrotes cieayrolnre QyHKIUN:

3.6.1. ObecneueHne HEOOXOAMMOr0 peXXruMa XpaHeHust HoHa.

3.6.2. Opranuzauuss U  obOecriedyeHHWEe TMPEBEHTUBHOM ¥  MaccCOBOU
KOHCepBalliu JOKYMEHTOB.

3.6.3. Opranuzauusi W  M[POBeIEHHUE HEOOXOIUMBIX  PEMOHTHO-
pecTaBpallMOHHBIX paboT ¢ GoHIAOM.

3.6.4. OGecneuenne Oe3omacHocTd (oHIa (IIOKAPHOM, TEXHOI€HHOH, OT
HECaHKLMOHUPOBAHHBIX NEHCTBUM MOJIb30BaTeNEH 1 Ap.).

3.6.5. ObecnieueHne COXpaHHOCTH (OHIA B MPOLECCAX HCIIOIb30BAHMS
(BbIIa4Ya JIOKYMEHTOB IIOJB30BATENSIM, TPAHCIIOPTHPOBKA, 3KCIOHMPOBAHUE,
CKaHMPOBaHUE, KOIIUPOBaHUE | T. I.).

3.6.6. Yuyactie B pa3paboTKe HOPMATHUBHBIX JOKYMEHTOB (IIOJIOMKEHHIA,
WHCTPYKIMA) II0 OpraHU3allid XpaHEeHHUs, HCIIONL30BaHUA M oOecledeHus!
COXpaHHOCTHU (PoHJA.

4. IPABA U OBSI3AHHOCTH OTAEJIA

4.1. Otnen umeer mpago:

4.1.1. 3ampaiuuBaTh U MONy4aTh OT CTPYKTYPHBIX mompasiaeneHuii PITIITY
JIOKyMEHTBI M MaTepHualibl WHGOPMAIMOHHOIO, MPaBOBOrO, AHAIUTUYECKOTO H
CTaTUCTUYECKOTO XapakrTepa, HEeOOXOAUMBIE IS OCYIIECTBIIEHUS AESITEIbHOCTU
Otzena. BsaumozeicTBOBaTh CO BCeMH CTPYKTYPHBIME NofpasaeneHusmu PITIITY
110 JIFOOBIM BOIIPOCAM B paMKax peayusaiuu GpyHKknuoHana Otaena.

4.1.2. TlpencTaBisTe B yCTaHOBIEHHOM IOpsAKE YHUBEPCHTET B OpraHax
FOCy1apCTBEHHON BJIACTH, WHBIX YYPEXACHHAX U OpraHHW3alMsX [0 BOIPOCaM,
BXOJAIIMM B KomneTeHuo Otena.

4.1.3. JlaBath yKka3aHMsl, DPa3bsCHEHHS M PEKOMEHJAIMH CTPYKTYPHBIM
NOipa3/ieieHUsIM Y HUBEPCUTETA MO BOIPOCAM, OTHOCSINMMCS K KOMIIETEHIIMH
Ortpena.

4.1.4. anpamuBaTh y pyKoBOJCTBa Y HUBEPCUTETA PECYPCHOE ObeciedeHue,
HeoOXoMMoe Ul Ka4eCTBEHHOTO U 3()(EKTUBHOTO BBIIONHEHUS MOCTABICHHbBIX
3a/1au.

4.1.5. IlpuHuMaTh y4yacTHe B pasIH4YHBIX COBELIAHHSX IO BOIIpOCaM,
CBsI3aHHBIM C HaNpPaBJIEHUSIMU AestelbHoctr OTaena.

Axoprosa H. 10./ O6_yts_ITonoxenus_06 OHOOII




4.1.6. 3nakomMuTbCs ¢ peuleHussMu pykoBoxactBa PITIITY, paznuunbix
COBETOB Y KOMHMCCHUHM Y HUBEPCUTETA, KaCAIOLUMHUCS AesTenbHocTd OTena.

4.1.7. ObpamatbCsi K peKTOpy U MPOPEKTOpaM IO HaIPaBICHUSAM
JeATEeJIbHOCTH 110 BOIpOCaM  COJIEUCTBHUSI  BBINOJHEHUIO  JOJDKHOCTHBIX
obs3aHHOCTe paboTHHMKOB Ortaena, CO3MaHUS YCIOBHHA JjIsi 0e30MacHOd u
3 pexTUBHON paboThl, COOMIOIeH s TPeOOBaHNI TEXHUKH O€30IIaCHOCTH.

4.1.8. IIpoBoauTh CcOBelaHUs 10 BOIPOCAM, BXOASIIMM B KOMIIETEHIUIO
Otpnena.

4.1.9. Pa3pabaTbiBaTh JTOKYMEHTHI, pETJAMEHTUPYIOIIHE JIeSTEeIbHOCTD
Orpena.

4.1.10. YcraHaBnuBaTh B COOTBETCTBMHM ¢ [lpaBuiamMu I10JIb30BaHUs
(bonngamu 1 pecypcamu oTiea HHPOPMAIMOHHOTO obecTieueHus: 00pa3oBaTeIbHbIX
IporpamMM BU/bl KOMIIEHCALMU yllepba, HAHECEHHOT'O IOJIb30BaTeIsIMU B ClIyyae
yTpaThl UK [IOPYM eAuHULl PoHa.

4.1.11. 3uakoMuThCsI C 00pa3oBaTeNIbHBIMU IPOrpaMMaMH, Yy4eOHBIMU
IUIaHaMM, TEMaTHUKON Hay4YHO-UCCIIEI0BATEIbCKON paboThl Y HUBEPCUTETA.

4.1.12. OcylecTBIATh HHYIO AESTeNbHOCTh, HAIIPABIEHHYIO Ha JOCTHIKEHHUE
neneit Otnena, ymydmeHnue OUONMOTEYHOro M HMH(POPMALMOHHO-CIIPABOYHOIO
o0CiIy)kMBaHHMsl ~ TOJb30BaTeNel, He  MPOTHBOPEYALIyl)  JAeHCTBYIOIIEMY
3aKOHO/IaTeJIbCTBY.

4.1.13. MudopmupoBath I0JB30BaTesNeil 0 cBoell paboTe, MCIONL3YS s
OTOr0 KOMIUIGKC CPEJCTB: Da3lIMYHbIE MEPOIpPUATHS, pEKIaMHble OYKIIEThI,
MH(OPMALIMOHHBIE CTeH b, obunuansHblid caift PITIITY.

4.2. Otpen o6s3aH:

4.2.1. BeimonHATh noctaBieHHble Tepen OTaenoM 3anadd, OCYILIECTBJISATh
(DYHKIMHM, pealn30BbIBATh IpaBa M OOS3aHHOCTU C COONIONEHHEM TpPeGOBaHMIA
(bpeniepabHOrO 3aKOHONATENIBCTBA, JIOKAJIBHBIX IPaBOBLIX akToB PITIITY.

4.2.2. O6ecrnieunBaTh COXPaHHOCTh (POH/A, CO3AHHBIX MM IPUOOPETEHHBIX
MH(POPMAIIMOHHBIX PECYPCOB, MaTePHAILHO-TEXHUYECKON 6a3hl U UX 3P HEKTHBHOE
UCIIOJIb30BaHHE.

4.2.3. B ciy4asx BBIABIIEHHs HapyLICHHUI 3aKOHA, KOTOPhIE MOTYT IOBJIEYb
IPMOCTAaHOBJICHUE WM  aHHYJIMpPOBaHHE JIMIEH3UHM Ha  OCYIIECTBICHUE
obpasosarenbHod nesrensHocTH PITIITY, npuocTaHOBIEHHE TOCYIAapCTBEHHOIN
AKKpEeJIMTalMd WIM JIMIIEHWe TOCYJapCTBEHHOM akkpemutaiuu PITIITY
He3aMeUTMTEeNIbHO HHpOopMUpoBaTh pektopa PITIITY.

4.2.4. OGecneunTsb:

— 3alIUTY  CBEACHUM, COCTaB/AIOIMX TOCYNapCTBEHHYIO MJIM  HHYIO
CTIeI[HAJIEHO OXPaHIEMYIO 3aKOHOM TaiHy;

— IPO(UIAKTHKY KOPPYIIIMOHHBIX HapylleHui pabotHukamu Otaena;

— co0JroIeHre TpeboBaHUiA K JIeJIONPOU3BO/ICTBY, TPYZAOBOTO
3aKOHOZATeJIbCTBA, B TOM YHCJIE B c(epe OXpaHbl TPYIa, [TOKAPHOM Oe30MacHOCTH;

—OepexxHoe oTHomeHme K uMymectsy PITIIIY w®  Tperbux Jui,
HaxosmeMmycs Ha oobexTax PITIITY.
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5. OPTAHM3 AU JEATEJIBHOCTHU

5.1. Otoen Bo3rjaBisieT HAYaJbHUK, Ha3HayaeMbIM Ha JOJDKHOCTh U
0CBOOOXK1aeMblii OT NOJKHOCTH NpuKa3zoM pektopa PITIITY.

5.2. CTpykTypa © 4YHCJIeHHOCTh paboTHMKOB Otnena omnpeaessoTes
LITaTHBIM pacliCaHueM Y HUBEPCUTETA.

B crpyktypy Otnena BXonsr:

— CEKTOp AOKYMEHTaIbHBIX (OHIOB 1 00CTYKHBaHHUS,

— CEeKTOp MH(POPMAIIMOHHOTO 00CITY)KUBAHUS;

— CEKTOp aBTOMaTH3alMu 1 UHQOPMAIIMOHHBIX PECYPCOB.

5.3. Otnen MOXET UMETh I1e4aTh, IITAMIIBI.
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