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1. OO0mue noyioxkenus
1.1 bubsmorteka siBiigeTcs OJHUM U3 BEAYUMX CTPYKTYPHBIX HOJpa3jeieHuii guimaia,
obecrnieunBatoniee  HeoOXOAMMOH — JmTepaTypoit u  uHpoOpMmainueit  yueOHO-
BOCIIMTATEIBHBIM IIpOLiECC M Hay4HbiE MCCIEOBaHusA. bBuOIHOTeka OCyIecTBIsSET
BOCIIMTATEbHBIE U KYJBTYPHO-00pa3oBareibHbIe GYyHKUINH.
1.2 bubmmoreka B CBOEH  JI€ATEIBHOCTH  PYKOBOACTBYETCS  JIeHCTBYIOIIMM
3akoHonarenbcTBOM  Poceuiickoit  dejgepaimi 00 00pa3soBaHMM, 3aKOHAMH O
oubmmoreunom jiene, o6 uHpopmarmu, uHGOpPMATH3ALMM M 3ALUTC WHOPMAIMH,
NIPHKa3aMHd W PacNoOpsHKEHUAMM PEKTOpa MHCTUTYTA, AMpPEKTopa Quiinana, HaCTOSIIUM
ITonoxeHueM U IPYruMu JOKAJIbHBIMU aKTaMHU.
1.3 Ilopsanox goctyna K OUOIUOTECYHBIM (POHIAM, TIEpCYCHb OCHOBHBIX YCJIYT M YCIIOBHS
uX [pejocTapiieHus onpeenstorcs B [paBunax nonp3oBanus OMOIUOTCKOM.
1.4 Tpynosble oTHOUIEHHS pPaOOTHUKOB OUOIMOTCKH PEryJUPYIOTCS MMOJOKECHUIMH
TpynoBoro konekca P® M WMHBIMM HOPMAaTMBHBIMU aKTaMU, COJIEPXAIMMH HOPMBI
TPY/IOBOIO [1paBa.

2. OcHoBHBIC 3a4a4H
2.1 Ilonnoe u oneparrBHOE HHPOPMAIIMOHHO-OUOIHMOTpaPHICCKOE 00CTY)KUBAHKE
noJjp30Bareiel (yurtaTeneil) B COOTBETCTBMH ¢ HMHGOPMAIMOHHBIMHU 3allpOCaMM Ha
OCHOBE IIMPOKOTO JIOCTYHA K JII0OBIM (hoHAaM.
2.2 ®opmupoBanue OUOIMOTEYHOro (OHNIa B COOTBETCTBUM ¢ TMpoduiieM dummaia u
MH(POpPMAIIMOHHBIMUA TOTPEOHOCTAMU MOJb30Barenel (uurareneit). OpraHuzauus u
BeJICHHE CIpaBouHO-OubInorpaduueckoro anmnapara u Gas JTAHHBIX.
2.3 CoaciicTBrie yueOHO-BOCIIUTATEILHOMY IPOLECCY U HAYUHOH AEATENIHLHOCTH.
2.4 loBbilleHUE YpOBHS HH(POPMalIMOHHON KYJIBTYPbl: IPUBUTUE HABBIKOB MO1b30BaHUS
KHUFOH W pa3iIM4HbIMHU CpeicTBaMU OOyueHUs, OUONIMOTEKOI; MOMOINL B OCBOCHUU
HOBBIX TEXHOJOTHH HHPOPMALMOHHOIO NTOUCKA.
2.5. CoBepleHCTBOBAHHE CHCTEMBI MEHEIPKMEHTa KayecTBa Quiakana Ha YPOBHE
OUOIHOTEKH.
2.6 YBenuueHue KOJIMYECTBa BU/I0B OUOIIMOTEUHBIX YCIyT, TTOBBIIIICHUE UX KayecTBa Ha
OCHOBE TEXHUUYECKOTO OCHAIUEHUS OMOIMOTEKH, KOMIBIOTEPU3ALIUH GUOANOTEUHO-
MH(DOPMAITMOHHBIX MIPOIIECCOB.

3. OcHoBHbIe pYHKUNHN OHOITHOTEKH
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3.1 bubanoreka OCYHIECTBIAET CBOIO JCATEIBHOCTH B KOOPAMHALIMK C ydeOHO-
METOAMYECKUM OT/IENIOM U Kadeapamu puivaia.
3.2 Opranusyer oOCIy)XMBaHHE UUTATEICH NPUMEHSAN METOIb WHAUBUAYAILHOIO W
IpYIIIOBOTO 00CIY)KUBAHUS.
3.3 ObecneuuBaer yuTaTesed OCHOBHBIMU OMOIIMOTCUHBIMHE yCITyTaMu:
. NPENOCTaBIsgeT IOJNHYI0 MH(OpManuioo o cocraBe QoHja OUOIUOTEKH H
3JIEKTPOHHBIX PECYpCax Yepe3 CUCTEMY KaTajoroB, KapTOTE€K W Jpyrue Gopmbl
MH(OPMHUPOBAHUS;
. OKa3bIBACT  KOHCYJIPTAIMOHHYIO [OMOIb B TIOMCKE UM BBIOOpE
OUOIUOTEYHBIX JIOKYMEHTOB U HCTOYHUKOB MHDOPMAIIUH;
o BbIJACT U3 PoHNa OUOJIMOTEKN BO BPEMEHHOE ITOJIb30BAHME B YMUTAJILHOM
3aj€ M Ha aboHeMeHTe OWOJIMOTEUHBIC JIOKYMEHTBI M JPYTHEe HCTOYHUKH
nHbopmauy;
. IIPEAOCTaBISET JOCTYI K 3JIEKTPOHHO-OMONMOTEUHOH cucTteMe duinana u
ObC IPRBooks.
3.4 CocraBiader B INOMOIIb HAay4YHO-HCCIIENOBATEIbCKOM NEATEIBHOCTH (uiHana
oubsnorpapuyeckrie yKa3aTeld, CHOUCKH JIUTEPATYPhl, BHIMTOJHACT TEMATHYECKHE, H
apyrue  OuOnuorpaduyeckue CIpaBKM; HPOBOAUT Oubauorpaduueckue 00630pbI;
OpPraHU3yeT KHW)KHbIE BHICTABKU.
3.5 OcyuecTBiser AEATEIBHOCTh, HAMPAaBICHHYID Ha COBEPIICHCTBOBAHUE CHCTEMBI
MEHE/PKMEHTA KauecTBa (Quimasia Ha ypoBHe OHOIHOTEKHU:
o BBISBJIAET CYHIECTBYIOLIME U MpeAlionaraeMpie HOTpeOHOCTH NMOJIB30Ba-
Tesieit OMONMUOTEKH;
. BBISABJISET M OLICHUBACT HH(POPMALMOHHBIC PECYPCHI, KOTOPBIE MOT'YT OBITh
UCHOJIB30BaHbI P 00CITy)KUBAHWH TIOJIB30BATEEH;
. y4aCTBYET B YIIPaBICHUH HH(OPMAIIMOHHBIMH pECypCaMu;
. OKa3bIBAET OMOIIL B OPraHH3aIH UH(POPMaLIMOHHO~METOIMYECKOTO
obecrieueHus: 00pa3oBaTENBLHOTO MPOLEcca;

. u3zyyaeTr 3PpPeKTUBHOCTH 00CITYKHBAHHS N0JIL30BATENCH.
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3.6 IIpuBHUBacT HABBIKU NOMCKAa MHPOPMALUK U €€ NPUMEHEHKs B yueOHOM Mpoliecce u
HayyHoOi pabore, YMEHHA OpPHCHTHPOBATHCS B  CIPABOUYHO-OUOIHOrpaduieckoM
arnrapare Ou0JIMoTeKH, MHPOPMAIIMOHHBIX CUCTEMaX U 0a3ax JaHHbIX OUOIMOTEKNU.

3.7 ObecneunBaeT KOMILIEKTOBaHuE (DOHIA B COOTBETCTBHH ¢ yUeOHBIMHU IPOrpaMMaMHu
W IUIaHaMK, TEMATHKON Hay4yHbIX HccaenoBaHuii. Ilpuobperaer yuyeOHyI0, HayuyHYIo,
NIEPUOJIMYECKYIO, CIIPABOUHYIO, JIUTEPATYPY U JIPYTrHe BUALI U3AAHWMH.

3.8 CaMOCTOATENBHO ONPEENAET UCTOYHUKM KOMILIEKTOBAHMA OUOIMOTEYHBIX (OHIOB.
3.9 Wsyuaer crenedb yAOBIETBOPEHUS YUTATEIBCKOTO CIPOCA C LENBI0 KOPPEKTHPOBKU
MJIaHOB KOMILIEKTOBAaHUS OUOIMOTEYHBIX (POHJIOB.

3.10 OcyliuecTBIACT yueT U pasMelleHHe OUOIUOTEUHBIX (OHIOB, OOECIECUUBACT HMX
COXPAHHOCTb, PEIKUM XPAHEHUS, PECTaBPallUIO U KOHCEPBALIMIO.

3.11 Mcxmouaer ¥ YTUIM3HUPYET AOKYMEHTBI M3 OHOJIHMOTEYHOTro (OHJIA COIJIAaCHO
TIOPANKY UCKITIOYEHMS JOKYMEHTOB, COIIACOBAHHOMY C JIEHCTBYIOIUMU HOPMATUBHBIMHU
1 MpaBoBbIMU aKTaMu. OCyILECTBISIET MepepachpeacicHiue HepoPHILHON U HU3IHIIHE
JtyOJIeTHOM JIMTEPATYPHI.

3.12 Bener cucreMy OHOIMOTEUHBIX KATAIOTOB W KAPTOTEK B MEKTPOHHOM BHJC U Ha
OYMa@XHBIX HOCHTEISX C LEJIBI0 MHOTrOACIEKTHOro Oubauorpaguueckoro pacKpbITHs
(bOoH0B.

3.13 [IpoBoauT HeeneAOBATENBCKYIO pabOTy O COBEPIIEHCTBOBAHHIO BCEX HANpaBIeHUH
NEATENBHOCTH OUOITHOTEKH.

3.14 YyacTByeT B CUCTEME MOBBIIICHUS KBATU(PUKAINY OMOIMOTEUHBIX paOOTHUKOB.

4. Ynpasienune. CTPyKTYpa v HITATHI.

MarepuajibHO-TeXHHUYECKOe obecniedeHue
4.1 PaboTHuky OMOIMOTEKY IPUHUMAIOTCA Ha paboTy NPHKA30M JUpEKTOpa dhusiaia.
4.2 [lesrenibHOCT  pabOTHUKOB  OWONIMOTEKM  PErIaMEHTHPYETCS  JIODKHOCTHBIMHE
UHCTPYKIMSAMH.
4.3 PykoBoacTBO OMOIHOTEKOH OCYHIECTBIAET 3aBEAYIOIIMH, KOTOPbIH HETTOCPEACTBEHHO
MOJYNHAETCS 3aMECTUTEIIO JUPEKTOPa 1O yueOHO-BOCMUTATENBHON padoTe.
4.4 3aBenylomui HECET NOJHYIO OTBETCTBEHHOCTH 3a pe3ynbTaThl paboThl B hpeﬂenax

CBOEH KOMIEeTeHHHH.



4.5 PyxoBoactBo ¢duamana obOecrneuuBaeT rapaHTHpOBaAHHOE  (DUHAHCUPOBAHME
KOMILIEKTOBaHuA, obOecneunBaeT ONOIMOTEKY HEOOXOAMMBIMHM TOMECIICHUIMHU B
COOTBETCTBUHU €  JEHCTBYIOIIMMM  HOPMaMHU;  DJIEKTPOHHO-BBIYHCIUTENBHOU U
KOIUPOBAILHO-MHOXXHUTEALHON TEXHUKOW, KOMMYHUKAITMOHHOW TEXHUKOH 1
OPITEXHUKOH.

4.6 bubsnoreka BEJET YUYETHYIO JOKYMEHTAIMI0 B IOPSJAKE, YCTAaHOBJICHHOM
HOPMAaTHUBHBIMHU JOKYMEHTAMM 110 OHOIMOTECUHOMY JIENY U JIOKATbHBIMU aKTaMH.

4.7 bubnunoreka OCylIECTBIISAET FOJOBOE IUIAHUPOBAHUE CBOCH JICSTEILHOCTH, a B CIyJae
HEOOXOAMMOCTH COCTAaBJIAET OT/ENBbHBIE TUIAHBI, KAcAIOIIUECS OT/CIBHBIX HalpaBieHUN
paboThI.

4.8 bubamoreka €XeroJHO HPEJACTABISCT OTYETHI M HMHYI0 HMH(POPMALMIO O CBOCH

JACATCIIBHOCTH B YCTaHOBJICHHOM NOPSOKCE.

5. IllpaBa u 00s13aHHOCTH
5.1 bubaunorexa obcnyxuBaet untareaeii B coorerctBuu ¢ [lonoxenuem u [paBunamu
M0JIK30BaHUSI OUOJIMOTEKON punmaa.
5.2 bubnuorexa UMEET MPaBo:
e CaMOCTOSATENBHO ONPENEIATh CONECPHKAHWE U KOHKPETHBIE (OpPMbI CBOEH

OCATCIIbHOCTH B COOTBCTCTBHHM C 3ajJadyaMH, YKasaHHBIMH B [Tonoxenuu o

OHOIMOTEKE;

. BHOCHTB U3MeHeHus B [IpaBuiia nosib3oBaHust OMOIHOTEKOM;

. ONPEACIISTH YCIOBUS 1OCTYNA K poHAaM 6UOIHOTEKH;

. OTNpEIENATh KOHKPETHBIC (hOPMBI 0OCTYKUBAHUS MOJIb30BATECH;

. 3HAKOMUTBCA € 00pa3oBaTE/NbHBIMU MPOrpaMMaMH, YUYEOHBIMH [U1aHaAMHU,

TUIaHaMU BOCIUTATEAbHOH padoThl u TemaTukoi HUP dununana;

. noJlyyaTb OT CTPYKTYPHBIX TMOJpasjeneHud ¢uivajla Marepuaisl U
CBEJIEHUs, HEOOXOAMMBIE [ pELIEHMs [OCTABIEHHBIX Hepen OMGAHOTEKOM
3aj1a4;

. OTpeNeNATh BHIBI 3aj0ra, B Ciydasx, orpejeieHHbix [lpaBiiamu
M0JIL30BAHUA OUMOIUOTEKOI; .

o COBMECTHO € (DMHAHCOBBIM OTJlejicHUeM Qunuana onpenesisTh BUIbl U

pasMep KOMIICHCalUK yiepda, HAHECEHHOro unuTaTesMu ONOIUOTEKY;
(—i-



o BHOCUTH MPEJUTONCHHS PYKOBOACTBY Guinana 1o BOIpocaM pa3paboTku
HOPMAaTHBHBIX JIOKYMCHTOB, PEINIAMEHTUPYIOUMX €€ JIEATEILHOCTD, a TaKKe I10
BOIPOCAM COJIEPIKAHUS U KOHKPETHBIX BHAOB ITOM AEATENBHOCTH;
o npejacrapiaate  Ouiman  AHO  BO  «MockoBckuif  HHCTUTYT
TOCYNIapCTBEHHOrO ynpaBjieHust W npaba» B IIckoBckoii 061acTd B paziMuHbIX
YUPSKICHHUAX B Mpeeiiax CBOEH KOMIIETEHLMH; TPUHHUMATh ydacTue B pabdote
COBEIIIAHUH, CEMUHAPOB MO BOIpOcaM OUOIHOTEUHON AeATENBHOCTH.

5.3 bubimoreka 00sA3aHa HECTH OTBETCTBEHHOCTD 38 COXPAHHOCTH (POHJIOB.

5.4 PaboTHUKM GUOIMOTEKH, BAHOBHbBIE B IIPUUYUHEHUH yIiepOa OUOIMOTEUHEIM (OHIaM,

HECYT OTBETCTBEHHOCTD B TMOPSIZIKE, YCTaHOBJICHHBIM JNEHCTBYIOLUM

3aKOHOAATCIILCTBOM.

3aB.0udJmoTeKon Onano6okxosa O.I'.




