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INOJIOKEHHUE
00 oTaesie HAYYHOH HHPOPMALHH, H3AATEIbCKOMH AeATeJbHOCTH
H Oubsorpaguyeckoro obecneyeHus
HpkyTckoro wpuandeckoro HHCTHTYTa (puanasa)
enepabHOro rocy1apcTBEHHOro Ka3eHHOIro 06Pa30BATEILHOIO
yupekIeHHus BbIcLIero oopa3oBaHus
«YHHBepcUTeT npokypaTtypsl Poccuiickoii ®egepannmn»

1. O6mue nosoxkeHust

1.1.Otmen  HayuHolf uHpOpMauuW, U30aTENbCKOH JEATENBHOCTH U
bubnuorpaduyeckoro obecnievenuss MpKyTCKOTO  FOPHIMYECKOrO WHCTUTYyTa
(bununana) denepanpHOrO rocyIapCTBEHHOTO KAa3eHHOIO 00pa3oBaTeaBLHOIO
YYPeXK/IeHHUs BBICLIEr0 00pa3oBaHHs «YHHBEPCHTET IPOKYpaTypsl Poccuiickoit
OQenepaunu» (Janee — OTHeN) SBISETCS  INOJpa3IeleHHEM WpkyTtckoro
IOPUANYECKOro  MHCTUTYTa  (duimana) desepanpHOro  rocyaapcTBEHHOTO
Ka3eHHOro 06pa3oBaTeIbHOTO yUPEKIEHHS BbICIIEr0 00pa3oBaHHUsA «YHHBEPCHTET
NpoKypaTypsl Poccuiickoit Oenepauuu» (nanee — Yuusepeuret, MHcTUTYT).

1.2. Otnen ocyuecTBiaseT CBOK JeATENbHOCTH B COOTBETCTBHH  C
Koncruryuuner  Poccuiickoit  @enepaumn, @DenepansHbiM  3akoHOM — «O
npokypatype Poccuiickolt ®enepauun», AeHCTBYIOIIMMH — HOPMATHBHBIMH
IIPaBOBBIMH aKTaMH Poccuiickoi Denepanuu, OpraHU3alMOHHO-
paclopsAAUTEIHBIMU ~ TOKyMeHTaMH ['eHepanbHOro mpokypopa Poccuiickoii
(Denepaluu U €ro 3aMecTuTeneii, pektopa YHHBEpCHTETa, nupektopa MHcTuTyTa,
YcraBoM  YHuepcutera, Ilomoxkennem 06 WHCTHTYyTe ¥ HACTOSIIMM
[Tonoxenuem.

1.3. CtpykTypa ¥ INTaTHas YHCIEHHOCTH OTJeNa YCTAHABIMBAIOTCS B
COOTBETCTBHH C NpUKa3zamu I'eHepasibHOro npokypopa Poccuiickoii ®enepanuu u
peKTopa YHUBepcUTETA.

1.4. OTBETCTBEHHOCTh 3a JEATENBHOCTh OTHENa HeceT 3aBeIYIO LUK
OTJICJIOM.
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1.5. CBoto paboTy oTzen npoBOAMT BO B3aWMOEHCTBHH ¢ (aKyIbTeTaMHy,
KadeapaMu 1 IpyTHMH HoapasaeieHusMu MHCTUTYTA.

2.3apayu 1 GyHKUHH OTIE/IA

2.1. OCHOBHBIMH 3aa4aMH OT/€ElIa ABJIAIOTCH:

2.1.1. Opranmsanuuss ¥  OCYyLIECTBIEHHE  peJaKIIHOHHO-H3]aTe/bCKOM
nestenbHoCcTH MHCTHTYTA: M31aHHe yueOHOM, yueGHO-MeTOIMIECKOM INTepaTyphl,
OTBeYaroIeH TpeOoBaHUAM (elepabHOro0 rocyAapCTBEHHONO 00pa3oBaTeIbHOTO
CTaHJapTa, a TAKXKe BBIIYCK HAYYHOH, CIIPABOYHOM U IPYTHX BUIOB JIUTEPATYPHI B
Lensix obecrnevyenus y4ebHOro npouecca H HayYHO-HUCCIEN0BATEILCKHX PaboT.

2.1.2. ObecnieyeHre y4acTHUKOB y4eOHOro M Hay4YHO-MCCJIEI0BATENHCKOTO
npouecca B MHcTUTyTe H0CTYnoM K HHGOpPMALUH [OCPEACTBOM HCIIOIL30BAHHSI
MH(MOPMALHOHHO-0UOIHOTEYHEBIX PECYPCOB.

2.1.3. [IpoBeneHne HayyHOM M MeTomuuyeckoil paGoTel B oGnactu
Ooubanorpaduun, OUOIHOTEUHOTO U U31ATENBCKOTO Aea.

2.2. Orzen oCcyIEeCTBISAET CAeAYIOIINE OCHOBHEIE (QYHKIMH:

2.2.1. ®opMUpOBaHUE IIIAHOB H3aHHs JIMTEPATypbl B COOTBETCTBHU C
YyCTaHOBJIEHHBIM IOPSIAKOM.

2.2.2. IlpoBefieHHe JIOMEYaTHON IOArOTOBKH pPYKOINHCEH: KOpPpeKTypa,
pPeIaKTUPOBAaHUE, H3TOTOBIEHHE OPUTHHAJI-MAKETOB.

2.2.3. MI3nanue 3aru1aHUpOBaHHBIX PYKOIHCEH.

2.2.4. Opranusauus BbINOJHEHHsS MOJUIpapuuecKux paboT CTOPOHHHMHU
OpraHU3alUsIMH.

2.2.5. OcyuiecTBieHre KOHTPOJIS 32 KaUECTBOM H31aBaeMOM JIUTEPaTy I, ee
nojaurpaduyecKum UCIIOJIHEHHEM, COOTBETCTBHEM U3/1aTeJIbCKUM 7
nonurpapuyeckum 'OCTawm.

2.2.6. Onpenenenne TeXHOJNOTUH PeNaKI[MOHHO-M3/1aTeIbCKOTO IIPolecca.

2.2.7. KoHTponp 3a pacnpefielleHHEM U paclpOCTPaHEHHEM O00S3aTeNbHBIX
3K3EMILISIPOB.

2.2.8. Pa3melleHHe ONIEKTPOHHBIX BEPCHH H3JaHUH B  3MEKTPOHHBIX
OubnuoTekax u 0azax JaHHBIX.

2.2.9. Opranuzauus TudhepeHIUPOBaHHOTO 6ubnuoreyHoro u
MH(OPMALHOHHO-OUOIHOrpadrUecKoro o0cy KUBaHHUS pabOTHUKOB U
obyyaromuxcs MHcTUTyTa (manee — yuratenu) Ha aGOHEMEHTE W B YHUTAILHOM
3ane.

2.2.10. Obecrieuenue yuTaTenell OCHOBHBIMH OHOIMOTEYHBIMM YCITyraMH;
CO3/IaHH€ YCJIOBHH JiIsl CBOOOAHOrO BbIOOpA YMTaTEIeM HEOOXOIMUMBIX U3JaHHI U
OPYTUX JOKYMEHTOB.

2.2.11. IlpuBuTHe uHMTATeNAM HABBIKOB IIOMCKa MH(OpMAlLMH, ee
NPUMEHEHHUS B y4e0HOM MpoLecce U Hay4HOH paGoTe, yMEHUs OPUEHTHPOBATHCS B
CIpaBOYHO-OHOIMOrpaduueckoM amnmapare OMONIMOTEKH, WHGMOPMALHOHHBIX
cucTeMax U 6a3zax JaHHBIX.

2.2.12. @opmupoBanHe ¥ oOpraHu3auMs (OHJA B COOTBETCTBHHM C
oOpasoBare/IbHBIMH ITPOrPaAMMaMH M TEMATHKOHN Hay4YHBIX HCCIIEI0BAHMIA:
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— KOMIIJICKTOBaHHE JJOKYMEHTOB M UX Y4eT: IpHoOpeTeHHe, IpUeM, Bblaaya,
BBIOBITHE;

— TonojHeHHe (OHAa MHGOPMALMOHHBIMH pecypcaMu ceTd WHTepHer,
0a3amu 1 GaHKaMU JaHHBIX JPYTHX OpraHH3aluil;

— CHCTEMAaTHKO-aJI(paBUTHAs PAcCTAHOBKA JOKYMEHTOB B COOTBETCTBUH C
YHuBepcanbHo-6ubanorpadudeckoil kiaccupukanue;

— odopmieHre OuOIMOTEYHOrO (OHAA C IIOMOILBIO [OJOYHBIX U
OyKBEHHBIX pa3/ieIuTes e, MOJOUYHBIX H CTEHIOBBIX BEICTABOK;

— H3YYEHME W aHaIu3 cocTaBa (hOHMA U €r0 UCITOJIB30BAHMS;

— olecrieueHue pekUMa XpaHeHHs. U COXPAHHOCTH GMOIHOTEYHOro (hOH/1;

— BbIABJICHHE YTPaTUBLIMX Hay4HO-TI03HABATEIbHYIO LIEHHOCTb
(ycTapeBUIMX) M BeTXMX JOKYMEHTOB, MX CBOEBPEMEHHOE CITHCAHHE [0
YCTaHOBJIEHHBIM HOPMaM H IIPaBHJIaM;

— KOHTPOJIb 3a BBIJAHHBIMH YUTATEIISIM JIOKYMEHTaMH;

— TpOBEJICHUE NMEPHOJUYECKUX NIPOBEPOK POH/A;

— O(OpMJIEHHE TOANMCKH Ha TepUOJMYECKHe H3JaHHs, KOHTPOIb 3a HX
JOCTaBKOM U perucTparus.

2.2.13. Co3nanne HHGOPMALHOHHON MPOIYKIHH:

— Hay4dHas  (aHQJMTHKO-CHHTETHYecKas) o00paboTKa  MOCTYIHBIIMX
JIOKyMEHTOB ITyTEM HX CHCTEMAaTH3aUMH, MpEJMETH3aLUH W 3JIEKTPOHHOM
KaTaJoru3aluy Ha OCHOBE HH(OPMaIMOHHO-01OIHoTeunoM cuctemsl MPBUC

— TeXHHUYecKas 00paboTKa MOCTYNHUBIINX JOKYMEHTOB;

— OpraHM3anMs W BelleHHE CIIpaBOYHO-OmMOiMorpadudyeckoro ammapara, B
TOM 4YHCclie: an(aBUTHOTO M CHCTEMAaTHYECKOrO KaTalloroB, 3JeKTPOHHOIO
KaTasora, 6a3 JaHHBIX;

— pa3paboTka peKOMeHaTelbHbIX Oubiuorpaduueckux nocobuii (CrucKoB,
0030poB, yKa3aTenei u T.IL.).

2.2.14. Beienvre 6ubnmMoTeYHOH y4eTHO-()MHAHCOBOM JOKYMEHTALIMH: KHHUIA
CYMMAapHOIO y4eTa; HHBCHTAPHbIC KHUI'M Y4eTa, TeTpadb y4eTa KHHUI, PHUHATHIX
B3aMEH yTEPAHHBIX; aKThl U HAK/Ia/[HbIE HA NIOCTYIICHHE U CITHCAHHE JOKYMEHTOB;
KHATa y4eTa aKTOB Ha CIMCAHHE JIMTEPATYpPhl; JKyPHAT YYe€Ta HHBEHTAPHBIX
HOMEpPOB; aKTBl O IPOBECHUM WHBEHTAPU3ALMU M MPOBEpOK (OHMA; KypHan
ydyeTa TOCEeIeHNH; KHUra y4eTa MHOTrO3K3eMILUIIPHON JIMTEpaTyphl; KapToTeka
MHOTO3K3eMIIIAPHOM JINTEPaTy Pbl; KAPTOTEKA JIUTEPATyPbl BPDEMEHHOI'O XpaHEHHS;
perucTpaloHHasl KapToTeKa MepUOAHYECKUX U3IaHUH.

2.2.15. [nanupoBanne paboThl OTHENTa M IOArOTOBKA OTYETOB B
COOTBETCTBHH C YCTaHOBJIEHHBIM MOPSIIKOM.

2.2.16. IlpoBeieHne METOJMYECKOH M KOHCYJBTAMOHHOH paGoThl C
(akyibTeTamu, KadeopaMH W IPYTMMH  TOZApasfiesieHHsAMHU HuctutyTa 1o
BOIPOCaM  WH(OPMaLMOHHO-OUOIHOrpaduueckoro obecrieyeHus | BBIITYCKa
JUTEpaTypBhl.

2.2.17. BeInosnHeHHe KONUPOBAIBHBIX U MHOKHTEILHBIX paboT mo 3asBKam
nonpasaenenuit Mucruryra.
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2.2.18. Paspabotka ITonoxenust o6 OTzene, MpaBUII MONB30BAHHS (GOHIAMH
OnOIMOTEeKH, JOMKHOCTHBIX HMHCTPYKLUMH paGOTHHKOB OT/JeNa, pacliCaHus
paboTel abOHEMEHTAa M YMTAlBHOTO 3ala, MHBIX NOKYMEHTOB, BXOISIUUX B
KOMITETEHLIHIO OT/eJa.

3. IlpaBa oTaena

3.1. Otnen umeer npaso:

3.1.1. 3anpaiuBate u nomy4aTs y noxppaszeieHuii MHCTUTYTa MaTepualisl,
HeoOXOIUMBIe IS OCYILIECTBIIEH S CBOEH AeATEeNbHOCTH.

3.1.2. YyacTBOBaTh B 00CYKIEHHH BONPOCOB U3/1aTENILCKON JeSTeNbHOCTH 1
HH(OPMALIMOHHO-6UOIHOrpadrueckoro obecreyeHusl.

3.1.3. BHocuth PYKOBOZCTBY Huctutyra IIpeJIOKEHUs 1o
COBEPLICHCTBOBAHHIO paboThl oOTHena, (HOpM M METOAOB W3AATENLCKOM M
Oub1HoTeUHO-UHGDOPMALIMOHHOMN PaboTEHI.

3.1.4. OcyliecTBIATh B3aUMOJEHCTBAE ¢ JPYTHMMM OPraHM3ALMSIMH IO
BOMpocaM, BXOJAILMM B KOMIIETEHLIMIO OT/€ENa.



