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INOJIO’KEHHE
0 peAaKIHOHHO-H3AaTeIbCKOM OT/Ae/Ie

1. O0mue nonoxKkeHNs

1.1. Hactosmee ITonoxkenue onpeaessieT OCHOBBI eI TeTbHOCTH, I U 331a4l, QYHKIHH, IpaBa
¥ OTBETCTBEHHOCTh PENAKIIMOHHO-H3AATEIbCKOTO OTIENA.

1.2. PeqakMOHHO-U31aTEeNLCKUH OTIE - SBJSETCS CTPYKTYpHBIM moapasiaenenuem I'AY JIIIO
«HCTHTYT yCOBEpIICHCTBOBaHUS Bpauei» Munzapasa Uysammu (nanee « HCTHTYT?).

1.3. OTmen co3naercs ¥ TUKBUAUPYETCS IIpUKa3oM pektopa MHceTuTyTa.

1.4. Otern Mo IYHHSETCS HEMOCPEICTBEHHO TPOPEKTOPY 10 yueOHO-METOJHIECKON padoTe.

1.5. Otaen Bo3riaB/sieT HaualbHHK, Ha3HAYACMBbIH Ha J0JDKHOCTh NIPUKa30M peKkropa Mucruryra.

1.0, Otaen B CBOEH JESTEIBHOCTH PYKOBOACTBYETCS:

- 3aKkoHOaTeIbcTBOM Poccuiickoit denepanui;

- YcraBoMm MHCTUTYTA;

- [IpaBWJIaMH BHYTPEHHETO TPYLOBOI'O PacIOpsiIKa;

- IOKyMEHTaMH 10 CHCTEME MEHE/KMEHTa KauecTBa: MOJIMTUKONW M IEsIMH B OOJIAacTH KavyecTBa
WuctutyTa, PykoBoacreom o kauectBy Muctutyta, UCO 9001:2015;

- HHBIMH JIOKaJbHBIMH HOPMATUBHBIMU akTamu MHcTUTyTA;

- IPUKa3aMH U pacropsDKEHISIMU pekTopa MHCTHTyTa, a Takke HacTosmuM [lonoxenueM.

1.7. HauanpHHK pelakHOHHO-M3/IATEIbCKOr0 OT/eNla paclpefessieT 00A3aHHOCTH  MEXIY

COTPYAHUKaAMU PEAAKITUOHHO-U3JATCIIbCKOTIO OTACIA U pa3pa6aTLIBaeT HX TOJDKHOCTHBIC HHCTPYKIIHUH.

2. CTpykTypa oTaea
2.1. CTpykTypy ® INTATHYIO UYHCJIEHHOCTh pPENAaKIHOHHO-U3JATEIbCKOrO OTHENa YTBEPXKAAeT
pektop MHCTHTYTa HCXOIS M3 YCIOBUH M 0COOEHHOCTEH aeaTesbHOCTH MHCTUTYTa 1O MpEnCTaB/ICHHUIO
HavaJ bHUKA PENAKIMOHHO-M3IATeIBCKOr0 OTAeNa M [0 COIVIACOBAHMIO C OTAEIOM KaJpOBOTO
U IIPABOBOT0 O0eCIeYeHUs NeSITEIbHOCTH YUPEK AECHHUS.
2.2. HayajbHUK pelaKiHOHHO-W3/IaTeIbCKOTO OT/Aea pachpeienseT OO0SI3aHHOCTH  MEXKIY
COTPYAHUKAaMH OTJe/a U pa3padarbiBaeT JODKHOCTHBIE MHCTPYKIHH.

3. 3apauu 1 pyHKUUHU 0TIE/1A

OCHOBHOW  3ajjaueil  peNaKIMOHHO-W3AATEIbCKOrO  OTHeNa  ABIACTCA  OpraHu3alus |
OCYILIECTBJICHHE PENaKIMOHHO-U3/1aTeIbCKON JesTeabHOCTH  VIHCTHTYTa, MPEKIC BCEro U3JAaHUs
yueOHOM, METOIMYECKON JIUTEPaTyphl, OTBEYAIOIIeH TpeOOBAHKAM rOCYIapCTBEHHOIO 00pa30BaTeIbHOTO
CTaHJapTa, a TakKXe BBIIYCK HAY4YHOH, CIPaBOYHOW W JAPYrUX BHJIOB JIUTEPATypbl B HHTEpecax
obecrieuenus esTesbHOCTH MHCTHTYTA.

B cooTBeTcTBMEH C 3amauamyl pelaKlMOHHO-U3JATEJIbCKAN OTJAEN BBIMOJHSCT CIEAYIOIINe
byHKIHU:

- (popmupoBaHKE rOJOBBIX [UIAHOB U3JAHUS JIATEPATYPhI;
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- U3JJaHUE 3aIlJIAHUPOBAHHBIX PYKOITHCEH;

- BBINOJHEHHUE OTAEIBHBIX JJIEMEHTOB PEIAaKIMOHHO-U3/IaTENbCKOr0 LHKIA: PENaKTHPOBAHHE,
WU3TOTOBJICHUE OPUTHHAI-MAKETOB, THPAKHAPOBAHUE U T.11.;

- OpraHus3aius KOHTPOJsS 3a Ka4eCTBOM H3aBaeMOM JIUTepaTypbl M €€ MOJUrpadUuuIecKUM
WCIIOJTHEHUEM, €€ COOTBETCTBUE U3aTeNbCKUM U nourpadpuyeckum ['OCTam;

- METOAWYecKass KOHCYJIbTaTHBHAas paboTa €O BCEMHU CTPYKTYPHBIMM IOJpa3[eIeHUSIMH,
kadenpamMu, Kypcamu, OHUOJMOTEKOH IO BOIMpPOCAM BBIMYCKA JUTEPATypbl U pPEAIH3alUHA T'OTOBBIX
THPAXKEH;

- OIpeJeJIEHHEe TEXHOJOTUH PEIaKIIHOHHO-U3AaTeIbCKOTO IPOLIecca;

- OmpejesieHHue MpPOLEeAyphl IIPEICTABICHHS PyKOIHced aBTOpoB MHCTHUTYyTa B MUHHCTEPCTBA U
BEIOMCTBa, Y4Y€OHO-METOJIUYECKHE OOBEIUHEHUS, HAYYHO-METOAMYECKUE COBETHI IS IIOJIy4CHUS
PEKOMEHAANNHY K U3JIaHUIO UX C rpudom;

- KOHTPOJIb 3@ PacChUIKON 00s3aTeIbHBIX IK3EMILISPOB;

- OpraHM3alUsl 3aKTIOYCHHs JOTOBOPOB HA BHINOJHEHHE pA3IMYHBIX MOJUTpaQUUEcKUX U
oopmuTenbekux paboT CTOPOHHUMH OPraHU3AIUSIMU;

- aHaAJIM3 COCTOSIHUS CIpOca Ha BBITYCKAEMYIO JIUTEpPATypy B IENIsIX 00€CIeueHUs] NOXOIHOCTH
U3IaHWH;

- QHAJIN3 PENaKIMOHHO-U3/1aTEIbCKON AESITeNIbHOCTH VHCTUTYTa U MpEACTaBIEHUE PE3YJIHTATOB
Ha Y4yeOHO-MeToanuecKkuit coBeT MHcTUTYTA,

- ydacTHe B (JOPMUPOBAHHUHU CTPYKTYPhI H3/1aTEIBCKOTO ToApa3aeneaus B HcTUTYyTE;

- IpoBeJcHUE pabOThl IO MOBBIIICHUIO KBATU()HUKAIUH PEAAKIIMOHHOTO MEPCOHANd, OCBOEHUE
COBPEMEHHOH M3aTEIbCKOM TEXHUKH U TEXHOJIOTHH;

- COCTaBJICHHE IEPEYHS PACXO0JI0B Ha PEAAKIMOHHO-H3ATEIBCKYIO AESITeNbHOCTh (IIOArOTOBKA
MaTEpUAaJIOB; Ha PacdeThl C TUIIOrpaQHsIMU U TIp.);

- IpeAcTaBleHHe HHQOpMaLlii B PUHAHCOBO-3KOHOMHYCCKHM OT/IEN /IS KaTbKYJISIIHH ITeYaTHOH
HIPOJIYKIIHH.

4. IlpaBa 1 00513aHHOCTH 0T/Ae/a

4.1. PenakumoHHO-M31aTENLCKHN OT/IEI BIIPaBe:

- paspa0baTeIBaTh HOPMATUBHBIC M HH)OPMAIIMOHHBIC MATEPUAIIBI 110 M3IATEIbCKOM e TeIbHOCTH
JUIsL BHYTPEHHETO II0JB30BAaHUSA, [aBaTh YyKa3aHWUs CTPYKTYpHBIM mojapa3zaeneHusM HMHctutyra mno
BOIIPOCaM, OTHOCAIIMUMCS K KOMIIETEHIIMK OTAEJIA U BBITEKAIOUINM U3 QYHKIUH, KOTOPBIE [IEPEUNCIICHB] B
HAaCTOSALIEM II0JIOKEHUH,

- (opMHpOBaTh aBTOPCKHE KOJUIEKTHBHI H BKIIOYATh MPEUIOKEHHS B TEMATHYECKHE IUIAHEI
u3annii MHCTHTYyTa B yCTaHOBJICHHOM MOPSIKE;

- TpeOOoBaTh U MOIY4YaTh OT CTPYKTYPHBIX TopaszeicHuid VIHCTUTYTa MaTeprasibl, HEOOXO0IUMBIE
VTSI IEATENBHOCTH OT/EA;

- OTKJIOHHTH INPEACTaBSIEMYI0 K H3/IaHHIO PYKOIMCh IPH €€ HECOOTBETCTBUM TpeOOBaHHSIM
JEHCTBYIOIINX HOPMATUBHBIX JOKYMEHTOB;

- ONPEAEIATh TUNOrPa(pUIO sl BBIIOJHEHHSI KOHKPETHBIX pad0T W MOPSIOK B3aMMOAEHCTBUS C
HEM;

- 10 COIJIACOBAHMIO C peKTOpoM MHcTHTyTa MpUBJIEKaTh SKCIEPTOB M HAYYHBIX CHELHAIUCTOB
JUIsL KOHCYJIbTAIIM, IOATOTOBKY 3aKJIIOYEHHM, pEKOMEH Al U MPeJI0KEHUH.

4.2. OO0sA3aHHOCTU peNaKIIMOHHO-H3AATeILCKOTO OTAeA:

- MPEAOCTABIIATE 110 3ampocaM pyKoBoacTBa MHcTUTyTa Marepuasibl 0 BOIIPOCaM, OTHECEHHBIM
K €r0 KOMIIETEHIINY;

- BECTH JIEJIONIPOU3BOJCTBO B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSIKOM;

- o0eceunBaTh 3aIIUTy MEPCOHATBHBIX JaHHBIX, HAXOIAIIHXCS B paboTe oTaeNa;

- OPraHM30BbIBATh U OCYILIECTBIIATH BBIIIOJIHEHUE BO3JIOKEHHBIX HA HETO 3a/1a4 U IIOJTHOMOYHH.

5. B3aumooTHOmEeHUs
Jlns BeIMOTHEHHS (QYHKUUHM M peau3alMy MpaB, MPeIyCMOTPEHHBIX HacTosmuM [lomoxeHueM,
PENAaKIMOHHO-U3/1aTeNbCKUM OT/IEN B3aUMOCHCTBYET:
C xadenpamu u kypcamu MHCTHTYTa 1O BOMPOCaM:
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- TIOJIYHCHHS: MAaTCPHAIOB U JOKYMEHTOB, HEOOXOIMMBIX JUTsl HOATOTOBKH W3JaHUM; KOHCYTbTALHIT
CIICIHUAIKCTOB II0 OTIHEILHBIM BOIPOCAM; 3asBOK HA THPAXXHPOBAHHE JIMTEPATYPhl, HEOOXOMUMOMN is
JeSITENbHOCTH Kadenp.

- TIpENOCTABJICHUSL: TIOArOTOBICHHBIX MaTCPHAIOB JJIsl COTTACOBAHMS M TIOJNyYEHHUS BU3 «B II€YATHY;
9K3EMIIPOB FOTOBBIX U3AHUM.

C GyxranTepueit o BOIpocam:

- ITOJTyYCHHSA. MaTEpUalOB W JOKYMEHTOB, HEOOXOJHUMBIX JUIS IOATOTOBKH H3JAHHMH 10
(hMHAHCOBBIM, SKOHOMHYECKHM U COLMATLHBIM BOIPOCAM; Pa3bICHEHUH 1 PEKOMEHAAUH TI0 OTAETbHEIM
BOMpPOCaM;  COITacOBaHHBIX CMET PACXONOB HA MAEATENbHOCTh DPEIaKIMOHHO-H3JATETECKOTO OTHENa;
pacueToB ce0ECTONMOCTH U3/aHH, BBITYCKAEMBIX PENAKIIMOHHO-H31aTe/bCKAM OTIETIOM;

- HPCIOCTaBJICHHS: CMET pAacXOJOB HAa JEATENBHOCTh PEAAKIHOHHO-H3AaTeNbCKOTO OTHeNa;
9K3EMILIAPOB FOTOBBIX H3IaHMH,

6. OTBETCTBEHHOCTDH

6.1. OTBEeTCTBEHHOCTh 3a HEHAUIEKALIEE U HECBOCBPEMEHHOE BBIIOIHEHUE OTACIOM (DYHKIIHIA,
TIpeyCMOTPEHHBIX HACTOSIUM [loNi0KenreM, HeceT HaYallbHUK peJaKIHOHHO-H3IaTeLCKOTO OTIe]A.

0.2. Ha HavanbHEKAa pEJAKIMOHHO-M3IATENBCKOrO OTAENa  BORIATACTCS IepCcoHaIbHAas
OTBETCTBEHHOCTD 34;

- OPraHu3alHIo JICATENLHOCTH OTHEIa IO BBIIOJHEHHIO 33484 W (QYHKIHH, BO3JIOKEHHBIX
Ha OTIEII,

- OpraHU3aluio B PEAAKIMOHHO-U3IATEIbCKOM OTZEINE ONMEPATHBHON U KaueCTBEHHOM [TOIIOTOBKH
1 HCIIOJIHCHHUS TOKYMCHTOB, BEICHUE JIENIONIPOU3BOJICTBA B COOTBETCTBUM C JAEHCTBYIOIIUMH MIpaBUJIaMH U
HUHCTPYKIIUSAMU;

- cobmonenune COTPYIHUKAMH PENaKIIMOHHO-U3IATEIBCKOTO oTaena TPYIOBOM
U IPOU3BOCTBEHHON JMCIIUILIAHEL

- obecreyenre COXPaHHOCTH HMYINECTBA, HAXOUALIEIO B PENAaKIIMOHHO-U3AATEILCKOM OTEIe
¥ COOJIIOIEHHE TIPABHJT [I0XKAPHON GE30macHOCTH;

- ToA00p, PACCTAHOBKY U JIEATETBHOCTD COTPYJHHKOB peIaKIIMOHHO-U3IaTEIbCKOr0 OT/IENa,;

- HECOONIO/IeHHE COTPYIHHKAMH OT/ena TpeGoBaHmi PykoBoxcrea mo kadectBy MHcTHTyTa,
MCO 900:2015 B mpenenax ux KOMIIETEHIHIA;

- COTPYIHHKH DEIaKIMOHHO-U3JATEe/IbCKOIO OT/eNa HE BIIpaBe pasriiamaTh HHQOPMALHIO
00 MMEIOMIUXCSI IEPCOHATBHBIX TAHHBIX pabOTHHUKOB;

- OTBETCTBEHHOCTh PAbOTHHKOB  PEAAKIMOHHO-M3NATEIBCKOTO — OTHENa yYCTaHaBJIHBAETCS
UX JOJDKHOCTHBIMU HHCTPYKIUSAMH.

4
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