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1. OO0mue moJiokeHHUs

1.1. Ormen mo pabote ¢ abutypuenTamMu (mamee mo TtekcTy OTmen) siBisgeTcs
CTPYKTypHEIM mozxpaspenenueM @I'bOY BO «Anpirelickuit rocynapcTBeHHBIN VHH-
BEPCUTET) (Jajiee MO TeKCTy YHHUBEPCHTET) W obecreunmBaer mesTensrocts ALY 1o
BOIIPOCaM, OTHECEHHBIM K €r'0 BEIECHHUIO.

1.2. B cBoeit mesrensroctr OTnen PYKOBOJIICTBYETCSI 3aKOHOAATEILCTBOM Poc-
cuiickoii ®enepanuu, ycraBoM Yausepcuteta, [Ipasunamu JICJIOIIPOM3BOJCTBA B (hee-
PAIbHBIX OpraHax HCIONTHUTENbHON BIACTH, YTBEPXKIECHHBIMU [IOCTaHOBIeHHeM IIpa-
BUTENbCTBA Poccuiickolt Genepanuu ot 15 mrons 2009 r. Ne 477, u MeToqmuecKaMy
PEKOMEHIIANMUAMK IO JICIOIPOU3BOACTBY B (eepalibHBIX OpPraHaX HCIOJIHUTENbHBIX
UCIIONHUTE/BHON BIIACTH, YTBEPKASHHEIMH [pUKazoM DerepanbsHoro apXUBHOTO
areHTcTBa OT 23 nekabps 2009 r. Ne 76 w MHCTpyKImy o JeJIONPOMU3BOICTBY B MUHHU-
CTepCTBe 00pa30OBaHUs M HAaykKu Poccuiickoi Deniepanny, yTBEPKIEHHON IpHKa3oM

22917 or 30.12.2011 r., UucTpyKimeii mo JACIOIPOU3BOACTBY YHHUBEPCHTETA, IIO-
KaTbHBIMU aKTaMH YHUBEPCUTETA, HACTOAIINM [10JI0KEHHEM.

1.4. KoopmuHanuto mesrensHocTH OTnena OCYIIECTBIIIET PEKTOP B COOTBET-
CTBHU C YCTaHOBIICHHBIM B YHUBEPCUTETE pacIpeieleHneM 00I3aHH0CTe .

1.5. Ornen BosrmaBimser mavamermk OTxedna, IPUHAMAEMBIH Ha yKa3aHHYIO
AOJUKHOCTh M OCBOOOXKIAEMBIH OT JOJDKHOCTH TIPUKA30M PEKTOpa YHHUBEPCHTETA II0
IPEACTABICHIIO IpOpekTopa. Havaneruk OT/iena HoXIHHAETCS HETTOCPEACTBERHO peK-
TOPY ¥ HECCT MEPCOHATIPHYIO OTBETCTBEHHOCTD 3a JeATeIbHOCTs OTrea.

1.6. Muble paboraukyn Otnena HasHAYAIOTCS HA NODKHOCTE U OCBOOOXITAIOTCS
IIPHKA30M PEKTOpa YHUBEPCUTETA B YCTAHOBIEHHOM HOPSLIKE.

1.7. CTpyKTypy, YHCIEHHOCTD ¥ IITATHOE pacnucaHue, U3MEHEHHUS B CTPYKType
4 IMTaTHOM pacnucanuy OT/elna yTBepkaeT PeKTop YHHBEPCHTETA.

1.8. B ctpykTypy OTnena BXOmuT:

- IpHEeMHas KOMHCCHS.

1.9. TpynoBsle 00s13aHHOCTH PaGOTHHKOR Otnena, ycmoBus ux Tpyzna ompemers-

FOTCS TPYNOBBIMU IOTOBOPAMH, 3aKIIOYAEMBIMH C KaXIBIM PabOTHHKOM, MOIDKHOCT-

HBIMH MHCTPYKIMAMU paboTHuKoB Otrerna, a Takxke IIpasunamu BHYTPEHHETO PacIIo-
psnKa YHUBEpPCHTETA.

J0IDKHOCTHEIe MHCTPYKIUH paboTHHKOB OTnena YTBEPIKIAIOTCA PEKTOPOM, II0
IIPeICTaBIIEHNIO HadaapbHuKa OTaena.

1.10. ITonmoe Hanmenosanue Otaena — OTaen mo paboTe ¢ abuTypHueHTaMH.

1.11. Otnen umeer cobcTBEHHbIH pasnen Ha opuIuaIbLHOM caiiTe YHuBep-
CUTETa, CO3MaHHYIO U TMOIANEPKUBACMYIO B COOTBETCTBHU C JEACTBYIOIUMHU B
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YHHEBepcuTeTe permaMeHTaMy U 06eCredHBaOITyo IIPEJICTABIICHUE aKTyalbHON
nHbopMaryy o aestensHocTd OTHena.

1.12. K noxymentam OTzerna UMEIOT TIpaBo JOCTyTIa, IIOMUMO €ro paboT-
HUKOB, DCKTOD M IIPOPEKTOD, JUIA, YIOJHOMOYEHHBIE UMHU IS [IPOBEPKHU JIesi-
TenbHOCTH OTzena, a Takke UHbIE JIUIA B COOTBETCTBUM C 3aKOHONATEIHCTBOM
Poccuiickoit @enepannn.

1.13. Tlonoxenue 06 OTmerne, MOMONHEHAS W H3MEHEHHS B HEro yTBep-
XKIAFOTCSI IIPUKA30M PEKTOpA.

2. OcHoBHBIE 321290

2.1. OcHoBHBIMY 3amauamu OTeNa SIBISIOTCS:
2.1.1. moaroToBKa K IpreMy MOCTYIAIIIHX;

2.1.2. nposenenne MHGOPMALMOHHON U KOHCYIETATUBHOM paboTEI 10 BO-
pOCaM IOCTYIUIEHUA B YHUBEPCHTET B COOTBETCTBHH C IOPSIKOM IIPHEMA;

2.1.3. paspaGoTka u IpoBejieHHE MEpPOIPUSTHI, HallpaBJICHHBIX Ha CO-
BEPIICHCTBOBAHUC METONOB INPUBJICYCHUS aOUTYPUEHTOB M HpOIECCa HOBOTO
Habopa CTyIeHTOB;

2.1.4. xoopauHAN¥s paboTsl GHUINATOB YuuBepcureta u OT/iena ¢ menbio
nporecca Habopa CTYIEeHTOB;

2.1.5. oGecneuenue uHpopManueil, oTHOCAIIEHCS K nestenbHocT OTre-
J1a, PyKOBOJICTBA YHUBEPCUTETA, PYKOBOLHUTENEH CTPYKTYPHBIX nmoApasaeneHu
YHuBepcureTa;

2.1.6. paspaboTka M HOATOTOBKA K YTBEPKACHUIO TOKYMEHTOB B IIpejie-
nax KomneTeHmr OTaerna KacaroIuxcst MEPOIIPHATHIE 10 TIOATOTOBKE I OpraHu-
3alliH IIpoIlecca HOBOro Habopa CTYIeHTOB.

3. ®yHKOUH

3.1.B COOTBETCTBHHU C BO3JI0XECHHBIMHU 3agavamMu OTI[GJI BEBIIIOJIHAET CIICOYIOIHE

byHKIIN:

3.1.1. B memsIX OpraHM3aluy HOBOIO Habopa CTYyNEHTOB, KOOPIHHAILIUN COB-
MECTHBIX NeHCTBUA ¢ QuIHanaMu YHUBEPCHTETA U CTPYKTYPHBIMHU IIOApa3eiie-
HUSMH YHUBEPCUTETA:

- YHACTBYCT B COBCINAHMAX PYKOBOACTBA M CTPYKTYPHBIX MOJpasiIelieHuit
YHHBEpCUTETA, B CEMHUHAPAX 110 BOIPOCAM IPUBJICYCHUS ¥ IIpHEMa MOCTYIIAr0-
X,
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- aHalU3UPYeT U IpelJiaraeT PyKOBOAUTENSAM, CTPYKTYPHBIM IIOApa3sele-
HUAM YHHBEPCHTETA METOIB HamboJee DPe3yNbTATHBHOIO IIPOBENECHHS Mepo-
IIPHUATHH B BH/e TOKYMEHTOB U IIPE3eHTAIMil Ha COBEIIAHUSIX H CeMUHApaX, npo-
BOJIUMBIX B LIEJIIX OpraHu3aliy HOBOTO Habopa CTyIeHTOB;

- KOOpAMHHPYeT pabOTy CTPYKTYPHBIX IOZApasielieHnil YHmBepcuTeTa,
IPHHUMAIOIIUX yYaCTHe B IIpouecce Habopa CTYIEeHTOB.

3.1.2. B nemsx opranusanuy WHGOPMAHOHHON U KOHCYJIbTaTUBHOH pa-
0011 OTena:

- IPOBOJUT KOHCYJIbTAIIUH 110 BOIIpOCaM IMOCTYILJICHUS B YHI/IBepCI/ITeT;

- PasMeINacT U CBOEBPEMEHHO OOHOBISET HH(DOPMAIIHIO IO BOIIPOCAM II0-
CTynuieHus, JIHsIM OTKPBITBIX IBepeil Ha caiite YHUBepCHTETA;

- OKa3bIBACT TIOMOIb B OpraHM3anuu paboTel (aKyIbTETOB, OTAENEHUN (ha-
KYJPTETOB, MHCTUTYTOB II0 IIPUBJICYCHUIO aOUTyPHEHTOB B IIPOIECCE HOBOTO
Ha0opa CTyIEHTOB;

- IPUHAMAET y4acTHe B pa3paboTke HH(GOPMAIHOHHBIX MATEPHATIOB 110 BO-
[pOCaM OpramM3aliy U IPOBEICHUA MEPONPHATHH 110 IPHUBICUCHUIO abUTYpPH-
CHTOB H IIPHEMY CTY[ICHTOB IJIA CPEICTB MAacCOBOM MHGOPMAIUKM M HHTEpHET-
pecypcos;

- CII0coOCTByeT obecreueHuro mpueMma [IOCTYNAIOIINX U3 YHUCIA UL, C
OTPaHMIECHHBIMEI BO3MOKHOCTAMHE 3X0POBbS U (MJIM) HHBAJUIOB C YUETOM OCO-
OeHHOCTEl MX MCUXO(QH3MIECKOTO Pa3sBUTHA, UX WHIMBHIYAIbHBIX BO3MOXKHO-
CTEH U COCTOSHHS 37I0POBbS;

- YHacIBYeT B NONArOTOBKE MH(GOPMANMOHHEIX MaTepHaloB IO BOIIPOCAM
IIpUEMa CTyIEHTOB JUIA IeYaTHBIX U3JaHUH;

" YHacTByeT B OpraHu3alvy U IpoBeneHnn JHell OTKPBITHIX JBepeif, o6pa-
30BATEIbHBIX BBICTABOK;

- QHAM3UPYET M 0000LIaeT pe3yabTaThl MPOBEIEHHBIX MEPOIIPUSITHH 10
IIPUBJICIEHUIO U HH(POPMUPOBAHUIO AOUTYPHEHTOB, MO MTOTaM Habopa cTyeH-
TOB;

- HOArOTaBJIMBACT IIPOEKTHL IPUKA30B U APYTHX JOKYMEHTOB IO [EATeIbHO-
ctu Otnena.

4. IlpaBa u 006sI3aHHOCTH padOTHHKOB OTHeJIa

4.1. Pabotauku Otnena uMeroT IIpaBo:
4.1.1. sanpanTuBaTh U IOMyYaTh B YCTAHOBIEHHOM ITOPsILIKE:
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- HeOOXOIMMYFO0 HH(QOPMAIHIO OT CTPYKTYPHBIX II0JIpa3ieIeHud Y HUBEepCH-
TeTa JUId BEITIONHCHNS BO3JIOXKEHHBIX (YHKIHE B IIpeienax CBOMX TDPYIOBBIX
o0sI3aHHOCTEN;

- CTAaTUCTHYECKHUE U ONIePATUBHEIE JaHHEIE,

- OTHCTHBIC M CIIPABOYHBIC MAaTE€PHUAbI 110 BOIIPOCAM, OTHOCSIIHMCS K KOM-
nerennuy OTzaena, HeoOX0MUMBIe IIIs BBIIONHEHUS paboTHIKaMy OTIeNa CBOMX
TPYIOBBIX 00sI3aHHOCTEH;

- PE3yJLTATBl IIPOBEACHUS MEPONPHUSITUH, HAPABICHHEIX HA IIPUBIICUCHUE
aOUTYypPUEHTOB B YHUBEPCUTET;

4.1.2. BHOCHTP TIpeIOXKeHHs PyKOBOIMTEMI0 OTIENa 10 passututo Otpena,
[IO PUBJICICHUIO CTPYKTYPHBIX IIOApA3eIeHnil YHUBEPCUTETA K YIACTHIO B Me-
PONPUATHAX OOIIEYHHBEPCHTETCKOIO XapaKTepa B paMKax JesTeIbHOCTH Otne-
na;

4.1.3. BHOCHTH IpeIoxKenus pyKoBoauTeno OTIena o COBEPILIEHCTBOBA-
HHUIO OpraHu3aliy [IpHeMa CTyIEeHTOB;

4.1.4. 10 cOrmacoBaHMIO C IPOPEKTOPOM IIPUBIEKATD K PEIIEHUIO0 OCHOBHLIX
3aza9 Otznena dakymbTeTs!, Kadenps GaKyIbTeTos, HHCTUTYTEI ¥ IpyTUe CTPYK-
TYPHBIE IIOJIpa3/ieNeHus Y HUBEPCUTETA,

4.1.5. mcnone30BaTh MHGOPMAHOHHEIE KOpIopaTuBHBIE CETH, OAHKU IaH-
HBIX M IPYTH€ CUCTEMbI YHHUBEPCUTETA IS YIOBIETBOPEHHS UH(pOPMAIOHHBIX
notpedbHoCcTe# OTnena.

4.1.6. monb30BaTHC KOMITBIOTEPHOU, MHOXKHUTEINbHOM W HHOMN OPI'TEXHUKOH,
CPEICTBAMHU CBS3H, a TAKXK€ MHBIMH MaTepHAIbHBIMH pecypcaMu, IMEIOITAMUCS
B YHHMBEDPCUTETE, HEOOXOMUMBIMH IS 00eCIeYeHrs nesrensHOCTH OTHEna

4.2. Pabotuuxu Otnena o6s3aHbI:

42.1.  coBepIIEHCTBOBATH W PasBUBATE JIEATCIBHOCTE, 00ECIeYnBaEMYIO
Otnenom;

4.2.2. KaYeCTBEHHO W B IOJHOM OOBEME BLIMOMHITE BO3JIOJKEHHBIE Ha
HUX TPYHOBBIE O0SI3aHHOCTH;

4.2.3. 3HaThH UPHOPUTCTHBIC HAIPABICHUS PasBUTUSA 00pa30BaTENbHOIM
cucremsl Poccuiickoi Deneparuu;

4.2.3.  yCTaHABIMBATH KOHTAKTHI C aOUTYPHEHTaMH, UX 38KOHHBIMH pen-
CTABUTCIIAMH, TIPEICTABUTENSAMHE IITKOJT HA 3TaraX MOATOTOBKY K OCYIIECTBIIEHHA
Habopa;

4.2.5. BBINONHSATH PEIIEHHS YUEHOro COBETA, IPUKA3Bl M PACHOPIKEHUS

YHuBepcuTeTa, mOpydeHus PeKTOpa YHHBEpCHTETa, KOOPAHHHPYIOMIETo po-
PEKTOpa, pyKoBoxuTens OTAeNna B yCTAHOBIEHHBIE CPOKH:

sepcusn: 1.0 l ! I Cmp. 6 uz 9




DejreparnbHOE rocyAApCTBEHHOE OIOIIKCTHOS 06Pa3OBATENLHOE YUPEKICHHE
BBICIIETO 00pa30OBaHus
@I'BOY BO «AZIBITEHCKHH rOCY IAPCTBEHHBIH YHEBEPCHTET

wdl ¥ llonosxenue 06 otaene mo paGote ¢ aGUTypHEHTAMH

CMK. IIII-2/PK-6.2.1

4.2.6. coXpaHATh KOH(OUIEHIUATBHOCTD CBEIEHHUI, COMEPIKAIUXCS B JHOKY-
meHTax Ot/ena, a TakKe B JOKYMEHTaX YHHBEPCUTETA.

S. BsaumopeiicTBHe ¢ ApyramMu cTpyKTYpHBIME HoapasieIeHHsIMH YHUBEPCHTETA

5.1. B mensx coBepIIeHCTBOBAHUS CHCTEMBI B3auMonercTBus OThena ¢ qpyrumMu
CTPYKTYPHBIMU IONpa3feIeHUAMU YHUBEPCUTETA HAYATHLHUK Otmena, 3aMecTUTENb
HavanbHuKa OTInena:

5.1.1. obecneunBaroT 5QheKTHBHOE B3aUMOICHCTRIE C axympTeTamu, Ka-
henpamu GakyTbTETOB, HHCTUTYTAME H ADYTHME CTPYKTYPHBIMH THOpa3ieie-
HUSMWA YHUBEPCUTETA;

5.1.2. moproraBNUBarOT UHPOPMALHOHHO-aHATHTHICCKIE MaTepUaisl U J0-
KyMEHTBI yCTaHOBJICHHON (QOPMBI B TIpefienax kommeTeHmuy OTHeNa, Kacaomid-
CCil OpraHH3alud IPHEMa CTYCHTOB, U BBIHOCAT MX Ha OOCY)KIEHHe, PACCMOT-
PEHHE PEKTOPATOM, QHHAHCOBBIM KOMHTETOM U yTBEPIKICHHE YUCHBIM COBETOM
YHuBepcuTeTa;

5.1.4. KOOPIMHHUPYIOT paboTy paboTHUKORB ¢unmanos Yuusepcurera, IIpHU-
HAMAIOIIHX yIacTHE B IIOATOTOBKE W OpraHU3allWy IIpoliecca Habopa CTYIeHTOB
10/l PYKOBOACTBOM IIPOPEKTOPA.

5.2. Otnen B3aHMOJIEHCTBYET C:

5.2.1.  pextoparom YHmBepcHTeTS,

5.2.2.  V4ebGHBIM ympaBieHHEM 110 BOIIpOCaM KOMILUIEKTOBAHUS ¥ KOOPIH-
HUPOBaHUs Habopa IpyIi;

5.2.2.  dakymsreramy, Kadeapamu (haxyapTeTOoB, UHCTUTYTaMH II0 BOTIPO-
CaM OpraHM3alil MEPONIPUATUH IO IPUBIEYESHUIO aOUTypHEHTOB;

5.2.3. IOpHCTOM IO BOIIpOCaM Pa3paboTKH HOBEIX (JOPM JIOTOBOPOB, MOMITO-
TOBKH JIOKATIbHBIX aKTOB ¥ BHECEHUM U3MEHEHMH B HUX, COrIACOBAHS IIPOEKTOB
[IPHKA30B 1 OpraHu3aliy BeJeHus JeI0IpOr3BoAcTBa B OTere.

5.2.4. YrpasieHrueMm neigamu 1o IIOArOTOBKE JTOKAJIbHBIX aKTOB, COrJIaCOBa-
HUIO TTPOEKTOB IPUKA30B U OPTaHW3AIUH BeIeHUs JenonpousBoacTea B OTaere.

5.2.5.  dunmnanamm YHuBepcureTa 1mo IOJTOTOBKE, COTJIIACOBAHUIO PEKTO-
PaTOM U YTBEPKIECHUIO YUYEHBIM COBETOM YHEBepcHTETA JOKYMEHTOB 110 BOIIPO-
caM OOecCIIeueHus OpraHu3aluy porecca Habopa CTYLEHTOB B bunmaner Yau-
BEPCUTETA.
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6. 3akaIrouYHTebHBIE IOJIOKEeHHSI

Vsmenenns 3ama4, GyHKUMH U CTPYKTYPHI OT/IENA IO pabote ¢ abUTypHeHTaMH,
1IpaB 1 OTBETCTBCHHOCTH HavalbHUKa U paboTHHKOB OTIeNa BHOCSTCSA IyTeM BHece-

HUST U3MEHEHHU U JOTOHeHu) B naHHOe [lonokeHHe W BBOLSTCS IIyTeM B J€HACTBUE

IIPUKA30M PEKTOpa.
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BBICIIIET0 00pa30BaHmsl

«ATBIreCKHUH rocynapcTBEHHBIN YHHUBEPCUTET
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7. Jluer perncrpanuu H3MeHeHHit

Howmep Homepa nuctos OcHoBaHne Hata
H3MeHe- JULA BHECCHUA | TTonmmer | Pacmmpposka Hata BBEIEHUA
HHS 3aMECHEH- HORBEIX AHHYJIHPO- HU3MEHEHHUI TOITHCH A3MEHEeHHS
HBIX BAHHBIX
sepcusa: 1.0
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