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1. O0mue mo10KeHHs

1.1. Hacrosmee TOJOXEHHE ONpeAeIseT Mpouecchl, GYHKIHUH, CTIPYKTYpy
| yIIpaBJICHMS, IIpaBa ¥ OTBETCTBEHHOCTh pa0OTHHUKOB, a TAK)KE B3aUMOOTHOIICHHUSA U CBA3HU €
BHEIIHUMHM OpraHM3aldsIMU U TOpsSfoK paboThl oTAena Ho pabore cO CTyAECHTaMH
(cokpamennoe HaumeHoBaHume «OPCy»), namee wumenyemsiii «otaen». CosnaHue,
1 NEpEeNMEHOBaHNE, pas3felieHue, CIHUSIHUE WIN JIMKBUJALNS OTAela OCYILECTBIIAETCS
MpPUKa30M PEKTOpa Ha OCHOBAaHMM peIIeHUs YYEHOTO COBEeTa  (PemepajbHOro
rOCYIapCTBEHHOTO OIOKETHOIO 00pa30BaTEeNIBHOTO YUPEKACHHUS BBICIIEr0 00pa30oBaHUsI
«lIpuamypckuii rocymapcrBeHHsl yuHuBepcutreT wuMeHu Illonom-Aneiixema» (zanee
«ynusepcure, «III'Y nm. lllonom-Aneiixemay).

1.2. Otaen cosman npuka3zoM pekropa ot 29.12.2015 Ne 304/0x (11.2.8.) «O BHECEHUH
u3MeHeHui B mtatHoe pacnucanue ®I'BOY BIIO «(II'V um. Ilonom-Aueiixemay.

1.3. Otmen sBnsercs aAMUHUCTPATUBHBIM CTPYKTYPHBIM  IIOApa3JeICHHUEM
YHHUBEpPCUTETA, OCYIIECTBIIAIOLIM COOTBETCTBYIOLIYIO OpraHU3aLMOHHO-
a/IMUHUACTPATUBHYIO JICSITEILHOCTE.

1.4. CoTpyAHUKH OTHeNla OCYIIECTBIISIOT CBOIO NESATEIBHOCTh B COOTBETCTBUH C
3akoHOJareascTBOM Poccutickoit ®enepanuu, Yeraom ®I'HOY BO «(II'Y um. Illonom-
AneiixeMa» (C JOMOJHEHUAMH M W3MEHEHUSAMH), PCIICHUSMU YYEHOIO COBETA
YHUBEPCHUTETA, IIPUKA3aMU U PACIOPSDKCHUAMHM PEKTCpa, C JIOKAJIbHBIMH HOPMAaTHBHBIMM
aKTaMH U C HACTOSIIHUM IOJIOKECHHAEM.

1.5. Otnen OCyIIECTBISIET CBOKO JCATEILHOCTh, OPHUEHTHpPYsACch Ha llomuTHKy B
obnactn kadectBa PI'BOY BIIO «II'Y um. Illomom-Aneiixema», PykoBOACTBO 110
kagectsy ®I'BOY BIIO «III'Y um. Illonom-Aneiixemay, crangaptel UCO cepuu 9000,
JTOKYMEHTHPOBAHHEIC IPOLICAYPHI CUCTEMBI MeHekMeHTa kadecTBa (nanee «CMK»): CTO-
CMK-4.2.01-2014 «Yupaepiienue nokyMeHnranueit u 3anucammu», CTO-CMK-4.1.2-02-2015
«Buyrpennue aymute», CTO-CMK-8.3.01-2011 «VYmpaBneHwe HECOOTBETCTBYIOILEH
IpOAYKIHE», CTO-CMK-8.5.01-2011 «YmnpasieHue KOPPEKTHUPYIOLTMMHU 7
NpeRyPEXKTAIOLUMEI JICHCTBUAMMIY, CTO-CMK-5.2.01-2010 «YmpaBiieHue
nperensusmMuy, CTO-CMK-3.2.1-05-2015 «[TnanupoBanue aesrensHoctd B PI'BOY BIIO




«(IITY uMm. IlomoMm-Aneiixema», IlomokeHHe 00 OTBETCTBEHHBIX 3a KauyeCTBO B
nozapasaeneausx ®I'BOY BIIO «III'Y um. llonom-Aneitxema», CTO-CMK-3.2.1-03-2014
«TpeboBaHust K COIEpXKAHAIO M OQOPMIICHHIO TOJNOKEHMHA O  CTIPYKTYPHBIX
nofipasfAeNieHusIx», VHCTPpYKIS 110 COCTaBJICHHIO 1 3aII0JHEHHIO MaTPULUB! pacipeaeIeHus]
orBeTcTBeHHOCTH M nMoaHoMouunii B ®I'BOY BIIO «I1I'Y um. IllonoM-AuselixemMa» U ap.

1.6. PykoBOACTBO MEATEIBHOCTBIO OTHENA OCYIIECTBIAET HAYaJbHMK OTHAena,
KOTOPBIH YTBEpKAACTCSA IIPUKA30M PEKTOpa.

1.7. HauansHUK OTAEa HEMOCPEACTBEHHO TOAYUHACTCA PEKTODY.

1.8. CorpyAHUKU OT€eNa IPUHUMAIOTCS Ha pabOTy U YBOJIBHAIOTCSA B COOTBETCTBUHM C
IIPUKa30M PEKTOpA.

2. 3apaua

JlokyMeHTallMOHHOEe W HH(OpMAIOHHOE obecredyeHne paboTEl CO CTyIECHTaMH
(baKyIpTETOB BHICIIETO 00pa30BaHusl.

3. IIpouecchl

3.1. ITog0op u paccTaHOBKA KaapoOB, COTIIACHO INTATHOMY PaclHCaHHUIO.

3.2. [InanpoBaHue AECITENBHOCTH B OTACIE:

- pa3paboTKa U KOPPEKTHPOBKA YUEOHBIX IUIAHOB M rpadrKa y4eOHOro mporecca;

- COCTaBJICHHE r'OIOBOTO MIaHa paboTH OTACA.

3.3. YnpapneHue nHQpacTpyKTypoil ¥ IPOU3BOACTBEHHOM cpelloil oTaea:

- obecIeueHe MaTepHaTbHO-TEXHUIECKOT0 OCHALEHH pabOYUX MECT COTPYIHUKOB
OTHEeNa, a TaKkKe KOHTPOJIb 3a HUX COOTBETCTBUEM TpeOOBaHUAM UM HOpMaM
3aKoHOAaTeJsCTBa PO,

- KOHTPOJIb 332 MCIPABHOCTBHIO TEXHHYECKUX CPEACTB M COCTOSHUEM 00OPYIOBAHMS
OTAeNA.

3.4. KoHTpOJIb, aHAJIN3 ¥ OLIEHKA KauyecTBa paboTHI OTAENA:

- IOBEICHHE IO CBEOEHHS COTPYAHHUKOB OTHeNa TpeOOBaHHI HOPMATUBHEIX U
pactopsIUTENBHBIX JOKYMEHTOB U KOHTPOJIb 34 HX BEIIIOJIIHCHUEM,

- pacCMOTpEHHE KOHGIMKTHEIX CHTyalldld, BO3HHMKAIOIMX B OTIENE, a TaKKe
MPeTeH3Uil CO CTOPOHHI MOTpeduTeneit mpoayKUuu (YCIyr) U ap.;

- KOOpIUHANUA paboTH 3aBeAyIOIIKX KadeapaMy YHHUBEPCUTETA,

- KpUTEepHUaJIbHAA OLICHKA Ka4eCTBa peayIn3alliy IIPOLECCOB OT/ENa,

- opMHpOBaHHEe OTUETHON IOKYMEHTAllMd IO pe3yiabTaTaM paboTHl OTaena H
MOJroTOBKA aHAIUTUYECKUX CIIPABOK;

- yIpaBJieHHe HECOOTBETCTBYIOIIEH IpoIyKuue (yciyramu);

- pa3paboTKa W peanu3alys KOPPEKTHPYIOIIUX M MPEAyNpEeXIAIOUIMX IEHCTBHH,
MEPOIPHATHIA 10 YIYYIISHUIO KauyecTBa MPOyKLIuH (YCIyr).

3.5. JloKkyMeHTaIllMOHHOEe U HHPOpMAIMOHHOE obecniedyeHrue paboThl CO CTYAEHTaMH
(GaKyJIbTETOB BEICIIEr0 00pa30BaHus:

- IpHEM 3asBIICHU OT CTYCHTOB (Ha cMeHy GaMWINK; Ha IIepeBOJ ¢ OUHON (OPMEI
o0y4eHus Ha 3a04HYI0 (C OYHOM Ha OYHO-320YHYIO/C 320YHOI Ha OYHO-3204HYIO/C 3a0YHOH
Ha OYHYIO); Ha MEPEBOJ] C OJHOTO HAIPABJIEHH IIOATOTOBKM (CHENUANBHOCTH) Ha HPYTOE;
Ha MEpeBOJ U3 JPYroro By3a; Ha BOCCTAHOBJICHUE; Ha INPENOCTABIICHHE aKaJACMHUYECKOTO
OTIYCKa; HA BBIXOJ M3 aKaJeMHYeCKOr0 OTIYCKa; Ha OTYHCIIEHHE IO COOCTBEHHOMY
KENAHMIO; HA IIEPEeBOJ] Ha O0Oy4YeHHE M0 MHAWBUIYyaIbHOMY Y4eOHOMYy IUIaHy; Ha BBIAQYy
crpaBKd 00 00y4eHHH B 00pa30BaTeIbHON OpraHU3alliy; Ha IMOJIyYE€HUE IOCyAapCTBEHHOM
COLMAIBHOI CTULIEHANH; LIP.);

- TPHEM CNpaBOK OT CTYICHTOB (IVI NMONYYEHHS TIOCYIapCTBEHHON COHMAIbHOM
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IOMOIIY; METUIIMHCKUX CIIPaBOK);

- BBIJa1y o0y4aromuMcs KOMKil JOKYMEHTOB 06 00pa30BaHUM U3 JIMYHEIX JEI;

- IOATOTOBKY M BEIAAa4Yy OOYy4aroIIUMCS CIIPaBOK, MOATBEPXKMAIOUIMX OOYYEHHE B
YHHUBEPCHUTETE;

- 0)OpMJICHHE U OCYILECTBICHHE aAPECHON PaCCHUIKM CIIPABOK-BEI30BOB CTYIECHTAM,
obyJaromumcs 1Mo 3a049Hoi popMe 0OyueHus;

- odopmieHHE CrIpaBOK 06 00ydeHHU B 00pa30BaTENbHON OpraHu3alid CTyIECHTaM
(B TOM 4YHMCIIE OTYUCIEHHBIM) IO UX 3aIpoCy;

- BEJICHHE JIMYHBIX JEJ CTYACHTOB;

- oQopMIICHME CTyNEHYECKOH MOKyMEeHTalMu (ClpaBOYHas KapTouka, ydeOHas
KapTO4Ka, CTYyI€HYECKUIN OMIIET, 3a4eTHAs KHIDKKA) U ee yOJIUKATOB;

- BEJICHHE €XKEMECAYHOIO y4eTa ABIKCHHUS KOHTHHICHTA CTYIEHTOB;

- 0)OopMJIEHKE M COITIaCOBaHUE IIPOEKTOB MPHKA30B O CTYAEHYECKOMY COCTaBY (IO
BOIIPOCaM OTYHCJICHHUS, MIEPEBOZIOB HA JPYroe HalpaBiIeHUE MOATOTOBKH (CIEIUAILHOCTB),
MEPeBOAOB Ha APYryro (GopMy oOydeHUs, IEpeBOAOB HA CIEeAYIOIIMi Kypc (YCIOBHBIM
MepeBOJI), BOCCTAHOBJIEHNA, IIPENOCTaBICHUS aKaJJEMHUIECKHUX OTITYCKOB, CMEHBI (haMUIIHH,
JOMyCKa K TOCYNapCTBEHHON WTOrOBOHM aTTecTaluy, INPHCBOCHUS KBaIM(DHUKAIWH,
Ha3HAYEHHS IOCYJAapCTBEHHON COLMAJBHON M aKaJeMHUUYeCKoil CTHIEHAMN Ha OCHOBaHHU
MPeACTaBICHNI TEKaHOB (aKyJIbTETOB U JIMYHBIX 3asIBJICHUN CTYIEHTOB, 3aKpEIUIEHNS TEM
KypCOBBIX paboT (IIPOEKTOB) U BHIITYCKHBIX KBATA(HUKAIMOHHEIX paboT);

- 0OpMIIEHHE U COITIACOBAaHHE IIPOEKTOB IPHKA30B MO yUYeOHOMY YIIPABIEHHIO 00
YTBEPXKACHUN COCTABOB IOCYIapCTBEHHBIX 3K3aMEHALIMOHHBEIX KOMHCCHH Ha OCHOBaHUM
NPOTOKOJIOB 3aceaHuii kKadenp;

- IOJTOTOBKA CTATUCTUYECKHUX JTAHHBIX ISl OTYETOB YHHUBEPCUTETA.

3.6. JlokyMeHTanMOHHOE 1 MHGOPMAaIMOHHOE 00eCIeYeHHE AEATENLHOCTH OTAEIA:

- pa3paboTKa W akTyalIu3alus JOKYMEHTOB, PErIaMEHTHPYIOLIMX JeATENIBHOCTh
oraena (IIOJOXKEHHA, NOLKHOCTHBIE HHCTPYKIMHM, OGJIOK-CXEMBI MPOIIECCOB, MATPHLIA
pacnpee/ieHus OTBETCTBEHHOCTHU M IIOJIHOMOYHIA OTIIeNa U T.11.);

- popMHpOBaHUE U XpaHEHHE HOMEHKIATYPHEIX J€];

- COCTaBJICHHE IIPOTOKOJIOB, 3asBOK, I'padMKOB, IOJIOTOBKA CIIYXKEOHBIX ITHCEM,
lpeJicTaBICHUMH, IIPOEKTOB IPHUKA30B U T.1.;

- IOArOTOBKa (OpM y4eOHEIX JOKYMEHTOB (3K3aMEHALIMOHHO-3a4Y€THEIE BEJOMOCTH,
YK3aMEHALMOHHBIE JINCTHI) U KOHTPOJIb 32 KAUECTBOM UX 3aIl0IHEHMNS;

- opopMIIeHHE CTEHIA OT/IeNA;

- IOAATOTOBKA MaTEPHAJIOB I pa3MeIlleHHs MH(OpMaliK Ha caiiTe YHHBEPCHUTETA.

4. CTpyKkTypa oTAena

Hauansauk otnena

!

JlokymeHTOBEe




S. IIpaBa M 0OTBeTCTBEHHOCThH

IlepcoHasibHasi OTBETCTBEHHOCTh W IIpaBa pabOOTHUKOB OT/Jela ONPEIEISIOTCS
Koncrurynueit PO, TpynoBeiM 3akoHomaTenbcTBOM Poccuiickoit ®enepanum, YcTaBoM
®I'bOY BO «II'Y wum. lllonmom-Aneiixema» (C [OONOJHEHUSIMH M H3MEHEHHSIMU),
KomnextuBaeiM  pmoroBopom OI'BOY BIIO «(III'Y um. 1llonoMm-Aneiixeman,
COOTBETCTBYIOIIMMH TPYIOBBIMH JOTOBOPaMU U JOJKHOCTHBIMU MHCTPYKIIUSIMHU.

6. OTHOIIEHHS U CBA3H C BHEIIHHMH OpraHusanHsaAMU

Otzen B npolecce OCYIECTBICHUS CBOEH AEATENEHOCTH B3aUMOJEHCTBYET C:

- enepaIbHEIMU TOCYJJAPCTBEHHBIMU O0pPa30BaTEILHBIMU YUPEKASHUSIMU BBICIIETO
00pa3oBaHKs, MOABEIOMCTBEHHBIMH MUHHUCTEPCTBY 00pa3oBaHHMs W Hayku Poccuiickoi
Oenepanyn;

- IpyTUMHU OpraHU3alUsiaMHU 110 BOIpOcaM, BXOIAIUM B KOMIIETEHIMIO OTAENA.

7. Opraﬂnsaunﬂ ACATCIBbHOCTH OTAECJAa

7.1. llITaTHEIMHU COTPYOHHUKaAMU OoTAca ABJIAIOTCA HadYaJIbHHUK oTacia,
AOKYMCHTOBC.

7.2. HauanpHHUK oTAacia OCYHICCTBIIACT HENIOCPEACTBEHHOC OIICPAaTUBHOC
PYKOBOACTBO ACATCIBHOCTBIO OTACIA.

HauannHUK oTHena /
110 paboTe CO CTyAEHTaMHU //CM ~ 10.®. Kononona

Buskr;

HavyanpHUK IOPUIUYECKOTO OTAENA — L /
[IOMOIIIHUK PEKTOpa I10 IOPUAUYECKIM BOIIPOCaM 75 /%7 ~~" A.B. Hopxun
P
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HavanpHUK OoTAENA JOKYMEHTOBCIACHUA

M TOKYMEHTALMOHHOTO 00€CIIeUeHU YIIPaBIECHUS o / ~— C.B. CrenaneHko
>
lHauanpHUK ynpaBieHUs: GOPMHUPOBAHUS
v
KOHTUHTEHTA U MEHEPKMEHTA KaueCTBa 7 JI.H. Xunp4yeHko

HagaJbHUK OTHENa KaApOB E.M. XKenrosa
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