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MuUHHCTEPCTBO HAYKH H BBICIIETO VTBEPXJEHO
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y4pexX/IeHre BBICIIETO 00pa3oBaHus
«Camapckuil rocyiapcTBeHHbIH
3KOHOMHUYECKHI YHHBEPCUTET

IMOJIOKEHUE
O CTYJICHYECKOM OTZEIIe YIIPABICHHI KaJIpOB

[. O6mue moJIosKEeHHs

1.1.Crymenueckuii otaen (namee - Otrnen) sBisieTcs CTPYKTYPHBIM MHOApa3felieHueM
yTIpaBIleHnsl KaapoB (enecpalibHOr0 T'OCYIapCTBEHHOTO OIOJHKETHOTO 00pa3oBaTeIbHOTO
yupexaeHus Beiciero obOpasoBanmsa «CaMapcKUM TOCYyIApCTBEHHBIA SKOHOMUYECKUM
yHHBepcUTeT» (amee - YHUBEPCUTET).

1.2.CtyneHdyeckuii OTAeN yIIpaBiIeHUS KaApOB CO34ACTCA U JUKBUAUPYETCS IPUKA30M
peKTopa YHUBEpPCUTETA.

1.3.01en moguuHsIeTCS. HETIOCPEICTBEHHO HAYAIITBHUKY YIIPABIIEHU KaapOB.

1.4.0Otnen BO3ryIaBiseT HAaYabHUK, HasHAYaeMBIM Ha JOJDKHOCTE IIPHKA30M peKTopa
YHuBepcHuTeTa 110 IIPEACTABICHUIO HAaYaJIbHAKA YIIPABIECHUA KaJpOB.

1.5.Pa6oTauku OTnena HazHavarOTCA Ha NJOJDKHOCTH M OCBOOOXKIAIOTCS OT IHOJDKHOCTCH
IIPHUKa30M PEKTOpa YHUBEPCHUTETA I10 IIPEICTABIICHHUIO HadaJlbHUKA YIIPaBICHUA KalPOB.

1.6.B cBoeti pestenpHOocTH Otnen pykoojacTByetrcs Korctutynmed Poccuiickoit
Oenepanmu, 3akKoHOHaTelbcTBOM Poccuiickol ®@epepanuy, HOPMATHUBHBIMHA IIPAaBOBBIMHU
akTaMu B 00JacTH oO0pa30BaHUS;, pPeriaMEeHTHUPYIOIMUMH OOKyMEeHTaMu MuHucTepersa
HayKd H BBICIIero oOpasoBanus Poccuiickod Penepanuu, YCTaBOM YHHUBEPCHTETA,
IlpaBumaMu BHYTPEHHEro pacmopsika, IpHUKa3aMU U PaACHOPsDKEHUSIMU — PEKTOpa
YHUBEPCUTETA, PACTIOPSDKEHISIMHI U YKa3aHUSIMU IPOPEeKTOopa 110 ydeOHOM U BOCIIUTATEIILHOM
pabore, HAYaTFHUKA YIIPaBIIeHUS KaJpoB, HacTosuM [looxxeHueM.

I1.OcHOBHBIE 3aJaYH

2.1.0cuoBHBIMU 3agadamMu OT/ena SBISIOTCS:

2.1.1.06ecneuenre KOHTPOJISI 3a COOFOEHUEM MIPaB, TapaHTUH, JIbI0T 00y4aronuXcs.

2.1.2.00ecnieuenrie KOHTPOJISI 3a HCIIOJHEHUEM PYyKOBOIUTENISIMHA  CTPYKTYPHBIX
oApasAelleHiil IIPUKA30B U PACIIOPSIIKEHHH PEKTOpa B IPOPSKTOPOB IO BOIIpOcaM paboThl ¢
00yYJarOIIMMHUCSI.

2.1.3.IlpoBeneHre afMHAHUCTPATHBHON paboThI, Kacarolieics 00yJaronux.

2.1.4.06ecneyenne cBOEBPEMEHHOIO BBIMOJHEHHUST TpeOoBaHUS 3aKOHOnaTensrcTBa PO 00
o6pazosanuu B chepe 0HOpMITCHHUS IBH)KCHISI KOHTUHI€HTa 00yJaroMXCsl, IPEI0CTaBICHUS
UM COIMAJIbHBIX JII'OT ¥ TapaHTHIA.



III. ®yuxnan
JUist ocyiiecTBIeHUsI BO3JIOKEHHBIX Ha Hero 3amad OTHesl BEIIONHSET CISTYyOIIre
byHKIHH: 7

3.1) 1mpoBepKa M perucTpanys IPUKA30B M0 JUIHOMY COCTABY CTYASHTOB, PETUCTPAITHS
A BBIada cIpaBok o0 oOyuenwu/o mepuoie OOydeHHs OOydJalomIUMCS B OTIYHCICHHBIM
CTYeHTaM.

3.2) KOHCYNBTHpPOBaHUE PabOTHUKOB YHHBEPCHUTETA IO BOIIPOCAM JOKYMEHTAITHOHHOTO
obecneuenus oOyueHUs 00ydarOIUXCs.

3.3) paboTa B yCTaHOBJIEHHBIX B YHHUBEPCHTETEC aBTOMATH3MPOBAHHBIX 0a3ax HaHHBIX
00ydJaroImuXcsl B MpejiesiaX CBOEH KOMIIETEHI[UM.

3.4) 1pHeM IO aKTaM U3 IPHUEMHOM KOMUCCHH U OT/ieNia aCITUPAHTYPEI, TIOKTOPAHTYPHI U
paboThl JUCCEPTAIMOHHBIX COBETOB JIMYHBIX JI€]l a0UTYPHEHTOB.

3.5) dopmMupoBaHue, TOMOTHEHNE, BHECCHUE U3MEHEHNH B TUYHBIE [eiia 00yJaronuxcs
B TEYEHUE BCEr0 CpoKa UX OOyUeHHs.

3.6) dQopMHupOBaHHUE W BBIJIa¥a CIPABOK O IMOATBEPIKIEHUN ITOJJIMHHOCTHA JUILIOMOB O
BBEICIIIEM 00pa30BaHUU BEIMYCKHUKAM YHHBEPCHTETA.

3.7) IOATOTOBKA U HAaNpaBIeHHE B YCTAHOBIEHHBIE CPOKH OTBETOB HA 3alPOCEH
CTOPOHHMX OPraHU3alldN.

3.8) IOATOTOBKA M HAaNpaBICHHE B YCTAHOBIEHHBIE CPOKM OTBETOB HA 3allpOCEI
IPOQHILHOI0 MUHHUCTEPCTBA 10 allOCTHIIMPOBAHUIO IUTUIOMOB O BEICIIIEM OGPa30BaHMH.

3.9) BBIaYa OPUTHMHAIOB JHOKYMEHTOB, HAXOIAIIMXCs B JIMYHEIX Aelax 00ydaloIIUXcs
O4YHOH (OpPMEI M 00yJalOIMXCS II0 IIPOTrpaMMaM MarHCTPaTyphl, B CBA3H C 3aBepIIeHHUEM
OOy4YeHUsI, OTIUCICHUEM U3 YHUBEPCUTETA.

3.10) moAroToBKa JOKYMEHTOB K apXHBHOMY XPaHEHHIO;

3.11) odopmienue OyOIUKATOB IUILIOMOB;

3.12) BejeHHMe KHUTH PCTHCTPALlMHA BBUIAHHBIX TOKYMEHTOB 00 OOpa3soBaHUM H O
KBaIM(UKAIUK, KHATH PErMcTpalliy BBINAHHBIX CIPAaBOK O MEPEeBOJE, KHUIH PETHCTPAlldd
BBIIAHHBIX CIIPABOK 00 00ydYeHWH;

3.13) amanuTHyueckas ¥ HHPOPMAIIMOHHO-CIIPABOIHAS PaboTa II0 BOIIPOCaM, OTHECEHHBIM
K KOMITETCHITHH OT/IeA.

3.14) y4eTr YHCIEHHOCTH OOIIEer0 KOHTHHIEHTa 00YYarOIXCA.

IV. IlpaBa u o6s13aHHOCTH

4.1. OToen umeeT OpaBo:

4.1.1. TpeboBate OT wucHOITHHUTEIEH OPaOOTKH HTOKYMEHTOB, IIOAIOTOBJICHHBIX C
HapyIlleHHeM YCTAaHOBJICHHBIX MPaBUJII HX COCTaBICHHI B O(QOPMIICHHS;

4.1.2.3anpaiunBaTh B CTPYKTYPHBIX IIOJpa3JieIeHUIX YHHUBEPCHTETa HHPOPMALUIO U
JIOKYMEHTBI, HEOOXOJIMMBIE JIJTST BRITOTHEHUS BO3JIOXKEHHEBIX HA HETO (YHKITHI;

4.1.3.KoHCcynsTHpOBaTh PAOOTHHKOB CTPYKTYPHEIX MOApa3delicHUH YHUBEPCUTETa IO
BOITpOCAM TIpHUeMa, IIePeBOIa, OTIUCICHUS 00y IarOIIIUXCS.

4.1.4.BHOCUTH, HaYalbHUKY YIIpaBJIeHWs KaIpOB IPEHJIOXKEHUS O COBEPIICHCTBOBAHHHU
JIeSITEILHOCTH OTAeNIa U pabOThI, CBI3aHHOH C ero (QyHKIIMSIMMU.

4.1.5.BecTr mepemucKy o BOIpocaM, BXOAAIMM B KoMnereHnnuio OTaena.



4.2.0tnen o0g3aH:

4.2.1.06ecneynBaTh Haaaexallee COIpPOBOXKICHHE TUYHOIO COCTaBa 00YUarOIMXCS;

4.2.2.B pamMkax cBoed KOMIICTCHIIMH OOCCICYHBATE COONOfieHne TpeboBaHmWi
3akonogarenbcTBa P® 00 o6pazoBaHrH, O CcOOHAIBHOM OOECIEYEeHHH B IIpOIecce
COIIPOBOXKJIEHHUS JJUYHOTO COCTaBa O0YJarOIINXCS;

4.2.3.00ecneunBaTh pPEXHUM  KOHOUICHIMAIHLHOCTH  HHGOPMAIMH,  Comep kalieit
IIepCoOHalbHbIE JaHHBIE PaOOTHHUKOB, OOYYAIOIIMXCS W TPEThUX UL, CTABIIEH H3BECTHOU
paboTHuKam OTzenra B CBSI3M C UCIIOJHEHUEM UMM CBOMX JOJDKHOCTHBIX 00S3aHHOCTEH;

4.2.4IIpn odopMieHNH KaIpOBOM HNOKYMEHTAIIUM WCXOIUTH TOJIBKO H3 O(HUIAAIEHO
IIOJIyYEHHBIX JAHHBIX U MaTEPHUAJIOB.

V. B3zaumMooTHOIIeHHUS (cay:KeOHbIe CBA3H)

5.1.JIns BemonHeHuss (yHKIHA H pealu3alde [paB, NPEAyCMOTPEHHBIX HACTOSIITIM
[TonoxxeHwem, CTyZileHIECKUI 0TS YIIPaBIeHNs KaIpoB B3aUMOICHCTBYeT:

5.1.1.C uaCcTHTYTaMu U aKyIbTeTaMH Y HUBEPCUTETA IO BOIPOCAM ITONyICHHUS:

- IHPHKa30B II0 BOTpOCaM, KacaromuMcs oOydaromuxcsi (OTYHCIEHHE, IIEPEBOJI,
BOCCTaHOBJICHHE, HA3HAYEHHUE CTUTICHINH U T.1.);

- CBEJICHUH O YHCJIEHHOCTH KOHTUHTEHTa HHCTUTYTA/()aKyIbTera;
aHaJUTUYECKON HHOOPMAIIHH IO BHIKEHHIO CTYIEHTOB;
Apyro¥ HeoOxoMuMoM A BeImoaHeHns OTaesioM cBoux GyHKIIH WHOpMAITHH.
5.1.2.C m1anoBo-()UHAHCOBEIM YIIPABIIEHHEM II0 BOTIPOCAM:
TIOTyY€HHS IIPUKA30B I10 BHIIUIATE JIEHEXHOH KOMIICHCAITHH AETSIM-CHPOTaM H IETAM,
OCTaBIIUMCS 0e3 IOoIeYeHHs DPOIUTENIeH; BU3MPOBAHUS IMPUKA30B IIO JIUYHOMY COCTaBy

CTYJIEHTOB;

- HHPOPMHUPOBAHHUSA O pa3Mepax CTHIEHIHATLHOTO 06ecedeHIs 00y aFOIIIXCS.

5.1.3.C ynpasrenuem GyXralaTepckoro ydeTa H GHHAHCOBOTO KOHTPOJIA IO BOIPOCAM:

- BUBHPOBaHM IPUKA30B I10 TMIYHOMY COCTaBY CTYIEHTOB;

- IPEOCTaBIIEHUs] MHQOPMAIIUK O MaTePHATBHOM 06ecIieueNuy 00yIaroIX s,

- IOATOTOBKH OTBETOB Ha 3alIPOCHI CTOPOHHUX OPraHU3allHiA.

5.1.4.C y4e0HO-METOIUIECKUM YIIPABIEHHEM T10 BOIIPOCAM:

- TIOIyYEeHUs CBENEHUM 0 CpoKax O0yUeHMs;

- IIOJIyYEeHU S IepeuHs HaIlpaBJICHUN MOATOTOBKY/CHIeNHaIbHOCTER u
porpaMM/CeNUaIn3alii, 10 KOTOPEIM OCYIIECTBIIAETCS OOy IeHHe;

- IIPOBEPKU MAKETOB JTOKYMEHTOB O BEICIIEM OOpPa30BaHUM, BEIJABAEMBIX OOYYAFOITAMCH,
3aBEpIIUBIINM OOy4eHHUEe B Y HUBEPCHTETE.

5.1.5.C mpaBOBBIM yIIpaBJIeHHEM IT0 BOIIPOCAM:

- IIOJIyYeHHUs Pa3bsICHEHHUHN 3aKOHOAATEIFCTBA U TOPSIIKA ero IIPHMEHEHIS;

IIPEOCTaBIIEHUS IPHUKA30B I BU3UPOBAHUS;
IIOArOTOBKA OTBETOB HA 3aIIPOCHI CTOPOHHUX OpTaHu3alldii;
YTBEPXKISHUS. YTOUHEeHUsS (OPMYIHUPOBOK IIPHUKA30B IO JUYHOMY COCTaBy CTYIIEHTOB,
IIepeYHs JOKyMEHTOB, HEOOXOAUMBIX JIJISI U3JaHUs IIPUKa30B.

5.1.6.C yopaBnenueM WH(OPMALMOHHBIX CUCTEM M TEXHOJIOTHH IO BOIPOCAM:

- IPOTPaMMHOT0 O0ecTICHeHUST (OPMHUPOBAHUS MPUKAZ0B MO THIHOMY COCTaBy CTYICHTOB;



-  IporpamMMmHOro  obecrnedeHus

BeJIeHNSA

JaHHBIX

ABTOMATHU3UPOBAHHLBIX CUCTEMAX, YCTAHOBJICHHBIX B YHUBEPCUTETE,
- (i)OpMHpOBaHI/U[ C ITIOMOIIIBIO aBTOMAaTU3UPOBaAHHBIX bas JaHHBIX HeO6XO,D;I/IMBIX OTYCTOB.

5.1.7.C gpyrumu CTpyKTYPHBIMH ITOZpPa3JeNICHUSIMHA IO BOIIPOCaM, HEOOXOIUMBIM IS

BBITIOJIHEHUS OTIAEJIOM CBOUX (DYHKITHH.
VI.OTBEeTCTBEHHOCTH

6.1.CoTpysHUKHU OT/EIIa HECYT OTBETCTBEHHOCTH 34!

oOydJaromuxcsi B

- HEHCIIOJIHCHHC MW HCHaIJICKalllee HCIIOTHCHLIC (I)YHKHI/Iﬁ, BO3JIOXKCHHBIX Ha HHUX B

COOTBETCTBHH C HACTOSAIIIUM HOJ’[O)KGHI/IGM;

- 32 MpaBOHAPYIICHHM, COBEPIIECHHEBIE B IPOIECCE OCYIIECTBIICHUS CBOEH NesSTEeIbHOCTH B
[Ipeneax, OmpeAeI€HHBIX JeHCTBYOIMM 3aKOHOAATeIECTBOM Poccuiickoit denmeparu;

- 32 NIPUYUHEHUE MaTepHalbHOTO ylepda B Ipefesax, ONpeIelEHHBIX IeACTBYIONIM
3akoHozarelibcTBoM Poccutickoit demepanum.

6.2. HaganpHUK  oTnerna  HeceT

OTBECTCTBEHHOCTH

3a  cobirogeHue

KOH(UIEHIUATFHOCTH MHMDOPMAITHH, COAEpIKaIlell epcoHanbHbIe JaHHbIe.

PA3SPABOTAHO:

HaganesHUK yIipaBiIeHHS KaapoB W—//

COI'JTACOBAHO:

HayanesHUK IpaBOBOTO yIIpaBieHHs
HavansHuK ympaBiaeHus
HOPMAaTHBHOT'O O0eCIeYeHus

YCTaBHOU HeATENbHOCTH YHHBEPCHTETA
O3HAKOMIJIEHbI:

HaganpHuk cTyeHYecKOro oTAena

Benymuil ciennaincT 1o Kaapam
CTYIEHYECKOT0 OTAea

Crapmmii crieruanuct o Kaapam
CTYZEHYECKOTO OTAENa

O.H.JIebenena

O.E. leBsaTkuHa

E.A Kannpammna

H.1.Kouapora

T.A.XoxioBa

E.C.Komeukunaa

pexuma





