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Oo01ue moJIoKeHus

1. Hacrosiiee nonoXeHue ONpeneNseT CTPYKTypy, LeEJd, OCHOBHBIE 3a7auu
YyebHo-meroauueckoro otaena (nanee - YMO), dyHKuuU ero nojpas3aesieHni, a TakkKe
MOPSZIOK B3aUMOICUCTBUS C APYTUMU CTPYKTYPHBIMU MOPA3ACTICHUSIMU.

2. YMO sBnsieTcsi CTPYKTYpPHBIM TofpasziefieHueM YacTHOro y4dpexaceHus
BbICILIET0 00pazoBaHusi «MHCTUTYT TrocyAapCTBEHHOTO aaIMUHHCTPUpPOBAHUA» (nanee
WNucTtutyTT), 00ecrneyrBaromyuM IIaHUPOBAHUE, OPTraHU3AIIMIO0 U KOHTPOJIb pealn3alii B
WNHcTuTyTE OCHOBHBIX M IOMOJHUTEIBHBIX 00pa30BaTEeNbHBIX IPOTPaMM B COOTBETCTBUU
C JMICH3WEeW Ha TMpaBO BEACHUS OOpa3oBaTeNbHOW JEATENBHOCTH B  cdepe
npodeccrnoHAIbHOTO 00pa30BaHMS.

3. Crpykrypa u mrtatHoe pacniucanre Y MO yTBepxKIaroTcsi MPUKa30M PEKTOpa
HNucturyTa.

4. YMO Bo3rnaBisieT pyKOBOAMUTENb, KOTOPBIA MOAYHUHSAETCS PYKOBOIAUTEIIO
JenapTaMeHTa y4yeOHO-METOAMYECKOro obecrneueHrs o0pa3oBaTEIbHOrO Ipolecca.
PykoBoguTenb W apyrue COTPYJHUKH YIpaBiI€HUS HA3HAYAIOTCS Ha JOHKHOCTU U
O0CBOOOXKIAIOTCS OT JIOJDKHOCTEH mpuKa3oM pekropa HMHctutyra. B oTcyTrcTBHE
pyKOBOAUTENS 0011I€€ PYKOBOJCTBO YIPABIEHUEM OCYILIECTBISIOT €r0 3aMECTUTENH.

5. YMO B cBoeii pabote pykoBoacTByeTcs Koncrurynuueit PO, dbenepanbubiMu
3aKOHaMM W WHBIMH HOPMAaTHBHBIMHM NPaBOBbIMU akTamu Poccuiickoit denepaunu,
NPaBOBBIMM W HOPMAaTMBHBIMU aKTaMH OpPraHOB yIIpaBJieHUs 0O0pa3oBaHUEM
Poccuiickon @enepaumun, YcraBom HMHcruryTa, NpHKazaMu W PacloOpsKEHUSIMU
pekTopa, HacTtosAmuM [lomoxeHuem.

6. OO0s13aHHOCTU U MpaBa COTPYAHUKOB YMO onpenenstorcs J0KHOCTHBIMU
UHCTPYKLHSIMU.

OcHoBHad HeJb
7. OcHoBHOM nenpro YMO  sgBusercss  opraHu3ainus, yOpaBI€HUE U
COBEPILIEHCTBOBaHUE y4eOHOro mpouecca B MHCTUTYTe MO peanu3ani OCHOBHBIX U
JIOTIOJTHUTENBHBIX ~ 00pa30BaTENBbHBIX  MPOrpaMM, KOOPAHWHALMS W KOHTPOIb
JESTEIbHOCTH CTPYKTYPHBIX TOApa3aeneHuii MHCTUTyTa B 4YacTH HOPMATHUBHO-
METOJMYECKOr0,  OpPraHU3allMOHHOTO M MH(OPMAIMOHHO-TEXHOJIOTUYECKOTO
obecrieueHust yueOHOTro mmpoiiecca.

3agaun

8. [lnanupoBanme W oOpraHuzanus Y4YeOHOro TMpolecca, OCYIIECTBICHHUE
KOHTPOJIA 3a y4eOHO-00pa30BaTEIbHOM AeATeabHOCThI0 HCTUTYTA.

9. ObecneueHne COOTBETCTBUA peanu3yembix B MHcTHTyTE 00pa3oBaTEbHBIX
nporpamm DenepanbHbIM roCyJapCTBEHHBIM 00pa30BATENbHBIM CTaHIAPTaM BBICIIETO
obpazosanus (nanee ®I'OC BO).

10.ITocTosiHHOE COBEPUIEHCTBOBAHUE HOPMaTUBHO-METOINYECKOM
JIOKYMEHTAIINH, PETJIaMEHTUPYIOINIeH yueOHbIN mpoliecc.



11.Ananu3, 0600meHne nHGOpMAIMU U TOJATOTOBKA PEIICHUN peKTopara o
YIPaBICHUIO Y4EOHBIM MPOIIECCOM.

12.TInanupoBanue U OpraHu3anus ya4eOHO-METOAUIECKON pabOThl CTPYKTYPHBIX
noapasaeneHuy Mucruryra.

13.KoopauHanus IeATeNIbHOCTH CTPYKTYPHBIX moapasaeneHuid MHctutyra B
LEJSIX COBEPIICHCTBOBAHUS COIEPKAHUS U OpraHU3aluy y4eOHOTro mpolecca.

14.Buenpenne B ydeOHBI MpoLEcC HWHHOBALMOHHBIX 00pa30BaTENbHbIX
TEXHOJIOTUNA W TEPCIEKTUBHBIX (PopM 0O0ydeHHs, 00eCreunBarONIMX MOBBIIICHUE €ro
3¢ (HEKTUBHOCTH, B TOM YHCJIE SKOHOMHYECKOH.

15.Opranu3anust 1 OpoBeACHHE padOThl MO MOBBILIEHUIO I€1arOru4ecKoro
MacTepcTBa po¢heccopcKo-Nperno1aBaTeabCKOro cocTaBa U y4eOHO-
BCIIOMOTaTEIbHOrO nepconana Mucruryra.

OcHoBHBIC PyHKIUU
IlnanupoBaHue, OpraHu3anus U KOHTPOJIb y4eOHOI0 mpoiecca

16.0npenenenne  NEpPCIEKTUBHBIX ~ HANpPaBICHWW  COBEPLICHCTBOBAHUSA
KauyecTBa MOATOTOBKU U MEPENOATOTOBKH CHEIMAINCTOB By3a.

17.CucremaTuzanusi mepevHs HampaBieHUM (CHelHalbHOCTE) Mo mpoduiio
oOpazoBarenbHO nedarenbHocTd MHCTUTYTA.

18.06ecmeuenre CTPYKTYypHBIX moApazaeneHuii marepuadamu OGI'OC BO u
KOHTPOJIb 32 UX peaTnu3alueil.

19.®opmupoBanre 0a30BbIX Y4EOHBIX IUIAHOB, PabOYMX Yy4eOHBIX IUIAHOB,
IIOArOTOBKA 3aKJIIOYEHUW Ha y4YE€HbIM cOBeT MHCTUTyTa O BHECEHMM W3MEHEHUU B
JeMCTBYIONIME YUEOHBIE IIaHB.

20.DopmupoBanue TrpaduKOB Yy4yeOHOro Tmpolecca CTYJIEHTOB Bcex (opm
oOyuenust UHcTUTyTA.

21.®opMupoBaHUE PACIHUCAHUM YYEOHBIX 3aHATHNA, PYOEHKHBIX KOHTPOJIBHBIX
MEPOIPUATUNA, 3aYETHO-IK3aMEHALMOHHBIX CECCHil, padoOThl TroCyJapCTBEHHBIX
arrectaiinoHHbIX Komuccuit (I'IK).

22.Y4er u pacnpeneneHue ayauTopHoro ¢onaa s o0ecredeHus: yuyeOHOro
npoliecca, KOHTPOJIb HCIOIb30BaHUSA OOIIEro ayJIuTOpHOro (oHAA M CHEIUATbHBIX
(KOMITBIOTEPHBIX ) KJIACCOB.

23.KoHTposap ucnosiHeHus rpadukoB y4eOHOro Mpoliecca, pacliucaHui 3aHsITHH,
IPOMEXYTOUHBIX M WTOTOBBIX arrecranuil. COOp MaHHBIX, aHAIU3 U IMOATOTOBKA
OTYETOB IO TEKYUIUM M3MEHEHHSIM B pAcCHUCaHUM 3aHATUH, 3(P(PEKTUBHOCTH
UCIOJIb30BaHUS ayJUTOPHOTO (HOHA.

24.1lnaHupoBaHUE W OPraHU3alMsl MPOBEJICHHUS WTOrOBOM TOCYJIapCTBEHHOM
aTTeCTalluu CTYIEHTOB WHCTHUTYTa, OCYyIIEeCTBIeHHE KOHTposs padotel DK, cOop
JAHHBIX, AaHAJIN3 U MOATOTOBKA OTYETHOW JOKyMEHTaluu no pesynpraram UI'A.

25. TloaroToBka W BHECEHHE YUYEOHBIX IJIAHOB, APYIMX JAHHBIX B YAacCTH,
Kacarolleics: opraHu3ali y4eOHOTO MpoIecca, a TakKe KOHTPOJb BBOJAA B JIaHHBIX
o y4eOHOMY Mpoleccy y4eOHbIMU NoApasaeneHusamMu MucturyTa.



26.Benenve paszgenoB 0a3bl JaHHBIX B YacTH IJIAHUPOBAHHUS Y4EOHOTO
npolecca, MOATOTOBKA JaHHBIX [0 Y4YeOHOMY Mpoleccy i pa3MelIeHHs HX B
cpenctBax nHpopmanuu (caiire, ”HGOPMAITMOHHBIX CTEHAAX ).

27.KoopauHauuss W  KOHTPOJIb JEATENBHOCTH YYEOHBIX MOJpa3JeICHHM
NHcTuTyTa 1O OCYIIECTBICHHIO YYE€OHOro MIpolecca B COOTBETCTBUU € pabOYUMU
y4eOHbIMU  IUIaHaMH, TrpaduKamMu, paclHUCAHMSIMU 10  CICHHAIBHOCTAM U
HaIpaBJICHUSIM, PEaTU3yEMbIM B BY3€.

28.KouTponp  coOmogeHuss  yd4eOHOM W TPyAOBOM  JTUCUHUILIUHBI
MIPENOAABATEISIMH U CTYICHTAMM.

29.KoopauHanus pa3paOOTK OTYETHOW M TEKYIIeW y4eOHOW TOKyMEHTAlluu B
yueOHBbIX nojpa3zaeneHusx MHcTuryTa, moAroToBKa CBOJHBIX OTYETOB MO YYEOHOH U
y4eOHO-METOIMYECKOM pabdoTe.

30.PazpaboTka  pekoMeHAAaMd O  COBEPLICHCTBOBAHMIO  Yy4eOHOTO
npouecca MucTuTyTAa.

31.Kontpons pacuera Harpy3ku [IIIC dunmnanoB u moapasaeneHuil, BeIymux
y4eOHyI0 paboTy MO MporpaMMaM OCHOBHOTO, JOIOJHHUTEIBHOIO U MOCIEBY30BCKOIO
0o0pa3oBaHUs.

32.IlpoBeneHrne NPOBEPOK COCTOSIHUS YUYeOHOW H y4eOHO-METOJIUYECKOU
paboThl, BeIEHHUSI OTYETHOW JOKYMEHTAllMu B mojapaszienenusx NHcTtuTyTa, BeneHue
CTaTUCTUYECKOTO y4eTa M aHaju3 OCHOBHBIX IIOKa3zarejned y4yeOHOW paboThl B
000CO0JICHHBIX MOPa3/ICICHUSIX.

33.IloaroroBka  CHpaBOYHO-AaHAIUTHUYECKUX  MaTepUaoB IO  y4eOHOMY
npoleccy, ucnoiaHeHuto yueonou Harpysku [1T1C.

34 . KoopauHaiusi B3aUMOJICMCTBUSL TI0 BOIpOcaM Y4YeOHOW JeATeIbHOCTH
000co0sIeHHBIX ToapazaeneHuii WHCTUTYyTa cO CTPYKTYpHBIMU MOJpa3AeiieHUsIMU
TOJIOBHOT'O BY3a.

Koopannanust kagpoBoro odecneyeHusi 00pa3oBaTe/ibHOIO NMpouecca

1. IloaroroBka pacmnopsiKEHUM O 3aKPEIVICHUU YUYEOHBIX AUCIUILIINH OCHOBHBIX
obOpazoBaTenbHbIX porpamMM MHCTUTYTA 32 Kadeapamu.

2. IlogroroBka MaTepuajioB K pacyeTy KOJMYEeCTBA CTaBOK IITaTa
npodeccopcko-npenoaBaTeabckoro cocraBa MHCTUTYTa Ha OCHOBE JAEMCTBYIOMIMX
HOPMAaTHUBOB.

3. IloaroroBka  MpEAIOKEHUM IO  COBEPIICHCTBOBAHUIO  HOPMATHBOB
MeJaroTHYeCKO  Harpy3kd H©  TOBPEMEHHOM oOIiaThl Tpyda MpodeccopcKo-
MPENoAaBaTEIbCKOTO COCTABA.

4. PacyeTr 1utaHOBOW y4eOHOW Harpy3kud MPOQeCcCOPCKO-MPENO1aBaTeIbCKOTO
cocTaBa TrOJOBHOTO By3a. Opranuzaunus pabOThl MO pacyeTy IUIAaHOBOM YyuyeOHOM
Harpy3Ku podeccopCKO-MPENnoaaBaTeIbCKOro cocTaBa 000CO0JIEHHBIX
MOJpa3/ICIICHUMN.

5. Opranuzanusi paboOThl 1O HOPMHUPOBAHUIO, I[UJIAHUPOBAHMIO, YYETy U
KOHTPOJIIO TPY/ia MpodhecCopCKo-MpernoaBaTesibcKoro cocrara Mucruryra.



6. PacueT 1 moAroToBKa K YTBEP)KICHHUIO Pa3JesioB OIOJIKETOB TOJIOBHOTO By3a
¥ 000COOJIEHHBIX MOpPa3ACTICHHUM, OTHOCAIIMXCSA K KommneTeHnu Y O.

7. Ydacthe B OpraHu3aldd H MPOBEAEHUM pabOTBl MO aTTecTaluu
Ipo(heCcCOPCKO-NPENOIaBaTENbCKOr0 COCTABA.

AHAJIU3 U KOOPAMHAIUSA MH(OPMALMOHHOT O
U METOAUYECKOro odecneveHusi 00pa3oBaTe/IbHOM 1eATeJIbHOCTH

8. MudopmupoBanue mnonpazaeneHuii MHCTUTyTa O pEHIeHHSIX OpraHoB
yIpaBiieHUs] 00pa3oBaHUEM, YU€T U CUCTEMAaTH3allUs PYKOBOISIIMX JOKYMEHTOB IO
y4e0HO-METOIMYECKON paboTe, OpraHU3aIis U3YUEHUS U pealu3alii UX TPeOOBAHMIA.

9. Opranmzanust  pa3pabOTKM  HOPMATHUBHO-METOJMYECKUX  JOKYMEHTOB,
pErIaMEHTUPYIOLIMX 00pa30BATENBHYIO ACATENBHOCTh IHCTUTYTA U IESITEIBHOCTD 1O
WH(OPMAITMOHHO-TEXHOJIOTUYECKOMY ¥ METOJMYECKOMY OOCCIEUYCHHIO Y4eOHOTO
poLecca U KOHTPOJIb UX UCIIOJHEHUS.

10. VYyactue B opraHu3anud pa3pabOTKM M BHEAPEHUS WHHOBALIMOHHBIX
00pa30BaTeNIbHBIX TEXHOJIOTMH W MEPCHEKTUBHBIX (hOpM 00ydeHUs, 00ECHeUUBAIOLINX
noBbllIeHHE 3()PEKTUBHOCTH W KadecTBa ydeOHoro mporecca. Oka3aHHe NTOMOIIU
dakynpTeTaM U Kadeapam B pazpabOTKe METOJUYECKUX MaTepuaioB U MHCTPYMEHTOB
JUIS pean3alii HOBbIX 00Pa30BaTENIbHBIX MOJIENIEH, U TEXHOIOTHIA.

11. Ananu3 oOecreyeHHOCTH YYEOHOro rmpoiecca y4yeOHO-METOANYECKOU Hu
y4eOHOM JTUTEepaTyPOH.

12. Vuactue B opranuszanuu pa3padOTKu ydeOHOW M yuyeOHO-METOAMYECKOM
JAUTEpaTyphl B LEJSIX o0ecneueHns yueOHoro mpoliecca.

13. Oobecneuenue (opmupoBaHuss 0a3bl JaHHBIX Y4EOHO-METOAMYECKUX
koMmiiekcoB aucruiuind (YMKJI) u meTonuueckux pa3paboTOK i MpernoaBarenei
10 MOATrOTOBKE Y4EOHO-METOIUYECKHX MAaTEPHAIIOB.

14. OGecnieueHre METOUYECKOTO PYKOBOJCTBA M KOOPAUHAIUS ACSTEILHOCTH
CTPYKTYpHBIX mojapazieneHuii MHcTtuTyta B Bompocax y4eOHO-METOJUYECKOTO
oOecrieueHus HUIMaIoB.

15. Benenue yuera M aHalid3 OCHOBHBIX IOKa3aTesied yueOHO-METOIUYECKOU
nestenbHocTh WMHcTUTyTa M €ro mnojApasiefieHud, MOJrOoTOBKa OINEpaTUBHBIX U
CTATUCTUYECKUX OTYETOB MO y4eOHOM U y4eOHO-METOAMUECKOM padoTe.

16. MnpopmanimoHHO-METOIMYECKOE O0ecledyeHrue MOJrOTOBKH JTOKYMEHTOB K
JUIICH3UPOBAHUIO CIIEIMATILHOCTEN U HANPABJICHUM, KOMILJIEKCHOMY OOCIJIEIOBAHUIO U
OLICHKE  JIESATEJIbHOCTH,  aTTeCTallid W TOCYJApCTBEHHOM  aKKpeIuTaluu
criennalbHOCTeN (HanpasieHuil) MucturyTa.

17. Koopaunarusi miaaHOB pabOT METOIWYECKHX COBETOB W KOMHUCCHUU
CTPYKTYpPHBIX IToapasaenenui Mucturyra.



Koopaunanus matepuaiabHOro odecnevyeHus 00pa3oBaTesibHOI eI TeJIbHOCTH

18. AHanu3 COCTOSHUS U OCHAIICHHOCTH 00OpYy/IOBaHUEM YUYEOHBIX KaOWHETOB
u aboparopuilt MucTuTyTa.

19. Ananu3 cBOJHOTrO IJ1aHa pa3BUTHUS yueOHO-1abopaTopHoi 6a3bl MHCTUTYTA.

20. 3akperuieHne ayautopHoro Qonma 3a kadeapamMu U TOAPA3ACICHUSIMU
HNucturyTa.

B3aumMooTHOIIEHHS U CBA3H

21. YnpaBneHue B3auUMOJEHCTBYET ¢ ¢akyiabTeTamMu, kadeapamMu U APYyTUMH
CTPYKTYPHBIMM IOApa3AcieHuAMU MHCTUTyTa NpHU PELICHUH BO3JIOKEHHBIX Ha HETO
3aaad4.

22. VYmpaBieHue ydacTByeT B pabore YueHoro u HaydHo-meTomuueckoro
cosera MHCTHTYTA.

23. VYnpaBineHHne MNONAECPKHUBACT CBI3b CO CTOPOHHHMM OpraHU3alUsIMH H
JUI[AMU, YYaCTUE KOTOPBIX HEOOXOANMO ISl peaju3aliy €ro 3a7a4 U (yHKIHM.

Komnerenuust pykosoaurenass Y MO

24. OcyiecTBisieT 001Iee PYKOBOACTBO JesitenbHOCThIO YMO wu  Hecer
NePCOHAIBLHYIO0 OTBETCTBEHHOCTh 3a HaJIJIeXkKAIlee BHITIOJIHEHUE BO3JIOKEHHBIX HAa HETO
337124 U PyHKIIHM.

25. CormacoBpIBaeT IPOEKTHl  OPraHU3AIMOHHO-PACTIOPSIUTEIBHBIX |
HOPMATUBHBIX JOKYMEHTOB MHCTUTyTa MO y4eOHO-METOJAMYECKON IEATCIbHOCTU H
KOHTPOJIUPYET UX UCIIOJTHEHHUE.

26. OpranuszyeT MPOBEPKH COCTOSHHUS YyYeOHO-METOIUYECKOM paboThl B
CTPYKTYPHBIX MOApa3fenaeHusX MHCTUTyTa, aHATU3UPYeT UX PE3yJbTaThbl, JOBOJUT
UTOTH TPOBEPOK /0 PYKOBOJAUTENIEH CTPYKTYPHBIX MOJAPA3ACIICHUIN JIsl MPUHSITHUSA
COOTBETCTBYIOIINX MED.

27. VYyactByer B ITOCTAHOBKE 3a1a4 = OpU NPOEKTHUPOBAHUU
ABTOMATU3UPOBAHHBIX M WH(OPMAIMOHHBIX CHUCTEM, CBSI3aHHBIX C (QYHKIHSIMU
YIPABJICHHUS.

28. IlpuBnekaer, B YCTAHOBJICHHOM IMOPSKE, CIELUUATUCTOB CTPYKTYPHBIX
noapasneneHuii MHcTHTyTa K TNOATOTOBKE IIPOEKTOB HOPMAaTHUBHO-METOIMYECKHUX
JOKYMEHTOB I10 BOIIPOCaM J€ATEIbHOCTH YIIPaBICHUS.

29. 3anpammBaer u3 Y4YEOHBIX M UWHBIX TMOAPA3ACICHUN OTYETHOCTb,
CIPaBOYHbIE JJaHHbIE U UHYIO HH(OpMaIIHIO, HEOOXOAUMYIO JJisl pabOThI YIIpaBJICHUS.

30. BHocur Ha paccMOTpeHuE pPyKOBOACTBAa MHCTUTyTa mpemsioxKeHus 10
BOIIPOCAM COBEPIICHCTBOBAHUS yU€OHO-METOANIECKON pabOTHI.

31. IlognuceIBaeT ¥ BU3NPYET JOKYMEHTHI B IIpEJeIax CBOEH KOMIIETEHIUU.

32. OOecneuuBaer 1N0A0Op, PACCTAHOBKY U TMOBBIIICHWE KBAIH(PUKALNUN
COTPYJAHHMKOB YIPABJICHUS.

33. PazpabarbiBaeT MOJIO)KEHUE O JEATEIbHOCTH YIPAaBICHUS U JOJKHOCTHBIE
UHCTPYKIIMU COTPYIHUKOB.



34, Wzpmaer, B YCTAHOBIICHHOM TMOpPSJKE, PpAaCIOPSIKEHUS IO
BXOJSIIIUM B €70 KOMIIETEHIIHUIO.

CtpyKTypa y4eO0HO-MeTOAUYEeCKOI0 0T/Ae/1a
B coctaB YMO BXoAsT crnenyronme noapas3aciacHus:

- TpyIIA JIAHUPOBAHUS U OPraHU3alMU y4eOHOTO POoLecca;
- TpyIINa KOHTPOJIA U y4eTa yueOHOro mpoiiecca.

BOIIpOCaM,
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