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Io/i0:kenne 00 y4eOHO-METOAHYECKOM OTAeJIe
AnbMetbeBckoro puauana KHUTY-KAHU

1 OO01IHe TOJIOKEHHS

1.1 Hactosmee IlonokeHue yCTaHABIMBAET OCHOBHBIE IEIH, 3a0a4d H
Gynkupn y4yeGHO-MeTOmMUYecKOro otmena (mamee mo Tekery — YMO, Otnen)
AnpMeTheBCKOro  GQmmana  QenepanrbHOrO  TOCYAapCTBEHHOTO  OIOIKETHOIO
00pa30BaTENLHOTO yUpPEXKAeHUS Bhicuiero obpasosanus «Ka3aHCKUH HallMOHAIBHBIA
HcCIIeIoBaTeNbCKUM Texuuueckuit yuusepcuteT uM. A.H. Tynonesa-KAIN» (nanee —
A® KHUTY-KAW, @unuan)

1.2 YMO B cBoedl [deiATeNbHOCTH PYKOBOJCTBYETCA IEHCTBYIOLIUM
3akoHOmaTenscTBOoM  Poccumiickoit  ®epepanun, Koncturynueir Poccuiickon
denepanuy, ToKansHbIME HopMaTHBHEIMY akTaMu KHUTVY-KAHM, Ycerasom KHUTY -
KAW, TTonoxkerreM o Quirane, TOKYMEHTaMU CHUCTEMBI MEHEIKMEHTa KadecTBa H
HacTosmuM [ lonoxenueM.

1.3 VMO nopuuHsieTcss 3aMeCTHTENIO0 TUpeKTopa Mo ydeOHo# pabore
Ounuana.

1.4 IlratHoe pacnucanue YMO yTBepxKaaeTcs peKTOPOM YHHBEPCHTETA B
cOCTaBe MITaTHOIo pacnucanus Ounnana.

1.5 Ortnen BosrnaBimser 3aBeayrommii YMO, KOTOpBI Ha3zHa4aeTcd,
IIPUHEMAETCS M OCBOOOXIaeTcsl OT JOJDKHOCTH IIPHKa3oM AMpeKkTopa Puiuana Io
IpeCTaBIEHHIO 3aMECTHTENS TUPeKTopa o y4ebHol padore.

1.6 Paboruuku YMO Ha3zHa9arOTCs Ha JOJDKHOCTE M OCBOOOMKIAIOTCS OT
JOIDKHOCTH TIPUKa30M JaupekTopa Ounnana.

1.7 B Otpgerne corylacHO WITAaTHOMY PaclIMCaHUIO IIPELYy CMOTPEHEI JOJLKHOCTH
CIEI[HAINCTa II0 y4eOHO-MeToAuueckod pabore 1 kareropuw, CIENHaNKHCTa II0
yueOHO-MeTONUIeCKOH paboTe 2 KaTeropHH, BEAYIEro IpOorpaMMHUCTA.

1.8 JemonpoussonctB0 B YMO ocyluecTBII€TCs B COOTBETCTBHH C
Huctpykuueir 1o  pmemompousBonctsy B KHMTY-KAHM, opranusanuoHHO-
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pPACIIOpPSITUTENFHEIMU JOKYMEHTAMH YHHBEPCUTETa W APYyrod NOKYyMEHTHPOBaHHOM
mH(MOpMaIel B yHUBEpPCHUTETE.

1.09 ®opmupoBaHue Ael NPOU3BOAUTCS B COOTBETCTBUU C YTBEPIKISHHOM
HOMEHKJIATypO# e (rurrana.

2 Hasnauenue
OcHoBHBEIM HazHaueHHeM YMO sBmsgeTcss obeclieueHHe IUIAaHHPOBAHUS,
OpraHW3aIliK, KOOPAWHAIIMH, COBEPIICHCTBOBAHUSI W KOHTPOIS Yy4eOHOH U
MeToauIeckol paboTel B Ouimane 1o OCHOBHBIM 00pa3oBaTelbHBIM IIpOrpaMMam:
o0pa3oBaTeqpHBIM  IpOrpaMMaM  BbICIIero  oOpa3oBaHus —  Iporpammam
OaxanaBpuara, mporpaMMaM MarucTpaTypsl.

3 OcHoBHBIE 33129 ¥ QYHKIITAA

3.1 OcnoruBIME 3am1auaMu OTIeNa SBISIOTCS:

- y4eOHO-METOAMYECKOEe COIMPOBOXKIEHHE 00pa30BaTENBHON [eATEIbHOCTH
dumana, COBEPIISHCTBOBAHNE CHCTEMbl NPUHIMIIOB OPraHU3alliH, YIIPaBICHUS U
peanu3anydy o0pa3oBaTeIbHOIO IIPOLECcCa;

- COCTaBIIEHUE PACIMCaHUN yUeOHBIX 3aHATUN I 00y4arouXcs OYHOM, O9HO-
3209HON ¥ 3a04HOU (HopM 00yUeHHST;

- COCTaBJIeHHE PACIHCAHWH MPOMEKYyTOYHOW K IOBTOPHOM IPOMEKYTOTHOM
aTTeCTaIlMK 00yJaronIuxcs;

- BeJIEHHE YUeTa U OCYIIECTBIEHHE KOHTPOJS BBHITOMHEHHS yueOHOH HArpy3Ku
npernoiaBatensMu kapenp Ounmnana;

- KOOpJUHAaNus ydeOHOTo mpolecca o0ydaroluxcs OYHOM, OYHO-3a09YHOH H
3204HOH (hopM 00yUeHHUS;

- aHAJIU3 YCIIeBaEMOCTH 00yJaIOIIUXCs OYHOH, 0YHO-3a09HON U 3a09HOH (opM
oOyueHus;

- KOHTpPOJIb 3a IIOCEIMaeMOCTbI0 y4eOHBIX 3aHATHUH OOy4arolUMHCS OYHOH,
OYHO0-3209HOH ¥ 3209HON (hopM 00y4deHHS;

- KOHTPOJIb Ha][ BHIIOJIHEHHEM 00yJaloNMMUCs yu4eOHBIX IIJIaHOB M IIPOIPaMM;

- paboTa ¢ POJUTENSIMH 10 COTIACOBAHUIO NeHCTBUH IS yCIEIIHOro 00ydeHus
M BOCIOUTAHMs OOYYarONMXCsA, II0 PelIeHUIO0 3a4ad HX NpodecCHOHATbHON
IIOATOTOBKH;

- IOMOIIb B 3allOJIHEHHU IIPerofaBaTesIMU BEIOMOCTeH ydeTa KadecTBa
yaeOHoI paboTH;

- BBIJa4a CIIPaBOK-BBI30BOB, CIPAaBOK-IIONTBEP)KIEHUN, HalpaBIeHUH Ha

nepecaady;
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- aHaJM3 YCIIEBAEMOCTH, HTOTOB 3K3aMEHAIlMOHHOH CeCcCuH, COOOIIeHne
pE3yILTATOB 3aMECTUTEINI0 IUpPEeKTopa Mo ydeOHOH paboTe W Ha YYEHOM COBETE
dunmana;

- TIOJrOTOBKA IOKYMEHTOB II0 HA3HAUEHUIO aKaleMHYeCKOH CTHIEHIHH,
OCYILECTBIIEHHE ITOJITOTOBKH M IIPEJOCTaBJIEHHE IIPOEKTa IpHKa3a O Ha3HAYeHUHU
aKaJ[EMUYECKOH CTUIIEHIUH 00yYarOIMMCs, YCIICITHO 00yJatoMmMcs Ha OO KETHON
OCHOBE;

- IIOArOTOBKA IIPOEKTOB MpHKa3a 00 OTYHCIEHUY, IEPEBOe, CMEHE (haMUIIUU U
ap.;

- pabota ¢ cuctemoit ACVY-Jlexanat: popMupoBanue rpynn 1 Kypca, nepesoj ¢
Kypca Ha Kypc, 3all0JIHEHHe aHKeT U T.II.;

- dopMHpOBaHUE U BelleHHe 0a3bl MaHHBIX O peanu3yeMbIX 00pa3oBaTeNbHbIX
nporpammax dunuana;

- BeJIeHHEe aBTOMAaTH3UPOBAHHON CHCTEMBI COIPOBOXKAEHUS 00pa30BaTeNbHOIO
TIporiecca;

- COCTaBJIEHHE HEOOXOIUMOM OTYETHOCTH (IBIKEHMUS KOHTHHIeHTa CTYIEHTOB,
cratuctrueckue otyeTsl BI1O-1 u ap.);

- BBIJaYya 3a4YETHBIX KHIDKEK M CTYJCHUYECKHMX OHIETOB IOCTYIHMBIIMM Ha
IEPBBIA Kype 00ydaroImuMes, IepeBEeeHHbIM U3 APYIMX BY30B, OyONUKaToOB (TIpH
ITOTEpEe OPUTHHAIIA);

- MOArOTOBKa JOKYMEHTOB IiepearTecTaluu (mepe3adera) oOydaromuxcss Ha
6a3e cpemgHero npogeccHOHaIBHOI0 WK BEICIIEro 00pa3oBaHHs;

- pasMmerrenne Ha oduuuansHoM calite @unuana vHbOpMaAUHY, 3aKpeIIeHHON
3a Ortmenom mnpukazoM gupekTopa Pumimana B paszgene «CemeHus o0
o0pa3oBaTenbHON OpraHU3aIuI»;

- pa3paboTka, BHEIpeHHe U MOJJepKaHWe B pabodyeM COCTOSHUH CHCTEMBI
MEHEIKMEHTA KadecTBa, YIOBIETBOPSIONIYI0 TpeOOBaHUAM MEXKIyHAPOTHOIO
cragmapta MUCO 9001;

- cocraBieHue rpaduka BHYTPEHHMX ayAWTOB, IIPOBEICHHE BHYTPEHHHX
ayIUTOB, aHAIN3 UX Pe3yIbTAaTOB, OpPraHU3alUs KOPPEKTHPYIOIUX MEPOIIPUATHH;

- y4acTHe B IIPOBEHCHUH HAYJIHO-TIPAKTUYECKUX KOH(EpeHIUSIX U CeMHHapax
[0 YJIYYIIeHHWI0 y4eOHOro Iipollecca, IOBBIIIEHUS IIeJarord4ecKoro MacTepcTBa
po¢heCCOPCKO-TIPEenoaaBaTeIbckoro  COCTaBa, COBEPIISHCTBOBAHHIO  y4eOHO-
MEeTOQUIeCKOH TOKyMEeHTal1H;

- IOATrOTOBKAa MAaTepHaIoB IO Y4eOHOH M MeTomuueckod paboTe it
paccMOTpeHHUs Ha 3acelaHud y4eHoro corera Ounnana.

- BEJICHUE NOKYMEHTALlMH B COOTBETCTBUM C YTBEP)KIECHHONH HOMEHKJIATypOH
Jied.
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3.2 B cootsetrcTBuH ¢ 3amayaMu Otnena YMO ocyIIecTBISET CIIEAYIONIHE
GyHKIHAH:

- IUTaHWpOBaHHMe Yyd4eOHOro mnporecca OOYYalOIUXCs B COOTBETCTBHH C
y4eOHBIMH TIIaHAMH;

- OpraHusaiys TeKylero ydeOHoro mporecca B Duiamane: cOCTaBIICHHE
pacmucaHuii y4eOHBIX 3aHATHH II0 CEMECTpaM M paCIHMCAHHE IIPOMEKYTOUHBIX
aTTCCTAallHM;

- BBIITOJTHEHHE KOHTPONBHBIX (QYHKIMH 3a BEITIONHEHHEM paclMCaHM 3aHITHIL,

- PErylupoBaHWE 3aHATOCTH AayOUTOPHOTO (OHAA H €ro OITHMAaIBLHOE
UCIIONB30BaHUE TIPU COCTABJIEHMH PACHMCAHUS 3aQHATHUHN, I IPOBEICHUS
BHEY4eOHBIX MEPONIPHATHH, HAYIHBIX KOH(DEPEHIHHI U IpYyTUX LieNei;

- cbop, aHanmu3z u 0OpaboTKa CTATHCTMYECKHX [AHHBIX MJIS BHENIHHX H
BHYTPEHHHUX OTYETOB Y HUBepcuTeTa i Ounuana;

- (GopMHpOBaHME OTYETOB, CBA3AHHBIX C TeKyIled 06pa3oBaTeIbHOM
AeATenbHOCTRI0 DuioMana HO 3anpocaM YIOJHOMOYEHHBIX OpPraHOB BIIACTH H
TOJDKHOCTHBIX JIMIL;

- MOHHTODHHI [BHM)XXK€HHS KOHTHHTEHTAa OOYYaroIIMXCSd B COOTBETCTBHH C
JCHCTBYIOIIMM 3aKOHOJaTeNbCTBOM Poccuiickoit ®eneparum;

- Y4eT ¥ KOHTPOJIb BBINOJIHEHMS y4eOHOM Harpy3ku kadenpamu Ounnana;

- BBINOJIHEHHE NEPCIEKTHBHBIX M TEKyI[UX 3afaHuil nupektopa Duimana,
3aMEeCTUTEN JUPEKTOpa 110 yueOHoit paboTe.

-+ TlonmHoMouns

s nocTikeHMs Lenelt U 3a7ad, Bo3joxkeHHBIX Ha YMO, paboTHHKH oTaena
HUMEIOT TIPaBo:

- OCYLIECTBIIATE AESTENbHOCTD, IIPEAYCMOTPEHHY 0 HacTOSIMM I1ooKeHueM;

- IOJIy4aTk JUIsl O3HAKOMIICHHS IIOCTYyIAIOIIHEe B YHHMBEpcHTeT W Duiuain
HOPMATHBHBIC ¥ MHBIC IIPABOBBIE aKThI M JOKYMEHTHI Ha OYMaXKHEIX ¥ 3JIEKTPOHHBIX
HOCHTEIISX, Kacaromuecs aestensnocti Otnena;

- 3aIpallliBaTh y CTPYKTYPHBIX MoApasfeneHui Pmiuana uHOOPMAIHIO, 110
BOIIpOCAaM, BXOIAINAM B KomreTeHIMIo OTHena, a TakXe MOKYMEHTEI H CBEIEHHS,
HeOoOXOIUMEIE IS pealu3aliy 3a/1ad, BO3JI0KeHHBIX Ha OTe;

- TIOJIB30BATHCA B YCTAaHOBIEHHOM HOpPsSAKe WHOOPMAIIMOHHBIMUA CHCTEMaMU H
Oasamu maHHBIX YHEHBepcuTeTa ¥ OUIMANA U CO3AaBATh COOCTBEHHEIE 6a3h JaHHBIX;

- TIOJIb30BATHCA HHBIMU IIpaBaMH, NPeOyCMOTPEHHBIMH 3aKOHOIATEIbCTBOM
Pocculickoit @epepanuu;

- IPUHUMATh HEIOCPCACTBEHHOE YYaCTHE B COBEIIAHMAX II0 BOIPOCAM,
CBA3aHHBIM C JIeATeNbHOCTBIO OTlena, a Takke II0 BOIpOcaM OpraHW3aluu
oOpa3oBareIsHOH JeaTeabHocTH B Ouinare;
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- yYacTBOBaTh B pa3paboTKe MOKyMEHTOB II0 OpraHM3allMd U OOEeCIIeYeHUIO
yuebHOrO  TIpollecca, [JOKYMEHTAallUd CHCTEMBl  MEHE/DKMEHTa  KadyecTBa,
ITOKYMEHTAI|H 110 BollpocaM 00ecliedeHNsI KaueCcTBa IIOITOTOBKHU BBIILY CKHUKOB;

- B3aHMOJEHWCTBOBaThH CO CTOPOHHMMH OpraHH3alWsMH [0 BOIIPOCAM,
OTHECEHHBIM K KoMrieTeHIuu OTesa U CBA3aHHLIM C pelleHUeM BO3JIOXKEHHBIX Ha
HEro 3a11a4;

- BHOCHTD TIPEUIOKEHHUS 10 BOIIPOCaM, CBA3aHHBIM C PEIIEHHEM BO3IIOKEHHBIX
Ha Otnen 3agad. |

5 OTBeTCTBEHHOCTH

5.1 TlepcoHasbHY!0 OTBETCTBEHHOCTH 3a HaJJIeXKalllee M CBOEBPEMEHHOE
BeimonHenne Ortmenom  GyHKOUE W 3amad, MIpeIyCMOTPEHHBIX HaCTOSIIUM
[TomoxxenneM, HeceT 3aBeayromuit YMO.

5.2 CremneHr OTBETCTBEHHOCTH paboTHHKOB OThena ycTaHaBIMBAeICs B
COOTBETCTBHH C [EHCTBYIOIIMM 3aKoHOmaTenbcTBOM Poccuiickoil ®enepanuu,
JIOKAJIbHBIMA HOPMATHBHBIMHU aKTaMu Y HuBepcureTa U Ouinnanga ¥ JOIKHOCTHBIMU
WHCTPYKIHSIMHU.

5.3 3a HeBHIOIHEHHE H HEHaJIeXallee BEITTONHeHHe paboTHrKamu OTaena
BO3JIOJKEHHBIX Ha HHUX QYHKOWH W 3a7ad, YCTaHAaBJIMBAEMBIX JOJDKHOCTHBIMH
HHCTPYKIWSIMU, a TakKe TpeOoBaHMM 3aKOHOJATENBCTBA, HA HUX BO3JIAraercs
OTBETCTBEHHOCTH B COOTBETCTBUH C JIEHCTBYIOIIMM 3aKOHOIATENbCTBOM Poccuiickoi
@Denepalnu.

6 BzaumopeiicTBue ¢ noapasaeneHuaMu Ounuana

Jlnst MOCTHXKEHHMs Iejilel M BBIOJIHEHMS 3a]ad, BO3JOXKEHHBIX Ha Otzeln, oH
B3aMMOJIEHCTBYET CO CTPYKTYPHBIMH NToApasneneHuIMu Punnana.

6.1 Bsaumopeiictsue ¢ OTmenoM OyXranTepcKoro yuera i OTYeTHOCTH:

YMO mnpenocrasiser (riaBHoMy Oyxranrepy) chOpMHpPOBaHHBIE PacYETHBIE
BEZIOMOCTH HA OIIATy 3aMEeLIeHHs earornyecKux pabOTHHKOB, (CHEUHANUCTy IO
KaJpoBO# paboTe) TOKyMEHTHI II0 y4eTy IepcoHalla, IpaduKHu OTIIYCKOB.

CrienuanyicT mo KaapoBo¥ pabore odopMisieT TOKYMEHTHl IO IIpHeMy HIIH
yBOIBHEHUIO paboTHHKOB YMO U JOKyMEHTSHI 10 y4eTy IepCoHaia.

6.2 BsaumopeiictBue ¢ kKadeapamu Ounnana:

YMO B3auMOIEHCTBYET II0 BOIIPOCAM pacdyera U BBINONHEHUSA Y4eOHOMH
HAarpy3KH; COCTaBJIE€HWS W pealu3alldd paclHCcaHUi y4eOHBIX 3aHATHH W
9K3aMEHAI[MOHHEIX  ceccuii 1m0 BceM  ¢opmam  oOydeHHs, pa3paboTKu
00pa3oBaTeIbHBIX MPOTpaMM, y4eOHO-METOAMYECKHX KOMIUIEKCOB MUCIHILIKMH, II0
BOIIPOCaM TIOPS/IKA 3aMEIEHHS TOIDKHOCTEH NeIarorMIecKUX pabOTHHUKOB;
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6.3 BsaumopeiicteBre YMO cO  CTPYKTYpPHBIMH  IOApAa3IelCHHSIMH,
HEOXBAYEHHBIMH HACTOALIMM IIoIoXeHHeM, OCYIIECTBIAETCS 10 YCTAHOBUBIIIHMCS
CIy KeOHBIM OTHOIIEHHAM HITH 110 YKa3aHHIO PyKoBojicTBa Ouiaa.
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