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1. O6wme nonoxKeHnnA

1.1. Otgen no pabote ¢ abutypuneHtamun (ganee OTaen) ABNAeTCA NoapasgeneHnem
NHcTnTyTa, ocywectBnAlwmnM pa3paboTKy M NpakTUYeCcKoe BbIMOSIHEHME CUCTEMbl Mep,
obecneumBalowWwmx npuem noctynawwmx B WVHCTUTYT Ha oOyyeHne Mo peannsyembim
obpa3oBaTebHbIM NPOrpamMmmam BbiCLIEro 06pa3oBaHuA.

1.2. Otpen nopuvHAaeTca [epBOMY MPOPEKTOPY, a TaKKe PYKOBOAUTENIO Y4YebHO-
METOAMYECKOrO ynpaBieHus.

1.3. Pabota opraHusyetca pykoBogutenem OTgena, KOTOPbI Ha3HayaeTca U
0CcBOOOXJaeTcA OT 3aHUMMAeMOW [O/MKHOCTU NpPUKa3oM pekTtopa WHctutyta no
npeacrasneHuio [NlepBoro npopekTopa B yCTaHOBIEHHOM NMOpPAAKe.

14.B npaktnyeckon peAtenbHoctn OTAen pPyKOBOACTBYETCA  Clefylowunumm
AOKYMeHTamu:

- MepepanbHbii 3akoH «0O6 obpasoBaHun B Poccuickon Oepepauun ot
29.12.2012 N2 273-03 (peg. o1 03.02.2014);

— obpazoBaTenibHbIMA nporpammMamu BbICLLEro npo¢$eccnoHanbHOro
ob6pa3oBaHuAY;

— APYTMMM HOPMATUBHbIMU JOKYMeHTamn MuHucTepcTBa 06pa3oBaHUA 1 HayKu
Poccuinckon Oegepauyny;

- obpa3oBaTenibHbiMK CTaHAapTamu PO;

- YcraBom AHO BO «/IHCTUTYT 613Heca 1 gn3anHay;

- PeweHnamn yuéHoro coseta NHCTUTYTa;

- MNprKasamu n pacnopakeHnaMn pektopa NHCTUTyTa;

- Hactoawmum NonoxeHnem.

1.5. Otgen BbINONHAET CBOWM 3ajaunm N OGYHKUMM B TECHOM B3aMMOAenCTBUU C
dakynbTeTamu, Kapegpamum 1 gpyrumm CTPyKTypHbIMU nogpasgeneHnamm NHctutya.

2. Uenu n sagaun

2.1. Uenamu geatenbHOCTV OTAeNa ABNAOTCA:

- MNaHMpoBaHWe, OpraHn3aLmna 1 oCylecTBIeHNe Nprema rpakaaH ana obyyeHus B
NHcTuTyTe;

- KoopavHauuA paboTbl GakynbTeToB W Kadeap W APYrUX CTPYKTYPHbIX
nogpasfeneHnn  UHCTUTYTa  NO  opraHv3auum  nNpopopmeHTauMoHHON paboTbl 1
npuBneYeHnto NocTynatowmx B IHCTUTYT.

- opraHusauua paboTbl MO NPefoCTaBNeHUIO CTYAeHTaM TrOCYAapCTBEHHbIX
CoUManbHbIX NbroT (IbrOTHbIM NPoe3f B METPOMNONNTEHE, BM3bl ANA NHOCTPaHHbIX CTYAEHTOB,
perucTpauma MHOCTPaHHbIX CTYAEHTOB 1 Ap.)

2.2. 3apaumn OTpena:

- y4yactme B GOpMUPOBaHUN NiaHa NPoGOpUEHTALNOHHOM PaboTbl UHCTUTYTA;

— opraHusauma paboTbl NPMEMHOM KOMMUCCUW, aHanmn3 n 06006LieHne UTOros
paboTbl NpeMHON KoMrnccnn; obecneyeHrie OTYETHOCTI MO BOMPOCaM NpremMa 1 3a4nciieHuns
Ha obpa3oBaTefibHble NPOrpaMMbl BbiCLLEero obpa3oBaHus;

- BegeHVe MHOOPMAUMOHHOM N KOHCYNbTaTUBHOW AEATENbHOCTM MO BOMPOCam
npuema B UHCTUTYT;

— BOKYMeHTanbHoe obecneyeHne geatenbHOCT NPUEMHON KOMUCCUN;



— KOMMEeKTOBaHMe, obecneyeHre COXPaHHOCTK, yYeT 1 UCNOSIb30BaHNE AOKYMEHTOB,
06pa3oBaHHbIX B NpoLecce AeATeNbHOCTM OTAeNa COrfMacHO HOMEHKNATYpe;

- pabota ¢ depgepanbHbIMU MHGOPMALMOHHBIMM CUCTEMAaMM B YacCTX OpraHm3auum
NPUEeMHON KaMMaHUN 1 OTYETHOCTY;

- opraHu3auma u obecneyeHve AOKYMEHTANIbHOM CBA3M C NoAapasfeneHusaMM
WHCTUTYTA, APYIMMX OpraHM3auvaMyi W yUYpexgeHuAMM Mo BOMpocaMm, BXOZAWMUM B
KOMMNeTeHUMIO OTAenNa;

- obecneyveHune cobnoaeHNsa 3aKOHHOCTM B YaCTW Npriema NoCTYNaroLwWwmx B UHCTUTYT,
a TakXKe copencteme B obecneueHnn cobniogeHna NPpUHLMNOB OTKPbITOCTU U FTACHOCTA Ha
BCEX 3Tanax MpoBefAeHUsAs KOHKYPCHOW npouefypbl, 06beKTUBHOCTN OLEHKM CNOCOBHOCTEN
N CKNOHHOCTEN NOCTYNALWMX;

— obecneyeHue 3aWnTbl NEPCOHAbHbBIX AaHHbIX MOCTYNaoLWMX.

3. OyHKUUN

3.1. TllogrotoBKa n pa3smelleHne Ha cante VIHCTUTYTa NpaBwi npuema rpaxpgaH Ha
obyyeHue;

3.2. lNoproTtoBKa cnpaBoyYHOM MHPOPMaLUKM ANA NOCTyNaKLWMX K pa3MeLLleHnIo Ha
NHOOPMALMOHHBIX CTeHAax W oduuManbHOM canWTe MHCTUTYTa, NpeayCMOTPEHHON
AEeNCTBYIOLWNM 3aKOHOAATENbCTBOM;

3.3. [logrotoBKka MPOEKTOB MNPUKA30B O COCTaBe TMPUEMHON KOMUCCUMN,
npegMeTHbIX 3K3aMeHaUMOHHbIX KOMUCCUW, anennAuMOHHON KOMWUCCUN, TEXHUYeCKoro
nepcoHana, a TakXKe MNPMKa30B Ha 3auyuc/ieHne B COCTaB CTyAeHTOB Mo Bcem ¢dopmam
obyueHus;

3.4. CocTtaBneHve pacnvcaHuA BCTYNUTENbHbIX WCMAbITAaHUA AnA MNOCTynaowmx;
npoBepka TrOTOBHOCTM HeoOXOAMMbIX MaTepuanoB pAnA MpPoBefeHNA BCTYNMUTENbHbIX
NCNbITaHUI;

3.4. OpraHuszauma BedeHUA NPOTOKONOB 3acefaHu MNPUEMHON  KOMUCCUW;
XKYPHanoB perncrpaymm nocTynaroLwmx n nepeBegeHHbIX rpa)kaaH;

3.5. OpraHusaumsa 3aKnoYveHnn AOroBOpoOB Ha OKasaHwue NAaTHbIX
obpa3oBaTenbHbIX YCAYT.

3.6. OdopmneHne nNUYHbIX Oen CTyAeHTOB, MarMCTpPaHTOB W CBOEBpPeMeHHas
nepepava ux Gpakynbretam VIHCTUTYTa;

3.7. BepeHue n nepegayvya HOMEHKNATYPHbIX Aen B apxus VIHCTUTYTa;

3.8. Bblgaua fOKyMEHTOB N1LaMm, He NOCTYNMBLWUM B NHCTUTYT;

3.9. (CBoeBpeMeHHOe BHeCeHMe W MNpefocTaBNeHMe CBeAeHUNn O nprveme Ha
obyuyeHne B depepanbHylo UHPOPMALMOHHYIO cucTemy obecneyeHna npoBedeHUA
rocyfapCTBEHHOM MTOroBOM aTtTecTauMm  oOy4yaloLWMXCA, OCBOMBILUMX OCHOBHbIE
obpa3oBaTenibHble MPOorpammbl OCHOBHOro obwero n cpepgHero obuwero obpasoBaHuA, U
npuemMa rpaxgaH B obOpa3oBaTefibHble oOpraHvM3auvMvM AnA  MNojyyeHua  cpedHero
npodeccrmoHanbHOro u Bbicwero obpasosaHuA (ganee no Tekcty - ®UC TMA n npuema);

3.10. MpoBepka pe3synbTaTtoB EI npn nposegeHnmn npuema 8 OUC TMA 1 npnema;

3.11. NoparotoBKa NTOroBOWM AOKYMEHTaUMN O pe3ynbTaTax NnpvemMa Ana pykoBoAcTBa

NHcTuTyT];

3.12. MpoBefeHne aHKETUPOBAHUA NUL, MNOAABLIMX 3asABfeHMe Ha obyyeHve B
NHCTUTYTE BHE 3aBUCMMOCTI OT pe3ynibTaToB NOCTYMNEHWA C LeNbio BbIAABNEHMA NCTOYHNKOB
NHPopmMaL MM 1 MOTMBOB NMOCTYNNeHNA B MHCTUTYT OM3Heca M Auv3aliHa M opraHusauma X
06paboTKM N 06CYKAEHNA NONYUYEHHbIX Pe3yNbTaToB;

3.13. Pa3zpaboTka npeanoxeHWn NO COBEPLUEHCTBOBaHMIO NPOdOpUeHTaLMOHHOMN
paboTbl B UHCTUTYTe 1 NnaHMpoBaHve NpodopreHTaLUNOHHON PpaboTbl Ha y4ebHbIN rog;
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3.14. Pa3paboTka NpoeKTOB /IOKasbHbIX HOPMAaTMBHbIX akTOB Ha OCHOBE aKTyaslbHbIX
HOPMaTMBHO-NPaBOBbIX M 3akoHOoAaTeNbHbIX akToB PO Kacawwenca nprvema, nepeBofa,
BOCCTAHOBJIEHUA, OTYNCIIEHNSA;

3.15. Pa3zpaboTtka wabnoHoB, ¢opm, 6MaHKOB [AOKYMEHTOB, HeobXoAMMbIX AnA
paboTbl NPUEMHON KOMUCCUY;

3.16. llucbMmeHHOe N YCTHOe KOHCYNbTMPOBaHWE NuL MO BOMpoOcCaM nprvemMa Ha
nepBbI Kypc, NepeBofa 1 BOCCTaHOBMIEHMA Ha nocnegyowmne Kypcbl IHCTUTYTa;

3.17. BegeHne CaMOCTOATENIbHON nepennckn C roCcyfapCTBEHHbIMM,
MYHMLMNANbHbIMX OpraHaMmm 1 YaCTHbIMM MLAMM MO BOMPOCaM, BXOAALWMUM B KOMMETEHLMIO
oTaena;

3.18. O606LeHMe N aHanM3 UTOroB PaboTbl NPUEMHON KOMUCCUN.

3.19 TloprotoBka pa3genoB WHGOPMAUMOHHbIX oT4yeToB (dopma No BIO-1,
MOHUTOPWHI OEeATENbHOCTU WHCTUTYTa, FoAoOBble MoKasaTenn paboTbl) MO BoONpocam
AeATeNbHOCTN OTAEeNa;

NOAroTOoBKa MPOEKTOB JIOKaJIbHbIX aKTOB MO BOMpPOCaM [AEeATeNbHOCTM OTAena
NPUEMHON KOMUCCMX U NPUeMa rpaxaaH B MHCTUTYT;

4. MpaBa

4.1. CamocToATENbHO OnpeaenATb copep)kaHve n GopmMbl CBOel AeATeNbHOCTU B
COOTBETCTBUM C LIefIAIMU 1 3aJavamu, yKa3aHHbIMU B HacToALeM NonoxkeHnu.

4.2. TonyyaTb OT BCeX CTPYKTYPHbIX nogpasgeneHnn WNHCcTuTyTa Heobxopumble
AOKYMEHTbI 1 MaTepurasbl MO BOMpocaM, BXoAALMM B KoMmneTeHumo Otaena.

4.3. PykoBoguTenb OTAena MMeeT NpaBO Y4yacTBOBaTb B pelleHNN BCEX BOMPOCOB
opraHuM3auuMn 1 NpoBefeHna npuema, obcyaaemMbiX WA NPOBOAMMbBIX agMUHUCTPaUnen
NHCTnTYTa 1 CTPYKTYPHBIMW NOAPa3aeneHnAMN:

- nMpuBneKkatb B YCTaHOBNEHHOM MOPAAKe, K PeLleHMI0 BOMPOCOB, CBA3AHHbIX C
opraHu3auuen 1 NpoBefeHneM Nprema, gpyrue CTpykTypHble nogpasgeneHua VIHCTUTyTa;

- nony4yaTtb OT APYruMX CTPYKTYPHbIX nogpasgeneHnn WHctutyta matepumanbl u
cBefeHus Heobxoanmble ANnA BbIMOHEHUA GYHKUNA OTAena;

- pa3pabatbiBaTb HOpMaTMBHbIE N MHPOPMALIMOHHbIE MaTepuranbl MO Npuemy AnA
NCNONb30BaHMA BHYTpU NHCTUTYTA.

5. OTBeTCcTBEHHOCTb

5.1. OTBeTCTBEHHOCTb 3a CBOEBPEMEHHOE N KayeCTBEHHOe BbIMOSHEHME 3ajay ”
byHkuun OTgena, onpegeneHHbIX HACTOALLMM NONOXKeEHMEM, HeceT pykosoguTens Otgena

5.2. PykoBogutenb OTaena HeceT nepCcoHasnbHY OTBETCTBEHHOCTD 3a:

5.2.1. Opranuzauymio B OTgene onepaTtMBHOM M KayeCTBEHHOW MOArOTOBKM W
NCNOMTHEHNA AOKYMEHTOB, BefeHue Aenonpou3BOACTBa B COOTBETCTBUM C JIOKaSbHbIMU
HOPMATMBHbIMA aKTaMW WHCTUTYTa, a TakkKe WCnonb3oBaHMe WHPopMauun CTpPoro B
CNy>KeOHbIX Lensax.

5.2.3. CBOEeBpPeMEHHOCTb M KauyeCTBO WCMNOMHEHUA [AOKYMEHTOB W MOpPYYeHUNn
pykosogacTBa MIHCTUTYTAa.

5.2.4. Ob6ecnevyeHne COXPaHHOCTM KMMyLleCTBa, HaxogAweroca B Otpene, un
cobnogeHne NnpaBu NoXxapHon 6€30MacHOCTU, OXpaHbl TPYAA U T.4.

5.2.6. CobniogeHne pabotHukamm OTaena TPygoBOM U UCNOSHUTENbCKOW
ANCUNMAVHDI.

5.3. CreneHb OTBeTCTBEHHOCTM Apyrux paboTHMkoB OTaena ycTaHaBnMBaeTcA
AOMKHOCTHBIMU UHCTPYKLMAMN.



