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HaudyasibHUK omadena

1. O6uwme NonoxeHUsa

1.1. ‘ HacTodAuwan MHCTpyKLUKA paspaboTaHa B COOTBETCTBUU C NpodpeccroHab-
HbIM CTaHAapTOM «byxrantep», yTBepxaeHHbIM MNMprkasom MuHWcTepcTBa TpyAa U CouMasibHOM
3awnTel Pocculickon deaepaumm ot «21» cpepans 2019 r. Ne 103H.

1.2.  HavanbHvK oTAena OTHOCUTCA K KaTeropuu pykosogutenei, agMuHUCTpaTuBHO-
ynpasneH4yeckomy nepcoHany. fipuHumaeTca Ha paboTy M YBOJILHAETCH NPUKa3oM peKTopa yHu-
BepcMTEeTa Mo npefcTaBNeHno HavanbHuka ®IJY - rnasHoro oyxrantepa. [MO4YMHSETCH Heno-
CPeACTBEHHO Ha4danbHUKy ®3Y - rnaBHOMY Oyxrantepy, BbINOJIHAET PACMNOPSXKEeHUs pekropa,
NPOPEKTOPOB U 3aMecTUTe el HauasibHuKa PY - rnaBHOro dyxrasarepa.

1.3.  Tpe6oBaHusa K keanuukauuu.
1.3.1. TpeboBaHna K 06pasoBaHnio U 06yUYEHUIO.
Bbiclwee o6pa3sosaHue - 6akasiaBpuar uam
Boiclee obpasosanve (HenpodwibHOE) - 6akanaspuaTt v LOMOSHUTEIBHOE NPO-
theccroHaibHOe 06pa3oBaHne - nporpammbl NPodeccuoHaibHoM NepenoaroToBKM
nnn
CpepgHee npogeccrnoHanbHoe o6pa3oBaHue - NporpamMmmbl NoArOTOBKY
CNeunanncToB cpeHero 3BeHa
nnn
: CpegHee npodeccnoHanbHoe o6pasoBaHne (Henpodu/ibHOE) - NporpamMmbl
NOATOTOBKW CMELWANNCTOB CPEAHEr0o 3BEHA W [OMNOHNTENBHOE NPodiecCnoHanbHoe 06pasosa-
HVe - Nporpammbl NPogeccroHanbLHON NepenoaroToBKu.
1.3.2. TpeboBaHua K ONbITY NPaKTMYEeCKON paboThl.
He meHee nsatm net GyxrasTepcko-hvHaHCOBOM paboThbl NPU HANMYUK BbICLLETO
o6pasosaHus.
He mMeHee ceEMn neT ByxrasiTepcko-puHaHCOBOW paboThbl NMPY HANMMYUW CPEeaHErO
npoeccroHanbHOro 06pa3oBaHms.

1.4, Qcobble ycnosusa gonycka Kk paboTe - HeT.
1.5,  [pyrne xapakrepucruku.
‘ JononnntensHoe npodeccoHasibHoe 06pasoBaHne - NporpaMmbl MOBbILEHNUS

KBaMrkauum B o6beme He meHee 120 4acoB 3a Tpw NOCefoBaTesIbHbIX KasieH4apHbIX
rofa, Ho He meHee 20 YacoB B KakAbli rog.
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1.6. [o/keH 3HaThb.

1.6.1. 3akoHogaTenscTBO Poccuiickol Pegepaunn 0 ByxranTepckom yyeTe, Hasorax v
cbopax, ayaNTOPCKON AeATenbHOCTY, OhULNa/IbHOM CTaTUCTUYECKOM YYETE, apXMBHOM [Jefe,
counanbHOM M MeAMLMHCKOM CTPaxoBaHnM, NEHCMOHHOM o6ecrevenn; 0 NPOTUBOAENCTBUN KOP-
PYNUMKY 1 KOMMEPUYECKOMY NOAKYMy, fAeranusaunm (OTMbIBaHW0) J0X0408, AOAYUEHHbIX NPecTyr:
HbIM NyTeM, N (PUHAHCMPOBAHUIO TEPPOPU3ME; O MOPAAKE U3BATUA BYXTaNTEPCKUX [OKYMEHTOB,
06 OTBETCTBEHHOCTM 3a HenpeacTaBfieHWe WU npejcTaBieHne HefOCTOBEPHON OTYETHOCTY;
[pakAaHckoe, TaMOXeHHoe, TPY/A0BOe, BANTHOE, OH/KETHOE 3aKOHOAATeNbCTBO POCCUMIICKOM
defepauuy; 3akoHoJaTeNbCTBO Poccuitickon ®Pefepauumn B chepe AeATE/IbHOCTM YHBEPCUTETE;
NpaKTuKy NPUMEHEHVS 3aKOHoAAaTe1bCTBA Poccuiickoil defepauuu.

1.6.2. Cyae6Hyr NpakTuKy rno Bonpocam eATenbHOCTU oTaena.

1.6.3. MexayHapoaHble cTaHAapTbl (PUHAHCOBOM OTUYETHOCTW COOTBETCTBEHHO C(pepb!
NeATeNbLHOCTY YHUBEPCUTETA.

1.6.4. VIHCTpYKUMIO NO GyxrantepckoMy y4eTy B OI0QKeTHbIX opraHusaumax Ne 157H ot
01.12.2010 1. (C N3MEHEHUAMU) ¥ UHbIE HOPMATUBHBIE aKThbl.

1.6.5. BHYTpeHHME OpraHn3aLvoHHO-pacnopsaanTe/ibHbie JOKYMEHTbI YHUBEpPCUTETA.

1.6.6. 3KOHOMUKY, opraHusauunio 1 ynpasneHue B yHUBEpCUTeTE.

1.6.7. MeTobl (OMHAHCOBOIO aHanun3a v oMHaHCOBbIX BbIYUCIEHNA.

1.6.8. opsaok obmeHa nHpopmaumen no Te1eKOMMYHUKaUUOHHbIM KaHaiam CBA3W.

1.6.9. CoBpeMeHHble TEXHO/10MMK aBTOMAaTU3NPOBaHHON 06paboTKM UHpopMaunn.

1.6.10.OTe4eCcTBEHHbIN 1 3apyBEXHbIN OMbIT B paMKax AeATe/IbHOCTU OTAena.

1.6.11.®opMbl U MeTOAbI BYXranTepcKoro yyeta B YHUBepcuTeTe.

1.6.12. MeTOANKN BHYTPEHHEr0 KOHTPO/S BEAeHVA OyxraaTepcKkoro yyerta v coctapne-
HUSE ByXrantepckoi (prHaHCOBOM) OTYETHOCTH.

1.6.13.T1opsgoK cocTaB/eHna CBOAHbIX YYETHbIX AOKYMEHTOB B LesiAX OCYLIeCTB/1eHUs
KOHTPOSA U YNopsaoveHnsa 06paboTku faHHbIX O hakTax X038MCTBEHHOM XNU3HN.

1.6.14.Mpaswna 3alutbl UHQopMaynn.

1.6.15.KoMmnbloTepHblE NporpaMmbl 417 Be4EHUSA ByXrasiTepckoro yuera

1.6.16.MpaBuna akcryaTauum KOMNbOTEPHON TEXHNKMA.

1.6.17. HCTPYKUUK 1NQ OXpaHe Tpyha, NPouU3BOACTBEHHbIE UHCTPYKLMK, UHCTPYKLMK MO
NnoXapHoin 6e30MacHOCTU, OCHOBHbIE NMOHATUA NPaBun 6e30MacHOCTU.

1.6.18.OCHOBbI 3aKOHOATeNLCTBA O TpyAe, [paBuaa BHYTPEHHErO TPYAOBOro pacno-

pagka; 4o/MKHOCTHbIE MHCTPYKLUUN, TPYAOBLIE AOrTOBOPLI, rnpaea n 065A3aHHOCTU pa6OTHMKOB.

1.7.  [JonkeH ymeTtsb.

1.7.1. Onpegenatb 06bEM yyeTHbIX paboT, CprKTypy 1 YUC/I@HHOCTb pabOoTHMKOB OTAe-
na, noTpe6bHOCTb B MaTepuasnibHO-TEXHUYECKNX, (PMHAHCOBbLIX U NHbIX pecypcax.

1.7.2. Ocywectsndarb A4OMITOCPOYHOE M KPATKOCPOUHOE MN/IaHUpOBaHWE AeATeNIbHOCTU
oTaena. ;

1.7.3. BHOCWUTb KOPPEKTUPOBKN B [eATE/IbHOCTL OTAe/1a B COOTBETCTBUN C N3MEHEHN-
SIMK BO BHYTPEHHE 1 BHELWHENR cpejie YHMBEepeuTeTa u ero 060C06/1EHHbIX NogpasgeneHui.

1.7.4. dopmMmynuposatb Uean v 3adaudd, a Takke OCYLLECTB/IATbL AefiernpoBaHne rnos-
HOMOUMIA ¥ OTBETCTBEHHOCTM paboTHUKam oTAena.

1.7.5. Pacnpegenats 06beMbl paboT Mexdy paboTHMKamu otaena.

1.7.6. Pacnpefgenatb NONHOMOYMUA, 0653aHHOCTY 1 OTBETCTBEHHOCTb MeXay paboTHU-
Kamu oTgena.

1.7.7. OueHuBatb ahheKTUBHOCTL TPyda padoTHUKOB oTaena.

1.7.8. B3aumogeiicTBoBaTb C paboTHUKaMn yHnsepcuTeTa N 060Co6/1eHHbIX nogpasse-
JIEHWI B MpOLecce opraHusaumn n TekyLLero ynpabnieHns AesTeslbHOCTbio OTAesa, a Takke ¢
npeacTaBUTENsAMU APYrMX opraHu3aLmii u rocy4apCTBeHHbIX OpraHos.

1.7.9. Opranun3oBbiBaTb W NPOBOAUTL MHDOPMALMOHHO-KOHCY/IbTaUYOHHbIE MEpPOrpuUs-
TUA NO BONpOCaM AeATesIbHOCTU oTaena.

1.7.10.Pa3pabaTtbiBaTb BHyTPEHHNUE OpraHn3aLMoHHO-pacnopsagmTesibHble 4OKYyMEHTbL

1.7.11.0praHn3oBbIBaTL AE0Npou3BoACTBO B OTAE/NE.

1.7.12.T1naHnpoBaTh CPOKU, NMPOAO/DKUTENbHOCTE U TEMaTUKY rIOBbILL(eHI/IFI KBanugmka-

LUnun paboTHMKOB oTaena.
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1.7.13.KOHTpo/MpoBaTe COGMKAEHNE CPOKOB U KauecTBa BbIMOSHeHMs paboT no
dhopMrpoBaHno MHhopMmauuy B cucteme ByxranTepckoro yyera. '

1.7.14.ToNb30BaThCA KOMMNLIOTEPHBIMY NporpaMMaMy Ans BedeHua OGyxranTepckoro
yueTa, MH(hOPMaLUVOHHBIMU 1 CNPaBOYHO-NPaBOBLIMU CUCTEMaMU, OPITEXHUKO

1.7.15.0cyWecTBNATb BHYTPEHHWIA KOHTPO/Ib BEAEHUSA ByXrasiTepckoro yyeta U coctas-
nennst GyxranTepckon ((hMHaHCOBOW) OTYETHOCTM.

1.7.16.poBepsATb KA4eCTBO COCTAB/IEHNS PErucTpoB ByxranTepckoro yyera, dyxrantep-
CKOW ((PMHAHCOBOW) OTYUETHOCTU.

1.7.17.TOTOBUTb CNpaBKu, OTBETbI HA 3anpocbl, CoAaepxaluue nHdopmamio, hopmmpy-
eMYI0 B cucTemMe ByxrasiTepckoro yJyeta. .

1.7.18.06ecneunBaTtb COXPaHHOCTb PETMCTPOB ByXrasiTepcKoro yueTa Ao nepejauv nx B
apxumB.

1.7.19./cnpaBnAth OWNGKKN, AONYUIEHHbIE NPV BeAeHUU DyXranTepckoro yyerta, B COOT-
BETCTBUW C YCTAHOBNEHHbIMY NpaBuaamm.

1.7.20.CamMoCTOSATENbHO OCYLWECTBATL NOUCK M 06paboTky uHopmauun, Heobxo-
AUMOW AN pelleHus npakTnuiecknx 3afad, CBA3aHHbLIX C AeATENLHOCTLIO OTAena.

2. JOMKHOCTHbIE 0653aHHOCTHY

2.1. BbinonHexwe CcBOMX [JO/DKHOCTHBIX 0653aHHOCTElN,  06YCNOB/AEHHbIX
3aKoHO4ATEe/IbCTBOM, MHLIMY HOPMATUBHbLIMWU aKTamMu, JIOKabHLIMA aKTaMy yHUBepcuieTa, Kot
[IEKTUBHLIM A0TOBOPOM, TPYAOBbLIM [0r0OBOPOM U HACTOAWER A0/MKHOCTHON MHCTPYKLUNEN Kave-
CTBEHHO 1 B NONHOM 06beme.

2.2. BbinonHeHue TpeboBaHMi YCTaBa YHUBEpCUTETa. MNpaBuil BHYTPEHHEro TPy-
[OBOr0_pacnopsjka, NpukasoB 1 pacnopmkeHui pekTopa (MPopeKTopoBs), PYKOBOAUTENSA NOL-
pasfenieHusi U CBOero HenocpeaCcTBEHHOrO PYKOBOAUTENS.

2.3. CocTasneHue exeaHeBHbIX OTYETOB O BbINOAHEHHON paboTe No YCTaHOB/IEHHOW

opme.

2.4. Opranvsaunsa aearenbHocTn oTaena.

2.4.1. [lnaHnpoBaHue A4eATENBHOCTN OTAeNa.

2.4.2. OnpepeneHve NNaHoOBLIX Lenu 1 3a4ay oTAena v OTAeNbHbIX ero PaboTHUKOB.

2.4.3. [enernposaHue NO/IHOMOUMIA U OTBETCTBEHHOCTY PaboTHNKam oTaena.

2.4.4. PacnpegeneHue 063aHHOCTN U OTBETCTBEHHOCTL MEXYy PaboTHUKaMM OTp,ena ~

2.4,5. PasgeneHve mexay paboTHukamu otgena obbema pabor.

2.4.6. KOHTPO/Ib BbINO/IHEHMA NOCTABNEHHbIX 3a4a4 paboTHVKamMmn oTaena.

2.4.7. OueHka ahheKTnBHOCTL TpyAa paboTHUKOB oTAesa.

2.4.8. AHanu3 pa6oTbl 0OTAENA. :

2.4.9. Ocy1iecTB/eHre MEPONPHATHH 110 NOBLIIIEHNI0 KBA/IX(PHUKALIMK COTPYJHUKOB OTAE/a.

2.5. CocTaBnenvie 6yxraarepckoi (PrHaHCOBOI) OTHETHOCTY.

2.5.1. OpraHusauma npouecca opMupoBaHus UHopMaLun B cucTeme Oyxrantep-
CKOro y4yera.

2.5.2. KoopauHauusi U1 KOHTPOJIb npouecca (hopMrpoBaHuUs uHOpmaLun B CucTeme
ByXranTepckoro yyeta B pamkax AeaTe/lbHOCTN oTaena.

2.5.3. dopMMpOBaHUE YMC/IOBLIX MOKa3aTe1eil 0TYETOB, BXOAALMX B COCTaB Byxrantep-
cKoli (hrHaHCOBOI) OTYETHOCTU OTAeNA.

2.5.4. CuyeTHasl n normyeckas npoeepka npasuibHOCTM (DOPMUPOBAHNSA YMCNOBLIX MO-
Kasaresieil 0TYETOB, BXOASLWMX B cocTaB Gyxrantepckoit (hnHaHCOBOI) 0TYETHOCTU oTAena.

2.5.5. ObecneyeHie Heob6X0AMMbIMU LOKYMEHTaMU GyxrasiTepckoro yvyerta npoueccoB
BHYTPEHHEr0 KOHTPOS, TOCYAAaPCTBEHHOIO (MyHMLMNABHOTO) PMHAHCOBOTO KOHTPO/S, BHYTPEH-
Hero U BHeLUHero ayauTa, PEBU3UIA, HANOTrOBbIX U MHBIX NPOBEPOK, NOAIOTOBKA [JOKYMEHTOB 0-pas-
HOrfacusx No pesynbraTaM rocy4apCTBEHHONO (MyHMLUMNAMLHOIO) (PMHAHCOBOTO KOHTPOJIA, ayan-
. Ta, PEBU3WIA, HAJIOTOBbLIX U UHbLIX NMPOBEPOK.

' 2.5.6. Ob6ecneyeHme coXpaHHOCTU ByxranTepckoii ((puHaHCOBOM) OTYETHOCTA A0 ee ne-

pefauu B apxus.
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' 2.5.7. OpraHnzaums nepegaun Gyxrantepckoli (huHaHCOBOW) OTYETHOCTU B apxvB B
YCTaAHOB/IEHHbIE CPOKN. :

3. JIO/HKHOCTHbIE npaBa

Monb3yeTcs BCEMW NpaBamu COMMlacHO 3akoHogaTensctsa P®, YcTaBa, npasul BHYT-
PEeHHero TpyaoBoro pacnopsgka MNrHY, konnektueHoro AoroBopa, TPYA0BOro forosopa, a Tak-
e uMeeT npaso: ' o '

3.1. 3HaKOMUTLCS C NPOEeKTamMu PelleHnii pyKoBOACTBA YHMBEPCUTETA, KacaroLmmucs
ero 4eATesIbHOCT!; .

3.2. BHOCUTb NPeanoXeHus1 MO COBEpPLUEHCTBOBaHMIO paboTbl, CBA3aHHOW C npegy-
CMOTPEHHbIMWU HACToAWENR NHCTPYKUMEN 00A3aHHOCTSMN;

3.3. Coobuarte HenocpeacTBeHHOMY PYKOBOAMTE/IO O BCeX HegocTaTkax, BblIAB/EH-
HbIX B MpOUECce UCMOMHEHNS CBOUX AO/KHOCTHbIX 0653aHHOCTEN, K BHOCUTL NPeAsioxKeHUA no ux
YCTPaHEeHUIO;

3.4. 3anpawmBatb y COTPYAHVKOB CTPYKTYPHBIX NOAPA3AeNEeHU 1 No/ydaTb He06X0-
ANMYKO MHpOpMAaLUUN, AOKYMEHTbI.

3.5. TMonb3oBaTbCs Ha 6E3BO3ME3HOIN ocHoBe hoHAamy 6ubnMoTekn, nHopmaLiy-
OHHbLIMW POHAAMM, KOMMLIOTEPHBIMIN NHPOPMALMOHHLIMK CUCTEMAaMK CTPYKTYPHLIX Nogpasgene-
HUI YHUBEpCUTETA, B LLe/IAX UCNONHEHUS AO/MKHOCTHBIX 06A3aHHOCTENN.

4, OTBETCTBEHHOCTL U AONONHUTE/ILHLIE Mepb! BO3Q6VICTBVIH

4.1, HeceT HOpuaMYecKyd OTBETCTBEHHOCTb 3a HapyLleHUe BO3J/IOXKEHHbIX Ha Hero
00653aHHOCTEN:

4.1.1.3a coBeplleHre AMCLUMNNIMHAPHOrO NPoCTynka (To eCTb NPOTUBONPaBHOE HEUCnosi-
HEeHVe WAN HeHag/iexallee VCNo/IHEHWE NO ero BMHE BO3/10XKEHHbLIX Ha Hero B YCTaHOB/IEHHOM
nopsaKe TPYLOBbIX 0653aHHOCTEN) HECeT AMCUMM/IMHAPHYK OTBETCTBEHHOCTL, NPEeAyCMOTPEH-
HY0 TPYAOBbIM 3aKOHOAATENLCTBOM Poccuiickoll ®egepatiyu;

4.1.2.3a BVMHOBHOE MPOTUBOMNPABHOE MPUYMHEHWE NPAMOro AENCTBUTE/IbHOIO MaTepu-
a/IbHOro yulepba nMyLwecTBy YHUBEPCUTETA WM UMYLLECTBY TPETbUX JINL, 38 COXPaHHOCTb KOTO-
pPOro OTBEYaEeT YHUBEPCUTET (MPW OTCYTCTBUE OBCTOATE/ILCTB, UCKIIOYAKLLMX MaTepuasibHyo OT-

BeTCTBeHHOCTb) npuBneKaeTca K MaTepmaanon OTBETCTBEHHOCTM B COOTBETCTBME C TPYAOBbIM ™~

3aKoHoAaTeNsCcTBOM Poccuiickoin ®egepaumu.

4.2.  JloKanbHbIMX HOPMaTMBHBIMU akTaMu U (UNK) KOANEKTUBHBLIM AOFOBOPOM [Mepm-
CKOTO TOCY[apCTBEHHOIO YHMBEpPCUTETA MOTYT ObiTb NMPEAYCMOTPEHbI AOMOAHUTE/bHbIE MEepbl
BO3MEVCTBMA 3a A0NyLieHHble BUHOBHbIE HapYLUEHWA TPYAOBbLIX 00si3aHHOCTEN, B TOM uuc/e
JIMLLEHNE WY yMEeHbLLEHVE NPEMUIA, INLLEHNE UM YMEHbLUEeHVE onpeaenerHHblX HagbaBok 1 T.0.

B cnyyae coBeplUeHWs UHbIX NpaBOHAPYLUEHN B YCTAHOB/IEHHOM MOPSAAKE UHULMMPYET-
Cs NPUMEHEHWE Mep HPUAMYECKOW OTBETCTBEHHOCTU, MPEAYCMOTPEHHbIX aAMUHUCTPATMBHBIM,
Yro/I0BHbIM, rpaXJaHCK1M 3aKoHoAaTe /IbCTBOM Poccuiickoin defepaumn.

HauvanbHuK ®3Y - r1aBHbIn Byxrantep
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