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1. OBIIME ITOJIOXKEHUW A

1.1.Hacrosmee 1mosio)KeHHE  ONpeeiseT MOPANOK  HEsATEIbHOCTH  y4eOHO-
METOIMYECKOro OTJIelNa, SBISIOLIErocs CTPYKTYPHBIM oapaszeienueM Bomkckoro ¢pummana
(enepaibHOr0 rocyIapCTBEHHOTO0 aBTOHOMHOTO 00pa3oBaTeNbHOrO YUPEXKICHHS BBICIIETO
obpasoBanus «Bonrorpaackuit rocynapcTBeHHbIN yHHBEpcHTETY (nanee — BO BonlV nmm
Qumuann).

1.2. B cBoeif meaATeNbHOCTH YYeOHO-METONUYECKUH OTHIen pPYKOBOJICTBYETCS
@enepanbueiv 3aK0HOM 0T 29 mekabpst 2012 r. Ne 273-03 «06 obpazosanuu B Poccuiickoit
Qenepanuu», DenepadbHBIMH  TOCYAAPCTBEHHBIMH — 00pa3oBaTebHBIMH  CTaHIAapTaMH
Beiciiero obpasosanus (PI'OC BO) u cpennero npodeccuonansHoro obpasosanus (PI'OC
CIIO), HopMaTHBHBIMH JTOKYMEHTaMH MUHHCTEPCTBA HAYKH H BhICIIEro obpaszoBanus PO,
Mumnucrepersa npocgemenus PO, Yerapom ¢enepaibHOro rocy1apcTBEHHOTO aBTOHOMHOTO
o0pa3oBaTenbHOTO yupexkIeHHs Bbiciiero obpaszopanus "Bomrorpaackuil rocyapcTBEHHBINR
yHuBepcuter" (nmanee - Bonl'yY wnu ynusepcuter), [Tonoxenuem o B@ Boal'V, macrosimum
[Tonoxenuem.

1.3. PykoBOJACTBO y4eOHO-METOAMYECKUM OTAEIOM OCYIIECTBIIAETCS HAYaIbHHKOM
OT/eNa, KOTOPbIM HEIOCPE/JICTBEHHO IOAYMHSETCS 3aMECTHTENI0 NUpeKTopa 1o yueOHo-
BOCIIUTATENbHOI paboTe.

1.4. HauyanpHuk y4eOHO-METOJMUYECKOrO OT[eNla Ha3HadaeTcs Ha [JOJDKHOCTh U
0CBOOOXKAAETCST OT JO/DKHOCTH TpuKasoM aupekropa B® Boal'V B coorBercTBHH C
NEeHCTBYIOIMM 3aKOHOAATEIBECTBOM IO MPECTABICHHIO 3aMEeCTUTENS JUPEKTopa 1o y4eGHO-
BOCIIUTATEIbHON paboTe.

1.5. TIpu oTcyTCTBUM Ha4albHUKA y4eOHO-METOAMYECKOI0 OTJeNa ero 00s3aHHOCTH
UCIIOJIHSIET JIUII0, HA3HAYSHHOE PHKA30M JUPEKTOPA.

1.6. YuebHO-MeTOIMYECKHH 0TI MMEEeT KPYIUIyIo nevyaTrh ¢ 0003HAaYEHHEM CBOEro
HaUMEHOBaHHUSL.

2.11EJIA Y 3AJTAUU

2.1. OcHOBHOH IeNbI0 paboThl yUeOHO-METOIMIEeCKOro OTAEa ABISETCS YIIPaBICHHE
yuebHO-MeTonuIeckoi  gedarenpHOocThi0 B®  Boal'V  mo  peanusanuy  OCHOBHBIX
ofpa3oBarepbHBIX TporpamMM BbIcHiero obpasoBaHus — OakanaBpuara, CHELUAIUTETa H
MAarucTpaTypsbl, CpeiHero npoheccuoHaIbHoro 00pa3oBaHusi.

2.2. JlesaTelbHOCTD Y4eOHO-METOINYECKOT0 OT/Ie)Ia HallpaB/IeHa Ha pelIeHre
CIIEYIOIHUX 3a/1ay:

2.2.1. HopMaTHBHO-METOAMYECKOE COIMPOBOXJIEHHE 00pa3oBaTeNpHOro Iporecca B
B® Bonal'V B cOOTBETCTBHH C AEHCTBYIOIIMMH 3aKOHOJATEIHHBIMU aKTaMH, TPeOOBaHUAMHU U
HOpMamH (eaepanbHBIX TOCYIapCTBEHHBIX 00pa3oBaTebHEIX CTAHAAPTOB;
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2.2.2. NadopmarmoHHoe ¥ JOKYMEHTALMOHHOE COMPOBOKIEHHE KOHTHHICHTA
oOyuaromuxcs, obecnedenne coOIIOIEHAS UX IIPaB. _

2.2.3. ConpoBoxneHue IpOLENYPBI JTANEH3UPOBAHUS oOpazoBarenbHO
IEATENBHOCTH W TOCYHApCTBEHHON aKKpEJUTAllMM OCHOBHBIX 00pa30BaTENbHBIX IPOrpaMMm
BEICIIEr0 oOOpasoBaHus — OaxajaBpuara, CHCLHANUTeTa M MAarucTparypbl, CpEIHEro
mpo(hecCHOHANTBEHOTO 00pa30BaHUS;

2.2.4. KoopmuHaims [eSTEeNBHOCTH CTPYKTYPHBIX TOApa3felcHUi (uimana Mo
pealn3alii OCHOBHEIX 00pa30BaTENbHBIX IPOrpaMM BBICIIEro 00pa3oBaHus — OakanaBpuara,
CHICLHANHTETa H MAaruCTPaTyphl, CPEIHEr0 POPECCUHOHANTBEHOIO 00pa30BaHus;

2.2.5. Opraamsanus, IUIAaHHPOBaHWE, KOHTPOJIb W aHAIW3 00pa3oBaTEeIHHOTO
mpouecca;

2.2.6. CocraBienue, perucTpaums ¥ y4eT 3aKIIOYeHHBIX JOroBopoB 00
00pa3oBaHUM, U KOHTPOIIb BBIOJHEHUS JOTOBOPHBIX 00S3aTEIBCTB.

3. IPOLECCHI 1 @YHKIINHA

B cooTBeTcTBHH C LENBIO M 3aJadamu yueOHO-METOAWYEeCKHH oThen obecneunBaeTt
CITEIYIOIUE IIPOLIECCHI U BBIMOJIHEHHE (DYHKIIHIA:

3.1. Opeanusayusa, conposodicoenue u KOHMpPOb peanuzayuy 06paz06amenbHuIx

npozpamm:

3.1.1. MeromuMyeckoe KOHCYIbTUPOBAaHHE CTPYKTYPHBIX Iojpa3zneneHuil duinana
110 pa3paboTKe U peanu3allii OCHOBHBIX 00pa3zoBaTeIbHEIX IIPOrPaMM;

3.1.2. Mertonuyeckoe  COIPOBOXEHHE M KOOpAMHALMS  JeSTe]bHOCTU
CTPYKTYPHBIX  TOApasfieNeHui  ¢uimasa 10  JHUIEH3HUPOBAHHIO  00pa3oBaTeIbHON
HNEATENbHOCTH ¥  aKKpeIWTalMH OCHOBHBIX 00pa3oBaTeNbHBIX TPOrpaMM  BBICIIETO
obpazoBanuss —  OakamaBpmara, CHGOWMATHTETa W MaruCTPaTyphbl,  CPEOHErO
IpoecCHOHANIBEHOTO 00pa3oBaHus;

3.1.4. KOHTpOJIbL  COOTBETCTBHSI  OCHOBHBIX  0O0pa30BaTENBHBIX  MPOrPaMM,
pazpaboTaHHBIX  KadeapamMH M YHHBEPCUTETCKHM  Ko/ulemkeMm,  (enepaibHBIM
rocy/IapcTBEHHBIM 00pa3oBaTe/IbHBIM CTaHAPTaM, HOPMATUBHBIM JOKYMEHTAM U JTOKAIbHBIM
aKTaM YHHUBEPCHTETa U (pHIHAa;

3.1.5. opranuzanusa pabGorsl Kadenp U YHHBEPCUTETCKOrO KOJUIEDKA IO
(GopMHpPOBaHHIO  cOCTaBa M YTBEPKICGHUIO  Ipejcenareneil  rocyaapCTBEHHBIX
9K3aMEHAIMOHHBIX KOMUCCHU; aHallu3 pPe3yJbTaToB W MOArOTOBKA MPEUIOKEHUN 110 HTOraM
paboter ['OK;

3.1.6. obecneueHHe aKTyaTbHOCTH, TMOJHOTHI, JOCTOBEPHOCTH, INOCTYIHOCTH H
CBOCBPEMEHHOCTH pasMelneHus undopmanuu o6 oOpa3oBaTeIbHON AEATEIBHOCTH (uIHaIa
Ha o(puIIHAIEHOM caifTe;

3.1.7. xoopauHanus paboTHl CTPYKTYPHBIX NOApasAeaeHu# (uanana Mo y4acTuro
BO BHYTPHYHHMBEPCHUTETCKHX M BHEHIHHMX MEPONPHTHSX IO OLIEHKE 3HAHHH 0Oydaromuxcs u
KagecTBa 00pa3oBaTeNbHOTO MPOLECCa;

3.1.8. ocyuecTBIeHHE KOHTPOJIS HalW4us y4eOHO-METOJAWYECKOH JOKyMEHTAI[HH
Ha Kadeapax ¥ B YHUBEPCHTETCKOM KoJUleaxke (uinasa B COOTBETCTBHHM C YTBEPKICHHBIM
nepedHeM yueOHO-METOAHYeCKON JOKYMEHTALIMY 1 HOMEHKIIATYPO# AelL.

3.2. Opeanuzayus OOKYMEHMAYUOHHO20 U UHDOPMAYUOHHO20 CONPOBONCOEHUS
KOHMUH2eHMA 06Y4aiouUxcs.;

3.2.1. BeleHHE OTYETHOCTH I[10 KOHTHHTEHTY OOyYalomuxcs, B TOM YHCIE
WHBAIUIOB, UL U3 YWCIA NeTed-CHPOT M HeTed, ocTaBIIUXCs Oe3 MOomedYeHHs pOoAMTeNIeH;
KOHTPOJIb JBH/KEHNS KOHTUHT€HTa 00y4aloMXCs;

3.2.2. opranuzanus paboTel MO MHEPeBOLy, BOCCTAHOBICHHUIO, OTYHCICHUIO
oby4aromuxcs, oQOpPMICHUIO aKaJeMUYECKHX OTMYCKOB H Jp. U ee HH(POPMALUOHHOE U
JOKYMEHTAllHOHHOE COTIPOBOKICHHUE;
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3.2.3. TOArOTOBKA M PErHCTPAlMs MPUKA30B IO JHYHOMY COCTAaBY OOyYarOIIHXcs
bunmrana;

3.24. yder u aHamuM3 BHYTPHCEMECTPOBOM W  HTOTOBOM  YCIEBAaeMOCTH
o0yJarommxcs;

3.2.5. ywacrue B pabore cruneHauanbHON komuccun B® Bonl'Y; moaroroska
MaTepraioB Il Ha3HadeHHs O00ydaroUXCsl aKaJeMHYECKOH M COIHaIbHOM CTHNEHIUH,
MaTepuanbHOM MOANEePIKKH, B TOM YHCIIe JTHLAM U3 YHCIa AeTeH-CHPOT U JeTel, OCTaBIINXCS
0e3 noneyenus: poauTENeii;

3.2.6. odpopmieHue u BBIIauYa JOKYMEHTOB 00 00pa3oBaHWH, CTYIAEHYECKHX
OHMJIETOB, 3aUETHBIX KHUKEK, CIPaBOK 00 00ydYeHHH, CIPABOK-BBI30BOB, ATTECTAIIMOHHBIX H
3a49€THO-9K3aMEHAIMOHHBIX BEJIOMOCTEH, HAlIPAB/IEHHH U IPYTUX [TOKYMEHTOB, CBS3aHHBIX C
o0ydeHueMm u npebriBaHHeM B (uHane;

3.2.7. BeleHune peecTpa BBIIAHHBIX JOKYMEHTOB 00 00pa3oBaHuUH;

3.2.8. ¢opmupoBaHue IUYHBIX Jei OOYYalOUMXCS; OpPraHM3alds 3aroHEHUs
JAHHBIX O KOHTHHreHTe oOyvalommxcsi B HMHOOPMAUMOHHBIX ©a3ax M cucreMax
YHUBEpPCHTETA U Y UpeIUTeIs;

3.2.9. moxaroroBka M mepenada B apXuB (unmuana 1o CIATOYHLIM OIMHMCSM JIMIHBIX
JeJ1 OTYUCIIEHHBIX CTY/I€HTOB;

3.2.10. cocraBieHne, perucTpanus © Y4eT 3aK/IIOYEHHBIX JOTOBOPOB 00
00pa3oBaHUH, U KOHTPOJIb BBIIOJIHEHUS JIOTOBOPHBIX 005I3aTEbCTB;

3.2.11. paGota ¢ oOpameHusMud u kanobamMu OOydYarOIIMXCS, HX Y4YeT,
pacCMOTpEeHHE, NPHHATUE pELICHHH, B TOM 4YHCIE C NPHUBICYECHHEM CHCHHATACTOB H
aIMHHHCTpalUH (prIHaIa.

3.3. Opeanusayus, nianupoeanue, KOHMpOIb U AHATU3 0OPAZ08AMENLHO20 NPOYECCA:

3.3.1. yder W cHCTeMaTH3allUs HOPMATHBHBIX JOKYMEHTOB BBIIIECTOSIINX
OpraHM3alMii M  3aKOHOJATEIBHBIX aKTOB, perJaMEeHTHPYIOUIHX  00pa3oBaTeIbHYIO
JEATeIBHOCTh, OpraHu3anusi paboThl 10 WX CBOEBPEMEHHOMY H3YYEHHIO B CTPYKTYPHBIX
MOJpa3/ICIeHusAX;  MOATOTOBKA  JIOKANBHBIX  aKTOB,  pErIaMEHTHPYIOIMUX  y4deOHo-
METOJIMYECKYI0 U yueOHyI0 JedTenbHOCTh (uIMana, Ha OCHOBAaHWMM HOPMATHBHBIX
IOKYMEHTOB;

3.3.2.  BeneHue peecTpa BHEIIHEH W BHYTPEHHEH HOPMaTUBHOH JOKYMEHTALHH I10
opraHu3zaium y4eOHoro mnporecca;

3.3.3. KOOp/IMHAaIUs] obpazoBareTbHOM HesTEeIbHOCTH kadeap H
YHUBEPCUTETCKOTO KOJLIEIKA;

3.3.4. nnasmpoBaHue y4eOHOH Harpy3kud mo (uIMady U KOHTPOJIbL pacdera
y4eOHO# Harpy3ku Kadeap i YHHBEPCUTETCKOTO KOJLIE KA Ha YUeOHBIH roj;

3.3.5. mpoBepka M coryacoBaHue pabouux ydeOHBIX I[LIAHOB pealu3yeMbIX
HallpaBlIeHHUH U CieNUaIbHOCTEN 1O BCeM (hopmaM 0OyueHHS HA IPEACTOSALIANA yIeOHbIN TOI;

3.3.6.  pacyer mOTpeOHOCTH CTPYKTYPHBIX MOJpa3esieHuii B ayauTopHoM (oHme,
IpU HeOOXOMUMOCTH TIepepacipeie/ieHue 3aKpeIuieHHbIX 3a KadeapaMu U Y HUBEPCUTETCKHM
KOJIIEJKEM ayIUTOPUIA;

3.3.7. moaroropka rpadukKoB y4eOHOro Imporecca, COCTAaBIEHHME paclIHCAHHI
yueOHBIX 3aHATHUH U 3a9€THO-DK3aMEHAIIMOHHBIX CECCHH M KOHTPOIIL UX BBINOIHEHMS;

3.3.8. MOHUTOPHHT 00pa30BATENBHOMN AeATENLHOCTH (PUIMaIa U MOArOTOBKA 110 €T0
pe3yibTataM CTaTHCTHYECKMX OTYETOB W MAaTepHaIOB HH(POPMAIMOHHO-aHATMTHYECKOrO
xapaxrepa; '

3.3.9. KoHTpoib 3a 00ECHeYeHHOCTBI0 00pa30oBaTENBHOrO mpouecca y4ebHO-
METOIMYECKMMH KOMIIEKCAMHM, B TOM 4YHCJE 4Yepe3 (POPMUPOBAHHE 3JIEKTPOHHOM
oOpa3oBaTenBHOM Cpebl;

3.3.10. BemeHwe  ydeTra  OCHOBHBIX  IOKaszarelned  ydeOHO-METOIMYECKOM

JEATETbHOCTH (UIIHaNa U ero MoApa3aceHHI;
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3.3.11. moaroroBKa K INPOBEJCHUIO OOIIMX MEPONPUATHI y4eOHOro W y4eOHO-
METO/IMIECKOTO XapaKTepa;

3.3.12. moAroToBKa M MpeJCTaBlieHHE CBEJICHMIA 110 3alpOcaM OpPTraHOB YIIPABJICHUSL
BBICHIMM 0Opa3zoBaHueM, HH(QOpMHUpOBaHHEe yIeOHBIX CTPYKTYPHBIX MOApasAcieHuit Guanana
0 PEIUEHHUSX BBIIECTOSIINX OPraHu3aIHii;

3.3.13. yuacTHe B COCTaBIEHHH TEPCHEKTHBHBIX W  TEKYIIUX IUIAHOB
o0pa3oBaTenbHOMN MesTebHOCTH (DriHaa.

4, OTBETCTBEHHOCTbD U [TOJIHOMOYKM A

4.1 PaboTHUKN y4eOHO-METOAUYECKOTO OT/IeNIa HMEIOT NPaBo:

4.1.1. y4acTBOBaTh B CTpaTerHyeckoM IUIAHUPOBAHWM W yIpaBjieHuH (uiHana depes
HPEJICTABUTENLCTBO B BEIOOPHBIX OpraHax;

4.1.2. mncmonb30BaTh MATEPUATBHO-TEXHHYECKHE, (DHHAHCOBBIE ¥ MHPOPMAIMOHHBIE
pecyperl Gunuana B cBoe mpodeccHoHaIbHOM eI TeIbHOCTH;

4.1.3. mpHBIeKaTh B YCTAHOBICHHOM IOPSJKE CIEIHATUCTOB APYIUX CTPYKTYPHBIX
noppasaeneHui (Qumuana K cOOpy CBEOEHHH M [OJTOTOBKE [AOKYMEHTOB B paMKax
BBINOJHEHU (DYHKIUI oT/IeNa;

4.1.4. BO3Bpamate MCIOJHHUTENSAM Ha J0PabOTKY JMOKYMEHTHI, MOJATOTOBJIEHHBIE C
HapyLIEeHWEeM yCTaHOBJICHHBIX TpeOOBaHMIA.

4.2. PaboTauku y4ue6HO-METOIHYECKOTO OT/IE/Ia HECYT OTBETCTBEHHOCTD 3a:

4.2.1. HeHCIIONHeHWEe WM HeHAJUIeXKalllee WCIOJHEHHE CBOMX  CIY/KEOHBIX
o0sI3aHHOCTEI

4.2.2. obecreuenne COXPaHHOCTH MAaTE€PUATBLHO-TEXHUUYECKUX H HH(DOPMALMOHHBIX
pecypcoB (unuana, ux 3pGeKTUBHOE HCIIOTB30BaHHE;

4.2.3. 50(eKTHBHOCTh IEATENHHOCTH IO OCYIIECTBICHHIO 3aKPEIUICHHBIX (hyHKIIHiA,
Pa3BUTHE U KAYECTBEHHOE YIyYIIEHHE €€ Yepe3 CTPYKTYphl TMOBBIIEHUs KBaTH(UKAIUH H
camoobpasoBaHue;

4.2.4. nojpuep)KHBaHME W YJIYYIICHHE IIONOXKHUTEIBHOTO HMHUIXKa  yueGHO-
METOMYECKOro OT/ieNa, (puinaia, YHUBEPCUTETA.

5. BBAUMOOTHOIIIEHUA

YuebHO-METOUYUEeCKH  OT/JeNl  B3aUMOJAEHCTBYET €O BCEMH  CTPYKTYPHBIMH
nojpasaeaeHusIMH GHIHaIa ¥ yHUBEPCHTETA 110 BOIIPOCAM OCYIIECTBICHHS CBOUX (DYHKITHH.

Havanpuuk yueOHO-METOIUYECKOT0 OT/Ae/a / H.H. KapmoBa

COT'JIACOBAHO:

3aMecTHTENb AUPEKTOpPA IO 4 / _
yueOHo-BOCTINTaTeIbHOM paboTe // E.B. JlorunoBa
HavanbHuK oTAena KaapoB (\S\/i /\/ JI.M. Bomuanckas

H OPHIAYCCKOT0 COMIPOBOMNACHHS

Hauanenuk obmero ornenna H.A. T'opauenko
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