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I. OBIIUE ITOJIOKEHU S

1.1.  JloroBOpHBIH OT/EN SBISIETCS CTPYKTYPHBIM MOIpa3/ieIeHUeM, BXO/ISIIUM
B coCTaB YIpaBjieHUs IUJIaHUPOBAaHUS, OyXrajrepckoro ydera u (HUHAHCOBOTO
KOHTpOJISl  (peiepalIbHOTO  TOCYJ@pPCTBEHHOI'O  OIOJKETHOTO  00pa30BaTENIbHOTO
YUYPEKAECHUS BBICIIIETO oOpa3zoBaHUs «Poccuitckuii roCy1apCTBEHHBIN
reojioropa3BelouHbil  yHuBepcuteT uMeHu Cepro OpjoxoHukujze» (mamee —
«YHHUBEpCUTET»), OTBEYAIOUIMM 3a BeJeHUue yuyera (UHAHCOBO-XO3SIMCTBEHHOM
JeSATeJIbHOCTU B YaCTH OKa3aHUs Y HUBEPCUTETOM IUJIATHBIX 00pa30BaTeIbHBIX YCIIYT.

1.2.  Hacrosituee Ilosoxenue periamMeHTHPYET HAesTeNbHOCTh JloroBopHOTO
oTJzeNa, OIpe/ielisieT ee Ha3HaueHHe, 3a/1au, (DYHKINUH, TpaBa U 00I3aHHOCTH.

1.3.  JloroBopHO# OTIies1 HAXOJUTCS B IMOJAYMHEHUN HAaYaJbHUKA YIIpaBJIeHUS -
IJIaBHOTO OyxranTepa.

1.4. B  cBoedt  gesarensHOocTM — paboTHUKM  JloroBopHOro  otnena
pykoBouctBytorcss  Koncrutynueit  Poccuiickoit ~ @enepauuu,  bromkeTHBIM,
Hainoroseim, TpymoBeiM u ['paxpanckum kojekcamu Poccuiickoit ®@enepanuu,
(denepanbHBIMU 3aKOHAMH U MHBIMH HOPMATHUBHBIMHU MPAaBOBBIMH aKkTaMu Poccuiickoi
®enepaunu B chepe OyXraaTepckoro yuyera M OTYETHOCTH, SKOHOMUKHU U (DUHAHCOB,
oOpa3oBaHMsI W HayKd; MpHKa3aMH, I[OJIOKEHUSIMH, HWHCTPYKIMSIMH H WHBIMHU
JIOKAJbHBIMUA aKTaMU YHHUBEpPCUTETa, a Takke YcraBoM, Hactosmum [lonoxenuem,
TPYAOBBIMHU JIOTOBOPAMHU, JIOJKHOCTHBIMU UHCTPYKIUSIMH.

1.5.  Crpyktypa 1 mraTHas 4YMCIeHHOCTh JIOroBOpHOTO OT/ena yTBepK1aeTcs
B YCTAHOBJIEHHOM MOPsIJIKE peKTOPOM Y HUBEPCHUTETA.

1.6. JloroBopHOW OTHEN CO3MAeTCs, PEeOpraHu3yeTcsl U JUKBUAUPYETCS IO
pELIEHUI0 YUEHOT0 CoBeTa Y HUBEPCUTETA.

1.7. Hacrosmee Ilonoxxenue, BHeceHMEe W3MEHEHHM U JOIOJHEHHH B HETO

yTBEPKAAIOTCS IPUKA30M PEeKTopa.

II. PYHKIIUHN U 3ATAYHN

2.1. OcHoBHOW 1EeNbIO JesTesbHOCTH JloroBopHOro oOTAesa ABJsETCS

LEHTpAJIN3allrsa I[OKYMGHTOO60pOTa [0 OOTOBOPHOMY COIIPOBOXKIACHUIO MJIATHBIX



00pazoBaTeIbHBIX YCIYT, MPEJOCTABISIEMbIX YHUBEPCUTETOM, IO JOrOBOpaM Ha

oOydeHue 1mo o0pazoBaTeNIbHBIM ITPOrpaMMaM BBICIIETO 00pa30BaHMsI.

2.2. OcHoBHOM 3amadeit JloroBopHOro oTAena SBISIETCS OpraHU3alus,
peanu3anusi M KOHTPOJb Ipollecca OCYIIECTBIEHUS] JOTOBOPHOM paboTsl B
YHuBepcuteTe 1Mo JoroBopaM Ha obOydeHwe 10 o00Opa3oBaTeIbHBIM IMpPOrpaMmam

(nanee — JloroBopsi).

2.3. HOFOBOpHOﬁ OTHEJI B COOTBETCTBHUH C BO3JIOXKEHHBIMH HAa HEIr'o 3ajadaMu

OCYILECTBIISIET CIIeyIONNe PYHKITUH:

2.3.1. OdopmieHue 0roBOPOB CO CTyAEHTaMHU MPU UX MPUEMe, IIePeBofie U

BOCCTAaHOBJICHHH B YHI/IBepCI/ITeTe.

2.3.2. OopmiieHue JOTOJHUTENBHBIX COIIAIEHUHA K JOTOBOpaM CO
CTyZIeHTaMU WJIM  TIPEJICTABICHUN aKaJeMHYECKHX OTIYCKOB, O(hOpMIECHUN
CTOUMOCTH OOydYeHHS B pacCpouky, OIUIaThl MATECPUHCKUM KalMUTaJIOM Yepes3
Ilencuonnsit @onp Poccuiickoit denepanuy, CMEHbl 3aKa3yuka, WHAEKCALUU

CTOUMOCTH U APYTUX CllydasaX.

2.3.3. Yyactue B pa3paboTke HEOOXOJUMBIX [IJII CBOEWU JIEeSITeIbHOCTH

JIOKYMEHTOB (TUIIOBBIX (popM J[0rOBOPOB, OMOJHUTEIBHBIX COTJIAIIEHUH, 3asBICHUN
U T.]1.)
2.3.4. llogroroBka JOKYMEHTOB Ha MAaTE€pPUHCKUM KallUTajl, Ha IMOJydYeHHe

HaJIOrOBOT'O BhIUETA.
2.3.5. Bbljiaua miaTeHbIX JIOKYMEHTOB Ha oIuiaTy 00yueHHsl.

2.3.6. KoHTpoJIb O1UIaThl CTYJICHTAMHU CTOUMOCTH 00yUYEeHHUs B COOTBETCTBUU C
3aKJIIOUeHHbIMU JloroBopamu; cBepka ¢ OyxrajaTepuei, AOBEIJEHHUE 10 IEeKaHOB
YHuBepcutera UHPOPMALIMK O CTYJEHTaX HE OIUIATUBIIMX, PEKOMEHJIOBaHHBIX K

OTYHMCJIEHHUIO 3a HapylleHue yciaoBui Jlorosopa.

2.3.7. llpuem 3asBICHUM HA BO3BPAT JEHEXHBIX CPENCTB, IEPEHOC NEHEKHDIX
CPEJICTB M MHBIX 3asBIeHUH, odopmieHue HEOOXOJUMBIX [OKYMEHTOB B

COOTBETCTBHH C ITOJAaHHBIMHA 3asIBJICHUSIMU.



2.3.8. Yuactue cOBMECTHO C JiekaHaMK Y HUBEpPCUTETa B pabOTe 110 KOHTPOJIIO
JBWOKEHHSI CTYZEHYECKOT0 KOHTHMHTEHTa (B 4YacTH CTYAEHTOB, OOydarolmxcs Ha

JIOTOBOPHOM OCHOBE).

2.3.9. YuacTtue B MOATOTOBKE JIOKYMEHTOB JJIsi OpraHU3aliy MPETSH3MOHHON

pa6OTI>I B OTHOIICHHH OJOJIPKHHMKOB II0 OIIJIATE I10 JlOI"OBOpaM.

2.3.10. BusupoBaH#e MNpPOEKTOB NPHKA30B, 3asBJICHUN C TIpeIBapHUTENbHON

npoBepkoii (pruHaHCOBOM 3a10DKeHHOCTH 110 JloroBopam.

III. CTPYKTYPA 1 COCTAB

3.1. CrpykTypa u coctaB (YUCIEHHOCTH) /[OrOBOPHOIO OTIEsa OIpPenelstoTCs
IITATHBIM paclMCaHUEM, YTBEPKIAEMbIM B YCTAHOBJIEHHOM ITOPSIJIKE.

3.2. HemnocpenctBeHHOE pPyKOBOJICTBO JIOMOBOPHBIM OTIEJIIOM OCYWECTBIISCT
HadaJbHUK OT/AEJa, Ha3HAauyaeMbId Ha JIOJDKHOCTh U OCBOOOXKJIa€MBIM OT JIOJDKHOCTH
PEKTOPOM Y HUBEpPCUTETA.

3.3. B byxrantepuio BKJIIOYAIOTCS  CHELUUAIUCTBHI, COOTBETCTBYIOIIUE
YCTaHOBJIEHHBIM JIEHCTBYIOIINM 3aKOHOAATEeIbCTBOM TPEOOBAHHM 110 KBAJTH(PUKALIUY,
B TOM 4HCJIe TPOPeCcCUOHATBHBIM CTaHIapTaM.

3.4. Orwuara Tpyna paboTHUKOB byxranrepuu ocyiecTBisieTcsl B COOTBETCTBUU
¢ 3akoHozIaTeIbcTBOM Pocculickoit Meniepaniny, mTaTHbIM pacniucanuem, [ lonoxxenueM
00 orutaTe TpyJia paOOTHUKOB YHHUBEPCHUTETA, APYTUMHU JIOKAJIbHBIMUA HOPMAaTUBHBIMU
akTaMu Y HUBEpPCUTETA.

3.5. 3a bByxrajirepueit B yCTaHOBJIEHHOM MOPSIJIKE 3aKPEIUISIIOTCS TIOMELIEHHUS U

MaTepUuaJbHbIC HEHHOCTH.

IV.IPABA, BBAUMOOTHOIIEHUS U CBSA3HU PYKOBO}I]E[TEJIH
INPU UCHHOJHEHUU JOJXKHOCTHBIX OBA3AHHOCTEH,
OTBETCTBEHHOCTD

4.1. B mensix Ka4yeCTBEHHON peayiM3allui CBOMX 3a/ad U (PYHKUUHN coTpyIHUKH
HMMEIOT IIPaBo :
4.1.1. BzaumoneicTBoBaTb €O BCEMH CTPYKTYPHBIMU  IOJApa3leJeHUsIMU

yHI/IBepCI/ITCTa I10 BOoIIpocaM, KacaroIUMCA NCATEIIbHOCTH OTACIIA.



4.1.2. 3anpamuBarh U MOJy4aTh OT CTPYKTYPHBIX IIOIpA3ACIICHUN Y HUBEpCUTETA
CBEJICHUs, CIIPABOYHBIC M JIPYyrHe MaTepHuayibl, HEOOXOAUMbIE ISl OCYIIECTBIECHHS
JIeSITeIFHOCTH OTJIeNIa.

4.1.3. JlaBaThb pa3bpsACHEHHS] U PEKOMEHJALMU II0 BOIIPOCaM, BXOISIUIUM B
KOMIIETEHIIHIO OT/ea.

4.2. Otpen UCHONHSET BCe MPUKa3bl YHUBEPCUTETA B YACTH, KACAFOLIEHCS €ro
JIESITeILHOCTH.

4.2. HauanbHuk JIoroBopHOro otnesia HeCeT OTBETCTBEHHOCTD 3a JEsATEbHOCTh
paboTHUKOB JloroBopHOro otjiesia B COOTBETCTBUU C JOJPKHOCTHOW HMHCTPYKLMEH H
TPYZIOBBIM JIOTOBOPOM, B TOM YHUCJIE 34!

- coOmoeHre pabOOTHUKAMM OTJeNla TPYJOBOM U  IPOU3BOJCTBEHHOU
JIACIUATIINHEL,

- cOOJTI0/ICHIEe HOPM OXPaHbl TPya U MPaBWII IIPOTUBOTIOKAPHOI 0€30MacHOCTH;

- OpraHuzaiyio B OTJ/elie OINEpaTUBHOW M Ka4eCTBEHHOW ITOATOTOBKM
JIOKYMEHTOB;

- BeJEHUE JICJIONPOU3BOJCTBA B COOTBETCTBUM C JIEUCTBYIOLIMMHU B

VYHuBepcuTeTe NpaBUiIaMy U UHCTPYKIUSIMU.

4.3. HavanbHuk JloroBopHOro oTaejia OpraHuM3yeT B3aUMOIEUCTBUE €T0
pabOTHUKOB ¢ paOOTHUKAMHU APYTMX CTPYKTYPHBIX MOJApa3AesieHuH YHUBEpCUTETa U
OTBEYaeT 3a pe3yJibTaThl TAKOTO B3aUMO/ICHUCTBUS.

4.4. TlpaBa, 0053aHHOCTH, CTENEHb  OTBETCTBEHHOCTM  pabOTHUKOB
JloroBopHoro ortnesia ONpeessitoTesi TPYAOBBIMU JIOTOBOPAaMHU M JOJDKHOCTHBIMHU

HHCTPYKIUAMMU.

V. OCHOBHBIE TPEBOBAHUS K KBAJIM®UKALIUA PABOTHUKOB

5.1. Kpanudukanus paboTHUKOB JIoroBOpHOIo OT/ea I0JKHA COOTBETCTBOBATH
JIEUCTBYIOIUM TPO(PECCUOHATIBHBIM CTaHJIapTaM, 3aKOHOJATENIbHO 3aKpeIUIEHHBLIM
KBaJITM(PUKAIIMOHHBIM XapaKTepUCTUKAaM JIOJDKHOCTEH pabOTHUKOB.

5.2. Ilpu Ha3zHaueHUHU Ha AOJDKHOCTU JIOrOBOpHOro oTAesna KaHAUAaThl JOKHBI

OTBeYaTh CJCIYIOIIUM TPEOOBAHUAM K KBAJIU(UKAIUH.



5.2.1. HavanpHUK OTHena N0JDKEH MMETh BhICIIee 00pa3oBaHHe U CTax paboThl,
B TOM YHCJI€ HA PYKOBOJSIIUX JOJDKHOCTSAX, HE MEHee 5 JIeT.

5.2.2. Bemymuii crneuquanucT JOJDKEH HMETh BbICIIEE MPO(GECCHOHATBHOE
(oxoHOMHUECKOE, (PUHAHCOBO-9KOHOMHUYECKOE) M CTAX paboThl HE MeHee 3-X JieT.

5.2.3. Cneumanuct I kaTeropuu IOJDKEH HMETh BbiCiiee oOpa3oBaHue 0e3
NpebsBIeHUs] TPeOOBaHMM K CTaxy paboOTbl WM CpeiHee POo(eCCHOHATBHOES
oOpa3oBaHMe U CTaX pabOTHI 10 CIIEIMAILHOCTH HE MEHee 3-X JIeT.

5.2.4. Cneuwmanuct Il kareropuud u cHoenUanucT JOJKEH HMETb cpenHee
npogeccronanbHoe 00pazoBaHue 6e3 IpebsBIeHUs TPEOOBAHUN K CTAXY PabOTHI HIIK
ClelHabHYIO OJATrOTOBKY 10 YCTAHOBJIEHHOM IporpaMMe M CTaXk paboThI [0 yUeTy U

KOHTPOJITO HE MCHEE 3-X Jer.

V1. OCHOBHBIE TPEFOBAHUSI K PABOYEMY MECTY
PABOTHUMKOB

6.1. Opranuzanuy pabo4yrx MeCT JOJDKHA 00eCIIeYnBATE BHICOKOKAUECTBEHHOE U
3 hexTHBHOE BBINOIHEHHE PaboT paboTHUKaMK JJOrOBOPHOIo OT/IeNa C COOIIONeHHEM
TpeOOBaHUH NEeHCTBYIOIIETO 3aKOHOAATENLCTBA PD.,

6.2. YcinoBusa Tpyna Ha pabo4ymx MecTax paGOTHHKOB JIOroBOpHOro otTiesna
JOOJDKHBI ~ COOTBETCTBOBATH TpeOoBaHusIM TpymoBoro 3akoHojaTelbcTBA P,
CaHUTAPHO-3MUAEMUOJIOTHYECKUMU TipaBuiaM U HopMaTtuBaM (CaulluH), npyrum
IPUHAMAEMBIM B 3TON 00JIaCTH MPaBOBBIM JJOKYMEHTAM.

6.3. Pabouee MecTo Kaxmoro paboTHHKA OOOpymyeTcs ¢ Y4ETOM €ero
(GyHKIMOHANTBHBIX 00s3aHHOCTEN. PaGoyee MECTO COCTOUT U3 TPEX 30H: OCHOBHAS, IIe
HaXOAMTCS CTOJI C NPUCTaBKaMU M HEOOXOAUMOW OPITEXHUKOMW, 30Ha 00CITy)KMBaHUS
MIOCETUTEJIEH U BCIIOMOIaTe/IbHAsA 30Ha, TAE pacrojararoTcs mKadbl, KOMAPOBAILHBIMN
anmnapar, Gpakc u T.1.

6.4. Jlnsg pasMeIleHHs JOrOBOPHOW MOKYMEHTAI[MM, apXUBa JOJKHO OBITH
IPeayCMOTPEHO CIIELMaIbHOEe TOMEIEHUe /WK 1Kadbl, a A XpaHEHUS JeHEKHBIX
CPeACTB criel[HaIbHbIe MeTa/uInYeckne mKagsbl (ceidbl), obecreunBaroIue 3aIiuTy 0T

HECaHKIIMOHUPOBAHHOI'O JOCTYIIA.






