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1. O0wmne monoxKeHus

bl NudopmanmoHHo-u3aaTeNbCKH oTaen (cokpameHHno - HMHWO) xomnemxa
SBJISIETCA CTPYKTYPHBIM mojipasaeiennem CI16 I'BITOY «IlerpoBekuii kKomtemx» (nanee —
KOJUIEIK) U OCYLIECTBIISIET CBOIO JEATEIbHOCTD 110/ ONEPaTUBHBIM PYKOBOACTBOM IIEPBOIO
3aMECTUTENS JUPEKTOpa 1Mo y4yeOHO-BOCMUTATENBbHOM padoTe - B YacTU CBA3aHHOW C
PEeNaKIMOHHO-U3/1aTeIbCKOM IeATeNbHOCTRIO, HavyalbHUKAa IEHTpPa HMHGOOPMAIMOHHOIO
0o0pa30BaHUs - B YACTH TEXHMYECKOr0 OCHAIEHHUA U MHQOPMALIMOHHOTO 00eCIICYEeHHS.

1.2. NHO cospaercs, peopraHu3yercsi M JUMKBUIAUPYETCS IPUKA30M AUPEKTOpa
KOJUIE/DKA.

1.3. B cBoeii nesrensnoctu MO pykorojacTByeTcs:

- Koncrurynueti Poccuiickoit @enepanuu;

- ®enepanbHbiM  3aKOHOM 0T 29.12.2012 Ne273-®@3 «OO6 obpa3oBaHuu B
Poccuiickoit @eneparium»;

- ®enepanbHbIM 3aKOHOM 0T 29 nexabps 1994 roga Ne 77-@3 «O0 obs3arebHOM
HK3EMILLIPE JOKYMEHTOBY;

s cratbeit 20 3akona P® or 27.12.1991 Ne2124-1 «O cpenctBax MaccoBOH
UHQOpMALTHN Y,

- nocraHoBieHusamMH [IpaButenscrtBa Poccuiickoit @enepanui 4 HOpMaTUBHBIMH

IPAaBOBBIMU aKTaMH T'OCYJApPCTBEHHBIX OPTaHOB YIIpaBlIeHUs 00pa3oBaHHEM II0 BOIIPOCAM,
OTHOCAIIHMMCH K HX KOMIICTCHIIMH

- yctaBoM CII0 I'BITOY «lleTpoBckuit KOMLIELHKY;

= OpraHu3allHOHHO-PACIIOPAJHTC/IbBHBIMH AOKYMEHTaMH KoJIJIexKa H
HacrosuM [lonoxeHuem.

1.4, JIoKyMeHTalMIO OTZAeJa BEAET 3aBEAYIOIMH OTAEJIOM B COOTBETCTBHU C
HoMeHknatypoi nen MHUO.

Hearensnocts MMO ocymecTBaseTcs Ha OCHOBE TEKYLIErO U NEPCIIEKTHBHOIO
IUIAHUPOBAHUS, B COYETAHUM €/IMHCTBA PELIEHUS BONPOCOB CIYKEeOHOH JeATelbHOCTU U
KOJIJIETMAJTBHOCTH MPU UX 00CYIKIEHUH.

1.6. Henocpencrteennoe pykoBoactBo aesarenbHocThio MMO Bosnaraercs Ha
3aBenytoniero MO, kortopelit opraHusyer paboTy OT/Aela U HECET OTBETCTBEHHOCTh 3a
pe3yJIbTaThl JeATeIbHOCTH.
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7 2 Hesan u 3agaun

2.1.  HWHO co3naercs B HeMIX OKazaHUs TUNOrpadCcKuUX yCIyr, NeyaTd ydeGHo-
METOAMYECKHX  MaTEepHajoB, IIPOM3BOJACTBA  KONHUPOBAJIBLHO-MHOXKHTENBHBIX  pabor,
CKaHUPOBaHHUA JIOKYMEHTOB, JIAMHHHUPOBaHHS, OpOIIIOPOBKH MarepHaaoB, HEOOXOTUMBIX
JUISL OCYILIECTBJICHHs Ipoliecca 00ydeHus, MpeIcTaBlIeHUs MHAQOPMAIMKU O KOJUIEIKE BO
BHELLIHEHN Cpee.

2.2, 3amagamu MHO:

2.2.1. Opranuzauus ¥ OCYUIECTBIEHHE PeNaKIMOHHO-U31aTeIbCKONH JeATeIbHOCTH
KOJUIE/IKaA.

2.2.2. Oxasanue yciyr mo pabore C OJICKTPOHHBIM TEKCTOM Ha JIEKTPOHHOM
HocHuTene Ui 00ydYarolMXcs KOJUIEIKa M CTOPOHHHX OpraHM3aliii B COOTBETCTBUH C
HPEeHCKypaHTOM YTBEPKACHHBIM IHPEKTOPOM KOJLIEKA.

2.2.3. MWspanwe, THpaxkupoBaHHe Y4yeOHOH, y4eOHO-METOAMYECKOW JIMTEPATypEI,
oTBevarome  TpeOGoBaHMAM  (elepallbHOIO  roCyJAapcTBEHHOTO  00pa30BaTeIbHOTO
cTaHmapra.

2.24. Brimyck HMH)OPMALMOHHO—AHAIMUTHYECKAX  MAaTE€PHAIOB,  CIIPaBOYHOM,
HAay4yHOH M APYTroi JIMTepaTypsl B MHTepecax obecneueHs yueOHOro npolecca KoJuieiKa.

2.2.5. IlnanupoBanue, paspaboTka W pealmsalisi peKIaMHO-HHGOPMALMOHHOMN
[IPOIYKIIHH.

2.3 BrinosnHeHne OMOTHHUTENBHBIX BHAOB paboT M YCIYyr, OCYIIECTBIAEMBIX 3a
CUET MpPEeANpPUHUMATENBCKON JEATEJBHOCTH WM 3a c4yeT cyOcuaMii Ha BBINIOJHEHHE
rOCYAapCTBEHHOI'O 3a1aHMUs.

24. MOHMTOPHUHI IHIPOLIECCOB M PE3yJIBbTATOB HH(POPMAIHOHHO-U3JATENbCKOI
JESATETBHOCTH U OLICHKA €€ 3P (PEeKTUBHOCTH.

A OpranuzanHoHHasi CTpyKTypa

3.1.  Crpykrypy u mratHyto yucieHHocts MO yTBepkIaeT IUpeKTop KoJLIemKa
UCXO/IA M3 YCJIOBHH U 0COOEHHOCTEN NEATENLHOCTH KOJIIEIKa 110 PeACTaBICHHIO MIEPBOTo
3aMEeCTHTEN TUPEKTOpa 1o y4yeOHO-BOCIUTATENBHOI paboTe.

3.2. Crpykrypa u wratHasg yucaeHHocTs MO MoskeT nepecMaTpuBaThes B CBSI3U C
HM3MEHEHMEM BHEIIHMX YCJIOBHIl U BHYTPEHHHX OCOOEHHOCTEH IEATETBHOCTH OTJe]a M
KOJUIE[Ka B LICJIOM.

3.3. IIpaBoBoe mosoxeHHe pabOTHHUKOB MH(OPMAIMOHHO-H3ATEIBCKOr0 OT/IENa
perimaMeHTHpYyeTCs JO/KHOCTHOH MHCTPYKLUEH, KoTopas ycTaHaBlIuBaeT QYHKIIMH, IpaBa,
0053aHHOCTH U OTBETCTBCHHOCTDL paGOTHI/IKOB oTaelia.

3.4. 3asenyromuii MO paspabaTbiBacT J0KHOCTHBIE MHCTPYKIMH PabOTHHKOB
oTaena.

4. DOyHKUHH

Jlnst ocymecTBiIeH s 3a/1a4, CBSI3aHHBIX C pelaKIIMOHHO-U3AAaTe/ IbCKOM JA€STeIbHOCTBIO,
HHO BeimonHser cienyonme GyHKIHH:

4.1. ®opMUpOBaHHE B COOTBETCTBHH € YCTAHOBJICHHBIM B KOJUICIDKE IMOPSIKOM
TOMOBBIX M NEPCIEKTUBHBIX TEMAaTHYECKUX IUIAHOB M3aHUS METOJAMYECKHX MOocoOHi Ha
OCHOBE aHajIM3a 00ecIe4eHHOCTH y4eOHOr0 nporecca HeoOX0AUMOIM JINTEPATYPOIi.

4.2. PasMHOXCHHME (THpaKMpOBaHHE) METOAMYECKOH M  OpraHM3alMOHHO
JAOKyMEHTallMH, ONaHOYHOM INpPOAYKUMH, HEOOXOAMMOW Ui obecreueHus ycTaBHOI
nesrenpHocTH Konnemxka.

4.3. Oxazanue KOMHpPOBATbHO-MHOKUTEIBHBIX YCIYT 00YYarOIIMMC KOJLIEIKA.
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44.  OdopmieHua OIaHKOB CTPOrOif OTYETHOCTH OOYy4YarOIIMMCS KOJIEMKa W
JML@M, [OBBIIAKOUIMM KBAJIM(UKALMIO HIM TPOLICALINM IEpPEeroAroToBKy Ha 0ase
KOJ/UIe/Ka (CBH/ETENBCTBA, YAOCTOBEPEHUS O MOBBIMICHHH KBATH(DUKAIMH, THILIOMEI O
1npo¢decCHOHATBHOI MOrOTOBKE U MEPENOATrOTOBKE, TUIIOMBI 00 OKOHUAHUH KOJIIEKA);

4.5. W3pnanue yueOHO-METOAMYECKHUX TPYIOB TMpenojiaBaTeliel Kojulemka B
COOTBETCTBUU C YTBEPKAEHHBIM IIJIAHOM.

4.6. Odopmienre mnakeToB NOKYMEHTOB /Ui Y4YacTHs B pa3jIMYHBIX BHIAX
KOHKYPCOB, I'PaHTax U MpeACTaB/IeHUs UX B BBILIECTOSIIUE HHCTAHIIHH.

4.7. OdopmieHre KacCOBBIX M TOBapHBIX OIEpaIdii, a TakKe BblJaua KacCOBBIX,
TOBApPHBIX YCKOB.

4.8. ObecneyeHue UCMPAaBHOCTH KOHTPOJIBHO-KACCOBBIX MAIITHH.

4.9. Benenue yudera mMaTepHalbHBIX IEHHOCTEH M O0OBEMOB IMPOJIAXK, MOJTOTOBKA

OTYETOB M UX MPEACTABICHUE B PUHAHCOBO-3KOHOMUYECKUI OT/IEII.

4.10. BrINONHEHHE OTAEABHBIX JJIEMEHTOB PpeIaKIIMOHHO-M3/1ATEILCKOrO IIHKIIA:
peIaKTHPOBaHHE, H3TOTOBICHUE OPUTHHAI-MAKETOB (B TOM YHCI/I€ U3rOTOBJICHHE BU3UTHBIX
KapTouek (BU3UTOK) 111 paOOTHUKOB KOJIJIeKa), THPaKUPOBAHHUE U T.1.

4.11. OpraHuzaiys KOHTPOJIS 3a KAYeCTBOM COACPKaHHUS M3JaBaeMOil TUTePaTypHl,
€€ MOIUrpaUYecKuM HCIIOJIHEHHEM, COOTBETCTBUEM H3ATEIbCKUM M IMOJUIpahUIeCKUM
'OCTawm.

4.12. OpraHusainus COBMECTHOrO KOHTPOIA 3a 3(QQEKTHBHBIM HCIIOIb30BAHHEM
U3/IaHUH U peanu3anieil TOTOBBIX THPaKeH.

4.13. OmpenencHue NMpoUeAyphl NIPeACTaBICHUS PYKOMHCEH aBTOPOB KOJIe/Ka B
BEIOMCTBA, Yy4eOHO-MeTOAMYeCKHEe OOBEIMHEHUS,, HAYYHO-METOJMYECKUE COBETHI A
IOJIy4E€HUS PEKOMEHAAIMH K H31aHHI0 UX € TPHPOM «ydeOHHK» UITH «yueOHoe mocobuey.

4.14. IloaroroBka B YCTaHOBJIEHHOM TMOPSAIKE OMEPATUBHBIX M CTATHCTHYECKHX
OTYETOB I10 U3ATENILCKOH eATEeIbHOCTH.

4.15. Ormpenenenue noTpeOHOCTH oOTAena B 00OpyHOBaHMHM, Marepualax,
COCTaBJICHHE 3as4BOK Ha UX IOJIy4YCHHE.

4.16. Texuuyeckas M NporpamMMHas INOAJAEpKKa 00OpYJOBaHMS M IPOrPaMMHOIO
obecrnieyeHus.

4.17. HW3syuenue npuuuH Opakxa Ipy BBITOJIHEHUH KOMUPOBAIBHBIX 1 MHOXKHTEIBHBIX
paloT, MpHUHATHE MeP M0 UX MPEAYIPEKIEHUIO

4.18. Opranmzaums M peaJu3allds IUTATHBIX VYCJIYT, OKa3bIBaeMBIX B XOJe
IIPOM3BOACTBEHHOM, yueOHON IPAKTUKHU, CTAXKUPOBKHU.

4.19. OcymecTBieHHe 3aKyNMOK pacXOAHBIX MaTCpHAIOB, HEOOXOMMMBIX s
OCHOBHOI JIesTeIbHOCTH OT/IeNa.

4.20. CoBepIIeHCTBOBaHHE W BHEIPEHHE HOBBIX METOAOB OpraHH3allud paboThl, B
TOM YHCJIE Ha OCHOBE HCIIOJb30BAHHA COBPEMEHHBIX HH(MOPMAIMOHHBIX TEXHOJIOTHI M
KOITMPOBAJIbLHO-MHOKUTEIBHOTO 000py10BaHMS.

Jlns  ocyliecTBieHMss — 3aja4,  CBA3@HHBIX € HMHOOPMAIMOHHO-PEKIAMHOIM
NEATETBHOCTBIO OT/E, BBIMOIHAET ClIeAYIoUne QyHKINU:

4.22. TloaroToBka M BBIIYCK KOPHOPAaTHBHBIX M3JaHUH M UMHIKEBOIH MPOIYKIHH
(razeta «lleTpoBckuii cTyaeHT» 4 HOMEpa B roJi ¥ EPHOAMYECKUX U3IaHUN).

4.23. VYwuactue B pa3paboTKe M H3rOTOBJIEHHH PEKJIAMHOM, Npe3eHTAllMOHHOM
TPOLYKIMH KOJUIEKA.

4.24. PasBuTHe 1eSATEIBHOCTH MPUHOCAIIEH TOXO KOMIEIKY.
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S IIpaBa

5.1. PaborHuxku MO umeroT npaso:

5.1.1. Tlomy4aTb OT CTPYKTYPHBIX [TO/Ipa3/ieICHHI KOJIIe’Ka MaTepHallbl M CBEICHNU,
HeoOXOoUMBIe IS PellIeHUs TTOCTaBIeHHBIX Tepel OTeIOM 3a/1ay.

5.1.2. IIpoBOAMTH COBEI@HUA M YYacTBOBATH B COBELIAHUAX, NPOBOJUMBEIX B
KOJUIEDKE T10 BOIIPOCaM, BXOAAIIUM B KOMITETEHIIMIO OT/Iea.

5.1.3. JlaBaTh pa3bACHEHHA W PEKOMEHJALMM [0 BOMpOcaM, BXOIALNIMM B
KOMIIETEHLIMIO OTAENA.

5.1.4. OTknoHATL MpencTaBJ€HHBIE K M3JaHHUIO MaTepHalbl B clAydae MX
HECOOTBETCTBUA OCHOBHBIM TpeGOBaHMAM K OGOPMICHHIO WM TEMATHKE JJIEKTPOHHBIX,
NIEYaTHBIX U3JJaHHI.

5 Pabotauku MM O o0s3aHbI B CBA3M C MPEAYIPEIKICHUEM U POTUBOIECHCTBHEM
KOppYTLIHH:

5.2.1. BosgepxuBaTbCs OT COBCpHICHHA M (MJIHM) YyYacTHd B COBEPLICHUH
KOpPYILHOHHBIX IIPaBOHAPYILEHUIT B HHTEpecax WK OT UIMEHH KOJIJIe/IKa.

5.2.2. BospaepkuBaThCcs OT MOBEAEHHUS, KOTOPOE€ MOMKET OBITh HCTOJIKOBAHO
OKpY’KalOIIMMH KaK T[OTOBHOCTH COBEpPUIMTh WIM Yy4YaCTBOBATH B  COBEPIUECHUHU
KOPPYILIMOHHOTO ITPaBOHAPYILIEHHs B HHTEPECaxX UK OT UMEHHU KOJIJIE/IKa.

5.2.3. HesamemmurenbHO HMHOOPMUPOBATh HENOCPEACTBEHHOIO PYKOBOIUTES,
IUpPEKTOpa KOJUIeKa O CllyvasX CKIOHEHHs padOTHUKA K COBEPLIEHUIO KOPPYILIMOHHBIX
[paBOHApYILUEHHUH.

5.2.4. HesameqmurelpHO HHPOPMUPOBATh HEIMOCPEACTBEHHOIO PpPYKOBOIUTES,
OUpeKTopa KOIUIeJKa O CcTaBiled uW3BecTHOM paboTHMKY HMHOpManUU O claydasx
COBEpILEHHS] KOPPYNIMOHHBIX MpaBOHAPYIIEHUH ApyruMu paOOTHUKAMHU, KOHTpareHTaMu
KOJIJIEJKA WIIM MHBIMH JTHLIAMH.

5.2.5. CoolmuTe HENOCPEICTBEHHOMY PYKOBOAUTENIO UM UHOMY OTBETCTBEHHOMY
JMLY O BO3MOYXHOCTH BO3HHKHOBEHHs JMOO BO3HHMKILIEM Yy pabOTHHKA KOH(IMKTE
UHTEPECOB.

6. OTBEeTCTBEHHOCTH
Pa6otauku MO HecyT OTBETCTBEHHOCTH 3a!
6.1. Henamnexxamiee HCIOJMHEHHWE WIA HEHUCIOJHEHHE CBOMX JOKHOCTHBIX

00sA3aHHOCTEH, IIPEeIyCMOTPEHHBIX JO/UKHOCTHBIMM HMHCTPYKIMAMH, a Takke pabGoTy
NOJYMHEHHBIX pa0OTHUKOB 110 BOIIPOCAM MX IPOU3BOACTBEHHOMN AESITEILHOCTH — B IIOPSJIKE,
YCTAHOBIICHHOM JEHCTBYIOIUM TPYAOBBIM 3aKOHOAaTeIbCcTBOM PD,

6.2.  TlpaBoHapylleHUs, COBEPIICHHBIE B Ipolecce CBOEH NEATENTBHOCTH — B
HIOPSAZIKE, YCTAHOBJIIEHHOM JEHCTBYIOIINM 3aKOHOAaTeIbCTBOM PO.
6.3.  TlpuumnHeHwue ymepba KOMISIKY — B MOPSJIKE, YCTAHOBICHHOM JIeHCTBYIOMINM

3aKoHojiaTeJibcTBOM PO,

6.4. Henpunstue Mep 1O MNPECEUYEHHUIO BBIABIECHHBIX HapyLUEHUH IIpaBHIL
BHYTPEHHETO pPacropsAaKa, MpaBujl TEXHUKH 0€30MacHOCTH, MPOTHUBOMOXKAPHBIX U JAPYIHX
IpaBUJI, CO3/IAI0IINX YTpo3y ACITEIBHOCTH KOJUIEKa, ero paboTHUKAM.

6.5. Paboty oTmena um oTyeT O CBoeit pabore mepea AUPEKTOPOM MU IEPBBIM
3aMECTHTENIEM IUPEKTOopa MO y4yeOHO-BOCIUTATEIbHOH padoTe, a B TEXHHYECKOH 4YacTH
nepea HauansHUKOM [{MO no yrBepkaeHHbIM popmam.

o B3aumopaeiicTBue (ciyxxe0Hble CBA3H)
k. NHNO ocymecTBisier CBOK JEATEIBHOCTE BO B3aMMOJCHCTBHM CO BCEMH
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CTPYKTYPHBIMH IMOAPA3AC/ICHHAMH KOJIJIEXa, B TOM YHUCJIE:

= C aIIMI/IHPICTpaL[I’Ieﬁ KOJJIE’Ka: Ka4€CTBEHHO M B YCTAHOBJICHHEIE CpPOKH
BBITTOJTHACT YKa3aHHs U MOPYUYEHUS PYKOBOJCTBA.

— ¢  (MHAHCOBO-’KOHOMHYECKHM OTIEIOM: B  YCTaHOBIIEHHBIE CPOKH
MPEIOCTaBIACT OTYETHOCTH IO ACATEIBHOCTH OT/elNa;

— C OTAEJIOM KaJpOB: B YaCTH OCYILIECTBIACHHUA noadopa mepcoHana, npuemMa u
YBOJIBHEHUs paOOTHHUKOB OT/AENA;

— C OTJIENIOM 3aKYIOK: B YaCTH MOJArOTOBKH JOKYMEHTAIMH JUIA OpraHu3aiiin
KOHKYPCHBIX MPOLIEAYP 10 CBOEMY HAIlpaBJICHHIO (TEXHHYECKHE 3aJaHUs, KOMMEPUYECKHE
IIPEUI0KEHUS, DKCIICPTHERIC 3aKITIOUCHHS );

— ¢ ueHTpoM wuHObopMaru3zauuyd o0Opa3oBaHUsA: B  YacTU  CO3JaHUsA
UH(POPMALMOHHBIX YCIOBUI ACATENBHOCTH;

— ¢ otaenoM 0e30MacHOCTH: B YAaCTH OPraHU3allMd KOHTPOIBHO-IPOMYCKHOTO
pexuMa;

—_ C FOPUIHYECKUM OT/IEJIOM: I10 BOIIPOCAM MPaBOBOM KCIEPTU3bI U BUSUPOBAHUSA
JIOKYMEHTOB;

— C aJAMHHUCTPATHBHO-XO3ANCTBEHHBIM OTJAEJIOM: B 4YacTH OpraHU3alMu H
obecrieueHUs X03sHCTBEHHOM JeATEIbHOCTH.

7.2. NHO moxeT ycTaHaBIMBATh BHEIIHHE CBSA3HM C IPEACTAaBUTEISIMU CTOPOHHHUX
OpraHM3alnMii - B paMKaX CBOCH KOMIECTEHIIMHM, IIpH 3TOM 3aBEAYIONIMI oOTAena
COIVIACOBBIBACT CBOM JCHCTBHSA C JUPEKTOPOM KOJUICIKA.
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