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1. O6mue moJioxKenns

1.1. HacTosimiast MOIDKHOCTHAs MHCTPYKIHsA paspaboTaHa B COOTBETCTBHH C TpyHOBBIM
KonexcoM Poccuiickod @enepanuu M MHBEIMH HOPMAaTHBHO-IIPABOBBIMH AKTAMH, PETYIHPYIOIIHMU
TPYAOBEIE OTHOIIEHHS.

1.2. HavaneHuk ynpaBieHHS IDIOCHEAMIUIOMHOM IIOATOTOBKH CIIELHAJMCTOB OTHOCHTCH K
KaTerOpHM aIMUHHUCTPATHBHO-YIIPABIEHYECKOIO IIEPCOHANA M  HEMOCPEACTBEHHO IOJUMHSIETCA
IpopekTopy 110 yyebnoit pabore ®I'BOY BO Kem['MV Munzapasa Poccun.

1.3.B cBoeHl JeATENBHOCTH HAYANBHHK YIPABAeHHS MOCICIUIUIOMHON I[TOATOTOBKH
CIIEL[HAIMUCTOB PYKOBOJICTBYETCS:

* [CHCTBYIOIIMM 3aKOHOZAaTeNbcTBOM Poccmiickoif ®@exepanuu B pamMKaX — CBOETO
byHKUHOHATIA;

* Yxasom [Ipesunenta Poccuiickoit @enepauun ot 06.03.1997 r. Ne 188 «O6 yTBepkmeHHH
HepeyHsl CBeICHHH KOHQHASHIMAIBHOTO XapaKkTepay;

* Komctutynue#t Poccmifickoit @Defepaunn, TMPUHATON BCEHAPOIHBIM TOJOCOBAHHEM
12.12.1993;

* Tpynossiv kogexcom Poccuiickoit @enepanuu ot 30.12.2001 N 197-D3;

* COOTBETCTBYIOLIMMH yKa3aMu U pacropsbkeHusmu [Ipesuaenta Poccuiickoit @enepanum;

* MpHKa3aMH H PACTIOPSIKEHHSIMH COOTBETCTBYIOIIUX MUHHCTEPCTB U BEIOMCTB PD;

* PacCHOpsKEHHAMH M IIpHKazaMu pektopa Kem[ MY,

* VYcraBoMm Kem[ MY,

* KonmnekTUBHEIM IOTOBOPOM;

* IlpaBunamu BHyTpeHHEro TpynoBoro pacrnopsaaxa Kem[' MY

¢ IlonoxenreM 0 CTPYKTYpPHOM TIIOApA3[€NEHHM M MHBIMM JIOKQIbHBIMH aKTaMH
YHuBepcurera.

* HACTOAIIEH JOJKHOCTHOM MHCTPYKITHEH;

* JIPYTMMH 3aKOHOJATEIbHBIMH M HOPMATHBHO-IIPABOBEIMH akTamu PO.

Kpome BpIIEHa3BaHHBIX, PYKOBOJMTENh OTAENA HHTEIUIEKTYalIbHOH COOCTBEHHOCTH H
TPaHCIIAIMH TEXHOJIOTHH PYKOBOACTBYETCS:

* QeneparbabM 3aK0HOM PO ot 27.07.2006 Ne 152 «O IIEPCOHANBHBIX IaHHBIX »;

* Ilocranoenennem I[Ipapurensctea P® or 01.11.2012 Ne 1119 «O6 yTBepkIeHMH
TpeOOBaHMA K 3alUTE MEpPCOHANBHBIX JAHHBIX IPH HX 00paboTKe B MH(MOPMAIMOHHBIX CHCTEMAX
[IEPCOHANBHBIX JaHHBIX )}

¢ Ilocranosnenuem Ilpautenscrsa PO ot 15.09.2008 Ne 687 «0O6 yreepsxnenuu [lonoxenus
06 ocobennocTsAX 06pabOTKM NEPCOHANBHBIX IaHHBIX, OCYINECTBIAEMOH 63 HCIOTB30BAHHS CPELCTB
aBTOMAaTH3AIHHY,

* JIOKalbHBIMM HOPMAaTHUBHO-TIPaBOBbIMU akTaMH KemI'MY B obnacti o6paboTK H 3aIlUThI
[IEPCOHANIBHBIX JaHHbIX.

1.4. Hayansuuk ynpaBieHHs TOCIEAUIUIOMHOM IIOATOTOBKH CIISIHATHCTOB JOIDKEH 3HATD:

® TpPYZOBOE 3aKOHOJATENBCTBO M MHEBIE aKTBI, COJEPIKAIIHE HOPMEI TPYIOBOTO [IpaBa;

® 3aKoHOZaTenbcTBO Poccuiickolt Delepaliy 0 HEPCOHATBHEIX JAHHBIX, 06 00pa30BaHUH;

® IPHOPHTETHEIE HAIIPABIIEHHs Pa3BUTHA 00pa3oBaTe/lbHOH cHeTeMbl Poccuiickoit Oenepanuu;

® TEOPHIO H METOBI YIIPaBIeHHsA 00pa30oBaTe/IbHEIMH CHCTEMaMHE,

® OpraHH3alHIO IPOLECCa HEIPEPLIBHOIO 00yUeH s pabOTHHKOB;

® IIPOTrpecCHBHEBIE GOPMEL, METOIBI H CPEICTBA OOYUEHHS;

® NOpAJOK BEJIEHHSA y4eTa H COCTABICHHS OTYETHOCTH IO IIOATOTOBKE H IIOBBILIEHHIO
KBaTH(HUKAIMK KaIpoB;

® IIpaBHjla M HOPMEI OXPaHBl TPY/la, TEXHUKH O€30MaCHOCTH, MPOH3BOACTRECHHOM CAHUTAPHH H
IIPOTHBOIIOKAPHOM 3aIHTEI;

® HOPMEIL, PEI'YJIUPYIOLTHE NPOQUIAKTHKY KOPPYIILIMOHHBIX JIeHCTBHUIL;

® CTPYKTYpY YHUBEPCHTETA;



JOJDKHOCTHASI MHCTPYKITUSI CMK-11-15-2024

|

CMK HavaJbHUKA YIPaBJIeHHS M0CeHIIIOMHOH IMOAT0TOBKH

cTpanuna 3 u3 8
CHENHATHCTOB L PHETHETL

® JIOKATbHEIC HOPMATHBHBIE AKTHl YHHBEDCUTETa, PEryIIHDYIOLIHE HOpSaoK odopMIIeHHs
PacropsAUTENBHbIX H OPraHA3AlMOHHEIX TOKYMEHTOB TI0 [IEPCOHATY;

® TOPANOK O(OPMIICHNS, BEICHHS i XPAHEHHS JOKYMEHTOB II0 IEPCOHATY;

® OCHOBBI JOKyMEHTOO0OPOTa ¥ [OKYMEHTAIHOHHOTO OGECIEYeHHS, OCHOBBI APXHBHOTO
3aKOHO/IaTe/TbCTBRA.

1.5. Ha3znauenne Ha [OMKHOCTD HAYaIbHUKA YIpaBICHHA NOCIEOUINIOMHON IIOATOTOBKH
CIIELHAJIUCTOB W OCBOOOMIEHHE OT JOJDKHOCTH IIPOBOJKUTCA B IMOPSJKE, YCTAHOBJIEHHOM YCTaBOM
00pa3oBaTeIbHOM OpraHu3alyH.

2. Kpamnduxanuonnsie TpeGoBanus

2.1 HavanbHHK YIPaBICHHS [OCIAEAHIUIOMHON IIOATOTOBKH  CIIEIHATHCTOR OOKEH
COOTBETCTBOBATE CJIEAYIOIUM KBATH(QHUKALMOHHBIM TPeOOBAHHAM — BBICIIEE podeccHOHAIBHOE
obpa3oBaHye U CTaX HAyYHO-IIEJArOrHICCKOMN paboTe! HITH paboTEI B OpraHU3alusax mo HallpaBJIEHAIO
IpoeCCHOHATBHOM e TeIEHOCTH, COOTBETCTBYIOIICH EATENBHOCTH 00pa30BaTENBFHOIO YYpEKICHHUS,
HE MEHEE 5 JIeT, IPY HATHYHH YYeHOH CTENEHH CTax paboThI HE MeHee 3 JIeT.

2.2 Tpynosas GyHKIHs HAYaIEHHKA YIIPABIEHHS TIOCTEIHIVIOMHOMN TOArOTOBKY CIIEIHATHCTOB:
YUPaBICHHE NPOLECCOM pCAH3alliy IIpOrpaMM IIOATOTOBKM KaJpoB BHICINEH KBanu(HKAIMM B
OpMHATYPE, IPOrpaMM JONOTHHTEIBHOIO IPO(ECCHOHANBHOTO 00pa3oBaHus

3. H0o/KHOCTHEIE 003aHHOCTH

3.1. B 9acTH OpPOEKTHPOBAHHS M PEANM3ANMH NPOTPAMM IOATOTOBKH KaJpoB BhICHIEH
KBATH(UKAINH B OPIHHATYpE:

3.1.1 OcymecTBIseT OpraHH3alH0 ¥ KOHTPOIb 3a 00pa3oBaTeNpHOM HESTENHHOCTBIO HpH
pean3aluy 06pasoBaTeNbHEIX IPOrPaMM B OPMHATYPE.

3.1.2 OcymiecTBIsS€T KOHTPOIB Pa3paboTKH OCHOBHBIX MPO(hECCHOHATBHBIX o0pa3oBaTebHBIX
IIpOrpamMM I10 OPTHHATYPE B COOTBETCTBUH ¢ Tpebosanusmu ®I'OC BO.

3.1.3  OcyumiecTBnser OpraHM3alui0 M KOHTPONb  IIPOBE/EHHS IIPOMEXYTOYHOH |
roCyapcTBEHHOH HTOrOBOH aTTeCTAlUH OPIHHATOPOB.

3.1.4  VwuacTByer B IPOBENEHHUH aKKPEAHTALIMH IPOTPAMM OPIAHATYDEL

3.1.5  OcyuiecTBis€eT KOHTPOIIb BEIECHHS IMYHBIX e OPIHHATOPOB.

32.B w9actm peaaM3anMM  [pPOrpaMM  JAONOJIHHTEILHOTO npodeccHoHANBHOTO
o0pasoBaHus:

3.2.1. OcymecTBNSeT OPraHU3ALMIO ¥ KOHTPOJIb 33 0OPAa30BATENHLHON [ESTENbHOCTHIO IpH
peanr3aliy PorpaMM NOTIOIHHTEIEHOIO NPO(ECCHOHATEHOIO 00pa30BaHHUsL.

3.2.2. ExeromHo ¢popMHpyeT yu4eGHO-IPOH3BOACTBEHHBIN MIaH IpoBeJieHus 00ydeHUs 3a CcHeT
cpescTs benepanbHoro GrKeTa i KOHTPOIHPYET ero HCIONHEHHE.

3.2.3. OcymecTBiseT OpraHH3allHi0 W KOHTPONb MPOBENEHHS IPOMEKYTOUHON M HTOTOBOL
arTecTalli  Cilymaresei mporpaMM AOIOTHATENIBHOTO IPO(EeCCHOHATBHOTO 06pa3oBaHHs.

3.2.4. OcymecTBIAET OpraHM3allMIO M KOHTPOJb BENCHHS IOpTATa HETIPEPBIBHOTO
MeIHMIMHCKOro 00pa3oBaHusl.

3.2.5. Exeromo ¢popmupyer y4eOHO-IIPOH3BOACTBEHHBIH TLIAH TPOBEACHHS 00YdeHNUS 3a CHeT
CPEACTB IOPUIMIECKHX U QU3MIECKUX JIUI H KOHTPOIMPOBATE €r0 HCIIOTHEHHE,

3.2.6. llpencrasiser unrepeckl KeMI'MY Bo B3aHMOOTHOIIEHHSIX C MHBIME OPTaHH3aLHAMH (B
IpeJienax CBOeH KOMIIETCHIIHH).

3.3. B yacTH onepaTHBHOIO ypaBJ/IeHHS:

3.3.1. OpranusyeT mIaHHpOBaHHE AEATEIBLHOCTH YIPABIEHHS C YUETOM €ro Iejiel, 3amad U
HaIPaBIICHHUH B COOTBETCTBUHM C LENSAMH M CTPATETHEH Pa3BUTUS YHHBEPCHTETA, U3/IAET HEOOXOIUMEIE
pacIOpAKEHHUA, KOHTPOIUPYET BEINOHEHHE TTAHOBEIX 3aIaHUIH.

3.3.2. Bomommser pemeHus YUEHOTO COBETa, PEKTOPATa, PACTIOPSIKEHHS IPOPEKTOPOB IO
HaIPaBJIEHUAM JEATEIBHOCTH B PaMKaxX CBOMX KOMITETEHITHHA.

3.3.3. VYuacTByer B 3aceflaHMAX YUEHOro COBeTa, l[EHTpanbHOro METOLMYECKOrO COBETa,
CO3/[aBaeMbIX BPEMEHHBIX U I0OCTOSHHBIX KOMHCCHSAX YHHBEPCHTETA.
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3.3.4. Kourpomupyer opOpMIEHHE H COAEp)KaHUE TPOEKTOB MPUKA3OB IO KOHTHHI€HTY,
CO3JAHHBIX B YIIPABICHHH.

3.3.5. OcyuecTBisA€T KOHTPOJIb 3a BEACHHEM IOKyMeHTooG0poTa yrpasiaenus. OCymecTBseT
KOHTpOJIb 38 XpaHEHHEM U BEJCHHEM yUeTa 6IaHKOB CTPOrOH OTUYETHOCTH.

3.3.6. Bpmomaser o0s3aHHOCTH B 007acTH MEHEUKMEHTa KaueCTBa B COOTBETCTBHH C
3aKpeIUIEHHON OTBETCTBEHHOCTBIO B IpoLeccax KemI'MYV.

3.3.7. Brmosaser ciyxeOHble MOPYYeHUs CBOETO HEMOCPEACTBEHHOTO PYyKOBOAMTCILA.

3.3.8. OfecneyuBaeT [PEJOCTABICHHE [I0 3alIpOCy aIMUHUCTPALHH Kem['MY Tpebyemoi B
COOTBETCTBUM C 3aKOHOJATENhCTBOM P® mHopManud 1o BHeyueOHOi pafoTe s JAaIbHEHIIEro
pasMeleHus Ha OpUIUAIBHOM CcaiTe KemI'MY 4 Ha MOHHTOPHHIOBBIX caiiTax MUHUCTEPCTBA HAYKH 1
BhIcIero o6pasosanus P®, pyrux MUHHCTEPCTB B BE/IOMCTB.

3.3.9. OcyuiecTBIseT paboThl Ha MEPCOHATBHBIX KOMIBIOTEPAX, C TEKCTOBRIMH pelaKTopaMHu,
3JIeKTPOHHBIMU TaGIIMIAMHE, DIEKTPOHHO! HOYTOH Gpay3epami, MyJIbTHMEMAHEIM 000PYI0BAHHEM
{4 HHBIX DIEKTPOHHO-IM(POBBIX YCTPOMCTBAX, B TOM HHCIE INpPEHASHAICHHBIX [JId nepefadn
UH(pOPMALIHH.

3.3.10. ObecneudnBaer Oe3onacHyro 00pabOTKy MEPCOHANBHBIX AAHHBIX pabOTHHKOE B
COOTBETCTBHH ¢  (hefepaibHBIM  3aKOHONATENLCTBOM M JIOKAJIBHO-HOPMATHBHEIMU aKTaMH
YHHUBEPCHTETA.

3.3.11. CobmofaeT MephI I0XKapHO# 0e3011aCHOCTH B IIOPA3ACICHHH.

4. IIpasa

HayanpHEK YIpaBIeHHs TOCIEIUIIOMHON TOArOTOBKY CIIEIHAINCTOB HMECT MPaBo:

4.1. 3anpammBarh ¥ OIy4aTh HEOOXOIUMYIO HH(OPMAIHIO, & TAKKE MaTepHallbl H
JOKYMEHTBI, OTHOCSIIHECH K BOIIPOCAM €ro AEATEILHOCTH.

4.2. TloBsmmath KBATHGHKALIMIO, IIPOXOIUTE IEPENIOATOTOBKY (nepexkBaTHGHUKAIHUIO).

4.3. O6pamarscs B COOTBETCTBYIOIME OPraHbl MECTHOTO CaMOYIIPaBIICHUs U B CYIL UL
paspemeHus TPYAOBBIX CIOPOB, BOSHAKAIOMMX [IPK HCIIONHEHHH QyHKIMOHAIBHEIX 005S3aHHOCTEH.

4.4. BpibupaTh croco0bl OpraHM3allii CBOEH AeATEIbHOCTH, (opMBI 1 METOIEI PabOTEI B
COOTBETCTBHH [EHCTBYIONM 3aKOHOaTEIECTBOM B IEVAX 3P (EKTHBHOIO PEIICHIS HOCTABICHHBIX
riepest HUM 3a71a4.

4.5. Tlomp3oBaThes HHGOPMAIMOHHBIMU MaTepHAIAMH M HOPMATHBHO-IIPABOBRIMA
JOKyMEHTaMH, HEOOXOIMMBIMH JUIS HCTIOTHEHHS CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEH.

4.6. TpeGoBaTb OT PYKOBOJCTBA YHUBEPCHTETA CO3JaHHA COOTBETCTRYIOMIUX YCJIOBHH TPYJa H
OKAa3aHUs COEHCTBUS B HCIIOTHEHHH CBOUX JIOJDKHOCTHBIX 00S3aHHOCTEH.

4.7. BHOCHTb Ha PaCCMOTPEHHE PYKOBOJCTBA [IPEJUIOKEHUS N0 YIIyIICHHIO AEATCIPHOCTH
OTIENIeHHUs JOTONHATEIEHOTO 00pa30BaHusL. .

4.8. TloAmWCHIBATH M BH3UPOBATH JOKYMEHTEI B IIPE/IENax CBOSH KOMIETEHIIHH.

4.9. OcylecTBIATh B3aMMOJEHCTBHE C PYKOBOOUTEIAMH CTPYKTYPHBIX NoIpa3Ie/ICHHH],
T0/Iy4yaTh MEQOPMAIHIO B TOKYMEHTEI, HEOOXOMUMBIE /IS BBIOIHEHHS CBOMX JIOTDKHOCTHBIX
oGs3aHHOCTEH.

4.10. BecTy MEPEMHCKY C OPraHU3alEIME IO BOIPOCAM, BXOAAIIMM B €r0 KOMIETCHIIHIO.

5. OTBETCTBEHHOCTH

HauabHHEK yIIpaBIeHus [OC/IEAIUIOMHOM OArOTOBKH CISIUATMCTOB HECET OTBETCTBEHHOCTE
3a:

5.1. Hemcrionuenrne (HEHAUIEKAIEe HCIOMHEHHE) CBOMX (YHKIHOHAJBHBIX 00s3aHHOCTEH,
Hapymenue [IpaBuiI BHYTPEHHET0 TPY/OBOIO PacopsAaKa A HHBIX JIOKAIbHO-HOPMATHBHEIX aKTOB
YHHBEPCHTETA, OTHOCSIIUXCA K JEATEIBHOCTH Ha4albHUKA YIIPaBJICHU [I0CJIEJUTIIOMHOM
[IOJrOTOBKH CIIELMAIIHCTOB.

5.2. HeBBIIOJIHEH)E PACIIOPAIKEHHH PEKTOPa, IIPOPEKTOpa 1Mo y4eOHoi pabore.

5.3. CoXpaHHOCTH BRBEPEHHOH JOKYMEHTALMH.
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5.4. CoXpaHHOCTb JIMIHBIX JIe/T OPAHUHATOPOB, KYPCAHTOB KOHTPAKTHBIX [HK/IOB OBBILICHHS
KB (uKaluK ¥ IpohecCHOHAIBLHOM TEpPenoArOTOBKH.

5.5. CoxpaHHOCTB GJIAHKOB CTPOrOH OTYETHOCTH.

5.6. IlprauHenre MaTepranbHOro ymep6a B [peIenax, YCTaHOBICHHBIX JEHCTBYIOIHM
3aKoHOOaTe/bcTBOM Poccutickol @enepanyu.

5.7. IlpaBOHapyIIeHHs, COBEPIIEHHbIE B IPOIECCE OCYIIECTBIEHHS CBOCH IESITEILHOCTH, B
IIpEeiax, ONPENENCHHBIX IEHCTBYIOIMM aAMAHUCTPATHBHEIM, YTOJIOBHEIM, MPAX/IAHCKHM
3aKOHOJAaTensCcTBOM P®,

3a BBIIE NEPEYHCIIEHHBIC HApYIIEHUS HAYATBHUK YIIPABICHHS [I0CETATIOMHEON OArOTOBKE
CIEHUATHCTOB MOXCT OBITh NMpHBJIEYCH, B COOTBETCTBHH C CHCTBYIOIIMM 3aKOHOJATENHCTBOM B
3aBHCHMOCTH OT TSKECTH MPOCTYIKAa K MMCHUIUIMHAPHOH, MaTepHalbHOM, aIMHHHCTPaTHBHOM,
TPaKIaHCKO-TIPABOBOH U YTOIOBHOH OTBETCTBEHHOCTH.

JOTKHOCTHAS MHCTPYKIMS YTBEPXKJAeTcs B 1-OM DK3eMIUBIPE H HAXOIUTCH B yIIpaBIeHHH
KaJapoB, 3JICKTPOHHAS BEPCHA JOKYMCHTA NpeJCTaBleHA Ha caiiTe YHWBEpCHTETa, 9TO 0GecrednBaeT
IOCTYITHOCTB JOKYMEHTa B MECTaX €ro IPUMEHEHHUS.
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BBEJIEHO B JENICTBHUE

Co nmusa yreBepxnmeHust u.0. pekropa «02» mas 2024 r., (OcHOBaHHE: IPOTOKON 3aceNaHHs Y YEeHOTOo
coBeta Nell ot «25»_ampens 2024 r., nmpotoxon 3acenanus Coera 1o xauecTBy Ne9 oT «22»_ampens

2024 1.)

CIIUCOK PACCBIJIKH
KoHTpoabHBIH dK3eMILIAP:
e VYmpaBieHue KaJpoB

BJ'IBKTPOHHLIB KOITHH:

® YHpaBHBHHB MOCISIUIIOMHOM IIOATOTOBKH CHEIIHAIMCTOR.
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