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1. O61Me NoJI0)KeHMsA

1.1. AaMuHKCTpaTHUBHBINA oTAen (fanee — Otaen) sBAseTCs CTPYKTYPHBIM nogpasaenennem AHOO BO
«HeBCKMIA MHCTUTYT sI3blKa U Ky/IbTYpbD» (Aanee — MHctutyt, AHOO BO HUSK).

1.2. IloHoe HaMMeHoBaHKe OT/ena — aMUHMCTPaTHBHBIN 0Tje/, coKpalleHHoe — AO.

1.3. B cocras Otgena no JO/DKHOCTH BXOAAT PeKTOP M MNpopekTopbl MHCTUTYTa, a TakKe WHbIe
COTPYAHWKH, COIJIACHO IUTaTHoOro pacrnucanus. Pexktop MWHetuTyTa siBAsieTcss  e/JMHOMYHBLIM
ucrnonHUTebHBIM oprasom AHOO BO HUSK, ocyljecTBASIOUMM HerocpeACTBEHHOE PYKOBOJCTBO
JAesiTenlbHOCTRIO OTgena.

1.4. Otpen B cBoeil AesiTe/IbHOCTH PYKOBOACTBYETCA:

Koncruryuueid Poccuiickoii degeparyy;

@epiepanbHbIM 3aKoHOM 0T 29.12.2012 r. Ne273-®3 «O6 obpazoBanun B Poccuiickoit
Depeparpm»;

NpUKa3aMM, PpacriopskKeHWsIMM W MHCTPYKTMBHBIMM  IOKYMeHTaMH MMHKCTepCcTBa
obpasoBanus 1 Hayku Poccuiickoit ®epepauuyn, deepanbHoii cayx6bi 1Mo Hagsopy B
cpepe obpaszoBanus Poccuiickoit deeparipu;

¥Yeraom AHOO BO HUSK;

IlpaBunamu BHYTpeHHero TPY/J0BOI'0 pacriopsika;

HacTosAKuM TooxxeHHeM.

2. 3apaum Otpena

2.1. B cBoeii slesatensHocTH OT/len obecrieunBaeT pellieHHe CeAyIolKX 3aa4:

AOCTH/KeHHe HeYKOCHWTE/IbHOTO MCIIO/IHeHMsl BCEMH CTPYKTYPHBIMHM MOJpasje/leHUusIMA W
pabotHukamu MHCTHTYTa NPUKa30B, PACTIOPsiKeHWH U MOPYUYeHUId peKTopa;
COBepIIeHCTBOBaHHe W pasBUTHe OpraHKW3aljMOHHOM, MPABOBOH W MaTepUa/bHO-TeXHHUUeCKOK
OCHOB yueBHOH, HayuHO# 1 X03AHCTBeHHOI JesiTebHOCTH MIHCTUTYTa M ero nojpasje/eHuid,
MH(OpMHUpOBaHHe DEKTOpPAa O COCTOSSHMM Je/l B paMKaX ()YHKLMOHaJIbHbIX HarpaBieHHi
AesitenibHOCTH WIHCTHTYTa M BbipaboTKa IpejioskeHWd 10 peIleHHI0 COOTBETCTBYIOLIMX
3azau;

obecrievenre 3¢deKTUBHOR CHUCTeMbI KOHTPO/ISI 3a COCTOSHWEM e/l B paMKax
($yHKLMOHA/TBHBIX HarpaB/IeHHi AeATe/bHoCTH MHCTHTYTa;

oripefie/leHHe M BHECEHHWE Ha paccMOTpeHHe YueHoro coBeta MHCTHUTYTa NMpUOPUTETHBIX
BOIIPOCOB, KAaCalLMXCs, Lie/Ieid U MepcrieKTUB pasBuTus MHCTUTYTa;

BbipaboTKa pelieHuit o Borpocam yue6GHOMH, BocrUTaTe/IbHOMN, HAYYHO - UCC/Ie/l0BaTeNbCKOM,
MeTO/JMUYECKOH, peJaklMOHHO-M3/|aTe/IbCKOM, KaJpoBOH, aAMHHUCTPAaTHBHOH, (MHaHCOBO-
X035MCTBEHHOM M MHBIX cep aesTensHOCTH MHCTHTYTS; ,
COBEpILUEHCTBOBaHHe MeXaHW3MOB peajM3alliM TIPUHATBIX YTIpaB/leHYeCKHX pelleHHH,
OpraHusaLis WX BBITIONIHeHWs!, KOOPAWHALUS AeATe/TbHOCTH UCTIO/THUTe /e,

3. GyHKIMOHATbHEIe 00s13aHHOCTH wieHos OT/iena

3.1. Otaen B UenAaxX pelleHMs CTOSLIMX [epej HUM 3ajad OCYILECTB/SeT C/leAylol[Me OCHOBHbI®

yHKLMH:

® OpraHMsyeT WCIO/IHeHWe pellleHMH YUeHOro coBeTa, NPUKa30B, PACTIOPSHKEHWH M MOpydYeHHid
PeKTOpa, KOHTPO/IMPYeT MX MCTIo/THeHHe paboTHUKaMu 1 06yyaronmMHcs;

® OCYUIeCTB/IsleT KOHTpO/b 3a coO/miojleHHeM peXiMa COBepLieHWs M yYeTa X03sMCTBeHHBIX
onepaiytii  MiHcTuTyTa, O06ecrieurBaeT KOHTposib 3a 060CHOBAaHHOCTBIO — (POPMHUPOBAHMS
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norpebHoOCTel oApasjeneHni B ToBapax, paborax, ycayrax;

® obecrieyrBaeT NOArOTOBKY OTYETOB M MHPOPMALIMOHHBIX CIIPABOK /15 peKTopa 0 COCTOSIHUM Jlen
B paMKax (YHKUHOHA/IbHbIX HarpaB/ieHWH AesTe/bHOCTH MHcruryTa, a Takke BHOCHT Ha
pacCMOTpeHWe peKTOpY TMpenoKeHUs T0 pelleHHI0 COOTBeTCTBYIOLMX 3ajay, OCYLIeCTB/sSeT
MOACOTOBKY €XeroJHblX I0K1a/0B 0 pabore OT/e/a U NpejCTaBseT UX PEKTOPY;

® yCTaHaB/WMBaeT M YTOYHsET [10/IHOMOYMS, O0OS3aHHOCTM M OTBETCTBEHHOCTh CTPYKTYPHBIX
nojpasje/eHdii MIHCTUTYTa M UX PYKOBOJUTE/IeH;

®  aHa/M3UpyeT W OLIeHWBaeT UTOr'M paboTbl CTPYKTYPHBIX MojpasfeneHui, BolpabaTbiBaeT Mepbl
10 COBEPIIeHCTBOBAHHIO AesTe/ibHoCTH MHCTUTYTa;

® BbIHOCHUT Ha YdeHbli coBeT MHCTWTYTa rpejio)KeHHs, HarpaB/ieHHbIe Ha COBepLIeHCTBOBaHMe
obpasoBare/IbHOM, HAyYHOH U METOJMUYECKOM AeATe/IbHOCTH;

®  aAHa/M3MpYeT TIPe/UIOXKeHWsl [0 Y/Iy4llleHHWI0 opraHusauuu pabortbl B pas/iMuHbIX cepax
AeATe/IbHOCTH, pacCMaTpyUBaeT TIPOEKThI JIOKAJbHbIX HOPMAaTHMBHBIX aKTOB, OTHOCSLIMXCH K
AeaTe/bHOCTH VIHCTUTYTa;

* obcyxpaeT Bonpockl B3auMoAeitcTBIst MHCTUTYTa CO CTOPOHHUMM OpraHU3al{iaMH, yueOHbIMU U
Hay4YHBLIMH YUpexaeHUsIMH.

4. ITonmomounn O1aena

B xoae peannsaumu (yHKUMH, TpeAycMOTpeHHbIX MyHKToM 3.1 Hactosijero Tlonoxenus, Pekropar
OCYLLECTB/ISeT C/IeAYIOL[He TTOTHOMOYMS:

4.1. xoHtponupyer cobmogenne paboTHHKaMM ¥ CTPYKTYpHBIMM MOApasjeneHusmMd WHctutyTa B
rpoijecce WX [esTe/lbHOCTA HOPM 3akoHoAatesbcTBa Poccuiickoll ®epepaiy, YcraBa M peliieHHi
Yueroro coseta WHCTUTYTa, TNpHUKa3’oB, pPacriopspKeHWid W TMOPYYeHMA pekTopa, a TakKe MHBIX
JIOKaJIbHbIX HOpMaTUBHBIX JoKyMeHToB AHOO BO HUSIK;

4.2. 3anpauiMBaeT W Mo/ydaeT oT paboTHMKOB M CTPYKTYPHBIX Nofpasjenennii MHCTUTYTa JIOKyMeHThI 1
CcBefleHust, HeoGXouMBble /I pealu3aLii BO3/IoKeHHbIX Ha OT1aen QyHKLuiL;

4.3. paet paboTHHKaM U CTPYKTYPHBLIM Mo/pas/eneHusiMm MHCTHTYTa pasbscHeHus!, Kacarolecs nopsjka
HCMO/IHEHUA HOPM  3akoHojatenbctBa Poccuiickod @epgepaumu, YcraBa W MHbBIX  /10Ka/lbHbBIX
HOPMAaTHUBHbIX JJOKYMEHTOB, MPMKa30B, PacriopsixkeHUH U MOpyYeHHH peKkTopa;

4.4. 10 MOpyyYeHMAM peKTOpa MM B COOTBETCTBMH C TUlaHOM paboTbl VIHCTUTYTa oCYLIecTBAseT
NOArOTOBKY JIOKa/lbHBIX HOPMAarTMBHbIX JOKYMEHTOB W WHOW JIOKyMeHTal[iH, HeoGXoAMMoi /s
peanusaliy BO3/I0KeHHbIX Ha OTaen QyHKIMI;

4.5. He3ame[UIMTe/IbHO BHOCHT Ha pPacCMOTpPeHHe peKTopa CiyeGHYI0 WH(pOPMALIO O BbIABIEHHBIX
(paKTax HEWUCIIO/HEHNsI MM HeHa/lIe)XKalllero MCTIoHeHus paboTHUKaMM 1 noapasaeneHusMu MHctutyTa
HOPM 3aKoHojartenbcTBa Poccuiickoit ®epepaiau, YcraBa, peleHuid Yuenoro coseta WMHCTHTYTa,
TPHKa30B, PacriopsyKeHHH M MOPYYeHUIl PeKTOpa, UHbIX /I0KA/IbHbIX HOPMATHBHBIX J0KyMeHToB AHOO
BO HMHSK, a Takxke ripeyioxeHus 0 NPUB/IEYeHUH BUHOBHBIX JTUL] K OTBETCTBEHHOCTH;

4.6. B COOTBETCTBMM MPHUKa3aMK M J0BEPEHHOCTSIMM PEKTOpPa OCYIeCTB/IsleT Npe/CTaB/eHHe UHTePECoB
MHcTuTyTa BO B3aMMOOTHOLUIGHUAX C OpraHaMi roCy/apCTBeHHOM BIaCTH W MeCTHOTO CaMoyTIpaB/IeHHus,
NpaBOOXPaHUTE/IbHBIMK ~ OpraHaMK, XO3AUCTBYIOL[MMHM CyObeKTaMH ¥ WHBIMM  OpraHu3alLjusiMH,
ob1ecTBeHHBIMH 06be/JUHe HUAMH, CPeCTBAMK MacCoOBOM HHMOPMALH, a TaKKe IpakjaHaMH;

4.7. opmupyet cTpyKTYpy M obecrieunBaeT cBOeBpeMeHHOe 06HOB/IHMe CBe/IeHHiA, Co/lepKalLyuXCcs Ha
opuansHom calite MHcTuTyTa B ceTd «MHTepHeT», yCTaHaB/MBaeT KPMTEpMM pa3rpaHHYeHHs
uH(opMaLl1H, MPe/ICTaB/IeHHOM Ha YKa3aHHOM 0(UL{Ha/IbHOM CaiiTe, 10 YPOBHSM JI0CTYTIa;

4.8. obecrieunBaeT KOH(PHAEHLMAILHOCTE CBe/IeHHI, CTAaBILUMX M3BECTHLIMH YieHaM Otjena B CBA3MU C
HCTI0/IHeHHeM UMM JO/MKHOCTHBIX 06g3aHHOCTeH;




49. ocyulecTBAseT WHbIE TOJHOMOYMS, TIPeJlyCMOTPeHHBIe TPHKa3aMH, PpacriOpMKeHHAMA |
MOPYYeHUAMHM PpeKTopa W WHBIMM = JIOKalbHBIMM HOPMATHBHBIMH  JOKyMeHTaMH WHCTHTYTa,
pery/upyroiMmMy destesibHocTh OTgena.

5. Opranmsanus jJesTenbHocTH AO. YWiensr AO.
5.1. HestensHocts OTAena opraHusyeTcs pekropoM MHcTuTyTA.

5.2. UneHcTBo rpuobpeTaeTcsi B MOMEHT 3aHATHS JIMLIOM B YCTaHOB/IEHHOM TIOPSIZIKe JO/DKHOCTH PeKTOpa
HITH popekTopa MHcTHUTyTA.

5.3. UsneHCTBO TipekpalljaeTcs ¢ MOMeHTa YBOJ/IbHEHHS J/IMLa B YCTaHOBJIEHHOM TOPSAKe C JO/UKHOCTH
pekTopa Wiy npopekropa MHctutyTa

5.4. [pyrue unensi OTjena BXOAAT B ero COCTaB Ha OCHOBaHMM €XKErOJHOr0 TIpHKasa peKkTopa W
BBIBOJATCA aBTOMaTHYeCKH, B CBSAI3U C yBO/bHeHHeM 13 MHcTUTyTa.

5.5. O6a3aHHOCTM pacrpefie/IsiloTCsi B COOTBETCTBMM C TIPUKa3saMH, pACriopsyKeHWsMU peKkTopa
WHeruryTa.

5.6. lltatHbiM pacniucaHydeM MIHCTHTYTa rpejlycMaTpUBAlOTCH JO/DKHOCTH MOMOIHAKOB ¥ COBETHHMKOB
pektopa MHCTUTYTa, 10pHCTa, MHBIE JOJDKHOCTH.

5.7. Tlocne yBo/bHEHWs € JIO/DKHOCTM peKTOpa W/IW TIPOPEKTOpPa, a TakkKe C J0/DKHOCTHM, KOTopas
obecrieunBaeT uneHcTBo B AO B COOTBETCTBHM C MPUKA30M PeKTOpa, IPa/iaH{H He BIIpase pasrijalliarh
WIHA WCMO/Nb30BaTh B MHTepecax opraHusaluii ubo ¢usmyeckux /uL cBefleHHs KOH(HAECHLIMATLHOIO
Xapakrepa WM cnyKeOHyr0 HH(OpPMALMIO, CTABIIME €My W3BeCTHBIMM B CBA3HW C WCTIOHeHHUeM
JI0/DKHOCTHBIX 06s3aHHOCTel B KauecTBe uieHa Otaena.
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