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1. O6wme nono>keHms
1.1. OTAaen no opraHW3aumy npviema obydarwmxca (ganee - OThen) ABNAETCA CTPYKTYPHbIM

nogpasgeneHnem bY BO «CypryTckumii rocyfapCTBeHHbIA YHuBepcuTeT» (ganee - Cypl,
YHuBepcuTeT).
1.2. TlonHoe HauvMeHOBaHWe oOTAena - OTAeN Mo opraHmMs3auum npuema 0by4daroLmXxcs,

coKpaLuéHHoe - OOTO0.

1.3. OTaen peopraHusyeTca v NUKBUAVMPYETCA B YCTaHOB/NIEHHOM 3aKOHOAATe/IbCTBOM Mopsajke
NpMKasoM pekTopa Ha OCHOBaHWU peLleHns YYeHOoro coseTa YHMBepcuTeTa.

1.4. PykoBoacTtBo OTAenioM OCyLLecTBAAeTCH HayalbHMKOM OTAena, KOTopblA HenocpesCcTBEHHO
NoAYMHAETCA nepBOMYy npopekTopy. HadanbHuk OTAena HasHayaeTca Ha JAO/MKHOCTE W
0CBOOOXAaeTca OT [O/MKHOCTM B YCTAHOB/IEHHOM 3aKOHOZATeNbCTBOM MOpsjKe Ha OCHOBaHWMU
npriKasa pekTopa no pesynbTaTam cobecefoBaHWs / MO NpeACcTaBleHNIO NePBOro NPopekTopa.

1.5. B cBoel gesatenbHocTV OTAen pyKOBOACTBYeTCS:

— TpyAosbIM kKogekcoM Poccunickort Pegepaumn;

-  [encTBylOLLMM 3akoHozaTenbCTBOM Poccuinckonn dPepepauumn, B TOM 4Uucne B obnactm
obpa3oBaHuA, yrpaB/ieHNs Ka4yecTBOM U cepTUprKaumny;

— ykaszamu [pe3ungeHta Poccuiickon  Pefepauynn, MocTaHOBNEHVAMU | [1paBUTeNbCTBA
Poccuiickonm Pegepaunm B 061acT 06pa3oBaHus;

- (T0-2.5.1 «lpaBuna npuema B 6HOMKETHOE Yyupex/jeHne BbICero 06pasoBaHVsA XaHTbl-
MaHCUIACKOro aBTOHOMHOro okpyra - Horpbl «CypryTckuil roCyfapCTBEHHbIA YHVBEPCUTET» Ha
obyyeHrne o obpas3oBaTesibHbIM MporpaMMamM BbICLUEro 06pasoBaHUA - MporpaMmmam
6akanaBpmaTa, nporpaMmmam cneyyannteTa, nporpaMmMmamM MarmcTpaTypbl»;

— (CT0O-2.5.7 «[MpaBuna npuema B «CypryTcKnii rocylapCcTBeHHbI YHUBEPCUTET» Ha 0byYeHMre rno
obpaszoBaTe/ibHbIM MPOorpamMmMam BbICLLIEro 0b6pa3oBaHNA - NPOrpamMMam MOArOTOBKM HayYHbIX Y
Hay4yHO-MeAarornyeckyx KajpoBs B acMpaHType» ;

— (CT0-2.5.8 «[lpaBuna npuema B BY BO «CypryTCkuin rOCYyJapCTBEHHbIA YHUBEpCUTET» Ha
obyyeHne no obpasoBaTe/ibHbIM MPOrpamMMaM BbICLLEro 06pasoBaHVA - MporpaMmam
OpAMHATYpPbI»;

— (CT0-2.5.13 «[paBuna npmema Ha obyyeHue Mo obpasoBaTe/lbHbIM MPOorpaMMam CcpesHero
npodeccMoHanbHOro 06pasoBaHNNA»;

- npukasamun pektopa Cyply;

~  VIHbIMW NNOKaNbHbIMU HOPMaTUBHbLIMW aKTaMW.
1.6. Pabota OTaena opraHmMsyeTcss B COOTBETCTBUMN C TPYAOBLIM 3aKOHOAATeNbLCTBOM Poccminckon
Pepepauyn n HacToALWMM MNonoxeHreM ¢ y48ToM niaHa pabotsl OTaena.

1.7. B nepuog oTcyTCTBUSA (KOMaHAMPOBKA, OTMAYCK, 60/1e3Hb) HayanbHUKa OTAena ero ¢yHKUMU
NCNONHAET PabOTHUK, Ha3HaYaeMblil B yCTaHOB/IEHHOM 3aKOHOM nopsjke. JInuo, 3ameluaroLlee
HavanbHUKa OTgena, npunobpeTaeT COOTBETCTBYHOLLME MpaBa W HECET OTBETCTBEHHOCTb 3a
Haznexallee NcnoJiHeHNe JO/MKHOCTHBLIX 0653aHHOCTEN.

-

2. Uenn v 3apaun

2.1. Uenb peatenbHoctn OTAena - ABnseTcs pas3paboTka M npakTuyeckoe BHeApeHue CUCTeMbI
Mep, obecneuyMBalLMX MpuemMm, TMepeBOs W BOCCTaHOBMeHME B  YHuBepcuTeT  And
0byueHna/Npoao/IXeHNss 0byyeHnsa No obpa3oBaTe/ibHbIM NPOrpaMMaM BbiCLLEro 06pa3oBaHUs U
nporpamMmmMmam cpegHero npodeccroHaibHOro 06pa3oBaHuUs.

2.2. lna focTmxeHna noctaBneHHom uenn Otaen peLuaeT cnegyroLime 3ajayun:
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- nNpuvBAeYeHne NocTynawLmx Ana obyyeHUs rno obpasoBaTe/lbHbIM MPOrpamMmMam BbICLLIEro v
cpesHero npodpeccnoHanbHOro ob6pasoBaHIs;
- paspaboTka 1 peanvsaums npouesypbl npremMa, nepesoja 1 BOCCTaHOBNEHWS.

3. DYHKLUN 1 NONHOMOYUA

3.1. OTgen aBnAeTCA OpraHM3auiOHHO-MEeTOAMYECKUM LIeHTPOM YHMBEpPCMTETa MO OpraHm3aumu
nprieMa oby4aroLmxcs.
3.2. Otgen yyacrsyeT B peanu3saunm npoueccos CMK YHunBepcurerta:
- 1.2.NnaHnpoBaHe AeaTeNbHOCTY;
- 1.4. iIHbopmUpoBaHVE O AeATeNbHOCTY;
- 1.7.YnpaBneHuve gokyMeHTaLel;
- 2.2.TlpodopreHTaunoHHasa feaTeNbHOCTb;
- 2.3. [loBy30BCKas NMoAroToBKa;
- 2.5.TMprném obyuaroLLmxcs;
- 2.8.YnpaBnieHVie KOHTUHIEeHTOM CTYZeHTOB;

4.11. MexayHapofHoe cCoTpyAHNYeCTBO.
3.3. Mpwn BbINOJIHEHUW NOCTaBNeHHbIX 3a4a4 OTAen BbiNoNHAET cnegyrolime GyHKUNN:
1) B pamkax BbINONHEeHUS 3agaun  «[lpvBneyeHmne nocTynawWmx AAs - obydeHUs o
obpaszoBaTe/ibHbIM NPOrpaMMam BbICLLErO 1 cpeAHero NnpodeccroHasbHOro 0bpa3oBaHNSa»:
~  MOArOTOBKAa M 3ak/lloueHVe COrnalleHuil (JoroBopoB) O MapTHepcTBe (COTPYAHWYeCTBe)
YHuBepcuTeTa ¢ obpasoBaTenbHbIMU yuYpexaeHUIMN XaHTbli-MaHCMNCKOro aBTOHOMHOIO OKpyra-
HOrpbl;
- NHAUMMPOBaHME W Yy4dacTne B peanmsauuy MNPOeKTOB MO pekiame U MPoABUXKEHNIO
YHuBepcuTeTa B Poccuiickor Pegepaumm n ctpaHax CHI.
~ y4yacTne B TMOAroToBke WHPOPMALMOHHO-NPe3eHTaUVOHHbIX  NPOAYKTOB, OTHOCALMXCH K
AesTeNbHOCTY MO NPUBAEYEHNIO 06YYaOLLNXCA U PAa3BUTUIO MeXAYHaPOAHbIX CBA3E;
~ pa3paboTka W TMOAAepXaHWe B aKTyangHOM COCTOSAHMWM CTPaHWL, CalTa U aKKayHTOB
YHMBepcuTeTa B COLMalbHbIX CETHAX;
~  pa3paboTka nnaHa npmBaeYeHns NoCTynaroLLmX;
~  KOHCYyNbTUPOBaHMe NoCTynarwLWwyx B YHUBePCUTET MO BONPOCaM npmema Ha obyyeHue;
—  OKasaHWe COZeNCTBUS MeXAyHapoAHOMY OTaeny YHUBepcuTeTa Npu npuemMe JOKyMeHTOB OT
NOCTYNarLLNX MHOCTPAHHBLIX TPaXAaH.
2) B pamkax BbINOAHEHUS 3ajaun «Paspabotka 1 peanv3aums npoleaypbl npvema, nepesoja u
BOCCTAHOBNEHNA!
- ¢opmmpoBaHMe | MHGOPMALMOHHO-METOANYECKNX,  HOPMATUBHbLIX U WNHCTPYKTUBHbIX
MaTepuranoBs Mo NpuemMy obyyaroLLXCs;
—  OpraHuvsaums npuemMa BCTynuTeNbHbIX UCMbITaHUA;
- opraHusauua npvemMa nocTymaroWwmx B YCTAHOB/IEHHbIE CPOKW B COOTBETCTBUU C
YTBEPXAEHHbLIM N1aHOM MPUEMS;
- yTBEpXJeHVe Cnucka OTBEeTCTBEHHbIX 3a MpueM OT WHCTUTYTOB/KOMMeAXa Ha nepuoj
NPUEeMHON KaMnaHuwy;
- ¢dopmMMpoBaHME COCTAaBOB 3K3aMeHAaLMOHHbIX, aTTeCTaLMOHHbIX 1 anefnsauMOHHbIX KOMUCCUNA
Nno NpeaAcTaBNeHNIO0 NHCTUTYTOB/KONeAXa YHNBEPCUTETS;
—-  OpraHuv3auusa nepesosa 1 BOCCTAHOB/IEHUS CTYAEeHTOB B YHUBEPCUTET;
~  OopraHusauus 3acesaHuii NpueMHOMN KOMUCCUY;
- ¢dopmmpoBaHMEe NPUKA30B Ha 3a4KnCneHne CTYAeHTOB B YHUBEPCUTET;
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- nojAJepxaHume B aKTyaJlbHOM  COCTOSIHUW  JIOKaNbHbIX ~ HOPMATMBHbIX  aKTOB,
pernameHTUpyoLWmnx geatenbHocTb OTaena;

- obecrieyeHVe  COXPaHHOCTW  JOKYMEHTOB W  MaTepuanoB  MNPUEMHOM  KOMUCCUW,
KOHOUAEHLNANBHOCTY 1 COXPAHHOCTW INYHBIX AaHHbIX MOCTYMaroLMX;

-~ WCNoNb30BaHMe B paboTe U pa3paboTka MpeloXeHUA MO COBEpPLUEHCTBOBAHUIO
NHGOPMaLMOHHOW cncTeMbl OPMUPOBaAHUS 6a3bl JaHHbLIX MOCTYMNAOLLNX;

- obecrneyeHne CBOEBPEMEHHOW Mepefayn [JaHHbIX O [MOCTynawwuyx B delepanbHyro
NHGOPMALMOHHYIO C1CTeMy obecneveHnss NpoBeeHNs rocyJapcTBEHHOM UTOroBOW atTecTauum
0b6yuyaloLLMXCs, OCBOMBLUMX OCHOBHble 06pa3oBaTe/ibHble MPOrpamMmbl OCHOBHOrO 06Lero u
cpefHero obllero obpasoBaHVA, W MNpvema rpaxjaH B obpa3oBaTesfibHble OopraHmsaumm Ans
nonyyeHNs cpefHero npodpeccMoHanbHOro M Bbiclero obpasoBaHus (ganee - OUC TUA w
npviema);

- obecrieyeHve CBOeBpPeMEHHOW rMepejayn JaHHbIX O MocTynawwmx B defepanbHyro
NHPOPMAaLMOHHYIO cncTeMy «ocTynar B BY3 oHnariH - CynepcepBucy;

- ¢dopmmpoBaHMe TPebOBaHUN K pecypcHOMY ObecCrneyeHMI0 CO CTOPOHbI COOTBETCTBYHOLLMX
CTPYKTYPHbIX MOApPa3geneHunini YHNBepPCUTETa, WHXEHEPHO-TEXHUYECKOMY U MHOOPMALIMOHHOMY
COMPOBOXAEHWIO MPUEMHOV KaMMaHUW;

—- MpoBefeHne aHaNnUTU4eckon obpaboTkM AaHHbIX U GOPMUPOBAHUE OTUETHbLIX CBEAEHUIA MO
nToram nprema. \

3.4. PacnpegeneHne o06s3aHHOCTElN Mexay paboTHukamu OTAena OCyLLecTBISeTcs Ha OCHOBe
AOMKHOCTHBIX MHCTPYKLUMIA C YYETOM BHYTPEHHeN cneumanusayym paboTHMKOB N0 HANpaBAeHVAM
AeatenbHoctn Otaena.

3.5. HauanbHUK ©n paboTHukn OTaena no pacnpejeneHnto. 0b6a3aHHOCTEl B AOMKHOCTHbIX
NHCTPYKLMSIX A5 BbIMOAHEHUSI CBOMX 06A3aHHOCTEN MMEeT NpaBo:

- obecrneyrBaTb BbIMONHEHME BO3/0XEHHbIX HA OTAeN 334ay B COOTBETCTBUN C YTBEPXAEHHbIM
naaHowM;

- cobnogaTte BbINOAHeHVe TpeboBaHW paBun BHYTPEHHero pacrnopsgka v LOMKHOCTHbIX
NHCTPYKLMNIA;

- NpuvBAeKkaTb Npy HeobxoAMMOCTW (MO COrfiacoBaHMIO PYKOBOACTBOM) K peLUeHM0 3ajad B
npegenax komneteHun OTaena paboTHUKOB YHMBepCUTETa, B TOM UmMCie co3jaBaTb paboune,
WHUUMATUBHbIE W 3KCAEPTHble FPynnbl MHULMNPOBATbL MNpoOBejeHMe O0bLLeyHBEePCUTETCKMX
MeponpuaTur no npodunato Otaena;

— 3ampawwuBaTtb W MOAyyaTb OT CTPYKTYPHbIX MoApa3geneHunii YHBepcuTeTa B yCTaHOBEHHOM
nopsigke Heobxoaumyro Ana pabotel  OTgena wHPopmauumo, MaTepuasnbl,  CIYXEOHYH
AOKYMeHTaLMIo;

— jAenatb NpeAcTaBneHns no NnpodopreHTaLnoHHoM paboTe paboTHNKOB YHMBEPCUTETA;

—  OpraHu130BbIBaTb U MPOBOANTL MEPONPUATIS, HanNpaBaeHHbIe Ha Peann3aumio OpraHN3aLMOHHbBIX,
3KCNepPTHO-aHAINTUYECKVX U MHPOPMALMOHHO-KOHCYNbTALUMOHHbIX yHKLMIA OTaena;

— JAenaTtb 3ak/tYeHUVs, AaBaTb PeKOMeHAALUMW U YCTaHOBKW MO BeAeHUI0 AOKYMeHTauum o
npoueaype nprvema, nepeBosa 1 BOCCTaHOBEHNS;

— NPWUCYTCTBOBATb HAa OTKPbITbIX 3acefaHnsaX  KOMJEernanbHbIX OPraHoOB  YNpaB/eHUs
YHuBepcuTeTa, NHCTUTYTOB, 3acefaHunax kadeap;

—  NOBbILWATb KBaMUKALMIO B COOTBETCTBUN C TPyA0BbLIM KoAekcom Poccniickon Pegepaunn.

4. OTBEeTCTBEHHOCTb
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4.1.0TAeN 1 ero HavanbHUK HecyT OTBETCTBEHHOCTb 3a HeHaj/exallee U HeCBOeBpeMeHHoe
BbliNoNHeHMe OTaenom GyHKLUMY, NpeAyCMOTPEHHbIX HAaCTOALLMM [TonoXeHneMm.

4.2. Ha HauvanbHuka OTAena Bo3fiaraeTcs nepcoHasibHas OTBETCTBEHHOCTb:

— 33 opraHu3aumio gestenbHocT OTAena Nno BbINOIHEHWIO BO3/OXEHHbIX Ha HEro 3ajay;

— opranusauuto B OTgene onepaTrBHOM 1 Ka4YeCTBEHHOW NOArOTOBKW NCMOIHEHUSA JOKYMEHTOB,
Be/leHVe [e/IoNpon3BOACTBA B COOTBETCTBUM C AEVCTBYHOLMMN NPaBUIAMU U UHCTPYKUUAMU;

— cobnogeHve pabotHMkamu OTaena TPYAOBOW ANCUUNAVHBI, [TpaBun BHYTPEHHEro Tpy40BOro
pacnopsAKa;

— noabop v pacctaHOBKY paboTHuMKoB OTaena;

— obecreyeHVe COXPaHHOCTM UMYLLLECTBA, HaXOAALLEerocs B No/ib30BaHUM paboTHMKoB OTAena.
4.3.0TBeTCTBEHHOCTb paboTHMKOB OTAeNa yCTaHaBINBAETCA UX LOJIKHOCTHBIMU VHCTPYKUMAMN,
MNpaBunamMm BHyTPEHHEro TPyAOBOro Pacrnopsiaka, AenCcTBYOWM aAMUHNCTPATUBHBIM, YrONOBHbIM,
rPaXAaHCKNM 3aKOHOZaTeNbCTBOM.

5. B3anmMooTHoOLLEeHMA U CBA3U C NoApa3aeneHnaMu

5.1. Ana [oCTMXeHWs MoCTaBAeHHOW uenn u peweHus 3agady OTgen B3ammogelictByeT C
PYKOBOACTBOM, OOLLECTBEHHbIMY OpraHamMn YrpasieHus, UHCTUTyTaMu, Kkadeapamm v ApyrumMm

CTPYKTYPHbIMW NOApa3seneHsMn YHBepcuTeTa:

HanmeHoBaHue \
noapasgeneHusa n/unn MonyuyeHue MpepocTaBneHune
AO/HKHOCTHOrO InLa
PekTop, NepBbili — MpUKasbl; ~ OT4YéTbl 0 pesynbTatuBHOCTM OTAEN];
npopekTop — pacnopsixeHus; — AOKyMeHTbl OTAena;
(npeacTtaBuTens — YKa3aHus Mo nposeseHnto —._pe3sysibTaTbl BHYTPEHHUX I BHELLHWNX
PYyKOBOZCTBa Mo MeponpuUATUI; ayAnTOB, OTYETOB;
KayecTBy) — BXOAALLas KOppecnoHAeHUms ~ MpPeAoXeHNs Mo yay4dLleHnto
AeATeNIbHOCTU YHMBEPCUTETS;
; ~ pe3ynbTaTbl MOHUTOPUHra OTAena;
— MAaHbl paboTtbl OTaena
MpopekTopsl - nHbopMauns o fesaTeNbHOCTY — pe3syfibTaTbl BHYTPEHHWX OTYETOB;

NOAYMHEHHbIX NOAPAa3AeNeH

= CnpaBKW Mo 3anpocam

Bce nogpassenerHus
YHunBepcuTeTta

- VHpopMauusa, MaTepuabl,
CNy>xebHas LJOKyMeHTaLms,
Heobxoanmas AN AesTeNbHOCTA
OTtgena

—  AOKYMEHTbI, CBA3aHHbIE C
AeATeNbHOCTbIO MOAPA3AeNeHNs;
CrpaBKW Mo pe3ynbTaTam 3anpocoB

YUéHblIlh coBeT

— BbIMNCKX U3 MPOTOKONOB
pelleHnin Y4EHOro coseTa

— OT4eT o |_|pI/IEMHOI7I KaMnaHunwm,;
— OTUYET O BbIMONAHEHUM peIJJEHI/II7I

OTpen kagpos

—_peecTp AOMKHOCTEN
YHuBepcnTeta;

— dopmbl JOKYMEHTOB ANS
3anonHeHns

rpadukm ouepesHbIX OTMYCKOB
paboTHUKOB;

— Tabenb y4éTa paboyero BpeMeHy;

— cny>ebHble 3anncky 0 MPUMEHEHNUN K
paboTHmMkam OTAena NooLLpPeHnia, o
npuBneyYeHnn paboTHnkos OTaena K
AVNCUNMNHAPHOW OTBETCTBEHHOCTY;

— MeToanyeckne n MHGOpPMaLMOHHbIe
MaTepuanbl B 061aCTV KayecTBa

AAMUHNCTPATUBHbIN
otaen

— KOMn HOPMaTMBHbIX A
opraHn3aynoHHO-
pacnopagnNTenbHbIX JOKYMEHTOB B

— MpOoeKTbl MPMKa30B, N1cem,
OpraHM3aLMOoHHO-PaCNoPAANTENbHbIX
A OKYMEHTOB;




CMK Cypl'y MCrn-1.01-23

\ Cypry Pepakums Ne 1
LA OTaen no opraHM3auMm Nnpmema o6yyarLmxcs

CTp. 6 N3 8
COOTBETCTBUM CO CMNCKOM — Mo4YTOBas KOPPeCrnoHAeHUNs Ans
paccbiikn, OTnpaBKn
— 3anpockl 0 NpesoCcTaBAeHN
nHGopmaLMm No NOpyYeHUsIM
PYKOBOACTBa;
— MNO4YTOBaA KoppecnoHaeHUMA
HOpuandecknin otaen — MpPOEeKTbl JOKYMEHTOB ANg
CornacoBaHus
OTaen no cBA3aM ¢ — VHbopMaLMa AN pa3meLleHns Ha
06LLIeCTBEHHOCTBIO canTe YHVBepcuTeTa B pasgenax
«[apaHTnsa KayecTBa», «JOKyMeHTbI /
PeecTtp gokymeHTOB CyplY», «HOBOCTU»




CMK Cypl'y MCrn-1.01-23

OTAen no opraHMsaumu npvema oby4atroLmxcs

Pepakuma Ne 1

A CcTp. 7138
JIuer perucrpanuu u3MeHeHH
Jara Jara Aara
Ne Copepxanue u3MeHeHHI U ero Homep ®UO padoTHuUKA, BCTYILJICHHSA
MOANHMCAHNSA BHeCEHHs .
H3M. KOOPAUHATHI nmpuKasa BHECIIETr0 U3BMEHECHHSA “ H3MEHCHHUH B
NnpHKa3a HU3MeHeHu i

cuiy




C CyplyY

CMK Cypl'y MCrn-1.01-23

OTAen no opraHMsaumu npvema oby4atroLmxcs

Pepakuma Ne 1

CcTp. 813 8

JIucT o3HAKOMJIEHUA

n/n

JomxHocTh

D.N.0. Jara

IMognucey




