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1. O6mue nosoxkeHust
CryneHueckuii oTmen kaipoB (majee OTHEN) SBISETCA CTPYKTYPHBIM
noapasneneHueM yHuBepcuTera. OTOen OTpakaeT M KOHTPOJIUPYET
JNIOKYMEHTAIlMOHHOE IBH)XKEHHE CTYJEHYECKOr0 KOHTHHIE€HTa CO [IHA
MOCTYIJIEHHST B YHUBEPCUTET W 10 ero okoH4daHHsA. COriaacHO 3TUM
0053aHHOCTSAM OTJAEJI TOTOBHT MPOEKTHl IPHKA30B [0 JBHXEHHIO
CTYJIEHTOB, Be/IeT JOKyMEHTALUIO CTY[I€HTOB B OTHOLIEHHH MX JIAYHBIX
e, B COOTBETCTBUM C 3aperUCTPUPOBAHHBIMU  JOKYMEHTAMHU
npeacTaBiseT HHQOPMALMIO PEKTOPaTy M IO PACIOPSIKEHHIO PEKTOpaTa
NpeaCTaBiIseT HEOOXOAMMBIE JaHHBIE IO CTYyJEHYECKOMY KOHTHHIEHTY
OPYIMM TOJpa3feNieHusIM By3a, OPraHM3alMsaM MU y4dpexAeHusM. B
MTOJITHOMOUHUS OTJEJIa BXOJUT TaKKe 3arnpoc MHGOpMALIMH, TaHHBIX IO
CTyJIeH4ECKOMY KOHTUHIEHTY OT APYTUX MMOJpa3eNICHUH By3a, OT IpYyTrEX
BY30B, OpraHM3alldii M YYPEXIEHHUH B OTHOIICHHH ICPEBOANMBIX
cryaentoB. Otaen 3aHAMaeTcs MOJATOTOBKOH IUILIOMOB (ZyOnHKartoB
JUIIJIOMOB) BBIIYCKHUKOB, aKaJeMHYECKHX CIPABOK MEPeBOAALIUXCH
CTY/JIGHTOB, BbLJaeT pa3MYHble CIPABKHU IO 3aNpocaM CTYAEHTOB, WX
poJMTENledl M OIEKyHOB, IO 3ampocaM pa3MYHBIM TOCYNapCTBEHHBIX
opraHm3aiyii ¥ yupexaeHuil. Otaen takxe apXuBHUpyeT JTOKYMEHTALHIO
10 CTYI€HY€CKOMY KOHTHHI€HTY, BBIJJAET CIIPABKU O COCTOSHUHU CTY/ICHTA

B YHHUBEPCUTETC, IIO BbIIIYCKHHKaM, HX ApXHWBHBIM NaHHbIM, BEIACT




SNIEKTPOHHYI0 6a3y 110 CTYNCHYECKOMY KOHTHHI€HTY, 10 BBHITyCKHHUKAM
By3a.

1.2, CnMcok NOMKHOCTHBIX JIHMII OT/esa OIpENIeNIIET U YTBEPXKIAET PEKTOP

BYy3a.

1.3, Havanbnux ot/ena Hasnauaercs pekropoM. Bompocsr YBOJIBHEHHS TaK)Ke
B ITOJIHOMOYHUH peKTOpa.

1.4, Bce nomKHOCTHBIE OOS3aHHOCTH COTPYAHHKOB OT/ENa OINPENENSIOTCS
HACTOS UM MOJIOXKEHHEM, a TaKXxe COOTBETCTBYIOIIUMH
PacnopsHKEHUsSIMH peKTopara.

1.5, JlesTenbHOCTh OT/ENa B OTHOIIEHHH CTYJEHYECKOTO KOHTHHIEHTA By3a
PETYTHPYETCS COOTBETCTBYIOLIMMH HOPMATHUBHBIMH JOKyMEHTaMH B
chepe BEICLIETO U CPEAHETO MPOHeCCHOHATBLHOIO 06pa30BaHHs.

1.6. Ilo cBOEH NEATENBHOCTH OTAEN OTYHTHIBAETCS PEKTOPY M MIPOPEKTOPY I10
y4eOHoii paborte.

2. CnMCOK COTPYIHHKOB OT/JeJIa H HX A0JKHOCTHbIE 0013aHHOCTH

2.1. HavyanpHHK OTAeNa — IUIAHAPYET M OpraHu3yeT paboTy OTaena,

o0ecreunBaeT MaTepUaIbHO-TEXHUUECKOE CHAGKEHHE €T0 EATENbHOCTH,
OTBEYaeT 3a BEACHHE JOKYMEHTalUH OTHAeNa, JOKYMEHTAllUU
CTyJAEHYECKOIr0 KOHTUHICHTA B CBOMX IIOJIJHOMOYHSAX U B COOTBETCTBHH C
HOPMAaTHBHBIMU JIOKYMEHTaMH B cdepe BEICHIEN0O H CpEIHEro
NPOQECCHOHANBHOrO 00Pa30BaHMUs, T.€. MPUEM JOKyMEHTOB OT PUEMHON
KOMHCCHH, OT y4eOHBIX MOApasfeNeHuH By3a, MMOArOTOBKA MPHKA30B O
3aYUCIICHHH W OTYUCJIEHUH I10 ParopTaM NPUEMHON KOMUCCHH, YUeOHbIX
NoJpasjie/iecHui By3a, MNPUKAa30B IO MepeBojaM C Kypca Ha Kypc,
OTYHMCJICHUE CTYIEHTOB M0 panopTaM y4eOHBIX MOApa3JIeNieHUH By3a,
BHECCHHE IIOJTOTOBJICHHBIX IPUKA30B Ha IMOAMKCH PEKTOpa IOCIe
COOTBETCTBYIOIIEr0 BU3MPOBaHUs; OTBEYAET 34 COOTBETCTBUE JIMUHOM
JIOKyMEHTAllU! CTYJEHTOB HEOOXOAUMBIM TpeGOBaHHUAM B 3TOH cdepe;
OTBEYaeT 3a MNPaBWIBHOCTh aKaAeMUYECKUX JaHHBIX, 3@ MOATOTOBKY
AUIUIOMOB (1y0OJIMKaTOB JUIIJIOMOB) BBITYCKHHKOB.

2.2, OTBETCTBEHHBIH paGOTHHUK MO CTYAEHYECKOM JOKYMEHTAIMH -

obecrieyuBaeT COOTBETCTBYIOLIlEE€ HAJIU4YUE JIMYHBIX M€ CTYyACHTOB,



CpoOK

P 63 ONOHYAHKS oGyyenns g By3e, 3a CBOoeBpeMeHHOE 3aHECEHHE
HCOOXOQUMBIX AAHHBIX B JUyypre JieJla CTYJeHTOB, 3a ITIOATOTOBKY
yHeOHbIx KapTouek, 3auernprx KHIKEK M CTyJIeHYeCKUX OUJIEeTOB,
OCYWIECTBISICT HAGOP M  3amecenme JIAaHHBIX [0 CTY/IEHYECKOMY
KOHTHHTEHTY B  nepconanbHblii KOMITBIOTEp, WX XpaHEHHE Ha
KOMIILIOTEPHBIX HOCHTENSIX M pacriedatKy. BeimosHseT cityxkeGHble
3a/1aHHA M COOTBETCTBYIOLINE MOPYYEHHUs] HaYalbHUKaA OT/ENa B paMKax
CBOMX JNOJXKHOCTHBIX 00S3aHHOCTEMH.

2.3. CHeuManucT — COBMECTHO C OTBETCTBEHHBIM PabGOTHHKOM  I10
CTyI€HYECKON IOKyMeHTalud oOecrneduBaeT Halu4Yhe U UEIbHOCThH
JAOKYMEHTAllUH JIMYHBIX JIe] CTYAEHTOB, MNPEAOCTaBJIAET AaHHBIC II0
JUYHBIM JleNlaM CTYACHTOB, BHIIOJHAET TEXHHYECKHe paboThl 10
MOATOTOBKE M BHIZade 3a4eTHBIX KHIDKEK, CTYIAEHYECKHX OHIIETOB,
BBITIOJTHSET CIIyXeOHbIe MMOpY4YeHUs] HadalbHHKa OTAeja OTHOCHTEJIBHO
JIOKyMEHTAallud II0 KOHTHHIEHTY CTYICHTOB. BBINONHAET CiyKeOHbIE
3alaHUs ¥ COOTBETCTBYIOIIME MMOPYYECHHUS HAaYaJIbHUKA OTAEJa B paMKax
CBOHMX JOJIKHOCTHBIX O0SI3aHHOCTEM.

2.4. ApxuBapHyCc — OTBEYaeT 3a ILEJOCTHOCTb H COXPAaHHOCTH ApXHBHBIX
JIOKYMEHTOB II0 CTYJEHYECKOMY KOHTHUHIeHTYy (JIMYHBIE [ena, B T.Y.
3a4e€THbIE KHIDKKH, BBIITYCKHBIE KBaIH(UKALIMOHHBIE pabOTBI H T.IL.),
BblJa4y AapXUBHBIX CIPABOK, COIYTCTBYIOIIMX JIOKYMEHTOB, BEJIET
3JIEKTPOHHYI0 0a3y [aHHBIX II0 BBITYCKHHKAM By3a. BEINOIHSET
CIiy>keOHbI€E 3alaHUs] U COOTBETCTBYIOILME TOPYUYEHHUS HaYaILHUKA OT/ea

B paMKaX CBOHUX NOJIDKHOCTHBIX 0053aHHOCTEH.

IloaroroBuna:
HavanpHuk cryneHueckoro
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