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1. O0mMe NOAOKEHMS

1.1. Mertonudeckoe yrpasjieHMe Y4eOHOM 4acTH SBIAETCA CTPYKTYPHBIM
nojpasnenenyie HerocynapcTBeHHOrO 4acTHOFO 00pa30BaTENBLHOTO YUYPEXKACHHUS
BhICIIETO 0Opa3oBanus «TexHuueckuii yrusepcurer YI MKy (nanee —TY YI'MK).

1.2.  Meronuueckoe  ynpasieHMe  y4eOHOM  4acTM  HENOCPEACTBEHHO
NOJIYMHEHO HavalbHUKY YUeOHOH HacTu.

1.3. PyxoBOACTBO METOAHYECKOTO YIIPABICHHUS y4eOHOH 4acTH OCYILECTBIsET
HavyajbHUK YOPAaBleHHs, KOTOPbIA HeceT MNepCOHalbHYI0 OTBETCTBEHHOCTH 33
BBITIOJTHEHHE BO3IOKEHHBIX Ha METOIHYECKOe yIpaBiieHde yueOHOM vacTy 3a1ad.

1.4, Ha4anbHHUK YIpaBleHHs METOAMYECKOro YNPpaBleHUS YyueOHOH yacTH
Ha3Ha4yaeTCs ¥ 0CBODOK/IaeTCs OT JOMKHOCTH NpHkazomM aupexktopa TY YIMK.

1.5. Ha pomxkHOCTL HausalbHUKA YNPABJIEHUS METOOHUYECKOrO YIIPaBIICHMS
yuebHOH YacTH Ha3HayaeTcs JIMLO uMeloliee Brlcllee oOpazoBaHMe, cTax padoTel He
MeHee 3 JleT, a TakKe COOTBETCTBYHOWIUH TpebOBaHHAM, YCTaHOBIEHHBIM [IpHKkazom
Munzapascoupassutis P@® ot 11.01.2011 N 1n "O6 yreBepxuaennd Epunoro
KBaNTU(PUKATHOHHOrO CIIPABOYHUKA JOJNKHOCTEH PyKOBOAUTENEH, CHELMalUCTOB U
clyxamux,  paspen  "KBanubuKauUMOHHBIE — XAPAKTEPUCTHKHM  JOJDKHOCTEH
PYKOBOIMTENICH U CNelHalUCTOB Bblciuero npodeccHoHalbHOro U A0NOIHUTEIBHOTO
npogeccHoHanbHOro 00pasoBaHUD?.

1.6. Ha Bpems oTCYTCTBHS HaualbHUKA METOAWYECKOro yIpaBlieHHUs yueOHOH
4acTd (KOMaHAMPOBKA, OTITYCK, BpeMEHHAasi HeTpYJOCIIOCODHOCTh W 1p.) €ro
00fA3aHHOCTH BBIMIONHAET JIMUO, Ha3HAYeHHOE IpHKa3omM aupektopa TY YIMK.

1.7. B cBoell AesTCNBHOCTH  Ha4YaJbHMK M BeIyIIWH  CrHielUanucT
METOJMYECKOIO YIpaBIeHHs yueOHOH 4acTy pYKOBOJACTBYIOTCA:

- ®enepanbHeiM 3axkoHOM OT 29.12.2012 Ne 273-®3 «006 obpazoBaHuy B
Poccuniickoii @enepauuyl W APYTHMH 3aKOHOJATENBHEIMA U HOPMATHBHBIMH aKTaMu
Poccuiickoit @enepauny B 0651acTH 00pa3oBanus;

- Ycrasom HerocygapcTBeHHOIO 4acTHOTO 06pa3oBaTENBHOLO yupexAeHUsA
Bpicuiero obpasopanus « TexHuueckuit yausepcurer YIMK»;

- TIpHKa3aMy U pacnopsxeHusmy aupexropa TY YIMK;

- NpaBHJIaMH BHYTPERHETO TPYHOBOTO pacrnopsaka padotuukos TY YI'MK;

- IlocranoBnennem Ilpasurensctea P® or 25.04.2012 r. Ne 390 «O
NIPOTHBOMNOXAPHOM DEXHUMEN;

- CTAHOAPTAMH, [IOJIOKEHUAMH, HMHCTPYKUMAMH, [AedcTByromimud B TV
YI'MK, kacarommxcs O€STeNBHOCTH HAYHHO-HCCIEH0BATENLCKOrO M IIPOEKTHOIO
HUHCTUTYTA;

- HaCTOSLIMM [IOJIOKEHUEM M HHBIMU JIOKANLHBIMU HOPMATHBHBIMM aKTaMM.



1.8. HauanbHuk 4 BeOyUWUMH CHEHHAIMCT METOLUYECKOTO YIIPaBJIEHHS
yueDHOM YacTH MOMKHBI 3HATD:

- QenepanbHblii 3akoH ot 29.12.2012 Ne 273-03 «O6 oOpa3oBaHud B
Poccutickoit Peaepanui;

- Menepanbubiit 3akoH oT 27.07.2006 1. No 152-®3 «0O nepcoHanbHbIX
JaHHBIX», nocTaHoBAeHUs [1paBurenscrra Poccuiicko Penepannu ot 15.09.2008 r.
Ne 687 n ot 17.11.2007 . Ne 781, nokanbhsie npasosele akthl 1Y YI'MK mo 3amuTe
TIepCOHANBHBIX AaHHBIX);

- IMOCTAHOBNEHHWA, PACHOPSAMKEHUS, T[IPHKa3bl, APYrMe PYKOBOAALUE U
HOPMATUBHbIE JOKYMEHThI BBIIIECTOAIIMX W APYTHX OPraHOB, perjaMeHTUPYRILUe
00pazoBaTeNbHY O AEATENBHOCTD;

- TpeGOoBaHHs K MOPSAAKY BECHUS ANOBOH JOKYMEHTAlMH;

- IpaBWia OEeN0BOr0 JTHKETa, NpaBWia JelloBOro oOmieHus, CciyxebHyro
cyOOpIHHALIHIO, TPABUIIA BeAeHHUs TeJIe)OHHBIX IeperoBOPOB;

- Bce Ou3Hec-npoitecesl, npoxoadmue B 1Y YIMK;

- 3aKoHOaaTeNnbcTBO 00 oxpaHe Tpyaa Poccuiickol Menepauuu;

- TIpaBKJIA 3KCIIyaTallkyd BbIYUCIUTENbHON TeXHUKH, KOMMYHUKALUUH K CBSI3H;

- IpaBuJia W HOPMBI  OXpaHbl Tpyna, TexHUKH Oe30MacHOCTH U
NPOTHBONOXKAPHOW 3alUHTh];

- TIpaBHSia BHYTPEHHEro TPYAOBOTO pacnopsiika, TNPHKasbl, PacropspKeHus,
MHbIE JIOKAIbHbIE HOPMATUBHBIE aKThl, AehcTBytomMe B TY YI'MK;

- CPeACTBa BLIMMCIIUTENBHON TEXHUKH, TENEKOMMYHHKAUUM U CBA3H.

1.9. Bce ykazaHus M pacloOpsKEeHHS PYKOBOAUTENAM M ClEtHaICTaM
METOAMYECKOTO YNpaBieHWs y4yebDHOH dvacTH, Kacarolquecsd HX [eSTelbHOCTH, CO
cTopoHbl pykopoactsa TY YI'MK nosoasTcsa yepes HavyaJpbHHKA METOAHUECKOTO
yIpaBJieHHUs,

2. OcHOBHBIC 331241

2.1. IlnanupoBaHue,  OpraHu3alus,  CONPOBOMAEHUE U KOHTPOJb
METO/IMYECKOR paboThI.

2.2. KoHTponb  BBINOTMHEHUSN  TOCYNAPCTBEHHBIX  JIULEH3HOHHBIX M
HOpMaTHBHbIX  TpeDoBaHMH B obnacTM  MeToauuyeckoro  obecrnevenus
00pa3oBaTeNbHOH AeATEIBLHOCTH.

2.3. Yyacrue B npeaelax cBoed KOMIIETCHUHY B DOAMOTOBKE U HCIIOHEHHH
YOPABIEHYCCKUX pelleHUH PYKOBOACTBA Y UpexKaeHHS.

2.4. PeuleHnde HHBIX 32744 B COOTBETCTBMHU ¢ Lensmu TV YIMK.



3. OpranuzaunodMas CTPyKTYpa yupapJiieHHS

3.1. Oprasu3aiMoHHas CTPYKTypa METOOMYECKOro YHpaBlieHWs y4eOHOH
YacTU COOTBETCTBYET WitaTHOMYy pacnucanuto 1Y VYIMK, yreepxaéHuomy
aupexktopom TY YI'MK.

3.2. Obs3anHOCTH MEHKNY PYKOBOAUTENEM, CHELUATHCTAMU
METOIUYECKOro yilpaBleHHs Y4eOHOH YacTH pacnpeesieHbl COrMIacHO AOHKHOCTHRIM
UHCTPYKLUAM.

4. OYHKUHH

4.1. QopMupoBaHHE €IUHbIX MNOIAXOLOB W MNYTEH pEUICHHS METOLHYECKHX

BOIPOCOB.
4.2. AHanu3, I[pPOEKTHPOBaHWE, BEIEHHE pEJAKLUMOHHOH padoThbl IO
MOATOTOBKE  HOPMAaTMBHO-NPaBOBOH  0a3bl  METOAMHYECKOTO  odecnedyeHus

opraHu3aluy y4ebHOro npouecca.

4.3. Pazpaborka 5 fpeaCTaBIeHHE LIS obcyxeHus
BHYTPHUYHUBEPCHTETCKHX HOPMATHBHbBIX JOKYMEHTOB, METOAUUECKHX PEKOMEHALHH
TI0 OpraHM3alK y4ebHoro npouecca.

4.4, Koopnuuauus Metonudeckoil padboTel Kadenp, NperojabBaTesied Mo
OpraHu3alUMy CHCTEMbl METOMYECKOTO o0ecreyeHus yueOHoro npoiecca.

4.5. PasMelnleHHe ¥ KOHTPOJbL COOTBETCTBMA HOPMATHBHBIX aKTOB YueOHO-
METOLMUYECKUX MATEpHAIIOB Ha CaWTe YHHUBEPCUTETA.

4.6. IlpoBemenue  OLEHKM  KauecTBa  [PErNofaBaHHs,  OpraHU3aLusg
MEpPOIIPUATHA 10 [IOBBILIEHUIO I1€1arOrMYeCKOro MacTepcTBa MperiojlaBareiei,
COBEPUICHCTBOBAHUIO M YIYYUWEHHIO Bcex GOpM, BHIOB MW MeETOHOB YyueOHO-
METOJHYECKON paboThbl ¢ YYETOM COCTOSHHS, U NEPCIIeKTUB Pa3BUTHS OpraHU3alHH
YT'MK.

4.7.  OcymtectBieHue Oe3onacHocTy o0pa3’oBaTeNbHONH Cpelbl CO CTOPOHEL
obyuaronmmxces 1Y YI'MK.

4.8. OcyulecTBrneHde ydera, KOHTPONS COOTBETCTBHS  (demepalbHbIM
rocynapCTBeHHBIM 00pa30BaTeNbHbIM CTAHZAPTAM HATPABIEHWH, CrelHanbHOCTEH,
CIieLMany3aluy, MaruCTepCKUX NporpamMm, peanusyemsix 8 TY YI'MK.

4.9. Obecnedenue obmeHa OTbITOM padoThbl podeccopcko-
NPenoaaBaTeNbCKOTO COCTaBa U BHeAPeHHE 3P PeKTHBHBIX [IPAKTHK.

4.10. Benenue MoHMTOPHHTA HHOOPMALIMOHHOH OTKPLITOCTH YHHBEPCHUTETA.

4.11. Opranmzauus KOHCYJIbTATHBHOH MEeTO/IMYECKOH padoThi B
YHUBEPCHTETE.



4.12. TIpoBeneHue aHANK3a ITOBBILIEHUS KBANU(DHKALUK U IPOQECCUOHATEHON
NIOArOTOBKU T1pOthecCcopcKo-1IPerojaBaTellbCkoro cocTana.

5. O0sa3aHHOCTH PYKOBOAHTEJ/IA NOApA3Ae/IeHH A

HauanbHHK METO/[M4eCKOro yrnpasieHus yueOHON 4acTu:

5.1. PyxoBOOUT eATeNIbHOCTBEY METONUYECKOTO YIPaBIeHMs yUeOHOHU yacTu
(manee — YnpaBnenue), obecrieydBaeT opraHu3aluio ero paboThl, BbIIIOIHEHUE 3a1au
U GYHKUMH, OIpeneNieHHbIX HacToAlUMM [lonoxkenuem, a TakKe IIPUKA30B U
nopyuenui pykosoacrsa TY YI'MK, peweduit Yyedoro cosera.

5.2. Bhocur NpeaOXKeHHUS PYKOBOACTBY YHUBEPCHTETA 1o
COBEPLUEHCTBOBAHHUIO NEATENIBHOCTH Y IIPaBIeHHUs, OBbILEHUH 3P(PEKTHBHOCTH €10
padoThI.

5.3. Koutponupyer pa3palOTKy IIPOEKTOB HOPMATHBHO-METOIHUECKUX
JIOKYMEHTOB, CBS3aHHBIX C OpraHu3audedl yyeOHO-METOAU4ECKOH HAesTENbHOCTH
YHUBEPCHTETA.

5.4. OpraHu3zyeT COBMECTHO C pPYKOBOJACTBOM YHHUBEPCHUTETa I1OBbIILEHUE
kBanu(HUKaALKUU [PODECCOPCKO-TIPENOaBaTeIbCKOro CoCTaBa.

5.5. Opranuzyer paboty 1o obecrneyeHU0 HHPOPMALHOHHOH OTKPBLITOCTH
YHHBEPCHUTETA.

5.6. Hecer nepcoHanbHYIO OTBETCTBEHHOCTD 34!

— cobniofieHue 3akoHoJarTenscTBa Poccuiickod @enepallty, JOCTOBEPHOCTH
HH(popMauu, npeacrasisiemMol pykosonctsy 1Y YIMK;,

— COXPaHHOCTb IOKYMEHTOB YIpaBleHUs U HepasraalieHue KOHDWIeHIIMaNbHO
HH(pOpMalMK, KOTOPOH pacriosiaraer YIipaBlneHue;

— Bel€HMEe  JeNONpOM3BOACTBA B YHOpaBjieHWW B COOTBETCTBHH ¢
3aKoHOAATeNLCTBOM PD K NOKanEHEIMHA HOpMaTUBHBIMU akTamu TY YI'MK.

5.7. BninonHsieT uHblE cnyKeOHble nopyyeHus pykosoacTsa 1Y YIMK B
paMKax CBOEH KOMIIETEHLUH.

5.8.  OcyluecTBnsieT B3aUMOJCHCTBUE U MOJAAEPIKUBAET KOHTAKTBL ¢ APYTMMHU
CTPYKTYpaMM YHHBEpPCHUTETA.

5.9. CobnropaeT NHYHO W KOHTPOIMPYeT BBIMOJHEHWE [OAYMHEHHBIM
MIEPCOHATIOM ITPABMII OXpaHbl TPYAa M I10XKapHOH 0e30MacHOCTU Ha pabouux MecTax,
NpaBUJI BHYTPEHHErO TpynoBoro pacropsiaka TY YI'MK.

5.10. Cobntonaer u Tpebyer OT MOOYHHEHHBIX BBITOIHEHUS 00A3aHHOCTEH,
MpelyCMOTPEHHbLIX B AaHHOM IIOJOXEHWHM U B COOTBETCTBUM C HEeHCTBYIOUIMMH
JOIDKHOCTHBIMH MHCTPYKIIUSIMU.



6. llpapa pykoBoauressi H paGoOTHHKOB NOApa3NeICHU

6.1. HayansHuk ynpasieHus UMeeT IpaBo:

6.1.1. zanpaumvBaTh OT pykoBomutejleH mnojpaszzesenudt TY VYIMK
MHGOPMALIMIO TT0 HAMpPaBICHUAM ACATENBHOCTH YIIPABICHHUS;

6.1.2.  ocyluecTBIAThL B3aUMOAeHCTBUE ¢ HojpaszienenusMu 1Y YIMK,
00Yy4alOHIMMHCS O HANTpaB/IEHUAM JeITeSIbHOCTH YIIpaBIIeHUs,

6.1.3.  yd4acTBOBaTh B IIOAIOTOBKE W NPUHATHUM YIPaBIEHUYECKHUX pPEUICHHH
10 UCMOJIHEHUIO [11aHOB, IPOIPaMM B IIpelesiax cBOeH KOMNCTEHLIMH;

6.1.4. NOANMCBHIBaTE  MCXOMALUYK) W3  TOJIpazfiefieHUs  CiiykKeOHyo
JOKYMEHTALHIO, 8 TakXKe BU3UPOBaTh AOKYMEHTALIMIO, COJAepXKallyH) HHPOPMAalLHIO
110 HanpaBjJCHUAM ACSTEIBHOCTH ynpasleHns, U MHDOpMaLuio, Tpebyrouyro
COITacOBaHMS B  COOTBETCTBMM C HOJOKEHMSMM M  MHBIMH  JIOKaJIbHBIMH
HOopMaTuBHLIMU akTamMu TY YI'MK;

6.1.5. yuacTBOBaTh M MNPHHUMATL peUIeHHs N0 noadopy pabOTHHUKOB
yTIPaB/IeHUs Ha BAKaHTHbIE JIOJDKHOCTH;

6.1.6. npencrasnate pykosoactBy TY YI'MK npeanoxenus o npueme Ha
paloTy, NepeBose U YBOJIBHEHUIO pabOTHHKOB YIIPaBICHHS;

6.1.7. npencraenars pykosoncTBy TY YI'MK npennoxenus o nooupeHun
paOOTHUKOB M MNPENJIOKEHHS O HANOKEHUM [IUCUMIUIMHAPHBIX B3BICKAHWMH Ha
pabOTHUKOR YIPaBIEHUS,

6.1.8. f1aRaTh NOJYMHEHHBIM padOTHUKAM YyKa3aHUs, obs3aTeNbHBIE IS
MCIIOJTHEHUS,

6.1.9.  pacnopskarhCsi  BbLASIEHHBIMH  TPYAOBbIMH, MaTepUalbHbIMH,
(PMHAHCOBBIMM M TEXHHYECKMMM pecypcamMM W paclpe/lensTh HX MCeXKIy
pabOTHUKAMY YIIPABICHHUS.

0.2.  PaboOTHHKY ynpaBiieHUst UMEIOT N1PaBo:

6.2.]1.  3HAKOMMTBCH C MpPOEKTaMU YNpaBJieHYECKUX pelieHHH pPYKOBOACTBA
TY YI'MK, kacaromuxcs ux aesTelbHOCTH;

6.2.2. yyacTBOBaTb B IOJI'OTOBKE YIIPAaBACHUECKHUX  pelleHudl  no
UCITOJIHEHHIO TUJIAHOB, NPOIPaMM, WHBIX AOKYMEHTOB, HWMEMOIIHWX OTHOLUEHHE K
neATeNLHOCTH YIIPABIEHH S,

6.2.3.  ocylecTBAATh B3auMoAeHcTBHE ¢ nojipasnenennamMu TY YIMK;

6.2.4.  jpocryna K NepcoHajlbHbIM OaHHBIM PAOOTHHKOB KM 00YUYaKOLIMXCS B
pamMKax BBITOJHEHUS ROMMKHOCTHBIX OOS3aHHOCTEH;



6.2.5. 10  YKazaHMIO  HayaJbHMKaA  yIIpaBjeHus  3allpallidBaTbh Y
pyKoBoAuTENed M crneyuanucToB nogpasgenesun TY VYIMK nH}opmalimoHHble
Marepuasbl [10 HAPaBJIEHUSAM J1eATeIbHOCTH YIIPaBIEHHS.

7. OTBETCTBEHHOCTD

7.1. OTBeTrcCTBEHHOCTh 3a HAAJIEXKAICE W CBOEBPEMEHHOC BbINOJHEHHE
GYHKUUN YIIpaB/leHys HeCeT HAaYaIbHUK YIIPaBICHHS.

7.2. OrBercTBeHHOCTH  pPabOTHUKOB  YNpapileHWs  YCTaHABIMBAETCH
JIOSKHOCTHBIMU MHCTPYKLMSAMH.

7.3. Ha  HavanpHWKa  yOpaBieHUs  BO3Jaraercs  I1epCoHaibHas
OTBETCTBEHHOCTD 34!

7.3.1. Ka4ecTBO W MJOCTOBCPHOCTb MATEPUANOB, MHOMAMOTOBICHHBIX MM K
paOOTHMKAaMH YIPaBIeHHS;

7.3.2, KayecTBO M CBOEBPEMEHHOCTH BBIMONHEHUs (DYHKLUMH, BO3JTONKEHHBIX
HA YNPAaBICHUS HACTOALIMM MTOJIOKEHUEM;

7.3.3. pasrnali€HUe CBCAGHWH, COCTaBAAIOIIMX chnyxkeOHyro Takiny TVY
YI'MK, a raioke rapyileHde nopsika o0pallleHUst C JOKYMEHTaMH, COAEpPKallluMH1
TaKy0 HH(OpMALIHiO;

7.3.4. pasrnamieHHe repcoHanbHbIX JaHHBIX;

7.3.5. He cobmopeHMe caMUM K I[IOJUMHEHHBIMM  pabOTHHKaMH
NPOM3BOJCTBEHHON U TPYAOBOH JIUCUMIIMHEL, OXPaHbl TPY/la, [IpaBuJl BHYTPEHHErO
TPYJOBOTO PacOPAAKa;

7.4. YnpaB/ieHHe HeCeT KOJTEKTUBHYO OTBETCTBEHHOCT 3a:

7.4.1. xauecTBO M CBOEBPEMEHHOCTb BBITIOJIHGHUS 3a7ay U (QYHKIHH,
BO3JIO)KCHHBIX Ha yIIpaBleHUe;

7.4.2. cobnopenue TpeboBaHWH TPYJOBOTO 3aKOHOAATEIBCTRA.

8. B3aumoneiicTBHA 1 CBA3H ¢ APYTHUMHM CTPYKTYPHBIMH
noapasneleHUAMH

8.1. ¥npaBrneHue B3aUMOJEACTBYET CO CTPYKTYPHBIMHU noapasienenusmu 1Y
YI'MK nio nanpaBieHHsaM CBOEH A€ITENBHOCTH IO BOIIPOCAM METOJIMHECKOH paboThl.

8.2. C xadegpamu TY YI'MK no Bonpocam COBMECTHOIrO niaHdpOBaHHS U
KOHTpPOJNi BBINOJHEHHS ILIAHOB, [0 BOIIPOCaM METOAMYECKOH paboTthl, 1o



HOPMAaTUBHO-TIPABOBBIM BOIIPOCaM, NTOAIOTOBKYM OTUETHOHN JOKYMEHTALMH;

8.3. Co cnyx0Oo#i rnapHoro Oyxranrepa Mo (GUHAHCOBBIM BOMIpPOCAM
(bopMHpoBaHHS 1ITaTa, YKperuleHMe AUCUMIINIMHbLI pabOTHHUKOB, COBMECTHas
INOArOTOBKA TEKYUIEH U OTUETHOH JOKYMEHTALIMM;

8.4. C  aJIMHHUCTPATHBHO-XO3AMCTBEHHON Cnyx00H W ylpaBleHHEM
HHPOPMAHOHHBIX TEXHONOTHH NO Bompocam obecredeHuss HH(OPMALUOHHOK
OTKPBITOCTH YHUBEPCHTETA, [10 HOPMATHBHO-IIPABOBLIM BOIPOCAM;

8.5. C npyrumMu CTPYKTYPHBIMM NOApPAa3feiNeHUAMU B3aWUMOJECHCTBYET IO
BOIPOCAaM OPraHH3aUdH MeTO/IMIECKOH padboThl.



