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IIoJioJKeuue 

06 ,[(enapTaMeHTe KaAp0B H AeJionp0H3B0ACTBa 

1. O6�He n0JI0JKeHHSI 

H ,n,enorrpOH3BO,II,CTBa HBJIHeTCH CTpyKrypHbIM 

rro,n,pa.3,n,eneHHeM <I>f50Y BO «MocKOBCKaH rocy,n,apcTBeHHaH aKaAeMIDI q>H3WieCKOH 

Kyn1,ryp1,rn (,n,anee - AKa,n,eMHH), ,n,eHCTByeT Ha ocHoBaHRR Y CTaBa AKa,n;eMHH, 

3aKOHO,II,aTeJihCTBa PoccHHCKOH. <l>e,n,epaQHH H no,n;qHHJieTC5l Henocpe,n;cTBeHHO PeKTopy 

AKaAeMHH. 

HacTomn:ee rroJio)Kem1e orrpe,n,enHeT Ha3HaqeHHe, n:enH, 3a,n;a"l'.fH, q>yHKQHH, 

OTBeTCTBeHHOCTb, npana H OCHOBbl ,n;eHTeJibHOCTH CTPYKTYPHOro no,n;pa3,n;eneHHH. 

B CBOeH ,n:eHTeJlhHOCTH ):(errapTaMeHT Ka,n,poB H ,n,enorrpOH3BO,n:cTBa (,n,anee -

,[(errapTaMeHT) PYKOBO,ll;CTByeTCH ,n:eHCTBYIOII.I;HM 3aKOHO,IJ:aTeJibCTBOM, HOpMaTHBHO­

rrpaBOBhIMH aKTaMH, MeTO,[(Hl'.JeCKHMR MaTep:aanaMH ITO Ka.L(pOBOMY MeHe,[()l(MeHry H 

BOIIpocaMH rpy,n,oBoro rrpaBa, opraHH3aQHOHHO - pacrropH,IJ:HTeJibHbIM H  ,IJ:OKYMeHTaMH 

AKaAeMHH H HaCTO5lII.I;HM ITOJIO)KeHHeM. 

,D;eHTeJibHOCTb ,D;enapTaMeHTa ocymecTBJI5leTCH Ha OCHOBe rrepCOHaJibHOH 

OTBeTCTBeHHOCTH pa60THHKOB 3a Ha,n;Jie)Kain:ee HCIIOJIHeHHe B03JIO)KeHHblX Ha HHX 

,IJ:OJDKHOCTHbIX o65I3aHHOCTeH. H OT)];eJihHbIX nopyqeHHli Hal'.JaJibHHKa ):(errapTaMeHTa. 

HaqaJII,HHK H ,n;pyrne pa60THHKH ,D;errapTaMeHTa Ha3HaqaIOTC5I Ha ,[(OJI)KHOCTH H 

OCB06o)Kl(aIOTC5I OT 3aHHMaeMblX ,[(OJDKHOCTe:H rrpHKa30M PeKTOpa AKa,n;eMHH. 

KBaJIHq>HKaQHOHHbie TPe6oBaHHH, q>yHKQHOHaJibHbie o6H3aHHOCTH, rrpana, 

OTBeTCTBeHHOCTb HaqaJII,HHKa H ,n;pyrHX pa60THHKOB pernaMeHTHpYJOTCSI )];OJDKHOCTHbIMH 

HHCT_PYKQHHMH, YTBep)Kl(aeMbIMH peKTopoM AKa,n;eMHH. 

):(errapTaMeHT B03rJiaBAAeT Hat:IaJibHHK, HMeIOII.I;HH BbICmee o6pa3oBaHHe H 

CTa)K pa60Thl ITO opraHH3aQHH yrrpaBJJeHHH rrepcOHaJIOM HJ1H Ha HHhIX pyKOBO,n:HII.J;HX 

,II,0J1)KHOCTSIX. 

2. OcuoBHLie Ja,aaqu ,z:t:eoapTaMeuTa 



Ha ,n:errapTaMeHT B03JI0)KeHhI cne.eyIOJ.I.J.Me 3a,u:a1m: 

- Ka,n:poBoe 06ecne11ett11e ,n:e5ITem,HocTH .AKa,n:eMHM. 

- YnpaBJieHHe rrepcoHaJI0M Ha 0CH0Be C0BpeMeHHblX MeT0.U0B Ka,n:poBoro 

MeHe,n:)KMeHTa. 

- OpraHM3aIJ;MOHHO-MeTOJJ:f[lJeCKOe PYK0B0,[(CTB0, Koop,n:11HaIJ;ID.l H K0HTJ)0Jih 

,n:e5ITeJihH0CTH CTJ)YKTYPHhIX rro,n:pa3,n:erremrn AKa,n:eMHM rro Ka,n:poBhIM BonpocaM. 

- KoMnJieKTOBaHHe AKa,n:eMHH Ka,n:paMH TJ)e6yeMbIX npoq>eCCMH, crre.u;HaJihH0CTH H 

KBaJIHq>MKa.U:HH B C00TBeTCTBMM C .u:en5IMM, CTJ)aTerMeH Ii rrpoqim1eM opraHH3a.U:MH, 

H3MeIDI101.I.J;liMHC5I BHeIIIHMMH H BHy'TJ)eHHHMH ycJI0BM5IMl1 ee ,n:e5ITeJibH0CTH. 

- Ilo,n:6op, oroop 11 paccTaH0BKa Ka,npoB Ha 0CH0Be o.u;eHKH HX KBaJIHq>HKa.U:HH, 

JIWIHhIX H ,n:eJI0BhlX Ka1IeCTB. 

- KoHTJ)OJih rrpaBHJihH0CTH HCII0Jih30BaHM5I pa60THHKOB B CTJ)YKTYPHhIX 

rr o .n:p a3,n: en eHH5IX AKa,u: e MHH. 

- IIo.n:roTOBKa Ii rrpe,n:CTaBJieHMe pyK0B0,[(CTBY .AKa,n:eMMH HHq>OpMa.u;HOHHO­

aHaJIHTH1:IeCKHX MaTepHaJI0B 0 Ka,n:poB0M II0TeHu;Marre pa6oTHHKOB opraHM3aQHH. 

- CoBepllleHCTBOBaHMe H BHe,n:peHHe H0BhIX MeT0JJ:0B opraHH3a.U:HM pa60Tbl, B TOM 

1:IHCJie Ha 0CH0Be HCII0Jlh30BaHM5I C0BpeMeHHbIX 1rnqiopMa.u;HOHHhIX TeXHOJlOrHH. 

- Opramna.u;H5I 06ecrre1IeHM5I ,n:oKyMeHTaQHOHHOH yrrpaBJieH1IeCKOH ,n:e5ITeJibH0CTH 

AKa,n:eMHH. 

- MeTo,n:H1IecKoe pyKoBo,n:cTB0 ,n:0KyMeHTa.u;110HHhIM 06ecrre1:1eHHeM B CTJ)YKTYPHhIX 

rro,n:pa3,n:erreHH5IX AKa,n:eMHH. 

- Be,n:emie y-qe-ra BX0,[(5IIIJ;HX H HCX0,[(.sIUJ:HX ,n:oKyMeHT0B, MX perHcrpa.u;M5I, K0HTJ)0Jlh 

HCII0JIHeHM5I. 

- O6ecrre"tJeHMe rro.n:roT0BKH ,n;oKyMeHT0B, TMpa)KHp0BaHHe ,n;oKyMeHT0B, 

pa3MeID;em1e ,ll;0KYMeHT0B B C3,n:. 

- Koop,n:1rna.u;M5I pa6oThI c o6paI.I.J.eHIDIMH, rrHCoMaMM, 3arrpocaMI1 rpa)KJJ:aH 

( cry,n:eHT0B, afo1ryp11eHTOB, pa60THHKOB ). 

- Opramna.u;H5I pa6oThl apXHBa B C00TBeTCTBHH c ,n:eHCTBYIOI.I.J.HMH H0pMaMH 11 

ocpopMJieHHe CBO.Il:HOH H0MeHKJiaryphI ,n;eJI AKa,n:eMHH. 

- Opramnau;1rnHHoe 11 TeXHH1IecKoe 06ecrre1:JeHHe ,n.e51rem,HocTH PeKTopa. 



- Koop,z:v,rna11:i,UI pa60ThI C o6pam:emUIMM rpa)K,[l;aH ( cry,n:eHT0B, a6.0.Typ.0.eHTOB, 

pa6oTHHKOB) H opraIDnau:m1 rri,rqHoro rrp.0.eMa. 

- <DopMHpOBaHJfe H pearr.0.3au;m1 e,n:HHOH HH<popMaU:HOHHOH 11 KOMM)'HHKaU:HOHHOH 

II0JIHTHKH AKa,n;eMHH. 

- HmpopMaU:HOHHOe corrpoB0)K,[{eH.He ,n:e51TeJihH0CTH peKT0pa If py-K0B0,ll;CTBa 

AKa,n:eM.0.H. 

- OpraHH3aD;H51 CHCTeMH0ro 0CBem:eHmI ,n:e51TeJibH0CTH AKa,n:eMHH B cpe,n:CTBax 

MaCCOBOH HH<pOpMaU:HH, C0U:HaJihHhIX ceT>IX, Ha o<pHU:HaJihHhIX HHTepHeT-pecypcax l1 

HHhlX u:mppOBhIX rrrrom:a,n:KaX. 

- Ilo,n:roTOBKa H pacrrpocTpaHeHHe: 

• rrpecc-perrH3oB; 

• HOBOCTett; 

• HHTepBhIO; 

• K0MMeHTapHeB; 

• aH0HC0B; 

• II03,n:paBHTeJihHhIX MaTepHarroB; 

• HH<pOpMaU:HOHHhIX coo6m:eHHH; 

• rrpe3eHTaU:H0HHhIX MaTepHarroB; 

• q>OTO- H BH.n;eoMaTepHaJI0B; 

• rry6rrHKaU:HH ,ll;JI51 C0UlfaJihHhIX ceTeH; 

• HHhIX Me,n:11aMaTepHaJI0B. 

- OpraHH3aU:H51 B3aHMo,n:eHCTBmI AKa,n:eMJrn co cpe,n:cTBaMH MaccoBoH 

HH<pOpMaU:HH. 

- OpraHH3aD;H51 rrpecc-KompepeHU:HH, 6pH<pHHroB, HHTepBhIO, Me,r:i;1rn,n:HeH, rrpecc­

TypoB H HHhIX K0MM)'HHKaU:H0HHhlX MeporrpIDITHH. 

- I1HcpopMaU:HOHHOe corrpoB0)K,[{eHHe o<pHU:HaJihHhIX, crropTHBHbIX, Hay"9:HhIX, 

o6pa30BaTeJibHhIX, KYJihTy'pHbIX, M0JI0):(e)KHJ,IX H HHhIX MeporrpmITHH AKa.,n:eMHH. 

- Pa3BHTHe 11 Il0Mep)KaHHe O<pHU:HaJihHOro rrp11cyTCTBmI AKa,n:eMliH B u:mppoBOH 

HH<pOpMar.i:HOHHOH cpe,ne. 

- Pa3pa6oTKa H pearrH3au;mi KOHTeHTHOH CTpaTerHH 0 <p H.D;HaJihHhIX 



J,IHcpopMa[(I,JOHHhIX pecypcoB AKa,neMIU-I. 

- Yqacnre B cpopMHpoBaHIUf H rro.r:r,nep)KaHHH cpHpMeHHOro CTillUI H BH3YaJII>HOH 

J,l,l];eHTWiH0CTH AKa,neMHH. 

- MoHHTop1rnr HHcpopMar1:i;rnHHoro rroIDI H yrroMHHaHHH AKa,n:eMHR, pyKoBo,n:cTBa, 

pa60THHKOB, o6yt.JaJOID;HXC5I, Bl>IIIYCKHHK0B H KJIIOt.JeBbIX rrpoeKT0B AKa,n:eMHH:. 

- ITo,n:roTOBKa rrpe.n:no)KeHHH pyKoBo,n:cTBY AKa,neMHH no pa3BHTRJO rry6ID1t.JHoro 

II03Hll;HOHHpoBaHH5I AKa,n:eMHH. 

- I1HcpOpMau;HOHHOe conp0B0)K,[(eHHe ,[(OCTH)KeHHH o6y-qarom:HXC51, pa60THHKOB, 

BI>IrryCKHHK0B H crropTHBHhIX K0MaH,[( AKa,n:eMHH. 

- <l>opMHpOBamfe H pa3BHTHe OTHOIIIeHHH C cpe,n:epaJibHbIMH, perH0HaJibHbIMH, 

o-rpacJieBbIMH H crreu;HaJIH3HpOBaHHbIMH cpe,n:cTBaMH MaCCOBOH HH<pOpMaL(HH. 

- ITo,n:roTOBKa HH<pOpMa[(HOHHbIX MaTepHaJI0B ,[(JI5I y-qacTH5I AKa,neMHH B 

cpe.n:epaJibHhIX, pemoHaJibHbIX H Me)K.ZJ:yHapo,n:HhIX rrpoeKTax, K0Heypcax, cpopyMax H 

HHbIX MeporrpH5ITIDIX. 

- OpraHH3aLI;H5I CHCTeMbI o6y-qeHH5I H rrpaKTHt.JeCKOH rro.n:roT0BKR o6y-qaIOID;HXC5I 

AKa,neMRH B ccpepe )KypHaJIHCTHKH, CB5I3eH C o6mecTBeHHOCTblO, Me,n:HaKOMMyHHKaLI;HH, 

S11M, KOITHpaHTHHra, cpOTO-, BH,[(eorrpOH3B0,[(CTBa, ,[(H3ai1:Ha H U:HcppOBbIX 

KOMMyHHKaLI;HH. 

- Co3,n:aHHe, pa3BHTHe H opraHH3aLI;HOHHO-MeTO,[(Ht.JeCKOe corrpoBO)K,[(eHHe 

CTy,n:eHt.JeCKOH pe.n:aKD:HH AKa,n:eMHH. 

- Cry,n:eHt.JeCKa5I pe.n:aKIJ:H51 5IBIDieTcsi: CTPYKTYPH0 opraHH30BaHHI>IM 

Me,n:1-rnrrpoeKT0M Ilpecc-Cny)K6bl AKa,n:eMHH, .n:e.siTeJibH0CTb K0Toporo ocymecTBJI5IeTC.sI 

ITO,[( opraHH3all;HOHHbIM, pe.n:aKD:HOHHbIM H MeTO,[(Ht.JeCKHM corrpOBO)K):(eHHeM Ilpecc­

crry)K6bI. 

- Cry,n:eHt.JeCKa5I pe,n:aKu;H..sI He SIBJI.sieTC5I CaMOCT051TeJibHhIM c-rpyKrypHbIM 

rro,n:pa3,n:erreHHeM AKa,n:eMHH H ocymecTBJI.sieT .n:e.siTeJibHOCTb B paMKax 3a,n:at.J H rrpoeKTOB 

Ilpecc-crry)K61>1. 

- OpraHH3aLI;H51 pa60T1>1 Cry,n:eHt.JeCKOH pe.n:aKIJ:HH ocymecTBJI5IeTcH B u;en5IX 

rrpe,n:ocTaBJieHH..sI o6y-qarom;HMCSI B03M0)KH0CTH II0JIYt.JaTb rrpaKTH9eCKHH 0IIhIT B ccpepe 

Me,n:HaKOMMyHHKaLI;HH Henocpe,n:CTBeHH0 Ha peanbHhIX HHcpOpMaLI;HOHHbIX rrpoeKTax 



AKa,n;eMHH. 

- OpraHH3fill.11.SI oroopa, o6yqeHIDI H II0,Ur0T0BKH yqaCTHHK0B Cry,ueHtfeCKOM 

pe,uaKU.IHi. 

- Pa3pa60TKa H pea1u13au.m1 o6pa.30BaTeJibHbIX rrporpaMM, JieKU.HM, MaCTep­

KJiaCC0B, rrpaKTHK)'M0B, -rpem-rnroB H HHbIX MeporrpIDITHM AJUI yqacTHHK0B Cry,ueHlfeCKOM 

pe,uaKU.HH. 

- Opramnau.Iu1 rrpaKTHlieCKOH pa6oTbI yqacTHHK0B Cry,neHqecKOH pe.naKI1.HH Ha 

MeporrpIDITIDIX AKa,neMHH. 

- OpraHH3au;mi: no,nr0T0BKH o6yqaK>III.HMHC5I TeKCT0BbIX, q:>OTO-, BH,neo-, 

rpaq>HlieCKHX H HHbIX Me,nHaMaTepHaJI0B. 

- HacTaBHHtfeCTBO H MeT0,D_HtfeCK0e corrp0B0)K.Il.eHHe yqacTHHK0B Cry,ueHtfeCKOH 

pe.naKI1.1rn. 

- <l>opMHpOBaHHe H pa3BHT:He Ka.up0B0ro pe3epBa ,nJUI yqaCTIDI o6y1iaK>ID.RXC5I B 

HHq>OpMaU.:HOHHOM, Me,nHaKOMMYHHKaU.:HOHHOH Ii o6mecTBeHHOM ,n;e5ITeJibH0CTH 

AKa,neM:H:H. 

- <l>opM:HpOBaH:He npoq>eCC:HOHaJibHOro rropTq>OJI:HO yqacTH:HK0B Cry,ueHl:JeCKOM 

pe.naKI1.:H:H. 

- Co3,uaH:He ycnoBHH ,nJUI rrpH06peTeHID1 o6yqaroIII.:HM:HC5I rrpaKTI-11:JecK:HX 

KOMIIeTeHI.J;:HH B cq>epe Me,n:HaKOMMYHHKau.Hif. 

- OpraHH3au;:H5I yqacTIDI o6yqaK>IJ:U{XC5I B npoq>eCCHOHaJibHhIX K0Heypcax, 

q>opyMax, q>eCT:HBaJUIX, o6pa30BaTeJII,HbIX nporpaMMax Ii liHbIX MeponpIDrTIDIX. 

2. OcuoBHh1e <i>YHKU:HH ,[(enapTaMeuTa 

Ha ,[(enapTaMeHT B03JI0)l(eHbI cne,eyIOI.I(I-ie q:>YHKI1.HH: 

- <l>op�poBaH:He H Be,UeHHe 6a3bl ,naHHbIX 0 K0JIIfCleCTBeHH0M H KatfeCTBeHH0M 

C0CTaBe Ka,npoB, RX pa3BHTHH Ii ,UB:H)l(emrn. 

- KOMIIJieKTOBaHHe AKa,neMHH Ka,npaMH IIIlC, pa601iRX H CJIY)l(arn;HX -rpe6yeMbIX 

rrpoq>eCC:HH, crreIJ;HaJibHOCTeH H KBaJIHq>HKa�:HH B C00TBeTCTBHH C u:eIDIMH Ii ycJI0BIDIMH 

,n:eHTem,H0CTH opramnau:H:H. 

- Co3,UaHHe pe3epBa AJUI Bbl,D;B:H)l(eHIUI Ha 0CH0Be TaKRX opraHH3aI.JJ10HHbIX q>opM, 



KaK IIJiaH11poBaH11e ,n:eJIOBOH KapoepbI, poTaI.1J10HHOe rrepe,n:BIDKemrn PYKOBOJJ:FITeneft 11 

crreu;11aJIHCT0B, o6yt.IeHHe Ha crreu;HaJibHbIX Kypcax. 

- Opramnau;m1 rrpoBe,z:i:emrn arrecTau;HH pa6oTHllKOB rrpe.n.npFrnTI15I, ee 

MeTo,n:llt.fecKoe H 1,rncpopMaIJ:HOHHoe 06ecne1IeH11e, aHaJil13 pe3ynoTaTOB arrecTan:m1, 

pa3pa60TKa Meporrpll5ITllH no peaJIH3aI..J;Hll perneHHH arrecTaI..J;HOHHOH KOMliCCllH, 

no,z:i:roT0BKa npe,n:JIO)l(eHliH ITO COBeprueHCTBOBaHinO rrpoBe,n:eHI15! arrecTaI.:(HH. 

- CBoeBpeMeHHOe ocpopMJieHHe rrpHeMa, rrepeBo,z:i:a H YBOJibHeHIDI pa60THHKOB B 

COOTBeTCTBHH C TPY.ll:OBbIM 3aKOHo,n:aTeJibCTBOM, IIOJIO)l(eHI•i51Mll, l1HCTPYKI..J;FrnMH, 

pacrrop5I)l(eHH5IMH H rrpHKa3aMH peKT0pa AKa,n:eMHH, y-qeT Jilit.fH0ro C0CTaBa rrpe,z:i:rrpFrnTH5I, 

BbI,z:i:aqa apXHBHbIX cnpa.BOK O HaCT05IID;eli H rrpoIIIJIOH TPYJJ:OBOH ,z:i:e5ITeJibHOCTH 

pa6oTHllKOB, xpaHeHHe H 3arroJIHeHHe TPYJJ:0BbIX KHH)I(eK H Be,n:eHHe ycTaHOBJieHHOH 

,n:oKyMeHTaI..J;HH no Ka,z:i:paM, rro,z:i:roT0BKa MaTepHana ,n:AA rrpe,n:ocTaBJieHHSI rrepcoHana K 

rroow:peHFrnM n Harpa)l(Jl:eHH5IM, Ta6eJibHblli yt:JeT. 

- CocTaBJiem-Ie rpaq:>HKOB 0TIJYCKOB H ocyw:ecTBJiemrn K0HTPOIDI BbIIIOJIHeHI15! 

rpaq:>HKOB OTrryCKOB. 

- IlpoBe,n:eHHe aHaJIH3a rrpHt.IHH TeKy-qeCTH Ka,n:poB, pa3pa60TKa rrpe,n:JIO)l(eHHli, 

HarrpaBJieHHbIX Ha CHH:)l(eHHe TeKy-qecTH Ka,npoB. 

- Be,n:eHHe yt:JeTa BOeHH0065!3aHHbIX 3anaca, JIHIJ: rrp113bIBHOro B03pacTa, 

6poHHpoBaHHe rpa)l(Jl:aH, rrpe6bIBaIOW:HX B 3arrace. 

- Ilo,z:i:roTOBKa ,z:i:oKyMeHTOB ITO HCTeqeHHH: ycTaH0BJieHHbIX cpOKOB TeKyrn:ero 

xpaHeHH5I K c,z:i:a-qe Ha xpaHeaHe B apxHB. 

- Be,z:i:eHHe y-i:.reTa 11 C0CTaBJieHHe ycTaHOBJieHHOli OTl:.!eTH0CTH ITO Ka,n;poBOH pa6oTe. 

- Co3,n:aHlle ll rro,z:i:,z:i:ep)l(Ka B aK'ryaJibHOM COCTO5IHHH CHCTeMhl JJ:OKYMeHTaI..J;HH 

AKa,z:i:eMHH. 

- YHllq:>HKau;Frn cpopM ,z:i:oKyMeHTOB e,n:HHa5! cpopMa opraHH3aI..J;HOHHO-

pacnop5I,n:HTeJibHbIX JJ:OKYMeHT0B. 

- Y CTaH0BJieHHe e,n:HHoro rrop5I,z:i:Ka rrpoxo)l(Jl:eHH5I H o6pa6oTKH ,z:i:oKyMeHT0B 

(rrpHeM, perHCTpaIJ:H5I, 0TnpaBKa, o6pa60TKa, y-i:.reT, K0HTP0Jib, orrepaTH:BHblli IIOHCK, 

xpaHeHHe H HCII0Jih30BaHHe B pa6oTe). 

- O6ecrreYJeHHe no,z:i:roT0BKH ,z:i:oKyMeHT0B, THpa)l(Hp0BaHHe ,z:i:oKyMeHT0B, 



pa3Mer.u:emi:e ,n:oKyMeHT0B B C3,D;. 

- OpraHlf3fill;:EUI rrpon.ecca pen-1c-rpan.1:u-1 HCX0,D,5Illi,HX (BXO,D,5IIIJ,HX) ,n:oKyMeHT0B, 

npHKa30B, B TOM 1IHCJie Be,n:eHHe BHy-rpeHHHX .n:oeyMeHTOB B )l(ypHane H CHCTeMe 

JJieK-rpOHHoro ,n,oeyMeHToo6opora (C3,D;, Bitrix24 H HHbie nporpaMMbI). 

- IIorryqeHHe H pa3Mer.u;eHHe B C3,D; .Zl,OK)'MeHT0B, rrocTyrra10r.u:HX 113 MliHHCTepCTB, 

KOMHTeT0B H opraHH3aIJ,RH. OcyIIJ,eCTBJieHI,{e K0HTl)0JI51 3a cpoKaMH HCIT0JIHeHHSI 

YKa3aHHbIX A0K)'MeHT0B. 

- Ocyr.u:ecTBJieHHe CBOeBpeMeHHOH 0TrrpaBKH ,n;oKyMeHT0B B CT0p0HHHe 

opraHH3aIJ,HH ( OTBeTbl Ha 3arrpocbl, IlHCbMa, o6parn,eHH5I) no cpe,nCTBaM C3,D; H IIo-Y:Tbl 

PoccHH. 

- Ocyr.u:ecTBJieH:He pa60Tbl C KOH<pHAeHIJ,HaJibHbIMH AOK)'MeHTaMH B AKa,neMHH 

(,D;CII). 

- Ocyr.u:ecTBJieHHe coxpaHHOCTH rrpoxo,n:srrn,eii cny)l(e6Hoii .n:oeyMeHTaIJ,HH. 

- Be,neHHe apxHBHoro .n:enorrpoH3Bo,n:cTBa: c,na-qa .n:en B apmB, xpaHeHHe 11 

YHH"Y:T0)l(eHHe apXHBHbIX ,n:oKyMeHTOB. 

- CocTaBJieHHe CBO,[(HOM H0MeHKJiazypoI ,n:eJI AKa,n:eMHH, rrpoBe,n:eHHe 3KCnepTH3bl 

IJ,eHH0CTH .n:oKyMeHT0B c u;eJiblO HX OT6opa Ha rocy.n:apCTBeHH0e xpaHeHHe, o6ecrre-Y:eHHe 

BbI,n:a-Y:H Heo6xo,n:HMbIX CBe,neHHH no apXHBHbIM ,n:eJiaM. 

- IIo,n:rOTOBKa rrpoeKT0B rrpHKa.30B, pacrropsr)l(eHHH H .n:pyrnx pacnopMHTeJII,HhIX 

,n:oKyMeHT0B no rropyqeHHIO peKT0pa, K0HTl)0Jih 3a npaBHJibH0CTblO HX o<popMJieHH51. 

- <I>opMHpOBam1e .n:en, o6ecrre-Y:emie HX coxpaHH0CTH H c,n:a-Y:a B apxHB aKa,n:eMHH B 

ycTaH0BJJeHH0M rrop51,D,Ke. 

- OpraHH3aD;R5111 TeXHH"9:eCKa51 rro,n:roTOBKa 3ace,n:aHHif peKTopaTa, Y-Y:eHoro coBeTa, 

COBeru;aHHlf rrpH peKT0pe ( C0CTaBJieHHe Il0BeCT0K, c6op MaTepHaJI0B, oc]?opMJieH:He 

IlpOT0K0JI0B ). 

- IJJiaHHpOBaHHe pa6o-Y:ero ,n:IDI pyKOBOACTBa, opraHH3aD;H.51 np11eMa rroceTHTeneii, 

Bcrpe-Y: ,n:eJierau:uii. 

- O6ecne-Y:emrn )l(H3He,n:e.SJ'TeJibHOCTH rrpHeMHOlf peKTopa, pa6oTa C TeJie<pOHHbIMH 

3B0HKaMH. 

- OpraHH3au,11sr JIH"Y:Horo rrpHeMa rpa)l(.ll:aH pyKoB0ACTB0M aKa,n:eMHH. 



- Pa.3pa6aTbIBaeT ro,n:0Bbie, I<BapTa.nhHbie l{ TeKylI(He ITJiaHbl HHcpopMaIJJ10HHOM. 

pa60TbI. 

- <I>opM11pyeT pe,n:aKUJ10HHhJe ITJiaHbI H KOHTeHT-IIJiaHbI oqnn..1:11.arrhHblX pecypcoB 

AKa,n:eMHM. 

- Ocyrn;ecTBIDleT rro.n:roT0BKY' pe,n:aKTHpOBaHlie I1 BhIITyCK liHq>OpMaU,HOHHhIX 

MaTepHaJI0B. 

- OpraHH:3yeT cpoTo-, B11,n:eo- li ay,n:0:ocoeMKy MeponpIDITliH AKa,n:eM1-rn. 

- O6ecrreq11BaeT CliCTeMaTH3au,mo I1 apXliBlipOBaHH:e C03.ll:aHHhIX 

Me,n:0:aMaTepliaJI0B. 

- OpraH113yeT orrepaTH:BHoe 1-rncpopMHpoBaH0:e u,eneBhIX ay ,n:0:Top11i1: o Ha0:6onee 

3HaqHMbIX co6hITIDIX AKa,n:eMHli. 

- IIo.n:roTaBJIH:BaeT KOMMeHTap0:11 11 crrpaaoqH1,1e MaTepHaJibI ,n:IDI npe,n:cTaB0:Tenei1: 

CMH. 

- OpraH1ByeT liHTepBhIO pyKoBo,n;cTBa 11 rrpe,n;cTaB11Tenei1: AKa,n:eMHH. 

- Ocym:ecTBIDieT M0H11Top0:Hr ny6n11Kau,11i1: C:rvfil 11 u,0:cppoBhIX rn1aTcpopM. 

- IIo,n:rOTaBJIHBaeT aHaJIHTI,JqeCIGie M CTaTHCTHtJeCKHe OTtJeThl O ,n:e.sITeJibHOCTH 

I1pecc-cny)K6hI. 

- BHOCHT pyKOB0,[(CTBY AKa,n:eMHH rrpe.n:no)KeHH.sI o rrpoBe,n;eHHH 11HcpopMau,110HHhIX 

KaMrraHl1H: I1 crreu,HaJihHhIX KOMMYHHKaU,HOHHhIX rrpoeKTOB. 

- YtJaCTByeT B pa.3pa60TKe li pean113au,I1H npoeKTOB no rrpO,[(BH)KeHHJO AKa,n:eMHH. 

- YqacTByeT B rro,n:rOTOBKe Oq>Hu,HaJibHhIX rrpe3eHTall,liOHHbIX, HH<pOpMaU,liOHHbIX M 

HMH,n:)KeBhIX MaTep11anoB AKa,n:eMHH. 

- OpraH113yer pa6ozy co cry,n;eITTeCirnMH Me.n:11a 11 Cry,n;eITTeCKOH pe,n;aKu,11ei1:. 

- OpraHH3yer .n:e.s1reJihH0CTh Cry,n;eITTecKoii pe,n;aKu,lill. 

- Pa3pa6aThIBaeT yqe6Ho-rrpaKTI,JqeCK.He MaTepHaJihI .n:m1 no,n:rOTOBKH yqacTHHKOB 

Cry,n;eITTecKoH pe,n;aKu,HH. 

- IIpoBo,n;HT 1rn60 opraH113yeT npoBe,n;eH11e o6yqeHH.sI no HarrpaBneHH.HM: 

• )KypHaJiliCTHKa; 

• PR· ' 



• KOITHpaHnrnr; 

• Me,I(I-rn.MeHe,I])KMeHT; 

• cpoTorpaqnur; 

• BH,I(eorrpoH3B0,I(CTB0; 

• ,I(H3aHH; 

• u;:mppoBbie K0MMYHHKaIJ;HH; 

• pa6oTa c C0U:HaJibHblMH CeDIMH. 

- OpraHH3yeT rrpaKTWieCK)'lO rro,n;r0T0BKY czy,r:i;eHT0B Herrocpe,ncTBeHH0 B 

rrpou:ecce HH<pOpMaU:HOHHOro corrpoB0)K,l],eHJUI MeporrpJ,UITHH AKa,neMHH. 

- Ocyr:qeCTBllileT HaCTaBHWieCTB0 H pe.I(aKU:HOHHI,Ili K0HYpOJII, Ka"CJeCTBa 

MaTepHarI0B, rro,n:roT0BJieHHblX yqacTHHKaMH Czy,n:eH"CJeCKOH pe,naKIJ;HH. 

- <I>opMHpyeT pe,n:aKIJ;liOHHbie 3a,r:i;amu1 ,I(llil yqaCTHHK0B Czy,r:i;eH"CJeCKOH pe,n:aKIJ;HH H 

K00p,I(HHMpyeT MX BblII0JIHeHHe. 

- OpramnyeT TBopqecKHe K0HK)'pCbI, Me,n;HarrpoeKTbI, o6pa30BaTeJII,HI,Ie 

HHTeHCHBI,I M HHbie MeporrpJ,UITJ,UI. 

- <I>opMHpyeT rrpe,n:rrmKeHJ,UI ITO pa.3BHTIDO czy,n:eH"tJeCK0ro Me.I(HMBHJKeHJ,UI 

AKa,neMHH. 

3. OcHOBHhle 3a�aqu HaqaJibHHKa J(enapTaMeHTa 

Ha"CJaJibHHK ,[(errapTaMeHTa: 

- PYK0B0,I(HT Been ,n;e5ITeJibH0CTblO CTpyKrypHoro rro,npa3,I(eJieHH51, HeceT 

rrepcoHaJibttylO 0TBeTCTBeHH0CTb 3a CB0espeMeHH0e li Ka"CJeCTBeHH0 e  HCII0JIHeHHe 

B03JI0)KeHHbIX Ha 0T,I(eJibI ,[(errapTaMeHTa 3a,n:aq 11 <pyttKIJ;HH; 

- ocymecTBJUleT B rrpe,r:i;enax CBOeii K0MIIeTeHU:MH <pyHKU:Hlf yrrpaBJieHH51, 

rrpHHHMaeT peIIIeHlf51, o65I3aTeJibHbie .ll.Jl5I BCex pa60THHKOB ,[(enapTaMeHTa; 

- pacrrpe,neJUieT <pyHKU:HOHaJibHbie o6sl3aHHOCTH H ,r:i;aeT 0T,neJibHhie rropyqeHH5I 

C0TpY.ll.HMKaM, ycTaHaBJIHBaeT CTerreHb HX 0TBeTCTBeHH0CTM, a rrpH Heo6xo,IJ.HMOCTH 

BH0CMT rrpe,IJ.JI0)KeHH51 PeKTopy AKa,neMHH 06 M3MeHeHMH )].0JI)KH0CTHbIX HHCTpYKU:HH 

IIO,ll;"CJHHeHHbIX eMy pa60THHKOB; 



- BHOCHT npe,ZJJIO)KeHIUI pyKOBO.ZJ.CTBY AKa,u.eMJrn no COBeprneHCTBOBaHHIO pa60Tbl 

,D;errapTaMeHTa, orrTHMH3au:1111 ee CTPYKTYPhI H lI.ITaTHOM lfHCJieHHOCTH; 

- pyK0B0.[U1T ITO.[(fOTOBKOM rrpHKa30B H HHhIX .n:oeyMeHTOB, KacaJOill;HXCSI 

B03JI0)KeHHhIX Ha 0T.[l,eJibI 3a)],aq 11 cpyHKl..{HH; 

- npHHHMaeT Heo6xo,nHMbie Mepbl .LI.JUI yrryqmeHH5I MaTepmUihHO- Texmi:qecKOfO 11 

HHq>OpMal.{HOHHOfO 06ecrreqemu1, ycnOBHM TJ)y.na, IlOBbIIIleHJ,Ul rrpocpecCHOHaJibHOH 

IlO.ZJ.fOTOBKH pa60THHKOB L(errapTaMeHTa; 

- y-qacTByeT a rro,n6ope M paccTaHOBKe Ka.n:poB, BHOCHT PYKOBO,U:CTBY AKa,u.eMHH 

npe.n,JI0)KeHH5I 0 rroorn_peHHH :WHJIH HciJI0)KeHHH .ZJ.HCIJ,HnmrnapHbIX B3hICKaHHH Ha 

pa6oTHHKOB ,[J;enapTaMeHTa, HarrpaBnemrn HX Ha rreperro.n:roTOBKY HiHnH rroBhIIIIemie 

KBaJIH<pHKaIJ,HH; 

- coaeplI.IeHCTByeT CHCTeM)' TPY.ll.OBOM MOTHBal.lHH pa6oTHHKOB ,D;errapTaMeHTa; 

- ocymecTBJI5IeT KOHTJ)OJih HCTIOJIHeHI:UI .D.OJI)KHOCTHbIX o65I3aHHOCTeii, co6mo.n.eHH5I 

TPY.D.OBOH .[(HCIJ,H.TIJIHHhI pa60THHKaMH ,D;enapTaMeHTa; 

- opraHH3yeT M K0HTJ)0JIHpyeT Ka.n.poaoe .n.enorrp0H3B0.[I.CTB0 AKa.D.eMHH; 

- rrpHHHMaeT Mepbl no 06ecne1:IeHHJO 6e3orraCHbIX ycJIOBHM TPY.n:a pa60THHKOB 

rro.n:paJ.n:eneHHM. 

B nepHO.[( OTCYTCTBH5I Ha'lJ:aJihHHKa ,n:enapTaMeHTa ero o65I3aHHOCTH HCTIOJIIDieT 

Ha1:IaJihHHK CTJ)YKTypHoro TI0.D.pa3)].eJieHH5I )J,enapTaMeHTa, 3aMeCTHTeJib HaqaJII,HHKa 

CTPYKTYpHoro TI0)].pa3)].eJieHH5I )J,enapTaMeHra HJIH JIHIJ,0, Ha K0Topoe B03JI0)KeH0 

HCilOJIHeHHe o65I3aHHOCTeH Ha'lJ:aJihHHKa H.JIH 3aMeCTHTeJI5I Ha'lJ:aJibHHKa CTPYKTYPHOro 

TI0)].pa3)].eJieHH5I, Ha3HaqaeMoe peKT0p0M Am1)].eMHH. 

)J,enapTaMeHT ocyiqeCTBJI5IeT CB0IO .n:e�rTeJibH0CTb BO B3aHMO.D.eMCTBHH C .n.pyrnMH 

CTPYKTYPHhIMH rro.n:pa3.n:eneHH5IMH AKa,n:eMJrn, a TalOKe B npe.n:enax caoen 

K0MTieTeHqHH co CT0p0HHHMH opraHH3alJ,IDIMl[. 

3a HeHa.n:Jie)KaIIJ,ee HCilOJIHeHHe .ZJ.OIDKHOCTHbIX o65I3aHHOCTeM H HapyrneHHe TPY.ZJ.OBOH 

.[(HCIJ,HTIJIHHhI pa60THHKH ,[J;enapTaMeHra HecyT OTBeTCTBeHHOCTb B rrop5I.ZJ.Ke, 

npe.uycM0TPeHH0M 3aK0H0.ZJ.aTeJihCTB0M. 

llfraTHM CTPYKrypa )J,enapTaMeHTa, yTaep)K)].aeTc5I peKTopoM AKa)].eMHH B 

npe.n:enax o6rn_eii 1:IHCJieHHOCTH H q>OH)].a 3apa60THOH nnaTbI. 


