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1. Obu1ie nosoKeHHs

1.1. Cexperapuar fBJif€TCA CTPYKTYpHbIM noapasaenednemM @DPI'BOY BO
MI'A®K (nanee — Cexperapuar), oOecreyMBarOlUMM [OKYMEHTAllMOHHOE,
OpraHu3alldOHHOe W  WH(OpPMalMOHHOE  CONpPOBOXIEHHE  JesATeJIbHOCTH
pyxoBoactsa MI'A®DK.

1.2. CexperapuaT OCYLIECTBISET HOEATENBHOCTH B COOTBETCTBHUH C
3akoHopnartenbcTBOM Poccuiickoit @enepauuy, YcraBoM AkaleMHH, pelleHUSIMH
YueHoro coBeta AKajneMHUH, IPHUKa3aMHU U paclopsHKeHUSIMH PEKTOPa, JIOKAJIbHBIMU
HOpMAaTHBHBIMH aKTaMU AkazieMHH U HacTod1uuM ITososkeHneM.

1.3. Cexpertapuar ocyllecTBsET CBOIO AESTeIbHOCTh BO B3aMMOEHCTBHHU €O
CTPYKTYPHBIMH  NoApaziefieHHsIMH AkageMuH, ¢enepaibHBIMH  OpraHamu
rocylapCTBEHHOH BIIaCTH, OpraHaMH TOCyAapCTBEHHOM BRacTH CYOBEKTOB
Poccuiickoit ®enepauun, opraHaMM MECTHOTO CaMOYIIpaBJIEHHS, HayYHbIMH H
o6Opa3oBaTesIbHBIMH OpraHH3aluiMy, CIIOPTUBHBIMH denepauHsimMu,
npodecCHOHAIBHBIMU  JIUTaMH, MHCTUTYTaMH pa3BUTHS, OOIlIeCTBEHHBIMH
o0beIMHEeHHAMH, paboToAaTe IIMH H HHBIMH OpraHU3alUSIMH.

1.4. Cexperapuar MOJ4YMHsETCS HeIlocpeICTBEHHO HayaJIbHUKY
enapraMeHTa KaapoB U JeJONPOU3BOACTBA AKaJeMHH.

1.5. HauaneHuk u npyrue paborHuku Cekperapmara Ha3Ha4valOTCA Ha
NOJDKHOCTH U OCBOOOXKZAIOTCSI OT 3aHMMaeMbIX NOJKHOCTEH NMpHKa30oM peKTopa
AxaneMuu.

1.6. KBanudukaunonHsle TpeboBaHUsA, OGYHKUHMOHAJIbHBIE O005S3aHHOCTH,
IpaBa, OTBETCTBEHHOCTh HadaJbHHKAa U APYIHX paOOTHHKOB perjiaMeHTHpPYIOTCH
JOJXHOCTHBIMH MHCTPYKLHMSAMH, YyTBEPKAaeMbIMU PEKTOPOM AKaJlEMHUHU.

1.7. Ctpyxtypy u witat CexpeTapuara yTBep>KIaeT peKTop A KaJeMHH.

2. OcHoOBHbIE 321a4H

2.1. OpraHu3alMoOHHOE U TexHHueckoe obecreyeHue AesTenbHOCTH PexTopa.

2.2. Koopaunauus pabotsl ¢ oOpalleHMs MM rpaxkiaH (CTyJEeHTOB,

abuTypHeHTOB, pabOTHUKOB) 1 OpraHu3aliis JHYHOrO [IpHEMA.



3. ®ynkuuu

s permeHHs nocraBjeHHbIX 3afay CeKpeTapHaT BBIIIOJIHSAET CledyIOLLHe
byHkuuu:

B cepe doxkymenmayuonnoeo obecnevenua:

3.1.TloarotoBka INpoOEKTOB  IIpHKa30B, pacHoOpseHUH M  Opyrux
pacrnopsIMTelbHbIX AOKYMEHTOB M0 IOpPYYEHHMIO peKTOpa, KOHTpOJb 3a
NPaBUJIbHOCTBIO UX ODOPMIIEHHS.

3.2. ®opmupoBaHue Oen, obecrneueHHe UX COXPAaHHOCTH U clada B apXUB
aKageMHHU B YCTAHOBJIEHHOM TOpsIKE.

B cepe opeanuzayuonnoil pabomu.:

3.3. Opranusaiins ¥ TexHu4eckas IoOAroTOBKa 3acelaHuil peKTopaTa, Y4eHOro
COBeTa, COBEIIaHUH NpH peKTope (cocTaBlieHUE ITOBECTOK, COOp MarepHalios,
odopMieHre MPOTOKONOB).

3.4.11nanupoBanre paboyero AOHA pYKOBOACTBAa, OpraHH3allls [pHeMa
NOCeTUTEJIEN, BCTpey JeJeralui.

3.5. ObecnieueHne >KU3HEAEATENbHOCTH IIpUEMHOH pekTopa, pabora ¢
TenedhOHHbIMU 3BOHKaMH.

B cgepe pabomui ¢ obpamerusmu:

3.6. OpraHu3auus JIHYHOrO NpUeMa rpakiaH pyKOBOACTBOM aKaAeMHUH.

4. IIpaBa

CekperapuaT UMeET NpaBo:

4.1. 3anpamuBaTb B YCT@HOBJIEHHOM TNOpsAKe OT  CTPYKTYpPHBIX
nojgpasfeneHuil akaneMMd WHGOpPMALIMIO, CIIpaBOYHble Marephajlbl U TNPOEKTb
JOKYMEHTOB, He0OX0AUMble AJ1s1 paboThl pyKOBOJCTBA.

4.2. IlpoBepsaThb cobnroaeHue B CTPYKTYPHBIX 1oapasaeneHnsx
YCTaHOBJIEHHOI'O NOpsiAKa paboThl ¢ JOKyMeHTaMU U TpeOOBaHUNH HMHCTPYKLHH 110
AeJI0NIPOU3BOACTBY.

4.3. Bo3BpamiaTb HCMOJHUTEISM MNpPOEKTH TOKYMEHTOB, OQOpMIIEHHbIE C

Hapym€HHUEM YCTAaHOBJIEHHBIX ITpaBUll, 0e3 IoAIuCcH PYKOBOACTBA.




4.4. BecTu nepenucky ¥ B3auMOIeHCTBHE C BHEIIHMMH OpraHH3aUHUsAMH IO
BOMpocaM, BXoAdllMM B KoMmIleTeHUHIO Cekperapuara (c yBeZOMIEHHEM
PYKOBOZCTBA).

S. OrBercTBeHHOCTH

Cotpyanvku CekpeTapHaTa HECYT OTBETCTBEHHOCT:

5.1. 3a HeUcIIOTHEHHe UJIM HeHaanexallee HCIIoJHeHHe CBOMX 00s3aHHOCTeH,
IpelyCMOTPEHHbIX JOJNKHOCTHOH HHCTPYKUHEH, TpyAOBbIM OOTOBOPOM B
npelnenax, OIpelNeNeHHbIX OEeHCTBYIOUIMM TpPYAOBBIM 3aKOHOIATeJbCTBOM
Poccuiickoit denepauuu.

5.2.3a mpaBoHapylleHHMs, COBeplEHHble B IMEPHOA OCYLIEeCTBJIEHHUS CBOeH
NesTeJIbHOCTH B IpelleNlaX, OnpeaeNeHHbIX NeHCTBYIOIMM aAMUHUCTPATHBHBIM U
rpaXJaHCKUM 3akoHoAaTenscTBOM Poccuiickoit denepauuu.

5.3. 3a Hecobmozenune TpebOBaHUN OXpaHbl TPyAa, [10XAapHOH 6e30MacHOCTH
M  CaHHUTapHO-3IMHJIEMHONOTHYECKHX  HOpM  Ipefnenax, onpeneNeHHbIX
JNeHCTBYIOUIMMH JIOKATbHBIMH HOPMAaTHBHBIMH aKTaMH W HHBIM JeHCTBYIOIIHM
3aKoHoAarenbcTBOM Poccuiickoi denepaiiu.

5.4. 3a mpuyMHeHHe MaTepHajbHOro yuepba B Ipenenax, OIpeAeNeHHbIX
NEeACTBYIOIIMM TpPYAOBBIM U TIPaKOAHCKUM 3aKOHOAaTedbCTBOM Poccuiickoi
®enepauun.

5.5.3a pasrnaiieHde EepCOHaNbHBIX JAaHHBIX H KOHQUIEHIHATbHOU
HHbOpMalLlMH, CTaBUIMX H3BECTHHIMH IIPH  BBINOJHEHHH  TOJDKHOCTHBIX
00s3aHHOCTEHN B Ipedenax, onpeneleHHbIX 3aKOHOAATeIbCTBOM O MEpPCOHANbHBIX
IaHHBIX U HAEeHCTBYIOLIHMM [paXJaHCKUM 3aKoHonateascTBoM Poccuiickon
®enepauuu.

5.6. OTBeTCTBEHHOCTb 3a BbIIIOJIHEHHE 3a/lay, BO3J0XKeHHbIX Ha CekpeTapuar,
HeceT HayalbHUK CeKpeTapHara.

5.7. HauansHuk CekpeTaprara HeceT IepCOHaIbHYIO OTBETCTBEHHOCTh 3a:

« COXPaHHOCTb JOKYMEHTOB M medaTtei (BKJlo4yas repboByI0 neyaTs);

- cobmoneHne KoHQUAEHIMAaNbHOCTH HHGOpMalKY OrpaHHYe HHOT'O NOCTYyIa

(nepcoHanbHble NaHHblE, cny>XeOHas uHbopMallus);




« OIIEPAaTUBHOCTb JOBENEHHS PE30II0LHIT pyKOBOACTBA 10 HCIIONHUTENEH.
5.8. PabotHnkn Cekperapuarta 00s3aHbl coOmonate TpeOOBAHUSA TpyIOBOW

AHUCHHUILIAHBI, TpaBUJIa 3STUKHU H OEJIOBOTO ob1eHus.



