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PA3PABOTAHO otaenom yuera u nogaepikn WHOCTPAHHBIX IPaXKaaH
YTBEPXJEHO Ipukaszom pextopa ot 0. 01 Ao19 N LB

BBEJIEHO B JIEUCTBUE ¢ 9 .0{ 19
BBEJIEHO I 1.26.02 — 2014 «ITontokenue 06 ynpasaeHHu MEKIYHapOAHOTO

COTPYAHHUYECTBA U HMHTEPHAUMOHAIU3ALIUK Y, YTBEPIKACHHOTO NMPUKA30M

pextopa ot 20.06.2014 No 417 — B.

Hacrosmee Ilonmoxkenne He MoxkeT ObITh [OJHOCTBIO WM  YaCTHUHO
BOCTIPOM3BEIEHO, THPAXKMPOBAHO M PACMPOCTPAHEHO B KauecTBE OQHUUHATIBHOrO
nzaanus 6e3 pazpewmenus GIEOY BO «CI'Y umenn H.I'. UepHbieBckoroy.
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1 O6uue NoI0KEeHHs

1.1 Ortgen ydera W TOQJMEPXKKH MHOCTPAHHBIX TPaXKAaH SBISETCS
CTPYKTYPHBIM MOPa3/IeICHUEM YHUBEPCHUTETA.

1.2 Otaen ydeta W HOMNEPKKM MHOCTPAHHBIX TpaXIaH MOJYUHSETCS
MPOPEKTOPY 110 MEXIYHAPOIHOH NeSTENHHOCTH M OCYIIECTBIISIET CBOIO JESITeIBHOCTh
T0J] €r0 PyKOBOJICTBOM.

1.3 B cBoeli IeATeIbHOCTH OTAEN yueTa U MOJAEPKKH MHOCTPaHHBIX IPaXKaaH
PYKOBOZACTBYETCS:

— JIeHCTBYIOLIMM 3aKOHOIATENbCTBOM Poccuiickon Oenepanyy;

— ykasamu Ilpesuzenra Poccuiickoii  ®emepanuu, OCTaHOBIECHHSIMH,
paCTIOpSHKEHUsIMM U HOPMATHBHBIMH JIoKyMeHTamu [lpaButensctBa Poccuiickoii
®enepaunn, MunobpHayku Poccuw 1 1p.;

— YcTaBoM yHHUBEPCHUTETA,

— MpHKa3aMy U PaCTIOPSHKEHUSIMHU PEKTOPA yHUBEPCUTETA,;

— HOPMATHBHBIMU IOKYMEHTaMH yHHBepCHTeTa M HacTosuMm [lonoxenunem.

2 CTpyKTypa H cOCTaB CTPYKTYPHOI'O NOApa3aesIeHUst

2.1 CtpykTypy U cocTaB (IITaTHOE PacliCaHHe) OT/eNa y4eTa U MOIIEePKKI
MHOCTPaHHBIX FPaXKJaH yTBEPXKNAeT PEKTOP YHUBEPCUTETA.

2.2 PyKoBOJCTBO AESITENBHOCTHIO OT/ENA y4eTa M IOJIEPKKM MHOCTPaHHbIX
rpaxiaH OCYIIECTBISeT HAYalbHUK OTJeNa ydyeTa M MOJJIEPKKH HHOCTPaHHBIX
rpaxk/iaH, Ha3HadaeMBlil Ha JIOJDKHOCTb M OCBOOOJKIaeMbIH OT Hee PUKA30M PEKTOpa
ynuBepcuteta. OGA3aHHOCTH, IpaBa ¥ OTBETCTBEHHOCTh HAYabHUKA OT/IeNa y4eTa U
HOJIEPXKKH MHOCTPAHHBIX IPXKIaH ONpe/eNeHbl B JOIDKHOCTHOH MHCTPYKLIHH.

2.3 @yHKUMOHAIbHbIE 00A3aHHOCTH PAOOTHUKOB OT/JENA yYeTa M MOMIEPKKH
MHOCTPaHHBIX PXIAH ONpENeNAI0TCA HadalbHHKOM y4ebHOro oTzena rno pabore ¢
MHOCTPaHHBIMH CTYJEHTAMHU U OTPAXAIOTCS B UX JODKHOCTHBIX HHCTPYKIHUSX.

3 OcHOBHbBIE LIeJIH H 331241 CTPYKTYPHOIro noapasaejieHust

3.1 Llensro oThena ydera M IOJJEPKKHM MHOCTPAHHBIX IPaXKJaH SBJISETCS —
OCYIIECTBIIEHHE LEHTPAIM30BAHHOTO y4eTa MHOCTPAHHBIX TPaXJaH, IPHOBIBAIOIMX
BCI'Y.

3.2 Ucxons M3 LIEJM U B COOTBETCTBUH C 3aKOHOJATEIbCTBOM Poccuiickoi
Oepepaumn 1 YcraBom CI'Y, nedTenpHOCT OTAeNa ydeTa W TONIEPKKH
WHOCTPAHHBIX MPaXkJaH HAIpaBJieHa Ha PellleHHe CIEIyIOIHX OCHOBHEIX 3a/1a4:

- KOHTPOJb 3a COOJIIONEHHEM IAaclOPTHO-BU30BOIO PEXHMMA, IPAaBUI
BHYTPEHHETO Pacropsiika HHOCTPaHHBIMHU IpaXkaHaMH, npebpiBatommu B CI'Y;

- NOMOLIb HHOCTPAaHHBIM CTYJIEHTaM B aJlaNTaluy;

- OKa3zaHMe WHOCTPAHHBIM YYallUMCsS COJEHCTBHS B pEUIEHWH COLMAIbHO-

OBITOBBIX BOIIPOCOB;

- OKa3aHHE COJIEHUCTBUSA B 3aKIIOYEHHUH JOTOBOPA O CTPAXOBaHHU 3[J0POBbs Ha
nepuon oby4enus B CI'Y;
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- yyacTHe B MOArNOTOBKE aHAJMTHUYECKUX MaTepHasoB 1 000OIIEHHBIX CMIPABOK
0 HWHOCTPAHHOMY KOHTHHTeHTY, oOywatomemycs B CIY, a Tarke apyrux
CTaTHCTHYECKUX MAaTepHaloB, B TOM 4YHCIe 1O 3arnpocam MuHoOpHaykn Poccum,
PocoGpasoBanust, APyruX MUHUCTEPCTB U BEIOMCTB;

- HampaejeHWe B HEOOXOAMMBIX CIyUasX PEKTOPY MPeACTaBIeHHs O
HaJIOKEHWH B3bICKAHMH HA MHOCTPAHHBIX YUALLMXCS, HAPYLIAIOUMX  yueOHYIO
JMMCLHUIUIMHY, MNpaBWia NPOKUBAHMA B OOLIEKHTHHM, YCTAHOBJIEHHOTO MNOpAAKa
npeObIBaHMSI HHOCTPAHHBIX rpaXcaaH Ha Tepputopun Poccuiickoit ®enepaunu, 06
OTYMCIIEHUH U BBIBOPEHHH.

4 OyHKONU CTPYKTYPHOTO MOAPA3ACIeHHSI

4.1 Ilpu peanu3auiu 3aaau OTAEN ydeTa M MOJAePKKH MHOCTPAHHBIX TpaKaaH
OCYILECTBIISIET  CIEAYIOLIHE BUIbI JIeSITeIbHOCTH: OPraHM3aLHOHHYIO,
AHATMTHYECKYIO, MH(OPMALIMOHHYIO, JID.

4.2 OcHOBHBIMH (DYHKLMAMM OTIETa ydera W IOJAEPNKKH HHOCTPAHHBIX
rpaxKaaH ABJIAIOTCA:

- TOCTAHOBKA M MPOUIEHHE MMUIPALMOHHOIO ydeTa MHOCTPAHHBIX TPAXKIaH B
VnpasneHun 1o sorpocam murpawnn I'Y MBJL Pocenn no Caparosckoit obnactw
(cOop, MOAroTOBKA M MoJaya A0KYMEHTOB),

- MPOMJICHHE MHOTOKPATHBIX BM3 HMHOCTPaHHBIM oOyuarouumces (coop,
MOATOTOBKA U MOJaya JOKyMEHTOB B YTpasieHue 1o Bornpocam murpamuu I'Y MB/]
Poccuu no Caparockoit 06nacth);

- KOHCYJBbTHPOBAaHHE HMHOCTPAHHBIX YuallMXCs MO BOMPOCaM MX MPaBOBOroO
TOJIOKEHHUs!, TpaBrIl peGrpiBanms B Poccuiickoit Denepaliny, NpaBuil NepeBHKEHUS
HHOCTPAHHBIX TpaxkaaH no Tepputopun Poccuiickoii Menepauny, a takke nopsaaka
BBE3/a U Bhle3na u3 Poccuiickoit Menepaunn;

- noarotoBka ¥ nojgaya B YBM I'Y MBJI Poccuu no Capatosckoit obsactu
YBEIOMJICHHH O 3aBEpPLIEHMHM MWIH MpPEKpalleHUH OoOy4eHHss HHOCTPAHHOTrO
rpaXkIaHUHA;

- IOATOTOBKA M Mojaua B oTAea Tpyaosoi murpaunn YBM I'V MBJI Poccun
no CapatoBckoi 00/1aCTH YBEAOMIICHHI O 3aKIIOUEHHH (PACTOPIKEHHH) TPYAOBOrO
JIOrOBOpa C HHOCTPAHHBIMH IPasKIaHaMH;

- 3aceJeHUe MHOCTPAHHBIX yuawmxcs B obwexutus CIY (moarotoBka
JIOKYMEHTOB Ha BCEJICHHE).

5 BzaumopaeiicTBue 7] CBSI3H (v JAPYTrHUMH CTPYKTYPHBIMH
noapasaeeHHsIMH

5.1 Ornen yuwera M TOANEPKKM HWHOCTPAHHBIX TPaKAAH peann3yer
BO3JIOKEHHbIE HA HEro 3afaud W (YHKUMH BO B3aWMOACHCTBHHM C APYTHMH
noJpasfAeNeHuAMU ¥ uHeTUTyTamu/akyspreramu CI'Y W opraHusauusmMu B pamMkax
TIOJTHOMOYHH, OMpee/IeHHbIX HacToALMM [TonokeHneM.
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6 ITpaBa cTpyKTYPHOIro noapasaesieHus

6.1 Tlpasa oTnena ydeta W NMOMIEPKKH HHOCTPAHHBIX TPAKIAH PEATH3yeT
HAYaJIbHUK OTJEJa y4yeTa W MOANEPKKM WHOCTPAHHBIX IPakaAaH B COOTBETCTBHU C
TOJIHOMOYHAMH, OMPE/IENIEHHBIMU B €TI0 JOKHOCTHON HHCTPYKLIMH.

6.2 Otaen yueta u MoIepiKH HHOCTPAHHBIX MPAk/IaH MMEET MPaBo:

— sanpammBate y noapasaenenuid CI'Y undopmaumo, HeoGxomumyo ans
BBITOJTHEHHUS CBOMX 33a1a4 U (pyHKLIMH;

— JAaBaTh Pa3bsCHEHHMs, PEKOMEHALMH U YKA3aHHsI 110 BOMPOCAM, BXOIALINM B
KOMMETEHLHIO OTAENa;

— TpeboBaTh M MOMyuaTh OT BCEX CTPYKTYPHBIX moapasaenehuii CITY
CBCICHHUS, HeO6XO}ll/IMbIe JUISA BBITIOJTHEHHUS  BO3JIOKEHHBIX Ha OTJel yu€ra H
NOIEP)KKH MHOCTPAHHBIX IPask/1aH 3aj1au;

= nonyuats nocrynatomne B CI'Y gokyMeHTbl M MHble MHDOPMALMOHHbIE
MaTepHabl IO CBOEMY NPOMHIIIO 1Sl 03HAKOMJICHHS U MCIIOIb30BaHKA B paboTe;

— BECTH MEPEeNuCKy MO BOMpOCaM, OTHocsALMMes K komnerenunn CIY, a
TAlOKe MO JPYrMM BONPOCAaM, HE TPEOYIOIIMM COIJIACOBAHHMS € DPEKTOPOM M
npopekropamu CI'Y;

= BHOCHTb pykosoacTsy CI'Y npetoxenust 1o BOMpocaM, BXOSLINM B
KOMIETEHLHIO OT/AENA yueTa U MOANEPKKH HHOCTPAHHBIX IPakKAaH;

— MPOBOAWTH COBEILAHHA MO BOMPOCAM, BXO/SLIMM B KOMMETEHLMIO OTAeNa
yYeTa U NOJIEPIKKH MHOCTPAHHBIX MPaX/1aH;

— TOJIb30BATHCS  BBIAEJEHHBIMH Ul HEro MOMELICHHSIMH, MaTepHabHO-
TEXHUYCCKMMHU  CPEACTBaMM,  00OpYNOBAHWEM W OPITEXHHKOH,  BK/IIOUAs
KOMIBIOTEPbl  HHAWBWAYAIbHOTO  NOJL30BAHUS, KONMPOBAILHO-MHOKHTEIbHbIE,
anmaparsl CBSI3H M Ip.;

— BECTH TMEPENUCKY C YUPEKACHHAMH W OpPraHM3auMsMH M0 BOMPOCAM
MEKAYHAPOAHOH IeATEbHOCTH M HabOpa MHOCTPAHHBIX rpakaaH Ha yueby B CT'Y
C HCIMOJIb30BAHUEM THIMOBbIX O0Pa3LOB JOKYMEHTALWH, A TAaKkKe OCYLIECTBIATH
HEOOXOAMMbIE KOHTAKThI ¢ MPUMEHeHHeM BbiaeneHHbIx emy CI'Y cpecTs cBs3H.

7 OTBETCTBEHHOCTb CTPYKTYPHOI0 MOAPA3/1e/1eHHUs

7.1 HawanbHuk oTaena HeceT [MEPCOHAILHYIO — OTBETCTBEHHOCTh  3a
HEBBITIOJTHEHHE OT/IEIOM YUeTa M MOAAECPIKKH HHOCTPAHHBIX FPAsKAAH, BO3JIOKEHHbIX
Ha Hero DYHKLMH, 1 HeUCIIOJIb30BaHHE MPEAOCTABICHHbIX TIPaB.

8 Oprann3auus 1esITeJIbHOCTH CTPYKTYPHOI0 10APa3aeJeHust

8.1 YnpapneHue AATEIbHOCTBIO OTAENA YUeTa W MOMANEPIKKH HHOCTPAHHBIX
rpakJaH OCYILECTBIISIETCS MOCPEACTBOM

— IUIAHUPOBAHUA AEATEIbHOCTH (PadoT, MEPONPUATHI);,

— peanu3anuy paboT (MepONpHATHIA);

— KOHTPOJIA U OLEHKH PE3yJbTaTUBHOCTH U d(P(PEKTHBHOCTH BBIMOJHEHHBIX
pabor;

— aHaJIk3a Pe3yNbTATOB U MOCTOSIHHOIO YJ1yULLICHHUS AeSITeIbHOCTH.
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8.2 [naHupOBaHME AEATEBHOCTH BKITIOYALT!

— YCTAHOBJIEHHE CPOKOB MCIOHEHUS PAOOT (MEPONPHATHA),

— Ha3HAUEHME OTBETCTBEHHbIX 3@ OPraHM3auMIo, OCYLIECTBICHHE H
KOHTPOIb 3aTIAHMPOBAHHBIX PAGOT (MEPOMPUATHIA).

8.3 Peanuzaums paboT (MEPONMPHATHI) OCYLIECTBISETCS B COOTBETCTBUH C
3aMIaHAPOBAHHBIMHM CPOKAMH M BbIIEJIEHHBIMHM PECYPCaMH.

84 KoOHTpONb W  OLEHKA PEe3yJabTaTHBHOCTH M 3(dexTuBHOCTH
BBITIONTHEHHBIX PAGOT OCYIIECTBIIAETCS MO CIICAYIOUIHM KPHTEPUAM:

— BBIMONHEHKE PAbOT (MEPONPHUATHI) B YCTAHOBJIEHHBIC CPOKH;

— OTCYTCTBHE TNpETEH3Hil PYKOBOACTBA K JIEATENBHOCTH OTAeNa y4yeTa W
NOUIEPKKH HHOCTPAHHBIX IPaKIaH.

8.5 AHanN3 Pe3ysIbTaTOB W YAYUIIEHHE JEATELHOCTH 00eCneYnBatoTes:

— MPHUMEHEHHEM COBPEMEHHBIX METOMOB H CPEICTB aHAIN3a Pe3yJbTaToB,
TakuX Kak: Meroga cOopa CTaTHCTHYECKWX JAHHBIX, BEJEHWE (a3 AaHHBIX]
OTCJIEKMBAHHE MOHHUTOPHHIOBBIX TIOKAa3aTE/EH, CpPaBHEHWE IUIAHOBBIX M OTYETHBIX
nokasatenieil ¢ nokasatensmu mpemwectsytomero nepuoaa; SWOT  ananus;
NpOBeNIEHME MOHHMTOPHHIA Ha OCHOBE OJBalIOAUMH B CHHXPOHWM M JMAaXpOHHH
JIOCTHTHYTBIX PE3yJIbTaTOB;

— TUTAaHUPOBAHHEM " BBITTOJTHEHHEM KOPPEKTHPYIOLINX "
Tpe /Iy npekAaloIUX MEPOTIPHSATHH.

PykoBoauTesb pazpaboTky,
MPOPEKTOP MO MEXKITYHAPOAHOM !/
JIeATETbHOCTH = JI.H. Konakos

OTBETCTBEHHbIW UCTTOTHUTEND,
HAvyaJbHUK OT/EJA yUeTa 1

MOAAEPIKKUA HHOCTPAHHBIX IPAXIaH A.B. Hecreposa
COI'’TACOBAHO

HauanbHUK IOPHAMYECKOTO OTACA %—‘ DL T'uzaryaun
HopMOKOHTPOJIb:

Benyimii mHKEHEP 10

CTaHIapTH3AUHH ﬁg&%u E.H. JlyGockast
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