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1 O6wme nonoxeHus

1.1 OpraHusaunoHHo-aHanuTuieckuit  otaen (OAO) cospaH Ha  OCHOBaHWUU
npukasa pektopa ot 17.10.2014 Ne 649-B u aBnseTcs CTPYKTYypHbLIM noapasaeneHmem
yHuBepcuTeTa.

1.2 OpraHu3aunoHHO-aHaNUTUYECKUA  OTAeNn  MNOAYUMHAETCA  NPOPEeKTopy Mo
aAMUHUCTPATMBHON AESTENBHOCTM W YNPaBNEHWIO NEepCcoHanom yHueepcuteTa U
OCYLLECTBISET CBOO AESTENIbHOCTL NOA €ro PyKOBOACTBOM.

13 B cBoe [EesTenbHOCTH OopraHv3aunoHHO-aHaNUTUYeCKUin otaen
pyKOBOACTBYeETCS:

- [eiicTByIOLMM 3akoHoaaTenbcTBoM Poccuiickoih deaepauum;

- ykasamu [pesupeHta P®, noCTaHOBMNEHWUSMMW, PaCMOPSKEHUAMU 1
HOpMaTuBHbIMM JokyMeHTamu [MpasuTtenbctBa P®, MunuctepctBa obpasoBaHusi 1
Haykm Poccuiickon ®epepauun, ®depepanbHoit cnyxbbl no Haasopy B cdepe
obpa3oBaHus 1 Hayku;

- Ycrasom CIY;

- Mpukasamu u pacnopsbkeHusimm pektopa CIY;

- HacTosimm MonoxeHnem.

2 CtpykTypa u coctaB Otaena

2.1 CTpyKTypy ¥ COCTaB (LUTAaTHOE pacnucaHne) opraHM3aLmMoHHO-aHanUTUYECKoro
OTAena yTBepXaaeT PeKTop yHusepcuteTa.

2.2 PyKOBOACTBO  [EATENbHOCTbIO  OpraHuW3aLMOHHO-aHanuTM4Yeckoro otaena
OCYLLECTBNSET HaYanbHUK OpPraHM3aLnoHHO-aHanNUTMHEeCcKoro oTaena, HasHa4aembli Ha
[OMKHOCTb M ocBobGOXaeMblii OT Hee MpuKasoMm pekTopa YHuWBepcuTeTa.
[leaTenbHOCTb HavanbHWKa OpraHM3auMOHHO-aHaNMTUYECKoro OoTAena onpeaeneHa
LOMKHOCTHOW MHCTPYKLIMEN.

2.3 O6bem paboTbl Mexay COTpyAHWKaMu pacnpeaensietcs B COOTBETCTBUU C
LOMKHOCTHBIMU 0BA3aHHOCTAMM.

2.4CotpygHukn  OTtpena obecneunBaloT CBOEBPEMEHHOE W KayeCTBEHHOe
BbINOSMHEHWE CBOMX (DYHKUMOHAnNbHbLIX 0bsi3aHHOCTEW, nnaHoB paboTkl, NopyyYeHuin
HavanbHuka Otgena.

3 OcHoBHbIe uenu u 3agaumn Otgena

3.1 OCHOBHON LENbI AEATENbHOCTU OpraHU3aLMOHHO-aHaNUTUYECKoro oTaena
ABNSETCHA: OpPraHU3aLUMoHHOE, aHaNMTUYeCcKoe, AOKYMEHTaLNOHHO., NHOoPMaLMOHHOoe
1 nHoe obecnevyeHne AeaTenbHOCTU YHMBepcuTeTa.

3.2 K oCHOBHbIM 3afja4aM OpraHv3aLMoOHHO-aHaNUTUYECKOro oTaena OTHOCATCA:

— ocywecTBeHWe CUCTeMaTMyeckoro aHanusa noctynawoumx B CIY
OOKYMEHTOB, MOATOTOBKA W MpefcTaBreHne MO HUM MPOEKTOB MOPYYEHWUA U MHbIX
maTepuasnos A NPUHATASI PEKTOPOM YNPaBEHYECKNX PELLEHNI,

—  MOHWTOPUHI CTaTUCTUYECKUX [aHHLIX W aHanu3 pesynbTaToB AEesTenbHOCTU
cry,;

— opraHusauusi yvactus CIY Bo Bcepoccuiickux U MexXayHapoAHbIX
obpasoBaTenbHbIX PeATUHrax By30B;
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— yyacTve B (DOPMUPOBAHUM W peanu3auunm EeAuHOA  MHGOPMAaLVOHHOM
nonutukn CIY, HanpaBneHHON Ha Co3fjaHne 1 NOAAEPXKKY MOMOXUTENbHOrO UMUAXKA
cry;

— opraHusauus MH(OPMaLMOHHOTO  B3aumopeicTsus ¢ MuHUCTEpPCTBOM
obpasosaHus 1 Hayku Poccuiickoii ®eaepaumn Yepes cuctemy MAC «MOHUTOPUHIY;

— yyacTue B MOATOTOBKE MPOTOKOMbHLIX MEPONPUATUIA NO MOPYYEHNIO pekTopa
YHusepcuTeTa.

4 OyHkumm OTpena

4.1Mpwn peanusauum 3apay OpraHW3aLMOHHO-aHaNUTUYeCKUin otaen
OCYLLECTBMSIET CrieayloLne Bubl AEATENIbHOCTU: OPraHN3aLMOHHYI0, aHANMTUYECKYIO 1
VHOPMALIMOHHY!O.

4.2 OCHOBHbIMU (DYHKLMSIMU OpraHU3aLMOHHO-aHaNIMTUYECKOro OTAeNa SBNSATCA:

- opraHu3sauuoHHoe obecneyeHne aestenbHocTn pykooacTea CIY;

- paccMOTpeHVe B YCTAHOBMEHHOM MOPSAKe MUCEM, 3asBrieHuidi n obpalueHnin
rpaxgaH, rocyfapCTBEHHbIX OpraHoB, OpraHoB MECTHOrO  CamoyrnpaBneHus,
NPeAnpPUATUIA, yYpEXAEHWUIA, OpraHM3aumnin No BONpocam, OTHOCSLLUMMCS K KOMNETEHLUN
Otpena;

- - noArotoBka W aHanuTuyeckas obpaboTka  uHdopmauum - ans
MOHWUTOPUHIOB CTaTUCTUHECKMX AaHHbIX U aHanusa pesynbtatos aeatensHoctu CIY;

- - noAroToBka W aHanuTuyeckas obpaboTka MHbopmauun Ans yy4actus
CTY Bo Bcepoccuiickux 1 MexayHapoaHbIX 0bpa3oBaTenbHbIX PeiiTUHrax By30B;

- yyacTue B aHanM3e U  W3YYEeHUM COBMECTHO CO  CTPYKTYPHbIMMW
noapasfeneHns M COCTOSIHUS Aen MO MCMOMHEHWo nopyyeHuii pykosogctea CIY,
NOArOTOBKE aHaANMUTUYECKUX MaTepuanos PyKOBOACTBY O COCTOSIHUM MUCMONHUTENbCKO
OVCLMNIUHBI, METOAVKI OpraHn3aLmn KOHTPOMS U NPOBEPKU UCMIONHEHNS NOPYYEHWIA;

- OKasaHWe KOHCYNbTaLMOHHO-MeToAnYeckon nomowm paboTtHukam CIY no
BOMpocam, BXoAsLMM B komneTeHuuio OTaena;

- obecneyeHne OpraHW3aLWOHHOW U  TEeXHWYECKOW MOAAEPXKM paboTbl
aTTecTaUMoOHHOM KOMUCCUM aAMUHUCTPATUBHO-XO3SICTBEHHOrO NepcoHana;

- ofecneyeHne  OpraHWM3aLMOHHO-METOANYECKOW,  AOKYMEHTAUMOHHOW U
TEXHWYECKON NOALAEPXKKM NpoLeAypbl HarpaxaeHus paboTHukos, obyyatowmxcs CIY u
MHbIX nuy MoyeTHoM rpamoToii CIY

- obecneyeHue xpaHeHUs U yyeTa cornalleHuit (4oroBopos, MEMOPaHAYMOB) O
cotpyaHuyectse CIY co CTOPOHHUMM OpraHnsauuamu;

V‘X‘M J - OCyWecTBnseT uHbie hYHKLWM B COOTBETCTBUM C NopyyeHusimu pektopa CI'Y.

5 BaaumopencTeme ¢ ApYruMu noapasaeneHnsamm

5.1B xoge peanusauuu ceoux 3ajay u cyHkumin OTaen B3auMOAENCTBYET C
apyrumu nogpasaenerusimu CIY v BHELLIHUMM OpraHM3aumsiMn B pamkax nosfiHoMouni,
onpefeneHHbIX HacTosLWwMM MonoxeHuem, npukasamn 1 pacropsKEHUAMI pekTopa.

6 NMpasa OTaena
6.1 MpaBa OpraHN3aUMOHHO-AHANUTUYECKOTO OTAEeNna  peanuayeT HauanbHuk
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OpraHM3aUMOHHO-aHaNMTUYECKoro  oTaena B  COOTBETCTBUM  C  MONMHOMOYUSIMU,
onpeaeneHHbIMU B JOMKHOCTHON MHCTPYKLMUN.

6.2 lNMoapasaeneHne UMeeT Npaso:

- npvBnekatb pykoBoAacTBO M paboTHukoB CIY K NoArotoBke maTepuanos,
CBSI3aHHbIX C peanu3aauven nopyyeHuii pektopa CIry;

- BO3BpaLyaTb, NPU HeoBXOAMMOCTM, UCTIOMHUTENAM AOKYMEHTbI u TpebosaTb
ux [opaboTkW B COOTBETCTBMM C YCTAHOBMEHHLIMM MNpaBunamu U Hopmamu Mo
0hOPMIEHUNIO U KAYECTBY NOATOTOBKM,

- BbICTyNnaTb C NPEANOXEHUSMM NO ONTUMM3ALIMM MHGPOPMALIMOHHON NOSIUTUKN 1
paBoTbl N0 hopMMPOBaHUIO NO3UTUBHOTO UMMaxka CIY;

- nonb3oBaTbCs UHGOPMALMOHHBIMK cuctemamu CIY;

- OCYLWECTBMSATb NPOBEPKN  BbINOMNHEHWsi TpeboBaHUA  OpraHWM3auWOHHO-
MeTOANYECKUX AOKYMEHTOB CTPYKTYpHbIMU noppasaeneHusmu CIY B cooTeBeTcTBuM C
HopMmaTuBHoiI 6a3oit MuHo6pHayku Poccuu;

- BHOCUTb MPEAMOXEHUsI U OCYLLECTBNATL peanusaumio Mep, HanpaBneHHbIX Ha
YCUNEHUE UCMONHUTENbCKOA AncumMnnmnHbl B CIY, NOBbLILIEHUIO KAYECTBa NEKTPOHHOIO
[[okymeHToobopoTa;

- rOTOBUTb MPOEKTbl PacnopsANTENbHbLIX 4OKYMEHTOB MO BOMPOCAM, BXOAALLMM
B koMneTeHumo OTaena v no oTAenbHbIM ykasaHusiMm pykosoacTea CIY;

- TOTOBWTb JOKYMEHTbI MO HarpaXaeHWo COTPYAHNKOB noveTHon rpamoTon CI'Y,
C y4eTOM NWUYHbIX 3acnyr U [OCTUXeHWA B cdepe obpasosaHus C  LeENbio
CTUMYNUPOBaHUSA TpyAa U BbICOKUX AOCTIKEHWIA Ha Bnaro counanbHO-3KOHOMUYECKOro
pasBUTUS YHUBEPCUTETA,;

- MPOBOAWTb COBELLaHMA C COTPYAHMKAMW CTPYKTYPHbIX MOApasfeneHun,
OTBETCTBEHHbIMU 3a obecnevyeHue [OKyMeHToobopoTa, BefeHWe 3MeKTPOHHbIX 6a3
[enonpon3BOACTBa U KOHTPOIb BbINONHEHUS nopyyexuii B CIY, a Takke no sonpocam
MHOPMaLIMOHHO-CNPaBOYHON AEATENBHOCTH;

- npeacTaensaTe CMY B CTOPOHHWX OpraHu3auusix no BONpocam, OTHOCALLMMCS K
komneTeHuun OTaena. ’

7 OTBeTcTBeHHOCTb OTAENna

7.1 HayanbHUK OpraHu3aLVoHHO-aHanUTMYEeCKoro oTAena HeceT nepcoHanbHyto
OTBETCTBEHHOCTb, KOTOpas onpeaeneHa AOMKHOCTHON UHCTPYKLMEN, 3a AeATeNbHOCTb
opraHu3auyoHHO-aHaNMTU4YeCcKoro otaena.

7.2 PaboTHuku OTaena HecyT OTBETCTBEHHOCTb:!

- 3@ CBOEBPEMEHHOCTb, [AOCTOBEPHOCTb M MOMHOTY  MHGopmaumu,
npeacTaBneHHon HauvanbHuky OTaena wnm pykosoactsy CIY B npepenax cBoew
KOMMeTeHLMH,;

- 33 HeHagnexallee UCMOMHEHWEe UMW  HEUCMNONMHEHWe  AOSHKHOCTHbIX
06s13aHHOCTEN M HapyLueHue crnyxebHoro pacnopsiaka.

8 OpraHusauus aestensHoctn OTaena

8.1 YnpaBneHne [AeATENbHOCTLIO —OpraHU3aUMOHHO-aHanuTU4eckoro otaena
OCYLLEeCTBNSETCA NOCPEACTBOM:

- NNaHMpoBaHWs 4ESTENLHOCTM (paboT, MeponpuATHiA);
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- peanusauuu paboT (MeponpuaTuii);

- KOHTPONSi U OLEHKN Pe3ynbTaTUBHOCTU W 3hEKTUBHOCTU BbINONHEHHbIX
pabor;

- aHanu3a pesynbTaToB Y MOCTOSHHOTO yNyYLUEHWUs AeATENbHOCTU.

8.2 MnaHupoBaHue AeATENbHOCTU BKNIOYaET:

- yCTaHOBMEHWE CPOKOB UCMOMHEHNUs paboT (MeponpusaTwii);

- HasHa4yeHue OTBETCTBEHHbIX 33 OpraHv3auuio, OCYLLUECTBIIEHME U KOHTPOIb
3annaHupoBaHHbIX paboT (MeponpusATwii);

8.3 Peanusauuss paboT (MeponpusTWil) OCyLLIeCTBNAEeTCA B COOTBETCTBUM C
3annaHNpoBaHHBIMI CPOKaMU U BblAENEHHLIMU pecypcami.

8.4 KOHTpONb U OLEHKa pe3ynbTaTMBHOCTU U 3hEKTUBHOCTU BbINOMHEHHbIX
paboT OCyLUECTBNSETCA MO YCTAHOBMNEHHBLIM KPUTEPUSIM:

- BbINonHeHue paboT (MeponpuaTuin) B yCTaHOBIIEHHbIE CPOKY;

- OTCYTCTBME MNpEeTEeH3Wii PyKOBOACTBA K [AESTENbHOCTU OpraHu3aLWOHHO-
aHanuTW4ecKkoro otaena

8.5 AHanus pe3ynbTaToB 1 ynyylleHne AenaTenpHoCT obecneymsatoTcs:

- NPUMEHEHWEM COBPEMEHHbIX METOAOB U CPEACTB aHanm3a pe3ynbTaTos.

- NNaHUpOBaHWEM W peanu3auveil KOppekTUPYILMX W npeaynpexaaroLmx
MeponpusTUn

8.6 dopma otyeTHOCTU O AeATenbHocT OTAena npoucxoauT B hopme yCTHOro
npeacTaBneHns HpopmaLmn pykoBoACTBY, NEPUOANYHOCTb OTHETHOCTU eXerofHa.

PykoBoauTens,

NPOPEKTOp N0 aAMUHUCTPATUBHOMN
OESTeNbHOCTM U ynpaBreHuio W
nepcoHanom A.B. Ctanbmaxos

nu4yHas nognucb, AaTta

OTBETCTBEHHbI UCNOSNHUTESb,
HayanbHUK OpraHM3aLmMoHHO- Ok
aHanuTuyeckoro otaena 7 05 RO6 C.10. dapeeBa

Mnanas noanvce, Aata

COI'MACOBAHO

HavanbHuk opuauyeckoro otaena __— s 3.1 MmsaTynuH
NUYHas Noanuch, gaTta

HopMmokoHTponb,

BeyLUMIA MHXEHEpP No E.H. lybosckas

cTaHfapTusauum Lol az 10204

nu4Has noanucs, aata




