®enepanbHOE rocy1apcTBEHHOE OI0KETHOE
00pa3oBaTe/bHOE YUPEKIECHUE
BBICIIIETO 00pa30BaHUS
«Camapckuii rocy1apCTBEHHBII
SKOHOMUYECKUN YHUBEPCUTET»

YTBEP)KI[AIO
(&) 3§ BO «CI'DVY»

J01’KHOCTHASI HHCTPYKIHS
Yd4eHnoro cekperapsi Y4eHoro copera
PI'bOY BO «CI'2Y»

I

ey
1. O6mue nonoxenuss
1.1. Vuenslii cexperapp Y4eHOro coBeTa (hefiepajbHOr0 rocyaapCTBEHHOTO
Or0KETHOTrO 00pa30BaTEIBHOIO YUpEeXkKAeHUs BbIcIIero oopasoBanus «Camapckuit
rOCyJapCTBEHHBIH 5SKOHOMHYECKHM YHHUBEpPCUTET» (nanee — YHHUBEPCHTET)
OTHOCHUTCS K KaTeropuu PyKOBOJIUTENIEH.

1.2. Ha pomxHOCTe Y4eHOro cekperaps Ha3Ha4yaeTCs JIMII0, MMEIOIIEe
BbICIIee O00pa3oBaHHMEe M CTaX pabOThl B OpraHU3alMsX [0 HAMpaBIEHHIO
npo(ecCUOHAIBHON AeATeIbHOCTH He MEeHee 5 JIeT, P HATWYHK YUYEeHOU CTEeNeHH
cTaxk paboThI HE MeHee 3 JIeT.

1.3. YueHnslii cexperapp Ha3Ha4YaeTCs Ha JODKHOCTH IIPUKA30M PEKTOpA.

1.4, Vwuenbli cekperapp TIOAYMHSAETCS HETNOCPEACTBEHHO  PEKTOPY
YHuBepcurera (rpeacenaTero Y4YeHOro COBETa).

1.5. V4eHslii cexkperapb JOJKEH 3HATh 3aKOHBl W HWHBIE HOPMATUBHBIE
npaBoBele akThl Poccuiickoit ®enepanuu 1o Bompocam 00pa3oBaHHS U
INOJArOTOBKM HAay4YHO-TIIEJarOrMYeCKUX UM Hay4yHBIX KaJpoB; IPHOPHTETHHIE
HanpaB/IeHUsl pa3BUTUs 0Opa3zoBaTeNbHOM cucteMbl Poccuiickoit ®Denepanmu;
OCHOBBI  T'PaXJIaHCKOTO, aJIMHHUCTPATUBHOrO, TPYIOBOro,  OFOHKETHOIO,
XO3MCTBEHHOIO0  3aKOHOAATENIbCTBA; OCHOBHBIE  CBEIEHUS O  pPa3BUTHUU
00pa3oBaHus B 3apy0ekKHBIX CTpaHaX; MOPSIOK U YCIOBHS NMPOBEIEHHUS] KOHKYpCa
Ha 3aMelleHHe JOJDKHOCTeH MpodeccopcKo-NpenoiaBaTeIbcKOro cocTaBa M
Hay4YHbIX PaOOTHHMKOB; TpeOOBaHUS K paboTe Ha IMEPCOHATBHBIX KOMITBIOTEpAX,
WHBIX 3JIEKTPOHHO-LUU(POBBIX YCTPOMCTBAX; OPraHU3aIMIO0 IeIOTPOU3BOICTBA,
NOPSANOK OQOPMIIEHHs IOKyMEHTAI[MH IHCCePTAMHOHHOTO COoBeTa (haKyjbTeTa,
00pa3oBaTENbHOTO  YUpeXJIEHMs; IpaBWIa W MOPSAOK  o(opMIIeHHMs
JIMCCEPTAllMOHHBIX paboT U  pedeparoB, TMpeJCTAaBIEHUS ACIHMPAHTOB K
rOCyAapCTBEHHBIM M MMEHHBIM CTHUIICHIWSM; OCHOBHBIE METOJbI TOUCKa, cOopa,
XpaHeHus, 0O0pabOTKH, paclpocTpaHeHUuss HWHGMOpMalUKU, HEOOXOAMMOM IIs
OCYILIECTBJIEHUs] ~ HAy4YHO-UCCJIENOBATENLCKOW  NEeATEeTbHOCTH;  MEXaHU3MBbI
ohopMIIEHHs NIPaB UHTEIIEKTYaIbHOU COOCTBEHHOCTH; MPaBKJIa 110 OXpaHe Tpya
¥ [OXapHOH OesomacHocTH, YcraB, [IpaBuna BHyTpeHHEro pacHopsaka
VYHuBepcurera, MHbIE JIOKATbHBIE aKThl Y HHBEPCHUTETA.

1.6. YueHslii cexpeTapb B CBOeH A€ATEILHOCTH PYKOBOCTBYETCS:
- 3aKOHO1aTeNbCTBOM PD;



- IOpUKa3amMH, pAcCHOpPsSOKEHUSIMH, JPYTMMU  HOPMATUBHBIMU U
PYKOBOJSAIIMMU MaTepualaMi OpraHOB rOCyJapCTBEHHOM BIACTH;

- YcraBoM YHUBepCcUTETA;

- [IpaBusiamMy BHYTpEHHET O pacrnopsaka Y HUBEpCUTETA;

- UHBIMHU JIOKAJIbHBIMH aKTaMU Y HUBEPCHUTETA;

- MpUKa3aMU U PaCIOpsDKEHUSIMH MUHHCTepcTBA HAyKM M BBICILIETO
obpa3oBanus Poccuiickoii ®enepauny;

- HACTOSILLEN JOJDKHOCTHON MHCTPYKLIMEH.

1.7. Ha Bpemss otcyTcTBHSI YUeHOro cekperaps (OTIyck, OOJie3Hb,
KOMaHJIUPOBKa, Tp.) ero 00s3aHHOCTH UCIOJHSET JIMLO, Ha3HAUeHHOE MPUKA30M
peKTopa, KOTOPOE HEeCeT OTBETCTBEHHOCTh 32 HEHUCIIOJIHEHHE M HeHaJJiexallee
UCIIOJTHEHUE JIOJDKHOCTHBIX — OO0SI3aHHOCTEH, MpeIyCMOTPEHHBIX HACTOSIIEH
JIOJDKHOCTHOM MHCTPYKLIUEH.

2. JIOJIZKHOCTHBIE 00SI3aHHOCTH

2.1. V4aeHnslii cekpetapp 00s3aH:

2.1. KoopaunupoBars paboTy MO MOATOTOBKE TUIAHOB pPadOThl YYEHOro
COBE€Ta, KOHTPOJIUPOBATH UX BHIIIOJTHEHUE;

2.2. OOecneunBaTh M OPraHU30BbIBAaTh TEXHUYECKYIO M TPOIEAYPHYIO
MIOJrOTOBKY 3acelaHuil U paboTy Y4yeHOro coBeTa Y HUBEPCUTETA,

2.3. ®@opMupoBaTh NPOEKT IOBECTKH MAHS 3acedaHus YYEeHOTO COBETa |
IIPEACTABIATh €€ Ha pacCMOTpPEeHHe peKTopaTa M oao0peHue IpeacenaTelnto
Y4eHoro coBeta Y HUBEPCUTETA,

2.4. OpraHu3oBbIBaTh MOJATOTOBKY MPHHATHUS pPEIIEHUH YUYEHOro COBETa U
CBOEBPEMEHHOI'O [JOBEACHHS MX [0 TMOJpa3lelieHuid U HemoCcpeICTBEHHbIX
HUCIOJIHUTEJIEH;

2.5. KoHTponupoBath MOATrOTOBKY MaTepUasoB IO BOMPOCAM TMOBECTKH ITHS
3acelaHusl YUEHOIo COBeTa Y HUBEPCUTETA,

2.6. ObecneunBaTh OOpMIIEHHE MPOTOKOJIOB 3aceJaHUuil YUYEeHOro COBETa B
CPOKH, yCTaHOBJIEHHbIe PernmaMmeHToM paboThl Y4eHOro coBeta Y HUBEPCUTETA;

2.7. KoHTponupoBaTh BBINIOJHEHHE IUIAHOB pPabOThl YYEHOro COBETa
VYHuBepcurera;

2.8. KonTponupoBaTh peanu3aiuio peleHnii Y4eHoro copeta Y HUBEPCHTETA;

2.9. JloknanbiBaTh YUE€HOMY COBETY YHHBEPCHUTETA O BBINOJHEHHH IIJIAHOB
VY4eHoro coBeta YHUBEPCHUTETA U €r0 PEIICHHIA,

2.10. KoopauHupoBaTh B3auMOJEWCTBHE YUYEHOrO COBeTa YHUBEPCUTETA U
CTPYKTYPHBIX IOAPA3ACIICHUNA YHUBEPCUTETa B COOTBETCTBUU C MOJTHOMOUYMSIMHU
VY4eHoro coBeta Y HUBEpCHUTETA;

2.11. ObecneunBaTh COOJIOJIEHUE YCTAHOBIEHHON MpPOLIEAYPhI BBIOOPOB IO
KOHKYPCHOMY OTOOpY IpEeTeHIEeHTOB Ha JOJDKHOCTH HAy4YHO-TI€JarOrHYeCKHX
pabOTHHUKOB,;

2.12.  Oka3plBaTh  METOAWYECKOE PYKOBOJICTBO  YUYEHBIM  COBETOM
MHCTUTYTOB/(HIINATIOB B paMKax BO3JIO)KEHHBIX 00s3aHHOCTEH;



2.13. UHCTpyKTHPOBaTh HAyYHO-NEJArOrMYECKUX PabOTHUKOB CTPYKTYPHBIX
noapasesieHuii YHUBepCUTeT U ero ¢uiuana o MOpsiiKe MPUCBOSHHS YYEHbIX
3BaHHM;

2.14. OpraHu3oBbIBaTh NPOBEJCHUE aTTECTAllMM HAay4YHO-TEJAarorH4ecKux
pabOTHUKOB B CBS3M C IMPEACTaBICHHMEM K IIPUCBOEHHUIO YUYEHOI'O 3BaHMS
npodeccopa U I0IeHTa 110 HAy4YHOH ClelUaTbHOCTH;

2.15. TloaroraBnuBaTh aTTeCTallMOHHBIE JIela COUCKATeNeld YYEeHBIX 3BaHHM,
NpeCTaBIsATh UX B MUHHUCTEPCTBO HayKH U BbICIIero oOpasoBaHHs Poccuiickoii
Qenepanuuy;

2.16. IlpoBoauTh yd4eT W pPETrUCTPALMIO JIUYHBIX AaTTECTALMOHHBIX el
coUcKaTesel y4eHbIX 3BaHul;

2.17. OpraHu3oBbIBaTh IIOJyY€HHE AaTTECTAaTOB YYEHBIX 3BaHUM B
MuHucTepcTBO Hayku M Bbicimero oOpa3oBaHusi Poccuiickoii ®Denepauuu u
BBIZIa4y UX COUCKATEeIIsIM;

2.18. OpraHu3oBbIBaTh  MPOBENEHUE  MOTIOJHUTEIBHOM  SKCIEPTHU3BI
00OCHOBaHHOCTH NPEICTABICHHUS K YYEHOMY 3BaHHMIO Mpodeccopa U JIOLEHTa
coMcKaTeNel U3 Ipyrux By30B I10 MOpy4YeHUIO MUHHCTEpCTBAa HAyKU U BBICIIETO
obpazoBanus Poccuiickoit ®enepanuu;

2.19. HUHCTpyKTHpOBaTh Y4Y€HBIX CeKpeTapeil YYeHBIX COBETOB (uauaia/
UHCTUTYTOB I10 BOIIPOCAM, CBSI3aHHBIM C pa0OTON yUeHBIX COBETOB;

2.20. KoHTponupoBaTh coAep)KaHHE TIPOTOKOJOB YUYEHOTO COBeTa
VYHHUBepcUuTeTa U UX OKOHYATeNIbHOE 0(OpMIICHHE;

2.21. ®opmupoBaTh ¥ OPraHWU30BBHIBATH XpPAHEHHE W Tepefady B apXHB
JIMYHBIX J1€]1 COMCKATEJIEN YUYEHBIX 3BaHUN;

2.22. PykoBoauTh paboOTOM IO COCTABIICHHIO ONMMCEH OeN I Tepeaadyu
JOKYMEHTOB B apXMB, COCTABJICHUIO aKTOB 00 YHHYTOXXEHHH [OKYMEHTOB, CPOKH
KOTOPBIX UCTEKJIH;

2.23. Ocy1ecTBIsTh KOHTPOJIb 32 COCTOSTHHUEM JIEJIONPOU3BO/ICTBA;

2.24. OcywecTBIsATh HHBIE MOJHOMOYHUS, CBSI3aHHBIE C JIEATEIBHOCTHIO
Y4eHoro coBeta Y HUBEpCHUTETA,;

2.25. Cobmonate TpeboBaHHS KOHGHICHUHATBHOCTH  HWH(POPMAIHH,
COJIepIKallleil NIepCOHAIbHbIE JaHHble pAOOTHUKOB, a TaKXKe TPEThUX JIMII, CTaBIIEH
€My U3BECTHOM B CBS3U C UCIIOJHEHHEM JODKHOCTHBIX 00S3aHHOCTEIA.

3. IIpaBa

YueHslil cekpeTapb UMEET MpaBo:

3.1. 3HaKOMHTBCS C MPOEKTaMU pelIeHHH aJMUHUCTPALUK YHUBEPCUTETA,
KacCaloILUXCs ero JesTeIbHOCTH;

3.2. BHOCHTH TNpEUIOKEHUS] TI0 COBEPILEHCTBOBAHUIO PabOTHI, CBA3aHHOI
IpeIyCMOTPEHHBIMU HACTOSALIECH JOKHOCTHOW HHCTPYKLIHMEH 00S3aHHOCTIMH;

3.3. B mpenenax cBoed KOMIIETEHIMHM COOOIIATh PEKTOPY 000 Bcex
HENOCTAaTKaX, BbIABICHHBIX B IMpOLECCe CBOEH NeATEIbHOCTH, M BHOCHTH
IIPETIOKEHUS 110 UX YCTPaHEHHIO;

3.4. TpeGoBaTh OT aAMUHUCTPALK YHHBEPCUTETA OKA3aHMsI COJIEHCTBHS B
UCTIOJTHEHMH CBOUX JIOJDKHOCTHBIX 00SI3aHHOCTEH U peau3aluu pas.



4. OTBeTCTBEHHOCThH

Y4eHbIl ceKpeTapb HECET OTBETCTBEHHOCTD 34!

4.1. HeHaaNeXKallee WCIOJIHEHHE WU HEUCIOJHEHUE CBOMX NOJDKHOCTHBIX
00s3aHHOCTEH,  TNPEeayCMOTPEHHBIX  TPYAOBBIM  JOrOBOPOM,  HACTOSILEH
JIOJDKHOCTHOM MHCTPYKLIMEH, B TOM 4YHUCJe 3a HeoOecnedeHHWe COXPaHHOCTH
JOKYMEHTOB, YCIOBUH MJii BHEIPEHUs, NPUMEHEHHS U COBEPLICHCTBOBAaHUE
CHUCTEMBI MeEHE/DKMEHTa KadyecTBa, HapylleHHWe peXuMa KOHQUISHIHUAIbHOCTH
HHGOpPMAIIUH, colepiKalleld epcoHalIbHbIe JaHHbIE - B Mpeesax, OlpeieIeHHbIX
TPYAOBBIM 3aKOHO/ATENIbCTBOM PD;

4.2. mpaBOHapyIlIeHHUs, COBEpIICHHbIE B IIPOLIECCE OCYIECTBIEHUS CBOEH
JEATETLHOCTH - B IpeJesiax U B CIy4asix, YCTAHOBJIEHHBIX aJMUHUCTPATUBHBIM,
YTOJIOBHBIM U TPY/I0BBIM 3aKOHOAATEIbCTBOM PD;

4.3. mpuyMHEHHe MaTepHajJbHOro ymepba - B mpenesnax, ONpeIesIeHHbIX
TPYJOBBIM 3aKOHOaTeIbcTBOM PO.
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