VYreepxaeno [Ipukazom Pekropa
JlurioMaTuyecKoi akaieMuu
MHU/1 Poccun

ot «O4» wng, 2022 1. Ne Ly

HOJIOKEHHUE
00 YnpaBjeHun opraHu3aliu NpueMa H JOBY30BCKOI NOArOTOBKH
Junaomatuyeckoii akagemuun MU Poccenn

1. OBIIME IHOJIOXKEHMUS

1.1. Hacrossmee IlonoxxeHnne 00 VYmpaBieHMHM OpraHu3allik —TpUEMa
U JI0BY30BCKOU moaroroBku J{unnmomatuueckoit akagemunn MUJL Poccun (nanee —
«ITonoxeHue») peryiupyer NesiTENBHOCTh YTpaBlIEHUS OpraHU3alldd IpHeMa |
JOBY30BCKOM  IOATrOTOBKM  (mamee —  «YmpaBienue») DenepaibHOro
rOCyJIapCTBEHHOIO  OIOJX)KETHOTO  00pa30BaTENIbHOTO  YUYPEXKJEHHS  BBICIIErO
obpazoBanus  «Jlummomarnueckas axkagemuss MW  Poccum» (mamee —
«Axanemusi»), ompeAeNsieT ero 3axadd, (QYHKUMH, TpaBa H OOS3aHHOCTH
pabOTHUKOB, MOPSIAOK OpraHu3aluu paboThl, peopraHu3alldd U JUKBHJALNH
VYnpasneHus.

1.2. VYnpaBneHue sBisieTCsl CTPYKTYPHBIM NOoApa3eeHneM AKaJeMuu.

1.3. IlonHoe HauMeHOBaHHMe YTIpaBieHUss — YIpaBICHUE OpraHU3alUU
npueMa U  JIOBY30BCKOM NOATOTOBKM  DeliepalibHOIO  IOCYJapCTBEHHOTO
Oro/KEeTHOTO  00pa3oBaTENbHOrO  yUpeXKIEHUs  BbICIIEro  oOpa3oBaHMS
«JlumomaTtuyeckass akajgeMuss MHHUCTEpCTBAa HMHOCTpaHHBIX Jen Poccuiickoit
Qepepauum».

1.4. Coxpamennoe HaumeHoBanue — YOITulIT IA MW/J] Poccun.

1.5. YnopaBnenue nedcTBYyeT B COOTBETCTBUM C 3aKOHOAATEIHLCTBOM
Poccuiickoit @enepanuu, YcraBoMm Akanemuu, pelieHussMd YdyeHoro Cosera,
npukazamu Pekropa, Hacrosmum IlonoxeHMEM M HHBIMH  JIOKQJIBHBIMH

HOPMAaTUBHBIMH aKTaMH AKa,Z[eMI/II/I.



2. CTPYKTYPA YIIPABJIEHUSA

2.1. B cBoell pgedrenbHOCTH YmpasieHue mnoguuHsercs IIpopexropy mno
y4eOHoi1 paboTe U MOJIOIEKHOM MOTUTHKE.

2.2. YnopaBineHue BO3IUIABISAET HAYAJIBHUK YIPaBICHUs, OCYILIECTBISIOLINN
PYKOBOJCTBO BCEH 1€SITETBHOCTHIO Y IIPABIICHUS.

2.3. CTpyKTypy, YHMCIEHHOCTh, LITATHOE PACHMCAaHME U HU3MEHEHMsS] K HUM
yTBepxaaeT Pektop AxkanemMuu.

2.4. TpynoBsie 00s3aHHOCTA PaOOTHUKOB YIIpaBJI€HUSI U YCIOBUS UX TPYJa
OTIPEIEISAIOTCS TPYAOBBIMH JJOTOBOPAMH, 3aKIIOYaEMBIMU € KaXAbIM paOOTHUKOM,
JIOJDKHOCTHBIMHU MHCTPYKIUSAMH, [ [paBuiaMu BHyTpEHHEr0 TPYI0BOTO paclopsiika,
HacTosmMM [lonokeHHeM W MHBIMH JIOKaJbHBIMM HOPMAaTHUBHBIMU aKTaMH
AKaJeMuHu.

2.5. JIomKHOCTHBIE MHCTPYKIUM pPaOOTHUKOB YTpPaBIE€HUS YTBEPKIAIOTCS
PexTopom AkageMumu.

2.6. YmpaBieHue  BO3IVIAaBIs€T  HAYaJIbHHUK, KOTOPBIM  Ha3HA4aeTCs
Ha JOJDKHOCTh M OCBOOOXKIaeTCsl OT Hee MpuKa3oM Pektopa.

2.7. B cTpykTypy YIpaBieHHUs BXOIAT:

— OTJeJ OpraHu3alliy IpueMa;

— OTJEJ IOBY30BCKOU IIOJATOTOBKH.
3. OCHOBHBIE 3AJIAYM YIIPABJIEHUSA

3.1. OcHOBHBIMU 3aJ1layaMu Y IIpaBJIEHUS SBIISIOTCS:

3.1.1. opraHuzanysi ¥ MpoBelIeHHE NPUEMHOHM KaMIIaHWM B OakalaBpHaT U
MarucTparypy;

3.1.2. pazpaboTka u© peanuzauusi y4eOHBIX IIporpaMM M  IUIAHOB
B 00J1aCTH JJOBY30BCKOI'0 00pa3oBaHUs;

3.1.3. pa3paboTKa IpPOEKTOB JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB, HAIPaBJIEHHBIX
Ha peryJlHpoBaHHWE OpraHU3allMd U [POBEIEHHA IPHUEMHOM KaMIIaHHUH,

JIOBY30BCKOI'0 00Opa30BaHuUs;



3.1.4. copelicTBue CTPYKTYPHBIM [oApa3aeneHUIM AxkageMun
B OpraHM3allii M OCYILECTBICHHH OOpa3oBaTENIBHBIX IIPOIPaMM OCHOBHOTO H

JOTIONIHUTENBHOr0 00pa3oBaHuU1.
4. OCHOBHBIE ®YHKIIUH YIIPABJIEHNA

4.1. B nensx peanusalyyd BO3JOXKEHHBIX 3ajad YIpaBJieHHE OCYHIECTBISIET
CleyIOle OCHOBHbIE QYHKIIUHU:

4.1.1. otbop, npodopuenTaus U npoduiIbHas HOATOTOBKA a0UTYPHEHTOB JJIs
IIOCTYIJICHUS B OaKaJlaBpHaT U MarucTparypy AkaleMHu;

4.1.2. B3aUMOJIECTBUE B paMKaX KOMIIETEHLIHH C YUYPEXAECHUSIMH OOIEro,
cpexHero npohecCHOHAIILHOIO, BHICIIEr0 00pa3oBaHUsS M OpraHaMHd YNpaBICHHS
obpa3oBaHMeM, a TakKkXe C OpraHamMH TIOCYyJapCTBEHHOHl  BJAacTH,
NOABEJOMCTBEHHBIMH YUPEXACHUSIMH, KOMMEPYECKUMH OpraHU3alUsIMy;

4.1.3. opranusanys U NpPOBEJEHUE OJUMIIMAL, KOHKYPCOB H MEpONIPHATHII,
HaIIpaBJICHHBIX Ha IOBBIIIIEHUE y3HaBaeMOCTH AKaJAeMUH;

4.1.4. BoelsBreHUe, oTOOp U NpodopHEeHTALMOHHAs MOMIEPKKAa OIAapeHHBIX
¥ TAIaHTJIMBBIX a0UTYPHUEHTOB, KENAOIIUX NOCTYIIUTh B AKaJIEeMHIO;

4.1.5. conpoBOXX/IeHHE, COIIACOBaHUE U Y4YeT AOrOBOPOB OKa3aHHs IUIaTHBIX
00pa3oBaTeNbHBIX YCIYT, 3aKII04aeMbIX AKaZeMUeH;

4.1.6. comeiicTBHEe CTPYKTYPHBIM MOJpa3ielieHusAIM AKaJeMUHU B pa3paboTke,
IIOATOTOBKE U U3JaHUH y4eOHO-METOAUYECKHX U HayYHBIX MaTepUaIoB B 00acTH
npoduibHOro 06yyeHus;

4.1.7. pazpaboTka NpPOEKTOB JIOKAIbHBIX HOPMAaTHBHBIX aKTOB M JIPYrHX
JOKYMEHTOB, KacCaroIUXCsS BOMPOCOB OOecneueHHs ICATENbHOCTH YIIpaBICHMS
(KOHIIEIIIMH, IIPOTPaMMBbI Pa3BUTHS, TOJIOKEHHSI, IIPUKAa3bl, IONPAaBKU B IOTOBOPEI),
a TaKXKe MOJArOTOBKA TEKYIIUX IUIAHOB H OTYETOB O NpoJieaHHoM paborTe;

4.1.8. KOHTPOJIL M  y4eT HpoXOoAsAIUX B  AKaJeMHH, CpEeIHHX
o61eobpa3oBaTeNbHBIX MIKONaX, Kojulemkax, BY3ax ® Jpyrux opraHum3anusax

MEPOIPUATHH, KaCAIOIUXCS NS TENFHOCTH Y IIpaBIICHUS;
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4.1.9. cBOoeBpeMeHHOE M  IIOJHOE  IpefoCTaBlieHHe  HHQPOPMAaIMU
0 peajM3yeMBIX IIPOEKTax COTPYJHHYECTBA B pPEKIAMHO-HH(POPMAIMOHHEIX
pecypcax;

4.1.10. B3aMMOJENCTBYE €O CTPYKTYPHBIMH TOApAa3JeIeHUIMH AKaleMUU
B BOIpocax mnojdopa mpernojaBaTeNieil M OTBETCTBEHHBIX 3a IIPOBEICHHE
MEpONPHATHH, KacaloLUXCs ACATEIHHOCTH Y IpaBIeHUS;

4.1.11. obecriedeHnE U KOHTPONb IIOJIHOTHI M KadecTBa IIPOBEJEHHS
B AKaZIeMHH, a TAKXXe y4acTusA AKaZleMUH B IPOGOPHEHTAIIMOHHBIX MEPONPHUSATHUSIX,
y4JacTus B 06pa3oBaTelbHbIX BEICTaBKAaX, KACAIOUIUXCS AESTENNHHOCTH Y IIPaBIEHMUSI,

4.1.12. pazpaboTka ¥  CONIPOBOXIEHHE IOOKYMEHTOB, HEOOXOJHUMEIX
JUIS  TIPOBEIEHHs MEPOIPHATHH, KaCaloIUXCs JeATENbHOCTH YTIIpaBJeHHS,
1 GOpMUpPOBaHHE OTYETOB 110 HUM,;

4.1.13. opranusanus y4actus AKaJIeMHH B BBICTABOYHBIX MEPONPHATHAX IS
aOMTYpUEHTOB M BBIE3IHBIX IHAX OTKPBITBIX IOBEpeil B MOCKOBCKOM M APYIHX
peruoHax Poccuiickoil @enepanyu;

4.1.14. xoopauHanys pa3paboTKU U BHEAPEHHUS WHHOBAIIHOHHBIX HMPOrpaMM
npo¢OpHEeHTAIMH U APYTUX MPOrpaMM I MOTEHIHANBHBIX aOUTYPHEHTOB,;

4.1.15. xoopauHanysd HOATOTOBKM M H3JaHHUA PEKIaMHOM NPOIYKLHH;
CBOCBpEMEHHOE OOHOBIIEHHE JaHHBIX Ha OQUIHAIBHOM caiiTe AkaJeMun
B UH(QOPMAI[IOHHO-TENEeKOMMYHHKAIIMOHHO# ceTH MHTEepHET B COOTBETCTBYIOIIUX
paszenax, Kacaroluxcs JeATeIbHOCTH Y IpaBlieHUs, a Talkke Ha MH)OPMaIHOHHBIX
CTeHIaX AKaJleMHUH;

4.1.16. opranuszamuss  KOH(QEpeHIUii, KpYyIJbIX CTOJOB, CEMHHApOB
II0 BOIPOCaM, KacaloIuxcs NeITeIbHOCTH Y IpaBlIeHuS;

4.1.17. opranu3anys ¥ NpOBeIEHHE BCEX BUJOB BCTYNHUTENbHBIX HCIIBITAHHHA U
TECTHPOBaHUH (IIOATOTOBKAa MPOTrpaMMbl, KOHTPOJIb 32 ITOATOTOBKOW ayJIHUTOPHH,
perucrpanys y4aCTHHUKOB, 00paboTka pe3ynsTaToB U Ap.);

4.1.18. oprauuzanuus, CONPOBOXIEHHE, aHanMu3 0a3 MaHHBIX, CBA3aHHBIX
¢ Habopom Ha o6pa3oBareilbHble MPOTPaMMEI, pealu3yemble AKaJeMHed,

HaxXOAAIIMeECs B BEJCHUH Y IIPaBJICHUS,
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4.1.19. cocraBnenne IIPOMEXYTOYHBIX U HTOI'OBBIX OTYETOB I10 BCEMY CIICKTPY

JIeATEIBHOCTH Y TIpaBIeHUS.
5. TIPABA YIIPABJIEHUSI

5.1. Ynpagnenue s BEITIOJTHEHHS CBOUX (QYHKUMH U BO3JIOXXCHHBIX Ha HEro
3a7a4 UMeeT NPaBo:

5.1.1. npencraBnsate AKaJeMHI0O BO B3aMMOOTHOLIEHHAX C OpraHaMH
rOCylapCTBEHHOM  BJIACTU M  YNpaBICHHsS, BHEIIHUMH  YUYPEKIACHHUSIMH
U OpraHu3aIMsIMH, Y4eOHBIMH 3aBeJCHUSMH, IOPHUIMYECKUMH H (QH3NYECKHMHU
JHIAMH II0 BOIpPOCaM, BXOMIMM B KOMIETEHIUIO YIIPaBIECHHUS, COINIACHO
Hactosmemy [lomoxenuro;

5.1.2. 3ampamuBaTh ¥ NOJMY4aTh B CTPYKTYPHBIX ITOAPa3AeNeHUAX AKaJIeMHUH
HeoOXOMMMBIE MaTEPHAIIBI II0 BOTIPOCaM, BXOJSIIMM B KOMIIETEHLIMIO Y IIpaBJICHHUS,

5.1.3. HampaBiATh B CTPYKTYypHBIE NOApasfelcHus AKaJeMHH MaTepUAIbI
UHGOPMAI[HIOHHOTO M PEKOMEHAATENIFHOrO XapakTepa 10 BOMPOCaM, BXOISIIMM
B KOMITETEHIIUIO Y IPaBICHUS,

5.1.4. naBaTh pa3bACHEHHs U PEKOMEHAALMM IO BONPOCaM, BXOASIIHMH
B KOMIIETEHIUIO Y IIPaBICHUT;

5.1.5. monBp30BaThCd B  YCTAHOBJIEHHOM MOpsSAKe HMHQPOPMAIMOHHBIMH
JAHHBIMH CTPYKTYPHBIX MoOJpa3fielieHMi AKaJeMHH, a TaKke CcO31aBaTh
coOcTBeHHbIE 6aHKM JIaHHBIX, B TOM YHCJi€ Ha 3JIEKTPOHHBIX HOCUTEIIX;

5.1.6. B yCTaHOBJIEHHOM IIOps/AKE NPUBIEKATh NPEJCTABUTENEH CTPYKTYPHBIX
nojpasjeneHnii AKaleMUl K IOATOTOBKE H NMPOBENACHHUIO MEPOIPHATHA B LEIAX
peayu3allii BO3JIO0XECHHBIX Ha YIIpaBlICHHE 3a1a4;

5.1.7. BHOCHTh TIPEMJIONKEHUS II0 COBEPUICHCTBOBAHUIO [J€ATEIBHOCTH

YupasieHus.
6. OTBETCTBEHHOCTD

6.1. Havanpuuk VYmpaBieHHs HeCceT IEPCOHANBHYIO OTBETCTBEHHOCTD

3a BHIMOJHEHKE QPYHKIIHIA ¥ 3a]1a4, BO3JIOXKEHHBIX Ha Y IIpaBJICHHE.




6.2. OTBETCTBEHHOCTh PabOTHHUKOB Yupasnenus ompenesieTcs

JIOJ>KHOCTHBIMU MHCTPYKIUSIMH.
7. 3AKIIOYUTEJIBHBIE ITOJIOXEHUA

7.1. TloyoxeHus BCTyIIaeT B CHIIy C MOMEHTA €ro IOAIIUCaHuUs.

7.2. Hacrosiee Ilonoxenue yTpaduBaeT CUIly B Cllydae IPHUHSITHS HOBOIO
ITonosxenus.

7.3. I3MeHeHUs U [OINOJIHEHHUs, BHOCHMBIE B Hacrosllee IlonmoxeHnue,
MoJJIexaT yTBEpXKAeHUI0 PekTopoM AkanemMun.

7.4. Bompocsl, He yperyiaupoBaHHble HacTosiuM llosoxeHuem, moiexar
YperyJIMpOBaHHIO B COOTBETCTBUH C 3aKOHOIaTeIbCTBOM Poccuiickoit Penepanny,

VYcraBom n APYIUMH JIOKQJIbHBIMHA HOPMATUBHBIMH aKTaMU AKa}ICMI/IH.



