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HI'TY TICTI 11.4/1-23

7 [TonokeHue o CTPYKTYPHOM MOAPA3ICIICHHH

Metoguueckuil oTaen

1. OGmue nongxeHus

1.1 Mertoauueckuit otaen (panee — MO) sBisierest CTPYKTYPHBIM NOApa3AeIecHIeM (eaepanbHoro
rocyJapcTBeHHOro  OroipxkerHoro  oOpa30BaTeNbHOTO — YUPEKJEHHS  BRICIIEre  00pa3oBaHus
«Hmmxeropoackuil TocyrapcTBEeHHBIH TexHnueckud yausepcurer um. P.E. Anexceeran (nanee HI'TY) u
IIOYHHACTCSH HAUAIBHHKY yueOHO-MeToauuecKkoro yrpasienus (YMY).

Metoauueckuil OTHEN OpraHM30BaH ¢ LEJNbI0 O0MeH KoopAuHAIHH PaloThl 10 METOAHUYECKOM
IESTeTBHOCTH, B3aUMOICHCTBHS CO CTPYKTYPHBIMH OAPA3/IENEHHSMY 1 aaMHuucTpanueil HITY.

1.2. Meroauueckuit oTiC] BO3INIABISIET HAYANLHHK OT/ESa, KOTOPEIH HA3HAYAETCS # 0CBODOXKHAaeTCH
0T JODKHOCTH npuKazom pextopa HI'TY.

1.3. Hayaneeuk MeTOMMYECKOro OTHENA OCYIHECTBISET o0Llce pPYKOBOACTBO pabotoil oTmena,
IIAHMPOBAHUE, KOODAMHALMIO ASATEAbHOCTH METOJUYECKOTO OTAena ¢ paboroif Apyrux nojpasieieHmi
HI'TY, a Takke BbIMONHAET ApPYrHe OOS3aHHOCTH, IPEAYCMOTPEHHBIE HACTOSUIAM [IONOXKEHHEM,
JOKAJILHBIMK HOpPMaTUBHBEIMK akTaMH HI'TY u opranmzalHOHHO-pacTiOpsSIMTENbHBIMHE JOKYMEHTAMH
HI'TV.

1.4. B cBoeli nedTennbHOCTH METOAMYECKHE otden pykopopctsyercs: KonctuTyuuedt Poccuiickoi
Qepepanun; ©enepanbHbIM 3aKoHOM "0 obpasopanuu B Poccuiickol ®enepanun ot 29.12.2012 Ne 273-
 @3; pemenmsmu llpaBmrenscTsa Poccuiickoit ®enepanyu mo BompocaM yIpaBicHHS B 00DA3OBAHHHY;,
HOpMaTUBHBIMH NpaBOBEIMH akrami  MUWHOBPHAVYKU Poccun;  YcoTaBoM M JIOKANLHBIMHA aKTaMH
YHHBEPCHTETA,; B TOM YHUCJIC NPABHIAMH BHYTPEHHErO TPYJOBOIO paclopsika; HactosuumM [onoKeHHeM.

1.5. Meroauyecku#i OTAeN OCYUIECTRBASET KOOPAHHALMIO pabOThl [0 METOAMUECKOM IEATENLHOCTH,

B3aMMOAEHCTBHE CO CTPYKTYPHBIMH TI0pa3ACIICHUSMH.
' 1.6 Tlo xBanuduxanuy # rpodeccHoHansHOH NOArOTOBACHHOCTH BCE COTPYAHMKH METOAMYECKOIO
oThena JOJKHEL  COOTBETCTBOBaTh TpebopamuaM EauHoro KBaTM(HKALUHOHHOIO CIPABOYHHKE
OO/KHOCTEH pYyKOBOAHTENEH, CHELHANMCTOR M CIY KaIIKX, pazaen « Kpann(ukaunoHHble XapakTepHCTHKH
INOJDKHOCTEH pPYKOBOAUTENEH M CHENHAIMCTOR BBICHIETO MNPO(ECCHOHANBHOTC H MOHOJHHTEILHOIO
npogeccHoHanLHOro  06pa3oBaHus», YTBEPKACHHOTO I[PHKA30M MUHHCTEPCTBA  3/paBOOXPAHEHHS
couuansyoro pazeutus PO ot 11.01.2011 Ne 1g.

1.7.  CrpyxkTypy M IUTAQTHOE pACIHCAHWC METOAMYECKOID OTJIENd, a TAKKe H3MEHEHHS K HHM
yrsepxaaer pextop HI'TY.

1.8. Ilepeuens BHYTPCHHHMX M BHemHHX JMokyMeHToB CMK, nojnexauminx BHEIPEHHIO B
CTPYKTYPHOM IIOApa3JCiCHHH, & Taioke 3annced mo kadecTBy exeromuo ompepensercs CKOUTK mo
COLNIACOBAHHIO C PYKOBOJMTENEM METOAMYECKOTO OTASNA HCXOMs H3 CHEIM(HKH AEATENLHOCTH
CTpYKTYpHOTO noapaszenenus HI'TY.

1.9. Cxema agMHHUCTPATHBHOrC W  (DYHKLHMOHAILHOIO  B3aUMOACHCTBHH  CTPYKTYPHOIO
OOApasfCieH st ¢ JPYTHMM CTPYKTYDHBIMH [OJApa3JeNeHUstMM M opraHamu ynpabieHus HITY,
NMONYHHEHHOCTh, TOPSAOK obMeHa uH(opMmauued, ydacrue B Ipoueccax pgesrensHocTH HITY
onpeneigercs CranaapToM OpraHU3allHy, a TAKKE JPYIUMH HOPMATUBHEIMH U HEHOPMATHBHEIMH AKTAMH,
JoxymentamMu CMK HI'TY.

2. OcHOBHbIE 321249 ¥ HANIPABJCHUA JESITEIbHOCTH METOJHYECKOr0 0TACIAA

2.1. OcHoBHbIE HANIP2BICHUS B ACATENLHOCTH METOAUUECKOrO OT/ENA SBJISHOTCS:

- pazpaboTKa H YTBEPHIEHHE HOPMATHBHBIX JIOKYMEHTOB, PErJIAMEHTHPYIOIIMX BCE BHIbI
METONHYECKOR e TebHOCTH,;

- MNaHUpOBaHHE M OOccleyeHHe OPraHH3alMOHHOH paboThI, KOOPAMHALMS M KOHTPOJIL paboTel
uucTHTyToB HI'TY mo paspaborke yuebHO-porpaMMuoit joxymeHTanud, Heobxomumolt s
MetopMyeckoro obecmedenus 00pasoBaTENBLHOTO IIpolecca B COOTBETCTBHH ¢ TpeDoBaHusMuE
(henepanbHBIX rocynapeTBEHHBIX 00pa30BaTENLHEIX CTAHAAPTOR Bhiciuero obpasosanus (PI'OC BO);
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HI'TY IICII 11.4/1-23

TTosoxkeHue 0 CTPYKTYPHOM MTOAPa3AeseHHH

MeTonuuecknii oTOEn

- OKazaHMe MEeTOAMYecKoH 1 HH(OPMAIMOHHON MOMOLUM rpenonararensm H uHcTuryTam HI'TY 1o
BCEM BHIAM METOIUYECKOH NeATCNBHOCTH;

- aHanu3z paboThi, 0DOOMICHNE PEe3Y/IBTATOB M PACIPOCTPAHEHHE NPOTPECCHBHOIO OMNBITA yuebHO-
MeToIYeckoi paboTel HHCTHTYTOB, Kadeap, Ipenosapateniell yHUBEPCUTETa;

- COAeHCTBHE BHENPCHHIO W HCIIONL3OBAHHIO B yueDHOM IIpOIlEcCe COBPEMEHHBIX, 00ydYaroIMX,
Pa3BHBAIOLINX, BOCIIMTATEILHEIX TEXHOJOTHH U APYTHX HHHOBALKHA,

- ¢opMHpOBaHKE OTUETHOCTH 10 METOAMUYCCKOMY OOecIeueHHIO yueOHOro mporecca 1o sanpocam
MHWHOBPHAVYKHM Poccuy, npyrux opranuzalyil H pyKOBOACTBA YHHBEPCHTETA.

3. OyHKIHN METOAHYECKOTO 0T/IeNA
3.1. OcHoBHEIMUH PYHKLHAMH METOIHUecKoro otnena HITY sapnsiores:

- pazpaboTka ¥ yTrBepiACHHE HOPMATHBHBIX JOKYMEHTOB perinaMeHTHPYIOLIMX AesTenbrocTs MO,
pabouux mporpaMm THUCITUILTHH, METOAUYECKHX peKOMeHAaluit 110 BceM BHIAaM yueDHOI ReATElNbHOCTH,
10 IpoBeACHNIO Beepoccriickol cTyAeHIecKol OMHMIHa b, HAYIHO-METOANYECKOH KoH(DepeHIInY;

-~ KOOpIMHAIMI M KOHTPOIL cOBMecTHO ¢ YMOC MHCTHUTYTOB, METOAMYECKHMH KOMHCCHAMH,
sapenyrowpmMy kadenpamu rponecca obecliedeHUs METOAMYECKHMMH MaTepHanamu yueOHoro mpoiecca
kadenp HI'TY B coorseTcTBUM ¢ YTBEPIKISHHBIMY YYeOHBIMU MIaHaMH H TpeDOBaHUAMHU JeHCTBYIOINHX
HOpMaTuBHBIX AokyMeHToB MHWHOBPHAYKHM Poccuu, npuka3zoB pexkTopa M pacropsKEHHE mepBoro
IPOPEKTOpa-NPOPEKTOPa 0O 0GPa30BaTENBEHON NeSTEEHOCTH;

- B3aUMOJACHCTBHE ¢ OTICIOM IIPOEKTHpPOBaHHA 00pa30BaTeNbHBIX IMPOTrpaMM IO BOIpOCaM
HM3MEHEeHHH B y4yeOHBIX INaHaX, PENaKIMOHHO-H3JATENLCKUM OTAEIOM M Turnorpadueif o Bollpocam
u3JaHusl y4eOHO-METOAUUECKOH JIHTepaTyphl, HaydHO-TEXHMUecKoH OmOnHOTEeKOlf mo Bompocam
obecriedeHus JIMTEpaTYPoH YHeOHBIX JHCLMILINH,

- OPrasu3alksl 1 NPOBEJSHHE EXKErOAHOH HaYUHQO-METONMYECKOH KOH(EPEHIIMH YHUBEPCHTETA;

- aHAJIH3 BHEAPEHMS W UCIIONb30BaHH HHHOBALMOHHEIX 00Pa30BaTebHBIX TEXHOAOIUH;

- koopamHanusg paboTel Kadenp NO TIpOBeAEHHIO BHYTPHBY30BCKOro artama Beepoccuiickoit
CTYZICHYECKOH OUMIIHANBL,

- KOHTpOJb pa3paboTKH, aKTyalH3alHH paboynx Iporpamu;

- dopmuposanne undopmanuontoi 6azel no OI1 u no pabouum rporpammMam (o xadeupam, 1o
HpOQHISM HOJIMOTOBKH); '

- aHANM3 METOAMYECKOH padoTel kadenp n paszpaboTKa COBMECTHO C BBINYCKAOIMMHE KadeapaMmu
MEPONPHUATHH [10 €€ COBEPLIEHCTBOBAHMIO;

- OKazaHue METOAWYEeCKOH IoMomM M B3auMmoneficTBue ¢ KadeapaMH Ipu paspaloTKe HOBBEIX
Y4eOHEBIX IIPOTpaMM H BHECEHHE H3MEHEHHH B ReilCTBYIOMHE;

- y4acTHe B OOCYXKIEHHM BONPOCOR METOMUYecKOl paboThl Ha 3acelaHusaX Y 4eOHO-METONHYECKOT0
coeta HI'TY ¥ MHCTHTYTOR, 3acelaHusx Kadeap;

- paboTa B KOMHCCHAX MO KOHTPOJIO OpraHu3alyy yuebHoro npolecca,

- KOOpAMHALMS AeATENLHOCTH YMC MHCTUTYTOB, METOAHUECKHX KOMUCCHH (COrIacoBaHMEe COCTARA,
MIOArOTOBKA IIpHKaza O (pOPMUPOBAHHH KOMHCCHH, pa3spaboTka miaHa paboTel, IOATOTOBKA MaTepHaioB K
pPaccMOTPEHHIO);

- [IPOBEJICHHE KOHKYPCOB HA NMYYIIYIO METOAHYECKYIO pa3paboTKy;

- 00001eHHe, PACHPOCTPAHEHHE OIILITA YueOHO-MEeTOAMUECKOH paboThl IYHLIMX MpenojasaTeneH,
kabenp, HHCTHTYTOR,

- CBOEBpeMeHHOe  wu3yueHue  HopMaruBHbiX  jgokymeHtoB  MHWHOBPHAYKW  Poccuu,
HHGOPMHPOBAHHE HHCTUTYTOB U APYTHX Y4eOHBIX MoApasfeieHui.

4, (I)YHKIIPIOHQJ]I)HI:IC o0sI3aMBoCTH PYROBOAUTENA METOARIECKOT0 OTAEA
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Vi
@f&@ [onoxkeHHE O CTPYKTYPHOM NOJpPa3/IeIEeHHH

MeToypueckuit oraen

HavannHUK METONHYECKOro OTAeNa:

- ofecrieunBaeT YCTAHOBIICHHEIH ITOPAA0K paboTH 0TAENE;

- OCYLIECTBILET 0DIIee PYKOBOJICTBO, IUIAHUPYET paboTy OTAeNa H HECET NePCOHANBHYIO
OTBETCTBEHHOCT 3@ BHITIONHEHNE BO3NOIKCHHEIX HA OTAEN 3a/1a4,

- NPMHHMAET HEIOCPEACTBCHHOE yyacTHe B paspaloTke BHEAPEHHH i COBEPUICHCTBOBAHHH
MeToHYecKoro obecrieueHs y4edHore npouecea;

- KOHTPOJTHPYET CBOEBPEMEHHOCT (POPMHUPOBAHHS 1 OOHOBIEHHS HOPMATHEHO-METOAHYECKOR
TOKYMEHTAIIMY, HCHIONE3YEMOH IPH [JIAHIPOBAHHHA, OPraHU3alMH ¥ KOHTPOIe yueOHOro npouecca.
PazpabaTeBaeT HPOEKTH OPraHU3aUOHHO-PACTIOPSAMTENBHEIX JoKymeHToB HI'TY;

- dopmupyeT 6a3bl JAHHBIX paboUMX MPOrpamMM 110 NpoQUIAM IOATOTORKA ¥ 10 KadenpaM
YHUBEPCUTETA, OCYIIECTBIACT MOHHTOPHHT COCTOAHHMS pabOuKX MpOrpamM;

- KOOPAWHMPYET CBA3M OTIEJIA C BHEIIHUMH OPraHH3aLMAMH 1 JOJDKHOCTHRIMH JIHIIAMH H
noApasJeneHdsIMH YHHBEPCHTETA 110 BOIPOCAM AESITENIBHOCTH OTAEHA ¥ HCIIOIB30BaH 0 HOPMATHBHO-
METOJIITUECKHX MATEPHAIIOB;

- B3aUMOIeHCTRYeT ¢ Ka(elpaMi W HHCTHTYTAMHI YHHBEPCHTETA II0 pa3paboTke ¥ 0GHORIEHHIO
pabodux mporpaMm; -

- B3AHMOJEHCTBYET ¢ OTJENOM [IPOEKTHPOBAHUI 00pa30BaATENBEHBIX NIPOrpaMum 10 paboTe ¢
HM3MEHEHHAMH YUeOHBIX II7IaHOB;

- B3auMojielcTBYeT ¢ KadepaMy U KHCTUTYTAMH YHIBEPCHTETA 110 (POPMHPOBAHHIO [IAHOB U
OTUETOR 10 METO/IHHYECKOH paboTe;

- KOOPIMHHUPYET ACATEILHOCTs HHCTUTYTOB IO BONPOcaM paboThl KOOPANHAIMOHHBIX COBETOR 110
HAIPABIEHHIM MOAMOTOBKH H METOIMYECKIX KOMUCCHH IT0 IPOGMIIAM NOJArOTOBKH ¥ METOTHUCCKAX
KOMHCCHH 10 TTPOQUIISIM TTOIFOTOBKH M CICLHATLHOCTSIM;

- KOHTPOJIHPYET CBOEBPEMEHHOCTL U JOCTOBEPHOCTEL HHOPMALHH;

- I'OTOBHT OTYEThi O BbITOMHEHUH TEKYLIUX [JIAHOB OTASNA;

- OCYUIECTBIBIET aHaiW3 JIaHHBIX, IOJNY4aeMBIX B Tpouecce paboThi, JEN4eT BBIBOABI O
HEODXOMMBIX MEpaX I10 MOBLILEHHIO Ka4ecTRa AeATeIbHOCTH OTACA;

- KOOPIMHUPYET PAGOTHI MO CO3AHKIO YiIeOHO-IIpOrpaMMHON TOKyMEHTaluH, HeoOXOAMMOR 1Jist
nposeAeHns o0pa3oBaTeNlbHOro nponecca, sxmovaomed Ol no nanpaeaeHuam 110ArOTOBKY;

- KOOpAMHHPYET OPraHU3alMi0 M IIPOBEJCHHE METOJMUECKMX KOH(EPEHUMH, KPYINbIX CTOJOB,
COBEIaHMil ¥ CEMHHAPOB; HOATOTOBKY COOPHHKOB IOKIIaI0B YYACTHHKOB JaHHBIX MEPOIPHSTHI,

- pacripefenseT O0S3aHHOCTH Mesy paGOTHHKaMM oTiena, obecrneunsacT COOIIOMEHNE HMU
cayxeDHOU U TpYZAOBOH TUCUUILIHHEL;

- pazpabarsBacT NODKHOCTHBIE HHCTPYKIMH CIENHANMCTOB OTACTA;

- BHINOJIHSAET YKA3aHH W IOPYYCHHS HaYalbHMKa yueOHO-METOMMYCCKOTO YIIPABICHUS, MIEPBOTO
TIPOPEKTOPAa-TIPOPEKTOPA 110 00pa30BaTENbHON AeATEIBHOCTH.,

5. IlpaBa Ha4yadbHHKA METOXHYECKOrO OTAEIA:

HavansHHK METOAHUECKOTO OTAENA UMEET [IPABo:

- BHOCHTL IIPEUIOKCHHS II0 COBEPIIEHCTBOBAMMIO CTPYKTYPBI OTAENa, NPEICTaBICHHS O
HA3HAYEHHH, [MEepPeMEIeHUd W YBOJLHEHUH pabOTHHKOB OTAENA, HX NMOOIUPCHHMH W HANOKEHHH Ha HHX.
B3LICKAHHI;

- HaBaTh MONUMHECHHBIM €My COTPYNHMKaM NOPYYEHHA, 3aJaHHs II0 KPYry BOIPOCOB, BXOMIIUUX B
ero (hYHKUHOHAIbHBIE 003aHHOCTH;

- KOHTPOJMPOBATH BHINOJHEHHE IHIAHOBBIX 3aJaHui, TPEDOBATE KAUCCTBEHHOIO ¥ CBOCBPEMEHHOTO
BEIIOJIHERH OTAENBHBIX MOPYUYCHUH H 3aJauiii 0T OXYHHEHHBIX eMy PaOOTHHKOB;

- 3anpallvBaTh JHYHO WIH MO TIOPYUCHHIO HAaYadbHMKa y4eOHO METOMMYECKOTO YIPABIICHH,
IICPBOTO TIPOPEKTOPA-IPOPEKTOpa HO 00pasoBareNbHOH NEATeNBHOCTH, PEKTOpa W IONy4arh oOT
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HI'TY IICIT 11.4/1-23

IosioskeHHE O CTPYKTYPHOM TOApa3eIeHIH

Metoguueckuii oTnen

CTPYKTYPHBIX TOApa3jeleHHi HeoOXOUMYIO HH(OPMAIHIO, JOKYMEHTHI, OTHOCSIHECS K BOIPOCAM
JeSTeNbHOCTH OTAEINA, IOTUHHEHHLIX eMy pabOTHHKOB;

- YCTAHABIMBATE CPOKH /Uil TIONMYYEHHs 3alpaliMBaeMol HHGOPMALMH, HeoOXODHMON Jis
BEIITQJIHEHHs! BO3MIOYKEHHEIX Ha OTHEN 3a1ad;

- TI0Jb30BATLCA MATEPHAIBHBIMH, TEXHHUECKUMH ¥ HH)OPMALIMOHHBIMHU pecypcamu HITTY;

- ydacTBoBaTb B OOCYXIEHHHM BOIPOCOB, KACAIOUIMXCS HCIONHSEMBIX HM  JOJDKHOCTHBIX
obsizaHHOCTEi.

6. OTBETCTBEHHOCTH HAYANLHHKA METOAHIECCKOro oTae/Ia

Hagansank METOIHIECKOTO OTAEHa HECET OTBETCTBEHHOCTD 34a;

- HEHUCIIONIHEHHE H HEeHAIUICIKAIIEe HCITONHEHHE CRONX (DYHKLIMOHANBHEIX 00S3aHHOCTEH, a TAKKe

HEHAJIEXKAIEE HCIIOIHEHHE IO IHHHEHHBIX MY COTPYAHMKOB MX (DYHKIHOHAILHBIX 00%3aHHOCTEH;
~ HEBLIOTHEHHUE IIPUKA30B, PACTIOPSKEHNH M HOPYHUEHHI peKTopa, HEPBOTO NPOPEKTOPa-IPOPEKTOpa
110 06pa3oBaTeNLHOM AEATENBHOCTH, HAYANEHHKA YIeOHO-METOANYECKOTO YIIPABICHH,;

~ HecOOMIOIeNHe TPYAOBOH 1 HCTIONHATEIBCKOH TUCIHIIKHBI pabOTHHKAMMI OTAEIA,

- IPEBHIIIEHHAE AOIDKHOCTHBIX TTONHOMOYHI; *

- IPEOCTABNICHHUE HENOCTOBEPHON HHGOPMAIIHH O COCTOSHHHU BhIIOJHEHMS IUIAHOB paboT OTHeNA;

- TIPAaBOHAPYUIEHUS], COBEPIUEHHEIE B [IPOLIECCE OCYIIECTRICHMUSI CBOECH NEATENLHOCTH - B mpejeax,
OTIPCICNCHHBIX JCHCTBYIOILMM 3aKoHoAaTenscTeoM Poccuiickoi denepannu;

- IPHYMHEHNE MATEPHATIBHOTO YIlepha — B [pejenax, OnpeIcNeHHEIX JCHCTBYIONIUM
sakonojarenscTsoM Poccutickoit denepariuu;

- HENPHHATHE MEP M0 MNPECEYEHUI BHIIBICHHLIX HapymeHHH NPABHJI TEeXHUKH 0e30IacHoCTH,
IIPOTHBOMOXAPHBIM M IPYFEM I[IPABHMIAM, CO3JAICIIHMX Yrpo3y JeSTENbHOCTH YHHBEPCHTETA, €ro
pabGOTHHMKAM;

- HapylCHHE HOPM, PEerynupylomux obpaboTKy M 3allMTy IepCOHANBHBIX NAHHBIX pPabOTHHKOB M
obyvarommxca HI'TY.
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