d)e)lepa.ﬂbﬂoe rocyiapcrBeHHoe O101KETHOE oﬁpasosa’renbﬂoe yupexaeHue BbICIIEro Oﬁp‘aSOBaHHﬂ

AKAJTTEMUS AKBAPEJIN U N3SIHBIX HCKYCCTB
CEPI'EA AHAPUSAKHU

IMPUHATO 0

Y,

Y4yeHsIM coBeTOM AKaJeMHH C.H.Angpusxa

R

IIporoxon Ne02 or 30.01.2014 r. 2075 r

HHOJIOKEHUE

00 0THeJIe M3roTOBJEHUS METOAUYECKHX MaTepHuajaoB

Nzmenenus: IIpoTokoin 3aceganus Y4eHOro coBeTa AKaeMuHn
Ne05 ot 25 mrons 2015r.

IIpoTtokon 3acemanus Y4yeHOro copera AkaaeMun
NeO8 ot 17 mexabps 2015r.

Mocksa — 2015r.



1. O0mue noJioxeHust

1.1. Ormen pa3paboTKX M M3TOTOBJICHUS METOAMYECKUX MaTepuaioB (nmaiee -
OTZEeN) SBISETCSI CaMOCTOSITENFHBIM CTPYKTYPHBIM MOApasfelieHueM AKaJeMUH
aKBapesy U U3SAIHBIX UCKYCCTB (nanee - AkaneMus).
1.2. PaboTHHKM OTZena HA3HAYAIOTCS U OCBOOOXKHAIOTCS OT JOJDKHOCTH Ha
OCHOBaHMH IIpHKa3a PexTopa 1o npeacTaBleHUIO HaUallbHUKA OTAETA.
1.3. Otnmen B cBoell mesTensHOCTH pyKOBoACTByeTcss KoHcTuTyimed Poccuiickoit
@epnepanuy, 3aKOHONATENBCTBOM P®, 3aKoHAMM W HOPMATHUBHBIME aKTaMH Topoia
Mocksel, a Take YcTaBoM axanemuu, llpaBuiaamMu BHYTPEHHErO pacIopsKa
AxanemMuyd, pelIeHMSMU YYeHOro coBeTa AKaIeMWH, PEUIEHUSMH IIPOPEKTOPOB,
IIpuKa3zaMu PexTopa, HaCTOSIIIM TOJI0KEHUEM.
1.4. Orgen Ha mnpsMyro mox4ywHSETCS PekTopy, HEIOCPEeICTBEHHO IEPBOMY
IIPOPEKTOPY .
1.5. Otmen cosmaercs ¢ menbio obecriedeHus] HYXI AKaIeMHHM B pelaKIMOHHO-
U3JaTeNIbCKUX M Nonurpaguueckux paborax. DopMHUpOBaHHE W3AATENBCKOM
INOJIATHKKA B Lensax obecredeHus AkxaneMuyM HAyIHOW, CIPABOYHOW ¥ WHOM
JIATEPATypOH.

2. CTpykTypa oTaea

2.1. CtpyKTypy ¥ KOIUYECTBO LITATHBIX €IUHUI] OTIeNIa YTBEpXKaaeT Pexrop.
2.2. PyKOBOJCTBO OTZEJIOM OCYIIECTBIISIET HAUATHHUK OTAeNA.

2.3. B cocrtas oTnena BXOIUT:

- HaYaIbHUK OTHENa;

- MacTep noaurpaduueckoro 000pya0BaHuUs;

- TeXHOJIOT;

- UHXXEHeD;

- 3KOHOMHUCT;

- IU3arHep;

- IEYaTHUK BBICOKOM IT€YaTH;

- IEYaTHUK IJIOCKOH ITevaTH;

- HaJIaJu¥K IIOJUrpapuIecKoro o00py10BaHus;

- CIIELIMAIIUCT 10 MaTepUATIbHO-TEXHUUECKOMY CHAOKEHHUIO;

- 3aBEAYIOILUI CKJIAIIOM;

- oTIepaTop 00OPYIOBAHUS IO U3TOTOBIEHHIO (HOPM;

- oriepaTop HU(PPOBOU MEeUaTH;

- oIepaTop MMUPOKOHOPMATHOH MevaTH;

- onepatop TpadapeTHO! mevaTy;

- OIIepaTop MOCIENeYaTHOTO 000PYIOBAHUS;

- TIOACOOHBIN pabouni.

2.4. JIns pemieHus: pa3oBBIX 3alauy HAYaJIBHHUK OTJENIa BIIpaBe MpeajaraTb Pextopy
[IPUBJIEKATh CTOPOHHUX CIHELWAIMCTOB WU CTOPOHHHUE OpPraHU3aIlMd Ha OCHOBE
JOTOBOPOB IPAXKIAHCKO-TIPABOBOTO XapakTepa.



3. OcHoBHBIE 320241

3.1. OCHOBHBIMH 3aauaMy OTHENA SIBJISIOTCS:

3.1.1. OOecneuenne HyxI AxageMHd B pPENAKIMOHHO-H3NATEIbCKUX U
nojmurpapuueckux paborax. DopMUpOBaHWE H3TATENHCKONW ITONUTHKM B ILEIIX
obecrieueHuss AKaIeMUH HAYIHOH, CIIPABOYHON U WHOU JIUTEPATyPOiL.

3.1.2. Opranuzanus pelakTUPOBaHUsI U BBITYCKa JIUTEPATyphl (HAYIHOH
METOIMYECKOH, a TaKXKe HH(POPMAIIHOHHEIX U HOPMATHBHBIX MaTEPHAJIOB),
HeOOXOMUMOM ISl NEesITeTbHOCTH AKaeMUH, a TAKXKe JIUTEPATYPHI 10 pa3paboTKam
Axkanemuu:

- yUeOHO-METOINIECKUX H3IAHHUI;

- HHCTPYKIIMH, HATVISIHBIX ITIOCOOHH, MPOUNX MOTUTpahHUECKUX MaTEPUAIOB, He
CBSI3aHHBIX C 00pa30BaTeIbHON eI TeIbHOCTEIO;

- CIIPAaBOYHMKOB; IIPAKTUYECKUX [TOCOOUN U PYKOBOJICTB; YHeOHBIX IIPOrpaMM;

- MOHOrpaduii 1o mpodeMam pa3BUTHS SKOHOMUKH, TpaBa, COIHAIBHOMN ChepEI;
yu4eOHUKOB;

- MaTepHaIOB KOH(epeHINH; yaeOHO-MeTOAMIECKUX TOCOOUH; peKIaMHBIX
IIPOCIIEKTOB U KATaJIOTOB.

4. ®yHKnUH oTaEIA

4.1. OcHOBHBIMU (DYHKITUSIMHE OTHEINA SBIISIOTCS:

4.1.1. KoHTponb 3a HAy4YHBIM U JUTEPATyPHBIM COJEP)KaHUEeM HU3IaHHH U Ka4eCTBOM
UX XyI0XECTBEHHOI'O U TEXHUYECKOTO O(OPMIICHHUS.

4.1.2. AHamu3 COCTOSIHHS CIIpOca Ha JINTepaTypy, BBIIYCKAEMYIO IJI BHEIIHEro
IIOJIB30BAHUS, B IENsX OOEeCHeueHus ee KOHKYPEHTOCIIOCOOHOCTH Ha pBIHKE,
IIOBBIIIEHUS PEHTa0CIHFHOCTH U JOXOTHOCTH U3IaHUM.

4.1.3. CocraBieHue IMPOEKTOB IEPCINEKTUBHBIX W TOJOBBIX IUTAHOB H3IAHUS
JUTEPaTyphl B COOTBETCTBUHU C TEMaTHUECKUMHU HAIPaBIEHUSIMHU pPa0OThl AKaJEeMUH.
4.1.4. Pa3paboTka IIJIAHOB PeNaKIUOHHO-IIOATOTOBUTEIILHBIX pabor,
MIPOU3BOICTBEHHO-(DIHAHCOBBIX IJIAHOB, rpauKoB PEIaKIMOHHBIX "
IIPOU3BOJICTBEHHEIX MTPOLIECCOB U3AAHUS.

4.1.5. BeimmonHeHWe  TIEYATHEBIX,  OpOIIIOPOBOYHO-TIEPEIUIETHRIX  paboT 1o
MaJIOTHPaXKHBIM U MaJI000BEMHBIM U3JJAHUSIM.

4.1.6. 3axmroueHue OroBOpoB U o(OpMIIEHHE 3aKa30B Ha BBIIIOJHEHUE Pa3TUUYHBIX
nonurpadguueckux u OGMOPMHUTENBLCKUX pPabOT ¢ CTOPOHHHUMH OpraHU3AIUsIMHU.
4.1.7. OpraHuzanusi CBOEBPEMEHHOTO O(OPMIICHUS H3TATENIHCKUX JOIOBOPOB C
aBTOpaMU M JOTOBOPOB (KOHTPAKTOB) C BHEITHUMHU peJaKTOpaMH, pelleH3eHTaMH,
Xy[IOXKHUKAMUA U JPYTUMH JIUIAMH, TPUBJIEKAEMBIMU K BBIIOJHEHUIO paboT IO
U3JIaHUIO JIUTEPaTYpPBI.

4.1.8. KoHTpOIIB:

- 32 CPOKaMM IMPEACTaBIEHUS PYKOIIUCEH, TOATOTOBKOM X K Habopy;



- 32 BBIIOJHEHEM TPadHKOB 110 HAOOPY, MeYaTH U U3TOTOBJICHHUIO THpaXKa U3NaHuH,
4.1.9. ITogroroeka JOKYMEHTOB II0 pacdyeTam 3a pabOTHI, BEIIIOJIHEHHBIE BHEIIHUMHU
penakTopaMu, pEleH3eHTaMH, XyJOXXHUKaMU U JOpYyTMMM JIMLaMH, a TaKke
ONMUrpaUueCKUMU OpraHU3aIIsIMU.

4.1.10.YTBepxA€HHE HOMHUHAJIOB U THUpaXXeW H3NAHUN C YYETOM COCTOSHHS H
TIEPCTIEKTUB PA3BUTHS PHIHKOB UX COBITA.

4,1.11. Amamu3 Ha OCHOBaHHH [aHHBIX OyXTajaTepcKoro yuera (UHAHCOBO-
XO03SIICTBEHHOU NS TEeILHOCTH OTAENA.

4.1.12. PazpaboTka u TpOBEAEHUE MEpPONPUATAH IO COKPAIICHUIO CPOKOB
IIPOXOXKAEHUST PYKONUCEH, HKOHOMHOMY PAacCXOHOBAHUIO CPEIACTB IpPU H3NAHUU
JTUTEPATYPhI, YIYUIIEHHIO KauecTBa IOJUrpa(UiecKoro UCIIOTHEHNUS.

4.1.13. CocraBneHre CMETBEl  pPacxoJloB Ha  HM3[aTeNbCKO-PEAaKLHOHHYIO
JeSITeNbHOCTD (Ha pa3paboTKy cTuied U 1abJioHOB; Ha MOArOTOBKY MaTEpHalIOB; Ha
BBIIIIATY AaBTOPCKUX TOHOPApOB, Ha pacyeTel C TunorpadusMy; Ha Habop,
KOPPEKTYpY, U3TOTOBIEHUE OPUTHHAI-MaKeTOB, Oymary, mp.).

4.1.14. Onpenenenue peHTa0ENTbHOCTH U30aBAEMOM IUTEPATYPHI.

4.1.15. Hcnonp3oBanue OaHKOB MAaHHBIX AKaIeMHUH, CPEICTB KOMMYHHKAIIUU U
CBSI3H.

5. IIpaBa oToena

Otpnen oms pereHnst BO3JOKEHHBIX Ha HETO 3a/lad UMeeT IIPaBo:

5.1. OOpamatbcsi K CTPYKTYpPHBIM IOoIpasfeleHusM AKaZeMUH I10 BOIIPOCaM,
OTHOCSIIIIAUMCSI K KOMIIETEHIIMM OTAeNa M BBITEKAIOIMIMM M3 (YyHKLUHN, KOTOpHIE
nepedrcieHsl B HacTosmeM [lonoxennn.

5.2. OO6pamarbCcsi K CTPYKTYpHBIM MOApa3fesieHnsIM AKaJeMUH 3a MaTepuanami,
HEOOXOJUMBIMU JJISI IEATEIIEHOCTH OTIeNA.

5.3. Bectu mepemucky IO BOIpOCaM, BXOISIIMM B KOMIIETEHIIMIO OTHENa M He
TpeOYIOIIUM COTIIACOBAHUS C PEKTOPOM AKaJIEeMHUH.

5.4. TlpencraBUTENbCTBOBATh IO COTJIACOBAHHIO C PYKOBOACTBOM AKaneMUH B
YCTAQHOBJIEHHOM TIOpSIAKE OT MMEHH AKaJeMHH II0 BOIPOCcaM, OTHOCSIIUMCS K
KOMITETEHIIMA  OTHeNa, BO B3aMMOOTHOIIEHHWAX C TOCYNapCTBEHHBIMH WU
MYHUIIUIIANIBHBIMA ~ OpraHU3aldsIMH, a TakkKe APYIUMH  [OpeAlpUATHIMY,
OpraHMU3aLUsIMA, YUPEKTESHUSIMHU.

5.5. Ilo cornacoBaHuIO C peKTOpPOM AKaAeMUU INPUBIEKATh HKCIEPTOB U HAYYHBIX
CHEIUANUCTOB JUIsi KOHCYJBTAIlMH, IOATOTOBKM 3aKIIOYEHUN, pEeKOMEHAAlWd Hu
MPEIIOKEHU.

5.6. JlaBaTh pa3bsACHEHUS U pEKOMEHZAIIMW II0 BOIpOcaM, BXOIAIIUM B
KOMIIETEHITUIO OT/eNa.

6. B3zaumopaeiicTBre CO CTPYKTYPHBIMH MOJApa3aeeHUusIMHU
OTnen B mIporiecce BBIMOTHEHUS QYHKINHA U peann3alu IIpaB B3auMOACHCTBYeT:

6.1. Co BceMU CTPYKTYpHBIMH TMOApa3AeIeHUsIMH AKaJeMHUH [0 BOIPOCAM
M3TOTOBJIEHUS MOMUTPa(GUIeCKOd MPOLyKIIHH.



6.2. C (QuHAHCOBO-OyXraaTepcKUM OTHENOM II0 BOIpPOCaM IPHOOPETEHHs
PACXOHBIX MATEPUAJIOB M PEATH3alUH IOIUTPaduIeCKOM IPOXYKIIMI

6.3. C IOpUIAIECKUAM OTIEIOM:

6.3.1. Ilo BompocaMm pa3bsACHEHUH INEHCTBYIOIIETO 3aKOHOIATEILCTBA M IOPSIKA
€ro IIpUMEHEHH.

6.3.2. Ilo BompocaM HallpaBIICHWN:

- IIPOEKTOB JTOKYMEHTOB I COTTIaCOBAHU.

7. OTBeTCTBEHHOCTDb OT/eJIA.

7.1. Bcio MONHOTY OTBETCTBEHHOCTH 3a KaueCTBO M CBOEBPEMEHHOCTB
BBHITIOJTHEHHS BO3JIOKEHHBIX HACTOSAINMM IIOJIOKEHHMEM Ha OTHeN 3aJad U
(GYHKIMI HeCceT HaYaJIbHUK OTHETA.

7.2. CreneHp OTBETCTBEHHOCTH JAPYTUX Ppa0OTHUKOB  yCTaHABIMBACTCS
IOJLKHOCTHBIMHU HHCTPYKIHSIMHU.

7.3. PaboTHMKH oTAeda MOryT OBITh TNPUBIEYEHB K JUCIHUILIMHAPHOM,
MaTepuadbHOM, YTOJOBHOM OTBETCTBEHHOCTH B CiIy4ae U B IIOPAIKE,
[IPeIyCMOTPEHHOM 3aKOHOAATEIBCTBOM.

7.4. Tllopsmok  TpuBJIEYeHHWI K  JWCIHUIUIMHAPDHOM  OTBETCTBEHHOCTH
npemxycMoTpeH [IpaBuaMu BHYTPEHHETO paclopsiiKa.

HavanbHuk oTAesIa pa3padoTKu
H H3TOTOBJICHHSI METOTHIECKUX
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