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pegucnoBue
1 PABPABOTAHA PaGoueit rpynmnoi.
2 PASPABOTYMKH
2.1 Pykoponutens paboueii rpynnsl: Kosmecruko 0. FO. — aexan dakynsrera
OKOHOMMKH ¥ IIPaBa.

3 BHECEHA HR-ciyx60#.

4 YTBEPKJIEHA IpukazoM ot _p2 /4 204 roma Ne_ /6 -6 s

5 BBEJIEHA B IEMCTBHEc &7 /4 2044 roza

6 BBEJJEHA B3AMEH 111 CMK 17.3-03-04/01

7 IKCIHEPTHAS I'PYIHIA

7.1 PykoBogutens sxcnepTHo rpynmnel: Cabutosa P. A. — H.0. pYKOBOAHTENA
VrpaglIeHHs MpaBoBOTO obecreueH st ¥ NoCy IapCTBEHHEIX 3aKYIIOK.

7.2 XKaxumena A. E. — mupexrop HR-ciryxbs1.

7.3 Hopmoxkontponep: basxmerosa I. C. — mmxenep mo kauectBy Odmca
CTpaTeTHH U CUCTEMBI MEHEDKMEHTA KaYeCTRa.

8 HNEPHOIUYHOCTH IIPOBEPKH mnonoxeHus O CIPYKIYpPHOM
niofpazfienenuu 1 pas B 3 roga.
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SATIPEINAETCHA HECAHKUHOHHPOBAHHOE KOITMPOBAHHE AOKYMEHTA!
Hacmoswuii Joxymenm e Modcem Ouiiib ROAHOCHbIO URY BACMUNHO Bocnpous'eeduéﬁ, Mmupaxcupeean u
pacnpocmpanén bes paspewienus Hpedcedamenn [Ipasnenua-pexmopa HAO « Topaiizeipog yHugepoument
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1 O0mKHe nosioxeHH

1.1 ~ Cexperappr akynpTeTa OTHOCHCS K  KATEFOPHH  TEXHHIECKHX
UCIIONHUTENEH.

1.2 Cekperaps daxynsTera NpUHAMaeTcsd H OCBOGOKIASTCS OT 3aHUMAeMOM
ROIDKHOCTH mnpukasoM Ilpencemarens IlpaBnenus-pexropa Hexommepueckoro
axuoHepHoro obmectsa (manee - HAO) «Topalirsipos yHuBepcuter» (nanee -
O6mecTBo).

1.3 Ha pmomxmocTe cexperaps ¢axysibTeTa HazHa4aeTCd JHIO, HMEIONIEe
BEICIICE NPOQECCHOHANbHOE (WM IOCIeBY30BCKoe) 0o6pa3zOBaHMe HIM CpeiHee
npodeccHoHanbHoe 06pasoanme MO IPOGWIIO (aKynsTeTa 6e3 NpebABICHHS
TpeOOBaHHMH K CTaxKy paBGoTHL.

1.4 Cexperaps (axynpreTa IONYMHAETCS HEMOCPEICTBEHHO JCKAHY
¢akynpreTa.

1.5 Cexperaps daxynsTeTa JOIKEH 3HATH M PYKOBOACTBOBATECH!

- Koucturyume#t Pecmybmuxu Kazaxcran (manee — PK), mpumsroit Ha
pecmybnuxasHckoM pebepennyme 30 aprycta 1995 ropa;

- TpynoseiM kozexcoM PK ot 23 wosbpa 2015 roga Ne 414-V 3PK;

- 3akoHoM PK «O6 obpazopanuu» ot 27 mong 2007 roxa Ne 319-I1T;

- 3akoHOM «O s3p1kax B PK» ot 1 1mrong 1997 rona Ne 151-1;

- 3axoroMm «O Hayke» ot 18 deBpans 2011 roxa Ne 407-IV (¢ u3sMeHeHHAMH H
JOTIOTHEHHMAMH 110 COCTOSHMIO Ha 26.12.2018 r.);

- 3axonoM PK «O nporusozneiictBun ¢ xoppynuuu» ot 18 moabpa 2015 ropa
Ne 410-V 3PK (c u3sMeHEHHAMH H JONOIHEHMSIMH 10 COCTOSHMIO Ha 26.12.2018 r.);

- HMHBIMM HOPMATHBHBIMH HpaBOBBIMH akTaMu PK, perymupyomme BOIIpOCEHI
o6pazoBaHuUs;

- Ilpasunamu BHyTpeHHero pacnopsaaxa HAO «TopaliTEIpOB YHHBEPCUTETY;

- KogexcoM wectw mnpenozasareneii m corpyauuxor HAOQO «Topakirspos
YHHBEPCHTET;

- YeraBoM HAO «TopalirepoB yHHBEPCHTETY;

- KonnexTyBHEIM TOTOBOPOM;

- Muccued, Ionmutuxoi u Lemavmu HAO «TopalirsipoB yHUBEPCHTETY;

- OpraHHM3aI[HOHHO-PACIOPAIUTEIbHEIME JOKYMEHTAMH;

- WepapXWey CTPYKTYphl U HanpabieHUsMH AesrensHoctd HAO «Topalireipos
YHHUBEPCUTETY;

- IOKyMEHTaMH CHCTEMBl MEHEIDKMEHTa KajecTBa B IpeAeiNax CBOHX
JOJDKHOCTHEIX 005S3aHHOCTEH;

- TOKyMEHTaMH, obecreunBarO MU (YHKIIHOHUPOBAHHE CHUCTEMBI
MEHEIKMEHTa KauecTBa;

- TIOJIOMKEHHUEM O (haKyJIbTeTe,;

- nenaMH (aKyIbTeTa;

- HACTOsIMEeH TOMMKHOCTHON HHCTPYKIHEH.

3
3ATIPEHIAETCA HECAHKIITHOHUPOBAHHOE KOIMAPOBAHUE JOKYMEHTA/!
Hacmosuuii doxymennt He Moxcem Golmb NOTHOCIMBIO WIK RUCTRUYHO 80CHDOUSEOEH, MUPANCUPOGAH U
pacnpocmpanén ez paspewenus [lpedcedumenn Hpasnenus-pexmopa HAO «Topatizuipos yrusepcumems
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- IPaBUIIAMH ¥ HOpMaMH 0€30I1aCHOCTH U OXpaHEl TPY/Jia.
1.6 Ha Bpems otcyTrcTBus cexperaps ¢axynsrera (Oonesns, OTILYCK,
KOMAaH/IMPOBKA) ero JIOJUKHOCTHBIE OOA3aHHOCTH MCIONHSET JHIO, HasHauYeHHOe
npukazoM IIpenceaatenem IIpasnerus-pexropa.

2 To/KHOCTHEBIE 0632 HHOCTH

2.1 O6mue HanpaBJieHHd paGoTbl

2.1.1 Ocymecrtriser paboTy IO OpraHU3alMOHHOMY OOECHEeUeHHIO
aIMAHHCTPATHBHO-PACTIOPAIUTENLHON AeATeNBHOCTH JeKaHaTa.

2.1.2 IIpuanMaeT MOCTYHNAIOLIYIO Ha paccMOTpEHHE IeKaHa
KOPPECTIOHJEHIIMIO, IiepefaeT €€ B COOTBEICTBMHM C IPHHATEIM DEIIEHHEM B
CTPYKTYpHBIC TOApa3zfeneHus (akylnbTeTa HIH KOHKPETHHIM MCHONHHUTENAM Uil
HCIIONB30BaHEA B Ipoiecce paboThl THOO TOJTOTOBKH OTBETOB.

2.1.3 Beger [AenonpoM3BOACTBO B COOTBETCTBHH C  YCTaHOBIECHHOH
HOMEHKIIATyPOH Aell JeKaHata.

2.1.4 BrmonnseT nedaTHyio paboTy 110 JeKaHaTy U QaKyJIbTeTy.

2.1.5 Cpaér B apxuB JOKYMEHTHI, IIOAJIEXAIIHUX XPAHEHHIO.

2.1.6 OcylecTBIIeT KOHTPONEL 3a JABIXEGHHEM KOHTHHIEHTa CTYIEHTOB
(06paboTKa IPUKa30B U y4eT CTyAEHTOB)

2.1.7 Bemer obpaboTky uH(OpMalM¥ U NOKYMEHTOB IIPH IIOJTOTOBKE M
HIPUHATAH peHICHUH.

2.1.8 Ucnione3yeT B cBoeii paGoTe 3neKTpoHHEIH A0KyMeHTo060poT «COIO» u
cuCTeMy yIpaplieHus 6uzHec-TiponeccaMy «BHTPHKCY.

2.1.9 Bemer mnpHeM JIOKyMEHTOB, IUYHEIX 3aiBICHHH, OCYIIECTBIATH
uHGOpMaTHOHHOE obecieueHyE.

2.1.10 Tlo mopydyeHHI0 JeKaHa TIOTOBMTh ITHCHEMa, 3alpochl M JpYyTHE
JOKYMEHTEL

2.1.11 Bemonasger paboTy [0 TIOATOTOBKE 3aceJaHHM M COBEINAHWH,
HOpOBOAHMBIX B JekaHaTe (cOop HEOOXOMMMBIX MaTepHalioB, ONOBEIICHHE
VUACTHHKOB O BPEMEHH M MECTe IIPOBENECHHS, IOBECTKE JHA).

2.1.12 OcymecTBrsgeT KOHTPOIb 32 MCIONHEHHeM pabOTHHKaMH (axynsreTa
M3AHHBIX IPHKA30B PEKTOpa ¥ PACIIOPSKEHHH JeKaHa, a TaKkKe 3a COONOAeHHEeM
CPOKOB BBIITOJHEHHS YKa3aHHH U NIOpYYeHHH AeKaHa, B3ATEIX Ha KOHTPOIIb.

2.1.13 XKoucynerupyer aOuTYpHEHTOB, CTYAEHTOB IO BCEM BOIpOCaM
JeaTenbHOCTH haKynsTeTa.

2.1.14 QObecmeunBaer OeKaHAT COBMECTHO ¢ 3aBEIyIOIIMM  CKIaIoM
HE0OXOAUMEIMHE KaHIIEISPCKUMH IPHHANIEIKHOCTIAMH.

2.1.15 Beger paboty co cityxebHBIMH MaTepHalaMH, CBOCBPEMEHHO BBOIHTD
TEKyLIyO HHGOPMAIMIO B 6a3y JaHHBIX.

2.1.16 OprapusyeT I@puHeM IIOCETHTENEH, CONEHCTBYeT ONEPaTUBHOCTH
PacCMOTpEHHs Hpock6 ¥ NpeIoXeHuH paboTHUKOB.
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3ATIPEIAETCS] HECAHKIIMOHUPOBAHHOE KOITHPOBAHHME JOKYMEHTA!

Hacmosuguti doxyMenm He Modicem Bullte RORHOCIMBIO WL HACMUYHO 80CHPOU3ICEDEH, MUPANCUPOBAH U
pacnpocmpanén 6e3 paspeuwrenus [ipedcedamens Ipagnenus-pexmopa HAO «Topatizeipos yrugepcumenty
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2.1.17 OrBeuaer Ha Tene(oHHBIE 3BOHKY, QUKCHPYET U MepeaaeT CliykeGHyro
MHQOPMALIMIO JeKaHy, 3aMECTHUTENISAM JleKaHa, OpraHu3yeT NpoBeHeHne Tene(hOHHBIX
IIeperoBOPOB JeKaHa.

2.1.18 DBrimonHseT HHBIE CIyXeOHble MMOpy4eHHs [AeKaHa, 3aMecTHTenel
IexaHa.

2.1.19 Cobnionenune TpeboBaHMH HOpPMaTHBHOM mokymentanui MOH PK
BHYTpEHHEH  HOPMAaTMBHOM  JoKyMmeHTaumii O6mecTBa #  HeiicTByiimero
zakosouaTenscTBo PK.

2.1.20 Cobmozaet TpynOBYH JHUCLIHILIHHY.

2.1.21 Cobmopaer TpeOoBaHHSA IO TexHHKe Ge30MaCHOCTH M OXpaHe TPyna,
IIOXKapHOH 6€30ITacHOCTH H MPOM3BOICTBEHHOM CaHHTapUH Ha paboueM MecTe.

2.1.22 Hec&T MaTepHallbHyIO OTBETCTBEHHOCTD 38 HMYINECTBO AEKaHATA.

2.1.23 bepe)xHO OTHOCHTCA K HMYIIECTBY YHUBEpPCHTETa, (GaKyIbTeTa H HEceT
MaTepUAILHYI0 OTBETCTBEHHOCTD 3a UMYIIIECTBO JeKaHara GaKylbTeTa.

2.1.24 ObecneyeHre KOHPHIECHIMANBHOCTH CITyxkeGHOM HHDOPMAIIHH.

2.1.25 Cobimropenue yCTaHOBIGHHBIX CPOKOB IIPH MCIONHEHWH 3aJaHui
[IOPYYEHUH. .......

2.1.26 Obecneuenyie MpHHLIKMIIA B3aUMO3AMEHAEMOCTH COTPYAHHKOB (Gose3Hs,
OTITyCK, KOMaHAHPOBKA).

2.1.27 Konrtpones 3a Ka4yeCTBEHHHIM BeJeHHEM [OKYMEHTAllHH COIVIACHO
HOMEHKIIaType Jel.

2.1.28 PazpaboTka u cBoeBpeMeHHOe OOHOBIEHHE (COTVIACHO YCTAHOBICHHBIM
CPOKaM) IOJIOXKEHMH ¥ ZOIDKHOCTHBIX HHCTPYKIMH CTPYKTYPHOI'O IOIpa3ielieH .

2.1.29 HeponymeHne KOPPYHNLMOHHBIX PHCKOB B JIESTEBHOCTH BBEPEHHOTO
CTPYKTYPHOT'O IOApa3AeIeHH.

- 2.1.30 Cobmogenue TexHUKM OE€30IIaCHOCTH COTPYIHUKAMH CTPYKTYPHOTO
I0JIpa3iesIeHuUs,.

2.1.31 CobmomeHne  cBoeBpeMeHHOro  oOHOBNEHHA  HH{pOpMaLUU
mybnuKyeMoi Ha o6pa3oBaTeNsbHOM ITopTajie Y HUBEPCHTETA.

2.1.32 CroeBpeMenHOl npoxoxaenue ¢Guroporpahudeckoro odcieoBaHua U
IIOJIy4eHHA AOIMycKa K pabote.

2.1.33 CobmoneHre B JEATENBHOCTH CTPYKTYPHOTO IIOApa3eleHus
cODJIIOJIEHUS CUCTEMBI MEHeDKMEHTA ¥ Ka4ecTBa.

3 IlpaBa

CekpeTtapp (haKyasTeTa HMeEET IIPaBo:

1) 3HAKOMHTECA C IIPHUKa3aMH M pacliopsDKEHHAMHU PYKOBOACTBA YHHBEPCHTETR,
tbaxynpTeTa, KacarIlUMMCS €r0 NeATebHOCTH,

2) TIOBRIIIATH CBOIO KBATU(UKAIIMIO;
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3ATIPEIIAETCH HECAHKIHOHHPOBAHHOE KOITHPOBAHHE JOKYMEHTA!

Hacmosuuii doxymenm ne mozicem 6bime HOMHOCITGIO WAY YACMUNHO 60CHPOUIBEOEH, MUPAIICUPOBAH U
pacnpocmpanén 6e3 paspewenus lpedcedamens Ipagnenun-pexmopa HAO « Topauesipos yrusepcumemns»
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3) sampamruBarh HO IOPYYeHHIO JeKaHa (aKynbTeTa M 3aMECTHTENEH JeKaHa
OT CTPYKTYPHBIX TOApasieleHnii HHGOPMALMI0 U JTOKyMEHTEI, HeOOXOMuMEBIE I
BBITTOJTHEHHA BO3JIOKEHHBIX IOPYYESHUH, 3aTaHui;

4) BHOCHTB Ha DPacCMOTpeHHE HeKaHy (aKylnbTeTa, 3aMeCTHTeNIeH JeKaHa
NpeIJIoKEeH s, HATPaBIIeHHble Ha YIyqIIeHHe AeSTelbHOCTH (haKyIbTeTa.

4 OTBETCTBEHHOCTD

Cexpetapb (haxynbpTeTa HeCET OTBETCTBEHHOCTE 3.

1} HeHajyieXallee MCIOIHEHHE H HEHUCIIOJHEHHE CBOMX JOJDKHOCTHBIX
00:13aHHOCTEH, IPEIYCMOTPEHHEBIX HAcTOAIIeH JODKHOCTHOR MHCTPYKIIHEH,

2) napywenwue IIpaun BHyTpeHHero pacnopaaka O6mecTBa;

3) pasrialeHue CBeICHMH, TpeAHa3HAYECHHBIX JUIA CIIyKeOHOro MOb30BaHMs
ObmecTsa;

4) coBepiieHEe B IpOLECcCe OCYILECTBICHMS CBOEH JACATCIBHOCTH
[paBOHAPYLICHHH, OIIpeieNIeHHBIX NEHCTBYIONMM 3aKOHOJATENECTBOM PK;

5) npuudHeHHe MarepHansHoOro ymepba OO6mecTsa, NPEXYCMOTPEHHOTO
HNeHCTBYIOLIMM 3aK0HOAaTeNsCTBOM PK;

6) HeceT HHAUBUIYAIBHYIO OTBETCTBEHHOCTD 38 IPE/IOCTABICHHE JIOCTOREPHOMI
¥ Ka9eCTBEHHON 3alpalrBaeMoil HH(popMaIuy;

7) HeceT OTBETCTBEHHOCTE 33 CBOECBPEMEHHOe O(QOpMICHHE 3asBOK [UIA
¢bopMHEpOBaHKs INIaHA FOCYJAPCTBEHHBIX 3aKyIIOK TOBAPOB # YCIIYT,

8) Hecer OTBETCTBEHHOCTh 3a CO3JaHMe ONarompusTHOIO MOpanbHO-
TICHXOJIOrHYECKOr0 KIAMaTa B KOJUIEKTHUBE,

9) 3a He KCITOJIHEHNE YCTHOI'O U IMCEMEHHOTO PacTIOPsSKeHHHA PYKOBOACTBA.

5 B3aHMOCBS3H

5.1 Cexperaph (pakynbTeTa HEIOCPENCTBEHHO B3aMMOLEHCTBYET C JIEKAHOM,
3aMECTHTENAMH JeKaHa, COTPYAHHKAMHM IPYTHX CTPYKTYDHBIX TOApa3NeleHHH

(paxyneTeTa, YHHBEPCHTETA.
5.2 BsaumopeiicTBHe ¢ MHBIMHM JOJDKHOCTHBIMHU ITHIIAMHM M TOJpasAelcHIIMH

OCYHIECTBIACTCA IIPY YYaCTHH pYKOBOIEHTe}Ieﬁ COOTBETCTBYHOUIHX nonpasneneﬁnﬁ.

6
3ANPEINAETCH HECAHKIIHOHUPOBAHHOE KOITMPOBAHUE JOKYMEHTA!
Hacmosuuii doxymenm ne modicem Guime NONHOCMbIO URY YACIMUNHO B0CHPOUSBEOEH, MUPAdCUposar u
pacnpocmpanén bez paspewenus IIpedcedamens Ilpagnenua-pexmopa HAO «Topatickipos yHusepcumens



IIpnaoxenue A
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(obs3aTencHOE)
@® CO CMK 4.01.6/01
JUCT COT'JIACOBAHHA
Jomxnocts, ©.1.0. JlaTta coriacoBanus [loanucs
Tpextop HR — criyx65r i /
Kaxumepa A. E od AL 20.{4 roma
/. (toanwes)
H.o pyxoBozurens ;
VTIOul 'C Caburosa P. A. 23 12 2074 roga /%
" (moamscs)
HopMOKOHTpONE:
HH)KEHEp II0 KaueCTBY
OCuCMK
Basxmerosa . C. oz i 2044 roma
(moamucs)

3ATTPEIHAETCH HECAHKITHOHMPOBAHHOE KOTMMPOBAHWE JOKYMEHTA!
Haemoswguit doxymernm He mozicem Gbimp RORHOCMBIO URY HACHUYHO 60CNPOUIEEOEH, MUDANCUPOBAN U
pacnpocmpanén bez paspewenus [lpedcedamenn Hpaenenun-pexmopa HAO «Topaiizuipos yHusepcumeny
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IIpnaoxenne B

(obs3arensHOE)
® CO CMK 4.01.6/02
JIMCT O3HAKOMJIEHHU A
®.1.0. nuna, JlaTa 03HaKOMIISHHS C Iopmuce
03HAKOMMBILETOCH C JOKYMEHTOM
JOKYMEHTOM
8

SANTPEIIAETCSA HECAHKIMMOHUPOBAHHOE KOITUPOBAHWUE JOKYMEHTA!
Hacmoswuil doxymenm ne moxcem 6uims HONHOCHBIO UAN HACHUYHO 80CHPOUBE0EN, MUPANCUHPOBAN U
pacnpocmpanén bes paspewenust lIpedcedamenn Ipasnenua-pexmopa HAO « Topaizelpos yrusepcunemy
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ITpunoxenne I’
(obs3arensHOE)

® CO CMK 4.01.6/03

JUCT YYETA HEPHOAHWYECKHUX ITPOBEPOK

Homep u PesyneratThl Hata ® N.0. mung, [Moamuce nuua,
nata IIPOBEPKHU BHECEHUs | BHECIIEro 3alliCh | BHECIIETo 3aluch
IpHKa3a 3aIIUCH

9
3AIPEINAETCS HECAHKLIIOHHPOBAHHOE KOITHPOBAHHE JOKYMEHTA!
Hacmosuuii QOKyMeHm He MoJcem Gbime ROTHOCHIbIO Wik YACIMUYHO 80CHPOUIBEOEN, MUPADICUPOSAH U
pacnpocmpanén 6es paspewenus Ilpedcedamens Hpasnenua-pexmopa HAO «Topaiieuipos yHusepcumem»




IIpunoxenne /I
(obs3aTenpHOE)

I CMK 24-02-04/03

© CO CMK 4.01.6/04

JIACT PETHCTPAIIMHM N3MEHEHWH ¥ TONOJIHEHHN

IlopsipkoBeni | OcHOBaHHE Hata Hara O.N.0O. muua, | Ilognmcs
HOMEp (Ne, mata | BBeleHUS | BHECEHHA BHECILIETO nuna,
W3MEHEeHHsA | IIpHKasa) |M3MEHEHHJ M3MEHEHHd| H3MEeHEeHHe BHECIIIETO

H3MEHECHHUE
10

3AITPEIIAETCS HECAHKIIHOHHAPOBAHHOE KONMMUPOBAHME NOKYMEHTA!
Hacmosuuii O0KyMerm He mooicem Gbtmb NONHOCMBIO URN YACTRUYHO BOCHPOU3BEOEH, MUPANCUDOSaN U
pacnpocmpanén 6e3 paspewenus lpedcedamens IIpasnenus-pexmopa HAO «Topaitizeipos yrugepcumems




