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2
3ANPEIMAETCH HECAHKLHHOHUPOBAHHOE KOITUPOBAHUE NOKYMEHTA!
Hacmoswyuil dokymenn ne soscem 6bimes HORHOCIIBIO WY YACHUYNO BOCHPON3GEOEH, MUPANCUPOBaN U

pacnpocmpanéy 6es paspewenus [Ipedcedamenn Mpacnenun-pexmopa HAQ «Topaiteeipog yrusepcuntemy
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1 O0ixue nmoaoxeHHs

1.1  Cekperapp QaxynpTeTa OTHOCHTCS K KATETOPHH TeXHHYECKHX
HCIIOJTHUTEIEH.

1.2 Cekperaps dakynbrera npuHuMaetcs M ocBoOOKAASTCS OT 3aHUMAaeMOH
JoiokHocTy  npukasoM  Ilpencenatens [lpaBnenus-pextopa Hekommepueckoro
aknvoHepHoro obmectBa (nanee - HAQO) «TopaiireipoB yHuBepcuTeT» (Zanee -
O6mecTBo).

1.3 Ha nomxHOCTH cekperaps ¢akyipreTa HasHadaeTcs IHIO, HMEKIee
BhICUIEE TIpodeccHOHaNbHOE (MIIH ITOCNEBY30BCKOE) O0pa3OBaHHe WM CpeaHee
npodeccuoHansHoe obpazosande no npoduiio gakynbreTa 6e3 NpenbaBIeHUs
TpeGOoBaHuH K cTaxky paboThi.

1.4  Cekperapr akynbreTa NOAUHMHAETCS HEMOCPEACTBEHHO  IEKaHy
(bakynpTeTA.

1.5 Cekperaps QaxyabTeTa NOMKEH 3HATE M PyKOBOICTBOBATHLCS:

- Konctutyuuelt Pecniybnuxu KazaxcTal, NpuHATOH Ha pecrmybIMKaHCKOM
peepennyme 30 aprycra 1995 rona ¢ uzmenenusmu 19.09.2022 rona;

- Tpynoseim konexkcom PK or 23.11.2015 r. uamenenusamu 21.07.2024 r.;

- 3akoHoM PK «O6 obpazopanuu» ot 27.07.2007 r. ¢ u3m. 01.09.2024 r;

- 3akonoM PK «O s3pikax B Pecriybmuxe Kasaxcrtam» ot 11.07.1997 roma ¢
U3MEHEHHSIMH 1 JOTIOJIHEHUSIMH 110 cocTogHmio Ha 20.08.2024 r.;

- 3akonoM «O Hayke» oT 18 deppansg 2011 roma Ne 407-1V (¢ usMeHEHUsSIMK U
IOTIOTHEHHUSMH T10 COCTOSIHHIO Ha 26.12,2018 r.);

- 3akoHom PK «O mnporuBopeiicteun xoppynuuw» ot 18.11.2015 r. ¢
uzmenennsamy 09.09.2024 r.;

- [IpaBuitamu BHyTpeHHero pacnopsaka HAO «TopalrelpoB YHHBEPCUTETY;

- Komexcom wectu mnpernomaBarencii u cotpyanukoB HAQO «Topalireipos
YHUBEPCHTETY;

- YcraBoM HAO «TopalirelpoB yHUBEpCHTET,

- KonnexTuBHbIM 10roBOpOM;

- Muccueii, llonutuxkoi u lenamu HAO «TopalirelpoB yHUBEPCUTETY;

- OPraHU3allMOHHO-PACTIOPSJIUTEIBHEIMM JTIOKYMEHTAMHY;

- hepapxuel CTPYKTYpsl M HampaBileHUsMH aestensHocTH HAO «Topaiirsipos
YHUBEPCHTET?;

- IOKYMEHTaMH CHCTEMBl MEHEDKMEHTa Ka4yecTBa B IIPEAeNax CBOMX
JOJDKHOCTHBIX 00S3aHHOCTEH;

- IOKYMEHTaMH, obecneurBalOILMMH GYHKUMOHHPOBaHHE CUCTEMBI
MEHEeIXKMEHTa KauecTBa;

- IONIOYKEHHEM O (paKynsTeTe;

- IIporpammoii passutuss HAQO «Topaiireipos yHuBepcutera» Ha 2023-2029
rojia;

"

3
3ANPEHIAETCS HECAHKIIMOHHPOBAHHOE KONNWPOBAHUE JOKYMEHTA!
HﬁC}ﬂG}IH{Hﬁ c)oxy;wemn He Modice Delinb HOMHOCIHBIO HAN RACHIUYHO BOCHPOZIBGEGEH, HUPANCUPOGAH I
pacnpocmpanén be3 pazpeutenus [pedcedamenn Hpasnenua-pexmopa HAQ «Topaiiempos yiuaepcumemsy
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- HACTOAIIEH [OHKHOCTHOH MHCTPYKIMEH.
- npaBWiIaMK U HOpMami 6€30MacHOCTH 1 OXpaHbl TPyAa.
1.6 Ha Bpemss OTCYTCTBHS ceKperapsi QaxyibTeTa (bones3Hb, OTIIYCK,
KOMaHIHPOBKa) €ro NOKHOCTHBIE OOS3aHHOCTH HCIIONHACT JIHMIO, HASHAUCHHOE
npuxaszom [pencenarenem IIpaBieHna-peKTopa.

2 HoJkHoCTHBIE 003aHHOCTH

2.1 O6mue HanpapJieHHs padoTsbl

2.1.1  Ocymecteiser pabory 00  OPraHH3aAOHHOMY 00eCreueHuIo
aIMHHHCTPATHBHO-PACIIOPANUTENBHOM ACATEIBHOCTH IEKaHATA.

2.1.2 [Tpunumaer TOCTYI ALY O Ha paccMOTpeHNe JeKaHa
KOpPECHOHIEHIHI0, TepefaeT €€ B COOTBETCTBMM C TIPUHATBIM PCHICHHEM B
CTPYKTYpHBle MOApaszfenenust GpaKyapreta HiIM KOHKPETHBIM HCHOMHMTENAM  IIA
MCTIONB30BaHKs B npouecce paboTsl MO0 10rOTOBKH OTBETOB.

2.1.3 Beger [emonpou3BOACTBO B COOTBETCTBHH C yCTaHOBJIEHHOH
HOMCHKIIATYpPOH JIell [eKaHaTa.

2.1.4 BRmosHsieT IeyaTHyo paboTy o AeKaHaTy U QakyIbTeTy.

2.1.5 CjaéT B apXuB JOKYMEHTEI, TIOAJEKAIIUX XPAHEHHIO.

2.1.6 OcyluecTBiaseT KOHTPO/b 3a JABWXXCHHEM KOHTHUHICHTa CTYAEHTOB
(06paboTKa MpUKA30B U YUET CTYJEHTOR)

2.1.7 Bepmer o6Gpaborky #“HGOpPMAIMHA ¥ NOKYMEHTOB IpH MOAIOTOBKE H
OPUHSATUY PeLICHHH.

2.1.8 Ucrionp3yeT B cBoeil paGoTe aeKTPOHHbIH TOKyMEHTOO00POT «CDHO0» u
CHCTEMY yIIpaBieHus OusHec-mporeccamMi « bBUTPHKCY.

2.1.9 BegmeT rnpueM [OKYMEHTOB, JIMHHBIX 3asBJEHHH, OCYILECTBIATH
HHpOPMaALUOHHOE obecreueH e,

2.1.10 Tlo mnopydeHHIO Je€KaHa TOTOBUTH MHChbMA, 3ampocbl W JpPYIue
JIOKYMEHTHI.

2.1.11 Buimonuser paboTy 110 TMOATOTOBKE 3aceaHMii M COBELLaHWH,
MIPOBOAMMBIX B jgekaHate (cOOp HEOOXONHMBIX —MATEpHANOB, OINOBEIICHHME
Y4ACTHUKOB O BPEMEHH U MECTE MPOBEASHUA, MOBECTKE IHs).

2.1.12 OcyinecTsiseT KOHTPOJL 33 WUCTONHEHUEM PabOTHHKaMH (haxkynpTeTa
M3JIaHHBIX TIPUKA30B PEKTOpa M PaclOpsUKeHMH JieKaHa, a TaKKe 3a coOmoIeHHEM
CPOKOB BbIIJOJHEHMS YKa3aHUH ¥ [IOPYUeHHH NEKaHa, B3ATHIX Ha KOHTPOIIb.

2.1.13 KouncyneTipyeT abUTYpHEHTOB, CTYACHTOB [I0 BCeM BOMPOCaM
HesTeN-HOCTH haKynbTeTa.

2.1.14 OfecneuupaerT [eK4aHAT COBMECTHO ¢ 3aBeAyrOMHM  CKJIaA0M
HeOOXOAUMBIMH KAHUEASPCKUMHU NPHHE/UIEXKHOCTAMM.

2.1.15 BegeT paboTy co cnyxebHbIMH MaTepHallaMi, CBOCBPEMEHHO BBOIUTH
TeKyIyo HH(GOpMaIUIo B 6a3y NaHHbIX.
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3ANPEWAETCS HECAHKIUIMOHHUPOBAHHOE KONTUPOBAHUE JOKYMEHTA!
Hacmosunii QOKYMEHIN He MONCen! SblMb NOTHOCAIBIO WAl YHCHIHII0 GOCHPON3BEIEN, IMUPANCUPOGAN Ut

pacnpocmpanén bez paspewtenus lpeocedamenn lpagremui-pexmopa HAQ «Topaiiceipog yitigepciumen
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2.1.16 Opranusyer [pHem [OCETUTENEH, COACHCTBYET ONEPaTUBHOCTH
pacCMOTpEHUS IPOCED U NPEANOKEHNH pabOTHUKOB.

2.1.17 OTBeuaer Ha Tene(OHHEIE 3BOHKY, GUKCHPYET U TepelaeT clyxebHYIo
HHQOPMAIMIO IeKaHy, 3aMECTUTEIAM JleKaHa, OPraHi3yeT NPOBeIcHUe TesneOHHBIX
IieperoBOPOB JEKaHa.

2.1.18 BroimonusieT WHble ciykeOHble MNOPYYEHHS [EKaHA, 3aMecTHTeNed
JeKaHa.

2.1.19 Cobsmonenune Tpebosanuil HopmarusHoi poxymentamuiéi MOH PK
BHYTpeHHel  HOpMaTUBHOW  jJoxymeHrauud — OOwecrBa H JleHCTBYHILIETO
saxoHojarenscTso PK.

2.1.20 CobmopaeT TpyLOBYHO JUCLHAILIAHY.

2.1.21 Cobmogaer TpeGoBanus 1o TexXHHKe Oe30MacHOCTH M OXpaHe Tpy/a,
roskapHo# 6e30NaCHOCTH W IIPOU3BOCTBEHHON CaHMTapuH Ha paboyem MecTe.

2.1.22 Hecét MaTepuabHYO OTBETCTBEHHOCTh 38 HMYLLECTBO JeKaHaTa.

2.1.23 BepexHO OTHOCHTCH K MMYLIECTBY YHHBEPCHUTETa, (DAKYJIbTETa X HECeT
MaTepHaTbHyEO OTBETCTBEHHOCTD 32 MYIUECTBO AeKaHara (paKkyIpTera.

2.1.24 Ob6ecnedenne KOHQGHIEHITHATLHOCTH CITy keOHOH HHpOpMaIuy.

2.1.25 CobniofcHNAe YCTAHOBIEHHBIX CPOKOB IIPM HCMONHEHHH 38JaHUH 1
nopyuenuit. 2.1.26 Ob6ecrneuenue MpHHIMIE B38MMO3aMEHSEMOCTH COTPYAHHKOR
(GonesHs, OTITYCK, KOMaHAHPOBKA).

2.1.27 KowuTpolib 3a Ka4eCTBEHHLIM BeICHHECM JOKYMEHTAllM¥ COIVIACHO
HOMEHKJIATYpe Aell.

2.1.28 Paspa6oTka U CBOeBpeMEeHHOE OOHOBJEHWE (COITAaCHO YCTaHOBJICHHBIM
CpoKaM) TIOJIOKEHMH ¥ JOIDKHOCTHBIX HHCTPYKIMH CTPYKTYPHOIO NMOAPA3JIETEHHU.

2.1.29 HejomnylueHue KOPPYMIHMOHHBIX PHCKOB B J1€ATENbHOCTH BBEPEHHOIO
CTPYKTYPHOTO NOAPa3aeeHusl.

- 2.1.30 CobiofeHnue TEXHHKH 0E30MaCHOCTH COTPYAHMKAMH CTPYKTYPHOTO
noapa3neeHHsl.

2.1.31 Co6nroieHne cBOeBpeMeHHOro OGHOBIEHHA O (aKyIbTeTe HHDOPMALIHH
ny6iIuKyeMo Ha 00Pa30BaTeNIbHOM IopTane Y HUBEPCUTETA.

2.1.32 CpoeBpeMeHHOM TpoxoxzeHue (uoporpaduueckoro obcnefoBaHus U
TTOJTyHeHus Aonycka K padore.

2.1.33 CobmogeHHe B  JAeATEIBHOCTH  CTPYKTYPHOI'O  IOApa3/eiIeHHS
cOOIIOMeHUs CHCTEMbl MEHEIKMEHTa U KauecTBa.

3 IlpaBa

CekpeTaphb (haKynbTeTa MMeeT NpaBo:

1) 3HAKOMUTBCS ¢ TIPHKA3aMU U PACTIOPHKEHMAMY PYKOBOACTBA YHUBEPCHTETA,
(paxyneTeTa, KacaloLUMMUCS ero JeATe/ILHOCTH;

2) MOBBINIATE CBOIO KBaJNH(PHKALIAIO;

>
JANPELWAETCH HECAHKLIHOHHUPOBAHHOE KONWPOBAHUE AOKYMEHTA!

Hacmosuyuti dokymenn ne sooicem Golmb ROTHOCINGIO MAY YACHILNNO BOCHPOU3EEOEN, IMUPANCUPOCUH U
pacnpocmpanén bes paspewenus lipedcedamens Ipasnenus-pexmopa HAQ «Topatizuipos ynusepcumen»
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3) 3anparlikBaTh Mo MOPYYEHWIO JiekaHa (akynbTeTa ¥ 3aMecTUTellel nekaHa
OT CIPYKTYPHBIX TOJpasfeiennii HHQOPMAIMIO U IOKYMEHTEL, HeoOXomumble MU
BBITIOJIHCHMS BO3IIOXKEHHBIX IOPYYEHHH, 3a1aHuH,

4) BHOCHTH Ha paccMOTpeHHE HekaHy (axynbreTa, 3aMECTHTENeH NexaHa
[peUIOKEHYS, HATIPAB/ICHHBIE 11a Yy IIeHue [esTelIbHOCTH (paKypTeTa.

4 OTBeTCTBEHHOCTh

Cekperaptb ¢aKxyabTeTa HECET OTBETCTBEHHOCTD 34!

1) Hemajyexaliee HCIONHEHHE K HEUCIIOJHEHHE CBOMX JOJDKHOCTHBIX
06s3aHHOCTEH, MPELyCMOTPEHHBIX HAaCTOSLIEH JJOIMKHOCTHOR HHCTPYKIMEH;

2) Hapyenue [Ipapua BryTpelnero paciopsjika ObulecTsa;

3) pasriaiieHde CBeJeHHH, NpejHa3Ha4eHHbIX JUIsl CIIYKeOHOrO MOJb30BaAHNS
ObuiecTna;

4) cosepumieHME B IIPOLECCEe OCYIIECTBJCHHS CBOGH  JEATEILHOCTH
IpaBOHAPYILEHHKH, OTMPEIeIeHHbIX AEHCTBYIOUHM 3aKOHOJATENIECTEOM PK;

5) npuumHeHue wMmarepuanbHoro ymepba OObriecTBa, NpPeAyCMOTPEHHOIO
AEHCTBYIOILMM 3aK0HOAaTeNbCTROM PK;

6) HeceT MHAUBHUAYANbHYIO OTBETCTBEHHOCTH 33 MPENOCTaBIeHHe 1OCTOBEPHOU
W Ka4eCTBEHHO 3anpariuBacMoi HHOOPMALIKH,

7) HeceT OTBETCTBEHHOCTH 3a CBOEBpeMEHHOe OQopMIICHWE 3asgBOK UL
GopMHUPOBAHES TUTaHa TOCY NAPCTBEHHBIX 3aKyIIOK TOBapOB U YCIIyT;

8) HeceT OTBETCTBEHHOCTh 3a CO3JaHHMe ONaronpusiTHOro MOpajbHO-
MCUXONIOMMYECKO"0 KNMMaTa B KOJJIEKTHBE,

9) 32 He MCMIONHEHUE YCTHOIO Y MMChMEHHOTO PACTIOPSUKEHUI PYKOBOACTBA.

5 BzauMoCBSIZH

5.1 Cekperapb (akyihTeTa HEMoCpeJCTBEHHO B3aMMOJACHCTBYET C ACKAHOM,
3AMECTUTENIAMH [IeKaHa, COTPYAHWKAMM JPYrWX CTPYKTYPHBIX MOIpasAeieHut
(axynpTeTa, YHHBEpPCUTETA.

5.2 BzauMoneHCcTBHE ¢ MHBIMHM JODKHOCTHBIMM JTHIIAMH M IOApa3AeleHMsIMH
OCYILIECTBIISIETCS [IPH YYaCTHH PYKOBOAUTENICH COOTBETCTBYIOIIHX TIoApas3ieeHU .
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3ANPEIAETCA HECAHKLUHOHUPOBAHHOE KOINHPOBAHUE JOKYMEHTA!
Hacmonuguii doxysenm ne modcem Gsime NOAHOCMBIO W YECMUMHO 0CHPOUIBLOEN, NMUPANCUPOSAH U

pacnpocmpanéy ez paspenienun lpedcedamensa [Ipagnenus-pexmopa HAQ «Topaiizeiposg yrugepcumem




Ipuioxenune A
(obst3aTenpHOE)

JIM CMK 25-02-04/02

® CO CMK 4.01.6/01

JIMCT COTJACOBAHMSA

Homxuocts, ®.M.0.

JlaTa cornacoBaHusl

TTonnuck

Jlupexrop HR — ciry 051
Kaxuiesa A. E

od _ {2

2044 rona

Llr/

(MOUIHCE)

.o pyxoBoauTelst
VI10ul C Caburosa P. A.

Bz 12 2014 rona

(MOANHCH)

HopMOKOHTPOJIB:
WHXEHep 10 KaYeCTBY
OCuCMK

Basxmetosa [. C.

oLz /L 20724 rona

=

(nonﬁucxa)
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3ANPEIUAETCS HECAHKIMOHHUPOBAHHOE KOIMHPOBAHHE JOKYMEHTA!
Hacmoswuii doxymenm ne Mosicem Golmb ROIHOCHbIO Wil HACATUYHO 60CAPOUIBLOEH, MUPUNCUPOBAH U
pacnpocmpanén 6es paspewenus [pedcedamens lpasnenusn-pexmopa HAO «Topaiizeipos yrusepcumem»

Ay
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Hpunoxenue B
(obszaTenpHOE)

O CO CMK 4.01.6/02

JIMCT O3HAKOMJIEHUA

®.A.0. nuna, JlaTta 03HAKOMIIEHHS C [loanuce
03HAKOMMBIIIETOCS C JOKYMEHTOM
JOKYMEHTOM
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SAMPEIAETCA HECAHKIIMOHUPOBAHHOE KOINNUPOBAHUE JOKYMEHTA'!
Hacmonuguii doxymenm ne modicem Goliite HONHOCIBIO HAU YACHTUYNO BOCHPOU3BEOEH, MUPAICUDOGAH U
pacnpocmpanén bez pazpeuenua llpedcedamenn lpaenenun-pexmopa HAO « Topaiiewipos yrusepcunments




JH CMK 25-02-04/02

Hpusoxenne I'
(0Bs3aTeNBHOE)

® CO CMK 4.01.6/03

JIUCT YYETA DEPUOJUUYECKHUX NPOBEPOK

Homep u Pe3ynnTaThl Hara ®.1.0. nuua, [Moxmuce NuLa,
jaTa IIPOBEPKH BHecenMsi | BHECLIEro 3amych | BHECLIETro 3aluCh
npHKasa 3aITHCH

9
3AMNPEILAETCSI HECAHKIIHOHHPOBAHHOE KOMNWPOBAHNE NOKYMEHTA!
Hacmosuguii doKyMenm He Moce/m 0slnts NORMOCHTLIO URY HACIILI0 gocnpouzsed Su, MUPQACHPOBUI U

pacnpocmpanéy 6e3 paspe

wrerto [Ipedcedamenn [pagrenus-pexinopa HAQ «Topation pos YHUBEPCUIME »




Hpuaoxenne [
(oBg3aTenbHOE)

JH CMK 25-02-04/02

@ CO CMK 4.01.6/04

JINCT PETACTPAIIMM USMEHEHWHA 1 JOIIOJHEHUIA

[Mopsaxossiit | OcHOBaHuE Hata Hara @ .1.0. nuua, [Toanuch
HOMEp (Ne, nata | BBEJIEHMA | BHECCHHUS BHECIHIETO JULa,
H3MEHEeHHU nprKasa) |W3MEHEHHs |H3MEHEHHS U3MEHEHHE BHECLIETO

U3MEHEHHE
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3ATIPELIAETCS1 HECAHKUMOHHPOBAHHOE KOMUPOBAHHE JOKYMEHTA!
Hacmosyuti Qoxyareitm He Modcem Belits MOIHOCHTSIO WL HaCiiig BoCHPOUIBEOEH, MUPANCUPOBH! U

pacnpoempanén ez paspeutenus Hpedeeounies Hpasaenus-pesmopa HAQ « Topaii,

TolPO6 Yrugepowieny




