BCII «XapkiBcbKHil TOProBe/ibHO- 3ATBEPKYIO
exoHOMiuHHMI PaxoBUil KOTETK B. 0. iuperTopa

JlepA&aBHOI0 TOProBe./ibHO- A siT o
eKOHOMIYHOTO yHiBepeHTeTY»/ - ,.

MOCAJOBA IHCTPYKIIIS,

IncnekTop 3 Kaapis (3 06iKY Ty
KIT 3423

I. 3ara/ibHi MOJIOKEHHS.

|. lucmexrop 3 kajpiB (3 00JiKy CTYAEHTIB) HAICKHTH /0 npodeciiHoi rpynu
«DaxiBILi».

2. Cdepoto JisiibHOCTI iHCMEKTOPa 3 KAJPIB € 061ik 0cO0OBOrO CKJIaly B KOJEUKI,
3. TlpusHayeHHs Ha rocaay IHCriekTopa 3 KanapiB Ta 3BilbHEHHS 3 Hel
3IHCHIOETHCS HAKA30M JAMPEKTOPA KOJIEKY 3 I0TPUMAHHSM BUMOT Koekey 3aKOHIB
npo npaio YKpaiHu Ta YAHHOTO 3aKOHO/I2BCTBA MPO MPaLio.

4. IcheKTop 3 KaJpiB 0e3MocepeHbO MiAMOPAAKOBYEThCSA CTApUIOMY IHCMEKTOPY
3 KaJIpi..

3 Y cBoi# poborTi JOTPUMYETBCA T2 kepycThes  Koneruryuicio  Vipainm,
sakoHamu Ykpainu «[Ipo ocsity», «llpo BHilly cBity», nocraHoBamu Kaoinery
MinicTpis chpamu HakKazaMy Ta Juctamu MiHicTepeTBa OCBITH | HayKW YKpaiHu,
Crarytom yHiBepcutety, [lonoxeHHsam npo BCIT «XapKiBCbKHI TOProOBE/IbHO-
exonomiunuii  daxosuit konenx JITEY», HakazamMu Ta  pO3NOPAIKCHHAMH
kepipanutea JITEY Ta BCIT «XTE®K ATEVY», [IpaBunamu  BHYTPILIHLOTO
pO3NOPAIKY, [TooKeHHIM TIPO B KAaApiB KOJC/KY 1 JaHOI0 MOCA/I0BOI0
IHCTPYKLIEIO.

11. 3aBaanHs Ta 000B’SA3KU:

1 TucrmekTop 3 KajpiB (3 00MiKy CTY/ICHTIB) OTPUMYE BiJl NPUHMAILHOT KOMICIHT
0coGOBi CIpaBy CTYAEHTIB, AKi NPUIHATI 10 KONELKY;

2  BuKOHy€ Hakasu i pO3NOPAILKCHHS 3 PYXY KOHTHHICHTY CTYJEHTIB JICHHOT |
3a04HOT POpPM HaABYAHHS.

3. BukoHye mepeMillleHHs 0COO0BHUX CIPaB BIMOBILHO J10 HAKA3IB 111010 PYXY
KOHTHUHTEHTY CTY/IEHTIB JACHHOT Ta 3204HOT GOPM HaBYAHHS;

4, Cknazmae andapiTHi CMIHCKHM CTYACHTIB IEHHOI Ta 3204HOT (POPM HABUAHHS!

5. 3pilicHioe WOPiUHO Tepeaady B apXiB 0cODOBMX CHPAB CTYJICHTIB, siki BUOYJIM 3
KOJIEIKY
6. 3ailicHioe GopMyBaHHs 0a3u JaHWX JUlsd 3aMOBJIEHbL Ha BUTOTOBJICHHS JIMIIIOMIB

BHITYCKHMKAM KOJIE/DKY BiAMOBIZHO /10 CMIMCKIB Ta aHKET, SKi MOJAIOTLCS AeKaHATAMK
710 HABYAJIBLHOTO BiALTY;



7. 3abesneuyye HaNeKHY KiJIbKICTh OJIaHKIB AMMIOMIB T4 J1OAATKIB BCTAHOBIEHOTO
3paska J10 AUILIOMiB; '

8. 3a Haka3OoM QMpEeKTOpa MOjA€ 3asBKY HA BMIOTOBICHHS OJAaHKIB AMMIOMIB Ta
J0/IaTKiB BCTAHOBIIEHOI'O 3pa3Ka 10 JAMIMJIOMIB;

9.  3nifiCHIOE 3aMOBJICHHS Ha BUIOTOBJICHHS 1y0JikaTiB AMMIOMIB Ta 104aTKIB 10
JHIUIOMIB BCTAHOBJICHOTO 3pasKa;

10. 3nidicHroe BUiavy BUITYCKHMKAM aTecTaTiB 3 0cOOOBOI CMpaBy Ta AMMIOMIB 3a
npeJ’ IBJICHHAM OOXiTHUX JINCTKIB;

['1. 3anoBHIo€ sypHaM BUAa4i ANIUIOMIB BHITYCKHUKAM;

12, CBoeyacHO mojae 3BiTH PO BHAAHI JIMIIOMH [0 BiAMOBIAHOrO niAnpueMcTBa
MiuicrepcTBa ocBiTH i Hayku Ykpainu;

13. 3nilicHrOoe cBOEYACHE CIIMCAHHSI JOKYMEHTALIT CyBOPOT 3BITHOCTI;

14. 3abesneuye CTYIEHTCHKMMM KBUTKAMM CTYAEHTIB KOJNEMKY BIANOBIAHO 10
CIIHCKIB, K OIAI0THCS JIEKAHATAMMU;

15, 3nificHioe 3aMOBJICHHA HA BUTOTOBJEHHS 1yO/iKaTiB CTYIEHTCbKUX KBHUTKIB 3a
MOJaHHSAM JeKaHaTIiB;

16. Tlomae woOMiCAYHO NaHi 100 KOHTHHIEHTY cTyaentis g0 JTEY s
CTaTUCTHYHOI 3BITHOCTI 3a iHdOpMAaLli€ro HanaHo0 JekaHaTamu;

17. T'orye Ta momae 3BiT HaBYANIBLHOIrO 3aK/1ay Ha Mo4YaTroKk HaBYaJbHOIO POKY 3a
dopmoro 2-3HK B ATEY ta konito B YipasiiHHS OCBiTH i Hayku XapKiBCbKOT
o0JacTi;

18. [lbae mpo 3mopos’s i Gesmeky sk ocobucry, Tak i OTOYYIOUMUX TPOMaJsiH B
[poweci npai i Ha TepUTOPIT IHCTUTYTY;

19. TepminoBo moBigomsse nekaHat Ta inkeHepa 3 0OXOpPOHHU rnpaui KoJleuKy Mpo
KOKHHMH HEIACHUH BUIIA/IOK, IO TPATTUBCS 3 NIPALiBHHKOM, CTYAEHTOM.

20. AnminicTpyBaHHs eeKTPOHHOT a3k 3 nuTakb 0cBiTH € JEBO:
- CrBOpeHHSs 00J1iKOBHX 3aIKCIB oneparopis €/IEBO;

Brecenns oneparopis €[JEBO 10 pecetpy KOPHCTYBayiB €ECKTPOHHOT 0as3u;
["enepanis napois Ta joriHiB KopucTyBayis;

3abesneyenHs ta BHecenHs B €JIEBO nosuux i JOCTOBIPHUX BiZIOMOCTEH Ta
AAHUX, B TOMY YHUCJ MEPCOHANBHMX, 11100 HAAaBayiB Ta OTPUMYBAYiB OCBITHIX
nocmyr, X pefaryBaHHs, 3 MeTOK) MOCTIHOrO migTpuMaHus B LLTICHOMY Ta
aKTyaJIbHOMY CTaHi;
- Cropenns Tta 3abe3nedeHHs AOCTYIly ONEparopiB eJNEKTPOHHOI 0a3u J0
MOLITOBUX CKPHHBOK Ha MowtoBoMy cepsepi CJIEBO;
-" OG6nik Ta 36epiranus CEKpeTHHX K/mouiB Bia TexHiunoro aaminictparopa
€IEBO, enekTpoHHMX Mmiqnucis, neyariu KepiBHHKA Ta BiAMOBigalLHUX 0CI6.
- CrBopeHHS B eNeKTpoHHiil 6as3i NEPCOHANILHUX  KapTOK @i3u4HuX o0cib
(BCTYNHMKIB, CTYZECHTIB Ta HAYKOBLIB) 3 BHECCHHSIM B HUX [IOBHUX JIOCTOBIPHHX
JNaHHX;
- 3asanrtaxenus no €JEBO nns sepudikauii aKTyallbHUX JlaHUX, a came:
NULEeH3sil, cepTrikaTis, cBifoUTE, Haka3iB npo pyx cryaeHTiB y BH3 Ta in.




- CTBOpeHHs 3anuTiB 11t HAKa3iB 110 CTyAeHTax;

- [Hpyk HakasiB Ta iHLIIOI JOKyMeHTauil, sika ctocyeTbess pobotn 3BO B

€JIEKTPOHHIH 0a3i 3 NUTaHb OCBITH;

- Crsopenns B €/IEBO nponosuuiii 1s BeTyny;

- 3aBanTtaxeHHs Ymos [lpuitomy Ta [IlpaBun npuitomy, cTBOpeHHS
iHQOpMalliHKUX TaONMIL, NPONO3KLIi B eNeKTPOHHIN 6a3i ans nposeieHHs
BCTYIy a0iTypi€eHTiB 3riiHO HaAaHOMY byHKIiOHAY;

- BHeceHHs 3asB BCTYNHMKIB (Ha TOMOBHEHHS, Ha CKOPOYEHHH CTpPOK

HaBYaHHA );

- @opmyBaHHs 3BEICHHUX BiJIOMOCTEH BCTYITHUKIB;

- O0poOxka 3asB abitypienTis (1 Kypc);

- CTBOpeHHS CIHMCKiB PEeKOMEHI0BaHMX, HaKa3iB 3apaxoBaHHX [0 3apaxyBaHHs.

HaKas3iB IIPO BUKIIOUEHHS 3 HAKA3IB JIO 3apaXyBaHHS;

- 3Bith mepex JITEY, MOH Vkpainu, [lenaprament ocBitTH npo xix

MPUAMAIHOT KaMIIaHiT;

- Orpumanns yepe3 €JIEBO 3reHepoBaHUX HOMEPIB IOKYMEHTIB 1PO OCBITY Ta
X peecTpalifHuX HOMepIB.

- Odopmitenns y ALICK IOJ APC ta 36epiranns EIL aupexropa H3, ocid.
BIZINOBIAANIBHUX 32 CTBOPEHHS iH(OPMALLii, 11O Bi0OpakaeThes y J0KYMEHTax
PO OCBITY Ta rnevyarku H3.

- IIpoBeleHHs BHMIa4i Ta 3aHECEHHSI B JOBIIHWKW €JIEKTPOHHO! 6a3u JaHMx
JOKYMEHTIB PO OCBITY.

- T'eHepanisi 3asB Ha BHIOTOBJEHHS CTYJIEHTCHKHX KBHTKIB, 3aHECEHHS X 10
0asu nanux Ta eKcropr JUis nojanbiioi po6oTu y cepenosuie Edukation.

- ®opmyBaHHs pisHOMaHiTHHX 3BiTiB y €[JEBO, a came: cTyneHi pusuky, tdopma
2-3 HK, 3BezieHi GopmMH KOHTHHICHTY CTyI€HTIB /118 Bepudikaii;

- 3aBaHTaKCHHs Ta MiATPMMKA B KTyaJlbHOMY | HAlle)KHOMY CTaHi MatepiaibHO-
TexHigHoi 6a3u H3 B €JIEBO.

21. Bigpsmxenns no ATEY ans oTpumaHHs 3a37anierias 3aMOBiIEHUX GaaHKis
JHMIUIOMIB [1PO OCBITY, DOAATKIB /10 HUX, OOKIAJIWHOK /LIS BUIYCKHHKIB.

22.  KoHTpOJib 32 BUTOTOBIIEHHAM JIOKYMEHTIB PO OCBITY.

23. 3abesriedeHHs JOKYMEHTIB NpO OCBITY Bunyckuukam H3, odopmiennx
HAJIEKHUM YHHOM,

24, 3pilicHeHHsI CKpIIUIEHHA J0JATKIB €BPONEHCHKOr0 3paska A0 JMUIIOMIB, iX
[MPOLINBKA, 10 YHEMOXJIMBIIFOE P03’ €lHAHHS 0€3 NOPYILEHHS IX 1iliCHOCTI.

25. Bigpsmxenns no JITEY aas ocratoqnoro 0(OPMIICHHS JOKYMEHTIB 11PO OCBITY
(HaKa aHHs MeYaTKH roJOBHOTO HABUYANLHOTO 3aKany).

26. BuroToBieHHs KoIiil IOKyMeHTIB MpO OCBITY (AMIIOM, J0/ATOK 10 JIMIIIOMY
€BPOIMEHCHKOr0 3pa3ka) BUITYCKHHUKIB,




27, 3sit nepen romoBuum H3 3a kinbkicTs, sikicTh Ta JNOTPUMAHHS TEepPMiHiB
3aKiHYEHHS HABYQHHs 37100yBayiB BULLOT OCBITH.

II1. IIpaBa.

L. Incnekrop 3 kazmpis (3 061iKy CTy/AeHTIB) Mae MPABO BUMAraTH Bij JeKaHATIB Ta
MPALiBHHKIB iHpOPMaLiiO Ta JOKYMEHTH, sKi HEOOXiAHI A/ BUKOHAHHS MOCaa0BUX
000B'sI3KiB;

2. Bumarata Biil KepiBHHITBA KONEMKY CHIPHSHHS LIOAO BHKOHAHHS Nnocaj0BHX
000B'sI3KiB Ta I11paB.

3. Maru B HasBHOCTI Komii niuensii Ta ceprudikaris, naaHy npuiomy ta obesry
JIEpKABHOTO 3aMOBJICHHS Ha MOTOYHHH PiK;

4. 3HallOMMTHCb 3 TNIpOEKTaMM pillleHb KEPIBHULTBA KOJNEIKY IIOA0 HOro
JUSJTBHOCTI

5.  3/MCHIOBATH 3aMHT OCOGOBMX CMPAB CTYACHTIB, SIKi BLIHOBIIOIOTHCS Micis
BiZIDAXyBaHHSI JITS TIPOIOBKEHHS HABYAHHS,
IV. BianosiaaabHicTs.

I. Incnexrop 3 kazupiB (3 06uiKy CTy/eHTIB) Hece BiAMOBIAANBHICTD 32 HEHAICKHE
BHUKOHAaHHA a00 HEBHKOHAHHSA CBOIX 0CAN0BUX 00OB'S3KIB, nepeadaueHUX 1aHoK
IHCTPYKII€I0 y Mekax BU3HAUCHHX YMHHUM TPYJOBHM 3aKOHO/IABCTBOM;

2. 3a mpaBOMOpYIUEHHS, CKOEHI Mijl 4ac CBOET NiANBHOCTI, Y MeXaX BH3HAYEHUX
aZMIHICTPATHBHUM, KAPHUM Ta FPOMAISHCHKHM 3aKOHOJABCTBOM.
V. lloBuHeH 3HATH.

. Buau nporpamuoro 3abesneuenns, TeXHIYHO-EKCIUlyaTaliiiHi XapaKTepUCTHKM
I1K, npaBuiia i TeXHi9HOT eKCIrIyaratii;

2. Tlopsnok bopmyBanHs i BeaeHHsS 6a3u naHNX KOHTHHI€HTY CTY/ICHTIB;

3. Ilporpamue 3ae3neveHHs MmianpueMcTsa MinictepeTsa ocBitH i nayku Ykpaitn
MO0 (OPMYBAaHHA 3aMOBJICHHS HA BUIOTOBIEHHS JMILIOMIB Ta CTY IEHTChKHX
KBHTKIB;,

4. TlporpamHe 3a6e3neuenHs aisi HAZAHHA CTATHCTHYHOT 3BITHOCTI;

5. Tlopsamok odopmiieHHs, BeleHHS Ta 30epiraHHs JIOKyMeHTalll, 1o nos’s3ana 3
KOHTHHI'€HTOM CTYJIEHTIB Ta HOro pyxom;

6. BuMOrM 10 ckiasanHs 3BITHOCTI 1010 CTaTHCTUYHUX JAHHUX CTYJICHTIB;

7. JlinensoBanuii 06c¢sr Ta TepMin il miensii i CepTU(IKATIB PO akpeanTaLiio;
8. Tlonoxenus Ta incTpykuii 3 JTOBOICTBA;
9

[HCTpyKUIT 3 OXOpOHU npatii.

VL. KBaaidikauiiini Bumorn.

1. Ha nocany [HcnexTop 3 kaapis (3 00JIiKY CTYeHTIB) NpU3HaYacThes ocoba, sxa
Ma€ BHUIIly OCBITY 6€3 BUMOT J10 cTaxy pobory.




VII. B3aemMoBiIHOCHHH 32 MOCA1010.

1. 3 pexkaHamu q:;akynme’rm 3 NUTaHb HajaHHs iHGOPMaLii 11010 KOHTHHIEHTY
CTY/ICHTIB, MOJAHHS BiIOMOCTE [P0 BUITYCKHHKIB, BUAAY] AMIJIOMIB TOLLO,
2. 3 OyxranTtepiero 3 NUTaHb HAJAHHS CTATHCTHYHOI 3BITHOCTI:

3. 3 apxiBoM iHCTHTYTY 3 mUTaHb Nepeaadi 0coGOBUX CIpaB CTYAECHTIB Ta Ti IHILIMX
JIOKYMEHTIB JUlSl JIOBFOCTPOKOBOIO 30€peeHHs, a TAKOXK 3alUT 0COBOBHX crpan

CTYICHTIB, fKi BiIHOBIISIOTLCS TTiC/s BiapaxyBaHHS.




