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00 AAMUHHMCTPATUBHO-X0351IiICTBEHHOM OT/IeJI€e

1. O01mue NoJ0KeHU
1.1. Hacrosiiiee mojokeHUE OMNpEneseT Ha3HAuCHHE, LeNd, 3a1add, (QyHKINH,
nmpaBa, OTBETCTBEHHOCTb U  OCHOBBI  JCSATEIBHOCTH  QJMUHUCTPATUBHO-
X035HMCTBEHHOro oTena (manee - AXO).
1.2.  AXO ocymecTBiseT aIMUHHUCTPATUBHO-XO3SIMCTBEHHOE  OOECIICUCHHE
NeATeTbHOCTH OpPTaHU3aIlHH.
1.3. AXO siBnsieTcsi caMOCTOATENIBHBIM CTPYKTYPHBIM TOpa3ieIieHUeM OpraHu3aIuu
U TIOMUYUHSCTCS HEMOCPEACTBEHHO 3aMECTUTENI0 JHUPEKTopa MO OE30MacCHOCTH H
aIMAHHUCTPATUBHO — XO35IUCTBEHHOU padoTe.
1.4, B cBoeit pgesarenbHOocTH AXO  pYKOBOACTBYETCA  JCHUCTBYIOLIUM
3aKOHOJIaTE€JIbCTBOM,  HOPMATHUBHO-NPABOBBIMM ~ aKTaMH M METOJUYECKUMU
MaTteprajgaMyd TI0 XO3SIMCTBEHHOMY OOCIY)XMBaHWIO, HOPMaMHM U TIpaBUJIaMU
cCollepKaHUs, OHKCIUTyaTalliM W PEMOHTa 3JIaHWi, TEXHHUYECKOTO OO0OpyIOBaHUS,
HOPMaTUBHBIMU JTOKYMEHTaMHU I10 COOJIIOIEHHIO CaHUTAPHO-
IIPOTHBOSMHICMUYECKOTO PEKHUMa, IMPOTHUBOMOXKAPHON O€30MacHOCTH M TEXHUKH
0€30IacHOCTH,  OPTraHM3alMOHHO-PACIIOPSAIUTEILHBIMU  JOKYMEHTAMH  CaMOM
OpraHu3aIluy U HACTOSIIIIUM MOJIOKEHUEM.
1.5. HdestenpHocTh AXO OCyHIECTBISETCS HA OCHOBE TEKYLIErO M MEPCIEKTUBHOIO
IUTAHUPOBAHUS, COYCTAHHUS EIUHOHAYAJIMS B PEIICHUH BOIPOCOB CIIYKCOHOM
NEATCIbHOCTH W KOJUIETHAJIBHOCTH TPHU  HUX  OOCYXICHWH, TICPCOHAIBHOM
OTBETCTBCHHOCTH PaOOTHHMKOB 3a HaJyIe)Kalllee HCIIOTHCHUE BO3JI0KEHHBIX HA HHX
JOJDKHOCTHBIX OOSI3aHHOCTEM M OTIENbHBIX MOPYYCHHUM HadanbHUKA. HavanbHUK
AXO nomuMHsETCS HEMOCPEACTBEHHO 3aMECTUTENI0 JUPEKTOpa Mo 0e30MaCHOCTH U
aIMUHHACTPATHBHO—XO035UCTBEHHOH pabdoTe.
1.6. HauanbHuk u gpyrue pabotHukn AXO Ha3HAyaloTCsl Ha JIOJDKHOCTH H
OCBOOOXKIAIOTCS  OT  3aHUMAEMBIX  JIOJDKHOCTEM  NPUKA30M  PYKOBOJUTEIS
OpraHu3aIluy B COOTBETCTBUU C JICHCTBYIOIIMM 3aKOHOAATEIbCTBOM.
1.7. Kamuduxarmmonneie TpeOoBaHus, (yHKIIMOHAIbHBIE OOS3aHHOCTH, TIPaBa,
OTBETCTBEHHOCTh HadajbHHUKa MU ApYrux paboTHUKOB AXO pernmaMeHTHPYIOTCS
JOJKHOCTHBIMU HHCTPYKIUSIMH, YTBep:kIaemMbiMu pykoBoautenem ['BY 10 JIOL]
«OmuMmueny.
1.8. AXO Bo3miaBisieT HavyaJdbHUK, HAa JOJDKHOCTH KOTOPOTO HA3HAYAETCS JIMIO,
MMeEIollee BbIcliee TPodeCCHOHAIBPHOE O00pa3oBaHWE HM  CTaX pabOThl IO
CIICIIMAJIbHOCTH HE MEHee 2 JIeT WIM cpefHee mpodecCHOoHaIbHOE 00pa3oBaHUE M



CTa)x paboThI MO CHEIUATBLHOCTA HE MEHEE S JIET.
1.9.Hauansnuk A XO:
- PYKOBOAUT Bcel nesarenbHOCThi0o AXO, HeceT MepCoHaIbHYI0 OTBETCTBEHHOCTH 32
CBOEBPEMEHHOE M Ka4eCTBEHHOE BBHIMIOJIHEHUE BO3J0XKeHHbIX Ha AXO 3amau u
byHKIINI;
- OCYHIECTBIIIET B TpeAeliaXx CBOEM KOMIETCHIMU (YHKIMK  yIpaBICHUs
(TUTaHUpPOBaHUS, OpPraHW3allUd, MOTHUBAIlMU, KOHTPOJIA), NPUHUMAET pEIICHUS,
o0s13aTenbHbIC 171 BceX paboTHUKOB AXO;
- pacnpenensieT (GyHKIHOHAIbHBIC OOS3aHHOCTU W OTIEIbHBIE MOPYUYEHUS MEXIY
corpynaukamu  AXQO, yCTaHaBIMBA€T CTENEHb WX OTBETCTBEHHOCTH, MPH
HEOOXOMMOCTH BHOCHUT TPEIJIOKECHUS PYKOBOAMTENIO OpraHU3aIuu 00 W3MEHEHUU
JOJKHOCTHBIX MHCTPYKIIUM MOAYMHEHHBIX €My paOOTHUKOB;
- BHOCHUT PYKOBOJICTBY OpTraHU3AIlMU MPEIJIOKEHUS IO COBEPILICHCTBOBAHUIO paOOThI
AXO, onTUMHU3AIMHU €€ CTPYKTYPHI U MITAaTHON YHCICHHOCTH;
- y4acTBYET B IEPCIICKTUBHOM W TEKYIEM IIaHUpoBaHUU aesTenbHocTH AXO, a
TaK)X€ TOJOTOBKE IPHUKA30B, PACIOPSIKCHUN U MHBIX JIOKYMEHTOB, KaCarOIIUXCS
BO310KeHHBIX HA AXO 3a1a4 ¥ QyHKIIHH;
- NIPUHUMAET HEOOXOIUMBIC MEPHI JJIs YIYYIICHHUS MaTepHaTbHO-TEXHHUYECKOTO H
UH(OPMAIIMOHHOTO OOECIIeUeHUsI, YCIOBUN TpYy/a, MOBBIMICHUST TpodeccroHanbHON
noAroToBku padboTHUKOB AXO;
- ydacTByeT B moabope u paccraHoBke KaapoB AXO, BHOCHT PYKOBOJCTBY
OpraHM3aluy NPEMIOKEHUS O TMOOIIPEHUH W HAJIOKEHUM JTUCHUIUTMHAPHBIX
B3bICKaHUM Ha paboTHUKOB AXQO, HampapleHUW UX Ha TNEPENOATrOTOBKY U
MOBBILIEHUE KBATHU(PUKAIIUH;
- COBEPILIEHCTBYET CUCTEMY TPYIOBOM MoTUBAIMK paboTHUKOB AXO;
- OCYIIECTBJISICT KOHTPOJIb WCIIOJHEHUS MOMYUHEHHBIMU €My pPaOOTHHKAMH CBOUX
JOJHKHOCTHBIX O0SI3aHHOCTEH, COOIONEHUs TPYAOBON AUCITUIUIMHBI U JACSTEIBHOCTU
AXO B nieiom.
1.10. B mepuon otcyrctBus HadaidbHHKa AXQO ero 00S3aHHOCTH HCHOJIHSET
Ha3HAYCHHBINA MTPUKA30M PYKOBOAUTEINSI OPTAaHU3AIUHU APYTOil paOOTHHUK.
1.11. Havanpauk AXO wiam JIMII0, MUCTIOTHSIONIEE €ro OO0S3aHHOCTH, MMEIOT IPaBO
MOJMKUCHU JOKYMEHTOB, HalpaisgeMbiXx oT UMeHUu AXO 1mo BompocaM, BXOJSIINUM B €€
KOMIETEHIHUIO.
1.12. AXO ocymecTBisieT CBOIO IESITEIbHOCTh BO B3aUMOJACHCTBUM C JPYTUMH
Ciy’)k0aMH ¥ CTPYKTYPHBIMH TOApa3IEICHUSIMI OpPraHU3allii, a Takke B Mpeenax
CBOEU KOMIIETEHIIMH CO CTOPOHHUMU OPTraHU3aLUSIMU.
1.13. 3a HeHaanexamiee UCIOJHEHUE AOKHOCTHBIX OOSI3aHHOCTEH M HapylICHUE
TPYIOBOW AUCHUIIIMHBL paboTHUKHM AXO HeCcyT OTBETCTBEHHOCTh B TIOPSIIKE,
MPEAYCMOTPEHHOM JEHCTBYIOIIUM 3aKOHO/IATEILCTBOM.
1.14. Hactosilmee mONOXKEHWE, CTPyKTypa U ImTarHoe pacnucanne AXO
YTBEPKAAIOTCSI PYKOBOJIUTENIEM OpPTaHU3aIINH.

2. OcHoBHbIe 3202y AXO
2.1. AIMUHHCTpPaTUBHO-XO3SMCTBEHHOE OO0ECTICYCHUE NESITEILHOCTH OpPraHU3aINu:
TEXHUYECKOE OOCHyKMBaHUE 3[aHUN, TTOMEILEHUI, 00opynoBaHusl (JIUPTOB, cUCTEM
OTOIJICHUSI, BOJOCHAOKEHUSI, BEHTWISIUU, SJIEKTPOCETEH W T.J.), TUIAHUPOBAHHUE,



OpraHu3alus U KOHTPOJb MPOBEACHUS HMX TEKYIIMX U KAMUTAJIbHBIX PEMOHTOB,
cHaOxeHUEe MeO0eNbl0, XO34MCTBEHHBIM WHBEHTAPEM, CpPEICTBAMU MEXaHU3aluu
MHXEHEPHOT'O U YIPAaBICHUYECKOTO TPYyAa, OPraHU3alusl TPAHCIIOPTHOTO 0OeceueHus
U OXpaHbl.
2.2. OpraHu3allMOHHO-METOIMYECKOE PYKOBOACTBO M KOHTPOJb JESTEIbHOCTH
CTPYKTYPHBIX MOJpa3[eJeHUl OpraHu3ally [0 BOMPOCAM  XO3AMCTBEHHOTO
00CITy’)KMBaHUS, PAIMOHAIHHOTO HCIIONB30BAHUSA MaTepHANTbHBIX U (HUHAHCOBBIX
pPECYpPCOB, COXPAHHOCTU COOCTBEHHOCTH OPraHU3aLUU.
2.3. IloaroroBka U mpelCTaBIE€HUE PYKOBOACTBY MH()OPMALMOHHO- aHAJIUTUYECKUX
MaTepuajoB O COCTOSHUM U TMEPCHEKTUBAX Pa3BUTHUS XO3SMCTBEHHOTO oOecreueHus
NEeSTENbHOCTH OpraHu3aluu, pa3paboTka MPeIIoKEHUN IO COBEPIICHCTBOBAHUIO
ciyx0b61 AXO.
2.4. CoBepllIeHCTBOBaHHUE U BHEJIPEHUE HOBBIX METOJOB OpPraHU3allu padOThI, B TOM
YuCJie Ha OCHOBE MCIOJIb30BaHUS COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJIOTH.
2.5. YyacTte B MOArOTOBKE M UCIOJHEHUU YIPABICHUECKUX PELICHUN PYKOBOJCTBA
O BONpOCaM aJMUHHUCTPATUBHO-XO3SIICTBEHHOTO OOECHEYeHHUs] JACsTeNbHOCTU
OpraHU3aluu.
2.6. KoHTpons B mpenenax CBOEW KOMIIETEHIIMM 3a COOJIONEHHEM CaHUTapHO-
IPOTUBOAHUAEMHUYECKOTO PeKUMa, IPABUII MPOTUBOMOKAPHON 0€30MaCHOCTH, HOPM
TEXHUKH O€30MaCHOCTH, CBOECBPEMEHHOE TMPUHITHE HEOOXOAUMBIX MEp TIpH
BBISIBJICHUH (PAKTOB UX HAPYIICHUS.
2.7. Beaenue npeaycMOTPEHHOW NEMCTBYIOIIMMU HOPMAaTHUBHO-IIPABOBBIMH aKTaMH
COOTBETCTBYIOUIEH JIOKYMEHTAIMU, MPEJOCTABICHUE B YCTAHOBJIEHHBIE CPOKHU
CTaTUCTUYECKON U MHOM uHpopmarmu o nesreabHocT AXO.
2.8. Penienrie MHBIX 3a/1a4 B COOTBETCTBUHM C LEISIMUA OPTaHU3aLINH.

3. OcHoBHble pynkunu AXO
3.1. IlnanupoBaHue, opraHu3alusi U KOHTPOJIb aJMUHHCTPATUBHO-XO3SIICTBEHHOTO
oOecrieyeHus AeSTeIIbHOCTH OpTraHU3aluH.
3.2. Xo3zsiicTBeHHOE OOCITY)KMBaHME W OOecTeueHre HAJICKAIIET0 COCTOSHUS B
COOTBETCTBUHM C TMpaBWIaMU W HOPMaMu MPOU3BOACTBEHHOW CaHUTApuUu U
MIPOTUBOIIOXKAPHOW 3alIUThl 3JAHUM W TOMEIIEHUW, B KOTOPBIX PACIIOJIOKEHBI
MOJpa3eICHHs] OpraHU3alliy, KOHTPOJIb 32 UCIPABHOCTHIO 00opynoBanus (TIU(TOB,
OCBEIIEHHUSI, CUCTEM OTOIUIEHUS, BEHTUISILUU U JIP.).
3.3. Yuactue B WHBEHTApH3allMW 3[aHUN, TMOMEIICHUH, OOOPYIOBaHUS B IENAX
KOHTPOJISI UX COXPAHHOCTU U TEXHUYECKOTO COCTOSHUS.
3.4. [InaanpoBaHue TEKYIIUX M KaTUTAJIbHBIX PEMOHTOB OCHOBHBIX (DOHIOB (3IaHMUIA,
CUCTEM BOJOCHAOKEHUS, BO3AYXOIPOBOAOB M JPYTMX COOPYXKEHHIl), COCTaBICHUE
CMET XO3SIUCTBEHHBIX PACXOJIOB.
3.5. PeMOHT nomenieHuii, KOHTPOJIb Kaue€CTBA BHIMOJIHEHHS] PEMOHTHBIX PadoT.
3.6. OobecnieueHne TOAPA3ACICHUN OpraHu3amuu  MeOeblo, XO35SHCTBEHHBIM
WHBEHTapeM, CpPEJICTBAMU MEXAHU3allMU WHXKEHEPHOTO M YIPABICHUYECKOro Tpyaa,
KOHTPOJIb 332 WX PalMOHAJIBHBIM HCIOJIb30BAHUEM, COXPAHHOCTBHIO, MPOBEICHUEM
CBOEBPEMEHHOT'O PEMOHTA.
3.7. OdopmiieHre HEOOXOAUMBIX JIOKYMEHTOB JUIsl 3aKJIOYEHHUs JOTOBOPOB Ha
MpoBeicHue padboT U OKa3aHUE YCIYT CTOPOHHUMH OpraHU3aIUsIMH.



3.8. IlomyuyeHne W XpaHEHHE KAHLEISIPCKUX NPUHAIICKHOCTEH, XO3SMCTBEHHBIX
MaTepuasioB, OOOpYAOBaHMs, WHBEHTapsA, oOOecleyeHue MMHU CTPYKTYPHBIX
NOJApa3fAeieHnid  OpraHu3alud, y4Ye€T HMX pacXoAOBaHHMSI U  COCTaBIICHUE
YCTaHOBJICHHOU OTYETHOCTH.
3.9. KoHTponb panvoHaIbHOTO PacXol0BaHUsS MarepuajoB U (PMHAHCOBBIX CPEICTB,
BBIJICIIIEMBIX JIJISl X039 CTBEHHBIX LIEJIEH.
3.10. bnaroyctpoiicTBo, o03eieHeHHEe, YOOpKa TEppPUTOpPUHU, MPa3THUYHOE
XyA0XKeCTBEHHOE odopmieHue (acaoB 3aHUNA U TPOXOTHBIX.
3.11. XozsiicTBeHHOE OOCIy)XKMBaHHE MPOBOJUMBIX COBEUIaHUM, KOH(DEpEeHUUH,
CEMUHAPOB U JIPYTUX MEPOIPUITHIMA.
3.12. Opranuzaiusi TpaHCIIOPTHOTO OOecreueHus AesTeIbHOCTH opranuzamnuu. [Ipu
OTCYTCTBUHU COOCTBEHHOI'O aBTOTPAHCIIOPTA MOJATOTOBKA IOTOBOPOB HA TPAHCIIOPTHOE
o0Cy>KMBaHUE CTOPOHHUMU OpraHU3aLHUSIMU.
3.13. B coOTBeTCTBUU C ACHCTBYIOIIMMHU MpaBUIaAMU W HOPMATHUBAMHU OpraHu3allus
DKCIUTyaTalldd W CBOEBPEMEHHOIO PEMOHTa TEXHHUYECKOTO  000pyIOBaHUs
(omexkTpudecKkux ceted, JIUGTOB, CUCTEM OTOIUICHMS, BEHTWIIMU U T.J.),
OecniepeboitHoe oOecreueHre 3aHuil U OMEIIEHUI OpraHu3aliy JeKTPOIHEPTUeH,
TEIUIOM, T'a30M, BOJIOM, KOHTPOJIb 32 UX PAllMOHAIBHBIM PACX0/I0BAHUEM.
3.14. Opranuzanus u obecrneyeHue IpoyCcKHOTO peKuMa.
3.15. Opranumzanmsi U KOHTPOJIb JESITEIBHOCTH CKJIaJOB aIMUHUCTPATUBHO-
XO3SIICTBEHHOMU CITY>KOBI.
3.16. IlpoBenenue uHOOPMAIIMOHHO-PA3bICHUTEIBLHON pabOThI cpean pabOTHHUKOB
OpraHu3alliy, HalpaBlIeHHOW Ha oOecrneueHue COXPAaHHOCTH U COAEpKaHUSA B
UCIIPABHOM COCTOSIHMM 37aHUH, TTOMEIIEHUH W MMYIIEeCTBA OpraHu3aluu, OepeskHOe
OTHOIIIEHHE K OOOPYIOBAHUIO M SKOHOMHOE HCHOIb30BAaHUE MATEPHANBHBIX U
SHEPIeTHUYECKUX PECYpCOB  (PIEKTPOIHEPTrUU, TEIUla, BOABL, KAHLEIAPCKUX
IPUHAJIE)KHOCTEN, PACXOJHBIX MareprualioB U T.1.).
3.17. IlpoBeneHue NPOTHUBOMOKAPHBIX U MPOTUBOIMUIEMUUYECKUX MEPOTIPUITHH.
3.18. OcymecTBieHne B TIpeAeiax CBOCH KOMIETCHIIMU WHBIX (YHKIUH B
COOTBETCTBHUH C LIEJISIMU U 33/1a4aMU OpPraHU3alHH.

4. IIpaBa 1 0TBETCTBEHHOCTh
4.1. AXO umeer 1npaBo:
- MOJy4yaTh MOCTYMAIOUINE B OPraHU3alUI0 JOKYMEHTbl U WHbIe WH(GOPMAIMOHHBIE
Marepuanbl 1O  CBOeMY  NpoQMiIlo  JAEITeIbHOCTH i  O3HAKOMJICHMUS,
CHUCTEMaTH3UPOBAHHOTO yueTa U HCIIOJIb30BaHUs B paboTe;
- 3ampalluBaTh W MOJYy4YaTb OT PYKOBOAWTEJIEH OpraHU3alliM U €€ CTPYKTYpPHBIX
nojpaseneHnii nHGOpMaIUIo, HEOOXONUMYIO I BBINOJIHEHHUS BO3JIOKEHHBIX Ha
Hee 3a/1a4 U PyHKIWH;
- OCYILIECTBJIATH B IpEAeNax CBOEH KOMIETEHLMH HPOBEPKY U KOOPAHHALMIO
NEeSATENbHOCTH CTPYKTYPHBIX IOAPA3JAEiI€HUl IO BONpOCaM aJMUHUCTPATHUBHO-
XO3MCTBEHHOIO OOECIEUYEHHMs], O Pe3ylIbraTax MPOBEPOK JIOKIAbIBATH PYKOBOACTBY
OpraHu3alny;
- BHOCUTb MPEIJIOKEHHUS 110 COBEPUICHCTBOBAHUIO popM U MeTof0B padboTel AXO u
OpraHu3alyu B LEJIOM;
- y4acTBOBATh B TOI00PE U PACCTAHOBKE KAJPOB 10 CBOEMY MPOPUIIIO AESITEIBHOCTH;



- BHOCUTb IPEJIOKEHHUS PYKOBOJCTBY OPraHU3aLMU 110 MOBBIILICHUIO KBAIH(DUKAIUH,
MOOLIPEHUIO U HAJIO)KEHUIO B3bICKaHUM Ha paO0THUKOB AXO U Ipyrux CTPYKTYpPHBIX
MOJpa3AeIeHU OpraHu3alyy 10 CBOEMY NPOQUIIIO AeATENbHOCTH;
- Y4aCTBOBaTb B COBEIIAHMAX IIPU PACCMOTPEHHMHM BONPOCOB XO3AWCTBEHHOIO
oOecreyeHus AesITeIbHOCTH OpraHU3aluH.
4.2. Hayanpauk AXO HeceT NepCOHAIbHYI0 OTBETCTBEHHOCTH 34!
- BBINOTHEHUE BO3JIOKEeHHBIX Ha AXO GyHKIMHN U 3a/1a4;
- opra"uszanuio paborsl AXO, CBOEBPEMEHHOE U KBaTU(PUIIUPOBAHHOE BHITIOJIHEHUE
IIPUKA30B, PACIOPSIKEHUM, OPYYCHUN BBILIECTOSIIETO PYKOBOACTBA, AEHCTBYIOLIUX
HOPMaTHBHO-TIPABOBBIX aKTOB [0 CBOEMY NMPOGUIIO AEATENbHOCTH;
- paunuoHanbHOE U 3(P(PEKTUBHOE HCMHOIB30BAHUE MAaTE€pUaIbHBIX, (PUHAHCOBBIX M
KaJIpOBBIX PECYPCOB;
- COCTOSIHHE TPYAOBOM M HCIOJHUTENBCKON AUCUUIIMHBI B AXO, BBIIIOJTHEHUE €€
pabOTHUKAMU CBOMX (PYHKIIMOHAJIBHBIX O0S3aHHOCTEH;
- coOmonenue pabotHukamu AXO mpaBU BHYTPEHHETO pacropsjika, CaHUTapHO-
IPOTUBOAHUAEMUYECKOTO PEKMMa, MPOTUBOIOXKAPHON 0E30MaCHOCTH W TEXHUKHU
0e30I1aCHOCTH;
- BEJCHUE JOKYMEHTAlWW, NPEIyCMOTPEHHON JEUCTBYIOIIMMU HOPMAaTUBHO-
IPaBOBBIMU JOKYMEHTAMU;
- IIPEOCTABJICHUE B YCTAHOBIIEHHOM IOPSIJIKE TOCTOBEPHOUN CTATUCTUYECKOU U MHOU
uHdopmanuu o aesrensHoct AXO,;
- roToBHOCTh AXO K paboTe B yCIOBUSX YPE3BbIUAHHBIX CUTYALIHH.

5. B3ammopeiicTBue.
5.1. Co Bcemm oTHenamMu M CTPYKTypHbBIMH nompasgeneHusmu  LleHTpa,
MUHHCTEPCTBOM O0pa30BaHUs, HAyKH MU MOJOAEKHOW moiauTuku Hukeropoackoi
o0racTH.

3aMecTuTeNb TUPEKTOpa Mo 0€30MacCHOCTH U
aJIMMHHUCTPAaTUBHO-XO35IICTBEHHOM paboTe A.H.Iunrynux



