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I. O0mue nonoxeHUus
1.1. Oraen skcmiyaraiv 31aHuidi W coopykeHuid (manee Otnaen) — gBisETCS
CTPYKTYPHBIM  TOJAPA3JACICHUEM  aJMHUHUCTPATUBHO-XO3SHCTBCHHOH  4YacTw,
oOpa3zyeTcss MPUKA30M  JUPEKTOpa M HEMNOCPEJACTBEHHO  MOAUYUHSIETCS
3aMECTUTEIIO IMPEKTOPA IO A AMUHUCTPATHBHO-X035IICTBEHHO! paboTe.
1.2. B cBoeit pgesrenpHOCTH  OTHEn  PyKOBOJCTBYETCS — ACHCTBYHOLIUM
3aKOHOAATEALCTBOM Poccuiickoit deaepanun, PoctoBckoit 001acTH, npuka3zamu u
pPacCHOpSOKEHUSIMUA  TUPEKTOP, YCTABOM, MPaBWJIAMH BHYTPEHHETO TPYJAOBOIO
pacnopsiika, HACTOSAIIMM TOJIOKEHUEM A TaKKe MHBIMH  JIOKAJIbHBIMA
HopmatuBHbIMH akTamu ['BITOY PO «PCK».
1.3. PykoBoactBo OTACIOM OCYMICCTBISET HAYAIBHUK OTHCIA SKCIUTyaTaluu
30aHAN U COOPYKECHUIA.

I1. OcHoBHBIE 3a82a4H

OCHOBHBIMH 33/1a4aM¥ JICATENBHOCTH OTHAETA JKCIUIyaTauud 3AaHAA |
COOPY KEHUM SBIISIFOTCA:
2.1. X03siCTBEHHOE U MaTEPUATBHO-TEXHUYECKOE 00CTYKUBAHUE KOJUIE/DKA U €TI0
IO Apa3ACIICHUN.
2.2. ConepkaHue B HAIEKALIEM COCTOSHUAM 3AaHWA M MOMEIIEHUNA KOJUIEDKA, a
TAKKE MPUJIETAOLIEH TEPPUTOPHUH.
2.3.Co3nanne HAUIKAIMX YCIOBUH JUIsl TPyAa M OTABIXa COTPYIHHUKOB
KOJUIEUKA.
2.4.Opranuszanusi MEpPONMPUATHI 1O MOBBIMICHAID KBATU(UKAIUKA PaOOTHUKOB
OTIeINA.
2.5. PykoBoacTBO paboToil 00CITy>KMBAOLIETO MEPCOHAA.

II1. ®yHKIuM oTAECa IKCIUIYATALMY 3AAHUI H COOPYKEeHH I
3.1.Coneprkanue 31aHni, NOMEIIEHAN U TIPUJIETAIOIIUX TEPPUTOPUI  KOJUIEKA B
COOTBETCTBUH C JNEHCTBYIOIIUMHU CaHUTAPHO-TUTUCHUYECKUMU U
IPOTUBOMOYXKAPHBIMU HOPMAMH 1 TTPABHJIAMH.

3.2. KoHTpoJIb HCNpPaBHOCTA OOOPYIOBAHMS (CHCTEM OTOIICHUS, BEHTHIISALIWM,
BOJIONPOBOAA, KAHAM3ALMH H 1IP. ).

3.3. Yuyacthe B pa3paOOTKE IUIAHOB XO3SWCTBEHHOTO Ppa3BUTHS KOJUICIKA,
TEKYILETO U KAUTAJIBbHOIO PEMOHTOB OCHOBHBIX (JOH/IOB.

3.4. TlpoBeneHue TEKYLIEr0 M KalMTAIbHOTO PEMOHTA 3JaHUWM, MOMEIICHUI
KOJUIEUKA.

3.5. OGecnedeHne KOHTPOJIsE KauyeCcTBa PEMOHTHBIX PadoT.

3.6.OCylIECTRIICHUE CBOCBPEMECHHOW TOATOTOBKHM KOJJIEIKA K OTOMUTCIEHOMY
CE30HYy (pEBM3Ms 3alMOPHOM apMaTypbl, TEIUIOM3OMALMUS TPYO, YTEIJIECHUE
CIIyXOBBIX MMPOEMOB, PETYJIMPOBKA TEIUIOBBIX MyHKTOB W T.J.), @ TAKXKE K HAYaIy
y4eOHOr0 roja.

3.7. TloaroTtoBka MOKYMEHTOB, HEOOXOOUMBIX JUIsl 3aKIFOUEHUS JOTOBOPOB Ha
npuoOpeTeHre 000PyI0BaHUS, MEOEIH, XO3SIMCTBEHHBIX TOBAPOB, OpraHU3alHsl UX
NOCTaBKM, MPUEMKKA M yueTa. OpraHuzanus MEPONPHUSATHA IO 3aKITFOUYEHUIO
JOTOBOPOB € PECYPCOCHAOKAOMMMH OPraHU3alUsIMU.
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3.8. Yuer pacxona ¥ aHainu3 NOTPEOICHHS TOMIMBHO-3HEPTETUYECKUX PECYPCOB, a
TAKKE OPraHu3alys MEPONIPUATHI 1O UX COEPEIKEHUTO.

3.9.VueT uHBEHTaps, MPEAMETOB XO3SICTBEHHOTO O0CITY KHMBAHMS.

3.9. TlpuHsaTHE MEP MO BOCCTAHOBJICHUID M PEMOHTY MEOENH, XO3HCTBEHHOTO
WHBEHTApS, CPEACTB MEXAHW3ALMM WHXKEHEPHOTO W YINPABIEHYECKOrO Tpyda B
Cllydae UX MOBPEKICHUSL.

3.10. OGecnieueHue CcOOMOAECHUS CAaHMTAPHBIX TPEOOBAaHWi, MpPaBUi MOKAPHOMN
0€30MacHOCTH.

3.11. Opranmzanuss padboT mo oOecnedyeHur0 MNpoPECCHOHATBHOIO OOYYECHUS,
NPOBEPKU 3HAHWIA W TMOBBIMICHUS KBATH(PUKAIUN XO3SIMCTBEHHOIO MEpPCOHAa B
COOTBETCTBUM C HOPMATUBHOM 0a30ii.

3.8.Co3ganue 30POBBIX, OE30MACHBIX W MAKCUMAJIBLHO YIOOHBIX YCIIOBUHM AJist
TpyAa pabOTHUKAM KOJUIEKA.

3.12. BeneHue enoBOM MEPENUCKH, MOATOTOBKA OTYETOB M MHBIX JTOKYMEHTOB B
npenenax cpepsl aearenbHocT OTaena.

IV. PykoBoaCTBO 1 OPraHU3alHOHHAA CTPYKTYpa 0Tae1Aa.
4.1. Orpen oOpa3yercs B COOTBETCTBHM CO IITATHBIM pacnucaHueM. PyKOBOACTBO
OTnenoM  OCyWIECTBIIIET  HAyalbHUK  oTaena.  OpraHu3alydOHHO-IITATHAS
CTPYKTYpPa W YUCIICHHBII COCTaB OTAEA OMPEACISIFOTCS, UCXOAs U3 COACPKAHUS U
o0beMa BO3JIAracMbIX HA HErO 3a1a4 M YTBEP)KIAKOTCS PEIIEHUEM IUPEKTOPA.
H3MeHEeHHs B OPraHU3allMOHHO-IITATHON CTPYKTYPE U YMCIEHHOM COCTAaBE OT/EINA
POU3BOJATCS MPUKA30M JTUPEKTOPA.
4.2, Tlonoxkenne 00 Otaene COMIACOBBIBAETCS 3aMECTUTENEM AUPEKTOpPA MO
aJIMAHUCTPATHBHO-X03MCTBEHHOM paboTe, MPeaCTaBUTENIEM BBIOOPHOTO OpraHa
pabOTHUKOB W YTBEPXKAACTCS JUPEKTOPOM KOJUIE/DKA, A PacHpelcsicHUe
00s3aHHOCTEH Mexay paboTHukamMu OTaenna peryjaupyercs JOJKHOCTHBIMU
WHCTPYKUMSMH, YTBEPKIECHHBIMHA TUPEKTOPOM KOJUIEHKA.
4.3. UuCIEHHBIA COCTaB COTPYJHUKOB PACHPENCTSETCS MO  KATErOpUsiM
(PyKOBOJUTEID, CIEHUATHMCTHI, PA00YME) UCXO U3 COAEPKaHUS U 00beMa 3aaad,
BO3JIaracMbIX Ha OTAEH. B COOTBETCTBMM €O IITATHBIM pacnucaHuemM B Otraelne
OCYILECTBIISOT PA0OTY CIEAYIOWIME COTPYAHUKHU N0 TOJDKHOCTSIM:

KorembHas |‘ HavanpbHuk oraesna I— --------- O6mexuTHE
Omneparop razosoi KomeHmauT 3manns
KOTEIbHOU
2 pas. 4 e —» Voopmuk nomemeruit 1 pas. 6 ex.
Crecapb-CaHTEXHHK  |g—
Crecapb mo peMOHTY 3 pas.
000py TOBAHMS H —» Voopmmk Teppuropuu 1 pas 3 ex.
KHWITnA 3 pa3. 1 e l—
Cromap 4 pa3. 1 exn.
Caecaps 1o » Tlepemnerynk 0KyMenToB 1 pas.1 ex.
3KCIUIyaTalHU

OJ1. MOHTED CTAHIHOH- [€—
HOTO 000pPYIOBAaHHS
Teq. cBs3m 3 pas. 0.5¢em.

PEMOHTY Tra30BOTO
o0opyIoBaHuA 3
pas.lexn

Pabounii mo KOMILICKCHOMY 0OCITY
JKUBAHHIO M DEMOHTY 34aHusA 3pas. 1 ex.
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5.1. B3aumoneiicteue Otaena ¢ APYTUMHU OTIACIAMHA W JOKHOCTHBIMU JIUIIAMH
KOJIIEDKA TIPEAIONIAracT COrjlaCOBaHHOCTh BBITTOJIHEHUS ONPEACIICHHBIX ICHCTBAN
(onepaumii, TpoUeAyp U T. I1.) MO XO3MCTBEHHOH ACITEIbHOCTH KOJIJIEIKA.

5.2. OpraHuM3anMoOHHOE B3aMMOJECHCTBHE NOCTUTacTCs HA OCHOBE COIIACOBAHHUS
BBITIOJTHEHHS XO3SMCTBEHHBIX MEPONMPUATUI MO CPOKaM, MPOAOLKMTEIBHOCTH W
MECTY UX OCYIUECTBIICHUSI.

5.3. JIOKyMEHTAIIMOHHOE B3aUMOJECHCTBUE JOCTUTAETCA HA OCHOBE COTJIACOBAHUS
NOPSAKA UCTIOJTHEHHSI TOKYMEHTOB.

5.4.0tmen B mpouecce CBOEH AEATENBHOCTU B3aUMOACHCTBYET:

54.1.Co BcemMu OTAEnaMM W TOAPA3ACICHUAMM KOJUIEIDKA 110  BOINPOCAM
MaTEPUATBHOTO 00ECIEYEHHSI IEATENBHOCTH M X035 CTBEHHOTO OOCTYKUBAHUSI.
5.4.2. C Oyxrairepueii - o Bonpocam opopmiIeHUst OyXTranTepCKux TOKyMEHTOB.
543. C orgenom KaapoB - TO BONPOCAM KOHCYJIBTALMM 10 TPYAOBOMY
3aKOHOAATENBCTBY, OOPMIICHHS KaJIPOBBIX JOKYMEHTOB, O3HaKOMJIEHHS ¢ JIHA,
544. C wuHPOPMALMOHHO-BBIYMCIUTEIBHBIM LIEHTPOM - MO  BONpOCaMm
MPOrPaMMHO-TEXHUYECKOTO 00CTY>KUBAHUS (00€CTICUEHUS ).

VI. Opranmsanusi o0ecrie4eHust 0TaeJ1a
6.1. ObecnicueHune aesaTenbHOCTH OTAENa TEXHHUYECKHMH, MATCPUAIBHBIMH W
WHBIMHA CPEJICTBAMHU OCYILECTBISIETCS B COOTBETCTBHM C CIWHBIM TOPSIKOM
BCECTOPOHHETO 00ECIIEUEHMSI ACATENBHOCTH, YCTAHOBIIEHHBIM B KOJUIEDKE.
6.2. BeInoJIHEHUE MEPONPUATHIL O OOCTYKUBAHUIO KOMIBIOTEPHON U OPITEXHUKH
YACTH BO3J1AracTcsi Ha MH(POPMALMOHHO-BBIYACIUTENBbHBIA LIEHTP KOJUIEKA.

VII. IlotHoMo4us1 oTAe A
Otnen B pamMKax BBIMTOJHIEMbIX UM (DYHKIHI BIpaBe:

7.1. 3anpammBath UHQOPMAIMIO 0 HEOOXOJUMOCTH MPOBEACHUS PEMOHTHBIX W
WHBIX XO3HCTBEHHBIX PA0OT, TPUOOPETEHUS KAHITOBAPOB, MEOEIIH U T.11.
7.2. TpeboBaTh OT CTPYKTYPHBIX MOAPA3ACICHANA KOIEIHKA COOMOACHUS TTPABHI
CKJIAIMPOBAHUA U XPAHEHUS MaTEPUATIbHBIX [IEHHOCTEN HA 3aKPEIUIEHHBIX 32 HUMU
TEPPUTOPUSX, & TAKKE COONIFOACHUS MPOTUBOMOKAPHBIX, MPOTUBO3MHAEMAYECKIX
[IPaBHUIL.
7.3. IIpencTaBUTENbLCTBOBATh B YCTAHOBIIEHHOM TNOPSAJIKE OT UMEHH KOJIJIEIKA 10
BOITPOCaM, OTHOCAIIIUMCS K KOMIIETEHIIMN OTAEA.
7.4. BHOCUTP Ha pacCMOTPEHME PYKOBOACTBA KOJUIELKA MNPEIJIOKEHUS T10
BOIIPOCAM COBEPIICHCTBOBAHUA XO3AMCTBEHHOM AECATEIBHOCTH
7.5. Bectn mepenucKky mo BOOPOCAM MaTepUaibHOrO 0OECHEYECHHs KOJUIeKa, a
TAKKE M0 APYrMM BOIpOCaM, BXOMAIIMM B KOMIETEHLUHIO OTAENa W HE
TpeOYIOIIMM COTTIACOBAHMS ¢ PYKOBOACTBOM KOJUIEKA.

VIII. OTBeTCTBEHHOCTH OTAE/IA
8.1.0Tnen HeCEeT KOJUIEKTUBHYH OTBETCTBEHHOCTH 34
- CBOEBPEMEHHOE, MOJIHOE M KAYECTBEHHOE BBIITOJIHEHUE BO3JIOKCHHBIX 33124,
- coOnroacHNE TpeOOBaHMIA HOPMAaTUBHO-TTPABOBBIX JOKYMEHTOB,
PErTIAMEHTUPYIOIIMX BOMPOCHI XO3SMCTBEHHON palOTHI.



8.2. HMunuBupnyanbHas  (mepcOHANbHAs)  OTBETCTBEHHOCTH  PabOTHHUKOB
yCTaHaBIMBAETCA JODKHOCTHBIMU HHCTPYKIIMSIMH.

IX. 3akaouuTe/bHbIE OJ0KEHUS
9.1. H3meHeHHs, [ONOJHEHWS M YTOYHEHHS K HacTosmeMy IlooXeHuro
IIOATOTABIUBAIOTCA  3aMECTHUTEIEM  JUpPEKTopa IO  aIMHHUCTPATUBHO-
XO3AMCTBEHHOM paboTe, COrIacOBBIBAIOTCS C IPYTMMH JTOJDKHOCTHBIMH JIMIIAMH
KOJIJIEJDKA U IIPECTaBISIIOTCS HA PACCMOTPEHUE TUPEKTOPY KOJIIEKA.
9.2. Hacrosmee ITono)xeHne noaneXuT epecMoTpy He pexe, ueM 1 pa3 B 5 yet.

PazpaboTuunk:

HavansaUK OoTHENA %7 H. B. Ps6oBa

CoracoBaHo:

3amecTuTens nupekTopa mo AXP s \/ C. B. BoitHoB
HauansHuK OT/IETa KaipoB % 77 B. E. Kytuna

IIpencemarens I1IK JI. K.Uxkanya



S. IIpaBa u OTBETCTBEHHOCTH
42. B pavkax, BO3NOkEeHHbIX Ha Otnen o0s3aHHOCTER  paboTHUKAM
NPEIOCTABIISIOTCS CEAYOLINE MTOJHOMOYMS:
4.2.1. Tpebosarb 4.2.2.
4.2.3. PykoBoaurens Otaena BOPaBE BHOCHTH NPEAJIOKEHHS PYKOBOJACTBY
KOJUIE/DKA O MEPEMEIICHUU PaOOTHUKOB OTHAENA, MX IMOOLIPEHHUH 34 YCICIIHYIO
paboTy, a TaKkKe MNPEMIOKECHUS O HAIOKCHWM B3bICKAHW Ha pPaOOTHUKOB,
HAPYLIAOIIUX TPYIOBYIO TUCLHUIUIAHY.

5.1 OTBETCTBEHHOCTh 3a HAUICKAIIEE CBOCBPEMEHHOE BBINOJIHEHUE
OtnenoM  (pyHKOMHA, NPEAYCMOTPEHHBIX HACTOAIMM  MOJOXEHUEM, HECET
PYKOBOAMTEND MOAPA3ACTICHHUSI.

52. Ha pykoBomuTenss  TOAPA3JAECNECHUS  BO3JAracrcs  MEPCOHAIIbHAA
OTBETCTBEHHOCTb 3

5.2.1. Opranumzauuto aesrenpbHocTd OTAEHa MO BBINOJHEHHUIO 3a1a4 U (YHKIMIA,
BO3JIO’KEHHBIX HA OTJIEN,

5.2.2. Opranmzaumio B OTAene ONEPAaTUBHOM M KAYECTBEHHOW NOATOTOBKU H
UCIIOJTHEHUST JOKYMEHTOB, BEJACHHEC JIEJIONPOM3BOJACTBA B COOTBETCTBUM C
JNEUCTBYIOIIMMH MPABUJIAMHU U MHCTPYKUHUSMU,

5.2.3. Cobmogenue corpyanukamu Otaena TPyAOBOH M MPOU3BOACTBEHHOM
JVCLUTIINHBL,

5.2.4. OOecnieueHUE COXPAHHOCTH HMMYIIECTBA, 3aKPEIUICHHOTO 3a OTIACIOM, W
COOJTIO/IEHUE TTPaBUJI MOXKAPHOU O€30MaCHOCTH;

5.2.5. TlonOop, pacCTaHOBKY M JEATEIBHOCTh COTPYIHUKOB OT/IENA,

5.3. OTBETCTBEHHOCTh PAa0OTHHUKOB OTHENa YCTAaHABJIMBACTCS IOJDKHOCTHBIMH
WHCTPYKLHUSMHU.



