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Hacrosmee Ilonoxxenue onpenenser NOpsfoK padoThl aqMHHUCTPATHBHO-
X03siicTBeHHOro oTzena Bomkckoro dbmmana ®enepaibHOro rocy1apcTBEHHOIO
Oro/pKeTHOrO  00pa3oBaTENbHOTO  YUYPEXAEHUS  BhIcHIero  o0Opa3oBaHMs
«MOCKOBCKMI  aBTOMOOWIJIBHO-JOPOXKHBIM  IOCYJIapCTBEHHBIM  TeXHMYECKHIA
ynusepcuter (MAJIN)» (nanee — Bomkckuii dunnan MAJIA). Hopme! u ipaBuina,
coJiepiKalluecsi B HACTOSILIEM TIOJOKEHUU 00s3aTeIbHBI JIJIsi UCTIOJHEHHUST BCEMH
HNOJDKHOCTHBIMHM ~ JIMLIAMM, JONYIIEHHbIMH K BEJCHUIO aJMUHHCTPATHBHO-

XO3STUCTBEHHOTO OT/IeA.

1. OBIUUE MOJOXKXEHUS

1.1 Hacrosiiee mnonoxeHue OIpenensier Ha3zHadyeHue, Liend, 3ajayu,
(GyHKIMH, TIpaBa M OCHOBBI JIEATENILHOCTH aJMHUHHCTPATHBHO-XO035SHCTBEHHOTO
ornena (AXO).

1.2 AJIMUHHCTPaTHBHO-XO3AWCTBEHHBIM OTIEN SIBISIETCS CTPYKTYPHBIM
noapaznenenueM @Ounuana ¥ TMOJUMHAETCS HEMOCPEJCTBEHHO HAYAIbHUKY
aJIMAHUCTPATUBHO-X035HCTBEHHOI'O OT/EIa.

1.3 B cBoell JeaTeNbHOCTH aJMUHUCTPATUBHO-XO3SMCTBEHHBIA OTAEI
PYKOBOJCTBYETCS JEHCTBYIOIIMM 3aKOHOJATENBCTBOM, TPYAOBBIM KOIEKCOM
Poccuiickoit ®eiepanuu, PeiepaibHbiM 3akoHOM «O06 06pazosanun B Poccuiickoii
Denepanpmn», PenepaibHbiM 3aKOHOM «O MEpPCOHANIBHBIX JJAHHBIX)», HOPMATHUBHO-
IPaBOBBIMM aKTaMH M METOJMYECKHMMU MaTepHallaMd 110 XO3SHCTBEHHOMY
00CTy)KMBAaHUIO, HOPMaMU U TPABUIIAMH COZAEPIKaHUS, IKCIUTyaTallMd ¥ PEeMOHTA
3aHMH, TEXHUYECKOro o0OpyNOBaHUS, HOPMATHBHBIMH JIOKyMEHTaMH IIO
cO0JII0/IeHHUIO CAHUTAPHO-3MUIEMUOTIOTHYECKOTO pexuma, MIOKapHOH
6esonacuoctu, 'O m YC, oxpaHe Tpyaa, opraHu3aliOHHO-PACTIOPSIUTEILHBIMH
nokymentamu ~ @unuana, HacrosuMM  rojoxeHueMm, Ycraom MAJIH,
[Tonoxenuem o BomkckoMm punmnane MAJIN.

1.4 JlesTenbHOCTH aIMUHUCTPATUBHO-XO03I1CTBEHHOT'O oTzena
OCYIIECTBIISIETCSI HA OCHOBE TEKYHIEro M II€PCIIEeKTUBHOIO IUIAHWPOBAHUS,

co4eTaHusl €IMHOHadYallisa B PCIICHHWHU BOIIPOCOB CIIY)KBGHOﬁ JCATCIIBHOCTH H



KOJIIETMAIbHOCTH MPU  UX OOCYXJAEHUM, TEePCOHAIBHON OTBETCTBEHHOCTH
pabOTHUKOB 3a HaJUIeXalnee WCIOJHEHHE BO3JIOKEHHBIX Ha HUX HOJDKHOCTHBIX
00513aHHOCTEH U OT/ENbHBIX TOPy4YeHUH AupekTopa Punnara.

1.5 HavaneHUK agMUHHUCTPAaTHMBHO-XO3SIMCTBEHHOTO OTJAENA M JpPYyTUe
pabOTHUKM  aJIMUHHUCTPATUBHO-XO3SMCTBEHHOIO  OTAENa HAa3HAYyaloTCs  HAa
JOIDKHOCTB M OCBOOOXKIAIOTCS OT 3aHUMAEMBIX JODKHOCTEH MPUKa30M JAUPEKTOpa
@unuana B COOTBETCTBUU C JACHCTBYIOIUMM 3aKOHOHATENILCTBOM Poccuiickoi
®enepanum.

1.6 Kpamuduxanuonusie TpebGoBaHus, (YHKIHOHAILHBIE O0A3aHHOCTH,
IpaBa, OTBETCTBEHHOCTh HaYaJIbHUKA a/IMUHUCTPATHBHO-XO3SICTBEHHOT'0 OT/IE)Ia B
JIpyTUX paboOTHUKOB aJIMUHUCTPATUBHO-XO3UCTBEHHOI'O oTnena
periiaMeHTUPYIOTCS JOJHKHOCTHBIMHU UHCTPYKIHUSIMH, YTBEPKACHHBIMH

nupexktopoM Puunala.

2. HEJIX U 3AJIAYHN

2.1  AIMMHUCTPATHUBHO-XO3SIUCTBEHHOE  oOecrieueHue  JIesITeJIbHOCTH
Dunuana: TeXHUYECKOE OOCIYy)XKMBAHWE 3/1aHUM W COOpPYXNKEHHH, TOMEIIEHHUH,
obopynoBaHusi (CHCTEM OTOIUICHUS, BOAOCHAOKEHMs, KaHAIIM3AIINN, BEHTHIISIIUN,
AJIEKTpOCEeTeN U T. [1.), TUIAHUPOBAHUE, OPraHU3allus ¥ KOHTPOJIb IPOBEICHUS UX
TEKyIIMX PEeMOHTOB, CHaOxeHHe Mebenblo, XO35WCTBEHHBIM HHBEHTApEM,
CpEeACTBAMHM MEXaHM3allMK MHKEHEPHOI'0 ¥ YIPaBICHYECKOrO Tpyaa, OpraHu3anus
TPAHCIIOPTHOT'O 00ECIeYeHNsI U OXPaHBbL.

2.2  OprasHu3alMOHHO-METOUYECKOe PYKOBOJICTBO U KOHTPOJIb
JNEeATENbHOCTH  CTPYKTYPHBIX  nojpasjeneHuidt  @Duimana 1o  BOIpocam
X03SIUCTBEHHOI0 00CITY)KUBaHMS, PAlIMOHATILHOTO MCIIOJIB30BAHUS MATEPUAIIBHBIX
pecypcoB, COXpaHHOCTH cOOCTBEHHOCTH Dunnana.

2.3 CoBeplieHCTBOBaHME M BHEJPEHUE HOBBIX METOJOB OpraHu3alluy
paboThl, B TOM YHUCJIe HA OCHOBE HCIIOJIb30BAHUS COBPEMEHHbIX WH(OPMALMOHHBIX

TEXHOJIOTHH.



2.4 VYyacTHe B NOATNOTOBKE W HCIIOJIHEHUM YNPABICHUECKUX pelIeHHIM
PYKOBOJCTBA MO BOIIPOCaM aJMHHHUCTPATUBHO-XO035MCTBEHHOIO oObecreueHus
neareasHocTy Ounuana.

2.5 Koutpons B 1mpenenax CcBOeH KOMIMNETCHLMH 3a COOIIOAEHUEM
CaHHUTapHO-3MHIEMUOJIOTHYECKOr0 pPeXKMMa, TPaBUI TOXKapHOM 6e30macHOCTH,
NpaBUl U HOPM OXpaHbl TPY/ia, CBOEBPEMEHHOE IIPUHATHE HEOOXOMMMBIX Mep ITPH
BBISIBICHUHU ()aKTOB UX HAPYLICHMUS.

2.6 Benenue NpesyCMOTPEHHOU IEeUCTBYIOIIUMH HOPMaTHUBHO-
IIPAaBOBBIMU aKTaMH COOTBETCTBYIOINEH JIOKYMEHTAllMW, IIpelloCTaBjIeHHe B
YCTaHOBJIEHHBIE CPOKH CTATUCTHYECKON U MUHOU OTYETHOCTH.

2.7 Pemenue UHBIX 3a/1a4 B COOTBETCTBHH C 1essMu Puimara.

3. DYHKIIMHN
K ¢yHKIEsIM aiIMUHACTPATUBHO-X03CTBEHHOTO OT/IeNIa OTHOCATCS :

3.1 IlnanupoBaHuWe, OpraHusaldss W  KOHTPOJL AAMHHHCTPATHBHO-
X035IUCTBEHHOTO obecnieueHus esaTesnbHocTy Punnana.

3.2 XossiicrBeHHOe oOcinyxuBaHue U obecreueHue HaIEKaIIEro
COCTOSIHHSET B COOTBETCTBUM C TIpaBUJaMU W HOPMaMM IIPOM3BOJICTBEHHOM
CaHWTAapUHM W IPOTHBOIIOXKAPHOM 3alUTHl 3JaHWA W TIOMEIIEHHH, B KOTOPBIX
pacnojio’keHbl — nojpaszzeneHus — Puimana, KOHTPOJIbL 32  MCIPABHOCTHIO
obopyioBaHusl (CHCTEM OTOIUIEHUS], BOAOCHAOKEeHUS, KaHAIU3ALUN, BEHTHIISAIMM,
aNeKTpoceTel u JIp.).

3.3 IlnanupoBaHWe TEKYLIUX PEMOHTOB OCHOBHBIX (OHIOB (3/aHMIA,
CHUCTEM BOJOCHAOKEHHS, OTOIUICHUS, BO3/lyXOIIPOBOAOB U APYTHUX COOPYKEHHH ).

3.4 PeMOHT IOMEINEHUN, KOHTPOJIbL KauecTBa BHITIOJHEHHUS PEMOHTHBIX
pabor.

3.5 O6ecneuenue nozapaszaeneHuii Ounuana mebenplo, X035HCTBEHHBIM
WHBEHTapeM, CpeZICTBAMU MEXaHW3alUKi HHXEHEPHOI'O U YIpaBJIeHYecKoro Tpy/a,
KOHTPOJIb 32 MX pallHOHAJIBHBIM HCIIOIb30BaHUEM, COXPAHHOCTHIO, ITPOBEICHHEM

CBOEBPEMEHHOTO PEMOHTA.



3.6 Odopmienne HeOOXOAUMBIX JOKYMEHTOB JIJIS 3aKJIIOUEHHS JJOTOBOPOB
Ha npoBe/ieHre paboT U OKa3aHHWe YCIyI CTOPOHHUME OpraHU3allisIMU.

3.7 TlomydyeHnue W  XpaHEHHWE KaHLEIAPCKUX  IPHUHAIICKHOCTEH,
XO03HCTBEHHBIX MaTepHajioB, 00OpyHOBaHUs, WHBEHTaps, cneunonexasl u CU3,
obecrieueHue UMHU CTPYKTYPHBIX TozipasieneHuii dunmmana, y4er ux pacxoloBaHus
¥ COCTaBJICHUE YCTAHOBJIEHHOMW OTYETHOCTH.

3.8  KoHTpons palMOHAIBLHOIO PAacXO0/I0BaHUS MATEPHANIOB, BBIIEISIEMBIX
JUTS1 XO3SIMCTBEHHBIX IIeJIeH.

3.9 bnaroyctpoicTBO, 03e/IeHeH’E, YOOpKa TEPPUTOPHH.

3.10 Xo3ssiiicTBeHHOE o0CTy>KUBaHHE IIPOBOAUMBIX COBENIaHWH,
KOH(EepeHIHi, CEeMUHAPOB U JIPYI'UX MEPOIIPUSTHMN.

3.11 Opranuzanus TpaHCIIOPTHOrO o0ecrieueHus JesTenbHocTH Punuana.

3.12 B coOTBETCTBMM C MACHCTBYIOIIMMH IIpaBUIIaMM M HOpMAaTHBaMH
OpraHu3aliysi OKCIUTyaTalldid M  CBOCBPEMEHHOIO pEMOHTa TEXHHYECKOTO
o0opy1oBaHus (DJIEKTPUUECKUX CETel, CUCTEM OTOIUICHMS, BEHTHJIALMUU U T. 1.),
Oecniepeboiinoe obecrieuenue 3xanuii @uimana 2J1eKTpOIHEPTHEH, TEIIIOM, BOJIOH,
KOHTPOJIb 32 UX PALMOHAIBHBIM PACXOOBAHUEM.

3.13 Opranusanus u obecreueHue NPoIyCKHOTO PeKumMa.

3.14 TIlposenenue uH(DOPMAIMOHHO-PA3BICHUTENILHOW paboOThl  Ccpein
pabotHukoB uimana, HanpaBIeHHOW Ha obecrieyeHUe COXPAaHHOCTH H
COJIEpKaHMUsl B MCIIPABHOM COCTOSIHMM 3J1aHui M umylectBa @unmana GepexxHoe
OTHOIIEHHEe K OOOpYJIOBAaHHUIO M 3KOHOMHOE HCIIOJIb30BAHUE MaTepUaIbHBIX MU
SHEPreTHYECKUX pPecypcoB (IEKTPOSHEPruM, TeIia, BOJbL, KaHIIEISPCKUX
MPUHAJISKHOCTEH, PACXOAHBIX MAaTEPHAJIOB U T. J1.).

3.15 TlpoBenmeHue  TPOTHBOIOXAPHBIX W [POTHBOAIUIAEMHYECKHX

MEpOIPUATHH.



4. TPABA U OTBETCTBEHHOCTbH

4.1 AJIMWHHCTPATUBHO-XO3SMCTBEHHBIN OTIE UMEET MPABO:

-TI0JTy4aTh MocTynawmue B Ouiman JOKYMEHTbl U HHble HH(MOPMAaIHOHHBIE
MaTepuajibl [0 CBOEMY IpPOQMIIO  JIeATeNIbHOCTH JUId  O3HAKOMIJICHUS,
CHUCTEMATU3UPOBAHHOTO yueTa U UCI0JIb30BaHus B paborte;

-3aIpallluBaTh ¥ NONy4YaTh OT CTPYKTYPHBIX TO/Ipa3/ieNeHnii HH(OPMAIIHIO,
HEeO0OXOJMMYIO 7SI BBINOJTHEH!SI BO3JIOKEHHBIX Ha HEeT0 3a1a4 U (hyHKIHIA;

-OCYIIECTBISITh B IIpejieiax CBOSH KOMIETEHIMU MPOBEPKY ¥ KOOPIUHAIIUIO
NEeATEeNbHOCTH CTPYKTYPHBIX ITOApa3/ieleHuii 10 BONpOcaM aJIMUHUCTPATHBHO-
XO35MCTBEHHOr0  obecrieueHus, O pe3ysibTaTaX INPOBEPOK  JIOKJIAIbIBAThH
pykoBoacTBy Punmana;

-BHOCHUTb TPEJJIOKEHUS 110 COBEPIIEHCTBOBAHUIO ()OPM M METONOB pabOTHI
yrpaBJIeHuUsI;

-y4acTBOBaTh B MOAOOpe M PacCTaHOBKE KaJpOB MO CBOEMY MPOQHIIIO
JIeSITeIbHOCTH;

-BHOCUTh  TIPEUIOKEHMsI PYKOBOJACTBY @Duinana 10  IOBBIIIEHUIO
KBaIM(PUKAIMY, MMOOUIPEHUIO U HAJIOKEHHIO B3bICKaHWH Ha paboTHMkoB AXO n
APYIMX CTPYKTYPHBIX mnozpaszenenud @uinana 10 cBoeMy Npoduiio
NEeATEIbHOCTH;

-y4acTBOBATh B COBEIAHHUSIX MPU PACCMOTPEHHH BOIPOCOB XO35HCTBEHHOTO
obecneuenus jiesaresibHocTi Ounnana.

4.2 Bcio noiHOTa OTBETCTBEHHOCTH 32 HEBBINIOJIHEHUE 3a/1a4 ¥ (yHKIHH,
BO3JIOKEHHBIX HAa  aJIMHUHHUCTPATHBHO-XO3SWCTBEHHBIM  OTAE]  HACTOSIIUM
[TonoxeHueM, HeceT HAYaJIbHUK OTAENla B COOTBETCTBHH C JEWCTBYIOLIMM
3aKkoHoaresbecTBoM Poccuiickoit Mepepanum.

Ha HaganpHMKa aJIMAHUCTPATHBHO-XO3SHMCTBEHHOrO  OT[eNla  BO3lIaraercs
[EPCOHAJIbHAS OTBETCTBEHHOCTH 3a:
-OpraHu3anyuio JIeSTebHOCTH OTJeNa IO BBIIOJHEHMIO 3aJa4 W (PyHKIUH,

BO3JIOKEHHBIX HA OTACI,



-OpraHM3al{io ONEepaTUBHOW M KauyeCTBEHHOM IIOATOTOBKM JIOKYMEHTOB,
BeJICHHE AaJMWHHUCTPAaTUBHO-XO35MCTBEHHOIO OTJela B COOTBETCTBHH C
JIEACTBYIOIIMMH TIPaBUJIAMHU U HHCTPYKITUSMH,

-obecreueHne COXPaHHOCTH JIOKYMEHTOB B TEUEHHUE YCTAHOBIEHHOIO CPOKa;

~COCTOSIHME TPYJOBOH W UCTIONTHUTEIBCKON JUCLUILIAHEI B OT/IENE;

-obecrieueHre COXPaHHOCTH MMYIIECTBa, HaXOMASINErocs B OTHENe H
co0uroieHue npaBuil NoXKapHoi 6e30macHoCTH;

-cobimojienne  pexuma  JocTyna K = UH(OpMalHH,  SBISTIOLIEHCS
rocylapcTBEHHOW, KOMMEPUECKOH U CITy>KeOHOM TallHOH, a Tak)Ke UCIONb30BaHue
9TOM MH(pOpMAIMK pabOTHUKAMHU OT/IENA.

CreneHb OTBETCTBEHHOCTH PaOOTHHUKOB I0/Ipa3/ielieHHs] YCTAHABIMBAETCS UX
JODKHOCTHBIMU MHCTPYKIUSIMH.

OrBercTBeHHOCTh 3a coOmopeHue TpeboBaHMit MO oOxpaHe Tpyna u
NPOTUBONOXAPHON  OE301MacHOCT  YCTAHABIMBAGTCSl  COIVIACHO  JIOKAJIbHBIM
HOpMaTHBHBIM akraM @Dwinana B 00NacTH OXpaHbl Tpyjaa H obecreyeHus

OezonacHocTH oOpa3zoBarenbHOro npouecca B Bomkckom dpunuane MAJIN.

Hauansank AXO 0 B.H. Orypuos
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