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INOJIO)KEHUE

00 aJIMHHHCTPATHBHO-XO03SI{CTBEHHOI cayKoe
1. OBIIME MMOJIOKEHUSI

1.1 Hactosiiee nomoxenue onpexensier HasHauene, 3a1auk, GyHKIWH,

CTPYKTYpY, IpaBa, OTBETCTBEHHOCTh M OCHOBBI JAeSTeIbHOCTH aIMUHUCTPATHBHO-
X034HCTBEHHOM cmyxGs! (nanee - AXC).

1.2 AXC sBnsietes cTpyKTYpHBIM MozpasaeneHnem FOCYIapCTBEHHOIO
OrOKeTHOTO Mpo(hecCHOHATEHOTO 00pa30BaTeNbHOr0 yUpeK IeHH 1
CrepnnramMakckoro npogeccHoHa bHO-TEXHHYECKOT0 KOJLIe KA (nanee no
TekcTy - Komemk)

1.3. Ha Bpemst oTcyTcTBHS 3amecTuTens JUPEKTOpa M0 aJIMUHHCTPATHBHO -
XO3SIUCTBEHHOH pabote (0TmycK, 6oIe3HH, KOMaHIMPOBKH U TIP.) ero
AOIKHOCTHBIE ODSA3aHHOCTH HCIIOJHACT paBOTHIK, HA3HAYACMBII B
YCTAHOBJICHHOM IOPSAIKE, KOTOPELHA MPHOOPETaeT COOTBETCTBYIOLIUE TIPaBa 1
HECET OTBETCTBEHHOCTH 32 HEUCIIOIHEHHE MJIM HEHAUIeXKALIEe UCIIOTHEHHE
00si3aHHOCTeH, BO3TTOKEHHBIX HA HETO B CBA3H C 3aMEILICHIEM.

-4 PykooacTeo AXC ocyllecTBIIsieT 3aMecTHTe b JIMpeKTOopa rno
AIMUHUCTPATUBHO - X031HCTBEHHOM pabore.

-5 3aMecTHTeNb TUPEKTOpa MO aIMUHHCTPATHBHO - XO3SiCTBEHHOM pabote
NOAYHHACTCSA HeMOCPECTBEHHO TupekTopy Konnemka.

.6 AXC ocyIIecTBIISET a AMUHHCTPATHBHO-X03MHCTBEHHOE 0GecTieueH e
nestenpHocT Komtemxa.

.7 AXC cosnaercst u TMKBHIHpPYeTCS npukasom aupekrtopa Kotemxka.
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1.8. B cBoeii nestensnoctn AXC PYKOBOLCTBYeTCS NeHCTBYIOIMUM
3aKOHO/IATEIECTBOM, HOPMATHBHO-PABOBLIMU AKTAMH M METOLMYECKHM
MaTepuanaMu o Xo3sHCTBEHHOMY 06CTy KHBaHHIO, HOPMaMu U IpaBUIaMy
COZLCpIKaHMS, IKCTUTYaTallll M PEMOHTA 3aHMUH,

TEXHI4ECKOro 060py 10BAHMS, HOPMATHBHBIMK NOKYME@HTaMHU MO COBIII0AEHHIO
CAHUTAPHO- IPOTHBOIINIEMHUYECKOTO PEKIMA, NoXapHOH Ge30mnacHoCTH 1
OXpaHe Tpyxa, Ycrapom Konnemxa, npukasamir, PACTIOPSKEHUSIMU IUPEKTOpa U
HACTOSIILUM MOJIOKEHHEM.

o

- Opranusaunonnas CTPYKTYypa

[SS]

-1. B coctaB AXC BxozsT: 3amecTiTeNs AMPEKTOPA M0 aAMHHUCTPATHBHO-
XO34HCTBEHHOIT paboTe, TeXHHK 10 00CITY)KHBaHUIO 31aH Wit 1 COOPYIKEHHIH,
KOMEHIAHT OOLIEKUTUH, CHEeUHANTHCT o OXpaHe Tpylia, BOOUTENb, paboukie Mo
00CITy)KHBaHUIO 3aHuiT (caHTeXHHKH, 1K TpHKH, [UIOTHUKH).

2.2. Crpykrypy n [TaThyto yucieHHocTh AXC yTBeprknaet aupekrtop Komnemxka
110 MIPeACTaBICHHIO 3aMeCTHTEIsS TMPEKTOpa 110 aIMHHUCTPATHBHO-
XO38HCTBEHHOH PaGoTe B COOTBETCTBHM ¢ 0GBeMOM peluaeMbIx 3anauy.

2.3. OBuiee pyKOBOMCTBO AeATeIBHOCTIO CITy’KObl U ee pabOTHHKOB
OCYIICCTBIIACT 3aMECTUTENTb IUPEKTOPA 110 AaAMHHHCTPAaTHBHO-X 035 CTBEHHON
paboTe, HasHa4aeMbIil Ha JOKHOCTE 1 0CBOOOK1aeMbIH OT 10JKHOCTH MPHKa30M
IUPEKTOpa KOljIelxKa.

2.4. Ksamnuuupopasusie TpebOBaHMS, QYHKLITOHATbHBIE obs13aHHOCTH, NpaBa,
OTBETCTBEHHOCTE 3aMECTUTEIIsSI AUPEKTOPA 10 AJIMMHUCTPATUBHO - X0O35HCTBEHHOI
paboTe i 1pyrux paGorHukos AXC PETIaMeHTUPYIOTCS TOJKHOCTHBIMH
HHCTPYKLHAMH, XapaKTepPUCTUKAMH paboT, yTBepiK 1aeMbIMK JIUPEKTOPOM
KOJITeKa.

2.5 3amecTuTens aupexTopa o 4AMHUHHCTPaTHBHO - XO3HCTBEHHON paboTe mmu
JIHIO, UCTIOHSAIOLIEE €r0 00A3aHHOCTH, HMEFOT NPaBO MOAMUCH TOKYMEHTOB,
HarpasieMbIx oT umMeHn AXC 110 BOTIpocaM, BXOISIIIAM B ee KOMIIETEHIINIO.

3. HAIIPABJIEHUSI AESITENBHOCTU (OCHOBHBIE 3A1AYM)

3.1. AIMHHHCTPaTHBHO - X03sticTBeHHOE obecrneyeHne NeATeNbHOCTH KOTeKa:
TEXHHYECKOE 00CIyKHBAHHE 3MAHUI YIeGHBIX KOPIyCOB 1 OOILEKHUTHIA,
NOMELIEHUH, 060PY10BaHs; MTAHHPOBaHKe, OpraHH3aUus U KOHTPOJIb
TIPOBEACHHS UX TEKYIIMX H KaITHTAIBHBIX PEMOHTOR; CHAGKeHHe Mebenbro,
XO3SIHCTBEHHBIM HHBEHTApEM, KaHUCIAPCKAMU NPHHALIEKHOCTSIMHU; OpraHU3aus
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4.6. OopmreHHe HEOGXOANMBIX TOKYMEHTOB TSl 3aKIIOUCHUS JOrOBOPOB Ha
[IpOBENIeHNe PabOT M OKA3aHUE YCIYT CTOPOHHUMU OpraHu3aLHsAMH.

4.7. Ilony4eHue u XpaHeHHe KaHLENIAPCKUX MPUHAUIKHOCTEH, X035 CTBEHHBIX
MaTepuanos, 000py10BaH s, HHBEHTAPS, OOECTIeUeHHE HMH CTPYKTYPHBIX
nonpasjenennit Komnnemxa, yuer ux pacxoaoBaHus 1 cocTapienye
YCTaHOBJIEHHOH OTYETHOCTH.

4.8. baaroyctpoiicTso, o3eneHene, yOOpKa TeppuTopHH.
4.9. Opranusarus TpaHCHIOPTHOro 0beceycH s nesrensHocTu Komtemka.

4.10. B cootsercTBHH ¢ A€HCTBYIOIUHMH MPABHIAMH U HOpMaTUBaMu
OPTaHH3aLus SKCIITyaTalii U CBOBPEMEHHOTO PEMOHTA TeXHUUYECKOro
000py10BAHKS (JIIEKTPHUECKUX CeTel, CHCTeM OTOIIEHMS], BEHTUJISALIHH,
KaHaTM3alHOHHBIX CUCTEM, BOAONIPOBOMA U T.11. ), Gecniepeboiinoe obecreuenue
37aHui U noMemieHuit Komemxa SJIEKTPOSHEPIHeH, TEMIOM, BOLOI, 2MeKTPOHHOI
CBA3BIO, KOHTPOITb 33 X PAUMOHAIIBHBIM PACXOJ0BAHUEM.

4.11. Ilposenenue MH(DOPMALIHOHHO-PA3BIACHUTEHOI paboThl cpenn paboTHHKOB
Konnenxa, nanpaenenroit va o6ecrievenye COXPaHHOCTH H COACPKAHUS B
VCTIPABHOM COCTOSIHMH 31aHNH, MOMEIUEHHIT U UMYIlecTBa, GepeskHOe OTHOLIEeHHE
K 000py/I0BAHHIO 1 YKOHOMHYECKOE HCHOTb30BAHUE MaTepUalbHbIX U
SHEPreTHYECKHX PECYpPCOB.

4.12. Ilposenenue TPOTHBOTIOKAPHBIX M MPOTHBOIMUAEMHYECKHX MEPOTPHSITHIA,

4.13. Iposenenne MeponpusITHii Mo 0BeCHeUeH MO Ge30macHOCTH, COXpaHHOCTH
KU3HW U 3]10pOBBsI 00yH4alomuxcst u paboTHUKOB Kotenka.

4.14. OcyuiecTBnente IesITeILHOCTH BO B3aUMO/CHCTBHH C IPYTHMH CITYKOaMU U
CTPYRTYPHBIMH nozpasnenennsvu Konemka, a Takxke B npegenax caoeii
KOMITETEHLIH CO CTOPOHHUMH OpPraHU3aLHsIMH.

4.15. OcywiecTBrenue B npenenax csoeit KOMIIeTeHIIHH MHBIX QYHKLUII B
COOTBETCTBUH C LeIAMHU 1 3anadamu Kommemxka.

5.TIPABA 1 OTBETCTBEHHOCTb
5.1. AXC umeer mpago:

- HOJyHaTh MOCTYMAOLIHE B KOJUIEIK JOKYMEHTEI H HHbIe UH(OPMALHOHHEIE
MaTepHaIbl [0 CBOEMY NPOQHUIIO NESTeTbHOCTH 11sl O3HAKOMIEHHS,
CHCTEMATH3MPOBAHHOTO Y4eTa U HCIIOJIb30BaHus B paboTe;
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- 3aIpaliiBaTh U M0JIy4aTh OT PyKOBOJAMTEINCH CTPYKTYPHBIX MOApa3iele Ui
HH(pOPMALIHIO, HEOOXOINMYO ISl BBITIONHEHHUS BO3IOKEHHBIX Ha Hee 3a1a4 U
¢byHKUMH;

- OCYILIECTBIISITH OCMOTP CITy KeOHBIX, OBITOBBIX H CKJIaACKMX MOMELIEHHIH,
[IPOBEPKY HAJIMYHsI B MOMEUIEHHUX 3[aHHi 0(UCHOI MeGeu U ObITOBOroO
06opynoBaHus, B MpeJieNTax CBOeH KOMIIETEHIMH, TPOBEPKY H KOOPIHHALMIO
ACSATENBHOCTH CTPYKTYPHBIX [0/Ipa3fie/ieH|i 10 BOIPOcaM a[MHHUCTPATUBHO-
XO34HCTBEHHOTO 00ecTieyeH s, 0 pe3ysbTaTax POBEPOK JOKIaIbIBATE
pykoBoactBy Komnemxka;

- BHOCHTB MPEIUI0KEHHs T10 COBEPLIEHCTBOBAHUIO (hOpM 1 MeTOI0B paboThl AXC
u Komnemxka B nesom.

5.2. Paborhuku AXC HecyT OTBETCTBEHHOCTh 3a Pe3yNbTaThl CBOEH
JeATeNIbHOCTH, CBOEBPEMEHHOE U Ka4eCTBEHHOE BBIMOJHEHHE BCeX BO3IOKEHHBIX
Ha HUX 3a/1a4 ¥ QYHKUUH B IpesieNaxX, orpeie/eHHbIX AeliCTBYIOMHM TPy A0BbIM
3aKoHozmaTensecTBOM Poccuiickoii Menepauun,

YcraBom KOJ’LHGII}K&, npaBUJIaMHU BHYTPEHHEIO pacropsijaKa KOJUIC,ZI)K&,
HaCTOAIIHUM HOJ’IO)KGHI/IEM, a TaK)XX€ NOJDKHOCTHBIMU HHCTPYKLHSAMHU.

Pazpaborunk:
3aMeCTUTelb IHPEKTOpa
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