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OB AJIMUHUCTPATUBHO-XO3AMCTBEHHOM OTJIEJIE



1.00mue moJ1oxeHust

1.1. ATMUHUCTPATUBHO - XO3sAMCTBEeHHBIH oTaen (manee AXQO) sBiseTcs
CTPYKTYpPHBIM TMoOApa3zeieHueM ¢unnana (emaeparbHOTO TOCYIapCTBEHHOTO
OIO/DKETHOTO  O00Opa3oBaTeIbHOTO  YUYPEXKIACHUS  BBICIIETO  00Opa3oBaHMS
«IleTepOyprckuii  rocyJlapCTBEHHBIM  YHUBEPCUTETE TNyTEH  COOOIICHUS
Nmmnepatopa Anexcanapa |» B r. Kamyre (III'YTIC) (manee ¢unman).

1.2.0taen noguuHsIeTCs] HENOCPEJICTBEHHO TUPEKTOPY (prtnana.

1.3.0tnen BO3riaBiIsieT 3aMECTUTENb JAUPEKTOpa IO aJMUHUCTPATHUBHO-
XO3SIMCTBEHHOM padoTe.

14.Jlpyrue COTPYAHUKH OTJeja Ha3HA4YarTCs Ha JOJDKHOCTH H
OCBOOOXKJAIOTCA OT JOJDKHOCTEM MPUKA30M JUpEKTopa (Quimaia 1o
MPEJICTABIICHUIO 3aM. JUPEKTOpa M0 aIMUHUCTPATUBHO-XO035IMCTBEHHOU padoTe.

1.5.B cBoeit nesTeIbHOCTH OTAS] PYKOBOJACTBYETCS:

- Hactostmuwm Ilonoxxenunem.

- [IpaBunamMu BHYTPEHHErO TPYAOBOTO pacropsijka ¢puinania.

2.3amaun

2.1. AAMHUHUCTPATUBHO-XO35ICTBEHHOE oOecrieueHrue  AEeATEIbHOCTH
OpraHu3aluu: TEXHHUYECKOE 00CTy>KUBaHUE 3JIaHUM, MOMECIICHUM,
o0opynoBaHUsl (CHCTEM OTOIUICHHUS, BOJOCHAOXKEHHS, DJICKTpOCETeH W T.1.),
IUITAaHUPOBAHUE, OpraHu3alus W KOHTPOJIb MOPOBEACHUS UX TEKYIIUX U
KalmuTAJIbHBIX PEMOHTOB, CHAaOXEeHUE MEOEbl0, XO35IMCTBEHHBIM MHBEHTAPEM,
KaHIITOBapaMu, CPEJCTBAMU MEXaHU3aIlUM WHXEHEPHOTO M YNPaBJIEHYECKOTO
TpyJa, OpraHu3aiysi TPaHCIIOPTHOTO 0OECTICYSCHHUSI U OXPaHBI.

2.2. PykoBoacTBO nu KOHTPOJIb JICSITEIbHOCTHU CTPYKTYPHBIX
MOoIpa3aeyICHUil BOTIPOCaM XO3SIUCTBEHHOTO OOCITY>KHUBaHUSI, HCIOJH30BaAHUS
MaTepUAIbHBIX U (UHAHCOBBIX PECYpPCOB, COXPAHHOCTH MaTepUaIbHO -
TEXHUYCSCKUX IIEHHOCTEH ¢uanaa.

2.3.IloaroToBka u mnpejacraBieHue HHGOPMALIMOHHO - AHATUTUYECKHUX

MarcpruaaoB O COCTOAHHMHU MW IICPCIICKTHBAX PAa3BUTHA X035IICTBEHHOI'O



obecrieueHUsl JESATEIBHOCTA OpraHu3aluu, pa3padoTKa NPEaJIOKEHUNU II0
COBEPIICHCTBOBAHUIO CITy>X0bI AXO.

2.4.CoBepIIICHCTBOBAHUE M BHEAPECHHE HOBBIX METOJOB OpraHU3allluu
Tpyla, B TOM 4YHCJIE Ha OCHOBE HCIIOJIb30BaHUS  COBPEMEHHBIX
MHOOPMAIIMOHHBIX TEXHOJIOTHUIA.

2.5.YyacTtue B MOATOTOBKE M MCIOJHEHUHN YMPABICHYECKUX PEIICHUH IO
BOIIpOCaM  aJIMUHUCTPATUBHO-XO35IMCTBEHHOTO OOECHeUeHUsI JeSTEIbHOCTH
OpraHu3aluu.

2.6.Kontposib B mpenerax CBOEM KOMIIETEHIIMHM 3a COOIIOJCHUEM
CAaHUTAPHO-TIPOTUBOAMUIAEMUYECKOTO PEXHUMa, TMPaBWJI MPOTUBOMOKAPHOM
0€30MacHOCTH, HOPM TEXHUKU O€30MAaCHOCTH, NPHUHSITUE HEOOXOIUMBIX MEp
MIPY BBISBJICHUU (PAaKTOB UX HAPYIIICHUS.

2.7.Benenne OpeayCMOTPEHHOM  AEHMCTBYIOIIMMHM  HOPMATHBHO -
MIPAaBOBBIMH AaKTaMU COOTBETCTBYIOIIEH JNOKYMEHTAllMU, MPEJOCTaBICHUE B
YCTaHOBJICHHBIE CPOKU CTATUCTUYECKONW U MHOM MH(GOpMAILUU O ASATEIbHOCTH
AXO.

2.8. PenieHne nHBIX 3aJa4 B COOTBCTCTBHUH C ICIIAAMHU OPraHU3alluH.

3. CTtpykrypa

3.1. CTpyKTypy Y IITATHYI YMCJIECHHOCTh OTHAEJIAa YTBEPKAAECT AUPEKTOP
(unuana N0 COIrJACOBAaHUIO C OTAEJIOM KaJpoB, HCXOAd U3 YCIOBUU
NeSITEIbHOCTHU (hrTrania.

3.2. AIMUHHUCTPATUBHO - XO3SIHUCTBEHHBIN OTAE]I UMEET B CBOEM COCTABE:

- 3aMECTUTENS AUPEKTOPA MO aIMUHUCTPATUBHO-XO35IMCTBEHHOU padboTe;

- KOMEH/IaHT;

- IUCTIETYEPa;

- IBOPHUKOB;

- IIIOTHUKA-CTOJISAPA;

- 3JIEKTPOMOHTEpA o PEMOHTY u 00CITy>KHBAaHUIO
3JIEKTPOOOOPYI0BaAHUS;

- cJaccapsa-CaHTCXHHUKaA,



- rapJIepoOIIrKa;

- YOOPIIUKOB CITY>KEOHBIX MOMEIICHUM

4. ODyHKIUHU U O0A3AHHOCTH OT/eJIa:

4.1.B COOTBETCTBUH C BO3JIO)KEHHBIMH 3aJlaqaMH, OTAECJI OCYIIECTBIISICT
ciaemyronie QyHKITAH:

- coJZiep KaHUe 3JaHUN U TMTOMEIIEHUM OpTraHu3aIlui, U MOJJIEP>KaHUs UX B
HaJJICKAIIEM COCTOSIHUM B COOTBETCTBUM C JICUCTBYIOIIMMHU CaHUTApHO-
TUTUEHUYECKUMH U IMMPOTUBOIOKAPHBIMHA HOPMaMH U MPaBUJIAMU;

- KOHTPOJIb 3a MCHPABHOCTBIO O0O0OpydA0BaHHUs (OCBEIICHHUS, CHCTEM
OTOIJICHUS] BEHTUJISILIUU U 1P.);

- (hopMHupoOBaHUE TEKYIIMX U MEPCHEKTUBHBIX TUIAHOB PEKOHCTPYKIIUU,
KaluTaJIbHOTO W TEKYIIET0 PEMOHTOB 3/1aHUM, MOMEIICHUN OpraHu3aluu,
CHUCTEM BOJIOCHAOXKEHHUSI, BO3YXOIMPOBOJIOB U JIPYTHUX COOPYKECHUM;

- IPOBEJICHUE PEMOHTA 3/IaHUM, IOMEIIEHUN U OCYILIECTBICHUE KOHTPOJIb
HaJl KAYeCTBOM PEMOHTHBIX padoT;

- y4acTHE€ B COCTaBJICHHE CMET PACXOJIOB Ha COJIEPKAHHUE 3JIaHUUA U
MOMEILICHUN OpraHu3aluu, MPUJIETAIIEN TEPPUTOPUH;

- oopMIIeHHE JTOKYMEHTOB, HEOOXOIUMBIX JJIs 3aKJIIOYCHUSI JOTOBOPOB
Ha TIpuoOpeTeHue O0O0OpyJAOBaHHUs, MeOeId, XO3SMCTBEHHBIX TOBApPOB,
opraHu3alus UX MNOCTaBKH, MPUEMKHU

Y y4eTa;

- obecrmedyeHWe  OTHEJOB  KAHIEISIPCKUMHU  MPUHAJIICKHOCTSIMHU,
000pyd0OBaHUEM,

MeOeIbl0, XO3SHMCTBEHHBIMU TOBapaMH, BEJICHHE H3PACXOJOBAHUS M Yy4eTa,
COCTaBJICHUE YCTAaHOBOYHON OTYETHOCTH;

- obecrneyeHHEe COXPAaHHOCTU MAaTEPUATBHO-TEXHUYECKUX CPEJICTB,
MPUHSATHE MEP MO UX BOCCTAHOBJICHUIO U PEMOHTY B CIIy4asiX UX HOBPEKICHUS,

- oopMJIEHHE JIOKYMEHTOB Ha TEXHHUYECKOE OOCIyKMBAaHUE U PEMOHT
000pyIOBaHUS;

- MaTepUAIbHO-TEXHUYECKOE OOCITYy>KMBAaHUE COBEIIaHWH, KOH(pEepeHIInH,



CEMHUHAPOB U UHBIX MEPOIPUSATHI;

- OopraHM3aldsi  TPAHCIOPTHOrO  OOecneueHus:  AESITEIbHOCTH
OpraHu3aluu;

- OopraHu3alys NpUeMa, PErUCTPAllMM U HEOOXOAUMOIro OOCIIy’KMBaHUS
JIUL, TPUOBIBIINX B CIyKEOHBIE KOMAaHIUPOBKHU;

- opranu3aiys u o0ecriedeHue MpoBeICHUS COBEIIaHU, CEMHUHAPOB.

- y4yacTM€ B MHBEHTApU3alluUd 3JaHUN, MOMEIIEHUM, 00OpyJIOBaHUS B
LEISIX KOHTPOJIS UX COXPAHHOCTU M TEXHUYECKOIO COCTOSIHHUS,

- KOHTPOJIb PallMOHAJIBHOIO PacXOJOBAaHUs MaTepHUaloB M (PUHAHCOBBIX
CPEICTB, BBIICISAEMBIX JJI XO3IMCTBEHHBIX LIEJIEH;

- 0J1aroycTpoMCcTBO, O3€JICHEHUE, YOOpPKa TEPPUTOPHUH;

- opraHu3anys 1 o0ecrie4eHue MpoMmyCKHOTO pEeXNUMa;

- TpoBeneHHuE HMH(MOPMALMOHHO-PA3bICHUTENBHON paldoOThl cpeau
pabOOTHUKOB OpraHU3alliy, HANpPaBICHHOW Ha OOECIIEYEHHE COXPAaHHOCTH U
COJEpKaHUsI B HCIPABHOM COCTOSHHUM 3JaHHUM, NOMELIEHUWHA U HMYIIECTBa
OpraHusanuu, OepeXHOe OTHOUIEHHE K OOOpYJIOBaHUIO M 3KOHOMHOE
HCII0JIb30BaHUE MAaTEPUAIBHBIX U PHEPIreTUYECKUX PECYPCOB (IEKTPOIHEPTUH,
Terla, BOJbI, KaHUEJSIPCKUX IPUHAJICKHOCTEH, PACXOJHBIX MATEpPUAJIOB U
T.1.).

- OCYIIIECTBJICHHE B MpeJenax CBOEH KOMIIETCHIIMHM HHBIX (DYHKIIUNA B

COOTBCTCTBHUHU C LCIISIMU U 3aJa4aMM OpraHHU3allnu.

S. IlpaBa

5.1.Ilomyyate nocrynaromme B  (Quiauam JOKYMEHTbBI W HUHBIE
MH(GOpPMALIMOHHBIE MaTepHuajbl IO CBOEMY MNPOQUII0 JESITEIbHOCTH s
O3HAKOMIJICHHUS, CHCTEMAaTU3UPOBAHHOI'O YU€Ta U UCIOJIL30BAaHUs B paboTe.

5.23anpamuBaTh MU MOJy4YaTb OT JUPEKTOPA U €€ CTPYKTYPHBIX
roJipazziesieHuil nHpopMaIuo, HeOOXOAUMYIO JJIs1 BHIOJIHEHUS BO3JI0KEHHBIX
Ha Hee 3a71a4y U PyHKIUH.

5.3.0cy1iecTBiIATh B TMpefenax CBOEH KOMIIETEHIIUM TIPOBEPKY U

KOOPAWHALIMIO JCSATEIIBHOCTU CTPYKTYPHBIX MOJAPA3ACICHUNA II0 BOIpOCaM



aJIMUHUCTPAaTUBHO-XO35IIICTBEHHOTO  OO€cledeHus, O pe3yibTaTax MpPOBEPOK
JOKJIaJIbIBaTh TUPEKTOPY.

5.4.BHOCUTH TPEANIOKEHUS 110 COBEPIICHCTBOBAHUIO ()OPM M METOJIOB PAOOTHI
AXO u puimana B eJI0oM.

5.5.YuacTBoBaTh B MOJ0OpPE M PACCTAHOBKE KaJpOB MO CBOEMY IPOQHITIO
TeSITETBHOCTH.

5.6.BHOCUTH  TpenyiokeHUs ~— JUpEKTOpy — GuiaMana MO MOBBIIICHHUIO
KBaIU(UKAIMU, TOOUIPEHUI0O U HAJIOXKEHUIO B3bICKaHWM Ha paboTHUKOB AXO u
JIPYTUX CTPYKTYPHBIX MOJpa3esieHui (puaraia no cBoemy npouiio AesTeIbHOCTH;

5.7.11poBOUTH COBEIIAHUSI M Y4acTBOBAaTh B COBEIIAHUSIX MPHU PACCMOTPEHUU
BOMPOCOB  aIMHUHHUCTPATUBHO - XO3AWCTBEHHOTO0 OOECHeYeHHUs JeATEIbHOCTH
bunmnana.

5.8./laBath PYKOBOIUTEISIM CTPYKTYPHBIX TOJpa3ACICHUN H OTICIHHBIM
cenuanuctaM (punuana oOs3aTeNbHbIE UIS WCIOJHEHUS YKa3aHHUS MO BOMPOCAM,
OTHOCSIIUMCS K KOMITIETEHIIMU OTJIENa.

59.Bect  caMOCTOSITENBHYIO  TEPEMHCKY C  TOCYyJapCTBEHHBIMU U
MYHUIIMIATLHBIMA OpraHaMH 0 BOMPOCAM, BXOJISIIMM B KOMIIETEHIIMIO OT/IEa U HE
TPeOYIOUTUM COTJIACOBAHUS C TUPEKTOPOM (hunaia.

5.10.IlpeacraBuTensCTBOBATh B yCTAHOBJICHHOM MOPSIKE OT UMEHH (HUIIHaIa 0
BOMPOCAM, OTHOCSIIIUMCS K KOMIIETCHIIUM OT/ela, BO B3aUMOOTHOIICHHSIX C
TOCyJapCTBEHHBIMH ¥  MYHUIIMNIAJBHBIMM ~ OpraHaMH, a Takke JPyTHMH
MPEANPUATUSIMH, OPTAaHU3AIUSAMU, YIPEKICHUSIMH.

5.11.]1aBaTh pa3bsCHEHHUS, PEKOMEH AN 1 YKa3aHUs 110 BOIIPOCAM, BXOISAIIIM

B KOMIICTCHIIUIO OTACIIA.

6. BzauMooTHOIIECHUS
JInst  BBITIOHEHUST (QYHKUMM MW peaau3alud TpaB  aJIMHUHUCTPATUBHO -
XO034UCTBEHHBIN OTJIE] B3aUMOJICCTBYET CO BCEMU CTPYKTYPHBIMU MOAPA3ACICHUSIMU

¢dunuana no Bornpocam, BXOISIIIUM B KOMIETEHITUIO OT/CA.

7. OTBEeTCTBEHHOCTH



7.1.OTBETCTBEHHOCTh 3a HAJIJIEXKAIEe U CBOEBPEMEHHOE BBIMIOJIHEHUE OTAEIIOM
GyHKIME, TOPEeTyCMOTPEHHBIX HACTOSIIIMM  TIOJIOKEHHUEM, HECeT 3aMeCTUTENhb
nupekropa mo AXP.

7.2.Ha 3amectutens paupektopa 1o AXP Bo3maraercs mnepcoHanbHas
OTBETCTBEHHOCTH 3a:

- OPTaHW3AIMIO JIEATEIHPHOCTH OT/ENa IO BBIMOJTHCHHWIO 3a7ad W (yHKIIWH,
BO3JIO’KEHHBIX Ha OTICIH;

- OpraHU3alMI0 B OTAEJIE ONEPATUBHOM W KAYECTBEHHOW MOATOTOBKA H
WCIIOJHEHUS  JOKYMEHTOB, BEJCHHE JCIIONPOM3BOJICTBA B  COOTBETCTBHH  C
JIEHCTBYIONTUMU TIPABWJIAMUA U HHCTPYKIIUSIMU;

- COOJIIOJIEHNE COTPYJHUKAMHU OTJeNla TPYJAOBOIO paclopsiika, a Takxke
TPYAOBOM M MPOU3BOJICTBEHHON TUCIUILINHBIL;

- o0ecrieyeHue COXPAaHHOCTU UMYIIECTBA, HAXOMSIIErocss B OTAENle, |
cOOJTI0/ICHUE TTPaBUJI OKAPHOU OE30MaCHOCTH;

- TOJI00P, PAaCCTAaHOBKY U JEATEIHLHOCTh COTPYIHUKOB OT/IEINA;

- COOTBETCTBHE JEHCTBYIOLIEMY 3aKOHOJIATEIbCTBY BU3UPYEMBIX
(MoamuChIBa@MBIX) UM TPOCKTOB  MPUKA30B,  HHCTPYKIMH,  TOJIOKEHUH,
MMOCTAaHOBJICHUH U IPYTHX JOKYMEHTOB;

- COCTaBJICHU S, YTBEPKICHUS U MPEIOCTABICHUS HEAOCTOBEPHON OTYETHOCTH O
COOJIIOICHUH 3aKOHO/IaTeILCTBA B (hHJIHAIIC;

- HSCCBOEBPEMEHHOI'0, a4 TaKXE€ HEKAYeCTBEHHOT'O HWCIOJHEHUS JOKYMEHTOB U
MOPYYEHUN PYKOBO/ICTBA (hUiTHAa;

- IONYIIICHUSI HCIIOJB30BaHUsT HH(POpMAIIMM COTPYAHUKAMH OTIElla B HE
CITY>KE€OHBIX LIEJISX;

7.3.  OTBETCTBEHHOCTb COTPYJHHKOB aJIMHHHCTPATUBHO - XO3SHMCTBEHHOIO

OTAcCNIa YCTaHAaBJIUBACTCA UX JOJDKHOCTHBIMU MHCTPYKIUAMMU.



