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1. O6mue noJsio:keHust

1.1.ITonoxenne 00 aIMHHHCTPAaTHBHO-XO3AHCTBEHHOH YacTH TOCYJapCTBEHHOrO
O10/uKeTHOro mpodeccHOHANBHOr0 00pa30BaTENLHOrO YyYpeKIAeHHus AcTpaxaHckoi o6acTu
«AcTpaxaHCKuii My3bIKalbHBIH Koyuteuk umeHn MLIT. Mycopreckoro» (namee - Ilonoxenue)
onpejeNseT Ha3HaYeHWe, LeIH, 3anaud, (yHKIHH, IIpaBa, OTBETCTBEHHOCTh H OCHOBBI
JIeATEIbHOCTH a/IMMHHCTPATHBHO-X03HCTBEHHOM YacTH (nanee — AXY).

1.2.AXY ocymecTBiaseT aAMUHHCTPAaTHBHO-X03SHCTBEHHOE o0ecredyeHune AesTeIbHOCTH
KOJUTeKa.

1.3.AXY sBisgercs caMOCTOSITENbHBIM CTPYKTYPHBIM HOJpa3/elieHHeM KOJUIeKa.
HenocpenctsennsiM pykoBoauteneM AXY sBnsercsa 3aMecTuTens aupekropa no AXY.

1.4. B cBoeii aesrensHoctH AXY pykoBOACTBYETCS NEHCTBYIOIIMM 3aKOHOAATEIBCTBOM,
HOPMaTHBHO-IIPaBOBEIMH aKTaMH M METOJWYECKHMH MaTepHallaMH [0 XO3SHCTBEHHOMY
o0CITy’)KHBaHHIO, HOPMAaMH M IPAaBHJIAMH COJCpPKaHHs, SKCIUIyaTalluH H PEMOHTA 3JaHHMH,
TEXHHYECKOro 00OpYyIOBaHHS, HOPMATHBHBIMH [OKYMEHTaMH MO COONIONEHHIO CaHHTapHO-
IPOTHBOAIUAEMHYECKOTO PeXKHMa, MIPOTHBOMOKAPHON O€301MacHOCTH M TeXHHKH 0e30MacHOCTH,
OpraHU3allHOHHO-PACTIOPAIUTENBHBIMH  JIOKYMEHTAMH  CaMOro KOJUIE)Ka M  HACTOSIIHM
MOJIOKEHHEM.

1.5. JlestenbHocte AXY ocymecTBisieTcss Ha OCHOBE TEKYIIEro H IEPCIEeKTHBHOIO
TUIAHUPOBAHHUS, COYETAaHUs e/JIMHOHAYAIHs B PELICHHH BONPOCOB CIYXeOHOH JIeSTEeNBHOCTH H
KOJUIETHAIBHOCTH NIPH HMX OOCYKIEHHH, NepCOHAIBHOH OTBETCTBEHHOCTH pabOTHHKOB 3a
HaJUIeXkKAllee HCIOMHEHHE BO3JIOXKEHHBIX HAa HUX JO/DKHOCTHBIX O00S3aHHOCTEH M OTEIBHBIX
NOpYYeHHH IUPEeKTOpa KOoJUIeKa H 3aMecTHTed aupexTopa no AXY.

1.6. 3amecturens aupexkropa mo AXY u gpyrume pabortHmku AXY HasHauaioTcs Ha
JIOJDKHOCTH H 0CBOOO0XK/1aI0TCS OT 3aHHMaeMBIX JOJDKHOCTEH IPHKA3oM JUpPEKTopa KoJUle/ka B
COOTBETCTBHH C ACHCTBYIOIIMM 3aKOHOIaTeILCTBOM PD.

1.7. Kpamudpukanuonusle TpeboBaHMs, (yHKUMOHANBHBIE O0A3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTh 3amecTuTens jupekropa no AXY wu gpyrux paborHuko AXY
PETJIAaMEHTHPYIOTCS JIOJDKHOCTHBIMH HHCTPYKIIMAMHE, YTBEP)KIAEMBIMH JHPEKTOPOM KOJUIEIIKA.

1.8. 3amecTurens nupexropa no AXY:



- PYKOBOJHMT Bced JesTenbHOCThIO AXY, HeceT NMepCOHAIbHYIO OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE U KaYeCTBEHHOE BBITNOJIHEHHE BO3/10JkeHHBIX Ha AXY 3ana4 u QyHKumii;

- OCYIIECTBIIET B IIpeJieiaX CBOeH KOMIETEHIIHH (yHKIIMH ynpaBieHus (IIaHHPOBaHHS,
OpraHM3allid, MOTHBAaLlHH, KOHTPOJs), IpPHHHMaeT peLleHHs, o0s3arenbHble I8 Beex
pabotHukoB AXY;

- pacmpezienseT (yHKIHOHaIbHbIE OOS3aHHOCTH M OTHENBHBIE IMOPYYEHHS MEKIY
pabotHukamu AXY, ycTaHaBIMBaeT CTENEHb X OTBETCTBEHHOCTH, P HEOOXOAMMOCTH BHOCHT
Npe/UIOKEHHs THPEKTOPY KOJUIeKa 00 M3MEHEHHH IO/DKHOCTHBIX MHCTPYKIHM MMOJYHHEHHBIX
eMy pabOTHHKOB;

- BHOCHT PYKOBOJICTBY KOJUIE/XKa IPe/IOKEHHs 110 COBEPIIEHCTBOBAHUIO paboTel AXY,
ONTHMH3AIHU €€ CTPYKTYPhI U IITATHOH YHCICHHOCTH;

- Y4acTBYeT B IIEPCIEKTHBHOM M TEKYIIEM IUIaHMpOBaHMHM JAestesnbHOcTH AXY, a Takxke
TMOArOTOBKE IIPHKA30B, PACIOPSIKCHHH M HHBIX JOKYMEHTOB, KacalOIIMXCA BO3JIOKEHHBIX Ha
AXUY 3anaq u GyHKIMIT;

- NPHHUMAaeT HeoOXoOuMble Mepbl IS YIYYLNIEHHS MaTepHaTbHO-TEXHHYECKOro H
HH(}OpMAIMOHHOr0 oOecnevyeHus, yCIOBHH Tpy/a, MOBBIIICHUS MPO(eCcCHOHATBHOM NOArOTOBKH
pabotHukoB AXY;

- ydacTByeT B moabope H paccTtaHOoBKe kaapoB AXY, BHOCHT PYKOBOACTBY KOJUIE/Ka
NpeUI0KEHHs O MOOIIPEHHH W HAJIOXKEHHH JMCIMIUIMHAPHBIX B3bICKaHHH Ha paboTHHKOB AXUY,
HallpaBJICHHH HX Ha MEPENoAroTOBKY M MOBBIIEHHE KBaTH(pHUKaIIHH;

- COBEPIIEHCTBYET CHCTEMY TPY/A0BOH MOTHBALMH paboTHHKOB AXY;

- OCYHIECTBJISET KOHTPOJIb HMCIOJHEHHS IOJYMHEHHBIMH €My pabOTHHKaMH CBOHX
JIOJDKHOCTHBIX 00s3aHHOCTEH, cOOMIOAECHHs TPYAOBOH JHUCHMIUIHHBI M JAeATenbHocTH AXY B
LIEJIOM.

1.10. B mnepuox otcyrcTBHs 3amecTHTeNs aupekropa no AXY ero obs3aHHOCTH
HCIIOJTHSET Ha3HAYEHHBIH MPUKA30M THPEKTOPa KoJUleIKa Apyroi paboTHHK.

1.11. 3amecturens mupexkropa mo AXY uam JHMIO, HCHOJNHSIOMEE €ro O0S3aHHOCTH,
HMEIOT IIPaBO MOJIHCH JOKYMEHTOB, HanpasisgeMbIX 0T HMeHH AXY 1o Bonpocam, BXO/IAIIAM B
€€ KOMIIETEHIIHIO.

1.12. AXY ocymecTBiseT CBOIO [AEATENIPHOCTh BO B3aUMOEHCTBHH C JPYTHMH
cmyx0aMH M CTPYKTYPHBIMH MOJpa3zfeNeHUsAMH KOJUIeDKa, a Takke B MNpeaesiax CBOEH
KOMIIETEHIIHH CO CTOPOHHHUMH KOJUIEKA.

1.13. 3a HeHannexaliee HCHONHEHHE MODKHOCTHBIX OO0S3aHHOCTEH W HapylleHHe
TpyAOBOH  JucuMIIMHbI  paboTHHkH AXY  HecyT OTBETCTBEHHOCTH B TOpSIKE,
NpeyCMOTPEHHOM JeHCTBYIOIIMM 3aKOHOAATEIBCTBOM.

2. OcHOBHBIE 3a/1a9H

2.1. AIMHHHCTPaTHBHO-XO3SHCTBeHHOE obecnedyeHHe NEATENbHOCTH KOJUIE/Ka, B TOM
Yucsie MyTeM OCYIIECTBIEHHS 3aKyNOK TOBapoB, paboT, yciayr: TeXHHYeckoe OOCIyKHBaHHE
3IaHHi, TNOMelleHH, o0opyaoBaHus (CHCTEM OTOIUIEHHS, BOJOCHAOKEHHS, BEHTHIIALMH,
aNleKTpoceTed M T.1.), IUIAHHPOBAHHE, OpraHW3alusi U KOHTPOJIb NPOBEACHHS MX TEKYIIHX H
KallMTaJIbHBIX PEMOHTOB, CcHaOkeHHe Me0enbl0, XO3SHCTBEHHBIM HHBEHTApPEM, CpEICTBaMH
MeXaHH3allHH HH)XKEHEPHOI'0 M YIPaBJIEHYECKOTrO TpyAa, TPAHCIOPTHOro obecrneyeHUs W
OXpaHBbI.

2.2. OpraHu3allMOHHO-METOAMYECKOE PYKOBOJACTBO M  KOHTPOJIb JEATeJIbHOCTH
CTPYKTYPHBIX TOJpa3/ie/IeHuii OpraHM3aldd 10 BOMPOCaM XO3SHCTBEHHOro OOCITy)XKHBaHHS,
PallHOHAILHOTO HCIIOJB30BAHHA MATEPHATBHBIX H (PUHAHCOBBIX PECYPCOB, COXPAHHOCTH
cOOCTBEHHOCTH KOJUIEKA.

2.3. ITloparotoBka M mpejAcTaBieHHE PYKOBOACTBY HH(POPMAlLMOHHO-aHATHTHYECKHX
MaTepHaTOB O COCTOSHHM M MEpClNeKTHBaX pa3BHTHS XO3AHCTBEHHOro obecredeHus
JIeSTeIbHOCTH KOJUIe/ka, pa3paboTka NnpeUlojKeH il 10 COBepIIeHCTBOBAaHHIO ciyx0b1 AXY.



2.4. CoBepleHCTBOBAaHHE M BHEJIPEHHE HOBBIX METOJOB OpraHu3aiid paboTel, B TOM
YKCcjle HA OCHOBE MCIIOJIb30BaHHsI COBPEMEHHBIX HH()OPMAIIHOHHBIX TEXHOIOTHIMA.

2.5. YyacTHe B NOATOTOBKE M MCIIOJIHEHHH YIIPaBICHYECKHX pElLICHHH pYKOBOJACTBA IO
BOMpOCaM aIMHHHCTPATHBHO-XO03AHCTBEHHOr0 00eceyeHus eI TeIbHOCTH KOJUIEKa.

2.6. Kontponp B mpezenax CBOEH KOMIIETEHIMH 3a COONIOJCHHEM CaHHTapHO-
IPOTHBOIHIEMHYECKOTO pPEeXHMa, NPaBHJI TPOTHBONIOKAPHOH 0€301MacHOCTH, HOPM TEXHHKH
0e30MacHOCTH, CBOEBPEMEHHOE NPHHSATHE HEOOXOJMMBIX MEp NpH BhHIABIEHHH (AaKTOB HMX
HapylIeHHs.

2.7. Benenwe mnpedycMOTPEHHOH JEHCTBYIOIIMMH HOPMAaTHBHO-IIPAaBOBHIMH aKTAMH
COOTBETCTBYIOLIEH JOKYMEHTALIUH, IPE0CTaBICHHE B YCTAHOBJICHHBIE CPOKH CTATHCTHYECKON H
WHOM MH(popManu# o aesrensHocTd AXY.

2.8.Pemenne HHBIX 3a/1a4 B COOTBETCTBHH C 1EJIIMH OpPraHH3aIHH.

3. OcHoBHbIe PyHKIHH

3.1. IlnanupoBaHue, OpraHu3alMss H KOHTPOJIb AaJIMHHHCTPATHBHO-XO03SHCTBEHHOIO
obecneyeHus JeATeIbHOCTH KOJUIeKa.

3.2. Xo3ssiictBeHHOe oOcnyxuBaHHe ¥ ofecrieyeHHe HAJIEKAIIEr0 COCTOSHHA B
COOTBETCTBHH C IpaBHJIAaMH H HOPMaMH INPOM3BOJACTBEHHOM CaHMTApHH M MPOTHBOMOXAPHOM
3alIMTEl 3/1aHHA M TNOMEINEHHH, B KOTOPBIX pAaCIOJIOXKEHBI IOJpa3le/ieHHs OpraHH3alluHy,
KOHTPOJIb 3@ HCIIPABHOCTHIO 00OpYNOBaHHS (OCBEIIEHHS, CHCTEM OTOIUICHHS, BEHTHJISALHH H
Ap.).

3.3. TInanupoBaHHe TEKyUIMX H KalHTAILHEIX PEMOHTOB OCHOBHBIX (DOHIOB (3[aHHIA,
cHCTeM BOJOCHAOMXEHHs, BO3JAYXONPOBOJAOB M JPYIHX COOPYXKEHHii), COCTAaBIEHHE CMET
X03AHCTBEHHBIX PACXOIOB.

3.4. PeMOHT nomeIleHHi, KOHTPOJIb Ka4€CTBA BBIIIOJHEHUS PEMOHTHBIX paborT.

3.5. OGecneyenne nojapas/ieNeHHi Kojulemka Medenblo, X035MHCTBEHHBIM HHBEHTapeM,
CpeACTBAMHM MEXaHW3allHH MHXXEHEPHOTO M YIPABJIEHYECKOro TpyJAa, KOHTPOJIb 3a HX
paIMOHATBHBIM HCIIOJIb30BaHHEM, COXPAHHOCTBIO, IPOBEEHHEM CBOEBPEMEHHOTO PEMOHTA.

3.6. OdopmneHne HEOOXOAUMBIX JOKYMEHTOB IS 3aK/IFOYEHHS JOTOBOPOB Ha MOCTABKY
TOBapOB, BHINOJHEHHE paboT U OKa3aHHE YCJIYT CTOPOHHUMH OPraHH3alUsIMH.

3.7. lTlomydyenHe W XpaHEHHE KaHIENAPCKHX IIPHHAIUICIKHOCTEH, XO03SHCTBEHHBIX
MarepHaioB, 0o0OpyZOBaHMs, HHBEHTaps, obecneyeHHe HMH CTPYKTYPHBIX IOJApa3JelieHHiH
OpraHH3allMH, YUeT X pacXOJOBaHHs U COCTABJICHHE YCTAHOBIEHHOH OTYETHOCTH.

3.8. KoHTpone palHOHATBLHOTO pacXOJ0BaHUS MaTepHATIOB H (DHHAHCOBBIX CpEICTB,
BBIJICIIAEMBIX JUIS XO3HCTBEHHBIX LIETIeH.

3.9. BnaroycTpoiicTBo, 03eneHeHHe, YOOpKa TeppHTOPHH, IPa3IHHYHOE XYyI0KEeCTBEHHOe
ohopmienne (acanos 3JaHUH U TPOXOIHBIX.

3.10. Xo3ssicTBeHHOe O00CTY)KMBaHHE [POBOJAMMBIX COBELIaHHH, KOH(pepeHUuH,
CEMHHApPOB H JPYTHX MEPONPHATHIA.

3.11. Opranuszanms TpaHCIOPTHOro obOecneyeHus JesaTenbHOCTH Koiutemxka. Ilpu
OTCYTCTBHM COOCTBEHHOr0 aBTOTPAHCHOPTa [MOJArOTOBKA JIOTOBOPOB HAa TPaHCIOPTHOE
ofcny)KuBaHHE CTOPOHHHMH OpraHU3allHAMH.

3.12. B cOOTBEeTCTBHH ¢ JIEHCTBYIOIIMMH IpaBHIaMH M HOPMAaTHBAMH OpraHM3alus
IKCIUTyaTallid M CBOEBPEMEHHOI0 PEMOHTa TEXHHYECKOro o0opynoBaHHs (3JIEKTPHYECKHX
ceTeif, CHCTEM OTOIUICHHS, BEHTHISIHMH W T.1.), OecnepeboiiHoe obecneueHue 3aaHHi H
NOMELIEHH OpraHu3alliK JJIEeKTPOJIHEpruei, TemnoM, ra3oM, BOAOH, KOHTPOJIb 3a HX
palHOHAIBHBIM PacX0J0BaHUEM.

3.13. Opranusauus 1 obecrieyeHue NPOMYCKHOTO pekuMa (TIpH OTCYTCTBHH B KOJUIEIDKE
ciy k0561 0€30MacHOCTH).

3.14. Oprasmzanuss ¥ KOHTPOJb JEATEJIBHOCTH CKJIAJOB  aJIMHHHCTPaTHBHO-
XO3SHCTBEHHOM CITyXKOBI. _

3.15. TlpoBenenue wWHPpOPMAIMOHHO-PA3BACHUTENbHON paboThl cpeau pabOTHHKOB
KOJUTe/)Ka, HampaBJIeHHOW Ha obecneyeHHEe COXPAaHHOCTH M COJEpKaHHi B HCIPaBHOM



COCTOSHMH 3/IlaHMH, NOMELIeHWH H MMYyIlIecTBa KoJUlepka, OepeXHOe OTHOIIEHHE K
000py/10BaHHIO H 3KOHOMHOE HCIIONb30BAHHE MATEPHANBHBIX H JHEPreTHYECKHX pEeCcypcoB
(27MeKTPO3HEPIHH, TEIIa, BOJBI, KaHIENAPCKAX NMPHHAIUIEKHOCTEH, PaCXOJHBIX MaTepHAJIOB H
T.1.).

3.16. IlpoBeieHHe NPOTHBONOXKAPHBIX H MPOTHBOIMHAEMHYECKHX MEPOIPHSTHIA.

3.17. OcymecTBneHue B npezenax CBOCH KOMINETEHIIMH MHBIX (YHKIHH B COOTBETCTBHH
C LeJSMH U 3a/la4aMH OpraHH3aliH.

4. IIpaBa ¥ 0OTBETCTBEHHOCTH

4.1. AXY umeer npaso:

- 3anpaiiMBaTh M IOJyd4aTh OT pYKOBOACTBA KOJUIE[DKA H €€ CTPYKTYPHBIX
noapasjeneHui uHGopMaluio, HeoOX0JUMYIO JUIS BBIIOJNHEHHS BO3JIOXKEHHBIX Ha Hee 3a/1a4 H
GbyHKIHi;

- OCYLIECTBIATh B Ipejenax CBOeH KOMIETEHIIMH NpPOBEPKY M KOODIMHAIIHIO
NEeSTeIbHOCTH CTPYKTYPHBIX MOJApa3/ie/ieHHi i MO BONPOCaM aJIMHHHCTPATHBHO-XO03SHCTBEHHOIO
obecnedyeHus, 0 pe3ynbTaTax POBEpPOK JOKIabIBAThH PYKOBOACTBY KOJUIEIXKa,;

- BHOCHTB IIPEJUIOKEHHUSA 110 COBEPLICHCTBOBaAHHIO (GopM H MeTo0B pabotel AXY u
OpraHM3all{H B LEJIOM;

- y4acTBOBaTb B Moja0ope M pacCTaHOBKE KaJpoB MO CBoeMy mpoduio
NEeSATETbHOCTH;

- BHOCHTB IIPEJIOXKEHHs PYKOBOJCTBY KOJUIE/DKA M0 MOBBIIECHHIO KBATH()HKAIHH,
MOOHIPEHHIO M HAIOKEHHIO B3bICKaHHH Ha paboTHHkOB AXY M JpPYyrHX CTPYKTYpHBIX
nojipa3/ieIeHHi OpraHU3aIyy 110 CBOeMy IIPO(HIIIO JeATeNbHOCTH;

- y4acTBOBaTh B COBEINAHHAX IIPH PAcCCMOTPEHHH BOIPOCOB XO3SHCTBEHHOrO
obecreyeHus AeATeIbHOCTH KOJUIEKa.

4.2. Hauaneauk AXY HeceT nepcoHaIbHYIO OTBETCTBEHHOCTD 3a:

- BBINOJHEHHE BO310KeHHBIX Ha AXY QyHKUuMH 1 3a1a4;

- opranuzanuilo paborel  AXY, CBOEBpeMEHHOE H  KBaJH(QHIHMPOBAHHOE
BBIIOJIHEHHE  [PHKA30B, pPAcHOpSKEHHH, MOpYYEHHH  BBIIECTOSIIEIO  PYKOBOJCTBA,
JeHCTBYIOIHX HOPMAaTHBHO-TIPABOBBIX aKTOB 110 CBOEMY NMPOGHITIO AeSTeILHOCTH;

B panuoHanbHOEe U (h(EKTHBHOE HCIOIb30BAaHHE MATEPHAIBHBIX, (PHHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

- COCTOSIHUE TPY/IOBOM M MCHOJIHUTEIBCKON NUCIMIUIMHBL B AXY, BeINOIHEHHE ee
paboTHHKaMH CBOMX (PYHKIIMOHANBHBIX 00s3aHHOCTEH;

- cobmonenue pabornukaMu AXY npaBuil BHYTPEHHEr0 pacrnopsjika, CAaHHTapHO-
MPOTHBOAITHAEMHYECKOr0 PEKHUMa, IPOTHBOMOXKAPHOH 6€30MacHOCTH M TEXHUKH 0e30MacHOCTH;

- BEJEHHE JIOKYMEHTAallHH, MpPEeAyCMOTPEHHOH JEHCTBYIOIMMH HOPMAaTHBHO-
NPaBOBBIMH JOKYMEHTaMH;

- NpefOoCTaBNICHHE B YCTAHOBJIEHHOM TMOPSAAKE JIOCTOBEPHOH CTAaTHCTHYECKOH H
HHOH MH(popMaluH 0 aesrensHocTH AXY;

- roroBHOCTE AXU k paboTe B yCIOBHSX Ype3BbIUAHHBIX CHTYAIlHH.



