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1. Odmue moJioAkKeHHe

1. 1. Hacrosmee «llonoxxenne o0 agMHHHCTPaTHBHO-XO3AUCTBECHHOM OTAEIIE»
(manee- IlomoskeHHe) BXOAMT B CTPYKTYPY OPraHHU3allMOHHBIX TOKYMEHTOB
HerocynapcTBeHHOrO  00pa30BaTEIBHOTO  YaCTHOIO  YUPEXKACHHSA  BBICHICTO
oOpasoBannst «Boicimas mxkona yupasineHus» (IIKO) (mamee -HucTHTYT),
OIPEIEISIeT OPraHU3alMOHHOE MOIMKEHNE OTAENa, MPUMEHAETCA B IPAKTUICCKON
JIeSTeIBHOCTH M MHBIX CTPYKTYPHBIX OApa3elncHuil 1 pykosoacTeoMm MucTHTyTA.

1.2. TTonokenue pazpadborano Ha ocHopanud PeepaiabHOro 3akoHa ot 29.12.2012
No273-03 «O0 obpazosanun B Poccuiickoit @enepanuny, Tpyaosoro koxexca PO,
Yerasa Mucturyra, Tpeboanuii EauHOro Kanu(HUIMPOBAHHOIO CIIPAaBOYHHMKA
TOMKHOCTEH PYKOBOAUTEINICH, CIIEIUAINCTOB U JPYTHX CIIYKAILNX, YTBEPK/EHHOIO
[Tocranoriaenuem MunTtpyna Poccun ot 21.08.1998 Ne37

1.3. Ilonoskenme onpemenseT Ha3HAUCGHHe, 3adaud, (QYHKIUH, IIpaBa,
OTBETCTBEHHOCTh M OCHOBBI JICATEILHOCTH aJIMUHUCTPATUBHOIO -XO3AHMCTBEHHOI'O

oTACIIA,

1.4. AIMUHHCTPATHBHO-XO3AMCTBEHHBIH OTAeN (Janee-oTAeN)- OCYILIECTBIAET
OPraHU3aHI0 KOMIUIEKCHOIO aJMHHHCTPATHBHO-XO03AHCTBEHHOTO OOCITYKHBaHHUA
AesiTebHOCTH VIHCTHTYTa M €ro CTPYKTYpPHBIX noapasaencuuii. CTpykTypa, cocTaB
M YHCIEHHOCTh, pabOTHHKOB OT/AENa OINpeeisieTcs IITATHBIM PACIUCaHHeM
Hucturyra.

1.5. Otnen HemocpeAcTBEHHO NoauuMHsAeTcs pekropy Mucturyrta. PykoBoacTBO
JEATENBbHOCTBIO OTJENa OCYIIECTBISET HaydalbHUK OTHENA, Ha3HaYyaeMbIH
npuka3zoM pekropa MHcturyra. HauansHUK OT[ena OCYLIECTBISIET IUIaHUPOBAHUE,
KOOP/IMHAIIMI0 M KOHTPOJb JIEATEIHHOCTH Pa0OTHHKOB OTHENa IO BBIOJIHCHHIO
3a1a4 U (QYHKLHHI, BO3JI0KCHHBIX HA OTACIL.

1.6. PaboTHuKH oTaena HA3HAYAXOTCH HA JOJDKHOCTE M OCBOOOXKIAKOTCA OT Hee
npukazoM pykoBomutenss Hucrutyra. OO0s3aHHOCTH pabOTHHKOB — OTAENa
ONPEaCIAIOTCSA COOTBETCTBYIOIIUMH TOJLKHOCTHREIMU HHCTPYKIMUSIMH,
YTBEPIKIAECHHBIMH B IHOPSJKE, olnpeaeeHHOM npukazom Hucruryra. B nepuon
OTCYTCTBHSI HayadbHUKA OTAena (00ye3Hb, KOMAHJIMPOBKA, OTHYCK H JIp.) €ro
00A3aHHOCTH BO3JIAraloTcs Ha padOTHHKA oTAeia MHCTHTyTa B COOTBETICTBHH C
YCTaHOBICHHBEIM B HHerHTyre mopsakoMm. B3anmmo3aMeHseMOCTH APYTHX
PabOTHHKOB OTHENa OIPEAEIIETCS HX JOKHOCTHBIMYI HHCTPYKIHUAMH.

1.7. Hawampuuk otaena opranuzyeT paboTy B COOTBETCTBHH C HACTOSAIIHM
[omoxenneM.

1.8. HavanpHuUK oTHEna DOMKEH UMETh BBICIIEe 00pa3oBaHHe, CTak pabOTHl HA
PYKOBOIALIHNX JOJDKHOCTAX IO Hpoq)umo pa60TLI He MeHee 5 JeT.



1.9. B cBoeil mesTensHOCTH oOTAen pykoBojacTByercs: Koncrurynueidn PO,
@enepansasiM  3akoHOM  «O0 oOpasoanun B Poccuiickoil ®Deneparimy,
HOPMATHBHO MPaBOBBIME akTaMu MuHucTepeTBa 00paszosanus u Hayku PO, MUC,
Pocniorpebnanzopa P®, OenepansHoiil ciyx061 10 HaA30py B cdepe oOpazoBaHUA
W HAayKM ¥ MHBIMH HOpPMAaTHBHO INpaBOBBIMH akTaMH Poccuiickoit ®enepanum,
VcraBoMm MacTuTyTa M1 HacTosmuM [lonoskeHueM.

2. OcHOBHEIE 32124l

2.1. Opraauzanus 1 obecriedeHne X034icTBeHHOro o0cmyxusanusa HMHcTHTYTa 1
€ro CTPYKTYPHBIX IMOPa3AeICHHH.

2.2. KoHTpoJib 338 Ka4eCTBOM BEIIIOJIHEHHS BEIOOPOYHEIX PEMOHTHEIX pabot, yOopKu
3MaHuil w  momemenwii MHCTHTYTa, CBOCBPEMEHHOCTH M OecrnepeOOHHOCTH
MIPEOCTABICHHS U OOCITYKHBAHU ABTOTPAHCIIOPTA.

2.3. Coneprkanue B grcTOTEe M OecniepeboiiHas paboTa CaHy3JI0B, YMBIBAILHUKOB.

2.4. KoHTponp 3a palMOHAIBHBIM PacXOOBaHUEM MAaTEpPHAllOB U CpEICTB,
BELJICIIAEMBIX JIUIS XO3SHCTBEHHEIX 1IeJIeH.

2.5. Comep:xaHue ITOMEIIEHUH, TEPPUTOPHH B YHCTOTE H HAIJIEKANIEM COCTOSHHH.
OcyniecTBIeHHe KOHTPOJII 3a IOPAIKOM B TIOMEHICHHSAX M Ha 3aKPEIICHHOM
TEPPHUTOPHH.

2.6. Opranuzanus paboThl CHCIHUANTHCTOB II0 PEMOHTY U OOCITYKHBAHHIO 3MAHUM,
OIIEPATUBHBIX NEXYPHBIX U YOOPIIUKOB CIIYKEOHBIX IIOMELICHHH.

2.7. ObecneyeHre NUTHEBOM BOAOH (XONOAHOH M KUISYEHOH) CTPYKTYpPHBIX
[OIpa3aCICHHH.

2.8. Paspalborka M npejcTaBlicHHEe Ha yTBEpXAeHHE pykoBoacTBy HMucruryra
NIPEIUIOKEHHM 0 PEMOHT 3/IaHUHM U COOPYKEHUH, CAHY3JIOB, YMBIBATEHUKOB U T.IL.

2.9. OOecrieueHue XO3SHCTBEHHOrO OOCIY)KMBAaHHSA TOCTEH, pabOOTHHUKOB H
oOyuaromuxcs MacTuTyTa, MpuOBIBaromuX B MHCTUTYT.

2.10. OOecmedyenue CTPYKTYypHEIX moppasiaeneHuii Hecturyra Mebensio,
XO3HCTBEHHBIM  HMHBEHTapeM,  KAHLUEAPCKUMH  INPHHAJUIEKHOCTAMH  H
TUIIOTpaQUIECKUMH OJIaHKAMH.

2.11. Pemrenye WHBIX 3a7a4 B COOTBETCTBUH ¢ Ienamu MHCTHTYTA.

3.OyHKIHn



3.1. XossiicteeHHoe o0OcIHy)XuBaHHE H OOecreueHHE HAJUIEKAIETO COCTOSHUSL
IOMENIEHWH, WMYIIECTBA B COOTBETCTBMH C [paBUIaMH W HOpMaMu
[IPOM3BOACTBEHHON CAHMTAPHMHM M TIPOTHBONOXKAPHOH 3aIUMTHl 3JaHUH U
HOMCHIGHHﬁ, B KOTOPbIX pacnonomeﬂm CTPYKTYPHBIG HO,HpaSJICJIeHI/IH HHCTHTYT&,
a TaKKe KOHTPONb 3a HCIPABHOCTBIO 00OPYAOBaHHA (OCBCIUCHHSA, CHCTEM
OTOIUICHHs, BEHTHJIAIUA H AP.)

3.2. Pa3paboTKa IIIAHOB TEKYIIUX U KANHUTAILHEIX PEMOHTOB OCHOBHBEIX (DOHIOB
(3maHui, CHCTEM BOJAOCHAOKEHUSA, BO3IYXONPOBOIOB M APYIMX COOPYXKEHHH),
COCTaBIIEHUE CMET XO3AHCTBEHHBIX PaCXOl0B.

3.3. Opranusanus MpoBe/eHUs] PEMOHT IIOMENIEHHH, OCYLICCTBICHHE KOHTPOIA
Ka4€CTBOM BBIIIOJIHEHHSI PEMOHTHEIX paloT.

3.4. ObGecnedyenue CTPYKTYpHBIX mojpasneneHuii IHcTuTyTa Mebenbio,
XO3MCTBEHHBIM  HMHBEHTapeM, CPeACTBAMH  MEXaHHW3aldH  MEKCHEPHOI'O
YIPABJIEHCKOIO TPYIa, OCYIIECTBICHHE KOHIPOIA 33 MX COXPAaHHOCTBIO U
TIPOBEACHHUEM CBOEBPEMEHHOIO PEMOHTA.

3.5. Odopmnenue HeoOXOAUMBIX JOKYMEHTOB JUIsl 3aK/IFOUEHHS TOTOBOPOB Ha
OKazaHue  YCIyr, I[OJydeHHe, XpaHCHHME M BbIJA4y  KaHLEIIPCKUX
IPUHAJUIEKHOCTEH, HEOOXOTUMEIX X035SHCTBEHHBIX MAaTEPHAIIOB, 000PYIOBaAHUS U
HHBEHTaps, obccreueHHe UMM CTPYKTYPHBIX IIOJApa3[IelieHHH, a TakKe BCICHHC
y9eTa X PACXOJ0BAaHHUA U COCTABIECHHS YCTAHOBIEHHONH OTYETHOCTH.

3.6. KoHTponb 3a OCyIUECTBIEHUEM PAlOHAILHOIO PacX0OI0BaHHI MATEPHATIOB H
CPEICTB, BHIICTACMBIX I XO3AHCTBEHHBIX LIeIeH.

3.7. XosgicTBEHHOE OOCIY)KHMBAHHE IIPOBOIAMMBIX COBEIIAHWH, KOH(pEPEHLHH,
CEMUHAPOB U IPYTHX MEPONPHUATHH.

3.8. OpraHu3alids BBINOJHEHHs IPOTHBOIMOKAPHBIX MEPOIIPHATHHI U COJEPKAHKE B
VICIIPABHOM COCTOSIHMH IOYKapHOT'0 MHBCHTApA.

3.9. OcyiecTBIeHHE METOAHYECKOTO PYKOBOACTBA JEATEIBHOCTBIO APYTHX
CTPYKTYPHBIX MOApa3aeeHnid MHCTUTYTa 10 BOIIpocaM AeATENbHOCTH OT/ALHA.

3.10.  OcyIecTBICHUEC  OPraHM3alldd  BENEHWS  HOPMAaTHBHO-CIPaBOYHOMN
JTOKYMEHTAIINH, JKYPHATOB HHCTPYKTaXKEH, OTHOCALMECS K (YHKIHAM OT/ENA.

3.11. Obecnevenne TPaHCHIOPTHOrO OOCHYKMBAHUS, OXPAHEI 30AHUM, IOMEIICHHH
WHcTutyTa, COEpKAHUE UX B UHCTOTE U TOPSIKE.

3.12. OcymecTBiieHHe HWHBIX (YHKUHH B Ipejenax, ONpPeNeleHHBIX HACTOANHUM
[TonoxxeHneM, HHBIMH JOKaJIbHBIMH HOPMaTHBHBIMH akTamu MHcTHTyTA.



4. llpasa
4.1. HauanpHUK OTHEIa UMEET IIPABO:

- JdaBaTh CIIEOHAIHCTaM OTACIIa o0sA3aTenbHBIE JUIA HCIIOJIHEHHS YCTHBIE H
NHCbMCHHBIC YKa3aHHUs, PACTIOPSDKCHHA, HHOPYUCHHA,

- BHOCHTE PYKOBOICTBY I/IHCTI/ITYTB. NPpEIOKCHHA O IOOIPCHHH pa6OTHHKOB
OT/AeNa NI TPEeaIoXKeHHs O IPUMCHCHHH K HUM TUCHUIITTHHAPHBIX BSBICKaHHﬁ;

- 3aIpAIlMBATH U TIOJIYYaTh OT pa0OTHUKOB APYTHX CTPYKTYPHBIX IIOAPA3/ICICHHH
WHCTUTYTa CBEICHHUS, CHPABKH M JpYrHe MaTepualiel, HEODXOMUMBIC JUIs
ocyllecTBICHH (QYHKIWE OTJHeNa WIM HCIHOMHEHUs IHOPYYEHHH PYKOBOICTBA
HNuctutyTa;

- YYACTBOBATEH B COBEINAHUAX, 34CCAAHUAX U APYTHX MEPOIPUATHSIX, IPOBOAUMBIX
pykoBojcTBOM MHCTHTYTA;

- 0 IOPYYEHHIO pYKOBoAcTBAa IHCTHTYyTa CaMOCTOATEABHO, B IIpe/enax
KOMIICTCHIIMH OTAEN4, [[PUHUMATh PEIICHHUS, IPOBOJUTE B YCTAHOBICHHOM MOPSIIKE
[IEPErOBOPHI CO CTOPOHHHMH OpPTaHU3aLMAMH, IOJIHCHIBATE JOrOBOPH;

- UCIIOJIL30BATEL CPEJICTRA, BhIAE/IseMble Ha (PMHAHCHPOBAHHME OTHAENIA JUTS 3aKyTIKH
HeOoOXOIMMBIX X03AHCTBEHHBIX MaTEPHAIOB, 000pyJOBaHUsA H HHBECHTAPS,

- IIPOBOJIUTEH pa601me COBENIaHHA 110 BOIIpOCaM OpPraHu3alliu p3.60TBI OTIENa,

- OCYIIECTBIIATH MHBIE MpaBa, HEOOXOAMMBIE LI MCIOIHEHNA 3ama4d H (pyHKLIH
oTaena.

4.2. PaGOTHUKH OT/ela BIPABe:

- monydaTh pecypcHoe (MarepuanbHoe, (GHHAHCOBOE, MH(POPMANMOHHOE)
obecrieueHre 719 KA4eCTBEHHOTO H 3P (QEKTUBHOrO BBLINOJHEHHS JO/DKHOCTHBIX
00s13aHHOCTEN;

- 3HAKOMHTCA C PEIICHHUECM PYKOBO/JACTBA I/IHCTHTYTa, KacamIIHuMHC OCATCIIBHOCTH
oTaca,

- BHOCHTD IIPCAIOKCHNAA TI0 COBCPINCHCTBOBAHNIO JCATCIBPHOCTH HHCTI/ITYTH;

- OCYIIECTBIIATH HHBIC IPaBa, HEOOXOAMMEIE JUIS MCIIONHEHUS 33734 M (QyHKIUH
OTHesa, ONPEJIe/IeHHBIX TOKHOCTHON HHCTPYKIHEHN.

4.3, Peanuzauus mpas, IPEACTABICHHBIX OTACHY, OCYIICCTBIIACTCA HaYaJIbHUKOM
orgena (WIM JIHOOM, BPEMCHHO 3aMENIAlONMM HadalbHHUKA OTHENa), a TaKKe
OpPYTUMU paOOTHUKAMHM OT/AElla B COOTBETCTBHH C IIOJIOKEHHSMH IOJDKHOCTHBIX
AHCTPYKIMIL, B YACTHOCTH, pacHpeieleHns O0043aHHOCTEH, IEPCOHAIBHRIMH
NOPYYeHUsAMH, PeKTOpa MHCTATYTA, MM NOPYYCHUAMH HHBIX JOJDKHOCTHBIX JIMI
WHCTUTYTa IPH COTJIACHM HA TO HaYaJlbHUKA OTICIA.



5. BzauMoaeiicTBHE U CBA3H

5.1. PaboTHMKM OTHEIa OCYUICCTRIAOT B3aHMOACHCTBHE C  OpraHaMu
HCIIOJIHUTEIPHON BIJIACTH, YYPEKACHHAMH, OPraHH3alMsAMH H TpaKJIaHaMH IIO
BOIIPOCAM, BXOAALIMM B KOMIIETSHIIHIO OTAENA, B IPeIeNaX CBOCH KOMIIETEHIMH 1
[IOJITHOMOYHH.

5.2. Otgen B mporecce paboOThl B3aUMOACHCTBYET CO BCEMH CTPYKTYPHBIMU
noapasaencauayMu Mucturyra, 1 ero GuimaiaMa.

6. OTBeTCTBEHHOCTH
6.1. PaOoTHHMKY OTJ€]Ia HECYT IIEPCOHANBHYIO OTBETCTBEHHOCTD 34!

- paiMoHanbHOE U 3QQEKTHBHOE UCIONH30BAHNE MATEPHAIBHEIX, (PHHAHCOBBIX U
HHBIX PECYPCOB;

- CBOCBPCMCHHOC W Kau€CTBEHHOE BBIIOJHCHHC IPYTHX BO3JIOXKEHHBIX H OTACI
3aga4 u PyHKIUH;
- pasriamieHHe, MCMOJB30BaHHE KOHQUICHIMAIBPHOH M HHOH HHGpOpMALNH,

CBS3aHHOMN C MCIIOJIHEHUEM JOJIKHOCTHBIX 06}133HH0CTCI71, B HCCJTY}K66HLIX OCJIAX,

- HecoONIOAEHHE [PABUJI BHYTPEHHEro pacropsaka MHCTHTyTa IIOJ0KEHHH,
IOJKHOCTHOM MHCTPYKIHH.

6.2. HagansHHK OT/IeNa HECeT OTBETCTBEHHOCTD 38 OPTraHH3alHIO JEeATEIFHOCTH U
PYKOBOJCTBO OTHEIA.

6.3. 3a HeHaJUIeKallHe MCIOIHEHMS NOJDKHOCTHEIX 00S3aHHOCTEH M HAPYIIEHHE
TPYMOBOH JHUCIUIUIMHBI PAaOOTHHKM OTHENId HECYT OTBETCTBEHHOCTH IIODPAJIKE,
NPEIYCMOTPEHHOM JIEHCTBYIONIHM 3aKOHOIATENECTROM.

7. 3akaouurebHbIE MOJI0KEHHUA

7.1. Hacrosmee IlonoxeHue BCTyIIaeT B CHIY C MOMEHTA €ro YTBEPXKICHMS
PextopomM MucTHTyTa W HEWCTBYET HO YIBEPXK/IEHHS HOBOI'O IIONIOKEHHA 0O
AIMUHUACTPATUBHO-XO03SIICTBEHHOM OT/HEIIE.

T HOI[HHHHI/IK H KOIIMA HaCTOAIICTO Ilonoxenus XPaHHUTCs B KaIpOBOM CCKTOPEC
I/IHCTPITYTE!, KOIIHs-B aILMI/IHI/ICTpaTHBHO-XO3HI\/'ICTB€HHOM OTOEIE.



