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1. O61mue noJioxeHus
1.1  AIMUHUCTPATUBHO-XO3AMCTBEHHAsA  4YacTb  ABISIETCS  CTPYKTYPHBIM
nojapasaeneHueM ['ocymapcTBEHHOro npo)eCCUOHATBHOTO  00Pa30BaTENBHOTO
yupexaeHus «HOBOKy3HEIKHI NMeaarornieckuii KOmmempK» (Jajiee — KOJUIEHXK) U
MTOAYMHSIETCS HEMOCPEACTBEHHO AUPEKTOPY.
1.2. AAMUHUCTPATUBHO-XO3MCTBEHHAS YacTh B CBOCH pabOTe PYKOBOJCTBYETCS
NEUCTBYIOLIMM  3aKOHOJATENBCTBOM PO,  HOpPMATUBHBIMM  JOKYMEHTAMH
(mpaBamu), MPUKa3aMu 1O KOJIJIEIXKY, & TAK 7K€ HACTOSALLUM TOJIOKEHUEM.
1.3. AIMHAHHACTPATUBHO-XO3SMCTBEHHYIO 4YaCTh BO3IJIABISAET 3aBEAYIOLIMA 110
AXY, KOTOpBIH HAa3HAYAETCS HA MOJDKHOCTh M OCBOOOXKIACTCS OT 3aHUMAEMOW
JOJDKHOCTH MPUKA30M AUPEKTOPA KOJUIE KA.
1.4. IllratHoe  pacnucaHue  AAMUHUCTPATUBHO-XO3SIMCTBEHHOW  4YacTu
paspabaTbiBacTcs 3aBeayronmM no AXY COBMECTHO € TJIaBHBIM OYXTaJITEPOM WU
YTBEPKAACTCH TUPEKTOPOM KOJUIE KA.
1.5. JlesaTebHOCTh aAMHHUCTPATUBHO-XO3SMCTBEHHONH YacCTH OCYIICCTBIISIETCS B
COOTBETCTBHUHM C IJIAHOM PabOTHI, YTBEPKIACHHBIM JUPEKTOPOM KOJUIEHKA.
Otuer 0 paboTe AaAMUHUCTPATUBHO-XO3SMCTBEHHONW 4YacTH 3acCiylMBACTCA Ha
AAMUHUCTPATUBHOM COBEILIAHUH.

2. OcHOBHBIE 3a1a4H
2.1. AXY oCyIECTBIAET CAEAYIOINAEC 3aAAYN:
- PYKOBOOUT pabOTOil MO XO34MCTBEHHOMY OOCIYKMBAHWIO KOJUIEIXA WU €ro
MOAPA3ICIICHHAIA;
- olecneunBacT HOPMAJbHBIE YCJIOBHS JJIsl OpraHW3aluu ydeOHOro mpoiecca,
padboThl KAOUHETOB.

3.0pranmszanuoHHas CTPYKTypa
3.1. AXY BKIOYaET CIAEAYIOUIME CTPYKTYPHBIE 3BECHbS: YOOPLIMKHM CITyKEOHBIX
NOMEIIECHUH, TBOPHUK, TUIOTHHUK, CJIECApb, NEKTPHK, rapAcpOOIINKH, NCKYPHBIC
Ha BaxTe.

4. ®yHKIUM.
4.1. O6mme PpyHKIUN.
- KOOpAMHUPYET pPadoTy TOMYMHEHHBIX €My CIyXO W  CTPYKTYPHBIX
MOAPA3ICIICHHAIA;
- TIPUHUAMAET MEPHI MO MOBBIICHUIO Y((HEKTUBHOCTH MCIOIB30BAHUS TUIONIAACH,
MalIuH 1 000pyA0BAHNUS;
- PYKOBOAUT paboToOi 1o OJaroyCTpoiCTBY U YOOPKE TEPPUTOPHIA;
- o0ecnevynBaeT PEMOHT MEOEIU U XO3SMUCTBEHHOTO MHBEHTAps, OCBETUTEIbHBIX
npuOOpPOB U T.[. MO 3asiBKAM MOAPA3ACIICHUM KOJIIEKa;
- TPOBOJUT WMHCTPYKTOXK C aJAMMHUCTPATHMBHO-TEXHWYECKUM TEPCOHAJIOM TIO
TEXHUKE O€30MacHOCTH, a TaKKe MPOU3BOACTBEHHBIC COBCLIAHUS C JAHHOM
KaTETOPUEH.

4.2. ©ynkium 3BeHbeB AXY:



4.2.1. DNEeKTpHUK:

- OpraHu3auus W KOHTPOJIb 3a TEXHMYECKH MPaBWIBHOH  SKCIUTyaTalmen
SHEProo0Opy10BaHUS;

- OCYILECTBJICHHE PALIMOHAIIBHOTO PACX0/1a BCEX BUJIOB SHEPTOHOCHUTEIICIH;

- BBIMOJHECHHE  TEKYIUMX W  TUIAHOBO-MIPEAYNPEIUTENBHBIX  PEMOHTOB
ANEKTPOOOOPYAOBAHMS;

- PEMOHT 1 00CTYKMUBAHUE XO3AKWCTBA KOJUIEIKA.

4.2.2. Cnecapb-CaHTEXHHUK:

- 0o0ecneurnBacT MCIPABHOE COCTOSHUE, O€3aBapHifHYyI0 M HaAJeKaIyro padoTy
00CIyKMBAIOIIMX  CUCTEM  LEHTPAJILHOTO  OTOIJIEHWS,  BOJOCHA0KCHWA,
KaHAJIM3aluud U BOJOCTOKOB, MPABMJIBHYIO MX SKCITyaTalui0, CBOCBPEMEHHBINA 1
Ka4ECTBEHHBIA PEMOHT;

4.2.3. KomeHaanT yueOHOro Kopnyca 00ecneynBacT:

- COOMOAEHUE MPaBUJI TEXHUKU 0€30MaCHOCTH, CAHUTAPHON M MPOTHUBOMOKAPHOMN
0€30I1aCHOCTH;

- KOHTPOJIb 33 COXPAHHOCTHIO MMYIIECTBA, 000PYAOBAHUA U UHBEHTAPS;

- 00ecnevYeHre CBOCBPEMEHHOM J1€300pad0OTKM OT TAPAKAHOB M MBINIEH;

- TOBCEOHEBHYIO M TINATENBHYID YOOPKY BCEX MOMEMICHHA W MECT OOILIETO
MTOJIL30BAHUSA U TEPPUTOPHIA;

- TEKYIIHA PEMOHT 3aHu1, 000PY1OBaHNs U NHBEHTAPS;

- COOITIOIEHUE MPABWJI BHYTPEHHETO PACHIOPAAKA,;

- KOHTPOJIb 34 COOJIFOICHAEM TTPOMYCKHOTO PEXKAMA.

4.2.4. ABTOTpaHCIIOPT:

- PETYJISIPHBIA KOHTPOJIb 3a BBIITYCKOM aBTOTPAHCIIOPTA HA JIMHUIO;

- BBIMOJIHEHUE TEXHWYECKOTO OOCITYXMBAHUSA U NPEAYNPEAUTEIBHBIX PEMOHTOB
aBTOTPAHCNOPTA;

- palMoHaIbHOE UCTIOIb30BAHUE TOIUIMBA.

4.2.5. [InoTHUK:

- MPOBEPKA 3/1aHUH U MOMEUICHHUIA HA HEOOXOMMOCTh OOCITY KMUBAHUS PEMOHTA;

- BBINIOJIHEHUE MEJKAX PEMOHTHBIX PA0OT, ABEpEW, OKOH, MeOEnu M JPYyrux
NPEIMETOB;

- 3HAHWE MpaBHJI OE30MACHOCTU MO SKCIUTyaTalid TUIOTHULKMX WHCTPYMEHTOB,
ANEKTPOMHCTPYMEHTA, TPOTUBOTIOKAPHOM 3aILUATHI.

4.2.6. JIBOpHHK:

- eXKEeHEBHAs yOOPKa TEPPUTOPHIA 10 MPUXOAA CTYIEHTOB;

- B 3UMHEE BPEMs CBOCBPEMECHHO OYMILNATH OT CHEra M JibJa CTYNEHU JICCTHHIL,
NEMIEXOIHOM TOPOKKHM M MOCHINATh UX IECKOM.

4.2.7. CTopox:

- 00ecneYeHne COXPAHHOCTH MAaTEPUANIbHBIX LICHHOCTEH KOJEMKa, 3AaHHAS W
NPUJIETAIOIIEH K HEMY TEPPUTOPHH;

- TTOJIO’KECHHS, UHCTPYKIMHU U MPUKA3bl O MPOMYCKHOM PEXHUME;

- HA3HAUYCHHE, MECTO, YCTPOMCTBO W TMpaBWIA MWCIMOJIB30BAHUS CPEICTB
[IPOTHUBOIIOKAPHOH 3aIUTHI, TPEBOKHONW CUTHAIN3AIAN, aBAPUINHOTO OCBEIICHHUS.
4.2.8. 'apnepoOuuk:



- MPUEM M XPAHCHHE BEPXHEH OAECKIBI CTYJACHTOB M OO0ECHEUECHUE MX
COXPaHHOCTH.

4.2.9. YVOopmuK ciayKeOHbIX MOMEIICHUN:

- €XCIHEBHAsA yOOpKa MOMENIeHNH, y4eOHbIX KAOMHETOB, MACTEPCKHUX, KOPUIAOPOB
U peKpeanuii, rapaepoda, CHOPTUBHOTO 3ald, aKTOBOTO 3aJ1a, aAMUHUCTPATHBHO-
X035 HCTBEHHBIX MOMELICHHUNA, YMBIBATIBHBIX U TYAJIETHBIX KOMHAT.

4.2.10. [lexxypHblii HAa BaxTe:

- o0ecrevyeHne COXPaHHOCTH MaTEPUAIIBHBIX IEHHOCTEH KOJUIEKA,;

- TIOJIOKEHHUSI, IPUKA3BI, MHCTPYKLMHU U TIPUKA3bI O MPOIYCKHOM PEKUME;

- CBOEBPEMEHHA 1107]a4a 3BOHKOB HA 3aHATHUE;

- HA3HAYCHME MECTa, VYCTPOMCTBO M IPaBWIA UCIOJb30BAHUA CPEIACTB
[IPOTHUBOIIOKAPHOH 3aIUTHI, TPEBOKHONW CUTHAIN3AIAN, aBAPUINHOTO OCBEIICHHUS.

5. O0S13aHHOCTH PYKOBOIUTEJIS MOAPA3ACJICHAS
5.1. 3aBeayrommii mo AXY o6s13aH:
- OCYUIECTBJIATh PYKOBOJCTBO XO35IHCTBEHHOM ACATENBHOCTHIO KOJUICIKA;
- obecneunBarh OecnepeOoOiHOE CHAOXKEHWE TMOAPA3ACIICHUA  KOJUIeIKa
WHBECHTApEM,  OOOPYJOBAHUEM W  XO3SUCTBEHHBIMHW  TOBapaMu  MyTEM
LEHTPAJIM30BAHHBIX TOKYIMOK, B MpPEAEaax BbIACISIEMbIX (JOHIOB W MO 3asBKaM
PYKOBOJIMUTEIIEN TOAPA3ACTICHUN;
- o0ecneurBaTh COXPAHHOCTh MAaTEPUATILHBIX IEHHOCTEN KOJUTEKA;
- oOecreuuBarh pabOTy aBTOTPAHCHIOPTAa KOJUIEAKA, CBOCBPEMEHHBIA BBIBO3
OBITOBBIX OTXOJ0B, META/JIOJIOMA, CHEra C TEPPUTOPUN KOJUIEIKA;
-  TOpUHMMAaTh  MEpPhl MO  OOECMEYEHWIOD  MOAPA3JCICHHS  KOJUICIKa
MPOTHUBOIOKAPHBIM WHBEHTAPEM, OCYIICCTBIIATh KOHTPOJIb 3a COOJIOJECHUEM
paBuJI NPOTUBOMOKAPHOM 0€30MACHOCTH;
- OCYUICCTBJISITh KOHTPOJb 3a padOTOM, 37I€KTPOOOOpPYJAOBaHUS W JIPYroro
000pyIOBaHUS KOJIEIKA;
- OCYLIECTBJIATh TEXHUYECKMN HAA30P 3a COCTOSHUEM 3JAHWH W COOPYKEHUM
KOJUIEKA, OPTaHU30BBIBATh KAIMTAJIBHBIN, TEKYILUIA PEMOHT TOMEIIEHUH, 3JaHUI
KOJUIE/I’KA, COCTABJIATh €KErO/IHO MEPEUEHb PA0OT MO0 PEMOHTY 31aHMUIA;
- opopMIIATH AKThl HA CIHCAHKME YCTAPEBUIErO OOOPYAOBAHMS, UHBEHTApPs W Ha
pacxoja MaTepUaos.
5.2. 3aBeayrommii mo AXY q0JIKEH 3HATH:
- TMPaBOBBIE W HOPMATUBHBIE JOKYMEHTBI, 3aKOHbl MW MOCTAHOBJICHUS
npaBuTeNbeTBa PO, TpyA0BOIl KOAEKC;
- TpeOOBaHHE AOKYMEHTOB CHCTEMBI MEHEI)KMEHTA KAauecTBa M TMOJIUTUKY B
00J1aCTH KauecTRa.

6. IlpaBa
6.1. IlpaBa aIMHUHUCTPATUBHO-XO3AWCTBEHHOH  4YAaCTH  OCYUIECTBIAIOTCA
3aBeayromuM no AXY u, B COOTBETCTBUM C YCTAHOBJICHHBIM B JOJDKHOCTHBIX
WHCTPYKIUAX  paclpeicsicHueM  O0sI3aHHOCTEH,  ApyrumMu  pabOTHUKaMHU
AIMUHUCTPATUBHO-XO3SMCTBEHHON YaCTH.
6.2. 3aBenytommii mo AXY uMeeT npaso:



- npeacrasnate [ TIOY HIIK B apyrux opranax;

- BHOCUTb NPEIJIOKEHHUS MO MOOUIPEHUIO M HAKa3aHWIO PAOOTHUKOB, IPUEMY Ha
paboTy M YBOJNBHEHMS C palOThI, PaCCMATPUBATh LITATHOE PACMHMCAHHE CBOETO
IOApa3IEIEHuUS;

- BHOCUTb MPEJIOKEHUS O MPUBJICYEHUN K OTBETCTBEHHOCTH JIULL, JOIYCKAKOIIMX
HEOPEKHOE OTHOLIEHWE K MaTepruaibHbiM HeHHOCTsIM [ TIOY HIIK, Hapymarommm
MpaBuJjia NOKapHO 0€30MaCHOCTH;

- YTBEP:KJATh IUIAHBI, PACHOPSIKEHUSA, AaKThl BBIIOJHEHHBIX PabOT, AaKThl
COIJIACOBAaHMs, aKThl CBEPOK U T.J. 10 NOAPA3ACICHUSAM;

- COMIACOBBIBATh, BUBMPOBATH MJIAHBI, PACTIOPSIKEHUS, AKThl BHIMOJIHEHHBIX padoT,
AKTBI CBEPOK, aKThI CIIUCAHMA, aKTHI IIPOBEPOK U T.A.

7. OTBETCTBEHHOCTb.
7.1. 3aBeayrommii no AUX HECET OTBETCTBEHHOCTH 34:
- HaJJIeXKAIEE BHINOJHEHUE (PYHKIMMA, BO3JIOKEHHBIX HA MOAPA3ACIECHUE, U CBOMX
00s13aHHOCTEN;
- KQUECTBO BBIMTOJIHEHUS PA0OTHI YCIYT, BO3JIOKEHHBIX HA TIOIPA3ACIICHUE;
- PABUJIBHOCTH ¥ TIOJIHOTY MCIIOIb30BAHUE MPEAOCTABICHHBIX EMY IIPAB;
- o0ecneveHre BBINIOJTHEHUE TUIAHOBBIX 3aJaHWH WM IUIAHOBBIX TOKA3aTENCH,
3aKPEIUICHHBIX 34 NOAPA3ACIICHUEM;
- HU3KYIO HCTIOJTHUTENBCKYIO JUCLUIUIMHY B MOAPA3ACICHUSIX;
- o0ecnevyeHWe COOTBETCTBUS  JOJDKHOCTHBIX ~ MHCTPYKLIMHA  pabOTHUKOB
MTOJIOKEHUIO O TIOAPA3EICHUMY;
- JIOBEAEHUE N0 KaXAOro pabOTHUKA B TMOJMTUKE B OOJAcCTH KadyecTBa W
(OYHKIIMOHUPOBAHKE B MOAPA3ACICHUHA CUCTEMBI MEHEI)KMEHTA Ka4eCTBA.
7.2. 3amecturens aupektopa nmo AXY HeceT B YCTAHOBICHHOM MOPSIKE
MaTEpPHANILHYIO ~ OTBETCTBEHHOCTh 32  ywmEpPO, MPUHECCHHBIM  KOJUIEIKY,
M3JIAIIHUMHU  JICHEKHBIMU  BBITUIATAMM, HEMPABUAJIBHOH ITOCTAHOBKON y4eTa u
XPaHEHUS MAaTEPUANIBHBIX U ACHEKHBIX CPEICTB, XUIICHUI, YHUUTOKEHUS U TIOPYH
MAaTEPUAIIBHBIX LICHHOCTEHW B cOOTBETCTBUM ¢ TK PO.
7.3. OtBeTcTBEHHOCTh  Opyrux  paboTHukoB AXY  ycTaHaBiMBacTCs
JNOJDKHOCTHBIMUA MHCTPYKLMSAMH.



