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I. OBIIIME ITOJIOXKEHUA

1.1. AIMUHUCTPATUBHO-XO3SHUCTBCHHBIM OTHEN (majlee — OTHEN) SBISIETCS
CTPYKTYPHBIM [IO/pa3AciiCHuEM VYpanbckoro bunmana benepanbHOTO
rOCyIapCTBEHHOI'O0  OIOJDKETHOro  00pa3oBaTeNbHOTO — YUPEXACHHS  BBICIIETO
obpazoBanus «Poccuiickuil TOCYIapCTBEHHBIA YHUBEPCUTET IIPABOCYIUS HMMEHU
B.M. JlebeneBa» (r. Yemsabunck) (maiee — ¢miman), MOAYUHSIIOLIAMCS IEPBOMY
3aMEeCTHUTEeNIO JUpeKTopa Gpunuana.

1.2. B cBoedl [OesTensHOCTH OTHEeN PYKOBOJCTBYETCS HOPMATHUBHBIMU
IIpaBOBBIMH akTaMu Poccuiickoit ®Deneparyyi, YcTaBoM YHUBEPCUTETA, HACTOSIIIUM
ITonoxeHueM, NpHKa3aMU W pPacCIOPSDKEHUSMU [OUpeKTopa (uiuana W WHBIMU
JIOKaJIbHBIMI HOPMATHBHBIMU aKTaMu Y HUBEPCUTETa U QuiIHaa.

1.3. Co3gaHve U U3MEHEHHUE OT/ENa, ero IITAaTHAS YUCICHHOCTD OIpPeneIsIeTCs
IITaTHBIM PACIUCaHUEM, YTBEPKIEHHBIM IIPUKAa30M PEKTOpa Y HUBEPCUTETA.

1.4. Otmen BO3MMIAaBISIET HaudalbHUK OTAeNa, HasHAYaeMBIM Ha [OJDKHOCTH
U OCBOOOXIAEMBIM OT JO/DKHOCTH IIPHKAa30M [HUpEeKTopa (Quinata Ha OCHOBAHUU
3aKIOYEHHOIO0 TPYZOBOIO JOroBOpa IIO COITIACOBAHWIO C IIEPBBIM 3aMECTHTENIEM
TMpeKTOpa hrmrana.

Lo Otnen KOMILIEKTYETCS paboTHUKaMHU, COOTBETCTBYIOIIAMHU
KBanu(UKAIWOHHBIM TPeOOBaHUSIM I10 3aHMMAEMBIM IODKHOCTAM K Ipodeccusm,

XapakTepy BBIIOIHAEMBIX TPYIOBBIX (YHKINH, OIPENeNEHHBIX IODKHOCTHBIMH
UHCTPYKIWAMH.



1.6. PaboTta oThena opraHusyeTcss Ha OCHOBE IPUHIAIOB 3aKOHHOCTH,
00BEKTUBHOCTH, HE3aBUCHUMOCTH, COYCTaHUS CIWHOHAYAIMSI B PEIIEHUH BOIIPOCOB
CITy)KeOHOU JeATEIHPHOCTH U KOJUIETHALHOCTH MPH UX OOCYXKJIEHUH, IepCOHAIBHON
OTBETCTBEHHOCTH KAXJIOrO pa0OTHWKa OT[eNia 3a WCIHONHEHWE JOJKHOCTHBIX
00s3aHHOCTEHN, TTPEAYCMOTPEHHBIX JOHKHOCTHBIMU HHCTPYKITUSMU

1.7. JleaTenbHOCTHP OTHEeNa IOAKOHTPOJIBHA M IIOJOTYETHA IIEPBOMY
3aMeCTUTENTIO IUpeKTopa (prwaa.

1.8. IlpaBa ® OOS3aHHOCTH, OTBETCTBEHHOCTH pabOTHHUKOB oOTHena
ONpENEIIOTCS HOPMAaTUBHBIMEM IPaBOBBIMU akTamu Poccuiickol @Penepanud,
JIOKATBHBIME HOPDMATHBHBIMK aKTaMH YHHBEPCHTETa K (QHIHATa, B TOM YHCIe
TOIDKHOCTHBIMY UHCTPYKIMAMU, & TaKKe TPYAOBEIMU TOTOBOPAMMU.

II. EJIX 11 3AJAYHA
AIMUHHNCTPATUBHO-XO3IMCTBEHHOI'O OT/IEJA

2.1. Llenpro neaTeIbHOCTH OTea ABIISSTCS:

2.1.1. ofecrnieuenve >QdexTuBHOrO GYHKIMOHUPOBAHMS OQUiINana IyTeM
CO3MaHus ONTUMAJBHBIX YCIOBAM Uit paboOThl COTPYMHUKOB U OecrepeboiiHoi
NeATEeFHOCTH BCeeX IOpa3IesIeHIH;

2.1.2. onTuMm3alus 3aTpaT Ha XO3SMCTBEHHOe obeclleueHHWe M TEXHUYECKOe
o0ciyKrBaHUE;

2.1.3. coznanue U oanepKaHue KOMGOPTHEIX U O0e30MIacHBIX YCIOBUH TPyHa;

2.1.4. obecnieuerue cCOXpaHHOCTH UMYTIIecTBa Guanaia.

2.2. 3agauamMu OTeNa SBJITIOTCS

2.2.1. XO3sHCTBEHHOE, MAaTCPUATBPHO-TEXHUICCKOE ¥  COLMAIBHO-OBITOBOE
oOciy>xuBaHHe (DUIMaIa U €ro moapa3aeiieHu;

2.2.2. comepxaHue B HaJJIeKallleM COCTOSHUM 3[aHWH U MOMeNIeHu! (uinana,
NpUJIeTratolell TEPPUTOPHUH;

2.2.3. ofecnedenue ycnoBui manst oOyUeHHS CTYZEHTOB M cCiyiaTenei
VHuBepcuTeTa U I TpyZa paOOTHUKOB (uIiraia.

2.2.4. obecreueHue O3KCIUIyaTallWdl 3JIaHUA W COOPYKEHHM, WHKEHEPHBIX
cucTeM (3NeKTpocHabXeHNe, OTOIUIeHME, BOAOCHAOKEeH e, BEHTHISAII U [Ip.);

2.2.5. opranusanys TpaHCHOPTHOTO obecrieueHns pabOTHUKOB U IPY30B;

2.2.6. BelneHHWE IOKyMEHTOOOOpOTa II0 aJIMHHHCTPATHBHO-XO3SHCTBEHHOH
JleATeNbHOCTH Quinana,;

2.2."7. KOHTPOIB 34 PALIMOHATIBHBIM HUCIIONB30BaHUEM MaTepHUATBHEIX PECYPCOB;

2.2.8. opraHusanusi W KOHTPOJH 3a TPOBEICHUEM PEMOHTOB, YOOPKH,

OmaroycTpoiicTBa ¥ CONEPIKAHM TOMEIEeHNH (huirana;



2.2.9. B3auMojeiicTBHE C KOMMYHAJIBHBIMHU, XUIHUIIHO-3KCINTYaTaIlMOHHBIMU

1 APYI'MMH BHCHIHKMMHK Opranu3aliusaMu.

1. ®VHKONN
AJIMAHACTPATUBHO-XO3SIICTBEHHOT' O OTAEJIA

3.1. Otnen obecneunBaeT:

3.1.1. mraEWUpOBaHWE U OPraHU3AIMIO aIMUHHACTPATUBHO-XO3SHCTBEHHOU
JIeSTENIGHOCTH (hufraia:

3.1.2. comepkanve 3OaHWM W TIOMEUIeHUM Qunvana W ToaAepKaHWe
WX B HaAMeXAIlleM COCTOSHWM B COOTBETCTRBUM C JIEUCTBYIOIIMMHU CAaHUTAPHO-
TUTHEHUYECKIMHE U IPOTHBOITOKAPHBIMU HOPMaMH U IIPaBUIaMU;

3.1.3. KOHTpONb 3a MCIPABHOCTBIO OOOPYHOBaHHS (OCBEIICHHUS, CHCTEM
OTOIUIEHUS, BEHTHIISAIINH 1 JIP. );

3.1.4. opranmsanuro padoTHl 10 OJATOYCTPOMCTBY, O3€JICHEHHIO U yOOopKe
TEPPUTOPHUH, TTPA3THUIHOMY O0DOPMICHUIO (acagoB 3aHUH U T.11.;

3.1.5. dopMupoBaHMEe TEKYILMX U IIEPCIEKTUBHBIX IUIAHOB PEKOHCTPYKIMH,
KaITUTATEHOTO, TEKYINero PEMOHTOB M JKCIUTyaTalludl 3[aHWM, ITOMeNeHu# Qumuania,
CHCTEM BOAOCHA0XXEHUSI, BEHTWLALIMU U JPYTUX CUCTEM;

3.1.6. B3auMoie¥icTBHE C IOAPSAHBIMU OPTaHU3ALMSIMU IS COJIEPKAHUS 3aHuH
U TeppUTOPHUU B Ha/lJIeXKaIleM ITOPSIKE;

3.1.7. coctaBiieHMe CMET pPacXOIOB Ha COJCpKAHUE 37aHUM K IOMEIeHUH
(bumana, mpuieraroel TeppUTOPUN;

3.1.8. BeImonHeHwe paboT WO  TEKyHmIEMY PEMOHTY  IIOMEIeHUH,
KPaTKOCPOYHOMY peMOHTy Mebenwm M 00OpyHOBaHMS, KOHTPOIb 3a KauyeCTBOM
¥ TIPUEMKY BBITIOJIHEHHBIX PEMOHTHEIX padoT;

3.1.9. odopmieHne IOKYMEHTOB, HEOOXOMMMBIX IJis 3aKJIIOYEHHUS JOrOBOPOB
Ha [puoOpeTeHre 000PyAOBaHMS, OPTTEXHUKH, MeOeIH, XO3IHCTBEHHBIX TOBAPOB,

3.1.10. obecmeueHne CTPYKTYpPHBIX NOMApa3AeieHUN GHiHana KaHUIETIPCKUMU
[IPUHAISKHOCTSIMY, 00OpYHZOBaHUEM, OPITEXHUKOH, MeOeNblo, XO3SHCTBEHHBIMU
ToBapaMH, oOeclleyeHVe WX XpaHeHWs, ydeTa HX PaCcXOMIOBaHHS M COCTaBJIeHHE
YCTAaHOBIIEHHOH OTYETHOCTH;

3.1.11. coxparrOCTh MebOeny, XO3HCTBEHHOTO UHBEHTAPS, CPEACTB MEXaHU3AITUN
TPyZa, IPUHATHE MEP 10 UX BOCCTAHOBIICHHMIO M PEMOHTY B CIy4ac IMOBPEKACHUS WA
TUOeny;

3.1.12. odopmieHre DOKYMEHTOB HA TEXHWUYECKOe OOCIY)XHBAHME H PEMOHT
OPITEXHUKHU ¥ 000Dy IOBaHUS;



3.1.13. MarepHaNbHO-TEXHHUECKOe OOCITy)KUBaHUE COBCIIAaHUM, KOH(pEpeHINH,
CEMHUHAPOB W UHBIX MEPOIIPUATHUM, B TOM YHUCIIE BLIE3MHBIX;

3.1.14. cozmanve HeOOXOIUMEIX YCIOBHM TpyAa paboTHIKaM (QHInaia;

3.1.15. TUTaHWpOBaHWE pPAaCXOOOB HA XO3SHCTBEHHOE, COIMAIBEHO-OBITOBOE
H MaTepHATEHO-TEXHUYIECKOE O0CITy )KMBaHKe QUITaa;

3.1.16. paruoHANbHOE HCIIONB30BaHUe BhI/ISICHHBIX ((MHAHCOBBIX CPEZICTB;

3.1.17. KOHTPOIb 3a UCIIOTBE30BAHIEM ¥ COXPAHHOCTHIO UMYyIllecTBa hHIUana;

3.1.18. TpaHCTIOPTHOE OOCITYKUBAHHUE,

3.1.19. BefieHMe yyeTa MaTEPUAIIOB U UX CITUCAHUE;

3.1.20. mpoBeneHue UHBEHTAPU3ALUH;

3.1.21. opragmzaiuio padOTHl IO TPUEMY, XPAHEHUIO W OTIIYCKYy TOBapHO-
MaTepPHUAILHBIX [IEHHOCTEH;

3.1.22. moArOoTOBKY ¥ NIPEIOCTABICHUE YCTAHOBIIEHHON OTYETHOCTH;

3.1.23. opranuzanyio 1 BeJCHUE AeIONPOU3BOCTBA OTAENHA.

IV.IIPABA U OBSI3AHHOCTH

4.1. PaboTHUKY OT/ena UMEIOT IPaBo:

4.1.1. ompenensaTh coOACpXKaHWE ¥ KOHKpETHBIE (OPMBI JEATEIBHOCTH
B COOTBETCTBHU C 3aJja4aMy, yKa3aHHBIMU B HacTosmeM lonoxenun;

4.1.2. cornacoBbIBaTb NPOEKTHl IIPUKA30B, PACIOPSDKEHUN, JOKAIBHBIX
HOpPMaTUBHBIX aKTOB, W3IaBaTh JOKYMEHTBI, HeoOXoauMble I oOecIedeHus
XO3SUCTBEHHOM JAeATCIIBHOCTH,

4.1.3. BU3MpOBaTh JOKYMEHTHI B IIpeeliax CBOSH KOMIICTECHIINH;

4.1.4. 3ampamBaTek B CTPYKTYPHBIX TOMIpa3AeicHUsX Guimana WHGOPMAIIHIO,
HeoOXOIMMYFO IS OCYILeCTBICHUS 3a/1a4 ¥ QYHKIIUH OT/IeNa;

4.1.5. nmaBaTeb  CTIPYKTYpPHBIM  TOApasfelieHMsIM  Quivdansa  yKa3aHWd
10 0OeCIeYeHMIO COXPaHHOCTH WHBEHTAps, MeOeNn, OPITeXHUKH, COOIIONCHIIO
IIPOTUBOIIOXKAPHEIX HOPM M IIpaBWJI, a TakKe OCYLISCTBISTH OIePaTUBHO-TEXHUYECKUAN
KOHTPOJIb U (haKTHUECKYIO ITPOBEPKY UCTIONHEHHS 3THX YKa3aHUH;

4.1.6. mo pesynpTaTaM IPOBEPOK COCTOSHUS MeOelu, MHBEHTaps, OpITeXHUKU
BHOCUTH IIPEJIOXNKEHUSI PYKOBOJACTBY (Winasa O TPUBJIEUEHUU K MaTepHUaIbHOU
U TUCLUTUINHAPHOU OTBETCTBEHHOCTH pabOTHUKOB (huiHana;

4.17. BHOCHUTH IPEIUIOKEHWS PYKOBOJICTBY (mimaga 1O  yIYYIICHUIO
XO3SUCTBEHHOT'0 00CITy KMBAHUSI CTPYKTYPHBIX [TOApas/ieieHuii hunana,;

4.1.8. Ha OPTraHU3aLUOHHOE ¥ MaTepHUaTbHO-TEXHWYIECKOoe obecriedenue cBoei
IPO(EeCCUOHAIBHOM eI TeNbHOCTH;



4.1.9. BHOCUTP Ha pACCMOTpPEHNME PYKOBOJCTBA (uIHala IIpelIodKeHUsI
0  YIYYIIEHWIO  JIeSTeNbHOCTA  OTAeNa, IIPEACTaBleHHs O  Ha3zHA4YCHUU
Y IIepeMeIleHNH, TTOOIIPEHUN U JUCITUILUIMHAPHBIX B3BICKAHUAX PabOTHUKOB OTHENA;

4.1.10. obxanoBaThb TPUKa3bl U PpacHOPsDKEHWS JAupekTopa Quinana
B YCTAHOBJIIEHHOM 3aKOHOJIaTEIECTBOM IIOPSAJIKE.

4.1.11. nomydaTb OT PYKOBOAUTENeW CTPYKTYpHBIX IIOJpa3felleHul
YCTaHOBIIEHHYIO OTYETHOCTh U CBEICHWsI, UCXOA U3 BO3JIOKECHHEIX Ha OTIEI 33134

4.1.12. ocymlecTBIATb WHBIE IIpaBa, [IPEAYCMOTPEHHBIE HOPMATUBHBIMU
IIpaBOBEIMHU aKkTamu Pocculickoil Penepanuy U TOKaIBHEIMA HOPMATUBHBIMA aKTaMHu
YHuBepcureTa.

4.2. Paboruukuy oTnena o0g3aHb!:

4.2.1. cBOEBPEMEHHO ¥ KAa4e€CTBEHHO BBIIOJHATH 3aJdadd, BO3JIOXKEHHBIE
Ha OTJIeJ]l, B COOTBETCTBUU C HacTosAmuM llonoxeHueM, UHBIMU [IPABOBEIMU aKTaAMHU
YHUBepcUTETA, JOIDKHOCTHEIMI HHCTPYKIIUSAMHU U TPYAOBBIM JOTOBOPOM;

4.2.2. obecrieunBaTh KOH(MDUIESHIMATEHOCTh UHHOPMAITUY, CTaBIIEeH U3BECTHOU
B XOJI€ UCIIONHEHNS JODKHOCTHBIX 00sS3aHHOCTEH;

4.2.3. Ha BBICOKOM INpPO(PECCHOHAIFHOM YPOBHE BBIIOIHITH IOJIKHOCTHBIE
00513aHHOCTH;

4.2.4. cBOeBpeMEHHO HMHMOPMUPOBATH PYKOBOACTBO (XUIHAlla O BBIIBICHHBIX
HEeJI0CTaTKax U mpodieMax;

4.2.5. obecrnieunBaTh COXPaHHOCTh 3aKPEIUICHHBIX 3a OTIACIOM ITOMEICHUN U
000pyI0BaHUS;

4.2.6. coOmromaTh HOpPMAaTWBHBIE IIpaBOBBIe akTHl Poccuiickoit Denmeparuu,
VYcTaB U TOKaIbHBIE HOPMAaTUBHBIE aKThl Y HUBEPCUTETA U (hHInana;

4.2.7. BBIIONHATE HUHBIE OOS3aHHOCTH, IPEIYCMOTPEHHBIE HOPMATHBHBIMHE
IIpaBOBLIMHM akTaMmu Poccutickoil @enepallud U JIOKaJIbHEIMA HOPMATHBHBIMU aKTaMHu

VHUBepcuTeTa U (pUiInana.

V. OTBETCTBEHHOCTD

PaboTauku oThciia HECYT OTBCTCTBCHHOCTD 3a HCHCIIOJTHCHHEC
uin HCHaJICXKalIee HCIIOJITHEHHUC CBOHX JOJDKHOCTHBIX O6ﬂ33HHOCT€fI,
PEINIaMCHTHPOBAHHBIX TPYAOBBIM JOTOBOPOM H HOOJDKHOCTHBEIMH HHCTPYKIWAMH,

B COOTBETCTBHHU C IIPaBOBBIMU akTaMu Poccuifckoit Demepariuy.



VI. BBAMMOOTHOHIEHHW S C UTHBIMU
HOAPASAEJEHUAMUA OUJIUAJA

BsammopmeiicTBe  oThena ¢ WHBIMH  TIOApasfecHUsSMH  Quimana
W YHUBEpCUTETA ONperessieTcs 3amadaMu W (QYHKIUIMH, BO3JIOKEHHBIMU
Ha TIOJpa3fielIeHre HACTOSIIUM IIOJOXEHWEM, U OCYIIECTBISETCS B IIpeaesax
KOMIIETSHIINHU OTAeTIA.

Hagansamk P
aIMUHUCTPATUBHO-XO3IMCTBEHHOI'O OT/AeNa (z’///%/s« T.H. IlepByxuna



