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1.00mue no/10:KeHus

1.1. TTonoxeHue peraaMeHTHpYeT AesitenbHOCTs OTaena Mo aIMUHUCTPATHBHO-X03HCTBEHHOM
pabote  Capamy/nbcKOro — MONHTEXHHYECKOTO — MHCTHTYTa  ((uinana) (benepanpHOro
rocyJ1apcTBEHHOro OHOKETHOro 00pa3oBaTeNIbHOrO  yYPEKICHUA BBICLIETO o6pa303anmx
«MKeBCKOTO TOCYAAPCTBEHHOTO TeXHHYeckoro yHupepcuteTa MMenu M.T. Kanamuukosay'
(nanee ¢uauan), obo3Ha4yaeT €ro CTPYKTypY W TPHHIMAINbLI B3aMMOZACHCTBHA C APYTHMH
CTPYKTYPHBIMH TIOAPa3/Ie/I€HUAMH.

1.2. B cooTBeTcTBHHM ¢ KiaccH(UKaLmei moapasfeneHuit B CTpyKType (uiuana oTAen Mo
a[MHHHCTPATHBHO-XO3AHCTBEHHON paboTe momumHsercs  aupektopy ¢ummana. [lonHoe
HaUMEHOBAHHE IOJpA3/ie/ieHHss — OTAel M0 aJIMHHHCTPAaTHBHO-XO3SHCTBEHHOH pabote
(coxpamennoe - otzen 1o AXP).

1.3. B cBoeit JeATeNBHOCTH OTAEN [0 aJIMHHHCTPATHBHO-XO3siCTBEHHOH paboTe
PYKOBOJACTBYETCS CHIEAYIOLUMMH PEriaMeHTHPYIOmuMH AoKymentamu: Koncrutynued PO,
denepanbhbiv  3akoHOM  Ne273-@3 ot 29.12.2012 «O6 obpasosanuu B Poccuiickoit
denepaunn», a TAKKE BHYTPEHHHMH HOPMATHBHBIMH aKTaMH: YCTAaBOM YHHBEPCHTETA,
TNonoxenuem o punuaie, [TpukasaMu ¥ pacnopsKEHHAMH PEKTOpa Y HHBEPCHTETa H AMPEKTOpa
unuana, JOMKHOCTHBIMH MHCTPYKLMSMH pabOTHHKOB, [IpaBuiaMH BHYTPEHHEro TPYAOBOTO
pacriopsaka ¢puaHana, HactosiuuM IlosoxkeHnem.

2. HazHaueHnue oTaena

2.1. Otmen 0o aAMHHHCTPAaTHBHO-XO3SHCTBEHHOHM paboTe co3jad s MaTephajibHO-
TeXHHYecKoro obecrieyeHusi 0Opa3oBaTENBHOTO Mpolecca, XO3SHCTBEHHOro OOCITyKMBAHHSA H
HaJUIeXKALIEro COCTOSIHHS 3JaHMi, MOMEIeHHH (uiHana B COOTBETCTBHHM C MpaBHIaMH H
HOPMAaMH CAHWTAPHOM M MoxapHO#H GezomacHocTH, obecredyenus OXpaHel Tpyaa B (uiIHale H
TPAHCHIOPTHOrO o0ecreyeH s JeATeNbHOCTH QuInana.

3. 3apaum otaena

3.1. AIMHHHCTPAaTHBHO-XO03sIHCTBEHHOE oDecneyeHne 00pa3oBaTeIbHOTO IIpoLecca.

3.2. Obecrnieyenye X03HCTBEHHOTO 00CTYKHBAHUS M HA/ITIEXKAILErO COCTOSIHUS B COOTBETCTBHH
C MpaBUIaMH M HOPMAMM CaHHTApHOH M T0XAapHOH 0e30MacHOCTH 3/aHMH, NOMEIeHHH
(unuana, KOHTPONb OCBEIUEHHS, CHCTEM OTOIUICHHS, BEHTHIAUMM H HHBIX OOBEKTOB
MH(pPACTPYKTYPBI, CO3aHHe YCIOBHH 11 3d(GeKTHBHON paboThI COTPYAHHKOB (HIHANA.

3.3. Opranuszamus 3((eKTHBHOr0 HCHOIB30BAHUSI TPAHCIOPTA, OOOPYAOBAaHHS M TEXHHKH
¢bunuana.

3.4. [nanupoBaHHe TEKYIIMX W KalUTAJIBHBIX PEMOHTOB OCHOBHBIX (POHIOB (HnHana (3naHuH,
CHCTEM BOJIOCHA0XKEHHS U T.1.).

3.5. Opranu3auus NpoBeAeHHS CBOEBPEMEHHOT0 TEKYLIEro U KalHTaIbHOrO0 PEMOHTA, KOHTPOJIb
34 KQUeCTBOM BEITIOJIHEHHSI PEMOHTHBIX padoT.

3.6. ObecrieueHHEe COXPaHHOCTH MaTepHaIbHBIX IEHHOCTEH, OXpaHa 3MaHui.

3.7. Opranuzauus o(opMIeHHs HEOOXOAMMBIX MAaTEpPHAlOB A1 TEXHHYECKHX 3aJaHui IO
3aK/TIOUEHHIO IOTOBOPOB HA 0Ka3aHWEe YCIIYT, I0OCTABKY TOBAPOB, BEIIOJIHEHHE HHBIX paldoT.

3.8. Onpenenenne mnotpeGHOcTelf M obecreueHue (uIHATA XO3MUCTBEHHBLIMH MaTepHATaMH,
o0opyaoBaHHeM, WHBEHTapeM, paclpeleneHHe MaTepHaTbHO-TEXHHYECKUX CPEICTB MEXKIy
CTPYKTYPHBIMH [10/Ipa3/ie/IeHHsIMH YHHBEPCHTETA, a TaK)Ke BEJEHHE YyeTa MX pacxoJ0BaHHs,
COCTABJICHHE U XPAaHEHHE YCTAHOBJIEHHON OTYETHOCTH.

3.9. Opranusauus paGot o 61aroycTpoicTBY, 03€1eHEHHIO H YOOpKe TeppHTOPUI.

3.10. Coaepixanue yueOHBIX KOPIYCOB (pHIHANa B HAUIEIKALIEM CAHUTAPHO-TEXHHYECKOM
COCTOSHUH.

1. Manee dunuan



1. Nanee punuan

3.11. OBopynoBaHue M SKCIUIyaTallUs CHCTEM I0XKAPHOH, OXPAHHOM CHTHAIH3ALHH, CHCTEM
BH/E€OHAO/IIOICHHUA.

3.12. OGecneuyeHue CTPYKTYPHBIX [oJpa3feneHuid (Quianana Medenbro, X034HCTBEHHBIMH
MaTepHaiaMH, 000py0BaHHEM, HHBEHTapeM, MOIOIIUMH CPeICTBAMH.

3.13. KoHTpo/b 328 pauMOHaIbHBIM PacX0J0BaHHEM MATE€PHAIOB W CPEACTB, BBIIENEHHBIX Ha
XO03SHCTBEHHBIE LIENTH.

3.14. TlpoBeneHue MepONpPHATHH 1O OXpaHe Tpyaa, obecrnedeHHe TEXHHKH Oe30MacHOCTH B
¢bununane.

3.15. OGecrnieyeHne TPaHCIIOPTHEIX OTpebHOCTEH (uHana.

4. PyHKUHH 0TACA

4.1, ObecneyeHne HeoOXOAMMOro YpoBHs COOJIIOLEHHMS IpaBHJ M HOPM [0 OXpaHe Tpy/a,
TexHuKe 0e30MacHOCTH, TPOM3BOJACTBEHHOH CaHHUTAPHH MW MHOXKapHOH Oe30macHOCTH,
TpeOOBaHMH NPHPOJOOXPAHHBIX, CAHUTAPHBIX OPraHOB, a TAK)Ke OPraHOB, OCYLIECTBISIOIIHX
TeXHHYeCKHH Haa3op.

4.2, MarepuanbHO-TeXHHUeCKOe o0ecrnedyeHne BCeM HEOOXOOMMBIM U HaJIEXKalIero
CoZiepIKaHusl 3JaHNUH U 3aKPENICHHBIX TepPUTOPHIL.

4.3. OOecrieueHHe CTPYKTYPHBIX TNoApas3je/leHdd ¢unnana Mebensio, XO03AHCTBEHHBIMH
MaTepHanamMH, HHBEHTApEM.

4.4. KoHTpoNb pacx0o10BaHHS MAaTEPUANIOB H CPEJICTB, BEIACTIEHHBIX HAa XO3AHCTBEHHBIE LIEITH.
4.5. CpoeBpemenHoe ofecrneyeHHe MarepHanamu, HEOOXOAMMBIMH JUIAd OSKCIUTyaTalud H
peMOHTA 37aHuil Qpunaia.

4.6. Odopmnenne HeoOXOAMMOH NOKYMEHTALHMH (TEXHHYECKHX 3aJaHHH) IpH 3aKITHOYEHHH
JIOrOBOPOB Ha IOCTaBKY 000pPYyI0BAaHHS, TEXHHKH.

4.7. Texnuyeckoe 0OCTyKMBaHHE TPAHCMOPTHBIX CPEACTB, CBOECBPEMEHHOE MPHOOpETEHHE
HeOOXOAMMBIX 3aracHbIX YacTei, peMOHT aBTOMOOHIEH.

4.8. Xpanenue, Bbl1aua M y4eT IMyTEBBIX JIICTOB H JPYTHX Y4ETHO-OTYETHBIX JOKYMEHTOB.

4.9. OcymecTBleHHEe KOHTPOJNS MCIPABHOCTH  CIMAOMETPOB aBTOMOOMIEH W  HX
oroMbUpoBaHue.

4.10. VYuer mpoGera aBTOMOOMIEH, [TAHHPOBAHHE M OCYIUECTBJEHHE TEXHHYECKOTO
obcnyxuBaHHA aBTOMOOHIIEH, TOArOTOBKA aBTOMOOKIIEH K TEXHHYECKOMY OCMOTPY.

5. CTpykTypa 0TAe/1a H YIIpaB/IeHHe 0TAe0M

5.1. B cTpykTypy oTaena mo aJMMHHCTPATHBHO-XO3SHCTBEHHOH paGoTe BXOAMT HauyalbHHK
oraena no AXP, chneuMasucT Mo oxpaHe Tpyda, 3aBX03, PAGOTHHK [0 KOMILIEKCHOMY
00cnyKHBaHHIO 31aHuii, BaxTep, rapAepoOIuuK, yOOPIMHK CyKeOHBIX MOMEIIEHH I, BOXHTEb.
5.2. PyKOBOACTBO OTAENOM OCYLIECTBISET HAYalbHUK OTZeNa MO aAMHHHCTPATHBHO-
XO3AHCTBEHHOH paboTe - CrneuManucT ¢ BBICIIMM 0OPa3soBaHHEM, HMEIOLHMIT ONMBIT PaGoTHI 110
CNELIHANBHOCTH HE MEHee Tpex JIeT.

5.3. HavanpHuk oTaena no aIMHHHCTPaTHBHO-XO3fMCTBEHHOH paboTe HasHayaeTcs Ha
JOJ/DKHOCTB NPHKA30M AMpeKTopa Gpuiuana.

5.4. JIomKHOCTHBIE HHCTPYKIIMH PaGOTHHUKOB OT/E/a YTBEPIKAAIOTCS AUPEKTOPOM (hHTHANA.

5.5. OBs3aHHOCTH M MOJHOMOYHSA PAaGOTHHKOB OTAEN]A MO aIMMHHCTPATHBHO-XO3SHMCTBEHHOMN
pabote OnpenensioTCs JOKHOCTHBIMH — MHCTPYKIHSIMH, —yTBEep:KAEHHBIMH JIMPEKTOPOM
(unuana.

5.6. HawaneHuk oTJena No aIMHHHCTPAaTHBHO-XO3SCTBEHHOH paboTe HEMoCpeICTBEHHO
TNOMMHSCTCS 3aMECTHTEITFO JAIMPEKTOPA MO 06IIMM BOMIPOCaM.




6. ®uHanCHpOBaHHe AeATeILHOCTH 0T/€/1a 10 3IMHHHCTPATHBHO-X03SHCTBEHHOM paboTe

6.1. PHHAHCHPOBAHHE AEATEBHOCTH OT/E/A 10 AIMHHHCTPATHBHO-X03SHCTBEHHOI paboTe
OCYILECTBJISIETCA 33 CYET CPE/ICTB:

- IOCTYNAOIIMX U3 OI0KeTa;

- IOJTYEHHBIX (DMIHATIOM OT IIPHHOCSIIEH TOXOM AEATEILHOCTH;

- IOCTYMAIONIHX M3 HHBIX HCTOYHHKOB, HE 3aNpelleHHbIX 3aK0OHO01aTeIbCTBOM Poccuiickoil
Denepanuy.

7. B3aumoneiicTBHE ¢ APYTHMH MOApPA3IeIeHHAMH

7.1. Jlns BbimonHeHus: (YHKUMH, MPEIyCMOTPEHHBIX HACTOAIIAM IloJOXKeHHeM, OTAen o
aIMMHHCTPAaTHBHO-X035HCTBEHHO paboTe B3auMOIeHCTBYET:

- C JIpYTHMH CTPYKTYpPHBIMH MNOZApa3ie/ieHHAMH (HUIMaTa 10 BOMpocaM OGecreyeHHs HX
HeoOXOIUMBIMH 171 pabOThI CPeJICTBAMH, CO3JaHNs HEOOXOMMMBIX YCIIOBHH Tpya;

- ¢ ®I'GOY BO «MXKI'TY umenn M.T. Kanamsukosay;

- CroCyAapCTBEHHBIMH, MyHULMIATEHEIMA H KOMMEPUECKHMHE CTPYKTYPaMH.



Pa3spaGoran:
Hauanenuk otaena no AXP
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