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Ionoxenue

00 aAMAEHACTPATHBHO-X039# CTBEHHOH 9aCTH

1. O6mHe moM0KeHHHA

1.1 Hacrosmiee MONOXKEHME YCTaHABNMBACT UENW, 3a/a4d ¥ QYHKIUK
aAMUAHMCTPATUBHO-X03g1McTBeHHOHN JacTi [ BIIOY PM «TopOeesckuii Komnemx MsICcHOM
¥ MOJIOUHOM npomeinuieHHOCTH M. 10.B. Tyrykosay» (nanee - KomwiemK).

12 B cBoeli gedarenbHOCTHM aAMHUHHMCTPATHBHO-XO3SMCTBCHHAY YACTH
PYKOBOJCTBYETCH [NEHWCTBYIOIIMM 3aKOHOJATENbCTBOM, HOPMATHUBHBIMH IIPABOBBIMH
aKTaM#A ¥ METOAWYECKHAMY MaTeprallaMy 10 XO35iCTBEHHOMY OOCIYKUBaHMIO, HOPMAaMMU
W 0OPaBWIAMH COJCPXKAHWA, OSKCIUIyATalMd W PEMOHTA 3JaHWif, TEXHHMYECKOIo
000pyIOBaHUA.

1.3 AJMUHWCTPaTHBHO-XO3IWCTBEHHAs 9acTh MBISECTCS CTPYKTYPHBIM
NIOIpa3ACTICHUEM KOJUIEDKA.

1.4 O6mee PYKOBOJACTBO JIEATENBHOCTHIO aJMUHUCTPATUBHO-
XO3SMCTBCHHOM YacTH OCYIIECTBIAET MHPEKTOP KOJUICHKA, HENOCPEACTBECHHOE
PYKOBOACTBO - 3aMECTHTEND JUPEKTOPA N0 aiMHHHCTPAaTHBHO-X039HCTBEHHOM pabote.

1.5 B aaMuH#CTPaTUBHO-X03IACTBCHHYIO MACTh BXO/IAT:

- 3aMECTHTEIb AUPEKTOPA IO AAMHHHCTPATUBHO-X034ACTBEHHOM paboTe;

- KJ1aJIOBIIVIK;

- KOMEH/IAHT,



- yOOPIIMK CITy>KeOHBIX [TOMEIICHUN;

- CTOPOXK;

- BaXTED;

- rapaepoOIuK;

- clleCaph-CaHTEXHUK;

- BOAMTEH;

- TUIOTHUK;

- JBOPHVIK,

- 3JIEKTPOMOHTED,

- MEXaHUK

L.6. 3aMecTHTENh AHPEKTOpa N0 AAMHHHCTPATHBHO-X03MHCTBEHHOM padoTe,
i Jpyrae pabOTHHKHA aJMHHHCTPAaTHBHO-XO34HCTBCHHON 4YacTH HAa3HAYa0TCd Ha
JOJDKHOCTH W OCBOOOKIAIOTCS OT 3aHMMAEMBIX JIOJDKHOCTEH TPWKA30M JHPEKTOpa
KOJUICIDKA.

1.7. Kpamudukamuonusie TpeOoBaHua, (YHKIMOHANBHBIC O0S3aHHOCTH,
TpaBa U  OTBETCTBEHHOCTh 3aMECTUTENSI AMPEKTOpa M0  aJAMUHUCTPATHBHO-
XO3MACTBCHHOM paboTe M APpYrHX pabOTHHKOB aAMHHHCTPATHBHO-XO3SACTBEHHOM JacTH
PETTIAMEHTHPYIOTCA JIOJDKHOCTHBIMHA MHCTPYKIMSME, YTBEPK/IAEMbIMHM JIAPEKTOPOM
KOJLIEIKA.

2. OcHoBHbIC 38298 H HyRKOHH 0TI

2.1 B 3amaun agMUHUCTPATHBHO-X03HCTBCHHON YaCTH BXO/IUT:

- /IMMHICTPATUBHO-X0351CTBEHHOE ofecnieuenue JEATCIBHOCTH
KOJUIC/RKA. TEXHHMYECKOe OOCHY)KHBAHHME 3MaHUA M COOPYXCHWIA, HOMEUICHUIA,
oGopyaoBaHHg (CHCTEM OTOIUICHHUSA, BOJOCHAOKCHHS, KaHAIHM3AIWMH, BCHTHJIAIY,
3NEKTpOceTell W T.A.), TUIAHWPOBAHME, OPTAHM3AUMA ¥ KOHTPONb IPOBCACHMA WX
TEKYHIHE PEMOHTOB, cHa(KeHHMEe MeOenbio, XO3IHCTBECHHBIM HHBCHTApEM, CPEACTBAMU
MEXaHW3AIMM MTHKCHEPHOTO ¥ YIIPABJICHYCCKOTO TPYAQ,

- OpraHu3alOHHO-METO/IMIECKOE PYKOBOACTBO u KOHTPOTb
JAEATENBHOCTU CTPYKTYPHBIX TIOAPA3JACNICHUNA KOUIC/DKA 10 BONPOCAM XO3HCTBEHHOTO
oOchayxuBanys,  palMOHANBLHOTO  HWCMONL30BAaHWA  MarepualnbHBIX  PECYPCOB,

COXPAHHOCTH COOCTBEHHOCTH 3 IMHHHUCTPATHBHO-X03MHACTBEHHON YacTH;




- COBEPINICHCTBOBAHME U BHEIAPEHUE HOBBIX METOHOB opraHﬂéaum/I
paloTH, B TOM YHCAE Ha OCHOBE HCTONb30BAHHA COBPEMCHHBIX HHQOPMaIIOHHBIX
TEXHOJIOTHH;

- y4acTHe B MOATOTOBKE M MCHOJHCHHM YIPABICHUYCCKHX PEIICHUE
PYKOBOACTBA I[I0  BOIIPOCAM  aMHHHCTParTUBHO-XO3SMUCTBEHHOI0  obGecneucHUs
JIEATENLHOCTY KOJUICIDKA,

- KOHTPOJIb B TIPENIEax CBOCH KOMIIETEHIIAY 32 COOMOICHNEM CaHUTAPHO-
TIPOTHBOIMHICMUICCKOTO PEKKMA, CBOCBPEMCHHOE TIPUHATHE HEOOXOAMMBIX MEp TpH
BRIIBICHHH (DAKTOB MX HAPYHICHHST,

- BEICHHE JIOKYMEHTAlMy, MPEAOCTABJICHUEC B YCTAaHOBJICHHBIE CPOKH
CTATHCTHYCCKOM ¥ MHOM OTYCTHOCTH;

- pelicHMEe HWHBIX 3a4a4 B COOTBETCTBMM € LEIsiMu o0pa3oBaTtenbHOM
OpraHu3alym.

22. K ¢ysxipsiM agMUHHCTPATHBHO-XO03SMCTBEHHON YaCTH OTHOCHTCA:

- IUITAHMPOBAHKUE, OpraHMsamya ©W  KOHTPOJAb  aJAMHHHCTPaTHBHO-
X039HCTBEHHOT'0 00€CIIeYEHUS ACATCABHOCTH KOJUICIKA,

- X039MCTBEHHOE 00CTY KMBAHHE 1 00CCIICUCHHE HAJICKAINETO COCTOSHUA
B COOTBETCTBHH C CAHWUTAPHBIMM IIPABHIAMH M HOPMaMH NPOTHRONOXKAPHOM 3ALIUTHI
3MaHuiil ¥ MOMEIICHUM, B KOTOPBIX PACIIOIOXKEHbI ITOAPA3AEHCHI KOJJIEDKA, KOHTPOJIb
WCHPaBHOCTA 000pY/IOBaHMA (CHUCTEM OTOIUICHWS, BOAOCHAONKEHWS, KaHaNA3AIHH,
BEHTHJISIIMY, INECKTPOCETEN U /1. );

- y4acTHE B HWHBCHTAPHM3ALUMK 3/[aHWii, ToMemieHudi, obopynoBanufi B
LEJIAX KOHTPOJIA UX COXPAHHOCTH M TEXHUHMECKOTO COCTOSTHUSA,

- IUIAHWPOBAHUE TEKYIIMX PEMOHTOB OCHOBHBIX (POHAOB (3mammii, cucTeM
BOJOCHAOXKEHUS, OTOILICHUS, BO3yXOIPOBOIOB B APYTHX COOPYKCHUIA);

- PEMOHT TOMCIIEHMI, KOHTPOJIb KaueCTBA BBHIMOJNHEHUS PEMOHTHBIX
pabor;

- obecrieucHye NOApa3JieNicHNii KoJuiepka Me0eNblo, XO3MHCTBEHHBIM
UHBEHTApEM, CpEACTBAMH MEXaHU3alMW HIDKCHEPDHOIO U YIPaBIGHYECKOTO TPyIa,
KOHTPOJIb WX PalMOHANBHOTO  MCHONB30BaHUS, COXPAHHOCTHIO, TIPOBEACHUEM
CBOECBPEMEHHOTO PEMOHTA;

- O(I)OpMJIeHHe HCOﬁXOIIHMBIX HAOKYMEHTOB U1 3aKJIIOYCHNA HOTOBOPOB Ha




npoBeJicHre paboT ¥ OKazaHWe YCIyr CTOPOHHMMM OPraHv3aiisiMi IO CBOEMY
HATIPABJICHHIO EATCIBHOCTH,

- TIONy4YEHHE UM XPAaHEHHE  KAaHUECIAPCKUX  [PHUHAIUICIKHOCTCH,
XO3SUCTBEHHBIX  MaTepHajioB, o0OpyJOBaHHWA, WHBEHTapsa, oOeclcUeHne WuMU
CTPYKTYPHBIX NOJpas/cHcHUH KOIIC/DKA, Y4eT HX PacXOAOBaHUS W COCTABJIICHUE
YCTaHOBICHHON OTYETHOCTH,

- X035IHCTBEHHOE o0cny:KuBaHHE IIPOBOJIAMBIX COBELIAHWI,
KOH{(p)epeHIHA, céMm{apOB U JIPYTrAX MEPOTIPHUATHIA;

- ONnaroycTpoiicTBO, 03€NCHEHUE, YOOPKA TEPPUTOPHML;

- KOHTPOJIb PAIIMOHANLHOTO PacXOAOBaHUS MAaTEPHANIOB, BHIAEISIEMBIX JIJIS
XO3FHCTBCHHDBIX 1ICNICH,

- B COOTBETCTBMM C JCHCTBYIOIUMH T[IPABWJIAMH W HOPMaTHBaMK
opranmusanys

IKCIUTyaTalii ¥ CBOCBPEMEHHOIO PpEMOHTA TEXHWIECKOro o0GopyaoBanus
(ameKTpAYecKuX ceTedl, CHACTeM OTOIUICHWS, BEHTWUIMH u T.4.), OecnepeOoiiHoe
ofecricueHue 37aHus KOJUIGIDKA DJIEKTPOOSHEPIHEH, TEIUIOM, BOJOHM, KOHTPOJb HX
PALMIOHAIHOTO PACXOJOBAHHUS,

- IpOBEACHAE  HWHQOPMAMOHHO-PAZBACHUTENBHONH  paboTer  cpeju
paboOTHUKOB

KOJUIe[pKa, HanpaBiieHHOM Ha o0ecliedyeHHE COXPAHHOCTH M COJACPIKAHHUSA B
WCTIPAaBHOM COCTOSIHMM 3/1aHV M UMYIIEeCTBa 00pa3oBaTelibHOM opranm3amiy, GepesxHoe
OTHOHICHME K OOOpPYHOBAHMIO U DJKOHOMHOE WHCIIOJIH30BAaHHE MATCPUANBHBIX U
JHEPrEeTHICCKUX  PECYPCOB  (DIEKTPOSHEPTHH, TEIUIA, BOIBI,  KaHIEIAPCKHX
OPHHAANCKHOCTEH, paCcXOIHBIX MAaTEPUAnoB U T/, );

- OCYLIECTBIICHUE B  paMKax  CBOEH  KOMIICTCHIIMA  BEJICHUA
JACTONPOM3BOCTBA, (POPMHPOBAHME W OTHPABICHHE/TOIYUCHHE KOPPECIOHASHITAN U
Apyro#t uudopMaliH 10 JICKTPOHHBIM KaHANAM CBA3ZH,

- OCYIIECTBACHHWE  OpPraHW3alMy  BEACHHA  HOPMATHBHO-CIIPABOYHOM
ua(opMaIyi, OTHOCAHIEHCH K PYHKIAM OT,1€74;

- ofecrieueHrE B Mpeleiax CBoel KOMIICTCHLMM 3aliyThi CBEACHMII

OFPAHHYCHHOTD PacipoCcTPanoHvl.




3. IIpaBa # OTBETCTBCHHOCTDH

3.1 AJIMUHHCTPATUBHO-XO3AHCTBECHHAsA YacTh UMEET TIPaBo;

- | MOJy4arbs JOKYMEHTHL ¥ WHBbIE HMH(POPMALMOHHBIE MaTEpHalbl II0
npodumo JCATCABHOCTH JNIS  O3HAKOMIICHWS, CHCTCMAarW3HpPOBAHHOIO yueTa #
KCTIONB30RAHUA B palore;

- 3anpadiBaTh M [OJNy4Yarb OT  CTPYKTYPHBIX  MHOJApa3AeicHU
wHtpopMauio, HECOOXOAMMYIO JUIA BBHINONHCHHA BO3JIOKEHHBIX Ha HETO 33434 U
ymxumi,

- OCYIIECTBIIATH IIPOBEPKY M KOOPAMHAIMIO AEATEIIBHOCTA CTPYKTYPHBIX
TIOAPAa3ACHCHUN 110 BOTIPOCaM aIMHHUCTPAaTHBHO-X034HCTBEHHOTO o0ecieueHus;

- BHOCHTH NPEHIOKCHHS [0 COBEPIICHCTBOBAHMIO (OPM H METOHOB
paboTHi;

- y4acTBOBaTh B MOJOOPE M PACCTAHOBKE KAJPOB HO CBOEMY IIPO(ILIIO
JICATENLHOCTH,

- BHOCUTh TPEIJIOKEHUS JUPEKTOPY KOJUIEIKa IO  IIOBBIIICHUIO
KBaTHpUKaAIH, TOONPEHWIO H HATOXKCHHIO B3bICKaHMi Ha pabOTHHKOR,

- y49acTBOBATL B  COBEWIAHMSIX TPH  PacCMOTPEHHHM  BONPOCOB
XO3SHUCTBEHHOTO 00€CTICHEHUS ACITENBHOCTH KOJUIEIKA.

32 Ha 3zamecrurens aupekropa 10 aJIMUHUCTPATHBHO-XO3AHCTBEHHOM
paloTe BO3NaracTcsd NEPCOHANbHAA OTBETCTBEHHOCTD 32:

- co0MmoIcHUE ACHCTBYIOUIETO 3aKOHOAATE/IHCTRA,

- OpTaHU3aLMI0 [CATENBHOCTH aAMHUHUCTPATUBHO-XO3MMCTBEHHOH YacTH
110 BRITIOMHCHUIO 3a/1a9 ¥ (YHKIIUI, BO3JOXKCHHBIX Ha HETO;

- OPraHy3al|i0 ONICPATUBHON W KAYECTBCHHOMW NOATOTOBKY

JIOKYMEHTOB, BE/ICHHE JIEJIONPOU3BO/ICTBA B COOTBETCTBHH €
JEHCTBYIOHIHMH NpaBlIaMH |

HAHCTPYKIMAMU,

- COCTaBJICHHE, YIBEPKACHME M  NPCAOCTABACHHE  JOCTOBEpHOM
vH(pOopManyH O JeITeIBHOCTH OTHENA,

- CBOCBPEMEHHOE H KAYECTBEHHOE HCMOJHEHHE IIPUKAa30B JUPEKTOpa

KOJAcC/DKa,




- COOTBETCTBHE  JICHCTBYIOIEMY  3aKOHONATEIHCTBY
BUBHPYEMBIX (TTOJITUCHIBAEMBIX) AM TIPUKA30B, HACTPYKIMIA, TIOHOMKEHHII
U APYIUX JIOKYMEHTOB;

33 PaGorHuxu aIMUHMCTPATUBHO-XO3AUCTBEHHON  HaCTH HECYT
OTBETCTBEHHOCTD!

- 3a HCHAAJIGKAIES UCTIONHEHUE WM HEUCTIONHEHHE CBOMX JIOJDKHOCTHBIX
oOs3anHOCTEd, - B  TOPSAKE, YCTAHOBJICHHOM  JCHCTBYIOMIMM  TPYJOBBIM
3aKoHOJATeIbCTBOM Poccuiickoit Oeaepanuy;

- MPaBOHAPYIICHAA W TPECTYIUICHUSA, COBEPUICHHBIC B MPOUECCE CBOCH
JEATCABHOCTH, - B TOPS/KE, YCTAHOBJCHHOM JCHCTBYIOUMM aJMHHHCTPATHBHBIM,
YTONOBHBIM U IPAKIAHCKUM 3aKOHOATENbCTBOM Poccuiickoil ®eepanyy;

- NpuupHCHUE ymepba opraHd3ai - B NOPAAKE, YCTAHOBICHHOM

JICHACTRYIOMVM TPYJOBBIM 3aKOHOAATENLCTBOM Poccuiickoit enepanuu.
4. B3amMmoejeHcTBHE ¢ APDYTEMH CTPYKTYPHLIMH HOAPA3ACACHHAMH
41. AJIMPHUCTPATUBHO-XO3SMCTBCHHAs!  YaCThb  OCYIIECTBIBSIET  CBOIO

JEATEARHOCTh BO  B3AUMOJICHCTBHUA € ApYIruMu cnyxcﬁam/l n CTPYKTYPHBLIMHA

NOAPpA3NCHCHUAMU KOJUIC/DKA, a TAIKOKC B [IPCACIAX CBOCH KOMIOECTCHIIMHU CO CTOPpOHHMMHI

OpraHu3allisIMU.
42. AIMAHHCTPATHBHO-XO3MMCTBEHHAS 4aCTh!
421 B3aVMOJICHCTBYET CO CTPYKTYPHBIMH NOAPA3ACTICHUSIMH KOJUIC/KA -

110 BOIpOCaM MpUOOpeTEHNs, yueTa, XpaHeHus M CIMCaHMs] MaTepUalbHbIX [ICHHOCTEH, a
TaKoKe N0 BOMpocaM obecneueHus Ge30MacHOCTH padoThl KOINEKa,

422 TOJIY9aeT 3aSBKHU:

- Ha ofOecrniedeHue MeOeNbI0, BCIIOMOTATC/IbHBIME CPEICTBAMH, B TOM
qUCIC TCXHWYECKVMMHM CPE/ICTBaMM, /IS BHINONHEHWS pabounx oOs3aHHOCTEHR
COTPYAHHKOB KOJUIC/DKA, WMYINECTBOM, JAPYIHMH MAaTrCpHAIBHBIME [CHHOCTIMH,
MarepuanaMu, 060pyAOBaHKHEM, KaHIICIHPCKHMH PHHAICKHOCTAMH U T.IL;

- Ha xo3giictBeHHOoe oOCIy:kuBaHue, o0eclieyeHne TeXHHIECKOi
AOJAEPKKH MPOBOJMMBIX 3aHATHH, COBEINAHMI, KOH(CPCHIW, ceMHHApOB W APYrux

MEpONPHATHHA U T. .
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