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INOJOXKXEHHUE
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I'BIIOY AO «ApxaHrejbCKHil NeJarorn4ecKuii KoIeIH»



1. O0wmue NoJI0KEeHUA

1.1 Hacrosmee Ilonoxenne «OO0 amMUHHCTpaTHBHO-XO3sHCTBeHHOH ciyxOe I'BIIOY AO
«ApXaHTeIbCKUH MeJarornuecKuil KOJJIeIX» ONpenesieT Ha3HaueHne, 3a1aun, GyHKLUUH, CTPYKTYPY,
npaBa, OTBETCTBEHHOCTb U OCHOBBI I€ATEIILHOCTH aJIMUHUCTPATUBHO-XO3SIICTBEHHON CIyKObI (anee
- AXC).

12 AXC sBmsercst CTPYKTYPHBIM IIOPA3/EICHHEM TOCYAapCTBEHHOIO  OOJIKETHOTO
npodecCHOHaIbHOrO 00pa30BaTENBHOIO YUPEXKISHUsT APXaHTeNbCKOH 00acTn «ApXaHrelbCKUR
MeTaroru4ecKuil KOJJIem Ky (ajee mo TeKCTy — KOJIISK)

1.3 B cocraB AXC BXOOsT: XO3SHCTBEHHBIA OTHEN OOIEeKUTUst Nel, XO3MCTBEHHBIN OTHAEN
obmexkntuss No2, XO3SICTBEHHBIH OTAEN Y4eOHOro KOpIyca, XO3SIHCTBEHHBIH OTHeNn y4eOHO-
MPOM3BOJICTBEHHOTO KOPITYCa, MH)KEHEPHO-TEXHUYECKUN OTAEN, CIyk0a OXpaHbl TPya.

1.4 PykoomctBo AXC oOCyLIeCTBIsIET 3aMECTUTENIb AUPEKTOpa MO aAMUHUCTPATHUBHO-
XO3SHCTBEHHOM padoTe.

1.5 3amectuTenp auUpeKTOpa MO AAMHHHCTPATUBHO-XO3SHCTBEHHOH paboTe NOAYMHSETCS
HENOoCpenCcTBeHHO aupekropy Komnemxka.

1.6 AXC ocymecTBiasieT aAMHUHUCTPATUBHO-XO3SUCTBEHHOE OO€CIeYeHne esiTeIbHOCTH
Konnenxa.

1.7 AXC cozgaercst u TUKBUIUPYETCS MPUKA30M JUPEKTOPA KOJIIEKA.

1.8 B cBoeii gpesarenbHocT AXC pyKOBOACTBYeTCS IEHCTBYIOIIUM 3aKOHOAATEIBCTBOM,
HOPMATUBHO-TIPABOBBIMU ~ aKTaMH M METOAMYECKMM  MaTepuajaMM [0  XO3AHCTBEHHOMY
OOCITy’)KMBaHUIO, HOPMaMH M TPAaBWJIAMH COAEPIKAHUS, SKCIUTyaTallMM W PEMOHTa 3[aHHI,
TEXHUYECKOrO OOOpPYIOOBaHHUS, HOPMATHUBHBIMH JOKYMEHTaMU MO COOJIONEHUIO CAHHUTApPHO-
IPOTHBOAHUAEMHYECKOTO PEXKHUMA, MOKAPHOW O€30MacHOCTH U OXpaHe Tpyaa, YcraBoM Komemka,
MpUKa3aMH, PaCIOPSKEHUSIMU TUPEKTOPa U HACTOSAIIUM MOJIOKEHHUEM.

2. OpraHu3alHOHHAA CTPYKTYpa

2.1. B cocrtaB AXC BXOAAT: 3aMeCTUTENb AUPEKTOpa MO aJMUHUCTPATHBHO-XO03AHCTBEHHOM
pabote, 3aBeayroume OOIMEKUTHUIMH, KOMEHIAHTHI Y4eOHBIX 3MaHUH, WHXKEHEp IO PEMOHTY,
CIELHAIHCT MO OXpaHe TpPyAad, IeNaror-opraHu3aTop OCHOB O€30MacHON KU3HEIESITeIbHOCTH,
3aBENYIOIUI CKJIaJOM, MACMOPTHCT, KACTENSHINA, BOAMUTENb, padoune Mo OOCIYKUBAHHIO 3MaHHN
(yOopIInKy, TBOPHUKH, CAHTEXHHUKH, 3JIEKTPUKH, TUNIOTHUKN).

1.2 Crtpykrypy u wmratHyto uucieHHocTb AXC yTBepkaaeT AUPEKTOp KOJUIeAXa IO
NPEACTABICHUIO 3aMECTUTENIl JUPEKTOpa MO  aIMHHHCTPATUBHO-XO3SHCTBEHHOH pabote B
COOTBETCTBUH C 00BEMOM peIIaeMbIX 3a1ad.

1.3 OO0mee pyKOBOACTBO MAESTENBHOCTBIO CIYKObBI W €€ pa0OTHHKOB OCYINECTBISIET
3aMEeCTUTENb TUPEKTOpa MO aIMUHHCTPATUBHO-XO3AUCTBEHHOH padoTe, HaA3HAYaEMBbIi Ha OJDKHOCTD
U OCBOOO’KIAEMBIH OT TOJDKHOCTH MPHKA30M AUPEKTOPA KOJUISIKA.

1.4 KsamudpuuupoBanHble  TpeOOBaHMUS, byHKUMOHANMBHBIE — OOS3aHHOCTH, npasa,
OTBETCTBEHHOCTb 3aMECTUTEJISI TUPEKTOpa 1O aJMHHHCTPATUBHO- XO3SIMCTBEHHON padoTe M Apyrux
padotHukoB AXC pernaMeHTHPYIOTCA IOJDKHOCTHBIMH HHCTPYKLIMSMH, XapakTepUCTHKaMU pabor,
YTBEPKAAEMbIMU AUPEKTOPOM KOJIJIEKA.

1.5 3amectuTtenps aupekTopa MO AIMHUHHCTPATUBHO- XO3AHCTBEHHOH paboTe WM JHIo,
UCTIONHAOLIEE ero O0s3aHHOCTH, MMEIOT IPaBO IMOAMUCH JOKYMEHTOB, HANPAaBISIEMbIX OT HMEHH
AXC no BonpocaM, BXOJSLINM B €€ KOMIETEHIIHIO.

3. HanpasJieHusi 1esiTeJIbHOCTH (OCHOBHBIE 3aJa4H)

3.1. AIMHHHCTPaTUBHO-XO3AHCTBEHHOE O0ECIEUEeHHE NEATENbHOCTH KOJUIEIKA. TEXHUUECKOe
oOcnykuBaHUE 3AaHWA y4eOHBIX KOPMYCOB U OOIIEKUTUH, TIOMEIIeHWH, OOOpYIOBaHUS,
IUIAHUPOBAHHUE, OPTaHMU3ALMUS U KOHTPOJIb TMPOBEIACHUS HMX TEKYIIUX U KalUTAJIbHBIX PEMOHTOB;
cHaOXeHne MeOenblo, XO3SHCTBEHHbIM HWHBEHTAPEM, KAHLIEISIPCKUMU — TPUHAIJICKHOCTSIMI,



OpTraHu3alUsl TPAHCIOPTHOrO OOECHeueHus, CONEpKAHUE TEPPUTOPUH, MPHIETAOINX K 3TaHUSM
Komnemxa.

3.2. TlomroroBka M  TPEACTaBICHHWE  PYKOBOICTBY  HMH(POPMALMOHHO-aHAIUTHYECKUX
MaTEepPHaJiOB O COCTOSIHUM M TEPCIIEKTUBAX Pa3BUTHs XO3SHCTBEHHOrO OOECTIEUeHMs IEeSTeIbHOCTH
Komnemxa, paspaboTka mpennoskeHud mo cosepimeHCTBOBaHHIO AXC Ha OCHOBE HCIIOJb30BAHHS
COBPEMEHHBIX HH()OPMAILIMOHHBIX TEXHOJIOTHH.

3.3. YwuacTue B IOArOTOBKE U UCIIOJHEHUHU YIIPABIEHUECKUX pelleHni pykoBoacTsea Komnenxka
10 BOTIPOCAM aIMHUHHICTPATHBHO-X03HCTBEHHOTO obecnedeHus nesitenbHocty Komnemxka.

3.4, Koutponmp B mpemeisax CBOeH KOMIETEHIWHM 3a COOJIOAEHHEM  CaHUTAPHO-
NPOTHBOAMHUAEMHYECKOTO PEKHUMA, TNPABUI TNPOTUBOMOXKAPHOH OE30MacHOCTH, HOPM TEXHUKHU
0€301acHOCTH, CBOEBPEMEHHOE MPUHSATHE HEOOXOIUMBIX Mep MPH BBISIBICHUH (PAKTOB MX HAPYIICHHUS.

3.5. Benenne npenyCMOTPEHHOH  AEHUCTBYIOIUMMH  HOPMATHUBHO-NIPAaBOBBIMH  aKTaMH
COOTBETCTBYIOIIEH MOKYMEHTALUU, MPENOCTABICHUE B YCTAHOBJIEHHBIE CPOKU CTATUCTHYECKOW U
uHol nHpopmarun o nesreapHocTH AXC.

4. OcHoBHbIE (PYHKIHH

4.1. XozsficTBeHHOE OOCyKUBaHUE U OOECTIeUueHNe HAIeKAIIEr0 COCTOSTHUSI B COOTBETCTBUU
C IpaBWJIaMH U HOPMaMU TNPOU3BOJICTBEHHOI CaHUTApUM U IPOTUBOMNOXKAPHOM 3alIUTHI 3JaHUN U
MOMELICHUH, B KOTOPBIX PACHOJIOKEHBbI MOAPA3NECICHUS KOJUIEIXKa, KOHTPOJb HaJ HCIPABHOCTBEO
o0opynoBaHusi (OCBEIICHUs, CUCTEM OTOIUICHUS, BEHTUJISILIMM, BOAOMOTPEOICHHUS, BONOOTBENEHUS U
ap.).

42. YyacTue B WHBEHTApH3ALMU 3aHUH, OMEINEHUH, 00OpPyIOBaHUS B IIENSX KOHTPOJIS UX
COXPAHHOCTH U TEXHUYECKOIO COCTOSIHUS.

43. IlnanwpoBaHWEe TEKYUIMX H KAIHUTAJIbHBIX PEMOHTOB OCHOBHBIX (DOHIOB (31aHUM,
KOMMYHHKAIHH, TOMEIIEHUI), COCTaBIEHHE CMET XO3SICTBEHHBIX PACXOIOB.

4.4. PemoHT nomewennii, OpIToBOr0 0bopynoBaHus, opucHON u yueOHOI Mebenu, KOHTPOJIb
Ka4eCTBa BBITOJHEHHSI PEMOHTHBIX PadoT.

4.5. OOecrnieueHne TNOApPA3NENCHUN KOJJIEKAa MeOeNblo, XO3SHCTBEHHBIM WHBEHTApEM,
KOHTPOJIb HaJl UX COXPAHHOCTBIO, MPOBEAEHUEM CBOEBPEMEHHOIO PEMOHTA.

4.6. Odopmnerne HEOOXOIUMBIX JOKYMEHTOB IJIsI 3aKJIIOYEHHsI JOTOBOPOB Ha MPOBENEHHUE
padoT U OKa3aHue yCIyT CTOPOHHUMHU OPTaHU3ALMSIMH.

4.7. IlonydeHne U XpaHEHUE KAHLEIAPCKUX NMPUHAMIEKHOCTEH, XO35MCTBEHHBIX MaTEPHUAJIOB,
o0opynoBaHusi, UHBEHTaps, odecreueHrne UMM CTPYKTYPHBIX moapasaeneHuii Komnmemxa, yder ux
pPacxoa0BaHUs U COCTABJICHUE YCTAHOBJIEHHON OTUETHOCTH.

4.8. bnaroyctpoiicTBo, o3elieHeHue, yOopKa TePPUTOPHH.

4.9. Opranuszainusi TPAaHCIIOPTHOTO 00ECTIEUECHHUS N1EeATENbHOCTH KOJIIeIKA.

4.10. B coorBercTBUH C JEHCTBYKOIIMMH IPABUJIAMH M HOPMAaTUBAMHM OpraHHM3aLus
SKCIUTyaTallid M CBOEBPEMEHHOIO PEMOHTA TEXHHYECKOro OOOpYHOBaHHUS (3JIEKTPUUECKUX CETeH,
CUCTEM OTOIUICHHMSI, BEHTWISILIUY, KaHAIU3AIIMOHHBIX CHCTEM, BOAOIPOBOAA U T.1.), OecrmepedoiiHoe
o0ecrieueHne 3MaHUI M MOMEIIEHHH KOJUIEA)KA 3JIEKTPOIHEPTHEH, TEIJIOM, BOAOMW, 3JIEKTPUYECKOH
CBSI3bI0, KOHTPOJIb HAJl UX PALMOHAJIBHBIM PACXOIOBAHUEM.

4.11. IlpoBenenue MHPpOPMAIMOHHO-PA3bACHUTEIBHOU padoThl cpenu padotHrko Komtemka,
HANpaBJICHHOW Ha oOOecreYeHne COXPAHHOCTH M COAEPIKaHUS B HCIPABHOM COCTOSIHUM 3IaHUH,
NOMEIIEHNH W MMYIIECTBa, OEpeXHOE OTHOIIEHHE K OOOPYAOBAaHMIO W SKOHOMHYECKOEe
HCIIOJIb30BAHUE MAaTEPUAJIbHBIX U S3HEPTreTUYECKUX PECYPCOB.

4.12. IlposeneHne NpOTUBOMNOKAPHBIX U MPOTUBOSMUAEMUYECKUX MEPONPUATHH.

4.13. IlpoBenenue meponpusiTuii mo obecrneueHNr0 Oe30MacHOCTH, COXPAHHOCTH JKU3HH U
310POBbsI OOYHAIOIIUXCS U PAOOTHUKOB KOJUIEKA.

4.14. OcymecTBieHHEe [IESITENbHOCTH BO  B3aMMOACHCTBHUHM C APYTUMH  CIyXOaMu W
CTPYKTYPHBIMU MOAPA3JAEICHUAMH KOJJIEAXKA, & TakKe B Ipefenax CBOEH KOMIETEHLHUH CO
CTOPOHHUMHU OpPraHU3aLUSIMU.



4.15. OcymecTBieHHe B MpeneNax CBOEH KOMIETEHIMH WHBIX (YHKUUH B COOTBETCTBHH C
LEeJIIMU U 337a4aMy KOJLIeKa.

S. IIpaBa u 0TBEeTCTBEHHOCTDH

5.1. AXC umeer mpaBo:

- MOJIy4aTh MOCTYIAOIINE B KOJIJISK JOKYMEHTHI U WHbIE HH()OPMAILIMOHHBIE MaTEPUAIIBI T10
CBOEMY NMPOGHITIO NESTETBHOCTH ISl O3HAKOMIICHHS, CHCTEMATH3UPOBAHHOTO yUeTa U UCITIOIb30BAHMS
B padore;

- 3anpamuBaTh U MOJy4aTh OT PYKOBOIUTENEH CTPYKTYPHBIX MOAPa3AeeHIH HHPOPMALIHIO,
HEOOXOIMMYIO /1JIsl BBIITOJIHEHHSI BO3JIOXKEHHBIX Ha Hee 3a7a4d U (PyHKIUH;

- OCYIIECTBIISAITb OCMOTpP CIY>XEOHBIX, OBITOBBIX W CKJIAACKHUX IOMELIEHHUH, IPOBEPKY
HAJIMYUSl B TIOMEIICHUsIX 3MaHui oducHON medenu u OBITOBOrO OOOPYAOBaHHS, B Mpeneiax CBOEH
KOMIIETEHIIUH, IPOBEPKY U KOOPAUHALIMIO AE€STEIbHOCTH CTPYKTYPHBIX MOJpasfeeHuil o Bonpocam
aJIMAHUCTPATHBHO-XO35IICTBEHHOTO ~ O0ECle4YeHusi, O pe3yjabTarax MpPOBEPOK JIOKJIAIbIBAThH
pykoBoactsy Komnenxka,

- BHOCHUTb TMPEIVIOKEHUs] IO COBEpIICHCTBOBaHUIO (opMm u meromo paboter AXC u
Konnenxa B nenom.

5.2. PaborHnkn AXC HecyT OTBETCTBEHHOCTb 3a pE3yJIbTaTbl CBOEH IEesTENbHOCTH,
CBOEBPEMEHHOE M KAUECTBEHHOE BBIMOJHEHHE BCEX BO3JIOKEHHBIX HAa HHUX 3amad W (PyHKOuH B
npeaenax, ONpPeNesICHHbIX NEeUCTBYIOIIUM TPYIOBBIM 3aKOHOAATENbCTBOM Poccuiickoi ®enepaunm,
YcraBoMm Koseaka, NpaBuilaMyd BHyTpeHHero pacropsnaka Komnemka, HactosiiuM [lonoxenuem, a
TaKKe TODKHOCTHBIMU UHCTPYKIUSIMU.



