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«CTONMUYHBIH Ou3HEC KOJLJIEIK

ITonoxenue
00 aJIMUHUCTPATHBHO-X034HCTBEHHOM OT/EIE

1.001mHe moJI0KeHH S

1.1.  AJIMHHHCTPaTHBHO-XO3SIHCTBEHHBIH oTaen (namee - AXO) sBusercs
CTPYKTYpHBIM nozpas/enennem [IpogeccronaibHOu o0pa3oBaTe/bHOH aBTOHOMHOU
HekoMMepueckoi opranuszanun « CTOJTHYHBIA OM3HEC KOJIIEDK (nanee — IO AHO
CBK).

1.2. AXO Bo3MIaBisieT 3aMeCTUTENh JHUpEeKTopa I10 aIMHHUCTPATHBHO-
xo3siicrBeHHO# pabore (3am. aupekropa mo AXP), KOTOpbIH Ha3HA4YAETCs TUPCKTOPOM
1 noguuHsieTes HerocpeacTeenno aupekropy 10 AHO CbK .

13. AXO co3gaercsi C LEIbIO CO3/IaHUS HEOOXOAMMBIX YCIOBHH JUIA
opraHu3aluu o0pa3oBaTeIBHOro Iporecca U pabOThl COTPYAHMKOB CTPYKTYPHBIX
nogpasaenennii 110 AHO CBK, cozepxanus B HaJUleXKalleM COCTOAHHHU y4eOHOro
3nanus u nomenennii [10 AHO CBK.

1.4. B cBOeil AeATCILHOCTH MOJApa3fe/ieHHe PyKOBOJCTBYETCS AEHCTBYIOIIUM
saKoHOMATeNbCTBOM, (eepaibHBEIM 3aKOHOM oT 29.12.2012 Ne 273-@3 "O6
obpasoBanuu B Poccuiickoil ®enepauun”, PegepanbHbIM 3aKOHOM OT 29.12.2010 Ne
436 — ®3 «O zamure Aereil oT MH(GOPMAIMK, NPUYMHSIONIEH Bpell HX 3/10pPOBBIO H
passuTuio», ®enepanpupiv 3akonom ot 21.11.2011 Ne323-d3 «O6 ocHOBaX OXpaHBI
370poBbs rpaxaad B Poccuiickoii Penepauun», @ejiepalbHbIM  3aKOHOM oT
12.01.1996 N 7- ®3 "O HekoMMepyecKHX opraHusanusx", TpyLOBEIM KOJIEKCOM,
Vkaszom Ilpesunenta Poccuiickoii ®enepamuu ot 07.05.2012 1. Ne599 "O mepax mo
peanu3ald TOCYJapCTBEHHOW MOIHMTHKH B obnact 00Opa3oBaHHsS H HayKH,
HOPMaTHBHO-NIPABOBBIMH aKTaMU M JIOKaJIbHO-HOPMAaTHBHLIMH aKTaMH ITO AHO CBK ,
Vcrasom [10 AHO CBK # HacTOALIHM MOJIO0KEHHEM.

1.5. AXO co3maeTcs, JHKBHIHDPYETCS, PEOPraHH3yeTCs H NEePEeHMEHOBBIBACTCA
MpHKa3oM JHPEKTOpa [I0 AHO CBK B COOTBETCTBHH C JICHCTBYIOIIHM

3akoHOAaTelbcTBOM Poccuiickoil @enepalluy.




2.CTpykTrypa

2.1. CrpykTypa aJIMHHHCTPAaTHBHO-XO3SHCTBEHHOTO OTJeNa ONpPeIeIseTCs
WTATHBIM pacrnucanveM. PaloTHMKM oOTjelna Ha3HA4YalTCd HAa JIOJUKHOCTH M

OCBOGO}I{}IE\I-OTCSI OT 3aHHMaEMbIX L[OJDKHOCTefI NpHUKa3oM OUPEKTOpPAa.

3. OcHoBHBIE 321241

3.1. XozsiictBeHHOe 00CIyKUBaHHE U oOecliedeHHe BCEM He0OXOIUMbBIM
cTpykTypubix moapasaenenuii [10 AHO CBK.

3.2. O6ecneuenue HeoOxoauMbIX yeinosui padorsl ITO AHO CBK .

3.3. AZIMMHHCTpPaTHBHOE U X03siCTBEHHOE obecreuenue yueOHOro nporecca .

3.4. Cozepanne B HajUle/KallleM COCTOSHMHM 37anuii u nomewenwnit 110 AHO
CBK, mpuieraiomieil TeppUTOPHH, a Takke apeHJOBaHHbIX Ui y4eOHOro nporecca
fJI0Ia/eil, B COOTBETCTBUH C NpaBHIaMd W HOPMaMHM TPOMBIILICHHOM, CAHHTAPHOH U
110’KapHO# 0€3011aCHOCTH.

3.5. IlnanupoBanue u opranmsauus pemonra nomemenuii [10 AHO CBK,
KOHTPOJIb 3@ Ka4eCTBOM €ro IpOBeJIeHHs, MPAaBUIBHOIO COCTABJICHUS CMET, NpUEMKa
PEMOHTHBIX PadoT.

4. OyHKIHH

4.1. B ob6mactd xXo3siicTBEHHOro O0OCITyXKHBaHUs U O0OECIeYeHHH BCEM
HeoOX0IUMBIM CTPYKTYpHbIX noapasjenenuii II0 AHO CBK.

4.1.1 CBoeBpeMeHHOE M KadecTBEHHOE 00ECHEeUCHHUE I10/1pa3/iesieHus 10 AHO
CBK HeoOX0oauMBIMU MaTepHalaMH JUIs p'aESOTLI, KaHIEJAPCKUMH TOBapaMH, Mebelbio,
OpPITexXHUKOM M T.J. HA OCHOBAaHMHM 3asBOK 3@ IMOJMHUCHIO PYKOBOJHTENCH CTPYKTYPHBIX
nojpaszaenenuii [10 AHO CbK.

4.1.2 OpraHu3allMOHHO-TEXHUYECKas MOJUIEPKKa aekcTBuil noxpasaenennit 110
AHO CBK: nepee3zbl, nepecTaHOBKH U T.II.

4.1.3 Kourpomb u ydeT Bcero xossiicreenHoro umymecrsa [10 AHO CBK,
COCTaBJIeHHe W BeJIeHHEe MHBEHTApH3alMOHHBIX BEJOMOCTEH ,COBMECTHO C
Oyxranrepuei

4.1.4 Oxa3aHue TIOMOIIH COTPYAHMKAM B pa3MelleHnH, GopMHPOBaHHH pabo4uX
MECT.

4.1.5 ITouck opraHHU3alUi-NOCTaBIIHKOB MaTepHaIbHBIX CPEACTB, MOArOTOBKA K
3aKJIIOYEHHIO JOrOBOPOB C HMMH, MOArOTOBKa OOOOIIEHHBIX 3asBOK, QOPMHPOBaHHE
CYETOB Ha OILIATY.

4.1.6 Opranu3anys MOMyYeHHs H XpaHEHHs] MaTepPHAIBHbIX CPEJICTB H BblAada HX

1o 3asiBKaM cTpykTypHbIx nojpasaenenuii [10 AHO CBK.

-




B L oo o o s 10

. X G4.4. D OWIHU LM VUUCCIHICYCHMY HCOUUXUAMMDbIA YUJIUBMA MUSHC/ACALC/IbHUC LN 11V
AHO CBK.

42.1 BeneHue KOMMEPYECKO-XO3SHCTBEHHOH MACATEJIBHOCTH: 3aKJIIOYCHHE
JIOTOBOPOB C MOAPSTIHKAMH, T10 apeH]ie MoMemeH i, paboTa ¢ TOPOACKUMH CITyK0aMHu.

4.2.2 CojepxaHHe B Ha/JIeKaIleM COCTOSHHH 3[aHHUs, ay/JUTOPHH H KaOMHETOB
[10 AHO CBK B cOOTBETCTBHHU C CAHUTAPHBIMH U ITOKapPHLIMH IpaBUJIaMH U HOPMaMH.

4.2.3 TlomjmepxaHHe B MCIPAaBHOM TEXHHYECKOM COCTOSHHMH: OCBEUICHHS,
CHCTEMBI OTOILIEHHSI, BEHTHJISALMH, KaHAIU3aIlHH, Tele(QOHHONH CUCTEMBI, JIICKTPOCETH,
cpencT noxkapHoit GesomacHoctd B 3ianuu [10 AHO CBK, mpunsrue Mep mo
06eCIIeYeHHI0 COOTBETCTBHS ITUX CHUCTEM YCTAHOBJIEHHBIM HOpPMaM (CBOEBPEMEHHBIH
PEMOHT, O00C/y)KMBaHHE M HalaJKa BbIUICIEPEYUCICHHOrO) [OCPEACTBOM BbI30BA
COOTBETCTBYIOIIMX PEMOHTHBIX CIYXKO.

4.2.4 Obecrieuenne paborocnocodbnoct Becex kommyHukanuii 110 AHO CBK:
BOJIOCHAOKEHHE ,3JIEKTPOCHAOKEHHE ,0TOIIIEHUE, BEHTUIISLIUA.

425 Obecneuenne OesomacHoi paborst B [IO AHO CbK u
aHTHTeppopucTHUecKoi 3aupuieHHoctn 3xanus [10 AHO CBK.

4.2.6. Opranuzanus xoutpouss B IO AHO CBK 3a obecnedeHHeM
3JIeKTpOSHEpTHeH, BOI0CHAGKEeHHeM, COOI0IGHHEM IPOTHBONOXKAPHON 0e3011aCHOCTH.

4.2.7. Opranusaiusi XO3sHCTBEHHOro 0oOecrneyeHusi COBEIaHHH, CCMHHAPOB H
xoHdepeniuit, mposoaumsix B [10 AHO CBK.

42.8. Opranuzauuss W [OPOBEJEHHE TPOM3BOJCTBEHHOIO  KOHTPOIA 34
cobIroleHHeM  CaHWTApHBIX HOPM W TIpaBWJl, M BBINOJHEHHWE  CAHHUTApHO-
HPOTHBOIINUIEMUYECKUX MEPOIIPHSATHH.

4.2.9. Opranu3aius 1 MpoBeJeHUe MEPOIIPUATHI 110 OXpaHe TPyAad, KOHTPOJIb 32
HX CODJIIOZICHUEM.

4.2.10. OcymiecTBleHHe B Mpejesiax CBOEH KOMIIETEHIMH HHBIX (QYHKIHH B
COOTBETCTBMH ¢ HasHayeHueM M 3a1adamu 110 AHO CBK.

4.2.1106ecnedenue coOI0eHHs TPOTHBOMOXKAPHBIX TPeOOBaHUH U HOPM.

4.2.1206ecnieuenus poctynnoctu 3aanus 10 AHO CBK, npuieraonmi
TeppuTopuH 1 KabuHeToB ¢ OB3 1 HHBATHIIOB.

S.I1paBa

5.1. Tlomysats oT Bcex cTpykrypHsix mozapaszgenennii IO AHO CBK
HH(OPMAILIHIO, HEOOXOAMUMYIO JUlsi BBINOIHEHHS BO310)eHHBIX Ha AXO QyHKIHA.

5.2. BecnpenstcTBeHHO nMpoxoauTh Bo Bece nmomemernns [10 AHO CBK B nemsax
BBITIOJTHEHHS CBOHMX JIO/DKHOCTHBIX 00f3aHHOCTEH.

5.3. TpeGoBate mnpekpamenus cotpyanukamu [0 AHO CBK pabotel u

OCBOOOXKIEHHS IOMEIIEHHH B Clydyae BO3HHKHOBEHHS aBapHHHOH CHTyallHH HIH

aBapHH.




o JF Y Dl’l'.iklpUb'dlh BLCC J_lUl\yMCHl'bl, KRALCdHOLLINCCA lCl\.yLLlCh JEA1CI/IbHUC I AAY
(KOMMEpYECKO-X03sHCTBeHHAs  ACATE/IBHOCTD, obecriedeHHe TapKOBKH, BblJa4a
MaTepUalbHBIX CPEJICTB, YTBEPK/ISHHE KaJPOBhIX H3MEHEeHHUH ).

5.5. Vkazauus AXO B mpezenax (QyHKUHH, MpelyCMOTPEHHBIX [TonoxeHHeEM,
JBISIOTCS O00S3aTeNbHBIMA K PYKOBOACTBY M HCIIOJHEHHIO BCEMH CTPYKTYPHBIMH
noapasaenesusmu 110 AHO CBK.

5.6. IlpencraBiaTh PyKOBOJCTBY 10 AHO CBK mnpennoxeHus Mo yJIy4lIeHHIO

nestensHoct AXO.

5.7. Ilo nopyuenuto aupekropa 10 AHO CBK npencrasnsats 10 AHO CBK B

M00BIX OpraHW3aLMsaX 10 BOIPOCaM OTHOCHILUXCA K komrmieTeHuu AXO.

6.BzanmonencTBHs
6.1. BsauMmojeiicTBHe OTAeNa ¢ APYTMMM CTPYKTYPHBIMHM MOJpPasIcICHUIMU
[I0 AHO CBK onpenensercs 3ajayaMd M QYHKIMAMH, BO3JOXKCHHLIMH Ha HETOo

gactosammM IlonoxxeHueM.

7.0TBEeTCTBEHHOCTD

AJIMHHHCTPATHBHO-XO035HCTBEHHBIA OT/IE]l OTBETCTBCHEH:

7.1. 3a cBOeBpeMeHHOEe BBINOJHEHMe pabor, 3a HE  TPEBLILICHAC
3aILIaHMPOBAHHBIX PACXOJI0B, a TAKIKE 3a NOJICPIKaHNE KauecTba B pabore.

7.2. 3a coleprkaHue 3[aHMsl, TOMEIIEHHH U HHKEHEPHO-KOMMYHANLHBIX CHCTEM
B HaJIekKalleM COCTOSHHUH.

7.3. 3a obecnedyeHne AeHCTBYIOMAX HHCTPYKIKH, TPUKA30B U pacropsiKeHHH 110
COXPaHEHHIO KOMMEPUECKO# TalHbI 1 KoH(HUAEHI[HAIBbHON HH(POPMAIIKH.

75 AXO oOTBeTCTBEHEH 3a  CBOEGBPEMEHHOCTb M JIOCTOBCPHOCTDH
npejocTaBisieMoil HHGOPMAaIUK JIMPEKTOPY 10 AHO CBK.

7.6. 3am. gupektopa 1no AXP HeceT OTBETCTBEHHOCTh 3a Hajlexalnee
BRIMONHEHHE JOJKHOCTHBIX —0Osf3aHHOCTEH B COOTBETCTBUM C  TOJIOKCHUAMH
Tpynosoro koaekca Poccuiickoii denepalii 1 B COOTBETCTBUHM C JIOJDKHOCTHBIMH

UHCTPYKLHSAMH.

PaspaboTair:

3am.nupekropa mo AXP B.JO. ABuios
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CornacoBaHo
[ maBHBIM FOPHCT

MHcnekTop 1o Kajapam
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