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1. OBIIUE TTOJIOXXEHMA

1.1. Hacrosmiee ITonoxenue 06 OTaesne mo aJMUHUCTPATUBHO-XO3SHCTBEHHOH pabore dunmana
PYTXII sBisieTcss JIOKAIHHEIM HOPMATHBHO-IIPABOBBIM aKTOM, ONPENEISIONMAM Ha3HA4YeHUe, LENH,
3ajaud, QYHKIMH, IpaBa, OTBETCTBEHHOCTh W OCHOBBI JedrensHocTH OTaena 1o aJIMHHHCTPaTHBHO-
xo3siicTeennoi pabore (manee - Otaen) B dunuane PYTXII

1.2. Otmen sBnsercs CTPYKTYpHBIM moppaszgenenueM ¢umana PYTXII, obecneunsarommm
OpPraHM3alyio W KOOPAMHALMIO aJMUHHCTPATHBHO-XO3sAHCTBEHHOro paboTsl ¢uimmana. CTpykTypHOE
MOJIpa3/ielIeHue CO3/aeTcs, pEOPraHu3yeTCs U JIMKBUIUPYETCs IIPHKAa30M AUpPEKTopa.

1.3. TTonoxenue paspaboTaHo B cooTBeTcTBUM ¢ DPenepanbHbM 3akoHoM ot 9.12.2012 Ne 273-@3
«O6 obpasosanuu B Poccmiickoit ®Penepauun PenepanbHeM 3akoHOM «O6 OCHOBaX OXpaHBI TpyHa B
Poccuiickoit @emeparuu» ot 17.07.1999 Ne 181-03 ¢ u3MEHEHUAMH.

1.4. B cBoeli JeATENbHOCTH pPabOOTHUKH OT/AENa PYKOBOJCTBYIOTCS  JEHCTBYIOLIMM
3aKoHOJATENLCTBOM P®, HOpPMATHBHO-IIPABOBBIMH aKTaMH, HOpPMaMM M IpaBUJIaMH COAEpKaHHU,
SKCIUTyaTal[id ¥ PEMOHTA 3JaHUi, TeXHHYECKOro o0OpyHnOBaHHs, HOPMATHBHBEIMU JOKYMEHTaMH IO
COOIIOZICHNIO CAaHMTAPHO-TIPOTHBOIMHUAEMAYECKOr0 PEXHMMa, IPOTHBONOXAPHOHM GesonmacHOCTH |
tTexHuKH 6e3omacHoctd, YcerasoMm PYTXII, ITonoxeruem o ¢punuane PYTXII, HacToAmum noioxKeHHeM,
[lpaBuiaMy BHYTPEHHEro TPYJAOBOrO pacropsiiika, MAPYTMMH BHYTPEHHHMH HOPMaTHBHBIMH
JOKYMEHTaMH, TIPaBUJIaMM ¥ HOMaMH OXpaHbl TpyJa, IPHKa3aMH M PACIOPSHKSHUAMH BBIIICCTOSMINX
OpraHu3aluii, NpUKa3aMy U PaclopsHKeHUAMHE JMpeKTopa Guinana.

1.5. estensHocTh otaena mo AXP ocymiecTBISETCS Ha OCHOBE TEKYIIEro M MEPCHEKTHBHOTO
IJIAHMPOBAHMs, [EPCOHATPHOH OTBETCTBEHHOCTH pAOOTHHKOB 32 Ha/UIexkaliee HCIOJHEHHE
BO3JIOYKEHHBIX Ha HUX JOMHKHOCTHBIX 0653aHHOCTEH U OTHENBHBIX opyueHuil pykosoautens Otaena.

2. OPTAHU3AILIMOHHASA CTPYKTYPA OTJIEJIA

2.1. CtpykTypy 1 wratHoe pacnucanue Otnena yreepxaaer pekrtop PYTXII mo npexcrasnenuo
nupexropa ¢pumana PYTXII uexons us odbema perraembIx 3aaad.

2.2. OTaen HEMOCPENCTBEHHO ToauuHseTces qupekTopy ¢umaana PYTXII, koropsrit onpenenser
IITATHBIA COCTAB, KOHTPOJIMUPYET H KOOPJHHUPYET paboTy OTAENa C APYTHMMH IIOAPA3AeICHUIMH.

2.3. PaboTHHKH OT/E/a, UMEIOIIME COOTBETCTBYIOIEe 00pa30BaHUe U ONBIT paboThl, HA3HAYAIOTCS
Ha JIOJDKHOCTH TPHKA30M AMPEKTOpa (puinaia 1o nmpeAcTaBIeHHIo HadanbHuKa oTena pummana PYTXIL

2.4. PacnpenmeneHue o00s3aHHOCTEH MEXIy COTPYAHHKaMH OT/Jesla OCYHIECTBIISET AHPEKTOP
bunuana.

2.5. Pabora oTaena OCyLIECTB/SETCS B COOTBETCTBHM M T1aHOM paboTsl ¢unuana PYTXIL
3. LIEJIX U 3AJTAYUU OTAEJIA

OcHoBHOM menbio  gesrensHocTd OtTaena  sBiIfeTCs  aJAMHHHUCTPATHBHO-XO3SHCTBEHHOE
obecrnieuenue gestenbHocTH ¢pumuana PYTXII

OCHOBHBIMH 3a7jauaMH OT/eJIa SBJISIOTCS:

3.1 Texuuueckoe o6CITy)XHMBAHHWE 3[aHWM, ToMelleHu#, obopynoBaHus (CHCTEM OTOILICHHS,
BOJIOCHAOMKEHHUS, BEHTWIALMM, 3JEKTpOCeTed W T.[.), IUIAHMPOBAaHHWE, OpPraHu3al¥s U KOHTPOJb
NpOBEJIEHUs MX TEKYNIMX K KAIWTaJIbHBIX PEMOHTOB, CHabXeHHE MeDeNbIo, X034ACTBEHHBIM
WHBEHTAPEM, Cpe/ICTBaMH MEXaHH3allui HHKEHEPHOTO U YIPaBIeHIECKOro Tpyaa.

3.2 KOHTpomp palMOHAILHOrO WCIIONB30BAHMS MAaTepHATBbHBIX PecypcoB, obecredeHue
coxpannoctu coberBennoct PYTXIL

3.3 TloaroroBka W TpeAcCTaBieHHe MTUpPEeKTOpy G(unMana HHOOPMALKMOHHO-AHATHTHICCKUX
MaTepHaJOB O COCTOSHHHM W IIEPCIEKTHBAX Pa3sBHUTHA XO3AHCTBEHHOro obecredeHHs eATeNbHOCTH
¢unmana, paspaboTka IpeUIKEeHHH 10 CoBepIIeHCTBOBaH IO paboTsl OTaerna.

3.4 CoBeplIEHCTBOBAHME M BHEJIPEHHE HOBBIX METOOB OpPraHH3alMH pabOThHI, B TOM YHCJIE Ha
OCHOBE HCITOJIb30BAHMS COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHH.

3.5 YyacTee B MOArOTOBKE M HCIIOJIHEHUH YIIPaB/IEHYECKUX PEIIEHHH PYKOBOJCTBA 110 BONPOCAaM
aIMUHUCTPATHBHO-XO3sHCTBEHHOTO 00ECIIeUeHNs AeATEeIbHOCTH (Hnana.

3.6 KoHTpoib B mpedenax CBOCH KOMIETEHIMM 3a COOMIOJCHHEM penma Oe30IMacHOCTH,
CaHHUTAPHO-TIPOTHBOAMHUAEMHYECKOTO pPEeXKUMa, MpaBUI [POTUBONOXKAPHOH 06e30macHOCTH, HOPM
TEXHUKH 6€30I1aCHOCTH, CBOEBPEMEHHOE MPHHSTHE HEOOXOMMMBIX MEp IPH BEISBIEHMH (DaKTOB HX
HapyILEHHsI.



3.7 BenmeHue TpeIyCMOTPEHHOW  HEHCTBYIONIMMHM  HOPMATHBHO-TIPABOBBIMHM  AKTaMH
COOTBETCTBYIOIIEH HOKYMEHTAIMH, [IPEI0CTaBIEHHE B YCTAHOBICHHBIE CPOKH CTATHCTHYECKOH M HHOM
uHdopMmaiyuu o gesrensHocTH OTAENA.

3.8 Pemrenne WHBIX 3a/1a4 B COOTBETCTBHUH C HeIsMHU unuana.

3.9 Otaen OCyNIECTBIISET CBOK NEATENbHOCTh BO B3aHMMOACHCTBHHM C JPYTHMH CIyX0aMu H
crpykrypHbsiMH noapasaenenusvu PYTXII, pumana PYTXII, a Takke B ipeaenax cBOeH KOMIICTCHIIUH
CO CTOPOHHUMH OPraHM3alUsIMHy.

4, DYHKIIMU OTAEJIA

4.1 TlnanupoBaHue, OpraHU3alus U KOHTPOJIb aIMUHHCTPATHBHO-XO3SHCTBEHHOrO ObecreueHus
nestensHOoCcTH (prnmana PYTXIL

4.2 Xo3ssiicTBeHHOE 00CITy)XHBaHUE U oOecrieueHne HaIJIeXallero COCTOSAHUS B COOTBETCTBUHU C
MpaBU/IaMd U HOPMaMmH TPOM3BOJCTBEHHOH CaHMTapMH M IPOTHBONOXAPHOW 3alIMTHl 3[aHUA U
MIOMEIEHHUH, B KOTOPBIX DACIIOJIOKEHBI IOJApa3/ieNieHusl (HUIMana, KOHTPOJb 3a MCIPaBHOCTHIO
o6opynoBaHus (OCBEIEHHS, CHCTEM OTOIUICHUS, BEHTHIALNM U AP.).

4.3 VyacTHe B MHBEHTAPHM3AllMM 3[JaHUs, [TOMENICHWH, 00OpyHOBaHUS B LEIAX KOHTPONIS WX
COXPAHHOCTH ¥ TEXHUYECKOTO COCTOSHUS.

4.4 TInaHMpOBaHWE TEKYIIUX M KANHTATGHBIX PEMOHTOB OCHOBHBIX (DOHMIOB (31aHMs, CHCTEM
BOZIOCHA0KEHH S, BO3AYXOIPOBOLOB U APYTHX COOPYKEHHHM).

4.5 PeMOHT IOMEIEHHH, KOHTPOIIh KA4ecTBa BBINOJHEHUS PEMOHTHBIX paboT.

4.6 Ob6ecrieyenne noapasaeneHuit Gpuanana MeOenspio, X03MCTBEHHBIM HHBEHTApEM, CPEeICTBAMH
MEXaHHW3allMM MHKEHEPHOTO W YIPaBICHYECKOro TpyZAa, KOHTPOIb 3a WX palHOHAIBHBIM
HCIIOIB30BAHHEM, COXPAHHOCTHIO, IPOBEICHHEM CBOEBPEMEHHOT0 00CITY)KHBAHHS M PEMOHTA.

4.7 OopmireHre HEOOXOMUMBIX JOKYMEHTOB [UIs 3aK/TIOUEHHs IOTOBOPOB Ha MPpOBeeHHe paboT 1
oKa3aHue yCIyr CTOPOHHUMH OpraHU3alUusaMH.

4.8 TlonmyyeHHe W XpaHEHHWE KAHUEISPCKAX NPHHAIEKHOCTEH, XO3AHCTBEHHBIX MaTEepUalIOB,
06OpyNOBaHHsA, HHBEHTapd, oOecreYeHHe WMHM CTPYKTYPHBIX mojpasjeneHudl dummana, ux
pacxo/I0BaHHsl U COCTABJICHHE YCTAHOBIEHHON OTYETHOCTH.

4.9 KOHTpO/Ib palMOHAIBHOTO PACXOMOBAHHMS MAaTEPHAIOB, BHIIEIAEMBIX IS XO3SHCTBEHHBIX
Lenem.

4,10 BnaroycTpoicTBo, 03ejieHeHue, yOopka TeppUTOpUH (punania.

4.11 XossiictBeHHOEe 06C/Ty)KUBaHHE MPOBOIMMBIX COBEINAHHH, KOH(EPEHIHMH, CEMHHApOB W
JIPYruX MEpOIPUATHH.

4.12 DxcrayaTtalys ¥ CBOEBPEMEHHBIM PEMOHT TEXHHYECKOro 000pynoBaHHS (3IEKTPHYECKHX
ceTeif, CHCTEM OTOILIEHHMS, BEHTHJIAIMU U T.J.), OecnepeboiiHoe obecrieyeHue 37aHus U IOMEINEHHI
Gbunuana 3MeKTpoIHEPrueit, TEII0M, BOAOH, KOHTPOJIb 32 HX PallAOHATBHBIM PAaCX0I0BaHUEM.

4.13 TlpoBenenue WHGOPMALMOHHO-PA3BICHATENBHOR paboTEl cpeau paboTHHKOB (uimana,
HanpaBJeHHOW Ha oOecleYeHHe COXPAHHOCTH M COJAEPKaHMS B HCIPABHOM COCTOSIHMH 37IaHHMH,
NOMEILEHUH W HMyllecTBa ¢uiuana, OepexHOe OTHOIIEHHE K OOOpPYHOBaHMIO H 3KOHOMHOE
MCIIONIb30BAHHE MAaTepHAllbHBIX M HHEPreTHYECKUX PpecypcoB (3JEKTPOIHEPIHM, TeIUia, BOJIE,
KaHIIEJSPCKUX TTPHHALIEHKHOCTEH, PACXOIHBIX MATEPUAIIOB U T./1.).

4.14 TlpoBeseHue MPOTUBONIOKAPHBIX M IIPOTHBOIMIEMHUIECKHX MEPOIIPHSITHH.

4.15 OcymecTBiieHHe B MpejieNiaX CBOeH KOMIIETEHIIMH HHBIX (QDYHKIHH B COOTBETCTBUH C LEIAMU
W 3anavamu punuana.

4.16 Oprasu3alnus TpaHCIOPTHOrO obecriedeHus AesiTenbHOCTH ummana. IToaroToska 10roBopos
Ha TPAHCIIOPTHOE 00CIIyKUBAHHE CTOPOHHUMH OPraHU3alisaIMH.

4.17 Opranuszanus MUTaHAs OOYYAIOIIMXCA M COTPYAHHWKOB (uIHaga B COOTBETCTBHH C
OEeWCTBYIOLIMM 3aKOHOAaTeNbCTBOM PO,

4.18. Oprasu3anus npuemMa, perucTpalliid U HeoOXOAUMOTrO OOCITY)XHBaHHMS JIML, PHOBIBIIMX B
ciryxeOHbIe KOMaHIUPOBKH.

5. [TIOJITHOMOYMA PABOTHHUKOB OT/IEJIA

Pa6otauku OTmena aJis OCYINECTBICHHUS CBOMX OCHOBHEIX (YHKIMI U 3a]a4 BIpaBe:

5.1. BHOCHTE pyKOBOJCTBY (punuana npeuIoKeHus 1Mo BOIPOcaM, OTHOCAIUMCS K KOMIETEHIHH
Otnena.

5.2. 3HAKOMHTLCS € JOKYMEHTaMH, HEOOXOIMMBIMH IS OcymiecTBIeHus QyHkuuii Otaena.



5.3. 3ampamuBaTh ¥ MOIy4aTh B YCTAaHOBJIEHHOM IOPsIKE OT pabOTHAKOB (rIHana HHYOPMALHUIO
M JOKYMEHTBI JUI PEelLIeHUs BOIIPOCOB, BXOASAIINX B KoMmneTeHIHI0 OTaena.

5.4. TlpuBnekaTh B yCTAHOBJIEHHOM NOPsAKE pabOTHUKOB CTPYKTYPHBIX MOApa3ZieNeHuH bumana
K IIOJITOTOBKE MPOEKTOB JOKYMEHTOB, CIIPAaBOYHOH MH(OPMALIMH U APYTHX MAaTEpHAJIOB IO MOPYYEHHIO
pyKOBOJCTBa dunuana.

6. OTBETCTBEHHOCTb

6.1 Paborauku OTmena HecyT MEPCOHAIBHYIO OTBETCTBEHHOCThH 3a HEHAAJIEKAILIEE HMCIIOIHEHHE
WIA HEWCIIONHEHHe OTHeNoM (YHKUuM M 3amad, NPeAyCMOTPEHHBIX HACTOSIIMM IIOJOXKEHHEM, B
MOpsAZIKE, YCTAHOBIEHHOM JeHCTBYIOIINM 3aKOHOAATENECTBOM PD.

6.2 Ha pyxoBogutens Otzesna Bo3jaraercs NepCoHanbHas OTBETCTBEHHOCTS 3a:

- HeHajUIeKallee HCIOJHEHWE WM HEHCIIOJHEHHe CBOMX O00s3aHHOCTEH, NpemryCMOTpPEHHBIX
INOJDKHOCTHOM  HMHCTpyKUMed, B  TOpSOKe,  YCTAHOBJIEHHOM  JIEMCTBYIOIIMM  TpPYJIOBEIM
3aKOHOJATEIBCTBOM;

- HEKAa4YeCTBEHHOE BBINOJIHEHHE pabOThl COTPYAHMKAMH IIOApa3fiejieHHss B COOTBETCTBHH C
JIOJDKHOCTHBIMU MHCTPYKIHSAMH;

- HA3KYIO UCIIOJTHUTEIBCKYIO JUCIMIUTHHY coTpyaHuKkoB OTaena;

- co6ITI0/IeHHe TIpaBuJl BHYTPEHHETO TPYIOBOIO pacropsika (unmnana;

- PYKOBOACTBO Bceit aesitenbHOCTBIO OT/ena, CBOEBPEMEHHOE M Kav€CTBEHHOE BBINIOJIHEHHUE
BO3JIOKeHHBIX Ha OTaen 3ana4 U QyHKUIKH;

- CBOEBPEMEHHOE 03HAKOMIIEHHE C [IPOEKTaMH pellleH i pyKoBo/IcTBa (hiinaa, KacalomuMHUCs ero
e TeNTbHOCTH;

- OCYIIECTBJIEHHE B MpeAeNax CBoed KOMIeTeHIMH (yHKUMH yIpapjieHHs (IJIaHMPOBaHHS,
OpraHmu3allii, MOTHBALMHK, KOHTPOJ), NpPHHSATHE peImeHMH, 00A3aTeNbHBIX IS BCeX pPabOTHHUKOB
Otnena;

- pacmpezieneHre (QYHKIMOHAIBHBIX O00A32HHOCTEH M OTHEIBHBIX IMOPYYCHHH MEXIy
corpyauukamu OTzena, yCTAHOBICHHE CTENCHH MX OTBETCTBEHHOCTH, PH HEOOXOIMMOCTH BHECEHHUs
TpeUIOYKEHNI JupeKkTopy ¢uiamana o6 M3MEHEHHH [O/DKHOCTHBIX HMHCTPYKUHMHA TMOXYMHEHHBIX €My
pabOTHHKOB,

- BHECEHHE JMpPEeKTOpy (minara MpeIoNEeHHH IO coBepuIeHcTBOBaHHMIO paborel OTxena,
ONTHMH3ALUHU €€ CTPYKTYPB! U IITATHON YHCIIEHHOCTH;

- y4YacTHe B MEPCIEKTHBHOM M TeKyIleM IUIaHUpOBaHUM JesrensHocTH OTxmena, a Takke
IOJIrOTOBKE IIPUKA30B, PACIIOPSIKEHHMH H HHBIX JOKYMEHTOB, KacaloIuXcs BO3JI0XKeHHbIX Ha OTae 3a1a4
1 QyHKIUHA;

- IPUHSATHE HEOOXOMMBIX Mep VIS YITy4LIeHUs MaTepHaIbHO-TEXHHIECKOr0 M HH(OPMAIIHOHHOTO
obecrieuenus, ycI0BUi TPy 1a, MOBBIIEHUs POhecCHOHANBHON MOAroToBKY paboTHHKOB OTHEna;

- yuacTtHe B moabope u pacctaHoBKe kaapoB OT/iena, BHECEHUE TUPEKTOPY (HIIHaNa NPeIIOKEHUH
0 MOOIIPEHUH U HAIIOKEHHH JTUCLUIIMHAPHBIX B3BICKaHUM Ha paOOTHUKOB OT/ENd, HANPaBJIeHUH MX Ha
[EepPENOArOTOBKY M ITOBBIIICHHE KBATM(DUKALINH;

- COBEpIIIEHCTBOBAHUE CUCTEMBI TPYIOBO# MOTHBaLMH paboTHHKOB OTaena;

- OCYIIECTBIIEHHE KOHTPOJIS HCIIOTHEH!S MOAYHMHEHHBIMA €My PaOOTHHKAaMM CBOUX JIOJDKHOCTHBIX
06s3aHHOCTEN, COOJIIO/IeHus TPYAOBOM TUCIHMIUIMHEI U AesTensHocTH OTaena.

6.2. B mepuoxa orcyrctBus pykoBoauTens Otaena ero oOS3aHHOCTH HCIOJHSAET Ha3HAYEHHBIA
IpPUKa30M aupekTopa (uiuana aApyroi paboTHHK.

6.3. PykosoauTtens OThena MM JIUIIO, UCTIONHSIONIEE €ro 00A3aHHOCTH, MMEET MPaBO IMOIMHUCH
NOKYMEHTOB, HampasiseMbiX oT uMeHH OtThena mo BOIPOCaM, BXOMIIAM B €ro KOMIICTEHIHUIO,
NPUBJIEKATh CIENHATHCTOB OPYTHX CTPYKTYPHBIX MOApasfeNeHui Quinana K peleHuio 3anad,
BO3JIOXKEHHBIX Ha OTAes.



