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1. O0mue nmoJioKeHUus

1.1. Hacrosmee monoskeHue omnpenenseT HazHAYeHUe, ST, 3a0a4H, $yHKIMH, ITpaBa,
OTBETCTBEHHOCTh H OCHOBBI NEATEIbHOCTH aIMHHHUCTPATHBHO-XO3AMCTBEHHON YacCTH

(manee - AXY).

1.2. AXY ocymecTBisieT aIMHUHUCTPATHBHO-XO3AUCTBEHHOE 00eCIeYeHre e TeIbHOCTH
OpraHHU3alNH.

[.3. AXY siBIsieTCsl caMOCTOATENBHBIM CTPYKTYPHBIM IOZpa3[e/eHHeM OpPraHH3aldy U
MOAYHHSAETCS HENOCPEACTBEHHO €€ PYKOBOAUTEIIIO U OJHOMY M3 €r0 3aMEeCTUTENIEH.

[.4. B cBoeii nesrensHocTH AXY pyKOBOJCTBYETCSI AEHCTBYIOIIUM 3aKOHOLATEIbCTBOM,
HOPMAaTHBHO-NIPABOBBIMH aKTaMHU U METOJUYECKHMH MaTepuajaMH 0 XO35IHCTBEHHOMY
00CITy’)KMBaHHIO, HOPMaMH U NPaBUJIAMH COJIEPIKAHHS, SKCIUTYaTallMH U PEMOHTA 3/aHuil,
TeXHHYECKOro 00OpyNOBaHHWS, HOPMATHUBHBIMH JOKYMEHTAMH 110 COOJIIOJEHHIO
CAHUTAapHO-NIPOTUBO3MMUIAEMHUYECKOr0 pEXKUMa, IIPOTHUBONOXKAPHOM O€30IIaCHOCTH ¢
TeXHUKH 0€30MacHOCTH, OpraHH3alHOHHO-PACTIOPAAUTEILHEIME JOKYMEHTaMH CaMoii
OpraHru3allMyd U HACTOSIIHUM I10JIOKEHHUEM.

[.5. HMesrenbHocTh AXY oOCylIeCTBISieTCS Ha OCHOBE TEKYIIEr0 M IepCreKTHBHOTO
[JIAHUPOBaHHUS, COYETAaHUS e€IWHOHAYalMsl B DPELIEHHH BOIPOCOB  CIIY)KEOHOM
AEATeIbHOCTH M KOJUISTHAJIIBHOCTH  IIPH  MX  OOCYXIEHHH, IePCOHAIBHOM
OTBETCTBEHHOCTH DPaOOTHUKOB 3a HAJUIEKAIee HCIIOJHEHHEe BO3JIOXKEHHBIX Ha HHUX
JIOJDKHOCTHBIX OOS3aHHOCTEH M OTHENBHBIX MOPYYEHHH 3aMECTUTENIEM PYKOBOIUTEJIS
opra"Huzauuy nmo AXP.

1.6. PaboTtHukn AXY Ha3zHAYarOTCS HA NOKHOCTU M OCBOOOXKIAIOTCS OT 3aHUMAEMLIX
NOJDKHOCTEH IPHUKa30M PYKOBOIMTEJISI OPraHU3allid B COOTBETCTBUU C €N CTBYIOIIUM

3dKOHOJATEJIbLCTBOM.

l.7.  KsanmudukaunoHHele TpeGoBaHMs, (QYHKIHOHAIbHBIE OOS3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTH PabOTHHUKOB AXY pPErJIaMEHTUPYIOTCS OOJDKHOCTHBIMH
WHCTPYKUHSAMH, YTBEPIKIAEMBIMUA PYKOBOAUTEIEM OPraHU3alUH.

1.9. 3amecturens pykoBogurens nmo AXP:

- PYKOBOIHUT BCeM nesiTeabHOCTBI0O AXY, HeceT NMepcOHaJbHYIO OTBETCTBEHHOCTH 3a
CBOCBPCMECHHOE M Ka4€CTBEHHOE BBINOJHECHUE BO3/10XKEHHBIX Ha AXY 3ana4 U GyHKLMI;

- OCYILIECTBIIACT B [IpeJiesiaX CBOEH KOMITETEHIIMU (DYHKIIWH yIpaBieHus (IJIaHUPOBaHuUS,
OpraHu3allM, MOTHMBAlLlMH, KOHTPOJIA), IPUHUMAET pellleHHs, 00f3aTelbHble IS BCeX
paboTHUKOB AXY;

- pacnpenenser (yHKUMOHAIbHbIE OOS3aHHOCTH U OTHEJbHBIE [IOpYUYEeHUS MEexXny
coTpyaAHukamu  AXY, ycTaHaBiauBaeT CTENeHb WX  OTBETCTBEHHOCTH, IIPH




HEOOXOIMMOCTH BHOCHUT MNPEUIONKEHHS DPYKOBOAMTEIIO OPraHMU3alid 00 H3MEHEHHH
JNOJDKHOCTHBIX HHCTPYKLIUH ITOAYUHEHHBIX €My paOOTHHUKOB;

- BHOCUT DYKOBOJACTBY OpraHHM3allMH IPEIJIOXKEHHsS I10 COBEPLIEHCTBOBAHHIO DPabOTHI
AXY, onTUMH3ALMY €€ CTPYKTYPBI ¥ IITATHON YHUCIIEHHOCTH,

- Y4aCTBYET B NEPCIECKTUBHOM M TEKYIIEM IUIAHUPOBAHUM JesaTelbHOCTH AXY, a Takke
[IOATOTOBKE MPUKA30B, PACIIOPSHKEHUM U UHBIX IOKYMEHTOB, KaCAIOIIMXCS BO3JIOKEHHEIX
Ha AXY 3a1a4 U QyHKIIUH;

- TpPUHUMAeT HEOOXOAMMBIE MeEpbl Ul YJIY4YUIEHHS MaTePUATbHO-TEXHHYECKOTO W
HH(OPMALIHOHHOTO O0EeCNeueH s, YCIOBHII Tpyaa, MOBBIIIEHHS NPOheCCHOHATBHOMN
IOATOTOBKH paOOTHUKOB AXY;

- y4acTByeT B moadope u paccraHoBKe KaapoB AXY, BHOCHT pyKOBOACTBY OpraHH3alHH
MPEATIOKEHHS O MOOLIPEHUH U HAJIOXKEHHH JUCLUILUIMHAPHBIX B3bICKAHWH HA PAOOTHUKOB
AXY, HanpaB/IEeHWH MX Ha MEPENOArOTOBKY U MMOBHIIIEHHE KBATH(DUKALIIH;

- COBEPIICHCTBYET CUCTEMY TPYAOBOM MOTHUBALIMU paOOTHHKOB AXU;

- OCYIIECTBJISIET KOHTPOJb HMCIOJHEHHUS ITOAYUHEHHBIMH €My paOOTHHKAMH CBOMX
NOJDKHOCTHBIX O0SI3aHHOCTEM, COOJIIOAEeHUS TPYAOBOW JUCHHUIUJIMHBEI U JESITEJIbHOCTH
A XY B 11ej10M.

1.10. B mepuon otcyrctBusi 3amectutens pykosomutenss no AXP ero o6s3aHHOCTH
HCTIOJIHACT Ha3HAYCHHBIN ITPUKAa30M PYKOBOAMUTENS OpraHU3aluy Apyroil pabOTHHUK.

[.11. 3amecturens pykoBoautens no AXP unu jauLo, UCIONHSIOLIEee ero 00S3aHHOCTH,
UMCIOT NpaBO MOAINKCH AOKYMEHTOB, HalpaBiIsAeMbIX OT UMeHHM AXY 1o Bompocawm,
BXOJSIIUM B €€ KOMIIETEHIIHIO.

[.12. AXY ocywmecTBisieT CBOX JEATEIbHOCTh BO B3aHMOJEHUCTBHH CO CTPYKTYpPHBIMH
[IOAPAa3ACICHUSAMA OpraHU3allMd, a TaKXe B TMpeneliax CBOEH KOMIIETEHIIMHM CO
CTOPOHHUMM OPraHU3aLUSIMHU.

[.13. 3a HeHamuexallee WCIOJHEHHE MODKHOCTHBIX OOS3aHHOCTEH M HapylIeHHE
TPYAOBOH IHUCUMIUTHHBI paboTHMKH AXY HecyT OTBETCTBEHHOCTH B IOPSIKE,
NpeayCMOTPEHHOM AEHUCTBYIOIIUM 3aKOHOJATEILCTBOM.

[.14. Hacrosiiee monoxenue, CTpyKTypa U IITaTHOE pacnucanue AXY yTBepKIoaroTcs
PYKOBOJHUTEJIEM OpraHU3al[HH.

2. OcHoBHBIE 3a1aun AXY

2.1.  AQMUHHMCTPaTHBHO-XO3SICTBEHHOE 00ECIeYeHHe JESATENbHOCTH OpraHW3allHy:
TeXHHUYECKOE OOCIy>KMBaHUE 3[aHH, [TOMEIIeHHH, 000py10BaHus (CUCTEM OTOILICHHUS,
BOAOCHAO0XEHHMs, BEHTUIIALMH, IEKTPOCETeH M T.N.), INIAHHPOBAHHUE, OpraHu3anus U
KOHTPOJIb IIPOBEACHHS HMX TEKYILUMX U KalNUTAIBHBIX PEMOHTOB, CHAaO)XEHHE MeOebIo,




XO3MCTBEHHBIM  MHBEHTAapeM, CpEeACTBAaMHM  MeXaHW3allid  HMHXCHEPHOro |
YIIPaBJIEHYECKOr0 TPYyAa, OpraHu3alusl TPAaHCIIOPTHOIO 00ECTIEUeHUS U OXPaHBI.

2.2. OpraHu3allHOHHO-METOJAMYECKOEe PYKOBOACTBO H  KOHTPOJIb  HEATEIbHOCTH
CTPYKTYPHBIX  IIOApa3JeNeHHH  OpraHu3alMd [0  BONPOCaM  XO3SHCTBEHHOIO
00CIy)KHBaHUA, pPALMOHAIBPHOTO HCIIONB30BAHHA MAaTEPHAIBHBIX M (QHHAHCOBBIX
PECYPCOB, COXPAHHOCTH COOCTBEHHOCTH OpraHH3aLlHH.

2.3. IlogrotoBka H IIpeACTaBjeHHWE PYKOBOJACTBY HWH(MOPMALMOHHO-aHATUTHYECKUX
MAaTEPHUaJIOB O COCTOSHWM M TEPCIEKTUBAX DPa3BUTHS XO3SMCTBEHHOro obecreveHus

NEeATENIBHOCTH OpraHu3allii, pa3paboTKa MPEeIIOKEHUH I10 COBEPIIEHCTBOBAHUIO
ciryx0b1 AXY.

2.4, CoBepIlIeHCTBOBaHHE M BHEAPEHHEe HOBBIX METOJAOB OPraHH3alMH paOOThl, B TOM
4uCJIe HA OCHOBE HCITOJIb30BAHUS COBPEMEHHBIX HH(MOPMAIMOHHBIX TEXHOJIOTHH.

2.5. YuacTHe B IOATOTOBKE M HCIIOJHEHHH YIPaBJICHUYECKUX PELICHUH PYKOBOJCTBA IIO
BOIIPOCaM aIMHUHUCTPATUBHO-XO03IMCTBEHHOIO obecrieyeHus e TeJIbHOCTH
OpTraHU3aLHH.

2.6. KoHTpoias B IIpenellax CBOeHd KOMIIETEHLMM 3a COOJIIONEHUEM CaHHUTApHO-
MPOTUBORMUJIEMUYECKOTO peXUMa, MPaBUJI IPOTUBOIIOKAPHOK O€30MacHOCTH, HOPM
TEXHUKU 0OEe30IMIaCHOCTH, CBOEBPEMEHHOE MPUHSATHE HEOOXOAUMMBIX MEpP IIPU BBISIBICHUU
(haKTOB UX HAPYILIECHUS.

2.7. Benenue nmnpeayCMOTPEHHOMW IOEUCTBYIOIIMMU HOPMATHUBHO-IIPAaBOBBEIMH aKTaMH
COOTBETCTBYIOIIEH JOKYMEHTALWH, [PEIOCTaBJIEeHHe B  YCTAHOBJICHHBIE CpPOKH
CTaTUCTUYECKOM YU MHOW MH(MOPMALIUU O ACATEIBbHOCTA AXY.

2.8. PemneHune MHBIX 3a1a4 B COOTBETCTBUH C LIEISIMU OpraHU3alliH.

3. OcnoBHble pyHkuuH AXY

3.1. TlmanupoBaHMe, OpraHu3alyds W KOHTPOJIb AIAMUHUCTPATHBHO-XO3IHCTBEHHOTO
oOecrieyeHus AeATEJIbHOCTA OpraHru3aluy.

3.2. Xo3gicTBEHHOE OOCHy)XHUBaHUE U OOecredyeHue Halexallero COCTOSHHSA B
COOTBETCTBUM C TIIpaBMJIaMH M HOpPMaMHW IIPOM3BOACTBEHHOW CaHUTApUH H
MPOTUBOIOXXKAPHOW 3allUThl 3JaHUW W TOMEIIEeHHH, B KOTOPBIX pPACIIOJIOXKECHBI
[oJpa3/eIeH|s] OpraHu3allui, KOHTPOJIb 3a UCIIPABHOCTBIO 00OpYI0BaHUs (OCBEIICHHUS,
CHCTEM OTOIUICHUS, BEHTUIISILUU U OP. ).

3.3. YyacTre B HHBEHTapH3alluH 31aHU, TOMELLIeHNH, 000Opya0BaHHUS B LENIIX KOHTPOJIS
WX COXPAaHHOCTH X TEXHUYECKOT'O COCTOSHHA.

3.4. [InaHupoBaHHE TEKYLIUMX M KAIHUTAJIBHBIX PEMOHTOB OCHOBHBIX (DOHJIOB (3JaHHH,
CHUCTEM BOJOCHA0KEHHMS, BO3AYXOMPOBOAOB U APYTUX COOPYXKEHHH ), COCTABICHHE CMET
X034HMCTBEHHBIX PacXOJ0B.




3.5. PeMOHT nOMeleHUH, KOHTPOJIb Ka4eCTBa BBIIIOJIHEHUS PEMOHTHBIX padoT.

3.6. QObecriedyeHre TMonapasfeleHuld  OpraHu3alM¥  MeOellblo,  XO35SHCTBEHHBIM
WHBEHTApeM, CpEACTBAaMU MEXaHMU3alMH HHXEHEPHOrO M YIPaBJIEHYECKOro TpYyJa,
KOHTPOJIb 3a WX PpalMOHAIBHBIM HCIIOJIB30BAHHEM, COXPAHHOCTBIO, ITPOBEICHHEM

CBOEBPEMEHHOI'O PEMOHTA.

3.7. OdopmiieHHe HEOOXOMMMBIX [JOKYMEHTOB JUIS 3aK/JIIOYE€HHs JIOrOBOPOB Ha
MpoBeZeHHe padoT U OKa3aHHe YCIyr CTOPOHHUMH OpraHU3alUsIMHU.

3.8. TlomyueHue U XpaHeHUE KAHLEJISIPCKUX [IPUHAMIEKHOCTEH, XO3SIMCTBEHHBIX
MaTepuajoB, OOOpYNOBaHMs, WHBEHTaps, oOeclieueHHe UMH  CTPYKTYPHBIX
MoApasJesieHuii OpraHU3alliy, y4eT UX pacXOJOBaHUS M COCTABJIIEHHE YCTaHOBJICHHOW
OTYETHOCTH.

3.9. KOoHTpO/Ib palMOHAIBHOIO PacXOJOBaHUA MaTEpHaloB W (DUHAHCOBBIX CPEICTB,
BBIJEIIIEMBIX I XO35MCTBECHHBIX LICJIEH.

3.10. bmaroycTtpoiicTBO,  O3€JIEHEHHE, YOOpKa  TEPpPHUTOPHUH,  MPa3AHUYHOE
XyI0KECTBEHHOE 0opMJIeHHE (PacaloB 34aHHH U MPOXOAHBIX.

3.11. XosslicTBeHHOE OOCIy)XHBaHHE IPOBOJAMMBIX COBELIAHHUH, KOH(PEPEHIIHH,
CEMHHApPOB U APYTUX MEPOIIPUITHH.

3.12. OpraHu3alusi TPaHCIOPTHOrO oOecrnedYeHus AeATeIbHOCTH opraHusauuu. llpu

OTCYTCTBHH COOCTBEHHOI'O aBTOTPAHCIIOPTA IMOArOTOBKA JOTOBOPOB Ha TPAaHCIOPTHOE
o0cIy>KHBaHHE CTOPOHHUMU OpraHU3aLUSIMH.

3.13. B coOTBETCTBHH C JEHCTBYIOLIUMH IpaBWJIaMd U HOPMaTHBaMH OpraHU3alUs
OKCIUIyaTallud ¥  CBOEBPEMEHHOIO  PEMOHTa  TEXHHMYECKOro  00OpyHOBaHWs

(37IEKTPUYECKMX CeTel, CHUCTEM OTOIUIEHHs, BEHTWIAUMM M T.J.), OecniepeboiHOe
obOecrieyeHre 3JaHUM W TOMEIIEHHUM OpraHu3alyy 3JIEKTPOIHEPrHeH, TEIUIOM, ra3oMm,
BOJOH, KOHTPOJIb 32 UX PALMOHAIIEHBIM PACX0JI0BAaHUEM.

3.14. Oprasmzanus ¥ o0OecrneyeHUWe IMPOMYyCKHOrO pexuma (IIpH OTCYTCTBHH B
OpraHU3alKM CITy>KObI O€30MaCHOCTH ).

3.15. OpraHuzanus W KOHTPOJIb  JACATENIbHOCTH  CKjIaga aaMHHHUCTPaTUBHO-
XO03SHUCTBEHHOMN YaCTH.

3.16. IlpoBeneHre HWHGOPMAMOHHO-PA3BSICHUTEIBHON pabOTEl Ccpear pPabOTHHUKOB
OpraHM3alliH, HallpaBJIeHHON Ha obecrneueHne COXpaHHOCTH U COIepKaHUs B HCIIPaBHOM
COCTOSIHUM 3[aHUM, MOMEILEHUH U HMYIIECTBa OpraHu3aluU, OepexXHOe OTHOIIEHHE K
00OpYIOBAaHHIO M OJKOHOMHOE HCIIOIb30BaHUE MAaTEPHAIBHBIX M JHEPreTHYEeCKHX
pecypcoB (3JIEKTPOIHEPTUH, TEIIa, BOJABI, KAHLEIIPCKUX MPUHAJIEKHOCTEH, PACXOAHBIX
MaTepuasoB U T.1.).

3.17. IIpoBeieHHe MPOTHBOIOXXAPHBIX U POTUBOIMHIEMUYECKIX MEPOIIPUSTHH.




3.18. OcyIuecTBICHNE B Mpejesiax CBOSH KOMIETEHIMH HHBIX (YHKIUH B COOTBETCTBHH
C LEJISIMHU M 3aJ]a4aMU OpraHU3alum.

4. IIpaBa ¥ OTBETCTBEHHOCTDb

4.1. AXY umeeTt npaBso:

- T0JyYaTh MOCTYMAKIIMe B OpraHW3alMio JOKYMEHTbI W HHBIC HH(OPMAaLIMOHHBIE
MaTepHUaJlbl 10 CBOEMY IPOMUITIO IeSTEeIbHOCTHU IS O3HAaKOMIJIEHHUS,
CHCTEMATH3UPOBAHHOrO yueTa ¥ UCI0JIb30BaHU B paboTe;

- 3ampalMBaTh M II0Jy4aTh OT PYKOBOAMTEJIECH OpraHu3ali¥ M €€ CTPYKTYPHBIX
noapasaeieHuii MHGOpPMaIHIO, HEOOXOAUMYIO IJIsl BBIOJTHEHMS BO3JIOXKEHHBIX HA HEE

3a7a4 ¥ QYHKLUWH;

- OCYLIECTBIATh B Tpedesax CBOEH KOMIICTCHUMH MPOBEPKY H KOOPAHHALHIO
NeSTeIbHOCTA CTPYKTYPHBIX TOJApa3Ae]eHMi IO BONpOocaM  aJIMHHHCTPATHBHO-
XO3AMCTBEHHOrO0 oOecreueHus, O pe3yJibTarax IPOBEpPOK MOKJIaabIBaThb PYKOBOACTBY
OpraHU3alNH;

- BHOCHUTH NPEIJIOKEHHS IO COBEPLIEHCTBOBAHHIO ()OPM MU METOIOB pabotel AXY u
OpTraHU3alliy B LIEJIOM,

- y4acTBOBATh B MOAOOPE U PACCTAHOBKE KaJPOB [0 CBOEMY NPOMUIIO NEATEIBHOCTH;

- BHOCHUTH IPEIJIONKEHUS] PYKOBOJACTBY OpraHM3alMy II0 ITOBBIIICHHIO KBaJIM(PUKALIUAH,
[TOOLIPEHHUIO ¥ HAJOKEHUIO B3bICKAaHMH Ha pabOTHHKOB AXY M IpYyrHX CTPYKTYPHBIX
[MoApa3esIeHN i OpraHM3aly [0 CBOEMY NPOQHUIIIO AeSATeIEHOCTH;

- y4acTBOBaTh B COBEIIAHHMAX IIPH PAaCCMOTPEHHH BOIPOCOB XO3SAHCTBEHHOIO
obecrieyeHUs JesTEIbHOCTA OpraHru3alyH.

4.2. 3amectutenb pykoBoauTessi o AXP HeceT MepCOHAbHYIO OTBETCTBEHHOCTD 3a.

- BBITIOJTHEHUE BO3JIOEHHBIX Ha AXY QyHKUUH U 3a1a4;

. opranuzauuio padorsl AXY, CBOEBpPEMEHHOE M KBAJIH()HUIUPOBAHHOE BBINOIHEHUE
[IPUKA30B, PACIOPSDKEHMM, IMOPYYCHUH BBIIIECTOAICTO PYKOBOACTBA, NEeHCTBYIOLHX

HOPMATUBHO-ITPABOBbBIX dAKTOB I10 CBOEMY IIpO(l)HHIO NECATCIIBHOCTH,

- pauMoHalpHOe M 3(P(QEKTUBHOE HCIOJIb30BaHHE MaTCPUATbHBIX, (GHUHAHCOBBIX H
KaJpOBBIX PECYPCOB,;

- COCTOSHHE TPYAOBOM M MCIIOJHHUTEIbCKON MMUCHMIUIMHBL B AXY, BBIIOJHCHHE €€
pabOTHHKAMH CBOMX (QYHKIIMOHAJIBHBIX 0053aHHOCTEH;




. cobmonenne paborHukamu AXY mpaBua BHYTPEHHETO PacloOp:Xa, CaHMTapHO-

IPOTHBOSTHAEMHUIECKOTO  PEKHMMA, POTUBOIOXKAPHOH 0e30macHOCTH M TEXHHKH
0e30I1acHOCTH;

- BelcHME JOKYMCHTAlIHH, [peIyCMOTPEHHOU JEeUCTBYIOIMMH HOpMaTHUBHO-ITPaBOBBIMH
TOKYMEHTaMH;

- IpefOCTaBIeHHE B YCTAaHOBJIEHHOM IIOPAIKE TOCTOBEPHON CTATHCTHYECKON ¥ HWHOH
WHGOPMaLUHU O ACATEIBHOCTH AXY;

- roroBHOCTE AXY K paboTe B YCIOBHAX YPE3BEIYAHHBIX CUTYaLUH.
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