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1. O6mue nonoxkeHust
1.1. Hacrosmee mnooxeHue onpejenseT Ha3HaueHWe, LEIM, 3ajaud, QYHKUWH, [pasa,
OTBETCTBEHHOCTh M OCHOBBI AEATENIBHOCTH aJMMHUCTPATUBHO-XO3AHCTBEHHOro oTjena (naiee -
AXO).
1.2. AXO ocymecTBiseT aAMUHUCTPATHBHO-XO3AWCTBEHHOE oOOecreuyeHre AesTeIbHOCTH
KOJUIEe[KA.
1.3. AXO sBaseTcs caMOCTOATENbHBIM CTPYKTYPHBIM MOJpa3Je/IeHHeM KOJUIeDKa U MOAYMHAETCS
HETOCPEACTBEHHO OUPEKTOPY KOJUIeHXKa.
14. B cBoeit pestenbHocTd AXO pyKOBOACTBYEeTCS HEUCTBYIOIUUM 3aKOHOJATEIECTBOM,
HOPMAaTUBHO-NIPABOBEIMM  aKTaMM M METOJMYECKMMM MaTepHallaMM [0  XO3AHCTBEHHOMY
00CTy)XMBaHUIO, HOpPMaMM M TNpaBUIaMH COAEPXKAHUsA, OSKCIUTyaTalud M PpEMOHTa 3/aHMi,
TEXHUYECKOr0 000pyJOBaHHs, HOPMAaTUBHBIMU JOKYMEHTaMHU MO COOJIIOAEHHIO CaHHUTAPHO-
NPOTUBOINUAEMHUYECKOTO PEXUMa, NMPOTUBOINONKAPHON OE30MacHOCTH M TEXHUKH Oe30MacHOCTH,
OpraHM3allMOHHO-PACIOPAAMTENbHEIMM  JOKYMEHTaMH CaMOro KoJulelDka M HAacTOAIIUM
TIOJIOXKEHUEM.
1.5. learensHocTh AXO OCyIIECTBIsETCS Ha OCHOBE TEKYILLEro U NMEpCNEeKTUBHOTO MIAHUPOBaHHU,
COYETaHMs €IMHOHAYa/IMs B PELIEHUH BONPOCOB CI1Y)KEOHOM AEATEIBbHOCTH U KOJUIETHaIbHOCTH NPU
X O0OCYXIEHMH, MEPCOHAIBHON OTBETCTBEHHOCTH pabOTHMKOB 3a HaJJieXallee MCIMOJHEeHHe
BO3JIOXKEHHBIX Ha HUX JOJ/DKHOCTHBIX 00513aHHOCTEH U OTIENbHBIX MOpy4yeHui pykoBoautens AXO.
1.6. PykoBoaurens u apyrue paboTHukd AXO Ha3HayarOTCA Ha JOJDKHOCTH W OCBOOOXKIAIOTCS OT
3aHMMaEMBIX J0JDKHOCTEH NPUKAa30M JUPEKTOpa KOJUIemxKa.
1.7. KeanuduxauuoHHsle TpebGoBaHus, PyHKIMOHANbHBIE O0SA3aHHOCTH, MpaBa, OTBETCTBEHHOCTh
pyKoBoauTENd M ApYyruX paboTHUKOB AXO pernaMeHTHpYIOTCSA HO/DKHOCTHBIMM HMHCTPYKLHMAMM,
YTBEPXKAAEMbIMHU JUPEKTOPOM KOJLIEIXKA.
1.8. AXO Bo3rnaBisieT pyKOBOJAMTENb, Ha JOJDKHOCTh KOTOPOrO Ha3HAyaeTcs JIULO, MMeElollee
BhICLIEE MpodeccroHanbHoe 00pa3oBaHUe U CTaX paboThI MO CNELMANbHOCTH HE MeHee 2 JIeT WIH
cpenHee npodeccroHanbHOe 00pa3oBaHKe U CTaXX pabOTHI MO CHELIMAILHOCTH HE MEHee 5 JieT.
1.9. PykoBoaurens AXO:
- pykoBoauT Bcei gmestenbHocThio AXO, HeceT TMNEpCOHANbHYIO OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE M KaUeCTBEHHOE BBIMOJHEHUE BO3/10)KeHHBIX Ha AXO 3aa4 U QyHKIMiA;
- OCYILIECTBJIAET B IMpelesaXx CBOEH KOMMETeHUMM GQYHKUMH YyrpaBieHus (MJIaHUpOBaHMA,
OpraHM3alHi, MOTHUBALMH, KOHTPOJIS), MIPUHUMAET pelleHus, 00s3aTeNbHble Ui BceX pabOTHUKOB
AXO;
- pacmpeznenseT (QyHKUMOHANbHbIE 00A3aHHOCTH W OTAEJBHBIE MOPYYEHUSA MEXAY COTPYAHHUKAMHU




AXO, ycTaHaBlMBaeT CTENEHb WX OTBETCTBEHHOCTH, NMPHU HEOOXOAMMOCTH BHOCHT NpeJIOKEHHS
AUPEKTOPY KoJUIe/ka 00 M3MEHEHHH JODKHOCTHBIX MHCTPYKLMIA MOJYMHEHHBIX €My paGOTHHKOB;
- BHOCHUT DYKOBOJACTBY KOJJIEDKa TNpPEUIOKEHHUs T10 COBEpIICHCTBOBaHMIO paGotel AXO,
ONTHUMH3ALMH €r0 CTPYKTYPHI U IITATHOM YHUCJIEHHOCTH;

- Y4YacTBYeT B TMEpCNEKTHBHOM M TEKylleM IUlaHMpoBaHUM JesaTenbHocTH AXO, a Takxke
NIOArOTOBKE NMPUKA30B, PACMOPSKEHUNA M MHBIX JOKYMEHTOB, KacarOIMXCA BO3JIOXKEHHBIX Ha AXO
3aja4y ¥ QyHKIHIA;

- TNpUHUMAeT HeoOXOAMMBlE Mepsl Ui YJIydIIEHWS  MAaTepUaJbHO-TEXHUYECKOTO U
MH(POPMALMOHHOTO obecredeHus, yCJIOBHIA Tpy/aa, TMOBBILIEHHs MPOpECCHOHANBHON MOATOTOBKH
pabotHukoB AXO;

- yyacTByeT B noabope u paccraHoBKe kaapoB AXO, BHOCUT AMPEKTOPY KOJUIEMXKA NPEITOKEHHS O
TMOOIUPEHHUH U HATIOXKEHUH JUCLMIUIMHAPHBIX B3bICKaHUN Ha paGoTHUKOB AXO, HanpaBleHUH UX Ha
NEPENOAroTOBKY Y MOBHIIIEHHE KBaTU(DUKALMH;

- COBEPIIEHCTBYET CUCTEMY TPYA0BO MOTUMBaLUU paboTHHKOB AXO;

- OCYIIECTBJIIET KOHTPOJIb MCIIOJIHEHUS! MOAYUHEHHBIMH €My pabOTHMKaMH CBOMX JOJDKHOCTHBIX
00513aHHOCTEH, COOIOICHUS TPYOBOM AUCUMIUIMHEI ¥ AeaTebHOCTH AXO B LieIoM.

1.10. B nepuon otcyrctBust pykoBogutens AXO ero 00S3aHHOCTM MCIIOJHAET HA3HAYEHHBIH
NPUKA30M JUPEKTOpa KoJUleKa Apyroil paboTHHK.

1.11. Pykosomurens AXO unu nuLO, UCTOJNHSIOLIEE ero O0S3aHHOCTH, MMEIOT NMPaBO MOAMUCH
JOKYMEHTOB, HampasJiseMbIX oT UMeHH AXO 1o BonpocaM, BXOASIIHUM B €r0 KOMIIETEHLHIO.

1.12. AXO ocCywecTBIsSET CBOIO AEATENBHOCTh BO B3aUMOJACUCTBHM C APYTMMM Clyx6aMu H
CTPYKTYPHBIMH TOJIpa3sfe/IEHUsIMU KOJJIEZXKa, a TakkKe B IMpejAejaX CBOEW KOMIIETEHIIMH CO
CTOPOHHMMH OpraHU3aLMAMH.

1.13. 3a HeHaqexkallee HCMNOJHEHHE JOJDKHOCTHBIX OOS3aHHOCTEM W HapyIIeHHE TpPYHIOBOH
avcuuniarHel - paboTHuku  AXO HeCyT OTBETCTBEHHOCTh B TOpsIKE, MPEeLyCMOTPEHHOM
JIEACTBYIOILUM 3aKOHOJATEILCTBOM.

1.14. Hacrosiee moyioxxeHue, CTpyKTypa U mtatHoe pacnucadne AXO yTBepKAAIOTCS AUPEKTOPOM
KOJUTeKa. ,
2. OcHoBHbIe 3a1aun AXO.

2.1. AIMMHUCTPAaTUBHO-XO3AHUCTBEHHOE oOOecreyeHne IeATEIbHOCTH KOJUIEIPKA, TEXHUYECKOe
o0Cy)XMBaHWE 3[aHMH, MNOMeLIeHUH, o0opynoBaHWs (CHCTEM OTOIUIEHHS, BOJOCHAGXKEHUS,
KaHaJM3alWK, BEHTUJIALMM, SJIEKTPOCETE M T.[.), MJIAHUPOBAaHWE, OpraHU3aLMs W KOHTPOJIb
NPOBEACHUS KX TEKYIIMX M KallUTaJbHBIX PEMOHTOB, CHab)keHHE MeOeNblo, XO034MCTBEHHBIM
WHBEHTapeM, CpeICTBAMHM MEXaHM3alliM MH)XEHEPHOTO U YNpaBJEHYECKOro TpyJa, OpraHu3alus
TPaHCIIOPTHOro 06ecneyeHus: U OXpaHhbl.

2.2. OpraHu3alMOHHO-METOJMYECKOE DPYKOBOACTBO M KOHTPOJb JEATENBHOCTH CTPYKTYPHBIX
nojpasjeiieHMid KoJIe[lka [0 BOMpOCaM XO3AHCTBEHHOro OOCTY)XHMBaHMA, pPalMOHAJIBHOIO
MCIOJIb30BaHUS MAaTEPHUAJbHBIX M JHEPreTHYECKHX pEeCypcoB, COXPaHHOCTH COOCTBEHHOCTH
OpraHu3aLMH.

2.3. TlogroroBka W mpeAcTaBieHHe AUPEKTOPY KoJulemka HHPOPMAIMOHHO-aHAIUTHYECKUX
MaTepHaioB O COCTOSHHMM M MNEPCIEKTUBAX Pa3BUTHUSA XO3SMCTBEHHOro obOecrieueHus AesTeNbHOCTH
KOJIIE/Ka, pa3paboTKa MpeAIoXKEeH A M0 COBEPLIEHCTBOBaHUIO Clyx0b1 AXO.

2.4. CoBepIIEHCTBOBAaHUE M BHEJPEHHE HOBBIX METOJOB OpraHM3alMi paboThl, B TOM YHMCIE Ha
OCHOBE MCIT0JIb30BAHUS COBPEMEHHBIX HH()OPMALIMOHHBIX TEXHOJIOTHIA.

2.5. YyacTue B MOArOTOBKE M MCMOJHEHUH YNpPaBIEeHYECKHX PEIICHW PYKOBOJCTBA IO BONMPOCAM
aJIMUHUCTPaTUBHO-XO03AWCTBEHHOT0 00ecneueHus AeATeIbHOCTH KOJUIEIKA.

2.6. Kourpone B npesenax cBoeil  KOMIETEHLMH 3a  COOJIIOACHHEM  CaHUTapHO-
MPOTHBOIIMUIEMHUYECKOTO pPEXHMMA, MpaBWJI MNMPOTUBOIMOXKAPHOI 0€30MacHOCTH, HOPM TEXHHUKH
6€30MacHOCTH, CBOEBPEMEHHOE TPUHATHE HEOOXOAMMBIX Mep NpH BHISABIEHHWM (AKTOB MX




HapyIIEeHHUs.

277. Benenue  npelyCMOTPEHHOH  NEHCTBYIOLIMMHM  HOPMAaTHMBHO-TIDABOBBIMH  aKTaMH
COOTBETCTBYIOIIEH NOKYMEHTALMH, MpPEeJOCTaBIEeHHe B YCTAHOBJIEHHBIE CPOKH CTaTHCTHYECKOW W
MHOM MHpopMauuu o aesrensHocT AXO.

2.8. PemeHure UHBIX 3a1a4 B COOTBETCTBUM C LIEAMH KOJUIEIKA.

3. OcHoBHble pyHkuuu AXO
3.1. IInanupoBaHue, opraHu3aus U KOHTPOJb aAMHHUCTPATUBHO-XO3AWCTBEHHOTO OOecreuyeHus
JEATENIBHOCTH KOJUIeIKa.
3.2. Xo3siicTBeHHOe oOcnyXuBaHHWEe U oOecrnieyeHre HaIJIe)KalEero COCTOSHUS B COOTBETCTBHHU C
NpaBujlaMd ¥ HOPMamu IPOU3BOACTBEHHOW CaHUTapuUU U INMPOTUBOMNOXAPHOM 3alIMTHl 3AaHUK U
MOMELLEHHH, B KOTOPHIX PACIONOKEHbI MOAPas3AeIeHHs KOJLIEIKa, KOHTPOIb HaJ MCIPABHOCTHIO
obopyioBaHus (3NEKTPOXO3AHUCTBO, CUCTEM OTOILIEHHS, BOJOCHA0XKEHUS U JIp.).
3.3. VuacTue B MHBEHTapu3alMM 3JaHWii, NMOMeleHHui, 000pyJOBaHUS B LENAX KOHTPOJSA HX
COXPaHHOCTH U TEXHUYECKOTO COCTOSHHUS.
3.4. [InaHupoBaHMEe TEKyIIMX M KanMUTalbHBIX PEMOHTOB OCHOBHBIX (POHHOB (3JaHHii, CHCTEM
BOJOCHA0X€eHMs, BO3yXONPOBOJOB U Jp.).
3.5. PeMOHT nomeuieHmii, KOHTPOJIb Ka4E€CTBa BBIMOJHEHUS] PEMOHTHBIX paboT.
3.6. ObecneueHue nojapaszeneHuii Koiemka MeOenblo, X03siCTBEHHBIM UHBEHTapeM, CpeACTBaMH
MEXaHM3allMM HMHXEHEPHOIO M YIPaBJIEHYECKOTO TpPYAA, KOHTPOJb HaJ MX paLMOHAJbHBIM
UCII0JIb30BAHUEM, COXPAHHOCTBIO, IIPOBEJEHUEM CBOEBPEMEHHOIO PEMOHTA.
3.7. OdopmaeHue HEOOXOOUMEBIX JOKYMEHTOB M 3aKJIIOUEHHUS JOrOBOPOB Ha IMpoBeAeHHE paboT U
OKa3aHMe yCIyr CTOPOHHUMH OpraHU3aLUsIMU.
3.8. IlonyyeHne M XpaHEHUE KaHLENAPCKUX MPHHAJIEKHOCTEH, XO3AWCTBEHHBIX MaTEpUalOB,
0o0opyaOBaHuUs, UHBEHTaps, oOecrneyeHue UMU CTPYKTYPHBIX MOJApa3[e/IeHUi KOJUIeIKa, YYeT MX
PacxoA0BaHUs U COCTABJIEHUE YCTAHOBJIEHHON OTYETHOCTH.
3.9. KoHTponp pauyoHanbHOrO pacxoJ0BaHHsS MaTepHajoB U (PUHAHCOBBIX CPEICTB, BBIAEISAEMBIX
JUIsl XO3MCTBEHHBIX LIEJIEH.
3.10. bnaroycrtpoiicTBo, oO3eneHeHHe, YOOpKa TEppUTOpPUHM, MNpPa3JAHUYHOE XYAOXKECTBEHHOE
odopmaeHue dacanoB 3JaHUI U NPOXOAHBIX.
3.11. XossiictBeHHOEe OO0C/IYy)XMBaHHE MPOBOAMUMBIX COBEIAHHH, KOH(EpeHUHUi, CeMHUHApOB H
JpYTUX MEPONPUSATHUH.
3.12. OpraHuzainus TpaHCIIOPTHOTO 0OeceYeHUs IeATEeIbHOCTH KOJUIeIXKa.
3.13. B cOOTBETCTBUH C ACHCTBYIOIIMMH MPaBUIaMU U HOPMAaTUBaMH OpraHU3aLus SKCIUTyaTaluu U
CBOEBPEMEHHOIO PpEMOHTa TEXHMYECKOro o0OopyaoBaHHMsA (IJEKTPUYECKUX CeTeH, CHCTeM
OTOIUIEHHsA, BEHTHWISILMU U T.1.), 6ecnepeboiiHoe obecneyeHue 3JaHUN U MOMEIIEHHUI Kojemka
3JIEKTPO3HEPIUeH, TEMJIOM, BOJOW, KOHTPOJb HaJ UX pallMOHAIbHBIM PaCX0J0BaHUEM.
3.14. Opranuzauus u oGecrnedeHue NpoMnyCcKHOro pexuma .
3:15. Opranuzauys ¥ KOHTpPOJIb HEATENBHOCTH CKJIAJOB aJMHHUCTPATUBHO-XO035HCTBEHHOTO
orzena.
3.16. IIpoBemenne uHH(DOPMaALMOHHO-Pa3bACHUTENBHOM paboThl cpeau paGOTHUKOB KOJUIEIKa,
HampaBJIeHHOH Ha o0ecreyeHHe COXPaHHOCTH M COJAEp)KaHHs B HMCIPAaBHOM COCTOSIHUM 3[aHUH,
MOMEIIEHU ¥ WMYIIECTBA KOJIemlka, OepexHOe OTHOLIeHHe K 00OpyIOBaHHIO U JKOHOMHOE
MCIOJIb30BAaHHE MAaTEepUalbHBIX W OHEPreTHYEeCKUX pPecypcoB (3NEKTPO3HEpPruM, Temia, BOJBI,
KaHLUEJIAPCKUX NPUHAAJIEKHOCTEH, pacXOAHBIX MAaTEPHAJIOB U T.1.).
3.17. IIpoBeneHue NPOTUBOMNOKAPHBIX M MPOTHBOIMHAEMHUYECKHX MEPONIPUATHH.
3.18. OcymecTBneHHe B Npeaenax cBoeit KOMNETEHIIMH HHBIX (GYHKLMH B COOTBETCTBUH C LIETAMHU U
3a/la4aMHM KOJUIeKa.




4. IIpaBa ¥ OTBETCTBEHHOCTh
4.1. AXO unmeer npaso:
- TNoJly4yaTh MOCTYMNAKWME B KOJUIEIKE NOKYMEHTH M MHble MHOOPMALMOHHBIE MaTepHaisl 10
CBOEMY TNpPOGHIIO JEATENBHOCTH [ O3HAKOMJIEHMsS, CHCTEMATH3UPOBaHHOTO Yy4eTa |
UCII0JIB30BaHMA B paboTe;
- 3ampaluBaTe M MOJy4YaTh OT JUPEKTOpa KOJUIE[KAa M €ro CTPYKTYPHBIX MOApasjeeHuit
HH(OPMALIHIO, HEO6XOMMYIO /LTl BBITOTHEHHS BO3JIOXKEHHBIX Ha HEe 3a/1a4 U (yHKLIMIA;
- OCYWIECTBJIATE B MpejeNiaX CBOEH KOMIETEHLMH MpPOBEPKY W KOOPAMHALMIO JEATeNHHOCTH
CTPYKTYPHBIX NOApa3/ieNeHHid Mo BONMpPOCaM aAMUHUCTPATUBHO-XO3AMCTBEHHOro obGecreyeHus, o
pe3yJbTaTax NpoBEpOK JOKJIaAbIBaTh AUPEKTOPY KOJLIEIKA;
- BHOCHTB NPEUIOKEHHS 10 COBEPIIECHCTBOBaHUIO GOpM U MeToZ0B paboTel AXO M Konnemka B
LEJIOM;
- Y4acTBOBATh B M0J00PE U PacCTAHOBKE KAJPOB 110 CBOEMY NPOPUIIIO JEATENHHOCTH;
- BHOCHTB MPEUIOKEHUA PYKOBOJCTBY KOJUIE/DKA 10 MOBBILIEHUIO KBANTH(UKALMH, MOOIIPEHHUIO U
HaJIOXKEHHIO B3BICKaHWH Ha pa6oTHMKOB AXO M JpYyrux CTPYKTYPHBIX MOJApa3jeieHHil KoJlemKa
0 CBOEMY MPOQUIIIO AEATENBHOCTH;
- YYacTBOBaTb B COBCIUAHHMSAX IIPY PACCMOTPEHHUH BOINPOCOB XO3SMCTBEHHOro o6ecrneyeHus
JEATENbHOCTH KOJUIEKA.
4.2. Hauanbauk AXO HeceT nepcoHaNbHYI0 OTBETCTBEHHOCTD
- BBINOJHEHHUE BO3JI0XKEHHBIX Ha AXO ¢yHKIMii ¥ 3a1ay;
- opraHusauuio pabotsi AXO, cBoeBpeMEHHOE M KBalH(HULMPOBAHHOE BBHITIONHEHHE MPHKA30B,
PacnopsHKEHMU, MOPYYEHNH BBHILIECTOALIErO PYKOBOACTBA, ACHCTBYIOILMX HOPMATHBHO-NPABOBBIX
aKTOB I10 CBOEMY NMPOQUITIO JESATENBHOCTH;
- pauuoHanbHOe M 3(Q(EKTUBHOE HCIONB30BaHHE MaTepHalbHbIX, (DUHAHCOBBIX M KaJPOBHIX
pecypcos;
- COCTOsIHME TPYJOBOW W HCIOJHUTENLCKONH AUCLMIUIMHEL B AXO, BBHINONHEHHE €€ paGOTHUKAMH
CBOMX (PyHKLMOHAIBHBIX 00A3aHHOCTEIH;
- cobmonenne paGotHukamu AXO mpaBHn  BHYTPEHHErO  pacropsiiKa, CaHMTapHO-
NPOTHUBOIMUACMHUYECKOT0 PEXKMMa, IPOTHUBOINOKAPHOKH 6€30MacHOCTH U TEXHUKH 6E30MacHOCTH;
- BEJICHUE JIOKYMEHTAllUM, MpedyCMOTPEHHOH NeHCTBYIOIIMMH HOPMATHBHO-NPABOBBIMU
JIOKYMEHTaMHu;
- IPEAOCTABJICHHE B YCTAHOBJICHHOM NOPsAKE NOCTOBEPHOM CTATUCTHYECKOH M MHOM MHpOpMaLuu
o aearenbHocTH AXO;
- rotoBHOCTE AXO K paboTe B yC/IOBHAX YpE3BBIYAWHBIX CUTYALHIA.

PyxoBogurens AXO: Kpanusun B.B.




