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1. O0mume moJ1oeHus1

AJIMUHHCTPAaTHBHO - XO3SMCTBEHHBI OTHEN SBJISETCS CTPYKTYPHBIM
nozxpasfenenneM  OOpa3oBaTeNbHOM — aBTOHOMHOM — HEKOMMepYecKoit
OpraHu3allMd  BRICIIEr0  0Opa3oBaHUs  «MOCKOBCKUH  TICHXOJIOIO-
COLMANBHBIA YHUBEPCUTET) (Jlajiee IO TEKCTY-Y HUBEPCHUTET).

Bosrnasiser oTaen HauanibHUK MO aIMHHMCTPATHBHO - XO3SMCTBEHHOM
pabore.

HauanbHuk 1o agMHHHCTpaTHBHO- XO3SCTBEHHOH paboTre U pabOTHUKH
OTZACNIa Ha3HAYarTCS Ha JO/HDKHOCTA U OCBOOOXKJAIOTCA OT 3aHUMAEMBIX
AOJDKHOCTEH MpuKa3oM Pexkropa Yuusepcurera.

HavanpHuK 10 aMHHHMCTPaTHBHO - XO3SHCTBEHHOI paGore PYKOBOJIUT
paboToi oTaena, OCYIIeCTBISET KOHTPOIIb Ha/l BEIIOMHEHHEM 06S3aHHOCTe
COTPYAHWKaMH, B IpeJenaX YCTaHOBJEHHBIX IIpaB OTBEYaeT 3a IOAOOp,
pacCTaHOBKY M  TIOBBILICHME KBaIU(DUKALUK COTPYIHUKOB OTHENA,
CBOCBPEMEHHOE M KaYeCTBEHHOE BBINTOJIHEHME 3a1a4 U PYHKIMHA oThena, 3a
COOJIIO/IEHHE ITPOU3BOICTBEHHON M TPYIOBOI AUCIIAILIMHEL.

B cBoe# nesTenbHOCTH OTAEN PyKOBOACTBYETCS:

3aKoHOJaTeNnbCTBOM Poccuiickoit denepanyu;

GenepanbHbiMu 3aKkoHaMu PO;

YcraBoMm YHHBepcHTETa;

HOPMAaTHUBHO-TIDABOBBIMM ~ aKTaM¥ M METOAMYECKUMU MAaTepUalaMU 10
XO3SMCTBEHHOMY 00CITY)KUBAHUIO;

HOpMaMH U TpPaBUIAMH COJCPXKAHMs, JKCIUIyaTallMd W PEMOHTA 3[aHUI,
TEXHUYECKOr0 000pYa0BaAHNUSI;

HOPMaTUBHBIMHU JOKyM@HTaMu o COOJTIO IEHUIO CaHUTapHO-
[IPOTUBOSIUAEMUYECKOI0 DPEXUMa, IMPOTUBOIOKAPHON O€30IacHOCTH U
TEXHUKH 0e30IacHOCTH;

JIOKaJIbHBIMH HOPMATUBHBIMY aKTaMHU Y HUBEPCHUTETA,

HacTosauM [loto)xeHueM.
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2. OcHoBHBIE 32124 ¥ PYHKLIHH OT/eIa

OCHOBHBIMHU 3aja4yaMi  aIMHHHUCTPATHUBHO - XO35IICTBEHHOT'O oTaea
ABJIAIOTCA:
A}IMI/IHI/ICTp8.THBHO-XO3$II\/'ICTB€HHO€ obecrieuenue ACATCIIBHOCTHU

YHUBepCUTeTa: TeXHHYECKOe OOCIy)KMBAHHE  3IaHWA, MIOMEIIIeHUH,
000pynoBaHMs  (CHCTEM  OTOIUIEHHS, BOJOCHAGIKEHHUS, BEHTUJISIUH,
DJIEKTPOCETEH), MJIAHMPOBAHME, OpPraHM3ALMs M KOHTPONb IIPOBEICHMS
TeKYIINX W KaNMTAIbHBIX PEMOHTOB, OpPraHM3aLMs TPAHCIOPTHOIO
00€eCreveH s 1 OXPaHBl.

OpraHn3alnOHHO-METOIUYECKOE PYKOBOJCTBO M KOHTPOJb AESATENbHOCTH
CTPYKTYPHBIX NOAPa3ACICHUN Y HUBEPCUTETA I10 BOIIPOCAM XO3SMCTBEHHOTO
00CITy)KMBaHMUsI, COXPAHHOCTH COOCTBEHHOCTH Y HUBEPCUTETA.

Konrtpons B mpenenax cBoell KOMITIETEHLIHH 3a COOIIONEHUEM CaHUTapPHO-
IPOTUBO3IUAEMUYECKOTIO pexuma, IIPaBUIT IIPOTUBOIOXKAPHOM
0€30MMacHOCTH, HOPM TEXHUKH 0e30MacHOCTH, CBOEBPEMEHHOE TPUHSTHUE

HEOOXOIMMBIX MEp IPH BBISBICHUY (AKTOB MX HAPYILECHHS.

. B coorBercTBUM C BO3JIOXXCHHBIMU 3agayaMu AIMHUHUCTPATUBHO -

XO3SHCTBEHHBIH OTEN BBITOJHSET ClIeAyIOIHe QYHKIHH:

Conepxanue B Ha[IeXalleM COCTOSIHHH 3JaHus U IIpUJIETaroNIe
TEPPUTOPUH B COOTBETCTBMM  C  JEHCTBYIOIIUMH  CAHUTApHO-
THTHCHUYIECKUMU U IPOTHBOIOXKAPHBIMU HOPMaMH U TIpaBHIIaAMHU.
IIpoBenenne peMoHTa 31aHUs Y HUBEpCUTETA.

KoHTpob Hajl KauecTBOM PEMOHTHEIX paboT.

IIpremKa BEITIOTHEHHBIX PEMOHTHBIX PaGoT.

PaboTel 1o GmaroycTpoicTBy, O3eNCHEHHIO W ybopke annerafomeﬁ

TEPPUTOPUH.

2.1.10. Opranusaiust TpaHCIIOPTHOTO 0GeCIeYeH s,

2.1.11. Opranuszanus u obecrneyenue mpornycKHOro pexuma.



2.1.12. TlpoBenenue IIPOTUBOIIO)KAPHBIX U IIPOTUBO3NUAEMUYECKUX

MEPOTIPUATHUH.

2.1.13. TlpoBenenne  MHGOPMALMOHHO -  PA3BSCHUTEIBHOM paboTel  cpemu

3.1.
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4.1.

COTPYIHUKOB YHHBepCHTCTa, HaHpaBHeHHOﬁ Ha obecneyeHue COXpPaHHOCTH
H  COHCpXaHUsA B HCIIPAaBHOM COCTOSHHMU 370aHUS U HMyHaiecTBa
yHI/IBepCI/ITeTa, 6epe>KHoe OTHOLICHHE K o6opy}1013aHmo H S5KOHOMHOE
HCITIOJIb30BaHUE MaTCpHaJIbHbIX u IHEPIECTUYCCKUX peCypcoB

(BJ'IGKTpOC-)HepTI/II/I, TeIlIa, BOOBI, paCXOOHBIX MaTepI/IaJIOB).

3. PykoBoacTBO oTAEI0M
CrpykTypa M IITaThl aJMHHHMCTPaTHMBHO — XO3SMCTBEHHOrO OTIeNa
YyTBEpXKIaroTCs TpuKkazom Pextopom YHusepcutera.
PyKOBOICTBO NEATENEHOCTHIO aIMMHUCTPATUBHO XO3SHCTBEHHOrO OTHENA
OCYILECTBIISET HaYalbHUK I10 8IMUHUCTPATUBHO — XO3UCTBEHHOM’ pabdore.
Havanbhuk nmo agMHHHCTpaTHBHO - XO3sHCTBEHHON paGoTe MOMUUHSAETCS
Pexropy YHuBepcurera.
Tpynosble 00s3aHHOCTH pPaGOTHHKOB aJMHHHCTPATHBHO-XO3SHCTBEHHOIO
OTAeNa, YCJIOBUA HX TPyAA OIMpPENe/sIOTCS TPYNOBBIMU OTOBOPAMH,
3aKIIFOYaeMBIMHM € Ka)XAbIM paboTHHMKOM, [lpaBunamMu BHYTpeHHeEro
TPYAOBOT'O pacropsiika ¥ MHBIMU JIOKAILHEIMH aKTaMi Y HUBEPCHUTETA H HX

HAOJDKHOCTHBIMU MHCTPYKLIUSIMU.

4. IlpaBa orTneia
AZ[MI/IHHCTpaTI/IBHO - XO3IHCTBEHHBIN OTACJI UMEET IIpaBo:
Ilonyyate nocrynaromue B YHHBepcuTeT JOKYMEHTBl ¥  UHEIE
I/IH(I)OpMaI_II/IOHHIﬂe MaTepualibl I10 CBOEMY HpOCbI/IJHO JCATCIIPHOCTU JJIS

O3HaKOMJICHUS, CHCTEMATU3HUPOBAHHOT'O y4ucTa 1 UCIIOJIb30BaHU B pa60Te.
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3anpamvBaTth M TONY4aTh OT aAMHUHHCTDALAH YHuBepcuteta U ero
CTPYKTYPHBIX  TIOApa3[eNeHU  WH(POPMAIMIO, HEOOXOAMMYIO IS
BBITIOJIHEHMSI BO3JIOXKEHHBIX HaA OTHEN 3a1a4 ¥ (yHKLHUIA.

Ocy1iecTBisaTs B Hpez[enax CBOEH KOMIIETEHIIMH IIPOBEPKY U KOOPIUHALIHIO
NEsTEIFHOCTH CTPYKTYPHBIX II0ipa3 e IeHHH 1o BOIIpOCaM
aZIMUHUCTPATUBHO-XO3SICTBEHHOTO 00ECIIeUeHHS.

Y4acTBoBaTE B MOAOOpPE M PACCTAHOBKE KaApOB I10 CBOEMY MPODUITIO
JESATELHOCTH.

BHocHTE mnpenodkeHus pyKoBOACTBY VYHMBEpCHTETA MO TOBBIIIEHHIO
KBaTH(DUKAUY, MOOLIPEHNUIO M HANOXEHHIO B3LICKAHMH Ha paboOTHHUKOB
aAMUHUCTPATUBHO- XO3IUCTBEHHOTO OT/ENA.

Y4acTBOBATh B COBEMIAHMSX IIPU PACCMOTPEHHH BOIIPOCOB XO3SHCTBEHHOTO
obecrieYeHus AesITeNbHOCTH Y HUBEPCUTETA.,

JloknaneiBate  pyKkoBOACTBY ~YHHBEpcHTETa 0060 BCeX BBISBICHHBIX
HEJ0CTaTKax B IIpesiesiaX CBOeH KOMIIEeTeHITUH,

BHOCHTE NpeuIoxKeHH s 10 COBEPIIEHCTBOBAHMIO PAGOTEI aIMUHUCTPATUBHO
— XO3SHCTBEHHOTO OT/ENIA.

CamoCTOATeNIbHO BECTH IEPEeNUCKY IO BONPOCAM XO3SHCTBEHHOrO U
COLMATLHO-0BITOBOTO 00ECTIEUeHHS AESITENBHOCTH Y HUBEPCHTETA.
[IpencraBuTeNbCTBOBaTE B YCTAHOBJIEHHOM IOpsAKE OT  HUMEHH
YHUBEpCUTETA MO BOIIPOCAM, OTHOCSINUMCS K KOMIIETEHI[HH oTHena, BO
B3aMMOOTHOIICHUSIX C TOCYJAPCTBEHHBIMU ¥ MYHULMIIANBHBIME OpTaHaAMHY,
a TaKoKe IpyruMH NPEANPUITHSIME, OPraHU3alUsIME, YUPEXKASHUSIMH, B TOM

HHCJIE C APXUTCKTYPHBIMU U PEMOHTHBIMH OpraHu3aIUsIMHU.

S. OTBCTCTBCHHOCTI) oTaesaa
OTBeTCTBEHHOCTD 3d Haajexaigee u CBOCBPEMEHHOE BBIIIOJIHEHHUE OTIEIIOM

GyHKUMHA, TIPexyCMOTPEHHBIX HACTOSIIIM [lonoxxeHnnem, HeceT HavaTbHUK

10 aIMUHUCTPATUBHO- XO35HUCTBEHHOM paboTe.
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Ha HavanbHUKe MO aIMUHHCTPaTUBHO- X03AHCTBEHHON paboTe BO3TAraeTcs
MepCcoHalIbHasl OTBETCTBEHHOCTH 3a:

Opranusanuio JesTeNbHOCTH pabOTHHKOB IO BBIMOJHEHMIO 3a7ad U
(QyHKIUH, BO3TOXEHHBIX HA OTHE.

Opranusanmio B OTHele OINEPATMBHOM M KAa4eCTBEHHON ITOATOTOBKH
MOKYMEHTOB, UX UCIOJHEHHUE, BEJEHUE JEJIONMPOU3BOJICTBA B COOTBETCTBUH
C ACHCTBYIOLIMMH TIPaBUJIAMHU U MHCTPYKLUSIMH.

CBOEBpEMEHHOCTh ¥  KayecTBO HCIIOJHEHHS 3aJBOK CTPYKTYPHBIX
noapasieJIeHUN Y HUBEPCUTETA.

Cobimoienne  cOTpyIHMKaMH OTHENa TPYLOBOH U IIPOU3BOACTBEHHOMH
JACIUTIIAHEL

OTBETCTBEHHOCTh PAOOTHUKOB aIMMHUCTPATHBHO- XO3SHCTBEHHOIO OT/IENA

YCTaHaBJIIMBACTCS UX OOJDKHOCTHBLIMU HHCTPYKIHSIMH.

6. B3aumooTHomeHust (ciryskeGHbIE CBSI3H)
HHH BBITIOJTHEHUS (byHKIII/Iﬁ U peanmu3anuu npaB aaAMUHHUCTPATUBHO-
XO3SIMCTBEHHBIN OTHael BBaHMOﬂeﬁCTByeT CO BCEMHU CTPYKTYPHBIMH
ImoapasaAcIICHUsIMU YHI/IBepCI/ITeTa B IIpeaeinax cBOeH KOMIIETCHIIUHU.
ITonyvaeT 3asBKU:
Ha O6€C1'I€‘-IGHH€ MGGGHBIO, BCITOMOTI'aTCJIBHBIMHU CpeacTBaMu, B TOM YHCIIE
TEXHUYECKUMHU Cpe€acTBaMU, IJisI BBIIIOJIHEHUS pa6oq1/1x 00s13aHHOCTEN
COTPYIHHUKOB yHHBepCI/ITeTa, UMYUICCTBOM, APYIrMMH MaTepHuaJibHBIMU
HEHHOCTSIMH, MaTe€pualaMi, O60py,Z[OBaHI/IeM u O6GCH€‘-H/IB3€T X 3THUMHU
CpeaCTBaMU;
Ha XO3SHCTBEHHOE O6CH}/)I(I/IB8HI/IG, O6€CHC"I€HH€ TeXHUYECKOH oA ACPIKKH
POBOMMBIX 3aHATHH, COBELIAHWH, KOH(EPEHLHH, CeMUHAPOB M APYTHX

MEPOTIPHUSATHH; 3asBOK HA NPOBEJICHHE PEMOHTHEIX PadoT.
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7. Ilpekpamenue aesiTeILHOCTH 0T
HperameHHe ACATECIIbHOCTU AIMUHHUCTPAaTUBHO — XO3SIICTBEHHOI'O oTaela
OCYILICCTBIISICTCSI HyTéM €ro JIMKBUJAlluHu UJIHN peopranusaimu.
Ormen  peopraHmsyercs WM JIMKBUAWPYETCS — ITPHKA30M PexTopa
YHUBepcuTeTa,
HpH peopraHusanuu OTACIa BCE AOKYMECHTHI, O6p830BaBI]'_II/IeC5I B IIpo1ecce
€ro JHOeCsATCIIbHOCTH, [epeaaroTcsa Ha XPaHCHHUC IIPaBOIIPEEMHHUKY, a IIpH

JIMKBUJAllUN — B ApXUB YHHBepCI/ITeTa.

8. Ilopsinok yTBep:kaeHUs: U M3MeHeHHsl HacTostero IlooKeHust

3.1.
8.2.

HaCTOHH_Iee [Tonoxenue YTBEPIXKOACTCSA IIPUKA30M PCKTOpa YHHBepCI/ITeTa.
B Hacrosmee Ilonmoxxenue MOI'YT BHOCHUTHBCA HM3MCHEHHS U JOIMOJTHEHHUI,

yTBEpX)KIaeMble npukasoMm Pextopa YHuBepcurera.



