MWHUCTEPCTBO OBPA30OBAHNA KPACHOAPCKOI'O KPAA
KI'BIIOY «KAHCKWM IMOJIUTEXHUYECKU KOJIJIEDK»

ITOJIOXKEHUE
00 aJ[MHUHMCTPATUBHO-X035MCTBeHHOH YaCTH



PACCMOTPEHO YTBEPXXIEHO

Ha 3acefaHuu CoBeTa YupexJeHus ripukaszom aupekropa KI'BITIOY
NpOTOKOJT Ne 2 «KaHCKUM TTOTMTeXHUYECKUM KOJLTEK»
or «30» okTsi6pst 2015r. oT «30» okTsi6pst 2015 r. Ne311/1k



1. OBIIIUE ITOJIOKEHUA

1.1. Hacrosimee rmosiokeHue paspaboTtaHo Ha ocHoBe @efepanbHOTO
3akoHa «O6 obpa3oBanuu B Poccuiickoii deneparium», TpymoBoro kopekca Pd,
denepanbHOTo 3aKoHa «O60CHOBAxX OXpaHbl Tpy/a B Poccuiickoit deaeparyin»

1.2. AJMHWHMCTPaTUBHO-XO03MCTBEHHAsT 4YacTb SB/SETCS CTPYKTYPHbBIM
nogpa3genenveM KI'BIIOY «KaHCKUM TOMUTEXHUYECKUM KoJiiek» (manee
KOJITEIK).

1.3. B cBoen pestensHOCTM AXY pyKOBOACTBYETCSl AEMCTBYIOLLUM
3aKOHO/ATeJIbCTBOM, HOPDMAaTHUBHO-NIPABOBBIMA aKTaMHM M METOJWYECKUMHU
MaTepHasaMM TI0 XO3fHWCTBEHHOMY OOC/Iy>KMBaHUIO, HOPMaMU M TIpaBUIaMU
CoJiepKaHusl, SKCITyaTal[uM M PeMOHTa 3/jJaHui, TeXHUYeCKoro obopy1oBaHus,
HOPMaTHUBHBIMU JIOKyMeHTaMH o CO0JTI0IeHHIO CaHWUTapHO-
TIPOTUBO3ITH/IEMUYECKOT0 Pe’KMMa, TIPOTUBOIIOXKAPHOUW 0€30MaCHOCTH U TEXHUKHU
Ge30macHOCTH, Y CTaBOM KoJliefika U HacTosiiuM [TosioxkeHreM.

1.4. AAMVHHCTPAaTUBHO-XO35IMCTBEHHYIO YaCTh BO3IJ/IaBJIsIeT 3aMeCTUTe b
JUPEeKTopa I0 a/IMUHUCTPAaTUBHO-X035HCTBEHHOU paboTe.

1.5. 3amecturens [AupeKTOpa MO aJMUHUCTPAaTUBHO-XO035MCTBEHHOU

paboTe MOAUMHSIETCS HEITOCPEJCTBEHHO AUPEKTOPY KOJLTe/Ka.

2. 3AJAYN TTOAPA3AEJIEHWS.
OCHOBHBbI€e 33/laud aJMUHHACTPAaTUBHO-X03MCTBEHHOM UaCTH:

- aJMUHHCTPaTUBHO-XO3IMCTBEHHOEe obecrieueHWe  JlesITe/IbHOCTH
KOJI/Ie[[Ka: TeXHUYEeCKoe o0Cny)XMBaHWe  37IaHHH, TIOMeIl[eHUH,
obopyoBaHusi  (CMCTeM OTOIUIeHUS, BOAOCHAOKeHUSs, BeHTWISALUY,
3/1eKTpoceTel U T.1.);

- TUIAaHUPOBAaHMWeE, OPraHu3alusl U KOHTPOJIb NMPOBEIEHUS] UX TeKYILUX
Y KaluTaJbHbIX PEMOHTOB;

- cHab)keHue MeOesbl0, XO3SIMICTBEHHBIM WHBEHTapeM, CpefCTBaMH
MeXaHU3allid HWH)XEHepHOr0 U yIpaB/eHUYeCKOro TpyJa, OpraHu3aius

TPAHCIIOPTHOTO 00ecrieueHusI U OXPaHbI;



- KOHTpPO/Jb B TMpefieslax CBOeM KOMIeTeHIIMU 3a cob/roeHrem
CAHUTAPHO-TIPOTHUBOIIMU/[EMUYECKOTO DPE)KHMMa, TPaBU/ TIPOTHUBOTIOKAPHOM
6e30racHOCTA, HOPM TEeXHUKH 0e301acHOCTH, CBOEBPEMEHHOe TIPUHSTHE

HeoOXOIUMBIX Mep TPU BbISIBJIEHUU (JaKTOB UX HapyILIeHUs.

3. ®YHKUWU ITOAPA3AEJIEHUA

3.1. IlnaHnupoBaHue, opraHu3al¥si W KOHTPOJIb aJMHUHUCTPATHUBHO-
X03SIICTBEHHOTO 00ecTieueHust JiesiTe/TbHOCTU KOJTeziKa.

3.2. Xo3siicTBeHHOe 00cay)XuBaHhe U obecrieyeHWe HajJleXallero
COCTOSIHUSI B COOTBETCTBUM C TIpaBWIaMM M HOPMaM{ MPOWU3BOJCTBEHHOU
CaHUTapUX W TIPOTHMBOMOXXAPHOM 3allUThI 3[JaHUA U TOMEIeHUM, B KOTOPBIX
pacroJio)KeHbl TOZpa3fie/ieHrst  KoJule/pka, KOHTPO/Ib 3a UCIPaBHOCTBHIO
obopyioBaHus (OCBeIIeHNs], CUCTeM OTOTIEHUS, BeHTU/ISL[UU U IID.).

3.3. YuacTve B WHBEHTapu3alluM 3/laHul, MoMmellleHHi, 000pyJoBaHUS B
1[e/IIX KOHTPOJISI UX COXPAaHHOCTH Y TEXHUYECKOT'0 COCTOSIHUSI.

3.4. IlmaHupoBaHUWe TeKyL[MX W KaluTaJbHbIX PEMOHTOB OCHOBHBIX
dboHI0B (3maHui, CHCTeM BOAOCHAOKeHUWs, BO3AYXOIMPOBOZOB U APYTUX
COOPY>K€HHWH), COCTaB/I€HHE CMET X0O3SIMCTBEHHBIX PaCX0/I0OB.

3.5. PeMOHT momenjeHrid, KOHTPOJIb KaueCTBa BbITIOJTHEHUS PEMOHTHBIX
paboT.

3.6. ObGecreueHure MoApaszeeHu Kojuiemka Mebesbio, X03sHCTBeHHBIM
VHBEHTapeM, CpeJCTBaMM MeXaHM3alluM WH)XeHepHOr0 M yIpaB/eHYeCKOro
TPY/Zla, KOHTPOJIb 3a KX palMOHA/JbHBIM HCII0/b30BaHUEM, COXPaHHOCTHIO,
TpOBeJleHreM CBOEBPEMEHHOI0 PEMOHTA.

3.7. OdopmieHre HeoOXOAMUMBIX JOKYMEHTOB [l 3aK/IHOUeHMS
JOTOBOPOB Ha TpoBefleHWe pabOoT ¥ OKa3aHHWe YCJAyT CTOPOHHUMU
OpraHu3aLysMHU.

3.8. ITlonyueHne U XpaHeHMe KaHLEISPCKUX MPUHAAJIEKHOCTEN,

XO03HUCTBEHHbBIX MaTepHaJIOB, O60py,£[OBaHI/IH, HWHBEHTAaps, obecrieueHre MU



COTPY/JHHUKOB KOJI/Ie/Ka, yU4eT UX PacX0/I0BaHUsI U COCTAB/IeHMEe YCTaHOBJIEHHOU
OTUETHOCTH.

3.9. KoHTposb paljuoHasbHOTO PacX0/J0BaHUsI MaTeprasaoB U (DMHAHCOBBIX
CPe/CTB, BbIZEISIEMBIX /11 XO3UCTBEHHBIX LIe/Iei.

3.10. bnaroycTpoiicTBo, o3e/eHeHne, yOOpKa TeppUTOpPHH, Mpa3gHUUYHOE
Xy/10)KeCTBeHHOe oopmsieHUe (acaJioB 3/1aHUM.

3.11. OpraHuzanuss TPAHCIIOPTHOTO  oObOecrieueHUs]  [JIeSITEbHOCTH
opranu3aiiyu. [Ipyu OTCyTCTBHMM COOCTBEHHOTO aBTOTPAHCIIOpTa MOATOTOBKA
JIOTOBOPOB Ha TPAHCIIOPTHOe 00C/Ty>KBaHe CTOPOHHUMH OpPTaHU3aIUsIMH.

3.12. B cooTBeTCTBUM C [eMCTBYIOIIUMHU MpaBWIaMA W HOpPMaTHWBaMU
opraHu3alds SKCIUlyaTalldd MW CBOEBPEMEHHOIO0 peMOHTa TeXHUYeCKOro
obopyioBaHus (37IEKTPUUECKUX CeTeH, CHUCTeM OTOTUIeHHS, BEeHTWISI[UN U T.J.),
becriepeboiiHoe  obOecrieueHWe  37@aHWK W TIOMEINIEHWM  OpraHu3aluu
3/7IeKTPO2HEpryien, TeryioM, BOJIOM, KOHTPOJb 3a HUX palOHa/IbHBIM
pPacxo/l0BaHUEM.

3.13. Opranusaius u obecrieueHue MPOMYCKHOTO peXKuma.

3.14. TlpoBenenne WHGMOOPMAI[MOHHO-PA3bsACHUTEbHON paboThl cpeau
pabOTHUKOB OpraHW3allid, HarpaB/JIeHHOWM Ha obecTieueHHWe COXPAaHHOCTH U
COZlep)KaHUs B MCIIPaBHOM COCTOSIHUU 3/laHWM, TOMeIeHWd W UMYIecTBa
Ko/le[ka, OepexxHoe OTHOIleHWe K  00Opy/IOBaHMIO U SKOHOMHOE
VICII0/Ib30BaHMe MaTepuasbHbIX U SHEPreTUUeCKUX pPecypcoB (3/1eKTPO3HEPIuy,
Ter/1a, BOZbl, KaH1[e/IIPCKUX MMPUHA/IJIe)KHOCTel, paCX0/IHbIX MaTepHasoB U T.7.).

3.15. TlpoBejeHre MPOTHMBOIOXKAPHBIX Y  MPOTUBO3MUAEMUYECKUX
MEepOIPUSTHN.

3.16. Ocy1uiecTBieHue B MpefiesiaXx CBOeH KOMITEeTeHI[UH UHBIX (DYHKIUW B

COOTBETCTBHH C LIe/IIMU U 3dJd4aMU OPraHU3dli1N.

4. B3SAUMOJIEVICTBUE C IIOJPA3JIEJIEHUAMU
4.1. AJAMUHMCTPaTUBHO-XO3MCTBEHHAsT 4YaCTb MOJOTUYETHA JUPEKTOPY

KOJIJle/pka T0 BOIMpOCaM, CBs3aHHbIM C OpraHu3aiued aJMUHUCTPAaTUBHO-



XO3CTBeHHON paboThl B KOJUIe[pKe, TIO/yyaeT 3aZlaHusi, WHGOpPMaIUIO,
JOKYMEHTbI W T.I., OTUMTHIBAeTCS 00 WX BBITIOJTHEHWM, pe3ysbTaTax yCIIyT,
Tipe/j0CTaB/isieT 3aTpe00BaHHYI0 MH(OPMALIUIO.

4.2. AJMVHUCTPAaTUBHO-XO3SIMCTBEHHasi 4YacTb OCYLIECTBJISIET CBOIO
JesiTe/IbHOCTh BO  B3aUMO/IeHCTBUM C APYTUMU CAy)Kb6aMU U CTPYKTYPHBIMU
ro/ipa3zie/ieHusIMU  KOJlJleZi)ka, a TakxKe BIIpeJieslax CBOeM KOMIIeTeHL[UU C
BHEITHUMU OpTraHU3al[UsIMU:

- CO CTPYKTYPHBIMU TIOJpa3fieJieHUsIMU KOJle/pka TI0 BOIpOCaM
no/iiep)KaHusi MaTeprabHOM 6a3bl To/ipa3ziesieHusi, oAAep KaHus opsiIKa
W OsaroycTpoiicTBa KaOWHETOB, COXPaHHOCTU OOOpY/JOBaHUS, €ro
6e30macHOCTH, COOTBETCTBUSI CAHUTAaPHO-TUTHEHNUeCKUM HOpMaw;

- C FOPUCKOHCYJ/ILTOM M0 TIPABOBLIM BOMPOCAM;

- co cnyxbolt MHGOPMAI[MOHHBIX TEXHOJIOTHMH 10 BOMPOCAM
pa3paboTK U BHeApPeHHsT HOBBIX WH(OPMALIMOHHBIX TEXHOJOTHN C
NpUMeHeHeM  KOMIBIOTEPHOM TeXHWKH, OIepaTHBHON  00paboTku
VH(pOopMaLuy;

- C KaHlensipyelt 1o BompocaM odopmieHUsT HeoOX0JUMbIX

AOKYMEHTOB, UX COXPAaHHOCTH.

CoriacoBaHo:

FOpuckoHCynbT M.M. Kagau

HauanbHUK MacTepckoun FO.T". fIkoBneB
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