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1. O0mme mooKeHHus

1.1. Orzen no ynpasnenuto AIMMHHUCTPATUBHO — XO3SMCTBEHHON NEATEIbHOCTRIO U
MMYIIECTBEHHBIM KOMIUIEKCOM (ainee - OTxen) sBiseTcss CTpyKTYPHBIM II0Apa3/IeIeHUEM
DenepalbHOTO  TOCYAapPCTBEHHOTO OHOMKETHOIO HayqyHOTO y4pexaeHus «MHCTUTYT
pasBUTHsL, 3N0POBbA U afanTanuu pebeHka» (nanee — MHCTUTYT).

1.2. Otnen HaxonuTcs B HenocpeszTBeHHOM NOTYMHCHUH TUpeKTopa MHCTUTYTA M
3aMECTUTEJISI JUPEKTOPA IO 8 IMUHUCTPATUBHO-IIPABOBEIM BOIPOCAM.

1.3. B cBoelt paGore Otmen pyxoBojcTByercs Koncturynueii Poccuiickoit
Qepepanuy, (efepaTbHEIMA  KOHCTHTYIIHOHHBIME 3aKOoHaMH, TpyAoBBIM KOIEKCOM
Poccuiickoit @enepanuu, GpenepanbHIMU 3aKOHAMHA ¥ MHBIMU HOPMaTUBHBIMU IPABOBLIMHU
akTamu Poccuiickolt @enepanny, Yerasom Mucruryra, KomexcoM THKY 1 CITy>keOHOTO
nosefeHuss paboTHuka HMHcTuTyTa, NpuKazamu, PacCIOpsHKEHUSIMU U YKa3aHUSIMU
JIMPEKTOPA, 3aMECTHTEN JUPeKTopa 0  aJMUHHCTPaTHBHO-TIIPABOBBIM BOIIPOCAM,
a Taxoxe HactosmuM ITooxxeHueM.

2. OcHoBHEBIE 321241
OcHoBHBIMU 3amauamu OTHENA SABISIOTC:

2.1. ADMUHHCTPATHBHO-XO3SHCTBEHHOE 0OECIeUeHIe naesrenbHoctd MHCTHTYTA,
TEXHUYECKOE OOCIy)KUBaHUE 3HaHUS U COOpPY)KEHHH, IOMEIeHUH, 00opyaoBanusl,



IUIAHAPOBAHMWE, OpraHu3alsl MW KOHTPOJIb MpPOBEACHHUS TEKYyIIUX PEMOHTOB,
cHa0XKeHUEe MeOeNbl0, XO3SMCTBEHHBIM HHBEHTapeM, CpeACTBAMH MeEXaHU3alH
WH)XCHEPHOT'0 U YIIPABISHYECKOTO TPY/Ia.

2.2. OpraHu3ailioHHO-METOUYeCKOe PYKOBOJACTBO U KOHTPONb JEATEIbHOCTH
CTPYKTYPHBIX NofpazJiesieHnid IHCTUTyTa 10 BOIpocaM XO3sSHCTBEHHOTO 00CITy>KUBAHWUSI,
palOHATIBHOTO HCIIOJIB30BAaHUS MAaTEPUAIBHBIX PECYpPCOB, COXPAHHOCTH COOCTBEHHOCTH
HNucturyra.

2.3. YyactHe B TOATOTOBKE M WCIOJHEHHM YIPABJIEHYECKUX PEUICHUH
'PYKOBOACTBA IO  BOMpOcaM  aJMHUHHCTPATUBHO-XO3SHCTBEHHOTO  oOecTedYeHus
nearenbHoctd HCTUTYTA.

2.4. Konrpons 3a cobmomenneM TpeOOBaHUN OXpaHBl TpyJa M IOXapHOH
0€30IIaCHOCTH, CBOEBPEMEHHOE INPHHSATHEC HEOOXOAWMBIX Mep MpU BBISBICHUM (PAKTOB
UX HapylIeHHUs.

2.5. ObGecneuenne wuH(pOopMaNUOHHON Oe3omacHocTH B MHCTHTYTE, KOHTpOJIb
3a cobmopeHneM TpeboBanuit pabGoTHHUKamMu WHYOPMAIMOHHOW  Oe€30mMacHOCTH,
CBOEBPEMEHHOE IIPUHATHE HEOOXOIMMBIX Mep TP BBISIBIICHHH (PaKTOB UX HAPYyIIECHUSI.

2.6. llogroroBka M  BeJCHHWE  IUIAHOBBIX  JOKYMEHTOB,  MEPOIPHUSTHIA
[0 TpPaXJaHCKOM o00OpoHe U HNEHCTBHSM IO TPEAYNPEXACHUIO U JIUKBUIAIUA
YpEe3BBIYAMHBIX cUTyaruii B IHCTUTYTE.

2.7. Benenue mnoxymeHrtarun OTnena, MpedoCTaBiIeHHE B YCTAHOBJICHHBIE CPOKH
CTaTUCTUYECKOU U MHOW OTUYETHOCTH.

3. ®OyHkHUU

OcHoBEBIME GyHKIMIME OTHEIa SBISIOTCS:

3.1. IlnmanupoBaHWe, OpraHU3AIUSA U KOHTPOJIb aIMUHICTPATUBHO-X03SIMCTBEHHOTO
obecnieueHus aearenbHOCTH HCTUTYTA.

3.2. Xo3sslicTBeHHOe oOCITyXuBaHue ¥ oOecneueHue Ha/JIeKaIero COCTOSHHUS
B COOTBCTCTBHH C CAHUTAPHBIMH IPAaBWIAMA M HOPMAaMH IPOTHUBOIOXKAPHOW 3aIlUTHI
3@aHM ¥ IIOMEIEHUM, B KOTOPhIX PacHojOXXeHbl nojpaszaencHusi IHCTUTyTa, KOHTPOJIb
HCIPAaBHOCTH 000PYTOBaHUS.

3.3. Yyactue B MHBEHTapHU3alMM 3[aHUM, [MOMeIleHUH, 000pyJOBaHUSI B IIEJIX
KOHTPOJISL UX COXPAaHHOCTH U TEXHUYECKOTO COCTOSIHUSI.

3.4. IInanupoBaHME TEKYIIMX PEMOHTOB OCHOBHBIX (OHIOB (3MaHMM, CHCTEM
BOJIOCHA0XEHUS, OTOIUICHHUS, ¥ JPYTUX COOPYIKEHHMIA).

3.5. PeMOHT moMeIneHui, KOHTPOJIb KaYeCTBA BBIMIOJHEHHS PEMOHTHBIX PaboT.

3.6. OGecnieuenne mompasznencHuii MHCTHTYTa MeE0eNblO, XO03HCTBEHHBIM
UHBEHTApEM, CPEICTBAMU MEXAaHM3alMM WHXXEHEPHOr0 U YIIPABJICHYECKOro TpYJa,



KOHTPOJb WX  PAIiOHAJBHOTO  HCIIONB30BaHHUs, COXPaHHOCTBIO, IIPOBEACHHEM
CBOEBPEMEHHOI0 PEMOHTA.

3.7. Odopmiienne HEOOXOAUMBIX JOKYMEHTOB JUI 3aKIIOYEHHST KOHTPAKTOB
(moroBopoB) Ha MpoBeJeHHE pPadOT M OKa3aHHWE YCIYr CTOPOHHUMHU OpraHu3alusIMu
10 CBOEMY HampaBJIEHUIO JAESTeIbHOCTH.

3.8. Ilonyuenre W XpaHEHHE KAHLEISPCKUX MPUHAMIECKHOCTEH, XO3AHCTBEHHBIX
MaTepuayioB, OOOpYINOBaHWS,  WHBEHTaps, OOecIedeHHe MMM  CTPYKTYPHBIX
nojpasjeiennii MHCTUTYTa, yd4eT UX pPacXOJOBaHUS M COCTABICHHME YCTAHOBIICHHOM
OTYETHOCTH.

3.9. XosaiictBeHHOe O0OCIyKHBaHHE IIPOBOAMMBIX COBEIIAHUM, KOH(pepeHIuH,
CEMHUHAPOB U JPYTUX MEPOIIPUATHI.

3.10. bmaroyctpoiicTBO, yOOpKa IOMELICHUMN.

3.11. KoHTpois palMOHAJBHOTO PAacXOAOBaHUSA MAaTEPHANOB, BBIICIIEMBIX
JUTSL XO3IHMCTBEHHBIX 1IEJIEH.

3.12. Opranuzanys SKCIUyaTalliM KU CBOEBPEMEHHOIO0 PEMOHTa TEXHHUYECCKOTO
obopymoBanus, OecrepeboitHoe obecriedenne 3maHust HHCTHTYyTa 3JIEKTPOSHEPrHeH,
TEIUIOM, BOJOM, KOHTPOJIb WX paIiOHAIBHOIO PACXOJOBaHHUS B COOTBETCTBUM
C IEMCTBYIOIMMHU TIPaBIJIaMU U HOPMATUBaAMHU.

3.13. Tlposenenre HGOPMAIMOHHO-PA3bICHUTEIBHOM pabOTHI Cpeid pabOTHUKOB
HNHcTuTyTa, HampaBlieHHOW Ha  oOeclieueHHMe  COXPaHHOCTH M COACPKAHUSA
B HUCIPAaBHOM COCTOSIHAM 3JaHuss W HMyllecTBa MHCTUTYyTa, OepeixHoe OTHOLIEHHE
K O0OOpY/JOBaHWIO ¥ OKOHOMHOE HCIIOJIb30BAaHUE MATEPUAIBHBIX W OHEPreTUYECKUX
PeCypcoB (RIIEKTPOIHEPTHH, TEIUIA, BOAbI, KAaHIEIAPCKAX NPUHAUIEKHOCTEH, PACXOIHBIX
MaTepHaJIOB U T.[I.).

3.14. OcymecTBiIeHHE B paMKaX CBOel KOMIIETEHLIMU BEICHHUs JIeIIONPOU3BO/ICTRA,
(GopMHpOBaHMEe U OTIIPABICHHE/TIOTYyYSHHE KOPPECTIOHACHINN ¥ APYrod MHGOpMaluu
II0 DJIEKTPOHHBIM KaHajaM CBS3U; OCYIIECTBIIEHHWE OpPraHU3ALMK BEIECHUS HOPMATHBHO-
CIpaBOYHON MH(POPMAIIUHU, OTHOCSIIEHCS K QyHKIMAM OT/EeNa.

3.15. OGecnieuenue B Tpefeliax CBOEH KOMIICTCHLIMM 3aIlUTBl  CBEICHUM
OTPaHUYEHHOI'0 PACIPOCTPAHEHHUS.

3.16. OGecrieuenrie B Ipefeiaax CBOEH KOMIIETCHIMM  UH(OPMAIMOHHOM
6e30IacHOCTHA UHCTUTYTA.

3.17. ObGecnedueHre KOHTPOJS SKCIUIyaTallid AaBTOTPAHCIIOPTA, HCIIOJIB3yEMOIO
B YCTaBHOM JiesaTenbHOCTH MHCTUTYTA.

3.18. KoHTponb 3a BBIIONHEHMEM TPeOOBaHUN 3aKOHOAATENbCTBA B 00JIACTH
OXpaHbl TpyJa U MOoXapHO# 6€30MacHOCTH.

3.19. KoHTpoasr 3a BBIIOJHEHMEM TpPeOOBaHWMN 3aKOHOAATENBCTBA B 00JIaCTH
rpakJaHCKOM 0OOPOHBI M NEWCTBUSIM MPH YPE3BBIYANHBIX CUTYaIIUX.
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4. Ilpasa

B pamkax cBoux ¢pyHKuuiA OTAen HMeeT IpaBo:

4.1. BHOCUTP MpeIOKEHUsT IO BONPOCaM COBEPLICHCTBOBAHUS M IIOBBIIICHHUS
sdpdexTuBHOCTH nesTenbHOCTH OThena, TpeOOBaTh HMX PACCMOTPEHHS M IIPHHSITHS
PEIIeHUH 110 CYIIECTBY.

4.2. Tlony4ars HOKYMEHTHI W WHBbIE WH()OPMAIMOHHBIE MaTe€pUabl IO IPOGUIIO
JESATEILHOCTH JIJIi O3HAKOMJIEHUS], CHUCTEMAaTHU3WPOBAaHHOIO y4YeTa M HMCIIOJb30BaHHMS
B pabore.

4.3. 3anpammBarh ¥ IONYYaTh OT CTPYKTYPHBIX MOApasfelIeHUH HHYOpPMAIHMIO,
HEOOXOIMMYIO TSl BRITTOJTHEHUS BO3JIOKCHHBIX Ha HETro 3a/a4 U (QyHKIMHA.

4.4. OCylIECTBIAT, IIPOBEPKY U KOOPAWHALMIO JEATEIBHOCTH CTPYKTYPHBIX
HOpa3IeIeHuH [0 BOIPOCaM aJIMUHUCTPATHBHO-XO3IHCTBEHHOT0 00€CTIeUeHNs].

4.5. YyacTBOBaTh B M0A00Pe PabOTHUKOB IO CBOEMY IIPO(UIIIO JEATENILHOCTH.

5. PykoBoacTBo OTaenom
5.1. PykoBoactBo OTmenom ocymiecTBisieT HadaabHuK OTaena.

5.2. Ha pgomxdaocts HavanbHuka OtToena Ha3HayaeTCs JIMLO, HMEIOIIEee
BeICIIEE MPOQEeCCHOHATbHOE O00pa3oBaHWE IO CIENHAIbHOCTH, COOTBETCTBYIOIIEH

byHKIIIM M KOHKpETHBIM  3ajadaw, HEOOXOOUMBIM NI HCIIOJHEHUS
JOJDKHOCTHBIX O00SI3aHHOCTEH, CcTaX paboTel HEe MeHee 5 JIeT II0 CIENHAIbHOCTH,
obJtaaroiee Pa3BUTHIMU KOMMYHHUKATHBHBIMU u JTHIITIOMATHYECKIMHI

HaBbIKAMH, CIIOCOOHOE TIPHHMMATh M OINEpPaTHMBHO pEIlaTbh BONPOCHI B paMKax
CBOEH KOMIIETEHITHH.

5.3. PykoBomurens Orthena HazHAYaeTCs Ha JODKHOCTB M OCBOOOXKIAETCS
OT JODKHOCTH JAupekTopoM MWHCTHTyTa B TOpSAKE, YCTAaHOBICHHOM TPYAOBHIM
3aKOHOJaTenbCcTBOM Poccutickoit Penepanuu.

5.4. Havanpauk Otnena:

- PYKOBOOUT JesrelabHOCTBIO Otaena, o0ecnedrBaeT CBOEBPEMEHHOE H
KaueCTBEHHOE BBLITIOJIHEHHE CTOSIIUX 3aj1a4;

- omnpenensier GYHKIIUHA U 00S3aHHOCTH, MOJHOMOYMS M MEpY OTBETCTBEHHOCTH
pabOTHUKOB Ha OCHOBE OJDKHOCTHBIX HMHCTPYKIUH, KOHTPOJHPYET HCIOTHEHUE
(GYHKIIMOHAIBHBIX 00s3aHHOCTEH;

- OCYIIECTBIISIET IUTAHHPOBaHHUE, pachpernencHue padoT B OThene W MOCTAHOBKY
3a/1a4 pabOTHUKAM;

- pu OOHApYXEHUHU HApyIICHUH B Ipeferax CBOeH KOMIETCHIUH B IS TCIbHOCTH
HNHcTTyTa npuUHUMAaeT He3aMeJIMTeNIbHble Mepbl K WX YCTPAHCHMIO, IOKJIaJbIBaeT
TUPEKTOPY, KypPHUPYIOIIEMY 3aMECTUTENIO JUPEKTOPA;



- KoHTponupyeT coOmonenne paboTHukamu Otzaena IpaBWi BHYTPCHHETO
TPYIOBOTO PacCIOPsIKa,;

- KOHTPOJIUPYET colOJroieHre paboTHHKAMU Otnena TpeGoBaHUI
AQHTUKOPPYILIMOHHOTO  3aKOHOZJATENbCTBA,  3AIllUTBl  MEPCOHANBHBIX  JaHHBIX H
KOH(HISHITHATBHOCTH UH(OPMAIIHH.

5.5. Bo Bpems orcyrcTBHMs HavanbHuka Otmena (OTIycK, OonesHb, ciyxeOHas
KOMAaHIUPOBKA K T.J.) €ro OOS3aHHOCTH WCIIONHSET JULO, Ha3HayaeMoe IPHKA30M
mupekropa MHcTUTyTA.

Hauanpauk Otaena 1o ynpasjieHUIO
aIMHAHUCTPATUBHO-XO03SIMCTBEHHOU
JESATEIFHOCTA U UMYILECTBEHHBIM

KOMILUTEKCOM — I'JIaBHBIM HH)KEHED B.B. byiinsrii
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