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1. O01ee moJioxeHust

1.1. Hacrosmee IOJIOXEHHE ONpeneNseT HasHAaueHWe, IIENH, 3a1auu,
(DYHKLIUH, IIpaBa, OTBETCTBEHHOCTh ¥ OCHOBBI J€STENBHOCTH aJIMAHUCTPATUBHO-
XO03UCTBEHHOTO oTzena (manee mo tekcty- AXO) I'BIIOY HCO «H3K» (nanee —
YUpEeXIEHNUE).

1.2. AXO ocymecTBIsIeT aIMUHUCTPATHBHO-XO3IMCTBEHHOE ObecIedeHue
ACATENbHOCTH  YUPEKIEHMsS, ABIAETCS  CaMOCTOSTENBHBIM  CTPYKTYPHBIM
IOJpa3/ie]IeHUeM yUPeKIeHuUSI.

1.3. Hesrenpnocts AXO HampaBieHa Ha pelleHHe aIMHHHCTPATHBHO-
XO3SMCTBEHHLIX M TEXHHYECKMX BOIIPOCOB IO HAMpaBlIeHHAIM M 00BEMaM,
OIpENENsIEMBIM U3 YCIIOBUN B OCOOEHHOCTEH EeITENbHOCTH YUPEXK ICHHUS.

1.4, B cBoeli pgearenpHOCTH AXO pYKOBOICTBYETCS MIEHCTBYIOIIHM
3aKOHOJATENIbCTBOM, HOPMATHUBHO-IIPABOBEIMH ~ aKTaMH U METOIUYECKHMHU
MarepyallaMi I10 XO3AWCTBEHHOMY OOCIY)XMBAaHUIO, HOPMAMW H IPaBUIIaMH
COIEPIKaHKs, SKCIUIyaTallud W PEMOHTA 3HAaHUMN, TEXHUYECKOrO O0OpYHOBaHHUSI,
HOpPMaTUBHBIMU JOKyMEHTaMU 110 COOJIIOIEHHUIO CaHWUTapHO-
IIPOTUBOSIUAEMUUYECKOIO PEXUMa, IIPOTUBOIIOKAPHON OE30IaCHOCTH M TEXHUKU
0e30MacHOCTH, OpraHU3alMOHHO-PACIIOPSIAUTETBHEIME ~ JTOKYMEHTAMH CAMOIO
YUPEKIEHHS] ¥ HACTOSIIHUM IIOJI0KEHUEM.

1.5. AXO nomuyusfeTCs HENOCPEACTBEHHO HAYaIBHUKY OTHeNla II0
aIMIHUCTPAaTUBHO-X03sIMCTBEHHOH paboTe.

1.6. AXO B3aUMOIENCTBYET CO BCEMHU CTPYKTYPHBIMU IMOAPA3NEICHUSIMU
YUPEKIECHUs B IIpeJieiax, BO3JIOKEHHEIX Ha HEro 3a7a4u U QyHKIUH.

2. OcHoBHBIE 3aJadu a[lMl/lHI/ICTpaTHBHO-XO3HﬁCTBeHHOFO oTaeJia

2.1. lIlopnmepxxaHve 3HaHUMA M T[OMEIIEHUH YYPEKICHUS B COCTOSHUU
COOTBETCTBUS JIEUCTBYIOIIMM CAaHUTAPHO-TUTUEHUYECKAM M IIPOTUBOIIOKAPHBIM
HOpMaM U MpaBUJIaM.

2.2. OcymiecTBieHre KOHTPOJS COCTOSHHUS M OIEPaTUBHOE YCTpaHEHHE
HEUCIIPABHOCTEH KOMMYHAaIbHO-3KCIUTYaTAllMOHHOI0 000PYIOBaHUS yUPEKIECHUSA
(cucTeM 3HEProcHaOXeHWUS, TEIUIOCHAOXKEHNUS, BEHTUISALUM, BOJOCHAOXKEHUI U
zp.).

2.3. IlpoBemeHue, KOHTPOJh KadyeCcTBa WM IPHEMKa PEMOHTHBIX paboT B
OKCIUIYaTHPYEeMBIX YUPEXKIECHUEM IIOMEIIEHUAX B COOTBETCTBHM C IIaHAMHU
PEKOHCTPYKITHH, KalIUTAIBHOIO B TEKYIIEro pEMOHTOB IIOMEIIEHUH YUPEK ICHNUS.

2.4. IIpoBenenue padboT 10 OJIAroyCTPOUCTBY, O3EJIEHEHUIO, IIPa3IHUIHOMY
yOpaHCTBY YUpEKI€HUS.

2.5. OOGecrmeueHne CTPYKTYPHBIX IIOApa3fielieHud (B psfe Clydaes,
ayJUTOPHEIX [IOMEIIEHIH) KaHIEIPCKIMH IPUHAIIEKHOCTIMH, 000py JOBAHIEM,
OPITEXHUKOM, MeOenbio, XO3SMCTBEHHBIMH TOBapaMH; BEIE€HHE ydeTa UX
pacxogoBaHuI H COCTaBJICHHE YCTAHOBJICHHOH OTYETHOCTH.



2.6. IlpunaTre Mep MO COXPaHHOCTH MeOelIy, XO3sSHUCTBEHHOIO HHBEHTAPS,
CPEICTB MEXaHM3AIMK MHKEHEPHOrO U YIPaBIEHYECKOTO TPY[a, a TakXke IO UX
BOCCTAHOBIIEHHIO ¥ PEMOHTY B CIIydae MOBPEKICHHS.

3. OcHoBHbBIE GYHKIIHH AAMUHHCTPATHBHO - X035AHCTBEHHOr0 0TAEJa

3.1. B cooTrBeTcTBHM C BO3J10XeHHBIMU 3amadamu AXO OCYIeCTBIISIET
clenyrone GyHKIIUN:

3.1.1. Xo03siCTBEHHOE, MaTepUaIbHO-TEXHHYECKOE M COLMAILHO-OLITOBOE
00CITy’)KUBaHUE YUPEXKICHUS U €r0 CTPYKTYPHBIX [TOIpa3/IeICHHA.

3.1.2. CopepxaHue B HamJIeXallleM COCTOSHHUM 3IaHUM M IIOMELIEeHUH,
UCIIOJIB3YEMBIX YUPEKICHUEM. ‘

3.1.3. Cosnanue ycinoBuil 1yt obecreueHus Tpya U OTIBIXa COTPYTHUKOB U
yUaIIAXCS YUPEK ACHUS.

3.1.4. Pemenue BOIpPOCOB IEpEMEIIEHHUS, CKIAAUPOBAHUS, XPaHEHUSI U
pacrpeseneHus MexXay IoApasHeleHusIMUA 000pyIOBaHus, HHBEHTAPS, PACXOTHBIX
MaTEPUAJIOB ¥ KaHIEISIPCKUX MPUHAMIEKHOCTEH.

3.1.5. DBrimmonserue paboT @O OKCIUTyaTalldl M TEXHHYECKOMY
00CITy’)KMBaHHUIO 000PYJOBaHUS U HHBEHTAPS, TPUHAIICIKAIINX YUPEKICHHIO.

4. CTpyKTypa aIMHHHCTPATHBHO - X0351liCTBEHHOI'0 0T/Ae/a

4.1. Ctpyktypy u mrat AXO yTBepKIaeT AUPEKTOP YIPEKICHHUS.

4.2. B coctaB AXO BXOOAT:

- Ha4aJIbHUK aIMIHUCTPATUBHO-X03IMCTBEHHOTO OTAEINa;

- CIIELMAIIACT T10 OXpaHe TPYa;

-yOOpIITUK CITy>KeOHBIX TOMEIIEHUH;

- pabouwmif M0 KOMIUIEKCHOMY OOCITY)KUBaHUIO U PEMOHTY 3[aHU;

- cnenuanuct mo AXO;

- cllecapb-CaHTEXHUK;

- rapJIepoOIIIHUK;

- KJIaJIOBIIUK,

- TEXHUK-TIPOTPAMMHUCT;

- BOJIUTENH;

- KacTeJIsTHINA,

- TJIaBHBIN WHXXEHED;

- cllecapb-3JIEKTPHUK.

4.3. PyxoogctBo AXO oOcCymiecTBIseT HadalbHUK OTJENa, KOTOPBIA
IIOTYHHSETCS HEMTOCPEICTBEHHO JUPEKTOPY YUPEKICHUA.

4.5. HavanpHUK OTENa pacrpeneNseT 00sS3aHHOCTH MeXAy pabOoTHHKaMU
AXO B COOTBETCTBHUU C UX IOJDKHOCTHBIMA MHCTPYKIUAMHU.

5. IlpaBa agMUHUCTPAaTHBHO — X03AHCTBEHHOI'0 0T/

5.1. AIMUHHUCTPATUBHO-XO3IUCTBEHHEIN OTAENI UMEET IIPABO:



5.1.1. TpeGoBaTh OT CTPYKTYPHBIX OAPa3IeIeHIN YUPEKIECHNS:

- BBINIOJHEHMS YKa3aHHH IO OOECIEUEHUIO COXPaHHOCTH OGWCHOTO,
ayTUTOPHOTO M y4eOHOrO  HUHBEHTaps, MeOend,  OpraHM3aluOHHON,
BBIYMCIIATEIHHON ¥ HHOM TEXHUKH, IIPOYEro 000pyI0BAHNUS;

- COOJIOZIEHNS TIPaBUII IPOTHUBOIIOKAPHON O€30IIaCHOCT.

5.1.2. OcymecTBIATE ONEPAaTUBHO-TEXHUYESCKUN KOHTPOJIb B (DaKTHUECKYIO
IIPOBEPKY KaYeCTBa X CBOEBPEMEHHOCTH BBIIIOJHEHUS ITOPYICHHUH.

5.1.3. Ilo maHHBIM KOHTPOJIS W NPOBEPKHU BLITIOJIHEHUS YKA3aHUH BHOCHUTE
[IPEUIOKEHUS PYKOBOACTBY YYPEXKIEHHs O IPUBICYEHUH, B COOTBETCTBUHU C
TPYZOBBIMU JOTOBOPaMH U IOTOBOpPaMM Ha IIOIy4eHUE 00pa3oBaTEIbHBIX YCIYT,
3aKJIFOUYEHHBIMU C PAOOTHUKAMH WU YyUalIUMUCS YUPEKISHHS, K MaTepUaTbHON U
JUCIUIUIMHAPHON OTBETCTBEHHOCTH.

5.14. TpebGoBarb 0T pYKOBOOUTENEH MOApa3NeNeHUN YUPExkKIEHII
cobroaTh MpaBuiia XpaHEeHUs U 0o0ecledrnBaTh PalMOHAIBHOE HCIIOIB30BaHHUE
PacXOIHBIX MaTEPUAIIOB.

5.1.5. CaMoOCTOSATENBPHO BECTH IEPENHCKY I10 BOIPOCaM XO3SHCTBEHHOIO
obecTeueHus yIpeKIeHHs.

6. OTBETCTBEHHOCTh AIMHHHCTPATHBHO - X035IMCTBEHHOI'0 0T/Aeaa

6.1. OTBeTCTBEHHOCTh 3a HEHaJJIeXallee HCIOJTHEHHe (QYHKIUH,
IPeIyCMOTPEHHBIX HACTOSIINAM IOJIOXKEHHUEM, HECET HeIIOCPENCTBEHHO HayalbHUK
OTZeNa M0 aAMUHUCTPAaTUBHO-X03HCTBEHHOU paboTe.

6.2. Ha HauanpHMKA OTHENA IO aAMUHUCTPATUBHO-XO35HCTBEHHOU pabore
BO3JIaraeTcs epCOHaIbHasl OTBETCTBEHHOCTD 34!

- OpraHM3alyio [eITeNPHOCTH pPaOOTHUKOB IO BBINOJHEHHIO 334a4 U
(GYHKIUH, BO3IOKEHHBIX Ha aJMUHUACTPATUBHO-XO35CTBEHHBIN OTZEI;

- OpraHu3aIl’io ONEPaTUBHOM U KaUeCTBEHHOM IIOATOTOBKU JOKYMEHTOB, MX
HCIIOJIHEHHUS, BeIEHHE [eJOMPOMU3BOACTBA B COOTBETCTBUU C IEHCTBYIOLIMMU
NpaBUJIaAMH ¥ MHCTPYKIFSIME yCTaHOBICHHBIME B yIPEKACHUN,;

- CBOEBPEMEHHOCTh M KadeCTBO HCIIOJIHEHUA 3asgBOK CTPYKTYPHBIX
MOIpa3aeiIeHIH;

- cobmomenne paOOTHUKAMH aIMUHUCTPAaTUBHO-XO3SANUCTBEHHOIO OTIENa
TPYAOBOM IUCIIUIIINHEL.

6.3. OTBETCTBEHHOCTb pPabOTHUKOB aIMUHUCTPATUBHO-XO3SHCTBEHHOIO
OT/IejIa YCTaHABIMBACTCS MX JOJKHOCTHBIMY MHCTPYKIMSIMH.
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