JIOHCKOM KA3AYHI I'OCYJIAPCTBEHHBIN NHCTUTYT NHUIIEBBIX TEXHO-
JIOTHI 1 BU3HECA (PHJIHAJL)
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IHOJIOKEHUE s
O CEKTOPE AITIMHAHUCTPATUBHO-XO3SIMCTBEHHOM PABOTBI
JIOHCKOIro rocyAapcTBeHHOI0 Ka3a4bero HHCTUTYTA MHUIIEBbIX TeXHOJIOTHil 1
OusHeca (punan) ®TBOY BO «MI'YTY umenu K.I'.Pasymosckoro (Ilepsbrii
Ka3a4HH YHHBEPCUTET) »

1. OBIIME ITOJIOXEHM
1.1. CexTOp aqMMHICTPATUBHO - XO3HCTBEHHOM paboThI (nanee - "AXP") 18-
JIeTCsI CTPYKTYPHBIM ITOApa3ielleHneM Gunuaia.
1.2. PabotHuxu cexropa AXP Ha3zHavaroTCa U OCBOOOKIAIOTCS OT JOKHOCTH Ha
OCHOBaHWH PEIICHHUS JUPEKTOPA [0 IPEICTABICHUIO 3aBEIYIOLIETO.
1.3. Cextop AXP B cBOeii paboTe pyKOBOACTBYETCS:
(enepansHBIMU 3aK0HaMu Poccuiickoi @eneparun;
yKazaMmu u pacnopspkeHusamu Ilpesunenta Poccutickoit ®@enepanu;
IIOCTaHOBIICHUSIMHU U pacnopsbkenusMu lpaBurensctsa Poccuiickoit Denepa-

UM,
- YCTaBOM YHUBEPCHTETA,
- HacrtosmwmM Ilonoxeruem.
1.4.B cextope AXP MoIKHBI OBITH JJOKYMEHTHI M MaTepPUATIEI TI0 CIEAYIOIIUM
BOITpOCaM: ‘

- IIOCTAaHOBJICHUS, PACTIOPSKCHHU, IIPUKAa3bI, APYTHE PYKOBOJAIME U

HOPMAaTHUBHBIC JOKYMCHTHI BBIIIIECTOSIIUX OpraHoB, KaCaroIUueCs aAMUHUCTPATUBHO-

X035 CTBEHHOI'O 00CITy )KUBaHUSI;

- CTPYKTypa GuiInaia U IepCIeKTUBEI €70 Pa3BUTH;

- TOPANOK BeIeHUs TaOeIbHOTO yUeTa;

- CPEICTBa CBSI3H, BEIMHCIUTENHHOM M OPraHU3alOHHOMN TEXHUKH,

- IIOPSJOK M CPOKU COCTABJIEHHUSI OTYETHOCTH;

- CpelCcTBa MEXaHU3AIIMU PYYHOTO TPY/Ia;

- TIOpsNOK IPHOOpeTeHus 060y 10BaHMU, MeOeIH, HHBEHTAPS, KAaHLETAPCKIX



NPUHATEKHOCTER M O(OPMIIEHHS PACUETOB 38 YCIIyTH;
- OCHOBBI 9KOHOMUKH, OpraHH3aliy TPy, IPOU3BOACTBA U YIIPABIECHH]S;
- ©JUHas TOCyNapCTBEHHAs CHCTeMa JeI0IPOU3BOCTBA;
- MeToxsl 3QGEKTUBHOTO IPUMEHEHHS] OPITEXHUKH H IPYTHX TEXHAYECKAX
CPENCTB yIPaBIEHYECKOTO TPYIa;
- IIpaBHlIa BHYTPEHHETO TPYIOBOI'O PaCIIOPAIKA;
- TpaBuUIa ¥ HOPMEI OXPaHbl TPYIa.

2. CTPYKTYPA CEKTOPA

2.1. Crpyxrypy u mTats cekropa AXP yTBep:xnaer JHApPEKTOp puiInaa.

2.2. PykoBonctBo cexropom AXP ocyrmecTsiser 3aBEAYIOIINH.

2.3. B cocras cexropa AXP BXOMAT: 3aBe/TyIOLIIiA, UHXXEHEp II0 OXpaHe TPyIa,
YOOPIIUKY CITyXeGHBIX TIOMEIEeHHH, BOIUTENH, Cliecapb-3JIeKTPUK.

3. OCHOBHBIE 3AJJAU CEKTOPA

3.1. Xoszs#cTBeHHOE O0CIY)KUBAaHUE 3NaHUS, IOMEINeHHH 00OpynOBaHUs BCeEX
TEXHUYECKUX CHUCTEM (uiIHaia.

3.2. Pa3paboTka IIIaHOB U OPraHU3aINs TEKYIIHX W KATUTATbHBIX PEMOHTOB 31a-
HUH, TOMEIIECHUH U TEXHUYECKOro 060py10BaHus buinaa.

3.3. KoHTponb 3a KauecTBOM BBITIONHEHHS PEMOHTHBIX PadoT.

3.4. KoHTpons 3a panyioHAIBHEIM PacX0I0BAHUEM MaTepPHaJIOB U CPEJCTB, BEIIE-
JIAEMBIX JJI XO3AMCTBEHHEIX LIEIEH.

3.5. Oprasusaiys oxXpaHbl 34aHUs B KOHTPOIb 38 COOIIONEHHEM BHYTPHOOBEKTO-
BOT'O ¥ IIPOILyCKHOT'O PEXXHMOB.

3.6. YuacTue B MOJATOTOBKE U UCTIOTHEHUN YIIPaBICHYECKUX PELICHUH PYKOBOICTBA
TIO BOIpOCaM aqMHHHUCTPATUBHO-X03IHCTBEHHOTO O0ECTIeIeH S AESTENBHOCTH DHIHANA.

3.7. Kontpons 3a GecriepeGoiHBIM 00eCIeueHreM 3 1aHMs i TTOMEIIEHUH HHCTUTYTA
KOMMYHAJIPHBIME YCITyraMHi BOLOCHA0XEHHS, BOJOOTBEIEHHS, TEINOCHAMKEHNS, dIIeK-
TpocHabxeHus, obpamenns ¢ TKO.

4. OYHKIIM CEKTOPA

B COOTBETCTBHH C BO3IIOKEHHBIMH 3a1a4aMU cektop AXP ocymiecTBiser cie-
Ayrone QYHKIAA:

4.1. XossiicTBeHHOE 0OCIyXHMBaHUE H TOINEP)KAHUE B HaJIUTEXKAIIEeM COCTOSHUH
3MaHUH U IOMEIIEHUH, B KOTOPBIX PACIIONIOKEHE] noapasneeHus Quinana, B COOTBET-
CTBHH C NPABANAMA M HOPMaM¥ TPOM3BOACTBEHHOM CAHHTAPHH WU IIPOTHBOIIOXKAPHOMI
SallATEI, & TAKKE KOHTPOINb 32 UCIIPABHOCTHIO TEXHHYECKOTO 000Dy I0BaHMS UHCTHUTYyTa
(OCBEILEHHUS, CHCTEM OTOILICHHSL, BOZIOCHA0XKEHHMS, BEHTUISAIUH, OXPAHHOHN U II0KapHOM
CUTHAJIM3AIIHH).

4.2. Pa3paboTKy IUIAHOB TEKYLIUX U KAMMTAIBHEIX PEMOHTOB OCHOBHBEIX (DOHIOB
(3manui, cucTeM BOJOCHAGKEHNS, BO3TyXOIPOBOJOB ¥ APYIMX KOMMYHUKAIIAH).

4.3. OpraHuzaIuio IpoBeNeHHS PEMOHTA TIOMEIIeHUH, OCYIIECTBICHHE KOHTPOJIS
3@ Ka4€CTBOM BBIITOJIHEHHUS] PEMOHTHBIX paboT.



4.4. ObecrnedeHne mompasneleHuil Gpunuana MeOenbio, X03HCTBEHHBIM HHBEH-
TapeM, CPEACTBAMM MEXaHU3alMK HHKEHEPHOTO U YIIPaBIEHYECKOrO Tpy/a, Habmoe-
HHE 32 X COXPaHHOCTBIO U IIPOBEJEHUEM CBOEBPEMEHHOTO PEMOHTA.

4.5. OdopmieHne HEOOXOIUMBIX MTOKYMEHTOB IS 3aKITIOYEHUS JIOTOBOPOB Ha
OKa3aHHe YCIyr, IIOJyYCHHE M XpaHEHHe KaHIeISIPCKUX MpUHANIEKHOCTEH, Heobxo-
JMMBIX XO3SMCTBEHHBIX MAaTepUaoB, 00OPYHOBaHMSA W HHBEHTaps, OOeCIIeueHHe HMU
CTPYKTYPHBIX IIOJPA3ACIICHUH, a TAKXKE BEACHNUE yJeTa MX PACXOJOBAHUSI U COCTABIECHUE
YCTAHOBJICHHOH OTYETHOCTH.

4.6. KoHTpOJIb 32 panMOHAIBHEIM PACXOIOBAHHEM MaTepUaJIOB U CPENCTB, BEIIE-
JIIEMBIX IS XO3SUCTBEHHEIX IIEJIEH.

4.7. OpraHusaIyio nprueMa, perucTPalil U HeoGXOIUMOro oOCITy)KUBaHHS Leje-
raluii 1 JIKLI, IPUOBIBIINX B CIIyKeOHBIE KOMAaHIUPOBKH.

4.8. Opranmsanuo pabor mo OmaroycTpoiicTBY U yGOpKe TEPPUTOPUH, TIpa3-
HIYHOMY XyJI05KeCTBEHHOMY 0QOopMIIeHHIO (hacaIoB 31aHuii, IPOXONHEIX.

4.9. XozgiicTBeHHOe 00CIyXHBaHHUE IIPOBOJUMBIX COBELIaHWN, KOH(EpeHLUH,
CEMHUHAPOB U APYTUX MEPOIPHUITHIA.

4.10. OpraHuzanuio BEIIOTHEHUS IIPOTHUBOIIOKAPHBIX MEPOIPHATHH U CojepKa-
HHE B UCIIPABHOM COCTOSIHUM II0)KaPHOTO MHBEHTAPSI.

4.11. OcyIecTBIIEHHE METOIHYECKOrO PYKOBOZACTBA [JEATEIBHOCTBIO PYIUX
CTPYKTYPHBIX IIOApaseieHuHi 1o Bompocam AXP.

4.12. OcymecTBieHune, B paMKax cBoeii KOMIICTeHIINH, BEICHHUS IETONPOU3BOJICTBA,
bopmMupoBanue u OTIPaBIIEHHE/TIOTyYeHHE KOPPECIOHACHIINN JIpyroi mHbOpManuu
IT0 3JIEKTPOHHBIM KaHAJIaM CBSI3U.

4.13. OcymiecTBieHre OPraHU3AIMH BEICHUSL HOPMaTHBHO-CIIPaBOYHON HHOOP-
Mallid, OTHOCAIIEeN s K hyHKpaM AXP.

4.14. OcymecTBIeHre B COOTBETCTBHE C 3aKOHOMATENbCTBOM Poccuiickoii Me-
Aepayy paboThl 0 KOMILIEKTOBAHUIO, XPAHEHHUIO, YUETY M HCIIOJIB30BaHUIO apXUBHBIX
IOKYMEHTOB, 00pa30BaBIINXCS B XOJIE NeATEIHHOCTH cexropa AXP. :

4.15. Vuactme B mposeneHue WHBEHTAPU3aLUU 3TaHUs], IOMELIeHUH, 000pymo-
BaHNA 1 MaTEPUATLHBIX I[€HHOCTEM.

4.16. BemonHeHHe KOMIUIEKCA Mep,- HaIlpaBJICHHBIX Ha CBOEBPEMEHHOE BBISBIIC-
HAE yTPO3 U IPENOTBPAINCHHE HANaJCHUsI HA OXPaHAeMBbIe OOBEKTEI, COBEPIICHHS Tep-
POPUCTUYICCKUX aKTOB, HHBIX IIPOTHUBOINPABHBIX [TOCATATEIBCTB, B TOM YHCIIE SKCTPEMH-
CTCKOI'O XapaxTepa, a Tak’ke BOSHUKHOBEHHS UPE3BBIYANHBIX CUTYAIHI.

4.17. Tlposenenue MEPOIPHUATHH 10 NePaTU3ALUU U IE€3UHCEKITNHN 3MaHusI U I10-
MEILeHUH.

Bosnoxenue dpynkimii Ha cexrop AXP, He OTHOCAIIHXCS K ero KOMIIETEHIIUH, HE
IOITyCKaeTCs.

5. BBAUMOJIEMCTBME CO CTPYKTYPHBIMU IHOAPA3JEJIEHUSIMI

5.1. B mporuecce Npon3BOICTBEHHOM JIeSTENBHOCTH QUIMaa COTPYIHUKH CEK-
TOpa AXP B3aMMOIEHCTBYIOT CO BCEMH CTPYKTYPHBIME [OAPA3 /eI HUIMH UHCTHUTYTa B
PaMKax BO3JTIOKCHHBIX Ha HUX JaHHEIM [Tonoxenuem dyHKIHit 1 3amay.



6. IIPABA

PaboTHuky cexTopa AXP I peleHus BO3I0KEHHBIX Ha HUX 3284 UMEOT IIPaBo:

6.1. 3ampamuBaTh B yCTaHOBICHHOM IOPSIKE OT CTPYKTYPHBIX HOApa3ieieHHil
rurana “HGOPMAIHIO IO BOIPOCAM, BXOISIIMM B KOMIIETEHIMIO cekTopa AXP.

6.2. Co3naBate 3KCIEpTHBIE W pabodude IPYIIBl MO BOIPOCAM XO3SHCTBEHHOTO
oOciy>xuBanwust QrHaia.

6.3. IIpoBonuTS, B Npefieax CBOSH KOMIIETCHI[WH, B yCTAHOBIEHHOM HOPSIKE IIe-
PErOBOPEI CO CTOPOHHUMH OpPraHH3aI[UIMH.

6.4. Mcrnonb30BaTh cpesicTBa, BEIAEIseMble Ha GUHAHCHpOBanye cekTopa AXP s
3aKyIKH HEOOXOIMMBIX XO3SIHCTBEHHBIX MaTePHAIOB, 000Dy IOBAHHUS U HHBEHTAPSL.

6.5. BHOCHTb NPEIVIOKEHUS TI0 BONPOCAM, BXOISIIMM B KOMIIETEHIMIO CEKTOpa

AXP.
7. OTBETCTBEHHOCTbDH

7.1. 3aBemyrommuii cextopoM AXP HeceT OTBETCTBEHHOCTH 3a COOIIONEHHE Meii-
CTBYIOILCI'0 3aKOHOIATENBCTBA B IIPOIIECCE PYKOBOACTBA COTPYIHUKAMH CEKTOpa, Kade-
CTBO M CBOCBPEMEHHOCTH BEHIIOJHEHHSA BO3JIOKCHHBIX HACTOSAIMM IloJIo)KeHWeM Ha
cexrop AXP ¢dyHKUMI 1 32129, a TaKKe 3a COONMIONEHNe pabOTHUKAMH CEKTOpa TpyJo-
BOH ¥ NIPOU3BOJCTBEHHON JUCIMILIMHEL, IPABHI BHYTPEHHETO TPYIOBOIO pacnopsiika
HUHCTUTYTa, HOPM OXPaHbl TPyZAa U IPOTUBOIOXAPHON 6€30IaCHOCTH.

7.2. CremeHb OTBETCTBEHHOCTH IPYIUX PabOTHMKOB YCTAHABIMBAETCS NOIKHO-
CTHBIMH MHCTPYKIMSAMU B IOPSIZKE, YCTAHOBIEHHOM AEHCTBYIONIMM TPYIOBEIM 3aKOHO-
naTenbcTBoM PO,

7.3. 3aBenyrommil ¥ Apyrue COTpyIHuKE cekTtopa AXP HECYT IIEPCOHAIBHYIO OT-
BETCTBEHHOCTb 33 COOTBETCTBHE O(QOPMIIEMBIX MMH JIOKYMEHTOB U ONepalui ¢ Kop-
PECIIOHACHIIMEN 3aKOHOAATeNbCTBY Poccuiickoii Deneparum.

8. SAKJIIOUYMTEJIBHBIE ITOJIOXXEHU A

8.1. Hacrosmee ITonoxxeHue BCTymaeT B CHIIy ¢ MOMEHTa €ro YTBEPXKIEHUS U
NOANUCAHKA JUPEKTOPOM (bHIHaa.

Cormnacosaso:

' maBHBI cieruaNucT o Kagposoi |/ AN eIV AT T . anaxtroHosa H.I.
1 IOpUITYEecKoil paboTe

3aBeqyromuii cektopom AXP ?/y Ily6un O.B.



