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1. OBIIME IMOJOXEHUSA
1.1. AIMUHUCTPATHBHO-XO3SHCTBEHHBIH OTIE (namee — otaen) sBigercs

CTPYKTYPHBIM I0/Ipa3fielieHHeM HHCTUTYTA.

1.2. Ornen cosnaercst u IMKBHAMPYETCs IPUKA30M PEKTOPA HHCTUTYTA.

1.3. Ornen moguuHsAeTCS HEMOCPEACTBEHHO MPOPEKTOPY TI0 AMUHHCTPATHBHO-
X03s1HCTBEHHOM pabore.

1.4. B cBoeli 1eATeIbHOCTH OTAEN PYKOBOJICTBYETCS:

- AeHCTBYIOIIUM 3aKOHOJATeNbCTBOM PM, HOPMAaTHBHO-NPABOBBHIMH aKTAMH W
METO/IHYECKUMHI MaTepUalaMH 110 XO3SMCTBEHHOMY OOCIIY)KHBAHHIO, HOPMaMH
U [PaBUIaMH COJICPXKAHMS, JKCIUIyaTallUM W PEMOHTA 3JIaHHWH, TEXHHUYECKOIo
00opy/10BaHUsI, HOPMATHBHEIMH JOKYMEHTAMH 110 COGIIONEHHIO CAHUTAPHO-
IIPOTUBO3IM/IEMUYECKOI0 peXUMa, MO0XKapHOH Oe30MacHOCTH M TeXHHKH
0e30IacHOCTH,

- TPeOOBaHUAMH K CONEPKAHHIO W OKCIUIyaTallu¥ 3JaHWil  (CTpOeHwMil,
nomelenuii) AC;

- YcTaBOM MHCTHTYTA;

- JIOKaJIbHBIMH HOPMATHBHBIMHU aKTaMH, KacatolUUMHCS JAeATeIbHOCTH OT/Iea.

2. CTPYKTYPA OTIAEJIA

2.1. CtpyKTypy M KOJNMYECTBO IITATHBIX €IMHMII OT/AENa yTBEPKIAET PEeKTOp
UHCTHTYTA.

2.2. Crpyktypa oTgena ONpeeNsieTcss B COOTBETCTBHM CO  IITATHBIM
pacliicaHueM HHCTHUTYTa, 4 TaKXkKe LeIsIMH M 3ajlauaMH, BO3JIOKEHHBIMH Ha
OTJeJI.

2.3. CoTpynHukd  oTzena  MOAYMHSIOTCS  YIPaBISAIOMIEMY  3/aHUSIMH-
Ha4albHUKY OTHeNa, pacrpejelneHde oO0s3aHHOCTeH MeXay paboTHMKaMu
OTaejIa MPOM3BOAMTCS YIIPABIAIOIIMM 3laHHEM-HaYaIbHUKOM OTJIelIa, a TAKXKE B
COOTBETCTBUHU C YTBEPKIECHHBIMH B YCTAHOBICHHOM HOPSIKE IOJKHOCTHBIMU
HHCTPYKLUMUSAMU PaOOTHHKOB.



3. OCHOBHBIE 3AJIAYHA

3.1. OGecneyeHre X035MCTBEHHOTO OOCITYKHBAHUS M HAJIEKALIETO COCTOSHUS
3aHAA W MOMENIEHUH HMHCTUTYTa B COOTBETCTBHH C IPaBHJIAMH W HOPMaMu
MPOU3BOJICTBEHHOM CAaHUTAPUHU U I103KapHOM 0€30MacHOCTH.

3.2. Yuactue B pa3paboTKe IUIAHOB M0 XO3AHCTBEHHOMY OOCIYKHBAHMIO
MHCTHUTYTA, TEKYIEro peMOHTA 3[JaHUil U COOPYIKEHHUIA.

3.3. YyacTue B OpraHu3anuy 3aKyroK JJisl Hy ] HHCTHTYTA.

4. DYHKIIUHN

4.1. XosgiicTBeHHOe 0OCIy)XHBaHHe U obeclieyeHrne HaJJIeKAIIEro COCTOAHHUS
3MaHUI W TTOMEIIeHUI HHCTUTYTA.

4.2. OpraHu3zanus IpoBeJeHUs] PEMOHTA TOMEIIEHUH, KOHTPOJIb 3a Ka4eCTBOM
BBINIOJIHEHUsI PEMOHTHBIX paboT.

4.3. Odopmiaenne HeOOXOIUMBIX JTOKYMEHTOB JUls 3aK/IOYEHHs 0r0BOPOB Ha
OKa3zaHWe YCIyr, II0Jy4YeHHe M XpaHeHHe HEeOOXOJUMBIX XO3SHCTBEHHBIX
MarepuaioB, 00OpyHIOBaHMS M HHBEHTAps, 00ECleYEeHUS HWMH CTPYKTYPHBIX
MOApa3/ie/IeHUH, a TaK)Ke BeJeHUE ydyeTa UX PacxO0BaHHSA M COXPAaHHOCTHIO U
COCTaBJIEHHE YCTAHOBJIEHHON OTYETHOCTH.

4.4. OcymectbieHre paboT 1o GIaroycTpoMCTBY, O3€leHEHHI0 U ybopke
TEPPUTOPHHM, a TAKXKE MpasAHUIHOE oopmiieHue acagoB 3MaHUH, TPOXOTHBIX.
4.5. IlpoBenenne ne3nHpeKIHiA TOMENEHMH.

4.6. Oprasu3aiOHHO-X03IUCTBEHHOE obciykruBaHue IPOBOIMMBIX
COBEIaHWH, KOH(epeHIHi, CEeMUHAPOB U JPYTUX MEPOIIPUITUI.

4.7. OcyuecTBieHHe KOHTPOJsS 3a paboTol COTPYAHHKOB CTOPOHHHX
OpraHu3aiyii (1o ybopke rnomemieHuii HHCTUTYTA, [IPHEMY M BbIJaue JTUYHBIX
BEILCH W OJeXbl B rapjepobe cOTpyJIHHKAM, CTYJCHTaM U I'OCTAM HHCTHUTYTA,
OXpaHHBIM MEPOTIPUSITHSIM).

4.8. Yuactue B IpoBe/IcHUM KOHKYPCOB; 3aIIpoce KOTHPOBOK, ayKIIMOHAX.

4.9. BnHeceHMe HEOOXOAMMBIX CBeJleHHIH 00 oOpraHMsaldd Ha caiTax
MunucrepcrBa KynbTypsl P®, MunucrepcrBa obOpasoBanus u Hayku P®,
Enunoli mapopManMoHHONH cHcTeMbl B cepe 3aKyloK, O(QUIMAILHOM caiiTe
JUls  pasMellIeHUs HMHQOpPMAalMM O TOCYAApCTBEHHBIX W MYHHIMIAIBHBIX
yupexaenusx: http://podved.give.ru/; http://bus.gov.ru/; http://zakupki.gov.ru;
https:is-mon.ru/;)/;.

4.10. OdopmileHre cBUIETEIBCTBA O TOCYIAPCTBEHHOM PErHCTPaliy 1paBa Ha
BCe 00BEKTHI HHCTUTYTA.

4.11. BemosnHenne MHBIX (QYyHKIMIA, OMpeIENeHHBIX OTAENBHBIMU MPUKA3aMH,
pacropsHKeHUsIMU M HHBIMH OPYYEHUSIMH PEKTOpa.

5. IPABA U OBSI3AHHOCTH

- COTpYIIHI/IKPI a,I[MHHI’ICTpaTPIBHO-XO?:S{fICTBGHHOl"O oTAe/1a UMEIOT IPaBo.



- B3aUMOJICHCTBOBATH IO BOIPOCAM, OTHOCSIIMMCS K KOMIIETEHIMU OT/eNd, C
OPYTUMM 1oJipa3ieIeHUsIMH MHCTHUTYTa, rocy/1apCTBEHHBIMU u
MYHHMIIMIIATBHBIMHA OpPTaHaMHU, & TAaKXKe JIPYTHMH OpraHu3alusIMH;

- 3alpaniMBaTh JIMYHO HJIM 10 TIOPYYEHHIO PYKOBOJACTBA HHCTHTYTA OT
COTPY/IHMKOB CTPYKTYPHBIX IMOAPA3/ICNeHUN U CHEIHATHCTOB UHGOPMALIMIO U
JOKYMEHTBI, HEOOXOJMUMBIX IS  BBIIIOJIHEHHS  CBOMX  JOJDKHOCTHBIX
00s3aHHOCTEI;

- Y4aCTBOBaTh B MPOBOJAUMBIX B HHCTHTYTC MEPOIPHUATHUAX, KacarOUlHMXcCs
JACATCIIBHOCTH OT/IE]Ia;

- Yy4acTBOBaTh B pa3pabOTKe JOKAJIbHBIX HOPMATHBHBIX JOKYMEHTOB HHCTHTYTA
10 BOTIPOCaM JIeATEIBHOCTH OT/era.

5.2. CoTpyIHUKHM aIMHUHUCTPATHBHO-XO3MHCTBEHHOrO OT/I€]1a 003aHEbI:

- BBINIOJIHATB 00A3aHHOCTH B COOTBETCTBUH C JIOJDKHOCTHBIMH HHCTPYKIIUSAMHU,

- XPaHHUTh CIyXKeOHyI0 TaliHy, COXpaHATh KOHOHUIEHIHAILHOCTH CBEICHMIA,
CBA3aHHBIX C BBINIOJIHEHHUEM 3a/a4 BO3JIOJKEHHBIX HA HUX.

6. BBAMMOJIENCTBHUE CO CTPYKTYPHBIMH
HHOAPA3ZAEJEHUSIMUA

BsaumopneiictBue  ornmena co  CTPYKTYPHBIMH  [OJpa3/ielicHUIMH

WHCTUTYTA OIpezeNnsercs 3agadaMu U (PyHKIUAMHU, BO3JIOKEHHBIMH HA HETO
HactosmmM [lomoxxenuem.

7. OTBETCTBEHHOCTb

OTIICJ'[ HECET OTBETCTBEHHOCTE:

7.1. 3a HecBOeBpeMEHHOE W HEKAYEeCTBEHHOE BBIIIOTHEHHE BO3JIOKEHHBLIX HA
OTJIeJ 3a/ad.

7.2. PaboTHUKH OTHeNa HecyT MepCOHAIbHYI0 OTBETCTBEHHOCTH B Ipejeliax
JO/DKHOCTHBIX ~ OOfA3aHHOCTEH, ONpeieleHHBIX TPYAOBBIM JIOTOBOPOM H
JOJDKHOCTHOW MHCTPYKILIMEH.

7.3. PaOOTHHMKM OT[eNa MOTYT OBITH MPUBJIEYEHBI K JHCIUTUIMHAPHOM,
MaTepualibHOM, YrOJOBHOM OTBETCTBEHHOCTH B ClIydyae M B TIOpsIKe,
IPEyCMOTPEHHOM 3aKOHO/1aTelIbcTBOM P,

7.4. llopsmox  mpUBIEYEHUS K  JUCHHMIUIMHAPDHON  OTBETCTBEHHOCTH
npenycmorper  [IpaBunamu  BHYTpeHHEro  TpPyAOBOTO  paclopsjika |
3aKoHoaareabcTBOM PO.
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