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1. OGINUE NOJIOKEHUS
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1.1. Hacrosuree nosoxeHue onpesesseT HazHAYCHHE, 3a1aui, (byHKupm [IpaBa, OTBETCTBEHHOCTH U
OCHOBBI JICATEIBLHOCTH aAMHHHUCTPATHBHO-XO3AHCTBEHHOrO OT/ea [IeH3eHCKOro Kazaubero MHCTHTYTA
texronoruit (puanan) ®I'BOY BO «MI'YTY um. K.I'. Pasymosckoro (ITKV)»

1.2 AIMHHHCTPATUBHO-XO3AMCTBEHHBI  OTAEN  OCYIIECTBISET  OPraHH3ALHOHHO-TEXHHYECKOE
obecrneyeHHe aJMUHUCTPATUBHO-PACIIOPSIUTENBHOM AeATENLHOCTH PYKOBOJACTRA (DHITHANA.

1.3, AIMHHHCTDATHBHO-XO3SICTBEHHBIH  OTZEN  SBISETCH  CAMOCTOSTENBLHBIM  CTPYKTYPHBIM
noapa3iC;ICHHEM (l)I'IJ'IHa.Ha U ITOJYHHSACTCA HEMOCPEACTBEHHO JAUPEKTOPY (bI/IHI/I&J'Ia.

1.4. B cBoeii 1edATenbHOCTH aIMHHUCTPATUBHO-X03SCTBEHHBIH OT/IEN PYKOBOACTBYETCS EHCTBYIOLIHM
3aKOHOJATEIbCTBOM, HOPMATHUBHO-IIPABOBBIMM ~ aKTaMM M OPraHU3alHOHHO-PACIIOPS IUTEILHBIMHU
AoKyMeHTaM# DenepaibHOro rocy1apCTBEHHOr0 GI0IKETHOrO 00pa30BaTEILHOTO YUPEKISHUS BBICIIErO
obpasoBanua «MI'YTVY um. K.I'. Pazymosckoro (ITKY)» 1 HACTOSAIINM MOTOKEHHEM.

1.5. CrpykTypa aaMHHMCTPaTHBHO-XO3SHCTBEHHOTO OTHENa OMNpPENEseTcs LITATHBIM PACITHCAHHEM.
PaboTHuKH OTaeNa Ha3HAYalOTCs HA JOKHOCTH M OCBOOOJKIAIOTCS OT 3aHUMAEMBIX IOJDKHOCTEH
NPUKa3oM IUPEKTOpa (uianana B COOTBETCTBHU C -IE€HCTBYIOIIMM 3aKOHOJATEIBCTBOM PoccHiickoil
Deneparuu.

1.6. Kpamupukanuonnsle TtpedoBaHusa, (YHKIMOHAIbHBIE OOS3aHHOCTH, MPaBa, OTBETCTBEHHOCTH
pabOTHIKOB OT/E/a PEriIamMeHTUPYIOTCS JOKHOCTHBIMH HHCTPYKIHSAMH, YTBEPIKAAEMBIMU AMPEKTOPOM
bunmmana.

1.7. P}"KOBOI{CTBO OTACJIOM OCYHICCTBJISIET HaYaJIbHUK a,ElMI/IHI/ICTpaTI/IBHO-XO3$II>'ICTB€HHOFO oTaecna,
I\’OTOprI\:I Ha3Ha4yaeTcs ¥ 0CBOOOKIAETCS OT AOJDKHOCTH ITPHUKa30M IUPEKTOpaA (bmmana.

1.8. AIIMHHI/ICTpaTHBHO-XO'SﬂﬁCTB@HHbIﬁ OTJEJ OCYHIECTBJISIET CBOIO ACATEIbHOCTL BO B3aUMOJICHCTBUH C
APYTUMH CHy‘/I(6a1\IH H CTPYKTYPHBIMH [OJpPA3ACJICHUIMH (bmmaﬂa. a TakKKe B IMpeaciax CBOEH
KOMIIETCHIHU CO CTOPOHHUMH OpraHU3alUusIMU.
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MHUHHUCTEPCTBO OBPA3OBAHHWSA U HAYKH POCCUMCKOM MEIEPALIMW

[lersenckuit kazaunit HHCTHTYT TexHONOrHH (hummuan) peaepanbHOro
roCy1apCcTBEHHOTO OFOIKETHOrO 00pa30BaTeIbHOIO YUPEKAEHNE BBICIIETO
oOpa3zoBaHus
«MOCKOBCKHUIT rOCY1apCTBEHHBII YHUBEPCHTET TEXHOJIOTHH U YIIpaBIeHHS
umenn K.I'. PasymoBckoro (ITepBblif Kazauuii yHUBEPCHTET)»

IHoso:xenne 00 aIlMl/lHHCTpaTHBHO-XOSHﬁCTBeHHOM oTaeJsie

1.9. 3a HeHauIeXKaIIee UCIOTHEHHE NOJDKHOCTHEIX 00S3aHHOCTeH U HAPYIIEHUE TPYAOBOH JHCHHILIHHBI
pabOTHUKK  aAMHHHCTPATHBHO-XO3SHCTBEHHOTO  OTJe]a HECYyT OTBETCTBEHHOCT B  NOPSIKE.
[PeayCMOTPEHHOM JEHCTBYIOIINM 3aKOHOAATETECTBOM.

2. OCHOBHBIE 3AJAYHN
2.1.0praHn3aMOHHO-TEXHUYECKOE O0eCTeUeHHe aIMUHUCTPATUBHO-PACITIOPSIHTEIBHON HeATeNbHOCTH

pyKOBOACTBA (puIuaa.

2.2. MatepralbHO-TeXHUYECKOE 00ecIIeueHHe CTPYKTYPHBIX MOpa3Aeie il Guania.

2.3. AJMUHWCTPATMBHOE M XO3SHCTBEHHOE obecreyeHne y4eGHOro npouecca U I0Jpa3/esieHuid
bunnana.

2.4.Conepkanne B HAUIEKALIEM COCTOSHHM 3JaHHH M [OMEILICHHI bunnana, npureraromeil
TEPPUTOPHUH, A TAKIKE ApEHA0BAHHBIX UL y4eOHOro Mpowecca MIoNaaeil, B COOTBETCTBHH ¢ NPAaBUIAMH
¥ HOPMaMH MPOMBILIJIEHHON, CAHUTAPHON ¥ MOYKapHOH 6€30MacHOCTH.

2.5. Ilnanuposanue M OpraHM3alysi PEMOHTA MOMELIEHHH (hrHana, KOHTPOJIb 32 KauyeCTBOM €ro
[POBEACHH! S, IIPABUIILHOIO COCTABJIEHHs CMET, IPUEMKA PEMOHTHBIX paboT.

2.6. Petienue uHBIX 3a1ay.

3. ®YHKIUU

3.1. Oprann3auus KOHTpoJis B Guinase 3a obecrnedeHHeM TerIo- | SJICKTPOOHEPIUEH, BOJOCHAOIKEHHEM,
COOJIIOIEHHEM NIPOTHBONOKAPHOM GE30IaCHOCTH.

3.2. ObecriedeHne 3aKyIKH MOKAPHOTO HHBEHTAps M 00OpYNOBAHHS 3AaHUI M MOMEIICHHUH (HIHaia B
COOTBETCTBHU C HOPMATHBAMH.

3.3. Wsyuenne mnoTpeGHOCTEH CTPYKTYpPHBIX MNOApasjeneHuil ¢uiuata B TOBAPHO-MATEPHATBHBIX
LICHHOCTAX, IJIOWAAAX UL UX HOPMATHBHOTO PasMELIEHMs B 3[JaHHH, CO3JaHUe HEOOXOMUMBIX YCIOBMIT
JUtd pabOTHUKOB (usnana.

3.4. Ilposenenue yweTa M aHaNM3a MCIOJB30BAHHS CIyKEOHBIX MOMENICHHH (HIMATA, BHECEHHE
NPENIOKEHUH 10 HX PallOHATBHOMY HCMOIL30BAHMIO M MEPEPACIIPECICHUI0 MEXKIY CTPYKTYPHBIMH
NOoApa3eeHusIMU (putraa.

3.5. Tlomydenne 3as{BOK OT CTPYKTYPHBIX MOApa3feneHuil (uiuama Ha MaTepPHATbHO-TEXHUUYECKHE
LICHHOCTH, ONpPEEICHHE TEKYLIEeH ¥ MePCHeKTHBHOM MOTPeOHOCTH B HHUX.

3.6. Obecmeuenue mozmpasfenenuit Quiauana MeGeTplo, XO3SHCTBEHHBIM HHBEHTAPEM, CPEICTBAMIL
MEXaHH3alUK HMHXEHEPHOr0 M  YIPABJIEHYECKOro TpyJa, OCYIIECTBICHHE HaOIIOACHHS 3a HX
COXPAaHHOCTBIO U MPOBEJIEHNE CBOEBPEMEHHOIO PEMOHTA.

»~ ~
3.7, HOH}"HCHI/I@ H  XPaHCHHC KaHUCJ/IIPCKUX TNPUHALICIKHOCTEH, HEOOXOAUMBIX XO3AHCTBEHHBIX
Marepuanon, obeclrieueHue UMU nonpamen,eHHﬁ (bpmnana, BCACHUEC y4ETa pacxXxodOBaHHsd, a TaKKe HX
CBOEBpPEMEHHOE CITMCaHHue.




MHHHUCTEPCTBO OBPA30BAHMA W HAYKH POCCUHCKOM ®F JIEPALIMI

[Ten3eHckuil Ka3aunid HHCTUTYT TEXHOJIOTUH (puauan) heaepajbHOro
roCyIapeTBEHHOTO OI0KETHOr0 00Pa30BaTe/IbHOIO YUPEKAEHUE BBICLIETO
oOpa3oBaHus
«MOCKOBCKHIT rOCYIapCTBEHHBIH YHUBEPCUTET TEXHOJOTHH U YIIPABJICHHUS
umenu K.I'. PasymoBckoro (ITepBeiit kazauuii yHUBEPCUTET)»

IoJ1o:keHne 00 a[lMl/lHHCTpﬂTHBHO-XO?.ﬂﬁCTBeHHOM oTaeJie

3.8. Opranu3anus Xo34icTBeHHOro 00eCeYeHUsI COBEIIIAHNH, CEMMHAPOB M KOH(EPEHIUH, IPOBOIUMBIX
B (husmae.

3.9. OpraHmauHs{ U IPOBEACHUE IMPOU3BOACTBEHHOIO0 KOHTPOJIA 3a cobroIeHnEM CaHUTAPHBIX HOPM U
[paBuJI, X BBIINOJHECHUE CAHUTAPHO-TIPOTHBOSIHUICMHUYCCKHX MCpOHpHSITHfI.

3.10. OpraHu3amus MeIHLHHCKOrO 00CIeIOBaHUS COTPYIHHMKOB (HIMATa, a TakkKe eKEeIHEBHOIO
NpepedcoBOro MeJIUIMHCKOT0 OCMOTpa BouTeNel puuana.

3.11. Bueapenue cpeicTB aBTOMATH3ALUH TPpy/1a pabOTHUKOB (huinana.

.12. Opranusauus u MpoBeAeHUE MEPOIPHSTHI 10 OXpaHe TPya, KOHTPOJIb 3a UX COOJIOIEHHEM.
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.13. Oprauuszanus paboThl 0 rpakIaHCKONH 000pOHE U IPEAYNPEKAEHHE UPE3BbIYaHHBIX CUTYaIMH.

.14. Bemenue  y4eT CKJIaACKOro Xo3aicTBa puanana.
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3.15. OcylIecTBIEHHE B TIpeiesiaX CBOeH KOMIIETeHIIMH HHBIX QYHKIMI B COOTBETCTBUM C HA3HAUEHHEM
¥ 3a1avamu uinana.

4. TIPABA U OBA3AHHOCTHU

4.1. PaboTHHKYM UMEET I1PaBo:

o TpeboBaTh OT MOAPA3ACICHUN (HUIHANA IPEJIOCTABICHHUS 3aBOK Ha MaTepUaIbHBIC LICHHOCTH,

e 3ampammuBaTh M I[OJAy4YaTh OT [JupeKkTopa (QHIMana M €ro CTPYKTYPHBIX [OApa3[eeHHH
HHPOPMAIHIO, HEOOXOIUMYIO ISl BBITOIHEHHS BO3IOKEHHBIX HA Hee 3a1a4 i QyHKIuH;

o IIPOBEPATH LENECOOOPA3HOCTh PACXONOBAHMSA MOJpasieeHuAMH  (Quanana MaTepuaibHbIX
LIEHHOCTEMN, MMOJIyYaeMbIX CO CKIaI0B aIMUHICTPATUBHO-XO3AHCTBEHHOIO OTACa;

e OCYLIECTBJSATH KOHTPOJb 3a crincanueM I'CM, aBTosamyacteit u ap.

e BHOCHTH NpEJOKEHUS AUPEKTOpY (uiHaia MO MOBBIUEHUIO KBATM(QUKALKMHU, MOOLIPEHHIO M
HAJIO’KEHHIO B3bICKAHMM HA paOOTHUKOB aAMUHUCTPATUBHO-XO3IHCTBEHHOTO OT/Iea.

5. OTBETCTBEHHOCTDb

5.1. Bcro moMHOTY OTBETCTBEHHOCTH 3a Ka4yeCTBO M CBOEBPEMEHHOCTBH BBIMOJIHEHHS BO3JI0KEHHBIX
HacTOSIMM 1lONOKeHHeM Ha aAMMHMCTPATHBHO-XO3SMCTBEHHBIA OTAeN 3amad H (QYHKUHH HeceT
HavaJlbHUK OTJEJIA.

5.2, CreneHb OTBETCTBEHHOCTH JPYIHX _paGoTHHKOB aJIMHHUCTPATHUBHO-X035IHCTBEHHOIO  OT/ENa
YCTaHaBIHBAETCS I0KHOCTHBIMH HHCprKuMMH B COOTBETCTBHH C JEHCTBYIOIIUM 3aKOHOJATEILCTBOM
Poccuiickoit denepaunu. ¥, :
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MHHWUCTEPCTBO OBPA3OBAHMS M HAYKH POCCHMHCKOM DEJEPALIMHA
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—

6. BBAUMOOTHOIEHHUS. CBI3U
AJIMMHMCTpaTHBHo-xomp“ICTBeHHbIﬁI OTZEJ B3aHMO/ICHCTBYET:

* C PYKOBOACTBOM (unmana: BBIIOJHATH YKA3aHHS W MOpYYeHUsI PYKOBOJCTBA KAYECTBEHHO U B
YCTaHOBJIEHHBIE CPOKH;

* C y4eOHBIM OTIEJOM, JeKaHaTaMH u kapenpamu: obecrnevnBaTh y4eGHbIH IPOLECC COrJIACHO
[IPEIOCTABJIEHHBIM 3asBKaM;

* C OyxranTepueii: B YCTaHOBJIEHHbBIE CPOKH HPENOCTABJIATE OTYETHOCTL IO XO3SHCTBEHHOL
JEATENBHOCTH (puHana;

® COT/C/IOM KaJipoB: MO BOIPOCY IPUEMA 1 YBOJILHEHHS PAGOTHUKOB oraena;

* C OTHC/IOM KOMIBIOTEPHBIX TEXHOJOTHI U TEXHHUYECKOro o0ecredens y4eOHOro mporecca o
BHC/PEHHIO B PabOTy aIMHHHUCTPATHBHO-XO3AIHCTBEHHOTO OTIAENA HOBBIX HHPOPMALIHOHHBIX
TEXHOJIOTHH U pa3paboToK;

7. OPI'AHU3ALIUSI PABOTBI

7.1. AAMUHHCTPATHBHO-XO035HCTBEHHBIH OTZC]T OPraHM3yeT CBOKO paboTy B COOTBETCTBUU C [TpaBunamu
BHYTPEHHETO pacriopsaaka Y HUBEpCUTETA.

7.2. PyKoBOACTBO aAMHHUCTPATHBHO-XO3SHCTBEHELIM OTACNIOM OCYIIECTBIIET HAYaIbHHK OT/eNa,
KOTOPBIH HECET MOJIHYKO OTBETCTBEHHOCTDH 3a Pe3ynbTaThl pabOTHl B Mpeleiax CBOeH KOMIETEHIHH.
Pabothuku anmMuHECTpaTHBHO-X035HCTBEHHOrO OTACTa NMPUHUMAIOTCA Ha paboTy MyTeM 3aKTIOueHUs
TPY/JOBOTO I0TOBOpA.

7.3. PaboTHMKM OTHena, HE3ABHCHMO OT 3aHHMAEMOI AOJDKHOCTH, 00s3aHBI CTPOro CoBIIOIaTh
3AKOHOMATCJIBCTBO O  TpyZHe, periaMeHTHpPYIOIee HX ACATCNBHOCTD,  TPeOOBAaHMSA  CIIYKeOHDBIX
HHCTPYKUMH, IPABHA BHYTPEHHEr0 TPyIOBOTO - pacTiopsiika ¥ 9THYECKHX HOPM  ITOBEIEHUS
rOCyIapCTBEHHOTO CITy)Kallero, HOBWI) KBAJI(DUKALIHIO.

Hayanpauk XO 47% A.B. P3sukuna
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