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1. O6Lwwme nono>keHus

1.1. AAMUHUCTPATUBHO-XO3ACTBEHHbIN OoTAen (fanee - AXO, Otvaen) ABNSETCA CTPYKTYPHbIM
nogpasgeneHvem bBY BO «CypryTckuii rocyfapCTBeHHbIV yHUBepcuTeT» (sanee - Cyply,
YHuBepcnTerT).

1.2. MonHoe HanvMeHoBaHVe oTAeNa - agMUHUCTPATUBHO-XO3ANCTBEHHBIN OTAEN, COKPAaLLEHHOoe -
AXO.

1.3. OTaen peopraHmsyeTca U NUKBUAMPYETCA B YCTaHOB/IEHHOM 3aKOHOAATe/1bLCTBOM MOpsjKe
NpUKasom pekTopa.

1.4. PykoBoactBo AXO ocyuwiectsisieTcs HayanbHUKOM AXO, KOTOpbIA HemnocpeicTBEHHO
NOAYNHAGTCA HaYaIbHNKY YNpaBieHUs NMYyLLLeCTBa U MaTeprnasibHO-TEXHNYECKOro obecneyeHums.
1.5.HayanbHk AXO Ha3HayaeTca Ha J[OMKHOCTb W 0CBOBOXAAETCA OT AO/HKHOCTU B
yCTaHOB/IeHHOM 3aKOHOaTeIbCTBOM MOpsAKe, Ha OCHOBaHWM NpriKasa pekTopa.

HasHaueHMo Ha AO/KHOCTL NMpejLlecTByeT cobecejoBaHve.

1.6. B cBoen gesatenbHocT AXO pyKOBOZCTBYETCS:

— TpyaosbIM kKofekcoM Poccuinckon Pepepaumu;

—  @egepanbHbiM 3aKOHOM OT 29.12.2012 Ne 273-®3 «O6 ob6pasoBaHuM B Poccuinickoi
Pepepaunn»;

—  ®epepanbHbIM 3akoHOM Poccuiickont ®egepaumm ot 30.12.2009 Ne 384-P3 «TexHUUecKui
pernameHT 0 6e30MacHOCTY 34aHNN N COOPYKEHWNT»;

- ®epgepanbHbIM 3aKOHOM Poccuiickon Pegepaumm ot 27.07.2006 Ne 152-P3 «O nepcoHanbHbIX
AAHHbBIX»;

—  ®epgepanbHbIM 3akoHOM Poccuiickon ®Pegepaunm ot 30.03.1999 Ne 52-®3 «O caHUTapHO-
3MNAEMNoNornYeckomM 61aronoyumny HaceneHns»,

—  ®epgepanbHbIM 3aKOHOM Poccuinckon degepaumm o1 21.12.1994 Ne 69-®3 «O noxapHou
6e30nacHOCTU»;

—  MexBegOMCTBEHHBIM MPUKA30M TrOCYAAPCTBEHHbBIX OPraHoOB BACTV  XaHTbl-MaHCMNCKOro
aBTOHOMHOro okpyra - Horpbel o1 04.09.2017 Ne 777/1356/237/269/928/157/143/842/164/189 «0O6
opraHv3auun nepeBO30K aBTOTPAHCMOPTHLIMW CPEACTBAMWN OPraHM30BaHHbLIX TPynn JeTerl K
MeCTy NpOBeJeHUA CMOPTUBHbLIX, O0340POBUTE/IbHLIX, KY/bTYPHO-MACCOBbIX MEPOrpUATUA Ha
TeppuUTOpUn XaHTbl-MaHCMNCKOro aBTOHOMHOTO okpyra - KOrpbl 1 06paTHO»;

—  YcraBom BY BO «CypryTcknii rocylapCTBeHHbIV YHUBEPCUTET»;

—  KonnektmsBHbIM gorosopom Cyply;

— [lpaBunamu BHyTpeHHero TpyA0BOro pacnopsaika;

- Mwccnein, MonnuTukom n uenamMm YHrneepcuteTa B 061aCTy KauecTsa;

— PykoBoacTBOM MO cuCTeMe yrpas/ieHUss OXpaHoW TpyAa M obecnevyeHns 6e30MacHOCTU
obpaszoBaTtesibHOro npouecca (PCYOT);

— [porpammow pa3suTua YHBepCUTETa;

—  [OKYMeHTauMen cMCTeMbl MEHEeIKMEHTA KayecTBa;

—  (CT0O-5.4.1 «Nopsagok c6opa 1 06paboTky NePCOHaNbHbIX AAaHHbIX PABOTHMKOB, 0OYYatOLLIMXCS
N TPETBUX NINLY,

—  MpuKasamu, pacnopsxkeHNAMN N yKasaHNAMUN PeKTopa;

—  pacropsxeHusiMy  npopektopa No  GUHAHCOBO-3KOHOMWYECKOW  fesATe/IbHOCTU U
NMYLLLEeCTBEHHOMY KOMTMNEeKCy;

—  HacToAwMM onoxeHnem.
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1.7 Pabota AXO opraHusyeTca B COOTBETCTBUW C TPYZAOBbIM 3aKOHOAATENbCTBOM POCCUACKOM
®egepauym 1 HacToaWwMM NonoxeHrem ¢ y4éToM niaHa paboTel OTaena.

1.8. B nepuwog OTCyTCTBUA (KOMaHAMPOBKA, OTMyCK, 60ne3Hb) HayanbHuka AXO ero ¢yHKLuU
ncnosiHAeT paboTHMK, Ha3HayYaeMblil B YCTAHOBMIEHHOM 3aKOHOM rnopsgke. /Inuo, 3aMmellatoLee
HavanbHuka OTAena, npuobpeTaeT COOTBETCTBYHOLLME MpaBa W HeECET OTBETCTBEHHOCTb 3a
Haznexallee NCNoIHeHVe JO/MKHOCTHbLIX 0653aHHOCTENN.

2. Uenn v 3agaun

2.1. Uenb peatenbHoct AXO - ocyulecTBiAeHVe aAMUHUCTPATMBHOMO W XO3SUCTBEHHOrO
06CNYXNBaHWNA 34aHNV 1 NOMeLLeHUIA YHBepcuTeTa.

2.2. ins poctmxeHus noctaBneHHom uenn AXO peluaeT cieyroLlme 3a4a4n:

— opraHu3aums un obecrnedyeHye 3SKCryaTauny HeABUMXMMOIO MUMyLLeCcTBa U UMYLLECTBa,
MCNOMb3yeMOro Ha VHOM BelHOM rMpaBe B YHuBepcuTeTe B chepe agMUHUCTPATMBHO-
XO35MCTBEHHOr0, CAaHUTAPHO-3NNAEMUNONOTMYECKOro, MPOTUBOMOXAPHOro 06CIYXNBAHWA 34aHUI
1 nomereHun Cyply;

—  OpraHuv3aums pabouymx MecT paboTHNKOB, COBEPLLUEHCTBOBaHVE YCNOBUIA UX TPYAS;

— obecrneyeHVe Ka4YeCTBEHHOro TeXHUYeCKoro 06CyX1BaHWA 34aHWIA, NOMeLLeHWNI;

— NOAroTOBKa M NpeAoCTaBAeHMe PyKOBOACTBY MHPOPMALIMOHHO-aHANNTNYECKX MaTepranoB O
COCTOSIHUM U MepcrnekTMBax pPasBUTUS  XO3AWNCTBEHHOro  obecrneyeHUs  AesTeNlbHOCTU
YHuBepcuTeTa, paspaboTka MpesioxkeHUA NO COBEpPLUEHCTBOBAHWKD  MaTepuasibHOM U
X035MCTBEHHOW 6a3bl YHMBEPCUTET];

— BejeHwve npeaycMOTPEHHOM AeViCTBYOLLMN HOPMaTMBHO-MPaBOBLIMU aKTamu
COOTBETCTBYHLLEN AOKYMEHTauuW, NpefocTaBNeHne B YCTaHOBNEHHble CPOKM CTaTUCTUYECKOW U
NHOM MHPOopMaLmn o fesTenbHocTn AXO.

3. PYHKLUM 1 NOTHOMOUUA

3.1. OTpen sBNSeTCS OPraHM3auMOHHbIM LIeHTPOM YHuMBepcuTeTa MO  aAMUHUCTPATUBHO-
XO3NCTBEHHOIN AEATE/IbHOCTW.

3.2. OTgen yyacTByeT B peanmsaumm nNpoLeccoB CUCTEMbl MeHeXKMeEHTa KayecTBa YHMBepcuTeTa:

— 1.2 MNnaHnpoBaHVe feATesIbHOCTU;

— 1.6 KoppekTupyroLwye v npegynpexaaroLie encTBus;

— 5.2 YnpaBneHve NHGPaCTpyKTYpO N NPON3BOACTBEHHOW Cpeson;

— 5.3 YnpasneHue agMUHUCTPATNBHO-XO35ACTBEHHOWN AeATENIbHOCTLIO;

— 5.9 YnpasneHue 3akynkamu.

3.3. MNpw BbINOAHEHMW NOCTaBAeHHbIX 3a4a4 AXO BbINOMIHSET ciegyrolme GyHKLUNK:

1) B paMKax BbINOMHeHWSA 3agauun «Op2aHU3ayus u obecneyeHue 3KCnayamayuu Hedsuxcumocmu u
HEeOBUMCUMOCMU, UCNO/b3yeMol HO OCHOBAHUU Opy2ux BewHbIX npae 8 YHusepcumeme 8 cgepe
QOMUHUCMPAMUBHO-X03AUCMBEHHO20,  CAHUMAPHO-3NUOEMU002UYECKO20,  NPOMUBONOXAPHO20
obutyxusaHuUsA 30aHUl u nomewjeHUl Cyplys:

— OopraHuvsaums paboT Mo BbIABAEHUIO HEOOXOAMMOCTV MPOBEAEHUA PEMOHTHbIX paboT B
y4ebHbIx koprnycax CyplY, coctaBneHne COOTBETCTBYHOLLMX aKTOB U 3aBOK;

— obecneyeHne Haj/eXxalllero COCTOAHWSA 3JaHWM U MNOMeLLeHUA YHMBepcuTeTa, a Takxe
obecrneyeHVe MUTbEBOM BOAOW W OpraHM3aumMs TPAHCMOPTHOro obecneyeHns Cay>xe6HOM
AenaTeNbHOCTN PaboTHNKOB YHMBEPCUTETA B COOTBETCTBUM C YCTAHOB/IEHHbLIM MOPSAKOM;

— PYKOBOACTBO paboTamy no 61aroycTpOMCTBY, O3e/IeHEeHUID U ybopke TeppuTopuu,
npwnerarowein kK Cyply;
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— obcnyxnBaHme, NPOBEPKA, yYeT N XpaHeHWe OrHeTyLunTenen;

—  CojepxaHue 3BakyalUMOHHbIX NyTel, 3BakyaLNOHHbIX M aBapUIHbBIX BbIXOAOB 13 MOMELLEHN,
3[,@HNI 1 COOPYXEHWUIA;

— obecneyeHue YNCTOTbI U NOPSAAKA B 34aHNSAX YHMBEPCUTETA;

—  rpoBejeHue NpoTUBO3NNAEMUYECKNX MEPOTNPUATUIA;

2) B paMKax BbINOAHeHWS 3agaumn «Op2aHu3ayus pabo4ux mecm pabomHuUKo8, Co8epuIeHCM8o8aHUEe
ycnosul ux mpyoa:

— obecrneyeHue nogpasgeneHuini Cyply mebesnblo, X03AMCTBEHHbLIM HBEHTapeM, KOHTPO/1b 3a NX
COXPaHHOCTBIO 1 COCTOSTHNEM, NPOBeJeHMe CBOEBPEMEHHOIO PEMOHTa JIN60 3aMeHbl;

—  OpraHu3auusa noJiyYeHus 1N XpaHeHWs KaHLUeNsapcknx npuHagiexHocTer, obecneyeHve Mu
noApasgeneHnin YHBepcuTeTa, BefeHre yyeTa 1 OTHeTHOCTY 06 NX pacxo0BaHNY;

— OpraHuv3aums MoayyeHUs N XPaHeHUA XO3ANCTBEHHbLIX MaTepuanos, obecrneyeHve UMK
noApasjeneHnin YHBepcuTeTa, BefeHre yyeTa 1 OTHeTHOCTM 06 NX pacxo0BaHNY;

—  OCyLlecTBNAeHMe B Npejenax CBoer KOMNEeTEHUUN NHbIX GYHKLMIA B COOTBETCTBUM C LIENAMU 1
3agavamu Cyply;

3) B paMkax BbINO/HeHWA 3agaudn «ObecneyeHue KO4YeCMeeHHO20 MeXHUYeCcKo20 06CAYHUBAHUSA
30aHul, nomeweHuUl»:

—  MNaHWPOBaHMe 3aKynok TOBAapPOB U YCIYr, MOArOTOBKA JOKYMEHTOB AN X OCYLLEeCTBNEHUS;

— obecneyeHve QYHKLMOHNPOBAHWSA 34aHNI YHMBepcUTeTa (KOHTPOb 3@ 06CayXmBaHMeM o
ybopke TeppuTOopuM OT Mycopa W CHera, MOCTaBKOW 3N1eKTPO3HEeprun, BOAOCHAGXEHUS,
KaHanusauuu, np.);

4) B paMKax BbINOIHEHUA 3aja4un «[lod2omoeka u hpedocmassaeHue pykogoocmesy UHPOPMAYUOHHO-
QHOUMUYeCcKUX Mamepuasnoe O COCMOAHUU U Nepcnekmusax pa3sumusi  X03AUCmeeHHO020
obecneyeHus desmensHoCMuU YHugepcumema, paspabomka npedsoxceHuli No cosepuweHCMao8aHUHK
MamepuasneHoU U xo3alicmeeHHoU 6a3sl YHUBepcUmema»:

— yyacTve B WHBEHTapu3auuu 34aHWiA, NOMeLLeHWl, 060pyf0BaHUA C Lenbio KOHTPONS WX
COXPaHHOCTW N TEXHNYECKOrO COCTOSTHNS;

5) B pamkax BbINO/IHEHUS 3ajayn «BedeHue npedycmompeHHoU OelicmsyroujuMu HOPMAMmMUBHO-
npasoseiMU akmamu coomeemcmeyrowjeli doKyMeHmayuu, hpedocmaeneHuUs 8 yCmaHos8/1eHHble CPOKU
cmamucmuyeckol U UHol uHgopmayuu o desmesnsHocmu AXO»:

— pa3paboTka JO/MKHOCTHBIX NHCTPYKLUMA HavanbHMKoMm AXO;

— pa3paboTka AOKyMeHTauunu, pernameHTupyroLLer geatenbHocTb AXO;

— pa3paboTka KBapTaibHbIX M FOAOBbIX NJ1aHOB paboTbl AXO.

3.4. PacnpegeneHve oba3aHHocTer Mexay paboTHukamu AXO ocyLlecTBASeTcs Ha OCHOBe
AOMKHOCTHBIX MHCTPYKLUMIA C YHETOM BHYTPEHHEN creumanmsaymm paboTHMKOB NO HanpaBaeHVAM
aeatenbHocTn AXO.

3.5. HavanbHuK ©n paboTHUKM AXO o pacnpegeneHnio 06s93aHHOCTEN B AO/KHOCTHBIX
NHCTPYKLMSAX 419 BbINONHEHVSA CBOUX 06A3aHHOCTEN NMerT NpaBso:

— TpeboBaTb OT pykoBOAUTeNnen noapasfeNneHnii CobnjeHns YCTaHOBNEHHOro nopsizka
CK/TAAMPOBAHNA 1 XPaHEHUS MaTepPUabHbIX LIEeHHOCTeM Ha 3aKpenieHHOM 3a HUMU TeppUToOpUn;
— TpeboBaTb OT pyKkoBOAWTener noApasfeneHnin CoAepXaHUsa 3akpenjeHHOV 3a HUMU
TEPPUTOPUM B YNCTOTE N NOPSAKE;

—  KOHTpoAmpoBaTb $pakT pacxoda noApasgeneHuaMu YH1MBepcuTeTa MaTepuranbHbiX LLIeHHOCTE,
noJslydaemMblX CO CKNaAa;
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—  OCyLLeCTBAATb CBA3b C APYrMMU OpPraHu3aumsaMm no BOMPOCaM, BXOAALMM B KOMMETEHLMIO
AXO;

—  BHOCUTb MPeANIOXEHUs HaYaNbHUKY YNpaBieHNs MMYyLLEeCTBa U MaTepuanbHO-TEXHUYECKOro
obecneyeHVs  wn/man  npopekTopy MO  GUMHAHCOBO-5KOHOMUYECKOW  AedATeNbHOCTM U
NMYyLLLeCTBEHHOMY KOMMIEKCY, OTHOCALLMMCSA K KomneTeHumn AXO.

4. OTBETCTBEHHOCTb

4.1. OTBETCTBEHHOCTb PaboTHMKOB AXO yCTaHaBAMBAETCA WX AO/DKHOCTHLIMU WHCTPYKUUAMN,
[paBuiaMn BHYTpeHHero TPyAOBOro pacropsska, AOKYMEHTUPOBaHHbLIMW npoLedypamn CUCTeMbI
MeHepkMeHTa kadvectBa CyplY, AelCTBYOWNM agMUHUCTPATUBHBIM, YrOM0BHbLIM, PaXAAHCKUM
3aKOHOAATE/IbCTBOM.

4.2. Ha HauanbHrka AXO BO3/1araetca nepcoHasibHaa OTBETCTBEHHOCTh:!

— 3aopraHmsauuto geatesnibHOCTM AXO no BbIMOSIHEHMIO BO3/IOXEHHbIX Ha Hero 3ajau;

— opraHusauymo B AXO onepaTtmBHOW M KayeCTBEHHOW MOATOTOBKW WCMONHEHUS AOKYMEHTOB,
BeJleHVe [e/IoNPon3BOACTBA B COOTBETCTBUN C AEMCTBYHOLMMW NPaBUIaMU U UHCTPYKLMAMMU;

— cobnogeHne pabotHukamm AXO TpyAoBOV ANCUMNAWHBI, TpaBun BHYTPEHHEro TPYAOBOro
pacrnopsaka;

— noAbop 1 paccTaHOBKY paboTHMKoB AXO;

— obecneyeHne COXPAHHOCTY NMYLLLECTBA, HaXOAALLLErocs B Nonb30BaHUN paboTHnkos AXO.

5. B3anmMooTHoOLLEeHMS U CBA3U C NoAapa3aeeHUaMun

5.1. Ana  [AOCTUXEHWA MNOCTaBNeHHOW LUenn U peweHna 3ajad  AXO B3ammogelictByeT C
PYKOBOACTBOM, O6LLECTBEHHbIMW OpraHamu ynpasneHus, VIHCcTUTyTamu, kadbegpamum v apyrimm
CTPYKTYPHbIMV NOApa3aefieHnaM YHnBepcuTeTa:

AOJ/HKHOCTHOE NN,

HanMeHoBaHue MonyyeHune NpepocTaBneHune
noapasgeneHus
PekTop — MNpuKasbl; — npeanoxeHns no YNyULLEeHUIO
— pacnopsxeHus JeatenbHoctn AXO;
— nnaHbl paboTbl AXO
MepBbIi NpopekTop — pacrnopsixeHuns — nnaHbl paboTel AXO;

— MHpopMaLMsa No 3anpocam;
— CnyXebHble 3anuckn

MNpopekTop rno — pacrnopsixeHuns — nnaHbl paboTel AXO;
dnHaHcoBO- — 0OTYeTbl 0 pe3y/bTaTUBHOCTU paboTkl AXO;
3KOHOMMYECKOW — npeanoxeHns no YNyULLEeHUIO
AeATeNbHOCTN U aeatenbHocTn AXO;
NMYLLIeCTBEHHOMY - wnHbopMaums no 3anpocam
KOMTNeKcy
MpopekTopsl — pacrnopsixeHus; - wnHbopMaums no 3anpocam
— 3anpockl No KagpoBOMY
cocraBy
YuéHblii coBeT, — BbIMNCKW U3 NPOTOKOJIOB — OTUYET O BbIMNOAHEHWM peLLeHNT
CoBeT Mo kayecTsy 3aceflaHn Y4eHoro coBeTa,

CoBerta o KkayecTsy
OTgen meHeAXMeHTa — KOMwmn BCeX AOKYMEHTOB, — npoekTbl JokymeHToB CMK;
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KauecTBa 06pa3oBaHMNs

CBSA3AHHbIX C A4EATENbHOCTLIO
Otgena

— exeKkBapTa/ibHble N FoJ0Bble OTYeThbl Mo
geatenbHoctn OTaena

OTaen no paboTe c — GOpMbl  AOKYMEHTOB Ansa | — rpadukm oyepesHbIX OTMYCKOB
nepcoHanom 3aMnoIHEHWS; pPaboTHUKOB;
— VIHble AOKYMEHTI, — Tabenb y4yéta paboyero BpemMeHu;
HeobxoanMble Ans — CnyxebHble 3anunckn
BbIMONHEHUS
bYHKLUMOHANBHbIX
0653aHHOCTEW
AZMUHNCTPATUBHbI — KOMWUW  HOPMATUBHBLIX W | — CAyxebHas wuHdopMauus, HeobxoaMMas

oTaen

OpraHun3aLmoHHoO-
pacnopsaanTenbHbIX
[AOKYMEHTOB B COOTBETCTBUMU
CO CNNCKOM PacChbUIKK;

— 3anpocsl o)
npefocTaBneHnm
NHGOPMaLMN MO NMOPYyYEHUsIM
PYKOBOZACTBA;

- no4yTtoBast
KoppecnoHAeHUus

ansa gestensHoctn AXO;
— no4ToBas KoppecrnoHAeHUVsa 4Ns
OTnpaBku

MHble cTpyKTYypHbIe
noapaszaeneHuns
YHuBepcuTeTa

— CnyXebHble 3anuncku;

— WHble AOKYMEHTbI,
HeobxoanMble ANs
BbIMNO/HEHMSA
bYHKLUMOHANBHBIX
obs3aHHOCTel

— CnyXebHble 3anunckuy;

— WHble AOKYMEHTbI, HEO6XOANMbIE A5
BbINOAHEHNA QYHKLMNOHAbHbIX
0653aHHOCTE
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N3MEeHEeHNWN n nx nognucaHvs BHeceHus o
N3M. npvkasa BHecLUero . | U3SMeHeHuiA

KOOPAVHAaTbI npvikasa N3MeHEeHNN
N3MeHeHUs B cuny
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JINCT 03HaKoOMJ1IeHuS

Ne n/n AOMKHOCTb ®. L. O. AaTta MNoanuceb
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