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1. O0mue moJioKeHust

1.1. TlonoxeHnue 00 aAMUHUCTPATUBHO-XO3SWCTBEHHOM dYacTu (mayiee —
[Tonoxenue) sBIsSETCA JIOKAJBHBIM HOPMAaTHUBHBIM akKTOoM ['oCynapCTBEHHOTO
podecCuOHANLHOTO 00pa3oBaTeabHOTO YUPEKICHHS «KemepoBckuit
KOMMYHaJIbHO-CTPOUTENIbHBIN TeXHUKyM» uMeHun B.M. 3aysenkoBa (mamee —
[TIOY KKCT, yupexneHue), KOTOpbId ONpeaessieT Ha3HaueHue, 1eNd, 3aJadu,
GbyHKIMU, TTpaBa, OTBETCTBEHHOCTh U OCHOBBI JEATEILHOCTH aIMUHHUCTPATUBHO-
X034MCTBeHHOU yacTu (nanee - AXY).

1.2. AXY ocymiecTBisieT agMUHUCTPATHBHO-XO3AMCTBEHHOE OOECIeueHue
JEATEIIbBHOCTH YUPEKICHUS.

1.3. AXY sBiseTcss CaMOCTOSATENIbHBIM CTPYKTYPHBIM MOAPA3ACIICHUEM
[TIOY KKCT u noguuHseTcsi HENMOCPEICTBEHHO 3aMECTUTENI0 JAUPEKTOpa Mo
aIMUHUCTPATUBHO-X035HCTBEHHON paboTe.

1.4. B cBoeii nearensHoctn AXY pykoBoactByercs Koncrturyuuein PO, ot
29.12.2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit denepanun» U HHBIM
JEUCTBYIOIIUM  3aKOHOJATEJIbCTBOM, HOPMATUBHO-NIPABOBBIMU  aKTaMU W
METOJMYECKUMHU MaTepuaiaMu M0 XO3UCTBEHHOMY OOCIY)KMBaHUIO, HOPMAMH U
MpaBWJIAMH COJIEPKAHMsSI, DKCIUTyaTallkd M PEMOHTA 3JaHUl, TEXHUYECKOTO
o0OpyZI0BaHUsI, HOPMATUBHBIMU JOKYMEHTaMH IO COOJIIOJICHUIO CAHUTApHO-
MPOTUBOAIUIEMUYECKOTO PEKUMA, MPOTHUBOMOKAPHOM OE30MaCHOCTH U OXPaHbl
tpyna, Ycrasom [TIOY  KKCT, opraauzaimoHHO-pacopsIuTEIbHbIMA
JIOKYMEHTaMU YUPEKJICHUSI, HACTOSIIIIUM TOJIOKEHHUEM.

1.5. desarenpHocts AXY kak ctpykrypHoro nozpasaenenus ['TIOY KKCT
OCHOBAHA Ha CIEAYIOIUX MPUHIIUNAX:

v\ OCyIIeCTBICHHWE  JEATCIBHOCTH HA  OCHOBE  TEKYIIEro |
MEPCIEKTUBHOTO MIAHUPOBAHUS,

v COUeTaHWs €JAMHOHAYaJIusi B PEIICHUWH BOMPOCOB CIIYKEOHOU
JESATEILHOCTH U KOJUIETUATILHOCTH MPU UX 00CYKICHUH,

v\ IepCOHAJBHOW OTBETCTBEHHOCTH pPa0OTHUKOB 32  HAJJIeXkKalllee
WCIIOJITHEHUE BO3JIO)KCHHBIX HA HUX JIOJDKHOCTHBIX OOS3aHHOCTEH U OTIEThHBIX
MOPYYEHUU 3aMECTUTENs] JUPEKTOpa N0 aAJAMHHUCTPATHUBHO-XO35MCTBEHHOU
pabore.

1.6. 3amectutens aupektopa mo AXP wu gpyrue pabornukum AXY
HA3HAYaIOTCS Ha JIOJDKHOCTM M OCBOOOXKIAIOTCS OT 3aHMMAEMBIX JIOJKHOCTEH
MPUKAa30M JHUPEKTOpa B COOTBETCTBUU C JIEUCTBYIOIIMM 3aKOHOAATEIbCTBOM
Poccuiickon ®@enepanumu.

1.7. KBanudukanuonusle TpeOOBaHUA, (PYHKIHOHAJIbHBIE OOSI3aHHOCTH,
npaBa, OTBETCTBEHHOCTh 3aMecTuTessl aupekropa mo AXP u apyrux paOOTHHKOB
AXY pernaMeHTUPYIOTCS JOJDKHOCTHBIMU HMHCTPYKIUSMH, YTBEPKIAEMbIMU
JTUPEKTOPOM.

1.8. AXY Bo3rnaBusier 3aMmecTUTeNb qupekropa 1no AXP, Ha JOJKHOCTH
KOTOPOT0 Ha3Ha4aeTcs JIHUII0, UMEIoLIee BhIciee MpodecCHOHaIbHOE 00pa3oBaHue
U CTaX paboThl TO CHENMUATBPHOCTH HE MeHee 2 JIeT WKW CpeaHee
npodecCHOHAIBHOE 00pa30BaHUE M CTaK PabOTHI MO CHEIUAILHOCTA HE MEHee 5
JIET.



1.9. 3amectuTenr aUpEKTOpa MO AIMUHUCTPATHBHO — XO3SHWCTBEHHOU
pabore:

- OCYUIECTBIIIET PYKOBOJCTBO Bcel JedrenbHOCThIO AXY, Hecer
MEPCOHATIBHYIO OTBETCTBEHHOCTh 3@ CBOEBPEMEHHOE U KAYECTBEHHOE BBITTOJTHEHUE
BO3JIO)KeHHBIX HA AXY 3ama4u u QyHKIUH;

- OCYUIECTBJISIET B Mpeiesiax CBOECW KOMIIETEHUMU (YHKUUU YIpaBICHUS
(MJIaHUpOBaHUs, OPTraHM3alMU, MOTHUBAIMHM, KOHTPOJS), NMPUHUMAET pEUICHUS,
oOsi3aTenbHbIC 1Jis1 BceX paboTHUKOB AXY;

- pacnpenenseT GyHKIUOHATBHBIC 00SI3aHHOCTH W OTACIBHBIC MOPYUYEHUS
Mexay coTpyaHukamu AXY, yCTaHABIMBAET CTENEHb UX OTBETCTBEHHOCTH, IPHU
HEOOXOJAMMOCTH BHOCHUT TIPEMJIOKCHUS PYKOBOJUTEIIO OpraHu3aiu 00
M3MEHEHHUH JI0JDKHOCTHBIX MHCTPYKIIMN MOJUYUHEHHBIX €My PAaOOTHUKOB;

- BHOCHUT PYKOBOJCTBY OpraHu3aluu MPEITOKEHHUS o
COBEPILIEHCTBOBAHUIO paboThl AXY, onTUMH3alMKd €€ CTPYKTYpbl M INTAaTHOM
YUCJICHHOCTH;

- Y4acTBYET B MEPCIIEKTUBHOM M TEKYIIEM I[UIAHUPOBAHUU JCATEIBHOCTU
AXY, a Takke MNOArOTOBKE NPHUKA30B, PACIOPSIKEHUM W HHBIX JOKYMEHTOB,
Kacaroluxcs Bo3JI0KeHHBIX Ha AXY 3a1a4 U PyHKIINIA;

- TMpUHUMAeT HEoOXOAMMbIe Mepbl IS VYIYYIICHHS MaTepuaIbHO-
TEXHUYECKOTO U WH(OOPMAIMOHHOTO OOECIECUYeHHs], YCIOBUN TPYyJa, MOBBIIICHUS
npodeCCUOHAIBHOM MOJATOTOBKU paboTHUKOB AXY;

- y4acTBYeT B MOJA0Ope U paccTaHOBKEe KaapoB AXY, BHOCUT AUPEKTOPY
MPEJIOKEHNUST O TOOUIPEHUM W HAJOKEHUW NUCUUIUIMHAPHBIX B3BICKAHWW Ha
pabotHukoB AXY, HampaBiI€eHMM HUX Ha MEPENOArOTOBKY W TOBBIIICHUE
KBaTU(UKaAILINUH;

- COBEpUIEHCTBYET CUCTEMY TPYJI0BO MOTHUBAIIMU pabOTHUKOB AXY;

- OCYIIECTBIISIET KOHTPOJIb UCTIOJHEHUS TIOTYMHEHHBIMU €My paOOTHHUKAMU
CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH, COOJIIOJIEHUS TPYIOBOM JUCIMIUIMHBI H
nesareabHoctd AXY B 11esioMm.

1.10. B mnepuon orcyrcTBUs 3amectutens aupektopa no AXP ero
00s13aHHOCTH UCTIOJHSET HA3HAYEHHBIN MPUKA30M JUPEKTOpa APYroi pabOTHUK.

1.11. 3amectutens aupektopa mo AXP wiaM JUI0, MCTIOIHSIONIEE €ro
00s13aHHOCTH, MUMEIOT TPABO TOMAMUCH JOKYMEHTOB, HANpPABISIEMBIX OT HMEHH
AXY no Bompocam, BXOASIIIUM B €€ KOMITETEHIIHUIO.

1.12. AXY oCyleCTBISIET CBOK JACATEIBHOCTh BO B3aWUMOJCHCTBUU C
JPYTUMH CIIyKOaMU U CTPYKTYPHBIMH MOJPa3/ICICHUSIMU YUPEKICHUSI, a TAKXKE B
MpeJesiax CBOeH KOMIETEHIIMHA CO CTOPOHHUMU OpPraHU3alHUsIMH.

1.13. 3a HeHamiexallee HCIOJHEHUE IODKHOCTHBIX OOS3aHHOCTEH U
HapylIeHUEe TPYJIOBOM TUCHUILUIMHBI pabOTHUKH AXY HECyT OTBETCTBEHHOCTH B
MOPSJIKE, TPEAYCMOTPEHHOM JEHUCTBYIOIINM 3aKOHOIATEIBCTBOM.

1.14. Hacrosiee nojioxkeHue, CTPYKTypa W IITatHoe pacnucanue AXY
yrBepxaatotcs aupexkropom I'TIOY KKCT.

2. OcuoBHBIE 3a1aun AXY



2.1. AIMUHHCTPATHBHO-XO3SWCTBEHHOE OOECTeueHue AESITeIbHOCTU
OpraHu3alliy: TEXHUYECKOEe OOCTYKMBAHKE 3AaHUH, MOMEIEHUH, 000py0BaHUS
(cuctem oOTOIICHHS, BOJOCHAOKEHMSI, BEHTHJISAIMH, OJCKTpOceTedl U T.1.),
IUJAHUPOBAHHUE, OPTraHU3alUsl W KOHTPOJb NPOBEACHUS HUX TEKYIIUX U
KalUTAJIbHBIX PEMOHTOB, CHAa0XeHUE MeOeNbl0, XO3SIMCTBEHHBIM HWHBEHTAPEM,
CpPEACTBAMH MEXaHU3alMU WHXEHEPHOTO U YIIPABICHUYECKOTO TPyAa, OpraHU3aLUs
TPaHCIIOPTHOTO 00eCIIeUEHUSI.

2.2.  OpraHM3aMOHHO-METOAMYECKOE  PYKOBOACTBO M  KOHTPOJIb
JEATEIbHOCTH CTPYKTYPHBIX IIOAPA3AEIECHUN [0 BONPOCAaM XO3AHCTBEHHOIO
0OCITy’)KMBaHHS, PAIMOHAIBHOTO HCIOJIb30BaHUS MAaT€PUAIbHBIX M (DMHAHCOBBIX
pPECYpPCOB, COXPAaHHOCTH COOCTBEHHOCTH YUPEKICHU.

2.3. TloaroroBka | MPEACTAaBICHUE PYKOBOACTBY HH(POPMALHOHHO-
AHAIMUTHYECKUX MaTEpPUAJIOB O COCTOSHHUM M  IEpPCIEKTHBAaX  Pa3BUTHS
XO35IUCTBEHHOTO  OOecnedYeHusl  JeATEIbHOCTH  OpraHu3allud, pa3paboTka
MPEIIOKEHHM 110 COBEPIIIEHCTBOBAHUIO CITY OBl AXY.

2.4. CoBepLICHCTBOBAHME W BHEJIPEHUE HOBBIX METOAOB OpraHU3aLUU
paboThl, B TOM YKCII€ Ha OCHOBE MCITOJIb30BAaHUSI COBPEMEHHBIX HHPOPMAIIMOHHBIX
TEXHOJIOTUH.

2.5. Yyactue B MOATOTOBKE M MCIIOJHEHUW YHPABICHYECKHX PEUICHUN
PYKOBOJCTBAa IO BOIIpPOCaM aJAMHHHCTPATUBHO-XO3SICTBEHHOIO 00€CIeYeHUsI
JEeATEIbHOCTH YUPEKICHUS.

2.6. KonTpons B mpenenax CBOEH KOMIIETEHIHH 3a COOJIIOJACHUEM
CaHUTAPHO-TIPOTUBOAMUAEMUYECKOTO  pEXUMa, MPaBWI  MPOTUBONOKAPHOMN
0e30MacHOCTH, HOPM OXpaHbl TPyZa, CBOEBPEMEHHOE MPHUHATHUE HEOOXOAMMBIX
Mep TIPH BBISIBJICHUH (PAaKTOB UX HAPYIIICHUS.

2.7. Benenue npenyCMOTPEHHOM NEMCTBYIOIMMH HOPMATHBHO-TIPABOBBIMH
aKTaMU COOTBETCTBYIOLIEH JOKYMEHTALIMM, MPEJOCTABICHUE B YCTAaHOBJICHHBIE
CPOKH CTaTUCTUYECKOW U MHOUM MH(popManuu o aesTerbHocTd AXY.

2.8. Penienne uHbIX 3a7a4 B COOTBETCTBHUHU C LEISIMU YUPEKICHHUS.

3. OcHoBHbIe pyHKIMU AXY

3.1. IlnanupoBaHue, OpraHu3alusi W KOHTPOJb aJIMHHUCTPATUBHO-
XO35IIICTBEHHOT'O 00€CIIEYeHUsI IEATEIBHOCTH YUPEKACHUS.

3.2. Xo3sgilcTBeHHOE OOCIy)XMBaHHME M oOOecIedeHrue HaIeKaIIero
COCTOSIHUS B COOTBETCTBMM C TNPAaBWIAMM W HOPMamu MPOHU3BOACTBEHHOM
CAaHUTApUU W TPOTUBOIOXKAPHOW 3aAIUUTHI 3JAHUM M TOMEIICHUH, B KOTOPBIX
pacnionoxkensl noapasaeneHus [TIOY KKCT, koHTposns 3a HCHpPaBHOCTHIO
o0opynoBaHus (OCBEIICHUS, CACTEM OTOTUICHUS, BEHTWISIIIUU U JP.).

3.3. YuacTue B MHBEHTapH3allUM 3JaHUM, MOMEIICHUN, 000pYI0BaHUS B
HEJISAX KOHTPOJISI UX COXPAHHOCTH U TEXHUYECKOTO COCTOSIHUS.

3.4. IInaaupoBaHue TEKYIUX U KAMUTATLHBIX PEMOHTOB OCHOBHBIX (DOH/IOB
(3maHuii, cucTeM BOJOCHAOXKEHMs, BO3IYXOIPOBOJOB U JIPYTHX COOPYKECHHIA),
COCTABJICHHE CMET XO0351CTBEHHBIX PACXOJIOB.

3.5. PeMOHT moMelIeHuil, KOHTPOJIb KayeCcTBa BBIIOJIHEHUS PEMOHTHBIX
pabor.



3.6. OGecrnieueHue MOAPa3ACICHUNA yIPEKACHUSI MEOCTBIO, XO3SICTBEHHBIM
WHBEHTApEM, CPEJCTBAMU MEXaHU3AI[MU WHKEHEPHOTO U YIPaBICHUYECKOro TPY/a,
KOHTPOJIb 33 UX PalMOHAIBHBIM MCIOJb30BAaHUEM, COXPAHHOCTHIO, MMPOBEICHUEM
CBOEBPEMEHHOTO PEMOHTA.

3.7. OpopmieHue HEOOXOIUMBIX JOKYMEHTOB JJIsl 3aKJIIOUEHUS JJOTOBOPOB
Ha IIPOBeJIeHHEe paboT U OKa3aHHUE YCIYT CTOPOHHUMU OpPraHU3alUsIMH.

3.8. TlomyyeHne ¥ XpaHEHHE KAHUEISPCKUX  MPUHAIICKHOCTEH,
XO3SUCTBEHHBIX MaTepHUaJIOB, OOOPYJOBaHUS, WHBEHTaps, OOCCICUCHUE WMH
CTPYKTYPHBIX TIOJpa3NEICHUN yUPSKACHHS, YYET WX pACXOJOBaHUS U
COCTaBJICHHE YCTAHOBICHHOW OTYETHOCTH.

3.9. KoHTposb panmoHanbsHOTO pacxoJ0BaHUs MaTEpUaIoB U (DUHAHCOBBIX
CPEIICTB, BBIJCISIEMBIX JJIS X035 CTBCHHBIX TICIICH.

3.10. bmaroyctpoiicTBO, 03eneHeHue, yOOopKa TEpPpUTOPHH, MPA3THUYHOE
XyJ0KecTBeHHOE oopmiieHHEe PacasoB 3MaHUN YUPEKICHUS.

3.11.  XozslicTBEHHOE  OOCIY>KMBAaHHE  MPOBOJUMBIX  COBEIIAHUM,
KOH(DepeHIIni, CEMUHAPOB U JIPYTUX MEPONPUSITHH.

3.12. Opranuzanusi  TPaHCHOPTHOTO  OOECHEYEHHUs  JEATEIbHOCTH
YUPEKIACHHUS.

3.13. B cOOTBeTCTBUMM C JACUCTBYIOIIMMH IpaBUIaMU W HOpPMaTHUBaAMU
OpraHu3anus OSKCIUIyaTalldd ¥ CBOEBPEMEHHOTO PEMOHTa TEXHUYECKOTO
o0opyoBaHusl (3JIEKTPUUECKUX CETEU, CUCTEM OTOIUICHUS, BEHTWJISLUU U T.1.),
OecniepeboitHoe  oOecneuenue 3manudi  u  nomemieHuit  ['TIOY  KKCT
AJIEKTPOIHEPTUEH, TEIJIOM, BOJOW, KOHTPOJb 3a HWX palMOHAIBHBIM
pacxoOBaHUEM.

3.14. Opranuzanus ¥ KOHTPOJIb JAEATEIHLHOCTH CKJIAJIOB aAMHUHUCTPATHBHO-
XO3SIUCTBEHHOM YaCTH.

3.15. IlpoBenenue wuHGOPMAIIMOHHO-PA3bICHUTEILHON pabOThl Ccpeau
pabOTHHUKOB TEXHUKyMa, HaIpPaBIEHHOW Ha oO0ecreYeHue COXPAaHHOCTH U
COJlep)KaHUsI B HCIPABHOM COCTOSIHUM 3J]aHWM, TMOMEIICHUM W WMYIIECTBA,
OCpe)XHOEC OTHOIICHHE K OOOpYJOBAaHUID M HOKOHOMHOE HCIIOJIb30BaHHUE
MaTEepUANbHBIX M HHEPreTUYECKUX PECYpCcOB (RIEKTPOIHEPTUU, TEIUia, BOJBI,
KaHIIEJIAPCKUX MTPUHAIICKHOCTEH, paCXOJHBIX MAaTEPUAJIOB U T.1.).

3.16. IlpoBemeHue TPOTHUBOIMOKAPHBIX W  MPOTHUBOIMHICMHUECKUX
MEPOIPUATHM.

3.17. OcymecTBneHne B Mpeaesiax CBOCH KOMIETCHIIMW MHBIX (YHKIMA B
COOTBETCTBHH C IEJISIMH U 33/1adaMU TEXHUKyMa.

4. IlpaBa ¥ OTBETCTBEHHOCTh

4.1. AXY umeer npaBo:

- mnoayyath nocrynatomue B [TIOY KKCT pgokymeHTsl W UHBIE
nH()OPMAITMOHHBIE MaTepHallbl 10 CBOEMY MNPOGUII0 AESITEIbHOCTH IS
O3HAKOMJICHUSI, CHCTEMATU3UPOBAHHOTO yUeTa U UCIOJIb30BaHUs B paboTe;

- 3ampamuBaTh M TMOJy4YaTh OT IUPEKTOpa HMH(OpMaInio, HEOOXOIUMYIO
JUTSI BBITIOJTHEHUST BO3JIOKEHHBIX HAa Hee 3a/1a4 U QyHKIIUI;

- OCYHIIECTBJISTH B TIpelelax CBOEH KOMIIETCHIIMM TIPOBEPKY U
KOOPJIMHAIIUIO JICSATENIBHOCTH CTPYKTYPHBIX TOJPA3JeeHH 10 BOMpPOCaM



aIMIHUCTPATUBHO-XO3IUCTBEHHOTO OOECIEYCHHs, O pe3yJbTaTax TMPOBEPOK
JIOKJIaJIbIBaTh PYKOBOJICTBY;

- BHOCUTH TIPEIJIOKEHUSI TI0O COBEPIICHCTBOBAHUIO (POPM U METOJIOB PabOTHI
AXY u opranu3zaiuu B 1IEJI0M;

- y4acTBOBaTh B MOJOOpE M PACCTAHOBKE KaJpOB MO CBOEMY MPOQUITIO
JEATEIIbHOCTH;

- BHOCHUTHb NPEJIOKEHHS aIMUHHUCTPALUU YUYPEXKICHUS MO MOBBILICHUIO
KBATM(UKAIINH, TTOOMIPEHUIO W HAJOKEHUIO B3BICKaHWN Ha paboTHHKOB AXY u
JIPYTUX CTPYKTYPHBIX TMOAPA3ACICHUNA OpraHU3ald 10 CBOEMY MPOQUITIO
JIESITENBbHOCTH;

-  y4acTBOBaTb B  COBCIIAHMSAX TIPU  PACCMOTPEHUH  BOMNPOCOB
X035MCTBEHHOTO 00CCTICUCHHS ICITCIIEHOCTH YUPEKICHHUS.

4.2. 3amectutens aupektopa 1o AXP Hecer mepcoHaNbHYIO
OTBETCTBEHHOCTb 3a:

- BBITIOJIHEHHUE BO3JIOKEHHBIX Ha AXY QyHKIMM 1 3a1a4;

- opra"uzanuio padotsl AXY, cBoeBpeMEHHOE U KBATM(PHUIIMPOBAHHOE
BBINIOJIHEHUE MPUKA30B, PACHOPSKEHUH, MOPYYEHUM IUPEKTOpPA, ACUCTBYIOIIUX
HOPMATHUBHO-TIPABOBBIX aKTOB 110 CBOEMY MPOUITIO A TEILHOCTH;

- pamuoHasbHOe U A(PGEKTHUBHOE HCIOIb30BAHUE MaTEPHUAIbHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;

- COCTOSIHHE€ TPYJIOBOM M UCIOJHUTENbCKON aucuumimHel B AXUY,
BBITIOJTHEHUE €€ pa0OTHUKAMU CBOUX (DYHKITMOHATBHBIX 00S3aHHOCTEH;

- cooOmoaenre padboTHukamMu AXY mpaBui BHYTPEHHETO pacnopsjika,
CaHUTAPHO-TIPOTUBOIMUAEMUYECKOTO PEXKUMA, MPOTHUBOIOKAPHON 0€30MacHOCTH
Y OXpaHbl TPYa,;

- BEICHME  JOKYMEHTalMH, MPEAYCMOTPEHHOW  JIEMCTBYIOLIMMH
HOPMAaTUBHO-TIPABOBBIMH IOKYMEHTAMHU;

- IPEOOCTaBJIEHHWE B  YCTAHOBJICHHOM  IOPSAJKE  JOCTOBEPHOMU
CTaTUCTHUYECKOW 1 MHOM MHpopMaIuu o aesitenbHocT AXY;

- roToBHOCTh AXY Kk paboTe B yCIOBUAX YpE3BbIUAWHBIX CUTYAIUH.
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