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1. O6mue nosnoxeHust

1.1. Hacrosmee Ilonoxenue omnpenenseT Ha3HA4YeHHUe, IeNd, 3aladyH,
GyHKUMH, TpaBa, OTBETCTBEHHOCTh M OCHOBBI JEATEIBHOCTH XO3SWCTBEHHOTO
oTnena (nanee - OTAeN).

1.2. Otnen ocymiecTBIseT X03IUCTBEHHOE 00CTy)KUBaHHUE KOJUIEKA.

1.3. Ortnen sBnseTcss CTPYKTYPHBIM I[OJpa3feIeHUeM KoJulepka U
HEIOCPEJICTBEHHO MOAYMHIETCS HAaYaJIbHUKY X03MCTBEHHOTO OT/Ea.

1.4. B cBoell [eATENBHOCTH OTHENT PYKOBOJACTBYETCS JEHCTBYIOLIUM
3aKOHOJATEJIbCTBOM, HOPMATUBHO-NIPAaBOBBIMU aKTaMH U METOAUYECKHMHU
MaTepualaMHi I10 BOIPOCaM XO3SHUCTBEHHOro OOCIYy)KMBaHMs, OpraHU3allMOHHO-
pacnopsIUTeIbHBIMUA JOKYMEHTaMHU KoJuleaka U HactosmuM [lonoxenuem.

1.5. JlesTenpHOCTh OTHENa OCYIIECTBISIETCS Ha OCHOBE TEKYILEro M
IEPCIIEKTUBHOIO IJIAHUPOBAHHUS, COUETAHUS €JUHOHAYAJIUS B PELICHUH BOIPOCOB
CITy>keOHOM N1eATeTbHOCTH U KOJUIETHAIbHOCTH MIPH UX 00CYXJIEHUH, IEPCOHATIBHON
OTBETCTBEHHOCTH paOOTHUKOB 3a HaJJiexallee UCIIOTHEHUE, BO3JIOKEHHBIX Ha HUX
JOJDKHOCTHBIX 00sI3aHHOCTEH U OTJIETBHBIX MOPYUYEHU HadaIbHUKaA OT/eNa.

1.6. HayaneHuk U npyrve paOOTHUKHU OTAeNa HA3HAYAIOTCS HA JOJDKHOCTH U
0CBOOOXXIAIOTCSI OT 3aHMMAeMBIX OJDKHOCTEW NPUKa30M AMPEKTOpa KoJulelka B
COOTBETCTBHH C IEUCTBYIOIIUM 3aKOHOJATENbCTBOM Poccutickoii Penepanui.

1.7. KBanmudukanuonusle TpeOoBaHus, (QyHKIMOHAIbHBIE OO0S3aHHOCTH,
npaBa, OTBETCTBEHHOCTh HauyaJbHHUKA W JAPYrHX paOOTHUKOB  OTHeNa
periaMeHTUPYIOTCS TODKHOCTHBIMUA MHCTPYKIUSMHU, YTBEP)KIA€MbIMU JUPEKTOPOM
KOJUTeKa.

1.8. OTaen Bo3raBisieT Ha4YaJbHUK, Ha JTOJDKHOCTH KOTOPOTO Ha3HA4YaeTcs
JHMIO, UMeIollee BhICIIee NpodeccHoHalbHOe 00pa3oBaHUE U CTax pabOTHI IO
CIEI[MAIbHOCTH HE MEHee 2 JIeT WIM CpellHee NpodeccHoHalbHOe 00pa3oBaHUE U
CTaXx pabOTHI MO CHEUATBHOCTH HE MEHee 5 JIeT.



1.9. HayanpHHUK X035MCTBEHHON YaCTH:

- PYKOBOIUT BCEH J€ATENBHOCTBIO OTHENa, HECET MEePCOHAIbHYIO
OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U Ka4eCTBEHHOE BBINOJHEHHE BO3JIOXKEHHBIX
Ha OTJeN 3a1a4 ¥ (PyHKIIHIA;

- OCYILECTBJISE€T B Mpeleiax CBOeW KOMIIETEHIMH (QYHKUWH YyIpaBICHHs
(ITaHMpOBaHUS, OpraHW3all{, MOTHBAILMM, KOHTPOJIA), NPUHUMAET pELICHHS,
o0s13aTeNbHBIE ISl BCeX paOOTHUKOB OT/ENA;

- pacmpenenseT (QyHKIHMOHAIbHBIE OOS3aHHOCTH M OTHEIbHBIE MOPYYEHHS
MEXIY COTPYIHUKaMHU OTJIeNla, yCTaHABJIMBAET CTENEHb MX OTBETCTBEHHOCTH, IPU
HEeOOXOIMMOCTH 'BHOCHUT TPEIOKEHHUsS AUPEKTOpY KoJUlemka 00 M3MEHEHUH
JIOJDKHOCTHBIX MHCTPYKIUHM MTOAYMHEHHBIX €My PaOOTHHUKOB;

- BHOCHUT TpEUIOXKEHHS [0 COBEpPIICHCTBOBAHHIO pabOTHI  OT/ENa,
ONTHMH3ALIH €0 CTPYKTYPBl U LITATHOW YUCIIEHHOCTH;

- y4acTByeT B NEPCIEKTUBHOM U TEKYLIEM IUIAHHPOBAaHWM JEeSTCIBHOCTH
OTHeNla, a Tak)Ke IIOJrOTOBKE IPHKA30B, PACHOpSDKEHWM M HHBIX JTOKyMEHTOB,
KaCaOILMXCs BO3JIOXKEHHEIX Ha OTAEN 3a/1a4 U QyHKLINH;

- T[pUHHMaeT HeoOXoIuUMBble Mephl Ui YIyYIIeHHs MaTepHaIbHO-
TEXHHYECKOTO M HMH(GOPMAIMOHHOTO OOECIeUeHHMs, YCIOBHM TpyJa, MOBBIIICHUS
po(eCCHOHATBHOM MOrOTOBKU paOOTHUKOB OT/ENIa;

- y4acTByeT B oAOOpe M pacCTaHOBKE KaJpOB OTIeja, BHOCUT IUPEKTOPY
KOJLIeKA TPEIJIOKEHHS O MOOIIPEHHH 1 HAJIOXKCHUH JUCIMIIMHAPHBIX B3bICKaHU
Ha pabOTHHKOB OTHeNia, HAlPaBJIeHUH MX Ha IEPENOATrOTOBKY W IIOBBILIICHUE
KBaJIU(HUKALINH;

- COBEPIIEHCTBYET CHCTEMY TPYJIOBO MOTUBALMK paOOTHUKOB 0T/,

- OCYWIECTBJIIET KOHTPOJb HaJ MWCIOJHEHHEM [OAYMHEHHBIMU €My
pabOTHMKAMH CBOMX JOJDKHOCTHBIX OOS3aHHOCTEH, COOJIONEHHMEM TpPYAOBOH
JIUCLIMILUIMHEI U JESITEIBHOCTRIO OTIENa B LIEJIOM.

1.10. B nmepuos OTCYTCTBHS HavalbHUKA OTAENA ero 00sA3aHHOCTH UCIIONHSET
Ha3HAYEHHBIN [IPUKA30M JIUPEKTOpa KOJUIeIKa APyroi paboTHHK.

1.11. HauanpHUK OTAeNa WIX JIULO, UCIIOJIHSIIOIIEE er0 00513aHHOCTH, UMEIOT
[paBo IMOJIHUCH [JOKYMEHTOB, HAIlpaBIsg€MBIX OT HMMEHH OTJeNa II0 BOIPOCaM,
BXOJAIIMM B €r0 KOMIIETEHIIHIO.

1.12. Otmen OCYIIECTBIISET CBOIO JESATEIHHOCTh BO B3aMMOJEHCTBHH C
JIPYTUMH CIIy>)kOaMH, a TakXe B Ipelelax CBOeHW KOMIIETCHIIMA CO CTOPOHHMMH
OpraHU3aLUsIMHU.

1.13. 3a HeHaIexamee MCIOJHEHHE [JOJDKHOCTHBIX OOS3aHHOCTEH H
HapyllleHHe TPYIOBOW NUCIMIUIMHBI paOOTHUKH OTJENa HECYT OTBETCTBEHHOCTDH B
HIOpSIIKE, IIPEAYCMOTPEHHOM JEHCTBYIOIIMM 3aKOHOAATEIbCTBOM.

1.14. Hacrosimee mnojioXXeHHe, CTPYKTypa W IUTaTHOE pacCIHCaHHWe OTAela
YTBEP)KIAAIOTCS] TUPEKTOPOM KOJUIE KA.

2. OcHOBHbBIE 33/1a4H OT/ejIa

2.1. Xo3zsiicTBeHHOE 0OecreyeHe qesTeIbHOCTH OpraHU3allHH.

2.2. OpraHu3allMOHHO-METOJUYECKOE pPYKOBOACTBO W KOHTPOJIb Haj
Collep)KaHMeM B HaJJIeXalleM COCTOSHUM 3[JaHMH M IIOMELIEHHH KOJUIeKa,



NpUJieraroneil TeppuTOpun.

2.3. TloaroroBka U NpeACTaBIeHHE pPYKOBOJACTBY HH(MOPMAIHOHHO-
AaHAIUTUYECKMX MAaTepUaJOB O COCTOSSHMM W MEPCIEKTUBAaX  pa3sBUTHA
X03SMCTBEHHOI0 00ecreueH s AeATeIbHOCTH KOJIIeKa.

2.4. Yyactue B mpepenax CBOed KOMIIETEHIIMH B IIOJTOTOBKE U HCIIOJHEHUH
yIpaBlIeHYeCKUX peleHUH PyKOBOJICTBA KOJUIEKA.

2.5. Pemienye UHBIX 3a7a4 B COOTBETCTBUU C LIEJIAMHU OpraHU3aIUH.

3. OcHoBHBbIE (PyHKIHH OTAEIA

3.1. XossiicTBeHHOe 0OCIy’)KMBaHUE€ B COOTBETCTBUM C IIpaBUIIaMU U
HOpPMaMH IIPOM3BOJICTBEHHOM CAHUTApHH M IIPOTUBONOKAPHOW 3AUIUTHI 31aHUH
y4eOHOro KopItyca, OOLIEKHUTHsS KOJIeKa, W TMOAACpKaHHEe HX B HaJJIeXKalleM
COCTOSIHMHM, KOHTpOJIb HaJl HCIPaBHOCTBIO 00OpYNOBaHUA (OCBELICHHUs, CHCTEM
OTOIUICHUS], BEHTUWIISAIMHU H JP. ).

3.2. [InaHUpOBaHUEe TEKYIIMX M KAIUTAIBHBIX PEMOHTOB OCHOBHBIX (POHIOB
(30aHMH, CHCTeM BOJOCHAGKEHHs, OCBEIUCHHS UM JPYTUX COOPY)KeHHil),
COCTaBJICHHE CMET XO035IICTBEHHBIX PaCXOIOB.

3.3. IlpoBemeHue peMOHTa IIOMELIEHHWH, KOHTPOJIb Hal Ka4eCTBOM
BBITIOJTHEHHUS] PEMOHTHBIX paboT.

3.4.06ecnieuenre MoapasfeieHnid KoJule[ka MeOeNblo, XO03SHCTBEHHBIM
MHBEHTApEM, CPEICTBaMH MEXaHU3allMd WHXXEHEPHOTO M YIPaBJIEHYECKOro TpynIa,
KOHTPOJIb HaJl UX COXPAHHOCTBIO U IIPOBEIEHUEM CBOEBPEMEHHOI'O PEMOHTA.

3.5. Odopmienrne HEOOXOAUMBIX IOKYMEHTOB JJIS 3aK/IIOYCHHUsS JIOTOBOPOB
Ha OKa3aHMe YCJyr, MOJydeHHe M XpaHeHHe KaHILEIAPCKUX MPUHAIJICKHOCTEH,
HEOOXOIUMBIX XO3SMCTBEHHBIX MaTepHUalioB, O0OOpyJOBaHWS U WHBEHTaps,
obecrieueHre UMK KOJUIEIKa, OOIIEKUTHS, YIeT MX PAaCXOAOBaHUS M COCTaBIICHHE
YCTaHOBJICHHOM OTYETHOCTH.

3.6. KoHTponb HaJ palUOHAIBHBIM PpAacxXOJ0BaHUEM MaTEepHaloOB |
(PMHAHCOBBIX CPEJICTB, BBLACISIEMBIX /IS XO3IHCTBEHHBIX LIEJICH.

3.7. OpraHuzanysi NpHeMa, PErUCTpaldd M HeOOXOAMMOro OOCIy)XHBaHUS
JieJieralyi U JIML, MPUOBIBIIMX B CITy>KEOHbIE KOMAHIUPOBKH.

3.8. BiaroycTpoicTBO, O3elieHeHHe M yOOpKa TEeppUTOPHH, IpPa3JAHMIHOE
Xy0XKeCTBeHHOe o(opMiIeHHe (acaoB 31aHUi U IPOXOIHBIX.

3.9. XO035iCTBEHHOE o0cy>XxuBaHUE NPOBOAMMBIX  COBELIAHHUH,
KOH(EPEHIHii, CEMUHAPOB U IPYTUX MEPOIPHUATHIH.

3.10. BrimonHeHHe MPOTHUBOIOXAPHBIX MEPOIPHUATHM H COAEpXKaHHE B
HCIIPAaBHOM COCTOSIHUU I10XKapHOI'0 UHBEHTAPSI.

3.11. OcymecTBiIeH’e B Npeeiax CBOeH KOMIICTEHIMH HHBIX (QYHKUHMA B
COOTBETCTBHH C LIETISIMU U 3ala4aMu KOJIJIeKa.

4. IlpaBa 1 OTBETCTBEHHOCTh PA0OTHHKOB OTAEJA
4.1. PaGoTHUKH OTAEJIa UMEIOT IIPaBO:
- TI0JTy4aTh HOCTYMAONIUE B KOJUIEIK JOKYMEHTHI U MHbIE HH(OPMAI[IOHHbIE
MaTepuajbl [0 CBOEMy MpPOQHIIO  NEATENbHOCTH  JUld  O3HAaKOMIICHHS,
CHCTEMaTU3MPOBAHHOIO yYeTa U MCIOIb30BaHus B paboTe;



- 3ampammBaTh WU IOJIy4YaTh OT JUPEKTOpa KoJulegXa U CTPYKTYpPHBIX
HoJpa3fieNleHHil  Kojulepka HHGOpMAIMio, HEOOXOAMMYIO Ui  BBIIOJHEHUS
BO3JIOKEHHBIX Ha HUX 3a7a4 U QyHKIUH;

- OCYWIECTBJIISITH B TMpejesiaXx CBOEH KOMIIETEHLIMM IPOBEPKY H
KOOp/AMHALIUIO JEeSTEJIbHOCTH JIPYTHMX CTPYKTYPHBIX MOApa3ieleHuil KoJuleIka B
XO3SIMICTBEHHOH JIesTeIbHOCTH, O pe3yJbTaTaX MpPOBEpOK IOKJIaAbIBaTh JUPEKTOPY
KOJUIe/IXKa,;

- BHOCHUTH TPEIJIOKEHHUS II0 COBEPIIEHCTBOBAHUIO (OPM U METOHOB
paboTel  oTHEINa,

- y4acTBOBaTh B OAOOpE M pacCTaHOBKE KaJPOB 110 CBOEMY MPODUIIIO
NeSITeTbHOCTH;

- BHOCUTh TMpEIOKEHHS HTUPEKTOPY KOJUIeIXKa II0 TIIOBBIILIEHUIO
KBaJIM(UKALIUU, TTOOUIPEHUIO U HAJIOXKEHHIO B3bICKAHUI Ha paOOTHUKOB OT/ElNa;

- y4acTBOBaTh B COBEILAHUSAX IPH PACCMOTPEHHH BOIPOCOB XO35HCTBEHHOTO
obecrie4eHust 1eATeTbHOCTH OpraHU3alliy.

4.2. HayanpHUK OTIeNa HeCeT MePCOHAIbHYO0 OTBETCTBEHHOCTD 3a!

- BBITIOJIHEHUE BO3JIOXKEHHBIX Ha OTAe (QYHKIHA U 3a1a4;

-OopraHu3aiuio paboThl OTHeNia, CBOEBPEMEHHOE U KBaJIU(HUIMPOBAHHOE
BBINOJIHEHHE NPUKA30B, PaCMOpsDHKEHHH, MOPYYeHU BBIIIECTOSALIETO PYKOBOJACTBA,
NeHCTBYIOMUX HOPMaTHBHO-IIPaBOBBIX aKTOB IO CBOEMY IPOGUIIIO JesITeTbHOCTH;

- pamuoHanbHOe © 3G (EKTHBHOE  HUCIOJb30BaHUE MaTepHUAIbHBIX,
(MHAHCOBBIX U KaJPOBEIX PECYPCOB;

- COCTOSIHME TPYIOBOW M HCIIOJHHUTEIbCKOW IUCHUIUIMHBL B OTAEIE,
BBINIOJIHEHUE €r0 paOOTHUKAaMU CBOMX (YHKIIMOHAJIBHBIX 005S3aHHOCTEH;

- cobmoneHue pabOTHUKAaMH OTHAela IpaBWI BHYTPEHHErOo paclopsjKa,
CaHUTAPHO-TIPOTUBOSITUAEMAYECKOTO peXHMa, IIPOTUBOIIOKAPHON 06e30I1aCHOCTU U
TEeXHUKH 0€30I1aCHOCTH;

- BeJIeHHE JIOKyMEHTAIIMH, MPeIyCMOTPEHHON AeHCTBYIOIMMUA HOPMAaTUBHO-
MIPaBOBBIMH JIOKYMEHTaMH;

- MIpelOCTaBJIeHHE B YCTAHOBJICHHOM IMOPSIIKE JOCTOBEPHOW CTATHUCTUYECKOU
¥ MHOW MH(OPMAIMH O esATeIbHOCTH OT/Aea;

- TOTOBHOCTB OTJIeNIa K paboTe B YCIIOBUSX YPE3BBIYANHBIX CUTYaLIUH.
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