I'OCYJJAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJIbHOE YYPEXJIEHUE
PECITYBJIMKU BAILIKOPTOCTAH
«YOUMCKUI MEJJULIMTHCKWM KOJUIE DK

YTBEPXJIATO
Hupexrop I'AIIOY Pb
«Y pUMCKHI MeTUIIMHCKUIT

KOJUTEK /
- X
—4{e“"/ P.A. Xazumos

«loy N 2014 r.

INOJIO’KEHHUE
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1. O6mme mo10KeHUst

1.1. Hacrosimee Ilonoxxenue omnpenenseT Ha3zHaYeHUe, LEIH, 3aJayH,
(GyHKIIUM, TpaBa, OTBETCTBEHHOCTh M OCHOBBI JEATENBHOCTH XO3SHCTBEHHOIO
otnena (nanee - OTAEN).

1.2. Otnen ocymecTBISIET X03SMCTBEHHOE 00CITy)KMBaHUE KOJUIeKa.

1.3. Ortpmen sBnasercss CTPYKTYpPHBIM TOApa3feieHHeM KOJUIe[Ka M
HEIOCPEICTBEHHO MMOAYMHAETCS HaYaIbHUKY XO35UCTBEHHOIO OT/era.

1.4. B cBoell nOesATeNbHOCTH OTHAEN PYKOBOJACTBYETCS HEHCTBYIOIIMM
3aKOHOJIaTE€JIbCTBOM, HOPMATHUBHO-TIPABOBBIMH  aKTaMH W METOAUYECKHMHU
MaTepHhajlaMyd 110 BOIPOCAM XO3SAWCTBEHHOI'O O0OCIy>XKMBaHHUsS, OpraHU3allMOHHO-
pacnopsIAUTENIbHBIMU JOKYMEHTaMU KoJuleKa U HacTosAmuM [losioxeHnuem.

1.5. JleATenbHOCTh OTHENA OCYIIECTBJISIETCSI Ha OCHOBE TEKYIIero W
[IEPCIIEKTUBHOIO IUIAHUPOBAHUS, COUECTAHUS €AMHOHAYAIUS B PELIEHUH BOIIPOCOB
CILy>)K€OHOMN JesITeNIbHOCTH U KOJUIETHAIIbHOCTH IIPH UX 00CYKJIEHUH, TEPCOHATBHOMN
OTBETCTBEHHOCTU PaOOTHUKOB 3a HaJJIeXKaIllee UCIIOJIHEHHE, BO3JIOXKEHHBIX Ha HUX
JOJDKHOCTHBIX 00s3aHHOCTEH M OTAENBHBIX MOPYYEHU HayalbHHUKA OT/IEIa.

1.6. HauanbHuk U npyrue paOOTHUKH OTHEIa HAa3HAYAIOTCS Ha JOJKHOCTH U
0CBOOOXXIAIOTCS OT 3aHMMAEMBIX JIOJDKHOCTEH IPUKA30M JIHUPEKTOpa KOJIeIka B
COOTBETCTBHH C JIEUCTBYIOIIMM 3aKOHOAaTeIbCTBOM Poccuiickoint @enepanuu.

1.7. Kpanudukauronueie TpeOGoBaHMs, (YHKIIMOHAIBHBIE OO0sS3aHHOCTH,
IpaBa, OTBETCTBEHHOCTb HadaJbHUKAa U JPyrux pabOTHHUKOB  OTAeNa
periaMeHTUPYIOTCS JOJDKHOCTHBIMU UHCTPYKLHUSIMH, YTBEPKIAEMBIMHU JUPEKTOPOM
KOJUIEIKA.

1.8. Otnen Bo3riaBisieT Ha4dalbHUK, HA JOJDKHOCTH KOTOPOI'O Ha3Ha4YaeTcs
M0, MMeIoIllee BhIcliee MpoecCHoHaIbHOe 00pa3oBaHHWE U CTaX pabOTHI TI0
CIEMAJIbHOCTA HE MEHee 2 JIeT WM cpejiHee NMpodeccuoHalbHOe 00pa3oBaHUE U
CTaXX pabOTHI 10 CIEIUAILHOCTH HE MeHee 5 JIeT.



1.9. HavanpHuK X035MCTBEHHOM YacTH:

- PYKOBOOUT BCEW JESATEIbHOCTBIO OT/AENa, HeCceT IMepPCOHAIBHYIO
OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KaueCTBEHHOE BBIITOJIHEHHE BO3JIOKEHHBIX
Ha OTAeJ 3a/1a4 U (QyHKIIHH;

- OCYIIECTBJISIET B Ipefesax CBOEH KOMIIETeHIIMH (PYHKIIUK YIpaBICHUS
(maHupOBaHMS, OpraHW3alWM, MOTHUBALMH, KOHTPOJIS), MPUHUMAET pelleHuUs,
oOsi3aTesbHbIE )11 BceX paOOTHUKOB OT/Ea;

- pacmpezgenseT (pyHKIMOHAJIbHBIE OO0S3aHHOCTH M OTJEJbHBIE IMMOPYYESHUS
MEeXIy COTPYAHHUKaMH OTJeja, yCTaHABIMBAeT CTENEeHb UX OTBETCTBEHHOCTH, IIPH
HEOOXOJUMOCTH BHOCUT TIPEMJIOKEHUs AUPEKTOpy KoJulemka o0 W3MEHEHUU
JOJDKHOCTHBIX MHCTPYKIIMH MOAUYMHEHHBIX eMy paOOTHUKOB,

- BHOCHUT TPENJIOKEHHUSI II0 COBEPILIEHCTBOBAaHHUIO pabOTBhl  OTAeNa,
ONTUMHU3AIUH €T0 CTPYKTYPBI M LITATHOW YUCIIEHHOCTH;

- y4acTBYyeT B IEpPCHEKTUBHOM M TEKyILIeM IUIAaHUPOBAHUU e TEIbHOCTH
oT[eNIa, a TakXXe ITOATOTOBKE ITPUKA30B, PACHOPSIKEHWHA W HHBIX JOKYMEHTOB,
KacaloIIUXCs BO3JIOXKEHHBIX Ha OT/EN 3a1a4 U QyHKIINH;,

- TNOpUHUMAaET HeoOXoAWMBble Mephl I YIYYIIeHUs MaTepualbHO-
TEXHUYECKOro ¥ HH(POPMAIMOHHOTO obOecredyeHus, YCIOBUU TpyjAa, MOBBIILICHHS
pohecCUOHAIBHOMN MOATOTOBKH paOOTHUKOB OT/Ea;

- y4acTBYeT B Ioa0Ope M paccCTaHOBKE KaJpOB OT/eja, BHOCUT JUPEKTOPY
KOJUIeKa MPeJI0KeHUs O MOOIIPEHUN U HAJIOKEHUU JTUCLUIUTMHAPHBIX B3bICKAHMIA
Ha paOOTHUKOB OTHeJa, HANpaBI€HUU HUX Ha IEPernoAroTOBKY M IOBBIIIEHUE
KBanuuKanuu,

- COBEpIIEHCTBYET CUCTEMY TPYIOBOM MOTHUBAIIMHU pabOTHUKOB OTIENIA;

- OCYIIECTBJISIET KOHTPOJIb HaJ HCIOJHEHUEM MOJYMHEHHBIMU €My
pabOTHUKAMHM CBOUX JOJDKHOCTHBIX OOS3aHHOCTEW, COOIOZCHUEeM TpPYIOBOM
JUCIHUTIIMHBI ¥ JeATEeIbHOCTBIO OT/eJa B IIEJIOM.

1.10. B mepuoxa oTCyTCTBUS Ha4aJIbHUKA OTJi€JIa €ro 00s3aHHOCTH MCIIOJIHSIET
Ha3HAYEHHBIN MPUKA30M JUPEKTOpa KOJuIeIKa Ipyroi paboTHUK.

1.11. HayanbpHUK OTHEJIa WM JIMI0, UCITOJHSIONIEE ero 00s3aHHOCTH, UMEIOT
paBO IOJANKUCH JOKYMEHTOB, HAlpaBlseMbIX OT MMEHH OTAela IO BOIpocam,
BXOJISIIIIM B €0 KOMITETEHIIHUIO.

1.12. Otnmen ocCylIeCTBIISIET CBOIO JI€STEIBHOCTH BO B3aUMOJIEHMCTBUU C
IPYTUMH CIy>KOaMH, a TakXke B IpelesiaX CBOed KOMIIETEHIMH CO CTOPOHHUMH
OpraHu3alUsIMH.

1.13. 3a HeHamjexaliee MCIOJHEHHE JODKHOCTHBIX OOS3aHHOCTEH W
HapylleHWe TPYAOBOH MUCLMIUIMHBI PaOOTHUKU OTHEJIa HECYyT OTBETCTBEHHOCTH B
HOpsIKe, IPeTyCMOTPEHHOM JIeHCTBYIONIUM 3aKOHOIATEIHCTBOM.

1.14. Hacrosimee moyio)KeHHe, CTPYKTypa M IITaTHOE pacHUCaHue OThesa
YTBEPXKIAIOTCS JUPEKTOPOM KOJUIE/IKA.

2. OcHOBHBIE 32Ja4H O0TAEJIA

2.1. XozsiictBeHHOE oOecrieueHue AesiTeIbHOCTA OpraHu3aliH.

2.2.  OpraHu3allMOHHO-METOJUYECKOEe pPYKOBOJACTBO M KOHTPOJIb Haj
COZep)KaHUEM B HaJJIeKAlleM COCTOSHUM 3[JaHUN U IIOMEILLIEHUN KOJIIe[Ka,



IpUIEralouieil TeppuUTOPUH.

2.3. lTlogroroBka u TpelaCTaBlieHWE PYKOBOACTBY HH(DOPMALMOHHO-
QHAIUTAYECKUX MaTepHaJOB O COCTOSHUM M IEPCIEKTHBaX  Pa3BUTHUSA
XO3SIUCTBEHHOTO 00€ecreueHUsl IeATeTbHOCTH KOJUIeIKa.

2.4. Yuactue B mpefenax CBOEH KOMIIETEHIIMM B MOJATOTOBKE M MCIOJHEHUU
YIPaBJICHYECKUX PELICHU PyKOBOJACTBA KOJIIEKA.

2.5. PerieHue MHBIX 3a]1a4 B COOTBETCTBUHU C LEISIMU OpraHU3alUH.

3. OcHoBHbIE (PpYHKIIUH OTAE/IA

3.1. XossiicTBeHHOE OOCIY)XMBaHME€ B COOTBETCTBUM C IpaBUIaAMH U
HOpPMaM# TPOU3BOJCTBEHHON CaHUTApUU U IIPOTHUBOIIOXKAPHOM 3alUThl 31aHUM
y4eOHOTO KOopITyca, OOLIEKHUTHS KOJUIeIKa, W MOJAep)KaHWe UX B HaJJeXalleM
COCTOSIHUM, KOHTpPOJIb HaJl HCIPAaBHOCTBIO 00OpYyNOBaHUs (OCBELIEHUS, CHUCTEM
OTOIUIEHUS, BEHTWISLIUU U JIp.).

3.2. IlnaHupoBaHHE TEKYUIMX M KAIUTAJbHBIX PEMOHTOB OCHOBHBIX (DOH/IOB
(3maHmif, cuUcTEM BOJOCHAO)KEHHUS, OCBEUIEHUS U JPYTHX COOPYKEHHUH),
COCTaBJIEHUE CMET XO35MCTBEHHBIX PaCX0/0B.

3.3. IlpoBenenune peMoOHTa IIOMEILIEHUNW, KOHTPOJbL HaJ KadyeCTBOM
BBINOJIHEHHUSI PEMOHTHBIX padoT.

3.4.00ecrnieyeHre TOpa3ieNieHHd KoJulemka MeOelblo, XO03siCTBEHHBIM
UHBEHTapeM, CpeJICTBaMU MeXaHHW3al[uil MH)XEHEPHOI'0 M YIIPaBICHYECKOIo Tpyna,
KOHTPOJIb HaJl UX COXPaHHOCTBIO U MPOBEIEHUEM CBOEBPEMEHHOI'O PEMOHTA.

3.5. Odopmienne HeOOXOIUMBIX JTOKYMEHTOB ISl 3aKJIIOYEHHS JIOrOBOPOB
Ha OKa3aHWe YCIYyT, MOJyYeHHE M XpaHEHUE KaHUEISIPCKUX IPUHAIJIEKHOCTEH,
HEOOXOIUMBIX XO3SHCTBEHHBIX MaTepHalioB, OOOpYyNOBaHUS W HHBEHTAps,
obecrieyeHrne UMHU KOJIIeIKa, OOIIEKUTHS, YUeT UX PAaCXOJ0OBAaHUS U COCTABIICHUE
YCTaHOBJIEHHON OTYETHOCTH.

3.6. KoHTponp Hajg paldOHAIBHBIM PACXOJOBAHHEM MaTepUaloB U
(MHAHCOBBIX CPE/ICTB, BBIIEIAEMBIX ISl XO3IMCTBEHHBIX LIEJIEH.

3.7. OpraHuzanus TpuemMa, PerucTpalud U HeoOXOAMMOro 00CITyKUBaHUSA
Jiesieraliii 1 JIML, MPUOBIBIINX B CIy>KeOHbIE KOMaH/IUPOBKH.

3.8. bmaroycTtpoicTBO, O3elieHeHHe U YOOpKa TeppUTOpHUH, Ipa3gHUYHOE
XyI0XXecTBeHHOe odopmiieHre (pacaioB 3JaHUN U IIPOXOIHBIX.

3.9, XO035ICTBEHHOE o0city)kuBaHue IIPOBOJAUMBIX COBEILAHUH,
KOH(epeHIMi, CEeMUHAPOB U APYTUX MEPOIPUATHUH.

3.10. BrpimosiHeHWe MPOTUBOIOXKAPHBIX MEPONPUATUA U COLEpPKAHUE B
UCIIPABHOM COCTOSIHUY II0’KapHOTO UHBEHTApS.

3.11. OcymecTBieHHe B Tpeesnax CBOEH KOMIETEHLMM UHBIX (QYyHKUUH B
COOTBETCTBUU C LIETISIMU U 3aJlad4aMU KOJIJIEKA.

4. [IpaBa 1 0OTBETCTBEHHOCTh PA0OOTHHKOB OT/AEJIA
4.1. PaGoTHHMKHY OTHEa UMEIOT MPaBoO:
- TIOJIy4aTh MOCTYIAIONINe B KOJUIEIK JOKYMEHTHI U MHbIEe HH(POPMALMOHHBIE
MaTepyaibl [0  CBOeMYy MpOoQWII0  JeATeJBHOCTH  JUIsl  O3HAKOMIICHHS,
CHCTEMaTHU3UPOBAHHOIO yYeTa U UCII0JIb30BaHus B paboTe;



- 3alpalll¥BaTh W IOJYy4YaTh OT JIUPEKTOpa KOJUIeIXKa M CTPYKTYPHBIX
nojpaszieeHnit koyuiemka uHGOpMalUio, HEOOXOIMMYIO JUJIS  BBINIOJHEHUS
BO3JI0’KEHHBIX Ha HUX 3aJ1a4 U (PYHKIUH;

- OCYINECTBJISITH B IIpeJeiax CBOEH KOMIIETEHIMH IPOBEPKYy U
KOOpAMHAIMIO AESTEIbHOCTH APYTHMX CTPYKTYPHBIX IOJpa3lielieHuH KOoJUIeIkKa B
XO35IICTBEHHOH JEATENIbHOCTH, O Pe3ysbTaTaxX MPOBEPOK NOKIAIBIBATH JUPEKTOPY
KOJIIEKA,

- BHOCUTbH INPEIJIOKEHHUS 110 COBEPIICHCTBOBAHUIO ()OPM M METOJIOB
paboTel  oTHENA,

- y4acTBOBATh B IIOJ0OOpE U pacCTaHOBKE KaJAPOB II0 CBOEMY MPOQIIIIO
JIeSITEIbHOCTH;

- BHOCUTHb TMPENJIOKEHUS JTUPEKTOPY KOJUIeIKa [0  ITOBBIIICHHUIO
KBaJTM(UKALUH, TTOOIIPEHUIO U HAJIO)KEHUIO B3BICKaHUH Ha paOOTHUKOB OT/IENA;

- y4acCTBOBaTh B COBEILAHMSX IPU PACCMOTPEHUHU BOIIPOCOB XO3SIHCTBEHHOTO
obecrieueHus 1eSITeIbHOCTH OpraHu3aI[iH.

4.2. HauanbHUK OTAENIa HECET NEPCOHAIBHYIO OTBETCTBEHHOCTS 34!

- BBITIOJTHEHHE BO3JIOXKEHHBIX Ha OTHeN (DYHKIMH ¥ 3a/1a4;

-OpraHu3alyi0 paboThl OTJeNa, CBOEBPEMEHHOE U KBATH(PHUIMPOBAHHOE
BBITIOJIHEHUE [IPUKA30B, PACIIOPSKEHUM, IOPYUYEHHUI BBIIIECTOSIET0 PYKOBOJICTBA,
JEUCTBYIOIIMX HOPMATUBHO-IIPABOBBIX aKTOB 10 CBOEMY ITPO(HIIIO eI TeIbHOCTH,

- pauvoHanmbHOe U  3(G(EKTUBHOE UCIOJb30BaHWE MaTePHATBHBIX,
(UHAHCOBBIX U KaIPOBBIX PECYPCOB;

- COCTOSIHUE TPYIOBOW H HCIOJIHUTEIBCKOW IUCHHUIUIMHBI B OTIEIE,
BBITIOJIHEHHE ero pabOTHUKAMHU CBOUX (DYHKIIMOHAIBHBIX 005S3aHHOCTEN;

- coOmoneHue pabOTHUKaMU OTAeNa IpPaBUI BHYTPEHHEro pacHopsKa,
CaHUTAPHO-IIPOTUBOAIUAEMUYECKOTO PEKMUMA, ITPOTUBOIIOKAPHOU OE30IIaCHOCTH U
TEXHUKH 0€30I1aCHOCTH;

- BeJleHUE JOKYyMEHTAlluH, IPEeyCMOTPEHHON NeHCTBYIOIIMMH HOPMATUBHO-
MIPaBOBBIMU JOKYMEHTaMU;

- IIPEeIOCTaBJICHUE B YCTAHOBJIEHHOM MOPSJIKE TOCTOBEPHOU CTATUCTUYECKOM
¥ MHOH MH(OPMAIUH O AESITeIbHOCTU OT/IEINa;

- TOTOBHOCTH OTZeJa K paboTe B yCIOBUSAX Ype3BbIUAHHBIX CUTYAI[HH.

Hacrosimee monosxenue pazpaborano 7
HauanbHUK X03SHCTBEHHOTO OT/Ie)Ia e T.B. JI3en3un
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