MoanncaHo undposo
Creoyno nognuceto: CIrbOYINO

"CEBACTONOIbCKA "CEBACTOMOJIbCKN

. - MEOVLUMHCKWA

M MEAULIMHCKIAV KOMTEZK VM. >KEHM

KOSIEIXK VM. XKEHW peoiorymont

AEPIOTMHOWN" LlaTa: 2023.02.17
13:49:21 +03'00'

CI'BOY 110 «CeBacTonmoJibCKN MeIUIUHCKUA N KOJLIeIK HMeHH KeHn
Jeprorunoin»

IHonoxenue 00 aIMUHUCTPATHBHO-X03ACTBEHHO YaCTH
CeBacTONOJIBCKOI0 rOCYyAPCTBEHHOT0 OI0IKETHOTO 00PAa30BaTEJIbLHOIO
yupesxkaeHusi npogeccHoOHAIbHOT0 00pa3zoBaHus «CeBacTonoJIbLCKUM
MeIUIMHCKUN Kosuiexx uMeHu Kenu /leprorunoin»

Cesacrtonoisn 2018



YTBEPXJIEHO
[Ipukazom CI'BOY I10
«CeBacTOIOJILCKUN MEIUITUHCKAN

KoJute/K uM. JKenu JleproruHoin»
oT «22» Hosa0ps 2018 r. Ne20-n

1. OBIIME NMOJIO’)KEHUA
1.1. Hacrosmee mosokeHrue ompeneNsieT Ha3HaueHHe, IeNd, 3afaqd, (yHKIIHAH,
IIpaBa, OTBETCTBEHHOCTb W  OCHOBBI  JEATEIBHOCTH  aJMUHUCTPATHUBHO-
X03MCTBEHHOU yacTu (nanee - AXY).
1.2. AXY ocymecTBiser aJIMUHUCTPATUBHO-XO3SIMICTBEHHOE oOOecreyeHue
NEeATENbHOCTH OPraHU3aLUu.
1.3. AXY sgBusercs CaMOCTOATEIBHBIM CTPYKTYpPHBIM  IOJApa3[eiICHUEM
OpraHU3alMK U MOJYMHAETCS HENIOCPEACTBEHHO €€ PYKOBOJUTEINIO WIM OJJHOMY W3
€ro 3aMecTurenei. B cocTaB aJIMMHUCTPAaTHBHO-XO35MCTBEHHONM YaCTH BXOZAT:
pabounii MO0 KOMILJIEKCHOMY OOCITY>KMBAaHUIO U PEMOHTY 3JIaHUM, 3JIEKTPOMOHTED
0 PEMOHTY U OOCIY>XMBaHUIO 3JIEKTPOOOOPYIOBaHUS, YOOPIIUKHU CIY>KEOHBIX
MOMEIICHHH, YOOPIINK TEPPUTOPUH, TapIePOOIITHUK.
1.4. B cBoe pgearenbHOocTH AXY  PYKOBOACTBYETCA  JAEHCTBYIOLIUM
3aKOHOJATENBCTBOM, HOPMATUBHO-IIPABOBBIMH  aKTaMHM M METOJWYECKUMU
MaTepuaiaMi TO XO3SHCTBEHHOMY OOCTYXHBAaHUIO, HOpPMaMd U MpaBUJIaAMU
coliepKaHusl, SKCIUTyaTallud U PEMOHTA 3JaHUM, TEXHUYECKOro 00O0pYIOBaHUS,
HOPMATUBHBIMU NOKYMEHTAMU o COOJIIOJICHHUIO CaHUTAPHO-
IPOTHUBOAIUIAEMUYECKOTO PEXUMa, TEXHUKH O€30MacHOCTH, OPraHU3al[MOHHO-
pacnoOpsAINUTEIbHBIMU  JOKYMEHTAaMU CaMOM  OpraHM3aluyd M HAaCTOSAIIUM
IIOJIOXKECHUEM.
1.5. dearenpHocTs AXY OCylIECTBIISIETCS HA OCHOBE TEKYILErO U MEPCIEKTUBHOTO
IUIAHWPOBAHUS, COYETaHMsI €JUHOHAYallus B PEUICHUMH BOIPOCOB CIYyKEOHOMH
NESTeIbHOCTY M KOJUIETHAJIBHOCTH TPU HUX OOCYXIEHHUH, IEepPCOHAJIbHOU
OTBETCTBEHHOCTH PaOOTHHUKOB 32 HaJyIeXKalllee UCIIOJIHEHUE BO3JIOKEHHBIX Ha HUX
JOJHDKHOCTHBIX OOS3aHHOCTEW U OTHEIbHBIX MOPYUYEHHUM 3aMECTUTENS AUPEKTOpa
no AXY.
1.6. 3amectutens gupektopa no AXY u apyrue pabotanku AXY Ha3zHayaroTCs Ha
JOJKHOCTH M OCBOOOXKIAOTCS OT 3aHUMAEMBIX JOJKHOCTEH MPUKA30M JUPEKTOPA
KOJUIEKa B COOTBETCTBUM C JECUCTBYIOIIUM 3aKOHOAATENBCTBOM PD.
1.7. KBanudukauronuele TpedoBaHMs, (YHKIHOHAJIbHbIE OOSI3aHHOCTH, IpaBa,
OTBETCTBEHHOCTh 3amectutens aupekropa no AXY u npyrux paborukoB AXY
pErIaMEHTUPYIOTCS JOJDKHOCTHBIMHA UHCTPYKLUSAMH, YTBEPKIAEMbIMU
JUPEKTOPOM KOJUIEKA.
1.8. AXY Bo3riasisgeT 3aMecTuTeNb qupekropa nmo AXY, Ha JOKHOCTh KOTOPOTO
Ha3HavaeTcs JIMIO0, UMEIoIlee Bhiciiee MpogecCHOHaIbHOEe 00pa3oBaHUE U CTaxX
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paboThl MO CHELMAIBHOCTH HE MEHee 2 JIET WM cpeaHee NpodecCuoHaNIbHOE
00pa3oBaHUE U CTAXK PabOTHI MO CIEIUATBLHOCTH HE MEHEE 5 JIeT.

1.9. 3amecturens aupexropa no AXY:

- PYKOBOAMT Bcell AesATenbHOCThI0 AXY, HECET MEePCOHAIbHYI0 OTBETCTBEHHOCTh
3a CBOEBPEMEHHOE M KaUECTBEHHOE BBINOJHEHHE BO3JIOKEHHbIX HAa AXY 3amau u
byHKIM;

- OCYLIECTBJIIET B IIpeleiax CBOEM KOMIIETEHIMH (YHKIMHU YIpPaBICHUS
(TuTaHMpOBaHUs, OPraHU3alUd, MOTUBALMM, KOHTPOJ), NPUHUMAET pELICHUS,
oOsi3aTenpHbIC U1 BceX paboTHUKOB AXY;

- pacnpenenser QyHKINOHATbHBIE 0053aHHOCTU U OT/IEIbHBIC TIOPYUCHUS MEXKITY
corpyanukamMu AXY, ycTaHaBIMBAeT CTENEHb MX OTBETCTBEHHOCTH, IIpH
HEOOXOJMMOCTH BHOCUT TMPEMJIOKEHUS PYKOBOJIUTENIO OpraHu3anuud o0
WU3MEHEHHUH JI0JKHOCTHBIX MHCTPYKIUH NOJIYMHEHHBIX eMy pa0OTHUKOB;

- BHOCUT PYKOBOJCTBY OpraHU3alMy IPEUIOKEHHUS IO COBEPIICHCTBOBAHUIO
paboter AXY, onTUMHU3aLUU €€ CTPYKTYPhI U IITATHON YHUCIEHHOCTH;

- YYacCTBYET B NEPCIEKTUBHOM M TEKYUIEM IUIAHUPOBAHHUM JAesTenbHOCTH AXY, a
TaK)Xe€ MOATOTOBKE MPUKA30B, PACHOPSIKEHUN U MHBIX TOKYMEHTOB, KaCAOIIUXCS
BO3JIO)KeHHBIX HA AXY 3anay u GyHKIUH;

- IPUHUMAET HEOOXOAUMbIE MEPHI JISl YIYUIlIEHUsI MaTepUualbHO-TEXHUYECKOTO U
UH(POPMAITMOHHOTO obecnieueHus, yCIIOBUI Tpyaa, IIOBBILICHUS
npo¢eCCHOHAILHON MOATOTOBKH paboTHUKOB AXY;

- ydJacTByeT B moalOope M paccTaHoBKe KaipoB AXY, BHOCHUT PYKOBOJACTBY
OpraHM3alMH IPEUIOKEHHUST O TOOLIPEHWH W HAIOKEHWM IHCHUIUIMHAPHBIX
B3bICKaHUI Ha pabOTHUKOB AXY,

- COBEpPUIEHCTBYET CUCTEMY TPYJI0BOI MOTHUBAIIMK pabOTHUKOB AXY;

- OCYILLECTBJISIET KOHTPOJb UCIOJHEHHUSI TOJYMHEHHBIMU €My PaOOTHUKAMH CBOUX
JIOJDKHOCTHBIX ~ OOSI3aHHOCTEH,  COONIIOZIEHUS  TPYJOBOM  JUCHUIUIMHBI U
nestenbHoct AXY B ieyom.

1.10. B nmepuoa oTcyTcTBHs 3amectuTens aupekropa no AXY ero o0s3aHHOCTH
UCIIOJHSAET  HA3HAYCHHbIM MPUKA30M PYKOBOJIMTENS OpraHu3aluyd Jpyrou
pabOTHHUK.

1.11. 3amecturens aupekropa no AXY wian JHIO, HUCHOJHAIOIIEE €ro
00s13aHHOCTH, MMEIOT MpaBO MOJMNUCH JOKYMEHTOB, HAlpaBls€MbIX OT HMEHHU
AXY o Bonmpocam, BXOJSIINM B €€ KOMIIETEHIHUIO.

1.12. AXY ocyuiecTBisieT CBOK AESITENbHOCTh BO B3aUMOJEUCTBUM C JIPYTUMU
CIIy»0aMu ¥ CTPYKTYPHBIMH MOJAPa3AeICHUSIMU OpraHU3alliy, a TAK)KE B IpeJenax
CBOEH KOMIIETEHLIMM CO CTOPOHHUMH OPTraHU3aLMSIMU.

1.13. 3a HeHajuIe)Kalee UCIOJHEHUE JTOJDKHOCTHBIX O0sI3aHHOCTEN M HapylLIEHUE
TPYJOBOM JucUUIUIMHBL paboTHUKM AXY HecyT OTBETCTBEHHOCTh B TMOPSIKE,
IIPEAYCMOTPEHHOM JIEVCTBYIOIIUM 3aKOHOIATEIbCTBOM.

1.14. Hacrosimiee mnonoxeHue, CTPYKTypa W IITaTHoe pacnucanue AXY
YTBEPKIAIOTCS PYKOBOJUTEIIEM OpraHU3alUu.



2. OCHOBHBIE 3AJTIAYM AXY
2.1. AJIMUHHUCTPATUBHO-XO031CTBEHHOE oOecrieueHue NEesATEILHOCTH
OpraHu3alllK: TEeXHUYECKOEe OOCIyXKMBaHUE 3/IaHWN, TTOMEIEHUH, 000pyI0BaHUs
(cucteM OTOIUIEHMS, BOJOCHAOKEHHUS, BEHTWIALMM, OJJIEKTPOceTed U T.1.),
IJJAHUPOBAHUE, OPraHU3alUsl W KOHTPOJb NPOBEACHUA HX TEKYIIHMX U
KallUTaJIbHBIX PEMOHTOB, CHa0)XeHHE MeOeNbl0, XO34WCTBEHHBIM HHBEHTApEM,
CpPEeACTBAMM MEXaHU3ALMU NHKEHEPHOIO U YIIPABJIEHYECKOTO TPYyAa.
2.2. OpraHu3alMOHHO-METOAUYECKOE PYKOBOJICTBO M KOHTPOJIb AESTEIbHOCTU
CTPYKTYPHBIX IIOJApa3JIEICHUM OpraHu3alyyd [0 BOIPOCAM XO3AWCTBEHHOI'O
00CTyXUBaHUS, PAIMOHAIBHOTO HCIIONb30BAHMUS MaTepUaIbHBIX U (PHHAHCOBBIX
pecypcoB, COXPaHHOCTH COOCTBEHHOCTH OpraHU3allu.
2.3. IloarotoBka W  MpEACTaBICHUE  PYKOBOJCTBY  HMH(OpPMAIMOHHO-
AHAJTUTUYECKUX MATEPUAIOB O COCTOSIHUM W NEPCHEKTUBAX  Pa3BUTHUSA
XO35MCTBEHHOTO0  O0ecreyeHus:  JIeATeIbHOCTH  OpraHu3aluu,  pa3padoTka
NPEAJIOKEHHM 110 COBEPILIEHCTBOBAHUIO CITy kOBl AXUY.
2.4. CoBeplleHCTBOBAHUE M BHEJPEHUE HOBBIX METOJIOB OpraHu3aluu padoThl, B
TOM 4YHCJIE HAa OCHOBE MCIOJb30BaHUS COBPEMEHHBIX HMH(POPMALMOHHBIX
TEXHOJIOTUH.
2.5. VYdactue B TIOATOTOBKE U WCIHOJHEHUM YIIPABICHUYECKUX pEHICHUMN
PYKOBOJCTBa IO BOIpPOCaM aJAMHHHUCTPATHUBHO-XO3SIICTBEHHOIO 00ecredeHus
NEeATEIIBHOCTH OPraHU3aluu.
2.6. Kontpons B mpenenax CBOEH KOMIETEHIUHM 3a COOJIIOACHUEM CaHUTapHO-
IPOTHUBOAIUIEMUYECKOTO PEKMMA, HOPM TEXHUKHU 0€3011aCHOCTH, CBOEBPEMEHHOE
NPUHATHE HEOOXOJUMBIX MEp IPU BHISIBICHUH (DAKTOB UX HAPYIICHUS.
2.7. BenmeHuwe mNpeayCMOTPEHHOM JEUCTBYIOIIMMH HOPMAaTHUBHO-IPABOBBIMU
aKTaMH COOTBETCTBYIOIIEH JOKYMEHTALIUH, NMPEIOCTABICHUE B YCTAaHOBJICHHBIE
CPOKH CTaTHCTHUUYECKOW U MHON MH(popMaLuu o AesTenbHocTH AXY.
2.8. Pemienne MHBIX 3a7a4 B COOTBETCTBUM C LIEJISIMU OPTaHU3aLIHAH.

3. OCHOBHBIE ®YHKIINU AXY
3.1. [InanupoBaHue, opraHu3aLus 1 KOHTPOJIb aIMUHUCTPATUBHO-X039HCTBEHHOTO
oOecrnieyeHus JesITeIbHOCTH OpraHU3aluy.
3.2. X034icTBEHHOE 00CIYKMBaHHWE U OOECIeueHUEe HaAJIeKAIEro COCTOSHUS B
COOTBETCTBMM C IIpaBWIaMd M HOPMAaMHM IPOU3BOJCTBEHHON CaHHUTApUU
NOMEILIEHHI, B KOTOPBIX PACIOJIOKEHBI MOJpa3JeieHHs] OpraHu3alnn, KOHTPOJIb
3a UCTIPABHOCTHIO 000PYyI0BaHMs (OCBEIEHHUS, CUCTEM OTOIUICHUS, BEHTUJISIIUHN U
Ap.).
3.3. Yyactue B MHBEHTapU3alUU 3JaHUM, MMOMEUICHUI, 000pYyI0BaHUSA B LIEIAX
KOHTPOJISL UX COXPAHHOCTU U TEXHUYECKOTO COCTOSTHUS.
3.4. IlnanupoBaHMe TEKYLIUX W KalUTaJbHBIX PEMOHTOB OCHOBHBIX (DOHIOB
(3maHui, cucTeM BOJOCHAOKEHMS, BO3JYXONPOBOJOB U JIPYTUX COOPYKEHHI),
COCTaBJICHUE CMET XO3SIICTBEHHBIX PAaCX0/10B.
3.5. PeMOHT nomenieHnii, KOHTPOJIb KaUeCTBA BBINOJIHEHNUS PEMOHTHBIX padoT.
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3.6. OOecneueHue TMOJpa3IeICHUN OpraHu3aluu MeOeabl0, XO035SUCTBEHHBIM
WHBEHTapeM, CPEACTBAMU MEXaHU3AIMU UHKEHEPHOTO U YIIPaBIEHUYECKOro TPpYy/a,
KOHTPOJIb 32 UX PAlMOHAIBHBIM HCHOJIb30BAHUEM, COXPAHHOCTHIO, MPOBEACHUEM
CBOEBPEMEHHOTO PEMOHTA.
3.7. OdopmiieHre HEOOXOTUMBIX TOKYMEHTOB JUIsl 3aKJIIOUYEHHsS JOTOBOPOB Ha
poBeJieHHe paboT U OKa3aHHUE YCIIyT CTOPOHHUMH OpraHU3alusIMU.
3.8. KoHTponb panuMoOHAJIBHOTO pPACXOJ0BAaHUS MaTepuaioB M (PUHAHCOBBIX
CPEJIICTB, BBIACISIEMBIX ISl XO3IMCTBEHHBIX LEIEH.
3.9. BnaroyctpoiicTBo, 03eneHeHne, yOopKka TEpPUTOPHH.
3.10. XozsiicTBeHHOE OOCTY>KMBaHWE MPOBOAMMBIX COBEIIAHUN, KOH(PEPEHLUH,
CEMUHAPOB U JIPYTUX MEPOIPUATHUH.
3.11. Opranuzanusi TPaHCHOPTHOT'O OOECIEUEHUs NESITEIHLHOCTH OpraHU3aluu.
[Ipu oTcyTcTBHMM COOCTBEHHOIO aBTOTPAHCIOPTa MOATOTOBKA JIOTOBOPOB Ha
TPaHCIOPTHOE OOCITYKMBAHHE CTOPOHHUMHM OPTaHU3ALUSMHU.
3.12. B cooTBeTrcTBMM ¢ JEHUCTBYIOUIMMH IpaBWIaMU W HOpPMaTHBaMu
OpraHu3anusi dSKCIUTyaTalldd Y CBOEBPEMEHHOI'O0 PEMOHTa TEXHUYECKOIO
o0opyoBaHusl (PJEKTPUUYECKUX CETEH, CHUCTEM OTOIUICHMS, BEHTUJISIIUU U T.1.),
OecriepeboitHoe  obecrieueHre  3AaHUM M TOMEIIEHUWHA  OpraHu3aluu
DIEKTPOIHEPTUEHN, TEILIOM, BOJIOM, KOHTpPOJIb 3a HUX palUOHAJIbHBIM
pacxoJ0OBaHUEM.
3.13. TlpoBenenue nHPOPMAITMOHHO-PA3BICHUTEIHLHON PabOThI Cpei paOOTHUKOB
OpraHu3allMM, HAIpaBJICHHOW Ha O0ECHEYeHHE COXPAaHHOCTH M COJEpkKaHUS B
UCIIPABHOM COCTOSIHMM 3[@HUM, IOMEUIEHWH W MMYILIECTBAa OpraHU3aluu,
OEpeKHOE€ OTHOIIEHHWE K OO0OpYJOBaHMI0O M SKOHOMHOE HCIIOJIh30BaHUE
MaTepUAIbHBIX M HHEPreTUYECKUX PEeCypcoB (AIEKTPOIHEPTUH, TeIuia, BOJBI,
KaHLIEJSIPCKUX MPUHAIIIEKHOCTEMN, pAaCXOJHBIX MaTEPUAJIOB U T.1.).
3.14. IIpoBeneHne NPOTHUBOAMUAEMUYECKUX MEPOTIPUSITHH.
3.15. OcyuecTBieHue B Npeaenax CBOEH KOMIETEHIMH WHBIX (QYHKUUN B
COOTBETCTBHH C LIEJISIMU U 3a/1a4aMU OpTaHU3AIIUH.

4. TIPABA U OTBETCTBEHHOCTDb
4.1. AXY umeer npaso:
- MOJTy4aTh MOCTYNAIOIINE B OPTaHU3ALMIO JOKYMEHThI U UHbIE HH(POPMAIIMOHHBIE
MaTepuanbl O CBOeMY HNpOQUII0  JAEIATEIbHOCTH Il O3HAKOMIJICHUS,
CUCTEMAaTHU3UPOBAHHOTO yU€Ta U HCI0Ib30BaHUs B paboTe;
- 3alpalmMBaTh U MOJy4aTb OT PYKOBOJMTENEH OpraHu3aliid U €€ CTPYKTYPHBIX
1o/Ipa3/ieIeHu HHPOPMALIUIO, HEOOXOAUMYIO JUJISl BBIIOJHEHUS BO3JI0KEHHBIX Ha
Hee 3a/1a4 ¥ PYHKINIT;
- OCYLUECTBJISATh B IMpeiesiax CBOEW KOMIIETEHUMU MPOBEPKY M KOOPJIHUHALIHIO
NEeSATENbHOCTH CTPYKTYPHBIX MOJApa3/IeJeHUH MO BONPOCAM aAMUHUCTPATHBHO-
XO35MCTBEHHOTO  OOECIeYeHHs, O pe3yjbTaTax MpPOBEPOK  JOKIJIAJbIBAThH
PYKOBOJICTBY OpraHU3alliy;
- BHOCUTb IPEJIJIOKEHUSI 110 COBEPIICHCTBOBAHUIO (popM 1 MeToa0B padboTel AXY
Y OpraHu3alliy B LIEJIOM;
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- y4acTBOBaTb B TMOAOOpPE M pACCTAaHOBKE KaJIpOB IO CBOEMY MPOQUIIIO
NEATEIIbHOCTH;

- BHOCUTb MPEIJIOKEHUS PYKOBOACTBY OpraHuM3alMd IO  TOBBIIICHHUIO
KBIM(PUKALIUU, TTOOLIPEHUIO W HAJOXKEHUIO B3bICKaHMM Ha paboTHukoB AXY u
JIPYTUX CTPYKTYPHBIX TMOApPAa3/JeieHUd OpraHu3aliu 10 CBOEMYy MPOGUIIo
NEeATEIIbHOCTH;

- Yy4acTBOBAaTb B COBEUIAHUAX IIPU PACCMOTPEHHUHM BOIPOCOB XO35HCTBEHHOTO
oOecrnieueHus JesITeIbHOCTH OpraHUu3aluy.

4.2. 3amecTuTe b AUPeKTOPa M0 AXY HeceT NEePCOHATBHYI0 OTBETCTBEHHOCTh
3a:

- BBITIOJTHEHHE BO3JIOKEHHBIX Ha AXY QyHKIMH U 3a1a4;

- opranuzauuio paborel AXY, cBoeBpeMeHHOE U KBaTU(UIHMPOBAHHOE
BBIITOJTHEHUE NPUKA30B, PACIOPSKEHUHM, TOPYUYEHNUN BBILIECTOSIIETO PYKOBOCTBA,
JNENUCTBYIOLIMX HOPMATUBHO-IIPABOBBIX aKTOB MO CBOEMY MPO(UIIIO 1€ TEIbHOCTH;
- paunoHanabHOE U 3(P(HEKTUBHOE MCIIOJIb30BAHUE MAaTE€pUATbHBIX, (DUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

- COCTOSIHUE TPYJOBOM U HUCIIOJHUTENbCKON TUCHMILUIMHBI B AXY, BBIIIOJTHEHUE €€
pabOTHUKAMU CBOMX (DYHKIIMOHAJIBHBIX 00S3aHHOCTEH;

- cobmoaenue pabotHukamu AXY npaBuil BHYTPEHHErO pacnopsika, CAaHUTapHO-
IPOTUBO3IUIEMUYECKOIO PEKUMA, TEXHUKU O€30MacHOCTH;

- BEACHUE JOKYMEHTAlluM, IPEIyCMOTPEHHON JACHCTBYIOIIMMH HOPMAaTHUBHO-
IIPAaBOBBIMH JIOKYMEHTaMU;

- NPENOCTABICHUE B YCTAHOBJICHHOM IOPSAJAKE JOCTOBEPHOM CTATUCTUYECKOU WU
WHOU mH(popManuu o aeareabHocTH AXY;

- roToBHOCTh AXY Kk padoTe B yCIOBUSAX YpE3BbIUYANHBIX CUTYaUH.
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