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[. OBIUUE MMOJIOKEHUSI

1.1.  Hacrosimiee rmnonoxkenue 00 aaIMUHUCTPATHBHO-XO3SHCTBEHHOM
nepconaine (najnee — ITonoxenue) pa3paboraHo B COOTBETCTBUM ¢ DeepanbHBIM
3aKkoHOM 0T 29.12.2012 Ne 273-03 «O0 obpazosanuu B Poccuiickoit Penepaunmy,
3akoHoM KpacHouapekoro kpas ot 16.07.2013 Ne 2770-K3 «O6 oGpa3zoBanuu B
Kpacnonapckom Kkpae», npukasoMm MunucTepcTBa 00pasoBaHus W HAyKH
Poccuiickoii ®enepanuu or 14.06.2013 Ne 464 «OO6 yrsepxuenuu Ilopsjka
OpraHu3alud M OCYLIECTBJICHHUsI  00pasoBaTeIbHOW  JICATCJABHOCTH IO
o0pasoBare/ibHbIM [IPOrpaMMaM CpeHero Mpo(eccHoHaNbHOro 00pa3oBaHmsmy,
YcraBom roCyJ1apCTBEHHOIO OHOJKETHOTO NpoQecCHOHAIBHOIO
obpasoBatenpHOro  yupexiaenus IKpacnomapekoro kpas —«KpacHomapckuii
TOProBO-2KOHOMUYECKUN KOJIIEIA» (Jaee - KOJUIeK ).

1.2, AJMHHUCTPAaTHMBHO-XO3SIMCTBEHHBIA MEPCOHAN SIBJSIETCS COCTABHOM
4ACTBIO LITATHOIO pacliucaHus.

[.3.  PykoBOJACTBO  aJIMMHHMCTPAaTMBHO-XO3SHCTBEHHBIM  IEPCOHAJIOM
KOJUIe/KA  OCYIIECTBIISIET 3aMECTHTENIb JUpPEKTopa [0 aJIMHHUCTPATHUBHO-
XO35IMCTBEHHOW padoTe, KOTOPLIA [MOJAYMHAETCS HEMOCPEJICTBEHHO IHPEKTOPY
KoJLIe KA.

1.4. B cocraB aAMMHHCTPAaTHBHO-XO3SICTBEHHOTO MEpPCOHANa KOJUIEIKa
BXOAAT 3aMECTUTEIIb JUPEKTOpa 10 aJAMMHHUCTPATHUBHO-XO3sHCTBEHHOH pabdore,
3aBeAYIOIMN XO3SMCTBOM, TEXHUK I10 TEXHHYECKHM CpeaCcTBaM o0y4yeHus,
CHEUMATMCT [0 OXpaHe TpyJda, MEXaHWK, WHKEHEP-HEPreTUK, BOJHUTEIb
aBTOMOOMIIS, 3aBeAYIOLIMH OOLIEKUTHEM, KOMEHIAHTBI, KACTEISIHINA, JeKypHbIE
[10 OOLEIKUTHIO, KIIAJJOBIIHK.

1.5. Ilpu pernennn 3aj1a4 aIMMHHUCTPATUBHO-XO3SHCTBEHHBIH I[E€pPCOHAI
pykoBozctByercss Konerutyumein Poccuiickoit  ®enepauuu, DenepanbHbIMU
3aKoHamMH, Ykaszamu ¥ Pacnopsbxenusamu Ilpesunenra Poccuiickoit ®enepanuu,
[locranosienussmu  u  Pemenusamu  IlpaBurenscrBa P®, HopmarusHO-
PCTYNUPYIONIHMMH  JIOKYMEHTaMi B cepe oOpa3oBaTesbHON  IeATeIbHOCTH,
Tpynossim Konexkcom P®d, 3akonamu KpacHojiapekoro kpast, YCTaBoM KONLIerKa,
[IpUKa3aMH JUPEKTOpa, HOPMATUBHO-NIPABOBBIMH aKTaMH M METOJHYECKUMHU
MarepuagamMHu T0 XO35AHCTBEHHOMY O0O0CIIy)KMBaHHMIO, HOPMAamu | TpaBUIIaMH
COACpIKaHMsI, HKCIIIyaTallii ¥ peMOHTa 3JaHHM, TEeXHHYECKOro 000pymaoBaHHUSI,
HOpMaTHBHBIMHU JIOKYMEHTaMH 1o COOJIFOICHUIO CaHUTaApHO-
[NPOTUBOAMHACMHYCCKOIO pexXumMa W APYrMMU  JIOKYMEHTaMH B 00J1acTH
oOpa3oBaHus, 3ApaBOOXPAHEHUs U TPY/IA.

II. OCHOBHBIE 3AIAYH U ®YHKUUU
AJIMUHUCTPATUBHO-XO3SIMCTBEHHOI'O NEPCOHAJIA

2.1. OcHoBHble 3a7a4u aIMHHHCTPATHBHO-XO3SIMCTBEHHOIO IEpCOHaNa
SBIISIIOTCSI:

- IUIAaHWpOBaHWE,  OpraHu3alus M  KOHTPOIb  QJMUHHCTPATHBHO-
XO35IHCTBEHHOI0 00eCIeUeHust JIeITeIbHOCTH KOJIJIE/ KA,



- XO3sIMCTBEHHOE 00CTy)KHBaHKHe U oOecIicueHre Hallle’kKaIlero COCTOSIHUS B
COOTBETCTBHH C IMpaBUJIAMH WU HOPMaMH IIPOU3BOJCTBEHHONW CAaHUTAPUH U
NIPOTHUBOINOXAPHOH 3alUUTHl 3JIaHUH M NOMELICHHWH, B KOTOPBIX PAaCIOIOKEHbI
MOApa3/ICJIeHUs  KOJUIe/Ka, KOHTPOJIbL 3@  MCHPABHOCTBIO  00OpYIOBaHHS
(OcBeleH s, CHCTEM OTOIUICHHSI, BOJOCHAOKEH SI, BEHTUIISLIAN U JIp.);

- CBOEBPEMEHHOE€  3aK/IIOYCHHUE  JIOTOBOPOB C  I[IOCTABIIMKAMH W
MOTPEOUTENAMHU, PACIIMPEHHE HPSMBIX U JJIMTEIBHBIX XO3SHCTBEHHBIX CBS3EIL:;

- y4acTHe B MHBEHTapH3alMU 3JJaHUH, [TIOMeLIeHUH, 000pyI0BaHHs B LEISIX
KOHTPOJISI UX COXPAHHOCTH ¥ TEXHUYECKOTO COCTOSHUS;

- IJJAaHUPOBAaHHE TEKYIUMX M KaNMTaJILbHLIX PEMOHTOB OCHOBHBIX (DOHJIOB
(3manuit, cucrem BOJNOCHAOXKEHHS, TEMNOCHAGKEHHSI W APYTHX COOPYKEHHH),
COCTABJICHHUE CMET X035 HCTBEHHBIX PAaCX0JI0B;

- PEMOHT ITOMEILICHUH, KOHTPOJIb Ka4eCTBa BbIIIOJHEHNS! PEMOHTHBIX paboT;

- oDecrieueHue INOJpa3JIeTCHUN KOJUIe/DKa MeDesblo, XO3SHCTBEHHBIM
MHBCHTApEM, KOHTPOJIb 38 WX PalMOHAIbHBIM HCIIOJIB30BAHUEM, COXPAHHOCTHIO,
[IPOBEJIEHHEM CBOEBPEMEHHOI'0 PEMOHTA;

- o(opmiieHre HEOOXOMMMBIX JIOKYMEHTOB JUIsl 3aK/IIOYEHHs OrOBOPOB Ha
POBEJICHHE padOT U OKa3aHHE YCIlyT CTOPOHHHUMHU OPraHU3al|sIMHU;

- TIOJlyYeHHE M XpaHeHWe  KaHLEJSIPCKUX  [IPUHAJUIeKHOCTEH,
XO3SMCTBEHHBIX MaTepuasnoB, O0OpyHOBaHHs, HHBEHTaps, OOeCIeYeHHe HMHU
CTPYKTYPHBIX IOAPA3/CICHUN KOJIJIE/UKA, YUeT UX PacXOJAOBAHHS U COCTaBIEHUE
YCTaHOBJICHHOM OTYETHOCTH;

- KOHTpOJIb  pauMOHalbHOro pacxonosanus ['CM, wMarepuanos u
(pMHAHCOBBIX CPE/ICTB, BBIJCIAEMBIX /ISl XO35CTBEHHBIX LIECIH;

- OuaroycTpoiicTBo, o3eleHeHHe, yOOpKa TeppUTOPUM, IPA3AHUYHOE
XyI0JKECTBEHHOE O(opMmIleHre (GacaoB 3MaHMI;

- NPOBEJICHHE XO3SUCTBEHHOIO OOC/IYKMBAHUSI TMPOBOAMMBIX COBELLAHUH,
KOH(epeHLUH, CeMUHAPOB ¥ JAPYIUX MEPONPUSATHIA;

- NpoOBeJIeHUE  HH(OPMALMOHHO-PA3bACHUTENBHON  paboThl  cpeau
pabOTHHKOB  KOJUIEHKA, HANpaBieHHOH Ha OOGECHEYCHHE COXPAHHOCTH U
COACpKAHHUsA B MCIPABHOM COCTOAHMM 3JlaHUH, TOMELUCHMH W WMYIIECTBa,
OepexkHoe  OTHOIIEHME K O0OpYZOBaHMIO M HKOHOMHOE HCIIONB30BaHHE
MaTepUaTbHBIX U DHEPIreTUYECKUX PECYPCOB;

- IpOBEJ/ICHHE MTPOTHBOIOKAPHBIX U MPOTHBOIMUAEMUYECKHUX MEPOIIPHUSTHIA;

- OCYLICCTBJICHME B IpeJesiax CBOSH KOMIETCHUMM HHBIX (DYHKUUH B
COOTBETCTBHHM C LEJISIMU U 3a8J1a4aMH KOJIJIE KA.

2.2, OcHOBHbIMH  (QYHKIUHMAMH  aIMHHUCTPATHBHO-XO3AHCTBEHHOIO
NepcoHaa siBJIslloOTCS

- OCYIIECTBIICHHE XO31HCTBEHHO-(DMHAHCOBOM JICATEIEHOCTH KOJUIEIKA,

- TEXHUYECKOe 00CIy)KUBAHUE 3/1aHHUH, TOMELLeHUH, 060py10BaAHMUSL;

- MJIAHUPOBAHUE, OPIaHU3aAlMIO M KOHTPOJb IPOBEIACHUS] TEKYLIUX U
KanuTaJIbHBIX PEMOHTOB B KOJUIEIKE;

- cHaOeHue MebesIbIo, X035 HCTBEHHBIM HHBEHTAPEM;

- OpraHM3aliisi Ha/UTeXKallero XpaHeHHs 1 COXPAHHOCTH MaTepHaIbHBIX
pecypcoB;

- OpraHu3alus TPaHCIIOPTHOTO 0OecreYeH s U OXPaHbl;



- OpraHu3auuss M KOHTPOJb JEATeNbHOCTH CKJIaJ0B aIMUHHCTPATHBHO-
X035 HCTBEHHOMN CI1yKOBbI;

- obecrieueHne 310poBbIX M 0€30MaCHBIX YCIOBHH TPYAa sl MOAIHHEHHDIX
MCIIOJIHUTEIeH, KOHTPOJIb 32 COOJIIOJeHHeM UMH TpeOOBaHUM 3aKOHOAATEIbHBIX U
HOPMAaTHBHBIX [IPABOBBIX aKTOB 10 OXpaHe TPy /Ia.

2.3. B npomecce peanusalyd  AEATENBHOCTH  AAMHHHCTPATHBHO-
X035 UCTBEHHBIN MEPCOHANl B3aUMOCHCTBYET ¢ OyXTralaTepuei, CToI0BOM, Y4eOHOI!
4aCThIO, YYEOHO-METOJMYECKHUM OTAEIOM, YYeOHO-BOCIHTATECILHEIM OTHEIOM,
OMOJIMOTEKOH U T.]1.

IIL. CTPYKTYPA U KA/IPOBBI COCTAB
AIMUHUCTPATUBHO-XO35IMCTBEHHOT O TEPCOHAJIA

3.1. Crpykrypa u 1TaT aJIMUHUCTPATHBHO-XO3SHCTBEHHOIO MepcoHana, a
TAK)K€ UBMECHEHHS K HUM yTBEPIK/1aeTCsl IPUKA30M JIMPEKTOpa KOJLIEIKA.

3.2. 3amecruremo aupekTopa 110 AXP HernocpeiCcTBEHHO NOAYUHSAIOTCS
pabOTHHKH, LITAT KOTOPBIX OIpPE/eNsieTcs IPUKa3oM AMpeKTopa kosemka. C
BBE/IEHHEM JIONOJHUTEIIBHBIX JOJDKHOCTEH paOOTHUKOB pPa3rpaHUYUBAIOTCS HX
00s13aHHOCTH.

3.3. Ilpuem Ha paGory u OCBOOOXKIEHHME OT 3aHUMAEMBIX JIODKHOCTEM
OCYUICCTBISACTCS  JUPEKTOPOM  KOJUIE/DKA [0  IPEJACTABICHHIO 3aMEeCTUTEJIs
aupekropa no AXP B COOTBETCTBHU C TPYIOBBIM 3aKOHOAATENILCTBOM M TPY/I0BBIM
JIOTOBOPOM.

3.4.  AJIMMHHCTPATMBHO-XO3SHCTBEHHLIM MEPCOHAN  BBINOJHSET CBOW
QYHKUHH  COIVIACHO JIOJUKHOCTHLIM HHCTPYKLHSM K Ha OCHOBE TPYHOBOTO
JIOroBOpaA.

IV. HAITPABJIEHUSI PABOTBI
AJIMUHUCTPATUBHO-XO3SIMCTBEHHOI'O ITEPCOHAJIA

4.1. OpraHu3alMOHHO-METOJANYECKOE  PYKOBOACTBO M KOHTPOJB
ACATEILHOCTH  CTPYKTYPHBIX — MOAPa3[e/ieHHl  Komjle[ka T0  BOIPOCam
XO3sIHCTBEHHO-(DUHAHCOBOIO  OOCIIY)KMBaHKs, pAalMOHAIBHOTO HCIOJIBE30BAHKS
MaTepUalbHBIX U QUHAHCOBBIX PECYpPCOB, COXPAHHOCTH COOCTBEHHOCTH KOJUIEIIKA.

4.2. TloarotoBka M TpeJACTAaBICHHE DPYKOBOACTBY HH(POPMALIMOHHO-
AHAJIMTHYCCKUX  MAaTepHalloB O  COCTOSIHWM M [I€PCHEeKTUBAX  Pa3sBUTHS
XO3SIUCTBEHHOTO  o0ecrieueHusi  JIESTENbHOCTH  KOJUIE/Ka, pa3paboTka
[peUIOKEeHHH I10 COBEPIIEHCTBOBAHUIO paboThl aJIMHHUCTPATUBHO-
X035HCTBEHHOTO NepCcoHaa.

4.3. CoBeplIeHCTBOBAHME M BHEJIPEHHE HOBBIX METONOB OpraHH3aIMK
pabOThI, B TOM YHCIIe HA OCHOBE HCII0JIb30BAHMSI COBPEMEHHBIX HH(OPMAIHOHHBIX
TEXHOJIOTHUM.

4.4. YyactHe B MOArOTOBKE W MCIOJHEHHH YIIPABICHUYECKHX pelLIeHH il
PYKOBOJACTBA  KOJIIC/UKA 110 BONpOCaM  aIMHHHUCTPATUBHO-XO3SHCTBEHHOIO
obecrieyeH sl  J€ATeNILHOCTH  KOJUIE/DKA, IIPUHATHE Mep [0 pacuIMpeHuo



XO35ICTBCHHOM CaMOCTOSITeJIbHOCTH KOJUIEZKA, CBOEBPEMEHHOMY 3aKIIFOYEHHUIO
AOTOBOPOB € MOCTABIIMKAMU U IOTPEOUTENISIMH.

4.5. Kowutpone B mnpejenax cBoell KOMIETEHIHH 3a cOBTIONCHHEM
CAaHUTAPHO-NIPOTHUBOIIM/IEMUYECKOTO  PeKMMa,  TPaBHII  TPOTHBOIOKAPHOI
0€3011aCHOCTH, HOPM  TEXHMKH 0Oe30[ACHOCTH, CBOEBPEMEHHOE IIPUHATHE
HEOOXOIMMBIX Mep NPU BEISIBICHUH (DAKTOB MX HAPYILEHHS.

4.0. Bezienue npetycMOTpeHHOI JICHCTBYIOUMMH HOPMATHBHO-IIPABOBBIMH
aKTaMH COOTBETCTBYIOIICH JIOKYMEHTALMH, NPeJOCTaBIeHHEe B YCTAHOBICHHbIE

CPOKH CTAaTUCTHYECKOH M MHOU MH(OPMALIMH O IESITeJIbHOCTH a/IMMHUCTPATUBHO-
XO3sIHCTBEHHOTO MepPCoHaJia.

V. IIPABA
AJIMHHUCTPATUBHO-XO3SIMCTBEHHOI'O NEPCOHAJIA

5.1. IlpaBa aIMHHHCTPATHBHO-X034CTBEHHOTO MepcoHana 6a3supyloTcst Ha
YCIIOBHAX  3AKJIIOYEHHOr0 ¢ HHMMHM TPY/JOBOI'O JIOTOBOPA B COOTBETCTBHH C
TPYAOBBIM  3aKOHOJlaTebcTBOM  P®D,  VYceraBoM — Kostemka, HACTOSLIEO
[onoxenus, npaBuin BHYTPEHHErO TPYAOBOrO PACIIOPA/KA, OPraHU3ALHOHHBIX U
JIOKaJIbHBIX HOPMATUBHbIX JIOKYMEHTOB KOJIJIE KA.

5.2. 3amecturens aupekropa 1o AXP, B Tom uncie HMeeT mpaso:

- [NpPEJACTaBIATE MHTEPECHl KOJUIEKa BO B3aMMOOTHOLUICHHUSX C APYTHMH
OpraHM3alUsIMHU IO X035 HCTBEHHO-(DMHAHCOBBIM M HHEBIM BOIIPOCAM;

- BHOCHUTb HA PAaCCMOTPEHHE JIMPEKTOPA KOJUICIDKA IIPEUIOKEHHs TI0
COBEPLICHCTBOBAHMIO XO35MCTBEHHO-(DUHAHCOBOMN AEATEILHOCTH;

- YJacTBOBaTb B 110A0Ope M PacCTaHOBKE KaJpOB O CBOEMY NpPOMHITIO
JesITeJIbHOCTH;

- YJacTBOBaTL B COBCLIAHHMSAX NP PACCMOTPEHHH  BOIPOCOB
XO3SIUCTBEHHOTO 00eCIIeueH s IesITeNIbHOCTH OpraHU3aLuH;

- BHOCHTb Ha pacCMOTPEHHE JIMPEKTOpa KOJUIeIKa IMPEeACTABICHHUS O
Ha3HAUCHWM,  MCPCMEIICHHH,  YBOJBHECHHHM  pPabOTHHUKOB  YYpexkKIeHHs,
[peUIOXKEHUsl 00 X MOOLIPEHUH WIIM HAJIOKEHWH Ha HUX B3BICKAHUIA.

VI. OTBETCTBEHHOCTH AIIMUHUCTPATUBHO-
XO3SIMCTBEHHOI'O TIEPCOHAJIA

6.1. OTBETCTBEHHOCTh 3a HajuUle)Kalllee M CBOEBPEMEHHOE BBINOIHEHHE
a/IMHHUCTPATHBHO-XO35HCTBEHHOTO  MepcoHana (QyHKUMH, [pPe1yCMOTPEHHBIX
HacrosuM llonoxennem, Hecer 3amecturens qupektopa mo AXP.

6.2. Ha samecturens jupexropa no AXP Bosmaraercs [ICPCOHAJIbHAS
OTBETCTBEHHOCTH 3a:

6.2.1. opranusanMio AESTEJBHOCTH —aJAMHHHCTPATHBHO-XO3SIHCTBEHHOTO
NepcoHasa 110 BbIIOJHCHHUIO 3a/1a4 U (DYHKLUH, BO3JIOKEHHBIX Ha HETO;

0.2.2. opraHM3alldiO OMNEpPaTUBHON M KAYeCTBEHHOH IMOArOTOBKM U
UCIIOJIHEHUSI  JIOKYMEHTOB, BEJEHHE JIeJIONPOU3BOJCTBA B COOTBETCTBHHU C
JICHCTBYIOIIMMH MPABHIIAMH W HHCTPYKIUSIMHU;



0.2.3.  coOmoaCHHE @/ IMMHUCTPATHBHO-XO3SIHCTBEHHBIM EPCOHAIIOM
TPY/I0BOM ¥ MPOU3BOACTBEHHOMN JUCLUITHHBI;

6.2.4. obecrieuenne COXPaHHOCTH MMYILECTBA, HAXOMSILEIOCSH B BEJICHUU
AIMHHHCTPATHBHO-XO035HCTBEHHOIO [IEPCOHANA, i COOJIOACHUE PABHII [I0KAPHOL
Oe3onacHoCTH;

6.2.5. mnonbop, paccTaHOBKY M JIeATeIbHOCTD aIMUHHCTPATHBHO-
XO03HCTBEHHOTO TICPCOHAIIA;

6.3.  OTBETCTBEHHOCTb  &/IMUHHCTPATHBHO-XO3MHCTBEHHOTO IepcoHasa
YCTaHABIMBACTCS UX JOJDKHOCTHBIMU HHCTPYKIIMSMH.



