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1. O0uIMe MoJI0KeHu s

1.1. AaMuHUCTpPAaTUBHO-XO03IUCTBEHHBIN oTnen (mamee — AXO, Otaen) sBiIsSeTCs CTPYKTYPHBIM
noapazaenearneM bY BO «Cypryrckuii rocynapcTBeHHbIM yHuBepcute™ (mamee — Cypl'V,
YHuBepcurer).

1.2. TlonHoe HaMMEHOBAaHME TOJAPA3JCICHUS — aAJMUHUCTPATUBHO-XO3AMCTBEHHBIN OTHAEII,
cokpaiéHHoe HaumeHoBaHue — AXO.

1.3. OTnen peoprann3oBaH U3 OTJENa YKCIUTyaTaluy npuka3zom pekropa Ne384/nc-o ot 09.07.2021r.
1.4. AXO peopranusyercs u JIMUKBUIUPYETCS B YCTAHOBJIEHHOM 3aKOHOJIATEICTBOM IMOPSIKE
MIPUKA30M PEKTOPA.

1.5. PykoBogctBo Ortnenom ocymiectBisieT HadanbHUK AXO, KOTOpBIM HENOCPEICTBEHHO
MOAYMHSIETCS. HAUYAJIbHUKY YIPABJICHUS UMYILECTBA U MaTePUAIbHO-TEXHUYECKOTO 00€CTICUeHHUSI.
1.6. Hauampuuk AXO wHasHauaeTcs Ha HJOJDKHOCTH M OCBOOOXKIAETCI. OT JIOJDKHOCTH B
YCTAHOBJIEHHOM 3aKOHOAATEJIbCTBOM MOPSIAKE Ha OCHOBAHUM IPHUKa3a PEKTOPA MO pe3ysibTaTam
coOeceZloBaHMs, MO MPEACTABICHUIO HauyaJbHUKA YOPABICHUS MMYLIECTBA W MaTepHAIbHO-
TEXHUYECKOro 0OecreyueHus, Mo COrJIaCOBAHUIO C MPOPEKTOPOM MO (PMHAHCOBO-PKOHOMHYECKON
NESATETLHOCTH U UMYIIIECTBEHHOMY KOMILIEKCY.

1.7. B cBoeii nesrenbHocT OTAENI PYKOBOJACTBYETCS:

— Koncturyuueit Poccuiickoit @enepanuu;

— Tpynoseim konekcom Poccutickon @enepanuu;

—  @enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-D3 «O06 obpazoBanun B Poccuiickor deneparmmy;
—  @enepanbubiM 3ak0HOM Poccuiickoit @eneparuu ot 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX
JTAHHBIX);

— ®@enepanbabiM 3akoHOM Poccuiickoit @eaepanuu oT 30.12.2009 Ne 384-D3 «TexHuveckuit
periaMeHT o 6€30MacHOCTHU 3/1aHUN U COOPYKEHUI;

—  @epaepanbHbIM 3akoHOM Poccuiickoit @epepammu or 30.03.1999 Ne 52-@3 «O canuTapHoO-
AMUIEMHOJIOTHIECKOM OJIaronoiydny HaCeICHM;

— @epepanbHbiM 3akoHOM Poccuiickoit @enepanuu o1 21.12.1994 Ne 69-03 «O mnoxapHoit
0€30MacHOCTIY; "

— MexBeIOMCTBEHHBIM IPUKA30M TOCYAAPCTBEHHBIX OPraHoOB BJACTU XaHTbI-MaHCUICKOro
aBTOHOMHOTO okpyra — IOrpst ot 04.09.2017 Ne 777/1356/237/269/928/157/143/842/164/189 «O6
OpraHu3alliu IEePEeBO30K ABTOTPAHCIOPTHBIMU CPEICTBAMHU OPTaHU30BAHHBIX TPYII JAETeH K
MECTY MPOBEIEHUS CIOPTUBHBIX, O3J0POBUTEIBHBIX, KYJIbTYPHO-MAacCOBBIX MEpPONPHUITUN Ha
TeppuTopun XaHTbl-MaHCHHCKOTO0 aBTOHOMHOTO OKpyra — FOrpel 1 06paTHOY;

—  Ycrasom BY BO «Cypryrckuii rocyaapCTBEHHbIN YHUBEPCUTET;

—  KomnextusnbiM foroBopom Cypl'VY;

— IlonmuTHkoi B 006/1aCTH KaveCTBa;

— IIpaBunamMu BHYTPEHHETO TPYAOBOTO PACIIOPSIKA;

— IIporpammoit pa3BUTHS Y HUBEPCUTETA;

—  Crparerueii pazsutus Cypl'Y na 2020-2024 roasi;

— PykoBoacTBOM 1O cucTeMe yIpaBlIeHWs OXpaHOW Tpyda W obecrieueHus: 0e30MacHOCTH
obpazoBatenbHOTO TIporecca (PCYOT);

— CTO-5.4.1 «Ilopsimok cbopa u 00paOOTKM TMEpPCOHAIBHBIX JaHHBIX PaOOTHUKOB,
00y4aroIUXCS U TPEThUX JIUI;

— JIOKyMEHTaluel CUCTeMbl MEHEI)KMEHTA KaueCTBa;
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— IPUKa3aMU, PACHOPSIKCHUIMU U YKa3aHUSMH PEKTOpPa;
— peuieHusIMU YuéHoro coBeTa, CoBeTa 110 Ka4ecTBY;

—  pacmopspKeHUsIMH  MpopeKkTopa IO  (PMHAHCOBO-DKOHOMHYECKON  JEATENbHOCTH U
MMYILECTBEHHOMY KOMIUIEKCY;

— HactosmmM IlonoxeHueMm.

1.8. PaboTa OTnena opranusyercs B COOTBETCTBUU C TPYAOBBIM 3aKOHOATENbCTBOM Poccuiickoit
denepanuu, HacTos MM [lonoxenuem ¢ yuétom miana padotsl AXO.

1.9. B nepuon orcyTcTBUs (KOMaHIMPOBKA, OTIYCK, 00sie3Hb) HadaibHUKa AXO ero ¢pyHKIMU
UCTIONHSIET pabOTHHUK, Ha3HAYAEMBI B YCTAHOBJICHHOM 3aKOHOM mopsake. JIuio, 3amemaromniee
HayasibHuKa AXO, npuoOperaeT COOTBETCTBYIOIIME IIpaBa W HECET OTBETCTBEHHOCTh 3a
Ha/JIeKallee UCIOJHEHUE JODKHOCTHBIX 003aHHOCTEH.

2. Heau u 3a1aun

2.1. lens aestenbHOCTH AXO:!

— OCYILIECTBJIEHUE AaJAMUHHCTPATUBHOTO U XO3SHUCTBEHHOTO OOCITY)KMBAHMS 3JaHUN U
MOMEUICHUN Y HUBEPCUTETA.

2.2. JIns 1oCTMXKEHUs MOCTaBICHHBIX 1enel OTaen pemaer cieayonme 3aJaqyu:

— opraHuzanus U o0ecreyeHne IKCIUTyaTallii HeIBUKUMOCTH ¥ HEIBIDKUMOCTH, UCIIONTb3yeMOM
HAa OCHOBaHMM JpPYIHMX BENIHBIX TpaB B YHHBEpcuTrere B chepe aaMUHUCTPATHBHO-
X035IUCTBEHHOT0, CAHUTAPHO-3ITHIEMUOJIOTTYE€CKOr0, TPOTUBOIIOKAPHOTO OOCTYKUBAHUS 3TaHUI
u nomenienuit Cypl'VY;

— opraHuzanms pabounux MecT pabOTHUKOB, COBEPIICHCTBOBAHUE YCIOBUH UX TPY/A;

— o0ecrniedeHns KaueCTBEHHOTO TEXHHYECKOT0 00CITy)KUBaHUS 3JaHUH, TTOMEITCHHI;

— TMOATOTOBKAa M MPEJOCTABICHUE PYKOBOJCTBY MH(POPMAIIMOHHO-aHATUTHYECKUX MaTEpHUaIOB
O COCTOSSHUM M TIEPCHEKTUBAX pa3BUTHsI XO3JHUCTBEHHOTO OOECreueHus JAesITeIbHOCTH
YHuBepcUTEeTa, pPa3pabOTKa MPEUIOKCHUHA | [0 COBEPIICHCTBOBAHUIO MAaTCPUAIBHON |
X035UCTBEHHOU 0a3bl YHUBEPCUTETA;

— BEIEHHE  MPEAyCMOTPEHHOW  ACHUCTBYIOIIMNMHU . HOPMATHUBHO-IPABOBBIMU  aKTaMH
COOTBETCTBYIOLIEH IOKYMEHTAI[MH, IPEJOCTABICHUE B YCTAHOBJICHHBIE CPOKU CTATUCTUYECKOHN U
nHOU uH(opmanuu o gesrenbHocTd AXO;

3. DyHKIUH ¥ OJTHOMOYHUS

3.1. Otnen dABAsieTCS OpPraHM3alUMOHHBIM IIEHTPOM YHHBEPCUTETAa MO aIMUHUCTPATHUBHO-
XO3SIMCTBEHHOU AESATEIILHOCTH.

3.2. Otnen y4yactByer B peanusanuu nponecco CMK Yuuepcurera:

— 1.2 IInanupoBaHue AeATEIBHOCTH;

— 1.6 Koppektupyronme u npeaynpexaarnme 1eicTBys;

— 5.2 YnpaBnenue nHQpacTpyKTypOi U MPOU3BOJACTBEHHOM CpeIo;

— 5.3 YopaBienue aiMUHUCTPATUBHO-XO35MCTBEHHOM J1€ATEIbHOCTHIO;

— 5.8 Ympasnenue ¢puHaHCcaMu;

— 5.9. VnpaBieHue 3aKynKamu.

3.3. IIpu BbINOTHEHUH TIOCTABIEHHBIX 3a/1a4 OT/Ies BBIMOIHSET cleAyommue QyHKIINN:

B pamkax opeanuszayuu u obecneuenuu IKCHAYamayuu HeOBUNCUMOCMU U HEOBUICUMOCHIU,
UCNONB3YEeMOU HA OCHOBAHUU OPY2UX 8EUHBIX NPA8 8 YHUBepcumeme 6 cgpepe aOMUHUCPAMUBHO-
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XO3AUCMEEHHO20,  CAHUMAPHO-INUOEMUOTIO2UUECKO20,  NPOMUBONONACAPHO20 — OOCTYHCUBAHUSL
30anuti u nomewenuit Cypl'y:

— IUIAaHUPOBAHME M OpraHu3anus Tekymero pemoHra nomewmenuit Cypl'Y, koHTposb 3a
KauecTBOM €ro MpPOBEJCHUS, IPUEMKa BBIMIOJIHEHHBIX PEMOHTHBIX padoT;

— o0ecriedeHre YUCTOTHI M HAJJIEKAIIETO COCTOSTHHSI 37aHUI M TIOMEIEHUN YHUBEPCUTETA, a
TaKxke oOecredeHrne NTUTHEBOH BOJIOW U IEPEeBO3KH PAOOTHUKOB;

— pyKOBOJACTBO paboTamMu MO OJIarOyCTPOMCTBY, O3€JIICHEHUI0O U YOOpKE TEppUTOPHUH,
npuneratonieit k Cypl'V;

—  00CIIy)XMBaHUE, MPOBEPKA, YUET U XPAHCHUE OTHETYIIUTEICH;

—  CcoJIepXaHue IBAKYaIIMOHHBIX MMyTEW, IBAKYaIIMOHHBIX U aBAPUUHBIX BBIXOJ0B U3 OMEIICHUH,
3JaHUN U COOPYKECHUU;

— o0ecrnieyeHre YUCTOTHI U MOPsIIKA B 3AaHUSIX Y HUBEPCUTETA;

— TPOBEACHHE MPOTHUBOIMUIEMHUUECKUX MEPOIIPUITHM.

B pamxax opeanuzayuu pabouux mecm pabomHukos, COGEpuIeHCME08AHUs YCI08UL UX MPYOa.

— obOecneuenne mnoxapazmeneHuit Cypl'’Y  MmeOenbro, XO3SWCTBEHHBIM = HWHBEHTApPEM,
OCYIIECTBJICHHE HAOJIIOICHUS 32 UX COXPAHHOCTBIO U MTPOBEJACHUEM CBOEBPEMEHHOTO PEMOHTA;

— OpraHu3anusi TOJYyYEHHsS M XpaHEHHs] KaHUEISPCKUX IPUHAJUIC)KHOCTEH, HEOOXOAMMBIX
X0351CTBEHHBIX MAaTE€PUAJIOB, 00ECIIEUEHNE UMHU TIO/Ipa3/ieiICHUl Y HUBEPCUTETA, BEACHUE yUeTa U
OTYETHOCTU 00 WX PacX0JIOBAaHUMU;

—  OCYILECTBJIEHUE B MpeJesiax CBOel KOMIETEHI[MM UHBIX (DYHKIINI B COOTBETCTBHU C LIEJISIMU U
3agayamu Cypl'VY.

B pamkax obecneuenus kauecmeeHH020 MEXHUYECKO20 0OCIYHCUBAHUS 30AHUL, NOMEUWEHUU:

— IUTAaHUPOBAHME 3aKYMOK TOBAPOB U YCIYT, MOATOTOBKA IOKYMEHTOB JJII UX OCYILECTBIICHHUS;
— obecnedeHre GYHKIMOHUPOBAHUS 3/1TaHUN YHUBEPCUTETA (KOHTPOJIb 32 00CIYKUBAHUEM I10
yOOpKe TEeppUTOPUU OT Mycopa M CHEra, TOCTaBKOW AJIEKTPOIHEPTUH, BOJOCHAOKEHUS,
KaHaJIM3aluH, Tp.).

B pamkax noocomosku u npedocmasieHuu. pyKogoOCmey UHDOPMAYUOHHO-AHATUMUYECKUX
Mamepuanoe O COCMOSHUU U NEPCNeKmueéax pazeumus XO3AUCMEEHHO20 o0becnedeHus
oesamenvHocmu  Yuueepcumema,  paspabomxa - NPeQroNCeHUli No  COBEPUIEHCIBOBAHUIO
MamepuanbHoU U X03atucmeeHHou. 0azvl YHugepcumema:

— yyacTh€ B WHBEHTapHU3alluu 3JaHUi, NMOMENICHUM, 000pPYyIOBaHUS C LEJIbIO KOHTPOJIS HX
COXPAHHOCTHU U TEXHUYECKOTO COCTOSTHUS.

B pamkax eedenusi npedycmompenHol OeucmeyiouumMy HOPMAMUEHO-NPABOGLIMU AKMAMU
coomeemcmeyoujeli.  OOKYMeHmayuu, — npedocmasieHuss 8  YCMAHOBNEHHble  CPOKU
cmamucmu4eckou u unou ungopmayuu o desmenvrocmu AXO:

— pa3paboTKa HOJKHOCTHBIX HHCTPYKIMH HayaibHUKOM AXO;

— pa3paboTka TOKYMEHTaHuH, perilaMeHTupyrolen aestenbHocTh AXO;

— pa3paboTKa KBapTAIBHBIX U T'OJIOBBIX TUTAHOB paboTel AXO.

3.4. Pactipenenenne o6si3aHHOCTEW Mexay pabotHukamu AXQO oCymecTBISIETCS Ha OCHOBE
JOJKHOCTHBIX MHCTPYKIUH € Y4ETOM BHYTpEHHEH crieruanu3aniuy paboTHUKOB 110 HAIIPaBICHUSIM
nesitenpHocTH OTAena.

3.5. HavanbHuk u pabotHuku AXO 1o pacnpefeneHuro O00sS3aHHOCTEM B JOJDKHOCTHBIX
WHCTPYKUHUSAX VISl BHIIOJIHEHUS! CBOMX O0s3aHHOCTEN MMEIOT MPABO:

— TpeboBaThb OT pPYKOBOJIUTENEH MOJpa3fesieHuid COOJIIOICHNUS YCTAHOBJICHHOTO MOpsaKa
CKJIAJUPOBAHUs U XPAHEHUSI MaTEpUAJIbHBIX LICHHOCTEHN Ha 3aKPEIICHHOW 3a HUMU TEPPUTOPUH;
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— TpebOoBaThb OT pPYKOBOJIUTENEH NOAPA3ACICHUN COAEpKAHUS 3aKPEIUIEHHOM 3a HUMH
TEPPUTOPUU B UUCTOTE U MOPAJKE;

— KOHTPOJIUPOBATh 1I€JIECOOOPAa3HOCTh PAcCXOAOBAaHUS IOJAPA3IEICHUAMU Y HHUBEpCUTETA
MaTEPHAIBHBIX EHHOCTEH, IT0JIy4aeMbIX CO CKIIaAa;

—  OCYILECTBIIATH CBA3b C APYIMMM OPIaHM3ALMAMM II0 BOIPOCAM, BXOJAIIMM B KOMIIETEHIIUIO
Ortnena;

— BHOCHUTb MPEAJIOKEHHUS MPOPEKTOPY MO (PUHAHCOBO-DKOHOMHUYECKOH JEATENbHOCTH MU
MMYILECTBEHHOMY KOMIUIEKCY, OTHOCSAIIMMCS K KomnereHuuu Otxaena.

4. OTBEeTCTBEHHOCTH

4.1. Otnen U ero Ha4aJIbHUK HECYT OTBETCTBEHHOCTh 3a HEHAJJIeXKalllee M HECBOCBPEMEHHOE
BbInosiHeHUe OTaenoM QyHKIUHI, MpeayCMOTPEHHBIX HacTOSIMM [loiokeHneM.

4.2. Ha nauanpauka AXO Boznaraercs rnepcoHaibHas OTBETCTBEHHOCTD 3a:

— opraHuzanuio aearenbHoctd OTaena o BHIMOJHEHUIO BO3JIOKEHHBIX Ha HETQ 3a/1a4;

— opranuzanuio B OtJiene onepaTuBHON U KaU€CTBEHHOM MOATOTOBKH UCTIOTHEHHUS TOKYMEHTOB,
BEJICHUE JIETIONPOU3BOJICTBA B COOTBETCTBUU C ACUCTBYIOIIMMU TIPABUIAMI U HHCTPYKIHUSIMU;

—  cobmoaenne padotaukamu Otiena Tpya0Boi JUCHUILIMHEL, [IpaBuil BHYTPEHHETO TPYI0BOTO
pacnopsiaka;

— moxbop u paccTaHOBKY paboTHHKOB OTHENA;

— obecrnieyeHre COXPaHHOCTH UMYILIECTBA, HAXOSAUIETOCS B OJIb30BaHUH pabOTHUKOB OTaena.
4.3. OtBeTcTBeHHOCTh PaOOTHUKOB AXO ycTaHAaBIMBAETCSA MX JTOJDKHOCTHBIMU MHCTPYKIUSIMHU,
[IpaBunamMu BHYTPEHHETO TPYAOBOI'O PpacCMOpPsAKa, . ACHCTBYIOIIUM aIMUHHCTPATUBHBIM,
YTOJIOBHBIM, TPAXKIAHCKUM 3aKOHOAATEILCTBOM.

5. B3anMooTHOIIEHUS] U -CBSA3H C noapasacacHUsAMHA

5.1. Ins nocTu>KeHUsl IOCTaBJICHHBIX Leledl W pemeHus 3agad Otnen B3aMMOIECHCTBYET C
PYKOBOJICTBOM, OOIIIECTBEHHBIMU OpraHaMu ympaiieHus, IHcTuTyTamMu, KadeapaMu U IpyruMu
CTPYKTYPHBIMU MOAPA3ACICHUSIMHA Y HUBEPCUTETA!

HaumenoBanne
nojapasaejeHus u/njim osryuenne IIpenocraBaenune
J0JKHOCTHOTO JIMI[A
Pexrop — TIPUKa3bI — TIPeUIOKEHUS o YIIYYILIECHHUIO
— pacnopsKeHUs nesitensHOocTH AXO;
— manbl padotel AXO.
[TepBer1it mpopekTop — pacnopsKeHUs — tutansl paboTel AXO,;

- I/IH(i)OpMaLII/ISI I10 3arpocam;
- CJ'Iy>K€6HI:I€ 3allMCKHU.

[IpopexTop no —  pacnopsKEeHUs — tutansl paboTel AXO,;
¢uHaHCOBO- — OTYETHl O PE3yJIbTATUBHOCTH PabOTHI
SKOHOMHYECKOMN Ortpnena;
JEeSITeTFHOCTH U — TMPEIOKCHHUS o YIIy4IIEHUIO
HUMYINECTBEHHOMY nestenbHocTd OTHena;
KOMIUTCKCY — uH(pOpMAIHS 10 3aIPOCaM.
[IpopexTops! — pacIopsHKEHMUS; — wuH(bOpMaIHs TI0 3anpocam
— 3aIpoCHI 10 KaIpOBOMY COCTaBy
YuéHbI COBET, — BBIIUCKH U3 IPOTOKOJIOB 3aCEJaHUM | — OTYET O BBIIOJHECHUU PELICHUI

CoBeT 10 Ka4eCTBY Yuenoro coBera, CoBeTa 10 Ka4eCTBY
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Otnen MeHeIKMEHTa
KauecTBa 00pa30BaHUs

— KOIIMM BCEX JOKYMEHTOB CBSI3aHHBIX
¢ gearenbHOCThI0 OTIena

— TIpoeKThI JoKyMeHTOB CMK;
— ©XKEeKBapTaJIbHBIE M TOIOBBIE OTYETHI IO
nestenpbHOoCcTH OTHCA.

Otnen mo paboTte ¢

— opmmr JIOKyMEHTOB Ui | — TpaduKu OYEpETHBIX OTITYCKOB
IIEPCOHAIOM 3aITOJTHCHUS, pabOTHHKOB;

— WHBIE JOKYMEHTHI HEOOXOIUMBIC | — Tabenb yuéra pabovyero BpeMeHH;

JUIsl  BBINOJHEHUS (QYHKIHOHAIBHBIX | — CIIy)KEOHBIE 3alIMCKH.

00s13aHHOCTEH.
AIMAHUCTPATHBHBINA — KOIIHH HOPMATHBHBIX u | — ciyxeOHas wHbOpMaInus, HeoOXoauMas
OTACI OpraHU3allMOHHO-PACIIOPS AUTECIBHBIX s nesitesbHocTH OTrena;

JOKYMEHTOB B COOTBETCTBMU CO | — IIOYTOBAs KOPPECTIOHICHLIUS JUIs

CIIMCKOM PacCBhUIKH; OTIPaBKH.

— 3ampocCkl 0 MPEIOCTABICHUHN

uHGOpMAaIUH o MMOPYYEHUSIM

PYKOBOJCTBA;

— TMOYTOBAasI KOPPECTOHACHIMSL.
WHble cTpyKTypHBIE — CIIy>)KeOHBIC 3aITUCKHU; — CIIy’)KeOHbIE 3aITUCKY;
noJApa3AciICcHust — HUHBIC JOKYMCHTHI HEOOXOQUMBIE | — HHBIE JOKYMEHTHI, He0OXOOUMBIE IS
YHuBepcutera JUIsL BBINOJHEHHs (DYHKUMOHAIBHBIX | BHIIOIHCHUS (yHKIIMOHATBHBIX

00s13aHHOCTEIA.

00s3aHHOCTEN.
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