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1. OBIHE TTOJIOXKEHW A

1.1. Onmen aJIMHMHHCTPAaTHBHO-XO3SHCTBeHHOH pabotel (mamee - Otzaen) sBasieTcs
CTPYKTYpHbIM  moapasjenenneM  CaukT-IleTepOyprckoro  rocyaapcTBEHHOro  OFOUKETHOrO
yYpeXKICHNS JONOTHHTEILHOTO 00pa30BaHys CIIOPTHBHAS 1IKOJIA MO MIaxMaTaM H IIalikaM (1anee —
[IIkona).

1.2. O6mee pykoBOACTBO jesTenbHOCThI0O OTaena ocymecTpisercs aupekropom Illkonsi,
HEMOCPEICTBEHHOE PYKOBOJACTBO - 3aMECTHTEIIEM JMPEKTOpa 10 aJMHHHCTPATHBHO-XO3SHCTBEHHOH
YacTH - HAYQJILHUKOM OT/eNa 10 aJMHHMCTPATHBHO-XO3siicTBeHHOI padore (nanee — HawanbHuk
oTjena).

1.3. HavansHuk oTAena W japyrue pabOTHHKH OTJ€ja HAa3HA4YalOTCs Ha JODKHOCTH H
OCBOOOKIAIOTCA OT 3aHMMAeMOil JO/DKHOCTH NpHKazoM aupektopa LIKonbl B COOTBETCTBHH C
AefiCTBYIOIMM 3aKoHOoAaTebeTBOM Poceniickoit ®Penepauni.

1.4. Crpykrypa Ot/ie/1a onpeensieTcs yTBePKICHHBIM ITaTHBIM pacrucanieM [Lkombr.

1.5. JlestensHocts OTaena OCyHIECTBISETCA Ha OCHOBE TEKYIIEr0 M MEPCIEKTHBHOIO
NJaHHPOBAHMA, COYETAHHS CIMHOHAYAIMA B PELICHHM BONPOCOB CIyXKeOHOH AEATENbHOCTH H
KOJ/UISTHAIBHOCTH TIPH  MX OOCYXKIEHHH, TEPCOHATBHONH OTBETCTBEHHOCTH pabOTHHKOB 32
HajUIe)Kalee MCIOJTHEHHE BO3JIOKEHHBIX HAa HHUX JIOJDKHOCTHBIX OOS3aHHOCTEH M BBIMOIHEHHMS
OTJE/IbHBIX MOPYYEHHH PYKOBOIHTE]IA.

1.6. B cBoeii aearensHocTH OT/1e1 PYKOBOJCTBYETCA JICHCTBYIOIIMM 3aKOHOJATEIBCTBOM,
HOPMATHBHO-IIPABOBBIMH ~ AKTaMH M METOJMYECKHMH MaTepHalaMH [0  XO3SHCTBECHHOMY
00CITYKHBAHMIO 3/1aHHIl U COOPYKEHHIi, 3aKyIIKaM TOBapoB, paldoT, ycayr, HOpMaMH H NpaBHIaMH
COMep/KAHMS, IKCIUTyaTallMd M PEMOHTa 3/aHHil, TeXHHYECKOro 00OpYAOBaHHMs, HOPMATHBHBIMH
JIOKYMEHTaMH no COOMIOJICHHIO  CAHMTApPHO-THTHEHHYECKOTO  PEKHMA, CaHHTapHO-
MPOTHBOSITHAEMHYECKOTO PEXKHMA, MPOTHBOMOXKAPHOH O€30MacHOCTH, OXpaHbl TPYyad, TEXHHKH
GesonacHoCTH, HWHGOPMALMOHHOH ©0e30macHOCTH, MPOW3BOACTBEHHON CaHHTapHH, OXpaHbI
OKpY)KAIOIIeH Ccpeibl, MNpaBHJ JAEJONPOM3BOACTBA, apXuBHOro jema. Ycrasom Illkoisi,
OpraHH3aIMOHHO-PACTIOPSANTEIbHBIME H HHBIMH JIOK&JIbHBIMH HOpMaTHBHbIMH aktamu IlIKomsl,
JIOKHOCTHBIMH HHCTPYKIHAMH paboTHukoB Ot/iena u HactosmuM [Tonokenuem.

2. OCHOBHBIE 3AJTIAUYH OTAEJIA

2.1. OcHoBHOIi 3a1aueit O1/1€71a SBISETCS OCYIIECTBICHHE KOMIUIEKCHOTO a/IMHHHCTPAaTHBHO-
xo3siicTBeHHOro obecneyeHus jaesirebHocTH LIKobl, B TOM YHCTe:

2.1.1.Conepkanne B HaiekameM cocTosHuH mnomenieHnii Illkonbl W MHKEHEPHBIX ceTedl.
OpraHu3aius TEXHHYECKOro 00C/yKHBAHHUS, IUIAHHPOBAHHE H NIPOBE/ICHHE PEMOHTHBIX padoT.

2.1.2.Opranu3aiusi TEXHHYECKOTO OOCIY)KHBAHHS W MPOBEJCHHS PEMOHTa O00OpYAOBaHMS.
OGecneueHue MPOM3BOACTBEHHBIM H XO3SHCTBEHHBIM HHBEHTAPEM.

2.1.3. CoBepllieHCTBOBaHHE W BHEIPEHHE HOBBIX METO/IOB OpraHu3alii paboThl, B TOM YHCIIC HA
OCHOBE HCIOJIb30BaHHS COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTH.

2.1.4.Yyactue B TNOArOTOBKE M HMCIOJHEHHH YIPABICHYECKHX PEIIEHHH pPYKOBOJACTBA IO
BOIPOCAM a/IMHHHUCTPATHBHO-XO03SCTBEHHOr0 obecnedeHus aesateibHoCTH [LKobL.

2.1.5.Pemenune MHBIX 3a/1a4 B COOTBETCTBHH ¢ LessMu I1IKomsl.

3. ®YHKIIUU OTJIEJIA

3.1. TlnanmpoBaHHe, OpraHu3anus, oOecrieyeHHe M KOHTPOJIb  aJIMHHHCTPATHBHO-
X03s#cTBeHHOM AeaTebHOCTH [1IKob], B TOM YHCIe:

3.1.1.Oprauu3auuss 4 KOHTPOJb MaTepHATbHO-TEXHHYECKOro obecnedeHHs IesTelbHOCTH
[IIkoBI1.

3.1.2. Vyactue B pamkax komrnereHunu OT/e1a B 3aKyNOYHON JeATE/IbHOCTH B COOTBETCTBHH C
TpeGoBaHHAMHU 3aKOHOAaTebeTBA Poccuiickoit Denepaun, I0KaIbHBIMH HOPMAaTHBHBIMH aKTaMH H
OpraHu3alMOHHO-PACTIOPAANTEIbHBIMH JoKYMeHTaMu [HTKobL.

3.1.3. Xo3siicTBeHHOE 00CTY)KHBaHHE M OOecreyeHHe Ha/UIeKAILEro COCTOSHHS MMOMEIIeHHH
[lIkoasI B COOTBETCTBMM C TpaBWJIaMH W HOPMAaMH TPOHM3BOJCTBEHHOH CaHHTApHH H
NPOTHBOINOKAPHOH 3aIIUTEI.

3.1.4.I11anupoBanue ¥ OPraHW3alid PEMOHTA MOMEIIEHHH, KOHTPO/Ib KaueCTBa BhINOJIHEHHUA
PEMOHTHBIX paborT.



3.1.5.006ecneyenre  aHTUTEppOPHUCTHYECKOH  3ammmenHoctd  Ilkomsl:  opranm3saims
MPONYCKHOTO M BHYTPHOOBEKTOBOIO PEXHMOB; KOHTPOJIb (YHKUHOHHPOBAHHS KOMILIEKCHOM
cucTeMbl obecniedeHust 6e30MacHOCTH. :

3.1.6. Opranu3auus KCITyaTallHi, TEXHHYECKOTO 00CTYy/KHBAHUS H CBOEBPEMEHHOTO PEMOHTA
HHIKEHEPHBIX CHCTEM.

3.1.7.Opranunsanus odecrneyeHns, palMOHATBHOTO UCTIOJIb30BaHUS, COXPAHHOCTH ylieﬁrforo H
XO3HCTBEHHOIO HHBEHTAPS U 000pY/I0BAHHS.

3.1.8.00ecneuenne pecypcocHaGkeHus: Bo0CHa0kKeHHE, TEMIOCHA0KEHHE, BO10OCHAOKEHH E,
Tene(OHHas CBA3b U JIOCTYN K ceTH VIHTepHeT, i KOHTPOIIs paliHOHATBHOTO HCTOMb30BaHMS PECYPCOB.

3.1.9.0pranu3anyus W KOHTPOJIb HHBEHTAPH3AllWH HMMYIIECTBA B LEISIX O0OECreueHHs ero
COXPaHHOCTH H KOHTPOJIA 3@ PallHOHAIBHOMN JKCTITyaTaluei.

3.1.10. Oprasuszanus W KOHTPOJb B Ipelesax KOMIETEHUHH COOMIOAEHHS CAHHTapHO-
THTHEHHYECKOTO  PeKHMA, CAHHTAPHO-TIPOTHBOSIHIEMHYECKOTO PEKHMa, IPOTHBOMOKAPHOI
0€30MacHOCTH, OXpaHbl TpyJa, TEXHHKH 0e30macHOCTH, HHPOPMALMOHHONW Ge30MacHOCTH,
MPOMU3BO/JCTBEHHON CAHUTApHH, OXPaHbl OKPYXKAIOIIeH Ccpe/ibl, W CBOEBPEMEHHOE TPUHSATHE
HeOoOXOIMMBIX MEp NPH BbISBICHUH (AKTOB HX HApPYILICHHIA.

3.1.11. Xo3sgiicTBeHHOe obecrneyeHHe JeIOBBIX, CIHOPTHBHBIX, Y4€OHBIX, Mpa3IHHYHBIX
MEPOIIPUSTHH.

3.1.12. Opranun3zanust HHGOPMAIHOHHO-PA3BACHHTEIBHOM paboThl cpey paboTHHKOB [11K0BI,
HaIpaBJIeHHON Ha o0ecreueHne COXPAaHHOCTH U COZIePIKaHUs B HCIIPABHOM COCTOSIHHH MOMEILEHHI 1
umymiectBa lllkonbl, OepexHoe OTHOMmIEHHE K OOOPYJOBAHMIO M 3KOHOMHOE HCIIOIB30BAHHE
MaTepHAIbHBIX M IHEPTETHYECKUX PECYPCOB.

3.1.13. H3ydenme m ompezeneHne NOTPeOHOCTH CTPYKTYPHbIX mnojpasaeneHuii Ilkoasl B
TOBAPHO-MATEPHAIbHBIX [EHHOCTAX, IUIOMAAAX JUIS MX HOPMATHBHOTO pa3MelleHHs B 3/IaHHH,
cOo3/1aHHe HeOOXOIMMBIX YCIOBHH /1St pabOTHUKOB.

3.1.14. Oprannszauus pab0o4uX MECT COTPYIHHKOB, COBEPIICHCTBOBAHHE YCJIOBHI HX TPY/Ia;

3.1.15. Opranusauus JeATEIBHOCTH CKJIAACKOrO XO03diicTBa (CO37aHME YCIOBHH Ui
HaUIeKAIlero XpaHEeHHs HMYIeCTBa, oOecneYeHHe HaAJUIC/KAIIEero COCTOSHHS  CKJAJACKHX
TOMEIIEHH).

3.1.16. Opranusauus W MpOBeJCHHE MEPONPHATHI MO OXpaHe Tpyaa (B TOM 4HCIEe
MHCTpYKTaxei u 00ydennst pabotHukoB [1IkoJbl), KOHTPOJIB UX COOIIOAEHHS.

3.1.17. TlpunsATHE Mep MO HE3aME/UTHTEIBHOMY YCTPAHEHHIO M NMPEAOTBPAIICHHIO aBAPUITHBIX
CHUTYallMH, CBA3AHHBIX ¢ KCIUTYaTanued nomemenus [Ikobl.

3.1.18. Opranusauns Meponpusitiii no nHGopmManHoHHOH 6€30MacHOCTH.

3.1.19. Opranuszanuss MeponpHsTHii N0 oOecnedyeHHI0 COOMIOICHHS 3aKOHOIAaTeIbCTBA B
001acTH OXpaHbl OKpYXKatolei cpeibl.

3.1.20. Opranusaums u obecnederne GyHKIMOHHPOBAHHS B CTPYKTYPHBIX MOpa3IeIeHHAX
[IIkonbl eaMHON CHCTEMBI JEIONPOU3BOJACTBA: OpraHusaius paboThl ¢ HCXOSIIEH M BXOASIIEH
KOPPECNOH/ACHIHEH; CHCTEMATH3alHd H XpaHEHHE JOKYMEHTOB TEKYIEro apxuBa; OpraHH3aius
METOJMYECKON momomu B paboTe ¢ JOKYMEHTAMH B CTPYKTYPHBIX [Ojpa3jie/ileHHsX;
KOMIUJIEKTOBAHHIO, XPAHEHHIO, YUETY W HCIIOIb30BaHHIO APDXHBHBIX JOKYMEHTOB.

3.1.21. OcyuecTBiieHHE METOAHYECKOTO PYKOBOCTBA AesTenbHOCTHIO B I1Ikose no Bonpocam
oTjena.

3.1.22. OcyluecTBiieHHe OpraHM3allii BeJCHHS HOPMATHBHO-CIIPABOMHON HH(OpMaLNH,
OTHOCSILEHCS K QYHKIIHIM 0T1ea.

3.1.23. OOecneueHue B npejaesax CBOCH KOMIIETEHIMH 3alllMThl CBEACHHH, COCTaBIISIOUIMX
roCyJapcTBEHHYIO TaifHy, H HHBIX CBEJICHHH OrpaHN4YE€HHOr0 PacIIpOCTPaHEeHHUS.

3.1.24. TloaroroBka u npezacrasieHue aupextopy llkoasl nHGOPMALHOHHO-AHATHTHYECKHX
MaTEepHAIOB O COCTOSHHHM M NEPCHNEKTHUBAX PA3BHUTHS XO3SHCTBEHHOI0 00ECTEUYEHMs IeSTEIbHOCTH
opraHu3anuu, pazpaboTka npeaokeHni mo copepiieHcTBoBanuio OT1/1ea.

3.1.25. Benenue npeayCMOTPEHHOH JEHCTBYIOIIMMH HOPMATHBHO-IIPABOBBIMH  aKTaMH
JOKYMEHTAI[MH, NpPeJ0CTaBICHHE B YCTAaHOBIEHHbIE CPOKH OTYETHOCTH M HHOH HHpOpMalUH o
aestenbHocTH OT€7a.



4. [IPABA

4.1. Otaen umeer npaso:

4.1.1.TTony4ars JOKYMEHTBI H HHbIEe HH(GOPMAIIMOHHBIE MATEPUAIIBI 110 MPOQUITIO IEATETLHOCTH
JUTA 03HAKOMJICHHsI, CHCTEMaTH3HPOBAHHOTO Y4eTa U HCMOJIb30BaHus B paboTe.

4.1.2.3anpamuBath ¥ MOJy4YaTh OT CTPYKTYpHbIX noapasiaeneHuit Illkomsr mrpopmanmio,
He0OXO0JMMYIO /UIS BBINOTHEHHS BO3JIOKEHHBIX Ha HEro 3a7a4 U QyHKUHii.

4.1.3.OcymiecTBAATh MPOBEPKY M KOOPAMHALHIO JCATETBHOCTH CTPYKTYPHBIX IT0Apa3/ie/ieHHi
0 BOMpPOCaM aIMHHHCTPATHBHO-X03AHCTBEHHOI0 00eCeyeHus.

4.1.4. BHOCHTB NpE/UTOKEHHUS 110 COBEPIICHCTBOBAHHIO (OPM H METO/I0B pabOTHI.

4.1.5.YuacTBOBaTh B M0A00pe H pacCTaHOBKE KAJIPOB MO CBOEMY NMPOQHIIIO JIEATETBHOCTH.

4.1.6. BHocuTs npeuioxkerns aupektopy LLIKombl o noBbIIEHHIO KBATH(QHKALNH, TOOIIPEHHIO
M HaJIOKEHMIO B3bICKaHUH Ha paboTHuKOB OT/1€7a.

4.1.7.Y4acTBOBaTh B COBELIAHHH TPH PACCMOTPEHHH BOMPOCOB XO3SHCTBEHHOTO 0OecneyeHus
nesteabHOCTH HIKOBL.

5. B3AMMOJIEMCTBUE C JIPYTUMM TMOJIPA3JIEJIEHUSMU

5.1. Otmen oOCyweCTBISET CBOKW EATEJBHOCTH BO  B3aMMOJEHCTBHH C  JAPYIrHMH
noapasaeneHusmMu  Illkonsl, a Takke, B mpejenax CBOEH KOMIIETEHIIMH, CO CTOPOHHHMH
OpraHu3alHsIMH.

6. OTBETCTBEHHOCTb

6.1. Havanesnuk OTaena HeCeT NePCOHATBLHYIO OTBETCTBEHHOCTS 3a:

6.1.1.opranusamuio  aestensHocT  OT/ena, CBOeBpeMEHHOE W KBATH(HIMPOBAHHOE
BBITIOJTHEHHE [IPHKA30B, PACMOpPSsHKEHHUH, MOPYYEHHMH IMPEKTOpa, JEHCTBYIOIIMX HOPMATHBHO-
IPaBOBBIX AKTOB 110 CBOEMY NMPO(UITIO J1eATEIBHOCTH;

6.1.2. pauoHanbHoe H 3 PEKTHBHOE UCIOIb30BAHNE MATEPHAILHBIX, QHHAHCOBBIX H KaIPOBBIX
pecypcoB;

6.1.3.coCTOsiHHE TPYJAOBOH M HMCIOTHHUTENbCKOH aMCUMIUIMHBI B OT/ese, BBINOJIHEHHE ee
paboTHHKaMK CBOMX (YHKIMOHATBHBIX 00S3aHHOCTEH;

6.1.4.cobmonenne paborHukamu OTaena npaBul BHYTPEHHErO pacrnopsjka, CaHWTapHO-
MPOTHBOSIMTHAEMHYECKOTO PeKHMa, IPOTHBOMOKAPHOH O€30M1aCHOCTH U TEXHUKH 0€30MacHOCTH,

6.1.5.BeieHHe JTOKYMEHTAIMH, MPEIyCMOTPEHHOH AeHCTBYIOIMMH HOPMATHBHO-IIPABOBLIMH
aKTaMH.

6.2. PabGorhukm Ortaena HeCcyT OTBETCTBEHHOCTh 3a HEHA/IEXKaIlee  HCIOIHEHHE
JOJDKHOCTHBIX 00S3aHHOCTEH W HapylIEHHWEe TPYAOBOH JUCUHMILIHHBI B MOPS/IKE, NPEIYCMOTPEHHOM
JCHCTBYIOIMM 3aKOHOAaTeIbeTBOM Poccuiickoit Penepanun.

PA3PABOTAIJI

3amecTHTENb AUPEKTOPA

0 QJIMHHHCTPATHBHO-XO3HCTBEHHOM 4acTH

- Ha4YaJIbHUK OT/1e/1a

0 aIMHHHUCTPATHBHO-X03SIHCTBEHHOI paboTe /C.B. [1p160B/



