[TPUHATO YTBEPXJIAIO

Ha 3acelaHiH Y YEeHOro coBeTa Jlexan
IKOHOMHYecKOro ¢axynsrera MI'Y sKoHOMHMYecKoro pakynsrera MI'Y,
IIporokon Ne 5 or 30 mas 2014 r. npodeccap AyzaH A.A.
/
MNOJIOKEHHE

00 aIMHHHCTPATHBHO-X035HCTBEHHOM OT/IeJIe IKOHOMHYECKOro daKyibTeTa
MI'Y umenn M.B. Jlomonocosa

1. O6mHe noJ10KeHHus

1.1. Tlonoxenue o060 agMMUHHCTPATUBHO-XO3SHCTBEHHOM OTAENE SABJIACTCA
HOPMAaTHBHBIM JIOKYMEHTOM, OIpEACISAIONAM HasHAYCHHE, LeNH, 3aha4yd, (QyHKIMH,
npaBa, OTBETCTBEHHOCTh U OCHOBBI JESATEIBLHOCTH OTAENA.

1.2. Otpen co3paercs W JUMKBHAMPYETCA pEUIEHHEM YUYEHOro coBeTa H
PUKA30M JIeKaHa.

1.3. Otnmen ocyuecTBisieT aJMUHHCTPAaTHBHO-XO3sHCTBEHHOE oOecreyeHune
NeaTeNIbHOCTH (paKyibTeTa.

1.4. Otnen BO3MIABIACT HAYaIbHHUK, KOTOPBIH MOJYHHACTCA 3aMECTHTENIIO
JIeKaHa 10 aJMHHUCTPATUBHO-XO3AHCTBEHHON paboTe W OTBeYaeT 3a OpraHU3aLHIo
TPY/Aa NOJJYMHEHHBIX U Pe3yJIbTaThl PaOOTHI.

1.5. Pabora oraena opraHM3yercs Ha OCHOBE TEKYLIEro M IEPCIEKTHBHOIO
IUIAHMPOBaHMs, COYETAHUS €IUMHOHAYAIMS B PEILICHHH BOIPOCOB CiIyKeOHOM
NEATENIbHOCTH M KOJUIETHMAJIbHOCTH TNpH  HMX  OOCYXJEHHHM, TEPCOHAJIbHOM
OTBETCTBEHHOCTH pabOTHHKOB 3a HaJJIeXallee MCIOJHEHUE BO3JIOKEHHBIX Ha HHX
NOJDKHOCTHBIX ~ 0Of3aHHOCTEH M OTAGNBHBIX  MOPYyYeHHMH  HavaJbHUKa
a/IMUHUCTPATUBHO-XO03HCTBEHHOIO OT/IEJIA. '

1.6. B cBoeit AeATENBHOCTH OTAEH PYKOBOACTBYETCS JICHCTBYIOIIHM
3aKOHOJATEIBCTBOM,  HOPMATHBHO-TIPABOBBIMH ~ aKTAMH M METOJUYECKHMH
MarepUallaMM 10 XO3HCTBEHHOMY OOC/IYy)KMBaHMIO, HOPMaMH M  [IpaBHJIaMH
coAep)KaHMs, OHKCIUIyaTalldd W PEMOHTa 3[aHMii, TEXHMYECKOro o0OpyJoBaHHs,
HOPMATHBHBIMU JTOKYMEHTaMH 110 COOMIOAEHHIO CAHHTApPHO-IPOTHBOIIHIEMHYECKOTIO
pexuMa, nokapHoii 6e30MmacHOCTH U TEXHHKH 0€3011acHOCTH, HOPMATUBHBIMH aKTaMH
MI'Y umenn M.B.JIoMoHOCOBa, a Talke HACTOAIINM ITOJIOKEHHUEM.

2. OcHoBHBIE 321240 H QYHKIHH

2.1. OcHoBHO# 3ajaueil otjaena SABISETCS aJIMMHHCTPATHBHO-XO03AHCTBEHHOE
obecrieveHue AeATeTbHOCTH aKynbTeTa, KOTOpas BKIOYaeT B ces:

2.1.1. Texnudeckoe oOCHy)KMBaHHEC 3JaHHA, INOMELICHUH, oOOpyroBaHHA H
CHCTEM BOJIOCHA0KEHHUS, OTOTUICHHS, BEHTWISALNH, 3JICKTPOCETEH;
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2.1.2. IlnanupoBaHHWe, OpraHu3alis W KOHTPOJIb IPOBEJECHUN TEKYIIHX H
KallMTaJIbHBIX PEMOHTOB 3[aHUii, MOMEIIEHHH M TEeXHHYECKoro o06opy oBaHUS
(baxynbTeTa, COCTaBJIEHHE CMET X03AHCTBEHHBIX PAaCcX0/I0B;

2.1.3. CocraBiieHHE NEPCHNEKTHBHBIX W TOJIOBBIX IUIAHOB M OCYLIECTBJIEHHE
MaTepHalbHO-TEXHHUECKOro obecrnieueHus (akynprera;

2.1.4. Opraspsaums  TpaHCHIOPTHOrO oOeCneueHHs W OXpaHbl  3/laHUA
(dakynpTeTa.

2.2. OpraHM3allMOHHO-METOAMYECKOE PYKOBOJCTBO H KOHTPOJb JESATENBHOCTH
CTPYKTYPHBIX  MoOfpa3jeNieHuii  ¢akyjapTeTa [0 BOMPOCAM  XO3SHCTBEHHOIrO
o0CIy)KMBAaHUs,  PAlMOHAJIBHOTO  MCHOJB30BAaHHS  MaTEPHAIBHBIX  PECYPCOB,
COXPAaHHOCTH COOCTBEHHOCTH (paKyJibTeTa.

2.3. TloaroroBka u NpejcTaBlIeHHE PYKOBOACTBY (akysbTeTa HHPOPMALMOHHO-
AQHATMTHYECKUX MATEPHAJIOB O COCTOSHHH M NEPCIEKTUBAX Pa3sBUTHA X03AHCTBEHHOIO
obecrieuenuss  JesrenbHocTH  (akynbrera, paspaborka  NpeNIOKEHHMH 1O
COBEpPLICHCTBOBAHHUIO CITY)KObI a/]MUHUCTPATUBHO-X03HCTBEHHOIO OT/IEA.

2.4. VYuyactue B IIOJrOTOBKE U HCIHOJHEHHH YIIPABICHYECKUX peIIeHUI
PYKOBOJICTBA IO BONpOCaM  aJMHHHUCTPATHBHO-XO3AHCTBEHHOro obecrnedyeHus
JIesTeNbHOCTH (akynpTeTa.

2.5. KoHTtpoub 3a coOI0ICHHEM CAaHUTAPHO-IIPOTHBOITHIEMHYECKOr0 PeXUMa,
npaBuJl  MPOTHUBONOXKAPHOW  0€30macHOCTH, HOPM  TEeXHHMKH  0e30MacHOCTH,
CBOEBPEMEHHOE NPUHATHE HEOOXOJMMBIX Mep NPH BBIABICHHH (DAKTOB X HapyIIEHHUs,
MpOBe/IeHHE MPOTHBOIIOXKAPHBIX M MPOTHBOIMHIEMHUECKUX MEPOTIPUATHI.

2.6. Benenue mNpeayCMOTPEHHOM JAEHCTBYIOIIMMH HOPMATHBHO-IIPABOBBIMH
aKTaMH COOTBETCTBYIOIIEH NOKyMEHTAlLMH, MPEJICTABICHHE B YCTAHOBJIEHHBIE CPOKH
CTATUCTHYECKOW W HMHOW OTYETHOCTH M  HHpOpPMAIMM O  JIEATEIBHOCTH
aIMHHHCTPATHBHO-X035H{CTBEHHOr0 OT/IeNa.

2.7. Odopmiienne HEOOXOAUMBIX JOKYMEHTOB Ul 3aK/IIOYEHHS XO3AHCTBEHHBIX
JIOTOBOPOB HAa TMOCTaBKYy MpPOAYKLMH, TNpOBeJcHHE paboT M OKasaHHe YCIyr
CTOPOHHHMMH OpPraHM3allMAMH M OCYILIECTBJIEHHE KOHTPOJS 3a HCIIOJHEHHEM
3aKJIIOYEHHBIX JOTOBOPOB.

2.8. Opranuszauus npuemMa NocTynaroluX MaTepHalIbHbIX PECYpPCOB M OTIIYCKa
MaTepuaJbHBIX IIEHHOCTEH €O CKJIaja, ydeT HX pacXoJ0OBaHHMsi M COCTaBjIeHHE
YCTaHOBJIEHHOH OTYETHOCTH.

2.9. Cospmanme ycnoBuit Juis obecriedeHUss COXPAaHHOCTH MaTepHaIbHBIX
LIeHHOCTeH, ofecrneyeHus pekxuMa KOHTPOJIA 3a PallMOHAJIbHBIM HCIOJb30BAHHEM H
IKOHOMHEH MaTepHalbHBIX PECypcOB, Y4acTHE B HMHBEHTApU3alMOHHBIX M HMHBIX
NpOBEPKAX 3aMacoB MaTePHAILHBIX LIECHHOCTEH Ha BaKyJbTeTe.

2.10. BnaroycrpoiicTBo, o3eieHeHHEe U YOOpKa TEpPPUTOPUH M IOMEIICHHM
¢dakynpTera.

2.11. ObGecreueHne 37aHMA W TOMEUICHMH QaKyapTeTa 3JEKTPOIHEPrHeii,
TETUIOM, BOJIOM.

2.12. Opranusauus U obecrieyeHue MpoIycKHOro pexuMa Ha aKyJibTeTe.



3. B3auMOOTHOIIIEHHS H CBA3H

3.1. AIMMHHCTPAaTHBHO-XO3fMCTBEHHBI  OTAE]  OCYILECTBISET  CBOIO
JEATEbHOCTE BO  B3aUMOJEHCTBMM C JApYrMMH ciyx0amMu M CTPYKTYpPHBIMHU
nojpas/iejiecHuAMHA (akyjabTeTa, a TaloKe B Mpe/enax CBO€H KOMIETEHLUHH - CO
CTOPOHHHUMH OpraHH3aLUAMH:

3.1.1. Co cTpyKTypHBIMH NOApa3aeaeHUAMH (aKyJIbTeTa - 0 BOIpOCcaM y4era,
XpaHEeHHUs M CIIMCaHUS MaTepHaIbHBIX LIEHHOCTEH, a TakKe 110 BonpocaM obecrneyeHus
OesonacHocTH paboThl GakybTeTa;

3.1.2. C ToproBeIMH OpraHM3allMsMH - [0 BONpocaM MNpuoOpeTeHus
MaTepHaJbHBIX LIEHHOCTEH, pabot, ycuyr;
3.1.3. C rocysapCTBeHHBIMH OpraHaMH - 1O Bompocam obecneyeHus

6ezonacHocTH paboThl (akynbTera.
4. Ilpasa

4. AIMUHHUCTPAaTHBHO-X034HCTBEHHBIH OT/IE] HMEET NpPaBo:

4.1. Tlomywate mocTynaioumme Ha (aKyJbTeT JOKYMEHTBI M  HHBIE
MHQOpPMALIMOHHBIE  MAaTepHaJbl 1O CBOEMY MNpOQUII0  AEATENBHOCTH  JUIA
O3HAKOMJICHHS, CHCTEMATU3MPOBAHHOIO y4eTa U MCMOJIb30BaHus B pabore.

4.2. 3anpamuBatek M NOJY4YaTh OT PYKOBOAMTENEH CTPYKTYPHBIX
nojpaszaenenuit  gakynsrera uHPOpManMI0, HEOOXOAMMYIO Ul BBINOJHEHHA
BO3JIOKEHHBIX Ha OT/EN 3a1a4 ¥ (yHKIHIA.

4.3. OcymecTBaaTh B Mpeaenax CBOCH KOMIIETEHLMH TIPOBEPKY H
KOODJMHALIMIO  JIEATEJIbBHOCTH  CTPYKTYPHBIX [OJApa3JielieHdii 1o  BoIpocam
aJIMUHUCTPaTUBHO-X034MCTBEHHOr0  obecrieyeHus, O  pe3yabTarax I[POBEPOK
JIOKJIA/IBIBATh PYKOBOJCTBY (aKyjbTeTa.

4.4. BHOCUTH TPEJUIOJKEHHS IO OPraHM3allii ¥ COBEPIICHCTBOBAHHUIO GOpM H
METOJI0B paboThl aIMUHUCTPATHBHO-X03AHCTBEHHOIO OT/E)a U (paKysIbTeTa B LIEIOM.

4.5. Tlpunumate ydyactHe B moja0Ope M paccTaHOBKE KaJpoOB IO CBOEMY
npodUIIIo IeATEIbHOCTH.

4.6. BHOCHTH TIpEIJIOKEHHS pPYKOBOJACTBY (aKyiabTeTa 110 MOBBIIICHHIO
KBaTUpHUKAIIMK, TOOIIPEHHI0O W  HAJOKEHHMI0 B3BICKAHMH Ha  pabOTHHKOB
aJIMUHUCTPATHBHO-XO03SHCTBEHHOr0 OTAE]A M JAPYIHMX CTPYKTYPHBIX IOJpa3s/ieleHHiH
dakyasrera o cBoemMy npopuiIo AeATeTbHOCTH.

4.7. llpuHuMaTe Yy4yaCTHE B COBEIIAHHAX TPU PACCMOTPEHHH BOIIPOCOB
X03sHcTBEHHOTrO o0ecneyeHus AesTeIbHOCTH (paKyIbTeTa.

5. Cdepa oTBeTCTBEHHOCTH HAYAJIBHHKA a/IMHHHCTPATHBHO-X03AHCTBEHHOI0
oTaena

5.1. HavansHUK aJIMMHUCTPATHBHO-XO034HCTBEHHOI0 OT/I€/Ia OTBEYACT 3a:
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5.1.1. CroeBpemeHHOe obecneyeHne CTPYKTYPHBIX MOJpa3AeicHui paKyabTeTa
MaTepHaJIbHBIMHU PECYpCaMHy, MPaBUIBHOE X UCTIONIB30BaHUE, XPAHEHHUE H YUET;

5.1.2. Oprasuzaimuio paboTel  aJMHUHUCTPATHBHO-XO3AHCTBEHHOr0 OT/ENa,
CBOEBPEMEHHOE M NPO(ECCHOHATBHOE MCIOJHEHHE IPUKA30B, PACIOPSIKEHHH U
NOpy4YeHH pyKOBOACTBa (aKynbTera, JeHCTBYIOMMX HOPMATUBHO-TIIPABOBBIX AKTOB 110
CBOEMY NMPOQUIIO IeATETBHOCTH;

5.1.3. PaumonansHoe ¥u 3Q(EKTHBHOE HCMOAB30BAHHE MaTCPHAIBHBIX,
(HHAHCOBBIX M KaJPOBBIX PECYPCOB;

5.1.4. CocrosiHMe TPYIOBOH ¥ HCIOJHUTENLCKOM IUCLMIUIMHBL B OTIENE,
BBITIOJTHEHHE €10 pabOTHUKAMH CBOMX (YHKIIMOHAIBHBIX 00s3aHHOCTEH 1 coOM0IeHHE
MU npaBul BHYTPEHHETO TPYJOBOTO pacnopsjika, CaHUTapHO-
NPOTHBOIMHIEMHYECKOTO peXHUMa, MPOTUBONOXKAPHOH 6€30NacCHOCTH M TEXHUKH
Oe3zonacHOCTH;

5.1.5. Benenue  JOOKyMEHTaUMH, TNPEAYCMOTPEHHOH  JEHCTBYIOIIMMHM
HOPMaTHBHO-IIPABOBBIMU JIOKYMEHTAMH;

5.1.6. TlopnepxaHue B HCHPaBHOM COCTOSHHHM OXpPaHHOH, OTONMTENBHOIA,
JJIEKTPHUYECKOH, CAHMTApPHO-TEXHUYECKOH, NPOTHBOINOKAPHOH CHCTEM, 3JaHHS |
MOMELIECHUH, TEXHUKH, HHBEHTApS;

5.1.7.  llpemocraBineHne B  YCTAHOBJICEHHOM  [MOpPAJAKE  JIOCTOBEPHO
CTaTHCTUYECKOM M  MHOM OTYETHOCTH M HMHQOPMALMU O  JIeATEIBHOCTU
a/IMMHUCTPAaTHBHO-XO03SAHCTBEHHOT O OT/IeJ1a.
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