0 «YTBEPKIAK»
Q;/ 'rf'gu,ﬂ Boiiko

WL/
LR

€5t 2000

’%OQ

MocKoBsCKHWA
MUIO &5
Opucnpyaesummn

Heroc ynaperse HHoe 06pasoBareNbios YpexIe e EbICIIEro
obpasosam A « MoCKOBCKHI MECTHT YT FOPSIC IPYTEH Wil iy
HMHHKITT: 7705337172771901001
OI'PH: 1027700464220
+7 (495) 414-15-68
info@mivu.ru
105203, P&, r. Mocksa, ya. 14 Tapkoeas, 6.

[MOJIOKEHHE OB AIMUHUCTPATUBHO-XO3SIMCTBEHHOM
OT/IEJIE
HET'OCYJIAPCBTEHHOT'O OBPA30OBATEJILHOI'O YUPEXK/AEHMS
BBLICIIEIO OBPA30OBAHMS «MOCKBOCKHI HHCTUTYT
FOPUCIIPYAEHLIUU»

r. Mocksa, 2022



1. O0mue nojioxKeHHe

1. 1. Hacrosmee «IlonoxeHne o6 aaMUHHCTPATHBHO-XO3SHCTBEHHOM OTIEJIE)
(manee- IlonoxeHnwe) BXOAMT B CTPYKTYpY OpPraHH3ALMOHHBIX IOKYMEHTOB
HerocynapcTeeHHoro 06pa3oBaTelbHOTO y4peKAeHHS BBICHIEr0 06pa30BAHUS
«MOCKOBCKHI MHCTUTYT IOpPUCIpyJAeHUMH» (nanee -HWHCTHTYT), ompenenser
OpraHM3allMOHHOE  II0JIOXKEHWE  OT[eNa, MpPUMEHSAeTCs B  IPaKTHYECKOH
nestensHOCTH CeKTopa, WHBIX CTPYKTYPHBIX IOJpAa3feleHHH W pPYKOBOACTBOM
HUucTutyTa.

1.2. [Tonoxenue paspaborano Ha ocHoBanuu DejrepanbHOro 3aKkoHa ot 29.12.2012
Ne273-03 «O6 obpazosanuu B Poccuiickoit ®enepauuny, Tpynosoro kogekca PO,
YcraBa WMuctutyTa, TpeGoBanuit ExmHOro KBanu(MUHAPOBAHHOIO CIPAaBOYHHMKA
AOJDKHOCTEH PyKOBOAMTEINIEH, CIIELIMAIMCTOB U AIPYTHX CITYKAIINX, YTBEPHKIAEHHOIO
IToctanoBinenueM Muntpynaa Poccun ot 21.08.1998 Ne37

1.3. Tlonoxenue onpenenser Ha3HaueHWe, 3a4aud, QYHKUMH, IpaBa,
OTBETCTBEHHOCTh ¥ OCHOBBI I€ATEIbHOCTH 8/ IMUHHCTPATHBHOIO -X03AHCTBEHHOIO
oTaena.

1.4. AIMMHMCTPaTHBHO-XO3AHCTBEHHBIH OTZeN (Hanee-oTaen)- OCYIIECTBIISET
OpraHH3alMi0 KOMIUIEKCHOIO aJMHMHUCTPATHBHO-XO034HCTBEHHOTO O0CIY)KHBAHHUS
AeATENIBHOCTH MHCTUTYTa U €ro CTPYKTYPHBIX NoApasaeneHuii. CTpyKTypa, COCTaB
¥ YHCIEHHOCTh PabOTHHKOB OTIENa OMNpeAeNseTcsl IITaTHBIM paclHCaHHeM
HNucTuTyTa.

1.5. Otmen HemocpeaCTBEHHO MOXYMHSETCS MPOPEKTOPY M0 (GHHAHCOBOW U
aJIMUHHUCTPAaTUBHO-XO3AHCTBEHHON  JeTanbHOoCTH  MHetutyra.  PykoBoacTBo
JeATEeNbHOCTBIO OT[EeJa OCYLIECTBIseT HaydalbHUK OTAENa,  Ha3HaYyaeMbIH
npukasoM pekropa MucruryTa. HavanbHUK oT/iena ocyecTBIsSeT IUIaHUPOBAHKE,
KOOPAWHALWIO U KOHTPOJb AEATEILHOCTH Pa0OTHHUKOB OTZAENa IO BBIMOJHEHHUIO
3a71a4 U QyHKIHIHA, BO3TOKEHHBIX HAa OTHEI.

1.6. PaGoTHUKHM OTHe/la HA3HAYAKOTCA HA JOJDKHOCTD U OCBOOOMKIAIOTCH OT Hee
npukasom pykoBoauTens HMHctutyra. OOs3aHHOCTH pabOTHHKOB OTHAENa
OTIpeaeNsIOTCS COOTBETCTBYIOLIUMH TOKHOCTHBIMH HHCTPYKLHMSAMH,
YTBEP)KICHHBIMH B IOpPsAKE, ONpelesleHHOM Ipukazom HMHcrutyTta. B nepuon
OTCYTCTBHs HayajbHHMKa oTjena (0oje3Hb, KOMaHAMPOBKA, OTIYCK W Ip.) €ro
00513aHHOCTH BO3J1araloTcs Ha paboTHHMKa otaena MHCTHTYTa B COOTBETCTBHH C
ycTaHoBIeHHbIM B HMHcTuUTyTe nopsakoMm. B3aumozameHsieMoCTb  Ipyrux
pabOTHUKOB OT/eJIa OMpe/IeNIeTCs UX JOKHOCTHBIMU HHCTPYKIHSIMH.

1.7. HawanpHWK oTAena opraHusyeT paboTy B COOTBETCTBHH C HACTOSIIUM
[Tonoxenuem.




1.8. HauanbHuk otzena 1o/keH MMeTh Bbicliee oOpa3oBaHue, CTax paboThl Ha
PYKOBOISIIMX AODKHOCTAX MO NMpodumo paboTel He MeHee S JIeT.

1.9. B cBoelt naearenbHOCTH oOTAen pykoBoacTByercs: Koncrutyuueir PO,
@enepaneHbiM  3ak0HOM  «OO0 oOpazoBanuu B Poccuiickoit  ®Denepainuny,
HOPMATHBHO IIPABOBBIMH akTaMH MuHUCTepcTBa 00pa3zoBanus u Hayku PO, MUC,
Pocnorpebnanzopa PO, @enepanbHoii ciayx0bl 110 Hag30py B cdhepe 0OpazoBaHus]
U HayKd W HHBIMM HOPMATMBHO NPaBOBBIMH akTamMu Poccuiickoit Pexnepaiiuu,
YcraBom MHcTHTYTa M HacTostuuM [TonoxkeHueMm.

2. OcHOBHBIE 321244

2.1. Opranuszanus u obecriedeHre X03sMMCTBEHHOro 00CiyKuBanus MHCTUTYTa U
€ro CTPYKTYPHBIX IMOApa3aeIeHHH.

2.2. KOHTpOJIb 32 Ka4€CTBOM BbINOJTHEHUS BBIOOPOYHBIX PEMOHTHBIX paboT, y6opKu
31aHUi ¥ noMeuleHWH MHcTuTyTa, cBoeBpeMeHHOCTH M OecriepeGoiiHOCTH
TpeI0CTaB/IeH s U 00CTy)KMBAaHHs aBTOTPAHCIIOPTA.

2.3. Conepxanue B uuctote 1 6ecriepeboitHas paboTa caHy3/10B, yMbIBaIbHUKOB.

2.4. KoHTponb 3a palMOHAIBHBIM pPAacXOJOBAaHHEM MATEPHAIOB H CPEICTB,
BBIJENISIEMBIX U1 XO351MCTBEHHBIX LIeNei.

2.5. ConepxxaHue NOMELIECHHUH, TEPPHTOPUI B YUCTOTE U HAJJIEKALIEM COCTOSIHUH.
OcyuiecTBaeHHe KOHTPOJIS 3a MOPSAKOM B TMOMELIEHHSX M Ha 3aKperICHHOM
TEPPUTOPHH.

2.6. Opranuzanus paboThl CIEUHATHCTOB [0 PEMOHTY M OOCIYKHBAHHMIO 3/1aHMIl,
OTIEPATUBHBIX JEXKYPHBIX H YOOPILIHUKOB CITy)KeOHBIX TTOMEIEHHI.

2.7. OOGecnieueHrie TNHUTLEBOH BOJIOH (XOJOAHONH M KHUIAYEHOM) CTPYKTYpPHBIX
110Apas/ieJIeHHI.

2.8. PaspaboTka M npeicraBieHHe Ha YTBEp)KAEHHE PYKOBOACTBY MHcTHTYTa
NPEeIIOKEHHUH 110 PEMOHT 3/JaHUH M COOPYIKEHHi, CaHy3JI0B, YMbIBAJILHUKOB U T.II.

2.9. OGecnieyeHre XO03AHCTBEHHOTO O0OCITy)KHBaHHS TOCTeH, pPaGOTHHKOB M
oOyuaromuxcs Mucturyra, npubsiBarommx B MHCTUTYT.

2.10. OOGecneyeHue CTPYKTYpHBIX mojpasjesieHuii HHctuTyTa MeGensto,
XO3MHCTBEHHBIM  HWHBEHTApeM,  KaHUENAPCKAMH  TNPHHALIEKHOCTAMH  H
Tunorpa@uyecKUMH OIaHKaMH.

2.11. Pemienre MHBIX 3aa4 B COOTBETCTBHH ¢ uensiMu MucTUTyTA.




3. DyHKUHH

3.1. Xo3giicTBeHHOe 00cCay:KHBaHHe W obecrnevyeHHe HaIeXKallero COCTOSHHUS
MOMEIEHHH, MMYIIECTBA B COOTBETCTBMH C MpPABHIaMH W  HOPMaMHu
NPOU3BOJCTBEHHOW CAHMTAapUM M NPOTHUBONOKAPHOW 3allMTHl 3[aHUH U
MIOMEILEHHH, B KOTOPBIX PacIojIOKeHbl CTPYKTYpHbIE Moapasaeienus MHCTHTYTa,
a TaKkKe KOHTPOJb 3a MCIPaBHOCTbIO 00OpyHoBaHHs (OCBEILEHHUS, CHCTEM
OTOILIEHHS, BEHTHJISALIUSA U JIp.)

3.2. Pa3paboTka NIaHOB TeKYIIMX M KAMHTAILHBIX PEMOHTOB OCHOBHBIX (DOHIOB
(30aHHH, CHCTEM BOAOCHAOKEHMs, BO3AYXOINPOBOLOB M APYTMX COOPYIKEHHIA),
COCTaBJIEHHE CMET X035 MCTBEHHBIX PACXO0/I0B.

3.3. Opranu3auus NpOBEJCHHS PEMOHT MOMEIUEHHM, OCYIIECTBIEHHE KOHTPOIS
Ka4eCTBOM BBITOJIHEHUS] PEMOHTHBIX paboT.

3.4. OOecnevyeHne CTPYKTYpHbIX mojpaszienenuii  HHctuTyTa  Mebenbio,
XO3HCTBEHHBIM ~ HMHBEHTapeM, CpPEeJCTBAMH  MEXaHH3aLUWH  HHKEHEPHOTO
YNPaBJI€HCKOr0 TpyJda, OCYLIECTBIGHHME KOHTPOIsI 32 MX COXPAHHOCTBIO M
POBE/IEHUEM CBOEBPEMEHHOI'0 PEMOHTA.

3.5. Odopmienre HeOOXOIUMBIX TOKYMEHTOB IJIsl 3aKJIOUEHHs] JTOTOBOPOB Ha
OKaszaHWe  yCIyr, I[OJly4eHHEe, XpaHEeHUe MW  BblAauy  KaHLEISIPCKHX
[IPUHA/UIEKHOCTEH, HEOOXOMMBIX XO35IHCTBEHHBIX MaTepHasioB, 000pY/I0BaHUS U
MHBEHTaps, o0ecrneYeHne UMM CTPYKTYPHBIX MOApa3AeleHHH, a TaKKe BeAcHHE
yudeTa UX pacXoJI0OBaHUs H COCTABJICHHs YCTAHOBICHHOH OTYETHOCTH.

3.6. KoHTpoJib 3a OCyIIeCTBICHHEM PalMOHAIBHOIO PACXOI0BAHUSA MATEPHAIIOB U
CPEICTB, BBIAEIAEMBIX Il X035 CTBEHHBIX IIeNEH.

3.7. XosslicTBeHHOe 00CTy}KHMBaHHE NPOBOAMMBIX COBEINAHMH, KOH(EepeHLHil,
CEMHHAPOB U APYTHX MEPONPUSTHI.

3.8. Opranu3anus BEINOTHEHHS TPOTHBONOXAPHBIX MEPONIPHUSATHH U COAEPIKAHHE B
MCIIPAaBHOM COCTOSIHUM I10KapHOI0 HHBEHTApsI.

3.9. OcymecTBieHHe METOIUYECKOr0 PYKOBOACTBA JEATENLHOCTBIO JIPYTHX
CTPYKTYPHBIX MoapasaeneHuit MHCTUTYTa Mo Bonpocam aesTeIbHOCTH OTAeNA.

3.10.  OcyuiecTBneHne  OpraHu3alUMd  BeJEHHUS  HOPMATHBHO-CIIPABOYHOM
JIOKYMEHTAaLIMH, XKYPHAIIOB HHCTPYKTaXeH, OTHOCSALIMECS K PYHKLMAM OT/ea.

3.11. OGecneyeHue TPaHCIIOPTHOIO 00CIYKUBAHUS, OXPaHbI 3[aHUM, TIOMELIEHHH
WHcTuTyTa, cCoaepKaHie X B YHCTOTE M MOPSIJIKE.

3.12. OcymecTBnenne MHBIX (QYHKLUHH B Mpeaesax, ONpeaeleHHBIX HAaCTOAIINM
[TonosxenneM, UHBIMH JIOKaTbHBIMU HOPMATUBHLIMH aKTaMu MHCTUTYTA.

4. [IpaBa




4.1. HayaneHuK oTOeIa HMeeT IpaBo:

- JlaBaTh CIIELUAIMCTaM OTIella 00s3aTe/lbHbIe AJs1 UCIIOTHEHHS YCTHBIE H
ITMCbMCHHBIC YKa3aHHs, paclopsKeHus, NOpPYyYCHHUHA,

- BHOCHTb DPYKOBOACTBY VIHCTHTYTa NpEanoKXeHHS O MOOIIPeHHH paGOTHHKOB
OTA€JIa MK NPEIJIOKCHHUS O IPUMEHEHHH K HUM AUCLHMIUIHHAPHBIX B3BICKAHUIA;

- 3anparMBaTh U N0JIy4arh OT pabOTHUKOB JPYTHX CTPYKTYPHBIX MOJpa3/ieseHHuii
WMHctutyra cBeneHus, CHpaBKH M Apyrue MaTepHaibl, HEOGXOAMUMBIE IS
OCYINECTBIICHUS. (DYHKUMH OTAeNa HIM HCMOJIHEHHMS MOPYYEHHH pPYKOBOICTBA
HHucrutyTa;

- Y4acTBOBATh B COBCLIAHUAX, 3aCENaHUAX U JAPYTHX MEPONPUATHSX, TIPOBOJHMBIX
pykoBoacTtBoM MHcTuTyTA;

- [0 MOopy4YeHHio pykoBoactBa HHcTuTyTa CcamocTOsTENBHO, B Ipejenax
KOMITIETEHLINH OT/eN1a, MPHHUMATEH PEIIEHHS, IPOBOANTE B YCTAHOBJIEHHOM MOPSAIKE
MEPETOBOPEI CO CTOPOHHUMH OPraHM3alUsIMU, OAIUCHIBATE JOIOBOPBI;

- HCIIOJIE30BATh CPE/ICTBA, Bhl/e/AeMble Ha (DHHAHCUPOBAHKE OT/IeIa JUIs 3aKyTIKH
HEOOXOMMMBIX X03AHCTBEHHBIX MaTepHAJIOB, 000PYI0BAHHUS ¥ HHBEHTAPS;

- IPOBOJIUTH paboyKe COBEIIAHMS 110 BONIPOCAM OpraHM3aluy paboTsl OT/IeNa;

- OCYIUECTBJIAThL MHBIC NpaBa, HEOOXOAMMbIE 171 MUCIIONHEHHS 3a1a4 U QYHKIHH
oTAena.

4.2. PaboTHuKH OT/IeNIa BIIpaBe:

- T[ONyuYaTe pecypcHoe (maTepuanbHOe, (UHAHCOBOE, WH(DOPMALMOHHOE)
obecrieyeHne ISl KaueCTBEHHOrO M 3((EKTMBHOIO BBINOIHEHHS AOKHOCTHBIX
00s13aHHOCTEH;

- 3HAKOMMTCS C pellieHHeM pyKoBoAacTBa MHCTUTYTa, KacaroIMUMHUCS 1eSITeTbHOCTH
OTHena;

- BHOCHTD MMPEAJIONKEHHUSA 10 COBEPILICHCTBOBAHHIO ACATEIIBHOCTH HHCTHTyTa;

- OCYLUECTBIATL MHbIE MpaBa, HEOOXOAMMBIE AJISI UCIOJHEHMs 3amad U QYHKLHUIA
OT/leJ1a, OTIpe/Ie/IEHHBIX JI0JKHOCTHON HHCTPYKIIMEH.

4.3. Peanusauus npas, Npe/CTaBIEHHBIX OTAENY, OCYLIECTBIACTCS HaYalbHUKOM
oTAena (WM JIMLIOM, BPEMEHHO 3aMEINAIOIIMM HayajbHUKA OTIENa), a TaKikKe
APYTMMH pabOTHHKAaMM OT/IeNa B COOTBETCTBMU C IOJIOKEHHSMM JOJKHOCTHBIX
MHCTPYKLHH, B YaCTHOCTH, paclpelelieHHs OOA3aHHOCTEH, MepCOHATBHBIMU
NOpY4YeHUAMH, peKTopa MHCTUTYTa, UK MOPYYEHUSIMH MHBIX JOKHOCTHBIX JIML]
MHcTuTyTa Npy coracku Ha TO Ha4yalibHUKA OTAeNa.



5. BzaumoaeiicTrBHe H CBS3H

5.1. PaboTHMKM oOTHENa OCYIIECTBISIOT —B3aMMOJEHCTBHE ¢  OpraHaMH
VICTIOTHUTEIBHON BJIACTH, YYPEKICHUAMH, OPraHM3alUsIMH W TpakIaHaMH 10

BOIIPOCaM, BXOJSIIMM B KOMIIETEHIIHIO OT/eNa, B IpeaeiaxX CBOeH KOMIETEHIIUU U
[TOJITHOMOY U H.

5.2. Orzen B mpouecce paGOTHI B3aHMOIEHUCTBYET CO BCEMH CTPYKTYPHBIMH
nozapasaeneHusMu Mucrutya, u ero punuanamy.

6. OTBETCTBEHHOCTD
6.1. PaboTHUKHM OTzENa HECYT MEPCOHANIBHYIO OTBETCTBEHHOCTD 34!

- pannoHaibHOe ¥ 3Q(PEKTHBHOE MCIIOIb30BAHHE MATEPHAILHBIX, QUHAHCOBBIX U
HHBIX PECypCoB;

- CBOEBPEMEHHOE M KauyeCTBEHHOE BBINOJIHEHHE OPYTHX BO3JOXKEHHBIX H OTAEN
3a/1a4 U QyHKIUH;

- pasrialleHue, HCMOJIb30BaHHE KOH(QUACHUMATbHOH M WHOM HH(OpMAIMH,
CBSI3aHHOW C MCIIOJIHEHHEM J0JDKHOCTHBIX 00s13aHHOCTEH, B HECITYKeOHBIX LIeNSIX;

- HecoOmoJeHHe TNpaBU BHYTPEHHEro pacrnopsigka MHCTHTYTa MONOXKEeHHI,
OOJDKHOCTHOH MHCTPYKLIMH.

6.2. HauanpHuK OT/le/1a HECeT OTBETCTBEHHOCTh 3a OPraHM3alluIo JeSITeIbHOCTH U
PYKOBOJCTBO OTIENA.

6.3. 3a HeHaaNexallke HCIONHEHHUs AOKHOCTHBIX O0f3aHHOCTEH M HapylleHHe
TPYZOBOH JUCLMIUIMHLI PAaOOTHMKH OT/ella HeCYT OTBETCTBEHHOCTH MOPS/IKE,
NpeayCMOTPEHHOM JIeHCTBYIOIIHUM 3aKOHOJATEILCTBOM.

7. 3aKII09HTEeIbHbIE OI0KEHHA

7.1. Hacrosamee IlonoxeHue BCTymaeT B CHIY C MOMEHTa €ro yTBEp:KICHUS
Pextopom HHcTUTyTa M [eiicTByeT [0 YTBEPXKJEHHS HOBOIO I[OJOXKEHUS 06
aJIMHHHCTPATHBHO-X03SHCTBEHHOM OTJIEIE.

7.2. TlonnuHHKUK M Konus Hacrosilero [TonoxeHus: XpaHUTCS B KaZIpOBOM CEKTOPE
MHCcTUTYTA, KONKS-B aJIMUHUCTPATUBHO-X03SMCTBEHHOM OT/IElIE.



