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1. OBIIME I1OJIOXXEHWA

1.1. AAMHMHHCTpaTHBHO-OpPraHU3aIMOHHEIN 0TAeN (Hatee — OTaen) ABJSETCs CTPYKTYPHBIM
noxpasaenenneM ['OCYJJAPCTBEHHOI'O  BIOJDKETHOI'O ITPO®ECCUOHAJIBHOI'O
OBPA30OBATEJIBHOI'O YYPEXJIEHUA «BYPATCKUN PECITYBJIMKAHCKUI
VHJTY CTPUAJIBHBIA TEXHUKYM» (cokpary.: TBIIOY BPUT).

1.2. Hacrosiee mojoxeHue peryaupyer aestelbHocTh OTena, Onpeaeser ero 3ajau",
¢GyHk1Mu, npaBa U 00S3aHHOCTH PaOOTHUKOB, MOPSIOK OPraHU3alMKM PabOThl, PEOPraHU3allud U
mikBuaanuu Otaena.

1.3. B cBoeit gesarenpHoctH OThen pyKOBOACTBYETCS 3aKOHOJATENBCTBOM Poccuiickoii
Oenepannn, ycraom yupexaeHus ['BIIOY BPUT (nanee — yupexnaeHue), JOKaJIbHBIMH aKTaMH
YUpEXKICHHUS, a Takke HacToauM [lonoxeHnem.

1.4, VmpaBneHue u KOOpAMHAIMIO aesTeNpbHOCTH OTaena OCYIIECTBISET IEPBBIA
3aMECTUTEIb JUPEKTOPA (J1ajiee — EPBbI 3aMECTUTEIh).

1.5. CTpyKTypy, YUCIEHHOCTb H IITATHOE PACIIHCAHKEe, U3MEHEHHUS B CTPYKTYPE U IITATHOM
pacnucanuu Otena yrBep)KaaeT TUPEKTOp, 10 MPeICTaBICHHIO IEPBOTO 3aMECTUTEIIS.

1.6. prnSBme o0s3aHHOCTH paboTHUKOB OtThena, yclIOBHS HX TpyAa ONPEIEIIAIOTCS
TPYJIOBBIMU JIOTOBOPAaMH, 3aKJIIOYaEMBIMH C KaXXIbIM paboTHUKOM, [lpaBuiiaMu BHYTpPEHHErO
pacriopsiika y4pexIeHHUs U MHBIMH JIOKQIbHBIMHA aKTaMH YYPEXICHHUS, a TaKKe JOJKHOCTHBIMHU
MHCTPYKIUSIMU paboTHHKOB OTxena.

JIoIKHOCTHBIE MHCTPYKIMH paboTHUKOB OTaena yTBEpPXKIAIOTCS IUPEKTOPOM IO
IPEJICTaBJICHUIO TIEPBOTO 3aMECTUTEIIS.

1.7. TlonHoe u cokpamieHHOoe HauMeHoBaHue OTmena — AJMHHHCTPATHBHO-
opraHu3allMOHHBIA oTAeN (cokparl. “AOQO”).

1.8. Jlna BeImonHeHHs Bo3noKeHHBIX Ha Otaen ¢ynkiuit Otaen umeer HEOOXOAHMMEIE
mramnbsl. [IpocraBieHue oTTHCKa IUTAMIIOB Ha JOKyMeHTax ocyuiectBiasiercs OtaenomM Ha
JNOKYMEHTaX Ha BXOJSIIEH/UCcXoasIel JOKyMEHTAllUU U BHYTPEHHHX JIOKAJIBHBIX aKTax.

1.9. Otnen uMeer cOOCTBEHHBIM MOJpa3ien Ha caiiTe YUYpeXIEHHUsS, CO3JaHHYIO H
IOJJIEP)KUBAEMYIO B COOTBETCTBUM C JEHCTBYIOIIMMHM B YYPEXKIEHUHM DpErjJaMeHTaMH |
o0ecrneunBaroIyo IpeICTaBIeHIE aKTyalbHON HHpOpMaIUH o AesTelbHocTH OTaena.
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1.10. K noxymentam Otzena UMEIOT paBo JOCTyIA, IOMUMO €ro pabOTHHKOB, TUPEKTOP,
IEPBBII 3aMECTUTENb IUPEKTOPA, 3aMECTUTEIH JUPEKTOPA 10 HAIIPaBJICHUSM JEATEIBHOCTH B YaCTH
Kacaroleics, a Tak)ke HHbIE JIUIa B COOTBETCTBUH C 3aKOHOIaTeIbcTBOM Poccutickoit ®enepanumn.

1.11. Hacrosmee [lonoxeHnue, BHOCUMBIE B HETO JOTOJHEHUS U K3BMEHEHHU S, YTBEPIKAAIOTCS
IPUKAa30M JUPEKTOpa YUPEIKICHHS.

2. OCHOBHBIE 3AJIAYU

2.1. OcuoBHbIMH 3atauamMu OTena sIBJISTIOTCS:

2.1.1. obecnevenue AEATENBHOCTH YUPEKIECHUS B 00J1aCTH JEJIONPON3BOCTBA, KOHTPOJIISA
KayeCcTBAa BHYTPEHHHX MPOIECCOB, IOPUCIPYACHLUUH, HHOOPMAIMOHHOIO  CONPOBOXKICHHS
JIESITEIILHOCTH YUPEXKICHHUSI, TEXHUYECKOTO ¥ IPOrPAMMHOTI0 COITPOBOKIAEHUS;

2.1.2. KoopauHauMsi M KOHTPOJb BEIACHUSA JEJIONPOU3BOJACTBA B  CTPYKTYPHBIX
MIOJIpa3/ICICHUSIX YUPEKICHUSI B COOTBETCTBHHU C 3aKOHO/IATEIIbHBIMA U HOPMAaTUBHBIMHU IIPABOBBIMH
aktam# Poccuiickoit ®@enepaiiuiu, JOKaJIbHBIMA aKTaMU YUPEXIEHHUS 10 IEJIONPOU3BOJICTBY;

2.1.3. KOHTpPOJIb KayecTBa BHYTPEHHHX IIPOIECCOB B YUPEKIEHUH 4Yepe3 IJIaHMPOBaHHE
JNEATEILHOCTH  YYPEXKIACHHsS, MOHUTOPUHT TIPOIECCOB (ayaWT) MOApa3JEeiCHHH, KOHTPOJb
UCITIOJTHEHHUS IPUKA30B U MOPYYEHUN PYKOBOJCTBA;

2.1.4. 10pH/IMYECKOE CONPOBOKIECHHE JEATENLHOCTH YUPEIKICHHS;

2.1.5. uHpOPMAIMOHHOE  COIPOBOXIEHUE EATEITBHOCTH YUYPEXKIEHUS B CpEICTBaX
MaccoBO# HHGOPMAIIUH, COITUATBHBIX CETSAX, UHBIM 00pazoM;

2.1.6. TEXHHYECKOE U MPOTrPaMMHOE CONMPOBOXKICHUE IEATEIBHOCTH YUPEXKICHHUS;

2.1.7. pa3paboTka, COTIJIaCOBaHHE W BHEJPEHHE BCEX HEOOXOIMMBIX JIOKaIbHBIX
HOpPMaTHBHBIX aKTOB B YUPEXKICHHH.

2.1.8. opranu3arus JOCTaBKH, IOJIyYEHHs U OTIIPABKH KOPPECIIOHICHIIMH.
3. ®YHKINN

3.1. B cOoOTBeTCTBHH C BO3JIOXKEHHBIMH 3agadyamMu OTHEN OCYILECTBISET CIENYIOIIUE
GyHKIUU:
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3.1.1. ocymecTBiseT cOriacoBaHHe BHYTPEHHHX JIOKQTBHBIX HOPMATHBHBIX JIOKYMEHTOB,
y4yacTBYeT B pa3pabOTKe U COTJacOBaHHH JIOKATbHBIX HOPMAaTHBHBIX aKTOB, OKa3bIBAET COJIEHCTBUE
HOJIPa3JICNICHUSIM YUPEKICHHUS IO PA3IMIHBIM BOIIPOCAM;

3.1.2. oxas3piBaeT cojeHCTBHE TNOBBIIIEHNIO 3()()EKTHBHOCTH Yy4eOHOro mporecca u
JEATEIbHOCTH  CTPYKTYPHBIX — HOJpPA3JENeHU  y4YpexIeHHss 3a CYeT  HCIOJb30BaHUS
UH(OPMALMOHHBIX TEXHOJOIHH B Y4eOHOW M OpraHH3allMOHHO-YIIPABIEHUYECKON NEeSTEIbHOCTH Ha
OCHOBE HCIIOJIb30BaHUS! WHGOPMAIMOHHBIX CHUCTEM H CIENHATH3HUPOBAHHOTO MPOTPAMMHOIO
obecrieyeHus;

3.1.3. ocymectBisger obecrneyeHue (YHKIMOHUPOBAHHUS, Pa3BUTHS M MOJEPHU3AIMU
IIPOrpaMMHO-TEXHHYECKHX CPEJCTB, CEpBEPOB ISl IMOJAEPXKKH 00pa3oBaTeNbHON, HaydyHO-
MCCIIEI0BATENbCKOM U aIMIHUCTPAaTHBHO-X03SICTBEHHOM AEATEILHOCTH YUPEXKICHUS;

3.1.4. OCYINECTBJIACT KOHTPOJIb 3a YIPaBJICHYCCKUMH ITPOI€CCaMHU B YaCTH CBOCBPEMEHHOI'O
HCITIOJIHCHUS PYKOBOAAIIHUX pe[ﬂeHHﬁ, AyJUT BHYTPCHHHUX ITPOLECCOB,

3.1.5. ocymecTBusier 00paOOTKy, perucTpamnuio, y4deT, JOCTaBKy M  pacChbUIKY
KOPPECIIOHJCHIIMHN (BXOJAIIEH, HCXOIAIIeH, BHYTpEHHEH), B TOM 4YHCIe NEepelJaHHO 110
CHeIUaIbHBIM CPEJICTBAM CBS3H;

3.1.6. ocymiecTBiaseT HHPOPMAIMOHHOE COMPOBOXKICHUE AESTEIHHOCTH YUPEKICHUS B
COLMANBHBIX CETAX, CpPEeACTBaX MAaccOBOM MH(OPMAIMH, OKA3bIBAET MOMOLIb MOAPA3AEICHUsIM B
[ENAX JIOCTHXKEHHS MyOJMYHOCTH M COIMATBHOH 3HAUAMOCTH MPOBOJUMBIX MEPOIPHUSITHI
YUPEKICHUEM.

4. TTPABA U OBA3AHHOCTU PABOTHUKOB OTJEJIA

4.1. Paboruuku Otzaena UMEIOT MPaBo:

4.1.1 ocylIeCTBISATh IPOBEPKY BEJACHHUS JEIOMPOU3BOJCTBA B YUPEXKIEHHH X MOHUTOPUHT
KayecTBa 00pa3oBaTeILHOrO Mpoliecca U KayecTBa yIpaBiIeHHs] 00pa30BaTeIbHON NESTEIbHOCTBIO.
JlokaabIBaTh O pe3yJibTaTax MpOBEpOK IEPBOMY 3aMECTHUTENIO, ¥ IPUHUMATh MEPHI 10 YCTPaHEHHIO

BBISIBJICHHBIX HapYIICHUH;

4.1.2 3anpammBaTh JOKyMEHTHI 1 HH(OpMALIKIO, HEOOXO0AUMBIE J1sl BbIoJIHEHUST OTae510M
cBOMX (pyHKIMH, B Ipe/iesiaX CBOMX JAOJDKHOCTHBIX 00513aHHOCTEIH;

4.1.3 BHOCHTH NPpEAIONKEHUSA O COBEPHICHCTBOBAHUHU ACATCIIBHOCTH OTHCJIa;
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4.1.4 Bo3BpaIaTh UCIOJHUTEIISAM Ha 10pab0TKy JOKYMEHTHI, 0)OpMIICHHBIE C HAPYIIEHHEM
TpeOOBaHHH HOPMATHBHO-NIPABOBBIX  aKTOB, METOJHWYECKMX pEKOMEHIAaluid B  00JacTH
JOKYMEHTAllMOHHOTO OOecleueHHsl yIpaBlIeHHs, JeONPOU3BOCTBA, a TaKXKe WHBbIE MaTepUAIbl B
COOTBETCTBHH C 3aJlauaM¥ OT/IeJIa;

4.1.5 noBeIIIATh YPOBEHD KBATU(UKAIIUH;

4.1.6 moIb30BaTHCSl KOMITBIOTEPHOM, MHOXHTEIBHOM U MHON TEXHUKOW, CPEICTBAMHU CBSI3H,
a TaKke HHBIMH MaTepHaIbHBIMH PECypCaMH, UMEIOIIMMHUCS B YUPEIKICHHH, HEOOXOIMMBIMH IS
obecrnieueHus aesreapHocTd OTaena.

4.2, Pa60THHKn Ortnena 00s3aHbI:

42.1. coxpaHATh KOHQHUIEHIMAILHOCTh CBEICHHM, COJEpXKalUuXcs B JOKYMEHTaX
YUpEXKICHHUS;

4.2.2. COBEpIIEHCTBOBATh M Pa3BUBaTh HEATEIBHOCTH YUPEXAEHHs, 00ecreunBacMyro
Otnenowm;

4.2.3. Ka4ECTBEHHO U B IIOJHOM OOBEME BBIIIOJHATL BO3JIOXKEHHBIC Ha HUX JOJKHOCTHBIE
0053aHHOCTH;

¥
4.2.4. BBIIOJHSATH MPUKA3bI, PACIIOPSKEHUS, IOPYUYEHHUS AUPEKTOPA, IEPBOrO 3aMECTUTEIIS
JUPEKTOpa B YCTAHOBJICHHBIE CPOKH.

4.2.5. Oka3pIBaTh IPaKTUYECKYIO MOMOILIb 3aMECTUTEISIM JUPEKTOpa 10 HAIPaBICHUIM
JESITeIbHOCTH YUPEXKJICHHUS 110 BOIIPOCAM COCTaBIICHUS IIPUKA30B, [IMCEM, OTBETOB Ha 3aIlIPOCHI.

5. PykoBozacTBo.
5.1. Otnen BO3raBIsieT MEPBBIA 3aMECTUTENb JUPEKTOPa.

5.2. IepBbIii 3aMeCTHTENb TUPEKTOPA OCYIIECTBISIET HETIOCPEICTBEHHOE PYKOBOICTBO BCEM
JesTenbHOCThI0 OTAeNa U MOYHHSETCS TUPEKTODY.

5.3.  AIMUHHCTPAaTUBHO-OPTraHU3AIMOHHBIA OTAEN COCTOMT H3 IIEPBOTO 3aMECTHTENIS
JIMPEKTOpa, CIICUAINCTa YIIPABICHUS IPOLIECCaMHt, CIIEUANUCTA 110 CBA3SIM C OOLIECTBEHHOCTBIO,
CHEIUAINCTA 10 UHHOBAIMOHHBIM TEXHOJIOTHSM, IOPUCTA, CEKpeTapsl.

5.4. IlepBbIif 3aMeCTUTENb JUPEKTOPA BBHIOIHSET CIEAYIOMue 00s13aHHOCTH
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5.4.1 pykoBomuT nesitenbHOCThIO Otzena, obecrieyMBaeT OpPraHH3AIllMI0 €ro padoThl,
BBIIIOJIHEHHE 33/1a4 U (YHKUMH, ONpENeNeHHBIX HacTosAmuM [loJloKeHHEM, a TaKkKe pelleHMH,
[IPUKA30B, PACIIOPSIKEHUMN U IIOPYYEHUN TUPEKTOPA;

5.4.2 ocymiecTBIsIeT KOHTPOJIb IeSTeNbHOCTH paboTHUKOB OTEna;

5.4.3 BHOCUT AMPEKTOpPY, MpPEIJIOKEHUS O COBEPIICHCTBOBAHUHU JesATeiapbHOCTH OTrena,
HOBBIEHUH 3(PPEKTUBHOCTH €ro paboThI;

5.4.4 pa3pabaThiBaeT MpPOEKTHl JOKYMEHTOB, CBS3aHHBIX C OpraHH3alMedl NesTeIbHOCTH
YUpEXKICHUS;

5.4.5 opranu3yer noBslllIeHUE KBaTuduKanuy pabotaukos Otaena;

5.4.6 ol0ecneuuBaer co3JdaHWe Ha pabodyMxX MecTax ONTUMAJIBHBIX YCJIOBHH JUIS
BBICOKOITPOU3BOIUTENILHOTO, KAYECTBEHHOT'O TPYAa;

5.4.7 xoHTpoaupyeTr cobmoaeHue padbotHukamu OTaesna 3akoHojarenbcTBa Poccuiickoit
®enepanuu, ycraBa U JIOKAJIbHBIX aKTOB YUPEXKIAEHHUS, B TOM unciie [IpaBui BHyTpEHHETO TPYI0BOTO
pacmopsiika YUYpeXXIEHHUs, IpaBHJl OXpaHbl Tpylda M TEXHHKH O€30MacHOCTH, IOXapHOH
Oe3omacHOCTH Ha paboyeM MecTe.

¥

5.4.8 pa3zpabaTbiBaeT IPOEKTHI JOKHOCTHBIX MHCTPYKIUI paboTHUKOB OTHeNa U BHOCUT
UX Ha YTBEPXKJIEHHE TUPEKTOPY 10 COTIACOBAHMIO C OTAEIOM KaJpOB.

5.5. IlepBblii 3aMeCTUTENH UIMEET NIPABO:

5.5.1 tpe6oBarh oT paboTHuKOB OT/eNa BHIIOJHEHUS B MOJTHOM O0OBEME M Ha BBICOKOM
KaueCTBEHHOM YPOBHE 00sI13aHHOCTEH, ONPEAENIEHHBIX UX JOKHOCTHBIMH UHCTPYKLIMSIMM;

5.5.2 tpebGoBarh coOmoneHus oT paboTHukKOB OTaena 3akoHonaTenbcTBa Poccuiickoit
denepanuu, ycraBa yupexaeHus, [[paBui BHyTpEHHEr0 TPYAOBOTO PACIOPSIKa, IPAaBUII OXPAHBI
TpyJa ¥ TEXHUKU 0€30I1aCHOCTH Ha paboyeM MecTe, TPUKA30B U paclOPsDKEHUH, U MHBIX JTOKAIbHBIX
aKTOB, TIOPYYEHHUH PyKOBOJICTBA;

5.5.3 3ampammBarth y PYKOBOIMTENICH CTPYKTYPHBIX MOJpA3JeNeHuil MaTepHaIbl |
HH(pOPMAIUIO, HEOOXOIMMBIE JUISl BBIIOJIHEHHS 3a1a4 U (QyHKIUH, BO3I0XKeHHbIX Ha OTaerm;

5.5.4 cobupars coBemmanus pabotHukoB Otnena;



MHUHUCTEPCTBO OBPA30BAHUSA U HAYKHN PECITYBJIMKH BYPATHUA

TOCYJAPCTBEHHOE BIOJ’KETHOE INTPO®ECCHOHAJIBHOE OBPA30OBATEJIbHOE YUPEX/JIEHUE
«BYPATCKUIN PECNNYBJIMKAHCKHUI MHY CTPUAJIBHBINA TEXHUKYM»

Ionoxcenue 06 AOO ¢ 'BITOY «BPHT»

CMK IICII 03-02-2016 Bepens 1 I H3menenns 0 | Ix3zemnasip 1 1 Crp. 1m39

5.5.5 MHUIMHAPOBATH M3MEHEHUS OPraHU3AIMOHHOW CTPYKTYpPBhI U INTATHOTO PacHHCaHUs
Ornena;

5.5.6 noknaapIBaTh JUPEKTOPY O HapYIIEHUSAX B paboTe ¢ JOKyMEHTaMH;

5.5.7 BHOCHTH JUPEKTOPY MPEUIOKEHHSI O MOOIIpeHHH paboTHUKOB OT/Ies1a U IPUMEHEHUU
K HUM JUCIUIUIMHAPHBIX B3bICKAHHH;

5.5.8 BcTymaTh BO B3aMMOOTHOIICHHS CO CTOPOHHHUMH OpPraHM3alUsAMH [UIS DPEIICHHS
BOIIPOCOB, BXOASIIUX B KomneTeHuo Otaena;

5.5.9 moamuceIBaTh, YTBEPXKIATh U BH3UPOBATh CIY)KEOHYIO JNOKYMEHTAlMI0 B paMKax
KOMITETEHIIUH.

5.6. Tlepslii 3aMeCTUTENH IUPEKTOPA HECET OTBETCTBEHHOCTS 34

5.6.1 HEKAYECTBEHHOE U HEIOJIHOE MCIIOJHEHHE 3a1a4 U (YHKIUH, BO3JIOKEHHBIX Ha OTaen
HacTosMM [1oJ10KkeHHeM, HEBBITIOJHEHHE B IMOJIHOM 00BEME U B yCTAaHOBJICHHBIE CPOKH PEIIEHHH,
NIPUKA30B, PaCIOPSHKEHHUM U MOPYYEHUH PyKOBOJCTBA;

5.6.2 HecoOmoaeHue 3akoHojartenscTBa Poccuiickoit denepanuu, HEIO0CTOBEPHOCTH
uH(popManum, IpeaAcTaBIsIeMOH pYKOBOICTBY;
¥

5.6.3 ytpaTy HOKyMEHTOB, oOpa3syroumxcsi B aesrenpHoctd Othena, W pasriaiieHune
KOH(pHICHIHATbHOM HHOpMaIH, KOTOpo# pacnonaraet Otaen;

5.6.4 HempuHATHE Mep MO OpPraHU3alMd M BEICHUIO jeionpousBoacTBa B OTaene B
COOTBETCTBHH C JIOKAJIbHBIMU aKTaMU YUPEKICHHUS.

6. BBAUMOOTHOUIEHUS C IPYTUMU CTPYKTYPHBIMU
I[NHOAPA3JIEJIEHMAMUA

6.1. Otmen B3aMMOIEWCTBYET C PYKOBOJACTBOM, CO BCEMH CTPYKTYPHBIMHU IOJpa3s/eICHUSIMHU
YUpEXKIEHHST 0  BOIpPOCAM  BEIEHHS  JEJONPOH3BOACTBA, pPabOTBl ¢  JIOKYMEHTaMH,
COBEPIIEHCTBOBAHMS METOJOB pabOThl C [JOKyMEHTaMH U IIPEJCTaBJICHHsS HEOOXOIMMBIX
PYKOBOJCTBY JOKYMEHTOB IO KOHTPOJIIO 3a CPOKaMH HCIOJIHEHHMS IOKYMEHTOB, a TakKkKe I10
PELIEHHIO BOIIPOCOB, HAXOISAIINXCSl B KOMIIETEHIIMH CTPYKTYPHBIX MOJAPa3IeIeHUH, B TOM YUCIIE 110
BOIIPOCAM YIIpaBJIeHUs KayeCTBOM 00pa3oBaHHUS.

6.2. Otmen HPOBOAMT BHYTPEHHHE ayauThl (MPOBEPKH) TMOApA3IC/ICHUH yUpexIeHUs 110
corlacoBaHHBIM KputepusM. O0001IaeT U MpeICTaBIsIeT pe3yIbTaThl Ay JUTa PyKOBOJCTBY.
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6.3. Otnen mnony4yaeT OT MOAPAasAENeHMH, OTHENOB, CIyO0 © JPYrHX CTPYKTYPHBIX
noJpas/ie/ieHuii HeOOXOMMMBIE JOKYMEHTBI U HH(POPMAIHIO (IJIsl IPOBEICHUS ayUTa IPOIECCOB
UJIM 110 BOIIPOCaAM JIEIOIIPOU3BOICTBA U UCTIOJTHUTEILHOM JUCIUTIIIMHEI).

7. PEOPT AHUBALS U JIMKBUIALIMS OTIEJIA

Otnen MoeT ObITh IMKBUIMPOBAH WM PEOPraHU30BaH MPUKA30M JUPEKTOPA YIPEIKIAEHHS.

JIMCT COI''TACOBAHUSA




