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CTPAHUIIA CTATYCA JOKYMEHTA

[Tpunoxxenue Ne 1

K npukazy Benuko-Ycrrorckoro
¢mwmana ®I'bOY BO «'YMPOD
uMenu agmupana C.O. MakapoBa»
ot 31.08.2020 Ne 68/0/]

CucremMa MEHEDKMEHTA KauecTBa
IoJi0keHNe 00 AAMUHUCTPATHBHO-X0351HiCTBEHHOM
oraesie
Hogsas penakuus

JlaTta BBesileHUST —
B COOTBETCTBUU C MIPUKA30M

Hacrosimee Ilonoxkenune pa3paboTaHO corjacHO TpeOoBaHUSAM MexayHapoIHOTO
Crangapra UCO 9001-2015 u sBnsercs AOKYMEHTOM CHUCTEMbl MEHEKMEHTa KauyecTBa
OI'bOY BO «(I'YMP® wnmenn agmupana C.O. MakapoBa». IlomoxeHne ycTaHaBIMBaeT
oOlIye TMOJIOKEHMs, OCHOBHbIE 3aJaud U (QYHKIOUH, CTPYKTYpY ¢  TNPUHIUIBI
(YHKIMOHUPOBAHUS  aJIMUHUCTPATUBHO-XO3SIICTBEHHOIO  OTAeNa KaK  CTPYKTYpPHOTO
nonpaszaenenus Benuko-Yctiorckoro ¢punnana ®I'bOY BO «I'VYMP® umenu agmupana C.O.
MaxkapoBay.

HacToammuii 1OoKyMeHT He MOXET OBITh MOJHOCTHIO WM YaCTHYHO BOCIPOM3BEJIEH,
TUPAXUPOBAH U PAaCIPOCTPAHEH 0€3 pa3pelIeHus IupeKTopa Gpuimana.

Kontposb moxkymenTa: Jupektop dunmana

PykoBouTens pa3paboTku Benymuii topuckoncynsT Mamonona T.H.

Wcnomuurens Mawmonosa T.H.
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Jlucr YuceTa SK3EMILISIPOB
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2
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Ne sk3emmisipa
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I. O0mmuMe moJ0KeHNs

1.1. AIMUHUCTPATUBHO-XO3AUCTBEHHBIN OTIEN SBISETCS CTPYKTYPHBIM MOJpa3/iesieHueM
Benuko-Ycriorckoro punuana ®I'bOY BO «'YMP® umenu agmupana C.O. MakapoBa» (nanee
— (Quuuan), KOTOpoe OCYLIECTBIAECT aJMHMHHUCTPATHUBHO-XO3SIMICTBEHHOE OOecredeHune
JeSTeNIbHOCTH (prinana.

1.2. HayanpHUK OTHENa MOJYUHSAETCS HEMOCPEACTBEHHO 3aMECTUTENI0 AUPEKTOpa IO
(UHAHCOBO-XO3SIMICTBEHHOU JIEATEITHPHOCTH.

1.3. AIMUHUCTPATUBHO-XO3UCTBEHHBIN OT/I€] (PYHKIIMOHUPYET B COOTBETCTBUH C:

— YCTaBOM YHUBEPCHUTETA;

— [Honoxenuem o ¢uiuase;

— [IpaBunamu BHYTpEHHETO TPYAOBOIO pacropsiika Guinania,;

— MPUKa3aMH U PACTIOPSHKEHUSIMU PEKTOpa YHUBEPCUTETA;

— MPUKa3aMH U PACIIOPSHKEHUSIMU AUPEKTOpa (uirana;

— IOKyMEHTaIlMel CUCTeMbl MEHE[)KMEHTA KaueCTBA YHUBEPCUTETA;

— OpraHU3allMOHHO-PACTIOPATUTEIILHBIMU U METOAMYECKUMU JOKyMEHTaMH (TPUKas3bl,
WHCTPYKIIMM M PEKOMEHJAIIMU OPraHoB BJIACTH II0 BOIPOCAaM KOHKPETHOTO MPUMEHEHUS
HOPMATUBHBIX JOKYMEHTOB, C Y4ETOM CHEIU(PUKU OTPaCIIn);

— HOPMaTUBHO-TIPABOBbIMU  akTamu  Poccuiickoni ~ ®Dexaepanuu MO0 BOIPOCAM
XO3SMCTBEHHOI'0 00ECIICUCHUS,

— HOpPMaMH U MpaBUJIAMU COJEP>KaHUs, SKCILTyaTallid ¥ PEMOHTA 3JJaHHM, TEXHUYECKOTO
000pyI0BaHus;

— HOPMAaTUBHBIMU JIOKYMEHTAMH TIO COOJIOJIEHUIO CAaHUTAPHO-TPOTHBOATHIAEMHUYECKOTO
pexuMa, TPOTHUBOIIOKAPHOU O€30MTACHOCTH M TEXHUKH O€30MMacHOCTH;

— HactroawmuM [lonoxxenuem.

1.4. AIMUHUCTPAaTUBHO-XO3AUCTBEHHBIM OTAEN TMOJb3YeTCs 3aKpeIUICHHBIM 33 HHUM
PYKOBOACTBOM  (¢uiauansa UMYIIECTBOM, IOMEIIEHUSAMH, OOOpPYJAOBaHUEM, PACXOIHBIMH
MaTepHalaMH.

1.5. CoTpyaHUKY aAMUHUCTPATUBHO-XO3SIICTBEHHOI'O OT/I€J1a Ha3HAYAIOTCS Ha JI0JKHOCTU
U OCBOOOXTAIOTCS OT JOJDKHOCTEM B YCTAHOBJIEHHOM  JICMCTBYIOUIUM  TPYAOBBIM
3aKOHO/IATEIILCTBOM MOPSIIKE, MPETYCMOTPEHHOM UX JIOKHOCTHBIMU UHCTPYKITUSIMU.

I1. IIpuBepKeHHOCTH NMOJUTHKE YHHBEPCUTETA B 00J1aCTH Ka4yecTBa

2.1. AIMUHUCTPAaTHBHO-XO3SMCTBEHHBI OTAET OCYIIECTBISIET CBOM (YHKIUU B
COOTBETCTBHUM C MOJUTHUKOHN B 00J1aCTH KaueCcTBa YHUBEPCUTETA.

2.2. O053aHHOCTH aIMHUHHCTPATUBHO-XO3HCTBEHHOTO OT/IENA 0 pean3alliil ITOJTUTHKA
B 00JIaCTH KayecTBa YHUBEPCUTETA COCTOAT B 00ECIICUECHUU:

— KauecTBa peaanu3yeMbIX (YHKIINIA;

— 3(PeKTUBHOCTU UCTIOIB30BAHUS PECYPCOB;

— HE0OXO0/IMMOT0 YPOBHS KBATU(DHUKAIIMN COTPYIHUKOB;

— YETKOT'0 pacHpeeIeHNs] OTBETCTBEHHOCTH U ITOJIHOMOUYUI COTPYAHHUKOB;

— UCTIIOJHEHUs TpeOOBaHMN HOPMATHBHO-TIPABOBBIX M  JIOKAIBHBIX HOPMAaTHBHBIX
JIOKYMEHTOB;

— HUCKJIFOUEHUS PUCKOB, CBSI3aHHBIX C HEMCIIOJHEHUEM WIIM HEeHaJUIekKAIUM UCIIOJIHEHUEM
COTPYIHUKAMU MOJIpa3/iesieHusl CBOMX 00sS3aHHOCTEH;

— CBOEBPEMEHHOT0 OOHApYKEHHUS U MPEeOTBPAILEHUS JTIOOBIX OTKIIOHEHUH OT MPHHSATHIX
CTaH/apTOB;

— BHECEHHs NPEAJIOKEHUH IO KOPPEKTUPOBKE OOLIEH MOIUTUKU IPU €€ €XKErOAHOM
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ePECMOTpPE PYKOBOJICTBOM YHHUBEPCHUTETA.

I1l. OcHoBHbIe 32124 U QyHKUIMHU

3.1. OcHOBHBIC 3a/1a4¥ AJIMUHHUCTPATHBHO-XO03SMCTBEHHOTO OT/ICIIA!

— IJIAHUPOBAaHUE, OpraHM3alus ¥  KOHTPOJIb  aJMHUHUCTPATUBHO-XO3SHCTBEHHOTO
obecrieueHus IesTEIILHOCTH (Priinana;

— COBEPIICHCTBOBAHKWE W BHEAPCHUE HOBBIX METOJOB OpPraHU3AIMK PabOTHI, B TOM YHCIIE
Ha OCHOBE HMCITOJIb30BaHHUS COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHI;

—ydacTde B TIOJTOTOBKE ¥ WCIIOJIHGHUW YIPABJICHUYECKUX PEIICHUH pPYKOBOJCTBA
dunmana MmO BOIpOCaM  AAMHHHCTPATHBHO-XO3SHUCTBEHHOTO OOECICUCHUsS JIeATEIHHOCTH
bununana;

— KOHTPOJIb B Tpeleliax CBOCH KOMIETCHIIMH 3a COOJIIOJICHUEM CaHUTAapHO-
MIPOTUBOAIHIEMUICCKOTO PEKHUMA, TPABHI TPOTHBOIOXKAPHON O€30MaCHOCTH, HOPM TEXHUKHU
0€30IaCHOCTH B 3[ITaHHUSIX M COOPYKEHUX (Uinana,;

— peayu3alys MOJMTUKH B 00JIACTH KA4eCTBA.

3.2. OcHOBHbIE (QYHKIMH aJMUHUCTPATUBHO-XO035AHCTBEHHOI'O OT/IEIa!

— XO35HCTBEHHOE OOCIYXMBaHHE M OOECIIEYEHHE HAJUIEXkKAIIEro COCTOSHUS B
COOTBETCTBUM C INpaBWJIAMHU U HOPMaMH IPOU3BOJCTBEHHOW CAHUTAPUM M HPOTUBOMOMXKAPHOU
3alMThl 3/aHUM M MOMeUleHUH ¢uinana, KOHTPOJb 3a MCIPABHOCTBIO M CBOEBPEMEHHBIM
PEMOHTOM 000PYAOBaHUS (OCBEUICHHS, CHCTEM OTOIUICHHUS, BeHTWIISALIUY H 1P.);

— BEJICHHE IPEelyCMOTPEHHON  JeHCTBYIOIIMMH HOPMATUBHO-TIPABOBBIMHU  aKTaMu
COOTBETCTBYIOLIEH JOKYMEHTAIMH, [TPEIOCTABICHUE B YCTAHOBIIEHHBIE CPOKU CTATUCTUYECKOH U
MHOM MH(pOpMaLIUU O JeSTEIIbHOCTH aIMUHUCTPATUBHO-XO035HCTBEHHOTO OT/IENa;

— y4yacTHe B MHBEHTapU3alluu 3/IaHHH, TOMeIeHn, 000pyJOBaHUS B LIESAX KOHTPOJIS UX
COXPaHHOCTH U TEXHUUYECKOTO COCTOSIHHUS;

— IUTAHUPOBAHME TEKYLIUX M KalUTAIbHBIX PEMOHTOB OCHOBHBIX (DOHNIOB (3/1aHM, cHCTEM
BOJIOCHA0KEHUsI, BO3AYXOMPOBOJOB U JIPYTUX COOPYKEHHI), COCTaBICHUE CMET X03iCTBEHHbBIX
pacxooB;

— PEMOHT MOMENIEHUH (HTnana, KOHTPOJIb KaueCTBa BHIIIOJIHEHUSI PEMOHTHBIX padoT;

— o0ecrieueHHe  CTPYKTYpHBIX — TofpasfeneHuil  Quuuama MeOenbio, TEXHHUKOH,
XO35ICTBEHHBIM MHBEHTapeM, U KOHTPOJIb 3a UX UCIOJIb30BAHUEM, COXPAHHOCTHIO, IIPOBEICHHE
CBOEBPEMEHHOT'0 PEMOHTA;

— opopmiieHHEe HEOOXOMMBIX JOKYMEHTOB ISl 3aKJIFOUEHMs IOTOBOPOB HAa MPOBEIECHUE
paboT U OKa3aHue YCIyT CTOPOHHUMHU OpPTraHU3alUsIMU;

— [IOJIy4eHHEe M  XpaHEHHe KaHUESIPCKUX  MPUHAAJICKHOCTEH, XO034HCTBEHHBIX
MaTepuaioB, 0O0OpYyIOBaHMs, HHBEHTaps, OOecledeHHEe HMH CTPYKTYpPHBIX MOApa3/eleHui
¢winana, yuer uxX pacxoJ0BaHMs U COCTaBJIEHHE YCTAHOBICHHON OTYETHOCTH;

— KOHTPOJb PAIlMOHAJIBHOIO PACXOJOBaHUS MaTepHalioB U (UHAHCOBBIX CPENCTB,
BBIJICTISIEMBIX ISl X034 CTBEHHBIX 1IETIEH;

— OyaroycTpoiictBo, o3eleHeHHe M yOopka TeppuTOpuH (uiaMana, Mpa3gHUYHOE
odopmiienue (acanos 3maHuit GrtHana;

— OpraHuzanus 1 odecreueHue MpornyCcKHOTo PeKuMa;

— XO3sICTBEHHOE 00CTY)KMBaHHE NMPOBOAUMBIX COBEIAHUH, KOHQEepeHIINH, CEMUHAPOB U
JPYTUX MEPOIPUSTHH;

— OpraHu3alus U KOHTPOJIb ACSITEIbHOCTU CKIAA0B (urana;

— npoBe/ieHne MH()OPMALMOHHO-Pa3bsICHUTEIbHOM paboThl cpean pabOTHUKOB (uiinaia,
HaIpaBJIEHHOW Ha o0ecrieueHue COXPaHHOCTH U COJEP)KaHUS B MCIPABHOM COCTOSIHUU 3/1aHUH,
NOMEIICHUH M uMyllecTBa ¢uinana, OepexHOe OTHOLIEHHE K O0OPYJOBAHUIO M SKOHOMHOE
UCIIOJIb30BAaHUE MAaTEPUAIBHBIX M HHEPreTUYECKUX PECYPCOB (AJIEKTPOIHEPIUH, TEIUIa, BOIbI,
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KaHOCIIAPCKHUX HpI/IHaI[J'Ie)KHOCTCf/'I, PaCXOJHBIX MAaTCPHUAJIOB U T.I[.);
— MMPOBCACHUC ITPOTHBOIIOKAPHBIX U IIPOTUBOINUACMHUYCCKUX MCpOHpI/ISITI/IfI.

IV. CtpykTypa

CprKTypa a,I[MI/IHI/ICTpaTI/IBHO-XOBHfICTBeHHOFO oTacia OIIPCACIIACTCA M TaTHBIM
pacCiucCaHnucMm. CDYHKLII/IOHa.HBHBIG 00513aHHOCTH COTPYAHUKOB AIMUHUCTPATUBHO-
XO3SHCTBEHHOTO oTAcia onpeacIsIroTCA JOJPKHOCTHBIMA MHCTPYKIIUAMMU.

HaganpHuk oTnesna

3aBeayromuii OOLIEKUTHEM Y6opmuK ciryKeOHbIX
MOMEIICHUI

Komenpmant yuebHOTO KOpITyca

Bopaurens aBToMOOMIS

DJIEKTPOMOHTEP

Kacrenguma

3aBeayromuii kKamepoi

YOOpIIUK TPOU3BOACTBEHHBIX

XpaHeHus N
MTOMEIIECHUH
Crecapb-CaHTEXHUK
Cropox
Baxtep

Pucynok 1. CTpykTypHas cxema aJMUHUCTPATUBHO-XO35ICTBEHHOT'O OT/Iea

V. OTBEeTCTBEHHOCTH

5.1. OTBETCTBEHHOCTh 3a Kaue€CTBO M CBOEBPEMEHHOCTH BBINOJIHEHHUS 3a/1a4 U (QYyHKIUH,
BO3JIOKEHHBIX Ha AaJMHWHUCTPATUBHO-XO3AMCTBEHHBIM OTAeN HacTosamuM IlomokeHueM,
BBIMIOJTHEHHE TOJ0BOr0 IUIaHa padOThl MO BCEM HAMpaBICHUSM JEATEIbHOCTH, a TaKke 3a
co3ziaHue yciaoBui s 3ppekTuBHOM paboThI BCEro KOJUIEKTHBA HECET HauyalbHUK OT/ENa.

5.2. COTpyIHUKH aJMHHHCTPATHBHO-XO3SHCTBEHHOTO OT/IENa HECYT OTBETCTBEHHOCTH 3a
Ka4eCTBO BBIMOJHEHHUsSI Pa0OT, BO3JIOKEHHBIX Ha HHUX COOTBETCTBYIOIIMMH JOJPKHOCTHBIMHU
HUHCTPYKLHUSMHU.

VI. YnpaBiaenue

6.1. Hermocpencreennoe PYKOBOJICTBO JeSITeTbHOCTHIO aJIMUHUCTPATUBHO-
XO035ICTBEHHOTO OT/eNla OCYIIECTBISIET HAaYaJbHUK OT/AENa, Ha3HAYaeMblii IPUKA30M JAUPEKTOpa
bunuana.

6.2. HauanpbHMK  OTZHena  OpraHu3yeT  BBINOJIHEHHE — 3aJad, CTOSIIUX  Hepen
aJIMAHUCTPATHBHO-XO35IMICTBEHHBIM OTJIEJIOM B COOTBETCTBHM C HacTosmuM llojoxeHnem u
JOJDKHOCTHOW HMHCTpyKUMeH. JloKHOCTHAasE MHCTPYKIMS HadajdbHHKA OTJENa yTBEp)KIaeTcs
MPUKA30M JUpeKTopa Gpuimana.
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VII. Co3nanue, TMKBHIAIMUSI, PEOPraHU3AIUSA

7.1. Co3nanue, JUKBUJALUS W PpEOpPraHMU3alusl  aJMUHUCTPATUBHO-XO3SIICTBEHHOIO
OTJieJ1a MPOU3BOJATCS IIPUKA30M AUPEKTOPA (puiHania.
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