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1. O6mue nosoxeHns

1.1 Hacrosmiee Ionoxenue PEIIIAMEHTHPYET NPABOBOH CTATYC a/IMHHHCTPATHRHOI'O ofuca
aBTOHOMHOH HEKOMMEPYECKOH OpraHm3aIy IpoeccHonaNEHOro 06pasopanus «Hopoxomme mx»
(namee — AHO I1IO «HoBokomme/pi», KONIeK) U yeTaHARTHEAET ce 3a1a49H, QyHKIHH, CTPYKTYDY,
OTBETCTBEHHOCTE.

1.2 Hacrosmee ITonoxenne PacipOCTpansaeICcs Ha BCeX PabOTHUKOB aiMHHHCTPATHBHOTO
ouca.

1.3 AnvmunmECTpaTUBHEL obuC TBASCTCS CTPYKTYPHBIM ITOJpa3IeIeHHeM KOJLTeKa.

1.4 AnMAHECTPATHBHEIH O(¥C BO3MIABIACT 3aMECTHTEND JMPEKTOpa 10 0bIIHM Bompocam,
KOTOPBIM HA3HAYACTCA M OCBOGOXKIACTCS OT MOMKHOCTH OPHKA30M JHPEKTOpa KOJUISIKA B
COOTBETCTBHH € 3aKOHONaTeNbCTBOM Poccuiickoit ®eneparmm.

1.5 Crpykrypa um wraTtnoe PaciiiCanne anaMAHUCTPATHBHOTO O(MHCA YTREpPKIAIOTCS
THPEKTOPOM KOJUIEIKA.

Pacipenienenue obszannocreit paboTHEKOB aIMHHHACTPATHBHOTO O(Hca OCYIIECTRISIETCS B
COOTBETCTBHH C NOJDKHOCTHBIMH HHCTPYKI[USIMH, yTBEPIK (EHHBIMH THPEKTOPOM KOJITEIKA.

1.6 B cBoeil nesTensHOCTH AIMHUHUCTPaTHBHBIA O(HC PYKOBOACTBYETCS JEHCTRYFOIIIM
3aKoHONATENLCTBOM Poccuiickolt Demepanuy, HOPMATHBHBIMK JOKyMeHTaMH Munucrepersa
oOpazoBaHHs W Haykm Poccuiickoit Dentepanun, Munncrepersa npocpemenus Poccriickoit
Qefepallid W HMHBEIMH HOPMaTHBHO-NIPABOBEIMK ~ aKTaMH, PETyIHPYIOMMME TPYAOBHE |
HCMOCPEACTBEHHO CBS3aHHBIC C HHAMH OTHOIICHHS B cdepe cpejHero npodeccHoHanLHOro
obpaszoBanus, VYcraBoM komiemka, KodIeKTHBHEDM JOTOBOPOM  KOJUIEIkKA, HACTOSIIHM
IonoxeHneM 1 HEBIME TOKAIEHEIME HOPMATHBHEIME AKTAMIL

1.7 Anmummucrpatusneii obuc Bemer CIYy’KEOHYHO NOKYMEHTALHIO B COOTBETCTBHH C

YTBEPKACHHOW HOMEHKIIATY PO [eN KOJUTeIKa M CXeMOoit JOKYMEHTOO00pOTA.

2. HopmaTuBHbIE cCBLIKH

Hacrosmiee ITomoxenue moAroToBIeHO B COOTBETCTBHH ¢

- KoHcTtuTynuei PO;

- Tpynosemt Komexcom PO

- IlocraHoBneHusME,  pacHOpPSKEHHAMH, NpUKa3aMH, JPYTHMH  PYKOBOISAIIHMH,
MCETOMMYECKIMHE M HOPMATHBHBIMH MaTCPHANAMH BHILECTOSINX, (HHAHCOBBIX H KOHTPOJIBHO-
PCBHSHOHHBIX OPraHOB IO BOIPOCAM OPraHH3alUU GYXTaTTEpPCKOro y4eTa M COCTABIECHHUS
OTHETHOCTH II0 COOTBETCTBYIONIEMY YYacTKy paboTh;

- ®enepanbubmv 3akonoM «O6 06pazoBanuu B Poccuiickoii Depepapmy or 29.12.2012
Ne 273-d3;

- QexepanbupM 3akoHOM 0T 27.07.2006 Ne 152-03 «O IIE€PCOHANILHBIX JIAHHEIX ),

- Ilpuxazom MunoGpraykn Poccnu ot 14.06.2013 . Ne 464 «O6 yiBepikieauH [lopsgaka
OpraHH3alli¥ H  OCYNICCTBIEHHA 00pa3OBATENBHOM JESTEILHOCTH 110 00pa3oBRaTeILHBM
TIpOrpaMMaM CPeIHETO HPO(ECCHOHAIBHOIO 06Pa30BAHMAN;

2 HEUIOI‘OBLIM, TPYAOBEIM 3aKOHOOATECIBCTBO B YACTH pacdeToB 110 orniare pyna H



HAYHCIICHASM Ha BBIIATHI II0 OIUIATE TPYHA;
- IlpaBunamu npuema 8 AHO 10 "HoBoxomnemx";
- Yerasom AHO T10O "HoBoxommemk";

- Jlpyrumu TOKaNBHBIME aKTaMH KOJUISIKA.

3. O6o3Havenus u COKpAaIeHHs

B Ionoxennn ucrons3yrorcs CIIETYIOIIHE COKPaNEHHS:

AHO II0 «HoBokomnemxy», kommemx — aBTOHOMHAsST HEKOMMEpPYECKas OpraHH3aIlHs
npodeccroramsroro obpazoranus «Hosokomiemiy.

4. OcHoBHBIE 3212491 U PYHKIHK

4.1 OcHoBHas 3anada AJIMUHUCTPATHBHOIO O(HCa 3aKIF0YaETC] B PEAIM3alMH [OTHTHKM
KOJIe[Ka, B cepe yrpasieHus OyXTalTepeKoro y4eTa M OTYECTHOCTH, KaJIpoBOM IONUTHKH H
4/IMUHACTPATUBHO-XO3THCTBEHHOTO 0OECTICYEHUS KOIITEMKa, CO3AHHS OMAronpUATHEIX YCIOBM
A7 y9eObl ¥ paboThl 06YUarOMmMest 1 paboTHUKAM KOJUIEIKA.

4.2 OcHoBHEBIE (yHKITHH aIMUHUCTPATHBHOTO O(HCa PACIPEICIAIOTCS HA: Oyxranrepckue,
KaJpOBBIC H aIMHHUCTPATUBHO-X03SCTREHHbIE,

4.2.1 OcHOBHBIE GyHKIUH B 06J1acTH OyXrajnTepcKkoro y4era i OTYETHOCTH:

Opranu3auus OyXranTepcKoro ¥ HAIOTOBOIO YUeTa BCeX XO3SHCTBEHHELX olepanuii B
COOTBETCTBHH C TPEOOBAHUAMHE JEHCTBYIOIMIEr0 3aKOHOIATELCTRA P®D;

- BBIIOIHCHHUE IIPE/BADUTEINBHOTO M TIOCTEIYIOMEr0 KOHTPOJIS CBOCBPEMEHHOIO H
NIPABUIBLHOTO O(QOPMIICHHS [EPBHYHEIX YUETHEIX JIOKYMEHTOB M 3aKOHHOCTH COBEPIIAEMBIX
OIICpalIHi;

- obecredeHre COXPAHHOCTH ICHEKHDIX CPE/ICTB B IIPOLECCE MX MOIYYICHHS, XPAHCHHI 1
HCIIONB30BAHHS;

- HATHCJICHHC M BBINIATHL B YCTAHOBJICHHBIE CPOKM 3apalOTHOM MiaThl paGOTHHKAM
KOJUTE KA,

- CBOCEPCMEHHEIC pacqeThl ¢ pabOTHMKAMH, KOHTParcHTAMH (DU3HUECKAMH M
IOPHIMYCCKUMU JTHITAMM;

- HAYHCIICHHUE W IICPEYMCIICHHE HAIOTOB B HATTOTOBLIE OPraHbl, BHEOIOIKETHEIC (oHIEL

4.2.2 OcHOBHBIE QyHKUHH B 061acTH KaapoBOH MOIUTHKH:

- (OpPMHPOBAHHE IITATHOTO PACIIHCAHAS KOJUIEKA;

- OIpENeNeHue TeKyIel moTpeOHOCTH B Kaapax;

- KOMIIIEKTOBAHHE KOJUICMKa HEOOXONMMMBIMH K&/[paMH B COOTBETCTBHH C KPUTEPUIMHI
0TOOpa M OLEHKOM HAHUMAEMOTO ePCOHANA;

- JIOKYMEHTanpHOe O(opMieHHEe TNpHeMa, IEPeBOa H YBOJIBHEHHS pabOTHUKOB B
COOTBCTCTBHH ¢ TPYAOBBIM 3aKOHOJZATENLCTBOM - OQOPMIEHHE TPYIOBBIX JIOTOBOPOB €
pabOTHHKAMH ¥ M3MEHEHHH K HHM, II0JIOTOBKA I[POCKTOB NPHKA30B 110 JHYHOMY COCTaBy H

OCHOBHOH JIesSTENEHOCTH KOoJreoKa, 3all0JIHEHHE JTHYHBIX KapTo4ek pa60THIfIKOB;



- BCNCHHE PabOTHI C TPYAOBEIME KHIDKKAMH, B TOM UHCIC IIPHEM TPYIOBBIX KHHMKEK OT
IIPHHAMACMBIX Ha PabOTy pabOTHHKOB, HX yder, XPaHCHUE, 3AlONHEHNE, 4 TakKe BbIIAYa IpH
IPEKPAIIEHHH TPYIOBEIX OTHOIICHHIH:

- VAICT JITHOIO COCTaBa IIyTeM COCTABICHHUS PAa3IHTIHOTO BHA OTYETOB;

- COCTaBiIeHHE rpaQMKOB OTIYCKOB, oQopMIeHME IPUKA30B O MpeJOCTaBIICHHH
PabOTHUKAM PA3THYHBIX BHIOB OTIyCKOB, YHCT KOIMYECTBA HCIIOMB3OBAHHBIX THEH OTIIYCKa;

- pabota ¢ mHCTKaMu HETPYJI0CIIOCOOHOCTH;

- 3amonHeHMe Tabenel ywera pabouero BPEMEHH  pabOTHUKAMH  CTPYKTYPHBIX
TIOIpa3IeIeHHII;

- TOATOTOBKH M BhIZAYa CIIPABOK O 3aHHMAEMOM NOIGKHOCTH M neprose paGoTel B
KOILTEIDKE;

- B3aWMOJEHCTBHE CO CTOPOHHHMH OPTaHHU3al[UAMH:

- CIPaxoBbIMM KOMIIAHHMSAMH B YacTH II0OJAYH CBEJCHMH Ha odopMmIIeHHEe IIOIHCOR
0053aTETLHOI0  METHUIMHECKOTO cTpaxoBanua (OMC) wu J0OPOBONBHOIO  MEMIMHCKOTO
cTpaxosanus (JIMC);

- TICHCHOHHBIMH (OHJAMH B IEIAX NPEIOCTABICHHS JOKYMEHTOR JUISL H3TOTOBIICHHS
CTPAXOBbIX CBHNETEIBCTB OCY JAPCTBEHHOTO IEHCHOHHOT'O CTPAaXOBAHHS,

4.2.3 OcHOBHBIC aIMUHHCTPATHBHO-XO03SHCTBCHHEIE byHKIHA:

- [IaHApOBAHME, OpraHu3alks M KOHTPOIb aAMUHHCTPATHBHO-XO3SHCTBEHHOTO
obecrieYeHnst JeATeTBHOCTH CTPYKTYPHBIX TIONPA3IeIeH I KOJIeKa;

- COJMCpKaHMe 3NAaHWH, IOMEIEHWH ¥ HNpHIerarmell Teppuropud Kolle/mKa, o
TIOTACPHAHNE HX B HAIIEKAIIEM COCTOSHHMH B COOTBETCTBHH C HCHCTBYONIAME CaHHTAPHO -
THTHCHHHYECKUME M [TPOTHBOIOKAPHEIMA HOPMAMH H TIPABHIIAME;

- KOHTPOIL 34  DalMOHANBHBIM — HCIONB30BAHMEM — MATEPHAIBHEIX pecypcos,
COXPaHHOCTH COOCTBEHHOCTH KOILIEIKA,

- BCACHHC MpPENyCMOTPEHHOH NCHCTBYIONIMMH HODMATHBHO-IIPABOBEIMH  aKTaMu
COOTBETCTBYIOIIEH JIOKYMEH AL,

- COCTaBIICHHC PAacYeToB, 0OOCHOBaHUM ¥ TOJOBBIX 3aSBOK HA BEIIETEHHE JSHEIKHDIX
CPEACTB  HA  OKCIUIyaTaIMOHHO-XO3AHCTBEHHOE OOCCIEUEHHE  COTTACHO HOPMATHBHBIM
JNOKYMEHTaM;

- Oprammsamusi paboT IO EKEromHOMY O6CNEeMO0BAHHMIO COCTOSHUS 3MaHU  w
IOMEIIEHHH B NENSIX ONpeneieHus 0OLEKTOB, HyKIAIOMMXC B TEKYIIEM HIIM OPYTHX BUIAX
PEMOHTOB;

- OPraHM3allid HAUICKAMEH SKCIUlyaTalWH, COACPIKAHUs, COXPAHHOCTH H pPEMOHTA
CITy)KeOHBIX TIOMENICHUH B 31aHUSK,

- TOArOTOBKA M OGOPMIEHHE JOKYMEHTAIMH IS [POBEJEHUS TOProB II0 BOIIPOCAaM
OKCILTyaTallik MaTCpUATBHO-TEXHUIECKOW 0a3bl KOMTeka H obecIeueHis MaTepuaabHO-
TEXHHYECKUMM CPEICTBAMHE;

- CO3[aHMe yCIOBHH JULL Tpya pabOTHUKOB KOJIIeIKa;



- XO3AHCTBEHHOE OOCIHy)XHBaHHE W1 obecrieuenre Ha/UIeKAIEro COCTOAHHA B
COOTBCICTBUM C IPABWIAMH M HOpPMaMmu IIPOM3BO/ICTBEHHOH CAHUTAPUH M IIPOTHBOIIOXKAPHO
3aIUATLI 3JAHUA U TOMEIEeHuit, B KOTOPBIX PacONOKEHBI [TOApa3 IeTeHHs KOJUJIEIDKA, KOHTPOIIE
3d UCIIPaBHOCTBIO 000pY/T0BAHHS (ocBemenus, cucrem OTOIIEHHS, BEHTUIIIHHA U 1p.);

" YYacTHe B MHBEHTApH3allM¥ 3MaHUH, TOMEIIeHHMIA, 000pYIOBaHMS B LIeNsX KOHTpOJIS
HX COXPaHHOCTH H TEXHUYECKOTO COCTOSHHUS,

- obecrneuenue CTPYKTYPHBIX TOAPA3AeNeHAN KOJUIeIKa MEORIIBIO, XO3SHCTREHHBIM
HHBEHTAPEM, KOHTPOJIL 33 UX PAlMOHAIBHBIM HCIIONB30BaHHEM, COXPAHHOCTBIO, IIPOBECHHEM
CBOEBPCMEHHOTO PEMOHTA;

- odopmieHHE HEOGXOIUMEBIX AOKYMCHTOB I 3aK/IIOYEHMS JOTOBOPOB Ha
IpOBe/IcHHE PaboT M OKa3aHHE yCIIyT CTOPOHHHMH OPraHH3aI[HAMHU;

- KOHTPOJIL  PALUMOHANLHOIO  PacXOIOBAHHS MarepuanoB,  BBIACNACMBIX  JUIs
XO3AMCTBEHHBIX LEJIEH;

- OmaroycrpoiicTBo, O3€lIEHEeHHE, YOOpKa TEPPUTOPUH;

- X03dAHCTBEHHOE 00CTyKUBaHWE [IPOBOMMEIX COBCIIAHHI, KOH(bEPEHIHH, CEMHHApOB

U IPYTHX MEPOIIPHATHH.

5. lIpaBa u o6a3anHOCTH

5.1 JIns BEIMOJIHEHHS BO3NOKEHHBIX 347124 aJIMUHICTPATUBHBIH O(HC HMeeT Ipago:

T OCYINCCIBIIATE BHJBI ICATENLHOCTH, ONPCIENeHHe HAacTosmuM [lomoxkenmeM s
PeIIeHH [IOCTABNeHHBIX 33134,

- anpalmBarh B APYIUX CTPYKTYPHBIX MOJPA3NENeHHIX HEOBXOMMMYO uHpOpMAIHIO
AU HAJUIEXKAIIETO BEIIOIHEHHA CBOUX ()Y HKITHIA;

- o0pamaTecss B COOTBETCTBHH C  VCTAHORJIEHHBIM HOPSIKOM B BBINIECTOSIIHE
OPTaHU3AIIH 32 PA3hACHEHMAMY 110 BOIIPOCAM, BXOSIIHM B KOMITETEHITHIO T10/Ipa3AeTIeHuUS;

- (OPMHPOBATH IUIAHEI CBOeH JEATENBHOCTH, WCXONS W3 IEPCIIEKTHB  PA3BUTHSA
KOJII/UKA, i CAMOCTOSTEIBHO YIIPABIIATE UX OCYIECTBICHHEM;

- TPOBOIHTH H y9aCTBOBATE B COBCIIAHMAX 110 BOIPOCAM, BXOMAIIEM B KOMIIETEHIIHIO
aIMHHHCTPATUBHOTO O(uca;

- B HEOOXO/MMEIX CIIyuasX, IPH PEIIEHHH BOIPOCOB, CBA3AHHEIX C [IOpyYCHHEM
PYKOBOICTBA KOJUICJUKA, IIPHBIEKATh B YCTAHOBIEHHOM MOPSIKe K COBMECTHOM pabote
PabOTHUKOB APYIHX HOAPA3IeNeH I KOIUIEKA;

- /IPyTME TIpaBa, yYCTAHOBNEHHBIC JUli TOApAsACieHHH YCTaBOM KolTemka u
JONOJIHSIOMHAMHE €70 HOPMATHBHBIMU aKTAME.

5.2 Tlpaea u 0Gs3aHHOCTH PYKOBOJWMTENS M PaGOTHHKOB aJIMHHHCTPAaTUBHOrO oduca

3aKPEIICHBL JOIDKHOCTHRIMUA HHCTPYKITHAMH.

6. OTBeTCTBEHHOCTD



0.1 Bcio IOMHOTY OTBeTCTBeHHOCTH 3a Ka4eCTBO M CBOECBPEMEHHOCTHL BEBINOTHCHMS
BO3JIOKEHHBIX Hacrosmum I[lonokenuwem nHa AIMUHHCTPATHBHEIH oQuc (QyHKINH Hecer
3aMECTHTEIIb TMPEKTOPA 10 OOIEM BOIPOCAM.

6.2 PabOTHHKH aIMUHHCTpaTHBHOTO odHca HECYT OTBETCTBEHHOCTE 3a:

a) HEHa UIeKaIlee HCTIOJIHEHHE CBOHX JIOJDKHOCTHBIX o0sA3aHHOCTEIH,
TIPE/LY CMOTPEHHBIX TODKHOCTHBIMU HHCTPYKI[HSMH;

0) HECOOMIOIEHHE TPYOBOTO 3aKOHONATENECTBA, TPYNOBOM JIMCHUIUINHEL, IIPABHI O
TEXHHKE DC30MACHOCTH, OXPAHE TPy Ia U NIPOTHBONIOXKAPHOH Ge30macHoCTH;

B) HCTIPABOMECPHOE  PaCIpOCTpaHEHWE, pasIilallleHde 1 Iiepefady IepCoOHaTBHEIX
AGHHBIX O0Yy4YalOMMXCd W pabOTHHKOB KONIEKA B COOTBETCTBHH C 3aKOHOIATENHCTBOM
Poccniickoit ®eneparyi;

r) TPUIHHCHAC MaTepHAThHOTO yiepba, B mpejienax, onpeeéHHbix OEHCTRYIOMUM
3aKOHOMaTenbeTBOM Poceniickoit ®enepanum;

1) MHBIC HApYIICHHS, COBEPIICHHEIE B [Ipomecce OCYIIECTBICHHS CBOCH NEATENBHOCTH, B
TIpE/ieNax, ONpeeIEHHBIX NEHCTBYIONINM 3aKOHONATEIHCTBOM Poccuiickoii Denepanum.

6.3 Cremens oOTBeTCTBEHHOCTH pabOTHHKOB  yCTAHABIMBACTCH  JOJKHOCTHBIME
UHCTPYKIHSAMHE, B KOTOPBIX ONpPEIeNCHBI KBAIH(DHKAIHOHHBIE TpeboBaHus, 00SI3aHHOCTH, Mpasa u
OTBETCTBEHHOCTE.

7. 3akII0YATEILHBIE OI0KCHH
7.1  Hacrosmee Ilonoxenue paccMaTpHBacTCd W NPHHEMAETCS HA  3aceJaHHH
Ieyrarorngeckoro coseta u yTrepiKaaeTes JUPEKTOPOM.



