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1. OO01ue moJI0KeHus

1.1. AaMUHUCTpaTHUBHO-XO3SMCTBEHHBIN oTaen (nainee — AXO, otnen) sBiseTcs
CTPYKTYpHBIM  ToJpa3aefieHueM  MyHHUIUNAnbHOrO  OIOJKETHOro  00pa3oBaTENIbHOTO
YUpEeXKIIEHUsST BBICHIETO OOpa3oBaHusi Bonrorpaackoid KoHcepBaTOPUH (MHCTHTYTa) HWMEHH
IT.A.CepebpsikoBa (nanee Konceparopusi).

1.2. .lenpto [eATENbHOCTH OTAeNa SBISAETCS oOOecleYeHue aJIMUHUCTPATHBHO-
X03UCTBEHHOU JleaTenbHOCTH KoHcepBaTopuu.

1.3. AXO co3paercs u IUKBUAUPYETCA IpUKa3oM pekropa KoHncepBaropuu.

1.4. HenocpencTBEHHYIO  KOOpDJAMHAIIMIO W  KOHTposb  nesrenbHocTH  AXO
OCYILECTBIISIET HAuYaJbHUK aIMUHUCTPATUBHO-XO3SMCTBEHHOro oTaena (HadanbHUK AXO)
KoncepBaropumu.

1.5. AXO Bo3riasiasgeT HavYadbHUK, Ha3HAYaeMbIH Ha JOJDKHOCTH MU OCBOOOKIAaEeMBI
OT JOJDKHOCTH Tmpuka3zoMm pektopa KoncepBaropuu. Ha Bpems JIMTENBHOrO OTCYTCTBUS
HavalbHUKA oT/erna (00Je3Hb, OTITYCK, KOMaHIMPOBKA), €ro 00s3aHHOCTH UCTIOTHIET KOMEHIAHT
KoHcepBaropuu B COOTBETCTBUM C MpUKa3oM pekTopa Konceparopuu.

1.6. Hauanpauk AXO noauuHsieTcs HeoCpeACTBEHHO pekTopy KoHcepBaropuu.

1.7. PaboTHUKM OT/AETa HA3HAUAIOTCSA U OCBOOOKIAIOTCS OT JOHKHOCTH Ha OCHOBAHUU
pelieHus peKTopa o npejacraBieHuo HayanbHuka AXO.

1.8. OOmee pyKOBOACTBO  JESATEIBHOCTHIO  OTJENAa  OCYLIECTBISAET  PEKTOP
KoHncepBaropuu.

1.9. Ortnen B cBoelt paboTe pyKOBOJICTBYETCS:

- penepanpubiMu 3akoHamMu Poccuiickoit denepanuu;

- yKa3zaMu u pacnopsbkenusmu Ipesunenta Poccuiickoit @enepannu;

- IOCTaHOBJICHUSAMHU U pacnopskeHusmu lIpasurenscTBa Pocculickont @enepanyu;

- 3akoHamu Bonrorpazackoii obnactu;

- UWHBIMM  HOPMAaTUBHBIMM  IIpaBOBBIMHM  akTamu  Poccuiickoin ~ ®enepanum,
pEryIupyrIUMU TPaBOOTHOLIEHHS B cepe komnerenunu Koncepparopuu;

- HOpPMAaTHMBHBIMH TPABOBBIMU aKTaMH, OPTraHU3AIMOHHO-PACHOPAIUTEILHBIMU |
PYKOBOJSIIMMH JOKYMEHTaMU MuHHCTEepCcTBa 00pazoBanus U Hayku Poccuiickoit @deneparui;

- ycraoM KoHcepBaropuu;

- KOJIJIEKTUBHBIM JIOTOBOPOM,;

- JIOKaJIbHBIMU HOPMATUBHBIMH aKTaMHU;

- CITy’KE€OHBIM PACTIOPSIIKOM;

- HacrosimuM I[losoxenunem.

1.10. B oTaene 10MKHBI OBITH JOKYMEHTHI U MaTepUaibl IO CIEIYIOIINM BOIIPOCaM:

- TOCTAHOBJICHUS, PACTIOPSKEHUS, TPHUKA3bl, JAPYTUE PYKOBOMISIINE W HOPMATUBHBIC
JOKYMEHTBhI  BBIIIECTOSIIIUX  OPraHoOB, Kacarolluecs aJIMUHHUCTPATUBHO-XO3UCTBEHHOTO
00CITy )KHBaHUS,

- CpEICTBA CBSA3M, BBIUUCIUTEIBLHON U OPraHU3allMOHHON TEXHUKH;
- CpelICTBa MEXaHU3AIMK PYYHOTO TPY/a;

- MpaBUJIa BHYTPEHHETO TPYJIOBOTO PACcHOPSIKa;

- MpaBWJIa U HOPMBI OXPaHBI TPY/Ia.

2. Crpykrypa otaesia

2.1. Otnen ¢opMupyeTcs B COOTBETCTBUM CO CTPYKTYpOH, YTBEPKIAEMOU PEKTOPOM
KoHcepBaropun W IUTATHBIM pPACIHUCAHUEM, YTBEPKIAEMBIM B YCTaHOBJIEHHOM IOpPSAKE
pexropom KoncepBaropumu.

2.2. PykoBoactBo otnenoM ocymectsiseT Hauanpauk AXO.

2.3. B cocTtaB oTzena BXOJAT:



- UmxeHnepHO-TeXHUYECKas CITyk0a;

- bubnuoreka;

- CTyus 3ByKO3aIluCH;

- BricTaBouHEIH 3aIT;

- Mactepckue 1o peMOHTY MYy3bIKaJIbHBIX HHCTPYMEHTOB;
- OOcyKMBAIOIIUN TTEPCOHAI.

3. OcHoBHBIC 32291

3.1 OcCHOBHOM  3ajayed  oTaena  SBJISIETCA  AIMUHUCTPATUBHO-XO3SHCTBEHHOE
obecrieueHne AesITeIbHOCTH KOHCEPBATOPHH, KOTOpasi BKIIFOYAET B ceO0sl:

3.1.1 Texaudeckoe OOCTY)KMBaHUE 3/IaHMsI, TOMEIICHUH, OOOpPYJOBAaHHMS U CHCTEM
BOJIOCHA0KEHU S, OTOIICHHUS, BEHTHIIALIMH, SJICKTPOCETEH.

3.1.2  IlnanupoBaHHE, OpraHU3aMsA ¥ KOHTPOJIb MTPOBEACHUS TEKYIIMX M KaUTaIbHBIX
PEMOHTOB 3/IaHUM, MOMEIICHUA ¥ TEXHUYECKOTO 000pYIOBaHUS KOHCEPBATOPUHU, COCTABIICHUE
CMET XO35IMCTBEHHBIX PACX0JI0B.

3.1.3  CocraBieHHE TMEPCHEKTUBHBIX U TOJOBBIX IJJAHOB M  OCYILECTBICHHUE
MaTepHaATbHO-TEXHUYECKOTO 00€CIIeueHNUsI KOHCEPBATOPHH.

3.2 OpranuzaloHHO-METOUYECKOE PYKOBOACTBO U KOHTPOJIb  JESTEIbHOCTH
CTPYKTYPHBIX MOJApa3felieHui MO BOMPOCaM XO3SHUCTBEHHOTO OOCITY>KHMBaHHUS, PALMOHAIBHOTO
MCIIOJIb30BAHUS MAaTePUATIbHBIX PECYPCOB, COXPAHHOCTH COOCTBEHHOCTH KOHCEPBATOPHUH.

33 [TonroToBka W mMpeACTaBIEHUE PYKOBOJCTBY HH(POPMAMOHHO-aHATUTUYECKUX
MaTe€pUaJioB O COCTOSSHUM W TIEPCIEKTUBAX Ppa3BUTUSA XO3SIMICTBEHHOIO OOECIeYeHUs
eITEIbHOCTH

3.4 VYyactue B MOArOTOBKE M MCIOJHEHHWH YIPABICHYECKUX PEIICHUM PYKOBOJCTBA
10 BONPOCaM aIMUHUCTPATUBHO-X035ICTBEHHOT'O 00eCIIeYeHus 1eATEIbHOCTH KOHCEPBATOPUH.
3.5 KonTposs 3a coOioeHuEM CaHUTAapPHO-2MUAEMUOIOTHYECKOT0 PEXKUMA, MPaBUIl

HPOTUBOIIOKAPHON O€30MacHOCTH, HOPM TEXHUKM O€30MacHOCTH, CBOCBPEMEHHOE INPHHSATHE
HEOOXOIMMBIX MEp IPH BBISABICHUH (DAaKTOB MX HAPYIICHUS, IPOBEACHUE MPOTUBONOKAPHBIX U
POTUBOAMHIEMHOIOTUYECKUX MEPOIIPUSTUH.

3.6 Benenne mpeaycMOTpPEHHOW NEHCTBYIOIMIMMU HOPMATHBHO-TIPABOBBIMH aKTaMHU
COOTBETCTBYIOLIEH JOKYMEHTAIlUH, IPEACTABICHNE B YCTAHOBJIEHHbBIE CPOKU CTAaTUCTUYECKON U
WHOW OTYETHOCTH M MHPOPMAIIUH O JICATEIEHOCTH aIMUHICTPATUBHO-X03CTBEHHOTO OT/AETIA.

3.7 OdopmiieHne HEOOXOTUMBIX JOKYMEHTOB /ISl 3aKJIIOYEHHS XO3SHCTBEHHBIX
JIOTOBOPOB Ha TIIOCTaBKY MPOAYKIMH, TMPOBEJICHHWE PA0OT W OKa3aHWsS YCIYr CTOPOHHHMHU
OpraHu3alUsIMH U OCYILECTBICHHE KOHTPOJIS 32 UCIIOJHEHUEM 3aKIF0UEHHBIX JJOTOBOPOB.

3.8 Opranuzanys mnpueMa MOCTYNAIOUIMX MaTepHaJbHBIX PECypcoB M OTIycKa
MaTepHaJIbHBIX IIEHHOCTEH CO CKJIajJa, Y4eT MX PAacXOJOBaHUS U COCTABJICHHE YCTaHOBIICHHOMN
OTYETHOCTH.

3.9 Co3znanue ycnoBuil st oOecrieyeHHsl COXPaHHOCTH MaTepUallbHbBIX IIEHHOCTEH,
oOecrieyeHHsT peXHMa KOHTPOJIAI 3a pPAalMOHAIBHBIM HCIIOJNB30BaHHEM H  OKOHOMHEH
MaTepHaJbHBIX PECYpCOB, y4yacTHe B WHBEHTAPM3ALMOHHBIX M HHBIX IPOBEpKaxX 3amacoB
MaTepHabHBIX IEHHOCTEH B KOHCEPBATOPHHU.

3.10  bmaroyctpoiicTBo, o3eneHeHMe U yOOpKa TEppPUTOPUH  KOHCEpBATOPHH,
npa3aHuyHoe oopmiieHHe (acaaa 3aaHusl.

3.11 BecnepeboitHoe  obecrieueHne  37aHUS U TOMEIIEHUH  KOHCEpBaTOpUHU
ANIEKTPOIHEPTHEH, TETIIOM, BOJIOMH.

3.12 ObecneueHue BHITIOIHEHUS PEANUCAHUA HAI30PHBIX OPTaHOB.



4. DyHKIUH

4.1. IlnanupoBaHMe, OpraHM3alusi M KOHTPOJb aJAMHHHUCTPATHUBHO-XO3SHCTBEHHOIO
o0ecreueHus AeATeIbHOCTH OpraHU3aIUH.

4.2. XossiictBeHHOE OOCITy)XKMBaHWE M OOECIICYCHHE HAJUIekKAIEr0 COCTOSHHUS B
COOTBETCTBUM C IPAaBUIAMU M HOpPMaMM MPOU3BOJICTBEHHON CaHUTAPUM U MPOTUBONOKAPHOMN
3alUThl 3/aHUM M TOMEIIEHUN, B KOTOPBIX pacClOJIOXKEHbI MOJpa3elIeHUsT KOHCEPBATOPH,
KOHTPOJIb 3@ UCIIPABHOCTBIO 000PYI0BAHHUS.

4.3. Yuactue B WHBEHTapH3allUM IOMELICHUN, OOOpYyIOBaHUS B LENAX KOHTPOJIS HX
COXPAaHHOCTH U TEXHUYECKOTO COCTOSIHHUS.

4.4. PeMOHT IOMeIIEHUH, KOHTPOJIb KQUECTBA BHITIOJTHEHUS! PEMOHTHBIX padoT.

4.5. Oo0ecrieueHue MOJpa3JeICHU  KOHCEPBATOPHHM  MEOCNbIO,  XO3SMCTBEHHBIM
MHBEHTapeM, CpeACTBaMH MEXaHW3alUU WHKEHEPHOTO U YNPABIECHUYECKOIO TPy/1a, KOHTPOJb 3a
UX PALMOHATIBHBIM UCIOJIb30BAHUEM, COXPAHHOCTBIO, IIPOBEIEHUEM CBOEBPEMEHHOI'O PEMOHTA.

4.6.0dopmieHe HEOOXOAMMBIX JOKYMEHTOB JIJISl 3aKJIFOUCHHUS JIOTOBOPOB Ha MPOBEIICHUE
paboT U OKa3aHue yCIIyT CTOPOHHUMHU OpPTaHU3aLHSIMH.

4.7. llomyueHMe M XpaHEHUE KAHUEISIPCKUX MPUHAUIEKHOCTEH, XO03iHCTBEHHBIX
MaTepHaioB, 000py/10BaHMs, MHBEHTapsl, 00ecrieueHne UMU CTPYKTYPHBIX MOJIPA3/IeIeHUH, yUeT
UX Pacxo/10BaHUs U COCTaBJIEHHE YCTAHOBICHHONW OTYETHOCTH.

4.8. KoHTponb palMOHAJBHOI'O PACXOJOBAaHUS MaTepUaJOB M (PUHAHCOBBIX CPEICTB,
BBIIETISIEMBIX JIJIS1 X039 CTBEHHBIX LEJIEH.

4.9. bnaroycTpoiicTBO, yOOpKa TEppUTOPUH, YyUaCTHE B OPraHU3ALMHY MEPONPUSITHH.

4.10. XozsiicTBeHHOE OOCITY)XMBaHHE NPOBOJUMBIX COBEUIAHWH, KOH(EpeHIHnH,
CEeMHMHAPOB U JPYTUX MEPOIPUATHH.

4.11. Opranu3anusi TpaHCIIOPTHOTO OOECIIEUEHUs AEITEIbHOCTH KOHCEPBATOPHUH.

4.12. B cooTBeTCTBUM C JCHCTBYIOIIMMH IpaBWJIaMH U HOPMAaTHBAMHU OpraHU3aLMs
9KCIUTyaTalliM U CBOEBPEMEHHOI'O0 PEMOHTA TEXHHUYECKOTrOo O0OpYAOBaHUSA (DIEKTPUUECKUX
cerelf, KOHIUIMOHEpoB), OecrmepeboilHoe  obecreyeHue  MOMELIEHUH  OpraHU3aLuu
ANEKTPOIHEPIrUen, BOJIOM, KOHTPOJIb 32 UX PALMOHAIBHBIM PACXOJOBAHHUEM.

4.13. Opranuzanus ¥ KOHTPOJb 3a IOMEIIECHUSMU XPAHEHWsS pPa3IM4HON NPOLyKIUH
aJIMMHHUCTPATUBHO-XO03SIICTBEHHOM CITyKOBI.

4.14. Tlpoenenue HHPOPMAIIMOHHO-PA3bICHUTENPHOW pPabOTHI cpenu pPabOTHUKOB
¢unuana, HarpaBJIeHHON Ha 00ecrieueHne COXPAHHOCTH U COAEPKAHUS B UICTIPABHOM COCTOSIHUM
IOMEIIEHUH M HMyIIecTBa, OEpeKHOe OTHOIIEHHE K OOOpYAOBaHMIO U HKOHOMHOE
MCIIOJIb30BaHNE MaTEpUAIbHBIX U SHEPTETHUYECKUX PECYPCOB (KaHUEISIPCKUX TPUHAICKHOCTEH,
PAacXOJHBIX MaTEpHAJIOB U T.1I.).

4.15. [IpoBeneHue NpOTUBOIIOKAPHBIX U MPOTUBOAMHAEMUYECKUX MEPOTIPUATHIA.

4.16. OcyuiecTBiIeHHE B Ipeeax CBOEH KOMIIETEHIIMN UHBIX (DYHKIIMHA B COOTBETCTBHH C
LEJSIMU U 33J1a4aMU OpraHU3aIuu.

S. IIpaBa

5.1. AIMHUHUCTPATUBHO-XO35IMCTBEHHBIN OTAE UMEET MPABO:

5.1.1. Ilomyuars  moCTymarolUMe B  KOHCEPBATOPHUIO  JOKYMEHTBl U HWHBIE
MH(OpPMallMOHHBIE MaTepHalibl MO0 CBOEMY MpOo(UII0 AESITENbHOCTH MJIs O3HAKOMJICHUS,
CHCTEMaTH3UPOBAHHOTO yUeTa U UCIOJIb30BaHUs B paboTe.

5.1.2. 3anpamumBare W MNOJIy4YaTb OT PYKOBOJAUTENEH CTPYKTYPHBIX IOApA3IEICHUN
UH(OPMaLKIO, HEOOXOIUMYIO /7Sl BBIIOJHEHHUS BO3JIOKEHHBIX Ha OT/AEN 3a/1a4 U (PYHKIUH.

5.1.3.  OcymecTBiATh B IpeAesiax CBOEH KOMIIETEHIIMM NPOBEPKY M KOOPAMHALIMIO
JIEATEIbHOCTH CTPYKTYPHBIX ITOAPA3AEICHUN 10 BOIIPOCAM aJMUHUCTPATUBHO- X035 CTBEHHOI'O
o0ecrnieveHus, 0 pe3ysibTaTax MPOBEPOK JIOKJIAAbIBaTh PEKTOPY KOHCEPBATOPHUHU.



5.1.4. BHOCUTHP TNpeANIOKEHHS IO OpraHU3allMd W COBEPUICHCTBOBAHUIO (OPM U
METO/0B pabOThl aIMUHUCTPATUBHO-XO35IICTBEHHOIO OT/IeNIa U KOHCEPBATOPHUHU B IIEJIOM.

5.1.5. IlpuHuMaTh ydyacTue B HOJ0OpE M PACCTAHOBKE KaJpOB MO CBOEMY MpO(UIio
NESITETbHOCTH.

5.1.6. BHOCUTP TpeUIOKEHUS PYKOBOACTBY 10 TIOBBIIICHUIO  KBAJTU(UKAIHIH,
HOOILPEHNUIO M HAJIOXKEHUIO B3bICKAaHUM Ha pPaOOTHUKOB aIMHMHUCTPATHUBHO- XO3SIHICTBEHHOIO
OTJeNa M JPYTUX CTPYKTYPHBIX MOJPA3IEICHU 110 CBOeMY MPO(UITIO IEATEIbHOCTH.

5.1.7. llpuHumaTh y4yacTH€ B  COBEHIAHUSIX TPU  PACCMOTPEHHH  BOIPOCOB
XO03SICTBEHHOTO 00ECTICUEeHUS IeATEIIbHOCTH KOHCEPBATOPHH.

6. OTBEeTCTBEHHOCTH

6.1. AJIMUHHCTPATUBHO-XO035MCTBEHHBINA OT/IENT OTBEYAET 3a:

6.1.1. CBoeBpeMmeHHOE oOecIeueHne CTPYKTYPHBIX IMOApA3ICICHU KOHCEPBATOPUHU
MaTepUalbHBIMU PECYpCaMHU, MPABUIbHOE UX UCTIOIb30BAHKE, XPAHECHHUE U YUET.

6.1.2.  Opranuzaiuto paboThI aJIMUHHUCTPATUBHO-XO035IICTBEHHOT'O oTjena,
CBOEBPEMEHHOE M TPO(ECCHOHATBHOE HCIIONHEHHE NPUKA30B, PACHOPSDKEHUH M MOpYUYCHHH
PYKOBOJICTBA, JEHCTBYIOIINX HOPMATUBHO-IIPABOBBIX aKTOB IO CBOEMY IIPOMUITIO ACSITENbHOCTH.

6.1.3. PanmonansHoe W 3()(eKTHBHOE UCIIONB30BaHNE MATEPHAIBHBIX, (PUHAHCOBBIX U
KaJIPOBBIX PECYPCOB.

6.1.4. CocrositHue TPyIOBOM U UCIIOTHUTEIHCKON TUCUUIUIUHBI B OTEINE, BBHINOJTHEHUE
ero pabOTHUKAMU CBOMX (PYHKIMOHAJIBHBIX OOS3aHHOCTEM U COOMIOJEHUE HWMH TPABUI
BHYTPEHHEr0  TPYAOBOTO  pacHopsiika, CAaHUTAPHO-IPOTUBOAMMJIEMUYECKOIO  PEXKMMA,
MIPOTUBOMNOXKAPHOI 0€30MaCHOCTH U TEXHUKU OE30MaCHOCTH.

6.1.5. Benenue poOKyMeHTalMM, MPEAYCMOTPEHHOW JEHCTBYIOIIMMU HOPMATHUBHO-
MIPABOBBIMU TIOKYMEHTAMH.

6.1.6. TlommepkaHue B  HCIPABHOM  COCTOSSHUM  OXPAaHHOM,  OTOMHUTEIIbHOM,
ANEKTPUUYECKOM, CAHUTAPHO-TEXHUYECKOW, MPOTUBOMOXKAPHON CHCTEM, 3[aHUS U TOMEIICHHIA,
TEXHHWKHU, HHBCHTAPSI.

6.1.7. IlpemocraBieHue B YCTAaHOBIICHHOM IOPSAKE JTOCTOBEPHOM CTATUCTUYECKOW U
WHOUW OTYETHOCTH M MH(POPMALIUH O ACATEIHHOCTH aIMUHUCTPATUBHO-X035IUCTBEHHOTO OT/EA.

6.2. CteneHb OTBETCTBEHHOCTH PAOOTHUKOB OT/ENa YCTAaHABIMBAETCSA JIOJKHOCTHBIMH
WHCTPYKIUSMHU.

6.3. HauanpHUK U OpyrUe COTPYIHUKHU OTJEJ]a HECYT MEPCOHATbHYI0 OTBETCTBEHHOCTH 32
COOTBETCTBHE O(OPMIISIEMBIX HMMH JIOKYMEHTOB U OINEpaluii ¢ KOPpPeCIOoHIeHInen
3aKoHOAarenbCTBY Poccuiickon Penepanuu.

7. B3anmopeiicTBHe CO CTPYKTYPHBIMH noapasaeaeHusimu Koncepsaropun

7.1. B mpouecce NpOM3BOACTBEHHOW  JesTenbHOCTHM  KoHcepBaTopuum — oTnen
B3aMMOJIEHCTBYET CO CIEIYIOIIMMHU CTPYKTYPHBIMH MOJPA3IeICHUSIMHU:

- FOpunnueckas ciyx0a;

- Kanposas cinyx0a;

- Y4yeOHBIH OTHaEN;

- Hayuno-TBOpUECKHii OTAET;

- OUHAHCOBO-3KOHOMHUYECKAs CITyX0a.



