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1.OBIIUE NOJOXEHUSA OTAEJA MATEPUAJIBHO-
TEXHUYECKOI'O CHABKEHMSA

1.1. Orgmen MarepHalbHO-TEXHHMYECKOTO CHAOXXEHHUS SIBISETCS CTPYKTYPHBIM
nojpasielieHrneM AKaJIeMiH aKBapely U U3SIIHBIX UCKyccTB (nanee — Othen).

1.2. Ortnen co3maéres u TUKBUANPYETCS NpukazoM PexTopa AxanemMun.

1.3. Otmen mnomuuHSETCS HEMOCPEACTBEHHO  KypUPYIOWIEMY  MPOPEKTOPY
AxaneMuu.

1.4. Ortmen B3auMOAEWCTBYeT C JIPYTHMHU CTPYKTYPHBIMH IOIpa3[eleHISIMU
AxaneMuu 1o BOIIPOCaM MaTepHaIbHO-TEXHHUECKOTO CHAOXKEeHHSI.

1.5. PykxoBoncTBoO oTlena MaTepUalbHO-TEXHUIECKOIO CHA0KEHNS

1.5.1. Otmen Bo3rnaBisieT HaYaJbHUK OTAENa MaTEepUATBEHO-TEXHUYECKOTO
cHa0OXeHus, Ha3HavYaeMBbIii Ha JOJKHOCTh Ipuka3oM Pektopa AkxameMuu.

1.5.2. HauanpHHK OTea MaTepUaIbHO-TEXHUUYECKOT0 CHAOXXEeHUS UMEET OJTHOTO
3aMEeCTHUTEIIS.

1.5.3.0053aHHOCTH 3aMECTHUTENS ONPENENSIIOTCS JOJDKHOCTHON HMHCTPYKIIUEH.
COITaCOBaHHON HAYaIbHHKOM OTIIEjIa MaTepHUaIbHO-TEXHUIECKOr0 CHaOXEeHHsI.
1.5.4. 3amecTHTenb, KaKk M PYKOBOAWTENh OTAENIa MaTepUabHO-TEXHUYECKOTO
cHaOxeHusi, Apyrue pabOTHUKH OTHella Ha3Ha4aloTCd Ha JODKHOCTH U
OCBOOOXXIAIOTCSI  OT  JOJDKHOCTeH  mpukazoM Pektopa AkageMuu 1O
IIpeICTAaBIIEHUIO HadYaIbHUKa OTeNIa MaTePHaIbHO-TEXHUIECKOTO CHA0XKEeHHMS.

1.6. Otnen B cBoeil mearenbHOCTH pykoBoAcTByeTcs Koncturynueit Poccuiickoi
Qenepanuu, ¢enepalbHBIMA KOHCTHUTYIMOHHBIMH 3aKOHaMU, ¢enepalbHbBIMU
3aKoOHaMH, ykaszamu Hu pacnopsokeHusMu IIpesmpenta Poccuiickoit Denepanuy,
IIOCTaHOBJIEHUSIMUA U pacnopspkeHusMmu [IpaButensctBa Poccuiickoit @enepanuu,
MEeXIyHapoIHBIMU noroBopamMu Poccuiickoit @epepanuiv, HOPMAaTHBHBIMU
IIPaBOBBIMU aKTaMu (heliepaibHBIX OPraHOB UCIIOTHUTEIHHOM BIACTH, 3aKOHAMU U
HOPMATUBHBIMU aKTaMU ropoga MOCKBB, YCTaBOM U JIOKaJIbHBIMH aKTaMU
AxaneMun, HaCTOSIITUM IIOJI0KESHHUEM.

2. CTPYKTYPA OTAEJA MATEPUAJIBHO-TEXHUYECKOI'O
CHABXEHMUSA

2.1.CoctaB ¥ MITaTHyK YHUCIEHHOCTh OTAela MaTepHalbHO-TEXHUYECKOTO
cHabxeHUs yTBepknaer Pektop AkamemMuu, IO IPEICTABIECHUIO HadalbHHUKA
OTJIeNla MaTepHaIbHO-TEXHUIECKOTO0 CHAOXXEHHS M IO COIJIACOBAHHIO C OTIEIIOM
KaJpoB U OyXrajaTepuei.

2.2. PykoBOICTBO OTAEIOM OCYIIECTBIISIET HAaUaJbHUK OT/ea.

2.3. B coctaB oTnena BXOIAT:

- HAYaJIbHUK OTJIENIa;

- 3aMeCTHUTElh HauyalbHUKA OTIENIa;

- TJIaBHBIH CITEITUAJINCT;

- BKOHOMHUCTHI IT0 MaTEePUATHHO-TEXHIUYECKOMY 00eCIIeueHHUIO;

- 3aBeAYIOIIUI



IEHTPaJIbHBIM CKJIaZ[OM;
- 3aBeAyIOIINE CKIIa/laMy;
- KJIQJIOBIITHKH.

2.4. HaganpHHK OTHAEIa MaTepHaIbHO-TEXHUYECKOTO CHabOXEeHMsS pacIpenensieT
00S3aHHOCTH MEXJy COTPYOHUKAMH OTHela M  TOTOBUT HUX JOJDKHOCTHEIE
MHCTPYKIIMK Ha yTBepxAeHNe Kypupyromemy I Ipopektopy Axanemun.

3. 3AJAYA 1 ®YHKIINN OTAEJA MATEPUAJIBHO-
TEXHUYECKOI'O CHABXEHMH S

3.1. OcHoBHEIMH 3a1auaMi U GYHKIHUSIMU OTAEIA SBIISIOTCS:

-ObecnieyeHre Bcex TOApa3ieleHnii AKaJeMUU MaTepUallbHO-TEXHUYECKUMU
pecypcamu;

-Onpenenenrie MOTPeOHOCTH B MaTepHANBHBIX pecypcax (MHCTpyMEHTaXx,
MaTepHuayiax, 000pyI0BaHUH, KOMIIEKTYIOIINX U3ETUsIX);

-OrpaboTka 3agBOK Ha INpHOOpeTeHHe MaTepHalbHBIX pecypcoB  OT
moApaszesiennii AkageMuy;

-OmnpenenieHrie  UCTOYHHUKOB  IIOKPBITHS  IOTPEOHOCTH B MaTepHAIbHBIX
pecypcax(6ro/KxeT/BHE OIOIKET);

-Obecnieuenne AkageMHUH BCEeMH HEOOXOMMMBIMHU s €€ MPOU3BOACTBEHHOU
JeSTEIBHOCTH MaTepHAIBHBIME PecypcaMu TpeOyeMoro KauecTBa;

-M3ydeHne omepaTUBHON MapKeTHHIOBOM MHPOPMALIMK U PEKIaMHBIX MaTepHaIOB
0 TPEeNIOKECHUAX TPEANPUATHNA ONTOBOM TOPrOBIM U  3arOTOBUTENBHBIX
OpraHu3alyil C IIeNBI0 BBIIBICHHS BO3MOXXHOCTH IPHOOPETEHMsI MaTepHalbHO-
TEXHUYECKUX PECYPCOB;

-IlonroroBka u 3aKirOUYeHHE JIoroBOpOB ¢ IOCTaBIIMKAMUA Ha IIOCTaBKY
MaTepHAIBHEIX PECYPCOB;

-ITogroroBka JIoroBopoB Ha IpOBeIeHHE PEMOHTHEIX Pa0O0T, BRIILIEAIIETr0 U3 CTPOS
obopyI0BaHMUS;

-[TogroroBka /[oroBopoB Ha MOCTaBKYy ITUTHEBOW BOJBI JIJISl KyJIEPOB;

-[logrotoBka JIorOBOPOB Ha CaHHUTApPHO-TEXHUUECKYI0 00pabOTKy MOMeENIeHUI
Axanmemun;

-ITonroroBka IoroBopoB Ha IOCTaBKY KOBPOB Ha BXOJHBIE 30HBI AKaJeMUU B
OCEHHE-3UMHUHN NIEPHOI;

-ITlogroroBka JloroBopoB Ha BrIBo3 Mycopa (KI'M u TBO) c Ttepputopuu
Axanemuu;

-IlogroroBka JloroBopoB Ha yOOpKy TEPpPUTOpPHHM OT CHEra B OCEHHE-3UMHUMN
TIEPHOJ;

-CortacoBaHue yCJIOBHI U CPOKOB IIOCTaBOK MaTepUaIbHBIX PECYPCOB;
-YcTaHOBKa TMPSMBIX JIOJITOCPOYHBIX XO3SMCTBEHHBIX CBSI3ed IIO IIOCTaBKam
MaTepUaATbHO-TEXHUUECKUX PECYPCOB;



-[logroToBka mpeTeH3Wil K MOCTaBIIMKAM I[PH HAPYIIEHUU KMU JIOIOBOPHBIX
00s13aTeNIbCTB U COCTaBIEHHUE PACUETOB 10 3TUM IIPETEH3USIM;

-JloctaBka MaTepHaJBHBIX pPECYypcoB B  COOTBETCTBHM CO  CPOKaMHU,
OTpeieIeHHBIMU JOTOBOPaMU;

-IIpuém MaTepHaTbHO-TEXHUIECKHX PECYPCOB Ha CKIIabI (IT0 HAa3HAYCHUSIM),
-KonTponp kadecTBa, KOJWYECTBa, KOMIUIEKTHOCTH MaTepHaIbHO-TEXHUYECKHUX
PECYPCOB IpU NPUEMKE X Ha CKIIAIBI;

-Opranuzanus paboThI CKIIAICKOTO X035HCTBa,

-ObecrieueHne MexaHHW3alldd M aBTOMATHU3AaIlldd  TPaHCIIOPTHO-CKIIAJCKUX
omepanuii, IPUMEHEHUS KOMIIBIOTEPHBIX CHCTEM M HOPMATHMBHBIX YCIOBUU
OpraHu3aliy TPya;

-Yuér nBIXEeHUS MaTepHaIbHO-TEXHUUECKUX PECYPCOB;

-KonTpons Haja NMpaBHIBHOCTHIO IPEIBSBICHHBIX K aKIENTy CYETOB M IPYIUX
pacueTHBIX OKYMEHTOB ITOCTABIIUKOB U obeclieueHre CBOEBPEMEHHOM Iepenadn
BTUX IOKYMEHTOB ISl OTLIATHI;

-IlpoBenenne eXerogHBIX WHBEHTApU3AlMi, COBMECTHO C Oyxranrepuein
Axanemum;

-YyacTe B TOATOTOBKE W O(DOPMIICHMIO TEXHWYECKUX 3aJaHUil Ha 3aKylIKy
MaTepHaJbHBIX PECYpPCOB IS MOApa3aeieHni AKaJeMuH;

-Y4acTue B IOATOTOBKE K TOpraM, ayKIIMoHaM U KOHKypcaM;

-Obecrieuenue paccafoi W KyCTapHUKAaMH B BECEHHE-JIETHUWA IEepUOx JUId
0J1aroycTpoiCcTBa TEPPUTOPUU AKAJEMUY;

-Opranusaiiis CBOEBPEMEHHOT'0 BBIBO3a Mycopa(3amMeHa KOHTEHHEPOB);

-YyacTue B OATOTOBKE U ITPOBEACHUH MEPONIPUITHM, TPOBOAUMBIX B AKa/IeMUY;
-YyacTre B IpOBEIEHUH BhIE3IHBIX BEICTABOK ( OpraHU3aIlis aBTOTPaHCIIOPTA);
-Cobmonenue IlpaBun mpoTuBomoXkapHOit Oe3omacHocTH M IIpaBun oxpaHBI

TpyZa.

4. TIPABA OTAEJIA

4.1. TpeboBaTh ¥ MOIyYaTh OT BCEX CTPYKTYPHBIX HOApasfeleHud AKageMUH
CBeIeHUS (3asBKM),]I0 YCTAHOBJICHHOMY pErilaMeHTy Ul TproOpeTeHus
HEeOOXOIMMBIX MaTepUaIoB U 000pyI0BaHHUS.

4.2. B mpepenax KOMIIETEHIIMH, BECTH IEPENUCKY IO BOIpOCaM MaTepUajbHO-
TEXHUYECKOT0 00ecTIeueHusl.

4.3. HaganpHUK OTIiena MaTepUalbHO-TEXHHYECKOTO CHAa0XEHUS IOJIIUCHIBAET U
BU3UPYET NOKYMEHTHI, CBS3aHHBIE C MaTepHAIbHO-TEXHUYECKUM oOecredeHrueM
Axanemuu ( HakJIagHbIe, aKThl, BEJOMOCTHU U IIP. ).

4.4. HauanpHUK OT/eNIa MaTepUalIbHO-TEXHUIECKOTO CHA0XEeHUs Tak)Ke BIIpaBe:
-BHOCHUTbH IIPEJJIOKEHUS B OTAEI KaJIpoB U PYKOBOJACTBY AKaleMuu 00 U3MEHEHUH
JOJDKHOCTHBIX TOJHOMOYHN PaOOTHUKOB OTZAENa; WX IMOOIIPEHHUH 32 YCIIEIIHYIO
paboTy, a TaKKe MpeasioXeHHs O HaIO0XXEHWU B3BICKaHUM Ha pabOTHUKOB,
HapyIIaOIUX TPYAOBYIO NACLUILINHY.



5. OTBETCTBEHHOCTbH OTAEJIA

5.1. OTBeTCTBEHHOCTH 3a HEHaJJexallee W HECBOEBPEMEHHOE BBIIIOJHEHHE
GyHKIMH oT/IeNa HeCET HAaYaIbHUK OT/eNIa MaTepHATbHO-TEXHHYECKOT'0 OTIeNa.
5.2. Ha Hero B 4acTHOCTH, BO3JIaraeTcs MepcoHaIbHas OTBETCTBEHHOCTH B ClIydae:
-HeoOecIIedeHNsT WM HEeHaJ[IeXallero o0ecleYeHrs pecypcaMu IoApasaeIeHu
Axanemun;

-HECBOEBPEMEHHOI'O, a TakXXe HEKaueCTBEHHOT'O HCIIOJNIHEHUS ITOKYMEHTOB H
MOpyYeHUN PyKOBOJICTBa AKaIeMUH;

-HeCOOIIIOZIEHHS TPYAOBOT'O PACIIOPSIKA COTPYIHUKAMHU OTHENA.

5.3. OTBeTCTBEHHOCTh COTPYZHHUKOB OTHENa MAaTepHUAIbHO-TEXHUYIECKOTIO
CHa0)XeHUs yCTaHaBIUBAETCS JODKHOCTHBIMU MHCTPYKITAIMH.

HauanpHuk otnemna MaTtepuaibHo- ,/ U

TEXHUYECKOr0 CHAOXKEHUS H.B.Yerpenen

st
«/E» Vw/ffgé 47 2015r.
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