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Pa3pa6oTaHo Ha4anbHUKOM OTAENa MaTepuanbHO-TEXHNHECKOro obecneveHus.

McnonHeHo HavyanbHUKOM oTaena matepuanbHo-TexHu4eckoro obecnevyeHus.
BHeceHo npecTaBuTENeM PyKOBOACTBA M0 BONPOGaM MEHEMKMEHTA KavecTsa obpa-

30BAHWA
MPUHATO Ha 3acefaHun YYeHOoro coBeTa (NpoToKos OT 30.06.2020 Ne 21).
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1. HazHaveHwne npoueaypbl 1 06NacTL NpUMEeHEeHUA
MonoxeHune 06 oTaene maTepuantHO-TEXHUYECKoro obecnedenuns (nanee — llono-
MEHUE) SIBNSIETCS [OKYMEHTOM cucTeMbl MeHemkmeHTa kavectsa OIBOY BO «CaHkT-

MeTepbyprcknii rocyaapcTBEHHBIA MHCTUTYT KyNbTYpbl» (fanee - UHCTUTYT), pernameHTu-
PYET NpPaBoOBOW CTATYC CTPYKTYpHOro noppasfeneHus W ycTaHaenueaeT ero 3afauqwn,
YHKLWW, CTPYKTYpPY, npasa u 00sA3aHHOCTH, OTBETCTBEHHOCTb, & TakKe Nopaaok B3au-
MOAEWNCTBMA C APYrMMU CTPYKTYPHBIMWU noapasaeneHusaMmn NHCTUTYTa.

2. HopMmaTUBHLIE CChINKK

MonokeHne paspaboTaHO B COOTBETCTBMM C YCTaBOM WMHCTUTYTA, APYrUMW 3aKOHO-
aaTensHbIMU U HOPMaTUBHbLIMU JOKYMEHTAMMU.

3. OOwume NonoxeHus

3.1 Otpen cosgaeTcs z] cocTase aAMUHUCTPATUBHO-XO3AWCTBEHHOIO
ynpaBneHus 1 SBNAETCSA €ro CTPYKTYPHbIM noapasaeneHuem.

3.2 Pewenve 06 opraHv3auvn v NUKBMAALMKM OTAENa NPUHUMAaEeTca YYeHbIM CoBe-
TOM UHCTUTYTa W YTBEPXAAETCH NPUKA3OM PeKTopa.

3.3 B uensix obecneyeHnsa achthekTMBHON padboTel oTaena B ero opraHU3auuoHHO-
LUTATHYIO CTPYKTYPY BXOAAT. CEKTOp MaTephanbHO-TEXHUYECKOro cHabXeHwus, cekTop 0b-
CNYXWBAHUA U XPAHEHWUA MYy3blKanbHbIX MHCTPYMEHTOB W CLIEHNYECKNX KOCTIOMOE.

3.4 OpraHvW3aunoHHO—LUTATHAs CTPYKTypa OTAena onpenenaetcs UCXoAa U3 coaep-
XaHus U obbema BoznaraemMbiXx Ha Hero 3azad v yTBepXAaeTCA peLueHWeM pexktopa ro
npeacTaBneHuio NPopeKkTopa no agMUHUCTPATUBHO-XO3ANCTBEHHON paborTe.

3.5 Otoen B cBoen AeATENbHOCTU NOAYUHAETCA HENOCPEACTBEHHO HaYanbHUKY an-
MUHUCTPATUBHO-XO3AUCTBEHHOrO ynpasneHusa. HenocpeacTBEHHOE PYKOBOACTBO OTAENOM
OCYLLECTBNSET HavanksHUK OTAENa MaTepuanbHO-TEXHMYECKOro obecneveHus.

3.6 OcHoBononarawilne OpraHn3aunoHHO-NPaBOBLIE AOKYMEHTbI, KOTOPBIMWA pY-
KOBOACTBYETCH OTAEN B CBOEU AEATENLHOCTW:

— KoHcTtutyumns Poccuinckon ®@eaepauunw,

— 3aKoHoJATENbHbLIE U HOPMATWUBHbIE aKTbl, perynvpylowne npon3so4CcTEEHHO XO-
3RCTBEHHYIO U (DUHAHCOBO-3KOHOMUYECKYI0 AEATENbHOCTE UHCTUTYTA, aKTbl beaeparns-
HbIX, PErMOHAnbHbIX U MECTHBIX OpraHos BMacTW W ynpaeneHus, onpeaenaoLnx 3akoHo-
naTteneHble 1 HOPpMaTUBHLIE NPABOBLIE AKTbl, METOAUYECKME MaTepvanel No marepnarb-
HO-TeXHWYECKoMY obecnedeHuto NpeanpuaTus,

_ MEeToOWKM NEPCNeKTUBHOrO W TeKylero nnaHWpoBaHWs  MaTepuanbHo-
TexHudeckoro obecneyeHusi, paspaboTkM HOPMAaTUBOB MPOW3BOACTBEHHBIX 3aMacoB Chbl-

Obsi, MaTeEpUanos W APYruX matepuanbHbiX pecypcos, NPoBeAeHWs paboT no pecypco-
chepexeHuto;

_ 3aKoHbl ¥ UHble HOpPMaTMBHbIE NpaBoBble akTel Poccuickon degepaumn, perna-
MEHTUpYIoLLMe oBpa3soBaTternbHy AeATEeNbLHOCTL 0bpa3oBaTenbHbIX YHpPEeXAeHNN;

— 3aKOHbl W VHbIE HOPMATUBHEIE NpaBoBble akTbl Poccuickon deaepaluu, kacato-
LIMECS KOHTPAKTHOW cucTembl B cdhepe 3akyrnok Tosapos, paboT, ycnyr ans obecnedeHus
rocyapCTBEHHbIX 1 MyHULMNANbHbLIX HYX4, 3aKynoK TOBapoB, paboT, ycnyr OTAENbHbIMY
BMOAMW HOPUANYECKUX NAL,;

— cTaHgapTbl U TEeXHU4YEeCKUe YCINOBUA No martep
HUIKD KayecTBa NpoayKunumM, MeToabl U NoOpsAoK UX paspa

— YcTaB MHCTUTYTA,;
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— KOOEeKC 3TVKKM M cnyebHoro noBeaeHnsa paboTHUKOB UHCTUTYTA
— npaswuna BHYTPEHHEro TPYAOBOra pacnopsaaka,

— NPUKa3 U pacnopsHkeHUsl peKTopa 1 NPpopeKkTopos,

— peleHus y4eHOro coBeTa MHCTUTYTa;

— HacTosAWwee NONoXeHWe.

4. OCcHOBHbIE 3aga4n

OTaen pelaeT cneyiolve OCHOBHbIE 3aJadu:

4.1 obecrneyeHve noapasgeneHqit MHCTUTYTa MaTepuanbHO-TeXHUHECKUMWN DECYP-
camu;

4.2 NnOAroToBKa [OOKYMEHTauuu [Ans npouegypel nNpoBeAeHus Toproe W 3d-
KMOYEeHEe KOHTPAKTOB Ha NOCTaBKy MarepuanbHO-TEXHUYECKUX peCypCos,

4.3 onpegenedve nOoTpebHOCTM UHCTUTYTa B MartepuanbHbiX pecypcax B
nNNaHoBOM Nepuoae;

4.4 cknapvpoBaHWe U XpaHeHue matepuasnbHO-TEXHUYECKNX PECYPCOB,

4.5 opranusauMs pauvoHanbHOro UCNONb30BaHUA MaTepuanbHO-TEXHUYECKUX pe-
CYPCOB;

4.6 oBenyXnBaHue N XpaHeHue My3blikanbHbIX WHCTPYMEHTOB,

4.7 obcnyxusaHue U xpaHeHue CUeHUHeCcKUX KOCTIOMOB.

5. PYHKUUH

B dyHKkUuM oTaena BXxoauT:

5.1 oBecneyeHne UHCTUTYTa BCEMU HeobxoauMbIMKu ANA ero NPOW3BOACTBEHHON Ae-
ATENbHOCTWM MaTepuanbHbIMW pecypcamu Tpebyemoro kadecTsa 1 WX paunoHaneHoOe ne-
Nonb30BaHue;

5.2 paspaboTka NPOEeKTOB NepPCneKTUBHbIX U TEKYLIMX NaHoB U fanaHcoB MaTepu-
ANbHO-TEXHUYECKOro obecneYyeHna NpousBoACTBEHHOW NporpammMbl NHCTUTYTa W €ro NoA-
pasgeneHnii, a Takke co3aaHus HeobXOAUMBIX NPOU3BOACTBEHHBIX 3anacoB Ha OCHOBE
onpeaeneHva noTpeGHOCTU B MaTepuanbHbIX pecypcax (ceipbe, maTepuanax, obopyao-
BAHWUM, KOMNNEKTYOLMX U3aenusax, TonnMee U Ap.) C MCnosib30BaHMEM NpOrpeccuBHbIX
HOPM pacxoaa;

5.3 NOAroTOBKa 3aknioveHus 4OroBOPOB C NOCTABLUMKAMW, cornacoBaHne YCIOBUIA U
CPOKOB NOCTaBOK,;

5.4 N3y4yeHne onepaTuBHON MapPKETUHIOBOW uHpopmaum 1 peknamMmHbix MaTepua-
NOB C LENbK BbiIABNEHWUA BO3MOXHOCTY NpUobpeTeHna MaTepraneHO-TEXHUHECKUX;

5.5 noaroToBKa NPeTeH3un K NocTaBLukam npy HapyLweHun UMW 4OroBOpHBIX ob6sa3a-
TeNbCTB, KOHTPOMNb COCTABMEHWS PacyeToB NO 3TUM MpeTeH3uAM, cornacosaHwe C no-
CTaBLUMKaMU U3MEHEHUA YCNOBUIA 3aKNOYEHHbIX I0rOBOPOE,

5.6 KOHTPOMb 332 COCTOSHWEM 3anacoB MaTepuanos W U3Aenun, onepaTneHbIM pery-
NUPOBaHUEM NPOU3BOACTBEHHbLIX 3aNacoB B UHCTUTYTE, CODNIOAEHWE NUMWUTOB Ha OTNYCkK
MaTepuasnbHbIX PECYPCOB W X pacxoJoBaHVe B NOAPA3AENEHNAX NHCTUTYTA NO NPAMOMY
HasHa4YeHuIo;

5.7 paspaboTka W BHeApeHWe MeponpuATUA NO NOBLILIEHWNKO 3 EKTUBHOCTA KC-
NONb30BaHWUA MaTepuanbHbIX PECYPCOB, CHUXKEHMNIO 3aTpar, CBA3AHHbIX C UX TPAHCNOPTU-
POBKOW U XpaHEeHWeM, COBEPLUEHCTBOBaHWIO CUCTEMBDI
UCNonb30BaHEM MECTHbIX PECYPCOB, BbIABNEHUIO U P
HWUA, MaTepuanos, 1 Apyrux BUAOB MaTepuanbHblX pec

5.8 opraHu3auns paboTbl CKNaackoro Xos3ancTea
HeobxoAMMbIX YCIOBUW XpaHEHWS,
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5.9 y4eT ABWKEHWA MaTepuanbHLIX PEcypcos, yyacTue B NPOBEAEHNN MHBEHTApKIA-
LUK MaTepuanksHbIX LeHHOCTEN;

5.10 cOCTaBNEHME YCTAHOBMEHHON OTHETHOCTU O BbINONHEHUW NiaHa MatepuanbHo-
TexHu4YecKoro obecnedyeHusa MHCTUTYTY,

5.11 meToOMYecKoe pyKOBOACTBO AEATENLHOCTLIO APYrMX CTPYKTYPHbIX NOAPA3AE-
NEHW MHCTMTYTa MO BOMPOCaM MaTepUanbHO-TEXHNHECKOTO obecnedeHns;

5.12 06paboTka 3asABOK Ha Bbllady 1 HACTPOWUKY MY3blKallbHbIX WHCTPYMEHTOE,

5.13 o6paboTka 3anaBOK Ha Bblgayy CLUEHWHYECKNX KOCTIOMOB,

5.14 o6ecneyeHne COXpaHHOCTN ¥ CAHUTapHOTO COCTOAHWUA CLIEHWHECKNX KOCTIOMOB,

5.15 obecrneyeHme COXpaHHOCTHU, HACTPOMKU W PEerynupoBkU pasfuyHbIX BWAOB My-
3bIKAMbHBIX UHCTPYMEHTOB, B TOM YuCne: NPOBepka W HACTPONKU NYTEM NPOWrPbIBAHNA W
NPOCNYyLIMBAHMA OTAENbHbLIX MY3blKallbHbIX NPOVU3BEAEHWA, BbIABNEHWE W yCTpaHEHWe
neeKToB, BAUAKLWMNX HA TOYHOCTL HACTPOMNKY;

5.16 BeAEeHWE HOPMATWUBHO-CNPaBOYHOW WMHPOPpMaLNK, OTHOCHALLENCA K PyHKUMAM
oTaena.

6. Bzaumopencreue

6.1 BzaumopeicTeue C NOCTaBLMKAMK, UCNOMHUTENAMKW NO BONPOCaM 3aKIKHEHNA,
UCMNONMHEHWUA KOHTPAKTOB.

6.2 BaavMOOESACTBME CO BCEMW CTPYKTYPHBIMU NoApasaeneHnsamMmn UHCTATYTa no BO-
npocam MaTepuanbHo-TEXHW4YECcKoro cbecne4eHus.

6.3 BzaumopeiicTeme ¢ chakynbTeTamu, kadegpaMu no sBonNpocam.

—  BblAa4u U HACTPOWKWU MY3bIKaNTbHBIX UHCTRYMEHTOB,

—  BblAayun cLUeHWYeCcKUx KOCTIOMOB.

6.4 BsaMOOESACTBME C KOHTPAKTHOW cnyxOoi no Bonpocam pasMeLleHn: NOKYMEH-
Tauuu 4AnNs NpoOBeAEHUs TOProB, 3aKH4YEHNA U UCNONTHEHNSA KOHTPAKTOB.

6.5 B3auMoOencTBNe C ynpaBneHneM KaapoBoro y4eTa u Aenonpon3soictea no Bo-
npocam:

— npuema, NEpEBOAA, YBOMbHEHUA COTPYAHWKOB OTAENa U APYTAM BonpocamMm Tpy-

[10BOW AEeATENBHOCTU COTPYQHWUKOB OTAENA,

—  ochopMneHuns cryebHbiX 3anncok, NPUKasos 1 WHOIW QOKYMEeHTauun oTaena,

—  BE[EHWA 3NEKTPOHHOro AoKyMeHToobopoTa.
6.6 BzanmoaeicTamne ¢ MHAHCOBO-3KOHOMUYECKUM yripaBneHnem no sonpocam.

—  (PMHAHCOBO-IKOHOMMYECKON AEATENBHOCTU OTAENA,
—  KOHTpaKTHoW paboThl;

—  y4yeTa v ABWXEeHUA MaTepuanbHbiX peCypCoB.

6.7 Baaumonenctene ¢ ynpasneHuem UHPOopMaLMOHHbIX TEXHONOrMMA NO BONpOCaM:

_ TexHu4deckoro obecnyxusaHus INK v cpencTs OprrexHUkn oTaena,

_  ofecneyeHns KOMNbBIOTEPHOW M OpraHn3aLUMoHHOW TEXHUKOMN;

_  obecneuyeHus NporpaMMHbLIMKM CpeacTBamMy ANS BbiNONHEHUS 3anady, nocTasnex-

HbIX Nepes OTAENOM.

7. Mpaea 1 0653aHHOCTH

7.1 PaboTHWKW oTaena UMEKoT npaso.

7.1.1 B3auMoaencTBOBaTL Mo BOrnpocam, OTHOCH
CTPYKTYPHBIMWA NOAPA3AeneHUs MU UHCTUTYTa U CTOPOH

7.1.2 3anpawumeaTb OT BCEX CTPYKTYPHbIX NOAP3A
ceefeHus, Heobxoanmble Ans BbINONHEHWUA hyHKLNNA,
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7.1.3 npencTaenATe NPELnoXEeHWs NO NOBbILWEHWIO 3(PPEKTUBHOCTM U COBEPLUESH-
CTBOBAHUWIO AEATENbHOCTA BCEX NogpasgeneHnin MHCTUTyTa B 4acTu, OTHOCALLENCA K KOM-
NETEHUMW OTAENA,

7.1.4 npeacTaBUTENLCTBOBATE B YCTAHOBNEHHOM NOpAAKE OT UMEHW WHCTUTYTa Mo
BOMPOCaM, OTHOCALWMMCH K KOMNETEHUNK OTAENA,

7.2 PaboTHukn oTaena obazaHsbl:

7.2.1 oBecneynBaTe CBOEBpPeMeHHOE, MONHOE U KaYeCTBEHHOE BbINONIHEHWE 3ajad,
BO3NOXEHHbIX Ha OTAEN,;

7.2.2 cobniogath B cBOoeil paboTe HOpPMbl AEUCTBYHOLEro 3akoHodaTenbCTBea.

8. OTBETCTBEHHOCTL

8.1 Bcio nonHOTY OTBETCTBEHHOCTU 3@ KA4eCTBO WU CBOEBPEMEHHOCTb BbINONMHEHWUA,
BO3MOXKEHHLIX HacToAawMmM [onoxKeHneMm Ha oTaen 3afady v pyHKUMK, UMEET Ha4YarbHUK
oTaena martepuanbHo-TEXHUYECKOro obecneveHuns.

8.2 CTeneHb OTBETCTBEHHOCTW Apyrux paboTHWKOB oTAena ycTaHaBnuMBaAETCH OO0JIK-
HOCTHbLIMW UHCTPYKUMAMM.

9. CornacoBaHue, XpaHeHUe U pacchbifnka, U3MEHEHUA

9.1 OcHOBaHWEeM ANA BHECEHUA W3MEHEHUI U AoNoNHeH B HacTosawee [onoxeHne
ABNSAOTCA BHOBb BBEOEHHblEe U3MEHEHWA W OONOMHEHWA B HOPMATUBHO-NPABOBbLIE aKThbl,
WMEIOLLME CUNY 3aKOHA, N3MEeHeHWe YCcTaBa, a Takke peleHust YYeHOro coeTa MHCTUTY-
Ta YTBEPKOEHHLIE B YCTAaHOBNEHHOM nopsagke. PaspaboTka, opopMneHune, cornacosaHme,
yTBEPXOEHME M BHECEHUE n3MeHeHnid B [lonoxeHne npousBoAATCA B COOTBETCTBUN C arl-
01/01-2012 CMK uHcTUTyTa ¢ 0653aTENbHON NOMETKON B IUCTE PErUCTPaLUn U3MEeHEeHUN
N OONONHEHUH.

9.2 OTBETCTBEHHOCTb 32 XpPaHEHWEe opurmHana W KOHTPONbHOMC 3K3emnnsapa, Tupa-
MUPOBAHME N PACCBIIKY YYTEHHbIX pabodux ak3emMnnsapoB HacToslero lonoxeHus, ux
xpaHeHue ocyulectansietca B cooTeetcTeum ¢ [i1-01/01-2012 CMK nHcTutyTa.

ga'f:;i'g} JOKYMEHT MOJANMNCAH
e AJIEKTPOHHOM MOAMMUCBIO

( '{.:]‘TI‘H[[:HH;I'I‘: TOOAEGDACD20AF7T6195650DD4E8901CA15T993ED
Baanenen: Wykwwe Cepren MeaHosud
Jeicrerresien: ¢ 15.11.2021 no 15.02.2023




