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1. O6mmue nosoxeHus

1.1. Hacrosiuee nonoxenue o6 apxuBe B bamanTUHCKOM KoJlIemke UMEHH
®.I'. Tlonosa (¢uauane) denepalbHOrO TroCyIapCTBEHHOIO  OIOPKETHOTO
00pa3oBaTeJIbHOIO  YUYPEXNKJACHMUS  BhICIIero  obpasoBaHust  «KanMblukuit
rocy/1apCTBeHHbINH yHUBepcuTeT uMeHu b.b. ["'opogoBukoBay» (naiee - KosieK)
OIpe/iesIsiCT HasHaueHue, IeJIM, 3aJaud, (QYHKIHH, TpaBa, OTBETCTBEHHOCTH U
OCHOBBI JIEATEJIbHOCTH apX1Ba KOJIJIE/Ka.

1.2. ApXuB KoJjiIe/’Ka OCYLIECTBIISET IIPUEM, YUET U XpaHEHHE JIOKYMEHTOB,
o0pa3yroumXxcs B rpoliecce ee JIeITebHOCTH.

1.3. B cBoeli  pabore  apxMB  KOJJIeKa  PYKOBOJCTBYETCS
3aKOHOAaTeIbecTBOM  Poccuiickoit  Menepaunuu, B 4vactHocTH DesiepalibHbIM
3akoHOM Poccuiickoir  ®enepauun  «OO6 apxuBHOM jeie B Poccuiickoit
®enepauun» ot 22 oxTa6ps 2004 r. N 125-D3 (B pea. or 14.07.2022 N 339-03.),
3aKOHOJAATEJIbHBIMK ~ aKTaMW 110  apXMBHOMY Jiely, [pHKa3aMu JUpeKTopa
Konnemxka, Ilonoxennem o bamantunckom komutemke (punrane) KanmI'V,
HacTosM  [lojiokeHnem, METOAMYECKMMM MaTepuallaMd [0 OpraHu3alluiu
apXMBHOTO Jiejia M JICJIONPOU3BOJACTBY, OpraHU3alMOHHO-PACIIOPSAUTEIbHBIMH
JIOKyMEHTaMH KOJIIe/DKa, HACTOSIIIMM MOJIOKEHUEM a TaK)Ke MHBIMM HOPMATHBHO-
[IPaBOBbIMM aKTaMM.

1.4, ApxuB SBIISETCS CaMOCTOSITENIbHBIM CTPYKTYPHBIM MOJpa3/ieleHueM
OpraHu3alym, HelOCPE/ICTBEHHO IO JUMHSETCS JUPEKTOPY KOJUIE KA.

1.5.  JlearenpbHOCTh apXuBa OCYIIECTBIISETCS Ha OCHOBE TEKYIIEro |
MEePCIICKTUBHOI'O TUIAHUPOBAHMSI, COUETAHUS €IMHOHAYAJIMS B PELICHUH BOMPOCOB
CIy’)K€OHOH ~ JIeATEIbHOCTH M KOJUICTHAJILHOCTH TMPH  HUX  OOCYKIEHWH,
NEPCOHAILHOW  OTBETCTBEHHOCTH pa0OTHHUKOB 3a HaJJIeXkKallee MCIOJHEHHE
BO3JIOXKCHHBIX Ha HHUX JIOJDKHOCTHBIX OOSI3aHHOCTEM M OTIEJBHBIX MOPYYCHHH
3aBE/YIOIIEI0 apXUBOM.

1.6. 3aenyromuii apxuBa Ha3zHavaeTcs Ha JOJIKHOCTH W OCBOOOXKIaeTcs
OT 3aHUMAaeMOM . JIOJUKHOCTH TMPUKA30M JUPEKTOpa KOJUIeKa B COOTBETCTBHH C
JEMCTBYIOIIMM 3aKOHO/1aTebcTBOM Poccuiickoi Menepanui. .

1.7. Kanudukannonusie TpeOoBaHUs, (YHKIHOHAIbHBIE OO0S3aHHOCTH,
paBa, OTBETCTBEHHOCThL PAOOTHUKOB apXuWBa perjiaMeHTUPYETCs JIOJDKHOCTHOM
MHCTPYKLHEH, YTBEPKAAEMON JUPEKTOPOM KOJIIEKA.

1.8. ApxuB BO3MIaBIsieT 3aBeAYIOUIMM, Ha JIOJDKHOCTh KOTOPOIO
HaszHayvaeTcs JIMIO, UMerolllee cpejHee NpodeccuoHalibHOe 00pa3oBaHWE M CTax
paboThl 110 J1€JIONPOU3BOJICTBY HE MeHee 2 JIET.

1.9. 3aBenyroumii apxuBoM:



- PYKOBOJMT BCEH JIeSITEJIbHOCTBIO apxuBa, HECET IIEPCOHAIbHYIO
OTBETCTBEHHOCTbH 32 CBOCBPEMEHHOE U KAaYECTBEHHOE BBIIIOJHEHUE BO3JI0OKEHHBIX
Ha apXMB 3a/1ay U PyHKIIUH;

- OCYIIECTBIISIET B Mpejiesiax CBOed KOMIMeTeHIMU (YyHKIHUHM yIpaBJICHUs
(TIaHUpOBaHUs, OpraHu3alluk, MOTHBALMH, KOHTPOJISI), NPUHUMAET pELICHMUS,
obsi3aTesibHbIe U1l BceX padOTHUKOB apXUBa;

- BHOCHUT PYKOBOJICTBY KOJUIE/PKAa IPEJIOKEHUs] 110 COBEPLIEHCTBOBAHUIO
paboThbl apXuBa, ONTUMU3AIMU €r0 CTPYKTYPhI U IITATHOW YHUCIEHHOCTH;

- y4acTBYeT B IEPCIEKTUBHOM U TEKyLIEM IUIAHUPOBAHUU JEATEILHOCTH
apxyBa, a TaK)Xe I10JrOTOBKE IPUKA30B, PACIOPSKEHUNM W MHBIX JIOKYMEHTOB,
KacaroIMXCsl BO3JIOKEHHBIX Ha apXUB 3a7a4 U (PyHKIUH;

1.10. 3aBeaylouMii  apXxMBOM MMEET [paBO IOAIIMCU JIOKYMEHTOB,
HampaBJIIeMbIX OT UMEHM apXMBa 110 BOIIPOCAM, BXOJSILUM B €10 KOMIIETEHIIHIO.

I.11. ApxuB OCYILIECTBIJISIET CBOIO JAESTEJIBHOCTh BO B3aUMOJEHCTBUHM C
JIPYTUMH CIIy)KOaMU U CTPYKTYPHBIMM I10JIpa3/IelIeHUsIMUA KOJIJIeKa, a TaKXkKe B
npejiesiax CBOeH KOMIIETEHIIMH CO CTOPOHHUMU OpraHU3alUsIMU.

- 1.12. 3a HeHaJuiekKalllee HUCIOJHEHHE JIOJDKHOCTHBIX OOS3aHHOCTEH M
HapylleHue  TPYJOBOW  JMCLMIUIMHBI  3aBEAYIOLIMH  apXMBOM  HeCeT
OTBETCTBEHHOCTh B NopsiIKe, pelyCMOTPEHHOM JEHUCTBYIOILIUM
3aKOHO/1aTeJILCTBOM. )

1.13. Hactosiee 1ojioxxeHue, CTpPYKTypa M LITATHOE paclucaHue apxuBa
YTBEPIKJIAIOTCS JIMPEKTOPOM KOJLIE/KA.

2. OcHoBHBIE 32/1a41 ApPXHBA

2.1. llpuem, y4er u XpaHeHue JJIOKYMEHTOB.

2.2. ObecrieyeHre  COXPAHHOCTH  JOKYMEHTOB, CO3JaHHE Hay4HO-
CIIPaBOYHOTO arirapara, o0ecreyeHue UCI0JIb30BaHusl JJOKYMEHTOB, XpaHALIUXCs B
apxuBe.

2.3. TloaroroBka M B COOTBETCTBUU C JAEHCTBYIOIIMM 3aKOHO/ATEJIbCTBOM
nepejiava JIOKYMEHTOB Ha XpaHEHHUE B I'OCY1apCTBEHHbIE apXUBBI.

2.4. Opranu3allMOHHO-METOJIMYECKOe PYyKOBOJCTBO, KOOpJMHAILUs U
KOHTPOJIb ~ JICATEJIbHOCTH  CTPYKTYPHBIX  IOJpa3ielieHuld [0  BOIpocam
opraHu3alyy apXUBHOTIO JeJIa.

2.5. TloaroroBka © MpeJCTaBieHHe PYKOBOJCTBY HMH(OPMALMOHHO-
aQHAJUTUYECKUX MaTepUaioB O COCTOSIHUM M IEPCIEKTUBAX Pa3BUTHUs apXUBHOTO
Jiena B KOJUIeJKe.

2.6. CoBepllICHCTBOBAHUE W BHEJPEHHUE HOBBIX METOAOB OpraHU3alUU
paboThl, B TOM YKCIIe Ha OCHOBE MCIOJIb30BAHUSI COBPEMEHHBIX HH()OPMAIIMOHHBIX
TEXHOJIOTUH.



2.7. VYuactue B Ipejesiax CBOEW KOMIIETEHIMU B IIOANOTOBKE U
MCIIOJIHEHUH YIIPABJIEHYECKUX PELIeHUN PyKOBOJICTBA KOJUIELKA.

2.8. TloBbllieHHWE YpOBHS TI'PAaMOTHOCTH paOOTHUKOB OpraHU3alud B
00J1acTH JeJI0NPOM3BO/ICTBA U ApXUBHOTIO JieJIa.

2.9. Pemenue UHBIX 3a/1a4 B COOTBETCTBHUHU C LICJISIMU KOJUIEIXKA.

3. OcHoBHbIC (PYHKIIHH APXHBA

3.1. TlnanupoBaHue, opraHu3zaiys U KOHTPOJIb AESITEIbHOCTH KOJIIEKa U
€ro CTPYKTYPHBIX MOJpa3/eeHui B 00J1aCTH apXMBHOIO Jielia.

3.2. llpuem, peructpauus, cUCTeMaTH3aLUsl U XPAHEHHUE JIOKYMEHTOB B
COOTBETCTBUU C YCTAHOBJICHHBIM ITOPSJIKOM.

3.3. OOGecrneueHue HCIOJIB30BAHUSI JIOKYMEHTOB, XPAHSILUXCS B apXuBe
(uHpOpMUpOBaHUE PYKOBOJACTBA M COTPYJHUKOB OpraHu3allid O COCTaBe H
CoJIep)KaHUM JIOKYMEHTOB apXuBa, BblJlaya B YCTAHOBJIEHHOM IMOpSAKE JIEl,
JIOKYMEHTOB HWJIM WX KOIWH, apXUBHBIX CIPABOK, MCIIOJHEHUE 3aIpOCOB
IOpUAMYECKUX M (U3MYECKUX JIML, YYeT UCIIONb30BaHMsS  JIOKYMEHTOB,
XPaHSILLMXCS B ApXUBE).

3.4. @opmupoBaHHe CIPAaBOYHOIO anmapara, OO0JIerdarolero y4er M
MCIIOJb30BaHUE apXUBHBIX JIOKyMEHTOB. IIpow3BoauT oTOOp, MOArOTOBKY MU
repejiady JJIOKYMEHTOB Ha XpaHEHHEe B IOCyJIapCTBEHHbIE apXUBBI, OCYIIECTBIISET
OpraHM3alMOHHO - METOJAMYECKOe PYKOBOJICTBO JIESITEIBHOCTBIO CTPYKTYPHbIX
MoJIpa3IesIeHU i opraiu3aliy B 00J1acTy JIeJI0NPOU3BO/ICTBA U apXUBHOTO JIejIa.

3.5. HHcTpyKkTaxk paOOTHUKOB CTPYKTYPHBIX MOAPA3/ICJICHUN O IOpsaKe
dbopmMupoBaHUsl, MOJATOTOBKHU U CJauM JIe]l B ApXUB.

3.6. KoHTpoJib HaJl CBOEBPEMEHHBIM ITOCTYILJICHUEM B apXUB 3aKOHYEHHBIX
JIEJIONIPOU3BOJACTBOM JIOKYMEHTOB.

3.7. CocraBieHue M IpeJCcTaBiIeHUe IOJAOBBIX OINUCEH e IMOCTOSIHHOIO
XpaHeHWss ¥ 110 JUYHOMY COCTaBy Ha PacCMOTPEHHE OSKCIEPTHBIX KOMHUCCHUH
opraHu3al1u.

3.8. Ywyactue B padoTe HIKCIEPTHOW KOMMCCHUU KOJIIEKA, DKCIIEpTHU3a
[IEHHOCTH apXUBHBIX JOKYMEHTOB, (OpPMUpOBaHME JOKYMEHTOB B Jeja
MOCTOSIHHOIO ¥ BPEMEHHOI'O XpaHEHHUS.

3.9. CocrapiieHue aKTOB 00 YHUUTOKEHUU JOKYMEHTOB, CPOKH, XpaHEHHUS
KOTOPBIX UCTEKIIH.

3.10. KonHTpoib 3a buzmyecKkum COCTOSIHUEM JIOKYMEHTOB,
CBOEBPEMEHHOCTBIO MX BOCCTAHOBJIEHMS, COOJIIOJICHMEM B IOMEUIEHUSX apXuBa
YCJIOBUH, HEOOXOAUMBIX ISl 00eCIIeYeHHUs] COXPAaHHOCTU JTOKYMEHTOB.

3.11. CocraBjieHHe yCTAHOBJIEHHOW OTYETHOCTH, Y4YE€T BbIIa4yM apXUBHBIX
CIpaBOK W JIeJl,  ©XKerojJlHoe  IpeJCTaBlIeHUe B  COOTBETCTBYIOIIMH

4



rOCyJIapCTBEHHbIA apXWB CBEJICHUH O cocraBe M OObeMe JIOKYMEHTOB I10
yCTaHOBJIEHHOH (hopme.

3.12. Yyactue B pa3pabOTKe MOJIOKEHUNH M HHCTPYKLMH 110 BEIECHUIO
JIeJIOTIPOU3BOJICTBA U OpraHM3allid apXUBHOIO Jiea.

3.13. Meroauyeckas [IOMOILb CTPYKTYPHBIM MOJIpa3AeIeHUAM
OpraHu3alliyi B COCTaBJICHUM HOMEHKJIATYpP, (POPMUPOBAHUM U O(DOPMIICHUH e,
MOJIFOTOBKE MX K Iepejiaye B apXUB.

3.14. OcyuiecTBiieHHE B Mpejeiax CBOSH KOMIETeHIIMM MHBIX (YHKUUN B
COOTBETCTBUM C LIEJISIMU U 3a/1a4aMU KOJIJIeKa.

4. [IpaBa U 0OTBETCTBEHHOCTH

4.1. ApxuB UMeEET MpaBo:

- 1oJiy4aTh [OCTYIAIOUME B OPraHU3alMil0 JOKYMEHTbl M  HHBIE
WH(GOPMAIIMOHHBIE MaTepualibl 0 CBOEMY MNPOMUIO  JeATeIbHOCTH  JUIs
03HAaKOMJICHHSI, CUCTEMATU3MPOBAHHOI'O yueTa U UCIIOJIb30BaHUs B paboTe;

- 3arpaiiMBaTh M 1oJydarh OT PYKOBOJCTBA KOJUIEDKA U €ro CTPYKTYPHBIX
nojipasjiesieHuit MHMOpMalMio, HeOOXOAMMYIO JUIsl BBIIIOJIHEHUS BO3JIOKEHHBIX Ha
Hero 3aja4 U pyHKLINNH;

- OCYNIECTBJISITH B IIpeJiesiax CBOEHM KOMIIETEHLUHMH IIPOBEPKY H
KOOP/IMHALIMIO  JICSTEJIbHOCTH  CTPYKTYPHBIX IIOJpa3/IeJIeHU KoJuIe/pka 110
BOMpOCAM JICJIONPOU3BOJICTBA M APXUBHOI'O JleJla, O pe3yJibTaTax IPOBEPOK
JOKJIaIbIBaTh PYKOBOJICTBY KOJLIEJIKA;

- BHOCHTb TPEJIONEHHUS 10 COBEPIIEHCTBOBAHUIO ()OPM U METOJOB pabOThI
apxuBa U KOJUIE/KA B 11EJIOM;

- Y4acTBOBATb B COBCLIAHUAX [IPU PACCMOTPEHUU BOIIPOCOB, OTHECEHHBIX K
KOMIIETEHIIMU apXuBa.

4.2. 3aBejlyloUMi apXHUBOM HECET NEPCOHAIbHYIO OTBETCTBEHHOCTD 34!

- BBIITOJIHEHHE BO3JIOKEHHBIX Ha apXyUB (DYHKLMH U 3a/1a4;

- opraHuzaiuio paboThl apxuBa, CBOEBPEMEHHOE U KBaTU(DUIMPOBAHHOE
BBITTOJTHEHUE MTPUKA30B, PACTIOPSIKEHUH, TTOPYUYEHUN BBIILIECTOSLIEIO PYKOBOJICTBA,
JEUCTBYIONIMX HOPMATUBHO-IIPABOBBIX aKTOB 110 CBOEMY MPOMUIIIO 1eATENILHOCTH;

- panumoHajibHoe  A(P(EKTUBHOE  MCIOJIB30BAHUE  MaTepUajibHBIX,
(MHAHCOBBIX M KaJPOBBLIX PECYPCOB;

- coOmonenue paboTtHukamu apxuBa IIpaBuin BHYTpeHHEro TpyJI0BOIO
pacropsi/ika, CaHUTapPHO-NPOTHBOIIHUJIEMUYECKOIO PEKUMa, IPOTHBOIIOKAPHOM
©e30MacHOCTH U TEXHUKHU 0€3011aCHOCTH;

- BeJICHHE  JIOKYMECHTAllMHM,  MPEIyCMOTPEHHOW  JIEHCTBYIOLIMMH
HOPMAaTUBHO-IIPABOBBIMH JIOKYMEHTAMH;



- [peNoCTaBjieHHMe B YCTAaHOBJIEHHOM  IOpsJKE€  JIOCTOBEPHOM
CTATHCTHYECKOW ¥ MHOW HH(OpMALIUU O 1eATEIbHOCTH apX1Ba,
- FOTOBHOCTh apXHBa K padoTe B YCJIOBUSIX UPE3BbIUAWHBIX CUTYalIUsX.

5. Ilopsinok BHeCeHUs] H3BMEHEHHI U JONOJIHEHU I
5.1 M3menenus: u jonojiHeHuss B llojokenue yTBEpXKAalOTCs IPUKa3OM
JMPEKTOpa KOJUIE/DKA W BHOCATCS B JIUCT PErMCTPALIMM U3MEHEHWM W BHECEHHs
JIOTIOJTHEHHH.

FOpuckoHcybT C%Z%C@? — C.b. Jxymaiuesa
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