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1. O0ume moJ1oKeHH

1.1. HacTosimee nosoxenue o0 apxuBse (anee-mojoxkeHHe) pa3paboTaHo B COOTBETCTBHH C
®eniepalibHbIM 3aKOHOM OT 22 oKTs10ps 2004 1. Ne 125-@3 «O6 apxuBHOM jene B Poccuiickoi
Oenepannny, Ycrasom ®I'BOY BO «YeuyeHCKHH TroCy1apCTBEHHbIA YHHBEPCHTCT HM. A.A.
KayplpoBay (j1aiee-yHUBEPCUTET), HHBIMH HOPMATHBHO-IIPABOBBIMH akTaMu P® ¥ JI0KalibHBIMH
HOPMATHBHBIMH aKTaMH YHHBEPCHTETA.

1.2. IMonoxenue onpesensieT OCHOBHBIE 1eJTH, 3a/1aui, (yHKIIMH H IOPSIOK AEATeIbHOCTH
apXMBa YHHBEPCHUTETA (ajee — apXHB).

1.3. ApxuB sBJIsSieTCS aJMHUHHUCTPATHBHBIM CTPYKTYPHBIM IOJIPa3/IC/icCHUEM YHHBCPCHUTETA.
APpXUB BXOIUT B CTPYKTYPY YIIPABJICHUS KapOB YHUBEPCUTETA.

1.4. ApxuB B cCBOeil JesTeNbHOCTH pykoBojacTByercss Koncrurynmed Poccuiickoi
Genepaunn, ¢enepaTbHBIMA 3aKOHAMH, HOPMATHBHBIMH TIpaBoBbIMM akTamu Ilpesujenta n
IlpaButennctBa Poccuiickoit Penepanny, HOPMAaTHBHBIMH IIPABOBBIMHM aKTaMH MUHHCTEpCTBA
Hayku M Bbicuiero oOpaszoBanusi Poccuiickoit ®enepaummn, YcraBoM yHHBEPCHTETa, HHBIMH
HOPMATHUBHO-TIPABOBBIMH akTamMH P® M 1OKalbHBIMM HOPMATHBHBIMH aKTaMH YHHBEPCHTETA, W
HacrosiM [lonoxenuem.

2. llesin ¥ 3212a4M apXHBa
ApPXHB OCYIIECTBIISET:

2.1. IlpueM OOKYMEHTOB OT MOJpa3/eleHHil Ha apXMBHOE XpaHEHHe, yyer, padora ¢
apXMBHBIMH [IOKYMEHTaMM M O0O0€CIEeYEHUE HX COXPAHHOCTH, CO3/1aHME Hay4YHO-CIPABOYHOM
cucrembl. OcylecTBICHHE JCATEIBHOCTH 110 3alllUTe, OXpaHe U 00pabOTKE NEPCOHAILHBIX JaHHBIX.

2.2. YUuTBIBa€T M XPAHHUT JOKYMEHTBI CTPYKTYPHBIX MOApa3/icieHHui YHUBEPCHTETA,
0oOpaboTaHHBIE B COOTBETCTBHHU ¢ TpeOOBaHUSAMHU, YCTAHOBJIECHHBIMH ['0CyNapCTBEHHONW apXHBHOM
ciyxk0o0# PO.

2.3. OcyuiectBiiseT ydeT U oOecrieunBaeT MOJIHYIO COXPAaHHOCTD NPHHATBIX JeIL.

2.4. Opranu3syeT UCIOJIb30BaHUE JIOKYMEHTOB, HHYOPMHPYET PYKOBOJCTBO U PabOTHHKOB
YHuUBEpPCHUTETA O COCTABE U COJICPIKAaHUH JOKYMEHTOB apXHBa.

2.5. Belj1aeT B yCTaHOBJICHHOM TMOPSAJIKE J€a, JOKYMEHTBI MM KOIHH JIOKYMEHTOB B LIE/IAX
Cl1y)eOHOTr0 ¥ Hay4HOTO MCII0JIL30BAHUS, /U1l pabOThl B IOMEIIEHHH apXHBa.

2.6. UcnonHsieT 3anpockl OpraHu3aliii ¥ 3asgBJICHAA TpakJaH 00 yCTaHOBJIECHHH TPYIOBOTIO
CTa’ka M 110 JIPYrUM BOIIpOCcaM COLMaILHO-IIPaBOBOTO XapakTepa, B yCTAHOB/IEHHOM IIOPSIKE BhIIAeT
KOIIUH JIOKYMEHTOB U apXUBHBIE CIIPABKH.

2.7. Bener ydeT HCIIOJIB30BaHUs JIOKYMEHTOB, XPAHSIIUXCS B apXUBe.

2.8. YuacTByeT B IPOBEJICHUN MEPONPHUITHH 0 MOBHILICHUIO KBaTM(UKalu pabOTHUKOB
apXuBa.

3. OyHKIUH apXHBa

3.1. ApXuB BbINOJHSAET QYHKIHU B COOTBETCTBHH C LIEJIAMHU U 3aJla4aMHi apXHuBa B IOPS/IKE,
YCTAaHOBJICHHOM  3aKoHoJaTelnbcTBOM  Poccuiickoit  ®enepanu M JOKAIBHBIMM - aKTaMu
VYHusepcurera.

3.2. B apXHB [OCTYTIAIOT:

3.2.1. HopmatugHBIe 10KyMeHThI DesiepaibHOMi apXUBHOM CITyKOBI.

3.2.2. HopMaTuBHBIE JOKYMEHTHI (hejilepalbHBIX OPraHOB MCIIOJHMTEILHOH BIacTH B chepe
oOpa3zoBaHHs.
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3.2.3. 3akOoHUYEHHEIE  JIEJONPOMU3BOJCTBOM  JIOKYMEHTBI ~ TIOCTOSHHOTO  XPaHEHHH,
06pa3oBaBIIMECS B JEATENLHOCTH CTPYKTYPHBIX MOJIpa3/ieleHuii Y HUBEpCHTeTa.

3.2.4. JIoKyMEeHTHl BPEMEHHOTO0 CpOKa XpaHeHHS MO JIMUHOMY COCTaBy YHHMBEPCHTCTa,
HeoOXO0IMMBIE B IPAKTHYECKOH JeATeTbHOCTH.

3.2.5. JIoKyMeHTBI TOCTOSIHHOTO XPaHEeHHUs 110 JIMYHOMY COCTaBY, B TOM YHUCJIE JOKYMEHTHI B
OTHOIIIEHHUH JIUII, 00y4YaBIIUXCA B Y HUBEPCUTETE.

3.2.6. JIOKYMEHTBI TIOCTOSSHHOTO XpaHCHMs I10 JIMYHOMY COCTaBy JIMKBHM/IMPOBAHHBIX
CTPYKTYPHBIX 10/ipa3/ie/ieHUH Y HHBEPCUTETA.

3.2.7. HayuHo-cnipaBOYHBIN anmnapar K JOKYMEHTaM apXuBa.

4. TlopsiioK AeATENLHOCTH H PYKOBO/JACTBO aPXHBOM

4.1. B cocTaB CTPYKTYpbI apXHBa BXOJIAT 3aBE/YIONIHI U apXUBapHycC.

4.2. ApxuB BO3IJIaB/sET 3aBeIYIOIIMI apXHBOM, KOTOPEIH Ha3HAYaeTCs U OCBOOOXKIAETCS OT
JIOJDKHOCTH  TIPUKA30M peKTopa YHUBEPCUTETa WIIM  JIOJDKHOCTHOTO  JIMIA, HAJCJICHHOrO
COOTBETCTBYIOIMMH TIOJTHOMOYMSIMH 110 TIPEJICTABJICHHIO HayaJbHHKA YIPaBJICHUS KaJpoB,
COTJIACOBAHHOMY € KYPHPYIOLIUM IIPOPEKTOPOM.

4.3. 3aBeqylomuii apxMBOM JIOJDKEH UMETb Bbiciiee npodeccHoHaibHOe oOpasoBanue MO
CIENHATBHOCTH «IOCYIaPCTBEHHOE U MYHUIIMNIATEHOE YIIPABJICHUE ), «(MEHEDKMEHTY, «yTIpaB/IeHUE
MIEPCOHAIOM» U CTaX paboThl He MEHee 3 JIET MM Bbiclliee NMPOpeCCHOHANBHOE 00pa3oBaHue H
JIOTIOJIHUTENbHOE — IpodeccHoHabHOE  OOpasoBanue B 00JacTH  TOCYIApCTBEHHOrO  H
MYHHIUIATEHOTO yIPaBJIeHNsl, MEHEDKMEHTA ¥ SKOHOMUKH, U CTaX paboThl HE MeHee 3 JIeT.

4.4. CtpykTypa ¥ mITaTHas YUCIEHHOCTh APXHMBA YTBEPKIAETCA PEKTOPOM YHHBEpCHTETa
WM JIOJDKHOCTHBIM JIMIIOM, HaJIeJIeHHBIM COOTBETCTBYIOIIMMH TIOJTHOMOYMSMH I10 MPEICTABICHUIO
Ha4YaJbHHKA YIIPaBJICHHsA, COTJIACOBAHHOMY C KYypPHPYIOIIMM IIPOPEKTOPOM H PYKOBOJIHUTEJEM
(HHAHCOBO-2KOHOMHUYECKOH CIIyKObI Y HUBEpCHUTETA.

4.5. TlpaBa m 00s3aHHOCTH 3aBEYIOMIEr0 H COTPYIHHMKOB apXHBa YyCTaHaBIHBAIOTCA B
COOTBETCTBHH C JODKHOCTHBIMH MHCTPYKIMSAMH.

5. 3ak/I0uHTeIbHBIE MOJI0KEeHHS

5.1. PaboTHHKM apXMBa HECYT OTBETCTBEHHOCThH 3a HEHMCIIOJIHCHHE WJIM HEHaJlexallee
MCIIOJIHEHHE BO3JIOJKEHHBIX Ha HHUX TPYJAOBBIX 00A3aHHOCTEH Ha OCHOBAaHHH HOpPMa TPYAOBOTO
3aKOHOJATENbCTBA, [IpaBuil BHYTPEHHEr0 TPYAOBOIO pPACIOps/IKa, NPUHSTBIX B YHHBEPCHUTETE,
COOTBETCTBYIOMIMX AODKHOCTHBIX HHCTPYKIIHH, HHBIX JIOKAJTbHBIX aKTOB YHUBEPCHTETA.

5.2. Hacrosimee IlonokeHue U Bce U3MEHEHHMS K HEMY YTBEPXKIAIOTCA PEHICHUEM pPEKTOpa
VHuBepcuTeTa NTHOO JIHIA, UCIOJHSIONIETO €ro OOS3aHHOCTH, M BCTYNAOT B CHIIy CO JHS HMX
YTBEPKICHHUSA.
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MecTa xpanenus

OpuruHan JoKyMeHTa Ha OyMa)XHOM HOCHTEJIe Otzen Kajapos

OO6muii otae,

HTPOJILHBIH 3K3eMILISP JOKYMEHTA
iR PR ApXHUB

Otnen xagpos,

OpuruHan JOKyMeHTa B 2JIeKTpoHHOM BHjie B hopmarte PDF OO6mwuit oTzen,
Apxus
Komnus 10kyMeHTa B 2JIeKTpOHHOM BHjie B hopmare doc/docx ApxuB

Tunosas opma nonoxkeHnd ob oTaene YHHBEPCHTETA
(paspabotana OI1O yHuBepcHTETa)



