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IIpenucnosue

Hacrosimee IlonokeHue o CTpYKTYpHOM MOApasfeseHuu «ApxuBy» (manee — ApXuB)
denepasbHOrO0 roCyIapCTBEHHOIO OIOKETHOTO 00pa3oBaTEIbHOIO YUYPEXKAECHUS BBICIIETO
oOpaszoBanusi «MpPKyTCKHII TOCYIapCTBEHHBI YHHMBEPCHUTET IyTeHd COOOLICHHs» (Imamee —
[Tonoxenue), noarorosneHo B coorBercTBuu ¢ denepanbHbiM 3akoHOM 0T 29.12.2012 r. Neo
273-®@3 «0O6 oOpasoBanuu B Poccuiickoii ®enepanun», YctaBom DenepaibHOTO
rOCYapCTBEHHOTO OIOHKETHOTO OO0pPa30BaTENBHOTO YUYPEXKACHUS BBICIIErO O00pa3oBaHUS
«MpKyTCKHMI1 TOCYAapCTBEHHBIN YHUBEPCUTET IMyTeH cOOOIIeHMs» (Hanee — YHHUBEPCUTET),
JOKYMEHTHPOBAaHHBIMM IIPOLEAYypaMU «YTIPABICHHUE IOKyMEHTaluen», HHCTPYKLUEH 110
JEJIONPOU3BOJICTBY U IPYTMMU HOPMAaTUBHO-IIPABOBBIMU JOKYMEHTAMH.

[Tonmoxxenne 00 ApxuBe Ommpenenser craTyc ApXHWBa, €r0 OCHOBHBIE 3a1aud, (DyHKIUH,
NOPSAJIOK YIpaBiIeHUSI APXUBOM.

[TonoxeHne BBOIUTCS B JEMCTBUE C MOMEHTA YTBEPKICHUS.

XpaHeHne JOKyMEHTa MPOM3BOAMTCA B COOTBETCTBHH C TpPeOOBaHHSIMH  TIO
JIEJI0NPOU3BOJICTBY.

Csenenud o Ilonoxxenun

1. PABPABOTAHO W BHECEHO ®enepanbHbIM TOCYAapCTBEHHBIM OIOIKETHBIM
o0pa3oBaTeNbHBIM YUpEXKJIEHUEM BbICIIEr0 oOpa3oBaHust «HpKyTCKuM TOCYIapCTBEHHBIH
YHUBEPCHUTET MyTEH COOOLIEHUN», 3aBEAYIOIUM apXUBa.

2. TIPUHATO Yuénbim coBeToM YHuBepcurera (mpotokoi Ne 6 ot 22.02.2023).

3. VTBEPXXJIEHO U BBEJIEHO B JIEMCTBUE mnpukazom pekropa ot 02.03.2023
Ne 24.

4. U3AAHUE — mapt 2023 r.

O011ee KOIMYeCTBO CTpAHHULL - 12.

HNudopmanust o0 u3meHeHusix Kk Hacrosimemy [lonoxeHuto myOoiuKkyercs Ha BHYyTpEHHEM
caiite YHUBEPCUTETA.

Hacrosimee IlonoxeHne He MOXKET ObITh MOJTHOCTBIO MJIM YaCTUYHO BOCIIPOU3BENEHO,
TUPAXUPOBAHO M PACIPOCTPAHEHO B KayecTBE O(PHIMATBHOTO H3AaHUSA O€3 pa3peuIeHHs
®I'bOY BO UpI'VIIC.
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1. Haznauenue u 061aCcTh MPUMEHEHUS
1.1. Ilonoxenue 00 apxuBe oIpeaenseT cTaTyc ApXHBa, €ro OCHOBHBIE 3aJauH,
¢yHKIMH, OOS3aHHOCTH W OTBETCTBEHHOCTh, MAaTEPHAIBHO-TEXHUYECKOE ObOecredeHne
NEeSATENbHOCTH ApxXuBa, a TakkKe B3aUMOOTHOIIEHUS ApXuBa € MOJApa3ACICHUIMU
VYHUBepcUTETa U BHEIIHUMU OPraHU3alUsIMU.

2. HopMaTuBHBIE CCBHUIKH

[Ipu paspabotke Hactosimiero IlosokeHHsT MCTIONB30BAHBI CIAEAYIONIME HOPMATHUBHbBIE
JOKYMEHTHI:

-TpynoBoii kogekc Poccuiickoit deaepanuu;

-Oenepanbubiit 3akoH «O0 apxuBHOM jene B Poccuiickoit @eaepannmn» ot 22.10.2004
Ne 125-03

-3akoH Mpkytckoit obmactu «O6 apxuBHOM aene B MpkyTckoit obmactu» ot 04.04.2008
Ne 4-0O3;

-IIpukaz MunncrepctBa KynpTypsl PO ot 31 mapta 2015 . Ne 526 «O06 yTBep)KaeHUN
MPaBWI OpPraHU3alMM XPAHEHUs, KOMIUIEKTOBAHUWSA, Y4YETa W HCHOJB30BaHUS JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoii deneparmun u Apyrux apXWBHBIX JOKYMEHTOB B OpraHax
roCyJapCTBEHHOM BJIACTH, OPraHaX MECTHOI'O CAMOYIIPABJIEHHUS U OPTaHU3ALMIX);

-yka3bl IIpesupenra Poccuiickon ®enepanuu, mnocraHoBieHuss IIpaBurenscTBa
Poccutickoit ®enepannu, MunobpHayku Poccuiickori @enepainn, MUHHCTEpCTBA KYIbTYpPhI
Poccuiickoii ®epepanun; DenepanbHOTO areHTCTBA KEJIE3HOJOPOKHOIO TPAHCIOPTA,
@denepanbHOrO0 ApXMBHOTO AareHTCTBa, ApXHMBHOro areHtctBa Mpkyrckoit oOnacty,
pErIAMEHTUPYIOIIUE aPXUBHYIO AESTEIbHOCTB;

-YcTaB YHUBEPCUTETA,;

-MHBIE JOKAJIbHbIE HOPMATUBHBIE aKThl Y HUBEPCUTETA.

3. O0ume monoKeHus

3.1. ApxuB sBIA€TCS CTPYKTYPHBIM MOAPA3ACICHUEM YHUBEPCUTETA, BXOJSAIIMM B
cocraB OOmiero oraena, IEHCTBYIOLIMM Ha OCHOBaHMM I[loyo)keHMs, TPUHATOrO YYEHBIM
COBETOM YHUBEPCUTETA.

3.2. ApxuB co31aH JUIsl XpaHEHUS! 3aKOHYEHHBIX JIE€JONPOU3BOJACTBOM JOKYMEHTOB, UX
0oTOOpa Ha TMOCTOSIHHOE M JIOJITOBPEMEHHOE XpaHEeHHe, yueTa, Hay4HOro U MPaKTHYECKOIro
MCIIOJIb30BAHMSI, TIOJITOTOBKM M CBOEBPEMEHHOM Nepenayu JOKyMEHTOB Ha xpaHeHue B OI'KY
«I"ocynapctBeHHbIi apxuB UpkyTckoit o6mactu» (nanee - TANO).

3.3. ApxuB co3maeTcs, pEOopraHu3yeTrcss W yHOpa3gHseTcs NPUKa30M peKTopa
YHuBepcureTa, U31aBa€MOro Ha OCHOBAHUM PEIICHUS Y YEHOTO COBETa Y HUBEPCUTETA.

3.4. lokymeHTsl  YHUBEpcUTETa, MPEACTABISAIOLIME HCTOPUYECKYIO, HAy4dHYIO,
COL[MAIbHYIO, JKOHOMMYECKYIO, IIOJUTHYECKYI0 M KYJIbTYPHYIO LIEHHOCTb, SBIISIOLINECS
denepanbHOl TOCYNApCTBEHHOM COOCTBEHHOCTBIO, COCTABIISIIOT T'OCYAAPCTBEHHYIO YacTh
ApxuBHoro ¢onma Poccutickoit denepannu U MoAJiekar MocrosHHOMY xpaneHuto B TANO.
Jlo mepenauym Ha rocyapCTBEHHOE XpPAaHEHHE JIOKYMEHTBI BPEMEHHO B IIPEACIIAX CPOKOB,
ycTaHOBIEHHBIX denepanbHbIM apXUBHBIM areHTCTBOM Poccuun, XxpaHsaTcs B ApxuBe
YHuBepcurera.

3.5. ApxuB BO3rJiaBisieT 3aBEAYIOLUIUN apXUBOM. 3aBEAYIONIUN apXMBOM Ha3HA4aAETCs
NpUKa30M peKTopa YHuBepcuteTa. JlODKHOCTHBIE OOS3aHHOCTH 3aBENYIOIIErO apXHBOM
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ONPENEIAIOTCS  JODKHOCTHOM ~ MHCTPYKLIMEH,  YTBEPXKICHHOM  IIPUKAa30M  peKTopa
YHusepcurera.

3.6. KoHTposib 3a 1eATebHOCThI0 ApXHBa OCYIIECTBISIIOT: HadabHUK OOI1ero otaena,
YIPAaBISAIOMNANA JOKYMEHTALMEH, PEKTOP Y HUBEPCUTETA.

3.7. Apx¥B MM€ET B CBOEM paCIOpSKEHUU [1Ba APXUBOXPAHWINIIA, 000PYIOBaAHHBIX
mKapaMu ¥ METAUIMYECKUMHU CTEeIJIa)KaMd, OXPAaHHONM U TOXKapHOW CHUTHAJIU3aIuei,
CPEICTBAMM I0XKAapOTYLIEHHs,, KOMIIBIOTEPHONM TEXHUKOM W OPITEXHUKOW, mpudopamu,
MaTepuallaMy ¥ HHCTPYMEHTaMU, HEOOXOAUMBIMH I OCYIIECTBICHHS paboThl ApXHBa.

3.8. Opranu3alluOHHO - METOJMYECKOE PYKOBOJACTBO JEATEIbHOCTBIO  apXHUBa
ocymectrisieT '’ANO B nipeaenax cBOe KOMIETEHIIUH.

4. CocTaB JOKYMEHTOB ApXHBa

B cocTtaB 10KkyMeHTOB ApXuBa BXOJSAT:

4.1. 3akOHYEHHBIE  JIETIONPOU3BOACTBOM  JOKYMEHTHI ~ IIOCTOSSHHOTO  XpaHEHHUs,
oOpa3oBaBIIUECS B pe3yJbTaTe ACSITEIbHOCTH Y HUBEPCUTETA.

4.2. JlokymeHTsl BpeMeHHOTro (cBbimie 10 7neT) cpoka XpaHeHHs, HEOOXOIUMBbIC B
IIPAKTUYECKOU EATEIIBHOCTH Y HUBEPCUTETA.

4.3. JIoKyMEHTBI 11O TUYHOMY COCTaBY.

4.4. IleyatHple (B TOM 4HCJIE BEIOMCTBEHHBIE) W3JAHUS, TOMOJHSIOUIME TOKYMEHTHI
ApxuBa U TOKyMEHTHI, HEOOXOUMBIE JUIsI CIIPABOYHON PaOOTHI.

4.5. HayuHo-cripaBOYHBIHN anmnapar, pacKpbIBAIOIINN COCTAaB U COep>KaHnEe JOKYMEHTOB
ApxuBa (ONHUCH, UICTOPUYECKUE CIIPABKH, KaTaJIOTH, yKa3aTeau, 0030pbl U 1Ip.).

5. OcHOBHbIE 33J]1a4uu ApXHBa

5.1. OcHOBHBIMHU 337jauaMHi ApXHBa SIBISIOTCS:

5.1.1. KommuiekroBaHue 3aKOHYEHHBIMU JIeJIONPOU3BOJICTBOM JOKYMEHTaMHU
IOCTOSIHHOTO, BpeMeHHoro (cBbime 10 7er) XpaHeHMss M 1O JIMYHOMY COCTaBy,
00pa30BaBIIMMUCS B PE3YJIbTATE JAECSATEILHOCTH Y HUBEPCUTETA.

5.1.2. Yuer, obecrieyeHre COXpaHHOCTH, UCII0JIb30BAaHUE JOKYMEHTOB, HAXOAALIUXCS B
Apxuse.

5.1.3. IloaroroBka U CBOEBpEMEHHAs Iepeiaya JOKYMEHTOB Ha IOCTOSSHHOE XpaHEHHE
B ['ANO.

5.1.4. OcymecTBiieHne KOHTpoiss 3a (opMUpOBaHMEM M OQOpMIIEHHEM Jel B
JIeJIONPOU3BOJICTBE Y HUBEPCUTETA.

6. OcHoBHBIE (QYHKIIMN ApXHBa

6.1. B cooTBeTcTBUM C BO3J0KEHHBIMM Ha HEro 3ajadaMu, ApPXUB OCYIIECTBIISIET
cienyronme GyHKIuu:

6.1.1. Ilpuaumaer, y4uuTBIBAET W XPAHUT 3aKOHYEHHBIE JEJIONPOU3BOJCTBOM
JIOKYMEHTBI, 00pa00TaHHbIE B COOTBETCTBUU C OCHOBHBIMH NOJIOKeHUsIMH «['0cynapcTBeHHOI
CHUCTEMbI JOKYMEHTALIMOHHOIO obecredeHust ympasieHus» u «lIpaBunmamu opranuszanuu
XpaHEHHs, KOMIUIEKTOBAaHMS, ydeTa M HCIHOJb30BaHMUS JOKYMEHTOB apXMBHOTO (oHma
Poccniickonn ®enepanyu M ApYyrUX apXHMBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM
BJIACTH, OPTaHAaX MECTHOI'O CaMOYIPABIEHUS M OPraHMU3ALUAX» U HECET OTBETCTBEHHOCTH 3a
UX COXPAHHOCTb.
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6.1.2. CoBMECTHO ¢ COTpPYIHHMKaMH, OTBETCTBEHHBIMHU 3a JEJIONPOU3BOJICTBO,
KOHTPOJIMPYET COXPAaHHOCTh H TMPaBUIBHOCTH OQOPMIIEHUS JelT B  CTPYKTYPHBIX
NOJIpa3JeIeHUsIX YHHMBEPCUTETa, OKa3blBAET METOJUYECKYI0 IIOMOIIb B COCTAaBJICHHUU
HOMEHKJIATYpbl JieJ, BU3UPYET €€ M NpOBepseT MNPaBUILHOCTh (OPMHUpPOBaHUS Jel B
COOTBETCTBUH C YTBEPKICHHON HOMEHKIIATYPOHU.

6.1.3. Co3gaeTr ycinoBusi JUisi TPOBEACHUS €XKETOJAHOW OSKCHEPTU3bl HAaydHOU U
MPAKTUYECKOW IEHHOCTH IOKYMEHTOB, MOCTYMAIOIINUX B APXUB.

6.1.4. CozmaeT M TMOIOJHSET HAay4YHO-CIPABOYHBIMA ammapaT K JOKYMEHTaM,
NOJJIEXKAIMM [Iepefjaue Ha TOoCyJapcTBEHHOEe XpaHeHue. [lpencraBisier He Mo3JHEE, YeEM
yepe3 3 roja, mociie 3aBepICHHUs JAETONPOU3BOJCTBOM JEJI Ha PAaCCMOTPEHHE SKCIEPTHOU
komuccuu (nanee - 9K) YHuBepcurera u 3KCepTHO-MPOBEpoUHO Komuccueit (nanee - JI1K)
apXuUBHOro areHTcTBa MpkyTckoi 00gacTy OMUCH J€1 MOCTOSHHOTO XPaHEHUs U 110 JIMYHOMY
COCTaBY.

6.1.5. I[Tocne yrBepxkaenus JIIK apxuBHOro areHtctBa MpkyTckoil obiactu omucei
JIeJT MTOCTOSIHHOTO XPAHEHUsl U COIVIACOBAaHHUA JEJ IO JIMYHOMY COCTaBY COCTAaBJISIET aKThl O
BBIIJIECHUM K YHHUYTOKEHUIO €1 C HMCTEKUIMM CpPOKOM XpaHEHHUsS 3a COOTBETCTBYIOIIMIA
ePHUO/I.

6.1.6. OpranusyeT UCIOJIb30BaHUE JOKYMEHTOB:

- nHQOPMUPYET PYKOBOJACTBO M COTPYAHHUKOB YHHUBEpCHUTETa IO 3ampocy B
YCTAaHOBJIEHHOM IOPSAKE O COCTABE U COAEPKaHNUU JOKYMEHTOB ApXHUBa;

- BBIJAET MO 3aMpocy B YCTAaHOBJIEHHOM IMOPSAKE Jena s paboThl B CTPYKTYpHbIE
IIOAPA3/ACIICHNs] Y HUBEPCUTETA;

- BEJIET y4YeT UCIOJb30BAHUS IOKYMEHTOB;

- BBIJAET MO 3alpocy B YCTAHOBJICHHOM IMOPSAKE CIPAaBKH, KOMWW M BBIMTUCKU M3
JIOKYMEHTOB OpTraHU3alUsIM U OTAEIbHBIM JIULAM.

6.1.7. [lpyanmaer  yyacTme B pa3padOTKe  METOAMYECKHX  TOCOOMH 1O
JIEJIONPOU3BOJICTBY M APXUBHOMY JIENTY Y HUBEPCUTETA.

6.1.8. KoHCynbTUpyeT COTpYIHUKOB YHHUBEPCHUTETA MO BOMPOCAM JEJIONPOU3BOICTBA U
aApXUBHOTO JIEJa.

6.1.9. IlonroraBnuBaer M IepelaeT Ha TOCYAAPCTBEHHOE XPAaHEHHE JOKYMEHTHI
noctosiHHOro xpaHeHusi B ['AMO B ycTaHOBJIEHHBIE CPOKU U B YCTAHOBJIEHHOM TOPSKE.

6.1.10. ITpencraBisier B ycraHoBieHHOM nopsaake B ['AMO macnopr apxwuBa
VYHuUBepcuTeTa, B YCTAHOBJICHHBIE CPOKH, CO CBEICHUSIMH 00 M3MEHEHHSIX B COCTaBe U 00BhEeMe
boHIIOB.

6.1.11. [IpoBoAUT B YCTAaHOBJIIEHHOM TMOpsiAKE paboOTy MO TMpOBEpKE HAIMYUA U
COCTOSIHUS €.

7. IlpaBa ApxuBa

7.1. Jlns BBIIOJIHEHUS BO3JIOKEHHBIX 3374 M QyHKUUN ApXUB UMEET IPaBo:

7.1.1. KoHTponupoBaTh BHIIOJHEHUE YCTAHOBIEHHBIX IPABWI PabOThI C TOKyMEHTaMHU
B CTPYKTYPHBIX IIOJPA3ACIICHUSX Y HUBEPCUTETA.

7.1.2. 3anpammBaTtk OT COTPYIHUKOB YHHBEPCUTETa CBEACHMS, HEOOXOIUMBIE s
paboThl ApxuBa.

7.1.3. IlpuBniekaTh B HEOOXOJUMBIX ClIydasX B KaueCTBE 3KCIEPTOB M KOHCYJIbTAaHTOB
CIELMAINCTOB, pabOTaIOIIUX B Y HUBEPCUTETE.
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7.1.4. TpeboBaTh OT COTPYAHUKOB YHHBEPCHUTETA NMHCHbMEHHBIC OOBSCHEHUS TPUYUH
OTCYTCTBUS JJOKYMEHTOB.

8. OTBETCTBEHHOCTh ApXuBa

8.1. ApXHUB HECET OTBETCTBEHHOCTH 3a:

-HEBBITIOJTHEHNE BO3JI0KEHHBIX HA ApXHUB YHUBEpPCHUTETA 33/1a4 U (DYHKINH;

-coxpaHHOCTh JoKyMeHTOB ['AMO, Haxonsdmuxcsi Ha JAEMO3UTapHOM XpaHEHUU B
YHUBEpPCUTETE;

-COXPaHHOCTb JOKYMEHTOB IO JIMYHOMY COCTaBY M JOKYMEHTOB BPEMEHHOI'O (CBBIILLIE
10 neT) cpoka xpaHeHus;

-JIOCTOBEPHOCTbH MPEJOCTABIIEMON NH(HOPMALIUH.

9. Ilpekpalienue AeaTeIbHOCTH ApXUBa

9.1. IlpekpaimieHue AeITENbHOCTH ApXUBa OCYILIECTBISETCS NYTEM €ro JMKBUIALUMU
WIN PEOpraHU3alMH.

9.2. ApxuB peopranusyercsi WiM JUKBUAUPYETCs NpuKazoM Pekropa YHuBepcuTeTa Ha
OCHOBaHHMM COOTBETCTBYIOILIETO PELICHUs] YUEHOr0 cOBETa Y HUBEPCUTETA.

9.3.Ilpu peopranuzauuu ApxuBa BC€ JOKYMEHTbI, OOpa3oBaBIIMECs B Ipolecce
NEeSITeIbHOCTH ApXUBa, NEpeatoTCcsl Ha XpaHEHHUE MPaBOIIPEEMHUKY, a IIPU JIMKBUJIALUHU — B
apxus ['AHO.

9.4. Ilpn nukBuaauuu ApxuBa BC€ UMYILIECTBO, 3aKPEINIEHHOE 32 APXHUBOM, MOJUIEKUT
nepepacnpeeeHU0 MEeXAY HHbIMH CTPYKTYPHBIMU MOAPA3AEICHUSIMIA Y HUBEPCUTETA.

10. Ilopsinok npuHATHA, YTBEPKIACHUS U U3MEHeHus HacTosero [lonoxenus
10.1. Hactostiuee IlonokeHne mNpuUHUMAETCs Ha 3acelaHMM YUEHOTro COBETa
YHuBepcureTa u yreepxkaaerca Pekropom YHusepcurera.
10.2. B nHacTosmee [lonoxeHne MOryT BHOCUTHCS M3MEHEHUS U JOTIOJIHEHMS, KOTOPbIE
MIPUHUMAIOTCS HA YUYEHOM COBETE Y HUBEPCUTETA U YTBEPKAAt0TCs Pekropom YHuBepcurera.

IToaroroBneno

3aBeayroumi apxuBom A.A. Pacrionnaa
CornacoBano

HavanpHrk npaBOBOTrO yrnpaBJIeHUS K.}O. Ycomnbiien
HauanpHuk otnena kaapon C.A. llTarep

Yrpapisromun 10KyMEHTaIuen E.B. Asomikuga
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YacTb TeKCcTa, MOIJICIKABILICTO OO0111ee KOJIUYECTBO
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Ne M3MEHEHUIO B IOKYMCHTE CTpaHMUI]
o 5 core BHECCHUS ITHCh Jlata
ITOCI

Ne Ne No A W3MCHECHUS, OTB.
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[Ipunoxenne A
JOJDKHOCTHAA NHCTPYKIUMA 3ABEAYIOIIEI'O APXNBOM

1. O01me noJI0KEeHU

1.1. Hacrosmas JOJKHOCTHAS UHCTPYKIMST  pa3paboTaHa Ha OCHOBE
KBaJIM(DUKAITMOHHOMN XapaKTepUCTUKU 3aBEAYIOIIETro apXuBOM, YTBEPKIACHHON
[TocranoBnenuem Muntpyga P® ot 21.08.1998 Ne 37 «O06 yrBepxkaenun Enmnoro
KBJIM(UKAIMOHHOTO  CIpPAaBOYHUKA JIOJDKHOCTEH  PYKOBOJAUTENEH, CHEIUAIUCTOB U
ciyxamux», pasznen «O0mieoTpaciieBble KBAIU(PUKAIMOHHBIE XapAKTEPUCTUKU JTOJIKHOCTEH
pabOTHUKOB, 3aHSATHIX HA MPEINPHUITHSIX, B YUPESKICHUSX U OPTraHU3ALUIX» C JOOaBICHUEM
TpeOOBaHUH, PEIBIBIAEMBIX K PAOOTHUKAM B JIOJDKHOCTH 3aBEAYIOIIETO apXHBOM.

1.2. JIoJ>KHOCTh  3aBEYIOIIETO apXMBOM YHHBEPCUTETAa OTHOCHUTCS K KaTeropuu
PYKOBOJIUTENEH.

1.3. 3aBeayronuii  apXvMBOM Ha3HA4YaeTCs Ha JODKHOCTD M OCBOOOXIAeTCs OT
3aHMMaeMON JOHKHOCTH B YCTAHOBJIEHHOM TPYAOBBIM 3aKOHOAATENHCTBO MOPSAKE MPUKA30M
peKTopa Mo MpeAcTaBiIeHUI0 HavanbHuKa OOIIero oTaena MmyTeM COTJacoBaHUs Ha 3asBICHUU
KaHAUIaTa.

1.4. 3aBenyrommii apXUBOM TOIHHSIIETCSI, UCTIOJHAET TOPyYeHUs HadaibHuKa O01Iero
OTJIeNa, BBITIOJIHAET CBOM O0S3aHHOCTH TOJT €r0 HEMOCPEACTBEHHO PYKOBOJICTBOM.

1.5. Ha BpeMst OTCYTCTBUS 3aBEIYIOLIETO apXUBOM (00s1€3Hb, OTIYCK, KOMaHIUPOBKA
U T.I1.) €T0 00S3aHHOCTH UCTIONHSET JIUIIO, HA3HAYCHHOE TIPUKA30M PEKTOpa.

2. KBanudukanuoHnHbsie TpeOOBaHUS

2.1. TpeGoBanwus K KBaIM(DUKAIIIHN 3aBEYIOIIETO APXHUBOM:

Cpennee mpodeccronampbHOe 00pa3oBaHUE M CTaX PaOOTHI MO JIETOMPOU3BOICTBY HE
MeHee 2 JeT.

2.2. 3aBeAyOlUA apXUBOM JOJDKEH 3HATh: HOPMBI TPa)KJAHCKOIO 3aKOHOJATENIbCTBA
Poccuiickoit ®denepanuu, wHble (enepanbHble 3aKOHBI, ITOCTAHOBIICHUS, PACTIOPSIKEHUS,
MpUKa3bl, APYrd€ PYKOBOMASIIME W HOPMATUBHBIC JOKYMEHTHI BBIIIECTOSIIUX M JAPYTUX
OpraHoB, Kacaromiuecs paboOTbl  apXWBOB; EIHWHYIO  TOCYyJIapCTBEHHYK)  CHUCTEMY
NIEJIONPOU3BOJICTBA; TOPSAIOK O(OPMIIEHHS JOKYMEHTOB, IMIOCTYMAIIUX B apXWB, U
NEUCTBYIONIYI0O CHCTEMY WX KIaCCH(PUKAINK, CTPYKTYPy TPEINPHITHS, YIPEKICHUS,
OpraHu3aluy; OCHOBBI OPraHU3alMy MPOU3BOJICTBA, TPY/la U YIPABICHUS; OCHOBBI TPYJIOBOIO
3aKOHO/IaTeJIbCTBA; MPaBUjIa BHYTPEHHETO TPYAOBOIO pacropsika; mpaBuiia 1 HOPMbl OXPaHbl
Tpyna; YcraB YHuBepcurera, [IpaBuna BHyTpeHHEro pacnopsaka ¥YHusepcurera, 1lonoxenune
00 Apxwuse, monoxxenune o6 DK, mpukaspl (pacmopspKkeHHs) peKTopa YHUBEPCUTETa U UHbBIC
JIOKJIbHbIE HOPMATHUBHBIE aKThl, PETYIUPYIOLINE IESITEILHOCTh ApXHBa, Y HUBEPCUTETA.

2.3. 3aBenyromuii  apXuBOM JOJDKEH BIIAJE€Th: BOMPOCAMU pPabOThl C apXUBHBIMU
JOKyMEHTaMH, yYETHBIMH 0a3aMy JIaHHBIX apXWBa, HABBIKAMH IIOJIb30BAHUS CPEACTBAMU
KOMIBIOTEPHOH M BBIYUCIUTEIBHOM TEXHUKHM, KOMMYHHMKAIIMA M CBSI3U M JpPYyTUMHU
BOIPOCAMHM, BXOJSIIUMH B KPYT KOMIIETCHIIMM ApXHBa.
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3. JloIbKHOCTHBIE 00S13aHHOCTH
3.1. Bo3rnaBnsieT paboTy 10 OpraHU3aIMK U BEICHUIO apXUBHOTO JIeja B
YHuBepcurere.

3.2. O0ecrieyBaeT B  COOTBETCTBHUM C  YCTAHOBJICHHBIM MOPSAKOM  IpPHUEM,
pETrUCTpalLMio, CUICTEMATU3ALMI0, XPAaHEHUE U UCIIOJIb30BaHNE JOKYMEHTOB.

3.3. PykoBoauT paboTO# 1O COCTaBJICHHUIO CIIPABOYHOTO armapara, 00JIer4aronero yuer
Y UCTIOJIb30BaHUE apXUBHBIX JTOKYMEHTOB.

3.4. Oka3bIBaeT METOAUYECKYIO IOMOIIH B MOMCKE HEOOXOAUMBIX JOKYMEHTOB.

3.5. UHcTpykTUpyeT pabOOTHHUKOB  CTPYKTYPHBIX  IOApA3JEICHUN O  MOpsaKe
dbopMupoBaHUs, MOATOTOBKY U CAAYU JIe]l B ApXUB.

3.6. Kontponupyer CBOEBPEMEHHOCTh IOCTYIUIEHMSI B  apXWB  JOKYMEHTOB,
3aKOHUYEHHBIX JEJIONPOU3BOICTBOM.

3.7. YuactByet B pabore DK YHuBepcurera, yctanaBinubaeT coBMecTHO ¢ DK mopsiaox
MPOBEJIEHUSI HKCIEPTU3bl ILIEHHOCTH JOKYMEHTOB, (OpPMHUPOBAHHS JIOKYMEHTOB B Jieja
MOCTOSIHHOT'O ¥ BPEMEHHOI'O XPaHEHUSI.

3.8. PykoBoguT paboToii 1O COCTaBIEHUIO OMHMCEHN Jea A nepelayd JOKYMEHTOB B
rOCy/IapCTBEHHBbIE apXUBbI, COCTABIIEHHWIO AaKTOB 00 YHHMUYTOXXEHHHM JIOKYMEHTOB, CPOKH
XpaHEHHUS KOTOPBIX UCTEKIIU.

3.9. OcymiecTBiIsIET KOHTPOJb 3a COCTOSHUEM JOKYMEHTOB, CBOEBPEMEHHOCTBIO HX
BOCCTAQHOBJICHUS, COOJIIOJICHMEM B IIOMEIIEHUSX apXuBa YCJIOBHHA, HEOOXOAWMBIX MJIs
oOecreyeHus: COXPaHHOCTHU JIOKYMEHTOB.

3.10. Opranusyer paboOTy MO BEACHUIO y4eTa TOKYMEHTOOOOpOTa M KOJIMYECTBA JIET,
BbI/1aU€ apXUBHBIX CIIPABOK HA OCHOBE JAHHBIX, UMEIOIINUXCS B JOKYMEHTAX apXUBa.

3.11. CocTaBnseT yCTaHOBJIECHHYIO OTYETHOCTb.

3.12. [IpyaumaeT ydacThe B pa3pabdOTKe MOJOKEHUHW W WHCTPYKLIMHA IO BEACHHUIO
JIEJIONPOU3BOJICTBA U OpraHU3alliy apXUBHOTO Jela.

3.13. O6ecnieunBaeT KOHPUACHIIMAILHOCTh CBEJICHUH (O IEITETLHOCTH Y HUBEPCUTETA,
€ro UMYILECTBE, €r0 COTPYJHUKAX, CTYJEHTaX, CAYIIATENSIX U Jp.), HOJIYYEHHBIX UM BO BpEMs
UCIIOJIHEHUSI CBOUX JOJDKHOCTHBIX OOSI3aHHOCTEH, B T.4. CBEACHMH, COCTaBISIOLIUX
KOMMEpYECKYI0 TailHy YHHUBEPCUTETa, CIYKEOHYI0 W TOCYAAPCTBEHHYIO TalHy, a TaKXKe
CBEJICHUI, COCTABJISIONIMX MEPCOHAIbHBIE JaHHbIe PAOOTHUKOB; HE MEPEAAeT MMePCOHAIbHBIC
JaHHBIE TPETHUM JIUIIaM O€3 coryiacusi caMmoro paboTHHUKA.

4. TlpaBa 1 TOJTHOMOYHS

3aBeayroLMi apXUBOM UMEET IIPaBo:

4.1. 3anpammBaTh ¥ MOJMy4aThb OT CHEHUATUCTOB CTPYKTYPHBIX MOJpa3eicHui
HEOOXOAMMYI0 HMH(OpPMAIHIO, MaTepuanbl M JOKYMEHTBI, OTHOCSIIMECS K BOIPOCaM
JeATEIbHOCTH apXUBa.

4.2. BHOCUTHh MpPEUIOKEHHUS U 3aMEYaHHs MO BOIPOCAM YIY4YLIEHHUS JEATEIbHOCTH
Apxuba.

4.3. IlpuBnekarb K pELIEHUIO BO3JIOKEHHBIX HAa HETO 3a/Jay CIELHUAIUCTOB APYIHX
CTPYKTYPHBIX MOJIpa3/IeJICHUM.

4.4. MOTUBUPOBAHHO OTKa3bIBAThCSl OT MPHUHATUSI JOKYMEHTOB HAa XpaHEHHE B apXUB,
HE COOTBETCTBYIONIUX TPEOOBAHMUSM 3aKOHOAATENThCTBA PD W JOKAIBHBIX MPABOBHIX AKTOB
YHuBepcurera.
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4.5. [lognuceiBaTh ¥ BU3UPOBATH JOKYMEHTHI B IIPE/iesiax CBOEH KOMIIETEHIIUU.

4.6. Bctynath BO B3aMMOOTHOILEHUSI C MOJAPA3ACIICHUAMH CTOPOHHUX YUPEXKIACHUNA U
OpraHu3anui Uisl peLIeHHs] BOIIPOCOB, BXOASAIINX B €70 KOMIIETEHIIUIO.

4.7. IlpuHuMath yyacTue B 0OCY>KJIEHUH BOIPOCOB, BXOAAIIUX B €r0 (DyHKIMOHAIbHbBIE
00513aHHOCTH.

4.8. [lonp3oBaTecsi MHGOOPMAITMOHHBIMH MaTe€pHalaMd ¥ HOPMATHBHO-IIPABOBBIMH
JOKyMEHTaMH, He0OXOAUMbIMU JJIs1 UCIIOJIHEHUSI CBOUX JIOJDKHOCTHBIX 00s3aHHOCTEHN

4.9. O6pamarbCcsi K PyKOBOJACTBY YHHUBEPCUTETA O CO3/JaHUU B MOMEIICHUSX apXHBa
yCIJIOBUI, HEOOXOAUMBIX I 00ECIEYEHHs] COXPAHHOCTU JIOKYMEHTOB, a TaKK€ HEOOXOAMMBIX
YCIIOBUM JJis BBITIOJIHEHUS CBOUX 00sI3aHHOCTEH.

4.10. [IppHuMaTh pelieHus B LENsIX oO0ecreueHus MOBCEIHEBHOM NeITeTbHOCTH apXHBa
110 BCEM BOIIPOCAM, OTHOCSAILLIMMCS K €r0 KOMIIETEHLIUU.

4.11. IloBbImaTe KBaTH(PHUKAIHIIO, TPOXOIUTH MEPETIOATOTOBKY (TIePEKBATH(PHUKAIIHIO).

5. OTBETCTBEHHOCTb

5.1. 3aBeayromuii apXMBOM HECET NUCLUMIUIMHAPHYIO, MATEPUAIIbHYIO, a TaKXKE HHBIC
BUJbl  OTBETCTBEHHOCTH, NPEIyCMOTPEHHBIE 3aKOHOAATENbCTBOM P® B ciyuwasx,
YCTaHOBJIEHHBIX 3aKOHOM, TPYAOBBIM JONOBOPOM M HACTOSIIEH JOJKHOCTHON MHCTPYKLIUEH.

5.2. 3aBeayro1muii apXUBOM HECET OTBETCTBEHHOCTb 3a:

5.2.1. HecBoeBpeMEeHHOE M HEHAJJIE)KAIIEe BHITIOJHEHUE (TUOO0 HEBBITIOJHEHUE) CBOUX
JOJDKHOCTHBIX 00SI3aHHOCTEH, a TakKe HWHble HapyLIIeHWs TpYyIOBOW IUCIMIUIMHBL, 3a
HECBOEBPEMEHHOE COOJIIOJIEHNE U (WMJIM) HECOONIOJICHHE YCTAHOBJIEHHBIX IPAaBWJI U HOPM
TpyJda, INpaBWI W HOPM OXpaHbl TPyJa, [POU3BOACTBEHHOW CAHUTApUU M IOXKApHOH
Oe3onmacHocTH, YcraBa, IIpaBunm BHYTpPEHHEro TPYyJIOBOIO pacrnopsika, TpeOoBaHU,
COJZIEPKAIMXCS B IPYTUX JIOKATbHBIX HOPMAaTUBHBIX aKTax Y HUBEPCUTETA.

5.2.2. HegocToBepHyto HMH(OPMAITUIO O pe3yJabTaTax CBOEH pabOTHI, a TAKKE 32 OTKa3
PEJOCTaBISITh NH(OPMAIUIO O PE3yIbTaTax CBOEH pabOTHI.

5.2.3. HeBbINOJIHEHUE  TPUKA30B, YKa3aHUM, paCHOPSDKEHUA U MOpeANUCaHUi
BBILIECTOSIIMX U KOHTPOJIUPYIOUIUX OPTraHOB.

5.2.4. HenpuHaTHe HaUIekKAIMX MEP IO IPECEYCHHUIO BBIABICHHBIX HapyLIEHUI
IpaBUJ IOXKApHOH O€30IIaCHOCTH, MPaBUJI OXpaHbl TPyJa M CAHUTAPHOI'O COCTOSHUS B
IIOMEIEHUAX apXHMBa, CO3MAIOIIMX YIpoO3y JEATEIbHOCTH apxuBa, a TaKXKe YyIrpo3y
0€30MaCHOCTH U 3710POBBIO €r0 PAOOTHUKAM.

5.2.5. Pa3riamenue nepcoHanbHbIX TaHHBIX.

6. OleHka KkadecTBa Tpyza
6.1. OueHka KayecTBa TpyJa OCYIIECTBIIAETCA HayalbHUKOM OOI1ero oTenna peryisipHo,
B IMpPOLECCE MOBCEAHEBHOIO OCYLIECTBICHUS 3aBEAYIOIIMM apXuBa CBOMX JOJKHOCTHBIX
GyHKIHA.
6.2. OCHOBHBIM KPHUTEpPUEM OIICHKH Pa0OTHI 3aBEIYIOIIETO apXHBa SIBISIETCS KAa4eCTBO,
IIOJIHOTA M CBOEBPEMEHHOCTb BBIOJIHEHUS UM 3a/ad, IPEeIyCMOTPEHHBIX HACTOSIIEH
MHCTPYKIIUEH.
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7. B3auMOOTHOILIEHUSA
7.1. 3aBenyromuii apXMBOM B3aUMOJEUCTBYET C PYKOBOAUTEISIMU MU PaOOTHUKAMU
CTPYKTYPHBIX MOJpa3feleH’il YHUBEpCUTETa B PaMKaxX MCIIOJHEHUS CBOUX JOJKHOCTHBIX
00s13aHHOCTEN U MPEJIOCTABIEHHBIX MPaB.

8. I[Tops10K BHECEHUS U3MEHEHUI B JJOJDKHOCTHYIO HHCTPYKIIMIO
8.1. BHeceHne U3MEHEHUI U TONTOJTHEHUM B TOKHOCTHYIO UHCTPYKIMIO MPOU3BOIUTCS
B COOTBETCTBMM C YCTAHOBJIEHHBIM MOPSAKOM B JOKYMEHTHPOBAHHOM MpOUEIYypE
«YrpaBieHue JOKyMEHTALUEH».
8.2. CTpanulia ¢ TeKCTOM, MOJICKAIIUM U3MEHEHUIO, 3aMEHSIETCS Ha HOBYIO WJIA TEKCT
W3MEHEHU BKJIEUBAETCS Ha MOCJIEAHEH CTpaHUIle JOJDKHOCTHON MHCTpYyKumK. MHbopmarus o
BHECEHUH U3MEHEHHUI BHOCUTCS B JIUCT perucTpalni M3MEHEHHU.

C Hacrosiel JOMKHOCTHON MHCTPYKIIMEH 03HAKOMIIEH (-Ha), SK3EMIUISP HHCTPYKIIUU
MOJIyYeH

« » 2023r. /

(mogmucek)  (pacmmdpoBKa MOATUCH)




[TopmMHANKY SK3EMIUISIPOB O(UITMATBHOTO (
nokymenTa Haxosatcsa B ®I'bOY BO UPT'VIIC

(1 »k3. — B oTmene KaupoB, 2 3K3. — B o0IeM
otTzene, 3 3K3. — B CTPYKTYpPHOM IOAPa3ACICHUN ) Branonels SEREPATOHOR [OGYRARCTEAHOE BIOMETHOE OBPASOBATENLHOE

YUYPEX/IEHWE BbICIErO OBPA3OBAHUA "MPKYTCKWUN FOCYAPCTBEHHbIA YHUBEPCUTET
MYTEV COOBLIEHUS"
[evicTautenen: ¢ 08.12.2022 fo 02.03.2024

JOKYMEHT MOAMUCAH
SMEKTPOHHOW NOAMNUCHLIO
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