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1. O0He noJIoKeHus

1.1. Apxusnble nokymentsl (manee-AJl) ®I'BOY BO Kpacnospckuii ['AY,
MMEIOIEe UCTOPUUYECKOE, KyJIbTYpHOE, Hay4HOe, COLlMaIbHOE, SKOHOMHUYECKOE U
[MOJUTHYECKOE 3HaYEHHE, OTHOCAT K TOCYAapCTBEHHOW 4acTh ApXUBHOro (hoHzaa
Poccuiickoii @enepanuu IBISIOTCSI COOCTBEHHOCTBIO I'OCY1apCTBa.

Jlo mepenayn Ha rocyaapcTBeHHoe XpaHeHue AJl BpeMeHHO B mpejeliax,
ycTaHoBleHHBIX ~ DenepanbHbiM  3akoHOM  Poccuiickonn  ®enepaunu 0T
22.10.2004r. No 125-®3 «0O6 apxuBHOM jene B Poccuiickoir Penepaiuin»
xpanstcs B apxuBHoMm otaene PIBOY BO Kpacnospekuii I'AY  (nanee-
Y HUBEpPCUTET)

1.2. VuuBepcureT obecrevynBaeT COXpPaHHOCTb, Y4eT, 0TOOp, yIOpsAOYeHHE U
HCIIONIb30BaHHE JOKYMeHTOB ApxuBHoro ¢onzaa Poccuiickoit ®denepauuu,
00pa3yroLUXCs B €ro esITeIbHOCTH.

B coOTBeTCTBHHM C TMpaBWIaMH, ycTaHOBIeHHbIMH DenepanbHON apXWBHOM
cnyx6oit PO, YHuBepcurer obecreunBaeT CBOeBpeMeHHYI0 nepenady A/l Ha
rocy1apCTBEHHOE XpaHEHHE.

Bce paGoTsl, CBA3aHHBIE C TIOATOTOBKO#, TPAHCIIOPTUPOBKOM U nepeaaveit A/l
MPOM3BOJATCS CHUJIAMM YHHUBEpCUTeTa. 3a yTpaTy MW IIOp4y JIOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit ®enepanun nomkHocTHeie nuna OI'BOY BO
Kpacnosipckuii I'’AY HecyT OTBETCTBEHHOCTh B COOTBETCTBHM C JCHCTBYIOLIMM
3aKOHOAATEeILCTBOM PD.

1.3. B VHuBepcureTe JUIs XpaHEHHs JOKyMEHTOB ApXHMBHOro (ounza
Poccuiickoit ®denepauvii U 3aKOHYEHHBIX JEJONPOU3BOACTBOM JIOKYMEHTOB
MPaKTUYECKOro 3HAueHusi, WX OTOOpa, yuyera, HCIOJIb30BaHHs W TOATOTOBKU
repeiayy Ha roCyAapCTBEHHOE XpaHeHUE CO3/1aH apXUBHBIN OTJEN. Y HUBEPCUTET
obecrieyrBaeT apXUBHbIMA OT/e] HEOOXOIMMBIMH TOMELIEHUSIMU, 000py10BaHUEM
1 KaJpaMH.

1.4. B cBoedl  [esATeNbHOCTH  APXUBHBIM  OTIAEI  PYKOBOJICTBYETCS
3aKoHOJAaTeNbcTBOM — Poccmiickoit  @enepaunn, Ycraom @OPI'BOY  BO
Kpacuosipckuii 'AY, JIOKaJlbHBIMA HOPMATHBHBIMH aKTaMH, IIOJIO)KEHHEM 00
apXMBHOM OT/elle, IIPaBUIaMU OPraHM3allii XpaHEeHHs, KOMIUIEKTOBaHMs, y4yeTa
¥ HCIOJB30BaHUS JOKYMEHTOB ApxuBHoro Qounpa Poccuiickoii ®enepauuu H
JApYrHX  apXWBHBIX JOKyMEHTOB B OpraHax TOCYyJapCTBEHHOH BIJIACTH,
opraHax MECTHOI'0 CaMOYMpaBJI€HUsT W OpraHu3alusiXx, nepeyHeM
TUIIOBBIX YIIPaBJIEHUECKUX apXUBHBIX JOKYMEHTOB, 00pa3yrolIMXCs B Ipollecce
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JeATEIIbHOCTHU I'OCYAapCTBEHHBIX OPraHoB, OPraHOB MECTHOT'O CaMOYITpaBJICHUS U
OpraHgdsalyy, ¢ YKasaHUeM CPOKOB XpaHCHUS.

2. CocTaB I0KYMEHTOB apPXHBHOI'0 0T/e/1a

ApXUBHBIN oTnen o0ecrieynuBaeT COXPaHHOCTb 3aKOHYEHHBIX
JIEIOTIPOM3BOJICTBOM, ~ O0Opa30BaBIIMXCS B JIEATEIBHOCTH  CTPYKTYPHBIX
nojpas3esieHuii YHUBEpPCUTETa JOKYMEHTOB IIOCTOSIHHOIO CpOKa XpaHEeHHus,
JIOKYMEHTOB BpemeHHOro (cBbime 10 ser) cpoka XpaHEHHUs, JOKYMEHTOB IIO
JTMYHOMY COCTaBy paOOTHUKOB Y HUBEPCUTETA.

3. OcHOBHBIE EJIH H 321a4YH APXHBHOIO OoTAaeJia

3.1.0cHOBHBIMH 3a/la4aMHU APXWBHOTI'O OTACJIA SABJIAKOTCA:

3.1.1. ObGecrnieueHHe COXPAHHOCTH ApPXUBHBIX [IOKYMEHTOB, O0Opa3ylolIUXCsl B
npouecce AesITeIbHOCTH YHHUBEPCUTETa, B TEUYEHUE CPOKOB, YCTAHOBJIEHHBIX
HOPMaTUBHBIMHU IIPABOBBIMM aKTaMH 3aKOHOJaTelbcTBa PO

3.1.2. KommnnekroBanue apxuBa yIOPSII0YEHHBIMU JOKYMEHTaMH,
CHUCTEMaTHU3alUsl JOKYMEHTOB, y4eT, CO3JJaHUe Hay4YHO-CIIPaBOYHOIO arrmapara K
noKyMeHTaM ApXuBHOTO (oHaa PO (nen mocTOSHHOrO XpaHEHHMs), 110 JINYHOMY
coctaBy M gaen BpeMeHHoro (cBbime 10 jer) cpoka XpaHeHHs, a TaKkKe
MCIIOJIb30BAaHUE ApPXUBHBIX JIOKYMEHTOB B COOTBETCTBUM C HOPMAaTHBHbIMH
paBOBbIMU aKTamu PO.

3.1.3. IToaroroBka ¥ CBOEBpPEMEHHas Iepejadya JOKYMEHTOB ApXUBHOro (onzaa
P® ma rocymapcTBeHHOe XpaHeHHe C  COOIofieHWeM  TpeOOBaHWH,
ycTaHaBIuBaeMbIX De/iepaibHON apXUBHOM Ciy)x00i PO.
3.1.4. OcyuiecTBlieHHe KOHTPOJIS 3a (GOPMUPOBAHUEM M O(DOPMIIEHHEM €] MpH
BEJICHUU JIEJIONPOU3BOCTBA Y HUBEPCUTETA.

3.2. B COOTBETCTBUM C BO3JIOKEHHBIMH Ha HEro 3aJa4yaMH apXWBHBIH OTJIEN
OCYILECTBIISIET ClIeytole QyHKIUU:
3.2.1. IlpuHumaer He TMoO37HEe, 4YeM uepe3 3 Toja TIOCie 3aBepLICHUS
JEJIONPOU3BOJICTBOM, YYMTBIBAET M  XPAHUT  JIOKYMEHTBI  CTPYKTYPHbIX
nojapa3fesieHnii  YHUBepcUTeTa,  YNOPSJOYEHHbIE B COOTBETCTBHH  C
TpeGOBAHMSIMH, YCTAHOBIEHHBIMH | 0CYapCTBEHHOH apXUBHOM ciyk60ii P.
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3.2.2. CocTaBnseT ¥ MNpeNOCTaBlsSeT He I03]HEE, YeM 4Yepe3 [Ba roja Iocje
3aBepILEeHUs] JeJOMPOU3BOJICTBOM JOKYMEHTOB, T'OJOBBIE Pa3/ielibl ONHUCEH el
MOCTOSHHOTO M [0 JIMYHOMY COCTaBy, Ha COIVIACOBaHME M YTBEPKJCHHE
5KCIIEPTHOM KOMHCCHUM YHUBEPCUTETa U OIKCIEPTHO-NPOBEPOYHONH KOMHCCHH
apxuBHOro areHTcTBa KpacHosipckoro kpas.

3.2.3. Opranu3yer UCIOIb30BaHUE JOKYMEHTOB.

3.2.4. TIpoBOIUT KCHEPTU3Y LIEHHOCTU JOKYMEHTOB, XPAHSIIMXCS B apXUBHOM
OTJele, y9acTBYeT B paboTe IKCIIEPTHON KOMUCCHU Y HUBEPCHUTETA.

3.2.5. Oka3piBaeT METOAUYECKYI0 M MPAKTHYECKYIO IIOMOIIb KaHUEISPHUHU,
KOHTPOJIUPYET MPaBUIBLHOCTh (OPMUPOBaHUS U OPOPMIIEHHs JIeNl MPU BeJICHUH
IIeJIONPOU3BO/ICTBA, @ TAK)Ke IMOJATOTOBKY el K Iepejade B apXUBHbBIM OTAEI
YHuBepcurera.

3.2.6. Y4acTByeT B MPOBEIEHUH MEPONPHUATHI MO MOBBIIICHUIO KBaTU(DUKALUH
pabOTHUKOB apXUBHOI'O OT/IENIA U KAaHUEJISpUU Y HUBEPCUTETA.

3.2.7. Exerogno mpenoctraBiser B KI'KY «l'ocynapcTBeHHbI — apXHB
KpacHosipckoro Kkpas» CBeIeHHss O cocTaBe MU 00beMe IOKYMEHTOB I10
YCTaHOBJIEHHOM (opMe.

3.2.8. OcyuiectBisier paboTy Mo 3aluTe MHOOPMALMK, COCTABJISIONICH
CILyKeOHYIO TalHY.

3.2.9. OcymectBiser paboTy MO BOCCTaHOBIIEHHIO JJOKYMEHTOB.

3.2.10. OcymuiecTBIsieT BblAa4y B YCTAHOBJIEHHOM IMOpPsIJKE JeJl, JOKYMEHTOB UJIK
KOIUI JOKYMEHTOB IUIsl CIIy’)KEOHOTO IOJIb30BaHMsl, Uil pabOThl B IOMEIICHUH
apxuBa.

3.2.11.0cyuiecTBasieT KOHTPOJb 3a CBOEBPEMEHHOCTBIO IOCTYIJICHUS B
apXUBHBIA OT/EN 3aKOHYEHHBIX M YIMOPSJOYEHHBIX JEeJIONPOU3BOJACTBOM JIel
CTPYKTYPHBIX  MOApa3JeleHU YHHMBEPCUTETAa JOKYMEHTOB  IOCTOSIHHOI'O
XpaHeHHs], MMEIOIIUX COLMalIbHOE, SKOHOMHYECKOE, HAay4YHOe, HCTOPHYECKOE,
KyJIbTYpHOE 3HAu€HWe, JIOKyMEHTOB [0 JIMYHOMY COCTaBy M JIOKyMEHTOB
BpeMeHHOro (cBbime 10 JieT) cpoka XpaHeHUs, HEOOXOAMMBIX B IPAKTHYECKOU
JIeSITeNIbHOCTH.

3.2.12. OcyuiecTBIsieT yueT JOKyMEHTO000poTa ¥ KOJU4€eCTBa JIell, [TOArOTOBKY U
BbIJIa4y apXUBHBIX CIIPABOK HAa OCHOBE IAHHBIX, UMEIOLIMXCs B JIOKYyMEHTax
apxuBa.

3.2.13.JToaroraBivBaeT ¥ B YCTAHOBJIIEHHOM IOpsJIKE IepeaaeT JOKyMEHThbI Ha
nocrossuHoe xpaHenue B KI'KY «"ocynapcrBenHsiii apxuB KpacHOSpCKOro Kpas»
3.2.14. IlpuHumaeTr y4yacTHe B paspabOTKe W BHEJAPEHHMH JOKYMEHTOB CHCTEMbI
MeHe)KMEeHTa KayecTBa.

3.2.15. IlpenocraBienue cBeeHUH, HHGOpPMALIUH O CTaKe pabOThI.

Cmp5usz9




MHHHCTEPCTBO CeNbCKOro Xo3siicta Poccuiickoii denepaunu
JlenapTaMeHT Hay4HO — TEXHOJOTHUEeCKOH MOIUTUKH U 00pa3oBaHus

denepanbHOe roCy1apcTBEHHOE Or0KETHOE 00pasoBaTe/ibHOE
yupexaeHne BbicLero o0pa3oBaH#s
«KpacHosipckHil rocy1apCTBEHHbI arpapHblii YHHBEPCHTET)

KpacHosipckuii
FAY

*

$reoy BO
Kpacnospckuit TAY — CMK — I1CIT - 04/3 — 2017

4. Cucrema yYHnpaBJIeHUS H OPraHu3alHuu AesiTCIbHOCTH APXHBHOI'O
oTaeIa

4.1. ApXuBHBIM OTHEN  SABJIAETCA  CaMOCTOSITEIBHBIM  CTPYKTYPHBIM
nojpasjieieHieM YHUBEpCUTEeTa, BXOAWT B COCTAaB aJMUHUCTPATUBHO-
MpPaBOBOIO YIIPaBJICHHUS.

4.2. PyKOBOJACTBO JEATENBHOCTBIO AaPXMBHOIO  OTJE€Ja  OCYIIECTBIISET
HayaJbHUK apXMUBHOI'O OT/ElA.

4.3. ApXuMBHBIM OTHEN MOAYUHSETCS Ha4yaJlbHMKY aIMHUHUCTPATUBHO-
IIPaBOBOMY YIPABJIEHHIO, IIPOPEKTOPY MO PABOBBIM BOMPOCaM M 0€30MacHOCTH,
pPEKTOpY YHUBEPCUTETA.

4.4, HavanbHMK apxXMBHOIO OTJejJa Ha3Ha4yaeTcs Ha JIOJDKHOCThL 110
npemiokeHuo  HavyaubHuka AIlY  u  corznacoBaHui0 ¢ KypUPYHIOLIMM
MPOPEKTOPOM M OCBOOOXKAAaeTcs OT  JOJ/DKHOCTH — MPHUKa30oM  peKTopa
YHUBEPCUTETH.

4.5. Ha BpeMsi OTCYTCTBHs HadalbHHKa (OTIYCK, OOJ€3Hb M IMpodYee) ero
00s13aHHOCTH MCIIOJHSET JIMLO, HA3HAYEHHOE [IPUKA30M PEKTOpa, KOTOPOe HECeT
OTBETCTBEHHOCTH 3a HaJleXallee uX UCIIOJIHEHHE.

4.6. OpraHu3allMOHHO-METOIUYECKOE PYKOBOJCTBO AESATEIbHOCTHIO apXHBHOIO
otaena ocyiectBisier KI'KY «"ocynapcTBeHHbIH apxuB KpacHOSPCKOro Kpas.

5. IlpaBa ApxuBHOIO oTA€/IA

Jlns BBINIOJHEHMs BO3JIOKEHHBIX 3a7ady U (QYyHKUMH apXUBHBIA OTJE] MMEeT
1paBo:

5.1. JlaBaTh YyKa3aHUS CTPYKTYPHBIM IIOApa3/ejeHUsM YHHUBEpCUTETa I10
BOIIPOCAM, OTHOCSIIIIMMCSI K KOMIIETCHLIMM apXMBHOI'O OTJ/IE€/]Ia U BBITEKAIOLIUM U3
(bYHKIMH, KOTOpPbIE NepevrciieHsl B HacToseM Ilonoxenuy.

5.2. BampamuBaTh OT CTPYKTYPHBIX NOJApa3JelIeHU YHHBEPCHTETa CBE/ICHMUS,
HeoOXoauMble i paboThl apXMBHOTO OTAENa, C Y4eToM obecredeHus
BBITIOJIHEHHSI BCEX BO3JIOKEHHBIX Ha apXUBHBIA OTIEN 3a/1a4 U QyHKIHH.

5.3. He mpuHHUMATh JOKyMEHTHI CTPYKTYpHBIX MOJpa3Je/ieHui YHHUBEPCHUTETA,
[IOJIFOTOBJICHHBIE C HAPYLIEHUEM YCTAaHOBIEHHBIX ITPaBHIL.

5.4. JlaBaTh pa3bsCHEHHs] U PEKOMEHJAIMH [0 BOIPOCaM, BXOJSILHMM B
KOMIIETEHLIMIO apXUBHOIO OTZEJIA. »

5.5. lloanuceiBaTh W BU3UPOBATH JOKYMEHTBI, CBS3aHHBIE C JEATECIbHOCTBIO
apXMBHOI'O OT/EJa.
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6. B3anMoOTHOLIEHHE APXHBHOI'0 OT/J€JIAa ¢ APYTHMH CTPYKTYPHBIMH
noapasjeeHusiMH

6.1. OcylecTBIsIET B3aUMOJECHCTBHE B PaMKaX, BO3JIOXKEHHBIX Ha apXWUBHBIN
oraen 3amad M (QYHKUMH CO BCEMH CTPYKTYPHBIMH IOJpa3Je/IeHUAMHM
Vuusepcurera u KIKY «"ocynapcTBeHHbIN apXxuB KpacHOSpCKOTro Kpash.
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JIMCT O3HAKOMJIEHUSI
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JIUCT PETUCTPALIMA U3MEHEHUI

Ne Howmep nucra JHara JlaTa BBEAECHHUS Bcero nucros [Moanuce
n/n WU3MEHEHHOTr0 HOBOTO U3IBATOIO BHECCHMA M3MEHEHU I B IOKYMEHTE OTBETCTBEHHOI'O
M3MEHEHHU

34 BHCCEHHE

M3MEHEHHU

[ ]
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