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CMK II'TV Monomxenne o6 apxuBHoOM 0TaAE]E

1 O0mue mo1okeHus:

1.1 ApxuBHBIH oTaen (ayiee - OTAEN) ABISCTCS CTPYKTYPHBIM MOApasAeieHHeM (heaepansHoro
rOCYJapCTBEHHOTO OI0/KETHOTO 00pa3oBaTeNbHOTO YUPEXKIEHHS BBICIIET0 00pa3oBaHHd «JJOHCKON
TOCYIapCTBEHHBIN TEXHH4YECKHH yHuBepcuteT» (masee - [I'TY, yHHBEpCHTET) M JeHCTByeT Ha
OCHOBaHuH HacTosmero [Tonokenns.

ADXHMBHBIA OTAE]1 BXOAMT B cOCTaB YmpapieHus jgenamu (namee - Y][) W nomguunsercs
HEMOCPEICTBEHHO HAYaTRHIKY Y /1.

[TosHOE HaUMEHOBaHHUE TIOAPA3IETEHUS — APXUBHBIN OTHEN.

Ha ocHoBanum npukasa aupexropa PocToBckoro-Ha-J[0HY MalIHHOCTPOMTEILHOT0 HHCTHTYTA
Nel46 or 03.11.1945 §14, paGota o BeaeHuro apxuBa OblIa BO3JIOKEHA Ha 3aBELYIOLIYIO KaHLCISPHCH,
W JaHHasg Jara CYMTAeTCA HavyanoM BeJeHHS apXHBHOTO JCTONPONU3BOICTBA B YHHUBEPCHTETE.

Ha ocnoBanuum npuxaza pexropa Ne 225-A ot 27.07.2000r. «O6 o6BABIEHHM TepedHS
CTPYKTYPHBIX TIOApa3/eNeHnii YHHBEPCUTETA M HX MHOEKCOB» NOIpasjeieHue OBUI0 BBEICHO B
CTPYKTYPY YHHBEPCHTETA M0]] HAUMEHOBAHUEM - apXHB.

Ha ocrnoBanwu mpukasa pexropa Ne 231-A ot 15.09.2004r. «O peopraHu3anuy CTPYKTYPHOTO
[10Ipa3/ie/IeHHs» apXHB BBIBEJICH U3 COCTaBa OOIIEro OTAeNa, Ha ero fase Co31aH0 apXUBOXPAHUIHIIE CO
CTATyCOM CTPYKTYPHOI'O OApa3AesIeH s YHUBEPCUTETA.

Ha ocnoBamuu mpmkaza pextopa Ne 45-A ot 04.02.2008r. «O6 yTBEp)KIEHHH CTPYKTYPHI
YIIPaBIICHUs YHUBEPCHUTETOM » APXHBOXPAHUIIAIIE BBEIEHO B COCTAB afIMHHUCTPATHBHOTO YIIPARICHHS.

Ha ocroBammm mnpukasa pextopa Ne 343-A or 26.05.2008r. «O6 0OBSABIEHHH IEpeYHS
CTPYKTYPHEIX MOJApa3feNeHnit YHHBEPCUTETA B WX HWHJEKCOBY» NMOIpaszeieHne OBUIO MEPEeUMEHOBAHO B
apXMBHBIN OTIEIL.

Ha ocnosanun mpukasza pextopa Ne 275 ot 29 woa6pst 2018 roma «O co3nasnuu CTPYKTYPHOTO
MOJpa3feNieHus-Y IPAaBICHUs.  [elaMH»  CO3MaHO  CTPYKTYPHOE TOIpa3fielieHHe  YHHBEPCHTETA
VIpasieHHe feTaMH, apxXUBHBIA OTAEN BBEAEH B COCTAB JAHHOTO YIPABJICHHS B IMPAMOE HOAYUHEHHE
HavyansHUKY Y 1.

ADPXMBHEIHA OT/EN SBISETCA He0O0COOTEHHBIM CTPYKTYPHBIM IIOAPa3ACICHHEM.

1.2 JlesTenpHOCTE OTZENIA OCHOBAHA Ha CIEAYIOUIMX MPHHIHIIAX:

- COOMOAeHNEe OCHOBHEIX MTPaBHJ PabOTHI aPXHBOB OPraHH3aINM;

- cobmoaenue AeHCTBYIOMETO 3aKOHoAaTenbeTBa PD, B ToM umcrie B chepe apXuBHOTO [ena;

- cobmoaerue MHerpykuuu no genonpoussoactsy ATV

- obsA3aTenbHOE HCTIOMHEeHNE penrennit pykososcTsa I TY;

- OCYIIECTBJIEHHE CBOCH [EATENEHOCTH BO B3aUMOJNEHCTBHHM C JOPYIHME CIyXOaMy M
CTPYKTYpHBEIME moapasfenenusmu JII'TY, a Ttaxke B mnpemenax cBoed KOMIIETEHIMH - CO CTOPOHHHMH
OpraHU3aIHsIMU. :

1.3 Mectonaxoxaenue otaena: P®. Pocrosckas obmacts, r. Pocros-ua-Jlony, mi. arapuna 1.
(rn. xopmyc, aya. 240), ten. 2738-330, 2738-587, IEKTPOHHEIH afpec oTaena: spu-12.2(@donstu.ru.

1.4 Oprasmsanus (peopraHu3alus/THKBUAALKAS) OTAeNa TPOH3BOJMTCA TPHKA30M peKTopa
ArTy.

1.5 Jins BeneHus NeIONPOU3BOACTBA aPXABHOMY OTHENY TPUCBOEH MHAEKC: 12.2.

2 CocTaB TOKYMEHTOB apXuBa

2.1. B cocraB OKyMEHTOB apXHBa BXOJIAT:

- HOKYMEHTEI ITOCTOSHHOTO CPOKa XPaHEHHS,

- OKYMEHTEI JJOJITOBPEMEHHOIO CPOKa XpaHEeHHS;
- JOKYMEHTEI 10 TUYHOMY COCTaBY.

[lono:kenne of apxusHoM oraene — 122
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CMK IOI'TY IMonoxenue 06 apxuBHOM 0TE/TE

3 OpraHu3anHoOHHbIE BONPOCHI

3.1 CrpykTypy ¥ ImTaTHOE paclmCaHHE apXHBHOIO OTAena yTBep:knaer pektop HI'TY B
COOTBETCTBHU C YHCJICHHOCTBIO PAOOTHHUKOB, C y4eTOM 00BeMOB U crenuuky paboTsl, BO3TOKEHHOH Ha
OTZAEN, Ha OCHOBaHMHU TIPEANIOKCHHE HAYaJIbHHKA OTJeNa 10 COTJIACOBAHMIO ¢ HadalbHUKOM Y/ H
IIPOPEKTOPOM 110 OOIIHAM BOIIPOCAM.

3.2. OpranusanuoHHas CTPYKTYpa OT/IeNa TIPe/ICTaBIeHa B IPHIOKCHHH A.

3.3 PyKOBOACTBO OTHENOM OCYIIECTBISET HAYATEHUK OTIENA, KOTOPHIi HEIOCPENCTBEHHO
MOTIHHAETCH HadyalbHUKY Y /1.

3.4 PaboTHAKH OTfeNa HA3HAYAIOTCS HA JOIDKHOCTH U OCBOGOMIAIOTCS MPHKA30M pexTopa
YHHUBEPCHUTETA 110 [IPEJICTABICHHIO HaYaabHuKa Y I,

3.5 OO6s3aHHOCTH, 0NpaBa M OTBETCTBEHHOCTH COTPYJIHHKOB OT/J€Na ONpenessioTCs
AOJDKHOCTHBIMH HHCTPYKITHAMH, YTBEPAKIAEMBIMHA PEKTOPOM YHUBEPCHTETA.

3.6 ApxuBHBIE OTZEm B CBOEH JEATENLHOCTH  PYKOBOACTBYETOS NEHCTBYIOLIHM
3aKOHOZATeMbCTBOM Poccuiickolt Menepanuy, HOpMAaTUBHEIME [IPABOBBIME aKTaMy (heepalbHOr0 oprasa
YUIPaBICHHs 00pa30BaHUEM, JIOKAJIBHBIMH HOPMATHBHEIME ¥ OPraHH3alHOHHBIMH aKTaMH YHHBEPCHTETA,
B TOM YHCJIE:

- ®enepansHblii 3akom or 22.10.2004 r. Nel25-®3 «O6 apxmBHOM nene B Poccuitckoid
Deneparun;

- Genepanbubiil 3akoH 0T 29 Aexabps 2012 roga Ne 273-®3 «O6 obpasosaruu B Poccuitckoit
Denepanum»;

- Qenepanbrbli 3akon 0T 27.07.2006r. Ne 152-B3 «O nepcoHANBHEX AaHHBIXY,

- OcHoBHble npaBuia paGOTEl apXHBOB OpTaHH3AIMIA, onoOpeHHbIMU pemenneM Kommernn
Pocapxusa ot 06.02.2002 .

- Yeras [AI'TVY;

- [Tonoxxerne 06 apxHBHOM OT/ETE.

3.7 Jlenonpou3BOACTBO B OTIHENE OCYIIECTBIISIETCS B COOTBETCTBUM ¢ KHCTpykumed mo
Aenonpou3BoneTsy JI'TY u ApyrumMu opraHn3auHOHHBIME TOKYMEHTAME yHuBepcuTeTa. PopMUpOBaHuEe
ACTT TPOU3BOHUTCA B COOTBETCTBHH C HOMEHKIATYPOIi [eJ1, COTIACOBAHHOM ¢ OBIIMM OTIEIOM.

4 Ilenb co3gaHus OTAEIA W ero 3212491

4.1 ApxuBHBII OTZHE! YHHBEPCHTETA CO3LAH C ILENBIO CBOEBPEMEHHOIO IMpHEMa apXUBHEIX
HOKYMEHTOB OT CTPYKTYPHBIX MOJIPA3ACICHUN MM IPYTHX MCTOYHHKOB KOMIIIEKTOBAHYS, 06eCIeqeH s
MX yHeTa, COXPaHHOCTH, YIOPAAOYEHHS M HCIOIL30BAHAS B COOTBETCTBHH C OCHOBHBIMH IIPaBUIIAMH
padOThI apXUBOB OPTaHH3ANMH | OATOTOBKH K nepesiaye JOKYMEHTOB Ha TIOCTOsIHHOE XpaHeHHe,

4.2 JI1st MOCTHOKEHHS LIENH OTEN Pean3yeT CIIEAYIOLIHE 3aayH:

- KOMIUIEKTOBAHHE apXuBa JOKYMEHTAMH, COCTAB KOTOPHIX mpexycMoTped ITomoskenmem 06
ApXHUBHOM OT/IEJIE;

- YYET ¥ COXPaHHOCTE IPHHATHIX JJOKYMEHTOB;

- CO3/1aHue HayYHO-CNIPABOYHOrO allNaparta K JOKyMEHTaM apXHBa;

- HCIIOJIb30BaHHE XPAHSILIHXCA B apXHBE JOKYMEHTOB;

- TIOArOTOBKA U Mepefada JOKYMEHTOB, OTHOCSIDHXCS K IOCYZapCTBEHHOMY Ka3€HHOMY
yapexnenuro Poctosekolt obmacti ocymaperBenHEbIH apxuB PoCTOBCKO# 06MacTH, Ha HOCTOSHHOE

XPaHCHHC B COOTBETCTBMH CO CPOKaMH H TpeGOBaHWSMM, ycTaHoBIeHEsMH POCAPXUB u OpraHamu
YIIPaBJICHUs apXUBHBIM JIe/IoM CyOBeKTOB Pd.

Honosenue o6 apxusHom otaene — 12.2
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CMK II'TY Ionoxenne 06 apxusHOM oTEIE

S OyHKUMM apXUBHOIO OTE.IA

B mersx BEUIONHEHHS OCHOBHEIX 3a71a9 apXHB OCYILECTBISET ClIEAYIONMHe HYHKIUH:

5.1 Cosnanue apxuBHOTO (OH/IA YHUBEPCHUTETA;

5.2 Ocymectsierne KOHTPOIS B NPABAIBHOCTH (GOpMHUpOBaHHS H O(OPMICHHS el
MOCTOSHHOTO ¥ IOJI'OBPEMEHHOI0 CPOKa XPAaHEHHUs B CTPYKTYPHBIX IIOAPa3/AeNEHUSIX YHHBEPCHTETA;

5.3 Tlpuem ynoOpsgOYEHHBIX IOKYMEHTOB CTPYKTYPHBIX IOLpA3ZIC/ICHHIH YHHUBEpPCHTETA -
HUCTOYHUKOB KOMIIJIEKTOBAHUS apXHBa;

5.4 Yer u oGecneyeHne COXPAHHOCTH NPHHATHIX B ADXHB JOKYMEHTOB;

5.5 Co3nanue u MOAEPKKA B aKTYAIIbHOM COCTOSIHHH OTHcel K JOKYMEHTaM apXHBa;

5.6 llposexenue SKCMEpPTH3BI IEHHOCTH AOKYMEHTATBHBIX MATEpHANOB, NPEACTABICHHE Ha
paccmotpenne L[OK yHuBepcuTeTa akThI O BBINENECHUM K YHHYTOKEHHIO JOKYMEHTOB, He TIOIEKAIIHX
XPAHCHHIO ¥ OCYINECTBICHUE KOMILICKCA OPraHH3aIIHORHBIX X METOJHYECKHX MEPOIIPHSITHIA 110 TIepefayu
JAOKYMEHTOB Ha IIOCTOSHHOE XPaHEHHE B aPXHUB YHHBEPCHTETA,;

5.7 Opranusyer mnepenady HOKyMEHTOE ApxuBHOro (Gomma Poccmiickoit tenepaunu Ha
IOCTOAHHOE XpaHeHue B [ ocynapcreennsit Apxus Poctosekoit o6nactu (TAPO);

5.8 Oxa3sanue METOMMHYECKON H IPAKTHYECKOH TOMOIIM CTPYKTYPHBIM MOIDA3LC/ICHHSAM B
paboTe ¢ JOKyMEHTaMH;

5.9 Oxasanue METONMUYECKONW NOMOLIM M KOHTPOTA II0 COCTABJICHHIO HOMEHKJIATYphl [Je
CTPYKTYPHBIX TIOApa3/IcICHUH YHHBEPCHTETA;

5.10 Henonmnenne 3anpocoB rpakaan i OpraHu3amuii CoMHaTbHO-IPABOBOTO XapaxTepa,

5.11 OcymecTBiIseT BeNEHUWE CNPAaBOYHO-HOUCKOBBIX CPECTB K JOKyMeHTaMm Apxusa
YHHBEPCHTETA;

5.12 Vwuacreyer B pa3paboTke AOKYMEHIOB yHHBEPCHTETA TIO BOTIPOCaM apXHBHOTO Jejla H
JENIONPOH3BO/ICTRA.

6 IIpaBa apxuBHOro oTaeNa

JIns BEIOTHEHHS OCHOBHBIX 3a1a4 U QYHKIMH apXHBHBLE OTAE AI'TY mmeet npaso:

6.1 TpeGoBate OT CTPYKTYPHEIX TOJpa3sfelNeHuil YHHBEpCHTETA CBOEBPEMEHHON Iepefayn B
ADXHB YHUBEPCUTETA JOKYMEHTOB B YIOPSIOYEHHOM COCTOSHIH,

6.2 KonTtponmposatk cobmofenrne NpaBHIl paboTBl C HNOKYMEHTaMH B CTPYKTYPHBIX
TIOAPAa3AEICHHUSX.,

6.3 3ampammMBaTe OT CTPYKTYPHEIX MOXPa3eIeHuH CBEJICHHUS, HeoDXomaumele Ans paboThI
ApX¥Ba yHUBEPCHTETA.

6.4 Ilpuaumars yqacTHe B 3acenanusx LleHTpansioii OKCIICPTHOM KOMUCCHH YHUBEPCHTETA.

7 Ilpoueccel oraeia

JIeATCABHOCTE  apXUBHOrO OTHENA OTpakeHa IPOLIECCAMH  DYKOBOJCTBE, IPOLIECCAMH
KASHEHHOTO LMKMA, IPOLECCAMH H3MEPEeHNs, aHAIM3A U YITydIleHus, 00eCIe HBAIOIIMH POLECCAMH.
Hanbornee monnas nwrdopmamus o mpomeccax otpaxkeHa B IlepeuHe mpoleccoB apXMBHOIO OTHENA
(IIpunosxeruu B). B cooTBETCTBHE ¢ 3THM NIEPEYHEM paspadaTeiBacTCs MATPHLA aTPUOYTOB MPOLECCOB
apXMBHOIO OT/IefIa, B KOTOPO#H OIpEIe/SIOTCS:

- IIEJT TIPOLIECCOB;

- BXOJIBI ¥ BEIXO/IBI TIPOLIECCOB;

- KPHTEPHH PE3yJIbTaTUBHOCTH TIPOLIECCOB.

Monokenwe o6 apxueHoM oTaene — 12,2
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CMKAOI'TY TMonoxenne 06 apxHBHOM oT/IEE

8 IlnanupoBanue padboThl M OTYETHOCTH

8.1 HHaHHpDBaHHe paﬁor, COOCpKaHHEe H CPOKH IPCACTABJICHHS MarcpHalloB apXHWBHBIM
OTAEIIOM B APYI'HE CTPYKTYPHBIC IOAPa3ICIICHUA YHUBCPCUTETA IIPUBCICHEI B HPHHO)KCHHH B.

9 BzaumopeiicTBHe oOTaeJa ¢ JIPYTHMH  [OApa3feJeHHSIMH
YHHBEPCUTETA

9.1 ApxuBHBIM OTHENT B3aMMOACUCTBYET M PETYIHPYET CBOM OTHOLICHHUA CO CTPYKTYPHBIMH
[I0J(pa3/ie/IeHHsIMA YHHBEPCUTETA W CTOPOHHAMHM OpPTraHH3alMsMH B COOTBETCTBHM ¢ Ycrasom JI'TY,
JIOKaIbHBIMK HOPMATHBHBIMY ¥ OpraHM3alMOHHBIME akTamMu yHuBepcuTera (IIpunoxenue [).

10 Ynpagrsienue noapasaesieHueM

10.1 ApxuBHEI# OTAeN YHHBEPCUTETa BO3TJIABIAET HAYANTBLHHMK, KOTOPBIH HazHa4yaeTcss Ha
JIOIDKHOCTE M OCBOOOXKZAeTCs OT [JOJDKHOCTH B YCTAHOBJIEHHOM [EHCTBYIOIIMM TPYAOBBIM
3aKOHOMATEILCTBOM TOpsake mpukazoM pekrtopa JI'TY mno mnpencraBineHHio HadaneHHKa Y/,
COIJIaCOBAHHOI'O ¢ IPOPEKTOPOM Mo obmuM Bompocam. Ha MomKHOCTs HadanbHUKA Ha3HAYaeTcs JIHLO,
UMerommee BeIcIee mpodeccHoHanbHoe 00pa3oBaHKe, CTaX paboThl 10 HAIPABICHHIO ASATEIBHOCTU
OTZAEeJIa HE MEHee 3 JIeT.

HagansHHK apXHUBHOTO OT/ENa HENOCPEACTBEHHO MOYMHACTCS HaYaIbHEKY ¥ /1.

102 B nmnepuoxm OTCYTCTBHS HayaJbHHMKA apXHBHOro otaena (OTHycka, BpPEMEHHOH
HETPYAOCTIOCOOHOCTH U Ap.) ero O0s3aHHOCTH HCIOJHSNEeT pabOTHHK, HA3HAYCHHBIH B YCTAHOBJICHHOM
TIOPSUIKE, KOTOPEIH MproGPEeTaeT COOTBETCTRYIONIHE MPaBa M HECET OTBETCTBEHHOCTH 3a UCTIONHEHHE HITH
HEHAUIE)KaIee HCIIO/IHEHHE 0013aHHOCTEH, BO3JIOJKEHHBIX HA HETO B CBSI3H € 3aMELICHUEM.

10.3 HavampHuMK apXMBHOrO OTAena o00sd3aH yCTaHaBIMBATH KPYr KOMIETEHIMH U
OTBETCTBEHHOCTh DPabOTHHUKOB OT/AeNd, OpPraHu30BaTh KOJMJIEKTHBHYI0 H HWHIHBHAYAIBHYIO paboTy
pabOTHUKOB  oOTAena, obecneyMBaTh B3aUMOJACHCTBHE OTHENa ¢ JOPYTHMH  CTPYKTYPHBIMH
NOJApa3feNeHUsAME YHHBEPCUTETa B HENAX OCYUIECTBICHHWA (GYHKUWH OTAena, MPUHHMAaThb MEPHI II0
YCTPaHEHHIO HEJOCTaTKOB B paboTe OTHENA, ONPEAEIAThH IPUOPUTETHEIC HAlIPABJICHUA Pa3BUTHS OTAECNA,
BHEJIPSITH HOBBIE TEXHOIIOTHE ¥ METO/IBI PabOTHI B I€ATENBHOCTH OTAETA.

10.4 HavaneHux apxXxWBHOIO OTZeNa MMEET IIPaBO 3HAKOMHTECS € IPOEKTaMH pEIIeHMH
PYKOBOJICTBA YHHMBEPCHTETa, KacaloUIUXcs MCSATCNIGHOCTH apXHUBHOrO OTAeNa, IpPeACTaBIsTh B
YCTaHOBJICHHOM IOPAIKE HAYAIBLHUKY Y]l IpPeaToKeHus Mo MEPEMENMEHHUI0, YBOIBHEHHIO pabOTHHKOB
OTAeNa, MO WX TOOMPEHHIO HIIM HAJOKEHHMIO AMCLHMIUIMHAPHBIX B3BICKAaHHH, daBaTh MOAYMHEHHBIM
paOOTHHKaM OT/eNla IMOPYYEeHHs, 3aJaHus M0 KPYry BOMPOCOB, BXOMASAIMX B €ro (GyHKIHOHAIBHEIE
00S3aHHOCTH, 3alpallHBaTh JIHYHO HIHM IO MOPYYEHHIO PeKTopa W HavadbHuka Y] v pyKoBoauTesei
APYTHX TMOApasfeNeHHi M MHBIX CHENHATHCTOR HH(GOPMALMK M JAOKYMEHTEHI, HeoOXOIUMBIE /I
BBITIOITHEHHS €0 JOJDKHOCTHBIX 00s3aHHOCTEH.

11 OTrBeTCTBEHHOCTD

11.1 HavansHUK apXUBHOTO OT/ENA COBMECTHO ¢ pekTopoM I TY HecyT OTBETCTBEHHOCTS 3a:

- HECOOITFOICHKE YCJIOBUH 00ECTIEYEH S COXPAHHOCTH IOKYMEHTOB;

- YTpaTy ¥ HECaHKIIMOHUPOBAHHOE YHHYTOXKECHHE JOKYMCHTOB,;

- HeoDOCHOBaHHEIH OTKa3 B MpHEME Ha XpaHEHWE JOKYMEHTOR IOCTOSHHOTO XPaHEHHS U MO

JTMYHOMY COCTaBY CTPYKTYPHBIX nonpasﬂenem{ﬁ YHUBEDCHUTETA,
Monomenne 06 apxueHoM oTaee — 12.2
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CMK II'TY [Monoxenue 06 apxuBHOM OTEE

- HapyLICHHWE MPaBHII HCIOIL30BAHMS JOKYMEHTOB H JOCTYIA IIOJB30BATENEH K JOKYMEHTaM,
YCTaHOBJIEHHBIX 3aKOHOAATEIILCTBOM.

- OCYIIECTBJICHHE PYKOBOACTBA M KOOPAMHALMIO JEATEILHOCTH pabOTHHKOB apXUBHOTO OTAENa,
KOHTPOJIb 32 I00POCOBECTHBIM HCTIONHEHHEM HMH JIOJDKHOCTHBIX 00S3aHHOCTENH;

- OCYIIECTBJICHHE KOHTPOJIS 34 TPaBUILHBIM (POPMHPOBAHUEM, XPAHCHUEM, U CBOCBPEMEHHOM
ClIavel el B apXyB CTPYKTYPHBIMH NOIPA3ACICHUSIMEA YHHBEPCUTETA;

- obecriedenue CBOEBPEMEHHON 00paboTKH aPXUBHBIX JOKYMEHTOB, IPHHSATHIX OT CTPYKTYPHBIX
MOPA3ACICHUA YHUBEPCUTETA MIIM IPYTHX HCTOYHHKOB KOMIUIEKTOBaHHWs, OOECIICUCHHS HX YUYETa,
COXPaHHOCTH, YIOPSIOYCHUS HW HCIOJIL30BaHMA B COOTBETCTBMH C OCHOBHBIMH TpaBMIaMH pabOTHI
apXHMBOB OpraHM3al#ii ¥ MOJTOTOBKH K Tepe/aye J0KYMEHTOB Ha IIOCTOSHHOE XpaHEHHE;

- MMOArOTOBKY @PXMBHBIX CIIPABOK Ha 3aMpoChl IPaKIaH W OpraHu3aluil COLUaIbHO-IIPABOBOIO
Xapakrepa ¢ CoOMOIEHNEeM CPOKOB UCIIOIHEHHUS JOKYMEHTOB;

- paspaloTKy ¥ OpraHM3alliio MPOBEICHHS MEPOIpPHUATHH M0 YIYHIICHHIO JEATEIbHOCTH
apXWBHOTO OTJIENA.

- cobmonenne @enepansHoro 3akoHa Ne 152-®03 or 27.07.2006 r. «O Hepasriamesww
MIEPCOHANIBHBIX HAHHBIXY.

11.2 O6s3aHHOCTH H OTBETCTBEHHOCTH HAUANbHHKA M COTPYIHHKOB apXHBHOrO OTZHEla
OIIPEACIAIOTCS B COOTBETCTBHH C TOJDKHOCTHBIMM HHCTPYKUMSMH, YTBEPKASHHBIME pekTopom JII' TV,

11.3 Matpuua pacrpesieleBus OTBETCTBEHHOCTH COTPYIHMKOB apXUBHOTO OTEa IPeCTaBlIeHa
B [Ipunoxennn JI.

12 OGecneyenne ycoBHi Tpyna u 6€30NacCHOCTH NEPCOHANA

12.1 Tlprnemuvaemble Ha paGoTy B apXMBHBIA OTAEN JMUA HPOXOIAT B YCTAHOBIEHHOM IODSIKE
BBOJHBIA HHCTPYKTaX, KOTOPHIHA MIPOBOIMTCS CIELHATMCTAME TI0 OXpaHe TPy/a; KpOME BBOJHOIO HHCTPYKTAKA
OCYINIECTBIIACTCA MEPBUYHBIA WHCTPYKT@X Ha paodeM MecTe, IOBTODHBIM BHEIUIAHOBBIA M IIeeBOM
MHCTPYKTaXH (KayKIbIe ITONT01a).

12.2 Yenosust Tpysia COTPYTHMKOB apXHMBHOTO OTAENA PEryIMpyioTcss KOMIeKTUBHEIM JOrOBOPOM,
[IpasuiiaMy  BHYTPEHHEro paclopsiKa YHWBEPCHTETa, NPHKA3aMH DPEKTOpa H APYTHMH JIOKYMEHTAMH,
PETJIaMEHTHPYIOIIMMHA JIEATETHOCT YHUBEPCHTETA.

12.3 3a mamiexamee obecredenne BE30MACHEIX YCIOBHIL, IOKAPHON GE30NACHOCTH ¥ BBITIONHEHHE
TIPOTHBOIIOKAPHEIX MEPOTIPUATHI B 3aKPEILICHHBIX 32 TONPA3CTCHHEM ITOMEIICHUSX MEPCOHATBHYIO
OTBETCTBCHHOCTb HECET HAYATEHUK apXUBHOTO OTIENA.

13 Cucrema MeHeZKMEHTAa KauecTBa 0THeIa

13.1 Cucrema MEHEIDKMCHTA KAYECTBA B OTJENE PEATH3yeTes B COOTBETCTBHHE C TpeOOBaHUSIMHU
ISO 9001:2015.

13.2 B apx#BHOM OT/Ie/ie IPUHATEI OCHOBHEIE TOKYMEHTEI CHCTEMbI MEHEIKMCHTA Ka4eCTBa:

- LieJM B 00JIaCTH KavyecTBa APXHBHOIO OT/CNIA;

- TIJTaH MEPOTIPUATHHA IO PealM3alliy Lenel B 06acTi KayecTsa APXMBHOIO OTIENA;

- ICPEYEHb [IPOIIECCOB APXHUBHOTO OTHENA;

- MaTpuIia arpubyToB IPOLECCOB APXUBHOTO OT/ENA;

- MaTpHlia pactpeieNieHHs OTBETCTBEHHOCTH COTPYIHHKOB APXHBHOIO OTIENA

- aHam3 dyuximorrposarms CMK ApXUBHOTO OT/IENTa B BUIE OTHETA,

13.3 Peayni3aliis 5leMEHTOB CHCTEMBI MCHE/DKMEHTA KaYecTBa OCYTIECTRISETCS ITYTEM IOICPIKAHNS
B aKTYaM3HPOBAHHOM COCTOSHUH JOKYMEHTAITHH apXUBHOIO OTIENA.

134 Ouenka >(pdexTHBHOCTH ¥  pe3Y/LTATUBHOCTH CHCTEMBI MEHEDKMEHTA KAdecTBa

OCYLUSCTBIIACTCA HaYaIbHHKOM dPXHBHOTO OTAENa H PErHCTPHPYCTCS ayquTOpaMH B XOIE€ BHYTPEHHUX
Monowcenye 06 apxurHoM oTacne — 12.2



CMK JII'TY

Monoxenne 06 apxuBHOM 0T/aE/IE

Beenen Briepssie
28.11.2006
Pemaxims 3
ctp. 8 u3 20

mpoBepok. IIpy 3TOM oreHMBaroTCs:

- COOTBETCTBHE CHCTEMBI MeHe/DKMeHTa KauecTsa Tpebosanuam ISO 9001:2015;

- MOHHMTODHHT YJIOBJIETBOPEHHOCTH NOTPeOHTENeH;

- IPHHATHE MEP II0 KOPPEKTHPOBKE HECOOTBETCTBHI CHCTEMBlL MCHE/KMEHTA KAdeCcTBa Ha YPOBHE

HOIpa3IeeHHAs.

13.4 HauanpHMK apxMBHOrO OTAeNa €XKEroJAHO MPOBOJAMT aHAIK3
¢ynxnuonupopanns CMK B oTxene, npeAcTasisier ero B Buie oTdera B L[eHTp MEHEIKMEHTa KauecTsa,
pa3pabaThIBacT NEPCTIEKTUBHBIN IIAH MEPOMPUATHI IO COBEPIIEHCTBOBAHUIO JIEATENBHOCTH, TPHHSATHIO

KOPPEKTHUPYIOMHUX H IPEAYNPeKIAFOIHX ACHCTBHIH.

Monokerne 0b apxusuom oTaene — 12.2
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CMK IATTV Monoxenne 06 apXHBHOM 0TAETE

IIpunoxenue A

OpranuszannonHas CTpyKTypa apXHBHOI'0 0TJe/a

IIpopexTop mo oburum
BOIIpOCaM

=
1
' HavyanbHEK ympaBIeHHS
1
: nenaMu |
1
[ |
! 1
L Y S ree—— I ‘I --------------
Hauaneuuk
x dPXHBHOI'O OoTHOCIA yy
' E é
v |
Benymnuit JloxyMeHTOBE ] ApXHBapHyc
JTOKYMEHTOBEI |o__, IS
T————— . - MOA4HHEHUE
----------- > - OYHKLHOHAIBHBIE CBA3H
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IIpuaosxkenue b

Hepeqeﬂb IPOLE€CCOB APpXHUBHOI'O 0TAe/1a

Ne I'pynna
n/n MpoLEeccoB

Hasganmne npouecca

IMoanpouecess

H]I)D HECCHI PYKOBOICTBA

Onpenenenue Leseii B 06/1aCTH KauecTsa
4PXHMBHOI'O OT/Ea

PacnpeieieHie OTBETCTBEHHOCTH | NOJHOMOYHI
B APXHUBHOM OTAOENE

AHalu3 pe3synbTaToB POLECCOB H3MEPEHHA U
MPUHATHA peLIeHui

PasBuTHe CHCTEMBI MEHEIKMEHTA Ka4ecTsa,
TIOBLILIEHNE €€ IPUTOLHOCTH H
Pe3yJNLTATUBHOCTH

[§%]
IMpouecchl JXH3HEHHOTO LKA NPOLYKLHH

KomIiekToBanye apXusa J0KyMeHTaMH

Vipasnenue I0KyMeHTauue

OKCNEepTH3a EHHOCTH I0KYMEHTOB

ObecneueHne COXPaHHOCTH IOKYMEHTOR
apxuBa

Op FaHM3alMsd JOKYMEHTOB B apXHBE

IMpuem NOKYMEHTOB HA XpaHEHHE B
apxuse II'TY

Hernonszosanne JNOKYMEHTOB apXHBa

IMonroroska u nepenaua JJOKYMEHTOB
apx1Ba Ha MOCTOSHHOE XPaHEHHUE B
I'ocapxus Pocrosckoii obnactw

PazpaboTka Hay1HO-CIIPaBOYHOTO
annapara (HCA):
BE[IEHHE NEKTPOHHOM Ga3sl yuera aen
YBOJICHHLIX COTPYIHHKOB, OTYHCIEHHLIX
CTY/IEHTOB W BLITYCKHHKOB

MeToau4eckoe pykoBOACTEO
HEJIONMPOM3BO/ICTEOM B MOAPA3ME/IeHIAX
YHHBEPCHTETA, KOHTPOJIb 34
NPaBUIILHOCTEIO (DOPMHPOBAHHISA H
XpaHeHus JIeN, a TaKKe 3a
CBOEBPEMEHHOI c1aveit el B apXHBHbIH
oraen.

Vnpasnenue 3anucamMu

OnHcanyne IOKYMEHTOB CTPYKTYPHBIX
TIoApasAe/ieH it yHUBEpCHTETa U
MPHCOEIMHEHHBIX CTPYKTYD

3akmoueHue NPOBEACHHEIX IKCTICPTH3
LUEeHHOCTH

CocTasieHne H aKTyalH3auna Onuceit K
IOKYMEHTaM apXHBa

YTHIA3aUHA JOKYMEHTOR ¢ MCTEKIINM
CPOKOM XPaHEHHA.

Led
IIpouecest
H3MEPEHHU,
aHanusa u
YIIyUINeHUS

MoOHHTOPHHT y0BNETBOPEHHOCTH MOTpEOHTEEH

MOHHMTOPHHT yIOBIETBOPEHHOCTH
BHYTPEHHHX H BHEIIHUX MOTpeduTeneil
paboToii apXMBHOTO OTHENA

AHan3 JaHHBIX

AHaTW3 JaHHBIX 110 PE3Y/ILTATAM
BHELTHHX, BHYTPEHHNX ayIUTOR

Ananus yHKupoHHpoeanus CMK

TNonoxenwue 08 apxuenom otaene — 12.2
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ctp. 11 w320

VnpasleHne HECOOTBETCTBHAMM

BHyTpeHHHE ayIUThI

BrisiBnenue HecOOTBETCTBHH,
KOppeKTHpYIOlIKe AeHCTRHIS,
npefynpexaaoine 1eicTeus

I
ObecneunBaolI‘e MPOLECCH

MarepuanbHo-TexHUUecKOe obecreuenie

Brissnenue notpebHocTeill oTaena,
othopMJIEHHE 3asBOK

ITonaepsxanue B padodemM COCTOAHHHA
000pyIOBaHNA OPITEXHUKH H Ip.

Vnpasnenne nHGOpPMaALMOHHOM cpenoit

Obecneuenne obMena WHGopMaLmei

Vnpasnexue Kagpamu

ITpuem ra paboty

Pacrpenenerre 0TBETCTBEHHOCTH H
TIOTHOMOYHI

IToBeimenye kBanuhuKaliy
COTPYIHHKOB

MorTHBaLKA U CTUMYITHPOBAHNE

DopMHPOBaHHE KaJpOBOTO pe3epBa

Oxpana tpyaa u BT

OG6ecneveHne yCIOBHHE TPyaa U TEXHHUKH
6e30MacHOCTH COTPYIHHKOB

[Monowenne of apxusHoM otaene — 12.2
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ctp. 12 u3 20

IIpnnoxenne B

MarepuaJibl, IOArOTABJIUBAEMbI¢ APXHUBHBIM OTAEJIOM H rpaduk ux

MNPEACTAB/JICHHSA B NNOAPAa3Ae/ICHU YHUBEPCHUTETA B TEYECHHE KAJICHAAPHOI0

roga
Haumenosanue
Cpox
Haumenoeanue MaTepHana noapasaesieHus, Kyaa
npeacTaB/IeHHs
NPeACcTaBASeTCst JOKYMEHT
1 2 3

Tpuka3 0 MOATOTOBKE W COAYM [UTS XpaHEeHHs B apXMBeE SAnsaps Brimyckatomme kadenpe!
KBaNTH(HUKAUMOHHEIX PadOT CreLHanucToB, OakaraspoB M YHHBEpCHUTETA
MATHCTPOB CTPYKTYPHBIMH MOPa3feieHHsIMK
llpnkas o0 nepemaunm KypcoBbiX paboT, MPOEKTOB,
KOHTPONBHBIX ~ paboT u  rpadopacuerHsix  paGor
obywatommuxca BeeX Qopm  oOyuenus kadeapamu
YHHBEPCHTETA
TTpuem, 06padoTka JOKYMEHTOB MOCTOSHHOTO CPOKa ®erpans AO
v (wa 01.02)
TMoaroToBka OMUCH e/ MOCTOSHHOTO XPaHEHHA UIA Mapr- Hions locynapcTBeHHOE KaséHHOe

nepeaaun B locyaapcTeeHHOE KazEHHOE yHUpEXIEHHE
PocToBckoil o6aacti [ocynapcTeeHHbIH apXuB

yupexaeHue Poctoeckoii obnacti
['ocynapcreennsit apxus (CAPQO)

Cornacoranne H YTBEDIKOCHUE OMHCH €N [MOCTOAHHOIO
CpOKa XpaHeHuUA

Hrons (va 01.07)

I'ocynapcTBeHHOE KazéHHOE
yupexaeHue PocroBckoit obnactu
I"ocynapcTBeHHEI apXuB
Pocrosckoii obnacT,

Pextop JAI'TY
[Tacnopt apxusa T TY Oxrsbps Tocapxus PocToBckoii obnactu
[To cocToanmio Ha (TAPO)
Ilnau-rpaduk 3aKynox ApxHBHOro oTAena 01.10 KonTtpakTras ciyx0a
(npuoSpeTenue 060pyI0BaHNA H KAHLEIAPCKHAX TOBAPOB)
VTBepicIeHHe HOMEHKIATYDBI JIen APXMBHOTO OTAeN Hosiops O6mmuii oTaen
I'padux ormyckor Jlexatpn Vnpaenexue Kaipos
(20.12)
12.3 Ilenu B obsiacTi KadecTsa M iaH MEPOTPUSTHI MO KX To 30.12 LleHTp MeHeKMEHTa KayecTBa
IOCTHXEHHIO
12.4 Aranus pe3ynsTaTHBHOCTH QYHKIMOHUPOBAHHS Ilo 30.12 LenTp MeHe/DKMEHTa KayecTBa

CMK s otnene (Oryer)

1.1 Tabens ygera paGodero spemenu

10 15 u 254ucna
Ka’KI0TO MeCALa

Vrnpassenne GyxranTepekoro
Yy4eTa H OTHETHOCTH (pacqemb[ﬁ
oTaeN)

TMonoskenne 06 apxusHoM otaene — 12.2
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Penaknug 3

cTp. 13 1320

IIpunosxenne I'

B3aumoneiicrBue APXHBHOI'0 0TAE/1a C MOAPA3ACICHUIMHY YHUBECPCUTETA H
CTOPOHHHMMH OpPraHUu3aNUusIMH

ADPXHBHBIH OTeN nojyuaer

APpXUBHBIA 0TAEN Nepexaer

Mopy4eHue, TOBapHAA HAKIAAHaA

Buaer paGoT, 10KYMEHTOB, IMepnoguyHoCTH Buae! pabor, J0KYMeHTOR, HepuoaguyHoersb
MaTEepHAIbLHBIX LIEHHOCTEl MaTepHAaIbHbIX IEHHOCTEH
1 2 3 4
1 PexTop, NpopexTOpHl YHHBEPCHTETA
L. Korim OpUKa30B u
pacniops:keHuit pexropa I TVY;
0 eKeIHeBHO
HHOOPMAaLMOHHEIE, IHChMa e/KeLHEBHO SHaKOMJIEHHE 1 MCTIOHEHUE
TIPOPeKTOPOB yHHBEpcHTeTa (CO/I)
1.2 Konuut opraHu3aiiHOHHBIX 10 Mepe paspaboTki 1 O3HaKOMJICHHE 1 HCTIONHEHHE no mepe
OKyMe aK azpaboTku U
s A [Tonoxenne 06 apxMBHOM OT/1€NIE pasp
aKTyanu3aluuu
HomeHrnatypa nen
[To mepe 3aaBKH Ha NpHOOpETEHHE [To mepe
HeoOXoAUMOCTH obopynoBaHug, MeberH, HeO0X0IHMOCTH
BbIYHCITUTEIILHOH TEXHHKH,
OprTEXHHKH,  KaHUTOBAPOB H
PacX0/IHbIX MATEPUATOR
3adBKM Ha  3anpaBKy  KapT- [To Mepe
PHIDKEH, Ha PEMOHT OpITeX-HHKH HEOOXOIMMOCTH
2. I®Y n Ynpapnenne GyXralTepeKoro y4eTa 4 0TYETHOCTH
2.1 Konny undopManmoHHBIX TTo mepe noctymenns | 2.1 O3HakoMJIeHHE H HCTIOJHEHHE. ITo mepe
nuceM, cyxedHelx 3amucok (CD HE0OXO0IHMOCTH
™ (Cam Cryxe0Hble 3aMHCKH
2.2, JluueBele cuyeta, WHIHBU- €KeroIHO
. : 3 €XKETO/IHO 2.2 VueT u XxpaHeHHE JIHLEBBIX &
AdyankHele CBEISHHA PabOTHHKOR,
CUETOB, HHANBHIYAIbHBIX
norosopel  I'TIX  mpodeccopeko-
7 ceeneHyH paboTHHKOB, JOTOBOPOE
MpETno/IaBaTeNLECKOro, y4ebHo- IIIX
ECIIOMOTATENLHOTO "
2 pa3za B Mecqnl
aJIMHHHUCTPATHBHO- 2.3 Tabens yuera pabovero
YTIPaBJIEHYECKOTO COCTaBa BPEMEHH
Onvice nepenauy fen Ha XpaHeHne
ITo mepe
Konua mnpukaza o mnposenenun €KEr01HO CryxebHas 3anmcKa 0 CricaHuy R T
nuBeHTapuzauny (COI) MaTepHanbHBIX 3anacos u BCO B
ViHBeHTapU3alHOHHAA ONHCEH
I g
Sawmouenne Jloropopa  Kymmm- ITo mepe AKT 0 BBIJIGTIEHNH K o GXT}M;?SOCTH
TPOJaXH BTOPCHIPBA (MakynaTypa) HeoOXozuMoCTH YHHUYTONEHHIO, IUTATEHHOE o

3. Konrpakruas cinymbda

Monowenne 06 apxusHoM oTaene — 122
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2.1 O6opynosanne,  mebes,
OPrTEeXHHKE, KaHUEIAPCKHE TOBaphI
H pacXoHbIE MaTEpHAIIbI

M0 MEPE BLITNIONTHEHHSA
3a9BOK

3.1. Ilnan-rpaguK 3aKymnoK Ha
KaleHAapHselii rox

B YCTaHOB/IEHHBIN
CpOK

4. Ynpasienue kagpos

4.1 JInuHble fKena u KapTOUYKH ExeroaHo [TpueM, skcnepTH3a UeHHOCTEH, €XEroLHO
npodeccopeko-npenoaasaTeb- YHeT ¥ XpaHeHHe
-B
CKOTO, Y4e0HO-BCTIOMOTATEILHOTO VTBEpHKACHHE OTHCH
M 8IMHHHCTPATHBHO-
YNpaB/ieHYECKOro COCTaBa
YBOJIEHHBIX COTPYIHHKOB
TEKYLIEro roja.
Ormuich Tepenayuy e Ha XpaHeHHe.
4.2 HeroctpeGoBaHHble TPYIOBbIE Exeroano [Tpuem, yueT 1 xpaHeHHe. €KEroIHO
KHKKH HBIX C
yRoies RAPYAHEROD YTBepkaeHue onucu
Onuce nepenaun JOKYMEHTOB Ha
XpaHeHue.
4.3 JTuuHble fena CTYAeHTOB €IKEroIHO ITprem, 3kcnepTH3a LUeHHOCTEIH, eKEeroIHo
(BBIMYCK, OTYUCTEHHBIE). VUET U XpaHeHHe
Ommeb repenays Jen Ha XpaHeHue YTBepKICHNE ONHCH
4.4 HeBocTpeboranHsIe €KEroHO [Tpuem, yueT u XpaHeHHe €KEroZiHo
OKYMEHTBI CTYIECHTOB (aTTECT
AOKY e ( Gt YrBepuieHne onucu
JHIJIOMBI ).
Ormck nepenaTy JOKYMEHTOB Ha
XpaHeHNe
5. ®uanansl YHHBEPCHTETA
5.1 Jlena ¢ 3aKkOH9eHHEBIM EWETOHO [Tpuem, omicanue, ExeroaHo
NEOTIPOU3BOACTEOM KapTOHWPOBAHHE, COPTHPOBKA.
Onuck Jen NocTosHHOro
XpaHeHus UIf Nepeayu B
TocynapeTBeHHOE Ka3zéHHOE
yupexaenne PocToBckoit obnacti
TocyaapcTBeHHBIH apXyB
PocTtoBckoi# obnacTh
€KEro
3.2 JIOKYMEHTBI MOCTOSHHOTO SR ITpuem, omucaHue, Exeronno
XPaHEHNS KapTOHHPOBaHKE, COPTHPOBKA.
Omueb nen nocTosHHOTO
XpaHEeHHMs IS Nepeiayi B
l'ocynapersenHoe kasénHOE
yupexnenne Poctosckoi obnactr
I'ocyfapcTBeHHBIH apxuB
PocTtosckoit o6mactu
5.3 OnHcH TMYHKIX I8N YBONEHHBIX €KErOoHO Cornacosanne ¢ L[9K u
COTPYIHHKOS. YTBEPKIEHVE OMUCH, XpaHEHHE,
5.4 JInuwble fena cTyaeHTOR b Exeronto
(BBIMyCK)
P [Tpuem, 3xkcnepTH3a HEHHOCTEH,
fess H"I AR CIASEION 110 Mepe COCTAB/ICHUE U YTBEPXKIEHHE
CITeHHEIE) HEOOX0IMMOCTH OIIHCH, XpaHeHHe
(peopranuzanms,
MHKBUAALMS)

Monosierne o6 apxueHom oTaene — 12.2
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5.5 IIpoeKT HOMEeHKIaTypbl 1€ TTo mepe akTyanuzamm YTRepxkIeHHAS HOMEHKIATYpa Mo mepe
Jien aKTyanu3anun
6. FOpuanyveckas cayxba
6.1 Koncynbrauus ITo mepe [MpoekTe! MpuKkasos, [lonoxeHnd, | mo mMepe
HEOOXOAMMOCTH norosopos, 11 TIOATOTOBKH
7. BzaumoneiicTene ¢ LIeATpOM MeHeKMEHTA KayecTBa
O3HaKOMJIEHHE W UCTIONIHEHME TTo mepe
7.1 UHpopMalHOHHBIE MHCHMA. [To mepe paspaboTku - —
Paspabotka lleneit u 3amay otnena
Marepuansr CMK JII'TY i
IT1aH KOpPEKTHPYHOLLHX ITo mepe
MEPOTIPUATHH M0CNE NPOBEACHHE | HeoOX0AMMOCTH
BHYTPEHHEr0 WX BHELTHETO
ayaura
Otuer 0 QyHKUIHOHUPOBAHUH €3KEroIHO

CMK

8. BaanmogieiicTBHE CO BCeMM CTPYKTYPHBLIMH TOAPA3ACICHAAMH YHHBEPCHTETA

JOKYMEHTEI HETIOCTYTTHBILIHX
abMTYPHEHTOB (aTTECTaTHI,
IHTIIOMBI).

Onwch nepenayn I0KYMEHTOR Ha
XpaHeHHe

AKT 0 BBIIEIEHUH K YHHYTOKEHHIO

VYTeepicaenne onmcu

8.1. CyxeOHble 3ammcKku [MocrostHHO O3HakoMIeHHe W MOATOTOBKA ITocrostHHO
uHbOpMALHH,
8.2, [IpoeKT HOMEHKIIaTy Pl el Ilo mepe paspaGoTki 1 | YTBepKICHHAd HOMEHKIATYpa AKTyanmsupyercs
aKTyaTH3aLUH aen @IKETOIHO
8.3 Ilepenaua gen, JOKYMEHTOB Ha [locToanzo IIpuem pen, DOKYMEHTOR Ha TTocTosnHO
MOCTOAHHOE K I0JIrOBPEMEHHOE TIOCTOAHHOE K JONTOBPEMEHHOE
XpaHeHue XpaHeHHe.
Cocrasnenue omnucyu fen. VTBepkIeHHe ONUCH e Ha
MOCTOSHHOE U I0JITOBPEMEHHOE
XpaHeHHe
DKcnepTH CTH
8.4 JlokymeHThI, He MOUIexkane [TocTosnHO REARCR IREHEOTH, [TocTosHHO
YTHIH3ALNA,
XpaHeHHIO. i
VTBEpXKAEHHE aKTa KOMUCCHEH.
AKTEI Ha YHHUTOKEHHE €I
8.5 BeinyckHEIe Exeroano ITpuem BKP na xpanenue (5 ner). Exeroaxo
keanuduxkamon abots
(UKAIHOHHLS Y TBEpH/ICHHE OTTHCH
Oaxanarpos, CIELHATHCTOB,
MaricTpog. YTHIH3anus Mo WCTeYeH!H CPOKA | [To HeTeqeHHH
XPpaHeHHU:.
CocTaBIeHHE ONUCH P CPOKA XpaHEeHHUSA
AKT O BBLIENEHHH K
YHHUTOKESHHIO.
8.6.JTimaHbIe nena acnupanTos 1 ExeronHo [Ipuem, y9eT u XpaHeHHE Exeronno
NOKTOPaHTOR
VTBepxkaeHHE OMTUCH
8.7 HeBoctpeGoBaHHbie €XKEroaHo [Mpuem, yueT 1 XpaHeHHe €KerogHo
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Beenen BIIEPBEIE

28.11.2006
CMK IT'TY Ionoxenne 06 apxHBHOM 0TAe/e
P A Pemaxums 3

cTp. 16 w3 20

JIMYHBIX I€ HEMOCTYMMBIIHX
e Cornacosanue ¢ [[IK
abuTypueHTOB
7.6 Konuu opraHu3amimoHHbIX o mepe paspaboTku 1 | JJOKYMEHTEI Ha OTIIPaBKY TOYTOM €KEIHEBHO
JOKYMEHTOB (B CKAHHDOBAHHOM, aKTyaTn3alun
37EKTPOHHOM BHZE)
8. BsaumojelicTBHE CO CTOPOHHUMHE OPraHU3aALMAMA, TPaAIaHAMHI
8.1 [MocTynarouire 10KyMEHTEI
SV Ry 8.1 OrmpasnsemMble JOKYMEHTHI

(37meKTpOHHbIE MHChME, —_—_—
takcorpaMmsl, MOYTOBAS CHCIHERHRO
KOPPECIOHAEHIIHS)
8.2 TocynapcTBeHHOE KaséHHOe €Kero1Ho 8.2 TlacnopT apxuBa €¥KEeroaHo
yupexznenue Pocrosekoii o6mactu
TocynapcTBEHHBIH apX B
Pocrozckoii oGnactu
Ilepenata TOKYMEHTOB Ha
TIOCTOSHHOE XpaHeHHe ITocTosHHO CocraBJjieHHe OIMCH JIElT.
8.3 3ampocel oprammzaumii U eXeNHEBHO 8.3 O3nakomneHHe, UCTIONHEHHKE. eXEeIHEBHO

3a8B/ICHUA TpaxjaH 1o BOMpocam
COLMAIEHO-TIPaBOBOTO XApaKTepa ¢
pesomouneii pextopa

OrrpaBka apXHBHLIX CITPABOK H
APXHBHBIX BBITTHCOK MoYTOM.

ApXUBHas CrpaBKa, apXHUBHAs
BRITIMCKA, KOTTHH JOKYMEHTOB
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CMK II'TV HonoxkeHne 06 apxMBHOM OTHENE

Beenen Briepsele
28.11.2006
Penaxims 3

cTp. 17 u3 20

IIpunoxenne [

Marpuna pacnpeesieHiusi 0TBETCTBEHHOCTH COTPYIHHUKOB APXHBHOI0

oTae’ia
JlonmxHOCTh
IIpoueccer s —— Beayumii JdoxymenToBen | Apxusa
OKYMEHTOBENX 'c
oTaena AU L
01. IMponececwl pykoBoacTea
1.1 Onpezenenue neneit B o6nacTu kavecTsa
APXHBHOTO OTAENa PO Vv U 1 H
1.2. Pacnipesernierue OTBETCTEBEHHOCTH U TIONTHOMOYHIf -
B apXMBHOM OTHENE PO " g h
1.3. AHanu3 pesyibTaToB MPOLIECCOB H3MEPEHHS H
TIPHHATHA pPelieHnH PO Y " K 1
1.4. Pa3BuTHE CHCTEMBI MEHEIKMEHTA KadecTea,
MOBEIIEHNE €€ NPUTOJHOCTH H Pe3YILTATHBHOCTH, PO v N " H
Otuer CMK
02. TIponeccn! :KH3HEHHOT0 UHMKA
2.1 ¥Ynpapnenue J0KyMeHTauneii
KomnnekToraHue apXuBa JOKYMEHTaMH PO ¥ b ¥ v
DKCnepTH3a UEHHOCTH JOKYMEHTOB PO ¥ v v v
O6ecnevenne COXPaHHOCTH IOKYMEHTOB apXHBa PO W Y Y ¥
Opranuzaumus 10KyMEHTOB B apXuBe PO v X v 'S
ITpreM IOKYMEHTOB Ha XPaHEHHE B apX1Be PO v Y = v
Hcnosp3oBaHne 10KYMEHTOB apXuBa PO b4 Y b4 Vv
PO . ¥ Vv v

TMoaroToska 1 nepegada AOKyMEHTOB apXuBa Ha
MOCTOSHHOE XpaHeHue B ['ocypapcTBeHHOE KazEHHOe
yupexaenne Poctosekoii obnactu [NocyiapeTRe HHBIH
apxuB PocToBcko# obnacTu
Paspa6orka rayuno-cnpasoqroro anmaparta (HCA): PO ¥ b4 v vV
BEEHNWE 3IIEKTPOHHOH §a3bl yuera e/ YBOJEHHBIX
COTPYAHUKOB, OTHHCIEHHBIX CTYIEHTOB H
BBIITYCKHHKOB
MeTonuueckoe pyKOBOACTBO A€/IOTPOH3BOA-CTEOM B PO g v v b4
NIOIPasAe/IeHUSX YHHBEPCHTETa, KOHTPO/Ih 34
TIPaBHIIBHOCTLH DOPMHPOBAHHA W XpaHEHHMS e, &
TAKIKE 3 CBOCBPEMEHHOM caadel men B apXuBHBIH
oTaen
2.2 YnpasJieHne 3anucamMu
OmnuCEIBaHHE IOKYMEHTOB CTPYKTYDPHBIX PO b4 v v ¥y
NonpasfeneHuil yHUBEPCUTETA  TIPHCOS TMHEHHBIX
CIDYKTYD
3aKTI04eHKE MPOBEICHHBIX IKCIEPTH3 LIEHHOCTH PO v
CocrasneHuie 1 akTyamH3aLus ONUCEH K JOKYMEHTaM PO v
apxuBa

[MonoxeHne of apxurrom oTaene — 12.2




Beenern BNEPBBIC

28.11.2006
CMK OI'TY ITonosenue 06 apxXuBHOM OTaEE Db
ctp. 18 u3 20
VTunu3aums J0OKyMEHTOB ¢ HCTEKIIMM CPOKOM PO b4 b4 ¥
XpaHeHHH.
03. TTpouecchbl u3MepeHHs!, AHATH3A H YTy LIEHUS
3.1.MOHHTOPUHT YIOBJIETBOPEHHOCTH BHYTPEHHUX U P v v ¥ b
BHEIIHKMX noTpebureneit paboToif apXxUBHOTO OT/IENA
3.2. AWanuM3 [aHHBIX [0 pesyabTaTaM BHEIIHMX, PO U U H 141
BHYTPEHHUX AYIIUTOB
3.3. VnpaeneHne HECOOTBETCTBHAMM PO 151 U U H
04, OGecneunBaronIne NpPoOLecehI
4.1. MarepHanbHO-TEXHHYECKOE o0ecneuerne PO Y Y B U
4.2. Vrpasnenue HHOPMaOUOHHOM cpenoi PO H 4 H H
4.3. VYnparnenue kaapamu PO U H u u
4.5 Oxpana Tpyna 1 BXK]I PO Y L4 v b

Obosnavenun: P —pyxosodcmeo (mpunsmue peuenus);
O — Hecem OCHOBHYI) OMBEMCMEEHHOCNb,
Y —obsasamensno yunacmayem;

H —unghopmupyemes

[Tonoxenne o6 apxusHoM oTaene — 122




Baenen Bnepseie

28.11.2006
CMK II'TY [Tonoxenue 00 apXuBHOM oTaENE einiig
crp. 191320
JIMCT perucrpanuy H3MeHeHHUi
=
= OcHoranme s
= " HU3menenus BHeC
2 Homepa BHECEHHSI H3MeHeHu
s H3IMEHeHHbIX (Ne 1 HammeHOBaHHTE
E JHCTOB pPacnopsiiuTeJILHOI0 (I’aMH.HHﬂ, HOﬂHHCB’ Asta
" HHUS
S JAOKYMEHTA) HHALHAIBI i
HU3MeHeHHSs
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Beenen Briepsuie

28.11.2006
CMK II'TY TMonokenne 00 apXHBHOM OT/leJTe e——
ctp. 20 u3 20
JIMcT 03HAKOMJIeHH S
JoKHOCTH DaMuIHsA, THEIHAIbI Hara HHoanucs
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