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OJIOYKEHHUE
OB APXHBE

1. O0mmue moJioKeHUs

1.1 Tlonoxenue 06 apxuse (qanee — [TonoxxeHne) pa3paboTaHO B COOTBETCTBHH C:

- @enepanbHbM 3aK0HOM Ne 125-®3 ot 22 oktsa6ps 2004 r. «O6 apxuBHOM aene B Poccuii-
ckoit Penepanuny;

- 3akoHom Kpacnonapckoro kxpas Ne 958-K3 ot 6 neka6ps 2005 r. «O6 apXxuBHOM fene B
Kpacnonapckom kpaey;

- IIpukasom OenepanbHoro apxuBHOro areHtcTsa ot 11.04.2018 r. Ne 42 «IIpumepHoe 10-
JI0KeHHe 00 apXHBe OpraHU3aluNY;

- OCHOBHBIMH TIpaBHJIaMH PaOOTHI apXHBOB OpraHH3allUii, 0J0OpEHHBIMH pelneHneM Koi-
neruu Pocapxusa ot 6 ¢eBpans 2002 r.;

- Ycrabom HAHUIIOY CKT «3Hanue» (najiee — TEXHUKYM).

1.2 IlonoxeHue ompenenseT Ha3HAYCHHE, LM, 331498 U HAIPABJIEHUS JESTENLHOCTH ap-
XHMBa TEXHUKYMa.

1.3 ApxuB SIBIS€TCS CTPYKTYpHBIM IOJpa3[e/iecHHEM TEXHUKyMa M OCYIIECTBIISET MPHEM,
Y4eT, XpaHEHHE U CIHCaHHe JOKYMEHTOB, 0OpasyroLIMXCs B IPOIECCE €ro AEsTENBHOCTH, OCyIIe-
CTBJIACT OpPraHU3al[MOHHO-METOANYECKOE PYKOBOJACTBO JIEATENBHOCTHIO CTPYKTYPHBIX MOZApasese-
HHIi TEXHUKYMa B 00JIaCTH A€IONPOU3BOJICTBA H ApXMBHOIO JIEJIA.

1.4 OcHOBHBIMH 33JJTauaMH apXHUBa ABJIAIOTCS:

- KOMIICKTOBAaHHE apXUBa JOKYMEHTaMM IOCTOSHHOIO M JUIMTEIHHOTO CPOKOB XpaHEHHS,

00pa3yIoIKMHUCS B IIPOLIECCE AEATEIBHOCTH TEXHUKYMA,;
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- y4er, obecrieueHne COXpaHHOCTH, CO3/[aHHe Hay4YHO-CIIPABOYHOTO alIapaTa, HCIIOIb30Ba-
HME JOKYMEHTOB, XPaHSIIIUXCS B apXHBE;

- OCYLIECTBJICHHE KOHTPOJIs HOpMHUpPOBaHHS H OQOPMIICHHS A€ B IEJONPOH3BOICTBE TEX-
HHKyMa.

1.5 ApxuB TexHHKyMa paboTaeT 110 IIaHy, yTBEPKAAEMOMY IHPEKTOPOM TEXHHKYMa.

1.6 Cnava B apxuB HajUIexalle 0pOPMIEHHBIX JOKYMEHTOB BO3JAraeTcs Ha 3aMecTHTeNIei
JUPEKTOPa, IIABHOTO OyXrajrepa, pyKOBOAHUTENEH CTPYKTYPHBIX HOAPa3 ieIeHH il

1.7 ApxuB TeXHHKyMa OCYIUECTBIISIET CBOIO JIEATEIHHOCTh BO B3aHMO/EHCTBHH CO CTpYK-
TYPHBIMH MIOAPA3/ICTICHUAMH TEXHHKYMa, & TAKXKE B TIpe/IeNIaX CBOeil KOMIIETEHIIMH CO CTOPOHHUMH

OpraHu3alusIMHu.

2. CocTaB JOKYMEHTOB apXHBa

2.1 ApxuB TeXHMKyMa NPHMHHMAeT Ha XpaHEHHE TOJILKO 3aKOHYEHHBIE JETONPOH3BOICTBOM
Aiesia BPEMEHHOr0, IOCTOSHHOIO M JJIUTENIbHOTO XPaHEHHUs U 10 JIMYHOMY cocTaBy. OTBETCTBEH-
HOCTb 32 KQYECTBEHHYIO IIOATOTOBKY JeJ Ul CIIaYd B apXHB HECYT PYKOBOJMTEIH CTPYKTYPHBIX
noJApa3eeHUi TEXHUKYMa.

2.2 CnaBaeMble Jie1a JOJDKHBI ObITh 0OPMIIEHBI B COOTBETCTBHH ¢ OCHOBHBIMH [IpaBUJIaMHu
paboThl apXHBOB OpraHM3alHii, 010OpEHHBIMM pemeHHeM Kosuteruu PocapxuBa ot 6 ¢espans
2002 r.

2.3 JInynble nena oOy4aroIMXCs COAIOTCSA MOAUIMTHIME B OTHEJIbHBIE MATKH HA KAXKIOTO
YCJIOBEKA MJIM INEPENVICTEHHBIMH B OT/ENIbHBIE TOMA, II€ OHH COCPENOTAYMBAIOTCS 1O IPYIIaM, B
CTporoM andaBUTHOM NOpsiaKe. B kaxka0M TOMe J0JKHA GBITH COCTaBICHa BHYTPEHHSS OIKCH.

Jlnanble fena coTpyAHHKOB 0QOPMIISIOTCS B BUJE OTAENBHBIX MAHOK H COCPENOTAYMBAIOTCS
B KOpoOkax. B kaxnoi# kopoOke omKHa GBITH BHYTPEHHSS OMKCH e B CTPOTOM an(aBHTHOM TI0-
psLIKe.

2.4 BeimyckHble KBaTM(UKAIHOHHEIE PaGOTHI 00yYAIOIMXCS (IMILIOMHBIE PaGOTHI (mpoex-
Thl)) CHAIOTCS B aPXMB COIJIACHO MPHKA3y B TPEXIHEBHbIH CPOK MOCJE MX 3AINMTH IO yYeGHBIM
rpynmam. IIpuKa3 cocTaBiseTcs B ABYX 3K3eMILIAPAX, OMMH M3 KOTOPBIX TIOC/IE TIPHEMA C Pacilic-
KOH 3aBEJIyIOLIEro apXHBOM BO3BPANIAETCS CHATUHKY, a IIEPBBIA 3K3EMIUIAP XPAHHTCS B elax 10
BE/ICHHIO apXHUBa.

2.5 Jlena u NOKyMeHTalbHbIE MaTepHabl, IOCTYNHBIINE U3 (GHIMATIOB TEXHUKYMa H IOJI-
JIeKaIHe XPaHEHHIO B apXUBE, 00pabaThIBAIOTCS U CAIOTCA B aPXUMB B COOTBETCTBUH C HACTOSIIHM

ITonoxenuem.



3. HanpagsJieHusl AeATEIbHOCTH APXHBA

3.1 HcrnonHenue 3anpocoB OpraHM3aliii M 3asBIEHHH IPaXKIAH MO BONPOCAM COLUATBHO-
IPaBOBOTO XapaKkTepa, B yCTAHOBJICHHOM IOPSIIKE BbIa4a KOIHi{ JOKYMEHTOB M apXMBHBIX CIIPABOK.

3.2 IlpoBenenue dKCNePTH3bI HEHHOCTH, OTOOP JJOKYMEHTOB K YHHUYTOXEHHIO, XpaHAIIUXCS
B apXHBE, y4acTHe B paboTe IKCIIEPTHON KOMHUCCHH TEXHHKYMa.

3.3 OcyImecTBieHAEe OPraHU3aIMOHHO-METOAMIECKOTO PYKOBOJICTBA, KOOPAUHALHS H KOH-
TPOJIb ACATEILHOCTH CTPYKTYPHBIX MOApPa3/eNeHAN TEXHUKYMa [0 BOIIPOCAM OPTraHH3alluH apXHB-
HOTO Jiena.

3.4 CoBeplIEHCTBOBaHHE M BHEPEHHE HOBBIX METOJI0B OPraHH3alHH PabOTHL, B TOM YHCIIE
Ha OCHOBE HCIIOJIb30BAHHSI COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHIA.

3.5 Yuactue B mpefenax CBOeil KOMIIETEHIMH B IOATOTOBKE M HCIIOJHEHHH yIIpaBleHYe-
CKHMX PEIIEHUH PyKOBOJICTBA TEXHHKyMa.

3.6 IloBbleHHe ypOBHS IPaMOTHOCTH PaGOTHHKOB TEXHHKYyMa B 0GJIACTH JEJIONPOU3BOI-
CTBa ¥ apXUBHOTIO Jea.

3.7 Ot6op, cocTaBieHHe, COINIACOBAaHHE ¢ JKCIEPTHOH KOMHCCHEN TEXHHKyMa aKTOB 00
YHHUYTOXXEHHH JOKYMEHTOB.

3.8 Beinaya B yCTaHOBJIEHHOM MOPSJIKE Je)1, ZOKYMEHTOB MM KOIHI JOKYMEHTOB B LENSX
CIIy>k€OHOTO ¥ HAYYHOTO HCIIOJIE30BAHUS.

3.9 Pemenne MHBIX 337124 B COOTBETCTBHH C YCTABHBIMHU IEJIAMH TEXHHKYMa.

3.10 TTorpyska u BbIBO3 Ha yTHIH3ALHMIO JOKYMEHTOB OCYIIECTBJISETCS IO KOHTPOJIEM 3a-

BEAYIOLIETO apXUBOM.

4. I1o1HOMOYHS H OTBETCTBEHHOCTH 3aBeYIONIEr0 apXHBOM

4.1 ApxuB TeXHHKyMa BO3ITIaBIISCTCS 3aBeIyFOIIMM apXHBOM. B [IEpUOJ OTCYTCTBHS 3aBe-
AYIOIIETO apXHBOM €ro OOA3aHHOCTH HCIIONHSAET HA3HAYEHHBIH IPHKA30M JHUPEKTOPa TeXHUKyMa
Apyroi paboTHHK.

4.2 K noTHOMOYHSM 3aBEYIOLIETO apXHBA OTHOCATCS:

- KOHTPOJIb BBINOJHEHHS YCTAHOBJICHHBIX MPABUI PabOTHI ¢ JOKYMEHTAMH B CTPYKTYPHBIX
NOJpa3AeICHUSX TEXHUKyMa,

- 3alpOC OT CTPYKTYPHBIX MOJPA3JE/ICHUH TEXHMKYMa CBEACHUH, HEOOXOMUMBIX s pabo-
THI apXUBA;

- TpeOOBaHUE OT CTPYKTYPHBIX MOpPa3/e/eHAN TEXHUKyMa CBOEBPEMEHHOM Ilepelayu B ap-
XHB JJOKYMEHTOB B YIOPSJIOYEHHOM COCTOSHHUHY;

- PYKOBOIACTBO BCEHl AEATEIEHOCTRIO apxuBa,
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- BHECCHHE PYKOBOJCTBY TEXHUKYMa IIPEIJIOKEHHH 110 COBEPLICHCTBOBAHHMIO pabOThI apXu-
Ba;

- KOHTPOJIb BBIITOJHEHHS BO3JIOXKEHHBIX Ha apXUB 3a/ay;

- OpraHusanus paboThl apXHBa, CBOEBPEMEHHOE U KBAIH(HIMPOBAHHOE BHIOTHEHHE IIPH-
Ka30B, pAaCHOpPSDKCHHH, MOPYYEHHH pYKOBOJICTBA TEXHHKyMa, [AEHCTBYIOIMX HOPMATHBHO-
IIPaBOBBIX AKTOB 10 CBOEMY MPOQUIIIO AEATEIHHOCTH;

- y4acTue B INOATOTOBKE MPHKA30B, PACIIOPSHKCHUN U MHBIX TOKYMEHTOB, KaCAOIIUXCS BO3-
JIOXXEHHBIX Ha apXHB 3a1ad4;

- KOHTPONb  COONIONEHMS  OpaBUJ  BHYTPEHHEr0  paclopsjika,  CaHHTAPHO-
SMHUEMHOJIOTHYECKOTO PEKUMA, IIPOTHBOIIOXKAPHON 0€301IaCHOCTH U TEXHUKH 0€30I1aCHOCTH;

- OCYIIECTBJICHHE BEACHHS JOKYMEHTAIlUH, NPEAYyCMOTPEHHON ACHCTBYIOIMMHE HOPMATHB-
HO-IIPAaBOBBIMH JOKYMEHTaMH;

- NPENOCTaBJICHHE B YCTAHOBJICHHOM IOPSAKE JIOCTOBEPHOM CTAaTHCTHYECKOH M MHOM WH-
dbopManuy o IesTeNbHOCTH apXHBa;

- obecneyeHre COOIIONEHHUS YCIOBHI COXPAHHOCTH JJOKyMEHTOB

4.3 3aBemyromuii apXMBOM HECET OTBETCTBEHHOCTh B IOPSKE, MPEHLYCMOTPEHHOM IeifCT-

BYIOIIIUM 3aKOHOJATCJILCTBOM.



