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1. O6mue nonoxkenns

1.1.  Hacroslee mojoxeHne ycTaHABIMBAET OpPraHU3allMOHHO-TIPaBOBOE
TIONIOXKEHHE, LEIH, 3a1a4H, GYHKIMH, OTBETCTBEHHOCTh apxuBa O6pa3oBaTeIbHOTO
1aCTHOTO  YYPEXICHUS BhICHIEro oOpasoBaHus «I ymanuTapHo-CoOLHATBHbIH
Wucruryr (nanee — MactutyT).

1.2, Hacrosmee nonoxenue pazpaboTaHo B COOTBETCTBUH C DenepaibHBEIM
3akoHOM oT 29.12.2012 r. Ne 273 — ®3 «O6 obpasoBannu B Poccuiickoii
Denepanuny, Genepanbusiv 3aKkoHOM 0T 22.10.2004 1, Ne 125 — ®3 «O6 apXUBHOM
nene B Poccuiickoit Desiepanivny, MHBIME HOPMATUBHBIME IIPABOBBIMH AKTaMH
OpraHOB TIOCYyIapCTBEHHOH BIacTH, YcTaBoM MHCTHTYTa ¥ HOpPMAaTHUBHBIMH,
JOKaJIbHBIMU akTaMu MHCTHTYTA.

1.3. ApxuB HWHcturyra sBhsercs CTPYKTYPHBIM  HOJApa3/ielieHHEM
WMHcTHTYTa, BO3raBseTcs 3aBe Iy 0lUM apXHBa, KOTOPbIH HECET OTBETCTBEHHOCTD
3a paboTy apXuBa.

1.4. ApxuB HWHcTuTyTa nHOmuUMHSETCS HETIOCPEZICTBEHHO  PEKTOPY
VIHCTHTYTa M OTYUTHIBACTCS MIEpe]] HUM B CBOEH JeATENLHOCTH.

2. llesn n 3apa4yu apxuBa

2.1. Ilernbto nesiTeNnbHOCTH apXuBa sBIIsieTCs O6eceueHHe XpaHeHus, yderTa,
a TaKXK€ HAY4YHOrO U PAKTHYECKOI'0 UCIIOIB30BAHUS JOKYMEHTOB.

2.2. JTns ROCTHXKEHHUS yKa3aHHOM 1eJIH apXHB pellIacT CIEYIOIME OCHOBHBIE
3a7a4u:

2.2.1. coBepureHcTBOBaHKE HOPM U METOIOB pabOThI C JJOKYMEHTAMH;

2.2.2. obecmeueHre eNMHOrO MOPSKA TOKYMEHTHPOBAHHS, OpraHu3alluu
paboTBl ¢ JIOKyMEHTaMH, WH(OPMALMOHHO-TIONCKOBBIX CHCTEM, KOHTPOJIS
MCTIOJTHCHHST ¥ MOJATOTOBKH JIOKYMEHTOB K Il€pefiade B BEJJOMCTBEHHBIN apXUB B
COOTBETCTBHUH C I'OCYJapCTBEHHBIMH CTaHIaPTAMU;

2.2.3. opraHu3anms METOIMYECKOM TOMOLIM CTPYKTYPHBIM OAPa3aeIeHHAM
B paboTe ¢ JOKyMEHTaMU;

2.2.4. npuéM, yder, CHCTeMaTH3alus JOKyMEHTOB;

2.2.5. KOMILIEKTOBaHHE APXUBHBEIX Jel JOKYMEHTaMH, COCTaB KOTOPBIX
NpeayCMOTPEH HOMEHKIAaTypol MHcTHTyTa;

2.2.6. BeneHue UH(OPMAIIOHHO-CIIPABOYHOH paboTbl MO JOKyMEHTaM
OpraHu3allly;

2.2.7. BHepEHHE HOBBIX HMH(OPMALMOHHEIX TEXHOJOIUH B pabote ¢
JOKYMEHTaMU U apXUBOXPaHEHHH.

3. ®yHKIWH apXHBa

3.1. B COOTBETCTBHM C BO3JIOXEHHBIMH Ha HEro 3ajadaMu apXuB
OCYLIECTBJISIETCS CIIELYIOIINE PYHKIIAHN:

- [IPUHUMAET JOKYMEHTBI CTPYKTYPHBIX TOAPA3eICHIM OpraHu3aLuii ¢
Y4E€TOM YCTAaHOBJICHHBIX CPOKOB 3aBEpIIEHUS NEJONPOU3BOJACTBA U UX CAAYH B
apXuB;

- 0becrieurBaeT COXPAHHOCTh IPUHSATHIX JIOKYMEHTOB;



- CO3MAET, TIOMOTHSET ¥ COBEPIICHCTBYET HAYYHO-CIIPABOYHBIH armapar
K XpaHAIIMMCS B apXUBE JOKYMEHTAM;

- OPTaHU3yeT  MCNONL30BAaHUE JOKYMEHTOB  apXMBHOIO  (hOHIA,
MHQOPMUPYET PYKOBOACTBO MHCTUTYTA O COCTABe, KOMITICKTALHH 1 CoepKAHUHU
JIOKYMEHTOB apXHBa;

- B YCTQHOBJIEHHOM MOPSIKE BBINACT Jella, HOKYMEHTHl WJIM KOIUH
AOKYMCHTOB W apXMBHbIE CIIPABKH B LIEINSAX CIY>KEOHOTO UCIIONB30BAHMUSL;

- IPOBOJIUT SKCTIEPTHU3Y IIEHHOCTH JOKYMEHTOB, XPAHSIIHXCS B aPXUBE,
Y4acTBYET B paboTe SKCIEPTHOH KOMHCCHH OPTaHU3aIHH [0 ONPEIeTeHHIO CPOKOB
XPaHCHHs OTACIBHBIX KATCTOPHUM JeJ1, BbIAEIEHUS K YHHYTOXKEHHIO JTOKYMEHTOB ¢
UCTEKIIHUMH CPOKAMH XpaHEHUS;

- OCYIICCTBIISIET ~ COCTaBICHHWE  CBOJHOM  HOMEHKIATYpHl [l
OpraHM3allH, KOHTPOIb 33 NPABUIbHBIM (OPMHUPOBAHHEM U OQOPMIICHHEM [/ B
CTPYKTYpPHBIX HOfipasaeneHusx MHCTUTyTa;

- ydacTBYeT B NPOBEJCHHWU MEPONPHUITHH IO COBEPLICHCTBOBAHHUIO
ACJIONPOU3BOACTBA M TMOBLILICHUIO IQ(HEKTUBHOCTH CIIy)KObl apXMBOXPAHEHHS B
HucTtutyTe.

4. IlpaBa ¥ 0OTBETCTBEHHOCThH

4.1.  Jlyns BBINONHEHUS BO3JIOXKEHHBIX 347124 U ynkmit apxus UucturyTa
MMEET NpaBO KOHTPOJIMPOBATH BBINOJIHEHUE yCTaHOBIECHHBIX MPAaBUIl PabOTHI C
AOKYMEHTaMH B CTPYKTYPHBIX oApasneneHusx MuctuTyra.

4.2. ApXuB BIpaBe 3alpalmIMBaTh OT CTPYKTYPHBIX MOApa3acaeHuN
OpraHW3alHHK CBEICHHs, HEOOXOMUMBIE JUIs pabOThl apXUBA.

4.3. ApxuB BIOpaBe BO3BpAIaTh B CTPYKTYpHbIE IOJIpa3ieJIeHUs] Ha
JI0pabOTKy Jiea U JOKYMEHTHI, IOATOTOBIEHHbIE C HapyII€HUEM YCTaHOBJIEHHBIX
MHCTPYKIIHEH 10 JeJTONPOU3BOACTBY IPAaBHI  OMOPMIIECHHS [IpeapXUBHOU
TMOArOTOBKM NIOKYMEHTOB (IIeperuieT Med, HyMepauus JHCTOB, O(hOpMIICHHE
O0JIOXKKH JIeN1a, COCTaBIICHUE OIUCH, TIEPEUHS TeM KYPCOBBIX U JTUIIOMHBIX paboT
U T.J.)

4.4. llpu cpade SNEKTPOHHBIX JOKYMEHTOB HA XpaHEHHe apXUB HMEET
npaBo  TpeOOBaTh OT  CTPYKTYPHBIX  IOAPA3IeieHHit COIIPOBOUTEIHLHOM
AIOKYMCHTALUH, B KOTOPOH OTPAKAIOTCS CBEICHUS 00 UX TEXHMYECKOM COCTOSIHHH,
Aara CO3MaHMs, KpaTKas XapaKTepPUCTHKA COACpKaHHs JOKYMEHTOB, 00BEM W
BJIEKTPOHHBIN (opMaT.

4.5. B nemsx cosmaHusi GIArONPUATHBIX YCIOBHH I paboThl apxuBa
PyKoBOACTBO MHCTUTYTa OCYLIECTBISET MaTePUATbHO-TEXHIHIECKOE 0OecIIeyeH e
€ro  JICATCIPHOCTH CPEACTBAMHM  OPITEXHWKH, KaHUTOBApAaMH, TapaHTHPyeT
COOMIOIEHNe  OXpaHbl  Tpyda,  TeXHHKH 0€30I1aCHOCTH,  IIpOBejeHUE
NPO(UIAKTUYECKHX  MEpONpPHUSTHIA IIPOU3BOACTBECHHOM  CaHUTApUUd U
IIPOTHBOIOKAPHOM 3aIIUTEL.

4.6. OTBETCTBEHHOCTh 3a HAJJIEKAIEe U CBOCBPEMEHHOE BhITIONHEHIE
(QYHKIMHA, NpenyCMOTPEHHBIX HACTOSIIUM IIOJIOKEHHEM, HECeT 3aBEyIOIIIHI
apXUBOM.



4.7. OpraHuszanuro paboThI apxuBa, CBOEBPEMEHHOE "
KBaJIM(QULIUPOBAHHOE BEIIOJIHEHHE [IPHKA30B, PacIopsKeHUiA, HOPyYEeHHH peKTopa
Hucturyra neiicteyrommx HOPMaTHBHO-NPABOBBIX AKTOB II0 CBOEMY IMPOMHIIIO
ACATEILHOCTH, PAalHOHANIBHOE M 3((EKTHBHOE HCIONB30BAHHE MATECPUABHBIX
(bMHAHCOBBIX U KaJPOBKIX PeCypCoB.

4.8. Ha 3aBENYIOIIETO apX1WBOM BO3JIaraeTcs IIEpCOHATbHAS
OTBETCTBEHHOCTH 34!

4.8.1. opraHM3aLMIO IESTENLHOCTH apXHBa 10 BHITOIHEHUIO BO3JIOKEHHBIX
Ha HEero 3aa4y U QyHKIUIA;

4.8.2. cosmanme Hame}aAIMX YCIOBHN /IS MCIIONB30BAHUS JIOKYMEHTOB,
HaXOMIIMXCA B apXWBe (ONEPATUBHBIA IOUCK, MOATOTOBKA [OMEILCHMIA JUTST
paboThI ¢ IOKyMEHTaMH, H3rOTOBJIEHHE KOIHIA, np.);

4.8.3.  COXpaHHOCTb IPHHATBHIX JOKYMEHTOB ¥  BBIJIaBaEMBIX  JIS
UCTIOJIb30BaHUs IOKYMEHTOB;

4.8.4. cobmonenne paGOTHUKAMH apXHBa TPYOBOM U HIPOU3BOCTBEHHOM
JTUCLUTITUHBL,

4.8.5. obecnevenne COXpaHHOCTH HMyILECTRA, HaXOJAIIEro0 B apxXuBe U
COOJIIOIeHHe TIOKapHOt 0e30macHOCTH;

4.8.6. mpenocTaBleHHe B YCTAHOBJIEHHOM NOpsIAKE  TOCTOBEPHOI
CTaTUCTUYECKON U MHOW MHQOPMAIIUE O JIESTEBHOCTH apXUBA;

4.8.7.  OTBETCTBEHHOCTH COTPYIHHKOB apXWBa YCTAaHABIMBAETCS UX
AOJDKHOCTHBIMU UHCTPYKIHSMU;

4.8.8. roTOBHOCTB apxuBa K paboTe B yCIOBHSX YPEe3BBIYAMHBIX CUTYAIHIA.

S. BzaumopeiicTBHe cO CTPYKTYPHBIMH HOAPa3 A€ eHHsIMHE
5.1. ApXUB B3aMMOJIEHCTBYET C HHBIMH CTPYKTYPHBIMHU NOJpa3aeIcHUIMU
MHCTUTYTa B paMKaX pealn3aliy BO3IOKEHHBIX Ha HETo 3a/a4 | byHKIHA.

6. 3akII0YHTEIbHBIE OI0KEHH I
6.1. Hacrosmee mosnoxenue yTBepskiaeTcs pekropoM HMucTHTyTa mocie
corynacoBaHus ¢ YuyeHbIM COBETOM.
6.2. Hacrosee nonoxenue BCTYIIAE€T B CHJIy C MOMEHTA €10 yTBEPKACHUS
pekTropoM MHCTUTYTA U HeficTByeT 10 ero OTMEeHbI B YCTaHOBJIEHHOM TIOPSIZIKE.
6.3. VI3MEeHeHMs U JIOIOHEHHS B HACTOSIIEE MTOI0KEHHe BHOCSTCS II0 Mepe
HEOOXOUMOCTH.
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