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1. Obmue mosiokeHHA

.. B uensx CBOEGBPEMEHHOTO TIPHEMA AaPXMBHBIX JOKYMEHTOB OT CTPYKTYPHBIX
nojpasjielieHHil UM JIPYTUX HCTOYHHKOB, KOMIUICKTOBaHHS, oDecrieyeHus HX y4eTa, COXPaHHOCTH,
VIOPSI0YEHHS M HCIOIBL30BAHMA B COOTBETCTBHH ¢ HacToAmmuM [lonojkenwem M noaroToBku K
nepejade  JOKYMEHTOB Ha MOCTOSHHOEe XpaHeHue B [ocyzapcTBeHHOe — OHOIKeTHOE
npodieccHoHaNEHOe  oDpazoBatensHoe  yupemaenHe Kamysckodl  obmactH  «KamymckHi
KOMMYHaIBHO-CTpOHTENBHEIH TexHukym» M. M.K.1llunynuna» (nanee - Texuuxym) cospaerca
ApxuB.

1.2. Ilpu pazpabotke lonoxkenus yureHsl nonoxenus PenepansHoro zakona ot 22.10.2004
N 125-@3 «O00 apxusHoM aene B Poccuiickoii ®enepauuny.

1.3. Texuukym oOecneunBaer ApXHB HEOOXOQHMBIM TOMEIICHHEM, O0DOpYIOBAHHEM H
KaJIpaMH.

1.4. PabotHukn ApxHBa NeHCTBYIOT HAa OCHOBAaHMM Hacrosulero IlonoeHHA, ycnoBHii
TPYAOBLIX JOTOBOPOE H JOMAHOCTHRIX HHCTPYKLIHH.

1.5. ApXHB CO34€TCH 1A BRITOTHEHHA CIEIVIOUIHX (PYHKIHOHAIBHBIX 3a71a4:

—  OCYUIECTBJICHHE NpPHEMa, Y4eTa W XpaHEeHHs JIOKYMEHTOB, 00pasylolkXcs B npouecce
AeATeNLHOCTH TexHHKyMa, B COOTBETCTBHH ¢ JelicTBYIOIIMM 3akoHomatenscTBoM Poccuiickoii
Denepanun:

— ocyllecTBieHHe oTOOpa, MNOATOTOBKH M IEpeladyd JOKYMEHTOB Ha XpaHEHHE B
rocyJapcTBEHHLIE aAPXHBHEI B COOTBETCTBHH ¢ JeficTBYIOIINM 3akoHojarenbcTBOM Poccuiickoii
Denepanun;

— OCYIIECTB/IEHHE  OPraHH3alHOHHO-METOIHYECKOI0  PYKOBOJCTBA  JIEATENBHOCTHIO
CTPYKTYPHBIX noapa3zaencHuii Texuukyma B chepe AeI0npoH3BOACTRA W APXHBHOTO Jena;

— ofecnedeHHe COXPaHHOCTH [IOKYMEHTOB, CO3JaHHE HAy4YHO-CIIPABOYHOTO anmnapara,
obecrnieyeHHe HCNOJB30BAHHA JIOKYMEHTOB, XPaHALIMXCH B ApXHBe:

— MNOArOTOBKA M  MpEeACTABIEHHE  PYKOBOACTBY  HH(OPMAalMOHHO-aHATHTHYECKHX
MaTepHANIOB O COCTOSHHH H MEPCNekTHRAX Pa3BUTHA apXHBHOIO nena B TexHukyMe;

— ¥HAaCTHC B MpCOCiiax CBOEH KOMIETEHIIHH B [IOAMOTOBKE H HCIIOJIHEHHH VIIpaBICHUYCCKHX



pemiennii pykoBoacTBa TexHHKyMa;

— TOBHIIEHHE YPOBHA IPaMoTHOCTH paboTHHKOB Texuukyma B cdepe Aenonpor3Bo/cTea
M @pXMBHOTO Jena;

1.6. ApXHB ABISETCA CAMOCTOATEILHBIM CTPYKTYPHBIM N0jipasjenenneM TexXHAKyMa.

ApXHBApHYC HA3HAYAETCH B YCTAHOBJICHHOM 3akoHom rnopsaake Jlupekropom Texnukyma u
noJA4HHAeTCs HenocpeacTeeHHo Jupextopy Texunkyma.

1.7. B cBoelt jaearenbHOCTH pabOTHHK ApXHBa PYKOBOJACTBYETCA A€HCTBYIOLIHM
sakoHogarenbecTBOM  Poccuiickoli  @enepauun, HOPMAaTHBHBIMH 4 NPaBOBBIMH - aKTaMH H
METOJMYECKHMH MaTepHAIaMH 10 OpraHH3allid  apXHBHOTO Jejia H JIENONPOH3BOJICTBY,
OPraHH3alHOHHO-PACTIOPAINTEILHEIME  TOKYMEHTaMH  camoro  TexHHKyma H HacTOSALIHM
lonoxenneM.

1.8. Kpamnbhukaumonssie TpeboBanHs, (YHKUHOHANBHBIE  00A3aHHOCTH, TpaBa.
OTBETCTBEHHOCTE paboTHHKa ApXHBA pErJaMeHTHPYIOTCA JIOKHOCTHBIMH = HHCTPYKUHAMH,
yTRepA&I1aeMbIMH JlHpekTopoM TexHHKyMa.

1.9. Ha pomxHOoCTs ApXHBapHyca Ha3HA4aeTcs JIMLO, HMelomee cpeaHee oOmee
oDpa3oBaHHE.

1.10. ApxuBapuyc:

— PYKOBOJHT Beeil IeATENBHOCTBIO APXHBA;

—  OCYIIECTBAAET B npejeliax cBoeH KoMNeTeHUWH (DYHKIHH YIIPaBICHHA (MIAHHPOBAHHA,
OpraHM3alliH, MOTHBALMH, KOHTPOI), IPHHAMAET pellenus, o0s3arellbHble LIS BeeX pabOTHHKOB
ApxHBa;

— BHOCHT pYKOBOACTBY TeXHHKYMa NPEIOAKCHHA M0 COBEPIICHCTBOBAHHIO PadOTEI
ApXuBa, ONTHMH3AIIHH €r0 CTPYKTYPbI:

—  Y4YaCTBYET B MEPCNEKTHBHOM H TEKYIIEM IUTAHHPOBAHHH JEATeILHOCTH APXHBE, 8 TAKKE
MOArOTOBKE MPHKA30B, PACTIOPSKEHHH H HHBIX JOKYMEHTOB, KacalolMXCs BO3JIOKEHHBIX Ha APXHB
3ana4 v GyHKUHIH:

1.11. B mepuon orcyTcTBHS ApxHBapHyca ero 00f3aHHOCTH HCHONHAET pabOTHHK,
HasHaueHHBIH npukazoM [lupexkropa Texnukyma.

1.12. Apxusapuyc (1MIIO, HCMONHAKOWEe ero 0043aHHOCTH) HMEET NpaBO [OAINHCH
JIOKYMEHTOB, HANPABISeMbIX OT HMEHH APXHBA MO BONPOCAM, BXOAIIHM B €10 KOMITETEHITHD.

1.13. Apxue B cBoell [eATelbHOCTH B3aHMOJEHCTBYET ¢ JPYTHMH CTPYKTYPHBIMH
noapazneneHusMH  TeXHHMKyYMa, a Takike, B Npelesax cBoeH KOMINETEHIHH, CO CTOPOHHHMH
OpraHH3alHiAMH.

1.14. 3a neHajUieKallee HCIOJIHEHHE AOIKHOCTHBIX 0083aHHOCTEH H HapyIICHHE TPYAOBOH
JHCIHIUTHHEI APXHBapHyC HeceT OTBETCTBEHHOCTE B MOPAJIKE, NMPEYCMOTPEHHOM NEHCTBYIOIIHM
saKoHoaTelseTROM Poccriickoii ®enepanmn.

2. OcHoBHBIE PYHKUHH APXHBA

2.1. IlnanmpoBaHHe, OpraHW3alMs H KOHTPOIL JeATENBHOCTH TexHMKymMa  H  €ro
CTPYKTYPHBIX Mopa3ieneHuii B cdepe apxMBHOIO Jela.

2.2. Tlpuem, permcTpaiMs, cHCTeMaTH3allHs H XpaHeHHE INOKYMEHTOB B COOTBETCTBHH C
YCTaHOBICHHBIM MOPAIKOM.

2.3. ObBecneyenne HCNOIB30BAHHA TOKYMEHTOB, XpaHAIMXCA B ApxuBe (HHQOpMHpOBaHHE
PYKOBOJCTBA H COTPYAHHKOB TeXHHKYMa O COCTaBe M COJICpKaHHH J0KYMEHTOB APXHBAa, Bblaya B
VCTAHOBJIEHHOM [OpSJKE Jell, JOKYMEHTOB MM WX KOIHii, apXWBHBIX CINPABOK, HCIOJIHEHHE
3aMpPOCOB HOPHIAHYECKHX H (DH3MYECKHX JHI, YY€T HCMOIB30BAHHA IOKYMEHTOB, XPaHALIMXCA B
Apxuse).

2.4, HuctpykTax pabOTHHKOB CTPYKTYPHEIX ToApasieneHHH o nopaike dopMHpoBaHHS,
NOJArOTOBKH H CIauH J1eT B APXHB.

2.5. Kontpone 3a CcBOEBpEMEHHBIM  [OCTYIUIEHHEM B ApPXHB  3aKOHYEHHBIX
JETONMPOH3IBOACTBOM J0OKYMEHTOB.

2.6. CocraplleHHe W NpeJCTaB/leHHe TONOBBIX ONMHCEH €1 NMOCTOAHHOIO XPaHEHHd H 10
JHYHOMY COCTABY HAa PACCMOTPEHHE OJKCNEPTHOH KOMHCCHH TeXHHMKYMa H COOTBETCTBYHOLIETO
rocyIapcTBEHHOI0 ApPXHBA.



2.7. CocrapneHde onced 1en Uid nepeiayd JOKYMEHTOB Ha XpaHEHHE B rocy/1apCTBEHHbIE
apXHBLL, AKTOB 00 YHHUTOKEHHH JOKYMEHTOB, CPOKH XPAHEHHH KOTODBIX HCTEKIIH.

2.8. Koutpone 3a (H3MYeCKHM COCTOSHHEM [IOKYMEHTOB, CBOEBPEMEHHOCTBI) HX
BOCCTAHOBICHHS, CODMIOJICHHEM B [OMENIEHHAX ApXHBa YCIOBHH, HeoDXOIMMBIX s
obecrievyeHHs COXPaHHOCTH JOKYMEHTOB.

2.9. Vyacte B pazpaboTke nonoxkeHWi W MHCTPYKUHI M0 BEIEHHIO IENONPOH3BOACTBA H
OpraHH3allHH apXHBHOTO J€a.

2.10. OcyuecTrieHHe B npejelax cBOeH KOMIETEHIIMH MHBIX ()YHKUHI B COOTBETCTBHH C
nensMH | 3anadaMu TexHukyma.

2.11. Ilepenaua men B ApXHB ocyilecTBAsSeTCs 10 rpadMKy, COCTARIEHHOMY APXHBAPHYCOM,
COTIACOBAHHOMY C PYKOBOJHTENSIMH CTPYKTYPHBIX [OJpa3fielcHHi, Mepelalomux JOKYMEHTH B
ApxuB, u yrBepikaeHHoMy Jlupextopom Texunukyma.

3. IlpaBa n 0TBeTCTBEHHOCTH PAGOTHHKOB APXHBA

3.1. ApxuBapHyc B nipoliecce cBoeH JeATeIbHOCTH HMEET IpaBo:

— mojy4aTk [OCTYNalmHe B TeXHHKYM JIOKYMEHTBI W WHble HHpOpManHoHHEIE
MaTepHAJILI 10 CBOEMY NMPOHIIIO JAeATeIbBHOCTH /U 03HAKOMIICHHSA, CHCTEMaTH3HPOBAHHOIO y4eTa
M HCIIONIB30BaHHA B paboTe:

— 3ampamMBaTe M TOMy4aTk OT pykoBoiuTenell TexHHMKYMa M €ro CTPYKTYPHBIX
nojpasjeneHuii HHGOpPMALHIO, HEOOXOIHMYIO UTA BBINO/IHEHHA BO3JIOKEHHEIX HA HETO 3ama4 H
(hVHKIIMI:

— OCYIIEeCTBIATE B [MpeJenax CBOSH KOMMNETEHIMH TNpPOBEpPKY W KOOPIHHAIHIO
JeATeNLHOCTH CTPYKTYPHBIX monpasnenenuii Texnukyma no BonpocaM JIeIONPOH3BOACTBA H
apXHBHOTO [Ie]1a, 0 pe3y/sTarax MpoBepok doknaneieate Jlupextopy TexHukyma;

— BHOCHThH NpeIOKEHHs N0 COBeplleHCTBOBaHHIO dopM u MeTozoe paboTel Apxusa H
Texuuryma B HenoM;

— BHOCHTB mnpemiokenus Jlupexkropy TexHukyMa 110 MOBBINEHHIO KBAIH()HKAIIHH,
MOOUIPEHHI) H HANOKEHMI0 B3bICKAHMH HAa pabOTHHKOB OPYTHX CTPYKTYPHBIX NoJpasieleHuii
TexHHKYMa 10 cBOeMY NPOQHIIO NeATETbHOCTHS

—  YHAacTBOBATh B COBELUAHMAX [IPH PACCMOTPEHHH BOIPOCOB, OTHECEHHBIX K KOMIETEHIIHH
Apxusa;

— KOHTPOIMPOBaThL NpaBHiIa paboOTHI ¢ IOKYMEHTAMH B CTPYKTYPHBIX MOJApasieleHHaX -
HCTOYHHKAX KOMIUICKTOBaHHA ApPXHBA.

3.2. ApxuBapHyc HeceT OTBETCTBEHHOCTE 3a:

— BBINOJTHEHHE BO3JIOMKEHHBIX HA APXHB QYHKUHH W 3a1a4;

— opraHuzainHio paboTel ApXHBa, CBOEBPEMEHHOE W KBATH(QMIMPOBAHHOE BBINOIHEHHE
PHKA30B, PACTIOPAAEHHH, NOpYyYeHHI BHIIIECTOAIETO PYKOBOACTBA, JEHCTBYIOUHX HOPMATHBHO-
MPaROBLIX AKTOB [0 CBOEMY NMPOo(HI0 e TeNEHOCTH:

— co0mojeHHe NpPaBHIl BHYTPEHHETO paclopska, CAaHHTAPHO-IPOTHBOIIHAEMHYECKOTO
pesHMa, NMPOTHBONOXKAPHONH De30MacHOCTH H TeXHHKH Ge30MacHOCTH;

— BEISHHE JOKVMEHTAIHH, NPeIyCMOTPeHHOH JeHCTBYIOIMHMHE HOPMAaTHBHO-TIPABOBEIMH
JOKYMEHTAMH;

— [MpeloCTABIICHHE B YCTAHOBIEHHOM MOPSIKE IOCTOBEPHOH CTaTHCTHYECKOH H HHOH
HHOpMaIHK 0 JEATEILHOCTH ApXHBa;

— TrOTOBHOCTE ApPXHBEA K paboTe B YCIOBHAX YPE3BBIMAHHBIX CHTYALIHI:

— HecoDIIeHHEe YCIOBHH obecneydeHHs COXPaHHOCTH JOKYMEHTOB,

— yTpaTy H HeCaHKIIHOHHPOBAHHOE YHHYTOXKEHHE JIOKYMEHTOB;

—  HeoDOCHOBaHHBIH 0TKa3 B IPHEME Ha XPaHEHHE JOKYMEHTOB,

— HapylIeHHe [PaBH/l HMCMOAL30BAHHA [OKYMEHTOB M JI0CTYNA nojb3oBarened K
JIOKYMEHTaM, YCTaHOBJICHHEIX 3aKkoHoaaTenscTBoM Poccuiickoii @enepainy.

3.3. Ilpuem ka®noro Jena NPOH3BOAWTCH ApPXHBAPHYCOM B MPHCYTCTBHH pabOTHHKA
CTPYKTYPHOIO NOJApasie/IeHus.

3.4. B nepHog NOAroTOBKH IeN CTPYKTYPHBIM MNOApasiclicHHEM K Mepenade B ApXHB



ApXHBapHYCOM IIpe/IBAPHTENLHO MPOBEPSETCH MPABUIBHOCTE UX (OPMHPOBAHHA, ODOPMIEHHS H
COOTBETCTBHE KOJNIHYECTBA €/, BKJIKYEHHLIX B OMHCh el (CTPYKTYPHOrO MoApasieieHH:),
KOJIHYECTBY J€J1, 3aBE/JICHHBIX B COOTBETCTBHH ¢ HOMEHKIATYpo# nen TexHukyma.

3.5. Jlena, yBs3aHHBIE B CBA3KM, JOCTaBIAOTCA B APXHB COTPYIHHKAMH CTPYKTYPHBIX

noapazgenenuii. Bmecte ¢ memamm B ApPXHMB MepefaloTcs PErHCTPAllHOHHBIC KapTOTCKH Ha
IOKYMEHTHI.
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