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L.1

1:2

1.3

1.4

1.5

1. OBIIHE NOJIOXKEHMU S

Hacrosmee monoxenue (mamee — IONOJKEHHE) pacmpocTpaHAeTcs Ha
fesTellbHoCTs OpraHu3allioHHOTO yHpasieHus (nanee — YpasieHue).
OpraHusallioHHOe yNpaBIeHHE SBISIETCS CAMOCTOSTENBHBIM CTPYKTYPHBIM

[I0Apa3eaecHueM (penepabHOTO rOCYIapCTBEHHOTO OromxeTHOTO
00pa3oBaTeNBHOIO YUpeXKIeHHs BEICLIEro o0pasoBanus «Cankr-1leTepOyprekuit
rOCyapCTBEHHbBIM 3KOHOMHMYECKMM YHHBepcurer» (mamee — CIIGIDY,
YHUBEPCUTET).

CrpyKkTypa ¥ INTaTHas UMCICHHOCTb YTIPABIEHHs ONpeNesseTcs IITATHBIM
paciucaHueM YHUBEPCUTETA, YTBEPIKIEHHEIM PEKTOPOM.

YrpasieHue — BO3MNIABISET HaYalbHUK  YTpaBIeHHS, Ha3HAYaeMbIi Ha
MOJDKHOCTL ¥ OCBOOOXK/IAEMBIH OT OKHOCTH MPHUKA30M PEKTOpa Y HUBEPCHTETA
II0 TPEJCTaBJICHHUIO IPOPEKTOpa II0 OpraHU3allMOHHO-KAIpPOBOWH pabore.
O0s3aHHOCTH HadallbHUKA YIIPABICHHUS OTPEIENIAIOTCS PEKTOPOM.

PaboTHuky VYmpaBneHus HazHauarOTCS Ha JOJDKHOCTH U OCBOOOKIAIOTCS OT
JOJDKHOCTH TIPHKA30M PEKTOpa YHHUBEPCUTETA, 110 MPEICTaBIeHHI0 HadalbHUKA
YTpaBieHus: ¢ pe3oonuell IPopeKTopa 110 OpraHU3alMOHHO-KaIpoBoi paboTe.
Ob6s3aHHOCTH PaOOTHHUKOB YIIPABIIEHHS ONPEAENIAIOTCA PEKTOPOM.

1.6 VYnpasnenre B cBoeH HesTEIBHOCTH PYKOBOICTBYETCH:

Ycrasom CIIOIDY;

HACTOSALINM TOJIOKEHUEM;

3aKOHOAATeIbCTBOM M HHBIMM HOPMAaTHBHO-IIPABOBBIMH aKTaMH OPIaHOB
rOCYIapCTBEHHOH BIIACTH M ylpasieHHs Pocculickoit Menepanuu;
HOPMaTUBHBIMH  JTOKYMEHTAMH YYPEXKIECHWH TOCYHapCTBEHHONW apXWBHOU
ciyx0b1 Poccuiickoit ®eneparium,

JOENCTBYIOIIMMHI [TPAaBUIAMH OpTaHU3alluy XpaHeHHs!, KOMIUIEKTOBAHHUS, YYETA U
UCITONIB30BaHMs JIOKYMEHTOB ApxXxuBHOro (GoHna Poccuiickod @Demepauuu u
OPYTHX apXWBHBIX [JOKYMEHTOB B TOCYOAapCTBEHHBIX H MYHHIIHITAJBHBIX
apxXuBax, My3esax U OuOnuoTeKax, HAayTHBIX OPraHU3aIUaX;

IIpaBUJIAMH, HHCTPYKIUAMH, METOAUIECKAMHU peKOMeHIalusMu MUHUCTepCTBa
HayKH W BeIclIero obpazosanus Poccuiickoit Menepannu;

pemenusiMu Yuenoro Coseta CIIOI DY
IIpaBUIIaMU BHYTpeHHero pacropsaka B CII0I DY,

[IpHKa3aMH ¥ pacrnopsbkeHuAMH pexrtopa CIIBI'DY u uHBIMEH JTOKaBHBIMH
aktamu CIIOIDY;

JPYTUMH JEMCTBYIOIIMMH HOPMaTHUBaMM 110 BOIPOCAM JTOKYMEHTAI[HOHHOTO
obecrieuyeHus.

1.7 VYmpasnenue mMeer repboByro Iedarhb, nedath «JlIs DOKYMEHTOBY», IITaMIIEL,

1.8

1.9

daxcumme.

Hacrosmee nonoxeHnue MokeT ObITh U3MEHEHO U JOIOJIHEHO B YCTAaHOBIEHHOM
B YHuBepcurere nopsaxe. [lpu peopramumzanuu Yuusepcutera [lomokenue
TepsIeT CUITY.

Hacrosmee IlonoxkeHue cocTaBieHO B ABYX 3K3eMIUIApax, ONWH W3 KOTOPBIX
XpaHUTCS B YIIpaBIeHUN KaJIpOB Y HUBEPCUTETA, BTOPOH — B Y IpaBICHHUH.
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2. OCHOBHBIE 3AJTAYH YIIPABJIEHHM S

2.1. JlearennpHoCcTh YIpaBlIeHUS HalpaBjleHa Ha OCYIICCTBICHUE CIEHYIOIIUX
OCHOBHBIX 33/1a4:

2.1.1. OpraHu3aldOHHO-METOAMYECKOe ¥ MHQOPMAIMOHHOE  ObecreueHue
negrensaocta CIIOIDY.

2.1.2. TlocTOSHHOE COBEPINEHCTBOBAHIE (POPM M METOJOB PabOThI C JOKYMEHTAMH.
2.1.3. Obecreyenite eIUHOTO IOPSAKA JOKYMEHTHPOBAHMS, OPraHM3alliy paboThl
C JOKyMEHTaMH.

2.1.4. Yuactue B pa3paboTKe ¥ BHEIPEHHHM MHGOOPMALMOHHBIX TEXHOJIOIHH
IOKYMEHTATBHOTO 00ecIieueH sl YIIPaBICHHMS.

2.1.5. PazpaboTka ¥ BHEIpeHHME HOPMATHBHBIX M METOAMYECKUX [OKYMEHTOB
II0 COBEPIIEHCTBOBAHMIO  JIOKYMEHTAI[HOHHOTO  oDecliedeHus B CTPYKTYPHBIX
nopapaznenesusx CII6IDV.

2.1.6. Opragmsanus paboTsl ¢ JOKYMEHTAMH C HCIIONb30BAHMEM HH(OPMALMOHHO-
aHanuTHYeckoi cucreMsl «Tesuey (manee — MAC «Tesucy).

2.1.7. Onrumusanys JOKYMEeHT0000pOoTa H CPOKOB IIPOXOKICHUSA PACIIOPAIATETBHBIX
IIOKyMEHTOB.

2.1.8. VHubuUKaus J0KyMEHTO060pOTa, COKPAIIEHHNE KOIMYeCTBa (OPM TOKYMEHTOB;
dbopMHpoBaHKMEe SKOHOMHYHON U 3Gh{ekTHBHOM MHGOPMAIMOHHOW M TEXHHYECKOH
CTPYKTYPBI yIIpaBICHHMS.

2.1.9. OOecrieuenue OpraHM3aliOHHOH, JIOKYMEHTalIMOHHOH JIesITeIBHOCTH
CTPYKTYPHBIX IIOJpa3[eleHudl YHUBEPCHTETa, PALMOHAIBHOIO BEACHHSA HMMH
JIeTTOITPOU3BOICTBRA.

2.1.10. KoopuHamnus IesSTeNbHOCTH CTPYKTYPHBIX TIOAPasaeNeHnii Y HUBEPCHTETA I10
BOIIPOCAM, CBA3AHHBIM C JeTOMPOU3BOICTBOM U JOKYMEHTOOO0POTOM.

2.1.11. Obecrieuenre KOHTPOJIS 32 MCIIOTHEHHEM IIOCTYNAKOMIEd KOPPECHOHACHINN
Ha VHHBEPCHTET OT OpraHoB BIACTH, YIPABICHWH M BBINIECTOANIMX OpraHU3alui
Poccuiickoit enepaliny, 3a Ka4eCTBOM OTUYETHOM JOKYMEHTAIIUH.

2.1.12. IlpoBefeHre  JMACHOCTHYECKOTO  aHAlM3a  CYIIECTBYIOLICH  CHCTEMBI
UH(MOPMAIIMOHHBIX ITOTOKOB M TEXHMYECKHMX CPEACTB [UIs COBEPIICHCTBOBAHM
CHCTEMBI JIOKYMEHT0000poTa.

2.1.13. KonTpons opopMiIeHns TOKYMEHTOB IO IEeATENbHOCTH YHHBEpPCHTETa U HX
Iepeiayy B apXUBHBIM OT/IEN] B COOTBETCTBHM C ICHCTBYIOIUMHI HOPMATHBAMH.
2.1.14. Yuet, obecrnieueHne COXpaHHOCTH, CO3MaHHE HAYYHO-CIIPABOYHOIO alllapara,
HCIIOJIb30BAHME JOKYMEHTOB, XPAHSIIIHXCS B APXHBHOM OTAENE Y IpaBlIeHHUs.

2.1.15. [logrotoBKa M CBOEBpEMEHHas Iepelada IOKYMEHTOB APXHBHOIO (HoHIa
VHHBepCHTeTa Ha TI'OCYJapCTBEHHOE XpaHeHHe C cobmojeHneM TpeDOBaHHH,
ycTaHoBJIeHHBIX DeepaibHBIM apXUBHBIM areHTCTBOM Poccun.

2.1.16. OcyulecTBieHHe KOHTponst 3a (GopMupOBaHMEM H OQOpMIEHHEM el B
JIeTIOTIPOU3BOJICTBE.

2.2. K 3agagam ApxuBHoro otaena Opranu3aliOHHOI0 YIIpaBIeHUst OTHOCATCS:

2.2.1. OpraHuzaius XpaHeHHs! JOKYMEHTOB, ITOCTOSHHOIO W BPEMEHHBIX (cBbrme 10
JeT) CPOKOB XpaHEHWs, B TOM 4YHCIE [TOKYMEHTOB IIO JIMYHOMY COCTaBy,
00paszoBaBIIHecs B IATEAbHOCTH Y HUBEPCUTETA.
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2.2.2. KoMmnexToBanue ApXHBHOTO OTHeNa JOKyMeHTaMH, OO0pa3oBaBIIMMHUCS B
JIeSITEIBHOCTH Y HUBEPCHUTETA.

2.2.3.Vuer [OKYMEHTOB, HAXOJSAIINXCS Ha XpaHEeHMH B ApXHUBHOM OTAele
YHuBepcurera.

2.2.4. Vcrionp30BaHKe JOKYMEHTOB, HAXOMSAIINXCS Ha XpaHEHUH B APXHUBHOM OTHEINe
YHUBEpPCUTETA.

2.2.5. TlogroToBKka ¥ CBOEBpPEMEHHas Iepejada JOKyMEHTOB ApXHBHOIO (oHIa
Poccuiickoit @enepanuu Ha nocrosiaHoe xpanenue B LIIA CIT6.

2.2.6. Metoauueckoe PyKOBOJACTBO ¥ KOHTPOJB 33 ()OPMHPOBAHMEM ¥ OQOPMICHUEM
[IeTl B CTPYKTYPHBIX TIOAPA3/IeIeHHAX OpraHu3aliy U CBOEBPEMEHHON Iepesiauet ux B
ApXVBHBIN OTAE] YHUBEPCUTETA.

3. CTPYKTYPA NOAPA3AEJEHNWS

3.1 B cocrtaB YrpasieHus BXOIAT CIEAYIOIINE CTPYKTYPHBIE IIOAPa3AeICHH:
— apXMBHBIN OTHEIL;
— CEKTOp KOMaHUPOBaHHUS;
— OTJIeJI JOKyMEHT0000poTa;

— CEeKTOP IEKTPOHHOI'0 JTOKYMEHTO0000pOoTa,
Kaxxerit otmen YnpasiieHus BO3IIIABISET HAYAIBHUK OT/AEHA.
Kax el cekTop YTpaBieHUs BO3IJIABIAET PYKOBOAUTED.

3.2 CrpykTypy W IITaTHOE paclucaHue YpaBJeHUs yTBEPIKAAeT PEKTOP, UCXOAS U3
(yHKI[MOHATBHOTO NIpe/{Ha3HAYEHHUs Y TPABICHNS.

Havaapnuk
Opranu3anHOHHOIO ynpaBJaeHusl

/ \ \;

CexrTop OTtaen

KOMaH/IHPOBAHMSI JIOKYMEHT00G0poTa ApXHBHBII OT/Ie

¥

CekTop 371eKTPOHHOI0
JOKYyMeHT0000poTa




4. ®YHKIINAU YIIPABJIEHHUS

B COOTBETCTBHM C BO3JIOKGHHBIMH 3aavyaMH, yKa3aHHBIMH B pasfmene 2
HacTosiero IllomoeHus, Ha CTPYKTYpHble mompaszencHus OpraHuzalidoHHOrO
yIIpaB/eHHs BO3JOKEHO BBITOJIHEHUE CIEAYIOMIMX (DYHKIMHA:

4.1. Omoen doxymenmoobopoma:
4.1.1. Ocyumecrsienne mpueMa, 00pabOTKM, pPErHCTpaluy W YYETHO-

CIIPABOYHON PabOTHI 110 BCEH IOCTYIIAIONIEH KOPPECIIOHACHINH, allpecOBAaHHOU

Ha YHHUBEPCHUTET.

4.1.2.  Oprasuszanus OTIPaBKHU UCXOJISLIEH KOPpPECIOHAECHINH oT
YHHUBEpCHTETA: TIpHEM, DErMCTpallys, ONpeleNenue Beca, O(QOpMICHHE
CONPOBOJUTENBHON JOKYMEHTALMM K OTYETHOCTH IO CPEACTBAaM  CBSA3H!
AIIEKTPOHHAsSI [T0YTa, II04Ta Poccuu, KyphepCeKas SKCIIpecc-IovTa.

4.1.3. Pacchuika KOPPECIIOHAEHIIMH U JOKyMEHTOB C PE30JIIOIHEH PEeKTOopa Io

CTPYKTYPHBIM MO[pa3/IeNeHNsIM, TocTaHoBKa Ha KoHTposs B MAC «Tesucy.
4.1.4. Perucrpanus TMNOCTYNAIOIMKX [JOKyMeHTOB mon rpubom «ICID» u

nepenadya  HUX HUCIOJIHHUTEIIAM B COOTBETCTBHH C pGSOH}OHHGﬁ PEKTOpPAa

(ipopexTopa).
4.1.5. QO0ecredenre COOTBETCTBYIOIIErO peXMMa [OCTyNa K IOKyMEHTaM H
WCIIONB30BaHUs  MH(pOpMAIIHH, comepykamieiicss B HHX. 3amuTa

KOH(QUIECHIMAIBHEIX ~ TOKYMEHTOB OT  HECAHKIMOHHPOBAHHOIO  HOCTYIIA.
Cobmromenue uHCTpyKnmu «O  mopsake oOpallleHHs €O CIy)KeOHOH
MH(pOpPMaIKel OrPaHUYECHHOTO PACIIPOCTPAHEHUS B Y HUBEPCUTETEY.

4.1.6.  Opranmzauus paboOTEl IO TPE/IOKEHUIM, oOpaleHnsM, 3asBIEHUIM U
yKaobaM rpaxiaH.

4.1.7.  Perucrpanus, XpaHeHHe %4 TIOBEACHHE OpraHu3alroHHO-
DACIIOPSIMTENBHEIX  JIOKYMEHTOB  JIO  CTPYKTYPHBIX — IOJpasje/ieHu#H (B
OTHENBHBIX CIy4asX KOHKDETHBIX HCIIONHMTENEeH) C  HCIONB30BaHAEM
3IEKTPOHHOM CUCTEMBI PACCBUIKH PACTIOPSTUTEIIbHBIX JIOKYMEHTOB.

4.1.8. Oprasmsanus CHCTeMBI KOHTpPOJsL 3a paboTOH C HOKYyMEHTaMH B
CTPYKTYPHBIX TIOIpa3/ielleHUsIX YHUBEPCUTETA, 33 IPABUIIBHBIM odopMITEHHEM
1 GopMUpOBAHKEM e, MOMJIEXAIMX c/lade B apXuB, IIPOBEICHHE MMPOBEPOK
BeJICHHUsI JENOTIPOU3BOJICTBA HA MECTaX B COOTBETCTBMHM C HOMEHKJIATYPOH el
YHuBepcurera.

4.1.9. O6ecreueHne eIMHOIO TOPSIKa COCTaBIEHHMs, OQOPMIICHHMS, XPaHEHMUs
JOKYMEHTOB H OIIEpaTHBHOIO UCIIOIE30BaHMA IOKYMEHTHON HHOOPMAIIHH.

4.1.10. Opraumzamus paboTEl MO  COIPOBOXICHUIO, KOHCYIBTHPOBAHMIO H
OKa3aHUI0  METONMYECKOH  IOMOIUM  CTPYKTYPHBIM  IOJAPa3IeICHUIM
VauBepcuTeTa pH pazpadoTKe HOMEHKIIATYPhL Ae.



4.1.11. Pa3paboTka HHCTPYKIMH IO [EJONPOHM3BOJCTBY, pa3spaboTka CBOXHOH
HOMEHKIIATYPBI 1871 Y HHBEPCHUTETA.

4.1.12. TlpemocTapieHue HEOOXOAUMOM HH(POPMAIMOHHON, METOAMYECKOH H
KOHCY/IBTaTUBHON IIOMOINM IIOApa3leNeHusM U CiIyxbam 0 BoIpocam
JIeIIOTIPOU3BOJICTBA.

4.1.13. ObecrieyeHne XpaHEHWs, WCIOJNB30BaHMA TIepOOBOW IeYaTH, IedaTH,
IITAMIIOB ¥ (PaKCUMHUIIE.

4.1.14. Oprasusanss paboTBl IO 3aKazy, KOHTPONIb 3a H3rOTOBJICHHEM,
WCIIONB30BAHMEM W XpaHeHWeM Iredareif, mrTammoB U  (axkcumuie
CTPYKTYPHBIMHU TOAPa3IeICHHSAMH.

4.1.15. 3aBepenue repOOBOM IeYaTbi0 BCEX JIOKYMEHTOB, IOJIMCAHHBIX
PEKTOPOM U JIOJDKHOCTHBIMY JTHI[AMH, UMEIOTIMMH JOBEPEHHOCTE PEKTOPA.

4.1.16. 3aBepeHue MOAMHCH PYKH PAOOTHUKOB Y HUBEPCUTETA.

4.1.17. 3aBepeHue KONWUH [JTOKYMEHTOB (ycraBa, IUIEH3HH, CBUIETEIBCTB O
roCyIapCTBEHHON aKKpeIUTALUM, PETUCTPALMH, CBUACTEIBCTB O IIOCTAHOBKE Ha
yd4eT B HANOTOBOM OpraHe, CIPaBOK U3 ApPXHBHOIO OTHeNa, KOIMUH
OpPraHU3alMOHHO-PACIIOPAANTENBHEIX  TOKYMEHTOB, JIOKaabHO-HOPMAaTHBHAIX
aKTOB, CIIpaBoK M T.a1.) [lo Mepe HeoOXoauMOCTH ObecrednBaTe HMH

aJIMUHUCTPATHBHO-YIIPaBIeHUYECKHE [10/Ipa3/IeTICHNU.
4.1.18. YuacTHe B IIPOIECCE COBEPIIEHCTBOBAHHS OPTaHM3AlMOHHON CTPYKTYPBI

¥ TOBBIIEHHS d(QGEKTHBHOCTH yIpaBleHHs (pa3spaboTKa KOMILIEKCa
JNOKAJIGHBIX HOPMATHBHBIX JIOKYMEHTOB ISl CTPYKTYPHOM PeOopraHm3allim).

4.1.19. CucTeMaTHYecKHil aHAM3 COCTOSHMS PabOTH! MOApa3leNeHui u Ciyx0
T10 IeJ0NPOHU3BOJICTBY U JOKYMEHTOOOOPOTY.

4.1.20. Tlposepka COCTOSHHMSA JIEIOIPOU3BOACTBA B CTPYKTYPHBIX IIOAPa3/ICICHHS.

4.1.21. PyxoBogcTBo paboTOM IO  MAETONPOM3BOACTBY B  YHHBEPCHICTE,
OpraHM3alls PeryJsIPHOro y4eObl JIMI, OTBETCTBCHHBIX 3a IEIONPOM3BO/ICTBO B
CTPYKTYPHBIX ITOAPa3IeIIEHUAX.

4.122. TloBermeHre KBanu(UKALUH pPaOOTHUKOB YIPaBIE€HHUS, IIPOBEIEHHE
COBEILAHMM M KOHCYIBTHPOBAHHWE II0 BOIPOCAM, OTHOCSIIMMCS K BEICHHIO
JIeJI0TIPOU3BOJCTBA.

4.1.23. TloxroTtoBka Aed YIpaBIeHUs JUIst CAadyd B ApXUBHBIM OTIEIL.

4.2. Cexmop 31eKmponHo20 JOKyMeHmoobopoma omoend doKyMeHmoobopoma:

4.2.1. VYwuyacrtue B pa3paboTKe ¥ BHEAPEHUN HOBBIX TEXHOJIOIMIECKUX ITPOIECCOB
paboTEl ¢  JOKyMEHTaMH, COBEpPIICHCTBOBAHHM  aBTOMAaTU3MPOBAHHBIX
HH(GOPMAIMOHHBIX CHCTEM M TeXHOJIOTWH (¢ yd4eToM IPHMEHEHHs CpPEeICTB
BBIYHCITATENFHON TEXHUKH).

4.2.2. AHamu3 CTPyKTypEl JOKyMEHTOOOOpOTA.

4.2.3. Pagpaborka (COBMECTHO €  COOTBETCTBYIOIIMMH  CTPYKTYPHBIMH
[Opa3IeNeHHUsIMH) MEPOIPUSATAN IO COBEPIIEHCTBOBAHHUIO bopM W METOJIOB
paboTEl ¢ JOKyMeHTaMH, a TaKkKe IO IIOBBIIIEHHIO HCITOJIHUTENBCKOI
TACIUIIIIAHEL



4.2.4. Co3nmarue 6a3bl JaHHAIX mocTynaoumx JokyMmeHTos B MAC «Tesucy.

42.5. ExeMmecguHoe pasMelleHHE OTYeTa O Pe3ynbrarax pacCMOTPCHHUA
oOpalenn# rpax/aH B JIMIHOM KabWHETe 3aKpHITOH CeTH MH(OPMAIIMOHHOIO
pecypca CCTY PO

4.3. ApxugHuili omoen

4.3.1.  OprasusyeT IpHEeM NOKYMEHTOB IOCTOSHHOTO U BPEMEHHBIX (cBpire 10
JIeT) CPOKOB XpaHEHHUs, B TOM YHCJIE [0 JITYHOMY COCTaBY, 00Pa3oBaBIINXCA B
NeSTeTBHOCTH YHUBEPCUTET, B COOTBETCTBUY C YTBEPKIEHHBIM IPaduKOM.

432. Bemer y4er JOKyMEHTOB ¥ (POHMIOB, HAXONAMMUXCS B APXUBHOM OTJENE
YHHUBEpCHUTETA.

43.3. Tlpemocrasnser B III'A CIIG yderHble cBeleHus 00 00beMe M COCTaBe
XpaHSIMXCA B ApXMBHOM OTHele YHUBEPCHTETA JOKYMEHTOB APXHBHOIO
donma Poccuiickoit ®Pemepanmu ¥ IPYTMX apXHMBHBIX JIOKYMEHTOB B
COOTBETCTBHH C TIOPSIKOM [OCY/I@PCTBEHHOTO ydeTa NOKYMEHTOB ApPXHBHOIO
donna Pocculickoit Penepanu.

43.4. CucreMaTM3UpyeT U pa3MellaeT JOKYMEHTBI, IOCTyMaloIIAe Ha XpaHEeHHe
B ApXHWBHEIH oTHen YHUBEpcHTeTa, 00pasoBaBIIMECs B XOJE OCYIICCTBICHUA
IEeATeNbHOCTA Y HUBEPCHTETA.

4.3.5. OcyIiecTBiseT MOAIOTOBKY M IIPEJICTABIISACT:

a) Ha PACCMOTPEHHE M COTIIACOBAHME OKCIIEPTHOW KOMUCCHM YHHBEPCUTETA
OTIHCH MeJI TOCTOSHHOTO XpaHEeH!s, BpeMEHHbIX (cBbIlIe 10 j1eT) CpOKOB XpaHEHUs, B
TOM  uMciie IO JHYHOMY  COCTaBy, a Takke aKThl O  BBIICICHHUH
K YHHYTOXKEHHIO apXUBHBIX JOKYMEHTOB, HE IOAJNEKAIIMX XPAHCHHIO, aKTBI
06 yIpaTe JIOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKICHHUIX apXUBHBEIX
TOKYMEHTOB;

6) Ha yTBEP)KACHHE O3KCIIEPTHO-IPOBEPOYHOM KOMHCCHM YIOITHOMOYEHHOTO
oprasa ucrommuTensHoi Bractu Camkt-TlerepOypra B cdepe apXHBHOIO Jena
[leHTpalbHOM  OKCIEPTHO-IPOBEPOYHON  KOMUCCHH — ApPXHBHOTO  KOMHTETa
Cankr-ITetepOypra (manee — LIDIIK ApxuBHOIr0 KOMUTETA Cankr-TletepOypra) onucu
JIENT TIOCTOSHHOTO XPaHEHHS.

B) Ha cornacosarue DIIMK LII'A CTI6 omucu zien 1o JMYHOMY COCTaBY;

r) Ha cornacoBanue [[OIIK ApXHBHOTO KOMHTETa Cankr-IletepOypra axTsl 00
yTpare JO0KYMEHTOB, aKTEl O HEHCIIPABMUMbIX IOBPEXKACHAAX TOKYMCHTOB;

1) Ha YTBEPKIEHHE PEKTOPY Y HUBEPCUTETA OIIUCH JIeJl MOCTOSHHOIO XpaHeHH,
B TOM 9YHCIe OIMCH JeJ T0 IJHYHOMY COCTaBy, aKThl O BBIIC/ICHUH
K YHMYTOKEHHIO apXWBHBIX JOKYMEHTOB, He IMOMJIENAIIUX XPaHCHHIO, 00 yTpaTte
JIOKYMEHTOB, aKThl O HEHCIIPAaBUMBIX [OBPEKICHUAX aAPXUBHBIX IOKYMEHTOB,
yTBEP)KJCHHBIE 51 COTJIaCOBAHHBIE LBIIK ApXUBHOTO KOMUTETa
Caukt-Ilerepbypra u DIIMK III"A CII6.



4.3.6. OpranusyeT mepefady HOKYMeHTOB ApxusHoro Qonma Poccuiickon
denepanuu Ha nocrosiaHoe Xpanenue B LII'A CII6.

43.7. Opragmsyer ¥ IPOBOAUT 3KCIEPTU3Y LIEHHOCTH NOKYMEHTOB BPEMEHHBIX
(cepime 10 ;eT) CpOKOB  XpaHEHMs, HAaXONAIIMXCS Ha  XpaHCHWH
B ApXuBHOM OT/elle YHHBEpCHTETa B IelX OTOOpa JOKYMEHTOB /i
BKJTFOYEHHUS
B cocraB ApxmBHoro ¢ouma Pocculickori Pejiepaluy, a TaKKe BbIABJICHUL
IOKYMEHTOB, He OJJIeKallluX AalbHEUITEMY XPaHEHHUIO.

43.8. TIpoBOOUT MEPONPHUATHA MO OOECIEYEHUIO COXPaHHOCTH NOKYMEHTOB,
HaxXOIAIIMXCS Ha XPAaHEHHH B APXUBHOM OT/ielle Y HUBEPCHUTETA.

43.9. Opraumsyer  uH)OpMHpOBaHHE  PYKOBOACTBA W PabOTHHKOB
VHHBEPCHTETa O COCTAaBe U COJEPKAaHMM NOKYMEHTOB APXUBHOTO OT/ENa
VYHUBEpCUTETA.

43.10. HWubopmupyeT Moib30BaTelel IO  BOOpocaM — MECTOHAXOXICHHA
aApXUBHBIX TOKYMEHTOB.

43.11. Opranusyer Bbiady IOKYMEHTOB W Jell JUis paboThl B CTPYKTypHBIE
nojipas/iefieHus Y HUBEpCUTeTa BO BPEMEHHOE I10JIb30BaHME.

43.12. Wcponuser 3ampochl IIONb30BaTelled, BbIAACT AaPXUBHLIE  KOIHH
JIOKyMEHTOB, apXVBHBIE BBIITUCKH U apXUBHBIE CIIPABKH.

43.13. Bemer ydYeT WHCIOJNB30BaHUS  JOKYMEHTOB ~ ADXHBHOIO  OTIAETA
YHHBEpPCUTETA.

4.3.14. OcyuecTBiser BEJICHUE CTIPaBOYHO-II0MCKOBBIX CpelCTB
K JOKyMEHTaM APXUBHOTO OTZENa Y HUBEPCUTETA.

43.15. VYuacTByeT B pa3paboTKe JOKYMEHTOB YHHBEPCHTIETa MO BONpOcaM
apXHBHOTO JIeNa U IeI0POU3BOICTBA.

43.16. OxazpiBaeT METOAHYECKYIO [MOMOINb CTPYKTYPHBIM IIOAPA3EICHUSM H
paboTHEKaM YHUBEpPCUTETa B I[IOArOTOBKE JIOKYMEHTOB K TIepeiaie B
ApXUBHBI} OTZEN Y HUBEPCUTETA.

4.4. Cexmop KOMAHOUPOBAHUA YNPAGNEeHUA.

4.4.1. O6paboTka JOKyMEHTallMd 1O  O(QOPMICHHIO  KOMaHIMPOBAHH
pabOTHUKOB YHUBEPCHTETA.

4.472. TlomroroBka mpoekta Tmpukasa «O HampapieHun pabOTHHKOB B
KOMaHTUPOBKY».

4.43. Perucrpanmsa, XpaHeHwe U JoBeJcHHe mpukasa «O HaIpaBlIeHUH
pabOTHHKOB B  KOMaHJIMPOBKY» J0  CTPYKTYPHBIX [oipa3fiefeHul ¢
HCIIONF30BAHMEM  DJIEKTPOHHOM  CHCTEMBI  PAcChUIKM  PaCIOPAAMTENIBHBIX
TOKYMEHTOB.

5. TIPABA M OBSI3AHHOCTH

5.1. PaboTauku YrpaBleHHS MMEIOT MIPaBo:
5 1 | TpeboBanue  COOMIONEHHWsS ~ YCTaHOBICHHBIX  IPaBHII paboTel ¢
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JIOKyMEHTaM# M KOHTPOIMPOBATh BBITIOJIHEHNE 3THX [IPABUTL.

§.12. Cobupars ¥ 3ampallliBaTh CBEJIEHWs, Kacarolluecs JEATENbHOCTH
Ynpasnenus.

5:1.3, ITpoBOAMTh TPOBEPKM OPraHM3alMd M BEACHHs JEJIOTPOU3BO/ACTBA;
ZIOBOJUTEH UTOTH IIPOBEPOK [0 PYKOBOJACTBA.

5.1.4. T[IpuBIEKaTh CIELMATUCTOB CTPYKTYPHBIX TMOZApPA3/ielleHHil K MOJr0TOBKe
IIPOEKTOB JOKYMEHTOB I10 IMOPYUICHHIO PYKOBOICTBA.

Sl S, He mpuny¥MaTh ¥ BO3BpallaTh HCIONHUTENAM Ha JOPabOTKY MOKYMEHTEL
ITOATOTOBIEHHBIE ¢ HAPyLIEHUEM yCTaHOBICHHBIX TpeOOBaHH.

5.1.6. VyacTBOBark B I[polieccax  aBTOMATH3alMK  AOKYMEHTAlMOHHOTO
obecrieueHus YIIpaBIEHHS.

5.1.7. Coo0b1marh PyKoBOJCTBY O BCEX CIIydasx HapyLIeHWH MOApa3IeIeHUAMA U
JOJDKHOCTHBIMY JIMLAMH YCTaHOBIEHHBIX IIPaBHI PabOThI ¢ IOKYMEHTaMH.
5.1.8. BHOCUTh Ha  PAacCMOTpPEHHME  DPYKOBOACTBA  MPCUIOKEHMS IO

COBEPIIIEHCTBOBAHMIO PaOOTEl YIIPABICHHUS.

a.1.9. BHOCHTL Ha pACCMOTpPEHHE DPYKOBOIACTBa INPENIOMKEHMs II0 CO3MaHUI0
yCIIOBHH, HEeOOGXOAMMBIX IJIsl BBIIIOJHEHHS] BO3IOKEHHBIX 3a/ad, YIydIICHUS
ycloBrit Tpy#a paboTHMKOB YIIpAaBIEHHs, B TOM YMCJe 10 OOSCIIEYEHHIO HX
06GopynoBaHHBIMU pabOYMMK MECTAMHU.

5.1. 10, BHOCHUTEL Ha pacCMOTpEeHHe PYKOBOACTBA IIPEAIOKEHUSI 10 SKCILTyaTaIlHH
¥ PEMOHTY TIOMEIIEHHH, 3aKPETIeHHbIX 38 YIIPABICHUEM.
5111 BHOCHUTL Ha PacCMOTPEHHME PYKOBOJCTBA TMPEICTABICHUA O IOOIMIPEHIN

paGOTHHUKOB, 3aHATBIX JENONPOU3BOACTBOM, a TaKke O HeOOXOIMMOCTH
HalO)keHMS Ha HMX B3BICKAaHMH 3a CHCTeMaTHdecKkoe HecoOmroneHue
TpeboBanuil k paboTe ¢ JOKyMEHTaMHU.

5.1.12. VyacTBoBaTh B OOCYKIEHUHM PYKOBOJCTBOM BOMPOCOB, KaCarOIIUXCH
cocrosHusi paboTel C JOKYMEHTaMH, & TakKKe COBEpPLICHCTBOBAHHS bopm u
METOI0B pabOThI ¢ HUMH.

5.113% [ToB30BaThCsl KOMITBIOTEPHOM, MHOKHUTENBHOM ¥ MHOMW OPITEXHHUKOH,
CpENCTBAMMU CBSI3H, a TAKKE MHBIMU MaT€pUaIbHBIMU PECYPCaMy, HMCIOIIIMHCA
B YHuBepcureTe, HEOOXONMMBIMH i oDecredeHHs — ACATEIbHOCTH
VYnpasrneHus.

5.2. PaGoTtHuky YrpaeineHHs 00s3aHbL:

o i | CoxpaHaTh KOHOHIEHIMAIBHOCTE CBEJIEHUM, COHEpXKaIuxci B
JOKyMEHTax YIpaBIeHH.

5.2.2. KauecTBeHHO YW B IMOIHOM 0OBEeMe BBUIOJHATE BO3JIOKEHHBIE Ha
VYipasneHue 3a1a4u U QYHKITHH.

5.2.3; BEINONHATE TOPYyYEeHUS] PyKOBOJCTBA B YCTAHOBIIEHHEIE CPOKH.

5.2.4. CoxpausaTe U 2(GQEKTUBHO MCIONB30BaTh MarepHallbHbIe UEHHOCTH
VapasrieHus.

5.3. ApXUBHBIH OTHEN UMEET MPaBO:
5.3.1. TlpemocTaBisiTh  pPYKOBOACTBY  YHHBEPCHTETa  NPEIOKEHHSA  TIO

COBEPIICHCTBOBAHHIO OpranM3anuy XpaHCHHI, KOMIUIEKTOBaHMA, VY4€Ta H
HCIIOJIE30BaHUA apXHUBHBIX JTOKYMEHTOB B ApXI/IBHOM oTHEIe YHHBepCHTCTa
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5.3.2. 3ampammpaTth B CTPYKTYPHBIX IOJpa3/eiIeHHIX YHUBEPCUTETA CBEIEHNA,
HeoOX0oqUMEIe ISt paboTEl APXHMBHOI'O OTAENa Y HUBEPCUTETA.

5.3.3. JlaBaTh peKOMeH/AIUK CTPYKTYPHBIM IIOJpa3/eNeHusM Y HUBEPCHTETa 110
BOIIPOCAM, OTHOCAIIMMCS K KOMIIETEHIIMH APXMBHOIO OT/iella Y HUBEPCHTETA.
5.3.4. VudopMupoBaTh CTPYKTYpHBIE IIOApas[eleHHs YHHBEpCHUTETa O
HeOOXONHMOCTH Tlepelaud IOKYMEHTOB B ADXHBHBIH OTZeN YHHUBEPCHTETA B
COOTBETCTBHU C YTBEPIKACHHBIM I'DAPHUKOM.

5.3.5. TlpmamMaTs yuactue B 3acenanmsx IIOIIK Apxusroro xomurera CaHKT-
I[TetepOypra u TIMK LI'A CTI6.

6. PYKOBOJACTBO

6.1. PyKOBOACTBO  JEATENBHOCTHIO  YTpaBieHHs  OCYIIECTBJSET — HadalbHUK
VYnpasnenus.

6.2. Hauanpuuk VYmOpaBieHHsS TIOJYMHAETCS HENMOCPEACTBEHHO MPOPEKTOPY 110
OpraHU3alHoHHO-KaIpoBo¥ paboTe.

6.3. HauanpHUK YTNpaBjieHHWs HasHauaercss Ha JIOIDKHOCTh M OCBOOOXKIAeTcs OT
JOJDKHOCTH IIPHKA30M pPEeKTOpa YHHBEPCUTETA II0 IPEJCTABICHUIO MPOPEKTOpA IO
OpraHu3alOHHO-KapoBoil  pabore. OOA3aHHOCTH  HAYalbHUKA  YIpPaBICHHA
OTIPEIETIAI0TCS PEKTOPOM.

6.4, Ha [OOMKHOCTH HauadbHHMKAa  Ha3HadaeTcs  JIMIO, HWMEIoLlee  BBICIIEE
npobeccHoHanbHoe 06pa3oBaHue ¥ CTaK paboTHI IO CIEMANLHOCTH He MeHee 3 JIeT
Ha TIeJArOrMYeCKUX WM PYKOBOMSIIMX IO/DKHOCTSX B YIPEXICHUSX, OpraHU3allusiX,
Ha [PEINPUATHAX, COOTBETCTBYIOIMX TPOMUII0 paOOThl YIIPABICHHS.

6.5. HayanpHuk YIIpaBieHHs AOJDKEH BlIaJleTh HaBBIKAMU PaOOTEI 11a KOMITBIOTEPE
Ha ypoBHe yBepeHHoro moiap3oBarens [IK,  OprTexHMKOH, obnanarb
UHGOPMALTHOHHON ¥ KOMMYHUKATUBHON KOMIIETEHTHOCTEIO.

7. OTBETCTBEHHOCTD

7.1. OTBETCTBEHHOCTH 34 MOEATEIBHOCTh YIIPABICHHUS HECET HadalbHHK
VipasneHus.

7.2. HauanpHUK YpaBeHHUs HECET OTBETCTBEHHOCTD!

7.2.1. 3a HeuCIIONHEHHWE WM HEHaJJiexamee MW HECBOEBPEMEHHOC
FICTIONTHEHHE BO3JIOKEHHBIX Ha IToapa3aeleHie 3a1ad i QyHKIHH.

7.2.2. 3a HecobOmomeHue pabOTHUKAMM YIPaBIE€HUSA [PaBUII BHYTPEHHETO
TPYZIOBOTO PACIIOpsKa, IPABUII TEXHUKK Oe3011aCHOCTH TPH BITONHCHUN pabor,
MpaBUII [TOYKAPHOU 0€30MacHOCTH.

7.2.3. 3a pasmameHue KOHOHAECHIMATBHBIX CBEJIEHUH, COIepIKaIlUXCs B
JIOKY M €HTax YIIpaBlIeHHS.

7.2.4. 3a mewajulelkaliee BBIIIOJHEHHE 3amad YIPaBIeHHEM, COCTOSHUC
JIOKYMEHTAIMK YIpaBIeHHs, ee HEecOOTBETCTBHME TPeDOBAHMAM HOPMATHBHBIX
JIOKyMEHTOB, HEJIOCTOBEPHOCTh HWHOOpMAIMHU, a TaKKe HecoOIIoneHe HOPM,
PETYIUPYIOIMIX 00pabOTKY ¥ 3alUTy EePCOHANLHEIX JAHHBIX.

7.2.5. 3a HeobecredeHHEe COXPAHHOCTH U He3(D(HEKTHBHOE HCIIONBE30BAHME
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MaTepHallbHBIX IIEHHO cTeH YHpaBHeHHﬁ.

7.1. OTBETCTBEHHOCTD 32 HeHA/UIEKAlIlee UCTIONHEHN)E MM HEMCTIONHEHne QYHKIMH 1
3ajad  VYIpaBlieHHs, NPeIyCMOTPEHHBIX HACTOSAIINM [TonoxxenueM, - B IOPSIKE,
YCTaHOBJIEHHOM IEHCTBYIOIMM TPYIOBBIM 3aKOHOAATENBCTBOM P®, HeceT HadanbHUK
VYnpasineHus.

7.2. Ha nauampHMKa YIIpaBieHHs BO3JIaraeTcs epcoHalbHas OTBETCTBEHHOCTE 3a:

- oBecriedenue YCTAHOBIEHHOTO MOpsiAka paboThl ¢ IOKYMEHTaMI B YHHBEPCUTETE;

- BRIMOJIHEHME YKA3aHMil M NOpYYeHHH PYKOBOJCTBA M COONIONECHHE HeoOXOIUMBIX
ycloBHit Tpyaa paboTHHKOB.

- cobmofieHre pabOTHWKaMM YIpaBJIeHWs IPaBU1  BHYTPEHHETO  TPYHNOBOIO
pacrops/ka, [IPaBUI TEXHWKH Oe3011aCHOCTHM IpH  BBIIONHEHHH paboT, mpaBui
[TOYKapHOM 0e30IaCHOCTH

7.3. OTBETCTBEHHOCTh PabOTHUKOB YIpaBIeHHs YCTaHABIMBAETCA MOJKHOCTHBIMH

WHCTPYKLUHAMH.
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8. B3AMMOOTHOIIEHHKS

Tl BeIIONHEHMST (QYHKIMHM, 3a7ad M pealu3aldd IpaB, NPEeIyCMOTPEHHBIX
HACTOSIIUM IOJIOKEHHEM, YTIpaBIeHUE B3aUMOICHCTBYET:

U (rHAHCOB

JOKYMEHTAIMH 110 KOMaHIMPOBAHHIO
pabOTHHKOB Y HUBEPCHTETA

HanmenoBanue
noapasaeneHul U . O0beKT
Bonpocsl B3auMO/I€HCTBHSA a3
HAUMEHOBaHHE B3aHUMOelicTBHS
OJIKHOCTeH
10 BOTIIPOCAM JIOKYMEHTALIHOHHOTO TOKYMEHTEI
obeclieueHHs
I10 BOIPOCAM OpTraHH3aluK PadOThI ¢ OTTIPABIIEHHUS
Bcee cTpykTypHBIE " " .
OTIIPABIIIEMO KOPPECTIOHIEHIIUEH [MTHCEMEHHOH
OJIpa3ICIEHHUs
KOPPECTIOHICHIIUA
YHuUBEPCUTETA
10 BOTpocaM obecTieueHus reyaTH, I0TaMIIbl |
CTPYKTYPHBIX IIOJ{pa3ICNeHHH haxcumuIe
meyaTsMH, [ITaMnaMi 1 GakcuMuue
JlerapTaMeHT SKOHOMHUKH | IIO BOTIpOCaM othopmnenus JIOKYMEHTBI

KonTpakTHOE yIpaBlIeHUe

10 BOIIPOCAM TIPOBEIEHHUS ayKIIHOHOB

3aKII0UEHHE J0TOBOPOBE,
CBSI3aHHBIX C
JeSTENBHOCTBIO
YrpaBieHHI

IIpaBoBOE yIIpaBiIeHUe

II0 IPAaBOBEIM BOIIpOCaM

3aKITIOYEHHE JOTOBOPOB,
CBS3aHHBIX C
JeATEIBHOCTRIO
Yupasnenus

OpraHu3arHOHHO-PACIOPS/IUTENBHBIX
JIOKYMEHTOB, KHUT y4eTa |
PETHCTPALUM JOKYMEHTAIMH
YIpaBiieHust, U3r0TOBIEHHE HMCHHBIX
a/lpecoB

VYnpasnenue IO BOIIPOCAM OILIATHI cueTa, aKThl CBEPKH,
OyxrajnTepcKkoro yyera TIPEIOCTABIEHHEBIX YCIIyT AKTHI BBINOIHEHHEIX
pabot
Ympasnenue 110 BOTIpocaM obecrieueB s CPEeACTBAMK | BBIYMCIHTENBHAL
HHOOPMAIHOHHBIX BEIMHCTUTENLHON TEXHUKH, pa3paboTKy | TEXHHKA, CHCTEMBI
TEXHOJIOIHHI 1 BHEJ[PEHUS HOBBIX HHQOPMALKMOHHBIX | 3JIEKTPOHHOIO
TEXHONOTHH U IPUMEHEHUS CPEJICTB IOKyMeHTo0OOpOTa
BBIUMCITUTENILHON TEXHUKH,
orepaTHBHON 00paboTKH HHGOPMALIHH,
GOopMHPOBAHHUS U MCIONB30BAHUA
KOMITBIOTEPHBIX 0a3 JaHHBIX
W3naTensCcTBO I10 BOIIPOCAM THPAKHPOBAHHS JOKYMEHTBI, ajipeca,

KHUTH
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9. MNOPAITOK HNEPECMOTPA ITOJOKEHHUSA

9.1. OcHOBaHUSIMY 714 IIepecMOoTpa HAacTOAIEro [1010KeHNS SBISIOTCA:
— IIpH IUIAHOBOM ItepecMmoTpe [lomosKeHus;
- IIpH peopraHu3aIuu;
- IIpH M3MEHEHUH OPraHU3alHOHHON CTPYKTYPbl YHUBEPCUTETE,
- TIIpU [epeNMEHOBaHHN YIIPaBJIEeHHs U U3MEHEHHH €ro TIOA4MHCHHOCTH, a
TaKKe U3MEHEHHH IITaTHOIO PACIIHCaHus;
— TIPU U3MEHEHNV HOPMATHUBHBIX OCHOBAHUH [ICATEIBHOCTH;
- [0 WHHUIMATHBE PYKOBOJACTBA M PAaOOTHWKOB YIPABICHMS C MEJBIO
YIIY4IlIeHUs A TeIbHOCTH.
9.3. TIlnanomeii mepecmorp IlonojkeHnss — OCYIIECTBIACTCA — HAYAIBHMKOM
YipasneHus He pexe OfHOTO pa3a B IATh JIET.
9.4. OtMeny paedctBytomiero IlomokeHHst O IOJPa3AENEHUN OCYIICCTBIAIOT TIpH
YTBep/K/IEHUY HOBOM PeJlaKIMy MU JTMKBUIAIMY JaHHOTO TIOAPas/C/ICHIA.
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