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HNHpopmManoHHbBIE JaHHBIE
1. PABPABOTAH - ropucxoncynomom JI.U. Kynpusin, apxueapuyc Asdeesoti U.B.
2. BBeneH moBTOpHO

3. ITonoxenue coorBerctByer MC MCO 9001:2008, CT KATK 03-2010 B yactu TpeGOoBaHU# K TIOCTPOCHUIO,
U3II0KEHUI0, O(QOopMIICHHIO, O0O3HAYCHUIO W YIPABJICHUIO BHYTPEHHUMH HOPMATHBHBIMU JOKYMEHTAMH
CUCTEMbI MEHEKMEHTa KauecTBa.

4. PYKOBOACTBO ITOJIOXXEHHMEM B cootBerctBuu ¢ TpedoBanusimu CT KATK 03-2011.

5. CPOK IIEPECMOTPA — no mepe He0OX0IUMOCTH.

6. llonmokeHue SBISCTCS  HMHTEIUICKTYaTbHOW  COOCTBEHHOCTBIO  TOCYNAPCTBEHHOT'O  aBTOHOMHOTO
npodeccuoHanbHOro  obpazoBarenbHOro yupexkaeHuss KpacHomapckoro kpas «KaHeBckodl —arpapHo-
TEXHOJIOTUYCCKHUH KOJICIK» ¥ HE MOYKET OBITh MOJHOCTHIO WJIM YACTHYHO BOCIIPOM3BEICHO, TUPAKUPOBAHO U
pacmpocTpaHeHO B TI0OOM BHJI€ BHE YUpEeXKJIeHUsT 0e3 pa3pelieHus BBICIIEr0 PYKOBOJICTBA YUPEXKICHUS Jaiee
o Texkcry [AIIOY KKKATK.

7. CIIMCOK PACCBUIKU:

Ok3. Ne 1 - ApxuBapuyc
OK3. Ne 2 -  YvyeOHas 4acTh
OK3. Ne 3 - BocnurarensHbINA OTIEN
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1 O01Me moJoKeHus

11 B uensix CBOEBPEMEHHOrO MpHeMa OT CTPYKTYPHBIX MOAPA3ACIICHUN KOJLIEIKa
ApPXUBHBIX JOKYMEHTOB, OOCCIICYCHHS MX y4eTa, COXPAHHOCTH, YHOPSIOYCHHUS M HMCIOJIb30BAaHUS B
COOTBETCTBUH ¢ «OCHOBHBIMU MPaBUIAMU Pa0OThHI ApXUBOB OPraHU3ALMK» M TOJTOTOBKE K Iepeaaue
JOKYMEHTOB Ha ITOCTOSIHHOE XPaHECHUE, B KOJUICIKE CO3/IaH apXHB.

1.2 Jo mepemaum Ha TOCYJAapCTBEHHOE XpaHEHHE JIOKYMEHTBI TOCYIapCTBEHHOTO
ABTOHOMHOTO  00pa30BaTCIIbHOTO  YUPSKICHHUS CpPEAHEro Mpo(ecCHOHAIBHOIO  00pa30BaHUs
«KaneBckoil arpapHo-TexHojioruueckuii koiuiemk» KpacHomapckoro kpas (manee Komiemxa)
BPEMEHHO, B IpejieiaX CPOKOB, YCTAaHOBICHHBIX DeepaibHON apXUBHOM ci1yx0b1 Poccuu, xpaHsarcs
B KOJUIEIKE.

1.3 Pabory B apxuBe KOJUICIKa, B COOTBETCTBHHM C BO3J0KEHHBIMH 3aJa4aMu,
OCYIIIECTBIISICT OTBETCTBEHHBIN 32 apXHB, HA3HAYCHHBIA TPUKA30M JIUPEKTOpPA KOJUICIKA.

1.4  Konnemxk obecriednBaeT apXxuB HEOOXOAUMBIM IMOMEIIEHUEM, 000PYA0BaHUEM.

1.5 ApxuBapuyc KOJIe)Ka HECET OTBETCTBEHHOCTh 332 HAPYIICHHE HOPM, YCTaHOBJICHHBIX
HACTOSIIMM ITOJIOKEHHEM.

1.6 ApxuB sBIsIeTCS CTPYKTYPHBIM TMOAPA3/ICICHHEM W HETMOCPEICTBEHHO ITOAYHNHSICTCS
THPEKTOPY.

2 3agaum

OCHOBHBIMH 337]a4aMHt apXHBa KOJUICKA ABJISIOTCS:

2.1  KoMIUIeKTOBaHUE apX¥Ba JJOKYMEHTAMH, COCTaB KOTOPBIX MPEIyCMOTPEH MOJIOKECHHEM
00 apxuBe;

2.2 Yuer u obecriedeHre COXPAHHOCTH JTOKYMEHTOB;

2.3  Co3pmaHue HayYHO-CIIPABOYHOTO armapara K JOKyMEHTaM apXuBa;

2.4  lcnosb30BaHUE XPAHSIINXCS B QpXUBE JOKYMEHTOB;

3 @yHKuMH

B nensix BBINOIHEHUS! OCHOBHBIX 337124, apXUB BBIIOJHSET ClEAyIone (yHKIMHU:

3.1 Bemer cnucku CTPYKTYpPHBIX  MOJApA3JIEiICHUH KOIepka — HCTOYHHKOB
KOMIUIEKTOBaHMsI apXHBa;

3.2  llpuHUMaeT ymopsa0oYeHHBIE JOKYMEHTBI CTPYKTYPHBIX MOJpPAa3/IeNeHUI OpraHu3aIiu
KOJUIEJKa — UICTOYHUKOB KOMIIJIEKTOBaHMS apXUBa,

3.3 YuuteIBaeT u o0ecreynBaeT COXPAaHHOCTh MIPUHATHIX B apXUB JIOKYMEHTOB;

3.4  Co3pmaer U NOAJEPKUBAECT B aKTyaJIbHOM COCTOSIHUM Hay4HO-CIPABOYHBINA ammapar K
JOKYMEHTaM apXHBa;

3.5 Opranusyer wuH(pOpMAIMOHHOE OOCIYy)KUBAaHHE PYKOBOJIUTENEH M CTPYKTYpPHBIX
MOAPA3ACIICHUNA KOJUIEKA, OCYIIECTBIISIET HUCIOIb30BAHNE JOKYMEHTOB I10 3alpocaM OpraHu3aluid U
YacTHBIX JIML, B TOM YHCJE COLMAJbHO-NPABOBBIM 3alpocaM TIpaxJaH, BEAET yYeT WU aHaIu3
HCIIOJIb30BaHHS;

3.6  IlpoBoauT 3KCHEpPTHU3Y HEHHOCTH M OCYIIECTBISET KOMIUIEKC OpPraHM3aLMOHHBIX WU
METOJIMYECKUX MEPOIIPHUATHI 110 nepeaayue JOKYMEHTOB Ha IOCTOSTHHOE XpaHEHHE;

3.7  OcymecTBiseT MNPOBEPKY NPaBUIBHOCTH (OPMHUPOBaHUS U OGOpPMIIEHUS Jell B
CTPYKTYPHBIX TOJIpa3AeeHUsIX OpraHu3aluy — HICTOYHUKAX KOMILIEKTOBAHUS;

3.8 YwuactByer B opranuzanuy paboThl 10 COCTABICHUIO HOMEHKIIATYPbI e KOJIIEKa;

3.9  Oxa3zbiBaeT METOANYECKYIO U TMPAKTHYECKYIO TIOMOIIh CTPYKTYPHBIM TOpa3ICIICHUSIM
B paboTe ¢ JOKYMEHTaMH;
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3.10 VYwuactByer B pa3pab0oTKe HOPMAaTHBHBIX M METOJUYECKUX TOKYMEHTOB MO apXUBHOMY
JiesTy ¥ IOKyMEHTAllUOHHOMY OO€CIIEUEHUIO YIIPaBIICHUS;

3.11 VYwuyactByeT B NPOBEJCHUM MEPOIPHUATUI MO MOBHIIICHUIO KBATU(HUKAIIUN apXHUBapuyca
U CIyXObl JTOKYMEHTALIMOHHOTO 00eCHedYeHUs YNpaBJICHUs, B TOM 4YHCIE B OpraHU3aLUAX —
HMCTOYHMKAX KOMIUICKTOBAaHUS apXUBa.

4 IlpaBa u o0si3aHHOCTH

41  TpeboBaTb OT CTPYKTYPHBIX TNOJpAa3JCICHU CBOEBPEMEHHOW NEepeaayd B apXHUB
JOKYMEHTOB B YIOPSIIOYEHHOM COCTOSIHAU COTJIACHO HOMEHKJIAType Je;

4.2  KoHTponupoBath mnpaBuiia paboThl C JOKYMEHTaMHU B CTPYKTYPHBIX ITOJIPA3/ICICHUAX U
OpPraHMU3alMsIX — HICTOYHUKAX KOMIUIEKTOBAHUS apXUBa;

4.3  3ampammBarh OT CTPYKTYPHBIX WOJpPA3JEICHU ¥ OpraHu3aluid - HCTOYHHUKOB
KOMILIEKTOBAHUSI HEOOXOUMBbIE JUIsl pa0OThI apX1Ba CBEJICHMS;

44  VYdacTBOBaTh B MEPOINPHUATHAX, NPOBOAUMBIX DexepanbHOW apXWBHOW CITy:KOOH
Poccun, opranamm ympaBiieHMsT apXMBHBIM jAeiqoM cyObekToB  Poccuiickoit  ®expepauuu,
benepanbHpiMu  apxuBamMu  Poccwiickoit  Denepanuu, 1O BONpOcaM  apXHMBHOTO Jela |
JOKYMEHTAIMOHHOTO 00eCIIeYeHUs yIpaBIeHusl.

4.5 YuuThiBaTh BCE XpaHALIUECS B apXUBE KOJUIE KA JOKYMEHTBI, B TOM 4HCJI€ HEOIIMCAHHbIE
U Henpo(uiIbHbIE ISl ApXKBa, a TAKXKE CTPaxOBble KOMMU JJOKYMEHTOB, KOMUU (HOHJIA MOIb30BAHUS
(Ipu HAJIMYMK) U OTIUCHU A€ U IOKYMEHTOB.

4.6 OcymiecTBIATh yueT N0KyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepannu, BpeMEHHO
XpaHALIMXCS B apXUBE KOJIJIE/KA, B MOPSIKE, ONPEAEIEHHOM PernaMeHToM rocyjapcTBEHHOIO ydera
IoKyMeHTOB ApxuBHOTO ¢onma Poccuiickoit deneparun, W NpeACTaBIATh YYETHBIE CBEIEHUS B
COOTBETCTBYIOILIEE APXUBHOE YUPEXKICHUE.

4.7. VYder npou3BOAUTH IyTEM IPUCBOECHMSI AapXUBHBIM JOKYMEHTaM (EIUHHULAM Y4erTa,
€MHUIIAM XPaHEHUs) YYETHBIX HOMEPOB, SBIAIOLIMXCS YacThIO apXWBHOTO IHMdpa C BeACHUEM
YUETHBIX JOKYMEHTOB:

- aKTOB yueTa IMOCTYIUIEHUS M BBIOBITHS JTOKYMEHTOB (JUIs ydeTa B apXHMBE KaXKIO0ro
MOCTYIUIEHHUS U BBIOBITHS IOKYMEHTOB, a TAK)X€ KOJMYECTBA U COCTaBa JOKYMEHTOB, TOCTYIMBIINX Ha
XpaHEHHE M BBIOBIBIIMX 3a ONPEAEICHHBIM XPOHOJIOTMYECKUNA NEepUOJ]] BPEMEHM, COCTOSHUS HX
OTHCaHus);

- cnucka (OHIOB (JUIsl PErucTpallMy MPUHATBIX HA XpaHEHHWE apXUBHBIX (DOHIIOB U
apXMBHBIX KOJUJIEKIMHA, MPUCBOEHUS UM HOMEPOB, yueTa KOJIMYECTBA M COCTABAa apXMBHBIX (OHIIOB U
ApPXUBHBIX KOJUJIEKLIUN, HAXOSIIUXCSI HA XpaHEHUH U BHIOBIBIINX);

- onucu Jien (s MOeTUHUYHOTO M CyMMapHOTO y4eTa eIUHHIl XpaHEeHHUs, 3aKpEeTUIeHUs
NopsiIka CUCTEMAaTH3allMK €IMHUL] XpaHeHMs, ydeTa U3MEHEHUH B COCTaBe U 00beMe JOKYMEHTOB,
BKJIFOUEHHBIX B IaHHYIO OIHCbH);

- peecTpa onucei — I pETUCTPALMK OMMCEN JEN U IOKYMEHTOB, ydeTa UX KOJIMYECTBA U
COCTaBa;

- JIMCTa-3aBEpUTENS Jella — I y4eTa KOJIMYECTBA JIUCTOB B JIETIE.

4.8. CocTaBiaTh A IEHTPAITU30BAHHOTO TOCYIapCTBEHHOTO y4YeTa JJOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit denepannu B apXuBe OpraHU3ALUH CIETYIONUE TOKYMEHTHI:

- MaclopT apXWBa OPraHU3alMM, XPAHALIEH YIPABICHYECKYH IJOKyMEHTauuro Ha |
NeKkadpst KaKI0TO TO/a;

- [acropT OpraHu3alMM, XpaHsAlled JAOKYMEHThl oTpacieBoro ¢onHga Ha 1 nexadps
Ka)KJI0TO TOJ1a.
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4.9. Bectu BcioMoraTenbHbIe YYETHBIE JTOKYMEHTBI: KHUTH Y4eTa JeJ IO JHYHOMY COCTaBy,
BHYTPCHHUE OIMCH €I U T.[I.

5. CocTaB 10KYMEHTOB apXHBa U CPOKH UX XPAHEHUSI

B apxuB noctynaror:

5.1 3axoHuEHHBIE JIEJI0IIPOU3BOJICTBOM JIOKYMEHTBI IIOCTOSIHHOTO XpaHeHus,
oOpa3oBaBIIMECS B  CTPYKTYPHBIX MOJAPA3JCIICHUSAX KOJUIeKa, JOKYMEHTBl JeATeIbHOCTU
BpemMeHHOro (cBoime 10 jer) cpoka XpaHEHUs, HEOOXOIMMBIC B TPAKTUYECKOW JICSATEILHOCTH,
JIOKYMEHTBI 10 INYHOMY COCTaBYy.

Jlena BpeMeHHOro XpaHeHMsl Co cpokamu XpaHeHus 10 10 jeT nepeaaue B apXuB KOJUIEKA
He mnojyiekaT. OHM XpaHATCS B CTPYKTYPHBIX MOJPA3AENCHUSAX KOJJIeIKa U MO0 MCTEUYEHUU CPOKOB
XpaHEHUs MOJUIeKAT YHUUTOXKEHHUIO.

2.2 JIOKyMEHThl TIOCTOSIHHOTO XpaHeHWss M 10 JIMYHOMY COCTaBy KOJUJIeIXka ,
HENOCPEACTBEHHO IOJYMHEHHbIX JaHHOW OpraHU3aliy, B TOM YUCIIE U JIUKBUAUPOBAHHBIX.

2.3 Jluunble GOHBI BEAYIUX PAOOTHUKOB TEXHUKYMA, IOCTYIUBIIUE B apXUB.

6 OTBETCTBEHHOCTDH

ApPXUB COBMECTHO C PYKOBOJHUTEJIEM OPTaHU3aIlUH HECET OTBETCTBEHHOCTh:

6.1 3a HecoOI0IeHHE YCIIOBUM 00eCIIeYeHNs COXPAHHOCTH IOKYMEHTOB;

6.2  3ayTrpary u HECAaHKIIMOHUPOBAHHOE YHHUTOKECHUE JJOKYMEHTOB;

6.3 3a HeoOOCHOBaHHBI OTKa3 B MpPUEME HAa XPAHCHUE JOKYMEHTOB IOCTOSIHHOTO
XpaHEHUsI W M0 JMYHOMY COCTaBY OpTraHHW3aIliy, MPU JUKBHIAIUU OpraHU3allid WU H3MCHCHHH
(hopMBbI COOCTBEHHOCTH;

6.4 3a HapymeHWe TpPaBHUJI WCIOIH30BAHHUS JOKYMEHTOB W JIOCTYIa TOJB30BaTeNeH K
JOKYMEHTaM, YCTaHOBIIEHHBIX 3aKOHOIaTEIbCTBOM.

7 B3auMOOTHOILIEHUS U CBSI3H
Jy1g BBIOSTHEHUST PYHKIMH U peaau3aluu npas, ApXuB B3aUMOJIEHCTBYET:
7.1 C mnoppa3feneHUsMU KOJUIEAXKa, IO BOMPOCAM OPraHMU3ALUU LEHTPAIM30BAHHOU
COIJIACHO rpaduKy caauu pabodei JOKyMEHTAlluu B apXUB ¢ 0()OPMIIEHUEM COOTBETCTBYIOIIUX AKTOB.
7.2  C neHrtpanbHbIM apxuBoM I. KpacHomap mo BompocaM yTOUHEHHsI CPOKOB XpaHEHHUs
JOKYMEHTOB, Cc/layue JeJI IOCTOSIHHOTO XPAaHEHHUs B LICHTPAJIbHBIN apXUB.

8 Opranusanus padoTbl
8.1 ApxmBapuyc Ha3Ha4aeTcs Ha JOJDKHOCTh M OCBOOOXKIAETCS OT JOJDKHOCTH IPHKA30M
AUPEKTOPa KOJIIEKa MO MPEACTABICHHIO COOTBETCTBYIOIINX JOJKHOCTHBIX JIUIL.
8.2 ApxuBapuyc OpraHu3yer pabOTy apxvBa M HECET IEPCOHAIBHYIO OTBETCTBEHHOCTH 3a
BBIITOJTHCHHUE BO3JIOKCHHBIX HA apXWB 3ajiay.
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