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L.OCmue noaoskenun

1.1. Ilonoykenre ob apxHBe rOCYIAPCTBEHHOIO GHOPKETHOTO TTPOo(eccHoHalsHOTO
0OpazoBaTENEHOTO VUPEKACHHA Kpacunopapcroro Kpas «Kopenosckuit
OOTUTEXHMYECKHH TexHUKYM» (Janee — [Tomoxkernne, apxuB, TEXHHKYM) pazpaboTaHo B
COOTBETCTBHM ¢ @edepanbHbIM 3aKk0oHOM oT 22 oktabpa 2004 r. N 125-03 "0O6
apxuBHOM Jene B Poccuiickoi @enepauun, 3akonom Kpacmomapckoro kpas ot 06
Aekabpa2005 r. Ne 958-K3 «O6 apxusnom mene B KpacHoZapckom Kpaey, OCHOBHRIMH
NpaBuiamMu paboTEl APXHBOB OpraHmM3andii, oao0bpeHHBIMM pemrenuem Konnermn
Pocapxusa o1 06 ¢despana 2002 r., yoTaBoM TCXHHKYMA M ONpelelseT HasHAYCHME,
LENH, 3aJa9H, HANPABIeHUs JeATeIbHOCTH aPXHUBA TEXHUKYMA.

1.2. ApxuB AB/ISETCA CTPYKTYPHEIM MOJpa3iene e TEXHHKYMa H OCYIIECTBIAST
NpHeM, ¥49eT H XpaHeHHe NOKYMEHTOB, 00pasylolmuxcd B NPOLECCE ero JeATeNbHOCTH,
OCYIUECTRISET Opra’Hr3aluOHHO-MeTOAHYECKoe PYKOBOACTBO JeATEeTEHOCTEIO
CTPYKTYPHBIX MOJAPa3sfeleHMH TeXHUKYMA B Oo0JacTH JeNONpOH3BOJCTBA W APXHBHOIO
mena.

1.3.0CHOBHBIMH 3a/la4aMi APXHBA ABIAIOTCH:

- KOMIUIEKTOBANHE apXWBa JOKYMCHTAMH, o0OpasyromEMucs E  [polecce
AesSTeNEHOCTH TeXHHEYMA,

- yder, obecniedeHHe COXPAHHOCTH, CO3JAaHHE HAYYHO-COPABOYHOIO ANIAPATA,
HCTIONL30BaHHE NOKYMEHTOB, XPaHAIIUXCH B apXHBE;

- OCYINSCTBIICHHE KOHTPONA 3a (QOPMUpPOBaHHEM M odopMiIeHMeM [enl B
ACTOTIPOU3BOACTBE TEXHUKYMA,

1.4, ApxpB TexuukyMma paboTaer Mo IUTAHAM, YTBEPAGEMEIM NUPEKTOPOM

TeXHUKYMA.

1.5. Cnava B apxus HafUiekanie ohopMISHHEIX JOKYMEHTOB BOZNaraeTcs Ha
3aMECTHTENeH NHPEKTOpa, IMaBHOoro dyXrantepa, pYKOBOIHTENeH CTPYKTYPHEIX

Imoapasne/IeHH.



1.6.ApxuB TEXHHKYMa OCYIIECTBIAET CBOIO JEeATENEHOCTE BO B3aUMOIEHCTBHH CO
CTPYVKTYPHBIMH MMOApa3aeIeHUAMH TEXHUKYMa, & TAKKe B IIpe/ienax cBoeH KOMITeTCHUHH

CO CTOPOHHHMHKA ODIaHM3allHAMH.

II. CocTaB JOKYMEHTOB apXHEa

2.1. ApXWB TEXHMKyMa IpPHHHMMaeT Ha XpaHeHHe TOINBKO 3aKOHYEHHEIE
NENONPOHN3BOACTBOM JIeNia BPEMEHHOTO, TIOCTOSHHOTO XPaHeHHd W TI0 JTMYMHOMY COCTABY.
OTBeTCTBEHHOCTE 3@ KA4YeCTBEHHYIO IIOATOTOBKY MEN ANlS CJladd B apXHB HECYyT
PYKOBOJHTENH CTPYKTYPHBIX TOApa3ieleHnH TeXHUKYMa H CIal0T MX TOocie MpocMOTpa
3KCIIEPTHOH KOMHCCHEH, cO31aBaeMOil MPUKa30M IHPEKTOPa TEXHUKYMA.

2.2. CoaBaemsble Oena IOMKHEI OBITE OOPMIEHEI B COOTBETCTBHH ¢ (OCHOBHBIMH
npaeHnaMH paboOTEl apXWBOB oOpraHuzanmuil, ojodpeHHBIle pemeHreM Kolnerun
Pocapxusa ot 06 dpeppans 2002 r.

2.3. Jluuanie mena oDYVYAIOIIMXCH CHAMOTCH TIONIMHTHEIMHE B OTIAENbHEIE MANKA HA
KakKIgoro HellOBEKa MM  TEpeIieTeHHkle B  OTIHeNbHBIE TOMAa, TIOe OHH
COCPE/OTA4YMBAIOTCA 10 IPyIIaM, B CTPOrcM anhaBHTHOM IOpsake. B KaxIoM TOMe
IoM3HA OBITE COCTABICHA BHYTPEHHAS OITHCE.

JIvaHele fmeia odopMIBIOTCS B BUAS OTAENBHLIX MANOK W COCPeNOTAYHBAIOTCA B
ropobkax. B xaxgol kopoOke momxHA OBITE BHYTPEHHSS ONMCH €1 B CTPOTOM
I haBUTHOM TOPAIKE.

2.4. BeillycKHEIE KBATH(MHUKAIHOHHEE paloTHl 00Yy4arolMMxcs COAIOTCA B apXHB
COTTIACHO OIHCH B TPEXIHEBHEBIH CPOK IIOCTe HX 3aIWTHl Mo y9eOHsIM rpynmnam. Onuce
cocrapiAeTca B 2-X SK3eMINSpaxX, OJMH H3 KOTOPHIX IIOCie IIpHeMa C PacilMcKoi

3ABCIYIOLIEro apxHBOM BO3BpalllacTCesd CHOATYHKY, a HEIJBBIILi IEZEMILIAD XPAHHTCA B

JdeJIax TI0 BEACHHIO apxHBa.



IlI.Hampap/ieHHS HeSTeILHOCTH apXHBa

3.1. McrnoaHeHWe 3anpocOB OPraHM3aildii W 3asBIeHHi rpakIaH Mo BOIpocaM
COLHAATBHO-TIPABOBOIO XApakKTepa, B YCTAHOBIEHHOM TIOPAJKE BhLIAYA KOITHH
JOKYMEHTOB W apXHBHBIX CIIPABOK;

3.2. llposenesne HSKCOEPTH3IBl MEHHOCTH MOKYMEHTOB, XPaHALIUXCA B apxuBe,
y4yacTHe B padoTe SKcHepTHoH komuccun (ganee — JK) TexunxyMa;

3.3, Ocyuiecreaenne OpPTaHH3ALHOHHO-METOIMUECKOTO PYKOBOJCTBA,
KOOpIWHALAA U KOHTPOIbh IOEATENBHOCTH CTPYKTYPHRIX TOIpasgeleHHi TEXHUKYME TI0
BOMPOCAM OpPraHuzalliid apXuBHOrO nena;

3.4. CoBeplieHCTBOBaHHE H BHeIpEeHUE HOBBIX METONOB OPraHH3alnH padoTEl, B
TOM HHCIC HA OCHOBE HCIOJIB30BAHNA COBPEMEHHBIX HHOOPMAIIMOHHEIX TEXHOIOTHE,

3.5. Vuactue B mpemenax cBOSH KOMIIETEHIIHH B IMOATOTOBKE M HCIIOIHEHHH
YIPaBIEeHYCCKHX PeNIeHUH PYKOBOICTRA TEXHHKYMA;

3.6. Tloepnuenue YPOBHSA TPAMOTHOCTH pabOTHHKOB TexHMKyMa B olmactu
JeN0NpoOH3B0ACTEA U APXUBHOTO JINa;

3.7. Cocraenenme, cordacopanme ¢ DK TexHHKyMa akToB 00 YHHMYTOKeHHH
JOKYMEHTOB.

3.8.Briata B yeTaHOBNICHHOM TIOpsAKe efl, JOKYMEHTOB WM KOMHH TOKYMEHTOB
B LIE/IAX CIYXKeGHOTO M HAYYHOrO HCMONLE30BAHKS,

3.9.Pewrenne  MHBIX 387389 B COOTBETCTBHH C VCTABHLIMH LIEIMHA TEXHHKYMA.

Ilorpysxa 1 BEIBO3 Ha YTHIH3ALHIO JOKYMEHTOB OCYIIECTRIACTCH TION KOHTpOIEeM

3aBEIVIOIIETO apXHBOM.
IV. MonaoMouns H# OTBETCTREHHOCTL 3aBeVIONIEro apXHBOM

4.1.ApXuB TeXHHKYMA BOIrIABIHEICH 3aBeIVIOIUMM apxuBoM. B nepuorm
OTCYTCTBHA 3aBe[yIOMIEr0 APXHBOM  ero o0S3aHHOCTHW MCHONHSeT Ha3HAYeHHEIH
IPHKA30M IHPEKTOpa TEXHHKYMAa OpyTol paboTHHK.

4.2.K nomHOMOYHAM 3a8BEVIONIEro apXUBOM OTHOCHTCS

(¥ ]]



- KOHTPOINIE 3a BEINIONHEHHEM YCTAaHOBIEHHEIX IIpaBHI paboThl ¢ JOKYMEHTaMH B
CTPYKTYPHEIX NOJPAz/ICNIeHHIX TeXHHKYMA;

- 3alpoc OT CTPYKTYPHBIX IToJpasjeleHnid TEXHHKyMa CBENeHHH, HeoOX0IHMBIX
s paboTEl apXuBa;

- TpeDoBaHHE OT CTPYKTYPHEIX MOApPasie/eHHH TeXHHKYMa CBOEBPEMEHHOM
rnepenadd B apXuB JOKYMEHTOR B VIIOPAJOUYSHHOM COCTOSHHUH.

- PYKOBOJCTBO BCeH NEeATENBHOCTBIO apXHBa;

- BHECEHHE pPYKOBOJICTBY TEXHMKYMAa MNPEIIOKeHHH I[10 COBeplLIeHCTBOBAHHIO
paboTEl apxuea;

- KOHTPOJIb 3a BBIIIOJHEHHEM BO3MIOKEHHEBIX Ha apXHB 3a7a4;

- OpraHu3anus padoTel apxuBa, CBOCBPEMEHHOE H KBATHOHUIIMPOBAHHOE
BBLINOHEHHE [PHKA30B, PpacHOopKeHHH, NopydeHHH PYKOBOACTBA TEXHUKYMa,
ACHCTBYIOIIHX HOPMaTHBHO-TIPABOBEIX aKTOB 10 CBOEMY NMPOQHUITIO €S TeTbHOCTH;

- Y4acTHe B [0JArOTOBKE I[PHKA30B, PacHOpsKEeHHH H HHBIX JOKYMEHTOB,
Kacaroluxcs BO3/10XeHHbIX Ha apXHB 3a1a9;
- KOHTpONIE 3a coOMIoJeHHeM IIpaBHI BHYTPEHHEro paclopsiKd, CaHMTApPHO-
IMHAIEMHYECKOTO PEKHMA, IIPOTHBONOKAPHOH De30NacHOCTH M TeXHHKH De30MMacHOCTH;
- OCYIIecTBIEeHHE BEJICHHS JIOKYMEHTalluK, MOpenycMOTpeHHOH IelCcTEYIONIHMH
HOPMaTHBHEIMH TTPaBOBBIMH JOKYMEHTAMH;
- IpeJoCTaBlieHHe B YCTAHOBIEHHOM MOPSIKE JOCTOBEPHONH CTATHCTHHECKOH H MHOH
MHGPOPMAITHH O JeATeIEHOCTH apXuBa;
- obecnieyernue cobNIOneHHs YCIOBHE COXPAHHOCTH IOKYMEHTOB.

4.3. 3aBeyIONIHif apXHBOM HECET OTBETCTBEHHOCTE B MOPSAIKE, IPEIYCMOTPEHHOM

HEﬁCT’B}"Iﬂ IIIHM 2aK0OHOIATCIBCTBOM.

VII. 3akaunTenbHbie MOJOMKEeHHA
7.1.Hacrosimee ITonoxenue BCTYIaeT B CHIY C MOMEHTA €10 YTBEPHKICHHA THPEKTOPOM
TEXHHKYMa.
7.2. ismeHeHNs H NONONHEHUS K HacToAneMy [T0I0KeHHIO YTBEPKIAOTCH THPEKTOPOM

TEXHHEYMA.
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