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ITOJIOKEHHUE
00 apxuBe OI'TIOBY «Ce/ibCcK0X035HCTBEHHbII TEXHUKYM)

I. O0mue nosoxeHnst

1.1. Ilonoxxenue o0 apxuBe 0OJACTHOTO TOCYIAPCTBEHHOTO MPOQPECCHOHATHLHOTO
00pa30BaTeNbHOr0 OIOPKETHOrO yupexaeHus «CenbCKOXO3SIMCTBEHHBIM TEXHUKYM»
(manee — Ilonoxenue, apxuB, TEXHUKYM) pa3paboTaHO B cOOTBETCTBUU ¢ DenepaibHbIM
3akoHOM OT 22 okTsa6ps 2004 r. N 125-®3 "OO0 apxuBHOoM jxene B Poccuiickoit
®enepanun, OCHOBHBIMM NpaBWIaMHU pabOThl apXHWBOB OpraHMU3alMi, 0700pEHHBIMU
pemienueM Komerun PocapxuBa ot 06 ¢eBpans 2002 r., YcTaBoM TEXHUKyMa U
OIpe/ieNeT Ha3HAUEHUE, 1IEJIH, 3aJa4M, HallpaBJICHUs I€ATEIbHOCTH apXUBa TEXHUKYMaA.

1.2. ApxuB sBIs€TCSA CTPYKTYPHBIM IIOIpa3JEICHUEM TEXHUKYMa U OCYILECTBISAET
pUeM, y4eT U XpaHEHUE JOKYMEHTOB, O0pa3yIOIIUXCS B IMPOLECCE €ro JesTeNbHOCTH,
OCYIIECTBIISIET  OPraHU3allMOHHO-METOJMYECKOE  PYKOBOJCTBO  JIESATEIBHOCTHIO
CTPYKTYPHBIX IOJApa3JeIeHuNl TeXHUKyMa B OOJIACTH JEJIONPOU3BOACTBA U apXUBHOIO
Jena.

1.3. OCHOBHBIMH 33/1a4aMH apXUBA SABJISIOTCS:

- KOMIUIEKTOBAaHHE apXHWBa JOKYMEHTaMM, OOpa3yIOLIMMHCS B Ipolecce
NEeSTENbHOCTU TEXHUKYMA;

- yder, o0ecrieueHHe COXPAaHHOCTH, CO3JaHHE€ HAay4YHO-CIIPAaBOYHOIrO arapara,
UCIIOJIb30BAHNUE JOKYMEHTOB, XPaHSAIIUXCS B APXUBE;

- OCYILIECTBJIEHHE KOHTpoJiA 3a QopMupoBaHHMeM U o0QOpMIECHUEM Jel B
JIEJIONPOU3BOJICTBE TEXHUKYMA.

1.4. ApxuB TexHMKyMa paboTaeT MO IIJJaHaM, YTBEPXKAAeMbIM JUPEKTOPOM
TEXHUKyMa.

1.5. Cpaua B apxuB HaaJexamuM o00pa3oM OQOPMIIEHHBIX JOKYMEHTOB
BO3JIaraeTcs Ha 3aMeCTUTeNed JupeKTopa, TJaBHOTO Oyxraiarepa, pyKOBOAMUTENEH
CTPYKTYPHBIX ITOApPa3/IeICHUM.

1.6. ApxuB TeXHHKyMa OCYLIECTBISET CBOI JIEATEIBHOCTh BO B3aUMOJACHCTBUH CO
CTPYKTYPHBIMU MOAPA3/ICTCHUSIMU TEXHUKYMa, a TaKXKe B MpeJiesiax CBOeH KOMIETEHIIUU
CO CTOPOHHUMU OpraHU3aLUsIMHU.

I1. CocTaB 10KyMEHTOB apXHuBa

2.1. ApxMB TexXHUMKyMa IPUHUMAET HA XpPaHEHUE TOJIbKO 3aKOHYEHHbBIE
JIEJIONPOU3BOJICTBOM JIeja BPEMEHHOT0, TOCTOSIHHOTO XPAHEHUSI U 110 IMYHOMY COCTaBYy.
OTBETCTBEHHOCTh 3@ KAUECTBEHHYIO TMOJrOTOBKY JeJl JJisi Clayd B apXWUB HECYT
PYKOBOJIUTENH CTPYKTYPHBIX MOJpPa3AeIeHUN TEXHUKYMa U CHAIOT UX IOCIe IPOCMOTpa
HKCMEPTHON KOMHUCCUEH, CO3/1aBaeMO MPUKA30M JUPEKTOpa TEXHUKYMaA.

2.2. CnaBaemble JieNia JIOJDKHBI OBITh O(OPMIIEHBI B COOTBETCTBUU ¢ OCHOBHBIMHU
npaBwiaMu pabOThl apXWBOB OpraHu3aluid, oJ00peHHble pemeHueM Komieruu
PocapxuBa ot 06 deBpans 2002 r.



2.3. JIuunple nena oOyyarolMXCs CAAKOTCS MOAIUIUTBIMU B OTIENbHBIE IMAlKU Ha
KaXIOro 4YeJOBEKa WM [EpeIUIETEHHblE B  OTHENbHbBIE TOMa, TJI€ OHHU
COCpEOTaYUBAIOTCS MO TpyIaM, B CTpOromM andaBUTHOM mopsake. B kaxmom Tome
JOJKHA OBITh COCTaBJ€HA BHYTpPEHHss omnuchk. JIuunbele aena odopmisiloTCs B BHJE
OT/IEJIbHBIX MAaIOK U COCPEOTAauNBAIOTCS B KOpoOkax. B kaxmoit kopoOke nomkHa ObITh
BHYTPEHHSISI OIIMCh JIEJI B CTPOTOM ajihpaBUTHOM HOPSIAKE.

2.4. BrinyckHble KBaJM(PHUKAIMOHHBIE PabOTHl OOYHYaIOIIMXCS CHAIOTCS B apXUB
COIJIACHO ONMCHU B TPEXIHEBHBIH CPOK MOCJIE UX 3aLIUTHI 110 y4eOHBIM Tpymnmnam. Onuck
cocTaBisieTcss B 2-X 3K3eMIUIApaX, OJMH W3 KOTOPBIX IOCIe IpHeMa C paclHuCKOn
apxuBapuyca BO3BpAllla€TCi CHATYMKY, a MEPBBIM 3K3EMIUISIP XPAaHUTCA B Jejax IO
BEJICHUIO apXUBa.

2.5. Jlena u JOKyMEHTaJbHbIE MaT€pUalbl, IOCTYIUBILINE U3 (puiinaia TEXHUKyMa U
NoJJIeKAIME XPAaHEHUIO B apXuBe, 00pabaThIBalOTCS M CAIOTCSI B ApXUB B COOTBETCTBUU
¢ HacrosiuM [lonoxeHueM.

I11. HanpasJieHus 1eATeJIbHOCTH apXUBa

3.1. HcnonHeHue 3ampocoB OpraHU3aluii M 3asBJICHUN TpakJaH II0 BOIPOCaM
COLIMAIbHO-TIPABOBOTO  XapakTepa, B YCTAHOBJICHHOM IIOPSAAKE BbIJada KOMMM
JIOKYMEHTOB U apXUBHBIX CIIPABOK;

3.2. IlpoBeneHne HKCMEPTU3BI IEHHOCTH JOKYMEHTOB, XPaHSIIUXCS B apXuBE,
ydacTue B paboTe skcnepTHoU komuccuu (aanee — OK) TexHukyma;

3.3. OcymecTBnenue OpraHU3alMOHHO-METOINYECKOTO PYKOBOJICTBA,
KOOPJIMHALMSA U KOHTPOJb JAEITEIBHOCTH CTPYKTYPHBIX MOJPAa3/CICHUNA TEXHUKyMa I10
BOIIPOCaM OpraHMW3allMy apXUBHOT'O JEJa;

3.4. CoBeplIeHCTBOBAaHUE M BHEJIPEHUE HOBBIX METOJOB OpraHU3alMH paboThI, B
TOM YHCJI€ Ha OCHOBE UCIOIb30BAaHUSI COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTUH;

3.5. Yuactue B mpeienax CBOEM KOMIIETEHIIMM B TOATOTOBKE M HCIIOJHEHHH
YIPaBJIEHYECKUX PELIEHUI PyKOBO/ICTBA TEXHUKYMa;

3.6. TloBbllieHHE YPOBHS TPAaMOTHOCTHM pPaOOTHUKOB TEXHHKYMa B o00JacTu
JIEJIONIPOU3BOJICTBA U aPXUBHOTI'O JEJIa;

3.7. CocraBnenue, cornacoBanue ¢ OK TexHukyma akToB 00 YHHMUYTOKEHUU
JIOKYMEHTOB.

3.8. Bpljaua B yCTaHOBJIEHHOM IOPSAKE J1€], JOKYMEHTOB WJIM KOMHUI JOKYMEHTOB
B LIEJISIX CTYKEOHOr0 U HAYYHOTO UCTIOJIB30BAHMUS;

3.9. Pemrenue uHbIX 3a71a4 B COOTBETCTBUM C YCTABHBIMU LIETISIMU TEXHUKYMA.

3.10. Ilorpy3ka ¥ BBIBO3 Ha YTUIM3ALMIO JOKYMEHTOB OCYIIECTBIAETCA IIOJ
KOHTPOJIEM apXUBapUyca.

IV. ITlo1HOMOYMS H OTBETCTBEHHOCTh apXHUBapHuyca

4.1. ApxuB TexXHUKyMa BO3I[JIABISAETCS apXWBapuycoM. B mepuox OTCyTCTBHSA
3aBEYIOLIET0 aPXUBOM €ro 00s3aHHOCTH UCIIOJIHAET HAa3HAYEHHBIN IPUKAa30M JUPEKTOpa
TEXHUKyMa JIpyroil pabOTHUK.



4.2. K nomHOMOYMSIM apXUBapuyca OTHOCSITCS:

-KOHTPOJIb 32 BBIMIOJIHEHWEM YCTAHOBIIEHHBIX MpPaBHJ PaOOTHI C JOKYMEHTAMH B
CTPYKTYPHBIX MOApPa3IeNECHUSX TEXHUKYMa;

-3aIpOC OT CTPYKTYPHBIX MOJIpa3eIC€HUI TEXHUKYMa CBEACHUM, HEOOXOANMBIX IS
paboThI apXUBa;

-TpeOOBaHME OT CTPYKTYPHBIX TMOJApa3/elIeHUl TEXHUKyMa CBOEBPEMEHHOU
nepeayu B apXuB JOKYMEHTOB B YIIOPSAOYEHHOM COCTOSIHUH;

-pPYKOBOJICTBO BCEH JESITEIbHOCTHIO apXUBa;

-BHECEHHE PYKOBOJICTBY TEXHUKyMa TPEJIOKEHUNH IO COBEPIICHCTBOBAHUIO
paboThI apXUBa;

-KOHTPOJIb 32 BBITIOJIHEHHEM BO3JIO’KEHHBIX Ha apXWB 3a/1ay;

-opraiu3anust  pabOThl  apXuMBa, CBOEBPEMEHHOE M  KBAJIU(UIMPOBAHHOE
BBINIOJIHEHUE TIPUKA30B, PpACHOPSKEHUN, TOPYYEHUH PYKOBOJCTBA TEXHUKYMa,
JNEHCTBYIOIIMX HOPMATHBHO-TIPABOBBIX aKTOB 110 CBOEMY MPO(HITIO ESATEeIHHOCTH;

-ydacTHe B TIOATOTOBKE NPUKA30B, PACHOPSHKCHHA W WHBIX JOKYMEHTOB,
KacaroInXCsl BO3JI0KEHHBIX HA apXUB 3a/1ay;

-KOHTPOJIb 3a COONIOZICHHEM TPaBUJ BHYTPEHHETO pacIopslika, CaHUTapHO-
AMUAEMHUYECKOT0 PEKUMA, TPOTUBONOKAPHOU 0€30MaCHOCTH U TEXHUKHU O€30M1aCHOCTH;

-OCYILIECTBIICHUE BEACHHUS JIOKYMEHTAIMH, TPEAyCMOTPEHHON AEeMCTBYIOIIUMU
HOPMaTHBHBIMH MPaBOBBIMHU IOKYMEHTAMHU;

-IpeJIOCTABJIEHUE B YCTAHOBJIIEHHOM IOPAJIKE JIOCTOBEPHON CTaTUCTHYECKOW U
WHOW UH(OpPMAINH O JESTEIBHOCTH apXUBa;

-o0ecrieyeHre coOI0IeHUsI YCIOBUN COXPAHHOCTHU IOKYMEHTOB.

4.3. ApxuBapuyc HECET OTBETCTBEHHOCTb B TOpAJKE, MPEIyCMOTPEHHOM
JENCTBYIOIIUM 3aKOHOIATEIbCTBOM.

VII. 3akao4uresbHbIE M0JI0KEHUS

7.1. Hacrosimiee IlonokeHne BCTymaeT B CHIy C MOMEHTa €ro yTBEPXKICHUS
JTUPEKTOPOM TEXHUKYMA.

7.2. U3meHeHuss W JonosiHEHUsT K HacrosmeMy [lonokeHuto yTBEp:KIatoTcCs
JTUPEKTOPOM TEXHUKYMa.



