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1. O6mue nookeHus

1.1. Hacrosinee monoxkeHHe onpezenseT TOPAAOK OpPraHH3ALUH U
NEATENPHOCTH  apXuWBa  l['OCylapCTBEHHOTO  My3bIKAJbHO-IIENArOTHYECKOTO
HHCTUTYTa M. M.M. Mnnonurosa-HBanosa (nanee — MHCTHTYT).

1.2. B cBoeii pabote apxuB pykoBozcTByeTcs: DeiepaibHbIM 3aKOHOM OT 22
okTs0pst 2004 roma Nel25 — @3 «O6 apxuBHOM nene B Poccuiickoii Denepanum,
HOPMAaTUBHO-METONUYECKHUMHU AOKyMeHTaMH PelepallbHOr0O apXHBHOIO areHTCTBA
(mamee — PocapxuB), VcraBom MHCTUTyTa, MHCTpYKIHEH IO JCTIONIPOM3BO/CTBY,
IlpaBuiamu BHYTPEHHEr0 TPYAOBOIO paclopsIKa, HacTosIMM [10JI0KEHHEM.

1.3.  JlokyMeHTBI apXuBa, OTHOCATCS K FOCYJapCTBEHHOM cOOCTBEHHOCTH. [0
neperadu NOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHE B TOCYNapCTBEHHBIN apXWuB,
BPEMCHHO, B IPE/IE/Iax CPOKOB, YCTAHOBIEHHBIX PocapXUBOM, HOKyMEHTHI XpaHATCS
B apxuBe IHCTUTYTA.

1.4.  Apxus Bxomur B coctaB YmpapieHHs 1o OpraHM3allMOHHON paboTe u
nepconany (YOPII) u noaunnsercs HemocpencTBeHHo HauansHuKy Y OPIL.

1.5. ApxwuB BO3IJIaBISeTCS 3aBe[yIOIIMM, KOTOPHIM Ha3HA4YaeTcss Ha
JOJDKHOCTB U OCBOOOKIAeTCs OT 3aHMMAaeMOMN JIOJKHOCTH PHKA30M peKTopa.

1.6. Ha momxHOCTb 3aBeAyIOLIEro apXMBOM HA3HAYACTCS JIMIO, MMEIOLIEE
obpazoBaHKe HE HHXE CPEIHEr0 NPO(ECCHOHAIBHOTO WIIH CTaX paboTsl B apXxuBe
He MEHee TpeX JIeT C IPOXOXKIEHUEM ITOBBIIICHUS KBaIU(PHUKALMH.

1.7. CocraB 1 YHCIEHHOCTb apXKUBa yTBEPIKAAET peKTOp MHCTHTYTA.

1.8.  ApxuB co3maercs u THKBUAMPYETCS IPHKA30M PEKTOPA.

2. CocTaB H CPOKH CAa4H I0KYMEHTOB B APXHB

2.1. B cocraB IoKkyMeHTOB apXuBa BXOJST JOKYMEHTHI, OGpPa30BaBIIHECS B
nporecce  neATeNbHOCTH  MHCTUTyTa:  ympaBieHYeckue,  OyXraiTepcKue,
(uHaHCOBBIE, TOKYMEHTHI Ka[ApOBOTO ydeTa, JHYHBIE Aeia PabOTHUKOB, JIMYHBIE
AieNa BBITYCKHUKOB, TEXHHYECKas U WHXKEHEPHasl JOKYMEHTAIHsl, IIaHbl U CXEMBI;
HayYHO-CIIPaBOYHBIH alnapar apxuBa; TaKkKe B COCTaB JOKYMEHTOB apXHBa BXOMAT
BC€ TOKYMEHTBI OpraHU3aluil PEIIECTBEHHUKOB.

2.2. ApxMB B COOTBETCTBHH C yTBEp)KIEHHBIM pPEKTOPOM HWncturyra
IopsinkoM ¢opmMupoBaHUs, NMOATOTOBKA M NEPENavy JeN Ha XpaHeHHe B apXUB
NPUHAMAET HA XPAHCHHE 3aKOHYEHHBIE JIEJOMPOM3BOJCTBOM  JOKYMEHTHI
TIOCTOSIHHOTO CpOKa XpaHeHHs (Ha OyMasKHBIX HOCHTENAX) M 0Opa3OBaBLIMECSH B
pes3yJbTaTe AeATEIbHOCTH CTPYKTYPHBIX NOApa3/ieleHHi (JOKYMEHTEI BPEMEHHOTO
cBeIre 10 et cpoka XpaHeHHs U JOKYMEHTBI T10 JTAIHOMY COCTaBY).

2.3. T'paduk cnauu QOKYMEHTOB COCTABIAETCS ApXUBOM, COLNIACOBBIBAETCS
CO CTPYKTYPHBIMH IOJPA3ACICHUAMH U yTBEP)KAAETCsl peKTopoM MHCTHTYTA.

2.4.  3apepuieHHBIE [EJONMPOH3BOICTBOM JOKYMEHTBHI BPEMEHHOIO (co
cpoxamu 10 10 jieT) XpaHeHus mepenade B apxuB He mozyexar. OHH XPaHSTCS B
CTPYKTYPHBIX IOAPA3[ETCHHSX W [0 HMCTEYEHHI0 CPOKOB XpaHEHHs IIOIeKaT
YHUYTOXKEHHIO.



2.5. JIOKYMEHTBI JIMYHOTO INPOHUCXOXK/IECHHS MEPealoTCsi Ha BPEMEHHOE
XpaHEHHE B apXMB, C IOCIEIyIOIIEeH mepefadeil B rocyHapCTBEHHBIH apXWB Ha
IIOCTOSIHHOE XpaHEHHE.

3.3anaun apxuBa

3.1. Okazanne MeTOAMYECKOH MOMOLIM MPU GOPMUPOBAHHH U ODOPMICHUH
Ziell B IeJIONPOU3BO/ICTBE CTPYKTYPHBIX TIOApa3IeIeHuU.

3.2. KoMIuieKTOBaH)Ee apXuBa NOKYMEHTaMM CTPYKTYPHBIX MOApa3ieNeHuit
IIOCTOSTHHOT'O U BpeMeHHOoro (cBblie 10 jiet) xpaHeHus.

3.3. XpaHeHHe U yyer JOKYMEHTOB, IIOCTOSIHHOTO CPOKA XPaHEHHS H IO
JJHMYHOMY COCTaBy, IIO pe3yibTaTaM IMpPOBEIACHHS B YCTAHOBJICHHOM IIOPSOKE
3KCNEPTHU3BI ICHHOCTH M 0TOOpa JOKYMEHTOB Ha XpaHEHHE.

3.4. Co3nanue Hay4YHO-CIIPAaBOYHOIrO anmapara K JOKyMeHTaM apxuBa I
paboThI B apXuBe.

3.5. TlogrotoBka W mepenada JOKyMEGHTOB Ha MOCTOSHHOE XpAaHEHHE B
FOCYapCTBEHHBIH apXWB B COOTBETCTBHM CO CpPOKAMH M TpeGOBAHHAMH,
YCTaHOBJICHHBIMHA POCS.pXI/IBOM.

4. PyHKUHMH apXHBa

4.1. OxasbiBaeT METOJMYECKYIO [OMOIF B paboTe C JOKYMEHTaMH B
CTPYKTYPHBIX NOApA3JeIeHHUsX: NPU HOPMHUPOBAHUH €N MOCTOSHHOIO XPaHEHHS
(st cna4ym B apxuB), npu GOPMHUPOBAHHHU €T C BPEMEHHBIMH CPOKaMH XpaHEHHUS
(A1s XpaHEHMs B CTPYKTYPHBIX MOAPa3/IeIeHHSX). KonTponupyer mnpaBuiIsHOCTE
GopmupoBaHus nei.

4.2. llpuHMMaeT Ha TIOCTOSHHOE XpaHEHHE MOKYMEHTHI 3aBepIleHHbIE
ACTIONPOM3BOACTBOM ~ OT  CTPYKTYPHBIX IOApa3fieNeHuii, o6paboTaHHblE B
COOTBETCTBUU C TPeOOBAHMSAMH, yCTAHOBICHHBIMU POcapXHMBOM, He MO3/HEE YeM
depes 3 (TpH) rofa mocjie UX 3aBEpLICHHs JIETOIPOU3BOICTBOM.

4.3. Cocrapnser u NpeACTAaBIsET CBOAHBIE TOMOBBIE PA3/eibl OMKCEH e
TIOCTOSHHOIO CpOKa XpaHeHHMS U [0 JIMYHOMY COCTaBy Ha pacCMOTpeHHe
9KCIEPTHON KomMuccuu MHcTHTYyTA.

4.4. V4aCTByeT COBMECTHO C OKCNEPTHOH KOMHCCHEH B IIPOBEJICHUHU
SKCIIEPTU3bI HEHHOCTH JOKYMeHTOB. [IpescTaBnser Ha paccMOTpeHHe IKCHEPTHOH
komuccuy MHCTHTYTA Aena, MoAIekKallHe IIOCTOAHHOMY M BpeMeHHOMY (cBbILIe 10
JIeT) XPAaHEHWIO; AKTHl HA Jeja, BBIIENEHHBIE K YHHYTOXKEHHIO B CBSA3M C
UCTCYCHHEM CPOKOB XpaHEHHH.

4.5. Opranusyer paGoTy MO COCTaBJICHHIO CBOJHON HOMEHKJIATYphI Je
HHctutyTa.

4.6. Cospaer, MOMONHSAET U COBEPLICHCTBYET HAYYHO-CIIPABOYHBIA arrmapar
K XPaHSIIHUMCS B apXUBE JeJlaM U JJOKyMEHTaM.

4.7. PaspabaThlBaeT HOpPMATHUBHBIE JOKYMEHTHI, [OJIOKEHHS, MHCTPYKLHH
10 apXuBHOMY neny HcTHTyTA.



4.8. HudopmupyeT  pykoBOACTBO M  pPaGOTHHKOB CTPYKTYPHBIX
nonpaszieneHui MiHcTuTyTa 0 cCocTaBe M CofepKaHuH JOKYMEHTOB apXHBa.

4.9. BsliaeT TOKYMEHTHI B LENAX CIIyKeGHOro Hay4YHOI'O HCIIOJIB30BaHHUS
st paboThl B CTPYKTYPHBIX IIOPa3IeNeHUsIX cpokom 1o 1 (OxHOro) KaneHmapHoro
MeCs1a, a TakxKe Ul paboTel B IOMEIICHHH apXHBa;

4.10. Hcnonmsier 3ampochl opraHusauuil, rpaxgaH o0 yCTAaHOBJIECHHH
TPYOBOrO CTaka M APYTHX BOIPOCOB CONMATBLHO-IIPABOBOIO XapakTepa; BhIIAeT
KOITMH JOKYMEHTOB M apXMBHbIC CIIPaBKH, COrsIacHO ITopsiaKy BbIIAYd JOKyMEHTOB
U3 apXMBa, yTBEPXKIACHHOMY pekTopoM MHCTHTYTA.

4.11. Bezer y4er uCO/Ib30BaHus JOKYMEHTOB 1 XPaHSIIUXCs B apXUBe.

S. IlpaBa apxuBa

5.1. BHOCHMTH Ha paccMOTpeHHe peKTOpa M PyKOBOLHMTEINEi CTPYKTYPHBIX
TIOAPa3/IeTICHN 1 IPSJIOKEHHA 110 YTy HIIEHHUIO IESTENFHOCTH apXHBa.

5.2. 3ampammBaTh OT PyKOBOAUTENEH CTPYKTYPHBIX IIOApa3AesieHUui
CBEACHMsA, HEOOXONMMBIE AT pabOTHI apXuBa.

5.3. B3auMopedcTBOBAaTE CO BCEMH CTPYKTYPHBIMH NoJIpa3ieIEHUsIMHA 110
BOIIPOCaM paboThI apXHBa.

5.4. KOHTpOIMpOBaTh: BBIIOJHEHHE YCTAHOBICHHBIX IpaBuil paboThl ¢
AOKyMEHTaMH B CTPYKTYPHBIX IIOJpa3[e/IeHUsIX, IOJHOTY COCTaBa M oObeMa
epeflaBaeMbIX JOKyMEHTOB, COONIOJICHHE YCTAHOBIEHHBIX CPOKOB IlepeJayu
JOKYMEHTOB B apXHB.

5.5. V4acTBOBaTh B MEPONPHUSTHSX, IPOBOAUMBIX PocapxuBowm, opraHamu
YNPaBNCHHUS apXUBHBIM JenioM cybbektoB Poccuiickoit Menepauuu mo Bompocam
apXUBHOTO JieJa.

6. OTBeTCTBEHHOCTH apXHBa

6.1. OTBeTCTBEHHOCTh 3a HA/JIeXKallee W CBOEBPEMEHHOE BBITIOTHEHHE
3a1a9 1 (QYHKUMH, ONpeIeNeHHbIX HAacTosmuM IlonoxkeHneM, HeceT 3aBeyIOLIHi
apXuBOM.

6.2. Ha 3aBemyiolero apxMBoM BO3JAraeTcs OTBETCTBEHHOCTh 3a
OpraHu3allii0  AEATEIBHOCTH IO BBINOJHEHUIO BO3JIOKEHHBIX HAa HEro 3ajady u
GYHKIHIA,

6.3. CosnaHue HamIekalmUX YCIOBUH UISI UCHOTb30BAHMUS JIOKYMEHTOB,
HaxXOIIINXCSL B apXWUBE: OINEPATHBHBIA IIOMCK, IMOArOTOBKA IOMELIEHHH Is
paboThl C JOKyMEHTaMH, U3rOTOBJIEHUE KOIIHIA.

6.4. Obecrnieyenue COXPaHHOCTH JOKYMEHTOB U HMYIIECTBA, HAXOOALIUXCS
B apXuBe, COOJII0/IEHNE IPABHIT MOXKAPHOM 6e30MacHOCTH.

6.5. OTBeTCTBEeHHOCTb 3a MaTepHalbHBIN yiiep0, MpUYMHEHHBIH [0 BHHE
3aBE[YIOLIEr0 apXHUBOM, B yCTAHOBJICHHOM MOPSIIKE.

6.6. Cobmonenne paGOTHUKAMK apXKBa IIpaBUJI BHYTPEHHETO pacropsiaka,
IIPOTUBOIIOXKAPHOI GE30IIaCHOCTH U TEXHUKHU 6€30MaCHOCTH;

6.7. PaGOTHMKM apXWBa HeCyT KOJUICKTUBHYIO OTBETCTBEHHOCTH 3a
pasriaiuenne MHQOpMaLyH, ABJIAIOIEHCs IepCOHaIbHBIMY JaHHBIMA.



7. 3aKJII0YHTEeNbHBIE M0JI0KEHHS

7.1.  Tlonmoxenume 06 apxuBe BCTyIaeT B CHIy IOCJE €ro NPUHSTHS
Y4€HBIM COBETOM U yTBepXJeHiHeM pekTopom MHCTHTYTa.

7.2. Tlpu HeoOXOIMMOCTH B HACTOSIIEE MOJOXEHHE MOTYT BHOCHTBCS
HU3MEHEHHS U IOTIOJIHEHHS B YCTaHOBIEHHOM TOPSIIKE.



