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1. O0mue mo10KeHust

Apxus HerocynapcTBeHHOro 06pa3oBaTebHOr0 YUpexkaeHus «HCTHTYT MelarorHyeckux CHCTEM)
(nanee — UIIC) cospan Ul XpaHEHHS JOKYMEHTOB, 00pa3yioluXcs B e¢ ACATCIBHOCTH, a TakkKe
3aKOHYCHHBIX JICTIOTIPOM3BO/ICTBOM JOKYMEHTOB ITPAKTHYECKOTO Ha3HAYEHUs, HX 0TOOpa H ydeTa.

B cpoeii nestensrocTi apxus UIC pykososacTyercst PesiepaibHbiM 3aK0HOM 0T 29.12.2012 Na 273-
®3 "06 obpasosanuu B Poccuiickoit deepamnn”, Pesiepanbubiv 3akonoM ot 22.10.2004 Ne 125-@3
"O6 apxuBHOM jeiie B Poccmiickoii ®denepanuu”, HOPMATHBHBIMH IPABOBbIMH aKTaMH H
METOIMYCCKIMH pekoMeHamuamu  DejiepabHOTO apXMBHOTO areHTCTBa (Aasee — Pocapxus),
HOPMATHBHBIMH [IPaBOBBIMH AKTAMH M METOJMYECKHMH peKoMeHamsamMu cyobekra PO , ycraBom u
nokaneHbIMH  HOpMaTuBHBEIMM aktamu UIIC, mactosmum [lonoxkenunem o6 apxuse (mamee —
[Tonoxenue).

Tonoxkenne pa3paboTaHo Ha OCHOBaHHM [IPHMEPHOTO MONOKEHHS 00 apXuBe YUPEKICHHA,
OpraHM3allMH, NPEAINPHUSTUS, YTBEPXK/JICHHbIM mpukasom Komurera mo jeraMm apXHBOB IpH
[Npasutenserse PO ot 18.08.1992 Ne 176, u yreepxaetcs Pexropom UIIC.

UIIC obGecrieunBacT apxuB HEOOXOMMBIM TOMEIIEHHEM, 000PY/I0BAHHEM M KaJpaMH.

Apxus UTIC Bo3riapisieT OTBETCTBEHHBIN 3@ apXHB, KOTOPBIH HA3HAYACTCS TMPHKA30M Pexropa UIIC
1 roruunsercs nernocpeacreerno Pexropy UIIC.

Apxus paGotaer mo miamy, yrBepxkaennomy Pexropom UIIC, cornacho [lpasunam BHYTPEHHETO
pacnopsjxa UTIC.

2. 3ajpaun 1 QyHKIHH apXHBA

OCHOBHBIMH 3a/1a4aMH apXUBa ABJISIOTCS:

2.1.1. KoMmIuiekToBanue apXuBa 3aKoHYeHHBIMH JesonponssojctsoM WIIC nokymeHTamu, cocras
KOTOPBIX IIPEJIYCMOTPEH Pa3Ie/ioM 3 HACTOSILEro MOJIOKEHUSA.

2.1.2. Yuer, obecrieueHne COXPaHHOCTH, CO3/IaHHE HAyYHO-CIIPABOYHOrO arnmapara, HCHoIb30BaHHE
JIOKYMEHTOB, XpaHsAIIUXCs B apXUBE.

2.1.3. OcymecTBiaenue KOHTPOIIs hopMupoBanus U 0GOPMICHHEM e/ B ICIONPOH3BOICTEE UIIC.

B cOOTBETCTBUM ¢ BO3JIOKEHHBIMU HA HETO 33/[aUyaMy apXUB OCYIIECTBIAET Cle/IyIolue QyHKIUHU:
2.2.1. TlpunumaeT He TMO3JHEE, YeM Hepe3 JBa roJa MOCjie 3aBepIUCHHS JCI0MPOU3BOACTBOM,
YUUTBIBACT M XPAHHUT JOKYMEHThI JIOJTOBPEMECHHOrO XpaHCHHS M 10 JIHYHOMY  COCTaBy.
06paboTaHHble B COOTBETCTBHHU € TPEOOBAHUAMH, YCTAHOBJICHHBIMH PocapxuBoM.

2.2.2. CocraBiser M TpEJACTaBIAeT He MO3JHEE, YeM 4epe3 JBa roja MOcCjie 3aBEpPUICHHSA
JIeJIONPOM3BOJICTBOM TOIOBBIC pasjiefbl Omucei Jei Mo JIMYHOMY COCTaBY Ha pacCMOTpeHHE
skcreprHoit komuccnn (nanee — DK) UIIC.

2.2.3. OcymiecTBseT yueT H 06ecrneuuBaet MoHyio COXPAHHOCTE MPHHATHIX HA XPAHCHHUC JICT.

2.2.4. Co3jlaeT, MOMOJHSIET H COBEPUICHCTBYET HAay4HO-CIIPABOYHBIH alnapar K XpaHsImHMCs B apXHBE
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2.2.5. Oprauusyer HCIo/L30BaHue J0KYMEHTOB!

- uHpopmupyet aamuuuctpanuio UIIC o cocrase u cojepkaHuu JOKYMEHTOB apXHBa;

= BBIJIAET B YCTAHOBJICHHOM IMOpPSJKE Jieja, JOKYMEHTBl HIIM KOMHH JOKYMEHTOB B LEJIAX
CHy}KeﬁHOFO H HAYYHOTI'O HCITOJIB30BaHHA, JUISA pa60TbI B MOMECIICHUH apXHuBa,

- UCITOJIHSIET 3alpOoChl OpraHu3aluii U rpax/ian 00 yCTaHOBIICHUH TPYJIOBOTO CTaka H JIPYI'HM
BOIIPOCaM COLMAIBLHO-IIPABOBOr0 XapakTepa, B YCTAHOBICHHOM IMOPSJIKE BbIAAET KOMUH JOKYMEHTOB
W apXHMBHbIE CIIPABKH;

- BEJIET YUET MCIOIB30BAHUS JOKYMEHTOB, XPAHSAIIUXCS B apXUBE.

2.2.6. IIpoBOJUT IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, XPaHSIINXCA B apXUBe, ydacTByeT B padore JK
UIIC.

2.2.7. Oxa3pIBae€T METOAMYECKYIO IOMOIL pabOTHHKAM, OTBETCTBEHHBIM 3a JICJIONPOHU3BOJACTBO B
COCTaBJICHUH HOMEHKIIATYPbI JIeJI, KOHTPOJUPYET NPABUIBHOCTH (POPMHPOBAHHS U O(POPMIICHHS JIe] B
JICTOTIPOM3BO/ICTBE, a TaKikKe MOArOTOBKY el k nepeaaye B apxus UIIC.

2.2.8. VYyacTByeT B MPOBEACHHH MEPOINPHATHH MO TMOBBIIEHHIO KBATHQUKAIHH PadOTHUKOB
(OTBETCTBEHHBIX 3a apXuB M Jenornpoussoactso B UTTC).

3. CocraB JOKYMEHTOB apXHBa
B apxus nocrynaror:
3aKOHUYCHHBIE JEONPOU3BOJCTBOM JOKYMEHTHI BPEMEHHOIO CpoKa XpaHeHMs, HeoOXOJUMBIE B
MPaKTUYECKOH JIeATEIIbHOCTH, [pHKa3bl M PacClOPSKEHHs, JOKYMEHTBI [0 JHYHOMY COCTaBY,
oOpasoBasinecs B pesynprare aesrensnoctu UIIC.

JIOKYMEHTBI TIOCTOSHHOTO XpaHeHHS (€CH yupexJeHHe-NpeIeCTBEHHUK OBII0 HCTOYHHKOM
KOMIUICKTOBAHUS TOCY/JAQpPCTBEHHOIO WM MYHHIMIATLHOTO apXWBa) H MO JIHYHOMY COCTaBY
YUPEKICHUH-TIPE/IIIECTBEHHUKOB.

Jluunsie honmsr padboruukos UIIC.

4. HpaBa H 00AI3aHHOCTH OTBETCTBEHHOT0 32 ApXHB

JIist BBIMOJTHEHUS. BO3JIOMEHHBIX Ha HEro 3aja4y U (PYHKUMH OTBETCTBEHHBIH 3a apXHUB MUMEET MPaBo U
00s13aH:

4.1.1. KoHTpoaupoBaTh BBINOJIHEHHE YCTAaHOBICHHBIX MpaBuil paboTel ¢ jokymeHtamu B UIIC.

4.1.2. 3anpammBare ot padotaukoB UIIC cenenus, HeoOXoaumsie Juist paboThl apXUBa.

4.1.3. JlaBaTh pa3bsACHEHHS U PEKOMEH/IALMHU 110 BOITPOCaM, BXOISAIIHM B KOMIICTEHIIHIO apXUBa.

5. OTBeTCTBEHHOCTH 32 PYHKIIHOHHPOBAHHE apXHBA
OTBETCTBEHHOCTh 3a HaJUIEXKAIee W CBOCBPEMEHHOE BBIMOJIHEHHE apXMBOM 3aja4 W (QYHKIMH,
[pelyCMOTPEHHBIX HACTOSIIMM IMOJIOKEHHEM, HECET JIHI0, OTBETCTBEHHOE 33 apXMB.
OTBETCTBEHHBIE 3a BEJIEHHE JICNONPOU3BOJICTBA, IOArOTOBKY W IPEJCTaB/ICHUE JIOKYMEHTOB Ha

XpaHeHHe B apXuB, Ha3HavyaroTcs npukazom Pexropa UIIC.

KonTposs gesrenbHocTi apxuBa ocyutectsiser Ipopextop UIIC.



