MHHHCTEPCTBO HAYKH M Bbicmero obpasopanus Poccuiickol ®enepaunu

®enepalbHO€E TOCYAAPCTBEHHOE aBTOHOMHOE 00pa30oBaTeIbHOE yHPEXACHAE
BRICIIETO 00pa3soBaHud

«Camapckuii rocyJapcTBeHHbIH JKOHOMHYECKHH YHHBEPCHTET»

IIPUKA3

Camapa

Ne A6 -OB G Lsfeess 2022 roma

I[To of1muM BompocaM

1.Buectu creayronue m3merenns B crpyktypy PI'AOY BO «CT'OV»:

1.1. Cosmats otaen nenonpoussoacTsa u apxusa ¢ 01.04.2022r.

1.2. BriBecTH apXuB M3 COCTaBa YIIPaAB/ICHUA ACTaMH.

1.3. BBecTu apXxuB B cocTaB OT/IENa JAETONMPOU3BOJCTBA U apXHBa.

1.4. JIukBuaupoBaTh OIOPO KOMIIBIOTEPHOH IOATMOTOBKH JOKYMEHTOB.

2. YrBepmuts [lonoxenue o6 OTIeNe Nelonpon3BoscTsa 1 apxusa GT'AOY

BO «CI'OY».

3. Vrepauts [Tonoxenue 06 apxuse PI'AOY BO «CI'OV».

4. CuutaTh yrpatusmmm cury ITonoxerue 06 apxuse PI'BOY BO «CI'OVY»,
yrBepxKaeHHoe pukazoM ot 18.02.2021r. Ne 53-OB.

5. HaganpHUKY ILIaHOBO-(DHHAHCOBOrO YyrpasieHus 3onorosuuko# 10.B.
BHECTH COOTBETCTBYIOII[AE H3MEHEHHS B OPIaHM3aI[MOHHYIO CTPYKTYpPY U IITaTHOE
pacricanyie yHUBEPCUTETA.

6. HauanbHUKY YIpPAaBIE€HHS IO CBS3SM C OOLIECTBEHHOCTHIO W peEKIame
[Macrepnankoii O.JI. BHecTH H3MEHEHHS B pasfienl O(HUIMATBEHOTO CcaWTa
yuuBepcutera «CTpyKTypar.

7. IlomomHuKy IpopeKTopa 1o aIMIHUCTPaTUBHOM pabote
Cemsikuuoit O.JO. BHecTn usMeHeHus B pazjen «CseneHns 00 00pa3oBaTeIbHOM
OpraHM3aluk» Ha OQUIMATBHOM CaiiTe yHHBEpCUTETa Yepe3 MH(OPMAITHOHHEIHN
momyis catita VICON.

8. KOHTpOIb 32 HCTIONTHEHHEM HACTOSIIEr0 MPHKa3a OCTABJIAO 3a COOOH.

Bpuo pextopa : E.A Kanmpammina

Paspaborunk: O.H.JlomoBuLKas



MMUHHCTEPCTBO HAYKU U BEICILIETO 00-

pazoBanusg Pocculickoil Peneparum YTBEPXJIEHO
¢denepanbHOe roCyIapCTBEHHOS aBTO- [Tpuxazom BpHO peKTopa
HOMHOe 00pa30BaTelIbHOe yUpexKIe- OI'AOY BO «CI'2Y»
Hye BbIcIero oopasosanusa «Camap-
CKUH rocyAapCTBEHHEIH S5KOHOMHYE- Ne ADB- Dldor
CKHH YHHBEPCUTET) « W 2022 r.
MNOJIOKEHUE

00 oTaeJie JeJIONPOU3BOACTBA U ApXUBE

1. O6uue nonoxeHust

1.1. OTnen menompoX3BOJCTBA U apXWBa SIBISETCS CTPYKTYPHBIM TTOZpasie-
neHueM (ejlepanbHOr0 roCyIapCTBeHHOTO aBTOHOMHOIO 00pa3soBaTeNnbHOro yd-
pexzieHnst Bbiciiero obpaszoBauus «Camapckuii rocylapCTBEHHBIH SKOHOMUYE-
ckuil yHuBepcuTeT» (Jlayiee - YHUBEPCHTET).

1.2. OTpen 1enonponu3BO/ICTBA B apXHBa CO3/AeTCs U JTMKBUIUPYETCS IpHKa-
30M peKTOpayY HUBEPCHTETA.

1.3. OTmen e70NpOKU3BOICTBA M apXUBa IOJUUHAETCS PEKTOPY Y HUBEPCHUTE-
Ta.

1.4. OThen menonmpor3BOJICTBA M apXMBA BO3IJIABJISIET HAYaJIbHUK, Ha3HAUae-
MBI Ha JOJIDKHOCTE MPUKA30M PEKTOpa Y HUBEPCHUTETA.

1.5. O63aHHOCTH COTPYIHHUKOB OTAEJNA AEJIOIPOM3BOJCTBA U apXuBa OIIpe-
JENIAI0TCA X JOMKHOCTHBIMM WHCTPYKIHUSIMH, YTBEP)XXIaeMbIMH PEKTOPOM Y HU-
BEPCHUTETA.

1.6. B cBoeil esTeIbHOCTH OTAEN IEJOMPOM3BOJACTBA M apXHBa PYKOBO-
JCTBYeTCSL:

- 3aKoHO;aTeNsCTBOM PD;

- MHCTPYKIHEH [0 JIeTOIPOU3BOLICTBY;

- HOPMAaTWBHO-METOAWYECKUMHU JOKyMeHTamu DenepanbHOro apxXuBHOIO
areHTCTBa; '

- IpHKa3aMH, pacIoOpPsDKEHUSIMHU, APYTHMHU HOPMATUBHBIMA W PYKOBOIAIIIAMHA
MaTepHalaMyd OpPraHOB TI'OCY[apCTBEHHOHM BIIACTH, ocymecmmnomﬁx GyHKIAU
yIIpaBJIeHUs ¥ Ha30pa B cepe odpazoBaHUs.

- YcraBom YHuBepcutera, [IpaBunaMy BHyTPEHHEIO TPYAOBOIO PACIIOpAIKA
YHUBEPCUTETA, WHBIME JIOKATbHBIMI HOPMATHBHBIME aKTaMH, IPUHATHIMUA B Y HU-
BEPCUTETE; =

- TIPUKa3aMH U PacIOpPSDKEHUAMH PEKTOpa Y HUBEPCHTETA,

- HOMEHKJIATYpOi IelT;

- gHactosAmuM [lonoxenuem.

2.CtpyxkTypa.
2.1.CTpyKTypy H INTATHYIO YUCIEHHOCTh OTJENa AEIOIPOU3BOACTBA U apXu-

Ba YTBEPXKIAET PEKTOp YHHBEPCUTETA, UCXOSl U3 YCIOBUI U OCOOEHHOCTEH Jes-



TEIBHOCTH YHHBEPCHUTETA TI0 [PEICTABICHHIO HaUalbHHKA OTIENA Ae0NPOU3BOLI-
CTBA U apXuBa.
2.2.0t1en genonpon3BOCTBA U apXHUBa HMEET B CBOEM COCTaBE apXMB.

3 lean u 3aga4n.

Iensmu ¥ 3afiagyaMy OTAeNA AeIOIPOU3BOACTBA U apXUBa ABJISIOTCA:

3.1. Opranuzanus U MeTouueckas moyiepkKa JOKyMeHTallMOHHOTO 0(hOopM-
JIEHUSI OCHOBHBIX B 00€CIIeYHBAOIIMX IIPOIECCOB BO BCEX TOAPA3/ENEHUSIX B CO-
OTBETCTBHHU C IIPUHATHIMA B Y HUBEPCUTETE IIPaBUIIAMHU JeII0IPOU3BOJCTRA.

3.2. Opranuzanusi IepenoAroTOBKH U IIOBBILIEHHUS KBalU(UKALUK IIEpCOHA-
J1a, CBSI3aHHOT'O C BEJIEHUEM JelIOIPOU3BOLCTBA.

3.3. KoHTpoib 32 UCHONHEHUEM JOKYMEHTOB M MOJATOTOBKOM JOKYMEHTOB K
nepenaye B apXus.

4. OyHKIHUH.

Otpen 1enonpou3BOACTBA H apXMBa BBITTONHACT CIEAYIOIIHe (yHKIN:

4.1. PykoBOICTBO M KOHTPOJb 3a BeJeHHEM JEJIONPON3BOJICTBA B MOApa3e-
JEHUIX YHUBEPCHTETa, KOHTPOJIb 3a MPaBHIIbHBIM (OPMUPOBAHUEM, XpaHEHHEM U
CBOEBPEMEHHOH cllavyeii J1el B apXUB.

4.2. Opranusaiys U BeleHHe AeI0IMPOU3BOACTBA Y HUBEPCUTETA.

4.3. Obecriedenne CBOEBpeMeHHOH 00paboTKH MOCTYMAIOIed U OTHmpaBIse-
MO KOPpECTIOHIEHIIMH | JOCTaBKa ee 10 Ha3HAYeHHIO.

4.4. ©opMUpOBaHUe JIeJI, OTHOCSIIUXCS K eATeIbHOCTU OTZelNa JeI0Ipous-
BOJICTBA U apXUBa U CAAaua UX HA XpaHEHUE B apXUB.

4.5. PazpaboTka MHCTPYKIMH 1O AEIONPOU3BOJACTBY B YHHBEPCUTETE U HX
BHEJPEHUE B CTPYKTYPHBIE NOAPa3/IeIeHHUS.

4.6. 3aBepeHue KOIUii ¢ MOAIMHHUAKOB JOKYMEHTOB.

4.7. 3aBepeHure noanucel COTPYAHUKOB Y HUBEPCUTETA.

4.8. Perucrpanus mpukazoB 110 oOumM BOIIpocaM ¥ pacliopsbKeHui pekropa
¥ TIPOPEKTOPOB.

4.9. ITonnepsxka TOCTOSHHOM CBA3M ¢ cOTpyAHUKaMH ['ocapxuBa ropoja.

4.10. KomneroTepras 06paboTka JOKYMEHTOB.

4.11. Yuer u obecrieueHre MOJHON COXPaHHOCTU TPUHITHIX HA XPAaHEHUE B
ApXUB JOKYMEHTOB. :

4.12. PazpaboTka M OpraHuM3ans MEpPONPHUATHH IO COBEPILIEHCTBOBAHUIO
JIeSITENBHOCTH OTAENAa JENOIMPOU3BOJICTBA U apXUBA.

5. ITpaga.

5.1. OTmen menonmpon3BOACTBA H apXHUBa HMEeT IIPaBo:

5.1.1. JlaBaTh ykazaHHs CTPYKTYPHBLIM IOJpasfeleHHsM YHHUBEPCHTETA IO
BOIIPOCAaM, OTHOCAIIMMCS K KOMIIETEHIIUH OT/elNa JeJIONpPOU3BOJCTBA U apXuBa U
BBEITEKAIOIAMH MX (PYHKIUHU, IEPEUUCIIEHHBIX B HACTOSIIEM [10I0KEHNH;

5.1.2. 3ampammBarth W TONYyYaTh OT AIMHHUCTPAIMA YHHBEPCHTETA W €ro
CTPYKTYPHBIX TOApa3ieleHudl HHQOpMaluio, HEOOXOAUMYIO MJs BLIIOJHEHHS
BO3JI0KEHHBIX Ha HETO 3a7a4 U QyHKIHH,



5.1.3. BHOCHTP IIpeIoKeHHS 110 COBEPIICHCTBOBAHMIO (POPM M METOJIOB pa-
OOTHI OTIENA JAETOPOM3BOICTBA U ApXUBA;

5.1.4. YgactBoBaTh B IIOXOOpPE U PACCTAHOBKE KaIpOB 10 IIPOGHIKO CBOEH
NesITeTbHOCTH;

5.1.5. TpeboBarp npemocTaBleHHs OTYETOB U HHPOPMAIHKU 00 WCHOTHEHUH
JOKYMEHTOB ¥ WHBIX ITOPYYEHHM, JaHHBIX PyKOBOJCTBOM.

5.2. OTpen nenonpou3BOICTBA U apXHBa 00s3aH:

5.2.1. ObecrnieynBaTh peXUM KOHOUACHIHAILHOCTH UHGOpPMAIHK, CoIepiKa-
e repcoHaNbHbIe TanHble PaOOTHUKOB, 00YUAIOIIUXCS U TPETHUX JIUII, CTABIIEH
M3BECTHOM pabOTHHKaM OTIena IeNONPOM3BOCTBA U ApXWBA B CBA3M C MCIOTHE-
HHEM UMH CBOMX JOJKHOCTHBIX 00s3aHHOCTEH;

5.2.2. ObGecnieunBaTh COXPaHHOCTb JOKYMEHTOB, IIOCTYIAIOIINAX B OTHAEN Je-
JIONIPOM3BO/ICTBA M apXUBA U CIAHHBIE B APXUB HA MOCTOSHHOE XPaHEHHUE;

5.2.3. T'OoTOBUTH MpeAJIOKEeHUS, TEXHHUIESCKUE 3aaHuUsl ¥ TTPOEKTHI TOCYIapCT-
BEHHBIX KOHTPAKTOB I10 pa3sMeleHHIO 3aKa30B Ha KOHKYPCHOH OCHOBE Ui MPUOO-
PEeTeHUs TOBAapOB, pabOT U YCIYr y CTOPOHHUX (PU3MUYECKUX MM IOPHANYECKUX
JIMILI, CBA3aHHBIX C JESTeNIbHOCTEIO OT/IeNa AeJIONPOMU3BOCTBA U apXHBA.

5.2.4. BHeapsTh U COBEPIIEHCTBOBAThH CHCTEMY MEHEDKMEHTa KaueCTBa,

6. BzaumopeiicTBHe ¢ IPYrUMH CTPYKTYPHBIMH IOAPAa3Je/IeHHSIMH Y HUBEPCH-
TeTa.

Jlns BEITONTHEHUST (QDYHKIUA ¥ peau3alliy [Ipas, IPeIyCMOTPEHHBIX HACTOS-
muM [lonoskeHnem, OTHEN JeNTOMpON3BOICTBA H apXUBa B3aUMOIEHCTBYET CO Clie-
JOYIOUMME CTPYKTYPHBIMU [OJIpa3/ieNIeHUsIMA Y HUBEpCHTeTA:

6.1. Co BceMH CTPYKTYPHBIMH TIOApA3IeICHUSIMU Y HUBEPCUTETA IO BOITPO-
cam:

- BEJICHUS JICIIOTPOM3BO/ICTRA;

- Iepeavyy BXOAIIeH KOPPECTTOHAEHIIUH U TIPHEMA HCXOISIIEH,

6.2. C sKcIuTyaTallHOHHO-TEXHAUYECKAM OTHEIIOM TI0 BOIIPOCAM:

- obecrieueHUsl OPITeXHUKOH, 000pyHOBaHHeM, KaHIEIAPCKUMH TTPHHAIIEHK-
HOCTSIMH, NIePeIIeTOM J0KyMEHTOB, H3TOTOBJIEHHEM OJIaHKOB U JIPYTHXBHIIOB pa-
0o0T.

6.3. C mpaBOBEIM YIIPABICHHUEM T10 TIPABOBEIM BOTIPOCAM, CBS3aHHEBIM C TIOI-
TFOTOBKOH AOKYMEHTOB.

6.4. C yupaBieHueM Oyxranrepckoro yiera U (PUHAHCOBOTO KOHTPOJIS TIO
BOIIPOCAM:

- IpelocTaBiIeH s (PUHAHCOBOT'O OTYETA 110 IIOYTOBBIM IIEPEBOIaM;

- odopmieHHe cueTa-(QaKkTypbl Ha NEHEXHBIM mepeBos (hpaHKHpOBAIbHOU
MAaIIHHBL.

6.5. C nenapramMeHTOM HHGOPMAITMOHHBIX TEXHOJIOIUH II0 BOITPOCAM:

- IIOJIyYeHHEe B YCTAHOBIECHHOM MOPSIIKE JOCTYIIA K II100aIbHOM

uHbopManoHHOW ceTu Internet, TEXHWYECKOTO OOCIYIKUBAHWS BEIYHCIIH-
TEIHHOW TEXHHKH,

- TIPEZOCTaBIIEHHE 3afBOK Ha OOCITY)KMBAaHWE W PEMOHT BBIUHUCIUTENHHOM
TEXHHKH;



- (PyHKIMOHHPOBAHHUS MPOTPAMMHOTO 00ECIIEYEHHSL.

7. OTBETCTBEHHOCTb.

7.1. OTBeTCTBEHHOCTE 3a HajJleKalllee U CBOEBpeMEeHHOe BRITIONHEHHE OTIe-
JIOM [eJIONIPOM3BOJCTBA U apXuBa (yHKUUH, IIpeIycMOTpeHHEIX HacTosumm [lo-
JIO’KEHUEM, HECET HaYalIbHUK OTJelIa JAeIONPOU3BOACTBA U apXyBa, B TOM YHCIIE 32
HeoOecreueHUe YCIOBHHM Ul BHEAPEHHS H COBEPIICHCTBOBAHUS CHCTEMBI Me-
HeJKMEHTa KaudecTBa, sl COONIONEeHHS peXuMa KOH(PUIEHIHaIBHOCTH HH(OP-
MAaIiH, COJEepXKalell epCOHANBHBIE JaHHbIe, 33 HapylleHHe TpeGOBaHMH XpaHe-
HUS [I€PCOHAIBHBIX JaHHBIX, HECET HaYalbHUK OTesa AeJOIPOU3BOICTBA U apXu-
Ba.

7.2. Ha HavansHuKa OT/ena AEJONPOM3BOACTBA M apXUBa BO3JAraeTcs INep-
COHAJIbHAsl OTBETCTBEHHOCTh 3a HAPYIIeHUs B paboTe OTaena, HECBOEBPEMEHHOE U
HeHaJ|Ie)Kallee BHIMOJHEHNE WM HEBBITIONHEHUE TIPUKA30B, PACIIOPSHKEHUH, 10~
PYHYEHUH aMUHUCTPALUN Y HUBEPCUTETA. '

7.3. OTBETCTBEHHOCTh COTPYIHUKOB OT/IEa IETOMPOU3BOJICTBA U apXUBa yC-
Ta@HABIIMBAETCS WX JIOJPKHOCTHBIMU WHCTPYKITUSMH B COOTBETCTBHU C 3aKOHOA-
TenbcTBOM PO,

PaszpaboraHo:

7 |
HauansHuUK yrpaBneHus KaapoB MM O.H.JIomoBu1xas
COI''TACOBAHO:

e
i

[IpopexTop nmo anMuEUCTpAaTHBHOM paboTe g E.A.Kangpamwnza

HavanpHuK n1paBOBOTO yIIpaBIEHUS [ B 2 ' M.B.Anexcangpoa
O3HAKOMJIEHA:

HawansHuk oTznena nemomnpon3BoICcTBa
1 apxXuBa M.H. [lonrononosa



