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1. O6mue nonoxenus

1.1 Kanuenspus u apxus cosnass! nprkazom pexTopa benepansHoro ro-
CYNapCTBEHHOTO GYOKETHOTO 06pa3oBaTeNbHOro YUPEeXICHHUS BhIcIIero obpa-
30BaHuA «IIpHMOpCKast roCyHapcTBEHHAs CelbCKOXO3SHCTBEHHAS aKageMus»
(manee — Axazemus).

1.2. Kannenspus u apxuB sBisiercs CIPYKTYPHBIM IOApa3Ne/NeHUeM BY3a
0e3 06pa3oBaHMs OPHAMIECKOro JHLA, KOTOpOE OCYLIECTBISET CBOIO [EITElb-
HOCTb B COOTBETCTBUM C JCHCTBYIOLINM 3aKOHOAATENILCTBOM, YcTaroMm OOV
BO Ilpumopckas I'CXA 1 HaCTOSLIHM MOTOIKEHHEM.

1.3. PyxoBozcTBO KaHuenapueii ocyniecTsaser 3aBEAYIOIIMH KaHLEeJIApH-
€H, KOTOPbIH HEMOCPENCTBEHHO MOUHHACTCS 3aMECTHTENO PexTopa 1Mo Kaapam
1 0b1mM BorpocaM. PyKoBOICTBO apXuBoM OCYIIECTBIISET 3aBENYIOMIUH apXii-
BOM, KOTODBIM HENOCPENCTBEHHO MOMUMHIETCS 3aBENYyIOIEMY KaHLEISIpUel u
3aMCCTUTEIIIO PEKTOpA IO KaipaM i OOMUM BONpocaM. 3aBefyrommil KaHLes-
pHel ¥ 3aBeNyIOIIUH apXUBOM NPHHHMAIOTCS Ha paboTy U yBONBHSIETCS TIpHKa-
30M pexTopa AKaneMuH.

1.4 Kannensapus 1 apxus OCyLIECTBISIOT paboty B 061acTH CHCTEMbI Me-
HEJUKMCHTa KauecTBa, OPUEHTUPYSICh Ha ITOJNIMTHKY PYKOBOICTBA B 0GJACTH Ka-
CCTBa, PYKOBONCTBO IO KavecTBy, ctanmaptel UCO cepun 9000, CTaHAAPTHI
IIPEANPUSTHSL.

1.6 Peoprauuzanus n nukeuganus KaHLICJSIPUY U apXHBa TIPOH3BOJMTCS
Ha OCHOBaHMHU ITIPHKa3a peKkTopa AKaJeMUH.

2. 3apaun
Obecnieuenne cBoeBpeMennol 06paBoTKy NOCTyNalWe! U OTIpaBiIsieMoi
KOPPECIIOHICHIINH, €€ JOCTABKY 110 Ha3HAYSHHIO.
OcyecTienne KOHTPOIIS 32 CPOKAMH MCTIONHEHUS JOKYMEHTOB H HX Ipa-
BUILHBIM O(OPMIIEHHEM,
PaboTa 1o opranusalnyy ¥ BeNEHUIO apXUBHOTO [ea B AKAIEMEH.

3. Oynkuun

Opranuzanus paboTsl [0 pEerdUCTpaiyi, y4eTy, XpaHEHHIO U Ilepejjave B
COOTBETCTBYIOIUE CTPYKTYPHbIC MMOAPA3AEICHHS NOKYMEHTOB TEKYIIEro HeNo-
POH3BOACTBA, B TOM YHCIIE IPHKA30B ¥ PACTIOPSKEHUH PYKOBOJCTBA, 110 (op-
MHPOBaHHIO JIE]l ¥ HX clade Ha XpaHeHHe.

PaspaboTka HHCTPYKUMH IO BEISHHIO JNeNONPOU3BOACTBA B aKaJeMUH H
OpraHu3alys UX BHEJIpeHHe.

OcyluecTpiense METOUIECKOr0 PYKOBOICTBA oprasu3anueil Henonpous-
BOACTBA B NIOZAPA3NCNCHUSAX, KOHTPOJIb 34 NPABHIBHEIM (GOPMHPOBAHUEM, Xpa-
HEHHEM U CBOCBPEMEHHOH C/layeil Je/l B apXuB, MOATOTOBKY CIPABOK O COBIIO-
JEHUH CPOKOB MCITONHEHHS JOKYMEHTOB.

Obecneyenne neyatanue U pasMHOKEHHE CITY)KeOHBIX JIOKYMEHTOB.

Y4yacTtre B MOArOTOBKE CO3BIBAEMBIX PYKOBOACTBOM COBELIaHHMI U OpTraHu-
3alMsl UX TEeXHHYECKOr0 OOCIy)KuBaHHUA, ODOPMIICHHE KOMAHIHPOBOYHBIX O~
KYMEHTOB, PerHCTPaList pabOTHHUKOB, IPHOHIBAIOIIKX B KOMaHIHPOBKY.
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Obecrieuenne B COOTBETCTBHHU C YCTAHOBICHHBIM NOPSIAKOM IIPHEM, PErH-
CTpaLMIO, CHCTEMATH3ALMIO, XPaHEHHUE M HCIIOIb30BAHHE IOKYMEHTOB.

WuctpykTHpoBanue paboTHHKOB CTPYKTYPHBIX NOApasAeNeHuii o nopsaxe
bopMUpOBaHUS, HOATOTOBKY U CAAYM HEJT B apXuB.

Konrponb 3a cBoeBpeMeHHOCTBIO MOCTYMIEHUS B apxuB NOKYMEHTOB, 3a-
KOHYEHHBIX JENIONPOU3BOLCTBOM.

Obecneuenne nposenenue paGoTs o SKCIEPTH3€ LEHHOCTH apXHUBHBIX
AOKYyMEHTOB, (POPMUPOBAHUIO NOKYMEHTOB B A NOCTOSHHONO M BPEMEHHOI0
XpaHeHHUS,

Pyxosonctso paGoToit no cocrasnenuo omucei men MUt Tiepefadyu JJoKy-
MCHTOB B TOCYNapCTBEHHBIS apXUBBI, COCTABICHHIO aKTOB 06 YHHYTOXEHHH J10-
KYMEHTOB, CPOKH XPaHEHHUs KOTOPBIX UCTEKIIH,

OcyiecTBiIeHIE KOHTPOIS 38 COCTOSHMEM JAOKYMEHTOB, CBOEBPEMEHHO-
CTBIO MIX BOCCTAHOBNICHHUS, COOMONCHHEM B TIOMELIEHUSX apXUBa YCIOBHUH, He-
O0XOIUMBIX ANIst 0BECTIEYEH S COXPAHHOCTH JIOKYMEHTOB.

Opranusauus paGoTl 10 BeCHUIO yUeTa JOKYMEHTO000pOTA U KOJHYECT-
ba JIell, BBIAAY€ apXHBHBIX CHPABOK HA OCHOBE NAHHBIX, HMEIOIIUXCS B JOKY-
MEHTax apXxHBa.

CocrapneHne ycTaHOBIEHHON OTYETHOCTH.

PaspaboTka nonoxxenuil u MHCTPYKIMH 1O BeIEHHUIO JEJONPOU3BOACTBA U
OpTraHM3allK apXUBHOIO [ea.

4. Ctpyxrypa, ynpapiienne H paGoTHHKH

4.1 OpranusanuonHas crpykrypa OTella ¥ Bce H3MEHEHUs B Helf ofl-
PCICIAIOTCA 3aMECTHTENEM PEKTOpa [0 KafpaM M oOLIUM BOIPOCAM IO COTJia-
COBAHHUIO C PEKTOPOM M OQOPMISIOTCS IPHKA30M PEKTOPA.

4.2 3aBenyromuil KaHuenspuell opraHusyer paboTy xaHLespuH. 3aBe-
AYIOIMH apXHBOM OpraHu3yeT paboTy apxuBa. 3aMecTHTENb pexKTopa 1o Kaj-
paM ¥ 0611HM BOPOCaM KOHTPOIUPYeT paboTy KaHLENSPUH 1 apxuBa.

4.3 PaboTHUKAMH KaHLENAPUM M apXuBa SBISIOTCS rpaxxaaHe, y4acrt-
BYIOLIME CBOMM TPYAOM B UX NEATEIHOCTH Ha OCHOBE TPYIOBBIX NOTOBOPOB,
3aKIIIOYCHHBIX C PEKTOPOM B COOTBETCTBHH CO LITATHBIM PACIHCaHHEM.

Bemosnnenne paGoTHEKaMH — CBOMX JOJDKHOCTHBIX OGS3aHHOCTEH per-
TAMEHTHPYETCSI UX NOJDKHOCTHBIMH HHCTPYKUHAMY, HPHKA3aMH, pacHopsKe-
HUSAMH PEKTOpa, yKazaHUSAMH 3aMECTHTEN PEKTOpa MO KaipaM H OOLIUM BO-
pocaM, peKTopa aKaJeMuiu.

5. Ilpaga

5.1 Kanuensapus u apxuB HMeET I1paBo:

- TpeboBaTh W NOJYy4YaTh B CTPYKTYPHBIX NOAPA3HAENCHUSIX CBENCHHS M
MaTepHabl, HeOOXOUMBIE IS OCYIIECTBIICHHS ASSTENBHOCTH IOAPa3IeIeHHil;

- HE NPUHUMATh K HCHOJHEHHIO H O(QOPMIIEHHIO HOKYMEHTBI, KOTODBIE
NPOTHBOPEYAT 3aKOHOAATENBCTBY, COAEPKAT OMMOKH M HCIpaBieHUS, Hapy-
LIAKOT IpaBa pabOTHUKOB, CTYACHTOB U CllylIaTeneit;
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- aBaTk PYKOBOOHTEIIIM CTPYKTYPHBIX NOApAa3feneHuit AxageMun o6s-
SaTCNIbHBIC JUTS UCIIONHEHMS yKa3aHUs 110 BONPOCAM, OTHOCSIIHMMCS K KOMIIe-
TEHLMY KaHUEJIAPHU M apXuBa;

5.2 3aBenyrommuit KaHUeNnpHei, 3aBENYIOIIMA apXHBOM B TIpelenax CBOHX
IIOJJHOMOYH M HMEIOT IPABO:

- laBaTh yKazaHus, 00A3aTeNbHBIE /IS HCITONHEHHS BCeMM paboTHUKaMu
oTAena;

- BHOCHTb NPEANIOXKEHHUs PYKOBOACTBY AKaleMHH O IepeMelieHUH pa-
OOTHHKOB, UX MOOLIPEHUH 3a YCHELIHYIO paboTy, a TakKe HPeUIOKEHUST O Ha-
JIOKCHAN NUCHUIIMHAPHBIX B3BICKAHHH Ha PabOTHUKOB, HApyIMIAIOLIMX Tpyno-
BYIO HUCLHIUIHHY;

- BHOCHTDL Ha pacCMOTpeHHE PeKTOpa AKaieMHM NPEIJIOKEHUS [0 YIyH-
[ICHHIO NEsTEeNPHOCTH AKAJEMHH U COBEPLISHCTBOBAHHIO METONOB paboTs
KOJINCKTHBA, 3aMe4aHus IO NeATeNBHOCTH NPYTHX CTPYKTYPHBIX IOXpaszesie-
HUI;

5.3 IlpaBa u obs3annocTy pabotaukos Otnena OTIPENENSIFOTCS HX HOJDK-
HOCTHBIMHU HHCTPYKIHSIMH.

6. OTBeTCTBEHHOCT

6.1 3amecTuTeNb peKTOpa 10 Kagpam H O6IHM BOTIPOCaM HECET OTBETCT-
BCHHOCTL IIEpeNl PEKTOPOM 32 HaJUIeXKallee U CBOEBPEMEHHOE BLINIOIHEHHUE
GyHKUMH KaHLIENIpHI ¥ apXHBA.

6.2 Ha 3aBenyiommero KaHuenspuel H 3aBeAYIOLIEro apxuBOM BO3JIaraer-
Csl IEPCOHANIbHASL OTBETCTBEHHOCTS 3a;

- HeCoOJIoieHue PaGOTHHKAMH TPYIOBOTO PACIIOPSIAKA;

- HecobnroieHue PaboTHHKAME [IPaBUIT OKAPHON GE301aCHOCTH;

- HECOOMIOAeHHE WM HeHanexalee obecreyenne pykoBoACTBa AKaje-
MuH HHpOpMamyel 1o Bompocam paboTsI;

- HECBOCBPEMEHHOE, a TaK)Ke HEKaYeCTBEHHOE UCIIONHEHHE HOKYMEHTOB
U TIOPYYEHHUH PyKOBOJICTBA AKaAEMUHU;

- JeSATENbHOCTh PabOTHHUKOB.

6.3 OTBETCTBEHHOCTh PaGOTHHKOB KaHUENSAPHH ¥ apXHBa YCTAHABIIHBA-
eTCs UX MOJDKHOCTHBIMH UHCTPYKIHMSIMH.

3aMecTUTeNb PEeKTopa 10 KafpaM 1 (ﬂ%[» 7 — H.JO. Yerumenko
00IIHM BOIIpOCaM

COI''TACOBAHO

I'nasnslit Oyxranrep %&4/; H.E. Kotnsposa
IOpuckoHCYABT 7///5 // T.A. Bynsxuna
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