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Cgeaenns o Ilooxennn

1  PA3ZPABOTAHO CumonoBoii T.}O., HauanbHHKOM OTA€/1a AeI0IPOU3BOICTBA.

2 YTBEPKJEHO U BBEJIEHO B IEVMCTBME Ilpukazom ot /4. (7% 2023 roga Ne &'fdfﬁ_é
3 BBEJIEHO B3AMEH Il CMK HI'YDY 5.5.0-035.02-2019 «lTonoxenue o0 otjene
JICJIONPOM3BO/ICTBAY, YTBEPXKIEHO 1puKazom ot 19.09.2019 Ne 407/0.

4 BHECEHO otze/oM [1eJ101poU3BOICTBA.
IKCHEPTHAS I'PYIIIIA:
PykoBoauTelib IKCIIEPTHOM IPYIIIBL.
['uaTOodT A.C. mpopekrop no unudpoBoit TpaHchopmanuu
YsieHbl DKCIIEPTHOM IPYIIIBL:
Jenucosa A.B., HayaJlbHUK IOPUIUYECKOTO OT/IEIIA;

3no6una H.B., HauanbHHUK OT/1€/1a KaJIpOB.

HacTosmmuii JOKYMEHT H U3MEHEHHsI K HEMY PacChUIAIOTCS B CTPYKTYPHbIE 1OJpa3/Ie/ICHUs B
TEYCHUE Tpex JHeH ¢ MOMEHTa YTBepKIACHHUS. M3MeHeHMs K JOKYMEHTY BBOJUITCS B JICHCTBHE

MPUKa30M PEKTOpa.
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1. O6mmue nooxkenns

I.1 Hacrosimee ITosnoxenue pernameHTHpyeT MpaBOBOi cTaTyc OT/eNa JAEJIONPOU3BOICTBA
(enepanbHOro  rocyapcTBEHHOro  OIODKETHOrO  00pPa30BATENIBLHOTO  YUPEXKIEHHS  BBICILIETO
obpasosanus «HoBocHOMPCKHIi rOCYIaPCTBEHHBINH YHHBEPCUTET JKOHOMMKH M yripaBiaerus « HUHX »
(nanee - PI'BOY BO «HI'YDV»), ycranaBnuBaer ero 3ana4u u GpyHKIMH.

1.2 Jleficteue nacrosimero Ilonoxkenus pacnpocrpansietcs Ha BeeX paGOTHHUKOB OTaesa
JIeNIONPOU3BO/ICTRA.

1.3 Otaen nenonmpoM3BOACTBa SBJSETCS CTPYKTYpHBIM mojpasjaeineniem ®IBOY BO
«HI'YDV», co3uan juis OpraHu3aiii CHCTEMBI JEJIONPOU3BOJICTBA, JOKYMEHTO0O0POTA, KOHTPOIA U
xpanenus JokymeHToB ®I'0Y BO «HI'YDV» B cOOTBETCTBHU ¢ HOPMATHBHBIMHU TPEOOBAHHAMH.

[Tonnoe HauMeHOBaHHKE: OT/IEN ACTONPOH3BOICTBA

Coxkparniennoe HaumeHoBan#e: O]

1.4 B BeaeHuu otaena ae10npon3BoacTBa HaxoauTes apxus @I'EOY BO «HI'VDV ».

1.5 Otzaen aen0onpou3BOACTBA BO3INABMISACT HAYAIBHHUK OT/IENA JCTONPOM3BOACTBA, KOTOPIi
Ha3HAYaeTCsl U OCBODOKIAECTCA OT JIOJKHOCTH IIPUKA30M PEKTOpA MO MPECTABICHUIO TPOPHILHOTO
MpOpeKTopa.

JomkHocTHBIE  O0S3aHHOCTH, TIOJIHOMDYMS W OTBETCTBEHHOCThH HAauyalbHUKA OT/Ie/a
JIEJIONPOU3BO/ICTBA ONPEACIIAIOTCS JI0JKHOCTHOH HHCTPYKITHEH.

1.6 HavanpbHMK OT/Aena JEMONMPOU3BOJICTBA HENOCPEJCTBEHHO TMOAYUHSIETCS POPEKTOPY 110
1 poBoit TpaHchopMaLIUHU.

1.7 CTpykTypa M IITaTHOE paclHCaHUe OT/eJIa JCIOTNPOU3BO/ICTBA YTBEPKAAKOTCS PEKTOPOM
110 TIPEUI0KEHHIO Ha4YaJIbHUKA OT/IENIa U M0 COTTIACOBAHUIO ¢ MPO(HILHBIM MPOPEKTOPOM.

Pacnipenenenne  oOs3anHOCTEH  Mexay paOOTHHKAMH — OT/ela  JIeJIONPOM3BOJICTBA
OCYIIECTBIICT HAYaJIbHHUK OTZENa JeJI0ONPOU3BOICTBA B COOTBETCTBUU ¢ HacToAmmM [lonoxkennem,
WHBIMH JIOKaJIbHbIMH 11paBoBbIMH akTaMu @I'BOY BO «HI'VDV » 1 10/5KHOCTHBIME HHCTPYKIUSIMA
pabOTHUKOB OT/Ie1a ACNONMPOU3BO/ICTRA.

1.8 Otzen nenonpou3BOACTBA OCYLIECTBISET CBOIO JAEATEILHOCTE B COOTBETCTBHH C ILUIAHOM
paboThl, YTBEPKJACHHOM B MOPSJIKE, YCTAHOBJICHHOM JIOKAJILHBIMH TIpaBoBbIMH akTamu ®I'EOY BO
«HI'YDVY».

1.9 Otzen nenompoM3BOJACTBA MMEET KPYIJble MEYaTH W IUTaMIIbl, YYTEHHBIE B MOPS/IKE,
YCTaHOBJIEHHOM JIOKa/JIbHBIMH MpaBoBeiIMH akTaMu PI'BOY BO «HI'YDV». BrnankoB m wuHoii
aTpuOYTUKH OTJIEJN JIe/IONPOU3BOJICTBA HE HMEET.

1.10 Otpen nenonpou3BOJICTBA PEIIAET BO3JIOKEHHBIC HA HETO 3a/[a4yd BO B3aMMOJICHCTBHH C
JIPYTHMH CTPYKTYpPHBIMH nojipasieneHusmMu @I'bOY BO «HI'VDV ».

1.11 B cBoel AeATENIBPHOCTH OTAEN AEIONPOM3BOJACTBA PYKOBOJACTBYETCS JEHCTBYIOLINM
3aKoHo/aTeNLCTBOM Poccuiickoit denepaninn, HOpMaTUBHBIMH JIOKyMeHTaMu MuHoOpHayku Poccun,
WHBIMH HOPMATHBHBIMH IpaBOBBIMH akTamu, Ycrasom PI'BOY BO «HI'YDV», KomanekTHBHBIM
noroopom ®I'bOY BO «HI'YDV», nacrosituum [losoxeHneM U HHBIMH JIOKAIbHBIMH PABOBBIMH

dKTaMH.
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.12 Otaen 1esnonpou3BojCTBa BeNeT CHYKeOHYI0 JOKYMEHTAlUI0O B COOTBETCTBUM C

YTBEPIKICHHOH HOMEHKJIATYpPOH JIell.

2. OcHoBHBbIE 3212494 U QYHKIIHH

2.1 Ored1 1e10NPOU3BOACTBA PellAeT CJAeAYIONHE 3aTa9H:

2.1.1 Paspaborka, opraHu3auus W KOHTPOJb 3a OCYIIECTBICHHEM €IHHOrO MOpsjaKa
JIOKYMCHTHPOBaHHs, Oopraiu3anuu padbotsl ¢ Jokymenramu, B coorBerctsuu ¢ CTO CMK HI'VDV
4.2.4-002.02-2022 JTenonpou3Bo/ICTBO.

2.1.2  Buexgpenne  craHgaproB  YHH(PHUUIMPOBAHHOW  CHCTEMBI  OpPraHHU3ALUMOHHO-
PaCIOPAIHTEILHON IOKYMEHTALHH.

2.1.3 CoBepiieHcTBOBaHHE (OPM ¥ METO10B pabOThl C IOKYMEHTAMH, B TOM YHUCJIE B CHCTEME
3NEKTPOHHOTO JIOKYMEHTO000poTA.

2.1.4 Buenpenue HoBeHmMX HH(OPMALMOHHBIX TEXHOJIOTHH B paboTy ¢ JOKyMEHTaMH
®I'bOY BO «HI'YDVY ».

2.1.5 PaspaGorka u BHeJpeHME HOPMATHBHBIX M METOAMYECKHX HTOKYMEHTOB IO
COBEPILIEHCTBOBAHHIO JIOKyMEHTAIlMOHHOTO obecnieuenus ynpasienus ®I'BOY BO «HI'VDVY» B
CTPYKTYPHBIX MO/Ipa3/ieJICHUsIX.

2.1.6 Obecnedyenre KOHTPOJISi MCIIOJIHEHHS M MTOATOTOBKH IOKYMEHTOB K Iepejiaue B apXHB B
COOTBETCTBHHM C JIEHCTBYIOIIUMH HOPMaTHBAMH.

2.1.7 KomniekToBanue apxuBa JOKyMeHTamH, oOpazoBaBuiMMucs B aesresibHoctd @IBOY
BO «HI'YDVY».

2.1.8 Cosjlanue Hay4yHO-CIIPABOYHOTO amapara K JOKYMEHTaM.

2.1.9 Yuer u ucnosb30BaHue JOKYMEHTOB, HAXO/LIMXCS Ha XpaHeHuH B apxuse ®I'BOY BO
«HI'YDVY».

2.1.10 Opranusanus XxpaHeHus JOKYMEHTOB, Haxoasmuxcs B apxuse ®I'BOY BO «HI'VDV »,
B TOM YHCJI€ DJIEKTPOHHBIX JIOKYMEHTOB, YYETHbIX JOKYMEHTOB H Hay4HO-CIIPABOYHOrO ammnapara K
JIOKYMEHTaM apXHuBa.

2.1.11 MeToauyeckoe pyKOBOJACTBO U KOHTPOJIb 3a (opMHpOBaHHEM H OGOpMIICHHEM JIell B
CTPYKTYpHbIX nojapasaeneHusx @I'bOY BO «HI'YDVY» u cBoeBpeMeHHO# nepenadeil HX B apXHB.

2.2 Orjen 1€10NMPOM3BOACTBA BBINOJIHAET CJAeAyomue QYHKIHT:

2.2.1 le;1onpon3BoOACTBO.

2.2.1.1 Opranusyer B nenom zenoipou3ssoactso B ®I'6OY BO «HI'VIV».

2.2.1.2 PaspabatsiBaeT, BHEJPSET HOBbIE TEXHOJIOTHYECKHE IPOLIECCHI pabOTHI C JOKYMEHTAMH
H JIOKYMEHTHO#H HH]OopMalHeii, criocoGCTBYIONINE COKPALIEHHIO CPOKOB ITPOXOKIACHHS U HCIIOIHEHHUS
JMOKYMEHTOB, NPUHMMAaeT Mepbl [0 YMOPAJOYEHUIO CcOCTaBa JIOKYMEHTOB, ONTHMH3ALUK
JOKYMEHTOIOTOKOB U JIOKYMEHTO000pOTa B LIEJIOM.

2.2.1.3 IlpunuMmaer yyacTHe B TIOCTAaHOBKE 3alay, NPOCKTHPOBAHHMH, O>KCILIyaTallMd M

COBEpPIICHCTBOBAHUM (B 4YaCTH  HMH(QOPMAUMOHHOTO  OOecreyeHws) AaBTOMATH3HPOBAHHBIX
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MHPOPMAIIMOHHBIX CHCTEM, a TaK)Ke HOBEHIIMX HH(OPMAIMOHHBLIX TEXHOJIOTHH, NMPHMEHSIEMBIX B
®I'BOY BO «HI'YVD V.

2.2.1.4 OpranusyeT CBOEBPEMEHHOE PAacCMOTPEHHE JOKYyMeHTOB pykoBoacTBoM PI'BOY BO
«HI'YDV».

2.2.1.5 Tlposepsier kauecTBO O(GoOpMIECHHS JIOKYMEHTOB, TNPEACTABIAEMbIX Ha [OJIHCHh
pykoBojictey ®I'EOY BO «HI'YVDV».

2.2.1.6 OcymiecTBisieT IKCIEIUIMOHHYIO 00padOTKY, MPUEM, PErUCTPALMIO, YYeT, XpaHeHHE,
JIOCTaBKY W PACCBhUIKY KOPPECMOHJIEHIMH (BXOMAIICH, UCXOIAIICH, BHYTPCHHEH), B TOM H4HCIe
1epeIaHHoM M0 CIIeIIHATBHBIM CPE/ICTBAM CBSA3HM, BEJET CIIPABOYHYIO paboTy 110 HEi.

2.2.1.7 OtnpasisieT KOPPECIOHICHIINIO YePe3 MOYTOBOE OT/IC/ICHHE U OPraHU3yeT IKCIpecc-
J0CTaBKY OTIIPaBJICHHH.

2.2.1.8 ObecneunBaeT COOTBETCTBYIOUIMI PEKUM JIOCTYNA K JOKYMEHTaM M HCIMOJIb30BaAHUS
HH(pOpMALIUH, COIEpKALIEHCS B HUX.

2.2.1.9 Opranuzyer # OCYLIECTBISET H3rOTOBJICHHE, KOMHPOBAHHUE, OINEPATHBHOC
pa3MHOMKEHHE JOKYMEHTOB.

2.2.1.10 BhInoJHSET 3aBepEeHHe KOTHii JOKYMEHTOB 110 OCHOBHO# aestenpHoctd PI'BOY BO
«HT'YDV».

2.2.1.11 OcymecTBIs€T METOJHYECKOEe PYKOBOJACTBO M KOHTPOJb 33 OpraHu3armuei
JIOKYMEHTALIHOHHOTO 06eceyeHnst B CTPYKTYpHBIX nojpasaenenuax ®I'BOY BO «HI'YIVY».

2.2.1.12 Bezer yuer o6bvema gokymerroobopora ®I'EOY BO «HI'VIV».

2.2.1.13 Opranusyer JeJIONPOU3BOJACTBA MO OOpalLICHHAM TpaxaaH B COOTBETCTBUM €O
CTaHJApTOM I10 IeTONpOM3BOACTBY U pabote apxusa PI'EOY BO «HI'VDIV».

2.2.1.14 OpraEmsyeT ¥ [OPOBOJUT MEPONPHATHA MO TOBBLILIEHHIO KBaIHM(pUKALMH
JIOJDKHOCTHBIX JIML, 3aHSTHIX [JOKYMEHTALIHOHHBIM OOecledYeHHeM JIeATEe/IbHOCTH dI'bOY BO
«HI'YDV ».

2.2.1.15 OcyuiecTBasieT METOIHUYECKOE PYKOBOJCTBO JEATEIBHOCTBIO JAPYTHX CTPYKTYPHBIX
10JIpa3/iesieH i TT0 BOIPOCcaM JIE/I0NPOU3BO/ICTBA.

2.2.1.16 Bemer B paMKax CcBOEi KOMIIETEHIIMH JEJOINPOU3BOJCTBO, OCYLIECTBIIACT
(hOpMHpOBaHHE M OTIPABJICHHE/TIOMYYEHHE KOPPECIOHACHUMA M JPYroi uHdopMauxH 1o
HIIEKTPOHHBIM KaHajlaM CBS3H.

2.2.1.17 Opranusyer BeicHHE HOPMATHBHO-CHIPABOYHOH HHQOPMAIMHK, OTHOC’IICHCH K
GYHKIUSM OT/eNa Ae01IPOU3BO/ICTBA.

2.2.1.18 Pa3pabGatsiBaer cBoaHyI0 HoMeHKaaTypy aen ®I'BOY BO «HI'YDVY», cranaapt no
JIeNIONPOM3BOJICTBY, (OPMBI JIOKYMEHTOB M JpYrHe JIOKAJIbHBIC HOPMATHBHBIC JOKYMEHTBI,
3akperuisiontue cucremy jenonpoussozictea ®I'bOY BO «HI'YOV».

2.2.1.19 KourtponupyeT NpaBWILHOCTE O(GOPMIICHHS JTOKYMEHTOB, MPEACTABIAEMBIX Ha
MO/ITHCH PYKOBOJACTBY (MCXOJISIIHE U BHYTPEHHHE JIOKYMEHTBL).

2.2.1.20 OcymiecTBiseT MOHUTOPHHI CPOKOB COIJIACOBAHHS U UCIIOHCHHSA JIOKYMEHTOB.
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2.2.2 ApxuBHOe /1€/10.

2.2.2.1 Opraunu3syer, He MO3/Hee, YeM yepe3 3 rojia 1ocie 3apeplieHus B JeIONPOU3BOICTBE,
MPHEM YHOPSIOUEHHBIX B COOTBETCTBHH C TpeODOBaHMSMH, yCTaHOBJICHHbIMH @DeaepanbHbIM
apXUBHBIM areHTCTBOM, JJOKYMEHTOB [TOCTOSIHHOTO ¥ BpeMeHHOro (cBbitne 10 eT) cpoKoB XpaHeHHs,
B TOM YHCJIE 10 JIMYHOMY cocTaBy, oOpazopaBmmxcs B jesreipHocTH PI'BOY BO «HI'VDVY»,
COIJIaCHO YTBEPAJIEHHOMY I'papuKy

2.2.2.2 CucteMaTH3UupyeT U pa3MeliaeT JOKYMEHTbI, 00pa30BaBIIHECs B X0/I€ OCYIECTBICHHUS
nestensHoct PI'BOY BO «HI'YDV » u nocrynarouue Ha Xxpanenue B apxus @I'BOY BO «<HI'VDV».

2.2.2.3 Bener yueT MOKYMEHTOB, HaxoJdlIuxcd Ha XpaHeHuH B apxuBe @®I'BOY BO
«HI'YDV».

2.2.2.4 Ocy1iecTBaseT MOJATOTOBKY M MPEACTABIIACT:

a) Ha pacCMOTpeHHe U corjiacoBanue 3KkcnepTHoil komuccun PI'BOY BO «HI'YDV» onucu
JIeJ1 IOCTOSIHHOTO ¥ BpeMEHHOTO (cBbIe 10 11eT) CPOKOB XpaHEHHs, B TOM HHCJIE I10 JINYHOMY COCTaBy,
a TaK)Ke aKThl O BBIACJIICHHU K YHUUYTOXKECHHUIO aPXUBHBIX IOKYMEHTOB, HE TOJUIEKAIIMX XPAHEHHUIO,
aKTbl 00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABUMBIX MOBPEIKACHUSIX aPXUBHBIX TOKYMEHTOB;

0) na yrsepknenue pexkropy ®I'bOY BO «HI'VDV» onucu aen nocTOSHHOIO H BPEMEHHOTO
(cBbite 10 7eT) cpoKOB XpaHEHHUsl, B TOM YHCJIe OTIHCH JeN 110 JJHYHOMY COCTaBY, aKThl O BbIEIECHUH
K YHHYTOKEHHIO apXUBHBIX JIOKYMEHTOB, HE MOUIEkKALMX XPAHEHUIO, aKThl 00 yTpaTre JOKYMEHTOB,
aKTbl O HEUCIIPABUMBIX MOBPEIKICHHUAX apXHBHBIX JIOKYMEHTOB.

2.2.2.5 TIpoBOAHT MEpONPUATHS 110 00ECIICYEHUIO COXPAHHOCTH JIOKYMEHTOB, HAXOIAUIHXCS
Ha xpanennn B apxuse ®I'’bOY BO «HI'VDVY».

2.2.2.6 Opranu3syeT Bblj1auy JIe] BO BpeMEHHOE I0JIb30BaHHe CTPYKTYPHBIM MOpa3ieICHHAM
®I'BOY BO «HI'YDVY» u 1pyrum opraHu3anusim, a Takyke HCIOJIHAET 3arpockl TPaXKIaH 10 Bblaaye
OPUIHHAJIOB IOKYMEHTOB.

2.2.2.7 OcyuiecTBisieT BeJCHUE CIPABOYHO-IIOUCKOBBIX CPEJICTB K JOKYMEHTaM apXuBa
OI'BOY BO «<HI'YDV».

2.2.2.8 Oka3bIBaCT METOIHYECKYIO TOMOIIb CTPYKTYPHBIM IOJpPA3/ICTICHUsM B COCTABICHHH
HOMEHKJIATYpPhl JIeJl COOTBETCTBYIOLIEIO MOjpasiesicHusi, B GOpMUPOBAaHUK U OGOpPMICHHH e, a

TaKXe B [I0JIFOTOBKE JIOKYMEHTOB K nepeaaue B apxu ®I'bOY BO «HI'YDV».

OTBercTBeHHBII pa3padoTYHK:

HavanbHuk orjesna 1en1onpon3BoCTBa T.1O. CumonoBa
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