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1. O0mue noJioKeHHS

1. Kanuensipust ~ gBISIeTCS  CTPYKTYPHBIM — IIOAPA3JICICHHEM  yIIPaBIeHHUA
TIPABOBOM M OPraHU3al[MOHHO-KaIpoBOH paboTHl (elepalbHOro rocyJapCTBEHHOIO
OromKkeTHOrO0  00pa30BaTEeNBHOrO  YUYPEKOEHHS  BBICILETO 00pa3zoBaHus
«KpacHomapckuit rocy1apcTBEHHBIA HHCTUTYT KyJIbTYpbD» (Hanee - MHCTUTYT).

2. OcHoBHBIMU LiensaMu KaHIensspyuu SBIISIOTCA:

- OCYLIECTBIEHHE JOKYMEHTallMOHHOTO obecniedenus MHcTUTyTa;

- opraHuzanusg paboThl MO PErUCTpallM{, y4eTy, XPaHEHHIO M Iepelade B
COOTBETCTBYIOIIIME  CTPYKTYpHBIE  IOApa3feleHHs  JOKYMEHTOB  TEKYIUero
JIeJIONPOU3BOJICTBA, B TOM HHCJIE TNPHUKA30B U PACIHOPSIKEHHH DPYKOBOICTBA, IIO
(GhOpMHUPOBAHMIO JIeNl X UX CHAYe Ha XpaHEHHE.

3. OcHoBHO¥} 3amaueit Kaniendapuu sABIAIOTCA YCTAHOBJIIEHHE €IHUHOIO IIOPSIKa
paboTel ¢ mokymeHtaMu B cooTBeTcTBHHM ¢ ' OCTamu ¥ ApYyruMH [€HCTBYIOIITHMMU
HOpPMaTUBaMH.

4. B cBoeit pabote Kanuenspus pyKOBOACTBYETC:

- nopmamu Konctutyuuu Poccuiickoin @enepanyy;

- 3aKOHOJIaTEIBHEIME aKTaMH 110 apXUBHOMY Hery Poccuiickoii @enepaiuu;

- AHCTPYKIUSIMA W METOAWYECKUMHM  PEKOMEHAalWAMH  YUPEKICHHUH
denepanbHOi apxuBHOH ciiyk0bl Poccun;

- TloctanoBnenueM IlpaBurensctBa PO ot 3 HosOps 1994 r. Ne 1233 «O6
yTBepxkKIeHUH [lojioxeHus] 0 Topsaake oOpalleHus co cilyxkeOHoi HHpopManue
OrpaHUYEHHOTO pPACIpOCTpaHeHUs B (elepalbHEIX OpraHax HCIOJHUTEIBHOM!
BJIACTH, YIIOJHOMOYEHHOM OpraHe yIpaBieHHs UCIIOIb30BAHNEM aTOMHON SHEPTUH U
YIONHOMOYEHHOM OpraHe IO OOeCIIeUYeHMIO TI'OCy/JapCTBEHHOTO 00OPOHHOIO
3aKasan;

- ocHoBHEIMHE nonoxeHusMu "I'OCT P 7.0.97-2025. HamoHaneHBIH cTaHAAPT
Poccuiickoit @enepanun. CrcTeMa CTaHAaPTOB IO HHPOpMaLuH, OuOIMOTEeYHOMY K
u3gaTtenbekomy  germy.  OpraHuM3allMOHHO-DACIOpSAWTENbHAsd  JOKYMEHTAI[HS.
Tpebosanus K 0HOPMIIEHUIO TOKYMEHTOB";

- IeHCTBYIOIIUMHA  HOpPMaTHBAaMH [0  BONpOcaM  OOKYMEHTal[MOHHOTO
obecriedyeHusl yIIpaBIECHHS,

- YcraBom MHcTUTY TS,

- IprKazaMu pexkropa MucTuTyTa;

- HactosuM [lonoxenunem;

- KOJIJIEKTUBHBIM JOTOBOPOM.

5. Kannenapus HaxoAWTCS B HENOCPEACTBEHHOM IIOJYMHEHHMH HaYallbHHKa
yIIpaBJIeHuUs [IPAaBOBOH W OpraHH3allMOHHO-KaJIpOBOH pabOTEL.

6. PykoBomcTBo paboToil ocyliecTBIseT 3aBeIyIOIINN KaHIeIIpUeH, KOTOPBIH
Ha3HayaeTcs Ha JO/DKHOCTh M OCBOOOXKIAeTcsl OT NOJKHOCTH IPUKAa30M PEKTOpa
HMHCcTHTYTA 110 TPEACTAaBICHUIO  HAdallbHMKA  YIOPaBIEHHs  IIPaBOBOM |
OpraHU3alUOHHO-KaIpOBOi paboTHI.



7. CocTaB M KOJHYECTBO COTPYIHHMKOB KaHIenspuu onpenensercs LITaTHBIM
pacmucaHueM M yTBEpXKAaeTrcs pekropoM HMHCTHTyTa 10 IIpenCTaBICHHIO
HayaJbHHUKA YIIPABIECHHUS MTPABOBOM U OpraHU3alMOHHO-KaIpOBOM pabOTEHI.

8. Kanuenspus uMeeT KpyIiIyrO Ile4aTb CO CBOMM HAaHMEHOBAaHHEM H IITaMITEI
HEeOOXOIMMBIE JITI OCYIIECTBICHUS AEATECILHOCTH.

9. Hacrosuee [lonoxenue o KaHuensapuu sBIAETCS BHYTPEHHUM JOKYMEHTOM,
OTpeNeNieT ee OCHOBHBIE 3aJaud, (YHKIUH, COCTaB, CTPYKTypy, IIpaBa,
OTBETCTBEHHOCTh, IIOPSAOK OpraHW3allll AESATENbHOCTH X B3aUMOJIEHCTBHA C
OPYTUMH TOIpa3ieNeHUsIMHE, a TAaK)Ke CTOPOHHUMH OpraHU3alusAMH.

10. Hacrosimee Ilonoxkerne paspaboTaHo B COOTBETCTBHH ¢ 3akoHoM P® "O6
obpazoBannu B Poccuiickoit @enmepanun” ot 29 nexabpsa 2012 roma N 273-03,
Ycrapom WMHcTHTyTa W JOpYrMMHM 3aKOHOJATENBHBIMA W IIPABOBBIMU aKTaMH,
periaMeHTHPYIOIIUMH IeATeIbHOCTh 00pa3oBaTeNbHBIX OpraHM3alldi BBICILIETO
o0pazoBaHusl.

11. Kanuensapus co3ga€rcs 10 pelIeHWI0 Y4YeHoro coseTa IHCTHTYyTA.
Coznanue, epedMMEHOBaHHE, pa3jelieHue, CIUsiHUe MK JukBuaanus Kanuemspun
OCYIIIECTBISETCS Ha OCHOBAaHWU pelleHHs YYeHOro CcoBeTa M YTBEPXKIAeTCs
pexkropom Mucturyra. [lpu w3menenuu ¢yHkum#t u  3amad  Kannemspun
MOIDKHOCTHBIE MHCTPYKLUMHM IepepadaThIBAlOTCS W YTBEPKAAIOTCS PEKTOPOM
WuctutyTa.

12. Uuctutyt QuHaHCHpyeT nedTenbHOCTh KaHUemspuu H OCyILIeCTBISET
KOHTpPOJIb HaJ €€ [JesITENbHOCTBI0O B  COOTBETCTBHHM C  JEHCTBYIOIIUM
3aKOHOJIaTEIbECTBOM.

13. MuctutyT obecneunBaeT KoMmIiuiekToBaHue KaHLeNspuu B COOTBETCTBUU C
TpeboBaHUSIMHU 3aKoHOaTenbCcTBa Poccuiickoli Denepauy, a TakKe IpeaoCcTaBisieT
HeOOXOIUMEBIE CHy)XeOHBIE W IIPOM3BOJACTBEHHBIE IIOMELIEHUs, JJIEKTPOHHO-
BBEIYMCITUTENBHYIO, KOMPOBAIbHO-MHOKUTEIbHYI0, KOMMYHHUKAITHOHHYIO TEXHUKY H
pacxOHbIE MaTepHalbl.

2. OyHKUMH

Kannensapus B mpenenax IIPEeAOCTABICHHBIX IIOJHOMOYUKM OCYILIECTBIISET
ClIeqyromue QyHKIHUN:

2.1. Obecnieuenne cBOEBpPEMEHHOM 00pabOTKHU MOCTYIAIOIIEH U OTIPABIIEMOU
KOPPEeCIOH/ICHIIUH, €€ IOCTABKU I10 Ha3HAYEHHIO.

2.2. OcymiecTBieHAE KOHTPOJIS 33 CPOKaMH HCIIONHEHHS NOKYMEHTOB M HX
MIPaBUIBHBEIM 0(DOpPMIICHHEM.

2.3. Pa3zpaboTka W BHEOpEeHHEe MHCTPYKLHM 10 BEAEHHWIO NEIOINPOHU3BOACTBA B
Huctutyrte.

2.4. Metonu4yeckoe pyKOBOJICTBO  OpraHM3allMedl  JIeJOoIpOM3BOIACTBA B
HoApa3aeleHIsIX. '

2.5. KoHTpoms 32 mpaBWIbHEIM (hOPMHPOBaHUEM, XpaHEHHUEM U CBOEBPEMEHHOM
ca4vey el B apXuB.

2.6. ObecnieueHre BHEIIHEIO U BHYTPEHHEI0 JOKyMeHToobopoTa MHCcTUTYyTA.

2.7. ObecnieueHrEe YCTAHOBIEHHOIO peXKuMa JOCTyTa K JOKYMEHTAITHH.
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2.8. Opranusanus 4 BeZleHHe 0coOOTo MOps/Ka y4era, XpaHeHus ¥ 00paleHus
C [MOKYyMEHTaMH, COJEpXKallUMH CIyKeOHyI0 HWHGOpPMAIMI0 OrPaHUYEHHOTO
pacmpoctpanenust (¢ rpupom « I ciry>ke6HOro MoIb30BaHUM WM aHATOIMYHEIM),
B COOTBETCTBHH C TPeOOBaHUAMH 3aKOHOMaTeNsCTBa Poccuiickoit Menepaiuy.

2.9. BHenpenue HOBBIX METO/IOB U CPEICTB PabOTHI C JOKYMEHTAMH.

3. BzaumogpeiictBusi Kanuensapuu

3.1.B  mpomecce  ocymecTBieHHs =~ CBOMX  (QyHKimi  Kannenspus
B3aUMOJIEMCTBYET CO BCEMH CTPYKTYPHBIMH IonpasfeneHusMu HHcTuTyTa 110
BOIIpOCaM:

- TOKYMEHTAIHOHHOT0 00EeCIIeUeHIS UX JEATENLHOCTH;

- coOmoneHHus HOpPM, IPaBHJ, CPOKOB U TEXHOJOTHH HH(GOPMAIMOHHO-
JIOKYMEHTAI[MOHHOTO 00ecneueHu;

- HCIOJIHEHMs IOpy4eHHHM pekTopa MHCTUTYTa, pelleHW# KOJIErHaIbHOro
oprana;

- obecriedeHust  NPOrPaMMHBIMH  NPOAYKTaMH,  HEOOXOAUMBIMH IS
(QYHKIIMOHUPOBaHHS JOKYMEHTAllUOHHOTO O0ECIIeUeHHUS, B TOM YHCJIe IPOrPaMMaMu
aHTUBHPYCHOM 3aIlUTHI, OJTaHKAMU JIOKYMEHTOB,;

- OpraHu3alyy JocTyna K HHpopManuoHHOMY Gouny MHCTHTYTA;

- TOIydeHHs MH(pOpMaluy, rnocrynaromel B KaHuenspuio, B TOM YHCIe Ha
3JIEKTPOHHBIX HOCUTENAX U OTIIPaBKHU IIOJTOTOBIEHHON KOPPECTIOHIEHIUH.

4. [IpaBa

Kanuemnspust umeer mpaso:

4.1. 3anpamBaTh M IOTy49aTh OT BCEX CTPYKTYPHBIX IOZpa3ieieHuit
HucTrTyTa HHGOPMAIHIO, HEOOXOAUMYIO IS OCYIIECTBIEHHS CBOEH JIeATeIbHOCTH.

4.2. IlpuHMMaTh ydacTHe B IIPOBOIAUMBIX PEKTOPOM MHCTHTYTa COBEINAHHAX
IIPEICTaBUTENIEeH CTPYKTYPHBIX IMOIPA3NENCHUM, a TakkKe APYTUX YUPEXKICHHH H
OpraHu3alliil JJI pacCMOTPEHHS BOIIPOCOB, BXOSIIMX B KoMIeTeHIuo Kannenspuu
U CBSI3aHHBIX C BEINIOJIHEHUEM ee 3a1a4 U (PYHKIIHH.

4.3. YyacTBOBaTh B Hay4HO-IIPaKTHYECKHX MEPOIPHITHSAX 10 HAIPAaBICHHIM
nesaTenbHOCTH KaHuenspuu.

4.4. BHOCUTB IpPEINIOXKEHUS IO COBEpIIEHCTBOBAHHIO pPaboThl MHCTHTYTa B
obmacTd MHPOPMALMOHHO-aHAJIUTHUECKON [NeATENEHOCTH M BHEIPEHHS HOBBIX
TEXHOJIOTHH BeIeHH IEeI0NPOU3BOICTBA (3IEKTPOHHEIN IOKYMEHTO000pOT).

4.5. Tlpusnekats ¢ coryiacusi pykoBoacTtBa VHCTHTyTa, COTPYIOHHKOB APYTHX
CTPYKTYPHBIX TIOJpasAeICHUN IUIA BBIIOJIHEHUS pPalOT, CBS3aHHBIX C pEIIEHHEM
3aga4 Kanmemspuu.

4.6. ITonb3oBatbes OTHOCSIIIIUMMCS K KOMIIETeHIIUH Kannemnsapuu
HHQOPMAIMOHHBIMA (PoHIaMKM FHCTHTYTa B COOTBETCTBHH C YCTAaHOBJIEHHBIM
pasTpaHUYeHHEM IIPaB JOCTyIa K HHGOpMAIIHH.

4.7. BHOCUTP Ha paccMOTpeHHMe pekTopa WHCTHTYyTa MpencTaBlIeHHs O
Ha3Ha4YeHHH, IEPEMEIIEHHH W yBOJbHEHHH paO0THUKOB KaHIENSIPHH, UX MTOOIIPEHHH



W HaJIOKEHHM HA HUX B3BICKAHHMH IIOCIIE COTTIACOBaHUS C HAYAILHHUKOM YIIPABICHMUS
IIPaBOBOH U OpraHU3aMOHHO-KaIPOBOM pabOTHL.

4.8. IIpoBOJUTE IIPOBEPKH COCTOSHHUS ITOKYMEHTAIHOHHOIO OOecleYeHHs B
MOApa3/eleHusAX U JOBOJUTH HTOTH IIPOBEPOK IO PYKOBOTHUTENEH CTPYKTYPHBIX
NOApa3fieleHHid  JUId  IPHHATHAS  COOTBETCTBYIOIIMX Mep TI0  YCTPaHEHHIO
HEIOCTAaTKOB. BHOCUTE NpeIoxKeHHs: PeKTOpY O NPUBIEYSHUH K IWCIUIUIHHAPHOM
OTBETCTBEHHOCTH BO BCEX CJIy4Yasx HapylIeHWs CTPYKTYPHBIMHU IOJpa3eIeHHsIME K
IOOJKHOCTHBIMH JIMI[AMH yCTaHOBIIEHHBIX IIPABHII Pa0OTHI C JOKYMEHTAMH.

4.9. KontponupoBaTh u  TpeboBaTh OT pPYKOBOMHUTENEH CTPYKTYPHBIX

N0J(pa3/eJIeHUH BBIIOJNHEHUS YCTAHOBJIEHHBIX MIPaBUII PabOTHI C JOKYMEHTAMH.

5. O0s13aHHOCTH

Paborauku Kanuenspus 00s3aHbI:

5.1. Pa3pabarbIBaTh MHCTPYKLHMIO IO JOKYMEHTAIIMOHHOMY OOECIIEUEHHIO JIIs
CTPYKTYPHBIX IoJpasaeneHuii Macturyra.

5.2. Pa3zpabaTbiBaTh, BHEAPATH GOPMBI U OJaHKHM JOKYMEHTOB U IIPEJCTABIIATEH
UX Ha yTBepxleHue pexropy MHcrutyrta. IIpoBOAMTHE KOHCYNBTALMK IO 3aIIpocaM
CTPYKTYPHBIX NoApazaeneHuii Mucturyra.

5.3. OcymiecTBiATh IpHeM, y4eT, periucTpalnio, ohopMieHne JOKyMEHTOB, UX
SKCIEIUIIMOHHYI0 00paboTKy, XpaHeHHe, a Takke HHGMOPMAIHOHHO-CIIPABOYHYIO
paboTy Mo JOKyMEHTaM.

5.4. Opranu3oBBIBaTh ~ CBOEBPEMEHHOE  PAacCCMOTPEHHE W IOJArOTOBKY
IOCTYIAKOMUX  JOKYMEHTOB, OCYIIECTB/IATb KOHTPOIb 32 IIPABUIBHOCTHIO
oopMIIeHHs JOKYMEHTOB, IPEICTaBIsIeMbIX Ha IOAMNUCEH PYKOBOZCTBY.

5.5. OGecnednBaTh KOHTPOJIb NEpeJadyd JOKYMEHTOB C PE30JIOLHMEdl peKTopa
CTPYKTYPHBIM IOJIpa3ieNIEHUSIM.

5.6. Opranu3oBbIBaTh ~ HM3rOTOBIIEHHE,  KOIHMPOBAaHWE W  OIEpPaTHBHOE
pa3MHOXXEHHe JOKyMEHTOB, pa3padarhiBaTh U IIPOEKTHPOBATH OJaHKH TOKYMEHTOB.

5.7. Pa3pabaTbiBaTh CBOJHYH) HOMEHKJIATYpY Hell MHCTHTYTa, OOecIeunBaTh
[IOATOTOBKY HOMEHKJIATyp HeN CTPYKTYPHBIMH IOIpa3fiefieHusIMH, OOecreurBaTh
XpaHEeHHe JIell ¥ BeJeHUE apXHUBa TPAAULIMOHHBIX U MallMHOUYUTAEMBIX JOKYMEHTOB,
a TakKe OIepaTWBHOE HCIIOIB30BaHHWE JOKYMEHTAI[HOHHOM HHGOpMAaIUH.
OcylecTBIsAT KOHTPOJL 3a IPaBUIBHOCTBIO OQopMIIeHHS U (GOPMHUPOBAaHUS
CTPYKTYPHBIMH IIOApa3felleHHAMH MelI M IIOATOTOBKE HMX K CcHade B apXuB
HucTutyTa.

5.8. ObecneunBath eIUHBIA MOPSNOK OTOOpa, ydeTa, COXpPaHHOCTH, KadecTBa
00paboOTKM ¥ UCIOJB30BaHUS JOKYMEHTOB, OOpa3yIOIIUXcs B JESTENLHOCTH
WMHucTuTyTa, [I1A IIepelad Ha TOCYJapCTBEHHOE XpaHEHHE.

5.9. Opranu3oBEIBaTE paboTy M0 OOPAIEHUAM I'PaXKaaH.

5.10. 3aBepATe KONMH JOKYMEHTOB U TIOAIHCH, B TIpeAeNax CBOeH
KOMIIETEHLIUH.



6. OTBEeTCTBEHHOCTH

6.1. Kannensapus B iuie 3aBeAyIOIIET0 HECET OTBETCTBEHHOCTS 34!

- HEeIpaBOMEpPHBIE [AEHCTBUS COTPYAHHUKOB KaHIENspuH B OTHOIUICHHH
ciryxeOHOM HHPOpPMAaLMHY, BeAyIIHe K pa3rialleHui0 KOHOUIeHIIHATEHBIX CBEIEHHIA;

- Heco0JroJieHre TPYJO0BOH U HCIIOTHUTENBCKON AUCIUILTUHEI B KaHienspuu;

- pasryalieHie  KOHQUACHIMANbHOH  MH(pOpMalMM, YTpaTy HOCHTeNeH
KoHGbuIeHIHaTbHOW HHPOPMALIUY ¥ HaHECEHHE BCIIENCTBHE 3TUX NEeHCTBHIA yinepba
WNucTutyTy;

- He oOeclieyeHHe COXPaHHOCTH HH(OPMAIMOHHEIX pecypcoB MHCTHTYTa B
COOTBETCTBUY C YCTAHOBJIEHHBIM pasrpaHMYeHUEM IIPaB JOCTYya K HHPOPMAITHH;

- HECBOEBPEMEHHOE U HEeKa4yeCTBEHHOE BBINIONIHEHHEe (QyHKumH KaHienspuw,
W3JI0’KEHHBIX B HacTosmeM [lonoxenny;

- He obecnedeHue ycnoBui Tpyaa pabotHukoB KaHIenspuu B COOTBETCTBUH C

CaHUTapHbBIMHX HOPMAMH;

- HEBBINIOJIHEHHE  TIOJNOXKeHWUM ~ MHCTpyKIMM 10  JelonpOH3BOACTRY,
yTBEpKIeHHO! B MHCTHTYTE.
6.2. OTBETCTBEHHOCTh COTPYOHHKOB KaHIlenspuu 3a HEBBHINOIHEHHE CBOHX

obsi3aHHOCTeHl onpeznensercs B JOJDKHOCTHBIX HHCTPYKIMSX — YTBEPIKIEHHBIX
pexropoM MHCTUTYTA.
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JIucr oznaxkomiienns c Ilosioxkenunem o moapasesieHun
Kanueasipus
ynpaBJ/ieHHS IPAaBOBOH
H OPraHH3alHOHHO — KaJAPOBOoii paboThl

@.1.0. paboTHuKa, HoskHOCTE paboTHHKA, IMoanuce JHara
03HAKOMHBLIErocs ¢ O3HAKOMMBILIETOCH €
JOKYMEHTOM JIOKYMEHTOM

[Tpumeyanus




