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Mutnctepereo obpalosanus i nayku PO

p [oaomenne f ), e
VABAHOBCKHI TOCYAAPCTBENMBIA VHHBEPCHTET SIS WS TP ERTYPRN AR [l
[ICT] - Ynpasiesne JOKYMEHTAIHOMHOI O obecnesenns Pejakiing 4 -

1. OBUIHE NNOJTOKEHUSA

I.1. ¥Ynpasnenue A0KyMEHTaUMOHHOrO obecnievenus (ganee - Ympasienue) ssisercs
CTPYKTYPHBIM NOJIpasjiesieHneM (eaepanbHOro rocy1apeTBeHHOr0 GH0/LKETHOro 00pa3oBaTe/IbHOrO
VUpek/IeHHA BbiClIero obpa3oBaHus «YILAHOBCKHH IOCYIAAapCTBEHHbIA YHHBEPCHTET» (1anee —
yary).

1.2. B cBoeit pabore YnpasieHue pyKOBOACTBYETCSH ACHCTBYIOUIMM 38KOHOATEIbCTBOM
P®, npuxazamu u pacnopsikeHnsiMn Munuctepersa obpasosanus u Haykn PO, [NocyaapcreeHnoii
CHCTEMOH OKYMEHTaUHOHHOTO obecnevenus ynpasiaenus (I'CJIOY), npaBuiaMu, HHCTPYKIMAMH,
METOIHYCCKHMMH PEKOMEHIALMAMU  YUPEKIEHHH [OCY1apCTBEHHOH apXMBHOH ciaykOel P,
Yerapom Yal'V, nokanbHbiMu HopmatieHbiMi aktamu Y al'V, wactosmumm llonokenuewm.

1.3. ¥npapienve BO3IrAaBiseT HAYaabHUK., KOTOPBIA HEMOCPEACTBEHHO MOAYHHACTCH
pextopy Yal'y.

1.4, Ynpasiedue uMeeT Kpyriyio nevyars U [TaMbl CO CBOMM HAUMEHOBAHHEM.

1.5, Mecronaxoxaenne: 432017, 1. Yabanosek. ya. Jlesa Toacroro, 42.

2. HEJIN U 3AJIAYH YITPABJIEHWS

2.1. OcHOBHO#H UeIbl0 YNpaBIeHHs SBISETCS OPraHW3alMs, KOOPAMHALMSN, KOHTPOAL H
peanusauus paboT 110 AOKYMeHTaHOHHOMY ofecnedeHuio aesrenbHocT Yial'y.

2.2. Uexoas u3 ueneit. YnpapieHue peliaeT CleVIOUIHe 3a1auu;

e ofecrieyeHne W KOHTPOIIb 3a COOMOCHHEM €/IHHOIO MOPIAKA OpraHu3aiii padboTsl ¢
JOKYMEHTAMH B B COOTBETCTBHM C YTBEPAUICHHBIMY CTAHAAPTAMK, NOI0KEHHAMH, HHCTPYKIIHAMM;

e o0ecreyeHHe KOHTPO/IS HCIOIHEHHS JOKYMEHTOB!

e obecrnieyenue paboThbl peKropara;

e opraiusauus pabor N0 KOMIUIEKTOBAHHMIO, XPAHEHHIO, YYETY H HCMOIb30BAHHIO
apXHBHBIX JIOKYMEHTOR, 00pa3yIouMxcs B npouecce geste sHocrn Yal'V:

e coseplueHcTBoBanne Gopm M MeroaoB paborbl ¢ JokyMmenrtamu, paspaforka u
BHEJPEHHE  HOPMATHBHBIX M METOJAHYECKMX  JIOKYMCHTOB [0 COBCPIUEHCTBOBAHHIO
JAOKYMEHTALHOHHOTO 00eCe|eHns.

3. ®YHKUIHH
B coorBeTcTBHE ¢ OCHOBHBIMH 3a/1a4aMHi Y NPAB/ICHHE PCATH3YCT CACAYIOWNC PYHKIHH:
3.1. [Tlpuem. perucrpauus u oOpaGorka BxomuMX JA0KyMeHTOB. [loaroroska

JIOKYMEHTOB /U151 [1PE/ICTARICHHA PEKTOPY.

3.2.  Perucrpaivs B OTOPABKA HCXOIALIMX JOKYMEHTOB,

3.3.  Perucrpanus npuKasoB No OCHOBHOH /CATE/IbHOCTH, MPHKA30B O HalpasieHUH
pPabOTHHKOB B KOMAHAHPOBKY M PACTIOPSAAEHHUI peKTopa.

34, @opmupoBaHue U NOJIEPKAHHE B AKTYLTBHOM COCTOSHHM 0a3bl JaHHBIX 110 YYETY
JOKYMEHTOB (BXOIAIIEH M HCXOIAIIEH KOPPECMOHACHLHH, NIPHKA30B 110 OCHOBHOH 1eSTe/ILHOCTH,
NPHKA30B O Hanpas/ieHHH pabOTHMKOB B KOMaHIMPOBKY W pacnopsxeHuit pekropa) B
EKTPOHHOM hopme.

3.5, Xpuucuue HPHKA30B 1o OCHOBHOH 1€ TC/ILHOCTH, IIPHKA30B O HANpaB/JICHHA
pabOTHHKOB B KOMAHJAMPOBKY M PACHOPSKEHHA PeKTopa, (OPMHUPOBAHME €1 U [epelavn B
apXHB.

3.6. [lpHeM AOKYMEHTOB Ha NOANKCE PEKTOPY, KOHTPO/IL [IPABHIILHOCTH HX O(GOpMICHHS
B coorBercTBHH ¢ MHCTpyKuMed no ae10npou3BoACTBY Y/AbSHOBCKOIO TroOCYIapcTBEHHOIO
YHHBEPCHTETA.

3.7.  OcyuecTBieHHe pacCbUIKH JIOKYMEHTOB B COOTBETCTBYIOUIHE CTPYKTYpPHbIE
NOAPA3ALICHUS YHUBEPCHTETA Ha OYMAKHOM H/HIH FTEKTPOHHOM HOCHTEISX.

3.8. OGecneuene  COXPaHHOCTH  OCHOBHBIX  A0KYMeHTOB  Yal'V  (yupeaurenbubix
JOKYMEHTOB, TMUEH3Hil. CBH/ACTEAbCTB H Ip. ).
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3.9. Boutava 3aBepeHHbIX KONWA OCHOBHLIX JOKYMEHTOB [0 3alpocam pyKOBOAHTEICH
noapasaeaeHuit Yal'y (yupeauTe bHbIX A0KYMEHTOB, THICH3H, CBHACTE/ILCTB | Ap. ).

3.10.  Ywyacrtue B npejeiax CBOMX NOJHOMOUHIT B pa3paboTKe M COIACOBAHMH JTOKATBHBIX
HopmaTHBHBIX akToB YaI'Y, B T.4. nokymentoB CMK (craHaapToB, noiomeHui, HHCTPYKUHIL H
ap.).

3.011. VYuer u XpaHeHHe MOLIMHHUKOB JOK&IbHBIX HOPMATHBHBIX aktoB Yal'V. 8 T.u.
AokymentoB CMK' (nosoxennii. MHCTPYKIMIl M ap.), KOHTPOIHPOBAHHE M3MEHEHMIL, BHECEHHE
3ANUCEH B JTHCT PErHCTPALMH M3MEHEHHI ITUX JOKYMEHTOB B COOTBETCTBHM CO CTAHaPTOM
yHHBepeuTeTa « Y npasiaenne jokymentams CMKn».

3.12.  Tloanepxanue B aKTYaIbHOM COCTOSHHHM IOKYMEHTHPOBaHHOH uuopMannu B
CHCTEME VICKTPOHHOI'0 JOKYMEHTOOOOPOTA B Npe/ie/iaX CBOHX NOJIHOMOYHIA,

3.13.  TloaroToBka NpoeKTOB NPUKA30B 0 KOMAHANPOBAHHH COTPYAHHKOB Y IV, Bhitaua
CAYREOHBIX 3a1aHUH COTPYIHHKAM, PETHCTPALHA PabOTHUKOR, NPHOLIBAIOLIMX B KOMAIIMPOBKY B
yary.

314, TloarotoBka NpoekTOB NPHKA30B HA OCHOBAHHM PCLUCHMH, NPHHATHIX YUYEHBIM
cosetom Yal'y.,

3.15.  TloarotoBka NpOEKTOB NPHKAIOB N0 OCHOBHOI JCSTEIbHOCTH, PACIIOPSKEHUH M0
AAMHHHCTPATHBHON JEATE/IBHOCTH B COOTBETCTBMU ¢ TPeOOBAHHAMH JIOKATLHLIX HOPMATHBHBIX
aktoB Yal'V, nokymentoB CMK (cTanaaproB, noa0KeHHi, HHCTPYKIHIA U p.) B IPEAC/1ax CBOMX
KOMIETEHIHMA.

3.16.  3aka3, y4er v Bbiaaua 6.1aHKOB 1TMCEM.

3.17.  Xpaseuue repOoBoi nevat. 3aBepeHHE JIOKYMEHTOB repOoBOil neuaTpio B
cooTBeTCTBHM ¢  MHCTpYKuMed 1o  Aenonpou3BojACTBY  YIbSHOBCKOTO  FOCYApCTBEHHOIO
YHHUBEPCHTETA.

3.18.  OGecneuenne paboThl peKTOpaTa B COOTBETCTBHYU € YTBEPAACHHBIM [los0KeHHEM.

3.19.  TloctaHoBka Ha HAIOTOBBIA yyer 000COGICHHBIX CTPYKTYPHBIX [0/1pa3ieieHui
yary.

3.20.  OpraHusauns KOHTPOIS 33 CPOKaAMH M XO/A0M HCIOJHEHHS JOKYMCHTOB B
noapasjeeHuaX Yal'V B COOTBETCTBHN € YTBEPHIACHHBIM MOPAAKOM, 00001IEHHE Pe3y.ibTaToB
KOHTPOIIS W NPeAOCTaBIeHHe HHGOPMaLIMK O Pe3yIbTaTax pyKOBOJACTBY.

3.21.  Opranusaums npuema. ydera W XPaHSHWsS aApXMBHBIX  JOKYMEHTOB M3
noapasaenenuii Yal'y.

322,  Co3jganue W NOJVIEPKAHHE B aKTYLIBHOM COCTOAHHH HHQOPMALHOHHO-NOHCKOBOI
CHCTEMBI 110 APXHBHBIM JIOKYMCHTaM.

3.23.  Bblzaya apxXMBHLIX CNPABOK., NOAIOTOBKA OTBETOB HA 3AMPOCHL! [PakAaH M
Oprasu3anui.

324, IlposeaeHue IKCNEPTHU3bI UEHHOCTH JAOKYMEHTOB, OpraHusaius padboTbl
IKCNEPTHOH Komuccun Yal'y,

3.25. OxazaHHe METOJAMYECKOH MOMOIUK, OCYUIECTBICHHE TPOBEPKH [PABHILHOCTH
(opmupoBanus W odopMmieHHs Jen B cooTBeTcTBMM ¢ HOMEHKIaTypoil aen B CTPYyKTYPHBIX
10pas/ie/IeHUAX.

3.26. [lloarotoBka u  nepeaada  JAOKYMEHTOB  apxuBHoro domaa Yal'V  Ha
rOCYAapCTBEHHOE XPAHEHHE B YCTAHOBICHHOM MOPSIIKE.

3.27.  CocrasieHHe M [PeJICTABICHHE TOJ0BbLIX Pa3/Ie/I0B ONHCEH /€1 MOCTOSHHOIO
XpaHeHus H 10 JIHYHOMY COCTABY HA PACCMOTPEHHE IKCIEPTHO-MPOBEPOUYHOH KOMHCCHH
O061aCTHOIO rOCYAAPCTBEHHOTO Yuper1eHus «l ocy1apeTBeH bl apxuB YIIbSHOBCKOH 061acTH»,

3.28. [lpeacraBaenue B YCTAHOBACHHOM nopsaike B O01acTHOE rocylapeTBeHHOe
vapescaenue «l'ocyaapersennbiii apxus YIbaHOBCKOH 001acTHy» CBeACHR 0 coctase n oObeMe
APXUBHBIX JOKYMeHToB Ynl'Y.

3.29.  llpoBeseHne NEPBHYMHBIX HHCTPYKTAKEH M [IEPHOJIMYECKHX COBEUAHHH no
BEJCHHIO  JENONPOH3BOACIBA € COTPYJAHMKaMM. HA3HAYCHHBIMH  OTBETCTBEHHBLIMH  3a
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AENONPON3BOACTBO B nojapazjenciusx. KoucyapTupoBanue cotpyasukos Yial'V no sonpocam
BEICHHA 1€10NPOH3BOICTBA.

3.30. Ocyuwecrsienne KoHTpoas 3a paboToit ¢ JOKYMEHTAMH B CTPYKTYPHBIX
NojApasIe/eHUsAX B  COOTBETCTBHH C  VTBEPHKJICHHBIMH  CTAHJapTamM,  TOJOKEHHIMM,
HHCTPYKUHAMH,

331, Paspaborka HHCTPYKTHBHBIX H METOAMUYCCKHX JJOKYMEHTOB 10 JIC/I0IPOH3BOICTRY.

3.32. Paspaborka v KOPPEKTHPOBKA HOMEHKAATYphi e Yal'y.,

3.33.  Onpezenesne W 10CTAHOBKA  3a1a4  JIOKYMEHTAUHOHHOIO  o0ecreyeHus,
MOIEKALLNX aBTOMATH3ALINK.

4. CTPYKTYPA U YIIPABJIEHHE

4.1. Crpykrypa YnpasieHHs oOlpeieisercs pelaeMbIMi  3aJadaMi, BbINOJIHACMBIMH
(YHKUMAMH, @ TAKKE YCJIOBMAMH M OCOOEHHOCTAMHM paldoT. BO3IOKEHHBIX Ha YrpasieHuwe, W
OTpaXacTCs B IITATHOM PacliHCaHHi, KOTOpoe yTBepikaaeTcs pektopom Yal'y,

4.2. B cTpykTypy YnpasieHHs BXOIAT CICAYIOUIHE CTPYKTYPHBIE NOAPA3ICICHHUA:

e o0wwuit oTaen;

®  CEKTOp YNPaB/IeHUA OPraHU3aLHOHHON JIOKYMEHTAlHEH;

®  apxus.

4.3. O0uiee M HENMOCPEJACTBEHHOE PYKOBOACTBO YIPABIEHHEM OCYUIECTBIAET HAYAIbHHK,
KOTOPbLIH HA3HAYACTCS HA JIOKHOCTL M OCBODOKIAETCA OT J0IKHOCTH NPHKA3oM pextopa Yal'V.
Hauaibuuk  yipasieHus A0KYMEHTAMOHHOrO odecneyeHus padoTaeT B HENOCPeICTBEHHOM
nojgynHen pekropa YalV n KOOpanHHpYeT CBOK JIEATENbHOCTh ¢ NOMOUIHMKOM peKkTopa no
QIMHHHCTPATHBHON 110JIMTHKE,

4.4. JlestenbHocTh  pabOTHHMKOB — YNpaBieHHS  PErJaMEHTHPYETCH  JIOJUKHOCTHBIMH
HHCTPYKUMAMH. JlOJDKHOCTHBIE MHCTPYKUMH yTBepAaaiores pekropom Yal'V. llpu  w3meHeHun
¢yHkunit 1 3a1a4 paboTHUKOB Y NpaB/ieHUs 10/KHOCTHBIC HHCTPYKLHH NE€PECMATPHBAIOTCH.

5. BBAUMO/IEHCTBHE C JIPYTHUMM ITOAPA3JIEJEHUSIMU

5.1, JIns peanmsaumyn cBoux (QyHKUMI YrpasieHwe B mpollecce CBOeH JIesTebHOCTH
B3AMMO/ICHCTBYET CO BCEMH CTPYKTYPHBIMU noApasjeienusmu Yal'y,

6. TIPABA H OBSI3AHHOCTH

6.1. Ynpasienue umeer npaso:

®  3anpaliMBaTh B CTPYKTYPHbIX nojapaszjaeieHusax Yal'V uudopmaunio, HeoOX0aHMYIO
A5 peann3alni CBOMX (yHKIH:

®  KOHTPOJAMpOBaThL M TpeboBaTL OT CIPYKTYPHBIX noapazieneuuii Yal'y seinognenus
YCTAHOB/ICHHBIX MpaBHil padoThl ¢ JOKYMEHTAMH!

® BO3BpalllaTh MCMNOJHHTEIAM Ha 0pabOTKY JIOKYMEHTBl, [MOArOTOBIEHHBIE ¢
HapyIleHHEM yCTAHOBICHHBIX TpeOOBaHMIA,

®  [IPOBOJAMTDL NPOBEPKH OPraHH3alliK ¥ BEACHHA 1€ 101IPOH3BOICTBA B MOPA3ICICHHAX]

®  [OMIHCLIBATL M BU3UPOBATL JOKYMEHTHI B [PE1€/1aX CBOCH KOMMNETEHLMH:

®  BHOCHTH NPOEKTHI IPHKA30B U PACNOPsKeHHI B nipe/ie/iax CBOeH KOMICTEHIIHH:

e TpeboBarh OT CTPYKTYPHBIX MOApa3aeiIeHHil CBOEBPEMEHHOH MNepeiaun B apXuB
JNOKYMEHTOB, O(DOPMIICHHBIX B COOTBETCTBHH ¢ TPeDOBAHHAMH

®  BHOCHTb NPEAJIOKEHHs (10 BONPOCAM COBEPUICHCTBOBaHHA (opM U MeTO10B paboThl ¢
JOKYMEHTAMH, & Takxe 3PPEKTHBHOIO HCNONHEHHA KOHTPOIMPYEMBIX JIOKYMEHTOR;

® BHOCHTL Ha PAacCMOTPEHHE PEKTOpa MPEATOKEHHS O HA3HAYEHHH, NEPEMEICHHH H
VBOJBHEHHH COTPY/JIHUKORB ynpaanelmu. HUX MOOLIPeHHUS H HATTOXKEHHS HA HUX BILICKAHWIA!

®  BHOCHTH HA PACCMOTPCHHUEC PEKTOPA MNPEAIOKEHHA O [OOLUPEHHH W HAJIOKECHHH
B3LICKAHMI HA COTPY,/IHMKOB, OTBETCTBEHHBIX 3a /1€/10MPOH3BOICTBO B 101pa3ae/ICHHAX.
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® [IPHHUMAThL YYacTHe B COBCIUAHMAX, CEMHHApaX W APYIHX  MEPONPHATHAX,
OTHOCALLUMXCH K KOMNCTCHUHH Y IIPaBICHMA.

6.2. Ynpaenenue o0s3ano:

e ofecrieuMBaTh YCTAHOBJIEHHBIH NMOPAIOK paboThl ¢ JIOKYMEHTaMH B COOTBETCTBHH C
BbINOJIHAEMBIMH QYHKLMAMMU,

e ofecrneunBaTh BeINOIHeHHE TpeOOBaHHI JTOKAIBLHLIX HOPMATHBHBIX akToB Yil'V, B 1.4,
aokymentoB CMK:

e ofecrneynBarb COXPAHHOCTb JOKYMEHTOB B [1PE/1€/1axX CBOEH KOMIETEHUHH:

¢  [POBOAHTL TMOCTOAHHBIH AHAIM3 JEATEILHOCTH YnpaBaeHHs W paspabarbiBarh
MEpONPHATHA, HANMPAB/IEHHbIC HA €€ YIYYLICHHE!

®  BECTH JOKYMEHTALMIO TMOAPA3AC/IeHHs B COOTBETCIBMH ¢ TPeDOBAHMAMH CTaHIAPTOB
ISO cepun 9000, onuTrkoii B o61acTH KavecTsa U cranjapraMu OpraHn3alnm;

®  OpraHu30BaTh BhINOIHeHHE Tpebosanuit rokymentos CMK:

®  [IOCTOAHHO BbISABIATL HECOOTBETCTRHS, IIPOBOANTE AHAINS ¢ ONPEIL/ICHHEM [IPHYHH HX
BOIHHKHOBEH .

e  BbIpadaTLIBATL KOPPEKTHPYIOUIME JICHCTBHSA., KOTOPbI€ JOJKHBI COOTBETCTBOBATD
[10C/ICACTBHAM BBISBICHHLIX HECOOTBETCTBHI;

®  OCYUIECTB/ISTH ONEPaTHBHOE MUIAHHPOBAHHE CBOEH AEATEBHOCTH ¢ I0CHCAYIOLHMM
AQHAM30M PE3Y/ILTATOB CBOCH €A TE/IbHOCTH.

6.3. llpasa u oOsa3anHOCTH pabDOTHHKOB YNPaBICHHA ONPEACIAIOTCA J10IKHOCTHBIMH
HHCTPYKUHAMM,

7. DPHHAHCHPOBAHHE H OILTATA TPY/IA

7.1.Onnara Tpyaa paGOTHHKOB YNpaBlICHHS  JIOKYMEHTAUHOHHOrO  obecredeHus
OCYIIECTRIseTCs Ha ocHOBaHUHK [lonokenus 06 onnare Tpyaa padoTaukos Yal'y.

8. OTBETCTBEHHOCTb
8.1. YipasieHue, B JMUE HAYAIbHMKA., HECCT OTBCICTBCHHOCTH 3d HEKAYCCTBCHHOE M
HECBOEBPEMEHHOE BBINIOIHCHHE BOIOKEHHbBIX Ha Yipasienue Hactosumm [loaokennem 3aiad 1
(yHKUHRA.
8.2. OrBercTBeHHOCTL  palOTHHKOB — YnpapileHus — onpeiensiercs  A0TKHOCTHBIMH
MHCTPYKLHAMH M 3aKoHOaTebCTBOM PO,

9. PACCBLIKA

Kornuns nacrosiero Honoxenus nepeaaeTed no cueTeMe YICKTPOHHOro ,JOK}'!\IEHTOO(’OPOT&!
analmeuueM JOKYMECHTAUHOHHOIO 00eCNCeYEeHHs B COOTBETCTBHH € JIMCTOM PACCLLIKH,

10. XPAHEHHE

10.1. MNoanuuuuk Hacrosuero IlonoxkeHus XpaHuTes B YIpaBJIeHHH I0KYMEHTALIHOHHOTO
obecneyeHus.

10.2. Ha xopnopatussoM nH(pOpMALMOHHOM nopTane tgm.ulsu.ru pasmeuies 21K TPOHHBINA
JNOKYMeHT HacTosuero lonokenns.

HavaabHuk yupasaenus .
AOKYMEHTAUNOHHOTO obecnedenus / 0.B. KysosaTrkuna
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