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1. O6mue noJioKeHHA

1.Kanuensapus sBIfeTcs CTPYKTYPHBIM TIofipa3fiefieHHneM (heaepalbHOTOo
rocyapcTBeHHOro Oro/KeTHOro o0pa30BaTeNBHOTO  YUPEKACHHS  BBICIIErO
obpazoBanus «KpacHomapckuii rocyaapcTBEHHBIH WHCTUTYT KYJIbTYpBD» (Hanee —
WHCTHTYT).

2. OcHoBHEIMU 1essiME KaHIIenapyun SBISFOTCS

- OCYILECTBJIEHHE JOKyMEHTaIllMOHHOI0 oOecrieueHus IHCTUTYTa;

- opraHuzanusi paboThl MO PErucTpalry, y4UeTy, XpPaHEHHIO H Iepenade B
COOTBETCTBYIOIIIME  CTPYKTypHBIE  MOIpa3[eleHus  JOKYMEHTOB  TEeKYyIIero
JEJIONPOU3BOJCTBA, B TOM YHWCJE NPHUKA30B M PaCHOpPSHKEHWH PYKOBOJICTBA, IIO
(GOpMHPOBaHUIO IET U UX cllaue Ha XpaHeHuUe.

3. OcuoBHOH 3ana4eii KaHnensapuu SBISIOTCA yCTAaHOBJIEHHE €IMHOTO MOPAAKa
paboTel ¢ mokymeHTaMu B cooTBeTcTBUU ¢ ['OCTamu u apyrumu OedCTBYIOIIMMU
HOpMaTHBaMHU.

4. B cBoeii pabote Kannenspus pyKkoBOACTBYeTCA:

- Hopmamu Korctutynuu Poccuiickoit @enepanuy;

— 3aKOHOJATeNILHBIMHU aKTaMH [0 apXuBHOMY neny Poccuiickoit @enepanuy;

— UHCTPYKIMSIMH U  METOOMYECKMMH pPEKOMEHIAIUsSMU  YUPEeKICHHI
®enepanbHO apxuBHOH cityx0b1 Poccuu;

— JEeHCTBYIOIIMMH HOpPMAaTHBaMH II0 BOIpOCaM JOKyMEHTAIlHOHHOI'O
obecnieueHus yIIpaBIICHIS;

— YcraBoMm HUHCTHTYTA;

— mpukazamu pekropa MHCTUTYTa;

— mpuka3zoM pekropa HWuctutyra ot 03.07.2018 roma Ne 179 «O6
YTBEPIKICHUH MTOPAIKa 0OPMIIEHHUS TOKyMEHTOBY;

— ocHoBHBEIMH nonoxeHusMu 'OCT P 7.0.97-2016 «Cucrema cTaHAapTOB IO
uHGopMaruy, OuOTHOTEYHOMY M HM3JarellbckoMy Jeny. OpraHu3alMoHHO-
pacropsiiuTeNbHas JoKyMeHTaIus. TpeboBaHus K 0OPMIIEHHIO JJOKYMEHTOBY,

— Hacrosmum [lonoxennem;

— KOJUIEKTHBHBIM JIOTOBOPOM.

5. Kannensipus HaxoOUTCs B HENOCPENCTBEHHOM IIOAYHMHEHHH HavYaJlbHHAKA
yIOpaBleHys IPaBOBOM U OpraHU3alHOHHO-KapOBOi paboTEL

6. PyxoBocTBO paboTO OCyIeCTBIAET Ha4allbHUK, KOTOPEIH HasHaYaeTCsa Ha
NOKHOCTh M OCBOOOXKIAaeTcss OT IOJDKHOCTH IpHKa3oM pekropa MHctuTyTa II0
IIPE/ICTABIEHHIO HaYaJbHUKA YIpaBIeHHs IPaBOBOH M OPraHU3alMOHHO-KaIpOBOK
paboTEHL.

7. CocTaB M KOJHYECTBO COTPYIHUKOB KaHIENIpHuu OIpenesseTCs MTaTHBIM
pacnucaHWeM U yTBep)Kpaercd pekropoM MHCTHUTYyTa 1O IIpeACTaBICHHIO
IIPOPEKTOpa 110 TBOPYECKOH U OpraHu3allMOHHOM paboTe.

8. Kanuenspuss ©MeeT KpyTiylo IedaTh CO CBOMM HAaHMEHOBAHHWEM M IITaMIIBI
HEeOOXOAMMBIE Ui OCYIIECTBIICHHUS IEATEILHOCTH.

9. Hacrosmee Ilonoxxenne o KaHnemsapuu ABIAETCA  BHYTPEHHUM

IOKYMEHTOM, OIpeleNsieT ee OCHOBHEIE 3a[a4M, (DYHKIHH, COCTaB, CTPYKTYpY,



IpaBa, OTBETCTBEHHOCTH, NMOPSAI0K OpPraHU3allud AEATEIbHOCTH ¥ B3aUMOLIECHCTBHS C
IPYTHMH ITOAPa3ICIICHUsIMH, a TAKKe CTOPOHHUMH OpraHU3allHsIMH.

10. Hacrosmee IlomosxeHue pa3paboTaHO B COOTBETCTBHH ¢ 3akoHoM PO
"O6 obpazoBanuu B Poccutickoit @enepanuu” ot 29 nexabpsa 2012 roga N 273-03,
Vcrasom HWHcTHTyTa W JPYTHMH 3aKOHOJATENBHBIMM U IIPaBOBBIMU aKTaMH,
PETIaMEHTHPYIOIIUMH  JeSITeIbHOCTE 00pa30BaTeNbHEIX OPraHU3alUdd BBICILETO
o0pa3oBaHHH.

11. Kanmenspusa co3maércs IO pelIeHMIO Y4YeHoro cosera MHCTHTyTa.
Cospmanue, IepeHMEHOBaHKe, pasfelieHne, CIUiHNe WId JukBupanusd Kanuenspuw
OCYIIECTBIIIETCS HAa OCHOBaHMM pEUICHUS YYEHOIO0 COBETAa M YTBEPIKIAETCH
pexkropom Hucturyta. [lpum wusmeHenum GyHKIME #  3agad Kannemapuu
IOJDKHOCTHBIE WHCTPYKIMK IlepepabaThIBarOTCS M yTBEPXKAAIOTCA PEKTOPOM
Huctutyra.

12. UHCcTUTYT (UHAHCHUpYeT AesATeNbHOCTh KaHILENIpHH MW OCYILECTBIAET
KOHTPOJIb HAJ ee JeATC/IbHOCTBI0 B  COOTBETCTBHH C  JeHCTBYIOIIMM
3aKOHOJATEIbCTBOM.

13. UacTuTyT 0OecnednBaeT KoMIUIeKToBaHUe KaHIenapiuu B COOTBETCTBHH C
TpeboBaHUAMHU 3aKOHOAaTenbeTBa Poccuiickoi @enepalnuy, a TakKe NPeaoCTaBIsIeT
HeoOXOAUMEIE CITy)KeOHble UM IIPOU3BOACTBEHHBIE IIOMEIIEHHUSA, DSIEKTPOHHO-
BEIYHCITUTENBHYI0, KOITUPOBAIEHO-MHOKHUTEIBHYI0, KOMMYHUKAITHOHHYIO TEXHUKY H
pacxomHble MaTepHaIIb.

2. ®yHKIHH

Kanmensapuss B Ipefenax TNpPeAOCTaBICHHBIX IIOJHOMOYHH OCYIIECTBIIAET
crenyronme QyHKIHN:

2.1. OOecrneueHre  CBOEBpEMEHHOH  00pabOTKM  IOCTymamoImed U
OTIIPaBIIIEMOM KOPPECIIOHISHIINH, €€ IOCTaBKH 10 HA3HAYEHHIO.

2.2. OcylecTBIeHHE KOHTPOJI 34 CPOKaMHM HCIIONHEHHS JOKYMEHTOB WU HMX
IIPaBHJIBHEIM O(DOPMIICHHEM.

2.3. PaspaboTka ¥ BHEIpEHHE HHCTPYKIIMH I10 BEACHHUIO AEIOTPOU3BOACTBA
Ha IpeANpPUsTHH (YIpe)KISHUH, OPraHH3aIhn).

2.4. Meroguueckoe pPyKOBOACTBO OpraHM3allMell eloIpOHU3BOJACTBA B
noapa3aeIeHHsIX.

2.5. KouTpons 3a [paBUIBHBEIM  (OPMHUPOBAaHHMEM, XDAHECHHEM |
CBOEBpPEMEHHOH ciauel [eJl B apXHB.

2.6. OOecrieueHHe BHEINHET0 W BHYTPEHHEro  JOKyMeHToobopora
HucTutyTa.

2.7. Ob6ecrieueHre YCTAaHOBIEHHOIO peXUMa JOCTyNa K JOKYMEHTaIluH.

2.8. BHempeHHE HOBBIX METOJOB M CPEACTB PabOTHI ¢ JOKYMEHTaMH.

3. BzaumopeiicrBusa Kannensipun
3.1. B mpomecce ocymlecTBIeHHs cBoux OyHkmuid  Kannenspud
B3aUMOJEHCTBYET CO BCeMH CTPYKTYpHBIMH HOApasfeneHusmu HMucTuTyTa IO
BOIIPOCAM:



— IOKYMEHTaLHOHHOIO 00ECIIeUYeH s UX e TEIbHOCTH;

— coOmrofileHHsT HOpM, IIpaBHJ, CPOKOB U TEXHOJOTHH HH()OPMAIHOHHO-
ITOKYMEHTAIIMOHHOTO 00eCIeueHNS,

— WCIIOJHEHHs IOpy4eHuil pekTopa MHCTUTYTa, pelIeHHI KOJUIETHALHOTO
opraua;

— ofecrie4eHHs]  TPOTPAaMMHEIMH ~ TPOAYKTaMH, HEOOXOAMMBIMH I
(GYHKLIHOHAPOBAHUS JOKYMEHTAIIHOHHOTO 00ecIieueH s, B TOM YHCIe IporpaMMaMu
AaHTUBHPYCHOM 3allUTEI, OJIaHKaAMH TOKYMEHTOB;

— OpraHu3aluy JoCTyIa K nHpopManroHHoMy dhorxy MHCTHTYTA;

— monydeHusi uH(popManmu, moctynatomeli B Kanuenspuro, B ToM ducie Ha
SIIEKTPOHHBIX HOCUTEIAX U OTIIPABKH [1OATOTOBIEHHONW KOPPECTIOHICHIIHH.

4. IIpaBa

Kannensapus umeer mpaso:

4.1. 3ampamuBaTh M IIONy4aTh OT BCEX CTPYKTYpPHBIX IIOApa3eiIeHUN
HNHucTrTyTa HHQOPMAIHIO, HEOOXOIMMYIO 7S OCYIIEeCTBICHUS CBOEH NesTeTbHOCTH.

4.2. IlpyuHUMaTh ydacThe B NMPOBOAMMEBIX pekTopoM WMHCTHTyTa coBeIaHHSIX
IpeACTaBUTENeH CTPYKTYpPHBIX IOApPAa3feNIeHHH, a TakxKe APYrHX YUYPEeXKICHHH H
OpTraHU3aIii A1 pacCMOTPEHHUs BOIIPOCOB, BXOAAIIMX B KoMIleTeHIMIo Kanuensapuu
¥ CBS3aHHBIX C BHIIIOJTHEHUEM €€ 3a1a4 U (yHKIIHI.

4.3. YyacTBOBaTh B HAYYHO-IIPAKTUYECKHUX MEPOIPHUATHAX 110 HAIPaBICHUAM
nesitensHOoCTH KaHnemsapun.

4.4. BHOCHTH NpEIIOKEHUS [0 COBEPIISHCTBOBaHMIO paboTsl MHCTHTyTa B
00acTH WH(QOPMAIIMOHHO-aHAIUTUYECKORH JEesATeJIbBHOCTH M BHEIPEHHS HOBBIX
TEXHOJIOIMH BeIEHHUS JEJIONPOU3BOICTRA (IIEKTPOHHEIH JOKyMEHTO000POT).

4.5. TTpuBnekaTs ¢ corjacus pykosojcrBa MHCTHTyTa, COTPYAHHMKOB IPYTHX
CTPYKTYPHBIX TOApa3ieeHui Ui BBINONHEHHS paboT, CBA3aHHBIX C PEIIEHHEM
3ana4 KaHuemsapuu.

4.6. Tlonp3oBaThbcs  OTHOCAIMMHCA K  KommereHuud  Kanuemspuu
nH(pOpMalMOHHEIMA (oHZamMu HMHCTHTyTa B COOTBETCTBHH C YCT@HOBJICHHBIM
pasrpaHHYeHHeM IIpaB 0CTyIa K HHGOPMAaIIHH.

4.7. BruocuTh Ha paccMOTpeHue pekropa MHCTHUTyTa MpEACTaBICHHS O
Ha3HAYEHWH, IEPEMEICHUN W YBOIbHEHUH PaOOTHUKOB KAHIENAPHH, X IOOMIPEHUH
U HAJOXEHHMH Ha HHUX B3BICKAHWUU IMOCJE COTJIacOBaHUA C HAYaJIbHHKOM YIIPaBICHUS
IIPaBOBOI M OPraHU3aIlMOHHO-KaJpOBOH paboTEL.

4.8. TIpoBoAWTH NMPOBEPKH COCTOSHUSA JOKYMEHTAIlMOHHOTO OOECIEeYeHHs B
HOMpa3Jie/IEHUsX H JOBOAUTH HTOTH IIPOBEPOK JO PYKOBOAMTENEH CTPYKTYPHBIX
Hofpa3aeNieHuii I8 IPHHATHS  COOTBETCTBYIOIIMX Mep IO  YCTPaHEHHIO
HeJJOCTATKOB. BHOCHTH IPEIOKEHHS PEKTOPY O NPUBICUEHHH K JAUCLUILIMHAPHON
OTBETCTBEHHOCTH BO BCEX CIydasX HapyLIEHHs CTPYKTYPHBIMH MOJpasfeleHUusIMUA 1
JIOJDKHOCTHBIMH JIMIIAMH YCTaHOBIIEHHBIX IIPABUII pabOTHI C JOKYMEHTAMH.

4.9, KourponupoBaTh © TpeboBaTh OT DPYKOBOAUTENEH CTPYKTYPHBIX
TIOZpa3/eNeHUi BEIOIHEH)s YCTaHOBIEHHBIX IIPaBiil paboTHI C ZOKYMEHTaMH.



5. O6s13anHOCTH

Pa6otauku Kanuensapus obs3aHbL:

5.1. Pa3pabareiBaTh UHCTPYKIIHIO 110 JOKYMEHTAIIMOHHOMY OO€CIeueHUI0 AT
CTPYKTYpPHBIX mozpa3aenenuii Muacturyra.

5.2. PazpabatsiBaTh, BHEAPATE GOPMEI U OIaHKK JOKYMEHTOB U IIPEJICTABIATH
X Ha yTBepXkJaeHHe pekropy MHcTuTyTa. IIpOBOAKWTE KOHCYIBTALMK IO 3aIIpocaM
CTPYKTYpPHBIX Iofapasaenenuil Mucruryra.

5.3. OcyIecTBIATE IPHEM, YUET, PEeTUCTpaIHio, 0hopMIeHHe JOKYyMEHTOB, UX
SKCHENUIIMOHHYI0 00paboTKy, XpaHeHWe, a Takxke HHGOPMAaIHOHHO-CIPaBOYHYIO
paboTy 1o TOKyMEHTaM.

5.4. OpraHd3oBBIBaTh CBOEBPEMEHHOE pacCMOTpEHHE U  IIOATOTOBKY
MTOCTYMAIOIIUX JOKYMEHTOB, OCYLIECTBIIATH KOHTPOJIb 33 IIPaBHUIBHOCTBIO
oopMIIeHHA JOKYMEHTOB, MPEICTABIAEMbIX Ha IIOJIIUCE PYKOBOJICTBY.

5.5. OGecneynBaTh KOHTPOJIb Iepeaadd JOKYMEHTOB C PE30JIOLHeN peKTopa
CTPYKTYPHBIM IOAPa3IEICHUSM.

5.6. Oprasu3oBbIBaTh M3TOTOBIICHHE, KONMPOBAHME M  OIEPaTHBHOE
pasMHOXeHHe JOKYMEHTOB, pa3pabaThiBaTh U MPOEKTUPOBATE OJIaHKH JOKYMEHTOB.

5.7. Pa3zpa0aTbiBaTh CBOIHYI0 HOMEHKIATYpY Iel HHCTUTYTa, oOecreduBaTh
MOArOTOBKY HOMEHKJIATYP JeJl CTPYKTYPHBIMH TIIOfApa3feleHusMH, obecriednBaTh
XpaHeHHe JIe]l ¥ BeleHue apXWBa TPAOULMOHHBIX ¥ MAIlMHOYUTAEMBIX JOKYMEHTOB,
a TakKe OINEPaTHBHOE WCIIONB30BaHWE JOKYMEHTALMOHHONW  HH(OpMAlHH.
OcyIiecTBIsSTh KOHTPOJb 3a IPaBHJIBHOCTEIO OdopMieHHS U (HOpMUPOBaHU
CTPYKTYPHBIMH TIOApa3[eIeHussMH Jel M IOATOTOBKE MX K cJade B apxXWB
Hucrtutyra.

5.8. OGecrneynBaTh €IMHEIN MOPAAOK 0TOOpaA, yueTa, COXpaHHOCTH, KadecTBa
00palOTKH ¥ WCIONB30BaHUS JOKYMEHTOB, OOpa3yloIUuXcs B JIEATEIBHOCTH
HucTUTyTa, 11 Iepeiayl Ha roCcyIapCTBEHHOE XPaHEHHE.

5.9. Opranu3oBeIBaTh paboTy 10 0OpaIeHuAM IpakaaH.

5.10. 3aBepiaTh KONHWM [JOKYMEHTOB M IIOANMCH, B TIpelenax CBOeH
KOMITETEHITHH.

6. OTBeTCTBEHHOCTh

6.1. Kannensapus B Tuile HadalbHUKA HECET OTBETCTBEHHOCTD 34:

- HelmpaBOMEpHbIC HeHCTBUSA COTPYAHHMKOB KaHIENIpH#d B OTHOIICHHH
cTyxe6Hol HH(OPMAIHH, BeIylHe K Pa3IIalleHHI0 KOHQUIeHIIHAIbHEIX CBEICHHUN;

— HecoOIIOIEHNE TPYIOBOM U HCIIOTHATEIBCKON JUCHUIIMAEL B KaHIenspuy,

— pasrnamende KOHQUICHINAIHHOH HHYOPMALUH, YTPaTy HOCHUTENICH
KOH(UIEHINATEHOM HHGOPMALMK 1 HaHeCEHHe BCIISIICTBUE 3TUX JIeHcTBHH yiiepba
Wuctutyrty;

— He ofecreyeHre COXPAHHOCTH HWH(GOPMAaLMOHHBEIX pecypcoB MHCTUTYTa B
COOTBETCTBHH C YCTAHOBJIEHHBIM pa3rpaHUYeHHeM IIPaB JOCTYIa K HH(QOpMaliy;

— HEeCBOEBPEMEHHOE M HEeKa4eCTBEHHOe BEINONHeHHWe QyHKuui Kannensapuu,
M3JI0KEHHBIX B HacTosueM [lonoxennn,

— He obecmedenye ycloBril Tpyaa paboTHuKOB KaHllenspuu B COOTBETCTBHH C
CaHUTApHBIMH HOPMaMH;



— HEBBHIIOJHEHHE  IoNoxeHMd  MHCTpykumM 1O  [elIoNpOH3BOJICTRY,
yTBepXKIAeHHOH B MIHCTUTYTE.
6.2. OTBEeTCTBEHHOCTh COTpYAHMKOB KaHIleNspHH 3a HEBBIIIOIHEHHE CBOHX

o0sf3aHHOCTE!l ompenenseTcs B JODKHOCTHBIX HHCTPYKLUHAX YTBEPKAEHHBIX
pextopoMm MHcTHTYyTA.



