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JlanHoe mocoOue pacKpbIBaeT OTHEIbHBIC BONPOCHI TEOPUU W TPAKTHKH
JeJONpOU3BOICTBa B opranu3anusax [Ipodcoroza, ponb qokymeHTa B JESTEIBHOCTU
NEPBUYHBIX U TEPPUTOPHAIBHBIX MPOQPCOIO3HBIX opranuzauuid. [Ipennararorcs
OCHOBHBIE TPeOOBaHUs, MIPEABSIBISIEMbIE K TPO(YCOIO3HOMY TOKYMEHTY B MPOIECCE €ro
COCTaBJIEHUS, CHCTEMATU3AIUU U XPAHECHUS.

Psan  TeM TMOCBSIIEHO OpPraHU3alMOHHO-PACTIOPAIUTENIbHBIM JOKYMEHTAaM,
CIIy’)k€OHBIM TTHMChMaM, OJIaHKaM MPOGCOIO3HBIX TOKYMEHTOB, MOPSAKY OpraHU3AIMH
KOHTPOJISI, BOIPOCAM apXUBHOI'O XPAHEHHUS.

B rmaBe «lIpodcoro3ublii MpakTUKyM» TPHBEACHBI 00pa3llbl M OTACIbHBIC
dbopmbl Harboee YaCTO COCTABIAEMBIX OPTraHU3AIIMOHHO-PACTIOPSAUTEIBHBIX U HHBIX
JOKYMEHTOB MPO(COIO3HBIX OPTaHU3AIUH.

Ha nam B3mmsia, mocobue COAEpKUT OTBETHI HA MHOTOUYHCIIEHHBIE BOMPOCHI
mpo(CcOr03HOTO aKTHBAa O0PA30BATENbHBIX OPTaHM3AIUi, KOTOpPHIE BCTPEUAIOTCS B
MpaKTuKe MpoCOI3HOM PaOOTHI.

Jns  mpencenareneii W mpod)COIO3HOTO aKTHBA TEPBUYHBIX, MECTHBIX
(pallOHHBIX, TOpPOACKHMX), PETHOHAIBHBIX (MEXPETUOHAIBHBIX)  OpraHU3alUM
[Ipodcoroza.
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BBEJEHUE

Opranuzanust JI€J0NPOU3BOJCTBA, MPABUIBHOE COCTABIEHUE CIYKEOHBIX
JIOKYMEHTOB, TIOJATOTOBKA MaTepuajoB K IUICHYyMaMm (3acelaHusiM KOMUTETOB,
COBETOB), 3aCEIaHUsIM MPE3UAUYMOB NPO(PCOIO3HBIX OpraHu3aluii, odopmicHUE
MPOTOKOJIOB, TOCTAHOBJIICHUN  SABJISIIOTCS HE TOJBKO HEOOXOAMMOW, HO U
HEOTHEMJIEMON YacThlO TMOBBIMICHUS APHEKTUBHOCTH PabOThl  TPOdCOI03HOM
OpraHU3aIlUU.

OcHOBHBIM HOCHUTeJeM HHpOpMalUU, UCToNb3yeMol B pabote IIpodcorosa,
SBJISIIOTCSI IOKYMEHTHI. JIoKyMeHTOM Mpo(CO03HON OpraHu3aIiud MOXET OBbITh Jr00ast
nHpopManus, Kacaromascs yYCTaBHOM  JEATENbHOCTH, 3adUKCHpOBaHHAs Ha
MaTepuaJIbHOM HOCUTETIE.

[Ipodcoro3nbie opraHuzauuu B CBOEH JEATENBHOCTH PETYISPHO CO3MAIOT,
NOJIy4aloT M WCHOJB3YIOT  pa3iMyHble BUJBI  JOKYMEHTOB: PYKOIUCHBIE,
MaITMHOMUCHBIE, SJIEKTPOHHBIE, KUHO-, (DOTO-, U UHBIC BUbI JIOKYMEHTOB.

[lockonbKy  ympaBiieHYeCKas JIeATEIbHOCTh BCErJa  OCYIIECTBISETCS C
NPUMEHCHHEM PA3JIUYHOr0 pojia JOKYMEHTAIMH, TO MPUHITO HApSAy C TEPMUHOM
«JIEJIOTPOU3BOICTBO»  MCIONB30BAaTh  TAaKXKE  MOHATHE  «IOKYMEHTAalMOHHOE
oOecrieyeHune eATeIbHOCTU MPO(COI03HON OpraHUu3aIuu».

Jlenonpous3BOACTBO BKJIIOYAET B C€0S HECKOJBKO CaMOCTOSITENbHBIX U
OJIHOBPEMEHHO TECHO CBSI3aHHBIX JIPYT C JAPYTOM BHUJIOB JICSATEIbHOCTH.

JlesiTenbHOCTh 1O pa3paboTke U 0GOpMIIEHHI0 O(UIHUATBHBIX JOKYMEHTOB
npo(COIO3HBIX OPraHOB, OpraHU3aIllMM MX JBMXKEHHUSA, y4eTa U XpAaHEHUS Ha3bIBACTCS
JEJIO0MPOU3BOICTBOM.

YacTp AeNONpoM3BOJICTBA, CBA3AHHAs C CO3JAHUEM JOKYMEHTA, Ha3bIBAECTCS
TOKYMEHTUPOBAHUEM.

Bompocel OBMKEHHMST M ydeTa JOKYMEHTOB OXBAThIBAIOTCS  MOHSTHEM
JTIOKyMEHTO000pOTA.

JleATenbHOCTh MO OpraHU3AlMU XPaHEHUs JOKYMEHTOB HA3bIBAE€TCS apXUBHBIM
TETIOM.

HestenpHOCTh Opranu3aruu [Ipodcoro3a obecreynBaeTCss CHUCTEMOW B3auMO-
CBSI3aHHOM YITPABIICHYECKOW JOKyYMEHTaUuu. Buj 3TOM NOKyMEHTAlMU ONpPENEIsieTCs
MOJIHOMOYHUSMH, TOPSIIKOM PACCMOTPEHHUS BOMPOCOB, OOBEMOM U XapaKTepoOM
B3aMMO/JICHCTBUSL TIPO(COIO3HON OpraHU3aliid C BBIMIECTOSIIIUMUA  TPOPCOIO3HBIMU
opraHaMu, ¢ OpraHaMy 3aKOHOJIATE€IbHON W UCIIOJHUTEIbHOM BJIACTH, C COLIMAIBHBIMU
MapTHEPaMHU.

OOmme TpeboBaHUS K JOKYMEHTHPOBAHHIO JESTCIHHOCTH PYKOBOISIIUAX |
WCTIOJTHUTEBHBIX TMPOQCOIO3HBIX OpraHoB yctaHapnuBatoTcs LleHTpansapiM CoBeToM
[Tpodcoro3a, BHIOOPHBIMM OpraHaMy TEPPUTOPUATBHBIX W TEPBUYHBIX IMPOQPCOIO3HBIX
OpraHu3aIm.

Konkpernsiii mepeuenb odopmisiemoin mokymeHntarmu B [Ipodcorose ompe-
TIETISIETCS CAMOCTOATEIHHO BHIOOPHBIMU MPO(COIO3HBIMH OpTaHAMHU.



JloKyMEHTBI MPO(COIO3HOM OpraHM3alMd HECYT HE TOJIBKO pa3HOOOpa3HbIE
OpraHU3alMOHHO-PACIIOPSIAUTENbHBIE (YHKIUU M SABISAIOTCS WH(OPMAIMOHHBIMU
UCTOYHUKAMHU, HO U (P HEOOXOJUMOCTH) CTAHOBSITCS BAXKHBIM CPEICTBOM
IOPUAMYECKOr0 JOKa3aTeiabcTBAa. BoO MHOrMX ciy4asix JOKYMEHTBhI —CIIy»Kat
€AMHCTBEHHBIM JI0KAa3aTEIbCTBOM MPHU BO3HUKHOBEHUHM UMYILECTBEHHBIX, TPYIOBBIX
U UHBIX CIIOPOB, PACCMATPUBAEMBIX CyJIaMH, MOATBEPXKAAsi TEM CaMbIM MEPBUYHOE
OTpeJIEICHNE TEPMUHA «TOKYMEHT» KaK «CIOCO0 J0Ka3aTeIbCTBaY.

HecmoTpst Ha TO, u4TO NpO(COIO3HBIE OpraHu3alli JEeMOKpaTH4HO, O€3
M3JIMIIHEN 3a0praHM30BAHHOCTU MOAXOAST B Ipoliecce MOATOTOBKH COOpaHHi,
KOH(epeHuH, 3aceaHnil KOJUIernaabHbIX MPO(COI03HBIX OPraHOB K O(QOPMIIEHUIO
npo(COI03HBIX  JOKYMEHTOB, OTBETCTBEHHOCTh 32 KAaueCTBO MPUHUMAEMBIX
NOCTAHOBJIEHUH, COCTABJICHUE U XPAHEHHE MPOTOKOJIOB U MHBIX JTOKYMEHTOB JICKHUT
Ha MpeacenaTeNaxX IpoPCO3HBIX OPraHU3alHH.

Kak mnoka3plBaeT MpakTUKa, OT TIPaMOTHO COCTaBJIEHHOI'O MpPO(COIO3HOI0
JOKYMEHTa, MPaBUJIbHON OpraHu3alii JOKYMEHTO000pOTa B 3HAUUTEIbHON CTENEHU
3aBUCUT OMNEPAaTUBHOCTh U A(OPEKTUBHOCTh BCEH OpraHU3alMOHHONW PpabOThI
Npo¢)COIO3HBIX OPTaHOB.

Heo0xonumMo mMOMHHUTB, YTO HENPaBUIBHO O(DOPMIICHHBIA JOKYMEHT TepseT
Ba)KHEWIIEE U HEOOXOJUMOE KAa4eCTBO — IOPUIUYECKYIO CHIIy. A 3TO 4UpeBaTo He
TOJIbKO OTKa30M KOMIIETEHTHOT'O OpraHa MPH3HATh ATOT JOKYMEHT, HO M OOJIbIIUMU
U3JIepKKaMu B paboTe Mpo(COIO3HBIX OpraHU3aIHil.



I'JIABA I.
OCHOBHBIE HOJIOKEHUSA AEJOITPOU3BOJCTBA B
OPTAHMBAIUAX ITPOPCOIO3A

Kaxk u3BecTHO, B II€JIOM BHYTPHUCOIO3HAs paboTa CYIIECTBYET U pa3BUBACTCS HE
TOJIKO B OOHIENpUHATON (YHusepcanvHoti) Qopme, B BHUIE O0O0O0OMEHHBIX
HOPMATHBHBIX aKTOB (VCMABOS, NOJONCEHUl, pe2laMeHmos, UHCMPYKYull), HO U B
BUJIC, HampuMep, KOHKPETHOTO TIOCTAHOBJICHUS MPO(COIO3HOTO OpraHa WIH
nmpoTokoJia npodcoro3Horo codbpanus (KoH(epeHIuu), Yepe3 KOTOPhIe OTpa)xaeTcs
COCTOSTHHE Y YPOBEHb OpTraHU3aIIMOHHON pabOTHI.

Oco6eHHOCThI0 PO COO3HON PabOTHI SBISIETCS U TO, UTO 3HAYUTENbHAS YaCTh
BPEMEHU  CHCIUAIMCTOB HW  MPOQCOIO3HOIO0  aKTWBa  3aTpadyuMBacTCs  Ha
HETIOCPEICTBEHHYIO MMOATOTOBKY PAa3JIMYHOIO pPoOJia JOKYMEHTOB. ODTO IMOATOTOBKA
IPOEKTOB IMOCTAaHOBJICHUH MPO(COIO3HBIX OPTraHOB, COCTABIICHHUE CIPABOK, pa3padoTKa
NPOEKTOB KOJUICKTHBHBIX JIOTOBOPOB U COTJIANIEHWH, JIOKAJIbHBIX HOPMATHBHBIX
JOKYMEHTOB, aHaJIN3 MaTepPHaJIOB M MOJATOTOBKAa MH(OpPMAIU, OTBETHI Ha MHUChMa U
xano0bl wieHoB [Ipodcorosza, 00001IEHNE CTATUCTUYECKUX JAaHHBIX U T. 1.

J1eIonpor3B0ICTBO B MPOQCOO3HON OpraHU3aIMK BKIIOYACT B CeOS:

1) co3ganue gokymMeHTa (TMChMO, IIOCTAaHOBJICHHUE, IPOTOKOJI, CIIPaBKa U T.1I.);

2) opraHuzanuio padoThl C JOKYMEHTOM (pEerucTpaius, THpPaKHpPOBAHHE,
OTITpaBKa, UCTIOTHEHUE, YIET U XpaHEHUE).

1.1. OCHOBHBIE ITIOHATHUSA

AKT — JIOKyMEHT, COCTABJICHHBI HECKOJBKUMH JIHIIAMH (KOMHCCHEH),
TIOJITBEPIKAAIOIINIA YCTAHOBJICHHBIE (PaKThI, COOBITHSI .

Baank mpokymeHTa - HaOOp PEKBU3UTOB, WIACHTUPHUIUPYIOMUX (HU3UIECKOE
WIN IOPUINYECKOE JIUIO0, CO3/IaBIlee MTUChbMEHHBIN JIOKYMCHT.

baank npo¢)cor3HOro 10KyMeHTa - GopMa yTBEP)KIEHHOTO B YCTAHOBICHHOM
nopsiike OJIaHKa ¢ oTpakeHHueM oduinaabHol cumBoIuKH [Ipodcoro3a u peKBU3HTOB
poCOr03HOM OpraHu3aIuy.

BusupoBanue JOKyMeHTa — DJIEMEHT PEKBH3UTA JOKYMEHTA, BBIPAXKAIOIIUN
corjacue WM HeCOTJIaCHe JIMIA, WJIM OpraHa, He SBIISIONIETOCS aBTOPOM JIOKYMEHTA, C
coJiepKaHNeM JTOKYMEHTA.

JleJIOoNpoOM3BOACTBO -  JEATCIBHOCTh,  OOECICUMBAIONIAs  CO3JIaHHE
OoQUIMANTBHBIX JOKYMCHTOB W OpraHM3aldi0 pPadOThl ¢ HUMH B OpraHU3aIusaX
[Tpodcoro3za.

Jesonpou3BoacTeo B Mpo¢)CO3HOM OPraHM3alUM - JICITECIbHOCTh amnmapara
mpocoro3HO# opraHu3anuu WIK TPOPCOIO3HOTO AaKTHUBA, OXBATHIBAIONIAS BCIO
cucteMy paboThl € JOKYMEHTaMH. OJTO M3rOTOBJIEHHE OJIAaHKOB, IOJATOTOBKA
JIOKYMEHTA, JIOKYMEHTHPOBaHHUE, dbopmupoBaHue nen, OopraHu3anus
JOKyMEHTO000pOTa, KOMIUIEKTOBAHHUE, YUY€T, OpPraHU3alMs TEKYIIEr0 U apXUBHOIO
XpaHeHuss W wuHasg paboTra C JOKyMEHTamMHu, OOpa3oBaBUIMMHUCS B peE3yJbTaTe
NEeATEeNbHOCTU MPO(COI03HON OpraHn3alui U BEIOOPHBIX MPO(COIO3HBIX OPTraHOB.

7



Jles10 - COBOKYITHOCTh JIOKYMEHTOB WJIM OTAEJIbHBIA JOKYMEHT, OTHOCSIIUECS K
OJIHOMY BOIIPOCY WJIM YYaCTKY JeaTelIbHOoCTH opranu3anuu [Ipodcoroza.

Bua npogcorozHoro JOKymMeHTa - IIPUHAUICKHOCTb JIOKYMEHTa K
ONPEAECICHHOW TpYyIIe AOKYMEHTOB II0 NPU3HAKAM COJAEPKAaHUA U  LEJIEBOTO
Ha3zHa4YeHUs NMPodCOI03HON NeATETbHOCTH.

B pabGore ¢ JOKyMEHTaMHU  HUCMOJB3YIOTCA  pPa3jIU4HbIE  TEPMUHBI,
XapaKTEePU3YIOIIME JIOKYMEHT: O(PUIMAIBHBIA JOKYMEHT, TMOJJIUHHUK, KOIHUS,
3aBEpECHHAs KOMUS, JIMYHBI JOKYMEHT.

IonIMHHMK JOKYMEHTA - IEPBbIN WM €IMHCTBEHHBIN SK3EMIUISAP JOKYMEHTA.

Konusi nokymeHnTa - JOKYMEHT, TOJHOCTBIO BOCIIPOU3BOASIINI HH(DOpMAIIHIO
NOJJIMHHUKA JOKYMEHTAa W €ro BHEIIHWE MNPU3HAKH, HE HUMEIONIUN IOPUANYECKOU
CHUJIBI.

3aBepeHHasi KomMsl - KONUA JOKYMEHTA, Ha KOTOPOM B COOTBETCTBUU C
YCTAHOBJICHHBIM MOPSJIKOM MPOCTABISAIOT HEOOXOAUMBIE PEKBU3UTHI, TIPUAAIONINE il
OPUINYECKYIO CUITTY.

Oduunanbubiii.  nMpodCOO3HBIA JOKYMEHT — JOKYMEHT, CO3JIaHHBIN
opraHu3alen Wi T0HKHOCTHBIM JIMIIOM opranu3aruu [Ipodcoro3a u opopmiieHHBIN
B YCTAHOBJIEHHOM MOPSIAKE.

JIOKyMEHT NMOCTOSTHHOT0 XPAHEHUSA - JOKYMEHT, KOTOPOMY B COOTBETCTBUU C
HOPMATUBHBIMM JOKYMEHTaMHM U HWHBIMM [PABOBBIMH aKTaMHU YCTaHOBJIEHO
OeccpodyHoe XpaHEHHUE.

JIOKyMeHT BpPEMEHHOr0 XpPAaHEHHMsI - JOKYMEHT C YCTaHOBJIEHHBIM CpPOKOM
XpaHEHUs, 110 UCTEYEHUN KOTOPOTO OH MOJJIEKUT YHUUTOKEHUIO.

JlokymeHTHpOBaHue — duKcanus HHGOPMAIMU HA MAaTepUATBLHBIX HOCUTEISAX
B YCTAHOBJIEHHOM IOPSIIKE.

J{okyMeHT0000pOT — ABMKEHHE JOKYMEHTOB C MOMEHTA MX CO3JaHUs WIIH
MOJIYYEHUS 10 3aBEPIICHUS UCIIOTHEHUS, IOMEIIEHUS B JI€JI0 U (UJIM) OTIPABKH.

JoKHOCTHAsT HMHCTPYKIHUA — IIPABOBOM  aKT, PETYJIUPYIOIMIUA U
pETIAMEHTUPYIONTUN TIpaBa, OO0S3aHHOCTH, OTBETCTBEHHOCTb M 00BEM pPabOTHI
JOJKHOCTHOTO JIULA.

3aro10BoK O(QPUIHAJIBHOIO JOKYMEHTAa - PEKBU3UT JIOKYMEHTa, KpaTKO
W3J1ararolliil €ero CoJiepKaHue.

3asiBjIeHHe — BHYTPEHHUM CIIY>K€OHBIN TOKYMEHT, KOTOPBI MpeaHa3HAYEeH IS
JIOBEJICHHMSI 10 CBEJICHUS BBINIECTOSIIETO JOMKHOCTHOTO JIUlla O(QHUIIHATEHOTO MHEHUS
(TpochOBI) TOMYUHEHHOTO JOHKHOCTHOTO JIHIIA.

HomeHnkJiatypa aeJ1 - CHCTEMaTU3UPOBAHHBIN IIEPEYEHb HAMMEHOBAHUM JIEI,
dbopmupyembix B opranuzanuu [Ipodcorosa, ¢ ykazaHuEeM CPOKOB UX XPAaHEHUS.

OoOpamenue 4wiena Ilpogcoro3a - HanpaBIeHHBIE B MTMCBbMEHHOM BUJE WIH B
AIEKTPOHHO-ITU(POBOH Popme B opranuzaiuio [Ipodcoros3a nmpeanokeHue, 3asBiIeHAC
WM Kajgoba, a TakkKe YCTHOe oOpamieHue pabOTHHKA, SIBISIIONIETOCS YICHOM
[Tpodcorosa, B mpodcoro3HyI0 OpraHU3aIHNIo.

Opra"nu3anuoOHHO-PACIIOPAAUTEIbHbIE AOKYMEHTBI - JIOKYMEHTHI,
UCIIOJIb3yeMBbIE B c(pepe pyKOBOACTBA MPOPCOIO3HON OpraHU3alUEeH.
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Odopmiienne JO0KyMeHTa - TMPOCTABICHHE HEOOXOAUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX NMPAaBUJIAMU JOKYMEHTHUPOBAHHUS.

IlocranoBieHNMe —  pacnoOpsSAUTENbHBIA  (YIpaBICHYECKUH)  JTOKYMEHT,
MPUHUMAEeMbIil  TIpodCOrO3HBIM  coOpaHueM (KoH(pepeHue) Wik BbBIOOPHBIM
KOJUIETHATbHBIM MPOPCOIO3HBIM OPTraHOM.

IoaroroBka (co3panue) npodcor03HOro AOKyMeHTa - cOop u oOpaboTka
HEe0OXoIUMON HMH(pOpPMaIMU, MOATOTOBKA MPOEKTa MPO(PCOI3HOIO JTOKYMEHTA, €ro
oopMIiieHrE, PECTAaBICHUE Ha YTBEPKIACHHE.

IIpoTokon — opraHu3alMOHHO-PACHIOPSIUTENbHBIA JOKYMEHT, (PUKCHUPYIOIIHIA
X071 00CY>KJIE€HUSI BOIPOCOB U MPHUHATUSA HA COOpaHUM WM 3acelaHUU TPO(CO03HOTO
opraHa peueHui (3anuch BCEro npoiiecca, MPOUCXOASIIETro Ha 3aceJaHuu, COOpaHHH).

IIpodcoro3nblii.  JOKyMeHT - oO(UIIMATBHBIA  JOKYMEHT, CO3JJaHHBIN
[Ipodcorozom, opranuzanueit [lpodcorosa, pUANIECKUM WK (PUBHUECKUM JIAILIOM,
OQOpMJICHHBII B YCTAHOBJIECHHOM IOPSIKE M BKIIOUYEHHBIH B JIOKYMEHTOOOOPOT
opranuzaiuu [Ipodcorosa.

Pacnopsizkenne —  pacnopsauTeNbHBIM  (YNpaBlIEHYECKHH)  JOKYMEHT,
u3aBaeMblii  mpencenarenieM  opraHuzauuu - [Ipodcoroza  Kak  €IMHOIMYHBIM
BBIOOPHBIM MPOQPCOIO3HBIM OPTaHOM.

Perucrpanusi JOKyMeHTa - TPUCBOCHHUE JOKYMEHTY PETHCTPALIMIOHHOTO
HOMEpA U 3aMKCh B YCTAHOBJICHHOM IMOPSAKE CBEJICHUN O TOKYMEHTE.

Pe3osroniusi JOKyMEHTA - PEKBU3HUT, COCTOSIIIMN U3 HAJMHCH HA JOKYMEHTE,
C€JIaHHOM PYKOBOJIUTENEM MPOGCOI03HON OpPraHu3aIii U COAEPKALIUNA MPUHATOE UM
peuieHue.

PexBM3MT JOKYMEHTa - 0053aTeNbHBIN 3JIEeMEHT 0)OpMIICHUS TOKyMEHTA.

Cucrema padoThl ¢ JOKYMEHTAMH - OpraHu3alus JOKyMEHTOOOOpOTa,
XpaHEHUS W MCIOJb30BaHUS JIOKYMEHTOB B TEKYIEH NEATEIBHOCTU TPOGCOI03HON
OpraHU3aluu.

Cayxba 1eionpou3BOJACTBA — ATO CHEIUAIUCT WIM Tpynmna mnpogCcor3HOro
aKTHBA, 3aHUMAIOIIHECS BOIIPOCAMU JI€JIONPOU3BOICTBA.

B cdepy nestenbHOCTH CityKObI A€IONPONU3BOICTBA BXOIAT:

o y4eT, peTUCTpPAIMsI U TIepeIada N0 HAa3HAUYCHUIO BXOMSIICH U UCXOAIIEH
KOPPECIIOHACHIUY;

o opraHu3zanus padoThl 0 COCTABIECHUIO HOMEHKIATYPHI U ()OPMHUPOBAHUTO
1€, IPOBEICHUE IKCIIEPTU3bI LIECHHOCTH JOKYMEHTOB;

o o opMIIEHUE TIPOTOKOJIOB MPOQPCOIO3HBIX COOpaHuil (KOH(EpeHIIHii);

o BeJicHHE W OQOpMIICHHE TPOTOKOJIOB 3acefaHuil  TPOo(COI03HOTO
KOMHTETA (Ipe3uanyMa);

o paccbulKa JOKYMEHTOB (IHCEM, TOCTAaHOBJIEHUU U JIp.);

o KOHTPOJIb 32 UCIIOJITHEHUEM JIOKYMEHTOB;

o OpraHu3anys MevyaTaHus U TAPAKUPOBAHUS TOKYMEHTOB;

o NpoBEepKa  OpraHuW3ari  paboThl C  JOKYMEHTaMH, OKa3aHHE

METOJMYECKON MOMOIIU B paboTe C TOKYMEHTaMH BHIOOPHBIM OpraHaM MpOo(COIO3HBIX
OpraHu3aluii  CTPYKTYpHBIX TMoApasiaeieHuit win  npodrpynmn  (mpodOropo),
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npodrpynopram);

o opraHuzanusi Tepefadyu Jell, CPOK XpaHEHHUs KOTOPHIX UCTEK, Ha
JanbHEeNIIee XpaHEHUE B apXUBHbBIC YUPEIKICHUS WU HA YHUYTOXKEHUE,
o perynsipHoe uHpopMHUpOBaHUE Npeaceaarens opranusanuu [Ipodcoroza o

COCTOSIHUU JOKYMEHTOO0O0pOTa U X0J1€ UCTIOJTHEHHUSI TOKYMEHTOB.

®opMupoBaHUEe JeJia - TPYNINUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JEJIO B
COOTBETCTBHM C HOMEHKJIATYPOU €.

JKCNEPTU3Aa LHEHHOCTH JOKYMEHTOB JIKCIEPTH3a LHEHHOCTH JTOKYMEHTOB -
M3YYEHHE JOKYMEHTOB Ha OCHOBAHUM KPUTEPUEB UX LIEHHOCTU B LEJAX ONPEACICHUS
CPOKOB XpaHEHHUsl JIOKYMEHTOB M OTOOpa HX IS BKIIOYEHHS B COCTaB APXUBHOTO
donna Poccuiickoit denepaiiv U Ipyrux apXuBoB.

DJIEKTPOHHBIH JOKYMEHT - JJOKyMEHT, B KOTOPOM HH(pOpMaIus npeacTaBieHa
B DJIEKTPOHHO-1IU(PpOBOIt Popme.

DJIEKTPOHHBIH JOKYMEHTO000POT - JOKYMEHTOOOOPOT C MpPUMEHEHUEM
MH(OPMAIIMOHHBIX CUCTEM.

1.2. HOPMATUBHO-METOAUYECKHUE OCHOBbI
MPO®COIO3HOT' O JEJOITPOU3BOACTBA

OCHOBHBIMH HOPMAaTUBHO-METOJMYECKUMH JIOKYMEHTAMH, PETYIHPYIOIIUMU
paboty ¢ nokymeHtamu B IIpodcoroze pabOTHUKOB HapOJHOTO 00pa30BaHUS U HAYKH
P®, asnsarorcs:

VYcraB Ilpodcoroza paboTHUKOB HapoHOTO 0Opa3oBaHus M Hayku Poccuiickoi
Odeneparuu, yrepxkaéHHbld mocraHoineHueM VI Cwesna Ilpodcoroza or 31 mapra
2010 rona;

OdenepanpHbiii 3akoH 0T 22.10.2004 1. Neo 125-03 «OO6 apXuBHOM Jeie B
Poccuiickoit denepanmmny (CoOpanue 3akoHomarenbcTBa Poccuiickoit deneparuu,
2004 1., Ne 43, c1.4169);

3aKOoHOJaTeNbHble akThl P® B cdepe wuHbDOpManmm W JTOKYMEHTAlUH,
roCyJapCTBEHHbBIE CTAHIAPTHI HA JOKYMEHTBHI;

OO0mue TONMOXKEHUS O TMEePBUYHOM U TEPPUTOPUATBHOM OpraHU3aAIMIX
IIpodcorosa (yrBepkaensl nmocranopieareM Llearpansaoro Cosera [Ipodcoroza ot 20
centsiops 2010 roga Ne 2);

IIpaBuiia mo BeACHUIO  JCIONPOM3BOJACTBA B  opranusanusax IIpodcorosa,
YTBEPKJICHHbIE TTOcTaHOBIeHUEM uctosikoma [Ipodcoroza Nel0 ot 07.06.2012 rona;

noctanoBnenus Llentpanbaoro Cosera u Mcnonkoma Ilpodcoros3a, BEIOOPHBIX
OpPraHoOB TEPPUTOPUATBHBIX U TIEPBUYHBIX MPOGCOIO3HBIX OPTaHU3AIIN];

pEerylaMeHThl, HWHCTPYKIMM U HHBIE HOPMATUBHO-TIPABOBBIC aKTBhlI,
METOIMYECKHE IOKYMEHTHI, pazpadaTreiBaeMbie B opranu3aiuu [Ipodcorosa.

OcuoBHbIe TpeboBanus k odopmiieHnto OPJl B Tocy1apCcTBEHHBIX YUPEKICHUAX
uznoxkensl B [OCT P 6-30 — 2003, yrBepx)aéaHom [locranoBnenunem ['occranmapra
Poccum ot 03.03.2003 . Ne 65- cT.

OCHOBHBIM 3aKOHOM, PETYJUPYIOUIUM MOPSAOK CO3JaHUSl M HCIOJIb30BaHUS
MH(POPMALIMOHHBIX pecypcoB, siBiseTcss @3 ot 20 despasst 1995r. «O06 undopmaimmy,
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uH(popMaTH3aLMU U 3allUTe UHPOPMaLUKW». 3aKOH YCTaHABIMBAET MPABOBOM PEXUM
CO37aHMsl, XPAHEHUS U UCIIOJIb30BaHUS MH(POPMALMOHHBIX PECYPCOB, B TOM YHCIIE U
HEroCy/1apCTBEHHbIX.

B nenax obecnieyeHus eauHbIX TpeOOBaHUU K O(GOPMIIEHHIO TPO(COIO3HBIX
JOKYMEHTOB W oOpraHu3auudu paboTel ¢ HuUMU B opranuzamuu [Ipodcoroza
pa3pabatbiBaeTcst U yTBepkaaeTcss MHCTpyKius (T0JI0XKEHKE) IO JACIONPOU3BOJICTRY,
B KOTOPOM OTpa)aroTcs BCE BOMPOCHI PaOOTHI C TOKYMEHTaAMHU.

OTBETCTBEHHOCTh 32 OPraHM3aLMI0 U OOIIee COCTOSHUE IEIONPOU3BOJICTBA B
opranm3auusax  llpodcoro3a  Bozmaraercs — Ha npo(Ccoro3HbIE  OpraHbI
(KOMUTETBI(COBETHI), TPE3UTNYMBI).

B cootBetctBUUM ¢ YcraBoMm I[Ipodcoroza (1m.2.14 crateu 23, 1.2.16 crathu 33)
NEPCOHATIBHYI0 OTBETCTBEHHOCTh 32 OPraHHU3alMIO JIETONPOU3BOJICTBA, COOIIOACHHUE
YCTAHOBJICHHBIX MPaBWJI U MOpsSAKa padOThl C JOKyMEHTaMH HECeT Mpejacenareib
(pyxkoBouTENb) MPOGCOO3HON OpraHU3aIlUH.

Bri6opHbie mpodcoro3HbIE OpraHbl B3aUMOJIEUCTBYIOT € TOCYJAapCTBEHHBIMH
APXUBHBIMU YUPEXKACHUSAMHU C ILENbI0 MOJIYYEHUS OPraHU3allMOHHO-METOIUYECKON
NOMOIIM B BEJEHWHM HOMEHKJIATYpbl M (OPMHUPOBAHUIO €N, a TakKe oOecredyeHus
COXPAHHOCTH JOKYMEHTOB, MPaBUJIBHOCTBHIO OTOOpa WX JUIsl ajJbHEHIIEro XpaHeHHs
WJIA YHUYTOXKEHHUS.

1.3. OCHOBHBIE CBEJEHUSA O JOKYMEHTAX

[Tpodcoro3HbIil JOKYMEHT MOXKET pacCMaTPUBATHCS C TOUKH 3PEHUS HOCHUTENS
uHbopmainuu, crnocoba Qukcauud HHPOPMALUU U BBIIOJHIEMBIX JOKYMEHTOM
byHKIMA.

1.3.1. ®yukuuu npodpcor3HOro J0KyMeHTa:

> uH(pOpMarMoHHas — (SBJIAETCS KICTOYHUKOM U HOCUTENIEM HH(OPMAITHH);

> opranuzaionHas — (MO3BOJISET OPraHMW30BBIBATH, PETYJIUPOBATh,
KOHTPOJIUPOBATh U aHAJIM3UPOBAThH YMPABIECHYECKUN MpoIlecC B MPOQPCOIO3HOU
OpraHu3aIum);

> IOpUadYecKass WId mpaBoBas — (COYKHT FOPUIMYECKOH OCHOBOMA

(HUHAHCOBO-XO035MCTBEHHON M YIIPABICHYECKOM JACATEIBHOCTH, MOATBEPKAas (DAKThI U
YIOCTOBEPSIS IOKA3aTeIN U CBEACHUS);

> KOMMYHUKAaTHBHasE — (IIOMoOraeT opraHm3oBaTh oOMeH HH(poOpMamuend u
oOmeHue (3aKperiseT OTHOIICHHS KaK BHYTPH OpraHU3alllH, TaK U OTHOIICHHS C JIp.
PO COIO3HBIMU OPTaHU3AIUSIMH);

»  yu€rHas — (HaKalUTMBAeT CBEICHUS 3a ONpEACIICHHBIC MEPHOIBl BPEMCHH
W TIO3BOJIIET WX aHAJWU3UpPOBATh, BBIABISS TEHICHIWA W 3aKOHOMEPHOCTH B
JESITETPHOCTH OPTaHU3AIINHN );

> coluanbHas — (XapaKTepu3yeT COLMAIbHO-DKOHOMUYECKYIO U Jp. Chephl
KU3HU OpraHu3aluu);

> BOCIUTATeNbHAsT  —  (MO3BOJISIET  YKPEIUISITh  MCIOJHUTEIBCKYIO
JTUCLUUIUIMHY U COACHCTBOBATH BOCIUTAHUIO TPOQPCOIO3HBIX KAJPOB U aKTUBA);
> UCTOpHYEeCKass — (ABIAETCS WCTOYHUKOM CBEICHUH O pa3sIUYHBIX
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COOBITUSAX, TIOATBEPXKAACT H  JOMOJHSET HCTOpHYecKHe (aKkThl, MMOMOTaer
BOCCTAHOBUTH UCTOPUUECKOE MPOIILTIOe TPOPCOI03HOM OpraHu3aIum).

1.3.2. Knaccupukanus 10KYyMeHTOB:

Bce moxyments! B [Ipodcoroze MOKHO KIaCCHPHUIMPOBATH MO PAIY MPU3HAKOB:

¢ 1o cmoco0y JOKYMEHTHUPOBAaHUS - PYKOIHUCHBIC; MAIIMHOIHUCHEIE,
rpaduyueckue; KuHO-, POTOAOKYMEHTHI;

¢ mocdepe UCHONB30BAaHUS -  OPraHU3AIMOHHO-PACIIOPSIUTEIBHEIC;
OTYETHO-CTAaTUCTUYECKUE; UH(OPMALIMOHHO-CIIPABOYHBIE; (uHaHCOBO-
OyXraJlTepCcKue;

¢ IO IOPUIUYECKON 3HAYUMOCTH - MOJATUHHUKHN (OPUTHHAJBI) — TIEPBHIC WIIH
€AMHUYHBIE OK3EeMIUISIphl  OQUIMATBHBIX JIOKYMEHTOB, COOCTBEHHOPYYHO

MOJIMMMCAHHBIE aBTOPOM; 3aBEPCHHBIC KOMHH - KOIHH JOKYMEHTOB, Ha KOTOPBIX B
COOTBETCTBHH C YCTAHOBJICHHBIM TOPSJIKOM MTPOCTABIISIOT HEOOXOIUMBIE PEKBU3UTHI,
MPUIAOIINE UM FOPHIWYECKYIO CHIIYy; JyOJIMKaThl — TIOBTOPHBIC JK3EMIUISAPHI
MO/JTMHHUKA IOKYMEHTA, UMEIOITUE IOPUANICCKYIO CHITY;

¢ TI0 MPOUCXOXKJCHHIO - OQUIMAIbHBIC (CIIy)KCOHBIC) — 3aTparuBaroNIue
MHTEPEChl OpraHW3allid; JIMYHBIC — KacarolIMecs WHTEPECOB KOHKPETHOTO JUIlA U
SIBJISFOIIIMECS] MMCHHBIMH,

1o GpopmMe WU3IOKEHUS — WHIWBHIyaIbHBIC, COJCpPKAHUE KOTOPBIX
u3jaraerTcs B cBOOOMHON (opme; TpadapeTHble, KOrja CTPYKTypa M 4acThb MHChMa
COCTOUT U3 Habopa 3apaHee MOATOTOBICHHBIX (pa3, a Apyras 4yacTh 3alOJHSAETCS MpU
HAIMCaHUU MUChMA; TUTIOBBIE, KOTJ]a OHU MPUMEHSIOTCS B CTAHAAPTHBIX CUTYAIUX.

% 110 CPOKaM XpaHEHHS - MOCTOSHHOTO XpaHEHHs, BPEMEHHOTO XpaHEHUS
(mo 10 net), monaroBpeMeHHOTo XpaHeHus (cBoimie 10 jeT), Mo JUYHOMY COCTaBy (10
75 7er).

1.3.3. PazHoBuaHocTh 10kyMeHTOB B IIpodcorose

JIOKyMEHTBI, CO3JJaHHBIE B PE3YJbTaTe AEATEIHLHOCTA BHIOOPHBIX MTPO(COIO3HBIX
OpraHoOB, HAIPaBJICHHBICE HAa pEATM3AIUI0 YCTABHBIX  IOJHOMOYUMN, HAENATCA B
COOTBETCTBHH C UX COJCPKAHUEM HA MPU 00wue Kame2opuu'

OpzanuzayuoHnHnvle uiu HOPMAMUBHO-YCHIAGHbIE 0OKYMEHNIbL:

v' Vcras [podcoro3a;

v' OO0liee MoJI0KEHHE 0 TEPPUTOPUAIBLHOM opranu3anuu [Ipodcorosa;

v' OOGlee MoJI0KeHNE O MEPBUYHOM opranuzanuu [Ipodcorosa;

v' IPOTOKOIBI MPOPCOIO3HBIX COOpaHHii, KOH(EPEHIINIA;

v\ IpPOTOKOIBI 3aceJaHuii BBHIOOPHBIX KOJUIETHAJBHBIX  MPOQCOIO3HBIX
OpraHoB;

V' [OJOXEHUS O MIOCTOSTHHBIX KOMHCCHSIX;

v\ HHCTPYKIIUH, PErJIaMEHTHI, IITaTHBIE PACITUCAHUS, PEKOMEH/IAIMN | JIP.

Ynpaenenueckue unu pacnopaoumenvuvie 00Kymenmol:

MIOCTAHOBJICHUS (07151 8bICUUUX, PYKOBOOAWUX U UCTOTHUMENbHBIX KOJIeSUAIbHBIX
npogcorosnblx opeanod —  cobpanus (Koupepenyuu), Komumemsl, NPe3UOUYMbL),
pe3omonu  coOpanuii, KOH(pEpeHIMH, BBHIOOPHBIX MPOQPCOIO3HBIX  OPraHoOB,
pacrniopsikeHus npeacenareneit opranuzanuii [Ipodcoro3a, miansl paboThl U T.11.
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Cnpagouno — unghopmayuonnvie 0OKymeHmol:

v\ CHIpaBKH, aHATMUTHYECKHE 3aAIUCKH, 0030DPbI, 3aKITIOYEHHS, METOANICCKUE
MaTtepHalibl, OQUIMAIbHbIE TUCHbMA, 3asBJICHUS, OOpaIleHUs U JIp.

B pamkax mpéx ocnoenvix Kamezopuii npoghcoio3znvix 00OKYyMEHmMO8 MOMCHO
évl0eums 0oJiee y3Kue Zpynnvl 00KyMeHmog:

OpraHu3allMOHHO-HOpMaTUBHAasA JokyMmeHTauus: [lonoxkeHue 00 opranuzanuu
[Ipodcoroza, [TomoxkeHs: 0 MOCTOSIHHBIX KOMUCCUSAX, [10M10KeHHsT 0 KOHKYpCax U T.1I.

OpraHU3allMOHHO-METOMYECKass JOKYMEHTAIMs: METOJIMYECKUE MocoOus u
pexomMeHanuu BeIOOpHBIX opraHoB [Ipodcorosa;

OpraHu3aluOHHO-KaApOBas JOKYMEHTAIHS: HITaTHOE pacnucaHue,
JOJKHOCTHBIE ~ MHCTPYKIIMHM  IITaTHBIX pa0OTHUKOB, TPYIOBBIE JOroBopa ¢
pabOTHUKAMM anmnapaToB MPO(COIO3HBIX OPraHU3alui U T.1.;

(¢uHaHCOBas, yyeTHass M OTYETHasl OyXrajirepckas JOKyMEHTalusi: CBOJHBIN
(MHAHCOBBI OTYET O LIEJIEBOM MCIOJIb30BAHUU MOTYYEHHBIX cpeacTB 1o Gopme 1115,
Caenenust 0 pacnpee’eHI YWICHCKUX TpOo(COr03HBIX B3HOCOB U TIP.;

OTYETHO-CTATUCTUYECKAs JIOKYMEHTAllUi: CBOJHBIE CTAaTHCTHUYECKHE OTYEThI
NEPBUYHBIX U TeppUTOpUaIbHBIX opranu3aiuii [lpodcoroza (dhopmsr 1-5 CII), oTuETHI
1o UTOoraM OoT4ETOB U BEIOOPOB (hopmbl OB) u 1.11.;

OTYETHO-UH(POPMALIMOHHAS TOKYMEHTAIUs : CIPAaBKU, MHPOpPMALIUU, OTYETHl U
T.J.

I'JIABA 2.

OBIIME TPEBOBAHHUA K IPO®COIO3HOMY JOKYMEHTY

[Ipodcoro3nbie AOKYMEHTHI, B OCOOCHHOCTH TMOCTAHOBJIEHHUS MPOQCOIO3HBIX
OpraHoB, MUIIYTCA B OQUIIMATBHO-IETIOBOM CTHJIE M JOJIKHBI OTBEYATh CIIETYIOIIUM
TpeOOBaAHUSM:

" KpaTKOCTb U €MKOCTb WU3JI0KEHHS;

" CMBICJIOBAsl YETKOCTh TEKCTa U OTAENbHBIX (HOPMYIHPOBOK (HE HAOIKHO
OBITH JBOSIKOTO TOJIKOBaHUS);

" [I0CJIEIOBATEIBHOCTH M3JIOKEHUS U COOJIIOICHUE JIOTUKH,

" 00OCHOBAaHHOCTH BBIBOJIOB U MPEJIaraeMbIX PEIICHUN;

" eauHOOOpa3ue IO BCEMY JOKYMEHTY HaUMEHOBaHUM MpodCOr3HBIX
OpraHoOB, pa3JIMYHbIX TEPMHUHOB;

" WCIOJIb30BaHHUE CIIOB, IPU3HAHHBIX OOIIETUTEPATYPHON HOPMOIA.

2.1. TPEBOBAHUA K COCTABJIEHHIO MPOPCOKO3HOI'O
JOKYMEHTA

CryxebHble TPO(COIO3HBIC JOKYMEHTBI COCTaBIISIOTCSA, KaK IPaBWIIO, Ha
6mankax. [Ipodcoro3Hple JOKYMEHTHI BU3HPYIOTCS Pa3padOTIMKOM (COCTaBUTEIIEM)
JOKYMEHTa W TPU HAJIWMYUHA - COOTBETCTBYIONIMMH CHEIUAINCTAMHU OpTraHU3alluu
[Tpodcoroza.

Ha noxymeHTax, HampaBisieMbIX BO BHEIIHHE OpPTaHU3AIMH, TPOCTABISETCS
aJpecar: OpraHu3alys Wik OTACIbHOE JIUI0, KOTOPOMY HAMpaBISETCS MPO(COIO3HBIHN
nokymeHT. CTpyKTypHOE TOApa3ieiieHue YKa3hIBAaeTCS B aapecaTe B TOM CIIydae, €Clid

13



U3BECTHO, YTO JOKYMEHT OYJEeT paccMaTpUBATHCS UMEHHO B JaHHOM IOJIpa3/iesICHUU
(Hanmpumep, B OT/IEJIE BBILIECTOAIIETO NPO(COIO3HOT0 OpraHa).

TekcT AOKyMEHTa JOJDKEH OBITh KPAaTKMM, TOYHBIM M HE JOMYCKAIOIIHM
pa3IUYHbIX TOJKOBaHUN. PEKOMEHIyeTCsl COCTaBIATh JOKYMEHTHI 10 OTHOMY BOIIPOCY,
YTO YCKOpSET MX pPAacCMOTPEHHE, UCIOJIHEHHE U CIIOCOOCTBYET MPaBUILHOMY
(hopMUPOBAHUIO JIEII.

B Ttexkcre mnocTaHOBIEHMI TPO(COIO3HBIX OPraHoB HE PEKOMEHIYeTCs
IIPUMEHATH COKpAILLCHUs HAaMMEHOBAHUM OpraHu3ali, CJIOB U CIOBOCOYETAHUM, 3a
UCKJIIOUYEHHUEM OOILETIPUHSATHIX.

TekeT JIOKYMEHTa , KaK MPABUJI0, COCTOUT U3 ABYX YACTEH:

® B MEPBOM 4YacTH yKa3biBaeTcsi (O4Y€Hb KOPOTKO) OOOCHOBAaHHE HMJIM OCHOBaHUE
COCTaBJICHUS TOKYMEHTA;

® BO BTOPOH YacTH M3J1araroTcsi BHIBObI, IPEIJIOKEHUSI, PELICHUS, PACTIOPSKEHUS
WM IPOCHOBI.

JIOKyMEHTBI MOTYT  CONPOBOXAATHCS  PA3IUYHBIMU  MPUIIOKEHUSAMH.
[lonnuceiBaroTCs Cliy)eOHble OyMaru, Kak MpaBUiIO, TEMU JOHKHOCTHBIMU JIMLIAMH,
ybM (aMHIMK TIPOCTABICHBI HA  JOKyMeHTe. EciM JOKYMEHT MOJIUCKIBAETCS
3aMECTUTENISIMU WJIM JIMLAMH, HWCIIOJHAIOIMIUMHA OO0SI3aHHOCTH PYKOBOJMUTENEH, TO
00s3aTeNIbHO  yKa3bIBalOTCs  (pakTUyeckas JOJKHOCTh  JIMIA, TOIIMUCABIIETO
pOo(COIO3HBIN TOKYMEHT M €ro (haMuius.

He nomyckaercs moAanuchiBaTh JOKYMEHTHI C MPEIJIOTOM  «3a» WIIHU
IPOCTABIEHUEM KOCOW YEPTHI MEpel HANMEHOBAHUEM JIOJIKHOCTH.

IOpunnueckas cuiia TOKyMEHTa YIOCTOBEPSETCS MOANUCKIO, a B PSIJIE CIy4YaeB -
NeYaThlo.

[Ipy noamucaHWd JOOKYMEHTa  HECKOJIBKMMHU JOJDKHOCTHBIMHU JIMUIAMH HX
MOANUCU  paclojlaraloTcsi  OJHA  Haa  ApPYrod B MOCIENOBAaTEIbHOCTH,
COOTBETCTBYIOILIEH 3aHUMAEeMOU JOJKHOCTH, WIM Ha OJHOM YPOBHE, €CIIU TOJKHOCTH
OJIMHAKOBBI 110 32aHUMAEMOMY TOJIOKEHHUIO.

Ha ucxopsmux nokymeHTax (MMCbMax, CIpaBKax U Jip.) AOJDKHA ObITh OTMETKA
00 WX UCHOTHUTENAX: (amMuiausa, HOMEp CaykeOHoro TeinedoHa, KOTOpHIE
IIPOCTABJISAIOTCS HA JIMLEBOW CTOPOHE MOCIEIHErO JINCTA TOKYMEHTA B HUKHEM JIEBOM
yriy. Ha pacnopspkeHusiX U B MOCTAHOBJICHUAX OHA JIeJaeTcs Ha 000pOTe MOCIETHETO
JIUCTA.

B otBetax Ha xamoObl u 3agBieHus wieHoB I[Ipodcoroza, mokymeHTax,
HalpaBlIIEMbIX B  OpraHbl  BJACTH, COLMAJbHBIM  TapTHEpaM, pa3IudyHbIC
O0I1IeCTBEHHbIE 00bETUHEHHSI OTMETKA 00 HCIIOIHUTENE HE CTABUTCSL.

Conepxanue ToOKyMeHTa (P OPMYJIUPYETCS B €T0 3ar0JIOBKE, TOMEIIAEMOM Tepe
TEKCTOM.  3arojOBOK COCTaBIIAETCS K JIOOOMY JOKYMEHTY, HE3aBUCHMO OT €ro
HazHayeHus1. OH JOJKEH OBITh MAKCUMAJIbHO KOPOTKUM M TOYHBIM, COKpPAILIEHHE CIOB
B HEM HE JIOIYCKAETCS.

TexcT Npo@COr3HOrO JTOKYMEHTa TIOTOBUTCSI B CTPOIOM COOTBETCTBUHU C
JNEUCTBYIOIIMM  3aKOHOJATEIbCTBOM, YTO SIBISIETCS. HEOOXOAMMBIM  yCIOBUEM
cobnmoeHust 3akoHHOCTU. [loaToMy Bce oduiuambHble JOKYMEHTHI MPO(COH3HOU
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OpraHU3alMy CBEPSIIOTCS C TPEOOBAaHUSIMU 3aKOHOAATEIBCTBA M JICHCTBYIOIIUMHU B
[Ipodcoro3e HOpMATUBHBIMU AKTAMH.

2.2. TNPUMEPHBIM TIEPEYEHb (HOMEHKJIATYPA) JIEJ
MNEPBUYHOM ITPO®COIO3HON OPTAHU3AIINU

B npodkome mnepBuuHOM mpo(dCOrO3HOM  oOpraHu3zauuu  (HOPMHUPYIOTCS
CJIeIyIOUIUE JIeNia:

JIOKYMEHTBl HOpMAaTHBHO-TIpaBoBoro xapakrepa (YcrtaB IIpodcoroza, O6rmiee
MOJIOKEHHE O TEepBUYHOM Mpodcoro3HON opraHuzanuu, llomoxeHue o MEpBUYHOM
po(cor03HON OopraHU3allvi, CBUAETEILCTBO O TOCYIAapCTBEHHON perucrpaiuu (eciu
nepBuyHas Tpodcoro3Hash OpraHu3alus HMeeT TMPaBO OPUIUYECKOrO JIHMIA),
[lonoxeHnne O KOHTPOJIBHO-PEBU3HOHHBIX opraHax IIpodcoro3a pabOTHHKOB
HapoJIHOTO o0pa3zoBaHus U Hayku Poccuiickoit denepanuu u ap.);

IPOTOKOJIBI MPO(COI03HBIX coOpanuit (KoHpepeHIu);

IPOTOKOJIBI 3acelaHui MPO(PCOIO3HOTO KOMUTETA;

MIPOTOKOJIBI 3aceaHui Mpe3uuyMa IMEePBUYHOM TPO(PCOI3HOM OpraHU3aIuu
(Ipu €ro HATTUYKH);

IaHel  paboThl  MPOQCOIO3HOTO  KOMHTETA, IOCTOSSHHBIX  KOMHUCCH,
CTPYKTYPHBIX TPOQCOIO3HBIX 3BEHBEB;

KOJUICKTUBHBIN JIOTOBOP;

COpaBKM W Jpyrue pabourwe wmaTepuanbl 10 MOATOTOBKE 3acelaHuid
podcor3HOro KOMHUTETa, COOpaHuil (KOH(pEpEHIIN);

JOKYMEHTBl M paboune MaTepHuajbl MO OCHOBHBIM HAaIpaBJIEHUSM YCTAaBHOU
NEeATEeNbHOCTU (MaTepuasbl 10 BEICHHUIO NEPErOBOPOB M 3aKIHOYEHUIO KOJIIOrOBOPA,
MaTepHalibl O MPaBOBOM paboTe U OXpaHe Tpyda, OPraHU3aUU OTIbIXA U T.1.);

(uHAHCOBBIE JOKYMEHTHI MPO(GCOIO3HOM OpraHu3anuu (CMEThI, OTYETHl U
npyrue GUHAHCOBBIE TOKYMEHTHI);

CTaTUCTUYECKUE OTUETHI;

XKypHaJ (KapTouku) ydeTta wieHoB [Ipodcorosa;

KYPHAIT BXOJAIIECH U UCXOJAIIEH TOKYMEHTAIUY;

3asiBieHus o npueme B [Ipodcoro3 u konuu 3asiBineHuit uaeHoB [Ipodcoroza o
0e3HaTMYHON yruiaTe mpo(CcO03HOTO B3HOCA,

aKThl YHUYTOXXEHUS TMPO(COIO3HBIX TOKYMEHTOB WU MPO(COIO3HBIX  OMIETOB
MCKITIOUEHHBIX U Bhiteamux u3 [Ipodcorosa;

Marepuagbl KOHTPOJIbHO-PEBU3MOHHON KOMHCCHUU;

MaTepHalibl KOMUCCUH PO COI03HOTO KOMUTETA;

MOCTAaHOBJICHUS, HOPMATUBHbBIE U METOJIMYECKUE MaTEpHUaIbl BBIIIECTOSIITUX
PO COIO3HBIX OPTAHOB;

JIpyTHe JOKYMEHThl M Matepuanbl (Mcxoas U3 o00beMa IMOCTYMAroIIeH
JOKYMEHTAllMM U HEOOXOJIMMOCTU JOKYMEHTAIbHOIO O0ECHEUYEHUs JEeATEeIbHOCTH
opranuzaiuu [Ipodcorosa).

J1enonpon3BoICTBO MOKET BECTUCh KaK Ha OyMaKHbBIX, TaK U Ha 3JIEKTPOHHBIX
HOCUTEJSIX.
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2.3. NPUMEPHBII TIEPEYEHb (HOMEHKJIATYPA) JIEJ
TEPPUTOPUAJIBHON OPTAHU3AIIUU ITIPO®COIO3A

CornacHO  CHIOXMBIIEHCS TpPakTUKE M HEOOXOJUMOCTH  oOecredeHus
MPAKTUYECKOMN JAeATENbHOCTH BHIOOPHBIX OPraHOB B TEPPUTOPUATILHON MPOPCOIO3HON
opraHu3auuu (popMUpPYIOTCs ClIEIyIOUIUE Jena:

JIOKYMEHTBl HOpMAaTHBHO-TIpaBOBoro xapakrepa (YcrtaB IIpodcoroza, O6rmiee
MOJIOXKEHHE O TeppuTopuanbHoil opranm3anuu  IIpodcoroza, Ilonoxkenue o
TepputopuanibHOM  opranuzauuu Ilpodcoro3a (mpu HaMM4UMUK), CBUAETEIBCTBO O
rOCy/IapCTBEHHOM peructpainuu, llomoxkeHrne o KOHTPOIbHO-PEBU3MOHHBIX OpraHax
[Ipodcoroza paboTHHKOB HapogHOTO 0Opa3oBaHust U Hayku Poccuiickoit denepanun,
periaMeHT paboTbl BBIOOPHBIX OPraHoB, HOMEHKJIATypa Jejd, HWHCTPYKIHS IO
JIEJIONPOU3BOJICTBY, UHBIE JIOKQJIbHbIE HOPMATUBHBIE aKThl OpraHHU3alUU
[Tpodcoro3za);

[OCTAHOBJICHUSI, HOPMATUBHbIE M METOJUYECKUE JIOKYMEHThl  BBIOOPHBIX
OpraHOB  BBIIIECTOSIIMX TeppUTOpUANbHBIX opranuzauui  [Ipodcoroza u 1IC
[Tpodcoroza;

MPOTOKOJ (CTEHOrpaMMa) OTYETHO-BBIOOPHO# MPO(CO3HON KOH(EPEHIINY;

IPOTOKOJIBI 3acelaHnil KoMuTeTa (coBeTa) opranuzanuu [Ipodcorosa;

IPOTOKOJIBI 3acelaHnii Tpe3uauyma opranuzanuu [Ipodceorosa;

TU1aHbl paboOThl KOMUTETA (COBETA), MOCTOSIHHBIX KOMUCCHUI;

CTaTUCTUYECKUE OTYETHI;

KYpHAJIbI BXOJSIIIEN U UCXOSIIEH JOKYMEHTALINH;

aKThl 1 MaTepuajbl KOHTPOJbHO-PEBU3NOHHON KOMUCCHUU;

(uHAHCOBBIE JIOKYMEHTHI (CMETHI, IITaTHOE paclucaHhe, CTaTUCTHUYECKHE
OTYETHl M Jpyrue Marepuanbl) (OyXraaTepckuil ydeT W JeJONpOU3BOICTBO B
OyXraJITepur TEPPUTOpPUATIBLHON opraHu3anuu I[Ipodcoro3a BeayTcs MO OTACIBHOMN
HOMEHKJIaType Jiel);

MaTepHaJibl MO MOATOTOBKE 3acelaHuil BHIOOPHBIX OPraHOB (CIPaBKH, TaOIHUIIbI
U apyrue pabodrie MaTepuaibl M0 U3YyYEHUIO TE€X WU MHBIX BOIPOCOB K 3acCeIaHUsIM,
CIIPaBKHU U3 MPOGCOIO3HBIX OPraHU3alUN U T.1.);

HaKOMUTEJNbHBIE MaTE€pUajbl MO BCEM HAMPABICHUSM YCTABHON IEATEIbHOCTU
opranuzanuu (1o BOMpocaM TpyJda U 3apabOTHOW IJIaThl, MPABOBBIM BOMpOCaM,
OXpaHe TPy/a, COUMATbHOMY NapTHEPCTBY U T.J.)

paboune MaTeprasbl HOCTOSIHHBIX KOMUCCU;

JOKYMEHTBI U MaTepuajibl KOHKYPCOB, CMOTPOB MPO(COIO3HBIX OpraHU3aluil 1
JIPYTUX MEPOTIPUATUN, TPOBOJUMBIX B TEPPUTOpHATBHON opranu3aruu [Ipodcorosa;

JOKYMEHTBl ¥  HAKONMUTEIbHBIC JOKYMEHTHI IO padoTe TMEePBUYHBIX
PO COIO3HBIX OPTaHU3AIIHI;

Apyrue JOKYMEHTbl M Marepuansl (McXoas W3 00beMa IOCTYIMAOIIEH
JOKYMEHTALIMM M HEOOXOJUMOCTH JOKYMEHTAJIBHOIO OOECIEYEHUS JIESITEIbHOCTH
opranuzaiuu [Ipodcorosa).
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2.4, INPUMEPHbBIN IHEPYEHb (HOMEHKIJIATYPA) JAEJ
BYXTAJITEPUHU OPTAHU3AIIUU ITPODPCOIO3A

Byxrantepckue gema, kak mnpaBwio, GOPMUPYIOTCS MO  OTACIbHOU
HOMEHKJIAType, B KOTOPYIO BXOJSIT:

UHCTPYKLIMH, JTUPEKTUBHBIE MHUCbMa MO (PUHAHCOBOW paboTe, OyXralaTepCKoOMY
y4ETY U OTYETHOCTH;

CMETHI I0XO/I0B U PacxoJ0B Npo(CcOr03HOM OpraHu3aluu;

IITATHOE PACIIMCAHKE, TIONOJHEHUS U U3MEHEHUS K HUM;

rojioBele (pUHAHCOBBIE OTYETHI, OyxrajnTtepckue OalaHChl U TMOSACHUTEIbHBIC
3alMCKM K HUM, MepeJaTOYHble, pa3AelIUuTeIbHbIe, JHUKBUIAUOHHbIE OalaHChl U
NPUIIOKEHHUSI, TOSCHUTEIbHBIEC 3aITUCKH K HUM;

TEKyIIHE MOJYrOoJOBble W KBapTajdbHble OTUYETHI MO BCEM HaIpaBICHUSIM
(pMHAHCOBO-X031CTBEHHOU JeATEIbHOCTH;

KaccoBble, OAHKOBCKHME JOKYMEHTBHI CO BCEMH NPUIOXKEHUSIMHU (cuera,
HaKJaJHble, KBUTAHI[UHU, aKTbl, IOPYUYEHHS, TOTOBOPHI, 3asBICHUS HA MAaTEPUATbHYIO
MOMOII[b, aBAHCOBBIE OTYETHI U T.11.);

KypHaJ pErucTpalui 0AHKOBCKUX MOPYUYEHUN;

KypHaJ PErUCTPALUK MPUXOTHO-PACXOIHBIX IOKYMEHTOB;

KHUTA MaTEePHUAIbHO-X03SIICTBEHHOTO yuéTa MpoQCO03HOIN OpraHu3alluu;

MaTEepHaJIbl O MEPEOLIEHKE OCHOBHBIX (POHJIOB;

kHura «KypHal-riiaBHas»;

JUIEBbIE CYETa IITATHBIX pPaOOTHUKOB (JOKYMEHTHl 1O HAYUCICHUIO
3apaboOTHOMH TIATHI);

aKThl peBU3UN (PUHAHCOBO-XO3IMCTBEHHON JI€ATENbHOCTH, MPUEMHO—CAATOYHBIE
aKThl, B TOM YHWCJI€ COCTaBIIsieMble MpU Nepeu30opaHuu mnpeaceaarens npodcoro3Hoi
OpraHu3alluu;

nepenucka no GUHaAHCOBBIM BOIIPOCAM;

KHUTA y4€Ta TOJYYCHHBIX W BBIJJAHHBIX TPOQCOIO3HBIX OUIIETOB;

JIPYTHE TIOKYMEHTHI.

2.5. HEKOTOPBIE nHoaxoAbl K COCTABJIEHHIO
HOMEHKJIATYPBI JIEJI
B ocHOBe Aenonpou3BoACTBa MEPBHUYHONM, MECTHON (TOPOJICKOH, pailoOHHOM),

pErHOHAIBHON (MEXpernoHanbHoi) opranu3amnuu [Ipodcoro3a nexuT HOMEHKIATypa
ned.

Komuter (coBer) opramm3anmm IIpodcoroza exerogHo o 15 naexabps
COCTABIIACT MEPEUYCHB JEJI 10 YCTAHOBIEHHOHN BBIIECTOS UM MPOGCOIO3HBIM OPTaHOM
dbopMe 1 yTBEpKIaeT HOMEHKJIATYPY eI, KOTOpast BBOAUTCS ¢ | sTHBapsI CIEeAyIOIETO
rona (11.5.3 IIpaBwt mo BeIeHUIO JeI0MPOU3BOCTBA B opranu3amusax [Ipodcorosa).

Homenknatypa nen pa3pabarbiBaeTcsi MCXOHsl W3 MOJHOMOYUN BBIOOPHBIX
po(COIO3HBIX OPTraHoOB, onpeaeaéHHbIX Y craBoM IIpodcoroza, OOIMMM MOI0KEHHUEM
0 MEePBUYHON WJIM TeppUTOpUANIbHOM opranu3amnuu [Ipodcoroza.
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[Ipu HEoOXOOUMOCTH W3MEHEHHS U JIOTIOJIHEHUS B HOMEHKIJIATYypPY A€l MOTYT
BHOCHUTKCS B JI1000€ BpeMs 110 Mepe HEOOXOIUMOCTH.

Homenknatypa pgen pa3pabaTbiBaeTcsl MCXOJs W3 OCHOBHBIX HallpaBiIeHUUN
npocoro3HO paboTel M MpencTaBisieT cOOON MepedyeHb KOHKPETHBIX e, CHC-
TEMAaTU3UPOBAHHBIX B ONPEEICHHOW MOCJIEI0BATENbHOCTH, C YKa3aHUEM CPOKOB UX
XpaHEeHHUS.

Hcuncnenne cpoka XpaHEHUs JOKYMEHTOB MPOM3BOAUTCSA Ha KaleHAAPHBINA O
C sTHBapA.

Kaxxnoe neno, BKIIIOUEHHOE B HOMEHKIATYpPY, AODKHO HMETh CBOM HOMEp
(MHAEKC), COCTOSIMI U3 HUQPPOBOro 00O3HAYEHUS pasliesia padOThl U MOPSAKOBOTO
HoMep jena, Hanpumep, 01—02 (01 — HopMaTHBHBIC JOKYMEHTHI; 02 — MOI0XKEHUE
00 opranmsanuu mnpodceoroza; 02—01 (02 — opranusanmonnas pabora; 01 —
NEPCICKTUBHBIC M TEKYIIME IUIaHbl paboThl mpodcoro3noro komurera); 04-01 (04-
conpanbHOe MapTHEPCTBO; 01 — KOJUIEKTUBHBIN JOTOBOP) U T.1I.

Ha3BanusMu pazienoB HOMEHKIATYPHI I, KaK MPaBUIIO, SIBISIOTCS OCHOBHBIC
HampaBJICHHUS] JACSITETBHOCTH (MOTYT SIBISITRCS TaKXKE HA3BaHUA CTPYKTYPHBIX
TIOIpa3/IeNICHUI MU TIOCTOSTHHBIX KOMUCCUH PO COIO3HBIX KOMHUTETOR).

['padbl HOMEHKIATYPBI [1E 3aMOJIHAIOTCS CIEAYIONIUM 00pa3oM.

B nepBoii rpade mpocrtaBusiercss HOMEp (MHAEKC) JieNia, KOTOPBIM COCTOUT M3
mudpoBoro oOo03HAuUEHUsI paszzena (HampaBiICHUS EATCIIBHOCTH) W TOPSIKOBOTO
HOMEpa 3arojioBKa Jiejla M0 HOMEHKJIATYpe B Mpejesiax HampaBiIeHUsS JNeATeIbHOCTH.
Nunekcel gen o6o3HauaroTcs apabckumu 1udpamu. Hampumep: 04-01, tme 04 —
o00o3HaueHue JesATeabHOoCcTH  opranu3auuud [Ipodcoro3za 1o  couManbHOMY
napTHEPCTBY, a 01 - MOpAIKOBBIN HOMEp 3aroJioBKa Jiejia 0 HOMEHKJIaType B pasjene
«COIMAIBHOE MAPTHEPCTBOY - HAIPUMED, KOJUIEKTUBHBIN JI0TOBOD.

[lopsmok pacmosiokeHHsI 3arojJOBKOB BHYTPHU pa3lielOB HOMEHKIATYpPhl el
ompejeNnsieTcsl MCXOAs W3 HeoOXOAMMOCTH OpraHu3alMu pabdoThl WIM aHaIn3a
MaTepuaioB u ap., Hanpumep, 04-02 (04 - conmansHOe mapTHEpcTBO, 02 — MaTepUaIbl
KOMHCCHM TIO TeperoBopamM © T.A.). BHawane pacrnojiararoTcsi 3aroJIOBKH Jed,
CoJlepKaIllUX OPraHU3AIMOHHO-PACTIOPSIUTENBHYIO JOKYMEHTAIMIO IO JTaHHOMY
HANpPaBJICHUIO JIEATEIbHOCTH, a 3aTeM 3aroJIOBKU [eJ, COJAEpKaIlMX IJIaHOBBIE U
OTYETHBIE IOKYMEHTBHI, IEPEIUCKY 110 3TOMY HAaIPaBJICHUIO U T. 1.

EctecTBeHHO, 3ar0JIOBKH J1€J1 MOTYT YTOUHSTBCS B Ipoliecce 0pOopMIICHUS JE.

Tpetbs rpada 3amonHseTcss MO OKOHYAHWHU KaJeHAApHOTo roja. B deTBEpToi
rpade yka3pIBaeTCsl CPOK XpaHEHHUs Jelia, COrNIacOBaHHBINA (IpU HEOOXOJUMOCTH) C
apXUBHOU CITyKOOM.

HenonpousBoactBO B NpOQCOIO3HBIX  OpPraHu3aluiaX  CTPYKTYPHBIX
no/ipaseyeHnii 00pa3oBaTeNbHBIX YUpexaeHui (mpod6iopo), mpodrpymnmnax BeaETCs B
COOTBETCTBUU C TOPSIIKOM yCTAHABIMBAEMbIM MPOQPCOIO3HBIM KOMUTETOM MEPBUYHOMN
nmpodcoro3HON  opraHuzanuu  (3hpexkmusnol  opmoii  denronpou3soocmea 8
npoghepynne ssnsemcs [[nesHux npogepynopea).
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2.6. DOPMUPOBAHMUE JIEJI

[Ipu QopmupoBaHuM J€1 HEOOXOAMMO COOJIIONATh CIEAYIOUIUME MpPaBHUIIA:
MOMEIIATh B JIEJIO TOJBKO HCIOIHEHHBIE U OPOPMIIEHHBIE JOKYMEHTHI B COOTBETCTBUU
C 3aroJIoBKamu Jel, pas3AenbHO (OpMUPOBATH B Jeda AOKYMEHTHI MOCTOSIHHOIO U
BPEMEHHOT'O CPOKOB XpaHEHHUS.

Homep pena, B koTopoe MAOMKEH OBITh MOAIIUT JOKYMEHT, OIpEAeIseT
UCTIOTHUTEND (PO COI03HBIN PAOOTHUK, aKTUBHUCT) 10 HOMEHKJIaType. Ha nokymenTe
MPOCTABIAIOTCS: OoTMeTKa «B nenmo», pgata v MoANKMChH MpeacenaTesis OpraHu3aluu
[Ipodcoro3a unm pykoBOAUTENSI CTPYKTYPHOrO HojpasaenaeHus (otaena, NOCTOSHHON
KOMHCCHH).

B 3aBUCHMOCTH OT CPOKOB XpaHEHHs] MPOBOJUTCS IMOJHOE WM YaCTUYHOE
opopmienue gen. Jlema  MOCTOSSHHOTO, JOJIFCOBPEMEHHOIO  XpaHEHHs U IO
JUYHOMY COCTaBY MOJUIEKAT MOJHOMY O(QOPMIIEHUIO, KOTOpPOE  MPEeayCMaTpPUBAET:
NOJIIMBKY WM TEpeIvieT JieNla; HyMepaluio JUCTOB B JIeJie; COCTaBJ€HUE, B
HEOOXOAUMBIX CIydasiX, BHYTpEHHEN ONMHUCH  JTOKYMEHTOB M O(OpMIICHUE
PEKBU3UTOB OOJIOKKH Jiefia (MpHU cJjaue B rOCYJapCTBEHHBIN apXHB).

Jlena BpemeHHOTO (710 10 JeT BKJIIOUUTEJILHO)  XpaHEHHUS  He
MOJIIMBAIOTCS, JINCTBI B HHUX HE HYMEPYIOTCS, JOKYMEHTHI B HHUX XpaHATCS B
CKOPOCHINBATENISAX.

[Iporokomnsl 3acemanuii MPOQPCOIO3HBIX OPraHoOB, IO CYTH, SBIAIOIIHECS
JOKYMEHTaMH MOCTOSSHHOTO XpaHEHHUs, B JIEJI€ PAcIoaraiTcs B XpOHOJIOTUYECKOM
nopsiike 1Mo Homepam. JIOKyMeHTBhI K MpPOTOKOJIaM (BCIIOMOTaTeNbHbIE MaTepHallbl,
TaOJIULIBI, CIIPABKU U T.J.), CTPYIIHPOBAHHbBIE B OT/IETbHBIE JIeNla, CACTEMATU3UPYIOTCS
10 HOMEpam MPOTOKOJIOB.

PacniopsiautenbHble  JOKYMEHTBHl TPYNNHPYIOTCS B Jeda 1O  BHUIAM
(TTocTaHOBJIEHUS BBHIMIECTOSANIUX MPOGOPTraHOB, COOCTBEHHBIEC MMOCTAHOBICHUS U T.1I.).
VYcraBbl,  MOJIOKEHUS,  UHCTPYKLIHMH,  YTBEPKIAEHHBIE  PACHOPAIUTEIIBHBIMU
JOKYMEHTAMH, SIBISIOTCS TPWIOKEHUSIMU K HHUM M TPYNIHPYIOTCI BMECTE C
MOCTaHOBJICHUSIMHU.

Pacniopspkenust mpezicenarenss ONEpaTUBHOTO Xapakrepa (0 KOMaHAMPOBKAX,
oTIycKkax) (OpMUPYIOTCS B OTZIEIABHOE AEIIO.

YTBepKIeHHbIE TUIaHBI pabOTHl MPOPCOIO3HBIX KOMUTETOB (COBETOB), OTUETHI,
CMETBI, UHBbIE TOKYMEHTBI TPYNIUPYIOTCSA OTAEIBHO OT MPOEKTOB.

[Tucema u 3asBieHus wieHoB [Ipodcoro3a u MOKYMEHTHI 110 UX PACCMOTPEHUIO
WCIIOJHEHUIO TPYIIIUPYIOTCS OTIEIBHO.

ITepenucka CPYHIIUPYETCH, KakK IIPaBUIIO, B XPOHOJIOTUYECKOUN
MOCJIeI0BATENIbHOCTH, IOKYMEHT-OTBET MOMEINIAETCS 3a JOKyMEHTOM-3anpocoM. [Ipu
BO30OHOBJICHMM TIEPEMUCKA TI0 ONPENEIEHHOMY BONpPOCY, HayaBIIEHCS B
NpeAbIIyIIEM TOAYy, AOKYMEHThI BKJIIOYAIOTCS B JEJI0 TEKYILIEro rojla C yKa3aHUeM
MHJIEKCa Jesa NpeablayIiero roaa.

B nena rpynnupyroTcsi TOKYMEHTBI OJHOTO KajJeHJaapHoro rojaa. MckmoueHnue
COCTaBJISIIOT MEPEXOSIIINE Jie]a, B KOTOPhIE TPYNIUPYIOTCS TOKYMEHTBI 32 HECKOJIBKO
neT (Hampumep, JIMYHbIE Jea).
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Kaxnoe neno nomkHo coaepxath He 0oiiee 250 nuctoB (30-40 MM TOIIUHEI).

2.7. PABPABOTKA JJOJI)KHOCTHOM MHCTPYKIIUA

JIOMKHOCTHAs MHCTPYKLMS ONpeesieT OpraHu3allMiOHHO-TIPABOBOE MOJI0KEHHE
IITATHOTO MNPO(COI03HOr0 pabOTHUKA, YETKO pa3rpaHMuuBas OOS3aHHOCTH W TMpaBa
MEXy COTPYAHUKAMHU.

NHCTpyKLIMSL  CIY’)KUT OTIPABHOW TOYKOW IIPU  OLEHKE JESITEIbHOCTH
pabOTHUKOB M MPUMEHEHUIO K HUM Mep BozaencTBud. [lpu pa3paboTke AOTKHOCTHBIX
MHCTPYKIMI JUisi paOOTHUKOB amnmapara mpo(Ccoro3HON OpraHu3aliy Mpeacenareb
npo(coro3HON OpraHU3alvyd JIOJDKEH OCHOBBIBaThbcsi Ha OOIIeM MoJjaoKeHuu 00
opranuzauuu Ilpodcoroza u Tex 3amayax, KOTOpbIE CTOST TMeEpel oOpraHu3anuein
[Ipodcorosa u e€ anmnapaTom.

JIOMKHOCTHAsE MHCTPYKUMSA, KaK MPaBUIIO, COAECPKUT CIEAYIOLIUE PEKBU3UTHI:
HAaMMEHOBaHUE OpraHU3allMM, Ha3BaHUE JIOKYMEHTA, AaTy, rpud yTBEp>KACHUS, TEKCT,
MOJIMTUCH, BU3bl, OTMETKY 00 03HAKOMJIEHUU C MHCTPYKIIHEH.

JO/KHOCTHASI MHCTPYKIMS 00bIYHO UMeeT 7 OCHOBHBIX Pa3/ieJioB:

oOumii; QyHKIMU; 00s3aHHOCTH; IMpaBa; OTBETCTBEHHOCTh; B3aUMOOTHOILICHUS;
opraHu3zanus paboThl U OLIEHKA J1eITeTbHOCTH.

B «O61em pasnene» yka3bIBaloTCs:

® CBEACHHS O OJDKHOCTH;
NOPSAIOK HA3HAUEHHUS U OCBOOOXKICHHS paOOTHHUKA OT JIOJKHOCTH;
NOPSIIOK 3aMENICHUS B CIIy4ae OTCYTCTBUS;
TpeOoBaHUs K KBAIM(pUKAIIUN PAOOTHHUKA;
® JIOKyMEHTHI, KOTOPBIMU COTPYAHUK PYKOBOACTBYETCS npu
OCYIIECTBJICHUH JTOKHOCTHBIX 00sI3aHHOCTEH.

Paznen «pyHKIMm» ornpeaenseT HarpaBiIeHus NeATeIbHOCTH COTPYIHUKA.

B pasmene «IomKHOCTHBIE OOS3aHHOCTH» TMEPEUUCTSIOTCS BHABI  PadoT,
KOTOpbI€ JIOJDKEH BBITIOJNHATH MPOGCOIO3HBIA PAOOTHUK JJIi  OCYIIECTBICHUS
BO3JIO’KEHHBIX Ha HETO (PYyHKITUH.

Paznen «mpaBa» ompenenser mpaBa pabOTHUKA, HEOOXOAUMBIE I HOPMAIBHOM
paboThel. 3mech yKas3bIBaeTCsA, KakKyl HWH(OpMaiuioo, HEOOXOIUMYIO JUisi paboThl,
CHEIUAINCT MOXET TOJYYUTh U OT KOTO OH MMEET MpaBoO €€ TpeOoBaTh, MPUHSATHE
KaKWX PpEIICHUI BXOJIUT B €ro KOMIIETCHIIMIO, KakKhe JOKYMEHTbl OH BIIpaBe
MOANUCKHIBATH U T.II.

B pasmene «OTBETCTBEHHOCTBHY» JOJDKHBI OBITH yKa3aHbl (OPMBI  OT-
BETCTBEHHOCTH 3a PE3YJbTAThI ACATEIbHOCTH NMPO(PCOI03HOrO paboTHHKA. Uem TouHEee
OyIyT omnucaHbl CHUTYyallid, BO3HUKHOBEHHUE KOTOPBIX BO3MOXXHO BCJIEICTBUE
HEOpPEKHOTO OTHOLICHUS CIEHUaIMCTa MPO(COIO3HON OpraHu3alud K CBOUM
00sI3aHHOCTSM, TEM JIeTde OyaeT KOHTPOJIUPOBATH PadoTy.

Pazgen «B3aMMOOTHOIIEHUS» OINpEEsieT B3aUMOCBSI3UM PAOOTHUKOB BHYTPH
amnmnapara npoQcor3HOI opraHu3aluu.

Paznen «opranuzamusi paboThl U OLEHKA JEATEILHOCTUY» OMPENEISET PEKUM U
rpaduk paboThl, BO3MOKHOCTh U MOPSJOK COBMEUIECHHUS APYTUX BUIOB padOT, a TaKKe
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COJIEP)KUT  CBEIEHUS O MOPSAKE OLEHKU 3P(HEKTUBHOCTH padOThI U KPUTEPUH, IO
KOTOpPbIM OYJEeT OLIEHUBAThCSA NEATEIBHOCTh PAOOTHUKA U €ro mnpodeccruoHanibHas
OpUrogHocTb. VIMEHHO 31ech HEoOXOJMMO MpPEeayCMOTPETh MEphl, Jarouiue
BO3MOXHOCTb MPUMEHUTh K paOOTHUKY, HE CHPABISIOLIEMYCS CO CBOMMH
00s13aHHOCTSIMH, COOTBETCTBYIoIME cTaThl TK PO.

Ilocne yTBepaeHHs NOMKHOCTHOW MHCTPYKLUMU OHA JOBOJAUTCS 10 CBEICHHUS
paOOTHMKA, 3aHUMAIOIIETO 3Ty JOJDKHOCTb, O YE€M JAENAeTCsl COOTBETCTBYIOIIAsS
oTMeTKa «C MHCTPYKIIMEH 03HAKOMIIEH) C JIMYHOM MOJIMUCHIO paOOTHUKA U YKAa3aHUEM
JaThl O3HAKOMJICHHS.

IIpy BHeceHMM U3MEHEHUNM B HWHCTPYKLUMIO W3JAE€TCS COOTBETCTBYIOLIEE
pacnopspKeHne npeaceaaress NpopCcoro3HON opraHu3auy.

B HeOonbmmx  mpo@COIO3HBIX  OpraHM3alMsAX BMECTO  JIOJDKHOCTHBIX
UHCTPYKIMK  ocymecTBisieTcss «Pacnpenenenne (yHKIMOHAIBHBIX O00sI3aHHOCTEH
MEX1y U30MpaeMbIMU MPOPCOIO3HBIMU PAOOTHUKAMUY», KOTOPOE TAK)KE YTBEPKIAACTCS
npencenareneM opranuzanuu Ipogceorosa.

I'JIABA 3.
OPOPMJUIEHHUE ITPOTOKOJIOB U COY/XEBHBIX IINCEM

3.1. OBIIME TPEBOBAHMUS K ITPOTOKOJIY

[Ipodcoro3znoe cobpanue (koHPepeHuus), 3acenaHue MPoPCOI3HOTO OpraHa
npoTokonupyeTcs. B mporokoiie ykasbiBaeTcs JaTa, MOPSIKOBBI HOMEpP, MOBECTKA
nHs coOpanusa (KoH(pepeHLMH), 3acelaHus KoMHTeTa (COBeTa), Mpe3uanyMa.
[IpoTOoKOTY OTYETHO-BHIOOPHOTO COOpaHUsS MPHUCBAUBACTCS MOCIHEIHUMN MOPSIKOBBIN
HOMeEp MPOTOKOJa OTYETHOTO MEPUO/a.

[IpoTokon sBIsiETCS OCHOBHBIM JTOKYMEHTOM MpO(COI03HON OpraHu3alud, B
KOTOPOM IIOCJIEJIOBATEJIbHO W B IOJHOM 00BbeMe 3a(UKCHpPOBAH BECh XOJ PadOTHI
BBICIIIETO OpraHa MNpOo¢COIO3HOM OpraHM3alMi  WIM 3acelaHusl KOJUIETUAJIbHOTO
BBIOOPHOTO MPOGCOK3HOTO OpraHa.

[IpoTokon moKEH MaKCHMalbHO OTBEYaTh TPEOOBAHUSIM TIOJHOTHI H
JIOCTOBEPHOCTH MH(OPMAIIMK, OTPa)XkaTh XOJ OOCYKJICHHUS BOIPOCOB, 00ECIICUNBATH
IOPUINYECKYIO TTOJIHOIIEHHOCTh, KOTOpasi ONpPEeNeNsieTcs HAIMIMeM B MPOTOKOJIE BCEX
HEOOXOIUMBIX PEKBU3UTOB.

B mporokone cobpanus (kKoHpEpEeHIIMN) YKa3bIBAIOTCSA: KOJIHMYECTBO UYJICHOB
[Ipodcoro3a, cocrosmux Ha ydete (WM3OpaHHBIX JIETIETaTOB), KOJIMYECTBO
MPUCYTCTBYIOIIHNX YJICHOB [Tpodcorosza (memeraToB KOH(EpeHIInNn),
npeAceaTeIbCTBYIOMNM, cekpeTapuaT coOpanust (koHpepenuun), K mnporokony
cobpanms (KOH(EpEHIMHU) TpHiIaraeTcs CIUCOK wWieHoB IIpodcoroza (memeratos
KOH(DepeHInn).

B mpoTtokone 3acenanus mpodCOO3HOTO KOMUTETA YKa3bIBAIOTCS: KOJUYECTBO
M30paHHBIX WICHOB, CIMHCKU TPUCYTCTBYIOIIUX YJICHOB KOMHUTeTa (mpe3uamyma) (B
anpaBUTHOM MOPSJIKE), IPUTIALIESHHBIX (€cIu npuriameHo 6osee 10 yenoBek, CIUCOK
MPUTTANICHHBIX  MpWiaraercs K  MOPOTOKONy),  daMuius, UMsS, OTYECTBO
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Npeice1aTeIbCTBYIOIIETO.

B npoTokon mo kaxxJIoMy BOIPOCY B MOCJIEAOBATEILHOCTH, YCTAHOBJICHHON B
MOBECTKE JHs, BKJIIOYAIOTCS: TEKCTHI JOKJIana (MHbopMmanuu), COMIOKIIaaa, 3aluch
BBICTYIUICHUH ¢ YyKazaHueM (aMWIWHU, WHUIMATIOB, JOJDKHOCTH BBICTYIAIOMIETO,
BOIIPOCHI M OTBETHl HA HUX, 3aKIIOUUTEIILHOE CIIOBO JOKJIAI4uKa, MPUHITOE MOCTa-
HOBJICHUE C YKa3aHUEM PE3YJIbTATOB TOJOCOBAHUS («3a», KIIPOTUBY», «BO3ACPIKAIICI).

B menom TekcT 1o kaxaomy Bompocy ctpoutcs no cxeme: CJIVIITAJIN —
BBICTYIIUJIU — IIOCTAHOBUJIH - I'OJIOCOBAJIA.

Ecnu Bompoc He TpeOoBan NOMOJHEHUN M Pa3bsICHEHWH WM NMpUHUMANCS 0e3
o0OCcyXeHus, pasiell npoTokoia «BeicTynuimy He opopmiiseTcs.

Ecnu B mocTtaHOBIEHUM UMEIOTCSI CCHUIKM HA MPUIIOKEHUS, OHU JOJDKHBI OBITh
MIPOHYMEPOBAHBI U MPUIIOKEHBI K TPOTOKOITY.

IIpu oopmiieHHH IPOTOKOJIA BAKHO YYUTHIBATH, YTO:

» Ka)IbIli BOITPOC MOBECTKH JTHSI HAYMHAETCA ¢ npemiora «O», «Oo».

» coJiep)KaHKME JTOKJIAJ0B M BBICTYIICHUH HW3JIaraeTcsl HEMOCPEICTBEHHO B
TEKCTE MPOTOKOJA WM Tpuiaraercs K Hemy (B TMOCIEAHEM Ciydae
JeIaeTcss B TEKCTe CHOCKAa «TEKCT JOKJIajga WM BBICTYIUICHUS
MIPUIIAraeTCs»);

» COJICp)KaHHWE BBICKA3aHHBIX IO XOJy 3aceaHus MPEII0KCHHM, BOIIPOCOB
U T.I. U3JIaraeTcs B MPOTOKOJIE B MpejeaaXx COOTBETCTBYIONIUX MYHKTOB
MOBECTKH JHS, BO B3aUMOYBSI3KE C BBICTYILICHUSMH;

» KKIbI MTyHKT IMOBECTKU JHS 3aBEPIIACTCS TOJIOCOBAHUEM U TIPUHSATHEM
MIOCTaHOBJICHUS;

» TEKCT TIOCTAHOBJICHHUS IO KaXKIOMY BOIIPOCY M3JIaraeTcs MOJTHOCTHIO.

Oco00E€HHOCTBIO CTUITUCTUKU MPOTOKOJA SIBISAETCA HM3JIOKEHUE COJIEPKAHUSI OT
TPETHETO JIUIa MHOKECTBEHHOT'O YUCHA («CIYIIAN», «BBICTYIUIN», «TOCTAHOBUIIM
U T.J.), a COACp’KaHUSA BBICTYIUICHMH — OT TPEThEro JiMlla €IWHCTBEHHOI'O YHCIa
(«IpeIOKUIDY, «KTOAYEPKHYID», «OTBETUID).

[IpoToko:n, kak mpaBuiio, 0POPMIISIETCSI B CPOKH, YCTAHOBIICHHBIE B PETJIAMEHTE,
HO He Oosee ueM uepe3 10-15 quel mocie 3acenanus.

ITo Bompocam OmepaTuBHOTO XapakTepa MOTYT MPUHUMATHCA IMOCTAHOBIICHHS B
pabouyeM TOpsiAKE. DTU TMOCTAHOBICHUS BU3UPYIOTCS 3aMHTEPECOBAHHBIMU JIUIIAMH,
UM TPUCBAMBACTCS TMOPSAKOBBI HOMEpP OYEPEeIHOro 3acefqaHusi mnpodroma
(npe3uauyma) € yKazaHMeM JaTbl WX MOpuHATHS. [locTaHOBIIEHMS, TPUHATHIE B
pabouem mopsake, GOPMUPYIOTCS K OUYEPEIHOMY MPOTOKOIY B XPOHOJOTUYECKOU
MOCJIE10BATENLHOCTH.

[lepedeHbh OCHOBHBIX BOIPOCOB, MO KOTOPHIM MOCTAHOBJICHUSI MOTYT OBITH MPHU-
HATBI B pabodeM TMOpSAKe, OMNPEACNIeTCS COOTBETCTBYIOIIUM  BBIOOPHBIM
KOJUIETHAIBHBIM PYKOBOSIIIUM PO COIO3HBIM OPTraHOM.

Ilpumeuanue: B COOTBETCTBUM C TIOJHOMOYHWSMH OTKPBIBAET MPO(COrO3HOE
cobpanne (kKoH(pEpeHIHIO) Tpeacenarenab opranm3anuu IIpodcoroza (1o pemreHUO
yieHoB [Ipodcoroza (meneraroB) jisi BefaeHus coOpaHust (KOH(MEPEHIMH) MOTYT
n30upartbest pabouue opranbl (IPe3UIUYM, CEKpeTapuaT u Jp.).
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HeszaBucuMo OT TOro, KTO y4acTBOBal B BeJCHHU coOpaHusi (KOH(MEpEHIUH),
UTOTOBBIE JIOKYMEHTHI (TIOCTAaHOBIIEHHWE W MPOTOKOJI) MOAMUCHIBAET MpeaceaaTeb
npoQCOIO3HON OpraHu3aluil WM €ro 3aMecTUTenb (He nymamv ¢ NPOMOKOIOM
CcOOpaHus. mpyoo8o2o KoOJIeKmMued, 20e NpomoKojl NOONUCLIBAIOM npedcedamend U
cekpemapsb cobpanus, HOCKOAbKY —V mMpy008020 KOJLIEKMUBA Hem HOCMOSHHO
0eticmayIouux 8bl00PHLIX PYKOBOOSUUX OP2AHOS).

3.2. OPOPMJIEHHUE OTAEJIbHBIX MNPO®COIO3HbIX
JOKYMEHTOB

Buvinucka. Brinucka U3 mpoTOKOJa MOBTOPSET BCIO BBOJAHYIO YacTh MPOTOKOIA
JI0 TIOBECTKU JIHS, U3 KOTOPOH OEepeTcss TOT BOIPOC, MO KOTOpOMYy OhOpMIISeTCs
BBITIHCKA.

Pacnopsasxcenue. PacniopspkeHre MOXKET NPUHUMATHCS npejaceaaTesieM
opranuzauuu IIpodcoroza no moOomMy BOIMpocy, OTHECEHHOMY K €r0 MOJHOMOYHSIM.
Hampumep, mo kaapoBbIM BoOIpocaM, IO HA3HAYCHHWIO JaThl CO3bIBA 3aceiaHus
po(CcOor03HOr0 Oprana u T.1.

Cnpagka. OdopmisieTcss B KadyecTBe BCIOMOTaTelIbHOIO Marepuana Ipu
W3YUYEHUU TE€X WM HWHBIX BOMPOCOB JIJII PACCMOTPEHHUS Ha 3aceaHhU BHIOOPHOTO
npodcoro3Horo oprana. O0bEM crpaBKH, KaK MPaBUIO, HE JAOJKEH MPEBBIMIATH 3-5
ctpanuil. [lo Hambonee KpymHBIM BoOMpocaMm, HampUMEp, NpH OOOOIIEHHH OIbITa
paboTsl opranm3anun [Ipodcoro3a crpaBka MOKET ObITh U OOJIBIIIET0 OOBEMA.

Cnyxnceonaa 3anucka. SIBiseTcss BHYTPEHHUM CIIYKEOHBIM JOKYMEHTOM,
aJIpeCOBaHHBIM PYKOBOAMTENO MPOQCOIO3HONW opraHu3anuu. B HeM, Kak MNpaBuio,
paccMaTpuBaeTCsl KakoM-1nOo BOMPOC, a B 3aKIIOYEHUU TPUBOASITCS BBIBOABI U
npennoxenusd. [lo copepkanuto  ciyeOHble 3amMCKU OBIBAIOT: JOKJIAJIHBIE,
AHAIMTUYECKHE, CTATUCTUYECKUE, OOBSICHUTENbHBIC U T.I.

3anenenue. BHyTpeHHMI CIyKEOHBIM JOKYMEHT, O(QOpMIISIEMbIH Ha HMS
pyKoBOauTENsT TPO(COIO3HOW OpraHu3anvy. bBIBaIOT pa3HbIe THUIBI 3asBJICHUI:
3asBiIeHHEe O TmpuéMe Ha paboTy WIM  YBOJIBHEHUH, 3asBICHUE-XOIATaiCTBO,
3asiBIICHHE-Kan00a, 3asiBICHUE-KOHCTATAIMS U T.11.

Axkm. TekcT akTa COCTOMT W3 JIByX 4YacTel — BBOJHOM W KOHCTaTHUPYIOIICH.
BBoaHas yacTh akTa BKJIIOYAET H3J0KEHUE OCHOBAHUS ISl COCTABICHUS aKTa M
MepeyYeHb JUL, TPUCYTCTBYIOIIUX IPU AKTUPOBAHUHU.

AKTOM (DUKCUPYIOTCS pe3yabTaThl, HAPUMEP, TMpUEeMa-CIadu JOKYMEHTOB IIPU
n30paHuu HOBOTO Tpejacenaresss MpodCOo3HOW OpraHU3alMK, PEe3YNIbTaThl PEBU3UH,
WHBEHTapHU3allHiil, CHUCAHUS MaTEePUATbHBIX LIECHHOCTEHN U T.1.

AKT odopmisieTcs TO ONpeAeNEHHON CXeMe H JaTo ero ohopMIICHHS
CTAaHOBHTCS J1aTa aKTHPYEMOTO COOBITHSI.

Jloeepennocms. B 3aBUCUMOCTH OT COJIEpPKAHUS MOJHOMOYMM, YKA3aHHBIX B
JOKYMEHTE, Pa3InyaroT:

o0uwue (2enepanvHvle) O008€PeHHOCMU — BBIJAIOTCA UISI  COBEPIICHUS
MPEACTABUTENIEM CaMbIX pa3sHOOOpPa3HBIX HOPUANYECKUX JEUCTBUH OT HUMEHHU
MPEACTaBISIEMOrO;

23



cneyuanbHble 006€PeHHOCMU — BBIJAIOTCA HA COBEPUICHUE OIHOPOIHBIX
IOPUANYECKUX NEHCTBUM, HAIPUMED 3aKJIFOUYECHUS OJHOPOIHBIX CIEIIOK;

Paszoevie 006epPeHHOCMU — BBIIAIOTCS JJI1 COBEPILIEHUS CTPOrO OIPEACICHHOTIO
IOPUANYECKOTO EUCTBUs, HAIpUMEp Ul IOAINMCAHUSA KOHKPETHOI'O AOrOBOpa, IpU
ATOM B JIOBEPEHHOCTH JIOJKHBI OBITh YKa3aHbl HOMED U J]aTa A0roBOpa, HAMMEHOBaHUE
KOHTPAreHTa, ¢ KOTOPhIM HEOOXOIMMO 3aKIIIOUNTh JAHHBIM IOTOBOP.

JIOBEpEHHOCTh aZpecyeTcsl JIMLAM, Iepe]] KOTOPBIMU IPENCTaBUTENb OyAeT
IPEJICTaBIATh HMHTEpPECHl MPO(COIO3HONW OpraHu3auuu  (IOPUAHYECKOrO JIMIA).
JIOBEpEHHOCTh MPENCTABISAECT OAHOCTOPOHHIOK CHENKY, MOXET ObITh BblAaHa Ha MUMS
OJIHOT'O MJIA HECKOJIBKUX JIULI.

3.3. O®OPMJIEHUE CJHYXEBHbBIX INCEM

Cny)xeOHO€ TTUCBMO — ATO HE TOJBKO HOCHUTENb OMNpeeieHHON HHpOpMaIuu,
HO U TPaBOBOM JIOKYMEHT, OT MPaBUIBLHOTO O(GOPMIICHUS KOTOPOTO 3aBUCUT €rO
OTIEPATUBHOE UCIIOJTHEHUE U TIOCIIEAYIOIIEe NCTIOIb30BaHuE.

Texcr nuchMa MODKEH OBITH KPAaTKUM, TOYHBIM, HE JIOMYCKAIOIIUM Pa3IudHbIX
tonkoBaHuil. Ciy)keOHOE THUCBMO MOXET OBITh aJIpecOBaHO OpraHU3alluu, €e
CTPYKTYPHOMY  TOJpa3/IeJICHUI0, COOTBETCTBYIOIIUM  JIOJDKHOCTHBIM JUIaM
poCOr3HOM OpraHu3aIuy.

CnoBo «komus» Tepe] yKazaHHeM BTOPOro, TPEThEro ajpeca He yKa3bIBaeTcs,
KXl SK3EMIUISIp MOJIMUCHIBAETCS OTAENbHO. [IMchMO 1enecoodpa3Ho MOCBANIIATH
onHoMy Borpocy. [Ipu HeoOXoauMOCTH OOpPaTUTHCS OJHOBPEMEHHO MO HECKOJIBbKUM
Pa3JIMYHBIM BONIPOCAM PEKOMEHAYETCSI COCTABIISITH HECKOJIBKO MTUCEM.

HanmeHoBaHue agpecata yka3blBalOT B MPAaBOM BEpPXHEH YacTH JOKyMeHTa. B
NUChMaX, SBIIAIONIMXCS OTBETAMHM Ha 3alpochl, YKa3blBalOTCS HOMEp U Jara
JOKYMEHTa, Ha KOTOpPBIA JdaeTcsi OTBET. OTH JaHHbIE IPOCTABISIIOTCS B
YCTaHOBJICHHOM MecCTe OJIaHKa WU Mepe]] 3ar0JI0BKOM TEKCTa.

CymiecTByeT MHOTO pa3lUYHBIX BHUJOB CIY>KEOHBIX MHCEM, HO B MPAKTUKE
paboThI BBIOOPHBIX OpraHoOB OpraHu3aIni [Tpodcoroza HauOoee
pacnpoCTPAaHCHHBIMH  BHJIAMH  CIY>KEOHBIX THCEM  SIBISIOTCS:  ITUPKYJSPHBIE,
nH(OPMAITMOHHBIE, COMPOBOAUTENbHbBIE, MHCHMA-TPOCHOBI, MUChMa-HAIOMUHAHUA,
MKMChbMa-U3BEICHUS, MUCbMa-TIPUTIIAIICHHS], TUCbMa-3aMpOChI.

Hupkynsipuple mucbMa. OTH MUChbMa OOBIYHO BBHICHUIAET BHIOOPHBINM OpraH
BBIIIECTOSIIEH opranm3anuu  [Ipodcoro3a, KOTOPBIM COOOIIACT HUIKECTOSIIAM
OpraHu3alusM ONpeIeJICHHbIE CBEICHUS WM YCTAaHOBKH, HOCAIIUE (YIIPABICHYECKUN)
pacnopsAIUTENbHBIA XapaKTep B COOTBETCTBYIOIIECH MPOQCOIO3HON OpTraHU3aIlluu WU
[Tpodcoro3e.

HNudopmanuonnbie nucbMa — Pa3HOBUIHOCTh MM CEM-U3BEIICHUH,
uHGOPMUPYIOMUX MPO(COIO3HYI0 OpPraHU3aldI0 WIM Tpeacenaress OpraHu3aliu
ITpodcoro3a 0 TOM wi HHOM (hakTe.

ConpoBoauTebHble MHUCbMAa COCTaBIAIOTCS TMPU OTHOpaBKE KaKUX-IHOO
JIOKYMEHTOB WJIM MaTepUabHbIX IIEHHOCTEN (Hanpumep, npodcoro3nbix Harpan). OHu
MOTYT COJEpKaTh JOMOJHUTEIbHYI0O MH(POPMAIMIO MO MpUIaraéMbIM JOKYMEHTaM.
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ConpoBOAUTENBHOE NUCHBMO SIBJIETCS TAaKKE€ OJHMM U3 CPEACTB KOHTPOJS 3a
JIBUKEHUEM JOKYMEHTOB U MaT€pUAIbHBIX IEHHOCTEH.

IMucbma-nmpocbObI U3NAralT Kakyw-1100 npock0y. B HUX mpenenbHO KpaTKo
U YBOXHUTEJIbHO MOJYEPKUBAETCA 3aMHTEPECOBAHHOCTh OpPraHM3alMd B CKOpeHIeM
BBINIOJIHEHUH TPOCHhObI M 3apaHee BblpaxkaeTcsl ONaroJapHOCTh 3a YCWIMS IO €€
ucnojiHeHuo. Takue nuceMa, Kak IIpaBuio, HauuHarorcs cioBaMu: «[Ipomy Bacy,
«IIpocum Bac...».

IMucbma-u3BelleHUs1 - 3TO MHUChbMA, B KOTOPBIX UYTO-TMOO0 COOOIIAETCS WU
yrBepkaaercs. OHM 0ObIYHO HauMHaroTcs cioBaMu: «Coobuiaem», «/JoBonum a0
cBefeHus», «CraBum Bac B M3BECTHOCTBY» U .

MMucbema-npuraamenusi. OHU MOTYT OBITH aJIPECOBAHBI MHIVWBUIYaTLHOMY WUJIU
KOJUIEKTUBHOMY ajpecary. Ilpu OoibIIOM KOJIMYECTBE aJpecaToB IeJ1eco000pa3Ho
U3rOTOBUTH THUMOTPAPCKUM CHOCOOOM TpadapeTsl, B KOTOPHIX OT PYKH WM Ha
NUIIYIIEH MalllMHKE 3amoJIHAIOTCS (pamMuius, UMs, OTYECTBO MPUIJIALIEHHOTO. OTH
nuchMa HauMHAroTCs cioBaMu: «IIpodcoro3HbIi KOMUTET (COBET) MpUrialiaeTy,
«IIpocum npuHATH yuactuey, «I[Ipurnamaem» u T. 1.

B coBpeMeHHOM J€NONpPOM3BOJICTBE MUCHMO BBICTYMAaeT KakK JIeJIOBOU
JIOKYMEHT. Bce nenoBeie mnucemMa B [Ipodcoroze MoOXKHO pa3fenutrh 1O
(GYHKIIMOHAIBHOMY NIPU3HAKY  Ha JIBE TPYIIIHL:

a) mucbMa, TpeOyrouMe NUChMa-0TBETA;

0) muceMa, He TpeOylolue MuchbMa-oTBeTa (MMChMa-TOATBEPKACHUS, MUChbMa-
HAalIOMHUHAHMS, MHUCbMA-TIpEAYNpPExKACHUs, MHUCbMa-u3BeleHus1). OHu He TpeOyroT
OTBETa, HO UX HAJIMYME UMEET IOPUINYECKOE 3HAUCHHE.

Jist cocTaBieHHs] CIyKEOHBIX THCEM, OTBETOB Ha MHCbMa HCIOIB3YIOTCA
Ostanku npodcoro3Hoi opranuszainuu popmaTtop A 4.

Ecnu nmuceMo ampecoBaHO 4acTHOMY JUIly — YKa3bIBaeTCS JOMAIIHHUM ajpec
noJryqaress.

[TucbMoO MOMKHO UMETH: aapecara, 1aTy, MHJIEKC JOKYMEHTA, CChUIKY Ha MHJIEKC
U J1aTy JOKyMEHTa-3amnpoca (€Ciu MUCHhMO SIBIISIETCS OTBETOM), 3arOJIOBOK K TEKCTY,
BO3MOKHA OTMETKA O HAJTUYHMH MPUIOKEHUS, a Jjajiee - MOANUCH, haMuiius u TenedoH
WCIIOJTHUTENS.

Kak npasuno:

® 3aroJIoBOK K TEKCTy MHChbMa HadyuHAeTcsa ¢ mpemsioroB «O», «O0» u
BBITIONHSIETCS 0€3 KaBbIUEK, TOYKA B KOHIIE 3ar0JIOBKa HE CTaBUTCS;

® B HANMCAHWM JAThl MUChMA HE CJIEAYET UCTIOIB30BaTh KABBIUKHU;

e B oO0pameHnH K ajgpecary CcleIyeT oOpamarbCsi OT JHulla BO
MHOECTBEHHOM uuciie, Hanpumep «CoobiaeM », «HamomuHaem ..».

J1yist GONBIIMHCTBA JIEJIOBBIX TUCEM XapaKTepHA MOBTOPSIEMOCTh OJTHUX U TEX K€
000pOTOB, OCBOMB KOTOPBIE MOKHO COCTABUTH TEKCTHI PA3IUYHBIX MHCEM.

[Tpu ncons30BanuM pacupPOBKY MOAMKUCH HE CIEAYeT CTAaBUTh CKOOKH.

[TonroToBKa JOKYMEHTAa K OTMIpPaBKE 3aKIIOYaeTCs B TMOAMNHCAHUU |
perucTpaluu.

Konmusi ocraercas B nene mnpodcoro3Hod opranuzanuu. [Ipu HanpaieHuu
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NMCbMa OJIHOBPEMEHHO HECKOJBKHM aJ[pecaraM CHadajla YKa3bIBaeTcs aJpec
OCHOBHOI'O TOJIy4aTesis, a 3areM, 0e3 yKa3aHusl CJIOBAa «KOMMS», MEPEUHUCISIOTCS
IpyTrHe aJipecaThl.

Aopecosanue ookymenma. JIokyMeHTHI afpecyloT B opranuzanuu [Ipodcoroza
WIn JOJDKHOCTHOMY Ny (Kak TpaBujo, Mpeacenarento  Mnpodcor3HOn
OopraHu3aIum).

[Ipu agpecoBaHuM AJOKYMEHTa B MPOPCOIO3HYIO OpraHu3alnio 0e3 yka3aHus e
PYKOBOJUTES] HAMMEHOBAHUS MUIIYT B UMEHUTEIILHOM MaJEeXKe.

Hanpumep, Ilepmckas kpaeBast opranuzanus [podcoroza.

[Ipu HanpaBieHnu TOKyMEHTa Ha UMsl Tipencenatens opranuzauuu [Ipodceoroza
e€ HaMMEHOBaHUE BXOJUT B COCTaB JIOJHDKHOCTH ajpecara.

Hanpumep, [lpencenarento Kpacnosipckoii kpaeBoit opranuzauuu I[Ipodcoroza
JI.B. KocapbIH1IeBOM.

[Ipu anpecoBaHuM JOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpraHu3alui ux
Ha3BaHUS  cleayeT  yka3biBaTh  00oOmenHo. Hampumep: Ilpencenarensim
TEPPUTOPHATIBHBIX (MECTHBIX) opranuzaiuii [Ipodcorosa.

[TonHbIN MOYTOBBIN a/ipec YKa3bIBaCTCs MPU HAMPABICHUU JOKYMEHTA Pa30BbIM
KOPPECIOH/IEHTaM B COOTBETCTBHMHM C IMOYTOBBIMU MIPABUJIAMHU.

Hanpumep: Penakmus razetst «Moit [Ipodcoro3y, yia. 1905 roma, 1.7, ctp.1 T.
MockBa,123995.

JIOKyMEeHT He JOJDKeH cojepaTh OoJee 4YeThIpeX aJpecaToB, KaxK[Iblif
AK3EMIUISIP TAKOTO JTOKYMEHTA JOKEH ObITh MOITUCAH.

[Ipu HampaBneHuu HOKyMeHTa Oojiee 4eM B YEThIpe ajpeca COCTaBIsETCA
CIIUCOK Ha PAaCcChUIKY M Ha KaXXJIOM JOKYMEHTE MMPOCTABIISIETCS TOJIBKO OJIUH aJpecar.

Anpec He TMPOCTaBISETCS HA JIOKYMEHTaxX, HaIlpaBIsieMbIX B BBILIIECTOSIINE
BBIOOpHBIE TIPO(COIO3HBIE OpraHbl U MOCTOSHHBIM KOPPECIOHACHTaM (NMEPBUYHBIM U
MecTHbIM opranusanusm [Ipodcoroza). B 3Tux ciydasx MOTYT NPUMEHSTHCS
KOHBEPTHI C 3apaHee HareyaTaHHBIMU aJIPECaMU.

Odhopmnenue cpucha ymeepocoenusn

[Ipu yTBepkaeHNU HOKYMEHTA MOCTAHOBJICHUEM TpU( YTBEPKIACHHUS COCTOUT
u3 cnoBa YTBEPX/IEH (0e3 xaBbuek), HAMMEHOBAHUS YTBEP>KIAIOIIETO JOKYMEHTA
B TBOPUTEIBHOM MaJI€KE, 1aThl, HOMEPA, HaIpUMeEp:

YTBEPXIAIO
[Ipencenarens opranmuzaiuu [Ipodcoroza
(mrunas moanuck) (¢§.u.o0.)
unu
YTBEPXKJIEHO
nocraHoBieHueMm lIpesnanyma

opranm3aiuu [Ipodcorosza
OT 20 r.No
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Pe3zonwoyun pykosooumena npoghcoio3non opzanuzayuu

B pe3ontouuun garorcs ykazaHus 0 UCIIOJIHEHUIO JOKYMEHTA.

B cocraB pe3onmonuu JOMKHBI BXOJUTH CIEAYIOIIME 3JIEMEHTHI: (pamMuius
UCTIOTHUTENS (MCTIOJIHUTEIIEH), CoAepKaHue MOPYyUYEHHUs], CPOK UCTIOTHEHUSI, MOIUCH,
nata. Ilpu Hamuuum B pPE3OJIOLMH HECKOJBKUX HCIOJHHUTENEH YKa3bIBaeTCs
OTBETCTBEHHBI HCHOJIHUTENb (KaK MpPaBWIO, 3TO JIMIIO, Ha3BAHHOE B PE3O0JIIOLUU
MIEPBBIM).

Ha noxymenTax, He TpeOYIOMIUX JTOMOTHUTEIBHBIX YKa3aHUH 110 UCIIOJIHEHUIO U
MMEIOIIUX TUIIOBBIE CPOKU HUCIIOJHEHUS, B PE3OJIOLUU YKa3bIBA€TCSI HCIOJHUTEIb,
MOJNKCH aBTOPA PE30JIIOLIHNH, J1aTa.

Odhopmnenue npunosrcenuil K npogcow3nomy 00KymeHmy

Ecnim  nmokymMeHT (IIOCTaHOBIIGHME WJIM CIpPaBKa) UMEIOT MPUIIOKEHHUS,
Ha3BaHHbIE B TEKCTE, TO OTMETKAa O HHUX O(QOpPMISETCSs B IMUCHME IO Cleayrouiei
dbopme:

[Ipunoxenue: Ha 10 1.

Ecnm mpunoxeHuss B TEKCTE HE Ha3BaHbI, TO HEOOXOJMMO MEPEUYUCIUTh UX
Ha3BaHUs, KOJWYECTBO JIMCTOB M JK3EMIUISIPOB KaXJ0ro. [Ipu HaIMYUM HECKOJIbKUX
MPWIOKEHUW OHU HYMEPYIOTCS.

IHpunoswenun:

1. IlITatHOE pacnrcanue Ha 4 1. B 1 9K3.

2. Cmerta pacxoa0oB Ha 2 1. B 1 3K3.

Ecnu npunosxenus cOpoIItopoBaHbl, KOJIWYECTBO JIUCTOB HE YKA3bIBACTCS.

[TpunoxeHus: AOMHKHBI UMETh BCE HEOOXOIUMBIE I JOKYMEHTa PEKBU3UTHI
(HaMeHOBaHUE, 3aT0JI0OBOK, MOJMMCH OTBETCTBEHHBIX 33 UX COJIEpKAHUE, 1aTy).

Ha npuoskeHu# K OCTaHOBIEHHUIO MPOQCOIO3HOTO OpraHa B MPaBOM BEpXHEM
yriay cieayeT JenaTh OTMETKY C YKa3aHMEM Ha3BaHUA paclopsIUTEIbHOTO
TOKYMEHTA, €0 AaThl U HOMEpA.

Hanpumep: Ilpunoxenue k mnocraHoBienuio Hcmonkoma IIpodcoro3a ot
21.01.2011 NoS.

I'JIABA 4.
OPTAHMU3AIUA JOKYMEHTOOBOPOTA

4.1. MPUEM MOCTYHNAIOIEN JOKYMEHTAIIUU

O0s13aTe/IbHON perucTpaluy NOJJIEKAT:

v\ 3aKOHOJATEIbHbIE U HOPMATHBHBIE AKThI, MOCTAHOBIICHHS, CIIYKEOHBIE
MUCHbMa, UHBIE IOKYMEHTHI BBIIIECTOSIINUX MPO(COIO3HBIX OPTaHOB;

v\ mpuKasbl, IHCbMa, OOpAIleHHs OpPraHOB BJIACTH WM aIMHHHCTPAIUH
00pa30BaTEIBLHOTO YUPEIKICHUS;

v\ [POEKTHl JOKYMEHTOB, TIPEICTABISEMBIX B MpOo(COI03HYIO
OpraHU3alMI0 Ha PACCMOTPEHUE, COTIIACOBAHUE, 3aAKITIOUYEHUE;

v’ npemiokeHus: 00 M3MEHEHHHM WIM YaCTHYHOM YTOYHCHHH HOPMATHBHBIX
JIOKYMEHTOB;

v’ mmcbMa, TpPEUIOKEHMs, 3asBJI€HUS M KamoOsl wieHoB IIpodcorosa.
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Peructpanuu noasiexxat 1 HauOosee BaXXKHbIE BHYTPEHHUE JOKYMEHTHI MPO(COI03HOM
opranuzanuu (cmpaBKM O paboTe MO BBIIOJIHEHUIO pELICHUs CcoOpaHus
(koH(pepeHrn), nHGOpMaUU IO OTAEIbHBIM HANIPaBICHUSAM AESATEIbHOCTHU U T. 11.).

He nmopJiesxart perucrpanuu:

e TiepuoAMYECKUE u3MaHus (Ta3eThl, KYpHaJbl), JIKcrpecc-uHbopmaius,
OpOLIIOPHI;

® pEKJIaMHbIE U3BEILCHUS, IIAKAThI, TPOCTIEKTHI, TO3/IPABUTEIILHBIC THChMa
U TeJIeTPaMMBl;

® COOOIIEHUSI O COBEIIAHUAX, 3aCEJaHUsIX, TOBECTKH [HSA 3acelaHui,
PUTTIACUTEIIbHBIC OUJIETHI,

® CBEJICHMS O BPYUYCHUHU Harpaj, MOYETHHIX IPAMOT;

e (UHAHCOBBIC, CTATUCTHUYECKHE OTYETHl BCEX BHUJOB, CMETHI W
MOSICHUTENIBHBIC 3alMCKU K HHUM, HW3BEIICHUS, TMJIATEKHbIE MOPYYCHHUS,
0aHKOBCKHE CUeTa, HAaKJIaIHbIC, IIJIAHBI U TPOTPaMMbl O0yUYEHUSI;

® 3aMeyYaHUs Ha MPOEKTHI JIOKYMEHTOB, JOTOJHUTEIbHBIE CBEJICHUS K paHee
MIPUCIIAHHBIM U HE B3STHIM Ha KOHTPOJIb JOKYMEHTAM.

Ha xaxxnom JlokymMeHTe MpOCTaBIsSIETCsl JlaTa MOCTYIUICHHS (B MPAaBOM HUYKHEM
yIJ1y TIEPBOTO JIUCTA JJOKYMEHTA).

B  opranmzanusax Ilpodcoro3a  ycTaHaBIMBAIOTCS — CIEAYIOIIME  CPOKH
paccMOTpeHuss mocTynmuBIIMX JokyMeHToB (m. 2.3.10. IlpaBun 1o BemeHuto
Je7I0NpOn3BO/ICTBA B opranu3aiusix [Ipodcorosa):

He Oonee 10 kanmeHIApHBIX JTHEW — JUIsl MHCEM BBIIIECTOSIIIHUX MPO(COIO3HBIX
OpraHOB M WHBIX OpraHU3allUid, €CIM HMHON CpPOK HE YCTAHOBJIEH BBIIIECTOSIIIUM
po(COI03HBIM OPTraHOM;

He Ooisiee 15 KajdeHAApHBIX AHEH — JJIA TIPEIJIOKEHUM, 3asBICHHH M JKalioo
yieHoB [Ipodcoroza;

He Oosiee 30 KaJleHIAPHBIX THEH — JJIA JOKYMEHTOB, TPEOYIOIIUX HU3y4YEHUS U
MPOBEPKH, TMOATOTOBKA CIPAaBOK M OOOCHOBAaHMW, a TakkKe pacCMOTPEHHUs U
oOCYXJeHHUss WX Ha COOpaHMM WIM 3aCCIaHHH COOTBETCTBYIOIIETO BBIOOPHOTO
po¢cOI03HOTO OpraHa.

OdopmileHHbIE W CHATBIE C KOHTPOJS JOKYMEHTHI, MUChMa (OPMHUPYIOTCS B
7ieJia B COOTBETCTBUU C HOMEHKJIATYPO J1eT po(dCOr03HOM OpraHu3aIuu.

B memsix obecnieyenus Hanboliee MOJHOTO U CBOEBPEMEHHOTO PACCMOTPEHUS
JIOKyMEHTOB HEOOXOAMMO €XKErOoJIHO Ha 3acelaHuU KOJUICTHAIBHOTO BBIOOPHOTO
npodoprana paccmarpuBaTh UHGOpPMAIMI0O 1O pabore ¢ JOKyMEHTamH,
MOCTYIUBIIIMMHA Ha paccCMOTpeHue B opranuzanuio [Ipodcorosa.

Perncrpanusi u paccMoOTpeHHe NMHCEM, K100 U 3asiBJIeHUM

JIOKyMEHTHI ¢ IPEAIOKEHUSIMHU, 3asIBJICHUAMH U Kajlo0aMu (MHUCbMaMU) YJIECHOB
[Ipodcoro3a yuuTHIBAIOTCS, PETHCTPUPYIOTCS, KOHTPOIUPYIOTCS M (POPMHUPYIOTCS B
7iena OTJIeNIbHO OT IPYTUX JOKYMEHTOB.

[Ipun npueme muceM A0 UX PErHCTpallMU, MPOCTABICHUS AAThl MOCTYIUICHUS U
PErUCTPAIMOHHOTO HOMEpa MPOBOJIUTCS TPOBEPKA:

MPaBUJIBHOCTH aJIpeCOBaHMS (OMIMOOYHO MOCTYNHUBIIME MHUChbMa BO3BPAIIAIOTCS
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OTIIPABUTENIO UJIU aIpECcaTy M0 Ha3HAYEHHUIO);

HaJIM4us NIEPEUUCIEHHBIX B IMCbME MPHUIIOKECHUM;

Ha IMOBTOPHOCTS.

[luceMa, ocTaBiieHHBIE HAa JMYHBIX IPUEMax B MPOQPCOIO3HBIX OpraHax M
CTPYKTYPHBIX TOJIPA3ACIICHUAX, PETUCTPUPYIOTCS C YKA3aHUEM JaThl IOJIYYEHUS.

[Incemy, MOCTyNUBIIEMY OBTOPHO OT OJHOTO M TOTO K€ JIMLA, IPUCBAUBAECTCS
PErUCTPAILIMOHHBII HOMEp Mpeaplaylmero nucbma. Ha HeM mnpocraBisiercss paara
MOCTYIUIEHUSI TTOBTOPHOTO IIMCbMa, B PETHCTPALIMOHHOM KypHaje WIH
PErMCTPAllMOHHON KapTOUKe JeJaeTcsi OTMETKa O (pakTe MOCTYIUIEHHS] MOBTOPHOIO
MACHMA.

42. PABOTA C 3AMBJIEHUSsMH, OBPAIIEHUSMU WU
MNPEJJIOKEHUSAMHAU YJIEHOB ITPO®COIO3A

[Topsimox paboTel ¢ obOpamenusmMu wieHoB [Ipodcoro3a, cpoku paccMOTpeHHS
NPEIJIOKCHUM, 3asiBJICHUN | kano0 B opraHm3anusax [Ipodcoroza ycTaHaBIUBAOTCS
periiaMeHTaMHu BBIOOPHBIX MPO(COIO3HBIX OPraHOB, YTBEP)KJIACMBIMU Ha ILICHAPHBIX
3aCEIaHUSIX  COOTBETCTBYIOIIMX  BBIOOPHBIX  KOJUICTHAJIBHBIX  PYKOBOJSIIHX
PO COIO3HBIX OPTaHOB.

Bb100pHBIC OpraHbl MEPBUYHBIX, MECTHBIX, MEKPETHOHATBHBIX U PETHOHATBHBIX
opranm3anuii IIpodcoroza  ocymecTBIIIOT paboTy ¢ OOpalIlCeHHSIMHU YJICHOB
[Ipodcoro3a u mpodcoro3HBIX OpraHu3anuii B COOTBETCTBUU ¢ WHCTPYKIUSMHU IO
JIEJOMPOU3BOJICTBY, YTBEPKAAEMBIMH HUCIIOIHUTEIBHBIMU MPO(COIO3HBIMU OpraHaMu
(npe3uauymamu) opranuzamuii [Ipogcorosa.

3asBienus (mucbMa) wieHoB [Ipodcoro3a paccmMaTpuBarOTCs B CPOK 10 OJIHOTO
Mecsla, a He TpeOyrolIue AOMONIHUTEIBHOIO0 M3yYeHHUs U MPOBEPKU — B CPOK HE
Oomee 15 nmHeit co aHsA mocTyrieHus. [lucbma (3asBlIeHHS), HE  OTHOCSIIHECS K
MOJIHOMOYHUSIM KoMHTeTa (coBera) opranusanuu I[Ipodcoroza, HampaBisiOTCS 1O
NPUHAITICKHOCTH HE MO3/JHEE YEM B MSATHIHEBHBIN CPOK.

B oTaenbHBIX ciiydasx, KOrja JUisl pa3pelieHus 3asBICHUS WU KaIoObl dileHa
[Ipodcoro3za HEOOXOIMMO TPOBEACHUE CHEIUAIBLHONW TPOBEPKH, HCTpeOOBaHHE
JIOTIOJTHUTENIBHBIX MAaTEPHAIOB U MPUHATHE APYTHX MEp, CPOKH Pa3pelICHHs] TaKUX
XKa00 MOTYT OBITh B MOPSIAKE UCKITIOYSHUS MPOJICHBI TIpeiceaTeneM mpodCor3HON
opraHuzanuu, HO He Oonee uemM Ha 30 mgHEH, ¢ cooOuieHHEM 00 STOM UIICHY
[Ipodcoroza, momasmeMy 3asBiIeHHE WK XKano0y B opranusaiuio [Ipodcorosa.

[Ipennoxxenwusi, 3asBICHUS U >KaJoObl, HA KOTOPBIE NAETCS MPOMEKYTOUHBIN
OTBET, C KOHTPOJS He cHUMAaioTcsA. KOHTpOb 3aBepIaeTcsl TOJIbKO MOCe BHIHECECHUS
PENICHNS U IPUHATHS UCYCPIBIBAIOIINX MEP IO UX Pa3pPEIICHHIO.

AHoHMMHBIE oOOpamieHust (0e3 MOoANUCH W yKa3aHus (paMuwinu, WMEHU W
MOYTOBOTO ajpeca) oOpalieHus], He TIOIAIOIINECS MTPOUYTCHHIO, & TAKXKE TyOIHMKATHBIC
(BTOpOI ¥ TOCIEAYIONMNE TEKCTHI OAHOTO OOpaIleHHs, HAIIPABICHHOTO B Pa3IUIHBIC
WHCTAHITUHN WA TIOBTOPSIIOIINE TEKCT MPEIBIIYIIEro 00palieHus, Ha KOTOPbIi ObLT JaH
OTBET) He paccmaTpuBarorcs. Ha payOnmkatHele oOpaiieHusi (3asiBICHUSI) MOTYT
HAIPABJIATHCS YBEIOMIICHHSI O paHee TaHHBIX OTBETAaX WA UX KOIHU.
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B ciydae, ecnu moctaBieHHble B oOpameHuu wieHa I[Ipodcoro3a Bompockl He
BXOZST B KOMIIETEHIMIO JaHHOW MPOQCOIO3HON OpraHu3aIyy, Takue oOpamieHus B 5-
THEBHBI  CPOK  HAMNpaBIAIOTCA 1O  NPUHAANCKHOCTH € TMOCIETYIOIIUM
UH(OPMHUPOBAHUEM 00 3TOM 3asIBUTEIIS.

3ampemaeTcs HaMpaBIATh MUCEMO TOMY MPOQCOI03HOMY JOKHOCTHOMY JIHILY,
Ha JICHCTBHE KOTOPOTO MojaHa xkanooa.

O6pamenust uneHoB IIpodcoroza cumTaroTcsi pacCMOTPEHHBIMU, €CJIM Ha HHX
JaHbl TUCHMEHHBIE OTBETHI.

[loctynusmee Mutepuer-oOpamienue wiena llpodcoro3a pacneuarbiBaercs, u
nanpHeias pabota ¢ HUM BeETCS KaK ¢ MICBMEHHBIM OOpaIleHHEM.

OcHoBaHMEM [UIsi OTKa3a B paccMOTpeHHH VIHTepHeT-oOpalieHus, TOMUMO
OCHOBaHHH, TNPEAYCMOTPEHHBIX JUIS TIHCHBMEHHBIX OOpalleHHid, TakKKe MOXKET
SBIISITHCSL:

® yKazaHHWE aBTOPOM HEJCHCTBHTENBHBIX CBEJCHUN O cebe WM aapeca s
OTBETA;

® T[IOCTYIUICHHE TyOJIHKaTa yKe MPUHITOTO JIEKTPOHHOTO COOOIICHUS;

® HEKOPPEKTHOCTH COACPKAHUS SJICKTPOHHOTO COOOIIECHUS;

® HEBO3MOXXHOCTh  PACCMOTPEHHS  oOpaimieHuss 0e3  HEOOXOJIMMBIX
JTOKYMEHTOB.

[Mpennoxenuss wieHoB  IIpodcoro3a, BBICKAa3aHHbIE HAa  3acCeHaHUAX
po(COr03HOTO KOMUTETA, MPOPCOIO3HBIX COOPAHUIX U MPUHATHIC 3TUMH  OpraHAMU
K pPacCMOTPEHHIO, (PUKCUPYIOTCS B COOTBETCTBYIOUIMX IMPOTOKOJAX U 1O HUM
opraHusyeTtcs padoTa.

KonTponto mojexxar Bce 3aperucTpupoOBaHHBIE JTOKYMEHTHI, TpeOyrolue
UCIIOJIHEHUS, TIePeUYeHb KOTOPBIX YTBEpXKAAeTcs MpeacenaTesieM MpoQCor3HOM
opranu3anuu (Hampumep, pabora ¢ kamoOamu). KoHTponmbHas KapToTeka
¢bukcupyetrcss Ha OymaroHocutene (KypHaje) WM B AJIEKTPOHHOM BHJE, B KOTOPOH
BEJICTCSI CBOSI HyMEpaIlus.

JIOKyMEHT CYHMTaeTCsl HCIOJIHEHHBIM B TOM Ciy4dae, €CId pelIeHbI
MOCTABJIICHHBIE B HEM BONPOCHI HJIM aBTOPY JIaH OTBET [0 CYIIECTBY.
(ITpomexxyTOUHBIN OTBET, KaK U 3aMPOC MO UCIIOIHAEMOMY TOKYMEHTY HJIM YaCTUYHOE
UCIIOJTHEHUE TIOPYYECHMs, HE SBISETCS OCHOBAaHUEM /Jisi MpPHU3HAHUS JOKyMEHTa
UCIIOJTHEHHbIM). B  KOHTpONBbHOM KapTOTeKe MpOU3BOAUTCS 3amuch: «CHATO C
KOHTPOJISI» M YKa3bIBACTCS JaTa.

Brei6opubie opransl opranuzanuii [Ipodcoro3a obecnieunBaroT y4€T U aHamu3
BOMPOCOB, CcojAepKamuxcsa B oOpameHusax uiaeHoB [Ipodcoroza, perymsapHo
3aCIyNIMBAIOT Ha CBOMX 3aCEAaHUAX UTOTU pabOThI ¢ OOpAIIEHUSIMU U TPEICTABIISIOT
HEOOXOANMYIO HH(OPMALINIO KOHTPOIbHO-PEBU3NOHHBIM KOMHCCHSIM.

4.3. BOITPOCBI XPAHEHUA JOKYMEHTOB
Cpoku  XpaHeHHUs]  JIOKYMEHTOB  ONPEACAIOTCS  MPU  YTBEPKIACHUHU
HOMEHKJIATYpbl ~ JIe1  KOMHUTETOM  (COBETOM), TMPE3UAUyMOM  Mpodcoro3HOU
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OpraHu3aluy C y4eTOM TpeOOBaHUN apXUBHBIX CIIyKO. JJOKYMEHTBI C JIUTEIbHBIM U
ITIOCTOSIHHBIM CPOKOM XPaHEHUS MOIEKAT CAAYE B APXUB.

B ciywyae mnepenaum JOKYMEHTOB B TIOCYNApCTBEHHBIM, MYHULMIAIbHBIM,
BY30BCKMIM apXWB U 3aKIIOYEHUS C HUM COOTBETCTBYIOIIETO JIOrOBOpa WIIH
corjamieHus, npodcor3Hasi OpraHu3alys CTAaHOBUTCS HUCTOYHHUKOM KOMILJIEKTOBAHUS
MH(OPMAIMOHHBIX PECYPCOB rOCYAapCTBa.

[Ipy mnoaroToBke pAen K cAadye B apXUB YUMUTHIBAIOTCS Bce TpeOOBaHMS
®enepansHoro 3akoHa ot 22.10.2004 r. Ne 125-03 «0O0 apxuBHOM Jiene B
Poccuiickoit @enepaunm», a Takke MOPABOBBIX AaKTOB II0 APXUBHOMY JI€y M
JOKYMEHTALIMOHHOMY o0ecrieueHuto ynpasienus denepanbHOW apXUBHOM CIIyKObI
Poccuu 1 opratoB ynpaBiieHHs] apXUBHBIM JeJIoM cyOBbeKToB PD.

Hena BpemenHoro (10 10 jeT BKIIOUMTENBHO) XpaHEHUs Mepefadye B apXUBbI,
KaK TpaBWIO, HE TMOJJEXKAT, OHU XPAHATCA B MPOQPCOIO3HBIX OpraHU3aLMIX MU IO
UCTEYEHUN CPOKOB XPaHEHHUSI MOJIEKAT YHUUTOKEHHUIO B YCTAHOBIEHHOM MOPSIIKE.

JI1s1 HOATOTOBKM JOKYMEHTOB K C/1a4€ B apXUB U K YHUUTOKEHUIO IPOBOJUTCS
B YCTAHOBJICHHOM TIOpSJIKE S3KCIEpPTH3a LEHHOCTUM TOKYMEHTOB. B apxuBbl aena
nepeaaroTcs Ha OCHOBAaHHUM J0TOBOPA (COTJIAIEHHsI) HAa TOCTOSIHHOE, JOJITOBPEMEHHOE
(cBbime 10 1eT) XpaHeHHe U 110 JIUYHOMY COCTaBY.

Jlena K YHUUYTOKEHUIO BKJIFOUAIOTCS B KT, €CJIM CPOK UX XPAaHEHUS HCTEK K |
SHBapsl TOrO0 T0/la, B KOTOPOM COCTaBIISIETCA aKT. AKT COCTaBJISETCS SKCHEPTHOU
KOMHUCCUEH U yTBEpXkAaeTcs mpejceaaTesneM npopco3HOl OopraHU3aluu.

Hanpumep: 3akonuennsie B 2011 rogy nena co cpokoM XpaHEHHUs 5 JIE€T, MOTYT
BKJIIOUAThCA B aKT He paHee | ssuBaps 2016 roaa.

N3bsiTHE JOKYMEHTOB U3 JIel IIOCTOSIHHOTO XpaHEHHWsS JOIyCKaeTcs B
UCKIIFOUUTENBHBIX ~ CIAy4asX M NPOU3BOJUTCA C pa3pelieHuss MpeacenaTens
opranuzanuu [Ipodcoro3a ¢ 00s3aTeNbHBIM COCTABICHUEM B JI€lie 3aBEPEHHON KOITUU
JOKYMEHTA U aKTa O MPUYMHAX BbIJIaYU MOJIMHHUKA.

Brigaua (BeiHOC) Mpod)COIO3HBIX JI€NT CTOPOHHUM OpPTaHU3AIMSIM MPOU3BOIUTCS
c paspemienus mnpexacenarens opranuzauuu [Ipodcoroza. CTopoHHUM OpraHU3aMSIM
7iea BbIAAIOTCS MO aKTaM.

[Ipu nuxkBupganuu opranuzanuu [Ipodcoro3a ee JOKYMEHTHI HEPENarOTCs IO
aKTy B BBIOOpHBIA MPOGCOIO3HBIA OpPraH BBIMIECTOSIICH TEPPUTOPUATIEHON
opranmzauuu Ilpodcoroza win B NOpodCOO3HYIO OpraHU3aLUI0, SBISIONIYIOCS
IIPaBOIIPEEMHUKOM.

JKCHepTH3a LEHHOCTH M c/ladya JOKYMEHTOB B apxuB. B mpodcoro3HbIx
OpraHu3anusax, oOJaJaloIlUX IpaBaMHU IOPUAMYECKOrOo JMIa, Ha BCe Jena,
otoOpanHple Ha apxuBHoe xpaHeHwe (10 mer m Oosee) COCTaBISAIOTCS MPUEMO-
C/IaTOYHBIE OMKCH MO0 YCTAHOBJICHHOH (opMe.

Jlena BpeMeHHOT0 cpoka xpaHeHus (10 10 jieT) yuuTbIBatoTCSl IO HOMEHKJIATYPE
JIeJT 10 BKJIFOUEHUS UX B aKT HA YHUUYTOKEHHE.

AKT Ha  JOKYMEHTBI, NOJJIEXKAIIHE  YHUYTOKEHUIO,  yTBEPKIAETCA
VCITOJIHUTEIBHBIM BEIOOPHBIM OpraHoM opranuzanuu I[Ipogcorosa.

B ciyyae cmeHbl Oyxrantepa NpOM3BOAUTCS NpHEM-Tiepeadya Jel C y4acTUEM
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npenacenarens (mpeacTaBUTENS) KOHTPOJIbHO-PEBU3UOHHOU KOMUCCHH
COOTBETCTBYIOLLIEN poQcOor03HOM OpraHu3aIyu, 4TO ITOATBEPKIACTCS
COOTBETCTBYIOIIMM akToM. llpu cmeHe ka3zHaues win OyxraiaTepa OpraHU3aliu
[Ipodcoro3a nepenave nmojauexar TOJAbKO T€ Jelia, KOTOPbIE BXOASAT B HOMEHKIIATYDPY
nen noj HazBaHueM «byxrantepust mpodCOr3HON OpraHu3alum.

DKcrnepTu3a IeHHOCTH JOKYMEHTOB B MPO(COIO3HON OpraHu3alluy MPOBOIUTCS
U B CIIy4asiX, KOTrJa JOKYMEHTBI HE CHAIOTCS HA XPAaHEHUE B ApXUBBI: IIPU COCTABIICHUU
HOMEHKJIATYPHI JIeJl ¥ BBIABICHUU H30BITOUYHBIX MANOK C TEKYIIUMH MaTepualiamMH,
npu (HOPMUPOBAHUM JI€JI U MPOBEPKE MPABUILHOCTH OTHECEHMS JOKYMEHTOB K TEM
WM WHBIM HAIpaBJICHUAM, NpPH TMOATOTOBKE JI€J1 WM OTIEJIbHBIX JOKYMEHTOB
TEKYILETO WIHN MTOCTOSIHHOTO XPAHEHUS K IMOCIEAYIOMIEMY YHUUTOKEHHUIO.

Ha 3aBepiiienHbIe Jie1a MOCTOSSHHOTO, BpeMeHHOTO (cBhimie 10 jeT) xpaHeHus u
MO JIMYHOMY COCTaBy, IPOLIEAIINE IKCIIEPTU3Y LUEHHOCTH, COCTaBIAOTCA onucHu. Ha
nena BpeMeHHoro (10 10 neT) XxpaHeHus ONKMCH HE COCTaBISIOTCS.

Onucu Aen COCTaBISIIOTCS MO YCTAaHOBICHHOM opMe B TpeX HK3eMILISIpax.

KonTpone 3a BemeHHeM JelONpPOM3BOACTBA B opranu3anuu I[Ipodcorosa
OCYIIECTBIIAET KOHTPOJIBbHO-PEBU3UOHHAS KOMUCCHSI.

4.4. MOPAJOK NEPEJAYM JAEJ ITPU CMEHE NPEACEIATEJISA

4.4.1. B nepBru4HOi1 PO COXO3HOH OPraHU3AIUMN.

He mno3nnee HemenpbHOro cpoka Mociieé OTYETHO-BBIOOPHOTO MPOGCOI03HOTO
cobpanusi (npu cmene npedcedameins) OCYHIECTBISCTCS Mepenada MPOo(COrO3HBIX
JOKYMEHTOB (Z€d) MpeXHUM TMpelcenareyieM B MPUCYTCTBUM MpPEIceaaTelis
KOHTPOJIbBHO-PEBU3UOHHON KOMHUCCUU U COCTABIISIETCS aKT O NMPUEMe-ciaue JIedl.

B akte ykaszwigaromcsi 6ce Oena co2nacHO HOMEHKAIAmMype, YKA3bl8AIOMCsl
PasauyHvle npogcoio3Hvle OIAHKU, MAMePUATbHble YeHHOCMU (NPU HAIu4ul) u op.

[Ipuemo-cnaTouHbIit akT Jen mpo(CcOr03HOrO0 KOMHUTETa COCTABISIETCS B TpeX
AK3EMIUIAPAX, U3 HUX NEPBBII XPAHUTCS B J€JIaX OPraHU3alMK, BTOPOU BBICHUIAETCS B
BBIOOPHBIA OpraH MECTHOW (palOHHOM, TOPOJICKOM) MTpOo(COI03HOM oOpraHU3allvH,
TPETHUM BBIJAETCS HA PYKHU IPEKHEMY MPEACEAATEIIO.

4.4.2. B repputopuanbHoii (MecTHoii) opranuszanuu Ipodcorosa.

[Tocne otueTHO-BBIOOpHOHN Mpodcor3HON KOHbEpeHIu (npu cmeHe npeoce-
Ooamesisi) TPEXKHUM TMpeacenaresb B MNPUCYTCTBUM TpeAceAaTesisi KOHTPOJIbHO-
PEBU3HOHHON KOMUCCUU TIEPenaéT ena BHOBb M30paHHOMY TIPEICEIaTENIO.

AKT 0 mpueMe-ciade J1eJl COCTaBIISIETCsS HE MO3JHEE HENEIBHOIO CpOKa IOCIE
OTYETHO-BHIOOPHON KOH(EPEHIINH, TOANUCHIBACTCS OBIBIIMM W BHOBH HM30paHHBIM
npefceaaTeNIIMA  TePPUTOPHUATIBHOM  (MECTHOH) MPOQCOIO3HOW OpraHW3aIlii B
MPUCYTCTBUU MNPEACENATENST KOHTPOJIbHO-PEBU3UOHHOM KOMMCCHM, O Y€M JIEJIAeTCs
3aIUCh B AKTE.

[IpueMo-cnaTouHbId aKT COCTaBIsAECTCS B TpeX sk3eMiuisgpax (1m.5.8. IlpaBun no
BEJICHUIO JIEIONPOU3BOJICTBA B opranuzanusax [Ipodcoro3a), u3 HUX NepBbIi XpaHUTCA
B JieJlaX TePPUTOPUATBHON (MECTHOW) opraHu3auu mpodcoro3a, BTOPOi BhIIAETCS Ha
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PYKH TpeXHEMYy Npeacenareiao, TpPeTUd B BBIOOPHBIA OpraH peruoHaIbHOU
(MexpernoHanpHOH) Mpo(COrO3HOW  OpraHu3anuu (6  akme  YKA3bIBAIOMCS
nepeoasaemvle OOKYMEHMbl, 8 MOM Yucie u oyxeaimepcKue OOKYMeHmMbl (CO2AACHO
HOMeHKlamype O0ell), neuyamu, ONAHKU HNPOPCOIO3HbIX OULemo8, MamepuaibHble
YEeHHOCU U UMywecmeo, Haxoosaujeecs Ha banance opeanuzayuu l[lpogcoroza).

T'JIABA 5.
METOJINYECKUE PEKOMEHJIAIINH 11O MIOJATIOTOBKE "
IMPOBEJIEHUIO COBPAHUN (KOH®EPEHIINM), 3ACEJAHUN
IMPO®COIO3HBIX OPTAHOB

5.1. BACEJJAHHUE ITPO®COKO3HOI'O OPTAHA

Martepualibl OCHOBHBIX BOINPOCOB TMOBECTKM JHS 3acellaHus MPOQCOI3HOTO
opraHa TOTOBSITCS COOTBETCTBYIOIIMMH TOCTOSIHHO JEHCTBYIOIIMMU KOMHUCCHUSIMU
KOMUTETA C MPUBJIEYEHUEM IIMPOKOT0 Kpyra npo¢cor03HOro akTHBA.

[Ipu OTCYTCTBUU MOCTOSIHHBIX KOMUCCHH (HOPMUPYETCS BPEMEHHAs KOMUCCHS
BO TIJlaB€ C YIEHOM KOMHTETa Mpodcoro3a, OTBEUYAIOIIUM 3a COOTBETCTBYIOIIECE
HanpaBJieHUE paboThI.

Ecnu Bompoc, paccmaTpuBaemblii Ha 3acelaHMM KoMmMuTeTa (Mpe3uauyma),
3arparuBaeT uHTepechl wieHoB I[Ipodcoro3a ToOM WM  wHOM  mpodcoro3HOM
opraHuzanuy, npodrpynmsl, HEOOXOAMMO TMPEABAPUTEIBHO PACCMOTPETh €ro Ha
3acegaHnuy KomuTeTa (mpodO0rpo), coopaHuu MPOQPTPYIIIIHL.

I[Ipy 1DOArOTOBKE K PACCMOTPEHUIO Ha 3aCENaHMM  KOJUIETMAJIbHOTO
npo(COI03HOTO OpraHa CJOXKHBIX IO COJEPKaHUIO BOIPOCOB TOTOBUTCA IMPHU
HEOOXOJIMMOCTH TIOSICHUTEIIbHAS 3aITUCKA.

PaccmoTpenne Bompoca, BHECEHHOTO B MOBECTKY JHS NPO(COI03HOTO opraHa,
peayCMaTpUBAET:

> MOATOTOBKY IPOEKTa MOCTAHOBJIEHUSI IO PACCMAaTPUBAEMOMY BOIIPOCY U
BHECEHHUE €ro Ha 3acellaHre MPOQCOI3HOTO OpraHa;

> oOCyXJleHHe BOIpoca U TMPOEKTa TIOCTAHOBJIEHUS Ha 3aceJaHuu
po¢COI03HOTO OPraHa;

> NPUHSATHE IMOCTAHOBIICHHS IO pacCCMaTPUBAEMOMY BOIIPOCY;

> OKOHYATeNbHAasi MOJArOTOBKA  pPENAKUMU  TOCTAHOBJIEHUS U  €ro
MOANUCAHUE;

> MOATOTOBKA Pa3HapsA/IKU, PA3MHOKEHHE U JOBEACHUE MOCTAHOBIEHUS /10
ucrionautenert  (opranmzanuii  [Ipodcoroza,  CTPYKTYypHBIX  MOJPA3fCICHHM,
po()COr3HOTO aKTUBA (MPOPTPYII, UX BEIOOPHBIX OPTaHOB H T.J. );

> o opMIICHHE TIPOTOKOJIA ;

> OpraHu3alys BbIMOJHEHHS TOCTAHOBJIEHUS U KOHTPOJIb;

> CHATHE TOCTAHOBJIEHUS C KOHTPOJISI PEHICHUEM OpraHa, MPUHSBIIETO
ITOCTAaHOBJICHHE.

Jlo 3acengaHus KOJUIETHALHOTO MPOQCOI03HOrO opraHa (KomuTeTa (COBETA),
npe3uauyma) Impejacenarenb opranuzauuu  [Ipodcoroza cozmaer yciaoBus IS
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MPEIBAPUTEIHFHOTO O3HAKOMIICHHUS C TIPOEKTaMH JOKYMEHTOB WICHOB MPOQCOI03HOTO
oprana (TMOpPSIOK O3HAKOMIICHHS 3akperuisiercss B Perimamente komurtera (COBETA)
opranuzanuu [Ipodcorosa).

CHsATHE C KOHTPOJIS TTOCTAHOBIICHUS OCYIIECTBISIETCS HAa OCHOBAaHUH CITPaBKH O
BBITIOJTHEHUN MOCTAHOBJICHUS, TIOJIMUCHIBAEMON JIUIIOM, OTBETCTBEHHBIM 3a
BBITIOJTHEHUE TTOCTAHOBJICHHSI.

5.2. INMOCTAHOBJ/IEHHUE, PANOPSAKEHUE ITPO®COIO3HOI'O
OPT'AHA

[TocTaHoBJICHHE, PACHOPSDKEHUE BBIOOPHOTO TPOQCOIO3HOTO OpraHa JIOJDKHO
UMETh 3aroJIOBOK, JIaTy NPHHATHS W HOMEp (IIPOTOKOJBHBIM HOMEP, BKIIOYAFOIIHI
MOPSAJKOBBIA HOMEp 3acefaHusl MPOQCOIO3HOrO0 oOpraHa | IOPSJIKOBBI HOMED
paccMOTpPEHHs BOIpoca Ha 3acefaHuu, Hanpumep, 5-2 (5/2).

W310KeHUI0  KOHKPETHBIX  yMNPABICHYECKMX  IMYHKTOB  IOCTAHOBJICHHUH,
pacrnopsbKeHUH, Kak MpaBUjIo, MPEAMIECTBYeT —npeamOyia (KOHCTATHPYIOMIAs YacTh).
B  koHcTaranmm  ykaspiBaloTCsAd  (DaKTHUECKHe  OOCTOATEAbCTBA ©  MOTHBHI,
HOCTY)KHUBIIIKE OCHOBAaHHUEM JUIS IOJTOTOBKH M PACCMOTPCHHMS TEX WM HMHBIX
BOIIPOCOB HA 3acelaHhM  NPOQCOIO3HOr0 OpraHa, a TaKXKe COJCPKATCS CChUIKH Ha
3aKOHBI, TTOCTAHOBJICHUS MPOQPCOIO3HBIX OPraHOB M HMHBIC aKThl, B COOTBETCTBHH C
KOTOPBIMH MPUHUMAETCS JaHHOE MMOCTaHOBJICHHE (pacmopsbkeHue). B koHcTaTanmio
HE BKJIFOYAIOTCS MOJIOKEHHSI HOPMATHBHOTO XapaKTepa.

3a KOHCTATUPYIOIIEeH YacThIO CICAYeT MOCTAHOBISIONIAS YaCTh, B KOTOPOit
M3JIararoTCs BCE yNpaBJICHYSCKUE WIM HOPMATHBHBIC TIPEANUCAHNsI, HAIIPABJICHHbIC HA
pellieHre MOCTAaBJICHHOM YCTABHOM 33]]aui B TOCJIC0BATEILHOCTH, 00CCIICeYMBAOIICH
MPAaBWIBHOE TOHUMAHUE COJEPIKAHHs MOCTaHOBJICHHUsA. [loCTaHOBISAIOMIAS YacTh IO
HEOOXOIUMOCTH TOJPA3EIIeTCs] Ha MYHKThL. KaKIblii MYHKT COAEPIKUT OJHO
HOPMATHUBHOE TIOJIOKCHUE WM YIMpaBJIeHYECKOe Mpeanucanue (o HeoOXOIUMOCTH
MOTYT YKa3bIBAThCSI CPOKU BBITMOJIHEHUS TOTO MJIM MHOTO MyHKTA U OTBETCTBEHHBIE).

Kak mnpaBuwio (npu HEOOXOAMMOCTH), B TOCICIHEM IYHKTE IMOCTAHOBJICHUS
JeNIaeTCs 3aMUCh 10 BO3JIOXKECHUIO KOHTPOJIS 32 BBIMOJHCHUEM TTOCTAHOBJICHUS.

Ecimu k TOCTaHOBIICHUIO MPWJIATAIOTCS NPHIOKEHUS, CIPaBKH, HHPOpMAITUH,
TaOJUIBI M JIp., TO CChUIKA HA HUX 00s3aTeIbHA B TEKCTE IOCTAHOBICHUS (€Ciu
HECKOJIBKO TIPHIIOKEHUH, TO OHA HyMEPYIOTCS TI0 TIOPSIIKY ).

Ecnmn  mocraHoBIeHWE TPHHMMAETCS HAa  COBMECTHOM  3acelaHWH  C
aJIMHHHCTpANield, TO B 3aroJioBKe OJIaHKa YKa3bIBAIOTCS HAMMEHOBaHUS 000X
OpPTraHOB, YJYaCcTBYIOIIUX B 3aCCIaHWU, a HOMEP COCTOUT W3 TOPSJAKOBOIO  HOMeEpa
MPOTOKOJIa podKOMa U Yepe3 IpoOdh HOMEepa MPOTOKOJIA a IMAHHUCTPALIHH.

[ToctaHoBICHHE, TPUHIATOE HA COBMECTHOM 3acEllaHUH, TOIIKMCHIBAIOT 00a
pykoBoauTens. VX moamucu pacmojiararorcs Ha OJTHOM YPOBHE.

B ManouncneHHBIX MEePBUYHBIX MPO(COIO3HBIX OpraHU3aIUsAX, 4Yalle BCETO,
OTJCJIEHOE TTOCTAHOBJICHUE COOpaHHs WIIH MPO(COI03HOTO KOMUTETA HE IIPUHUMACTCS,
a TEKCT IOCTaHOBJICHUS (UKCHPYETCS HEMOCPEJICTBEHHO B IPOTOKOJIC, KOTOPBIH
TaKXKe TOITUCHIBACTCS MpeiceaTesieM IpoCOr3HOM opraHu3anuu. B Takux cirydasx
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npo(COIO3HBINT KOMHUTET B TEKylled padoTre ucnoib3dyeT (Mpu HEOOXOAUMOCTH)
BBITIMCKHU U3 MPOTOKOJIA.

B cootrBerctBun ¢ VYcraBom Ilpodcoroza u OOmuMH MONOXKEHUSIMU 00
opranm3auuax [Ipodcoroza  mocraHoBiIeHUST BceX  MPOPCOIO3HBIX  OpPraHOB
MOJAMUCHIBAET Npecenarenasb opranuzanuu [Ipodcoro3a unm ero 3aMecTuTeb.

5.3. OPTAHU3AIMA PABOTHI BBICHINX, PYKOBOJIAIIUX U
NCIIOJIHUTEJIBHBIX  BbBIBOPHbBIX OPIAHOB OPI'AHM3AIIUI
HPOPCOIO3A

Komuccuio (pabouyio rpymniy) o nmoAarotoBke coOpaHus (KOHPEpEeHIHH), KakK
OpaBWJIO, BO3rjaBisier uieH npodkoma. K pabGore B cocraBe KOMUCCHU MOTYT
NPUBJIEKATHCS AKTUBUCTBI, psAJlOoBbie wieHbl [Ipodcoroza, 4To HE TOMBKO CO3/aeT
XOpollIie BO3MOXKHOCTU JiJisl peanu3anuu uieHamu lIpodcoro3a ycrtaBHOro mnpasa Ha
ydacTHe B BBIPAOOTKE pElICHUM, MPUHUMAEMbIX MPOGCOO3HON OpraHM3allueil, HO U
SBJISIETCS OJHOM M3 HaumOoisiee d(PPekTuBHBIX (PopM pabOTHI MO MOJATOTOBKE pe3epBa
po(COI03HOTO aKTUBA.

[Ipodcoro3ubiii  koMuUTET (COBET, MNPE3UAUYM) JTOJDKEH CBOCBPEMEHHO, B
COOTBETCTBHM CO CpPOKamH, OIpeaesieHHbIMU YcTaBoM I[Ipodcoro3a, omoBecTUTH
YY4aCTHUKOB coOpaHusi (jeneratoB KOH(EpeHIMHu) O JaTe, BpPEMEHH, MeCTe
npoBeqieHns coopanus (KoH(MEpEeHIIMN) U TPOEKTE TOBECTKHU JHS.

B nocranoBjieHuH 0 co3bIBe CoOOpaHus (KOH(pepPeHIUN):

yKa3bIBaeTCA JaTa €ro MPOBEJICHUS, MPOEKT MOBECTKU IHS, COCTAaB KOMHUCCUU
(pabouel TpymnIbl) MO MOATOTOBKE OCHOBHBIX BOMPOCOB MOBECTKH JIHSA, CPOKH Mpe/-
CTaBJICHHS MaTepUaJIOB U T.I.

YCTaHABIIMBAETCS HOPMA MPEJCTABUTEIHCTBA U CPOKU MPECTABICHUS BBIITUCOK
00 n30paHuu JeIeraToB.

Marepuansl Kk npodcoro3HOMYy coOpaHuio (KOH(GEpPEHIHH), 3aceJaaHulo
po(COI03HOTO OpPTraHa JIOJKHBI COJEPIKATh:

® JOKJaJ, KPaTKyIO MOSCHUTEIBHYIO 3aITUCKY C HEOOXOMMBIMU pacyeTaMu
1 000CHOBAaHUSIMU;

® IIPOEKTHI MOCTAHOBJICHUH;

® CIIMCOK JIWII, TIPUTJIANICHHBIX Ha coOpaHue (KOH(EPEHINIO), 3aceTaHue
KoMUTETa (COBeTa) Wi (MPe3uanyMa) ¢ YKa3aHueM ux GpaMujInu, UMEHH,
oTyecTBa (IIOJHOCTHIO), TOHDKHOCTH U MecTa paboThI;

e crucok uineHoB [Ipodcoroza (wnm neneratoB KoHbepeHIUu) (mis pe-
TUCTpAIUN).

54. OHEHKA D®®EKTUBHOCTHU 3ACEJAHUS MMPO®COIKO3HOI'O
OPI'AHA

3acenanne mpoQCOO3HOTO OpraHa MOXKET Oka3aThes d(DPEeKTUBHBIM WK HEd(]-
(DEKTUBHBIM B 3aBUCHMOCTH OT PA3JIMYHBIX YCIOBHN U (DAKTOPOB.

[TokazarensiMu yCHemrHO TPOBEICHHOTO 3acefaHus MPO(COI3HOTO KOMHTETA
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(coBeTa) MOTYT BBICTYIIUTh TAKUE MPU3HAKH, KaK:

o HAJIMYAe  TEXHWYECKUX  YCIOBUW  JUIsI  TPOBEACHHUS  3acelaHus
npo(CcOI03HOT0 oOpraHa (IMOMEIIEHUE, HCIOJIb30BaHNE KOMIIBIOTEPHON TEXHHKH,
HaJIM4YMe HEOOXOIUMOTO KOJIMYECTBA MPOEKTOB JOKYMEHTOB U Jp.);

o KauecTBO IMOATOTOBUTEILHON paboThI; (3370JT0 (HE MEHEE YeM 3a MECSIII)
10 TIPOBEACHMS 3acelaHus NpodKoMa BaXXHO  OMpPENENUTh KpPYr BOIPOCOB JUIS
OOCYXKICHUSI M TIPEICTaBUTh AKTHBY JUIA €ro ocMbIcieHus. [Ipu HeoOX0MMMOCTH MOXKHO
pa3paboTarh MPUMEPHBIN BOMPOCHUK ISl M3YyUCHUS BOIPOCA, MPHUBIEYH K TOATOTOBKE
yrieHoB [Ipodcoroza. He mMeHee BaHO OIpenesuTh, B YeM KOHKPETHO OYJIET COCTOSITh
POJIb KaXI0T0 WieHa Mpo(dKkoMa, B MOATOTOBKE MaTEPUAIIOB K 3aCEIaHUIO);

o COOJIO/ICHNE perjaMeHTa W YCTaBHBIX HOPM IPH MPOBEICHUHU 3aCeIaHHs
(mpexzae Bcero, BaxHO oOecmneuyuTh KBOPYM (SBKY). 3acefaHue KOJUIETHAJIBHOTO
npocoro3HOro opraHa JOMKHO HAayMHATBbCA C  OIVIAllEHUs SABKH, COCTaBa
NPUTIAIEHHBIX TOCTEH, TNPUHATHAS PEHICHUS O Havane padoThl, IIOCJIE Yero
yTBEPKAACTCS IOBECTKA 3aCEeaHUs U PErJIaMeHT paboThI);

o YeTKOCTh  (OPMYJIMPOBOK  BOMPOCOB  IOBECTKH  JIHS  3acelaHus
npodcoro3Horo oprana. GopMyIMpPOBKH BOMPOCOB  JIOJDKHBI OBITh JTAKOHHMYHBIMHU, HO
EMKUMH M JOCTYIHBIMH I IOHMMaHHUS BCEMH WICHaMH IMPO(COI3HOTO OpraHa u
NPUTITAIEHHBIMEI. 3a49acTyI0 B MPaKTUKE MPOQCOI03HONW paboThl OTCTYMAlOT OT JTOTO
NPUHIIAIIA ¥ TPEIJIararoT BOMPOCHI IOBECTKHM B BUJIC TPYJTHO YATAEMBIX MHOTOCTPOUYHBIX
KOHCTPYKIMK. OHHM CBUIETENBCTBYIOT O TOM, YTO €€ COCTaBUTEIH, CKOpee BCEro, OO0 He
OYEHb XOpPOIIO TMPEICTABIAIOT cede cojaep)KaTeldbHble TPAaHUIIBI IpeylaraeMo K
00CYXIEHHIO TIPOOIIEMBI, THOO CTPEMSITCS «OOBATH HEOOBSTHOEY,

o Ka4eCcTBO OOCYXKIACHHS BOMPOCOB. MOXHO HCIIONB30BaTh HEKOTOPHIN
ATOPUTM TIPU  U3JIOKEHUHU 00CYKTaeMOol MpoOJIeMbl, HAIpUMEpP MO BHYTPUCOIO3HBIM
BOIIPOCAM:

° oOpallieHie K HOPMAaTHBHO-YCTaBHBIM BOIIPOCAM M IIEPEIOBOMY OIIBITY IO
MPEIOKEHHON Mpo0IIeMe;

° 0030p UMEIOIIErocs YIeOHO-METOIMYECKOTO 00ECIICUCHNS;

° aHaJdu3  COCTOSIHUS paboOThI MO  paccMaTpHBacMOMY  BOIPOCY,
MIPEJICTABICHUE PE3YJIbTaTOB PaOOTH B 0000IIIEHHOM, CHUCTEMAaTU3MPOBAHHOM BHUJIC;

° OlJTallleHUE PpPEeKOMEHAAMKA Uil  JAJIBHEHIIEr0 COBEPIICHCTBOBAHUS

paboTHI;
° MIPEJICTaBIICHNE TIPOCKTA ITOCTAHOBJICHUS C COOTBETCTBYIOIIUMH BBIBOJIAMU;
° a7PECHOCTh bopMyIHPOBOK ITOCTAaHOBJICHHS. [TpuaMaemoe

MOCTAHOBJICHNWE JIOJDKHO OBITh HAIIEJICHO HAa PEIIEHUE pacCMaTpUBAEMOM MPOOIEMEI,
COAEPKATh KOHKPETHBIE MEPBI U CPOKH C YKA3aHUEM OTBETCTBEHHBIX.

B pabore kommreroB IIpodcoroza BaxkHOE MECTO 3aHWMAaeT OpPTaHU3AIMS
BBITIOJIHEHUSI IPUHUMAEMBIX PEIIEHUMN.

Bo3MoxHOCTh KOHTpONST U 3(PPEKTUBHOCTH BBITOJTHEHHSI MOCTAHOBICHUS BO
MHOIOM 3aBHCUT OT KaueCTBa MNPUHUMAEMOro IMOCTaHoBieHud. Hamuuume B
MMOCTAHOBJICHUH KOHKPETHBIX U SICHBIX (OPMYIHUPOBOK, CPOKOB HCIIOJIHEHUS U
OTBETCTBEHHBIX 3a TO WJIM WHOE€ MEPONPHUATHE MPUIAECT MOCTAHOBICHUIO JEIIOBOU
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XapakTep u obecrneunBaet ero 3 PEeKTUBHOE BBITIOJHEHHUE.

Hanpumep, npogcorosnviii komumem 00HOU U3 wkoa paccmompen eonpoc  «O
HapyweHuu CpoKo8 8bINAamvl 3apadomHOU NAAMbL YYUMEAM.

B npuHsATOM NOCTaHOBIEHUY OBLIN TAKUE MyHKTHI:

1. B Teuyenue 2-x ngHei oOpaTUThCS B THUCHBMEHHOW (QopMe OT HUMEHHU
po(CO03HOr0 KOMUTETA K IUPEKTOPY LIKOJbI C TPEOOBAHUEM OOBSACHUTH  MPUYHUHBI
3a/lepKKU 3apaOOTHOM IuIaThl (OTBETCTBEHHBIM - mpeacenareiab MNpodCOor3HON
opranuzauuu [lerpos JLIL).

2. [loAroToBUTH TEKCT MHUCBMEHHOTO YBEJOMIIEHHS B paikoM mpodcoro3a o
¢dakre Hapymenus TK PO (orBercTBeHHbIN - unieH npodxoma CmupHoB B.B.).

3. B HenenbHbI CPOK MOArOTOBUTH COOTBETCTBYIOLIME TMONPAaBKUM W HAyaTh
NEPEroBOPbl C AJMUHHUCTPAIMEN IIKOJIBI [0 BHECEHHIO B KOJUJIEKTUBHBIA J1OrOBOpP
NYHKTa, YTOYHSAIOIIETO CPOKM BBIMUIATHl 3apabOTHON 1aThl (OTBETCTBEHHBIM -
npencenaTeab KOMUCCUM IO TIEPETOBOPAM U 3aKJIIOUEHUIO KOJUIEKTUBHOTO JIOrOBOpa
Npanos I1.11.).

4. B Tedenne 3-X JHEW TMOATOTOBUTH HH(POPMAIMOHHBIE MaTepUaAlbl Ha

UHGOPMAIIMOHHBIH  cTeHJ  NpodCcoro3HOM  opraHu3auuMd  (OTBETCTBEHHBIM -
npejcenaTenb KOMUCCUM 10 OpraHU3aluoHHO - MaccoBoi pabore Cunopos B.C.).
(B oannom cnyuae nocmanosnieHue OmMaudaemcsi KOHKPemHbMU CPOKAMU, HATUYUEeM
OMBEMCMBEHHbIX 3a KAJCObIL NYHKM NOCMAHOGNEeHUs, a NOmoMy obecneuugaem
appexmusHocmes camozo 3acedanus NPOPCOIO3HO20 KOMUMEMA U 603MONACHOCHb
KOHMPOJs 34 8bINOTHEHUEM PeuleHUs).

Kak mpaBuio, Ha 3acefgaHuu NpoQCOIO3HOTO KOMMTETa WIH HPOo¢COH3HOM
coOpaHuu mpejcenareab MNEPBUYHOW NPOQCOIO3HONW OpraHu3alud  HUHPOPMHUPYET
ysieHoB [Ipodcoro3a 0 Xxoe BHINOTHEHUS NPEIbITYIUX TOCTAHOBICHUH.

I'JIABA 6.
BJIAHKU ITPO®COIO3HbLIX JOKYMEHTOB

6.1. OBIIUE TPEBOBAHHUSA K O®OPMJIEHUIO TIOKYMEHTOB HA
BJAHKE OPTAHU3ALIUU ITPODPCOIO3A

[Tpu opopmnennn O6i1aHka HAMMEHOBAaHUE OpraHW3allMU agpecaTa YKa3bIBaeTCS
B MMCHHUTEILHOM IMaJIeXke, JOHKHOCTh JUIA U ero (aMuius B JATEIbHOM TMaJexe.
(Maummanel ykaseiBatoT mepen (amunueir. B coctaB pekBusnuTa «ampecar» MOXKET
BXOJUTH €ro Mo4YToBbIA anapec. IIpu agpecoBannu nucekMa B OpraHU3alyi0 YKa3bIBAOT
€e HauMEHOBAaHUE, a 3aTeM MOUTOBBIN anpec. [Ipu anpecoBannyu nmuckMa QU3NIECKOMY
JUIY YKa3bIBAIOT (PaMUIIUIO M MHUIMAJIBI OJIyYaTesisl, a 3aTeM MOYTOBBIN aJpec).

Ha nokymenrtax, TpeOyrommux 0cCO0OTO YIOCTOBEPEHUS, MOATBEPKIACHUS HX
IOPUINYECKON CHJIBI, CTABUTCS Te4aTh OpraHu3anuu (Ha (UHAHCOBBIC JOKYMEHTHI,
BBIIIUCKM W3 TOCTaHOBAEHUM u Ap.). lleyaTs 3aBepseT MNOMIMHHOCTH MOJIUCH
npeaceaaTess npopcor3HON opraHu3alum.

OTTUCK TleyaTH MPOCTABISAETCS TakK, YTOOBl 3aXBAaTUTh YacTh HAaUMEHOBAHUS
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JOJKHOCTH JIMIA, TOATMCABIIETO JOKYMEHT.

Bunbl 1OKyMEHTOB, Ha KOTOpbIE CTaBUTCSA I€4YaTh U MHOPAJOK HPUMEHEHHS
neyare U mrTamnoB Npo()COIO3HOM OpraHM3alUy yCTAHABIMBAIOTCSA B pErjaMeHTax
paboThl, UHCTPYKIUSX.

[Ipu cocraBieHUH JOKYMEHTOB Ha JBYX U 0oJiee CTpaHULAX BTOPYIO U
MOCJEAYIOIINE CTPAaHULIBI HyMEpYIOT. HoMepa cTpaHuIl NpOCTaBISAIOT IMOCEPEINHE
BEPXHETO MOJIsl TUCTa apadCKuMu 1udpamu.

B mpaktuyeckod  A€SATENbHOCTH  MNPO(COIO3HBIX  OpraHu3aludid  4acTo
UCIIOIb3YIOTCS] KOITMH TOKYMEHTOB.

3aBepeHHe KOMUM JOKyMEHTa WM BBIIMCKM W3 HEro MpPOU3BOJIAT B
HEOOXOIUMBIX CIIydasiX JUIsl NPUJAHUS UM IOPUUIECKON CUIIBI.

[Ipu 3aBepeHnH COOTBETCTBHS KOMUM JOKYMEHTA MOJJIUHHUKY HUXKE PEKBU3UTA
«IToanuce» NpOCTaBISIIOT: 3aBEPUTENBbHYIO0 Haanuch «BepHo» wim «Komus BepHay;
JOJKHOCTD JIMIIA, 3aBEPHUBIIETO KOMHIO; JIMYHYIO MOJIKUCH; PaciiupoBKY MOJAINUCH;
JaTy 3aBEPEHMUS.

Ha paccbutaemMblx JOKyMEHTax, OOJIaJaloOlUX IOPUIUUYECKHUM CTaTyCcoOM
(mocTaHOBJIEHUS, HOPMATUBHBIE JOKYMEHTBI U TIP.), CTABUTCS TMeYaTh.

6.2. BUJbI TIPO®COIO3HbIX BJIAHKOB

bnank mpodcoro3HOTO JAOKYMEHTa — 3TO CTaHJApPTHBIA JIMCT OyMaru ¢
HAaHECEHHBIMM Ha HEM IOCTOSIHHBIMU PEKBU3UTAMHU, COJIECPKALIUMU HEOOXOAUMYIO
uH(dopManuo 06 opraHu3amum.

brnanku ngoxymeHTa NpOQPCOIO3HONW OpraHU3alMh  MOXKHO TPOEKTUPOBAThH C
YIJI0BBIM WIIA MPOAOIBHBIM PACTIOI0KEHUEM PEKBU3HUTOB (MPU MPOAOILHOM BapUaHTE
0JlaHKa BCE PEKBU3UTHI PACIIONIATAIOTCS BAOJIb BEPXHETO IMOJIS M BRIPABHUBAIOTCA JINOO
Mo IMHMpUHe, Tu00 mo neHtpy. [lpu yrmoBom BapmaHTe — BCE PEKBU3UTHI 3aHUMAIOT
mIomaap pazmMepom 72,8 x 88,6 Mmm  (Jib0 1O JIEBOMY Kparo, TUOO IIEHTPYIOTCS Ha
JAHHOW TUTOIIA/IN).

B Tlpodcoroze, ero mepBUYHBIX W TEPPUTOPUATBHBIX OPTaHMU3AIUSX MOTYT
MPUMEHSTBCA Kak oOmue OJlaHKu opraHu3anuu (s odHIMaIbHONH TEepEenucKH,
OTBETOB Ha TMHChMa H T.1.), TaK W OJNAHKU OTICIBHBIX BHUJOB JTOKYMEHTOB
(mOCTaHOBJEHUS, BBIITUCKU U T.1.).

6.3. OBIIIUIM BJAHK OPTAHU3ALIMU ITPO®COIO3A

OO6mmii 6J1aHK IEPBUYHON WITH TEPPUTOPHUATIEHOM MPO(dCOI03HOM OpraHu3aIuu
JIOJI’KEH BKJTIOUATh B CE0s CIEMAYIONTUE PEKBU3UTHI:

% HammeHoBanue [Ipodcoro3a (ToTHOE WITH COKPAIEHHOE);
amoOemy I[Ipodcoroza (mpu BO3MOKHOCTH);
»  HamMEHOBaHME MPO(COIO3HOW OPraHU3aIMU WM BRIOOPHOTO OpraHa;
MOYTOBBIN anpec, HoMmep Tenedona, pakca, aapec AMEKTPOHHOU MOYTH U
caiita B UHnTepHeTe u 1ip.);

% naty JokyMeHTa (m1arta odopmiisieTcs UGPOBBIM CIIOCOOOM, HAIpHUMED,

04.02.2013r. mnu ciIoBeCHO-IIU(PPOBBIM CIIOCOOOM, a B ciydae, €CId JICHb MecsIa

O/
0‘0 D)

*0

O/
0‘0

38



COCTOUT U3 OJHOU LUQPHI - iepe Hel ctaBuTcst HOMMB: 04 depans 2013r.).

*¢ HOMEp NOKyMeHTa (COCTOWT W3 TMOPSIKOBOTO HOMEpa, a TaKKE MOXKET
JOTIOIHATHCS UHAEKCOM Jielia [0 HOMEHKJIATYpe J1eN);

*¢ TOANUCh — HANMEHOBAHHUE JOJDKHOCTH JIUIA, TIOJIMUCABIIETO TOKYMEHT,
JUYHAs MOANUCH (MHUIMAIBI B pacuin@poBKe MOAMUCU TUITYTCS niepes hamuiueil);

X/

¢ OTTHUCK NeyaTH (Mpu HeOOXOAUMOCTH).

6.4. BIAHK OTAEJIBHOI'O BUJIA TPO®COKO3HOI'O JOKYMEHTA

Ha otnensnom Onanke moryt odopmisiteess [IOCTAHOBJIEHUSA Coesna
[Ipodcoroza; LlentpansHoro Cosera; Hcnonkoma Ilpodcoroza;  coOpanus
(xoH(epeHIIM), a TaKkKe BBIOOPHBIX  KOJUIETHAIBHBIX OPTaHOB OpraHU3aIluU
[Ipodcorosza (Ilpesuanym, Komurer, Coser).

Ha Onanke TOCTAaHOBIIGHUS JIOJDKHBI OBITh TaKW€ PEKBU3HTHI, Kak:
HanMeHoBanue Ilpodcoroza u opranuzamum IIpodcoro3a, COOTBETCTBYIOLIETO
BBIOOPHOTO KOJUIETHAJIBHOTO NPOQCOIO3HOIO OpraHa, a TaKkKe Jara U HoMep
POTOKOJIA.

T'JIABA 7.
MMPO®COIO3HBIN TPAKTUKYM

7.1. NPUMEPHASI HOMEHKJIATYPA JIEJ1 NEPBUYHOU
IMPO®COIO3HON OPI'AHU3BAIINMN.

YTBEpKIEHO
MOCTAHOBJIEHHEM MTPOPKOMa
oT 20 1. No
IIpumepHasi HOMEHKJIATypa
JeJ1 NIePBUYHON PO CO3HON OPraHu3auuu
Ne HaumeHoBaHue 1OKYMeEHTA Cpox xpaHeHus
1. | HopmatuBHbIE JTIOKYMEHTBI (obmree
MOJIOKEHUE O TEPBUYHOM OpraHu3aluu [ToctostHHO
IIpodcoro3a, TMoOIOKEHHE O MEPBUYHOM
podcor03HOM OpraHu3aIuy, Ycras
IIpodcoro3a, MONOKEHUSI O KOMHUCCHSIX H
ap.).
2. | [lmansl pabotel mpodcoro3noro komuteTra u | Jlo MUHOBaHUS HaJOOHOCTH
ITOCTOSIHHBIX KOMHUCCHH.
3. [TpoToKoOJIBI mpo(coro3HBIX  coOpaHuit
(koH(epeHIIHi), B TOM YHCIIE U OTYETHO- Cpok nosTHOMOY U
BBIOOPHBIX.
4. |Ilpotokosibl  3acemaHuid  MPOQCOIO3HOTO
KOMHTETA. Cpok nomHOMOYMI
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[TpoToxossl 3acelaHui Ipe3uInyma
po¢COI03HOM OpraHu3aIluu

Cpok notHOMOYUI

6. | Marepuasbl TOATOTOBKM MPOQCOI3HBIX
coObpanuii (B TOM  4HCI€  OTUYETHO- Jlo MuHOBaHMS HaJIOOHOCTH
BBIOOPHBIX), 3aceaHui npodkroma,
CIPABKHU, aHAJTUTHYECKUE CIIPABKU U T.J.

7. JIOKyMEHTBI 51 MaTepHAJIBI o Cpox MoIHOMOYHIA
KOJUIEKTUBHBIM TE€PErOBOPaM, 3aKIIFOUEHHUIO
Y KOHTPOJIIO 32 BBIIMOJIHEHUEM KOJIJIOTOBOPA.

8. | lokyMeHTBl M MaTrepuaybl [0 BOMNpPOCaM Cpok nosiHOMOYHUH
OpaBoBOW  paboOThl U OOIIECTBEHHOTO
KoHTpoJIs 3a cobmoaenuemM TK PO,

9. | JlokyMeHTBI U MaTepHaJIbl IO OXpaHe Tpyda Cpok nosiHOMOYHUH

10. | lokyMeHTbl W Marepuaibl [0 JPYrHUM Cpok nosiHOMOuHUi
OCHOBHBIM HaIpaBJICHUSIM TPO(COI03HOM
paboThI

11. | Kypnan yuera unenos I[Ipodcoroza.

ITocTosiHHO

12. | Cmetbl, (uHAHCOBBIE OTYETHl H Jpyrue Jlo MUHOBaHMS HATOOHOCTH
(UHAHCOBBIE IOKYMEHTHI.

13. | CraTucTuyeckue OTYETHI. [TocTosiHHO

14. | Marepuanbl KOHTPOJIbHO-PEBU3NOHHOM
KOMUCCHH. Cpok nosTHOMOYHUH

15. | Marepuasbl paboThI KOMUCCHI Cpox MoaHOMOUHIA
PO COI03HOTO KOMUTETA.

16. | 3asBieHUS YJICHOB [Tpodcoroza 0
OC3HAIMYHOHN YIUIaTe YJICHCKUX B3HOCOB. [TocTositHHO

17. | Kypnan  peructpauuu  BXOJAIIEH U Cpoxk noaHOMOUHA
HCXOIAIIEH JOKYMEHTAIUH.

18. | Ilucwma, 3asgBnenust uieHoB [Ipodcorosa [locTositHHO

19. | 3asBnenwus o nmpueme B [Ipodcoro3 [locTositHHO

20. | AKTBI  YHUYTOXKEHUS PO COFO3HBIX [locTositHHO
JIOKYMEHTOB MCKJIFOUECHHBIX U BBILIEAIIUX U3
ITpodcoroza.

21. |IloctaHoBneHus, WHCTPYKTUBHBIC NHCHMA, | Jl0 MUHOBaHUS HaJOOHOCTH

y4ueOHbIE U METOJUYECKUE MaTepHUaibl U Jp.
JOKYMEHTBI BBIIIECTOSIIUX MPOQPCOIO3HBIX
OpTraHoOB.

40




Ilpumeuanue:
1. JIns opraHuzanui, UMEIONIUX CTaTyC IOPUIUYECKOTrO JIMIA, CPOKU XpaHEHUs
(VMHAHCOBBIX JOKYMEHTOB YCTAHABJIMBAIOTCA B COOTBETCTBUM C HOMEHKJIATYpPOM

OyXranTepum.
2. ITo BceM ocTainbHBIM IPO(COIO3HBIM JOKYMEHTAaM MEPBUYHBIX MPO(COI03HBIX
OpraHM3allM{,  yKa3aHUE Ha CPOK XPAHEHUS «CPOK NOJTHOMOYUI» O3HAYAET, YTO

[I0CJIE 3TOr0 CpPOKa IMPOTOKOJBI U AP. JOKYMEHTBHI ONPEACIAIOTCS Ha XpaHEHUE B
TEKYIIUNA apXuB MPO(COI03HON opraHu3aIuu, B MpoCOIO3HBIN WU TOCYIaPCTBEHHBIN
ApXUB Ha JJIMTEIbHOE XpPAaHEHWE, HO HAJIMYME TAaKOW 3alKMCU B HOMEHKIIATYpE e
po(CcOr03HOIN OpraHu3alMy HE O3HAYAET, YTO IOCJIE CPOKA MOJHOMOUYUN MPOTOKOJBI
HEMPEMEHHO JI0JDKHBI YHUUTOXKATHCS.

3. B ManouucneHHbIX MEPBUYHBIX MPOGCOIO3HBIX OpraHu3alusX, TIIe HET
YCIOBUM NSl JJIMTEIIBHOTO TEKYLIETO XPAaHEHUs JIOKYMEHTOB, OHHM MOTYT
YHUYTOXKATHCS 110 UCTCYCHUHU CPOKA MOTHOMOYUM BRIOOPHOTO MPOGCOI03HOTO OpraHa.

7.2. IPUMEPHASI HOMEHKJIATYPA JEJI TEPPUTOPUAJIBHOM
(MECTHOM) OPTAHU3AIIMHA ITIPODPCOIO3A

YTBepKAEHO

nocra”osieHueMm llpesuanyma

paiionHo# opranuzanuu [Ipodcorosza

oT 20 1. No

HNPUMEPHASA HOMEHKJUIATYPA JEJI
MecTHOM opranusanuu Ilpodgcorosa

Ne HauMeHoBaHHMEe  JOKYMEHTA Cpoxu xpaHeHusi

1. |YcraB [Ipodcoroza pabOTHUKOB HapOJHOTO [TocTostHHO
oOpa3zoBanus M Hayku P®. OOmiee monoxeHUE O
TEPPUTOPHUATIBHON OpraHu3aluu [Tpodcoro3a,
[Tonoxxenne o pailoHHOW (TOpOACKON) MPOdCOr03HOM
OpraHu3alluy, pErucTpaluoOHHbIE JOKYMEHTHI,
pEeryIaMeHThl, MHCTPYKIIMM W HUHbIE JIOKAJIbHbIE
HOpPMAaTHBHBIE aKTbl, TPUHATHIE B MECTHOMU
opranuzanuu IIpodcoro3a B cOOTBETCTBUU C YCTaBOM
[Tpodcoroza.

2. |IlocTaHoBjICHHS, HOPMATUBHBIC U METOUYCCKHE J10 MHHOBaHHS
JOKYMEHTBI BEHIOOPHBIX OPraHOB BBIIIECTOSIIUX HaJ00HOCTH
opranmzarnuii [Ipodcoroza u LIC IIpodcorosa.

3. |IImanbr paboThI paii (rop) KoMa, TOCTOSTHHBIX Cpoxk noaHOMOUHi
KOMMCCHI.

4. |IIpoTokoibl (CTEHOrPAMMBbI) OTYETHO-BEIOOPHBIX Cpok nomHOMOYMI
po¢COI03HBIX KOH(DEPEHIIHIA.
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[IpoTokosbl 3aceganuii paloHHOTO (TOPOACKOTO)
koMmHTeTa (coBeTa) opranuzanuu IIpodcorosza.

Cpok notHOMOYUH

6. |IIpoTokombl 3acenanuii mpe3uuyMa MECTHOM Cpok noHOMOYUN
opranuzanuu [Ipodcorosa.

7. |Pacnopsixenus npencenaTenst OpraHu3alnuu Cpox MoIHOMOYHIA
[Ipodcoro3a.

JIuuHble Aena MTaTHBIX pA0OTHUKOB OpraHU3ALIMH, 75 ner
Martepuaiibl o MOATrOTOBKE 3aceanuid mpodcoro3Hbix | Cpok moJTHOMOUYUN
OpraHoB (CIpaBKH, MHPOPMALIUU U3 TIEPBUYHBIX

OopraHu3anui, TabJIMIIbl, aHATUTUYECKHE MaTepuarbl).

10. |[dokyMeHTBl W MaTepHuasbl NEPEeroBOpPOB 3akitoueHuio | Jlo MUHOBaHHUS
TEPPUTOPUATIBHOTO COTJIALIEHUS U KOHTPOJIIO 32 €ro HaJ00HOCTH
BBIMIOJTHEHUEM.

11. |[dokyMeHTHI, OTpaxaroliyue padoTty o Bonpocam Tpyaa| Cpok moJHOMOYUN
U 3apa0OTHOM TUIATHI.

12. |[lokyMeHTBI W MaTepuaibl IO TpaBoBoi pabdore,| Cpok MoTHOMOUYUN
JIOKYMEHTHI TI0 KOHTPOJIIO 3a coomtoaenuem TK PO.

13. |JloKyMeHTHI U MaTepualibl 0 OXpaHe Tpyaa. Cpox MoIHOMOUHIA

14. |HakonurenbHbIe MaTepuabl o npyruM | Cpok MOJTHOMOYHIA
HAIIPaBJICHUSM JAESTEIbHOCTH PalOHHON (TOPOJICKOIN)
opranuzauuu IIpodcoro3a ncxoast U3 ycTaBHBIX 3a7ad
(coumanbHble  BONPOCHL,  OpraHU3alus  OTAbIXa,

IPOBEICHUE Pa3IUYHBIX podeCcCHOHANBHBIX
KOHKYPCOB U JIp.)

15. |PaGoune marepuaibl MOCTOSSHHBIX KOMUCCHM palt (rop)| Jlo MuHOBaHUs
koMa IIpodcoroza. TlomokeHUss O  IMOCTOSHHBIX HaJ00HOCTH
KOMUCCHSX.

16. |doxymeHThl 1O paboTe ¢ KaapaMH U aKTHBOM, [TocTossHHO
oOydeHue nmpod)cor3HOTO aKTUBA.

17. | JokyMeHTHI, OTpaAXKAIOIINE ¢dbuHaHCOBO- [TocTossHHO
XO3SIICTBEHHYIO  JI€ATE€IBHOCTh  (CMETBI, IITATHOE
pacnucaHue,  (QUHAHCOBBIE  OTYETHI M TIp.).
byxrantepckue MOKyMEHTBHI (OyXTaJTepCKH YYeT |
JIEJIONPOU3BOICTBO B OyXraiaTepuu BeAyTCs 11O
OTJEJIbHON HOMEHKIIAType J1eN).

18. |Peectp mepBUYHBIX MPOQPCOIO3HBIX OPTAHU3AIINN. [TocTossHHO

19. |Comcku 4YiIeHOB KOMHUTETAa MeECTHOW opranu3anuu| Cpok moJTHOMOYNN
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[Tpodcoro3a (circku HHOTO PO COI3HOTO aKTUBA).

20.

Kypnansi:
BXOJAIIENA U UCXOIALIEH TOKYMEHTALIUH;
BbI1auu OJIaHKOB MPOGOUIIETOB;
yuéTa muceM-xano0, 0OpalieHuii;

WHBIC )XYPHAJIbI.

Cpok nomHOMOYUI

21.

CBOIIHBI@ CTaTUCTHUYCCKHUEC OTYCTHI.

Cpok notHOMOYUH

22,

AKTBI TepefauM AN TPU CMEHE Tpejaceaaress
paiioHHO# (TOpoICKO) MPO(COI3HOM OpraHU3aIiH.

IlocTossHHO

23.

[lepenicka ¢ BBIIECTOAIMUMU  TPO(COIO3HBIMH
opraHaMu W JPYTUMHU OpPraHU3AIMSAMHU IO BOIPOCaM
podcor03HOM pabOTHI.

J1o MUHOBaHMSA
HaJT00HOCTHU

24,

MaTepI/IaJII)I IO Harpa>xacHuro

IlocTossHHO

25.

HGPGHI/ICKa C OpraHamMm BJIaCTU MW YIPABJICHUA,
COMMAJIbHBIMH ITAPTHCPAMMU.

IlocTossHHO

26.

[Iucema u 3asiBICHUS YJICHOB Hpo@coro3a, OTBCTHI Ha
PaCcCMOTPCHHBIC BOIIPOCHI.

IlocTostHHO

217,

Nudopmarius 0 MEPBUYHBIX PO COIO3HBIX
OpraHU3alUsiX:

OTYETHI U CBEJICHUS O PabOTe MEPBUUHBIX
Ipo(COI03HBIX OpraHU3aIHi (CIIPaBKH,

HHGOPMAIUH | IP.);

KypHaII peructpanuu [lonoxenui o

NEPBUYHBIX MPOGCOIO3HBIX OPraHU3ALNSIX;

KypHaJl  y4yeTa  KOJUIEKTHMBHBIX  JOIOBOPOB
NEPBUYHBIX MPOGCOIO3HBIX OPraHU3AINN;

JIpyTHe HAKOMUTENbHBIE MaTepHaibl 1Mo pabdbore
NEPBUYHBIX MPOGCOIO3HBIX OPraHU3AIIUA.

Jlo MUHOBaHHUS
HaJI00HOCTH

[Ipumeyanmue:
1. Jlnsa opraHu3anuii, IMEIOIINX CTATyC IOPJIHIIA, CPOKU XpaHEHUS (PUHAHCOBBIX

JIOKYMEHTOB YCTaHABIMBAIOTCS 0CO00 10 HOMEHKIIAType OyXTalTepHH.

PO COIO3HBIX OpPraHU3aLNMH,
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2. Tlo Bcem ocTtanbHBIM TPODCOIO3HBIM JTOKYMEHTaAM TEPPUTOPHUATHHBIX
YKa3aHUE HA CPOK XPAHEHUS «CPOK NOJTHOMOYUU»
O03HAYAET, YTO MOCJE 3TOr0 CPOKa MPOTOKOJBI U AP. JOKYMEHTBI ONPEACISIOTCS Ha
XpaHEHUE B TEKYIIMI apXuB NPOQPCOIO3HON OpraHu3aluud, B TPOQPCOIO3HBIN WIH




rOCYJAapCTBEHHbI ApXMB HA JUIMTEIBHOE XPAaHEHHWE, HO HAJIMYME TAKOM 3alllCU B
HOMEHKJIaType Jel NpO(COIO3HONW OpraHu3aluyd HE O3HA4aeT, 4TO IOC]Ie CpoKa
ITOJITHOMOYHM U IMPOTOKOJIBI HENPEMEHHO JOJIKHBI YHUUTOXKATHCS.

3. IlpuBenéHHas Bblllle HOMEHKJIATYpa HOCUT MPUMEPHBINA XapakTep, a MIOTOMY,
UCXOJsl W3 CIOXHUBIICHCS MPaKTUKM U HEOOXOJAMMOCTH OO€creueHHs YCTaBHOU
AesTenbHOCTH  opranmzauuu  IIpodcoroza,  paspabarbiBaeTcsi  KOHKpETHAs
HOMEHKJIaTypa el IpoQCOI3HON OpraHu3aluu.

I'/TABA 8.
IMPUMEPHBIE OBPA3IIbI CJ1YKEBHBIX TIMCEM, 3ASIBJIEHUM,
AKTOB, JOJI’KHOCTHBIX HHCTPYKIHNH, TIPOTOKOJIOB U BBIIIMCOK

8.1. MIPUMEPHBIE OBPA3IbI O®OPMJIEHUSA ITUCEM

\" _y'
MPO®COIO3 PABOTHUKOB HAPO/IHOI'O OBPA3OBAHUS 1 HAYKH POCCHUMCKOM OEJEPAIIMN
IMEPBUYHAS ITPO®COKO3HASA OPTAHU3ANUS ITKOJIBI Ne25
IMOJ0JbCKOI'O PAUOHA MOCKOBCKOW OBJIACTH

MPO®COIO3HBIA KOMUTET
265123, r. [Togonsek, yi. [podcoroznas, 1.7a ten. (8-4962) 23-24-56; paxc (8-4962) 23-28-49

Ne

[Ipencenarento pailoHHOM (TOPOICKOIN)
opranuzaruu [Ipodcoro3a
(©.11.0.)

3aro/i0BOK JOKYMEHTA .....

Bo wucnonmnenune mnocraHoBneHus Ilpesuamyma TOpPOACKOM  OpraHu3aldu
[Ipodcoroza o « _» r. «O...ooiii. » TPO(COIO3HBIM KOMHUTETOM
IIKOJBl  pa3pabOTaHbl M  OCYHIECTBIEHBI MEpbl MO YCUJIEHUIO MOTHBALUU
po¢COI03HOTO WICHCTBA.

OpranuzoBana paboTta KpYXKa, Ha KOTOpOM 51

S

...........................................................................................

C yBaxxeHHUeM,
[Ipencenarens nepBUYHOU
poCO03HOM OpraHu3aIuu
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8.2. IPUMEPHBIE ®OPMbI 3ASIBJIEHU

®opma 1

B nepBuuHyto (TEppUTOPHAIIBHYIO)

PO COIO3HYIO OPraHU3AIHIO
(naumenoBanue opranusaiuu [Ipodcorosa)

oT (®.1.0., JIOJKHOCTB)

3ASIBJIEHUE
o Bcrymienuu B Ilpogcoros
A,

(D.HU.0., oorxcrocmy)
poIly IpUHITH MEHs B wieHbl [Ipodcoro3a paGOTHUKOB HAPOAHOTO OOpa30BaHUA U
Hayku P®. OO0s3yroch BBIOMHATE YcTaB IIpodcoroza, yrurauvBaTh YJIEHCKHUE
npo(coro3Hble B3HOCHL M MNPUHUMATh YYacTHE€ B JCATEIBHOCTH OpraHU3AINU
[Tpodcoro3za.

B cootrBerctBun ¢ TpynoBeiM konekcoM P® u dDenepanbHbiM 3aKkoHOM «O
NEPCOHATBHBIX JAaHHBIX» U C LIENBI0 MPEJICTaBUTENIbCTBA U 3aIIUTHl MOUX COIHMAJIBHO-
TPYIOBBIX MpaB W NPOo(ecCHOHATBHBIX HHTEPECOB, OPraHu3alu  MpOo(COO3HOTO
yuéTa Jar0 coryacue Ha oOpaboOTKy MOUX NEPCOHANBHBIX NaHHBIX (D.U.0., 200 u
oama podxcoenusi, o0bpazosanue, npogheccus, cemelnoe NON0NCeHUe U 3apabOMmHAs
nrama) Ha Bech Tmepuoj Moero wieHctBa B Oo6mepoccuiickom IIpodcorose
o0pa3oBaHHsi M OCTAaBJIAIO 3a COOOI MpPaBo MO MUCbMEHHOMY TPeOOBaHUIO OTO3BATh
3asBJICHHUE B JIIOOOE BpEeMSI.

(0ama) ( noonucw)
[Ipumedanue: 3asiBlICHHE XPAHHUTCS B MEPBUYHOM MPO(COIO3HOM OpraHu3aliiy.
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®opma 2
Pyrosooumenio
00pa308amMenbHO20 YUPeHcOeHUs

(raumenosanue obpazosamenvrozo yupescoenus)

(D.U.0. pyxosooumens)

(D.U.O. unena [lpoghcorsa)
3AABJIEHUE
0 0e3HAJMYHOM MepPeYHCICHUN YICHCKOI 0
Npo(cor3HOro B3HOCA

(o.1.0., domxncrocmv)

Ha ocHOBaHMH cT.28 PenepanbHoro 3akoHa «O nMpodeccHOHANbHBIX COI03aX, UX
npaBaXx M TapaHTUAX JEATEIBHOCTH» IMPOINY E€XKEMECSYHO YIepKUBaTh W3 MOEH
3apriaTel (CTUNEHAMM)  WICHCKUMH mpodcoro3ubiii B3HOC B pasmepe 1,0% wu
HEepevYMCIsATh €ro Ha cueT opraHuzanuu [Ipodceorosa.

(0oama) (noonuce)

Ilpumeyanue: opuruHanm 3asBIICHUS XpPAaHUTCS B OyXraiaTepuu YUPEKICHUS, KOIHS
3asiBJIICHUS — B MPO(PCOIO3HOM KOMUTETE.

®opma 3

B nepsuunyro npogcorosuyro opeanuzayuio
(naumenosanue opeanuzayuu [Ipogcorosza)
om ynena Ilpoghcorsza (@.1.O., donrxcnocms)

3ASIBJIEHUE
[Ipomy cuntaTh MeHs BBIOBIBIIUM U3 [Ipodcoro3a mo coOCTBEHHOMY JKEIaHHUIO
B CBSI3U C
ITpodcoro3ubIii OMIET MpHUIaraeTcs.

(0oama) (noonucw)
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®opma 4

IIpeoceoamento
opeanusayuu I[Ipoghcoroza

(@.1.0,)
COI'JIACHE
Ha 00paldO0TKY MePCOHAJIbHBIX JAHHBIX
wieHna Ilpo¢coro3a, n30panHoro B cocraB npo¢)co03HOr0 OpraHa
A

b

( D.U.0., dondxcrocmo, svlbopHas npogcoiosnas paboma)
C INeNbl0 OOECHEeYeHHUs peaNnu3allid MOUX IOJTHOMOYMKA B KadecTBe UJICHA
(HaumeHosaHue npogopeana) naro coriacue
Ha o0O0paboOTKy  MepcOHAIbHBIX JAaHHBIX (D.M.O., 200 u Oama podcoeHus,
obpaszosanue, npogeccus, Homep meieona) Ha BECh NEPUOJ MOETO NMPEObIBaHUS B
cocTaBe BBIOOPHOTO MPOQCOIO3HOIO OpraHa M  OCTaBJIA0 3a co0OM mpaBo MO
NICHbMEHHOMY TPEOOBAaHUIO OTO3BAThH 3asIBICHHUE B JTF000E BpEMSI.

Unen [Ipodcoroza

(0oama) (noonucv)

Ilpumeyanue: 1lucpmeHHOe coriacue Ha 0OpaOOTKY NEPCOHANBbHBIX JAHHBIX XPAaHUTCS B
BBIOOPHOM OpraHe COOTBETCTBYoLIEH opranu3anuu [Ipodcorosza

®opma 5
OBA3ATEJBCTBO
0 HepasryIalleHU ! NEePCOHAIBHBIX JAHHBIX IIpeaceaarTeaemM
opranuzauum Ilpodcoroza
A,

( D.U.0., npedcedamens opeanusayuu Ipoghcoioza)
0053y10Ch HE pasriamarb TepcoHalbHbIe maHHble uieHOB [Ipodcoroza u
HCMOJIB30BATh HMX TOJIBKO C LEJNbI0 NPEACTABUTEIBCTBA M 3AlUUTHl COLMAJIBHO-
TPYJIOBBIX TMpaB W TPOHEeCCHOHATHHBIX HHTEPECOB, OPTaHHU3AIMU  MPOQPCOI3HOTO
yuéta W, B ciy4dae wu30paHus B COCTaB MPO(COIO3HOTO OpraHa, OpraHU3alUU
NeATEeNIbHOCTU PO COI03HOTO OpraHa B cOOTBETCTBUM ¢ Y cTaBoM [Ipodcoroza.

[Ipencenarens
opranmzanuu [Ipodcoroza

(moamucek)

( 0ama)

Ilpumeuanue: IlucbMeHHOE 0053aTEIBCTBO XPAHUTCS B JOKYMEHTax
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BBIOOPHOI'0 OpraHa COOTBETCTBYMOIIEeH opranu3zanuu [Ipodcoroza

8.3. ®POPMA KYPHAJIA PETUCTPAIIUU JOKYMEHTALIMHU

8.3.1. Bxoasimass JOKYMeHTalusl

No JMama Dopma No Koppecn | Kpamxkoe | Pezonwoyus |Ilpumeuan
n/n | nocmynienus nocmynjienusa | nocmynuguie | OHOeHm | codepicanue | pyKkogooume ue
00Kymenma 00Kymenma 20 A
(nouma, gpaxc, | doKkymenma u
e-mail u np.) oama ezo
omnpaenenun
1
2
8.3.2.Ucxoasmasi JOKyMeHTAUMS
Ne | [lama omnpaeku Kpamrkoe cooepicanue Komy aopecosano Hcnonnumens
n/n
1
2
8.4. IPUMEPHBIE OBPA3IIbI AKTOB
[Tpodcoro3 paboTHUKOB HapoAHOTO 00pa3oBaHus U HAyKu PD
(naumenosanue opeanuzayuu Ipogcorosa)
YTBepKICHO
MOCTaHOBJIEHUEM MpodhKoMa
oT 20 1. Ne
AKT
0 BBIJICJICHUH JOKYMECHTOB U J1€J1 Il YHUUYTOKCHUA
MECTO Jara
CocraBiieH Komuccuei ( ®.1.0. )

Komuccust mpodxoma Ha OCHOBAHUU CTHCKA, YTBEPKICHHOTO MTOCTAHOBICHUEM
po(COr03HOTO KOMUTETA 0T 20 r.Ne_ , yHuuroxkuna () gen u
OTJICJIbHBIX IOKYMEHTOB B CBSI3M C UCTEYEHUEM CPOKOB XPAaHEHUS U MUHOBAaHHEM HX
HaJ0OHOCTH (HaeTcs NepevyeHb Ha3BaHUW JOKYMEHTOB M TMOSCHEHUE (KpaTKoe HX
cojep)KaHue).

[Ipencenarens KOMUCCUU
Y1eHBI KOMHUCCUH
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[Tpodcoro3 paboTHHKOB HapoAHOTO 00pa3oBaHus U Hayku PD

(naumenosan e nepsuunoii opeanusayuu Ipoghcorosa)

YTBEPXIEHO
MOCTaHOBJIEHUEM MpodhKromMa
oT 20 1. No

AKT
nepeaavm e NepBUYHON NPOPCOO3HON OpraHu3alnuu

MECTO Jara

Hacrosiimuii akT coCTaBiIeH B MPUCYTCTBUU mpeaceaares (wieHa) KOHTPOJIBHO-
PEBU3HOHHON KOMUCCUU (MJIM MPECTAaBUTENS pail (rop)koma npodcoro3a) 0 TOM, UTO
(®.1.0.)

OBIBILIMM TIpejiceaTeseM Mpo(Ccoro3HOM Oprauu3anuu, NeperaroTces:
1.[lena nepBuYHOM NMPOoCOIO3HON OpraHU3AINH 110 CIEAYIOUIEMY CIHCKY:
1)
2)
3)
4)
2. Tleyats podcor03HOI opraHu3auu (IPU HATHYUH).

[Tepenaromuii nena
[TpuHuMmaromuit gena

IIpencenarens (WieH) KOHTPOJIBHO —
PEBU3MOHHON KOMHCCHH
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8.5. OPOPMJIEHHE YBEJOMJIEHUSA O HAYAJIE
KOJUVIEKTUBHBIX IIEPEI'OBOPOB

[Tpodcoro3 paboTHUKOB HapOAHOTO 0Opa3oBaHus U HaykKu PD

(naumenosanue opzanuzayuu Ipogcorosa)

Jara

[upexropy

(HaumeHoBaHue yupes cOeHUs)

YBEJAOMJIEHUE

[Ipodcoro3ubiii  komMuTeT yBeaomisser Bac o0 HamepeHWHM BCTYNHTh B
MIEPETOBOPHI M0 3aKIFOYCHUIO KOJJIEKTUBHOTO JoroBopa Ha 2014 — 2016 romwi.

B cootrBerctBUU co ¢1.36 TpynoBoro koaekca P® npennaraem B CEMUIHEBHbBIN
CPOK HW3/1aTh MPHUKa3 O CPOKax pa3pabOTKU MPOEKTa M 3aKITIOUEHUS] KOJUICKTUBHOTO
JIOrOBOpPAa, COCTABE KOMHUCCHUHU IS MPOBEIECHUS TNEPETOBOPOB, IMOPSAIKE U MECTE €€

paboTHI.

Co cBoeli CTOPOHBI TIpeJIaraeM MPOBECTH TEPEroBOpHl B TeueHue () JHeH
M 3aKJTIOYUTH KOJUIGKTHBHBIN JOTOBOP 10 (aucio, MecsIIl, Tox).

HHaTepecsl pabOTHUKOB HA TIEPETOBOPAaX TPEICTABIISIOT: (maércst crmMcok

YJICHOB KOMHUCCHH CO CTOPOHBI PaOOTHUKOB).

3acenaHus KOMUCCUU TPEIaracM MPOBOJIUTh €KECHEICIBHO 10 BTOPHUKAM HJIN
cpelaM B yJI00HOE CTOpOHE paboTojmareis BpeMs. MecToM IeperoBOpoB ONPEICIUTh
METOINYECKHUA KaOWHET.

[Ipencenarens nepBUYHOMN
po¢COI03HOM OpraHu3aIun
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8.6. TIPOTOKOJI ITPO®COIO3HOI'O COBPAHUA

[Ipodcoro3 paboTHUKOB HAPOAHOTO 0OpPaA30BAHUS
u Hayku Pocculickon ®@enepanuu

(raumenosanue opeanusayuu Ilpoghcorosa)

MMPOPCOIO3HOE COBPAHUE
MPOTOKOMN

Jara MECTO

Bcero unenoB Ilpodcorosa, cocTodmux Ha ydyere B MEPBUYHON MPOQCOO3HOM
opraHu3aIu

KonnuecTBo npucyTCTBYIOMIMX HA COOpaHUM

®.1.0. uneHoB paboyero mpe3uauyma (M30upaeTcst Ipu HEOOXOIMMOCTH)

®.1.0. cekperaps coOpanus (COCTaB ceKpeTapuara)

INOBECTKA /IHS:

1. O cocrostHuu MHOOPMAITMOHHON PaOOTHI B .....(OYEPETHOCTh PACCMOTPEHUS
BOIIPOCOB HAa COOpaHWU Tpejjiaraetcss MpPoQCO3HBIM KOMHUTETOM W YTBEPXKIACTCS
cobpaHuem).

2. O BBIIIOJHEHUH ........

I'os10coBaau: _ «3a»,  «OpOTHB», _ «BO3JIepxkaiucs» (B ciydae

BHECEHHUS W3MEHEHHM WM JOMOJTHEHUN B TMOBECTKY JHS BHECEHHBIC MPEIJIOKCHHUS
BBIHOCAT Ha TOJIOCOBAHHUE M 3aHOCST B TIPOTOKOII).

1. CIYIIAJIA: O cocrosaud HWHGOPMAIMOHHONH pPaOOTBI B ..occeeee....
(vkasvieaemcsi D@.M.O. ooknaduuxa). Joxnam (wadopmanws) mnpmiaraercs (wiu
uznaeaemcs 8 3anucu).

Bomnpocsr k noxmamanky:1,2,3. (duxcupyromes éce éonpoco).

Boictynuau: 1,2,3 (ykasvisaemcs @D.U.O. evicmynusuie2o, OO0JINCHOCHD,
KPAMKOe COOEePAUCAHUE BLICMYNIEHUS).

MocTtanoBuiam: (mexcm nOCMAHOBICHUS BKIIOYACMC 6 NPOMOKOL Ul

yKasvleaemcs, 4mo Ha Jucmax npujiazaemcs, yKasbleaemcs eco HOMep).
TI'oocoBaam: «3a» CAUHOIJIACHO UJjiu 6 ciydae p(lSHOZJZaCMMV.'
«3arn, «IIPOTHUB», «BO3ACPIKAIICA»

2. CJIYIHAJIA: O BBITIOTHEHHH ..............
Bompocs! k goknamguuky:1,2,3. ( puxcupyromes éce 6onpocst).
Boicrynmuimn: 1,23 (ykasvisaemcs @D.U.O. esvicmynusuiezo, O0ANCHOCHb,
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Kpamkoe cooepicanue 8blCMYNnieHuUsL).
MocranoBuiIM: (mexcm NOCMAHOGICHUSI GKAIOYAEMCsS 6 NPOMOKONL  ULU

yKasovleaenics, unio Ha aucmax npuiazcaemcs, yKasvleaemcs eco Homep).
TI'osocoBaum: «3a» €IUMHOTIACHO UIU 6 cuyuae pClSHOZJZaCMIZ.'
«3arn, «IIPOTHUB», «BO3ACPIKATIC»

IIpencenarens nepBuYHOM
po¢COI03HOM OpraHu3aIuu

8.7. MPOTOKOJ 3ACEJAHHUSI MPO®COIO3HOIO KOMHTETA
(MPODPKOMA)

[Ipodcoro3 pabOTHUKOB HAPOIHOTO OOPa30BAHUS
1 Hayku Poccurickoit @enepannun

(raumenosanue nepsuunotl opeanuzayuu [pogcoiosa)

MPO®COIO3HBIM KOMUTET
MPOTOKOI

Jara MECTO

N36pano B coctaB mpodroma () gen.
IIpucyrcTBOBanM Ha 3acenanuu () yen. (Jlucm npucymcmeus npunaecaemcsi)
[Tpurnamenst:

(©.1.0.)
[IpencenarenbCTBYOMIMM

MNOBECTKA JIHA:

1. O cocrosiHnu PO COO3HOTO WICHCTBA.

2. O paccmoTtpenuu 3asiBieHui wieHoB [Ipodcoro3a Ha MaTepraabHyIO TOMOIIT.

TI'onocoBasu: _ «3a»,  «OpoTHUB», _ «BO3depxaiucs» (B clydae
M3MEHEHHH WM JOTIOJHEHUH B TOBECTKY JHS 32 BHECCHHBIC MTPEIJIOKECHHSI TOJIOCYIOT
Y 3aHOCSIT B IPOTOKOJI)

1. CJYHAJIU: O cocTossHnH MPOQCOI3HOTO YICHCTBA.
C mHbopManmel BBHICTYNHI MpeceaaTeslb KOMUCCUN TI0 OPraHU3aIlMOHHO-MacCOBOM
pabote npodproma (D.MN.0.). (uHPOpMaIUs pUIaraeTcs).

Bomnpocs k noxmamunky:1,2,3 (¢urcupyromes ece éonpocot).

Boictymunu: 1,2,3  (ykasvisaemcs @.H.O. svicmynusuieco, 0O0aHCHOCHb,
Kpamkoe cooepiicanue 8biCMynieHUsL).

IMMocTtanoBUIIM: (mexcm NOCMAHOGACHUSI GKAOYAEMCs 6 NPOMOKONL  ULU

52



yKasouleaenics, unio Ha aucmax npuiazaemcs, yKasvleaemces eco Homep).
T'osocoBaym: «3a» €IMHOIIACHO (8 ciyvae pab’HOZJZaCMIZ yKasoleaemc:

«3an, «IPOTHBY, «BO3JIEPXKATICS» U YKA3bIGAIOMCS (P.U.0, 20]10CO8ABUIUX
npomus).

2. CIYIODAJIM: 3assnenue wuineHa IIpodcorosa (®.1.0.) Ha
MaTepUaNIbHYI0 TMOMONIb. (3aserenus paccmampugaromcs 6 OmMOeIbHOCMU, U NO
KAXNCOOMY NPUHUMAEMC  NOCMAHOGIEHUE C YKAZAHUEM Pe3YIbmamos 2010CO8AHUL).

IIpencenarens nepBUYHON
poCOr03HOM OpraHu3aIuu

8.8. IMPOTOKOJI 3ACEJAHUA KOMUTETA [IPE3UIAUYMA)
MECTHOM OPTAHU3AIIUU ITPODPCOIO3A.

[Tpodcoro3 paboTHUKOB HAPOAHOTO 0OpPA30BAHUS
1 Hayku Poccuiickoit @enepannun

(Haumenosanue mecmnoii opeanuzayuu I[lpoghcorosa)

KOMMTET (IPE3UIAYM)
NPOTOKON

Jara MECTO

N36pano B coctaB komuteTa (npe3uanyma) () Yel.
IIpucytcTBOBao Ha 3aceqanuu () 4en. (Jlucm npucymcmeus npunaecaemcsi)

[Tpurmnamiensr: (¢h.u.0., donscrocmv)

[IpencenarenscTBOBAT

MNOBECTKA JIHA:

1. O xonme OTU€THO-BHIOOPHOW KaMIIAHWHM B TEPBUYHBIX MPOGCOIO3HBIX
OpraHu3anusix.

2. 06 yrBepxaeHnn miana pabotsl Ha |l momyroaue 2014r.

TI'onocoBasu: _ «3a»,  «OpoTHUB», _ «BO3mepxkaics» (B clydae

M3MEHEHUM WA IONOJIHEHUH B MOBECTKY JHS 3@ BHECEHHBIC MPETIOKEHUSI TOJOCYIOT
Y 3aHOCST B ITPOTOKOI)

CJIYHMIAJIN: Ilpencenarens opraHu3alMOHHO-MAacCOBOW KOMHUCCHHM pailkoMa
npodcorosa (®.N1.0.) o xoae OTYETHO-BHIOOPHOW KaMMaHUM B
MIePBUYHBIX PO COIO3HBIX OpraHu3alUaX (uHpopmayus npurazaemcs,).

Bompocs! k goknamuuky:1,2,3. (¢puxcupyromes éce sonpocol).
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Boictymunu: 1,2,3.4. (yrkaszvieaemces ¢h.u.o. evicmynusuieco, OO0N’CHOCMb,
Kpamkoe cooepicanue 8biCIYNIeHUs. U NPEONONCEHUS).

MocranoBuim: (Quxcupyemcs pewieHue no OAHHOMY GONPOCY C VKA3AHUEM
Pe3VIbmamos 20J10C08AHU).

3. CIHYHIAJIN: [Ipencenarenss padonHodt opranuzanuu [Ipodcoro3a
(®.1.0.) o mnane padotsl Ha |l monyromue 2014r. (nran npunazaemcs)

Bompock! k noxnaguuky:1,2 ( puxcupyromes 6ce éonpocuwl).

Boictymunu: 1,2,3.4. (ykaszvieaemces ¢h.u.o. evicmynusuieco, OO0NNCHOCHb,
Kpamkoe cooepiicanie 8blCIMYNIeHUs. U NPEONONCEHUS).

IMocTaHOBWIN: meKcm NOCMAHOGNEHUs BKIIOYAEMCs 6 NPOMOKON  UlU

VKA3bl8AEMCs, YUMo HA ____ IUCMAX NPULA2aemcs, YKa3vl8aemcs e2o Homep).

TosiocoBanm: «3a» €IUHOITACHO (8 ciyuae pasHO2AACUll YKA3bleAemcs
«3a»,  «IpPOTHB», __ «BO3JEPKAICH» W YKA3LIBAOMCA (D.U.0, 2010COBABULUX
npomus).

[Ipencenarens paiioHHOU
opranuzanuu [Ipodcoroza

8.9. BBIIINCKA U3 ITPOTOKOJIA

il ‘ i
, ‘
’I
MPO®COIO3 PABOTHUKOB HAPOJHOTI'O OBPA3OBAHNUSI U HAYKHN POCCHUIMCKOM DOEJEPAIIMN

HEPBUYHAS ITPO®COIO3HAS OPI'TAHU3ALNA ITKOJIbI Ne25
HOJ0JbCKOI'O PAUOHA MOCKOBCKOMUM OBJIACTH

MMPO®COIO3HBLIN KOMUTET

265123, r. Iloponeck, yi. [podceoro3nast, 1.7a ten. (8-4962) 23-24-56; paxc (8-4962) 23-28-49
Ne
BBIIINCKA
U3 MPOTOKOJIA 3aCCTaHUA I[pO(l)COlO3HOFO KOMHUTETA
oT «__ » 20 r. Ne

N36pano B coctaB npodroma: () yuern.
[TpucyrcTBoBano: () yen.
[IpencenarenscTBOBAT
CIIYHIAJIA: IIpencenarens mpodCOO3HOM OpraHU3aIluy (b.n.0.) o
MPEICTAaBIICHNN K HarpakIeHuto 3HakoM [Ipodcorosa «3a akTuBHYIO paboTy».

IocTranoBuan: XonaraiicTBoBath nepes ropojackuM komuretom [Ipodceorosza o
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MPEACTaBICHUA K HarpaxkjaeHuto 3HakoM lIpodcoroza «3a akTUBHYIO pPaboOTy»
(¢.1.0., TOJDKHOCTH MO IITATHOMY PACHUCAHUIO U MOJTHOE HAMMEHOBAaHUE

YUPEXKICHUS), npeacefaTenss  MOCTOSHHON — KOMHCCHMM — MpodKoMa 1O
OpraHu3alMOHHON padorTe.
T'onocosanu: «3a», «npomuey, «8030€PACANCALY.

IIpencenarens nepBUYHOM
podCOr03HOM OpraHu3aIuu

8.10. IPUMEPHASA JOJ/KHOCTHASAA UHCTPYKIUA TJIABHOI'O
CHHEIIUAJINCTA OPTAHU3AIIMOHHOI'O OTAEJIA AIIITAPATA
TEPPUTOPUAJIBHON OPTAHU3AIIUA TPO®COIO3A

IIpodcoro3 padlOTHMKOB HAPOIHOT0 00PA30BAHMS M HAYKH
Poccuiickoit ®eaepanuu

(HanMeHOBaHHUe TeppUTOpUATBHOI oprann3anuu [Ipogcorosa)

YTBepxkacHa

pacrnopspDKeHUEM

npejacenaTens TeppUTOPUATBHON
opranuzanuu [Ipodcoroza

OT «__» 20 1. Ne

INPUMEPHASA JOJLKHOCTHASA HHCTPYKIUA
I''TABHOI'O CIIEHUAJINCTA OPTAHU3AIIMOHHOI'O OTAEJIA
ATIIIAPATA TEPPUTOPUAJIbHON
OPTAHM3BALIMU ITPOPCOIO3A
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JOJIDKHOCTHASA UHCTPYKIIUA

1. O0mue moJ10KeHUA

1.1. JomKHOCTHasT WHCTPYKLMSI SBJISETCS BHYTPEHHUM OpPraHU3alMOHHO-
pacnopsauTENbHBIM JOKYMEHTOM TEppUTOpHaNbHONW opranuzauuu IIpodcorosa,
coJlepKalllUM KOHKPETHBIM TMEepeueHb JOJKHOCTHBIX OO0sS3aHHOCTEH pabOTHHKA C
Y4€TOM OCOOCHHOCTEH AESATEILHOCTU TeppUTOpUaIbHON opranuzamnuu IIpodcorosa u
e€ BBIOOPHBIX KOJJIETHAJIbHBIX OPTaHOB, & TAKXKE €ro MpaBa U OTBETCTBEHHOCT.

JIOJDKHOCTHASE MHCTPYKITUSL MOXKET ObITh MPWIOKEHUEM K TPYJIOBOMY JOTOBOPY .

1.2. TpynoBass (GyHKUMSA TJIaBHOTO CIELUHUAIUCTAa OPraHU3allMOHHOIO OTHAEelNa
anmnapara TeppuTopuanbHOW opranuzanuu IIpodcoroza ompeneneHa wucxons H3
HaVMEHOBAHUs JIOJHPKHOCTH IO IITATHOMY PACHUCAHUIO anmapaTa TeppUTOPHAIbHOMN
opranuzauuu [Ipodcoro3za U KOHKPETU3UPOBAHA B TAHHON JOJKHOCTHON MHCTPYKIIHMH.

1.3.  T'maBHBIl  cCHEHMAJIACT  OPraHU3AalMOHHOrO  OTAENAa  anmapara
TeppuTOpHaibHOM opranu3zanuu I[Ipodcoro3a HazHayaeTcss M OCBOOOXKIAETCA OT
NOJDKHOCTH  pacnopsbkeHneMm  llpencenmarens  TeppuUTOpHAIBHOM — OpraHM3aluu
[Tpodcoro3a paGOTHUKOB HApOAHOTO 00pa3zoBaHUs U Hayku Poccuiickoit denepanun
(manee Ilpencenatenb) TO TPEACTABICHHUIO 3aBEAYIOIIETO  OPraHU3AlMOHHBIM
OTJIEJIOM.

1.4, T'maBHBII  cHEUIMAJIUCT  OPraHU3AlMOHHOTO  OTAENAa  anmapara
TepputopuanibHOM  opranuzanuu  lIpodcoro3za B ciyyae  NpPOU3BOJICTBEHHOMU
HEOOXOJIMMOCTH, MOXKET B cooTBeTCcTBUU ¢ TpynoBeiM Konekcom PD na ocHoBanuu
NOpYYEHUs PYKOBOJICTBA TeppUTOpHaIbHOM opranmsaiuu IIpodcoro3a u oproraena,
BPEMEHHO HUCTIONHATH O0SA3aHHOCTH JIPYTUX paOOTHUKOB OProTaea.

1.5. C rnaBHBIM CHEHHAIUCTOM OPraHU3alMOHHOIO OTJEeJa amnmapara
TepputopuanbHON  opranmzanuu [Ipodcoroza, mnpu mnpueme ero Ha padoTy,
TepputopuanbHas opranuzaius [Ipodcoro3a 3akimoyaeT Tpya0BOH JOTOBOP.

1.6. Ha nomKHOCTh TJIaBHOTO CHENUAIUCTa OPraHU3allMOHHOTO OTIena
amnmapara TeppuTOpUaIbHOi opranu3amnuu [Ipodcoro3a Ha3HaUaeTCs JUI0, UMEIOIEee
BBICITIIEE 00pa30BaHUE M OIBIT OOIIECTBEHHON PadOTHl HE MEeHee 3-X JIeT.

1.7. I ' naBHBIN CIIE[TUAIUCT OPTraHU3AIMOHHOTO oTnena armapara
TepputopuanbHoi  opranmsanuu [Ipodcoroza pabortaer TOA  PYKOBOJCTBOM
3aBEIYIOLIEr0 OPraHW3alMOHHBIM OTEJIOM amlliapaTta TEPPUTOPUAIBHON OpraHu3aluu
[Ipodcorosa, BemomnusieT nopydeHus [Ipencenarens u ero 3aMecTUTEIS.

2. J10JI2KHOCTHBIE 00SI3AHHOCTH IJIABHOIO CNEHUATUCTA OPraHU3alMOHHOI O
0T/AeJIa annapara TeppuropuaabHoi opranuszanuu Ilpogceorosa

2.1. OcHOBHO LICJIbIO JEATSIIbHOCTH TJIaBHOT'O cnenuainucTa
OpraHU3aIMOHHOr0 OTJEJIa afmnapara TeppuUTopuaibHON opranuzamuu I[Ipodcoroza
SBJISIETCS  OOECIEUCHHE IOPYUYEHHOTO €My HalpaBJIeHUs ESITEIbHOCTH M 3ajad,
BO3JI0KECHHBIX Ha OPraHU3alMOHHbBIN OTAEN.

2.2. K 10KHOCTHBIM O0SI3aHHOCTSIM TJIABHOTO CIIEIIHAIICTA OPTaHU3aIlMOHHOTO
OTJIeJIa OTHOCSATCS:
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y4acTH€ B OPraHU3alMOHHO-TEXHUYECKOM O0ECneYeHHH padOoThl PYKOBOISIINX
opraHoB TeppuTopuanbHoi opranmzauuu I[Ipodcoroza (Komurer, IIpesuaumym,
[Ipencenarens, KoutponsHo-peBu3nonHas komuccus [Ipodcoroza) B COOTBETCTBUU C
JTOJKHOCTHBIMU OOSI3aHHOCTSIMU M PacloOpsDKEHUSIMU PYKOBOJCTBA TEPPUTOPHUAIBHON
opranmzauuu  Ilpodcoroza u  OpraHuzauMoHHOro  otaena  (perucrpauus,
pa3MHOXeHUE, o0ecrieyeHue pabounuMH TOKYMEHTaMU U JIp.);

OpraHU3aIMOHHO-TEXHUYECKOE 00ecTieueHue MOCTOSHHBIX kKoMuccuit Komurera
TeppUuTOpUaNbHOI opranuzauuu [Ipodcorosa;

KypupoBaHue palboThl  TeppUTOpUaNbHBIX  opranuzaiuii  [Ipodcorosa,
nH()OPMUPOBAHUE PYKOBOJCTBA OTJAENa O COCTOSIHUM OINEPAaTUBHOW OOCTAaHOBKU B
KypPUPYEMBIX TEPPUTOPHUSIX;

MeToAuYecKkas paboTa C MEPBUUYHBIMU U TEPPUTOPHAIBHBIMU OPTraHU3aIMSIMU
[Ipodcoroza HA MYHUIIUMIIATIBHOM YPOBHE, W3YYEHHUE W aHAJIM3 MPAKTUKH PaOOTHI
BBIOOPHBIX MPO(COO3HBIX OPTaHOB MECTHBIX opranu3zainuii [Ipodcoroza;

BOIIPOCHl YKPEIUICHHS] TPOQPCOIO3HOTO YICHCTBA, CO3/JaHUS W JUKBUIAIUU
MECTHBIX TPO(COIO3HBIX OpraHU3aIlni;

OCYILIECTBJICHUE KOHTPOJIS 32 MCIIOJIHEHUEM KYypUPYEMBIMU MEPBUYHBIMU U
TEppUTOpPUATIBHBIMU OpraHu3anusMu [Ipodcoroza mocTaHOBIEHUN BBIIIECTOSIIUX
PO COIO3HBIX OPTraHOB MO0 BHYTPUCOK3HBIM OPraHU3aIMOHHO-YCTaBHBIM BOIIPOCAM;

ydacTHe B MU3YYCHUU BHYTPUCOIO3HOU PabOThI KYypUPYEMBIX TEPPUTOPHATBHBIX
opranm3auuii [Ipodcoroza um moaroroBke BompocoB K 3acenanuto Komutera uimm
[Ipe3uauyma TepputopuanbHoit opranuzanuu [Ipodcorosa;

OCYLIECTBIICHHE OIEPATUBHOIO B3aUMOJEHCTBUSA C TEPPUTOPUATIBHBIMU U
NepBUYHBIMU opraHuzanusmu [Ipodcorosa mo Bonpocam MOTHUBALMH MTPOQPCOIO3HOTO
YJICHCTBA;

ydacThe B pa3pabOTKe HOPMATHUBHBIX JOKYMEHTOB M YYEOHO-METOAMYECKUX
MaTepHuajoB TEPpPUTOpUaTIbHON opranu3anuu IIpodcorosa;

ydqacTHe B 0OydeHHH TPO(COIO3HBIX KaJIpOB M aKTWBa, B KYpCOBOH
NepEenoAroTOBKE MpejceaaTeneit opranusamuii [Ipodcorosa;

OCYILIECTBIICHUE OINEPATUBHOTO B3aUMOJACHCTBUA C TEPPUTOPUATBHBIMU H
nepBUYHBIMU  opranm3anusMu  [Ipodcoroza, cbop u ananmu3 wuHbOpPMANHMA W
CTAaTHCTHYECKUX JaHHBIX MO utoram Bcepoccuiickux akumii [Ipodcoroza u apyrux
KOJUICKTUBHBIX JCHCTBUM;

OCYIIECTBJIICHHE cOOpa M aHaiIM3a HEOOXOAMMOW WH(POPMAIMH O COCTOSHHUH
YHCIICHHOCTU opranm3ainuii [Ipodcoro3a u opraHmzatopckoii paboThl Ha MecTax IIo
MOTHUBAIIMHU TPOQPCOIO3HOTO YICHCTBA;

OCYIIECTBJIICHHE METOJAMYECKON pabOTHI IO BOMIPOCAM JACSATEIBHOCTH BBIOOPHBIX
opraHoB opranm3anuii  [Ipodcoroza, wMoTuBanuu MPOPCOIO3HOTO  UICHCTBA,
BoBJsieueHus B [Ipodcoros;

dbopMupoBaHHME B COOTBETCTBHM C HOMEHKIATYpOW Jell HapabOoTaHHBIX
JIOKYMEHTOB Il XpaHEHUs B PEKUME TEKYILIEro apXuBa amnmnapaTta TeppUTOpHATbHON
opranuzanuu [Ipodcorosa;

BBINIOJIHEHUE JIPYTUX 00513aHHOCTE B COOTBETCTBUU C TEKYIIUMU MOPYUCHUSIMHU
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3aBEAYIOLIEr0 OPraHU3allMOHHBIM OTAEIOM U (YHKIUSMU OPTraHU3AILMOHHOIO OTHAENa
anmnapara TeppuTopraibHOi opranuzanuu [lpodcorosa.

2.3. TI'maBHBIM  CHEMANIMCT  OPraHMU3ALMOHHOTO  OTAENa  almapara
TeppuTopHalibHOM opranu3auuu [Ipodcorosza o0s3aH:

BJIAJ€Th U PYKOBOJCTBOBATHCS B CBOEU JesTeNbHOCTH YcTaBoM IIpodcorosa,
O6mumu  IlonoxkeHUsIMM O  TEPPUTOPUATIBLHOM W TNEPBUYHOM  OpraHU3aLUAX
IIpodcoroza, Ilomoxkenuem o TeppuTopuanbHOil  opraHuzanuu IIpodcorosa,
MOCTAHOBJICHUSAMHM  BBIOOPHBIX  KOJUIETHAlbHBIX  opranoB  [Ipodcoroza u
TeppUTOpHalibHOM opranu3auuu [Ipodcoro3a, COOTBETCTBYIOUIUMHU JOKAIbHBIMU
aKkTaMy TeppuTOpHanbHOW opranuzauuu IIpodcoroza, Hactosdmerd WHcTpyKuuen,
JEUCTBYIOIINM 3aKOHOATEIILCTBOM O TIPO(PCOr03ax U 0OIIECTBEHHBIX 00bEIUHCHUSX;

10J1 PyKOBOJICTBOM 3aB. OTJIEJIOM B COOTBETCTBUHU C JCHCTBYIOIIMMH Y CTABOM,
MIPaBOBBIMM W HOPMAaTUBHBIMM AKTAMH OCYIIECTBIATH PEATU3ALMIO0 MOJTHOMOYNM
OpraHu3alMOHHOr0 OT/ea B 00JaCTH MOPYUYEHHOI'O €My HANpaBIICHUS EATEIbHOCTH;

B COOTBETCTBMM C IJJaHOM  palbOThl  M3ydyaTh MPAKTUKy  pabOThI
TEPPUTOPHATIBHBIX M MEPBUYHBIX opraHuzanuii [Ipodcorosza, roToBUTH HEOOXOAUMBIE
CIPABKU U MPOEKTHI JOKYMEHTOB, IPU HEOOXOJIMMOCTH BHOCUTh UX HA PACCMOTpPEHHE
BBIOOPHBIX OPraHOB;

aHaJM3MpPOBaTh, B paMKaxX MOPYYEHHOIO €My HANpaBJIEHUs, OPraHU3alUOHHO-
YCTaBHYIO JI€ATENbHOCTh TEPPUTOPUATBLHBIX U NIEPBUYHBIX opranuzanuii [Ipodcorosa;
BBISBJIATh UCTOYHUKU HEI(PPEKTUBHOM IEATENBHOCTH NMPO(COI3HBIX OpraHMU3alluii;
pa3palaTeiBaTh Mepbl MO MOBBIEHUIO 3()(PEKTUBHOCTH OPraHMW3allMOHHO-YCTaBHOU
AesTenbHOCTH opraHu3auuu Ilpodcoro3a, ux BBHIOOPHBIX OPraHOB U MPO(COIO3HBIX
KaJpOB, IIPEACTABIATh UX PYKOBOJICTBY OTAEIIA;

rpaMOTHO M 3(Q(EeKTUBHO TNPUMEHATH B CBOEH pPabOTE€ AIIEKTPOHHO-
BBIUMCIIUTEIBHYIO TEXHUKY, COBPEMEHHbIE HH()OPMALIMOHHBIE TEXHOIOTHH;

3aHUMAaThCSl CaMOOOpPa30BaHUEM, PETYJISpPHO MOBBIIATE YpPOBEHb CBOEH
KBaTM(UKAIINN;

BECTH  JEJIONPOU3BOACTBO B  COOTBETCTBUM C  HOMEHKJIATYpOM  J€l
OpPraHU3allMOHHOTO OT/IEa, B TOM YUCJIE U B AJIEKTPOHHOHN (opMe;

BBIIIOJIHATh IIPaBHJa [0 OXpaHE Tpyda M TOXKapHOW O€30MacHOCTH B
MOMENICHHSIX arapaTa TeppuTopruanbHoil opranuzanuu [Ipodcorosa.

3. [IpaBa rJ1aBHOI0 CHENHAJNCTA OPraHU3aNMOHHOIO OT/Aej]a anmapara
TeppuTopuaabHoil opranu3auuu Ilpogdcoroza.

3.1. T'maBHBIl  cHoeUMAJIUCT  OPraHU3alMOHHOTO  OTAENa  ammapara
TeppUTOpHATIBHON opranu3anuu [Ipodcoro3a nmeeT mpaso:

3ampaniuBaTh OT KypUPYEMbBIX TEPPUTOPHAIBHBIX W TIEPBUYHBIX OpTraHU3AIMMA
[Ipodcoro3za HEOOXOAUMYIO OMEpPaTHBHYIO HWH(POPMAIMIO MO BCEM HAIPaBICHUSIM
BHYTPHUCOIO3HOM JAEATEIbHOCTH;

B COOTBETCTBHHM C TUIAaHOM pa0OTHl BBIE3KaTh B KOMAHJIWPOBKA M H3y4aTh
MPAKTUKY BHYTPUCOIO3HON pabOThl TEPPUTOPUATBHBIX M TICPBHYHBIX OpTraHU3aIuN
ITpodcoro3a;
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BBICTYIIaTh ~ HA  3aCE€NaHMUiIX  BBIOOPHBIX  KOJUIETHAJIBHBIX  OPraHoB
TeppuTopualibHOM  opraHu3auuu IIpodcoroza B  KkauecTBe JAOKJIAgYMKa IO
paccMaTpUBa€MOMY BONPOCY MOBECTKH JIHA, BHOCUMOMY OpraHU3allMOHHBIM OTIEIOM
anmnapara TeppuTopuaibHON opranuzanuu [lpodcorosa;

BHOCUTh MPEJIOKEHUST W TNPUHUMATh HEMOCPEACTBEHHOE ydacTHE B
OOCYXXJIGHUH  BOINPOCOB  OPraHU3alMOHHOTO  YKPEIUIEHHs  TEPPUTOPHUAIBHOU
opranuzauuu [Ipodcoro3a, noseimenus 3 HeKTUBHOCTH AEATEIbHOCTH MPOGCOIO3HBIX
KaJ[pOB W aKTUBa IO peaju3allli yCTaBHBI 3ajlay, OpraHU3aluh OOYy4YECHHS
po(COIO3HBIX KAIPOB U JAP. BONPOCaM, BXOJAIIUM B KPyT' 005I3aHHOCTEH;

OpUHMMATh  ydacTHe B pa3padOTKe  HOPMATUBHBIX  JIOKYMEHTOB
TeppuTOpuanbHoil  opranuszanuu  [Ipodcoroza mo  Bompocam — MOTHBAIUU
npo(COI03HOr0 YJIECHCTBA;

BHOCUTh MPEJJIOKEHUS [0 COBEPUICHCTBOBAHMIO pabOThl OpraHu3alui
[Tpodcoroza o noBeimeHuto 3P hekTUBHOCTU paboTH 10 ipueMy B [Ipodcoros;

U3y4yaTh MPAKTUKY BHYTPUCOIO3HOW PabOThl TEPPUTOPUAIBLHBIX U MEPBUYHBIX
opranuzanuii [Ipodcorosa;

BHOCUTh MPEJIOKEHUS 10 COBEPIICHCTBOBAHUIO BHYTPHCOIO3HON paboThI
TEPPUTOPUATIBHBIX U MEPBUYHBIX opraHu3aiuii [Ipodcorosa;

3HAKOMHUTBCSI € TMPOEKTaMU pEHIeHUH PYKOBOJCTBA  TEPPUTOPUATILHOMN
opranuzauuu [Ipodcoro3a, kacaronMMucs ero 1esTeIbHOCTH;

3ampalivBaTh JIMYHO WIM 10 TOPYYEHHUIO PYKOBOJCTBA TEPPUTOPUATIBHOMN
opranm3auuu  IIpodcoro3a, pykoBoauTeneil  OpraHU3allMOHHOTO  OTAENa Y
CIEIMAIMCTOB allfapaTa TeppuTopuanbHoi opranuzamnuu [Ipodcoroza nnpopmanuo u
JOKYMEHTBI, HEOOXOIUMBIE JIJIs1 BBHITTOJIHEHUS JOJHKHOCTHBIX 00s13aHHOCTEIH;

UCIIOJIB30BAaTh CHUCTEMBI CBSI3M M KOMMYHHUKAIlMM OpPraHU3alllH, B TOM YHCIIE
HNuTeprer;

NPUBJIEKATh K PEIICHHIO BO3JIOKEHHBIX HAa HETO 3a7ad CHELUUAIUCTOB JIPYTUX
CTPYKTYPHBIX TIOJIpa3/IC/ICHUI anmapaTa TeppuTopuaibHON opranu3anuu IIpodcorosa
C COTJIaCHsl COOTBETCTBYIOUIUX PYKOBOJUTEINEH;

NPUHUMATh y4yacTHE B KOH(EpEeHIMSIX U COBEHIAHUAX, HA KOTOPBIX
paccMaTpUBalOTCS BOIIPOCHI, CBSI3aHHBIE C €r0 paboTOM;

MOBBIIIATH CBOIO KBATH(PUKAIIHIO.

['maBHBIN crielMaNyCT MOJAb3yEeTCsl BCEMU TPYJIOBBIMU ITPaBaMU B COOTBETCTBUU
¢ TpynoBsim koaekcoM Poccuiickon denepanuu.

4. OTBETCTBEHHOCTh IJIABHOI0 CHENHUAJNNCTA OPraHU3alMOHHOIO OTHeJIA
anmnapara reppuropuaiabHoi opranusanuu [Ipogcorosa.

4.1. B mopsinke, ycTaHOBIEHHOM 3akoHOAaTenbcTBoM PD, YeraBom I[podcoroza
U HOPMAaTUBHBIMU akTamu [Ipodcoro3a, TIaBHBIA CHENUATUCT OPTaHU3AIHMOHHOTO
oTHeNla  anmapara — TeppuTOopuanbHOM  opranmzauumu  [Ipodcoroza  Hecer
OTBETCTBEHHOCTH 34!

OCYIIECTBIICHUE BO3JI0KEHHBIX HAa HErO JOJKHOCTHBIX 00SI3aHHOCTEH;
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OpraHu3aIuil0 CBOEH paboOThl, CBOEBPEMEHHOE U  KBAIM(PUIUPOBAHHOE
BBITIOJIHEHUE PACHOPSHKEHUA M MOPYYEHUM PYKOBOJCTBA, HOPMATHUBHBIX IMPABOBBIX
aKTOB I10 CBOCH JICSITCIBHOCTH,

co0JIt0/ICHUE MTPAaBUII BHYTPEHHETO TPYJIOBOTO PACTIOPS/IKA, ITPOTUBOMOKAPHOU
0€30MaCHOCTH U TEXHUKU O€30MacCHOCTH Ha pabouyeM MecTe;

HAJJIC)KAIEE BEICHUE JIOKYMEHTAlMU, MPEeIyCMOTPEHHON HOJKHOCTHBIMHU
00513aHHOCTSIMU,

MPENOCTABIECHUE B YCTAHOBIECHHOM IIOPSAJKE CTAaTUCTUYECKOM U HHOMU
nH(pOpMaIMK IO CBOCH EeSATEIHLHOCTH.

3a HapylI€HWE 3aKOHOJATEIbHBIX M HWHBIX HOPMATHUBHBIX IPABOBBIX AKTOB
TJIABHBIM CHEIUATUCT MOXKET OBITh MPHUBJICYEH B COOTBETCTBUM C JEHCTBYIOIIUM
3aKOHOJIaT€JIbCTBOM B 3aBUCHMOCTH OT TSXKECTHU MPOCTYNKA K JUCIUILIMHAPHOM,
MaTepuaIbHOW U MHOM OTBETCTBEHHOCTH.

O3HakoMIICH Jara
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I'TABA 9. ®OPMbI NPO®COIO3HBIX BJIAHKOB

9.1..TIPUMEPHBIE ®OPMbI BJIAHKOB IMMOCTAHOBJIEHUN
IMPO®COKO3HBIX OPI'TAHOB

[IPO®COIO3 PABOTHUKOB HAPOJTHOI'O OBPA3OBAHUA Y HAYKU POCCUMCKOI ®EJIEPALIAN
CAMAPCKAS OBJIACTHASA OPTAHU3ALIMSA ITPODCOIO3A

KOH®EPEHLIMS
NMOCTAHOBJIEHUE

20 T r. Camapa No

NIl
& yl
[TPO®COIO3 PABOTHUKOB HAPOTHOI'O OBPA3OBAHNMSA M HAYKH POCCUMCKOM ®EJEPALINA
CAMAPCKAS OBJIACTHAS OPTAHU3ALIUA TPOD®COIO3A

KOMMTET OBJIACTHOM OPT AHU3ALIMM ITPO®COIO3A
MOCTAHOBJIEHMUE

20 1. r. Camapa Ne

[TPO®COIO3 PABOTHUKOB HAPOJJHOT'O OBPA30BAHIS 1 HAVKU POCCUMCKO dEJEPALIUA
CAMAPCKASI OBJIACTHASI OPTAHU3ALIAS TIPO®COIO3A

MPE3UNYM OBJIACTHOM OPTAHU3ALIMH TPO®COIO3A
NOCTAHOBJNEHME

20 T r. Camapa No
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[TPOD®COI03 PABOTHUKOB HAPOJITHOT'O OBPA30OBAHUA Y HAYKU POCCUMCKOI ®EJIEPALINA

BOJIZKCKASA I'OPOJACKAS OPTAHU3AIIA TTPO®COIO3A
CAPATOBCKOM OBJIACTH

KOH®EPEHIIYS
NMOCTAHOBJIEHUE

20 T r. Bomxck Ne

[IPO®COIO3 PABOTHUKOB HAPOTHOI'O OBPA3BOBAHMS M HAYKH POCCUMCKOM ®EJEPALINA
BOJI’KCKASA I'OPOJACKASI OPTAHU3ALIUS TPOPCOIO3A

CAPATQBCKOFI OBJIACTH
KOMMUTET I'OPOJICKOU OPTAHU3SAIIUU ITPOD®COHKO3A
NMOCTAHOBINEHME
20 T. r. Bomxkck Ne

N
[TPO®COI03 PABOTHUKOB HAPOJTHOT'O OBPA3OBAHUS I HAYKH POCCUMCKOU ®EJIEPALIUUN
BOJIZKCKAS I'OPOJACKAS OPIAHU3ALUA ITPOPCOIO3A

CAPATOBCKOM OBJIACTH
NPE3UINUYM I'OPOACKOU OP'AHU3ALIUN
NMNMOCTAHOBJIEHUE
20 T. r. Bomkck No
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[IPO®COIO3 PABOTHUKOB HAPOTHOI'O OBPA3OBAHMS M HAYKH POCCUMCKOM ®EJIEPALIVINA
HNEPBUYHAS ITPO®COIO3HASA OPTAHU3ALINA PABOTHHUKOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA

KOH®EPEHIIYS
NMOCTAHOBJIEHUE

20 T r. KpacHosipck No

[IPO®COIO3 PABOTHUKOB HAPOJTHOT'O OBPA30OBAHUA Y HAYKU POCCUMCKOI ®EJIEPALIAN
INEPBUYHASA ITPO®COIO3HAA OPTAHU3ALIUA CTYAEHTOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA

MPO®COIO3HBIN KOMUTET
NMOCTAHOBINEHME

20 T r. KpacHosipck No

[TPO®COI03 PABOTHUKOB HAPOJTHOT'O OBPA3OBAHUS U HAYKH POCCUMCKOUN ®EJIEPALIUUN
HNEPBUYHASA ITPO®COIO3HAS OPTAHU3AIIUA CTYJJEHTOB
CUBUPCKOTI'O ®EJEPAJIBHOI'O YHUBEPCUTETA
MPE3UUYM IMEPBUYHOMN OPTAHU3AIIMU ITPO®COIO3A

MOCTAHOBJIEHMUE

20 T r. KpacHosipck Ne
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[IPO®COIO3 PABOTHUKOB HAPOTHOI'O OBPA3OBAHIS M HAYKH POCCUMCKOM ®EJEPALIIA
HEPBUYHAS ITPO®COIO3HASI OPTAHU3AIIMS CPEJHEN OBIIIEOBPA3OBATEJILHOM
IKOJIbI Ne5 CEBEPHOI'O PAVIOHA APXAHT'EJIbCKOM OBJACTH

COBPAHUE
NMOCTAHOBJIEHUE

L

20 T . CeBepHoOE No

TTPO®COKO3 PABOTHHMKOB HAPOJHOI'O OBPASOBAHIS 1 HAYKU POCCUNCKOM OEJNEPALIUN
MEPBUYHAS [TIPO®COIO3HASL OPTAHU3ALIMS CPEJHEN OBLIIEOBPA3OBATEJ/ILHOM
IIKOJIbI Ne5 CEBEPHOI'O PAMOHA APXAHTEJbCKOM OBJIACTH

MPO®COIO3HBIM KOMUTET
NMOCTAHOBINEHME

20 T c. CeBepHoe No

9.2. MIPUMEPHBIE ®OPMbI BJIAHKOB PACHIOPSI)KEHUI

IR . I
L1 y |
[TPO®COI03 PABOTHUKOB HAPOJTHOT'O OBPA3OBAHUS I HAYKH POCCUMCKOU ®EJIEPALIUUA

CAMAPCKASI OBJIACTHASA OPTAHU3AIIMA ITPOPCOIO3A
HPEACEJATEJIb OBJIACTHOU OPTAHU3ALIUU ITPOPCOIO3A

PACNMOPAXEHME

20 r. r. Camapa No

64



\ 'I -|
I J
TTPO®COIO3 PABOTHMKOB HAPOJ/IHOI'O OBPA3OBAHUS 1 HAYKI POCCHUUCKOM OEJIEPALIN
IMATUTOPCKASA IT'OPOJACKASA OPITAHU3ALIUS ITPOPCOIO3A

CTABPOITIOJIbBCKOI'O KPASL
MPEJCEJATEJb TOPOJACKOI OPTAHU3ALIUY [TPO®COIO3A
PACNOPAXEHME
20 1. r. [Iaturopck No

[TPOPCOIO3 PABOTHUKOB HAPOJITHOI'O OBPA30BAHIS 1 HAVKI POCCUVICKON ®EJIEPALTN
HNEPBUYHAS MPO®COIO3HAA OPITAHU3ALIUA PABOTHUKOB
CUBUPCKOI'O ®EJIEPAJIBHOI'O YHUBEPCUTETA
NPEJACEJATEJb NEPBUYHON OPTAHU3ALIMU TPO®COIO3A

PACNMOPSAXEHME

20 T r. KpacHosipck No

9.3. IPUMEPHBIE ®OPMbI BJIAHKOB JOKYMEHTOB KOHTPOJIbBHO-
PEBU3UMOHHBIX KOMUCCHI

[IPO®COI03 PABOTHUKOB HAPOJTHOI'O OBPA3OBAHUS 1 HAYKU POCCUMCKOM ®EJEPALIANA
OMCKAS OBJIACTHASA OPTAHU3ALUSA ITPOPCOIO3A

KOHTPOJIBHO-PEBU3UOHHASI KOMUCCUSI
644024, r. Omck, npocnekT K. Mapkca, 4, ka6. 337
daxc (381 2) 31-84-11, 31-79-48
E-mail: eduprof@spectrnet.ru  http://www.ed-union.ru
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[IPO®COIO3 PABOTHUKOB HAPOJHOI'O OBPA3OBAHUS 1 HAYKW POCCUMCKOI ®EJEPALTAN
YEXOBCKASA I'OPOJCKASA OPIAHH3AHHH IMPOD®COIO3A
MOCKOBCKOH OBJIACTH
KOHTPOJIBHO-PEBU3UOHHAS KOMUCCUS
234546 MockoBckas 001., T. Yexos, yin.JlJoMmoHOCOBa .15
Ten. (4962) 44-87-78 dakc (4962) 44-15-25
E-mail: eduprof@spectrnet.ru http://www.ed-union.ru

[IPO®COI03 PABOTHUKOB HAPOJITHOI'O OBPA3OBAHNMS Y HAYKU POCCUMCKOM ®EJIEPALINA
ITEPBUYHASA ITPO®COIO3HASA OPTAHU3AIIMA CTYAEHTOB CUBUPCKOI'O
®EJJEPAJIBHOI'O YHUBEPCUTETA

KOHTPOJIBHO-PEBU3MOHHASA KOMUCCUS
660049, r. Kpacunospck, yin.K.Mapkca 1. 93
Ten. (3912 44-87-78 , daxc (3912) 44-15-25
E-mail: eduprof@spectrnet.ru http://www.ed-union.ru

[TPO®COI03 PABOTHUKOB HAPOJTHOT'O OBPA30BAHMS 1 HAYKH POCCUMCKON ®EJIEPALIUA
HNEPBUYHASI ITPOPCOIO3HAST OPTAHU3ALIMS ITKOJIBI Ne 5
COJIHEYHOI'O PAMOHA MOCKOBCKOH OBJIACTH

KOHTPOJIBHO-PEBU3UOHHAS KOMUCCUSA
123435, MockoBckas 0611., n.ConHeuHsli, yi.JlepmonToBa, 41
Ten. (4962) 44-87-78 dakc (4962) 44-15-25
E-mail: eduprof@spectrnet.ru  http://www.ed-union.ru

66


mailto:eduprof@spectrnet.ru
http://www.ed-union.ru/
mailto:eduprof@spectrnet.ru
http://www.ed-union.ru/
mailto:eduprof@spectrnet.ru
http://www.ed-union.ru/

9.4. OBPA3IBI ®OPM VYIJVIOBbIX BJIAHKOB ITPO®COIO3HbIX
JOKYMEHTOB

[
MMPO®COIO3 PABOTHUKOB

HAPOJTHOT'O OBPASOBAHIA 1 HAVKI
POCCHUNCKOU GEJIEPALIMN

PAMEHCKAS TOPOJCKAS
OPTAHU3ALIUS TIPO®COIO3A
MOCKOBCKOM OBJIACTH
KOMMTET I'OPOJCKOM

OPI'AHU3AIINNA
r. Opén, 419319, yn. Jocroesckoro, 42
ten. (4452) 38-87-67 ¢axc (4452) 38-68-55

Ne
Ha Ne oT

[TPO®COKO3 PABOTHHMKOB

HAPOJTHOI'O OBPA3OBAHUS 1 HAVKU
POCCUNCKOU OENEPALIUN

OBBbEIUHEHHAS IEPBUYHAS
MNPO®COIO3HAS OPTAHU3AIIUA
MOCKOBCKOI'O 'OCYJAPCTBEHHOT' O
YHUBEPCUTETA NMEHU
M.B.JIOMOHOCOBA

MPO®COIO3HBINM KOMUTET

119991, r. MockBa, BopoOsEBBI TOPHL, II1. KOPIIL.
tent. (8-495) 274-25-46;  daxc (8-493) 274-22-44
E-mail: mgu@spectrnet.ru

Ne
Ha Ne oT
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MMPO®COIO3 PABOTHHUKOB
HAPOJTHOI'O OBPA3OBAHU 1 HAVKU
POCCUNCKOU ®ENEPALIN

HEPBUYHASA ITPOP®PCOIO3HASA
OPITAHM3AIIUA CTYAEHTOB

"&’
‘,;

L

MYPMAHCKOI'O HEJATOTUYECKOTI'O

YHUBEPCUTETA
MPO®COIO3HBIM KOMUTET

235000, r. MypmaHck, yia. YHHBepcUTeTcKas, 4.5
ten. (8-5832) 64-24-42;  ¢axc (8-5832) 55-25-33
E-mail: ekar@spectrnet.ru

Ne
Ha Ne oT

\

.
|

*

[TPODPCOIO3 PABOTHHUKOB
HAPOI[HOFOUOBPASIOBAHI/I}{ 1 HAYKHN
POCCHUNCKOU ®EJNEPALI
MEPBUYHAS TIPO®COIO3HAS
OPI'AHM3ALIUS CPEJTHEM
OBIIEOBPA3OBATEJIbHOM LIKOJIBI Ne5
OCTPOBCKOI'O PAMMOHA
ICKOBCKOM OBJIACTH

MPO®COIO3HBINM KOMUTET

235000, INckoBckast 0611, c. OctpoBckoe, yi. [lobensr, 1.7
ten. (8-4542) 44-22-34;  axc (8-4542) 45-25-55
E-mail: ekar@spectrnet.ru

|
‘A;

U

No
Ha Ne oT
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r_’.,_y,‘w
IMPO®COIO3 PABOTHHKOB

HAPOJIHOI'O OBPA3OBAHMS M HAVKH
POCCHUNCKOUN ®EJEPALIMN

TIOMEHCKASA MEKPEI'MOHAJIBHASA
OPI'AHM3AIIUA

NNPEJCEIATEJIb
r. Tromenb, 129319, yn. @yueka, 42
ten. (345) 238-82-72 ¢axc (395) 235-45-15
E-mail: eduprof@spectrnet.ru
http://www.ed-union.ru

Ne
Ha Ne oT

r_’.,_y,‘w
TTPO®COIO3 PABOTHUKOB

HAPOJTHOI'O OBPA3OBAHU 1 HAYKU
POCCUHNCKOU ®EJEPAITUN

TOBOJIBCKASA I'OPOJACKASA
OPTAHMU3AIIUS TIOMEHCKOM
OBJIACTHU
MPEJACEJATEJID
r. To6onbek, 234119, yn. CracoBoif,41
ten. (565) 238-83-77 ¢axc (565) 238-68-15
E-mail: edunrof@snectrnet.ru

No
Ha Ne OT
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|
TTPOD®COHO3 PABOTHHUKOB

HAPOJIHOI'O OBPA3OBAHMS M HAVKH
POCCHIICKOM ®EJIEPALINN

MNEPBUYHAS TIPO®COIO3HASI
OPI'AHM3ALIUS PSI3BAHCKOM
PAJJMOTEXHUYECKOHM AKAJJEMHAHN
NNPEJICEAATEJIb
r. Psizans, 234219, yn. Narapuna, 42
ten. (578) 245-86-78 axc (578) 245-55-15
E-mail: eduprof@spectrnet.ru

Ne
Ha Ne oT

r_,_’ﬂ
MMPO®COIO3 PABOTHUKOB

HAPOJIHOT'O OBPA30OBAHMSA M HAYKI
POCCHIICKOM OEJIEPALINK

INEPBUYHAS NPO®COIO3HASA
OPI'AHU3AIUA TNMHA3UUN Ne8
MOJOJIbCKOI'O PAMOHA
MOCKOBCKOM OBJIACTH
NPEJCEIATEJIb
[Tomonbckuii paiion, MockoBckas 001.,
234219, yn. Ilymkuna, 42
ten. (5782) 44-87-78 axkc (5782) 44-15-25
E-mail: eduprof@spectrnet.ru

Ne
Ha Ne oT
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9.5. MIPUMEPHBIE ®OPMbI 'OPU3OHTAJIBHBIX BJIAHKOB
HPOP®COIO3HBIX TOKYMEHTOB

LN :‘J,

[TPO®COI03 PABOTHUKOB HAPOJJHOT'O OBPA3OBAHIS 1 HAVKI POCCUMICKOU ®EJIEPAITINA
MEXPETHOHAJIBHAA OPIrAHU3BALIUSA TIPOPCOIO3A C-IIETEPBYPT'A U
JEHUHTPAICKOM OBJIACTH

KOMUTET MEXXPETMOHAJIBHON OPI'AHU3AIINU ITPODPCOIO3A
235000, r. C-TlerepOypr, yiu. I[Ipodcoroznas, a.7a tei. (8-812) 274-25-46; dakc (8-812) 274-23-45
E-mail : anskok@spectrnet.ru http://WWw.ed-union.ru

[TPO®COI03 PABOTHMKOB HAPOJHOI'O OBPA3OBAHUS 1 HAVKU POCCHUICKOI OEJIEPALIUN
BOJIOT'OACKASA OBJACTHAS OPT'AHU3AIINA
KOMMUTET OBJIACTHOU OPI'AHU3SAIINUA ITPODPCOIO3A
245034, r. Bonoraa, yi. I'arapuna, 1.8a ten. (8-4872) 64-24-56; paxc (8-4872) 55-15-34

E-mail : Skok@spectr.ru http://WWW.ed-unio.ru

‘ : . i
L1 y J
[TPO®COI03 PABOTHUKOB HAPOJTHOT'O OBPA3OBAHUS 1 HAYKH POCCUMCKON ®EJIEPALIUU

APTEMOBCKAS PAIZIOHHAH OPT'AHM3ALIASA XABAPOBCKOI'O KPAS
KOMUTET PAUOHHOU OPTAHU3ALIUU ITPOPCOIO3A

214234, r. AptémOBCK, yi1. Mopckas, 1.3 ten. (8-5672) 23-32-54; ¢akc (8-5672) 23-44-55
E-mail : anok@spect..ru http://WWW.ed-union.ru
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il §
[IPO®COI03 PABOTHUKOB HAPOJJHOI'O OFPA3OBAHHS 1 HAYKH POCCUICKOM ®EJIEPALINA
MEPBUYHAS IPO®COIO3HASI OPTAHU3ALIUA JAJIBHEBOCTOYHOI'O
®EJEPAJIBHOIO YHUBEPCUTETA

MPO®COIO3HBI KOMUTET
426060, r. Bnraqusocrok, yiu. [Ipodcoro3nas, n.7a ten. (8-4342) 56-25-56; daxc (8-434) 56-24-49

E-mail : askok@spectt.ru http://WWW.ed-uni.ru

[TPOO®COKO3 PABOTHHMKOB HAPOJHOI'O OBPASOBAHIM S 1 HAYKU POCCUNCKON DEAEPALIVN
IMEPBUYHAS ITPO®COKO3HASA OPTAHU3ANUSA ITKOJIBI Ne25
MOJ0JbCKOI'O PAMOHA MOCKOBCKOM OBJIACTH
IMMPO®COIO3HbINU KOMUTET
265123, 1. [Togonsek, yi. [podcoroznas, 1.7a ten. (8-4962) 23-24-56; paxc (8-4962) 23-28-49
-mail : askok@spectt.ru http://WWWw.ed-uni.ru

72


mailto:askok@spectt.ru
http://www.ed-uni.ru/
mailto:askok@spectt.ru
http://www.ed-uni.ru/

HPUJIOXKXEHUA

Ipunoxenue Nel

MMPO®COI03 PABOTHUKOB HAPO/ITHOI'O OBPA30BAHUS 1 HAYKHA

POCCUMICKOM ®EJEPALIIA
(OE[IIEPOCCI/IVICKI/IVI MMPOP®COI0O3 OGPA30OBAHUS)

WCIIOJHUTEJIbHbII KOMUTET TPO®COI03A
INOCTAHOBJIEHUE

7 uronsa 2012 r. r. MockBa Nel0

006 yrBepxkaennu IlpaBuia mo BeaeHu1o
JAeJIONPOU3BOACTBA B OPraHHU3ALUAX
IIpogcoroza

B nensx panpHeinero ymydiieHus padoThl ¢ JTOKyMEHTaMU B OpraHM3aIUsX
ITpodcorosza, UcnoauuTtenbubiii komuteT IIpodceoroza IOCTAHOBJISAET:

YTBepaute mpunaraemeie IlpaBuna 1o BeneHHIO — JIETONPOU3BOACTBA B
opranmzanusax [Ipodcoroza.

Komuteram (coBeTaM) MEXKPErHOHAIBHBIX, PETHOHAIBHBIX, MECTHBIX U
nepBUYHBIX opranusamnuii [Ipodcorosza B reuenne 2012 ropa:

IPOBECTH  HEOOXOJMMYIO OPraHM3aTOPCKYI paboTy MO TPUBEACHUIO
JIEONPOU3BOICTBA B opranm3anusax lIpodcoro3a B COOTBETCTBHE C HACTOSIIUMU
[IpaBuiiamu;

YTBEPJIUTh Ha 3acCeaHMSIX KOJUICTHAIBHBIX HCIIOJHUTEIBHBIX TPO(COI03HBIX
opraHoB MHCTpyKUHUHM MO JI€TONPOU3BOJACTBY MEXKPETHOHAIBHBIX, PETHOHAIBHBIX,
MECTHBIX U TIEPBUYHBIX opranu3aiuii [Ipodcorosa.

KoHTpons 3a  BBINOJTHEHHWEM IIOCTAHOBJEHHUS  BO3JIOXKUTH Ha  OTAEIN
opraHM3aInMoOHHON paboTh! ammapara [Ipodcorosa.

¥ /7
A -"/,» e
IIpencenatens  Ilpodcorosa V ﬂf%? — I'.11. MepkynoBa
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IIpunoxenue
K [IOCTaHOBJICHUIO
Hcnonkoma IIpodcoroza
ot 7 utonst 2012 1. NelO
ITPABUJIA
110 BEJACHUIO eI0npou3BoacTBa B opranusanusx Ilpogcorosa padoruukos
HAPOAHOTro 00pa3oBanus M HayKu Poccuiickoii @enepanuu

I. O0mue nonoxenus

1.1. IlpaBuiia Mo BeJAEHUIO NEIONPOM3BOACTBA B opranmzanusax IIpodcorosa
pabOTHUKOB HApoJHOr0 oOpa3zoBanus U Hayku Poccuiickoit deneparnuu (nanee -
[IpaBuna) pa3zpaboTaHbl B LIENAX YCTAHOBJEHHUS €IUHBIX TPEOOBAHMUM K MOJTOTOBKE,
00paboTKe, XpaHEHUIO U HMCIOJIb30BAHUIO B JesATeNbHOCTH opranuzamuii [Ipodcorosa
pabOTHUKOB HapoJHOrO oOpa3zoBaHuss W Hayku Poccuiickonr depeparuu (nanee -
[Ipodcoro3) NOKYyMEHTOB, COBEPIICHCTBOBAHUS JEJIOMPOU3BOJICTBA B OpPraHU3aAIIUSIX
[Tpodcoro3za.

1.2. Hacrosimue IlpaBuna pa3paboTaHbl B COOTBETCTBUU C 3aKOHOATEIHLCTBOM
Poccuiickoit @enepanuu B chepe uHpopmaluu, T0KyMEHTAIIUM U apXUBHOTO JIejia U
YcraBoMm IIpodcoroza.

1.3. OcHoBHBIEC IOHSATHUSI, TpUMEHsieMble B [IpaBunax:

AOKYMeHTHpOBaHue - puxcanus HHPOpMAIMK HA MaTepUaJIbHBIX HOCUTENSAX B
YCTaHOBJIEHHOM TIOPSJIKE;

AeJONPOU3BOACTBO -  JEATEIBHOCTb, oOecrieynBaronias  CO3JaHUE
OQUIMANBHBIX JOKYMEHTOB W OpraHu3alyio paboThl C HHUMH B OpraHU3AIMIX
ITpodcoroza;

AOKYMEHT - oQUUIUaNbHBIA  JOKyMEHT, co3fgaHHbii  [Ipodcoro3om,
opranm3anuerr [Ipodcoroza, rocygapcTBEHHbIM OpPraHOM, OpPraHOM MECTHOTO
CaMOYIIpaBJICHUS, IOPUAMYECKUM WIA (DUIUYECKUM JIHIIOM, O(GOPMIICHHBIN B
YCTAaHOBJICHHOM TIOPAJIKE M BKJIIOYEHHBIM B JOKYMEHTOOOOPOT OpraHu3aluu
ITpodcoroza;

3JIEKTPOHHBIN JOKYMEHT - JOKYMEHT, B KOTOpOM WH(pOpMAIIUs TpeIcTaBieHa
B 3JICKTPOHHO-IIM(PpoBOi Popme;

BU/l JOKYMEHTA - MPUHAJICKHOCTh JTOKYMEHTAa K OIPEACIICHHOW TIpyIIe
JOKYMEHTOB I10 MTPU3HAKaM COJIEPKAHUS U 1IEJI€BOTO Ha3HAUECHUS;

opopmiieHHe [TOKYMEHTa - TIPOCTABICHUE HEOOXOJUMBIX PEKBU3UTOB,
YCTAaHOBJICHHBIX IIPaBUJIAMH IOKYMEHTHUPOBAHUS,

PEKBU3HUT JOKYMEHTA - 00s13aTeIbHBIN 2JIEMEHT O(POPMIICHHS TOKYMEHTA;

0J1aHK JOKYMeHTa - HaOOp PEKBU3UTOB, WACHTHPUIUPYIOMUX (HU3uYecKoe
WJIU IOPUNYECKOE JIUIIO, CO3/IaBIliee MUChbMEHHBIN IOKYMEHT;

0J1aHK MPO(COI3HOr0 TOKYMEHTAa - popma yTBEPKJACHHOTO B YCTAHOBJIECHHOM
nopsiike OaHkKa ¢ oTpakeHueM oduunuanbHoi cuMBoaukH [Ipodcoro3a u pekBU3UTOB
po¢CcOI03HON OpraHU3aluu;
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MOUTMHHHUK JOKYMEHTA - TICPBBIN WM €IMHCTBCHHBINA IK3EMIUISIP TOKYMEHTA;

KOMNMS JOKYMEHTA - TOKYMEHT, MOJIHOCTHIO BOCTIPOU3BOIAIINN HH(POPMAIIHIO
MOJTMHHUKA JOKYMEHTa W €r0 BHEIIHWE MPHU3HAKH, HE HMEIONIUN FOPHUINYECKON
CHUTHI;

3aBepeHHasli KOMHMS - KOMHS JIOKYMEHTa, Ha KOTOPOM B COOTBETCTBHH C
YCTaHOBJICHHBIM TOPSIIKOM MPOCTABIISAIOT HEOOXOIUMBIC PEKBHU3UTHI, MPUIAIONTUE 1
IOPUINYECKYIO CHITY;

oopamenne wieHa Ilpo¢coro3a - HanpaBleHHbIE B MUCbMEHHOM BHUJIEC WJIU B
aeKTpoHHO-IIU(GPOBOH Popme B opranuzaiuto [Ipodcorosza npeaioxeHue, 3asBileHUE
Wi kanoba, a TakkKe YCTHOe oOparieHne paOOTHHKA, SBIISIOMIETOCS WICHOM
[Tpodcoroza, B mpodcOr03HYIO OPTaHU3AIINIO;

TOKYMEHTO0000pPOT - JBMKCHUE JTOKYMEHTOB C MOMEHTA WX CO3JaHUS WU
TIOJTYYCHHUS JIO 3aBEPIICHUS UCTIOJHEHUS, TTOMEIICHUS B JCJI0 U (MJIH) OTIIPaBKH;

perucTpamusi JA0OKyMEHTAa - T[PUCBOCHUE JIOKYMEHTY pEruCTPAaIlMOHHOTO
HOMEpA U 3aMKCh B YCTAHOBJICHHOM MOPSAIKE CBEICHUIA O JOKYMCHTE;

HOMEHKJIATYpa /e - CUCTEMaTU3UPOBAHHBIM IMEpPeUYeHh HAUMEHOBAaHUMW JICl,
dopmupyembIx B opranuzanuu [Ipodcorosa, ¢ ykazaHUEM CPOKOB UX XpaHEHUS;

IKCMEPTH3A MEHHOCTH JTOKYMEHTOB - M3YyYCHHE JOKYMCHTOB Ha OCHOBAaHUH
KPUTCPHUEB WX IICHHOCTH B IEJSAX OIPEACICHHS CPOKOB XpaHEHUS JTOKYMCHTOB M
otOopa WX JyIs BKJIIOYCHUS B cocTaB ApxuBHOro ¢onna Poccuiickoit ®enepanuu u
JIPYTUX apXUBOB;

JeJ10 - COBOKYITHOCTh JIOKYMEHTOB WJIM OTJEIbHBIA JOKYMEHT, OTHOCSIIHECS K
OJIHOMY BOIIPOCY WJIM YYacCTKY AeSTeNbHOCTH opranuzanuu [Ipodcorosa;

(¢hopmupoBanue gesa - TPYNIUPOBKA HCIOJIHEHHBIX JIOKYMEHTOB B JI€JI0O B
COOTBETCTBHM C HOMEHKJIATypOH /e

3JIEKTPOHHBIA JOKYMEHTO000pPOT - JOKYMEHTOOOOpPOT C TPUMEHEHHEM
UH(GOPMAIIMOHHBIX CHCTEM.

1.4. Opranmzamuu IIpodcoro3a, Ha ocHoBe IIpaBmii ¢ ydeToM YyCIOBUU H
cnenuUK CBOEH JAESATENBHOCTH pa3padaThiBalOT MHCTPYKIIMU, YTBEpKIaeMble
opranuzanuerd [Ipodcoroza, Mo coOrnacoBaHui0 € BBIMIECTOSIIMM TPO(HCOIO3HBIM
OpTraHOM.

1.5. TpeboBanus IlpaBun k pabore ¢ OyXTanTEpPCKOW M APYroi CrenuaaIbHON
JOKYMEHTAIMEeH PACTIPOCTPAHSIOTCA JIMIIh B YacTH OOIIUX MPHUHIIMIOB pPabOThI C
JOKYMEHTaMH, a TaK)Ke MOATOTOBKU JJOKYMEHTOB K TIepe/iaue Ha apXUBHOE XpaHEHUE.

I1. JokymenToo6opot B opranuzanusx Ilpodgcoroza

2.1. B nokymentoobopote opranuzamuu [Ipodcoro3a BeIIeIIIOTCS:
a) MOCTYMaINIUEe JOKYMEHTHI (BXOAsIasi JOKyMEHTAIIUs );
0) oTnpaBisgeMble JOKYMEHTHI (UCXOIIAs JOKYMEHTAIIHS );
B) BHYTPEHHHE JTOKYMEHTHI.

2.2. B opraamsamusax IIpodcoroza monydeHwe W OTHOpaBKa JOKYMEHTOB
OCYIIECTBIAKOTCS CPEACTBAMHU MOYTOBOM U AJEKTPOHHOM CBSI3H.

2.3. B opranmszaunusix IIpogcoroza ycranapiauBaercs CiaeayrOLIUil NOPSIAOK

padoThI ¢ BXOAALIEH JOKYMEHTALlHEH:
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2.3.1. Perucrtpamuss NOCTYNUBIIMX JOKYMEHTOB OCYILECTBIAECTCA B JCHBb
MOCTYIUICHUS.

2.3.2. [loctynatouiue B opranuzanuto [Ipodcoroza qoKyMEHTHI pEruCTPUPYIOTCS
B OKypHajJ€ pETUCTPAIlMM BXOMSIICH JOKYMEHTAIlMd W  PacCMaTPHUBAIOTCS
npenacenarenaem opranuzauuu [Ipodcoro3a ninm ero 3amMmecturesnem.

XKypHan peructpanuu BXOASAIICH TOKYMEHTAIIMHU, KaK MMPaBUIIO, UMEET Tpadbl,
B KOTOPBIX OTPAKACTCS BXOJANIUN HOMEP U JlaTa MOCTYIUICHUS JTOKYMEHTa, OTKy/aa
MOCTYNHJ JOKYMEHT M €ro HOMEp, KpaTKoe COJepKaHHe TOKYMEHTa, OTMETKa 00
UCIIOJIHEHUH, HOMED JIeJIa TI0 HOMEHKJIAType.

2.3.3. B opranumzamnusix Ilpodcoro3a B 3aBUCUMOCTH OT MNPUHITOM CUCTEMBI
ydeTa W KOHTPOJS MOXKET MPUMEHSATHhCS KaK >KypHaJIbHas, TaK W KapTouHas Qopma
pPETHCTpAIIU TIOCTYIAIONIUX JOKYMEHTOB.

2.3.4. Ha Bcex moctynuBmux B opranuzaunuio IIpodcoro3a gokymeHTax u
MPWIOKCHUSAX K HUM B TPaBOM HIDKHEM YTy IMEPBOTO JIKCTAa MPOCTABIISIOTCS JaTa
MOCTYIUICHUSI W PETUCTPAllMOHHBIA HOMEP 110 JKypHalTy © (WIM) KapTOuKe
pPETHCTpaIIU TOCTYIAIIINX JOKYMEHTOB.

2.3.5. Hymepanusa noctynarommx B opranm3anuio IIpodcoro3a HOKyMEHTOB
BEJICTCS B MpeiesiaX KaJeHIapHOro rojia, HaurMHas ¢ epBOro HoMepa.

2.3.6. BHyTpeHHss NOKyMEHTaIlusi CTaTUCTUYECKOTO0 ¥ HWH(POPMAIIMOHHOTO
XapakTepa, TOCTynaromas B TPO(COIO3HBIH OpraH OT IOCTOSHHBIX KOMHUCCHH,
npo(coro3HbIX Orpo, Mpodrpynn WM MNPOPCOIO3HBIX AKTUBHUCTOB MOXET He
PETUCTPUPOBATHCS.

2.3.7. Ilucemennble u  ycTHble oOpamenus wieHoB [Ipodcorosa
PETUCTPUPYIOTCS OTAEIBHO OT APYTUX MOCTYMAIOIIUX TOKYMEHTOB.

2.3.8. 3a CBOEBpEeMEHHOE pPACCMOTPEHHE JOKYMEHTOB, IOCTYNUBIINX B
opranmuzanuto [Ipodcoroza, orBeuaer npeacenarens opranuzanuu IIpodceoroza u ero
3aMECTHUTEb.

2.3.9. Hauamom cpoka paccMOTpEHHs TMOCTYIHMBIIETO JOKYMEHTa CUYHTACTCS
JIEHb €T0 PETUCTPALIHH.

2.3.10. B opranmzanusx IIpodcoro3a ycTaHABIMBAIOTCSA CIEAYIOIIUE CPOKHU
PacCMOTpEHUS MOCTYNMHUBIINX JOKYMEHTOB:

He Oonee 10 KaJeHTApHBIX JHEH — JUISI TTMCEM BBIMIECTOSAIUX MPO(COIO3HBIX
OpraHOB M WHBIX OpPraHU3alMiA, €CIM HWHOW CPOK HE YCTAHOBJICH BBIIICCTOSIINM
PO COIO3HBIM OPTaHOM;

He Ooisiee 15 KaneHAApHBIX NHEW — IS TMPEJIOKEHUH, 3asBICHUN U Kanoo
yieHoB [Ipodcoroza;

He Ooniee 30 KaneHOApPHBIX JTHEW — AJIsl IOKYMEHTOB, TPEOYIOIIMX U3YUYEHUS U
MPOBEPKH, TOATOTOBKHA CIPABOK H OOOCHOBAaHWW, a TakkKe pacCMOTPEHUS U
OOCYyXXIIeHHsI WX Ha COOpaHMM WIM 3aceJaHNM COOTBETCTBYIOIIETO BBIOOPHOTO
mpo(coro3HOTO Oprana.

2.3.11. TloctynuBmnii JOKYMEHT CUHMTAETCA PACCMOTPEHHBIM  TIOCIE
HaIpaBJICHHUS] OTBETA MO CYMIECTBY oOpamieHus wieHa [Ipodcoro3a, B BeIIeCTOSTIIHIA
PO COrO3HBIN OPTaH WM UHYIO OPTaHU3AIINIO.
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2.3.12. Ilpu pemieHMM B ONEpaTUBHOM TNOpsAlKe (B JWYHOW Oecexne, 1O
TenedoHy, Ha COBEUIAHWU) BOMPOCOB, IOCTAaBJICHHBIX B JOKYMEHTE, B >KypHajie
perucTpanuy BXOIAIIEN TOKYMEHTAIIUU (kapTouKe) NeNaeTcss OTMETKAa O
pacCMOTPEHUH C YKa3aHMEM JaTbl M MOJNUCH OTBETCTBEHHOI'O HWCIIOJIHUTENS
(npencenarens opranuzamnuu [Ipodcoroza).

2.3.13. ExxerogHo Ha 3acelaHUU KOJUJIETHAJIBHOTO BBIOOPHOTO MPOGCOI03HOTO
opraHa paccMaTtpuBaeTca HHpopMalus 1o padbore ¢ JOKYMEHTaMHU, OCTYNHUBIIMMH Ha
paccmoTpenue B opranuzanuio [Ipodcorosa.

2.4. B opranm3auusx Ilpodcorsa ycranapauBaercs CJeIyHOIIUil MOPSA0K
padoThI ¢ UCXoAsiIell JOKYyMeHTalue:

2.4.1. OrtmnpaBnsieMble JOKYMEHTBI, TOJAINUCAHHBIC TpeceaaTesieM (3aMecTUTeNieM
npencenarens) opranuzaimu [Ipodcoroza, perucTpupyroTcs B JKypHajle pPErucTpaiiu
UCXOIAIIEN TOKYMEHTALIUH.

XKypnan peructpauuu UCXOIAIIEH JOKyMEHTAIMK, KaK MPaBUIIO, COIEPKUT rpadbl:
UCXOJIAIIMIA HOMED, /1aTa, HAMMEHOBAHUE ajjpecaTa, KpaTKoe COAepKaHue JOKYMEHTa U ero
HOMeEp, HOMEP Jiej1a 10 HOMEHKJIAType.

2.4.2. Peructpanus OTHNPABISEMbIX TOKYMEHTOB OCYILECTBIAETCS B JE€Hb UX
noJnucanus (yTBEPKICHHUS) WIK HA CIEAYIOMUA paboyuuil 1eHb.

2.4.3. Komus oTnpaBiseMoro JIOKyMEHTa 3aBepsieTCsi COOTBETCTBYIOIICH
OTMETKOM 00 MCIOJIHEHUH, MOAMUCHIO JIUIA, OTBETCTBEHHOTO 32 OTIPABKY UCXOSIIEH
JOKYMEHTAIIMM W XPaHUTCS BMECTE€ C IOCTYNHUBIIMM JOKYMEHTOM, Ha KOTOPBIN
JaBajcs OTBET.

2.5. PeructpalinoHHbii HOMEP TOKYMEHTA U JlaTa PErUCTPAllMU YKa3bIBAIOTCS Ha
NOJUTMHHUKE TOKYMEHTa B PEKBM3MTaxX OJaHKa M Ha KOMHH, OCTAarouieics B Jelie
opranu3zanuu [Ipodcorosa.

2.6. OtBetsl Ha oOpamenus wieHoB IIpodcorosa HMEIOT TOT K€
PETUCTPAIMOHHBIN HOMEDP, KOTOPBIN OBLT MPUCBOCH 3asBJICHUIO MPU TOCTYIUICHUH.

2.7. B opramm3anuax Ilpodcoroza, umMeronmx rmnpaBa TEeppUTOPUATLHON
opranu3anuu Ilpodcoroza, Kk AOKyMEHTaM, MepeaBaeMbIM [l PACCMOTPEHUS B
CTPYKTYpHBIE 3BEHBS WJIM B KOMHCCHU TPOQCOI3HOr0 KomuTeTa, mpodoOropo u
nporpymIbl, Kak MpaBUIIO, COCTABIISETCS CIIMCOK HA PACCBUIKY.

I11. U3roTroBienue, yuer, HCNIOJIb30BAHNE U XPAHEHHE NeYaTell, ITAMIIOB U
01aHKOB 10KYMeHTOB opranu3auuii IIpogcorosa

3.1. Opranumzammu [Ipodcoro3a B coorBerctBuM ¢ YcraBoMm Ilpodcoroza u
PEIICHUSIMU PYKOBOSAIIUX opraHoB [Ipodcoro3a, MpUMEHSIOT B CBOEH JESATEIHHOCTU
TeYaTy, IITAMIIBI U OJIaHKH C u300pakeHreM oQHIHUAILHON cuMBoMKn [Ipodcorosa.t

! [ocranosnenne LK Ipodcoroza ot 27.02.2008 1. Ne 4 «O0 yTBepKIESHNH CHMBOIHKU-3MOIEMBI U (QIara

[Ipodcoroza paborHrKOB HapomHOro 00pazoBaHus U Hayku PDy», [Tocranosmenne LIK IIpodcoroza ot 13.11.1998 r. Ne
19 «O6 obOpasmax OTTHCKOB IeYaTe TEPPUTOPHAIBHBIX M TMEpBUYHBIX opranm3anuii [Ipodcorosza», IlocraHoBieHne
[pesumuyma LK IIpodcoroza ot 21.04.2009 r. Ne 20 «O6 yrBepknernu ¢popm 6mankoB [Tpodceorozay, Pacnopsoxenne
[pencenatens [Ipodcoroza ot 27.04.2009 1. Ne 46 «O peammzammu moctanoBienus [Ipesumauyma LK Ilpodcoroza ot
21.04.2009 r. Ne 20 «O6 yrBepxknenun (opm 6mankoB Ilpodcorozany», Pacnopspkenne [pencenatens Ilpodcoroza or
30.11.2009 1. Ne 111 «OO06 yTBepKOEHHHM NMPUMEPHBIX (GOpM OIAHKOB ITOKYMEHTOB TEPPUTOPHAIBHBIX, MEPBUYHBIX
opranmzamuii [Ipodcorozay, Pacnopstxenne Ilpencenarens Ilpodcoroza or 12.04.2010 r. Ne 18 «O06 m3menennu ¢opm
6nankos [Ipodcorozar.
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3.2. Pemienne 0 HEOOXOOUMOCTH M3TOTOBJIEHUS IMe€YaTel M IITaMIOB
opranuzauuu IIpodcoro3a, UX KOIMYECTBE NMPUHUMAET MPECENaTeNb OpraHu3aluu
[Ipodcoro3a.

3.3. Ileuatpto opranuszanuu Ilpodcoro3a 3aBepsrOTCS MOANUCU TpecenaTens,
€ro 3aMECTHUTENs, a TAKXKE JIPYruX JIML, KOTOPbIM COOTBETCTBYIOIIMMH PEIICHUSIMHU
BBIOOpHOTO opraHa opranuzauuu lIpodcoro3a miam JOBEPEHHOCTHIO MPEIOCTABIICHbI
COOTBETCTBYIOLME TOJTHOMOYHS.

3.4. Orruck mneyatu opranuzanuu lIpodcoro3a noikeH 3axBaThiBaTh 4YacThb
HAaMMEHOBAHUS JOJKHOCTH U MOJITUCH.

3.5. OTBETCTBEHHOCTH 3a 3aKOHHOCTh MCIOJB30BAHMS U HAJEKHOCTh XpaHEHUS
neyatei W mramnoB opranuzauuu Ilpodcoro3a Bo3zmaraercs Ha mpencenaTens
opranuzaiuu [Ipodcorosa.

3.6. Tlopsimox XpaHeHus, ydeTa, HWCIIOJIb30BaHUS W TMepefaud meyarel u
mramnoB opranusauuid  IIpodcoro3a (mpu HMX HaIMYMU)  yCTaHABIMBAETCS
Wuctpykimsmu opranuzanuii [Ipodcorosa.

V. Odopmienue matepuaioB npo¢)cOrO3HBIX COOpaHNii, KOH(pepeHI U U
3acefaHUu PO CO3HOI0 KOMHUTETA

4.1. TIpoTokoa OTYETHO-BBIOOPHOTO Mpodcoro3HOro codpanus (KoH(MEpPEeHINN),
3ace/laHdsl KOHTPOJIbHO-PEBU3MOHHOW KOMHUCCHUU O(OPMIIIETCS B COOTBETCTBUHU C
HOPSIKOM, OMpEeeIsieMbIM BBIOOPHBIM MPOQCOIO3HBIM OPraHOM COOTBETCTBYIOIIEH
opranuzarnueit [Ipodcorosa.

4.2. OdopmiieHHEe TPOTOKOJIOB 3acelaHuili  MPOQCOI3HOTO  KOMUTETA
(npe3ununyma) opranuzanuu [Ipodcorosza ocymiecTBisieTcss o yCTaHOBJIEHHOU (popme
(mpuitoxkenue Ne 1).

4.3. TloctaHoBieHHs BBIOOPHOTO KOJUIETHAIBHOTO OpraHa OpraHU3alHiH
[Ipodcoroza odhopmisroTcss B BUAE OTAEIBHOTO TOKYMEHTA, KOTOPBIN MPHIIaraeTcsi K
MpOTOKONY (TpuioxxkeHue Ne 2).

4.4. TlpoekTbl TOCTAaHOBIEHWUW  BBHIOOPHBIX  KOJUIETHAIBHBIX  OPraHOB
opranmzaruii [Ipodcoro3a, mo KOTOpbIM B XOJ€ OOCYXICHHS Ha COOpaHUM WIIH
3aceaHud TMPOQPCOIO3HOTO KOMHTETa OBbUIM BBICKa3aHbl  3aMEUaHUs, BHECEHBI
JIOTIOTHEHUS WIIM U3MEHEHUS, 0pabaThIBaOTCs YieHAMU MPO(COI03HOTO KOMUTETA B
3-THEBHBIN CPOK UM B CPOK, YCTAHOBJICHHBIA PO COIO3HBIM KOMUTETOM.

4.5. TlocrtaHoBNEHUS BBIOOPHOTO KOJUIETHATBHOTO HCIIOJHHUTEIBHOTO OpraHa
opranm3anuu [Ipodcoro3a mo BompocaM HarpaKJACHUsS, YTBEPKACHHUS MPOrpaMm
CEMHUHApPOB M HMHBIM BOMPOCAM OMNEPATUBHOTO XapakTepa, MpUHUMAIOTCS 0e3 ux
OOCYXXIIeHHS Ha 3aceJaHusX, IyTeM BH3WPOBAHMS JOKYMEHTA WICHAMHU BBIOOPHOTO
KOJIJIETHAJIbHOTO UCIIOJIHUTEIBHOTO oprana opranusanuu [Ipogcorosa.

4.6. TlepeyeHb BOMPOCOB, IO KOTOPHIM MOTYT OBITh MPHUHSATHI TOCTAHOBIICHUS,
YCTAaHABIMBAETCS PENICHUEM BBIOOPHOTO KOJJIETHAIIFHOTO OpTraHa OpraHu3alluu
[Tpodcoro3a (KOMUTET WIIH TIPEZUTUYM ).

[TocTaHoBICHUSIM, MPUHITHIM MEXKTY 3acelaHusIMU BBIOOPHOTO
KOJUIETHAJIbHOTO  opraHa opranuzanuu lIpodcoroza (komMuTeT, MNOpe3uanyMm),
MIPUCBAMBACTCS OYEPEIHOW TMOPSAIKOBBIM HOMEp MpoTOKojda. B 3rom ciywae
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OTJEIbHBIM POTOKOJI HE OOPMIISIETCS, & MOJJIMHHUKY MOCTAHOBJIEHUI U MaTepHalIbl
K HAM BKJIFOYAKOTCS B OUEPEAHOU MIPOTOKOJL.

4.7. Hymepanus npoTokoyioB coOpanuii (koHepeHIuit), 3aceiannii BBIOOPHBIX
KOJUIETHAIbHBIX OpraHoB opranuzauuu IIpodcoro3a Bemercs B TeYeHHE CpOKa
MOJIHOMOYHUU 3TUX OPTaHOB.

4.8. Ilo oTAenbHBIM BOIPOCAaM, pacCMaTpUBA€MbIM Ha 3acEeIaHMSIX BBIOOPHBIX
KOJUIETHAIbHBIX OpraHoB opranuszanuu [Ipodcoroza, MoryT opopmMiIsITHCS BHITUCKH U3
nporokona (npunoxenue Ne 3).

4.9. EXerogHo MNpOTOKOJIbI 3acelaHuil BBIOOPHOTO KOJUIETHAIBHOIO OpraHa
opranuzanuu [Ipodcoroza dopMupyroTcs B OTIENIbHbBIE Jeia, IPU 3TOM MOPSIKOBBIC
HOMEpa MPOTOKOJIOB 3aceJaHuil BHIOOPHOTO KOJJIETHAJIbHOIO OpraHa OpraHu3aluu
[Ipodcoro3za mpucBauBaOTCS B TEYEHHE CpPOKa IOJHOMOYMHA COOTBETCTBYIOIIETO
npo(CcOI03HOr0 Opraxa.

[IpunoxeHuss Kk MPOTOKOJNAM 3aceJaHui BHIOOPHOIO KOJUIETHATBHOTO OpraHa
opranuzauuu IIpodcoroza o GrUHAHCOBO-XO3SHUCTBEHHON AEATENBHOCTH OpPraHU3aluu
[Ipodcoro3a (pa3nuyHbie aKThl, 3asBJICHHUS Ha MaTEPUATBHYIO TOMOIIL M JPYyrue
aHAJOTMYHBIE MaTepuajbl) B MPOTOKOJI HE BKJIKOYAIOTCA, a BMECTe C KOMHEH
MOCTAHOBJICHUSI XpaHATCS B jenax opraHuzauuu llpodcoro3a B COOTBETCTBUM C
HOMEHKJIATYpPOH JIEII.

V. Joxkymenranabhblii Gona opranusamuu [podcorosa.
Benenue HoMeHKIATYPBI U (pOPpMUPOBAHME JeJT

5.1. ®opmupoBaHue gOKyMeHTaibHOro (Qonma opranuzanuu I[Ipodcorosza
OCYIIECTBIISIETCSI TYTEM COCTAaBJICHUS HOMEHKJIATyphl Jiel, (OPMUPOBAHUS U
oopmieHus Ael, 00ecreueHus: UX COXPaHHOCTH, yueTa U Mepe/layul JIe]l B apXUB.

5.2. llena GpopMUPYIOTCSI B COOTBETCTBUU C HOMEHKJIATYpOM Jed, a TakkKe C
COOMIOJIECHNEM TMPUHIUIIOB CHUCTEMATU3AIMK JOKYMEHTOB U HX PpaCIpeeICHHUs
(TpyIIHUpOBKH) IO BUJAM JOKYMEHTOB Ha JieJla TOCTOSIHHOTO, BpeMEHHOTO (CBhIIIe 10
JIET) XpaHEeHHs], B TOM YHCIIE Ha Jiejia TI0 IUYHOMY COCTaBy, M Ha JieJia BpEMEHHOTO (710
10 et BKJIIOYUTENBHO) XPaHECHHUS.

5.3. Komurer (coBet) opranmzainuu IIpodcoroza exerogno mo 15 nexadps
COCTABIIICT MEPEUYCHB JEJI 0 YCTAHOBICHHOHN BBIIIECTOSAIIUM MPO(COI03HBIM OpraHOM
dbopMe U yTBEpKIAET HOMEHKIIATYPY A€, KOTOpasi BBOJAUTCS C | SHBaps CIETYIOIIETO
roja.

5.4. Tlpu cocTtaBieHUN HOMEHKJIATYpHI JeT HEOOXOIUMO PYKOBOJICTBOBATHCS
MPUMEPHBIM  TNEPEYHEM  JOKYMEHTAJIbHBIX  MaTepHalioB, OOpa3yloIIUXCA B
nestenbHOCTH  opranm3arnuii  [Ipodcoro3a, pPEKOMEHIOBAHHBIX  BBIMICCTOSIINMU
BBEIOOPHBIMH PO COIO3HBIMU OPTaHAMHU.

5.5. Kaxgoe neno, BKIOYEHHOE B HOMEHKIJIATypy opranuzanuu IIpodcorosa,
JOJDKHO HMETh HHJIEKC (HOMmep), cocTosmuid u3 1nudpoBoro o003HAYEHHS,
HAIpaBJIEHHUs JeATeILHOCTH U HOPSKOBOrO HOMepa jena.?

5.6. Tlo oxkonwanwmm TOja B HOMEHKJIaType aen opranmm3aiuu [Ipodcoroza

IMpumep: Ne 3-4 (3 - opranuzaunonnas padbora, 4 - IOPSAKOBBII HOMEp Jella B HOMEHKIIATYPE).
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JIeJIaeTCsl UTOrOBasi 3allUCh O KOJMYECTBE eI, 00pa30BaBLIMXCS B JIEATEILHOCTH 3a
MPOLIEAIIUN TOA.

B onHoM nene popMupyroTCsl JOKYMEHTHI OTHOTO CpoKa XpaHeHus. J[JoKyMeHTbI
MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUsI (POPMUPYIOTCS pa3IeNabHO.

B niensix nmpaBUIBHOTO M KA4E€CTBEHHOTO 0TOOpa JOKYMEHTOB ISl JadbHEHIIIEro
XpaHCHUsT WIM YHUYTOXKEeHMsI opranuzamnus I[Ipodcoro3a NPOBOAUT IKCIEPTUZY
[IEHHOCTU JJOKYMEHTOB.

5.7. Akt Ha JOKyMeHTHl opraHuzanuu IIpodcoro3za, mnoanexamue
VHUUTOXKEHUIO, YTBEpXKIAeTcs mpeaceaareneM opranuzauuu Ilpodcoroza mnocne
COrJJacOBaHMS €ro C IHpelacenare’leM  KOHTPOJIbHO-PEBU3MOHHOW  KOMHUCCUU
opranuzaiuu [Ipodcorosa.

5.8. Ilpu nepeusOpanum npezacenarens opranuzanuu [Ipodcorosa cocrapnsercs
aKkT mpuema-nepenadyu Jien u3opaHHoMy mpejacenarento opranuzauuu Ilpodcoroza B
TPEX HK3EMIUISApPAx, OJWH U3 KOTOPHIX BMECTE€ C aKTOM KOHTPOJBHO-PEBU3MOHHOU
KoMmuccuu opranuzarnuu I[Ipodcoroza HampaBisieTcs B BBIIECTOSIIUN TPO(COIO3HBIM
opras.

V1. OcoGenHocTH padoThI € IJIEKTPOHHBIMH IOKYMEHTAMHM B
opranmsanusx [Ipogcoroza

6.1. Pabora ¢ 2JEKTPOHHBIMM JOKYMEHTamMH B opraHuzauuu lIpodcorosa
OCYIIECTBIISIETCS] B COOTBETCTBUU ¢ Y cTaBoM lIpodcorosa, HacTosmumu [lpaBuiamu u
MHCTpyKIMen opranuzaimu [Ipodcoroza.

6.2. DIEKTPOHHBIN JHOKYMEHT JOJIKEH OBbITh OGOpMIIEH MO OOIIUM MpaBUIIAM
JEJONPOU3BOICTBA W HMETh PEKBHU3UTHI, YCTAHOBJIEHHBIE ISl aHAJIOTUYHOTO
JOKYMEHTa Ha OyMa>KHOM HOCHUTEJE, 3a UCKIIOYEHUEM OTTHCKA TIEYaTH.

6.3. IlpueM u oTmpaBKa 3JEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIIOTCS JIMIIOM,
OTBETCTBEHHBIM 3a OOCTY>KMBAaHHE DOJEKTPOHHOI'O KaHala CBSI3W OpraHU3AIHH
[Ipodcoro3za (OTBETCTBEHHBIH 3a aJIMHUHUCTPUPOBAHUE CHUCTEMBI JIIEKTPOHHOTO
MTOYTOBOTO OOMEHA).

6.4. DNEeKTpOHHBIE JOKYMEHTHI CO34al0TCs, 00pabaThIBaIOTCSA B CHUCTEME
AIIEKTPOHHOTO JOKYMEHTO0O0poTa opranuzanuu [Ipodcoro3a.

6.5. EnuHuneil ywera 5JIEKTPOHHOIO JOKYMEHTA SIBISETCA DIJIEKTPOHHBIM
JOKYMEHT, 3aperUCTPUPOBAHHBIA B CHCTEME DJIJIEKTPOHHOTO JOKYMEHTOO0OpOTa
opranm3anuu IIpodcoroza. DNEeKTpPOHHBIN TOKYMEHT, HWMEIOMHWA TPHIOKECHHUS,
PErUCTPUPYETCS KaK OJIUH IOKYMEHT.

6.6. DJEKTpOHHBIE JOKYMEHTHl (KONMU SJIEKTPOHHBIX JOKYMEHTOB Ha
OyMaxHoM HocuTelne) GOpPMHUPYIOTCS B Jiela B COOTBETCTBUU C HOMEHKIIATYpPOU Jen 1
WHJEKCUPYIOTCA B TOPSAKE, YCTAHOBJICHHOM B OTHOILEHHM JI€]l, COCTABICHHBIX W3
JIOKyMEHTOB Ha OyMa>KHOM HOCHUTEJIE.

6.7. Cpoku XpaHEHHUsI DIIEKTPOHHBIX JOKYMEHTOB (KOMHH 3JIEKTPOHHBIX
JIOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE) COOTBETCTBYIOT CPOKaM XpaHEHUs IOKYMEHTOB,
YCTAHOBJICHHBIX 3aKOHOAATEIbHBIMU U WHBIMU HOPMATHBHBIMU MPABOBHIMU AKTAMHU
Poccuiickoit denepanyu 115 aHATOTHYHBIX JOKYMEHTOB Ha OyMaKHOM HOCHTEE.

6.8. MecTto XpaHEHHsS DJJIEKTPOHHBIX JIOKYMEHTOB (KOMUM 3IEKTPOHHBIX
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JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJNE) 10 UX Mepelayd B apXUB, BUJ HOCUTENEH, Ha
KOTOPBIX OHHM XPaHATCA, a TaKKe (POpMaThl UX MOCTOSHHOTO U JJIUTEIBHOTO CPOKOB
XpaHeHus omnpeaenstorcs opranusanueil [Ipodcorosa ¢ yuétom GyHKIMOHUPYIOMIMX B
opranuzauuu IIpodcoroza mporpaMMHO-TEXHHMYECKHX CPEACTB M HOPMATHUBHBIX U
METOIMYECKUX JJOKYMEHTOB.

6.9. DkcrepTusa EHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB (KOIMHM 3JEKTPOHHBIX
JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE) OCYUIECTBISETCS B OOIIEeM MOpPSAKE,
YCTAaHOBJIEHHOM B OTHOUIEHMM JOKYMEHTOB Ha OyMaxkxHom Hocurene. Ilocne
HCTEYECHHS CPOKA, YCTAHOBIEHHOTO ISl XPAHEHUS 3JIEKTPOHHBIX JTOKYMEHTOB (KOTIUM
AJIEKTPOHHBIX JOKYMEHTOB Ha OyMaXHOM HOCHUTEJE), Ha OCHOBaHMHM aKTa o
BBIIEICHUM MX K YHUYTOXEHUIO, YTBEPKIAEMOTO IMpejceaaTesieM OpraHu3aluu
[Ipodcorosza, ykazaHHbIe SJEKTPOHHBIE TOKYMEHTHI (KOMHH 3JIEKTPOHHBIX TOKYMEHTOB
Ha OyMa)KHOM HOCHUTEJIE) MOJIeKAT YHUUTOXKEHUIO.

VlIl. 3akaoduTreibHbIE M0JI0KEHUS

7.1. lenonpousBoacTBO B opranuzanusix [Ipodcorosa Benercs caMocTOATENbHO
OT JEJIONPOU3BOJICTBA 00pPA30BATENILHOIO YUYpeXJeHUs (OpraHu3allii) WIM Oprasa,
OCYIIECTBIISIIOIIETO yrpaBieHue B cdepe o00pa3oBaHMs, U BKIHOYAaeT B ceds
PETHCTpaIMIO BXOJAIIEH W MCXOMASIIEH JOKYMEHTAIMH, KOHTPOJb 32 MCHOJHEHUEM
JOKYMEHTOB, BEJIEHHE MPOTOKOJIOB MPOQCOIO3HBIX coOpanuii (KoH(pepeHuii),
3acelaHuii BBIOOPHBIX KOJUJIETHMAJIBHBIX MPOQCOIO3HBIX OpraHoB, (OpMHUpPOBAHUE
JOKYMEHTOB B Jejla, OO0ecleyeHHe MX COXPAaHHOCTH WM YHUYTOXKEHHE B
COOTBETCTBHHM C YCTAHOBJIEHHBIM HOPSIKOM.

7.2. BeneHnue 1e101pon3BOACTBAa IOPYUYAETCsl OHOMY U3 paOOTHUKOB ammapara
opranuzauuu Ilpodcoro3a nian 0HOMY U3 WIEHOB BHIOOPHOI'O MPOQCOIO3HOT0 OpraHa
opranuzauuu [Ipogcoroza.

7.3. OTBETCTBEHHOCTh 3a OpraHW3allMI0O W  TPAaBWIbHOE  BEJCHHUC
JeNIONPOU3BOACTBA B COOTBETCTBHMM ¢ YcTtaBoM Ilpodcoroza Bosnaraercss Ha
npezacenatens opranusaiuu [Ipogceorosa.

IIpodcoro3 padbOTHNKOB HAPOJAHOT0 00PA30BAHMS M HAYKH
Poccuiickoit ®eaepauuu

(maumeHoBaHUE PO (GCOIO3HON OpraHU3aIH)
IMPOTOKOJI
3aceiaHus NPoQCOI03HOro KoMuTeTa (Mpe3nanyma)’

Jarta Mecto No

% Mo jamHOM cXeMe OCYIIECTBIAETCS 3alich MO BCEM BOMPOCAM MOBECTKH JIHS («CITyIAmi»,
«BBICTYITIIN, «TIOCTAHOBUIII).

B mpoTtokonax mpodcoro3HbIX coOpaHHMM, KOH(pEpeHIMd U 3acefaHuil KOJUIETMaJIbHOTO
po(COI03HOTO OpraHa B MOCIEI0BATEIbHOCTH, YCTAHOBJIEHHOM MOBECTKOM JIHS, IO KAKJOMY BOIIPOCY
BKJIIOUAIOTCS WM TMPUIJIAraloTCs K MPOTOKOJYy TEKCTHI IOKJIAZ0B, CIIPABOK, BBICTYIUIEHUI U MPUHSATHIE
nocraHoByiieHus.  JIOKyMeHTBI K mpoTokonaM  (opMHpYIOTCS B TOCIEI0BATEILHOCTH,
COOTBETCTBYIOILLEH PUHSITHIM [TOCTaHOBJICHUSM.
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[IpencenarenscTBY MU (. u.0.)

IIpucyrcrBoBanu:
Uinensl npod)cor03HOTO KOMUTETA (TIPE3UIUyMa) (P.u.0.)
[TpurnamieHusie: (¢.u.o0., oonxcnocmy)

(ecnu bonee 10, ykazamv: cnucox npunacaemcsi)

IHoBecTka qHA:

1. (naumenosanue sonpoca, be3 ykazanus 0OKIAOYUKA)

1. CAYIIAJMU: (¢.u.0., Oorxcnocmv u naumenosanue eonpoca). TekcT
J0KIaa, MHPOPMAIIMH, COOOIICHHS BKJIIFOYACTCSI B MPOTOKOJ MJIM YKa3bIBACTCS, UTO
mpwiaraeTcs Ha _ JIUCTaX

BbBICTYIINJIU:

(b.1.0., IOIDKHOCTD) (Kpamkoe codepiicanue GblCmynieHusl, npeonoiceHut)

INOCTAHOBWUJIN: (TEKCT MOCTAHOBJICHUS BKJIIOYAETCS B MPOTOKOJ WU
YKa3bIBAE€TCS, YTO Ha JIUCTaX Ipuaraercs ).

[Ipencenarens
opranuzaiuu [Ipodcorosza

IIpodcoro3 padlOTHMKOB HAPOIHOT0 00PA30BAHMS M HAYKH
Poccuiickonn Mexepamun

(HanmeHoBaHUE PO COIO3HON OpraHu3aIuy 1 MPOGCOI3HOTO OpraHa)

IMMOCTAHOBJEHMUES®
Jlara Mecto No

3aroJioBoK
TexcT mocTaHOBIECHUS

[Ipencenarens
opranuzanuu [Ipodcoroza

* Ecnu poxnan, uH(OpMaius, cooblieHne He TpeOyeT JONOIHEHHH M pa3bACHEHMH MM
paccMaTpuBaeTcst 0e3 00CyXIeHUs, pa3zes MpoTokoa «BeicTymmmy He odopmisiercs.

® [locne TONOCOBAHMS TIOCTAHOBJIEHHE MPUHATO (IIPH PA3HOITACHSX B TOJOCOBAHHH
YKa3bIBACTCsI KOJMYECTBO JIUII, TOJIOCOBABIIUX «33%», KIIPOTUBY, KBO3JIECPIKABIINAECS ).

® Tlocranosnenne mnpodcoro3HOro cobpanus (koH(pepeHIHH), BHIGOPHOTO MPOPCOIOZHOrO
opraHa ToJANUCKIBaETCs MpejcenaTeneM opranusaiuu [Ipodcorosa.

[lo Bompocam, TPHHATBIM COBMECTHO C COIMAJBbHBIMH IapTHEPaMU OQOPMIISIOTCS
«PEIIEHUS».

Iloamucu connranbHBIX HapTHéPOB pacmnojararoTcd Ha OJHOM YPOBHEC.
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IIpo¢coro3 padlOTHUKOB HAPOAHOI0 00PA30BAHUSA M HAYKH
Poccuiickoit ®enepauuu

(HamMeHoBaHMEe MPO(COO3HONM OpraHU3aAIMK WK TIPO(COI3HOTO OpraHa)

BBIIINCKA U3 ITPOTOKOJIA
coOpanus (3acelanusi) KoMuTeTa (Mpe3uauyma)’
Jata Mecto Ne
CIAYHIAJIN: (haumenosanue eonpoca)
BBICTYIUWJIU: (mexcm svicmynienuti 0aemcs npu HeobXooumocmu).
MOCTAHOBWJIU: (npusooumcs mexcm nocmanosieHus N0 KOHKPEMHOMY 60

sonpocy).

[Ipencenarens
opranuzanuu I[Ipodcoroza

"O¢opMIeHHBIE MPOTOKOJBI COCTABISIOTCS B HEOOXOIMMOM KOJIMYECTBE SK3eMILIAPOB. IlepBhiii
AK3EMIUTSIP TPOTOKOJIa U MaTepUajioB K HeMy O(GOPMIISIETCS B JIENI0O U XPAHUTCS B YCTAHOBJICHHOM
nopsiike. BTopoil 3K3eMIUIIp MOYET HCIOJIB30BAThCS ISl TEKyHIeH paOOThl WICHOB TOCTOSIHHBIX
KOMHCCHH, TTPO(COIO3HOTO aKTHBa W HAIPABIIAECTCS B BBIMICCTOSIIAN TMPOQCOIO3HBIA opraH (Tpu
HEO0OXOTUMOCTH).
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Ipunoxenue Ne2

ITpodcoroa paboTHHKOB HAPOOHONO 06Pa3OBAHMS U HAYKH
Poccuiickoit @eacpanyu

HEHTPAJBHHNW KOMMUTET
NPE3UIHUYM

ITOCTAHOBJIEHHUE

wofm LLLA 1994r. r.Mocksa N: L7

0 BBEelEHHH eOHHOH (OopMbl y4eTHOH
KapTOyYkH yneHa Illpopcow3a

B cBazu c BBeneHueM B [lpodcon3e enuHOro NpodCcon3HOr0 6MeTa HOBO-
ro obpasua u B LeJsX YNOpsSLOYEHUS y4YeTa 4YJIeHOB [Ipogconza Mpe3umuym LK
Npogcokaa MOCTAHOBASET: |

1. YTBEpIUTH HOBYO GOpPMY Y4eTHOM KapTouku 4nena [lpodconsa (npuna-
raercs).

2. [lpeino¥uTb BHOOPHHM OpPraHaM TepPUTOPUAabHBIX oprasu3auunt [pog-

-3a OCYWeCTBUTbL NOCTENEHHHN Nepexol Ha HOBYD dOopMy YYETHOM KapTOYKU
yjeHa [lpogconaa.

//ﬂpEHCBHaTeHb [Ipodcow3a 6%5%27%%2/’ B. M. fixoBneB



YTBEpKIAEHO
MTOCTAHOBJICHUEM
[Ipesunuyma 1K TIpodcoroza
21 mas 1999r. Ne 23

YUYETHASA KAPTOYKA YJIEHA MNPO®COIO3A

Oamunus
Nwms OtuecTBO
INon poxxnenus INon Bctymiienus B [Ipodcoro3

3aHnMaeMasi JOJKHOCTh
VYyactue B npodcoro3Hoi padboTte
[Ipodcoro3nbie Harpaabl

JlaTa mocTaHOBKHM Ha TPOQPCOIO3HBIN yUueT
dopma ymiaaThl YIEHCKOTO MPO(COI03HOT0 B3HOCA
Ceepnenus 00 ymiate B3HOCOB (I10 TOJIaM)

Jlomamauit ajpec :

Unen I1podcoroza

[Ipencenarens npodcor03HOM OpraHu3aluu

Ipumeuanue:

1. Vuer unenoB IIpodcoro3a mo ydeTHBIM KapTOYKaM BEIETCS B OCHOBHOM B
KPYIHBIX TEPBUYHBIX MPOQCOIO3HBIX OPTaHU3alMAX, HacuuThIBaronux Oojee 100
YEJIOBEK.

VYyernass kaprouka wieHa [Ipodcoroza, cHsaBmierocss ¢ mpocor3HOro yyera,
ocTaercs B TEPBUYHOM MPOPCOIO3HOM OpraHu3alMd W YHUYTOXKAETCA B
YCTaHOBJIEHHOM TOPSJIKE MO UcTeueHuu | roza.

2. B mepBu4HBIX MPO(COIO3HBIX OpTraHM3aIMAX, HacuuThiBarommXx Menee 100
yiieHoB [Ipodcoroza, yuer uneHoB IIpodcoro3a BeneTcss Wian Mo y4ETHBIM KapTOYKaM
Wi B XypHanbHOU (opme. HeoOxomumerit o6bem cBeaeHuit o uneHe I[Ipodcorosa,
3aHOCHUMBIX B JKYpHaJI, MTOMHUMO JIaHHBIX, COJEPKAIUXCs B (hOpME YUETHON KapTOUKH,
omnpeensieTcss podCO03HBIM KOMUTETOM.
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Ipunoxenue Ne3

YTBEepKAECHO
MOCTaHOBJICHUEM
[Ipesuaunyma K TTpodcoroza
oT 5 ampens 1996 roga Ne7

nPORCOKO3
PABOTHUKOB HAPOJHOIO

OBPA3OBAHMA M HAYKH
POCCHICKOM ®EJEPALIMH

(reppirropesaaniae opeaossans Mpodcona)

Davunna

Hya
Orvecrso
Jlara pomacnus

Toa ncrymaeanz a Ilpodeoros

e one ey o

WI03 wieain Dwicia

Ipeaccaurean
Mn npodioprann

N,

OTMETKA OB YIIAATE
YAEHCKHX B3HOCOB

il




Ipunoxenune Ned

[Tpodcoros paboTHukoB HapoaHOTO 0Opa30BAHUS U HAYKU
Poccuiickoii ®eaepaunu

HEHTPAJIbBHBIHA KOMUTET
[MPE3UIIUYM

[MOCTAHOBJIEHHE

B9 porTone 1994°r. r.MockBa Ne 457

/

06 obpa3zuax OTTHCKOB
nevared TEppUTOPHAIBHBIX H
MEepBUYHBIX OopraHu3aiuiu
[Ipodeoroza

C uenbio mnpuBeneHHs OTTUCKOB neuarell opranusaumii [Ipodeoroza B
coorBercTBHE ¢ nonoxeHusMH c¢T.48 I'K PD u VYcerasa Ilpodceoroza npesunanym
LIK I'lpodcoroza [IOCTAHOBJISIET:

l. Yreepaute mnpunaraempie oOpasubl ne4areidl TeppUTOPHAIBHLIX H

nepBuYHBIX opranu3auui [Ipodceorosa.

2. TeppuTopHalbHbIM KOMHTETaM rpodcoio3a mnpuBecTH (Mo Mepe

HEOOXOAMMOCTH) MevaTH MPO(COK3HBIX OpPraHu3auMii B COOTBETCTBHE C

YTBepIKAeHHBIMH 00pa3Lamu.

/ lipencenatens Npodcowsa W B. M. flkoBneB
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1.

oopmienus nevareit opranuzanuii [lpodcoroza pabOTHUKOB HAPOIHOTO

OBPA3IIbI

oOpasoBanus u Hayku Poccutickoit dexneparuu

HEPBUYHBIE ITPO®COIO3HBIE OPT'TAHU3ALIUN

. OLBIZHENTAR
NPOOHCOITAN
OPrAAmnt
KAIAICKOrO
FOCYAAPCIRENNOrO
TENHIIECKOTO
R MIIEPCHTETA

\
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- | PN CCIGILANLIIOTO,
\tf)- OFUAZORAVINIATAO Y2

HPODOOIORIAN

CUEATIERALLLN
1Y A 6n
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TFOCYJHAPCTBENIIONO =
TEXHHYECKOIO 19
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NPOMCOIOIANS
OPFARIZALL
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CNTY Ne 99
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OIrCAINEANIN
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CAANONRPIOIO
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2. TEPPUTOPUAJIBHBIE OPITAHU3ALIUU ITPODPCOIO3A

GAIKRIPCIAZ
PECOYGLAURAIICIAZ
OPTAHLIAALLLEA

0@,}6"&‘1{: a'b?\

AMANO-HEHELIKAL
_OKPVIREIAN
OPCAHIIBALUTA
TIOMENICKOTT
OLRACTI

AITATICKAS MY PALAHCKASL 3
KPAEBAL OLAACTIIAS ¥
OPTAHIZALILL

OPTAIIIZALLI

& .
Pa, PLIBIICKAS 2 FTIELIAS
HPORO-UENELKA
8 TOPOACKAH X PALOHIIAS
OPTAHI3ALILL aana
= LIS QPTAI
. APOCAANCKONL ]{“POBCKon |
i’,,\ OGNACTII OLJACTIL .
<
0 _
(e -
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Ipunoxenue NeS

CHUMBOJIUKA ITPOPCOIO3A
YTBepxKIEHO
[Toctanosnenuem LK IIpodcoroza
ot 27 espana 2008 r. Ne 4,
3apEeTUCTPUPOBAHO

pacnopsikenueM Pocperucrpanuu
ot 03.04.2008 roga Ne 318

N30BPAKEHUE
amOJiembl u ¢uiara Ilpodcoro3a paboTHUKOB HAPOTHOT O
o0pa3oBaHus U HayKu P®

1. U3OBPA’KEHUE OSMBJIEMbI
[Ipodcoroza pabOTHUKOB HapoOIHOTO 00pa3oBaHus U HAykKu PO

MHOTOIBETHBI BAPHUAHT OJIHOLIBETHBIN BapUaHT

2.M30BPA’KEHUE ®JIAT A
[Tpodcoro3a pabOTHUKOB HAPOIHOTO 00pa30BaHMS U HAyKH PD
(O6mmepoccuiickoro IIpodcoroza oOpazoBaHms)

OBWEPOCCHUACKMHA NPOPSCOIO3 OGPA3S0OBAHMA

8
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Ipunoxenue Ne6

JIOTOBOP
MEXITY KPACHOSAPCKOM KPAEBOH OPTAHU3AIIUEM
IMPO®COIO3A U I'OCYJAPCTBEHHBIM APXUBOM
KPACHOSIPCKOT O KPASI

JIOTTOBOP Ne ‘_;_
r. Kpacnospck ! 5;_7 "t 2pp777 4 2012 roaa

Kpacnosipckass TeppuTopuanbHasi (kpaeBas) opraHuzauus Ilpodcorosa paboTHHKOB
Hapo/Horo obpaszoBanus u Hayku Poccuiickoit ®eaepalnu, HMEHYyeMOE B JaTbHeiIIEM
"Opranmzaims’’. B auue npeaceaarenst KocapeiaueBoid Jlioamuiiel BacuabeBHbL ¢ 0IHOI
CTOPOHBIL, 1

KpaeBoe TOCYJapcTBEHHOE KaseHHoe yupeskaeHue "locyaapCTBEHHBINH — apXxuB
Kpacnosipckoro kpas" (nanee - KI'KY "I'AKK") B nuue aupexkropa Biacosoii Mapuns
AHIpeeBHBL.  JeHcTBylolieid  Ha  OCHOBaHMM  YCTaBa.  3aperMCTPUPOBAHHOIO
MeskpaitonHo# nHcnekimeit @enepaibHoii HamoroBoii cayx0sr Ne23 ot 19.05.2011r.. ¢
ApYroil CTOPOHBI 3aKTFOUHIN HACTOSALIU JIOTOBOp O HIKECIE Ay IOLIEeM:

1. Ilpenmet JloroBopa

Hacrosiuii JloroBop peryiupyer otHomenus mexay Opranusaumeit n KI'KY
"TAKK" mno ofecreyeHHIO COXPaHHOCTH, YYeTy., XPaHEHWIO, KOMILIEKTOBAaHHIO H
HCTOIB30BAaHUIO JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit ®eaepauuun. a Takke
JOKYMEHTOB TI0 JMYHOMY COCTaBy, OOpa30BaBLIMXCSI B MPOIECCE AEATEIbHOCTH
Opranuzammn.

2. ObsizaTeascTBa CTOPOH

2.1. Opranuzanus:

2.1.1. OOecnieyuBaeT COXPAHHOCTh, YYeT JOKYMEHTOB ApXuBHOro (oHaa
Poccutickoit @enepaimy, a TakKe JOKYMEHTOB I10 IHMYHOMY COCTaBy. 0Opa30BaBIINXCS B
npouecce aestenbHocTH OpraHusanuu B Teyenue 10 j1eT 10 nepeaayd UX Ha XpaHEeHHE B
KI'KY "I'AKK" B yCTaHOBJICHHOM 3aKOHOJATEICTBOM TMOPSIKE.

2.1.2. OcywecTBIseT CO3JaHHUE CIPABOYHO-IIOUCKOBBIX CPEIACTB (HAY4HO-
CIpaBOYHOIO amnmapara) K J0KyMeHTaM ApxuBHOro ¢onaa Poccuiickoii ®eaepauuu. a
TakKe K JOKYMEHTaM 110 TMUHOMY COCTaBy.

2.1.3.  OcyluecTBisieT HCMOJB30BaHHE JJIOKYMEHTOB ApXHBHOIo (oHIa
Poccuiickoit @enepauuy, a Takke JOKYMEHTOB I10 JUYHOMY COCTaBY B COOTBETCTBHMH C
(benepaTbHBIMM 3aKOHAMM, MHBIMM HOPMaTHBHBIMH TPaBOBbIMU akTaMu Poccuiickoii
Derepanuu.

2.1.4. OcymecTtBiger o0TOOp, MOATOTOBKY, YMOPAAOYEHHE W  Mepelaudy
JOKYMeHTOB ApxuBHOro ¢onza Poccuiickoit ®egepauyy, a TakKe IOKYMEHTOB I10
JAHYHOMY COCTaBY B YCTAHOBIEHHOM 3aKOHO/IaTE1bCTBOM Hopsake Ha XpaHenue B KI'KY
"TAKK".

JlokymeHTsl ApxuBHOro ¢onua Poccuiickoit ®@eanepauuu nepenarorces B KIKY
"'AKK" mo omucsiv Ha OyMa)kKHOM M DJIEKTPOHHOM HOCHUTENIAX M B CHELHaTbHBIX
apXMUBHBIX KOpPOOKaXx.

[Tepenaua yka3zaHHBIX JOKYMEHTOB OPOPMISISTCS aKTOM MpUeMa-liepe1aun.

2.1.5. I'oroeut n npeacrasisger B KI'KY "TTAKK":

OIHCH JIe]1 TOCTOSTHHOTO XPAHEHHUS;

OTIUCH e MO JUYHOMY COCTaBy:

aKkThl 00 yTpare JOKYMEHTOB [IOCTOSHHOTO XPaHEHHUS U I10 INYHOMY COCTaBy:



aKTBl 0 HeOOHAPYIKEHHH €1, MYTU PO3bICKA KOTOPHIX UCYEPIIaHBbI;

aKTBI O HEUCMPABHMAIX MOBPEIKACHHAX JOKYMEHTOB;

HOMEHKJIaTyphl e/, 00pa3yronmxcs B €€ AesSTeTbHOCTH.

2.1.6.Pa3pabateiBaeT 1 npezcrasiser Ha cornacoBanne KI'KY «"AKK» npoekts
HHCTPYKUHH [0 AEJOTIPOH3BOACTRY, HOMOKEHHIT H YKCIIepTHOH KoMuccHI Oprasu3alii.

2.1.7.Exeromno mnpexacraBaser B KIKY «I'’AKK» cBeaeHus 00 o00beme
noxkyMeHTOB ApxuBHOro (onma Poccuiickoit ®emeparmu ¥ 10 JUYHOMY COCTaBy,
xpapsumxes B Oprasuzanuy (1acnopT apXuBa OpraHM3alUMu- TNPUIOKeHHe 4 K
PernameHnTy rocyzapcTBEHHOro ydera IOKYMEHTOB ApXuBHOro d¢ouma Poccuiickoii
®enepanun, yrepskaeHHoro [Ipukazom Pocapxusa ot 11.03.1997r. Ne 11).

2.1.8.CpoespemenHo unpopmupyer KI'KY «['AKK» 06 w3meHenum ampeca.
NepeHMEHOBaHNH, PeOpraHu3aliy, JukBHAauun OpraHu3anuy, a takke 00 W3MEHEHHH
MECTd XpaHeHUST TOKYMEHTOB.

2.1.9.B ciayyae NUMKBMAIMM BKIFOYAET B COCTAB JTMKBHUAALMOHHON KOMMCCHHU
npeacrasurens KI'KY «TAKK».

2.2. KTKY «'AKK>» :

2.2.1JlpunpmaeT Ha XpaHeHMe JOKYMeHTHl ApxuBHOro ¢(onza Poccuiickoi
@enepauny, a TakKe B YCTAHOBIECHHOM 3aKOHOJATENbCTBOM CIIy4adX JIOKYMEHTHI IO
JMYHOMY COCTaBY B YCTAHOBJIEHHOM IOPSJIKE.

2.2.2.0xa3pIBaéT CONCUCTBHE B YCTAHOBJICHHOM TOPSAKE B MPOBEIACHHH
IKCIIEPTU3BI LEHHOCTH JI0KYMEHTOB.

2.2.3.PxaspiBaer ApxuBHOW ciayxOe OpraHusallum KOHCYJBTALHOHHYK U
METOAHYECKYHO OMOIIE B 001aCTH apXUBHOTO A€a.

2.2.4.VyacTByeT B mpoBepkaXx COOMIOJEHHS MpPaBHI OPraHW3alMH XpaHEHHs,
KOMILTICKTOBaHHA, Y4€Ta W HCHONAB30BaHUA JoKymeHToB Opramusauun. B ciayuae
BBISABJICHHS TPYOBIX, JUIMTENBHO JOMyCKAaeMBIX HApyIUCHWi, MpU HaAW4YWH OCHOBAHWH,
MpeaCTaBAseT apXWBHOMY areHTcTBY KpacHOAPCKOro Kpas MaTepHalibl MPOBEPOK U
pelIeH A BOIPOca 0 COCTOSHHH HPOTOKONa 00 aIMMHHCTPATHBHOM NPaBOHAPYIICHHH.

2.2.5MectoM XpaHeHHs JOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit
®enepannu, IPHHATHIX OT OpraHu3auH, ssasercs Mectonaxoxaenue KIKY «I'AKK». B
ciayuae mamenenus Mecta xpanenns KI'KY «'AKK» ofs3yercs coobmuts 00 3TOM
Oprauusamyn.

3.0TBETCTBEHHOCTH CTOPOH
3.1.Croponst BmpaBe TpeQoBaTh ApPYr OT JApyra Halekallero HCHOJHEHUS
TIPHHATHIX Ha cebs mo HacTosuemy JloroBopy 00s3aTenbCTB.
3.2.3a HapyumeHHe MPUHATHIX Ha ceb 1o HacrosweMy JloroBopy o0A3aTenbCTB,
CTOpOHBI HECYT OTBETCTBEHHOCTH B COOTBETCTBHH C AEHCTBYIOHMM 3aKOHOAATEIbCTROM.

4.Cpox aeiictsus [lorosopa

4.1 Hacrosmmuit 10roBop BCTyIAeT B CHIy CO THS MOJAMMCAHUS CTOPOHAMH M I€Hic
TByeT 1o 31 nexabps 2012 roxa.
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4.2. Hacrostuuii /[oroBop cumraercs NMPOMIEHHBIM HA TeX e YCI0BHAX 1o 31
Aexalps KakI0ro roja BKITIOUHTENBHO B Ciydae, ecnu HU ofHa u3 CTOpPOH He mo3aHee,
yeM 3a 30 aHeit 10 HcTeyeHnA cpoka geiictBuA Jorosopa He 3asBUT 00 OTKase MPOLTHTH
Jlorosop.

5. Vi3meHenue u pactop:kenue Jlorosopa

5.1 Usmenenue ycaoBuii HacTosero JIororopa BO3MOIKHO [0 COrAIIEHHEO
CTOpOH, cOoCTaBI€HHOMY B MMCBMEHHOM (opme U noanucanHoMy CTOpOHAMH HACTOSIIETO
Jlorosopa.

5.2. Pa3Hornacus, cBS3aHHBIE C HCIIOJHEHHME HACTOAIEro J[oroBopa, €ciiv OHU HeE
yperyiaupoBanbl CTOpPOHAMH MyTEM MEPEroBOPOB, pa3pellaloTcs B CyaeOHOM MOpsiike B
COOTBETCTBUH C ACHCTBYIOLIMM 3aKOHOAATENBCTBOM Poccuiickoi denepaiuy.

5.3. B ocranbHOM, YTO HE NpPeIyCMOTPEHO HACTOSIINM J[OrOBOPOM, MOIEKHT
IPUMEHEHHIO JeHCTBYIOLIEE 3aKOHOAaTenbCTBO Poceuiickoit Deneparmn.

5.4. Hacrosuuii 10roBOp COCTaB/IeH B ABYX 3K3eMIUIAPAX, 110 OJAHOMY /s KaKIOH
CTOPOHBI.

3.5. Bce u3MeHeHMs M JIOTO/IHEHUS K HAacToseMy J{oroBopy AeHCTBUTE/IBHBI THILb
B TOM Ciydae, €CIM OHM COBEpIIEHBI B NHCHMEHHOH (opMe H TMOAMUCAHEI
YIOJTHOMOYESHHBIMH TpeacTaBuTeNsIMi CTOPOH.

5.6. JloroBop MOKeT ObITh PACTOPTHYT:

-110 B3aUMHOMY cornamieHnio CTOpOH;

-B cay4ae uckimrodeHus OpraHW3alliy W3 CIHCKA MCTOYHMKOB KomruiekroBanus KIKY
«"AKK» ;

-B MHBIX Cily4asX, IPEeyCMOTPEHHBIX 3aKOHOAaTeIscTBOM Poccuiickoit @enepanum.

Anpeca u pexBu3uThl CTOpOH:

Oprauunsanus: KI'KV «I"’AKK»:

KpacHosipckas TeppuTopuaibHas KpaeBoii rocy japcTBeHHOE Ka3eHHOE
(kpaeBas) opranusauus [Ipodcorosa yupesxieHue «I ocyaapcTBEHHBIN apXuB
pabOTHHKOB HapOAHOr0 0Opa3oBaHMs KpacHosipckoro Kpasi»

1 Hayku Poccuiickoil enepanuu 660021,r.Kpacnospck ya.Pobecnsepa.4

660049, r.KpacHospck,
yi1.K.Mapkca, 93
[Tpeacenatens-
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