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JlanHoe mocoOue pacKphIBaeT OTHENbHBIE BOINPOCHI TEOPUU M HPAKTUKU
JIeJIONPOU3BOACTBAa B opranu3auusx IIpodcoro3a, ponb JOKyMEHTa B AESTEIbHOCTU
HNEPBUYHBIX W TEPPUTOPUANBHBIX MNPOQPCOIO3HBIX opranuzanuii. Ilpenmararorcs
OCHOBHBIE TPEOOBAHMUSI, MPEABABISIEMbIE K TPOPCOIO3HOMY TOKYMEHTY B POLIECCE €r0
COCTaBJICHUS], CUCTEMAaTU3alNU U XPAHEHHUS.

Psan TeM TOCBALIEHO OpraHU3allMOHHO-PACIIOPSIAUTENBHBIM JOKYMEHTaM,
CIIy€OHBIM MUCbMaM, OJIaHKaM MNpO(COIO3HBIX JTOKYMEHTOB, MOPSAKY OpPraHU3aluu
KOHTPOJIsl, BOIPOCAM apXUBHOTO XpaHEHUSI.

B rnaBe «IIpodcoro3Hblii MpakTUKymM» NPHUBEACHBI 00pa3lbl U OTAEIbHBIE
(dbopmbl HarboJIee YaCTO COCTABISIEMBIX OPraHU3AMOHHO-PACTIOPAIUTEIBHBIX U UHBIX
JIOKYMEHTOB MPO(CO03HBIX OpraHU3aIHii.

Ha nam B3rmsin, mocoGue coaepKUT OTBEThl HA MHOTOYHMCIIEHHBIE BOIPOCHI
npo(COIO3HOTO aKTHUBa OOpPa30BaTENIbHBIX OpraHu3alui, KOTOpbIE BCTPEUYAIOTCS B
paKTuKe MpodCor3HON PabOTHI.

Jna mnpeacenareneid U NMPOQCOIO3HOTO AaKTHUBA MEPBUYHBIX, MECTHBIX
(pallOHHBIX, TOPOACKHMX), PETrHOHAIBHBIX (MEXKPETHOHAIBHBIX)  OpraHU3alUi
[Ipodcoroza.
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BBEJAEHUE

Opranuzanusi JeIONPOM3BOJACTBA, TNPABUIBHOE COCTABICHHE CIY>KEOHBIX
JOKYMEHTOB, TOJFOTOBKAa MAaTepHalOB K IUIEHyMaM (3acelaHusM KOMUTETOB,
COBETOB), 3aceJaHUsIM MPE3UTUYMOB NPOPCOIO3HBIX OpraHu3anui, odopmMicHHE
MIPOTOKOJIOB, TOCTAHOBJIEHU SBJISIIOTCS. HE TOJIBKO HEOOXOIUMOHM, HO 51
HEOTHEMJIEMOM YacCThIO TMOBBIIEHUS A(PPeKTUBHOCTH pabOThl  MPOGCOIO3HOU
OpraHU3aluu.

OcHoBHBIM HOcHUTesneM HH(poOpMaIK, ucnoyibdyemoi B padore IIpodcorosa,
SBJIAIOTCS JOKYMEHTHI. JIOKyMEeHTOM Mpo(COI03HOM OpraHU3allui MOKET OBbITh Jr00as
uHdopmalus, Kacarouasics YCTaBHOW JI€SITEIbHOCTH, 3auKCUpOBaHHAsA Ha
MaTepUaIbHOM HOCHUTEJIE.

[Ipodcoro3Hbie opraHuzalvi B CBOEH ACATEIBHOCTA PETYJSIPHO CO3MAI0T,
NOJIy4alOT M HWCIOJB3YIOT  pPA3JM4YHble BUABl  JOKYMEHTOB: PYKONHMCHBIE,
MAaIlMHOMKUCHBIE, SJIEKTPOHHBIE, KUHO-, (DOTO-, U UHBIC BUbI IOKYMEHTOB.

[TockonbKy ympaBieHYECKas JEeATEIbHOCTh BCErAa OCYIIECTBISIETCS C
NPUMEHEHUEM PA3IUYHOIO POJA JOKYMEHTALlMHM, TO MPUHATO Hapsly C TEPMUHOM
«JIEJIONIPOU3BO/ICTBO»  HCIIOIB30BaTh  TAKXKE  IMOHATHE  «IOKYMEHTallMOHHOE
o0ecrneyeHue esTeIbHOCTHA MPO(PCOIO3HON OpraHu3aum».

Jlenonpous3BOACTBO BKJIIOYAET B ce0S HECKOJBKO CAMOCTOSTENbHBIX U
OJTHOBPEMEHHO TECHO CBA3aHHBIX APYT C IPYTrOM BUOB JIE€STEIBHOCTH.

JlesitenbHOCT, IO  pa3paboTke U 0GOpMIICHHIO O(UIUATBHBIX JOKYMEHTOB
PO COIO3HBIX OPraHOB, OPraHU3AIMU MX JBIKCHHUS, YYeTa U XpaHEHUs Ha3bIBaeTCs
JEJIONPOU3BOACTBOM.

YacTp 1enonpou3BOACTBA, CBSI3aHHAS C CO3JAaHUEM JOKYMEHTAa, Ha3bIBAETCS
JIOKYMEHTUPOBAHUEM.

Bompocel  gBMKEHHMSI U ydeTa JOKYMEHTOB OXBaThIBAIOTCSA IOHSTHEM
JTIOKYMEHTO000poTAa.

JlesaTenbHOCTh MO OpraHu3alliu XpaHEHUs JOKYMEHTOB Ha3bIBA€TCS apXHWBHBIM
JIETIOM.

HestenpHoCcTh Opranuzaiuu lIpodcoro3a obecrieunBaeTcs CUCTEMOM B3aWMO-
CBSI3aHHOM YITPABJIICHYECKOW JOKYMEHTalMu. Bua 3TON NOKyMEHTAIMU ONPENeIseTCs
MOJIHOMOYHUSAMHU, TIOPAJKOM PACCMOTPEHHUS BOMPOCOB, OOBEMOM U XapaKTepOM
B3aUMOJICHCTBHUSI MPO(PCOIO3HON OpraHu3alMd C BBILIECTOSIIMMU MPO(COIO3HBIMU
OopraHaMu, ¢ OpraHaMy 3aKOHOJIATE€JIbHON U UCIIOJIHUTENBHOU BIACTH, C COLUAIBHBIMU
MapTHEPaMHU.

OOmme TpeboBaHUS K JOKYMEHTHPOBAHHIO JACATEIIBHOCTA PYKOBOSIIUX H
WCTIOJIHUTEIBHBIX TIPOQCOIO3HBIX OpraHoB ycraHaBnuBatoTcsi [lentpanmsasiM  CoBeToM
[Tpodcoro3a, BHIOOPHBIMH OpraHaMH TEPPUTOPUATIBHBIX W TEPBUYHBIX MPOCOIO3HBIX
OpraHU3aL1H.

KonkpetHsiii nepeuens odopmisieMoil nokymeHTaimu B [Ipodcorose ompe-
JIEJISIETCS] CAMOCTOSITENIbHO BBIOOPHBIMU PO COIO3HBIMU OpPraHaMH.



JIoKyMeHTBhl TPO(COI03HON OpraHMu3ali HECYT HE TOJBKO pPa3sHOOOpasHbIe
OpraHMU3aIlMOHHO-PACHIOPSAUTENbHbIE (QYHKUMU U SBISIOTCS WHGPOPMALMOHHBIMU
UCTOYHUKaMU, HO ¥  (Ipu HEOOXOAMMOCTH) CTaHOBSITCS BaXKHBIM CPEICTBOM
IOPUIMYECKOTO  JIOKAa3aTelnbCTBA. BO MHOrMX cCiydasX JOKYMEHTBI —CIy’Kar
€IMHCTBEHHBIM JJOKA3aTeJIbCTBOM MPHU BO3HUKHOBEHUH MMYIIECTBEHHBIX, TPYIOBBIX U
UHBIX CIIOPOB, PACCMAaTPUBAEMBIX CyJaMH, IMOATBEPXkKAas TEM CaMblM IEPBUYHOE
OIpe/IeNIEHUE TEPMUHA «IOKYMEHT» KaK «CI0CO0 J0Ka3aTeIbCTBAY.

Hecmotps Ha TO, 4TO mNpOQCOIO3HBIE OpraHU3alUu JAEMOKpPAaTHYHO, O€3
U3JMUIIHEH 3a0praHU30BaHHOCTU MOAXOASAT B MpOILECCE MOJATOTOBKU COOpaHM,
KOH(pEpEeHLIUH, 3aceJaHuil KOJUIETHAJIbHBIX MPOQCOIO3HBIX OPraHOB K O(OPMIICHUIO
npo()COIO3HBIX  JOKYMEHTOB, OTBETCTBEHHOCTh 3a KAuyeCTBO IMPUHUMAEMBIX
IOCTAHOBJICHUH, COCTABJIEHUE U XpPaHEHUE IPOTOKOJIOB U MHBIX JOKYMEHTOB JIC)KUT Ha
npeaceaaTensax Npo(cor3HbIX OpraHu3aui.

Kak moka3blBaeT IpakTUKa, OT TIPAMOTHO COCTaBJIEHHOIO IIPO(COI3HOTO
JOKYMEHTA, IPABUJIBHOW OpPraHU3alMu JOKYMEHTOOOOpOTa B 3HAUMTENILHOM CTENEHU
3aBUCUT ONEPATHUBHOCTh M 3(P(PEKTUBHOCTH BCEH OpPraHM3allMOHHOM padOThI
PO COIO3HBIX OPraHOB.

Heo0xoaumMo MOMHUTB, YTO HENPAaBUIBHO O(OPMIICHHBIA JOKYMEHT TEpSET
BaXKHEiIllee U HEOOXOAMMOE KayeCTBO — HOPUIUYECKYIO CHIy. A 3TO UpeBaTO HE
TOJILKO OTKa30M KOMIIETEHTHOTO OpraHa MPHU3HATh 3TOT JOKYMEHT, HO U OOJBLIUMU
U3JIEp’)KKaMU B paboTe MPOQPCOI03HBIX OPraHU3aALNM.



I'JTIABA |.
OCHOBHBIE TOJIOKEHUSA AEJOITPOU3BOACTBA B
OPTAHM3ALUAX TPOPCOIO3A

Kak u3BecTHO, B 1I€IOM BHYTPHUCOIO3HAs paboTa CyIIECTBYET U pa3BUBACTCS HE
TOJIBKO B OOWIENpUHATON (YHusepcanvhoit) ¢dopme, B BHjAC O00O0OMEHHBIX
HOPMATHUBHBIX aKTOB ()Cmasos, NONONCEHUlU, pe2laMeHmos, UHCMPYKyuil), HO U B
BUJIE, HANpUMEp, KOHKPETHOTO  IMOCTAHOBJICHHS NPO(COIO3HOTO OpraHa WU
MPOTOKOJIa MPO(CO3HOTr0 coOpanus (KoH(epeHIur), Yepe3 KOTOphIe OTpaKaeTcs
COCTOSIHHE U YPOBEHb OPTaHU3AIMOHHON PaOOTHI.

Oco0eHHOCTHI0 PO COIO3HOM PAOOTHI SABJIACTCSA U TO, YTO 3HAUUTEIbHASI YACTh
BPEMECHH  CHCIHAIUCTOB W MPO(COIO3HOTO  aKTHBa 3aTpauynBaeTCs Ha
HEMOCPEACTBEHHYIO TOJATOTOBKY Pa3IUYHOTO POAa JOKYMEHTOB. DTO TMOJATOTOBKA
MIPOEKTOB TTOCTAHOBJICHUN MTPO(COIO3HBIX OPTaHOB, COCTABIIEHUE CIPABOK, pa3padoTKa
MPOCKTOB KOJUICKTUBHBIX JIOTOBOPOB W COTJIANIEHWH, JIOKAIBHBIX HOPMATHBHBIX
JIOKyMEHTOB, aHaJI3 MAaTepUaJIOB M MOATOTOBKA WH(OpMAIUA, OTBETHI HAa MTMCHMa U
#ano0sl uaeHoB [Ipodcoroza, 0600UIEHNE CTATUCTUYECKUX JAHHBIX U T. [I.

Jlenonpon3BoACTBO B IPO(HCOI03HOM OpraHn3aliy BKIIOYAET B CEOs:

1) coznanue JoKyMeHTa (IMChbMO, TOCTAHOBIIEHUE, IPOTOKOJ, CIIpaBKa U T.11.);

2) opraHuzalnuio paboThl C JIOKYMEHTOM (perucrpaiusi, THUpPaXUPOBAHHE,
OTIIpaBKa, UCIIOJTHEHUE, YUET U XpaHEHUE).

1.1. OCHOBHBIE NIOHATHUA

AKT — JOKYMEHT, COCTAaBJICHHbIA HECKOJbKHUMH JHIAMU (KOMHUCCHEN),
MOATBEPKIAIONINN yCTAaHOBIICHHBIE (DaKThl, COOBITHS.

baank pokymMeHTa - HaOOp PEKBU3UTOB, UICHTUDUIMPYIOIIUX (PU3HUECKOE
WIM FOPUIMYECKOE JIUI0, CO3aBLIEE MTUChbMEHHBIN TOKYMEHT.

baank npogcoro3noro nokymeHnTa - Gpopma yTBEpKACHHOTO B YCTAHOBIEHHOM
nopsiJiKe OJaHKa ¢ oTpaxkeHueM ouIMaIbHON cUMBOJIMKM [Ipodcoro3a u pekBU3UTOB
po¢COI03HON OpraHU3alliH.

BuznpoBanue JOKyMeHTa — 3JEMEHT PEKBU3UTA JOKYMEHTA, BbIpa)KaroU[Uil
COIJIaCH€ WJIM HECOIJIaCHe JIMLA WIA OpraHa, HE SBJISIFOLIETOCS aBTOPOM JOKYMEHTA, C
COJIEP>KaHUEM JIOKYMEHTA.

Jle10onpou3BOACTBO -  JEATENbHOCTb,  oOecreuyuBaroias  CO3JaHUe
OpUITMANTHHBIX JOKYMEHTOB W OpraHu3aluio paboThl C HUMH B OpraHU3alUsX
[Tpodcoro3a.

Jesonpou3BoacTBo B nNpo(pCOO3HON OPraHU3alMU - JICATCIBHOCTD armnapara
npo(COIO3HON OpraHM3allMd WM NPOQPCOIO3HOTO AaKTHBA, OXBATHIBAIOIIAs BCIO
cucteMy palboThl € JOKYMEHTaMH. OTO M3rOTOBJIEHUE OJIAHKOB, MOATOTOBKA
JIOKyMEHTa, JOKYMEHTHpPOBaHUE, (dbopmupoBaHue nen, OopraHu3anus
JIOKyMEHTO000pOTa, KOMIUJIEKTOBAHUE, YYET, OPraHu3alusl TEKYLIEro U apXWBHOIO
XpaHeHus: W HHas paboTra C JAOKYMEHTamMH, OOpa3OBaBIIMMHCS B pe3yJibTare
NEeATEIbHOCTH MPOPCOIO3HON OPTraHU3aAlMKA U BBIOOPHBIX MPOQCOIO3HBIX OPTAHOB.
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JleJ10 - COBOKYITHOCTh JOKYMEHTOB WJIM OTAENbHBIA JOKYMEHT, OTHOCAIIUECS K
OJIHOMY BOMPOCY WJIM YYaCTKY AeSITeNbHOCTH opranu3aiuu [Ipodcorosa.

Bua 1npodgcoro3HOro JAOKyMeHTa - TPUHALICKHOCTH JOKYMEHTa K
ONpENEICHHON TIpyIIe JAOKYMEHTOB [0 TPHU3HAKAM COJEpPKaHUS M LIEJIEBOIO
Ha3HAa4YCeHHsI MPOQCOIO3HON JESATEIBHOCTH.

B pabore ¢ JOKyMEHTaMU  HCHOJB3YIOTCS  pa3IMyHble  TEPMUHBI,
XapaKTepU3ylIlre JOKYMEHT: O(QUIMATBbHBIA JTOKYMEHT, TMOJUIMHHHUK, KOIIHMS,
3aBEpPEHHAs KOIUs, INYHBIA JOKYMEHT.

IHoaTMHHUK TOKYMEHTA - IEPBbIA WM €IUHCTBEHHBIN YK3EMIUIAP JOKYMEHTA.

Konusi 1okymMeHTa - IOKYMEHT, OJIHOCTHIO BOCIIPOU3BOISAIIUN UHMOPMAIUIO
NOJJIMHHUKA JOKYMEHTa W €ro BHEIIHWE MPU3HAKK, HE HMCEIOLIUN FOPUIAYECKOU
CHJIBL.

3aBepeHHasi KONHUSI - KOMNHUS JOKYMEHTa, Ha KOTOPOW B COOTBETCTBUHU C
YCTAaHOBJICHHBIM TMOPSIIKOM IPOCTABIISIOT HEOOXOIUMbIE PEKBU3UTHI, MPUIAOIINE €1
IOPUIUYECKYIO CUITY.

Oduumanbubiii  NPOQPCO3HBIA JTOKYMEHT — JOKYMEHT, CO3JaHHBIN
OpraHu3alKe Win JOJKHOCTHBIM JUIOM opranu3auuu [Ipodcoro3a u odpopmiieHHbII
B YCTaHOBJICHHOM MOPSIJIKE.

JIOKyMEHT IMOCTOSIHHOI'0 XPAHEHHUs - JOKYMEHT, KOTOPOMY B COOTBETCTBUU C
HOPMATUBHBIMH JOKYMEHTAaMH W HWHBIMH TMPABOBBIMU aKTaMH YCTAHOBJIEHO
OeccpovyHOe XpaHEHHUE.

JIOKyMEHT BPEMEHHOI'0 XPAHEHHSl - JOKYMEHT C YCTAHOBJICHHBIM CPOKOM
XPaHEHMS], 10 UCTEYEHUH KOTOPOr'0 OH MOJIEKUT YHHUTOKECHHUIO.

JoxkyMeHTHpoBaHue — ¢ukcaiusi nHQoOpMaIlMi Ha MaTepUaTbHBIX HOCHUTEISNX
B YCTAaHOBJICHHOM IOPSIJIKE.

JIOKyMeHTO0000pOT — JBWKEHUE TOKYMEHTOB C MOMEHTA HMX CO3JaHUS WM
MOJIYYEHHUS 10 3aBEPLIEHUS UCTIONHEHMS], TOMEIEHUS B J1EJ10 U (WJIN) OTIPABKHU.

Jlo/zKHOCTHAsT  MHCTPYKUMSI —  IIPABOBOM  aKT, PETYJIUPYIOIIUHA U
periaMeHTUPYIOIUM TIpaBa, OO0S3aHHOCTH, OTBETCTBEHHOCTh U O0BEM pabOThI
JOJKHOCTHOTO JIMLA.

3aros10BoKk 0QUUMATBHOIO [JOKYMEHTA - PEKBU3UT JOKYMEHTa, KpaTKO
W3JIararolini €ro CoJepKkaHue.

3asiBjieHHe — BHYTPEHHUM CIIy>KEOHBIN JTOKYMEHT, KOTOPBIN NMpeaHa3HAuEH IS
JIOBEJIEHUS 10 CBEACHMSI BHILIECTOSIIETO TOJDKHOCTHOTO JIMAa O(QULMATBLHOTO MHEHUS
(TpOCKOBI) TOAUMHEHHOTO JOJIKHOCTHOTO JIUIIA.

HomenkiaTypa et - CHCTEMAaTU3UPOBAaHHbBIN IEPEYEHh HAUMEHOBAHUM €T,
dopmupyembix B opranuzanuu [Ipodcorosa, ¢ ykazaHueM CpoKOB UX XpaHEHHUS.

Oopamenue wiena Ilpodcoro3a - HanpaBiIeHHbIE B TUCbMEHHOM BHJIE WA B
AIEKTPOHHO-1IU(POBOH Popme B opranuzaiuto [Ipodcoroza npeajioxeHue, 3asBIeHUE
Wi ckanoba, a TakkKe YCTHOe oOpalieHue pabdOTHUKA, SBIISIIOIIETOCS YICHOM
[Ipodcorosa, B mpo)cOr03HYI0 OpraHu3aIuio.

OpraHuzaluOHHO-pPaCIOPSIAUTEIbHbIE JTOKYMEHTBI
UCIOJIb3yeMbIE B chepe PyKOBOJICTBA MPO(PCOI03HOM OpraHu3alue.

JOKYMEHTHI,
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OdopmieHne JAOKyMeHTa - TPOCTAaBICHUE HEOOXOIUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MPABWJIAMH JOKYMEHTUPOBAHMSI.

IlocranoB/ieHHe —  pacHoOpSAUTENbHBIA  (YIPABICHYECKUH)  JTOKYMEHT,
NpUHUMAEMbI  TTPO(COrO3HBIM  coOpaHneM (KOH(EpEHIHEH) Wi BBIOOPHBIM
KOJUIETHaJIbHBIM MTPO(COIO3HBIM OPTaHOM.

IMoaroroBka (co3aanue) Mpo@)cor03HOro JOKyMeHTa - cOop u oOpaboTka
HEeoOXoauMoN MH(OpMaIUMU, MOATOTOBKA MpOeKTa MpPOodCOIO3HOTO JTOKYMEHTA, €ro
odopMmIiieHHE, TPEJCTaBICHUE Ha YTBEPKIACHHE.

IIpoTokoa — opraHu3anMOHHO-PACTIOPAIUTEIBHBIN JOKYMEHT, (PUKCHUPYIOIIHIA
X0Jl 00CYKJIEHHs BOIIPOCOB U MPUHATUS HA COOpaHUM WM 3acelaHuK MPOJCOIO3HOTO
opraHa peuieHu# (3anuch BCero npolecca, MpoOUCXOISAIIEro Ha 3ace/laHuu, COOpaHun).

IIpodcoro3ublii JOKYMeHT - oduIMaabHBIA  JOKYMEHT, CO3/IlaHHBIN
[Ipodcorozom, opranuzanueit [Ipodcoro3a, OpuANIECKUM WK (PU3UUECKUM JIUILIOM,
O(QOpPMJIEHHBII B YCTAHOBJIEHHOM IMOPSAKE M BKIIOYEHHBIH B JIOKYMEHTOOOOPOT
opranuzanuu [Ipodcoroza.

PacnopsikeHue —  pacnopsIUTENbHBIM  (YIPABIEHUYECKHI)  JOKYMEHT,
u3aBaeMblii  mpeAcenaTeneM opranuzanuu  [Ipodcoroza  kKak  eIUHOJMYHBIM
BBIOOPHBIM MPO(COI03HBIM OPTraHOM.

Perucrpanuss JAOKyMeHTAa - T[PUCBOCHUE JOKYMEHTY pPETrMCTPALMOHHOTO
HOMEpA U 3alKUCh B YCTAHOBIICHHOM MOPSJIKE CBEJICHHI O TOKYMEHTE.

Pe3osonms 1OKyMeHTa - PEKBU3UT, COCTOSIIMI M3 HAANUCU HA JTOKYMEHTE,
C/ICJIaHHOM PYKOBOJUTENEM MPO(COI03HOM OpraHU3aIuy U COJIEP KA PUHATOE UM
pelIeHue.

PexBU3UT 10KYMEHTA - 00s3aTEIBHBIN AIEMEHT 0(DOPMIICHHS TOKYMEHTA.

Cucrema padoTbl € [JOKYMEHTAMM - OpraHu3aius JOKyMEHTO00OpOTa,
XpAaHEHUs] U HUCIIOJIb30BaHUSI JOKYMEHTOB B TEKYLIEH NESITeIbHOCTU MNPO(COI03HOM
OpraHu3allyu.

Cayx0a 1eJ10npou3BOACTBA — 3TO CIEUUATUCT WM Tpymma npodCcor3HOro
aKTHBa, 3aHUMAIOLIMECS BOIIPOCAMHU JIEJIONPOU3BOJICTBA.

B chepy nestenbHOCTH Cy>KOBI AETONPOU3BOICTBA BXOIST:

o y4eT, perucTpanus 1 nepejada no Ha3HaAYCHUIO BXOJSIIEH U UCXOASIICH
KOPPECIOHAEHIINY;

o opraHu3aius padoThl MO0 COCTABICHNIO HOMEHKIATYPHI U (HOPMUPOBAHHIO
JieJ1, IPOBEICHUE AKCTIEPTU3bI IIEHHOCTH JJOKYMEHTOB;

o o opMIIEHHE TTPOTOKOJIOB MPOCOIO3HBIX coOOpaHuii (KOH(EepeHIIHi);

o BeJleHne U oQopMIIEHHE TMPOTOKOJIOB 3aceJaHuil  mpo(dcoro3HOTO
KOMHTETA (IPEe3uInyMa);

o paccbulKa JOKYMEHTOB (IHCEM, TOCTAaHOBJIEHUM U IP.);

o KOHTPOJIb 32 UCTIOJITHEHUEM JJOKYMEHTOB;

o OpraHu3alys MeYaTaHusl U THPAKUPOBAHUS TOKYMEHTOB;

o mpoBepka  OpraHm3anud  paboThl ¢ JOKYMEHTaMH, OKa3aHUe

METOIMYECKOM MOMOIIHU B paboTe ¢ TOKYMEHTaMHU BBIOOPHBIM OpraHaM Mpo¢)CO3HbIX
OpraHu3alui  CTPYKTYPHBIX MoApasfeneHudt wim  npodrpymn  (mpodOropo),
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npodrpynopram);

o OpraHu3auusi NepeJayd Jed, CPOK XpaHEHUs KOTOpPBhIX HCTEK, Ha
JaNbHEeIIee XpaHEHUE B ApXUBHBIE YUPEXKICHNUS UM HA YHUUYTOKCHHE;
o peryisipHoe nHhopMHUpOBaHue TipeacenaTess opranusamuu [Ipodcorosza o

COCTOSIHMM JOKYMEHTO000pOTa U XOJ€ UCIIOJHEHUSI IOKYyMEHTOB.

®opmMupoBaHue Jejia - TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JEJO B
COOTBETCTBUM C HOMEHKJIATypOH JIedl.

JKCHEePTH3a LEHHOCTH JOKYMEHTOB J3KCIEPTH3a HEHHOCTH JOKYMEHTOB -
U3Y4YEHHUE TOKYMEHTOB Ha OCHOBAaHUMU KPUTEPHUEB UX LIEHHOCTU B LEJISIX ONPEIECICHUS
CPOKOB XpaHEHHs JOKYMEHTOB M OTOOpa WX IS BKIIOYEHHS B COCTaB APXUBHOTO
donna Poccuiickoit @enepanuu v APYrux apXxuBOB.

DJIEKTPOHHBI JOKYMEHT - JOKYMEHT, B KOTOPOM HMH(OpMalKs MpeCcTaBIeHa
B 3JICKTPOHHO-1IU(PpoBOI Popme.

DJIEKTPOHHBI JIOKYMEHTO000pPOT - JIOKYMEHTOOOOpOT C MNPUMEHEHHEM
MH(POPMALIMOHHBIX CUCTEM.

1.2. HOPMATUBHO-METOJIUYECKHE OCHOBbI
HPO®COIO3HOI'O AEJOIIPOU3BOJACTBA

OCHOBHBIMM HOPMATHUBHO-METOAUYECKHUMHU JTOKYMEHTAMH, PETYIUPYIOIIUMHU
paboty ¢ nokymeHTamu B [Ipodcoro3e pabOTHUKOB HAPOAHOTO 0OpA30BaHUS U HAYKU
P®, asnsarorcs:

VYera IIpodcoroza pabOTHMKOB HApOIHOTO 00pa3oBaHus U Hayku Poccuiickoit
®enepaunu, yrBepkaEHHbIN noctaHoBieHneM VI Cwesna IIpodceorosza ot 31 mapra
2010 rona;

@®enepanbHblii 3akoH oT 22.10.2004 1. Ne 125-®3 «O06 apXxuBHOM [i€j€ B
Poccuiickoit ®enepannmny (CoOpanue 3akoHomatenbcTBa Poccuiickoit denepanuu,
2004 1., Ne 43, c1.4169);

3aKkoHOJaTeabHbie akThl P® B cdepe wuHpopmanmuum u JOKyMEHTAIIHH,
roCyJJapCTBEHHBIE CTAHAAPTHI HA IOKYMEHTBHI;

OOmume TOJIOKEHUsI O TIEPBUYHOW U TEPPUTOPUATILHON  OpraHU3aIMsIX
[Ipodcorosa (yrBepxkaeHsl nocranoBneHueM Llearpanpaoro Cosera IIpodcoroza ot 20
cents0pst 2010 roga Ne 2);

IIpaBmira mo BeAeHHUIO  JEIONMPOM3BOACTBA B opraHm3anusx I[Ipodcorosa,
yTBEPKJI€HHbIE TTOcTaHOBIeHHEM uctosnkoma IIpodceoroza Nel0 ot 07.06.2012 rona;

noctaHoBienust Llentpanbaoro Cosera u Mcnonkoma IIpodcoro3a, BHIOOPHBIX
OpPraHoOB TEPPUTOPUATHHBIX U MEPBUYHBIX TPOQPCOIO3HBIX OPTaHU3AIIHIA;

perjiamMeHThl, WHCTPYKIIMM ¥ HHBbIE HOPMATHUBHO-TPABOBBIC aKTBhl,
METOJUYECKHE TOKYMEHTHI, pazpadbaThiBaeMbie B opranuzamnuu [Ipodcoro3sa.

OcHoBHbIe TpeOoBaHus K oopmieHuto OP/] B rocy1apCTBEHHBIX YUPEKICHUIX
usnoxxersl B [OCT P 6-30 — 2003, yrBepxkaéunom [loctanoBnenuem I'occranmapra
Poccum ot 03.03.2003 1. Ne 65- cT.

OCHOBHBIM 3aKOHOM, PETrYJHUPYIOIIUM MOPSIO0K CO3JaHUS W HCIOJIb30BAaHMS
nH(OPMAITMOHHBIX pecypcoB, siBisiercs D3 ot 20 despans 1995r. «O6 urpopmanmu,
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uHbOpMaTU3aluK U 3aluTe UHpopmamuu». 3aKOH YCTaHABIMBAET MPABOBOM PEXUM
CO3/1aHUs, XPaHEHUSI U UCIOJIb30BAHUS MH(POPMAIIMOHHBIX PECYPCOB, B TOM YHUCIE H
HETOCYJJapCTBEHHBIX.

B nensx obecrneueHus eAMHBIX TpeOOBaHUN K O(OPMIIEHUIO MPO(COIO3HBIX
JOKYMEHTOB Y OpraHum3anuu paboTel ¢ HUMH B opranusauuu [Ipodcoroza
paspabarbiBaeTcst U yTBepxKAaeTcs MHCTpyKius (TIOJ0KEHUE) O JIeTIOMPOU3BOJICTRY,
B KOTOPOM OTPa)karoTCsl BCE BOIMPOCHI paOOTHI C JOKYMEHTaMH.

OTBETCTBEHHOCTh 3a OpTaHM3AIMI0 U OO0Iee COCTOSHHE CIIONPON3BOICTBA B
opranm3anmsix  [Ipodcoro3za  Bosmaraercs — Ha npo()COO3HbIE  OpTaHbI
(KOMUTETBI(COBETHI), IPE3UTUYMBI).

B coorBerctBun ¢ YcraBom IIpodceorosa (1m1.2.14 crareu 23, m.2.16 cratbu 33)
MIEPCOHAIBHYIO OTBETCTBEHHOCTh 3a OpPTaHH3AIUIO JCIIOTPON3BOACTBA, COOJIOICHNE
YCTaHOBJICHHBIX TMPaBWJI M TOpsAKa paboThl C JOKYMEHTaMH HECET MpelceaaTenb
(pykoBOIUTEINb) PO COO3HON OpraHU3allUH.

Bri6opHbie  mpodcoro3HbIe OpTraHbl B3aUMOJCHCTBYIOT C TOCYIapCTBEHHBIMHU
ApPXUBHBIMU YUPEXKIECHUSMU C IENbI0 TMOJyYEHHUS OpPraHH3allHOHHO-METOIUYECKON
MOMOIIIM B BEJCHUM HOMEHKJIATyphl M (OPMUPOBAHMIO JEN, a TakKe O0OecreyeHus
COXPaHHOCTH JOKYMEHTOB, MPABHJIBHOCThIO OTOOpa MX AJIs JajdbHEHIIEro XpaHCHHs
WM YHAUYTOXKECHHUS.

1.3. OCHOBHBIE CBEJIEHUS O JOKYMEHTAX

[Ipodcoro3HbIit JOKYMEHT MOXKET pacCMaTPUBATHCS C TOUYKU 3PEHUS HOCUTENS
uHdopmaruu, crnocoba ¢ukcanuu HHPOPMALUU U BBITIOJHIEMBIX JOKYMEHTOM
GbyHKIIUA.

1.3.1. ®ynkunu npo¢cor3HOro J0KyMeHTa:

> uHGOpPMaITMOHHAS — (SIBJIIETCA UCTOYHUKOM M HOCHTEJICM HH(POPMALIVH);

»  opraHuzanuonHHas — (MO3BOJIIET OpPraHHW30BBIBATH, PETYIUPOBATH,
KOHTPOJIMPOBAaTh M aHAJIM3UPOBATh YINPABIEHYECKUU Mpolecc B MPOPCOIO3HOU
OpraHu3aluu);

>  IOpUOUYecKas WM TpaBoBas — (CIY)KUT HOPUAMYECKOW OCHOBOM

(MHaHCOBO-XO3SIMICTBEHHOM M yNPaBIEHYECKON NEATEIbHOCTH, MOATBEPKAast (PaKThl U
yIIOCTOBEpSsisl MOKA3aTeNIH U CBEICHMUS);

»  KOMMYyHHKaTuBHas — (IOMOraeT OpraHu3oBaTh OOMEH WH(OpMAIUend u
oO1ieHue (3aKpervisieT OTHOIICHUS KaK BHYTPH OpraHU3alllM, TaK U OTHOIIEHUS C JIp.
po(COIO3HBIMU OPTaHU3ALUAMH);

>  yulrHas — (HaKaIlUIMBaeT CBEJICHUS 3a ONpPE/CIICHHBIC MEPUOIbl BPEMECHU
Y TO3BOJIIET WX aHaJW3UpOBaTh, BBIABISIS TEHACHUMM W 3aKOHOMEPHOCTH B
NEeATEIbHOCTH OpPraHu3alim);

»  couuaibHas — (XapaKTepu3yeT COLUAIbHO-9KOHOMUYECKYIO H Ap. Cepsl
YKU3HU OpraHu3allim);

> BOCIUTaTEeNbHAsT —  (MO3BOJISIET  YKPEIUIATh  MCHOJHUTEIIBCKYIO
JTUCHUIUIMHY U COJEHCTBOBATh BOCIIMTAHUIO MPO(COIO3HBIX KAaJIPOB U aKTHBA);
> ucropuyeckass — (JBJISICTCS HCTOYHMKOM CBEACHUH O pa3iMyHbIX
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COOBITHUSAX, TOJATBEPXKIAET M  JOMOJHSAET HCTOpUYECKHEe (aKThl, I[OMOTaeT
BOCCTAHOBUTBH UCTOPUYECKOE MPOLLIOE NPO(HCOIO3HON OpraHu3aIum).

1.3.2. Kimaccudukanus 10KyMeHTOB:

Bce noxymenTts B [Ipodcoroze MOKHO KIIacCUPHUIIMPOBATH MO PSITY MPU3HAKOB:

% 1o cnoco0y JOKYMEHTUPOBAHHSI - PYKOIHCHBIC, MAITUHOMHUCHEIE;
rpaduyueckue; KUHO-, POTOJOKYMEHTHI;

¢ mocdepe UCMNOIB30BaHUSA -  OPraHHU3AIMOHHO-PACTIOPSAUTEIHHBIC;
OTYETHO-CTAaTUCTHUYECKUE; UH(OPMAIMOHHO-CITPABOYHBIE; ¢buHaHCOBO-
OyXTanTepcKue;

¢ 10 IOPUIWYCCKON 3HAYUMOCTH - MOJIMHHUKN (OPUTHHAIIBI) — TICPBBIE WIIH
CAMHUYHBIE DK3EeMIUIAIPhl  OQUIMATBHBIX JOKYMEHTOB, COOCTBEHHOPYYHO

MOJNMKUCAHHBIE aBTOPOM; 3aBEPEHHbIC KOMHH - KOMHUHM JOKYMEHTOB, Ha KOTOpPBIX B
COOTBETCTBUM C YCTAHOBJIEHHBIM MOPSAKOM MPOCTABIIAIOT HEOOXOIUMBbIE PEKBU3UTHI,
OPUAAIONIME UM IOPUIWYECKYIO CHIIY; JAyOJIHMKaThl — MOBTOPHBIE SK3EMILISPHI
NOJJIMHHUKA JIOKYMEHTA, UMEIOIINE IOPUIUIECKYIO CUITY;

% TI0 TPOUCXOXKICHHUIO - O(HIMANBbHBIC (CIIy)KEOHBIE) — 3aTParvBarOIIUC
MHTEPECHhl OpraHU3allMM; JIMYHbIE — KacaloUMecs MHTEPECOB KOHKPETHOTO JIMLA U
SIBJISIIOIIUECS UMEHHBIMU;

¢ 1o ¢dopMe HBIIOKECHUS — WHAUBHIyaJIbHBIC, COJIEp)KaHUE KOTOPBIX
u3naraercs B cBoOOIHOM (opme; TpadapeTHble, KOrjga CTpyKTypa U 4acThb IUCbMa
COCTOMT U3 Habopa 3apaHee MOATOTOBICHHBIX (pa3, a Ipyrasi 4acTb 3aMOJHSAETCS MPU
HaIlKMCAaHUU MMChMa; TUIIOBbIE, KOTJa OHU IPUMEHSAIOTCS B CTaHAAPTHBIX CUTyalUsX.

% TI0 CpOKaM XpaHEHHUs - MOCTOSIHHOTO XPAaHEHWUsS, BPEMEHHOTO XpaHEHHUs
(mo 10 7et), monroBpemMeHHOro XpaHeHus (cBbimie 10 yer), Mo JIUYHOMY COCTaBy (/10
75 ner).

1.3.3. PazHoBHAHOCTH 10KyMeHTOB B IIpodcorose

JIOKyMEHTBI, CO3/IaHHBIE B PE3YyJIbTaTe AEATEIbHOCTH BEIOOPHBIX MPOQPCOIO3HBIX
OpraHOB, HAIpPaBJEHHbIE HA pEAIM3alUI0 YCTABHBIX  IOJHOMOYMM, HENATCA B
COOTBETCTBHUH C MX COJACPKAHUEM HA mMpu 00uue Kame2opuu.

Opzanuzayuonunvie UIU HOPMAMUBHO-YCMAGHbBLE OOKYMEHMbL:

v' VYcras [podcorosa;

v' OO0liiee MoJ0KEHUE O TEPPUTOPHAILHON opranu3aiu IIpodcorosa;

v' OOliee MojoKeHue o nmepBudHoi opranusanuu [Ipodceorosa;

v' IPOTOKOJIBI IPOPCOIO3HBIX COOpaHHii, KOH(EPEHIIHIA;

v\ OpOTOKOJIBI 3acelaHuii BBIOOPHBIX KOJUIETHAIBHBIX  IPOPCOI3HBIX
OpTaHOB;

v\ TI0JIOKEHHS O MOCTOSIHHBIX KOMUCCHSIX;

v\ UHCTPYKIUH, PErJIAMEHTHI, IITATHBIE PACITUCAHKS, PEKOMEHIALUH U .

Ynpaenenueckue unu pacnopaoumenvnovie 00Kymenmal:

MOCTAHOBICHHS (0151 8bICULUX, PYKOBOOSUUX U UCTIOTHUMETbHBIX KOJIECUANbHBIX
npopCoro3nbix opeanos —  cobpanusi (Kongepenyuu), KoMumemsl, nPe3UOUYMbL),
pesomouuu  coOpaHui, KoH(pepeHUud, BBIOOPHBIX MNPOGCOIO3HBIX OpPraHoB,
pacnopsbkeHus rpeacenaTeneii opranuzamnmii [Ipodceorosa, mmansl pabOTHI U T.11.
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Cnpasouno — ungopmayuonnvie OOKyMeHmbL:

v\ CHpaBKW, aHAIUTHYECKUE 3aIlIMCKU, 0030PbI, 3aKIHOYEHUS, METOJHYECKUE
MaTepHuabl, OPHUITMATbHBIC TMChMA, 3asIBJICHUS, OOPAIICHUSI U JIP.

B pamxax mpéx ocnosenblx Kamezopuil npoghicoio3HbIX OOKYMEHMO8 MOMCHO
evloeiums 0oJiee y3Kue 2pynnvl OOKyMeHmog:

OpraHU3alMOHHO-HOPMATUBHAsS JoKyMeHTauus: [lomoxkeHue o0 opraHu3aiuu
[Ipodcoroza, [TonoxeHus: 0 MOCTOSTHHBIX KOMUCCHUAX, [10J10KeHHsT 0 KOHKYpCax | T.1I.

OpraHU3alMOHHO-METO/IMYECKAsT JOKYMEHTAIMs: METOJAMYECKUE TMOoCOOus W
peKoMeH1alMu BEIOOPHBIX opraHoB [Ipodcorosa;

OpraHU3alHOHHO-KaIPOBAs JOKYMEHTAIUS: IITATHOE pacrnucaHue,
JOJDKHOCTHBIE ~ MHCTPYKIIMM  IITATHBIX paOOTHUKOB, TPYAOBBIE JOTOBOpa C
paboOTHHUKAMU anmnapaToB MPo¢dCOIO3HBIX OPraHU3alui 1 T.1.;

dbuHaHCOBas, y4yeTHas M OTYETHas OyXrajaTepckas JOKYMEHTAalus: CBOJHBIN
(bMHAHCOBBIN OTYET O LIEJIEBOM HMCIOJIb30BAHUH MOJyYEeHHBIX cpencTs no ¢popme 1115,
CBeneHus o pacnpeesiCeHUU WICHCKUX PO COI03HBIX B3HOCOB U TIP.;

OTYETHO-CTATUCTUYECKAs] JOKYMEHTAlMUs: CBOJHBIE CTATUCTUYECKHUE OTYETHI
MIEPBUYHBIX U TeppUTOpUaNibHbIX opranu3anuii [Ipodcoroza (popmer 1-5 CII), oTuéthl
10 UTOTaM OTY€TOB U BHIOOPOB (popmbl OB) u T.1.;

OTYETHO-UH(POPMAIIMOHHAS IOKYMEHTAIMs : CIPaBKU, UHPOPMALIUU, OTYETHI U
T.J.

T'JIABA 2.

OBIIUE TPEBOBAHUS K ITPO®PCOIO3HOMY JOKYMEHTY

ITIpodcoro3HbIle TOKYMEHTBI, B OCOOCHHOCTH ITOCTAaHOBJICHHUS IMPO(COO3HBIX
OpraHoB, MUIIYTCA B O(QUIIMATBEHO-IEIOBOM CTUJIE U JOJDKHBI OTBEYATh CJIEIYIOUUM
TpeOOBAHUSIM:

"  KpaTKOCTh U €MKOCTb U3JI0KCHUS;

" CMBICJIOBasi YETKOCTh TEKCTAa U OTACIBHBIX (POPMYITUPOBOK (HE JOJKHO
OBITH JBOSIKOT'O TOJIKOBAHUSA ),

" [I0CJIEI0BATENbHOCTh U3JI0KEHUS U COOJIIOICHHE JIOTUKH,

" 00OCHOBAaHHOCTH BBIBOJOB M MPEJIaraeMbIX PEIICHUMH;

" eauHOOOpa3We MO BCEMY JIOKYMEHTY HauMEHOBAHMN MPOQCOIO3HBIX
OpraHoB, Pa3JIMYHBIX TEPMUHOB;

" HCIMOJIH30BAHUE CJIOB, MPU3HAHHBIX OOIIEIUTEPATYPHON HOPMOHA.

2.1.TPEBOBAHMUSI K COCTABJIEHUIO MPO®COKO3HOI'O
JOKYMEHTA

CrnyxxeOHble TpPO(dCOI03HBIC JOKYMEHTBHl COCTABIISIFOTCS, KakK TIPaBWIO, Ha
omankax. [Ipodcoro3Hbie NOKYMEHTHI BU3HPYIOTCS Pa3padOTUYMKOM (COCTABUTEIIEM)
JOKyMEHTa M TIpU HAJWYUM - COOTBETCTBYIOIIMMH CIEIHATMUCTAMH OpTraHU3alud
[Ipodcoroza.

Ha mokyMeHTax, HampaBlIIeMBIX BO BHEIIHHE OpPraHU3aIliH, MPOCTABISCTCS
aJpecar: opraHu3alus WK OTACIIBHOE JINIIO, KOTOPOMY HAmpaBIIIETCs MPOQCOO3HBIN
TOKyMeHT. CTpyKTypHOE TOJpa3ziejicHue YKa3bIBAe€TCSA B aJpecare B TOM CiIydae, CCIH
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W3BECTHO, YTO JOKYMEHT OYJET paccMaTpuBaThCS UMEHHO B JJAHHOM MOAPAa3ACIICHUN
(HampuMep, B OT/IEJIE BBIMIECTOSIIETO TPO(COI03HOTO OpraHa).

Texcr nmoxkymeHTa MODKEH OBITh KpPaTKUM, TOYHBIM W HE JOMYCKAIOITIM
Pa3IMYHBIX TOJKOBAaHUN. PEKOMEHTyeTCsl COCTaBIATh JOKYMEHTHI 110 OJTHOMY BOITPOCY,
YTO YCKOpSET MX PACCMOTPEHUE, WCIOJIHEHHE W CIIOCOOCTBYET IMPAaBUIHLHOMY
(bOpMUPOBAHUIO JIEI.

B Tekcre mocTaHOBIEHWI TPOQPCOIO3HBIX OpPraHOB HE PEKOMEHIYETCS
NPUMEHATH COKpAIlleHWs HaWMEHOBAHHWH OpraHW3allii, CJIOB M CJIOBOCOYCTAHWH, 3a
UCKITIOYCHHEM OOIIETIPUHSATHIX.

TeKeT JOKYMEHTa , KaK MPaBUJI0, COCTOMT U3 ABYX YACTEM:

® B IEPBOM YacTH yKa3biBaeTcs (OUYEHb KOPOTKO) OOOCHOBAHHE MJIM OCHOBaHUE
COCTaBJICHHS IOKYMCHTA;

® BO BTOPOM YaCTH M3JIATafOTCS BBIBOBI, IPEIJIOKEHUS, PEIICHUS, PACTIOPSIKCHHUS
WU TIPOCKOBI.

JIOKyMEeHTBI MOTYT  COMPOBOXAATHCS ~ PA3JIUYHBIMU  MPUIIOKECHUSIMH.
[ToanuceiBatoTCsl Cily’)keOHBbIE OyMaru, Kak MpaBujIo, TEMHU JOHKHOCTHBIMU JIMIIAMH,
ybM (aMHIMKA TPOCTABICHHI Ha  JOKyMeHTe. Eciu JOKYMEHT MOIUCHIBACTCS
3aMECTUTENIIMA WJIU JIUIIAMH, HWCIOJHSAIOIMIUMUA OOSI3aHHOCTH PYKOBOJMUTENEH, TO
00s13aTebHO  yKa3bIBAIOTCSA  (paKTUUecKass JIOJDKHOCTh  JIMIA,  TOJIHCABIIETO
PO COIO3HBIN TOKYMEHT U €ro (haMuIIus.

He npomyckaeTcs TOMNMUCHIBATH JOKYMEHTBI C TIPEAJIOTOM  «33»  WIIH
MIPOCTABIICHUEM KOCOM YEePTHI Mepel HANMEHOBAHUEM JJOJKHOCTH.

IOpunnyeckas cuia TOKyMEHTa YAOCTOBEPSAETCS MOMIKUCKHIO, a B PAAC CIIy4YacB -
neYaThIo.

[Ipn moanmucaHuy AOKYMEHTa  HECKOJIBKUMH JOJDKHOCTHBIMH JIUIIAMH HX
MOANMKWCH  PACTOJArarOTCsd  OJHA  HAa  JOPyrod B TOCIIEIOBATEIHHOCTH,
COOTBETCTBYIOIIECH 3aHUMAeMOU JOHKHOCTH, UM HA OJTHOM YPOBHE, €CJIH JOIKHOCTU
OJIMHAKOBBI 110 3aHUMAEMOMY TIOJIOKEHHUIO.

Ha ucxomsmux qokyMeHTax (MUChbMax, CIpaBKaxX U Jp.) JTOJDKHA OBITh OTMETKa
00 WX wWCHONHUTENSAX: (amMuiIus, HOMEp ClyXeOHoro TenedoHa, KOTOPHIC
MIPOCTABIIAIOTCS HA JIMIIEBOM CTOPOHE TOCIIEHErO JIUCTA IOKYMEHTa B HUYKHEM JIEBOM
yray. Ha pacnopsbkeHUsX U B TTIOCTAHOBJICHUSIX OHA JIEJIAeTCs Ha 000pOTE MOCIETHErO
JIUCTA.

B otBerax Ha >kamoObl W 3asBiicHUs WieHOB I[Ipodcoro3a, moOKyMeHTax,
HalpaBIsIEMbIX B  OpTaHbl  BJIACTH, COLMAJIBHBIM  IapTHEpPaM, pa3uJHbBIC
001IeCTBeHHBIE 00BEIUHEHUS OTMETKA 00 UCITOTHUTEIIC HE CTAaBUTCH.

Coneprxanue TOKyMeHTa (DOPMYITUPYETCS B €T0 3aroJIOBKE, TOMEIIaeMOM Tepe]T
TEKCTOM. 3arojIOBOK COCTaBISICTCS K JIIOOOMY JIOKYMEHTY, HE3aBHCHUMO OT €ro
HazHaueHus. OH JO/DKEH OBITh MAaKCHUMAaJIbHO KOPOTKUM M TOYHBIM, COKPAIIICHHUE CIIOB
B HEM HE JIOMTYCKaETCS.

Texecr mpod)cor03HOTO JTOKYMEHTa TOTOBUTCS B CTPOTOM COOTBETCTBHH C
JEHUCTBYIONUM  3aKOHOJATEIbCTBOM, UTO SIBIISIETCA HEOOXOJUMBIM  YCIOBHEM
cobmoiennst 3akOHHOCTH. [loaToMy Bce odummanbHble JOKYMEHTHI MPOGCOIO3HOU
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OpraHW3allud CBEPSIOTCS C TPEOOBAHHMSIMHU 3aKOHOJATEIHCTBA W JCHCTBYIONIUMHU B
[Ipodcoroze HOpMATUBHBIMHU aKTaMHU.

2.2. TPAMEPHBIA TIEPEYEHb (HOMEHKJIATYPA) JIEJ
MEPBUYHOM ITPO®COIO3HON OPTAHU3AIIUN

B npodxome mnepBuuHONM mpod)cOrO3HOM  OpraHuzanuu  HOpPMUPYIOTCS
CJIeIyIOLIUeE Jena:

JIOKYMEHTBhl HOpMaTUBHO-TIpaBoBoro xapakrtepa (YcrtaB Ilpodcoroza, OOmiee
MOJIOKEHUE O TEPBUYHON MPOQCOIO3HON opraHuzainuu, llonoxkeHne o mepBUYHON
poCOI03HON OpraHu3alliy, CBUAETEIHLCTBO O TOCYIapCTBEHHON peructpanuu (eciu
nepBuyHasi mNpodcoro3Has OpraHu3alus HMMEET TMPaBO IOPUIUYECKOTO JIUIA),
[TonoxeHnue O KOHTPOJIBHO-PEBU3HOHHBIX opraHax [Ipodcoro3za pabOTHUKOB
HapoaHOTro oOpazoBaHus U Hayku Poccuiickoit denepanuu u ap.);

MPOTOKOJIBI PO(PCOI03HBIX cOOpaHnii (KoH(pepeHIuit);

MIPOTOKOJIbI 3aCEIAHUI MPOPCOIO3HOIO KOMUTETA,

MPOTOKOJIBI 3aCeAaHUl Mpe3uAruyMa NEPBUYHONW MPOPCOIO3HOW OpraHu3aluu
(Ipu ero HaTU4un);

miaHel  paboThl  MPO(QCOIO3HOTO  KOMHTETA, MOCTOSHHBIX  KOMHUCCHH,
CTPYKTYPHBIX PO COIO3HBIX 3BEHHEB;

KOJUIEKTUBHBII J10I0OBOP;

COpaBKM M Jpyrue paboune MaTepuaibl IO MOJATOTOBKE 3aceJaHHid
po(CcOr03HOTO KOMUTETA, COOpaHuil (KOH(pEPEHIIH);

JOKYMEHThl M pabouue MaTepuaibl [0 OCHOBHBIM HANpaBICHHUSIM YCTaBHOM
JeSITEIbHOCTH (MaTepualbl 10 BEJIEHUIO MEPEroBOPOB U 3aKIIOUYEHUIO KOJJIOTOBOPA,
MaTepuaibl o MpaBoBOW padoTe U OXpaHe TpyAa, OpraHU3alUu OTAbIXa U T.1.);

(MHAHCOBbIE JOKYMEHTHI NPO(PCOIO3HON oOpraHu3aluu (CMEThl, OTYETHl U
npyrue (MHaHCOBBIE IOKYMEHTHI);

CTaTUCTUYECKUE OTUETHI;

XKypHai (kapTouku) yuera wieHoB [Ipodcorosa;

KypHaJ BXOJAIIEH U UCXOIAIIECH JOKYMEHTAIIUH;

3asBieHus o npueme B [Ipodcoro3 u konuu 3asBiaenuil wieHoB [Ipodcoroza o
Oe3HaTMYHOM yIiaTe MpoQCOI3HOTO B3HOCA;

aKThl YHUYTOXKEHUS TTPO(COI03HBIX TOKYMEHTOB WM TPO(PCOIO3HBIX  OUIIETOB
UCKJTIIOYEHHBIX U Bbineammx u3 [Ipodcorosza;

Marepuanbl KOHTPOJIbHO-PEBU3MOHHOW KOMHCCHH;

MaTepUaIbl KOMUCCHI MPOQPCOI03HOTO KOMUTETA;

ITOCTAaHOBJICHHSI, HOPMATHUBHBIE U METOAUYECKUE MATEPUAIIBI BBIIIECTOSIINX
PO COIO3HBIX OPTAHOB;

Ipyrue JTOKYMEHThl W Marepuanbl (UCXoas u3 o0bema MocTynarouiei
JOKYMEHTalluu U HEO0OXOJUMOCTH JTIOKYMEHTaJIbHOIrO O0EcleueHus AesiTeIbHOCTU
opranuzanuu [Ipodcorosza).

Jlenonpou3BoACTBO MOKET BECTUCh KaK Ha OYMa)KHbBIX, TaK M Ha 3JEKTPOHHBIX
HOCHTEJISX.
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2.3. TIPUMEPHBIA TIEPEYEHb (HOMEHKJIATYPA) JIEJ
TEPPUTOPUAJIBHON OPT AHU3AIIUHU ITPO®COIO3A

CorylacHO  CJIOKMBIIICWCS TPAKTUKE U HEOOXOAUMOCTH  oOecreueHus
PAKTHUECKOH JeSITeNTbHOCTH BHIOOPHBIX OPTaHOB B TEPPUTOPHAIBHON MPO(HCOI03HOM
opranu3aiuu GOpMHUPYIOTCS CIEAYIONIUE Aena!

JOKYMEHTBhl HOpMAaTUBHO-TIpaBoBoro xapakrtepa (¥YcrtaB Ilpodcoroza, OOmiee
MOJIOXKEHUE O TeppuTopuanbHol opranmzaiuu [Ipodcoroza, Ilomokenne o
TeppuTopraibHOM  opranuzanuu [lpodcoroza (mpu HaIM4UM), CBUACTEIBCTBO O
rocyapcTBeHHONW peructpanuu, llonoxkeHrne O KOHTPOJIHLHO-PEBU3MOHHBIX OpraHax
[Ipodcoro3a pabOTHMKOB HapOIHOTO 00pa3zoBaHus W Hayku Poccuiickoit deneparum,
periiaMeHT paboThl BBIOOPHBIX OPraHOB, HOMEHKJIATypa [ieJ, HHCTPYKIUS IO
JIEJIONIPOU3BOICTBY, WHBIE JIOKAJIbHbIE HOPMATUBHBIE aKThl OpTraHMU3AIUU
[Tpodcoroza);

MIOCTAHOBJICHUSI, HOPMATHBHBIE W METOJUYECKHE JOKYMEHTBHl  BBIOOPHBIX
OpraHOB BBIIIECTOALIMX TEPPUTOPUANbHBIX opranuzauui Ilpodcoroza u 1IC
[Ipodcorosa;

MPOTOKOJI (CTEHOTpaMMa) OTYETHO-BBIOOPHOH TPOQCOI03HOM KOH(DEPEHITNY;

MIPOTOKOJIBI 3acejaHuil KoMmuTeTa (coBeTa) opranuzaiuu [Ipodcorosa;

IPOTOKOJIBI 3acelaHuil npe3uauyma opranuzanuu [Ipodceorosa;

IUTaHBI pa0OThI KOMHUTETA (COBETA), MOCTOSHHBIX KOMUCCHIA;

CTaTUCTHUYECKUE OTUETHI;

AKypHAJIbl BXOASIIEH U UCXOMSIIECH JOKYMEHTALINH;

aKThl 1 MaTEpHUAJIbl KOHTPOJIBHO-PEBU3UOHHON KOMUCCHUU;

(uHaHCOBBIE JOKYMEHTBHI (CMETbI, ILITATHOE paclHuCaHue, CTATUCTUYECKHUE
OTYeTHl W Jpyrue wmarepuanbl) (OyXraaTepCcKuil ydeT U AeNIONpPOU3BOACTBO B
Oyxraiatepuu TeppuTopuaibHON opranuzanuu l[Ipodcoroza BemyTcs Mo OTIEIbHOU
HOMEHKJIaType Jen);

Marepuaibl 0 MOArOTOBKE 3acelaHuii BHIOOPHBIX OPraHOB (CHpaBKH, TaOIULIbI
U npyrue pabodrie MaTepuaibl 0 U3YYEHHUIO TE€X WM MHBIX BOMPOCOB K 3aCEIaHUSIM,
CIpaBKH U3 NPO(COIO3HBIX OpraHU3alui U T.1.);

HAKOIUTEIbHbIE MaTepUalibl MO BCEM HAMNPABICHUSAM YCTABHOW JEATEIbHOCTH
opraHmzaiuu (1o BoOMIpocaMm TpyAa U 3apa0dOTHOM MJIaThl, MPaBOBBIM BOIpPOCAM,
OXpaHe TpyZa, COUMaIbHOMY NapTHEPCTBY U T.J.)

pabourie MaTepHualbl MOCTOSHHBIX KOMUCCHIA;

JOKYMEHTBI U MaTepHalibl KOHKYPCOB, CMOTPOB NPO(COIO3HBIX OpraHU3aluil 1
JIPYTUX MEPOTPUSITHIA, TPOBOJIUMBIX B TEppUTOpUAIbHOM opranuzaiuu [Ipodcorosa;

JOKYMEHTBl ¥  HAKOMUTEJIbHBIE JOKYMEHTHI IO paboTe TMEePBHUYHBIX
PO COIO3HBIX OpPraHU3AIHIA;

Apyrue JOKYMEHThl M Marepuaibl (UcXoAss M3 o0bemMa MOCTYyMaroulei
JOKYMEHTalluu U HEOOXOJUMOCTH JTOKYMEHTaJIbHOrO OOecreueHus AesiTeIbHOCTU
opranmu3anuu [Ipodcoroza).
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2.4, IMPUMEPHbBIN HEPYEHDb (HOMEHKIJIATYPA) AEJI
BYXT'AJITEPUU OPTAHU3AIIUA ITPOPCOKO3A

byxranrepckue gema, Kak mpaBuwio, (GOPMUPYIOTCS 1O  OTIACIbHOMN
HOMEHKJIAType, B KOTOPYIO BXOAT:

WHCTPYKIWHU, TUPEKTUBHBIC MHCbMA N0 (PUHAHCOBOHM paboTe, OyXraaTepckoMy
YYETY U OTYETHOCTH;

CMETHI JIOXOJIOB M pacxoJI0B MPo(COI03HOM OpraHu3aluy;

ITATHOE PACHUCAHUE, JOTIOJIHEHUS U U3MEHEHHUS K HUM,;

roJIOBble (PUHAHCOBBIE OTYETHI, OyXrajTepckue OajaHChl U MOSCHUTEIbHBIC
3aMUCKM K HUM, TMepefaTOuHble, pa3AeiiUuTeNbHbIe, JIMKBUIAMOHHBIE OallaHChl U
MPUJIOKEHUS, TTOSICHUTEIIbHBIE 3aIIUCKHU K HUM;

TEKYIIHUE TMOJIYrOAOBbIE M KBapTaJbHbIE OTYETHI MO BCEM HAMNPABJICHUSIM
(bUHAHCOBO-XO035UCTBEHHOU €SI TEIbHOCTH;

KaccoBble, OAHKOBCKHE JOKYMEHTbI CO BCEMH TMPHUJIOKEHUSIMU (cCUeTa,
HaKJIaJIHbIe, KBUTAHIIMU, aKThI, TOPYUYEHUS, JOTOBOPHI, 3agBJICHUSI HA MaTepUATIbHYIO
MOMOII[b, aBAHCOBBIC OTYETHI U T.11.);

KYpHaJI pErucTpanuy 0aHKOBCKUX MOPYUCHU;

KYpHJI pETUCTPAIMU TPUXOHO-PACXOIHBIX JOKYMEHTOB;

KHHUTa MaTePUAIbHO-X035MCTBEHHOTO yuéTa Mpo(CO03HON OpraHu3alluu;

MaTepHaJIbl 10 MEePEOIICHKE OCHOBHBIX (DOH/IOB;

KHUTA «KypHan-TiaBHas»;

JUIEBbIE CYeTa IITaTHBIX pPAOOTHUKOB (JIOKYMEHTHI TI0 HAYKMCIICHHUIO
3apabOTHOM TIJIaThI);

aKThl PEBU3HIA (PUHAHCOBO-XO3AUCTBEHHOM JIEATEIbHOCTH, TPUEMHO—CAATOUHBIC
aKTbl, B TOM YHCJI€ COCTaBIIAeMbIE MPU MEepen30paHuu npesaceaarens npodcoro3Hoit
OpraHu3aIuu;

Mepenucka rno (PMHaHCOBBIM BOIPOCAM;

KHUTA y4éTa MOJYyUYCHHBIX U BBIJAHHBIX NPO(COIO3HBIX OUIIETOB,;

JIpyTre TOKYMEHTHI.

2.5. HEKOTOPBIE HoAXO0 bl K COCTABJIEHUIO
HOMEHKJIATYPBI JEJI
B ocHoBe nenonpou3BOACTBA MEPBUYHOM, MECTHOM (TOPOACKOM, pallOHHOMN),

pErHMoHAIBHOM (MEXpernoHaIbHON) opranu3amnuu [Ipodcoro3a n1euT HOMEHKIATypa
Jeq.

Komuter (coBer) opranmzamuu IIpodcoroza exerogno 1m0 15 pexadps
COCTAaBJISICT MEPEUCHB JICJI 10 YCTAHOBJICHHOM BBIIIECTOSIIUM MPOGCOI03HBIM OPTaHOM
dbopme U yTBEpKIaeT HOMEHKIATypy A€, KOTopasi BBOAUTCS ¢ 1 sSsTHBapsl CIEAYIOIIETO
roja (1.5.3 [IpaBui o BeAeHUIO 1€ONMPOU3BOICTBa B opranu3anusx [Ipodcorosa).

Homenknarypa nen paspabarbIiBaeTCs HWCXOIS W3 TOJHOMOYUN BBIOOPHBIX
PO COI03HBIX OPraHOB, onpeAcaEHHbIX Y cTaBoM [Ipodcoroza, OOMUM MOJIOKEHUEM
O MEPBUYHON WK TeppUTOpHUATbHON opranu3anuu [Ipodcorosa.
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[Tpn HEOOXOMMMOCTH M3MEHEHHS U JIOMOJHEHHS B HOMEHKJIATYpPY AEN MOTYT
BHOCHTBCS B JTI000€ BpEMSI MO0 MEPE HEOOXOTUMOCTH.

Homenknarypa nen paspabaTeiBaeTcs HCXOAS M3 OCHOBHBIX HAalpaBICHHIA
npo(coI03HOM paboThl M TPEACTABISET COOOW MepeueHb KOHKPETHBIX [IEd, CHUC-
TEMaTU3WPOBAHHBIX B OMPECICHHON IMOCIE0BATEIFHOCTH, C YKa3aHUEM CPOKOB UX
XpaHEHHUS.

Hcuucnenne cpoka XpaHeHUs JOKYMEHTOB ITPOU3BOAUTCS Ha KaJeHAApHBIN rojl
C STHBapA.

Kaxnoe neno, BKIIOUEHHOE B HOMEHKIATYPY, AOJKHO HMMETh CBOM HOMeEp
(MHACKC), COCTOSIIMI U3 MU(PPOBOro 0003HAYEHHUS pasjesia padoThl U MOPSAKOBOIO
Homep aena, Hanpumep, 01—02 (01 — HopmMaTuBHBIE JOKYMEHTHI, 02 — IOJI0KEHHE
00 opranuzanun npodceoro3a; 02—O01 (02 — opramuzanumonHas pabota; 01 —
NEPCICKTUBHBIE W TEKYyIIUe IUIaHbl paboThl mpodcoro3Horo komutera); 04-01 (04-
colanbHOE NapTHEPCTBO; 01 — KOJUIEKTUBHBIN 10TOBOpP) U T.1.

Hazpanusimu pa3iesoB HOMEHKIATYPHI 1€, KaK MPaBHUIIO, SIBISIFOTCS OCHOBHBIC
HaIpaBJICHUS JEATCIBHOCTH (MOTYT SBIATHCS TaK)KE€ HA3BaHUS CTPYKTYPHBIX
NoJIpa3ieNIeHU i WM TTOCTOSITHHBIX KOMUCCUH PO COIO3HBIX KOMUTETOB).

['padb1 HOMEHKIATYPBI A€ 3aMOIHAIOTCS CIEIYIOIINM 00pa3oM.

B nepBoiil rpade mpocrasisiercss HoMep (MHIEKC) Aesla, KOTOPbIA COCTOUT U3
udpoBoro oOo03HAYEHUSI paszzesia (HampaBlICHUs JEATEILHOCTH) U TMOPSIKOBOTO
HOMEpA 3aroJioBKa Jiejia 0 HOMEHKJIAType B IMpejesax HamnpaBlICHUs JCSTEIbHOCTH.
WUunexcol nen o6o3HauvaroTcs apabckumu mudpamu. Hampumep: 04-01, rme 04 —
o0o3HaueHHE  JesTeNbHOCTH  opraHuzauuu  IIpodcoroza mo  coumambHOMY
napTHEpCTBY, a 01 - MOPSIIKOBBINM HOMEp 3arojoBKa Jiejia M0 HOMEHKIIAType B pas3zele
«COLMATTHOE MApTHEPCTBOY - HAIIPUMED, KOJIIICKTUBHBIN JOTOBOP.

[Topsimox pacmoyio’KeHusl 3arojOBKOB BHYTPU Ppa3/ieliOB HOMEHKIATYPHI e
OTIpe/IeNsAeTCS HCXOAS W3 HEOOXOJUMOCTH OpraHM3alui paboThl WM aHajIu3a
MaTepuajoB | Jp., Harpumep, 04-02 (04 - conmanbHoe mapTHepcTBO, 02 — MaTepUaIbl
KOMHUCCHHM TIO TieperoBopaM W T.1.). BHaudanme pacmomaratoTcsi 3arojoBKH e,
COJIEpIKaINX OPTraHU3alMOHHO-PACTIOPAIUTENBHYIO JOKYMEHTALMI0 10 JaHHOMY
HANPaBICHUIO NIEATEIHHOCTH, a 3aT€M 3arojOBKH €N, COAEPKAIIUX IUTAHOBBIE U
OTUYETHBIE JIOKYMEHTHI, IEPENUCKY 110 ITOMY HAMPABJICHUIO U T. 1.

EcTecTBeHHO, 3ar0JIOBKH JI€] MOTYT YTOUHSTHCS B TIporiecce 0(hopMIICHHS J1e.

Tpetbst rpada 3amoiaHSAETCS MO OKOHYAHWUHW KajeHAapHOro roja. B deTBépToi
rpade yka3bIBaeTCs CPOK XPaHCHHS Jelia, COTJIACOBAHHBIN (MPU HEOOXOAMMOCTH) C
aApXWUBHOMU CITY>KOOM.

Jlenonpon3BoacTBO B MPO(COIO3HBIX  OpPraHM3aIUsX  CTPYKTYPHBIX
noJipa3/ielieHuit 00pa3oBaTeNbHBIX YUpekaeHui (mpod0ropo), mpodrpymmax BeaErcs B
COOTBETCTBHHU C TIOPSAKOM yCTaHABIMBAEMBIM MPOPCOIO3HBIM KOMUTETOM TEPBUYHOMN
npodcoro3HOM  opranuzauuu  (9¢ppexmusHoti  opmoi  0eronpou3eoocmea 8
npoghepynne sisnsemces [[HesHux npoghepynopea).
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2.6. POPMUPOBAHUE JEJI

[Ipu ¢dopmupoBanuu naen HeEOOXOIUMO COOMIOAATH CIEAYIOIIHUE TMpaBUia:
MIOMEIIATh B JIEJIO TOJIBKO UCTIOJHEHHBIE U OPOPMIICHHBIE IOKYMEHTHI B COOTBETCTBUU
C 3arojIOBKamMu Jei, pa3aeiabHO (OpMUPOBATH B Jiefa JOKYMEHTBI MOCTOSHHOTO H
BPEMEHHOT'O CPOKOB XPaHEHHUS.

Homep nema, B KkoTOopoe H0JKEH OBITh MOIIIMT JOKYMEHT, OIpPEICIsIeT
UCIIOJIHUTEND (PO COI03HBIN pabOTHUK, AKTUBUCT) 1O HOMEHKIaTtype. Ha nokymente
MPOCTABIIAIOTCS: OTMETKa «B geno», nata ¥ MOANUCH TpelcenaTessl OpraHu3aluu
[Ipodcoro3a unm pykoBOJIUTENSI CTPYKTYPHOTO TojpasiesieHus (oTaesna, NOCTOSHHON
KOMHMCCHH).

B 3aBucHUMOCTH OT CPOKOB XpaHEHHUsS MPOBOJIUTCS TOJHOE WIM YacTHYHOE
opopmienue nen. Jlema  MOCTOSSHHOTO, JOJTOBPEMEHHOIO  XPaHEHHS U IO
JUYHOMY COCTaBY IOJUIEKAT MOJTHOMY O(QOPMIIEHHIO, KOTOPOE  MPEAyCMaTpPUBAET:
NOJAIIMBKY WM TEpEIuieT JAelia; HyMEpaluio JIUCTOB B JI€Jie; COCTABJICHHE, B
HEOOXOIUMBIX CIyYasXx, BHYTPEHHEMN OMHCH  JIOKYMEHTOB M O(OpMIICHUE
PEKBU3UTOB OOJIOKKH Jieia (TIpH cladye B TOCYIapCTBEHHBIN apXUB).

Jlena BpeMeHHOTO (10 10 JeT BKJIIOYUTENIHO)  XpaHEHUS  HE
NOJIIMBAIOTCS, JIUCTBI B HUX HE HYMEPYIOTCS, JOKYMEHThl B HHUX XpaHITCS B
CKOPOCIIMBATENIAX.

[Iporokonbl 3acenaHuil NpPO(COIO3HBIX OPraHoB, IO CYTH, SBISIOLIUECS
JOKYMEHTaMH IOCTOSIHHOTO XPAaHEHMsI, B JEJI€ PACIIOIAraroTcsl B XpPOHOJOTHYECKOM
NOpsZIKE MO0 HOMepaM. JIOKyMEHTBI K MPOTOKOJaM (BCIOMOTraTelbHbIE MAaTEpUAJIbL,
TaOJIMIIBI, CIPABKY U T.J.), CTPYNIIUPOBAHHBIE B OTJENIbHBIE JIea, CUCTEMAaTU3UPYIOTCS
110 HOMEpaM IIPOTOKOJIOB.

PacnopsinurenbHble  JOKYMEHTBl TPYNIUPYIOTCS B Je€lda 1O  BUJAM
(MocTaHOBNEHUS BBIIECTOALIMX TPO(OPraHoB, COOCTBEHHBIE MOCTAHOBJICHUS U T.1.).
VYcTaBbl,  TOJIOKEHUS,  UHCTPYKIUH,  YTBEP)KIAEHHBIE  PACTIOPSAUTEIbHBIMU
JOKYMEHTaMH, SIBJIAIOTCS MPWIOKEHUSIMU K HUM M TPYNIUPYIOTCS BMECTE C
MOCTAHOBJICHUSIMH.

PacnopspkeHust mpeacenatenss ONEPAaTUBHOIO XapakTepa (0 KOMaHIUPOBKax,
oTnyckax) GOpMUPYIOTCS B OTJEIBHOE JEO.

Y TBepkAeHHBIC TUTAaHBI PabOTHl MPO(COIO3HBIX KOMUTETOB (COBETOB), OTUETHI,
CMETBI, UHBIE TOKYMEHTHI TPYNIUPYIOTCA OTAEIBHO OT MPOEKTOB.

[Tucema u 3asBieHus wieHoB [Ipodcoro3a u JOKYMEHTHI 110 UX paCCMOTPEHUIO U
VCITOJIHEHHIO TPYIIUPYIOTCS OTAENBHO.

[Iepenucka CPyHIUpPYyeETCH, KaK MPaBUJIO, B XPOHOJIOTUYECKON
MOCJIEOBATENBHOCTH, JTOKYMEHT-OTBET IMOMELIAETCS 3a JTOKyMEHTOM-3ampocoM. [Ipu
BO300OHOBJICHMHM TIEPENUCKA 10 ONpPEACJICHHOMY BOIPOCY, HayaBIIeWCs B
OpeabIAyIeM roay, JOKYMEHThI BKJIIOUAIOTCS B JIEJIO TEKYIIEro roja ¢ yKa3zaHueM
MHJIEKCa Jiesa MPEeblIyIIero rojaa.

B nena rpynnupyrorcst JOKYMEHTBI OJTHOTO KajieHJapHoro rojaa. Mckimouenue
COCTABJISIFOT MEPEXOSIINE JeNa, B KOTOPbIE TPYNIUPYIOTCS JOKYMEHTHI 32 HECKOJIBKO
JeT (HarpuMep, JTUYHbBIC J1eT1a).
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Kaxnoe neno mommkHo conepxkats He Oosee 250 mucto (30-40 MM TONIIMHBI).

2.7. PASPABOTKA JOJIKHOCTHOM MHCTPYKIIUA

JIOJDKHOCTHASI MHCTPYKIIMS ONPEEIseT OpraHu3allMOHHO-TIPABOBOE MOJI0KEHUE
MITATHOTO TPO(COI03HOTO PabOTHUKA, YETKO pa3rpaHWYUBas OOS3aHHOCTH W TpaBa
MEXIY COTPYIHUKAMH.

NHeTpyKust  CIy>)KUT — OTNPABHOM  TOYKOM TIPU  OIICHKE JE€ATEeIbHOCTH
pabOTHUKOB U MPUMEHEHHUIO K HUM Mep BoznencTsus. [Ipu pazpaboTke JOIKHOCTHBIX
WHCTPYKIUHN JUisi paOOTHUKOB amnmapara mpo(Ccoro3HO opraHu3aluu Mpeacenareib
npoCOrO3HON OpraHU3alMKh JOHKEH OCHOBBIBaThCS Ha OOIIEeM MOJ0KEeHUUu 00
opranmzanuu Ilpodcoroza u Tex 3amayax, KOTOpBIE CTOST TMEped OpraHu3aluen
[Ipodcoroza u e€ anmapatom.

JIOJDKHOCTHAST MHCTPYKIMS, KaK MPaBUIIO, COACPKUT CIEAYIONINE PEKBU3UTHI:
HAaUMEHOBAHUE OpraHU3alliu, Ha3BaHUE JIOKYMEHTA, AaTy, Tpud yTBEPKIEHUs, TEKCT,
MOJIMUCH, BU3BI, OTMETKY 00 03HAKOMJICHUU C UHCTPYKITUEH.

J0JI2KHOCTHASI MHCTPYKUMS O0BIYHO MMeeT 7 OCHOBHBIX Pa3/1eJioB:

oOuuit; PyHKINUM; 00S3aHHOCTH; TPaBa; OTBETCTBEHHOCTh; B3aMMOOTHOIICHUS;
opranu3anus padoThl U OLIEHKA JEATCIbHOCTH.

B «O6miem pazniene» yka3pIBalOTCS:

CBEJICHUS O JIOJKHOCTH;
MOPSIJIOK Ha3HAYEHUSI K OCBOOOK/IEHHUSI paOOTHUKA OT JOHKHOCTH;
MOPSAOK 3aMENICHUS B ClIy4ae OTCYTCTBUS,
TpeOOBaHMs K KBaU(pUKauu pabOTHUKA;
® JJOKYMEHTHI, KOTOPBIMHU COTPYIHUK PYKOBOJICTBYETCSI npu
OCYIIECTBICHUU JOHKHOCTHBIX 00513aHHOCTEH.

Paznen «pyHkuum» onpeaensieT HalpaBIeHUs AeITEIbHOCTH COTPYIHUKA.

B pazgene «I0MKHOCTHBIE OOS3aHHOCTH» TMEPEUUCISIOTCS BUILI  padoT,
KOTOpbI€ JIOJDKEH BBIMIOJIHATH MPO(COIO3HBIA PA0OTHUK [T OCYIIECTBIICHUS
BO3JIOXKEHHBIX HA HEro (PyHKIIHA.

Paznen «mpaBa» onpejaenseT npaBa pabOTHHKA, HEOOXOIUMBIE JJI1 HOPMaIbHOM
paboThl. 3/1€Ch YyKa3bIBaeTCs, Kakyr HHGOpMalUio, HEOOXOAUMYIO Jisl paboThI,
CIICLIMAIUCT MOXKET MOJY4YUTh U OT KOIO OH HMMEET MpaBO €€ TpeOOBaTh, MPUHATHE
KaKUX PpEIIeHUH BXOJAUT B €ro KOMIIETCHIMIO, KakKHe€ JIOKYMEHThl OH BIIPaBe
MOANUCHIBATD U T.II.

B pa3smene «OTBETCTBEHHOCTBHY» JIOJDKHBI OBITH  yKazaHbl (OpMBI  OT-
BETCTBEHHOCTH 32 PE3YNbTAThI ICITEILHOCTH MPOQPCOIO3HOTO paboTHHKA. Uem TouHee
OyIqyT ONUCaHbl CUTYyallid, BO3HUKHOBEHHE KOTOPBIX BO3MOXHO BCIIEJCTBUE
HEOPEKHOTO OTHOIICHHS CIENHATNCTa MPO(COIO3HOW OpraHU3alMk K CBOUM
00s13aHHOCTSIM, TEM Jierde OyAeT KOHTPOJIUPOBATH PadOTYy.

Paznen «B3aMMOOTHONIEHUS» OMPEACNISIET B3aUMOCBS3UM PAaOOTHUKOB BHYTPH
amnmapara rnpogcor3HON OpraHu3alui.

Paznen «opranuzanus paOOThl U OIEHKA JCATEIBHOCTUY OMNpEeseT PeKUM U
rpaduk paboThl, BO3MOXKHOCTh U TIOPSIOK COBMEILIEHUS IPYTUX BUJIOB padOT, a TaKxKe
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COJEPKUT  CBEACHHS O MOPSAKE OLEHKU 3(PPEKTUBHOCTH PabOThl U KPUTEPHUH, IO
KOTOpPBIM OyJe€T OLIEHHWBATHCSA JESATENbHOCTh PAaOOTHUKA W €ro mnpodeccuoHaIbHas
npurogHoctb. VIMEHHO 371ech HEOoOXOAMMO NPEeayCMOTPETh MEphl, Jarolue
BO3MOYKHOCTh IPUMEHHUTh K pPaOOTHUKY, HE CIHPABISAIOIMIEMYCS CO CBOMMU
00513aHHOCTSIMH, cOOTBeTCTBYIoIME cTaThl TK PO.

Ilocne yTBEepKIeHUA AOJDKHOCTHOW MHCTPYKIMH OHA JTOBOAMUTCS 10 CBEACHMS
pabOTHUKA, 3aHUMAIOUIETO 3Ty JAOJKHOCTb, O YEM JEJIaeTCs COOTBETCTBYHOIIAS
oTMeTKa «C MHCTPYKIMEN 03HAKOMIIEH» € JIMYHOM MOJANUCHIO pabOTHUKA U YKa3aHUEM
JAThl 03HAKOMJICHHS.

IIpp BHeceHMHM W3MEHEHUH B MHCTPYKLMIO M3JA€TCA COOTBETCTBYIOLIEE
pacrnopsbKeHue npejceaaresns IpoCco3HON opraHu3aluy.

B  HeOonpmmx  npo()COIO3HBIX  OpPraHM3alMAX BMECTO  JOJKHOCTHBIX
UMHCTPYKIMI  ocymectBisierca «Pacnpenenenne (yHKIMOHAIBHBIX OO0S3aHHOCTEN
MeXAy U30MpaeMbIMU NPO(COIO3HBIMU PAOOTHUKAMKY, KOTOPOE TAKXKE YTBEPKIAETCA
npenceaarenem opranuszanuu IIpodceorosa.

I'/IABA 3.
OP®OPMJVIEHHUE TPOTOKOJIOB U CJAYXEBHbIX IIMCEM

3.1. OBIIUE TPEBOBAHUA K ITPOTOKOJY

[TpodcorozHoe cobOpanue (kKoH(DepeHIus), 3aceaanrne MPoQCcor3HOro opraHa
npoTokonupyeTcs. B mpoTokosne ykasbiBaeTcsl AaTa, MOPSIKOBBIA HOMEp, MOBECTKA
nHS coOpaHus (KOH(EpEHIMH), 3acelaHus KOMHUTETa (COBeTa), Mpe3uauyma.
[IpoTOKOITYy OTYETHO-BHIOOPHOTO COOpaHUS TPUCBAUBACTCA TMOCIEIHUIN MOPSIKOBBIN
HOMEpP MPOTOKOJIa OTYETHOTO MEPUOAA.

[IpoTokon sBASETCS OCHOBHBIM JTOKYMEHTOM MpPO(COO3HON OpraHu3aluu, B
KOTOPOM TOCJIE/IOBATEIbHO U B TMOJHOM 00ObeMe 3aUKCHUpOBAH BECh XOJ PabOThI
BBICIIIETO OpraHa Mpo(COI3HOM OpraHu3ali WM 3acelaHusl KOJUIETHUAIBHOTO
BBIOOPHOTO PO(PCOIO3HOTO OpraHa.

[IpoTokon MOMKEH MaKCHUMaldbHO OTBEYaTh TPEOOBAHUSIM TOJHOTHI U
JIOCTOBEPHOCTH WH(OpMAINHU, OTPaKaTh XOJ OOCYXKIEHUS BOMPOCOB, 0OECIEUNBaTh
IOPUJIMYECKYIO TTOJTHOIIEHHOCTh, KOTOpasi OMpPEAESAETCS HAIMYUEM B MPOTOKOJIE BCEX
HEOOXOMMBIX PEKBU3HUTOB.

B mporokone coOpanusi (KoH(MEpPEHIMN) YKa3bIBAIOTCSA: KOJUYECTBO YJICHOB
[Ipodcoroza, cocrtosammx Ha ydeTe (M30paHHBIX JIEJIETaTOB), KOJUYECTBO
MPUCYTCTBYIOIIHNX YJICHOB [Tpodcoroza (meneraToB KOH(epeHIInn),
MpeIcenaTeIbCTBYIONUN, cekperapuar coOpanus (koHdepenmmu), K mpoTokory
cobpanus (kKoH(epeHIMK) mpuiaaraeTcs cnucok wieHoB Ilpodcoro3a (memnerartos
KOH(EpEHIIUN ).

B nporokone 3acemanust mpo)cO03HOI0 KOMUTETAa YKa3bIBAIOTCS: KOJIUYECTBO
M30paHHBIX YJIEHOB, CIHUCKH MPUCYTCTBYIOIIMX YIEHOB KOMHUTeTa (mpe3uauyma) (B
aniaBUTHOM TOPSIZIKE), TPUTJIAIICHHBIX (€CIU mpuTiiaiieHo 6osee 10 yenoBek, CucoK
OpUTJAlIEHHBIX  MpUjaraercss K  [OpPOTOKONy),  ¢daMuiusi, HMs, OTYECTBO
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IpeICceIaTeabCTBYIOLIETO.

B nporokon mo kaxaoMmy BOIPOCY B MOCIEI0BATEIbHOCTH, YCTAHOBJICHHOU B
MOBECTKE JIHSI, BKIIIOYAIOTCS: TEKCTHI JOKIana (mHbOpMaImum), COMOKIaaa, 3aIrch
BBICTYIUICHUH C YyKa3aHWeM (pamMwimu, WHUIHAAIOB, JOHKHOCTH BBICTYMHAIOIIETO,
BOIIPOCHI M OTBEThl Ha HUX, 3aKJIIOYUTEIBLHOE CJIOBO JIOKJIAJYMKa, MPHUHSATOE MOCTa-
HOBJICHHUE C YKa3aHUEM PE3yJIbTaTOB IOJIOCOBAHUS («3a», IPOTUBY», «BO3JIEPKAIICS).

B menoM Tekct 1o kaxaomy Bompocy ctpoutca no cxeme: CJVIIAJIA —
BBICTVIIHUIIU — IIOCTAHOBHJIH - 'OJIOCOBAJIA.

Ecnu Bonpoc He TpeOoBan MOMOJHEHUNA W Pa3bsCHEHUN WIM TpUHUMACS 0e3
o0cyXIeHHs, pa3iesl IpoToKoia «BeicTynuinmy He opopMIsieTcs.

Ecnu B mOCTaHOBIEHUU UMEIOTCSI CCHUIKUA Ha MPUJIOKEHUSI, OHU JTOJKHBI OBITh
MIPOHYMEPOBAaHBI M PHUIJIOKEHBI K TPOTOKOILY.

IIpu opopmileHNM POTOKOJIA BAKHO YYUTHIBATD, YTO:

» KaXJIbIH BOIIPOC TTOBECTKH JTHS HauMHAETCs ¢ mpeyiora «Oy», «Oo».

» COoJZIep’)KaHHUE JOKJIAI0B W BBICTYIICHUH HM3J1araeTcs HETOCPEICTBCHHO B
TEKCTE MPOTOKOJIA WJIM Tpuiaraercss K HeMy (B TOCJIEIHEM Ciydyae
JeIaeTcss B TEKCT€ CHOCKAa «TEKCT JIOKJIaJla WM BBICTYIUJICHUS
MIPUIIATaeTCsa» );

» coJiep)KaHHMe BBICKAa3aHHBIX IO XOJYy 3aCEIaHMs MPEII0KEHUH, BOIIPOCOB
U T.I. U3JIaraeTcs B MPOTOKOJIE B MPEIENIax COOTBETCTBYIOIIMX ITYHKTOB
MOBECTKU JHS, BO B3aUMOYBSI3KE C BBICTYIUICHUSIMH;

» KOKIbIA MTyHKT IMOBECTKU JHS 3aBEPIIACTCS TOJIOCOBAHUEM U MPUHSATHEM
IOCTAaHOBJICHUS;

» TEKCT MTOCTAHOBJICHHS 110 KaKJIOMY BOTIPOCY M3JIaraeTcsi MOJHOCTHIO.

OCOOEHHOCTBIO CTHJIMCTUKH MPOTOKOJIA SBIISIETCS M3JI0KEHUE CONEpPkKAHUS OT
TPETHETO JIMIa MHOXKECTBEHHOTO YHCIa («CIYIIadn», «BBICTYIUINY, «OCTAHOBUIIN
U T.J.), a COAEpKaHUsI BBICTYIUICHHUH — OT TPEThEro JHIa €IUHCTBEHHOrO 4YHCia
(«TIpeANIOKIIDY, KIOAYEPKHYID, «OTBETHID»).

[TpoTokon, Kak mpaBuiio, 0pOpPMIISIETCSI B CPOKHU, YCTAHOBJICHHBIE B PETJIAMEHTE,
HO He OoJiee ueM uepe3 10-15 gHelt moce 3acenanus.

[To Bompocam omepaTUBHOIO XapakTepa MOTYT MPUHUMATHCS MOCTAHOBJICHUS B
paboueM mopsiAKe. DTH MOCTAHOBIICHUS BU3BMPYIOTCS 3aWHTEPECOBAHHBIMH JIMIIAMH,
UM TIPUCBAMBACTCS TOPSAKOBBI HOMEpP OYEPEIHOro 3acefaHusi mnpodroMa
(npe3uarMyMa) € yKazaHUEM JaTbl WX MNOpUHATHSA. [locTaHOBIIEHUS, TPUHATHIE B
pabouem mopsiake, GOPMUPYIOTCS K OYEPETHOMY MPOTOKOIY B XPOHOJIOTHYECKOM
MOCJIEA0BATEILHOCTH.

[lepedyeHb OCHOBHBIX BOIPOCOB, IO KOTOPHIM MOCTAHOBJICHUSI MOTYT OBITH MpPHU-
HATBI B paboyeM TMOpsAKe, OMNPEACNIeTCs] COOTBETCTBYIOIIUM  BBIOOPHBIM
KOJUIETHAIBHBIM PYKOBOISIIIIUM TTPOQCOIO3HBIM OPTaHOM.

Ilpumeuanue: B COOTBETCTBUU C TMOJHOMOYHUSIMH OTKPBIBAET MPO(COr03HOE
cobpanne (koH(pepeHIuIo) npenacenarenb opranuzanuu [Ipodcoro3a (Mo perreHuro
uineHoB [lpodcoroza (meneratoB) myig BeaeHuss coOpaHus (KOH(EepeHLHH) MOryT
n30upartbcs paboure opransl (MPE3UaANYM, CEKpeTapuar u ap.).
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HezaBucumo oT TOro, KTO y4acTBOBaJl B BeJIeHUU coOpaHus (KOH(epeHIH),
UTOTOBBIE JTIOKYMEHTBHI (TIOCTAHOBJIEHHWE W MPOTOKOJI) MOAMUCHIBAET IMperceaaTenb
npoQCOI03HON OpraHW3alMi WA €r0 3aMeCTUTeNb (He nymamv ¢ NPOMOKOIOM
cobpanusi mpyooeo2o KOMNEKmMUed, 20e NPOmOKOI NOONUCHIealom npedcedamensd U
cekpemapb coOpanus, NOCKOIbKY )Y Mpyoo8020 KOJNEKMUBA Hem HNOCHMOAHHO
0eliCmaYIouUX 8b100PHBIX PYKOBOOSUUX OPSAHOS).

3.2. OPOPMJIEHUE OTAEJIBHBIX HNPO®COKO3HBIX
JOKYMEHTOB

Buvinucka. Brpinncka u3 npoToKoJia MOBTOPSET BCIO BBOAHYIO YacCTh MPOTOKOJIA
70 TIOBECTKH [HS, M3 KOTOpOH OepeTrcss TOT BOMPOC, MO KOTOpPOMY OGOpMIISEeTCS
BBITTUCKA.

Pacnopascenue. PacniopsikeHue MOXKET NPUHUMATHCSA npejceaaTeaeM
opranuzanuu IIpodcoroza no 1060My BONPOCY, OTHECEHHOMY K €Tr0 MOJHOMOYHSIM.
Hanpumep, mo kaapoBbIM BoOIpocaM, IO HA3HAYEHHUIO JaThl CO3bIBAa 3acelaHus
po(COO3HOTO OpraHa u T.I.

Cnpaeka. OdopmiigieTcss B KayecTBE BCIIOMOTaTeIbHOIO MaTepuaia mpH
W3YYEHUH TE€X WJIM WHBIX BOIMPOCOB JJISI PAaCCMOTPEHMS Ha 3aceJaHUU BBIOOPHOTO
npodcoro3zHoro oprana. O0bEM CrHpaBKH, KaK MPaBUIIO, HE JOJDKEH MPEBHIIATh 3-5
ctpanuil. [lo Hamboniee KpymHBIM BONpOcaM, Hampumep, npu OOOOIIEHUH OIbITa
pabotsl opranuzanuu IIpodcoro3a cipaBka MOXKeT ObITh U O0JIBIIETO O0BEMA.

Cnyxceonaa 3anucka. SIBuseTcss BHYTPEHHUM CIIYXKEOHBIM JOKYMEHTOM,
aJIpeCOBAHHBIM PYKOBOJUTENIO MPO(dCOI03HOM opraHu3anuu. B Hem, kak mpaBumio,
paccMaTpHUBaeTCsl KakoW-1uOO BOMPOC, a B 3aKIIOYCHUM TPHUBOMASTCS BBIBOJABI U
npemnoxkenus. [lo comepkanuio  ciy)KeOHBIE 3amUCKKA  OBIBAIOT: JIOKJIAIHBIE,
aHAJIUTUYECKHUE, CTATUCTUUYECKUE, OOBSICHUTEIBHBIC U T.JI.

3aaenenue. BHYyTpeHHHMI CITy>)KEOHBI JTOKYMEHT, OQOpMISIEMbId Ha WM
PYKOBOJUTENSE TPOQPCOIO3HON OpraHu3aluu. bBIBalOT pa3Hble THUIBI 3asBJICHUI:
3asBJieHHEe O mpuémMe Ha paldoTy WIM  YBOJBHEHUM, 3asBICHUE-XOJAaTalCTBO,
3asiBJIeHUE-Kano0a, 3asiBJIeHUe-KOHCTaTals U T.I1.

Axkm. TekcT akTa COCTOMT M3 ABYX 4acTe€d — BBOJHOM M KOHCTATHPYIOIICH.
BBoaHass 4acTh akTa BKJIIOYAET WM3JIOKEHUE OCHOBAHMS [IJII COCTABJICHUS aKTa U
MepeyYeHb JUI, TPUCYTCTBYIOIINUX MPU AKTUPOBAHUHU.

AKTOM (pUKCHUPYIOTCSI Pe3yJIbTAThl, HAIPUMEP, TpHeMa-ClIaud JOKyMEHTOB NPy
n30paHuu HOBOTO TIpejacenaresiss MpodCor3HON OpraHu3aIii, pe3yiabTaThl PEBUBHIA,
WHBEHTapU3allNii, CHUCAHUS MAaTEPUATIbHBIX [IEHHOCTEN U T.1.

AKT odopmIsIETCS II0 ONpEneIéHHOM CXeMe M JaToh ero oQOpMIICHHS
CTAaHOBUTCS JIaTa aKTUPYEMOTO COOBITHSI.

Jlosepennocms. B 3aBUCUMOCTH OT COJEpXaHUS MOJHOMOYMM, YKa3aHHBIX B
JIOKYMEHTE, pa3inyalor:

o0wue (2enepanivnvle) 006epeHHOCMU — BBIAAIOTCS JJISI  COBEPUICHUS
MPEJACTABUTENIEM CaMbIX PpPa3HOOOpa3HBIX HOPUAMYECKUX JEUCTBUH OT HUMEHH
MPEICTaBIIIEMOrO;
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cneyuanbHvle 006EPEHHOCMU — BBIJAIOTCA HA COBEPIICHHE OAHOPOIHBIX
IOPUINYECKUX IEUCTBUI, HAIPUMEP 3aKIIFOUEHHSI OJHOPOAHBIX CIEJIOK;

pazoevie 006epeHHOCMU — BBIJAIOTCS JJIsI COBEPIICHUS CTPOTO OINPEAEIEHHOIO
IOPUIUYECKOTO ACHCTBUSA, HAlpUMEpP I MOANMCAHUS KOHKPETHOI'O JOrOBOpA, MpHU
3TOM B JIOBEPEHHOCTH JIOJKHBI OBITh YKa3aHbl HOMED M JJaTa JOrOBOpA, HAMMEHOBAHUE
KOHTPAreHTa, ¢ KOTOPbIM HEOOXOAMMO 3aKJIFOUUTh JAHHBIN TIOTOBOP.

JIOBEpEHHOCTh aJpecyercs JMlaM, Hepell KOTOPbIMU MpPEICTaBUTENb OyIeT
OPEICTaBISATh HMHTEPEChl MPO(PCOIO3HONW OpraHu3auuu  (IOPUAUYECKOTO JIMIA).
JIOBEpEHHOCTh MPEJICTABISIET OAHOCTOPOHHIOK CHIETKY, MOXKET OBITh BBIIAHA HA UM
OJIHOT'O MJIM HECKOJIBKHUX JIII.

3.3. OOOPMJUIEHHUE CJIYKEBHbIX IMCEM

CnyxebHoe MUChbMO — 3TO HE TOJIBKO HOCUTENb OMNpe/eIeHHON UH(OpMaIINH,
HO U TPaBOBOM JOKYMEHT, OT MPaBUIBLHOIO O(GOPMIICHUS KOTOPOrO 3aBUCHUT €ro
OTIEPaTUBHOE HCIIOJHEHHUE U MOCIIEIYIOIIEe UCTI0JIb30BAHHUE.

TekcT mucbMa JI0KEH OBITh KPaTKUM, TOYHBIM, HE JOMYCKAIOIMIUM Pa3IuYHbIX
TonkoBaHui. CiykeOHOE€ MHUCBMO MOXKET OBITh aJ[peCOBAaHO OpraHu3alluu, €¢
CTPYKTYpPHOMY  MOJPA3ACJIICHUIO0, COOTBETCTBYIOIIUM JOJKHOCTHBIM JTUIamM
poCOr03HOM OpraHU3alnu.

CnoBO «KOmHs» NEpel] yKa3aHUEM BTOPOro, TPETHErO aJpeca HE yKa3bIBAETCH,
KKJBIM 9K3eMIUIAp MOJMUCHIBaeTCA OTAENIbHO. [TuchMo 11enecoodpa3Ho MOCBSIIATH
onHoMy Boripocy. [Ipu HeoOxoaumMocT 0O0paTUTHCS OJTHOBPEMEHHO MO HECKOJIBKUM
Pa3IMYHBIM BOMPOCAM PEKOMEHYETCS COCTABIIATh HECKOJIBKO MHUCEM.

HaumenoBanue aapecara yka3blBarOT B MPaBOM BEPXHEM 4acTU JOKyMeHTa. B
NMChbMax, SBJSIIOIIUXCS OTBETAMU Ha 3alpochl, YKa3bIBalOTCS HOMEpP U Jara
JIOKYMEHTa, Ha KOTOpbIA JaeTcs OTBET. OTH JIaHHBIE TMPOCTABISIOTCS B
YCTAaHOBJICHHOM MecCTe OJIaHKa WJIU TIepe]] 3aroJIOBKOM TEKCTa.

Cy1iecTByeT MHOIO Pa3/IMYHBIX BHUJAOB CIY)KEOHBIX TMHUCEM, HO B MPAKTUKE
paboThI BBIOOPHBIX OpraHoB OopraHu3aIun [Tpodcoroza Haunbosee
pacrnpoCTpaHEHHBIMU ~ BUJAMU  CIY)KEOHBIX TIMCEM  SIBISIOTCSA:  LUPKYJISIPHBIC,
WH(POpPMAIIMOHHBIE, COMPOBOAUTENbHBIC, MUCHMA-TIPOCHObI, MHUChbMa-HAIIOMUHAHMS,
MYMChbMa-U3BEUICHUS, MUChMa-TIPUTIIAIICHUS, TUChbMa-3aMpOChI.

Hupkyasipuble mucbMa. OTU TUChbMa OOBIYHO BBICHUIAET BBHIOOPHBIM OpraH
BEIIIIECTOSAICH opranu3anuu  IIpodcoro3a, KOTOPBIM COOOIMAET HUIKECTOSIIUM
OpraHu3alusM ONMpPEACICHHbIE CBEICHUS WM YCTAHOBKH, HOCSIIUE (YIPaBIECHYECKUH)
pactopsAIUTEIbHBIA XapaKTep B COOTBETCTBYIOIICH MPOQCOIO3HON OpTaHM3aIluu WU
[Tpodcorose.

HNudopmannonubie NnUCbMa — PA3HOBUIHOCTh MMM CEM-U3BEIlICHUH,
uHGOpMUPYIOMKUX TPOPCOIO3HYI0 OpraHU3aIlUI0 WX Tpeacenaresisi OpraHu3aluu
[Tpodcoroza o ToM niam UHOM (haxTe.

ConpoBoauTeibHble MHUCbMA COCTABJIIOTCS TPHU  OTIPaBKE KaKUX-JTHOO
JOKYMEHTOB WJIM MaTepHUAJIbHBIX [IEHHOCTEW (HarpuMmep, mpodcoro3Hbix Harpaa). OHu
MOTYT COJIEpPKaTh JOMOJHUTEIbHYI0 HMH(POPMALMIO MO MPUIAraéMbIM JIOKYMEHTaM.
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ConpoBOAUTENBHOE NUCBMO SABJISIETCS TAaKXKE OJHHM U3 CpPEICTB KOHTPOJSA 3a
JBUKEHUEM JOKYMEHTOB M MaTepUabHbIX LIEHHOCTEH.

IMucbMa-nmpocbObI U3AralT Kakyw-1100 npock0y. B HUX mpeaenbHO KpaTKo
U YBA)XHUTEJIbHO MOJYEPKUBAETCS 3aMHTEPECOBAHHOCTh OpPraHU3AllMM B CKOpEHIIeM
BBIMIOJTHEHUH TPOCKOBI M 3apaHee BBIpakaeTcs OJarogapHOCTh 3a yCHIUS TO €€
UCIIOJHEHNI0. Takue NmuchMa, Kak MpaBwio, HaunHaroTcs ciaoBamu: «lIpomry Bacy,
«IIpocum Bac...».

IIucbma-u3BemieHnsl - 3TO MUCHbMA, B KOTOPBIX YTO-IMOO COOOIIAETCS HIIU
yrBepxaaerca. OHM OObIYHO HaumHaroTcs ciaoBamu: «CooOmaem», «JloBogum a0
cBeneHus», «CtaBuMm Bac B M3BECTHOCTB» U Ap.

Incema-npuriaamenns. OHU MOTYT ObITh aIpECOBAHbI UHIMBUIYAJIbHOMY WU
KOJUIEKTUBHOMY ajipecaTy. [Ipu OoibIIOM KOJIMYECTBE aJpecaToB IiesiecO00pa3HO
U3rOTOBUTH TUHOTpad)CKUM crocoOoM TpadapeTsl, B KOTOPbIX OT PYKH WM Ha
NUIIYIIEH MallMHKE 3aMOJHSIOTCA (aMUIus, UMs, OTYECTBO NPUIJIALIEHHOr0. JTH
nucbMa HauuHarorca cioBamu: «lIpodcoro3Hblii KOMHTET (COBET) MpHUIIIAIIAETY,
«IIpocum npunATE yuactuey, «IIpurnamaem» u T. 1.

B coBpemMeHHOM JA€IONPOU3BOACTBE IHMCHMO BBICTYNAET KakK JIEJIOBOM
JIOKYMEHT. Bce penoBeie mmcema B IIpodcoroze MOXKHO — pa3ienuTh 10
(YHKIIMOHAJIBbHOMY NMPU3HAKY HAa JABE IPYIIIIHL:

a) mnMcbMa, TpeOyrolle NUChMa-OTBETA;

0) nucbMa, He TpeOyrolue MUCbMa-0TBETa (MMChbMA-TIOATBEPHKICHUS, TMChMa-
HAallOMUHAHUs, MHUCbMa-NPEIyNpexIeHUs, NucbMa-u3BelieHus). OHU He TpeOyroT
OTBETA, HO UX HAJMYUE UMEET FOPUINYECKOE 3HAUCHNE.

Jis cocTaBieHMsI CIIy)KEOHbIX MHCEM, OTBETOB Ha MHUCbMa HCIOIb3YIOTCS
OmaHku Mpocoro3HOM opranuzaiuu hopmato A 4.

Ecnu nmucbMo aznpecoBaHO YacTHOMY JIMIY — YKa3bIBAa€TCs JIOMAUIHUI aJpec
MOJTy4aTelis.

[TrcbMO MOJIKHO UMETH: ajpecara, 1aTy, MHIEKC JOKYMEHTa, CChUIKY Ha MHJIEKC
U J1aTy JIOKyMEHTa-3amnpoca (€ciyd MUCbMO SBIISIETCSI OTBETOM), 3arojOBOK K TEKCTY,
BO3MOYKHA OTMETKA O HAJIMYUU MPUIIOKEHUS, a Jlajiee - MOANUCH, (aMuiius U TesedoH
VCITOJIHUTEJIS.

Kaxk npaguno:

® 3aroJIOBOK K TEKCTy NHChbMa HauMHaeTcss ¢ mpemsoroB «O», «O6» u
BBITIOJIHSETCS 0€3 KaBbIYEK, TOUKA B KOHIIE 3ar0JIOBKAa HE CTaBUTCS;

® B HAIMCaHUU JaThl IMCbMA HE CIEAYET UCIIOJIb30BAaTh KABBIUKH;

e B oOOpameHud K aapecaTy clienyeT oOpaimiarbcsi OT Julla BO
MHO>XECTBEHHOM uucie, Hanpumep «Cooburaem », «Hanomunaem ..».

J171s GONBIIMHCTBA JEIOBBIX TUCEM XapaKTepHa MOBTOPSIEMOCTh OJTHUX U TEX e
000pOTOB, OCBOMB KOTOPBIE MOKHO COCTABUTh TEKCTHI PA3IMUHbIX TUCEM.

[Ipu ucnonb3oBaHuu paciuppoOBKHU MOAMUCH HE CIEIYET CTABUTh CKOOKH.

[logroToBka JOKYMEHTa K OTHOPABKE 3aKJIOYAETCS B MOJANUCAHUUA U
perucTpanum.

Komust ocraercs B gnene mnpodcoro3Hod opranuzanuu. llpu HampaBieHuu
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NMCbMa OJHOBPEMEHHO HECKOJIbKMM aJpecaTtaM CHadajla YKa3blBaeTcs aJpec
OCHOBHOTO TMOJIydaTess, a 3aTeM, 0e3 yKa3aHMs CJIOBa «KOIUS», MEPEUUCISIIOTCS
JIpYTHE aIpecaThl.

Aopecosanue ookymenma. JIOKyMeHTHI aapecytoT B opranu3aiuu [Ipodcorosza
WIH JNOJHDKHOCTHOMY — JHIy (KaKk TpaBHIIO, TpeAcenaTesio  MpoQCcoro3HOU
OpraHMU3allNH ).

[Ipu agpecoBanuu JOKyMeHTa B MPO(COI03HYIO OpraHu3aiuio 0e3 ykazaHus eé
PYKOBOJWTENSA HAaNMEHOBAHUS MUITYT B UMEHUTEIIBHOM Ma/IeKeE.

Hamnpumep, Ilepmckas kpaeBast opranuzanus [Ipodcorosa.

[Ipu HanpaBieHUH TOKYMEHTa Ha UMsl TpeacenaTens opranuzauuu [Ipodcorosa
€€ HaMMEHOBAaHUE BXOJUT B COCTAaB JIOJHXKHOCTH aJIpecara.

Hanpuwmep, Ilpencenarento KpacHosipckoit kpaeBoit opranuzanuu IIpodcorosa
JI.B. KocapbIH11€BOH.

[Ipn appecoBaHMM JOKyMEHTAa B HECKOJBKO OJHOPOJHBIX OpraHU3aluid HX
Ha3BaHUs  CleIyeT  yKa3piBaTh  o0oOmenHo. Hanpumep:  Ilpeacemarensm
TEPPUTOPHAIBHBIX (MECTHBIX) opranuzanuii [Ipodcorosa.

ITonHBIN MOYTOBBIN aIpPEC YKA3bIBAECTCS MPH HAINIPABICHUHM JOKYMEHTA Pa30BbIM
KOPPECIIOHJEHTaM B COOTBETCTBUM C MOYTOBBIMH IPABUIIAMHU.

Hampumep: Penakius razerst «Moii IIpodcorosy, yn. 1905 rona, a.7, ctp.1 r.
MockBa,123995.

JIOKYMEHT He€ JO0JDKEH COJAepKaTb Oo0Jee YEThIpeX aJpecaToB, KaxAbld
9K3EMILISIP TAKOI'O JOKYMEHTA JI0JIKEH OBbITh MOMHUCAH.

[Ipu HampaBieHHHM JOKyMeHTa Oojee 4YeM B 4eThIpe ajJpeca COCTaBISETCS
CIIMCOK Ha PACCBUIKY M Ha KaXJIOM JOKYMEHTE MPOCTABISAETCS TOJIBKO OJUH aapecar.

Anpec He MpOCTaBISIETCS HAa JOKYMEHTax, HaIpPaBIsSE€MbBIX B BBIIIECTOSIIUE
BBIOOpHBIE MTPO(PCOIO3HBIE OpraHbl U MOCTOSTHHBIM KOPPECTOHAEHTaM (IIEPBUYHBIM U
MecTHbIM opranu3zaiusM IIpodcoroza). B 3Tux ciayyasx MOryT HOpHUMEHSTHCS
KOHBEPTHI C 3apaHee HalleyaTaHHBIMU a/IpECaMU.

Odhopmnenue cpucha ymeepircoenus

[Ipu yTBEpKI€HUHU NOKYMEHTa MOCTAHOBJIEHUEM TIpU( YTBEPKIACHUS COCTOUT
u3 cnoBa YTBEPX/IEH (6e3 kaBbluek), HAMMEHOBAHUSI YTBEPKIAIOIIETO TOKYMEHTA
B TBOPUTEJILHOM MAJEXKE, 1aThl, HOMEPA, HaIPUMED:

YTBEPXIAIO
[Ipeacenarens opranuzamnuu [Ipodcorosza
(imuHast moanucs) (¢.1.o.)
unu
YTBEPXJIAEHO
nocra”HoBienueM Ilpesnanyma

opranuzanuu [Ipodcoroza
oT 20 1.Ne
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Pezonoyusa pyxosooumensa npoghcoroznoil opzanuzayuu

B pe3omronnu narTces ykazaHus [0 UCIIOJHEHUIO TOKYMEHTA.

B cocrtaB pesonmonuy JOMKHBI BXOJUTH CIEIYIOIIME SJIEMEHTHI: (haMuIus
VCITOJIHUTENS (MCIIOJHUTENEH), COAEpKAHNE TOPYUECHHS], CPOK HCIOIHEHUS, TOIIUCH,
nata. Ilpy HanuuMM B PE3ONIONUU  HECKOJBKHX HCIOJHUTENEH YKa3bIBAa€TCs
OTBETCTBEHHBIN HCIOJHUTENb (KaK MpPaBWIIO, 3TO JMIIO, HA3BAHHOE B PE30JIIOIUU
TIEPBBIM).

Ha noxymenTax, He TpeOYIOMMX JTOMOJHUTEIBHBIX YKa3aHUHN MO UCTIOJHEHUIO U
UMEIOIIUX THUIIOBBIE CPOKHU HMCIOJHEHHUS, B PE30JIOLHMHU YKA3bIBAECTCS HCIIOJHUTEID,
MOJIMKCH aBTOPA PE30JIIOLINH, J1aTa.

Odhopmnenue npunoxcenuil K npoghcoro3HomMy 00KymeHmy

Ecin  nokymeHT (IOCTaHOBIIGHHE WJIM CHOpaBKa) MMEIOT MPUIIOKEHUS,
Ha3BaHHBIE B TEKCTE, TO OTMETKAa O HHUX O(POPMIIAECTCA B MHUCHME MO CIEAYIOLIEH
dbopwme:

[Ipunoxenue: Ha 10 1.

Ecnu npunokeHus: B TEKCTE€ HE Ha3BaHbl, TO HEOOXOJIMMO NEPEUYHUCIUTH UX
Ha3BaHUs, KOJUYECTBO JIMCTOB M 3K3EMIUIIPOB Kaxaoro. Ilpu Haam4mu HECKOJbKHX
MPUIOKEHUN OHU HYMEPYIOTCS.

Ilpunoscenusn:

1. IllTatHOE pacniucanue Ha 4 1. B | 3K3.

2. Cmeta pacxonoB Ha 2 1. B 1 3k3.

Ecnu npunosxenust cOpoIopoBaHbl, KOJIMYECTBO JIUCTOB HE YKA3bIBACTCS.

[Ipunoxenus AOMKHBI UMETh BCE HEOOXOMUMBIE I JOKYMEHTA PEKBU3UTHI
(HaMMEeHOBaHUE, 3aT0JIOBOK, MOJIIMCHA OTBETCTBEHHBIX 3a UX COJIEPKAHUE, JIATY).

Ha mpuioxeHun K mOCTaHOBJICHUIO MPO(GCOI03HOTO OpTraHa B MPABOM BEPXHEM
yIay cleAayerT Jenarb OTMETKY C YKAa3aHMEM Ha3BaHUS pPACIOPSIUTENIHHOIO
JIOKyMEHTa, €r0 J1aThl 1 HOMEpa.

Hanpumep: Ilpunoxenne k mnoctaHoBieHuto HMcnonkoma Ilpodcoroza ot
21.01.2011 Nos.

I'JIABA 4.
OPTAHU3AIIUA JOKYMEHTOOBOPOTA

4.1. IPMEM ITOCTYIAIOIIEA KOPPECIIOHJIEHIINN

O0s13aTe/ILHOI perncTpanum MojAJIeKar:

v\ 3aKOHOJATEJIbHbIE M HOPMATHBHBIE AKThI, ITOCTAHOBJICHHS, CIIY)KEOHBIE
UChbMa, UHbIE JOKYMEHTHI BBIIIECTOSIINX MPOPCOIO3HBIX OPTaHOB;

v\ mpuKasel, IHCbMa, OOpaIleHHs OPTaHOB BIIACTH WM aIMHHUCTPAINH
00pa30BaTENBLHOTO YUPEXKICHUS;

v\ TPOEKTBl JOKYMEHTOB, MPEIACTaBISEMBIX B Mpo¢COI03HYIO
OpraHM3alHI0 HA PACCMOTPEHUE, COTIIACOBAHUE, 3aKITOUEHNUE;

v’ TIpemyiokeHus 00 W3MEHEHUH WM YaCTHYHOM YTOYHEHHH HOPMATHBHBIX
JIOKYMEHTOB;

v’ 1HChMa, TIPEUIOKEHUs, 3asBICHHS W >KamoObl uwieHOB IIpodcorosza.
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Perucrparum moanexat u Hanbosiee BaXXHbIE BHYTPEHHHUE TOKYMEHTHI MPOGCOI03HON
opranuzanuu  (CnpaBku O pabOTe 1O BBIMOJTHEHUIO PEIICHUS CcoOpaHus
(xoHbepeH ), nHGOpMAITUK IO OTACIBHBIM HAIMIPABICHUSAM JACATEIHHOCTH U T. 1I.).

He nopJjieskat perucrpanmm:

® TIEpHOAMYECCKHE W3AaHUs (Ta3eThl, KypHAIbBI), JKCIpecc-uHdopmaIus,
OpOIIIOPHI;

® peKJIaMHbIC U3BELIEHUS, IJIAKAThI, IPOCIEKTHI, MO3/IpaBUTEIbHbIC TUChMa
U TEJIETPaMMBI;

® COOONICHHWSI O COBCMNIAHUSAX, 3aCEIAaHUAX, IMOBECTKH JHS 3acelaHui,
MIPUTIIACUTEIHHBIC OUIICTHI;

® CBEJCHUS O BPYYCHHUH HArpaj, MOYCTHBIX TPaMOT;

e (UHAHCOBbIE, CTAaTUCTUYECKUE OTYEThl BCEX BHUJOB, CMETHl U
MOSICHUTEJIbHBIC 3allMCKU K HUM, W3BEIICHUS, TUIATEKHbIC MOPYYCHHS,
O0aHKOBCKHE cUeTa, HaKJIa HbIC, TIJIaHBI U TPOTPaMMBbl O0yUCHHS,

® 3aMEUYaHUs Ha MPOCKTHI JOKYMEHTOB, JOTIOTHUTEIIBHBIC CBEICHUS K PaHee
MIPUCITAHHBIM 1 HE B3SITBIM Ha KOHTPOJIb TOKyMEHTaM.

Ha xaxgom JIOKyMeHTE IPOCTaBIIICTCS J1aTa MOCTYIUICHHS (B TIPaBOM HUXHEM
yTJ1y MEPBOTO JIMCTA JOKYMEHTA).

B opranmzamumsax IIpodcoroza  ycraHaBIMBAIOTCS — CIEAYIOIIME  CPOKHU
paccMoTpeHusi nocTynuBmMX JgokymeHToB (m. 2.3.10. IlpaBun 1o BeaeHUIO
JIeTIONPOU3BOJICTBA B opranu3aiusx [Ipodcorosa):

He Oonee 10 kameHTApHBIX JAHEW — ISl TMUCEM BBIMIECTOAIMUX MPOGCOIO3HBIX
OpraHOB M WHBIX OpTaHU3AIlMi, €CIM HMHOW CPOK HE YCTAHOBJIEH BBINIECTOSIIUM
PO COIO3HBIM OPraHOM;

He Oosiee 15 kaneHAapHBIX AHEH — IJIs TPEAJIOKEHUM, 3asBICHUN M Kaloo
yieHoB [Ipodcorosa;

He Oosiee 30 KaJeHIApHBIX THEW — JJI1 JOKYMEHTOB, TPEOYIOIIMX U3Y4YECHUS U
MIPOBEPKH, TIOATOTOBKHA CHPABOK M OOOCHOBAaHWW, a TaKKe pacCMOTPEHUS U
o0CyX/IeHHsI MX Ha COOpaHMM WM 3aCEJaHUU COOTBETCTBYIOLIETO BBIOOPHOTO
PO COO3HOTO OpraHa.

OdopmileHHBIE W CHATBIE C KOHTPOJIS JOKYMEHTHI, MUChMa (POPMUPYIOTCS B
Jiea B COOTBETCTBUM C HOMEHKIIATYpO# el Tpo(COr03HOM OpraHr3aliuu.

B memsix oGecniedeHus: HanboJyiee TOJHOTO U CBOCBPEMEHHOTO PACCMOTPEHUS
JIOKyMEHTOB HEOOXOJMMO €XETrOJHO Ha 3acelaHud KOJUIETHAJIBLHOTO BBIOOPHOTO
npodoprana paccmarpuBath uH(poOpmanuio 1Mo  paboTe ¢  JIOKYMEHTaMHu,
MOCTYIUBIIMMH Ha PaCCMOTpeHHE B opranuzaiuio [Ipodcoroza.

Perncrpanusi u paccMOTpeHHe MUCEM, KAJI00 U 3asiBJICHU I

JIOKyMEHTBI ¢ MPEIOKESHUSIMH, 3asBIICHUSIMH U Kao0amMu (TMChbMaMH) YJICHOB
[Tpodcoro3za yUHUTHIBAIOTCS, PETHCTPUPYIOTCS, KOHTPOJHMPYIOTCS U (POPMHUPYIOTCS B
Jiena OTACIBHO OT IPYTUX JTOKYMEHTOB.

[Ipu mpuemMe muiceM M0 WX PETHCTPAIUU, MPOCTABICHUS JAaThl MOCTYIUICHUS U
PETHCTPAIIMOHHOTO HOMEpa MPOBOINUTCS MTPOBEPKa:

MPaBUJIILHOCTH aJIpecoBaHMs (OMTMOOYHO MOCTYNMUBIINE MTUChMa BO3BPAIIAIOTCS
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OTIPABUTEIIIO UJIM a/IpECcaTy M0 Ha3HAYEHHUIO);

HaJIN4yusl [IEPEUNCIICHHBIX B IIMCbME IIPUIIOKECHUM;

Ha [MOBTOPHOCTA.

[luceMma, ocCTaBleHHBIE Ha JHMYHBIX MpUEMaxX B MPOQPCOIO3HBIX OpraHax u
CTPYKTYPHBIX ITOAPA3ACIECHUSAX, PETUCTPUPYIOTCS C YKA3aHUEM JIaThl TTOJYYEHHUS.

ITnceMy, MOCTYyNUBIIEMY IIOBTOPHO OT OJHOTO W TOI'O K€ JIMLA, IPUCBAUBACTCS
PErUuCTpallMOHHBI HOMEp Ipenblaylero nucbma. Ha Hem mpocraBisgercs aara
IIOCTYIUICHUS ITOBTOPHOTO [IACbMA, B PETUCTPALMOHHOM KypHaJIE WIH
PETUCTPALIMOHHON KapTOYKe JIelaeTcsd OTMETKa O (pakTe MOCTYIUIEHUS MOBTOPHOTO
IIAChMa.

42. PABOTA C 3AMABJEHUSAMHU, OBPALIEHUSAMHU U
IMPEJIOKEHUSMHU YJIIEHOB I[TIPO®COIO3A

[Topsimox paboTel ¢ oOpaienussMu uneHoB [Ipodcoroza, cpoku paccMoTpeHus
NPEeIOKEHHM, 3asBIeHUN U kanod B opranu3auusx lIpodcoro3a ycranaBiuBaroTcs
periiaMeHTaMHi BBIOOPHBIX TPO(COIO3HBIX OPTaHOB, YTBEP)KIACMBIMUA Ha TUICHAPHBIX
3aCEIaHUSIX  COOTBETCTBYIOIIMX  BBIOOPHBIX  KOJJICTHAIBHBIX  PYKOBOSIIIHX
PO COIO3HBIX OPraHOB.

Br16opHbIe opraHbl MEPBUYHBIX, MECTHBIX, MEKPETHOHAIIBHBIX U PETHOHAIBHBIX
opranmzaimii IIpodcoro3za  ocymecTBIsAIOT paboTy C OOpallEHUSIMU YJIEHOB
[Ipodcoroza U MpoPCOrO3HBIX OpPraHU3alMid B COOTBETCTBUU ¢ WHCTPYKIUAMH T10
JIEJIONIPOU3BOICTBY, YTBEPKIAEMbIMU HUCIIOTHUTEIBHBIMUA MPO(COIO3HBIMU OpraHaMu
(mpesmanmymamu) opranuzaiuii [Ipodcorosa.

3asBienus (nucbma) wieHoB [Ipodcoro3a paccMaTpuBarOTCsS B CPOK 0 OJHOTO
Mecsila, a He TpeOyrollue JOMOJHUTEIBHOIO M3YYeHHsSI U MPOBEPKU — B CPOK HE
oosee 15 mueir co aHs moctymieHus. [lucema (3asiBlieHMs), HE  OTHOCSIIHECS K
MOJTHOMOYHUSIM KoMmHTeTa (coBera) opranuzauuu IIpodcoro3a, HampapisIOTCS IO
MIPUHAICKHOCTH HE TTO3/THEE YeM B TISATUAHEBHBIN CPOK.

B oTmenpHBIX ciiydasix, KOTJa AJIsl pa3pelieHus 3asBlICHUS WIH Kalo0bl YieHa
[Ipodcoroza HEOOXOOUMO TNPOBEIECHUE CIEUUATBHON MPOBEPKH, HCTpeOOBaHUE
JOTIOJTHUTEBHBIX MaTEpPUANIOB M NPHHATHE APYTHX MEp, CPOKU pa3peIIcHUs TaKUX
’Ka00 MOTYT OBITh B TIOPSAJIKE UCKIIOUEHHUS MPOJICHBI MIpeceaareneM npodcoro3HoMl
opraHuzanud, HO He Oosiee yem Ha 30 mHEH, ¢ cOOOIIEHHMEM 00 STOM WICHY
[Ipodcoroza, momasmieMy 3asBiICHHE WX XKano0y B opranmu3aiuio [Ipodcorosa.

[Ipenyioxenus, 3asBICHUS] M KAJIOOBI, HA KOTOpPbHIE JACTCS MPOMEKYTOUHBIM
OTBET, C KOHTPOJSI HE CHUMAaIOoTCA. KOHTPOJb 3aBepIiaeTcsi TOIBKO MOCIIEC BHIHECEHUS
pEIICHUs U TIPUHATHS UCUEPIBIBAIOIINX MEP 0 UX Pa3peIICHHIO.

AHoHUMHBIC oOOpamieHust (0e3 TOAMUCH W yKa3aHus (pamMWiid, WMEHH U
MIOYTOBOTO ajjpeca) oOpaleHus, He TOJAAIONINECS TPOUYTCHHUIO, a TAKKe AyOJTUKaTHBIC
(BTOpO# M TOCIEAYIONIME TEKCTHI OJHOTO OOpAICHHS, HAMPABICHHOTO B pa3IMYHbIC
WHCTAHIIUHU WIN TTOBTOPSIIOIINE TEKCT MPEIBIAYIIET0 00paIieHns, Ha KOTOPBIA ObLT 1aH
OTBET) He paccMmarpuBaiorcsi. Ha pgyOnukaTtHble oOpaieHus: (3asiBI€HHS) MOTYT
HAIPABIIATHCS YBEIOMIICHUS O paHEee IaHHBIX OTBETAX WJIM UX KOIHUU.
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B cayuae, ecnmu mocraBneHHbie B oOpamieHun uwieHa IIpodcoro3a Bompocsl He
BXOJSIT B KOMIIETEHIIMIO JAHHOW MPOQCOI03HOM OpraHu3anuu, Takue oOpaiieHus B 5-
THEBHBIH  CPOK  HAMpaBSIIOTCS MO  NPUHAMISKHOCTH  C  MOCIEAYIOIIUM
UHPOPMHUPOBAHUEM 00 3TOM 3asBUTEIIA.

3amnpemiaeTcss HaMpaBiIATh MUCBMO TOMY MPO(COI03HOMY JOHKHOCTHOMY JIHILY,
Ha JIeHiCTBHE KOTOPOTO IMO/IaHa kKayooa.

Obpamenus uieHoB [Ipodcoro3a cunMTaroTcs pacCMOTPEHHBIMH, €CIIM Ha HUX
JTaHbl TUCHMEHHBIE OTBETHI.

[Tocrynusiiee MuaTepHET-00pamnienne uieHa [Ipodcoro3a pacrneuaTsiBaeTcs, U
nanbHenas pabota ¢ HUM BEeIETCS KaK ¢ MTUChbMEHHBIM O0paIleHUEM.

OcHoBaHMeM [IJIsi OTKa3a B paccMOTpeHuH HHTepHeT-o0paiieHus, TTOMUMO
OCHOBaHWH, TPEIyCMOTPEHHBIX [UIsl THUCHMEHHBIX OOpalleHUi, TaKkKe MOXKET
SIBIISATHCA:

® yKa3aHHE aBTOPOM HEJEHCTBUTENbHBIX CBEACHMI O cebe WM ajpeca s
OTBETA;

® TMOCTyIJICHHE MyOJrKaTa yKe MPUHSATOTO AIEKTPOHHOTO COOOIICHNUS;

® HEKOPPEKTHOCTh COJEPKaHUs JIEKTPOHHOTO COOOIIEHUS;

® HEBO3MOXHOCTH  pPacCMOTpeHus  oOpamieHus 0e3  He0OXOIUMBIX
JTOKYMEHTOB.

[Ipennoxenuss  unmeHoB  Ilpodcoro3a, BbICKa3aHHBIE HA  3acelaHMSIX
PO COO3HOTO KOMHUTETA, NPO(COIO3HBIX COOPAHUSIX U MPUHATHIE STUMH  OpraHaMu
K pacCMOTPEHUIO, (DUKCHUPYIOTCS B COOTBETCTBYIOIIMX IIPOTOKOJIAX U IO HUM
OpraHm3yeTcs padoTa.

KonTponto mnojexar Bce 3aperUCTPUPOBAHHBIE JIOKYMEHTBI, TpeOyIolue
UCIIOJTHEHMsI, TEepeYeHb KOTOPBIX YTBEpXKAaeTcs MpezacenaresneM mnpodcor3HOi
opranuzamuu (Hampumep, pabora c¢ kamobamu). KoHTposnbHas KapToTeka
¢ukcupyercss Ha OymaroHocuTele (KypHaje) WM B 3JEKTPOHHOM BHJIE, B KOTOPOIl
BEJIETCSI CBOSI HyMeparusl.

JIOKYMEHT CYHMTAaeTCs WCIOJIHEHHBIM B TOM CJy4ae, €Clid peIICHbI
MOCTaBJICHHBIE B HEM BOTIPOCHl WJIM aBTOPY JlaH OTBET IO CYIIECTBY.
(ITpomexxyTOYHBIN OTBET, KaK M 3aMPOC MO UCTIOIHIEMOMY JTOKYMEHTY WJIM YaCTHYHOE
UCTIOJTHEHUE TOPYYCHHs, HE SBISETCS OCHOBAHWEM Ui TPU3HAHUS JOKYMEHTa
UCTIOTHEHHBIM). B  KOHTPOJNBHON KapTOTeKe MPOM3BOAUTCS 3amuch. «CHATO C
KOHTPOJISD» M YKa3bIBaeTCs Jata.

Bri6opHbie opranbl opranuzammii [Ipodcoro3a obecneunBaroT y4€T W aHamu3
BONPOCOB, cojaepKalmuxcs B oOpamieHusx uieHoB [Ipodcoroza, perymsipHo
3acIyIIMBAIOT Ha CBOMX 3aCEJaHMsIX UTOTH pabOThl ¢ 0OpallleHUusIMU U TIPEJICTaBISIIOT
HEOOXOIUMYI0 HH(OPMALIMIO KOHTPOJIBHO-PEBU3UOHHBIM KOMHCCHSIM.

4.3. BOITPOCBI XPAHEHUSA TOKYMEHTOB
Cpoku  XpaHEHUST  JOKYMEHTOB  ONPENEISIOTCA  NpPU  YTBEPKACHHUU
HOMEHKJIATypbl ~ JI€I  KOMUTETOM  (COBETOM), MPE3UIAUYMOM  MPOQPCOIO3HON
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OpraHM3alMy C YYETOM TpeOOBaHUI apXMUBHBIX CIYkO. JJOKyMEHTHI C JIUTEIbHBIM U
MOCTOSIHHBIM CPOKOM XpaHEHUs OJJIeXKAaT C/laye B apXUB.

B cinywyae mnepemaum JOKYMEHTOB B TOCYJApPCTBEHHBIM, MYHHIIMIAIbHBIN,
BY30BCKMH apXWB M 3aKIIOYEHHA C HHUM COOTBETCTBYIOLIErO JOrOBOpA HIIU
COTJIaleHus], MPOQCOI03HAsT OpraHU3aIUsl CTAHOBUTCA HUCTOYHUKOM KOMIIJICKTOBAHMS
MH(OPMAIMOHHBIX PECYPCOB rOCY1apCTBA.

[Ipu mnoaroroBke Jen K cAade B apXUB YUHUTHIBAIOTCS BCE TpPeOOBaHUS
OdenepanpbHOoro 3akoHa ot 22.10.2004 1. No 125-®3 «0O6 apxuBHOM Jelie B
Poccuiickoit ®@enepanun», a TakKe IPABOBBIX AKTOB IO APXMBHOMY [ENy H
JIOKyMEHTAIlMOHHOMY oOecrieueHunto yrpanieHus: deaepanbHOl apXUBHOM CITyX OB
Poccuu 1 opratoB yrnpaBieHUs! apXUBHBIM JI€JIOM CYObeKTOB PO.

Hena BpemenHoro (o 10 jeT BKIIOUUTENLHO) XpAaHEHMsI Mepefavye B apXUBHI,
KaK MpaBWiO, HE MOMJIEkKAT, OHM XPaHATCA B NPO(COIO3HBIX OpraHu3alusx M IO
MCTEYEHUH CPOKOB XPAHEHUS MOJJIEKAT YHUUTOKEHUIO B YCTAHOBIEHHOM MOPSAKE.

JIJist MOATOTOBKMA JOKYMEHTOB K CJlay€ B apXUB M K YHUUTOKEHHUIO MMPOBOIUTCA
B YCTaHOBJICHHOM TMOPSAKE SKCHEepTH3a IIEHHOCTH JIOKYMEHTOB. B apxuBbl jena
NepeanTCsl HA OCHOBAaHUU JOTOBOpa (COIJIalleHus) Ha MTOCTOSHHOE, JOJITOBPEMEHHOE
(cBbImie 10 jeT) XpaHEeHHE U M0 TUYHOMY COCTAaBY.

Jlesna K yHUUTOXKEHUIO BKIIFOYAKOTCS B AKT, €CJIM CPOK MX XpaHEHUs HCTEK K |
SHBapsl TOTO TOJAa, B KOTOPOM COCTABJIIETCS AKT. AKT COCTaBISETCS 3KCIEPTHOM
KOMHUCCHEN W yTBEp:KIaeTcs mpeaceaaTesaeM NpoPCcoo3HON OpraHu3alyi.

Hampumep: 3akondueHHsle B 2011 roay nema co cpokoM XpaHEHHs S5 JIET, MOTYT
BKJIIOUYATHCS B akT He panee | suBaps 2016 ropa.

W3bsiTHHE JNOKYMEHTOB H3 [J€J IOCTOSHHOTO XPAaHEHMsI JOIyCKAaeTCcsl B
UCKIIFOUNTEIBHBIX CIy4YasX M [POU3BOJUTCA C Ppa3pelIeHHs IpeAcenaress
opranuzauuu [Ipodcoro3a ¢ 00g3aTeNbHBIM COCTaBICHUEM B JI€NI€ 3aBEPEHHON KONUU
JIOKYMEHTA M aKTa O MPUYMHAX BbIJAUYM MOIMHHUKA.

Boigava (BbIHOC) NpOo()COIO3HBIX A€ CTOPOHHUM OpraHU3aIUsiM MTPOU3BOAUTCS
C paspeweHusi npexacenarens opranuzauuu [Ipodcoroza. CTOpOHHUM OpraHU3aIUsAM
Jiesa BbIJAIOTCS 110 aKTaM.

[Ipn nuxBupanmu opranuzanuu IIpodcoro3a ee MOKYMEHTHI MEpeAaroTCs MO
aKTy B BBIOOpHBIA MPOGCOIO3HBIA OpPraH BBIMIECTOSIICH TEPPUTOPUATILHOMN
opranmzatmu IIpodcoroza wmnm B mOpodCOO3HYIO OpraHU3alUio, SBISIOLIYIOCS
IPaBONPEEMHUKOM.

JKCHepTH3a LEHHOCTH U CAada JOKYMEHTOB B apxuB. B mnpodcoro3Hbix
OpraHu3anusx, oOJaJaIIMX TpaBaMH IOPUIMYECKOro JIMIa, Ha BCe Jena,
oToOpanHble Ha apxuBHOe xpaHeHue (10 yser m Ooyiee) COCTaBISIOTCS MPHUEMO-
CIaTOYHBIE OMKCHU IO YCTaHOBJICHHOM (opMe.

Jena BpemeHHOro cpoka xpanenus (10 10 JieT) yyuThIBalOTCS 0 HOMEHKIIATYpE
JIeN 10 BKIIFOUEHHUS UX B aKT HAa YHUUTOXKEHUE.

AKT Ha  JOKYMEHTBI, TOAJEXKAaIIHMe  YHUYTOXKEHHUIO,  yTBEP)KIAETCA
UCITOJIHUTENbHBIM BEIOOPHBIM Opranom opranuzanuu IIpodcorosa.

B ciyuyae cmeHbl Oyxrairepa mpou3BOAUTCS NpHUeM-Tiepenaya Jei C y4acTUeM
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npeacenaTens (mpencraBuTeNsN) KOHTPOJbHO-PEBU3UOHHOM KOMHUCCUU
COOTBETCTBYIOIIEH pocoro3HOM OpraHu3alui, 4TO MTOATBEPKAAETCS
COOTBETCTBYIOIMM akToM. [Ipm cMmeHe ka3Hades wind Oyxrajrepa OpraHU3alud
[Tpodcoroza mepemaue moaexar TOJIBKO T€ Jeia, KOTOPbIE BXOASAT B HOMEHKIATYPY
nen moj HazBanueM «byxrantepus mpodcoro3HO opraHu3aIumy.

DKkcnepTu3a [eHHOCTU JOKYMEHTOB B MPOGCOI03HONW OpraHU3alMK MIPOBOJIUTCS
U B CIy4asix, KOr/ia JOKyYMEHThI HE CJIal0TCSl HAa XPAaHEHUE B apXUBBI: MPU COCTaBICHUU
HOMEHKJIATYphI JI€1 U BBIABICHUH W30BITOYHBIX MAaroK C TEKYIIMMHU MaTepHallaMH,
npu GOpPMUPOBAHUU JEJI U MPOBEPKE MPABWIBHOCTU OTHECEHUS JOKYMEHTOB K TEM
WIM WHBIM HamNpaBJICHUsIM, TpPU TOJATOTOBKE JENl WM OTACNIbHBIX JOKYMEHTOB
TEKYIIEr0 WU MOCTOSSHHOTO XPaHEHUS K TOCIEAYIONIEMY YHUUYTOKEHUIO.

Ha 3aBepuieHHsbie feia MOCTOSHHOTO, BpeMeHHOro (cBbiiie 10 yieT) XpaHeHus u
10 JIMYHOMY COCTaBY, MPOIICANINE dKCIEPTH3y IIEHHOCTH, COCTaBIIAIOTCS omucu. Ha
nesna BpeMeHHoro (10 10 yer) XpaHeHust OUCH HE COCTaBIISIFOTCS.

Omnwucu 1ed COCTaBIAIOTCS 10 YCTAaHOBJIEHHOM (pOpMe B TpEX IK3EMILIApax.

KonTtponp 3a BemeHueM JeNONpPOM3BOACTBA B opranm3ammu lIpodcoroza
OCYIIECTBISET KOHTPOIHLHO-PEBU3NOHHAS KOMUCCHS.

4.4. TIOPSIIOK TIEPEJAYM JAEJI IIPU CMEHE ITPEJCEJIATEJISA

4.4.1. B nepBrnuHoii npo¢co03HOH OpraHn3amuu.

He mnosnHee HenmenpbHOro cpoka Mociie OTYETHO-BBHIOOPHOTO MPO(COI03HOTO
cobpanust (npu cmene npeoceoameisi) OCYIIECTBISETCS Tepeaada MPOdCO3HBIX
JOKYMEHTOB  (7IeJ) TPEKHUM TIpelcenareleM B MPUCYTCTBUHM  MpeceaaTens
KOHTPOJIbHO-PEBU3NOHHON KOMUCCHH M COCTABIIACTCS aKT O MpUEMe-CIaue Jell.

B akrte ykaswvigaromcs ece Oena coenacHo HoOMeHKIamype, YKA3bl8AlOmMCsl
paznuyHvle npogcoro3Hvle OAAHKU, MAmepualbHble YeHHOCMU (NpU Hatuduu) u op.

[TpuemMo-cnaTouHbIii aKT 1€ MPOQCOI3HOTO KOMHUTETA COCTABJISAETCS B TPEX
IK3EMITISIPax, U3 HUX MEPBBIH XPAaHUTCS B JCJIaX OpraHU3AIMH, BTOPOH BBICHIJIACTCS B
BBIOOPHBIN OpraH MECTHOW (pallOHHOM, TOpoACKON) Npo(dCOI03HON OpraHU3aluu,
TPETHH BBIIACTCS HA PYKH TPESKHEMY TPEICeaaTENIO.

4.4.2. B repputopuajibHoii (mectHoii) opranusauuu [Ipodcoroza.

ITocne otyeTHO-BBHIOOpHOK TpOodCOorO3HON KOH(pepeHIUn (npu cmene npeoce-
oamesisy) TPEXKHUW TIpeacenareab B TPUCYTCTBUU TIpelcenaTes KOHTPOJIbHO-
PEBU3MOHHON KOMHUCCUU TIepeaaéT /ieja BHOBb M30paHHOMY MPECEAaTEINIO.

AKT 0 mpuemMe-caade e COCTABIISIETCS HE MO3JHEE HENEIBHOTO CpPOKa MOCTe
OTYETHO-BBIOOPHOW KOH(EPEHINH, TOIMUCHIBACTCS OBIBIIUM M BHOBb H30PaHHBIM
npejcesaTeNI MU TEPPUTOPHATBHON (MECTHOH) MpO(COIO3HONW OpraHu3alvi B
MPUCYTCTBHM TIPEACENaTeNisi KOHTPOJIbHO-PEBU3NOHHOW KOMHCCHH, O YeM JeNIaeTCs
3ammCh B aKTe.

[TpueMo-cnaTovHbBIN aKT COCTaBIIACTCS B Tpex sk3emiunapax (1.5.8. IIpaBwmi mo
BEJICHUIO JICIIONIPOM3BOJICTBA B opranm3aiusax [Ipodcoro3a), n3 HUX MEPBbI XpaHUTCS
B JIeJIaX TEPPUTOPUAIIbHOW (MECTHOM) opranu3aluu npodcoro3a, BTOpoi BeIIACTCS Ha
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PYKH TpexHEeMy IMpeacenaTeNio, TPeTHl B BHIOOPHBIH OpraH peruoHaIbHON
(MeXpernoHaIbHOM)  mpocoro3HON  opraHm3anuu (6 akme  YKA3bl8AIOMCS
nepeoasaemvle OOKYMEHMbl, 8 MOM YUcle U Oyxearmepckue OOKYMeHmbl (CO2NaCHO
HOMeHKnamype Oen), nedamu, ONAHKU NPOGPDCOIO3HLIX OUNEMO8, MamepuaibHvle
YeHHOCmU U UMYUecmseo, Haxoosaweecs Ha banance opeanuzayuu Ilpogcorosa).

TJIABA 5.
METO/IMYECKHUE PEKOMEHJIAIIMH 110 NOJTOTOBKE "
IMPOBEJEHNUIO COBPAHUI (KOH®EPEHIIN), 3ACEJIAHAN
IMPO®COIO3HBIX OPTAHOB

5.1. BACEJAHHUE MPO®COIO3HOI'O OPT'AHA

Martepuansl OCHOBHBIX BOMPOCOB TMOBECTKH [IHS 3acelaHusl MPOQCOI03HOTO
opraHa TOTOBSITCS COOTBETCTBYIOIIMMH ITIOCTOSHHO JEHCTBYIOIIUMH KOMHCCHSIMHU
KOMUTETA C IPUBJICYCHUEM LITUPOKOTO Kpyra MpoQCOI03HOTO aKTHBA.

[Ipy OTCYTCTBHH TOCTOSIHHBIX KOMHCCHI (OpMHUPYETCs] BpeMEHHash KOMHUCCHS
BO IJIaBe C UICHOM KOMHTETa MpodCcoro3a, OTBEYAIOIIUM 3a COOTBETCTBYIOIIEE
HaIlpaBJeHUE padOTBHI.

Ecnu Bompoc, paccmaTpuBaeMblii Ha 3acelaHHM KoMuTeTa (Ipe3unyma),
3aTparuBaeT HHTEepechl wieHoB [Ipodcoroza Toit wiaM  uHON MpodCcor03HOU
OpraHu3anuu, MpoQrpynmsl, HEOOXOAMMO MPEABAPUTEIILHO PACCMOTPETh €ro Ha
3acenanuu komurera (mpodOropo), codpanuu MpoprpyIIb.

[Ipy moaroroBke K PacCMOTPEHHIO Ha 3acE€aHUUd  KOJUIETHAJIBHOTO
mpo(COIO3HOTO OpraHa CIOXKHBIX 10 COJEPKaHUIO BOMPOCOB TOTOBHUTCS MPHU
HEOOXOMMOCTH TOSICHUTENIbHAS 3aIliCKa.

PaccMoTpenue Bompoca, BHECEHHOTO B MOBECTKY AHS TPOGCOI3HOTO OpraHa,
IpeayCcMaTpUBACT:

»  TOATOTOBKY IMPOEKTa MOCTAHOBJICHHUS MO PacCMaTPUBAEMOMY BOIIPOCY U
BHECEHUE €ro Ha 3acefaHue Mpo(coro3HOro OpraHa,

> OoOCyXKJeHHEe BOIpOca W TPOEKTa TIOCTAHOBJIICHWS Ha 3aceJaHuH
PO COIO3HOTO OpraHa;

»  TPUHATHE TOCTAHOBJICHHS IO pacCMaTpUBaeMOMY BOIIPOCY;

> OKOHYATeNIbHAsl TMOATOTOBKA pEAAKIMA  IOCTAHOBJICHUS U  €ro
MO/ CAHMNE,;

»  TOATOTOBKA pa3HApsJIKH, Pa3MHOXKCHUE U JIOBEJCHHE ITOCTAHOBJICHHUS 10
ucrionautened  (oprammzanuii  [Ipodcoroza,  CTPYKTYypHBIX  MOApPA3ACIICHUIA,
po¢COr03HOr0 aKTHBa (TIPOQPTPYII, UX BEHIOOPHBIX OPTaHOB U T.1. );

> o opMIICHHE TIPOTOKOJIA ;

> OpraHu3alys BbINOJHEHHS IOCTAHOBJIEHUS U KOHTPOJIb;
> CHATHE TIOCTAHOBJIEHWS C KOHTPOJS PEUIEHWEM OpraHa, MPUHSIBLIETO
IIOCTaHOBJICHHUE.

Jlo 3acepgaHus KOJUIETHAJIBHOTO MpO¢)COO3HOr0 opraHa (KomMurTeTra (CoBeTa),
npesuanymMa) Tpeacenarens opram3anuu  I[Ipodcoroza cozmaer ycrmoBus IS
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peIBapUTEILHOTO 03HAKOMIICHHUS C IPOEKTaMU JOKYMEHTOB WICHOB MPO(COI3HOTO
opraHa (MOPSAOK O3HAKOMIIEHMs 3akperuisieTrcss B PerimameHre komurera (COBETA)
opranuzanuu [Ipodcoroza).

CHsTHE C KOHTPOJISI TOCTAHOBJICHHS OCYLIECTBIISIETCS. Ha OCHOBAHUU CIIPABKH O
BBINIOJIHEHUN IIOCTAHOBJICHHSI, TOJINKCHIBAEMOM JIMLIOM, OTBETCTBEHHBIM 34
BBINIOJIHEHHUE [TOCTAHOBJICHMS.

5.2. TOCTAHOBJIEHHME, PAIIOPS’)KEHHUE ITPO®COIO3HOI'O
OPT'AHA

[TocTanoBieHue, pacnopsKeHUE BBHIOOPHOTO MPO(COIO3HOTO OpraHa JOJIKHO
UMETh 3aroJIOBOK, JaTy NPHUHATUS U HOMEp (IPOTOKOJIbHBIA HOMEP, BKIHOYAIOLIUN
MOPSJIKOBBIA HOMEp 3aceflaHusi MPO(COIO3HOIO0 OpraHa U MOPSAKOBBIM HOMEp
paccMOTpEHHMsI BOIIpOCca Ha  3aceqaHuM, Hanpumep, 5-2 (5/2).

N3510KEeHUI0  KOHKPETHBIX  YIPABJICHYECKUX  IMYHKTOB IOCTAHOBJICHUH,
pacIopsHKeHHI, KaK MPaBWIIO, MPEAIISCTBYeT —IpeamMOyiia (KOHCTATHPYIOIIAs 9acTh).
B  koHCTaTamuu  yKa3bIBaIOTCS  (PAaKTUYECKHE OOCTOATENbCTBA W MOTHBBI,
NOCIIY)KMBIIME OCHOBAaHUEM /Ui TOJTOTOBKM M PACCMOTPEHUS TE€X WIH HUHBIX
BOIIPOCOB Ha 3aceJaHuu  NPO(COIO3HOTO OpraHa, a TakKe COJEpKaTCsl CCbUIKUA Ha
3aKOHBI, NTOCTAHOBJIEHUS NPOQCOIO3HBIX OPTaHOB U HMHBIE AKTbl, B COOTBETCTBUH C
KOTOpPBIMU MPUHUMAETCA JAHHOE MOCTAaHOBJEHHE (pacnopsbkeHue). B KoHcTaTanuio
HE BKJIFOYAIOTCS MOJIOKEHHSI HOPMAaTUBHOIO XapaKTepa.

3a KOHCTaTUPYIOLIEH YacThIO CJIEAYET MOCTAHOBIIIIOLIAS YacTh, B KOTOpPOH
U3JIaratoTcs BCE YNPABICHYECKHE I HOPMATUBHBIE NIPEANUCAHNS, HAIPABJICHHBIE HA
peleHne MOoCTaBJICHHONW YCTaBHOM 3a/1aui B MOCJIEI0BATEILHOCTH, 00ECIIeYNBaOIIEH
IIpaBUIbHOE NOHUMAHUE COAEpPKaHWs NocTaHOBIEHMs. [locTaHOBISIIOIIAs 4YacTh IO
HEOOXOIMMOCTU TOJpa3JeisieTcss Ha NYHKThl. KaxIblii MyHKT COIEPXKHUT OJIHO
HOPMATUBHOE MOJIOKEHUE WJIM YINPABIEHYECKOE MpeanucaHue (Mo HeoOXOJIUMOCTH
MOTYT YKa3bIBaTbCsl CPOKHU BBITIOJIHEHHSI TOT'O WJIM MHOTO IMMYHKTAa U OTBETCTBEHHBIE).

Kak npaBwio (mpu HEOOXOIMMOCTH), B MOCIEIHEM IYHKTE MOCTaHOBJICHHUS
JieaeTcsl 3aMuCh MO BO3J0KEHUIO KOHTPOJIS 3@ BBITIOJHEHUEM MTOCTAHOBIICHHUS.

Ecnu x moCTaHOBIEHUIO MpUJIAraloTcsl MPUIOKEHUS, CIpPaBKU, UH(GOpMaIIIH,
TAaOJMUIBl U JIp., TO CCbUIKA Ha HUX OOs3aTellbHa B TEKCTE MOCTAHOBIJIEHUS (eciiu
HECKOJIbKO IIPWJIOKEHU, TO OHM HYMEPYIOTCS IO MOPSAKY).

Ecniu  moctaHoBieHME NPUHUMAETCS HAa  COBMECTHOM  3aCE€JaHUU  C
aIMUHUCTpallMel, TO B 3aroJioBke OJaHKa YKa3bIBalOTCS HAMMEHOBAaHHUS O000UX
OpraHoOB, YYacCTBYIOLIMX B 3aCE€JaHUH, a HOMEpP COCTOUT U3 MOPSAKOBOIO  HOMEPA
IPOTOKOJIa MpopKOMa U yepe3 IpoOdb HOMEepa MPOTOKOJIA aMUHUCTPAIIH.

[locTaHoBieHHEe, MPHUHATOE HAa COBMECTHOM 3aceJaHUM, MOIMUCHIBAIOT 00a
pykoBoautensa. WX moanucu pacnosiararoTcs Ha OJJHOM YpOBHE.

B ManounciieHHbIX TEpBUYHBIX NPO(COIO3HBIX OpraHU3AlMIX, Yalle BCETO,
OTZIETIbHOE TTOCTAHOBJIEHUE COOpaHUs WM MPO(COI03HOTO KOMUTETA HE MPUHUMAETCS,
a TEKCT IOCTAHOBJEHUSI (PUKCUpYeTCS HEMOCPEJACTBEHHO B MPOTOKOJIE, KOTOPbIN
TaK)Ke MOMUCHIBACTCS IpeicenaTeneM npodcoro3Hoi oprauuzanuu. B Takux cimydasx
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po()COrO3HBIIT KOMUTET B TEKyleld paboTe WHCMIONb3yeT (MpU HEOOXOAMMOCTH)
BBITIMCKH U3 TIPOTOKOJIA.

B cootBerctBum ¢ VYcrtaBom IIpodcoroza m OOmUMH TOJOXKEHHSIMHU 00
opranm3ammsix  [Ipodcoroza  mocTaHoBiIeHHS BceX  MPO(PCOIO3HBIX  OPraHoB
MOJIMTMCBIBACT TIpenceaarens opranuzanuu [Ipodceorosza umm ero 3amecTuTesb.

5.3. OPTAHU3AIIUA PABOTHI BbBICHINX, PYKOBOJAIINUX U
WCHOJIHUTEJBHBIX BBIBOPHBIX OPrAHOB  OPIAHM3AIIMM
IMPOPCOIO3A

Komuccuto (pabouyto rpymmy) 1Mo moAroToBke coopanus (KOH(pEpeHIMn), KakK
npaBuio, BO3IUIaBigeT wWieH npodkoma. K pabote B cocTaBe KOMHCCHM MOTYT
NPUBJIEKATbCA AKTUBHUCTHI, psoBbie wWieHbl [Ipodcoro3a, 4To HE TOJIBKO CO3/AET
XOpOIIIME BO3MOXHOCTH I peanm3anuu wieHamu [Ipodcoro3a ycraBHOro mpaBa Ha
y4acThe B BbIpaOOTKE PELICHUI, TPUHUMAEMBbIX MPO(COI03HON OpraHu3aue, Ho U
ABJIsIETCA OAHOW M3 HamOoisiee d3(PPeKTUBHBIX (opM pabOTHI MO MOATOTOBKE pe3epBa
PO COO3HOTO aKTHBA.

[Ipodcoro3Hblii KOMUTET (COBET, MPE3UAUYM) JOJDKEH CBOEBPEMEHHO, B
COOTBETCTBHUHM CO CpOKaMu, ompeneieHHbIMU YcraBoM IIpodcorosza, omoBecTUTh
YYaCTHUKOB coOpaHus (deneratoB KOH(EpeHIMH) O JaTe, BPEMEHHU, MecCTe
poBeieHus cOOpaHus (KOH(PEPEHIINH) U MTPOECKTE TTOBECTKHU JHSI.

B nmocranoBjieHuH 0 co3biBe cOOpaHusi (KOHGepeHIUN):

yKa3bIBA€TCs JjaTa €ro NMpoBEIEHUs, MPOEKT MOBECTKU JHS, COCTaB KOMHUCCHH
(paboueii TPyNIBI) O MOJATOTOBKE OCHOBHBIX BOIMPOCOB MOBECTKH JIHS, CPOKH MPE/T-
CTaBJICHUSI MAaTEPUAJIOB U T.J.

YCTaHABIUBACTCS HOpMa MPECTABUTEILCTBA U CPOKHU TIPECTABICHHSI BBITUCOK
00 U30paHuu JeNeraToB.

Marepuansl Kk npodcoro3HOMy coOpaHui0 (KOH(DEpeHIMHu), 3aceIaHulo
PO COO3HOTO OpraHa J0KHbI COJIePKaTh:

® JIOKJaJ, KPaTKyl0 MOSCHUTEIbHYIO 3aMMCKYy C HEOOXOAMMBIMU pacyeTaMu
1 000CHOBAHUSIMH;

® IIPOCKTHI IOCTAHOBJICHUH;

® CIHCOK JIMII, MPUTJAIICHHbIX Ha coOpaHue (KOH(EpEeHLHI0), 3acelaHne
KoMHuTeTa (coBeTa) WiM (Ipe3uanymMa) ¢ yKa3aHueM ux (haMuiinu, UMEHH,
oTdecTBa (TIOJIHOCTHIO), TOIKHOCTH U MeCTa pabOoThI;

e crnucok uneHoB IIpodcoroza (wnm neneratoB KoHpepeHuuu) (st pe-
TUCTpAalun).

54. OHEHKA D®®EKTUBHOCTHU 3ACEJAHUS MPOD®COIO3HOI'O
OPI'AHA

3acenanue mpoCOO3HOTO OpraHa MOXKET OKa3aThCs d(PPEKTUBHBIM WM HEA-
(EKTUBHBIM B 3aBUCIMOCTH OT PAa3JIMYHBIX YCIOBUH M (PAKTOPOB.

[TokazarenssmMu yCHENTHO MPOBEICHHOTO 3acelaHus MPO(COIO3HOTO KOMHUTETa
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(coBeTa) MOT'yT BBICTYIIUTh TAKWE MPU3HAKH, KaK:

o HaJWyue TEXHUYECKUX  YCIOBUM  JUIsi  NIPOBEACHUSA  3aceJaHusd
npo(coro3HOro opraHa (IMOMEIICHHWEe, HCIOJIb30BaHNE KOMITBIOTEPHOM TEXHUKH,
HAJIMYHE HEOOXOIMMOT0 KOJIMYECTBA IIPOCKTOB JOKYMEHTORB H JIp.);

o Ka4yeCTBO MOATOTOBUTENILHON paboThI; (337010 (HE MEHEe YeM 3a MECSII)
N0 TPOBENEHUS 3acelaHusi MPOo(PKOMa BaXXHO  OMNPEAEIUTh KpPYr BOIMPOCOB JIJIs
00CYXJIEHHS U TIPEACTAaBUTh aKTUBY Uil €ro ocMbicieHus. [Ipy HeoOXoAMMOCTH MOKHO
pa3paboTaTh NMPUMEPHBIA BOMPOCHUK JUISI U3yYEHHs BOIIPOCA, MPHUBJIEYh K IOATOTOBKE
yiieHoB [Ipodcoroza. He MeHee BaKHO oIpenenwTh, B YeM KOHKPETHO OYIET COCTOSITH
POJIb KQKI0T0 YieHa MPo(KoMa, B MOJrOTOBKE MaTEPUAIIOB K 3aCEIaHHIO);

o COOJII0JIEHUE PErJaMEHTa U YCTABHBIX HOPM IPU NMPOBEICHUH 3aceaaHMs
(mpexae Bcero, BaXXHO oOecneuuTbh KBOPYM (SIBKY). 3aceaHue KOJIJIETHAbHOTO
npoCcoro3HOTO oOpraHa JOKHO HAauyMHATBCA C OIVIAIIEHUs SBKH, COCTaBa
NPUTTANIEHHBIX TOCTEH, MPUHATHUS pEHIeHUs O Hayaie paboThl, TMOCIE Yero
YTBEPIKJIa€TCS MOBECTKA 3aCeaHus U PETIaMEeHT padoThl);

o YETKOCTh ~ (POPMYJIMPOBOK  BOMPOCOB  TMOBECTKH  JIHA  3acellaHus
npodcoro3HOro oprana. GOpMyJIMPOBKU BOIPOCOB  JIOJKHBI OBITH JJAKOHUYHBIMH, HO
€MKUMH M JOCTYIHBIMHU Uil MOHMMAaHUS BCEMH YJI€HaMHU MPO()COIO3HOIO OpraHa u
MPUTTAIEHHBIMUA. 3a4acTyl0 B MPaKTHKE MPOPCOO3HOM pabOThl OTCTYMAIOT OT 3TOTO
MIPUHIIAIIA U TPEJIaratoT BOMPOCHI MOBECTKU B BUJIE TPYIHO YMTAEMBIX MHOTOCTPOYHBIX
KOHCTPYKIMIA. OHU CBUIIETEIBCTBYIOT O TOM, YTO €€ COCTABUTEIN, CKOPEE BCEro, JIMOO He
OYEHb XOpOIIO TMPEJCTABIAIOT ce0e CoAep)KaTelIbHbIe TPAHUIIBI IpElaracMoi K
00CYXJIEHUIO TIPOOJIEMBI, TMOO0 CTPEMSTCA «OOBATH HEOOBITHOEY;

° Ka4ecTBO OOCYXKIEHHMsSI BOMPOCOB. MOXKHO HCIOJIB30BaTh HEKOTOPBIN
ATOPUTM TIPY  U3JIOKEHUM 00CYKTaeMoi MpoOIeMbl, HAIPUMEpP MO BHYTPHUCOIO3HBIM
BOMPOCAM:

o oOparieHrue K HOPMAaTUBHO-YCTaBHBIM BOTIPOCAM U TIEPEIOBOMY OTMBITY IO
PeII0KEHHOU ITpolieme;

o 0030p UMEIOIIETOCs Y4eOHO-METOAMUECKOT0 O0ECIICUCHNS;

o aHaJiM3  COCTOSIHUS paboTel 1O  paccMaTpUBaEMOMY  BOIPOCY,
NPEICTaBIICHUE PE3YIHTaTOB PAOOTHI B 00OOIIIEHHOM, CUCTEMAaTU3UPOBAHHOM BU/IE;

o OrNIAllieHUe PpEKOMEHMAMid  JUIA  JAJIBHEHIIEer0o COBEpIICHCTBOBAHUS

paloThI;
o MPE/ICTaBIICHNE MMPOEKTA TIOCTAHOBJICHUSI C COOTBETCTBYIOIIMMH BHIBOJIAMIL;
o aIpECHOCTh (bopMyITUPOBOK MTOCTAHOBJICHUS. [Tpuaumaemoe

MIOCTAHOBJICHUE JIOJDKHO OBITH HAIICJICHO HA PEIICHUE PaccMaTpUBACMOUM TTPOOIEMBI,
COJIEP’KAaTh KOHKPETHBIE MEPHI U CPOKHU C YKa3aHUEM OTBETCTBEHHBIX.

B pabore komwureroB Ilpodcoroza BaxkHOE MECTO 3aHUMAET OpraHU3aLUs
BBITIOJTHEHUS IPUHUMAEMBIX PEIICHUI.

Bo3MoxkHOCTE KOHTPOJSE U 3P(HEKTUBHOCTH BBITIOTHEHUS TOCTAHOBJIEHHUS BO
MHOT'OM 3aBHUCHUT OT KauecTBa MPUHUMAEMOI0o TIOCTaHOBJIeHUsA. Hanuuue B
MOCTAHOBJICHUM KOHKPETHBIX M SICHBIX (DOPMYJIHUPOBOK, CPOKOB HCIOJHEHUS W
OTBETCTBEHHBIX 3a TO WM HWHOE MEPOINPHUATHE NPUAAET MOCTAHOBICHUIO IEIOBOM
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Xapakrtep 1 obecrnieunuBaeT ero 3(pPeKTUBHOE BHITIOTHEHHE.

Hanpumep, npogcorosnwiti komumem 0OHOU U3 wkou paccmompen eonpoc  «QO
HapyuweHuu CcpoKOo8 8bINIambl 3apabomHuol NAAmvl Y4umesimy».

B mpuHATOM NOCTaHOBIIEHNWU OBUTH TaKU€ MyHKTHI:

1.B Teuenue 2-x 1HeW o0OpaTUThCS B TMHUCHBMEHHOW (OpME OT HMEHHU
PO COO3HOTO KOMUTETA K TUPEKTOPY HIKOJIBI C TPEOOBAHUEM OOBSCHUTH  MPUYUHBI
3aJIep KKK 3apabO0THOM TuIaThl (OTBETCTBEHHBIM - Tpeiacenarenb MpogCor3HOU
opranuzanuu [letpos JLIL.).

2. [loAroTOBUTH TEKCT MHCHMEHHOTO YBEIAOMIICHHS B palikoM mpodcoro3a o
dakte Hapymenuss TK PO (orBercTBeHHBIN - uiieH mpodroma CmupHoB B.B.).

3. B HenenbHBI CPOK MOJATOTOBUTH COOTBETCTBYIOIIME TMOMPABKU U HAYaTh
MEPEroBOpbl C AJIMUHHUCTpAIMEN IIKOJIbl MO BHECEHUIO B KOJUIEKTHUBHBIM JOrOBOp
IYHKTA, YTOYHSIOLUIETO CPOKH BBILIATHI 3apa0OTHOM MaThl (OTBETCTBEHHBIN -
npejacenareab KOMUCCHH IO MEPEroBOpaM M 3aKJIIOUEHHIO KOJUIEKTUBHOIO JOrOBOpa
Npanos I1.11.).

4.B Tedenne 3-x JAHEH MNOArOTOBUTH HWH(POPMALMOHHBIE MaTepHUaNbl Ha

MH()OPMAIIMOHHBIA ~ CTEHJ  MPO(PCOIO3HOM  OpraHu3aluu  (OTBETCTBEHHBIA -
npejacenare’ab KOMUCCUU TI0 OpraHU3alMOHHO - MaccoBoii padote Cunopos B.C.).
(B oannom cnyuae nocmanosienue omiudaemcs: KOHKPEmubiMu CPOKAMU, HATUYUEM
OMBEMCMBEHHbIX 34 KAMCObIL NYHKM NOCMAHOBIEHUS, d NOMOMY obecneyugaem
aghghexmusnocms camozo 3acedarus NPoOPCOIO3HO20 KOMUMEMA U BO3MOICHOCHb
KOHMPOJIS 34 8bINOJIHEHUEM PeUleHUsl).

Kak mpaBuio, Ha 3acenaHuu NpoPCOIO3HOTO KOMHUTETAa WM MNPOPCOIO3HOM
coOpaHuu Tpenacenare’ab NEPBUYHON MPOGCOIO3HONW OpraHuzanuu  uHOpMUpyer
ysieHoB [Ipodcoro3a 0 Xxo/1e BRINMOIHEHUS PEIBIIYIINX TOCTAHOBICHUH.

I'JIABA 6.
BJIAHKMU ITPOPCOIO3HBIX IOKYMEHTOB

6.1. OBIIUE TPEBOBAHUSA K O®OPMJIEHUIO JOKYMEHTOB HA
BJIAHKE OPTAHU3ALIUU ITPOPCOIO3A

[Tpu opopmnenun 61aHKa HAMMEHOBAHUE OpPTaHU3AIMU aJpecara yKa3bIBaeTCs
B MMCHHUTEIILHOM TaJIeXke, JOHKHOCTh JIUIA U ero (aMuius B JaTEIHLHOM TMajIeikKe.
(Maumumansl ykaseiBaoT mniepe; pamwmmmeir. B coctaB pekBu3mWTa «aapecar» MOMKET
BXOJIUTh €T0 MOYTOBBIN ajpec. [Ipu agpecoBaHnmn nucbMa B OPraHU3alUI0 YKa3bIBAKOT
ee HaMMEHOBaHWUe, a 3aTeM MOUYTOBKIN aapec. [Ipu anpecoBannu nucbMa GU3NUIECKOMY
JUITY YKa3bIBAIOT (DaMIJIMIO M MHUIIMAJIBI TIOJTy4YaTes, a 3aTEM TIOUYTOBBIH aJIpec).

Ha noxymeHntax, TpeOyronux 0CO0OTO YyJIOCTOBEPEHHMS, MOJITBEPKICHUS HX
IOpUJIMYECKON CHJIBI, CTaBUTCS IEYaTh OpraHu3ainuvu (Ha (UHAHCOBBIC JOKYMEHTHI,
BBIIIUCKA W3 TIOCTAaHOBJICHUW U 1p.). lledaTs 3aBepsieT MOIMHHOCThH TOJIUCH
npexacenaress npodCcor3HON OpraHu3anuu.

OTTUCK TMeyaTu MPOCTABIAETCS TaK, YTOObI 3aXBATUTh YaCTh HAMMEHOBAHMUS
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JOJKHOCTH JIMLA, MTOAIMCABIIETO JOKYMEHT.

Buapl NOKyMEHTOB, Ha KOTOpPBIE CTAaBUTCS ME€4aTb W IMOPSAOK NPUMEHEHHUS
nevareid M ITaMIoB MPO(COIO3HONW OpraHMU3alMM YCTAHABIMBAIOTCA B PErjaMeHTax
paboThl, MHCTPYKLUSX.

[Ipu cocraBieHMM [IOKYMEHTOB Ha JBYX M 0oJiee CTpaHHLAX BTOPYIO H
NOCJIEAYIOUIME CTpPaHUIBl HyMepyroT. Homepa CTpaHMI] IPOCTaBISIOT IOCEPEINHE
BEPXHETO M0JIs JIMCTa apabCKUMHU LUppamH.

B npaxkthueckodl — IeATENBHOCTH  NPO(COIO3HBIX  OpraHM3alMii  4acTo
UCITOJIB3YIOTCSI KON JJOKYMEHTOB.

3aBepeHHe KONMM JOKYMEHTAa WIA BBIIMCKM W3 HEr0 MNPOU3BOIAT B
HEOOXOUMBIX CITy4asix Uil MPUAAHUS UM IOPUAUYECKOM CUJIBL.

IIpu 3aBepeHUHN COOTBETCTBUSA KONMM JOKYMEHTA NOJJIMHHUKY HWKE PEKBHU3UTA
«Iloanuce» MPOCTABNAIOT: 3aBEPUTENBHYIO HAaaNHWCh «BepHo» mnmn «Komus BepHa»;
JOJDKHOCTh JIMIA, 3aBEPUBILIETO KOMUIO; JUYHYIO MOAMKUCH; pacliu(pOBKY MOJIUCH;
JIaTy 3aBEPECHMUSL.

Ha pacceuiaeMbpIx JIOKyMEHTax, OOJIaalOMX —OPUAMYECKUM  CTaTyCOM
(mocTaHOBIEHUS, HOPMATHUBHBIE JOKYMEHTBI U TIP.), CTABUTCSA M1E€YaTh.

6.2. BUAbI TIPO®COIO3HbIX BJIAHKOB

brnank mnpodcoro3HOro JAOKYMEHTa — OTO CTaHJApTHBIA JIMCT OyMaru c
HAHECEHHBIMU HA HEM IOCTOSHHBIMH PEKBU3UTAMH, COJCPKAIMIUMU HEOOXOIUMYIO
uHdopMaIuo 00 opraHu3aIum.

brnanku moxkymeHTa mpod)COIO3HONM OpraHU3alMK  MOKHO MPOEKTUPOBATH C
YTIIOBBIM WJIM TIPOJIOJIBHBIM PACIIOJIOKEHUEM PEKBU3UTOB (TP MPOJIOTIHHOM BapHaHTE
OJlaHKa BCE PEKBU3UTHI PACIIONATralOTCs BJIOJIb BEPXHETO MOJIS U BBIPABHUBAIOTCS JTHMOO
1o mupuHe, 1160 no ueHtpy. I[lpu yrioBom BapuaHTe — BCE PEKBU3UTHI 3aHUMAIOT
momaab pazmepom 72,8 x 88,6 MM (TnOO 1O JIEBOMY Kparo, MO0 LIEHTPYIOTCS Ha
JTAHHOM TIIOIIA/IN).

B Ilpodcoro3e, ero mepBUYHBIX U TEPPUTOPUATBHBIX OpPraHU3AlUSIX MOTYT
NPUMEHSTLCA Kak oOImue OJaHKu opraHuzanuu (i oQuIuManibHOW TEperucKH,
OTBETOB HA MNHWChbMAa M T.A.), TaK W OJAHKU OTHAEJIBbHBIX BHUIOB JOKYMEHTOB
(mMOCTaHOBJIEHUS, BBIITUCKHU U T.1.).

6.3. OBIIIMHA BJIAHK OPTAHU3AIIMU ITPO®COIO3A

OO6mmii 6;1aHK IEPBUYHON HIIM TEPPUTOPHAIBHON TPO(COI03HOM OpraHu3aluu
JIOJKEH BKJIIOYATh B CE0sI CIEAYIOUINE PEKBU3UTHIL:

¢ nammenoBanwue [Ipodcorosa (mosHOE MM COKpAIIEHHOE);
% amMbOaemy I[Ipodcorosa (mpu BO3MOKHOCTH);
HaMMEHOBaHUE MPO(COIO3HON OpraHU3alliy WU BEBIOOPHOTO OpraHa;
MOYTOBBIN ajapec, HOMep TenedoHa, dakca, aapec dIEKTPOHHOU MOYTHI U
caiita B UnTepHerte u 11p.);

/

¢ nary JokymeHTa (mata ogopmisieTcss HUPPOBBIM CrIOcOOOM, HaNpUMeED,
04.02.2013r. wim cnoBeCHO-IU(PPOBBIM CIIOCOOOM, a B ciydyae, €ClIu JICHb Mecsla

X/

*

R/ R/
0‘0 0’0

38



COCTOUT U3 OJHOU IU(PHI - TIepea Hell ctaButcs HOMb: 04 dhespans 2013r.).

¢ HOMEp JOKyMEHTa (COCTOHUT W3 IMOPSJIKOBOTO HOMEpPA, a TaKkKe MOXKET
JIOTIOJIHATBCSA UHIEKCOM JIeja 10 HOMEHKJIAType Jen);

% TOJANHWCHh — HAUMEHOBAHME JODKHOCTH JIMIIA, TIOJITUCABIIETO JOKYMCHT,
JUYHAS TOANUCH (MHUIMATBI B pacmi(pPOBKE MOANNCH MUITYTCS Tiepea pamummmei);

X/

¢  OTTHCK IeyatH (Mpu HEOOXOIUMOCTH).

6.4. BJIAHK OTAEJBHOTI'O BUJJA TPO®COIO3HOI'O IOKYMEHTA

Ha otnensHom Onanke wmoryt odopmisitecsi [IOCTAHOBJIEHUA Coesna
[Ipodcoroza; Ilentpansnoro Cosera; HMcnonkoma Ilpodcoroza;  coOpanus
(koHbepeHIMr), a TakKe BBIOOPHBIX  KOJUIETHAIBHBIX OPTraHOB OpraHu3alvu
[Ipodcoroza (IIpesnnuym, Komurer, Coser).

Ha Onanke mOCTaHOBIICHHS JOJKHBI OBITh Takue€ PEKBU3UTHI, Kak:
HauMeHoBanue IIpodcoroza u opranmszamuu [Ipodcoroza, CcOOTBETCTBYIOLIETO
BBIOOPHOTO KOJUIETHAIBHOTO TPO(COIO3HOTO oOpraHa, a TakXke JaTa U HOMep
POTOKOJIA.

T'JIABA 7.
IMPO®COIO3HBIA MPAKTUKYM

7.1.  IIPUMEPHASI HOMEHKJ/IATYPA  JEJ NEPBUYHON
IMPOPCOIO3HOUN OPT'AHM3AIINN.

YTBepKICHO
MOCTaHOBJIEHHEM TMTPOoPKOMa
oT 20 1. No_
IIpumepHass HOMEHKJIATypa
JeJ1 IepBUYHOI MPO(dCcOO3HOM OPpraHu3alun
Ne HaumeHoBaHue 10KyMeHTa Cpox xpaHeHus
1. | HopmaruBHbIe JIOKYMEHTBI (oOmiee
MOJIOKEHWE O TEPBUYHOM OpraHMA3aluu ITocTostHHO
[Ipodcoro3a, TMOJOKEHHE O TEPBUYHOM
po¢cor03HOM OpraHu3aIlvu, Ycras
[Ipodcoro3a, TOJNIOKEHHUSI O KOMHCCHSAX H
JIp.).
2. | IInansl paboTsl npodcoro3Horo komuteTa U | Jlo MuHOBaHUS HaJOOHOCTH
TOCTOSTHHBIX KOMUCCHU.
3. [IpoToxonsl po(coro3HbIX  coOpaHuit
(koH(epeHIuii), B TOM YUCIE U OTYETHO- Cpok noaHOMOYMIA
BBIOOPHBIX.
4, [IpoTokonel  3acegaHuii  MPOGCOIO3HOTO
KOMUTETA. Cpok nosHOMOYHI
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[TIpoTokoJib 3aceaHnm Ipe3unyma
po()COrO3HOM OpraHu3anuu

Cpok nosHOMOYM I

6. | Marepuansl TOATOTOBKM  MPO(COIO3HBIX
coOpanuii (B TOM  4Yucie  OTYETHO- Jlo MUHOBaHUS HAJOOHOCTH
BBIOOPHBIX), 3aceTaHui npodkoma,
CIIPaBKH, AaHAJTUTUYECKUE CITPABKU U T.J.

7. | JokyMeHTbI u MaTepHaIbl o Cpok nonHoMouuit
KOJUIEKTUBHBIM TE€PEroBOpam, 3aKIIOUCHHIO
Y KOHTPOJIIO 32 BBIITOJIHEHHEM KOJIJIOTOBOPA.

8. | JoxymeHTBI W MarepHalbl MO BOMPOCAM Cpox nosiHOMOYni
npaBoBOM  pabOThl M OOIIECTBEHHOTO
KOHTpoJIs 3a coomoaerriem TK PO.

9. | JlokyMeHTHI 1 MaTepHaIbl 110 OXpaHe Tpyaa Cpok nosHOMOYMI

10. | loxymMeHTBI M MaTepHallbl MO JPYTUM Cpox nosiHoOMOYni
OCHOBHBIM HaIpaBJIEHUSM PO COHO3HOM
paboTHI

11. | XKypnan yuera unenoB IIpodcoroza.

IlocTosiHHO

12. | Cmetsl, (UHAHCOBBIE OTYETHI U JApYyTHE Jlo MUHOBaHUS HAJOOHOCTH
(hMHAaHCOBBIE JOKYMEHTBHI.

13. | Craructuyeckue OT4ETHI. [TocTostHHO

14. | Marepuarisl KOHTPOJIbHO-PEBU3UOHHOM
KOMUCCHH. Cpok nosHOMOYMI

15. | Marepuasibl paboThI KOMUCCHM Cpok noaHOMOYMA
PO COI3HOTO0 KOMUTETA.

16. | 3asBneHus YJICHOB [Ipodcoroza o
O€3HaJIMYHON YIIaTe YWIEHCKUX B3HOCOB. [TocTostHHO

17. | KypHan  peructpanvu  BXOMASIMIEH U Cpok nosHOMOYH
HUCXOJAIIEN JOKYMEHTALINH.

18. | Ilucema, 3asBnenus wieHoB [Ipodcoroza ITocTosiHHO

19. | 3asBnenus o npueme B [Ipodcoros [TocTosiHHO

20. | AKTBI  YHUYTOXKEHHUS PO COIO3HBIX [TocTosiHHO
JOKYMEHTOB MCKJIIOYEHHBIX U BBIIIEAIINX U3
ITpodcoroza.

21. | IlocTaHOBNEHUSl, MHCTPYKTUBHBIE MHCHbMA, | Jl0 MUHOBaHMS HAJOOHOCTH

y4eOHbIE ¥ METOJUYECKHUE MaTEePHAIIBI U JIP.
JIOKYMEHTBI BBIIIECTOSMINX TPOHCOIO3HBIX
OpraHoB.
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Ipumeuanue:
1. Ins opraHu3anuid, UMEIOLIUX CTATyC IOPUIAYECKOrO JIUIA, CPOKU XPAHEHUS
(WHAHCOBBIX JOKYMEHTOB YCTAaHABIIMBAIOTCS B COOTBETCTBHU C HOMEHKJIATYPOU

OyXranTepum.
2. I1o Bcem ocTaibHBIM MPO(COIO3HBIM JOKYMEHTaM MEPBUYHBIX MPO(PCOIO3HBIX
OpraHu3alyii,  yKa3aHHE Ha CPOK XPAaHEHHS «CPOK NOJIHOMOYUID» O3HAYACT, YTO

MOCJIe ITOTO CPOKa IMPOTOKOJIBI M JIp. MOKYMEHTHI OIPEACTSIOTCS Ha XpaHCHHE B
TEKYIIUNA apXHUB MPOQCOO3HOM OpraHu3aIlii, B TPO(COIO3HBIN I TOCYAapCTBEHHBIN
ApXvB Ha JUIMTEIHHOE XpaHEHWE, HO HaJIMYWEe TaKOW 3amuCH B HOMEHKIAType Jel
npo(CO03HOHN OpraHu3alry He 0O3HAYaeT, YTO TOCTE CPOKa MOJTHOMOYUHN MPOTOKOJIBI
HENPEMEHHO JTOJDKHBI YHHUTOKATHCS.

3. B MaJloYMCICHHBIX TEPBUYHBIX MPOQPCOIO3HBIX OpTaHU3alUAX, T HET
YCIOBHMA JIJIT  JUIATEILHOTO TEKYIIET0 XpaHEHWUS JOKYMEHTOB, OHH MOTYT
YHUYTOXXAThCS M0 UCTEUECHUH CPOKa MOJHOMOYHUN BEIOOPHOTO MPO(COIO3HOTO OpraHa.

7.2. IPUMEPHASI HOMEHKJIATYPA JEJI TEPPUTOPUAJIBHOM
(MECTHOI71) OPI'AHU3SALIUUA ITPODPCOIO3A

YTBepKICHO

rnocraHoBieHueM lIpesnanyma

paiionHoi opranuzanuu [Ipodcorosa
oT 20_ 1. No_

INPUMEPHAS HOMEHKJUIATYPA JIEJI
MecTHOI opranu3auuu [lpodcorosa

Ne HaumeHoBaHHMe  JOKyMeHTa Cpoku xpaHeHust

1. |YcraB [Tpodcoroza pabOTHUKOB HapOJHOTO [TocTosiHHO
oOpazoBanus u Hayku P®. OOimiee mNOJOXKEHHE O
TEPPUTOPUATHHON OpraHu3aIiu IIpodcoro3a,
[Tonoxenue o palloHHOW (TOPOJCKON) TPO(COIO3HOM
OpraHU3aINH, perucTpaoOHHbIC JTOKYMEHTHI,
perJIaMeHTBl, WHCTPYKIIMA W WHBIC JIOKAJIbHBIE
HOPMATHUBHbBIC aKThl, TPUHATHIE B MECTHOM
opranuzanuu [Ipodcoro3a B cOOTBETCTBUU ¢ YCTaBOM
[Tpodcoroza.

2. |IlocraHOBICHUS, HOPMATUBHBIC U METOIUYCCKHE J10 MHHOBaHHMS
JIOKYMEHTBI BRIOOPHBIX OPTaHOB BBIMIECTOSIIIIX HaJ00HOCTH
opranmzanuii [Ipodcoroza u IIC IIpodcorosa.

3. |Ilnanbl paboThI paii (rop) KomMa, TOCTOSTHHBIX Cpok oTHOMOYHIA
KOMHUCCHU.

4. |IIpoTokosbl (CTEHOrpaMMbl) OTYETHO-BBIOOPHBIX Cpoxk nosHOMOYM I
po¢COr03HBIX KOH(MEPEHIIHM.
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[IpoTokosbl 3aceqanuii paioHHOTO (TOPOACKOTO)
KoMmuTeTa (coBeTa) opranuzanuu [Ipodcoroza.

Cpok noTHOMOYU I

6. |IIpoToxoibl 3aceqaHuii Mpe3uanyMa MECTHON Cpoxk nosHOMOYM I
opranuzanuu [Ipodcoroza.

7. |PacnopsbkeHus npeacenaresns opraHu3alu Cpoxk nosHOMOYM I
[Tpodcoro3a.

JInuHble fena MTaTHBIX Pa0OTHUKOB OPraHU3alIUu. 75 ner
Martepuansl o MOATOTOBKE 3aceaHuil mpodcoro3HbIX | CpoK MOTHOMOUYNH
OpraHoB (CrpaBkH, HH(HOPMALIUU U3 IEPBUYHBIX

OpraHu3aiuii, TabJulIbl, AaHATUTUYECKUE MAaTEPUAIIbI).

10. |JlokyMeHTBI M MaTepHallbl MEeperoBOpoB 3akioueHuto| Jlo MUHOBaHUS
TEPPUTOPUAIIBHOIO COIVIAIIEHUS W KOHTPOII 3a €ro HaJ00HOCTH
BBIIIOJIHEHHUEM.

11. |JJoxymeHTbl, oTpaxkaromue paboTy 1o Bonpocam Tpyaa| Cpok MOJIHOMOYHM
1 3apa0OTHOM IJIATHI.

12. |JlokymeHTbl M MaTepuaibl 1O NpaBoBOil pabdote,| Cpok MOJIHOMOYMIMA
JIOKYMEHTBI 110 KOHTPOJTIO 3a codmoienrneM TK PO.

13. |[loKkyMeHTBI U MaTepHaJIbl IO OXpaHe TPY/a. Cpox nosiHOMOUYn

14. |HakonurenbHbIe MaTepuabl 10 npyruM | CpoK MOJTHOMOYHIM
HaIpaBJICHUSAM JAESITENbHOCTH PallOHHOW (TOPOJICKOM)
opranuzauuu [Ipodcoro3a ucxoas U3 yCTaBHBIX 3aja4y
(couuanbHble  BOMNPOCHI,  OpraHM3alusi  OTAbIXa,

MIPOBE/ICHHE pPa3TUYHBIX npodeccruoHaIbHbIX
KOHKYPCOB U JIp.)

15. |PaGoune maTepualibl MOCTOSTHHBIX KOMHUCCHI pait (top)| Jlo MuHOBaHus
koma IIpodcoroza. IlomoxkeHHss O IMOCTOSHHBIX HaJI00HOCTH
KOMHUCCHSIX.

16. |[doxymeHTsl 1O paboTe ¢ KaapaMd U aKTUBOM, ITocrosiHHO
o0ydeHue mpodCcor3HOTO aKTUBA.

17. | JokyMeHTHI, OTpaXkaroume ¢dbuHaHCOBO- [TocTostHHO
XO35MCTBEHHYIO  JI€ATENIbHOCTh  (CMEThI, IITaTHOE
pacniucanue,  (UHAHCOBBIE  OTYETBI W Tp.).

Bbyxrantepckue IOKYMEHTBI (OyXTaJITepCKUA YYeT |
JEJONPOU3BOACTBO B OyXrainTepuu BeAyTCA IO
OT/ICJIbHOM HOMEHKJIATypE JIe).
18. |Peectp nepBUYHBIX MPOPCOIO3HBIX OPraHU3ALUH. [TocrosiHHO
19. |Cnucku 4neHOB KOMHUTETa MeCTHOW opranuzaiuu| Cpok MoJIHOMOYHIMA
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[Tpodcoro3a (criucku HHOTO MPOGCOO3HOTO AKTHBA).

20.

KypHaunbl:
BXOJIAIIECH U UCXOAIIEH JOKYMEHTALINH;

BbI1auu OJIaHKOB MPOQPOUIETOB;
yuéTa nmuceM-xano0, oOparieHui;

HHBIC )XYpPHAaJIbI.

Cpok nosHOMOYM I

21.

CBOI[HI)IC CTaTUCTUYCCKHUC OTUYCTEI.

Cpok nosHOMOYM I

22,

AKTBI Tepemaud el TpU CMEHE TMpelceaarens
paiioHHOM (TOpOACKOM) PO COI03HOM OpraHU3aIUu.

IlocTostHHO

23.

[lepemmcka ¢ BBIIECTOSIIIUMH  MPO(COIO3HBIMU
OpraHaMyd W JPYTMMH OpTaHU3alMsSIMU IO BOMPOCAM
po(Ccor03HON pabOTHI.

Jlo MuUHOBaHMS
HaJI00HOCTH

24,

Marepuansl o HarpaxJacHHUIO

IlocTosiHHO

25.

Ilepenncka ¢ opraHaMM BIIACTH W YNPABJICHUA,
COLIMAJIbHBIMU MTAPTHEPAMH.

IlocTosiHHO

26.

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

IlocTossHHO

217,

Nudopmarus 0 MEPBUYHBIX PO COIO3HBIX
OpraHu3alusIX:

OTYETHI ¥ CBEICHUS O pabOTe MEPBUYHBIX
po(COI03HBIX OpraHU3aIuil (CIIPaBKH,

uHpOpMAIIUHY U TIP.);

XKypHaJ peructpauuu [lonoxxenuit o

HNEPBUYHBIX PO COIO3HBIX OPraHU3aAIMIX;

KypHajl ~ y4eTa  KOJUIEKTUBHBIX  JIOTOBOPOB
NEPBUYHBIX TIPO(COIO3HBIX OpTraHU3AIIHM;

JApyrue HAKOMUTEIbHBIE MaTepuaibl Mo padote
MEPBUYHBIX TTPO(PCOIO3HBIX OpPTraHU3aIUi.

Jlo MuUHOBaHMS
HaJI00HOCTH

[pumeyanmue:
1. Jlnsa opranu3aiiuii, UMEIOIINX CTATyC IOPJIHIIA, CPOKU XPaHEHUs] (PUHAHCOBBIX

JIOKyMEHTOB YCTAHABIIUBAIOTCS 0CO00 MO HOMEHKJIATYpe OyXTralTepuHu.

PO COIO3HBIX OpraHu3aIuil,
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2. Ilo BceM ocranbHBIM MPOQPCOIO3HBIM JOKYMEHTaM TEPPUTOPHAIBHBIX
yKa3aHUE Ha CPOK XPAHEHUSl «CPOK HOJTHOMOYUIL
O3HAYaeT, YTO IOCJE 3TOr0 CPOKa MPOTOKOJIBI U JpP. JOKYMEHTHI OMpPEAEIIOTCs Ha
XpaHeHHE B TEKYyIIUWA apXuB MNpo(COIO3HOM OpraHu3anuv, B NpOo(COIO3HBIN WU




roCyJapCTBEHHbII ApPXHMB Ha JUIMTEIBHOE XPAHEHWE, HO HAJIU4YHMe TAaKOW 3alliCH B
HOMEHKJIaType Jel MNpo(COI03HONW OpraHu3allid HE O3HA4aeT, YTO IOCJe CpoKa
MOJIHOMOYH MPOTOKOJIBI HEIPEMEHHO JIOJKHBI YHUUTOXKATHCS.

3. [IpuBeaéunast Bolllie HOMEHKIATYpa HOCUT MPUMEPHBINA XapakTep, a MOTOMY,
UCXOMASl W3 CIIOKMBIICHCS MPAKTUKA U HEOOXOAMMOCTH OOECHeueHHUs yCTaBHON
nesiteabHOCTH — opranu3auumu  [Ipodcoroza,  paspabarbiBaeTcs ~— KOHKpETHas
HOMEHKJIaTypa JeJ1 PO COI3HON OpraHu3alluu.

I'/TABA 8.
ITPUMEPHBIE OBPA3IIbI CJ1YKEBHBIX ITUCEM, 3ASBJIEHUN,
AKTOB, 1O0JI’KHOCTHbBIX THCTPYKIIUU, ITPOTOKOJIOB U BBIIIMCOK

8.1. IPUMEPHBIE OBPA3IIbI O®OPMJIEHUS ITUCEM
[Ipencenaremnto palioHHON (TOPOACKOM)
opranuzanuu [Ipodcoroza
(©.1.0.)

3aro/10BOK JOKYMEHTA .....

MPO®COKO3 PABOTHUKOB HAPOJHOI'O OBPA3OBAHUSI U HAYKHU POCCHUMCKOM OEJEPAIIUN
NEPBUYHASI TIPO®COIO3HASI OPT AHU3AIINS IIKOJIBI Ne25
MOJ0JbCKOI'O PAMOHA MOCKOBCKOM OBJIACTH

MPO®COIO3HBIA KOMUTET

265123, r. [lomonsek, yi. [Ipodcorosnas, o.7a Ten. (8-4962) 23-24-56; daxkc (8-4962) 23-28-49

No

Bo wucnonnenme mnoctanoBneHus llpesummyma TOpOACKON —OpraHU3alluU
[Ipodcoroza oT «  » | RC( O » MPO(COO3HBIM KOMHUTETOM
IIKOJIBI ~ pa3pabOTaHbl M  OCYIIECTBICHBI MEpPHl M0 YCHJICHUIO MOTHBAIUH
PO COIO3HOTO WICHCTBA.

OpranuzoBaHa pabota KpPYXKKa, Ha KOTOPOM u

1 F

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

C yBaxxeHueM,
IIpencenarens nepBUYHOU
npo(cor03HOI Opranu3anuu
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8.2. IPUMEPHBIE ®OPMBbI 3ASIBJIEHU

®opma 1

B nepBuuHyto (TEppUTOPUATHHYIO)

PO COIO3HYIO OPTaHU3AIIIO
(mammeHoBaHue opranu3aiuu [Ipodcorosa)

ot (®.1.0., I[OJ'I)KHOCTI))

3ASIBJIEHUE
o Bcrymiienuu B IIpogcoro3
A,

(@.H1.0., dondxcrocmu)
polry IpuHATh MeHs B wieHbl [Ipodcoro3a paboTHHUKOB HAPOAHOTO OOpa30BaHUS U
Hayku P®. OO0s3yrock BbononHATh YcTaB [Ipodcoroza, ymiauuBaTh WICHCKUE
npoCorO3HbIE B3HOCHI W TPHUHUMATh YYacTHE B JIEATCILHOCTH OpTaHHU3AIUU
[Ipodcoroza.

B cootBerctBuM ¢ TpynoBeiM koaekcom P® u ®enepanbHbiM 3akOHOM «O
MIEPCOHANILHBIX JAaHHBIX» U C IEJbI0 MPEACTABUTEIBCTBA M 3AIIUTHI MOUX COITHATILHO-
TPYIOBBIX TPaB U TPO(HECCHOHATBHBIX HHTEPECOB, OPTaHHW3AIMd  TPO(COI3HOTO
yuéra Jar0 corjiacue Ha oOpaOOTKy MOUX NEPCOHAJIbHBIX NaHHBIX (D.H.0., 200 u
oama poodicoeHus, obpazosanue, npogeccus, cemelinoe NONONCEHUE U 3apaboOmHAsL
niama) Ha Bechb mepwox Moero wieHcTBa B Oo6mepoccuiickom IIpodcorose
o0pa3oBaHUsI M OCTAaBJIAIO 32 COOOM MPaBo MO MUCHbMEHHOMY TPEOOBAaHUIO OTO3BATh
3asBJICHHUE B JIFOOOE BpEMHI.

(0ama) ( noonucs)
[Tpumeuanue: 3asBieHUE XpPaHUTCA B IEPBUYHOMN NMPOPCOIO3HON OpraHU3auy.

45



®opma 2
Pyrosooumento
00paz08amMenbHO20 YUPeHCOEeHUs]

(raumenosanue obpazoeamenvHo2o yupesicoenust)

(D.1.0. pykogooumens)

(D.1.0. wuynena Ilpoghcorosa)
3AABJIEHUE
0 0e3HAJTMYHOM MEPECYNCIICHNH YICHCKOTO
HpO(l)COIO3HOFO B3HOCa
H:

(o.11.0., dondxncrocmy)

Ha ocHOBaHUM CT.28 DenepanbHoro 3akoHa «O npodeccuoHaNbHBIX CO03aX, UX
mpaBax W TapaHTUSX [JEATEILHOCTH» TMPOIILY €KEMECSUYHO YACp>KUBATh U3 MOEH
3apryiaTel (CTUTIEHJIWHU)  4WICHCKUNM TMpodcoro3Hbii B3HOC B pasmepe 1,0% wu
MEPEUUCIISATh €ro Ha cyeT opranuzanuu [Ipodcorosa.

(0oama) (noonucwe)

Ilpumeuanue: OpuUrMHANA 3asBICHUS XPAHUTCS B OYyXTalTepUu YUpeXJIEHHs, KOIus
3asiBJIEHUS — B IPOPCOIO3HOM KOMUTETE.

®opma 3

B nepsuunyro npogpcoroznuyio opeanuzayuro
(raumenosanue opeanuzayuu Ipoghcorosa)
om unena Ilpogcoroza (D.U.O., donxcrocmy)

3ASIBJIEHUE
[Ipomury cuntarhe MeHs BbIOBIBIIMM U3 [Ipodcoro3a mo coOCTBEHHOMY KEJIaHUIO
B CBSI3U C
ITpodcoro3HbIN OMIET pHUIaraeTcs.

(0oama) (noonucw)
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®opma 4

Ilpeoceoamento
opeanuzayuu Ilpogcorosa

(®.1.0.)
COI'JIACHE
Ha 00paldoTKY NEePCOHAIBbHBIX JAHHBIX
yieHa Ilpodgcoro3a, n30paHHOTo B COCTaB NMPO(PCOIO3HOTO OPraHa
A,

( @.H.0., donsxcnocmp, 8b160pHast RPOPCoiosHas paboma)

C Uenblo OOeCrmevYeHHus peanu3aliil MOMX TMOJHOMOYMM B KauecTBE 4WICHA
(HaumeHosaHue npogopeana) Aaro coriacue
Ha 00pabOTKy  MepCcoHaNbHBIX MJaHHBIX (D.M.O., 200 u oama podcoeHus,
obpazosaHue, npogheccus, Homep mene@oHna) Ha BECh NMEPUOJ] MOETO NMPEObIBAaHUS B
CcOoCTaBe BBIOOPHOTO MPO(COIO3HOTO OpraHa W  OCTaBJIsl0 3a COOOW MpaBoO MO
MUChMEHHOMY TPEOOBAaHUIO OTO3BATh 3asBICHUE B JII0O0OOE BpeMsI.

Unen Ipodcoroza

(Oama) (noonucw)

Ilpumeuanue: 1lucpmMeHHOE coriacue Ha 0OpabOTKY MEPCOHANbHBIX JTAHHBIX XPAHUTCS B
BBIOOPHOM OpraHe cooTBeTCTBYoIeH opranuzanuu [Ipodcoroza

®opma S
OBA3ATEJBCTBO
0 HepasrJiallleHu! NMePCOHAIBHBIX IaHHBIX MpeaceaarTeaeM
opranu3auuu Ilpogcoroza
A,

( @.H.0., npeocedamens opeanuzayuu Ipodcorsa)
O6H3YIOCB HC pasriamarb MONEpCOHAIBHBIC OaHHBIC YJICHOB Hp0(1)c0103a )51

UCTION30BaTh WX TOJBKO C IENbI0 TPEACTABUTEIBCTBA W 3alUTHl COIMAIBHO-
TPYAOBBIX TIPaB U MpOo(ecCHOHANBHBIX HHTEPECOB, OpPraHM3alMd  MPO(HCOIO3HOTO
yuéTa W, B cllydae u30paHusi B COCTaB MPOQCOI3HOTO OpraHa, OpraHU3alluu
JeSTEIBHOCTH MPO(COI03HOr0 oOpraHa B cooTBeTcTBUH ¢ Y cTaBoM [Ipodcoroza.

[Ipencenarens
opranuzanuu [Ipodcoroza

(moxmuck)

(0oama)
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Ilpumeuanue: IluceMeHHOE 0053aTENBCTBO XPAHUTCA B JOKYMEHTaX
BBEIOOPHOTO OpraHa COOTBETCTBYIOIIEeH opranusamnuu [Ipodcorosza

8.3. ®OPMA KYPHAJIA PETUCTPAIIUU JOKYMEHTAILIUU

8.3.1. Bxoasimuasi 10KyMeHTalUsA

No Hama Dopma No Koppecn | Kpamkoe | Pezonwoyus |Ilpumeuan
n/n | nocmynnenus nocmynjieHus | nocmynueuie | OHOeHm | cooepiicanue | pyKogooume ue
0oKyMenma 0oKyMenma 20 s
(nouma, ¢axc, | doKymenma u
e-mail u np.) dama e2o
omnpaenenun

1
2

8.3.2. Mcxoasimasi JIOKYMeHTALMA

No | [lama omnpaeku Kpamkoe codeporcanue Komy aopecosano Hcnonnumens
n/n

8.4. IPUMEPHBIE OBPA3IbI AKTOB

[Tpodcoro3 paboTHUKOB HAPOAHOTO 0Opa3oBaHMs U HAYKH PD

(raumenosanue opeanuzayuu Ipogcoiosa)

YTBepKIECHO
MOCTaHOBJIEHUEM MpoPKroMa
oT 20 1. Ne

AKT
0 BbI/ICJICHUH JOKYMEHTOB U JeJ1 Il YHHUYTOKEHHUS

MECTO Jara

CocraBiieH KOMUCCHEH ( ®.1.0. )

Komuccust mpodxoMa Ha OCHOBAaHUM CIHCKA, YTBEPKICHHOTO MTOCTAHOBIICHUEM
npo(COI03HOTO KOMHUTETA 0T 20 r.Ne_ ,yHuuTOXWJIA () men u
OTJIETFHBIX JOKYMEHTOB B CBSI3M C UCTEYCHHEM CPOKOB XpaHEHUS U MHHOBAHHEM HX
HAJ0OOHOCTH (HaeTcs TepevYeHbh Ha3BaHWUN JTOKYMEHTOB M TOSICHEHHE (KpaTKoe HX
COJICp>KaHHeE).

[Ipencenarens koMuccuu
YrieHsI KOMUCCUN
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[Tpodcoro3 pabOTHUKOB HAPOTHOTO 0Opa3oBaHMsI U HAyKu PD

(raumenosan e nepsuunoi opeanuzayuu Ipogcorosa)

YTBEPXJIEHO
MOCTAaHOBJICHHEM MPOPKOMa
oT 20 1. Ne

AKT
nepeaavu e nNepBUYHON NPo¢CO3HON OPraHu3alu

MECTO Jara

Hacrosmii akT cocTaBiicH B MPUCYTCTBUU Ipeceaareis (dwieHa) KOHTPOJIbHO-
PEBU3MOHHOW KOMHUCCUU (WJIM TIPEJICTaBUTENS pail (rop)koma mnpodcoro3a) 0 TOM, UTO
(®.1.0.)

OBIBIIMM TIpejiceaaTesieM PO COO3HON OpraHu3aluy, nepeaarTcs:
1./lena nepBuYHOM MPO(COO3HON OPTaHU3ALMH M0 CIETYIOIEMY CIUCKY:
1)
2)
3)
4)
2. Ileuats mpodcoro3Hoit opranuzanuu (Ipu HATAYUH).

ITepenarommin gena
[TpuHuMaromum aema

[Ipencenarens (4aeH) KOHTPOIHHO —
PEBU3MOHHON KOMUCCHH
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8.5. OPOPMJIEHHUE YBEJOMJIEHUA 0 HAYAJIE
KOJUVIEKTUBHbBIX IEPEI"'OBOPOB

[Ipodcoro3 pabOTHUKOB HAPOAHOTO 00pa30BaHUS U HAYKH PO

(raumenosanue opeanuzayuu I[lpogcoiosa)

Jara

[upekropy

(HaumeHoBaHUe yupertcOeHUs)

YBEJOMJIEHHUE

[Ipodcoro3upiii  koMHuTET YyBemomisieT Bac o HaMmepeHWH BCTYIUTH B
MIePEroBOPHI 0 3aKIFOYEHUIO KOJUIEKTUBHOTO AoroBopa Ha 2014 — 2016 roapr.

B cootBerctBuu co ct.36 TpynoBoro kojaekca PO npennaraeM B CEMUTHEBHBIM
CPOK M3JaTh MpPHKa3 O CPOKax pa3palOTKU MPOEKTa U 3aKITIOYEHHUS KOJUIEKTUBHOTO
JIOTOBOpA, COCTaBE€ KOMHUCCHM [ TIPOBEACHUS NMEPErOBOPOB, MOPSAKE U MECTE €€
paboTHI.

Co cBoell CTOpOHBI MpejiaraeM MpoBECTU NEPEroBOpbl B TeueHue () JHeu
Y 3aKJIOUYUTH KOJUIEKTUBHBIN IOTOBOP 10 (amcno, Mecsty, rox).

NuTtepecsl paOOTHUKOB Ha MEperoBopax MpeACTaBIISIOT: (maétcst cucok
YJIECHOB KOMHCCHH CO CTOPOHBI PAOOTHUKOB).

3acenaHusi KOMUCCHUU TMpeJiaraeM MPOBOJIUT €KEHEAETBHO M0 BTOPHUKAM WIIH
cpeaaM B yao0OHOe cTOopoHe paboToaaTens BpeMs. MecToM MeperoBOpOB OMPECIUTh
METOANYECKHN KaOUHET.

IIpencenarens nepBUYHOU
poCOI03HON OpraHu3aluH
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8.6. MPOTOKOJI NPO®COK3HOI'O COBPAHUS

[Tpodcoro3 pabOTHHUKOB HAPOTHOTO 0Opa30BaAHUS
v Hayku Poccuiickont @enepannu

(raumenosanue opeanuzayuu Ipoghcorosa)

HPOPCOIO3HOE COBPAHUE

NMPOTOKON
No

Jara MECTO

Bcero unenoB IIpodcoro3a, cocrosmux Ha ydeTe B MEPBUYHON NMPOQCOI03HON
OpraHU3aIu

KonmuecTBo mpuCyTCTBYIOMMX Ha COOpaHUU

®.1.0. uneHoB pabouero npe3uanyma (M30upacTcs MPU HEOOXOTUMOCTH)

®.1.0. cekperaps coOpaHus (CocTaB ceKpeTapuara)

HOBECTKA /IHA:

1. O cocrostHuu MHPOPMALMOHHOW PaOOTHI B .....(OYEPETHOCTh PACCMOTPEHUS
BOIPOCOB Ha COOpaHUM IMpenaraercsi NpoQCcoro3HbIM KOMHUTETOM U YTBEP)KIaeTcCs
coOpaHueMm).

2. O BBINIOJIHEHUH ........

TI'osocoBasu: _ «3ay,  «OpoTHBY», _ «BO3Aepxkaica» (B ciydae

BHECECHMSI M3MEHEHUI WJIM JOTIOJHEHUW B TMOBECTKY JIHS BHECEHHBIE MPEIJIOKCHUS
BBIHOCSIT Ha TOJIOCOBAHUE U 3aHOCST B IPOTOKOM).

1. CIYIIAJIM: O cocrosHud WHOOPMAMOHHOW PAOOTBI B .occceeee.nee.
(vkazvisaemess @.M.O. ooknaduuka). Joxnanx (uHdopmarus) mnpuiaraercs (uiu
u3nazaemcs 8 3anuci).

Bompocsr k moknamunky:1,2,3. (puxcupyromes 6ce sonpocot).

Boicrymuam: 1,23 (yraszvisaemcs @.U.O. svicmynusuieco, O00aAHCHOCHD,
Kpamkoe CO0epACAHUe 8blCYNICHUS).

MocTranoBuiau: (mexcm nOCMAHOBIEHUS GKIIOYAEMC 6 NPOMOKOL  UIU

YKasvleaemcs, unio Ha Jaucmax npuiazaemcs, yKasoledemcs eco HOMep).
TI'osnocoBanm: «3a» CAUHOITIACHO Wiu 6 ciydae pClS‘HOZJlaCMZZ.'
«3Ba», «IIPOTHUB, «BO3ACPIKAIICI

2. CJIYIHAJIA: O BBITIOJHEHUH ..............
Bomnpocs! k moxnanunky:1,2,3. ( puxcupyromes ece eonpocet).
Boictymuau: 1,23 (yrkazwvisaemcs @D.U.O. svicmynusuieco, O00aHNCHOCHD,
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Kpamkoe co0epucaHue 8blCynieHus).
I[MocTtanoBWIN: (mexcm NOCMAHOBNEHUS GKIIOYAEMCs 6 NPOMOKOA UlU

YKasovleaemcs, unio Ha aucmax npuiaeaemcs, yKasobleaemcs e2o Homep).
TI'osnocoBanm:. «3a» CAUHOITIACHO Wiu 6 ciydae pa3H02ﬂacuL7:
«3Bay, «IIPOTUB», «BO3ACPIKAIICT»

[Ipencenarens nepBUYHOM
po¢CcOI03HOM OpraHu3aIuu

8.7. MPOTOKOJ 3ACEJAHUSI NMPO®COIO3HOIO KOMHUTETA
(MIPOPKOMA)

[Tpodcoro3 pabOTHUKOB HAPOAHOTO 0OpPa30BaAHUS
u Hayku Poccuiickon @enepanuun

(Haumenosanue nepsuunou opeanuzayuu [Ipogcorosa)

MNPO®COIO3HBIIA KOMUTET
NMPOTOKOI

Jarta MECTO

N36pano B coctas npodkoma () yed.
[IpucyrcrBoBanu Ha 3acenanuu () yen. (Jlucm npucymcemaeus npunazaemcs)
[Ipurnamensr:

(®.1.0.)
[IpencenarenbCTBYOMMI

INOBECTKA JIHA:

1. O cocrositHuu Mpo(CO3HOTO YJICHCTRA.

2. O paccMmoTpeHuu 3asBieHui wieHoB [Ipodcoro3a Ha MaTepuaIbHYIO MOMOIII.

T'osocoBam: _ «3a»,  «OpoTHUBY», _ «BO3AepKaics» (B ciydae
W3MCHCHUH WIIM JTOTIOJTHEHUH B IMTOBECTKY JHS 32 BHECEHHBIC MPEIJIOKCHUS TOJOCYIOT
Y 3aHOCST B IIPOTOKOJT)

1. CJIYHWAJIM: O coctostHUH TPO(HCOI03HOTO YJICHCTBA.
C undopmanmeit BRICTYNHII MpeaceaaTeNib KOMUCCUU TI0 OPTaHU3aIMOHHO-MacCOBOU
pabote npodproma (D.MN.0.). (nHDOpMAIHS ITPHIATaeTCs).

Bomnpoce! k noknanunky:1,2,3 (¢uxcupyromes éce sonpocut).

Boicrymuwmm: 1,23 (ykaszvisaemes @D.U.O. svicmynusuieco, 00IICHOCHD,
KpamKoe Co0epiucanue blCynieHUsL).

I[MocTtanoBWIN: (mexcm NOCMAHOBNEHUS GKIIOYAEMCs 6 NPOMOKOA UlU
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YKasvleaemcs, unio Ha aucmax npujiaeaemcs, yKasobleaemcs e2o Homep).
TI'onocoBanm: «3a» CAHUHOI'JIaCHO (6 ciyuae pa3H02Jzacud yKasbleaemcs

«3ay, «IIPOTHUBY, «BO3JIEPKATICSY U YKA3BIBAIOMCA (D.U.0, 20]10CO8ABUIUX
npomus).

2. CIYIWAJIM: 3asenenue uieHa IIpodcoroza (®.1.0.) Ha
MaTepHaNIbHYI0 TOMOIIb. (3aserenuss paccmampusaromcs 6 0OmMOEIbHOCMU, U NO
KAXNCOOMY NPUHUMAEMCL NOCMAHOBIEHUE C YKA3AHUEM Pe3YIbmanmos 2010CO8AHU).

[Ipencenarens nepBUYHOU
po¢CcOI03HOM OpraHu3aIuu

8.8. MNPOTOKOJI 3ACEJAHUSA KOMMUTETA (IIPE3UJUYMA)
MECTHOM OPTAHU3AIIUU TPOPCOIO3A.

[Ipodcoro3 pabOTHUKOB HAPOIHOTO 0OpPa30BAHUS
n Hayku Poccuiickon ®@enepanuun

(naumenosanue mecmnoii opeanuzayuu Ipoghcorosa)

KOMMUTET (ITIPE3UIUYM)
NMPOTOKOIN

mara MECTO

N36pano B coctaB komuTeTa (mpe3uauyma) () 4ell.
[IpucyrcrBoBano Ha 3aceqanuu () yen. (Jlucm npucymcemaeus npunazaemcs)

[TpurnaireHsr: (¢h.u.o., dondxicrHocmy)

[IpencenarenscTBOBaAN

HOBECTKA JIHA:

1. O xome OTYETHO-BHIOOPHOW KaMIAHMK B TEPBUYHBIX MPOPCOIO3HBIX
OpraHu3alusIX.

2. O6 yTBepxkaeHuM iana padotel Ha |l momyroaue 2014r.

TI'osocoBasu: _ «3a»,  «IpoTHUB», __ «BO3Aepxkaics» (B ciydae

W3MEHEHUH WA JOTIOTHEHUH B TMIOBECTKY JHS 32 BHECEHHBIC MPEAJIOKEHUSI TOJOCYIOT
Y 3aHOCSIT B IPOTOKOJ)

CJIYIHIAJIN: Ilpencenarenss opraHu3allMOHHO-MAacCOBOM KOMHUCCHHM pallkoma
npodcorosa (®.1.0.) o xome OTYETHO-BHIOOPDHOH KaMIaHUH B
MIEPBUYHBIX TPOQCOIO3HBIX OpTaHu3aMAIX (uHdopMayus npuiazcaemcs).

Bompocsr k moknamunky:1,2,3. (puxcupyromest 6ce sonpocoi).
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Boicrymuau: 1,2,3.4. (yrxazvieaemcs ¢h.u.o. evicmynueuieco, OOANCHOCHD,
Kpamkoe co0epiucanue 8blCIMynieHUs U NPeooNHCeHUsL).

MocranoBuiu: (Qpuxcupyemcs peuwienue no OAHHOMY GONPOCY C YKA3AHUEM
Pe3yIbmamos 20J10C08AHUS).

3. CHIYHIAJIN: Ilpencenmarens paiionHoi opranm3anuu [Ipodcorosa
(®.1.0.) o mnane padotsl Ha |l monyroaue 2014r. (nran npunacaemcs)

Bompocs k moknamunky: 1,2 ( uxcupyromes éce sonpocst).

Boicrymuau: 1,2,3.4. (yrkaszvieaemcs ¢h.u.o. evicmynueuieco, OONNCHOCHb,
KpamKoe CoO0epuCcanue 8blCmynieHust U RPeoIoNCeHUsL).

IMocTaHOBMIIN: meKcm NOCMAHOGNEHUs. BKIIOUAEMCs 6 NPOMOKONL U

VKA3bl8AEMCSl, YMO HA ___ IUCMAX NPULAeaemcsi, yKa3vl8aemcs e2o Homep).

ToslocoBaIn: «3a» €IUHOMIACHO (6 cayuae pazHoeracuil YKa3vleaemcsi
«3a», _ «IpPOTHUB», __ «BO3AEPXKAICS» U YKA3ZLIBAIOMCA (D.U.0, 20]10COBABUIUX
npomus).

IIpencenarens paiilOHHOMN
opranuzanuu [Ipodcoroza

8.9. BBIIINCKA U3 TIPOTOKOJIA

MPO®COI03 PABOTHUKOB HAPOJHOI'O OBPA30BAHMS U HAYKH POCCHIICKOM ®EJIEPALIMN
HEPBUYHAS TPO®COIO3HAA OPI'AHU3AIIAA HIKOJIbI Ne25
MHOJOJbCKOI'O PAMOHA MOCKOBCKOMU OBJIACTH

MPO®COIO3HBIK KOMUTET

265123, r. [Tomonsek, yiu. [Ipodcorosnas, 1.7a ten. (8-4962) 23-24-56; dakc (8-4962) 23-28-49
No
BBIIINCKA
U3 IPOTOKOJIA 3aCCIaHUA leO(l)COIO3HOFO KOMUTETA
OT «__» 20 r. Ne

N36pano B coctas nmpodkoma: () Jeu.
[IpucyrcrBoBano: () vedn.
[IpencenarenscTBOBAI
CJHYHIAJIN: TIpencenatens npodCcor3HOM OpraHu3alnu (p.m.0.)o
NpeACTaBICHUM K HarpaxaeHuto 3HakoM [Ipodcorosa «3a akTuBHYIO paboTy».

IMocranoBuiu: XoaaTaicTBOBATh Miepel TOpoackuM komuteToM [Ipodcorosa o
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NpeICTaBICHUH K HarpaxiaeHuto 3HakoM [Ipodcoroza «3a axkTuBHYI0 paboOTy»
(¢p.n.0., TOMKHOCTH MO IITATHOMY PACHHCAHUIO U TOJHOE HAaUMEHOBAHHE

yUpEeXIeHUs), mpencefaTtenss  MOCTOSHHOW — KOMHUCCHMM — Tpokoma 1o
OpraHU3alOHHON padoTe.
T'onocosanu: «3a», ___ «NPOMUB», ___ «B8030€PAHCAINCIY.

[Ipencenarens nepBUYHON
PO COO3HON OpraHU3AIHH

8.10. MIPUMEPHASA JOJIZKHOCTHASI UHCTPYKLUA T'JIABHOI'O
CIIEHUAJIMCTA  OPIrAHU3AIIMOHHOI'O OTAEJIA  AIIITAPATA
TEPPUTOPUAJIBHOU OPTAHU3ALIMU ITIPO®COIO3A

IIpogcoro3 padlOTHUKOB HAPOIHOT0 00PA30BAHUA U HAYKHU
Poccuiickoit ®enepaumu

(HaMMEHOBaHUE TEPPUTOPHATBHON opranuzanun [Ipodcoroza)

YT1BepxacHa

pacmnopsbKeHueM

npeacenarenas TeppUTOPUAIbLHON
opranuzanuu [Ipodcoroza

OT «__» 20 1. Ne

INPUMEPHASA JOJKHOCTHASA UTHCTPYKIIUA
I''TABHOTI'O CIIEHUAJINCTA OPTAHU3AIIMOHHOI'O OTAEJIA
ATIITAPATA TEPPUTOPUAJIBHOM
OPTAHU3ALIUUA ITPODPCOIO3A
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JOJZKHOCTHASA HHCTPYKIUA

1. O0mme noJio:keHUst

1.1. JIomKHOCTHasi MHCTPYKLUHS SBISETCA BHYTPEHHHM OpraHU3AaIl[MOHHO-
pacnopsiIUTENTLHBIM ~ IOKYMEHTOM — TeppUTOpUaibHOM opranuzaiuu  [Ipodcorosa,
coJiepKalliM KOHKPETHBIA MEepeueHb ITOJDKHOCTHBIX O0s3aHHOCTEH pabOTHUKA C
Y4eTOM OCOOCHHOCTEH NEATeTLHOCTH TEPPUTOpHAIbHON opranu3aruu [Ipodcorosa u
e€ BBIOOPHBIX KOJIJIETUATBHBIX OPTaHOB, & TAKXKE €T0 MpaBa U OTBETCTBEHHOCTb.

JIOJDKHOCTHASI MHCTPYKIMSI MOKET OBITh MIPUJIOKEHUEM K TPYJOBOMY JI0TOBODY.

1.2. TpynoBas ¢yHKIUS TJIaBHOTO CIIELHAATINCTa OPraHU3AIIMOHHOTO OT/eNa
annapara TeppuTopuanbHOM opranusauuu [Ipodcoro3a ompeaeneHa HCXoAs U3
HAaMMEHOBaHHUA JIOJDKHOCTH MO INTaTHOMY PAcCHMCAHUIO allapata TEPPUTOPHATBHON
opranuzanuu [Ipodcoro3a 1 KOHKPETU3WPOBaHA B JAHHOU JOKHOCTHOW MHCTPYKITUH.

1.3.  T'maBHBIi  cHEUNMANWCT  OpPraHMW3alMOHHOTO  OTAENa  ammapara
TepputopraibHON opranuzanuu [Ipodcoro3a HazHauaeTcs M OCBOOOXKIAETCS OT
JTOJDKHOCTH — pacnopsbkeHueM  [lpeaceparenss  TeppUTOpUAIbHOM — OpraHU3aluu
[Ipodcoro3a pabOTHUKOB HapOAHOTO oOpa3zoBaHus U Hayku Poccuiickoit denepanun
(manee Ilpencenatenp) 1O MNPEACTABICHUIO 3aBEIYIOLIETO  OpPraHU3AIMOHHBIM
OTZCIIOM.

1.4. I'naBHBIN CIICIIMAJIUCT OPTraHU3aLMOHHOTO oTaena armapara
TeppuTOpUalibHOM  opranuzanuu  [Ipodcoroza B ciaydae  IpPOU3BOJICTBEHHOM
HEO0OXOMMOCTH, MOXET B cOOTBEeTCTBUM ¢ TpynoBeiM Kogekcom PP Ha ocHoBaHuuU
NOPYYEHUs] PYKOBOJACTBA TeppUTOpUaibHON opranuzauuu I[Ipodcoro3a u oproraena,
BPEMEHHO MCIOJHATh 00513aHHOCTHU APYTUX PAOOTHUKOB OProTAea.

1.5. C rnaBHBIM CHENMANIMCTOM OPraHU3alMOHHOTO OTJAENIa ammnapara
TeppuTOopuasibHOM opranuzanuu [Ipodcoro3a, npu mnpueme ero Ha padoTty,
TepputopuasibHas opranusaius [Ipodcorosa 3akimouaeT Tpy0BOM JOTOBOD.

1.6. Ha [0omKHOCTh TJIABHOTO CHEUMAMCTa OPraHU3alMOHHOIO OTeJa
amnmapara TeppuTopuanbHoi opranuzaiuu [Ipodcoro3a Ha3HavaeTcs: JUI0, UMEIOIIIEe
BBICIIIEE 0Opa30BaHUE U OTBIT OOIIECTBEHHOM pabOThl HE MeHee 3-X JIeT.

1.7.  T'maBHBIi  cHEUMANWCT  OpPraHMW3alMOHHOTO  OTAENa  ammapara
TepputopuaibHOM  opranuzammu  [Ipodcoro3a pabotaer 1oA  PYKOBOACTBOM
3aBEAYIOIIEr0 OPraHU3AMOHHBIM OTIEJIOM anmnapara TEPPUTOPUATIBHON OpraHU3aluu
[Ipodcoro3a, BeimonHsAET TopyueHus [Ipeacenarens u ero 3aMecTUTes.

2. J1I0JIZKHOCTHBIE 00SI3AHHOCTH TJIABHOTO CHENHATHCTA OPraHUu3alHOHHOTO
0T/Ie]Ia anmnapara TeppuTopuaibLHoii opranuzanun [podcorosa

2.1. OcHoBHOI 1 (13 ) IEeATEIbHOCTH TJIaBHOT'O CIIELIMAINCTAa
OpraHU3aIMOHHOTO OTJeNa armapaTra TeppUTOpHanbHOW opraHusanuu IIpodcoro3a
ABIIIeTCST  oOeclieueHrne TOPYYEHHOTO €My HampaBlieHUs ACATEIBHOCTH W 3ajadv,
BO3JIO)KEHHBIX HA OpraHU3alldOHHBIN OT/IECIL.

2.2. K 10KHOCTHBIM 00SI3aHHOCTSIM TJIABHOTO CITCIIHAIMCTA OPTraHU3aIMOHHOTO
OT/I€jIa OTHOCSTCS:
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y4acTHE B OPTaHU3AIMOHHO-TEXHUYECKOM oOecreueHnr paboThl PyKOBOISIINX
OpraHoB TeppuTopuanbHONW opranuszamuu [Ipodcoroza (Komurer, IIpesummym,
[Ipencenarens, KonTponsHo-peBu3nonHas komuccus [Ipodcoro3a) B cooTBEeTCTBUU €
JIOJDKHOCTHBIMH OOSI3aHHOCTSIMHM M PACHIOPSKEHUSIMA PYKOBOJICTBA TEPPUTOPUATHLHOMN
opranmzatmu  [Ipodcoroza u  OpranmzanmoHHoro  otaena  (perucrparus,
pa3MHOXKeHue, odecrieyeHrne paboyrMM TOKYMEHTAMHU U JIp. );

OpraHU3alMOHHO-TEXHUYECKOE 00EeCrieueHre MOCTOSIHHBIX Komuccuii Komurera
TeppUTOpHAIbHON opranu3anuu [Ipodcorosa;

KypupoBaHHe palbOThl  TeppuTOopuaibHbIX  opranusauui  I[Ipodcoro3sa,
uH(GOPMUPOBAHUE PYKOBOJCTBA OTJENAa O COCTOSIHMM OINEpPaTUBHOW OOCTAaHOBKH B
KYPUPYEMBIX TEPPUTOPUSIX;

MeToANYEecKasi paboTa ¢ MEPBUYHBIMU U TEPPUTOPHATBHBIMA OPraHU3aALUSIMHU
[Tpodcoroza Ha MyHUIMIAIBHOM YpPOBHE, WM3YYEHHME U aHaJIM3 IMPAKTUKU PAOOTHI
BBIOOPHBIX MTPO(PCOIO3HBIX OPraHOB MECTHBIX opranuzauuii [Ipodcorosa;

BOMNPOCHl YKPEIUJIEHUsI MPO(COIO3HOIO UJEHCTBA, CO3JaHUS M JIMKBUIAINH
MECTHBIX MPO(COIO3HBIX OpPraHU3alnH;

OCYLIECTBJICHUE KOHTPOJSA 3a HMCIHOJHEHUEM KypUPYEMBIMHM NEPBUYHBIMH H
TEPPUTOpPUANBHBIMU opranuzanusmMu Ilpodcoroza MOCTaHOBIEHUI BBIMIECTOSIINX
PO COIO3HBIX OPraHOB MO BHYTPUCOIO3HBIM OPraHU3aMOHHO-YCTaBHBIM BOIIPOCAM;

y4acTHE B U3YUYEHUH BHYTPHUCOIO3HON pabOThl KypUPYEMBIX TEPPUTOPHUATBHBIX
opranuzauuid I[Ipodcoroza M moaroroBke BOMpPOCOB K 3acenanuto Komurera win
[Ipe3unnyma TepputopuanbHoil opranuzauuu [Ipodcorosa;

OCYUIIECTBJICHUE OMNEPATUBHOIO B3aUMOJCUCTBUS C TEPPUTOPUAIBHBIMU H
nepBUYHBIMU opranu3anusmu Ilpodcoroza nmo Bonpocam MoTUBAIMU MPOPCOIO3HOTO
YJICHCTBA;

ydacTue B pa3pabOTKe HOPMATHUBHBIX JOKYMEHTOB M y4€OHO-METOJUYECKHX
MaTepHaioB TePPUTOPHATBHON opranu3anuu [Ipodcorosa;

ydqactTue B OOy4eHUH TMPOQPCOIO3HBIX KaapOB M AaKTUBa, B KYpPCOBOM
NepenoiIroToBKe npesceaaTenei opranuzaiuii [lpodcorosa;

OCYLIECTBJIECHUE ONEPATHUBHOIO B3aUMOJCHUCTBUS C TEPPUTOPUAIBHBIMU H
nepBuYHbIMH  opranu3anusamu  [Ipodcoroza, cObop u aHanu3z wuHPOpMALMA U
CTaTUCTUYECKUX JaHHBIX Mo uroram Bcepoccuiickux akumii [Ipodcoroza u apyrux
KOJIJICKTUBHBIX JICHCTBUM;

OCyUIECTBJICHUE cOOpa M aHaiIM3a HEOOXOAMMOUW MH(GOPMAIMK O COCTOSIHUH
yucieHHOCTH opranuzanui IIpodcoro3a u opraHuzaropckoil paboThl Ha MecTax Io
MOTHBALMU TPO(PCOIO3HOTO YICHCTBA;

OCYUIECTBJICHUE METOJAMYECKON pabOThI MO BOMPOCAM JeATEIbHOCTH BEIOOPHBIX
opraHoB opranuzauuii  I[Ipodcoroza, MoTuBauuMKU MNPOPCOIO3HOTO  YJICHCTBA,
BoBJIeucHHs B IIpodcoros;

dbopMupOBaHHE B COOTBETCTBHM C HOMEHKJIATypoill Jaen HapaOOTaHHBIX
JOKYMEHTOB JUUII XpPAaHEHHsI B PEKMME TEKYLIEro apXHBa amnmnapara TeppUTOPUATIbHOM
opranuzanuu [Ipodcoro3sa;

BBIMIOJIHEHHUE IPYTUX 00SA3aHHOCTEH B COOTBETCTBUU C TEKYIIMMU MOPYUYECHUSIMU
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3aBEIyIOIIETO0 OPTaHU3aMOHHBIM OTIENIIOM U (DYHKUMSIMU OPTaHU3AIMOHHOTO OTAesNa
amnmapara TeppuTopHuaIbHOi opranuzanuu [Ipodcorosa.

2.3. I'maBHBIM  cHenUaIMCT  OPraHM3alMOHHOIO  OTHENa  anmapara
TeppuTOpUaNbHOI oprannsanuu [Ipodcorosa 06s3an:

BJIAJIETh U PYKOBOJICTBOBATHCS B CBOEW aesTenbHOCTH YcraBoM IIpodcorosa,
O6mumu  [lonokeHUsIMU O TEPPUTOPUATILHOM U TMEPBUYHOM  OpraHU3alusax
[Ipodcoroza, Ilomoxkenuem o TepputopuanbHoi opranuzanuu IIpodcorosa,
MOCTAHOBJICHUSIMH ~ BBIOOPHBIX  KOJUIETHAJIbHBIX  opraHoB  [Ipodcoroza u
TeppuTopraibHON opranuzanuu [Ipodcoro3a, COOTBETCTBYIOIIMMHU JIOKATbHBIMU
aKTaMu TeppUTOpHAIbHOW opranu3anuu IIpodcoro3a, Hacrosmer WHcTpykiuew,
JENUCTBYIOUIUM 3aKOHOJIATEIBCTBOM O MPOQPCOI03aX U OOIIECTBEHHBIX 00bEIMHEHUSX;

N0JI PYKOBOJICTBOM 3aB. OTJIEJIOM B COOTBETCTBHH C JACHCTBYIOIIMMHU Y CTaABOM,
IPaBOBBIMM W HOPMATHBHBIMH aKTaMH OCYIIECTBISATH pPEATM3AMUI0 TOJIHOMOYUN
OpPraHU3ALMOHHOTO OT/IeNIa B 00JACTH OPYYEHHOIO €My HallPABJICHUS 1€ TEIbHOCTH;

B COOTBETCTBUM C IUIAaHOM pabOThl  M3y4aTb MPAKTUKY  PabOTHI
TEPPUTOPHAIBHBIX M MEPBUYHBIX opraHu3anuii IIpodcoro3a, roToBUTE HEOOXOAUMBIE
CIIPaBKH U MPOEKTHI JOKYMEHTOB, IPH HEOOXOJAMMOCTH BHOCUTh UX HA PACCMOTPEHUE
BBIOOPHBIX OPraHOB;

aHaJM3UpOBaTh, B paMKaxX MOPYYEHHOTO €My HaIlpaBJICHUS, OPraHU3allMOHHO-
YCTaBHYIO AESITEIbHOCTh TEPPUTOPUANBHBIX U NMEPBUYHBIX opraHuzauuil [Ipodcorosa;
BBISIBJISITH MCTOYHUKUA HEIPPEKTUBHON NEATEIBHOCTH MPO(COIO3HBIX OpraHU3aluil;
pa3pabarbiBaTh MEphI 10 MOBBIMICHUIO 3()(PEKTUBHOCTH OPraHU3AIMOHHO-YCTaBHOM
nesitebHOCTH opraHu3aimu [Ipodcoro3za, uX BBHIOOPHBIX OPraHOB U MPO(COIO3HBIX
KaJIpOB, MIPEACTABIIATh X PYKOBOJCTBY OT/AENA;

rpaMoTHO # O(PQPEeKTUBHO TPUMEHATH B CBOEH paboTe IIIEKTPOHHO-
BBIYHCIIUTEIBHYIO TEXHUKY, COBPEMEHHbIE NH(OPMALIMOHHBIE TEXHOJIOTUH;

3aHUMAThCS CaMOOOpa30BaHUEM, PETYJISIPHO TMOBBINIATH YPOBEHb CBOEH
KBaJTU (UK,

BECTH  JICJIONPOM3BOJCTBO B  COOTBETCTBUM C  HOMEHKIATYPOM  JIEI
OpPraHU3ALMOHHOIO OT/IENa, B TOM YHUCJIE U B DJIEKTPOHHOU PopMe;

BBINIOJIHATH MpaBHJia [0 OXpaHe TpyAda M TOXKapHOM O€30MacHOCTH B
MOMEIICHHSIX alllapaTa TeppuTopuanbHoil opranuzanuu [Ipodcorosa.

3. IpaBa rJaBHOIO0 CHENMAJIUCTA OPraHU3ALNMOHHOIO OTAeJa amnmapara
TeppuTopuaabHoil opranuzauuu Ilpodgcorosa.

3.1. T'maBHbIi  cHoenWadnCcT  OPraHW3allMOHHOTO  OTJAENIa  anmapara
TeppUTOpHAIbHON opranu3ammu [Ipodcoro3a nmeeT mpano:

3ampalmBaTh OT KYPUPYEMBIX TEPPUTOPUATBHBIX W NMEPBUYHBIX OPraHU3ALMI
[Ipodcoroza HEOOXOAUMYIO OINEPATHUBHYIO HH(GOPMALUIO MO BCEM HAMNpPaBJICHUSM
BHYTPHUCOIO3HOH JESATEILHOCTH;

B COOTBETCTBUHM C IJIAaHOM pPaOOTHl BbIE3)KATh B KOMAHJIUPOBKU M H3y4yaTh
MPAKTUKYy BHYTPHUCOIO3HOW pabOThl TEPPUTOPUATBHBIX W TMEPBUYHBIX OpraHU3aIUil
[Ipodcorosa;
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BBICTYNaTh ~ Ha  3acelaHMsIX  BBIOOPHBIX  KOJUIETHANbHBIX  OPraHoB
TeppuTOpuanbHOil  opranu3anuu [Ipodcoroza B  KadyecTBe JOKIAAYMKA IO
paccMaTpHBaEMOMY BOIIPOCY MOBECTKHU JIHS, BHOCUMOMY OPraHU3allMOHHBIM OTIEIOM
anmnapara TeppuTopuanbHoi opranu3amnuu [Ipodceorosa;

BHOCUTh NPEMJOKEHHST W NPUHUMATh HENOCPEACTBEHHOE YyYacTHE B
OOCY)XJICHUM  BOMPOCOB  OPraHU3ALMOHHOTO  YKPEIUICHUS  TEePPUTOPUATBHOU
opranuzanuu [Ipodcoro3a, noseieHus 3pGHEeKTUBHOCTH AEITEIbHOCTH PO(COI03HBIX
KaJIpOB W aKTMBa IO peald3alliy yCTaBHBI 3a/lad, OpraHu3aluu OO0y4deHUs
PO COIO3HBIX KAJAPOB U JP. BONPOCAM, BXOJAIIUM B KPYT 00S3aHHOCTEH;

OpyUHUMaTh  ydacThe B pa3pabOTKe  HOPMATUBHBIX  JIOKYMEHTOB
TepputopuanibHoM  opranmzanuu  [Ipodcoroza 1o  BompocaM — MOTHBALMH
PO COIO3HOTO YWICHCTBA;

BHOCUTh TNPEMJIOKEHHS [0 COBEPIICHCTBOBAHUIO pPaOOThl  OpraHU3aIMii
[Ipodcoro3za o noseIeHU0 3PHeKTUBHOCTH pabOThI 1o npuemy B [Ipodcoros;

U3y4aTh MPAKTUKy BHYTPUCOIO3HOW pabOThl TEPPUTOPUATBHBIX M NEPBUUYHBIX
opranuzanuii [Ipodcorosa;

BHOCUTH TMPEMJIOKEHUSI 10 COBEPIICHCTBOBAHUIO BHYTPUCOIO3HOW pPabOTHI
TEPPUTOPHAIBHBIX U MEPBUYHBIX opranuzanuil [Ipodcorosa;

3HAKOMUTBCA C MPOEKTaMH pEIIEHUH PYKOBOJACTBA TEPPUTOPHUAIBHOMN
opranuzauuu [Ipodcorosa, kacaromuMucs ero 1eATeabHOCTH;

3alpalivBaTh JIMYHO WM 110 TOPYYEHHUIO PYKOBOJCTBA TEPPUTOPHAIBHOMN
opranmzatmu  Ilpodcoroza, pykoBoauTened  OpraHU3allMOHHOTO  OTAENa Y
CHELMATUCTOB alllapara TeppuTopuanbHoi opranuszanuu [Ipodceoroza nudopmariuio u
JIOKYMEHTBI, HEOOXOJUMBIE Il BHIIOJTHEHUS IOJKHOCTHBIX 00s3aHHOCTEH;

UCIIOJIB30BaTh CHCTEMBI CBSA3M M KOMMYHHUKALIMM OpPraHU3ald, B TOM YHUCIE
HNHurepHerT;

MPUBJIEKATh K PEIICHUIO BO3JI0KEHHBIX HA HEro 3aJay CHEHUATNCTOB JIPYTUX
CTPYKTYPHBIX MOJpa3eIeHHil anmnapaTa TeppuTopuainbHoil opranuzanuu IIpodceoroza
C COIJIacHsi COOTBETCTBYIOLIUX PYKOBOAUTEIEH;

NpUHUMATh ydacTH€ B KOH(MEpPEeHUUSX ¢ COBEIIAHMSIX, Ha KOTOPBIX
paccMaTpHUBAIOTCS BOIIPOCHI, CBA3aHHBIE C €r0 padOTOM;

HOBBIIIATH CBOIO KBAJIM(UKALIHIO.

['1aBHBIN CHEUANTHUCT NOJIB3YETCS] BCEMH TPYJIOBBIMH IPABAMH B COOTBETCTBUU
¢ TpynoBeiM koznekcoMm Poccuiickont denepannu.

4. OTBETCTBEHHOCTb IJIABHOI0 CHENHAJIHUCTA OPraHU3AUMOHHOIO OTHeJIa
anmnapara reppuropuajbHoil opranuszauuu Ilpogcorosa.

4.1. B mopsiake, ycTaHOBIEHHOM 3aKoHOAaTeNbcTBOM PD, YcraBom [Ipodcorosa
W HOpPMATUBHBIMH akTamu IIpodcoro3a, TiaBHBIM CHEIUATUCT OPTraHU3AIMOHHOTO
oTAeNla  anmapata  TeppuTOpHalibHOM  opranm3auuu  IIpodcoro3za  HeceT
OTBETCTBEHHOCTb 3a:

OCYILIECTBJIICHUE BO3JIOKEHHBIX HAa HETO JOJKHOCTHBIX 00sS3aHHOCTEH;
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OpraHW3allMI0 CBOEW pabOThI, CBOEBPEMEHHOE W KBaIH(UIIUPOBAHHOE
BBITIOJTHEHUE PACIIOPSKEHUN W MOPYYEHUM PYKOBOICTBA, HOPMATHUBHBIX IMPABOBBIX
aKTOB I10 CBOCH JICATCIbHOCTH;

coOIo/IeHre TIpaBUJI BHYTPEHHETO TPYIOBOTO PACIOPsAIKa, MPOTHBOIIOXKAPHOU
0€30MacHOCTH 1 TEXHUKHA 0€30TacHOCTH Ha pabodyeM MecTe;

HaJJIeKallee BEACHUE JOKYMEHTAIMH, MPEIyCMOTPEHHOM JOJIKHOCTHBIMHU
00s13aHHOCTSIMU;

OPEAOCTABICHUE B YCTAHOBJICHHOM TMOPSJAKE CTATUCTUYECKOW U HMHOM
uHGOpMAaIUK IO CBOEH JESATEIBHOCTH.

3a HapylIeHUE 3aKOHOAATEIbHBIX M HWHBIX HOPMATUBHBIX IPAaBOBBIX AKTOB
[JIABHBIA CHEIUATUCT MOXKET OBITh MPUBJICYEH B COOTBETCTBUHU C JCHCTBYIOIIUM
3aKOHOJATEIbCTBOM B 3aBUCHMOCTH OT TSDKECTH IPOCTYINKA K JUCHUIIMHAPHOM,
MAaTEPUAIBbHON U THOM OTBETCTBEHHOCTH.

O3HakoOMJIEH Jlata
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I''TABA 9. ®OPMbI MPOP®COIO3HBIX BJIAHKOB

9.1.TIPUMEPHBIE ®OPMbI BJIAHKOB ITOCTAHOBJIEHUM
IMTPOPCOIO3HBIX OPT'AHOB

[IPO®COIO3 PABOTHUKOB HAPO/ITHOI'O OBPA30BAHNS Y HAYKH POCCUMCKOM ®EJIEPALTANA
CAMAPCKAS OBJIACTHAS OPTAHM3ALIUS TPO®COIO3A

KOH®EPEHIIUA
NMOCTAHOBJIEHUE

20 1. r. Camapa No

¥

[IPO®COIO3 PABOTHUKOB HAPOIHOI'O OEPA30OBAHUS 1 HAYKH POCCUMCKOM ®EJIEPALINA
CAMAPCKAS OBJIACTHASA OPTAHU3AIIUA TPOD®COIO3A

KOMMTET OBJIACTHOM OPTAHU3ALIMY ITPO®COIO3A
NMOCTAHOBJIEHMUE

20 T r. Camapa No

¥

TPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA30OBAHUA Y HAYKU POCCUNCKOWM ®EJIEPALIMU
CAMAPCKAS OBJIACTHASA OPTAHU3AIIAA TIPOPCOIO3A

NPE3UJIAYM OBJACTHOM OPTAHU3AIIMU TPO®COIO3A

NOCTAHOBJIEHME

20 T r. Camapa No
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[IPO®COIO3 PABOTHUKOB HAPOIHOI'O OBPA3OBAHMSA M HAYKH POCCUMCKOM ®EJEPALINA
BOJI’KCKASA T'OPOACKASA OPTAHU3ALIUA TTPO®COIO3A
CAPATOBCKOM OBJIACTH

KOH®EPEHIU S
NMOCTAHOBJIEHVE

20 T r. Bomkck Ne

[IPO®COIO3 PABOTHUKOB HAPOITHOI'O OBPA30OBAHNS Y HAYKH POCCUMCKOM ®EJIEPALIANA
BOJIKCKASA I'OPOJACKASA OPTAHU3ALIUA ITPOPCOIO3A

CAPATQBCKOFI OBJIACTU
KOMUTET I'OPOJCKOU OPTAHU3AIIUU ITPOD®COKO3A
NMOCTAHOBINEHME
20 T. r. Bomkck No

[TPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA3B0OBAHUA Y HAYKU POCCUNCKOW ®EJIEPALIMU
BOJI’KCKASA I'OPOACKAS OPTAHU3ALIUA ITPOD®COIO3A

CAPATOBCKOM OBJIACTH
NPE3UIUYM I'OPOACKOU OPT'AHU3ALIUN
NMOCTAHOBJIEHME
20 T r. Boikck No
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[MPO®COI03 PABOTHUKOB HAPOJIHOT'O OFPA3BOBAHUA Y HAYKU POCCUMCKOU ®EJIEPAIIAN
HEPBUYHASA ITPO®COIO3HAA OPTAHU3AIIUA PABOTHUKOB
CUBUPCKOI'O ®EJIEPAJTIBHOI'O YHUBEPCUTETA

KOH®EPEHIHUS
NMOCTAHOBJIEHUE

20 T r. KpacHosipck No

[TPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA30BAHUA Y HAYKU POCCUNCKOW ®EJIEPALIMU
HEPBUYHASA ITPOPCOIO3HASA OPTAHU3ALIUA CTYAEHTOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA

MPO®COIO3HBINM KOMUTET
NMOCTAHOBJINEHME

20 T r. KpacHosipck Ne

[TPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA3B0OBAHUA Y HAYKU POCCUNCKOWM ®EJIEPALIMU
HEPBUYHASA TPOP®COIO3HASA OPTAHU3ALUA CTYAEHTOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA
MPE3UINYM NEPBUYHON OPTAHU3AIIMA TPOPCOIO3A

NMOCTAHOBJIEHME

20 T r. KpacHosipck Ne
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[TPO®COIO3 PABOTHUKOB HAPOJJHOI'O OBPA3SOBAHUSA U HAYUKI/I POCCUNCKOMN DEJJEPALI .
INEPBUYHAS IPO®COIO3HASI OPTAHU3ALIMSA CPEJHEMN OBIIIEOBPA3OBATEJIBHOM
IIKOJIbI Ne5 CEBEPHOI'O PAMOHA APXAHT'EJIbCKOM OBJACTU

COBPAHUE
NMOCTAHOBJIEHUE

20 1. . CeBepHoe No

[IPO®COIO3 PABOTHMKOB HAPOIHOI'O OBPA3OBAHNSA M HAYKH POCCUMCKOM ®EJIEPALINA
NEPBUYHAS TIPO®COIO3HAS OPTAHU3AIIASA CPEJTHEN OBIIIEOBPA3OBATEJIBHON
IIKOJIBI Ne5 CEBEPHOT'O PAMMIOHA APXAHTEJBCKOM OBJACTH

MMPO®COIO3HBIK KOMUTET
NMOCTAHOBINEHME

20 T c. CeBepHoe No

9.2. MIPUMEPHBIE ®OPMbI BJIAHKOB PACIIOPSI)KEHUI

[IPO®COIO3 PABOTHUKOB HAPOHOI'O OBPA3OBAHMSA M HAYKH POCCUMCKOM ®EJEPALINA
CAMAPCKAS OBJIACTHAS OPTAHU3ALUA ITPOPCOIO3A
MPEJCEJIATEJb OBJIACTHON OPT AHU3AIIMA ITPO®COIO3A

PACNOPAXEHMUE

20 r. r. Camapa No
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[TPO®COIO03 PABOTHUKOB HAPOJTHOT'O OBPA30OBAHIS 1 HAVKU POCCUMICKOU ®EJIEPAITNN
IATUTOPCKAS T'OPOJACKASI OPTAHU3AIUSA TIPOPCOIO3A

CTABPOHOJ[BCKOFO KPASA
MPEJICEJATEJIb TOPOJCKOI OPTAHU3AIIUU IMTPO®COIO3A
PACNMOPAXEHME
20 1. r. [Isturopck No

[IPO®COIO3 PABOTHUKOB HAPOHOI'O OBPA3OBAHUSA M HAYKH POCCUMCKOM ®EJIEPALINA
HEPBUYHASA ITPOPCOIO3HAA OPTAHM3AIIMA PABOTHUKOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA
IPEJICEJATEJb IEPBUYHOM OPTAHU3AIIMA ITPO®COIO3A

PACNOPAXXEHMUE

20 T r. Kpacnosipck No

9.3. IPUMEPHBIE ®OPMbI BJIAHKOB JOKYMEHTOB KOHTPOJIbHO-
PEBU3UOHHBIX KOMUCCHI

[TPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA30OBAHU A Y HAYKU POCCUMCKON ®EJIEPALIMU
OMCKAS OBJIACTHAS OPI'AHU3ALUSA TPOPCOIO3A

KOHTPOJIBHO-PEBU3NOHHASA KOMUCCHA
644024, r. Omck, pocnekT K. Mapkca, 4, ka6. 337
dakc (381 2) 31-84-11, 31-79-48
E-mail: eduprof@spectrnet.ru  http://www.ed-union.ru
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ITPO®COI03 PABOTHUKOB HAPOJIHOI'O OBPABOBAHM S 1 HAVKI POCCUNICKON ®EJIEPAIIUU
YEXOBCKAS I'OPOJCKAS OPITAHU3SAIUA ITPOPCOIO3A
MOCKOBCKO# OBJIACTU

KOHTPOJIBHO-PEBU3UOHHAS KOMUCCUS
234546 MockoBckas 00:1., T. Uexos, yin.JlJomonocoBa .15
Ten. (4962) 44-87-78 akc (4962) 44-15-25
E-mail: eduprof@spectrnet.ru  http://www.ed-union.ru

[IPO®COIO3 PABOTHUKOB HAPOITHOI'O OBPA3OBAHIS Y HAYKH POCCUMCKOM ®EJIEPALIANA
HEPBUYHASA MTPOPCOIO3HAA OPTAHU3AIIUA CTYAEHTOB CUBUPCKOI'O
OEJTEPAJIBHOI'O YHUBEPCUTETA

KOHTPOJIBHO-PEBU3UOHHAS KOMUCCUs
660049, r. Kpacnosipck, yn.K.Mapkca 1. 93
Ten. (3912 44-87-78 , dakc (3912) 44-15-25
E-mail: eduprof@spectrnet.ru http://www.ed-union.ru

[IPO®COI03 PABOTHUKOB HAPOJJHOI'O OBPA3OBAHMS U HAYKHM POCCHUMCKOM ®EJIEPALIMA
HEPBUYHASA TPO®COIO3HAA OPTAHU3ALIUSA IIKOJIBI Ne 5
COJIHEYHOI'O PAMOHA MOCKOBCKOM OBJIACTH

KOHTPOJIbBHO-PEBU3UOHHASI KOMUCCUA
123435, MockoBckas 0611, n.CoxHeuHslid, yia.JlepmMoHnToBa, 41
Ten. (4962) 44-87-78 akc (4962) 44-15-25
E-mail: eduprof@spectrnet.ru  http://www.ed-union.ru
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9.4. OBPA3LBI ®OPM YIJIOBbIX BJIAHKOB ITPO®COIO3HbIX
JOKYMEHTOB

y

ITPO®COIO3 PAFOTHHNKOB
HAPOJIHOI'O OBPA3OBAHUS U HAVKU
POCCHUNCKOU ®ENEPALIMN

PAMEHCKASA 'OPOJCKAS
OPTAHUM3AILIUAA TIPOPCOIO3A
MOCKOBCKOM OBJIACTH
KOMUTET I'OPOJICKOHN

OPI'AHM3BAIINU
r. Opén, 419319, yn. [locroesckoro, 42
tei. (4452) 38-87-67 daxc (4452) 38-68-55

Ne
Ha Ne oT

L]

MMPO®COIO3 PABOTHNKOB
HAPOJIHOI'O OBPA3OBAHUS U HAVKU
POCCUNCKOU ®ENEPALINN

OBBbEIVUHEHHAS IEPBUYHASI
HHPO®COKO3HAS OPI'TAHU3 AL
MOCKOBCKOI'O 'OCYJAPCTBEHHOI'O
YHUBEPCUTETA UMEHUN
M.B.IOMOHOCOBA

MPO®COIO3HBIM KOMUTET

119991, r. Mocksa, BopoOsEBBI TOPBI, TJ1. KOPIIL.
ten. (8-495) 274-25-46;  taxc (8-493) 274-22-44
E-mail: mgu@spectrnet.ru

Ne
Ha Ne oT
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ITPO®COIO3 PABOTHHNKOB
HAPOJHOI'O OBPA3OBAHNS M1 HAYKU
POCCHUNCKOU GEJEPALIN

INEPBUYHAS ITPOPCOIO3HAA
OPITAHM3AINUA CTYAEHTOB
MYPMAHCKOTI'O IEJATOI'MTYECKOI'O
YHUBEPCUTETA
MNPO®COIO3HBIIA KOMUTET

235000, . MypmaHCK, yi. YHUBEpCUTETCKas, 1.5
ten. (8-5832) 64-24-42;  daxc (8-5832) 55-25-33
E-mail: ekar@spectrnet.ru

Ne
Ha Ne oT

I[MPO®COIO3 PABOTHUKOB
HAPOJTHOT'O OBPA3OBAHNS 1 HAYKH
POCCHUUCKOU OENEPAIINN

MEPBUYHAS ITIPO®COIO3HAS
OPI'AHU3AIIMSA CPEJHEN
OBIIEOBPA3OBATEJBHOM HIKOJIBI Ne5
OCTPOBCKOI'O PAMOHA
IMCKOBCKOM OBJIACTH

MMPO®COIO3HBIU KOMUTET

235000, ITckoBckas 061,, c. OctpoBckoe, yi. [Tobenst, 1.7
ten. (8-4542) 44-22-34;  dakc (8-4542) 45-25-55
E-mail: ekar@spectrnet.ru

No
Ha Ne oT
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ITPO®COI03 PABOTHUKOB
HAPOJTHOI'O OFPA3OBAHIS 1 HAYKU
POCCHUICKOM ®EJEPALINN

TIOMEHCKAS MEXKPETHMOHAJIBHAS
OPI'AHU3ALIUA

INPEJCEIATEJIb
r. Tromensp, 129319, yi. ®@yueka, 42
ten. (345) 238-82-72  dakc (395) 235-45-15
E-mail: eduprof@spectrnet.ru
http://www.ed-union.ru

Ne
Ha Ne oT

TTPO®COIO3 PABOTHHNKOB
HAPOJHOT'O OBPA3OBAHM 1 HAYKU
POCCHUNCKOU ©EJEPALINN

TOBOJIBCKAS 'OPOACKASA
OPI'AHM3AIIMA TIOMEHCKOH
OBJIACTH
MPEJACEJATEJD
r. Tobombck, 234119, yn. CracoBoit,41
tein. (565) 238-83-77 daxc (565) 238-68-15
E-mail: edunrof@snectrnet.ru

Ne
Ha Ne oT
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MMPO®COIO3 PABOTHHMKOB
HAPOJIHOI'O OBPA3OBAHMS 1 HAVKU
POCCHUUCKOU OEJNEPALIMA

INEPBUYHASA ITPO®COIO3HASA
OPI'AHU3AIIUA PSI3AHCKOM
PAJJMOTEXHUYECKOM AKAJJEMUA
INPEJACEIATEJIb
r. Pa3anb, 234219, yn. ['arapuna, 42
tein. (578) 245-86-78 daxc (578) 245-55-15
E-mail: eduprof@spectrnet.ru

Ne
Ha Ne oT

[MPOPCOIO3 PABOTHIKOB
HAPOJIHOI'O OBPA3OBAHNS 1 HAYKH
POCCHUCKOU OENEPALIMI

INEPBUYHAS ITIPOD®COIO3HAS
OPI'AHM3ALINS THMHA3HU Ne8
NOJ0JIbCKOI'O PAMOHA
MOCKOBCKOM OBJIACTH

NPEJICEIATEJIb
[Tononbckuii paiton, MockoBckas 001.,
234219, yn. Ilymxkuna, 42
tein. (5782) 44-87-78 daxc (5782) 44-15-25
E-mail: eduprof@spectrnet.ru

Ne
Ha Ne oT

70


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

9.5. IPUMEPHBIE ®OPMbI 'OPU30HTAJIBHbBIX BJIAHKOB
MMPOPCOIO3HBIX JOKYMEHTOB

¥

[TPODCOI03 PABOTHUKOB HAPOJTHOI'O OBPA3OBAHUS M HAVKH POCCUICKO dEJIEPAIIUA
MEXPEI'NOHAJIBHAS OPI'AHU3ANUA ITPOPCOIO3A C-IETEPBYPI'A U
JEHUHT'PAJICKOM OBJIACTH
KOMUTET MEXKXPEIT'MOHAJIBHOU OPTAHU3AIIUU ITPO®PCOIO3A
235000, r. C-TlerepGypr, yiu. [Ipodcoro3nast, 1.7a ten. (8-812) 274-25-46; paxc (8-812) 274-23-45

E-mail : anskok@spectrnet.ru http://WWW.ed-union.ru

¥

ITIPO®COI03 PABOTHUKOB HAPOJIHOI'O OBPA3OBAHUS U HAYKY POCCUMCKOU OEJAEPALIUA
BOJIOTI'OACKAS OBJIACTHAS OPI'AHM3AIUA

KOMUTET OBJIACTHOM OPTAHU3AIIAU ITPO®COIO3A

245034, r. Bonorna, yn. ['arapuna, 1.8a ten. (8-4872) 64-24-56; dakc (8-4872) 55-15-34
E-mail : Skok@spectr.ru http://WWW.ed-unio.ru

¥

[MPO®COIO3 PABOTHHUKOB HAPOJJHOI'O OBPA3OBAHUA 1 HAYKI POCCUNCKON DENEPALINN
APTEMOBCKASI PAMOHHASI OPTAHU3AIIUS XABAPOBCKOI'O KPASI
KOMMUTET PAHOHHOM OPTAHU3AIIMU ITPO®COIO3A
214234, r. AprémoBck, yi1. Mopckasi, 1.3 ten. (8-5672) 23-32-54; daxc (8-5672) 23-44-55
E-mail : anok@spect..ru http://WWw.ed-union.ru
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TTPO®COIO3 PABOTHUKOB HAPOJJHOI'O OBPA3SOBAHUWA 1 HAYKHU POCCHUICKOM OEJIEPALIMN
HEPBUYHASA ITPOPCOIO3HASA OPTAHU3ALIUA JAJTBHEBOCTOYHOI'O
®EJIEPAJIBHOI'O YHUBEPCUTETA
MNMPO®COKO3HbIMU KOMUTET
426060, r. BraguocTok, yi. [Ipodcorosnas, a1.7a ten. (8-4342) 56-25-56; daxc (8-434) 56-24-49

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

[MPOPCOIO3 PABOTHHUKOB HAPO/JHOI'O OBPA30OBAHUA 1 HAYKU POCCUUCKON GOEJIEPALINN
INEPBUYHAS ITIPOPCOIO3HAS OPI'AHU3ANIUS HIKOJIBI Ne25
MOJ0JIbCKOI'O PAMOHA MOCKOBCKOM OBJIACTH
INPOPCOKO3HBIN KOMUTET
265123, r. [Tomonsck, yi. [podcoro3nas, n.7a tei. (8-4962) 23-24-56; dakc (8-4962) 23-28-49
-mail : askok@spectt.ru http://WWW.ed-uni.ru
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HPUJITOXKXEHUA

Ipuioxenue Nel

IMPO®COI03 PABOTHHUKOB HAPO/IHOI'O OBPA30OBAHUSA 1 HAYKHA

POCCHUHNCKOU ®EJEPALINA
(OBIEPOCCHUMCKHI ITPO®CO03 OBPA3OBAHUS)

ACIHOJHUTEJbHbI KOMUTET IPO®COIO3A
INOCTAHOBJIEHHUE

7 wroag 2012 1. r. MockBa NelO

006 yrBep:knennu IlpaBui no BeaeHno
JAeJIONPOU3BOACTBA B OPraHU3ALUAX
IIpogcoroza

B nensx panpHeiiiero ymydiieHuss paboThl ¢ JOKYMEHTaMH B OpraHU3allAsIX
[Tpodcoroza, Ucnoanurtenbublii komutet [Ipodcoroza IOCTAHOBJISIET:

Yr1Bepauts mnpunaraemeie lIpaBuna 0o BeIeHUIO — JIEIONPOM3BOJCTBA B
opranmu3zanusx [Ipodcorosa.

Komureram (coBeTam) MeEXKpErHOHAIBHBIX, PETHOHANBHBIX, MECTHBIX H
nepBUYHbIX opranu3auuii [Ipogcorosa B reuenue 2012 rona:

MPOBECTU HEOOXOJAMMYI) OpPraHM3aTOPCKyl0 padoTy MO  MPUBEACHUIO
JIeJONpPOU3BOACTBA B opranmzauusax [Ipodcoro3a B COOTBETCTBHE C HACTOALIMMU
[IpaBuiiamu;

YTBEPAUTh Ha 3aCEIaHUSIX KOJUJICTHMATIbHBIX HCIIOJTHUTEIBHBIX MPO(COI03HBIX
opraHoB MHCTPYyKUIHMH IO JI€TONMPOU3BOJICTBY MEKPETHOHAIBHBIX, PETHOHAIBHBIX,
MECTHBIX U TIepBUYHBIX opranuzanuii [Ipodcoroza.

KoHTpons 3a BBINOJHEHHEM IIOCTAHOBJICHHUS BO3JIOXKUTH Ha  OTHEN
opraHu3anoHHOM paboThl anmapara [Ipodcorosa.

¥ /7
A -"/,» e
IIpencenatens  IIpodcorosa | J/ﬂﬁ/{? —I'.". MepkynoBa
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[Ipunoxenue
K IIOCTAHOBJICHUIO
Ucnonkoma Ipodcorosza
oT 7 utonst 2012 r. Nel0
ITPABUJIA
10 BEeJCHUIO JeJIoNnpou3BoAcTBa B opranusanusx [Ipogcors3a padboTHUKOB
HApOaHOTro o0pa3oBanus M Hayku Poccuiickoit @eepanuu

I. O0mme mosnoxeHus

1.1. IlpaBwia mo BeAEHUIO AEJIONPOU3BOJCTBA B opranuzamusax IIpodcorosza
pabOTHUKOB HapoAHOTO oOpa3zoBaHusi U Hayku Poccuiickoit ®enepanuu (nanee -
[IpaBuna) pazpaboTaHbl B LEISX YCTAaHOBJICHUS €IMHBIX TpeOOBaHMI K TMOJTOTOBKE,
00paboTKe, XpaHEHUIO M MCIOJb30BaHUIO B JI€ATEIbHOCTU opraHu3anuii [Ipodcoroza
pabOTHUKOB HapoJgHOro obpa3oBaHuss UM Hayku Poccuiickoit denepauuu (nanee -
[Tpocoro3) MOKyMEHTOB, COBEPIICHCTBOBAHUS JEJIONPOU3BOJICTBA B OPTraHU3ALMAX
[Tpodcoroza.

1.2. Hacrosimue IlpaBuna pa3paboTaHbl B COOTBETCTBUU C 3aKOHOJIATEIbCTBOM
Poccuiickoit @enepanuu B chepe nHpopmanuu, JOKYMEHTAMU U apXUBHOTO Jejia U
YcraBom [podcorosa.

1.3. OcHOBHBIE IOHATHS, TPUMEHsAEMBIE B [ [paBriiax:

AOKYMeHTHpOBaHue - ¢pukcaius nHhopMannyu Ha MaTepUATBHBIX HOCUTENSIX B
YCTaHOBJICHHOM TIOPSIIKE;

AeJONMPOU3BOACTBO -  JESATENBHOCTh,  OOECIeuMBaNOIias  CO3/aHue
OoQUIMATBEHBIX JOKYMEHTOB W OpraHU3aluio paboThl C HUMH B OpTaHU3AIMAX
[Ipodcoroza;

AOKYMEHT - o(uIManbHbBIA  JTOKyMEHT, co3fgaHHbiii  IIpodcorozom,
opranmuzanuein [Ipodcoro3a, rocynapcTBEHHbIM OpraHOM, OPraHOM MECTHOTO
CaMOYIPABJICHUS, IOPUIUYECKUM WM (U3HMUECKUM JIMIOM, O(OPMIIECHHBIA B
YCTAaHOBJICHHOM TOpPS/AKE M BKIIOYEHHBIH B JIOKYMEHTOOOOPOT OpraHu3aluu
[Tpodcorosa;

3J1eKTPOHHBIN JOKYMEHT - JIOKYMEHT, B KOTOPOM MH(pOpMaLus IpeacTaBiIeHa
B DJICKTPOHHO-IIU(PPOBOI popme;

BUJ JOKYMEHTa - TPHUHAICKHOCTh JOKYMEHTa K OMpEACIICHHOW TpyIIe
JOKYMEHTOB TI0 TIPU3HAKaM COJEPKaHUs U 1IeJICBOTO Ha3HAUCHUS;

opopmiieHHe JOKYMEHTa - TIPOCTaBIEHHE HEOOXOMUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX NMPaBUJIAMH JOKYMEHTHPOBAHUS;

PEKBHU3HT JIOKYMEHTA - 00s13aTEIBbHBIN 2JIeMEHT 0(OPMIICHHS TOKYMEHTA;

0JIJaHK JOKYMeHTa - HaOOp PEKBU3UTOB, UACHTU(ULUHUPYIOMIMX (PU3NUECKOE
WIH IOPUANYECKOE JIUI0, CO3/aBIIee MMChbMEHHBINA JOKYMEHT;

0J1aHK NPo¢CcOI3HOI0 J0KYMeHTA - (opMa YTBEP>KIACHHOTO B YCTAaHOBJIEHHOM
nopsizike OJaHKa ¢ oTpaxkeHueM oduimanbHol cuMBoJMKH [Ipodcoro3a u pekBU3UTOB
po(COr03HOI OpraHu3aIny;
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NOVIMHHMK JOKYMEHTA - IIEPBbIA WM €IMHCTBEHHBIA SK3EMIUISP TOKYMEHTA;

KOMNHUS JOKYMEHTA - JOKYMEHT, IOJHOCTHIO BOCIIPOU3BOAAIIUIN MH(POPMALIUIO
NO/JIMHHUKA JOKYMEHTAa W €ro BHEIIHWE MPU3HAKH, HE HMEIOUIUN FOpHINYECKON
CHUJIBL;

3aBepeHHasi KONMS - KONHUS JIOKYMEHTa, Ha KOTOPOMl B COOTBETCTBUM C
YCTaHOBJICHHBIM TMOPSAKOM MPOCTABIIAIOT HEOOXOIUMbIE PEKBU3UTHI, MPUAIOIINE i
FOPUIMYECKYIO CHITY;

oOpamenue wiena Ilpo¢dcoro3a - HanpaBiIeHHBIE B MMCbMEHHOM BHJIE WJIU B
ANEKTPOHHO-1IMGpOoBOI popMe B opranuzanuio [Ipodcoroza npennoxkenue, 3asBlieHre
WIK Kajgo0a, a TakkKe YCTHOe oOpalieHue pabOTHHKA, SBISIOMIEIOCS YWICHOM
[Ipodcoroza, B mpodCcor03HyI0 OpraHu3aluio;

AOKYMEHTO000POT - JBWKEHHE IJOKYMEHTOB C MOMEHTAa WX CO3/IaHHsS WIIA
MOJIYYEHHS 10 3aBEPIIEHUS UCIIOIHEHUS], IOMEIEHU B 1710 U (W) OTIPABKY;

perucrpanusi JAOKyMeHTa - I[PUCBOCHUE JOKYMEHTY pPErucTpalioOHHOIO
HOMEPA U 3aUCh B YCTAHOBIEHHOM MOPSJIKE CBEACHHUI O JOKYMEHTE;

HOMEHKJIATypa JeJl - CUCTEMAaTHU3WPOBAHHBINM NEPEUYEHb HAMMEHOBAHWM [IET,
dbopmupyembix B opranusanuu [Ilpodcorosa, ¢ ykazaHueM CpoKoB UX XpaHEHMUS;

IKCIEPTU3a LEHHOCTH JTOKYMEHTOB - M3YYECHHE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB MX LEHHOCTH B LEJIAX OIPEHCIICHHS CPOKOB XPaHEHUs TOKYMEHTOB M
orOopa uUX JUIs BKIIOUEHHUs B coctaB ApxuBHoro ¢onna Poccuiickoit denepaunu u
JIPYTUX apXHUBOB;

J€JI0 - COBOKYITHOCTb JIOKYMEHTOB WJIM OTHENbHBIA JOKYMEHT, OTHOCSIIMECS K
OJTHOMY BOIIPOCY WJIM YYacCTKy JeaTeabHocTu opranusanuu [Ipodceorosa;

(popMupoBaHue Aejia - TPYNIUPOBKA HCIOJHEHHBIX JIOKYMEHTOB B JIEJO B
COOTBETCTBUM C HOMEHKJIATYPOU €T,

3JIEKTPOHHBIA JOKYMEHTO0000POT - JOKYMEHTOOOOPOT C NPUMEHEHHEM
MH()OPMAIIMOHHBIX CUCTEM.

1.4. Opranumzanuu Ilpodcoro3a, Ha ocHoBe IlpaBun ¢ yderoM yCIOBUU U
cnenu(UK CBOEH JAesATeNbHOCTH pa3padaThiBatoT WMHCTpYKUMH, YTBEpKIaeMble
opranuzanuein IIpodcoroza, 1Mo COTIaCOBaHUIO C BBIMIECTOSIIUM MPO(HCOI3HBIM
OpraHoM.

1.5. TpeboBanus IlpaBun k pabote ¢ OyXTraaTepcKOl W APYroul crenuanabHOU
JOKYMEHTAIMEeNl pPAcIpOCTPaHSIOTCS JMIIb B YacTH OOIIUX MPUHIUIOB pabOThI C
JOKYMEHTaMHU, a TAKXKE MOJTOTOBKH JIOKYMEHTOB K IIepeadye Ha apXUBHOE XpaHEHHE.

1. JoxymenTooGopot B opranuzanusix [Ipodcorosa

2.1. B nokymenToobopote opranuzamuu [Ipodcoroza BeAeHSIOTCS:
a) OCTYIAIOUIUE TOKYMEHTHI (BXOAAIIAst JOKYMEHTAIIHS );
0) oTnpaBisieMble JOKYMEHTBI (MCXOIs11asi JOKYMEHTAIHS);
B) BHYTPEHHHE IOKYMEHTHI.

2.2. B opranmzanusax Ilpodcoro3a mnomydeHue U OTIpaBKa JOKYMEHTOB
OCYILECTBIISIIOTCS CPEACTBAMHU IIOYTOBOM U JIEKTPOHHOM CBSA3H.

2.3. B opranmzauusx Ilpodcoro3a ycranaBiauBaeTcs CJaeAyOIINNA MOPSIAOK

padoTHI ¢ BXOAsIIIEH JOKYMEHTaluei:
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2.3.1. Perucrtpamusi TOCTYNUBIIMX JOKYMEHTOB OCYIIECTBISIETCS B J€Hb
MOCTYTIJICHUS.

2.3.2. Tloctrynaronue B opranu3anuto [Ipodcoro3a 1oKyMeHTHI peTuCTPUPYIOTCS
B OKypHaje€ pETUCTpalMi BXOAIIEH JOKYMEHTAlUM W  PacCMaTPHUBAIOTCS
npenceaarenem opranuzanuu [Ipodcorosa ninm ero 3amecTuTeNneM.

Kypnan peructpanuu BXOJsIIeH TOKyMEHTAlMU, KaK MPaBUIIO, UMEET Tpadsbl,
B KOTOPBIX OTpa)KaeTcs BXOJAIIMNA HOMEpP W JaTa MOCTYIUICHHS JOKYMEHTa, OTKYJa
MOCTYNUJI JOKYMEHT U €ro HOMEp, KpaTKOe COJIep>KaHHe JIOKYMEHTa, OTMETKa 00
UCIIOJIHEHUH, HOMED JIeJIa 10 HOMEHKJIIAType.

2.3.3. B opranmzanusax Ilpodcoroza B 3aBUCUMOCTH OT MPUHSATON CHCTEMBI
ydyeTa U KOHTPOJII MOXET NMPUMEHSThCA KaK KypHajbHas, TaKk U KapTodHas (opma
pPErucTpaliy MOCTYMAIINX JOKYMEHTOB.

2.3.4. Ha Bcex moctynuBmux B opranuzanuio [Ipodcoroza moxkymeHTax u
MPWIOKEHUAX K HUM B TPABOM HIDKHEM YTJy MEPBOTO JIMCTA MPOCTABISAIOTCS J1aTa
MOCTYIJICHUST ¥ PETUCTPAlMOHHBIA HOMEp M0 JKypHaTy # (WiIM) KapTOYKe
pPEruCTpaliy MOCTYMAIINX JOKYMEHTOB.

2.3.5. Hymepanus moctynaronmx B opranu3aiuio IIpodcoroza JOKyMEHTOB
BEJICTCSI B MpeiesiaX KaJleHAapHOTO ro/la, HAYWHAas C IIEPBOTO HOMEDA.

2.3.6. BHyTpeHHss NOKyMEHTAllUs CTaTUCTUYECKOTO M HHQPOPMAIIIOHHOTO
XapakTepa, MOCTyHaromas B TPOQPCOIO3HBII OpraH OT TMOCTOSHHBIX KOMMCCHUH,
npodcor03HbIX OI0po, Npodrpynn WM TPOPCOIO3HBIX AKTUBHUCTOB MOXKET HE
PETUCTPUPOBATHCH.

2.3.7. Tlucemennele W yCTHBIe oOOpameHus wieHoB [Ipodcorosa
PETUCTPHUPYIOTCS OTACIBHO OT APYTUX MOCTYHAIOIINX JOKYMEHTOB.

2.3.8. 3a CBOEBpEMEHHOE pPACCMOTPEHHE JIOKYMEHTOB, IIOCTYIMBIIUX B
opranmuzanuio [Ipodcorosza, orBeuaeT npeacenarens opranuzanuu Ilpodcorosa u ero
3aMECTHUTEb.

2.3.9. Havamom cpoka paccMOTpEHHsS] TMOCTYMUBIIErO JOKYMEHTAa CUHTACTCS
JIEHb €r0 PerucTpaIuu.

2.3.10. B opranmzamusix I[Ipodcorosza ycraHaBIMBarOTCS CIEAYIOIMIME CPOKH
PacCMOTPEHHUSI IOCTYTUBIINX JIOKYMEHTOB:

He Oosiee 10 KalleHOApHBIX JHEH — JUIsl TMCEM BBIIIECTOSIIMX MPOCOIO3HBIX
OpraHOB M WHBIX OpTaHW3alMi, €CIM HWHOW CPOK HE YCTAHOBJICH BBIIICCTOSIIUM
PO COIO3HBIM OPraHOM;

He Oosiee 15 KanmeHIapHBIX JHEW — IS TPEIJIONKEHUM, 3asBJICHUN U Kaloo
yieHoB [Ipodcorosa;

He 6osee 30 KajneHIAPHBIX JHEH — JJIS JOKYMEHTOB, TPEOYIOMNX U3YYCHUS U
MPOBEPKH, TMOATOTOBKMA CHPABOK HM OOOCHOBAaHWW, a TaKKe pacCMOTPEHUS U
oOCyX/IeHHsT WX Ha COOpaHMM WU 3aceJaHUU COOTBETCTBYIOIIETO BBHIOOPHOTO
po()COO3HOTO OpraHa.

2.3.11. IlocTtynmuBmMii  JOKYMEHT CYHTACTCS PACCMOTPEHHBIM  IOCIE
HaIpaBJIeHUsI OTBETa IO CyIecTBY oOpamieHus dieHa [Ipodcoro3a, B BeIIECTOSIINAN
po(COIO3HBIN OpraH Wi UHYIO OpraHU3aluIoO.
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2.3.12. llpu pemieHud B ONEpaTUBHOM TMoOpsAKe (B NUYHON Oecenme, IO
TeneoHy, Ha COBELIAHUH) BOIMPOCOB, MOCTABIEHHBIX B JIOKyYMEHTE, B XKypHaie
perucTpauuy BXOISIIEW JOKYMEHTAIUU (kapTOUKe) JENaeTcsa OTMETKA O
pPacCMOTpPEHUH C YyKa3aHWEM JaThl M TOJANUCH OTBETCTBEHHOTO MCIOIHHUTENS
(mpencenatens opranu3aiuu [Ipodcorosa).

2.3.13. ExerogHo Ha 3acelaHUM KOJIJIETHAJIBLHOTO BBIOOPHOTO MPO(COO3HOTO
opraHa paccMmarpuBaeTcst HHGopMalus mo padbore ¢ JOKyMEHTaMH, MOCTYTUBIIUMU Ha
paccMoTpenue B opranuzanuto [Ipodcoroza.

2.4. B opranmzauusix Ilpodcoro3a ycranaBjiuBaeTcs cJeIyIOIIUH MOPSAA0K
padoThI ¢ UCXOASAIEN TOKYMEHTAIIUEN:

2.4.1. OtnpasnsieMble JTOKYMEHTBI, MOJIMCAHHBIC MpEceaaTesieM (3aMEeCTUTENEM
npezcenarens) opranuzaipu lIpodcoroza, perucTpupyroTcsi B SKypHaJle PErucTpaliu
VCXOJSIIEN IOKyMEHTAIUH.

KypHan peructpanyy UCXOIAIIEH JOKYMEHTALMH, KaK MMPAaBUIIO, COAEPKUT Tpadbl:
UCXOJSILIMIA HOMEp, aTa, HANMEHOBAHUE aJIpecara, KpaTkoe COJep KaHhe TOKYMEHTA U €ro
HOMEp, HOMEP JieJia IO HOMEHKIIATypE.

2.4.2. Peructpanus OTIPaBISIEMbIX JOKYMEHTOB OCYIIECTBISCTCS B JI€Hb HX
noAnucanust (YTBEp>KICHHs) WJIK HA CIIETYIOINUN paOo4uii 1eHb.

2.4.3. Komms oOTHopaBiseMOro JOKYMEHTa 3aBEpSETCS COOTBETCTBYIOIIEH
OTMETKOHM 00 MCIOJTHEHUH, MTOANUCHIO JIMIA, OTBETCTBEHHOTO 32 OTIPABKY MUCXOALIEH
JIOKyMEHTAIlMd U XPAHUTCS BMECTE C IMOCTYNUBIIUM JIOKYMEHTOM, Ha KOTOPBIU
JlaBajcs OTBET.

2.5. PeructpainimoHHblii HOMEp JOKYMEHTA U JlaTa PETUCTPAIlMU YKa3bIBAIOTCS Ha
MO/JIMHHUKE JTOKYMEHTa B PEKBU3UTAaX OJIaHKA W Ha KOIMHWHU, OCTAIOIICHCS B Jeie
opranuzanuu [Ipodcoroza.

2.6. OtBerel Ha oOpamenus uineHoB IIpodcorosza UMEIOT TOT K€
pPETUCTPALIMOHHBIA HOMEP, KOTOPBIi ObLT MPUCBOEH 3asBICHHUIO MPU MOCTYTICHUH.

2.7. B opramm3amusax IIpodcoro3a, wuMermmx TmpaBa TEpPUTOPHUATBLHOM
opranm3arnu [Ipodcoroza, Kk AOKyMeHTaMm, TMepeaBacMbIM [JIsI PAacCMOTPEHHUS B
CTPYKTYpPHbIE 3BE€HbSI WJIM B KOMHUCCHUU MPO(COIO3HOTO KOMHUTETa, MpodOopo u
nporpynmbl, Kak MPaBUIIO, COCTABISIETCS CITUCOK HA PACCHUIKY.

I11. U3roToBjieHue, y4eT, HCNIOJIb30BAHNE U XPAHEHUE MeYaTel, IITaAMIOB U
0/1aHKOB TIOKyMeHTOB opranuszauuii IIpogcorosza

3.1. Opranuzanuu IIpodcoroza B cootrBerctBuu ¢ YcraBom I[lpodcoroza u
pEIICHUsIMU PYKOBOAIUX OopraHoB [Ipodcoro3a, MpUMEHSIOT B CBOEH JCATEIHHOCTH
. 1

nevyaTH, MTaMITbl ¥ OJaHKU ¢ 300pakeHneM odunmanbHoi cumBouku [Ipodcorosa.

! ITocranosnenne LK Ilpodcoro3a ot 27.02.2008 1. Ne 4 «O06 yTBep>KACHHU CHMBOJIMKH-3MOJEMbI U (iara

IIpodcoro3a paboTHUKOB HapoaHOTO oOpa3oBaHust U Hayku P®y», [ToctanoBnenue 1K Ilpodcoroza ot 13.11.1998 1. Ne
19 «O06 obpa3max OTTUCKOB NedaTei TePPUTOPHANBHBIX W TEPBHUYHBIX opraHm3aimii Ilpodcorozan, IlocranoBnenue
Ipesnanyma LK Ilpodcoroza ot 21.04.2009 r. Ne 20 «O6 yrBepxxaenun ¢popm 6mankos [Ipodcoroza», Pacropsokenne
Ipencenatens Ilpodcoroza ot 27.04.2009 r. Ne 46 «O peanmzanuu nocranosnenus [pesunuyma LK IIpodcoroza or
21.04.2009 r. Ne 20 «O06 yrtBepxnenun ¢opm OmankoB [Ipodcorozany, Pacnopsukenne Ilpencenarens IIpodceorosa or
30.11.2009 1. Ne 111 «OO6 yTBepkICHUM NPUMEPHBIX (GOpM ONAHKOB JOKYMEHTOB TEPPUTOPHAIBHBIX, IMEPBHYHBIX
opranmzanuii [Ipodcorozan, Pacniopspkenue IIpencenarens I[Ipodceoroza or 12.04.2010 r. Ne 18 «O6 nzmenenuu Gpopm
6nankos [Tpodcorozar.
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3.2. Pemenne o0 HEOOXOOUMOCTH U3rOTOBJICHUS TledYaTell M IITaMIIOB
opranm3zauu [Ipodcoroza, ux konmuyecTBe MPUHUMAET MNpECcCeAaTeb OpraHU3alUuU
[Tpodcoro3a.

3.3. Ilewarpto opranmzanuu Ilpodcoroza 3aBepstoTCs MOANUCH MpEacenaTeNs,
ero 3aMeCTHUTeNs, a TaKKe IPYTHX JIHI, KOTOPHIM COOTBETCTBYIOIIMMHU PEIICHUSMU
BbIOOpHOTO opra”a opranuzauuu IIpodcoro3a Uam HOBEPEHHOCTBHIO MPENOCTABIICHBI
COOTBETCTBYIOIINE OJTHOMOYHS.

3.4. Ortuck newyatu opranuzanuu IIpodcoro3a nomkeH 3axBaTblBaTh YacTh
HAaUMEHOBAHHUSA JOJKHOCTHU U MOATHCH.

3.5. OTBETCTBEHHOCTh 3a 3aKOHHOCTb MCIIOJIb30BAHUS U HAJEKHOCTh XPAHEHUS
neyared M mramnoB opraHuzauuu IIpodcoroza Bo3zmaraercss Ha mpencenaress
opranusanuu [Ipodcorosa.

3.6. Tlopsimox XxpaHeHHs, ydeTa, HCIOJB30BAaHUS M TMepenadyd IedyaTed u
mramMnoB opranuzaumii  Ilpodcoroza (mpu uX HaIMYMK)  yCTaHABIMBAETCS
WuctpyknusimMu opranuzanuii [Ipodcorosa.

V. Odopmiienue maTepuanoB Npodpcoro3HbIX cOOpaHuii, KoHepeHUH U
3acefaHuii MPo¢CO03HOI0 KOMHUTETA

4.1. TIpoTOKOa OTYETHO-BHIOOPHOTO TIPO(dcoro3HOr0 cobpanus (KoH(MEpEHIUN),
3acejaHusl KOHTPOJIbHO-PEBU3MOHHON KOMHCCHM O(OpPMIISIETCS B COOTBETCTBUU C
HOPSAIKOM, ONPEIEISIEMbIM BBIOOPHBIM MPO(PCOIO3HBIM OPraHOM COOTBETCTBYIOLICH
opranu3zanueit [Ipodcoroza.

4.2. OdopmieHue MPOTOKOJIOB 3acelaHuil  MpPodCOI03HOTO  KOMHUTETa
(npe3unuyma) opranuzanuu [Ipodcoroza ocyiecTBiIsieTCs MO yCTaHOBIEHHOU (popme
(mpuoxxkenue No 1).

4.3. TloctaHoBieHUS BBIOOPHOTO KOJUIETHATBHOTO OpraHa OpTraHH3aIUH
[Tpodcoroza odopmisitoTcs B BUAE OTACIBHOTO JOKYMEHTA, KOTOPBIN MpHaraercs K
npoTokoiy (mpusioxxerue Ne 2).

4.4. TIpoekTbl TIOCTAHOBIIEHUW  BBIOOPHBIX  KOJUIETHAJIBHBIX  OpPraHOB
opranuzamuii [Ipodcoro3a, mo KoTopsiM B XOje OOCYXIECHHUS Ha COOpaHHHM WU
3acelaHuM TMPO(PCOIO3HOT0 KOMHUTETa ObUIM BBICKA3aHbl  3aMEUYaHUsl, BHECEHbI
JIOTIOJIHEHUSI WJIM U3MEHEHUs, 10padaThIBAIOTCS YWieHaMU MPOo(CO3HOTO KOMHUTETA B
3-IHEBHBIN CPOK WM B CPOK, YCTAHOBJICHHBIN MPO(COIO3HBIM KOMUTETOM.

4.5. TlocraHoBieHHs BBIOOPHOTO KOJUIETHAJIBHOTO HCIOJHUTENIBHOTO OpraHa
opraam3anu [Ipodcoro3a 1Mo BompocaM HarpakIeHUs, YTBEPXKICHHUS MPOTpamMm
CEMUHApOB W WHBIM BOIPOCAM OIMEPATHBHOTO XapakTepa, MPUHUMAIOTCA 0e3 uX
oOCyXXJIeHUsI Ha 3acelJaHMsIX, MyTeM BU3WPOBAHUSA IOKYMEHTA UYJICHAMH BBIOOPHOTO
KOJUIETHaJIbHOTO UCIIOJIHUTEBHOTO oprana opranu3auu [Ipodcorosa.

4.6. IlepeueHb BOMPOCOB, O KOTOPHIM MOTYT OBITh NMPUHATHI MOCTAHOBJICHMUS,
YCTaHABIIMBACTCSl PEIICHWEM BBIOOPHOTO KOJUIETHAILHOTO OpraHa OpraHu3alluu
[Ipodcoro3a (KOMUTET WIIU IPE3UTUYM).

[TocTanoBneHMsIM, MPUHSATHIM MEXIY 3acelaHUsIMU BBIOOPHOTO
KOJUIerMajlbHOTO ~ opraHa opranusauuu [Ipodcoroza (koMuTeT, mNpe3uguyMm),
IpUCBaMBaeTCd OYEpEAHONW TMOPAIKOBBIM HOMEp MpoTokona. B 3ToM ciywae
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OTJENbHBII MPOTOKON HE 0(hOpMIISETCS, a MOAIMHHUKN TOCTAHOBJIEHUI U MaTepHAalIbI
K HAM BKJIIOYAIOTCS B OYEPETHON MPOTOKOIL.

4.7. Hymepanus npoTokoJoB cobpanuil (koHpepeHuit), 3aceJaHuil BBIOOPHBIX
KOJUIETHANIbHBIX OpraHoB opranusanuu llpodcoroza BeieTcs B TeUeHUE CpOKa
MTOJTHOMOYHMI 3TUX OPraHOB.

4.8. Ilo oTnenbHBIM BOIIPOCaM, paccMaTpUBAeMbIM Ha 3aCE€lNaHUSAX BBIOOPHBIX
KOJUIETHJIbHBIX OpraHoB opranuzauuu [Ipodcoroza, MOoryT opopMiIsThCS BBIUCKH U3
npotokona (npuioxenue Ne 3).

4.9. ExerogHo NpOTOKOJbI 3acedaHWil BBIOOPHOTIO KOJUIETMAJIbHOTO OpraHa
opranuzanuu [Ipodcoroza ¢dopmupyrorcs B OTIEIbHBIE A€T1a, P 3TOM MOPSIKOBBIE
HOMEpa NPOTOKOJIOB 3acelaHuil BBIOOPHOTO KOJIJIETHAIBHOIO OpraHa OpraHU3aluu
ITpodcoroza mpucBauBarOTCs B TEUYEHHE CPOKAa ITOJHOMOYHMI COOTBETCTBYIOIIETO
PO COO3HOTO OpraHa.

[IpunoxeHuss Kk MpOTOKOJaM 3aceJaHui BBIOOPHOTO KOJUIETHAJIBLHOTO OpraHa
opranuzanuu IIpodcoroza o GruHAHCOBO-XO035UCTBEHHON NEATEIBHOCTH OpTraHU3alluN
[Ipodcoroza (pa3nuuHble aKkThl, 3aABJICHHUS HAa MaTEPHAIBHYIO MOMOIIb U JIpyrue
aHAJIOTMYHbIE MaTepualibl) B TMPOTOKOJ HE BKJIIOYAIOTCA, a BMECTE C KONUEH
MIOCTAHOBJIEHUSI XpaHATCA B Jenax opranuzanuu Ilpodcoroza B COOTBETCTBUM C
HOMEHKJIATypOl Jied.

V. lokymenTaiabublii pona opranusanuu [lpodceorosa.
Benenue HOMeHKJIATYPBI M (POPMHUPOBAHME €T

5.1. ®opmupoBanue IOKyMeHTaibHOTO ¢oHaa opranuzanuu IIpodcorosa
OCYULIECTBJISIETCS. TYTEM COCTaBJIEHUS HOMEHKJIATypbl Jiel, (QopMUpOBaHUS U
oopmieHus aei, o0ecrneueHrs uX COXpaHHOCTH, yUeTa U Mepeaadu el B apXUB.

5.2. Jlena GopMuUpyIOTCS B COOTBETCTBHHM C HOMEHKJIATYpOH e, a TaKXKe C
COOJIIOJICHUEM MPUHUMUIIOB CHUCTEMATU3AllMK JIOKYMEHTOB U HUX paclpelereHus
(rpynnupoBKH) MO BUAAM JOKYMEHTOB Ha JieJia OCTOSIHHOT0, BpeMeHHOro (cBbiie 10
JIeT) XpaHEHUsl, B TOM YHUCJIE Ha JieJia [0 JINYHOMY COCTaBy, U Ha JieJia BpEMEHHOro (10
10 neT BKIIOYUTEIBHO) XPaHEHHUS.

5.3. Komurer (coBer) opranumzamuu Ilpodcorosza exeromno mo 15 nmexabps
COCTaBJISIET MEPEUEHb JIE] 110 YCTAaHOBJICHHOMN BBIIIECTOALIUM PO COIO3HBIM OPraHOM
dopMe 1 yTBepKIaeT HOMEHKJIATYpy J1eJ, KOTOpast BBOAUTCSA ¢ 1 SIHBaps CJlenyIOIIEero
roja.

5.4. Tlpu cocTaBlieHMM HOMEHKJIATyphl JIe HEOOXOJMMO PYKOBOJCTBOBATHCS
OPUMEPHBIM ~ MEPEYHEM  JIOKYMEHTAJbHBIX  MaTepUalioB, O0Opa3yloluxcs B
nesitenpHOocTH  opranu3auuid  IIpodcoro3a, pexkoOMEHAOBAHHBIX  BBIIIECTOSIIMMU
BBIOOPHBIMU MPO(COIO3HBIMU OPTraHaMHU.

5.5. Kaxpnoe neno, BKIIOYEHHOE B HOMEHKJIATypy opranuzaiuu [Ipodcorosa,
JOJDKHO HMMETh MHJAEKC (HOMmep), cocTosmmi u3 1nudpoBOoro o0003HAYCHHS,
HaIpaBJIeHUs JACSITEIIbHOCTU U MOPSAIKOBOIO HOMEpA Jiena.

5.6. Ilo okoHuwaHuu roja B HOMEHKIaType naen opranuzanuu I[Ipodcoroza

Ipumep: Ne 3-4 (3 - opranu3anroHHas paboTa, 4 - MOPSAKOBBIA HOMEp [e7a B HOMCHKIATYPE).
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JIeJIaeTCsl UTOrOBas 3alliCh O KOJIMYECTBE JIed, 00pa30BaBIIMXCS B JIEATEIBHOCTH 3a
IIPOLIEAIINN TOJ.

B oxgnowMm gene hopMupyrOTCSI TOKYMEHTBI OJTHOTO CPOKa XpaHEHUs. JJOKyMEeHThI
MIOCTOSTHHOTO ¥ BPEMEHHOT'O CPOKOB XpaHEHUS! (POPMUPYIOTCS Pa3ACIBHO.

B nensix npaBHIIBHOIO M KaY€CTBEHHOI'O 0TOOpa IOKYMEHTOB ISl JAIbHEMIIIEro
XpaHEeHHUs] WIM YHUYTOXXKEeHMsI opraHuzauus I[Ipodcoro3a mpoBOIUT IKCIEPTUIY
LEHHOCTH JIOKYMEHTOB.

5.7. Akt Ha J0KyMeHThl opranu3zanuu lIpodcoroza, momasexanue
YHUUTOXEHUIO, YTBEp)KIaeTca mpejaceaareneM opranuzanuu Ilpodcoroza mnocnie
COTJIACOBaHUSI €ro C IMpeAcefaTelIeM  KOHTPOJBbHO-PEBU3MOHHOW  KOMHCCHHU
opranuzanuu [Ipodcoroza.

5.8. IIpu nepeusdpanuu npeacenatens opranuzamnuu [Ipodcoroza cocrapusiercs
aKT mpuema-nepenadyn aen u3dpaHHoMy mpexacenarento opranuzauuu IIpodcorosza B
TPEX SK3EMIUIAPaX, OJUH U3 KOTOPBIX BMECTE C aKTOM KOHTPOJIbHO-PEBU3UOHHOM
KoMuccun opranuzanuu [Ipodcoro3za HampasisieTcsi B BBIIECTOAIMN MPOdCOI03HBINA
OpraH.

V1. OcobennocTi padoThl € 3JIEKTPOHHBIMHU JOKYMEHTAMH B
opranusanusx Ilpogcoro3a

6.1. Pabora c 3JIEeKTpOHHBIMH JOKyMEHTaMH B opranuzauuu IIpodcorosa
OCYIIECTBIISIETCS B COOTBETCTBUU ¢ YcTaBoM lIpodcoro3a, HacTosummu [lpaBunamu u
UHCTpyKIuel opranuzauuu [Ipogcorosa.

6.2. DIEKTPOHHBIN TOKYMEHT JOJDKEH OBITh OQOPMIIEH MO OOIIMM IpaBHIaM
JEJIONPOU3BOACTBA M HMMETh PEKBU3MUTHI, YCTAHOBJIEHHBIE [UJIl AaHAJIOTMYHOIO
JOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIOUEHUEM OTTHUCKA [eYaTH.

6.3. IlpuemM M OTIpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIOTCS JIULIOM,
OTBETCTBEHHBIM 3a OOCIy)KMBaHUE DJIEKTPOHHOTO KaHaja CBS3M OpraHu3aluu
[Ipodcoroza (OTBETCTBEHHBI 3a AJIMUHUCTPUPOBAHHE CHUCTEMBI 3JIEKTPOHHOIO
IIOYTOBOI'0 OOMEHA).

6.4. DJEKTpOHHBIE JOKYMEHTBI CO3JAl0TCs, 00pabaThIBAIOTCS B CHUCTEME
3JIEKTPOHHOTO IOKYMEHT0000poTa opranuzanuu [Ipodcoroza.

6.5. EnuHnnen ydera 3IIEKTPOHHOTO JOKYMEHTA SBISIETCS DJIEKTPOHHBIN
JOKYMEHT, 3aperuCTPUPOBAaHHBI B CHCTEME 3JEKTPOHHOTO JOKYMEHTOO0OpOTa
opranuzammu [Ipodcoroza. IJIEKTPOHHBIA JNTOKYMEHT, HMEIONIUN MPUIIOKEHUS,
perucTpupyercs Kak OJMH JTOKYMEHT.

6.6. DOIEKTpOHHBIE JIOKYMEHTHl (KOIMU JJIEKTPOHHBIX JOKYMEHTOB Ha
OyMa)XHOM HocuTelne) (GOpMUPYIOTCS B Jiejia B COOTBETCTBUU C HOMEHKJIATYpOH JIel U
VHIEKCUPYIOTCS B IMOPSAKE, YCTAHOBJIEHHOM B OTHOLIEHUH [I€J, COCTaBJIECHHBIX W3
JIOKYMEHTOB Ha OyMa>KHOM HOCHTEJIE.

6.7. Cpoku XpaHEHHS OJJICKTPOHHBIX JIOKYMEHTOB (KOMUM DSJIEKTPOHHBIX
JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE€) COOTBETCTBYIOT CPOKAM XpaHEHUsI TOKYMEHTOB,
YCTAaHOBJICHHBIX 3aKOHOJATEIbHBIMH M WHBIMHU HOPMATUBHBIMU MPABOBBIMHU aKTaMU
Poccuiickoit @eaepaiiuu Jyisl aHAJOTUYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.

6.8. Mecto XpaHEHHS DJJIEKTPOHHBIX JOKYMEHTOB (KOMHM 3JIEKTPOHHBIX
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JIOKyMEHTOB Ha OyMaXHOM HOCHTEJIE) JI0 UX Tepeladd B apXuB, BUJ HOCHTEJCH, HA
KOTOPBIX OHHM XPAHATCS, a TakKe (opMaThl UX MOCTOSHHOTO M JJIUTEILHOTO CPOKOB
XpaHeHus onpenenstoTcs opranuzanuei [Ipodcorosza ¢ yuétom GyHKIIMOHUPYIOIIUX B
opranm3anuu [Ipodcoro3a MporpaMMHO-TEXHUYECKUX CPEICTB W HOPMATHBHBIX W
METOIMYECKUX JOKYMEHTOB.

6.9. DkcnepTusa HEHHOCTH SJEKTPOHHBIX JIOKYMEHTOB (KOMHM 3JIEKTPOHHBIX
JIOKyMEHTOB Ha OyMa)XKHOM HOCUTEJIE) OCYIIECTBIsIeTCS B OOILIEM TMOpPsIKe,
YCTAaHOBJICHHOM B OTHOIIIEHHWM JOKYMEHTOB Ha OymaxkHoM HocuTtene. I[locie
UCTEYEHUS] CPOKA, YCTAHOBIICHHOTO JJISI XPAHEHUS SJIEKTPOHHBIX JOKYMEHTOB (KOIMUN
AJNIEKTPOHHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE), Ha OCHOBAaHHUU aKTa O
BBIJICJICHUM WX K YHUYTOXKEHHUIO, YTBEP)KIAEMOTO IMpejcenaresieM OpraHu3aluu
[Ipodcoro3a, ykazaHHBIE JIEKTPOHHBIE IOKYMEHTHI (KOTTUH AJIEKTPOHHBIX IOKYMEHTOB
Ha OyMa)>KHOM HOCHTEJIE) TIOJJIeKAT YHUUITOKECHHIO.

VII. 3akiounTenbHbIe MOJI0KEHUS

7.1. lenonpou3BoAcTBO B opranuzauusx IIpodcoroza Beaercss caMoCTOSTENBHO
OT JIETIONPOU3BOJICTBA 00Pa30BATEIHHOIO YUPEXKACHHs (OpraHM3allMK) WU OpraHa,
OCYIIECTBIISIIOIIETO yIpaBiieHue B cdepe oOpa3oBaHus, W BKJIOYAaEeT B ce0s
PETHCTPAIIMI0 BXOMAMIEH W MCXOAAIICH MOKYMEHTAIMH, KOHTPOJb 32 WCIOJIHCHHEM
JIOKyMEHTOB, BEJICHHE IPOTOKOJOB MPO(COIO3HBIX CcoOpaHuil (KOH(pEPEeHIHi),
3acellaHuii BBIOOPHBIX KOJJIETHAIBHBIX MPO(COIO3HBIX OpraHoB, (OpPMHpPOBAHKE
JIOKyMEHTOB B Jiela, OO0eCrneYeHue UX COXPAHHOCTH WU YHUYTOXKEHUE B
COOTBETCTBHUH C YCTAHOBJICHHBIM MOPSIIKOM.

7.2. Benenue nenonpou3BOJICTBA TIOPYYAETCS OJTHOMY U3 paOOTHUKOB arapara
opranuzanuu [Ipodcoroza umu ogHOMY U3 YJIECHOB BHIOOPHOTO MPOGCOIO3HOTO OpraHa
opranuzanuu [Ipodcoroza.

7.3. OTBETCTBEHHOCTh 3a  OpraHU3allMI0 W  TPaBWIBHOE  BEACHHC
JIETIOTIPOU3BOJICTBA B COOTBETCTBHHM ¢ YcTtaBoM Ilpodcoro3a Bo3maraercss Ha
npencenatens opranuzanun [Ipodceorosa.

IIpogdcoro3 padlOTHUKOB HAPOIHOT0 00PA30BAHUA U HAYKHU
Poccuiickoit ®egepauuu

(HammeHoBaHME MPOQCOI3HON OPraHU3aINH )
MPOTOKOJI
3aceaHus NPO(CO3IHOI0 KOMUTETa (MPe3uInyMa) 3

3 IMo naHHOM CXeMe OCYIIECTRISICTCS 3aIACh 10 BCEM BOMPOCAM TIOBECTKH JIHS («CITyIIATID,
«BBICTYIIIINY, «TIOCTAHOBUIIID).

B mnporokonax mnpodcoro3HbIX coOpaHHil, KOH(GEpeHUUH U 3acelaHuil KOJIJIETHalIbHOIO
pOQCOI03HOTO OpraHa B MOCIEA0BATEIbHOCTH, YCTAHOBICHHOM OBECTKOM JTHI, IO KaXKI0MY BOIIPOCY
BKJIFOYAIOTCA WU MPUIIAraroTCAa K MPOTOKOY TEKCThI JOKJIAA0B, CIIPABOK, BI)ICTYHJ'IGHI/II\/’I " IMPUHATHIC
nocTaHOBNeHUs.  JIOKyMEHTBI K  MpoTOKosaM  (OPMHUPYIOTCS B IOCJIENOBATEIbHOCTH,
COOTBETCTBYIOIIEH MPUHSATHIM ITOCTAHOBJICHHSIM.
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JlaTa Mecto Ne
[TpencenarenscTBYOIIHMA (¢h.u.0.)

[IpucyrcTBOBaNM:
Ysnens! mpocor03HOT0 KOMUTETA (TIPE3UTUYMa) (p.u.0.)
[IpurnamieHHsie: (¢.u.0., dondcrnocms)

(ecnu bonee 10, ykasamo: cnucok npuiacaemcsi)

IToBecTKa NHA:

1. (Haumenosanue 6onpoca, 6e3 ykazanusi OOKIAOUUKA)

1. CAYWIAJUA: (¢p.u.0., Oomxchocmv u Haumenosanue eonpoca). TekcT

JOKJ1aJa, I/IH(i)OpMaHI/II/I, COO6HI€HI/IH BKIHOYACTCA B IMPOTOKOJ HIJIM YKA3bIBACTCA, YTO
npuiaaracTcia Ha JHUCTax

BBICTYIINJIA:
(h.1.0., TOIKHOCTB) (Kpamkoe codepaicaniue 8vlcmynaenus, npeonoxcenuii)”

IHOCTAHOBUJIN: (TEKCT MNOCTAaHOBJIEHUS BKJIIOYACTCS B MPOTOKON WJIU
5
YKa3bIBa€TCs, 4YTO HA JIUCTax MpuUaraeTcs)”.

[Ipencenarens
opranuzanuu [Ipodcoroza

IIpogcor3 padlOTHUKOB HAPOIHOT0 00PA30BAHUA U HAYKHU
Poccuiickoit ®enepauuu

(HauMeHoBaHuUe NPO(COIO3HOI OpraHn3alUK U MPO(COIO3HOTO OpraHa)

NMOCTAHOBJEHMUE®
Jara Mecto No

3aroJioBoK
TEKCT TIOCTAHOBITEHUI . . . . e v ettt et e e e e e e e e et e e et e e e eeeas

[Ipencenarens
opranu3zanuu [Ipodcoroza

* Ecnu noxnax, uHbOpMALWs, cOOOLIEHHE He TPeOYeT JOMNONHEHHH M Da3bACHEHMH Wi

paccMmarpuBaeTcs 0e3 oOCyKIeHUs, pa3/ien MPoToKoa «BricTynmuinny» He 0hOpMISETCS.
[Tocrme TOJOCOBAaHUS IIOCTAHOBJICHHWE TMPUHATO (IIPU PA3HOMIACHAX B TOJIOCOBAHUHU

YKa3bIBAETCS KOJIIMYECTBO JIHII, TOJOCOBABIINX «3a», «IIPOTUBY, «BO3JICPKABIIUECS).

® Mocranosnenue npodcoro3Horo cobpanus (KoH(pEpeHInn), BBIOOPHOTO MTPO(PCOH3HOTO
oprana MoJAMUCHIBaeTCs MpeacenaTeneM opranuzamnuu [Ipodceorosa.

[To Bompocam, TPUHATHBIM COBMECTHO C COIHMAIBHBIMH TapTHEPaMH O(QOPMIIIIOTCS
«PEHIEHU S ».

[Tonmucy conpambHBIX MAPTHEPOB PACIIONATAIOTCS HA OJJHOM YPOBHE.
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IIpo¢coro3 padOTHMKOB HAPOAHOI0 00PA30BAHUA M HAYKH
Poccuiickoit ®enepanuu

(HaumeHoBaHMe TPO(COIO3HOM OpraHU3aK WK TPO(COI3HOTO OpraHa)

BBIIINCKA U3 ITPOTOKOJIA
coOpanmus (3aceqaHusi) KoMuTeTa (MpPe3uaUyMa) !
Jara Mecro Ne
CAYIAJIM: (naumenosanue onpoca)
BBICTYIIUJIU: (mexcm svicmynienuii 0aemcs npu HeoOX0OUMOCML).
MOCTAHOBWJIU: (npusooumcs mexcm nocmanosienusi no KOHKPemHomy 60

sonpocy).

[Ipencenarens
opranuzanuu I[Ipodcoroza

"O¢opMITeHHbIE TPOTOKOJIBI COCTABIAIOTCS B HEOOXOIMMOM KOJTHUECTBE SK3eMILIAPOB. IlepBbiii
AK3EMIUIAP MPOTOKOJA M MaTepUaIoB K HEMY O(opmisieTcs B JEN0 U XPAaHUTCS B YCTAaHOBJIECHHOM
nopsiake. BTopolt sk3eMIuIsip MOXET MCIOJb30BaThes s TeKylled paOoThl WIEHOB MOCTOSHHBIX
KOMHCCUHM, MPO(COIO3HOTO aKTHBa M HAIPABISETCSl B BBIIECTOSIIMN MPOQCOI3HBINA opraH (mpu
HEO0OXOTUMOCTH).
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Ipunoxenne Ne2

ITpodcoroa paboTHHKOB HAPOOHONO 06Pa3OBAHMS U HAYKH
Poccuiickoit eacpanyu

HUEHTPAJBHHHN KOMUTET
NPE3UAUYM

ITOCTAHOBJIEHHUE

wlfr 24 199Fr. r.Mocxsa N: L7

0 BBeleHHWH eIOHHOH (POopMbl y4eTHOH
KapTO4YkH uyneHa Illpodcow3a

B cBa2u c BBeneHHeM B [lpodcon3e enuHOro NpodCon3HOr0 6MeTa HOBO-
ro obpasua u B LeJsX YNOpsLOYEHUS y4YyeTa 4YJIeHOB [lpogconza Mpe3umuym LK
Npogcokaa MOCTAHOBISET: |

1. YTBEpIUTb HOBYO GOpMY Y4eTHOM KapTouku 4nera [lpodcowsa (npuna-
raercs).

2. [lpeinoxuTb BHOOPHHM OpPraHaM TepPUTOPUAaJbHBIX oprasusauut [pog-

-003a8 OCYUWEeCTBMTb MOCTENEHHb NMepexoll Ha HOBYK (OPMY YYeTHOM KapTOYKH
yjeHa [lpogconaa.

//npencenaTenb [Ipogcow3a 6%5%27%%3”' B. M. fixoBneB



YTBepKICHO
IIOCTAHOBJICHHEM
[Tpesunnyma LK IIpodcoroza
21 mas 1999r. Ne 23

YUYETHASA KAPTOUYKA YWIEHA ITPO®COIO3A

damunus
Nwms OTtuecTBO
['on poxneHus ['on Bcrymienus B [Ipodcoros

3anuMaemasi JOJKHOCTh
YyacTue B mpodcoro3HOM paboTe
[Tpodcoro3ubie Harpabl

JlaTa mocTaHOBKH Ha MPO(GCOIO3HBINA yUeT
dopmMa yImiaThl YJIEHCKOro MPOQCOI3HOIO B3HOCA
Caenenust 00 yriaTe B3HOCOB (110 T0/1aM)

JloMaraui ajgpec :

Unen [Ipodcoroza

[Ipencenarens nmpodcor03HON OpraHu3auu

Ilpumeuanue:

1. Vuer unenoB Ilpodcoro3za mo ydyeTHbIM KapTOYKaM BEAETCS B OCHOBHOM B
KPYIHBIX TEPBUYHBIX MPOGCOIO3HBIX OpPTaHM3aIUsAX, HacuuThiBaromux Oonee 100
YEeJIOBEK.

VYyernas kaprouka uieHa [Ipodcorosza, cHsBuierocs ¢ mpogCoro3HOro yyerta,
OCTaeTcsi B NEPBUYHOM MNPOQPCOIO3HOW OpraHU3alMd M  YHUUYTOXKAeTCs B
YCTaHOBJICHHOM MOPSIZIKE M0 ucTeyeHuu | rona.

2. B mepBUYHBIX NPOQCOIO3HBIX OpraHU3alUsIX, HacuuThiBaroumx meHee 100
yineHoB [Ipodcorosa, yuer unenoB [Ipodcorosa BeaeTcs Uiy no y4éTHbIM KapTOYKaM
WK B KypHanbHOU (opme. HeoOxonumerii o0bem cBeaenuit o uiene I[lpodcorosa,
3aHOCHUMBIX B )KypHaJI, TOMUMO JaHHBIX, COAEepKaIUXcs B (POpMe YUETHON KapTOUKH,
onpenenseTcs Ipo(pCcor3HBIM KOMUTETOM.
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Ipuioxenne Ne3

YTBEpKIAECHO
MIOCTaHOBJICHUEM
[Tpesunnyma 1K [Ipodcoroza
ot 5 ampens 1996 roga Ne7

MnPO®COIO3 OTMETKA OB YIIAATE
PABOTHUKOB HAPOJHOIO YAEHCKHX B3HOCOB
OBPA3OBAHHA W HAYKH
POCCHUHCKOH ®EJEPALNH

(reppuropuansias opranusauns [podeoiosa)

DamMunus

Hms

OTtuecTBO

Jlara poxzaeHus

Tox Berymwienns B IIpodcoros

opr: MM, BB it buier)

aara Bbyiadn Gwicta

Ipeacenarens
M. IT. npogoprauu3anun

TOAIHC




Ipuioxkenne Ned

ITpodcoro3 paboTHHKOB HAPOAHOTO OOPA30BAHKS U HAYKH
Poccuiickoit ®enepanun

IHHEHTPAJIbBHBIN KOMUTET
I[IPE3UUYM
INOCTAHOBJIEHUE
KA po2Ton? 199£r. r.MockBa Ne 45

//

06 oOpazuax OTTUCKOB
nevareil TEPPUTOPUATBHBIX U
MEPBUYHBIX OpraHu3aIui
[Ipodcoroza

C wnenblo mnpuBeneHHMs OTTUCKOB IedaTel opraHu3auuii [Ipodcorosa B
cootBeTcTBHE C nojoxeHusmu cr.48 'K PO u VYcrasa [Ipodcorosa npesuaunym
LK [Tpodcoroza [IOCTAHOBJISIET:

1. YTBepauTe mnpuiaraeMmble o00paslibl IMedyaTell TeppUTOPHATBHBIX U

nepBUYHBIX opranuzauuii [Ipogcorosa.

2. TeppuropualbHeIM KOMHTeTaM Mpodcoro3a mpuBecTd (10 Mepe

HEOOXOIMMOCTH) Te4yaTH MPOQCOIO3HBIX OpPraHU3alUNd B COOTBETCTBHE C

YyTBEP)KAEHHBIMU 00pa3LamMu.

/ lipeacenatens Ipodcowsa W B. M. fikosnes
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1.

OBPA3ILbI

odpopmieHus neyateit opranuzanuit [Ipodcoroza paboTHUKOB HAPOTHOTO
obpazoBanus u Hayku Poccuiickoit denepanun

IHEPBUYHBIE ITPO®COIO3HBIE OPTTAHU3ALIUN

OBLEJIIENTHASL
MPOLCOIO3AS
OPUANTIBALLIIL
KA3AICKOTO
rocyaaArCrpEHHoOro
TEXHHYECKOIro
YUHBEPCHTETA

ITPOMCOIO3HAA
orranirzauna
KAZANCKOro HITH
CPEAHEIO S
TPOOECCHONANLHEOTO,
OnPAZOBAILISI PAO

1POGCOIO3TIA

OPTATTIIALLIS
1TV AR GG

v LPANCKA

“IPO®COIO3HASI - 5
TIPOMCOIO3IAL

prxf,fﬁi,'g?é%” - TOPTAHIIBALLIL
IF'OCYHAPCTBEHHOI'O " Q f’ S\IlFIIlICT oB.
TEXHHUYECKOI'O NYPMA KOIro b

NEJATOIITYECKOIO
YHIBEPCHTETA

YHHUBEPCHTETA

NPCHCOTIO3IHAND
OPIAHIIZALLIY
VUALLINCS

NPO®CUIOZHAL -
OPTAHIf3ALIA -
YYALIINCS

CITY N2 99 )
PAMEHCKOTI O " BEATOPOACKOTO
PATIOHA NEJATOITIYECKOT O
B\ MOCKOBCKOIT ) KOJAEIKA
%) OBJACTI < )
o .
: A
g, ®

- ?/\36 AH al“h
e 26;

NrowmcoInsiiasl
OPTAINALLIS
HIKOMB! Ne 535
L3ANONNPHOTO
MNYPAMANCKOTT
OBIACEH

1NPOMCOIOBH A
OPI'ALIN3ALL 3
JUC A 35 =
LRINCTOBONCKY 'O
(."l'.-\Bl‘OI'lOJlI.CI\'OI'O/v—
INDEST| 4

& ’
([TA N/ ” _OC,:,\ \,;"'i- /
S OO/L % & OL:J' wssuie
N YR - L 5 S
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2. TEPPUTOPUAJIBHBIE OPITAHU3AIIUU ITPOPCOIO3A

SOAHO S~
G2 2 G5

BAIKIIPCKRAZ
PECITYBJIHKAHCKAZ
OPTAHIIZALLIZ

_OKPYIRHA
OPCAHIIBALIISE

TIOMENCKOT

AJITATICKAZ
KPAEBAJ

OPLCAHIIBALIILI

PLIGHTICKAST
TOPOACKASL
OPTAHII3A LIS
SPOCIABCKOI]
OGJACTIL

89

MYPMAHCKAS
OBGJIACTHAS

OPTAHH3ALULA

KIIPOBO-UETIELKAS
PAITOHHAS
OPTAHH3ALIT
KIIPOBCKOM
OBJIACTIL

\.‘.
|



Hpuioxenne NeS

CUMBOJIUKA TPOPCOIO3A
YTBEpKIAECHO
[Toctranosnenuem LK Ilpodcoroza
ot 27 despaiig 2008 r. Ne 4,
3apErUCTPUPOBAHO

pacniopsbkeHneM Pocperucrpanyu
ot 03.04.2008 roma Ne 318

N30BPA’KEHUE
IMOs1eMbl U ¢uiara [Ipodcoro3a padboOTHUKOB HAPOIHOTO
oOpa3oBanus U HayKu P®

1. U3OBPA’KEHUE DMBJIEMbI
[Ipodcoroza pabOTHUKOB HAPOAHOTO 0Opa3oBaHus U Hayku PO

MHOronBETHBIN BapUAHT OJIHOLIBETHBIN BapUaHT

2.M30BPAKEHUME ®JIAT A
[Tpodcoroza pabOTHUKOB HAPOTHOTO OOpa30BaHMs U HAyKu PO
(O61mepoccutickoro ITpodcoro3a odOpazoBaHus)

OBLWEPOCCHMHACKMA NPO®COIO3 OGPA30OBAHMUA

R’
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Ipunoxenne Ne6

JIOrOBOP
MEXIY KPACHOSIPCKOH KPAEBOM OPT AHU3AIIMEN
MPO®COIO3A U TOCYJAPCTBEHHBIM APXUBOM
KPACHOSIPCKOT O KPASI

JOTIOBOP Ne “2
r. KpacHospck " 30 s 27774 2012 roza

KpacHosipckass TeppuTtopuaibHast (kpaesas) opraHusauus I[Ipodcorosa paboTHHKOB
HapoaHoro obGpasoBanus U Hayku Poccuiickoit deaepalvy, HMEHYEMOE B JaTbHEHIIEM
"Opranmzaims”. B auue npeaceaarenss KocapsiaieBoit Jlioavuiel BacHabeBHbL ¢ 0IHO#
CTOpPOHBI, U

KpaeBOe TOCyJapCTBEHHOE KaszeHHoe yupeskaeHue "l'ocylapCTBEHHBIH — apXuB
Kpachnosipckoro kpas” (manee - KKV "['TAKK") B nune nupexkropa Baacosoii MapuHe
AHIpeeBHBL.  JeHCTByIOLlEH Ha  OCHOBaHMM  YCTaBa,  3aperHCTPUPOBAHHOIO
MeskpaiionHo# uHcniekmeit @enepaipHoii HaaoroBoit cayx0st Ne23 ot 19.05.2011r.. ¢
Apyroii CTOPOHBI 3aKTFOYMIM HACTOALIMI JIOTOBOp O HMKECIEYIOLIEM:

1. IIpenmer JloroBopa

Hacrosiuii JloroBop peryiupyer otHomeHus mexay Opranusaumeit n KI'KY
"TAKK" no ofecrneyeHMIO COXPaHHOCTH, YYeTy, XPAaHEHHIO, KOMILIEKTOBAHHIO H
UCTIOTB30BaHMIO0 IOKYMEHTOB ApxuBHOTO ¢(onna Poccuiickoit Peaepauuu. a Takke
JIOKYMEHTOB 10 JIMYHOMY COCTaBy, 0Opa30BaBLIMXCS B [POIECCE IEATEIbHOCTH
Opranuzanmm.

2. O6sizateascTBa CTOPOH

2.1. Opranu3zanms:

2.1.1. OOecrieyuBaeT COXPAHHOCTb, YYeT [AOKYMEHTOB ApxuBHOro ¢GoHaa
Poccutickoit @enepainy, a Takke JOKYMEHTOB I10 IHYHOMY COCTaBy. 00pa30BaBIINXCS B
nponecce gestenpHoctd OpraHusanuy B Tedenne 10 €T 10 nepenayd HX Ha XpaHEHHE B
KI'KY "I'AKK" B ycTaHOBJICHHOM 3aKOHOATE/ILCTBOM TOPSIKE.

2.1.2. OcylecTBIAeT CO3JaHHE CHPABOYHO-IIOUCKOBBIX CPEIACTB (HAY4HO-
CIIpaBOYHOIO ammaparta) K J0KyMeHTam ApxuBHoro ¢onaa Poccuiickoii deaepaunu. a
TaKKe K JOKYMEHTaM 110 THUHOMY COCTaBY.

2.1.3.  OcyecTBiseT HUCMONB30BAHUE  JOKYMEHTOB  ApPXHMBHOIO  (hOHIa
Poccuiickoit @eaepauu. a Takke TOKYMEHTOB I10 JITUHOMY COCTaBY B COOTBETCTBHH C
(henepalbHBIMM 3aKOHAMM, MHBIMM HOPMATHBHBIMH TIPaBOBbIMH akTaMu Poccuiickoii
Derepanuu.

2.14. OcymectBnser o0TOOp, HOArOTOBKY, YMOPAAOYEHHE U  Mepelaydy
J0KyMeHTOB ApxuBHOro ¢onma Poccwmiickoit ®exnepauuy, a TakKe TOKYMEHTOB I10
JTMYHOMY COCTaBY B YCTaHOBJIEHHOM 3aKOHO/IaTE/ILCTBOM IOpsiaKe Ha XpaHeHune B KI'KY
"TAKK".

JlokymenTsl ApxuBHOro Qonzaa Poccuiickoit ®@enepaunn nepenaiorcs B KIKY
"’AKK" mo omucsiM Ha OyMa)kKHOM M DJICKTPOHHOM HOCHTENAX M B CHELHATbHBIX
apXHMBHBIX KOpOOKax.

IMTepenaua yKa3aHHBIX TOKYMEHTOB 0OPMISETCS aKTOM MpUeMa-Iepe1aii.

2.1.5. Torosut u npeacrasigeT B KI'KY "TAKK":

OIHCH JIe71 TOCTOSTHHOTO XPaHEHHUS;

OTUCH e M0 JUYHOMY COCTaBy:

akThl 00 yTpaTe J0KyMEHTOB [TIOCTOSHHOTO XPAHEHUs U 110 JIHYHOMY COCTaBY:



aKThl 0 HeOOHAPYIKEHHH e, MYTU PO3bICKA KOTOPHIX UCUEPIIaHBbI;

aKTBI O HEUCMPABUMAIX [TOBPEKIAEHHAX JOKYMEHTOB;

HOMEHKJIaTyphl Jej1, 00pa3yronmxcs B €€ AesSTeTbHOCTH.

2.1.6.Pa3pabateiBaeT 1 npezcrasiser Ha cornacoBanue KI'KY «"AKK» npoekts
HHCTPYKUHM IO JEI0NPOH3BOACTRY, MOAOKEHMIH H IKCIIepTHOH KoMuccHr OpraHu3aiiii.

2.1.7.Exeromno mpexacraBasier B KIKY «I'’AKK» cBeaeHus 00 o0veme
J0KyMeHTOB ApxuBHOro Gonaa Poccuiickoit ®emepanmu ¥ 10 JIMYHOMY COCTaBY,
xpapsumxes B Oprasuzanuy  (NacmopT apxuBa OpraHm3alpy- NpuwioxkeHue 4 K
PernmamenTy rocyzapcTBeHHOrOo ydera IOKYMEHTOB ApxXuBHOro ¢onzma Poccuiickoii
®enepanun, yreepskaeHHoro [Ipukazom Pocapxusa ot 11.03.1997r. Ne 11).

2.1.8.CBoespemenno unpopmupyer KI'KY «['AKK» 00 m3meHenum aapeca.
NepeMEHOBaHNHH, PeopraHu3alvy, JUKBUAaluu OpraHusanuy, a Takke 00 M3MEHEHUH
MECTa XpAHSHUS JOKYMEHTOB.

2.1.9.B ciyyae NUMKBHAAIMM BKJIIOYAET B COCTAB JTMKBUAAIMOHHONW KOMHMCCHH
npeacrasurens KI'KY «"AKK».

2.2. KTKY «'AKK» :

2.2.1.JlpunpmaeT Ha XpaHeHUE JOKYMeHTHl ApxuBHOro ¢onza Poccuiickoi
@enepanny, a TakKe B YCTAHOBICHHOM 3aKOHONATENBCTBOM CIIy4asX JOKYMEHTBI IO
JWYHOMY COCTaBY B YCTQHOBJIEHHOM MOPSJIKE.

2.2.2.0xa3pIBa€T COJACHCTBHE B YCTAHOBJICHHOM TOPSIAKE B MPOBEIACHHH
9KCMEPTH3BI LIEHHOCTH JOKYMEHTOB.

2.2.3.PxaspiBaeT ApxuBHOH ciayxOe OpraHusaliM KOHCYJIBTALMOHHYK H
METOAHYECKYHO MOMOILL B 00/1aCTH apXHBHOTIO €.

2.2.4.VyacTByeT B MpOBepkax COOMIONCHUS [PaBH/I OPraHM3alMy XpaHEHHS,
KOMILUIEKTOBaHHA, y4€Ta W HCMOAp30BaHUA AOKyMeHToB Opranusauun. B ciydae
BBISAB/ICHHS TPYOBIX, JTMTENBHO JOMyCKaeMBIX HAPYIICHWH, MPH HAIMYMH OCHOBAHWH,
MpeJCTaBiseT apXuBHOMY areHTcTBy KpacHofpcKkoro Kpas MaTepHaisl MPOBEPOK Ui
peteHts BOPOCa O COCTOSHIH HPOTOKONa 00 aIMMHHCTPaTHBHOM NPaBOHAPYIIEHHH.

2.2.5Mectom  XxpaHeHHs JOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit
®enepannu, NPHHATHIX OT OpraHu3anuy, ssiasercs Mecronaxoxaenne KIKY «'AKK». B
ciayuae uamenenus Mmecta xpaneHns KI'KY «'AKK» ofssyercs coobmuts 00 3TOM
Oprauusanyn.

3.0TBETCTBEHHOCTH CTOPOH
3.1.Croponsl BmpaBe TpeGoBaTh ApPYr OT JApyra HaleKallero HCrOJHEHHUs
TIPUHATHIX Ha ce0s mo HacTosueMy JloroBopy 00s3aTenbCTs.
3.2.3a HapyuwieHHE MPUHATHIX Ha ceba o HacrosumeMy [loroBopy 00sf3aTensCTB,
CTOPOHBI HECYT OTBETCTBEHHOCTH B COOTBETCTBHH € AEHCTBYIOHMM 3aKOHOAATEIECTRBOM.

4.Cpox neiictsus [lorosopa

4.1 .Hactosmmit 10roBop BCTyIaeT B CUTy CO JHS MOAMUCAHMS CTOPOHAMH M Jeiic
TByeT 1o 31 nexabps 2012 roxa.
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4.2. Hacrosiuuii /[oroBop cuurtaercs MPOMIEHHBIM HA TeX e ycIoBugx mo 31
nexadpsa KaXJI0ro roja BKIIOUHTEIBHO B Ciy4ae, eciu HU ofHa w3 CTOPOH He Mo3jHee,
yeM 3a 30 aHel 10 ucreyeHns cpoka geiicteuA Jorosopa He 3agBUT 00 OTKase MPOLTHTH
Jlorosop.

5. Vi3amenenne u pactopskenne Jlorosopa

5.1 Usmenenue yciaoBuit HacTosero Jororopa BO3MOKHO MO COrTAIICHHIO
CTOpOH, cocTaBIEHHOMY B MUCbMEHHOM (opme U noanucanHoMy CTOpOHAMH HACTOSIIETO
Jlorosopa.

5.2. PasHornacus, CBSI3aHHBIE C MCTIOJHEHHE HAcTOAMEro J[oroBopa, eciu OHU HE
yperyaupoBanbl CTOpPOHAMH MyTEM MEPEroBOPOB, pa3pelialoTcs B CyaeOHOM Mopsiike B
COOTBETCTBUH C JACHCTBYIOLIMM 3aKOHOAATENBCTBOM Poccuiickoi deaepaui.

5.3. B ocranbHOM, YTO HE NpPeIyCMOTPEHO HACTOSIMMM J[OrOBOPOM, MOUIEKHUT
NPHMEHEHHIO JeHCTBYIOMIEE 3aKOHOxaTenbeTBO Poccuiickoit Deneparmn.

5.4. Hacrosiuuii 10roBop COCTaB/IeH B ABYX 3K3EMIUIAPAX, 110 OAHOMY /sl KaKIOM
CTOPOHBI.

5.5. Bece u3MeHeHMs U IONOJIHEHHs K HacTosieMy /{oroBopy AeiCTBHTENbHBI THIIb
B TOM cCiydYae, €CIM OHM COBEpIIEHB! B MHCHMEHHOW (opMe H [MOAMUCAHEI
YIOTHOMOYEHHBIMH TpecTaBuTe MU CTOPOH.

5.6. JloroBop MOkeT ObITh PACTOPTHYT:

-110 B3aUMHOMY cornaniennio CTopoH;

-B Cilydae uckmoveHns OpraHW3alliyd W3 CIMCKA MCTOYHMKOB KomruiekroBanms KIKY
«"AKK» ;

-B HHBIX CllydasX, IPelyCMOTPEHHbBIX 3aKOHOAATeILCTBOM PoccHiickoit Denepanui.

Anpeca u pexBu3uTsl CTOPOH:

Opranusanus: KI'KV «I"’AKK»:

KpacHosipckas TeppuTopuaibHas KpaeBoii rocy1apCcTBeHHOE Ka3eHHOE
(kpaeBas ) opranusauus [Tpodcorosa yupexaenue «I'ocyaapcTBEHHBIH apXuB
pabOTHHKOB HApPOIHOI0 0Opa30BaHUs KpacHosipckoro Kpasi»

u HaykH Poccuiickoit ®enepanuu 660021,r.Kpacnospck ya.Pobecnsepa.4

660049, r.KpacHospcK,
yi1.K.Mapkca, 93
[Ipeacenarens-
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