IIpo¢coro3 pabOTHUKOB HAPOJAHOT0 O0OPA30BAHUS U HAYKH
Poccuiickoit ®eaepauun

Cepusi:

((yqe6HO'M€TO,Z[quCKHe IIOCOOHS»

OCHOBBI
JTEJOIPON3BOJICTBA
B TMPO®COIO3E

MockBa

2014




ITon pemakumei 3amecturens Ilpencenarens
O6mepoccuiickoro I[Ipodcoroza oOpazoBanus M.B.ABneeHko

FOJIUH B.I1., COJIOJIUJIOBA JI.A., KOBAJIEHKO B.JL.
OcHoBbl AenonpousBojacTBa B Ilpodcorose: yueOHO-MeTOAMUECKOE TOcOOueE. -
Mocksa, 2014. - 94 c.

Jlannoe mocoOue pacKpbhIBaeT OTIEIbHBIE BOIMPOCH TEOPUU M TMPAKTUKU
JIeIONpOou3BOACTBA B opranuzanusx [Ipodcoroza, posb JOKyMEeHTa B JIEATEILHOCTH
MEPBUYHBIX U TEPPUTOPUATBHBIX MPOGCOI03HBIX opranu3anuii. [Ipemmaratorcs
OCHOBHBIE TpeOOBaHUs, MPEABABIISIEMbIE K MTPO(COIO3HOMY JOKYMEHTY B MPOIECCE €T0
COCTaBJICHUSI, CUCTEMATU3AllUUA U XPAHEHUSI.

Psim  TeM TOCBAIIEHO OpraHU3alMOHHO-PACTIOPSAUTEIIBHBIM —JOKYMEHTAaM,
CITy>K€OHBIM TIHChbMaM, OJlaHKaM MPOGCOIO3HBIX JTOKYMEHTOB, MOPSIKY OpraHU3alluu
KOHTPOJIs, BOITPOCaM apXUBHOTO XpaHEHUSI.

B rnaBe «lIpodcoro3Hblii MpakTUKym» TPUBEICHBI 00paslbl U OTACIbHBIC
(hopMbI HanboJIEe YaCTO COCTABIISIEMBIX OPraHU3AIMOHHO-PACTIOPSIUTEIIBHBIX U UHBIX
JTOKYMEHTOB MPO(COIO3HBIX OPraHU3aIIUN.

Ha nam B3misia, mocobue COAep>KUT OTBETHI HA MHOTOYHUCIICHHBIE BOMPOCHI
Mpo(COIO3HOTO aKTHBa OOpa30BaTEIbHBIX OpPTaHU3AIMM, KOTOPHIE BCTPEYAIOTCS B
MpaKkTUKe MpodhCOr03HOM PaObOTHI.

Jlnst mpencenareneit M mpod)COIO3HOTO aAKTUBA TEPBUYHBIX, MECTHBIX
(pallOHHBIX, TOPOJCKHX), PETUOHAIBHBIX (MEXPETHOHAIBHBIX)  OpraHU3alUil
[Tpodcoroza.
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BBEJAEHUE

Opranuzanusi JeJIONPOU3BOJACTBA, TMPABUIBHOE COCTABICHHE CIY>KEOHBIX
JIOKYMEHTOB, TOJATOTOBKAa MAaTEpUAJIOB K IUIEHYMaMm (3acelaHusM KOMMTETOB,
COBETOB), 3acelaHUsIM MPE3UTUYMOB TNPOPCOIO3HBIX OpTraHu3aluid, odopmieHHe
MPOTOKOJIOB, ITOCTAHOBJIEHUM SBIISIIOTCSI HE TOJBKO HEOOXOOUMOM, HO u
HEOTHEMJIEMOM 4YacThlO TMOBBIIEHUS A(PPeKTUBHOCTH pabOThl  MPOGCOIO3HON
OpraHH3alHH.

OcHOBHBIM HOcHTeseM HHoOpMaluu, ucnojibdyemon B pabdore IIpodcorosa,
SABJISIFOTCS. TOKYMEHTHI. JlIokyMeHTOM Npo(dCOI03HOM OpraHu3ali MOXKET ObITh Jt00as
uHdopmalus, Kacarouasici YCTaBHOW JI€ITEIbHOCTH, 3auKCUpOBaHHAs Ha
MaTepUaJIbHOM HOCUTEIIE.

[Ipodcoro3Hbie opraHuzali B CBOEH JEATEIBHOCTH PETYJSPHO CO3/AI0T,
MOJAy4YaloT MW MUCHOJB3YIOT  pa3IMYHbIE BHUABI  JOKYMEHTOB:  PYKOIHCHBIE,
MAIlIMHOMKUCHBIE, JIEKTPOHHbIE, KUHO-, (DOTO-, U UHBIC BUbI JIOKYMEHTOB.

[lockonbKy ympaBi€HUECKas JI€ATEIbHOCTh BCErAa OCYIIECTBIAECTCS C
MIPUMEHEHUEM Pa3JIMYHOTO Poja JOKYMEHTAIlMW, TO MPUHSATO HapsAy C TEPMHUHOM
«JICIONPOU3BOJICTBO»  MCMOJB30BaTh  TAKXKE  MOHATHE  «JOKYMEHTAI[MOHHOE
oOecrieyeHune 1eATeIbHOCTH MPOQPCOIO3HON OpraHU3aIim.

Jlenonpou3BOICTBO BKJIIOYAeT B Cce0S HECKOJIbKO CaMOCTOSATEIbHBIX H
OJIHOBPEMEHHO TECHO CBSI3aHHBIX APYT C APYTOM BUIOB AEATEIbHOCTH.

JlesiTenbHOCT, IO  pa3paboTke U O0GOpMIICHHIO O(UIHUATBHBIX JOKYMEHTOB
po(COIO3HBIX OPTaHOB, OPTaHHU3AIMU UX JBIKCHHUS, YYeTa U XpaHEHUsS Ha3bIBAeTCs
JEJIOITPOU3BOACTBOM.

YacTp AeNONpoOU3BOACTBA, CBA3aHHAS C CO3JAaHUEM JOKYMEHTA, Ha3bIBACTCA
JOKYMEHTHPOBAHUEM.

Bompocel nBMKeHMST M ydeTa JOKYMEHTOB OXBaThIBAIOTCS IOHSTHEM
JOKYMEHTO000pOTA.

JlesATenbHOCTh MO OpraHU3allui XpaHEHUs JOKYMEHTOB HA3bIBACTCS apXUBHBIM
JETIOM.

HestensHOCTh Opranuzaiuu [Ipodcoro3a obecrieunBaeTcss CUCTEMOM B3auMO-
CBSI3aHHOM YIIPABJICHYECKOW JOKYMEHTAalUuW. Buj 3TOM AJOKyMEHTaluy OnpeAesieTcs
MOJIHOMOYHSIMU, TIOPAJIKOM PACCMOTPEHHUS BOMPOCOB, OOBEMOM U XapaKTepOM
B3aUMOJICHCTBUSL TIPO(COIO3HON OpTraHW3aIlMi C BBIMIECTOSIIAMU MTPO(COIO3HBIMU
OpraHaMu, ¢ OpraHaMy 3aKOHOJIaT€JIbHOM M MCIIOJIHUTEIBHOM BJIACTH, C COLIMAIIBHBIMU
MapTHEPaMHU.

OOmme TpeOboBaHUS K JOKYMEHTHPOBAHHMIO JCATEIILHOCTA PYKOBOJAIIUMX |
WCTIOJIHUTEIIBHBIX TPO(COIO3HBIX OpraHoB ycTaHaBnuBatoTcs lleHTpansueiM CoBeTom
[Tpodcoroza, BHIOOPHBIMU OpraHaMyd TEPPUTOPUATBHBIX W TEPBUYHBIX MPOGCOIO3HBIX
OpraHu3alvu.

KonkperHpiii nepedenb odopmisieMoil nokymentaimu B [Ipodcoroze ompe-
JeJISIeTCSl CAMOCTOSITEIbHO BHIOOPHBIMU MPOQPCOIO3HBIMU OpPTraHAMHU.



JIoKkyMeHTBhI MPO(COIO3HON OpraHu3allMi HECYT HE TOJIBKO pa3HOOOpa3HbIe
OpraHU3aIMOHHO-PACTIOPSAUTEIbHbIE (QYHKIUU U SBISIIOTCS HH(POPMAIMOHHBIMU
UCTOYHHKaMU, HO ¥  (Ipu HEOOXOJMMOCTH) CTAHOBSITCS BaXKHBIM CPEICTBOM
IOpUMYECKOTO  JO0Ka3aTeabCcTBa. BO MHOrMX ciy4yasx JOKYMEHTBhI —CITy’Kat
€MHCTBEHHBIM JJOKA3aTeJIbCTBOM MPHU BO3HUKHOBEHUH MMYLIECTBEHHBIX, TPYIOBBIX U
UHBIX CIIOPOB, PACCMAaTPUBAEMbIX CyJaMH, IMOATBEPXKAas TEM CaMbIM IEPBUYHOE
OIIpe/ieNIEHUE TEPMUHA «IOKYMEHT» KaK «CIIOCO0 10Ka3aTeIbCTBaY.

Hecmotps Ha TO, 4TO mNpOdCOIO3HBIE OpraHU3alUu JAEMOKpaTHYHO, O€3
U3JIMIIHEH 3a0praHM30BaHHOCTH MOAXOAAT B IIpolLiecce€ IOATOTOBKM COOpaHMH,
KOH(pEpEeHLUH, 3aceJaHuil KOJUIETHAJIbHBIX MPOQCOIO3HBIX OPraHOB K O(OPMIICHUIO
Opo()COO3HBIX  JOKYMEHTOB, OTBETCTBEHHOCTh 3@ KAauyeCTBO IMPUHUMAEMBIX
MIOCTAHOBJICHUH, COCTAaBJIEHUE U XpPaHEHUE MPOTOKOJIOB U UHBIX JTOKYMEHTOB JIC)KUT Ha
npeaceaaresnsax NpoQCcoro3HbIX OpraHu3aui.

Kak mnoka3blBaeT IpakTUKa, OT TI'PAMOTHO COCTaBJIEHHOIO IIPO(COI3HOTO
JOKYMEHTAa, MPaBWIbHOW OpPraHU3aluu JOKYMEHTOOOOpOTa B 3HAUMTEILHOM CTENEHU
3aBUCUT ONEPATHUBHOCTL W 3(PPEKTUBHOCTh BCEW OPraHU3aLMOHHON pPaOOTHI
PO COIO3HBIX OPTraHOB.

Heo0xoauMoO NOMHHUTB, YTO HENPaBUIBLHO O(OPMIICHHBIA JTOKYMEHT TepseT
BaXKHEillllee U HEOOXOAMMOE KadeCTBO — HOPUIUYECKYIO CHIY. A 3TO UpeBaTO He
TOJIBKO OTKa30M KOMIIETEHTHOTO OpraHa MPHU3HATh 3TOT JOKYMEHT, HO U OOJIbIIUMU
U3JIEp)KKaMU B paboTe MPOQPCOIO3HBIX OPraHU3aLHMN.



I'JIABA |.
OCHOBHBIE HOJOXEHUA AEJOIMPOU3BOACTBA B
OPTAHU3AIIUAX TPOPCOIO3A

Kak u3BecTHO, B 1I€7IOM BHYTPHCOIO3HAs paboTa CYIIECTBYET U pa3BUBACTCS HE
TOJBKO B  OOmenpuHATod (yHusepcanvhoit) ¢dopme, B BHjae 00O0OMIEHHBIX
HOPMATHBHBIX aKTOB (VCMAB08, NONONCEHUl, pDeclamMeHmos, UHCMPYKYuli), HO 1 B
BUJC, HamNpuUMep, KOHKPETHOTO  IOCTAHOBJICHHS NPO(COIO3HOTO OpraHa WU
poTokoJia Mpodcoro3Horo codbpanus (KoH(epeHIMu), Yepe3 KOTOphIe OTpakaeTcs
COCTOSIHHE U YPOBEHBb OPTaHU3AIIMOHHON PaOOTHI.

Oco0eHHOCTBIO TPO(COI03HOM padOTHI ABJISAETCS U TO, YTO 3HAYUTENbHAS YaCTh
BPEMECHH  CICIHAIUCTOB M MPO(COIO3HOTO  aKTHBa 3aTpadyMBacTCa  Ha
HEMOCPEACTBEHHYIO TOJTOTOBKY Pa3IMYHOrO poja JTOKYMEHTOB. DTO MOATOTOBKA
MIPOEKTOB NMOCTAaHOBJICHUN MTPO(COIO3HBIX OPTaHOB, COCTABJICHUE CIPABOK, pa3padoTKa
MIPOCKTOB KOJUICKTUBHBIX JIOTOBOPOB W COTJIANICHWH, JIOKATBHBIX HOPMATHBHBIX
JOKyMEHTOB, aHaJIu3 MAaTepUajoB M MOATOTOBKA WH(OpMAIUA, OTBETHI HA MMUCHhMA U
#anoosl wieHoB [Ipodcoro3a, 0000IIEHNE CTATUCTUYECKUX JAHHBIX U T. [I.

Jlenonpon3BoAcTBO B MPO(COI03HON OPraHn3aliy BKJIIOUAET B ceO4:

1) coznanue foKyMeHTa (MMCbMO, TTOCTAaHOBJIEHUE, POTOKOJI, CIIpaBKa U T.1.);

2) opraHuzanuio paboThl C JIOKYMEHTOM (perucrpanus, THPaXupOBaHHE,
OTIpPaBKa, UCTIOJHEHUE, YUET U XpaHEHUE).

1.1. OCHOBHBIE NIOHATHUA

AKT — JOKYMEHT, COCTaBJICHHBbI HECKOJIbKHUMHU JHUIAMU (KOMHCCHUEN),
MOJITBEPIKIAIONTNN YCTAHOBIICHHBIE (DAaKThI, COOBITHS.

Bnaank gokymeHnTta - HaObOp PEKBU3UTOB, UACHTUPUIUPYIOMUX (U3UYECKOE
WJTU FOPUIMYECKOE JIUIIO0, CO3/IaBIlIee MUCbMEHHBIN TOKYMEHT.

baank npo¢coro3Horo okymMeHTa - GopMa yTBEP>KICHHOTO B YCTAHOBJIEHHOM
nopsijike Oy1aHKa ¢ oTpaxeHueMm opuHaIbHON cuMBOMKU [Ipodcoro3a u pekBU3UTOB
po¢COr03HON OpraHu3aluH.

BuzupoBanue J0KyMeHTa — DJIEMEHT PEKBHU3UTA JOKYMEHTA, BBIPAXKAIOIIUI
COTJIaCHE WJIM HECOTJacue JIMIa WK OpraHa, He SIBIISIFOLIEroCsl aBTOPOM JIOKYMEHTA, C
COJIep’)KaHUEM JOKYMEHTA.

Jejionpou3BOACTBO -  JIEATEIHLHOCTh,  OOECIEUMBAIONIASl  CO3JaHHE
opUIMATBHBIX JTIOKYMEHTOB M OpraHu3alui0 paboThl C HUMH B OpraHU3AIMSIX
ITpodcoro3a.

JenonpousBoacTBo B mNpo(hcOO3HON OPraHU3alMHU - JICATCIHHOCTh armnapara
Mpo(COIO3HON OpraHu3auu Wik MPOodCOIO3HOTO AaKTHWBA, OXBATHIBAIOMIAS BCIO
cucteMy palbOoThl € JIOKYMEHTaMU. OTO HW3TOTOBJIEHHE OJIAHKOB, MOJrOTOBKA
JIOKYMEHTA, JIOKYMEHTHPOBaHHUE, dbopmupoBaHue nen, OopraHu3aIus
JIOKYMEHTO00O0pOTa, KOMILJIEKTOBAaHUE, YYET, OpraHu3alus TEKYIIEero U apXHWBHOTO
XpaHeHuss W WHasg paboTa C JIOKYMEHTaMHu, OOpa3OBaBIIMMHCS B pe3yJbTaTe
NEeSATEIbHOCTH MPOPCOIO3HON OpraHU3aAlMKU U BBIOOPHBIX MPOQPCOIO3HBIX OPIaHOB.
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JleJ10 - COBOKYITHOCTh JOKYMEHTOB HMJIM OTAENbHBIA JOKYMEHT, OTHOCAIIUECS K
OJTHOMY BOTIPOCY WJIM YYaCTKy JAedaTeabHocTH opranu3amuu [Ipodcorosa.

Bux npodgcoro3Horo AOKyMeHTa - TPUHALICKHOCTH JOKYMEHTa K
ONpENENIEHHOW TIpylIe JAOKYMEHTOB II0 MpPHU3HAKAM COJEpKAHHMS M  LIEJIEBOIO
Ha3Ha4YEHUS MPOQPCOIO3HOM e TEIBHOCTH.

B pabore <c JOKyMEHTaMH  HCHOJB3YIOTCS  pa3IMYHble  TEPMUHBI,
XapaKTEepU3yIIKe JOKYMEHT: O(UIMATbHBIA JOKYMEHT, MOJIMHHUK, KOIIHS,
3aBEpPEHHAs KONUS, TUYHbII JTOKYMEHT.

IHoaTMHHUK JOKYMEHTA - IEPBbIM WIIH €IMHCTBEHHBIN SK3EMILIIP TOKYMEHTA.

Konus noxkymeHnTa - 10KYMEHT, MOJHOCTHIO BOCHPOU3BOAAIINNA HH(DOpMAIUIO
NOJJINHHUKA JOKYMEHTA W €ro BHEIIHHWE IPU3HAKH, HE WMEIOUIUMN IOPUIUYECKOU
CHJIBI.

3aBepeHHass KONHUSl - KONUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUHU C
YCTaHOBJICHHBIM MOPSAKOM MPOCTABIIAIOT HEOOXOAUMbIE PEKBU3UTHI, IPUIAIOIINE €
IOPUIUYECKYIO CUITY.

OduumnanbHblii.  NPOPCOI3HBIA JOKYMEHT — JOKYMEHT, CO3JaHHBIN
OpraHu3alMen WM JOJKHOCTHBIM JTUIOM opranu3auuu [Ipodcoroza u ohopmiieHHbIN
B YCTAHOBJICHHOM IOPSIJIKE.

JIOKyMEHT NOCTOSTHHOI'0 XPAaHEHHUsl - JOKYMEHT, KOTOPOMY B COOTBETCTBUU C
HOPMATUBHBIMM JOKYMEHTAMHM W HHBIMH TPAaBOBBIMH AaKTaMH YCTaHOBJIEHO
OeccpoyHOE XpaHECHHE.

JIOKyMEHT BPEMEHHOI'0 XPAHEHHMH - JOKYMEHT C YCTaHOBJICHHBIM CPOKOM
XPaHEHHs], 10 UCTEYEHUH KOTOPOr0 OH MOJJIEKUT YHHUTOKECHHIO.

JlokyMeHTHpOBaHMe — duKcarus nHQOpMaIlMi Ha MaTepUabHBIX HOCUTEISX
B YCTaHOBJICHHOM IOPSIJIKE.

JIOKyMeHTO0000pOT — JBWKEHUE JOKYMEHTOB C MOMEHTA MX CO3JaHUs WJIU
MOJIYYEeHUS 10 3aBEPIIEHUS UCTIOTHEHUS], IOMEILIEHUS B 1710 U (MJIH) OTHPABKHU.

JloJKHOCTHAsE MHCTPYKUMST — TIPaBOBOM  aKT, PETryJUPYIOIIMH U
perlaMeHTUPYIOIIMIA TIpaBa, OO0S3aHHOCTH, OTBETCTBEHHOCTb U O0BEM pabOThI
JOJIKHOCTHOTO JIUIA.

3aro10BoKk 0QUUMATBHOIO [JOKYMEHTA - PEKBU3UT JOKYMEHTA, KpATKO
W3JIararollni ero CoJiepKaHue.

3asiBJIeHUe — BHYTPEHHU CITy>KEOHBIN TOKYMEHT, KOTOPbIN MpeIHa3HaueH IS
JIOBEJICHUS 10 CBEACHUSI BHILIECTOSIIETO TOJKHOCTHOTO JIMa O(UIIMaIbHOTO MHEHUS
(TpOCKOBI) TTOTUMHEHHOTO JOJKHOCTHOTO JIUTIA.

HomenkiaTtypa e - CHCTEMAaTU3UPOBAHHbBIA IEPEYEHb HAUMEHOBAHUM 1€,
dbopmupyeMbIx B opranuszaiuu [Ipodcorosa, ¢ ykazaHueM CpOKOB UX XpaHEHUS.

Oo6pamenue wiena Ilpodcoro3a - HanpaBiIeHHbIE B TUCbMEHHOM BHJIE WJIH B
AIEKTPOHHO-1IU(poBOH opme B opranuzaiuio [Ipodcoro3a npeanoxxeHue, 3asBICHUE
Uy kanoba, a Takke ycTHOe oOpalieHue padOTHUKA, SBIISIONICTOCS WICHOM
[Tpodcorosa, B mpocor03HyI0 OpraHu3aIluio.

OpraHuzanuoOHHO-PACTIOPSIAUTEIbHbIE AOKYMEHTbI - JIOKYMEHTHI,
UCIOJIb3yeMbIE B cpepe PyKOBOJICTBA TPO(COIO3HOM OpraHu3alueH.
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OdopmileHue AOKYMeHTa - TMPOCTaBICHHE HEOOXOIMMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MPABUIIAMH JOKYMEHTUPOBAHUS.

IlocraHoBJIeHHMEe —  pacHOPSAUTENbHBIA  (YINPABICHUYECKUH)  JTOKYMEHT,
MpUHUMAEMbIii  TTPO(COrO3HBIM  coOpaHueM (KOH(EpEHIMe) Wi BBIOOPHBIM
KOJUIETHAJIbHBIM MPO(COI03HBIM OPTaHOM.

IHoaroroBka (co3aanue) NMpo()cor03HOTO AOKyMeHTa - cOop U oOpaboTka
HeoOXxonuMON MH(OpMAaIUK, TMOATOTOBKA MpPOEKTa MpPOodCOI03HOTO JTOKYMEHTA, €ro
oopMIIeHUE, IPEICTABIICHUE HA YTBEPKICHUE.

IIpoTokos — OpraHu3alMOHHO-PACTIOPAIUTEIbHBIA JOKYMEHT, (PUKCHUPYIOIIHIA
X0Jl 0OCYKJIeHHUS BOIIPOCOB M MPUHATUS HA COOpaHUM WM 3acelaHuH TPO(CO03HOTO
opraHa pelieHui (3aruch BCero mpolecca, IporucXoIAIero Ha 3acelanuu, COOpaHun).

IIpodcoro3ubiii  TOKYMeHT - oQuIMaIbHBIA  JOKYMEHT, CO3/IaHHBIN
ITpodcorozom, opranmuzanueit [Ipodcoroza, opugudeckum i GU3UIECKUM JIUIIOM,
O(pOpPMJIEHHBI B YCTAHOBJIEHHOM TMOPSAKE M BKJIIOYEHHBIA B JIOKYMEHTOOOOPOT
opranuzanuu [Ipodcorosza.

PacnopsiskeHue —  pacnopsIMTENbHBIM  (YIPABIEHUYECKHI)  JOKYMEHT,
u3aBaeMblii  mpexacenareneM — opranuzauuu  llpodcoroza  kKak  e€AMHOIUYHBIM
BBIOOPHBIM MPO(COIO3HBIM OPTaHOM.

Perucrpanmsi JOKyMEHTa - NPUCBOCHHE JOKYMEHTY PETHMCTPALOHHOIO
HOMEPA U 3alMCh B YCTAHOBIICHHOM IOPSIJIKE CBEJICHHUI O JOKYMEHTE,

Pe3osironmst JOKYMEHTAa - PEKBU3UT, COCTOSLIMN U3 HAJIINCH Ha JTOKYMEHTE,
C/IeTaHHOW PYKOBOAMTEIIEM MPOPCOIO3HON OpraHu3aluu U COAepKalluii IPUHITOE UM
peLIeHHE.

PeKBU3UT J0OKYMEHTA - 00s3aTeNbHBIN 2JIEMEHT OPOPMIICHHUS JOKYMEHTA.

Cucrema paldoThl ¢ [JOKYMEHTAMM - OpraHu3alus J0KyMEHTO00OpOTa,
XpaHEHHs] U UCIOJIb30BaHUSl JTOKYMEHTOB B TEKYIIEH NEATeIbHOCTH MPOPCOIO3HON
OpraHu3aLMH.

Cayxba 1eJonpou3BOACTBA — 3TO CHEUUATUCT WM TIpynmna npodcor3HOro
aKTHBA, 3aHUMAIOILIMECS BOIIPOCAMHU JIEJIONPOU3BO/ICTBA.

B chepy nesTenbHOCTH CITy>KObI AEIONPOU3BOICTBA BXOIST:

o y4YeT, perucTpanus 1 rnepeaava rno Ha3HAYeHUIO BXOMASIIEH U UCXOISAIIEH
KOPPECIIOHAEHINY;

. Oopranusaiysi paboThl IO COCTABICHUIO HOMEHKJIATYpbl U (POPMUPOBAHUIO
JIeJ1, IPOBEICHHUE SKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB;

o oopMIIeHHE TPOTOKOJIOB MPOPCOIO3HBIX COOpaHuil (KOH(PEpEeHIIH);

o BeJleHUE W O(QOopMJIEHME NPOTOKOJOB 3aceAaHuil MpodCcor3HOTO
KoMHTETA (TIpe3uInyMa);

o pacchbUIKa JOKYMEHTOB (IHCEM, TOCTAHOBJIEHUMN U JIp.);

o KOHTPOJIb 32 UCIIOJTHEHUEM IOKYMEHTOB;

o OpraHu3alys MevyaTaHus U TUPAKUPOBAHUS TOKYMEHTOB;

. IpoBEepKa  OpraHu3alud  paboTbl €  JOKyMEHTaMH,  OKa3aHHUe

METOIUYECKON MOMOIIHN B paboTe ¢ JOKYMEHTaMH BBIOOPHBIM OpTraHaM Mpo(Ccor03HbIX
OpraHu3aluid  CTPYKTYpPHBIX moapaszaeneHuid wim  npoprpynn  (mmpodOropo),
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npodrpymnopram);

o opraHuzanusi Tepefadyu JieJl, CPOK XpaHEHHS KOTOPBIX UCTEK, Ha
JajabHEWIlee XpaHEHNE B ApXUBHBIC YUPEKICHUS WU HA YHUUYTOKECHUE;
o peryisipHoe nHhopMHUpOBaHUE TipecenaTens opranusanuu [Ipodcorosza o

COCTOSIHUU JOKYMEHTO000pOTa U XO€ NCIOJHEHMSI IOKYMEHTOB.

dopMupoBaHue Jejia - TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JEJIO B
COOTBETCTBUM C HOMEHKJIATYpOH Jedl.

JKCIEePTH3a LHEHHOCTH JT0KYMEHTOB JKCIEPTH3a HEHHOCTH JAOKYMEHTOB -
M3y4YEHUE TOKYMEHTOB Ha OCHOBAaHUU KPUTEPHUEB MX LIEHHOCTH B LEJSIX ONPEIEICHUS
CPOKOB XpaHEHHUs JOKYMEHTOB U OTOOpa WX JJIsl BKIIIOUYEHHUS B COCTaB APXUBHOTO
donna Poccuiickoii @eneparuu U APYyrux apXuBOB.

DJIEKTPOHHBIN JOKYMEHT - JOKYMEHT, B KOTOPOM MH(OpMaIus NpeacTaBiicHa
B DJIEKTPOHHO-IIU(PPOBOIA Ppopme.

DJIEKTPOHHBI JOKYMEHTO000pPOT - JIOKYMEHTOOOOPOT € TNPUMEHEHHEM
MH(GOPMALIMOHHBIX CUCTEM.

1.2. HOPMATHUBHO-METOJINYECKHE OCHOBbI
HNPO®COIO3HOT'O AEJOIIPOU3BOJACTBA

OCHOBHBIMM HOPMAaTUBHO-METOJAUYECKUMH JIOKYMEHTAMHU, PETYIUPYIOIIUMU
paboty ¢ gqokymeHTamu B [Ipodcoro3e paOOTHUKOB HAPOJAHOTO 0Opa30BaHMS U HAYKU
P®, asasgrorcs:

VYcras Ilpodcoroza paboTHHKOB HapoIHOTO 00pa3oBaHus U Hayku Poccuiickoit
®enepauuu, yrBepkaEHHBIN noctaHoBiaeHueM VI Cwesna [lpodceoroza ot 31 mapra
2010 rona;

OenepanbHbii 3akoH OT 22.10.2004 1. No 125-03 «OO0 apxuBHOM Jeie B
Poccuiickoit @enepanuu» (CoOpanue 3akoHoaaTenbcTBa Poccuiickoit denepaimu,
2004 1., Ne 43, c1.4169);

3aKkoHOJaTenbHbie akThl P® B cdepe wuHpopmManuum © JOKyMEHTAIIHH,
roCyJIapCTBEHHBIE CTAaHAAPTHI HA TOKYMEHTBHI;

OOmue TOJOXKEHHsI O TEPBUYHOM U TEPPUTOPUATILHON  OpraHU3aIUsaX
ITpodcorosza (yrBepxkaeHbl noctaHoBiaeHueM LleaTpanpHoro Coseta IIpodcorosa ot 20
centsiopst 2010 roga Ne 2);

[IpaBmiia mo BEASHUIO JCIONMPOM3BOACTBA B  opraHm3anusx IIpodcorosa,
YTBEPKJI€HHbIE TOCTaHOBIIeHHEM uctonkoma [Ipodceoroza Nel0 ot 07.06.2012 ropa;

nocta”oByienus L{entpanbHoro Cosera u Mcnonkoma ITpodcoro3a, BHIOOpHBIX
OpPraHOB TEPPUTOPUAIBHBIX U MTEPBUYHBIX MPO(PCOIO3HBIX OpraHU3alINM;

periaMeHTbl, WHCTPYKIIMM W  HWHBIE HOPMATHUBHO-TIPABOBBIC aKTHhI,
METOJIMYECKHE JOKYMEHTHI, pazpabaThiBaeMble B opranuzamuu [Ipodcorosa.

OcHoBHbIe TpeboBanus k odopmiiennto OPJ] B rocyaapCTBEHHBIX YUPEXKICHUIX
usnoxensl B [OCT P 6-30 — 2003, yrBepknénnom I[loctanosnennem ['occranmgapra
Poccum ot 03.03.2003 1. Ne 65- cT.

OCHOBHBIM 3aKOHOM, PETYJHPYIOIIUM MOPSAI0K CO3JaHUSI U HMCHOJIb30BAHUS
nH()OPMAITMOHHBIX pecypcoB, siBisiercs D3 ot 20 despans 1995r. «O6 urpopManmu,
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uH(pOpMaTU3alMK U 3amuTe UHpOopMau». 3aKOH YCTaHABIMBAET MPABOBOM PEKUM
CO3/IaHHUA, XPAHEHUS U MCIIOJNb30BAHUS MH(POPMAIIMOHHBIX PECYPCOB, B TOM YHUCIE H
HETroCy/IapCTBEHHBIX.

B nensx obecrneueHusi eAMHBIX TpeOOBaHUN K O(OPMIICHUIO MPO(COIO3HBIX
JOKYMEHTOB W OpraHu3anud paboTel ¢ HUMH B opranumzauuud [Ipodcoroza
pa3pabatbiBaeTcs U yTBepxKaaeTcs MHCTpyKuus (TIOJ0KEHUE) MO JIETIOMPOU3BOJICTRY,
B KOTOPO OTPAXKArOTCSI BCE BOMPOCHI PabOTHI C TOKYMEHTaMH.

OTBETCTBEHHOCTh 3a OpPraHU3alldi0 M OOIIEe COCTOSHHUE JIEJIONMPOU3BOJICTBA B
opramm3anmsix  [Ipodcoro3za  Bosmaraercs — Ha npo(COIO3HBIE  OpTaHbl
(KOMHUTETBI(COBETHI), MPE3UANYMBI).

B cootBetctBuu ¢ YcraBom [Ipodeorosa (1m.2.14 crateu 23, 1.2.16 crateu 33)
NIEPCOHAIBHYIO OTBETCTBEHHOCTh 3a OpPTaHH3aIUIO JEIONPON3BOACTBA, COOIOICHNE
YCTaHOBJICHHBIX TPaBUI M TOpsSAKa padOThl C JOKYMEHTaMH HECET MpeaceraTelb
(pykoBOAMTENb) MPO(COIO3HON OpPTaHU3ALINH.

Bri6opHbie mpodcoro3HbIe OpraHbl B3aMMOJCHCTBYIOT C TOCYJapCTBEHHBIMU
ApPXUBHBIMH YUPEXKJICHUSMU C IIENbI0 TOJYUYCHUS OpPraHU3aI[MOHHO-METOIUIECKON
MOMOIIM B BEICHUM HOMEHKJIATYpbl U (HOPMHUPOBAHHIO JEN, a TaKKe OOecTeueHus
COXPAHHOCTH JOKYMEHTOB, MPaBMJIBHOCTHIO OTOOpa WX JUIS AANbHEHIIEr0 XpaHeHHUs
WIN YHUYTOXKEHUS.

1.3. OCHOBHBIE CBEJIEHUS O JOKYMEHTAX

[Tpodcoro3HbIl TOKYMEHT MOKET PacCMaTpUBATBCS C TOUKU 3PEHUS HOCUTENS
uHbopmalum, crnocodba Qukcanuu HHPOPMAUU U BBITOJHIEMBIX JOKYMEHTOM
byHKITUH.

1.3.1. ®ynkunu npo¢)cor03HOr0 10KyMeHTa:

> UHPOPMAIIMOHHAS — (SBJSICTCS UCTOYHUKOM M HOCHUTEJIEM MH(POPMAIIUH);

> opraHm3arionHass — (TMO3BOJISICT OpPraHU30BBIBAThH, PETYJIUPOBATH,
KOHTPOJINPOBAaTh U aHaJM3UPOBaTh YMNpPaBICHYECKUM mMpolecc B MPOodCor3HOM
OpraHu3allni);

> IOpUAMYecKas WM TpaBoBas — (CIY)KHT IOPHUAMYECKON OCHOBOM

(PMHAHCOBO-XO3SIMICTBEHHOM M yNPABIEHYECKON NEATEIbHOCTH, MOATBEPK1asd (PaKkThl U
YIOCTOBEPSIS IOKA3ATENN U CBEACHUSA);

»  KOMMYHHKaTuBHas — (IIOMOraeT OpraHu30BaTh OOMEH WH(oOpMaluend u
oOuieHue (3aKpervisieT OTHOIICHNS KaK BHYTPH OpraHMU3alllM, TaK U OTHOIICHUS C Jp.
po(COIO3HBIMU OPTaHU3ALUIMU);

>  yuértHas — (HAaKaIUIMBAeT CBEJICHUS 3a OINpPE/CIICHHbBIC MEPUOIbI BPEMEHU
M TO3BOJSIET WX aHAJIM3UPOBaTh, BBIIBISS TEHACHIMM W 3aKOHOMEPHOCTH B
NEeATEIbHOCTH OpPraHu3alim);

»  couuanbHas — (XapakTepu3yeT COLUATbHO-3KOHOMUYECKYIO | JIp. chephbl
KU3HU OPTaHU3ALINH);

> BOCIIUTATENbHAsT  —  (MO3BOJISIET  YKPEIUISATh ~ HUCHOJHUTEIbCKYIO
JTUCLUIUIMHY U COAEHCTBOBATh BOCIIUTAHUIO MPOGCOIO3HBIX KAJIPOB U aKTUBA);
> ucropudeckass — (JBISICTCS HCTOYHMKOM CBEACHUH O pa3IMyYHBIX
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COOBITUAX, TOATBEPKAACT M  JOMOJHSAET HUCTOPUYECKHE (PaKThl, TOMOTAET
BOCCTAHOBHUTbH UCTOPUYECKOE MPOILIOe NMPO(COI03HOM OpraHn3aIum).

1.3.2. Knaccudukanus 10KyMeHTOB:

Bce noxymentst B [Ipodcoroze MOXkHO KiIacCUPHUIIMPOBATH MO Py MPU3HAKOB!

% 1o crmoco0y JOKYMEHTHPOBAHHS - PYKOIMCHBIC, MAIIHHOIUCHBIC;
rpaduyeckue; KHHO-, POTOJOKYMEHTHI,

% mocdepe UCHNOIB30BaHUS -  OPTraHU3AIMOHHO-PACTIOPSIAUTEIHHBIC;
OTYETHO-CTATHCTUYECKUE; UH(GOPMaIMOHHO-CIIPABOYHBIE; ¢dbuHAHCOBO-
OyXTalaTepCKue;

% IO IOPUINYECKON 3HAYUMOCTH - MOJIMHHUKA (OPUTHHAIIBI) — TIEPBBIC WITH
CIMHUYHBIC DJK3EeMIULIPHI  OQHUIIMAIBHBIX  JIOKYMEHTOB, COOCTBEHHOPYYHO

MOJITMCaHHBIC aBTOPOM; 3aBEpPEHHBIC KOIWU - KOMHUU JIOKYMEHTOB, Ha KOTOPHIX B
COOTBETCTBHH C YCTAHOBJICHHBIM IOPSIIKOM MTPOCTABIIIOT HEOOXOIUMBIC PEKBU3UTHI,
MPUAAIONINE UM IOPUAWYECKYI0 CHIIy; AYONHKAaThl — ITOBTOPHBIC 3K3EMILIAPHI
MO/VTMHHUKA JIOKYMEHTA, UMEIOIINE IOPUIUICCKYIO CHITY;

% 10 TPOMCXOXKJICHHUIO - OQHUIMAIbHBIC (CIYKEOHBIC) — 3aTparuBaroIIHe
WHTEPEChl OPraHW3aIMH; JUYHBIE — KacalolmMecs WHTEPECOB KOHKPETHOTO JIMIA H
SIBJISTFOIITECS] MMEHHBIMU;

% 1o ¢popMe HUBIIOKEHUS — WHIAUBHIyaIbHBIC, COJEpKaHUE KOTOPBIX
u3NaraeTcsi B cBOOOJHON opme; TpadapeTHble, KOrla CTPYKTypa M 4acTh MUCHhMA
COCTOUT U3 Ha0Opa 3apaHee MOATOTOBICHHBIX (Ppa3, a aApyrast 4acTh 3aMOJHICTCS MPU
HaIMCaHUU MMCbMa; TUTIOBBIE, KOT/1a OHU MPUMEHSIOTCS B CTaHJAPTHBIX CUTYaIUSX.

% 10 CpOKaM XpaHEHHUsS - MOCTOSHHOTO XpaHEHHS, BPEMEHHOTO XPaHCHUS
(mo 10 nert), monroBpeMeHHOTO XpaHeHus (cBbiiie 10 JeT), Mo JMYHOMY COCTaBy (70
75 ner).

1.3.3. PazHoBuaHocTh 10KyMeHTOB B IIpodcorose

JIOKyMEHTBI, CO3/TaHHbBIE B PE3yJIbTaTe AEATCILHOCTH BEIOOPHBIX MPOGCOIO3HBIX
OpraHOB, HAIpaBJICHHBIC Ha pEANTHM3AIMI0 YCTaBHBIX  IOJHOMOYWM, NENATCS B
COOTBETCTBHUH C UX COACPKAHUEM HA MpU 00ujue Kame2opuu:

Opeanu3zayuonnsle Uiy HOPpMAMUEHO-yCHAGHBIE OOKYMEHMbL:

v" Vecras [Ipodcorosa;

v' OO1iee MoJ0XKEHHE O TEPPUTOPHAILHON opranuzaiuu [Ipodcorosa;

v' OOliee MojoKeHHe O IepBuaHON opranusanuu [Ipodceorosa;

v' IPOTOKOJIBI IPO(COIO3HBIX COOPaHUiA, KOH(pEPEHIIHIA;

v\ OpPOTOKOJIBI 3aCelaHMil  BBIOOPHBIX  KOJUIETHABHBIX  HPO(COIO3HBIX
OpTraHoOB;

V' TI0JIO)KEHHS O MOCTOSIHHBIX KOMUCCHSIX;

v\ HHCTPYKIIHH, PErJaMEHTBI, INTATHLIE PACIIMCAHUS, PEKOMEHIAIINH U JIP.

Ynpaenenueckue unu pacnopaoumenvnvie 0okymenmoi:

TIOCTAHOBJCHUS (07151 8bICULUX, PYKOBOOSUIUX U UCHOTHUMETbHBIX KOJIESUATbHBIX
nPOPCOIO3HbIX O0peanHos —  cobpanusi (Kongepenyuu), KoMumemsl, NPe3UOUYMbL),
pesomtonuu  coOpaHuii, KoH(pepeHIuH, BBIOOPHBIX MPOPCOIO3HBIX  OPraHoOB,
pacnopsbkeHus npenceaareneit oprannszanuii [Ipodceorosa, nuansl paboThHI H T.11.
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Cnpagouno — ungopmayuonnvie OOKyMeHmul:

v\ CIpaBKW, aHAJMTUYECKHUE 3aIUCKH, 0030pHI, 3aKIIOYEHHUS, METOAMYECKHE
MaTtepuaibl, OPUITHATbHBIC TNChMa, 3asBICHUS, OOpAICHUS U JIp.

B pamkax mpéx ocrhosenvlx Kamezopuil npoghcoio3HbIX OOKYMEHMO08 MOMNCHO
evl0eiums 0o0Jiee y3Kue cpynnvl OOKyMeHmoe6:

OpraHu3allMOHHO-HOPMAaTUBHAs JokyMeHTauus: [lonoxkeHne o0 opraHuzanuu
[Ipodcoroza, [Tonoxenus: 0 MOCTOSHHBIX KOMUCCUSIX, [T0o10kKeHNsT 0 KOHKYpCax U T.J.

OpraHU3allMOHHO-METOIMYECKas JOKyMEHTAIUsl: METOJMYECKHE TIOoCcoOUus u
peKoMeHJanuu BeIOOpHBIX opraHoB [Ipodcorosa;

OpraHU3alMOHHO-KAIPOBas JOKYMEHTALIUS: HITATHOE pacrucaHue,
JOJDKHOCTHBIE ~ MHCTPYKIIMM  IITAaTHBIX pPaOOTHHKOB, TPYAOBBIE JOrOBOpa C
pabOTHUKAMU anmnaparoB MPOPCOIO3HBIX OPraHU3alUN U T.1.;

¢buHaHCOBas, yuyeTHass M OTYETHasl OyXxrajaTepckas JOKYMEHTalUs: CBOJIHBIN
(PMHAHCOBBII OTUET O LIEJIEBOM HCIOIb30BaHUU MOTYyYEHHBIX cpencTB no ¢popme 1115,
CaeneHus 0 pacnpeeieHUU WICHCKUX PO COI03HBIX B3HOCOB U TIP.;

OTYETHO-CTATUCTUYECKAsl JTOKYMEHTAIlUs: CBOJHBIE CTAaTUCTUYECKUE OTYETHI
MIEPBUYHBIX U TEPPUTOpUANIbHBIX opranu3anuii [Ipodcoroza (popmer 1-5 CII), oTuérhl
10 UTOTaM OTYETOB U BBIOOPOB (popmbl OB) u T.1.;

OTYETHO-UH(POPMALIUOHHAS IOKYMEHTAIU : CIPaBKU, UHPOPMALIUU, OTYETHI U
T.1.

I'JIABA 2.

OBIIUE TPEBOBAHUSA K TIPO®COIO3HOMY JOKYMEHTY

[Ipodcoro3Hbie TOKYMEHTBI, B OCOOCHHOCTH ITOCTAHOBJICHHUS IMPO(COIO3HBIX
OpraHoOB, MUIIYTCA B O(UIIMATBLHO-IEIOBOM CTUJIE W JIOJDKHBI OTBEYATh CIEAYIOIUM
TpeOOBAHUSIM:

"  KPaTKOCTh U €MKOCTh U3JI0KCHUS;

" CMBICJIOBasl YETKOCTh TEKCTA U OTACIBHBIX (POPMYIUPOBOK (HE TOKHO
OBITH JIBOSIKOT'O TOJIKOBAHUS);

" [I0CJIEI0BATEILHOCTh U3JI0KEHUS U COOIIOICHUE JIOTUKH;

* 00OCHOBAaHHOCTH BBIBOJOB M MPEJIaraeMbIX PEIICHUI;

= eauHOOOpa3We Mo BCEMY JIOKYMEHTY HAaMMEHOBAHWN MpO(COO3HBIX
OpPTaHOB, Pa3JINYHbIX TEPMUHOB;

" HCMOJH30BAHUE CIIOB, MPU3HAHHBIX OOIIEIUTEPATYPHONH HOPMOH.

2.1. TPEBOBAHUSA K COCTABJIEHUIO MPO®COIO3HOI'O
JOKYMEHTA

CnyxxeOHble TPOQCOIO3HBIE JOKYMEHTHI COCTABJISIFOTCS, KakK MPaBWIO, Ha
omankax. [Ipodcoro3Hbie JOKYMEHTHI BU3HPYIOTCS Pa3paOOTUYUKOM (COCTaBUTEIIEM)
JOKyMEHTa W TPHU HAJUYMHM - COOTBETCTBYIOIIMMH CIEIUATNCTAMH OpraHU3aIlluu
[Tpodcoroza.

Ha nmokyMeHTax, HampaBisSeMBIX BO BHEIIHHE OpPraHU3aIMH, IPOCTABIISICTCS
ajipecaT: OpraHu3aIus UIU OTACTHHOE JIUI0, KOTOPOMY HaIpaBisieTcs PO COO3HBIHI
nokyMeHT. CTpyKTypHOE TIOpa3/ielicHe YKa3bIBaeTCs B aipecare B TOM cliydae, €Clid
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M3BECTHO, YTO JOKYMEHT OYJEeT paccCMaTpUBATbCA MMEHHO B JJAHHOM IOJApa3/IeIeHUN
(Hampumep, B OTJIEN€ BBIIIECTOSIIETO MPO(COI03HOTO OpraHa).

TexcT mokymMeHTa JOMKEH OBITh KpPAaTKUM, TOYHBIM M HE JIOMYCKAaIOIIUM
pa3IMYHBIX TOJIKOBaHMA. PEKOMEHIyeTCsl COCTAaBIIATh JOKYMEHTHI IO OJTHOMY BOIIPOCY,
YTO YCKOpSET HX pACCMOTPEHHE, HCIOIHEHHE U CIIOCOOCTBYET TMPaBHIBHOMY
(GhOopMHUPOBAHUIO JIETT.

B Tekcre mocraHOBIEHWI MPO(PCOIO3HBIX OpPraHOB HE PEKOMEHIYETCs
NPUMEHSTh COKpAIICHUS] HAMMEHOBAHUNM OpraHM3allui, CJIOB M CJIOBOCOYETAHHM, 3a
UCKJTFOUEHUEM OOILIETIPUHSATHIX.

Teker JIOKyMeHTa , KaK MPaBUJI0, COCTOUT M3 ABYX YACTEH:

® B IIECPBOM YacTH yKa3biBaeTCs (OUYEHb KOPOTKO) OOOCHOBAaHHME MM OCHOBaHUC
COCTaBIICHUS IOKyMEHTA;

® BO BTOPOH YacCTH M3JIATalOTCS BBIBOBI, IPEIOKECHHSI, PEIICHNUS, PACTIOPSKEHUS
WJIU TIPOCHOBI.

JIOKYMEHTBI MOTYT  COMNPOBOXKAATHCS ~ PA3JIUYHBIMUA  MPUIIOKECHUSIMH.
[ToanuceiBatoTCsl City)KeOHbIE OyMaru, Kak MPaBUJIO, TEMU JOKHOCTHBIMU JIMIIAMH,
ybu (amMmwiuM TOpOCTaBIEHB Ha  JOKyMeHTe. Eciam JOKyMEHT ToJIuChIBaeTCs
3aMECTUTENAMA WM JIMLAMH, HCIOJHSAIOIUMHU 00S13aHHOCTH PYKOBOJIUTENEH, TO
00s13aTeIbHO  yKa3bIBalOTCS  (paKTU4YecKas JIOJDKHOCTh  JIMLA, IOJANKCABLIETO
pOo(COIO3HBIN TOKYMEHT U €r0 (haMUIIUSL.

He nomyckaercs moAMMCHIBATH JOKYMEHTBI C TPENJIOTOM  «3a» WJIH
MPOCTABJICHUEM KOCOM YepPThI epel HANMEHOBAHUEM JOJKHOCTH.

FOpuanueckas cuiaa TOKyMEHTa yI0CTOBEPSETCS MOAIMCHIO, 4 B PAIE CIIydaeB -
neyarbio.

[Ipy monamucaHWUM JTOKYMEHTAa  HECKOJIBKUMHU JIOJDKHOCTHBIMH JIMIIAMH WX
MOJMWCH  pAclojiaraloTcs  OJHAa  HaJg  JAPYrod B MOCIEIOBATEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEeMOMN TOJKHOCTH, WIM Ha OJTHOM YPOBHE, €CIIU JTOJKHOCTH
OJIMHAKOBBI 110 3aHUMAEMOMY MOJIOKEHUIO.

Ha ucxopsmmx mokyMeHTax (MuchbMax, CpaBKax U Jp.) JOJDKHA ObITh OTMETKA
00 uX WCHOTHUTENSIX: (amMuwins, HOMEp ClyXeOHoro TenedoHa, KOTOphIC
MPOCTABJISIOTCS HA JIMIIEBOM CTOPOHE MOCIEAHETO JIUCTA JOKYMEHTA B HUKHEM JIEBOM
yriay. Ha pacnopsieHHUsIX U B IOCTaHOBJICHUAX OHA JIeJaeTcsl Ha 000pOTe MOCIEIHErO
JHCTA.

B otBerax Ha anoObl W 3asBieHus uineHoB IIpodcoroza, mokymeHTax,
HAmpaBIIIEMbIX B  OpraHbl  BIACTH, COIMANBHBIM  TapTHEpaM, pa3IndHbIC
OOIIIeCTBEHHbBIE 00BEIMHEHHUS OTMETKA 00 UCTIOJTHUTEIE HE CTAaBUTCSI.

Coneprkanne JOKyMeHTa (GOpMYJIUPYETCs B €T0 3ar0JIOBKE, TOMEIIaeMOM Tepe]]
TEKCTOM. 3arojiOBOK COCTaBIIIETCS K JIOOOMY JOKYMEHTY, HE3aBHCHMO OT €ro
HazHadeHus. OH JT0DKEH OBITh MAKCHMAIIbHO KOPOTKUM M TOYHBIM, COKpPAIICHUE CIIOB
B HEM HE JIOITyCKaeTcsl.

TexcT mpocOorO3HOTO JOKYMEHTa TOTOBHUTCSI B CTPOIOM COOTBETCTBUHU C
JACHCTBYIOIUM  3aKOHOAATEIbCTBOM, 4YTO SABJIAETCA HEOOXOJUMBIM  YCIOBHEM
coOmoenus 3akoHHOCTH. [losTomy Bce oduiuanbHble JOKYMEHTHI MPO(COI03HOM
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OpraHu3allid CBEPSIOTCS ¢ TPeOOBAHMSIMHU 3aKOHOJATEIbCTBA U JECHCTBYIOIIUMHU B
[Tpodcoroze HOpMATUBHBIMHU aKTaMHU.

2.2.  NPUMEPHBIM NEPEYEHb (HOMEHKJATYPA) JEJ
NEPBUYHON NPO®COIO3HON OPTAHM3ALIMU

B npodbkome mnepBuuHONM NpoQCOIO3HONM  OpraHu3anuu  (HOpPMHUPYIOTCS
cJeyIolue Jena:

JIOKyMEHThl HOpMAaTHUBHO-TIpaBOBOro xapakrepa (Ycrar I[Ipodcoroza, OOiiee
MOJIO)KEHUE O MEePBUYHON MPOQCOO3HON opraHuzaiuu, llonokeHne o mepBUYHON
npo(Ccor03HOI OpraHu3alvi, CBUAETENHLCTBO O TOCY/IapCTBEHHON peructpaiuu (eciu
nepBuYHas npodcoro3Has OpraHuzalusi HMEeT IMPaBO IOPUIUYECKOTO JIHIA),
[Tonoxenue 0O KOHTPOIBHO-PEBU3HMOHHBIX opraHax [Ipodcoroza pabOTHUKOB
HapoaHoro oOpazoBaHus U Hayku Poccuiickoit deneparuu u ap.);

POTOKOJIBI TPO(PCOIO3HBIX cOOpannii (KoH(pepeHuit);

IIPOTOKOJIBI 3aCE€IaHUN MPOPCOIO3HOIO0 KOMUTETA;

IPOTOKOJBI 3aCeIaHU MpPe3uANyMa MNEPBUYHOM MPOQPCOIO3HOM OpraHU3aliH
(TIpu ero HaM4un);

wiaHel  paboThl  MPO(COIO3HOTO  KOMHTETA, MOCTOSHHBIX  KOMHCCHH,
CTPYKTYPHBIX IPO()COIO3HBIX 3BEHBEB;

KOJUIEKTUBHBII JI0I0OBOp;

COpaBKM U Jpyrue paboune MaTepuaiabl IO MOATOTOBKE 3aceJaHuil
po(cor03HOTO KOMUTETA, cOOpaHuil (KOHpEepeHITHH);

JOKYMEHThl M pabouue MaTepuajbl 10 OCHOBHBIM HAampaBiICHUSM YyCTaBHOU
NEeATENBHOCTH (MaTEepHalIbl 110 BEACHUIO NEPETOBOPOB M 3AKIIFOUEHHUIO KOJIOTOBOPA,
MaTepuaibl 0 MPaBOBOM paboTe U OXpaHe TPyAd, OpraHU3alMK OTAbIXA U T.1.);

(UHaHCOBbIE JOKYMEHTHl NPO(PCOIO3HON OpraHu3aluu (CMEThl, OTYEThl U
Ipyrue (UHAHCOBBIE TOKYMEHTHI);

CTaTUCTUYECKUE OTYETHI;

XKypHal (kapTouku) yuera wieHoB [Ipodcorosa;

JKypHaJl BXOJAIIECH U UCXOJAIIECH JOKYMEHTALINH;

3asiBieHus o npueme B [Ipodcoro3 u konuu 3assnennit uneHoB [Ipodcoroza o
Oe3HaTMYHOMN yTuI1aTe MPoQCOI3HOTO B3HOCA;

aKThl YHUYTOXKEHUS MPO(COIO3HBIX TOKYMEHTOB WA PO(COIO3HBIX  OWIIETOB
WCKJTIOYEHHBIX U Bbieammx u3 [podcorosa;

MaTepualbl KOHTPOJIbHO-PEBU3MOHHON KOMUCCHUH;

MaTepuaIbl KOMUCCHM MPO(COI03HOI0 KOMUTETA,

MIOCTAHOBJICHHSI, HOPMAaTHBHBIE U1 METOANYECKUE MATEPUAIIBI BBIIIECTOSAIIUX
PO COIO3HBIX OPTaHOB;

Ipyrue JOKYMEHThl W MaTepuanbl (Ucxols U3 o0beMa MOoCTyHarolei
JOKYMEHTAIMd U HEOOXOJMMOCTH JOKYMEHTAJIbHOrO oOecreueHus AesiTeNbHOCTU
opranu3anuu [Ipodcoroza).

Jlenonpou3BOACTBO MOXKET BECTUCH KaK Ha OyMaKHBIX, TAK M HA 3JIEKTPOHHBIX
HOCHTEJISIX.
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2.3. TIPUMEPHBIA TIEPEYEHb (HOMEHKJIATYPA) JIEJ
TEPPUTOPUAJBHON OPIAHU3AIIMHA ITPOPCOIO3A

CornacHO  CHOXMBIIEHCS TPakTHKE ¢ HEOOXOJIUMOCTH  OOecreyeHus
MPAKTUUECKON JESTEIbHOCTH BRIOOPHBIX OPTraHOB B TEPPUTOPUATBHON MPOQCOI03HON
opranuzaiuu popMHUpPYIOTCS CIEAYIONUE Aema;

JIOKyMEHThl HOPMAaTHUBHO-TIpaBOBOro xapakrepa (Ycrar I[Ipodcoroza, OOiiee
MOJIOXKEHUE O TeppuTopuanbHoil opranuzanuu [lpodcoroza, Ilomoxkenune o
TeppuTtopuanbHoi  opranuzainuu [Ipodcoroza (mpu Hamu4uM), CBUIAETEIBCTBO O
roCyJlapCTBEHHOUN peructpauuu, [loyioxkeHrne 0 KOHTPOJIBHO-PEBU3MOHHBIX OpraHax
[Tpodcoro3za pabOTHUKOB HapOIHOTO 0O0pa3oBaHuUs U Hayku Poccuiickoit deaeparum,
periiaMeHT palboThl BBIOOPHBIX OPraHOB, HOMEHKJIATypa Jiell, HHCTPYKIHUSA IO
JENIONPOU3BOCTBY, WHBIC JIOKQJIbHbIE HOPMATHBHBIE AKThl OpraHU3aluu
[Tpodcoroza);

MIOCTAHOBJICHHS, HOPMATHUBHBIE W METOJWYECKHE JOKYMEHTBHl  BBIOOPHBIX
OpraHOB BBIIIECTOAIIMX TEPPUTOpUANbHBIX opranuzauui  Ilpodcoroza u IIC
[Ipodcorosa;

IPOTOKOJI (CTEHOTpaMMa) OTUYETHO-BBIOOPHOH PO COI03HOM KOHPEPEHITUH;

MPOTOKOJIBI 3acelaHuil kKoMmuTeTa (coBeTa) opranuzaiuu [Ipodcorosa;

IPOTOKOJIBI 3aceJaHuil npe3uauyma opranuzanuu [Ipogceorosa;

IUTaHbI pabOThl KOMUTETA (COBETA), TOCTOSTHHBIX KOMHUCCHIA;

CTaTUCTUYECKUE OTUYETHI;

YKYPHaJIbl BXOAAIIEH U HCXOMSIIEH JOKYMEHTALUH;

aKThl U1 MaTeprajbl KOHTPOJIBHO-PEBU3HOHHON KOMUCCHUHY;

(uHaHCOBBIE JOKYMEHTBI (CMETBHI, ILITATHOE paclHuCaHue, CTATUCTUYECKHUE
OTYETHl W Jpyrue wmarepuanbl) (OyXraaTepcKuil ydeT W JAeJIONpPOU3BOACTBO B
OyxrajnTepuu TeppUTOpHAIbHOM opraHu3anuu [Ipodcoro3a BemyTcs Mo OTAEIBHON
HOMEHKJIAType J1en);

MaTepHuabl 0 MOATOTOBKE 3acelaHuil BHIOOPHBIX OPraHOB (CIpPaBKH, TaOIUIIbI
U apyrue pabouyre mMarepuaibl [0 U3yYEHUIO TE€X WM UHBIX BOMPOCOB K 3aCEAaHMSIM,
CIpaBKH U3 NPO(COIO3HBIX OpraHU3alui U T.1.);

HAKOIUTEIbHbIE MaTepUalibl MO BCEM HANpPABICHUSM YCTAaBHOW JEATEIbHOCTH
opranuzanuu (1o BoOMpocaM Tpyda W 3apabOTHOM IJIaThl, MPABOBBIM BOIpOCaM,
OXpaHe TpyAa, COUMaIbHOMY NapTHEPCTBY U T.J.)

paboune MaTepuabl MOCTOSHHBIX KOMHUCCHIA;

JOKYMEHTBHI U MaTepHalibl KOHKYPCOB, CMOTPOB MPO(COIO3HBIX OpraHu3aluil u
JIPYTUX MEPOTIPUSTHA, TPOBOJIMMBIX B TEPPUTOpUAIBHOM opranu3aiuu [Ipodcorosa;

JOKYMEHThl W  HAKONWUTEJbHBIE JIOKYMEHTHl 1O paboTe MepBUYHBIX
PO COIO3HBIX OpraHU3aIUi;

Ipyrue JOKYMEHThl W MmaTepuaibl (UCXols U3 o0beMa MOCTyHaromei
JOKYMEHTAIlMd U HEOOXOJMMOCTH JOKYMEHTAIbHOTO OOecreueHus AesTeNbHOCTU
opranuzanuu [Ipodcoroza).
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2.4. ITPUMEPHBIN IHEPYEHb (HOMEHKIJIATYPA) AEJI
BYXTAJITEPUU OPTAHUBAIIUU TPO®COIO3A

byxrantepckue gnema, Kak TpaBWwiIo, (HOPMHUPYIOTCS 1O  OTACITHHOM
HOMEHKJIATYpE, B KOTOPYIO BXOJIST:

WHCTPYKITUH, TUPEKTUBHBIC MHChMa MO (UHAHCOBOW padoTe, OyXraaTepcKomy
YYETY U OTYETHOCTH;

CMETHI TOXOJIOB M PacXo/I0B MPO(PCOI03HOM OpraHu3aluu;

HITATHOE PACTIMCAHUE, TONOJIHEHUS U U3MEHEHHUS K HUM;

roJIOBbl€ (PMHAHCOBBIE OTYETHI, OyXrajJTepckue OaJaHChl U TOSCHUTEIbHBIC
3aMUCKA K HUM, MEpeJaTOYHbIe, pa3JeiUTeNIbHbIC, JUKBHIAIMOHHBIE OalaHChl U
PUJIOKEHHUS, TOSICHUTEIIbHBIE 3AIIUCKH K HUM,;

TEKYyIIHE IOJYyrOAOBbIE M KBapTaJbHBIE OTYETHl MO BCEM HANpPaBJICHUSAM
(HMHAHCOBO-XO3SIICTBEHHOM €SI TEILHOCTH;

KAacCOBble, OAHKOBCKHME JOKYMEHTBI CO BCEMH MPUJIOKEHUSIMU (CUeTa,
HAKJIQJHbIC, KBUTAHIIMU, AKThI, IOPYUYEHHUS, IOTOBOPHI, 3aSIBJICHUS HA MATCPUAIbHYIO
MIOMOII[b, aBAHCOBBIC OTUYETHI U T.11.);

YKypHaJI perucTpanuu 0aHKOBCKUX MOPYUYCHUH;

JKypHaJl PETUCTPALIMU TPUXOJHO-PACXOAHBIX TOKYMEHTOB;

KHHUTa MaTepUaIbHO-X035MCTBEHHOTO yU€Ta MPOCOIO3HON OpraHU3allNy;

MaTepHabl 10 MePeorieHKe OCHOBHBIX (DOHIOB;

KkHUTa «KypHan-TiiaBHas»;

JUIEBbIE CYeTa IITAaTHBIX PAOOTHUKOB (IIOKYMEHTHI TI0 HAYMCIICHUIO
3apabOTHOM TIJIaThI);

aKThl PeBU3UN (PUHAHCOBO-XO3AUCTBEHHOM JIEATEIbHOCTH, MPUEMHO—CATOYHBIE
aKThl, B TOM YHCJIE COCTaBJIIEMbIe TIPH TMepeu3OpaHuu mpeaceaaTess mpodcor3Hoin
OpraHu3aluy;

nepenucka no GMHaHCOBBIM BOIIPOCAM;

KHUTA Yy4€Ta MOJTYyUYCHHBIX U BBIJAHHBIX MPO(COIO3HBIX OUIIETOB;

JIPyTUE JOKYMEHTHI.

2.5. HEKOTOPBIE HoAXO0IbI K COCTABJIEHANIO
HOMEHKJIATYPbBI IEJI
B ocHOBe Aenonpou3BOACTBAa MEPBUYHOM, MECTHON (TOPOACKOHM, palloHHOM),

PErHOHANBLHON (MEXpEeTHnOHANBHOW) opranu3aiuu [Ipodcoro3a 1eKuT HOMEHKIIaTypa
Jen.

Komuter (coBer) opranumzamuu IIpodcoroza exerogno nmo 15 gexabps
COCTABJISICT MEPEUCHB JICJN M0 YCTAHOBJICHHOM BBIMIECTOSIIIUM MPOGCOI03HBIM OPTaHOM
dbopme U yTBEpKIaeT HOMEHKIIATYPY AeJ, KOTOpas BBOAUTCS ¢ 1 sSTHBaps CIEAYIOIIETO
rona (1.5.3 IlpaBui o BeAeHUIO 1eI0NPOU3BO/IcTBa B opranu3anusx [Ipodcorosza).

Homenknatypa nen paspalarbIiBaeTCs HWCXONS W3 TOJHOMOYUNA BBIOOPHBIX
IpoCOIO3HBIX OPraHoB, onpeaeaEHHbIX Y craBoM IIpodcoroza, OOmMUM MOI0KEHUEM
O MEPBUYHON WM TePPUTOpHATIbHOM opranu3anuu [Ipodcorosa.
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[Ipn HEOOXOMMMOCTH W3MEHEHUS W JOMOJTHEHUS B HOMEHKIATYpPY JET MOTYT
BHOCHTBHCS B JTI000€ BpeMsI IO MEpe HEOOXOTMMOCTH.

Homenkmatrypa nen paspabaThiBaeTCs HUCXOAS M3 OCHOBHBIX HAaNpaBiICHU
npo(coro3HOil PaboThl M TpEACTaBiIseT cO0OM MepedyeHb KOHKPETHBIX JIEJ, CHC-
TEMaTU3MPOBAHHBIX B OMPEEICHHON IMOCIEeI0BATENILHOCTH, C YKa3aHUEM CPOKOB HX
XpaHEHHS.

Hcuucnenne cpoka XxpaHeHHUs] JOKYMEHTOB MPOU3BOIUTCS HA KaJICHJAPHBINA IO/
C sSTHBapA.

Kaxnoe neno, BKIIOYEHHOE B HOMEHKJIATYpy, HOJKHO HMMETh CBOW HOMeEp
(mHOekc), cocrosmi U3 MUGPOBOro ob603HAYEHUs paszjeina paboOThl U MOPSIKOBOTO
Homep aena, Hanpumep, 01—02 (01 — HopMaTuBHBIE JOKYMEHTBI; 02 — IOJI0KEHNE
00 opranusanuun npodceoroza; 02—01 (02 — opramusanuonHas pabora; 01 —
MEPCIIEKTUBHBIE W TEKYyIIUE IUIaHbI paboThl mpodcorozHoro komutera); 04-01 (04-
colMalibHOE TapTHEPCTBO; 01 — KOJIEKTUBHBIN 10rOBOP) U T.A.

HazBanusimu pa3ziesoB HOMEHKIIATYPHI 1€, KaK MPaBHIIO, SIBJSIFOTCS OCHOBHEIC
HaIpaBJICHUS JEATCTLHOCTH (MOTYT SBIATBCS TakKe Ha3BaHHWS CTPYKTYPHBIX
MoJIpa3/iesIeHUu i MM TIOCTOSTHHBIX KOMUCCHH PO COIO3HBIX KOMUTETOB).

['padbl HOMEHKIATYPHI A€T 3aMOTHSIIOTCS CIETYIOINUM 00pa3oM.

B nepBoii rpade mpocraBnsieTrcss HoOMep (MHIEKC) JeNia, KOTOPbI COCTOMUT W3
udpoBoro oOo3HaueHUs paszzena (HampaBJICHHUS JEATEILHOCTH) W TOPSIKOBOIO
HOMEpaA 3aroJioBKa Jieja Mo HOMEHKIIAType B Mpejernax HampaBlIeHUs JESTEIbHOCTH.
WNunekcol nen o6o3HavaroTcsi apabckumu nudpamu. Hampumep: 04-01, roe 04 —
o0o3HaueHue  JesTeNbHOCTH  opraHm3zauuu  [Ipodcoroza mo  comumanbHOMY
napTHEpCTBY, a 01 - MOPSIIKOBBIM HOMEP 3arojoBKa Jieia M0 HOMEHKIIAType B pas3zele
«COILMATLHOE MAPTHEPCTBOY - HAITPUMEDP, KOJUIEKTUBHBIN I0TOBOP.

[Topsimox pacmoyioKeHUs] 3arojOBKOB BHYTPU pa3/ieJIOB HOMEHKIATYpPHI e
OTIPEICTSACTCS HMCXONIA W3 HEOOXOJUMOCTH OpraHu3alui paboThl WM aHaIu3a
MaTepuajoB u Jp., Hanpumep, 04-02 (04 - conumanbHOe apTHEPCTBO, 02 — MaTepHUaIbI
KOMHUCCHHM TIO TIeperoBopamM U T.[.). BHavame pacmojarairoTcs 3arojlOBKH JIel,
COJIEpKaIINX OPTraHU3aAMOHHO-PACTIOPATUTENbHYI0 JOKYMEHTAIMI0 10 JaHHOMY
HAIPABIICHUIO NIEATEIHHOCTH, a 3aTeM 3aroJIOBKH [eJ, COACpXKAIIUX IJIAaHOBHIE U
OTUYETHBIE JIOKYMEHTHI, IEPENUCKY 110 ITOMY HAIPABJICHHIO U T. 1.

EcTecTBeHHO, 3ar0JIOBKH 1€ MOTYT YTOUHSTHCS B IIporiecce 0hopMIIeHHS €.

Tpetbs Tpada 3amonHsSETCS MO OKOHYAHWW KaJleHJapHOro rojaa. B ueTBépToii
rpade yka3bIBaeTCS CPOK XPaHEHHs Jelia, COTJIACOBAHHBIN (MPU HEOOXOAMMOCTH) C
apXUBHOU CITY>KOO.

Jlenonpon3BoACTBO B MPO(PCOIO3HBIX  OpPraHM3AIUsaX  CTPYKTYPHBIX
MoIpa3/ieJICHU 00pa3oBaTENbHBIX yupexkaeHui (mpod0ropo), nmpodrpymnmax Benércs B
COOTBETCTBHUHU C TIOPSIKOM yCTaHABIMBAEMBIM MPO(COIO3HBIM KOMUTETOM TEPBUYHON
npodcoro3HON  opranuzanuu  (3¢ghgexmusHoi  opmoii  denronpou3soocmea 8
npocghepynne signsiemces [[HesHux npoghepynopea).
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2.6. POPMUPOBAHUE JIEJ

[Ipu ¢opmupoBanuu nae1 HEOOXOIUMO COOIIOAATH CIEAYIOIINE TMpaBUiIa:
MOMEIIATh B JIEJIO TOJIBKO UCTIOJHEHHBIE U OQOPMIICHHBIE IOKYMEHTHI B COOTBETCTBUU
C 3arojIOBKaMu Jel, pa3fenbHo (GOpMUPOBATH B Jiela JOKYMEHTHI MOCTOSHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHUS.

Homep nema, B KoTOpoe MJOMKEH OBITh MOAIIAT JOKYMEHT, OIpEAeIseT
UCTIOJIHUTEND (TPO(COI03HBIN paOOTHUK, aKTUBUCT) 10 HOMEHKIaType. Ha nokymente
IPOCTaBIAIOTCS: OTMETKa «B gemo», gata v MOANMCH MpelcenaTessl OpraHu3aluu
[Ipodcoroza umm pykoBoAUTENSE CTPYKTYPHOTO TMOjApasaeneHus (0Taena, MOCTOSHHON
KOMMCCHH).

B 3aBUCHUMOCTH OT CPOKOB XpaHEHHUsS MPOBOJUTCS TOJHOE WJIM YaCTHYHOE
opopmienue gen. Jlema  MOCTOSHHOTO, JOJITOBPEMEHHOTO  XpaHEHWsS U IO
JUYHOMY COCTaBY MOJIEKAT MOTHOMY O(POPMIICHHIO, KOTOPOE  MPEAYyCMaTpPUBAET:
MOJAIIMBKY WM TMEpeIuvieT Aesa; HyMEpauuio JIUCTOB B  JIeJie; COCTaBJICHHUE, B
HEOOXOAMMBIX CIy4asx, BHYTpPEHHEN OMHMCH  JIOKYMEHTOB H OQoOpMIIEHUE
PEKBU3UTOB 00JIOKKH Jiesia (IIpu cAade B TOCYJAPCTBEHHBIN apXUB).

Hena BpeMeHHOro (110 10 JeT BKJIIOUYMTENILHO)  XpaHECHHUS  HeE
MOJAIIMBAIOTCSA, JIUCTBI B HHUX HE HYMEPYIOTCS, JIOKYMEHTBI B HHX XpaHATCA B
CKOPOCILMBATEISX.

[TpoTokonbel 3acenaHuil NPOQPCOIO3HBIX OPraHoB, IO CYTH, SBIISIOIIUECS
JOKYMEHTaMH IOCTOSIHHOTO XPaHEHHMsI, B JEJI€ PaclioiararoTcs B XpOHOJOTHYECKOM
nopsiake mo HomepaM. JIOKyMEHTBI K IPOTOKOJaM (BCIOMOTaTelIbHbIE MaTepUalbl,
TaOJIUIBI, COPABKH U T.J.), CTPYIIIHPOBAHHBIE B OTAENIbHBIC JIe]a, CUCTEMaTU3UPYIOTCS
10 HOMEpaM IIPOTOKOJIOB.

PacriopsiaurenbHble  JTOKYMEHTBI  TPYHIMPYIOTCS B J€Ja IO BHUJAAM
(mocTaHOBNEHUST BBILIECTOSIIUX MPO(OPraHOB, COOCTBEHHbIE MOCTAHOBIEHUS U T.1.).
VYcraBbl,  TOJNIOKEHUS,  WHCTPYKLUHU,  YTBEPKIEHHBIE  PACHOPAIUTEIbHBIMU
JOKYMEHTaMU, SBISIOTCS NPWIOKEHUSMH K HUM U TPYNOUPYIOTCI BMECTE C
MTOCTaHOBJICHUSIMHU.

Pacnopspkenust mpeacenaTeniss ONEPAaTUBHOIO XapakTepa (0 KOMaHIUMPOBKaX,
oTnyckax) GOpMUPYIOTCS B OTIICIBHOE JET0.

Y TBepkaeHHbIE MJIaHbl PabOTHI MPO(PCOIO3HBIX KOMUTETOB (COBETOB), OTYETHI,
CMETBI, UHBIE JJOKYMEHTHI TPYNIUPYIOTCA OTAEIBHO OT POEKTOB.

[Tucema u 3asBaeHus wieHoB [Ipodcoro3a u JOKYMEHTHI 110 UX PACCMOTPEHUIO U
VICIIOJIHEHHIO TPYTIIUPYIOTCS OTAENBHO.

IIepenmucka TPYNIIUPYETCH, KakK IIPaBUJIO, B XPOHOJIOTUYECKOU
IIOCJIEIOBATEIbHOCTH, JTOKYMEHT-OTBET IMOMEIIAETCS 32 JTOKyMEHTOM-3arpocoM. [Ipu
BO300OHOBJICHUM TMEPENUCKA 10 ONPEJCICHHOMY BOIPOCY, HayaBIIEHCS B
OpeabIAyleM roay, JOKYMEHTBI BKIIIOYAIOTCS B JIEJIO0 TEKYIIEro roja ¢ yKa3aHUEM
MHJEKCa Jiesa NpeblIyIero rojaa.

B nena rpynnupyrorcst TOKyMEHTBI OJJHOTO KajieHAapHoro roja. Mckirodenue
COCTABJISIFOT MEPEXOSIIUE JeNa, B KOTOPbIE TPYNIUPYIOTCS JOKYMEHTHI 382 HECKOJIbKO
neT (HarpuMep, JTUYHbBIC J1eT1a).
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Kaxmoe neno momkHo comepxkars He 6osee 250 nuctoB (30-40 MM TONIIUHB).

2.7. PASPABOTKA JOJIZ’KHOCTHOHM UHCTPYKIIUN

JIOJKHOCTHAS! UHCTPYKIIUS ONPEEsieT OpraHru3aliOHHO-TIPAaBOBOE MOJI0KEHUE
MTaTHOTO TPO(COI03HOTO pabOTHHKA, YETKO pa3rpaHU4YWBas OOS3aHHOCTH W TIpaBa
MEXKIY COTPYIHUKAMM.

NHCTpYKIMST  CIYKUT OTHPaBHOM TOYKOM TMpPH  OLEHKE JESITEIbHOCTH
PabOTHUKOB W MPUMEHEHUIO K HUM Mep BozjaeicTBus. [Ipu pa3paboTke T0IKHOCTHBIX
MHCTPYKIMK Il paOOTHUKOB armapara Mpod)CcOor03HON OpraHu3aliu MpeJice1aTelb
po¢COI03HOM OpraHu3alui JOJKEH OCHOBBIBaThCcs Ha OOIIEeM MOJOXXEHUU 00
opranmzaruu IIpodcoro3a m Tex 3amadax, KOTOPBIE CTOAT IIepeJ]] OpraHu3aIMeH
ITpodcorosa u e€ anmapaTom.

JIOJDKHOCTHAsT MHCTPYKLMS, KaK MPABUIIO, COJCPKUT CIEAYIONINE PEKBU3UTHI:
HalMEHOBAHUE OpraHu3alluy, Ha3BaHHUE JOKYMEHTA, JaTy, Tpu( yTBEp)KIEeHUS, TEKCT,
MOJMKCh, BU3bI, OTMETKY 00 03HAKOMJICHUU C UHCTPYKITUEH.

JIOJIZKHOCTHASI MHCTPYKUMS O0BIYHO MMeeT 7 OCHOBHBIX Pa3/ieJioB:

oOuwmit; PyHKIMKU; 00S3aHHOCTH; TPaBa; OTBETCTBEHHOCTh, B3aUMOOTHOIIIEHNUS,
opraHu3aiys paboThl U OLIEHKA JESATEIbHOCTH.

B «O0mem pazjeney yKka3pIBalOTC:

CBEJICHUS O JIOJIKHOCTH;
MOPSIIOK Ha3HAYCHUS K OCBOOOXKICHHUS PaOOTHHKA OT JOJIKHOCTH;
MOPSIZIOK 3aMENIEHHUS B Cllydae OTCYyTCTBUS,
TpeOOBaHMs K KBATHU(PUKALMKA PAOOTHHKA;
® JIOKYMEHTHI, KOTOPBIMU COTPY/IHUK PYKOBOJACTBYETCS npu
OCYIIIECTBICHUH JOJDKHOCTHBIX O0SI3aHHOCTEH.

Paznen «pyHkuum» onpeaenseT HarpaBieHUs ICSITEIbHOCTH COTPYIHUKA.

B pa3zgene «JIOKHOCTHBIE OOS3aHHOCTH» TEPEUUCISIOTCS BUIBI  padoT,
KOTOpBI€ JIOJKEH BBINOJHATh MNPO(PCOIO3HBIM PpabOTHUK IS  OCYIIECTBIICHUS
BO3JIO’KEHHBIX Ha HETO (QYHKIIUIA.

Paznen «mpaBay» onpenenser mpaBa pabOTHHKA, HEOOXOIUMBIE /11 HOPMaIbHOM
paboThl. 3/1€Ch yKa3bIBaeTCs, Kakyr HHGOpPMAalUI0, HEOOXOAUMYIO sl paboThl,
CIEUAIUCT MOXKET MOJYYUTh U OT KOTO OH HMMEET MpaBoO €e TpeOOBaTh, MPUHATHE
KakKUX pENIeHUH BXOJAUT B €ro KOMIIETCHIMIO, KAaKhe€ JIOKYMEHThl OH BIIPaBe
MOJIMUCHIBATH U T.II.

B pasmene «OTBETCTBEHHOCTBHY» JIOJDKHBI OBITH  yKazaHbl (OpMBI  OT-
BETCTBEHHOCTH 3a PE3yJIbTaThl ACSITEIBHOCTH MPOCOI3HOTO paboTHHKA. Uem TouHee
OynyT OmNUCaHbl CUTyallud, BO3HUKHOBEHHE KOTOPBIX BO3MOXHO BCIIEJCTBUE
HEOPEKHOTO OTHOIICHMS CIEIUaaucTa MPOQCOIO3HON OpraHu3alid K CBOUM
00sI3aHHOCTSIM, TeM Jierde OyAeT KOHTPOJIUPOBATH PadOTYy.

Pa3nen «B3aMMOOTHOIIEHUS» OMNPENETIeT B3aUMOCBSI3M PAOOTHUKOB BHYTPH
amnrapara npog)cor03HON OpraHu3alni.

Paznen «opranuzaiusi paboThl M OIIEHKA ACATEIBHOCTHY OIpEIeseT PeKUM U
rpaduk paboThl, BO3MOKHOCTh U MOPSIOK COBMEIICHUS APYTUX BUJIOB pabOT, a TaKKe
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COJICPKUT  CBEICHUS O MOPSAKE OLUEHKU 3P(HEKTUBHOCTH pabOThI U KPUTEPHUH, IO
KOTOpPBIM OyJIeT OILICHHWBATHCA JESATENBHOCTh PAa0OTHUKA U €ro mpodeccuoHaIbHas
NpUTrOgHOCTh. VIMEHHO 37eCh HEO0OXOAMMO MpPEAyCMOTPETh MEphI, JarolIne
BO3MOXXHOCTh TMPUMEHHTh K pab0OTHUKY, HE CIPABJSIOMIEMYCS CO CBOMMH
00s3aHHOCTSIMU, cOOTBeTcTBYIOIME cTaThu TK PO.

[locne yTBepkaeHUs AOKHOCTHOW MHCTPYKIIMM OHA TOBOAMTCS 10 CBEICHHUS
pabOTHUKA, 3aHUMAIOUIETO 3Ty JOJDKHOCTb, O YEM JEJIaeTCsi COOTBETCTBYIOIIAS
oTMeTKa «C MHCTpyKUKEH 03HAKOMIIEH» C JIMYHOM MOANKMCHIO paOOTHUKA U yKa3aHUEM
JaThl 03HAKOMJICHHS.

[Ipy BHeceHMHM U3MEHEHMM B MHCTPYKLHIO M3JA€TCA COOTBETCTBYIOLIEE
pacnopspkeHue npeaceaaresns IpoCcor3HOM opraHu3aluy.

B  HeOompmmx mOpoQ)COO3HBIX  OpPraHM3alUsAX BMECTO  JOJDKHOCTHBIX
MHCTpYKIMH  ocymectBisiercs «Pacnpenenenue (QyHKIMOHAIBHBIX OO0S3aHHOCTEN
MEXIy U30upaeMbIMH IPO(COO3HBIMU PAOOTHUKAMIY, KOTOPOE TAKKE YTBEPIKIAETCS
npenceaarenem oprannszannu IIpogeoroza.

I'JIABA 3.
OPOPMJIEHHUE ITPOTOKOJIOB U CJAYXEBHbLIX IIMCEM

3.1. OBIIUE TPEBOBAHUA K TPOTOKOJY

[Ipodcoroznoe cobOpanue (KoH(DepeHIus), 3aceqaHue IPOoQCO3HOTO OpraHa
npoToKoHMpyeTcsi. B mpoTokose ykasbiBaeTcs jaara, MOPSIKOBBI HOMEp, MOBECTKA
nHS  coOpanusa (KoH(epeHIMH), 3acelaHus KOMHUTETa (COBeTa), Mpe3uauyMa.
[IpoTOKOIy OTYETHO-BHIOOPHOTO COOpaHMsI TPUCBAUBACTCS TOCIETHUMN MOPSAKOBBIMA
HOMEp MPOTOKOJIa OTYETHOTO NIEPUOA.

[IpoTOKON SBISETCSI OCHOBHBIM JOKYMEHTOM MNpO(COIO3HOW OpraHu3aluu, B
KOTOPOM TIOCJIE/IOBATEIbHO U B TMOJHOM 00BbeMe 3a(UKCUPOBaH BeCh XOJ PaOOThI
BBICIIIETO OpraHa MNpo(COO3HOW OpraHu3alui WM 3acelaHusl KOJUIETUAIbHOTO
BBIOOPHOTO MPO(COIO3HOTO OpraHa.

[IpoToKOoN JOKEH MAaKCUMalbHO OTBEYaTh TPEOOBAHUSM TIOJHOTHI U
JIOCTOBEPHOCTH MH(OpMaIMK, OTpakaTh X0 OOCYXIEHHUS BOMPOCOB, 0OECIEUUBATH
IOPUJINYECKYIO TTOTHOLIEHHOCTbh, KOTOpasi OMPEAENSIETCS HAIUYMEM B MIPOTOKOJIE BCEX
HEOOXOMMBIX PEKBU3HUTOB.

B mportokone coOpanusi (kKoH(MEpPEHIMN) YKa3bIBAIOTCA: KOJUYECTBO WICHOB
[Ipodcoroza, cocrtosamux Ha ydeTe (WM30paHHBIX JIETIEraToB), KOJUYECTBO
MPUCYTCTBYIOIINX YJIEHOB [Tpodcoroza (memeraToB KOH(epeHIIun),
MpeIceNaTeILCTBYIONNN, CeKpeTapuar coOpaHus (koHdpepennuu), K mnporokory
cobpanns (KoH(epeHIMr) mpuiIaraeTcs Ccnucok wieHoB Ilpodcoro3a (aeneraros
KOH(epeHnn).

B nportokone 3aceqanust npocor03HOT0 KOMUTETAa YKa3bIBAOTCS: KOJIMYECTBO
U30paHHBIX YJICHOB, CIUCKH MPUCYTCTBYIOIIMX YJIEHOB KOMHUTeTa (mpe3uauyma) (B
arihaBUTHOM TIOPSIIKE), IPUTJIAIICHHBIX (€CIu mpuriiameHo 6osee 10 yenoBek, CIUCOK
OpUTJalleHHbIX  Mpuiaraercs K  MOpPOTOKONy),  (paMuiaus, HUMs, OTYECTBO

21



MpeICce1aTeabCTBYOLIETO.

B mpoTokoa mo kaxxaomy BONPOCY B IMOCJEA0BATEIBHOCTH, YCTAHOBJIEHHOUN B
MOBECTKE MHs, BKIIOYAIOTCS: TEKCTHI JOKJIaaa (MH(OpMAalWu), COMOKIAna, 3aluch
BBICTYIUICHUN C YyKa3aHWeM (pamMuwiny, WHHUIMAJIOB, IOJKHOCTH BBICTYHAIOIIETO,
BOIIPOCHI M OTBETHl Ha HUX, 3aKJIIOYUTEIHLHOE CJIOBO JIOKJIAJUMKa, IPUHSATOE MOCTa-
HOBJICHHE C YKa3aHUEM PE3yJIbTaTOB FOJIOCOBAHUS («3a», «IIPOTUBY», «BO3IECPKAIICS).

B menoM TEKCT MO KaXaoMy Bompocy crpoutcs no cxeme: CHVIIAJIA —
BBICTVIIHIIN — IIOCTAHOBUJIN - 'OJIOCOBAJIN.

Ecnu Bompoc He TpeOoBasl TOMOJHEHUA U Pa3bICHEHUM WM TMpUHUMACS 0e3
oOcyXIeHusl, pasie] NpoTokoa «BeicTynuin» He oopmirsieTcs.

Ecnu B mocTaHOBIIEHWH MMEIOTCSI CCHUIKM Ha MPHUIIOKEHUS, OHU JIOJKHBI OBITh
IPOHYMEPOBAHBI U MPUIIOKEHBI K TPOTOKOITY.

IIpu opopmileHNH MPOTOKOJIA BAKHO YYUTHIBATh, YTO:

» KaXJIbIid BOIIPOC TIOBECTKH JTHS HaunHaeTcs ¢ rpemiora «Oy, «Oo».

» coJllep)KaHKe JOKJIAIOB U BBICTYIUICHUN HM3JIaraeTcsi HEMOCPEICTBEHHO B
TEKCT€ MPOTOKOJIA WM MpWIAraerci K Hemy (B IOCIEIHEM CIy4ae
JeJIaeTCd B TEKCT€ CHOCKAa «TEKCT JIOKJIaJla WM BBICTYIUJICHUS
MPUIIAraeTcsa»);

» cojiepKaHMe BBICKA3aHHBIX MO XOJY 3aCeIaHHs MPEII0KESHUH, BOITPOCOB
U T.II. U3JIaraeTcsl B MPOTOKOJIE B MPE/ESIaX COOTBETCTBYIOIIUX MYHKTOB
MOBECTKU JHS, BO B3aUMOYBS3KE C BBICTYIUICHUSIMU,

» KKIbIA MTyHKT ITOBECTKH JHS 3aBEPIIASTCS TOJIOCOBAHUEM W TPUHATHEM
MOCTAaHOBJICHHS;

» TEKCT MTOCTAHOBJICHHS 10 KXKIOMY BOIIPOCY M3JIaraeTcs MOJHOCTHIO.

OCc0OEHHOCTHIO CTUJIMCTUKH MPOTOKOJIA SBIISETCS HM3JI0KEHUE COJEpPNKAHUS OT
TPETHETO JIMIA MHOKECTBEHHOTO YUCia («CIyIIAIny, «BBICTYIIHIINY», «IIOCTAHOBUII
U T.J1.), a COJAEpKaHUsl BBICTYIUICHUH — OT TPEThEro JMlla €AMHCTBEHHOTO 4YHCla
(«mpemIoKIIDY, KIMOTYEPKHYID, «OTBETHID»).

[IpoToko:, kak npaBuiio, 0POPMIISIETCS B CPOKH, YCTAHOBJICHHBIE B pETJIaMEHTE,
HO He Oosiee ueM uepe3 10-15 guelt mocne 3acenanus.

ITo Bompocam omepaTUBHOIO XapaKTepa MOTYT MPUHUMATHCS TTOCTAHOBJICHUS B
paboueM mopsiaKe. DTH TOCTAHOBICHUS BU3UPYIOTCS 3aWHTEPECOBAHHBIMH JIMIIAMH,
UM TIPUCBAMBACTCS TOPSAKOBBI HOMEp OYEpPEAHOro 3acelaHus MmpodKoMa
(mpe3uauyMa) € yKazaHuUEM JaTbl WX NpUHATHSA. [locTaHOBIIEHWS, TPUHATHIE B
paboueM mopsiake, (GOPMUPYIOTCS K OYEPETHOMY MPOTOKOIY B XPOHOJIOTHYECKOU
MOCJIEA0BATEIBbHOCTH.

[TepeyeHh OCHOBHBIX BOMPOCOB, IO KOTOPHIM MOCTAHOBJICHUSI MOTYT OBITH TIPH-
HATBI B paboyeM TOpSIKE, OMpEAeNSIeTCS COOTBETCTBYIOIIMM  BBHIOOPHBIM
KOJIJIETHATbHBIM PYKOBOASIIIUM PO COIO3HBIM OPTaHOM.

Ilpumeuanue: B coOTBETCTBUM C TOJHOMOYUSMH OTKpPBIBAET MPO(COIO3HOE
cobpanne (kKoH(DepeHIuio) mnpeacenarens opranuzanuu I[Ipodcoro3a (1Mo pemnieHuro
yieHoB IIpodcoro3a (neneratoB) ans BeneHuss coOpanHus (KoH(pepeHUUu) MOoryT
n30upatbcs paboune opranbl (IPE3UIUYM, CEKpeTapuaT u Jp.).
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HezaBucumo oT TOro, KTO y4acTBOBaj B BeAEHUH cOOpaHus (KOH(DEpEeHIHH),
UTOTOBBIE JIOKyMEHTHI (IIOCTAHOBJICHHE W MPOTOKOJ) TOAMMCHIBACT IMpeceaaTenb
npo()COr03HON OpraHM3alMU WIH €ro 3aMeCTUTeNb (He nymamov ¢ NPOMOKOIOM
coOpanusi mpyoo8o20 KONIEKMU8d, 20e NpomoKOoa HOONUCHIEAlom npeodcedameib U
cekpemapb cobpaHus, MNOCKOAbKY )y mMpy008020 KOJLIEKMUBA Hem NOCHOAHHO
0etiCmaYIoWUX 8b100PHBIX PYKOBOOSUUX OP2AHOS).

3.2. OPOPMJIEHHUE OTAEJIbHBIX HPO®COIO3HBIX
JOKYMEHTOB

Buvinucka. Bpinucka u3 npoTOKoJIa TOBTOPSET BCIO BBOJHYIO YaCTh MPOTOKOJIA
70 TIOBECTKH JHS, U3 KOTOpOMl OepeTrcss TOT BOMPOC, MO KOTOPOMY OGhOpMIIIETCS
BBITTUCKA.

Pacnopasxcenue. PacnopsokeHUE MOXET NPUHUMATHCS npeaceaaTeaeM
opranuzanuu [Ipodcoro3a nmo a000My BONPOCY, OTHECEHHOMY K €TI0 TOJHOMOYHSIM.
Hanpumep, mo kaapoBbIM BoIlpocaM, IO HA3HAYEHUIO JaThl CO3bIBA 3aceaHus
pOQCOO3HOTO OpraHa u T.1I.

Cnpaska. OdopmisieTcs B KadyeCcTBE BCIIOMOraTeIbHOrO Marepuaia IMpu
M3YYCHHM TEX WJIM HUHBIX BOIPOCOB JJIsI PACCMOTPEHMSI Ha 3aceaHUU BBLIOOPHOTO
npodcoro3znoro oprana. O0bEM CrpaBKH, KaK MPABUIIO, HE JOJKEH MPEBHINIATh 3-5
ctpanuil. [lo Haubosiee KpymHBIM BOIpPOCaM, HAMpUMEpP, NMpU OOOOIICHHH OIbITA
pabotel opranuzanuu [Ipodcoro3a cnpaBka MOKET ObITh U O0JIBIIETO OOBEMA.

Cnysxceonaa 3anucka. SIBisieTcss BHYTPEHHUM CIYXKEOHBIM JOKYMEHTOM,
aJpeCOBaHHBIM PYKOBOJUTENIO TpOo(dCor03HOM opranu3zanuu. B Hem, kak mpaBuio,
paccMaTpuBaeTcs KakoW-IHOO BOIMPOC, a B 3aKIIOYEHUU MPUBOASATCS BBIBOABI U
npennoxkenus. I[lo coxepkaHuio  CiIy)KeOHBbIE 3aMKMCKXA OBIBAIOT: JIOKJIAIHbBIC,
aHAJIMTUYECKHUE, CTATUCTUYECKUE, OOBSICHUTEIbHBIE U T.J.

3anenenue. BHYTpeHHUMIl CIy>)KE€OHbI JOKYMEHT, OQOpPMIISIEMbIA Ha HMS
pyKOBOJUTENSE TPOQCOIO3HON OpraHu3aluy. bbIBalOT pa3Hble THUIBI 3asBJICHUI:
3asBJiCHHE O mNpuémMe Ha padoTy WIM  YBOJBHEHHUM, 3asBICHHUE-XOJAaTalCTBO,
3asiBJI€HUE-KaN100a, 3asiBJICHUEe-KOHCTATaIUS U T.I1.

Axm. TexkcT akTa COCTOMT M3 JBYX 4acTE€d — BBOJAHOW M KOHCTATHPYIOLIEH.
BBogHass yacTh akTa BKJIIOYAET HW3JIOKEHHE OCHOBAHMS MJI1 COCTABIICHHS aKTa M
MepeyeHb JUL, TPUCYTCTBYIOIINUX MTPU AKTUPOBAHUMU.

AKTOM (PUKCHUPYIOTCSI Pe3yJIbTAThl, HAIIPUMEP, TpHeMa-Claud JOKyMEHTOB MpHU
n30paHuu HOBOTO TIpejcenaresnss MpodCor3HON OpraHu3aIii, pe3yinbTaThl PEBU3HIA,
WHBEHTapU3alliuii, CIUCAHNs MaTEPUATIbHBIX [IEHHOCTEN U T.1.

AKT odopmIsIeTCS 110 ONpPEACIEHHOM cXeMe H JaTod ero odopMIICHUs
CTAHOBUTCS JaTa aKTUPYEMOTO COOBITHSI.

/Jlosepennocmsp. B 3aBUCUMOCTH OT COJEpX aHUS MOJHOMOYMM, YKa3aHHBIX B
JOKYMEHTE, pa3inyaroT:

00wue (2enepanibHbvle) 008€PEHHOCMU — BBIJAIOTCA Uil  COBEPIICHUS
NPEACTABUTENIEM CaMbIX pPa3HOOOpa3HBIX MOPUAUYECKUX JEHCTBUH OT HWMEHHU
PEeICTaBIISIEMOTO;

23



CneyuaabHbvle 006€PEHHOCHU — BBINAIOTCS HA COBEPIIECHUE OJHOPOMHBIX
IOPUIMYECKUX JAEUCTBHAN, HAPUMED 3aKJIFOUEHUS OJHOPOIHBIX CHIEIIOK;

Ppas3oevle 006epeHHOCMU — BBIIAIOTCS I COBEPILUECHUS CTPOrO ONPEACIEHHOIO
IOPUIMYECKOTO JIEUCTBUS, HAPUMEDP I MOANKMCAHUS KOHKPETHOrO JOTOBOpPA, HPH
3TOM B JJOBEPEHHOCTH JOJKHBI ObITh YKa3aHbl HOMEP M JlaTa I0r0OBOpa, HANMEHOBAaHUE
KOHTPAareHTa, ¢ KOTOPbIM HEOOXOAMMO 3aKJIFOUUTh TaHHBIM TOTOBOP.

JloBepeHHOCTh ajpecyeTcs JullaM, Iepel KOTOPhIMU IPEeNCTaBUTENb OyneT
IOPEICTaBIATh HMHTEPEChl MPOQPCOIO3HONW OpraHu3auuu  (IOPUAMYECKOTO JIMIA).
JIOBEpEHHOCTh NPEJICTABISIET OAHOCTOPOHHIOK CHIETIKY, MOXKET OBITh BbIAAHA HA UMS
OJIHOTO WJIM HECKOJIBKUX JIULI.

3.3. OPOPMUIEHHUE CJIYXEBHbIX INCEM

CnyxebHO€ TTHChbMO — 3TO HE TOJBKO HOCUTENb OIpe/eieHHON HUHGOpMaIUH,
HO W TPaBOBOM JOKYMEHT, OT NPaBUJIBHOrO O(OPMIIEHUS KOTOPOTO 3aBHUCHUT €ro
OTIepaTUBHOE UCIIOJHEHUE U MOCIIEIYIONIEe UCTI0JIb30BaHUE.

TekcT nucbMa JOKEH ObITh KPaTKUM, TOYHBIM, HE JOMYCKAIOIINM Pa3IuYHbIX
tonkoBaHui. CiaykeOHO€ NHUCBMO MOXET OBITh aJPEeCcOBAHO OpraHU3allUU, €€
CTPYKTYPHOMY  TOJIpa3/ICJICHUIO, COOTBETCTBYIOIIUM  JOJKHOCTHBIM JULaM
po¢COr03HON OpraHU3aIluH.

CiioBO «Komusi» Tmepel] yKa3aHUEM BTOPOro, TPEThEro aJapeca HE YKa3bIBaeTCH,
KQKJIBIM 2K3eMIUIAp MOJAMUCHIBAETCA OTAENIbHO. [IuchMoO 1enecoobpa3Ho MOCBAIIATH
onHOMY Borpocy. [Ipu HeoOxoaumMocT 0OpaTUTHCA OJTHOBPEMEHHO MO HECKOJIBKUM
Pa3JIMYHBIM BOIIPOCAM PEKOMEHIYETCSI COCTABISATh HECKOIBKO MHUCEM.

HaumenoBanue aapecara ykasblBarOT B MPAaBOM BEPXHEM 4ACTU JOKyMeEHTa. B
MUChbMaX, SABJISIOMIMXCS OTBETAMU Ha 3alpoChl, YKa3bIBAIOTCS HOMEP U JaTa
JIOKYMEHTa, Ha KOTOpPBIA JaeTcs OTBET. OTH JIaHHBIE TMPOCTABISAIOTCA B
YCTAHOBJICHHOM MeECTe OJIaHKa WUJIY TIepe]] 3aroJI0BKOM TEKCTa.

CymiecTByeT MHOTO Pa3jIMUHBIX BUIOB CIIYKEOHBIX IMHUCEM, HO B MPAKTHUKE
paboThI BBIOOPHBIX OpraHoB OpraHu3alui [Tpodcorosza HauOosee
pacrpoCTpaHEHHBIMU ~ BHUAAMHU  CIY)KEOHBIX TIMCEM  SIBISIIOTCS:  LUPKYJISIPHBIC,
MH(POpPMAIIMOHHBIE, COMPOBOAUTENbHBIC, NHUCbMa-TIPOCHObI, MHUChbMa-HATIOMUHAHUS,
MACbMa-U3BEUICHNUS, MNChMa-TIPUTIIAIEHUS, TUChMa-3aPOCHI.

Hupkyasipable nucbMa. ITH TUChMa OOBIYHO BBICHUIAET BBHIOOPHBIN OpraH
BBIIIIECTOSAMICH opranu3anuu  IIpodcoro3a, KOTOPBIA COOOIIAET HMIKECTOSIIUM
OpraHU3alUsIM ONPEACIICHHBIE CBEICHUS UM YCTAHOBKHU, HOCSIIHE (YIPABICHYECKHI)
pactopsSIMTEIbHBIN XapakTep B COOTBETCTBYIOIIEH MPOGCOIO3HONW OpraHU3alliy WA
ITpodcoroze.

HNudopmanmnonubie NnucbMa — Pa3HOBUIHOCTh MMM CEM-U3BEILICHUH,
HHQOPMUPYIOMKUX TPOQPCOIO3HYIO OpraHU3aIUI0 WU TMPEICcenaTesiss OpraHu3aluu
[Ipodcoroza o ToM uau UHOM (paxTe.

ConpoBoauTe/ibHble NHUCbMA COCTABJISIOTCS TPH  OTIPaBKE KaKUX-TUOO
JOKYMEHTOB WJIM MaTepUaibHbIX LICHHOCTEN (Hanmpumep, npodcoro3nbix Harpan). OHu
MOTYT COJEPKaTh NOMOJHUTEIbHYI0 MH(POPMALMIO MO MPHJIAraeMbIM JIOKYMEHTaM.
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ConpoBOIUTENBPHOE NHUCHMO SIBISIETCS TaKXXe OJHHMM W3 CPEACTB KOHTPOJIA 3a
JBHYKEHUEM JJOKYMEHTOB M MaT€pUaIbHbIX HEHHOCTEN.

Iucsma-npocbObI U3IaraloT Kakyw-au0o nmpock0y. B HUX mpeaenbHO KpaTKo
U YB)XHUTEJIBHO NOJYEPKUBAETCS 3aMHTEPECOBAHHOCTh OpPraHU3allMd B CKOpeHIIeM
BBITIOJTHEHUH TPOCHOBI U 3apaHee BbIpakaeTcs OJIaroJJapHOCTh 3a YCHIMA 1O €€
UCIIONHEHNIO. Takue nmuchbMa, Kak MpaBWIo, HaunHAroTcs ciaoBaMu: «lIpomry Bacy,
«IIpocum Bac...».

I[ucbma-u3BeleHusi - 3TO MUCbMa, B KOTOPBIX YTO-TMOO COOOIIAETCS WM
yrBepxaaerca. OHM 00bIYHO HauuHaroTcs ciaoBamu: «Coobmaem», «JloBogum a0
cBeneHusA», «CtaBuM Bac B M3BECTHOCTB» U AP.

Iucsma-npuraamenus. OHU MOTYT ObITh aJPECOBAHbI UHAUBUAYATLHOMY WIH
KOJUIEKTUBHOMY ajpecaTy. [Ipu OoibIIOM KOJIMYECTBE aJipecaToB Iiesieco00pa3HO
M3rOTOBUTH THUIOTpacKUM crocoOoM TpadapeTsl, B KOTOPbIX OT PyKHM WM Ha
MUIIYIIEH MalIMHKE 3aloNHIITCA (GaMUusl, UMs, OTYECTBO HPUIJIAIIEHHOTO. JTU
nucbMa HauuHarotcd cinoBamu: «IIpodcoro3Hblii KOMHUTET (COBET) MPHUIIIAIIAET,
«IIpocum npunHATH yuactuey, «lIpurnamaem» u T. 1.

B coBpeMeHHOM JAEIONPOM3BOACTBE NHUCHMO BBICTYHNAET KakK JI€JIOBOM
JOKYMEHT. Bce penoeeie mnucema B IIpodcoroze MOXKHO pa3genuTb MO
(PYHKIIMOHAJIBHOMY NPU3HAKY HAa JBE TPYIIIBL:

a) mnHCcbMa, TpeOyIOIlKe MUChMa-OTBETA;

0) nucbMa, He TpeOyrolue MUChbMa-0TBETA (MUChbMAa-MIOATBEPKICHUS, TUChMa-
HAllOMUHAHUS, MUChbMa-NPEaYyNpexXIeHUs, NucbMa-u3pewieHus1). OHU He TpeOyroT
OTBETA, HO UX HAJIMYUE UMEET IOPUINYECKOE 3HAUYCHHUE.

Jis coctaBieHHs] CIyKeOHbIX NHCEM, OTBETOB Ha MHCbMa HCHOJIb3YIOTCS
6sanku podcoro3HOM opranuzaiuu popmMatoB A 4.

Ecnu mucbMo anpecoBaHO YacTHOMY JIMIY — YKa3bIBA€TCS JIOMALIHUM aJpec
MOJTyYaTes.

[TucbMO DOIKHO UMETH: ajpecara, 1aTy, HHJIEKC JOKYMEHTA, CChUIKY Ha MHJIEKC
U JaTy JTOKyMEHTa-3ampoca (€ciid MUChbMO SBIISIETCS OTBETOM), 3ar0JIOBOK K TEKCTY,
BO3MOXHA OTMETKA O HAJIMYUU MPUIIOKEHUS, a Jlajiee - MOANUCH, (haMuiiusd U TeneoH
WCTIOJTHUTEJIS.

Kak npasuno:

® 3aroJIOBOK K TEKCTy MHCbMa HauumHaeTcsi ¢ mpensoroB «O», «O0» u
BBITOJIHSETCS 0€3 KaBblYeK, TOUKA B KOHIIE 3ar0JIOBKA HE CTaBUTCS;

® B HAaNMCAHUM AAaThl IMCbMa HE CJIEAYET UCIOJIb30BATh KaBBIUKH;

e B oOOpameHUM K ajpecaTy clienyeT oOpaiiatbcsi OT JUla BO
MHOKECTBEHHOM uucie, Hanpumep «Cooburaem », «Hanomunaem ..».

Jly1s GONBIIMHCTBA JIEOBBIX MTUCEM XapaKTepHa MOBTOPSEMOCTb OJTHUX U TEX JKe
000pOTOB, OCBOMB KOTOPBIE MOKHO COCTAaBUTh TEKCTHI Pa3IMUHBIX TUCEM.

[Tpu ucnonb3oBaHuu paciupoOBKH MOAMUCH HE CIETYET CTaBUTh CKOOKH.

[logroToBka JOKYMEHTa K OTHPABKE 3aKJIIOYAETCS B IMOAINUCAHUU MU
pEruCTpaLH.

Konusi ocraercs B nene mnpodcoro3Hoi opranuzanuu. [Ipm HampaBieHUH
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IMCbMa OJIHOBPEMEHHO HECKOJIBKMM aJpecaraM CHadajla YKa3bIBaeTcs aJpec
OCHOBHOI'O TOJIy4arTelsisd, a 3aTeM, Oe3 yKa3aHus CJIOBA «KOMIHS», MEPEUHUCISIOTCS
IPYTHUE aipecaThl.

Aopecosanue 0okymenma. JIOKyMeHTHI afpecytoT B opranm3aiuu [Ipodcorosa
WIH JOJDKHOCTHOMY JHily (KaKk TpaBHIIO, TpEAcenaTento MnpodCcoro3HOU
OpraHU3alIluH).

[Ipu agpecoBanuu JOKYMEHTa B MPO(COIO3HYIO OpraHu3aluio 0e3 ykasaHus eé
PYKOBOJUTENSI HAaWUMEHOBAHUS MUIITYT B MUMEHUTEIIBHOM MAJICKE.

Hampumep, [lepmckas kpaeBas opranuzanus [Ipodcorosa.

[Tpu HanpaBieHnu TOKyMEHTa Ha UMsl mipeacenaTesns opranuzauuu [Ipodcorosza
€€ HaMMEHOBAaHHUE BXOIUT B COCTAaB JIOJXKHOCTH aJIpecara.

Hanpuwmep, Ipencenarento KpacHosipckoit kpaeBoit opranuzanuu IIpodcorosa
JI.B. KocapbIH1ieBOM.

[Ipn anpecoBaHMM JOKyMEHTa B HECKOJBKO OJHOPOJHBIX OPTraHU3aluld KX
Ha3BaHUs  cienyeT  yka3piBaTh  00oOmenHo. Hampumep:  Ilpenceparensam
TEPPUTOPHAIBHBIX (MECTHBIX) opranu3anuii IIpodcorosa.

[1omHBIN MOYTOBBIM aIpPEC YKA3bIBAECTCS MPU HAIIPABICHUH JOKYMEHTA Pa30BbIM
KOPPECIIOHJIEHTaM B COOTBETCTBUU C IOYTOBBIMH MPABUIIAMH.

Hampumep: Penakuus razerst «Moi IIpodcorosy, ya. 1905 roga, a.7, ctp.1 r.
MockBa,123995.

JIOKYMEHT HE€ JOJDKEH cojepkaThb Oojiee YeThIpeX aJapecaroB, KaxKIbli
HK3EMILISP TAKOrO JOKYMEHTA JI0JKEH OBbITh MOJIHICAH.

[Ipu HampaBieHuu AOKyMeHTa Oojiee 4eM B UeThIpe ajJpeca COCTaBISETCS
CIIMCOK Ha PACCBUIKY M Ha KaXJI0M JOKYMEHTE MPOCTABISAETCS TOJIBKO OJUH apecar.

AJnpec He MpOCTaBISAETCA HA JOKYMEHTAX, HAINPABISEMBIX B BBIIIECTOSIIUE
BBIOOpHBIE MPOJPCOIO3HBIE OPraHbl U MOCTOSTHHBIM KOPPECHOHAEHTaM (II€PBUYHBIM U
MecTHbIM opranuzaiusMm lIpodcoroza). B 3Tux ciayyasx MOryT NOpPUMEHSTHCA
KOHBEPTHI C 3apaHee HaleuyaTaHHbIMU aJpeCaMH.

Odhopmnenue cpugha ymeepicoenusn

[Ipu yTBEp>KII€HUU NOKYMEHTa IMOCTAHOBJICHUEM TpU( YTBEPKACHUS COCTOUT
u3 cnoBa YTBEPXKJ/IEH (6e3 kaBbluek), HAMUMEHOBAHUS YTBEPKIAIOIIETO TOKYMEHTa
B TBOPUTEJIBHOM IAJIEXKE, 1aThl, HOMEpa, HaIlpuMep:

YTBEPXJAIO
[Ipencenarens opranuzanuu [Ipodcorosza
(mmanas moanucs) (¢.u1.o.)
unu
YTBEPXKXJIEHO
nocra”HosieHueM Ilpesuanyma
opranmu3zanuu [Ipodcoroza
oT 20 1.Ne_
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Pe3zonrwoyusa pykosooumensa npoghcoroznoit opzanuzayuu

B pe3omtonnu narorces yka3aHus 10 UCHOJHEHUIO JOKYMEHTA.

B cocrtaB pe3ononnu JOMKHBI BXOJIUTH CIEIYIOIIME 3JIEMEHTHI: (haMuIus
VCIIOJIHUTENIS (UCIIOJHUTENEH), COEepKaHUE MTOPYUEHUS], CPOK MCIOJHEHUS, MOINUCH,
nata. llpy HanuuMu B PE3ONIOUMU  HECKOJBKHX HMCIOJHUTENEH YyKa3bIBaeTCs
OTBETCTBEHHBIN HCIOJHUTENb (KaK MPaBHIIO, 3TO JIMIIO, Ha3BAHHOE B PE30JIIOIUU
TIEPBbHIM).

Ha noxymeHnTax, He TpeOYIOIMX JTOMOJHUTEIBHBIX YKa3aHUM MO0 UCTIOJHEHUIO U
UMEIOIIUX TUIIOBBIE CPOKU MCIOJHEHHUS, B PE30JIOLUU YKA3bIBAECTCS HCIIOJIHUTEID,
MOJIMKUCHh aBTOPa PE30JIIOLINH, J1aTa.

Odghopmnenue npunosricenuil K npoghcoro3HOMy OOKYMeHmy

Ecniu ngokymeHT (IIOCTaHOBIIGHHE WJIM CIOpaBKa) MMEIOT MPUIOKEHUS,
Ha3BaHHbIE B TEKCTE, TO OTMETKAa O HUX OQOPMIIAECTCA B MHUCbME MO CIEAYIOLIEH
dbopwme:

[Ipunoxenue: Ha 10 1.

Ecnu npunoxkeHuss B TEKCTE€ HE Ha3BaHbl, TO HEOOXOJIMMO NEPEUYHUCIUTh HX
Ha3BaHUs, KOJIMYECTBO JIMCTOB M 3K3EMIUIIPOB Kaxao0ro. Ilpy Hanmuuu HECKOJIbKHUX
MIPUJIOKEHUN OHU HYMEPYIOTCHL.

Ipunoscenusn:

1. IllTaTHOE pacniucanue Ha 4 1. B 1 3K3.

2. CMmera pacxonoB Ha 2 1. B 1 3K3.

Ecnu npunosxenus cOpomropoBaHbl, KOJIUNYECTBO JUCTOB HE YKAa3bIBACTCH.

[Tpunoxenuss AOHKHBI UMETh BCE HEOOXOJIMMBIE NJIsi JOKYMEHTA PEKBU3UTHI
(HaMMeHOBaHUE, 3aroJIOBOK, MOJIUCH OTBETCTBEHHBIX 3a UX COAEpKaHHE, AaTy).

Ha npunoxeHun K nMocTaHOBJIECHUIO MPOPCOIO3HOTO OpraHa B MPaBOM BEPXHEM
yIiy clefayeT Jenarb OTMETKY C YKa3aHWeM Ha3BaHUd paclopsauTeIbHOrO
JOKYMEHTa, €r0 1aThl 1 HOMEpa.

Hampuwmep: Ilpunoxenue k mnocraHoBieHuto HWcenonkoma Ilpodcoroza ot
21.01.2011 Nes.

TI'JIABA 4.
OPTAHM3ALIUA IOKYMEHTOOBOPOTA

4.1. IPMEM NOCTYMAIOIIEN IOKYMEHTAIIUHA

O0s3aTe/ILHOI perucTpanum MnoAJiexar:

v\ 3aKOHOJATEJIbHbIE ¥ HOPMATHBHBIC aKThl, TIOCTAHOBJIEHHS, CITyXEeOHBIE
MUChMa, UHbIE IOKYMEHTBI BBIIIECTOSAIINX MPO(COIO3HBIX OPTaHOB;

v\ mpuKasel, IHCbMa, OOpaIIECHHS OPTaHOB BIACTH WM aIMHHUCTPAIAH
00pa30BaTeNbHOTO YUPEKICHHUS;

v’ OpOEKTHl JOKYMEHTOB, MPEICTaBIAEMBIX B MPOQCOI03HYIO
OpraHM3alHI0 HA PACCMOTPEHUE, COTIIACOBAHUE, 3AKIIOUYCHHC;

v’ mpemiokeHusi 00 W3MEHEHUH WM YaCTHYHOM YTOYHEHMH HOPMATHBHBIX
JNOKYMEHTOB;

v\ NHChMa, TPEJIONKEHHs, 3asABICHHA M HKaaoObl wieHOB IIpodcorosza.
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Peructparnum nojjexar u Haubosee BaxHbIe BHYTPEHHUE TOKYMEHTHI MPO(COI03HOM
opranmzanu  (cmpaBkM O paboTe 1O BBIMNOJHEHUIO pEIIEHUS  coOpaHus
(xoH(pepeHun), HHGHOPMALIMHU IO OTEIHHBIM HAMPABICHUSIM IEATEILHOCTH H T. 11.).

He nopJjieskat perucTpanmu:

® [epUOAMYECKHe U3MaHus (Ta3eTbl, >KypHaJbl), JKCIpecc-uHpopmarms,
OpOIITIOPHI;

® pEKJIaMHbIC U3BEUICHUS, IIJIAKAThI, IPOCIEKTHI, MO3/IpaBUTEIbHbIC TMChMa
U TeJIErPaMMBl;

® COOOIICHUSI O COBEUIAHUSIX, 3acelaHusAX, TOBECTKH JHS 3acelaHHid,
PUTTACUTETIbHBIC OUIIETHI;

® CBEJICHUS O BPyUYEHUU HArpajl, HOYETHBIX TPAMOT;

e (uHAHCOBBIC, CTAaTHUCTHYECKHE OTYETHl BCEX BHUJOB, CMEThl U
MOSICHUTENbHBIC 3alMUCKU K HUM, W3BEUICHUS, IJIATEKHBIE MOPYUYCHUS,
OaHKOBCKHE CueTa, HaKJIaJHbIe, IUIAHBI U IPOTPaMMBbI O0YUICHHS,;

® 3aMedYaHus Ha IPOEKTHI JOKYMEHTOB, JOMOJHUTEIBHBIE CBECHUS K paHee
NPUCITAaHHBIM U HE B3STHIM Ha KOHTPOJIb JOKYMEHTaM.

Ha kaxxmom JlokymMeHTe mpOCTaBisieTcsl JaTa MOCTYIUICHUs (B TIPaBOM HIKHEM
YTy MEePBOIO JUCTA JOKYMEHTA).

B oprammszanmsax Ilpodcoro3a  ycraHaBAMBAIOTCS — CIENYIOIIME  CPOKHU
paccMoTpenust mnoctynuBmuX JokymeHToB (rm. 2.3.10. IlpaBunm 1o BeneHuro
JEJOTPOM3BOJICTBA B opranm3anusix [Ipodcoroza):

He Oonee 10 kameHIApHBIX JTHEW — JUIsl MHCEM BBIMIECTOSANUX MPOGCOIO3HBIX
OpraHOB M WHBIX OpraHU3alMiA, €CIM HWHOW CPOK HE YCTAHOBJICH BBIMIECTOSIIIUM
MPOQCOIO3HBIM OPraHOM;

He Ooisiee 15 kaneHJapHBIX AHEW — IS MPEJIOKECHUH, 3asBICHUN M KaJloo
yyeHoB [Ipodcoroza;

He Oonee 30 KaneHIApHBIX THEW — JJI1 TOKYMEHTOB, TPEOYIOIINX H3YYECHUS U
MPOBEPKH, TMOATOTOBKH CIOPAaBOK W OOOCHOBaHHWM, a TakXKe pACCMOTPEHHS U
o0CYyXJIeHHsI MX Ha COOpaHMM WU 3acCEJaHuU COOTBETCTBYIOLIETO BBIOOPHOTO
PO COIO3HOTO OpraHa.

OdopmiieHHBIE M CHATBIE C KOHTPOJIA JOKYMEHTHI, MHUChMa (POPMUPYIOTCS B
7ieJia B COOTBETCTBUH C HOMEHKJIATYPOH e Mpo¢CO03HOM OpraHr3aluy.

B nensix oOecnieueHus HauOosiee MOJHOTO M CBOEBPEMEHHOI'O PacCMOTPEHHMS
JOKYMEHTOB HEOOXOJIHMMO €KEroJHO Ha 3acCelaHHuU KOJJIETHAJIbHOTO BBIOOPHOTO
npodoprana paccMarpuBath HHPOpManMi0 1Mo  paboTe C  JIOKYMEHTaMH,
NOCTYNUBIIMMH Ha pacCMOTpeHue B opranuzanuio [Ipodcorosa.

Perucrpanusi u paccMOTpeHue NMHCeM, JKaJ100 U 3asiBJIeHUI

JIOKYMEHTBI ¢ TPeJIOKCHUSAMH, 3asIBJICHUSAMH | Kajo0amu (MMMCbMaMH) YICHOB
[Tpodcoroza yuuTHIBAIOTCS, PETUCTPUPYIOTCS, KOHTPOJIUPYIOTCS U (OPMHUPYIOTCS B
7ieNia OTAENBHO OT APYTUX TOKYMEHTOB.

[Tpu mpuemMe muceM 10 WX PETUCTPALWH, NMPOCTABICHUS AAaThl MOCTYIUICHHUS U
PETUCTPAIIMOHHOTO HOMEPa MIPOBOAUTCS MTPOBEPKA:

NPABUJIBHOCTH aJpecoBaHus (OMIMOOYHO MOCTYNUBIIKE MHChMa BO3BPALIAIOTCS
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OTIPABUTEIIIO UJIM AJPECATy MO Ha3HAUYECHHIO);

HaJIM4us [IEPEUNCICHHBIX B ITIMCbME ITPUIIOKECHUM;

Ha ITOBTOPHOCTA.

[Tucekma, ocTaBlieHHBIE Ha JIMYHBIX MpHUEMax B MPOQPCOIO3HBIX OpraHax M
CTPYKTYPHBIX ITOAPA3ACIECHUSAX, PETUCTPUPYIOTCS C YKA3aHUEM JAThI IOJYYEHUS.

[InceMy, MOCTyNMBUIEMY IIOBTOPHO OT OJAHOTO M TOTO K€ JIMIA, IIPUCBAUBACTCS
PETMCTPAallMOHHBIM HOMEp mpeaslaymero mnucemMa. Ha HeM mpocraBisieTcss aara
NOCTYIUIEHUSI TIOBTOPHOTO IIMCbMa, B PETUCTPALMOHHOM KypHaje WIH
PETUCTPALIMOHHONW KapTOYKE JENaeTcs OTMETKa O (pakTe MOCTYIUIEHHS] MOBTOPHOIO
IIMChMaA.

42. PABOTA C 3AMABJIEHUSAMHU, OBPALIEHUSMHU U
HNPEJJIOKEHUSIMHU YJIIEHOB I[TPO®COIO3A

[Topsimox paboThl ¢ oOpamenusiMu wieHoB [Ipodcoro3a, cpoku paccMoTpeHuUs
MPEAIOKEHU, 3asBJIeHUI U kainod B opranmzanusax lIpodcoro3a ycranaBnuBaroTcs
pernaMeHTaMHu BBIOOPHBIX TPO(COIO3HBIX OPraHOB, YTBEPKIAEMBbIMU Ha TJICHAPHBIX
3aceJaHUsIX  COOTBETCTBYIOIIMX  BBIOOPHBIX  KOJUJIETHANBHBIX  PYKOBOJSIINX
PO COIO3HBIX OPTraHOB.

Br16opHbIe opraHbl MEPBUYHBIX, MECTHBIX, MEKPETHOHAIBHBIX U PETMOHABHBIX
opranmzaiuii IIpodcoroza  ocymiecTBIIOT pabdOTy C OOpallEHUSIMU YJICHOB
[Ipocoroza u mpocoro3HbIX OpraHu3zaluil B COOTBETCTBUU C VHCTPYKIMSAMH 110
JIEJIONIPOU3BOICTBY, YTBEPKIAEMbIMU UCIIOTHUTEIBHBIMU TTPO(COIO3HBIMU OpraHaMu
(mpesuanymamu) opranuzaiuii [lpodcorosa.

3asBnenus (nmucbma) wieHoB [Ipodcoro3a paccMaTpuBaroTCst B CPOK 0 OJHOTO
Mecsia, a He TpeOyrollye JOMOJHUTEIbHOIO M3YYEHHUS U MPOBEPKU — B CPOK HE
oonee 15 nHeit co aHs moctymieHus. Ilucbma (3asiBiieHHs), HE  OTHOCSIIUECS K
MOJTHOMOUYMSIM KomuTeTa (coBera) opranuzamnuu IIpodcoro3a, HampapistoTCsS IO
MIPUHA]JISKHOCTH HE TIO3/IHEE YeM B MATUTHEBHBIA CPOK.

B oTmenpHBIX ciydasx, KOTJa AJsl pa3peuieHus 3asBICHUS WIN KaIO0Obl dWieHa
[Ipodcoroza HEOOXOOUMO TPOBENECHHUE CIEHHMAIBHON MPOBEPKH, HUCTpeOOBaHUE
JIOTIOJTHUTEIBHBIX MAaTePUANIOB U MPHUHITHE IPYTUX MEp, CPOKU pa3pelieHus TaKux
&KaJi00 MOTYT OBITh B MOPSJKE UCKIIIOUEHUS MIPOJJICHBI IIpesiceaareseM mpoQcoro3Hon
opraHuzamuu, HO He Oosiee dyem Ha 30 gHe#, ¢ cooOmeHueM 00 3TOM YJIEHY
[Tpodcoroza, momaBmieMy 3asiBICHUE WK *Kajlo0y B opranuzanuto [Ipodcorosa.

[IpennioxxeHusi, 3asBICHUS] W JKaJTOObI, HA KOTOPBIE JACTCS MPOMEKYTOUYHBIM
OTBET, C KOHTPOJIS He cHUMatoTcsi. KOHTpOsb 3aBepiiaeTcsi TONBKO MOCIEe BRIHECEHUS
PENICHNS U IPUHATUS UCUYEPITBIBAIOIINX MEP 10 MX Pa3pelIeHHIO.

AHoHUMHBIC oOOpamieHusi (0e3 TOAMUCH W yKa3aHUs (QamMwiid, WMEHH U
MIOYTOBOTO ajjpeca) oOpalieHNs, He TOIAI0NIUECs TPOUYTECHHUIO, a TaKKe TyOIUKATHBIE
(BTOpO# ¥ TMOCIEAYIONIME TEKCTHI OJHOTO OOpaIleHHsI, HATPABICHHOTO B pa3jIMYHbIC
MHCTAHIINH WM TTOBTOPSIFOIINE TEKCT MPEIBIAYIIETO 00paIleHus, Ha KOTOPBIA ObLT 1aH
OTBEeT) He paccMmarpuBatorca. Ha nyOnukaTHble oOpaiieHust (3asBICHHS]) MOTYT
HANPABIIATHCS YBEIOMIICHUS O paHEee TaHHbIX OTBETAX WJIM UX KOIHUHU.

29



B cnyuae, ecnmu mocraBneHHbsle B oOpamieHun uwieHa I[Ipodcoro3a Bompocsl He
BXOJISIT B KOMIETEHIIMIO JAHHOW MPOQCOI03HOM OpraHu3aiiy, Takue oOpaiieHus B 5-
JHEBHBII  CPOK  HAmpaBSIIOTCA MO  NPUHAMISKHOCTH  C  TMOCIEAYIOIINM
UHGOPMUPOBAHHEM 00 3TOM 3asIBUTEJISL.

3ampemiaeTcs HampaBIATh MUCEMO TOMY MPO(COI3HOMY JOKHOCTHOMY JIHILY,
Ha JICHCTBHE KOTOPOTO IMO/1aHa kanooba.

Oo6pamenus uieHoB [Ipodcoro3a cunTaroTcs pacCMOTPEHHBIMH, €CIIM Ha HUX
JaHbl TUCHMEHHBIC OTBETHI.

[Tocrynusiiee MuaTepHeT-0Opamenne uieHa [Ipodcoro3a pacmeuaTsiBaeTcs, 1
nanbHeas pabota ¢ HUM BEeETCs KaK ¢ MUChbMEHHBIM 00paIlieHUEM.

OcHoBaHMeM ISl OTKa3a B paccMOTpeHHH HHTepHeT-oOpalieHus, MOMUMO
OCHOBaHUH, TPEIYyCMOTPEHHBIX JUISI TIMCHbMEHHBIX OOpalIeHUH, TaKKe MOXKET
SIBJISTHCS:

® yKa3aHHE aBTOPOM HEJCHCTBUTENBHBIX CBEJCHUN O cebe WM aapeca A
OTBETA;

® TMOCTYIUICHHE MyOJMKaTa yKe MPUHSATOTO SIEKTPOHHOTO COOOIICHNUS;

® HEKOPPEKTHOCTh COJEPKAaHUS JIEKTPOHHOTO COOOILECHUS;

® HEBO3MOXXHOCTh  PAacCMOTpeHHUsi  oOpaiieHusi 0e3  HeoOXOAMMBIX
JTIOKYMEHTOB.

[Ipennoxenuss  unmeHoB  Ilpodcoro3a, BhICKa3aHHBIE Ha  3acelaHUsIX
MPOQCOI3HOr0 KOMUTETA, TPO(PCOIO3HBIX COOPAHUIX U MPUHATHIE ITUMU  OpraHaMu
K pPacCMOTPEHUIO, (PUKCHUPYIOTCS B COOTBETCTBYIOIIMX IPOTOKOJAX U IO HUM
OopraHu3yeTcst padbora.

KonTpomo mnomyiexar Bce 3aperuCTpUPOBAHHBIE JTOKYMEHTBI, TpeOyrolue
UCIIOJIHEHUS, TEpeueHb KOTOPBIX YTBEpPXKAACTCA NpeaceaareiaeM Mpodcor3Hon
opranuzainmu (Hampumep, pabora c¢ kamobamu). KoHTponbHas KapToTeka
¢bukcupyetrcss Ha OymaroHocutesne (KypHaje) WU B DJIEKTPOHHOM BHJE, B KOTOPOM
BEJICTCS CBOSI HyMeparusi.

JIOKyMEHT cuHuTaeTcs WCIOJIHEHHBIM B TOM CIy4yae, €CJIH PeHICHBI
MOCTaBIICHHBIE B HEM BOTIPOCHl WJIM aBTOPY JaH OTBET IO CYIIECTBY.
(ITpomexxyTOUYHBIN OTBET, KaK U 3alpOC MO UCTIOTHIEMOMY JOKYMEHTY MJIH YaCTUIHOE
WCIIOJTHEHUE TIOPYYCHHs, HE SBIACTCS OCHOBAaHWEM Uil TPHU3HAHUS JOKyMEHTa
WCTIOTHEHHBIM). B  KOHTPONBHOW KapTOTEKEe MPOM3BOAUTCSA 3amuch: «CHATO C
KOHTPOJISD» U YKa3bIBaeTCs JaaTa.

Bri6opHubie opranbl opranuzamnmii [Ipodcoro3a obecneunBaroT y4€T U aHam3
BONIPOCOB, CojepKaluxcsi B oOpamieHusx wieHoB IIpodcoro3a, perysispHo
3aCIyIIMBAIOT HA CBOMX 3aCEaHUSX UTOTH PaObOTHI ¢ OOpaIeHUSIMU U MPECTABISIOT
HEO0OX0IUMYI0 HH(OPMALIHIO KOHTPOJIbHO-PEBU3UOHHBIM KOMHUCCHSIM.

4.3. BOITPOCBI XPAHEHUSA JTOKYMEHTOB
Cpokn  XpaHeHMs  JOKYMEHTOB  OINPENENSIOTCS  NpPU  YTBEPKACHHUU
HOMEHKJIATypbl A€l  KOMUTETOM  (COBETOM), MPE3UIUYMOM  MPOQPCOIO3HOMN
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OpraHU3alMH C Yy9eTOM TPeOOBaHUN apXUBHBIX CIYk0. JIOKYMEHTHI C IIUTEIHHBIM U
MIOCTOSTHHBIM CPOKOM XpaHEHUs MO/IJIeKaT caue B apXHUB.

B ciywae mnepemaum AOKYMEHTOB B TOCYAApPCTBEHHBIM, MYHULIMIAIbHBIN,
BY30BCKMM apXWB M 3aKIIOYEHHS C HHUM COOTBETCTBYIOILErO JIOrOBOpa WU
cormamieHus, TpodCcoro3Has OpraHu3aIusl CTAHOBUTCS UCTOYHUKOM KOMIUICKTOBAHUS
UH(OPMAITMOHHBIX PECYPCOB rOCyapCTBa.

[Ipy mnoaroTroBke JAen K cjAade B apXUB YUUTHIBAIOTCS Bce TpeOOBaHMS
OdenepanpHoro 3akoHa ot 22.10.2004 1. No 125-®3 «0O6 apxuBHOM jeie B
Poccuiickoii ®@enepanun», a TakKe MPABOBBIX AaKTOB II0 apXUBHOMY €Ny U
JOKYMEHTAIMOHHOMY oOecIeueHuto ynpanieHus: denepaabHON apXUBHOW CITyX Obl
Poccuu u opratoB yrnpaBieHUs! apXUBHBIM JIEJIOM CYObeKTOB PO.

Jlena BpemenHoro (10 10 jeT BKIIOYHMTENIbHO) XpaHEHUs Iepefaye B apXHUBBHI,
KaKk MpaBUIO, HE TOMJIEKAT, OHU XPaAHATCS B MNPO(PCOIO3HBIX OpPraHU3ALUSAX U 0
HCTEUCHUH CPOKOB XPAHECHUS MOJICKAT YHUUTOKEHUIO B YCTAHOBIIEHHOM TMOPSIIKE.

JI1s MOATOTOBKM IOKYMEHTOB K CJlay€ B apXWUB M K YHHUUTOXXEHUIO TIPOBOJIUTCS
B YCTAaHOBJIEHHOM MOPSAKE SKCHEpTH3a IIEHHOCTH JIOKYMEHTOB. B apxuBbl jena
MEPEAAOTCS Ha OCHOBAHUU JOTOBOPA (COIJIAIIEHNs) Ha TOCTOSIHHOE, TOJITOBPEMEHHOE
(cBbimie 10 neT) XpaHeHUE U IO JINYHOMY COCTaBy.

Jlena K yHUUTOXKEHHIO BKIIFOYAIOTCS B AKT, €CJIM CPOK UX XPAHEHUSI HCTEK K 1
SHBapsi TOTO TOJa, B KOTOPOM COCTaBJSIETCS aKT. AKT COCTaBIISIETCS SKCIEPTHOM
KOMHUCCHEH U YTBEpKIAeTCs mpejceaaTeneM npodCcoro3HOM OpraHu3alii.

Hanpumep: 3akonuennsie B 2011 rogy nena co CpokoM XpaHEHHs 5 JET, MOTYT
BKJIFOUYATHCS B akT He paHee 1 siuBaps 2016 ropa.

3bsiTHE JOKYMEHTOB W3 [IeJ1 TIOCTOSIHHOTO XpAaHEHUs JOIMYCKAaeTcs B
UCKIIFOYUTEIBHBIX  CIIy4asix W MPOU3BOJMUTCS C pa3pelieHusl MpeicenaTelis
opranuzauuu [Ipodcoro3a ¢ 00s3aTeNbHBIM COCTABICHUEM B JI€JI€ 3aBEPEHHON KOIUU
JIOKYMEHTA U aKTa 0 MPUYMHAX BbIIAYU MOJIMHHUKA.

Briiaua (BbIHOC) TPOQCOIO3HBIX JIeST CTOPOHHUM OPTraHU3alUsIM TTPOU3BOIUTCS
C paspeuieHus npexacenarens opranuzauuu I[Ipodcoroza. CTOpOHHUM OpraHU3aLMsIM
JIeJ1a BBIJAIOTCS 110 aKTaM.

[Ipn nukBupganuum opranuzauuu IIpodcoro3a ee NOKYMEHTBI MEpPEAArOTCS IO
aKTy B BBIOOpHBIA MPOQCOIO3HBIA OpPraH BBIMIECTOSIICH TEPPUTOPHUATLHOMN
opranuzaimmu [Ipodcoroza unu B TpodCOIO3HYI0 OpPraHU3alUI0, SBISTFOITYIOCS
MIPABONPEEMHUKOM.

JKCHepTH3a IEHHOCTH W cJaya JOKYMEHTOB B apxuB. B mpodcoro3HbIx
OpraHu3anusx, O00JalaIMX TMpaBaMH IOPUIUYECKOTO JIMIla, Ha BCE Jena,
otoOpanHble Ha apxuBHOe xpaHeHue (10 mer m Oosee) COCTaBISAIOTCS MPUEMO-
CIATOYHbBIC OMHCH 10 YCTAHOBJIEHHOU (hopMme.

Jlena BpeMeHHOro cpoka XxpaneHus (10 10 JieT) yuuThIBalOTCS IO HOMEHKIIATYpe
JIeJ1 10 BKJIIOUEHUS MX B aKT Ha YHUUTOKEHUE.

AKT Ha  JOKYMEHTHI, TIOJICKAIME  YHUUTOXXEHUIO,  YTBEPKIaeTCs
UCIIOJTHUTEIBLHBIM BBIOOPHBIM OpraHom opranu3zanuu [Ipodcoroza.

B ciyyae cMeHbl Oyxrajirepa MpoU3BOAUTCS MpHUEM-TIEpeiaya el C y4acTUeM
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npeacenaTens (mpencraBuTENsN) KOHTPOJBHO-PEBU3NOHHOM KOMHUCCUU
COOTBETCTBYIOIIEH pocoro3HOM OpraHU3aLNH, 4TO MTOATBEPKAAETCA
COOTBETCTBYIOIMUM akToM. [Ipm cmeHe Ka3Havess wind Oyxrajirepa OpraHu3alvd
[Ipodcoroza nmepegaue moanekar TOJNBKO T€ Jieia, KOTOPHIE BXOJAT B HOMEHKJIATYPY
nen noj HazBanueM «byxrantepus nmpodcoro3HO0i OpraHu3aIum.

DKcnepTu3a [eHHOCTU JOKYMEHTOB B MPOGCOI03HONW OpraHU3alMK MPOBOJAUTCS
U B CIIy4asx, KOT/la JOKyMEHThI HE C/IAal0TCSl HAa XpaHEHUE B apXUBBI: MPU COCTABICHUU
HOMEHKJIATYphl J€1 U BBIABICHUH W30BITOYHBIX MAOK C TEKYIMMU MaTepHallaMH,
npu (GOPMUPOBAHUU JENI U MPOBEPKE NMPABMIHLHOCTU OTHECEHHUS JOKYMEHTOB K TEM
WIM WHBIM HamNpaBlICHUsIM, TPH TOJTOTOBKE Jell WM OTACNIbHBIX JOKYMEHTOB
TEKYLIETro WU MOCTOSSHHOTO XPaHEeHUS K TOCIEAYIOIIEMY YHUUTOXKEHUIO.

Ha 3aBepiuieHHbIe Aelia TOCTOSHHOTO, BpeMeHHOro (cBbimie 10 jiet) XxpaHeHus u
0 JTMYHOMY COCTaBY, MPOIICANINE SKCIEPTU3Y IIEHHOCTH, COCTABIAIOTCS omucy. Ha
nena BpeMeHHoro (710 10 neT) XpaHeHUs! OMTUCH HE COCTaBIISIFOTCS.

OmnwucH e COCTaBIIAIOTCS 10 YCTAaHOBICHHOU (DOpME B TPEX IK3EMILISPAX.

KonTtpons 3a BemeHueM JeNONpOM3BOACTBA B opranmsamuu l[Ipodcoroza
OCYIIIECTBIISIET KOHTPOILHO-PEBU3NOHHAS KOMHUCCHS.

4.4. TIOPAJOK IHEPEJAYM JAEJ ITPU CMEHE ITPEACEJJATEJIA

4.4.1. B nepBuuHOii po¢co03HOI OPraHu3aNuH.

He moznHee HenenbHOro CpokKa IMOCHe OTYETHO-BHIOOPHOTO MPO(COI03HOTO
cobpanus (npu cmene npedoceoamesisy) OCYIIECTBISETCA Tiepedada MPOdCOO3HBIX
JOKYMEHTOB  (7IeJI) TMPEXHUM TpelcenareileM B MPUCYTCTBUHM  MpeceaaTens
KOHTPOJIbHO-PEBU3NOHHON KOMUCCHH M COCTABIICTCS aKT O MpUeMe-cIaue Jell.

B akrte ykaswvigaromcsa 6ce Oena coenacHo HOMeHKAamype, YKA3bl8aAlOmcsl
paziudHvle npoghcoro3Hvle OIAHKU, MAMepUuailbHble YeHHOCMU (NPU HAIuvuu) u op.

[Tpuemo-cmaTouHbpIii akT 1€’ MPO(COI3HOTO KOMHUTETA COCTAaBJISAETCS B TPEX
AK3EMIUIAPAX, U3 HUX MEePBBIN XpPaHUTCS B JIeJIaX OpraHU3alluH, BTOPOH BBICHIIACTCS B
BBIOOpHBIII OpraH MECTHOW (pallOHHOM, TOpOJCKOM) TPO(COIO3HON OpraHU3aLNH,
TPETUH BBIIACTCS Ha PYKU IPSIKHEMY TTPEICEIaTeIIIO.

4.4.2. B repputopuanbHoii (mecTHoi) opranuzauuu [Ipodcorosza.

[Tocne oTyeTHO-BBHIOOpHON TpOodCcOor03HOM KOH(pepeHIun (npu cmene npeoce-
oamess) TIPEXKHUW TIpencenareidb B TPUCYTCTBUU TIpelcenaTens KOHTPOJIbHO-
PEBU3MOHHON KOMUCCUU TIepeaaéT /ieja BHOBb U30paHHOMY MPECEAATEeINIO.

AKT 0 mpueMe-ciade Jesl COCTABIISICTCS] HE TO3JHEE HEJSIHHOTO CPOKa IMOCHe
OTYETHO-BBIOOPHOW KOH(EPEHINHU, TOIMUCHIBACTCS OBIBIIUM M BHOBb H30PaHHBIM
npeaceaTeNIIMU  TEPPUTOPHATBHON  (MECTHOH) MpO(COIO3HONM OpraHu3aluu B
MPUCYTCTBUM TPEACEaaTeNis KOHTPOJbHO-PEBU3NOHHOW KOMHCCHH, O YeM JCiIacTCs
3aMuCh B aKTe.

[TpuemMo-cIaTouHbBIN aKT COCTaBIsETCA B Tpex dk3emiumapax (m.5.8. [IpaBui mo
BEJICHUIO JCIIONIPOU3BOJICTBA B opranm3aiusax [Ipodcoro3a), n3 HUX TEPBBIN XpaHUTCS
B JIeJIaX TEPPUTOPHATILHON (MECTHOM) opraHu3aiu npodcoro3a, BTOPOi BeIIaCTCS Ha
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PYKH TpeXHEMY TMpeACeNaTeNio, TPEeTUl B BBHIOOPHBIA OpraH perHOHaIbHOU
(MEeXperHoHAJIbHOM)  mpodcoro3HOl  opraHu3anuu (8 akme  YKa3ul8arOmcs
nepeoasaemvie OOKYMEHmMbl, 8 MOM 4Yucie u oyxeaimepckue OOKYMeHmbl (CO2NACHO
HOMenKnamype Oen), neuamu, ONAHKU NPOQPCOIO3HLIX OULeMOs, MamepualbHvle
YeHHOCMU U UMYWecmso, Haxoosaweecs Ha banance opeanuzayuu Ilpogcorosa).

I'JIABA 5.
METOJIUYECKHUE PEKOMEHJAIIMHA IO MOJTOTOBKE "
IMPOBEJEHUIO COBPAHUI (KOH®EPEHIINN), 3ACEJIAHUN
IMPO®COIO3HBIX OPTAHOB

5.1. BACEJAHHUE MPO®COIO3HOI'O OPTAHA

Martepuansl OCHOBHBIX BOMPOCOB MOBECTKH JHS 3aceJaHusl MPOQCOIO3HOTO
opraHa TOTOBSITCS COOTBETCTBYIOIIMMH ITOCTOSHHO JEUCTBYIOIIUMH KOMHCCHSIMHU
KOMUTETA C MIPHUBJICYCHUEM IITUPOKOTO Kpyra MpoCOIO3HOTO aKTHBA.

[Ipy OTCYTCTBHMU TOCTOSIHHBIX KOMHUCCHH (OPMHPYETCS BpPEeMEHHAs KOMUCCHS
BO TIJIaB€ C YJICHOM KOMHTETa Mpo¢)coro3a, OTBEYAIOIIMM 32 COOTBETCTBYIOIIEE
HarpaBJeHue padOThI.

Eciu Bompoc, paccmaTpuBaeMblii Ha 3acefaHMM KoMuTeTa (Mpe3uanyma),
3arparuBaeT HHTepechl uieHoB [Ipodcoroza Toil wiam  uHOM MpPodCcOor03HOU
OopraHu3aluu, MOpoPrpynmbl, HEOOXOAUMO TMPEABAPUTEIHHO PACCMOTPETh €ro Ha
3acenanuu komurera (mpod0oropo), coopaHuu MpoGrPyIIIIbL.

[Ipy moaroToBKE K PacCMOTPEHHIO Ha 3acelaHud  KOJUICTHAIBHOTO
npo(COrO3HOTO OpraHa CJOXKHBIX II0 COJEPKAHUIO BOMPOCOB TOTOBHUTCS TMPHU
HEOOXOIUMOCTH TOSICHUTENIbHAS 3aITUCKA.

PaccmoTtpenmne Bompoca, BHECEHHOTO B MOBECTKY JHS MPOQCOI3HOTO OpraHa,
MpeaycMaTpUBacT:

»  TOATOTOBKY NMPOEKTa MOCTAHOBJICHHUS IO PacCMaTpUBAEMOMY BOIIPOCY U
BHECEHHE €T0 Ha 3acefaHue Mpo(COI3HOTO OPraHa;

»  o0cyxXIeHuWe BOMpoca H TMPOEKTa TOCTAHOBICHUS Ha 3aceIaHuu
MPO(COIO3HOTO OPraHa;

»  TPUHATHE TMOCTAHOBJICHHS 10 paCCMaTPHUBAEMOMY BOIPOCY;

»  OKOHYAaTeJbHas IMOATOTOBKA  PEMAKIIMM  IOCTAHOBIEHUS M €T0
MO/ATHCAHUE,

»  TOATOTOBKA pa3HApsJIKH, pa3MHOKCHHE W JIOBEJCHHUE ITOCTAHOBIICHUS JIO
ucnionauteneir  (opranmsanumii  [Ipodcoroza,  CTPYKTYypHBIX  MOJpa3IeicHUM,
po¢COr03HOT0 aKTHBa (POTPYII, UX BHIOOPHBIX OPTaHOB H T.1I. );

> odopMIIEHHE TTPOTOKOJIA |

»  OpraHu3ainys BBHIITOJHCHHS TIOCTAHOBJICHUS U KOHTPOJIb;

»  CHATHE TIOCTAaHOBJICHHMSI C KOHTPOJS PEIICHHEM OpraHa, MPUHSBIICTO
MIOCTaHOBJICHHUE.

Mo 3acemanus KoOJUIETHAJIBHOTO MPO()CO03HOr0 opraHa (kKoMurtera (CoBeTa),
npe3uauyma) Tnpenacenarenb opranuzaiuu  IIpodcoroza coszmaer  yciaoBUS IS
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MPEIBAPUTEILHOTO 03HAKOMJICHHUS C TIPOSKTaMHU JIOKYMEHTOB YWICHOB TPO(COI3HOTO
oprana (TIOPSIOK O3HAKOMIICHHS 3aKperuisieTcss B PernmameHTe komuTera (COBETa)
opranuzanuu [Ipodcoroza).

CHsATHE C KOHTPOJIS IIOCTAaHOBJICHUS OCYIIECTBIICTCS HA OCHOBAHUU CIIPABKH O
BBITIOJTHCHUH IIOCTAHOBJICHHS, ITOANKMCHIBAEMOM JIMIIOM, OTBETCTBEHHBIM 3a
BBITTOJIHEHUE MTOCTAHOBJICHHSI.

5.2. N OCTAHOBJ/IEHUE, PAINOPSAXKEHUE IIPO®COIO3HOI'O
OPI'AHA

[TocTtaHOBIIeHHE, pacHOpPsDKEHUE BBIOOPHOTO MPO(COI3HOIO0 OpraHa JOKHO
UMETh 3aroJIOBOK, JIaTy NPHUHATHS U HOMEDP (MPOTOKOJILHBIH HOMEp, BKIIFOYAIOIINN
MOPSIIKOBBIA  HOMEp 3aceflaHusi TPOQCOIO3HOTO OpraHa W TMOPSIKOBBIM HOMEP
paccMOTPEHHS BOIIpOca Ha 3acefaHuu, Hanpumep, 5-2 (5/2).

W3moKeHNI0  KOHKPETHBIX  YIPaBICHUYECKUX  IYHKTOB  ITOCTAHOBJICHH,
pacriopsHKeHHM, KaK IPAaBHIIO, MPEAIISCTBYeT — IpeamOyiia (KOHCTaTHPYFOIIast YacTh).
B  koHcTratanuu  ykaspiBatoTCs  (DAKTUUYECKHUE  OOCTOSITEIhCTBA U MOTHBHI,
MOCTYKUBIITUE OCHOBAaHWEM JUIA TIOJTOTOBKM M PACCMOTPEHUS TEX WA HWHBIX
BOIPOCOB Ha 3acelaHuu  MNPO(COI3HOrO0 OpraHa, a TaKXe COJAEPKATCS CChUIKM Ha
3aKOHBI, ITOCTAHOBJICHUS MPO(PCOIO3HBIX OPraHOB W HMHBIC aKThl, B COOTBETCTBUHU C
KOTOPBIMHU TIPUHUMAETCS JIaHHOE IOCTaHOBJEHHUE (pacropsbkeHue). B KoHcTaTaruio
HE BKJIIOYAIOTCS TTOJ0KCHHUS HOPMAaTUBHOT'O XapaKTepa.

3a KOHCTaTUPYIOIIEH YacThiO CIIEIYET IMOCTAHOBJISIONIAS 4acTh, B KOTOPOM
M3JIaraloTCs BCE yIpaBJIeHUYECKUEe WM HOPMATUBHBIC TIPEAIIMCAaHMs, HAalpaBJICHHBIC HA
pelieHrne TOCTaBISHHON YCTaBHOM 3a/1auM B TIOCJIEIOBATEIBHOCTH, 00€CTICUMBAFOIICH
MpaBHJIBHOE TTOHMMAHHUE COJIepKaHUs IOCTaHOBIICHHS. [locTaHOBIAIOMAas YacTh IO
HEOOXOJIMMOCTH TOApa3fensieTcs Ha MNyHKThl. KaXapli TyHKT COAEPXKHUT OJHO
HOPMATUBHOE TMOJOKEHUE WIM YIPaBJICEHUYECKOE MpeanucaHue (mo HeoOXOIUMOCTH
MOTYT YKa3bIBaThCsI CPOKU BBITIOJTHEHHSI TOT'O MM MHOTO MYHKTa W OTBETCTBCHHBIC).

Kak mpaBuiio (mpu HEOOXOIUMOCTH), B TMOCJIEAHEM MYHKTE MOCTAHOBJIEHUS
JIeJaeTCs 3aIUCh MO0 BO3JIOKEHUIO KOHTPOJISI 32 BBHIMOJIHEHUEM MOCTAaHOBJICHUS.

Ecnau Kk mocTaHOBIEGHUIO MPUJIATAIOTCS MPUIOKEHUS, CHpPaBKH, WHOOpMALINH,
TaOJUIIBI U JIp., TO CChUIKA Ha HUX oOs3aTellbHa B TEKCTE IOCTAaHOBJICHHS (€Cu
HECKOJIbKO MIPIIOKEHUHN, TO OHU HYMEPYIOTCS 10 TIOPSIKY).

Ecam  mocraHoBiaeHHWE TPUHUMACTCS HAa  COBMECTHOM  3aCCIaHMH  C
aIMUHUCTpAIIME, TO B 3arojloBKe OJaHKa YKa3bIBAIOTCS HAMMEHOBAHUS O000WX
OpraHoOB, YYacTBYIOIIMX B 3aCEIaHHM, a HOMEP COCTOUT U3 MOPSAKOBOIO  HOMEpA
IIPOTOKOJIA MpodKoMa 1 Yepe3 1poOb HOMepa MPOTOKOJIa aIMUHUCTPAIIHH.

[TocTaHOBIICHHE, TPHUHATOC HA COBMECTHOM 3acelaHWH, IOJIMHUCHIBAIOT 00a
pykoBoauTens. VX moamnucu pacrojaratoTcsl Ha OJJHOM YPOBHE.

B ManouncieHHbIX TEPBUYHBIX MPO(COIO3HBIX OpraHU3aIUsgX, 4Yalle BCEro,
OT/ICJIHOE TIOCTAaHOBJICHUE COOpaHus WA MPO(PCOI3HOTO KOMUTETA HE PUHUMAETCS,
a TEKCT TIOCTAHOBJIICHUS (PUKCUPYETCSI HEMOCPEJCTBEHHO B IMPOTOKOJE, KOTOPBIM
TaKXke MOAMUCHIBACTCS IpeaceaaTeneM mpodcor3Hoi opranuzanuu. B Takux ciydasx
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MpOQCOIO3HBIN KOMUTET B TEKyIIed pabdoTe HCMOIb3yeT (Mpu HEOOXOIUMOCTH)
BBIIKUCKU U3 TPOTOKOJIA.

B cootBerctBum ¢ VYcraBom IIpodcoroza m OOmMMH TOJOXKEHUSIMH 00
opranm3anmsix  I[Ipodcoroza moctaHoBineHHs  BceX  MPO(COIO3HBIX  OPraHOB
MOJIMMCHIBACT TpeceaaTeNb opranuzanuu [Ipodcoro3a uim ero 3aMecTUTENb.

5.3. OPTAHM3AIUA PABOTHI BbICHINX, PYKOBOJALIUX U
HUCHOJHATEJBHBIX BBIBOPHBIX OPrAHOB  OPIrAHM3AIIMM
IHPOPCOIO3A

Komuccuto (pabouyro rpymnmy) 1o moaroToBke coopanusi (KOHGEpeHInn), Kak
npaBuio, Bo3riaBiseT ujeH mnpodkoma. K pabore B cocraBe KOMHUCCHUM MOTYT
MPUBJIEKATbCS AKTUBUCTBI, pAAOBbIe wieHbl [Ipodcoro3a, 4To HE TOJBKO CO3/1aeT
XOpOIIHE BO3MOXKHOCTH AJIA peanu3anuu wieHamu [Ipodcoro3a yctaBHOro mpasa Ha
y4acThe B BbIPAaOOTKE PEIICHHI, TPUHUMAEMBIX NPO(COI03HON OpraHu3anue, Ho U
SABJsIETCA OAHOW M3 HamOosiee d3(PpPekTUBHBIX GopM pabOThI MO MOATOTOBKE pe3epBa
MPO(COI3HOTIO aKTHBA.

[Ipodcoro3Hblii KOMUTET (COBET, MNPE3UAUYM) JIOJDKEH CBOEBPEMEHHO, B
COOTBETCTBUM CO CpOKaMH, olpeneiaeHHbIMU YcraBoM IIpodcorosza, omoBecTUTh
YYaCTHUKOB coOpaHus (AeneratoB KOH(QEpEeHLIMH) O JaTe, BpPEMEHH, MeCTe
npoBe/ieHus coOpanust (KOHPEPEHIIMK) U TPOEKTE MOBECTKHU JIHSI.

B nocranoB/ieHHH 0 co3bIBe COOpaHus (KOHGepeHIun):

yKa3bIBaeTCs JlaTa €ro MpoBEIEHUs, MPOEKT MOBECTKU JHS, COCTaB KOMHUCCHH
(paboueil rpynmbl) MO NOATOTOBKE OCHOBHBIX BONPOCOB MOBECTKH JIHS, CPOKU IPE.-
CTaBJICHUS MaTE€PHUAJIOB U T.1.

YCTaHABJIMBAETCSI HOPMa MPECTABUTENBCTBA U CPOKH MPEICTABIECHUS BBIIHCOK
00 U30paHuu JeIeraToB.

Marepuansl k npodcoro3zHomy coOpaHuro (kKoH(epeHIuu), 3aceqaHuto
MPOQCOIO3HOTO OpraHa J0JHKHBI COIEPKATh:

® JIOKJIaJ, KPaTKyIO MOSICHUTENIbHYIO 3alUCKY C HEOOXOAUMBIMH pacueTaMu
1 000CHOBaHUSIMU;

® TIPOCKTHI MOCTAHOBJICHUH;

® CIHCOK JIMII, NMPUTJAIIEHHbIX Ha coOpaHue (KOH(EpPEeHLHI0), 3acelaHue
KoMuTeTa (coBeTa) WK (Mpe3uaANyMa) C yKa3aHueM ux (aMUiIuu, UMEHH,
oT4ecTBa (TTOJIHOCTHIO), TOJIKHOCTH U MeCTa pabOThI;

e cnucok uwieHoB IIpodcoroza (wnm neneratoB KoHpepeHuuu) (st pe-
TUCTpaluu).

54. OHEHKA D®®PEKTUBHOCTHU 3ACEJAHUS IMPO®COIKO3HOI'O
OPI'AHA

3acemqanue mMpo(CO3HOTO OpraHa MOXKET OKa3zaThCs d(PPEKTUBHBIM W HEA)-
(EKTUBHBIM B 3aBUCHIMOCTH OT PA3JIMYHBIX YCIOBUI U (PAKTOPOB.

[TokazarensiMu YCHEITHO TPOBEACHHOTO 3acelaHus MPO(COIO3HOTO KOMHUTETa
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(coBeTa) MOTyT BBICTYIIUTh TaKUE MPU3HAKH, KaK:

o HaJu4he  TEXHUYECKUX  YCJIOBHM Uil  MPOBEAEHUS  3aceJaHus
npo(dcoro3HOro opraHa (MOMEIICHHE, HCIOJIb30BAHUE KOMITBIOTEPHOW TEXHUKH,
HaJINYME HEOOXOIMMOTO KOJIMYECTBA IIPOEKTOB JOKYMEHTOB U JIp.);

J Ka4eCTBO MOATOTOBUTENBHON paboThl; (3310JIr0 (HE MEHEEe 4eM 3a MECHL)
70 TMPOBENEHUs 3acelaHusi MpopKOMa BaXXHO  ONPENEIUTh KPYr BOIIPOCOB IS
OOCY)KAEHUs U TPEJICTaBUTh aKTUBY Ul €r0 ocMbIcieHus. [lpu HeoOXonuMOoCTH MOYKHO
pa3paboTaTh MPUMEPHBINA BOMPOCHUK JJISI M3YUYEHHUSI BOMPOCA, MPUBJICYh K MOJATOTOBKE
yneHoB [Ipodcoro3a. He meHnee BakHO oIpenenuTh, B YeM KOHKPETHO OYAET COCTOSThH
POJIb KaXK/I0TO YjieHa Mpo@KomMa, B TOATOTOBKE MAaTEPHUAIOB K 3aCEIAHUIO);

o COOJIOICHUE PErjaMeHTa U YCTaBHBIX HOPM IPH MPOBEACHUHU 3aCeIaHMsI
(mpexne Bcero, BaXHO 00ecleuuTh KBOPYM (sIBKY). 3acelaHue KOJUIETHaIbHOTO
npo(COI03HOr0 OpraHa JODKHO HAUMHATBCS C  OIJIAIIEHUS SBKH, COCTaBa
NPUIIAIEHHBIX TOCTEW, MPUHATUS pEHIeHHs O Havajge paboThl, IOCIE YEro
YTBEPKAAECTCS MOBECTKA 3aCEAAHUS U PETIIAMEHT padoThI);

o YETKOCTh  (OPMYJMPOBOK  BOIPOCOB  IOBECTKM  JIHS  3acelaHus
npodcoro3zHoro opraHa. @opMyIMpPOBKU BOINPOCOB  JIOJDKHBI OBITH JTJAKOHUYHBIMH, HO
€MKUMH M JOCTYINHBIMU Uil NMOHMMAaHUS BCEMHM YJI€HaMH MPO(COIO3HOIO OpraHa u
MPUIJIAIEHHBIMU. 3a4acTyl0 B NPAKTUKE MPO(COIO3HOM padOThl OTCTYMAKOT OT 3TOrO
MPUHLMIA Y TPEAIaraloT BOPOCHl IOBECTKU B BUAE TPYJHO YATAEMBIX MHOTOCTPOYHBIX
KOHCTPYKIMA. OHU CBUIIETEIBCTBYIOT O TOM, YTO €€ COCTABUTEIN, CKOPEE BCEro, MO0 He
OYEHb XOpOLIO TMPEACTABIAIOT ce0e CofAepXKaTeNbHbIE TPaHUIBl IpeAjaraeMol K
0OCY>KJICHUIO TIPOOJIEMBL, TUOO0 CTPEMSTCA «OOBATH HEOOBITHOEY;

° Ka4ecTBO OOCYXKICHHsSI BOMPOCOB. MOKHO HCIOJIB30BaTh HEKOTOPBIN
AJITOPUTM TIPU  UBJIOKEHUU 00CY’KIaeMON MpoOJieMbl, HAlpUMEP M0 BHYTPUCOIO3HBIM
BOIIPOCAM:

o oOparieHue K HOPMAaTUBHO-YCTaBHBIM BOMPOCAM U TIEPEIOBOMY OMBITY IO
MPEAJIOKEHHOU MTpoOIeMe;

o 0030p UMEIOIIETOCs Y4eOHO-METOAMUECKOTO OOECTICUCHUS;

o aHaJU3  COCTOSIHUSA paboThl 1O  paccMaTpuUBaEMOMYy  BOIPOCY,
MIPEJICTABIICHUE PE3YIIHTATOB PAOOTHI B 0000IIEHHOM, CHUCTEMAaTU3UPOBAHHOM BH/IE;

o OTNIAIICHWE pPEKOMEHMAAIMA  JUIS  JalbHEHIIero COBEpIIICHCTBOBAHMUS

paboThI;
o MpE/ICTaBIICHNE MTPOEKTA IIOCTAHOBJICHHUSI C COOTBETCTBYIOIIMMY BBHIBOJJAMU;
o aJIpecHOCTh (bopMyIHPOBOK MTOCTAHOBJICHHUS . [TpuaumMaemoe

MOCTAaHOBJICHHE JIOJDKHO OBITH HAIICJICHO HA PEIICHUE PaccMaTpUBAEMOU MPOOIIEMBI,
COJIEpKaTh KOHKPETHBIE MEPHI U CPOKU C YKAa3aHUEM OTBETCTBEHHBIX.

B pabore komureroB Ilpodcoroza BakHOE MECTO 3aHUMAET OpraHu3alUs
BBITIOJTHEHUS IPUHUMAEMBIX PEIICHUH.

Bo3M0xkHOCTE KOHTpOJSt U 3(P(HEKTUBHOCTh BBHITIOJHEHUSI TOCTAHOBJICHUSI BO
MHOIOM 3aBUCHT OT KauecTBa MPUHUMAEMOro TOCTaHOBJeHUs. Hamuuue B
MOCTAHOBJICHUHA KOHKPETHBIX M SICHBIX (DOPMYIMPOBOK, CPOKOB MCIOJIHEHUS U
OTBETCTBEHHBIX 3a TO WJIM HWHOE MEPOIPHUATHE NPUAAET MOCTAHOBJIEHUIO IEIOBOMU
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Xapaktep u obecrneunBaeT ero 3((PpeKTUBHOE BHITIOTHEHHE.

Hanpumep, npogcorosnuiil komumem 00HOU U3 WKoL paccmompen eonpoc  « O
HapyweHuu CpoKo8 8bINAaAmMbl 3apadomHOU NIAMbL YUUMENIMY.

B npuHATOM MOCTaHOBIEHUN OBUTH TAKUE MyHKTHI:

1.B Teuenue 2-Xx nOHEH OOpaTUThCS B THUCHBMEHHOW (opmMe OT UMEHHU
po(COr03HOTO KOMUTETA K TUPEKTOPY LIKOJIbI C TPEOOBAHUEM OOBSCHUTH  IPUYHUHbI
3alep KK 3apaboTHOM TuIaThl (OTBETCTBEHHBIM - Tmpeiacenareiab MpodCOor03HOM
opranuzanuu [letpos JLIL.).

2. [ToAroTOBUTH TEKCT MUCHBMEHHOTO YBEIOMIICHHsSI B pailkoM mpodcoro3a o
¢dakre Hapymienuss TK PO (otBercTBeHHBIN - uiieH nmpodroma CmupHoB B.B.).

3. B HenenbHBIA CPOK MOJATOTOBUTH COOTBETCTBYIOIIME TMOIMPABKM W HAyaThb
NEPEeroBOpbl C aJIMUHUCTpPAIMEN LIKOJbl 1O BHECEHUIO B KOJUIEKTHBHBIM JIOTOBOP
MyHKTa, YTOYHSIONIETO CPOKM BBIIATHl 3apaOOTHON TMJIaThl (OTBETCTBEHHBIN -
npejacenareab KOMUCCUH IO MEPEroBOpaM M 3aKJIFOUEHHIO KOJUIEKTMBHOIO JOrOBOpa
Npanos I1.11.).

4. B Teuenne 3-X JOHEW MOArOTOBUTH HWH(POPMALMOHHBIE MaTepUalbl Ha

MH)OPMAMOHHBIA  CTEHJ  NPO(PCOIO3HOM  OpraHuM3alu  (OTBETCTBEHHBIA -
npejacenareab KOMUCCUM TI0 OpraHU3alMoOHHO - MaccoBoil padore Cunopos B.C.).
(B 0annom cnywae nocmanosienue omaudaemcs: KOHKPemHbMu CPOKAMU, HATUYUEM
OMBEMCMBEHHbIX 3a KAMCObIL NYHKM NOCMAHOBIEHUS, d NOMOMY obecneyugaem
aghghexmusrnocms camozo 3acedarus NPoOPCOO3HO20 KOMUMEMA U B03MOICHOCb
KOHMPOs 34 8bINOJIHEHUEM PEeUleHUsl).

Kak mpaBuio, Ha 3acenaHuu Npo@COIO3HOTO KOMHUTETAa WM MPOPCOIO3HOM
coOpaHuu Tpejacenareab NEPBUYHON MPO(COIO3HOW OpraHu3anud  UHPOPMUPYET
ysieHoB [Ipodcoro3a o0 xo/1e BBINMOIHEHUS TPEIbIAYIINX TOCTaHOBIICHUH.

I'JIABA 6.
BJIAHKMU ITPOPCOIO3HBIX TIOKYMEHTOB

6.1. OBIIUE TPEBOBAHUS K O®OPMJIEHHUIO JIOKYMEHTOB HA
BJIAHKE OPTAHU3ALIUU ITPOPCOIO3A

[Tpu odpopmneHnu 61aHKa HAMMEHOBAHUE OpPTaHU3AIMU aJpecara yKa3bIBaeTCs
B MMEHHUTEILHOM TMaJexKe, JTODKHOCTh JUIA U ero gamMuwins B JaTCIHHOM IaJIexke.
(Maumumansl yka3piBalOT mnepes; gamunneil. B coctaB pekBu3nTa «aapecar» MOXKET
BXOJUTh €r0 MOYTOBbIN ajpec. [Ipu agpecoBannu nucbMa B OPraHU3alUI0 YKa3bIBAOT
€e HaMMEHOBaHMUe, a 3aTeM MOoUYTOBKIN aapec. [Ipu aapecoBanny nmucbma GU3HUIECKOMY
JUITY YKa3bIBAIOT (DAMIIIUIO M MHUITHAJIBI TIOJTy4JaTessl, a 3aTEM TTOUTOBBIH ajipec).

Ha nokyMeHTax, TpeOYymOIIUX OCOO0OTO YyIOCTOBEPEHMS, MOATBEPKICHUS HX
IOpUJIMYECKON CHJIBI, CTaBUTCS IMe€YaTh OpraHu3anuvu (Ha (UHAHCOBBIC JOKYMEHTHI,
BBITIUCKKM W3 TOCTaHOBJICHUW u 1ap.). lledaTh 3aBepsieT MOMIMHHOCThH MOIMUCH
npenacenatens npodcor3HON opraHu3alum.

OTTUCK TeyaTH TPOCTABISAETCA TaK, YTOObI 3aXBAaTUTh YacCTh HAUMEHOBAHUS
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JOJKHOCTH JIMLA, ITOANMCABIIETO JOKYMEHT.

Buasl NOKyMEHTOB, Ha KOTOpPBIE CTAaBHUTCS I€4aTb U IOPSAOK NPUMEHEHUS
nevyared M IITaMIOB MPO(COIO3HONW OpraHU3aIMK YCTAHABIMBAIOTCS B PETIaMEHTax
paboThl, MHCTPYKIIHSIX.

[Ipn cocraBieHMH JOKYMEHTOB Ha JBYX M 0oJiee CTpaHULAX BTOPYIO U
NOCJIEAYIOIIME CTPAHMUIBI HyMepyroT. Homepa cTpaHHIl IpOCTaBISAIOT IOCEPEINHE
BEPXHEr0 NOJIs JINCTA apaOCKUMU LIUPPAMHU.

B npakthueckoil  OeATENBHOCTH  NPO(COIO3HBIX  OpPraHM3alMil  4acTo
UCIIOJIB3YIOTCS] KOIIUU JOKYMEHTOB.

3aBepeHME KONMM JOKYMEHTa WJIM BBIIMCKM W3 HEr0 IPOU3BOIAT B
HEOOXOAUMBIX CITy4asix JUIsl IPUAAHUS UM IOPUAUYECKOMN CHUJIBL.

[Ipu 3aBepeHNM COOTBETCTBUS KOIMH JOKYMEHTA IOJJIMHHUKY HUKE PEKBU3HTA
«ITopmuce» MpOCTABNIAIOT: 3aBEPUTENBHYIO Haanuch «BepHo» wnmm «Komus BepHa»;
JOJKHOCTh JIMIA, 3aBEPUBLIETO KOMUIO; JUYHYIO MOANKCH; paclIu(ppOBKY MOIIUCH;
JlaTy 3aBEPECHUSL.

Ha paccbuiaemMblx JIOKyMEHTax, O0OJIaJalolUX FOPHIWYECKHM CTaTyCOM
(mocTaHOBINIEHUS, HOPMATUBHBIE JJOKYMEHTHI U TIp.), CTABUTCA [1€YaTh.

6.2. BUABI TIPO®COIO3HbIX BJIAHKOB

bnank mnpodcorw3HOro AOKyMeHTa — 3TO CTaHJApTHBIM JaucT Oymaru c
HAHECEHHBIMU Ha HEM IOCTOSIHHBIMH PEKBU3UTaMH, COAEpPXKAIIUMU HEOOXOJUMYIO
uHpopmaIuio 06 opraHu3aIuu.

bnankun noxkymeHTta mpo()CcOrO3HON OpraHU3alMid  MOXKHO HPOEKTHPOBATH C
VTJIOBBIM WJIM TIPOJIOJIBHBIM PACIIOJIOKEHUEM PEKBU3UTOB (IIPHU MPOIOTIHLHOM BapHaHTe
OJlaHKa BCe PEKBU3UTHI PACIIONArarTCs BJI0JIb BEPXHETO MOJISI U BBIPaBHUBAIOTCSA JHO0
Mo ImMpHuHe, Tu00 1Mo 1eHTpy. llpu yrmoBom BapuaHTe — BCE PEKBU3HUTHI 3aHUMAIOT
momaab pazmepom 72,8 x 88,6 MM (1ubO 1O JIEBOMY Kparo, JIMOO HIEHTPYIOTCS HA
JTAHHOM TIIOIIAM).

B Tlpodcoro3e, ero mepBUYHBIX M TEPPUTOPHAIBHBIX OPTraHU3AIUAX MOTYT
MPUMEHATbCS Kak oOniue OnaHkd opraHuzauu (uisi oUUIHMAIBHON IEepenucKH,
OTBETOB Ha THUChbMa M T.JO.), TaK W OJaHKHA OTICNBHBIX BHIOB JOKYMEHTOB
(mocTtaHOBNEHUS, BEITUCKU U T.1.).

6.3. OBIIINH BJIAHK OPTAHU3AIIUU ITPO®COIO3A

OOmumii 6;1aHK IEPBUYHON WM TEPPUTOPUATIEHOMN TTPO(COI03HOM OpraHU3aIuu
JIOJKEH BKIIFOYATh B C€0s CIEAYIOMNE PEKBU3UTHI:

* HamMmeHoBaHue [Ipodcoro3a (IMOTHOE UIH COKPAILIEHHOE);

s smbnemy [Ipodcorosa (Impu BO3SMOXKHOCTH);
HauMEHOBaHue MPO(COIO3HOM OpraHu3aliy Wi BBIOOPHOTO OpraHa;
MOYTOBBIN azipec, HoMep TenedoHa, dakca, aapec IEKTPOHHOU MOYTHI U
caiita B UnTepHere u ap.);

K/

¢ nmaty JokyMmeHTa (iara odopmiisieTcs HUGPOBBIM COCOOOM, HapUMeEp,
04.02.2013r. unu cioBeCHO-LIM(PPOBBIM CIOCOOOM, a B cllydae, e€clid JCHb Mecsla

)
0’0

>

)
*

*
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COCTOUT U3 OAHOU 1U(pHI - Iepe Hew craBuTcs Hob: 04 despans 2013r.).

% HOMEp JIOKyMEHTa (COCTOHUT W3 IMOPSJIKOBOTO HOMEpPA, a TaKkKe MOXKET
JOTIOJIHATHCS MHACKCOM JIeJIa IO HOMEHKJIAType Je);

% TOJANMCh — HAUMCHOBAHWE JOJDKHOCTH JIMIIA, TIOJITUCABIIETO JTOKYMEHT,
JTUYHAS TOAMUCh (MHUIIMAIBI B pacn(POBKE MOAMUCH MUITYTCS Tiepea pamumeir);

K/

¢ OTTHCK Ieyatu (P HEOOXOIUMOCTH).

6.4. BJIAHK OTAEJIBHOT'O BUJA TPO®COIO3HOI'O JOKYMEHTA

Ha otnensHom Onanke wmoryt odopmisateess [IOCTAHOBJIEHUA Coesna
[Ipodcoroza;  Llentpansnoro Cosera; HMcnonkoma Ilpodcoroza;  cobpanus
(koH(epeHIIMU), a TakkKe BBIOOPHBIX  KOJUIETHAJIBHBIX OPraHOB OpraHU3aluu
[Ipodcoroza (IIpezunuym, Komutet, Coser).

Ha Omnanke TmOCTaHOBIGHHMS JIOJDKHBI OBITh Takhe€ PEKBU3HUTHI, KaK:
HanMeHoBaHue Ilpodcoroza u opranmsanuu [Ipodcoroza, COOTBETCTBYIOLIETO
BBIOOPHOTO KOJUIETHAJIBHOTO MPO(PCOIO3HOTO OpraHa, a TakkKe JaTa U HOMEp
MPOTOKOJIA.

TI'JIABA 7.
IMPO®COIO3HBIA MPAKTUKYM

7.1.  TIPUMEPHASI HOMEHKJIATYPA  JIEJ MEPBUYHON
INPOPCOIO3HOU OPI'TAHU3AIINN.

YTBEpXKIAECHO
MOCTaHOBJICHUEM MPOPKOMa
oT 20 1. No
IIpumepHast HOMEHKJIATYypa
JeJ1 IePpBUYHOI MPO(CO03HOI OPpraHu3anuu
Ne HaumeHnoBaHue 10KyMeHTAa Cpok xpaHeHus
1. | HopmaruBHble JTOKYMEHTBI (oOmree
IOJIOKEHWE O TMEPBUYHOW OpraHU3aluU [TocTositHHO
IIpodcoroza, moJOKEHUE O TEPBUYHOM
po¢cor03HOM OpraHu3aIluu, VYcras
IIpodcoro3a, TONOKEHHS O KOMHCCHSX H
Jp.).
2. | IInansl paboTsl mpodcoro3Horo komurera U | Jlo MUHOBaHUS HaIOOHOCTH
ITOCTOSTHHBIX KOMUCCHM.
3. [IpoTokobI npo(coro3HbIX  coOpaHuit
(koH(pepeHIuit), B TOM 4YUCI€ U OTYETHO- Cpok norHOMOYU I
BBIOOPHBIX.
4, IIpoTokonsl  3acemaHuii  MPOGCOI3HOTO
KOMUTETA. Cpok nosHOMOYM I
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[IporokoJib 3aceaHnm Ipe3unyma
po()COr03HOM OpraHu3anuu

Cpok nosHoOMOYMI

6. | Marepuansl TOATOTOBKM  MPO(COIO3HBIX
coOpanuit (B TOM  4Yucie  OTYETHO- Jlo MUHOBaHUS HAJIOOHOCTH
BBIOOPHBIX), 3aceaHui npodkoma,
CIIPaBKH, AaHAJTUTUYECKUE CITPABKH U T.J.

7. | JokymMeHTbI u MaTepHaIbl 1o Cpox noJIHOMOYHIA
KOJUIEKTUBHBIM TE€PEroBOpaM, 3aKIIOUYECHHIO
Y KOHTPOJIIO 32 BBIIIOJIHEHUEM KOJIJIOTOBOPA.

8. | JoxymeHTHI W MarepHalbl MO BOMPOCAM Cpox nosiHoMOuYni
npaBoBOM  pabOTBl M OOIIECTBEHHOTO
KOHTpOJIs 3a coOmoienremM TK PO,

9. | JlokyMeHTHI 1 MaTepHaIbl 10 OXpaHe TpyAa Cpox nosiHOMOYHU

10. | JlokyMeHTBI W Marepuaibl IO JPYrUM Cpox nosiHOMOYnH
OCHOBHBIM HaIpaBJICHUSIM PO COIO3HOM
paboTHI

11. | XKypnan yuera unenoB [Ipodcoro3a.

ITocTtostHHO

12. | Cmetpl, (uUHAHCOBBIE OTYETHI U JpyTHE Jlo MUHOBaHHS HAJJOOHOCTH
(PMHAHCOBBIE TOKYMEHTHI.

13. | Cratuctuyeckue OT4ETHI. [TocTosiHHO

14. | Marepuaisl KOHTPOJIbHO-PEBU3UOHHOM
KOMMCCHH. Cpok nosHOMOYMI

15. | Marepuasibl paboThI KOMUCCHIA Cpok noaTHOMOYHA
PO(COIO3HOTO0 KOMUTETA.

16. | 3asBneHUSA YJICHOB [Ipodcoroza o
O€3HaJTMYHON YIUIATE WICHCKUX B3HOCOB. [TocTostHHO

17. | Kypunan  peructpanuu  BXOASIIEH U Cpok nosHOMOYH
HCXOJAIIEN JOKYMEHTALINH.

18. | ITucema, 3asBienus wieHoB [Ipodcoroza ITocTosiHHO

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

20. | AKTBI  YHUYTOXKEHHUS PO COIO3HBIX [TocTosiHHO
JOKYMEHTOB MCKJIIOYEHHBIX W BBIIISAIINX U3
ITpodcoroza.

21. | IloctaHOBNEeHUSI, UHCTPYKTUBHBIE NHCHbMA, | Jl0 MUHOBaHMS HaJOOHOCTU

y4eOHbIE ¥ METOJUYECKHUE MaTEePHAIIBI U JIP.
JOKYMEHTBI BBIIIECTOSIMNX TPOHCOIO3HBIX
OpraHoB.
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Ilpumeuanue:
1. Jlns opraHuzanuii, UMEIOIUX CTaTyC IOPUIAYECKOrO JIMIA, CPOKU XPAHCHUS
(MHAHCOBBIX JOKYMEHTOB YCTaHABIMBAIOTCS B COOTBETCTBHU C HOMEHKJIATYPOU

OyxraiaTtepuu.
2. ITo Bcem ocTanbHBIM MPO(PCOIO3HBIM JOKYMEHTAM MEPBUYHBIX MPOQPCOIO3HBIX
OpraHu3aliii,  yKa3aHHe Ha CPOK XPAHEHUS «CPOK HOJTHOMOUUID) O3HAYACT, YTO

MOCJTIE 3TOTO CPOKa IMPOTOKOJIBI M JIp. IOKYMEHTHI OIPEACTSIOTCS Ha XpaHCHHE B
TEKYIIUN apXuB MPO(COI03HON OpraHU3aIiui, B IPO(COIO3HBIN WM TOCYNapCTBECHHBIN
ApXvB Ha JUIMTEIHHOE XpaHEHWE, HO HaJIMYME TaKOH 3amuCH B HOMEHKIIAType Ael
po()COO3HOM OpraHu3allii He 03HAYAET, YTO MOCJEe CPOKa MOJHOMOYHUI MPOTOKOJIEI
HETPEMEHHO JTOJKHBI YHHUTOXKATHCS.

3. B MaJouMCICHHBIX TEPBUYHBIX MPOQPCOIO3HBIX OPTraHU3alUAX, TAC HET
YCIOBHM JIJI1  JUIMTETLHOTO TEKYIIETO XPaHCHHUS JTOKYMEHTOB, OHH MOTYT
YHUYTOXKATHCA 10 UCTEUECHUH CPOKa MOJJHOMOYUN BHIOOPHOTO MPO(PCOIO3HOTO OpraHa.

7.2. IPUMEPHASI HOMEHKJATYPA JEJI TEPPUTOPUAJIBHOM
(MECTHOM) OPTAHU3ALIUU ITIPO®COIO3A

YTBEPKIEHO

nocraHosieHueM lIpesnanyma

parionHoii opranuzanuu [Ipodcorosa
OT 20 1. No

NPUMEPHAS HOMEHKJUIATYPA JIEJI
MecTHOI opranu3auuu [Ipodcoro3a

Ne HauMeHoBaHMe  [TOKYMEHTa Cpoxu xpaHeHust

1. |VYcraB [Tpodcoroza PabOTHUKOB HapOJAHOTO ITocTosiHHO
oOpazoBanusi U Hayku P®. OOmiee MOI0XKEHUE O
TEePPUTOPUATHHON OpraHu3aIiu [Ipodcoroza,
[Tonoxenue o palloHHOW (ropojCKoi) MPOQCOO3HON
OpraHH3aIliH, pETUCTpaIMOHHBIC JIOKYMEHTHI,
pEerIaMeHThl, WHCTPYKIMA W HWHBIC JIOKAJIbHBIE
HOPMATHBHBIC aKTbl, TPUHATHIC B MECTHOM
opranuzammu [Ipodcoro3a B cooTBeTcTBUU ¢ YCTaBOM
[Tpodcoro3a.

2. |IlocTraHOBICHUS, HOPMATUBHBIC U METOINYCCKHE J10o MHHOBaHHS
JOKYMEHTBI BRIOOPHBIX OPTraHOB BBIMIECTOSIITIX HaJJ00HOCTHU
opranm3anuii [Ipodcoroza u LIC Ilpodcorosa.

3. |Ilmanbl paboTHI paii (rop) KOMa, TOCTOSTHHBIX Cpok NoITHOMOYHIA
KOMHUCCHH.

4. |IIpoTokobl (CTEHOTPaMMBbI) OTUYETHO-BBIOOPHBIX Cpoxk nojiHOMOYHI
po¢cO03HBIX KOH(MEPEHIIUM.
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[TpoTokobl 3aceqanuii paloHHOTO (TOPOCKOTO)
KoMmuTeTa (coBeTa) opranuzaiuu [Ipodcorosa.

Cpok noTHOMOYHIA

6. |IIpoTokoiibl 3aceqanuii Npe3uauyMa MECTHON Cpok nosHOMOYHI
opranuzanuu [Ipodcoroza.

7. |Pacnopsbxenus mpejacenaress opraHu3aluu Cpok nosHOMOYHI
[Tpodcoro3a.

JInuHble Aes1a ITAaTHBIX pA0OTHUKOB OpPraHU3ALIHH., 75 ner
Martepuassl o MOATOTOBKE 3acefaHuil mpoQcoro3Hbix | CpoK MOJTHOMOYUI
OpraHoB (crpaBkH, HH(HOPMALIUU U3 IEPBUYHBIX

OpraHu3aIyii, TaOIUIbI, AHATUTUYECKUE MAaTEPUAIIBI).

10. |[loxymMeHTBI M MaTepuasbl MEPEeroBOPOB 3aKiroueHuto| Jlo MUHOBaHHS
TEPPUTOPUAIIBHOIO COIVIAILIEHUS W KOHTPOJIIO 32 €ro HaJ00HOCTH
BBITIIOJIHEHUEM.

11. |JdoxymeHTsl, oTpaxaromue padboTy 1o Bonpocam Tpyaa| Cpok MOJTHOMOYHMA
1 3apabOTHOM IJIATHI.

12. |loxymeHTsl M MaTepuajbl 1O TpaBoBOil pabdote,| Cpok MOJTHOMOYMIA
JIOKYMEHTBHI 110 KOHTPOJIIO 3a coOmtoiennemM TK PO,

13. |[JoxyMeHTBI U MaTepHaJIbl IO OXpaHe TPyJa. Cpox OJIHOMOYHIA

14. |HakonwutenbHbIe MaTepuabl o npyruM | CpoK ITOJTHOMOYHM
HalpaBJICHUSIM JEATeIbHOCTU PailOHHOU (TOPOJCKOM)
opranuzauuu ITpodcoro3a ucxoas U3 ycTaBHBIX 3a1ad
(couManbHble  BONPOCHI,  OpraHu3auus  OTIbIXa,

MIPOBE/ICHHE Pa3IUYHBIX podecCuOHANTbHBIX
KOHKYPCOB H JIp.)

15. |Paboune MaTepuaibl MOCTOSTHHBIX KOMUCCUH pait (rop)| Jlo MuHOBaHUS
koma IIpodcoro3a. TlomoxkeHuss O  IMOCTOSHHBIX HaJI00HOCTH
KOMUCCHSX.

16. |dokymeHTsl 1m0 paboTe C KaapaMd U aKTHUBOM, [TocTosiHHO
oOydenue mpoCco3HOTO aAKTUBA.

17. |JoKkyMeHTHI, OTpa)karouue ¢buHaHCOBO- IToctostHHO
XO35MCTBEHHYIO  JI€ATENIbHOCTh  (CMEThI, IIITaTHOE
pacnucanue,  (UHAHCOBBIE  OTYETBI W TIp.).

Bbyxrantepckue MOKyMeHTHl (OyXraiaTepckuil y4yeT u
JEJNONPOU3BOACTBO B OyXrainTepuu BeAyTCA IO
OT/ICJIbHOM HOMEHKJIAType JIe).
18. |Peectp nepBuYHbBIX NPOGCOIO3HBIX OPraHU3aALUNA. [TocTosiHHO
19. |Crucku 4neHOB KOMHUTETa MeCTHOM opranu3aiuu| Cpok MOJTHOMOYHIA
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ITpodcorosza (cricku HHOTO MPOGCO3HOTO AKTHBA).

20.

KypHasbr:
BXO/JIAIIEH U UCXOIAIIEH JOKYMEHTAIINH;

BbI1auu OJJaHKOB PO OUIIETOB,;
yu€Ta muceM-xkanoo, oOpanieHu;

HWHBIC )XYPHAJIbI.

Cpok nosHOMOYHI

21,

CBOI{HBIC CTaTUCTHUYCCKHC OTYCTEI.

Cpok nosHOMOYHI

22,

AKTBI Tepeaud e TpPU  CMEHE TpeaceaaTens
palioHHOH (TOpOACKOM) PO COI03HOM OpraHU3aIUH.

IHocTossHHO

23.

[lepemmcka ¢ BBIECTOSIIIMMH  MPO(COIO3HBIMU
OpraHaMM W JPYTHMH OpTaHU3ALUSIMH IO BOMIPOCAM
PO CO03HON paOOTHI.

J1o MUHOBaHUS
HaJI00HOCTH

24,

Marepuansl o HarpaxJaCHUIO

IlocTossHHO

25.

[lepenncka ¢ oOpraHaMH BIIACTH U YIIPABJICHUS,
COLMAJIbHBIMU ITAPTHEPAMH.

IlocTossHHO

26.

ITucema u 3asBieHus dineHoB IIpodcoro3a, OTBETHI Ha
PacCMOTPEHHBIE BOITPOCHI.

IlocTossHHO

217,

Nudopmarnus 0 NEPBUYHBIX PO COIO3HBIX
OpraHu3alusIX:

OTYETHI ¥ CBEICHUS O pabOTEe MEPBUYHBIX
Ipo(COIO3HBIX OpraHu3aIil (CIIPaBKH,

UHpOpPMALIIH | Ip.);

XKypHau peructpauuu [lonoxenunt o

NEPBUYHBIX MPO(COIO3HBIX OpraHU3aIUIX;

JKypHaJl ~ y4yeTa  KOJUIEKTUBHBIX  JIOTOBOPOB
MEPBUYHBIX TTPO(COIO3HBIX OpTraHU3AIIHH;

JIpYrUe HAKOMUTEIbHBIE MaTepualbl MO padoTte
MEePBUYHBIX TIPO(COIO3HBIX OpTraHU3AIIH.

Jlo MUHOBaHUS
HaJI0OHOCTH

IIpumevanmue:
1. Jlns opraHu3ainuii, UMEIOIINX CTATyC IOPJIHIIA, CPOKU XPaHCHUs] (PUHAHCOBBIX

JIOKYMEHTOB YCTaHABIIMBAIOTCSI 0CO00 MO0 HOMEHKIIAType OyXTalITepuHu.

npo(COIO3HBIX OpraHU3aLINM,
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2. Ilo BceM ocTalnbHBIM MNPOQPCOIO3HBIM JOKYMEHTAM TEPPUTOPHUAIBHBIX
YKa3aHUE Ha CPOK XPAHEHUSl «CPOK HOJIHOMOYUIL
03HAYaeT, YTO MOCIE ATOr0 CPOKa MPOTOKOJBI U JIp. TOKYMEHTBI ONpPEACNISIIOTCS Ha
XpaHEHHE B TEKYIIUH apXuB Npo(COI03HOW opraHuzanuu, B NPO(COIO3HBIN MK




rocyAapCTBEHHbIA ApPXHMB Ha JUIMTEJIBHOE XPAHEHHWE, HO HAaJU4Me TaKOW 3alHCH B
HOMEHKJIAType el MpoQCOIO3HOM OpraHM3aldyd HE O3Ha4yaeT, YTO IOCJIE CpoKa
MTOJIHOMOYHI MPOTOKOJIbI HEMPEMEHHO J0JHKHBI YHUUTOXKATHCS.

3. IlpuBenénHast Bbllle HOMEHKJIATYpa HOCUT MPUMEPHBIN XapakTep, a IOTOMY,
UCXOAS W3 CIOXHBIIEWUCA MPAKTUKA W HEOOXOAMMOCTH OOECHeYeHHUs YCTaBHOMN
nesitenbHOocTH — opranu3auumud  [Ipodcoroza,  paspabarbiBaeTcss ~ KOHKpETHas
HOMEHKJIaTypa AeJl MPo(CO03HON OpraHu3aluu.

I'JTABA 8.
ITPUMEPHBIE OBPA3IIbI C1Y’KEBHbBIX IIUCEM, 3AABJEHUMA,
AKTOB, 10JI’KHOCTHBIX THCTPYKIHUH, ITPOTOKOJIOB ! BBIIINCOK

8.1. IPUMEPHBIE OBPA3LbI O®OPMJIEHUSA IINCEM

MNPO®COI03 PABOTHUKOB HAPOJHOI'O OEPA36BAHH§[ U HAYKH POCCHHUCKOMN OENEPAIIUN
IMEPBUYHASI IPO®COIO3HA S OPTAHU3ALIUS IIKOJIBI Ne25
MOJ0JIbCKOI'O PAMOHA MOCKOBCKOM OBJIACTH
IMMPOPCOIO3HBIU KOMUTET

265123, r. [Tononbek, yiu. [podcoroznas, n.7a ten. (8-4962) 23-24-56; dakc (8-4962) 23-28-49

Ne

[Ipencenarento paililoHHON (TOPOACKOM)
opranuzanmu [Ipodcoroza
(®.1.0.)

3aroJI0BOK JOKYMEHTA .....

Bo wucnonnenune mnocraHoBieHus lIpe3npamyma TOpOACKON  OpraHu3anuu
[Ipodcoroza ot «__ » . «O.ciiiiii... » TPO(COIO3HBIM KOMHUTETOM
IIKOJBl  pa3pabOTaHbl W  OCYIIECTBJICHBI MEpPHl 1O YCHUJIECHHIO MOTHBAIUU
poCOIO3HOTO YJICHCTBA.

OpranuzoBaHa pabora KpYXKKa, Ha KOTOPOM u

e

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

C yBaxkeHHeM,
IIpencenarens nepBUYHOU
npo¢COr03HOM OpraHu3aIuu
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8.2. IPUMEPHBIE ®OPMBbI 3ASIBJIEHUM

®opma 1

B nepBuuHyt0 (TEPpUTOPHATBHYIO)

PO COI03HYIO OpPraHU3AIHIO
(nanmeHoBaHue opranu3aiuu [Ipodcoroza)

oT (®.1.0., ,Z[OJ'DKHOCTB)

3ASABJIIEHUE
o BcryivieHuu B [Ipogceoros
A,

(@.1.0., donzxcrocmo)
polry IpuHATh MeHs B wieHbl [Ipodcoro3a paboTHHKOB HAPOAHOTO 00pa30BaHUS U
Hayku P®. OOs3yroce BboinonHAT, YcTaB [Ipodcoroza, ymiauuBaTh WICHCKUE
npo(coro3Hble B3HOCHI W NPUHUMATh YYacTHE B JIEATEIBHOCTH OpTraHHU3aIlluU
[Ipodcoro3a.

B cootBerctBun ¢ TpynoBeiMm koaekcoM P® u @DenepanbHbiM 3ak0oHOM «O
MEePCOHATBLHBIX JJAHHBIX» U C IEIbI0 MPEJCTABUTEIHCTBA U 3alIUTHl MOUX COIMATIBHO-
TPYIOBBIX MpaB U MNPO(ECCUOHAIBHBIX WHTEPECOB, OpraHU3alMd MPOo(COI3HOrOo
yuéTa /a0 corjacue Ha oOpabOTKy MOHUX MEPCOHANBHBIX NaHHbIX (DP.HU.0., 200 u
oama podicoeHus, o0bpasosanue, npogeccus, cemeuHoe NOJONCeHUe U 3apabomHasl
niama) Ha Bechb mepuoa Moero wieHcTBa B Oo6mepoccuiickom Ilpodcorose
o0pa3oBaHMsI M OCTABJISIIO 32 COOOI MPaBo MO MUCHbMEHHOMY TPeOOBAaHHIO OTO3BAThH
3asBJICHHE B JIIOOOE BpeMs.

(0ama) ( noonucw)
[Tpumeuanue: 3asBieHUe XpaHUTCS B NEPBUYHOMN NMPO(COIO3HON OpraHU3aIIH.
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®opma 2
Pyrosooumento
00paz08amenbHO20 VUpPeHCOeHUs]

(Haumenosanue obpazosamenvHo2o yupexcoeHs)

(®.U.0. pykosooumens)

(D.U.0. wunena I[lpoghcorosa)
3ASABJIIEHUE
0 0€3HAJIMYHOM INEePeYHCICHUHN YWICHCKOI0
npo¢Co3HOI0 B3HOCA
A,

(o1.0., dondicrocmy)

Ha ocHOBaHUHM cT.28 PenepanbHoro 3akoHa «O nmpodeccCruoHaNbHBIX COH3aX, UX
paBax W TapaHTHUIX JEATEIbHOCTH» MPOIILY €KEMECSIYHO YIEepKUBATh U3 MOEU
3apruiathl (CTUNEHAWW)  WICHCKW mpodcoro3upiii B3HOC B pasmepe 1,0% wu
NIEPEYUCIISATh €ro Ha cueT opranusanuu IIpogceorosa.

(0ama) (noonucw)

Ilpumeuanue: opuruHana 3asBICHUS XPAHUTCS B OyXTaJTepuH YUPEKACHUS, KOIMMS
3asBJICHUS — B TPO(COIO3HOM KOMHUTETE.

®opma 3

B nepsuunyio npoghcorosnyio opeanuzayuro
(raumenosanue opeanuzayuu Ipoghcorosa)
om ynena [Ipogcorza (D.U.O., dorxcHocmy)

3ASIBJIEHUE
[Ipomry cuntath MeHs BIOBIBIIMM U3 [Ipodcoro3a mo cOOCTBEHHOMY KEJTaHUIO
B CBSI3H C
[Tpodcoro3Hblii OuIET MpUIaraeTcs.

(0ama) (noonucw)
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®opma 4

IIpeoceoamenio
opeanuzayuu Ilpogcorosza

(@.11.0,)
COI'VIACHE
Ha 00padOTKY NMEePCOHATBbHBIX JaAHHBIX
uyiena [Ipodgcoro3a, n30paHHoro B coctaB npo¢)co03HOr0 OpraHa
H’

( D.1.0., donxcrnocms, svlbopHas npogcoiosnas paboma)
C LEeNIpl0 OOECleUeHHUs peaau3allii MOHMX TOJHOMOYMHA B KadyecTBe 4JICHA
(Haumenoganue npoghopeana) naro coriacue
Ha o00pabOTKy  MepCOHANbHBIX MAaHHBIX (D.M.0O., 200 u Oama podcoeHus,
obpazoearnue, npogeccus, Homep menegona) Ha BECh MEPUOJ] MOETO MpPeObIBAaHUS B
cocTaBe BBIOOPHOTO MNPO(COIO3HOTO OpraHa ©  OCTaBIsAl0 3a COOOM MpaBo MO
MUCbMEHHOMY TpeOOBaHHUIO OTO3BATH 3asBJICHUE B JII000€ BpeMs.

Unen [Ipodcoroza

(oama) (noonucy)

Ilpumeuanue: 1lncbMeHHOE coryiacue Ha 0OpabOTKYy MEPCOHANBHBIX TAaHHBIX XPAHUTCS B
BBIOOPHOM OpraHe COOTBETCTBYIOIIEH opranu3aiuu [Ipodcoroza

®opma 5
OBA3ATEJIBCTBO
0 Hepa3rJjalleHNnH NePCOHAJBHBIX JAaHHBIX TpeaceaareiemM
opranusanuu IIpo¢coroza
s

9

( D.1.0., npedcedamens opeanusayuu IIpoghcoiosa)
069[3}’IOCB HC pasridamarb IICPCOHAIBHBIC OAHHBIC YJIICHOB HpO(i)COIOSa n
HCIIOJBb30BAaTh HX TOJBKO C MNOCIbIO IIPCACTABUTCIBCTBA MW 3alllUTBlI COIHUAJIBHO-
TPYAOBBIX IIpaB M HpO(I)eCCI/IOHaJ'IBHBIX HHTCPCCOB, OpraHu3aliin HpO(bCOIO:%HOFO
yqéTa H, B CJiydac I/I36paHI/I$I B COCTaB HpO(l)COIOSHOFO oprahHa, oOpraHu3alvun
ACATCIIBHOCTHU HpO(l)COIOSHOFO opraHa B COOTBCTCTBHU C YcraBoM HpO(bCOIO3a.

IIpencenarens
opranmzanuu I[Ipodcoroza

(nmoamuce)

(0oama)

Ilpumeuanue: IlucbMeHHOE 0053aTE€IBCTBO XPAHUTCI B  JOKYMEHTaX
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BBIOOPHOTO OpraHa COOTBETCTBYIoMIEeH opranu3amnuu [Ipodcorosza

8.3. ®OPMA KYPHAJIA PETUCTPAIIUU JOKYMEHTAIIUN

8.3.1. Bxoasimasi [OKyMeHTaIUs

No Hama Dopma Ne Koppecn | Kpamxoe | Peszonwyua |IIpumeuan
n/n | nocmynnenus nocmynjienusa | nocmynueuie | OHOeHm | codepicanue | pykogooume ue
00Kymenma 0OKymenma 20 s
(nouma, ¢paxc, | OoKymenma u
e-mail u np.) oama ezo
omnpaenenusn
1
2
8.3.2.Ucxoasimasi JOKyMeHTAHsl
Ne | [lama omnpaeku Kpamkoe codepoicanue Komy aopecosano Hcnonnumens
n/n
1
2

8.4. IPUMEPHBIE OBPA3LbI AKTOB

[Ipodcoro3 pabOTHUKOB HAPOAHOTO 0Opa3oBaHUs U HAyKH PO

(Haumenosanue opeanuzayuu Ipogcorosa)

YTBepKIECHO
MOCTaHOBJIEHUEM MpoPKroMa
OT 20 1. Ne

AKT
0 BbI/ICJICHUH JOKYMEHTOB U JeJ1 A YHHYTOKeHUs

MECTO Jata

CocraieH KoMuccueii ( d.1.0. )

Komuccus npodrxoma Ha OCHOBAaHWHU CIHCKA, YTBEPKICHHOTO ITOCTAHOBICHHUEM
npo(COI03HOr0 KOMUTETA OT 20 r.Ne_ ,yHuytoxkuna( ) #en u
OTJICIBHBIX JOKYMEHTOB B CBSI3U C MUCTEYCHHEM CPOKOB XpPaHCHHSI U MHHOBaHUEM HX
HaJ00HOCTH (HaeTcs MepevYcHb Ha3BaHWH JTOKYMEHTOB W IOSICHEHHE (KpaTKoe WX
coaepKaHue).

IIpencenarens koMuccuu
YJieHBI KOMUCCUU
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[Ipodcoro3 pabOTHUKOB HAPOAHOTO 0Opa30BaHUI U HAYKH PD

(naumenosan e nepsuunou opeanuzayuu Ipogcorosa)

YTBEPXJIEHO
MIOCTaHOBJICHHEM TTpodKrOMa
OT 20 1. Ne

AKT
nepeaaym aes nepBUYHON NPOPCO03HOM OPraHU3aAUU

MECTO Jara

HaCTOHIHI/Iﬁ adKT COCTABJICH B IIPUCYTCTBHUH IIPCACCHATCIIA (‘IJ'ICHa) KOHTPOJIBHO-

PEBU3MOHHON KOMUCCUU (WM MPEJICTaBUTENS paid (Top)koma rmpodcoro3a) 0 TOM, YTO
(®.1.0.)

OBIBIIMM TIpezceaaTeneM mpodCcor3HOM opraHu3aluu, MnepeaaroTcs:
1./lena nepBuuHOM PO COO3HON OpPTraHU3aALUU 10 CIAEAYIOIIEMY CITUCKY:
1)
2)
3)
4)
2. Tlewats mpodcoro3HO# opranu3aiuu (Mpy HAJTUIUH ).

[lepenarommii nena
[TpuHnMarommi gena

[Ipencenarens (WieH) KOHTPOIBHO —
PEBU3UOHHOM KOMMCCHH
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8.5. OPOPMJIEHHUE YBEJOMJIEHUSA O HAYAJIE
KOJUVIEKTUBHbBIX IIEPEI'OBOPOB

[Ipodcoro3 pabOTHUKOB HAPOAHOTO 00pa3oBaHUs U HAyKu PO

(raumenosanue opeanuzayuu [lpoghcoiosa)

ara

Jupexropy

(HaumeHo8aHUe YUpescOeHUs)

YBEJAOMJIEHUE

[Ipodcoro3upiii  koMuTeT yBemomisieT Bac o HaMepeHWHM BCTYNUTh B
IIepEeroBOPHI 10 3aKITFOYEHHUIO KOJUICKTUBHOTO JoroBopa Ha 2014 — 2016 rojpl.

B cootBerctBuu co ct.36 TpynoBoro kojaekca PO npennaraeM B CEMUIHEBHBII
CPOK H3JaTh MpPHUKa3 O CPOKax pa3pabOTKU MPOEKTa U 3aKIIOYCHHUS KOJUIEKTUBHOTO
JIOTOBOPA, COCTaBE€ KOMHUCCHM [IJIi TIPOBEACHUS NEPErOBOPOB, MOPSIAKE U MECTE €€
paboTHI.

Co cBO€M CTOPOHBI TIpeIaraeéM MPOBECTH MEePEeroBopsl B TeueHue () aHew
Y 3aKJII0YUTh KOJUIEKTUBHBIN TOTOBOP 10 (4uucno, Mecsll, Tox).

NuTtepechl paOOTHUKOB Ha MEpEroBOpax MpPeCTaBIISIOT: (ma€rcst crucok
YJICHOB KOMHCCHH CO CTOPOHBI PpAOOTHUKOB).

3aceqaHus KOMUCCHUU TpeJjiaracM MpoBOIUTh €XKEHEASIBHO M0 BTOPHUKAM WIIH
cpenam B y00HOE CTOpOHE paboToaaTens BpeMs. MecToM MeperoBOpOB OMPEIEIUTh
METOANYECKHUN KaOUHET.

IIpencenarens nepBUYHOU
1poCOr03HON OpraHU3aIuu
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8.6. MPOTOKOJI NPO®COIO3HOI'O COBPAHUSA

[Tpodcoro3 pabOTHHUKOB HAPOIHOTO 0OpPa30BAHUS
u Hayku Poccuiickon @enepanunu

(raumenosanue opeanuzayuu Ipoghcorosa)

MMPO®COIO3HOE COGPAHUE
NMPOTOKON
No

aara MECTO

Bcero unenoB [Ipodcoro3a, cocTosmux Ha ydyere B MEPBUUYHON MPOPCOIO3HON
OpraHU3aIHH

KonudecTBo MpuCyTCTBYIOMMX HAa COOpaHUN

®.1.0. wieHoB pabouero npe3uanyma (M30upaeTcs Mpu HEOOXOTUMOCTH)

®.1.0. cekperaps coOpaHus (COCTaB CEKpeTapuara)

IHOBECTKA JIHS:

1. O coctostHuu UHGOPMAIMOHHON PaOOTHI B .....(0OYEPEAHOCTh PACCMOTPEHUS
BOIIPOCOB Ha COOpaHMM TpeasiaraeTcsi NMpoCO3HBIM KOMUTETOM U YTBEPKIACTCS
coOpaHueM).

2. O BBITIOJIHEHUH ........

T'osocoBam: _ «3a»,  «OpoTUB», _ «BO3JAepxKaica» (B ciyyae

BHECECHUS W3MEHEHHWI WJIM JOTOJHEHUW B TOBECTKY JIHA BHECEHHBIC MPEAJIOKCHUS
BBIHOCSIT Ha TOJIOCOBAHUE M 3aHOCSIT B TIPOTOKOJI).

1. CIYIIAJIA: O cocrossHud WHOOPMAIIMOHHOW PAOOTBI B .occcveee.nee
(vkazvisaemess @.M.O. ooknaduuka). Joxnan (uHdopmarms) mnpwuiaraetcs (uiu
u3nazaemcs 6 3anuci).

Bomnpocs k goknagunky:1,2,3. (uxcupyromes éce sonpocst).

Boicrymmau: 1,23 (yrkaszvisaemcs @.HU.O. svicmynusuieco, 0O0NNCHOCHb,
Kpamkoe CO0epACAHUE 8bICIYNICHUS).

IMocranoBumn: (mexcm nocmanoGieHUsi GKIIOUAEMCs 6 NPOMOKOL  UMU

yKasvleaemcs, umo Ha aucmax npujiaecaemcs, yKasobleaemcs e2o Homep).
I'osocoBaam: «3a» CAVWHOIIIACHO Wiu 6 cjiydae paf)’HOZ]ZaCI/lIZ.'
«3Ban, «IIPOTHUB», «BO3OCPIKAICA»

2. CJIYIHAJIA: O BBINOJHEHUH ..............
Bompocs! k moknaqunky:1,2,3. ( pukcupyromes ece onpocwt).
Boictymuau: 1,23 (yrkaszvisaemcs @.HU.O. svicmynusuieco, OO0aNCHOCHD,
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Kpamkoe CO0epuCAHUe 8bICTYNICHUS).
IMocTtanoBuIN: (mexcm NOCMAHOGIEHUSI GKIIOYUAEMC 6 NPOMOKOL UMU

yKasvleaemcs, umo Ha aucmax npuiazaemcs, yKasbvleaemcs eco Homep).
I'osocoBasum: «3a» CAWHOIIACHO Wiu 6 ciydae pasuoeﬂacud:
«3arn, «IIPOTHUB», «BO3ACPIKAIICS»

[Ipencenarens nepBUYHOU
po¢COr03HOM OpraHu3aIuu

8.7. MMPOTOKOJ 3ACEJAHHUSI NMPO®COIO3HOIO KOMHUTETA
(TPO®KOMA)

[Ipodcoro3 pabOTHUKOB HAPOAHOTO 0OpPa30BaAHUS
u Hayku Poccutickont denepanuun

(raumenosanue nepsuunou opeanuzayuu Ipogcorosa)

MNPO®COIO3HBIA KOMUTET
NMPOTOKOIN

Jara MECTO

N36pano B coctaB npodroma ( ) 4el.
[IpucyrcrBoBanu Ha 3acenanuu () uen. (Jlucm npucymcmeus npunazaemcs)
[Ipurnamexsr:

(©.1.0.)
[IpencenarenbCcTBYOMMI

IMOBECTKA JIHA:

1. O cocrostHuM PO COIO3HOTO YWICHCTBA.

2. O paccmoTtpenunu 3asBiaeHu# wieHoB [Ipodcoro3a Ha MaTepHaATbEHYIO TOMOIIIb.

TI'onocoBajum: _ «3a»,  «IOpOTHB»,  «BO3AepXkKaics» (B cCiydac
W3MCHCHUH W JIOTIOJTHEHUH B ITOBECTKY JHS 32 BHECCHHBIC MPEAJIOKCHUS TOJOCYIOT
1 3aHOCSIT B MPOTOKOJ)

1. CJYHAJIM: O coctossaru mpo¢)COI3HOTO YJICHCTBA.
C unbopmanueil BRICTYNHI MpeaceaaTelb KOMUCCUU TI0 OPraHU3allMOHHO-MacCOBOM
pabote npodproma (D.M1.0.). (uadopmalus npuaraercs).

Bomnpocs! k moxnanunky:1,2,3 (duxcupyiomes éce sonpocul).

Boictynuim: 1,2,3 (yrkazvisaemcs @.H.O. evicmynusuieco, O0MNCHOCHD,
Kpamkoe co0epIHCaHue 6blCmynieHus).

IMocTranoBuim: (mexcm NOCMAHOBICHUS BKIIOYAEMC 6 NPOMOKOL Ul
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yKasvleaemcs, umo Ha aucmax npuiazcaemcs, yKasbvleaemcs eco Homep).
TI'oaocoBaau:. «3a» CANHOIJIACHO (6 cuyuae pa3H02JzacuzZ yKasoleaemcs

«3ay, «TPOTHUBY, «BO3JICPXKATICS» U YKA3bIGAIOMCA P.U.0, 20]10C08ABUIUX
npomus).

2. CIYIIAJIM: 3asenenue uneHa IIpodcoroza (®.1.0.) Ha
MaTepHalibHYI0 TMOMOIIb. (3aserenuss paccmampusaromcs 6 omoenbHOCmU, U No
KANCOOMY NPUHUMAEMCL NOCMAHOBIEHUE C YKA3AHUEeM Pe3YIbmamos 20J10C08AHU).

[Ipencenarens nepBUYHOU
po¢COr03HOM OpraHu3aIuu

8.8. MPOTOKOJ 3ACEJAHUSA KOMMUTETA ([IIPESUIUYMA)
MECTHOM OPTAHU3ALIUU TPO®COIO3A.

[Tpodcoro3 pabOTHUKOB HAPOIHOTO OOPA30BAHUS
n Hayku Poccutickoit denepanuun

(raumenosanue mecmnoii opeanusayuu Ilpoghcorosa)

KOMUTET (ITPE3UIUYM)
NMPOTOKOIN

nara MECTO

N306pano B coctaB komuTeTa (Mpe3uanyma) () Yell.
[TpucyrctBoBasio Ha 3acefqanuu () 4ein. (Jlucm npucymcmeus npunrazaemcsi)

[TpurnamieHsr: (¢.u.o., dondxcrocmn)

[IpencenarenscTBOBAN

MMOBECTKA J1HA:

1. O xozme OTYETHO-BHIOOPHOW KaMMaHUM B TEPBUYHBIX MNPOPCOIO3HBIX
OpraHu3alusIX.

2. O6 yTBepxkaeHuu 1ana padotel Ha |l momyrogue 2014r.

T'onocoBasu: _ «3a»,  «OpoTHB», __ «BO3AEpXKaics» (B ciydae

M3MEHEHUH WIN JIOTIOJTHEHUH B TIOBECTKY JHS 32 BHECEHHBIC MPEJIOKEHUSI TOJOCYIOT
Y 3aHOCSIT B POTOKON)

CJHIYHMIAJIN: Ilpencenarensi opraHW3allMOHHO-MAacCOBOM KOMHUCCHHM palikoma
podcorosa (®.1.0.) o xome OTYETHO-BHIOOPDHOH KaMIlaHUH B
MIEPBHYHBIX TTPOQPCOIO3HBIX OPTaHU3ANMAX (UHDOpMayus npuiazaemcs).

Bomnpocs k nokmamunky:1,2,3. (uxcupyromes 6ce sonpocswt).
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Boictymuau: 1,2,3.4. (yrkazvisaemcs ¢h.u.o. svicmynusuieco, OO0JNCHOCHIDb,
Kpamkoe COO0epIHCAHUe 8bICIYNIIeHUS. U NPEONONCEHUSL).

MocranoBunu: (Quxcupyemcs peuienue no OanHOMYy 60ONPOCY C YKA3AHUEM
Pe3VIbMamos 20J10C08AHUS).

3. CIIYHIIAJIM: [Ilpencemarens paiionHod opranm3anuun [Ipodcorosa
(®.1.0.) o murane padotsl Ha |l monyroaue 2014r. (nran npunacaemcs)

Bonpocs k goknaguuky: 1,2 ( uxcupyromes 6ce 6onpocet).

Boicrymmau: 1,2,3.4. (ykaszvisaemces ¢h.u.o. evicmynusuie2o, OO0NNCHOCMb,
KpPamkoe COO0epHCAHUe 8blCIYNICHUSL U NPEOONCEHUSL).

IMocTaHOBMIIN: MeKCm NOCMAHOGNEeHUs BKAIOUYAemCss 6 NPOMOKONL Ul

VKA3bl8AEMCsl, YUMo HA ___ TUCMAX NPULA2Aemcsl, YKA3bl8Aemcsi e20 HoMep).

TosiocoBaIN: «33» €IUHOIIIACHO (6 ciyuae pasHoenacuil yKazvl8aemcsi
«3a»,  «IPOTHB», _ «BO3ACPNKAICI» W YKA3ZLIBAIOMCA (D.U.0, 2010COBABUIUX
npomus).

[Ipencenarens paliOHHOM
opranuzanuu [Ipodcoroza

8.9. BBIIINCKA U3 ITIPOTOKOJIA

it ‘ i
| |
“ y
MPO®COI03 PABOTHUKOB HAPOJIHOI'O OBPA3OBAHUS U HAYKHN POCCHHUCKON ®ENEPAIIUA

MEPBUYHASI TPO®COIO3HAS OPTAHU3 AU IIKOJIBI Ne25
MOJ0JbCKOT'O PANOHA MOCKOBCKOM OBJIACTH

MNPO®COIO3HBIA KOMUTET

265123, r. [Tomonsek, yi. [Ipodcorosnas, 1.7a ten. (8-4962) 23-24-56; daxc (8-4962) 23-28-49
Ne
BBIIIUCKA
H3 IMPOTOKOJIA 3aCC/IaHUsA HpO(l)COIO3HOFO KOMMUTETA
OT «__» 20 r.Ne

N36pano B coctas npodkoma: () 4el.
[TpucyrctBoBano: () uedn.
IIpencenarenbcTBOBAI
CIIYHIAJIA: ITpeacenarens npodCOO3HOM OpraHu3alum (b.m.0.)o
MPEICTABJIICHUH K HarpaxaeHuro 3HakoM [Ipodcorosa «3a akTuBHYIO paboTy».

IMocTanoBuan: XomaraiicTBoBaTh nepes ropoackuMm komutetom [Ipodcorosa o
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MpeICTaBlICHUH K HarpaxiaeHuto 3HakoM [Ipodcoro3a «3a akTuBHyIO padboTy»
(¢p.n.0., JOKHOCTH MO MITATHOMY PACIUCAHMUIO M MOJHOE HAaUMEHOBAaHHE

YUPEIKIACHUSA), npefcenaTenss  MOCTOSHHOW — KOMHCCHU — mpodkoMa 1Mo
OpraHMU3aIMOHHOM padoTe.
Tonocosanu: «3a», ___ «NPOMUBY, ___ «B030€PHCATCAN.

[Ipencenarens nepBUYHON
poCOrO3HOM OpraHu3aIun

8.10. IPUMEPHASA JOJIZKHOCTHASI MHCTPYKLUSA T'JIABHOI'O
CHENUAJTACTA  OPTAHU3AIIMOHHOI'O  OTAEJA  AIIIAPATA
TEPPUTOPUAJTBHOU OPTAHU3AIIUU ITPODPCOIO3A

IIpogcoro3 padOTHUKOB HAPOIHOT0 00PA30BAHUSA M HAYKHU
Poccuiickoin ®egepaunu

(HauMeHOBaHUE TEPPUTOPHATBEHON opranu3aiun [Ipodcorosa)

YT1BepxkIcHA

pacrnopsbkKeHHEeM

npejicenaTenss TePPUTOPUATIBHON
opranuzanuu [Ipodcoroza

OT «__» 20 1. No

IMPUMEPHASA JOJKHOCTHASA UTHCTPYKIIUA
I''TABHOI'O CIIEUAJINCTA OPTTAHU3ALIMOHHOI'O OTAEJIA
ATIITAPATA TEPPUTOPUAJIBHOM
OPTAHUM3ALINMUA ITPODPCOIO3A
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JOJZKHOCTHAA UHCTPYKIUA

1. O0mue noJ1o:KeHus

1.1. JlomKHOCTHasT MHCTPYKUHS SBJISETCA BHYTPEHHHM OpraHU3aIllMOHHO-
pacnopsIMTEIbHBIM JTOKYMEHTOM TeppUTOpuaibHO opranusanuu [Ipodcorosa,
coJiepKallliM KOHKPETHBIA MEpeueHb JTOJDKHOCTHBIX OO0s3aHHOCTEW pabOTHUKA C
Y4€TOM OCOOCHHOCTEH NEATeTLHOCTH TEPPUTOPHAbHON opranu3aruu [Ipodcorosa u
€€ BBIOOPHBIX KOJUIETHAIBHBIX OPTaHOB, a TAKKE €ro MpaBa U OTBETCTBEHHOCT.

JloIDKHOCTHAS. MHCTPYKIIHSI MOYKET OBITh MPUIIOKEHUEM K TPYIOBOMY JIOTOBOPY.

1.2. TpynoBas ¢yHKIUS TJIaBHOTO CIIEUUAINCTa OPTaHU3AIIMOHHOTO OT/eNa
anmapara TeppUTOpHanbHOM opranuzauuu IIpodcoroza omnpenenena ucxons u3
HAUMEHOBAHHUS JOJDKHOCTHU IO IITATHOMY PACHMCAHUIO anmnapara TEPPUTOPUATIBHOU
opranuzanuu [Ipodcoro3a 1 KOHKpEeTU3UpPOBaHA B TAHHOU TOHKHOCTHON MHCTPYKIIUHU.

1.3.  T'maBHBIi  cHeUMANIWCT  OPraHMW3alMOHHOTO  OTAENa  armapara
TeppuTopuaNbHOM opranuzanuu [Ipodcoro3a Ha3HauaeTcs M OCBOOOXKIAETCS OT
NOJDKHOCTH — pacnopspkeHueM  IIpeaceparenss  TeppUTOpUAIbHOM — OpraHU3aluU
[Tpodcoroza pabOTHUKOB HApoaHOTO OOpa3zoBaHus M Hayku Poccuiickoit denepanmu
(manmee Ilpencenarenb) 1O MPEACTaBICHUIO 3aBEAYIOMIETO  OpPraHU3AIIMOHHBIM
OT/ZIEIJIOM.

1.4. TI'maBHpIl  cHeNMANIWCT  OPraHMW3AaUMOHHOTO  OTAENa  armapara
TeppuTOopraibHOM  opranmzanuu  IIpodcoroza B ciiydyae  MPOU3BOJICTBEHHOMN
HEO0OXOAMMOCTH, MOXET B COOTBETCTBUM ¢ TpynoBbiM Kogekcom P® Ha ocHoBaHuuU
MOPYUYEHUsI PYKOBOJICTBA TeppUTOpUalibHON opranu3auuu [Ipodcoroza u oprotaena,
BPEMEHHO UCIIOJIHATH 00513aHHOCTH IPYTUX paOOTHUKOB OProT/ea.

1.5. C rnaBHBIM CHEUMAIUCTOM OPraHU3alMOHHOTO OTJEeNIa amnmnapara
TeppuTopranibHOM opranm3auuu I[Ipodcoro3za, npu mnpueme ero Ha padorty,
TepputopuanbHas opranuzaius [Ipodcorosa 3akimtouaet Tpya0BOM TOTOBOD.

1.6. Ha nomKHOCTh TJIABHOTO CHEUMAIMCTa OPTaHU3alMOHHOIO OT/ela
amnmapara TeppuTopuanbHON opranuzaiuu [Ipodcoro3a Ha3HavaeTcs JUI0, UMEIOIIEe
BBICITIEE OOpa30BaHUE U OMBIT OOIIECTBEHHOM pabOThI HE MeHee 3-X JIeT.

1.7.  T'maBHbIi  cHEUMANIWCT  OPraHMW3alMOHHOTO  OTAEJa  armapara
TepputopuanbHo  opranuzamuu  [Ipodcoro3za pabGotaeT 1oA  PYyKOBOACTBOM
3aBEIYIONIEr0 OPraHU3alMOHHBIM OTAEIOM amliapara TEPPUTOPUATBLHON OpPTaHU3alUN
[Tpodcorosa, BeinonHsET opyuenus [Ipeacenarens u ero 3aMecTUTENS.

2. JI0JI7KHOCTHBIE 00SI3aHHOCTH TJIABHOTO CHEIHAMCTA OPTraHU3alMOHHOTO
0T/1eJ1a annapaTa TeppUTOpUAILHOii opranuzanuu [Ipodcorosa

2.1. OcHoBHOH HEJIBIO EITEIbHOCTH TJIaBHOT'O CIIELIMAINCTAa
OpraHU3aIIMOHHOTO OTJeNa armapaTa TeppUTOpHanbHOW opraHu3amuu I[Ipodcorosa
ABJISIETCST  oOecleueHrne MOPYYCHHOTO €My HampaBJICHUS JEATEILHOCTH U 3aj1ad,
BO3JIO’KCHHBIX HA OpraHU3alldOHHBIN OT/IE]L.

2.2. K 10mKHOCTHBIM 00SI3aHHOCTSIM TJIABHOTO CIICIIUAIMCTA OPTraHU3alliOHHOTO
OT[IeJ1a OTHOCSITCSL:
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y4acTHE B OPTaHU3AIMOHHO-TEXHUYECKOM O0eCreueHuu paboThl PYKOBOISIINAX
OpraHoB TeppuTOpuanbHOW opranuszamuu [Ipodcoroza (Komurer, Ilpesummmym,
[Ipeacenarens, KouTponbHO-peBu3nonHas komuccus [Ipodcoro3a) B cooTBeTCTBHA C
JTOJDKHOCTHBIMU OOSI3aHHOCTSIMU U PACTIOPSKEHUSMH PYKOBOJICTBA TEPPUTOPUATHLHOM
opranmzanuu  [Ipodcoroza u  OpraHuzalMoHHOTO  OTAena  (perucTpanus,
pa3MHOXeHUe, odecrieyeHrne pabouruMH TOKYMEHTaMHU U JIp. );

OpraHU3alMOHHO-TEXHUYECKOoe o0ecredeHne moCTOsIHHBIX Komuccuii Komurera
TeppUTOpHAIbHOK opranu3anuu [Ipodcorosa;

KypupoBaHHe paboThl  TeppUTOpHANbHBIX  opranmzanuii  IIpodcorosa,
nH(GOPMUPOBAHHE PYKOBOJICTBA OTJENA O COCTOSIHMM OIEpPAaTHBHOW OOCTAaHOBKHU B
KYpPUPYEMBIX TEPPUTOPHSIX;

MeToanYecKass paboTa ¢ MEPBHUYHBIMU U TEPPUTOPUATBHBIMH OpraHU3aLUSIMU
[Ipocoroza Ha MyHUIIMIAIBHOM YpOBHE, M3YYEHHE U aHAJIU3 MPAKTUKU PaOOThI
BBIOOPHBIX TPO(COIO3HBIX OPraHOB MECTHBIX opranuzauuii [Ipodcorosa;

BONPOCHl YKPEIJICHUS] TMPOQCOIO3HOTO WIEHCTBA, CO3JAaHUS M JIUKBUIALUU
MECTHBIX PO(COIO3HBIX OpraHU3alni;

OCYLIECTBJIEHUE KOHTPOJI 3a HWCIIOJHEHHEM KypPUPYEMBIMU INEPBUYHBIMH U
TEPPUTOPUAIBHBIMU OpranuzanusiMu Ilpodcoroza MocTaHOBIEHUM BBIIECTOSIINX
MPOQCOIO3HBIX OPTaHOB 10 BHYTPUCOIO3HBIM OPTaHU3aMOHHO-YCTaBHBIM BOIIPOCAM;

y4acTHE B U3YYEHUU BHYTPHCOIO3HON padOThl KypUPYEMBIX TEPPUTOPHAIBHBIX
opranuzauuii [Ipodcoroza m moaroroBke BOMpOcoB K 3acenanuto Komurera win
[Ipe3unuyma TepputopuanbHoil opranuzauuu [Ipodcorosa;

OCYUIECTBJIEHUE ONEPATUBHOIO B3aMMOJACUCTBUS C TEPPUTOPUAIBHBIMU U
nepBUYHBIMU opranu3ainusmMu IIpodcoro3a no BonpocaMm MOTHBaMU NpodCOI03HOTO
YJICHCTBA,

ydacTHE€ B pa3pabOTKe HOPMATHUBHBIX JOKYMEHTOB U y4€OHO-METOJUYECKHX
MaTepHaJIOB TEPPUTOPHATbHON opranu3amuu [Ipodcorosa;

ydqactue B OOy4eHHMH TPO(PCOIO3HBIX KaJgpOB M AaKTUBA, B KYpPCOBOM
NepenoaroToBKe npeaceaarenei opranuzanuii [Ipodcorosa;

OCYLIECTBJIEHUE ONEPATUBHOIO B3aMMOJACUCTBUSA C TEPPUTOPUAIBHBIMU U
nepBUYHbIMU opranmzanusmMu [Ipodcoroza, cobop u ananu3 wuHPoOpMaUid U
CTAaTUCTUYECKUX JTAaHHBIX MO utoram Bcepoccuiickux akuuil [Ipodcoroza u apyrux
KOJIJICKTUBHBIX JICHCTBUM,

OCYUIECTBJIEHUE cOOpa M aHaiIM3a HEOOXOAUMOU MH(MOPMAIMU O COCTOSIHUH
yucJIeHHOCTH opranuzauuid I[Ipodcoro3a u opranuzatopckoi paboTsl Ha MeCTax IO
MOTHUBALMU TPO(PCOIO3HOTO WICHCTBA;

OCYUIECTBJIECHUE METOANYECKON pabOThI O BOMPOCaM JIEATEIbHOCTH BHIOOPHBIX
opraHoB opranuzauuii IIpodcoroza, ™MoTuBanMu MOpodCOIO3HOTO  UYJIEHCTBA,
BoBJIeueHus B IIpodcoros;

(opMupoBaHHEe B COOTBETCTBUM C HOMEHKJIATypoll el HapaOOTaHHBIX
JOKYMEHTOB JIJIsl XPaHEHHs B PEKMME TEKYLIEro apXyBa amnmnapara TeppUTOPUATIbHOU
opranuzammu [Ipodcorosa;

BBITIOJTHEHHE JIPYTUX 00sI3aHHOCTEN B COOTBETCTBUU C TEKYIIUMU MOPYYCHUSIMU
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3aBEYIOIIET0 OPraHU3alMOHHBIM OTIEIOM M (PYHKIMSIMH OPTraHU3aIMOHHOTO OTAea
amnmapara TeppUTOpHanbHOM opranuzanuu [Ipodcorosa.

2.3. I'maBHBIM  cHoenuanuCT  OPraHMU3alMOHHOIO  OTAENa  armapara
TeppuTopuanbHOi opranuzanuu [Ipodcorosza 06s13an:

BJIaJIETh U PYKOBOJCTBOBAThCS B CBOEH naearenbHocTH YcTtaBoM llpodcorosa,
O6mwmmu  [lonokeHUSIMA O  TEPPUTOPUAIBHOM W TMEPBUYHON  OpraHU3alusIX
[Ipodcoroza, Tlomoxxennem o TepputopuaibHOi opranuzanuu  IIpodcorosa,
MOCTAHOBJICHUSAMH  BBIOOPHBIX  KOJUIETHAlIbHBIX  opraHoB  Ilpodcoroza wu
TeppuTOpHaibHOM opranuzanuu I[Ipodcoro3a, COOTBETCTBYIOMIUMH JIOKAJTbHBIMU
aKTaMu TeppuTOpHabHOM opranm3anuu [Ipodcoro3a, Hactosmer WHcTpykiuei,
JEHUCTBYIOIIUM 3aKOHOJATEIBCTBOM O MPO(COr03ax 1 0OIIECTBEHHBIX 00bEIUHEHUSX;

M0/l PYKOBOJICTBOM 3aB. OTJEJIOM B COOTBETCTBHM C JCHCTBYIOIIMMU Y CTaABOM,
IIPAaBOBBIMM W HOPMATHMBHBIMM AKTaMH OCYLIECTBIATH PEATU3ALUI0 IMOJTHOMOYHIMA
OpPraHU3alMOHHOTO OT/ieNia B 00JIACTH OPYUYEHHOIO €My HallPaBJICHUS €SI TEIbHOCTH;

B COOTBETCTBUM C IUIAaHOM pabOThl  M3y4aThb MPAKTUKY  PaOOTHI
TEPPUTOPUAIBHBIX U NMEPBUUYHBIX opranu3anuil I[Ipodcoro3a, roroBUTh HEOOXOIUMBIE
CIPABKH U MPOEKThI JOKYMEHTOB, TP HEOOXOAUMOCTH BHOCUTh UX Ha PAaCCMOTPEHUE
BBIOOPHBIX OPTraHOB;

aHaJIU3UpPOBaTh, B PaMKaxX MOPYUYEHHOTO €My HaIpaBJICHUS, OPraHU3ALMOHHO-
YCTaBHYIO JICSITEIIbBHOCTh TEPPUTOPHUAIIBHBIX U NIEPBUYHBIX opranuzanuii [Ipodcorosa;
BBISIBIIATh MCTOYHUKU HEAIPHEKTUBHON NEATENTbHOCTH MPOGCOIO3HBIX OpraHu3allnii;
pa3zpabaThiBaTh MEpPHI MO TMOBBIICHUIO 3()PEKTUBHOCTH OPraHU3AIMOHHO-YCTaBHOM
nesitenbHOCTH opraHu3anmu [Ipodcoro3za, uX BBHIOOPHBIX OPraHOB U TMPO(COIO3HBIX
KaJpOB, MPEJCTABIIATh UX PYKOBOJICTBY OT/ENA;

rpaMOTHO ¥ OS(PPEeKTUBHO TPUMEHSATH B CBOeH paboTe DIEKTPOHHO-
BBIYMCIIUTENbHYIO TEXHUKY, COBPEMEHHbIE UH()OPMAIITMOHHBIE TEXHOJIOTUH;

3aHMMAaThCsl CaMOOOpA30BAHMEM, PETYJSAPHO TMOBBINIATH YPOBEHb CBOEH
KBaJu(UKaLINH;

BECTH  JIEJIONPOM3BOJCTBO B  COOTBETCTBUM C  HOMEHKIATYPOM  JI€l
OpraHU3allMOHHOTO OTJIENA, B TOM YUCJE U B 3JIEKTPOHHOU (popme;

BBINIOJIHATH TMpaBWJa IO OXpaHe Tpyda M TOXKapHOW O€30MacHOCTH B
MOMEINICHUSX alapaTta TeppuTopuanbHoi opranuzamnuu [Ipodcorosa.

3.IIpaBa rJaBHOIO0 CHENHAJNCTA OPraHU3ANMOHHOIO OTAej]a anmapara
TeppuTopuaabHoil opranusauuu Ipodgcorosa.

3.1.  T'maBHbIi  cHeUMAJIWCT  OPraHU3alMOHHOIO  OTIeNla  ammapara
TeppUTOpHaATbHON opranu3anuu [Ipodcoro3a nmeeT npaso:

3alpalivBaTh OT KYpUPYEMbBIX TEPPUTOPUATBHBIX W NMEPBUYHBIX OPTraHU3ALMiIl
[Ipodcoroza HEOOXOAUMYIO ONEPATUBHYIO HH(OOPMAIMIO MO BCEM HAMNpaBJICHUSIM
BHYTPHCOIO3HOM JESTEeIbHOCTH,

B COOTBETCTBUHM C ILJJAaHOM pPaOOTHl BBIE3)KaTh B KOMAHIUPOBKU M H3y4daTh
MPAaKTUKYy BHYTPUCOIO3HOW palbOThl TEPPUTOPUATBLHBIX U TMEPBUYHBIX OpTraHU3AINIl
[Tpodcorosa;
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BBICTYHaTh ~ Ha  3acC€aHHUAX  BBIOOPHBIX  KOJUIETHAIBHBIX  OPraHOB
TeppUTOpUaNIbHOKM  opranu3zaumu [Ipodcoroza B  KadecTBe JOKJIaAYUMKa IO
paccMaTpUBaEMOMY BOIIPOCY MOBECTKHU JIHS, BHOCUMOMY OPTraHHU3alMOHHBIM OTJIEJIOM
amnmapara TeppUTOpHanbHOM opranuzanuu [Ipodcoroza;

BHOCUTh TNPEIJIOKEHHUS W NPUHUMATh HEMNOCPEACTBEHHOE YYacTHE B
0o0CY)XIECHMM  BOMPOCOB  OPraHU3AIMOHHOTO  YKPEIUICHUS  TEePPUTOPUATBHOU
opranuzanuu [Ipodcoro3a, noseimeHus 3pGHEKTUBHOCTH IEATETLHOCTH MPO(COI03HBIX
KaJ[pOB W aKTUBAa MO peaju3alli YyCTaBHBI 3ajlay, OpraHu3aluu OO0ydeHUs
po(COIO3HBIX KaPOB U JIp. BOMPOCAM, BXOJIAIIUM B KPYT 00SI3aHHOCTEH;

OpyUHUMaTh  ydacTMe B pa3pabOTKe  HOPMATUBHBIX  JOKYMEHTOB
TepputoprasibHoM  opranuzanuu  [Ipodcoroza mno  BompocaM — MOTHBALMH
po(COIO3HOTO UICHCTBA;

BHOCUTh TNPEMJIOKEHHUSI 10 COBEPIICHCTBOBAHUIO paOOThl  OpraHU3alMii
[Tpodcoro3za 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 opranu3anuii [Ipodcorosa;

3HAKOMUTBCA C MPOEKTaMH pELIEHUH PYKOBOJACTBA TEPPUTOPHAIBHON
opranuzanuu [Ipodcorosa, kacaromuMucs ero AeaTeIbHOCTH;

3anpamyBaTh JIMYHO WM 110 IIOPYYEHUIO PYKOBOJCTBA TEPPUTOPHAIBHON
opranmzanuu  Ilpodcoroza, pykoBoguTenell  OpPraHU3allMOHHOTO  OTAeNa Yy
CHELHMAIMCTOB almapara TeppuTopuagbHoi opranuzanuu [Ipogcoro3a nuapopmanuio u
JOKYMEHTBI, HEOOXOJUMbIE JJIs1 BHIIOTHEHUS! IOJKHOCTHBIX 00s3aHHOCTEH;

UCITOJIB30BaTh CUCTEMBI CBA3M M KOMMYHHKAalM¥ OpPTraHHU3alyMd, B TOM YHCIIE
NHurepHer;

NPUBJIEKATh K PELICHUIO BO3J0KEHHBIX HAa HEro 3ajay CHEelUaJINCTOB JIPYruX
CTPYKTYPHBIX MOJIpa3JeleHHil anmnapara TeppuTopuaibHol opranuzauuu [Ipodcoroza
C corjacHsi COOTBETCTBYIOIIUX PYKOBOJUTEINEH;

OpUHUMATh ydyacTHE€ B KOH(PEpPEHIMSX M COBEIIAHMSIX, Ha KOTOPBIX
paccMaTpUBaOTCS BOIIPOCHI, CBA3aHHBIE C €r0 padOTOM;

HOBBILIATH CBOIO KBAIM(UKAIIHIO.

['aBHBIN CHEUANINCT NOJIB3YETCS BCEMH TPYAOBBIMH IIPAaBaMHU B COOTBETCTBHUHU
¢ TpynoBeiM koznekcoMm Poccuiickoit @enepannu.

4. OTBETCTBEHHOCTh TIJIABHOI0 CHENHAJUCTA OPraHU3ALUOHHOIO OT/eJa
anmnapara reppuropuajbHou opranusanuu Ilpogcorosa.

4.1. B mopsiake, yCTaHOBIIEHHOM 3aKoHOAATeNbcTBOM PD, YeraBom [Ipodcorosa
U HOpMaTUBHBIMH akTamu I[Ipodcoroza, riaBHBIM CHEIUATUCT OPraHU3AIMOHHOTO
OTjeNIa  ammapata  TeppuTopHaibHOM  opranm3auuu  [Ipodcoro3za  HeceT
OTBETCTBEHHOCTb 3a:

OCYIIIECTBJICHUE BO3JIO)KEHHBIX HAa HETO JIOKHOCTHBIX 00SI3aHHOCTEH;
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OpraHu3aluio CcBoell paboThl, CBOEBPEMEHHOE M KBAIU(UIIMPOBAHHOE
BBITIOJTHEHUE PACIIOPSIKEHUM M MOPYYEHUU PYKOBOJCTBA, HOPMATHBHBIX MPABOBBIX
aKTOB I10 CBOEH JICATCIbHOCTH,

coOJII0IeHME MTPaBUJl BHYTPEHHETO TPYIOBOIO PAacCHopsiKa, MPOTHBOIOXKAPHOU
0€30MacHOCTH U TEXHUKHA O€30MacHOCTH Ha pabodeM MeEcCTe;

HaJJIeKallee BEICHUE JTOKYMEHTAllud, NPEAYyCMOTPEHHOW JOJKHOCTHBIMU
00513aHHOCTSIMU;

MPENOCTABJICHUE B YCTAHOBJICHHOM TMOPSAJKE CTATUCTUYECKOM W  HMHOU
uH(pOpMAaIK IO CBOEH JESTENbHOCTH.

3a HapylleHUE 3aKOHOJATEIbHBIX W HHBIX HOPMATHBHBIX MPABOBBIX aKTOB
[JIaBHBIA CHEIUATUCT MOXET OBbITh MPUBIECYEH B COOTBETCTBUU C JEHCTBYIOLIUM
3aKOHOAATEIBCTBOM B 3aBUCHMOCTH OT TSKECTH NPOCTYINKA K AUCIUILIMHAPHOM,
MAaTEpUAIBHOW U HTHOW OTBETCTBEHHOCTH.

O3HakoMJICH Jlata
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I''TABA 9. ®OPMbI MPOP®COIO3HbIX BJIAHKOB

9.1.MTIPUMEPHBIE ®OPMbI BJIAHKOB MTOCTAHOBJIEHUI
MMPOP®COIO3HBIX OPTAHOB
“ .‘

[IPO®COIO3 PABOTHUKOB HAPOTHOI'O OFPA3OBAHUSA K HAYKH POCCUMCKOM ®EJIEPALINA
CAMAPCKAS OBJIACTHAS OPTAHU3ALIASA TPOP®COIO3A

KOH®EPEHIUS
NMOCTAHOBJIEHUE

20 r..Camapa No

[IPO®COIO3 PABOTHUKOB HAPOJHOI'O OBPA3OBAHMS M HAYKY POCCUMCKOM ®EJEPALINA
CAMAPCKAS OBJACTHAS OPTAHU3ALIIAA ITPOPCOIO3A

KOMUTET OBJIACTHOM OPT AHU3ALIMY ITPO®COIO3A
NMOCTAHOBJIEHME

20 1. r. Camapa No

[TPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA30BAHUA Y HAYKU POCCUNCKOWM ®EJIEPALIMU
CAMAPCKAS OBJIACTHASA OPTAHU3AIIUA TPOPCOIO3A

MPE3UIAYM OBJACTHOI1 OPTAHU3ALIUH ITPOPCOIO3A
NOCTAHOBINEHMUE

20 T r. Camapa No
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¥

[IPO®COIO3 PABOTHUKOB HAPOITHOI'O OBPA3OBAHIS Y HAYKH POCCUMCKOM ®EJIEPALIANA
BOJI’KCKASA T'OPOACKASA OPTAHU3ALIUA MPOPCOIO3A
CAPATOBCKOM OBJACTH

KOH®EPEHIIUA
NMOCTAHOBJIEHUE

20 1. r. Bommkck Ne

[MPO®COIO3 PABOTHUKOB HAPOJIHOI'O OBPA3SOBAHUA 1 HAYKI POCCUUCKOMN DOEJIEPALIN
BOJI’KCKASI TOPOJCKASI OPTAHU3AILIAS IPO®COIO3A
CAPATOBCKOM OBJIACTH

KOMMTET I'OPOJCKOI OPT AHU3ALIMY ITPO®COIO3A
NMOCTAHOBJIEHME

20 T r. Bommkck Ne

[MPO®CO03 PABOTHUKOB HAPOJIHOT'O OBPABOBAHUA Y HAYKU POCCUMCKON ®EJIEPALIUN
BOJIKCKASA I'OPOACKASA OPTAHU3ALIUA ITPO®COIO3A

CAPATOBCKOW OBJIACTH
NPE3UINUYM I'OPOACKOU OPTTAHU3ALINN
NMOCTAHOBJIEHME
20 . r. Bommkck No
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“ﬁi'

[MPO®COI03 PABOTHUKOB HAPOJIHOT'O OFPA3BOBAHUA Y HAYKU POCCUMCKOU ®EJIEPAIIN
HEPBUYHASA ITPO®COIO3HAA OPTAHU3AIIUA PABOTHUKOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA

KOH®EPEHIHUS
NMOCTAHOBJIEHUE

20 T r. KpacHosipck Ne

“ﬁi

[MPO®COI03 PABOTHUKOB HAPOJIHOT'O OBPA3BOBAHUA Y HAYKU POCCUMCKON ®EJIEPAIIUN
INEPBUYHASA TIPOPCOIO3HASA OPTAHU3AIIUA CTYAEHTOB
CUBUPCKOI'O ®EJJEPAJIBHOI'O YHUBEPCUTETA

MPO®COIO3HBIA KOMUTET
NMOCTAHOBINEHME

20 T r. KpacHosipck No

“ﬁi

[MPO®COKO3 PABOTHUKOB HAPOJIHOT'O OBPA3BOBAHUA Y HAYKU POCCUMCKON ®EJIEPALIUN
HNEPBUYHASA MNPOPCOIO3HAA OPTAHU3AIIUA CTYAEHTOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA
MPE3UINYM NMEPBUYHON OPTAHU3AIIMU ITPOD®COIO3A

NMOCTAHOBJIEHUE

20 T r. KpacHosipck No
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[MPO®COIO3 PABOTHUKOB HAPO/IHOI'O OBPA3OBAHUA 1 HAYvKI/I POCCHUUCKOMN OEJJEPALIN .
HNEPBUYHAS IIPO®COIO3HASI OPTAHU3ALIMS CPEJHEN OBIIIEOBPA30OBATEJIBHOM
IIKOJIBbI Ne5 CEBEPHOI'O PAMMOHA APXAHT'EJIbCKOM OBJIACTH

COBPAHUE
NMOCTAHOBJIEHUE

20 1. . CeBepHoe No

[TPO®COIO3 PABOTHUKOB HAPOTHOI'O OBPA3OBAHIMS 1 HAYKI POCCUMCKOI ®EJIEPALIANA
HEPBUYHAS TIPO®COIO3HAS OPTAHU3AIINS CPEJTHEN OBIIIEOBPA3OBATEJIBHOMN
IKOJIBI Ne5 CEBEPHOI'O PAVIOHA APXAHT'EJILCKOM OBJACTH

MPO®COIO3HBIN KOMUTET
NMOCTAHOBINEHME

20 T c. CesepHoe No

9.2. MIPUMEPHBIE ®OPMbI BJIAHKOB PACIHIOPSI)KEHU

[IPO®COIO3 PABOTHUKOB HAPOITHOI'O OBPA30OBAHNS 1 HAYKH POCCUMCKOIM ®EJIEPALIANA
CAMAPCKAS OBJIACTHAS OPTAHU3ALUSA ITPOPCOIO3A
NPEICEJATEJb OBJIACTHON OPTAHU3AIIMU ITPO®COIO3A

PACNOPAXEHMUE

20 r. r. Camapa No

64



ITPO®COIO3 PABOTHUKOB HAPOJTHOI'O OBPABOBAHIS 1 HAVKU POCCUVICKO ®EJIEPAIIIN
INATUTOPCKAS TOPOACKASI OPTAHU3AIUA ITPOP®COIO3A

CTABPOHOJ!’I)CKOFO KPAA
MPEJACEJIATEJb T'OPOJICKON OPTAHU3AIIAY ITPO®COIO3A
PACNMOPAXEHME
20 . r. [Taturopck Ne

¥

[IPO®COIO3 PABOTHUKOB HAPOITHOI'O OBPA30BAHNS Y HAYKH POCCUMCKOIM ®EJIEPALIANA
IHHEPBUYHAS ITPOPCOIO3HAA OPTAHM3ALIMA PABOTHUKOB
CUBUPCKOI'O ®EJEPAJIBHOI'O YHUBEPCUTETA
MPEJICEJATEJb IEPBUYHOM OPTAHU3AIIMA ITPO®COIO3A

PACNOPAXEHMUE

20 r. r. KpacHospck No

9.3. HPUMEPHBIE ®OPMbI BJIAHKOB JOKYMEHTOB KOHTPOJIbBHO-
PEBU3MOHHBIX KOMUCCHUI

[MPO®COKO3 PABOTHUKOB HAPOJITHOT'O OBPABOBAHUSA Y HAYKU POCCUMCKOM ®EJIEPALIN
OMCKASA OBJIACTHASA OPI'TAHU3ALUSA ITPOPCOIO3A

KOHTPOJIBHO-PEBU3NOHHASA KOMUNCCHUA
644024, r. Omck, npocnekT 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 HAPOJTHOI'O OBPA3OBAHN S M HAVKH POCCUNCKON ®EJIEPALTUA
YEXOBCKAS I'OPOJACKASI OPTAHU3ALIAA TIPOPCOIO3A
MOCKOBCKOMH OBJIACTH

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

[IPO®COIO3 PABOTHMKOB HAPOIHOI'O OBPA3OBAHIS M HAYKH POCCUMCKOM ®EJEPALINA
HNEPBUYHAA MPOPCOIO3HAA OPTAHU3ALIUA CTYAEHTOB CUBUPCKOI'O
OEJEPAJIBHOI'O YHUBEPCUTETA

KOHTPOJIBHO-PEBU3UOHHAS KOMUCCUA
660049, r. Kpacuosipck, 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

[TPO®COI03 PABOTHUKOB HAPOJIHOI'O OBPA3OBAHM S U HAYKU POCCUICKOM ®EJEPALIUM
MNEPBUYHASA MPOD®COIO3HAS OPTAHU3ALIUSA HIKOJIBI Ne 5
COJIHEYHOI'O PAMOHA MOCKOBCKOM OBJIACTH

KOHTPOJIBHO-PEBU3UOHHAS KOMUCCHUSA
123435, MockoBckas 0611., n.ConHeuHsblid, yia.JlepmMmoHToBa, 41
Ten. (4962) 44-87-78 dakc (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

IE . i
|
[IPO®COIO3 PABOTHHUKOB

HAPOJIHOT'O OBPA30OBAHMA 1 HAYKU
POCCHUIICKOI ®EAEPALIU

PAMEHCKAS I'OPOJACKAS
OPI'AHU3AIUA IPOPCOIO3A
MOCKOBCKOM OBJIACTH
KOMMTET 'OPOJCKOM

OPTAHM3AIINAN
r. Opén, 419319, yn. loctoesckoro, 42
ten. (4452) 38-87-67 daxc (4452) 38-68-55

Ne
Ha Ne oT

IE . i
|
[IPO®COIO3 PABOTHUKOB

HAPOJIHOI'O OBPA3OBAHUS 1 HAYKU
POCCUNCKOU ®ENEPALINN

OBBEJIVHEHHAS TEPBUYHAS
MNPO®COIO3HAS OPTAHU3ALIUSA
MOCKOBCKOI'O I'OCYJAPCTBEHHOI'O
YHUBEPCUTETA UMEHU
M.B.JIOMOHOCOBA

MPO®COIO3HBIN KOMUTET

119991, r. Mocksa, BopoOsEBBI roOpHI, III. KOPII.
ten. (8-495) 274-25-46;  (akc (8-493) 274-22-44
E-mail: mgu@spectrnet.ru

Ne
Ha Ne oT
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MMPO®COIO3 PABOTHHUKOB
HAPOJHOI'O OBPA3OBAHNS M HAYKH
POCCHUHNCKOU OENEPAITNN

IHEPBUYHASA ITPOPCOKO3HAA
OPI'AHM3AIIUA CTYAEHTOB

MYPMAHCKOTI'O IEJAT'OTUYECKOTI'O

YHI/IBEPCI/!JTETA
HNPO®COIO3HBIN KOMUTET

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

No
Ha Ne oT

V)

[MPOPCOIO3 PABOTHUKOB
HAPOJIHOI'O OBPA3OBAHUS 1 HAYKH
POCCHNCKOU OENEPAIINN

MEPBUYHAS TPO®COIO3HAS
OPI'AHM3AIIASA CPEJIHEM
OBIIEOBPA3OBATEJBHOM HIKOJIBI Ne5
OCTPOBCKOI'O PAMIOHA
IMCKOBCKOM OBJIACTH

MPO®COIO3HBIN KOMUTET

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

1

Ne
Ha Ne oT
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r‘_:yr
TTPO®COI03 PABOTHUKOB

HAPOJTHOT'O OBPA30BAHHSI 1 HAYKHI
POCCUMCKON ®EJEPALINN

TIOMEHCKAS MEXKPETTOHAJIBHAS
OPI'AHM3AIIUA

INPEJACEIATEJIb
r. Tromens, 129319, yn. @yueka, 42
tei. (345) 238-82-72  daxc (395) 235-45-15
E-mail: eduprof@spectrnet.ru
http://www.ed-union.ru

Ne
Ha Ne oT

r»‘__’»
TTPO®COIO3 PABOTHUKOB

HAPOJIHOI'O OBPA3OBAHM: 1 HAVKH
POCCHUMCKOU OEJEPALINN

TOBOJIBCKAS I'OPOJACKASA
OPI'AHM3AIIMS TIOMEHCKOM
OBJIACTH
MPEJICEJATEJIb
r. ToGonbck, 234119, yn. CracoBoii,41
ten. (565) 238-83-77 daxc (565) 238-68-15
E-mail: edunrof@snectrnet.ru

Ne
Ha Ne oT
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1_,_;1
[TPO®COIO3 PABOTHHUKOB

HAPOJTHOI'O OBPA3OBAHMSI 1 HAVKH
POCCHUCKOU PENEPAILINIA

IMEPBUYHAS ITPOP®COKO3HAA
OPI'AHU3AIINA PSI3AHCKOM
PAJJMOTEXHUYECKOM AKAJIEMUA
INPEJCEIATEJIb
r. Pa3anb, 234219, yn. ['arapuna, 42
ten. (578) 245-86-78 daxc (578) 245-55-15
E-mail: eduprof@spectrnet.ru

Ne
Ha Ne oT

|
TTPO®COI03 PABOTHHUKOB

HAPOJIHOT'O OBPA30BAHUS U HAYKH
POCCUICKOU OEJEPALIIU

IEPBUYHASI TPO®COIO3HAS
OPI'AHM3ALUS THMHA3HHU Ne8
MMOJ0JbCKOI'O PAMOHA
MOCKOBCKOM OBJIACTH

NPEJACEIATEJIb
[Tononbckuit paiton, MockoBckast 001.,
234219, yn. IlymxkuHa, 42
ten. (5782) 44-87-78 daxc (5782) 44-15-25
E-mail: eduprof@spectrnet.ru

No
Ha Ne oT
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9.5. HPUMEPHBIE ®OPMbI 'OPU30HTAJIBHBIX BJIAHKOB
HPOPCOIO3HBIX JOKYMEHTOB

[TPO®COI03 PABOTHUKOB HAPOJIHOI'O OBPA3OBAHHS M HAVKI POCCUIICKO ®EJIEPAIIUUN
MEXPEI'NOHAJIBHASI OPITAHU3SAIUA TIPOP®COIO3A C-IIETEPBYPI'A U
JJEHUHI'PAJICKOM OBJIACTH
KOMUTET MEX XPET'MOHAJIBHOU OPTAHU3AIIUU ITPOPCOIO3A
235000, r. C-Iletepbypr, yi. [Ipodcorosnast, 1.7a ten. (8-812) 274-25-46; pakc (8-812) 274-23-45

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

]

1!17:‘ ,,iAJ‘

[IPO®COIO3 PABOTHUKOB HAPO/IHOI'O OBPA30OBAHUS 1 HAYKHM POCCUMCKOM ®EJIEPALIMNA
BOJIOI'OACKAS OBJIACTHAS OPTAHU3ALIUA

KOMMTET OBJJACTHOM OPTAHU3AIIUU ITPOPCOIO3A

245034, r. Bonorga, yiu. ['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

IMPO®COKO3 PABOTHMKOB HAPOJJHOI'O OBPA3OBAHUA 1 HAYKU POCCUMNCKON OEJNEPALINU
APTEMOBCKAS PAMOHHASI OPTAHU3AIINS XABAPOBCKOI'O KPAS
KOMUTET PAHOHHOM OPTAHU3AIIMU ITPO®COIO3A
214234, r. AprémoBck, yi. Mopckast, 1.3 ten. (8-5672) 23-32-54; paxc (8-5672) 23-44-55
E-mail : anok@spect..ru http://WwWw.ed-union.ru
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[TPO®COI03 PABOTHUKOB HAPOJTHOI'O OBPA3OBAHUS 1 HAYKH POCCUICKON ®EJIEPALTUHN
NEPBUYHASA ITPOPCOIO3HAA OPTAHUBALIUSA JAJIBHEBOCTOYHOI'O
®EJEPAJIBHOI'O YHUBEPCUTETA
MNMPOPCOIO3HBIN KOMUTET

426060, r. Bnagusoctok, yi1. [IpodcorosHas, a.7a ten. (8-4342) 56-25-56; daxc (8-434) 56-24-49
E-mail : askok@spectt.ru http://WWW.ed-uni.ru

TTPO®COIO3 PABOTHUKOB HAPOJJHOI'O OBPASOBAHIU A 1 HAYKU POCCUNUCKON OEJIEPALIMN
IMEPBUYHASI IPO®COIO3HA S OPTAHU3ALIUS IIIKOJIBI Ne25
MOJ0JbCKOI'O PAHOHA MOCKOBCKOM OBJIACTH
IMMPO®COIO3HBIU KOMUTET

265123, r. [Tononbek, yiu. [Ipodcoroznas, n.7a ten. (8-4962) 23-24-56; dakc (8-4962) 23-28-49
-mail : askok@spectt.ru http://WWW.ed-uni.ru
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HPUJTOXEHUA

Hpuaoxenue Nel

NPO®COI03 PABOTHUKOB HAPO/ITHOI'O OBPA30BAHUA 1 HAYKHN

POCCHUHCKOU ®EJIEPAIIUN
(OBIEPOCCHICKHUM ITPOD®COI03 OBPA3OBAHUS)

ACINOJHUTEIbHbI KOMUTET NPO®COIO3A
IHNOCTAHOBJIEHHUE

7 viroasg 2012 r. r. MockBa NelO

OO0 yrBep:knennn IlpaBui no BexeHnIo
JAeJIONPOU3BOACTBA B OPraHU3aAUAX
IIpogcorosza

B nensx manbHelinero yiaydiieHus: padoThl ¢ JOKYMEHTaMH B OpraHU3allusx
[Tpodcoroza, Ucnosnurtensublii komurtet [Ipodcoroza IOCTAHOBJISAET:

Yr1Bepauth mnpunaraeMbie lIpaBuna 1o BeNeHUIO  JI€JIONPOU3BOJICTBA B
opranuzanusx [Ipodcorosa.

Komureram (coBeTam) MeEXKPETUOHAIBHBIX, PETrHOHANBHBIX, MECTHBIX H
nepBUYHBIX opranuzauuii [Ipogcorosa B Teuenne 2012 roga:

MPOBECTU HEOOXOJMMYK) OpPraHM3aTOPCKyl0 padoTy MO  MPUBEACHUIO
JENONpPOU3BOACTBA B opranmzauusix [Ipodcoro3a B COOTBETCTBHE C HACTOSIIKMMU
[IpaBunamu;

YTBEPJIUTh HA 3aCEIaHUSIX KOJJIETHAIbHBIX HCIOIHUTEIBHBIX MPOGCOO3HBIX
opraHoB MHCTpyKIMHM 10 JEJIOMPOU3BOJICTBY MEXKPETHOHAIBHBIX, PETHOHAJBHBIX,
MECTHBIX U MIepBUYHBIX opranu3anuii [Ipodcoroza.

KoHTponb 3a  BBINOJHEHUEM IIOCTAHOBJICHUSI  BO3JIOXKUTH Ha  OTAEN
opraHM3anMoOHHON padoThl ammapara [Ipodcoro3a.

7 /)
i e "L_z e
[pencenarens  Ipodcorosa WV ﬂ/}/ﬁ —T'.1. MepkynoBa

73



[Ipunoxenue
K OCTAHOBJICHUIO
Ucnonkoma Ipodcorosa
oT 7 utoHst 2012 r. Nel0
INPABUJIA
10 BEeJACHUIO 1eJI0NpPou3BoAcTBa B opranusanusix Ilpogcoros3a padoTHukos
HApOJHOTr0 o0pa3oBannsi M Hayku Poccuiickoit @enepaunu

|. O0mme nosoxeHus

1.1. TlpaBuna mo BeaeHWIO NETOMPOM3BOIACTBA B opranm3anusx [Ipodcoroza
pabOTHUKOB HapoOAHOrO oOpa3zoBaHusi U Hayku Poccuiickoit ®enepanuu (mainee -
[IpaBmia) pazpaboTaHbl B LENSAX yCTAaHOBJICHHS €AMHBIX TPEOOBaHHI K MOJITOTOBKE,
00paboOTKe, XpaHEHUIO M MCIOJb30BaHUIO B JIeATEIbHOCTH opraHu3anuii [Ipodcoroza
pabOTHUKOB HapoAHOro obpa3oBaHus M Hayku Poccuiickoir denepauuu (nanee -
[Ipocoro3) MOKyMEHTOB, COBEPIIEHCTBOBAHUS JEJIONPOU3BOJICTBA B OPraHU3ALUAX
[Ipodcoro3a.

1.2. Hacrosimue IlpaBuiia pazpaboTaHbl B COOTBETCTBUU C 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanuu B chepe nHGopMalmu, JOKYMEHTAUU U apXUBHOIO Jejia U
YcraBom [podcorosa.

1.3. OcHOBHBIE NOHATHSA, TpUMEHsIEMBIE B [IpaBunax:

JAOKYMeHTHpPOBaHuUe - GpuKcanus nHpopMannu Ha MaTepUATbHBIX HOCUTENSIX B
YCTaHOBJICHHOM TIOPSIIKE;

AeJONPOU3BOACTBO -  JCSITENBbHOCTh,  OOecrmeuuBaromas  CO3JaHHe
opHUIMAaTBHBIX JOKYMEHTOB W OpraHW3aluio paboThl C HUMH B OpTraHU3alUAX
[Tpodcorosa;

AOKYMEHT - o(uIManbHbIA  JTOKYMEHT, co3gaHHbii  IIpodcorozom,
opranmzanuein  [Ipodcoro3a, rocynapcTBEHHbIM OpPraHOM, OPraHoM MECTHOTO
CaMOYNpAaBIICHUS, IOPUAUYECKUM WM (QU3MUECKUM JHMIOM, O(QOpPMIICHHBIH B
YCTAaHOBJICHHOM TIOPSAKE M BKIIOYEHHBIM B JOKYMEHTOOOOPOT OpraHu3aliiu
ITpodcorosa;

3JIeKTPOHHBIN JOKYMEHT - JOKYMEHT, B KOTOPOM HMH(OpMalus MpeacTaBiIeHa
B 2JICKTPOHHO-IIU(PPpOBOI Gopme;

BH/ JAOKYMEHTa - TPHHAJICKHOCTh JOKYMEHTa K OMpEACICHHOW TpyIe
JOKYMEHTOB T10 TIpU3HAKAM COJEP)KaHUS U 1IeJICBOTO Ha3HAUCHUS;

odopmiieHHEe JTOKYMEHTA - TIPOCTaBICHHE HEOOXOAWMBIX PEKBH3UTOB,
YCTaHOBJICHHBIX NMPaBUIAMH JOKYMEHTHUPOBAHUS;

PEKBHU3HUT JOKYMEHTA - 00s13aTEIBHBIN 3JIEMEHT 0(OPMIICHHSI TOKYMEHTA;

0J1aHK JOKYMeHTa - HaOOp PEKBU3UTOB, UACHTUPUUUPYIOUIUX (U3HUECKOE
WA FOPUINYECKOE JIUIO, CO3/IaBIIee MMChbMEHHBINA JOKYMEHT;

0JIaHK NPo¢CcoI03HOr0 A0KYMeHTA - (hopMa YTBEP>KICHHOTO B YCTAaHOBJIEHHOM
nopsiake OJaHKa ¢ OTpakeHHueM opuIanbHoi cumBoiuku [Ipodcoroza u pekBU3UTOB
poCOrO3HOM OpraHu3aIny;
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NMOJAJTMHHUK JOKYMEHTA - IEPBbI WM €AMHCTBEHHBIN 3K3EMILISP TOKYMEHTA;

KOINMSA JTOKYMEHTA - JOKYMEHT, TIOJHOCTHIO BOCIPOM3BOAAIINI UHGOPMAIUIO
MO/VIMHHUKA JOKYMEHTAa U €ro BHEIIHWE MPU3HAKK, HE UMEIOIUN HOPUINYECKON
CUJIBL;

3aBepeHHasi KONMS - KONUS JIOKYMEHTa, Ha KOTOPOHM B COOTBETCTBUHU C
YCTAHOBJICHHBIM TMOPSIIKOM MPOCTABIISIOT HEOOXOIUMbIE PEKBU3UTHI, MPUIAIOIINE el
IOpPUJINYECKYIO CUITY;

oOpamenue wiena Ilpogcoros3a - HanpaBiIeHHBIE B MUCbMEHHOM BHUJE WU B
ANEKTPOHHO-TIM(poBO hopme B opranuzaiuio [Ipodcoroza npennoxxeHue, 3asBieHUe
Wik Kajaoba, a Takke YCTHoe oOpaiieHue pabOTHHUKA, SBISIOMIETOCS YJICHOM
[Ipodcoroza, B mpodcor03HYI0 OpraHu3aIuio;

AOKYMEHTO00OPOT - JBWKECHHE JOKYMEHTOB C MOMEHTa HMX CO3JaHHUS WIIA
MOJIYYEeHUS 0 3aBEPILICHUS UCIIOTHEHUS], IOMEIEHUS B 110 U (WJIH) OTHPABKU;

perucrpanusi JAOKyMEHTAa - I[PUCBOCHUE JOKYMEHTY pPETUCTPALMOHHOIO
HOMEpA U 3aIUCh B YCTAHOBIIEHHOM NOPSAJIKE CBEACHUI O JOKYMEHTE;

HOMEHKJIATYpa [eJ - CUCTEMATH3WPOBAHHBIM NEPEYEHb HAMMEHOBAHUM [T,
(dopmupyemsbix B opranuzanuu [Ipodcorosa, ¢ ykazaHueM CpoKOB UX XpPaHEHHS;

JKCIEPTH3Aa HEHHOCTH JTOKYMEHTOB - U3YY€HHE JOKYMEHTOB Ha OCHOBAHHH
KPUTEPUEB UX LEHHOCTH B LEJAX OIPEHCICHHUS CPOKOB XPAaHEHUs JTOKYMEHTOB M
otOopa uX I BKJIIOUEHHUs B coctaB ApxuBHoro ¢onna Poccuiickoit denepaunu u
JIPYTUX apXUBOB;

JeJI0 - COBOKYITHOCTh JOKYMEHTOB HJIM OTIEJIBHBIN JTOKYMEHT, OTHOCSAIIUECS K
OJIHOMY BOMPOCY WJIM YHaCTKY AesITeIbHOCTU opranu3anuu [Ipodcorosa;

(¢opmupoBaHue aesia - IpyNIIMPOBKA HCIOJIHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOU J€E;

JJIEKTPOHHBIA JOKYMEHTO00OPOT - JOKYMEHTOOOOPOT € TPUMEHEHHEM
MH()OPMAITMOHHBIX CUCTEM.

1.4. Opranmzamuu Ilpodcoro3a, Ha ocHoBe IlpaBuin ¢ ydyeTroM ycCloOBHH H
cnenu(pUKU CBOEH JEATENbHOCTH pa3padaThiBaloT MHCTpyKUMH, YTBEpKIaeMble
opranuzanueit IIpodcoroza, 1Mo coOrjiacoBaHUIO C BBIIIECTOSAIUM MOPO(PCOIO3HBIM
OpraHoM.

1.5. TpeboBanus IlpaBun k pabore ¢ OyXraaTepcKoOd W JIPYroul CrenuaabHON
JOKYMEHTAIel paclpOCTPaHsIOTCS JMIIb B YacTH OOIIMX MPUHLHUIOB PabOTHI C
JOKYMEHTaMHU, a TAKXKE MOATOTOBKH IOKYMEHTOB K II€peAade Ha apXUBHOE XpPAHECHHE.

1. JoxkymenTooGopot B opranuzauusix Ilpodcorosa

2.1. B nokymenToo0opote opranuzamnuu [Ipodcorosza BeiaemstoTCS:
a) MOCTynaroume J0OKYMEHTHI (BXOAsA11ast JOKYMEHTALIHS);
0) oTnpaBisieMble JOKYMEHTHI (MCXOs11asi JOKYMEHTALIMS);
B) BHYTPEHHHE IOKYMEHTHI.

2.2. B opranmzammsx Ilpodcoro3a mnomyyeHue M oOTHnpaBKa JOKYMEHTOB
OCYILECTBIISIIOTCS CPEACTBAMHU IIOYTOBOM U AIIEKTPOHHOM CBS3U.

2.3. B opranm3anusix IIpo¢dcoroza ycranaBiauBaercsi ciaeAyOMid NOPSIA0OK

padoThI ¢ BXOAsIIIEH JOKYMEHTALlUEeH:
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2.3.1. Perucrtparmusi TOCTYNUBIIMX JOKYMEHTOB OCYIIECTBIISIETCS B JICHb
MOCTYIUICHUS.

2.3.2. Tloctynatonue B opraam3aiiio [Ipodcoro3a qoKyMeHTBI peruCTPUPYIOTCS
B OKypHaJie perucTpaliy BXOJALICH JOKYMEHTAallMd H  paccMaTpUBAIOTCS
npenceaarenem opranuzauuu [Ipodceorosa unm ero 3amecturesnem.

XKypnan peructpaiu BXoJsIel TOKyMEHTallMU, KaK MpPaBUIIO, UMEET Tpadsbl,
B KOTOPBIX OTpa)KaeTcs BXOJSALIMNA HOMEp U JlaTa MOCTYIUICHHs JOKYMEHTa, OTKYJa
NOCTYIUJ JOKYMEHT U €ro HOMEpP, KpaTKOe COJEep)KaHHE OKYyMEHTa, OTMETKa 00
UCIIOJIHEHUH, HOMED JIeJIa M0 HOMEHKJIIAType.

2.3.3. B opranmzamusax IIpodcoroza B 3aBUCUMOCTH OT MPUHATON CHCTEMBI
yueTra U KOHTPOJII MOXKET MPUMEHSTHhCS KaK >KypHalbHas, TaKk U KapTouHas (opma
pErucTpalyy MOCTYMAOMIMX JOKYMEHTOB.

2.3.4. Ha Bcex moctynmuBmMX B opranu3amuio I[Ipodcoro3a moxkymeHTax u
NPWIOKEHUAX K HUM B TIPABOM HI)KHEM YTIIy TEPBOTO JIMCTA MPOCTABIAIOTCS JaTa
MOCTYIJICHUST W PETUCTPAlMOHHBIA HOMEp IO JKypHaTy © (WIH) KapTOYKe
pErucTpalvy MOCTYMAIOIMINX JOKYMEHTOB.

2.3.5. Hymepanusi moctynaronmx B opranm3aiuio IIpodcoroza JOKyMEHTOB
BEJICTCS B Mpeiesiax KaJlleHAapHOTO rojia, HaurWHas ¢ TIepBOTO HOMeEpa.

2.3.6. BHyTpeHHs1 MOKyMEHTallMs CTATUCTHYECKOTO M HMH()OPMAIIMOHHOTO
XapakTepa, MOCTyHaromas B NPOQCOIO3HBIM OpraH OT MOCTOSHHBIX KOMHCCHUH,
npodcor03HbIX OI0po, mnpodrpynn uWid TPOQPCOIO3HBIX AKTUBHUCTOB MOXET HE
PETUCTPUPOBATHCSL.

2.3.7. IlucebmeHHble W  yCTHBIe oOOpameHus uiaeHoB  IIpodcorosa
PETUCTPHUPYIOTCS OTACIBHO OT APYTUX MOCTYNAIOIINX JOKYMEHTOB.

2.3.8. 3a CBOEBpEeMEHHOE pPACCMOTPEHHE JOKYMEHTOB, TIIOCTYIMBIIUX B
opranuzanuio [Ipodcorosza, orBeuaeT npeacenarens opranuzanuu Ilpodcorosa u ero
3aMEeCTUTEb.

2.3.9. Havamom cpoka paccMOTpEeHHsS] TMOCTYMUBIIETO JOKYMEHTAa CUUTACTCS
JI€Hb €T0 PETUCTPALIHH.

2.3.10. B opranmzamusx Ilpodcoro3a ycraHaBIuBaIOTCS CIEAYIOIIUE CPOKU
PAcCMOTPEHHUSI OCTYUBIITUX TOKYMEHTOB:

He Oosiee 10 KaneHIApHBIX JHEW — JUISl TUCEM BBIIIECTOSIIMX MPOPCOIO3HBIX
OpPraHOB M WHBIX OpraHW3allii, €CIM WHOW CPOK HE YCTAHOBJIEH BBIIIECTOSIINM
MPOQCOIO3HBIM OPraHOM;

He Oosee 15 KanmeHIapHBIX JHEW — IS TIPEJIOKEHUM, 3asBICHUN U Kajloo
yieHoB [Ipodcoroza;

He 6onee 30 KaneHAAPHBIX THEH — ISl TOKYMEHTOB, TPEOYIOIINX U3YUYEHUS U
MPOBEPKH, TMOATOTOBKH CIPAaBOK M OOOCHOBAHMH, a TaKXKe PACCMOTPECHUSI U
oOCYy)XJIeHHsI WX Ha COOpaHMHM WU 3aceJaHWU COOTBETCTBYIOIIETO BBIOOPHOTO
MpoQ)COI3HOTO OpraHa.

2.3.11. TlocTynmuBmMi JOKYMEHT CUMTAETCs PACCMOTPEHHBIM  IOCHE
HaIpaBJIeHUsI OTBETA IO CyliecTBy oOpamenus wieHa [Ipodcoros3a, B BBIIECTOSIINAN
po(COIO3HBIN OpraH WK HHYIO OPTaHU3ALIUIO.
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2.3.12. Ilpu pemeHun B OINepaTUBHOM Mopsiake (B JMYHOM Oeceme, MO
TeneQoHy, Ha COBEIIAHWU) BOMPOCOB, IOCTABJICHHBIX B JOKYMEHTE, B JXypHaje
pErucTpauyy BXOJAIIEH JTOKYMEHTAlUU (kapTOukKe) NENAeTCsd OTMETKA O
pPacCMOTPEHMH C YyKa3aHWEM JaThl M TOJANKCH OTBETCTBEHHOIO HCIIOIHUTENS
(npencenatens opraam3aiuu [Ipodcorosa).

2.3.13. ExerogHo Ha 3acelaHUU KOJIJIETHAIBLHOTO BBIOOPHOTO MPOGCOI03HOTO
opraHa paccMmarpuBaeTcsi HHGopMalus mo pabore ¢ JOKyMEHTaMH, MOCTYIUBIIMMU Ha
paccMoTpeHue B opranuzaiuio [Ipodcorosa.

2.4. B opranm3zanusx Ilpodcoro3a ycranaBiauBaeTcsi cJjaeIylOIIUi MOPSAI0K
padoThI ¢ UCXOAAIEH JOKYMEHTALUE:

2.4.1. OrnpasmnsieMble JTIOKYMEHTBI, TOJIMCAHHBIC TpeAceaaTesieM (3aMecTUTerneM
npencenarens) opranuzaipu [Ipodcoros3a, perucTpupyroTcsi B JKypHaJle PErucTpaluu
WCXOSIIEH TOKYMEHTAIUH.

XKypnan peructpanyu UCXOIAIIEH JOKYMEHTALMH, KaK MIPAaBUIIO, COIEPKUT Irpadbl:
MCXOJIIUI HOMED, AaTa, HANMEHOBAHUE aJIpecara, KpaTkoe CoJepKaHue JOKYMEHTA U €ro
HOMEp, HOMEP JIeJIa 0 HOMEHKJIATypE.

2.4.2. Peructpanusi OTHpaBISEMbIX JOKYMEHTOB OCYIIECTBIICTCS B JI€Hb HX
noAnucanusi (YTBEpKJICHHs) WJIK HA CIIEYIOMIUN pabouuil 1CHb.

2.4.3. Komus oOTHopaBisgeMOro JOKYMEHTa 3aBEpSETCS COOTBETCTBYIOILEH
OTMETKOHM 00 MCIOJHEHHUH, MOANNCHIO JIMIA, OTBETCTBEHHOTO 3a OTIPABKY MCXOIALICH
JOKYMEHTAIlMd W XPaHUTCS BMECTE C TMOCTYNUBIIUM JTOKYMEHTOM, Ha KOTOPBIU
JaBajcs OTBET.

2.5. PeructpanmoHHbiii HOMEp JOKYMEHTA U J1aTa PErUCTPAlliU YKa3bIBAIOTCS HA
MOJJIMHHUKE JIOKYMEHTa B PEKBU3UTax OJlaHKa M Ha KOIMUHU, OCTAIONICHCS B Jeie
opranuzaimu [Ipodcoroza.

2.6. OtBerel Ha oOpamenuss wieHoB [Ipodcorosa UMEIOT TOT K€
PETUCTPAIIMOHHBIA HOMEP, KOTOPBIN ObLT TPUCBOCH 3asBICHUIO TIPH MOCTYIUICHUU.

2.7. B opranmamusax IIpodcoro3a, uMemux TMpaBa TEePPUTOPHATHHOU
opranuzauuu IIpodcoro3a, Kk JOKymMeHTaMm, MepeAaBaeMbIM JUIsl PAaCCMOTPEHHUS B
CTPYKTYPHBIE 3BEHbSl WJIM B KOMHUCCHU NPO(COIO3HOrO KOMHUTETa, MpodOropo u
npodrpynmbl, Kak MPaBUIIO, COCTABIISETCS CIIMUCOK Ha PACCHIIKY.

I11. U3roToB/ieHue, yueT, HCMIOJIb30BAHNE U XPAHEHHUE NeYaTeil, IITAMIIOB U
01aHKOB IOKyMeHTOB opranuszauuii IIpogcorosza

3.1. Opranumzammu [Ipodcoroza B coorBeTcTBUU ¢ YctaBoMm I[Ipodcoroza u
pEeNIeHUSIMU PYKOBOANUX OopraHoB [Ipodcoroza, MpUMEHSIOT B CBOSH JEATEIHHOCTU
. 1

MevyaTH, IITaMITbl ¥ OJJaHKH ¢ n300pakeHneM odunmanbaon cumBoianku [Ipodcorosa.

! [Tocranosnenne LK Ilpodcoroza ot 27.02.2008 1. Ne 4 «O06 yTBepX IEeHHH CHMBOIUKH-3MONEMBI u (hiara

IIpodcoro3a paboTHUKOB HapoaHOTO OoOpa3oBanus W Hayku PDy, [Toctanosnenue 1K IIpodcoroza ot 13.11.1998 . Ne
19 «O06 obpa3max OTTHCKOB IedaTeil TePPUTOPHAIBHBIX M HEepBHUYHBIX opranm3anuii [Ipocdcoroza», IlocTanoBienue
IMpesnnnyma LK IIpodcoroza ot 21.04.2009 1. Ne 20 «O06 yrBepxxaenun ¢popm 6mankos [Ipodcoroza», Pacnopsokenne
Ipencenarens IIpodcoroza or 27.04.2009 r. Ne 46 «O peammzanuun noctanosienus IIpesumumyma LK IIpodcoroza or
21.04.2009 r. Ne 20 «O06 yrBepxxneHun (opm OxankoB IIpodcorozan», Pacnopsokenue [Ipencenatens Ilpogcorosa ot
30.11.2009 r. Ne 111 «OO0 yTBepXKIEHUH NPUMEPHBIX (HOpM OJIAHKOB JIOKYMEHTOB TEPPHUTOPHAIBHBIX, ITEPBUYHBIX
opranmuzanuii IIpogcorozan, Pacnopsixenue IIpencenarens IIpogcoroza or 12.04.2010 r. Ne 18 «O6 mu3menenuu hopm
6nankos [Ipodcorozar.
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3.2. Pemenne o0 HEOOXOIMMOCTH U3TOTOBJCHMS Te€YaTed M IITaMIIOB
opranmzanuu [Ipodcoroza, ux KoIWYecTBE MPUHUMAET MpeEcCenaTelb OpraHU3aI|H
[Tpodcoro3a.

3.3. [lewarsto opranuzauuu [Ipodcoroza 3aBepstoTCa MOAMUCH TPEACEIATENS,
€ro 3aMEeCTHUTels, a TaKXkKe IPYTuX JHI], KOTOPbIM COOTBETCTBYIOLIUMH pPEIICHUSIMU
BbIOOpHOTO Oprana opranuzauuu IIpodcoroza Mo TOBEPEHHOCTBIO IMPENIOCTABIICHBI
COOTBETCTBYIOIINE TTOJTHOMOYMS.

3.4. Ortuck neuyatn opranuzanuu IIpodcoro3a momKeH 3axBaTblBaTh 4YacTh
HaUMEHOBAHUS JOJHKHOCTH U MOJIHUCH.

3.5. OTBETCTBEHHOCTD 3a 3aKOHHOCTh MCIOJIB30BaHUS U HAJIEKHOCTh XPAHEHHUS
nedyared M mramnoB opranuzauuu Ilpodcoroza Bo3zmaraercss Ha mpencenaress
opranuzanuu [Ipodcorosa.

3.6. Tlopsmox xpaHeHHs, ydeTa, HCIOJIB30BaHUS M TMepeladydl IedaTedl u
mramMnoB  opranuzaumii  IIpodcoroza (mpy uX HaMMuuMK)  yCTaHABIMBAETCSA
WNuctpykuusmu opranusanuii [Ipodceorosa.

IV. Odopmiienue maTepranoB npodcoro3HbIX cOOpaHuii, kKoHepeHUHH U
3aceaHuii PO COIO3HOI0 KOMUTETA

4.1. [IpoTOKOA OTYETHO-BHIOOPHOTO MPOPCOIO3HOTO coOpanus (KOH(epeHInn),
3aceflaHus KOHTPOJbHO-PEBU3MOHHON KOMHCCHM O(OPMIISIETCS B COOTBETCTBUU C
MOPSAJKOM, OIpPENEIsIEMbIM BbIOOPHBIM MPOQCOIO3HBIM OPraHOM COOTBETCTBYIOLIEH
opranuzanueit [Ipodcoroza.

4.2. OdopmieHne TPOTOKOJIOB 3aceTaHWii  MPOQPCOI3HOTO KOMHTETA
(mpe3unuyma) opranuzanuu [Ipodcoro3a ocyiiecTBiIsieTcs MO YCTaHOBICHHOU Qopme
(mpunoxenue Ne 1).

4.3. TloctaHoBieHUs BBIOOPHOTO KOJUIETHATBHOTO OpraHa OpraHU3aluu
[Ipodcoroza odopmisitores B BUuAE OTACIBHOTO JOKYMEHTA, KOTOPBIN MpHIaraeTcs K
npotokoiy (mpuiioxenue Ne 2).

4.4. TlpoeKkTbl TIOCTAHOBJIEHWW  BBIOOPHBIX  KOJUICTHAIBHBIX  OpPraHOB
opranuzammii [Ipodcoroza, Mo KOTOpPHIM B XOA€ OOCYXKJECHUS HA COOpaHHHM WU
3aceJaHMM TMPO(COIO3HOTO KOMHUTETa ObUIM BBICKA3aHbl  3aMEuUaHUs, BHECEHbI
JOTIOJIHEHUSI WIIM U3MEHEHUSs, 10pabdaThiBalOTCS WieHaMU NPOPCOI03HOTO KOMUTETA B
3-THEBHBIN CPOK WJIM B CPOK, YCTAHOBJIEHHBIA TPO(COIO3HBIM KOMUTETOM.

4.5. TloctaHoBieHHsI BBIOOPHOTO KOJUIETHAIBHOIO MCIIOJHUTEIBHOIO OpraHa
opraam3anmu [Ipodcoro3a mo BompocaM HarpakIeHus, YTBEPKICHHUS MPOTrpamMm
CEMHHApOB W HWHBIM BONpPOCaM OIEPaTHBHOTO XapaKTepa, MPUHUMAIOTCA 0e3 uX
OOCYXKJIEHHUSI Ha 3acelJaHMsX, MyTeM BU3WPOBAHUS JOKYMEHTA YJCHAMH BBIOOPHOTO
KOJUIETHAJIbHOTO MCTIOTHUTEIHFHOTO OpraHa opranuzanuu [Ipodcorosa.

4.6. IlepeueHb BOMpPOCOB, MO KOTOPHIM MOTYT ObITh MPUHSTHI MOCTAHOBJICHUS,
YCTaHABIIMBAETCS pEIICHWEM BBHIOOPHOTO KOJUIETHAIILHOTO OpraHa OpraHu3alvu
[Tpodcoro3a (KOMUTET WM TPE3UTUYM ).

[TocTanoBieHUsIM, PUHSITHIM MEXTY 3aceTaHUsIMU BBIOOPHOTO
KOJUIETHaJIbHOTO ~ opraHa  opranusauuu IIpodcoroza (komuter, npe3uaInyMm),
MPUCBAMBACTCS OYEPEIHOW TMOPSJIKOBBII HOMEp NpoTokoja. B »sToM cimyuae
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OTJIENbHBIN MPOTOKOJ HE OopMIIeTCs, a MOATMHHUKN MTOCTAHOBJIEHUIN U MaTepHAaIbI
K HUM BKJIFOYAKOTCS B OUEPEAHOMN MPOTOKOJL.

4.7. Hymeparnus npoToKoJoB coOpaHuil (KoHpEepeHInit), 3aceJaHuil BBIOOPHBIX
KOJUIETHAJIbHBIX OpraHoB opranum3zammu Ilpodcoroza BemeTcss B TEUYEHHE CpPOKa
MOJTHOMOYHUM 3TUX OPTraHOB.

4.8. Tlo oTAenbHBIM BOMPOCAM, pacCMaTPUBAEMbIM Ha 3aceaHUSX BBIOOPHBIX
KOJUIETHAIBHBIX OpraHoB opranuszanuu [Ipodcoro3a, MoryT opopmMIsTECS BHITUCKH U3
nporokosna (npunoxenue Ne 3).

4.9. ExerogHo MpOTOKOJbI 3acelaHuil BBIOOPHOTO KOJUIETHAJIBLHOTO OpraHa
opranuzanuu [Ipodcoroza dopmupyrorcst B OTAENbHBIE J€a, TPU 3TOM HOPSIKOBBIE
HOMEpa MPOTOKOJIOB 3acelaHuil BBHIOOPHOTO KOJUIETHAJIBLHOTO OpraHa OpraHu3aluu
[Ipodcoroza mpucBauBarOTCs B TEYEHHE CpPOKa IMOJHOMOYMM COOTBETCTBYIOIIETO
MPOQCOI3HOTO OpraHa.

[TpunokeHuss K MPOTOKOJAM 3acelaHuil BBIOOPHOTO KOJUIETHAIFHOTO OpraHa
opranuzanuu I[Tpodcoroza o pruHAHCOBO-XO03IMCTBEHHON NESITEIHLHOCTH OPTaHU3AIMU
[Ipodcoroza (pa3nuuHbIe aKThl, 3asBJICHHS HAa MaTEPUAIbHYIO IMOMOIIb U JpYyrue
aHAJIOTUYHBIE MaTepHalIbl) B TPOTOKOJ HE BKIIOYAIOTCSA, a BMECT€ C KOMHUEH
MOCTAHOBJICHUS XpaHATCs B JAenax opranuszanuu [Ipodcoro3a B COOTBETCTBUU C
HOMEHKJIATypOil J1e.

V. lokymenTajabublii pona oprannzanuu [podceorosa.
Benenne HOMEHKJIATYPbI M (POPMHUPOBAHME J1€J1

5.1. ®opmupoBaHue IOKyMeHTaibHOro ¢oHAa opranuzamuu IIpodcorosa
OCYUIECTBJISIETCSI TYTEM COCTaBJIEHUS HOMEHKJIATYpbl 1€, (QOpMUpPOBaHUS U
oopmiieHus Aen, 00ecneueHnst UX COXPAaHHOCTH, y4eTa U Mepeaun JIe] B apXuB.

5.2. Jlena GopMHUpYIOTCS B COOTBETCTBUM C HOMEHKJIATYpOH e, a TaKXkKe C
COOJIIOJICHUEM TMPUHUUIIOB CUCTEMATU3allMM JOKYMEHTOB U HX pacnpeeieHus
(rpynnupoBKM) N0 BUAAM JOKYMEHTOB Ha JeJia MOCTOSSHHOTO, BpeMEHHOTO (cBbie 10
JIeT) XpaHEHUs1, B TOM YHUCJIE Ha JIea [0 JINYHOMY COCTaBy, U Ha JieJia BpEMEHHOro (10
10 7eT BKIIOYUTENHHO) XPaHECHHUS.

5.3. Komurer (coBer) opranumzamuu I[Ipodcorosa exeromno mo 15 nexaOps
COCTaBJISICT MEPEUEHb JIeJ 10 YCTAaHOBJICHHOMN BBILIECTOSIIUM PO COIO3HBIM OPraHOM
dopMe 1 yTBep>KIaeT HOMEHKIIATYpy Jied, KOTopast BBOAUTCA ¢ 1 sSHBaps CIEAYIOLIETo
roja.

5.4. Tlpu cocTtaBieHUM HOMEHKJIATYphl JIe HEOOXOJAMMO PYKOBOACTBOBATHCS
OPUMEPHBIM  MEPEYHEM  JIOKYMEHTAJbHBIX  MaTEpHUaNIOB, O0O0pa3yloIMxXcs B
nesitenbHocTH  opranu3auuid  IIpodcoro3a, pEeKOMEHJOBAHHBIX  BBIMIECTOAIMMU
BBIOOPHBIMU MPOGCOIO3HBIMU OPTraHaAMHU.

5.5. Kaxxnoe neno, BKIIOYEHHOE B HOMEHKJATypy opranuzainuu IIpodcorosa,
JTOJDKHO HMMETh WHJAEKC (HOMep), cocTosmui u3 nudpoBOoro o0003HAUYCHMUS,
HaIpaBJICHUS IESITEIbHOCTH U MOPSAIKOBOrO HOMEpA Jea.

5.6. Ilo okoHwanuu roja B HOMEHKJIaType nen opranuzauuu I[Ipodcoroza

[Mpumep: Ne 3-4 (3 - opranuzarmoHHas paboTa, 4 - HOPSAKOBBIA HOMEp Jie1a B HOMEHKIIATYPE).
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JIeJIaeTCsl UTOrOBasi 3alliCh O KOJIMYECTBE JIed, 00pa30BaBIIMXCS B JIEATEIHHOCTH 3a
IIPOILEAIINAN IO,

B oxgnoMm gene hopMupyrOTCS TOKYMEHTHI OJJHOTO CpoKa XpaHeHHsl. [JoOKyMeHTHI
MTOCTOSIHHOTO U BPEMEHHOI'O CPOKOB XpaHEHUsI (POPMUPYIOTCS pa3IebHO.

B mensx mpaBUIBHOTO M Ka4€CTBEHHOTO OTOOpa JOKYMEHTOB /ISl JAIbHEUIIETO
XpaHEHUs WIM YHUUYTOXXEeHUs opranuzanus IIpodcoroza mnpoBOOUT 3KCHEpTU3Y
LEHHOCTH JOKYMEHTOB.

5.7. AKT Ha J0KyMeHThl opraHumzauuu Ilpodcoroza, mnoxanexaiue
YHUUTOKEHUIO, YTBEpXKaaercss mpeacenareneMm opranuzauuu Ilpodcoroza mocie
COIJJaCOBaHUS €ro C MpeacenareraeM  KOHTPOJBHO-PEBU3HOHHOM  KOMHCCHUHU
opranuzanuu [Ipodcorosa.

5.8. Ilpu nepensbpanuu npeacenarens opranuzanuu [Ipodceorosa cocrapisercs
aKkT mpuema-repenayu jaeia udpaHHoMmy mpezacenarento opranusanuu IIpodcoroza B
TPEX 3K3EMIUIAPAX, OJUH W3 KOTOPBIX BMECTE C AKTOM KOHTPOJbHO-PEBU3NOHHOM
KoMuccun opranuzanuu [Ipodcoro3za HampasisieTcsi B BBIIECTOAIIUN MPOGCOIO3HBIN
OpraH.

V1. OcoGenHocTH PadoTHI C 3JIEKTPOHHBIMU JOKYMEHTAMHU B
opranu3auusx Ilpogcoroza

6.1. Pabota c 3JIeKTpOHHBIMM JOKyMEHTamMH B opranHuzauuu IIpodcoroza
OCYILIECTBISIETCS B COOTBETCTBUU ¢ YcTaBoM [Ipodcoroza, HacTosummu [IpaBunamu u
MHCTpyKUuen opranuzauuu [Ipodcorosa.

6.2. DIEKTPOHHBIN JOKYMEHT JODKEH OBITh OQOPMIIEH MO OOLIMM IpaBHIaM
JEJIONPOU3BOACTBA M HMMETh PEKBU3HUTHI, YCTAHOBJIEHHBIE JUIsI AHAJIOTMYHOIO
JOKYMEHTa Ha OyMa>KHOM HOCHUTEJIE, 32 UCKIIFOUEHUEM OTTHUCKA MEeYaTH.

6.3. IlpuemM u oTIpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIOTCS JIUIIOM,
OTBETCTBEHHBIM 32 OOCIY>KMBaHHE DJIEKTPOHHOIO KaHaja CBS3M OpraHu3aluu
[Ipodcoroza (OTBETCTBEHHBIM 3a AJIMUHUCTPUPOBAHUE CUCTEMBI 3JIEKTPOHHOIO
MOYTOBOTO OOMEHA).

6.4. DJNEKTpOHHBIE JTOKYMEHTBI CO3JAI0TCs, 00pabaThIBAIOTCSI B CHUCTEME
AJIEKTPOHHOTO JOKYMEHTO000poTa opranuzanuu [Ipodcoroza.

6.5. EnuHunnei ydera 5SJIEKTPOHHOTO JOKYMEHTA SIBISETCS DJIEKTPOHHBIN
JOKYMEHT, 3aperuCTpUPOBAaHHBI B CHUCTEME 3JEKTPOHHOIO JOKYMEHTOO0OpOoTa
opranmzammu [Ipodcoroza. DNEKTPOHHBIH JTOKYMEHT, WMEIONINN MPUIOKEHUS,
pErucTpupyercs Kak OJMH JOKYMEHT.

6.6. DONeKTpoHHBIE [TOKYMEHTbl (KONMM 3JIEKTPOHHBIX JOKYMEHTOB Ha
OyMakHOM HOocuTele) (OPMUPYIOTCS B Jiejla B COOTBETCTBUU C HOMEHKJIATYPOH JIeN U
WHJEKCUPYIOTCS B MOPSJAKE, YCTAHOBJIEHHOM B OTHOILIEHUHU JI€JI, COCTABJIEHHBIX W3
JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

6.7. Cpoku XpaHEHUs DJIEKTPOHHBIX JOKYMEHTOB (KOMHUM 3JIEKTPOHHBIX
JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE) COOTBETCTBYIOT CPOKAM XPaHEHUs JJOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJATEIbHBIMU U WHBIMHU HOPMATHUBHBIMH NPABOBBIMH aKTaMU
Poccuiickoit @eneparuu 11 aHAJOTUYHBIX JOKYMEHTOB Ha OyMaXHOM HOCHUTEJIE.

6.8. MecTo XpaHEHMsI JJIEKTPOHHBIX JOKYMEHTOB (KOIUH 3JEKTPOHHBIX
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JOKyMEHTOB Ha OyMa)XHOM HOCHUTEJE) /10 WX TMEepeladd B apXuB, BUJ HOCHUTEJNEH, Ha
KOTOPBIX OHHM XPaHATCS, a TakKe (opMaThl UX MOCTOSHHOTO M JJIUTEILHOTO CPOKOB
XpaHeHus onpenensaoTes opranuzanue [Ipodcorosza ¢ yuéTom QyHKIIMOHUPYIOIIUX B
opranu3amuu [Ipodcoro3a mpoOrpaMMHO-TEXHUYECKUX CPEICTB U HOPMATHUBHBIX U
METOANYECKUX TOKYMEHTOB.

6.9. DkcrepTu3a HEHHOCTH SJEKTPOHHBIX JOKYMEHTOB (KOMHUH 3JEKTPOHHBIX
JOKyMEHTOB Ha OyMa)XHOM HOCHUTEJE) OCYIIECTBIsIETCA B OOLIEM MOPSIKE,
YCTAaHOBJIICHHOM B OTHOIIEHWM JOKYMEHTOB Ha OyMmaxkHoM HocuTtene. I[locie
UCTEYECHHS CPOKA, YCTAHOBIIEHHOTO JJII XPAHEHMS DJIEKTPOHHBIX JOKYMEHTOB (KOIUI
AJIEKTPOHHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJ]E), Ha OCHOBaHUU aKTa O
BBIJICJICHUH HMX K YHUYTOXKEHHUIO, YTBEPXKIAEMOTO IMpeicenaTesieM OpraHu3aluu
[Ipodcoro3a, ykazaHHbIE JIEKTPOHHBIE TOKYMEHTHI (KOMUU 3JEKTPOHHBIX JOKYMEHTOB
Ha OyMa)XHOM HOCHUTEJIE) MOJICKAT YHUUTOXKECHUIO.

VII. 3aknounTenbHbIe NMOJI0KEHUS

7.1. Nenonpous3BoAcTBO B opranuzauusix IIpodcoroza Beaercss caMOCTOSITENBHO
OT JIETIOTIPOM3BOJICTBA O0Pa30BATEIBHOTO YUYPEXKIACHHs (OpraHMU3alK) WKW OpraHa,
OCYILIECTBIISIIONIETO yIpaBiieHWEe B cdepe o0pa3oBaHUs, U BKJIOYAaeT B ceOA
PETHCTPALAIO BXOMSAIMICH M MCXOJAIICH JOKYMEHTAIIMH, KOHTPOJb 3a HCIIOJTHCHHEM
JIOKyMEHTOB, BEJICHHE IMPOTOKOJOB MPOCOIO3HBIX CcOoOpaHuil (KOH(EPEHIIHIT),
3aceaHuii BBIOOPHBIX KOJUICTHAIBHBIX MPO(COIO3HBIX OpraHoB, (HOPMHPOBAHUE
JOKyMEHTOB B Jiea, OO0ECIeYeHHEe UX COXPAHHOCTH WM YHUYTOXKECHUE B
COOTBETCTBUH C YCTAHOBJICHHBIM MOPSIIKOM.

7.2. Benenuve enonpou3BOJICTBA MOPYUYAETCS OJJHOMY M3 paOOTHHUKOB arapara
opranuzaimu [Tpodcoro3a wim ogHOMY U3 U4JIEHOB BRIOOPHOTO MPO(COI03HOTO OpraHa
opranuzaimu [Ipodcoroza.

7.3. OTBETCTBEHHOCTh 3a  OpraHW3allii0 W  TPaBUIBHOE  BEICHHC
JeTOTIPOU3BOJCTBA B COOTBETCTBHMH C YcTtaBoM IIpodcoro3a Bo3zmaraercs Ha
npencenatens opranusaun [Ipodcorosa.

IIpogcoro3 pabOTHUKOB HAPOAHOIO 00PA30BAHUA U HAYKH
Poccuiickoit ®enepanuu

(HaumMeHoBaHME MPO(COIO3HON OpPraHU3aALUH)
MNPOTOKOJI
3aceaHusi NPO(CO3HOI0 KOMUTETA (NMPe3UANyMa) 3

JlaTa Mecto No

% IMo naHmOif CXeMe OCYIIECTRISIETCA 3aliCh 1O BCEM BOMPOCAM TIOBECTKH JHA («CITyIIAI»,
<BBICTYITHIIN, «TIOCTAHOBUII).

B mnporokonax mnpodcoro3HbIX coOpaHMil, KOHpEpeHIUH U 3acelaHuil KOJIJIETHAIbHOTO
po¢COI03HOTO OpraHa B MOCIEA0BATEIbHOCTH, YCTAHOBJICHHOM MOBECTKOM JTHS, IO K&KIOMY BOIIPOCY
BKJIFOYAKOTCA WJIN IMPUJIAraroTCA K IIPOTOKOJY TEKCTBI JOKIAaA0B, CIIPABOK, BI)ICTYHJ'IeHI/Iﬁ " IPUHATHIC
nocTaHoBleHUs.  JIOKyMEHTHI K  TpoToKosaM  (OPMHPYIOTCS B IOCJIEIOBaTEIbHOCTH,
COOTBETCTBYIOIICH MPUHSTHIM ITOCTAHOBICHHSM.
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[TpencenarenscTByOIIHMA (. u.0.)

IIpucyrcTBOBaMM:
UsneHs! mpoCcor03HOTO KOMUTETA (MPE3UTUYMa) (¢p.u.0.)
[TpurnamieHusle: (¢h.u.0., donscnocmv)

(ecnu bonee 10, ykazamv: cnucox npuiacaemcsi)

IloBecTKa IHA:

1. (Haumenosanue eonpoca, 6e3 ykazanus OOKIA0UUKA)

1. CAYWAJIIUA: (¢p.u.0., Oomxchocms u Haumenosauue eonpoca). Tekcrt

JOKJIajaa, HH(i)OpMaHI/II/I, COO6HICHI/ISI BKIIFOYACTCA B IIPOTOKOJI HMJIM YKA3bIBACTCA, YTO
mpuiaaracTcsa Ha JIMCTax

BBICTYIINJIN:
(p.1.0., HOIDKHOCTB) (Kpamkoe codepoicanue ebilCmynieHus, npednoxcenuii)”

INOCTAHOBUMJIN: (TeKCT MNOCTAaHOBJIEHUS BKJIIOYAETCS B MPOTOKOJN WIIHU
5
YKa3bIBa€TCs, YTO HA JIUCTax MpuiaraeTcs)”.

[Ipencenarens
opranuzanuu [Ipodcoroza

IIpogcoro3 padOTHUKOB HAPOIHOT0 00PA30BAHUSA M HAYKHU
Poccuiickoin ®egepaunu

(HaumMeHoBaHMe MPO(COIO3HON OpraHu3aluK U MPO(COI3HOTO OpraHa)

NMMOCTAHOBJIEHHUE®
JlaTa MecTto Ne

3aroJioBoK
TexkcT mocTanoBiIeHUSA

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

[Ipencenarens
opranusanuu [Ipodcoroza

* Ecnu noxnax, uHbOpMAIms, cooOLIEHHE He TpeOyeT JOMONHEHHH M pa3bACHEHMH Wi

paccmarpuBaeTcs 0e3 oOCyKIeHUs, pa3/ien MPoToKoa «BricTynmuinu» He 0pOpMIISETCS.
[Tocme TOJOCOBAaHUS ITOCTAHOBJICHHWE TPUHATO (MPU PA3HOMIACHAX B TOJIOCOBAHUHU

YKa3bIBAETCS KOIMYECTBO JIHII, TOJOCOBABIIIHX «3a», «IIPOTUBY, «BO3JEPKABIIHECS)).

® Tocranosnenue npodcoro3Horo cobpanusi (koH(depeHInn), BBIOOPHOTO TPOPCOI3ZHOTO
oprana MoANucCkIBaeTcs npeacenateneM opranuzamnuu [Ipodcorosa.

I[To Bompocam, TIPHUHATHIM COBMECTHO C COITMAJIBHBIMH TapTHEpaMH O(GOPMIIIOTCS
«PEIIEHU A ».

[Tonnucu counanbHBIX TApTHEPOB pacIoiaraloTcsi Ha OJTHOM YPOBHE.
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IIpo¢coro3 padoTHMKOB HAPOAHOI0 00PA30BAHUA M HAYKH
Poccuiickoit ®enepanuu

(HauMeHoBaHME TPOCOO3HON OPTaHU3AINY WK PO COI3HOTO OpraHa)

BBIIIUCKA U3 TIPOTOKOJIA
coOpaHus (3aceqaHus) KOMUTeTa (Mpe3uauyMa) !
[ara Mecro Ne
CIAYWAJIM: (naumenosanue éonpoca)
BBICTYIINJIU: (mexcm svicmynienuii 0aemcs npu HeoOX0OUMOCML).
IMMOCTAHOBWJIU: (npusooumcs mexcm nocmanosieHusi N0 KOHKPEmHoM) 60
sonpocy).

[Ipencenarens
opranuzanuu I[Ipodcoroza

"O¢opMITeHHBIE TPOTOKOTIBI COCTABIIIOTCS B HEOOXOAMMOM KOJTHUIECTBE FK3eMILIAPOB. I1epBbiii
HK3EMIUISP MPOTOKOJIA M MaTepHaIOB K HeMy o(opMisieTcs B J€JI0 M XPAaHHUTCS B YCTAHOBICHHOM
nopsiike. BTopoit sK3eMIuIsip MOXKET HCIOIb30BaThCA AN TEKyLled paboThl WIEHOB MOCTOSIHHBIX
KOMHCCUH, TPOQCOI03HOIO aKTHBa M HAINpaBJIIETCSl B BBILIECTOSIIMN MPOQCOIO3HBIN opraH (mpu
HEOOXOAUMOCTH).
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IIpunoxenue Ne2

ITpodcoroa paboTHHKOB HAPOAHOIO 06Pa3OBAHMS U HHYKH
Poccuiickoit Qeacpanyu

HUEHTPAJBHHN KOMMUTET
NPE3UIHUYM

ITOCTAHOBJIEHHUE

wplfm L8 199x. r.Mocksa N: 7

0 BBelEeHHWH eNHHOH (POopMbl y4eTHOH
KapTO4yKH 4neHa Ilpodcow3a

B cBa2u c BBeLeHHeM B [lpodcon3e enuHOro npodcon3HOro 6uJeTa HOBO-
ro obpasua ¥ B LeJAX YNOPSLOYEHUS yyeTa YJIeHOB [Ipodconza Mpesunuym LK
llpodcowsa MOCTAHOBNSAET:

1. YTBEpIUTH HOBYO (GOpMY y4eTHOW KapTouky 4neHa [lpodcownsa (npuna-
raeTcs).

2. [lpeanoxuTb BHOOPHHM OpraHaM TeppUTOPHANbHBIX oprasuadauun Ipog-

-03a 0CYWEeCTBUTb NOCTENEHHHN Nepexol Ha HOBYD (OPMY YYeTHOM KapTOYKH
yjieHa [lpogconaa.

//npexcenaTenb llpogcoiw3a 6%%%27%31" B. M. fixoBneB



YTBepKICHO
MIOCTaHOBJICHHEM
[Ipesunnyma 1K [Ipodcoroza
21 mas 1999r. Ne 23

YYETHAS KAPTOYKA YJIEHA TPO®COIO3A

damunus
Nwms OTtuecTBO
INox poxaeHus I'ox Bectymenus B [Ipodcoros

3anuMaemasi JOJKHOCTb
VYyacTtue B mpocoro3H0i paboTe
[Ipodcoro3ubie HarpabI

JlaTa mocTaHOBKH Ha MPOGCOIO3HBIN yUeT
dopMa ymiiaThl 4JIEHCKOro MPOQCOI3HOTO B3HOCA
Caenenus 00 yriaTe B3HOCOB (IO TOaM)

JloMamHum agpec :

Unen [Ipodcoroza

[Ipencenarens npodcor03HON OpraHu3aluu

Ilpumeuanue:

1. Vyer unenoB IIpodcoro3a Mo ydeTHBIM KapTOUKaM BEIETCS B OCHOBHOM B
KPYMHBIX TEPBUYHBIX MPOGCOIO3HBIX OPTaHM3aIUsiX, HacuuThiBaromux Oonee 100
YEJIOBEK.

VYuyernas kaprouka uneHa IIpodcorosa, cHsBIIErocs ¢ NMpPOQCOIO3HOTO Y4YeTa,
ocTaeTcsi B TMEPBUYHOM MpPOQPCOIO3HOM OpraHu3alMd W YHHYTOXKAETCS B
YCTaHOBJICHHOM MOPSIIKE MO ncTeyeHuu 1 roaa.

2. B nepBUYHBIX NPOQCOIO3HBIX OpraHU3ALMIX, HacuuThiBaromux meHee 100
yineHoB [Ipodcorosa, yuer unenoB IIpodcorosa BeneTcs uiu no y4€THBIM KapTOYKaM
Wik B XKypHainbHOU ¢dopme. HeoOxonumerii o0beM cBeaenuit o uiene Ilpodcorosa,
3aHOCHUMBIX B )KypHaJI, TOMUMO JaHHBIX, COJAEPKAIIUXCS B (DOpME YUETHON KapTOUKH,
onpenenseTcss IpoPpCcor3HBIM KOMUTETOM.
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Ipuinoxenne Ne3

YTBEpXKIACHO
IIOCTaHOBJICHUEM
[Ipesunnyma LK IIpodcoroza
oT 5 ampens 1996 roga Ne7

NMPOB®COKO3 OTMETKA OB YIIAATE
PABOTHUKOB HAPOJHOTO YAEHCKHMX B3HOCOB
OBPA3SOBAHMA M HAYKH
POCCHICKOM ®EJEPALIMH

(reppiropeaaniae opeanssans Mpodcowsa)

Davnnnua

Hya

Oruecrso 1 L
|
|

Jlara pomaenus

Toa ncrymaesnz s Ipodcos

(IENSSIIC0XTIE CErASHUTSL, 1200med Gunet)

WAT3 headn Dwicia

Ipeaceaurean
M npodioprannIanmnm

[T L




Ipunoxenne Ned

[Tpodcoros paboTHukoB HapoaHOTO 0Opa30BaHUS U HAYKU
Poccuiickoii ®eaepaunu

IHEHTPAJIbHBIH KOMUTET
[MPE3UIIUYM

MNOCTAHOBJIEHHE

«AB» po2Tok 1994°r. r.MockBa Ne 457

/

06 obpa3uax OTTHCKOB
rneyareil TeppUTOPHAIBHBIX H
MEePBUYHBIX OopraHu3aiuu
[Tpodcoro3a

C uensio npuBeseHHs OTTUCKOB mneuarell opranusaumii [lpodceoroza B
coorBercTBHe ¢ nojoxeHusMu cr.48 'K PD u Ycerasa Ilpodeoroza npesnanym
LIK Ilpodcoroza [IOCTAHOBJISIET:

1. Yreepautsk npunaraembie oOpasibl  nedaTed TeppHUTOPHANbHBIX H

nepBu4HBIX oprauu3auui [Ipodceorosa.

2. TeppuTopHaldbHbIM KOMHTETaM rpodcoio3a npuBecTH (Mo Mepe

HEOOXOAMMOCTH) MedaTH MPO(COK3HBIX OpPraHu3alMii B COOTBETCTBHE C

YTBepKAeHHBIMH 00pa3Lamu.

/ lipencenatens lpodcowsa M B. M. fixosneB
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OBPA3IbI

odopmieHnus nevyareit opranuzanuit [Ipodcoroza paboTHUKOB HAPOAHOTO
obpaszoBaHus u Hayku Poccuiickoit deneparuu

. OLBHENAn
NPOOHCOITAN
OPrAIIALIne
KAIAMICKOrO
FOCYAAPCIRENNIOro
TENHIIECKOroO
VIV CHTETA

POMCHIGIHAS
OPLAILIZALLZ
TAZANCHOTO I0Mm
CPEAEETO .
HPOOTCCHCILANLIOTO,

i

",) \ OECASOE AN PAO

HPODOOIORIAN
GUEATIERALLL
U M 66
v REATICKRA

B\ MOCKOBCKOIL
° OGAACTIT 4%
®) o

1. TEPBUYHBIE ITPO®COIO3HBIE OPTAHU3ALIUU

A
NPO®COIOIHASE N5
OPTAHM3ALLSL  \D
YPANLCKOPO =
rocyaarctutiiorol=
TEXHHUECKOIO 15
YHUBEPCHTETA  fa

NrOMmCOIOItIAY
OPEARTIZALI
VUALLING
COTY Ne 9o
PAMEICLOTO
PATTOLEA

MOBCOI0TAY
OIrAINE AN
KON N 335
LAANONROrO
MYPMANCKOL)

OIIAC|LS

\
M

88

‘APOMCOIO3TIAL
Ol’fAllll:!a\lll):l
CIYJIEHTOR
MYPMAHCKOIO
NEAATOINYECKOIO | 5 f

YHIIBEPCHTETA / /

YHAULINCY

BEITOPONICKGIO
MEJAATOTTIMECKOTO |/
KO!: ARERA

NPOBCOI0IN AL
QUIATENZ A1)

JUC Az 45
v NCTOBONCE A

Cl ABPONONLCHOT O

KA

Nroeculoitai
OPIAMIIZALL

/s
yin

Pl

N

e
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2. TEPPUTOPHUAJIBHBIE OPTAHU3ALIUU TPODPCOIO3A

GAIKIPCIAZ
PECOYGAUKAICIAS
OPTAHILIIALLLES

_ORPYVIREIAN
OPCAHIIBALILL
TIOMENICKOTI
OLRACTI

ANTATICKAS
KPAEBAS

OFTATIIBALLI

PLIBIICKAS
TOPOACKAH
OPTAHIZALIIL

POCAANCKOTL
OGRACTII
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MYPMAHCKAL
OnLNACTIIAN
OPTAHIBALLL

K1PORO-UETNELKAR
PATIOHIIAL

OPTAIIIZALLIA
KIPOBCKOT

ORAACTI!




Ipuioxkenue NeS

CUMBOJIUKA ITPO®COIO3A
YTBEpXKIAECHO
[Tocranosnenunem LK ITpodcorosa
ot 27 genpaiis 2008 r. Ne 4,
3apETHCTPUPOBAHO

pacniopsbxkeHnem Pocpeructpanuun
ot 03.04.2008 roga Ne 318

N30BPA’KEHUE
3mOembl U ¢uiara [Ipodcoro3a padboOTHUKOB HAPOIHOTO
oOpa3oBanus U Hayku P®

1. U3BOBPAYKEHUE OMBJIEMbI
[Tpodcoroza pabOTHUKOB HAPOAHOTO 0Opa3oBaHuUs U Hayku PO

MHOrouBeTHBIN BapUAHT OJIHOLIBETHBIN BapuaHT

2.A30BPAKEHUE ®JIAT A
[Tpodcoroza pabOTHHUKOB HAPOTHOTO OOpa30BaHUS U HAYKU PO
(O6rmepoccuiickoro ITpodcoroza oOpazoBanus)

OBUWEPOCCHMACKHMA NPOPCOIO3 OGPA30BAHMA

8
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Ipunoxenune Ne6

JIOTOBOP }
MEXKY KPACHOSIPCKOIM KPAEBOI OPTAHU3ALIMEN
MMPO®COIO3A 1 TOCYJIAPCTBEHHBIM APXHBOM

KPACHOSAPCKOI'O KPASL
JIOTOBOP Ne &
r. Kpacnospck "/_gfi"v{/ 27777 2 2012 roaa

Kpachosipckass TeppuTtopuanbHas (kpaeBas) opranuzauus IIpodcorosa pabGoTHHKOB
HapoaHoro obGpa3oBanus U Hayku Poccuiickoit @enepaluuu, UMEHYEMOE B JaTbHENIIEM
"Opranuzanms”. B quue npenceaarens KocapbiHieBoi Jlioamusisl BacHibeBHbL ¢ OIHOM
CTOpPOHBL. U

KpaeBOoe TOCYJapcTBEHHOE Ka3zeHHoe YyupekaeHue "T'ocyaapCTBEHHBIN — apXuB
Kpacnosipckoro kpas" (manee - KI'KY "I'’AKK") B nuue nupexropa Bracooii MapuHsl
AHIpeeBHBl.  JelicTBylolleid Ha  OCHOBaHMM  YCTaBa,  3aperHCTPUPOBAHHOTO
MeskpaiionHoit nncnexiei ®enepaipHoit HasoroBoit cayx6s1 Ne23 ot 19.05.2011r.. ¢
ApYroit CTOpPOHBI 3aKTFOUYMIN HACTOALMIA [IOTOBOp O HIKECIEIYIOLIEM:

1. IIpeamet JloroBopa

Hacrosimuii JloroBop peryiupyer oTHomeHus mexay Opranusaumeit n KI'KY
"TAKK" 1o ofecrneuyeHHIO COXPAaHHOCTH, YYeTy, XpPaHEHHIO, KOMILICKTOBAHHIO M
HCTIOTB30BAHUIO JOKYMEHTOB ApxuBHOTO ¢onna Poccuiickoit Penepauuu. a Takke
JIOKYMEHTOB TI0 JIMYHOMY COCTaBY, OOpPa30BaBLIMXCS B IMPOLECCE AEATEIbHOCTH
Opranuzanms.

2. O6s3ateancTtBa CTOPOH

2.1. Opranuzauus:

2.1.1. OOecniedyuBaeT COXPAHHOCTb, YYET JOKYMEHTOB ApXHBHOro (oHaa
Poccuiickoit denepanuy., a TakKe JOKyMEHTOB I10 THYHOMY COCTaBy. 00pa30BaBIINXCS B
npouecce aesitenbHocTH Opranuszanny B Tedenue 10 jeT 10 nepegayd HX Ha XpaHCHHE B
KI'KY "I'AKK"” B yCTaHOBJIEHHOM 3aKOHOATEIECTBOM TOPSIIKE.

2.1.2. OcymecTBigeT CO3/aHHE CIPABOYHO-IOUCKOBBIX CPEIACTB (HAY4HO-
CIPaBOYHOIO ammapara) K J0KyMeHTaMm ApxuBHoOro ¢onaa Poccuiickoii deiepaunu. a
TaKKe K JTOKYMEHTaM 10 IMYHOMY COCTaBY.

2.1.3.  OcyluecTBIseT HCMONB30BAHUE JIOKYMEHTOB ApXHMBHOIO  (oHIa
Poccuiickoit @enepauuy. a Takke JOKYMEHTOB I10 JUYHOMY COCTaBY B COOTBETCTBHMH C
(henepadbHBIMM 3aKOHAMHU, MHBIMH HOPMAaTHBHBIMH MPaBOBLIMU akTaMu Poccuiickoii
Deepanuu.

2.1.4. OcymecTBaser 0T0Op, MOArOTOBKY, VMOPSIOUEHHE U Mepelady
J0okyMeHTOB ApxuBHOro ¢onga Poccuiickoit ®@eaepauny, a TakKe AOKYMEHTOB IO
JHYHOMY COCTaBY B YCTAHOBJIEHHOM 3aKOHO/1aTe1bCTBOM Hopsiake Ha XpaneHue B KI'KY
"TAKK".

JlokymeHTsl ApxuBHOTO (oHaa Poccuiickoit @enepauun nepenarorcs B KI'KY
"AKK" mo omucsiv Ha OyMa)KHOM M DJICKTPOHHOM HOCHUTENAX M B CIELHATbHBIX
ApXUBHBIX KOPOOKaX.

[Tepenaua yKa3aHHBIX AOKYMEHTOB 0(OPMISSTCS aKTOM NpUeMa-liepe1ain.

2.1.5. T'ororut u npeacrasasgeT B KI'KY "TAKK":

OIMCH J1€/1 MOCTOSHHOTO XpaHEHHUs;

OIUCH 1€ MO TUYHOMY COCTaBY:

aKThl 00 yTpaTe JOKYMEHTOB IIOCTOSHHOTO XPaHEHHS! U 110 JIMYHOMY COCTABY:



aKThl 0 HEOOHAPY/KEHUH e, MyTH PO3bICKA KOTOPHIX UCUEPIIaHBI;

aKTBI 0 HEHCMPABUMEIX [MOBPEKACHHAX JOKYMEHTOB;

HOMEHK/IaTyphl Jej1, 00pa3yronmxcs B €€ 1eSTeTbHOCTH.

2.1.6.PaspabarsiBaeT u npeacrasiser Ha cornacoBanue KI'KY «"AKK» npoekts
HHCTPYKUHM [0 JEI0NPOH3BOACTRY, OMOXKEHHH H 3KCIIEPTHOH KoMuccHr OpraHu3aiiii.

2.1.7.Exeromqno mpeacraiaser B KIKY «I’AKK» cBeaeHus 00 o00veme
10KkyMeHTOB ApxuBHOro ¢onaa Poccuiickoit ®emepanmu ¥ 10 JIMYHOMY COCTaBY,
xpapsumxes B Opraguszanmy  (IacmopT apxuBa OpraHM3alM- TNPWIOKeHue 4 K
PerzameHTy rocyaapCTBEHHOTO ydera JOKYMeHTOB ApxuBHoro douga Poccuiickoii
@enepauun, yrepkaeHHoro [Tpukasom Pocapxusa ot 11.03.1997r. Ne 11).

2.1.8.CgoespemenHo unpopmupyer KIKY «['AKK» 06 n3meHenum ampeca.
NepeMMEHOBaHHH, PeOpraHM3alliy, JUKBUAaLuu OpraHu3auuu, a Takke 00 M3MEHEHUH
MECTa XpaHSHUS JOKYMEHTOB.

2.1.9.B ciayyae NUKBMIAIMU BKIIOYAET B COCTAB JIMKBUAALMOHHONH KOMMCCHH
npeacraBurens KI'KY «AKK».

2.2. KTKY «'AKK» :

2.2.1.IlpunpmaeT Ha XpaHeHME JOKYMeHTHl ApxuBHOro ¢onza Poccuiickoi
@enepanyy, a TaKKe B YCTAHOBICHHOM 3aKOHOJATENBCTBOM CIIy4asX JOKYMEHTHI IO
JWYHOMY COCTaBY B YCTAHOBIEHHOM MOPSAZKE.

2.2.2.0ka3pIBa€T COJACUCTBHE B YCTAHOBJICHHOM TOPSIAKE B IPOBEACHHH
IKCIEPTU3BI IEHHOCTH JI0KYMEHTOB.

2.2.3.Pxa3piBaeTr ApxuBHOH ci1ykGe OpraHusallud KOHCYJIBTALMOHHYK) H
METOAHUYECKYHO MOMOILL B 001aCTH apXMBHOTO JeNa.

2.2.4.VyacTByeT B TpOBepkax COONMIONCHHUS [PaBHI OPraHW3alMU XpaHEHHS,
KOMIUIEKTOBaHHA, y4€Ta W HCHOAb30BaHUA JAoKyMeHToB Opranusauun. B ciayyae
BBISBJICHHUS TPYOBIX, ATMTENBHO JOMyCKAaeMBIX HApYIUICHWH, MPHU HAIMYMH OCHOBAHWIA,
npeJCTaBAseT apXuBHOMY areHTcTBY KpaCHOAPCKOro Kpas MaTepHaisl MPOBEPOK s
peteHns BOTIPOCa O COCTOSHIN NpOToKoNa 00 aAMHHHCTPaTHBHOM NPaBOHAPYIIEHHH.

2.2.5Mectom  XxpaHeHHs JOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
®enepannu, NPUHSTHIX OT OpraHu3amuy, ssiasercs Mecronaxoxaenne KIKY «"AKK». B
ciayuae usmenenns Mecta xpaneHns KI'KY «I'AKK» ofs3yercs coobmurs 00 3TOM
Oprauusanus.

3.0TBETCTBEHHOCTE CTOPOH
3.1.Croponsl BmpaBe TpeGoBaTh ApPYr OT JApyra HaIekallero HCHOJHEHHS
TIPHHATHIX Ha ceOs mo HacTosueMy JloroBopy 00s3aTenbCTB.
3.2.3a HapyumeHne OpHHATHIX Ha ceba o Hacrosumemy [loroBopy 00sA3aTensCTB,
CTOPOHBI HECYT OTBETCTBEHHOCTH B COOTBETCTBHH € AEHCTBYIOIIMM 3aKOHOAATENBCTBOM.

4.Cpox aeiictsus [lorosopa

4.1 Hacrosmmit 10roBop BCTyMaeT B CUIy €O JHS MOAMUCAHUS CTOPOHAMH M JIeiic
TByeT 1o 31 nexabps 2012 roxa.
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4.2. Hacrostuii /[oroBop cumMrtaeTcs NMPOMUIEHHBIM HA TeX K€ YCI0BHAX 1o 31
nexabps KaXkJI0ro roja BKIIOYHTEIBHO B CiIy4ae, eciu HU ofHa w3 CTOPOH He Mo3aHee,
yeM 3a 30 aHell 10 ucTeyeHns cpoka geiictBuA Jorosopa He 3agBUT 00 OTKase MPOATHTH
Jlorosop.

5. Vi3meHenue u pactop:kenne Jlorosopa

5.1 Usmenenue ycnoBuil HacTosiero J[orogopa BO3MOKHO M0 COMTAMIEHUIO
CTOpOH, cOoCTaBIEHHOMY B MUCBMEHHOM (popme U noanucanHoMy CTOpOHAMH HACTOSIIETO
Jlorosopa.

5.2. PasHornacus, cBS3aHHBIE C MCIIOJHEHUME HAcTOSMIEro JloroBopa, €ciu OHU He
yperyiupoBanbl CTOPOHaAMH MyTEM MEPEroBOPOB, paspernaloTcs B CyIeOHOM MOpsIKe B
COOTBETCTBUH C ACHCTBYIOLIMM 3aKOHOAATENBCTBOM Poccuiickoi denepaiuy.

5.3. B ocranbHOM, YTO HE NpPEIyCMOTPEHO HACTOSINM J[OrOBOPOM, MOIEKHT
IPHMEHEHHIO JeNCTBYIOMEE 3aK0H01aTenbeTBO Poccuiickoii @eneparmn.

5.4. HacTosuuii 10roBop COCTaB/IeH B ABYX 3K3eMILIAPAX, 110 OJHOMY /I KakI0#
CTOPOHBI.

5.5. Bece u3MeHEHUs U JOMOJIHEeHN K HacTosieMy J{oroBopy AefCTBHTENBHBI THLIb
B TOM CiydYae, €CIM OHM COBEpIIEHB B NHCHBMEHHOH (opmMe H MOAMUCAHEI
YIOJHOMOYESHHBIMH TpeacTaBuTeNsMH CTOPOH.

5.6. JloroBop MoKeT ObITh PACTOPTHYT:

-110 B3aUMHOMY cornaniennio CTopoH;

-B Cilydae uckmoveHns OpraHW3alliy W3 CIMCKA MCTOYHMKOB KomrutekToBanus KIKY
«"AKK» ;

-B HHBIX Cily4asX, IPeyCMOTPEHHBIX 3aKoHoAaTeIbcTBOM Poccuiickoii denepanuu.

Anpeca u pexBu3uTsl CTOPOH:

Opranusanus: KI'KV «I"’AKK»:

Kpacuosipckas TeppuTOpuaibHas Kpaesoii rocy1apcTBeHHOE Ka3eHHOE
(kpaeBas) opranusauus [Ipodcorosa yupexaenue «I ocypapcTBEHHBIN apXuB
pabOTHHKOB HApOAHOro 06pa3OBaHMs Kpacnosipckoro kpasi»

u HaykH Poccuiickoif ®denepanuu 660021,r.Kpacnospck yi.Pobecnsepa.4

660049, r.KpacHosipck,
yn1.K.Mapkca, 93
[Tpencenatens-
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