Oobmepoccuiickui Ilpodcoro3 odopazoBanusi

Opckasa ropopackas opraHusaumsa OpeHOyprckom ob6nactHom obwecTBeHHOU
opraHusaumm npoccorosa paboTHMKOB HapoAHOro obpasoBaHuAa U Hayku P®

I

MuadopManimoHHO-MeToAnYeCKUi OroieTeHb Nel

AEJONPOU3BOACTBO
MNPO®COIO3HOU OPI'AHU3AILINHU

(Memoouueckoe nocobue 0jisi Nep8UUHDBIX,
PAUOHHBIX, 20POOCKUX NPOPCOIOZHBIX OPSAHUIAYULL)

r. Opck



B nHdopmaumoHHom GronneteHe
ucnonb3oBaHbl MaTepuanbl, pa3paboTaHHble
LeHTpanbHbim CoBeTOM

Mpodcoro3a paboOTHMKOB HAPOAHOIO
o6pa3oBaHuA n Hayku P®

COJEPXAHUE

1. IlpaBunma 1o BeACHUIO JEJIONPOM3BOACTBA B  OpraHU3aIUsaX
[Ipodcoroza  pabOTHUKOB  HapoAHOro  oOpa3oBaHuss W  Hayku POD
(ITocranoBnenue Hcmonkoma Ilpodcoroza ot 07.06.2012r. Ne 10 ¢
MPUIOKEHUEM ).

2. OGpa3sipl:

- POTOKOJIA;

- IOCTAHOBJICHHSI,

- BBIITUCKHU U3 ITPOTOKOJIA.

3. OOpa3ipsl 3asBI€HUI 0 BCTyIJIEeHMU B wieHsbl [Ipodcoro3a u cornacus
Ha 00pabOTKY MEePCOHATBHBIX TAHHBIX.

4. OOpa31ibl IPUMEPHBIX HOMEHKIIATYP AL



MMPO®COI03 PABOTHHUKOB HAPO/JHOI'O OBPA3OBAHMA 1 HAYKHA

POCCHUMCKOMN ®EJEPALIIA
(OBIEPOCCHUMCKHI ITIPO®CO03 OBPA3OBAHUS)

WCMONHUTENBHbIN KOMUTET MPO®COIO3A
NMOCTAHOBIJIEHUE

7 uroust 2012 r. r. MockBa Ne 10

00 yrBep:xkaennu IlpaBui no BeaeHuo
JeJIONPOU3BOACTBA B OPraHU3aALUAX
IIpogcoroza

B mensx panpHeimiero ymydiieHuss pabOThl € JIOKYMEHTaMd B
opranmzanusix [Ipodcoroza, HUcnoanuteabHbiii komuter IIpodcorosa

HOCTAHOBJISAET:

1. YTBEpaUTH IIpUjaracMble [IpaBuna 10 BEJICHUIO
JEJIONPOU3BOACTBA B opranuzanusix [Ipogcorosa.

2. Komureram  (coBeTaM)  MEXpPETHOHANbHBIX, PETMOHAIBHBIX,

MECTHBIX U NepBUYHBIX opranuzanuii [Ipodcorosa B Teuenue 2012 roxa:

IPOBECTH HEOOXOAMMYIO OpPraHM3aTOPCKYH paboTy MO MPHUBEACHUIO
JIeJIONPOU3BOACTBA B opranuzauusix [Ipodcoro3a B COOTBETCTBHE ¢ HACTOSIIUMU
[IpaBunamu;

yTBEpAUTh  HA  3acelaHusAX  KOJUICTHAJIbHBIX  MCIIOJHUTEIbHBIX
po(hCOIO3HBIX OpraHoB HNHcTpykummn o JEJIOITPOU3BOACTBY
MEXPErHOHANbHBIX, PETHOHAJbHBIX, MECTHBIX W TEPBUYHBIX OpraHHU3aIHii
[Tpodcoroza.

3. KOHTpoJb 32 BBINOJHEHWEM MOCTAHOBJIEHUS BO3JIOKUTh Ha OTAEI
opraHu3alMoHHON paboThl anmnapara [Ipodcorosa.
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[Ipencenarens  IIpodcorosa | J/ﬁ/fﬁ? — I'.1. MepkyoBa



IIpunoxenue

K IIOCTaHOBJIEHUIO
Ncnonkoma Ipodcoroza
oT 7 urons 2012 r. Nel0

ITPABUJIA
10 BEeJICHUIO JAeJIONPou3BoACcTBA B opranusanusx [Ipogcoros3a padboTHUKOB
HApOJHOTr0 o0pa3oBanus M Hayku Poccuiickoit @egepanuu

. O01ue mos10KeHus

1.1. IlpaBuna mno BEIEHUIO JAEJIONPOU3BOJACTBA B  OPraHU3ALMAX
[Ipodcoroza paboTHUKOB HapogHOTO OOpazoBaHwsi W Hayku Poccuiickoi
Oenepanuu (ganee - IlpaBuna) pazpaboTaHbl B LENSIX YCTAHOBIICHHS €IUHBIX
TpeOOBaHUII K MOATrOTOBKE, 0Opa0OTKE, XpAaHEHUI0 MU HCIOJIb30BAHUIO B
nesiTesibHoCTH opranuzauuil [Ipodceoroza paboTHUKOB HapOAHOrO 00pa30BaHUS
u Hayku Poccuiickoit ®enepanuu (manee - Ilpodcoro3) m0KymMeHTOB,
COBEpIICHCTBOBAHUS JEJIONPOU3BOICTBA B opranu3zanusax [Ipodcoroza.

1.2. Hacrosmue IlIpaBuna  pa3paboTaHbl B COOTBETCTBHUM €
3aKkoHOJaTenbCTBOM  Poccuiickoit  ®enepauu B cepe  uHbOpMAINH,
JIOKyMEHTAIMU U apXUBHOTO ena u YcrasoM [Ipodcorosa.

1.3. OcHOBHBIE IOHATHS, TPUMEHsAEMBIE B [ [paBuiiax:

JOKYMeHTHpPOBaHMe - (Qukcanus uHPOpMAIIMU HAa MaTepHATbHBIX
HOCHTEJISIX B YCTAHOBJIEHHOM MOPSIIKE;

JAeJIONPOM3BOACTBO - JICSATENBbHOCTh, OOECIEUMBAIONIAs  CO3JaHUE
O(UIIUATIBHBIX JOKYMEHTOB U OPraHU3alMi0 padOThl ¢ HUMH B OPTaHU3ALMIX
[Ipodcoroza;

JOKYMEHT - OQUIMaIbHBIN JOKYMEHT, co3faHHbii [Ipodcorozom,

opranuzanueii [Ipodcoroza, rocyaapcTBeHHbIM OPraHOM, OPTaHOM MECTHOTO
CaMOYITIpaBJICHUS, IOPUINYECKUM WU (U3HUYECKUM JUIIOM, O(QOPMIICHHBIH B
YCTAaHOBJICHHOM TOPSIIKE W BKJIIOYEHHBIH B JIOKYMEHTOOOOPOT OpTraHMU3aIluu
[Tpodcorosa;

JJIEKTPOHHBIA [TOKYMEHT - JIOKYMEHT, B KOTOpPOM HH(pOpMAIIUS
MpeCTaBIICHa B DJIEKTPOHHO-IIMPPOBOI dhopme;

BH/I IOKYMEHTA - TIPUHAJIC)KHOCTh IOKYMEHTA K OINPEACIICHHON TpyIITe
JIOKYMEHTOB TIO TIPU3HAKAM COJICP KaHUS U IICJICBOTO Ha3HAUCHUS;

odopMiIeHHEe JTOKYMEHTA - IPOCTaBIICHHEC HEOOXOJMMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX MPAaBHJIAMH JOKYMCHTHUPOBAHHSI;

PEKBU3UT JOKYMEHTa - 00s3aTenbHbIl  3JeMeHT 0odOopMIICHUS
JTIOKYMEHTAa,;

O0JlaHK JOKyMeHTa - HaboOp pEeKBU3HUTOB, WICHTUDUIUPYIOITUX
buznyeckoe UM IPUINIECKOE JHUII0, CO3/IaBIlIee MUCbMEHHBIN TOKYMEHT;

0slaHK 1Npo(dCoIO3HOI0 [0KYyMeHTa - (opma YTBEp)KIEHHOTO B

YCTAaHOBJICHHOM TIOps/IKE OJlaHKa € OTpakeHueM OQUIMATBLHOU CHUMBOJIUKH
[Ipodcoro3a n pekBU3UTOB MPO(HCOIO3HON OPraHU3aINN;



NOMJIMHHUK JOKYMEHTA - TMEPBbIA WIM E€OUHCTBEHHBIM SK3EMILISP
JTIOKYMEHTA;

KONMS JOKYMEHTAa - JIOKYMEHT, T[IOJHOCTbIO BOCIPOU3BOISIINN
uH(OpPMAIUIO MOJIMHHUKA JJOKYMEHTA U €r0 BHEIIHUE NMPU3HAKU, HE UMEIOIINN
IOPUIUYECKOM CHUIIBI;

3aBepeHHasi KONMMSA - KOIUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUHU C
YCTAaHOBJICHHBIM  TOPSIAKOM  MPOCTABJISIOT  HEOOXOIUMBbIE  PEKBU3HTHI,
MPUAAIONINE €1 IOPUTUYECKYIO CUITY;

o0pamenue 4iena Ilpodcoroza - HanpasieHHbIE B MUCBMEHHOM BHJIE
WM B OJEKTpoHHO-IM(ppoBoit (opme B opranmsamuto [Ipodcorosa
NPENIOKEHHE, 3asBJICHUE WM Kajl00a, a TAK)KEe YCTHOE 0OpalleHne pabOTHHKA,
sBisttonierocs wieHoMm [Ipodcorosa, B mpodcoro3Hyro opraHu3aluio;

JOKYMEHTO000POT - IBMKCHHE IOKYMEHTOB C MOMEHTa MX CO3/IaHHUA
WIM TIOTYYeHHs] 0 3aBEpUICHUs] HCTIOJHEHHs, MOMEHICHUs B Ael0 U (WIIn)
OTIIPaBKU;

perucTpanusi J0OKyMeHTa - IPUCBOCHUE JTOKYMEHTY PETUCTPALMOHHOIO
HOMEpa U 3alKCh B YCTAHOBJIEHHOM IOPSAJIKE CBEICHUI O JOKYMEHTE;

HOMEHKJIATYpa JeJ - CUCTEeMAaTU3WPOBAHHBINM NEpeueHb HAMMEHOBAHUMN
nen, ¢opmupyeMbix B opranuzanmu [Ipodcoroza, ¢ ykazaHueM CpOKOB HX
XpaHEHUS,

IKCNEPTH3a LEHHOCTH [OKYMEHTOB - M3yyeHUE [OKYMEHTOB Ha
OCHOBAaHUM KPUTEPHEB WX IIEHHOCTH B IEJSIX OMPEACNCHUS CPOKOB XPAHEHUS
JOKYMEHTOB M O0TOOpa WX JUid BKIIOUEHUS B cocTaB ApXuBHOTO (oHaa
Poccuniickont @enepanuu u Ipyrux apXuBoOB;

€10 - COBOKYIMHOCTh JOKYMEHTOB WU OTACTBHBIA JOKYMEHT,
OTHOCSIIHECS K OJHOMY BOMPOCY WM YYacTKy NEATEIbHOCTH OpTaHH3aIHH
[Ipodcorosa;

(¢opMupoBaHue JeJia - TPYINIUPOBKA UCIIOJHEHHBIX JTOKYMEHTOB B JI€JIO
B COOTBETCTBUU C HOMEHKJIATYpOH Ael;

3JIEKTPOHHBIH JOKYMEHTO0000POT - JOKYMEHTOOOOPOT C MPUMEHEHUEM
MH(GOPMALIMOHHBIX CUCTEM.

1.4. Opranuzanuu [Ipodcoro3a, Ha ocHoBe [IpaBui ¢ yueToM ycrnoBuii u
cielMpUKU CBOEH JesTeNIbHOCTH pa3padarbiBatoT MHCTpyKIuM, yTBEpK1aeMble
opranuzanueit [Ipodcorosza, o coriacoBaHHIO ¢ BBIIIECTOSIIUM MPOQPCOO3HBIM
OpraHoM.

1.5. TpeboBanust IlpaBun k pabore c OyXrajirepckod u Apyrou
CHEIUATIBHOW JTIOKYMEHTAIlMel paclpoCTpaHsIOTCS JHIIbL B YacTH OOIIMX
NPUHIIATIOB pa0OTHl C JOKyMEHTaMH, a TaKXe IMOATOTOBKH TOKYMEHTOB K
nepeaayde Ha apXMBHOE XpAHEHHUE.

1. JoxkymenTooGopot B opranmzanusx Ilpo¢corosa
2.1. B noxkymenToo60poTe opranusaiuu [Ipodcoro3a BeiaesiroTCs:
a) NOCTYMAaIOUIME JOKYMEHTHI (BXOASAIIast JOKYMEHTALIUS );
0) oTnpaBIsieMble TOKYMEHTHI (MCXOAIIAs JOKYMEHTAIIHS);
B) BHYTPEHHHE JIOKYMEHTHI.
2.2. B opranmzanusx IIpodcoro3a nonyueHre U OTHpaBKa JOKYMEHTOB
OCYLIECTBIIAIOTCA CPEACTBAMU IMOUYTOBOM U JJIIEKTPOHHOU CBSI3H.
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2.3. B opranmzanmsax IIpodcoroza ycraHaBauBaercsi CjexyHOLIUI
NMOPSIAOK PadoTHI C BXOAsIIIEH JOKYMEHTalue:

2.3.1. Peructpamusi mOCTYNUBIINX JOKYMEHTOB OCYIIIECTBIIICTCS B JICHb
MOCTYTUICHUSL.

2.3.2. [Tloctymaronme B opranusanuio IIpodcoro3a  T0OKyMEHTHI
PETUCTPHUPYIOTCS B OJKypHaJle PpErHCTpallii BXOMSIMIEH JOKYMEHTAIlMH U
paccMmaTpuBalOTCS  TpeacenareneM opranmzammm - lIpodcoroza wumm  ero
3aMECTUTEIICM.

XKypHan peructpanuy BXOISIICH AOKYMEHTAIMH, KaK MPaBUIO, UMEET
rpadpl, B KOTOPBIX OTpa)KaeTCs BXOAAIIMN HOMEp M Jara MOCTYIJICHUS
JIOKYMEHTa, OTKyJa MOCTYNHJI JOKYMEHT U €ro HOMEp, KpaTKoe COJepiKaHue
JIOKYMEHTa, OTMETKa 00 UCTIOJTHEHUH, HOMEp JieJia IO HOMEHKJIaType.

2.3.3. B oprammsamusx Ilpodcoro3za B 3aBHCHMOCTH OT TPUHATON
CHUCTEMBbI yde€Ta W KOHTPOJISI MOXKET MPUMEHATHCS KaK J>KypHaJIbHas, TaK W
KapTouyHasi (popMa pEerucTpaliiy MOCTYMAOIMINX TOKYMEHTOB.

2.3.4. Ha Bcex moctynuBImmMx B opranuzaiuio [Ipodcoroza qokymeHTax u
MPWIOKEHUSX K HAM B MPABOM HIDKHEM YTJy MEPBOTO JIMCTA MPOCTABISIOTCS
JlaTa TMOCTYIUICHUSI U PETUCTPAIMOHHBIA HOMEP MO KypHaly W (WJK) KapTOuKe
pPETUCTPALMY TOCTYHAIOIINX TOKYMEHTOB.

2.3.5. Hymepauus mnocrymaromux B opranm3anmio [Ipodcorosa
JIOKYMEHTOB BEJETCS B Tpe/esiax KaJeHJIapHOro rojia, HauuHas C TEPBOTO
HOMeEpa.

2.3.6. BuyTpeHHss JOKYMEHTAIUs CTaTUCTHUYECKOTO U
MH(OPMAIIMOHHOTO XapakTepa, IOCTynaromas B MPOQPCOIO3HBIA OpraH ot
IOCTOSTHHBIX KOMHUCCHI, MPOQCOI03HBIX 010po, Mpodrpynn Wik mpodcor3HbIX
aKTUBHCTOB MOXET HE PErUCTPUPOBATHCH.

2.3.7. lluceMeHHble W YCTHble oOOpamenus wieHoB [Ipodcorosza
PETUCTPUPYIOTCS OTACITHHO OT APYTUX MOCTYHAIOMINX JOKYMEHTOB.

2.3.8. 3a CBOEBpPEMEHHOE PACCMOTPEHHE IAOKYMEHTOB, MOCTYNHBIIUX B
opranuzanmio [Ipodcoro3a, oTBeuaet npeacenatens opranuzanun [Ipodcoro3a u
€r0 3aMECTHUTEIb.

2.3.9. Hawamom cpoka pacCMOTpeHHsI TOCTYMNHBIIETO JOKyMEHTa
CUMTAETCS JICHb €r0 PETUCTPAIUH.

2.3.10. B opranmzanmsax IIpodcoro3a ycTraHaBIMBAarOTCS CIEIYIONTUE
CPOKHU PACCMOTPEHHUS MOCTYIUBUIMX JOKYMEHTOB:

He Oosee 10 xKajmeHIApHBIX JHEM — JUISI THCEM BBIIIECTOSITUX
PO COIO3HBIX OPTaHOB M MHBIX OpTraHU3aIlfil, €CITU MHOW CPOK HE YCTAHOBJICH
BBIIIECTOSIIIUM IPO(COIO3HBIM OPTraHOM;

He Oonee 15 kajmeHAapHBIX THEH — JUIsl MPEUIOKEHUMN, 3asBICHUNA U
*ajo6 uneHnoB [Ipodcorosa;
He Oonee 30 KaleHIAPHBIX OHEW — I JOKYMEHTOB, TPEOYIOIIMX

U3y4YeHUs] W MPOBEPKH, IOATOTOBKM CIOPABOK M OOOCHOBAHMWM, a TakKke
paccMOTpeHHsi W OOCYXJEeHHs WX Ha coOpaHMM WM 3acelaHuu
COOTBETCTBYIOIIIETO BHIOOPHOTO MPO(PCOIO3HOTO OpraHa.

2.3.11. TloctynuBIIMN JOKYMEHT CYHMTAETCS PACCMOTPEHHBIM IIOCIE
HalpaBJICHUs OTBETa MO CylIecTBy oOpamienus wieHa IIpodcoroza, B
BBITIIECTOANINN TPO(COIO3HBIN OPTaH WM UHYIO OPTaHU3AIIHIO.
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2.3.12. Tlpu pemieHuu B ONEPATHBHOM MOpsaKe (B JTUYHOM Oecene, MO
TenedoHy, Ha COBEIIAHMH) BOIIPOCOB, TTOCTABICHHBIX B JOKYMEHTE, B KypHAJIE
pEerucTpalui BXOASIIEH JOKyMEHTaluu (KapTO4ke) JejaeTcsi OTMETKa O
PAacCCMOTPEHUH C YKAa3aHHWEM JaThl M TMOAMUCH OTBETCTBEHHOTO HCIOJHUTEIS
(npencenarens opranuzamuu [Ipodcorosa).

2.3.13. ExeromHo Ha 3acelaHUM  KOJUICTHAIBHOTO  BBIOOPHOTO
npoCOIO3HOTO OpraHa paccMmaTpuBaeTcss uHpopManus 1o pabore ¢
JIOKyMEHTaMU, IOCTYIUMBIIMMU Ha pacCMOTpeHue B opranuzanuio [Ipodcorosa.

2.4. B opranmsanusix Ilpodcoro3a ycranapauBaercsi cJeayrOui
NMOPSAAOK PadO0ThI C HCXOASIIEH JOKYMEHTALMeH:

2.4.1. OrtmpaBnsieMple  JTOKyMEHTBI,  TOJIMCAHHBIE  Mpe/ceaaTeseM
(3amectuteneM mpencenarens) opranmsaimy IIpodcoroza, peructpupyrorcs B
YKypHAJIC PETUCTPALIAN UCXOIAIEN JOKYMEHTALIHH.

JKypHan perucrpanyy UCXOASIIEH AOKYMEHTALMM, KaK IPABWIIO, COJIEPIKUAT
rpadpl: UCXOAAIMIA HOMEp, JaTa, HAMMEHOBAHUE ajpecaTra, KPaTKoe COJCp)KaHHe
JIOKYMEHTA U €70 HOMEP, HOMEP JeJia 0 HOMEHKJIATYPE.

2.4.2. Peructpaiusi OTIpaBiIsieMbIX JOKYMEHTOB OCYIIIECTBIIAECTCS B JICHb
uX nojanucanus (yTBep>KIeHUs) WIK Ha CIASAYIOMUNA pabouuil 1eHb.

2.4.3. Konusi OTIIpaBIsieMOTO JIOKYMEHTa 3aBEPsIeTCS COOTBETCTBYIOIIEH
OTMETKOW 00 HCIHOJIHEHWHU, TOMANMUCHIO JIMIA, OTBETCTBEHHOIO 3a OTIIPaBKY
UCXOMSIIEN NJOKYMEHTAIIMU U XPAHUTCSI BMECTE C MOCTYMHUBUIUM JIOKYMEHTOM,
Ha KOTOPBIN 1aBajCs OTBET.

2.5. PeructpanmoHHBIE HOMEp JOKyMEHTAa M JaTra pPETruCTparuu
YKa3bIBAIOTCSl HA MOJJIMHHUKE JOKYMEHTa B PEKBU3UTaX OJIaHKA U HA KOIIUH,
ocTarolielcs B gene opranuzaiuu [Ipodcorosa.

2.6. OtBernl Ha oOpamenus 4ineHOB IIpodcoroza WMEIOT TOT XKe
PErUCTpPAllMOHHBI  HOMEpP, KOTOPBIM OBbUI TMPUCBOCH 3asBICHUIO TMPU
MOCTYTUICHUH.

2.7. B opranmzanusax I[Ipodcoroza, nMeromux mnpaBa TEPPUTOPUATIEHON
opranuzanuu [Ipodcorosza, k JOKyMeHTaM, TIepelaBaeMbIM JIJII PACCMOTPEHHUS B
CTPYKTYPHBIC 3BE€HbS WM B KOMUCCUU MPO(COI03HOTO KOMUTETA, MPodOIopo U
nporpymnmbl, Kak MpaBUIIO, COCTABIIAECTCS CIIUCOK HA PACCHUIKY.

I11. U3roToBJ/ieHue, yueT, HCMOJIb30BAHNE U XPAHEHHUE NeYaTeil, ITaMIOB U
0J1aHKOB IOKyMeHTOB opranusauuii IIpogcoroza

3.1. Opranuzamuu [Ipodcoro3a B cootBeTcTBHM ¢ YcTaBoM [Ipodcoroza u
pEelICHUsIMU  pYKOBOASIIMX opraHoB [Ipodcoroza, TNpUMEHSIOT B CBOEH
NESATEeTbHOCTH TI€YaTH, IITAaMIIBI M OJaHKA € W300pakeHueM OQHUIIUaTLHOM
cumBosuku [Ipodcorosza.t

! ITocranosnenne LK ITpodcoroza ot 27.02.2008 1. Ne 4 «O6 yTBEp)KICHHN CHMBOJIUKH-3MOIEMBI 1

¢nara Tlpodcoroza paGOTHUKOB HapoaHOTO oOpazoBanus U Hayku P®», ITocranosnenue K TIpodcorosa ot
13.11.1998 1. Ne 19 «O6 obOpasmax OTTHCKOB Ie€4aTeil TeppPUTOPHATBHBIX WM MEPBUYHBIX OPTaHU3AIINHA
IIpodcorozan, ITocranosnenue IIpesuauyma LK Ipodcoroza ot 21.04.2009 1. Ne 20 «O6 yrBepxaeHuu HopM
6nankoB IIpodcorozan, Pacropsokenne Ilpencenarens Ilpodceoroza ot 27.04.2009 r. Ne 46 «O peanuzanuu
nocraHoBieHus Ilpesummyma LK IIpodcoroza ot 21.04.2009 r. Ne 20 «O6 yrBepxaeHun ¢opm OiaHKOB
IIpodcorozan», Pacnopsokenue Ilpencenatens IIpodeoroza or 30.11.2009 r. Ne 111 «OO6 yTBepXIaeHUH
NpUMEpHBIX (opM OJIAHKOB JJOKyMEHTOB TEpPPUTOPHAIbHBIX, NEPBUYHBIX opraHusanuii IIpodcorozay,
Pacnopsokenue Ilpencemarens Ilpodcoroza or  12.04.2010 1. Ne 18 «O6 wu3meHeHun ¢opM OaHKOB
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3.2. Pemienne 0 HEOOXOOMMOCTH H3TOTOBJICHHS II€4aT€ll M IITAMIIOB
opranm3anuu [Ipodcoro3a, uX KOJIWYECTBE MPUHUMAET MpPEACeaAaTelb
opranuzanuu [Ipodcoroza.

3.3. Ilewatsto opranmsanuu Ilpodcoro3a 3aBepsAOTCS  TOMANKUCH
npejacenareias, ero 3aMeCcTUTeIs, a TakkKe JAPYIHX JIMI, KOTOPBIM
COOTBETCTBYIOIIMMH PEIICHUSIMU BBIOOPHOTO opraHa opranuzanuu [Ipodcorosa
WM IOBEPEHHOCTBIO MIPEIOCTABICHBI COOTBETCTBYIONTUE TTOJTHOMOYHS.

3.4. Ortuck medatn opranm3anuu I[Ipodcoroza MOKEH 3axBaThIBaTh
YacTh HAUMEHOBAHUS JOKHOCTH U MOIIIUCH.

3.5. OTBETCTBEHHOCTHh 3a 3aKOHHOCTb HCIIOJIb30BaHUA U HAIEKHOCTH
XpaHeHHs TeyaTell W mrTamnoB opraHu3anuu [Ipodcoro3a Bosmaraercs Ha
npeacenarens opranusanuu [Ipodcorosa.

3.6. [Topsimok XpaHeHwWsI, y4eTa, UCIIOIB30BAHUS U TIepeIadn revareil u
mTamMnoB opranuzanuii [Ipodcoroza (mpu WX HAMMYWK) YCTaHABIUBACTCS
Wuctpykuusamu opranuzainuii [Ipodcorosa.

V. Odopmiienue maTepuanoB Npodpcoro3HbIX cOOpaHuii, kKoHdepeHUH U
3acefaHnii MPo¢)cO3HOI0 KOMHUTETA

4.1. TIpoTOKON  OTYETHO-BBHIOOPHOTO  MPOQCOIO3HOTO  COOpaHHMs
(koH(pepeHMM), 3aceTaHus] KOHTPOJIbHO-PEBU3MOHHOW KOMUCCUH O(OPMIISIETCS
B COOTBETCTBUM C TMOPSJIKOM, ONPECISIEMbIM BBIOOPHBIM MPOGCOIO3HBIM
OpraHoM COOTBETCTBYIOIIEH opranuzanueit [Ipodcorosa.

4.2. OdopmiieHne TPOTOKOJOB 3acelaHuil MPOGCOI3HOTO KOMHTETA
(npe3unuyma) opranuzanuu [Ipodcoro3a ocymiecTBasSE€TCS MO yCTaHOBICHHOM
dbopme (npunoxenue Ne 1).

4.3. TloctaHOBIEHNUS BBIOOPHOTO KOJIJIETHATIBHOTO OpraHa OpTraHH3aIiH
[Ipodcoro3za odopmisitorcsi B BHUAE OTIAEIBHOIO JOKYMEHTA, KOTOPBIM
MPUIIAraeTcsl K MpOTOKOIy (mpuioxeHue Ne 2).

4.4. TIpoexkTsl TOCTAHOBJICHUN BBIOOPHBIX KOJUIETHATIBHBIX OpPTraHOB
opranuzanuii [Ipodcoro3a, Mo KOTOPEIM B X0/€ 0O0CYXKIEHUSI HA COOpaHUU WU
3aceJaHUM MPO(PCOIO3HOIO0 KOMUTETa OBbLIM BBICKa3aHbl 3aMEYaHMsI, BHECEHBI
JIOTIOJIHEHUSI WJIM W3MEHEHHUs, J0padaThlBalOTCAd YjJeHaMH Npo(COI3HOTO
KOMUTETa B 3-JHEBHBI CPOK WJIM B CPOK, YCTAaHOBJICHHBIH MPO(COIO3HBIM
KOMHUTETOM.

4.5. TloctaHoBi€HUSI BBIOOPHOTO KOJUIETHAIBHOTO HCIOJHUTEIBHOTO
oprana opranmsanuu lIpodcoroza mo BompocaMm HarpakaeHus, yTBEPKIACHUS
IporpaMM CEMHWHApOB © HHBIM BOMpPOCAM OIMEPATHBHOTO XapakTepa,
OpUHUMAIOTCT 0e3 WX OOCYXACHHMs Ha 3aceJaHusX, IMyTeM BU3HPOBAHHS
JIOKYMEHTa WICHaMH BBIOOPHOTO KOJIJIETHATBHOTO HCIIOJHUTEIBHOTO OpraHa
opranuzanuu [Ipodcorosza.

4.6. IlepeueHb BOMPOCOB, IO KOTOPbIM MOTYT OBITh TPUHSATHI
MOCTAHOBJICHUSI, YCTAaHABIMBACTCA pPEIICHUEM BBIOOPHOTO KOJUIETHAIBHOTO
oprana opraau3aiuu [Ipodcoro3a (KOMUTET WK IPE3UIUYM).

[TocTaHoBneHUSM, TPHUHATHIM  MEXKAY  3aceJaHUSIMU  BBIOOPHOTO
KOJUIerHajibHOrO opraHa opranuzamuu Ilpodcoroza (komMHuTeT, Npe3uguym),

IIpodcorozar.



IIPUCBAMBAETCS. OYEPEIHOM MOPSAIKOBBIM HOMEp MpOTOKona. B 3TOM ciydae
OTJENbHBII TPOTOKONA HE OQOopMIIsIeTCS, a MOMJMHHUKUA IOCTAHOBICHHUN H
MaTepHuaybl K HUM BKJIIOYAIOTCA B 0YEPETHOM MPOTOKOIL.

4.7. Hymepanuss NpoTOKOJOB coOpaHuii (kKoH(]epeHuil), 3aceqaHuii
BBIOOPHBIX KOJUIETHAJBHBIX OpraHoB opranuzainuu IIpodcoro3a Benmercs B
TEYEHHUE CPOKA MOJTHOMOYUHN ITUX OPTaHOB.

4.8. Ilo otnmensHBIM BOMpOCaM, paccMaTpPUBAaEMBbIM Ha 3aceJaHUsX
BBIOOPHBIX KOJUIETHAIBHBIX OpraHoB opranuzanuu IIpodcoroza, moryt
0 OPMIISITHCS BBITUCKH U3 MPOTOKOJIA (TpriioxkeHue Ne 3).

4.9. ExXerogHo NpPOTOKOJBI 3aceJaHHil BBHIOOPHOTO KOJUIETHATBHOTO
oprana opraam3aiuu [Ipodcoro3a hopmupyroTcs B OTACHbHBIC Aeia, IPH 3TOM
MOPSAKOBBIE HOMEpa MPOTOKOJOB 3acelaHuii BBIOOPHOTO KOJUIETHAIBHOTO
oprana opranuzauuu [Ipodcoro3za mpHucBaMBAIOTCS B TEUEHHE CpPOKa
MOJTHOMOYHM COOTBETCTBYIOIIETO MPOQCOI03HOTO OpraHa.

[IpunoxkeHus K MPOTOKOJIAaM 3aceAaHUil BBIOOPHOTO KOJUICTHATBHOTO
oprana opranuzauuu IIpodcoroza o GpuHaHCOBO-X035UCTBEHHON JEATEIBHOCTH
opranuzaimu IIpodcoro3a (pasnuuHble akThl, 3adBJICHUS HAa MaTEPUAIBHYIO
NOMOUIb U JPYTUe aHAJOTUYHbIE MaTepUasibl) B MPOTOKOJ HE BKIIIOYAIOTCA, a
BMECTE C KOMHEW MMOCTAaHOBJIEHMSI XpaHATcA B enax opranusanuu [Ipodceorosa B
COOTBETCTBUM C HOMEHKJIATYpOH JIedl.

V. lokyMeHnTaabHbIi (pona opranusanun [podcorosa.
Benenne HoMeHKIATYPBI M GopMHUPOBaHHE €]

5.1. ®opmupoBanue JoOKyMeHTaIbHOTO (poHma opranuzanuu [Tpodcorosza
OCYIIIECTBIISIETCSI TyTEM COCTaBIICHUS HOMEHKIATYphI 11ed, (popMHpOBaHUS H
opopmieHust Aen, oOeclneueHus MX COXPAHHOCTH, y4yeTa M INepelayd el B
apXuB.

5.2. Jlena popMupyIOTCS B COOTBETCTBUM C HOMEHKIIATYpPOU J1eT1, a TAaKKe
C cO0JII0/IEHNEM NPUHLUIIOB CUCTEMAaTU3alli JOKYMEHTOB U UX paclpeeieHus
(TpynmupoBKH) MO BHUAAM JIOKYMEHTOB Ha Jeja IMOCTOSHHOTO, BPEMEHHOTO
(cBpimie 10 5et) xpaHeHUs, B TOM 4YHCIIe Ha Jieja MO JIMYHOMY COCTaBy, M Ha
nena BpeMeHHOro (710 10 et BKIIIOUUTENTHHO) XPaHSHHUS.

5.3. Komwurer (coser) opranmzauuu IIpodcorosa exeromno mo 15
JeKa0dps. COCTaBsIeT NepeyeHb JeJl MO0 YCTAaHOBJIEHHOW BBIILIECTOSAIIUM
npocoro3HbEIM OpraHoM (opme M yTBep:KIaeT HOMEHKIATypy Iel, KOoTopas
BBOJIUTCS C | sTHBaps CIeayromero rojaa.

5.4. Ilpu  cocraBjieHUHM  HOMEHKJIATypbl  Je€l1  HEO0OXOIUMO
PYKOBOJICTBOBAThCSI TPHUMEPHBIM TIEPEYHEM JOKYMEHTAIBHBIX MaTepUasoB,
00pa3yromuxcs B IeaTeabHOCTH opranu3anuii [Ipodcorosa, pekoMeH10BaHHBIX
BBIIIECTOSIIIIMMHU BEIOOPHBIMH MPOQCOIO3HBIMU OPTaHAMH.

5.5. Kaxmoe neno, BKIWOYEHHOE B HOMEHKIATYPY OpraHU3aluu
[Ipodcoro3a, MOIDKHO HMETh HHASKC (HOMEp), COCTOSIIUH U3 ITU(POBOTO
0003HaYEHNsI, HATIPABIICHHS IEATENBHOCTH M TIOPSAIKOBOIO HOMEpa aena.?

Ipumep: Ne 3-4 (3 - opranu3aHoHHas paboTa, 4 - MOPSAKOBBIH HOMEp JieJla B HOMEHKIATYpE).
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5.6. [To okoHyaHmM ro/a B HOMEHKIAType Aen opranu3anuu [Ipodcorosza
JIeJIaeTCsl UTOrOBast 3aIMCh O KOJIMYECTBE /1T, 00pa30BaBILINXCS B I€ATEILHOCTH
3a MPOLIEAIINHN TO/.

B onHom gnene ¢GopMupyrOTCS JOKYMEHTBI OJHOTO CpPOKAa XpaHEHUS.
JIOKyMEHTBI TOCTOSSHHOTO U BPEMEHHOTO CPOKOB XpaHEHHs (HOPMUPYIOTCS
paszenbHo.

B uensx mnpaBUIBHOTO M KAaueCTBEHHOIO OTOOpa JOKYMEHTOB JIJIst
NanbHEHIIero XpaHeHWs WM yHUYTOXKEeHUs opranuzamus [Ipodcorosa
MPOBOJUT IKCIEPTU3Y LIEHHOCTU JJOKYMEHTOB.

5.7. AKT Ha JokymeHThl opranuzanuu Ilpodcoro3a, mnomiexamme
YHUUTOKEHUIO, YTBEpKAAaeTcs mpezcenareneM opranuzanuu [Ipodceoroza mocne
COrJIaCOBaHMUSl €ro ¢ MpeaceAaTesieM KOHTPOJIbHO-PEBU3NOHHOW KOMHUCCHU
opranuzanuu [Ipodcoroza.

5.8. Ilpu mnepeusOpanuu mnpencenarens opranmzammu [Ipodcoroza
COCTaBJSIETCA aKT TNpueMa-liepesaun  Jen  KW30paHHOMYy — MPeACENaTelNto
opranu3zaumu IIpodcoro3a B Tpéx sK3eMIuIsipax, OAUH U3 KOTOPBIX BMECTE C
aKTOM  KOHTPOJIbHO-PEBU3MOHHOW Komuccuu — opranuzauuu  [Ipodcoroza
HAIPaBJIETCS B BHILIECTOSIIUN NPOPCOIO3HBIN OpraH.

VI. Oco0enHOCTH padOTHI € 3JIEKTPOHHBIMH IOKYMEHTAMH B
opranmsanusx IIpo¢coroza

6.1. Pabora c 35IeKTpOHHBIMHU JOKyMEHTamMu B opranusanuu [Ipodcoroza
OCYULIECTBJISIETCS. B COOTBETCTBUM ¢ YcTtaBoMm Ilpodcoroza, HacTogmmmu
[IpaBunamu u uHCTpyKUKE opranuzanuu [Ipodcorosa.

6.2. DNEeKTpOHHBIA JOKYMEHT MAOJDKEH ObIThb O(OpPMIIEH MO OOIIHMM
npaBuiaM JEJNONPOU3BOACTBA U HMMETh PEKBU3UTHI, YCTAHOBJIEHHBIE IS
aHAJIOTMYHOIO JIOKYMEHTa Ha OyMa)KHOM HOCHUTENE, 32 MCKIIOYEHUEM OTTHCKA
neyaTH.

6.3. IlppueM u oOTHpaBKa B3JIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISIFOTCS
JUIIOM, OTBETCTBEHHBIM 3a OOCIY>KMBaHHE D3JEKTPOHHOTO KaHajla CBSI3U
opranuzatmu Ilpodcoroza (OTBETCTBEHHBIH 3a aJMUHUCTPUPOBAHHUE CHCTEMBI
AJIEKTPOHHOTO TTIOYTOBOTO OOMEHA).

6.4. DIeKTpOHHBIE JOKYMEHTHI CO3Jal0TCsl, 00pabaThIBalOTCS B CHCTEME
3JIEKTPOHHOTO JOKyMeHTooOopoTa opranu3anuu [Ipodceorosa.

6.5. EnuHnnen ydera 3J€KTPOHHOIO JOKYMEHTA SIBISETCS AJIEKTPOHHBIN
JIOKYMEHT, 3apErUCTPUPOBAHHBIA B CUCTEME 3JIEKTPOHHOIO JOKYMEHTOO0OpOTa
opranuzanuu [Ipodcoroza. DIEKTPOHHBIN TOKYMEHT, UMEIOIIUN MPUIIOKEHNUS,
PEruCTPUPYETCS KaK OANH IOKYMEHT.

6.6. DIIEKTpOHHBbIE JOKYMEHTHI (KOMHHM 3JEKTPOHHBIX JOKYMEHTOB Ha
OyMaxHOM HocuTene) GOpMHUPYIOTCS B Jieda B COOTBETCTBUM C HOMEHKIIATYpOH
el U HUHIEKCUPYIOTCS B TMOPSAKE, YCTAaHOBJICHHOM B OTHOIICHUH [T,
COCTaBJICHHBIX U3 IOKYMEHTOB Ha OyMa)kKHOM HOCHUTEJIE.

6.7. Cpoku XpaHEHHs DJIEKTPOHHBIX JOKYMEHTOB (KOMHUI 3JIEKTPOHHBIX
JOKYMEHTOB Ha OyMa)kHOM HOCHTEJNIE) COOTBETCTBYIOT CpOKaM XpaHEHUs
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEJIbHBIMU W WHBIMH HOPMAaTHBHBIMU
IpaBOBbIMU akTaMu Poccuiickoit Denepanuu 1151 aHAJOTUYHBIX JOKYMEHTOB HA
OyMa)XHOM HOCHTEJE.



6.8. MecTo XpaHEHHs 3JIEKTPOHHBIX JOKYMEHTOB (KONUH AJIEKTPOHHBIX
JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE) 10 UX Nepejaul B apXuB, BUJ HOCUTEIIEH,
Ha KOTOPBIX OHM XPAHSTCS, a TaKkKe (OpMaThl UX MOCTOSHHOTO U JTUTEIBHOTO
CPOKOB XpaHEHHus omnpenensaorcss opranuzanuein Ilpodcoroza ¢ yuérom
byHKkunoHupyomux B opranuzamuu I[Ipodcoro3a mporpaMMHO-TEXHUYECKUX
CPEACTB U HOPMATUBHBIX U METOAUYECKUX JOKYMEHTOB.

6.9. DkcrepTu3za IIEHHOCTH JJIEKTPOHHBIX  JOKYMEHTOB  (KOmui
AJIEKTPOHHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE) OCYIIECTBIISETCS B OOIIEM
MOPSIJIKE, YCTAHOBJICHHOM B OTHOIIECHUH JIOKYMEHTOB Ha OyMa>KHOM HOCHTEIIE.
[locne wucredeHUss CpOKa, YCTAHOBIEHHOTO Ui XPAaHEHUS AJIEKTPOHHBIX
JIOKYMEHTOB (KOTHU AJIEKTPOHHBIX OKYMEHTOB Ha OyMaKHOM HOCHUTENE), Ha
OCHOBAHMHM AaKTa O BBIJCICHUM HX K YHUYTOKEHHUIO, YTBEPKIAEMOIO
npenceaareneM — opranmzauuu  [Ipodcoroza,  ykasaHHBIE — 3JIEKTPOHHBIE
JOKYMEHTBI (KONUHU 3JIEKTPOHHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE)
MO/JIEXKAT YHUUYTOKECHHIO.

VlI. 3akaounTesibHbIE MOJI0KEHUS

7.1. JlenmompousBoactBo B opranm3anusx IIpodcoro3a Beaercs
CaMOCTOATENILHO OT  JICJIONPOU3BOJACTBA 00pPA30BATEIBLHOTO  YUPEKICHUS
(opraHuzanuu) WM OpraHa, OCYIIECTBISAIONICTO yIOpaBieHHE B cdepe
oOpa3oBaHUs, U BKJIIOYAET B c€0S PEruCTPalMIO BXOMSIICH M HCXOASIICH
JTOKyMEHTAITUH, KOHTPOJIb 32 WCIIOTHEHHEM JIOKYMEHTOB, BEJICHHUE MTPOTOKOJIOB
po¢)COI03HBIX coOpaHuii (koH(pepenIuit), 3ace1aHui BBIOOPHBIX
KOJUIETHATIBHBIX TPO(COI03HBIX OpraHoB, (hOpMUPOBaHHE TOKYMEHTOB B Jea,
oOecrieueHNEe WX COXPAHHOCTH WM YHUYTOXEHHE B COOTBETCTBUU C
YCTaHOBJICHHBIM TTOPSITKOM.

7.2. BeneHnve neiompoW3BOACTBA IMOPYYACTCS OJMHOMY U3 PaOOTHHKOB
annapara opranuzauuud IIpodcoro3za wiam OAHOMY U3 UWIEHOB BBIOOPHOIO
npodcoro3Horo oprana opranuzanuu [Ipodcoroza.

7.3. OTBETCTBEHHOCTb 3a OpraHW3aIMI0 U TMPABUIBLHOE BEJCHUE
JICJIONPOU3BOJICTBA B COOTBETCTBUM C YcrtaBoMm [Ipodcoro3a Boznaraercs Ha
npencenarens opranuszanuu [Ipodcorosa.



IIpunoowcenue Ne [

IIpodgcoro3 pabOTHMKOB HAPOAHOT0 00PA30BAHMS U HAYKH
Poccuiickoii Penepauuu

(HamMeHoBaHKE MPOQPCOI3HON OpraHU3aIIH )
MMPOTOKOJI
3aceganus Npodcor3Horo Komurera (npesuauyma)?

Jara Mecto

Ne
[pencenatenscTBYOMM (Gh.u.0.)
[TpucyrcrBoBau:
Usnensl mpo(cor03HOT0 KOMUTETA (MPe3uInyma) (p.u.0.)
[IpurnameHHsIe: (¢h.u.0., donxncrocmo)

(ecnu bonee 10, ykasamo: cnucok npuiazaemcsi)

IloBecTka aHA:

1. (raumenosanue sonpoca, 6e3 ykazanus OOKIA0UUKA)

2.

1. CAYIIAJIA: (¢.u.0., donxcnocmv u naumenosanue eonpoca). Texcr
TOKJIa/1a, HHPOPMAIINH, COOOIICHNS BKIIFOYAETCS B MPOTOKOJI WU YKa3bIBACTCH,

YTO NpHUJIaraeTcs Ha  JIUCTaX

BBICTYIINJIU:

1. (b.n.0., HJOIKHOCTB) (Kpamkoe  colepicanue  8blCMYNIEHUS,

npeonoxcenuii)*

2.0l

IMMOCTAHOBMUWJIM: (TEeKCT MOCTAaHOBJICHUSI BKIIOYAETCS B MPOTOKOI
WM YKa3bIBAETCS, YTO HA _ JIMCTaX [IPUIIAraeTcs)’.

[Ipencenarens

opranuzauu [Ipodcoroza

% Tlo naHHOl cXeme OCYIIECTBISETCS 3aMuCh 1O BCEM BOMPOCAM TOBECTKH JTHS («CITyIIIATI,
«BBICTYIIIINY, «TTIOCTAHOBUIIID).

B npotokonax nmpodcoro3Hbix coOpanuii, KOH(EpeHLINI U 3acelaHuil KOJJIETHalbHOTIO
IpOQ)COIO3HOTO OpraHa B MOCIJIEI0BATEIbHOCTH, YCTAHOBICHHON MOBECTKOM JHSA, MO KaXIOMY
BOIPOCY BKIIFOYAIOTCS WM TIPWIAraroTcs K MPOTOKONY TEKCTHI JOKJIAIO0B, CIPABOK,
BBICTYIUICHM W TIPUHATHIE TOCTAHOBJICHHs. JIOKYyMEHTHI K MPOTOKOJaM (HOPMUPYIOTCS B
MOCJIEI0BATENbHOCTH, COOTBETCTBYIOLIEH MPUHATHIM IIOCTAHOBJICHUSIM.

* Ecmm nmoxnan, mH(OpManus, coobmeHne He TpeOyeT JOTONHEHNH M pasbACHEHMI
WIA  paccMaTpuBaeTcsi  06e3  oOCyxaeHus, paszen mnporokoia «BeicTrymumm» He
odopmIseTcs.
® Tlocne ToNOCOBaHMsS TOCTAHOBJIEHME TPHHATO (IIPM PA3HOTIACHAX B TOJOCOBAHUU
YKa3bIBa€TCS KOJIMYIECTBO JIUI], TOJIOCOBABIINX «3a», IIPOTUBY, «BO3JICPIKABIINECS).
1



IIpunoowcerue Ne 2

IIpo¢coro3 padboOTHUKOB HAPOAHOTO 00PA30BAHUS U HAYKH
Poccuiickoiit @enepaunu

(HanMeHoBaHME PO COO3HON OPraHU3ANU U MPOJCOIO3HOTO OPTaHa)

IMOCTAHOBJIEHHUES®
Harta Mecto No

3aroJioBoK

TEKCT TIOCTAHOBITEHUS . . . . e vt eeee et et e e e e e e e e e et e e e e et e e e

[Ipencenarens
opranusaiuu [Ipodcoroza

6 [TocranoBnenue po(Ccor03HOTrO coOpaHus (xoH(pepeHUN),

BBIOOPHOTO  MPO(COIO3HOIO  OpraHa  IOAINHUCHIBAETCS — NpeAcefaTeseM  OpraHu3aluu
[Tpodcoro3a.

[To Bompocam, NPHUHATHIM COBMECTHO C COLMAJIbHBIMH HapTHEpaMH
opopmisitorest «PELHTEHU S ».

[Toanucy counanbHbIX TAPTHEPOB PACHOIAralOTCsl Ha OJHOM YPOBHE.
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LIpunoorcenue Ne 3

IIpodgcoro3 pabOTHMKOB HAPOAHOTO 00OPA30BAHUA U HAYKH

Poccuiickoii Penepaunu

(HamMeHoBaHME MPOQCOI3HON OpraHU3aIluy WK MTPO(COI3HOTO OpraHa)
BBIIIUCKA U3 ITPOTOKOJIA
coOpanusi (3aceaHusi) KOMHUTETa (Mpe3uauyma)’

Jata MecTto

CIHYHWAJIM: (haumenosanue sonpoca)

BBICTYIIUJIU: (mexcm 8bICMYNJIEHUU
Heobxooumocmi).

IMOCTAHOBWJIN:  (npusooumcs  mekcm
KOHKPEMHOMY BONPOCY).

[Ipencenarens

No

oaemcs

nocmaroeBJIeHUA

opranuzanuu [Ipodcoroza

7

npu

no

O(i)OpMJ'IeHHLIe MPOTOKOJIbI COCTABJIAIOTCA B HCO6XOI[I/IMOM KOJIMYCCTBC

9K3eMIUIApOB. [IepBbIil AK3EMIUISIp IPOTOKOJIAa U MaTepUaIoOB K HEMY O(OpMIIsIETCs B JI€10 U
XpaHUTCS B YCTAHOBJIECHHOM MOpsAIKE. BTOpPOH 53K3eMIUIIp MOMKET WCIOJIb30BaThCs JUIs
TeKyllell paboThl YJICHOB MOCTOSHHBIX KOMHUCCUHM, IPO(PCOIO3HOIO aKTMBA U HAIIPaBISETCS B

BBILIECTOAIINH MPOCOIO3HBIN OpraH (Ip1 HEOOXOUMOCTH).



B opranuzamuto [Ipodcoroza
(raumenosanue opeanuzayuu )

3AABJIIEHUE
(npumepnasn ¢popma)

A,

( ykaszwigaromes ¢h.u.o., 00IAHCHOCMb, adpec U NACNOPMHble OAHHbLE)
MpoIry TpUHATE MeHS B wieHbl [Ipodcoro3a paOOTHUKOB HApOIHOTO
oOpazoBanuss u Hayku P®. OO06s3yroch BbIMogHATH YcTaB IIpodcorosa,
yIUTAYMBaTh WICHCKHUE TMPOQCOIO3HBIC B3HOCHI W TPUHUMATH Yy4YacTHE B
neatelbHOCTH opranu3anuu [Ipodcoroza.

B coorBerctBun ¢ TpynoBeiM kojpekcoMm PO u DenepanbHbIM 3aKkOHOM «O
MEPCOHANIBHBIX JaHHBIX» WM C IICNBI0 TPEACTABUTEIBCTBA W 3AIUTHl MOUX
COLIMAJIBHO-TPYAOBBIX TMpPaB U NPO(ECCHOHATBHBIX HHTEPECOB, OpraHU3aAlUU
npodcoro3Horo yuéra jaro0 corjjacue Ha oOpaboOTKy MOMX MEpPCOHAIbHBIX
JTAHHBIX (¢h.u.0., 200 u dama posicoeHus, obpazosanue, npogeccus, cemeunoe
nonodcenue u 3apabomuas niama) Ha BECh IEPHOJI MOEro YJICHCTBAa B
O6mepoccuiickom IIpodcoro3e oOpazoBaHus U MO MUCBbMEHHOMY TpeOOBAHHIO
MOTY OTO3BaTh €T0 B JIF000E BpeMsl.

(mata) (¢.u.0., moamuUck)



B opranuzamuto IIpodcoroza
(raumenosanue opeanuzayuu )

COI'JIACHE
HAa 00pa00TKY NEePCOHAIBHBIX TaHHBIX

(npumepnasn gpopma)

A,

(yxaswvlearomcesi ¢h.u.o., 00JIHCHOCHDb, adpec U NACNOPMHble OaHHble)

B cooTBeTCTBUU C TpynoBbiM koaekcoM P® u ®enepanbHbiM 3akoHOM «O
MEPCOHANIBHBIX JAHHBIX» U C IEJIbI0 MPEICTABUTENHCTBA U 3AIIUTHI COLIUATLHO-
TPYJOBBIX TIPaB U MPOQPECCHOHATIBHBIX HHTEPECOB JIal0 COTIIacue Ha 00paboTKy
MOMX TMEPCOHANBHBIX JAHHBIX ((.u.0., 200 u oama podcoeHus, 00pazosanue,
npogheccus, cemeliHoe NONOJCEHUe U 3apabomHas niama) Ha BECh TMEPUOJ
Moero wiedHcTtBa B Oo6miepoccuiickom Ilpodcoroze oOpazoBaHuss u 1O
MHCbMEHHOMY TpeOOBaHUIO MOTY OTO3BaTh €r0 B JII000E BpeMsl.

Unen IIpodcoroza (@.u.0.)

Jara [Moanuck




IIpencenaremnto
opranuzanuu [Ipodcoroza

(¢h.u.o0.)

COI'VIACHE
HAa 00pa00TKY MEePCOHAIBHBIX TaHHBIX

(npumepnan gpopma)

(vkaszwiearomesi ¢h.u.o., O0JHCHOCMb, 8bIOOPHASL NPOGhCOIO3HAS paboma adpec u

nacnopmuvie OaHHvle)
C IEeNbl0 OOECHeUeHHs] peau3aliil MOMX TIOJHOMOYMH B KadyecTBE 4YJICHA
BBIOOPHOTO MPOGCOI3HOTO OpraHa
(HaumeHosaHue npoghopeana) Naro coriacue Ha oOpabOTKy MEPCOHAIBHBIX
JNAHHBIX ((h.u.0., 200 u oama podcoenus, o0bpasosanue, npogheccus, Homep
menegona) Ha BECh IMEPUOJ MOETO TNpeObIBaHUA B COCTABE BBIOOPHOIO
po(COI03HOTO OpraHa M MO MUCbMEHHOMY TPEOOBAHHIO MOTY OTO3BaTh €0 B
11000€ Bpems.

Unen [Ipodcoroza (@.u.0.)

Jara [Moanuck




INPUMEPHBIY IEPEYEHb (HOMEHKJATYPA) JEJ IEPBUYHOM
MPO®COIO3HON OPTAHU3AIIN

B npodxome NEPBUYHOU po(cor03HOM OpraHu3alHH
bopMHpYIOTCS CIASAYIONMHNE Jea;

® JIOKYMEHTbl HOpPMAaTHBHO-IIpaBOBOro xapakrepa (¥Ycra Ilpodcorosa,
OOmiee mMoJOXKEHHWE O TMEepBUYHOM NPO(COI3HON  OpraHu3alui,
[TonoxeHue o nepBUYHON NMPOPCOIO3HON OPraHU3aAlUU, CBUIETENBCTBO O
rOCy/lapCTBEHHOM  perucrpauuu (ecid mepBUYHas Hpo¢coro3Has
OpraHu3alMsi HMMEET TMpaBo lopuandeckoro Juna), llonoxeHue o
KOHTPOJIBHO-PEBU3HOHHBIX opraHax [Ipodcoro3za pabOTHMKOB HApOIHOTO
oOpa3oBanus 1 Hayku Poccuiickoit denepauu u ap.);

® MPOTOKOJIBI IPO(COIO3HBIX cOOpaHuil (KoH(pepeHIui);
® IIPOTOKOJIBI 3aCENAHNUIN PO(PCO3HOTO KOMUTETA;

® TMPOTOKOJIBI  3acelaHWil  Mpe3ujMymMa MEepBUYHON  MPodCOI03HOM
opraHu3anuu (Mpy ero HaJIu4uHn);

® [UIaHbl pPaboThl NPO(COIO3HOTO KOMHUTETA, MOCTOSHHBIX KOMUCCHUH,
CTPYKTYPHBIX TPO(PCOIO3HBIX 3BEHHEB;

® KOJIJICKTUBHBIM A0roBOp;

® CIpaBKM W Jpyrue paboure MaTepuaabl MO TMOJATOTOBKE 3aceaHui
po(COr03HOTO KOMUTETA, COOpaHuil (KOH(pEPEHITHH);

® JIOKYMEHTHl ¥ pabourMe Marepuajbl 1O OCHOBHBIM HAIMPABICHUIM
YCTAaBHOM JEATEIBLHOCTH (MaTepuayibl IO BEACHUIO TEPErOBOPOB U
3aKJIIOYEHUIO KOJJ0rOBOpa, MaTepHalibl MO MPaBOBOM pabOTe M OXpaHe
Tpya, OpraHu3alu OTaAbIXa U T.1.);

e (hUHAHCOBBIE TOKYMEHTHI NPO(COIO3HON OpraHU3alUK (CMEThI, OTYETHI U
npyrue GUHAHCOBBIE IOKYMEHTHI);

® CTaTUCTUYECKUE OTYETHI;

e xypHau (kapTouku) ydeta wieHoB [Ipodcorosa;
® SKypHaJ BXOISIIIEH U UCXOISIIIEH JOKYMEHTAINH;

e 3asBieHus o npueme B IIpodcoro3 MW KomMM 3asBJICHUN YJIEHOB
[Ipodcoroza 0 6e3nanM4HOMN yruiate MpodCcor3HOTO B3HOCA;



® AaKTBhl YHUYTOXXEHHUS NPO(QCOIO3HBIX TOKYMEHTOB WM MPO(COIO3HBIX
OMJIETOB UCKIIIOUEHHBIX U Bblenmux u3 Ipodceorosa;

e MaTepHalibl KOHTPOJIbHO-PEBU3UOHHON KOMHMCCHU;
® MaTepHalibl KOMUCCUN TIPO(COIO3HOTO KOMHUTETA;

® [IOCTAaHOBJICHUS, HOPMAaTUBHbBIE U METOIMYECKUE MATEPUAIIBI
BBIIIECTOAIINX MPOPCOIO3HBIX OPraHOB;

e JIPyTHE JOKYMEHTHI U MaTepHaIbl (HCXOI U3 00heMa
MOCTYTAOIIEH JOKYMEHTAIIUK 1 HEOOXOIUMOCTH
TOKYMEHTAJILHOT'O0 00ECTICUCHUS JIeITeILHOCTH OpraHU3aliH
IIpodcoroza).

e Jlenonpou3BOACTBO MOXKET BECTHUCh Kak Ha OyMaXHbIX, TaK M Ha
AIIEKTPOHHBIX HOCUTEIISX.

IIPUMEPHASL ~ HOMEHKJIATYPA JAEJ NMEPBUYHOM
MNMPOPCOO3HOU OPTAHU3AIINN.
YTBEepKAECHO

MOCTaHOBJIEHHEM TMTpoPKOMa
oT 20 1. No
IIpumepHast HOMEHKJIATYypa

AeJ1 IepBUYHOMN PO cOr03HOM OPpraHU3al U

Ne HaumeHoBaHMe 10KyMeHTAa Cpox xpaHeHus

1. | HopmaTuBHble H1OKYMEHTHI (0O1L1ee

II0JIOKEHUE 0 IIEPBUYHOU
OpraHu3aIuu [Tpodcoro3a, IocTostHHo
[IOJIOYKEHUE 0 MIEPBUYHOU
poCcOr03HOM OpraHu3aIliu,

VYeraB IIpodceorosa, moaoxeHus: o
KOMUCCHSIX U IP.).

2. |Ilmambr  pabotel mpodcoro3noro | [lo muHOBaHMS
KOMHUTETa u MOCTOSIHHBIX | HAIOOHOCTH
KOMUCCHH.




[IpoToKOIIBI po(COI03HBIX
cobpanuii (koH(epeHuuii), B TOM
YHCJIe U OTYETHO-BHIOOPHBIX.

Cpok noTHOMOYHIA

4. | [IpoTokonsl 3ace/laHui
po(hCOI03HOTO KOMHUTETA. .
Cpoxk nosHOMOYMI
5. | IIpoTokosbl 3acelaHui Cpok nosHOMOYHI
pe3nInyMa podcoro3HOM
OpraHu3aluu
6. | Marepuassi MOATOTOBKHU
npocoro3HbIX coOpaHuit (B TOM
qHCIIe OTYETHO-BBIOOPHBIX), Jlo MuHOBaHHS
3aceaHuii MpodKOMa, CIPaBKH, HajiobHOCTH
aHAJIMTHYECKHUE CIPABKU U T.JI.
7. | JokyMeHTBI W Marepuaibl IO Cpoxk nosHOMOYM I
KOJUIEKTUBHBIM IIEperoBopam,
3aKJIIOYEHUI0 W KOHTPOJII 32
BBINIOJIHEHUEM KOJIZJOTOBOPA.
8. | JokyMeHTHI ® Marepualbl IO Cpok nosHOMOYM I
BOIpOCaM TPaBOBOM palbOThl U
OOIIIECTBEHHOTO  KOHTpPOJISI 32
coomonenueM TK PO.
9. | JoxyMeHTHI W Marepuaibl IO Cpok nosHOMOYHI
oXpaHe Tpyjaa
10 | JoxymMeHTBI ¥ MaTepHallbl  II0 Cpok noaHOMOYMA
JIPYTUM OCHOBHBIM HANpaBIICHUAM
po¢cor03HOM pabOThI
11 | Kypuan ydera YJIEHOB
[Ipodcoroza.
[TocTostHHO
12 | CmeTsl, (uHAHCOBBIE OTYETHI U Jlo MuHOBaHMs
npyrue pruHaHCOBBIE JOKYMEHTHI. HaJ00HOCTH
13 | CraTucTudeckue OTYEeTHI. [TocTostHHO




14

Marepnabl KOHTPOJIBHO-
PEBU3MOHHOM KOMUCCHH.

Cpok nosHOMOYHI

NMCbMa, Y4€OHbIE U METOJIUYECKHE
Marepuaibl W JIp. JOKYMEHTHI
BBILIECTOSAINX PO COO3HBIX
OpraHoB.

15 | Marepuansl pabOTBI  KOMHUCCHI Cpoxk nosHOMOYMI
po(hCOI03HOTO KOMUTETA.
16 | 3asBnenus uneHoB Ilpodcoroza o
OC€3HATMYHOM  yIUIaTe UICHCKHUX
B3HOCOB. [TocTositHHO
17 | Kypnan peructpaiiui BXOAsIIEeH U Cpox MoJTHOMOYHIA
UCXOJISAIIEH JOKYMEHTAIINH.
18 | [IuceMma, 3asiBJICHUS YJICHOB ITocTtositHHO
[Ipodcorosza
19 | 3asBrmenus o nmpueme B [Ipodcoro3 [ToctosinHO
20 | AxTBI YHUUYTOKEHUS [TocrosiHHO
PO COI03HBIX JIOKYMEHTOB
UCKITFOUCHHBIX W BBINICANIUX U3
[Tpodcoroza.
21 | [locranoBnenusi, HWHCTPYKTHBHBIC | [0 MUHOBaHUS

HaJT00HOCTH

IHpumeuanue:

l. Jns opraHu3zanuii, UMEIOLIUX CTaTyC HOPUAUYECKOrO JIMIA, CPOKHU
XpaHeHus (UHAHCOBBIX JIOKYMEHTOB YCTaHABJIMBAIOTCS B COOTBETCTBUHM C

HOMEHKJIATypOil OyXraiaTepuH.

2. Ilo BceM ocCTaJbHBIM NPOQPCOIO3HBIM JIOKYMEHTAM TEPBHYHBIX
PO COIO3HBIX OpraHu3aIiii, yKkazaHue Ha CPOK XPaHEHUS «CPOK HOJTHOMOYUIL
O3HAYAET, YTO ITOCIIE ITOTO CPOKA MPOTOKOJIBI U AP. JOKYMEHTHI OMPEAECIAIOTCSA

2




Ha XpaHEHHE B TEKYIIUH apXuB MPO(COI03HOW OpraHu3aiuv, B MpohCOIO3HBINA
WU TOCYNApCTBEHHBIM ApXWB Ha JJIUTEIIBHOE XpAaHEHUE, HO HAJIUYHME TaKOM
3aMiCcCH B HOMEHKIJIAType Jed MpoCOI3HOM OpraHU3allMd HE O3HAYaeT, YTO
MIOCJIE CPOKA MOJIHOMOYUI MPOTOKOJIBI HEIPEMEHHO JTOJKHBI YHUUTOKATHCA.

3. B ManouuciaeHHbIX NePBUYHBIX MPOQPCOIO3HBIX OpTraHU3AlMIX, T/Ie HET
YCIOBUM [IJISl JUIMTEIBHOTO TEKYIIEr0 XpaHEHUs JOKYMEHTOB, OHHU MOTYT
YHUYTOXATHCSA MO MCTEUEHUU CPOKa MOJTHOMOYHUN BBIOOPHOTO MPOGCOIO3HOTO
oprasa.



