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|. O0mue moJ10KeHUA

1.1. Hacrosmee Ilonoxkenune 06 skcnepTHOM komuccuu (nanee — Ilonmoxenue)
pa3paboTaHo A1 MYyHUIMOAIBHOIO aBTOHOMHOTO JOILIKOJIBHOTO OOpa3oBaTEIbHOIO
yupexaenust Ne 10 «/leTrckuii can koMOMHUPOBAHHOTO BUIa» (faniee — YUpeKIeHUE) C
LEJBI0 OpPraHu3alMi U MPOBEJACHUS SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB, OTOOpY H
MOATOTOBKE K MEepeaaue Ha MOCTOSHHOE XpaHEHHE JOKYMEHTOB, OOpa3yloIHUXCs B
npoLecce AeATeIbHOCTH Y UpeKICHNUA.

1.2. DkcneprHas komuccus (ganee - 3K) sBisieTcss coBeniaTeIbHBIM OPraHoM MpU
3aBENYIOLIEM YUPEKICHUEM.

1.3. B cBoeii pabore DK pykoBoaCTBYeTCS:

- 3akoHOM OT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM nene B Poccuiickoit
Denepauuny,

- TOCTom P 6.30-2003 «YHuduiupoBaHHblE CHUCTEMbl JOKYMEHTAIIUU.
YHuduiupoBaHHasi CcUCTEMa OpPraHU3alMOHHO-PACTIOPSIUTEIBHON JOKYMEHTAIINH.
TpeGoBanuss k 0QOPMIICHHUIO JIOKYMEHTOB» (IIPUHAT W BBEACH B JICHCTBUE
ITocranoBnenuem I'occranmapra Poccun ot 03.03.2003 Ne 65-cT1);

- IpUKa3oM MHHUCTEPCTBA KYJIBTYPhl U MAacCOBBIX KOMMYHHMKaIui Poccuiickon
®epnepanuu ot 08.11.2005 Ne 536 «O THIOBON MHCTPYKLUMH MO JIETONPOU3BOACTBY B
(benepanbHbIX OpraHax UCIOJHUTEILHON BIACTHY;

- mpukazoM PocapxmBa ot 19.01.1995 Ne 2 «OO06 yTBepkIEHUH IPUMEPHOTO
MOJIOKEHUS O TMIOCTOSHHO JIEUCTBYIOHIEH OSKCIEPTHOM KOMHUCCHUHM YUPEKICHUS,
OpraHu3aluu, IPEAIPUATUS;

- npukazoM PocapxuBa ot 11.03.1997 Ne 11 «O6 yrBepxkaeHuu Permamenra
rOCy/IapCTBEHHOTO y4eTa TOKyMeHTOB ApxuBHoro (onmga Poccuiickoit denepanum»
(3apeructpupoBano B Munrocte P® 08.07.1997 N 1344);

- «OcHoBubiMu [lpaBuiamu paboOThl apXUBOB OpraHuzanuit» (0100peHbI
pemienneM Komneruu Pocapxusa ot 06.02.2002);

- [IpaBunamu opraHu3aiuu XpaHEHUs, KOMIUIEKTOBaHUSA, Y4€Ta U UCIIOJIb30BaHUS
TOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enmepanmu W JIPyrux apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX M MYHHUIMIAIbHBIX apxXuBax, My3eixX U
OoubImoTekax, opranu3anusax Poccuiickoit akagemuun Hayk (M., 2007);

- HOMEHKJIATypOU JIeN1 Y UpeKACHUS.

1.4. [TIlepconanbhblii coctaB 3K Ha3zHayaeTcs TMPHUKA30M 3aBEIYIOIIETO
Vupexnennem. B ee coctaB BXOAST: MpeaceaaTesib, 3aMECTUTENb IpeacenaTess,
YJIeHbI — Han0oJiee KBATH(PUITMPOBAHHBIC COTPYAHUKU Y UPEKICHUS.

1.5. Tlonoxenue o0 DK VwupexnaeHus BBOAUTCS B JEHCTBUE NPUKA30M
3aBEYIOLIETO Y UPEKIACHUEM.

1.6. Tlonoxxenue nelcTByer A0 NpuHATHA HOBOro. B TlomokeHue moryTt ObITh
BHECEHBI JIONOTHEHUS, U3MEHEHUSI.

1. OcHoBHBIE 3a1a4M AeSATEJILHOCTH IKCIIEPTHOH KOMHUCCHH

2.1.0cymmecTBasSTh OpPraHW3allii0 W TPOBEICHHWE JKCIEPTU3bl IIEHHOCTH
JIOKYMEHTOB Ha CTaJIMM JIEJIONPOU3BOJICTBA MPHU COCTABICHUU HOMEHKIIATYPHI JIeNl U
dbopmupoBaHus €.



2.2. CnocoOcCTBOBaTh OpraHU3allMM M TMPOBEJEHUIO SKCHEPTHU3bl LIEHHOCTH
JOKYMEHTOB Ha CTa/IMM MOJATOTOBKU UX K ApXUBHOMY XPaHEHHIO.

2.3. OOecneunBaThb OpraHU3allMIo, MPOBEACHHE OTOOpa M  MOATOTOBKH
JNOKYMEHTOB K Ilepefjaue Ha TOCYJapCTBEHHOE XpaHEHHE B Cllydae JIMKBUIALUU
Yupexnenus. K Takum JOKyMEHTaM OTHOCSTCS JOKYMEHTHI MOCTOSHHOTO CpOKa
XpaHeHUs, (puHAaHCOBas W OyXrajaTtepckas OTYETHOCTh, JOKYMEHTAIUS MO JINIYHOMY
COCTaBYy.

I11. OcHOBHBIE PYHKIMH IKCIIEPTHOH KOMUCCUU

B cooTBeTcTBHUU C BO3JI0’KEHHBIMHU Ha Hee 3afauamu, DK BeIMOIHSET cieayroue
GyHKIUU:

3.1. Opranuzanusi U MpoBeAeHHE PabOThI MO €XKEroAHOMY OTOOPY JTOKYMEHTOB
JUTSL JATbHEHIIIEro XpaHEHUs U K YHUUTOXEHHUIO.

3.2. Ocy1iecTBI€HHUE METOJUYECKOTO PYKOBOACTBAa pPAOOTOM IO H3KCHEPTH3E
IIEHHOCTH JIOKYMEHTOB YUPEXKJICHHS U IO MOJTOTOBKE MX K apXWBHOMY XPaHCHHIO B
VYupexaeHuu, Mo pa3padOTKe HOMEHKIATYphl [, OCYIIECTBIECHUE OJKCIEPTHOU
OIICHKM  TIPOCKTaM  HOPMATHUBHO-METOJUYECKUX  JOKYMEHTOB  YUPEKICHUS,
YCTAaHABJIMBAIOUIMX  TpaBWJIa  JIOKYMEHTHPOBAHHUS, OpraHu3alud  pabdoThl €
JOKYMEHTaMH M UX XPaHEHUSI U YHUUTOXKEHHUSI.

Cpoku XxpaHeHHs] JOKYMEHTOB YCTaHABJIMBAIOTCA B IPOLIECCE JKCHEPTU3BI HX
HAay4YHOU, UCTOPUYECKON U TPAKTUYECKON LIEHHOCTH.

DKcrnepTu3a EHHOCTH JOKYMEHTOB IMPOBOAUTCS B TP ATala:

- IPY COCTaBJIEHUN HOMEHKJIATYPBI J1E1T;

- TpU TIOJITOTOBKE JIEJ, BBIMICAIINX M3 ONEPaTUBHOW PabOThl, K IJIUTEIHLHOMY
XpaHEHUIO WA YHUUYTOKEHUIO;

- IIpY [Iepeaye Aesl Ha XPaHEHUE B apXUBBI.

3.3. PesynpraTom pabotel OK siBsercs pacnpeneiaeHne JOKyMEHTOB Ha YEThIpe
TPYIIIBI IO PA3JIUYHBIM CPOKAM XPaHEHUS:

- IOCTOSIHHOT'O XPaHEHMS;

- TOJITOBpEMEHHOT0 XpaHneHus (cBeimie 10 ser);

- BpeMEHHOTO XpaHeHus (70 10 JeT BKIIOYUTENBHO);

- MOJJIeKAIINEe YHUUTOXKEHUIO B CBSI3U C UICTEUEHUEM CPOKA XPAHEHUSI.

Jlena MOCTOSIHHOTO U JOJITOBPEMEHHOro XpaHeHus (cBbimie 10 er), BKiItouas
JOKYMEHTbl TI0 JIMYHOMY COCTaBYy, JIOJDKHBI XPaHUTbCA B apXuBE YUPEKICHHUS.
OnHako ecnu JOKYMEHThl MMEIOT MCTOPUYECKYH0 WIM HaydyHYI LEHHOCTb, TO
VYupexenue nepegaeT uX Ha XpaHEHHE B apXUBHbBIA OTIE] aJMUHHUCTPALMU TOpPOAa.
Ilepenaya oCymecTBISETCS MO OMUCSM.

Jlena BpeMmeHnHoro xpanenus (10 10 net), Kak mpaBuiio, B apXuB YUpexxIeHUS HE
nepearTces, a N0 UICTEUCHUH CPOKa XPAHEHUS] YHUUTOKAIOTCS.

Takum oOpa3oMm, MO pe3yiabTaTaM »3KCIEPTU3bl [IEHHOCTH JOKYMEHTOB B
YupexaeHnun COCTaBISIOTCSA:

- OIKCH JIe]l TOCTOSIHHOTO XPaHEHUS;

- OIHUCH JIeT BpeMeHHOoro (cBhiie 10 jeT) XxpaHeHus,

- OIIKCH JIeJ N0 JIMYHOMY COCTaBY;



- aKTHI O BBIJICJIICHUN K YHHUTOXKEHUIO JIeJl, HE TOISKAIINX XPaHSHHIO,

- aKThl 00 yTpaTe WiIW HEMCIPABHUMOM MOBPEXKICHUHN JOKYMEHTOB MOCTOSHHOTO
XpaHEeHHUS.

Omnwucu 1ein, COCTaBICHHBIE B PE3yIbTaTe ACATEIBHOCTH SKCIIEPTHONW KOMHCCHH,
YTBEPKAAIOTCS 3aBEAYIONINM Y UPEKICHUEM.

3.4. VYyactue B pa3pabOTKE U PACCMOTPEHUU IMPOEKTOB HOPMATHUBHBIX U
METOJUYECKNX TMOcOoOMi MO BompocaM pabOTHl C JOKYMEHTaMH B OpTraHHM3AIHH
(mepedHell MOKYMEHTOB C YKa3aHHEM CpPOKOB WX XpaHEHHs, HWHCTPYKIHUH IO
JeTIOTIPOU3BO/ICTBY, HOMEHKJIATYD Je U T.11.).

3.5. IlpoBenenuwe A COTPYAHHWKOB KOHCYJIbTAIMH MO BOIMpocaM paboThl ¢
JOKYMEHTaMH, y4acThe B TMPOBEICHUU MEPOINPHUITHN IO TOBBIIICHUIO JEJT0BON
KBaJIM(DUKALIUY.

V. IIpaBa 3kcnepTHOI KOMUCCHH

OK umeer npano:

4.1. B mnpenmenax cBOed KOMIETEHIIMU JlaBaTh PEKOMEHJAIMKM OTIEIbHBIM
COTPYJHHUKAM IO BOMpOCaM Pa3padOTKH HOMEHKJIATYPHI el U (OPMUPOBAHUS JIeT B
JIEJOTPOU3BOJICTBE, IKCIEPTU3BI IIEHHOCTH JOKYMEHTOB, PO3bICKA HEIOCTAIOIINX JICI
MOCTOSIHHOTO CpOKa XpaHEHWUs W JieJl MO JIMYHOMY COCTaBy, YIOPSJIOYEHUS U
oopMIICHHS JOKYMEHTOB.

4.2. 3anpanuBark.

- TUChbMEHHBbIE OOBSICHEHHS O MNPUYMHAX YTpaThl, MOPYH WM HE3aKOHHOTO
YHUYTOKEHHSI JOKYMEHTOB IOCTOSHHOTO WJIM JOJITOBPEMEHHOIO XPAHEHHS CPOKOB
XpaHEHHUs, B T. Y. JIOKYMEHTOB I10 JIMYHOMY cOCTaBy. OOBsSICHEHUS MPEICTABIAIOTCS B
dbopme 00BICHUTETHHOM 3aITUCKU;

- IPEJITIOKEHUS U 3aKITIOUEHUS, HEOOXOUMBIE JIJISl ONIPENCNICHUS WM TIPOJICHHUS
CPOKOB XpaHEHHs JOKYMeHTOB. [IpeanoxeHus: npencrapisitorcst B GopMe TOKIaTHBIX
3aIUCOK.

4.3. 3acnymuBaTh Ha CBOMX 3aCEIaHUAX COTPYJAHHUKOB O XOJI€ MOJATOTOBKH
JOKYMEHTOB K apXWBHOMY XpaHEHMIO, OO0 YCIOBUAX XpaHEHHs M oOecreueHus
COXPAaHHOCTU JOKYMEHTOB, O IPUYMHAX UX YTPAThI.

4.4. Tlpurnamars Ha 3acenanusi DK B KauecTBE KOHCYJIbTAHTOB MU SKCIEPTOB
MpEeACTAaBUTEINEH IOCY1IapCTBEHHBIX apXUBOB, CTOPOHHUX OpraHU3aIUil.

4.5. OK B nuiie ee npeacenaTensi, €ro 3aMECTUTEINS U CEKpeTapsi KOMUCCUU UMEET
MpaBO HE MPUHUMATHh K PACCMOTPEHHUIO U BO3BpaIIaTh s JOPAOOTKH HEKAY€CTBEHHO
1 HEOPEXKHO MOJATOTOBICHHBIE TOKYMEHTHI.

4.6. apopMHupoBaTh 3aBEAYIOMIETO YUPEIKISHUEM TI0 BOIPOCAM, OTHOCSIITAMCS
K KOMIIETEHIIMY KOMUCCHH.

477. Tlpu HEOOXOAMMOCTH  TPEACTaBIATh  YUpPEKJIECHHE B  OpraHax
INocynapcTBenHoi ciyx0b1 PO no nenam apxuBoB.

V. Opranm3anus padorsl IK

5.1. DK pabortaeTr mo TOAOBOMY IUIaHy, YTBEPKIACHHOMY 3aBEAYIOIIUM
YupexaeHueMm.



5.2. 3acenanusa OK npoBoasTcs o Mepe HEOOXOAUMOCTH, HO HE PEXE JABYX pa3 B
roa. llocrymaromme Ha paccmorpeHue OK TOKyMEHTBI paccMaTpHBAIOTCS Ha €€
3acenaHuu He mno3gHee yeM uyepe3 10 nueil. Bcee 3acemanus DK Qukcupyrorcs
nporokosiamu. 1IpoTokonsl moanuceBaroT npeacenarens u cekperapp OK. Pemenns
OK BCTynarT B CHIIy TOJIBKO ITOCJE YTBEPKICHHS MX 3aBEIYIOIIUM Y UPEKICHUEM.
Hekotopeie npoTokoiibl 3aceqanuii DK MOTYT conep:KaTh BaKHBIE PELICHUS IO PSIAY
BOITPOCOB:

- O COrJJaCOBaHWM ONMUCEH Ha Jena IMOCTOSHHOTO XPAaHEHWs, IO JUYHOMY
COCTaBY;

- 0 COrJIACOBAHUU MPOEKTOB TUMOBBIX U MPUMEPHBIX HOMEHKJIATYP A€,

- 00 M3MEHEHUHM CPOKOB XpaHEHMsI IOKYMEHTOB, YCTAaHOBJIEHHBIX TMEPEYHSIMU
JTOKYMEHTOB C VYKa3aHHMEM CpPOKOB HX XpaHEHUS], TUINOBBIMU U MNPUMEPHBIMHU
HOMEHKJIATYpaMH JIETT;

- 00 YCTaHOBJICHMM CPOKOB XpaHECHHS JIOKYMEHTOB, HE MPEAYyCMOTPEHHBIX
JEUCTBYIOIIMMHU TUTIOBBIMU U BEJOMCTBEHHBIMU MEPEUHIMU JOKYMEHTOB C YKa3aHUEM
CPOKOB MX XpaHEHHS, a TAK)KE TUIIOBBIMHU U MPUMEPHBIMUA HOMEHKJIATypaMu JIeJl.

[Iporokonsl  0ohOpPMIIAIOTCS Ha OCHOBaHUM 3alMCH  XOJa  3acelaHuM,
CTEHOTpaMM, 3BYKOBBIX 3alMCE€l W MAaTEpUAJIOB, IMOATOTOBJIEHHBIX K 3aCEIaHUIO
(TEeKCTOB JIOKJIaJIOB, BBICTYIUICHHWM, CIPaBOK, MPOEKTOB pEIICHUN, TMOBECTKU [HS,
CITMCKOB MIPUTJIAIIEHHBIX U JP.).

B nporokone oTpakaroTcsa BCe MHEHUS 10 pacCMaTPUBAEMBIM BOIPOCAM U BCE
npuHAThIe pemeHus. [Ipotokoin Benet cexkperapp OK.

CyiiecTByeT ABa BUJA MPOTOKOJIOB: MOJHBIM U KpaTkuil. IToJIHBIA MPOTOKOJI
COJIEP’KHUT 3alMCh BCEX BBICTYIUICHUH Ha 3aceaHUM, KPAaTKMH — TOJBKO (haMHIuu
BBICTYIIUBIIMX W KPAaTKyK 3alUChb O TEME BBICTyIUIEHUS. PelieHne o ToM, Kakyro
dbopMy MpOTOKOJIa BECTHU HA 3aCEeIaHHH, MPUHUMAET Tpeacenarens JK.

3aroJoBKOM IMPOTOKOJIA CIY>)KUT Ha3BaHUE KOJUIETHAIBHOTO OpraHa WIH
3acenanus (Harpumep, «IIpoToKOI 3aceaHusl SKCIIEPTHOW KOMHCCHUY).

TeKCT MOJIHOT0 MPOTOKOJIA COCTOUT U3 IBYX YaCTEH: BBOJHON U OCHOBHOM.

BBoanas yacth odopmisercs €IMHOOOpa3HO B MOJHOW M KpaTkou (opmax
npoTtokona. B Hel ykaspiBaroTcs (aMUIWK, WHUIMAIBI TpeaceaaTelis, ceKpeTraps,
YYaCTHUKOB 3aCEIaHMsl M MNPUIJIANIEHHBIX JUI (€CIM YYaCTHUKOB MHOIO, PSIOM C
yKa3aHUEM MX KOJMYECTBa JeslaeTcsi OTMeTKa — «CIIMCOK YYaCTHHKOB MPHIIATaeTCs»),
ITIOBECTKA JTHS.

®aMuIMK TPUCYTCTBYIOIIMUX 3aMKMCHIBAIOTCS B MPOTOKOJ, €CJIM UX He Oonee 15,
— B andaBUTHOM TOPSIKE, C YKa3aHUEM WX JOJKHOCTH, €CJIH K€ MPHUCYTCTBYIOIIUX
OOJIbIIIe, COCTABIIACTCS OTACIBHBIM CIUCOK. B MPOTOKOJAaX MOCTOSHHO JECHCTBYIOITUX
COBCIIAHMN U KOMUCCUM JOJXKHOCTHU NMPUCYTCTBYOILIUX JIUII HE YKA3bIBAKOTCS.

ITpu sTom cnoBa «IIpencenarens», «Cekperapb», «[IpucyTcTBOBaIN» MEYATAIOT
CJIeBa OT HYJIEBOTO IMOJIOKEHUSI Ta0ynaTropa (OT IMoJsi), OTACNSS AByMsI WHTEpBajJaMu
OT 3aroJoBKa U APYT OT JIpyTa.

BBongHas 4dacTh 3aKaHYMBAeTCS MOBECTKOM AHSA. BOmpocskl B NMOBECTKE IHS
pacnoJiararoT Mo CTENEHW HMX CIIOXKHOCTH, BAXXHOCTH W MPEIAINOJIaraéMoro BPEMEHU
oOcyxaenusa. Bompocsl HyMmepyroTcss apaOckumMu mudpaMd W HAYUMHAIOTCS C
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npemasioroB «O», «0O0». He pekoMmeHayeTcss BONPOC WM TPYIIY BOIPOCOB
dopmynupoBath cioBoM «Pasznoe». Hapsiny ¢ Bompocom ykaspIBaeTcsl (paMUIMs
JNOKJIAJYMKa C YKa3aHUEM €T0 JOJIKHOCTH.

CmoBa «lloBecTka JHS» pacmoyiararoTCs LEHTPUPOBAHO 4Yepe3 JABa-TPHU
MHTEpBAJIa OT CIIMCKA YYaCTHUKOB.

OcHOBHAsI 4acTh TEKCTAa MPOTOKOJA MO Ka)XJAOMY BOIPOCY MOBECTKH JHS
ctpoutcas mno cxeme: CIIVIIAJIW... BbBICTYIIMJIA... ITOCTAHOBHWUJIN
(PELLIAJIN)...

B paszmene «CJIYIHAJIM» B KpaTKuMX NPOTOKOJAX YKa3bIBAIOTCS (haMuius
BBICTYIABILIErO (AOKJIaIYMKa) U TeMa €ro BeICTyIUIeHUs. B monHoii hopme npoTokoia
npuBojsATCA (amMuwiMg YW HMHULMAIBL  JTOKJIaJ4MKa, COJAEp)KaHue ero JoKiaja
(coobmenus, napopmaruu, oruera). Eciu Teket Aokiana npeacTaBieH JTOKIaI4uKOM
B NHUCBMEHHOM BHJE, IOMYCKAeTCs IOCJIE YyKa3aHWs TEMbl BBICTYIUICHHS [€JaTh
OTMETKY: «TEKCT JI0KJIaJla IPUJIaracTcs».

B paznmene «BBICTVYIIMJIM» B KpaTKUX HPOTOKOJAX YKa3bIBAIOTCS TOJBKO
dbaMuIIUM JUI, BBICTYMUBIINX B OOCYXJACHUHU, B TOJHBIX MPOTOKOIAX (PUKCUPYIOTCS
TaK)K€ WX BBICTYIUJICHHUSI, BKJIIOYAash BOMPOCHl K JOKIamAuuKy. Ilpw HeoOXoaumocTu
nociyie (haMUIIMK BBICTYNUBIIETO YKa3bIBAETCS €r0 JIOJKHOCTD.

B pasnene «IIOCTAHOBWIIM (PEHINJIN)» 3anuchiBaeTCsl MNPUHSITOE
pelieHre, KoTopoe (opmynupyercss KpaTko, TOYHO, JIAKOHMYHO BO HU30eKaHue
IBOSIKOTO TOJIKOBaHHUs. PenieHne MOKeT colep aTh OAUH WM HECKOJIBKO MYHKTOB,
OHM PACTOJIArarTCs N0 3HAYUMOCTHU, KaXKIbId U3 HUX HYMEPYETCS.

ITepen cnoBom «CJIYITAJIN» mipocTaBisieTcsi HOMEpP B COOTBETCTBUU C
noBectkoil nHA. CmoBa «CJIYIHAJIN», «BBICTYIIUIW», «IIOCTAHOBUIIN
(PELLIAJIN)» medaTtaroT OT JIEBOTO IOJS TPOMHUCHBIMHU OyKBaMH M 3aKaHUYHBAIOT
nBoerouneM. Tekct pazaenoB «CJIIYITAJIN», «BBICTYIINIIN», «[TOCTAHOBWIIN
(PEIINJIN)» mnevataetcst 4depe3 1,5 MEXKCTPOUHBI HHTEpPBal C KPAaCHOM CTPOKH.
Kaxnyro ¢dbaMunuio M WHUIMAIBl BBICTYMAIOMIMX I[€YaTalOT C HOBOW CTPOKU B
UMEHUTEIHHOM MaJIeXkKe, 3alUCh BHICTYIUICHUS OTACIAIOT OT (haMUITuu A€ HCOM.

TeKCT KpaTKoro mpoOTOKOJIA TAaKXKE COCTOMT M3 JABYX 4acted. Bo BBOAHOU
YacTH YKa3bIBAIOTCS WHUIMAIB U (aMUIUU Tpelacenareis, CeKperaps, a Takke
JOJKHOCTH, WHULHUAIKI, (aMUJUU JIHI, MPUCYTCTBOBABIIMX Ha 3acenaHuu. CIOBO
«IIpucyrcTBOoBamM» meyaraeTcss OT TPAHULBI JIEBOTO MOJIsA, TOJYEPKUBAECTCS, B KOHLE
CIOBa CTaBUTCS JABoeroune. Huke yka3pIBalOTCS HAUMEHOBAHUS JOJDKHOCTEW,
WHUIMANBl W (GaMUIUU  TPUCYTCTBYIOIMX. HanMeHOBaHHS JOMKHOCTEH MOTYT
yKa3bIBaThcsi ~ 0000IIEHHO.  MHOrOCTpOUYHbIE  HAUMEHOBAaHMSI  JOJDKHOCTEM
MPUCYTCTBYIOIIMX YKa3bIBAIOTCS Yepe3 1 MEXKCTPOUHBIN MHTEPBAJ.

Cnucok oTaenseTcss OT OCHOBHOM YacTH MPOTOKOJIA CIUIOIIHON YEPTOM.

OcHOBHasi 4acTh TMPOTOKOJIA BKJIIOYAET pPACCMATPUBAEMBIE BOMIPOCHl U
MPUHSATHIC TT0 HUM pemienus. HanMenoBanme Bompoca HyMepyeTcsl pUMCKOU mudpoi u
HaunHaeTcs ¢ npempiora «O» («O0»), medaraeTcsl MEHTPUPOBAHO paszMepoM mipudra
Noe 15 w momuepkuBaeTcss OJNHOM 4YEepTOM HUXKE mociaenHen crpoku. llox yeprou
YKa3bIBAIOTCS (paMUIIMU TOKHOCTHBIX JIMII, BEICTYMUBIIUX MPU OOCYKJI€HUU TaHHOTO



Borpoca. @amMunuu neyararTcs yepe3 | MeKCTPOUHBIM UHTEPBAI. 3aTeM yKa3bIBaeTCA
MIPUHSATOE IO BOMPOCY pElICHUE.

[IpoTokon 3acemaHusi MOJAMKUCHIBAIOT NpeAceAaTeNb U cekperapb. B 0co6o
BXKHBIX CydasX MPOTOKOJ JAOJKHBI BU3UPOBAThH BBHICTYIABIINE, BU3bI IPOCTABISIOTCS
Ha JIEBOM I10JI€ JOKYMEHTAa Ha YPOBHE 3aMKCH BBICTYIUICHUS.

JlaToil mpoTokoia SBISETCA JaTa 3aceqaHus. Eciu OHO TPOJ0JIKalloch
HECKOJIBKO JHEH, TO uepe3 THUPE YKa3bIBAIOT JaThl HaUalla U OKOHYAHUSI 3aCEIaHMsl.

[IpoTokosam mpucBauMBaIOTCS MOPSIKOBBIE HOMEpPA B Mpejesiax KaJleHIapHOro
roja.

[Ipotokon odopmusiercs Ha o00meM OJaHKE OpraHu3alvu ¢ yKa3aHUuEM
HauMeHoBaHusl Buga gokyMeHTta — «[IPOTOKOJI» — win Ha crnenuanbHOM OaHKe
npoToKosia (0JIaHK KOHKPETHOTO BUA JOKYMEHTA).

O0s13aTe/IbHBIMU PEKBU3UTAMHU MPOTOKOJIA SIBJISIIOTCS

- HAUMEHOBaHUE Y UPEKICHHUS,

- HAMMEHOBAHME BUJ1a JOKyMEHTa (ITPOTOKO);

- laTa U PEerucTPaIlMOHHBIN HOMED);

- MECTO 3ace/IaHud,

- 3aroJIOBOK;

- TEKCT;

- TIOJIITHCH.

5.3. 3acenanue DK W NpUHATHIE HA HEM PEIICHUS CUUTAIOTCS MPABOMOYHBIMU,
€CIIM B TOJIOCOBAHUHU TPHHSUIM Y4acTHE HE MEHEE IOJIOBUHBI MPUCYTCTBYIOIIUMX Ha
3acemanuu uwieHoB OK. IIpaBo pemaromiero rojioca HUMEKOT TOJbKO wWieHbl OK.
[IpurnamieHHbpie KOHCYJIBTAHTHI U SKCIEPTHl UMEIOT MPABO COBEIIATEIHLHOIO rojoca 1
B F'OJIOCOBAaHUM HE YYaCTBYIOT.

Pemenrie mpuHUMAaETCsT TPOCTHIM OOJIBITMHCTBOM T'OJIOCOB MPHUCYTCTBYIONIUX Ha
3acenanuu uwieHoB OK. Ilpu paszgeneHuur rosiocoB MOPOBHY PEUICHHE MNPUHUMACT
npeacenaresnb DK U pykoBOACTBO YUPEKICHUEM.

5.4. Bepenue pgenompousBoacTBa K, XpaHeHHWEe U HCMOJBb30BAHUE €€
JOKYMEHTOB, OTBETCTBEHHOCTh 3a UX COXPAHHOCTh, & TAK)K€ KOHTPOJIb HCIOJHEHUS
npuHATbIX DK pemienuit Boznaratorcs Ha cekperaps K.

Opranmsanuio paboOTBl C JOKyMEHTaMH, OOpa3oBaBIIMMHCS B pPe3yjbTaTe
BeITIONTHEHUS DK cBOMX (PYHKIIHMIA, OCYIIECTBIIAECT CEKPETaph KOMHUCCHH.
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