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I. O6urue rroJrolr(eHur

1. Hacrorrqee noJroxeHr4e onpeAen-fler crpyKrypy, 3a$aqi4 Synxqraa
B3aI4MoorHoIxeHIzt-s H orBercrBeHHocrb ceKpeTapkraTa OKy ruIO Torvrcrufi I4IIKP
OCI4H Poccr.u.r (la,'iee - ceKperapuar).

2. cercperapnar rBrqercr crpyKrypHbrM noApa3AeJreHHeM (DKy Allo
J'on,rcrcuu I4IIKP OCI4Il Poccr.rrz (4a,ree - raHcrzryr).

3. KoopAr,ruaqr4ro 14 KoHTponb Aef,TeJ'rbHocrn ceKperapvara ocyulecrBJrqer
Har{aJI bHHK prHCTI4TyTa.

4. Cexperal?vrar opraHl43yer AoKyMeHrarlr4oHuoe o6ecreqeHr,re Ae{reJrbHocrr4
vHQTr4TyTa, BeAeHkIe AeJIOnpOr43BOACTBa, apXr4BHOrO AeJIa, ZCTTOJIHeHI4e fII4CeM,

Na,ro6 u 3a{BJreHrafi rllax4all.
5. B csoefi AetreJlbHocrl4 oeKperapr,rar pyKoBoAcrByercfl KoHcrzryg^ueit

Pocczftcxoft Or3AeP&tII4pI, Se4epantHblMrl KoHcrHTyrIr4oHHbrMt4 3aKoHaMr4,

$e4epanrHbrMn 3aKoHaMr4, aKraMr,r llpe:ra4eura Pocr;uficxofi @e4epaquz
14 flpaenrerbcrBa Poccuficr<ofi @e4epaquz, aKTaMlr Mnurccra Poccvtu,
OCI4H Poccuw, rrHbIMI4 HopMarrrBHbrMr4 npaBoBbrMr4 aKTaMrr, a raKxe Hacrorurr4M
lloroNeHuev.

6. /{erle,rr,noclb cer(perapr4ara ocHoBbrBaercfl, Ha [pprHur,rnax 3aKoHHocrr4,

co6lrro/lerlHr ilpaB H cscl6oA Jll4rtHocrr4 14 fpaxAaHtHa.
l, Pa6o'ra ceKperapr4ara opraHl43yercr Ha ocHoBe rrnarHupoBaHnfl,, coqeraHr4r

eAuHoHaq anvrr. B petrreHr,rr4 BorrpocoB cnyNe6nofi AeflTenbHocrr4
n KoJrJrerr{aJrbHocrr4 rrp14 r4x o6cyN4eHuu, fiepcoHaJmnofi orBercrBeHHocrr4
KaxAoro pa6orrrzra ceKperapvrura 3a cocro"trHlre AeJr Ha [opyqeHHoM yr{acrKe
14 BbrrroJrHeHr4e ortreJrbHbrx [opyqeHraft. B ceKperapnare r4]vreercr Heo6xo4uvrre
B ocyulecrB.[eH14e csoefi Ae.f,TenbHocrr4 rrer{arr4 vr rrrra]\4rrbr ycraHoBJreHHoro

o6pa:qa.
8. lenonpor,r3BoAcrBo B ceKperapuure ocyilIecrBJrrrlorcfl B nop.rrAKe,

ycTaHoBneHHoM cooTBeTcTByroqr4Mr4 HopMaTr4BHbrMr4 npaBoBbrMr4 aKTaMr4

Pocczft cxoft @e4r:p arJ"wv.
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II. CrpyrcTypa cenperapvara

9. Cexperapnar Bo3rJIaBJIter HaqarbHr4K cex:perap wara, xoroprrfi
Ha3Har{aercfl Har AoJI}KHocrb tro aorJracoBaHl{ro c )/npaereHraeNa AenaMtr
OCI4H Poccun 14 ocBoSoxAaerct or AonxHocrr4 Harr€urr,Hr4KoM r4Hcrwryra.

10. B orcyrcrBllrr Haq€urbHr4Ka ceKperapr4ara rlcrloJrHeHr4e efo o6g:asuocrefr
( nonuoirao uufi) Bo3JTaraer efl. Ha vHoro corpyAHrrKa uHcrr4Tyra pacnopf,Ar4TeJrbHbrM

AOKyMeHTOM r4HCTr,rTyTa.

I L PaSorHI4Kr4 ceKpe'rapaara Ha3Harrarorcr Ha AonxHocrr4 H oceoSo)KAarorcq
or AonxHocrefr n pHKit3oM 14HcruTyra.

12. Crpl,xrypa 14 trrrar ceKperapvara yrBep)KAarorcr rrpr4Ka3oM

OCI4F{ Poccau.
I 3. B cocritB Ct:xperapvara BXoAr.rr:

H aq aJrbHr4 K ceKpeTapvaT a;

3aBeAyroqefo apxr4BoM ;

AOKyMeHTC)BeA.

III. OcuoBHbre 3aAaqn cenperapnrara

14. OcHoeHrrMr 3aAaqra Cexperapvraraf,Brqioror:
14.1. Opra:nu3truvrfl z KoHTpoJrb 3a co6ruo4euneM ycraHoBJreHHbrx [paBun

BeAeHr4r renoflpon3BollclBa corpyAHr4KaMr4 14 pa6orunxarrau r4rcruryra (a roM
rlucJre 3ner(TpoHHolo), iloprAKa o6parqeHr.rx c AoKyMeI{TaMV, coAepxaqr.rMll
c,r y N e 5 u yro a H $ op M arr taro o rpaHr,rt{eHHo ro pacnp ocrpaHeHr4:q,.

14.2. Oprauusaqnr, o6ecneqeune pa6orrr u BeAeHr4e apxnBHoro Aena
B r4HCTr4TyTe.

14.3. KoN{r,'reKToBaHr4e AoKyMeHTaMH HHcrHTyra. (aer rocrorHHoro,
BpeMeHHoro (cnrrure l0 ner) cpoKoB xpaHeHzr , B ToM rrr4cJre [o nr4r{Holay cocrary)
r4 opfaHr.r3auvfl. HX xpaHeHl{fl.

| 4 . 4 . Y'aer u 06 ec[er{eHr4e coxpaHHo crv apxnBHbrx Ao KyMeHroB I4H crl4Tyra.
1 4 .5 . VIcnoJrb3oBaH vre xpaHilrluxcr B apxr4Be AoKyMen roB IzHerllTyra.
14.6. Opra:nn3awrfl rnrrHoro npveMa rpaxAaH B I,IHc'rI{Tyre, a raKixe yrlera

rrocrynarcuzx B r4lrcrr4Tyr rrr4cbMeHHbrx, ycrHbrx npe21noxeuufi, zasereuufi.
a Na,ro6 rpaxAaFl.

14.1. foxynaeuraquoHHoe o6ecreqeHr4e AetrrenbHocrl4 crpyKrypHblx
noApa3Ae teuufr v Haval::on I4Ka I4Hcrtrryra.

14.8. Bue4peurae coBpeMeHHbrx rexHoJroruit u [porpaMMHo-TexHI4r{ecKHX
KoMnrreKcoB fipa noAforoBKe, o6pa6ouce H xpaHeHI4H AoKyMeHToB vrHcrvryra,
B TOM LIHCJ'I9 apXI'IBHblX.

14.9. Opranu::aqur rpoBeAeHut clyxe6urtx illloBepoK rlo $axrav
HapyueHr4r npoqBun BeAeHr4r Aeno[pon3BoAcrBa Ia o6pauleHkrfl c AoKyMeHraMI4,

coAepxaulnMr4 cJryxe6nyro raHQoplaaqlzlo orpaHl4rleHHoro pacnpocrpaHeHl4fl.



J

IV. @yHrcrlnr ceKperaprrara

1 5. Cexperapr4ttr o6ecneqzBaer:
15.1. IIpueM 14 nepBnt'rHyro o6pa6orxy (npoBepKa nllaBanbHocra AocraBKh

v lleJtoc'rFlocrr.l n,'roxcHuil, Saxcaqnn Saxra nocryrrJreHr4r 4orcyveHra)
froc'fyrlarculefo B HHcTr4TyT lr,oKyMeHToB.

15.2. OSpaSorxy rxo4xrqefi, ncxo4xrqefi KoppecnoHAeHur4r4, oSparqeurafi
fpaxAaH, B ToM r{I4one o6parqeuufi, [pr4Hfrbrx Ha rI4rrrroM rlplreMe, a raKxe
opraHI43aIII4oHHo-pacrloptAI4TeJIbHbrx AoKyMeHToB no ocnoeHofi Ae.rrrenbHocrrr.

I 5.3. CnoeBpeMeHHoe paccMorpeHl,re r4 noAroroBKy cryxe6Hux AoKyMer{roB
Ha AOKnaA Har{anb.FluKy rIHcTHTyra, a TaKXe HanpatBJleHr4e nocTyrlHB[rr{x
c,ryNedurtx AoKyMeHToB, He rpe6yrorqrzx AoKJraAa Halq€urbHr4Ky r4Hervrryra,
Ha paccMoTpeHl4e 3aMecTI4TeJIgM Har{aIbHLrKa vrHaTvTyTa v Harr€urbHI4KaM

crpyKTypHbrx rroApa3AeneHr4 ir wucruryra.
15.4. KonrpoJrr,:
rlcfroi.rHeHr4fl nopyueuufi Har{€uIbHHKa vHervry"ra (rraqa, BpeMeHHo

r4cnonHflK)rrlero ero o5r:aHuocru) 4.nA o6ecue,qeHur BbrrroJrHeHut

3aKorJo/lareJrbHbrx vr HHbrx HopMarr4BHbrx npaBoBbIX aKToB Poccraffcrcux

@e4epaq u 14, r opyq e snit (ICVIH Pocczra ;

co6nroAeHr4r ycraHoBneHHbrx I4ncrpyxqnfi no Aenclnpoz3BoAc'rBy npaBl4n

AoKyMeHTtrpoBaHt4fl v AoKyMeHToo6opora, B ToM r{r{oJre nopflAKa pa6oru
c o6parqe*r4fll.r.r rpalKtraH, a raKlxe o6ecueqeHrreM coxpaHHocrp{ cryxe6Hrtx
AOKyMeHTOB TIHCTLITyI'e;

froAroroBKr4 orBeroB Ha rrpeAnoxeHvrL 3aflr"lreHtrfl, Naro6rt rpaxAaH
r,r o6pauleHlrfi oprauuzanluir, a raKxe Apyrl4x 3anpocoB u o6paqeHuft;

LrcrroJrHeHprfl nporoKonbHbrx Mepo[pr4.rrruff pyroBoAcrBa I{HcrI{Tyra, ilIraHa

o c H o BH brx op raH u3 aII 14 o HHbIX M ep o ilpl4t r'urt. uncrr4Ty r a;

BeAeHr{r .qenorrpoH3Bo/{cTBa B cTpyKTypHbIX IIOApa3AeJIeHUtX HHQTUTyTa,

coS"urorreHus ycraHonneHHoro nopqAKa pa6orrr (pa:pa6orxa, xpauenrae)

c Hece KperHbr M 14 14 ofpaH H qe r{Hofo pacnpocTpaHeHl,Ifi AoKyM eHTaMH ;

ftopf/IKa u3I'o'foBJreIrLlfl yrteTa, xpaHeHI,Iq 14 rIOJIb3oBaHpIt [eLIaTtM14

H IIJTAMNAM14 B HHCTI4TVTC:

npaBr4nbHocrr4 SopvnpoBaHvrfl, Kar{ecrBa oSopureuur AEJI,

cBoeBpeMeHHOcTll npeAoCTaBJIeHI4fl vIX B apXI4B CTpyKTypHl,IMI4 rIoApa3AeneHI4flMI4

14HCTr4TyTa;

BbrrroJrHeHwn tpe6osatwir. HopMarrrBHbIX AoKyMeHToll no BeAeHnro o6ulero

Aenonpol43Bo.4cTBa v apxvrBljofo Aena B I,lHcTrrTyTe;

15.5. llpoeepxu cocroflHr4q pa6orrr c AoKyMeHTaMI4, B ToM rrl4cre

ofpaHr.rqeHHofo paonpoaTpaHeHkrfl, a TaKXe opfaHl43aIII4IO Vt BeAeHHe

Aeno[pon3BoAcTBa r] CTpyKTypHbrx noApa3AeneH?Itx vHaTIdTyTA tI OKa3aHHe

r4M COOTBerCTBylOUleii rtpaxrraqecKoft [oMoI]II4.

I5.6. 06o6ulerrrze u aHarr43 o6renaoe AoKyMeHloo6opora, crpyKrypbl

AOKyMeHTOnOTOKOB t4 COllep)KaHr4r AoKyMeHTOB, nOCTyIIaIOUII4X 13 14HCTl4'I'y]'

v co3/laBaeMbrx B HeM, B I{eJuX paIIHOI{aJIbllOfO pac[peAeneHut
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AoI(yMeHTonoroKoB, IIoBbItueHufl. I4cnoJIHr4TeJIbHofi AHcIII4rrnzHbr. KaqecrBa
n eSQexrnBHocrr4 npnHr4MaeMbrx peurenufi.

15.7 . OprauH:aquro (no4roronxa v ncrroJrHeHr,re rocyAapcrBeHHbrx
I(oHrpaKroB (4oroeopon)) or[paBKI4 I,I AocraBKr4 AoKyMe]rroB r4Hcrr4Tyra qepe3

orlen focygapcreeHHofi $em4rerepcrofi cnyxSrr Poccuficxofi Oe4epaquu
n r. Tolrcxe, Ynpan,renlle cnelll4amnofi cBf,3u no Toucxofi o6nacrn, VupaBneHge
$e4epa,rrHofi noqronofi cBfl3:z no Tovcxofi olrraeru, a raK)Ke rro KaHaJraM
3neKTpoHuofi ces:u.

15,8. PaccMorpertt4e H cofJlacoBaHl4e [peAcraBJrreMbrx. HoMeHK,rrarypHbrx Aen
crpy roypH brx nolpa3Aen e H r.i ir uwctwtyta.

r5.9. @opuupoBaHue 14 BeAeHr4e HoMeHKnarypHbrx Ae.rr r4Hcrnryra.
15.10. flpzuxrze, yqer, coxpaHHocrb u rrcrroJrb3oBaHr4e crpyKrypHbrMr4

[oApa3AeneHrrflMr lrHcruTyra apxr{BHbrx (cexpe'rnor,r 14 HeceKperHoro
Aenonpol43BotrcrBa) ,aoxynreHToB, a raK)Ke cr4creMarlr3aLrrr4ro Lr pa3Merrlegze
AOKyMeHTOB, rrOCTynarcUIUX Ha XpaHeHr,re.

15.1 1. Kovn-rreKroBaHpre apxzBHbrx $ou4on.
15.I2. llpone4eHHe pa6or no aBroMarr43arryu npoqeccoB yr{era, xpaHeHr4t

pr r4crroJrb3oBaHr4{ apxllBHbrx AoKyMeHToB.
15.13. Be4euze yrlera AoKyMeHroB r{ Son4on, HaxoArrrlvrxcfl Ha xpaHeHnr4

B apxr4Be r4HcTr,rTyTa.

I 5.14. I"lo4roronrcy xpaHtull4xcr B apxaBe AoKyMeHroE wncrvryra
t( npoBeAeHl4ro 3r(cneprr43br ueHHocrefr c qenbro orrpeAeneurufl vrx npaKTuLrecKoro
v I4HoI'o 3*aqeHr4fl,, o'r6op K yHI4tIToxeHI{ro AoKyMeH'[oB, He rIoAJ'Ie)KailIHX

Aa,r l H efr ureMy xpaHeHr4ro.

15.15. floAroroBKy 14 rrpeAcraBJreHr4e cBoAHbrx orrzroefi Aen rrocrorHHofo,
BpeMeuHoro (cnuue 10 ner) cpoKoB xpaHeHu.rr, B ToM rr4cJre ro rr4rrHoMy cocraBy,
aKToB od yrpare AoKyMer{ToB, aKToB o Her4crrpaBr4Mbrx noBpexAeHprrx apxprBHbrx

AOr{yMeHTOB.

15.16. lloncx a rroAforoBKy MareplrarroB rro 3arrpocaM oprauu:aqzfr
Lr 3a.rrBJreHr4rM fpax(AaH, BbrAaqy B ycTaHoBneHHoM nopsAKe Aerra, AoKyMeHTbr urrLr

Konr4[ .{oKyMeHroB B rlen{x cryxe6Horo r{ HayqHoro racrroJrb3oBaHr4r , I\nfl pa6omr
B noMerrleHvrn apxr4Ba, a TaK xe cocTaBJreHafl apxnBHbrx cilpa.BoK.

15.17. KoopAuualluro pa6orrr, oKa3aHr{e ilpaKTr4rrecxoft w MeloAnr{ecxofi
NOMOUJI4 CTPYT(TYPHbIM IIOIIPA3ACJIEHI4flM I4HCTVTYTA, B TIOAfOTOBKC ACJI K ICPEAALIE

Ha apxHBrjoe xpaFreHr4e.

l5.l8. OSo6ueuue, aHanv3 14 noAroroBKy MalepvilrroB o6 H3MeHeHr4rx

B cocraBe n o6tenae $orr4on r4Hcrrrryra, [ac[opra apxuBa.
1 6. Cexperapva'r opraHr,r3yer:
1 6, I . llp oroK o,'r b H br e M eponp LrflTkrfl, pyKoBoAcrBa r{Hcrr 4ry r a.

16.2. llo4roronxy lrraHa ocHoBHbrx opraHV3aI]I4roHHbIX veponpltrrnfi
HHCl'r,1TyTa.

1 6.3. npneM rpaxAaH pyKoBoAcrBoM HHcrl{ryra.
I 6.4. HeceKperHoe /lenorpor.r3BoAcrBo, apxr4BHoe Aeno B I4HcrI4Tyre.
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17. Cexperapuar BHocI4T rrpeAJro)KeHr4fl pyKOBoAcrBy vrHcrv'ryra
no coBeptUeHcrBoBaFr14ro Aenoilpol43Bo.4cTBa, B ToM r{I4cJIe IIo orITlIMu3aIII4I4

lloKyMeHroo6opora.

V. BgauruoorHoureHutl

18. Ats oSecne.{eHraq Bbr[oJrHeHur Bo3nox(errHbD( 3arar{ vr $ynxlrnfi
ceKperapuar B nuqe Har{€urbHr4Ka ceKperapvruta, nra6io ynonHoMoqeHHoro
r4M pa6orHnra ceKperapr4ara B rrpe.qeJlax ycrarloBneHsofi KoMIIereHIInI4

83ar4MoAeftcrnyer':

18.1. IIo BorrpocaM o6llero Aenorpor43BoAcrBa r4 apxl4BHofi pa6omr:

c o cTpyKTypHbIIv{H n otrpa3AeIeHI,I-sMH I/HaTu IyT a;

c yrpaBneHl4eM AenaMI4 OCI'IH Poccrau;

c O|KV <f'ocylapcrnenuufi apxrlB Tonrcxofi o6nacru>>;

c Y@Ctr4H Pocc:uu no Toucxoff o6lacru;
c rpynrrorZ rzH$opvaru4oHHo - apxr4BHofi pa6orrr Se;1epa,'rbHoro Ka3eHHoro

yl{pex/teFrlrfl <l{eHrp riHxeHepHo - TexHl4qecKoro o6ecne,qesus t4 BoopyxeHl4t

Vrrpan:reHur @c/tepiuruofi cnyN6rr I4cIIoJIHeHVt Haxtnasufi ro Toucxofr
oSrac'ru>>;

c opraHaMu rocyAaporeeHHofi BJracrr4 kr MecrHoro caMoyflpaBJleHuf,,

rrpaBooxpaHl4TeJrr,HblMr.r opraHaMlr, rpax{AaHaMl,l rlo BonpocalM cnoefi KoMneTeHUI4}I.

18.2. llo BonpocaM nepecbrnKu cnyxe6Hblx IrorIroBbIX ornpaueumfi:
c orAenoM f'ocy4apcrneHuofi Senr4rerepcrofi clyN6lr Pocctlfrcxofi

@e4epaquu r. Tonacxel;

c Vnpan.nel{I4eM cnequ€ulbHoft cs-flsz uo Tollcxoit' o6m"cru;
c Vnpanler{HeM $egepanrnofi ro.rroeofi cBfl3u no Toltcrofi o6lacrH.

VI. OrnercrBeHHocrr,

19. Ha,laLtunur ceKperapvara Hecer llepcoHaJlbrlyrc orBercrBeHHocrb

3a BbrnoJrHeHHe pa6o'ruuxaMu ceKperapvara Bo3JIoxeHHbIX Ha ceKperapvar 3a\aq

rz $yuxr1rafr, co6:rrcAeHne r4Mr4 pexr,rMa ceKperHocrl4 B rlpeAeJlax ycraHoereHuofi

KoM n eTeH r\t44, v COSTOxHII e nCnOJIHIarenrnOft AI4CIIU1JILIH6I.

20. PaSoruuxra eeKperapvara Hecyr orBercrBeHHocrb 3a HeHcIIo,rIHeHI4e

( u enaA,lexaxlee HcnoJIHeHze) ceotlx .{onXHocTHbIX o6.fl :aHHoCreft .


