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Ha Ne oT

O HanpaBIeHUH METOANYECKOTO TOcoBuUs
B chepe NPOTHBOAEHCTBUS TeppPOPU3MY

VBaxxaeMsie kojuieru!

Hanpasnsem Bam nnsa m3ydeHus M HCIONB30BaHHS B paboTe METONMYECKOE
nocobue «Ilo pa3paGoTke HHCTPYKIME 06 OpraHu3alUe AeiCTBHIL COTPYJIHUKOB
(paOOTHUKOB) HCIONHHUTENBHBIX OPraHOB TOCYHAPCTBEHHOH BiacTH CBepIOBCKOI
O0NIAaCTH ¥ IO/BEIOMCTBEHHBIX YUPEXKACHUH IIPU TIOMyYeHHH HHPOPMAIHH 06 yrpose
COBEPIICHHS TEPPOPUCTUYECKOTO aKTa» (Hajee — METOAMYECKOE Iocobue),
paspaborarHoe 1o mopydenmio Ilepporo 3amecrutens I'yGepratopa CBepIOBCKOI
obnacty A.B. OpnoBa MuHKCTEPCTBOM 0OLIECTBEHHON 6E30MaCHOCTH CaepanoBckoit
obnacTu.

IIpennaraem OpraHH3OBaTh H3yYeHHE METOAMYECKOro MOCOOUS, pa3paboTKy
MHCTPYKLHUH 00 OpraHu3auum AeHCTBUH COTPYHUKOB (PAGOTHHKOB) OPraHOB MECTHOTO
CaMOyNpaBJI€HMS, OCYIIECTBISIOUIMX yNpaBleHHe B chepe o0Opa3oBaHMA, WU
MOABEIOMCTBEHHBIX ~ OPraHM3alMii INpd MOMydeHMM HHopMaimu 06 yrpose
COBEpPIIECHHS TEPPOPUCTHYECKOTO aKTa, M HX MHCIIOJIb30BaHWE B IPAKTHYECKOH
NesITeTBHOCTH.

Ipunoxenne: Metopudeckoe mocobue Mo paspaGoTKe HHCTPYKIHMH 06 OpraHH3amuy
ACUCTBUH COTPYAHUKOB (PaGOTHMKOB) HCIOJIHHMTENHHBIX OPraHOB
roCyIapCTBEHHOM BJIACTH CsepayioBckoit obnactu U
TIOBEIOMCTBEHHBIX ~ YUPEXAEHUH IIPH IIOJyYeHHHd HHPOPMALHH
00 yrpo3e coBepllIeHHs] TEPPOPUCTUYECKOTO aKTa Ha 4 1. B | 2K3.
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MeTtoanyeckoe nocobue
10 pa3paboTKe HHCTPYKLMH 06 OpraHU3aIuy AeHCTBHIl COTPY/HUKOB (pabOTHHKOR)
HCIIO/THUTETLHBIX OPraHOB roCyjapcTBeHHOM BiaacT CBepAIOBCKOM 06/1acTH 1
T0/IBE/IOMCTBEHHBIX YUPeXeHHi NP1 NMomydeHHH HHGopMalLu 06 yrpose
COBepIIeHUs TePPOPUCTHUECKOTO aKTa

Hacrosiiee nocobue paapaGOTaHO B COOTBETCTBHE M0J0XeHusIM DezpepanbHOro
3akoHa ot 06 mapTa 2006 rofa Ne 35-03 «O NIPOTUBOJIEMCTBUHN TePpOPU3MY», HHEIX
HOPMAaTHBHBIX M TIpaBOBbIX akTOB Poccuiickok Depepanyiy, persaMeHTHDPYIOLIMX
BOTIPOCB! NPOTHBOJENCTBUs TeppopusMy. B mocobuM, B KOHLEHTPUPOBAHHOM BHJE
yuTeHbl yueGHO-MeToAMYecKHe MaTepHanbl HallOHa/IbHOTO aHTHTeppPOPHCTHYECKOro
KOMHUTETa, (pefiepalbHBIX OPraHOB HCIIONHUTENLHON BJIACTH, ONEPATUBHBHIX INTAabOB
Y aHTUTEPPOPUCTHUECKUX KOMUCCHH B cyObekTax PP, pa3paboTKe OT/e/IbHEIX aBTOPOB.

OcHoBHOW 1e/IbI0  AaHHOro MeToauyecKoro mnocoOMst fAB/SETCS  MOMOIIb
PYKOBOZMTE/ISIM HCIIOJIHUTE/IbHBIX OPTraHOB TOCYJapCTBEeHHO# BiaacTH CBepioBCKON
06/1aCTH ¥ NOJBEJOMCTBEHHBIX YUPEXJEHWUA B OpraHM3allid  JIeSTe/lbHOCTH
NOAYMHEHHDIX TIPU MOTyYeHUH HH(OPMALMH 06 yrpo3e COBepLIEHUS TePPOPUCTHIECKUX
aKTOB.

TunoBast WHCTPYKUMA © mopsjgxe JeHcTBUH COTPYJAHMKOB (paGOTHHKOB)
VICTIO/IHUTE/IbHBIX ~ OPTAaHOB  TOCYAapCTBeHHOM Bractu  CBepmyioBckod  obacTu
¥ TIOABEJJOMCTBEHHBIX YUPEXJEHMA MpH IoayyeHHH HUHbOpMaumu 06 yrpose
COBepLIeHUs] TePPOPUCTUYECKOr0 aKTa (Jajee — WHCTPYKLMs) JO/DKHA OIpejensiTh
AeUCTBUA COTPYAHMKOB (PabOTHMKOB) HarpaB/ieHHblE Ha MUHMMHM3ALHIO MIOC/Ie/ICTBHUI
OT BO3MOXXHOT'O COBEPIIIeHUs TePPOPUCTHUECKOTO aKTa. [Ipyu 3TOM MHCTPYKLMS J0/DKHA
YUMTHIBaTh J€HCTBHUs,, HAlpaB/leHHble He TOJMLKO Ha COXPAHEHWE JKU3HYM M 3/10POBbS
COTpyAHHKa (pabOTHMKA) HO M TpefyCMaTpHUBaTh KOMIUIEKC Mep, HanpaB/leHHBIX Ha
obecrieyenre COTpyAHUKOM (PabOTHMKOM) COXPAaHHOCTH CJTyKeGHOM JOKyMeHTaluu
MMYIIeCTRa.

Heobxognmo mnpesycMOTpeTh yTBepXKAEHHE WHCTPYKLUMH DacHOpPSAUTENLHBIM
AOKYMEHTOM HCIO/IHUTE/ILHOTO Oprana rocCy/lapcTBeHHOH Bactu CBepaioBCKOM
06/1aCTH U TO/IBEZIOMCTBEHHOIO YUPeX/eHHst, IPe/lyCMOTPEB, UTO JaHHAas HHCTPYKLUS
SIB/SIETCSL 00s13aTe/IbHOM /I MCHIO/THEHHS! BCeMHU COTPyAHHMKamu (paboTHHKaMu) U BCe
COTpY/HUKM (pabOTHMKM), HE3aBUCHMO OT 3aHHMaeMOM JO/DKHOCTH, 00Osi3aHbl 3HATh
Y BBINOJIHATE YCTAaHOBJ/ICHHBIN MTOPS/I0K JeACTBUH.

[lepBbiM 67J0KOM HOPM MHCTPYKIMH HEOBXOAMMO OIIpe/ie/IuTh TOPS/I0K JeHCTBHiI
COTPYZHHUKOB (PabOTHHKOB) NpH NO/yYeHHH YIPO3 O COBEPILEHHH TeppOPHCTHYECKOTO
dKTa M3 pas3/jM4HBIX HMCTOYHMKOB. Kak npasuno uH(opmauust 06 yrpose MoxkeT
NOCTYIIUTE  TIOCPe/ICTBOM  TeJe(OHHOrO 3BOHKa JHOO BXOAAIIErO JOKyMeHTa
B IIMCBMEHHOU ¢opMe.

Ilpn omnpeneneHun [edCTBUH mNpY ToMyueHMH cooGujeHus o6  yrpose
TePPOPHCTHYECKOr0 XapakTepa IOCPeACTBOM Tele(OHHOTO 3BOHKA HeOOXOHHUMO
B MHCTPYKLHMH YCTaHOBHUTH 0053aHHOCTb COTPYAHHKa (paGOTHMKA) MpPHM MOCTYI/IEHHUH
yrposel  HeMeJJ€HHO [O/NIOXHTb 00 3TOM  BBIIECTOSLEMY  PYKOBOZHUTEITIO
He3aMeJ/IMTe/IbHO, TI0 BO3MOXHOCTH ellle B NPOLjecce pasroBopa "epe3 HaXOAdIIlerocs
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OCHOBHBIE IEHCTBUS COTPY/AHYKA (pabOTHKKA) IPH NOMYYeHHH vH(popMaLuHy 06 yrpose
COBEpLIEHHs] TePPOPUCTHYECKOTO aKTa [0 COXPaHEHHWI0 HH(OPMAaLd O 3BOHKE
¥ (UKCHPOBAHMIO /IeTaTbHOM HH(OPMAIMY O TIPOUCIIECTBHH. OtzensHO Heob6xXoAUMO
OTPasUThb JIEHCTBHs MO TPEJOTBPALIEHUIO NAHWYECKOTO IOBENCHUS IpU  TIO/TyYeHUH
nogo6Ho#t uHbopMaruy.

Cpeayt neHcTBHil COTPYAHMKA MO COXpaHEHHIO MH(pOPMallUK O 3BOHKE MOXHO
yKasaTb JIEWCTBUs 10 (JMKCAIMM COAEPXKaHHsS Pa3roBopa Ha Oymare, onpepenenuio
XapakTepa 3BOHKA (IOPOJCKOM WM MeXyrOpOAHbIii), MDA HA/IMYUM TeXHHUYEeCKOM
BO3SMOXXHOCTH  3aNMCaTh Te/le(OHHBIH DasrOBOP M  COXPaHHUTh HH(OpMaLHIo
06 abOHEHTCKOM HOMepe 3BOHHBIIEro. B KauecTe AEACTBHSI MO (DHUKCHPOBAHHUIO
AeATe/IbHOH MH(OPMALK O MPOMCIIECTBMH MOXKHO yKa3aTh [eHCTBHS IO ¢buKcanmu
fo/a, BO3pacTa 3BOHUBLIErO M OcoOeHHOCTeH ero peun (TeMbp M Temn rojoca,
NPOM3HOIIEHHE, HA/lMYHe aKI|eHTa, MaHepa PeuM, WCIIO/IL30BaHHME CrelU(HUecKHX,
B TOM YHC/Ie TeXHHYeCKHX, )XXAPrOHHBIX M MHBIX BBIPAKEHWii), 3BYKOBOro (oHa
pasrosopa (LIyM aBTOMAallMH H/IH JKeJe3HOAOPOXKHOIO TPaHCIIOPTa, 3BYK Tejie- MU
PajnoanmapaTypel, Apyrue rojioca M Jp.), TOYHOe BpeMsl Hauala pasroBopa M ero
NPOJO/KUTE/ILHOCTE. B KauecTBe [eHCTBHH 10 MpeJOTBpAalLieHHI0 NAHMYECKOTO
TNOBE/ICHHS Tpe//IaraeTCs MpeyCMOTPeTh, IIOMMMO He3aMeZ/TUTEe/IbHOIO COOBIeHHs!
MH(GOPMaLM¥ O TNPOMCIIECTBHH  BLILIECTOSILEMY PyKoBoAguTE/MO, 0053aHHOCTD
COTpy/HHKa (PabOTHMKA) He PaCIPOCTPAHSITLCS O (aKTe pasroBopa u ero cojep)KaHuy,
MaKCHMa/IbHO OTPaHMYHTb YHUC/IO JIHO/IeH, B/a/Ierolux nH(OopMaLueit.

B orae/bHBIX Cllyyasix, Iy HAIMUKMM Y COTPYIHHKOB (pabOTHHKOB) JOCTaTOUHBIX
CrelMa/IbHBIX HABLIKOB, MOXHO TIpeJyCMOTpeTh [eHCTBHs, HanpaB/leHHble Ha
YCTaHOB/IEHMEe KOHTAKTa C 3BOHUBLINM U IOJIy4Y€HHe [OTIONTHUTENLHON HH(OPMALK 0
IIOArOTaB/MBaEMOM TEPPOPUCTHYECKOM akTe. B KauecTBe TakMX JeHCTBHI MOMHO
TPEAyCMOTPETh JeHCTBHS COTPYAHMKA (PabOTHHKA) MO MOTYYeHHIO B Xo/e pasrosopa
MHGOPMAaLMK O CTEeNeHH OCBEJOM/IEHHOCTH 3BOHSILETO (Hanpumep: KyJa, KoMy, IO
KaKkoMy Te/1eh)OHY OH 3BOHUT), Cepbe3HOCTH ero HaMepeHHi (HarpuMep: HaJIMUMe KaKHX-
1100 TpebOBaHMH M CPOKH VX BBITIONHEHHS, OH JIeHCTBYET OMH WIH TIpe/[CTaB/IsIeT KOro-
nm60, yC/IOBHUS 0TKa3a OT COBEPLIEHHS TePPOPHCTHUECKOTO aKTa, CIOCOBDI CBSI3H C HUM).

HaHHBIM TepedeHb JeHCTBHI COTPYAHUKOB (pabOTHUKOB), yCTaHaBINBaeMbIil
MHCTPYKIUeH MpPY MOJIyYeHHUH COOOILeHHUsT 06 yrpose TeppOPHCTHYECKOrO Xapakrepa
TMOCPE/ICTBOM  TeNeOHHOTO ~ 3BOHKA He SIB/SETCS  MCUepIIbIBAOLIMM, npu
HeOOXOJMMOCTH, HCXOAS W3 CHeLM(HKU JeSTeNbHOCTH HCIIOMHUTEILHOIO opraHa
roCy/japCTBeHHOH BiacTi CBepA/IoBCKOi 06/1aCTH M NO/BELOMCTBEHHOTO yupexJeHus,
MOTYT ObITb IPe/lyCMOTPEHBI HHblE JeHCTBHS COTPY/AHUKOB (paboTHUKOB).

Ilpn onpenenennn JelcTBHIt mpM  MOMyYeHHH coobmenns o6 yrpose
TeppOPHUCTHYECKOr0 XapakKTepa IOCPe/ICTBOM BXOJSILEr0 [JOKYMEHTa B MHCHMEHHOM
(opMe, B MHCTPYKIMM HeOGXOAMMO IpefyCMOTPETE JleMCTBUSA  COTPYAHHKOB
(pabOTHMKOB) 10 00eCHeyeHHI0 MaKCHMAsbHOI COXPaHHOCTH  TIOCTYITUBILETQ
AOKYMEHTa, He3aMe//INTe/IbHOMY COOOLeHNI0 HHPOPMALIMH O NOCTYI/IeHUH JOKYMEHTa
BBIIIECTOSALEMY PYKOBOJMTE/IFO, O MPeOTBPALIeHHIO TAHWYECKOTO MOBE/IeHHUSI.

BTopeiv 6/10KOM HOPM MHCTPYKLMH HeOGXOAMMO OIpeeNuTh pPYKOBOAUTEIEH
UCTIO/IHUTE/IBHOTO  OpraHa  rocyapcTBeHHOM Bjacth  CBep/IOBCKOM — 06/1acTu
W IOABEOMCTBEHHOIO  yUDEX/EHHs, OTBETCTBEHHBIX 3a [PHHATHE peLIeHHit
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COBepLIEHHUs TepPPOPUCTHYECKOTO aKTa, a TAKXKe O PYKOBOJWUTE/SX, OCYIeCTB/IAIOINX
HENoCPe/ICTBEHHOEe PYKOBOACTBO TPYNMNaMH COTPYAHHKOB IIPH TPHHATHM pelIeHHs
00 9KCTpeHHO# 3BaKyalluH COTPYHUKOB (PaGOTHHKOB).

HanHblii 670K paspabaTbiBaeTcs MCIIONHUTENLHBIM OPraHOM TOCY/ApCTBEHHOM
BnacTi CBep//IOBCKO¥ 00/1aCTH ¥ NO/BeJOMCTBEHHBIM YUPEXK/IEHHEM C YU4eTOM MeCTa
HaxXOKMeHWs,  YUC/IEHHOCTH M HHOW  CretuQUKH  JesTeNbHOCTH.  Ilpu
(PYHKLMOHMPOBaHMM  MCTIOJHMTE/NBHOTO  OpraHa  roCYJapCTBEHHOM  BacTy
CBepA/noBCKOM 06/acTd M TNO/BEJOMCTBEHHOIO yupex/eHuss B HeoG0co6/eHHOM
MOMEIeHMH B COCTaBe [JAHHOrO 06sioka Heo6XOAMMO IpefyCMOTpeTh IOPSOK
B3aHMO/IEHCTBYS M JIML], OTBETCTBEHHBIX 3a OPTaHM3ALMIO JJAHHOTO B3aHMO/EHCTBHS,
C APYrMMH 1paBooG/ajjaTe/siMM TOMeIeHHH B 37jaHMH, a TakKXe C TpejCTaBUTeNeM
cobcTBeHHMKa 3/aHKs. TIpU COCTaB/IeHHH /JaHHOM YaCTH MHCTPYKIMH He 1{e/1eco06pasHo
BO3/I0XKEHHE OTBETCTBEHHOCTH 3a NpHHATHE pelleHHe 00 3KCTPEHHOM 3BaKyaluH
COTPYAHHMKOB (PabOTHMKOB) MCK/IIOUMTENLHO Ha CIIELUalMCTOB, 3aKpeIUIeHHbIX
3a JIMHUeN IpakJaHCKoi 060POHEI U MOOMIU3aLMOHHON FOTOBHOCTH.

TpersuM G/I0KOM HOPM HMHCTPYKLMH INpeAyCMaTpUBAaeTcCsl TOPSHOK AeiiCTBHIA
COTPYAHUKOB (PaGOTHHKOB) NpU IOJyYeHHMH HHQOPMALMM O TPHHATHM pelleHHs
00 SKCTPEHHON 3BaKyal|uH M3 MOMELIEHHs, 3aHIMAEeMOTO HCIIO/IHUTETLHEIM OpraHoM
rocy/iapcTBeHHOH Biact CBep/NoBCKOi 06/1aCTH M 110/IBeJOMCTBEHHBIM yUPeXXeHHEM.

HaHHbI# 610K MHCTPYKUMHU JO/KEH COAEP)KaTh NOAPOOHLIHA aropuT™ JefCTBHiA
COTpyAHMKA (PabOTHWKA) TNPU IOMy4YeHHH HHGODMALMH O TIPMHATHH pelleHHs
00 9KCTPEHHOH 3BaKyaljuy M3 IOMeIleHHs], 3aHUMAeMOr0 MCTIONHUTE/bHBIM OPraHoM
rocy/iapcTBeHHO# Biactu CBep//10BCKOi 06/1aCTH U TO/BEJOMCTBEHHBIM YUYPeXKeHIeM.

[TommMO  HemoOCpe/CTBEHHBIX [JeHCTBHII COTPYAHMKOB (paGOTHMKOB) IIpH
5BaKyaliM, B [JaHHOW YaCTM MHCTPYKUMM HeO6XOAWMO NpeayCMOTpeTh JIMLI,
OTBETCTBEHHBIX 3@ yYyeT KO/IMYeCTBa pabOTHUKOB (COTPYJHHMKOB) HAaXOAUBLIMXCH
B IOMEIeHUSIX Ha MOMEHT TpHUHATUA peileHHss o6 3Bakyauuu M (paKTHUECKH
3BaKyMpOBaBIUMXCS. Takxe B JIaHHOM 6JI0Ke MHCTPYKLMH TpeAyCMaTpUBAeTCs MeCTo
cbopa coTpyAHHKOB (PabOTHUKOB), B KOTOPOE OHH JOJIKHBI IPUGBITH MOC/E IBAKYALIHN.

Takke B JaHHOM 6/i0Ke MHCTPYKLMH, C Y4YeTOM CIEeLMPUKH JAesTeNbHOCTH
WCTIO/IHUTe/IbHOTO ~ OpraHa TIOCYJapCTBeHHOH Biacth  CBepajioBcKol — obactu
M [O/IBeJOMCTBEHHOTO YUpeX/JEeHHUS J[O/UKHBI OBITb IIpefyCMOTPEHBI /eHCTBHS
COTPY/AHHKOB (PaGOTHMKOB) 110 COXPAHEHHIO MM 3BAKYaLMK CTyKe6GHO# JOKYMeHTaluu
¥ uMymlecTBa. [laHHble [eiCTBUs pa3pabaTeIBalOTCS HCIIONHUTENLHBIM OpPraHOM
rocysiapcTBeHHO# Bract CBepyIOBCKoit 0671aCTH ¥ NOJBEOMCTBEHHBIM YUpeXXeHHeM
CaMOCTOSITE/TLHO.

B Tperbem 6/10Ke MHCTPYKUMM HeoGXOAMMO aKLeHTHPOBAaTb BHHMaHHeE
COTpyAHMKA (PabOTHWKA) ‘Ha TOM, YTO MNPHM OCTAaBJEHMH CAyKeGHOro KabuHeTa
Heo0XoAuMO:

- O/IeThCsI 110 Ce30HY, B3ATh C COOOM JIMUHBIE JOKYMEHTEI, JeHBIM U IIeHHOCTH,
HaxozdAImecs B C/iy>ke6HOM KaOuHeTe;

- 00eCTOYNTL OPraHM3allMOHHYI0 TEXHHKY M GBITOBBIE MPUGOPHI, HAXOAALMXCH
B CIyKeOHBIX KabuHeTax;

- IPHHATE Mepbl K 00ecrieueHWr0 COXPAaHHOCTH WM 3BaKyalHd CiyxeGHOM

\
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O /IeHCTBUSIX COTPY/AHMKOB (PabOTHUKOB) MPM MOCTYIUIEHHH MH(pOpPMaruyu 06 yrpose




AOKYMEHTALIMU U UMYILIEeCTBa;
- 3dKpPBITb OTKpPBITBIE OKHd H cppaMym, BBIK/TIOYHMTE OCBeIl[eHHe, 3aKPBITh

TNIOMelljeHH e Ha 3aMOK;

- He JlonyCKass MaHMKH W JaBKW TOKUHYTh 3/jaHHe, PYKOBOJACTBYAChH CXeMaMHU
T/1aHa 9BaKyalyy U3 3fanus. OKasaTh MOMOIb B 9BaKyaLiH TeM, KOMY 3T0 He06X0AUMO;

-Hé IbITaTbCA BOCIMOJB30BaThbCsl JM(PTaMM, CIYCKaThbCs II0  JIECTHULAM
3BaKyal|MOHHbIX BbIXO/IOB.

- npubbITh K MecTy cbopa COTPyAHMKOB (pabOTHMKOB) M MH(OpPMHUpOBaThH
OTBETCTBEHHOE JJO/DKHOCTHOE JIULIO O CBOEM MPHUOBITHH.

Taxxke B paHHOM O/10Ke HMHCTPYKIMM HeOGXOAMMO ONpeJeNMTh CPOKH
HAaXOX/eHHA COTPYAHUKOB (PabOTHUKOB) B MecTe c6Opa, a TaKKe MOPSLOK NPUHSITHS
pellieHust O Aa/IbHEHIINX JeHCTBUAX COTPYJHUKOB (PaGOTHHKOB).




