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0 nopsiKe obpatenus co ciyxkeOHoi nHpopMaLKeii OrpaHMYeHHOTO PACIPOCTPAHEHHUS B
MBOY «CIII Ne16 um.C UBAHOBA»

1.  OBIIME ITOJIOXKEHHA.

1.1. Hacrosmas Huctpykums onpenenser oOwmii  mopamok — obpamenus  C
JIOKYMEHTUPOBAHHOM CIy>keOHOH MH(pOpManuel OrpaHUYeHHOro pacrnpoCTpaHEeHHs U APYruMH
marepuanbHbiMi  HocuTensmu  uHopmauuu B MBOY«CHI Nel6  num.CHIBAHOBAY.
TpeGoBanusi HacTosIIEH MHCTPYKIMM PACIPOCTPAHSIOTCA Ha TMOPSAOK OOpalleHus ¢ HHbIMH
MaTepuajbHbIMU HOCUTENSIME CITy)keOHOI MHpOopManuy — OrpaHMYEHHOTO PacIpOCTPAHEHHU
(boto, BUzEO U ayano u zip).

1.2. K 10KyMEHTHPOBAHHOM CiIykeOHOM MHOOPMALIMK OrPaHMYEHHOIO PAacIpOCTPAHEHHUs
OTHOCUTCSL HeCeKpeTHasi HMH(GOpPMALMsl, Kacalolascs MAeITEeIbHOCTH, OrpPaHUYCHMs, Ha
PACTIPOCTPAHEHNe KOTOPOH JIMKTYIOTCs —CiykeOHOi HeoOxoaumocThio.  HeobxonnmocTs
npucBoenus nokymentam rpuda «Jlns ciayke6Horo nonssoanus (nanee - JICII) onpenensercs
MCTIOJIHUTENEM U JIOJDKHOCTHBIM JIMLIOM, MONKCHIBAIOIIMM HJIM YTBEPXKAaomuM JIOKyMeHT, B
COOTBETCTBHH C TIEPEYHEM BHUIOB CJIy>keOHOM MHOPMALMK, KOTOPYHO HEOOXOMMO OTHOCHTDH K
pa3psily OrpaHUYEHHOTO PACTIPOCTPaHeH st (YTBEPIKIAETCS TUPEKTOPOM ).

1.3. K 10KyMeHTHpOBaHHOI ci1ykeOHOI HHOPMALMK OrPAaHHYEHHOTO PACIPOCTPAHEHHS
He MOTYT GbITh OTHECEHBI: - JTOKAJIbHbIE HOPMATUBHBIE AKTHI, 3aTPArHBAKONIME MPaBa U CBOOO/bI
rpaxman, - omucanme ctpykTypsl MBOV«CII Nel6 um.C.UBAHOBA», ero ¢ynkuum,
HanpaBjieHuit U (GOpM NEATENBPHOCTH, a TAKXKe €ro ajpec, - JAOKYMEHTBI, HakarjdBaeMble B
OTKPBITBIX ApXUBAX, HHPOPMAIIHOHHBIX CHCTEMAX, HEOOXOAMMbIE [Ulsl PeaTM3aliy Mpas, cBOGON
1 00s13aHHOCTEN rpaskaaH.

1.4. JlupekTop, MOJKHOCTHBIE JIML@, [PUHSABIIME pemeHue 00  OTHECeHHH
JIOKYMEHTUPOBAHHOM CJIy>kKeOHOM MHpOpPMalMu K paspsjly OrpaHUYEHHOro pacnpoCTpaHeHus,
HECYT MePCOHANIbHYIO OTBETCTBEHHOCTh 32 0GOCHOBAHHOCTh TPUHATOTO PEIIeHUs COOM0IeHN e
OrpaHHYeHHH, penycMoTpeHnbIX M. 1.3, Hactosuueit MHCTpyKiuy, a Takke 3a 00eCredeHHOCTh
3aLUTBI HOCUTENEH NHPOPMALIMK OrPAaHUYEHHOTO PACIPOCTPAHEHHS U UCTIOJIL30BAHNUS CPE/CTB
OPITEXHUKH MPH MOJATOTOBKE ATUX NOKYMEHTOB.

1.5. JlokymeHnTHpOBaHHasi ciyxeOHas MH(OpPMaIMsA OrpaHMYEHHOTO PaCIPOCTPAHEHHS
€3 CAHKLIMU JMPEKTOPA 1 ero 3aMecTuTeIell He TOJIEKUT PA3rIIaleHHIo (PaCPOCTPAHEHHIO).

1.6. 3a pasriameHue JOKYMEHTHPOBAHHON ciyxkeOHOH nH(pOpMaluu OrpaHMYeHHOro
pacrpoCTpaHeHusl, a TAK)Ke HapyLIeHHe MopsAaKa oOpameHus ¢ JOKYMEHTaMH, COAEpKAIUMH
Takylo MHGOPMALMIO PaGOTHMK MOXET ObITh MNPHUBIEYEH K MMCLMIUIMHAPHONW MM MHOU
NpeyCMOTPEHHOI 3aKOHOATENbCTBOM OTBETCTBEHHOCTH.

1.7. KoHTpoJib 32 OCyLIECTBJIEHHEM y4yeTa, Pa3MHOXKEHHUS, XPAHEHHs M UCIIOJIb30BAHUs
JokymenTos ¢ rpudom «/ICIT» Boznaraercs Ha cexpeTapsi.

1.8. PaGoTHuku, uMeroiue otHomenue k padote ¢ Jlokymenramu «ACIT» 1OMKHbI ObITH
B 00s13aTeNbHOM TMOpSZKE O3HAKOMIEHbI ¢ Hacrosimedl WHCTpyKuMeH, yCTaHaB/IMBAOLIEiH
nopsigok paboThl € MOKYMEHTHPOBAHHOW HH(OpMAalMeil OrpaHMYEHHOrO PacrpOCTPAHEHMS.
PaGoTHukaM (IOMKHOCTHBIM JMuam), paboratomum ¢ Joxymenramu «JICID», 3anpernaercs
coo0I@aTh YCTHO WJIM [HMCbMEHHO KOMy Obl TO HM OBLIO CBENEHHMs, COAEprKaluecs B ITHUX
JIOKyMEeHTaX, €CJIi 9TO HE BbI3bIBAETCSI CIIy>KEOHON HEOOXOAMMOCTBIO.



2. TIOPSAJIOK PABOTHI C JOKYMEHTAMMN.

2.1. JIoKyMeHTBbI, coiepkaiyie KOHQUICHIMAIbHYI0 HHPOPMALIHIO (ACII) nevaTaroTcs
Ha paboYMX MeCTax JOJDKHOCTHBIX JHI (MCTIOJHUTENEH) C yueToM TpebOBaHMI TEXHUYECKOH
3a1UThl THPOPMALIUH.

2.2. Ha JloKyMeHTax, COfiepKaIlMX KOHOUAEHIMANbHYIO HHPOPMALMIO, MPOCTABIIACTCS
orpanmunTenbhas nomerka JICTI. VkazaHHas noMeTka M HOMEP SK3E€MIULIpa MPOCTABIIAIOTCS B
MpaBOM BEPXHEM Yrily mnepBoil crpanuubl JlokymenTa, Ha 06/10%KKE M THUTYJIBHOM JIUCTE
JlokymeHTa, a Tak)Ke Ha MepBO CTPaHHIe CONPOBOAUTEIBLHOIO MUChMA K STUM JlokyMeHTaM.
Heobxomumocts npocrasienuss JICIT na JlokymMeHTax ONpPEAESIETCss PYKOBOJUTEIIEM,
aupekTopoM Jluues WM JHLIOM €ro 3aMEHsIOLINM, MOJAMHMCHIBAIOIMM WM YTBEPIKIAIOUIM
NOKYMEHT.

2.3. Perucrpauus noanucanueix Jlokymentos JICII ocymecTBisieTCs NOJDKHOCTHRIMH
AULAMK (MCIOJIHUTENSAME), KOTOPbIM MOPYY€H NPUEM U Y4ET necekperHoii Jloxymenrauuu. Ilpu
He3HAUNTebHOM 00beme Takux JokymeHnToB (10 500 permcTpanuii B KajeHHapHbIH ron)
pa3pemaeTcs BECTU MX PEFHCTPALMIO B YUETHBIX (POPMAX COBMECTHO C APYriMH HECCKPETHBIMH
JloKkyMeHTaMH.

2.4. Perucrpaumonnbiii Homep Jlokymenta JICII npenocraBisiercs B MOSHIMH,
npenycmorpenHoii 6mankom JICIIL, k HOMeEpy nobasmsiercss nomerka «/JAUC». B ocranbHOM
odopmienue Jlokymenros JITIC ocymecTBsieTcs: B IOPANKE, yCTAHOBICHHOM LA JIOKyMEHTOB
OTKPBITOrO Xapaxkrepa.

2.5. Vcnosus xpanenusi JlokymentoB ¢ momerkoi JCII RomkHBI MpEeAOTBpAINATh
cBOGOHBIN fOCTYN K HUM. Bhinaua (nepenaya) okymenros JITIC mpousBoAnTEs MO POCTIHCD.

2.6. Pasmuoxenue (Tupaxupopanue) J[OKyMEHTOB € TMOMETKOM JIUC npou3BOAMTCS
TOJIbKO C TIHCHMEHHOTO Pa3pelleHust JUPEKTOpa .

2.7. Tlepecbuika Jdoxymentos JIIC B ipyrue opraHu3aluy MPOM3BOAMTCA 1€PE3 «IToury
Poccumy - 3aKa3HbIMU WM LEHHBIMU TTOYTOBBIMHU OTIPABJICHUAMH.

2.8. Ucnonuenuvie Jloxymentsr JIIC rpynmupytoTcss B Jeina B COOTBETCTBMM C
HOMeHKJIaTypoii men. IIpy 5TOM B HECEKPETHBIX MEJONPOU3BOJACTBAX HA o0Ji0KKe nena, B
KOTOPOE MOMELIEHbI TAKUE JIOKYMEHTBI, TaKXKe MPOCTABJIAETCS MOMETKA ATIC.

2.9. VYuuuroxenue nokymenra AIIC npousBOAMTCs MO aKTy IO HCTEHCHHMH CPOKOB
XpaHEHHs] WIM 10 MMHOBaHMM B HMX Hal0OHOCTH. OKCHEepTH3y 0oT0Op K YHHYTOXKEHHIO
JlokyMeHTOB, CHOPMHUPOBAaHHBIX B 1eja, H koH(UAEeHMATbHON MH(OPMALMK TPOU3BOAUT
KOMHCCHSI, Ha3Ha4YaeMasi AUPEKTOPOM .

2.10. Ilepenaua J{oxymentoB u nen ¢ momerkoit JICII ot onHoro paboTHUKA JIpyromy
OCYILECTBIISIETCS C Pa3peLIeHus TUPEKTOPA.

2.11. TIpu cmene pabOTHHUKA OTBETCTBEHHOrO 3a IENONPOM3BOACTBO, COCTABJACTCS aKT
npuema - cnaun nokymentos JICIL, yreepxaaemblii AMPEKTOPOM.

2.12. TIposepka Hamuuus nokymentos JICIT mpousBonuTcs HE pexe ORHOTO pas B IOA
KOMHCCHeH, Ha3HauaeMoil jgupexTopomM. B cocraB KOMMCCHH  BKJIFOHACTCH paboTHUKH,
OTBETCTBEHHBIE 32 Y4eT U XpaHeHue JlokyMeHTOB.

2.13. Pesynbratel mposepku Hamuumsi Joxymentos JIIIC opopmisitoresi aktom. Ha
OCHOBAHMH aKTa 00 yTpadeHHbIX JIOKyMEHTaX JeJIatoTCsi COOTBETCTBYIOLIME OTMETKH B yE€THBIX
dopmax. O ¢axrax - yTparhl KOHpHUEEHUMATbHBIX JIOKyMEHTOB b0  pasrialeHus
KOHPUAEHIMANbHOMH MHPOPMALMK CTABUTCS B M3BECTHOCTD IMPEKTOP M HA3HAUACTCA KOMUCCHA
JUISl PAcCNenoBaHUsl OOCTOATENBCTB YTPAThl WM PasTJIALlCHHUs. Pe3ynbTaThl paccienoBaHus
JOKJIAIbIBAIOTCS AUPEKTOPY .
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