aNe 142
KIAIO
eTckuii cam Ne 54»
C.B. Crapuios

MHCTPYKIUA O IIOPSAIKE OBPAILIEHU A C I[OKVMEHTI/IPOBAHHOP‘I CJIYXEBHOM
MH®OPMALIUEN OTPAHUYEHHOI'O PACITPOCTPAHEHMA
B MYHUILIUITAJIBHOM BIOJDKETHOM JIOLIKOJIbHOM OBPA30BATEJIbBHOM
YYPEXAEHNH [IETPO3ABOJICKOI'O TOPOJJCKOI'O OKPYTA
«JIETCKHMIA CAJT KOMBUHMPOBAHHOI'O BUJTA Ne 54 «ITOJJCHEXKHHK »

1. O0mmMe noJOKCHHA,

1.1.HacTosmas WHcTpykumms — ompefeiser — oOmmii  TOPAIOK obpamenus ¢
JOKYMEHTHPOBAHHOH CITy>KeOHOM uH(popManEeil OrpaHHIEHHOr0 PacIPOCTPAHEHHA U APYTHMH
MaTepHaJIbHBIMA HOCHTEIAMU undopmamun (nanee -JloKyMEHTEI) B MJIOY «Jletckuit cam Ne
54» (mamee —Yupexaenue). TpeGoBaHmA pactosmeidt MHCTpyKIHH pacmpoCTpPaHSAIOTCs Ha
MOpSNOK OOpaIleHHs ¢ MHBIMH MATCPHAJIBHBIMH HOCHTEILAMU ciyxeOHOlM HMHGOpMAUK
OrpaHMYeHHOro pacmpocTpanenus (PoTo, BUIEO U ayro 1 ap).

1.2. K JOKyMEHTHPOBAHHOM CIIy/KeOHOH uH(bOPMAIMH OrPaHUYEHHOr0 PaCcIpOCTPAHECHHUS
OTHOCHTCS HeceKpeTHas HH(pOpMAal|s, Kacaromasacs AeATeIbHOCTH VypexaeHus, OrpaHAIeHHs,
HA PacHpoOCTPaHECHHE KOTOPOM JMKTYIOTCS cinyskeOHOH HEoOXOMMMOCTBIO. Heo0x0a1MOCTh
IIPHCBOEHH HOKYMEeHTaM rpuda «Jlns CITy’KeOHOTO TTONTb30BaHus.» (Hajee -JICII) onpenensercs
FCIOJHATENEM H JOJDKHOCTHEIM JIMIIOM, TOJMACHIBAIOITAM MM yTBEPKIAOMIM JIOKyMEHT, B
COOTBETCTBHY C TIEPEYHEM BHJIOB CIIykeOHOH MH(OPMAIUK, KOTOPYIO HEOOX0IMMO OTHOCHTE K
paspsily OrpPaHHYECHHOTO PacpOCTPaHEeHIA (yTBeprKIaeTcs 3aBeTyIoNHM MIIOY).

1.3.K 1OKyMeHTHPOBaHHOH CITykeOHOH pHGOpMALMY OTPAHHYEHHOTrO PacIpOCTPaHCHHA
HE MOTYT OBITH OTHECEHBI:

-JIOK&JTBHBIC HOPMATHBHbIE AKThI, 3aTPArHBAIONIHE Ipasa 1 cBOOOIBI IPpaKJIaH,

- OomECaHWe CTPYKTYpHl Y4YpEKICHHA, €ro (yHKIuH, HaNpaBlIeHHd H dbopm
NesTeIbHOCTH, a TAKXKe €ro aJpec,

- JOKYMEHTBI, HAKaITMBaCMble B OTKPHITBHIX apXnBax, HHGOPMAITHOHHBIX CHCTEMAX,
HeoGXOTEMBIE [UIs peaTH3aljii Ipas, CBOOO 1 00s13aHHOCTEH IpaXkIaH.

1.4.3agenyromuit MJIOY, IMOMKHOCTHBIC JIUNA YupexieHns, NPUHIBIIIE PEIICHAC 00
OTHECEHHH IOKYMEHTHPOBaHHOM —CITyXKeOHOH uHhopMalmy K paspasy OTPaHHUCHHOTO
PACTIPOCTpAHEHHS, HECYT MEPCOHATBHYIO OTBETCTBEHHOCTH 3a 0GOCHOBAHHOCTH IPHHITOTO
peLICHUA co0JmIoieHue OTrpaHMYeHHi, MpeyCMOTPCHHBIX II. 1.3. macrosmeil Muerpykuus, a
raKKe 32 06eCIeIeHHOCTD 3alMTEl HOCUTeNeH MHQOpManyy OrPaHHHCHHOTO pacupoCTpaHeHUs
Ui FICTIOJB30BAHNS CPEICTR OPITEXHHUKH MPH IIOJrOTOBKE STUX JIOKYMCHTOB.

1.5.JTokyMeHTHpOBaHHAs cnyxebuas mHoOpMmanus OrpaHUYCHHOIO pacipoCcTpaHCHHUA
fe3 CaHKIMM 3aBEAyIOIIETO MOV wu ero 3aMecTUTeNel He MOUIEKHUT PpasriialICHHI0
(pacnpOCTPaHEHHUIO).

1.6.3a pasriamieHHe IOKYMEHTHPOBAHHOH ciyxebHol mHbOpMALEK OTPAaHAYICHHOTO
pacIpoCTpaHEHHs, a TakKe HapyIICHHE MOps/iKa obpaleHus ¢ JOKyMEHTaMH, COACPKaIMH
TaKyio HHQOPMALMIO PAOOTHHK YUPEKICHHA MOKET 6bITH TIPUBJIEYEH K JAUCIMIIIMHAPHOHN A
WHO# Tpe/lyCMOTPEHHOM 3aKOHOAATENECTBOM OTBETCTBCHHOCTH.

1.7.KoHTpOIb 3a OCYLICCTBICHHEM YHUETa, Pa3MHOMKEHHs], XPaHeHHA U HCTIONL30BAHIL
TloxymenTos ¢ rpadom «[{CII» Bo3naracTes Ha CTIELHATHCTA [0 KaapaM Y IpexIeHHL.



1.8.Pabotaukn MJIOY, umetomme ortHomeHnue kK pabore ¢ Jloxymentamu «JICIT»
OO/DKHBI OBITE B 00A3aTENBHOM MOpSAKE O3HAKOMIIEHBI ¢ Hacrosmeil MucTpykiweii,
yCTaHaBIMBAIOMICH MOPANOK paboThl ¢ JNOKYMEHTHpPOBaHHOH HH(oOpManueil OrpaHH4eHHOro
pacnpocTpaHeHHss B IIKone. PaboTHHKaM (JODKHOCTHBIM JMIaM), palboTaiommMm ¢
Hoxymentamu «JICII», 3anpemaercs coo0maTs YCTHO MM ITMCBMEHHO KOMY OBI TO HH OBIIO
CBEJIEHHs, colepxamupecs B 3THX JIOKyMEHTax, €clM S5TO HE BBI3BIBACTCS CIIY:KEOHOIH
HeOOXOJHMOCTEIO.

2.Ilopsanok paGoTel ¢ JIOKyMEeHTaMHU.

2.1. JoxkymeHTHI, coaepxainme KoHpuaeHunansayro wHpopmarmo (JICII) meuararorcs
Ha pabouyux MecTax JOJDKHOCTHBIX JIMIl (MCIIOJHUTENeH) ¢ ydeToM TpeOOBaHHMH TEeXHHYECKOH
3aIUThl HHPOPMALIHH.

2.2.Ha JloxymeHnTax, cojepamux KOH(pHUIEHIHANLHYI0O HH(OPMAIUIO, IPOCTaBISAETCA
orpannuutenbHas nmometka J[CII. YkazaHHas moMeTKa U HOMEp 3K3eMILIIpa IIPOCTaBIAIOTCS B
[paBOM BEpXHEM Yrily mepBoit cTpaHuubl JlokymeHTa, Ha OOJOXKKE M THTYJIBHOM JIHCTE
JlokyMeHTa, a TaloKe Ha IEPBOIl CTPaHHUIIE CONMPOBOAMTENBHOIO MUChMa K 3THM JlokymeHTaMm.
Heobxomumocts mpoctaBnenus JICII vHa [lokymeHTax omnpenensercd pyKOBOIHTEIEM,
JOJDKHOCTHEIM JTHIIOM Y UpekIeHUs, TOMUCHIBAIONTNM UM YTBEPKJAIOIIMM JOKYMEHT.

2.3.Peructpamus nognucaHHeix JlokymenTroB JICII ocymiecTBisieTcs AODKHOCTHBIMU
JTMIaMH (ACIIOTHHTENSMHE ), KOTOPBIM ITOPYYeH IpHeM X y4eT HecekpeTHoH Jloxymentanuu. [1pu
HE3HAYUTEAEHOM o0beMe Takux J[okymeHTOR (o 500 permcTpanmuit B KajleHJIapHBIA roj)
paspermaeTcs BECTH UX PErHCTPAIMIO B yUETHBIX (hopMax COBMECTHO C IPYTUMHU HECEKPETHBIMU
JloKyMeHTaMH.

2.4.Peructpanmonusii Homep Jlokymenta JICII mpenmocragnsercs B —IO3MIMH,
npexycmotpennoit Gnankom JICII, x Homepy mobapmserca momerka «JII[IC». B ocramsHOM
opopmnenne JlokymentoB JIIIC ocyiecTBisieTcs B MOPSAAKE, YCTAHOBJICHHOM B YUPEKICHUH
11t JIOKyMEHTOB OTKPBITOI'O XapakTepa.

2.5.Ycnous xpaneHus JlokymentoB ¢ mometkod JICII momkHBI mpenoTspamarh
cBOGOMHEIH JOCTYT K HUM. Beinaua (nepenaqa) JlokymenTo JIIIC npou3BoAUTCS IO POCIIUCE.

2.6.Pa3smHOXeHne (TupaxupoBanue) JloxkymentoB ¢ nomerkod HIIC mnpouseoputcs
TOJBKO ¢ IMCHMEHHOTO paspemenus 3asenyiomero MJIOV.

2.7 Ilepecbuika Jlokymentos JIIIC B apyrue opranu3anuu IPpOM3BOIUTCS €PE3 «Iloury
Poccun» 3aKa3HBEIMH WM IEHHBIMH ITOYTOBEIMH OTIPABICHUAMH.

2.8.Ucnonuennsie Joxyments: JIIC rpynnupyiorcda B Jela B COOTBETCTBHH C
HOMEHKJIaTypoil neii. [Ipu 3TOM B HECEKPETHBIX JENONPOU3BOJCTBAX Ha OONOXKKE Jcia, B
KOTOpOE MOMEIEeHE! TaKie TOKyMeHTEL, Takxke mpocraensercs momerka IIC.

2.9.Vuuyroxkenue pokymenta JIIC mpou3BoIuTCs MO akTy MO HMCTEYCHHH CPOKOB
XpaHEHMs MM 110 MUHOBaHMM B HHMX HamOGHOCTH. DKCHEpTH3y M OTOOp K YHHYTOKEHHIO
JIOKyMeHTOB, c)OPMHpPOBAHHBIX B Jela, H KOH(MICHIHATHHOH HHGOPMAIMH NPOU3BOJUT
KOMHCCH#, HasHagaeMas 3aBeayromum MJIOY.

2.10.ITepemaua Joxymentos u e ¢ momerkoit JICIT ot oxsoro paboTHHKa Apyromy
ocyImecTRISeTCS ¢ paspentenus 3apeyomero MJIOY.

2.11.Ilpun cMeHe pabOTHHKAa OTBETCTBEHHOIO 3a JEJIONPOHU3BOJCTBO, COCTABIISIECTCH AKT
npuema - ciaun gokyMenTos JICII, yTBepkiaemblii 3aBeTyFOIMM MJIOV.

.2.12.IIposepka nannuus goxymentos J[CII mpomssoaurcs HE pexe OJHOTO pas B rol
KOMHCCHel, HazHayaemoii 3aBenyiomum MJIOY. B coctaB KOMHCCHH BKIFOUACTCA pabOTHHKH,
OTBETCTBEHHBIE 3a Y4ET U XpaHeHHe JIOKyMEeHTOB.

2.13.Pesynbratel npopepku Hamuuns Jlokymentos JIIC odopMIsioTcs aKTOM. Ha
OCHOBAaHMHM aKkTa 06 yTpaueHHBIX JJOKyMEeHTax JENatoTCs COOTBETCTBYIONINE OTMETKHA B yIETHBIX
dopmax. O akrax yTpaThl KOH(HUACHIHATBHBIX JIloxymenToB 1ubo  pasTianieHus
koH(pHUIeHIMAIBHON HHGOPMAIMK CTABUTCS B H3BECTHOCTH zapenyromuit MJIOY u nasnagaetcs
KOMHCCHS Ul PAacCleZoBaHHA OOCTOATENBCTB YTPAaThl WM  PasTJIAICHUSA. Pesynbratsl

paccleI0BaHus J0K/IaIbIBAOTCs 3aBEIYIOIICMY MJIOV.



