NMHCTPYKIIMA
0 MOpsiIKE 0OpalIeHus co
ciryke0HOM uHpOopMaruei
OrpaHU4YE€HHOI0 pacpOCTPAHEHHUS B
MyHuIMIaTEHOM JOLIKOIEHOM 00pa30BaTeIbHOM yUPEKACHUE
«Jlerckuii cam Ne 13 «JlacTouka»
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1.061mue nonokeHus
1.1 Hacrosmas MHCTpykuus omnpenenseT MOpsaoK oOpalleHHs ¢ JOKyMEHTAMH H JAPYTHMH
MaTepUaIbHBIMH HOCHTEIIMH HHpopMaLun (GoTo, KHHO, BHAEO U ayJHOIJIEHKH, MALIHHHbIE
HOCHTEJIM HH(POPMALIMH U JIP.), CONEPIKAIIMMH HH(POPMALIMIO OrPaHHYEHHOTO PacpOCTPAHEHHS
B MyHHIHMIIaTIEHOM JOLIKOAbHOE 0Opa3oBatenbHoe yupexaenue «Jlerckuii cax Ne 13 «Jlactoukan
(manee J10V).
1.1.1. Hacrosmas VHCTpyKIMs He pacnHpoCTpaHSeTCs Ha MOPSIOK OOpalieHus ¢ AOKyMEHTaMH,
COJIEpIKALIIUMHE CBEJICHHS, COCTABIISIOLINE FOCYAapCTBEHHYIO TalHY.
1.2. Hacrosiuast MHCTPYKLIHS COCTAB/IEHA B COOTBETCTBUH C OJIOKeHHeM DeepaibHOro 3akoHa
ot 27 urons 2006r. N149-®3 "O6 undopmanmu, HHGOPMALMOHHBIX TEXHOIOTHSIX U O 3aIIHTe
urpopmanuu', u [TonoxenueM o nopsake oOparuieHus co cirykeOHoM HHpopManHeit
OrpaHUYEHHOTO PacIPOCTPaHEeH s B (peaepalbHBIX OpraHax UCIOJHUTEIEHON BIIACTH,
yTBepikAeHHOro nocranosjienueM IpasurensctBa Poccniickoit @eneparmu ot 3 HosOpa 1994r. N
1233; npuxasom MunucTepcTBa 00pasoBanust U Hayku Poccuiickoit ®@enepauuu ot 30 aexabps
2010 roma No 2233 «O6 yTBepIEHHH HHCTPYKUMH O MOpsAKe OOpalleHHs CO CIyKeGHOM
HH(pOpMaIHeit OrpaHHYEHHOTO PaCPOCTPAHEHHS.
1.3. K cmyxeOnoli HHpOpManuM OrpaHHYCHHOIO pACIPOCTPAHEHHsS OTHOCHTCS HECEKpeTHas
HHpOpMalHs, Kacalomascs JeATeNbHOCTH MHUHHCTEpCTBA, a TaKKe I10ABEIOMCTBEHHBIX
MunucTepcTBy OpraHu3almii, OrpaHHYeHHEe Ha PaclpOCTPaHEHHE KOTOPOW JUKTYeTCs CIIy:keOHOM
He0OXOAHMOCTEIO.
1.4. He MoryT ObITh OTHECEHBI K CITy:KeOHOH HHGOPMALMK OrPAHHYEHHOTO PacIpOCTPAHEHHUS:

- QKThI 3aKOHO/IAaTE/ILCTBA, YCTAHABINBAIOIIME IPABOBOI CTATYC roCyAapCTBEHHBIX
OpraHoB, OpraHu3alui, oO1IeCTBEHHBIX 00beIMHEH I, a TaKIKe IpaBa, CBOOOILI 1
00513aHHOCTH TpaX<1aH, NOPSIOK UX peaTn3alyi;

- CBEICHHS O YpE3BBIYaMHBIX CUTYaIUsX, ONACHBIX PUPOIHBIX SBICHHAAX H Mpoleccax,
9KOJIOTHYECKasl, THAPOMETEOPOJIOTHYeCKast, THAPOreoNIornyecKas, Aemorpaduyeckas, CAaHHTaApHO

- SMUAEMHOJIOrHYecKas U Apyras uHpopmauus, HeoOxommmas s obecrieyeHHs 0e30MacHOro
CYIECTBOBAHHS HACEIEHHBIX ITyHKTOB, IPAXK/IaH, a TaK’Ke IIPOU3BOJCTBEHHBIX 00BEKTOB;

- ONHCaHUE CTPYKTYPhI OpraHa HCIIOJHMTENbHON BracTH, ero QyHKIuiH, HanpaBneHuit U Qopm
JEeATENBHOCTH, a TAKXKE €ro aJpec;

- IOPAJIOK pacCMOTPEHHS 3asBJICHHH U o0palieHli rpakIaH U FOPUIHYECKHX JIHUII;

- peLICHHs M0 3adBJICHHAM M OOpallleHHsM TpakJaH U IOPUAHYECKUX JIHL, PAaCCMOTPEHHBIM B
YCTaHOBJIEHHOM IOPSIJIKE;

- CBeJIeHHsl 00 MCIIOJIHEHMH Oro/KeTa, MCIOIB30BAHUM TOCYJaPCTBEHHBIX PECYPCOB, COCTOSHHH
9KOHOMHMKH H MOTPeOHOCTAX HACeIECHHUS;

- JIOKYMEHTBI, HaKalIuBaeMble B OTKPBITBIX (oHAaX OMOIMOTEK U apXMBOB, HH(POPMALMOHHBIX
cHCTeMax OpraHu3aiuii, HeoOXoMMMBIE 11 peaan3aLiy npas, CBOOOI U 00sA3aHHOCTEN rpaskaaH.
1.5. Ha noxymenTax (B HeOOXOMHMBIX CIIydasX M Ha HX IPOEKTaX), COAEPIKAIINX CIIyKeOHYIO
MH(OPMAIHIO OTPAHHYEHHOTO PACIIPOCTPAHEH S, TPOCTaBseTcs nomeTtka "J{iis ciyskebHoro
N0JIb30BaHus" .

1.6. YcTaHOBNIEHBI ClIEYIOIIHE KATerOpUH JOKHOCTHEIX JTHII, YIIOJTHOMOUYEHHBIX OTHOCHTD
cyxe0Hyr0 HH(pOPMALUIO K pa3psily OrpaHHYeHHOTO PaclpoCTPAaHEHHUS
B JIOV:

- 3aBEYIOLIHUH,

- CTaplUMi BOCIUTATEb,

- JeJIONpPOH3BOJUTE.

YKa3aHHBIE JO/DKHOCTHBIE JIMLIA HAJICNICHBI IIOTHOMOYHSIMHU 110 CHSTHIO TTOMETKH -
"lns ciayxeOHOro mnonb3oBaHMs" ¢ JOKYMEHTOB, HEOOOCHOBAaHHO OTHECEHHBIX K KATEropHH
OrPaHHYE€HHOr0 PACIPOCTPAHEHHUS MTOTYMHEHHBIMH UM JIO/DKHOCTHBIMH JIMIIAMH.
1.6.1. [IpaBo cusitist nometku "5 ey keGHOTrO MoJb30BaHUs" HMEIOT:



- 3aBEAYIOUIHH C AOKYMEHTa, KOTOpOMY IIPHUCBOEHA 3Ta MMOMETKA
= crapumifl BOCITUTATEIIb,
- ACIONPOU3BOAUTEND.

1.7. JlomkHOCTHBIE /IHIIA, NIPHHABIINE PeIIeHHE 00 OTHECEHHH cirykeOHOH HHpOpMaIMH K

Paspilly — OTPaHMYCHHOTO — pacHpOCTPaHEHHS, HECYT IMEPCOHANBHYIO OTBETCTBEHHOCTH 3a
000CHOBAHHOCTb MIPHHATOTO PELICHHUS, 32 COBITIONEHHEe OrpaHHYEHHH, IPEaYyCMOTPEHHBIX 11. 1.4
HacTosgmen MueTpykimm.

1.8. 3asenyrommit JIOY yHOIHOMOYEH OTHOCHTE cinyxkeOHyl0 MHpOpMALMIO K paspsmy
OTPaHHYCHHOrO pacnpocTpanenus (1.1.6 Hacrosmeit MucTpykuun), ycranasiusaer NEepPEeYeHb JIHII,
KOTOPBIM HaNpaBIAETCs JOKYMEHT ¢ HOMETKO#H "J[ist CityskeGHOTO mos30Banus",

1.9. Cnyxebnas nHOpMAIHST OrpaHHYEHHOTO pacnpocTpaHeHus 63 CaHKIIMH COOTBETCTRYIOMIETO
AIOJDKHOCTHOTO NN, NPHHSBIIETO PELICHHE O IPHCBOCHMH TOKYMEHTY ToMeTkH "JIiist cityxeGHoro
MONIB30BAHUA", HE MOIEKHUT PA3TTIALICHHIO (PACTIPOCTPAHEHHUIO).

1.10. T1pu u3sMeHeHHH 0GBEKTHBHBIX 0GCTOSTEILCTB, BCICACTBHE YEro JanpHeHas 3anmra
cinyKeOHOH MH(pOpMaMK OrpaHMYEeHHOTO PacmpoCTpaHEHUs HenenecoobpasHa, MO0 pemeHHEo
3asestyromtero IOV B npenenax ero komnerenmuu (1.1.6 HacTosmeit MHCTpyKINHM) ¢ HUX
CHHUMaeTcs nometka "J{ns ciyxe6Horo none3oBanus’.

1.10.1. Ipemnokernst 1 060CHOBAHMS O CHATHH C J0KyMeHTOB nomeTku "J{ns cayxebHoro
MOJIb30BAHUA" BHOCSTCS:

- 3asenyromuii JIOY, moAroToBMBIIEMY 3TH 10KYMEHTEI,  TAKKE JIHIIOM, OTBETCTBEHHbIM
3a paboTy cmy:KObI AeI0MPOU3BO/ICTBA.

1.11. 3a pasramenue ciyxe6Hoit mHGOpMALHH OTPaHUYCHHOI0 pacIpOCTPAHEHHMS, a TAKKe 3a
HapyIIeHHE MOps/IKa OOpallleHns ¢ JOKyMEHTaMH, COAEP/KAIMMH TAKYIO uHpopmanuo, paboTHUKH
JAOY MoryT OBITB NpHBIEYEHBI K ANCUMIUTMHAPDHOM WM  HWHOH  Tpe/ycMOTpeHHOI
3aKoHOzaTeNbCTBOM Poccniickoit Peaepannu 0TBeTCTBEHHOCTH.

1.12. KouTpons 32 co6mone neM yCTaHOBNEHHBIX IPABHIT | nopszaka obparieHus co

ciry:xe0HO# HHpOpManKelt OrpaHHYEHHOTO PacIPOCTPaHeH)s BO3AraeTes Ha 3asexyroutero JJOV.
1.13. B ciryyae nukBuianuy (Ipekpammenns 1esTebHOCTH) , B TOM YHCITE BCIEICTBHE

JIMKBUMALMK MM PEOPTaHM3alMHM, pEIeHHe O JaNbHEHIIeM HCTIONMb30BAHHH  CIyXKeOHOMH
HH(OPMALUK OTPAHHYEHHOTO PACTIPOCTPAHEHHS IPHHAMAET TMKBHIAIMOHHAS KOMHCCHSL.

2. Tlopsnox ofpameHds ¢ JIOKyMEHTAMH, ColepKallMMHU  CIIyKeOHYI0  MH(pOpMaLHUIO
OrPaHUYEHHOTO PaCcTPOCTPAHEHHMS.

2.1. HeobxoaumocTs npocrasieHus momerku "JI1s cirykeGHOTO nois3oBanms” Ha JIOKYMEHTax
H M3/IaHHSX, COAEPIKALINX CITy)KeOHYI0 HHPOPMAIHIO OrPAaHHYEHHOTO PACTIPOCTPAHEHHS,
OTPEACIACTCA HCIIOTHUTEIEM M [I0JI’KHOCTHBIM JIMLIOM, MTONMCHIBAIOIINAM HITH YTBEPKIAIOLIHM
JIOKYMEHT.

2.1.1.VkasanHas moMeTKa H HOMED 3K3eMILIAPa MPOCTABMSIOTCS B IIPaBOM BEPXHEM YTy
NEPBO¥ CTPAHHIBI AOKYMEHTA, Ha OGOKKE M TUTYIBHOM JIHCTE H3IAHHS, 4 TAKKe Ha epBoit
CTPaHHIE COMPOBOAUTEILHOIO MHChMA K TAKUM JOKYMEHTaM.

2.2. Ilpuem, y4eT (perncTpauus) JOKyMEeHTOB, CONEPIKALIHX HH(POPMALIHIO OTPAHHYEHHOTO
PacrpoCTpaHEHHs, OCYIIECTBIAET Aenonpoussoautens JOV.

2.3. JToxyMeHTHI ¢ oMeTKo# " {115 cimyskeGHOro moab30BaHms":



2.3.1. Co3naroTcsl Ha aBTOMAaTH3MPOBAHHOM paboyeM MecTe C 3aKPBITHIM JOCTYNIOM B OOIIyIO
uHpopMaOHHYI0 cucTeMy. Ha obGopoTe nociemHero Jjmcra KakAOro 3K3eMIUIIpa JOKYMEHTa
MCIIOTHUTENb 0/UKEH YKa3aTh KOJIMYECTBO OTIEYAaTaHHBIX JK3EMIUIAPOB, CBOKO (haMHIMIO M ATy
neyaTaHus JOKYMEHTa.

2.3.2. OrneyaranHble ¥ MOANKUCAHHBIE JOKYMEHTBl BMECTE C YEPHOBHKAMH H BapHaHTAMHU
TnepefaroTes Ats peructpanun aenonpoussoauteso JJOY. YepHOBUKH U BApHAHTHI

YHUUTOKAKOTCS JIEJIONPOU3BOIAUTENEM C OTpaKeHHeM (paKTa yHHUTOXKEHHUs B yUETHBIX (popMax;
2.3.3. VUUTBIBAIOTCS OTAENBHO OT HecekpeTHOM uHdopmanuu. [Ipy He3HauUTEILHOM 00bEME TaKHX
JOKyMEHTOB Pa3pelIaeTcs BECTH HX Y4EeT COBMECTHO C PyTMMH HECEKPETHBIMH JOKYyMEHTAMH.
[Ipu perucTpanyi yKa3aHHbIX JOKYMEHTOB K PErHCTPAllMOHHOMY HHJIEKCY JOKYMeHTa 100aBisercs
nometka "JICIT";

2.3.4. Tlepenatorcss paOOTHMKAM CTPYKTYPHBIX IOApa3/eNeHUH MOJ paclHCKy; MepeChUIaloTCs
CTOPOHHHM OpraHu3anusM (akCeMUIIBHOH CBA3bIO, 3aKa3HBIMH HJIM IEHHBIMH TOYTOBBHIMU
OTIPABJICHHUSIMH, a TAKIKE MOTYT OBITh Nepe/iaHbl HAPOYHBIM;

2.3.5. PasmHOXaroTCs (THPAXUPYIOTCsI) TONBKO ¢ MHCBMEHHOro paspelneHus 3asexyromero J10V,
YIOJIHOMOYEHHOTO  OTHOCHTh  CiIyeOHyl0o HMHGOpManuiO K  paspsaay  OrpaHHYeHHOro
pacrpocTpaHeHHs B COOTBETCTBHH cIl.1.6 HacTosmei MHCTpyKIHH.

- YyeT pa3MHOKEHHBIX JOKYMEHTOB OCYLIECTBIIAETCS M0IK3EMILISAPHO.

- [lepen pasMHOXKEHHEM Ha THTYJBHOM JIHCTE OpHIMHAja JOKYMEHTa IPOCTaBIISETCs OTMETKA O
pa3MHOKEHHH C yKa3aHHEM PErHCTPaLMOHHOTO HOMEpA M0 JKypHally y4eTa
pa3sMHOKEHUs CITy/KeOHBIX JIOKyMEHTOB.

- Ha oOopore mocineiHero ucTa OpHIHHANA pPa3sMHOXKAEMOIo OSK3eMIUIIpa JOKyMEHTa
HCIIOJIHATENh JOJUKeH YyKa3aTh DPErdMcTPAllMOHHBIA HOMEp M0 JKypHAJy ydeTa pasMHOKCHHs
CIy’KEOHBIX JOKYMEHTOB, KOJNHMYECTBO Pa3MHOXXEHHBIX HK3eMIUIAPOB, CBOIO (aMMIIHIO H Jary
Pa3MHOXKEHHs! IOKyMEHTa.

- Hymepanus J0MOJHUTENIBHO Pa3MHOKEHHBIX YK3EMIUIPOB IIPOU3BOAMTCS OT MOCIIEAHETO
HOMepa paHee YYTEHHOI'0 3K3eMILIspa 3TOro J0KYMEHTA;

2.3.6. XpaHsTCs B HAJIE)KHO 3aKPbIBAEMBIX U OIeYaThIBaeMBbIX MKadax (SMUKaX, XPAHUITHIIAX).
2.4. 3anpeniaeTcs CKAHMPOBAHUE -BBEACHUE B CHCTEMY I€KTPOHHOIO JIOKyMEHT0000pOoTa
3JIEKTPOHHOM BEPCHH JJIOKYMEHTOB ¢ TIoMeTKoH "JIiist cirykeGHOro nonp3oBanus’.
2.5. Ilpu HEOOXOAMMOCTH HAIIPABIEHHS JOKYMEHTOB ¢ moMeTKoit "Jls ciyxeGHOro
0JIb30BaHKsA" B HECKOJIBKO aIpecOB COCTABISIETCS yKa3aTeab PACCHIIKH, B KOTOPOM MOAAPECHO
IIPOCTABJISIOTCS. HOMEPA SK3EMILISAPOB OTIPABIAEMBIX JIOKYMEHTOB.

- Ykasarelb pacChUIKH MOANUCHIBACTCS UCTIOMHUTEIEM IOKYMEHTA M Py KOBOAUTEIEM
CTPYKTYpPHOTO HOJpa3/ie/IeHUs], MOArNOTOBUBLIETO J0KYMEHT.
2.6. UcnionHenHbIe JOKyMEHTBI ¢ oMeTKo# "J11st cimyskeGHOro 1noib30BaHus" rpyIIUpyOTCs B
JieJla B COOTBETCTBHH C HOMEHKJIATYPOIi J1e]1 HECEKPETHOrO Je/I0NPOU3BOACTBA.

- Ha o6noxke mena, B KOTOpO€ NMOMEIIEHbI TaKue JOKYMEHTBI, TaKiKe MPOCTAB/ISAETCs IMOMETKA
"Ilnst ey xe0OHOro MoIb30BaHus" .
2.7. YHHYTOKEHHE JIeJI, JOKYMEHTOB ¢ moMeTKoi "JIist cimykeGHOro noabp3oBaHus ',
YTPAaTHBILIKX CBOE MPAaKTHYECKOE 3HAUEHHE M HE HMEIOLUINX HCTOPUYECKOH LIEHHOCTH,
IIPOU3BOUTCS TIO AKTY.
B yuetHbIx hopMax 00 3TOM Je1aeTcs OTMETKA CO CCBHIIKOM Ha COOTBETCTBYFOLIM aKT.
2.8. Tepenaua JOKYMEHTOB H Jiel ¢ moMeTKo# "J11s ciry:keGHOro nosib30BaHus" OT OAHOTO
paGoTHHKA APYTrOMY OCYIECTBIISETCS C pa3pellieH s COOTBETCTBYIOIIETO PYKOBOIUTEIS.
2.9. Ipu cMene paGOTHHKA, OTBETCTBEHHOTO 3a y4YeT JIOKYMEHTOB ¢ momeTkod "Ils ciyxeGHOro
MoJb30BaHus", COCTaBIsETCS aKT NpUeMa-CHaud 3TUX MJOKYMEHTOB, KOTOPBIA YTBEp)KAaeTCs
COOTBETCTBYIOIIUM PYKOBOIUTENIEM.
2.10. ITpoBepka HaMuHsl JOKYMEHTOB, JIe]l U W31aHui ¢ nomerkoi "Jlna cinyxeGHOro
110JIb30BaHMA" TPOBOAMUTCS HE pexe OJHOro pasa B oA KOMHMCCHEH, HA3HA4aeMOH NpHKa30M
zapeayromero JJOY. B cocras ykazaHHOH KoMHCCHH 0043aT€/IbHO BKIIFOUACTCS JACJIONPOU3BOAUTE b



JIOY, oOTBETCTBEHHBIE 3@ YUET U XpaHECHHE dTHX MaTepHasoB.

2.11. O daxrax yTparsl J0OKyMEHTOB, e/l 1 H3JaHHii, CONEPKAIIUX CIyKeOHYIO HHPOPMALIHIO
OTpaHUYEHHOTO PACIpOCTpaHeH:s, 100 pasriamenus 3Toi HpOpMAIMH, CTAaBATCS B H3BECTHOCTD
HaYaJbHUK YIIpaBeHHs 06pa3oBaHus U HA3HAYAETCS KOMHCCHS U pacciiefoBaHus 00CTOSTENbCTB
yTpaThl WK pa3riaieHus.

2.11.1. PesynbTarhl paccieloBaHus JOKIIAIBIBAIOTCS PyKOBOJHUTEIO MOBEIOMCTBEHHOM
OpraHM3alliy, Ha3HAYMBIIEMY KOMUCCHIO.

2.12. I1pu custuu nmomeTky "It ciyxebHOro 1noip30BaHus" Ha JOKYMEHTaX, Jenax i

H3IaHHUAX, 4 TAK)KE B yUETHBIX (hopMax JearoTcsi COOTBETCTBYIOIIHE OTMETKH 1

MHPOPMUPYIOTCS BCE afpecaThl, KOTOPBIM 3TH JOKYMEHTBI (M31aHHUs) HANPaBIISIHCE.
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