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«JleTcKuH c\a‘;KNng «Ané H-y?ﬁka»

MPUCMOTPa H-03{0POBIIEHHA»

NHCTPYKIHA
0 nopsiAKe obpaueHus ¢ JOKyMEHTHPOBAHHOH C/Ty)Ke0HO0# nH(opManueii OrpaHHYeHHOro
pacnipocrpanenus B MBJIOY «[lerckuii caj Ne 15 «AéHyIKa» npucMoTpa 1 03/[0p0B/IeHH»
1. OO6ume mono)KeHus.

1.1. Hacrosuyas WHcTpykums onpefenseT o0l mopsgok obpaieHus c JAOKYMEHTHPOBaHHOH
cy>keO6HON MH(OpMaLMe# OrpaHMYeHHOro PacrpoCTPaHeHUs U JPYTUMH MaTepUaJbHbIMU HOCHTE/ISMH
MHbOpMalUK (fanee - NOKYMEHTHI) B MYHMLMNATLHOM OIOPKETHOM /OLIKO/ILHOM obpa3oBaTe/bHOM
yupexaeHun «[lerckuii cag No 15 «AnéHylmKa» NMPUCMOTPA W 03J0pOB/eHUs» (Hajnee - MBIOY).
TpeGoBanust HacTosimledf VIHCTPYKLMM — PACrpOCTPAaHSIOTCS HA TIOPSJAOK OOPALieHMs C  MHBIMH
MaTepHa/IbHBIMKA HOCHTE/IAMH C/1yKeOHON MH(OPMalK OrpaHHUYeHHOr0 pacnpocTpaHenus (GoTo, BUAEO U
ayauo u ap.).

1.2. K I0KyMeHTHPOBaHHO# ciy»e6HOi HH(OPMALMK OrPaHMYEHHOTO PaCIpPOCTPAHEHHS OTHOCUTCA
HeceKpeTHas MH(OpMaLMs, Kacarouascs pestejbHoctT MBIIOY, orpaHuueHds, Ha pacripocTpaHeHue
KOTOPOH JMKTYIOTCS C1y>keOHOM HeobxoaumocThio. HeoGX0AnMoCTh pUcBoeHHs JoKyMeHTam rpuda «is
cykeGHOro mosb3oBaHus» (fanee - JICIT) onpejensieTcs HCTIONHUTeNEM W JO/DKHOCTHBIM JIULIOM,
MOANHUCHIBAIOIMM MM YTBEPXKJAIOIMM [OKYMEHT, B COOTBETCTBHM C TEPEUYHEM BHJOB CIyKeOHOI
MH(pOPMALMH, KOTOPYK) HeODXOAWMO OTHOCHTb K  paspsjy OIPaHMYEHHOTO  paclpOCTpPAHEeHHs
(yrBepxxaaercs pykoBogutenem MBJIOY).

1.3. K AoKyMeHTHpOBaHHOM cry>ke6HOH WH(pOPMALMK OrpaHMUeHHOro PacTpOCTpPaHEeHHUs He MOTYT
OBITH OTHECeHbI:

- JIOKa/IbHble HODMAaTUBHBIE aKThl, 3aTParkBarollye NpaBa U CBoDOLI rpask/jaH,

- onucanue CTpYKTypel MB/IOY, ero ¢pyHkumu, Hanpasienuii ¥ HOpM JesTelbHOCTH, a TAKKe ee a/ipec,

- AOKYMEHTbI, HAKal/IiBaeMble B OTKPBITBIX apXWBaX, WH(OPMALMOHHBIX CHCTEMAax, HeoOXOAHUMble I
peayi3al{iy npas, cBo60/ 1 06513aHHOCTEH FpaKaH.

1.4. 3aBepyrowdii WM [0/DKHOCTHble Juua MB/IOY npuHsBIIMe pelieHHe 06 OTHECEHWH
AOKYMEHTHPOBaHHOW C/y)keOHOH MH(pOpPMalMu K paspsjy OrpaHHYeHHOrO pacrpoCTpaHeHws, HecyT
NepCOHANILHYK0 OTBETCTBEHHOCTh 3a 0DOCHOBAaHHOCTBH TIPHHSTOrO pelleHHsi CoOJojieHre orpaHHYeHHH,
NpeAyCMOTPeHHBIX 11. 1.3. Hacrosuield MHCTPYKLMM, a Takke 3a 06eCreYeHHOCTb 3aLUTBI HOCHTE/eH
HH(MOPMALIMH OrPaHUYEHHOTO PacTPOCTPAHEHHSI U MCTI0/Ib30BAHHUS CPEJCTB OPrTeXHHKH TIPH TNOATrOTOBKE
3THUX JOKYMEHTOB.

L.5. JlokymeHTipoBaHHas ciyxe6Has MHGOPMaLKs OrPaHAUYEHHOrO PAacrpoCTpaHeHHst 6e3 CaHKLuH
3asefiytorero MB/IOY u ero 3amectuTesneii He MOA/IEKHUT pasrialleHHIo (pacripocTpaHeHuio).

1.6. 3a pasrnawieHve  JOKYMEHTHPOBaHHOW  CiyxkebGHON  uH(pOpMaLmu OrpaHUUYeHHOTr o
PacnpoCTpaHeHHs, a TakKe HapylleHHe MOpsiAKa obpalleHds ¢ JOKYMEHTaMmH, COAEPKaliMMH TaKyio
nHpopMauio  pabotHuk MBZIOY Moxer ObITh TIPUB/IEYEH K AUCLIMIIJIMHADHOM WM MHOM
MpeAyCMOTPEHHOM 3aKOHO/ATe/IbCTBOM OTBETCTBEHHOCTH.

1.7. KOHTPOJIb 3a OCYILIECTB/IEHHEM yueTa, Pa3MHOXeHHsl, XpaHeHHsl U MCIIO/Ib30BaAHHS JIOKyMeHTOB ¢
rpudom «/ICIT» Bo3naraeTcst Ha [e/I0NPOU3BOAUTEIs MB/ZOY.

1.8. PabotHrku MBJOY, umeroime oTHOLLIEHHE K pabore ¢ gokymentamu «/ICIT» A0O/DKHBI OBITH B
00si3aTe/IbHOM MOpsi/IKe 03HAKOMJIEHBI C HacTosuleli MHCTpyKLHei, YCTaHaBIMBAKOLLEH MopsaoK paboTsl ¢
AOKYMEHTHDOBAHHOH ~MH(OpMaLyell OrpaHMYeHHOr0 pacrpoCTPaHeHHWs B MBZIOY. PaborHukam
(AO/DKHOCTHBIM JIMLIaM), paboTaoIuM C Aokymentamu «/ICII», 3ampemjaercsi coobiiaTh yCTHO WM
MUCbMEHHO KoMy Obl TO HU ObUIO CBeZieHus, COfiepXKalluecs: B 9THX JOKYMEHTaX, eC/d 3TO He BhI3bIBAeTCs
cny>kebHOM HeobX0UMOCTLIO.



2. Ilopsaaok paboTel C JOKyMeHTaMH.

2.1. JlokymeHTbI, COAieprKaliie KOHQUAEHINATEHYIO unpopmayuo ([JCII) nevararoTcs Ha paboumnx
MeCTax JI0/DKHOCTHBIX JIUL] (UCTIO/HUTE el) C y1eToM Tpe6OBaHUI TEXHUUYECKOH 3alMThl HHOPMALIHH.

2.2. Ha JoKymeHTaX, COfilepKalMX KOHGHEHLHATbHYIO uHGOpMaLKI0, TPOCTAB/IACTCA
orpanuumTe/bHas nomerka JCII. YkasaHHas MoOMeTKa ¥ HOMEpP 3K3eMIUIApa [IPOCTAB/IAOTCA B MPABOM
BepXHEM YIJIy NepBOM CTPaHMLbI JOKYMEHTa, Ha 00/10’KKe ¥ THUTY/IBHOM JIMCTe JIOKYMEHTa, a TakXe Ha
TepBOil CTPaHML|e COMPOBO/UTE/ILHOIO NUChMa K 3THM JI0KYMEHTaM. Heobxoaumoctsb npoctasiedus JCII
Ha JIOKyMeHTax Orpe/e/sieTCs 3aBe/lyFOLLMM, OATHUCHIBAIOIINM WM yTBEPXKAIOIIMM JJOKYyMEHT.

2.3. Perucrpauus mnoanucaH€Hbix AokymenTto [ICIT ocyulecTB/seTcss AO/DKHOCTHBIMH JIMLAMH
(MCTIO/IHUTE/IAMH), KOTOPBIM MOPYYeH NPHeM H yueT HeCEKPeTHOH JIOKyMeHTallHH. [Ipy He3HauMTe/bHOM
oGbeMe Takux JOKyMeHTOB (70 500 perncTparyii B KasieHapHbIH roj|) paspellaeTcs BeCTH UX PerHCTPal{Hio
B yueTHbIX ()OpMax COBMECTHO C JAPYTHMH HeCeKPETHBIMK JIOKYMEHTaMH.

2.4. PeructpauuonHbii Homep gokymenra [ICIT mpejocTaB/seTcs B TO3HIIMH, TIpelyCMOTPEHHOH
6nankom [ICII, k Homepy aoGasisiercs nomerka «[IIC». B ocTaabHOM oopmienne gokymenTos [I1C
OCYILIeCTB/AAETCA B NOpsi/Ke, ycTaHos/eHHoM B MBJJOY a1 IOKyMEHTOB OTKPBITOrO XapakTepa.

2.5. YcnoBus XpaHeHusi JOKYMeHTOB ¢ romeTKo# [ICI1 Zo/DKHBI NPeA0TBpaliaTh CBOOO/HBIN OCTYII
K HuM. Beigaua (mepegaya) gokymeHToB [II1C npou3BOAUTCA MO POCTIHCE.

2.6. PasMHOXeHHe (THpPaKMpOBaHME) [OKYMeHTOB C romeTkod [IIIC mMpOM3BOAMTCA TO/MBKO C
NMCBMEHHOT0 paspelueHus 3aBegyroijero MBZJOY.

2.7. Tepecobuika gokymenTos JIIC B Apyrue opraHusaljiy MpOM3BOAHUTCA depes «[Toutry Poccun» -
3aKa3HbIMM W/IM LIeHHBIMU [TOYTOBLIMH OTIPAB/IEHUAMH.

2.8. Vicnondennsle gokymeHTb! [TIC rpynnupyoTcs B Aesa B COOTBETCTBHH C HOMEHKJ/IaTypoH Jiel.
IIpu 3TOM B HECEKPETHBIX /1e/I0NPOM3BO/CTBAX Ha 00/I0XKKe Jle/a, B KOTOPOe MoMelleHbl TAKUe JOKYMEHTDI,
TaKxe npocrasssiercs nomerka [AI1C.

2.9. YauutoxeHue gokymeHta [IIC npou3BOAWTCA MO aKTy M0 MCTEUEHHH CPOKOB XPAaHEHHA.
OKcrepTu3y U 0TOOpP K YHHUTOXKEHMIO JIOKYMEHTOB, COPMHPOBaHHbLIX B fena, KOH(HEHIMATBHOH
uH(popMaL K1 NPOU3BO/IUT KOMHCCHA, Ha3HAYaeMas 3aBe/ylol{um MBJIOY.

2.10. TTepeaaua A0KyMeHTOB U fien ¢ nometkoid JICII ot ofHOrO paboTHHKA APYrOMY OCYLIeCTB/IAETCA
C paspelueHus 3aBegytouiero MB10Y.

2.11. Ilpu cMeHe pabOTHHMKA OTBETCTBEHHOTO 3a Je/IONPOM3BO/CTBO, COCTABJIAETCA aKT MPHEMA -
cpaun gokymenTos JICII, yrBepxaaemblii 3aseaytouwmm MBJOY.

2.12. Tlposepka Hamuus fokymedToB [JCIT npou3BOAMTCS HE pexe OJAHOrO pas B I'OA KOMHUCCHEH,
HasHauaemoii 3aseayoimum MB/IOY. B cocTaB KOMUCCHM BKITFOUAETCA pabOTHUKH, OTBETCTBEHHBIE 32 y4eT
Y XpaHeHHe JOKYMEHTOB.

2.13. Pe3ynbTaThl MpoBepKH Hamauus AokymeHTOB [TIC ohopMIsIOTCA aKTOM. Ha ocHOBaHHH aKTa
06 yTpaueHHbIX JOKYMEHTaxX [Je/IaloTCsl COOTBETCTBYIOIME OTMETKH B yUETHBIX ¢dopmax. O daxTax yTpaTsl
KOH(UIeHIMaIbHBIX JOKYMeHTOB /100 pasriaiieHus KOH(HUJeHIMaTbHOW HWH(OPMAL[MH CTaBUTCA B
M3BeCTHOCTh pyKoBoauTens MB/JOY 1 Ha3HauaeTCst KOMHCCHA A/1s1 paccie0BaHuA 06CTOATE/IBLCTB YTPATHI
WM pasriiaiieHus. Pe3y/ibTaTel pacc/iefi0BaHus JOK/IabIBAIOTCSA 3aBeAYIOLEMY ME/IOY.



