COT'JIACOBAHO «YTBEPXJIEHO»
[lemarornyeckuii COBET LIKOJIBI Hupexrop MOY «OOIlI c.KpacHas Peuxa»n»
[IpoTokon Ne 3 o1 23.03.2021 r E. A. Tloramosa
[Tpuxa3 Ne 71 ot 23 maprta 2021 rona

IHonoxenue
0 nmopsiike padoThl €O cay:keOHOI MH(popMaumei
OrPAHUYEHHOT0 PACHPOCTPAHEHHS] B MYHHIIHNIAJIHLHOM 00111€00pa30BaTeIbHOM
yupexaenun «OcHoBHas 001eo0pa3oBaTenbHas mkosa ¢.Kpacuas Peuka IlyraueBckoro
paiiona CapaToBckoii 061acTH»

1. O01mue noJI0KeHUA
1.1. Hacrosiee Ilonoxenue omnpeaenser oOmMil NOpsAoK oOpalleHuss ¢ AOKYMEHTaMH U
JIPYTMMU MaTepuaabHbIMH HOCHUTEISIMH MH(OpManuu (Aajnee - AJOKYMEHTaMHM), COJAEpKaIlIUMHU
CIykeO0HyI0 HMH(pOpMAIMI0 OrpaHudYeHHoro pacmpoctpanenus, B MOY «OOII c.Kpacnas
Peuka». IlomnoxkeHne He pacHpoCTpaHseTCss Ha TMOPSAAOK OOpalleHHus ¢ JIOKyMEHTaMu,
COJIepKallUMH CBEJIEHUS, HE COCTABIISIIOIINE TOCYTapCTBEHHYIO TalHYy.

1.2. K cnyxeb6HO uH}OpMalnuM OrpaHUYEHHOIO PACIPOCTPAHEHHs] OTHOCUTCS
HECeKpeTHass WHQOpMAIHs, Kacaromascss JesATEIbHOCTH OpTraHu3allfif, OTpaHUYEHUS Ha
pacrpoCcTpaHeHHE KOTOPOU TUKTYIOTCS CIY>KeOHON HE0OXO0MMOCTBIO.

1.3. He ™oryr ObITb OTHECEHbl K CIyXeOHON uH(pOpPMALMK OrPaHUYEHHOTO
pacnpoCTpaHEHHUs:  aKThl  3aKOHOJATENbCTBA,  yCTAaHABJIMBAIOIIME  IPAaBOBOM  CTaTyc
rOCy/IJapCTBEHHBIX OpPraHOB, OpraHU3alMii, OOIIECTBEHHBIX OOBEIMHEHHUH, a TakKe IpaBa,
cBOOOABI U OOS3aHHOCTH TpaKJaH, MOPSJOK HX peau3alliy; CBEJIEHUS O Ype3BbIUaiHBIX
CUTyallMsiX,  ONAacHbIX  MNPUPOJHBIX  SBJICHUSAX M Ipoleccax,  SKOJoTruyeckas,
TUIPOMETEOPOJIOTHUECKas, THIpOTeoJIoTnyecKas, nemorpaduueckas, CaHUTapHO-
AMUJEMHUOJIOTHYECKass W Apyras uHpopManms, HeoOxoaumas sl oOecrieueHuss Oe30macHOM
NEeSTeNTbHOCTH M Y4eOHOTO Mpolecca, yJalluxcs M aJIMUHUCTPALUU YUpPexACHUS, a TaKKe
00beKkTOB MIKOJIBI; omucanue CTpykTypel MOY «OOIIl c.Kpacnas Peuka», ero ¢yHKIIWH,
HampaBJIeHUH U (GOPM JESITENBHOCTH, a TAKXKE €ro aapec; MOPSIOK PACCMOTPEHUS U pa3peleHus
3asiBJICHUMN, a TaKkKe OOpalleHHil rpakJaH M IOPUIUYECKHUX JIMI, PEHICHUS IO 3asBICHUSM U
oOpallleHHusAM TpaxkJIaH U IOPUIAWYECKUX JIUI, PACCMOTPEHHBIM B YCTAaHOBJICHHOM IOPSJIKE;
JOKYMEHTBI, HaKaluIMBaeMble B OTKPHITOM (oHJe OMONMOTEKH M apXuBa, MHGOPMALUOHHBIX
CUCTeMax, He0OXOAUMbIE JJIsl OpraHu3allK U y4eOHOTo MpolLecca.

1.4. Ha nokymentax (B HEOOXOIMMBIX cIydasiXx M Ha HUX HPOEKTaxX), COJCpPIKAIINX
CIIy’)keOHyI0 HMH(OpPMAIMIO0 OTPaHUYCHHOTO PAaCHpPOCTpPaHEHHUS, MpOCTaBisgeTcs moMerka "[lns
CIIY’ke0HOTO MOJIB30BaHU".

1.5. Hupekrop MOY «OOIIl c.Kpacnas Peuka», B mpenenax CBOEHl KOMIIETEHIIUH,
OTpe/eNsieT: KaTeropuy JIOJDKHOCTHBIX JIMI, UMEIOIIUX MPaBO O3HAKOMIICHUS U TOJH30BAHUS
ciy:ke0HOUM MH(popManuel OrpaHHYEHHOTO PACHPOCTPaHEHUs; MOPSAOK Meperadyu CIyKeOHOI
uH(pOpPMAaLUA OTPAHUYEHHOTO PACIIPOCTPAHEHHUS APYTUM JIMIAM W OpraHaMm, OpraHu3anusM (3a
UCKITIOUEHHEM HMEIOIIMX Ha 3TO TMpaBo); MOPSJIOK CHATUA noMmetku "Jlng cmoyxeGHOTO
M0JIb30BaHMs" ¢ HocHuTened HMH(OPMAIMM OrpaHMYEHHOIO PacpOCTPAHEHHs; OpPraHU3aLUI0
3aIUTHI CIY)KEOHON MHPOPMALIUU OTPAaHUUYEHHOTO PaclpoOCTPAHEHHS.

1.6. JlomKHOCTHBIE JMIa, TNPHUHSBIIME K O3HAKOMIIEHUIO, DPabOTe CO CIyXeOHOH
uHpopManrei OrpaHMYEHHOTO PACIpPOCTPAHEHUs, HECYT IMEPCOHAIBHYI0 OTBETCTBEHHOCTh 3a
coOJII0/ICHNE OTPAaHUYEHUH, IPETYCMOTPEHHBIX MyHKTOM 1.3 HacTosmero [Tonoxenus.

1.7. CnayxebGHas wuHpOpMAIMs OTrPaHUYEHHOTO PACHPOCTpaHEHUs Oe3  CaHKIHMU
COOTBETCTBYIOLIETO JIOJDKHOCTHOTO JIMIIA HE MOJUIEKHUT pasriameHuio (pacpoCTpaHEeHHUIO).

1.8. 3a pazrnamenue cayxe0HONH HHPOPMALIMK OTPAaHUYEHHOTO PACTIPOCTPAHEHHMS, a TAaKXKe
HapylIeHHe TMOopsaka oOpalleHus ¢ JOKYMEHTaMH, COJIepXalluMH TaKylo HH(OpMaIuIo,




pabOTHHMK OpraHu3ald MOXET OBbIThb TNPHUBJICYEH K JUCHUAIUIMHAPHOM WM  HMHOM
MIPEYCMOTPEHHOM 3aKOHOIaTeTbCTBOM OTBETCTBEHHOCTH.

1.9. B cinywyae nukBHAALMH YUpPEKIEHHUS, PEIICHHE O JaJIbHEHUIEeM HCIO0JIb30BAaHUU
ciy)keOHOM MH(OpManK OrpaHUYEHHOrO pachpocTpaHeHus npuHuMaer J[upekrop MOY
«OOMI c.Kpachas Peukay.

2. [opsiok o0paieHus ¢ JOKYMEHTaMH, COJePKAIUME CTY:KeOHYI0
HH(POPMAIUIO OTPAHUYEHHOT 0 PACTIPOCTPAHEHUS

2.1. HeoOxommmocTh mpocTaBiieHUss MOMeTKH "Jlimsi cioykeOHOro ToJIb30BaHus" Ha
JOKYMEHTaX H W3JaHHUSAX, COJEPXKAlIUX CIY)KEOHY0 HHQPOPMAIUI0 OTPAHUYCHHOTO
pactipoctpanenusi, omnpexaensierca  Jupekropom MOY  «OOII  c.Kpachnas Peuxkay,
MOIMTUCHIBAIONIUM HJIM yYTBEPXKIAIONIMM JOKYMEHT. YKa3aHHas TIOMETKAa M HOMEp IK3eMIULIpa
MPOCTABJISIOTCS B TIPABOM BEPXHEM YINIy MEPBOW CTPAaHMIBI JOKYMEHTA, Ha OOJIOXKKE U
TUTYJIBHOM JIUCTE W3/aHMs, a TAK)KE Ha MEPBOU CTPAHUIIE COTIPOBOIUTEIHLHOTO MTUChMa K TaKUM
JIOKYMEHTaM.

2.2. llpuem u yuert (perucrpaiusi) J0OKyMEHTOB, COAEpKAIUX CIYKEOHYI0 MH(POPMALIHIO
OTPAHUYEHHOTO PACIPOCTPAHEHHUS, OCYIIECTBIACTCS JEIOMPOU3BOJCTBOM, KOTOPHIM MOPYyYEH
MIPUEM U y4eT HECEKPETHON JOKYMEHTAIIUH.

2.3. Jlokymentsl ¢ miomeTkod "I[ms cayxeOHOTO TMOJB30BaHMS'": TI€UaTaloTCS B
nenonpousBoacTee. Ha oOopoTe mocienHero JnucTa KaxAoro 5SK3eMIUIspa JIOKyMEHTa
JIEJIOTIPOU3BOIUTENh JIOJDKEH yKa3aTh KOJIMYECTBO OTIEUYATAHHBIX AK3EMIUISIPOB, (HaMUIIHIO
WCTIOJTHUTEISI, CBOIO (DaMHIIMIO M JaTy TedaTaHusi JokymeHTa. OTnedaTaHHbIE W TIOJIMHUCaHHBIE
JOKYMEHTBI TIOJJIeKAT PETUCTpPAllid, PAOOTHUKOM, OCYIISCTBISIONIEMY uX y4er. llpwm
HE3HAYUTEIIbHOM 00beMe TaKHX JJOKYMEHTOB pa3peliaeTcsi BECTH UX y4ET COBMECTHO C IPYTHMMHU
HECEKpPETHBIMU JIOKyMeHTaMu. K perucrpaiioHHOMY HHJIEKCY JOKyMEHTa Jo0aBisiercs
nometka "JICII"; mepenmarorcsi paOOTHHUKAM TMOAPA3ACICHUNM II0J] PACIHCKY; IMEPEChUIAIOTCS
CTOPOHHMM OpraHu3alysM, 3aKa3HbIMH WJIM LIEHHBIMH TIOYTOBBIMU  OTIPABICHUSIMU;
Pa3MHOKAIOTCS (TUPAKUPYIOTCS) TOJIBKO ¢ MUCbMEHHOTO pazpemenus Jupexkropa MOY «COIII
No28». VYdyeT pa3sMHOKEHHBIX JOKYMEHTOB OCYIIECTBIAECTCS MOAK3EMIUISIPHO; XPaHITCA B
3amupaeMbIx mKadax (SIIUKax, XpaHWIHAIIAX ).

2.4. Tlpu HEoOXOAMMOCTH HAINpaBIICHHUs JTOKYMEHTOB ¢ TomeTkod "J[ns ciryxeOHOro
M0JIb30BaHMs" B HECKOJIBKO a/IpECOB COCTABJISIETCS yKa3aTelb PACCHLIKU.

2.5. MHcnonneHnHble HmOKyMeHTHI ¢ TmoMeTkoi "Jlnsa ciayxeOHOro TmoJib30oBaHUsA"
IPYNIUPYIOTCS B JIeja B COOTBETCTBUU C HOMEHKJIATYPOH Je7 HECEKPETHOTO AEIONPOU3BOJICTBA.
[Ipu 3TOM Ha 00JIOKKE Aefia, B KOTOPOE MOMEIIEHBl TaKhe JOKYMEHTBI, TaK:Ke MPOCTaBISETCS
nometka "Jjist ciry>keOHOTO MoIb30BaHus".

2.6. VYHUYTOXKEHHE [iel, JOKyMEHTOB ¢ momerkoi "Jlns ciuykeOHOro mojab30BaHuUs",
yTPaTUBIIMX CBOE MPAKTHUYECKOE 3HAYEHHWE M HE HUMEIOUIUX MCTOPHUYECKON IEHHOCTH,
MIPOU3BOJIUTCS 110 AKTY.

2.7. Ilepenavya TOKYMEHTOB U Jie] ¢ moMeTKoi "I ciayxeOHOro MoJib30BaHus" OT OJHOTO
paboTHUKA APYyromMy OCYIIECTBISETCS C pazpelienus JupekTopa uiy Jinia ero 3aMemiaroIero.

2.8. Ilpu cmeHne pabOTHUKA, OTBETCTBEHHOTO 3a YY€T IJOKYMEHTOB ¢ momeTkou "Jlms
CIIY’)KeOHOTO TOJIb30BaHUA", COCTAaBJISETCS aKT MpUeMa-cAauyd STHUX JOKYMEHTOB, KOTOPBIN
yrBepxkaaercsa J{upexropom.

2.9. IlpoBepka HaiW4Msl AOKYMEHTOB, A€l M M3IaHUM ¢ momerko " ciyxeOHOTO
MOJIb30BaHUS" MPOBOAMUTCS HE PEXE OJIHOTO pasa B TOJ JAEJTONPOU3BOAUTENIEM, HA3HAYAEMbIMHU
MPUKA30M PYKOBOJIUTES.

2.10. O daxrax yTparThl JOKYMEHTOB, M€l M HW3JaHHUH, COJepXKalluX CIyKeOHYIO
MH(OPMAILIUIO OTPAHUYECHHOTO pACHpOCTpaHEHUs, JUOO pasriamieHus 5Tol uHpopmanuu
CTaBUTCS B U3BECTHOCTH JIMPEKTOP WIIK JIUILIO €TO 3aMEIAI0IIEr0 U MPOBOJUTCS pacciae0BaHue
0OCTOSITENECTB yTpaThl WM pasriamieHus. Ha yTpadeHHble TOKYMEHTHI, Jiella U U3JaHUS C
nometkoir "Jlms cmy:keOHOro MONb30BaHUS" COCTABISIETCS aKT, Ha OCHOBAaHHMHM KOTOPOTO
JIENAI0TCsl COOTBETCTBYIONINE OTMETKH B YUETHBIX (hOpMax.



2.11. lpu cuarun nmometku "Jist Ciry>keOHOTO MOJB30BaHUA" HA JOKYMEHTaX, JeflaX WM
U3AaHUAX, a TaKke B YUYETHBIX (opMax JeNalTcsi COOTBETCTBYIOUIME OTMETKH U
MHGOPMHUPYIOTCS BCE apecaThl, KOTOPHIM 3TH JOKYMEHTHI (M3/1aHNs1) HAIIPABIISUINCH.
TpeboBanust Hacrosimero IlojoxkeHus pacrpoCTpaHSIOTCS Ha MOPSAJOK OOpalleHus ¢ WHBIMHU
MaTepUAIbHBIMU HOCHTEISIMH CIIy>K€OHON HH(OpMaI OTPaHUYEHHOTO PACHPOCTPAHECHUS
(poTo-, KMHO-, BUAEO - ¥ AYTUOIIIICHKH, MAIIMHHBIE HOCUTEIH HHPOPMALIUU | Jp.)
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