MyHununansHoe G10KeTHOE YTBEP/)KI[EHO o
0011e06pa30BaTENBHOE yUPEKICHHE Hpm(a?,owMEOVCIH Ne 16
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FOPOJICKOro OKpyra-ropox Kameimun R

(MBOY CII Ne 16)

NHCTPYKIIHSI
0 NopsiiKe 00pameHust ¢ JOKYMEHTHPOBAHHOM cayxeOHOH
uHpopManueit OrpaHMYeHHOro pacnpocTpaHeHusi B MyHHIMIIAJILHOM
G10:KeTHOM 0611e06pa3oBaTeILHOM Y4peKaeHuH cpeaHsas mKoJa Ne 16
ropoackoro okpyra-ropon Kamemmmn (MBOY CIII Ne 16)

1. O6uHe nonoxenus.

1.1. Hacrosmas Wucrpykuus ompenenseT obwm# TOpsmOK obpameHus ¢
AOKYMCHTHPOBAHHOH CITyxeOHOH MH(pOpManmeli orpaHndeHHOro PacnpoCTpaHeHus U
APYTMMHI MaTEpUABHBIMU HOCUTENSIMH UH(OpMAaLHu (nanee - JlokymenTs) B MBOY
ClI Ne 16 (mamee - Yupexnenne). Tpe6opanus wHacToseit Huctpykuuu
PACIIPOCTPAHSIOTCA. HA NOPSNOK OOpamleHHs C MHBIME MATCPHATBHBIME HOCHTENIIMI
CTyXe0HO! HH(OPMaLWH OrpaHHYEHHOTO pacnpocTpanenust (GoTo, BHAEO M aymHo u
Ip).

12. K pmoxymenTHpoBamHOM  ciryke6HOM MHQOPMAIMK  OrpaHUYEHHOro
PACIIPOCTPAHCHUs OTHOCHTCS HECEKPETHAs MH(OPMAIMS, KACAIOIIANCS NeSTeTBHOCTH
LIKOIBI, ~ OTPAaHMYEHHS, HA PACIPOCTPAHCHHE KOTOPOH JUKTYIOTCSL  Ccly»ebOHoi
HeobxoxuMocTho. Heo6xommMocTs TIPUCBOCHHUST IOKYMeHTaM rpuda « s ciyxe6HOro
mone30BaHMs» (nanee - JICIT) onpenensiercs MCIIONHUTENEM U NOJDKHOCTHBIM JIHLIOM,
IOAMHCEIBAIOIAM UM YTBEPXKAAOMUM J[OKYMEHT, B COOTBETCTRIM C NEPEYHEM BHJOB
CITy:XeOHOH HWH(bOPMAIWH, KOTOPYIO HEOOXOIUMO OTHOCHTE K paspsamy OrpaHHYEeHHOro
PacpoCTpaHeH s (yTBEPKIAeTCS IUPEKTOPOM IIKOJBI).

13. K noxymentupopanmoit CTyxeOHOi  wHbOpManHK OTPaHUYEHHOTO
PacrpoCTpaHeHus He MOTYT ObITh OTHECEHEI:

- JIOKAIIPHBIC HOPMATUBHbIC aKThl, 3aTPArMBAIOLIUE TIPABA H CBOBGOLL rpaxaa-,

- OIHMCAHHE  CTPYKTYPHI YUDPeXIEHWs, ero (yHKIuH, HanpaBneHu#t u ¢opm

JEATENPHOCTH, a TAKXKe ajpec,
- JIOKYMEHTEI, HaKaIllIBaeMbIe B OTKPBITHIX apxuBax,

TR
MH(pOPMAIMOHHBIX CHCTEMAX, HEOOXOTUMETE AT peau3alyy 1pas, cBAGOI U
00sI3aHHOCTEH rpaxaaH.

1.4, JIMpeKTOp, NOMKHOCTHBIE JHIa YUpeXNeHUs NpUHSBIMH pemieHue 06
OTHECCHUH NOKYMCHTHUPOBAHHOW CIIyxeGHOM MHGOPMAIMHE K Paspsily OrpaHHYeHHOro

P

paCHpOCTpaHeHI/IH, HECyT HepCOHaJILHy}O OT’B/@TC'E’_‘H%AE\TB 3a 06OCHOBaHHOCTB
s (o) B NN -
I[IPUHATOTO peuieHus COGHIO,HCHHE OFpaHquHHH/OHE\@QLDC’IYEG:Ppie‘HfHBIX o 1.3. HaCTodlIen

Unctpykuum, a  takke 33 obecneueny ;3&@1’@11%6%%%?1 uHbOpMaUH
OIPaHUYCHHOIO  pacIpOCTPaHEHHWsS U WG SOBaHUA . Of

IIOATOTOBKE 3TUX JOKYMEHTOB.

kencoe




1.5. JIoKyMeHTHUpOBaHHAs clryxeOHas HHpOpManus OrPaHUYEHHOIO
PacmpocTpaHenus  0e3  CaHKIMU  JHPEKTOpa He  MOMIEKHT  pasIAIleHHIO
(pacnpoctpaseHuro).

1.6. 3a pasriauienne T0KyMEHTHPOBAHHOM cTyke6HOH HHbOpMAnH
OTPaHUYCHHOrO PaCIPOCTPAHEHHS, & TAKKE HApyIIeHHe NOpsAKa OOPAIeHHUs C
AOKYMCHTaMH, COAEPXKAUME TaKyt0 MH()OPMAIHIO pAGOTHUK VUPEKASHHUS MOXKET OBITH
[IPUBJICYCH K QUCUUIITMHAPHON MM WHOU IPEIyCMOTPEHHON 3aKOHOIATEILCTBOM
OTBETCTBEHHOCTH.

1.7. KOHTPOIb 32 OCYIIECTBICHHEM ydeTa, pa3MHOMKEHHS, XpaHEeHHus |
ucnonb3oBanus JlokymeHTos ¢ rpudom «JICII» Bo3maraercs na IUPEKTOpA .

1.8. PaboTHuKM YupexieHus, UMEIOINUe OTHOLIEHHE K pabore ¢ JloxymeHTaMu
«ACII» momxkHBI OBIT B 0043aTEIHLHOM MOPSAOKE O3HAKOMIIEHBI C Hacrosmei
WHcTpyKuwel, —ycraHapnmBaromedf  IOpSIOK paboTel ¢ JIOKYMEHTHPOBAaHHOM
uHpOpMaNKel OrpaHHYEHHOrO PAacPOCTPAHEHHS B TIKoJe. PaGoTHIKAM (IOKHOCTHRIM
munam), paboraromuMm ¢ Jlokymentamu «JICID», 3ampemnaercs coo0IaTh YCTHO MM
IHICBMEHHO KOMY OBl TO HM OBLIO CBEIEHWs, COMEepKaIlUecs B STHX JlokymeHTax, eciu
3TO HE BBI3BIBAETCS CIYyKEOHON HEOOXOAUMOCTBHIO.

2. Mopsinok pa6oTel ¢ JIoKyMeHTaMH.

2.1. JIOKYMeHTBI, cofepaliue KOH(UIeHIMATBHYIO undopmarmio  (JICIT)
II€YaTalOTCSI Ha pabodmx MecTax JOIKHOCTHBIX JIHI] (ucmonuuTENEH) ¢ ydeTOM
TpeGOBaHUH TEXHUYECKON 3aIUTH HH(OPMALIHH.

22. Ha JloxyMeHTaX, cCOIEpXalIux KOHGUAEHIMAIBHYI0  WH(OPMAIHIO,
POCTaBIACTCA  orpaHuunrenchas momerka JICIL. VkasaHas IoMeTka # HOMep
SK3EMILIAPa IPOCTABIIIOTCA B IIPABOM BEPXHEMYTJy NEPBOM CTpaHuisl JJOKyMeHTa, Ha
00NOXKKE W THTYymbHOM JmcTe JIOKyMEHTa, a Takke Ha IIEPBOM  CTpaHUIIE
CONPOBOAUTENEHOTO NIMChMa K 9THM JlokymenTam. Heobxomumocts mpocrasnenus JICIT
Ha JIOKYyMEHTax ONpeNeNsercs PyKOBOAUTENEM, IODKHOCTHBIM JHIIOM VYupexnenus,
IIOAIMCBIBAIOIIMM WM YTBEPKJAIOIIAM JOKYMEHT.

2.3. Peructpanuss  IONIMCAHHBIX HoxymentoB  JICII  ocymecTBisiercs
AO/DKHOCTHBIMH  JTUIAMK  (MCIOJHHWTENSMH), KOTODHIM TOpYdYeH MpHEM U yder
HecekpeTHO! JlokymeHTanuu. [lpy He 3HAYUTENBHOM OOBEME TAKKX JoxymeHnToB (1o
500 perucrparuit B KaneHAapHBIN IOJ) pa3peIaeTcss BECTH X PETUCTPALMIO B YYETHEIX
(opmax cOBMECTHO C IPYTHMHU HECEeKPETHEIMU JoxymeHTaMu.

2.4. Perucrpanuonssii Homep Jlokymenta J[CII IIPEIOCTABISAETCS B IO3MIIMH,
npenycMoTpeHHo# Omamkom JICIL, k HoMmepy moGaBisieTcss ITOMETKA «IIIC». B
ocranbHOM odopmuenue Jlokymentos JIIC ocymecTsiusercs B MOPSIIKE, YCTAaHOBIIEHHOM
B YUpeKneHun 1151 JJOKyMEHTOB OTKPBITOrO Xapakrepa.

2.5. Ycnosus xpanenus J{oKyMeHToB ¢ lometkoil JICIT momKHEI IIpeOTBpaIIaTh
CBOOOMHBIN NMOCTYN K HUM. Brimaua (mepenaua) TokymenTos JIIIC IIPOU3BOUTCS TIOL
POCITUCE.

2.6. PasMHOXenue (TupaxupoBanue) JIOKYMEHTOB C  IIOMETKOM JIIC
IIPOM3BOAHUTCS TOIBKO C MACBMEHHOTO Pa3peIeHuUs TUPEKTOPA.

2.7. Tlepecsuika Toxymerntos JITIC B mpyrue OpraHHM3alliy IPOU3BOIUTCS Yepes
«IIoury Poccum - 3aKa3HBIME HITH [EHHBIMHA TIOYTOBBIMH OTIIPABJICHUSMH.

2.8. Ucnonuennsie Jlokyments: JIIC TPYIIUPYIOTCS B JE€Ja B COOTBETCTBHUH C
HOMCHKIIATYpO# Jiel. IIpi 5TOM B HECEKPETHBIX IeTONPOU3BOACTRAX HA OBIOKKE Iena, B
KOTOpOE MMOMEIICHBI TaKhe JOKYMEHTI, TakKe IpocTaBisiercs moMeTka JIIC.

2.9. YHuuroxenue noxymenta JJIIC mpousBogures mo aKTy 110 UCTCUYECHUH



CPOKOB XpaHeHHs. IKCIEPTU3Y U OTOOP K yHUUTOKEHHIO JJOKyMEHTOB,
cOPMHUPOBAHHBIX B €A, ¥ KOHDUICHINATEHOH MH()OPMAIIIH IIPOM3BOIUT KOMHUCCHS,
HasHa4YaeMas JUPEKTOPOM IIKOJIBL.

2.10. Ilepemaya JIOKyMEHTOB M el C MOMETKOI JICII ot omuoro paboTHHKa
ApYroMy OCYWIECTBIIACTCS C pa3pelleHns] AUPEKTOPA ITKOJIEL.

2.11. Ilpu cMeHe pabOTHHUKA OTBETCTBEHHOTO 32 JeNONPOU3BOICTBO, COCTABIILETCS
KT ipreMa — cna4uu noxKymeHToB JICII, yTBepxaaeMbIii TUPEKTOPOM IIKOJEL.

2.12. Tlposepka Hamuums goxymentos JICIT npoussomutcs He peXe OHOrO pas B
TOJl KOMHCCHEH, Ha3Ha4YaeMol TUPeKTOpoM. B cocTas komuccuy BKIFOUaeTes paboTHUKY,
OTBETCTBEHHBIE 33 yYeT U XpaHeHue JIOKyMeHTOB.

2.13. Pesynbrathl IpoBepKd Hanuuus JJOKyMEHTOB HIIC obopmsitores aktom. Ha
OCHOBAaHHY aKTa 00 yTpaueHHBIX J[OKYMEHTaX JelaroTcs COOTBETCTBYIOIINE OTMETKU B
y9eTHEIX opmax. O dakrax yrparsl KOHDUICHIHATBHBIX HokyMeHTOB 1160
pasriameHust KOHQUISHIHAILHON WHPOPMAIUK CTABHTCS B H3BECTHOCTD JUPEKTOP
IIKOJBL W Ha3HAYACTCS KOMHMCCHSA JUIA PACCIENOBaHMA OOCTOSTENHCTB YTPATHl WA
pasriamenus. Pesynsrarsl paccieoBaHus IMPEKTOPY MIKOJBL.
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