MyHununajibHoe 0101:keTHOe 0011e00pa3oBaTeIbHOE YUpeKIeHHe
«IlepBomaiickas mxoJa Nel IlepBomaiickoro paiiona Pecny6auku Kpbsivm»

NucTpyknus
0 nopsmKe o0palleHus co Ciry)xeOHOM nH(OpMalUel OrpaHuIeHHOTO
pacnpoctpanenus B MBOVY IlepBomariickas mkomna Nel

1. OBIIME ITOJIOXXEHUA.

1.1. Hacrosmas WHcTpykuus omnpezaenser oOIMMHA NOPSAOK OOpalleHus C
JIOKYMEHTUPOBaHHOU ciykeOHOM MH(OpMalreid OrpaHHYEeHHOr0 PacIlpOCTPaHEeHHUs!
U JIpyTMMH MaTepuallbHbIMU HocuTenssmMu uHpopMmamuu B MBOVY IlepBomaiickas
mkonia Nel. TpebGoBanus HacTtosimed MHCTPYKIIMK pacpOCTPaHSIOTCS Ha MOPSAOK
oOpalleH’s] ¢ MHBIMU MaTepUaJbHBIMU HOCUTEISIMU CIIy)KeOHOU WH(pOpMaluu —
OTpaHUYEHHOr0 pacmpoctpaHeHus (GoTo, BUAEO U ayAHO U Jp).

1.2. K JOKyMeHTUpPOBaHHOM ciy)xeOHONW MHGOPMALIMK OrPaHUYEHHOTO

pacnpocTpaHeHHUs] OTHOCUTCSI HeCeKpeTHasl HH(OopMaIus, Kacarolasicsi 1esITeIbHOCTH
MBOY IlepBomatickas mikona Nel, orpaHuyeHus, Ha paclpoOCTpaHEeHHe KOTOPOU
TUKTYIOTCS ~ cly)keOHOU  HeoOxomammocThro.  HeoOXonUMOCTh,  NMPUCBOEHUS
nokymeHTaM rpucda « /s ciyxedHoro mons3oBanus» (manee - JICIT) onpenemnsiercs
MCIIOJIHUTEJIEM W [OJDKHOCTHBIM JIMIIOM, MOANMCBHIBAIOLIUM HIIM yTBEPXKIAIOLIAM
JIOKyMEHT, B COOTBETCTBUHU C [€PEUYHEM BUJOB CIy>KeOHOW MHGpOpMalLUu, KOTOPYIO
HEOO0XOAMMO OTHOCUTH K pa3psy OrpaHWYEHHOTO paclpOoCTpaHeHus (yTBEpKIAaeTcs
nupektopoM MBOY IlepBomaiickas mkoma Nel).
. 1.3. K nmoxymeHTHpOBaHHOH cCiyXeOHOM MHpOpMaAUX OrpaHUYEHHOIO
pacnpoCTpaHeHUsI He MOTryT ObITb OTHECEHBI: - JIOKaJbHble HOPMATHBHBIE aKTHI,
3aTparMBarolllie IpaBa W CBOOONBI TpaknaH, - omucaHue cTpykTypsl MBOY
[lepBomaliickas mkosna Nel, ero QyHkuuu, HampaBieHUH U (HOpM AESITENBHOCTH, a
TaKK€ €ero aJpec, - [JOKyMEHTBbl, HaKalUlUBaeMble B OTKpBITBIX apXUBaXx,
UH(OPMALIMOHHBIX CHCTeMaxX, HeoOXOIMMBbIe s pealu3allid IIpaB, CBOOOA H
00s13aHHOCTEH rpakaaH.

1.4. Hupextop, nomxHoctHble nuua MBOY IlepBomaiickas mkona Nel,
MPUHSBILIKE pelleHre 00 OTHECEHUU NOKYMEHTUPOBAHHOM CIyXeOHON MH(pOpMaLu
K  pa3psagy  OrpaHMYEHHOIO  pacnpoOCTpaHEeHHs,  HECyT  I[EPCOHAIBHYIO
OTBETCTBEHHOCTh 32 OOOCHOBAaHHOCTh IPUHSATOrO  peLIeHUs  COOII0ACHUE
OTpaHUYeHMM, MNpeaycMOTpeHHbIX M. 1.3. Hacrosimed MHcTpykumu, a Takke 3a
00ecre4yeHHOCTh 3alUThI HOCUTEJEHN UHpOpMaIUK OTPaHUYEHHOI0
pacnpoCTpaHeHUs] M WCIIOJIB30BAaHUS CPEACTB OPITEXHUKUA IPU IMOATOTOBKE 3THUX
JOKyMEHTOB.



1.5. JlokymMeHTHpOBaHHas ciy>xeOHas uHGbOpMaIHs OTPaHUYEHHOT'O
pacrpocTpaHeHust Oe3 cankiuu aupektopa MBOY Tlepsomaiickas mxoma Nel u ero
3aMECTHTENIEN HE MOJIEXKHUT Pa3rIIalIeHHIO (pacnpocTtpaneHuo).

1.6. 3a pasrmameHue HOKyMEHTHpOBAHHOlM ciyxebHOM uHpopManuu
OTPaHUYIEHHOrO pPaclpOCTPaHEHHUs, a TaKXKe HapyIIeHHe MOpsaKa OOpalleHHs ¢
AOKYMEHTAaMH,  COAEPXAIUMMM  TaKyld  HHboOpManuio  paboTHUK MBOY
ITepBomaiickas mkona Nel MoxeT GBITH IIPUBJICYCH K NUCHUIUIMHAPHOW WIIM WHOU
NPENYCMOTPEHHON 3aKOHOIAaTEILCTBOM OTBETCTBEHHOCTH.

1.7. Kourponb 3a ocywmecTieHHeM yuera, Pa3MHOXXEHHMsI, XpaHEHHS U
ucnone3oBanus JlokymeHToB ¢ rpudom «JICID» Bozmaraercs Ha ceKperaps.

1.8. Pa6oruuku MBOY Ilepsomaiickas mxomna Nel, MMEIOIYE OTHOIIEHHUE K
padote ¢ Jlokymentamu «JCIT» [OWKHBI 6BITE B OGS3aTENBHOM HOpsIIKe
O3HAKOMJICHBI C HacTosilel VIHCTpyKumeH, ycTaHaBnuBaromel MOpsaoK paboTsl c
AOKYMEHTHPOBaHHOW HH(OpManuell OrpaHUUEHHOTO pactpoctpanenuss B MBOVY
Ilepomaiickas mxoma Nel. PaGoTHMKaM (ZOIKHOCTHBIM aunaM), paboTarmmuMm ¢
HoxymenTtamu «JICIT», 3anpemiaercs coobmaTs YCTHO WJIM IIMCBMEHHO KOMY GBI TO
HY OBLIO CBEJIEHMS, COlepXKalmecss B 3THX JOKyMEHTaX, eClld 3TO He BBI3BIBACTCS

CIIyeOHOM HEOOXOIUMOCTBIO.
2. TIOPAJIOK PABOTEI C IOKYMEHTAMMU.

2.1. JIoKyMeHTBI, copepsKaiiue KOHOHUeHIManbHy0  uHGopManuio  (JICIT)
N€YaTalOTCs Ha pabouumX MecTax MOKHOCTHBIX JIMII (ucrionHUTEIEN) € ydeToM
TpeOOBaHuUI TEXHUIECKO# 3alMThI MHBOPMALHH.

2.2. Ha JloxyMeHTaX, coaepKalmx KOHQUIEHIIMATBHYI0 MH(OPMALHIO,
POCTAaBIACTCA orpaHuynTenshas nomerka JICTI. VkasaHHas momerka u Homep
SK3EMILIAPA POCTABIIIOTCS B MPABOM BEPXHEM YTy TIepBOii cTpaHuibl JJoKyMeHTa,
Ha OONOXKEe M THUTYNbHOM JucTe J[OKyMeHTa, a Takxke Ha IEPBON CTpaHuUIEe
COIPOBOIMTEILHOTO MUCbMa K 3TUM JlokymenTam. Heo6XoauMocTs TpocTaBieHus
JACII na JlokymeHTax ompefensieTcss pyKOBOIUTENEM, JTUPEKTOPOM HWJIH JIMIIOM €ro
3aMEHSIOLMM, MOANUCHIBAIOIIMM WK YTBEPKIAIOIIMM JOKYMEHT.

2.3. Peructpauuss  MOANUCAHHBIX HokymentoB  JICIT  ocymecTBisieTcs
AOJKHOCTHBIMM  JTUIAMH  (MCIIOJHUTENSAME), KOTOPBIM TIOPYYeH MpPHEM | y4er
‘HeCeKpeTHOU JlokyMeHTaImu. [Ipy He3HAUUTENEHOM 00beMe TaKuX JlokyMeHTOB (110
500 perucrpanuit B KaleHIapHBIM ron) paspemiaeTcs BECTH HX pEerucTpanuo B
YHYETHBIX (POPMax COBMECTHO C APYTMMH HECEKPETHBIMHU JloxymeHTamy.

2.4. PerucrpanuonHsiii Homep Jlokymenrta JICIT IIPETOCTABIISIETCS B MO3UIUHY,
npenycmoTpenHon Omankom JICII, k Homepy noGasnseTcss moMeTka «JICIT». B
ocTanibHOM  opopmienne [oxymentoB JIIIC  ocymecTeiseTcs B HOpsiJIKe,
ycranosneHHOM B MBOY IlepBomaiickas mxoma Nel s JIOKyMEHTOB OTKpBITOrO
XapakTepa.

2.5. Yenous  xpaHeHuss  JIOKYMEHTOB ¢ MOMETKOM JACIT  nomxHbI
NpeIoTBpaliath CBOOOAHBIN TOCTYI K HUM. Brimaua (nepenava) JlokymenTtos JIIIC
IPOU3BOAMTCS O] POCIIHCh.

2.6. PasMHOXeHHe (THPaXHMpPOBaHHME) JlokymeHToB ¢ momerkoir JICII
IPOU3BONIMTCA  TOJIBKO €  NHUCBMEHHOIO  paspelleHust aupekTopa MBOY
IlepBomaiickas mkomna Nel.

2.7. Tlepecbuika Jloxymentos JIIIC B Apyrue OpraHu3alUM IPOU3BOIUTCS
uepes «lloury Poccuny - 3aKa3HBIMU MM LIEHHBIMYI TOYTOBBIMHU OTIIPABJICHUSIMHU.



2.8. Ucnonuennsle JJoxkymentsl JAIIC rpynnupyroTcst B Jiejia B COOTBETCTBUM C
HOMEHKJIaTypoii nei. [Ipi 3TOM B HECEKPETHBIX IENIONPOU3BOJACTBAX HA OOJIOKKE
7ena, B KOTOpOe IOMEIleHbl TaKhe JOKYMEHTHI, TaKKe IIPOCTaBISeTCs I[OMETKa
JCIL

2.9. Vuauuroxenue nokymenta JIIC mpous3BOAMTCS IO aKTy IO HUCTEYCHHUH
CPOKOB XPaHEHHMsI WJIM 110 MHHOBAHWM B HUX HAJOOHOCTH. DKCIEpTH3y W OTOOp K
YHUYTOKEHHIO JIOKyMeHTOB, CGHOPMUPOBAHHBIX B Jiela, M KOH(HIECHLIHAIbHOM
MHQOpMAlMKM  TPOW3BOAUT  KOMHCCHs, HasHayaemas jaupektopom  MBOVY
[TepBomaiickas mkoma Nel.

2.10. Tlepenaua JlokymentoB u aen ¢ mometkoit JICIT or omHoro paboTHHKa
ApYroMy OCYLIECTBIsieTcst C paspeureHus gupekropa MBOVY  Ilepsomaiickas
mrkona Nel.

2.11. Tlpm cmeHe pabOTHHUKA OTBETCTBEHHOIO 3a [EJIONPOU3BOACTBO,
cocTaBiseTcsl akT npuema - caadn qokymeHToB JICII, yTBepKaaeMbiil THUPEKTOPOM
MBOY IlepBomaiickas mxosa Nel.

2.12. IlpoBepka Hamuuus 1oKyMeHTOB [ICII mpou3BOIUTCS HE pexe OJHOTO pas
B IojJ KOMHCCHEW, Ha3zHayaeMol AUPEeKTOpoM. B cocTaB KOMMCCHM BKIIFOUACTCS
pabOTHHUKH, OTBETCTBEHHBIE 32 YYeT U XpaHeHHe JJOKYMEHTOB.

2.13. Pesynbratsl niposepku Hanuuus JJokymeHToB JAIIC opopMIIsrOTCsS akToM.
Ha ocHoBanuM akTa 00 yTpaueHHbIX [lOKyMeHTaX JENaloTCs COOTBETCTBYIOIIME
OTMETKH B y4eTHbIX (opmax. O ¢axrax yTparsl KOHOUAEHIUAILHEIX J[OKYMEHTOB
100 pasriaiieHdss KOHQUICHIMANbHOH HHGOpPMAalMK CTaBUTCS B H3BECTHOCTH
mupektop MBOYVY Ilepsomalickas mkona Nel ¥ HasHa4yaeTcsi KOMMCCHS A
paccieoBaHus ~ OOCTOSTENbCTB — yTpaThl  MIM  pasmyialieHus.  Pe3ynbpTaThl
paccleoBanus JoKIaabBatoTes aupektopy MBOVY IlepBomarickas mikosa Nel.
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