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1. O6mne nosioxeHus.
1.1. Hacrosimas HMHcTpykuus onpenenser oOmMi MNOPSAOK  0OpaleHus
C/IOKYMEHTUPOBAHHOM ciry>keOHoOM uHpopmaruen OrpPaHUYEHHOIO
pacrpoCTpaHeHHUs ¥ APYrMMH MaTepUaIbHBIMU HOCUTENsIMU MUHGOpMaLKu (naliee -
JlokymMeHTBl) B TroCyAapCTBEHHOM OrwokeTHOM yupexiaeHun «KommiekcHsii
LEHTP COLMalIbHOro obciyxuBaHus HaceneHus» OJIEHMHCKOro paiioHa (naiee -
KLICOH). TpeboBanus Hactosimieit MHCTpyKLMH pacripoCcTpaHSIOTCS Ha MOPSI0K
OoOpalleHuss ¢ HMHBIMM MaTe€pUalbHBIMH HOCHUTEJSIMU Clly)KeOHOH HHpOpMaIuu
OrpaHMWYEHHOr0 pacrpocTpaHeHus (HhoTo, BUIEO U ayauo M Ap.).
1.2. K [O0OKyMEHTUPOBAaHHOW ciyxebGHOW HuHOpMALMKU OrpaHUYEHHOIO
pacnpoCTpaHEHHUs]  OTHOCUTCS  HeceKkpeTHas  HHPOpMalMs,  Kacarolluascs
NEesITeJIbHOCTH ~ YUPEKIEHHUsl, OrpaHUYEeHHUs, Ha paCHpOCTPaHEHHE KOTOPOM
JUKTYIOTCSI  CiIy)eOHoW  HeobxoaumocTteio. HeobOxomumocts  npucBoeHus
nokymeHtam rpupa «Jns cayxebHoro nonw3oBanus» (manee - JICII)
OnpeleNsieTcss MUCMHOJHUTENEM M JIOJDKHOCTHBIM JIMLIOM, MOAMUCHIBAIOLIMM WK
yTBepXKAaomuM JIOKyMEeHT, B COOTBETCTBMM C IE€pEYHEM BHIOB CIIY)KeOHOM
uH(pOpMaLMHM, KOTOPYIO HEOOXOAMMO OTHOCUTh K pa3psily OrpaHHYE€HHOro
pacnpocTpaHeHus (yTBepKIaeTcsi AUMPEKTOPOM Y UpeKaeHHUS ).
1.3. K 1OKyMEHTHpPOBaHHOW ciyxeOHOW uHOPMALMKU OrpaHHUYEHHOTO
pacrpoCTpaHEeHHUs HE MOTYT OBITh OTHECEHBI:
- OMHCAaHHWE CTPYKTYpbl YUpexaeHus, ero (yHKILUMU, HanpaBieHHHd U Gopm
NesITeNIbHOCTH, aTakKe ero aapec;
- JOKYMEHTbI, HaKalUIUBaeMble B OTKpPBITBIX apXxuBax, HH(POPMALMOHHBIX
cUcTeMax,HeoOXoauMBbIe IUIsl peann3aliuy Npas, cBOOO U 00s13aHHOCTEN IpaXkaaH;
- aKThl 3aKOHO/IATEJIbCTBA, YCTaHABIUBAIOIIME MPABOBOM CTATYC rOCYAapCTBEHHBIX
OpraHoB, OpraHu3al|ii, OOIIECTBEHHBIX 00bEAMHEHUN, a TaK)Ke NpaBa, CBOOObI U
00513aHHOCTH I'PaXKJaH, MOPSA0K UX peaiu3aliuu;
- CBEIEHMUs] O Ype3BbIYAWHbIX CUTYaLUsAX, OMNACHBIX IPHUPOIHBIX SBJICHHUAX U
npoueccax, 3KOJOrMYecKasi, THIpOMEeTeoposioruyeckas, I'MAPOreoornyeckas,
neMorpadguyeckasi, CaHUTAPHO-3IUJEMHONIOTHYecKass W Jpyras uHQopmaiusi,
HeoOxonumas s obecrnieyeHuss 0e30MacHOro CyIIeCTBOBaHUSI HaCEIEeHHbBIX
MyHKTOB, FPa)X/1aH, a TAK)Ke MPOU3BOICTBEHHBIX OOBEKTOB;
- OMHUCaHMWE CTPYKTypbl OpraHa MWCIOJHUTENBHON BJACTH, €ro (yHKLUi,
HaIpaBJIeHU! U GOPM eI TETBHOCTH, a TAKXKe ero aapec;
- MOPSZIOK PaCCMOTPEHUS 3asBJICHUN U 00pallleHnii rpa)ciaH U IOPUINYECKUX JIHI;
- pelleHHs TI0 3asBIEHUSM M OOpAllleHMsM TpaXJaH M IOPUAMYECKUX JIHIL,
pPacCMOTPEHHBIM B YCTaHOBJIGHHOM MOPSIJIKE;
- cBeleHUss OO0 HCMOJNHEHUH OO/KeTa, WCIONb30BAaHUHM TOCYAapCTBEHHBIX
peCypCoOB, COCTOSHHH S3KOHOMHKH U MOTPEOHOCTAX HAaCeIeHUS.
1.4. JlupekTop, NODKHOCTHBIE JHIA Y4YpEkKIEHUs TMPUHABIINK pelleHue o6
OTHECEHMH  JIOKYMEHTHPOBaHHOH  ciykeOHOH HHpOpMalMM K  paspsiy
OrpaHHYEHHOI0 pacClNpOCTPAHECHHUsA, HECYT IEePCOHAIbHYID OTBETCTBEHHOCTh 3a
000CHOBaHHOCTh MIPUHATOTO peLieHust cobnoieHue OrpaHUYeHHUH,
npeaycMOTpeHHBIX M. 1.3. Hacrodumei MHCTpyKIMH, a TakKe 3a 00eCreueHHOCTh



3amUTHl HOCHTENed HHGOpMaluM OrpaHHuYeHHOro  paclpoCTpaHeHHs M
MCIONB30BaHUS CPEJICTB OPITEXHUKH NIPU MOATOTOBKE 3TUX JIOKyMEHTOB.

1.:5: JIokyMeHTHpOBaHHas ciyxebHasi uHpopmaLusi OrpaHUYE€HHOI'o
pacnpocTpaHeHus: 0e3 CaHKIHMH JMpeKTopaYupeXxJIeHHs U €ro 3aMeCcTHUTeNeH He
MOJJIEXKHUT Pa3rIaLIeHHIO (PaCIPOCTPAHEHHIO).

1.6. 3a pasrjauieHde  JOKyMEHTHPOBAaHHOM cnyeOHOH — MHGbOpMaLH
OrpaHMUYEHHOTO PAcIpOCTPaHEHUs, @ TaKXkKe HapylleHHEe NOps/Ka oOpaieHus ¢
NOKYMEHTaMH, COIEPXalUMHU TaKyo uHdopMalio pabOTHUK YUPEeKACHUSA
MOXKET ObITh TIPHBJICYEH K JMCLMIUTMHAPHON WM WHOW NpeayCMOTPeHHON
3aKOHO/1aTE€IbCTBOM OTBETCTBEHHOCTH.

1.7. KoHTpons 3a OCYIIECTBIEHHWEM Yy4eTa, Ppa3sMHOXKCHHA, XpaHCHWS H
ucnonszosanus JlokymentoB ¢ rpudom «JICIT» Bo3naraeTcs Ha CrielHATNCTA 110
Kanpam Y4pexaeHus.

1.8. PaGOTHUKH YUpexXAeHHs, UMEIOIIHE OTHOUICHHE K pabore ¢ JlokyMeHTaMHu
«JICTT» no/mKHBI OBITH B 00s3aTENBHOM TOPS/IKE O3HAKOMIIEHLI € HACTOSILLEH
MHCTpyKUMeEH, YCTaHABIMBAIOIIEH MOPSI0K paboThl € JOKYMEHTHPOBaHHOH
uHpOpMALIHEH OrpaHHYeHHOro pacnpoCTpaHCHUS B Vupexxnenus. PaboTHukam
(HOKHOCTHBIM JIHLIAM), paboratommMm ¢ JlokymMeHTamMu «JACIT», 3anpeiaercs
cOO0BIIATh YCTHO MM MMCBMEHHO KOMY OBI TO HU ObLIO CBEICHHS, CONCPXKALNECH
B 5TUX JIOKyMEHTaXx, eCjii 3TO He BbI3bIBACTCH cnyxeOHOI HEOOXOAUMOCTBIO.

2. Mopsinok paboTel ¢ JloKyMeHTaMHu.

2.1. JIOKyMEHTBI, conepxaiime KOH(pHACHIHATBHYIO uHGpOpPMALIUIO
(JICIT)neyaraloTcss Ha pabo4MX MecTax ODKHOCTHBIX JIMM (ucrnosiHUTENEH) C
yueToM TpeGOBaHH TEXHUYECKOU 3aIMThI WH(pOpMaLHH.

22. Ha JIOKyMeHTax, coAepXaiux KOH(HICHIHAIBHYIO uH(OopMaLuIo,
MpOCTaBISIETCS OrPaHUYHTE/IbHAs MOMETKa JICII. Yka3aHHasi [TOMETKA ¥ HOMEp
3K3eMIUIsipa TMPOCTABIAIOTCS B MPaBOM BEPXHCM  yIuy nepBoi CTpPaHWLIbI
JlokyMeHTa, Ha OONOXKKE W TUTYJIbHOM JIHCTE JIOKyMeHTa, a TaKKe Ha NepBou
CTpaHHIIE COMPOBOJMTENLHOIO MHChMA K 3THM Jlokymentam. HeobxoaumocTtsb
npocrasnenus JICII na JIOKyMEHTax ornpeJensieTcsi AUPeKTOPOM, NOJDKHOCTHBIM
nuioM YdpexaeHus, MOAMMCHIBAIOLINM HIH YTBEPXKIAIOIIHNM IOKYMEHT.

2.3. Peructpauus noanNMUcaHHBIX  JIOKyMEHTOB JICIT  ocyuiecTBiasieTcs
JOMKHOCTHBIMU JMI@MK (MCIIOJTHUTENSIMK), KOTOPbIM MOpY4eH NpHUeM W ydeT
HecekpeTHoil JlokymeHTauuu. [lpn He3HAUUTEIEHOM o6beme Takux JloKymMeHTOB
(mo 500 perucTpauuii B KajleH1apHbIi roj1) pa3peliaeTcs BECTH UX PErvCTpariio B
y4eTHBIX (OPMax COBMECTHO C IPYTMMH HECEKPETHLIMH JIOKyMEHTaMH.

2.4. PeructpauvoHHbiii Homep JlOKyMeHTa JICIT npenocraBisieTcsi B MO3UINH,
npexycmorpenHoi Gnankom JICII, x HOMEpY nobasnsiercs nometka «JACI». B
octansiom odopmnenue Jlokymentos JICIT ocymecTsisercs B TOPSIKE,
ycraHosieHHOM B ['BY «KIICOH» nns JIOKyMEHTOB OTKpPBITOI'O XapakTepa.

2.5. Ycnosus xpanenus JlokymenTo ¢ nomerkoi JICIT nomxHel npeAoTBpaiiaTk

cBO6OIHbIH JOCTYN K HUM. Bbinada (nepenayda) JlokyMeHTOB JICI1 npousBoauTCs
MO/l POCIIUCh.



2.6. PasmHoxenue (TupaxupoBanue) JlokymentoB ¢ nomerkou JICII
MPOU3BOAUTCS TOJBKO C THMCBMEHHOro paspelieHus pykoBoautens [BY
«KLICOH»,

2.7. Iepecoinka JoxymentoB JICII B apyrve opraHuM3aliy NPOU3BOAUTCS 4Yepes3
«[Touty Poccun» - 3aKa3HBIMHU HJIM LIEHHBIMH IOYTOBbIMH OTIIPABJIEHUAMH.

2.8. Ucnonuennsie Jlokymentsl JCII rpynnupyroTcss B Aena B COOTBETCTBUHU C
HOMeHKJIaTypoii Aen. IIpu 3TOM B HECEKPETHBIX Je/IONPOU3BOACTBAX Ha 00JIOXKKE
Jena, B KOTOpOe MOMEIIeHbl TaKhue JOKYMEHTbI, TaKxke IpOCTaBIsSeTcs MOMeTKa
ATIC.

2.9. Yanuroxenue aokymenra JICII npousBoautcs no akty 1o MCTEYEHUHU CPOKOB
XpaHeHHWss WIM [0 MHHOBAaHWM B HHUX HaJ00HOCTH. DKCrnepTtusy M oTbOp K
YHUYTOKEHHIO JIOKyMEHTOB, C()OPMHUPOBaHHBIX B Jie/a, U KOH(UAECHLHATIBHON
WH(QOPMAIIUH MPOU3BOIUT KOMUCCHS, Ha3HaYaeMas TUPEKTOPOM Y UpeXICHUS.
2.10. Tlepenaua JlokymentoB u nen ¢ nomertkoid JICII or ogHoro paborHuka
JIPYroMy OCYLIECTBIISIETCS C pa3pelleHus JUPEKTOpaY YpexIeHHUs.

2.11. I'lpu cMeHe paOOTHHUKA OTBETCTBEHHOI'O 34 JIEJIONPOU3BOACTBO, COCTABIISACTCS
aKkT npuema - caau qokymeHToB JICII, yTBepxaaeMpiii IMPEKTOPOM Y YpEXKAECHUS.
2.12. Ilposepka Hanuuus nokymeHToB JICII npoussBoauTcs He pexxe OAHOro pa3s B
rog KOMHCCHEM, Ha3zHauaemoil aupekTopoMYupex/aeHus. B cocraB komMuccuu
BKJII0YaeTCs pabOTHHUKH, OTBETCTBEHHbBIE 3a yUeT U XpaHeHHe JIoOKyMeHTOB.

2.13. Pesynstatel npoBepku Hanuuust Jlokymentos JICIT opopmasiorcs akrom. Ha
OCHOBAaHUM aKTa 00 yTpaueHHBIX JlOKyMeHTax J[ealoTCs COOTBETCTBYIOLIME
OTMETKH B y4eTHBIX popmax. O dakrax yTparsl KOHQPUAEHIUATBHBIX JIOKyMEHTOB
nu6o pasmiameHus KOHGUISHLUATbHONH MH(OpPMaLMU CTaBUTCS B M3BECTHOCTH
AUpeKTop YUpeXkIeHHss W Ha3HAuyaeTcss KOMHUCCHMsS IUls  pacclie/IoBaHUs
00CTOSATENLCTB yTpaThl WM  pasriameHus. PesyneraTel  pacciieoBaHus
JIOKJIAJILIBAIOTCSL JUPEKTOPY Y YPEXKICHHS.



