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K npuka3sy ot 09.01.2023 r. Ne 22 «O6 nipogte-
HUM CcpoKa JeicTBus [losokeHust mo 3aujure
c1y>keOHOoM nH(pOopMaluy, OrpaHMUeHHOT 0 pac-
MPOCTpaHeHust U IHCTPYKIMK 0 ropsiake obpa-
meHus co cny>kebHOM MH(OpMaLeld orpaHu-
YeHHOro pacripoctpaHeHus B 2023 rogy»

MHEHUE:
ITpeacenatesns I1110
MBJOY «[leTckuii cag Ne 28 «BeTepok»

&Zv/ A.N.Yepnenkas

MHCTPYKLUSA
0 HopsAKe o0paieHus C JOKYMeHTHPOBAHHOM C/Ty)ke0HO#M nH(opMariueii orpaHHYeHHOro pac-
npocrpanenus B MBJIOY «/lerckuii cap Ne 28 «BeTepok»

1. OOume mo/i0)KeHUs

1.1. Hacrosinjass IHCTpyKUusi onpejesisieT oOLuid mopsaoK obpaleHus ¢ JOKYMeHTUPOBaHHOM
cny)kKeOHOUM WHGOpMaLeill OrpaHHYeHHOr0 PacrpOCTPaHeHHWsT U APYrUMU MaTepUa/bHbIMU HOCHUTe-
nsiMu uHGOpMaLuu (aee - J0KYMEeHThI) B MYHUI[UIaIbHOM GOPKeTHOM [JOIIKOILHOM 00pa3oBaTe/ib-
HOM yupexxaeHuu «/etckuii cag No28 «Betepok» (manee - MBJOY). TpeboBanusi HacTosien iH-
CTPYKLIMHM PACTPOCTPAHAOTCS Ha MOPSZ0K 00paIlieHusi C HHBIMKM MaTepHalbHBIMA HOCUTESIMU C/TyKeh-
HOW uH(OpMaIK OrpaHUUEHHOT0 pacrpocTpaHeHus (PoTo, BUJe0 U ayiuo U Ap.).

1.2. K JOKyMEeHTHPOBaHHOU C/1y)KeOHOW MH(pOpMaLMK OrpaHUYEHHOT0 PacrpoOCTPaHeHHs OTHO-
CUTCS1 HeceKpeTHasi UH(popMalusi, Kacarouasics gesiteibHocTd MBZIOY, orpaHuueHus, Ha pacrpocTpa-
HeHHe KOTOPOW AMKTYIOTCS CTy»KeOHoH Heo6Xxo4uMocCThI0. Heo6X0uMOCTh NPUCBOEHHUS AOKYMEHTaM
rpuda «/lyist cnyxebHOro rosib3oBaHus» (ganee - [ACIT) onpegesisieTcs UCTIOHUTEEM U JO/DKHOCTHBIM
JTALIOM, TIO/ITUCHIBAOILM W/IM YTBEP)KJAFOIMM JOKYMEHT, B COOTBETCTBUH C IIepeuyHeM BUZIOB C/1y»Keb-
HOHW WH(OPMaLIMK, KOTOPYH0 HeoOXOJUMO OTHOCHTH K paspsily OrpaHUYEeHHOro paclpOCTPaHEeHMs
(yrBepxxaaercs pykoBoguresnem MB10Y).

1.3. K JOKyMeHTHPOBaHHOMU C/1y>keOHOU MH(pOPMAaLMU OrpaHUUEHHOT0 PACIIPOCTPaHeHHUs: He MO-
T'YT OBITH OTHECEHBbI:

- JIOKaJIbHbIe HOPMAaTHUBHbIE aKThl, 3aTParuBarollye rmpasa u cBOOObI TPaXKaH,

- onkcanue cTpykTypsl MB/10Y, ero yHKIMK, HanpaBieHUi U (OpM JedaTebHOCTH, a TakxkKe ee ajpec,
- IOKYME@HTbI, HAKAI/IMBAeMbIe B OTKPBIThIX apXMBaX, MHPOPMAL[MOHHBIX CHCTeMaXx, He0OXoAuMbIe /15
peayi3aliiy 1pas, cB060/ 1 00s3aHHOCTeH rpaXk/aH.

1.4. PykoBoguTesib, JO/DKHOCTHBIE muiia MBZIOY npuHsBILuiA peliieHre 06 OTHeCeHUH JOKyMeH-
THUPOBAHHOM C/Ty>keOHON HHpOPMALMK K Pa3psily OrPaHUUeHHOr0 pacripoCTPaHeHus], HeCyT IepCoHa/Ib-
HYIO OTBETCTBEHHOCTh 3a 000CHOBAHHOCThH MPHHSTOTO PeLIeHUs COO/I0/ieHHe OrpaHUYeHUH, rpesy-
CMOTpeHHbIX I1. 1.3. HacTosiie MHCTPYKLUK, @ TaK)Ke 3a 00eCTeueHHOCTh 3alUThl HOCUTeIel MHPOp-
Malj¥ OrpaHUYeHHOT0 PACIIPOCTPAHeHHUs 1 UCTI0/Ib30BaHUsA CPe/ICTB OPITeXHUKH MPU MOATOTOBKE 3THUX
JJOKYMEHTOB.

1.5. JlokyMeHTHpOBaHHasi C1y>keOHast HH(MOpMaLiyst OrpaHHUeHHOTO PacrpocTpaHeHus 6e3 caHk-
1mu pykoBoauTeass MBIOY u ero 3amecTuTesiei He NOA/IEXKUT pasriiallieHuio (PacpoCTPaHeH Io).



1.6. 3a pasr/jiaieHdue JOKYMEHTHPOBAHHOW CTy)keOHOM MH(pOpPMALMK OrPaHHYEHHOr0 pacrpo-
CTpaHeHusl, a TakKe HapylleHWe nopsijka obpaieHus C JOKYMeHTaMu, COJepKalluMu Takyko nHpOp-
Manpio paboTHEK MBJIOY MoXeT GbITh IIPUB/IEYeH K JUCHUTIMHAPHON W/ HHOI MpelyCMOTPEeHHOM
3aKOHOZATeIbCTBOM OTBETCTBEHHOCTH.

1.7. KOHTPOJTb 3a OCYIIIeCTB/IEHAEM YUeTa, PAa3MHOXKeHHUs, XDaHEeHUs U UCTI0/Ib30BaHus [JoKyMeH-
toB ¢ rpudom «/JCIT» Bosnaraercs Ha fenonpoussoguresss MBIOY.

1.8. PaboTuku MBJIOY, umerorjye oTHoleHHe K paboTe ¢ gokymenTamu «/1CID» Z0/DKHbI OBITH
B 06s13aTe/ILHOM TOPSIIKe 03HAKOMJIeHbI C HacTosiiell IHCTpyKIjMel, ycTaHaB/IMBAIOIeH MOPA/I0K pa-
6OTHI C JOKYMEeHTHPOBaHHON HH(pOpMaLeli orpaHuYeHHOro pacnpocrpanenus 8 MBZIOY. PabotHu-
KaM (J0/DKHOCTHBIM Jiuiam), paboraroium ¢ JokymenTamu «/1CID», 3anperaeTcs coo011aTh YCTHO WK
UCbMEHHO KOMY 6bI TO HU GbUIO CBefleHus, COAepyKalliiecs: B 3TUX JOKYMeHTaX, eC/Ii 3TO He BbI3bIBa-
eTcs cny)xebHON HeOOXOAUMOCTEIO.

2. TIlopsajok pa6orhbi C JOKyMEHTaMH.

2.1. JJoKyMeHTBI, cojiepykaliie KoHbuaeHuanbHyto undopmanuio (JCIT) neyatarotes Ha pabo-
UKMX MeCTax JO/PKHOCTHBIX UL (MCTO/HUTE IeH) ¢ y4eToM TpeboBaHMH TeXHUUECKO! 3alllUThl uHpop-
MaLUH.

2.2. Ha JOKyMeHTax, CofiepKaljux KoH(uAeHIManbHy0 WHPOPMAL{HIO, TIPOCTAB/IACTCS OrpaHi-
yuTenbHas nometka [ICII. YKa3aHHasi TOMeTKa U HOMep 3K3eMIUIsipa NPOCTaB/IIOTCA B TIPABOM BepX-
HeM YIJ1y TIepBO# CTPaHHLbl JOKyMeHTa, Ha 00/10)KKe U TUTY/IbHOM JIUCTe JJOKYMEHTd, a TakkKe Ha Mep-
BOM CTpaHMIie COMPOBOJUTE/ILHOIO MUChbMa K TUM JOKYMEHTaM. Heob6xoaumocTs nipoctaBienus [JCIT
Ha [lokymeHTax orpeje/seTcsi pyKoBoJuTe/eM, [JO/DKHOCTHBIM JIUIOM MB/ZIOY, noanuchiBaroyiM
WM YTBepXKAAIOLAM IOKYMEHT.

2.3. Peructpanus noamicaHHbix gokymenToB [ICII ocyijecTsaseTcss JODKHOCTHBIMU JTULIAMM
(MCTIO/THUTENISIME), KOTOPBIM TOPYY€eH NPHeM U yueT HeCeKpeTHOMU AoKyMeHTaluH. [1py He3HauuTe b-
HOM 06beMe TaKHX JOKYMeHTOB (0 500 pervcrpanuii B KaleHJapHbIi ro/]) pa3peliaeTcsi BeCTH UX pe-
IMCTPALIMIO B YUeTHBIX (POPMaxX COBMECTHO C IDYTMMH HECEKPETHBIMU JOKyMEHTAMHU.

2.4. Peructpaijonssiii Homep gokymenra JJCIT nipefjocTaBsisieTcs B IO3ULMH, TIpeAyCMOTPEHHOM
6nankom JICII, k Homepy fobaBnsiercs nometka «/ICII». B octansHoM oopmenue fokymenTtos [A11C
OCYIIeCTB/IAeTCS B TIOPsiAKe, ycTraHoB/ieHHOM B MBIOY /st JOKYMEHTOB OTKPBITOTrO XapakTepa.

2.5. YcnoBust XpaHeHusi JOKyMeHTOB ¢ niomeTko# JICIT 1o/mKHbT TpejoTBpalliaTh cBODOOAHBIN [10-
cTyn K HEM. Beijaua (riepesaua) nokymentos JJCII pousBoguTCs MO/, POCITHCH.

2.6. Pa3MHOXXeHHe (THpPaXUpOBaHHe) JOKYMeHTOB ¢ nomeTkoi [ICII mpousBOAMTCA TOJBKO C
MMCHMEHHOr0 paspeitenus pykosoauresns MBIOY.

2.7. Tlepecwinka pokymentos [CII B Apyrue opraHusanii IIPOU3BOAUTCS depes «[Touty Poc-
CUM» - 3aKA3HBIMHU WJIU LIeHHbIMU ITOYTOBBLIMU OTMPAB/IEHUSMH.

2.8. UcnonHennsie fokymeHTsl ICIT rpynmupyroTcsi B Aesia B COOTBETCTBUM C HOMEHK/IaTypOH
fesn. TIpy 9TOM B HECEKPETHbIX Je/ONPOM3BOJCTBAX Ha OO/IOKKE Jieia, B KOTOPOe TMOMeleHbl TaKne
JOKYMEeHTBI, TakxKe npocTasngerca nomerka JICIT.

2.9. Yunutoxkenue gokymenTa JJCIT Ipou3BOAXTCS 10 aKTy 10 UCTeUeHUH CPOKOB XpaHEeHHsT U/
[10 MMHOBaHMM B HUX HAZ0BHOCTH. DKCTIepTH3y U 0TGOP K YHHUTOXKEHHIO JOKYMEeHTOB, CHOPMHUPOBaH-
HBIX B Je/1a, ¥ KOH(UAeHIMaIbHOM HH(OpMaL|y IIPOU3BOJUT KOMUCCHS, Ha3HaYaeMasi pyKOBOAUTE/IeM
MBIOY.

2.10. Ilepemaua sokymeHToB U gen ¢ nmomerkou JJCII ot ogHOrO paboTHMKa APYrOMY OCYIL[eCTB-
AsieTcs ¢ paspeiiieHus pykosoauTessi MB/IOY.

2.11. TIpu cMeHe pabOTHHUKA OTBETCTBEHHOTO 3a /I€/IONPOU3BOACTBO, COCTAB/IACTCS akT Mpruema -
cpaun gokymenros [ICI1, yrBep>kaemsiid pykosoauresiem MBJOY.

2.12. TIposepka Hamuuust fokymeHToB [JJCII TpOU3BOAUTCS He peXXe OHOr0 pas B To/j KOMUCCHEeH,
HasHauaemoi pykoBoguresneM MB/IOY. B coctaB KOMUCCHM BK/IFOUAeTCH pabOTHUKHU, OTBETCTBEHHbBIE
3a yueT Y XpaHeHue JJ0KyMEHTOB.



2.13. PesysbTatel NpoBepku Hanuuusi JokymeHToB [ICIT opopmisitorcst akrom. Ha ocHoBaHWM
akta 00 yTpaueHHBbIX JJOKYMEeHTaX [e/IaloTCs COOTBETCTBYIOLLHE OTMETKH B yueTHbIX (popmax. O pakrax
yTpaTthl KOH(UAEHMaIBHBIX JOKYMEHTOB MO0 pasr/alieHus: KOH(GUAeHMaIbHONH UHPOPMALUU CTa-
BUTCS1 B U3BECTHOCTh pyKoBoguTesb MB/IOY 1 Ha3HauaeTcss KOMUCCHs AJisl pacc/iefioBaHusl o0CTosi-
TeNbCTB YTPAThl WM pasriamieHus. Pesynbrarel pacciefoBaHusl [JOK/Ia[bIBAlOTCS PYKOBOJUTETIO
MB/10Y.

JXKYPHAJI
ydeTa BXOAALIMX JOKYMEHTOB, COiep)Kalux HH(OPMAI[HI0
OrpaHUYeHHOr0 PAcHpPOCTPaHEeHUA

1 cTpanuua
Ne | Homep mocty- | Ortkyga no- | Bup JoKymMeHTa U ero Kpar- KoJsiuecTBo /11MCTOB
/11 | TUBLLEro Ao- CTYIHJI Koe cojepykaHue JlOKyMeHTa NPHJIOKeHHe
KyMeHTa
1 2 3 4 S5 6
2 cTpaHuLa
Wcnionuutens, | Pocriuck pabot- | Homep gesa u Toma, B KOTO- Otmerka o | [Ipumeuanue
pacrucka, jara | HUKa, OTBeT- PbIii IOAIIUT AOKYMEHT, HO- [poOBepKe
CTBEHHOTO 3a Mep JIUCTOB. Ha/IA4us J10-
yuer B nosiydye- | Homep u gaTa akta 06 yHU- KYMEHTOB
HUM JOKYMEHTa | YTOXKEeHHUH.
OPT MCIIOJIHU- OcHoBHoro | Ilpunokenue
Tess JIOKyMeHTa
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