IHopsnok
padoThI co ciayxkeOHOI HHPOpManMell OTPAHUYEHHOI0 PACTIPOCTPAHEHUS B
MBY 10 «KpacHoméxkoBckast 1eTCKas 1IK0JIa HCKYCCTB»

| O01mme moJ1oxkeHUs1

[Mopsimok paboThl co cayxe0HOH MHpOpManKel OrpaHUIEHHOTO PACTIPOCTPAHEHHS, COMEPIKALICHCS
B macropte 0e30macHOCTH 00beKTa (TEPPUTOPUN), UHBIX JTOKYMEHTaX M Ha JPYTHMX MaTepHAIbHBIX HOCHTEISIX
uapopmannn B MBY IO «Kpacnomékosckas JJUIN» (nanee - Ilopsanok; Yupexaenue), ycTaHaBIMBAET
MOPSZIOK pabOTHI CO CIyKeOHOUM MH(MOpMaIuel OrpaHUYCHHOTO PACIIPOCTPAHEHUS, COJCpIKaIIeiics B
nacrnopre 0e30MmacHOCTH O00BEKTa (TEpPUTOPHUHM), MHBIX JOKYMEHTaX M Ha JPYTHX MaTepHalIbHBIX
HOCHUTENAX HMHpOpMaluu, onpenenser o0s3aHHOCTH JIULI, AOMYLIEHHBIX K CIyXeOHON MH(OpMalu
OTPaHMYEHHOTO PACIpPOCTPAHEHMs, B TOM YHCJIE JIMI, OTBETCTBEHHBIX 3a XpaHEHHUE Iacropra
0€30MacCHOCTH U HUHBIX JIOKYMEHTOB OTPAaHMUYEHHOTO PpAcCHpOCTPAaHEHUs, COJEpPXAIUX CBEJIEHUS O
COCTOSSHUM AHTUTEPPOPUCTHUYECKON 3alMIEHHOCTH MECT MaccoBOro IMpeObIBaHUS JIOJAEH U
MPUHUMAEMbIX Mepax M0 €€ YCUJICHHUIO.

Hannsrii [Topsnok pazpaboTan B cooTBeTcTBHU ¢ DenepanbHbIM 3akoHOM 0T 27 uroiist 2006
roga Ne 149-®3 «O06 nnpopmarmu, HHGOPMAITHOHHBIX TEXHOJIOTHSAX H O 3alIUTe WHPOPMALIUNY,
[Tonoxennem o Tmopsiike oOpameHuss co CIyKeOHOW HHpOpMaueil OorpaHMYeHHOTrO
pacrpocTpaHeHusl, yTBepKaeHHOTo octaHoBIeHneM [IpaBurensctBa PO ot 3 Hos10pst 1994 roma
Ne 1233.

K cinyxeOHON MH(pOpMaLUU OTPaHUYEHHOTO PaclpOCTPaHEHHUsS OTHOCUTCS HECEKpeTHasl
uHpOpMalKs, Kacarollasics NESITEeIbHOCTH YUpEXIEHUs, OIpaHUYEHHE HA PaclpOCTPAHEHUE
KOTOpOi O0OYyCIIOBJIEHO TPEOOBAHHMAMHU OOECTICUCHHsS] aHTUTEPPOPUCTHUECKOMN 3alIUIIEHHOCTH
Yupexaenus.

Ha noxymeHrax, coepxamux ciy>keOHyro HH(OPMaIUI0 OTPaHUYEHHOTO
pacripoctpanenus, npocraisercs nomerka «JCID» («lns ciayxeOHOro noab30BaHUD)

Il Kateropuu 10/KHOCTHBIX JIML, YIIOJHOMOYEHHBIX XPAaHHMTh, NepeAaBaTh

CJIY:KeOHYI0 HH(pOPMALIO OTPAHUYEHHOI0 PACIIPOCTPAHEHMS.

2.1 Hupexktop MBY]JIO «KpacHoim€koBckas AeTcKas IIKOJa HCKYCCTB» OIPEICIseT:
KaTeropuu JOJDKHOCTHBIX JIMI[, MMEIOIIMX IPaBO XpPaHEHMs, O3HAKOMJICHHMS U I0JIb30BaHMS
ciykeOHO# nHpopMaIell OrpaHMuYEeHHOI0 PacIpOCTPAHEHUS; MOPAJOK Mepesadu CiyKeOHOH
MHGOpMAalUK OTPAHUYEHHOTO PACIPOCTPAHEHMs JAPYrUM JIMIIaM M OpraHam, opraHuszauusam (3a
UCKJIIOUEHHEM MMEIOLIMX Ha 3TO IpaBo); HOPSAOK CHATHS mnomeTrku "Jlns ciyxkeOHoro
[I0JIb30BaHMs" ¢ HOCUTENeH MH(POpPMALMU OTrPaHUYEHHOTO pPACIPOCTPAHEHUS; OPraHU3aLMIo
3alIUTHI CIY)KEOHON MHPOPMALIMU OTPAaHUUYEHHOTO PaclpoOCTPAHEHHSL.

2.2. JIOIDKHOCTHOE JIMIO, NpUHSBIIEE K O3HAKOMJICHMIO, JIOKYMEHThl K paboTe co
ciykeOHOM  MH(popManMell  OrpaHMYEHHOTO  paclpOCTPaHEHMs, HECeT IepPCOHAIbHYIO
OTBETCTBEHHOCTb 32 COOJIIOJICHHE OTPaHUUYEHUH, PEAYCMOTPEHHBIX MMyHKTOM 2.1.

2.3. CnyxeOHast wuHpOpPMaLUs OrPaHUUYEHHOTO pPAaCHpOCTpaHEHHs 0e3 CaHKIHUH
COOTBETCTBYIOILIETO JIOJDKHOCTHOTO JIMIIA HE MOJUIEKUT pasrialleHuo (pacipoCcTpaHeHHUIO).

2.4. 3a pasrnameHue cinyxeOHOM HH(pOpMalMM OTPAHUYEHHOTO PACHPOCTPAHEHHS, a
TaKKe HapylleHHe MOpsIKa OOpalleHus: ¢ JOKyMEHTaMH, COACPXKAIMMHU TaKyl HH(POpMaIHIO,
paOOTHMK OpraHu3ali MOXET ObITh NpPUBJICYEH K JAUCHUIUIMHAPDHOW MM  WHOHU
MIPEYCMOTPEHHOM 3aKOHOIaTEILCTBOM OTBETCTBEHHOCTH.



2.5. B ciydae nukBuanuu YUpexaEHUs, PEelICHHE O JalbHEUIIEM HCIOIb30BaHUH
clIy’keOHOM MH(pOpMaMK OTPAaHMYCHHOTO PACIPOCTPAHCHHUS NPUHUMACT TUPEKTOP
MBVY IO «KpacHomiékoBckasi JeTCKask MIKOJIA UCKYCCTBY.

2.6. OTHOCHTBH CiTy’KeOHYI0 HH(DOPMAITUIO K pa3psily OTPaHUYCHHOTO PaclpOCTPaHEHHUS,
umeert npaso aupektop MBY JIO «KpacHomékoBckas geTcKasi IIKojiaa UCKYCCTBY.

2.7. YCTaHOBICHBI CJIEIYIOUINE KaTerOPUHU JODKHOCTHBIX JIMIl, WMEIOMIMX IPaBO
O3HAKOMJICHUS ¥ MOJIb30BAHUS CITY>KEOHOH MH(pOpMaIiel OrpaHuIeHHOTO PACIPOCTPAHEHHUS

- JTUPEKTOP;

- 3aMECTUTENH JUPEKTOPA.

2.8. OTBETCTBEHHBIM JIMIIOM 32 XPaHCHUE CITY)KEOHOU MH(POpMAITUEH OTrpaHUICHHOTO

PacIpOCTPaHEHHUS SIBISAETCS JUPEKTOP.

XpaHuTtcs ciyxeOHass HHPOpMaIKs OrPaHHYEHHOTO PACTIPOCTPAHEHHUS B HAJGKHO 3aKPBIBAEMbIX
U OTeyaThIBaeMbIX Ikagdax (SIUKax, XpaHWIHIIAX ).

11 IIpuem, yuer (perucrpanusi) 10KyMeHTOB, coAepP KalUX HHpopMALHIO
OrPAaHUYEHHOI0 PACTIPOCTPAHEHUS.

3.1. HeoOxomumocTh TpocCTaBieHUs ToMeTkH "J[ins ciayxeOHOTO mTOJB30BaHUA" Ha
JOKYMEHTaX M U3JaHUsIX, COJAepXkalluX ClaykeOHylo HH(OpMalHMio OTrpaHUYEHHOTO
pacnpocTpaHeHus1, ONPEIENSIeTCA UCTIOTHUTENEM U JUPEKTOPOM Y UpekIeHHS, OAMUCHIBAIOIINM
WM YTBEPKIAIOIIHUM JOKYMEHT.

3.1.1. Yka3aHHasi MOMETKa U HOMEp SK3eMIUISIpa POCTABIISIFOTCS B TPABOM BEPXHEM YTy
MEpPBOM CTPAHUIBI TIOKYMEHTA, Ha OOJIO)KKE U TUTYIHHOM JIUCTE M3/IaHus, a TaKKe Ha MepBOM
CTpaHUIIE COMPOBOIUTENILHOTO MUCbMa K TAKUM JJOKYMEHTaM.

3.2. Ilpuem, ydeTt (peructpariusi) JOKYMEHTOB, COACpKAIIUX HHPOPMAIUIO
OTPaHUUYEHHOTO PaCHPOCTPAHEHUS, OCYIIECTBIIAET IOPUCKOHCYIBT.

3.3. JlokymeHThI ¢ moMeTkoi "I cimyke0HOTO ToJIb30BaHus"":

3.3.1. Co3narorcs Ha aBTOMATU3UPOBAHHOM pabodYeM MECTe C 3aKpBITBIM JocTynoMm. Ha
000pOTe MOCIEAHEr0 JIUCTAa KaKIOTO IK3EMIUISpa JTOKYMEHTa HCIOJIHHUTENIh JOJDKEH YyKas3aTb
KOJIMYECTBO OTIE€YaTaHHBIX K3EMIUISIPOB, CBOIO (PAaMUIIMIO U 1aTy MeyaTaHus JOKyMEHTA.

3.3.2. OTneyaTaHHble U MOAMUCAHHBIE JOKYMEHTHI BMECTE C UEPHOBUKAMU M BapuaHTaMU
MepearoTcs UIsl perucTpauui. YepHOBUKM U BapUaHThl YHHUUTOXKAIOTCS C OTpaxkeHHeM (akra
YHUUTOKEHHSI B YUETHBIX opMax;

3.3.3. YuuThIBalOTCS OTAEIBHO OT HeceKpeTHOW uH(opmanuu. [Ipu He3HAUUTETHLHOM
o0beMe TakuX JOKYMEHTOB pa3peliaeTcs BECTU UX Y4E€T COBMECTHO C JAPYTUMHU HECEKPETHBIMU
nokymentamu. [lpu perucrtpanuu yka3aHHBIX JTOKYMEHTOB K PETHCTPALIMOHHOMY HWHAEKCY
nokyMmeHTa aobasnsercsa nometka "JICIT";

3.3.4. Ilepematorcss paOOTHMKAM IO  PACIUCKY; TEPEChUIAIOTCS CTOPOHHUM
opranu3anusaM QenpIberepcKoi CBsA3bI0, 3aKa3HBIMU WITH LIEHHBIMU IOYTOBBIMU OTIPABICHUSIMH,
a TaKke MOTYT OBITh MepelaHbl HAPOYHBIM;

3.3.5. Pa3zMHO)ar0TCs (TUPXKUPYIOTCS) TOJBKO C MUCbMEHHOI'O Pa3pelieHus TUpeKTopa
MBVY 10 «KpacHOWEKOBCKast I€TCKas IKOJIa UCKYCCTBY.

e Y4eT pa3MHOKEHHBIX JOKYMEHTOB OCYILIECTBIISIETCS TIO3K3EMIUISIPHO.

® [lepen pa3MHOXEHUEM Ha TUTYJIbHOM JIMCT€ OpUTMHAla JOKYMEHTAa IMPOCTABISAETCS
OTMETKAa O Pa3MHOXXEHHHM C YKa3aHUEM pErUCTPAlMOHHOTO HOMEpa IO XKypHaly yuera
Pa3MHOKEHHUSI CTY)KEOHBIX JOKYMEHTOB.



® Ha 000opoTe MOCIeIHero JUCTa OpPUTHHAIA Pa3MHOKAEMOTO 3K3eMIUIsIpa JOKYMEHTA
WCIIOJIHUTENb JIOJDKEH yKa3aTh PETUCTPALMOHHBIA HOMEpP IO KYpHAIy ydeTa pPa3sMHOXKCHHS
CIIY’)K€OHBIX JOKYMEHTOB, KOJMYECTBO PA3MHOKEHHBIX 3K3EMIUISIPOB, CBOKO (aMWIHIO U JATy
Pa3MHOKCHHSI TOKyMEHTA.

® Hywmepaius JOTIOTHATEIHFHO PA3MHOKEHHBIX YK3EMILISPOB IPOU3BOIUTCS OT
MOCJIEIHETO HOMEpa paHee YUYTEHHOTO IK3EMIUISIpA 3TOTO JOKYMEHTA;

3.3.6. XpaHATCS B HAJIC)KHO 3aKPhIBAEMBIX M ONIEUaTHIBAEMBIX HIKadax (SIuKax,
XPaHUJIUIIAX).

3.4. 3ampemaercsis CKaHUPOBAHWE - BBEICHHE B  CHCTEMY  DJJCKTPOHHOTO
JOKYMEHTOO0OpOTa »JJIEKTPOHHOW BEpCUM JOKYMEHTOB ¢ momeTkod "Jlns ciykeOHOro
MOJIb30BaHUs".

3.5. Ilpu HEOOXOIUMOCTH HAampaBIeHHUS IOKYMEHTOB ¢ ToMeTkou "Jlist cimyxeOHOTO
MOJIb30BaHMs" B HECKOJIBKO aJIPECOB COCTABIIACTCS YKa3aTelb PACCHUIKU, B KOTOPOM TOAIPECHO
MIPOCTABIISIOTCS HOMEpa dK3EMILISIPOB OTIIPABIISIEMBIX JOKYMEHTOB.

® VYxazaTeslb pacChUIKU MOMUCHIBACTCS UCTIOJIHUTEIEM JOKYMEHTA H PYKOBOIUTEIEM
YupekaeHus, IO ITOTOBUBIIETO JTOKYMEHT.

3.6. MHcnosiHeHHBIE JOKYMEHTBHI C moMeTkod "l cimyxeOHOro ToJib30BaHUS"
TPYNIUPYIOTCS B JieJia B COOTBETCTBHH C HOMEHKJIATYPOU JeJT HECEKPETHOTO JIeTIOTIPOM3BO/ICTBA.
Ha o6mnosxxe nena, B KOTOpoe MOMEIIEHBI TAKUE JOKYMEHTHI, TAKKE MPOCTaBIsIeTCs moMeTka " Jliis
CIIY’k€0OHOT0 TMOJIb30BaHU".

3.7. YHUYTOXEHHE e, NOKYMEHTOB ¢ moMeTkor "I[ns ciayxeOHOTO Mmoib30BaHMs",
YTPAaTUBUIMX CBO€ IPAKTHUYECKOE 3HAYeHHE M HE HMEIOUUX HCTOPUYECKON IEHHOCTH,
MPOU3BOJIUTCS MO akTy. B yueTHbIx (opmax o0 3TOM Jenaercss OTMETKAa CO CChUIKOW Ha
COOTBETCTBYIOIIUM AKT.

3.8. Ilepenava qOKyMEHTOB | JeJ1 € ToMeTKoH " {7151 ciry>keOHOTO T0JIb30BaHUA" OT OJHOTO
paboTHUKA APYyromMy OCYIIECTBIISETCS C pa3pelleHus TUPEKTopa Y UpexAeHUs.

3.9. Ilpu cmeHe pabOTHMKA, OTBETCTBEHHOTO 3a y4eT JOKYMEHTOB ¢ moMeTkoi "Jlis
CIIy’)keOHOTO TOJIb30BaHUsA", COCTAaBJSIETCS aKT IpHUeMa-coauyd 3TUX JIOKYMEHTOB, KOTOPBIi
YTBEPKIACTCA TUPEKTOPOM Y UPEkKACHHUS.

3.10. IIpoBepka Hamu4Ms JTOKYMEHTOB, ACN W W3JaHUK ¢ moMerkou "l ciayxeOHOTo
M0JIb30BaHMs" MPOBOAUTCA HE PEXKE OJHOTO pa3a B IoJ KOMHCCHEH, Ha3HA4yaeMOW MpPHUKa3oM
mupekropa MBYK «l"opoackoit JIBopen KyabTypbl M UICKycCTBa». B cocTaB ykazaHHON KOMUCCUU
00s3aTeNbHO BKITIOYAETCS FOPUCKOHCYIIBT, OTBETCTBEHHBIHN 32 YUET M XpaHEHHE 3TUX MaTePHUAaJIOB.

3.11. O @axrax yTpaTbl AOKYMEHTOB, Jell M HW3JaHUH, COAEpKAIIUX CIYKEOHYIO
MH(OPMALIMIO OTPAHUYEHHOTO PACIpPOCTPAHEHHUs, JUOO pasriialmeHuss 3Tod HHQOpMAIHH,
CTaBUTCS B U3BECTHOCTb TUPEKTOP YUPEKICHHUS M Ha3HAYAETCS KOMUCCHS Ui pacClIeJIOBAHMUS
00CTOSITENECTB YTPAThI WK Pa3TIIalleHuUs.

3.11.1. Pe3ynbTaThl paccieAoBaHus JOKIAIBIBAIOTCS B YIIPaBIeHUE KYAbTYphl bpsHCKOM
TOPOJICKOM aJIMUHUCTPALIHH.

3.12. IIpu cusatum nometku "JIjis cmy)eOHOTO MOIb30BaHUS" Ha JOKYMEHTAX, JeNax WK
W3JIaHUSX, a TAKXKE B YUETHBIX (JopMax AENaloTCs COOTBETCTBYIOIINE OTMETKU U HH(POPMHUPYIOTCS
BCE ajjpecaThl, KOTOPBIM TH TOKYMEHTHI (M3/1aHUs1) HAPABJISUIUCH.

IV 3akawunTebHbIE MOJT0KEHHUS

4.1. Hacrosmuii [Topsiiok 1efCTBYIOT 1O MPUHSATHUS HOBBIX.



4.2. 3menenwust B HacTosui T1opsiiok MOTYT BHOCUTBCS YUpEXKIEHHEM B COOTBETCTBUU
C JIECHUCTBYIOIIMM 3aKOHOATENbCTBOM Poccuiickoit denepanuu U NOpsAIKOM, YCTAHOBJICHHBIM B
YupexaeHuu.

4.3. [lopanok pa3memnaercs Ha OHUIMAIBHOM caiiTe YupexaeHus B cetu «VHTepHET».
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