ITonoxkenue
0 nmopsiaKe padoTsl co cays:kedHOH nHGopManuei
orpanuyeHHoro pacnpocrpanenusi B I'BY10CO « ML

1. O6mme nooKeHUsI
1.1. Hacrosmee Ilonoxenue onpenemnsier o0muit mopsaok obpalieHus ¢ TOKyMEeHTaMH |
IpyTAMH MaTepHabHBIMA HOCUTENsIMH HHpOpMauuu (majnee - JOKYMEHTaMH),
coliepXKamUMH  CIy)XeOHyr0 MH(QOPMAaLMI0 OrpaHUMYEHHOIO pPAaCIpOCTPaHEHHUS, B
I'BYJOCO « ML
IlomoxxeHre He pacIpoCTpaHseTcs Ha MOpAAOK ofpallleHuss ¢ JOKyMEHTaMH,
CoiepXKalliMH CBEJECHNUs, HE COCTABIIIIOIIME TOCYAapCTBEHHYIO TalHy.
1.2. K ciuyxebHoif wuHboOpManuy OrpaHMYEHHOTO pPaCIpPOCTPaHEHHS OTHOCHUTCH
HeceKpeTHas MH(OopMaIlys, Kacaloascs AesTelbHOCTH OpraHu3alliii, OrpaHuydeHus, Ha
pacrpocTpaHeHre KOTOpOoil IUKTYIOTCS CIIy>KeOHOH HeoOX0AUMOCTBIO.
1.3. He wmoryr ObITh OTHeceHBl K CiyxeOHOM WHGOpPMALMK OrpaHHYEHHOrO
paclpoCTpPaHEHU: aKThl 3aKOHOJATeNbCTBA, YCTaHABIHMBAIOLIWE IIPaBOBOH CTaTyC
roCyJapCTBEHHBIX OpraHOB, OpraHM3allui, OOIIEeCTBEHHBIX OOBEOWHEHHMH, a TakKKe
mpaBa, cBOOOZBI M OOS3aHHOCTH Tpa)KAaH, IMOPSJIOK WX peaH3allM; CBEINEHUS O
9Ype3BBIYaWHBIX CHTYallMAX, ONACHBIX IPHUPOJHBIX SBJIEHHUAX ©  IIpoleccax,
9KOJIOTHYECKasl, THAPOMETeOpoJIorHdeckas, I'MApOreojioruyueckas, aeMorpadudeckas,
CaHUTApHO-3IIMAEMHUONIOTHYecKass U JApyras uHbopMauus, HeoOxomumas  Ijs
obecriedeHust Oe30macHOM MNEATENBHOCTM M y4eOHOro Ipolecca, Yydalluxcs u
aJIMUHNCTPAllMH YUYpeXAEHUA, a Takke OOBEKTOB IIKOJNIBI; OIWCAaHHE CTPYKTYPEI
I'BYIOCO « MWy ero ¢byHKIMi, HATpaBIeHH# U HOPM IEATEILHOCTH, a TAKKE €ro
azipec; MOpAI0K pacCMOTPEHHMs ¥ pa3pelleHys 3asiBIEHAN, a TakKe oOpalleH’i rpaxKian
U IOPUAWYECKUX JIUL]; PELIEHHS 110 3asBICHHUAM U OOpalleHusIM Ipax/iaH U IOpUITIeCKUX
JIMLl, PacCMOTPEHHBIM B YCTaHOBJIEHHOM IIOpSAKE; NOKYMEHTHI, HaKaIUluBaeMble B
OTKPBITOM (oHJe 6UOIMOTEeKH U apxuBa, MHOOPMAI[MOHHBEIX CHUCTEMax, HeoOXOIuMble
JUIA OpraHu3aluy 1 yueOGHOro npouecca.
1.4. Ha nmoxymeHTax (B HEOOXOOUMEIX CIydasx M Ha HX IIPOEKTax), COJAepialux
ciIyxebHy0 HH(QOpPMalMIO OrpaHMYEHHOI'0 PaCIpPOCTPaHEHHUs, IPOCTABIISETCS MOMETKA
"Jlns ciryxeOHOro monp3oBaHus".
1.5. qupexrop I'BYJJOCO «M/IIW», B npenenax cBoed KOMIIETEHIIWH, ONpEAEIsET:
KaTeroOpHy JOJDKHOCTHBIX JIML, MMEIOUIUX IIpaBO O3HAKOMJIEHUS M IOJh30BAHUS
cryeOHOM uH(pOpMaLyell OrpaHMYEHHOIO pAacCHpOCTpaHEeHUs; MOPSAIOK Iepeaayu
ciryxe0HOM MH(OpMaIMK OrPaHUYEHHOr0 PacIpOCTPAHEHHU JPYTHUM JIMIaM U OpraHaM,
OpraHH3aluaM (3a UCKIIOYEHHEM HMMEIOIIUX Ha 3TO IIPaBo);[OPAHOK CHATHS IIOMETKH
"Hns  cmyxebHOro monp30BaHMA" C HocuTelned HH(GOpMAlLUU OrpaHHYEHHOTO
paclpoCTpaHeHus; OpraHHM3aIMIO 3alUTHl CIIy)keOHOM HH(OpPMaIMKH OrpaHHYEHHOIO
pacnpocTpaHeHusl.



1.6. JIoIDKHOCTHBIE IHMIla, NPWHSABINHE K O3HAKOMIIEHHIO, paboTe co ciyxeOHOMH
uHOpMaIvei OTPaHUYEHHOTO pacrpoCTpaHeHus, HECYT IIEPCOHATIEHYIO
OTBETCTBEHHOCTh 32 COOJIIOJICHHE OrpaHW4YeHUH, MPEeIyCMOTPEHHBIX ITYHKTOM 1.3
Hactosmero [lomoxeHus.

1.7. CnyxebHas wuHQOpMamus OrpaHMYEHHOTO paclIpOCTpaHeHUss Oe3 CaHKIUH
COOTBETCTBYIOIIET0  JOJDKHOCTHOI'O  JIML@  He  MOMJIEXHT  pa3mIalleHHIo
(pacmpocTpaHeHHIO).

1.8. 3a pasrnamenue ciayxeOHOM HHGOpPManHWH OTpPaHHYEHHOIO PACIPOCTPAHEHHS, a
TaKKe HapylIeHWE IOopsAAKa oOOpalleHusl C [JOKyMEHTaMH, COAEpIKAIUMH TaKyIo
MH(QOpMAaIHIO, pabOTHUK OpPraHU3aIlMH MOXeET ObITh IPHUBJIEYEH K AUCHUIUIHHAPHON MK
HHOH IIpelyCMOTPEHHOMN 3aKOHOIaTeIECTBOM OTBETCTBEHHOCTH.

1.9. B ciydae nukBHOanuu YUpexOeHHS, pelleHHe O HaJbHEHINEM HCIIOJIb30BaAHUK

coy:kebHOH MHOpMalMH OrpaHMYEHHOTO pAaCIpPOCTPAHEHHS NpPUHUMaeT JIUpeKTOop
I'BYIOCO «MIII»

2. Ilopsinok o0pameHus ¢ AOKyMeHTaMH, COAep:KalHMH CJIY:KeOHYI0
HHGOPMAIHIO OTPAHHYEHHOI'0 PACPOCTPAHEHH

2.1. HeobxomumocTe npocraBineHuss moMerku "I[ist ciayxeOHOro mnons3oBanusa” Ha
NOKYMEHTaX M H3JaHHAX, COJEpKalluX CIyXeOHyl0o HHGOpMAalHUI0 OTrpaHHYEHHOIO
pacnpocTpaHeHHs, OTIpenesaeTcs OUPEKTOPOM I'eYIOCO «MIIN»,
TOANMCHIBAIOIMM MM YTBEp)KJAIOIIUM JOKYMEHT. YKa3aHHas IOMETKa W HOMEp
9K3EMILIAPA IIPOCTABIAIOTCS B IIPABOM BEPXHEM YTJIy I€PBOM CTpaHHIIBI JOKYMEHTa, Ha
OoONMOXKKe M THTYIBHOM JIHCTE M3JaHWsA, a TakkKe Ha [EpBOH CTpaHHIEe
CONPOBOAWUTEIHHOIO MACEMa K TAKUM JOKYMEHTaM.

2.2. IIpuemM u yder (peructpanus) JOKyMEHTOB, COAEPKAIIKX CIYKeOHYI0 MH(POPMAIHIO
OrPaHWYEHHOTO pPACIpPOCTPAHEHHs, OCYILECTBISIETCS JeIONPOU3BOICTBOM, KOTOPEIM
IIOPYYEH IPHEM M Y4ET HECEKPETHOH JOKYMEHTAIIHH.

2.3. JloxyMenTsl ¢ mnometrkod "Jlna cioyxeGHOTO TMOJMB30BaHKA": I1€YATAIOTCA B
nenonpousponactee. Ha obopoTe mociemHero JIMCTa KaxJIOro 3K3eMIUIsIpa JIOKYMEHTa
JEJONPOU3BOAUTEND JOJ/DKEH YyKa3aTh KOJNWYEeCTBO OTIEYaTaHHBIX 3K3EMIUISPOB,
(paMHIIHIO HMCIIOJHUTENIS, CBOIO (aMUIIHIO U JaTy NevaTaHus HoKyMmeHTa. OTeyaTaHHbIe
U IIOANKCAHHEIE JOKYMEHTEI IIOUIEKAT PerucTpaluy, pabOTHUKOM, OCYIIECTBIIAIOIIEMY
ux y4er. [Ipu He3HauuTENEHOM 00BbEME TaKuX HOKYMEHTOB pa3pellaeTcsi BECTH UX yUET
COBMECTHO C JPYIMMM HECEKpPeTHBIMH JOKyMeHTaMW. K perucTpalliOHHOMY HHAEKCY
nokyMenTa nobasiserca mometka "JCIT"; mepemaroTcss paGOTHHKaM IOJpasfieieHHM
II0J] PacIMCKy; IE€pechUIAIOTCS CTOPOHHHM OpraHW3allMsM, 3aKa3HBIMH WIIH [I€HHBIMH
TIOYTOBBIMH OTIIPABIEHHAMHM; Pa3MHOXKAIOTCH (THPAKUPYIOTCS) TOJBKO C IMHCEMEHHOTO
paspelleHdst JUpPeKTopa y4eT Ppa3MHOXEHHBIX [JOKYMEHTOB  OCYIIECTBISIETCS
II09K3EMIULIPHO; XPaHATCA B 3allMpaeMbIX IKadax (AMUKax, XpaHWIKILIEx).

2.4. Ilpu HeoOXOAMMOCTH HAIpaBJICHUS NOKYMEHTOB C moMmeTkoi "Ilnsa ciyxebGHOro
II0JIb30BaHKs" B HECKOJIBKO aJIpECOB COCTABIISETCS yKa3aTellb PaCChLIKH.

2.3, HcnonHeHHbIE OOKYMEHTHI g MIOMETKOH " st CITyXKeOHOro
II0JIb30BaHUS TPYNIIHPYIOTCS B JelNa B COOTBETCTBHH C HOMEHKIATypoH JIel
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HECEKpPeTHOro AenonpousBoactsa. [Ipu sToM Ha o0moXkke Hesa, B KOTOPOE IMOMEIIEHEI
TaKne JOKYMEHTEHI, TaKKe IpocTaBlseTcs moMeTka " s ciyxe0Horo nons30B8anus".

2.6. YHHYTOXEHHE HeN, NOKyMEHTOB ¢ nomerkod "Ilna cmyxeGHOro monp3oBaHus",
YTPaTHBIIAX CBOE IIPAKTUYECKOE 3HAYeHUe W HE HMEIOIIHMX HCTOPHYECKOH HEHHOCTH,
TIPOU3BOAUTCS IO aKTY.

2.7. Hepenaua nokymMeHTOB H nen c¢ momeTkoi "Jlns cmyxeGHOro noJi3oBaHHA" OT
ofJHoro pabOTHHKA APYroMy OCYLIECTBIIETCS ¢ paspemleHmd pupexropa I'BYI0OCO
«MAUIM» v nxma ero 3aMelalonero.

2.8. Tlpu cMmeHe pabOTHHKA, OTBETCTBEHHOIO 3a Y4eT NOKYMEHTOB ¢ moMeTkoi "Iy
CIly;Ke0HOro MONb30BaHMA", COCTABIAETCS akKT MpHeMa-cJaud OSTHX JOKYMEHTOB,
KOTOpHIH yTBepxkaaeTcs JJupekTopom. :

2.9, HpoaepKa HJIMYUSA TOKYMEHTOB, A€l H H3OAHHU ¢ IMOMETKOM "I[ﬂﬂ cnyx{eGHoro
MOJB30BaHMUsA" TPOBOAUTCA HE peXe ONHOTO pa3a B TOL JEIONPOU3BOAMTENEM,
Ha3HAYaEMbIM IIPHKAa30M PYKOBOOUTEIS.

2.10. O ¢axrax yTpaThl OOKYMEHTOB, Ael W H3JaHHiH, COAepXallux CiyxeOHYIO
WH(}OPMAIHIO OTPAaHHUEHHOTO paclpOCTPaHeH s, JIM00 pasrialleH s 3Toi HHGOpMaluH
CTABUTCA B M3BECTHOCTb MUPEKTOP WM JIMLO €ro 3aMelialiollero M MpOBOJUTCA
paccnefoBanue oOCTOATENBCTB YTPATHl MIH pasrnainenns. Ha yTpadeHHBIE TOKYMEHTBI,
hena W u3gaHus ¢ noMeTkod "]l ciy:keOHOIo IONB30BaHMA" COCTAaBJIAETCH 8KT, Ha
OCHOBAHHHU KOTOPOTO AEJIAIOTCs COOTBETCTBYIOLIME OTMETKH B YYETHBIX (popmMax.

2.11. Ilpu cHaTuu nometky "It ciry:xe6HOrO MOJB30BaHHA" Ha JOKYMEHTaX, JeNax HiTH

H3JaHUAX, @ TakkKe B YYeTHBIX (opMax MAENaroTCs COOTBETCTBYIOUIHE OTMETKH U
HHOQOPMUPYIOTCA BCE apecaThl, KOTOPEIM 3TH HOKYMEHTHI (W3MaHHs ) HallpaBIsuIiCh.

TpeboBanusa Hactosmero [lonoskeHHs pacHpOCTPAHSIOTCHS HA TMOPSAOK O0palUeHHs ¢
MHEIMH MaTEpHAIBHBIMM HOCHTEIAMHU cioyxeOHOH HH(OpMauMy OrpaHuvYeHHOro
pacnpoctpaHeHHs ((hOTo-, KHHO-, BHAEO- H a&yJHOIUICHKH, MAlIMHHBIE HOCHUTEJH

UH(pOpMaLKY U Jp.) , b



