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HMHCTPYKIUSI
0 nopsiaKke odpamenus co cayxedbHoi nupopmanueit, JOKyMenTaMu

OrPAHUYECHHOI0 N0AbL30BaHu u pacnpocrpanenns MKY 10 CIL
«Oaumny»

L OBILME ITOJIOXEHISI.

1.1, Hacrostmmast MHcTpyKumsa onpejenser oOWuid mOpsok 0OpalleHus ¢ JOKy-
MEHTHPOBaHHOHN Ciy:keOHOH uHbOpManuell OrpaHHYeHHOr0 paclpOCTPaHEHUs U
APYrUMH MaTepHailbHLIMU HOocHTenaMU uHpopMmanuu B MKY JIO CIL «Onummy.
Tpebosanus nacrosmed MHCTPYKUHE pacipocTpansoTes Ha MOPANOK o0palieHus ¢
MUHBIMH MAaT€PHATBHEIMU HOCUTENSIMHU CILy:KeOHONH MH(POPMALIMH — OTPaHUYEHHOTO
pacripocTpaden#s (HoTo, BUICO U ayJIHO H Ip).

1.2. K nokymenTnpoBanHo# ciykebHOH WH(OPMALMA OrpaHHYEHHOTO PacIpo-
CTPaHEHUS OTHOCUTCSI HECEeKpeTHas MH(popMalus, Kacatowascs aesrenbaocta MKY
AO CHI «Onummn», orpannyenus, Ha pacrpoCTpaHEHHEe KOTOPOH JIMKTYIOTCS Cily-
KEOHOH HeoOX0MMOCTEI0. HeoOxomMoeTs npieBoeHus aokyMentam rpuda « s
cayxebroro mone3oBanmsy (nanee - JICIT) onpemensieTcss UCIIOTHUTENEM W JIOJIK-
HOCTHBIM JIMLIOM, TIOJANUCHIBAIOUIMM MM YTBEPXKJIAomnUM JIOKYMEHT, B COOTBET-
CTBMHM C IIePEUHEM BHJIOB CIIy KeOHok HHpopMaLuy, KOTOPYIO HEOOXOAUMO OTHOCUTE
K paspany OrpaHHYeHHOro pacnpocrpaneHus (yTrepykuaercs aupekropom MKY 10
CLI «Onummm» ).

1.3 K noxymenrtupoBanHoil cnyxeOHOH uHBOpPMALME OrPaHUYEHHOTO PACIIPO-
CTPaHEHMUs] He MOTYT ObITh OTHECEHDI: JIOKAIbHEIE HOPMATHBHBIE AKThI, 3aTPArkBalO-
e mpaBa ¥ cBo00AbI rpaxcial, onucadue crpykrypbl MKY J10 CHI «OmuMny, ero
(yuximy, nanpasnenuii 1 GopMm IEATENLHOCTH, a TAKXKe ero ajpec, JOKYMEHTDI,
HAKAaINJIMBAEMbIE B OTKPBLITHIX apXMBaX, UH(OPMAIIUOHHEIX CUCTEMAX, HEOOXOUMBIE
AU peau3aliy Ipas, CBo00/1 U 00M3aHHOCTEH rpaKiaH.



1.4. TlupekTop, pomkHoctrble mana MKY 10 CIU «QIHUMIT», TPUHABIINAE pellie-
Hue 06 OTHECEHWH NOKYMEHTMPOBAHHOH ciy:keOHO! HHpOpMAlMK K paspimy orpa-
HUYEHHOTO PACHPOCTPAHEHHs, HECYT IEPCOHAbHYIO OTBCTCTBEHHOCTE 33 006ocHO-
BAHHOCTH TPUHATOrO PEIISHHs COOIIO/CHHES OrpaHUYeHUH, NPEAyCMOTPEHHBIX II.
1.3, Hacrosuedt MHCTpYKIMHM, a Takke 3a 00ecredeHHOCTE 3alliUThI HOCUTEIEH MH-
hopMaluu OrpaHHIEHHOTO PACIpOCTPaHEH A ¥ HCIONE30BAHUSA CPEACTB OPI'TEXHUKH
TIPU [10/IFOTOBKE 3TUX TOKYMEHTOB.

i § JloxyMeHTUPpOBaHHASA ciyskeOHas HHPOpMALUsS OrPaHUYEHHOT0 PACIPOCTPa-
wenust 6e3 cankimu mupexkropa MKY J10 CII «Onumm» # €ro 3aMecTHTeled He
[OJUIEXKHUT Pa3rialieHuio (PacnpoCTPaHEeHHIO).

1.6. 3a pasrialmenue JOKyMEeHTHPOBAHHOM Cily/KeOHOH nHGOpMaluy OTpaHuveH-
HOT'O PacHpOCTPaHEHMUs, a TAKKe HapylIEeHUe MopsaKa obpatiieHus ¢ JOKYyMEHTaMH,
cofiepKalMK TaKyro HHQOpMaLiio paboTHHK MKY JO CII «Onmumm»  MOKeT
GbITh MPUBIEYEH K JHCUHINIMHAPHON WM MHOM npeaycMOTPEHHON 3aKOHOAATelIb-
CTBOM OTBETCTBEHHOCTH.

i 4 KOHTpOIIb 3@ OCYILECTBICHUEM yUeTa, PA3MHOMKEHHUS, XPaHeHUA U UCTIONB30-
BaHusi noKymeHntoB ¢ rpudom «ICII» BosznmaraerTcs Ha IUpEeKTOpPa MKY A0 CIU
«OnuamMIm.

1.8. Padornuxu MKY JO CLU «Onumim», uMelouHe OTHOEHHE K paboTe ¢ 10-

KYMEHTaMH
«JICII» moiKHBEI OBITH B 00s13aTENLHOM [MOPAIKE 03HAKOMIIEHBI € nacrosamen M-

CTpyKIMeH, yCTAHABIMBAIOMEH MOpsSaoK paboThI ¢ JOKYMEHTMPOBaHHOH HH(OpMAa-
upeii orpasmuenHoro pacnpoctpanenns B MKY JIO CII «Onummy». Pabdotaukam
(IOMKHOCTHBIM JIMLIAM), paboTaloNMM ¢ TOKyMEHTaMH «JICIl», 3ampeniaeTcs: co00-
[1aTh YCTHO MM TUCBMEHHO KOMY Obl TO HU OBLIO CBENEHHMS, CONEPKAMIUECH B STHX
JIOKYMEHTAX, eCllv 3TO He BBI3BIBACTCH CIIyIKeOHOM HEOOXO0IUMOCTEIO.

2. MOPSATOK PABOTHI C JOKYMEHTAMMN.

2.1 JIOKyMEHTBI, coJepiKalliie KOH(QUICHIHATbHYO undopmaro (HACII) neva-
TaroTcs Ha pabounx MecTax JOIKHOCTHBIX JIHI (ucrionuuTeeit) ¢ yuetom Tpebopa-
HUH TeXHATeCKOH 3aluThl HHOOPMAIHH.

24 Ha JToxyMeHTax, cofiepikaiiix KoHpuIeHIHanbHYo HH(pOPMALIKIO, IPOCTAB-
nisieTcst orpanuunTenpHas nomerka JICIL Yiasannas mMoMeTKa ¥ HOMEp SK3eMIIApa
IIPOCTABIISIIOTCS B IPABOM BEPXHEM yTITy nepBoil CTPAHHLB! JOKYMEHTa, Ha 00JI0XKKe
M THTYNGHOM JICTE JOKYMEHTa, a TAaKKe Ha MepBOH CTPAHMIE CONPOBOAMTEIEHOTO
MUChMa K 3TUM pokyMmeHTaMm. HeoOxoauMocTe NpOCTaBIICHH JICIT Ha nOKyMeHTax
olIpesieNnseTcs AMPEKTOPOM HIIM JIMLOM €TO 3aMEHSAIOIIMM, NOAHUCHIBAIOIM 11
yTBEPIKIA0ILIMM JTOKYMEHT.

i Pervctpaiys noprmcannsix fokymeHToB JICIT ocyIecTBageTes JO/DRHOCT-
HBIMM TUIAME (MCIIOTHUTENSIMHI ), KOTOPBIM [TOPYHEH MPUEM 1 yHeT HEeCEeKpEeTHOH [10-
kyMenTauun. [Tpu HesHaIUTEIBHOM obbeMe Takux nokyMeHToB (mo 500 peructpa-



IUH B KaJeHIAPHBIH IOJ) pa3pellaeTesl BeCTH UX PErHCTPAIHIO B YUETHLIX (opmax
COBMECTHO C APYTUMH HECEKPEeTHLIMU JOKYMEHTAMM.,

2.4. Perucrpanumonssiii Homep nokymenra JICIT npemocrapisercs B MO3ULIUH,
npejycmorpenHon onankom JICIL. B ocraneHoM odopmienue dokymenrtos JI1C
ocylIecTBIgeTCA B nopanke, yeraHosinennoMm B MKY /10 CILUI «OnuaMmmy 1 10KY-
MEHTOB OTKPLITOIO XapakTepa.

2.5. YClIoBHA XpaHeHUsa NOKyMeHTOB ¢ noMetkoi JCIT nomkHel npenoTspaiiaTh
cBOOOAHBIA JOCTYN K HUM. Bbytauya (nmepemaua) mokymentos JTIC mpowmssoputces
101 POCTIUCH.

2.6. Pasmuosxenue (THpakupoBaHue) jokymeHToB ¢ nomerkoi JCIT mpousso-
JUTCS TOJIBKO C MUCbMEHHOTO paspemenusd gupekropa MKY JIO CII «Omumiy.

Z.7. [Tepeceuika doxymentos JIIC B npyrue opranusaiuiit IPOU3BOJUTCA Yepes
«IToury Poccun» - 3aKa3HbIMU WM HEHHBIMU TOYTOBBIMU OTIIPABIEHHAMH.

2.8. Vcnonuennpie Joxymenrst JIIC rpynnupyroTcest B Jiejid B COOTBETCTBHH C
HOMEHKJIATYpo# Hell. I1py 5ToM B HeceKpeTHBIX JeNIOTIPOU3BOACTBAX HA 00JI0XKKe Je-
J1a, B KOTOPO€ NOMEUICHBI TAKKE JOKYMEHTDI, TaloKe npoctasisiercest nomerka JAINC,
2.9. Yruaroxenne noxymenra JII1C npousBoauTest o akTy [0 MCTEUEHHH CPO-
KOB XpaHEHMs WJIM NOMMHOBAaHWH B HUX HaJOOHOCTH. DKCrepTH3y u oTbop K yHU-
YTOXKEHUIO NOKYMEHTOB, C(OPMUPOBAHHBIX B JeNa, U KOHQUIEHUUAILHOH UHPOp-
MaLKH IPOU3BOJUT KOMUCCHs, HasHavaemas aupexkropom MKY JIO CII «Onuminy.
2.10.  Tlepenaua Jlokymenros u nen ¢ momerkoi JICIT ot ogHoro paGoTHuka apy-
rOMY OCYWIECTBIAETCS ¢ paspeluenus aupexropa MKY 10O CIHI «Omumrny.

2.11.  Ilpu cMeHe paOOTHMKA OTBETCTBEHHOIO 34 JAEJIONPOU3BOICTBO, COCTABIISIETCS
aKT npuema - caadu nokymentos [CII, yrBepxuaemblit aupexropom MKY 10 ClII
«Onumi.

212, IlpoBepka Hanmuuusi nokyMeHTOB JICIT NPOU3BOAMTCS He pexe OJHOrO pas B
roz KOMHCCHEH, Ha3HaYaeMOl 1upekTopoM. B cocrar xomuccun BriogaeTes paboT-
HUKH, OTBETCTBEHHBIE 34 yUeT ¥ XpPaHeHHe JJOKYMEHTOB.

2.13. Pesynprarel nposepku Hamuuus gokymentos JIIC odopmasiores akrom. Ha
OCHOBAHMH aKTa 00 yTPaueHHLIX JOKYMEHTAX JIENAlOTCA COOTBETCTBYIOUME OTMETKHU
B y4eTHbIX (opmax. O dakrax yTparsl KOHPH/ICHIMATILHBIX TOKYMEHTOB MO0 pas-
FIAeHUsT KOHGUASHUMAILHOW MHPOPMAKMK CTABUTCS B H3BECTHOCTH JMPEKTOP
MKV J1O CII «Onumm» 1 HazHavaeTesi KOMUCCHS /I PacClie0BAHMsI 00CTOS TCb-
CTB YTPATBbl WK pasriamieus. Pe3ynbTarTbl paccie/loBaHus TOKIAIbIBAIOTCS JUPEK-

topy MKY O CIL «Onumm».



C mHCTpYKLHEN 03HAKOMIICHBI:




