Honoxenne no 3amute cayxe6HONH HHPOPMALMHE OTPAHHYEHHOTO PACIPOCTPAHEHHSI
B YacTHOM o0pazoBarennHOM yupexaenun «O0meoGpazoBaTeabHas MKOJIA «Op ABHep»
(cBeT ABHepa)»

[ .OBILUE ITOJIOXEHUSA

1.1. Ionoxenue o nopsaxe oGparmeHus co ciyxeGHON HHGOPMAIIHel OrPAHHYEHHOTO

pacnpoctpaHeHus B YacTHOM oOpasoBaTenbHOM yupexneHun «O6meobpazoBaTenbHAas
mkona «Op AHep» (cBeT ABHepa)» (namee lllkona) ompenenseT MOpAZOK OOpaLICHHS CO
CITyKeOHBIMH ~ JOKyMEHTaMH, COJEPKAIIMMH CIy:KeOHYl0 HH(POPMAIHIO OrPAHHYEHHOIO
Joctyna (pacnpOCTpaHeHHs) ¢ ydeToM monokenuit ®emepanbHoro 3akona ot 27 uroas 2006
rona Ne 149-®3 «O6 uadopmanuu, *HGOPMALMOHHBIX TEXHOJOTHAX H O 3alIHTe HHDOPMALII»
u nocraosnenus [Ipasurensctsa Poccniickoit @enepaunu ot 7 okrabpsa 2017 r. Ne 1235 «06
YTBEPXKICHHH TPEOOBAHUH K aHTUTEPPOPHCTHYECKON 3aIIUIIEHHOCTH 0OBEKTOB (TEPPHTOPHIA)
MunucreperBa obpasoBanust U Hayku Poccuiickoit ®enepamun u 0GBEKTOB (Tepputopuii),
OTHOCAMIMXCSE K cdepe nesTeqbHOCTH MHMHHCTepeTBa 00pa3oBaHMs M HayKH PocCCHIfCKOM
Deneparun, 1 GopMbI MacmopTa 6e30MacHOCTH THX 0GBEKTOBY,IOCTAHOBIeHH)s [IpaBuTenscTBa
Poccuiickoit ®eneparuu ot 25 nexabps 2013 romga No 1244

«O0 aHTHTEPPOPUCTHIECKOH 3aAIIUIEHHOCTH 0GBEKTOB (TEPPUTOPHIA)».

1.2. Hacrosiwee [Tonoxenue onpenenser nopsiaok oGpaiienus ¢ JOKyMeHTaMH i APYTHMHU
MaTepUATbHBIMA HOCUTEIAIMH HH(OpMalMH, COAEPKAUIMMH HH()OPMALKMIO OrpaHHYEHHOTO
pacnipoctpaneHus B [1Ikosne.

K cryxeOHOl nHpOpManuu orpaHHYEHHOro pacipoCTpaHeHHs! OTHOCHTCS HECEKpeTHas
nH(pOpMaLKs, Kacaromasics AeaTeabHOCTH LLIKOMbI, OrpaHuYeHHe Ha PACIPOCTPAHEHHE KOTOPOi
JMKTYeTCs  ciyxeOHOH HeoOxoaumocTeio. Ha nokymeHTax, comepkammx —cryxeOHYHO
HH(OPMALMIO OTPAHUYEHHOTO PACIPOCTPAHEHHs, MPOCTABIAETCS moMeTKa «Jlis ciyxkebHOoro
T0JIb30BaHUSIY.

ILKATEI'OPHH TOJDKHOCTHBIX JIUL, YTIOJITHOMOYEHHBIX ITEPEJIABATD
CJIIVKEBHYIO UHOOPMAILIMIO

2.1. YcTaHOB/IEHEI CJIeYIOUIME KATErOpUH JOUKHOCTHBIX JIHIL, YIIOJHOMOYEHHBIX
nepeaaBarh ClykeOHy0 HHOpMaLHIo:

nupektop [IKobI;

3aMECTHTENIH AUPEKTOpa;

CEKpeTapsb.

2.2. JIo/KHOCTHBIE NUIA, MPHHSBIIHE PeleHHe 00 OTHECEHUH CITyKeOHOM HHMOPMALMH K
paspsly OrpaHH4YeHHOIO pacrMpOCTPaHEHMs, HECYT MEepPCOHAIBHYK) OTBETCTBEHHOCTH 3a
OOOCHOBAHHOCTb ~ MPHHATOTO  pelleHHs. 3a  pasryiaimeHde  CIyKeOHOM  MH(popMaLmu
OrpaHHYCHHOTO PACIpPOCTPAHCHHUS, 3a HApyIUEHHE MOpsAKa OOpalleHHs C JIO0KyMEHTaMu,
COAEPKAIMMH  Takyr0 HMH()OPMALMIO, OTBETCTBEHHBIE JMLA MOTYT OBITh HPUBJIEUYEHBI K
JUCLIMITIMHAPHON OTBETCTBEHHOCTH. '

[II. TIPKEM, YUET (PETUCTPALIVS) JOKYMEHTOB, COJEPXAILINX
NHOOPMAILIMIO O'PAHUYEHHOI'O PACITPOCTPAHEHH A



3.1. Tlpuem, yuer (perucrpauus) [OOKYMEHTOB, COIEPKAUUX HMHPOPMALHIO
OrpPaHMYCHHOTO PacCHpOCTPAHEHHUs, OCYLIECTBIsET ceKpeTapb. JIOKYMEHTHI ¢ MoMeTKOM «Jis
CJ1y’KeOHOTr0 MOJIb30BAHUSY

- CO3/1al0TCsl HA aBTOMATH3UPOBAHHOM pabO4yeM MECTe C 3aKpPBLITHIM JOCTYIIOM B OOIIYIO
vH(pOpManKuOHHYIO cucTeMy [IIKobI (JIOKaIbHYIO CETh);

- IEpPEIa0TCsl OTBETCTBEHHBIM JIMIAM 1O PACIUCKY B 3alle4YaTaHHOM KOHBEPTE;

- ICPECHUIAIOTCS I10 NIOYTE 3aKa3HBIMH IOYTOBBIMHU OTIIPABJICHUSIMHU;

- PETHCTPUPYIOTCS B CIIELMATLHOM XKYpHAJIE;

- XpaHsTcs B ceiide.

3.2. BanpemnaeTcs CKaHUPOBAHHE - BBEJICHHE B CHCTEMY 3JIEKTPOHHOIO JOKYMEHTO060pOTa
SJICKTPOHHOW BEPCHH JOKYMEHTOB C IIOMETKON «J[J1s1 CITy»)KeGHOro 1MoJIb30BaHUY.

3.3.VHUYTOXKEHHE [JOKYMEHTOB C IOMETKOMH «JIns  cayke0HOTO  MOJIBb30BaHUMY,
YTPaTUBUIMX CBOE MPAKTHYECKOE 3HAYECHHE, IPOM3BOAUTCS 10 AKTY.

IV.3AKJIFOUNTEJIBHBIE I[TOJIOXEHU A

4.1. Hactosime [lpaBuna necTBYOT 10 IPHHATUS HOBBIX.

4.2. Wsmenenus B Hactosiuue [IpaBuina moryr BHOocuThes 1IIKOMOH B COOTBETCTBHH C
ACHCTBYIOLIMM 3aKOHOAaTeNbCTBOM Poccniickoit @enepanyu u Yerasom (1Kol

4.3. Hacrosmme IlpaBuna BHocstcs B Homenknarypy men Illkomsl M pa3memialoTcss Ha
opunmansHoM caiite I1Ikosbl B cetu «MHTEpHETY.



MucTpykuus o nopsiike o6pameHus co ¢1ye0Hoi HHPoOpMAaIHeil OrpaHHYEeHHOr 0
pacnpoctpadenus B YOY «Op ABHep»

1. O0mne moIoKeHus.

1.1. Hacrosmas  WHcTpykuus ompenenser o0mui  mopsaok  oOpameHus ¢
JOKYMEHTHUPOBAHHON cayxeOHOM HHbOpMalued OrpaHHYEHHOTO pacIpOCTPaHEHHS U
APYrdUMH MaTe€pHAJIbHBIMU HOCHUTEISIMH HHPopmauuu (manee - JIokymeHTH) B YacTHOM
oOpazoBaTenbHOM yupexaeHun «OOmeobpazosarensuas mkoina «Op ABHep» (cBer
ABHepa)» (nanee - lllkona). TpeGoBanus HacTosmed MHCTpYKIHH pacpoCTpaHIOTCS Ha
NOpAAOK OOpalleHus ¢ MHBIMM MaTepHaJbHBIMH HOCUTEISAMH CIyXeOHOM HHpOpManuu
OrpaHUYEHHOr0 pacnpocTpaHeHus (hoTo, BUACO U ayIHO U JIP).

1.2. K JOKYMEHTUPOBAHHOM cayxeOHOH HHbOpMaLUHU OrpaHHUYEHHOTO
pacnpoCTPaHEHUs] OTHOCHTCS HeCeKpeTHas HHGOpMalus, Kacalollascs AeATeIbHOCTH
Ulkonel, orpaHuuyeHHs, Ha paclpoCTpaHEHHE KOTOPOM JHKTYIOTCA CIIyKeOHOM
HeoOxoaumMocThio. HeobxonumMocTs mpucBoeHus HJoKyMeHTaM rpuda «Jlns cayxeOHOro
nons3oBanusy (namnee - JICII) ompenensieTcs MCHOJHHU TejleM M JOJIKHOCTHBIM JIHIIOM,
MNOANUCHIBAIOIIUM WM yTBepKAarImuM JIOKYMEHT, B COOTBETCTBHU C IE€PEYHEM BHIOB
cnyxeOHOH MHGMOPMALUU, KOTOPYK HEOOXOJUMO OTHOCHUTH K paspsily OTrpaHHYEHHOTO
pacnpocTpaHeHus (yTBepxaaercs aupektopom LIIkosr).

1.3. K JOKYMEHTUPOBAHHOM cinyxeOHOU uHpopManuu OTPaHUYEHHOTO
pacnpocTpaHEeHUs] HE MOTYT OBITh OTHECEHBI:

- JIOKaJIbHbIE HOPMATHUBHBIE aKThl, 3aTParuBarIUe NpaBa U CBOOOIBI I'paXKaaH,

- onucanue cTpyKTyphl llIkomnel, ero ¢pyHkuuu, HanpaBieHU U GopM AEATEIBHOCTH, a
TaK)Xe ero ajapec,

- JOKYMEHTbI, HaKallJlUBaeMbleé B OTKPBITHIX apXuBax, HHOOPMAIIMOHHBIX CHCTEMax,
He0OXOAUMEBIE IS peau3alli HpaB, ¢cBOOOI U 00sI3aHHOCTEN I'paXkIaH.

1.4, JlupekTop, NOKHOCTHBIe nuna IlIKkonpl, NpUHSABILIHE pelIeHHe 00 OTHECEHHH
JOKYMEHTUPOBAHHON  ciyxebHOM  uWHbDOpMAmuu K  paspsay  OTPaHHYEHHOTO
pacnpoCTpaHEHUs, HECyYT MepCOHAJbHYK OTBETCTBEHHOCTH 3a 00OOCHOBAHHOCTH
IPUHATOrO pelleHus COOMI0NeHHe OTpaHMYEHHH, MPEAYCMOTPEHHBIX 1. 1.3. HacTosAmei
Mucrpykuuu, a Takxke 3a 00eCNeYeHHOCTh 3allMTHl HOCHUTeJeHd HHDOpMalHUH
OTPAaHUYEHHOTO0 pPacHpOCTPaHEHUs] U MCIOJb30BAaHUS CPEACTB OPITEXHUKH IIpHU
NOArOTOBKE 3TUX JOKYMEHTOB.

1.5.  JloxyMeHTHpOBaHHas clyxeOHas wWHMOpMAIUS OrPaHHUYECHHOTO PACHPOCTPAHEHHUS
Oe3 cankuumu aupekropa Ilkonbl W ero 3amMecTuTeNedl He NOAIEKHUT pas3TIallIEeHHIO
(pacnpoCTpaHEeHHIO).

1.6. 3a pasriameHue JOKYMEHTHPOBAHHOM ciyxeOHONH HHGOpPMAIUU OTpaHUUYEHHOIO
pacnpocTpaHeHHUs, a TakKXe HapylleHhe mnopsaka oOpalleHuss C JOKYMEHTaMH,
coaepkamuMu Takyr wuHHPopMmanui paboTHUK Illkonbl MoOkeT OBITH NpPUBJIECYEH K
JUCUHUTIIMHAPHON MJIH MHOMW NMPeayCMOTPEHHON 3aKOHOIaTEIbCTBOM OTBETCTBEHHOCTH.
1.7.  KoHTposib 3a OCYLIECTBJIIEHHEM Yy4YeTa, Pa3MHOXXEHHsS, XPaHEHUS U HUCIOJb30BAHUS
JlokymenToB ¢ rpudom «JICII» Bo3maraercs Ha cekpeTaps.

1.8. PabotHuku Illkomnel, uMeromwue oTHoumeHHe K padore ¢ Jloxkymentamu «JICII»
JNO/DKHBI OBITH B 00si3aTE]IbHOM IMOpPSAKE O3HAKOMJIEHBI ¢ HacTtosmed WHcTpykuuen,
yCTaHABIMBAIOIMIEH  MOPSAOK  paboTel ¢ JOKYMEHTHPOBAHHOW  MH(popmanuei
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OrPaHUYCHHOrO pacmpocTpaneHus B YOVY. PabGoTHuKkaM (ZOMKHOCTHBIM - IHIAM),
paboraomum ¢ Jlokymentamu «JICII», 3ampemaercst coo6mars YCTHO MJIM THCBMEHHO
KOMY Obl TO HM OBUIO CBEIEHHS, COAEPIKAIIUECS B ITHX JlokyMeHTax, eciu 3TO He
BBI3bIBACTCS CIIY)KEOHOU HEOOXOAUMOCTHIO.

2.Ilopsanox pa6oTsl ¢ JIOKyMeHTaMHu.
2.1. JlokymMeHTBI, comepxaliie KOHQUIEHIHATbHYO nHpopmanuto (JICIT) nevararorcs Ha
pabouuX MecTax JOMKHOCTHBIX JIHL (MCIOMHHUTENEH) C yYeTOM TpeOOBaHUN TEXHUYECKOMN
3alIMThl HH)OpMaLHH.
2.2. Ha JlokymeHTax, coiepKalux KOH(MHICHIHATBHYIO HHGOPMaLHUIO, MPOCTABIAETCS
orpannuutenbnas momerka JICII. Vkasannas moMeTrka W HOMEp JK3eMILIApa
IPOCTABJIAIOTCS B NIPaBOM BEPXHEM YIiIy NepBoil cTpaHHIbl JJoKyMeHTa, Ha OOJIOXKKE U
TATYJIbHOM HCTe JIOKyMEHTa, a TakXKe Ha IepBOii CTpaHHIe CONPOBOIUTENBHOrO MHCHMa
K otum  Jlokymentam. Heob6xoaumocts mnpocraBnenus JICII ma JloxymeHTax
OMpenessIeTCs PYKOBOAUTENEM - NUpeKTOpoM IIIKONBI WM JTMIOM €ro 3aMeHSIOMINM,
MOANUCHIBAIOILIMM HIIM YTBEPKIAKUIMNM JOKYMEHT.
2.3.Perucrpanus noanucanusix Joxkymentos JICII ocymecTBusercs M0MKHOCTHBIMH
TMUaMM  (MCIOJHHTENSMM), KOTOPBHIM [OpYy4eH TpHeM M  yder HECEKPEeTHOMU
Hoxymentaunu. [Ipu He3HaunTeNbHOM 06beMe TaknX JIOKyMEHTOB (mo 500 perucrtpanuii
B KaJI€HapHEIH IOJI) paspeliaeTcs BECTH HX PETHCTPALUIO B YUETHEIX (JOPMAX COBMECTHO
C IPYTHMH HECEKPETHBIMH JJOKYMEHTaMH.
2.4, Perucrpauuonusiii nomep Jloxymenta JICII NPEJIOCTABISACTCS B  IO3HIHH,
npenycmorpennoit  6mankom JICII, k Homepy no6aBngercs momerka «J[[IC». B
octanbHoM odopmienne [lokymentos JITIC ocymecTBiseTcs B mopsixe, YCTaHOBJIEHHOM
B LlIkose anst JIokyMEHTOB OTKPBITOrO XapakTepa.
2.5. VYcnosus xpanenus JlokymenToB ¢ nomeTkodl JICIl mo/kKHBI IIpegoTBpaulaTh
cBOOOAHBIA noCcTyn K HUM. Brinaua (mepemaua) JJoxymentos JIIC IIPOU3BOAUTCS IO
POCIUCH.
2.6. PasmHoxeHue (THpaxuposanue) J[OKYMEHTOB ¢ MOMETKOM AIIC npoussoauTcs
TOJIBKO € paspelleHHus IUPEKTOPA MIKOJIbI HJIM €r0 3aMEeCTUTEIS.
2.7. lepecwuka Joxymentos JTIC B apyrue opraHu3anum npousBoauTes yepes «llouty
Poccun» - 3aka3sHBIMU MM LEHHBIMH TIOYTOBBLIMH OTIIPABIICHHSIMH.
2.8. Hcnonnennsie [Jloxyments: [IIC rpynmupyroTcs B Jela B COOTBETCTBHH ¢
HOMEHKIATYpo# nei. IIpu 5TOM B HECEKPETHBIX AENONPOM3BOACTBAX 1A 00I0XKKE Jena, B
KOTOpOe MOMEMEHb] TaKHe TOKYMEHTHI, TakXkKe mpocrasisercs nomerka JI1C.
2.9. Yuuuroxenue aoxkymenrta JIIC mnpomsBogutcs 1o aKTy II0 HCTEYEHHUHU CPOKOB
XPaHCHHSA WM 110 MUHOBAHMM B HUX HaAOOHOCTH. DKCIEpTH3Y U OTOOP K YHHUTOXKEHHIO
JloKyMeHTOB, cHOPMUPOBAHHBIX B 1ena, U KOHbHUIACHIHATBHOMN HH(GOPMAIUH TPOU3BOIUT
KOMMCCHS, Ha3HayaeMasi 1upektopom Jlumes.
2.10. Tlepenaua JlokymenToB u aen ¢ momeTkoil JICIT oT 0aHOrO paboTHUKA JIpyromy
OCYIIECTBJISCTCS C paspemeHus aupexropa IIkomsl.



