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[TOJIOXKEHUE
O TOPSJIKE OBPALLIEHHWS CO CJIYKEBHOM MHOOPMALIMEN

OI'PAHMYEHHOI'O PACITPOCTPAHEHHWS B PECTTYBJIMKAHCKHUX
OPI'AHAX UCIIOJIHUTEJIbHOU BJIACTU

1. O01He 1osoKeHus

I.1. Hactosimee [lonoxkenue onpenensier oOumii nmopsizok obpaiieHust ¢
JOKYMEHTaMH W JPYTHMH MaTepHallbHbIMM HOCUTENSIMH <*> HHopmauuu (nanee
JOKYMEHTaMH),  COAepKallMMH  ciayxkeOHylo  MHGOpPMALIMIO  OTPaHHYE€HHOro
pacrnpocTpaHeHHs, B  OpraHax  MCIOJHWTENBHOHW  BJIacTd, a TakKkKe Ha
MOJABEJIOMCTBEHHBIX MM [pPEANPHATHAX, YUYPEKIACHUAX W OpraHu3auusx (zaree
OpraHu3alusx).

[lonoxenue He pacrpocTpaHseTcss Ha MOpPANOK OOpallleHHs C JOKYMEHTaMH,
COJEp/KALLMMHU CBEJEHHS, COCTABIISAIOLINE IOCY/IapCTBEHHYIO TaiHY.

1:2: K cimyxebHoii uHdopmMauuu OrpaHWYEHHOr0  pacnpoCTpaHeHHs
OTHOCHTCS HECEKpeTHas HH(pOpMaLMs, Kacalolascs AesTeTbHOCTH OpraHu3aluii,
OrpaHHY€HHUs Ha pacnpoCTpaHeHHe KOTOPOH AUKTYIOTCS CllyKeOHOM HeoOX0IUMOCTBIO.

1.3. He MoryT ObITb OTHeceHbl K ciayxeOHOH MH(pOPMALMH OrPaHHMYEHHOTO
pacrpocTpaHeHHs :

aKTbl 3aKOHO/1aTe1bCTBA, YCTAHABIMBAIOLIME [IPABOBOM CTATyC roCyAapCTBEHHBIX
OpraHoB, OpraHu3aluii, OOLIECTBEHHBIX OObeIMHEHWI, a Takke MpaBa, CBOOOALI W
00SI3aHHOCTH TIpaklaH, MOPANAOK HX pealu3allH® CBEIEHHUs O 4pe3BbIYaiHBIX
CUTyaLMsX, OMNacHbIX [PHUPOJHBLIX SBICHUSAX M  Ipoleccax, IKOJIOrHYecKas,
FHAPOMETEOPOJIOrHYECKas, TUAporeojoruyeckas, aemorpaduyeckas, CaHUTApPHO
SMUAEMHONIOrHYecKass M Apyras HHpopmauus, HeoOxomumas /isi  oOecrieyeHus
0e30MacHOro CyIIecTBOBAHMS HACeNeHHbIX MyHKTOB, IPaKAaH W HACEIeHHs B LIEJIOM, a
TaKKe MPOU3BOJICTBEHHBIX O0DBEKTOB; ONMCAHME CTPYKTYpPbl OpraHa MCIOJHUTEIbHOM
BIIaCTH, €ro (YHKUMH, HanpasieHHi M (opM HesTeIbHOCTH, a TaKKe ero ajpec;
NOPSIOK PacCMOTPEHMsl M paspellieHus 3asBIeHHMH, a TakkKe oOpallleHUd rpakiaaH M
HOPUAMYECKHX JIHMLL; PeLIeHUs 10 3asBJIeHUsAM U O0palleHHsM IpaX/iaH U IOPHIHYECKHX
JIMLL, pACCMOTPEHHBIM B YCTAHOBJIECHHOM MOpPsAKe; CBeIeHHs 00 ucnosiHeHuH OrokeTa
M HCIIOJIb30BAHMH PYIMX TrOCYAapCTBEHHbIX PECYPCOB, O COCTOSSHMH KOHOMHKH U
notTpeOHOCTeH HaceleHus;
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JIOKYMEHTBI, HaKalMBaeMble B OTKPbITHIX (OHAaX OMOIMOTEK M apXMBOB,
MH(OPMALMOHHBIX CHCTEMax oOpraHusalui, HeoOXoauMmble s pealu3alluyf I1pas,
¢B00O 1 00s3aHHOCTEH IpaXkKaaH.

1.4. Ha nokymeHtax (B HeoOXOAMMBIX CIydasX W Ha HMX [POEKTax),
cojiepiKalux  CclyxeOHYyI0  HMHQOPMalLHIO  OrPaHHYEHHOr0  PacnpoOCTpaHEHHS,
npocTasisieTcs momerka ~ s ciykeOHOro nonb30BaHus ™,

1.5: PykoBoauTeNb pecryOIMKaHCKOrO OpraHa HCIOJHHUTENbHON BIACTH B
npezenax CBoei KOMIETEHLIUH ONpe/ieliser:

KaTeropu JOJDKHOCTHBIX ITHL, YTOJHOMOYEHHBIX OTHOCHTb CIIy)KeOHYIo
WHGOpMALMIO K pa3psly OrpaHM4E€HHOr0 PpaclpOCTPAaHECHHMs, MOPSAOK Mepeaaiu
ciy:keOHOW MH(OpMaLMKH OrpaHMYEHHOrO pacnpoCTpaHeHUs JAPYIHM OpraHam H
OpraHM3alMsM; [OPSJA0K CHATHA mnoMeTkn ~Jlus  ciyxeOHOro mnonb30BaHus™ ¢
HOcHTeed WHGOpPMALMH OTPAaHU4YEHHOrO PaclpOCTPAHEHHs; OPraHM3ALMUI0 3aLIUTHI
ciykeOHOH MH(OpMaLIMKU OrPaHHYEHHOTO PACTIPOCTPAHEHHS.

1.6. JIOJDKHOCTHBIE JIMLA, MPHHSBIIKE pelleHHe 00 OTHECeHUH CIIy)KeOHOM
uHOpMAIIMKH K paspsily OFPaHWYEHHOrO paclpOCTPAHEHHUs, HECYT MepPCOHATbHYTO
OTBETCTBEHHOCTh 34 OOOCHOBAHHOCTHL TMIPUHSTONO pelleHuss W 3a coOmoaeHue
OrpaHHueHUH, MPeayCMOTPeHHbIX MyHKTOM |.3. HacToswero [TonoxeHus.

1.7 CnyxebHass uH(OpMalMs OrpaHWYEHHOTO pacnpocTpaHeHus 0e3
CaHKIMH COOTBETCTBYIOILUEr0 [OJKHOCTHOrO JMLA HE [OMISKHT pasrialleHuIo
(pacnpocTpaHeHHIO).

" 1.8. 3a  pasrnamweHue  ciyxkeOHOH — HMH(pOpPMALMKW  OrpaHHYEHHOrO
pacrmpoCTpaHeHHsi, a TaKKe HapylleHue ropsaka oOpalueHus ¢ JIOKyMEHTaMH,
collepKallliMi  Takyl0 HH(OpPMalHIO, TOCyJapCTBeHHbIH ciryKamui  (paboTHUK
OopraHuzailMd) MoKeT ObITb NpuBieYeH K  AMCUUIIMHADHOW  WIM  HHOH
MpeayCMOTPEHHOH 3aKOHOAATEIbCTBOM OTBETCTBEHHOCTH.

1:9: B chyyae nMKBHJAUMKM pecryOIMKAaHCKOrO OpraHa HCITOJHHUTEIbHON
BIACTH (OpraHM3aliu) pellleHHe O JadbHeilleM HCMOJIb30BaHUH  CIyKeOHO#H
MH(OPMALIMH  OrPaHWYEHHOIO  pacrpoCTpaHEeHUs [MPUHMMAET JIHKBHIALMOHHAs
KOMHCCHSI.

2. [opsaok obpallieHus ¢ JOKYMEHTaMH, COAEP/KalLUMH CITyKeOHY10
HHPOPMALIMIO OrPaHUUYEHHOrO PacrnpoCTPaHeHHs

2.1 HeobxoaumocTs  mpocTaBieHus nometrkn ~ Jlns  cayxeOHOro
MOJIb30BaHMsA" Ha JOKyMEHTaxX M W3JaHWsX, COJAepKallMX choyKeOHylo MH(OpMALUIO
OrpaHUYEHHOI0 PacMpOCTPAHEHHMs, ONpPEAENAeTCs HCIOJHHTENEM ¥ JI0KHOCTHBIM
JTULIOM, {IOJIMUCHIBAIOLIMM WM YTBEpPKAAIOLWIMM JIOKYMEHT. YKa3aHHas [OMeTKa U
HOMEpP OJK3eMIUIspa MNPOCTaBIsIOTCS B [PAaBOM BEPXHEM YIJIy [€PBOH CTPaHHUIIbI
JIOKYMeHTa, Ha 00JI0KKe M THUTYJbHOM JIMCTE W3J1aHHWA, a TaKiKe Ha NEepBOH CTpaHHIle
COIMPOBOANUTEILHOIO MUCbMA K TAKMM JOKYMEHTAM.



2.2, [Iprem 1 yuer (perucrpauus) JOKYMEHTOB, COIAEPKALLUUX CIIYKEOHYIO
MH(OPMALIMIO OrpaHUYEHHOr0 pPACIpPOCTPAHEHUS, OCYLIECTBISIOTCS, KAk MPaBUIIO,
CTPYKTYPHBIMH TMOJpa3/ie/IeHusAMH, KOTOPbIM MMOpPYYEH TMpPHEM H Y4YeT HEeCEKpPeTHOMH
JOKYMEHTALHH.

2.3% JlokymeHnTsl ¢ nometkoit ” Jlns ciyxkeOHOro nosjb3oBaHus' nevaraioTcs
B MalipHonmucHoM Oropo. Ha ofopore mnocneaHero jaucTra KaXaoro IK3emIuispa
JOKYMEHTa MAalUWHUCTKA J0J/KHA yKa3aTh KOJMYECTBO OTIEeYaTaHHBIX IK3EMIUISPOB,
baMuIMIO  MCMONHWTENS, CBOKWO (amMMIMIO ¥ Jary [edaTaHus JOKyMeHTa.
OtneyataHHble W MOAMMCAHHbIE JOKYMEHTbl BMECTE C YepHOBMKAMH M BapHaHTaMM
nepeaaroTcs sl perucTpauui paboTHUKY, OCYLIECTBISAOLEMY UX yueT. UepHOBHKH H
BapMAHTbl YHMUYTOKAKTCA ITHM pabOTHUKOM C OTpakeHHeM (akTa yHUYTOKEHUs B
y4eTHBIX (OopMax; yYUMTBIBAIOTCSA, KaK MpaBWIO, OTAEIbHO OT HECEeKpPeTHOMH
JOKYMEHTALMH.

[Ipu He3HauuTeNIbHOM 00BEeMe TaKMX JAOKYMEHTOB pa3pellaeTcsi BECTH HUX y4eT
COBMECTHO C APYTHMMM HECEKPETHbIMH AOKyMeHTaMH. K perucTpalMOHHOMY HHIAEKCY
nokymeHTta nodasnsercs nomerka ~ JICIT" smepenatorcs paboTHHKaM noapasjeieHuii
MOJ PAacrUCKy; MepechbulaloTes CTOPOHHUM OpraHu3auusiM (erbIberepckoil CBSI3bIO,
3aKa3HbIMM WM UEHHBIMH  [OYTOBBIMM  OTIPABIEHUAMM;  Pa3MHOMKAIOTCS
(TMpa)kKUpYIOTCS) TOABKO €  NHUCbMEHHOrO  paspellieHHs  COOTBETCTBYIOLLETO
pyKoBoAuTes. YUeT PasMHOKEHHbIX JOKYMEHTOB OCYLIECTBISETCS MO3K3EMILISIPHO;
XPaHATCS B HA/I€XKHO 3aMIUPaeMBbIX U OnevaTbiBaeMbiX WKadax (suKax, XpaHuaumax).

2.4. [lpn HeoOXoAMMOCTH HamNpaBlieHHs JOKYMEHTOB ¢ momeTkor ~ Jlus
CJTyKeOHOTO MOJIb30BaHUA™ B HECKOIbLKO aJpeCcOB COCTABIACTCS yKa3aTe/lb pacChUIKH, B
KOTOPOM  [0QJpPeCHO  MPOCTABAIOTCS  HOMEpa  IK3EMIUISIPOB  OTIpaBIsAEMBIX
JIOKYMEHTOB. YKa3aTellb PACChUIKH MOAMUCHIBACTCS HCIOJHUTEIEM U PYKOBOIMUTEIEM
CTPYKTYPHOTO MOApa3/e/ieHus, FOTOBUBLLETO J10KYMEHT.

2.5. WcnonHeHHble JAOKyMeHTBI ¢ mnomeTkod ~  Jlas  cioyxkeOGHOro
MOJIb30BAHUA™ TPYNNUPYIOTCS B Jejla B COOTBETCTBUM C HOMEHKJIATypod neln
HeCeKpeTHOro aenonpounssoacTsa. [Ipu 3Tom Ha 00s10KKe 1eia, B KOTOPOe MOMELEeHbI
TaKHe JIOKYMEHTBI, TaK)Ke NpocTaBiaseTcs nomerka = s ciykeOHOro nonb3oBaHus ™

2.6. YHUYTOKEHHE J1e]l, JO0KYMeHTOB ¢ nometkod “Jlns cayxebHoro
MOJb30BaHUA", YTPaTHBIIMX CBOE€ MPAKTHYECKOE 3HAYEHHWE M HE HMECIOLIHX
MCTOPUYECKON LIEHHOCTH, TMPOM3BOAMTCS MO akTy. B ydeTHeix ¢opmax o0 3ToM
JleNaeTcs OTMETKA CO CChLIKOM Ha COOTBETCTBYHOLLMH aKT.

2.7. [lepenaya jgokymeHTOB M jgen ¢ nometkod “Jlng cayxkeOGHOro
MOJIb30BaHKA™ OT OJHOro pabOTHHMKA JAPYyromMy OCYLUECTBISETCS C paspelieHus
COOTBETCTBYIOLIEr0 PYKOBOAUTEIS.

2.8. [Ipu cmene paOOTHHMKA, OTBETCTBEHHOTNO 3a Yy4eT JAOKYMEHTOB C
nometkoi “Jlns cayxeOHOrO MOIb30BaHMS™ , COCTABISETCS aKT MpUeMa Cladvd 3TUX
JIOKYMEHTOB, KOTOPBIH YTBEPK/AAETCSH COOTBETCTBYIOLUMM PYKOBOAUTEIEM.

2.9. [IpoBepka HanuMuMs JOKYMEHTOB, el M M3AaHUH ¢ momeTkoi ™ Jlns
Cl1y’KeOHOro Mojb30BaHUA™ MPOBOAMTCS HE pekKe OAHOro pasa B rol KOMHCCHAMH,




Ha3Ha4yaeMbIMU [PHKA30M PYyKOBOJAMTENs. B coctaB TakMX KOMMCCHM 00s3aTebHO
BKJTHOYAKOTCs PaOOTHHKH, OTBETCTBEHHbIE 33 YHYeT H XpaHeHHe ITUX MATepHAIIOB.

B Oubinorexkax M apxuBax, rae cocpeoTodeHo 00Mblioe KOJTHYeCTBO W3JaHMM,
Jell W JIPYTHX MaTepyalioB ¢ nomeTrkod ” Jlna ciyxeOHOro nonb3oBaHHS™ sMpoBepka
HaJIM4YUsi MOKET MPOBOJMTBCS HE peke OJHOro pasa B MATh JeT. Pe3ynbTaTsl MpoBepKu
O(hOpMIISIIOTCS AKTOM.

2.10. O dakrax yrtpaThl [JOKYMEHTOB, Jel M W3[aHHi, COAEpP)KaIINX
ciryxeOHy0 HH(OPMalHIO OrPAHUYEHHOr0 PacnpocTpaHeHus, 100 pasriamieHus ToH
MH(OpPMALUKM CTABHTCS B W3BECTHOCTb PYKOBOJHWTENb OPraHM3allik, ¥ Ha3HA4YaeTcs
KOMMCCHs Ul pacciefoBaHus 00CTOATENILCTB yTPaThl WM pasriiaiieHus. Pe3ynbrarsl
pacciieZIoBaHus 1OK/1aAblBAOTCS PYKOBOAMTEIIIO, HA3HAYMBIIIEMY KOMHCCHIO.

Ha yrpauyenHble NOKyMEHTBI, Aela W M3AaHusi ¢ nomeTkoi “Jlns ciyxebHoro
MMOJIb30BaHKs' COCTABIIACTCA AKT, HA OCHOBAaHWH KOTOPOI'0 AE1al0TCsi COOTBETCTBYOLHE
OTMETKH B y4eTHBIX (opMax. AKTbl Ha yTpadeHHbIe JeJla [IOCTOSIHHOIO CPOKa XpaHeHH sl
MoC/Ie UX YTBEPKIACHHS NepelaloTCsl B ApXUB s BKJIOYEHHUs B Aeo doHaa.

2.11.  Ilpu cHaTuu nomeTky ~J1as ciyxeOGHOro Mojb30BaHUsA" Ha JOKYMEHTAaX,
Jenax WM M3JIaHMAX, a TaKke B Y4YeTHBIX (opmax IenaroTcsi COOTBETCTBYIOLIHE
OTMETKH M HHQOPMHUPYIOTCS BCe ajapecaTbl, KOTOPbIM 3TH IOKYMEHTHl (HM3/aHus)
HarpaBJIsAIHCh.
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