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MHCTPYKLUA ,
0 nopsifke oGpalueHns ¢ JOKYMEHTUPOBaHHOI CnyKe6GHOM MH(OPMALIMeN OrpaHNYeHHOro
pacnpocTtpaHeHusi B MBY «L|PK»

1. OBbuwwme nonoxeHus

1.1, Hacrosiwas VHCTpyKums onpenenset obLumii nopsiaok oBpalleHnsl ¢ [OKyMEHTUPOBaHHOI
CryebHO! MH(OpMaLMelt OrpaHNYEHHOTO  PacmpOCTPaAHEHUs W APYTUMA  MaTepyanbHbIMK
HOCUTENAMU MH(OpMaLK (nanee - [IOKYMEHTbI) B MyHULMNANEHOM BIOIKETHOM YYpexaeHuu
«LleHTp pasBuTUA kynbTypsl MyHULMNATLHOTO paiioHa MecTpasckuiy (nanee — YupexaeHuey).

TpeboBaHus HacToALeil VIHCTPYKLY PacipoCcTpaHSIoTCs Ha NOPSAoK 0BPALLEHNS C MHBIMK
MaTepuarnbHbIMU HOCUTENAMM CITY)XeOHO! MH(OPMALIM OrpaHUYEHHOTO PacnpOCTpaHeHNs (oTo,
BMAEO W ayamo v ap).
1.2. K [OKyMeHTUpOBaHHOM cny>Ke6Hom MHdOpMaLK orpaHquHHoro paCﬂpOCTpaHeHMﬂ
OTHOCUTCS! HECEKPETHARA MHAHOPMALIVS, KaCAKLLAACS AESATENBHOCTU YUpEKaeHHs, OrpaHUueHIs, Ha
pacnpocTpaHeHu1e KOTOpoy AUKTYIOTCA CrTy)ebHoi HeobxoauMocTbio. HeobxoammocTs NpUcBoeHMs
AOKyMeHTaM rpudia «[ina cryxebHoro nonb3osanus» (nanee - JCIM) onpefenseTcs ucnonHuTenem
W [OIKHOCTHBIM JMLIOM, MOAMMCHIBAIOWMM UK YTBEpXKAAWMM [JOKYMEHT, B COOTBETCTBUM C
nepeyHeM BUAOB CryXeBHOM WH(OPMaLMM, KOTOPYH HEOOXOAMMO OTHOCUTL K paspﬂny
OrpaHin4eHHOro pacrpocTpaHeHus (YTBEPKAAETCA PyKOBOAMTENEM YupexaeHus).
1.3. K BokymMeHTpoBaHHO! cryxe6HO! MH(OPMALMM OrpaHUIYEHHOro PacrpoCTpaHEHHs He
MOryT ObiTb OTHECEHbI: - roKanbHble HOPMaTMBHbIE aKThbl, 3aTparvBalole npasa U CBOGOAbI
rpaxiaH; - onucanme CTPYKTYpbl YupexaeHusl, ero pyHKLM, HanpaBneHuit 1 hopM AESTENBHOCTH,
a TaKKe ee aipec; - AOKYMEHTbI, HakannuBaemble B OTKPbITbIX apxvBaX, WHEOPMALIMOHHBIX
cucTemMax, HeobxogumMble [N peanusalim npas, cBoBog, U 0BA3aHHOCTEN rpaxaH.
1.4. . PyxoBoguTenb, [OMKHOCTHbIE NULA YUYPEXLEHUs MPUHSBLLMI pelueHne 06 OTHECEHUM
[OKYMEHTUPOBaHHO! CryeBHOM MH(OpMaLIK K pa3psy OrpaHUIEHHOTO PacTpOCTPaHEHNS, HecyT
NepCoHaslbHylo  OTBETCTBEHHOCTb 33 OBOCHOBAHHOCTL MPUHATOTO PELUEHUS  COBIOLEHME
OrPaHNYeHniA, MPeAyCMOTPeHHbIX M. 1.3, HacTosweil VHCTpYKUMM, a Takke 3a 0BecreYeRHOCTb
3alUnTLl HocUTeneit MH(OpMaLA OrpaHNYEHHOTO PacpOCTPaHEHHS U UCTOMb30BaHNS cpencTs
OPITEXHUKW NPY NOLTOTOBKE STUX: AOKYMEHTOB.
1.5. [lokymeHTupoBaHHas cnyxebHas UHopMmaLs orpanquHoro pacrpocTpaHeHus 6es
CaHKLM PyKOBOAMTENS YUPEXAeHIs He MOAMNEXMT pasrnaLleHuto (pacnpocTpaHeHuo).
1.6.  3a pasrnaleHne [JOKYMEHTUPOBAHHOM  CMyXeGHOA WMH(OPMALWMM  OrpaHUYEHHOTO
pacnpocTpaHeHus, a Takke HapylleHue nopsaka obpalleHns ¢ [OoKyMEeHTaMu, COAepXaLlmi
TaKylo MHopMaLMto, paBOTHUK YuUpexaeHNs MOXeT ObiTb NPUBIIEYEH K AUCLIAMINHAPHON UMK MHO
NpeAyCMOTPEHHON 3aKOHOLATENbLCTBOM OTBETCTBEHHOCTM.
1.7. KoHTpomb 3a OCYyLIECTBMIEHWEM "y4eTa, DPasMHOXEHWS, XPaHEHUS U WCMONb30BaHNS
fokymenTos ¢ rpuchom «[JCI» BosnaraeTcs Ha creLmanucTa (4enonpoussoauTens) YupexaeHus.
1.8.  PaboTHukn YupexaeHus, MetoLLe OTHOLLEHMe K paboTe ¢ [lokymeHTamu «CIT» AomKHbI
GbiTb B 00si3aTeNbHOM MOPsAAKe, O3HAKOMIEHb!- C HACTOALLEH VHCTPpYKUyel, yeTaHaBRMBaLLeil
nopsilok paboThl ¢ [JOKYMEHTUPOBAHHOA WHAOPMaLMeN OrpaHUYEHHOro pacnpoCTPaHEHUs B
YupexaeHun. PaboTHukam (BOMKHOCTHBIM nuuam), pabotaiwmM ¢ [okymeHntamu «[CMy,
3anpeLLaeTcst COoBLLaTh YCTHO MK MUCbMEHHO KOMY Bbl TO HU BbINO CBEAEHMS, COLEPXKALIMECS B
3TUX [loKyMeHTaX, eCni1 3TO He BbI3bIBAETCS CY)KEBHOI HEOBXOAMMOCTbIO.



2. Mopspok pabotsl ¢ [lokymeHTamm

2.1.  [lokyMeHTbl, copepxalume KoH(uAeHLmanbHylo WHpopmauuio (OCHM) nevatawtca Ha
pabouiX MecTax AOMKHOCTHBIX NLL (MCTIONHUTENEN) C y4eToM TpeboBaHuil TEXHUYECKON 3aLLUThI
WHChOPMALMK.
2.2, Ha [lokymeHTax, COAepkaluux KOH(MAEHUMAnbHYI0 MHpOpMaLmio, NpoCTaBnAeTCa
orpaHuuuTenbHas nometka [ICI1. YkasaHHad nomeTka 1 HOMep 3Ksemnnspa NpoCTaBNAloTcs B
NpaBOM BEPXHEM YrTy NepBOV CTpaHuLibl [JokyMeHTa, Ha 0BnoxKke v TUTYNbHOM nucTe [JokymeHTa,
a TaKkKe Ha NepBOi CTPaHMLLE COMPOBOLAUTENBHOTO MCbMa K 3TM [lokymeHTaM. HeobxoauMocTb
npocTasneHns [CM Ha [lokyMeHTax onpeaensieTcs pyKoBOAUTENEM.
2.3.  Peructpaums nognucanHbix JokymeHToB [1CI1 ocyluecTBNseTCs LOMKHOCTHBIMU NULaMy
(MCTIOMHUTENAMM), KOTOPbIM MOPYdYeH Mpuem 1 y4eT HecekpeTHoi [lokymeHTauun. [lpu
HesHauMTensHoM ofbeme Takux [okymeHToB (no 500 pervcTpauuit B KaneHpapHbid rof)
paspeLlaeTcs BECTU UX PETUCTPaLMiO B YYETHbIX POPMax COBMECTHO C APYrMMM HECEKDETHLIMM
[okymeHTamu.
2.4.  PeructpauponHbii  Homep  [okymenta [CI1  npepocTtaBnsetcs B MO3NLK,
npeaycMoTpeHHoit 6naHkom [CH, k Homepy gobasnsetca nometka «[MNC». B octanbHom
ocopmneHue [JokymenTto [iMC ocyllecTBRsieTcs B MOPAAKe, YCTaHOBMEHHOM B YUpexaeHus ans
LloKyMEHTOB OTKPBITOrO XapakTepa.
2.5.  Ycnosus xpaHenust [JokymeHToe ¢ romeTkor [CI pomkHel npegoTepalyars cBOBOAHbIA
[OCTYM K HUM. Bbifiaya (nepepaya) lokymerTos [I11C nponsBoauTCs nog pocrnuc.
2.6. PasmHoxeHue (TupaxupoBaHue) [okymeHtoB ¢ nomeTkoit [INC npousBOAMTCS TOMBKO C
MUCbMEHHOTO pa3peLLeHIsi PyKOBOAUTENS YUpexaeHus,
2.7.  Tepecsbinka [lokymeHTos [MC B Apyrvie opraHn3aLim nponssoantes Yepes «[louty Poccumy
- 3aKa3HbIMM UMK LieHHbIMW NOYTOBBIMU OTMPaBIIEHUAMM. ,
2.8.  WcnonHenHble fokymeHTsl AMNC rpynnupyloTcs B fiena B COOTBETCTBUN C HOMEHKMATYpOil
fen. Mpu 3TOM B HECEKPETHbIX JENonpoV3BoACTBaX Ha 0BMOXKe Aena, B KOTOPOE NOMELLIEHbI Takve
[IOKYMEHTBI, Takxke npoctansetcs nometka [M1C.
2.9.  YHuutoxeHue gokymeHTa [MC npounssogmuTcs no akTy no UCTEYEHWUM CPOKOB XPaHEHNs 1nu
M0 MWHOBaHUM B HWUX HAZOBHOCTW. JKCMepTM3y M OT6OP K YHUYTOXEHWIO [JOKyMEHTOB,
ChOPMUPOBaHHLIX B [ena, M KOH(WAEHUMArbHOM  MHGOpMaLmi  MpOM3BOAMT - KOMMCCHS,
HasHayaeMas pykoBoauTenem YupexaeHus (Mpunoxexue).
2.10. MMepemaya [okymeHToB M pen ¢ nomeTkoir ACIM oT oAHoro paboTHuka [pyromy
OCYLLIECTBIISIETCA C Pa3peLLeHUs PyKOBOAUTENA YUpexaeHus.
2.11. Tlpu cMeHe paboTHKKa OTBETCTBEHHOrO 3a AeNonpon3BOACTBO, COCTABIIAETCA akT npuema -
cnaum fokymenToB [ICTT, yTBepkaaemblit pykoBoguTenem YupexaeHus.
2.12. Tposepka Hannuns aokymenToB [CI npou3BoaMTCA He pexe OAHOro pas B rof KOMUCCHEN,
Ha3HaYaeMoil pyKoBOAMTENEM YupexaeHus. B cocTaB KOMMCCMM BKIKHAETCS  PabOTHMKM,
OTBETCTBEHHbIE 33 Y4eT U XpaHeHue [JoKyMEHTOB.
2.13. PesynbTarhl nposepki Hanuuus LokymentoB AMNC odopmnalotca aktom. Ha ocHoBaHMu
akta 06 yTpadeHHbIX [IOKyMEHTax [enatTcs COOTBETCTBYIOLME OTMETKA B Y4ETHBIX popmax. O
dbakTax yTpaThl KOH(UAEHUMANbHbIX [OKyMEHTOB nnbo pasrnallenus KOoH(UAeHUMarnbHON
MHGOpPMALMK CTaBUTCS B M3BECTHOCTb PYKOBOAMTENb YUPEKAEHUS U HasHa4aeTest KoMUCCHA And
paccnefoBaHns 06CTOATENLCTB YTPaThl UM pasrnalleHus.

PesynbTaThl paccriefoBaHUs 4OKNa/ibIBAIOTCS PYKOBOAUTENH YUpEeXAEHNS.
2.14. Tlpn cHatn nomeTkn "[ns cnyxebHOro nonb3oBaHusA' Ha AOKYMEHTax, Aenax unu
W3OaHUSIX, @ TalKe B Y4ETHbIX (opMax LenatoTcst COOTBETCTBYHOLIME OTMETKM U MHOPMUPYIOTCS
BCE aapecaThl, KOTOPbIM 3TV LOKYMEHTbI (M3[aHus) Hanpasnsuch.



[MpunoxeHne 3

K npukaay ot 04.05.2026 Ne117

Dopma JKypHana perucTpanyy BXOASIIIX JOKYMEHTOB C OMeTKOM «J[is cirysxe6HOro
10J1630BaHuD» B MBY «IPK»

Ne n/n [ata Homep u Hassanue pud, Kparkoe Pesoniuma | Pacnuckae | OtMeTka o6 | Mpumeyanme
NOCTYRNeHUs nara Opranv3auuMy, | KOMUYEcTBO | CodepwaHve W KOMY MOMYYEHUM | WUCTIONHEHMM |
[DOKyMEHTa Kem IKIEMIMNAPOB, nepefiaH [OKyMeHTa
NOANKACEH TNIACTOB LOKYMEHT (nara,
[OKYMEHT IKIEMNNIAPA Ha MOANMCh)
WCTIONHEHME
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®opma JKypHana perucTpamiy UCXOMIIIMX JOKYMEHTOB ¢ IIOMETKOM

mosts30Banusa» B MBY «IIPK»

«/mns ciryxe6HOTO

Ne n/n [ata Homep pudp, Kpartkoe ®.1.0. Kem Kyna u OtMetka 06 | Mpumesianue
UCXONAWET0 | KOMMYECTBO | COAEPKAHME | WCMOMHUTENS | NOAMWcaH Komy UCTIOMHEHUM
[IOKYMEHTa | SK3eMMIispoB, LOKYMEHT | afipecosaH
NHCTOB ' LOKYMEHT
JK3EMNNApa
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