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Monoxenue o nopsgke obpawenus ¢ AOKYMEHTUPOBaHHOM
cnyxe6Hon nHopmMaumein orpaHUyeHHOro pacnpocTpaHeHus, KOTOpYHo
Heob6X0AUMO OTHOCUTB K paspsaay orpaHU4eHHOro pacnpocTpaHeHus
MyHuuMNanbHOro aBTOHOMHOrO AOWKONbLHOro o6pasoBaTefibHOro
yupexaeHun petckuin cag Ne 61 «Pomalwka» KoOMGMHUPOBaHHOTO BUAA

1. O6wme nonoxeHus

1.1. Hacrosawee MonoxeHue onpegensert o6t NopsAoK obpalLeHns ¢ AOKyMEHTaMu 1
APYrMMI HocUTENnAMU uHdbopMauuu (danee - [AOKyMEHTaMM), CoaepXalumn  CryxeGHyo
WHOPMaLMIO OrpaHNYEHHOro pacnpoctpaHeHus B MAJJOY Ne 61 «Pomawka» (aanee - JOY).

1.2. K cnyxebHoi WHOPMaLMM  OrPaHUYEHHOrO  PacnpPOCTPAHEHWs! OTHOCUTCH
HecekpeTHaa  WHdopmauus, Kacatowascs aestensHoctu [OY, OrpaHuNyeHns Ha
pacnpocTpaHeHne KoTopoi AWKTYIOTCA CryxeBHOW  HeoDXOAUMOCTbIO, a Takke
MOCTyNNBLUAS B OpraHWU3aLuM HecekpeTHas UH(OPMaLMs, AOCTYN K KOTOPOW OrpaHUYEH B
cooTseTcTBuM C lMocTaHoBneHnem [lMpasutenscTea Poccuiickoii depepauyum oT 2 aBrycra
2019 r. N 1006 "O6 yTBepaeHUM TpeboBaHWi K aHTUTEPPOPUCTUYECKON 3aALLMLLEHHOCTY
obbekToB (TeppuTopuin) MuHucTepctBa npocselenns Poccuiickoi depepauun u
ODbEeKTOB  (TeppuTopuii), OTHOCAWMXCA K cthepe peatenbHocTM  MuHucTepcTBa
npoceelyeruns Poccuiickoit depepalinu, n hopmbl nacnopTa 6e30nacHOCTU 3TUX 0GbEKTOBR
(TeppuTopuii) " B peaakumm ot 05.03.2022 roga Ne 289

1.3. Ha pokymeHTax, cogepxaLumx CryxebHylo nHpopMauuio orpaHUYeHHOro
pacnpocTpaHeHus, npoctaenseTcs nomeTka "Ans cnyxe6Horo nonb3oBaHus".

1.4. Pykosoautens JOY B npeaenax ceoeii KOMMNEeTeHUUn onpeaenser:

- kaTeropun AOMKHOCTHbIX NNL, YNOMHOMOYEHHBIX OTHOCUTL CIYXEBHYI0 MHbopMaLWIo K
paspsay orpaHUYEeHHOro pacnpOCTPaHEHUS;

- NOPAAOK Nepeaayn  cnyxebHol  MHOPMaUUM  OTPaHUYEHHOrO PACNPOCTPaHEHWS
ApYyruMm opraHam 1 opraHusauusm;

- NopsAoK CHATUS  momeTkn  “[ns  cnywebHOro  nonb3oBaHUs" ¢ HocuTeneii
WHopMaLMN OrpaHUYEHHOro PacnpoCTPaHEHUS;

- OpraHu3auuio 3awuThbl cnyxe6bHon nHdopmaLmm orpaHuyeHHoro
pacnpocTpaHeHus.

1.5. [JO/MKHOCTHble  nuua, NPUHSBLUME  pelleHne o6 OTHeceHwUu cnyxe6How
WH(OPMaUMM K paspsgy OrpaHUYEHHOro pacnpoCTPaHEHUsi, HecyT NEePCOHanbHyo
OTBETCTBEHHOCTb 32 OOOCHOBAHHOCTb MPUHATOrO peleHuss U 3a  cobniogeHne
orpaHu4eHuit, NpeaycMoTPEeHHbIX NyHKTOM 1.3 HacToswero MonoxeHus.

1.6. CnyxebHas WHdOpMaLus OrpaHMYeHHOro pacnpocTpaHeHus 6e3  caHKuum
COOTBETCTBYIOLLEro AO/KHOCTHOTO NNLA He NOANEXUT pasrnalleHmnio (pacnpocTpaHeHuio).

1.7.3a pasrnalieHue crnyxebHol WHGOpMaLMM OrpaHNYEHHOro pacnpoCTpaHeHus,
a TaKke HapylleHue nopsaka obpalyeHus C AOKYMEHTaMu, COAEpXaluMu Takyio
MHdopMaLMio, pabOTHUK OpraHu3auun  MoXeT ObiTb MPUBNEYEH K AUCUMNNMHAPHON UK
WHOI NpefyCMOTPEHHON 3aKOHOAATENLCTBOM OTBETCTBEHHOCTHU.
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2. Kateropum nomKHOCTHBLIX NUL, UMEIOWUX AOCTYN K CNyXeGHO
WHOPMaLUM OrpaHUYeHHOro pacnpoCcTpaHeHus

2.5 K cnyxxe6Hon WHbOpMaLMK OrpaHUYEHHOTO PACNPOCTPAHEHNS UMEET 4OCTyn
saseayowmii MAJOY Ne 61 «Pomawukay.

2.2. YcraHoBneHbl cnepylowme KaTeropuum [OOMMKHOCTHBLIX NUL, KOTOpble Ha
OCHOBaHWN pacnoPSAUTENLHOrO akTa PyKOBOAUTENS, MOFYT BbiTh AONYLLUEHbI K CIYXeBHOi
UHdOpMaLWK orpaHnyeHHoro pacnpocTpaHeHus:

- SaMECTUTeNb 3aBEAyIoLLIEero no BOCNUTATENbHOI U METOAUYECKoN paboTe,
- 3amecTuTens 3aseqyoLero no 6esonacHocTy (oTBETCTBEHHbIV 3a
anTuTeppopucTudeckyto 6esonacHocts 8 J0OY),

- ceKkpeTapb.

2.3. 3a pasrnalueHue cnyxxebHoit MHGopMaLMKN OrpaHNYEHHOrO PacnpocTpaHeHus,
3a HapylleHne nopsaka obpalleHns ¢ 4OKyMeHTaMu, coaepaLLmmu TaKylo MHopMaumtio,
OTBETCTBEHHbIE LA MOTYT BbiTh NPUBNEYEHS! K AMCLMNANHAPHON OTBETCTBEHHOCTbIO.

3. NMopsapok o6paueHus ¢ AOKYMEeHTaMu, coaepKallumm
Cnyxe6HyI0 MHGOPMaLUIO OrPaHNYEHHOTO pacnpocTpaHeHus

3.1. HeobxoaumocTs  npocTaBnenuss nomeTku "[ns cnyxe6Horo nonb3osaHus" Ha
AOKYMEHTax W un3paHusx, copgepxaliux cnyxebHyio 1HopMaLMIo OrpaHUYEeHHOTo
PacnpocTpaHeHus,  onpeAensieTca  UCMOMHUTENEeM U AOMKHOCTHbIM nuuom,
noanuceiBaloWMM  Unu - yTBEPXKAAOWUM  [OKYMEHT. YkasaHHas nomeTka w HoMep
Sk3emnnApa NpoCTaBNsoTCA B NPaBOM BEPXHEM YTy NepBOii CTPaHULbI AOKYMEHTA, Ha
0BroXKe 1 TUTYNbHOM IUCTE M3JaHUS, a TaKkKe Ha NepBOV CTPaHULE CONPOBOAUTENBHOIO
n1McbMa K TakuM SOKYMEHTaM.

3.2. lMpuem u y4eT (peructpaums) AOKYMEHTOB, coaepxawmx cnyxebHyio
WHGOPMAUMIO  OrpaHNYEHHOTO  PacnpoCTpaHeHus, OCYLLECTBNAOTCA, Kak npasumno,
CTPYKTYPHBIMU - NOAPA3AENEHNAMMN, KOTOPLIM MOPYYeH NPUEM U yYeT HECeKPETHON
OOKyMeHTauuu.

3.3. [lokyMeHTbI ¢ nomeTkon "[Ans cnyxe6Horo nonb3osaHus".

Ha obopote nocnegHero nucta kaxaoro ak3emnnispa AoKyMeHTa COTPYAHWK OOSKEH
ykasaTb KONMUYECTBO OTNEYaTaHHbIX K3EMNIAPOB, (hamMUNUI0 MCNONHUTENS, CBOIO
thamunuio 1 aaty nevataHus AokymeHTa. OTnevartaHHble U NOANUCAHHblE [OKYMEHTbI
BMECTE C YepHOBMKaMW W BapuaHTaMW NEepeaaloTcs Ans peructTpauuu paboTHuky,
OCyLLECTBAIAOWEMY UX y4eT. YepHOBUKN N BapUaHTbl YHUYTOXAOTCSH 3TUM paboTHUKOM ¢
OTPaxeHUeM (pakTa YHUUTOXEHUS B Y4eTHbIX popmax. YuuTbIBAIOTCS, Kak npasuno,
OTAeNbHO ~ OT  HeCeKpeTHOW [OKYMEHTauun B CneuuanbHoOM XkypHane perucTpauum
AOKYMEHTOB CMyeBHOro nosib3oBaHus. MNpn  HesHauuTenbHoM  obbeme  Takux
AOKYMEHTOB paspelaeTcs  BECTM WX y4eT COBMECTHO C APYrUMW HECEKPETHbIMM
AOKYMEHTamm (K perucTpaLmoHHOMY MHAEKCY oKyMeHTa A06aBnseTcs nomeTka “acn")

-nepepatotcs paboTHUKam noapasaenexuii oA pacnucky;

-NEePECHINATCA CTOPOHHUM  OpraHU3auusM 3akasHbIMU UMK LEHHBIMU MOYTOBBLIMM
OTnpaBneHusiMu;

-pa3mMHOXalTCA  (TUPaXUpYylTCs)  TOMbKO € MUCbMEHHOro paspeLueHus
COOTBETCTBYHOLLETO PYKOBOAUTENS. Yyet pPa3MHOXeHHbIX OOKYMEHTOB
OCYLLECTBNAETCS MO - 3KIEMNIISPHO;

-XPaHATCA B HAAGXKHO 3anupaeMblX 1 onevaTbiBaemblx Lkadax (ALLmkax, cencax).




3.4. Mpu HeobXoAMMOCTU HanpaBneHus AOKYMEHTOB ¢ momeTkoi "[ns cnyxebHoro
nonb3oBaHuA" B HECKONbKO afpecoB COCTABMSETCA ykasaTenb PacChlfiki, B KOTOPOM
noafpecHo MpPOCTaBMATCA HOMepa 3K3eMNNspoB OTNpaBnseMbIX [OKYMEHTOB.
YKasaTenb pacCbiNku NOANUCHIBAETCS UCMONHUTENEM U PYKOBOAWUTENEM.

3.5. UcnonHeHHble aokymeHTbl ¢ nomeTkoir  "[Ans  cnyxeBHOro nosnb3oBaHus"
rpynnuMpyloTcs B fOena B COOTBETCTBUM C HOMEHKNATYpOil Aen HeCeKPeTHOro
Aenonpoussofctea. [pu atom Ha obnoxke Aena, B KOTOpOE MOMELLUEHbl  Takue
AOKYMEHTBI, Taloke npocTasBnseTcs nomeTka "[Ans cnyxebHoro nonb3osaHns".

3.6. YHuuTOXEHME Aen, [oKyMeHTOB C MoMeTkoi "[ns cnykeGHOro nonb3osaHus”,
YTPaTUBLUMX CBOE MPAaKTUYECKOE 3HAYEHWE U HE WMEIOLMX MCTOPUYECKON LIEHHOCTM,
npon3BoAUTCA MO akTy. B yuyeTHbix opmax 06 3TOM AenaeTcsi OTMETKA CO CChINKOM Ha
COOTBETCTBYIOLLMIA aKT.

3.7. Tepepaya fokyMeHTOB 1 gen ¢ nomeTkoit "[ns cnyxebHoro nonb3osaHus" OT
OAHOTO  paboTHWKa [pyroMy OCYLIECTBNAETCA C Pa3speLleHus COOTBETCTBYIOLLErO
pykosoguTens.

3.8. Mpu cmeHe paboTHuKa, OTBETCTBEHHOO 3a y4yeT AoKyMeHTOB C nomeTkoin  "[Ans
cnyxebHoro  nonb3oBaHus", cocTaBnsieTcs  akT npuema-caaynm 3TUX [OKYMEHTOB,
KOTOpbI yTBEPXXAAETCS PyKOBOAUTENEM.

3.9. MpoBepka Hanuuus AOKYMEHTOB, Aen u usaaHuin ¢ nometkon "Ana cnyxebHoro
Nonb30BaHNA" NPOBOANTCS HE PEXe OAHOTO pasa B rof OTBETCTBEHHLIMU, HA3HAYAEMbIMM
NpUKasoM pyKkoBOAUTENS.

B apxuBax, rae cocpeoToueHo Gombluoe KOMMYECTBO W3AAHMWIA, Aen W Apyrux
mMaTtepuanos ¢ nometkoil "[na cnyxeGHOro nonb3oBaHWA", NMpoBepka HaNMM4YMA MOXET
NPOBOAMTLCA HE pexe OQHOro pasa B NATh neT.

PesynbTtaTbl NpoBEPKN 0HOPMAAIOTCSH aKTOM.

3.10. O dakTax yTpaTbl AOKYMEHTOB, COAEPXaLUMX CRyXeBGHYIo WHbopmaumio
OrPaHU4YEHHOro  pacnpoCTpaHeHus, NUbo pasrnalleHns 3Toi UHGOPMaLUK CTaBUTCA B
N3BECTHOCTb PYKOBOAUTENb OpraHu3auun U HasHa4yaeTcs KOMUCCUA ANA paccnefoBaHUs
0BCTOATENLCTB yTpaThl UK pasrnalleHns. PesynbtaTthl paccnefoBaHus AoKnaabIBaloTCs
PYKOBOAUTENIO, Ha3HaYMBLLEMY KOMUCCUIO.

Ha yTpayeHHble  AOKYMEHTbl, Aena v U3faHna ¢ nomeTkoit "[ns cnyxeBHoro
nosib3oBaHusa" cocrasnserTcs aKT, Ha OCHOBaHWUU KoToporo aenatTcs
COOTBETCTBYIOLUME OTMETKM B YYeTHbIX chopmax. AKTbI Ha yTpaueHHble aena
MOCTOSAHHOTO CPOKa XpPaHEeHWsi NOCNe UX YTBEPXAEHNA NepefaloTca B apXuB.

3.11. Mpu cHATUM nomeTkn "[ns cnyxebHoro nonb3oBaHUs" Ha AOKYMEHTax, aenax
Unu n3gaHusx, a Takke B YY4eTHbIX hopmax AenaloTCA COOTBETCTBYIOLME OTMETKN.




JNvcT o3nakomnenus ¢

Monoxenuem o nopsake obpaleHus ¢ 4OKyMeHTUPOBaHHOM
cnyxe6Hon undopmauuen OrpaHW4eHHOro pacnpocTpaHeHUs!, KOTOPYHo
Heob6XoaAUMO OTHOCUTL K Paspaay orpaHU4eHHOro pacnpocTpaHeHus
MyHuumnansHoro asToHomMHoro AOLWKONBLHOro obpasoBaTesnibHOro
yuypexaeHus netckui cag Ne 61 «Pomawka KOMOMHUpOBaHHOro BUAa
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