Hpunoxenue k npukasy Ne 76 ot 16.06.2021 T.
HHCTPYKIIUSA

0 nopsiaKe odpamenns co cJIy:xe6Hok HH(popManueii orpanA4enHOro0 pacnpocTpaneHus B
Mysununansuom 6romxeraom YIPEXICHHH KyIbTYphI «SIpaHckuii KpaeBexgeckuii
My3eii» SIpanckoro paiiona Kupogckoii o6aacru («<MBYK «SIKM»)

(mamee - Unctpyknns)
1. O6mue nosoxenns

1.1.Hacrostmas Uactpykmus OMPEACIACT MOPANOK 0OpAIEHHS C JOKYMEHTaMH H JpyTUMH
MATCPHAIILHBIMH HOCHTEISME HHOpMAmuH ((oTo-, KHHO-, BUJICO- M ayTUOILJIEHKH, MAIIHHHEIE

HOCHTENH HHGOPMAIHH p.), COAepKAUMH HHpOPMaIUIO OTPaHHYCHHOI'0 PaCIPOCTPaHEHHS
B MBYK «SIKM» .

1.1.1. Hactosimas Muctpykius He PACIIPOCTPaHACTCA Ha HOPSIOK OOPAIIEHHs C TOKyMEHTaMH,
COZCpXKAIMMH CBEJICHHS, COCTABIISIONIHE TOCYapCTBEHHYO TalHy.

1.2. Hacrosimas mHCTpyKmus cocrasiena s COOTBETCTBHH C IOJI0XEHHEM DeepabHOro
3aKoHa oT 27 mronst 2006 r. N 149-®3 "06 HH(OpMAaNuH, HHPOPMAITMOHHEBIX TEXHONOTHSX H O
3amuTe uHGopmarmu" u [MoosxkeHueM o HopsiKe oOpameHus co CiIyxKe6HOM uHpOpManuei
OTPaHHYCHHOTO PacIpPOCTPaHEHHUs B (eepaTbHbIX OpraHax UCIIOIHHUTEIILHOM BIIACTH,
YTBEPXKACHHOrO IMocTaHoBNeHHeM [IpaBuTenscta Poccuiickoit ®enepanuu ot 3 HOs6ps 1994 T,
N 1233.

1.3. K ciyxeGHoit napopmaruu OTPaHMYCHHOTO PaCPOCTPAHEHHUs OTHOCHTCS HECEKPETHAs
HHpOpPManusi, Kacaromasics gestensroctd MBYK «SIKM», orpannuenue Ha pacIpocTpaHeHue
KOTOpO# UKTyeTCs CiTy)eGHOM He06X0MMOCTHIO.

1.4. He MOryT GBITH OTHECEHEI K CITykeOHOM HH(POPMAIUK OrpaHHYEHHOTO pacnpocTpaHeHHS:

- dKTBI 3aKOHONATEIIBCTBA, YCTaAHABIIABAIONIHE IPABOBOM CTATYC FOCYAPCTBEHHBIX OpraHOB,
OpraHHM3alii, OOIIECTBEHHBIX 0GheAMHEHH I, a TAKKe IIPaBa, CBOGOIbI H OBI3AHHOCTH rpaxkIaH,
MIOPAAOK UX peaTH3allvu; :

- CBENICHHS O IPE3BRIYAHHBIX CHTYAITHSX, ONACHBIX IPUPONHBIX SBICHHIX H Imporeccax,
SKOJIorHyeckas, FupOMETeOPOIOrHIeCcKas, THAPOreoIOTHYecKas, feMorpadudeckas,
CaHUTapHO-3MHUIEMUOIOTHYeCKas U Apyras HHGOpMAaIHs, HeoOXoauMast IS 06eCIICIeHHUS
6e30MacHOro CyIIECTBOBAHMS HACEIEHHBIX IIyHKTOB, IPakJiaH, a Tak)Ke MPOHU3BOICTBEHHBIX
00BEKTOB;

- OIMCAHKE CTPYKTYPbI OpraHa HCIONHUTENEHOM BIACTH, ero (yHKIH, HApaBIeHHH 1 bopm
AEATENBHOCTH, a TAaKXKe ero apec;

- IOPAZIOK paCCMOTPEHHS 3aABIICHUM U OOpaIIeHHI IPAXKIAH ¥ IOPHINYECKHX JIHIL;

~ PCIICHU 110 3asBICHUAM H OOPALICHUSM IPXKIAH H IOPAIUYECKHX JTHII, PACCMOTPEHHEIM B
YCTaHOBJIEHHOM MOPSIKE;

- CBEJICHHSI 00 MCTIONTHEHHH GIOKETa, HCIIOIB30BAHHH rOCYAapCTBEHHBIX PECYPCOB, COCTOSIHUU
9KOHOMHKH H IIOTPEOHOCTAX HACETCHHS

- AOKYMEHTBI, HaKaIlIMBAEMbIC B OTKPBITHIX (hOHIaX GHOIHOTEK M APXHBOB, HH(POPMALHOHHEIX
CHCTEMaX OpraHu3alliid, HeOOXOMUMEIE IS pealn3aliy IIpaB, cBOGOI ¥ 06S3aHHOCTElH

rpaxkJaH.



1.5. Ha noxymenTax (B HEOOXOTUMBIX CJIy4asX - M Ha MX IPOEKTaXx), COAEPKAIIHX CiIyxebHyr0

HHGOPMAIHIO OrpaHHYeHHOrO PacIpoCTpaHen s, mpocTaBgeTcs momeTka " Jis CIIy:ke0HOTO
MI0JIb30BaHuA ",

1.6. Ycranonens CICNYIOIINE KATETOPHH JIOMKHOCTHBIX JIHII, YIIOJHOMOYEHHEIX OTHOCHTE
CITy>XeOHYI0 HHpOPMAIHIO K Paspilly OrpaHM4eHHOTO pacIpoCTpaHeH s B MyHUIMIAIBHOM
OrOmKEeTHOM yupesxaenun KyJIbTypHI «SIpaHckuit KpaeBequeckuit My3ei» SIpanckoro paiiona
Kuposckoit o6nactu:

- JUPEKTOP My3es;

- 8AMMHHUCTDPATOD; - JICKTOP (3KCKYPCOBOT),

-XPaHHUTEJIb MY3€HHBIX [IEHHOCTEIH.

YKa3aHHbIE JODKHOCTHEIE JIHIA HACTICHBI IIOJTHOMOYHSIMH 110 CHATHIO IOMETKH " st
CIIy>ke6HOTO MoJIB30BaHus" ¢ AOKYMEHTOB, HEOOOCHOBAHHO OTHECEHHBIX K KaTeropuu
OTPaHMYCHHOTO PaCIPOCTPaHEHHMS IO JYHNHEHHBIMH HM JOJDKHOCTHBIMH JIMIIAMH.

1.6.1. TIpaBo cHsTHS mOMeTKH "5 ciye6HOro moIb30BaHHS" HMEIOT:

- AHPEKTOP My3esl, - C JOKyMEHTa, KOTOPOMY IIPHCBOEHA 3Ta [IOMETKa JEKTOP (3KCKYPCOBOL).
1.7. omkHOCTHEIE THNA, TIPHHABINNE PEIIEHHE 00 OTHECEHHH CITykKeOHOM uHpopMaImu x
Paspsany OrpaHM4eHHOTO PaCIpPOCTPAaHEHH S, HECYT NIEPCOHATIBHYIO OTBETCTBEHHOCTS 3a
000CHOBaHHOCTE MPHHATOTO PeIIEHHS, 3a COOMOIEHAE OrpaHUYeHHMi, IIPETyCMOTPEHHEIX 11. 1.4
HacTosmei Uactpykimu. 1.8. Hupexrop MBYK «SIKM», JIEKTOP (3KCKYpCOBOJ),
YHOIHOMOYCHHbIE OTHOCHT CITyXeGHYI0 HH(POPMAIHIO K paspsy orpaHH4e€HHOTO
pacnpocTpanenus (1. 1.6 HacTosel Uncrpykimu), ycTanasmmpaoT IIE€PEYCHb JIMLI, KOTOPHIM
HAlIpaBIIACTCS. NTOKYMEHT ¢ IIOMETKOH "JIist ety xeGHOro T10Ib30BaHms",

1.9. Cnyxebras unpopmanus OrpaHUYCHHOrO PAaCIPOCTpaHEeHHs €3 CAHKIHI
COOTBETCTBYIOWIET0 NOKHOCTHOTO JIMIA, HPHHSBIIETO PeIIEHHE O IPHCBOCHAHU JOKYMEHTY
nomeTkH "Jlns cimysxeGHOro mons30BaHus", He TOIEKHUT pasrialeHuIo (PacipOCTPAHEHHIO).

1.10. ITpu u3MeHeHHH 06BEKTHBHEX OOCTOSATENLCTB, BCIEACTBHE YEro JaJIbHEHIas 3ammura
CITy’XeOHOH MH(pOPMAIHK OrpaHHYEHHOTO PaclpoCTPaHEHHs HelleNnecooOpasHa, 110 PelIeHHIO
mapekTopa MBYK «SIKM» B npenenax ero KomneTeHnuy (1. 1.6 Hacrosmeit MHcTpykium) ¢
HUX CHUMACTCs rioMeTka "J[iis ciryxe6HOro monp3oBanus’.

1.10.1. TIpemnoxenus u 060CHOBAHHS O CHATHH C JIOKYMEHTOB MOMETKH "J[1ist cirysxe6HOTO
TIOJIb30BaHHs" BHOCSTCS: - PYKOBOJHTENEM YUPeKIEHHUS, HOATOTOBMBIIAM TH JOKYMEHTEL a
TaKiKe JIIOM, OTBETCTBEHHBIM 32 PaGOTy CILy GBI AETONPOM3BOICTEA.

1.11. 3a pasriamenwue ciyxe6uoi HH(pOPMAIHH OrPaHHYEHHOTO pacpoCTpaHEHHUs, a TaKKe 3a
HapyMeHHUe NOpsAKa OOpaIe s ¢ JOKyMeHTaMH, COZEpXKAIMMH TaKyro HHPOPMAIHIO,
pabotHEKE MBYK «SIKM>» MOTYT OBITH IPUBIICIEHEI K JUCLMILTHHAPHOMN WITH WHOM
[IPeTyCMOTPEHHOM 3aKOHOJaTeILCTBOM PoccHiickoii @enepanuy OTBETCTBEHHOCTH.

1.12. KoHTpos 3a cobmoaennem YCTaHOBJICHHBIX IPABHJI ¥ IIOPSIKA OOpaIeHus co
CiyxeOHOH HH(pOpMarmeil orpaHHYEHHOTO PacIpOCTPaHECHHMS BO3/IAraeTCs Ha JUPEKTOpa My3es.

1.13. B ciyuae JMKBUJIAIMH (IPEKPaIIeHUS AearensHOCTH) MBYK «SIKM», B ToM unciie
BCIICAICTBHE IMKBU/IAINY HITH PEOpraHH3aIuH, pemeHne 0 TaTbHEHINEM UCTIONB30BAHUH



CIy’e0HO! HH(bOpPMauH orparIYeHEOrO PaclipoCTpaHeHNs IPUHAMAET JTMKBUIALHOHHAS
KOMHUCCHS].

2. ITopsinox o6pamennsi ¢ AOKYMEHTAMH, COePHKAIMUMH CITy:KeGHYI0 HH$opManmio
OrPaHAYEHHOT0 PACHIPOCTPAHEHHUS

2.1. Heo6xomumocTs TIpOCTaBICHH moMeTkH "4 ciryke6HOro momp30Banus” Ha JMIOKyMEHTax
1 U3IaHHUsX, COACPXKAIIUX CITyKeOHYI0 HH(OPMAIHIO OrPaHHYEHHOr0 pacnpocTpaHeHus,
OIPERCIIAETCSA HCTIOMHATENEM B HOJDKHOCTHEIM JIULIOM, MOJITUCHIBAIOIIMM HIIH YTBEPHKTAFOIIHM
JIOKYMEHT.

2.1.1. Yxa3aHHas momeTka u HOMED SK3EMILISIpa IIPOCTABIISIOTCS B [IPABOM BEpXHEM yriIy
I€PBOH CTPAHHMIIBI JOKYMEHTA, HA OOTIOKKE 1 TUTYIBEHOM JIACTE M3JaHUS, a TAKXKe Ha IIePBOi
CTpaHHIIE CONPOBOIUTENHHOTO ITHCHMA K TAKHM JIOKYMEHTaM.

2.2. [lpuem, yuer (perucTpanus) TOKyMeHTOB, COAEpKaIMX HH(POPMALIHIO OTPAHHICHHOTO
PaclipOCTpaHeHHs], OCYIECTBISIET PYKOBOIUTEIb.

2.3. JIoKyMeHTSI ¢ moMeTKoii "l cTy>Ke6HOT0 HOMB30BaHMS":

2.3.1. Cozparotcs na dBTOMaTH3HPOBAHHOM pabodem Mecte. Ha 06opote mocieHero mucra
K&XI0ro SK3eMIIsIpa JOKyMEHTa HCTIOHUTEh JIOJDKEH YKa3aTh KOJIMYECTBO OTIEYATAHHBIX
SK3CMILIIPOB, CBOIO (HDaMHIIHIO U NIaTy Ie9YaTaHms JIOKyMEHTa.

2.3.2. OtnevaranHble ¥ OAMHCAHHEIE AOKYMCHTBI BMECTE C YCPHOBHKAMH W BapHAHTAMHE
TICPENAIOTCS M1l PETHCTPAIMH PEAAKTOPY Mys3es.. UepHOBHKH H BapHaHTHI YHHUTOKAIOTCS
AOKYMEHTOBEIOM C OTpaXkeHHEM (haKTa YHHUTONKEHHS B YYETHBIX hopmax;

2.3.3. YUHTHIBAIOTCS OTAETBHO OT HECEKpeTHO! uHpopMmanuu. [Ipy He3HAYUTENEHOM 0OBEME
Takux TOKyMEHTOB Pa3pemaeTcss BECTH HX Y4eT COBMECTHO C JPYTUMH HECEKPETHBIMU
AOKyMeHTaMH. IIpu perucrpanum ykasanasix AOKYMEHTOB K PETHCTPallHOHHOMY HHIEKCY
AOKyMeHTa fobaBnseTcs momeTka "J[CIT";

2.3.4. Tlepenatorcs paGoTauKam CTPYKTYPHBIX NOAPA3IENICHUM [0/ PACIHCKY; EPECHUIAIOTCS
CTOPOHHHMM OPraHU3AIMIM (eNbIbErepCKOii CBA3BIO, 3aKa3HBIME HIIH ICHHbIMU MIOYTOBEIMH
OTHPAB/ICHUSMH, & TAKXE MOTYT GHITh IIePe/IaHb! HAPOUHBIM;

2.3.5. PasmHOXaf0TCs (THPaXXHPYIOTCS) TONBKO C MACHMEHHOTO pa3penIeHuss pyKOBOIUTESA
YAPEKNCHUS, YIIOTHOMOYEHHOTO OTHOCHTD CITyKeGHYIO MH(OPMAIIHIO K paspsay
OTPaHHICHHOT0 PacIPOCTPAHEHHS B COOTBETCTBHH C II. 1.6 HacTosmel HncTpyknuu:

- Y4eT pa3MHOXXEHHBIX JJOKYMEHTOB OCYILIECTBIISIETCS OIK3EMILIIPHO.

- Ilepen pasmuoseHHEM Ha THTYIBHOM JHCTE OpHTHHaJIa TOKYMEHTa POCTAaBIAETCA OTMETKA O
PasMHOXXEHHH C yKa3aHHEM PETHCTPALIOHHOTO HOMEpa 110 XYpHaIy y4eTa pa3MHOXEHHS
CITyKE€OHBIX JOKYMEHTOB.

- Ha oGopote nocnennero micra opurunana Pa3sMHOXXaeMOro 9K3eMILIIpa JOKYMEHTa
HCHIOIHUTENb JOJDKEH YKa3aTh PETHCTPALMOHHBIH HOMED 10 XYpHaly y4eTa pa3MHOXEHHS
CITyX€OHBIX TOKYMEHTOB, KOJIMYECTBO Pa3sMHOXCHHBIX SK3EMILISPOB, CBOIO (haMHIIHIO U 1Ty
Pa3MHOXEHHS JOKYMEHTA.

- Hymepanus nononaurensno pasMaosxennbix 9K3EMILIAPOB IPOU3BOAMTCSA OT IOCIEIHETO
HOMEpa paHee y4TEHHOTO 3K3EMILIAPA ITOTO JOKYMEHTA,

2.3.6. XpaHaTCs B HaJIE)KHO 3aKpBIBACMBIX IIKadax (JMUKax, XpaHUIHIIAX).

2.4. 3anpemaeTcs CKaHUPOBAHHE - BBEICHUE B CHCTEMY 3JICKTPOHHOIO JOKyMEHTOO6OpOTA
NICKTPOHHOH BEPCHH JTOKYMEHTOB C MOMeTKO# " Jlist CIIyx€6HOro MoJIb30BaHus".



2.5. Ilpn HeoOGXOMMMOCTH HANPABIEHHS JOKYMEHTOB C IOMETKOMH "Jlns cmyxe6HOro
TOJIb30BAHHMA" B HECKOJIBKO 3/IPECOB COCTABIISIETCS YKA3aTeN b PACCHUIKH, B KOTOPOM II03JJPECHO
HPOCTABIIAIOTCS. HOMEPA SK3EMIUIIPOB OTIPABIIAEMBIX JOKYMEHTOB. - YKa3aTelb PaCCHLIKH
TOMHCBIBACTCS UCIIOTHATEIEM JOKYMEHTa PyKOBOAUTEINIEM CTPYKTYPHOTO IIOApa3/ieIeHHS,
NOJrOTOBHUBILETO JOKYMEHT.

2.6. cnionHeHHBIe TOKYMEHTHI C TOMETKO# "JIIst CITye6GHOro mob30BaHus" ITPyIIIUPYIOTCH B
A€lIa B COOTBETCTBHH C HOMEHKJIATYPOH JIENI HECEKPETHOTO JAeonpou3BoacTBa. Ha o6moxke
A€a, B KOTOPOE IIOMEIICHBI TaKKue JOKYMEHTBI, TaKXKe IIPOCTaBIIsETC moMeTka " J{is
CIIy>k€0HOTO OJIB30BaHus "

2.7. YHRYTOXEHHE JIeNT, TOKYMEHTOR C HOMETKO# "JIyist Ci1y)KeGHOro MoJb30BaHus",
YTPaTHUBINHX CBOE IIPAKTHYECKOE 3HAYEHHME U HE UMEIONIAX UCTOPUIECKON IIEHHOCTH,
IPOM3BOAMTCS 10 aKTYy.

2.8. Ilepenaua TOKyMEHTOB H e ¢ TOMETKO#M "J{iist CI1ye6GHOro MOMb30BaHMA" OT OHOTO
PabOTHHKa IPYTOMY OCYINECTBISIETCS ¢ pa3pelleH s JHPEKTOpa.

2.9. Ilpu cMeHe paGOTHHKA, OTBETCTBEHHOTO 32 Y4eT JOKYMEHTOB ¢ moMeTKoH "I s
CITy>keOHOT'O TOJIb30BAHKA"", COCTABIISETCS aKT IPHEMA-CAadH THX JOKYMEHTOB, KOTODBIi
YTBEPKIAETCI AUPEKTOPOM.

2.10. ITpoBepka HanM4Hs JAOKYMEHTOB, JIe]l ¥ M31aHui ¢ momeTkon "Il cimyxe6HOoro
TOJIb30BAHHMS" IPOBOJMTCS HE Peske OJHOTO pasa B I0J| KOMHCCHEH, Ha3HAYaeMOM IPHKA30M
mapektopa MBYK «JKM». B cocTtaB yka3aHHOM KOMHCCHE 0653aTENBHO BKIIOUAIOTCS
OTBETCTBECHHEIC 32 Y9IET H XpaHEHHE ITHX MATEPHAIIOB.

2.11. Pe3ynbTaTsl pacciejoBaHus JOKIAIBBAOTCA qupekTopy MBYK « SIKM».

2.12. TIpu custum noMeTtkw "1 ciy»e6GHOro moip30Banus” Ha JIOKyMEHTax, JejlaxX Wild
U3[aHKAX, & TAKXKE B YYETHBIX (POpPMAX JEIarOTCS COOTBETCTBYIONIAE OTMETKH H
HH(OPMHPYIOTCS BCE apecaThl, KOTOPHIM 3TH JOKYMEHTSI (H3/aHus) HaIpaBILINCh

3. 3akII0YHTEIbLHEIE 0JI0KEeHHUS
3.1. HacTosimast MHCTPYKIMsl NEUCTBYET 0 TIPUHSTAS HOBOA.
3.2. Usmenenus B HacTosmtyro UHcTpykiuio MoryT BHOcHTbCE MBYK «SIKM» B COOTBETCTRHE
C JEUCTBYIOIUM 3aKOHOAATEIHLCTBOM PoccHiicKoi ®enepanuun 1 YcraBom MBYK «SIKMy.
3.3. Hactosimas MHCTpYKuyst BHOCHTCS B HOMEHKIATypy Al MBYK «SIKMy.
3.4. Unctpyxuus pasmemaercs Ha caitte MBYK «SIKM»



