_ Ilpunoxenue 1
k npukasy Ne_A8-N o1 _A©. 03 4025,

[lopsinok paGoTsl co cayxeGHON uH(opMaIyeii orpaHMYeHHOr0 pacnpoCTPaHeH s B
MBYK «IIypoBcKuii paii0OHHbIA HCTOPHMKO-KpaeBeuecKHH My3ei»
(nanee MBYK ITPIKM)

1. OG1pe Mmo/I0KeHus

Tlopsmok  paboTel €O cnyxeb6HoM  MH(bOpMal[@ed  OrPaHHYEHHOr0  pacrpOCTPaHEeHN,
comepyKalelicss B IacmopTe (e30MaCHOCTH o6bekTa (TeppUTOPMH), MHBIX AOKyMeHTaX W Ha
IPYyTUX MaTepHalbHbIX HOCHTE/ISIX padopmarpu B MBYK TIPVIKM  (ganmee - [TopsLoK;
YupexieHue), yCTaHaB/IUBaeT IOPATOK paboThl CO CITyKeOHOH uH(opMarell OrpaHUUeHHOr0
PaCTpOCTpaHeH s, Ccofieprkalieiics B T1acropre 6e30MacHOCTH 00BekTa (TepPUTOPHH), UHBIX
IOKyMeHTaxX W Ha APYTMX MaTepHasbHbIX HOCHTE/AX vH(pOpMAIUH, ONpe/eNseT 00S3aHHOCTH
JIML, OMYIEHHBIX K CILy)keOHOM uH(OopMAaI{iy OrPAHUUEHHOr0 paclpOCTpaHeHN s, B TOM UHCJIe
/LI, OTBETCTBEHHBIX 38 XpaHeHue I1acropTa 6e30IMacCHOCTYA ¥ UHBIX JOKYMEHTOB OTPaHUYEHHOTO
pACIIpOCTpaHeHust, — COMePKAIIUX  CBefieHMs O COCTOAHHH AHTUTEPPOPUCTUIECKOH
3AIMIEHHOCTH MeCT MaCCOBOTO TPeGbIBaHN JEOZlel ¥ TIPUHHUMAaeMBIX Mepax II0 ee yCUJIEHHUIO.
Mauubld [Topsamok pa3paboTaH B COOTBEeTCTBHYU C PefieparbHbIM 3aKOHOM OT 27 nrons 2006 roza
Ne 149-®3 «O6 uabopMmaruu, UHGOPMAMOHHBIX TeXHOMOTHAX ¥ O 3alliUTe uHbOpMaLUn»,
TTono)keHWEeM O TIOpsifKe OOpalleHus CO  CIyxeOHOi uHdopMaleli OrpaHUUeHHOIo
paCIpOCTpaHeH!s], yTBEP)KAEHHOr0 IOCTaHOB/IEHMEM IIpaButenbctBa PP ot 3 Hosbps 1994
roga Ne 1233.

K cayxe6Holt wH)OPMalME OTPaHMUYEHHOr0 DACHPOCTPAaHEHHs OTHOCHTCA HecekpeTHas
uH(OPMAIMSA, KACAIOLIAsCs JeATeNbHOCTH YUPeX/IeHUs, OrpaHUIeHIe Ha pacrpocTpaHeHue
KOTOpO# 06yc/oB/eHo TpeGoBaHUAMHU OOeCIIeueH s QHTUTEPPOPUCTUIECKON 3all[UIIeHHOCTH
YupexxneHus.

Ha pokymeHTax, COfiepXXalux cny>keGHYH0 MH(POPMAI[MIO OTPAHMYEHHOrO PaCIpOCTPaHEHNH,
npocTas/sieTcs momerka «JCID» («[st cmy»keGHOro T10/Ib30BaHUS»)

1. KaTeropuu [0/DKHOCTHBIX JIMII, YIIOJTHOMOYEHHBIX XPaHHTh, IepeaaBaTh c1y)KeOHYF0
wHbOpMAaI1I0 0rPaHUYEHHOr0 PACIpPOCTPAHEHHsI.

1. Iupekrop MBYK IIPMKM ormpefenseT: KaTeropuu J0/DKHOCTHBIX JIMILl, WUMEIOIINX
paBO0  XDAHEHMS, O3HAKOM/IEHWS M  T0JIb30BAHHUA cnyske6HOM — MH(OPMaLen
OTpaHMUEHHOTO PACIPOCTPAHeHHs; IIOPANOK Iepefaun cayxebHOM  HMH(pOpPMAaLH
OrpaHWUEHHOTO DACIPOCTPAHEHWst JPYTMM JIMl{aM M OpraHam, opranusauusaM (3a
WCK/IFOUEHVEM MMEIOIMX Ha 3TO IIPaBo); MOPSJOK CHATHSA TIOMETKH "y cty>keOHOro
[Oo/b30BaHMA" C HOCHUTesed WH(pOpMAlMd OTPAaHHUYEHHOro  pacrpOCTPaHEeHHsd,
OpTaHH3aIMIO 3AUTHI CIIyKeOHoM HH(OPMAIK OrpaHHIEHHOr0 PaCIIpOCTPaHeHusI.

2. JI0/DKHOCTHOE JIUII0, IPUHSABIIEe K 03HAKOMJ/IEHHIO, JOKYMEHTBL K pabote co ciry:xebHOH
uHbopMaruen OrpaHAYeHHOI0 pacIpoCTpaHeHus, HeceT TIepCOHAIBLHYIO
OTBETCTBEHHOCTD 3a COOMIOIeHMe OrPaHHUeHHH, IIPe/[yCMOTPeHHBIX MTyHKTOM 2.1.

3. Cnyxebuas wuH(QOpMAIMA  OIPAHWUEHHOTO  PACIPOCTPAHEHHA fe3  CaHKIUH
COOTBETCTBYIOLLIETO IO/DKHOCTHOIO mmna He TIOZJIEKUT pasrJalleHuIo
(pacripocTpaHeHuIo).

4. 3a pasryamenue Cry)keOHOH MHQOPMAMK OrPaHUUYEHHOrO pacIpOCTpaHeH s, d TaKKe
HapyllleHue TopsiKa o0pal[eHus C JOKyMeHTaMH, COAEpKA{MH Takyro rH(OpMaLIHIO,
pabOTHUK OpraHW3alMd MOXKeT ObITh TPHBIEUEH K NUCLATIAHADHOM WM HMHOM
TIpe/lyCMOTPEHHOH 3aKOHO/IaTe/IbCTBOM OTBETCTBEHHOCTH.



B ciayuae JMKBUJALMM YUDEXIeHUs, peLIeHde o JaJbHeNIIeM UCII0/Ib30BaHHH
cnyxkebHOM WH(OPMAIMK OTPAHWYEHHOTO PACIPOCTPAHEHWSA NPHHUMAET [JUPEKTOP
MBVYK ITPIKM.
OTHOCUTL CyKeOHYI0 HHPOPMALMI0O K paspsfly OrpaHHYeHHOrO DpAacrpOCTpaHeHHS,
uMeert ripaso gupekrop MBEYK ITPYIKM
VCTaHOB/IEHBl  CJ@AYIOUIME KaTeropUMM  [JO/DKHOCTHBIX — JIMI], WMEOLMX  IIPaBO
03HAKOM/IEHHS ¥  TIONb30BaHHSA  ClykeOHOM — uHGbOpMAaleld  OrpaHHUeHHOro
pacrpocTpaHeHus

1. [UpEeKTOD;

2. 3aMeCTHTeNb AUPeKTOpa 10 HayuHoii pabore.
OTBETCTBEHHBIM JIMI[OM 3a XpaHeHWe CIy)keOHOH uHOpMar{erd OrpaHMYeHHOro
DacrIpOCTpaHeHMsl  SB/IIETCS  [OUPEKTOp.  XpaHWUTCA crykebHass — MHQOpPMaAIUS
OTpaHWUEHHOr0 PACIPOCTPaHeHuUs B Ha[eKHO 3aKPhIBAEMBIX ONeuaThIBAEMBIX mKadax
(AIMKax, XPaHUIHUIIAX).

II1. IIpueMm, ydeT (PerucTpanus) A0KyMeHTOB, COfepXKalX HHPOPMALMIO OrPAHHEHHOT0
pacnpocTpaHeHus.
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Heo6X0AUMOCTL TPOCTaBAeHUs IOMeTKu "Il cny>keOHOrO  TO/IL30BaHUA" Ha
NOKyMEHTaX W H3[aHuAX, COJepKalliux caykeOHYI0 MHGOPMALMI0 OrPaHU4YeHHOTO
PaCIpOCTPAHEHUs, ONPEJe/AeTCs HUCIONHUTENEM W AUPEKTOpOM Yupex[eHus,
IIO/TIMCBIBAIOIIAM W/IH YTBEPKAAOIUM JOKYMEHT.

YKasaHHas TOMeTKa X HOMEp 3K3eMIIgpa IIPOCTaB/IIOTCsS B IIPABOM BEPXHEM YIIY
TIepBO} CTPAHWIILI JOKYMEHTa, Ha OO/MOKKEe W THTY/IBHOM JIACTE W3/[aHMS, a TaKXKe Ha
TIepBOY CTpaHULle CONPOBOAUTEILHOrO IMMChMa K TaKUM JOKYMEHTAM.

I[TpueM, yueT (perucTpanys) JAOKYMEHTOB, COZepPIKallux “H(OpMAaLUI0 OrpaHUUeHHOr0
PacIpOCTPaHeHus, OCYIEeCTBIIAET AUPEKTOP.

JTOKYMEHTBI C TIOMETKOH "JI71s1 C/y»KeOHOr0 [I0/Ib30BaHUA

CO37al0TCs Ha aBTOMATH3HMPOBAaHHOM paboueM MecTe C 3aKphIThIM AOCTYIOM. Ha
060poTe TOC/IeHEr0 JUCTa KAKJOT0 SK3EMIIApPA [JOKYMEHTa HCIOIHUTE/b /I0/DKEH
yKa3aTh KOJIMUeCTBO OTII€UATAHHBIX 3K3eMIUIAPOB, CBOIO bamMuIM0 U JaTy IevaTaHus
JOKyMEeHTa.

OTrmeuaTaHHble M IIOZIMCAHHBIE JOKYMEHTHI BMECTe€ C 4YepHOBMKAaMW W BapUaHTaMK
TIepe/laloTCsl [iyisk PECUCTPAL IOPUCKOHCY/IBTY. HeDHOBUKY W BAPHAHTEL yHUUTOXAIOTCA
C oTpakeHHeM (akTa yHUUTOKEHUs B yUETHBIX POPMAX;

YUUTLIBAIOTCS OT/IENBHO OT HECEKPeTHOH MH(popMariuu. [1pn He3sHauMTe/bHOM obneme
TaKUX JOKYMEHTOB pa3spelllaeTcs BeCTH UX y4eT COBMECTHO C APYyrMMH HECEKpeTHBIMU
JOKyMeHTaMu. [IpM DerucTpalliy YKasaHHBIX [OKYMEHTOB K pPEerMCTpallHOHHOMY
HH/eKCy noKyMeHTa fobapmserca momerka "ICIIY;

Ilepenarorcss pabOTHMKAM IO/ PACIMCKY; IepechlIaloTCs CTOPOHHHM OpraHM3alfisiM
debaberepckoil CBA3BIO, 3aKa3HBIMA WM L[€HHBIMM IOUTOBBIMK OTHIDABICHUAMH, d
TaK)Ke MOTYT OBbITh Ilepe/jaHbl HADOUHBIM;

PasMHOXKaOTCA (TUP&OKUPYIOTC) TOMBKO C TIMCbMEHHOTO pasperneHus AWpeKTopa
MBVYK ITPVIKM.

YueT pa3MHOKEHHBIX JIOKYMEHTOB OCYIIIeCTB/IAeTCA II03K3eMILIIPHO.

Ilepesl pa3MHOMKEHHEM Ha THUTY/JIbHOM JIHCTe OpWUTMHAIa JAOKYMEHTa IIPOCTaB/IAETCHA
OTMeTKa O PasMHOKEHHM C yKa3aHHWeM DervCTparliOHHOIO HOMepa IO JKypHaily y4deTa
Pa3sMHOMKEHHUsI CITyKeOHBIX JOKYMEHTOB.

Ha o6opoTe MOC/IeAHEr0 JIMCTa OPUTHHANA PasMHOKaeMOro SK3eMIlIipa [JOKyMeHTad
HCIIOJIHATENb [O/DKeH yKa3aTh pEeruCTPAIMOHHBIM HOMEp II0 JKypHAIy ydera
Pa3MHOKEHUsI CIyKeOHBIX JIOKYMEHTOB, KOJMYECTBO DAa3sMHOXEHHBIX SK3EMIVIAPOB,
CBOIO (haMUJIMIO U AaTy PasMHOKeHUsl JOKyMEeHTa.
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Hymepatiiss ~ [ZONOJMHUTENLHO — Pa3MHOXKEHHBIX — SK3eMIUIAPOB  TPOM3BOAUTCA  OT
MIOC/IeZIHEero HoMepa paHee yUTEHHOI'0 SK3eMIUIIpa 3TOT0 JOKyMEHTa;

XpaHATCS B HA/[e)KHO 3aKPbIBaeMbIX U OIIeUaThIBaeMbIX MIKadax (AIHKaX, XpaHWININAX),
celice.

3amnpelraeTcs CKaHUpOBaHUe - BBeZIeHHe B CHCTeMy 3JIeKTPOHHOIO JIOKyMeHTO000opoTa
9JIEKTPOHHOMN BePCUM JJOKYMEHTOB C rroMeTKoM " [Ij1st cry»KeOHOT0 TO/Ib30BaHUS .

ITpy HeoOXOZMMOCTH HAalpaBIeHWs [OKYMEHTOB C nomeTkoi "Ina  cryxKeOHOrO
[10/Ib30BaHMS" B HECKOJBLKO aflpecoB COCTABJ/IIETCS yKas3aTeslb PACChUIKH, B KOTOPOM
T10a7IpeCHO MPOCTAB/IIIOTCS HOMEePa SK3eMIUIIPOB OTIIPAB/ISEMBIX J0KyMEHTOB.
VYKasaTe/llb PACChUIKU IOAMHUCEIBACTCA HCIIONHUTE/NEeM [OKYMeHTAa W DPyKOBOAWTE/IEM
YupexxgeHus, [I0ArOTOBUBIIIETO JOKYMEHT.

VlCrioJIHEHHBIE JOKYMEHTHI C TIOMETKOH "[[/1s cyke6HOro mo/b30BaHus " TPYHITUPYIOTCS
B Jlefla B COOTBETCTBUU C HOMEHK/IATYDPOW [e/l HeCeKPeTHOrO [e/I0NpOU3BO/CTRA. Ha
06/I0%KKe [efa, B KOTOpOe TIOMelljeHbl TaKKe JOKYMEeHTBI, TaKKe IIPOCTaB/IAeTCs IIOMETKa
"Iyist C1y>kKeOHOT0 TI0/Ib30BaHuUs .

YVHUUTOXKEHHe Je/, [OOKYMEHTOB C TIIOMeTKod "I cykeOHOr0  TOIL30BAHUA ",
YTPAaTHBIIMX CBOe NMPAKTHUECKOe 3HaueHue M He MMEROINUX HMCTOPUUECKOW LIeHHOCTH,
IIPOU3BOJUTCA 110 aKTy. B yueTHbIX Gopmax 00 STOM [Ie/laeTcss OTMETKa CO CCBUTKOM Ha
COOTBETCTBYIOLMM aKT.

ITepesaua JOKYMEHTOB U e/l C MOMETKOH "Iy C1y»keGHOTrO TI0/IB30BaHUs" OT OJHOIO
paboTHMKA JPYTOMY OCYLIECTB/ISETCS C PaspellleHns TUPEKTOpa Yupexx[eHus.

Ilpu cmeHe pabOTHMKA, OTBETCTBEHHOIO 3a Y4Y€T JOKYMEHTOB C romeTkou "Is
CTy>keGHOr0 IO/Mb30BAHKA", COCTAaB/IAETCS aKT IpHeMa-CAauu STHUX  JJOKyMEHTOB,
KOTODBIN YTBEPIK/AeTCs JAUPEKTOPOM Y UpeXKIeHNs.

O ¢axTax yTpaThl JOKYMEHTOB, [e/ i U3flaHUH, COZleprKaluxX cyxeOHy0 HHOOPMALIHIO
OrpaHHYEHHOTO PACTPOCTpaHeHus, MU0 pasTyalleHyst TOH vHhOopMaIUy, CTABUTCS B
W3BECTHOCTh [JUPEKTOD YUpEeXJeHWs M HasHauaeTCs KOMMCCUA [JI1 pacCaefOBaHHA
06CTOSTE/TbCTB yTPaThl WM pa3rIalleHus.

PesynbTaThl PacciefoBaHUs JOK/IA/BIBAIOTCS B yIpaB/IeHHe Ky/IbTYpbl afAMUHUCTPAlIMH
[TypoBCKOTO paiioHa.

[Ipu cHATAM TOMeTKH "I CIy)keOHOro IO/b30BaHMA" Ha JOKyMEHTax, [ielax /i
U3JaHUAX, a4 TaKkKe B YUeTHBIX (OpMax [e/atoTCs COOTBETCTBYROLME OTMETKH H
UH(GOPMHUDPYIOTCS BCe a/ipecaThl, KOTOPBIM 3T JJOKYMEHTEI (v3maHus1) HaNPaB/IA/INCh.

IV. 3ak/rounTe/IbHbIE M0J/I0KEeHHA

HacTosuuii ITopsmoK gelCTBYIOT /[0 IIPUHATHS HOBBIX.

V3MeHeHHsT B HacTosiuit IIOpSZOK MOLYT BHOCHTBCA YUpek/ileHHeM B COOTBETCTBHH C
IeHCTBYIOIMM 3aKOHOZATeIbCTBOM Poccuiickor Pefiepaljiii ¥ MOPSIKOM, yCTAHOB/ICHHBIM B
YupexneHnuu.

ITopsZOK pa3MelaeTcs Ha OQUIMaIbHOM CaiTe YUpPeX/ieHUs B CeTH «VIHTEepHeT».



