APXWUBHOE YIIPABJIEHUE
JIEHVUHTIPAJICKOHM OBJIACTH

IIPUKA3

ot 3 centsiops 2018 rona Ne 10

OO yTBep:RACHHH AAMHHHCTPATHBHOIO perjaMeHTa NPeJoCTaBJAeHHus
rocyapcTBeHHO# yciayra « Boiiaua apXuBHBIX CIPABOK, APXHUBHLIX BLIIMHCOK
M KONMIT apXUBHBIX IOKYMEHTOB, NOATBEPKIAIOMIMX NPABO HA 3€MJII0 H HHbIE

HMYylleCTBEeHHbIE MPaBa» MPH OCYIIECTBIEHMH OPraHaMi MECTHOrO
CaMOYIIPAaBJIEHHUS OTAEJIbHbIX FOCYAQPCTBEHHbIX MOJTHOMOYHIA
Jlenmurpaackoii o6nacru B chepe apxXuBHOYO Aejia

B cooTBeTrcTBUMU ¢ NMyHKTOM | uyactu 3 cratbu 5 3akoHa JIeHHWHrpamackoi
obiacty ot 29 nexabps 2005 roma Ne 124-03 «O HazeneHUH OPraHOB MECTHOTO
caMOylpaBJIeHUs MyHHMIMnandbHbiX oOpa3oBaHuit JlenuHrpanckolr obsactu
OTIENbHBIMUA TOCYAApCTBEHHBIMU IOJIHOMOUMSIMM JleHUHrpanckod obnactu B
cdepe apxuBHOro neia» M IMyHKToM 1.6 Ilopsinka paspaborku u yTBepKACHHA
aJIMUHUCTPAaTUBHBIX PpEIJIAMEHTOB HCIOJHEHUS! TOCYHAPCTBEHHBIX (PyHKUMMH
(IIpefoCTaBIeHUs TOCYINApCTBEHHBIX yciyr) B JleHuHrpagckoir obGnacty,
YTBEPKACHHOTO MocTaHoBieHueM [IpaButenscTBa Jlenunrpaackoit obmsactu ot 5
mapTa 2011 roga Ne 42, npukassisato:

1. VYTBepaute AJIMUHHUCTPATUBHBIM pErIAMEHT IIPEHOCTABJICHUA B
JNIEKTPOHHOM BHJE T[OCYJapCTBEHHOM ycCiyru "Beinada apXuBHBIX CIPaBOK,
ApXMBHBIX BBITUCOK M KO apXHUBHBIX JOKYMEHTOB, ITOATBEP:KAAIONINX [IPABO Ha
3€MJTI0 ¥ UHbBIC MMYLLECTBEHHBIE [TpaBa” NPH OCYIECTBICHHH OpraHaMyd MECTHOT'O
CaMOYIIPaBJIEHHsT OTAENIBHBIX T'OCYJIAPCTBEHHBIX TIOJHOMOuUM JlenmHrpanckoit
o0nacTd B cdepe apxXUBHOrO Jieja COIJIaCHO IIPHIIOKEHHIO K HACTOALIEMY
IIpHKa3y.

2. KoHTponp 3a HCHOJTHEHHWEM HACTOSIIETO I[IPHKa3a BO3IOXKHUTH Ha
HavaJbHUKA OTHENa (POPMHUPOBAHUS TOCYAAPCTBEHHOIO apXwBHOTO (oHAA,
METOAMYECKOro 00ecTieueHUsT W KOHTPOJS JeATETbHOCTH apXHBOB APXHBHOTO
ynpasineHus JIeHuHrpaackoi oonactu Tpyoxuny T.M.

3. IlpusHate yTpaTHBIIUM cuny 1pukas ApXHBHOIO YIPAaBICHHS
Jlenunrpagckoid obnactu or 2 wuronsg 2014 roma Ne 21 «O6 yTBep:IeHHH
AJMUHHCTPATHBHOIO pEIVIAMEHTA IPEAOCTaBICHUS B JJIEKTPOHHOM BHJC
rOCyIapCTBEHHOM yciiyru «Bblmaua apXuBHBIX CHpPaBOK, apXHBHBIX BBIIMCOK H
KOIHH apXWBHBIX JOKYMEHTOB, MOATBEPXKIAIOMMX IPaBO Ha 3€MI0 M MHbIE



UMYyLIECTBEHHBIE  [IpaBa»  IpPH  OCYIIECTBICHHH  OpPraHaMH  MECTHOI'O
CaMOyNpaBJICHUsA OTHAC/IbHBIX TOCYJapCTBEHHBIX IMojgHOMouul JlenuHrpanckoi
0o6nacTu B cepe apXuBHOIO JA€iar.

4. Hactosiumit mprkas BcTynaeT B cuity mo ucredenunu 10 gueil ¢ gatel ero
o(UIUaNbHOTO OMMyOJIMKOBAHHUS.

HavanbHuK yIpaBacHus i A. CaB4eHKO




Ipunoxenne
K [pUKa3y
ADXMBHOIO yIIPaBICHUSA

JlenuHrpaackoii oonactu
oT «3» ceHTsa0pst 2018 Ne 10

AJIMHHHCTPATHBHBIA perjaMeHT
NpeocTaBAeHHs rocy apcTBeHHOH ycayrn « Bolnaua apxXHBHBIX CIPABOK,
APXHBHBIX BLITHCOK U KONHH apXHBHBIX JOKYMEHTOB, NOATBEPKAA0LIHX
NpaBo HA 3eMJII0 H HHbIe HMYIIECTBEHHbIE IPABa» NPH OCYIICCTBICHHHN
OpraHaMy MECTHOI'0 CAaMOYNpaBJIeHHS OTAe/IbHbIX roCyJapCTBeHHbIX
nossHomMouH# JleHnHrpaackoii odaacTh B chepe apXHBHOIO Aejia

1. Obmue nosoxeuus

1.1.  Ilpeagmer  peryaupoBaHus  aJMUHUCTPATUBHOIO  perjiaMeHTa
NpeJOCTaBlIeHUsI Ha TEPpUTOpUM JIeHMHrpajackoif ob6nacTH rocynapcTBEHHOM
yciayrd «Belgaua apXuBHBIX CHIPABOK, apXWUBHBIX BBINMCOK ¥ KOMHUH apXHBHBIX
JOKYMEHTOB, NOATBEPXNKIAIOIIUX IIPAaBO HA 3€MJII0 M HUHBIC HMYIIECTBEHHBIS
npaga» (Jajgee — a/IMUHUCTPATUBHBIA PEITIaMEHT, TOCYJapCTBEHHAS yCIyra).

1.1.1. AAMUHUCTPATHBHBIA PETrIAMEHT YCTaHABIWBAET NOPSIOK H CTaHAapT
IIPEAOCTABJIEHUS IOCY JaPCTBEHHOU YCITYTH.

1.1.2. IlpepocraBiieHue TOCYJApCTBEHHOM YCIyr'm BKIIOYaeT B ceOs
HCIIQJIHCHHE 3alIPOCOB MMYIIECTBEHHOTO XapaKTepa Mo apxXUBHBIM JOKYMECHTaM.

Buabl 3a11pocoB UMyIIECTBEHHOrO Xapakrepa:

- O BBIJIEJIEHUH 3€MEJIBHOIO YYacTKa, IoMa, KBapTUPBL, rapaxa;

- O [IpeI0CTaBJIEHUH BBIITUCKHA U3 ITOXO3SIHCTBECHHON KHUTH.

1.2. Kareropuy 3asBUTENEH M HX IIPEICTaBUTENCH, HMEIOIIUX IIPaBoO
BBICTYIIaTh OT UX UMEHHU.

1.2.1. 3asButemsiMH Ha TpelOCTaBICHHE TOCYAAapCTBEHHOH YCIyru
BRICTYIAIOT Tpaxkpane Poccuwiickoit ®Denepanmm, rpaxiaaHe HHOCTPAHHBIX
rocyapcTB, quua 0e3 rpaxJIaHcTBa U ropuandeckue nuna. OT UMCHH 3asBUTeNeH
VIMEIOT TpaBO BBICTYIATh MX IIPEJCTaBUTEIM Ha OCHOBAaHHH JOBEPEHHOCTH,
yKa3aHus 3aKOHA JIMOO aKTa YIOJIHOMOUYEHHOTO Ha TO IOCYAapCTBEHHOIO OpraHa
HJIM OpraHa MEeCTHOI'O CaMOYIIPABIIEHUSL.

1.3. Tlopsanox wWH(OPMUPOBAHUS O HPENOCTABICEHHH T'OCYHApPCTBEHHOM
YCIIYTH.

Mudopmaunst 0 Mectax HaxoXIEHHS OPraHOB MECTHOIO CaMOYNpaBICHHS
(nanee — OMCY), mnpenocTaBisIOIMX TOCYIApCTBEHHYIO YC/Iyry, rpa(ukax
paboThl, KOHTAKTHBIX TeNleOHAX, aApecax MNEKTPOHHOM IIOUTHI PA3MEIASTCS:

Ha CTeHAax B MeCTaX IPEeJOCTABIEHUs FOCYJapCTBEHHON YCIIYTH,

Ha caiite OMCY;

Ha caiite ['ocymapcTBeHHOro OIOIKETHOTrO yupexaAeHus JIeHWHrpaackon
obnacti «MHOTOQYHKITMOHATBHBIA LEHTP MpPEeJOCTaBIeHHs [OCYJAaPCTBEHHBIX U



MYHUUMIUIBHEIX yciuyr» (Janee — MOL[, MHOroQyHKIHMOHAJIBHBIA LEHTP):
http://mfc47 ru;

Ha Iloprane rocyJapCTBEHHBIX M MYHHLMIIAIBHBIX YCIYT ((DyHKIMIA)
Jlenunrpanckor obnactw (manee — III'Y JIO) / nHa EauHom nopraie
rocymapctBeHHBIX ycuyT (nanee — EIII'Y) www.gu.lenobl.ru / www.gosuslugi.ru.

Ha caiite «Apxusbl JIeHuHrpazckoii odiactuy: https://archiveslo.ru/

2. CTaHAapT NpefOCTaBICHNSA TOCYJAPCTBEHHON YCITYTH

2.1. IlonHoe HaMMEHOBaHME I'OCyJapCTBEHHOM ycinyru: «Bplgada apXuBHEIX
CIIPABOK, apXUBHBIX BBIIUCOK ¥ KOMHI apXUBHBIX JJOKYMEHTOB, TIOTBEPHJAFOIIIX
IIpaBO Ha 3€MJIIO0 ¥ MHbIE UMYLIECTBEHHBIE IIPaBay.

CokpanjeHHOe HaWMEHOBaHWE TroOCynapcTBeHHOH yenyrn: «Bpigaua
ApPXMBHBIX  CIIPABOK, BBIMMCOK W KONUH JOKYMEHTOB, CBS3aHHBIX C
VMYIICCTBEHHBIMU IIPABAMI.

2.2. TocymapctBenHylo ycenyry tmpenoctasisier OMCY. CrpyKrypHBIM
nonapasneneanem OMCY, OTBETCTBEHHEIM 3a INMPEeHOCTaBIIEHUE I'OCyNapCTBEHHOM
YCIIyTH, SIBISIOTCS apXUBHbBIE OT/ENbI (CEKTOpa) aAMUHUCTPALIAN MyHHUI[UATIAIBHBIX
paiioHOB, TOPOJICKOTO OKpyTa (Jajlee — MyHULHITATBHbIE apXUBHI).

3anpoc 0 IpPEAOCTaBIECHUH I'OCY NAPCTBEHHOM YCIIyTY IPUHHUMACTCS :

1) npu TUYHOH SIBKE:

B MYHUIMITAJILHBIN APXVUB;

B Qwinanax, oTAenax, yaaleHHsx pabouynx mecrtax MOLI;

2) 6e3 MTUYHOMN SIBKHU:

MIOYTOBEIM OTIPABIEHUEM B MYHUIMITATbHEIN apXUB;

B DJEKTPOHHOI (opme wepe3 JHMYHBIM KabuHeT 3asButTensg Ha [IY
JO/EINY;

IO DJIEKTPOHHOM TIOYTe B MyHHUIIUTIAIBHBIH apXHB.

2.3. Pe3ynbTaToOM nperocTaBieHUS FOCYIapCTBEHHOMN YCIyTU SIBIASETCS

- apXWBHAs CIIPaBKa;

- ApXMBHAs BBIITHCKA;

- apXUBHasl KOTHSI,

- HallpaBJICHWE 3anpoca 110 NPUHAIJIEKHOCTH C YBEJOMIICHUEM 3asBUTEIIS;

- CIIpaBKa O JOKYMEHTAJIBHO TOATBEPXAEHHOM (PaKTe yTparhl apXWBHBIX
JOKYMEHTOB, COIepKalllUX 3anparinBaeMbie CBeACHMS,

- YBEIOMJIEHHE B ajipec 3asiBHUTENsI C OOBJICHCHHMEM IMIPUYMH OTKa3a B
[IPEIOCTABJICHUH MOCY IapCTBEHHOM yCiryTrl Tn60 06 OTCYTCTBHH 3alpalliBaeMbIX
CBEICHUM.

Pe3ynbTaT rocynapcrBenHo#l yCIIyrH npenocTaBisiercs (B COOTBETCTBHU CO
coco06oM, yKa3aHHBIM 3asBUTENIEM MIPH T10a4e 3aIpoca U JOKYMEHTOB):

1) npu nu4HO#M sBKe:

B MYHHIIUTTATLHBIN apXUB;

B M®I];

2) 6e3 TUUHOH ABKH:

[IOYTOBBLIM OTIIPaBIICHHEM;


http://mfc47.ru
http://www.gu.lenobl.ru
http://www.gosuslugi.ru
https://archiveslo.ru/

B DJICKTPOHHOM (QopMe uepe3 NHUHBIM KabuHeT 3asBuTeNss Ha IITY
JO/EITY;

110 DJIEKTPOHHOM no4te (110 XKeJIaHHIO 3asSBUTeNS MUCBMO B apec 3asBUTES
¢ O0BsICHEHHEM NPHUYMH OTKa3a JTHOO 00 OTCYTCTBHUM 3alpallliBaeMbBIX CBeIEHUI
HAa 3a1poc, NOCTYIIUBIIUN 1O JIEKTPOHHOU ITOUTe, HANPABIIAETCS 1O 3IEKTPOHHOM
o4Te).

2.4. Cpox mnpenocTaBieHMs TOCYJApPCTBEHHOR yciayrd cocrapisier 30
KaJeHJAPHBIX JHEW C AAThl PErUCTPalMy 3alpoca B MYHHUIHIATBHOM apxuBe. B
HCKJIIOYUTENBHBIX CIy4astX PYKOBOIUTENh MYHHIHUIIATHHOTO apXuBa JHOO HHOE
YIOJIHOMOYEHHOE Ha 3TO JIMLO MPOJUIeBAET CPOK PACCMOTPEHUs 3arpoca He fonee
yeM Ha 30 1He# ¢ o0s3aTeNbHBIM YBEeIOMIEHHEM 00 3TOM 3asBUTEIIS.

2.5. IIpaBoBbIe OCHOBaHWA IS IPEAOCTABIICHUS TOCY IapCTBEHHOM YCITyTH:

1) ®enepanpubiii 3axon ot 22 oktsaOps 2004 roga Ne 125-D3 «O6 apxuBHOM
nene B Poccutickoit denepanumny;

2) Tlpukaz MuHucTtepcTBa KyJAbTYPl H MACCOBBIX KOMMYHHUKALMAH
Pocculickoit @enepanuu ot 18 smBaps 2007 roma Ne 19 «OG6 yTBepxxieHuUH
IlpaBun opraHuzaunuy XpaHeHHs, KOMILUIEKTOBaHHS, ydeTa W HCIOJIh30BaHUSA
IOKyMeHTOB ApxusHoro ¢onma Poccuiickoit ®exepanuu u APYyrUX apXUBHBIX
JIOKYMEHTOB B TIOCYAapCTBEHHBIX W MYHHLUMIAIBHBIX apXuBax, My3€siX H
OunbJMoTeKax, opranuzamuax Poccuitckoit akageMun HayK».

2.6. HcuepnpBaromiuii mnepedyeHbp JIOKYMEHTOB, HeOOXONMMBIX B
COOTBETCTBHM C 3AKOHONATENBHBIMH HIM HHBIMA HOPMAaTHBHBEIMH IIPABOBBIMH
AKTaMW  JIS  TNPeNOCTaBIEHHS TIOCYNapCTBEHHOW  YCIYIH,  IOJIEXAIIUX
[IPEJICTABIIEHUIO 3asiBUTEIIEM:

2.6.1. 3anpoc o npegocTaBIeHUN TOCY/IaPCTBEHHOR YCIIYTH.

3ampoc O TPEeNOCTaBIEHWM TOCYXapcTBEHHOM yciIyrn ogopmisercs Ha
PYCCKOM $I3bIKE OT PYKH WJIM MalIMHOITMCHBIM CIIOCOOOM B MPOU3BOJNBHOH (opme
B COOTBETCTBUM C INpUIOXeHHeM 1 npy oOpallcHHM (HU3UYECKOTO JIHIA HITH
IPUJIOKEHHEM 2 mnpu OOpalleHUH FOPUAWYECKOro JHna. B MYHUIMITAIbHOM
apx¥Be NpPU HaJMYUK UCIOJB3YIOTCS HMeIouyecss (GOpMbI ISl 3aIlOIHEHHS TTPH
odopmieruu 3ampoca.

B 3anpoce yxa3spiBaetcs criexyronas nHGOpMaust:

2.6.1.1. HaumeHoBaHMe OpraHuzallid, B KOTOPYKO  HalpaBjsgeTCs
MMACBMEHHBIN 3aIpocC.

2.6.1.2. ®amunusi, uMs, oT4ecTBO (TOCHEIHEE - MPU HATMYNK) 3asIBUTENS
WIH JIN1A, HA KOTOpOE 3alpaliBaeTCs JOKYMEHT (C yKa3aHUeM CMEHBI (paMUJIUN).

2.6.1.3. Anpec 3asButesns (ITOYTOBBINA aapec, MO KOTOPOMY HOJIKHBI OBITH
HarpasJICHbl OTBET MJIM yBeIOMIIEHHE O Nepeaapecaidy 3ampoca).

2.6.1.4. Homep xonTakTHOrO Tele(oHA 3asBHTENS HIH €ro JOBEPEHHOrO
aMna.

2.6.1.5. Jlns xaxoi nenu TpeOyercs: JOKYMEHT.

2.6.1.6. lata coctaBieHus 3anpoca. [[OAMHCH 3a WCKIIOUECHHEM, KOITa
3a0pOoC HATNIPaABIACTCA UEePe3 NopTall roCyAapCTBEHHBIX U MYHUITUTTAJIBHBIX YCIIYT U
110 2JIEKTPOHHOH IOUTE.



2.6.1.7. ind nosryyeHus apxuBHON MH()OpMAIIH:

1) ns monydeHus KONMUH PacHOPSAUTEIBHOIO aKTa OpraHa O BbIAECICHHH
3€MEJIBHOIO Y4acTKa, KBapTUPEI B 3alIpOCe YKA3hIBAETCS

- oama u (npu HATUYUU) PESUCHPAYUOHHBIU HOMEP PACNOPAOUMENbHO20
akma,

- KaKum op2aHom, Op2aHu3ayueti u30aH OOKYMEHM,

- Hazeamue HACeNéHHO20 NYHKMQ, HA36aHUE YIuyvl, HOMep O0oma, 20e
Haxo0umcs (HaxOOUnCcA) 3eMenbHbll YYacmok, O00M (Keapmupa) Ha MoMeHm
NPUHAMUS DEULEHUA,

- pamunus, umsa, OMYECMmBO JuYa, KOMOPOMY BblOENANCA 3eMeNbHbll
yuacmok, 0om (keapmupa), 0ama poscoeHus.

2) Jlng nonmydeHUs apXMBHOM BBLIMHCKM W3 TMOXO3SHCTBEHHOW KHUTH B
3armpoce yKa3bIBAKOTCA:

- HA36aHUE HACENEHHO20 NYHKMA, HA3BAHUE YAUYbl, HOMEP 00Md, 20e
Haxooumcsi (HaxoOuwics) 3emebiblil YHacmox, 0om (keapmupa),

- Qamunus, uMA OMYECMEO JIUYa, KOMOPOMY BbIOENANCA 3eMebHblll
YHacmox, oom (keapmupa), 0ama poricoeHus,

- nepuUoo, 3a KOMOPblil mpebyemcs 8uINUCKA.

2.6.2. JIokyMeHT, yIOCTOBEPSIOMMH JTUYHOCTD 3asBUTEIA.

JIOKyMEeHTaMH, YJIOCTOBEPSIONIMMH JIUYHOCTH 3asBUTENIS, SIBJISIOTCS:
JOKYMEHTBI, Y IOCTOBEPSIIOINE JIMIHOCTh IpaXkaaHuHa Poccuiickoit denepativiy, B
TOM YHCJIE BOCHHOCIIYXKALIEr0, 4 TAKXKE NOKYMEHTHI, YIOCTOBEPSIONINE JIHIHOCTD
HMHOCTPAHHOTO IpaXKJIaHNHa, Julla 0e3 rpakIaHCcTBa, BKIIIOYAs BU Ha XKUTEILCTBO,
yaoCTOBEpEeHMEe OeXXeHlla U pa3pelIeHne Ha BpEMEHHOE MPOXKMBaHHE.

2.6.3. JIOKyMeHTHI, TOATBEpXKAAIOIME IpaBO BJIaJACHUS/PACIIOPSIKEHHS
HEABIDKMMBIM ~ MMYIHECTBOM  (3€MENBHBIM  Y4aCTKOM, JIOMOM, KBapTHPOM,
rapaxxom). IlpeACTaBasIOTCS OPUTHHAN WM KOIMS JIIOOOTO W3 UMEIOLUXC
JIOKYMEHTOB, BBLJAHHOI'O 10 BOSHUKHOBEHUS EJMHOTO roCcy/JapcTBEHHOTO peecTpa
npas (o 1999 roga):

- CBUACTENHCTBO O TMpaBe MOCTOSHHOIO (0ecCpOYHOro) MOJAL30BAHUS
3eMJICH;

- aKT O BBIJEIICHUH 3eMEJIbHOTO Y4aCTKa,

- CBUZAETENBCTBO O TOCYHAapCTBEHHOM  perucTpaluu IpaBa Ha
JIOMOBJIQJICHHE.

2.6.4. JIOKyMEHT, TIOATBEPXXIAIOIMMA ITONHOMOYMA 3asBUTENS B CiIydae
CMepTH JMld, KOTOPOMY BBIJENSUIOCH HEABMIKHUMOE WMYIIECTBO (3eMeNbHBIH
Y4acTOK, IOM, KBapTupa, rapax). lIpeacTaBisioTcsi OpHIHHANBI CIEAYIOUMX
JOKYMEHTOB:

- CBHJAETEIIBCTBO O CMEPTH JHIa, KOTOPOMY BBIACISLIOCH HEJBHKHUMOE
UMYIIECTRO;

- CBUJIETEJILCTBO O [IpaBe Ha HACJIEACTRO;

- 10 BCTYILIEHHS B ITpaBa HACJIeIOBaHUsI — 3alIpOC HOTApUYCa.

2.6.5. JIna wucTpeOOBaHUA apxWBHOW WH(OPMAIIMH O TPETHUX JIMLAX,
co/lepiKallleld CBEACHUS O JIMYHOM M CeMEHHOM TaWHe TpaKIaHWHa, ero 4acTHOH
KHU3HM, a TaKXkKe CBeJIeHHs, CO3JA0IMe yrpo3y s ero Oe30macHOCTH, JI0



UCTEUEHUss Cpoka 75 JleT cO JAHS CO3JaHWsi YKa3aHHBIX JIOKYMEHTOB,
JONOJHUTEIBHO HPEACTaBISIOTCS JOKYMEHTHI, NOATBEPXKAAOLINE TOJTHOMOYHS
3asgBUTENs, O(OPMIICHHBIE B COOTBETCTBHU C 3aKOHOJATENBCTBOM Poccuiickoi
deaepanyu (MUCEMEHHOE pa3pellieHre (JOBEPEHHOCTh) IPaKAaHMHa, a MOCNe €ro
CMEPTH — HACIEAHUKOB, U JOKYMEHT, YIOCTOBEPSIFOUINI JHYHOCTh 3aABUTEIS).

2.6.6. JIOKyMEHT, YIOCTOBEpSIOIIMHA NpaBo (TMOJTHOMOYHMS) IPeICTaBHTENs
(GU3HYECKOTO WM FOPUIUYECKOT0 JIMI[a, €ClHd C 3asBieHueM oOpalaeTcs
NPENCTAaBUTEIb  3aABHTENSL W JOKYMEHT, YIOCTOBEPSIOIIUN  JIMYHOCTH
penCcTaBUTENs 3asiBUTEIIS.

2.7. HcuepnbiBaromuii  repeyeHb  JOKYMEHTOB, HEOOXOIMMBIX B
COOTBETCTBUU C 3aKOHOJATENbHBIMH WIH HHBIMH HOPMAaTHMBHBIMU I[IPaBOBBIMU
aKTaMd JUIs MPENOCTABJICHUSA TOCYAapCTBEHHON YCIYIH, HaXOIAIUXCA B
PacHOpSKEHUH TOCYJapCTBEHHBIX OPIdHOB, OPIaHOB MECTHOI'O CaMOYIIPaBIeHUS 1
NOJABEJIOMCTBEHHBIX MM  OpraHu3aguid (3a MCKIIOYEHHEM  OpraHu3allyi,
OKa3bIBAIOWMIUX YCIYTH, HEOOXOOuMble W 00s3aTeNbHBIC IS IPEAOCTABICHUS
rOCyAapCTBEHHOH YCIOyTW) U [OJUICKAINMX HPEACTaBACHUK B  pamKax
MEXBEIOMCTBEHHOTO HH(POPMALMOHHOI'O B3aUMO/IEICTBHS.

Jliist mony4YeHus JaHHOR YCNYyTH He TpeOyeTcs npefocTaBieHe JOKyMEeHTOB
(cBelleHNU), HAXOMAIMXCS B PacloOpsDKEHUH rocyJapCTBEHHBIX OPraHOB, OPTraHOB
MECTHOIO  CaMOYIpaBJIICHUs U  IIOABEIOMCTBEHHBIX UM OpraHM3aluili u
MOJUTeXXAIIIX NPeIOCTABIEHHIO B paMKax MEXBEJOMCTBEHHOIO
MH(OPMAIIMOHHOTO B3aUMOIEHCTBHS.

2.8. HcueprnplBaroliivii [epeuceHb OCHOBAaHMM JJsi PUOCTAHOBJIEHUSA
IPEAOCTABICHUS T'OCYJapCTBEHHONM YCIYTM C YKa3aHWEM HOIYCTHMBIX CPOKOB
IPHOCTAHOBJIEHUA B Clly4ae, €CId  BO3MOXHOCTH  IPUOCTAHOBICHHSA
[IPEJOCTABIIEHUS TOCYAapCTBCHHOH YCIYyTH INPEeAyCMOTpeHa eiCTBYIOIIUM
3aKOHOLATEJIbCTBOM.

OcHoBaHusi Uil TNPUOCTAHOBJICHUS MPENOCTABICHUS TI'OCYAapCTBEHHOM
YCIIYT'Y HE NPEeIyCMOTPEHBI.

2.9. HcuepupiBaroliid NEpeYeHb OCHOBAHMM sl OTKaza B IpUEME
JOKYMEHTOB, HEOOXOAMMBIX JJIs IPEeJOCTaBJICHUs I'OCY 1APCTBEHHON YCIIyT'H.

OcHoBanu# W11 0TKa3a B IpUeMe JOKYMEHTOB HE MPELyCMOTPEHO.

2.10. HcuepnelBaromiuii  IepeyeHb OCHOBAaHHMM 11  OTKasza B
NPEJOCTaBIEHHA TOCY IaPCTBCHHON YCIYTH.

2.10.1. OtcyrctBHE B 3ampoce pamMuiInu, UMEHU, OTIYCCTBA (IOCHeIHee TPU
HAIMYMKA) 3asBUTENs (€CIM  3asgBUTENeM SABIsIeTcs  (U3UYECKoe  JIHIO),
HAaHMEHOBAHHUA OPraHU3al|MY (eCIIH 3a9BUTEIEM SABISETCS IOPUAMYECKOE JTHILO).

2.10.2. He nopparoIIMiics MPOYTEHUIO TEKCT, B TOM YHCIIE TEKCT Ha
WHOCTPaHHOM SI3bIKE.

2.10.3. OtcyTcTBHE y 3asABMTENS [MOJHOMOYMI HA MONyYeHHE CBEACHUH O
JMYHOM U CEMEHHOH TallHE TPEThUX JIMI], UX YACTHOH JKU3HH, a TAKXKE CBEJCHMIA,
CO3JAOIUX yrpo3y Iuisi WX O€30MacHOCTH, €ClM CO AHS CO3IaHHs apXHBHEIX
JOKYMEHTOB, COJIEPKAIUX TaKHUe CBEJIeHUS, He npouuio 75 jeT.

2.11. B ciydae eciM 3ampoc HE MOXKET OBbITh HCIIOJNHEH, 3asABHTEIO
HanpagBIAeTCs yBEAOMIIEHHE C Pa3biICHEHUEM IIPUYMH OTKa3a.



2.12. Pazmep mmaTel, B3UMaeMoOH C 3asBHUTeNII IIPU [pelOCTaBIECHHUH
rOCyJapCTBEHHOM YCIYTH, B CIIOCOOBI €€ B3UMaHus B ClIydasix, IIPeIyCMOTPEHHBIX
(henepanbHLIMA 3aKOHAMH, TPUHMMAEMBIMH B COOTBETCTBUM C HHUMH HHBIMH
HOpMaTHUBHBIMU TMpaBoBbEIMU akTamMu Poccuiickoil denepanuu, HOPMATHUBHBIMU
IIpaBOBBIMU akTaMu JIeHHHTpaaCKO# 00MacTH.

T'ocynapcTBenHas ycmyra mpeocTaBiseTcs OecIuiaTHo.

2.13. MakcuManbHbIf CpOK OXKUIAHHUSA B OYEPEOU IIPH IoJaye 3arpoca Ha
[IPeIOCTABICHUE TIOCYJAapCTBEHHOM YCIYyrd W Ipd IOJYy4YEHHH pe3yjibraTra
NPENOCTaBICHUS IOCYJapCTBEHHOM YCIYTH cocTaBisieT He Oojiee 15 MUHYT.

2.14. Cpox peructpanuu 3ampoca 3asBUTeNs O MNPelOCTaBIECHUU
roCylapCTBEHHOM YCIYTH COCTABISIET:

IIpU TUYHOM OOpaIlleHuH — B JeHb NTOCTYIUICHUS 3apoca B MYHUIUIIAJIbHBIN
apXuB,;

IIPH HAIPaBICHUM 3aIpOca MOYTOBOW CBS3BIO, MO 3JEKTPOHHOM TOYTE — B
JIeHb MOCTYIUICHUS 3aIlpoca B MyHULIUNIATIBHBIN apXUB;

IpU HAMpaBlIeHHH 3ampoca Ha OyMaxkHOM Hocutele u3 MOl B
MYHUUUIAIBHBIN apXUB — B JICHb IIOCTYIUICHHS 3JIEKTPOHHBIX KOIUM JOKYMEHTOB
3asiBuTens u3 ML B MyHUIIUTTaIbHBIN apXUB;

IpH HalpaBlIeHHH 3alpoca B ¢GOpMe OJIEKTPOHHOTO JOKYMCHTd
nocpencteoM I1I'Y JIO/ EII'Y npu Hanwduy TEXHAYECKOH BO3MOXXHOCTH — B JIEHb
noctyiuienys 3anpoca Ha III'Y JIO/ EINTY, unu Ha crenytomuii pabounii AeHb (B
Clydae HaIpaBJIeHHWs JOKyYMEHTOB B Hepabouee BpeMs, B BBIXOJAHEIE,
Npa3HUYHBIC JTHH).

2.15. TpebGoBaHUA K TIOMECIIEHUAM, B KOTOPBIX IIPENOCTABILIETCH
rocyaapCrBeHHasn yciyra, K 3ajly OXKHUIaHus, MeCTaM IJIA 3allOJIHEHUSA 3a11pocCoB O
NpefOCTaBIEHUN T'OCYJAapCTBEHHOH YCIyrd, HHGOPMAIMOHHBIM CTEHAaM C
oOpasllaMid HMX 34MO0JMHEHUs M IIepedyHeM JIOKYMEHTOB, HEOOXOJUMBIX JUIs
NpeIOCTaBIICHHS I'OCY JapCTBEHHOM YCITyTH.

2.15.1. IlpenoctaBneHrue TrocyIapCTBEHHOH YCIYTH OCYILECTBIISICTCS B
CIELUAJIBHO BBIACIEHHBIX I OTUX 1esed MOMEIIeHUSX MYHHIUIAIbHbBIX
apxuBoB uiu B MOLI,

2.15.2. Hanvvue Ha TeppUTOpMH, NPWICTAIOIMCH K 30aHUI0, HE MeHee 10
IPOLEHTOB MecT (HO HE MeHee OJHOI0 MecTa) Uil IMapKOBKH CIelHabHBIX
aBTOTPAHCIOPTHBIX CPEACTB MHBAIWAOB, KOTOpBHIE HE MOMKHBI 3aHUMATh HUHBIE
TPaHCIIOPTHBIE CpEACTBA. I/IHBaIII/IIH)I MOJB3YOTCI MECTaMH Uil NapKOBKHU
CIelMalIbHBIX TPaHCIIOPTHBIX cpeACTB OecruiatHo. Ha tepputopuu, mpuneratoreit
K 3JaHMsM, B KOTOpBIX pasMeuieHsl M®II, pacnonaraercs GecruiaTHas mapkKoOBKa
IUIi ~ ABTOMOOWJIBHOTO  TpPAaHCIIOpTa  IMOceTHTened, B  TOM  YHCIe
IpeAyCcMaTpuBaomias MeCTa Ui CIELUANbHBIX aBTOTPAHCIIOPTHBIX CPEACTB
MHBAJIMJIOB.

2.15.3. Tlomemenus pa3sMemiaioTcs TNPEUMYIIECTBEHHO Ha HIKHHX,
NPEANIOYTHTEIbHEE Ha ITEPBBIX 3TaXkax 3[aHUs, C IPEJOCTaBJIICEHHUEM JOCTyNa B
[OMeIICHNE HHBANMJAM, C YUE€TOM TPeOOBaHUH, NIPEABABIAEMBIX K COACPKAHHIO
3JlaHUM, OTHOCSIIUXCS K O0BEKTaM KyJIbTYpHOI'O HACIEAUS.



2.15.4. 3pnanue (nomenieHue) odopyayercs WH(DOPMAIMOHHOM TaOIHUUKOM
(BBIBECKOH), cofeprkaliel IOoJIHOe HaWMEHOBaHHE MYHHUMIIATBHOTO apXwBa, a
TaKKe UHHOPMAIUIO O pexuMe ero padoThl.

2.15.5. Bxoag B 3maHWe W BBIXOA M3 HEro OO0OpYAYIOTCS JIECTHUIAMH C
MOPYYHSIMH W ITAHIycaMy Jis NepeBUKeHUs JeTCKUX H WHBAJIUAHBIX KOJIICOK, C
y4eToM TpeOOBaHWM, MPEABSBISIEMBIX K CONCPXKAHUIO 3[aHH, OTHOCSIIUXCA K
00BEKTaM KyJIbTYPHOTO HACTeAUs.

2.15.6. B nomemmennu opranusyeTcs 0eCIUIaTHBIN TyalleT /sl HoceTUTenen.

2.15.7. Ilpu HeoOxomumocTu paboTHHKOM ML, MyHHIIUIIATIBEHOTO apX¥Ba
MHBAJIMAY OKas3plBaeTCs IIOMOIIb B MPEOJOJICHHH ©OapbepoB, MeENIAIOMNX
MOJyYEHHUIO UM yCIIYT HapaBHE C IPYTUMH JIUIIAMH.

2.15.8. Bxox B 31aHue U MeCTa OXXHAaHUS 000PYAYIOTCA KHOIIKAMH, & TaKXKe
comepxar WHPOPMALMIO O KOHTAKTHBIX HOMepax Teje()OHOB BhI30Ba pabOTHHKA
JUISL CONPOBOXICHUS HHBATHA.

2.15.9. OOecneyuBaercs xyOnmpoBaHKe HEOOXOMMMOH i WHBAIHIOB
3BYKOBOM U 3pHUTeNbHON WHQOpMAIlMH, a TaKXe Hajamwceld, 3HAKOB M HHOHR
TEKCTOBOM ¥ rpaduueckoil MHPOPMAlMKM 3HAKAMH, BBIIIOJHEHHBIMH pPEIbCpHO-
TOYEYHBIM mpudbTOM bpains, JTOIYCK CYpAOIepeBOTIMKA u
TUQIOCYpAOTIEPEBOAYHKA.

2.15.10. ObecneynBaercs 000pyIOBaHHE MECT ITOBBIIIEHHOro yaobcrsa c
JONOMHUTENEHEIM MECTOM BHepeau WM COOKy Ayl COOaKu-TIpOBOAHMKA IIPH
HJINYMM JOKYMEHTA, MOTBEP>K/IAI0IEro ee crenuraibHoe 00y4eHHe, U yCTPOHCTB
IS IepeIBMKCHUS MHBaIMAA (KOCThUICH, XOAYHKOB).

2.15.11. XapakTepuCTHKM BHOBb IPOCKTHUPYEMBIX IMOMEIIeHHH IpuemMa U
BBIIAYM JOKyMEHTOB B 4YacTH OOBEMHO-TUIAHUPOBOYHBIX W KOHCTPYKTHBHBIX
peHIeHni, OCBEIUCHHSA, MOXApHOU ©e30IaCHOCTH, HHXXCHEPHOTO 000pyHAOBaHHS
JIOJKHBI ~ COOTBETCTBOBaTb  TPeOOBAHMSIM  HOPMATUBHBIX  JOKYMEHTOB,
JercTByromux Ha Tepputopun Poccuriickoit ®enpepanuu.2.15.10. ITomerenus
IIpYe€Ma W BBIJAYN HOKYMEHTOB JOJDKHBI IIPeyCMATPUBATE MecTa AJIS OXXKHIAHUS,
UHQOPMHPOBAHUS | MTpUEMa 3asBUTEINCH.

2.15.12. Mecta OXUTaHUS U MecTa I WHQOPMUPOBaHUA 00OpYAYIOTCS
CTYJNbsAMU (KpECEIbHBIMU CEKIHSAMH, CKAMBSMH) W CTOJaMH (CTOMKaMu) yist
oOopMIIeHHS] JOKYMEHTOB C pa3MeUlleHMEeM Ha HUX OJaHKOB JOKYMEHTOB,
HEOOXOOUMBIX Il TIOJIYYCHHMS TIOCYJNapCTBEHHOM yCIYyrd, KaHLEeNSIPCKUMH
OPUHAJJICKHOCTAMH, a TakkKe HHOOPMAIMOHHBIMM CTEHAaMH, COAEepPIKAIUMH
aKTyQIbHYIO W WCYEPIbIBAIONIYI0 MH()OPMALUIO, HEOOXOMUMYIO Ul IOJIy4YESHHMs
rocyapCcTBEHHOH yClIyTd, U HHPOPMALMIO O Yacax Npuema 3alpocoB.

2.15.13. Mecra ans 1npoBemeHHs JIMYHOTO IpUeMa  3asBUTENEH
o0OpydylOTCS  CTONAMH,  CTYIBAMH,  O0eCHeuMBalOTCS  KaHLE/SIPCKHUMH
IPUHAIJIEXXHOCTAMY J1JIs HAITUCAHUS TUCBMEHHBIX O0pallCHHH.

2.16. Iloka3zarenmud OOCTYNHOCTH M KayecTBa IOCYNAPCTBEHHOM YCIYIH, B
TOM YHCJIE TOKa3areiau oOlliue, IpUMeHseMble B OTHOLIEHWH BCEX 3asBHTEJNEH,
CrieLHa/IbHbIE, MPUMEHIEMbIE B OTHOIIIEHUY HHBAJIUOB.

2.16.1. Tlokaszarenu MAOCTYIMHOCTH TOCYHapCTBEeHHON yciyru (oOIiue,
IIPYMEHSAEMBIEC B OTHOUICHUM BCEX 3aABUTENEH ):



2.16.1.1. TpaucropTHas JOOCTyIIHOCTb K MECTYy HpPEAOCTaBICHUS
roCy/IapCTBEHHON yCIyTH.

2.16.1.2. Hanwdne yka3zateneH, o0ecreYnBarOmuX  OecpernsaTCTBEHHbIHN
JOCTYIT K MOMEIIEHUSIM, B KOTOPBIX IPENOCTABNIACTCS YCIyTra.

2.16.1.3. BO3MOXHOCTb ITOJy4€HHs TIOJHOW M TOCTOBEPHOM HH(OpMAaLUH O
rOCy/IapCTBEHHOM yciayre MyHHIMNanbHOM apxuBe, M®LI, no tenedony, Ha
opunmansHoM caitte OMCY, nocpenctsom ITT'Y JIO/ EITT'Y.

2.16.1.4. Tlpenocrasnenre rocyapCTBEHHON YCIYTH JIFOOBIM JOCTYIHBIM
CII0CcoO0M, IPENYCMOTPEHHBIM JEHCTBYIOLIUM 3aKOHOAATEIECTBOM.

2.16.1.5. OGecrmieyenue I 3asABUTENS BO3MOXKHOCTH  MOJYYCHUA
duhopMalMy O X0[e U pe3ysbTaTe NMpeloCTaBlIeHUs IOCyJapCTBEHHOM YCIyrH ¢
ucrnonszoBanuem I1I'Y JIO/ EINTY.

2.16.2. Tloka3zarenn HOCTYIMHOCTH TOCY/IapCTBEHHOHN YCIIyTH (ClelHalIbHEIE,
pUMEHsIeMble B OTHOLICHUH WHBAJIAIOB):

2.16.2.1. Hannure nHQpacTpyKTYpHl, yKa3aHHON B IyHKTe 2.14.

2.16.2.2. Ucnionuenne TpeOOBaHUH JOCTYITHOCTH YCIYT i HHBATHIOB.

2.16.2.3. OGecnedeHue OECHPEeNsSTCTBEHHOTO [JOOCTyna HHBAIUAOB K
ITOMEILEHHSIM, B KOTOPBIX IPeIOCTABISIETCS TOCY JAPCTBEHHAS yCIIyTa.

2.16.3. IlokazaTenu kayecTBa rocy/JapCTBEHHON YCIyTH:

2.16.3.1. CobnroieHre cpoka mpeaoCTaBlIeHAs rOCy1apCTBEHHOR YCIyTH.

2.16.3.2. CobmoneHne BpeMeHH OXHUIAHHUS B Odepe]H IIpH Iogade 3arpoca
U MOJTy4CHUH Pe3yIbTaTa.

2.16.3.3. OcyiuecTtBiienne He G6ojiee OAHOTO oOOpalieHHs 3asBHUTEN K
TOJDKHOCTHBRIM JTHIIaM OMCY unu padotaukaM MO®IL] npu nmogaye 1OKyMEHTOB Ha
ToNydeHHe TOCyJIapcTBeHHOW ycnyrH M He Oonee opHOro oOpauleHus IpH
noxyyeHuu pesyibrata B OMCY nnu B MOLL

2.16.4. Tlocne monmydeHus pesysibpTaTa yCIyrH, INpeAoCTaBIeHUE KOTOPOH
OCYUIECTBIISIOCH B 35iekTpoHHOM Buje uepe3 [1I'Y JIO/ EINIY, mubo mocpenctBoM
M®L], 3asBuTEIIO OOCCIECYMBACTCS BO3MOXKHOCTH OIIEHKH KadecTBa OKa3aHHs
YCITyTH.

2.17. HWHbopmanus o006 ycmyrax, SBISIONIAXCS HEOOXONUMBIMH U
00s13aTeJIBHBIMH JIJIS1 IPEJOCTABICHUS IOCYTapCTBEHHOH YCIyTH.

[Tomy4uenue ycayr, KOTOphIe SBISIOTCA HEOOXOAMMBIMH H O0S3aTeLHBIMU
IUIsl [IPEeIOCTaBIIEHHUsI FOCYHAapCTBEHHOM YCITyTH, HE TpeOyeTCs.

2.18. Huble TpeboBaHus, B TOM YHCJI€ YYHUTHIBAIONINC OCOOCHHOCTH
NpelOCTaBJIeHUus rocygapcTBeHHoH ycamyru B MOl u  0coO0eHHOCTH
IIpeJOCTaBJICHUS FOCy AapCTBEHHOM yCITyTH B 3JIEKTPOHHOU dopMe.

2.18.1. IlpenocraBneHwe rocyAapcTBEHHOH yciuyrd mnocpeactBoMm MOI]
OCyLIECTBIsAeTCS B rnofpasnaeneHusx MOL[ npu HamHYUM BCTYIIMBILIETO B CHITY
coramenus o B3aumojeicteuu Mexay MOl u OMCY.

IlpenocraBnenne roCyiapCTBEHHOM yCIIyTH B UHBIX
MHOTOQYHKIMOHAJIBHBIX LIEHTPaX OCYIIECTBISAETCS IPU HAJIMYHM BCTYIUBIIETO B
CUJly  COIJIAllleHHs O B3auMoaelcTBurn  Mexny MOL[ wu  uHBIM
MHOTOQYHKUHOHAIBHBIM LIEHTPOM.



2.18.2. TlpenoctaBlieHue roCyAapCTBEHHON YCIyI'd B JJIEKTPOHHOM BHJE
OCYILECTBJISICTCS. TIPH TeXHUYECKOM peanusamuu yciyru nocpeactsom II'Y JIO /
EITY.

3. Cocras, 1ocjieOBaTEIPHOCTh U CPOKU BBIIIOJHEHUS aIMHUHHCTPATUBHBIX
NpOLEAYp, TpeOOBaHUS K MOPSIKY HX BBITOJHEHHS, B TOM 4YHUCIE OCOOEHHOCTH
BBLINOJIHEHKS aJIMHHHMCTPATHBHBEIX IPOLUEAYp B 3JCKTPOHHOH (opMe, a Takke
0COOEHHOCTH BBIIOJIHEHUS aIMUHUCTPATUBHBIX IpoLEenyp B
MHOTO(QYHKIMOHAIBHBIX LEHTPAX.

3.1. TlpenmocraBienne TIOCYAapCTBEHHOM YCIyTM BKIIOYaeT B cedd
ClIeAyrolie aIMUHACTPATUBHEIE IPOLEAYPHI:

- MpHeM, pPerucTpalys 3aIpocoB M Mepenada UX Ha HCHOJNHEeHHe (CpoK
BBITIOJTHCHUS aMUHHUCTPATHBHON MpoLeaypbl — He Oonee 3 paboumx nOHEH ¢
MOMEHTa [TOCTYTUICHHUS 3aIIpoca);

- aHaJgu3 TEMAaTHKU [IOCTYNHBIIMX 3alpocOB (CPOK  BBINOJHEHHUS
aIMUHHUCTPATUBHOM MpoLEAypsl - HE Oonee 3 pabounx MHEH ¢ MOMEHTA Ilepeadn
Ha MCIOJIHCHHUE);

- HampaBJICHHE 3alpoCOB M0 NPHHAJIC)KHOCTH (CPOK BBIIOTHEHHUS
aIMIUHUCTPATUBHOU mpoueaypsl — He Goiiee 5 pabouux OHEH cO IHS PErucTpanuu
3arpoca);

- MIOMCK apXUBHBIX TOKyMEHTOB, HEOOXOMMUMBIX [JIsl UCTIONHEHUS 3alPOCOB,
U TOJTOTOBKA OTBETOB 3asABUTENSIM (CPOK BBINOJHEHHUS aJAMHHHUCTPATUBHOM
npouenypsl - He 6ornee 12 pabouux aHel (B cirydae NMPOAJIEHHs CPOKa UCTIOTHEHHS
— He Oomnee 35 pabouux AHel) ¢ MOMEHTa 3aBepIIEHUs TMPOBEJCHUS aHaIu3a
TEMAaTHKH IIOCTYIHBIIHUX 3alIPOCOB;

- HampaBJICHHE W BbIIada pe3yJjibTaTa IIPeNOCTaBICHUS TOCYyIapCTBEHHOMN
yciIyru (CpoK BBIIIOTHEHHUS aJMUHUCTPAaTHBHOM NpolleXypsl - He Oosee 3 paboumx
JHEW ¢ MOMEHTA 3aBEPLICHUS IIOATOTOBKH OTBETA 3asBUTEIISIM).

ITocienoBaTeIbHOCTS AaAMHHUCTPATUBHBIX JeMcTBUIl (npollenyp) 10
NPEeOCTABICHUIO  IOCYJAapCTBEHHOM  yCIyru OTpa)keHa B OJIOK-CxeMe,
[IPEICTABJIEHHON B TPUJIOKEHUH 3 K aIMUHUCTPAaTUBHOMY perIaMeHTy.

3.2. Peructpanus 3anpoca U nepefada ero Ha UCIOJTHEHHE.

3.2.1. OcHoBanveMm [ Hayajla WCIOJHEHUS aJMUHUCTPAaTUBHOMN
IIPOLIE Y PBI ABISETCS MOCTYIUICHUE 3aIIpOCa B MyHUIUTIATIBHBINA apXUB.

3.2.2. Coneprkanre agMUHUCTPATUBHOTO JEHCTBUS, NPOJOIDKUTENBHOCTD U
(M) MaKCUMAJIbHBIHA CPOK €T0 BBITIOJIHEHUS:

3.2.2.1. Tlpu nuuHOM oOOpallleHUHd 3asBUTENS B MYHHIHIIAILHBIM apXuB
pabOTHHK, OTBETCTBEHHBIH 3a IIpHeM 3asBUTeNiell B MyHUIUIIAIBLHOM apXuBe
pa3bACHAET MOPANOK NPEAOCTABICHHs YCIYrH M NpeajiaraeT 3aloJIHATh 3aIpoc B
COOTBETCTBUM C YCTAHOBICHHOM aIMUHHMCTPATUBHBIM perjiaMeHTOM (HOpMOH,
MHQOPDMHUDYET 3asBUTENS O CpOKaX BbIAAYH pe3yjbTaTa INpeaOCTaBICHHS
rOCyIapCTBEHHON YCIyIdM, PerucTpupyer 3amnpoc B 0Oase [JaHHBIX II0 Yy4eTry
3alpOCOB, IPOCTABIISIET LUITAMII U 3aIIOJIHSIET ero, yKa3aB BXOIAIIUN HOMED U AaTy.

3.22.2. llpm mnocTymleHHH 3ampoca Ha aapec DJIEKTPOHHOH ITOYTHI
MYyHULUNAIBPHOTO apXHBa, OTBETCTBEHHBIH paOOTHUK paclieyaThlBacT 3alpoc Ha



OyMaxXHBI HOCUTEIb, PETHCTPHPYET 3alpoc B 6a3e JaHHBIX 110 YUYETy 3aIlpOCOB,
MIPOCTABJISET IITAMI1 U 3aII0JIHSAET ero, yKa3aB BXOSIINI HOMep U AaTy.

3.2.2.3. Tlpu NOCTYIUIEHHM 3alpoca IIOYTOBOM CBSA3BIO OTBETCTBEHHBIN
pabOTHHK MYHHUIUIIAIBHOTO apXHBa PETUCTpUpyeT 3ampoc B 0aze JaHHBIX IIO
yUYeTy 3aIllpoCOB, MPOCTABISET IITAMII U 3aIlOJIHAET €0, YKa3aB BXOAALIUN HOMEP
U JIaTy. |

3.2.3. Cpox BBINONHEHUS aJAMHUHHUCTPATHBHOM INpOLENyphl COCTaBIAET HE
6onee 3 mHEH.

3.2.4. [IOJDKHOCTHBIMM JIMIIAMH, OTBETCTBEHHBIMH 3a HCIIOJHCHHC
aJIMUHUCTPATUBHOMN NPOLIeyPhl, SBISIOTCS:

- pa0OTHUK, OTBEeTCTBEHHBIH 3a IpHeM 3asBUTENed B MYHHULMIIAIBEHOM
apXMBE,

- PYKOBOIMTEJb MYHULIMIIANBHOT'O apXUBa.

3.2.5. PykoBoauTesls MyHHLHIAILHOTO apXWBa IOCJE IpeaBapUTEIHHOTO
pacCMOTpEeHHUsl  3ampoca IepedaeT 3anpoc HAa  HCHOJNHEHHEe paboOTHUKY
MYHULMIIAJIBHOIO  apXWBa, OTBETCTBEHHOMY 3a HCIOJHEHWEe 3ampoca C
pezomroneli 00 WCIONHEHMM 3arpoca WM 00 OTKaze B IpefOCTABICHUU
rocyJapCTBEHHOM yCIYTH B CPOK HE MO3JHEE BTOPOTO pabOYero JHs CIEAYIOIEro
34 JHEM ITOJIYYCHHS 3aI1poca.

3.2.6. Kputepriem mpuHATHSA pelIeHHS 00 OTKa3e B IIPEIOCTABICHHH
rOCyJITapCTBEHHOM YCIIYTH SIBIISETCS:

- OTCYTCTBHE B 3ampoce ¢GaMWINKM, HMEHHU, OTYeCTBa (TOCIEIHEe IIpH
HAJIM4MK) 3agBUTeNs (ecu  3asgBUTeNeM  SBISETCS  (DU3MUECKOe  JIUIIO),
HAaMMEHOBAaHUS OpraHu3alUy (€CiIU 3asBUTEIIEM SIBIISECTCS IOPUIUIECKOE JIULIO),

- OTCYTCTBHE B 3aIIpOCE TIOYTOBOT'O aJipeca 3asiBUTEIS,

- He MOAAAIOLIMICS IPOUYTSHHUIO TeKCT, B TOM UHCIIe TeKCT Ha HHOCTPaHHOM
SI3BIKE;

- OTCYTCTBHE Y 3asBUTEJSI IOJTHOMOYMH Ha MONy4YeHHe CBEACHUH O JIMIHOU
W CEeMEHHON TalHe TPEThHUX JMI[, MX YaCTHOM JXM3HM, a TakKXe CBEIEeHHH,
CO3AMOILMX YIpo3y Isi UX 0e30macHOCTH, €CINHM CO JIHS CO3JaHHs apXHUBHBIX
JOKYMEHTOB, COJIep KAIlUX TaKhe CBEeIeHHUs, He TIPOILIo 75 JerT.

3.2.7. PezynpTaroM agMUHUCTPATUBHON MPOLIENYPHI SIBIASETCS PErUCTPAIHs
3alpoca U mnepefada ero Ha ucnonHeHue. (CnocoboM ¢ukcanuu pesynpraTa
BBIMTOJTHCHUA aﬂMHHHCTpaTI/IBHOﬁ ONponeaAypsl ABIFICTCA PCrUCTpalilsa 3alpoca B
Oaze JaHHBIX I10 YYE€TYy 3allpoCOB, IMNPOCTABICHHE INTaMIla €ro M 3allOJTHEHHE C
yKa3aHWEM BXOJMIIEro HOMepa M [aThl, a TakKXe Halhu4he pPEe30JIOLUN
PYKOBOJMTEIS MYHHULUITAIBHOIO apXUBa Ha 3arpoce.

3.3. AHau3 TeMaTHKH MOCTYITHBIIETO 3aIIpoca.

3.3.1. OcHoBanueMm I Hadajla  BbIIIOJIHCHHA aHMHHHCTpaTHBHOﬁ
Ipoueaypbl sBIACTCA MNOCTYINICHHEC 3alpoca ¢ pe3on}0uneﬁ PYKOBOOUTECIIA
MYHULUIIAJIBHOI'O apXKBa pa6OTHHKy OTBETCTBCHHOMY 3a UCIIOJTHEHHE 3alpoca.

3.3.2. ConmepxaHue aIMUHUACTPATHBHOTO AEHCTBHUS, MPOIOJKUTEILHOCTE U
(M) MAKCHMAITBHBIH CPOK €T0 BHITIONHEHHS:;



3.3.2.2. PabGoTHHK MYHHIMIAILHOIO apxuBa, OTBETCTBEHHBIH 32
MCITOJHEHHUE 3aIpoca, OCYIISCTBISIET aHaIM3 TeMaTHKU IIOCTYIIMBIIEro 3ampoca ¢
TOMOIIBIO CIIPABOYHO-TIOMCKOBBIX CPEICTB B CPOK He Oosiee aByX paboumx mHEH,
CIICYIOIINX 3a JIHEM MOJLyHEHHUS 3aIpoca.

3.3.3. Pe3ynbraToM BBINOJNHEHHUS aIMUHUCTPATUBHOM IPOLIEAYPEI ABJISCTCS
IIPUHATUE OAHOTO U3 CIEAYIOLIUX PEeLIEHIN:

- 0 BO3MOXXHOCTH UCITOJIHEHUS 3aIIpoca;

- 0 HEOOXOAUMOCTH HAITPaBJICHHUS 3aIllpoca 10 IPUHAIEKHOCTH;

- 0 HEBO3MOXHOCTH WCIIOJIHEHUA 3alpoca U MMOArOTOBKHU B apec 3aABHUTE/IA
MKUCbMa 00 OTCYTCTBUH 3aIIPAlIMBAEMbIX CBEAEHUH;

- O IOATOTOBKE CIIPaBKHU O JOKYMCHTAJIBHO IIOATBEPXKXICHHOM (baKTe YTPAaThl
APXUBHBIX JOKYMEHTOB, COIAEPKAIIUX 3aIIPallIiBAEMbIE CBEICHU.

3.3.4. Kputepuem NpUHATUS PELICHUS O BO3SMOXHOCTH UCIIOJIHEHHUS 3a1poca
ABJSICTCST HaJIWYHE HAa XPaHCHHW B MYHUIMIIAIBHOM apXWBE€ apXHWBHBIX
JTOKYMEHTOB, HEOOXOAMMBIX JUIsl UCTIOJIHEHUS 3aIpoca.

3.3.5. Kputepuem TmpUHATHUS peELIEHUs O HaANpPaBICHUU 3aIpoca II0
OPpUHAJJIEKHOCTHU SBJIACTCSA HAIIUYIHUEC apXHWBHbBIX JOKYMEHTOB, HeO6XOHI/IMBIX JJ1A
HCMIOJIHEHUS 3alpoca, HA XPAaHEHMH B MHBIX TOCYIApCTBEHHBIX WIH B
MYHUIMIAJIEHBIX apXUBaX, OpraHax WM OpraHu3anusx.

3.3.6. KputepueM NpUHATHS PpEIIEHUS O HEBO3MOXHOCTH HCIIONHEHUS
3ampoca ©W TOATOTOBKM B  aJpec 3asBUTENsS IIMCbMa 00 OTCYTCTBHU
3allpalliiBacMbIX CBEICHUH SBIAETCA OTCYTCTBHE B MYHULMIIAJIBHOM apXuBe Ha
XpaHeHWH AapXUBHBIX JOKYMEHTOB, a TaKXe OTCYTCTBHE HH(pOpMamuu 00 HX
MECTOHAXOXK/IEHUH.

3.3.7. KputepueM TIpHUHSATHS pEIIEHHS O TOATOTOBKE CIIPaBKH O
JOKYMEHTATFHO TIOATBEPXKIACHHOM (akTe yTpaThl ApXUBHBIX JOKYMEHTOB,
colepKauMX 3alpallliBaeMble CBEICHUS, SBISCTCA HAJU4yue AaKTOB O
HeoOHapy)KEHHH apXUBHBIX JOKYMEHTOB, ITYTH PO3BICKA KOTOPBIX HCYEPIIAHEL, O
HEUCIIPaBUMBIX IMMOBPEXKICHUAX APXUBHBIX JOKYMEHTOB.

3.3.8. JIOJ>KHOCTHBIMH JIUI[AMU MyHULUIANBHOIO apXKUBa, OTBETCTBEHHBIMU
3a UCIIOJIHEHNE aIMUHUCTPATUBHOMN NPOUEAYDHI, SBISIOTC:

- PYKOBOAUTEINb MYHHULIUIIATEHOTO apXUBa;

- pabOTHHMK MYHHIMIIANILHOTO AapXWBa, OTBETCTBEHHBLIM 3a HCIONHEHUE
3arpoca.

3.3.9. Pe3ynpraToM aIMUHHCTPATUBHON MpOLEAYPHI SBIACTCS peEIleHHe O
JanbHeHIleM  ABKeHUM  3ampoca. CrnocoboMm — Qukcanud — pe3yisTaTa
aAMUHUCTPAaTUBHONW MpOLEAYphl SBISETCS BHECEHHME VYYETHBIX [JAHHBIX O
IBWKEHUH 3arpoca B 6a3y JaHHbBIX.

3.4. HanpasneHue 3anpoCOB 110 IPUHAATIEKHOCTH

3.4.1. OcHoBanHWeM [UIs Hauajga BBINOJHEHUS aJMUHHCTPATHBHOMN
TPOLEAYPHI ABJISETCS PEIICHUE O HAIIPABICHUHU 3aMpoca IO IPHHAIEKHOCTH.

3.4.2. ConepxxaHue aJIMUHHUCTPATUBHOIO NEeHCTBUS, MPOJIODKUTEIBHOCTE U
(MTM) MaKCUMANBHEINA CPOK €ro BLITOTHEHUS



3.4.2.1. Ilocne 1puUHATMS pellleHUs O HaIpaBlIeHUH 3alpoca [0
NPUHAUIEXKHOCTH paOOTHHIK, OTBETCTBEHHBIN 33 UCIIOJIHEHUE 3aIIpoca, HE MO3AHee
5 pabouux nHEH cO AHA perucTpalry 3alpoca B MyHHIUIIATEHOM apXHBE TOTOBUT
MUACEMO O HAIMpaBJCHUM 3anpoca B apXWBBI, OpraHbl W OpraHU3alud II0
TPUHAJPIEKHOCTH IIPU HAIMYUY Y HUX JOKYMEHTOB JUIsS HCIIOJHEHHS 3aIIPOCOB.

3.4.2.2. OqHOBpPEMEHHO C MOATOTOBKOM MHChMa O HAIIpaBIEHUH 3aIpoca 1o
OPUHAANEKHOCTH pabOTHUK MYHULUNANBHOIO AapxXHWBa, OTBETCTBEHHBIH 3a
HCTIOJIHEHHE 3ampoca, TOTOBUT MUCHMO-YBEAOMJICHUE 3asiBUTENIO O HAIIPaBICHUU
3anpoca 1o MPUHAIICIKHOCTH.

3.4.3. JIOMXHOCTHBIMH JIMLIaMH MYHUIIUMTAIBHOTO apXuBa, OTBETCTBEHHBIMHU
3a UCTIOJTHEHUE aIMUHUCTPATUBHON NIPOUENYPBI, SIBIIAIOTCSA:

- PYKOBOZHTENb MyHUIIUIIATBHOIO apXUBa,;

- pabOTHUK MYyHHULMIAILHOTO apXuBa, OTBETCTBEHHBIM 34 HCIIOJHEHHE
3arpoca.

3.4.4. KpurepueM NIpUHATUA pPELICHHUS O HAIpaBJI€HUH 3ampoca II0
TIPUHAAJIEXXHOCTH SIBISETCS HAJIMYKE APXUBHBIX JOKYMECHTOB, HEOOXOAUMBIX IS
UCITOJIHEHHUS 3aIpoca, Ha XpaHEHWH B HHBIX TOCYJapCTBEHHBIX HIHM B
MYHHLMITAIBHBIX apXUBaX, OpraHax WIH OpraHU3alHsX.

3.4.5. Pe3ynbTraToM BBIMOTHEHUS! aAMUHUCTPATHBHON IIPOLIELYPbI SBISIOTCS
perucTpaluss ¥ OTIpaBKa YyBEJOMIIEHHUS B aJpec 3asBUTENSL M 3ampoca ¢
COIIPOBOAUTCIIPHBIM IITMCbMOM MYHHUIIUIIAJIBHOTO apXWBa B apxXHBbl, OpraHbl H
OpraHU3alyy IO NPUHAIJICHKHOCTH.

3.4.6. Crioco6oM Qukcanuy pe3yjbTaTa BBITOJIHEHUS aIMHHHACTPATHBHOU
IIPOLEeAYpPhl SBISCTCS INPOCTABIEHHE HOMepa W JaThl OTIPaBKU NHCbMa
MYHUIIMNAJIFHOTO apXKBa O HAIIPaBJICHUH 3aMpoca Mo NPUHAIIC)KHOCTA U ITUChMa-
YBELOMJICHUS B aJjpecC 3asiBUTEIIS.

3.5. Ilonck apXMBHBIX TOKYMEHTOB, HEOOXOAUMBIX IS UCITOJTHEHHS 3a1poca,
¥ ITOJIrOTOBKA OTBETA 3asBUTEIIO.

3.5.1. OcHoBanumeM 1 Hayala BBHIIONHEHHS aJIMHHUCTPATUBHOMN
IIPOLIEAYPhI ABJIIOTCS PEIICHHE O BOSMOXXHOCTH UCIIOJHEHHUS 3aIpoca.

3.5.2. ConepxaHue aJMUHHUCTPATUBHOI'O ACHCTBHUS, MPOIOHKUTEIBHOCTh U
(1M ) MaKCUMAaJIBHBIA CPOK €r0 BBIMOTHEHHS

3.5.2.1. PaGoTHUK MyHHUIMITaNFHOTO AapXHWBa, OTBETCTBEHHBIA 3a
HCIIOJIHEHUE 3aIlpoca, OCYIIECTBIIAET ITOUCK U BEIEMKY apXUBHBIX JOKYMEHTOB.

3.5.2.2. Tlocne u3ydeHus HEOOXOMUMBIX ApXHWBHBIX JOKYMEHTOB Ha HX
OCHOBE pabOTHUK, OTBETCTBEHHBIH 3a UCIIOIHEHUE 3aIIpOCa, COCTABIIAET apXUBHYIO
CIIPaBKy, apXUBHYIO BBINUCKY WM H3rOTaBIMBAeT apXWBHBIE KONUU B CPOK HE
nosnHee 12 pabounx nHel (B ciydae IIPOIIEHHS CPOKA UCIIONHEHHUS - HE MTO3/(HEE
35 paboumx nHel) co [JHS 3aBeplieHHS aHajgW3a TEMaTHKH 3ampoca ¢
COOJIIOICHUEM CNEAYIOIUX TpeOOBaHHIA.

3.52.2.1. Tekcr B apxMBHOH CHOpaBKE JaeTcd B XPOHOJOTHYECKOI
II0C/IEI0BAaTEIbHOCTH COOBITUH C YKa3aHHEM BUIOB apXUBHBIX JOKYMEHTOB M HMX
Jart. B apXI/IBHOfI CIIPABKE AOITYCKACTCA HIUTUPOBAHUEC APXHUBHBIX TOKYMECHTOB.



3.5.2.2.2. HecoBuaaeHue OTHAEIbHBIX MAHHBIX apXUBHBIX JNOKYMEHTOB CO
CBEIEHUSIMH, H3JIOKEHHBIMU B 3alpoce, HE SBIMETCS IPEHITCTBHEM JUIL
BKIIIOUEHHS WX B apXUBHYHK CIIPABKY IIPH YCIIOBUM, €CITH COBIAJCHHE BCEX
OCTAJBbHBIX CBEJCHWM HE BBI3BIBACT COMHEHUHW B TOXIECTBEHHOCTH JIHIA HIIH
(aKTOB, O KOTOPHIX TOBOPUTCS B apXUBHBIX JOKyMEHTaX. B apXHMBHOH CIIpaBKe 3TH
JAHHBIE BOCIIPOM3BOISTCS TaK, KAK OHHM H3JIOXKEHBI B apXMBHBIX JOKyMEHTaX, a
pacXoXIeHHs, HECOBNAACHHS M HETOYHblE Ha3BaHHA, OTCYTCTBUE HMEHH,
OTUECTBa, WHUIIMAJIOB WIM HAJIWYKEe ONHOI'O W3 HHUX OIOBApHBAIOTCA B TCKCTE
CIIPaBKH B ckoOKax: («Tak B TOKyMEHTE», « TaK B TEKCTE OpUTHHANA ).

3.5.2.2.3. B npumedaHusix 1O TEKCTy apXWBHOW CIPaBKH OrOBAPUBAIOTCS
Hepa30Op4YHWBO HAIMCAHHBIE, HCIPABICHHBIE aBTOPOM, HE IOJJAOIIACCS
IIPOYTEHHIO BCJIEJICTBHE TOBPEXKICHHUS TEKCTa opuruHana Mmecra («Tak B Tekcre
opuruHaia», «B Tekcre HepazGopUUBO»).

3.5.2.2.4. B TekcTe apxWBHOM CIpaBKH HE [OITyCKalOTCsI HW3MEHEHMUs,
UCNpABICHUS, KOMMEHTApUH, COOCTBEHHBIE BBIBOJBI  HCIIOJHHUTENS  II0
COJIEPXAHHIO ApPXUBHBIX JOKYMEHTOB, Ha OCHOBAHMM KOTOPBIX COCTaBJI€Ha
apXHBHAs CIIpaBKa.

3.5.2.2.5. TITocne TekcTa apXWBHOM CIPaBKH PHBOMATCS apXUBHbIE MH(PEI
¥ HOMEpa JINCTOB €AHHUIl XPaHCHUs apXUBHBIX AOKYMEHTOB, NeYaTHBIC H3/1aHMS,
WCTIONb30BABIIKECS IS COCTAaBJIGHHS apXHUBHOM clipaBKU. B Tekcre apxuBHOM
CIIpaBKU JIOIyCKAeTCsl IIPOCTABIICHHE apXHUBHBIX IMGPOB MU HOMEPOB JHCTOB
€MHULl XpaHEHHs apXWBHBIX JOKYMEHTOB Cpa3y IIOCIE€ HU3JIOXKEHHUS KaXAOro
dakTa I COOBITHSL.

3.5.2.2.6. B apxuBHO!l cnpaBke, 00beM KOTOPOU NpPEBBINIAET OJWH JIWCT,
JUCTHl JTOMKHBI OBITh MMPOIIMTHl, IPOHYMEPOBAHBI U CKPEIUIEHBl I1€YaThiO
MYyHHIUIIAIEHOTO apXHBa.

3.5.2.277. ApxuBHbBle COpaBKH  MOAIHKCHIBAIOTCA  PYKOBOJUTEIEM
MYHHULIMNTAJIBHOTO apXWBa, UCIIOJHUTEIEM M 3aBEpSIOTCS IIe4aThl0 OpraHa
MEeCTHOTO CaMOYyIIPABICHHSI.

3.5.2.2.8. Ilpu HeoOXOMUMOCTH K apXWBHOM CIIpaBKe MpPUJIAralOTCs KOIMH
apXMBHBIX JOKYMEHTOB WJIH BBIINCKH H3 HUX, IOJITBEPXKIAOIINE CBeICHUS,
U3JI0XKEHHBIE B apXVBHOU CIIpaBKe.

3.52.2.9. B apxuBHOH BBIINCKE Ha3BaHHE APXUBHOI'O JOKYMEHTa, €ro
HOMEp M Jara BOCIPOU3BOIATCA IIOJIHOCTBIO. VI3BIEUEHUSMH U3 TEKCTOB
ApXUBHBIX JIOKYMEHTOB JOJKHBI OBITH MCUEPIAHBI BCe MMECIOLIHECS NaHHBIE MO
3anpocy. Hadano u koHel KaXJIOro HW3BJICUEHMs, a TAKXKe IIPOIYyCKH B TEKCTE
apXMBHOI'O JOKYMEHTA OTAENBHBIX CJIIOB 0003HAYaI0TCS MHOTOTOUYHEM.

3.5.2.2.10. B mnpuMeyaHHSIX K TEKCTy apPXHUBHOM BBIITUCKH [JEJIAIOTCS
COOTBETCTBYIOIIIUE OrOBOPKM O 4YacTAX TeKCTa OpUTHHAala, Hepaz0opYuBo
HAlIUCAHHbIX, UCIIPABJICHHBIX aBTOPOM, HE NIOAJAIOIIMXCS MPOYTEHHIO BCIEACTBHE
HOBpexXACHUA TekcTa W T.4. OThenbHble cliOBa U BBIPAXKEHUS OPUIHWHANA,
BBI3LIBAIOIINE COMHEHHUs B UX TOYHOCTH, OrOBapHBarOTCs ciaoBaMu «Tak B TEKCTe
opuruHanay», «Tak B gokyMeHnTe». Ilocie TekcTa apXuBHOU BBIITUCKH YKA3bIBAIOTCSI
apXUBHBIM IIH(p U HOMepa JIUCTOB CAMHHIIBI XPaHEHUS APXUBHOTO JIOKYMEHTA.



3.5.2.2.11. CooTBeTCcTBHE COAEPXkAHMA BBIOAHHBIX I10 3alIpOCaM apXHUBHBIX
BBIITUCOK COJIEP)KaHUIO IMOJJIMHHBIX JOKYMEHTOB YIOCTOBEPSETCS IIOANHUCHIO
PYKOBOJHTENSI MyHHLIUIIATBHOTO apxuBa i nedatsio OMCY.

3.5.2.2.12. Ha obopoTe KaXIOro JIHCTa apXMBHOH KOIHH IPOCTABJIAIOTCS
apX¥BHbIe IK(PH U HOMEpa JIUCTOB €JMHHUL XPaHEHHUs apXHWBHOTO JOKYMEHTA.
Bce nHCTEI apXMBHON  KONHMM  NPOIIMBANOTCA, CKPEILIAIOTCS  IE€YaThiO
MYHHUILUIIATBHOTO apX¥MBa W IOAMHCHIBAIOTCS PYyKOBOIUTEIEM MYHHLUIATBHOIO
apxuBa.

3.5.3. JJO’KHOCTHBIMH JTHI[AMHA MYHHULHIIATBHOIO apXHBa, OTBETCTBEHHBIMHU
3a UCIIOJIHEHUE afMUHUCTPATUBHOM IIPOLENYPBI, ABJISIFOTCSA:

- PYKOBOJIUTEJIb MYHUIUITAJBHOIO apXUBa;

- pabOTHHK MYHHIMIIAJEHOTO apXWBa, OTBETCTBEHHBIM 3a HCIIOJHEHHE
3anpoca.

3.5.4. Pe3ynpTaToOM BBINOJHEHUS aAMUHUCTPATUBHOMN ITPOLEYPhI SIBISIETCS:

- IOJITOTOBKA apXUBHOW CIPaBKH, apXUBHOH BBIIUCKU, apXUBHOHU KOIHUH H
YBEJIOMJICHHUE 3asBUTENS 00 UCIONHEHUH 3aIpOca;

- TMOATOTOBKA CIPaBKH O JOKYMEHTAIBHO IOATBEPXKICHHOM (aKTe YTpaThl
apXUBHBIX JOKYMEHTOB, COJEPKAILMX 3aNPAIINBACMbIE CBEJICHNUS,

- TIOJTOTOBKA B aJpec 3asiBUTEN MUChMa 00 OTCYTCTBHH 3alpalldBacMBIX
CBEIEHWH B CBSI3M C OTCYTCTBHEM B MYHUIHWIIAJBHOM apXWUBE Ha XpaHEHUH
ApPXUBHBIX JIOKYMEHTOB, COJIEpXKAalUX 3alpallvBacMble CBEACHUSA, a TaKxKe
OTCYTCTBHUH I/IH(I)OpMaHI/II/I 06 ux MCCTOHaAXOXACHHUH,

- TIOATOTOBKA B aJpec 3agBUTENs MUCbMa 00 OTKaze B IPENOCTaBIECHUU
rOCyJapCTBEHHOM yCIyTH ¢ O0BSICHEHHEM IIPUYNHBI OTKa3a.

3.5.6. CrmocoboM ¢uKcalMi pe3yjbTara BBIIIOJHEHHUS aAMUHHUCTPaTUBHOU
NpOLEYPhl SIBISETCA COCTaBI€HHE AapXUBHOHU CIIPAaBKM, ApXWUBHOM BBIIIHUCKH,
COIIPOBOJUTENBHOIO MHMChMa K apXUBHOM KOIKH, INOO MUCbMa B aJpec 3asiBUTEIIS
00 OTCYTCTBHUHM 3allpalliBa€MbIX CBEJECHUH, CIPAaBKH O JOKyMEHTAJIbHO
TIOATBCPXKJACHHOM  (aKkTe yTpaThl apXWBHBIX JOKYMEHTOB, COZEpKalluX
3alpallMBacMble  CBEJCHHUS, IMCbMa 00 OTKase B  IIPelOCTaBICHUU
rOoCyJJapCTBEHHOH yCIyrd ¢ OOBSICHCHHEM MPHYHHBI OTKasa B Iporpamme
Microsoft Office Word B COOTBETCTBHH €O CIEIYIOLUIMH TPeOOBaHUAMU: HIPUPT —
Times New Roman; pasmep wmpugpra — 13-14; uBer mpudta — dUYepHBIH,
pacrieuaTka Ha OyMakHOM HocuTese popmara A4.

3.6. HampaBiieHle U Bblaya pe3yibTaTa [IpeJoCTaBIeHUs TOCy JapCTBEHHOMN
YCILYTH 3asiBUTEIO

3.6.1. OcHoBaHMeM i1 Hayajna BBIIOJHEHUS aJMUHUCTPATUBHOH
NPOLELYPbI SIBIISIETCSI NOANIACAHHBIN pesynbrar IIPEIOCTABICHUS
roCyJapCTBEHHOM  yCIyTW — JOKYMEHT, YyKa3aHHBIH B INyHKTe 2.3
aJIMAHUCTPATUBHOTO PerjaMeHTa.

3.6.2. ConepxxaHue agMUHUCTPATUBHOTO ACHCTBHS, MPOJOKUTEIEHOCTE U
(MIM) MaKCUMAJIbHBIH CPOK €0 BBIIIOHEHHS:



3.6.2.1. PaboTHMK, OTBETCTBEHHBLIM 3a OTIPaBKy KOPPECIIOHACHIWH,
HAIpaBIsieT Pe3yJIbTaT MpPeJOCTABIeHHs] TOCYJapCTBEHHOH YCIyrd cmocobom,
BHIOPAHHEIM 3asBUTENEM B 3allpoce, MOYTOBOH CBS3LIO B QIpeC 3asBUTENS HIH
BBIJAET Ha PYKH IMMOJ PacIMCKy B )XKypHajle BbIJa4M apXHBHBIX CIPABOK B Clydae
JIMYHOTO OOpallleHUs 3asABUTENI B CPOK He Mo3aHee 3 pabodyux AHEH cO AHA
TIOITOTOBKH Pe3yJIbTaTa MpeJoCTaBlIeHHs FoCy1apCcTBEHHON yciyru. I1o xenanuro
3asiBUTENS MMCHMO B afipec 3asBUTENS C OOBSCHEHHEM MPUYHH OTKaza Jjnbo 00
OTCYTCTBHM  3alpallliBaeMbIX CBEJEHUI HA 3amnpoc, IMMOCTYIHUBIIHHA IO
5IEKTPOHHOM II0YTe, HampaBisgeTcs [0 JJeKTpoHHOoH moute. Ilopsmok
HAlpaBlI€HHsS OTBETOB, IIOCTYMMBIIUX dYepes MOLl u 1Y JIO/EITY
periameHTupyercs pasmenaMd 3.7, 3.8 HacTOAIIEro aJMUHHCTPATUBHOIO
pernamMeHTa.

3.6.3. JIOJDKHOCTHBIM  JIMIIOM, OTBCTCTBEHHBIM 3a  HMCIOJHEHUE
aJIMAHUCTPATUBHOM TMpOLENyphl, SBISETCS pPyKOBOJUTENb MYHHUIIUIAIBHOIO
apxuBa.

3.6.4. Pe3ynbTaToM BBITIOTHEHHS afMUHUCTPATHBHOM MpOLIeyPBl SBIISIETCS:

- perucTpalysi u OTIpaBKa B aJipec 3assBUTENS apXUBHOM CIIPaBKHU, apXUBHON
BBIMMCKY, apXHUBHOW KOIMU HMOYTOBOM CBS3BIO, ITHCBMA ¢ OODBSICHEHHEM IIPHYUH
OoTKa3a JMO0 OO0 OTCYTCTBUHM 3alpallldBacMblX CBEACHHUW, WM CIPaBKA O
JIOKYMEHTAJIBHO TOJATBEPKACHHOM (hakTe yTpaThl AapXUBHBIX JOKYMEHTOB,
coJiepXalliX 3alpaliBaeMble CBEACHHUS, B T.4. [10 3JIEKTPOHHOI 1104Te;

- perucTpanys u BblJayda 3asiBUTENIO IO/ PACIUCKy IIpH JTHYHOM OOpaIleHuu
ApXUBHON CIPaBKM, apXWUBHOW BBINMHCKM WM AapXWBHOM KONMH, IIHCBEMA C
OOBSACHEHHEM NPUYMH OTKa3a JU00 00 OTCYTCTBHM 3allpallliBAEMBIX CBEACHHH
WK CIPaBKd O AOKYMEHTAJIbHO IIOATBEPXICHHOM (akTe yTparThl apXUBHBIX
JOKYMEHTOB, COAEpKaIIUX 3alpalluBacMble CBEACHUS;

3.6.5. CnocoOoM ¢uKcauuu pe3yJibTaTa BBINOJHEHUS aJIMHHUCTPATUBHOM
IpoNeNypbl SIBISETCS BHECEHHWE HOMEpa U JaThl IIOATOTOBIIEHHOM apXMBHOMH
CIPaBKH, apXWBHOU BBINHCKH, COINPOBOAUTEIHHOIO MHUCbMa K APXUBHOU KOIHH
nubo NHUceMa B aApec 3asBUTENs 00 OTCYTCTBHUM 3allpallliBa€MbIX CBEICHUMN,
CIIPAaBKH O JOKYMEHTAJIbHO IOATBEPIKICHHOM (akTe YTpaThbl apXHBHBIX
IJOKYMEHTOB, COJep allliX 3ampallliBaeMble CBe[eHUs, B 0a3zy JaHHBIX
MYHULUITAIEHOTO apXHBa.

3.7. Oco0eHHOCTH BBIIOIHEHUS aAMIUHUCTPATUBHBIX IPOLEAYD B
3JIEKTPOHHON dopme

3.7.1. IlpenocraBieHune rocyaapctBeHnoil ycimyru nHa III'Y JIO/EIITY
OCyIIEeCTBIsEeTCS B cOOTBETCTBUH ¢ DenepanbHbiM 3akoHOM OT 27.07.2010 Ne 210-
@3 «O6 opraHu3zanuMy IPEIOCTABICHHUS TOCYAapCTBEHHBIX W MYHHUIUIIAIBHBIX
yeayr» (manee — @enepanbHbiid 3akoH Ne 210-@03), OenepanibHBIM 3aKOHOM OT
27.07.2006 Ne 149-03 «O6 umH(popMauuu, UHGOPMAITUOHHBIX TEXHOIOTHSIX H O
3almuTe HHpOopMaLum», noctaHosieHreM IIpaBurtensctBa Poccutickont @eneparium
ot 25.06.2012 Ne 634 «O Buaax 37MeKTPOHHOH MOAIMCH, HCTIONB30BAHHE KOTOPBIX



IomyckaeTcss Ipd  OOpallleHMH 33  IIOJyYE€HHEM  TOCYTApCTBEHHBIX U
MYHHUILUNATBHBIX YCIIYI).

3.7.2. Jlns momydeHHs rocynapcrBeHHou ycinyrm depes IITY JIO/EITY
3agBUTETIO HEOOXOAWMO MPENBAapUTEIBHO IIPOMTH MPOLIECC PErUCTpPallkd B
Enwuoit cucreMe uaeHTuGUKauMy U ayTeHTHGUKauK (nanee — ECHA).

3.7.3. TocynapctBeHHast yciyra MoxeT ObITh nonyyeHa uepe3s III'Y
JIO/EITTY ciiemyromuMu crrocooamu:

¢ 00s13aTeIbHOMN JIMYHOM SBKOW Ha IPHEM B MyHHLMIIAILHBINA apXUB;

0e3 TUYHOH ABKH Ha IPUEM B MyHHLHMIIAJIbHBIA apXUB.

3.7.4. Jlyia mosyYeHUs TOCY/IapCTBEHHOM yclyry 6e3 JIMYHOW ABKH Ha NPHUEM
B MYHHUIUITAJIBHBINA apXUB 3asBUTETI0O HEOOXOIUMO IIPENBAPHTEILHO OPOPMHUTH
YCUJIEHHYIO KBaJTUGUIIMPOBAHHYIO 3JEKTPOHHYIO INoanuck (manee - OII) s
3aBepeHHs 3aABICHHA M JOKYMEHTOB, NOJAHHBIX B 3NEKTPOHHOM Buie Ha [II'Y
JIO/EITTY.

3.7.5. Jlna nopaun 3assinenus 4vepe3 I[II'Y JIO/EIY 3asBuTens HOKEH
BBIIIOJIHUTE CIIEAYIOIINE JCHCTBHS:

npoiTu uaeaTuukanuio U ayreHTupukanuio B ECHA;

B nuuHoM KabusHere Ha [II'Y JIO/EIN'Y 3anoinHUTL B 3JIEKTPOHHOM BHIE
3asBJICHHE HA OKa3aHUe roCyJapCTBEHHOU yCIIyTH;

B CJly4dae, €CJIH 3asBUTECIIb BBI6paJ'I CIIoco0 oKa3zaHus yCIyru € JTAYHOMN SIBKOU
Ha IpucM B MYHHHHHaHBHBIﬁ apXMB - IIPUJIOXKHUTL K 3aiABJICHHUIO 3JIEKTPOHHBIC
TTIOKYMEHTHI;

B CITy4ae, €CJIH 3asiBUTEND BbIOpas criocod oka3aHUs YCIyry 0e3 JIMYHOM SBKH
Ha pYeM B MyHUIIUTIAJIbHBIN apXUB:

-  OPWIOXKHTH K 3asBIEHUIO DJIEKTPOHHBIE JOKYMEHTBHI, 3aBEpPEHHbIE
YCUJIEHHON KBAJTU(PULIUPOBAHHOMN 3JIEKTPOHHOM IO {ITUCHIO;

- TOPWIOKHUTh K 3asBICHUIO DSISKTPOHHBIE JOKYMEHTBHI, 3aBepeHHbIE
YCUJICHHOH KBaNW(pHULUHPOBAHHON JNIEKTPOHHON MOANUCHIO HOTapuyca (B Clrydasx,
€CIi B COOTBETCTBHM C TpeOOBaHUAMH 3aKoHonaTenbcTBa Poccuiickoi
denepand B OTHOIICHHH [JOKYMEHTOB YCTAHOBJICHO TpeGoBaHHE O
HOTapHaJbHOM CBHUIETENHCTBOBAHUM BEPHOCTH UX KOIHH);

- 3aBEPUTHh 3asBICHHE YCHUICHHOH KBATH(UIMPOBAHHON AJICKTPOHHOM
HOJMKCHIO, €CJIM UHOE HE YCTAHOBJICHO JISHCTBYIOIIMM 3aKOHOJATEIbCTBOM.

- HalpaBUTh IaKeT JJNEKTPOHHBIX JOKYMEHTOB B MYyHHUIMIAIBHBIM apxXuB
nocpencteoM pyrknuonana [I'Y JIO/EIITY.

3.7.6. B pe3ynbpTaTe HampaBJieHUs I1aKeTa 3JIEKTPOHHBIX JOKYMEHTOB, B
NOPsAJIKE YCTAHOBJIEHHOM II. 3.75 HacTOAIIEr0 aAMUHHUCTPATUBHOIO PETJIAMEHTA,
nocpejctBoM [1II'Y JIO/EITY aBTOMaTU3UpOBaHHON MHPOPMAIIMOHHON CHCTEMOM
MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3auMOJEWcTBUsI JIEHUHIpaACcKoil 0o0nacTu
(manee - AUC «Mexsen JIO») Npow3BOOUTCS ABTOMATHYCCKas PETHCTPALlUsI
IOCTYIIUBIIETO IIaKeTa JJIEKTPOHHBIX [JOKYMECHTOB M IPUCBOSHHE IIAKETY
YHHKAJIBHOrO HOMEpa Acaa. HoMep zena 10oCTyneH 3asBUTeNI0 B IMYHOM KaOHHETE
HI'Y JIO/EITY.

3.77. llpm npenocTaBieHUHd TOCYJapCTBeHHOW ycnyru depes III'Y
JIO/EINL'Y, B ciydae ecru HanpaBiieHHbIE 3asBUTENEM (YIIOTHOMOYEHHBIM JIHI[OM)



SIEKTPOHHOE 3asiBiEHHE W JJIEKTPOHHBIC [OKYMEHThI 3aBEpPEHBl YCHIIEHHOW
KBATHQHIMPOBAHHON  3JIEKTPOHHOM  NOANHCBIO,  JODKHOCTHOE  JIMLO
MYHHUIUIIAIBHOTO apXHBa BITOIHSET ClieyIOHe JeHCTBHS:

dopMHpyeT IPOEKT pELIeHHs Ha OCHOBAHHM [TOKYMEHTOB, IOCTYMHUBILIMX
uepes III'Y JIO/EITY, a Takke JOKYMEHTOB (CBENEHMH), ITOCTYIMBIINX
IIOCPE/ICTBOM MEXXBEJOMCTBEHHOI'O B3aUMOJEHCTBUS, W MEpPeJacT NOJDKHOCTHOMY
JUITY, HaJIeJTeHHOMY QYHKLUSAMHY 10 TIPUHATHIO PELICHA,

rocjie pacCMOTPEHHS TOKYMEHTOB U MPUHSATHS pELIeHHUs] O IPEAOCTaBICHUI

rOCy/JapCTBEHHOH yCIyrn (OTKa3e B MPEAOCTaBICHUM IOCYapCTBEHHOM
yenyrd) samonusier npexaycmorpernsie B AUC «Mexsen JIO» ¢opMer o
[IPHUHSTOM peIieHHH U nepeBoant aeio B apxuB AVIC «Mexsen JIO»;

YBEOOMIISIET 3asBUTENII O MPUHITOM PEUICHUH C IOMOIUBIO YKa3aHHBIX B
3asIBJICHUH CPEJICTB CBSI3H, 3aTEM HANpaBlseT NOKYMEHT cocoboM, yKa3aHHBIM B
3asBIICHUN"

o4Toi, 1HOO BBIJACT €ro MpH JWYHOM OOpallleHWH 3asBUTENs, JIHOO
HanpasjisieT 3JIEKTPOHHBIH JIOKYMEHT, IO CAHHBIN YCHJIEHHOMN
KBaJIH(QHUIIMPOBAHHOM 3JICKTPOHHOM MOIIHMCHIO JOMKHOCTHOIO JIMIA, IIPUHSBIIETO
perueHue, B JIMUHbIA KAOWHET 3asBUTEIS.

3.7.8. llpu nmpejnocraBaeHUd TOCYyIapCTBEHHOM ycmyrn depes III'Y
JIO/EIIT'Y, B cityuyae ecnu HanpaBlieHHBIE 3assBUTEIEM (YIIOJHOMOYEHHBIM JIUIIOM)
JIIEKTPOHHOE 3asBJICHHE M DJIEKTPOHHbIC JOKYMEHTBHI He 3aBepeHbl YCUJIEHHOW
KBATAQUIMPOBAHHON  DJIEKTPOHHOW  TMOAMUCHIO,  JODKHOCTHOE  JIMLO
MYHULUNAITEHOTO apXHBa BBIIOIHAET CIEAYIOMHE NeHCTBUA:

B JieHb peructpanuu 3ampoca ¢opmupyer uyepez AUC «Mcexsen JIO»
NpUrianieHne Ha IprUeM, KOTOpoe H0JDKHO COAepKaTh CIECAYIONLYI0 HHPOPMALIHIO:
agpec OMB/OMCY/Opranm3aiiug, B KOTOPYI0 HeOOXOJUMO OOpaTUThCH
3asBUTENIIO, JATy W BpeMs NpueMa, HOMep ouyepeau, HISHTHPUKALIMOHHBIA HOMED
IpUrIallieHns U TiepedeHb NOKYMEHTOB, KOTOpPblE HEOOXOJMMO TpENCTABUTH Ha
npueme. B AUC «Mexsen JIO» neno NepeBOIUT B CTATyC «3asiBUTENb IPUTIIANIEH
Ha npuem». [IpueM HazHaudaeTcs Ha OmmKaiilyro CBOOOJMHYIO JaTy W BpeMs B
cootBeTcTBUU ¢ rpaduxom padotel OUB/OMCY/Opranuszanum.

B ciyyae HesBKM 3agBUTENS Ha MPHEM B HA3HAUEHHOE BpEMsl 3asBICHHE U
nokyMmeHThl XpaHsatcs B AUC «Mexsen JIO» B Tedenue 30 xajeHIapHBIX AHEH,
3aTeM JOJDKHOCTHOE U0 MYHUIUIIAIIEHOTO apXUBa, HaJeIEHHOE, B COOTBETCTBUU
C JIOJDKHOCTHBIM PernTaMeHTOM, (PYHKITUSIMHE 1O MPUEMY 3asABIEHHE U JOKYMEHTOB
yepes III'Y JIO/EIITY nepeBoaut nokymeHTHI B apxuB AVIC «Mexsen JIO».

3asBUTENB JIOJKEH SIBUTHCS Ha TPHEM B yKaszaHHOe Bpems. B ciyuae, ecnu
3asBUTENIb SIBWICS II03Ke, OH OOCTY)XHWBAeTCs B IOPSJKE >KHUBOW odepedu. B
mo0OM M3 ClIydaeB JOJDKHOCTHOE JIMIIO MYHUIMIAIBHOTO apXKBa, Beayliee
npueM, orMeuaeT (akT kU 3asBuTens B AIC «Mexsen JIO», geno nepeBoauT B
craryc «lIpueM 3agBUTENS OKOHUEH.

Ilocie paccMOTpeHHsI TOKYMEHTOB M NPHUHSTUS PELIEHUS O TPelOCTaBIeHUH
(oTkaze B TPeNOCTAaBIEHMH)  TOCYJAPCTBEHHOM  YCIYTH  3alOJHSET
npenycmorpeHHele B AUC «Mexsen JIO» ¢GopMBl 0 NPUHATOM peIIeHHM M
nepesoaut aeio B apxus AVIC «Mexsen JIO».



JIOIDKHOCTHOE  JIUIIO0 MYHMLMMAJIBHOIO apXHBa YBEAOMIIAET 3asBUTENA O
IIPUHATOM PELICHHH C ITOMOINBIO YKA3aHHBIX B 3asfBJICHUH CPENCTB CBA3H, 3aTEM
HAIPaBISIET JIOKYMEHT CHOCOOOM, YKa3aHHBIM B 3aABJICHHM: B ITHCBMEHHOM BHJIE
[IOYTOM, In0O BBIJACT €ro Mpyu TAYHOM OOpallleHHH 3asgBUTEIA B MyHHIUIIAILHBIH
apxuB, 6o B M®II, mubo HampaBifeT 3JMeKTPOHHBIA JOKYMEHT, IOMIMHCAHHBIA
YCHIIEHHOH KBaJTM(ULHUPOBAHHOM JIEKTPOHHON IOJIHCHIO JOKHOCTHOIO JIMIIA,
IIPHHABIIETO pelneHue, B auuHbi kadunet [II'Y JIO/EITY.

3.7.9. B ciyyae MOCTYIUIEHUS BCEX JOKYMEHTOB, YKa3aHHBIX B IyHKTe 2.6.
HACTOSAIIET0 aJIMUHHACTPAaTHBHOIO perjiaMeHTa, M OTBEeHalolMX TpeOOBaHMSM, B
GopMe DIEKTPOHHBIX JOKYMEHTOB (DJIEKTPOHHBIX 00pa3oB  JOKYMEHTOB),
yIOCTOBEPEHHBIX YCHUJICHHOH KBATHQHUIMPOBAHHOW JJIEKTPOHHOH IOAIMKCEIO,
JHeM oOpallleHus 3a MPedOoCTaBICHIEeM I'oCyJapCTBEHHOM yCIIyTH CUMTAeTCs JaTa
peructpauuu npuema gokymeHtos Ha [1T'Y JIO/EIITY.

B cnydae, ecid HampaBleHHbIE 3asiBUTeNleM (YIIOJHOMOUYEHHBIM JIUIIOM)
3JEKTPOHHOE  3asBjeHHe HW  JOKYMEHTBl He  3aBepeHbl  YCWIeHHOH
KBATU(QULIUMPOBAHHOW  JJIEKTPOHHOA  MOAMHCHIO, JHEM  oOpamieHus  3a
NPeAOCTABIICHUEM TOCYJApCTBEHHOM YCIyrd CUMTaeTcs Aara JIMYHOM SBKH
3asBUTEINA B MyHHIIUITAJIBHBIN apXUB ¢ MPEJIOCTaBICHUEM JOKYMEHTOB, YKa3aHHbBIX
B INyHKTE 2.6 HaACTOAIEro aIMUHUCTPATUBHOIO perjaMeHTa, M OTCYTCTBHS

OCHOBAaHMH, YKazaHHRIX B myHKTe 2.10 Hactosmero aaMUHUCTPATUBHOIO
pernaMeHTa.

3.7.10. MyHATTUTIAJTBHBIN apXUB IPU MMOCTYIUICHUH JOKYMEHTOB OT 3asBUTEIS
nocpeactsom III'Y JIO/EINT'Y no TpeboBaHHIO 3asiBUTEINIS HAIpaBiIseT pe3ysbTaT
IPeJOCTaBIeHNs YCIyrH B (OpMe DJIEKTPOHHOTO JOKYMEHTa, MOAIHCAHHOTO
YCUJIEHHON KBATM()HUIIMPOBAHHON 3JIEKTPOHHOH IMOAMUCHIO JOJKHOCTHOIO JIUIIA,
NPUHSABIIETO pellleHWe (B ATOM Clyvyae 3asBUTENb NpPU IIOJadYe 3anpoca Ha
MpelgoCTaBJieHue  YCIyrM OTMeuaeT B COOTBETCTBYIOIIEM IIOJIE  TaKVIO
HEOOXOAUMOCTB).

Bolgaua  (HampaBlieHHWE) — DJIEKTPOHHBIX — JIOKYMEHTOB,  SIBJISIFOILMXCS
pe3yibTaToM [IPEAOCTABICHU rocyJapCTBEHHOU YCIIYTH, 3a8BUTEIIO
OCYIIECTBJSETCE B  J€Hb  perucTrpaiuud  pesynbTara  MPeJoCTaBICHUS
rOCYJapCTBEHHOM YCIYTd MyHUIMIIATBHBIM apXHBOM.

3.8. OcoOGeHHOCTH BBITONHEHHS aIMUHUCTPATUBHBIX IPOLEAYP B
MHOTIOQYHKIIMOHATBHEIX LEHTPAX

3.8.1. B cnydyae mnomauum [JOKYMEHTOB B MYHHUIUNAJIBHBIN apXUB
nocpenctBoM MO®I] crieunanuct M®ILI, ocymecTBISIONINA MPHEM TOKYMEHTOB,
IOPEJICTAaBACHHBIX I IIOJYYEHUS TOCYAApPCTBEHHOM YCIyTH, BBIIOJHAET
clenyrolue JeHCTBU:

a) OIlpeAeNsieT IpeaAMeT O0paIIeHHS;

0) yNOCTOBEpseT JHYHOCTH 3asABHTENIA WM JIMYHOCTE W ITOJHOMOYHS
3aKOHHOTO NPEJICTaBUTEIS 3asABUTENS — B CiIydae oOpaieHns GH3NIECKOTo JIMIA;

YAOCTOBEPSET JIMYHOCTh M IIOJHOMOYMS MPEACTaBHUTENSA HOPUIUIESCKOTO
JIALA — B CiTy4ae oOpalieHus IOPHAUIECKOTO JTHII,



B) IIPOBOJIUT TIPOBEPKY MPaBUIIBHOCTH 3aIIOTHEHUs 00pallieHus;

') IPOBOJUT MPOBEPKY YKOMILJIEKTOBAHHOCTH ITAKETa TOKYMEHTOB;

) OCYLIECTBISET CKAHUPOBAHKE IIPECTABICHHBIX JOKYMEHTOB, GOPMHUpPYET
BIIEKTPOHHOE JIEJT0, BCE JOKYMEHTBI KOTOPOT'O CBA3BIBAIOTCSA €IUHBIM YHHKAIBHBIM
UACHTH(DUKAIMOHHBIM KOZOM, ITO3BOJSIOIMM YCTAaHOBUTh ITPHHAMJIEXHOCTD
JNOKYMEHTOB KOHKPETHOMY 3asBHUTETIO W BHUIY OOpalleHHs 3a roCyIapCTBEHHON
yCIIyTOH;

€) 3aBepsAeT 3JIEKTPOHHOE JENI0 CBOEH 3IEKTPOHHOW MOANUCHIO (Hanee —
SIT);

) HampapisgeT KOMHMM JOKYMEHTOB U  peecTp JOKYMEHTOB B
MYHULIUIIATIbHBIA apXUB:

- B BJIEKTPOHHOM BHJe (B COCTaBe IIAKETOB 3JIEKTPOHHBIX Jell) B ACHb
oOpauieHus 3aasuresst B MOL];

- Ha OYMa)XHBIX HOCWUTeNsIX (B cilydae HEOOXOAMMOCTH 0053aTelbHOro
IPeNOCTaBNIEHNs] OPUTMHAIOB JTOKYMEHTOB) — B Te4eHHe 3 pabovux JHEH co AHA
obpatenus 3asButens B MOL[ mocpeicTBOM KypbepCKOH CBS3H, C COCTABICHUEM
OTHMCH TIepeflaBaeMbIX JOKYMEHTOB, C YKa3aHUeM JaThl, KOIHW4YECTBa JIHCTOB,
(GaMuIMH, TOMHKHOCTY U NOANKCAHHBIE YIIOTHOMOYEHHBIM cnenuanicrom MOLL

Ilo oxoHYAaHUH IIpreMa JOKyMEHTOB creluaaucT M®L] BEIIAcT 3asdBUTENIO
PACIHCKY B TIpUEMeE JOKYMEHTOB.

3.8.2. Tlpu yka3aHwM 3asBHTEIIEM MeCTa IONTy4eHHS OTBeTa (pe3yibTara
[IPEJOCTABIIEHUsI T'OCYNapCTBEHHON YCIyru) mnocpeactsoM MOLI nomKHOCTHOE
JIUIO MYHULHUIAIBHOTO apXxuBa, OTBETCTBEHHOE 32 BBINOJHEHUE
aAMUHUCTPAaTUBHOM Mpouenypsl, nepenaer cueruanicry MOLL mis nepenaun B
cooTBeTCTByloIiee MO®I] pesynbrar mpefoCTaBleHHs YCIYTH Ui €ro
NIOCJIETYIOLIEN BBIIaY 3asBUTEIIO!

- B JJIGKTPOHHOM BHJle B TeueHuwe | pabodero mgHS CO AHS MOATOTOBKHU
OTBETA 3asBUTEIIO;

- Ha OyMa)XHOM HoOcHTele — B CpoK He Oonmee 3 pabouux nHed co aHs
MIOJrOTOBKH OTBETA 3asiBUTEII0, HO He MO3/IHee BYX pabourx JHEH J0 OKOHYAHHS
CpOKa IIPEeJOCTaBIEHUs YCITyTH.

Cneunamict M®L], oTBeTCTBEHHEIN 3a BbIIady JOKYMEHTOB, MOIy4YEHHBIX
OT MYHHIMIIAJIBHOTO apXuBa IO Pe3ylbTaTaM pPacCMOTPEHUs IPeACTaBIEHHBIX
3asBUTEIEM JOKYMEHTOB, HE IIO37HEe ABYX [OHEW C JOarhl UX IOJY4YeHUS OT
MYHMIMITAIBHOI'O apXyWBa CcOOOIIaeT 3asBHUTENIO O MPUHIATOM peIIeHWd IO
TeneoHy (C 3alUCHIO JaThl U BPEMEHH TENe()OHHOIO 3BOHKA WIIM IIOCPECTBOM

cMC-MH(QOPMUPOBAHUS), a TaKkKe O BO3MOXKHOCTH IIOJIyYEHHS ITOKYMEHTOB B
MOLL

4. ©opMBI KOHTPOJIS 32 UCIOIHEHNEM aJIMUHUCTPAaTHBHOIO perjiaMeHTa
4.1. Tlopsanok OCYILECTBJECHHSA TEKYILIErOo KOHTPOJs 3a COONIOJCHUEM U

HCIIOJTHCHHUEM OTBCTCTBCHHBIMHA JOJZKHOCTHBIMH JAIaMHu MOJIOXKECHUH
AAMHHUCTPATUBHOT'O pPETJIaMe€HTa W HHBIX HOPMATHBHBIX IIPABOBBIX aAKTOB,



YCTaHaBIMBAOIIUX TPeOOBAHUA K IIPEJOCTaBICHHIO TOCYAapCTBEHHON YCIIyTH, a
TaKKe IPUHATHEM PelleHHi OTBETCTBEHHBIMHU JINLAMH.

TexkymMii KOHTpPOJIb OCYyIIeCTBisieTcs miaBoit ammuHucTpanuu OMCY,
PYKOBOJHUTEIEM MYHHUIHITATBHOTO apXUBa 110 KaXJ0H 1IpoIielype B COOTBETCTBHU
C YCTAQHOBJIEHHBIMH HACTOSIIUM aAMUHUCTPATUBHLIM PETIIAMEHTOM COAEPKAHHEM
JIeHCcTBUH M CpOKaMH MX OCYUIECTBIICHHS, a TAKXKe IIyTeM NpoBeAeHUA APXUBHEIM
yrnpasieHreM JIeHHMHrpaackod o00JacTd MPOBEPOK HCIIOTHEHHS IIOJIOKEHHM
HACTOAIIETO aJAMHHHCTPATHBHOIO PETNIAMEHTa, HWHBIX HOPMATHUBHBIX IIPABOBBIX
aKTOB.

4.2. TlopstioK v IepUOAUYHOCTE OCYIIIECTBICHHUS IIJIAHOBBIX ¥ BHEIIAHOBBIX
IPOBEPOK MOJTHOTHI U KauecTBa IPEe0CTaBICHUS IT'OCY JapCTBEHHOH YCITyTH.

[l1aHOBBIE  TpPOBEPKH  TPEAOCTABIEHHMA  IOCYHApCTBEHHOM  yCIYTH
OPOBOAATCS He dYallle 4eM OJMH pa3 B TPU rojla B COOTBETCTBUU C T[OJOBBIM
IJIGHOM IIPOBECHHMS IIPOBEPOK, YTBEP)KIEHHBHIM ApXHMBHBIM YIpPaBIC€HHEM
JIeHMHTpaACKOH 00JIacTH.

Ilpu mOpoBepke MOTYT paccMaTpuBaTbCs BCE BOINPOCHI, CBA3aHHBIE C
IPeJOCTaBICHHEM TOCYJApCTBEHHONW YCIIyrH (KOMIUIEKCHBIE IIPOBEPKH), HIH
OTJIENBHBIA BOIPOC, CBSI3aHHBIA C IPEIOCTABICHHUEM TOCYAAPCTBEHHON YCIIYyTH
(TeMaTHUYECKUE TTPOBEPKH ).

BHemyiaHOBBIE TIPOBEPKU  IIPEAOCTABIEHUSA TOCYHAPCTBEHHOW  YCIIyTH
NpOBOIATCS MO oOpameHusIM (U3NIECKUX, HOPUAMYECKUX UL, OOpalleHHsIM
OpraHOB TOCY/IAPCTBEHHON BIACTH, OPraHOB MECTHOI'O CAaMOYIPAaBICHUS, HX
JO/DKHOCTHBIX JIML, a TaKXe B ILeNsiX HPOBEPKH YCTpaHEHHsS HapylIeHUH,
BBISBJICHHBIX B XOJIC IIPOBEICHHOM IUIAHOBOM HPOBEPKU. YKazaHHbIe OOpalleHus
MOJJICKAT PETUCTPAllMd B JCHb UX IIOCTYIUIEHHS B CHCTeMe DIIEKTPOHHOIO
IoKyMeHToo0opoTa M JaenonpousBoacta OMCY, ApXuBHOrO ynpaBlICHHs
JlennHrpaackoi obmacTy.

O mpoBeseHHH MPOBEPKH U3NAETCS MPABOBOM aKT ApPXUBHOTO YIIPaBICHUS
JleHUHTpaCcKOM o0macTh O  MNPOBEIEHWHM  NPOBEPKHU UCTIOJTHEHHUS
aJIMUHUCTPATHBHOI'O perjlaMeHTa 1o MpeJ0CTaBIEHUIO TOCY JapCTBEHHOMN YCITYTH.

ITo pesynpraram TpOBeAEHUs IIPOBEPKH COCTABISETCA aKT, B KOTOPOM
IOJDKHBI OBITh YKa3aHbl AOKYMEHTAJIBHO TMOITBEPXKACHHBIE (aKThl HapYIICHUH,
BBISBJICHHBIC B XOJ€ TPOBEPKH, HJIH OTCYTCTBHE TaKOBBIX, & TaKXe BBIBOARI,
coJieprKalllie OIEHKY ITOJIHOTHI M KauecTBa IPEIOCTaBICHHS I'OCYAapCTBEHHOMN
YCIYTH ¥ MPEAJIOKEHHUs 10 YCTPAHESHHUIO BBISBIEHHBIX MPHU MPOBEPKE HAPYIICHHUIA.
[Ipy npoOBENEHWM BHEIUIAHOBOM ITPOBEPKM B aKTe€ OTPaXKAKOTCA pe3yNbTaThl
NpPOBEPKU (PaKTOB, UNOXKEHHBIX B OOpaIeHu , a TAK)Ke BBIBOJIBI U IIPEIOKEHHS
O YCTPaHEHHUIO BBISBIECHHBIX NPH IPOBEPKE HAPYILIEHHUH.

He nozanee 1Hs, creayroLIero 3a THeM IPHHATHS PELIeHHS [0 pe3yIbTaTaM
paccMOTpeHUsT OOpallleHHs, 3asBUTENI0 B MHCBMEHHONM (opMe M IO JKEITaHHIO
3asBUTENS B JJIEKTPOHHOM (hopMe HampapisieTcss MOTHBHPOBAHHBIM OTBET O
pe3yJbTaTax paCCMOTPEHHS OOpalieHH s,

4.3. OTBeTCTBEHHOCTb JOKHOCTHBIX JIMII 3a peHIeHHs W JeHCTBHA
(OeznelicTBue), mpuHMMaeMble (OCYIIECTBISEMEBIE) B XOJie IIPeJOCTaBIECHUSA
rOCY/IapCTBEHHOH YCIIYTH.



JLOJDKHOCTHBIE auia, YIOJTHOMOYEHHBIE Ha BEIIIOJIHEHHE
aJIMUHUCTPATUBHBIX JNedCTBUH, IIpe1yCMOTPEHHEIX HACTOSILLINAM
aJMUHHUCTPATUBHEIM PErIaMEHTOM, HeCYT OTBETCTBEHHOCTh 33 COOJIIOJEHHUE
TpeboBaHuii AelCTBYIOIMX HOPMATHUBHBIX IPABOBLIX aKTOB, B TOM YHCJIE 32
coOMIOIEHHEM CPOKOB BBIIIOJIHEHHS aJMUHHUCTPATUBHBIX NEHCTBHM, IIOJHOTY MX
COBepIICHHUA, COONOEHNE TIPHHIUIIOB IIOBEJEHUA C 3asIBHTENISIMHU, COXPAaHHOCTb
JOKYMEHTOB.

['MaBa aIMUHHUCTpANWKM HeCceT OTBETCTBEHHOCTH 32  olecrevyeHue
IPEAOCTaBICHNA FOCY JaPCTBEHHOH YCIIyTH,

Pabotauku OMCY mnpu npenocTaBlleHHHM T'OCYAApPCTBEHHON YCIyI'M HECYT
OTBETCTBEHHOCTb:

- 3a HeHCIIOJHEHUE WM HEeHaJUIe)Kallee UCIIONHEHHE aIMUHUCTPATHBHBIX
[IPOLIey P MPHU MPEIOCTABICHUH IOCYy IAPCTBEHHOMN yCITyTH;

- 3a geiicTBus (Oe3neHCTBUE), BIEKyIIME HApyILIEHHe IIpaB M 3aKOHHEIX
HMHTEPeCOB (PU3NUECKUX WIH IOPUIUIECKUX JIHULI.

JlOJDKHOCTHEIE JIMIIA, BUHOBHBIE B HEHCHOJHEHUM HIH HEHAJIeXKalleM
UCNOJTHEHNH TpeOOBaHMM  HACTOALIErO0  aJMUHUCTPATUBHOIO  PErVIAaMEHTA,
NIPUBJIEKAIOTCS K OTBETCTBEHHOCTH B IIOPSIIKE, YCTAaHOBJICHHOM JCHCTBYIOLIMM
3aKOHOAaTeNbCcTBOM Poccuiickon Penepaini.

5. locyne6ublii (BHecyAeOHBIM) IOPSAAOK 00KaIoBaHUs pelleHui U
neicTuii (6e31eiCTBUS ) OpraHa, IPeAOCTaBIIAIOMEr0 MyHULUITAIBHYIO YCIIYTY, a
TaKXKe JOJDKHOCTHBIX JIUL OpraHa, IIPEJOCTaBISIOIEro My HHIHIIAIBHYIO YCIYTY,

TU00 MYyHHUIIMIIATBHBIX CITYKAIMX, MHOrO(YHKIMOHAIBHOTO LIEHTpa
IPEIOCTaBICHUS I'OCYJapCTBEHHBIX U MyHULUIIAJIBHBIX yCIIyT, pAGOTHHUKA
MHOT'O()YHKIIMOHANBHOIO LEHTPa NPEJOCTaBICHHS IOCY JAPCTBEHHBIX U
MYHHUUUIIAIBHBIX YCIyT

5.1. 3agButenu n1uOO MX MpPEACTaBUTENH HMMEIOT NPAaBO Ha JOCyAeOHOe
(BHECYmeOHOE) oOkamoBaHMe pelieHuit U nedcTBUi (Oe3AelCTBUS), MPHHSITHIX
(OCYIIECTBIAEMBIX) B X0JI€ IPETOCTABICHUA MyHHULIUIIATBHOHN YCIIyTH.

5.2. Tlpeamerom nocyaeOHOro (BHeCyeOHOT0) 00MKaIOBAHHUA 3asBHTEICM
peileHMd U JedcTBUM  (Oe3nedcTBUS) — OpraHa, — IPENOCTaBISIOLIErO
MYHULIATIANBHYIO YCIYry, MOJDKHOCTHOTO JHIa OpraHa, NIpefoCTaBISIOIIEro
MYHUIHUITATEHYIO yCIyTy, oo MYHUIUIIATEHOTO CITy>Kaulero,
MHOTOQYHKIIHOHAIBHOIO LEHTPa, PAabOTHHKA MHOTO(YHKIHMOHAIBHOTO IIEHTpa
SIBJISIIOTCS:

1) HapylIeHue cpoka perucTpaiyH 3anpoca 3asBHUTENIS O IMPeJoCTaBICHUH
MYHUIIAIIAJIBHON YCIIYyIH, 3alpoca, ykazaHHoro B crarbe 15.1 depepanbHOro
3aKkoHa 0T 27.07.2010 Ne 210-D3;

2) HapylmleHHe CpoOKa I[IpeJOCTaBJIeHHs MYHUIUNANBHOW yciyru. B
yKa3aHHOM ciydae pocyneOHoe (BHecymeOHOe) 00XKajlOBaHHE 3asBHTEIEM
pelieHui 1 JerctBuil (0e3eicTBHA) MHOTO(QYHKUMOHAIBHOTO LIEHTPa, paboTHUKA
MHOIOQYHKIMOHAJIBHOTO  IIGHTpa  BO3MOXXKHO B Clly4ae, ©CIH  Ha
MHOTO(QYHKIVIOHANBHBIA IEHTP, pelleHds W neidcTBust (Oe3znedcTBre) KOTOPOro



OOXKAIYIOTCH, BO3JI0XKEHa (GYHKUMS @O IPEJOCTABIEHUIO COOTBETCTBYIOIIHUX
MYHHIHUNAILHBIX YCIYT B MOJIHOM 00beMe B IOPSAAKE, ONMPEASICHHOM yacTeio 1.3
crateH 16 denepanpHoro 3akona oT 27.07.2010 Ne 210-D3;

3) TpeboBaHWe y 3asgBUTENS JIOKyMEHTOB, He IPEAYCMOTPEHHBIX
HOPMAaTHUBHBIMK IIpaBOBbIMH akTaMH Poccuiickodl ®enepanuu, HOPMaTHBHBIMU
IpaBOBEIMH aKTaMu JlenuHrpajackoi o6acTH, MYHHLIMIIATbHBIMH IIPABOBBIMU
aKTaMH [ [TPeJOCTaBICHHS MyHUITUTIATBHOM YCIIyTH;

4) oTKa3 B MpHEMe JOKYMEHTOB, IIPE/ICTABICHUE KOTOPBIX IIPELYCMOTPEHO
HOPMATHBHBIMH TIPaBOBRIMKH akTaMu Poccuiickoi Penepauuy, HOpMaTHBHBEIMU
TIPABOBBIMH aKTaMH JIeHWHTpajACcKoi 007aCTH, MYHHLIMNAIGHBIMH IIPABOBBIMH
aKTaMH JJIS TIPeIOCTABICHHS MyHUIIUIIATBHON YCIIYTH, Y 3asIBUTEIIS;

5) oTka3 B MpPedOCTaBICHUH MYHULMIIAIBHON YCIYT'H, €CIH OCHOBaHHUA
OTKa3a He NPeIyCMOTpeHBl (elepaIbHBIMI 3aKOHAaMH M [IPHHATBIMH B
COOTBETCTBHU C HMMH HHBIMM HOPMATHBHBIMU IIPAaBOBBHIMH aKTaMu Poccuiickoil
Qejnepally, 3aKOHAMH M WHBIMH HODMaTHBHBIMH TIPaBOBBIMH  aKTaMH
JleurHTpacKOW OOJIACTH, MYHHUIMIIANBHBIME NPAaBOBBIMU akTaMHU. B ykazaHHOM
caydae jgocynebnoe (BHecyneOHoe) oOxaroBaHHME 3asBUTENleM pelleHHd W
neiictBud  (OesmeiicTBHs)  MHOTO(YHKLMOHAJBHOTO  LIGHTpa,  pabOTHHKA
MHOFO(i)YHKL[I’IOHaJIBHOI‘O HCHTPAa BO3MOXKHO B cirydae, €CJIN Ha
MHOTO(QYHKIIHOHATBHOTO IIEHTpa, pPelleHus U JeiicTBus (Oe3aeiicTBrUe) KOTOPOro
067K3.HyIOTC}I, BO3JIOXKCHaA (I)YHKLII/ISI o nIpe€aocCTaBJI€CHUIO COOTBCTCTBYIOIIHX
MYHHUIMIIAIEHEIX YCIYT B IIOJHOM 0OBEME B MOPSIKE, OIpPEIeNeHHOM YacThio 1.3
crateu 16 @enepanproro 3akona ot 27.07.2010 Ne 210-D3;

6) 3arpeboBaHMe C 3asgBUTEN] IPU I[PEJOCTABICHUH MYHHIMIIAILHON
YCIAYTH TUIaThl, HE IMPEeIyCMOTPEHHOM HOPMAaTHUBHBIMH IIPABOBBIMH aKTaMH
Poccutickoit Denepaniivi, HOPMATUBHBIMH IPABOBBIMH aKTaMH JIeHHHrpaIckoi
06J1aCTH, MyHULIMIIAIbHBIMY [IPABOBBIMU aKTaMM;

7) oOTKa3 OpraHa, MpPedOCTABISIONIEr0 MYHHLHWIAIBHYIO  YCIYTY,
AOJDKHOCTHOI'O JMIa OpraHa, HOpeAOoCTaB/IAIOIICIO MYHHLIUINAIBHYHO YCIyry,
MHOTO()YHKIIMOHAIEHOTO IIEeHTpa, PAabOTHHKAa MHOTO(YHKIMOHAILHOI'O IEeHTpa B
HCIIPAaBJICHHUHU OJONMYINCHHBIX HMH OIICHAaTOK H omuboK B BBIIAHHBIX B pe3ylibTare
IIPeJOCTABJIEHAS MYHULWIAIBHOW YCIyrH JOKyMeHTax Jubo HapymeHue
YCTAQHOBJICHHOTO CpOKa TaKMX HCIpaBlieHHil. B ykasaHHoM cnydae gocynebHoe
(BHEeCyneOHOE) O00XalloBaHWE 3asBUTENIEM pEIICHUN U JedcTBUM (Oe3neiicTBUs)
MHOTOGYHKIIHOHAJILHOTO I[eHTpa, PabOTHHKA MHOrO(QYHKIIMOHAJIBHOTO IEHTpa
BO3MOXKHO B Cjy4dae, €cjId Ha MHOIOQYHKUHOHAJNBHOIO LEHTpA, PELIEHUS M
merictBusl  (be3melicTBHE) KOTOPOTO OOXKANYIOTCS, BO3MOXKEHa (YHKUUS IO
HPEeIOCTABJICHUIO COOTBETCTBYIOIIUX MYHHUITHITAJIBHBIX YCIYT B IIOJHOM oObeMe B
MOpsZIKE, OmpenereHHoM 4Yactbio 1.3 cratbu 16 PeaepanpHOro 3axkoHa OT
27.07.2010 Ne 210-D3;

8) HapylleHHe CpoKa WM IOpsJKa BBAA4YH JOKYMEHTOB IO pe3yJbTaTaM
[IPENOCTABICHNS MyHHULUIIAIBHON YCIIYTH;

9) mnpuOCTaHOBJIEHHE MPENOCTABIECHUS MYHHLHUIIANBHON ycimyru, ecid
OCHOBaHHUA INPHUOCTAaHOBJIEHUS HE IPelyCMOTPEeHbI (enepalbHbIMU 3aKOHAMH U
NPUHATBIMA B COOTBETCTBAM C HUMU MHBIMH HOPMATHBHBIMH IPABOBEIMM aKTaMU



Poccuiickoii Denepalinu, 3aKOHAMH U IIPHHATBIMA B COOTBETCTBHH C HUMHU HHBIMH
HOPMATHBHLIMH TIPABOBBIMH akTaMH JIEHHHIpaACKOR OOIAaCTH, MYHHUIIMITAIEHBIMU
NpaBOBEIMH aKTaMH. B ykasaHHOM clydae JocynebHoe (BHecyneOHOE)
obxanoBaHMe  3asSBHUTENeM  pelleHuii  u  JelictBuii  (Oe3zeicTBHS)
MHOTO()YHKIIMOHAJIBHOTO 1I€HTpa, pabOTHHKAa MHOTOQYHKIHMOHAJIBLHOIO LEHTpa
BO3MOXXHO B ClIyyae, €CIM Ha MHOTO(YHKIHOHAIBHOIO LIEHTPA, DEINEHUS U
neiictBus  (Oe3melicTBHE) KOTOPOro OOXKANYyIOTCS, BO3NOXKEHAa GYHKOHA IO
IPEIOCTABIICHAIO COOTBETCTBYIOLMX MYHHUIIUIIANBHBIX YCIYT B IIOJTHOM 00BeME B
nopsaKe, ompeneneHHOM dYacTeio 1.3 cratbm 16 dDenepasbHOro 3aKoHa OT
27.07.2010 Ne 210-®3.

5.3. XKanoba mogaercs B IUCbMeHHOH (opMme Ha OymMa)XHOM HOCHTEIE,
9JIEKTPOHHOM (OpMe B opraH, MPeAOCTABISAIOMINA MYHUIUMIIAIBHYIO youyry, I'BY
JO «M®ILl» mu6o B Komurer >KOHOMHYECKOIO Pa3BUTHUS U HHBECTHIUOHHOH
nearencuoctd JlenwHrpaackod obnactu, sBiustomnuiics yupemutenem [BY JIO
«MOLly» (manee - yupemutens I'BY JIO «MO®Ll»). JKanobel Ha pemeHus H
neiictBuss  (Oe3meiicTBHE) — PYKOBOAUTENS ~ OpraHa,  IIPeAOCTaBIISIOLIEIO
MYHHIUNAIBHYIO YCIIYTY, MOJAIOTCS B BBIMIECTOSIIHN OpraH (IIpH €ro HaJTMYuH)
ambo B cllydae €ro OTCYTCTBHUS  PacCMaTpHUBAIOTC]  HENOCPEACTBEHHO
PYKOBOAMTEIEM OpraHa, MpemXoCTaBIAIONIEro MyHUIHIAIbHYIO yCuyry. JKamoOsl
Ha peinenns u nericteus (Oesneiicteue) paboruuka I'BY JIO «MO®Lly nonarotcs
PYKOBOIHUTENIO 3TOr0 MHOTO(YHKIIMOHAILHOrO HeHTpa. JKanmoOsl Ha peleHus U
neiictBus (Oesxeticteue) I'BY JI O «MOLl» nopatorca yupeautento I'BY JIO
«M®Ly».

Xamoba  Ha  pemienuss W geidctBus  (OesnmeiicTBHe) — oprasa,
NPEJOCTABISIONIEr0 MYHULMIAIBHYIO YCIYry, IOJDKHOCTHOTO JIML@A OpraHa,
PeIOCTABISIIOIEr0 MYHUIMIIANBHYIO YCIYry, MYHHUIUIIAJBHOTO CIY)Kallero,
PYKOBOAMTENS OpraHa, NPeJOCTABIISIONIET0 MYHHIUOAIBHYIO YCIYTY, MOXET
OBITP HampaBlieHa IO I[OYTE, 4Yepe3 MHOTOGYHKUMOHAJIBHBIA LEHTP, C
UCIIOb30BaHEM HHGOPMAIHOHHO-TEIeKOMMYHUKAITMOHHOW ceTd "MHTepHeT",
opuIManbHOTO cafiTa oOpraHa, HPEJOCTABISIOIIEr0 MYHHUITUIANBHYIO YCIyTy,
EITY mbo IMMY JIO, a Takke MoxeT OBITH NpHUHATA IPH JAYHOM IpreMe
3asIBUTEIIS. Kanoba ma  pemeHmss M JEHCTBUS (6e3neiicTBUE)
MHOTO()YHKIMOHAIBHOTO LEHTpa, pa0OTHMKAa MHOTO(YHKIMOHAIBHOIO II€HTpa
MOXeT OBITh HallpaBlieHA [0 II0YTE, C KCIIOJb30BAaHMEM HH(OPMAIHOHHO-
TeJIEKOMMYHHUKALIOHHON CEeTH «uTepHeTY, ohUIHATBEHOTO caiita
MHOroyHK1moHansHoro nentpa, EINIY mubo IITY JIO, a Takke MoxeT ObITh
IIPUHSATA IPU INYHOM TIPHEME 3asBUTEIIS.

5.4. OcHOBanueM i Hayaia Mpoleaypbl mocymeOHoro (BHeCymeGHOro)
o0xalloBaHUsl SBISETCS Iofada 3asBUTENIEM JKaloObl, COOTBETCTBYIOLICH
TpeOOBaHUSAM YacTH 5 ctatei 11.2 @epepanbHoro 3akoHa Ne 210-D3,

B nuceMeHHO# xkanobe B 0093aTENEHOM TIOPSJIKE YKA3BIBAIOTCS:

- HaUMEHOBaHWE OpraHa, IMPEJOCTaBISIOLIEr0 MYHHUIMIAIBHYIO YCIYTY,
JOJDKHOCTHOI'O JIMIA OpraHa, MPeOoCTaBISIOMIEr0 MyHUIUITATLHYIO YCIYTY, JTU00
MYHUUUINAIBHOTO Ciy)Xalero, ¢unvana, oTiena, ymajleHHOro pabodero mMecra



['BY JIO «M®ILly, ero pykopoxutens ¥ (nin) paOOTHUKA, PEIICHUS U JCHCTBUS
(Ge3neiicTBHE) KOTOPBIX 00XKAITYIOTCS;

- damwTvsl, UMsI, OTIECTBO (IIOCIE[HEee - IIPU HAIUYKU), CBEIEHHSA O MECTE
JKUATCIBCTBA 3aABUTENS - (U3UYECKOro JHLa JHOO HAaUMEHOBAHHUE, CBEJCHHUS O
MecTe HaxOXJeHHs 3asgBUTENS - IOPHAMYECKOTo JIMIA, a Takke HoMep (HoMmepa)
KOHTaKTHOro Tenedona, angpec (ampeca) 3J1€KTPOHHOW IMOYTHI (IIpH HAIWYHUH) H
IIOYTOBEIH aapec, MO0 KOTOPHIM JTOJKEH OBITh HAIIPABIEH OTBET 3aIBUTEIIIO;

- cBelleHHs 00 00XKayeMbIX peIleHUs X U JelcTBusX (Oe3nelicTBUM) OpraHa,
NPENOCTABJSIONIEr0 MYHULUUIANBHYIO YCIYTY, HO/DKHOCTHOIO JIMLA OpraHa,
NPEJOCTABIISIIONIEr0  MYHUIMIIANBHYIO  YCIyry, JH0O  MYHHLUIAILHOIO
chayxauiero, ¢unnana, oTAcna, yraieHHoro pabouero mecra I'BY JIO «M®Lly,
ero pabOTHUKa;

- JIOBOJIBI, HA OCHOBAaHHMM KOTOPBIX 3asBUTEJIb HE COTJIACEH C PEIlIEHUEM U
nevictBieM (Oe3neiicTBueM) opraHa, IPeJOCTaBISIOLIEIO0 MYHUIUINAIBHYTO
yCIyry, AOJKHOCTHOrO JIMI@ OpraHa, IIPEJOCTABISIONIET0 MYHUIUINANBHYIO
ycayry, JH0O0 MyHUIMIIAJBHOrO CIlyXallero, ¢uipana, OTAela, yNaleHHOro
pabogero mecra I'BY JIO «M®L», ero paborHuka. 3asBUTEIEM MOTYT OBITH
IpeCTaBIeHbl JOKYMEHTHI (IPH HAJIMYKH ), IIOATBEPKAAFOIIHE JOBOB! 3asIBUTEIIS,
au00 MX KOIHH.

5.5. 3asgBUTeNb MMEET IPaBO Ha INONy4YeHHe WH(MOPMALUHM U JOKYMEHTOB,
HEOOXOIMMBIX Ui COCTaBleHMs W OOOCHOBaHWSA >KajloObl, B ClydYasx,
ycraHoBiieHHBIX ctarhe 11.1 ®Denepansroro 3akona Ne 210-D3, npu yciosuw,
4TO 3TO HE 3aTpardBaeT IIpaBa, CBOOOJB! M 3aKOHHBIE MHTEPECH! JPYTUX JHL, U
ecIM yKa3aHHble MHGOpMalMs U JOKYMEHTHl He COAEpKaT CBEJCHU,
COCTaBJIIOIINX TOCYJAPCTBEHHYIO WIH HHYIO OXpaHIeMYyIO TalHy.

5.6. XKanoba, mocTynuBILas B OpraH, MPeAOCTABISIIOIUN MyHHUIHIIAIBHYIO
yenyry, IBY JIO «M®Lly», yupenureio I'BY JIO «M®PLl», nubo BHIIECTOMIIIHIA
oprai (IIpY €ro HaJIM4YHU), MOJJIEKUT PACCMOTPEHUIO B TEUYCHHE IISTHAALATH
pabouux JHEH co JHA ee PErucTpaluy, a B ciiydae 00)KalOBaHHS OTKa3a Opraa,
OpelOCTaBIAIINEero MyHUUunaneHyto ycnyry, IBY JIO «M®ll», B mnpueme
JAOKYMCHTOB Y 3asABUTEIIst JII/I6O B HCIIpaBJICHHH AO11YHICHHBIX OIICYaToOK U OIIII/I6OK
Uik B Cjy4dac 00’kasTI0BaHUA HapymieHusi YCTAHOBJICHHOI'O CpOKa TaKHuX
FICTIPABJIEHUH - B TeUeHHUE IIATH pabovnx JHell co THS ee perucTpainy.

5.7. Tlo pe3ynabTaram pacCMOTpeHHUs KajdoObl IIPUHUMAETCs ONHO H3
CJIEAYIOLIUX PEIIECHUM:

1) xanoba yZnoBIETBOpsIETCS, B TOM 4YHCIe B (HOpPME OTMEHBI IIPUHATOIO
pelIeHHs], UCIIPaBIeHUs JIONYIIEHHBIX OIeYaTOK W OMUOOK B BBIAAHHBIX B
pe3yJbTaTe IPelOCTaBICHUS MYHHIMIIATHHOH YCIyTH JOKyMEHTaX, BO3BpaTa
3asBUTENIO JCHEXKHBIX CPEACTB, B3UMaHHE KOTOPBIX HE IPeIyCMOTPEHO
HOPMAaTHBHBIMH IPaBOBBIMU aKTamu Poccuiickoil denepauuy, HOpMATUBHBIMU
MpaBOBBIMM aKTaMH CyObekToB Poccuiickoit ®denepanuy, MyHHIMIATbHBIMA
TIPaBOBBIMU aKTaMH;

2) B yIOBIETBOPEHUH KaJOOBI OTKA3bIBAETCS.

He nospuee fHs, cneqyromiero 3a AHEM NPUHSATHS PEIIeHHs 110 pe3yJibTaTaM
paccCMOTpeHus KanoObl, 3asBUTENIO0 B ITHChMEHHOW (OpME W 110 JKENAHHIO



3asBUTENIE B DOJICKTPOHHOW (opMe HampasisieTcsi MOTUBUPOBAHHBIA OTBET O
pe3yJIbTaTax paCCMOTPEHUS XKalOOBbI.

B cmyudae ycraHOBNEeHHS B XOJA€ WIM 10 pe3yJbTaTaM pPacCMOTPEHUS
)KanoObl MPHU3HAKOB COCTaBa aJAMHUHUCTPATMBHOIO IIPaBOHApYLICHHS WM
IPeCTyIUIeHUs] JAODKHOCTHOE JIUI0, pPabOTHUK, HaJleNeHHble MOJHOMOYMSAMU IO
PacCMOTPEHHIO JKaJlod, He3aMeNIUTEIbHO HAPaBIIAIOT UMEIOIIUECs MaTepHalIbl B
Oprafbl IPOKypaTyphl.



Anpecar

[Mpunoxenue 1
K periaMeHTy...

(HarMeHOBaHHE apXUBHOIO YUPEKICHUA, Ky
HamnpasJifeTcs 3aMpoc, IOYTOBLLY axpec)

3asBUTEND

(hammTs, MMs, OTYECTBO, PO POKIEHHUA)

JIOKYMEHT, yIOCTOBEPAIOIIHIA JMIHOCTE

(BUJ DOKyMEHTa, HOMEp, KeM M KOr/a BbIAAH)

3AIIPOC
3anpauyBacMbiif JOKYMEHT WIH
UHOopMaIIHA
JloxyMeHT HeoOxo UM JJist
MpeNCcTaBICHYS B
(ykxazarb OpraHu3auMio, Kyaa OyJeT repesal JOKYMEHT HJIU KOTIUS JOKYMEHTA)
CaeneHns 0 3aABUTEINS B CIIydae, eCIIM OH ABJTACTCA JOBEPECHHBIM JIUIIOM

TpenctapuTeb GU3UIECKOTO JIMLA 10
JNOBEPCHHOCTU:

JIOBEPEHHOCTS:
(xeM U KoTIa BBIJAHA)

PesynbTaT paccMOTpeHHA 3a4BICHAA IPOLLY:

BbIIaTh Ha pyku B OMB/OMCY/ Opranusarmu

_HanpaBHTb MO 1ovTe/ N0 IEKTPOHHOM NoUTe

IIaTa COCTaBJICHHA IToanuce 3aaBuTeNs

Agzpec 3asBUTEIA:

KoHTakTHEIH TenedoH:

BbIAATH Ha pykd B MO, pacrionoskeHHsIH 10 aapecy: JleHHHrpaackas 061acTh,

L |HanpaBHUTH B 31eKTPOHHOH (hopMe B JIMyHbIH kaburet Ha [TV JIO/ETITY



Tpunoxexue 2
K periameHTy...

Anpecar

(HaMeHOBaHUE aPXHUBHOTO YYPSHKACHUA, Kyda
HaIpaBIAeTcs 3a1poc, HOYTOBBIHM anpec)

3AITPOC

SanpauiHBaeMblil JOKyMeHT
WITH REGOPMaIHs

ConepxaHue 3apaliMBaeMoro JoKyMeHTa (0 4eM?).

CaeneHus1 0 IOBEPEHHOM JIMLE FOPHANIECKOrO IULA
JOBEPEHHOCTb.
(xeM u Korga BblAAHA)

PesynbTaT paccMOTpenHs 3adBI€HUs MIPOLIY:

|
|

__ IBpImaTs Ha pyku B OUB/OMCY/ Opranuzaumu

BbI1aTh Ha pykH B MOL], pacronoxeHHbIi 1o anpecy: Jlennnrpajckas obnacts,

HATPAaBHTb 110 1IOYTE/ IO IEKTPOHHOMN MOUTe

' /HANpaBHUTh B 3NEKTPOHHOI Qopme B nuyHbIH kabuHeT Ha [1I'Y JIO/ETITY
Tonrmce

PyxoBonurens ropuaudeckoro nuua  Iloanuces  Pacmmgposka nopnucu

CocrasisieTcst Ha OJIaHKE FOPHARYECKOTO JINLA



baox—cxema

Iipunoxenue 3
K PETJIaMEHTYy...

IOCJIEN0BATEIPHOCTH ACHCTBHI IPEAOCTABICHHA TOCYIaPCTBEHHOM yCIIyTr
«Bplaua apXMBHBIX CIIPABOK, APXWUBHBIX BBIIIMCOK U KOITMHA apXWBHBIX
JOKYMEHTOB, IIOJITBEPKJAIOIIKX IIPAaBO HA 3€MJIFO0 U MHbIE UMYILECTBCHHBIE IIPaBay

[Toctymienue 3anpoca B OMCY

M®I], uepes 11TV JIO/ EIIT'Y

OT 3asBUTENS HA JIMYHOM IIPUEME, TIOUTOBOH CBA3BIO, JJIEKTPOHHOM OYTOH, U3

HpI/IeM, perucTpanysd 3alpoca 1 nepeaada €ro Ha UCIIOJHCHUC

AHanus TeMaTHKU MOCTYIIUBLICTO 3a1ipoca

A4

IloaroroBka 3asABUTENIO
IIMCbMa ¢ 00BSICHEHUEM
I[PUYUH OTKa3a B
MPEAOCTABIIEHUN
rocy1apCTBEHHOU
ycayru jinbo 06
OTCYTCTBUU
3alpaliuBacMbIX
CBEJICHUI

\4

A\ 4

ITonck apxuBHBIX
JIOKYMEHTOB,
HEOOXOAMMBIX IS
UCITOIHEHUA 3ampoca, U
II0JArOTOBKA OTBETA
3agBUTEIIO

Hanpagnenue
3anpoca 1o
IIPUHAJIEKHOCTH

l

| HarpagiieHue ¥ BEIIa9a pe3yasTaTa IpenocTa

BJIEHHS I'OCYJaPCTBEHHOM YCIYTd

| 3aBepLICHUE IPEAOCTABICHUS FOCYIaPCTBCHHOM YCIIyTH




