AOMNHNCTPAUNS
rorOacCKoro OKPYra

MoxBuctHeso
Camapckoit o6nactu

NOCTAHOBNEHUE
or_2503.20lbx. 42X

OG6 yTBepxaeHHH aAMHHHCTPATHBHOIO perjamMenTa
npeJoCTaB/IEHAs] MyHHIHOAJIbHOM yCJIyru
«CornacoBanne HOMEHKIATYP JeJl, HOJI0KeHMil 06
apXHBaX, SKCIEPTHBIX KOMHCCHSIX)

B coorBerctBuM ¢ ®emepansHBIM 3akoHOM oT 27.07.2010 Ne 210-®3
«O06 opraHmzanuH MpPeROCTaBICHUS TOCYyJJTapCTBEHHBIX M MYHHLUIAIBHBEIX YCIyI»,
PYKOBOACTBYSICH Y CTaBOM T'OPOJCKOTO OKpYra, ANIMHUHHUCTpAIHSA TOPOJCKOTO OKPyra

IloxBucTHEBO
IHIOCTAHOBJISET:

1. YTBepaAUTH aIMHHHUCTPATUBHBIH periaMeHT [IpeNOCTaBIEHUS
MyHHIMIIATBHOM  yciyrd «CornacoBaHue HOMEHKIATYp Jel, IOJNOXEeHHH 06
apXMBax, SKCIEPTHEIX KOMUCCHAX» (TIpUIIaraeTcs).

2. Ony6nuKoBaTh HacTOsIee MOCTaHOBIeHHE B rasere «I[IOXBHCTHEBCKHil
BECTHHK» M Pa3MECTHTbh TEKCT AJMHHUCTPATHBHOTO pPeriiaMeHTa Ha O(QUIHAIBLHOM
caiite AIMHHHCTPALIMH FOPOLCKOTO OKPyYTa.

3. Ilpu3HaTh yTpaTUBLIMM CHITy IIOCTAHOBIEHHE AJIMUHUCTPAIMH TOPOICKOrO
okpyra IToxBuctaeBo ot 06.07.2015 Ne 964 «OG yTBepKaeHHMM AIMHHICTPAaTHBHOIO
perimaMeHTa Mo TMpPeIOCTaBICHUIO MyHHIUNAIbHON ycinyru «CornacoBaHue
HOMCHKJIATYp J€N, IOJOXEHHH 00 3KCHEPTHBIX KOMHCCHSX OPraHOB MECTHOTO
CaMOYMNpAaBICHHUA, OpraHM3allMd M YYPEXKICHHH, HAXOIJAIMUXCS HA TEPPUTOPHH
TOPOZICKOIO OKpYra.

4. Hacrosiluee mocTaHOBIIEHHE BCTYNIAET B CHILY CO [HS €TI0 ONYGIHKOBAHUS.



S. KOHTpOJ'IB 3a HCIIOJIHEHHEM HacToOALIEro HOCTaHOBJIeHI/ISI BO3JIOXKUTH

Ha = samecTuTens I'maBel ropomckoro okpyra, pyKoBOmHUTeNIs Anmnapara

AJZIMMHHCTpaHy ropoACKOro oxpyra IloxsuctaeBo Tapacosy M. A.

I'naBa ropoackoro okpyra C.I1. Tonos

JI. JI. Ulynaiikuna 2 60 42



YTBEPXJEH
IlocTaHOBIEHNEM A TMUHHCTpAIIMN
ropoackoro okpyra IToxBucTHeBO

or 25.05.2076 No 42X

AZIMAHMCTPATHBHBIH periaMeHT IIpeOCTaBIeHUs MyHULMIIAILHOM yCIyTrd
«CornacoBaHre HOMEHKIATYD JeJ, TOJIOKEHH 00 apxuBax,
00 3KCIIEPTHBIX KOMHCCHIX)»

I. OO6mume momoxxeHus
O61me cBeieHUsT 0 MyHHUITHITAILHOHN yCITyre

1. AZMHHHCTpPaTHUBHBIH perjlaMeHT NpeJlOCTaBIeHUs] MyHHUIIMITATEHON YCIIyTH
«CornacoBanye HOMEHKJIATyp Jel, mnojoxeHud o6 apxuBax, 00 OSKCHEPTHBIX
KOMHCCUAX» (Ialee — aIMUHHCTPATUBHBIA perjiaMeHT) pa3paboTaH B IeX
HOBBIIIIEHUS KayecTBa M JOCTYIHOCTH IPENOCTaBICHUS MYyHHMLMIIANBHOM YCIYTH,
onpefeNiieT  CTaHOApTHI, CPOKH M  NOCJHeNOBaTeNbHOCTh  AEHUCTBHUH
(aAMHHHCTpAaTHBHBIX  TPOLEAYp) TIpH  OCYINECTBICHMM  IIOJHOMOYHHA  IIO
COIIACOBAHUIO HOMEHKJIATyp JieNl, MOJOXeHWH 00 apxuBax, 00 DSKCIEPTHBIX
KOMUCCHUSX.

2. TlomHOMOYHS IIO COIJIACOBAHMIO HOMEHKJIATyp Jel, IONOXKEHHH 00
apXuBax, 00 IKCIEPTHBIX KOMHUCCHUSIX NPENOCTABISAIOTCS MyHHLMIAILHEIM apXHBaM
pelIeHHEM DKCIIEPTHO-TIPOBEPOYHON KOMHUCCHEH MIPH yIPaBIEHUH TOCYAapCTBEHHOM
apXuBHO#H ciyx651 CaMapckoii o0acTy.

3. 3agBUTEISIMH U MOIyYaTEIIMH HACTOSLIEH MyHULIUNIANbHOH yCIyry (nanee
—  3a4BHTENM) SBISAIOTCS  OpPraHM3allMd —  HCTOYHHKM  KOMIUIEKTOBAHMS
MYHHIHIIATBHBIX apXUBOB, THOO UX YIIOJHOMOYEHHBIE IIPEICTABUTENH.

4. B HacrosieM aJIMHHUCTPATHBHOM perjaMeHTe II0J MYyHHUIMIaIbHbIM
apXHMBOM IIOHHUMaeTCcss ApPXHMBHBIA oTnen Amnmapara AJMHHHCTPAlliM TOPOICKOTO
okpyra IToxBuctHeBo CamMapckod 00JIacTH, KOTODEIM OCYIIECTBISECT XpaHEHHE,
KOMILIEKTOBAHME, y4YeT M HCIOIB30BaHHE JOKYMEHTOB ApxHMBHOro (oHzaa

Poccuiickoit Peaepanuu, a TaKxe APYrux apXuBHBIX JOKYMEHTOB.



Iopsiok HH(OPMHUPOBAHHS O MPABHIIAX NPEIOCTABICHAS MyHHALMIATLHOMH YCIyTH

5. Hudopmaumio o mopamke, CpoKax M TpPOLENYpaX IIPefOCTABIEHHMS
MYHHLHNAILHOR YCIYTH MOXKHO IIOJYYHTh:

B MyHHULUIIAJIFHOM apXHBE;

B JJICKTPOHHOM BHJE B HMH(OPMAIIMOHHO-TEIEKOMMYHHUKALMOHHON CeTH
HurepHer (nanee — cets UutepHer):

B (enmepanpHOll TOCYymapcTBEHHOM HHPOPMALMOHHOH cHcTeMe «EIUHEIA
IOpTall TOCYAapCTBEHHBIX M MYyHHIMNAIBHBIX ycnyr (dbyaximii) Poccuiickoii
Oenepauumn» (Aajtee — EQuHEIH HOpTaI rocyJapCTBEHHBIX M MyHHIHOAIBHBIX YCIYT)
— www.gosuslugi.ru;

B perdHoHajbHOM uH(opManuoHHOH cucteMe «IlopTajl roCcyJapCTBEHHBIX H
MyHHLIMIANBHEIX  ycnyr (QyHxuuit) Camapckoil obmacti» (manee — Ilopran
rOCYZapCTBEHHBIX M  MyHUIunaneHeIx yeunyr Camapckoit  obmactv) —
WWW.pgu.samregion.ru;

Ha OpHIHAIBHOM caiite AJIMHHHCTpPAIKi I'OPOACKOro okpyra IToXBHCTHEBO
Camapckoit o6nactu B cetrn IHTepHeT: Www.pohgor.ru;

Ha MH(OPMAIMOHHBIX CTEHIaX, PacIlOJIOKEHHBIX HEIOCPEACTBEHHO B MeCTax
NpeAOoCTaBIeHU MyHUIUIIAIBHOHR YCIIyTH B IIOMEIIEHUN MyHHUITMIIAIFHOIO apXHBa.

Ha  uHdopmanMoHHBIX  CTeHIax  pasMmermaercs  HHGoOpMalHi O
MECTOHAXOXAEHUHU, rpaduke paboTel, cHOpaBOYHBIX TeledoHaX, ajpece
ouIaNEHOrO caiiTa M 3JIEKTPOHHOW MOYTH OpraHa MECTHOrO CaMOYIpaBlIeHUS,
MYHHULMIIATHHOTO apXUBa, MPEIOCTABISIOMUX MyHULIUTTIAIBHYIO YCIYTy, HACTOSIIHIL
aZIMAHUCTPATUBHBIN peErjlaMeHT, W3BJIEYCHHS M3 HOPMATHBHBIX IIPaBOBBIX aKTOB,
COAEPXKAIIUX HOPMEI, PETJIaMEHTHPYIOIHE JESTENbHOCTh II0 IPEAOCTaBIEHHIO
MYHUIMNIAJIBHON yCIyrd, a Takke UHHOH uHGOpMaluH, HEoOXOAUMOH Jid
NpeaoCTaBIeHHs] MyHHUIHITAJIBHON YCIIYTH.

6. Huadopmanus o MeCTOHaXOXASHHUH, I'paduke pabOTH, HOMEpax Tee(OHOB
IUIS CIIPaBOK, ajpece 3JIEKTPOHHOW II0YTHl MYHHIMIIAJIBHOIO apXuBa IpUBElEHA B

NpUIoXKeHu! 1 K aIMUHUCTPAaTUBHOMY PETJIAMEHTY.



7. HudopmupoBanue o mopsxe NPENOCTaBICHNUs] MyHHIHMIATLHONU YCIyrH
OCYIIECTBIACTCS MYHHIMIATBHBIM apXMBOM IIpH OOpallleHHH 3asBUTeNell 3a
MHpOpManueit IMIHO, 110 TenedoHy, NIOCPEJICTBOM IIOYTHI, JIEKTPOHHON IIOYTHI.

7.1. YcTHoe HHGOPMHUpPOBaHKE OCYIIIECTBISAETCS CHEIUATHCTaMH,
OTBETCTBEHHBIMH 32 WH()OPMMpPOBaHHE, P OOpAILEHHH 3asBUTENEH JIMYHO WM IO
TenedoHy.

CrenuamucT, OTBETCTBEHHBIH 34 HHGOPMHUpPOBaHKE, IPHHUMAeT BCe
HeoOXOoauMBIE MepBI IS IPEJOCTAaBICHHS MOMHOTO H OIIEpaTHBHOIO OTBETA Ha
TIOCTaBJICHHBIC BOIIPOCKI, B TOM YKCJIE C IPUBIICYCHHEM JPYTHX COTPYIHHKOB.

Ecim s moarotoBku oTBeTa  TpeGyeTcs IPOLOIDKHTENBHOE BpeMs,
CIIELHATUCT, OTBETCTBEHHBIN 3a MHPOPMHUPOBAHKE, MOXKET IPEIOKHUTH 3asIBUTEISAM
00paTUTECS 32 HEOOXOIUMOIH nH(pOopMaIreii B IMCEMEHHOM BHE, JINOO MPEIOKUTD
BO3MOXXHOCTE ITOBTOPHOTO KOHCYJIBTUPOBAaHMA II0 Tele(hOHy Uepe3 OnpeaeeHHbIH
IIPOMEXYTOK BPEMEHH, & TaKXKXe BO3MOXHOCTh OTBETHOTO 3BOHKA CIELHAJIHCTA,
OTBETCTBEHHOI'0 3a UHGOPMHPOBaHHUE, 3aBUTENIO IS Pa3bICHEHHS.

Ilpy oTBeTe Ha TeneOHHBIE 3BOHKM CIIELUANNCT, OTBETCTBEHHEIH 32
HMHQOPMHpOBaHHE, MODKEH Ha3BaTh (AMHJIMIO, HMMS, OTYECTBO, 3aHHMAEMYIO
AOJDKHOCTh M HAMMEHOBaHHE MYHHUIMIIAIBHOTO apXUBa.

YcrHOe MH(OPMHPOBaHHE NPOBOAUTCS C y4€TOM TpeGOBaHHI O(HITHAIBHO-
JIeJIOBOro CTHIIA pedd. B KoHIe HHDOPMHUpPOBaHMS CIIEIMANMCT, OTBETCTBEHHBIH 3a
HHGbOPMHUpOBaHHe, TOJKEH KPaTKO IIOABECTH UTOTH.

7.2. 1luceMeHHOE HH(POPMHPOBAHHUE OCYIUECTBISETCA IIYTEM HAaIpaBieHUs
OTBETa IOYTOBHIM OTIIPABJICHUEM WM 3JCKTPOHHOM ITOYTOH B 3aBHCUMOCTH OT
crocoba obpalleHus 3asBUTENs 3a MHpOpPMaLUell MM crmocoda JOCTAaBKH OTBETa,
YKa3aHHOT'O B IMCBMEHHOM O0pallleHHH 3asBUTES.

OrBet Ha ofpaleHue 3asBUTeEN NPENOCTABISIETCS B IIPOCTOMN, YETKOH (opMme
U JTOJDKEH COJEpXaTh: OTBETHI HAa IIOCTABJIEHHBIE BOIIPOCHI, yKa3aHWe (DaMHIIMH H

HOMCpa TeJ'Ie(I)OHa HCIIOJTHUTEISI H HANMEHOBaHUE MYHUIIUIIAJIBHOIO apXHBa.

II. Crappapt npenocTaBIeHHS MyHHLUIIATBHOM YCITyTH



8. HanmenoBaHWe MyHULMNATILHOM YCIIyTH: COrIACOBAHHE HOMEHKJIATyp Jen,
TIOJIOXXCHU#H 06 apXuBax, 06 9KCIIEPTHEIX KOMUCCHSIX.

9. IlpenocTaBienyie MyHAIMNATEHON YCIyTH OCYIIECTBIISETC:

MYHHIUIAIBHBIM apXUBOM.

10. He nomyckaetcst TpeGOBaTh OT 3asBHTENS OCYILECTBIEHUS JEHCTBHIA, B TOM
YHCIIe COTIaCOBAHMH, HEOOXOMMMBIX VIS MOJyYEeHHS MYHHIHIATBHON YCIYyTH H
CBA3AHHBIX C OOpallleHHeM B HHEIE OPraHbl M OPraHU3AlUH, HE IIPeIyCMOTPEHHBIX
HACTOSIIUM aIMHHHUCTPAaTUBHBIM PErIaMEHTOM.

11. Pe3ynbraTtoM npenocTaBieHns MyHUIUIATBHON YCIITH SBISETCS:

1) pelneHHe MyHHIMIAIBHOIO apXHBa O COTIACOBAHUM HOMEHKJIaTyphl Jel,
NOJNIOXKEeHUs 00 apxuse, 00 OKCIEpTHON KoMuCCHH (naljee — JOKYMEHTHI)
odopMileHHOEe B BHAe IpH(a COINIACOBaHHS, PACIOJIOKEHHOTO B JIEBOH HIDKHEH
4acTU IOCIHEAHEro Jucra AokymMeHra B cooTBeTrcTBHH ¢ I'OCT P 6.30-2003
«YHU(UUUPOBAHHBIE CHCTEMBl JOKyMEHTAllMHM. YHM(UIUPOBAHHAS CHCTEMA
OpraHM3allMOHHO-PACTIOPSAAUTENBHON JOKyMEeHTaluu. TpeGoBaHus K O(OPMIEHHIO
JOKYMEHTOBY», YTBEPXKIEHHBIM IIOCTaHOBICHHEM | OCyIapCTBEHHONO KOMHTETa
Poccuiickoli @enepariuu 1o craHxapTH3aMU U MeTposoruu ot 03.03.2003 Ne 65-cr.

2) pemieHME ~ MYHMIMIIAIGHOTO  apXMBa 00  OTKa3e  COIVIACOBaHHUA
IIPEJICTaBIEHHBIX JOKYMEHTOB.

12. Cpok mpemocTaBiieHHs] MyHULHUIIATLHON YCIyIH cocTaBiseT He Goiee 30
AHEH CO JHs MOCTYIUIEHHUs TOKYMEHTOB Ha COTTIaCOBaHHE B MyHULUIMAIBHEIN apXHB.

13. [TpaBOBEIME OCHOBAHHSMH JUIS [IPEJOCTABICHHS. MYHULUNAILHOM YCIyTH
SABJISAIOTCS:

®enepanbupii 3ak0H oT 06.10.2003 Ne 131-®3 «O6 o6ImUX NOPHHIMIAX
OpraHU3alMK MECTHOrO camoymnpabieHus B Poccuiickoit @eneparumy;

Qenepanbublii 3ak0oH OT 22.10.2004 Ne 125-03 «O6 apxuBHOM jene B
Poccuiickoii @enepanun»;

QenepanbHpli  3akoH  or  27.07.2010 Ne 210-®3 «O6 opraHuzanuu
IIPEIOCTaBIICHHS TOCY JAPCTBEHHBIX ¥ MyHUIIUNAIBHEBIX YCIIYI»;

Ilpuka3 MuHuCTEpCTBa KyJNBTYPHI M MacCOBBIX KOMMYHuKanui Poccuiickoii



OQenepam ot 18.01.2007 Ne 19 «O6 yTBepxaeHun IlpaBmn opranuzanuu
XpaHCHUs, KOMIUICKTOBaHUSA, Y4€Ta W MCIOIb30BAHMS JIOKYMEHTOB ApXHBHOTO
donma  Poccuiickoii QeflepallMdl ¥ APYrHX apXUBHBIX JOKYMEHTOB B
TOCYAapCTBEHHBIX M MYHMLUHMIQIBHBIX —apXuBaX, My3esx o oubnuorexax,
opranusanusx Poccuiickoi akagemun HayK»;

Ilpuka3s MuHHCTEpCTBA KyIbTYPhl B MAccOBBIX KOMMyHHMKanui Poccuiickoii
®enepanuu ot 31.07.2007 Ne 1182 «O6 YTBEPK/IeHUHU [IepedHs THIOBBIX apXHBHEIX
HOKyMEHTOB, OOpasyIOIIUXCS B HAy4YHO-TEXHHYECKOH U IPOU3BOACTBEHHOM
ACATEIIBHOCTH OpraHM3allii, C yKa3aHHEM CPOKOB XpaHEHH»,

Ilpuxas MunucrepcrBa KymsTypsl Poccumiickoit Qeneparuu ot 31.03.2015
Ne 526 «O6 yTBepKIeHHH MpaBHJ OpraHU3aLAH XpaHEHUs!, KOMIIEKTOBaHHUS, yYETa
U MCTIOJIb30BAHUSL IOKYMEHTOB ApxuBHOro $oHma Poccuiickoit ®enepanmu u gpyrux
ApXHBHBIX NOKYMEHTOB B OpraHax rOCYJapCTBEHHOH BIIACTH, OpPraHaX MeCTHOTO
CaMOYIIPaBJIE€HHs] ¥ OPraHHU3aLHIX),

OcHoBHble TpaBHIa paGOTHl BEJIOMCTBEHHBIX APXHBOB, YTBEpPXKACHHEIE
npyKasoM [7aBHOTO apxuBHOro ympaBnenus npu CoBere Mpunrctpos CCCP or
05.09.1985 Ne 263;

3akon Camapcko#t o6mactu ot 12.05.2005 Ne 109-I'J «O6 apxuBHOM fene B

Camapckoit obactu;

3axon Camapckoii obnmactu ot 16.03.2007 Ne 16-T'J] «O mangenenun OpraHoB
MECTHOr0 CaMOyYIpaBJIeHUS Ha Tepputopun Camapckoil 006JacTH OTHEIHHBIMH
rOCyZIapCTBEHHBIMH IIOJTHOMOYHSAMHU B C(hepe apXHUBHOI'O JeNan;

YcraBoM ropozckoro okpyra [ToxBHCTHEBO;,

Hacrosiuum peritamesToMm.

14. OcHoBanveM IS NpeNOCTaBIECHHS MYHHUHMIAIBHOR YCIYTH SBISETCS
3alpoC 3adBUTEIA B IMCbMEHHOM (opMe B afpec MyHHIMIIAILHOIO apXHBa,
IIOIaHHBIH B IIPOHM3BONILHOH (popMe ClieLyIOIMMUMH CIIOCOOaMHU:

1) mo modTe, B TOM YHCIIE IO JMIEKTPOHHOM ITOYTE;

2) npu HemocpeACTBEHHOM OOpAIlEHHH B My HUIMIAIBHEIH apXUB;

3) depe3s Exuueiii mopTan rocymapcTBEHHBIX W MyHULMIATBHBIX YCIYT WIH

HopTain rocynapcTBEHHBIX H MyHHIMIAIBHEIX yeuyr CaMapcKoil 06nacTi;



15. Jlns pemenuss Bompoca COTrIacoOBaHMs AOKYMEHTOB BMECTE C 3allpOCOM
HaMpaBJIIOTCA B 2-X 3K3EMILIApax MMPOEKTHI:

1) MHIMBHIYaNBHBIX HOMEHKIATYD el

2) monoxeHuit 06 apXUBax OpraHU3ALHIA;

3) monoxeHuit 06 IKCHEPTHRIX KOMHUCCHSIX;

4) BBIUIMCKY M3 IIPOTOKOJA 3aceNaHHs SKCIEPTHOW KOMHCCHH 3aSBUTENS 10
IPENCTaBIEHHBIM JOKYMEHTAM.

16. He nomyckaercs TpeGoBaTh OT 3asABHUTENS JOKYMEHThI, IPELOCTABIEHHE
KOTOPBIX HE IPENYyCMOTPEHO HOPMATHBHEIMH ITPABOBBIMU aKTaMH, PETYIHPYIOIHMH
NpeIOCTaBIEHHE MyHHLUIIATIBHOM YCIYTH.

17. lokymentsl u uHGOpMaLus, HEOOXONHMMBIE JUIS HPEeZOCTABIECHHUS
MYHUIMIIAIBHOHN YCIYTd B PACIOPSKEHNH OPTaHOB U OPraHU3alllii OTCYTCTBYIOT.

18. OcHoBaHMIi 1711 OTKa3a B HpHEME 3alpoca U JOKyMEHTOB, HEOGXOIMMBIX
AJIs TIPEAOCTABICHUSI MyHULMIIAIBHOM yCIyrH, HE HMeeTcs. 3ampoC U JOKYMEHTHI
TIOAJIEXAT IIPHEMY B 00S3aTETEHOM IIOPSIIKE.

19. OcHoBaHMsAMH 1JI1 OTKa3a B INPENOCTABICHAM MYHHIMNAILHOH YCIyTH
(cornacoBaHUM NPEACTABIECHHBIX 3aSBUTEIEM JOKYMEHTOB) SBJIAIOTCS:

1) HempenocTaBieHUEe MONHOIO KOMILUIEKTa HOKYMEHTOB, HEOOXOAUMBIX I
NPENOCTaBICHNS MYHMUHMIIAIBHON YCIyrW, B COOTBETCTBHHM C IIyHKTamu 14-15
aJMUHUCTPAaTUBHOTO PETIaMEHTa;

2) cocTaBlIeHHE IPECTAaBICHHBIX JOKYMEHTOB C HAapyIIIEHHEM TPeGOBaHMIA:

OcHoBHBIX mpaBHiIa pabOTHl BEJOMCTBEHHBIX apXHMBOB, YTBEPXKICHHBIX
npukazoMm I'naBHoro apxusHoro ympasinenus npu Cosere MunuctpoB CCCP ot
05.09.1985 Ne 263;

OCHOBHBIX IpaBUj pabOTHl apXMBOB OpPraHU3aIMi, ONOOPEHHBIX peIlcHHEM
Komnernu ®enepansHoi apxuBHO# ciryx051 Poccun ot 06.02.2002;

I'OCT P 6.30-2003 «YHupUUUpOBaHHBIE CHCTEMBI JOKYMEHTALHH.
VHUUIMpOBaHHAS CHCTEMa OPraHHU3alMOHHO-PACIIOPSIUTENFHOM JTOKYMEHTALHH.
TpeboBanuss k OQOPMIIEHUIO JOKYMEHTOB», YTBEPXKAEHHBIX ITOCTAHOBIICHHEM

I'ocynapcrBeHHOoro xomutera Poccuiickoit @enepaudyd 0O CTaHAAPTU3ALUN H



MeTposorus ot 03.03.2003 Ne 65-cr;

llpaBun opraHM3anuM XpaHeHWs, KOMILIEKTOBAHMS, ydeTra ¥ HCIONIb30BaHHs
JIOKyMeHTOB ApxuBHoro ¢onma Poccuiickoii ®enepanun u JPYrHX apXUBHBIX
AOKYMEHTOB B TOCYNapCTBEHHBIX W MYyHHMIHMNAIBHBIX apXMBaX, My3eiX H
6ubmmoTekax, oprammzanmax Poccuiickoif axamemum HayK, YTBEpXIECHHBIX
NpHKa3oM MHHHCTEpCTBAa KymbTYypBl M MaccOBBIX KOMMYHHKAUMH Poccuiickoit
Denepanuu ot 18.01.2007 Ne 19;

llepeyHs. THMIIOBBIX apXHUBHEIX JOKyMEHTOB, OOpPa3yIOLIMXCS B Hay4HO-
TEXHHYECKOH M IPOM3BOJICTBEHHOH JeATeNbHOCTH OpraHM3allui, ¢ YyKa3aHHEM
CPOKOB XpaHEHHs1, yTBEPKIECHHOTO IpHKa3oM MUHKCTEPCTBA KYIBTYPEl H MACCOBBIX
komMMmyHuKanui Poccuiickoit @®enepauuu ot 31.07.2007 Ne 1182;

IlpaBun pemompon3BoAcTBA B (pefepalibHBIX OpPraHax HCIONHUTETLHOM
BIIACTH, yTBEPXKACHHBIX noctaHoBineHueM IlpaButensctBa Poccuiickoit ®enepanuu
ot 15.06.2009 Ne 477,

MeTonu4yeckux  pekoMeHmammii Mo pa3paboTKe — HMHCTPYKOHMM IO
JETIONIPOM3BOACTBY B (elepalbHBIX  OpraHax  MCIOOJHHWTENBLHOW  BIIACTH,
YTBEPXKIECHHBIX IIpHKa3oM PefepaibHOro apXMBHOTO areHTCTBa oT 23.12.2009 Ne 76;

Ilepeyns TUIIOBBIX yIpaBJIEHYECKUX AOKYMEHTOB, 00pa3ylOLHMXCs B IPOIECCE
JAEATEIBHOCTH T'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBIICHHSA H
OpraHuM3alMii, C YKa3aHHEM CpOKOB XpaHEHHsS, YTBEP)XIECHHOIO IPHKa30M
MunuctepctBa KynbTypsl Poccuiickoiit @eneparuu ot 25.08.2010 Ne 558;

OrtpacieBbIx niepeyHeit JOKYMEHTOB C yKa3aHHEM CPOKOB XPaHEHHS.

20. Yciyry, KOTOpBIE SBISIOTCS HEOOXOAMMBIMH H 00A3aTE€IbHBIMH IS
[IPEIOCTABICHU] MYHHIMIAIBHOW YCIyIrM M IPEAOCTaBILIIOTCS OpraHU3alUsIMH,
Y4aCTBYIOLIUMH B NIPEIOCTaBICHUN MyHUIUNIAILHON yCIIyT'H, HE IPEIyCMOTPEHBI.

21. IlpenocraBieHne MyHHLMIIAILHOMU YCIYTH OCYIIECTBIIAETCS OECIUIaTHO.

22. MakcuManbeHEIA CpPOK OXHUAAHUA B oOyepequ IpH Mojadye 3amnpoca o
IpEeJOCTaBICHUH MYHHUIMIAIBHON YCIyrH H 0Opd MNOIy4eHUH pe3yibTaTa
IIPEIOCTABJICHUS MYHHUIUIIAJIBHOM YCIYIH He HOJDKEH NPEeBbIIAaTh 15 MUHYT.

23. Peructpamus 3ampoca Ha MpeNOCTaBICHHE MYHHIUNAIBHOK YCIYIH



OCYIIECTBIACTCA B ACHD €0 MOCTYIUICHHs JH6O B Clydae ITOCTYIUIEHHS 3aIpoca, B
Hepabouuii MK Npa3HUYHEIH IeHb — B CIICHYIOLIMIA 32 HUM IepBEIi pabounii 1eHs.

24, IlpepocraBnenne  MyHHIMNANBHOH  yCITyTH OCYIIECTBIISIETCS B
CHICLHAIBHO BBIIETICHHOM JJIS 3THX LeNIel IIOMEIeHHH apXUBHOTO OT/era.

Mt 3asBuTenedf JOMKHO GbITh OOecTedeHO yHZOGCTBO C TOYKH 3peHus
TIEUIEXOJHOH JOCTYITHOCTH OT OCTAHOBOK OGILECTBEHHOTO TPAHCIIOPTA.

B ciyuae ecnu uMeeTcsl BO3MOXKHOCTh OPTAaHH3aIMH CTOSHKH (TapKOBKH) BO3J€e
3AaHHs, B KOTOPOM pa3sMeLEHO NOMEINEHHE NpHeMa M BbIJa4Yd JOKYMEHTOB,
OPraHM30BBIBACTCS CTOSHKA (IIAPKOBKA) [JIs JIMYHOrO aBTOMOGHJIBHOTO TpaHCIOpPTa
3asBuTeNed. 3a IIONB30BaHUE CTOSHKOM (MAPKOBKOH) C 3asBHTeNeidl IUiaTta He
B3HMAETCS.

JUis TapKOBKH CHIELMANbHBIX aBTOTPAHCIIOPTHBIX CPEACTB HHBAIHMIOB Ha
KaXION CTOSHKE BhIZeNsdercs He MeHee 10% MecT (HO He MeHee OIHOIO MECTa),
KOTOpBIE HE JIOJUKHEI 3aHUMAaTh UHbBIE TPAHCIIOPTHEIE CPEICTBA.

Bxox B nomemeHue npueMa W BBIJAYH JOKYMEHTOB JOJDKEH 0OecIeduBaTh
CBOOOAHBIA JOCTYN 3asiBUTelNlelf, OBITH OOOpYZOBaH YHOOHOM JIECTHHILEH C
MOPYYHSAMH, WIHPOKHMMH IIPOXOaMM, a TaKXKe IMaHJycaMH MJIi MepeBHKCHHS
KpeceI-KOJSICOK.

Ha 3maHuM psamoM ¢ BXOJOM JOJDKHA OBITH pasMelleHa HH()OPMAIHOHHASL
Tabnu4uka (BbIBECKA), COAEpIKallas cieAyIOUIYI0 HHPOPMAIHIO:

HalMEHOBaHUE OpraHa;

MECTO HaXOXXACHUS U IOpUANYECKH aJipec;

pexuM paboThl;

HOMepa Tesle()OHOB IS CIIPABOK;

azipec OQUIHATILHOTO CaiTa.

Qacany 37aHUS JODKEH OBITh 000pyHOBaH OCBETHTENIHHBIMH NPHOOpaMH,
TIO3BOJISIONIIUMHY TIOCETUTENISIM O3HAKOMHUTECS ¢ MH()OPMALMOHHBIMY TaOIMYKaMHU.

IMoMenienue npremMa W BbLIaYU JTOKYMEHTOB JOJDKHO IPEAyCMAaTpUBaTh MECTa
VIS OXHUZaHUA, UHGOPMHpOBaHMS M TIpueMa 3asBuTeneil. B Mectax pms

HHGOPMHUPOBaHUSA JOJDKEH OBITH obecriedeH JOCTYI rpaXkJaH A O3HAKOMJIEHHS C



HH(OpMalueR He TOIBKO B Yackl mpHeMa 3ajABIICHUM, HO U B pabodee BpeMs, Koraa
MIpPHEM 3asIBUTEINIEH He BELETCS.

B nmomemeHuu mpueMa H  BeIZaud JNOKYMEHTOB OpraHmsyercs pabora
CIPaBOTHBIX OKOH B KOJIMYECTBE, 00eCeYHBaOIEM ITOTPeGHOCTH rpaskIaH.

- XapaKTepHCTHKa [TOMEIIEHHs NIPHeMa U BBIIauK JOKYMEHTOB B 4aCTH 00BEMHO-
[UIAHAPOBOYHEIX M KOHCTPYKTMBHEIX ~ PELICHMH, OCBEICHWs, MOXAPHOM
0e30macHOCTH, HEXKEHEPHOTO 060PYI0BAHHUS JOIKHO COOTBETCTBOBATE TpeGoBaHMAM
HOpMATHBHBIX IOKYMEHTOB, ISHCTBYIOLIMX Ha TeppHTOpHH Poccuiickoi ®eneparmu.

IloMemienve mnpueMa M BBJAYM  JOKYMEHTOB 006OpyIYyIOTCS  CTEHAaMU
(cTolikamu), coumepXamyMH  HHQOPMAIHIO O IIOPSAOKE  NpeOCTaBICHHUS
MYHHIAIAIBHON YCITyTH.

Ilomemenne mpueMa M BBIJAYH JOKYMEHTOB MOXET OBITh 0GOpYZOBAHO
MHQOPMAlIMOHHEIM ~ TabJlo, HPeNOCTaBIOIMM  HHPOPMALHIO O IIOpSIAKE
IPENOCTAaBICHHs MYHUIMIAIBHOW YCIyrd (BKJIIOYAs TPaHCISLUIO BHIEOPOJIHKOB,
PasBACHSIONIMX IMOPANOK MPETOCTaBICHHUS MYHHIUIAIBHON YCIyTH), a TaKKe
PEryJIUpYIOUUM TOTOK 3J€KTPOHHOH ouepenu. Mudopmarus Ha Tabino Moxer

BBEIBOJIUTECS B BUJIE OeryIiei CTpOKH.

R R TR O T e e r—

00pasoM, 4TOOBI 06ECIEYNTh BHAUMOCTH MAaKCHMAIbHO BO3MOXXHOMY KOJIHYECTBY
3asBUTEJNIEN.

Jlns MHBaNIKUAOB IO 3pEHUIO obecrieunBaeTcs AyOIMPOBaHUE HEOOXOMMMOH It
O3HAaKOMIICHHs 3pHUTEIbHOM HMH(QOpMaINM, a TakKe HaAImced, 3HaKOB M HHOU
TEKCTOBOM U Irpaduyeckodl MHGOpMAIMU 3HaKaMH, BBITOJHEHHBIMU YKPYIHEHHBIM
mpupToM U penbedHO-ToUeYHBIM IprbToM Bpaitnsa. Jlnd HHBAIMAOB MmO CIyXy
obecnieunBaeTcsl [IyOnMpoBaHHE HEOOXOAUMOW JUIi O3HAKOMIIECHHS 3BYKOBOM
MHGOpPMaIHH TeKCTOBOM U rpadudeckoii nHpopMaluei (6erymei cTpoKoi).

B Mecrax s OXHIaHUS YCTAHABIHBAIOTCA CTYJIbA JJIS  3asBHTEJIEH.
KonnyecTBo MecT OXHMIaHUS OIpenenseTcs UCXOAs U3 (DaKTHUYECKOW HArPy3KH M

BO3MOXHOCTEH IS HX PasMCILCHUA B 3JaHHMH, HO HEC MOXET COCTaBJIIATH MCHEE 5

MCECT.



B roMemenws npueMa ¥ BBIJAYM JOKYMEHTOB BBIIEISETCS MECTO JUTS
OOPMIIEHHS JIOKYMEHTOB, MpeyCMAaTPHBAIOIIEE CTOJIEI (crofiku) ¢ 6GmaHKaMu
3asBJICHU# U KaHIEIAPCKAMHU IIPHHAIIEKHOCTIMH.

Nupopmamus o damuium, HMeHH, OTYeCTBE H [OJDKHOCTH COTPYAHHKA
apXMBHOTO OTHeNa JO/DKHA OBITh pasMellleHa Ha JUYHON HH(OPMALHOHHOMN
TabnM4Ke U Ha paboueM MecTe CHelHaInuCTa.

JUIs 3asBUTENs, HaXONSILEroCs Ha IpHEMe, JOJDKHO OBITH IIPEeSyCMOTPEHO
MECTO JIJIs pacKJIaAKU JOKYMEHTOB.

IlpueM KOMIUIEKTa IOKyMEHTOB, HEOOXOMMBIX JUII  IIPEAOCTABIECHHS
MyHHLUIIAIBHON YCIIyI'H, W BBblAa4a JOKYMEHTOB IIPH HAIHYHAM BO3MOXHOCTH
AOJDKHBI OCYIIECTBIIATLCA B Pa3HBIX OKHaX (KaObHWHeTax).

B rnomemenuy npueMa H BBIJAaYd JOKYMEHTOB pa3sMeINaeTcs aGOHEHTCKH
AIIHK, & TAKOKe CTEH/I IT0 aHTUKOPPYIIIIMOHHOM TeMaruke. KpoMe Toro, B moMemennu
npueMa M BBIIQYM JOKYMEHTOB MOIYT DaclIpOCTPAHATHCS HHBIE MaTepUaibl
(6pomrropsl, COOPHUKH) IT0 aHTHKOPPYIIIMOHHOM TEMATHKe.

Hnst  obcnyxvBaHHs MHBaJMAOB IOMELIEHHE OOOPYIYyIOTCA NaHIyCaMH,

CIICIITHAJIBHBIMHA OrpaXaACHUsIMHU H nepujiamMuy, OﬁeCHe‘IHBaIOIHI/IMI/I

6eCHpeHSITCTBeHHOG NEPEABUIXCHUE U pa3sBOPOT MHBAIIMAHBIX KOJISCOK. Cronsl JJIA

OecnpensaTCTBEHHOTO HOAbEe3/1a U TIOBOPOTA KOJISCOK.
Bxon B momeleHune o6opynyercs MaHIyCaMH, PacIIHPEHHBIMH IPOXOIaMH,
IO3BOJIIOIIMMHE ~ ofecreunTh  OecrnpensITCTBEHHBIH  NOCTYn  MHBAJIUIOB,
BKJIIOYass HHBaJlMJOB, HCIOJB3YIOIIUX Kpecna-Koaacku. lLleHTpanbHBIF BXOA B
noMeleHne obopyayercs MHGOPMaNUOHHON TabNHuKoi (BBIBECKOI), comeprkamieit
COOTBETCTBYIOILIlEE HAHMEHOBAHME, C HCIIOJb30BaHUEM YKPYNHEHHOro IOpHudTa

U IUIOCKO-To4YeqyHoro mpudta bpaiins.

HpI/I HaAJIMYHHU  3aKJIIOYCHHA O6H.IGCTB€HHOI71 OopraHusalilii  MHBAJINJIOB

e

A1 MHBAJIMAOB Ha CICIHAIBHO IOATOTOBJICHHOI'O COTPYAHHKA YYPCKICHHUS

(opranmauﬂﬂ), B KOTOpOM MpE€AOCTABIIACTCS rocygjapCTBCHHasn yciyra,



4AMHUHUCTPATHBHO-PACIIOPSIATENBHEIM ~ aKTOM ~ BO3JIaraeTcs OOM3aHHOCTH IO
OKasaHHIO CHTYyalHMOHHOH IIOMOINM HHBAIHAAM BCEX KaTerophii Ha BpeMsI
IIPENOCTaBJIEHHs TOCYJAPCTBEHHOM YCIYIH.

25. IloxasaTensMu  JOCTYIIHOCTM W KayecTBa MYHHLHNAIBHOMN yCIIyru
SABJIAIOTCS:

1) HanWyMe MONHOM, aKTyaJbHOW M JOCTOBEPHOI HHpOpMaLuK O mopsIKe
IIpeIOCTaBIICHH MYHHUIUIIATIBHOM YCIIyTH;

2) YpOBeHb YNOBIETBOPEHHOCTH TpaxmaH PoccHiickoii Oenepanuun
Ka4eCTBOM IIPEAOCTABJIEHH MyHHLUIIATGHON YCIyIH;

3) CHEIDKeHHe BPEMEHH OXHJIAHWS B OYepely [PH MOJaye 3asABIEHUS H IPH
NOy4EeHUH pe3ybTaTa IpeAOCTaBIeHHs MyHUIUITATBHOMN YCIyIH;

4) otcyTcTBHE 0GOCHOBAHHBIX Xal00 CO CTOPOHBI 3asBUTENei Ha peIleHus,
medcTBus  (Oe3NeiCTBME) MOMKHOCTHBIX JIMI MYHHLWMIANBHOTO apXhBa IIpH
IPENOCTaBIIEHUH MyHHIMNIATIBHOMR YCITyTH.

26. Jlna momydeHuS MYHULNMOAIBHOM YCIYIM 3aiBHTENb MOXET IIOAAThH
3aIIpoC O MPEJOCTaBICHNHM MYHHIMIIANBHON YCIyI'M B 3JIEKTpOHHOU (dopme depes
Enmuueiii  mopram  rocyAapcTBEHHBIX W MYHUIMIAIBHBIX  ycuyr, Ilopran
TOCYJapCTBEHHBIX ¥ MyHULIMIIATIBHBIX yCiIyr Camapckoit 06acTw.

CocTaB aJMHMHHCTPaTHBHBIX HpOLENYp, HPENOCTABISEMBIX B JJIEKTPOHHOM
BHJIE, a TAK)XKE JNEUCTBHMM 3asBUTENS 110 NOIYYEHUIO HHPOPMAIH O IPEOCTABICHHH
MYHULUIIAIBHON CIYyTH B 3JIEKTPOHHOM BHJIE OIPENENSIeTCI B COOTBETCTBHH C
COZIEpXXKaHHEM JTAllOB IIepexojia Ha IpPeOCTaBlIeHHE MYHULUIAIBHOH YCIYTH B

QJICKTPOHHOM BHJIE.

27. MyHununanbHas yciyra HE MPeIOCTaBIISIETCS Ha Oaze

MHOI"O(I)}’HKIII/IOHEU'IBHBIX LOECHTPOB.

III. CocraB, nocae10BaTENFHOCTS U CPOKH BBIOJTHEHHS 8 IMUHUCTPATHBHBIX
npoueayp, TpeboBaHuUsA K MOPAIKY HX BHIIIOJIHEHUS, B TOM YUCJe OCOOEHHOCTH
BBINIOJTHEHMS aIMUHUCTPATUBHBIX ITPOLIEAYP B 3JIEKTPOHHOM (hopme

28. IlpenocraBieHne MyHHIMIIAJIBHOW YCIYTH BKJIIOYAeT B cels ClIeAYIOIUe

AIMHAHUCTPATHBHBIC ITPOLCAYPHI:



1) npuem wu perucrpaums 3ampoca u JIOKYMEHTOB, HEOOXOJHMBIX JUIs
OKa3aHHs MyHHULMIAIBHOU YCIyTH;

2) aHanM3, MHOCTYNHUBIIMX [JOKYMEHTOB, W IPHHATHE pElIeHHsT 00 ux
COIIaCOBaHMY,

3) cormacoBaHHe HpPeCTaBIEHHEIX JOKYMEHTOB;,

29. biok-cxeMa TIPeNIOCTaBJICHHS. MyHWLMIAIBHON YCIyrH IIpUBeJieHa B

ITPHUIIOKCHHUH 2K AIMHHHUCTPAaTUBHOMY pET. JIAMCHTY.

IIpuém ¥ perucTpanus 3anpoca U JOKYMEHTOB, HEOGXOMMMBIX JUIS OKA3aHHs
MYHHULMIIATEHON YCIIyTH
30.  OcHoBanueM I Hayana aJMUHHUCTPATHBHOW IIPOLENYPHl SBISETCS
NOCTYIUICHHE OT 3asBUTeNsl 3ampoca B aipeCc MYHHLUMNAIBHOTO apXhBa C
NPUIOXKEHNEM JOKYMEHTOB, YKa3aHHBIX B IIyHKTe 15 aJMHHHMCTpaTHBHOTO
periaMeHTa, B TOM 4HCJIE€ IIPEACTaBIeHHBIE B 3JIEKTPOHHONM ¢opMe ¢
ucrons3oBanueM Iloprana.

B ciyyae HampaBneHHs B 3NMEKTPOHHOM (opMe 3asBiieHUs Ge3 IPUIOKECHHA
JDOKYMEHTOB, yKa3aHHBIX B IyHKTe 15 aJIMHHHUCTPAaTHBHOTO pErJaMEHTa, OHH
JOJDKHBI OBITH TIPECTAaBICHEI 3asBUTENIEM Ha JIMYHOM IIPUEME B T€UYEHHE 5 HHEH C
MOMEHTa HaIlpaBiieHUs 3asBicHus. Jlo npenocTaBiieHHs 3asABHTENEM YKa3aHHBIX
JIOKYMEHTOB PaCCMOTPEHME 3asBICHHS O IPEIOCTABICHUH MYHHIIMIAILHOM YCIIyTH
IIPHOCTaHABIHBAETCS.

31.IloctynuBmire B MYHHOWNAIbHBIA apXdB 3alpoCckl INPUHUMAIOTCH,
YYMTHIBAIOTCS ¥ PETHCTPUPYIOTCS B JEeHb HX TOCTYIUIEHHS JMOO B ciyyae
IOCTYIUIEHHMS 3aIIlpoca B Hepabourii Wity Ipa3AHUYHEIH JIeHb — B CIIEAYIOIIMIA 32 HUM
HepBbId paboumii eHb.

32.Ilpomeniuyie  perucTpalldio  3alpoOChl  TMEPEeNAIOTCS  CIICIHANIUCTY,
OTBETCTBEHHOMY 3a IIPEJOCTaBJIeHHE MYHUIHMIAIBHON YCIYTH, IUIi UX aHajiu3a H
IPUHATHS PELICHUS O BO3MOXXHOCTHU COTIACOBAHUS MPEICTABICHHBIX TIOKYMEHTOB.

33. Pe3ynpTaToM BBHINOJNHEHHS aJMHHHUCTPATHBHOM TPOLEAYPHl H CIHOCOOOM

¢ukcanuu SABISETCS perucTpalus M IHepenada oOpalleHHs OTBETCTBEHHOMY



(bmccaupm ABJICTCA DPErucTpalus u IIcpenaya o6pa1ueHH;1 OTBCTCTBEHHOMY
CIICHUAIIACTY.

AHaJII/I3, HNOCTYIHUBIIAX NOKYMEHTOB U IIPUHATHE PCIICHUS 00 ux corjiaCoBaHuH

34. OcHoBaHHeM [ Hayana aJMHHHCTPATHBHOM TIPOLEAYPHl  SBIISIETCA
TIOJIyYCHHE OTBETCTBEHHBIM CIELMANKCTOM 3aperMCTPUPOBAHHOTO 3ampoca H
HNPUITOKEHHBIX K HEMY JOKYMEHTOB.

35. OTBETCTBEHHBIH  CHEUMAIHCT OCYLIECTBISAET AaHANH3 WU IIPOBEPKY
NPEACTaBICHHBIX JOKYMEHTOB. IIpuM BEIIBIEHHHM OCHOBaHUiI IUIS OTKaza B
NPENOCTaBICHAN MYyHHUILUIIATIBHOW YCIYyrH, NpPEeIyCMOTPEHHBIX IIyHKTOM 19
aJIMHUHUCTPAaTUBHOTO PETIIAMENTA, 3aBUTENIb IMCBMEHHO U3BEIMIAETCA 00 3TOM.

36.B cimydae OTCYyTCTBHS OCHOBaHMH JUIs OTKa3a B IIPeJOCTABICHHH
MYHHIIUIIANBHON YCIIYTH OTBETCTBEHHBIH CIELUANCT HANPABJIAET NpeICTaBICHHBIE
AOKYMEHTHI Ha COIIaCOBAaHHE PYKOBOJUTENIO MyHHIHIIAIBHOTO apXUBa.

37. Pe3ynbTaToM BBINONHEHHA aIMHUHHCTPATHBHOM MPOLEMYPH M CHOCOGOM
(hukcanum ABNAIOTCA NMPEACTABICHHE JOKYMEHTOB PYKOBOIUTENIO MyHHIUIATHHOTO
apXvBa Ha COIacOBaHME MO0 HaNpaBlIeHUE 3asBUTEIIO YBEIOMIICHHS 3aiBUTENS 00
OTKa3€ B COINIaCOBAaHHUH IIPEJICTaBICHHEIX JOKYMEHTOB.

CormacoBanue IIPpEACTABIICHHEBIX JOKYMCHTOB

38. OcHoBaHueM [y Hayala aJIMHHHCTPATHBHOM MpPOLEAYpPHl SBISETCS

MOJy4YCHHEM HAYaJIbBHUKOM MYHHUIHMNAJIBHOI'O apXWBa NPEACTaBIICHHBIX 3aABUTEIIEM

IOKyMEHTOB.

39. HayanpHMK MYHHMIUNAJIBHOTO apXWBa COINIACOBBIBAET IPEACTABICHHBIE
JOKYMEHTBI ITOCPEICTBOM IPOCTABJICHUS B JIEBOM HIKHEH YaCTH IOCJIEIHErO JHCTa
JNOKYMEHTa TIpu(a COIVIACOBaHHS, MOJDKHOCTH (BKIIOYas  HAHMMEHOBAHUS
MYHHLHMIIAIBHOTO apXHBa), INYHOH MOJIHMCH, pacIH()POBKH MMOANMUCH (MHHUIUAJIOB,
(aMIIMK) U JATHI COTTIaCOBAHMS.

40. OgyuH >BK3eMIUIIp  COIJIaCOBaHHOTO JOKYMEHTAa  HalpaBifeTcs B

OpraHU3alyIo €ro npeacTaBUBIIYIO.

41. MakcuMabHBIA CPOK BBIITOJIHEHUS aJIMUHUCTPAaTHBHOU mporeaypsl — 30



42. Pe3ynbTaToOM BBINONHEHHS aIMHHHCTPAaTHBHON INpPOIENYPhl U CII0cO60M
(uKcaluu SBIAETCA HaNpaBlIeHHe COrNACOBAHHBIX JOKYMEHTOB B IIPEACTaBHBUIYIO

OpraHHu3alHuLo.

IV. Hopsnok 1 GopMBI KOHTpOIIA 32 MCTIONHEHHEM aIMUHHCTPATUBHOTO perjiaMeHTa

43. Texymuii KOHTPONIb 3a COGNIONEHHEM M HCIIOIHEHHEM MOJDKHOCTHBIMH
JMHaMH MyHHMIUITATBHOTO apXHMBa HACTOALIETO aJMUHHCTPATHBHOIO PeriaMeHTa H
MHBIX  HOPMATUBHBIX TIDaBOBBIX aKTOB, YCTaHABIMBAIOI[MX TPEGOBAaHHA K
IIPEIOCTABICHUIO MYHHIMITAIEHON YCIYTH, a TaKXe MPHUHATHEM NODKHOCTHBIMM
JUIaMd  MYHMIIMITAJIBHOTO apXHBa PELICHWH OCYIIECTBILIET 3aMECTHTENs | IaBbI
ropoackoro okpyra fHoxsucTHeso, pykoBoaureis Annapara A IMHHACTPALHH.

44. KoHTpONE 32 MOJHOTOM M KAa4eCTBOM IPeIOCTABIICHHUS MYHUUUANIAIBHOM
YCIYTH BKIIOYaeT B CeOs IpPOBEACHHE IUIAHOBHIX W BHEIUIAHOBEIX HPOBEPOK,
BBIABICHHE W YCTpaHEHHE HapyIICHHH IpaB 3asBHTeNeH, pacCMOTPEHUE, IPUHATUE
pelleHni U IOATOTOBKY OTBETOB Ha OOpAILieHHs 3asBUTENEH, COMEPKAIMX KATOOHI
Ha pelenus, aeHcTBus (be3neiicTre) TOMKHOCTHBIX JIHL MyHUMIIATLHOIO apXHBa,
HEIIOCPEACTBEHHO OCYIIECTBIISIOMINX aJMUHUCTPATHBHEIE IIPOLE LY AL

45. [InaHoBbie IPOBEPKH OCYILECTBIIAIOTCS HA OCHOBAHUH I'OJOBBIX IIAHOB HE
pexe 1 pasza B roa.

46. BreriaHoBasi NpoBepKa IpPOBOXMTICS IO KOHKPETHOMY OBDAIIeHHIO
3asBUTEIIA.

47. IOIKHOCTHBIE ~ NIMIIA MYyHHIMIIANGHOIO apXMBa, YYacTBYIOIIUE B
IIPeOCTaBICHUN MYHULMIAIBHOM YCIYyTH, HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTD
3a COOJIIOIEHUE CPOKOB M IIOPSIKA COBEPLICHUS aMHHACTPATUBHEIX TIPOLEAY.

Ilo pesynbraTtaM NpOBEAECHHS NPOBEPOK (B Cliydae BBIABJICHHS HApyIIEHHUI
TpaB 3asBUTEJIEH) BUHOBHbIE HOJDKHOCTHBIE JIMIIA IPUBJIEKAIOTCSA K OTBETCTBEHHOCTH
B NIOpA/IKe, YCTAaHOBIEHHOM 3aKOHOJATENbCTBOM Poccuiickoit @enepariuy.

48. JIna oCymiecTBIEHHS KOHTPONS 3a NPENOCTABICHHEM MYHHLUIATEHOM
YCIHYTH rpaxJaHe, uX oObeNMHEHHs M OpraHH3allid HMEIOT MPABO HaIpaBIATh B

MyHI/IIII/IHaJIBHHﬁ ApXUB HWHIAUBHAYAJIbHBIC H KOJUICKTHBHEIC 06paH_[eHI/ISI C



OPEAIOKECHUSIMH, PEKOMEHIALUSIMH 110 COBCPIICHCTBOBAHHUIO KayeCcTBa U opsakKa
IPEOOCTAaBIICHUSI MYHUILUIIAJIBHOMN YCIYra, a TakXe 3asBICHHSI M XaloObl C
COO6IHCHI/I6M O HApYIICHHUU JOJDKHOCTHBIMH JIMIIaMH, HNpeIOCTaBIAIOIMNMA
MYHHITUIIATIBHYIO YCIIYTY, Tpe60BaHI/II71 AIMHMHHCTPATUBHOI'O pPEriaMeHTa, 3aKOHOB U

HHBIX HOPMATUBHBIX IPAaBOBBIX aKTOB.

V. locyne6Helit (BHeCY neGHBIIH) HOPANOK 06KATOBAHHUS peleHui U AeHCTBHIL
(6esneticTBrs) oprana, MpeJOCTABIAIOIETO MYHHIIMIIAIBHYIO YCIIYT, OKHOCTHBIX
JIUL OpraHa, IPeioCTaBIIOIIEr0 MyHHIMIANIBHYIO YCIYTY, MyHHIIUATBHEIX
CITy>KaIliX

49. 3asiBUTENH M WHBIE YIIONHOMOYEHHbIE JIMIA HMEIOT PABO HA 06KATOBAHHE

pemeHuid ¥ gefictBuii (Ge3meHCTBHA) MyHHIMIANBHOIO apXWBa, HPHHATHIX
(ocyIIecTBISIEMEIX) B XOJe IPEIOCTABIEHHs MyHUIMIATBHOMN YCIyTH, IOBIEKIIAX 32
co0Oi HapylleHWE MNpaB M 33aKOHHBIX HHTEPECOB 3asABHUTENS, B IOCYJeGHOM
(BHECYIEOHOM) TIOpSIKE.

50. )XXanoba moxeT OBITh NPUHATA NPH JIMYHOM NpPHEME 3asBHTENS, 4 TAKKE
MOXeT OBbITh HalpapeHa IO [oYTe, C MCIOJb30BaHueM ceT MHartepHer, Exunoro
NopTaja rocyaapCTBEHHBIX U MyHHUIMIIATIBHBIX YCIyT, IlopTana rocyaapcTBeHHBIX H
MyHHUIUNATBHBIX yciryr Camapckoi o6liacTH B MyHUIMIAIBHEIN apxuB. JKamoOsl Ha
pelIeHNs], NPUHATEIE PYKOBOAUTEIEM MYHHIMIIAILHOTO apXUBa, MOTYT OBITE ITOAaHBI
B BBIIECTOSINMA oOpran (IpH Hauu4uH) JuOO0 B Cly4ae €ro OTCYTICTBHS
paccMaTpUBAOTCS HEMOCPEACTBEHHO PYKOBOJUTENEM MYHHUIMIAIBHOTO apXUBa.

51. 3asBuTENb MOXKET OOPATHTHCS € XKATOOOIA, B TOM YHCIIE B CIy4YasX:

HapymeHus CpOKa DpPErucTpaiy 3alpoca 3adBHUTEI O IIPeAOCTaBICHUU

MYHULMIIATHHOMR YCIIyTH;

TpeOOBaHKs y 3asBUTENSA JOKYMEHTOB, HE MPEAyCMOTPEHHEIX HOPMATHBHEIMH
IIpaBOBEIMH aKTaMu Poccuiickoil ®enepanuy, HOpMaTUBHBIMH NMPABOBEIMM aKTaAMM
Camapckoii 061acTu IS IPeAOCTaBIEHUA MYHHUIMITAIEHOMN YCIyTH;

OTKa3a B IIpHEME AOKYMEHTOB, MPEACTaBICHHE KOTOPHIX MNPeXyCMOTPEHO
HOpPMAaTHBHBIMH IIpaBOBBIMH akTaMu Poccuiickoit ®@enepaiun, HOPMAaTHBHBIMU

IIpaBOBbBIMH aKTaMH CaMapCKOﬁ obJracTi A IpE€aOCTaBIICHUSA MYHI/IHHHaJIBHOﬁ



YCIIyTH, Y 3asBUTEIS;

OTKa3a B NPEJOCTABJICHUH MYHMIHUNAILHON YCIIYIH, €CIM OCHOBAaHMS OTKa3a
HE TIPElyCMOTPEHBI (eNiepaibHBIMU 3aKOHAMH M IIPHHATHIMY B COOTBETCTBHH C HAMI
MHBIMA  HODMAaTHBHBIMM  NpaBOBBIMH  akTamu  Poccmiickoit  ®enepanun,
HOPMaTHBHBIMU [IPABOBLIMHU aKTaMu CaMapcKoii o6nacTu;

3aTpeOOBaHUs C 3adBHTENs IIPU NPENOCTABICHHH MyHHLHMNATBHOMN yCIIyTH
IJIaTel, HE IPETYCMOTPEHHOW HOPMATHUBHBIMU IIPABOBBIMH aKTaMH PoccHMcKOii
Depepanuy, HOPMATUBHBIMU IIPaBOBEIMA akTaMu CaMapcKoi 06nacTy;

OTKa3a MYHMIMIAJIBHOTO apXWBa, JODKHOCTHOTO JIMLA MYHHIHMIIAIBHOTO
apxuBa B MCTIPABJICHHH NOIYIICHHBIX ONI€YaTOK U OMIHOOK B BEITAHHBIX B PE3yJIbTaTe
[pENOCTaBICHAs  MYHHIMIIANBHOW yCIyrd JOKyMEeHTax JM60 HapylleHHe
YCTaHOBJIEHHOT'O CPOKa TaKMX HCIIPABJICHHIA.

52. Kanoba omKHa COIepKaTh:

1) HaumeHOBaHHE MYHHLHITATHEHOTO apXuBa, IPeIOCTABNIAIONIETO
MYHULIUNANBHYIO YCIYTY, JOJDKHOCTHOTO M@ MYHHLUIIATBHOTO apXHBa, PEIICHHUS
" nercTBus (be3nelicTBre) KOTOPBIX 00KATYIOTCS;

2) damunmio, UM, 0T4ecTBO (IIOCIIENHEE — IIPH HAIM4YKMH), CBEACHUS O MECTe
XKHUTEJIECTBA 3asBUTENS — (U3UYECKOro JIMIA, MO0 HaMMEHOBAHHE, CBEACHHUSI O
MeCTe HaXOXIEHHS 3asBHUTENI — IOPHIHYECKOTrO JIHMIa, a TakkKe HoMep (HoMepa)
KOHTakTHOro TenedoHa, anpec (ampeca) 3JMeKTPOHHOM MHOYTH (IIPM HAIMYMH) H
IIOYTOBEIH aJIpec, 10 KOTOPBIM JOJDKEH OBITh HallpaBJieH OTBET 3asBUTEINO;

3) cBemeHMA 00 O0OXalyeMbIX pelIeHUSX © JeHCTBHAX (Oe3meiicTBHH)
MYHHMLHIAILHOIO apXUBa, NOJDKHOCTHOTO JIMIA MyHULUITAIBHOTO apXHUBa;

4) moBOABI, HA OCHOBaHUHM KOTOPHIX 3asBUTENb HE COIJIACEH C PEIIeHHEM M
JEHCTBUEM MYHHULMIANBHOTO apXWBa, INOJDKHOCTHOIO JIMIA MYHHIMIIAIEHOIO
apxuBa. 3asBUTEIEM MOTYT OBITH MpeACTaBI€HBI JOKYMEHTHI (TpH HAIHYHH),
HOJTBEPXKAAIOIINE JOBOIBI 3aSBUTEINS, JTHOO HX KOIIHH.

53. OcHoBaHMEM JAJI Hayaja Mmpouedyphl HocyaeOHoro (BHeCYIeOHOTrO)
00>kaNoBaHMs SBISIETCS IOCTYIUICHHE B MyHHIIMIIANBHBINA apXuB XKAJIOOBI 3aBUTEIS
WM UHOTO YIIOJTHOMOYEHHOTIO JIMIIA.

54. 3asgBHTENF MMEET IPaBO Ha MONydeHHWe HH(POpManuy W JTOKYMEHTOB,



“

HEOOXOIMUMBIX 1JIsi 0OOCHOBAHHS 1 PacCMOTpPEeHHUS KOOI

55. XanoGa, nmocTynuBINas B MyHHIMNANBHBIL apXWB, IOMJIC)KUT
PacCMOTPCHHIO  NO/DKHOCTHBIM  JIMIIOM, HAJAEJE€HHBIM  ITOJIHOMOYUSMH IO
PacCMOTPEHUIO Xalod, B Teuenue 15 paGouux mHeidt co mHs ee perucTpaunu, a B
Cllydae OOXaIOBaHHs OTKa3a MyHHMUHMNAILHOTO apXUBa, JOKHOCTHOTO auua
MYHHIIUNIATEHOTO apXWBa B PHEME JOKYMEHTOB Y 3asBHTENS MO0 B MCIIPaBICHHH
AOMyIICHHBIX ONEYaTOK M OWMOOK WM B ClIy4ae OGXKAIOBaHHA HAPYLICHHS
YCTaHOBJICHHOI'O CpOKa TaKUX MCIIPABJIECHUH — B TeueHHne 5 pabodux aHeil co qusg ee
perucTparum.

56.Ilo pesynbTaram paccMOTpeHHs >KanoObl IPWHHMAETCS OLHO U3
CIIEYIOIIMX pPelIeHHIA:

00 yHOBNETBOPEHHH o0k, B TOM 4YHuCie B (OpMe OTMEHBI IPHUHSTOTO
peleHns, HCOpPaBICHUSA JOIMYIIEHHBIX MYHUIUNAJIbHBEIM apXMBOM OIEYaTOK U
OMMOOK B BBIAAHHBIX B pe3yNbTaTe NPENOCTABJIECHHS MyHHUIMNAIBHON YCIyrH
AOKYMEHTaX, BO3BpaTa 3asBUTEIO JECHEXHBIX CPEACTB, B3UMaHHE KOTODHIX HE
IPEeyCMOTPEeHO HOPMATHBHEIMH IIPaBOBBIMHM akTaMH Poccuiickoit ®eneparyu,
HOPMaTHBHBIMH NPAaBOBBIMH akTaMHu Camapckoi 06s1acTy, a Takxke B HHBIX (opMax;

00 OTKa3e B yIOBJIETBOPEHHH KAIOOEI.

57. He nosgHee OHA, CIEYIOMEro 3a AHEM NPUHATHS PELIeHHs, 3asIBUTEIIO B
IIHCEMEHHOH (popMe H IO XKENAaHUFO 3asBUTENS B 3IEKTPOHHOU (OpMe HalpaBiIseTCs
MOTHBHPOBAHHEIA OTBET O pe3ylbTaTax paCCMOTPEHHS JKaJOOEI.

58. B cimyvae ycTaHOBIEHHMS B XOJe HJIM IO pPe3yJbTaraM pPacCMOTPEHHs
KaJloObl  NPHU3HAKOB  COCTaBa aJMUHHCTPATHBHOIO IPABOHAPYLIEHHMS WM

OPECTYIUICHHUA UMCIOIMUNEC MaTepHUajibl HE3aMEUIUTCIIbHO HAIPAaBJIAIOTCSA B OpraHbl

IIPOKYpaTyphbl.



Ipunoxenue 1

K aIMAHUCTPAaTUBHOMY PEeraMeHTy
NPEAOCTaBACHHU MYHHIUNIAIBHOM YCIyTH
«CornacoBaHne HOMEHKIIATYp e, MOJ0KEeHH il
00 apxuBax, 06 SKCIIEPTHBIX KOMHCCHSIX»

HMugopmanus o MecToHaxoxeHnH, rpaduke paboTel, HoMepax TenedOHOB aIs
CIPaBOK, aApeCe SNEKTPOHHOM M0YThl MyHHIUIIAIBHOTO apXHBa

HaumenoBanue HUndopmarms
MYHHIIMITAJIBHOTO apXHBa

ApxuBHBIi  otnen  Amnmapara | yi1. Kocoropuas, 22 r. [ToXBHCTHEBO
AnMuHUCTpanmu ropozckoro | Camapckoii o6acty, 446452
okpyra [loxsuctHeBO

[TpreMHbIe THU: TOHEAETBHUK, CPea, IITHALA
¢ 8.00 mo 17. 00; nepeprIB Ha obef

¢ 12.00 o 13.00; BeIXOOHBIE THU:

cy660Ta, BOCKpeceHbe

Ten/daxc 8 (846 56) 26042




Ipunoxenue 2

K aIMUHICTPATUBHOMY PEerJIaMeHTy
NPEAOCTaBICHNS MyHULIMITAIBHOM yCITyrH

«CornacoBanune HOMCHKIIaTYyp A€, NOJOXEHUHN

00 apxHBax, 06 IKCIEPTHBIX KOMHCCHSI

HOCTYHJICHHC B MYHULIMIIAJILHBIH ApPXUB JOKYMEHTOB C

3aIlIpoOCOM O COTIaCOBAHHUH

v

Peructpauus sanpoca u nepesaga mis paccMorpenus

OTBCTCTBEHHOMY CIIEITHAJIMCTY

v

IIpoBepka KOMILIEKTHOCTH M NPaBUIIBHOCTH

0(OpMIICHHAS HOCTYNMBIIMX JOKYMEHTOB

A 4

JlokymMeHTHI 0hOpMIIEHE
HaJJIeXaIuM o0pasoM 1
IPEICTaBIECHEI B IIOJHOM

obbeMe
( CornacoBanue JOKYMEHTOB
PYKOBOAHTEIIEM
MYHHLIUIAIBHOTO apXHUBa
&
y
( Hanpapnenue

COrmaCcoBaHHBIX
JAOKYMEHTOB 3aABUTEIIIO

\.

y

.

NG

BrriBIeHa HEKOMILIEKTHOCTE
JIOKYMEHTOB H (HJIH) HX
HECOOTBETCTBHE YCTAHOBJIEHHBIM
TpeGOBaHUAM

v

-

-

Hamnpagsnenve 3assuremo
yBenoMJileHus o6 oTkase B
COIIACOBAHMH IIPEJCTaBICHHBIX
JIOKYMEHTOB




IIpunoxenne 3

K aIMUHUCTPATUBHOMY PeTIaMEHTY
NPENOCTABICHHUS MyHHIHIIAIBHOM yCIyTH
«CornacoBanne HOMEHKIIATYD €)1, IOJIOKEHHiA
00 apxHBax, 06 IKCIIEPTHBIX KOMHUCCHSX)

Havansauky apxusnoro ornena

AnnapaTa A IMAHUCTpaLHH
ropoJCKOro okpyra IToxBucTHEBO

3asBieHue

Ha3BaHWe OPraHu3aLMH (YUpesKIeHHs)

HalpaBJISeT Ha COracoBaHne HoMeHKIaTypy aein (ITonoxenus o6 apxuse u
9KCIEPTHON KOMHUCCHH)

Ha3BaHHE OpPraHu3aluH (YUpexKIeHus)

IIpunoxenue:

HauMeHOBaHHE JJODKHOCTH PYKOBOUTEIS [oanuce PacmmdpoBka moamvcu

Wuunmnanel v paMunms HCIOMHATES
TenedoH



