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K [IOCTAHOBJICHUIO aIMUHUCTPALUU

TOPOACKOT0 OKpyra ropoxa HosoBoponex
oT Ne

AJIMMHUCTPATUBHBIA PerjiaMeHT
NMpea0CTABJICHUS MYHUIMIIAJIBLHON YCJIAYIH
«Bblgaya KOnuii AapXMBHBIX JOKYMEHTOB (APXUBHBIX CIIPABOK,
BBINMUCOK U KOMUIT»

1.001mme no10KeHus

1.1. AaMuHHCTpaIKs TOPOJCKOTO OKpyra ropos HoBOBOpOHEX OCYIECTBISET
NpEeAOCTaBICHNE MYHULIMTNIAIBHOU yCciyru «Bbigada KOMUl apXUBHBIX IOKYMEHTOB
(apXWBHBIX CIIPABOK, BBIMMCOK W KOMHHN)» (lajiee — MyHUIMIIAIbHAS yclyra), B
paMKax HCTOJHEHUS] MYHUIUNMAIBHOW (GYHKIMH 1O (OPMHUPOBAHUIO APXUBHBIX
¢dboHI0B.

AJIMUHUCTPATUBHBIN PErjIaMEeHT MPEIOCTABICHUS MYHUIMNAIBHON YCIYyru
«BbI1aua KONl apXuUBHBIX JOKYMEHTOB (apXUBHBIX CIPABOK, BBITUCOK M KOTIH»
pazpaboTaH B IeiIX TNOBBIIIEHUS HJPGEKTUBHOCTH W KayecTBa, a TakkKe
oOecrieueHus: ONTUMHU3ALUH U TOCTYITHOCTH BBIIIEYKa3aHHOU YCIYTH.

AIMUHHCTPAaTUBHBIA PErIaMEHT MPENOCTABICHUS MYHULUNAIBHOW YCIyTH
«Bplaua Konuii apXMBHBIX JTOKYMEHTOB (apXMBHBIX CIIPABOK, BBIIIMCOK U KOIUM)»
(mamee — PermameHT) omnpenenser CpOKH U MOCIEAO0BATEIBHOCTh JEHCTBUI
(aAMUHUCTPATUBHBIX NPOLENYP) aJIMUHUCTPALMA TOPOJICKOIO OKpyra TOpoOJ
HoBoBOpoHEXk, €€ CTPYKTYpHBIX MOAPA3ACICHUN, MOPSIA0K B3aUMOJACUCTBUS MEKIY
CTPYKTYPHBIMU TOJPA3JIEIECHUSIMH, HOHKHOCTHBIMU JIMIIAMU TIPU MPEIOCTABICHUU
MYHUITAIIAJIBHOW YCIYTH B TaHHOU cdhepe NesATeTbHOCTH.

[IpenocraBnenre ycnyru MOXKET OCYIIECTBISTHCS MHOTO(YHKIIMOHATHHBIM
ueHtpom (nanee — M®ILI), koTopblil peanu3yeT CBOIO pabOTy MyTeM OpraHU3alnu
B3aUMOJICUCTBHSI C OpraHaMu IMPEJOCTABISIOIIMMHU  TOCYIAPCTBEHHBIE U
MYHULIUNAIbHBIE YCIYTU 0€3 y4acTus 3asiBUTENS, B COOTBETCTBUU C HOPMATUBHBIMU
MIPAaBOBBIMU aKTaMHU U COIJIALIEHHUEM O B3aUMOJECHCTBUM.

[IpenocraBneHre  MyHULMIIAJIBHOM  YCIAYTH  OCYWIECTBIIETCS — ITOCIE
OJTHOKPATHOTO OOpamieHusi 3asiBUTENsI C COOTBETCTBYIOIIMM 3alpocoM, a
B3aHMOJICVCTBHE C OpraHaMH, MPEAOCTABISIONIMMH TOCYJaPCTBEHHbBIC YCIYTH, WIH
OpraHamy, TPEJOCTABISAIONIMMUA MYHULMNAIbHBIE YCIYTH, OCYIIECTBISETCS
MHOTO(YHKITHOHAIBHBIM IIEHTPOM 0€3 YJaCTHsI 3asBUTEIIS.

1.2. Tlony4arensiMu MyHUITUTIATTLHOW YCITYTH SIBJISTFOTCS

- poccuiickue, MHOCTPaHHbIE TPaXKIaHe U Jinila 0e3 rpaXaaHCTBa;

- OpraHbl rOCYIapCTBEHHOMN BJIACTH, OpTraHbI MECTHOTI'O
CaMOYTIpaBIICHHUS;
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- OpraHU3alvy U OOIIECTBEHHBIE O0BEANHEHNS,

- Iopyanueckue W (U3MYECKMEe JIMIA, HMEIOIIME [paBo B
COOTBETCTBUM C 3aKoHojarenbcTBoM Poccuiickoit ®enepanuum aub0 B CHILY
HAJIEJICHUs] MX MOJIb30BATENsIMU B MOPSAKE, YCTAHOBICHHOM 3aKOHOAATEIHCTBOM
Poccuiickoit @eneparuu, MOJIHOMOYUSIMHU BBICTYIIaTh OT UX UMEHHU.

1.3. Uudopmauuss o mopsAKe NPEJOCTABICHHUS  MYHULIMNAIbHOW YCIyTd
MPEOCTABISAETCA C HUCIOJIB30BAHUEM CPEICTB TeIC(OHHON CBSA3M, JIEKTPOHHOU
MOYTHI, TPH JIUYHOM OOpalleHuHd, a TaKXKe IOCPEJCTBOM pa3MEIICHUs Ha
MHQOpPMAIIMOHHBIX CTEHJAAX B aJIMHUHUCTpPAIMd TOPOJCKOTO OKpyra TOpOJ
HoBoBopone:x, B ”HGOPMALIMOHHO - T€JIEKOMMYHUKAaMOHHON cetn «HTepHeT» Ha
opuIMaIbHOM caiiTe MYHHMIIMIAIbHOTO OOpa30BaHUs TOPOACKOW OKpPYr Tropoj
HoBoBoponex Www.new-voronezh.ru (majgee — opuimuanbHbIid CalT), MyOJIUKaIUN
B CpEJICTBAX MaccoBOW MH(MOPMALIHH.

Ha odunmaneHom caiite u HMHPOPMAIIMOHHOM CTEHAEC aJIMUHUCTPAIUH
ropozckoro okpyra ropoa HoBoBopoHex pasmerniaercs cienyromnias nHGOpMaIus:

a) rpauk npueMa moceTUuTeNeH;

0) TeneoHbI, aipec FICKTPOHHOMN MOYTHI HCIIOJTHUTEIIS;

B) TEKCT HACTOSIIETO0 AJIMUHUCTPATUBHOTO PEITIAMEHTA;

r) (opMbI 3apocoB, U 0Opa3ILbl UX 3aMIOJHEHUS 3asBUTEIIEM;

1) MecTopacroyioxenue, rpaduk (pexum) paboTel, HoMepa TelePoHOB, ajpeca
oQUIMATBHBIX CAUTOB M AJIEKTPOHHOM MOYTHI OPraHOB U YUPEXKICHUM C KOTOPHIMU
OCYILECTBIISIETCA B3aUMOJEHCTBUE MPHU MPENOCTABICHUN MYHHIIMIAIBHON YCIyTH
(Tpu HATMYHH );

€) MopAIOK 00XkaIOBaHUS PEIIeHUM, elcTBU (0e31elicTBUS) aAMUHUCTPALIUH
rOpPOJICKOTO OKpyra ropoa HoBOBOpOHEX NpU MPENOCTABIECHUN YCIYTH;

) TIEpEeUeHb YCIIYT, KOTOPHIE SABISIOTCS HEOOXOMUMBIMU M 00S3aTEIbHBIMU TS
NOJIy4eHUsI MyHULIUTIAIbHON YCIyTH.

dopMbl 3asBICHUM, pa3MelleHHbIe Ha O(HUIMATIBLHOM CaiTe, JOHKHBI OBITH
JNOCTYTIHBI JJIS 3alOJTHEHUs, KOMUPOBAHUS W HANpPAaBJICHUS B AJIEKTPOHHOM BHUIE, A
TaK>Ke [ BbIBOJA HA I€YaTh.

Nudopmarus 0 MOpsIIKE OKa3aHusd MYHULIMIIAJIBHOM  yCIIYyTH
MpEeA0CTaBISAETCS:

- HEIMOCPEACTBEHHO B aJMUHHUCTPALIMM TOPOACKOTO OKpyra — ropon
HoBoBopoHex;

- B 3/IaHUU TOPOJICKOTO apX1Ba;

- C MHCIIONIb30BAaHUEM CPEACTB TENE(POHHON CBSI3U, OSJIEKTPOHHOTO
WH()OPMHUPOBAHUS, BEIYUCIUTEILHON U SIIEKTPOHHON TEXHUKH;

- IOCPEICTBOM pa3MenieHus B MH(pOpMaLIMOHHO-
TEJIEKOMMYHHUKAIIMOHHBIX CETSX OOIero TmoJib30BaHUS (B TOM 4YHCIE CETH
WNuTepHeT), myOauKauy B CpeicTBaX MACCOBOW HH(POPMAITUH.

MecTo HaXOXKACHHUS:

- aIMUHUCTPALINS TOPOJCKOrO OKpyra ropoa HoBoBopoHex u ee
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noyToBbId anpec: A. 4, yn. KocmonastoB, rHoBoBopoHex, Boponexckas o0nacTs,
396070;

- TOPOACKON apXWB W €ro IMOYTOBBIM aapec: na. la, ymn. Mupa,
r.HoBoBoponex, Boponexckas o6nacts, 396072;

- MHOTO(QYHKIIMOHAJIbHBII LEHTP W €ro IMOYTOBBIM aapec: 1.34,
yn.HaGepexnas, Boponexckas o6macts, 396072.

Tenedons! 1151 cipaBok:

- aAMUHUCTpALMsI ~ TOpPOACKOro  okpyra ropoa  HoBoBoponex
tenedon/dakc - (47364) 24-6-06;

- ropojckoit apxus - (47364) 2-35-67.

[IpyeM nNHUCBbMEHHBIX OOpallleHUH OCYIIECTBISETCA MO aapecy: A. 4, yi.
KocmonasroB, r.HoBoBoponex, Boponexckas ob6mactb, 3 3Tax, kabuner 317
eXeIHEeBHO: ToHenenbHUK — yeTBepr ¢ 08-00 mo 17-15, marauma ¢ 08-00 1o 16-00
(mepepsiB: ¢ 12-00 g0 13-00).

[Ipuem  rpaxknaan  JOMKHOCTHBIMM  JIMIAMH  TOPOJCKOTO  apXvBa
OCYIIIECTBIISIETCS B COOTBETCTBHM C Tpadukom mpuema: cpena ¢ 14-00 mo 17-00;
geTBepr ¢ 09-00 mo 12-00.

AJipec 3eKTpOHHOM moYThI: NVOr@comch.ru.

Anpec oduuumanbHOrO caiTta ropojckoro oxkpyra ropog HoBoBopoHex:
WWW.New-voronezh.ru.

Koncynbranuu mo BompocaM BbIAAYU apXUBHBIX JIOKYMEHTOB (QpXMBHBIX
CIIPABOK, BBIMHUCOK U KOTIUI) MPOBOJATCS COTPYIHUKAMH apXHUBa.

Koncynbranuu npenocTapisitoTcs 1Mo CIEeYIONUM BOIIPOCaM:

- O TMepe4yHe  JIOKyMEHTOB, HEOOXOAMMBIX I  TOJXY4YECHHS
MYHUIIUTIAIBHON YCIIYTH;

- 0 BPEMEHHU MpUEMa U BbIIaYH TOKYMEHTOB;

- 0 CPOKax MPUHATHUS PEIICHUS O TOJYyYEHUN MYHHUIIMIIAIBHON YCIyTH
(c MOMeHTa moja4u JOKYMEHTOB JO MOMEHTA TEpeladyd 3asBUTENI0 KaXIoro M3
JOKYMEHTOB, 0()OPMIISFOLIIUX PE3YIbTAT MPEIOCTABICHHUS MyHUIIUIAIBHOW YCIYTH);

- 0 TOpsAKE OOXKaloBaHUS ACHCTBUI (Oe3MeHCTBUSA) W peIIeHUH,
OCYIIECTBISIEMbIX W TMPUHUMAEMBIX B XOJI€ TMPEJOCTABICHHUS MYHHUIIUIAIBHON
YCIIYTH.

KoHcynbranimu mnpenocTaBiasiorcs MpH JUYHOM OOpalieHUH, MUChMEHHOM
oOpallleHu, TOCPEACTBOM O(HUIMAIBHOTO CalTa TOPOJACKOIO OKpyra TopoA
HoBoBoponex B cetn MHTepHET, TenedoHa WK ANEKTPOHHOM MOYTHI.

KoHcynbranimu mpenocTaBisioTCsa ClEeUUaIlNcTaMu B TEYEHHE BCEro CpOKa
MPEIOCTABICHUS MYHUITUTIATLHOW YCITYTH.

2. CTaHaapT npeaocTaBjieHUusi MyHUIIMNIAJBHOMH YCIyTd

2.1. AnMuHHCTpAIUs TOPOJCKOTO OKpyra ropo HoBOBOpOHEX OCYIIECTBISIET
MpeA0CTaBICHNE MYHHUIIMNIAIbHON yciayru «Bbiladya konuii apXUMBHBIX JOKYMEHTOB
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(apXUBHBIX CIIPABOK, BBINMCOK M KOIMH)» CaMOCTOSITENILHO B TIpenenax CBOECH
KOMIIETEHLIUH.

Opranuzanuio NpeaoCcTaBICHUs] MyHULANIAIBHOW YCIYT B AJIMUHUCTPALAN
TOPOJACKOTO OKpyra — ropox HOBOBOpOHEX OCYLIECTBISAET OpPraHU3aLMOHHBIN
OTHEN.

Peanuzanus MyHULIMIIAIBHOW YCIyTy ocyuiecTBisAeTcs npu yyactuu MOIL,

IIpenocraBnenun MYHUIUIIAIBHON yCIyru B3aUMOJCHUCTBUE c
(denepanbHBIMU OpPraHaMH HCIOJHUTENBHON BIACTH, PErMOHAIBHBIMU OpraHaMu
VCIIOJTHUTENBHOM BJIACTH, MyHUIIMNAJIBHBIMY YUPEKICHUSIMU U TPEANPUATUSIMHA HE
OCYILIECTBIISIETCS.

MHoropyHKIIMOHAIbHBIE ILIEHTPHl B COOTBETCTBUM C COIVIAICHUSIMU O
B3aUMOJIEVICTBUU OCYULIECTBIISIOT:

1) mpuem 3anpoCoB 3asiBUTENEN O IPEAOCTABIEHUN MYHULIMNIAIBHON yCIIYTH;

2) NpeACTaBICHUE WHTEPECOB 3aABUTEIEH NPU B3aMMOJCHCTBUU C OpraHaMu,
PENOCTABISIOIIUMY TOCYAaPCTBEHHBIE U MYHULIUTIIATIbHBIE YCIYTH;

3) [OpencTaBI€HHE ~ WMHTEPECOB  AIMHHHUCTPALMU, IPEJOCTaBISIOLIYIO
MYHULUINAIBHYIO YCIIYTY, IPY B3aUMOJECHCTBUH C 3aBUTEISIMU;

4) wundpopmupoBanue B MODI[ 3asBuTeneld o MOpsSAKE MPerIOCTABICHUS
MYHUIIMTIAIBHON YCIYTH, O XOZ€ BBIOJHEHUS HEOOXOUMBIX 3alIPOCOB, a TAKXe IO
UHBIM BOIIPOCAM, CBSI3aHHBIM C IIPEIOCTABICHUEM MYHULIMIIAIBHON YCIIYTH;

5) BbIOAYY 3asABUTEISAM JOKYMEHTOB IIO pe3ylbTaraM IpPeAOCTABICHHUS
MYHULUINAIBHOW  YCIYIM, €CIM OTO  IPEAYyCMOTPEHO  COIVIAaICHUEM O
B3aMMOJICHCTBUHU U HHOE HE MPEyCMOTPEHO (eepaIbHbIM 3aKOHOM.

2.2. PesynaprataM MnpenocTaBiI€HHMS MYHHUIMNAIBHOM YCIyrH SBISIOTCA
UHPOpPMAIIMOHHBIE MHCbMAa C MPUIOKEHHUEM HH(POPMAIMOHHBIX MaTepuajoB
(apXMBHBIX CIIPaBOK, ApPXMBHBIX BBINHUCOK, APXUBHBIX KOMMIi), JIMOO OTKa3 B
[IPENOCTABICHUN MYHULIMIIAIBHOMN YCIyTH.

OpuanueckuM  QakToM, KOTOPBIM  3aKaHYMBAETCS  IPEAOCTaBICHUE
MYHULUNAIBHOW YCIYTH, SBJISCTCSA IIOJIYYEHHE 3asgBUTEIEM JIMYHO I107 POCIHCH
an0O0 1O MoYTe 3aKa3HbIM MHUCHMOM C YBEJIOMJIEHHEM, IO 3JIEKTPOHHOW MOYTe, B
«JIMYHBIN KaOWHET» Ha €MHOM IMOpTaje MPEeIOCTaBICHUS TOCYJapCTBEHHBIX yCIyT
Poccuiickoit @enepanuy U Ha NOPTAJIE TOCYJAPCTBEHHBIX U MYHULIUITAJIBHBIX YCIIYT
Boponexckoii o6nacTu:

- UH(POpPMAIOHHBIE TUCHMA;

- apXUBHBIE CIIPABKH;

- ApPXWBHBIE BBIIUCKH;

- apXMUBHBIE KOIWH;

- OTBETHI 00 OTCYTCTBUH 3alpallIBAEMbIX CBEICHUM;

- pPEeKOMEHJAlMKU O JaJbHEMIIUX TMYTAX [MOHCKa HEOOXOAMMOM
uHbOopMaIy;

- YBEAOMJICHUSI O HAIlPpaBICHHH COOTBETCTBYIOIIMX 3alpOCOB Ha
WCIIOJIHEHUE 10 IPUHAJIEKHOCTH B IPYTMe OPTaHbl U OPTaHU3ALHH.
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2.3. O0mas npoAOoKUTEIBHOCTh MPEIOCTABICHUS! MYHUIIMIAIbHOW YCIyTH
permaMeHTHpoBaHa  nyHkroM — 5.8.3.  IlpaBunm  opraHuW3anuyM — XpaHEHMS,
KOMIUIEKTOBAaHUS, Yy4e€Ta U HCIOJb30BAHUS JOKYMEHTOB ApxXUBHOro (hoHzaa
Poccuiickonn ®denepanuy U Ipyrux apXUBHBIX JOKYMEHTOB B IOCYAAapCTBEHHBIX U
MYHHUIMIATBHBIX apXuBax, My3esx U Oubinuorekax, opraHuzauusx Poccuiickoit
aKaJieMUM HayK U cocTaBiseT 30 gHel Co IHS PErucTpalu 3amnpoca.

O6mast  MpOOOIKUTENBHOCTh  MPEIOCTABICHUSA aIMUHHUCTPATUBHOMN
MpOLEAYphl MO NPUEMY 3asBICHUS - COCTABIAET 3 JHA C MOMEHTa OOpalleHHs
3asBUTENIS, U3 HUX:

- mpueM, 00padOTKa M PpErucTpauus BXOASIIMX JOKYMEHTOB - 1 JeHb ¢
MOMEHTA MOCTYIJIEHUS 3asBJICHUS U IPUJIAraeMbIX K HEMY JIOKYMEHTOB;

- mepenada  IMOCTYNMBUIErO  3asBJICHUS JUIA  NPHUHATUS  pELICHUs
OTBETCTBEHHOMY JIMIY — 1 IEHb ¢ MOMEHTA PETUCTPALINN 3aSIBJICHHUS;

- HampaBJICHUE 3asBJICHHUS C PE30JIIOLMUEN PYKOBOAUTENS  ammapara
aIMUHUCTPALIMM TOPOACKOro OKpyra ropol HOBOBOPOHEXK MCIOTHUTENO MAJIs
paccMOTpEHUsT N0 CYLIECTBY M MOATOTOBKM OTBeTa - | J€Hb C MOMEHTa
NOCTYIUICHUS] 3asBJICHUS M MPWIAraeMblX K HEMY JOKYMEHTOB pPYKOBOJIUTEIIO
anmnapara agMUHHUCTPALIMU TOPOJACKOTO OKpyra ropoa HoBOBOpOHEX Il MPUHATHS
peueHus.

OO61mast TponOIBKUTEILHOCTh PEOCTABICHUS MYHUIIMTIAIBLHON MPOLEAYPHI
IUIsl aHajiM3a TEMaTHKW 3alpoca COCTAaBIsAET 8 AHEH C MOMEHTa MOCTYIUICHUS
3asBJIEHUS U MPUJIATa€MbIX K HEMY JOKYMEHTOB B TOPOJICKOW apXuB 10 MOMEHTA
dukcanMu UCXOASIIMX TOKYMEHTOB B OPraHU3allMOHHOM OTAENE aJMUHHUCTPALUU
ropojickoro okpyra ropox HoBoBOopoHeX, U3 HUX:

- pacCMOTpEHHUE 3asBIICHHS 3aBEIYIOLIMM TOpPOJICKUM apXWBOM - 5 NHEH ¢
MOMEHTa TMOCTYIUICHUS 3asBJICHUS M MpUIaraéMblXx K HEMY JOKYMEHTOB B
TOPOJCKOM apXUB.

- ¢ukcanus UCXOIAUIUX JOKYMEHTOB — 3 pabouux JHS C MOMEHTa
NOCTYIUICHUS] OTBETa Ha 3asBJICHUE B OPraHU3alMOHHBIA OTIAE] aJIMUHUCTPALUH
TOpPOJCKOr0o OKpyra — ropo HoBoBopoHeEX.

OO0mast MpOAOIKUTENBHOCTh MPEAOCTABICHUSI MYHUIIMIAIBHON MPOLENYpbI
10 TIOATOTOBKE M HAIIPABICHHUIO 3alIpAllIMBACMBbIX CBEICHUN WIA OTBETA 3asBUTEIIIO
COCTaBIISIET 5 AHEHU, U3 HUX:

- TIOAMUCAaHUE COOOIICHUS 3asBUTEN0 — 2 pabodyux HOHS C MOMEHTa
IIOCTYIUICHUSI OTBETAa Ha 3asBICHUE PYKOBOAMTEIIO ammapara aJMUHHUCTPALVHU
rOpPOJCKOro OKpyra ropox HoBoBopoHeX;

- HampaBlIeHHE COOOIICHMS 3asBUTENI0 — 3 pabouux OHS C MOMEHTa
IIOCTYIUICHUSI OTBETA Ha 3asBICHUE B OPTraHM3AaLMOHHBIA OTAEN aAMUHHUCTPALMHU
TOpPOJICKOrO OKpyra ropox HoBoBopoHex.

B ciyyadax yCTaHOBIEHHBIX 3aKOHONATENBCTBOM P®, cpok paccMoOTpeHus
oOpartreHuss MOXKeT OBITh MPOJJIEH HEe OoJiee uem Ha 30 gHEH.

3anpockl rpaxk/iaH, OpraHoB TOCYJapCTBEHHOM BlIacTH cyObeKkTOB Poccuiickoit



®denepanii, MECTHOTO CaMOYIpAaBICHHS, OpraHu3aluii W  OOIECTBEHHBIX
o0ObeIMHEHUN O TMpeAoCTaBIECHUU HH(OpMaALUKM, HE OTHOCAIICHUCS K COCTaBYy
XpaHSIIUXCS B TOPOJCKOM apXWBE AapXUBHBIX JOKYMEHTOB, MOCTYIUBIIHE B
aIMUHHCTPALMIO TOPOACKOro okpyra ropox HoBoBoponex, B TeueHue 05 nHen co
JHS MX PETUCTPALMM HAIMpaBISIOTCS 10 MPUHAMICKHOCTU B OpraHbl U
OpraHu3aluu, TJe XPaHATCS HEOOXOIUMbIE apXUBHBIE JOKYMEHTHI C YBEIOMJICHHUEM
o0 2TOM TmMOJB30BaTENs, WIM TOJB30BATEII0  JIA€TCS  COOTBETCTBYIOIAS
pEeKOMeHaIusI.

[Ipyu mnocTymineHur B aAMUHUCTPALIMIO TOPOACKOTO  OKpyra Tropoj
HoBoBopoHek 3ampocoB MoJb30BaTeNIe, KOTOpbIe HE MOTYT OBITh MCIOJHEHBI 0e3
PENOCTAaBICHUSI YTOYHEHHBIX WU JOTOJHUTEIBHBIX CBEICHUM, OpraHu3allnOHHbIN
otnen B 10-aHEBHBINA CPOK TOTOBUT COOOIIEHUE aBTOPY 3asBIICHUS 00 YTOUHCHUU U
JOTIOJTHEHUHU 3asIBJICHUS] HEOOXOAUMBIMU JJISl €70 UCTIOTHEHUS CBEACHUSMH.

Cpok wuchpaBlIeHUs] TEXHUUYECKUX OIIUOOK, JOMYIICHHBIX NMpU O(QOpMIICHUU
JIOKYMEHTOB, HE JIOJKEH MPEBBINIATh 3 KaJEHIAPHBIX THS ¢ MOMEHTa OOHAPYKEeHUS
OMMOKU WM TIONY4YCHHUS OT JI0OOro 3aMHTEPECOBAHHOTO JIMIIA B MHUCHMEHHOM
dbopme 3asBieHUS 00 ONMTMOKE B 3aIMUCSX.

2.4. TlpenocraBieHne MYHUIMIAIBHOW ycnyru «Bplmada komuii apXuBHBIX
JIOKYMEHTOB (QpXWMBHBIX CIPABOK, BBIMUCOK M KOIWM)» OCYIIECTBISETCS B
COOTBETCTBUH CO CIEAYIOIIMMU HOPMATUBHBIMU MIPABOBBIMU AKTAMH:

-Konctutynust  Poccuiickoit ~ @epepauun  (MpUHSATA  BCEHAPOIHBIM
rojocoBanueM 12.12.1993);

-Oenepanbubiii 3akoH oT 06.10.20031. Nel31-®3 «O6 o0mmx MNpUHIHIAX
OpraHu3aly MECTHOTO caMmoympasiieHus B Poccuiickoit denepanumny;

-denepanbubiii 3akoH OoT 22.10.2004r. Nel25-d3 «OO6 apXuBHOM Jielie B
Poccuiickon ®enepaunmn»;

- Kogeke Poccuiickoit @eneparuu 00 aIMUHUCTPATUBHBIX MPABOHAPYIIIEHUIX
ot 30.12.2001r. Ne 195-@3;

- ®enepanpabiid 3ak0H OT 09.02.20091. Ne 8-D3 «OO6 obecnieueHnn A0CTyMA K
uHOpMAIK O ACSTENBHOCTU TOCYNAPCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYTIPaBIICHUS»;

-Oenepanbubiii 3akoH 0T 02.05.2006T. Ne59-®3 «O mopsiike paccMOTpEHUs
oOparmenuii rpaxkaan Poccutickoit deneparum;

-Oenepanbupiii 3akoH ot 27.07.2006r. Nel49-d3  «O6 wunHpoOpmaIuwy,
MH(OPMAIIMOHHBIX TEXHOJOTUAX U O 3aIIUTe UHPOpMAITUNY;

- ®enepanbubiii 3akoH ot 27.07.2006r. No 152-®3 «O mnepcoHaIbHBIX
JTAHHBIX);

-Oenepanpubiii 3akoH o 27.07.2010r. Ne 210-d3 «OO0 opraHuzanuu
MPEAOCTABIEHUS TOCYTAPCTBEHHBIX U MYHUIIUTIAIBHBIX YCIYT»;

-IIpuka3z MuHucTepCTBa KYJABTYPhl U MACCOBBIX KOMMYHHKannil Poccuiickoi
Oeneparuun ot 18.01.2007r. Nel9 «OO6 ytBepxaenun [IpaBun opranuzanuu
XpaHEeHUs, KOMIUICKTOBAaHMS, y4€Ta M HCIOJb30BaHUS JOKYMEHTOB ApPXHWBHOIO



¢onna Poccuiickoit ®enepanuu M APYrUX  ApXMBHBIX  JOKYMEHTOB B
rOCyAapCTBEHHBIX W MYHULMIAJIBHBIX apXuBax, My3esiXx U OuOIMOTEeKax,
oprausanusax Poccuiickoil akagemMun HayK»;

-3akoH Boponexckoi obnactu ot 30.03.2009r. Ne12-O3 «O perynupoBaHUU
OTAEJIbHBIX OTHOUIEHUH B cepe apXMBHOro Jena Ha Tepputopun BopoHexckoi
obOmacTny;

-YcraB ropoackoro okpyra ropoa HosoBoponex (Ilpunar pemenuem
HoBoBoponesxckoit ropoackoit Jlymer ot 01.11.2012r. Ne 285);

- IlocraHoBieHME aIMHHUCTpPalMd TOPOACKOTO OKpyra — TOpOX
HoBoBoponex ot 12.03.2012r. Ne 416 «O pernamente paboOThl aIMUHUCTpPALUH
TOPOJICKOTO OKpyra — ropo HoBOBOpOHEX».

2.5. OcHOBaHuEM [JIs1 MPEJOCTABICHUS MYHUIIMIIATIBHON YCIYTH SBIISETCS
NUCBMEHHBIN 3ampoc mnoib3oBarenss B ¢opme 3aaBienus (Ilpunoxxenus NeNe
1,2,3,4,5,6,7,8 x HacTtosmemy Pernamenry).

B 3anpoce nonb3oBarens JOMKHBI ObITh YKa3aHBI:

- HAaUMEHOBAHUE IOPUIUYECKOrO JIMIa Ha OJaHKE OpraHu3aluu; s
rpaxkaaH - GamMuius, UMsl U OTYECTBO;

- MOYTOBBIN W/WJIU JIEKTPOHHBIN aJipec, TeleOH MoIb30BaTeNs;

- UHTEPECYIOIIME TMOJb30BaTeNsl TeMma, BOIPOC, COOBITHE, (aKT,
CBE/ICHUS U XPOHOJIOTHYECKHE PAMKH 3alpalinBaeMoi HHPOpMalLHH;

- ¢opma mosydeHus: nojapzoBaTreneM MHpopManuu (MH(GPOPMALMOHHOE
IMCbMO, apXUBHAsl CIPaBKa, apXUBHAs BBINKCKA; APXUBHBIE KOIUN);

- JIMYHAs MMOANKCH IPAKIaHNHA WM MOAIUCH JOLKHOCTHOTO JIMIA;

- JlaTa OTIPABIICHUS.

K 3asBneHnto MOryT ObITh IPUIIOKEHBI JOKYMEHTHI COiepKalllle, IO MHEHHUIO
3asBUTEJIS, CBEJIEHUSI HEOOXOAUMBIE J1JIs1 TOUCKOBOM pabOTHI.

3ampeniaercss TpeObOBaTh OT 3asiBUTENSI COBEPIICHUE JEHUCTBUIl, B TOM YUCIE
COIIaCOBaHUM, HEOOXOAMMBIX Ul MOJIY4YEHHs] MYyHHULMINAJIbHOW YCIYI'H, KOTOpbIE
CBsI3aHbl C OOpaIlleHHMEM B HHbBIE TOCYIAapCTBEHHbIE OpraHbl, OpraHbl MECTHOI'O
caMOyTIpaBJICHUs, OpraHU3aI1H, 32 UCKIIIOUEHUEM JOKYMEHTOB U MH(POpMAIIUH:

- ompenesieHHbIX 4.6 cT.7 ®enepanbHoro 3akoHa oT 27.07.2010 Ne210-03
«O0 opranuzanuy MpeaoCTaBICHUS TOCYIaPCTBEHHBIX U MYHULIUIIAJIBHBIX YCIYT»;

- IIOJIy4a€MbIX 3asgBUTEIEM B pPE3YJbTaTe IPENOCTABICHUS €My YCIYTL,
KOTOpBIE SABJISIOTCS HEOOXOAMMBIMU U OOS3aTENIbHBIMH M YTBEPXKACHBI PELICHHUEM
HoBoBoponexckoit ropoackoit Jlymbr ot 06.10.2011 Nel81 «O06 yTBepkneHun
NEPEeYHs. YCIYT, KOTOPHIC SBISIOTCS HEOOXOOUMBIMU U 00S3aT€IbHBIMU IS
IIPEAOCTABICHUS aJAMUHUCTPALMEW TOPOIACKOro oOKpyra ropox HosoBoponex
MYHHUIUOAIBHBIX YCIYyTr W MPEIOCTaBISAIOTCS OpraHU3alUsMM, YYaCTBYIOIIMMHU B
MPEAOCTABICHUN MYHUIIMTIATBHBIX YCIYyT» (B TOM Ciy4ae, eclii OHU ecTh B AP).

2.6. HcuepnbiBaromuii I€peYeHb OCHOBAaHMM JUIi OTKa3a B MpPHUEME
JOKYMEHTOB, HEOOXOAUMBIX ISl MPEAOCTABICHUS MyHUIIMIIAIBHOM YCIIYTU:
- €CJIM 3aIpOCHI MOJIL30BATENEN HE COAECPKAT HAMMEHOBAHUS IOPUIAYECKOTO
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muna (s rpakaanuHa - ©.M.0.), moyToBOro ajapeca W/WiM IEKTPOHHOTO ajpeca
MOJIb30BATES;

- €CJIM 3aIpoC MOJIB30BaTENs HE MOAIAeTCA MPOYTEHUIO, OTBET HAa O0OpallleHHue
HE JJaeTcsl, 0 YeM CcOoOOIIaeTcs rpakJaHuHy, HallpaBUBLIEMY OOpalleHue, eCIi ero
dbaMuIIist ¥ TOYTOBBINA a/ipec MOAAAIOTCS MPOUYTCHUIO;

OcHoBaHMs JJIsi TIPUOCTAHOBJICHHS TPEJOCTABICHUS YCIYTd HOPMATHBHO
HE YCTaHOBJICHBI.

2.7. 3anpoc He MOMJICKUT PACCMOTPEHHIO B CIEAYIOIIUX CIyYasX:

- MPEJOCTABJICHUE 3asABUTEIEM JOKYMEHTOB, COJEpKAIIUX OLIUOKH WIH
IPOTUBOPEUYUBHIE CBEJICHHUS;

- 1ojaya 3asiBICHUS JIMIIOM, HE YIOJIHOMOYEHHBIM COBEpIIaTh TAaKOTO pojia
JICHCTBUS;

- HampaBJI€HUE JOKYMEHTOB B OpraH MECTHOTO CaMOYIpaBICHUS, HE
YIOJTHOMOUCHHBIN Ha BBIJIAYy pa3pelICHU;

- €CJId B 3aIpoCe MOJb30BaTENsl OTCYTCTBYIOT HEOOXOIMMBIE CBEIACHUS IS
IIPOBEICHUS TIOMCKOBOM pabOTHI;

- €CIIK OTBET IO CYIIECTBY MOCTABJICHHOTO B HEM BOIIPOCa HE MOXKET OBITh
naH 6e3 pasmianieHus: KOHPUACHIIMATbHBIX CBEACHH, MOIh30BATENI0 COOOIIAETCS O
HEBO3MOXKHOCTHU JaTh OTBET MO CYIIECTBY MOCTABICHHOTO B HEM BOIIPOCA B CBSI3U C
HEIOMYCTUMOCTBIO pPa3IallleHus] YKa3aHHBIX CBEIEHUMN. YKazaHHas HMHQopMalus
MOKET OBITh MIPENOCTABICHA TOJBKO MPU HAJUYHUU Y TIOJIB30BATENS TOKYMEHTAIBHO
MOJTBEPKICHHBIX npas Ha NOJTy4YeHue CBEICHU, COZIEPIKALIUX
KOH(pHUIESHIIUAIBHYIO HH(pOpMAIIHFO.

2.8. AnMHuHHCTpalKs TOPOJCKOTo OKpyra ropos; HoBoBOpoHeX OCyIIeCcTBIsSIET
peIOCTaBICHUE MYHHUIIUTIATBHON YCIyTH OeCIuiaTHO.

2.9. MakcuManbHBI CPOK OXHJIAHHS B O4Yepeau MpU Tofade 3ampoca o
PEIOCTABICHUN MYHHUIIUTIIATBHON YCIIYTH COCTABISACT 15 MUHYT.

2.10. Cpoxk peructpanuu 3asiBI€HUS C TPUIAraeMbIMH JOKyMEHTaMH O
NPEIOCTaBICHUN MYHUIIMITAIBHON yCIyTu — 15 MUHYT.

2.11. TpebGoBaHus K TOMEIICHUSIM, B KOTOPBIX MPEIOCTABIACTCS
MYyHHIUTIATBHAS YCIyra, K 3aJIy OXHUIAHHsSI, MECTaM JJisl 3allOJIHEHUS 3alpOCOB O
MPENIOCTABICHUN MYHUIMITAJIBHOW  yCIyrd, WHHOPMAIMOHHBIM CTEHJAM C
oOpasllaMi WX 3aloJdHEHUS ¢ TEPEYHEM JOKYMEHTOB, HEOOXOAMUMBIX IS
MPEAOCTABIEHUS KaXK/1I0M MYHULIUIIAJIBHON YCIYTH

[Tpuem rpaxmaH IOMDKEH OCYIIECTBISATHCA B CIEIHUAIBHO BBIICIEHHBIX IS
MPEIOCTABICHUS MyHUITUTIATBHBIX YCIYT MTOMEIICHUSX.

[TomemieHnst TOMKHBI COAEpKaTh MecTa sl MHGOPMUPOBAHMS, OXKUIAAHUSI U
mpuema  TpaxnaaH. [lomemeHuss  JOHKHBI  COOTBETCTBOBATH  CAHUTAPHO-
AMUAEMHUOJIOTUIECKUM TPABUIIaM U HOPMaM.

VY BXoma B moOMeIeHHE JOHKHA pa3MeIlIarhcs TaOlIndKa ¢ HAMMEHOBAHHEM
OpraHa, OCyIIEeCTBISIONIET0 OKa3aHUE MYHULIUITAIBHON YCIYTH.



[Ipy BO3MOXKHOCTH OKOJIO 3/1aHUS JOJKHBI OPraHU30BBIBATHCS MAPKOBOYHBIE
MecTa i aBToTpaHcnopra. JlocTyn 3asBUTENEd K NapKOBOYHBIM MECTaM JOJIKEH
OBITh OECIIATHBIM.

IlenTpanbHblid BXOA B 34aHUE, IN€ pacHojlaraercsi OpradH MECTHOIO
CaMOYIIPABJICHUSI, JIOJDKEH OBITb 000pyloBaH HWHMOPMAIIMOHHONW TaOIUYKOM
(BeIBECKOM), conepxarnied uH(poOpMalUio O HAaUMEHOBAHUHU, MECTE€ HAXOXKICHUS,
pexxume paboThl, TeJIeOHHBIX HOMEpPAX.

B nomemieHusx i OXUOAHUS 3asBUTENSIM JOJKHBI OTBOAMTHCS MECTA,
000pyIOBaHHBIE CTYJbIMH, KPECETbHBIMU CEKIUSAMU. B MecTax oxugaHUs JOJIKHBI
UMEThCSl CPEJICTBA JJIA OKa3aHWs IMEpBOM MOMOIIM MU JOCTYIHBIE MecTa OOIIero
MOJIb30BaHUsA (TyaJsieT).

Mecra uHpopMUpOoBaHUs, NMPEAHA3HAYCHHbIE SISl O3HAKOMJICHUS 3asiBUTENEH
¢ MHGOPMALIMOHHBIMU MaTepuaiaMu, JOJKHbBI ObITh 000PYIOBaHbI:

- MH(OPMALIMOHHBIMU CTEHJIaMH, Ha KOTOPBIX pa3MeIlaeTcs BHU3yaibHas U
TEeKCTOBasi HHGOpMaIIUs;

- CTYJIBSIMU U CTOJAMU JJis 0(OpMIIEHUSI TOKYMEHTOB.

K wundopmanmoHHbIM cTeHIaM AODKHA OBITh o0ecreyeHa BO3MOMXHOCTh
CBOOOIHOTO JJOCTYIA TPaXaaH.

Ha undopmanmoHHbIx cTeHAaX, a Takke Ha OQHUIMATIBHBIX CaiTax B CETU
WNuTepHeT noikHa pa3Meniarbes cieayrolas oos3areabHas nHGopMaIys:

HOoMepa TenedoHOoB, ¢GakcoB, aapeca OQUIMATIBHBIX CAWTOB, AIEKTPOHHOM
MOYTHI OPraHOB, MPEAOCTABISAIOMNX MYHULIUTIATIBHYIO YCIYTY;

PEXHUM pabOThl OPraHOB, MPEAOCTABIAIONINX MYHUIIUTIATBHYIO YCIYTY;

rpa@uKyd JUYHOTO TpHEeMa TPaKIaH YIOJTHOMOYEHHBIMU JIOJKHOCTHBIMU
JTULAMH;

HOMEpa KaOWHETOB, TJI€ OCYIIECTBISIIOTCS MPUEM MHUCbMEHHBIX OOpaIieHuit
rpaXaaH M yCTHOE€ WH(OpPMHUpOBaHME TpakiaaH; (aMUIWK, UMEHA, OTYECTBA H
JOJHKHOCTH JIMI, OCYIIECTBISIONIMX MPUEM MUCbMEHHBIX OOpaIleHHil rpa’kaaH u
yCTHOE UH(OPMUpPOBAHKE TPAXKIaH;

HACTOAIIUN PermaMeHt.

2.12. KadyecTBeHHOW TpenocTaBisgeMas MyHUIIUIIATbHAS yCIIyTra MPU3HACTCS
IIpU TNPENOCTABICHUU YCIYTH B CpPOKH, OIpeAeseHHble 1.2.3. HacTOSLIETOo
PernamenTa, u mpu OTCYTCTBHH KaJI00 CO CTOPOHBI MOTpeOUTEIeH HAa HAPYIICHUE
TpeOOBaHUM CTaHIApTa MPEAOCTABICHNUS MYHULIUTIAILHON YCITYTH.

2.13. HWuple TpeOOBaHUS, B TOM YHCJIE YYUTHIBAIOIIME OCOOEHHOCTH
MPENOCTABICHUSI MYHUIIUTIAIILHON ycimyru, B ToM ynciie B M®I[ u ocobernHocTH
MPEAO0CTaBICHUS MYHHUIIMNIAIBbHON YCIYTH B 3JIEKTPOHHOU (hopMme.

3asBUTENb MPU MOTYUYECHUH MYHUIIUTIAIBHOW YCIIYTM UMEET MPABO HA:

- TOJy4YEHHWE MYHHLHIAJIBHOM YCIYIM CBOEBPEMEHHO W B COOTBETCTBUM C
HacTosuM PermameHToMm;

- TIOJIyYEHUE TOJHOM, aKTyaJlbHOM W JOCTOBEpHOW HH(MOpPMALUU O TOPSIKE
MPEAOCTaBICHUS MYHHUIIMNIAIbHON YCIYTH, B TOM YHCJIE B JIEKTPOHHOU (popme;
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- TOJy4Y€HHE MYHULMMAIBHON YCIYTH B 3JEKTPOHHOM (opme, eciu 3TO He
3aMpeleHo 3aKOHOM, 0 BBIOOPY 3asBUTEINS;

- nocynebHoe (BHecyaeOHOE) pacCMOTPEHHE Kajlod B MPOIECcCe MOTy4YEeHUS
MYHHULUIIAJIBHON YCIIYTH;

- IIOJy4YeHWEe MyHUIUnaiabHOM yciayru B MOIL[ B coorBeTcTBUM C
COMNIAIICHUSIMU, 3aKIIOYeHHBIMU Mexay MOI[ u aamunuctpanueit (manee -
COMNAIICHUS O  B3aWUMOJEWUCTBUM), C MOMEHTa BCTYIUIGHHS B  CHJY
COOTBETCTBYIOIIETO COTVIAICHHS O B3aUMOJCHCTBUMU.

[Tpu nmpenocTaBaeHUN MYHUIIMTIATLHON YCIYTH aAMUHUCTpalus 00s13aHa:

- TPEAOCTABIISITh MYHULMNAIBHYI) YCIYTy B COOTBETCTBUM C HACTOSIINM
PernamenTom;

- o0ecreynBaTh BO3MOXKHOCTH MOJTYUYCHUS 3asBUTEJIEM MYHUITUIIAIBHON YCIyTH
B JIEKTPOHHON (popMe, €CT 3TO HE 3aMpelleHo 3aKOHOM, a TaKXe B UHBIX (opMmax,
PETYCMOTPEHHBIX 3aKOHOJATENhCTBOM Poccuiickori dexaepariuu, 1O BBIOOPY
3asIBUTEJS;

- B paMKax MEXBEJOMCTBEHHOI'O B3aMMOJCHCTBHUSI HANpPaBIsATh 3aMpPOChl O
NPEIOCTABICHUN JIOKYMEHTOB W HHGpOpMAIuu JMOO TMPEJOCTaBIsATh B OPraHbI
UCIIOJTHUTEJIbHON BJIACTH M TOJBEIOMCTBEHHBIM UM OpraHu3alusM, a TaKke B
MO®I[ npokymeHnTl ¥ uWHpOpManuio, HEOOXOAMMBIE IS TMPEIOCTABICHUS
rOCYIapCTBEHHBIX U MYHULIMNAJIBHBIX YCIYT.

[IpenocraBnenrne B YCTAaHOBJICHHOM MOpsiAke MHGOPMAlUU 3asBUTENSIM U
o0OecrieyeHre JOCTyna 3asBUTENEH K CBEIEHUSAM O TOCYIApCTBEHHBIX U
MYHUIIMTAIBHBIX yCIyrax oOecrneynBaeTcsi MHOOPMAIMOHHBIMU CUCTEMAaMH, B TOM
qucie:

- (emepanbHBIN TIOpTAN ToCymapcTBeHHBIX yciyr Poccuiickont ®eneparuu
www.gosuslugi.ru;

- PETHOHAJBHBIA MOPTAJ TOCYJAPCTBEHHBIX W MYHUUMMAJIBHBIX YCIYT
Boponexckoit o6acta WWW.SVC.QOVVIN.IU;

- CalT MYHHIMIAIBHOTO OO0pa3oBaHUS TOPOACKOM OKPYr TOpoj
HoBoBopoHek WWW.NEW-VOronezh.ru, KOTOpBId  COACPKHUT HHPOPMAIHIO O
MYHHUILMIIAIBHBIX YCIIYrax, MpeaOoCTaBIsEMbIX HA TEPPUTOPUHU TOPOJICKOTO OKpyTa
ropon HoBOBOpOHEXk, a Takke HMEET BbIXOJ HA PETHOHAIBHBIA IOPTAI
rOCYJIapCTBEHHBIX U MYHULIMNAIbHBIX YCIyT BopoHekckol 00acTu.

3. CocraB, nocJjie10BaTeJIbHOCTh U CPOKHU BbINOJIHEHHUS
aIMUHHUCTPATUBHBIX NPOLEAYP, TPeOOBAHMS K MOPSIAKY UX BbINOJHEHHS, B
TOM 4HcJie 0COOEHHOCTH BbINOJHEHHUS AIMUHUCTPATUBHBIX NPoOLEeAYP B
3JIEKTPOHHOH opme

3.1. bnok-cxema mnpeaoCTaBICHUS MYHUUHWINAIBHOM YCIYTH, CXEMaTHYHO
oToOpaXkaromas MociIe0BaTeIbHOCTh aJIMUHUCTPATUBHBIX MPOIIEAYDP, MTPUBOIUTCS
B puioxeHun Ne 9 k Hactosiemy Perimamenty.

3.2. TlpenocraBneHne MyHHUIIMNAIBHOW ycIyru «Bbimada KOMUil apXUBHBIX


http://www.gosuslugi.ru/
http://www.svc.govvrn.ru/
http://www.new-voronezh.ru/
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JOKYMEHTOB (apXMBHBIX CIPABOK, BBIITMCOK M KOMHI» BKIKOYAET B CEOsI CIEIYIOIIHE
aIMUAHHCTPATUBHBIE MPOLIETYPHI:

- IPUEM U PETUCTPALINS 3asBICHUS U IIPUIIAra€MbIX K HEMY JOKYMEHTOB;

- aHaAJIM3 TEMATHUKU 3aIpoca;

- MOATOTOBKA W HANpABICHUE 3alpallUBAEMbIX CBEACHUN WU OTBETA
3asBUTENIO.

3.3.IIpueM u peructpanus 3asBJICHHUS U IPUIAraéMbIX K HEMY JOKYMEHTOB.

OcHoBaHMEM I Hadajla aAMHUHUCTPATUBHON NPOLENYPHI, SBISIETCA MPUEM
MACBMEHHOTO 3asBIEHUSA TPAXJAHWHA M NPWIAraeMbIX K HEMY JOKYMEHTOB O
OpEeJOCTAaBICHUM MYHUIMIAIBHON YCIyru B aAMUHUCTpauuio Jsmbo MOI]
IIOCPEACTBOM:

- TUYHOTO OOpaIeHus, TOYTOBOTrO OTHPABJICHUS C MMUCbMEHHBIM 3asiBICHHEM
U TpuiaraeMbIMd K HEMY JOKYMEHTaMHU, HEOOXOAMMBIMH JUIsl MPEAOCTABICHUS
MYHULUIAIBHON YCIIyTH;

- HallpaBJICHUs 3asBJICHHS MO AJIEKTPOHHOM IMOYTE, Yepe3 €IUHBIA MOopTall
IPEAOCTaBICHUs TOCYyAapCTBEHHbIX ycuyr Poccuiickon ®Pepepauuu u 1moprai
rOCyAapCTBEHHBIX U MYHUIIMMTAJIbHBIX YCIYT BopoHexckoii obmacTu.

CoTpynHMKaMH, OTBETCTBEHHBIMHU 3a MCIIOJIHEHHE aJIMUHUCTPATUBHOIO
NENUCTBHS, HA A3Tane MOCTYIUICHHWS B aJMUHUCTPALMI0 TOPOJACKOTO OKpyra Tropoj
HoBoBopoHeXk 3asBiI€HUS M IPWIATaeMbIX K HEMY JOKYMEHTOB SBIISIOTCS
CIELUAJIUCT OPTaHU3ALMOHHOIO OTAENA AAMUHUCTPALIUUA T'OPOJCKOIO OKpyra ropo
HoBoBOpoHEX, B [OMKHOCTHBIE OOS3aHHOCTH KOTOPOIO BXOAUT IPHUEM U
perucrpanus BXOMAIIMX JOKYMEHTOB, U PYKOBOAUTENb ammapara agMUHUCTPALUU
ropozackoro oxkpyra ropon HoBoBopoHex, B (YHKIIMOHAJbHOM MOAYMHEHHUH
KOTOPOTO HAXOIUTCS OpraHU3aIMOHHBIN oTaen 1160 cnennanuct M®II,

Crenanuct opraHu3allOHHOrO OTAE]a aIMUHHUCTPALlUA FOPOJACKOrO0 OKpyra
ropox HoBOBOpOHEX perMCTpUpyeT NOCTYNUBIIEE 3asBICHHUE U IPWIAraeMble K
HEMY JIOKyMEHTBI, MpOBEPSET MPaBWIBHOCTh HX O(OPMIECHHS, NPOBOAUT UX
NIepBOHAYAIBHYIO 00pabOTKY.

[lepBonauanbHast 06pabOTKa JOKYMEHTOB 3aKJII0OYAETCS B CICAYIOLIEM:

a) B OLEHKE HX COOTBETCTBUS  YCTaHOBJICHHBIM  TpeOOBaHUAM,
HEOOXOAMMBIM M JOCTATOYHBIM ISl TPUHATHS YKa3aHHBIX JOKYMEHTOB Ha
paccMoTpeHue VCIIOJIHUTENIBHO-PACTIOPSI AUTENBHBIM OpraHomM MECTHOTO
CaMOYIIPaBIICHHs] TOPOJICKOro OKpyra ropox HoBOBOpOHEXK, B TOM YMCIIE B OLICHKE
(paKkTHUECKOr0 HaJM4Yusl BCEX JOKYMEHTOB, YKa3aHHBIX B KaueCTBE MPHUJIOKCHHUH B
TEKCTE 3asBJICHUS], PETUCTPALINN 3asBJICHMUS;

6) B mepenaue yKa3aHHBIX JIOKyMEHTOB pPYKOBOJUTENIO arapara
aIMUHHACTPALIMM TOPOJACKOTO OKpyra ropol HOBOBOpPOHEXK, yHMOJHOMOYEHHOMY OT
MMEHH M B MHTEpPECaX MYHULMIIAIBHOTO OOpa3oBaHUSl TOPOJCKOM OKpYr TOpoOA
HoBoBopoHek Ha mNpUHATHE pelleHud B cdepe opraHU3aluu JeSTEIbHOCTH
TOPOJICKOTO apXWBa, C LEJIBIO ONPENEICHUS UM HCIIOJIHUTEINA, OTBETCTBEHHOIO 3a
MOATrOTOBKY (0OecreyeHue IOATOTOBKHM) OTBETa 3asABUTENI0, IMYyTEM HaIHMCAHMS
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COOTBETCTBYIOILIEH PE30TIOIMH HA MOCTYIIUBILIEM 3asIBJICHUU.

IIpn nmoctymiennn B M®I] 3asaBieHUs U NPWIATAEMBIX K HEMY JOKYMEHTOB,
crienanuct MOLI, OTBETCTBEHHBIN 3a IPUEM U PETUCTPALIUIO JOKYMEHTOB:

- yCTaHaBIMBAaeT NPEAMET OOpallleHus TpaxAaHWHA, a TPU JTUIYHOM
oOpallleHUH OCYIIECTRBISIET MPOBEPKY JOKYMEHTA, YAOCTOBEPSIOIIETO JIMYHOCTH
3asiBUTEIISA;

- MOPOBEPSET MPEICTABICHHBIC JTOKYMEHTBI Ha MPEIMET UX COOTBETCTBUS
YCTaHOBJICHHBIM TPEOOBAHUSM.

B ciyyae ycTaHOBIEHMS HECOOTBETCTBHUSI JOKYMEHTOB YCTAHOBIIEHHBIM
TpeboBaHusiM, crnenuanuct M®I] nepenaer (HampamisieT) JOKYMEHTHI 3asBUTEIIO
JUISL TIPUBEJEHUS HMX B COOTBETCTBHUE C YCTAHOBJIICHHBIMU TPEOOBAHUSIMH U
YKa3bIBaCT, KAKME HMMEHHO JEUCTBUS M B KaKOW ITOCIENOBATEIBHOCTU JIOJKEH
coBepuTh 3asiButTelb. [1o npockOe 3asButens crnenuanuct MOIL] MoxxeT cocTaBUTh
NepEYEHb JICUCTBUI B MMCbMEHHOM BUJIE.

OO6mas MPOAOJKUTEIIBHOCTh MPEA0CTABICHUS aIMUHUCTPATUBHOM
IPOLIETYPBI COCTABIISIET 3 JTHSI C MOMEHTA OOpaIlieHusl 3asiBUTENS, U3 HUX:

- MAKCHUMAaJIbHbI CPOK BBINIOJHECHUS AJMHHUCTPATUBHOTO JACHCTBUA IO
npuemMy, oOpabOTKe U PEerucTpallid BXOMSIIMX JTOKYMEHTOB - 1 JeHb ¢ MOMEHTa
MOCTYIJICHUS 3asiBJICHUSI U MPWJIAra€MbIX K HEMY JOKYMEHTOB;

- MAaKCUMaJIbHbII CPOK BBINIOJIHEHUS AJMUHUCTPATUBHOTO JEWCTBUSA 10
repenade MOCTYNMMUBILETO 3asIBIICHUS JJI IPUHATHS PEIICHUS] OTBETCTBEHHOMY JIAILY
— 1 geHb ¢ MOMEHTa PErUCTPaLIM 3asIBJICHHUS;

- MAaKCUMaJIbHbII CPOK BBIIIOJHECHUS AAMHUHUCTPATUBHOTO JEUCTBUA IO
HAIPABJICHUIO 3asBJICHUS C PE30JIIONMEN PYKOBOIMTEN ammnapara aJMUHUCTPALUN
TOPOJCKOr0 OKpyra ropoa HOBOBOPOHEX HCHOJHUTENIIO IS PACCMOTPEHUSA IO
CYIIECTBY U MOJATOTOBKM OTBETA - | J€Hb C MOMEHTA MOCTYIUICHUS 3asiBICHUS U
MPWIAra€MbIX K HEMY JOKYMEHTOB PYKOBOJIUTEIIO ammnapara aJIMAHUCTPALAU
TOPOJCKOr0 OKpyra ropoa HoBOBOpOHEXK ISl TPUHATHS PELLICHUS.

Pesynbsratom aIMUHHUCTPATUBHOTO JICUCTBUS SIBJISICTCS nepeaaya
MOCTYIUBIIECTO 3asABJICHHS, COJACPKAIIET0 PE3OJIOLNHI0 PYKOBOIMTENS ammapara
aIMUHHUCTpALIMA TOPOJICKOTO OKpyra ropox HOBOBOpOHEX, YHMOJTHOMOYEHHOTO OT
MMEHU W B HMHTEpECaxX MYHHIUIIAIBLHOTO 00pa30BaHUS TOPOIACKON OKpPYr TOPOI
HoBoBopoHexk Ha mNpHHATHE peIIeHUH B cdepe OpraHu3amuu JACsTEIHbHOCTH
TOPOJICKOTO apXwBa, M MNPWIOKEHHBIX K HEMY JOKYMEHTOB, OTBETCTBEHHOMY
WCIIONTHUTEII0  JIAHHOTO  pacmopspkeHHs. Pesomronus  mpeacTaBisieT  coOoit
MUCBMEHHOE PACHOPSIKEHUE, U3JIOKEHHOE HA JIMIIEBOM CTOPOHE MEPBOTO JIKCTA.

Qdukcanuenn  pe3yjabrara  BBITOJIHCHUS  AJMUHUCTPATUBHOTO  JEWUCTBHS
SIBIISICTCS MIpUEM, perucTpanus 3asiBJICHUS, MOJITIIUCH HCIIOJTHUTEIS,
yaoctoBepsitomass  ¢GakT TMOAy4YeHUs JAHHOTO 3asBIICHHUS, 3aBU3UPOBAHHOIO
PYKOBOIMTENIEM ammapara aJMUHUCTPAIIMH, B KypHajaX perucTpanuu oOpaiieHuu
TpaXkJiaH ¥ BXOASIIECH KOPPECIOHICHIINH.

3.4. AHaM3 TeMaTUKH 3aIpoca.
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OcHoBanMeM Uil Hayala AaJMUHUACTPAaTUBHOIO  JIEUCTBUSA, SIBISETCS
IIOCTYIUIEHUE OTBETCTBEHHOMY MCIIOJHUTEJNIO 3asBICHUS W NPWIOKEHHBIX K HEMY
JNOKYMEHTOB C PE30IIOLHUEN PYKOBOAUTENS alIapara aIMUHUCTPALUHA TOPOIACKOTO
okpyra ropoa HOBOBOpOHEX, YIOIHOMOYEHHOTO OT HMEHM M B HHTEpecax
MYHULIUNTAIBHOTO 00pa3oBaHUsi TOpOJCKOM oOkpyr ropon HoBoBopoHex Ha
MPUHATHE PEIICHUI B cepe opraHu3aluu AesITeIbHOCTH TOPOJCKOro apXuBa, 100
raKera J0KyMeHTOB u3 MOII.

JIOIKHOCTHBIM ~ JIMLIOM, OTBETCTBEHHBIM 3a IIPOBEPKY IPaBUIBHOCTU
oopmIiieHHs 3asBICHUH, MPOBEICHUE UX 00paOOTKU M aHajM3a TEMATUKH 3ampoca,
a TaKK€ 3a OpraHM3alMIO0 MOATOTOBKM OTBETA 3asBUTENIO SIBIISETCS 3aBENYIOLIHIA
TOPOJICKUM apXHBOM.

O0paboTka JOKYMEHTOB 3aKJIIOYaeTCs B OLEHKE HUX COOTBETCTBHS

YCTAaHOBJICHHBIM Tpe6OBaHI/I$IM, HGO6XOIII/IM]':»IM )51 JO0CTAaTOYHBIM JJIA
MpCaOCTABIICHUA 3aIIPAINBACMBIX APXHUBHbBIX CBCI[CHHﬁ.
Ananus TEMATHUKH IMOCTYIIUBIINX 3aIlIpocCoB IMPOU3BOINUTCHA C

UCIIOJIB30BAaHUEM HUMEIOIINXCS apXUBHBIX CIPABOYHUKOB, COMIEPIKAIIMX CBEICHUS O
MecTaXx XpaHEHUs JOKYMEHTOB, HEOOXOAUMBIX JUIS MCIOJHECHHS 3alpocoB
nosib3oBareneil. [Tpu aTom onpenensiercs:

- TIPaBOMOYHOCTbH TOJIYYEHHUs TOJIH30BaTEJIEM 3alpalninBaeMoi nH(opManuu
C YYETOM OTpaHWYCHUIN Ha MPENOCTABICHUE CBEIICHHM, COACpKAIUX UHHOPMAIHIO
KOH(HUIESHIIUAIBHOTO XapaKTepa;

- CTENEHb IOJIHOTHI CBEACHUM, CONEPKAIMXCSI B 3alpoce IMOJb30BaTENs,
HEOOXOIUMBIX JIJIs1 TPOBEACHUS MOMCKOBON PabOTHI;

- MECTOHAXOXKJIEHUE apXUBHBIX JJOKYMEHTOB, HEOOXOIUMBIX JJISI UCTIOTHEHUS
3ampoca Mojab30BaTes;

- aJpeca KOHKPETHBIX OPraHOB M OpraHu3allvdid, KyJa MO MPHUHAIICKHOCTU
cJeAyeT HalpaBUTh HA UCIIOJIHEHUE 3aMIPOC MOJIb30BATEIA.

[To pesynpTaTaM paccMOTPEHHUs] TOCTYINMBIIETO 3asiBICHUS TPUHUMAECTCS
pelieHre o MOJIrOTOBKE CBEJACHUHN 3asIBUTEIIO JIMOO HAINIPaBISAETCS 3aIBUTEIIO:

-MMICBMEHHOTO0 3ampoca 00 YTOYHCHWHW ©  JOTOJHEHHH OOpalieHus
HEOOXOAUMBIMU JIJI1 €r0 WCIOJHCHHS CBEJICHHSIMH B ClIydae OTCYTCTBUS B
oOpallleHUH TOIh30BaTeNIs JOCTATOYHBIX JIAHHBIX JUIS OPTaHU3AIMH BBISBICHUS
3arpamBacMon nHpopMauu B apxXuBe, HEUYETKO, HEIPAaBUIBHO
copmyupoBaHHOTO 0OpAIICHHS;

- MOTHBHUPOBAHHOIO OTKa3a B IIOJIYYEHHH 3alpAIIMBAEMbBIX CBEICHUN IIpU
OTCYTCTBHM Yy HEro IMpaBa Ha WX MOJYYECHHUE C PA3bSICHCHUSIMH €ro JAJIbHEUIINX
JEVCTBUH, MPETYCMOTPEHHBIX 3aKOHOATEILCTBOM Poccuiickont deaepaiuu;

- nHpopMaIu 0 MecTe(-aXx) XpaHCHHSI HHTEPECYIONNX JOKYMEHTOB,;

- nH(dopMaIu 00 OTCYTCTBUH 3allpalliiBacMbIX CBEJICHUN B MYHHUITUITAJIBHOM
apXUBE U, IPU BO3MOXXHOCTH, PEKOMEHIAIIUM 110 UX JAJIbHEUIIIEMY MTOUCKY.

OO0mast MpOAOHKUTEIBHOCTh MPEIOCTABICHNUS] MYHUIIUIIAIBHON TPOIIETYPhI
COCTaBJIIET 8 JAHEW C MOMEHTA IMOCTYIUICHHS 3asBJICHUS W MPUIAraeMbIX K HEMY
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JIOKYMEHTOB B TOPOJCKOM apXuB 0 MOMEHTa (pUKCAIIUU UCXOMAIINX JOKYMEHTOB B
OpraHMW3allMOHHOM  OTAEN€  AAMHUHHMCTPALMM  TOPOACKOrO  OKpyra  TropoA
HoBoBopoHexk, u3 HuX:

- MAKCHUMAaJIbHbId CPOK BBINIOJHEHUSI AJMHHUCTPATUBHOTO JACHUCTBUA IO
PACCMOTPEHUIO 3asBICHUS 3aBEIYIOIINM TOPOACKHM apXHBOM - 5 JHEH ¢ MOMEHTA
MOCTYIUICHUS 3asBJIICHUS U IPUJIAraéMbIX K HEMY JJOKYMEHTOB B TOPOJCKOM apXUB.

- MAKCHUMAaJIbHbId CPOK BBITIOJHEHUS AJMHHUCTPATUBHOTO JACHCTBUS MO
dbuKcanuyu HUCXOASNIUX JOKYMEHTOB — 3 paboyux JHS C MOMEHTA MOCTYIUJICHUS
OTBETAa Ha 3asBJICHHE B OPraHU3aLMOHHBIA OTAEN AJAMUHUCTPALHUH TOPOACKOrO
okpyra ropoa HoBoBopoHEX.

Pe3ynbrarom aiMUHHCTPATUBHOTO JCUCTBUS SIBISICTCS NMPUHATHE PELICHUS O
OpEeJOCTABICHUM CBEJICHUM 3asBUTENIO0 JIMOO OTKa3 B  MPEAOCTAaBICHHUH
MYHUILIMTIAJTIBHON YCIIYTH.

Qdukcanmenl  pe3ynbrara  BbINOJHEHUS  aAMUHUCTPATUBHOTO  JCUCTBUS
ABIISIETCS TOANMCAHUE PYKOBOAUTEIEM armapara aJIMHHUCTPALMd TOPOJICKOTO
okpyra roposi HoBoBopoHek co00I1IeHHs 3aBUTEIIO O IPUHATOM PEIICHUH.

3.5. TloaroroBka M HampaBlICHHE 3allpalllMBa€MbIX CBEICHHUM WA OTBETA
3asBUTEITIO.

OcHoBaHveM IS Hadaja AJMUHUCTPATUBHOTO  JICMCTBHS,  CIYXKUT
HalpaBI€HUE PACCMOTPEHHOIO M  MPOAHAJIM3UPOBAHHOIO  3asBICHUSA  JJIA
JAJBbHEUIIEr0 paCCMOTPEHUS.

JIOMKHOCTHBIM  JIMLIOM, OTBETCTBEHHBIM 3a IOATOTOBKY 3asBUTEIIO, IO
pe3yibrataM ~ pacCMOTPEHUs W aHaJld3a  TNOCTYNHMBUIErO  3asiBICHUSA,
MH(POPMAIIMOHHOTO MHChbMAa C TMPUIIOKEHUEM HWH(GOPMAIMOHHBIX MaTEpPHUAJIOB
(apXUBHBIX CIIPAaBOK, APXHUBHBIX BBIIMCOK, APXUBHBIX KOIMMWI1), SIBISETCS COTPYAHUK
TOPOJICKOTO apXHBa.

ApxuBHas CIpaBKa W apXWBHAas BBIITMCKA COCTABIAIOTCS C 0003HAYECHUEM
Ha3BaHUS HMH(POPMAIMOHHOTO JOKYMEHTa «ApXHUBHAs CHpaBKa», «ApXUBHas
BBIITUCKAY.

TekcT B apXUBHOU CIIPABKE JAETCS B XPOHOJOTMYECKOU MTOCIIEI0BATEIBHOCTH
COOBITHI C YyKa3aHHMEM BHUOB apXUBHBIX JIOKYMEHTOB W WX JaT. B apxuBHOI
CITPaBKE JIOITYCKAETCS HUTUPOBAHUE aPXUBHBIX TOKYMEHTOB.

HecoBnanenne oTnenbHbIX JaHHBIX apXUBHBIX JOKYMEHTOB CO CBEICHUSIMU,
W3JI0)KEHHBIMU B 3alpoce, HE SBISACTCA NPEIMATCTBHEM JUISI BKIIOUYEHUS HUX B
ApXMBHYIO CIIPAaBKY IIPU YCJIOBHUH, €CIU COBHAJECHUE BCEX OCTAJIBHBIX CBEICHUU HE
BBI3BIBAET COMHEHUN B TOXJIECTBEHHOCTH JIMIA WIH (PAKTOB, O KOTOPBIX TOBOPUTCS
B apXMBHBIX JOKYMEHTax. B apXvBHOW CIpAaBKE 3TH JAHHBIE BOCIPOU3BOISITCA TaK,
KaK OHM M3JI0KEHbl B ApPXMBHBIX JIOKYMEHTAX, a4 PACXOXKJICHUS, HECOBIIAJICHUS U
HETOYHBbIE HA3BaHMS, OTCYTCTBHE HWMEHHU, OTYECTBA, WHULIHAJIOB WIM HaJAYHE
OJTHOTO M3 HUX OTOBapUBAIOTCSl B TEKCTE CIpPaBKU B CkoOKax («Tak B JOKyMEHTE»,
«Tak B TekcTe opurnuHaia).

B npumedaHusix no TeKCTy apXMBHOM CIIpaBKU OTOBApUBAIOTCS HEPA30OPUUBO
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HAIlICAHHBIE, WCIPABICHHBIE ABTOPOM, HE NOAJAIOIIMECS NMPOYTEHUIO BCIIECICTBUE
MOBPEXKJEHUsI TeKcTa opuruHaia mecta («Tak B TekcTe opurmHanay, «B Tekcre
HEpa3z00pUHBO»).

B Texcre apXuBHOW CHpaBKM HE JOIMYCKAIOTCS W3MEHEHMS, WCIIPABIICHUS,
KOMMEHTAapUH, COOCTBEHHBIE BBIBOJBI HMCIOJHUTENS IO COACPKAHUIO ApXUBHBIX
JOKYMEHTOB, HA OCHOBAaHHH KOTOPBIX COCTABJIEHA ApXUBHAs CIIPaBKa.

B xoHI11e apXuBHOW CripaBKM MPUBOISTCS apXUBHBIE MIU(PHI 1 HOMEpa JUCTOB
€IWHUL] XPAHECHUS apXUBHBIX JOKYMEHTOB, M€YATHbIE M3IaHUS, UCIIOIb30BABIINECS
JUIl COCTABJICHUS apXMBHOM CHpaBKU. B TekcTe apXWBHOM CIPABKU JOIIYCKAETCS
IPOCTABJICHUE apXUBHBIX MU(POB U HOMEPOB JIUCTOB CAMHUI] XPAHEHHUS apXUBHBIX
JOKYMEHTOB Cpa3y MOcCie U3I0KEHHS KaXa0ro (pakTa Wi coObITUS.

B apxuBHOi1 cnipaBke, 00beM KOTOPOI MPEBBIIIAET OJIUH JUCT, JTUCTHI JOKHbI
OBbITh MPOIIMTHI, NMPOHYMEPOBAaHbl M CKPEIJICHbI I€4YaTbi0 OPraHU3alUOHHOTO
oThena aJIMUHUCTpPAaUMU TOPOACKOro okpyra ropox HoBoBopoHek. ApxuBHas
CIIpaBKa MOJIMUCHIBAETCS PYKOBOJAUTENIEM anmnapara aJMUHUCTPALMHU U 3aBE1YIOLIEH
apXMBOM M 3aBEpSAETCS INEYaTbl0 OPraHMW3alMOHHOIO OTAe]a aAMUHUCTPALNU
rOpoJICKOro oKkpyra ropoa HoBoBopoHeEX.

[Ipy HEoOXOMMMOCTH K apXHMBHOW CIpaBKe MPHUIIAralOTCsS KOMUU apXUBHBIX
JOKYMEHTOB WJIM BBIMUCKU W3 HUX, MOATBEPKAAIOLIME CBEACHUS, U3JI0KEHHBIE B
apXMBHOW CIIPaBKeE.

B apxuBHOW BBINKMCKE HA3BaHWE APXUBHOTO JOKYMEHTa, €0 HOMEp W Jara
BOCIIPOU3BOIATCS MTOJHOCTHIO. VM3BIE€UEHUS MU U3 TEKCTOB apXUBHBIX JOKYMEHTOB
JOJDKHBI OBITH MCYEpIIaHbl BCe UMEIOIMEcs AaHHbIe Mo 3ampocy. Hauano u konen
KQKJIOTO W3BJICYEHUs, a TaKKe IPONYCKM B TEKCTE AapXWBHOIO JOKYMEHTa
OTAEJIBHBIX CIIOB 0003HAYAIOTCS MHOTOTOYHEM.

[TonroroBneHHble paOOTHUKAMH TOPOACKOTO apXuWBa CBEACHUS, KOTOPHIC
HaIIPaBJIAIOTCS PYKOBOAUTEIIO ammapara aJMUHUCTPALUA TOPOICKOr0 OKPYyra ropos
HoBoBOpOHEXK, YIOJIHOMOYEHHOTO OT MMEHM U B HHTEPECAX MYHULUIIAIBHOIO
o0pa3oBaHUsI TOPOJCKON OKpyr ropoxm HoOBOBOpPOHEX Ha TNPUHATHE PEUICHUH B
cepe opraHuzaluy AeATeIbHOCTH TOPOICKOTO apXrBa, Ha MOAMKUCH.

PykoBogurens anmapara aaMUHHCTpPAalMM TOPOACKOIO OKpyra TOpOX
HoBoBOpOHEXK, YyNOITHOMOUYEHHBIH OT MMEHM U B HMHTEpPECaX MYHULUIIAIBHOIO
oOpa3oBaHUsl TOPOACKON OKpyr ropon HOBOBOpOHEX Ha MPUHATHE PEIICHUN B
chepe IEeATETBHOCTH TOPOACKOTO apXuBa, BO3BpALlaeT IPEICTaBICHHbIE Ha
MOJNKCH JTOKYMEHTBI B TOPOACKOM apXUB C 3aMEUaAHUSIMU, JTUOO UX MOJIUCHIBAET.

Cnenmanuct anMuHucTpauuu Ju6o MOILI, oTBeTCTBEHHBI 3a BbLAAYY
JOKYMEHTOB, B 3aBHCHMOCTH OT cIloco0a oOpallleHus U TMOJy4YeHHUs pe3yJbTara
MPEAOCTABICHNUS MYHUIUIAIBHOW YCIyTH, U30PAaHHOIO 3asiBUTENIEM, HAIpaBISIET
YKa3aHHbIE JOKYMEHTBI 3asiBUTENIO MO aApeECy, YKa3aHHOMY B 3asBJICHUU IO MOYTE
3aKa3HbIM IMHCBMOM C YBEJAOMJICHHMEM, II0 OJJIEKTPOHHOW II0YTE, B <JIMYHBIN
KaOMHET» Ha €IWHOM [OopTaje MPEJOCTaBICHHUS TOCYJApCTBEHHBIX YCIYT
Poccuiickont @enepannu U Ha NOPTAE TOCYIaPCTBEHHBIX U MYHUILIUITAIBHBIX YCIYT
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Boponexckoit o6acTtu, 1100 nepegaeT ux 3asiBUTEIIO MPU JTUYHOM 0OpaIlieHUH Mo
POCIIHCB.

OO6m1as MPOIOIKUTENBHOCTh MPEAOCTABICHHUS] MYHUIIUITAIBHON MPOLIETYPHI
COCTaBIISIET 5 AHEH, U3 HUX:

- MAKCHUMAaJIbHbI CpPOK BBIMOJHECHUS AJMHHUCTPATUBHOTO JACHUCTBUA IO
MOJIMKUCAHUIO COOOIIEHUSI 3asiBUTENI0 — 2 paboumX JIHS C MOMEHTa MOCTYIUICHHS
OTBETA Ha 3asIBJICHUE PYKOBOAUTEIIO anmnapara aAMUHUCTPALIMU TOPOJCKOIO OKpyra
ropox HoBoBopoHeEX;

- MaKCUMAJIbHBI CPOK HCIOJHEHUS AJMUHHUCTPATUBHOTO JCUCTBUS TIO
HaIPaBJICHUIO COOOIIECHUSI 3asBUTENI0 — 3 pabouux JIHS C MOMEHTA MOCTYIUICHUS
OTBETAa Ha 3asBJIICHUE B OPTraHU3ALMOHHBIN OTAEN AAMUHUCTPALMU TOPOACKOTO
okpyra ropoj HoBoBopoHexk.

Pe3ynbrarom  agMUHUCTPATUBHOTO  JCWCTBUSA  SBJISICTCS  HaIpPaBJICHUE
3ampaniuBaeMbIX CBEJICHUHN 3asBUTEIIO.

CnocoOom (¢uKkcaluy BBITIOJTHEHUS] aIMUHUCTPATUBHOTO JEUCTBUS SIBISETCS
perucTpaius B KXypHaJIe HCXOASIIEH KOPPECHOHACHIIMU COOOIICHUS 3asBUTEIIIO
CIICIIMAJIMCTOM OPTraHU3alMOHHOTO OTAeia aJMHHUCTPALIMU TOPOJICKOTO OKpyra
ropoa HoBOBOpoOHEK.

4. ®opMbl KOHTPOJISI 32 HCIIOJIHEHHEM AIMUHHUCTPATUBHOIO pPerjiaMeHTAa

4.1. Texkymwuii KOHTPOJb COOJIOACHUS TIOCJIEIOBATEILHOCTH JCHCTBUM,
ONpEeIETEHHBIX aIMUHHUCTPATUBHBIMU npoLeIypamMu IPENOCTaBICHUS
MYHULUNAIBHOW YCIYTH, U NPUHATUSA PEUICHUN CHELHATUCTAMU OCYIIECTBIIAECTCS
JNOJKHOCTHBIMH JIMIIAMU aJIMUHUCTPALIMK TOPOJICKOr0 OKpyra ropox HoBoBopoHeX,
OTBETCTBEHHBIMU 32 OpPraHU3alMI0 pabOTHl MO MPEJOCTABICHUIO MYHHUIIUMAIbHON
YCIIYTH.

4.2. CroenuamucTbl  OPraHM3aIlMOHHOTO  OTIEeNa,  OCYIIECTBIISIONINE
NEUCTBHSI B COOTBETCTBUU C HACTOAIIMM PeriaMeHToM, HECYT OTBETCTBEHHOCTH 3a
JOCTOBEPHOCTh MPEIOCTABISEMBbIX CBEICHUM.

4.3 Texymmii KOHTPOJIb OCYLIECTBIISETCSA IIyTeM MPOBEACHUSA
JNOJDKHOCTHBIM ~ JIMIIOM, OTBETCTBEHHBIM 32  OpraHu3aluilo  paboTel IO
MPEIOCTABICHUI0O MYHUITMTIATHLHOW yCIYTH, MTPOBEPOK COONIONEHUS M WCIIOIHECHUS
CIIELIMAJIMCTAMU  TIOJIOKEHUW HacTosAwero PernmameHTa, WHBIX HOPMAaTHBHBIX
IIpaBOBBIX aKTOB Poccuiickoit Penepaunu.

4.4, KoHTpoJb MONHOTHI M KAyecTBa MPEJOCTABICHHUS MYHULUNAIbHOMN
YCIYrd BKJIIOYaeT B ce0s NPOBENCHUE MPOBEPOK, BBISBICHUE U YCTPAHEHUE
HapyUIEHUN NOPSIAKA BRIIIOJIHEHUS TTOJIOKEHHUM HacTosero Permamenra.

4.5. Tlo pe3ynpraTaM NpOBEACHHBIX MPOBEPOK B CIy4ae BBISBICHUS
HApYUIEHUN OCYLIECTBIISICTCS MPUBJICYCHUE BUHOBHBIX JIMI] K OTBETCTBEHHOCTH B
COOTBETCTBUH C 3aKOHOAATENBbCTBOM Poccuiickon denepanumu.
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5. JocyneOHbIi (BHeCYyAeOHbINH) NOPSAA0K 00:Ka10BAHMS PeLICHUN U
aecTBUM (0e31eiicTBHSA) OPraHa, NpeAoCTABJIAIOIIECr0 MYHHIUIIATbHY IO
yCJIyry, a TaKkKe JO0JLUKHOCTHBIX JIML, MyHHIHIAJIBHBIX CIYKALMX

5.1. 3agBuTeNb MOXKET OOPATUTHCS C HKAJIOOOH B CIyUasx:

- HapylIeHHs] CPOKAa PETUCTpalMd 3ampoca 3asBUTENS O MNPEAOCTABICHUU
MYHULMIIAIIBHOHN YCIIYTH,

- HapyIlIEHUsl CpoKa MPEJOCTABICHHSI MyHUIIMIAIbHON YCIIYTH;

- TpeOOBaHUS y 3asIBUTEIIA TOKYMEHTOB, HE MPEAYCMOTPEHHBIX HOPMATUBHBIMU
npaBoBbIMU akTaMu Poccuiickoit denepanun, HOpMaTUBHBIMA TTPABOBBIMU aKTaMHU
Boponexckoii 001acTi, MyHUIIMNATbHBIMH MIPABOBBIMH aKTaMH TOPOACKOTO OKpYTa
ropoa HoBoBopoHex, HacTosum PernmamenTom;

- OTKa3a B IpHeMe JOKYMEHTOB 3asBUTENs, MPEJOCTABICHUE KOTOPBIX
IPEIyCMOTPEHO HOPMATHMBHBIMU TIPaBOBBIMH akTamu Poccuiickoit ®dexaeparuu,
HOPMAaTHBHBIMH TPABOBBIMU aKTaMH BopoHEkckod 007acTv, MyHUIUNAIbHBIMU
NPaBOBbIMU aKTaMHU TOPOACKOro okpyra ropoa HoBoBOpoHEX, HaCTOSIIUM
PernamenTom;

- HEOOOCHOBAHHOT'O 0TKa3a B MPEI0CTABICHUNA MyHUIIUTIAILHON YCIYTH;

- 3aTpeOOBaHus C 3asBUTENS TMPHU MPEAOCTABICHUH MYHUIMNAILHOW YCIyTH
IUIaThl, HE MPEIyCMOTPEHHON HOPMATHBHBIMHU IPABOBBIMH akTaMu Poccuiickoii
@denepanuy, HOPMATHBHBIMU TIPABOBBIMM akTamMu BopoHexckoit obnactw,
MYHUIIMTAIbHBIMUA TPABOBBIMU aKTaMH TOPOJACKOTO OKpyra ropoj HoBoBopoHex,
HacTosuuM PermamenTom;

- OTKa3a JIOJDKHOCTHOTO JIWIA, MyHUIIUIAIBHOTO CIYXAIIero aaMUHUCTpaIH
B HCHPABICHUU JIOMYIICHHBIX OMNEYAaTOK M OIMMOOK B BBIJAHHBIX B pe3yJbTaTe
NPEIOCTABICHUSI MYHUIMNAJIBHOM  YCIAYyrd JOKyMEHTax JuOO HapylleHHe
YCTaHOBJIEHHOTO CPOKA TAaKMX MCIIPABICHHIA.

5.2. Kamoba momaercss B mUChbMEHHOW (opme Ha OymMa)kKHOM HOCHTEINE, B
AIIEKTPOHHOM opMe B aIMUHUCTPAIINIO TOPOACKOTO OKpyra ropog HoBoBopoHexk.

XKanoba moxer ObITH HAmpaBJICHA MO IMOYTE, Yepe3 MHOTO(PYHKIIMOHAIBHBIN
IEHTP, C HCIOIb30BAaHUEM HWH(OOPMAIIMOHHO-TEICKOMMYHUKAIMOHHON  CETH
"UnTepHer", oduIMAIBLHOTO CalTa, €IUHOTO TMOpTala TOCYIAPCTBEHHBIX YCIYT
Poccwuiickoii @enepanuu 11060 mopTana rocylapCTBEHHBIX U MYHHUITUTIAIBHBIX YCIYT
Boponexckoit obmactu, a Takke MOXET ObITh TPHHITA TPH JIMYHOM TIpUEMeE
3asIBUTEIIS.

5.3. XKanoOa nomKHa COAEPKATH:

- HauMMEHOBAaHHWE OpraHa, MPEIOCTABISIONIETO MYHUIMNAIBHYIO YCIYTY,
JOJIKHOCTHOTO JIWIIA, MYHUIIUNIAJIBHOTO CIIYXAIIero aJMUHUCTPALIUM, PEIICHUE U
nerctBus (0e3AeiCTBUE) KOTOPBIX 00KaTYIOTCS;

- (bammmro, uMsi, oT4ecTBO (TIOCIIEHEE - TIPU HAJIWYHMH), CBEJCHUS O MECTE
KUTEIBCTBA 3asBUTENA - (U3UYECKOTO JIMIa JUOO HANMEHOBaHUE, CBEICHUS O
MECTE€ HAaXOXKJCHHUS 3asBUTEINISI - IOPUJIUYECKOrO JIUIA, a Takke HoMmep (HoMmepa)
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KOHTakTHOro TenedoHa, aapec (ampeca) SIEKTPOHHOW MOYTHI (MPU HATUYHUM) U
MOYTOBBIN aJpec, MO KOTOPHIM JIOJKEH OBITh HAIIPaBJIEH OTBET 3asIBUTEIIIO;

- cBeneHust 00 OOXKallyeMbIX pEIICHUSAX ¢ JeUCTBUsAX (0e31eiCTBUM)
JOJKHOCTHOTO JIUIA, MYHUILIMIIATBHOTO CITYXKAIleTO aIMUHUCTPAIIUH;

- JIOBO/IbI, HA OCHOBAaHHMHM KOTOPBIX 3asBUTE]Ib HE COMNIACEH C pPEIICHUEM U
NEUCTBUEM (Ge3neiicTBUEM) aIMHUHUCTpALINH, JTOJKHOCTHOTO Ju1a,
MYHULIUMAIBHOTO CIY)KAIIEeTo. 3asgBUTEIEM MOTYT ObITh MPEACTaBICHBI JOKYMEHTHI
(Tpu HANMMYKHK ), TOATBEPKIAIOIINE TOBOJIBI 3asIBUTEIS, TNOO UX KOIHUHU.

5.4. Kanoba, moctynuBiias B aAMUHUCTPAIMIO, TOIJICKHUT PACCMOTPEHUIO
IJ1aBOM aJMUHUCTPAIIMM, 3aMECTHTENIEM TJIaBbl aJIMUHUCTpAIlUU, HaJACICHHBIMU
MOJITHOMOUHUSIMU 10 PACCMOTPEHUIO Kajl00, B TEUCHHUE MIATHAIATA paOounX JTHEH CO
JHS €€ PpErucTpaluu, a B ciydae o0XajJoBaHUS OTKa3a aJIMHHHUCTpAIuH,
JOJDKHOCTHOTO JIMIA, MYHHUIUINAJIBHOTO CIYXAIIero B TMpPUEME JIOKYMEHTOB Y
3asBUTENS JTMOO B MCIPABICHUU JIOMYIICHHBIX OMNEYAaTOK M ONIMOOK WJIM B CIIy4ae
00>KaJloBaHUS HAPYIICHUS! YCTAaHOBJICHHOTO CPOKa TaKWX MCIPABICHUHN - B TEUCHUE
ISATA PabOUYUX JHEH CO IHS €€ PETUCTPAIUH.

5.5. Tlo pe3ynbpraram pacCMOTPEHHs >XKanoObl, aJMUHUCTpALUS MPUHHUMAET
OJTHO U3 CIICYIOIIUX PEIICHUI:

- VAOBJIETBOPSIET KaJIO0y, B TOM YKCJI€ B (pOpMe OTMEHBI MPUHSTOTO PEIICHUS,
UCIPABJICHUS JOMYIIEHHBIX OIMEYaTOK M OMIMOOK B BBIIAHHBIX B pe3yjbTare
IPENOCTABICHUS MYHULMUNAIBHOM YCIYTH JOKYMEHTaX, BO3Bpara 3asBUTENIO
JNEHEKHBIX CPENICTB, B3UMAHUE KOTOPBIX 3aKOHOAATEIHHO HE MPEYCMOTPEHO;

- OTKa3bIBAET B YAOBIETBOPEHHUH >KaJIOObI.

5.6. He no3aHee nHs, CIEAYIOUIETO 32 JTHEM MPUHATHS PELICHHUS, 3aABUTENIO B
nUCbMEeHHON (Qopme nmb0 10 KEIaHWIO 3asBUTENS B DJEKTPOHHOU dopme
HaMpaBIseTCd MOTUBUPOBAHHBIN OTBET O PE3YAbTaTaX PACCMOTPEHUS KATOOBI.

5.7. B ciyyae yCTaHOBJIEHHMS B XOAE€ WM MO PE3YIbTaTaM pPacCMOTPECHUS
XKanoO0bl TMPHU3HAKOB COCTaBa AJMUHUCTPATUBHOIO TIPABOHAPYIICHUS WM
IPECTYIUIEHUS TOJDKHOCTHOE JIMI0, HAJEJIEHHOE MOTHOMOYHUSIMH IO PACCMOTPEHUIO
XKano0 He3aMeUIMTENFHO HANpaBIsSeT HWMEIONIUecs] MaTepualbl B OpraHbI

MIPOKYpaTyphl.
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	Срок исправления технических ошибок, допущенных при оформлении документов, не должен превышать 3 календарных дня с момента обнаружения ошибки или получения от любого заинтересованного лица в письменной форме заявления об ошибке в записях.
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