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K [IOCTAHOBJICHUIO aIMUHUCTPALUU

TOPOACKOT0 OKpyra ropoxa HosoBoponex
oT Ne

AJIMHHUCTPATHBHBINA perjiaMeHT aIMUHUCTPAIHA
ropoackoro okpyra ropoa HosoBopone:x
NpeaoCTaABIeHUsI MYHHIMIAIbHON yCJIyrH
«BpI1ava Konuii ApXUBHBIX JOKYMEHTOB (APXHBHBIX CIIPABOK,
BBINMCOK W KOTIHIi)»

1.001mme no10KeHus
1.1. Tlpeamer peryJiUpoBaHUs AAMUHHUCTPATHBHOIO perjiaMeHTa

AJIMUHUCTpaMs TOPOACKOTO OKpyra ropoa HOBOBOpOHEX OCYIIECTBISIET
NpEAOCTABICHNE MYHULIMTNIAJIBHOW ycinyru «Bbijada KOMUil apXUBHBIX IOKYMEHTOB
(apXWBHBIX CIIPABOK, BBIMMCOK W KOMHHN)» (lajiee — MyHUIMIAJIbHAS yclyra), B
paMKax HCTOJHEHUS] MYHUIUNMAIBHOW (GYHKIMH 10 (OPMHUPOBAHUIO APXUBHBIX
¢dboHI0B.

AIMHUHHUCTPATUBHBINA PETJaMEHT aJIMHHHUCTPALMU TOPOJICKOr0 OKpyra ropoj
HoBoBOpoHEX MNpenocTaBi€HUs MYyHULUHMNAIbHOW yciyrn «Bpimada komuid
apXUBHBIX JOKYMEHTOB (ApXHBHBIX CIIPABOK, BBITUCOK M KOMHWI)» pa3pabOTaH B
HEeJsIX TOBBIMIEHUS JS(O@PEKTUBHOCTH U KayecTBa, a Takke oOecredeHus
ONTUMU3AIUHU U JOCTYTHOCTH BBIIIEYKA3aHHOMN YCIYTH.

AJIMUHHCTPAaTUBHBINA pENIAaMEHT aJIMHHUCTPAlMU TOPOACKOTO OKpyra TOpOJ
HoBoBopoHEk TIpenocTaBiIeHUs] MYHHIUMNAIBHOM  YCIyTH «Bpltaua Ko
ApXMBHBIX JOKYMEHTOB (QpXMUBHBIX CIPaBOK, BBIIUCOK U Komui)» (manee —
Pernnamenr) OnpeaeIseT CpPOKH u IIOCJICAOBATEIILHOCTD JIEUCTBUN
(aAMUHUCTPATUBHBIX MPOLENYP) aJIMUHUCTPALMU TOPOJICKOTO OKpyra TOpoJ
HoBoBopoHEXk, €€ CTPYKTYpHBIX MOAPA3ACICHUN, MOPSIA0K B3aUMOJCUCTBUS MEKIY
CTPYKTYPHBIMH TOAPA3ACICHUSAMHU, JTOKHOCTHBIMU JIMUAMHU IPU IPEAOCTABICHUU
MYHHITUTIATBHON YCIIYTH B TaHHOU c(epe MesTENbHOCTH.

[IpenocraBneHrne MYHHUIMIAIBHON YCIYTM MOXET OCYLIECTBIATHCS IIPU
ydgactun  (uiamasa = aBTOHOMHOTO  yupeknaeHus  BopoHexckoit — obmactu
«MHOTOMOYHKIIMOHATBHBIM ~ IEHTP  MPEAOCTABICHUS  TOCYIApCTBEHHBIX U
MYHHIIATIATBHBIX yciyr» B T.HoBoBopoHeke (manee — dummman AY «MOII»),
KOTOPBIM peanu3yer CBOKO paboTy MyTeM OpraHu3aldyd B3aUMOACHCTBHS C
OopraHaMmH, MPEeAOCTABISIONIMMU TOCYIapCTBEHHbIE U MYHUIIMNAJIbHBIE YCIyTH 0€3
y4acTHsl 3asBUTENSA, B COOTBETCTBUM C HOPMATUBHBIMU NIPAaBOBBIMH AKTAMHU H
COITIalIEHHWEM O B3auMoJeucTBUM. lIpegocraBieHne MYyHHIMIIAIBHON YCIYrd
OCYILECTBISIETCA ~ MOCJIE€  OJHOKpPaTHOro  oOpamieHus  MOJb30BaTesst ¢



COOTBETCTBYIOLIUM 3aIIPOCOM.

1.2. Onucanne 3asiBUTe/Iel, a Takxke QU3NUECKUX U IOPUIHYECKUX JINII,
HMEKIUX NPaBO B COOTBETCTBHMU ¢ 3aKoHoAaTeJbcTBOM Poccuiickoi
Denepanun BopoHesxkckoi 001acT JIH00 B CHIIY HaJleJICHUS X 3asiBUTEJISIMHM B
NMOpPsiIKe, YCTAHOBJICHHOM 3aKoHoaareabcTBOM Poccuiickoii dPexepauuu,
NMOJTHOMOYUSAMM BBICTYNATh OT UX UMEHU NPH B3aMMOAENCTBMH C OPraHoOM,
NpeIoCTABISIIONIUM MYHUIMNIAJIbHYIO YCJIYTY

[TonyuyaTensiMyu MYHUIIMTIATTLHON YCIIYTH SIBJISIFOTCS :

- poccuiickue, MHOCTPaHHbIE TpaXxaaHe U Jula 0e3 rpaxaaHCTBa;

- OpraHU3aIiy U OOIIECTBEHHBIC O0BEIMHEHNS,

- opuauyeckue U (pU3MYECKHe JIMIla, UMEKIIME TpaBoO B
COOTBETCTBUM C 3aKOHOJATeNbCcTBOM Poccuiickoit depeparuu aub0 B CUITY
HaJIeJICHUSI MX TIOJIL30BaTEISIMU B TIOPSJIKE, YCTAHOBICHHOM 3aKOHOIATEIbCTBOM
Poccuiickoit @eneparuu, MOJIHOMOYUSIMHU BBICTYIIATh OT UX UMEHHU.

1.3. TpeOoBanuss K NOPSAAKY HH(POPMHPOBAHMS O TMPeIOCTABICHUHN
MYHUIIUTIAJBHOM YCJYTH

Nudopmanmss o mopsiake MpeaoCcTaBICHUS MYHUIIATTATBHON  YCIyTH
MPEIOCTABISAETCS C HCIOJIB30BAaHUEM CPEICTB TeNeOHHON CBSI3HU, IICKTPOHHOU
MOYThI, MPU JUYHOM OOpalleHUH, a TakKe IMOCPEACTBOM pa3MElIeHUus Ha
UHPOPMAIIMOHHBIX CTEHJAaX B AJMHHHCTPALlMA TOPOACKOTO OKpyra TOpoA
HoBoBoponex, B H”HGOPMALIMOHHO - TEJIEKOMMYHUKAMOHHOW cetn « HTepHEeT» Ha
opuIMaTbHOM caiiTe MYHHMIIMNAIbHOTO OO0pa30BaHHs TOPOJCKOM OKPYr TOpOA
HoBoBopoHexx WWW.New-voronezh.ru (manee — odpuIuagbHbIN caiiT), MyOIHKaIIuu
B CpEJICTBAX MaccoBOU MH(MOPMAIIHH.

Ha odumumansHoM caiite W WHGOPMAIMOHHOM CTEHIE aIMUHUCTPAIUH
ropojckoro okpyra ropoa HoBoBopoHex pa3merniaeTcs cienyromias nHhopMaIus:

a) rpaduK npuemMa MmoceTuTeNe;

0) TenedoHbI, aipec FICKTPOHHOMN MOYTHI HCIIOJHUTEIS;

B) TEKCT HACTOAIIETO AJIMUHUCTPATUBHOIO PETIaMEHTa;

) popMBbI 3asBICHUI, 1 00PA3IHI UX 3AMIOJIHEHUS TIOIH30BATEIIEM;

1) MecTopacroyiokenue, rpaduk (pexxum) paboTel, HoMepa TenedoHOB, aapeca
opUIMATBHBIX CAUTOB M AIEKTPOHHOM MOYTHI OPTAaHOB U YUPEKIACHUM C KOTOPHIMU
OCYILECTBIISIETCA B3aUMOJEHCTBUE MPH MPENOCTABICHUM MYHHIIMIAJIBHON YCIyTH
(TIpu HAJIUYUHN);

€) TOPSAJIOK 00KaJTOBaHUS PEIICHUM, NeWcTBUN (O0e31elicTBUS) aMUHUCTPAIIIU
ropojickoro okpyra ropoa HoBoBopoHek Ipu Mpe10CTaBICHUU YCIYTH;

) TIEpEUEHb YCITYT, KOTOPHIE SBISIOTCS HEOOXOMUMBIMU M 00SI3aTEIIbHBIMU JIJIS
MOJIYYEHUS] MyHUIIUTIAJIbHOW YCIIYTH.

dopmbl 3asgBIICHUHN, pa3MENIeHHbIE Ha O(DHIIMAIBHOM CaiTe, JOMKHBI OBITH
JOCTYTIHBI JJIS 3alOJHEHHUs, KOTIMPOBAHUS U HANPABICHUS B DIIEKTPOHHOM BUJE, a
TaKXke JJI BhIBOJA HA TEYaTh.

Nudopmanmss o  mopsiaAke — OKa3aHWsl ~ MYHUIMOAIBHOM  YCIyTH



http://www.new-voronezh.ru/

MPEeA0CTaBISACTCS:

- HEMOCPEACTBEHHO B aJMHUHUCTpAllMd TOPOACKOTO OKpyra TOpO
HoBoBopoHex;

- B 3JIaHUM TOPOJCKOTO apXUBa;

- B 31aHuu ¢punuana AY «MOILy;

- C HCIIOJNB30BAaHUEM CPEACTB Tele(OHHONU CBSI3U, DJIECKTPOHHOTO
MH()OPMUPOBAHUS, BEIYUCIUTEIBHON U SJIEKTPOHHON TEXHUKH,

- MOCPEICTBOM pa3MenieHus B nH(OpMaIIMOHHO-
TEJICKOMMYHUKAIIMOHHBIX CETSIX OOIIero ToJb30BaHUsA (B TOM 4YHUCJIE CETH
WuTepner), myOauKanuu B CpeicTBaX MacCOBOW MHPOpMAIUU.

MecTo HaxXOXKICHUS:

- aIMAHUCTPAIIMS TOPOJCKOTO OKpyra ropoa HoBoBopoHexk u ee
nouToBbIN anpec: 1. 4, ya. KocmonastoB, .LHoBoBOpoHek, BopoHexckast 001acTh,
396070;

- TOPOJICKOM apXWB W €ro IMO4YTOBBIM azapec: na. la, yn. Mupa,
r.HoBoBoponex, Boponexckas oomacts, 396072;

- ¢uman AY «MO®ILl» u ero moutoBwiii anpec: n.34, yn. Habepexnas,
Boponexckas obnacts, 396072.

Tenedonsl 17151 cripaBoK:

- aIMUHHUCTpPALIMSL  TOPOACKOrOo  Okpyra ropox  HoBoBopoHex
tenedon/dake - (47364) 24-6-06;

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

- ¢umman AY «M®DI» - (47364) 74-0-74.

[IpyeM nHUCHMEHHBIX OOpallleHUuH OCYIIECTBISETCS MO ajapecy: . 4, yi.
KocmonaproB, r.HoBoBoponex, Boponexckas oOmacts, 3 3Tax, kadbuner 317
eXeIHEeBHO: ToHenepbHuK — yeTBepr ¢ 08-00 mo 17-15, marauma ¢ 08-00 mo 16-00
(mepepsiB: ¢ 12-00 mo 13-00). Anpec 3aeKTPOHHOM MOYTHI: NVOr @QOVVIn.ru.

IIpuem  rpaxpaaH  JOMKHOCTHBIMU  JIMIIAMU  TOPOJICKOIO  apXuBa
OCYIIIECTBISIETCS B COOTBETCTBHM C TpadukoMm mpuema: cpena ¢ 14-00 mo 17-00;
geTBepr ¢ 09-00 mo 12-00.

[Ipuem rpaxnan cnemuanuctamu ¢unnana AY «M®ILly ocymectBisercs
exenHeBHO: nmoHenenbHuk: ¢ 11-00 go 20-00 (mepepswiB: ¢ 15-00 no 16-00), BTopHHK
— natHuna: ¢ 8-00 go 17-00 (mepepwiB: ¢ 12-00 mo 13-00), BeIxOmHBIE: Cy00OTAa,
BOCKPECEHBE.

Anpec oduuamsHOTO CcalWTa TOPOJICKOTO OKpyra ropon HoBoBopoHeX:
WWW.NeW-voronezh.ru.

Anpec odpunmanbHoro caiirta AY « M®Iy: www.mfc.vrn.ru.

NudbopmupoBanre mo BOompocam BbIIaYM apXUBHBIX JIOKYMEHTOB (apXHBHBIX
CIpaBOK, BBIMMCOK U KOMHWI1) TPOBOAUTCS COTPYIHUKAMH apxXuBa, JHOO
cnenuamuctamu prmmana AY «M®ILy mo cieayronmM Bompocam:

- 0 MepeyHe JOKYMEHTOB, HEOOXOAUMBIX ISl OMYYEHUSI MYHULIMTIATBHON yCIIyTH;
- O BPEMEHHU MpUEMa U BbIJIa4H TOKYMEHTOB;
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- O CpOKax IMPHUHATHUS pEUICHUS O MOIYYEHUU MYHULIMNAIBHON YCIYru (C MOMEHTA
nofjayd JOKYMEHTOB JO MOMEHTa Iepeladyd IOJNb30BATENI0 KAXKIOTOo U3
JOKYMEHTOB, O(OPMIISIIOLINX PE3YAbTAT MPEJOCTABICHHUS MyHULIMIIAIIBHON YCIIYTH);
- 0 mopsiiKe 00XkaJloBaHUs JeUCTBUMN (O€30EHCTBUS) U PEIICHHUM, OCYIIECTBIIEMbIX
Y IPUHUMAEMBIX B XOJI€ MPEIOCTABICHNUS MYHULIUIIAILHON YCIYTH.

NudopmupoBanue npeaocTaBiseTcsl NPy JUYHOM OOpaIleHUH, MHUCbMEHHOM
oOpallleHuy, MOCPEICTBOM O(PHUIMAIBHOIO CaldTa TOPOICKOrO OKpyra TIopoz
HoBoBoponex B cetu MHTepHet, TenedoHa WM 3IEKTPOHHOM MOYTHI B TEUEHUU
BCEro CpoKa Mpel0CTaBICHUS MyHUIIMIATbHOU YCIyT .

2. CTangapT npeaocTaBjieHUs MyHUIMIAJIbHOM YCJIYIH

2.1. HaumeHOBaHHEe MYHMIMIIAJIBHON yCJIYTH

HaunmenoBanne MyHULIMNANBHOW yCiyrd. «Bblgaya KONHAM — apXHWBHBIX
JIOKYMEHTOB (apXUBHBIX CIPABOK, BHIITUCOK M KOTIUM )».

2.2.HauMeHOBaHMEe OpraHa, MNPeJOCTABJIAIONIEr0 MYHUIMNAJILHYIO
yeayry

OpraH, TmpeaOCTABNIAIOMIMNA MYHUIMNAIBHYIO YCIYTY: aJIMUHHUCTpALIMS
ropojckoro okpyra ropoa HoBoBopoHex.

CrpykTypHOE TmOIpa3ieiieHHe aJIMHUHUCTpPAlUUU TOPOACKOr0 OKpyra TOpOJI
HoBoBoponex, o0ecriednBaroiee OpraHu3aiuio MpeaoCcTaBiIeHUs] MYHUIIUIIAILHON
YCIIYTU: OPraHU3aIlMOHHBINA OTHE.

[IpenocraBneHre MyHULMIIAJIBHOW YCIYTM MOXET OCYIIECTBIATHCS IMPHU
yuactuu ¢punuana AY «M®IL», KoTopslif OCYIIEeCTBISIET:

a) MpHEM 3alpOCOB OT MOJb30BATENICH O MPEAOCTABICHUH MYHUIIUIIAJIbHON YCIYTH;
06) wundopmupoBanue B ¢Pumuane AY «MO®Il» mnonp3oBareneil o MOpsKe
NPEIOCTABICHUSI MYHUIIUNAIBHON YCIYTHM, O XOJI€ BBHITIOJHEHUS HEOOXOIUMBIX
3aIpOCOB, a TAakKe II0 HHBIM BOIPOCAM, CBSI3aHHBIM C MPEIOCTABICHUEM
MYHULIUIIAJIBHON YCIIYTH;

B) BbIJauy [OJIb30BaTeIsIM JOKYMEHTOB [0 pe3ylbraraMm MpeaoCTaBICHUS
MYHUIMIIAJIBHON  yCIYTH, €CIM 3TO MPEIyCMOTPEHO  CONIALIEHUEM O
B3aMMOJICHCTBUY U WHOE HE MPEIYyCMOTPEHO (eepaabHbIM 3aKOHOM.

2.3. Pe3yabTaT npeaocTraBjieHus MYHUIMIAJBHON yCJayru

Pe3ynprarom  mpenocraBieHHsT  MYHULMIAJIBHOW  YCIIYTM  SIBISIETCS
WHOOPMAIIMOHHOE THUCHMO C TMPUIOKEHHEM HHPOPMAIMOHHBIX MaTepuajoB
(apXUBHBIX CHOPABOK, APXUBHBIX BBIIIUCOK, APXHUBHBIX KOMHWIil), JUOO OTKa3 B
MPEAOCTABIEHUA MYHUIIMIIAJIBHON YCITYTH.

Opuanueckum  pakToM,  KOTOpPHIM  3aKaHYMBAETCS  MPEIOCTaBIICHHE
MYHHUIUITAIBHON YCIYTH, SIBISIETCA MOJYYEHUE MOJIb30BATEIIEM JIMYHO IO/ POCIIUCH,
7100 IO TIOYTE 3aKa3HBIM MUCHEMOM C YBEOMJICHHEM, JINOO TI0 AIEKTPOHHOM MOoYTe:!

- UH(OPMALIMOHHOTO MHUCHhMa;

- ApXWBHOW CIIPABKU;



- ApXUBHOMW BBIIIUCKY;

- ApXUBHOU KOIIWH;

- OTBETHI 00 OTCYTCTBUH 3alpalliBa€MbIX CBEICHHIA;

- pEeKOMEHJalMi O JaldbHEMIIMX MyTAX TIOMCKa HEOOXOAUMOM
uH(popMaImy;

- YBEAOMJICHUSI O HAIpPaBIECHUHU COOTBETCTBYIOIIUX 3asBICHUNA Ha
WCIIOJIHEHUE T10 TIPUHAJIEXKHOCTH B IPYTM€ OPraHbl U OPraHU3alHH.

2.4. Cpoxu npenocTaBjieHHss MYHHIMIIAJbHON yCJIYrH

OO6mast TpPOAOIKUTENBLHOCTh MPENOCTABICHUS MYHULMNAIBHON —YCIYyru
permaMeHTHpoBaHa  nyHKroM  5.8.3.  IlpaBunm  opraHu3auuMuM  XpaHEHMS,
KOMILJIEKTOBaHMUS, yde€Ta M UCIHOJB30BaHMUS JOKYMEHTOB ApXUBHOro (¢oHzaa
Poccuiickoii @enepanmu U Ipyrux apXWBHBIX JTOKYMEHTOB B FOCYIapCTBEHHBIX U
MYHHUIIMIAIBHBIX apXUBax, My3edaX U Oubnmorekax, opranuzanusix Poccuiickoii
akaJeMuu Hayk U coctasiseT 30 THeH co JHA perucTpalny 3anpoca.

OO6mast  NpOAOIKHUTENIBHOCTh  MPEAOCTABICHUS aIMUHHUCTPATUBHOMN
OpoLEAYyphl M0 MPHUEMY 3asBICHHUS - COCTaBisieT 3 JTHSA C MOMEHTa OOpalleHus
3asIBUTENIS, U3 HUX:

- mpueMm, 00paboTKa M PErucTpamus BXOASIIMX JOKYMEHTOB - | J€Hb C
MOMEHTA MOCTYIJIEHUS 3asBJICHUS U IPUJIAraeMbIX K HEMY JIOKYMEHTOB;

- mepenaya IMOCTYNMBLIErO  3asBJICHUS Uil  TOPUHATUS — PELICHHUS
OTBETCTBEHHOMY JIMIY — 1 I€Hb C MOMEHTA PETUCTPALINN 3aSIBJICHHUS;

- HampaBlICHUE 3asBJICHHUS C PE30JIIOIUEH pPYKOBOOUTENS — amnmapara
aIMUHUCTPALIMM TOPOACKOro OKpyra ropol HOBOBOPOHEXK MCIOMHUTENO AJIS
paccMOTpEHUsT 1O CYLIECTBY M MOATOTOBKM OTBeTa - | J€Hb C MOMEHTa
NOCTYIUICHUS] 3asBJICHUS M MPWIAraeéMblX K HEMY JOKYMEHTOB pPYKOBOJIUTEIIO
anmnapara agMUHUCTPALIMM TOPOACKOro okpyra ropox HoBoBopoHEX sl MPUHSATHS
peuIeHus.

OO61mast TpoNOIKUTEILHOCTh TPEIOCTABICHUS MYHUIIMTIATBHON MPOIEAYPHI
JUIsl aHaliM3a TEMaTHKW 3alpoca COCTAaBIAET 8 AHEH C MOMEHTa MOCTYIUICHUS
3asBJICHUS U INPUJIATaEMBIX K HEMY JOKYMEHTOB B IOPOJCKOM apXWB IO MOMEHTA
(uKcanuu UCXONAIUX JTOKYMEHTOB B OpPraHU3al[MIOHHOM OTHAEJ€ aJMHHUCTpAIUU
rOpOICKOro okpyra ropox HoBoBopoHex, U3 HUX:

- PacCMOTPEHUE 3asBICHUS 3aBEAYIOIIEH TOPOACKMM apXUBOM - 5 JHEU C
MOMEHTa TOCTYIUIEHHsI 3asBICHUS MW NPWIATAEMBIX K HEMY JOKYMEHTOB B
TOPOJICKOMN apXUB.

- (puxcanyst HCXOAAIINX JOKYMEHTOB — 3 JTHS C MOMEHTA MOCTYIJICHUS! OTBETA
Ha 3asBJICHUE B OPraHU3ALMOHHBIM OTAEH AJAMUHUCTPALMM TOPOACKOIO OKpyra
ropoa HoBoBOpoHEXK.

OO0miast MpOAOIKUTENBHOCTh MPEAOCTABICHUSI MYHUIIMIAIBHON MPOLENYpPbI
[0 TOATOTOBKE M HANPABICHWIO 3allpallMBa€MbIX CBEIACHUW WM OTBETA
MOJIL30BATEII0 COCTABIACT 5 JHEH, U3 HUX:

- TIOANMCAHUE COOOILEHHS MOJB30BATEN0 — 2 JAHS C MOMEHTa MOCTYIUICHHMS



OTBETA Ha 3asBJICHUE PYKOBOAUTEIIO anmnapara afMUHUCTPALIMU TOPOJCKOIO OKpyra
ropox HoBoBopoHeEX;

- HalpaBJieHUE COOOIIEHHS TOIB30BATENI0 — 3 JHS C MOMEHTA MOCTYIUJICHUS
OTBETa Ha 3asBJICHHE B OPraHU3alMOHHBIA OTAE] aJIMUHUCTPALUM TOPOICKOTO
okpyra ropox HoBoBopoHeX.

B cnydasx ycTaHOBIEHHBIX 3aKOHOHIATEIbLCTBOM P®D, cpok paccMoTpeHus
3asIBICHUSI MOXET OBbITh MPOAJIEH He Oonee ueM Ha 30 qHei.

3asgBieHUs TpakJIaH, OpPraHW3alUil U OOIIECTBEHHBIX OOBEAMHEHUN O
npeaocTaBieHud HWHGOPMAIMK, HE OTHOCSIICHCS K COCTaBy XpaHSIIUXCS B
TOPOJICKOM apXWBE AapXUBHBIX JOKYMEHTOB, IOCTYIUBIINE B aJIMUHUCTPAIUIO
rOpOJICKOTO OKpyra ropoa HoBoBopoHEk, B TeUeHHUE S5 AHEH CO JHS UX PErUCTpaIluu
HAMPaBJISIOTCS 10 TMPUHAJJICKHOCTA B OpPraHbl M OpraHU3alluHu, TJIe XPaHSATCS
HEOOXOMMBIC APXUBHBIC JJOKYMEHTHI C YBEJIOMJIEHUEM 00 3TOM MOJb30BaTENs, WU
MOJI30BATEIIIO JAETCSl COOTBETCTBYIOIIAS PEKOMEHIALIMSI.

[Ipy mocTymneHur B aAMUHUCTPALMIO TOPOJACKOTO  OKpyra Tropoj
HoBoBopoHne:x 3asBlIieHUI MOIB30BaTeIeH, KOTOPhIe HE MOTYT ObITh UCTIOJHEHBI 0e3
MPEIOCTABICHUSI YTOYHEHHBIX WJIW JOTOJHUTEIBHBIX CBEICHUHN, OpraHu3allMOHHBIHN
otnen B 10-aHEBHBINA CPOK TOTOBHUT COOOIIIEHHE aBTOPY 3asBICHUS 00 YTOUYHEHUU U
JTOTIOJTHEHUH 3asIBJICHHS HEOOXOAUMBIMU JJISI €T0 UCTIOTHEHHUS CBEICHUSIMU.

Cpox ucrpaBleHHs] TEXHUYECKHX OIMOOK, MOMYIIEHHBIX MPH O(QOpMIICHUH
NOKYMEHTOB, HE€ JIOJDKEH TMPEBBINIATh 3 KaJeHAApHbIX JHEM C MOMEHTa
oOHapyXeHUsi OMMOKM WIM TOJy4YeHHUs OT JII0OOro 3aMHTEPECOBAHHOTO JUIA B
MUCbMEHHOM dopMe 3asBICHUS 00 OITNOKE B 3aITUCX.

2.5. IIpaBoBble OCHOBAaHUS /sl MPEIOCTABIEHUA MYHMIMIAJIBHOMN yCJIYyru

[IpenocraBneHre MyHUIMIIAIBHOW yCiIyru «Bblada KONMH apXUBHBIX
JOKYMEHTOB (apXMBHBIX CIIPABOK, BBIIMCOK M KOIHI{)» OCYIIECTBISETCS B
COOTBETCTBUH CO CIEAYIOIINMMU HOPMATUBHBIMU [IPABOBBIMHU AKTAMH:

-Konctutynust ~ Poccuiickoit ~ @enepaumu  (OpUHATA  BCEHAPOIHBIM
rojocoBanueM 12.12.1993);

-Oenepanpubiii 3akoH oT 06.10.20031. Nel31-®3 «O6 o0mmX NpUHIHIAX
OpraHu3aluy MECTHOTO caMmoynpasiieHus B Poccuiickoit @enepannny;

-Oenepanbubiii 3akoH OoT 22.10.2004r. Nel25-d3 «OO6 apXwBHOM Jelie B
Poccuiickont @enepanum»;

- Konexc Poccuiickoii @eaepamnmu 06 aIMUHUCTPATUBHBIX TPABOHAPYIICHUSX
ot 30.12.2001r. Ne 195-@3;

- ®enepanpabiid 3ak0H OT 09.02.20091. Ne 8-D3 «O6 obecrnieueHNM JOCTyNHa K
uHQOpPMAIIK O JACSTEIBHOCTH TOCYNAPCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYTIPABICHUS»;

-Oenepanbubiii 3akoH 0T 02.05.2006T. Ne59-®3 «O mopsiike paccMOTpPEHUs
obOpamenuii rpaxkaan Poccutickoit deneparum,

-Oenepanpubii  3akoH  orT  27.07.2006r. Nel49-®3 «OO6 wunHdpopMmanuu,
MH()OPMALIMOHHBIX TEXHOJIOTUSIX U O 3allUTe HHPOPMAIUN»;



- ®enepanbubii 3akoH oT 27.07.2006r. Ne 152-®3 «O mnepcoHalbHBIX
JAHHBIX»;

-Oenepanbubii 3akoH ot 27.07.2010r. Ne 210-®3 «OO6 opranuzauuu
MPEIOCTABIEHUS TOCYIaPCTBEHHBIX M MYHUIIMIAIBHBIX YCIYT»;

-ITpuka3 MunucTepcTBa KyabTypbl U MacCOBBIX KOMMYHUKalUi Poccuiickon
@®enepanun ot 18.01.2007r. Nel9 «O6 yrtBepxaenun IlpaBun opraHuzanuu
XpaHEHHUs, KOMIUIEKTOBAHMSI, y4e€Ta M HCIHOJb30BaHUSA JOKYMEHTOB ApPXHMBHOTO
¢onna Poccuiickoit denepanum M APYrUX  ApXMBHBIX  JOKYMEHTOB B
rOCyJapCTBEHHbIX W MYHHULUMIAIBHBIX apXuBax, My3esixXx U OulInoTeKax,
opranuzanusax Poccuiickon akageMuu HayK»;

-3akoH Boponexckoi obnactu ot 30.03.2009r. Nel12-O3 «O perynupoBaHUU
OTACJIbHBIX OTHOUIEHUH B cdepe apXHBHOro Jena Ha Tepputopun BopoHexckoin
obnacTuy;

-YcraB ropoackoro okpyra ropoa HooBoponex (Ilpunar pemenuem
HogoBoponexckoit ropoackoit Jlymst ot 01.11.2012r. Ne 285);

-ITocTanoBiIEHNE aAMUHUCTPALIUHA TOPOJACKOTrO Okpyra — ropoa HoBoBopoHex
or 12.03.2012r. Ne 416 «O pernamenTe pabOThl aIMUHUCTPAILIMU TOPOJCKOTO OKpYyTa
— ropox HoBoBOpoHEX».

2.6. MHcuyepnbiBawuuii mnepeyeHb [TOKYMEHTOB, Heo0XOIMMBIX B
COOTBETCTBHM € 3AKOHOAATEJIbHBIMH WJIH HHBIMH HOPMATHBHBIMHU NIPABOBBIMH
AKTaMH VIS NPeJOCTABJICHUST MYHMIMIAIBHOM YCJIYIM C pa3aejieHHeM Ha
AOKYMEHTbI W HMH(pOpMANHI0, KOTOpbIe 3asiBUTE]b [0JKeH IpPeICcTaBUTh
CaMOCTOSITEJIbHO, M JOKYMEHTBI, KOTOpPbIE 3asiBUTE/Ib BIIPaBe NMPEACTABUTH 110
COOCTBEHHOH MHMIMATHBE, TAK KAK OHM IOMJIEKAT NMPEICTABJICHHI0O B paMKax
MEKBeJOMCTBEHHOr0 HH()OPMALMOHHOI0 B3aNMOACHCTBH S

OcHoBaHWEM I TPEJOCTABICHUS MYHMIMIIAJIBHON YCIYTH SBISETCS
HAIPaBJICHUE TIOJIb30BATENIEM 3asBIICHUS B 3JeKTpoHHOU dopme (IIpunoxenus
NeNe 1,2,3,4,5,6,7,8 x HacrosimieMy Perimamenty), nub6o Ha OyMa)KHOM HOCHUTENE
(ITpunoxenust NeNe 10,11 k Hactosimemy PerinameHnry).

B 3asBrneHnn noap30BaTens M0KHBI ObITh YKa3aHBI:

- HaUMEHOBaHWE IOPUIUYECKOTO JMIa Ha OJaHKe OpraHW3aluu; IS TPaxmaad -
dbaMuIIHsI, ©MSI 1 OTYECTBO;
- JlaTa pOXKJIEHHUS MOJIb30BATEIIS;
- IOYTOBBIA W/WITN ANEKTPOHHBIN azipec, TeneOoH MOoIb30BaTEeIs;
- UWHTEpEeCYIoIIre TOJIh30BaTeNII TEeMa, BOMPOC, COOBITHE, (aKT, CBEACHUS U
XPOHOJIOTUYECKUE PAMKH 3allpalinBaeMoi HHPOpMAIUH;
- (¢opma moydeHHsl Toib30BaTeneM WHGopManuu (MHGOPMAITMOHHOE IHCHMO,
apXWBHas CIPaBKa, ApXUBHAS BBITTUCKA; APXUBHBIC KOTIHN);
- TUYHAS TIOATHCH TPakTaHWHA WU TIOJITUCH JOHKHOCTHOTO JIHIIA;
- JlaTa OTIPABIICHHUSI.
B cnydae, ecnu st mpeoCcTaBICHUS MYHHUIIUTIAIBHONW YCIIYyTH HeoOXoauMma
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00paboTKa MEPCOHANBHBIX JaHHBIX JIMIA, HE SBISIOMIETOCS TIOJIh30BaTEIEM,
MOJIb30BaTENb  JOMOJHUTENBHO TMPEACTABIsAECT JOKYMEHTBHI, MOITBEPKIAIOIINE
MOJIyYEHUE COIVIacusl YKa3aHHOIO JHMIa WM €r0 3aKOHHOTO MpeACTaBUTENs Ha
00pabOTKy TEpCOHAJIbHBIX JAHHBIX YKa3aHHOTO JHUIa (Hampumep, KOMHs
JOBEPEHHOCTH). JIOKYMEHTBI, MMOATBEPKIAIOIINE MTOJYUECHUE COIIACHsI, MOTYT OBITh
MIpEeACTaBJICHBI, B TOM YHUCJIE B (POpMe IEKTPOHHOTO JOKYMEHTA.

B cinywae 3ampoca o mnpenoctaBieHMHM UHPOPMAIMM O CTaxe paldoThI,
3apab0OTHOM TMUIaTe YKa3bIBAIOTCS HAMMEHOBAHHE OpraHu3allud, BEIOMCTBEHHAas
MPUHAJJICKHOCTh OpraHu3allii, Mepuoa padoThl B OpraHU3alMHU, JOKHOCTh. K
3asBJICHUIO TPUJIAraeTCsl KOMUsl TPYAOBON KHIKKH, €CJIM MUMEETCS B HaIMYuM (3a
NepHoJI, KOTOPbIA HEOOXOAMMO MOATBEPAUTh, a TAKKE MEPBBIA JIUCT, A€ YKa3aHBI
dbamuusi, UMsi, OTYECTBO U J1aTa POXKICHHUS ).

B cnywae 3anmpoca komuid INpaBOYCTAHABIMBAKOIIMX JOKYMEHTOB Ha
OCHOBAHHUHU TMepexoja MpaB COOCTBEHHOCTH, K 3asBICHUIO MPUKIAIBIBAIOTCS KOMUU
JIOKYMEHTORB: JJOTOBOPA KYTUIM-TIPOAAXKH, CBUETEILCTBA O IIpaBe Ha HACJIEICTRO.

3anpemiaercs TpeOoOBaTh OT IOJB30BATENIs COBEpIIEHUE JCHCTBHUM, B TOM
YHUCJIE COIJIACOBAaHMUM, HEOOXOAUMBIX [JIsi TIOJYYCHUS MYHUIMMAIBHOM YCIyTH,
KOTOpBIC CBSI3aHBI C OOpalleHUEM B HWHBIC TOCYIapPCTBEHHBIE OpPraHbl, OPraHbI
MECTHOTO CaMOYIpPaBJICHUsS, OpraHU3alliM, 3a MCKIIOUYEHUEM JIOKYMEHTOB H
uHdopMaIuu, onpeneleHHbIx 4.6 c¢1.7 denepanbHoro 3akoHa ot 27.07.2010 Ne210-
®3 «O0 opraHuzalnMM MPEAOCTABICHUS TOCYJAPCTBEHHBIX W MYHUIIMITAIBHBIX
YCILYI).

2.7. WcyepnbiBawIlUii TNepeyeHb OCHOBAHMH /JJIs1 OTKa3a B IpUeMe
AOKYMEHTOB, HeO0OXOAMMBIX JJIsl IPEeAOCTABJICHUS MYHHIUNAJIBHON YCJIyTH

HcuepnbiBaromuii nepeyeHb OCHOBAHHUM I OTKa3a B MPHUEME JTOKYMEHTOB,
HEOOXOUMBIX ISl IPEOCTABICHUS MYHHUITUTIATHHON YCIIYTH:
- €CJIM 3asBJICHHUS I0JIb30BATEEN HE CONIEPkKAT HAUMEHOBAHUS IOPUIUYECKOTO JIUIA
(mma rpaxnanmHa - ®.M.0.), mouyToBOro agpeca W/WIM SJIEKTPOHHOTO ajapeca
N0JIb30BATEII;
- €CJIM 3asIBJICHUE MOJIb30BaTellsl HE MOAIaeTCs MPOYTEHUIO, OTBET HAa OOpallleHne He
JaeTCsl, 0 4eM COoOoOIIaeTcsi MOJb30BaTENI0, HAMPABUBIIEMY OOpalleHHe, €CIU €ro
(baMuITHS ¥ IOYTOBBIN aIpec MOAIAI0TCS MPOYTEHUIO;

OcHoBaHMs JJIs TPUOCTAHOBIICHHS MPEJOCTABICHUS YCIYTM HOPMATUBHO
HE YCTaHOBJICHBI.

2.8. HcuyepnbiBawuiuii mnepedyeHb OCHOBAHMH Ui  OTKa3a B
NMpeIoCcTABICHUN MYHUIMNIAJIbHOU YCJIYTH

3asBIEHUE HE MOMJICKUT PACCMOTPEHHUIO B CIEAYIONIUX CIIyYasX:
- MPENOCTaBIICHHE TOJIb30BATEIEM JOKYMEHTOB, COJEpXKAIIUX OIIMOKH WIH
MIPOTUBOPEUYUBDIC CBEJICHMUS;
- [ojaya 3asBICHUS JIMIIOM, HE YIOJHOMOYEHHBIM COBEpIIATh TaKOro pojaa
JICUCTBUS;
- €CJIM B 3asiBICHUU IMOJb30BATENsl OTCYTCTBYIOT HEOOXOIMMbBIE CBEICHUS MJIsI
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MPOBEJICHUS IOMCKOBOW pabOThI, ONpeieseHHbIe 11.2.6. HacTosero PernaMmenTa;

- €CJIM OTBET M0 CYIIECTBY OCTAaBIEHHOIO B HEM BOINPOCA HE MOXKET OBITh J1aH 0€3
pasmameHus KOH(DHUICHLIHMAIBHBIX CBEJIECHM, IOJIb30BATENI0 COOOIIAeTCs O
HEBO3MOXXHOCTHU J1aTh OTBET MO CYIIECTBY NOCTaBICHHOIO B HEM BOIIPOCA B CBSI3U C
HEJOMYCTUMOCTBIO pa3IvIallleHHs] YKa3aHHbIX CBEIEHUN. YKazaHHas HHQopManus
MOKET OBITh MPEAOCTABICHA TOIBKO MPU HAJUYHMH Y TIOJI30BATENS TOKYMEHTAIbHO
MOJATBEPKICHHBIX npas Ha NOJTy4YeHUe CBECHU, COJIEPIKALUX
KOH(QUACHINAIbHYIO HHPOPMALIUIO.

2.9. Pasmep mJarbl, B3UMaeMoOii ¢ 3asiBUTeJsi NPH TPeIOCTABJIECHUHU
MYHUIMOAJBHOW  yCJIYyrH, H CcHoco0bl ee B3MMaHUsL B  CJaydasx,
NpeIyCMOTPEHHBIX  (eJepajJbHbIMM  3aKOHAMH, MNPUHUMAaeMbIMH B
COOTBETCTBMM € HHMHM WHBIMH HOPMATHBHBIMH MNPaBOBbIMM aKTaMH
Poccuiickonn ®enepanuu, HOPMATUBHBIMHM NPAaBOBLIMU aKTaMu BopoHexckon
00,1aCTH, MYHUIUNIAJIbHBIMU NPABOBBIMH AKTAMH TOPOIACKOI0 OKpPYyra ropos
HoBoBopone:x

MyHununanbHas yciayra npeaocTaBisieTcs OecriaTHO.

2.10. MakcuMaJIbHBII CPOK 0KUAHMSI B oUepead NMPH Mojayve 3amnpoca o
NpeI0CTABJICHUM MYHUIMNAJBHOW YCJAYIM M NPH TOJYYEHHM Ppe3yabTara
NpeaoCcTABIEHUSI MyHUIIUNAJTbHON YCIYyTH

MakcUMaJIBHBI CPOK OXHIAHUS B OYepeAd IpH MOAA4Ye 3asBICHUS O
PEJOCTAaBICHUM MYHHMIMIAIBHOW yCIYTM W IIpU IIOJYy4YEHHH pe3ylbraTra
MYHHUIMIIAIBHON YCIIYT'H COCTABIISIET 15 MUHYT.

2.11. Cpoxk perucTpanum 3ampoca 3asiBUTeJIsi 0 TMpPeaoCcTaABIEeHUHU
MYHHIMIIAJIBHON yCJIYIH

Cpox peructpauuy 3asBICHUS C [OPWIAraéMbIMM JOKyMEHTaMd O
[PEIOCTaBICHUN MYHUIIMIIAIIBHON yCIyTH — 15 MUHYT.

2.12. TpeOoBaHusI K TIIOMeELIEHMAM, B KOTOPBIX HpPeAOCTABJISETCA
MYHHIHMIIAJBHAA YCJIYIra, K 3aJ1y 0KUAAHHUA, MeCTaM /ISl 3aII0JTHEHHUS 3alpOCoB
0 NPeAOCTABJIECHHMH MYHHMIMIAIbHOH YCJIYId, HHPOPMAIMOHHBIM CTEHIAM C
o0pasnamMu MX 3al0JIHCHUSI M MepeYyHeM JAOKYMEHTOB, HeO00XOAMMBIX /JIs1
Npea0CTABJCHUSI MyYHHMIIMIIATBHON yCJIyTrH

[Ipriem nonp3oBaTesnell JOIKEH OCYLIECTBIATHCS B CIIELMAIBHO BBIIEIEHHBIX
JUISl IPEAOCTABIICHUS] MYHULIUIIAJIBHON YCIIYTH IIOMELICHUSX.

[Tomenienust TOMKHBI COAEpKaTh MeCTa JUIsl HHPOPMHUPOBAHUS, OKUTAHUS U
npuema mosb3oBareneil. IloMemeHus JOKHBI COOTBETCTBOBATH CAHUTAPHO-
AMUAEMHUOJIOTNYECKUM MPAaBUJIaM U HOPMaM.

VY BXOoma B moOMeIIEHUE JO/DKHA pa3Mellarbes TaOlIMyYKa ¢ HAMMEHOBAaHHEM
opraHa, OCyIIECTBIISIFOIIET0 OKa3aHUE MyHULIMIAIBHON YCIIYTH.

IIpr BO3MOXKHOCTH OKOJIO 3/1aHHS JOJKHBI OPraHW30BbIBATHCS MAPKOBOYHBIE
MecTa Juisl aBToTpaHcropra. JlocTynm mnoap3oBaTenel K MapKOBOYHBIM MeECTam
JIOJIKEH OBITh O€CIUIaTHBIM.
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LlenTpanbHblid BXOJ B 3laHHE JOJKEH ObITh 000pyI0BaH MH(OPMALIMOHHON
TaOMM4KOM (BBIBECKOM), coaepxkamieil uHboOpMaluio O HAUMEHOBAaHHHM, MECTE
HAXOXXJEHUs, peKUME pa0doThl, TeNe()OHHBIX HOMEPAX.

B nomemeHusx Ay 0KUJIAHUS MOJIB30BATENSIM JIOJKHBI OTBOAUTHCS MECTA,
000pyIOBaHHBIE CTYJbIMH, KPECETbHBIMU CEKIUSAMU. B MecTax oxXuaaHus JOKHBI
MMETBhCS CpelCTBa JUIsl OKa3aHUsl MEepBOM MOMOUIM M JOCTYIHBbIE MecTa OOUIEro
MOJIb30BaHUs (TyaseT).

Mecra nHpopMupoBaHus, NpeAHA3HAYECHHbIE JUIsI O3HAKOMIICHUS 3asBUTEIIEH
¢ “HGOPMALIMOHHBIMH MaTepuaiaMu, JOJKHbBI ObITE 000PYIOBaHbI:

- MH(OPMALIMOHHBIMU CTE€HJIAMU, Ha KOTOPBIX pa3MellaeTcs BHU3yajbHas U
TeKCTOBasi HHGOpMaIIUs;

- CTYJIBSIMU U CTOJAMU 1Jis1 0(OpMIIEHUS TOKYMEHTOB.

K wuHdopmaMoHHBIM cTE€HIaM JAOKHA OBbITh oOecreyeHa BO3MOXKHOCTD
CBOOOIHOTO JJOCTYIA MOJIb30BaTeei.

2.13. Tloka3are/in JOCTYNNHOCTH U Ka4€CTBA MYHHIIUNAJIBHBIX YCJIYT

K mokazarensiMm 1OCTYIHOCTH MYHHUIIUTIATBHBIX YCIYT OTHOCHUTCS:

- TPaHCIOPTHAsI JOCTYMHOCTh K MECTaM MPEJOCTABICHHUS MYHUIUIAIBLHOM
YCIIyTH;

- BO3MOXHOCTb TOJYYEHHUS HEOOXONMMOW HH(OpMAIMU MO 3JIEKTPOHHOM
MOYTE WK Yepe3 OpUIIMaTIbHBIN CAMT.

- BO3MOKHOCTh MOJIYYeHUS MYHULIUTTAbHON yciyru B punane AY «MOL».

JIOCTOBEpHOCTh U TIONHOTA MPENOCTaBIIEMOW MYHUIIMITAIBHON YCIYTH,
YETKOCTh €€ MPENOCTABICHHUS IOCTUTACTCS TyTeM MH(QOPMUPOBAHMS TOIb30BATENS
IpU TUYHOM OOpalieHUH, MTUCbMEHHOM OTBETE U MOCPEICTBOM AIEKTPOHHOM MOYTHI.

KagecTBenHoil mpepocraBisgemMas MyHUILIUIIAIbHAS yCIIyra MPU3HAETCS TMPHU
NPEeIOCTaBICHUH YCIYTH B CPOKH, ONpeiesieHHble 1.2.3. HacTosmero Pernamenra, u
IpU OTCYTCTBUHU >Kajlo®d CO CTOPOHBI IMOJb30BaTelield Ha HapylleHue TPeOOBAHMIA
CTaHAapTa MPeI0CTaBICHUS MyHUIIUTIATILHON YCIYyTH.

2.14. Nnble TpeOOBaHMsI, B TOM 4YHCJE YYUTHIBAIOIIHE OCOOEHHOCTH
NPeI0CTABICHUS MYHUIMIIAJbHBIX YCJIYI B MHOTO()YHKIIHOHAJIbHBIX LHEHTPaxX
U OCOOCHHOCTH NPENOCTABJICHUS MYHMUMIAJBHONH YCJAYIH B 3JIEKTPOHHOM
dopwme

IIpuem nonbp3oBarenedl (IpUeM W BblJada JOKYMEHTOB) OCYILECTBIIETCS
YIOTHOMOYEHHBIMUA JIOJDKHOCTHBIMU JIMIIAMU aJAMUHHUCTpanuu W (unuana AY
«MO®I» B cooTBeTCTBUU C TpaPuKOM (PEKUMOM) paOOTHI.

[Tonp30Barens B LENSAX MOIYYEHUS MYHULMINAIBHON YCIyrH MOXET IOJaTh
3asiBJICHHE M HEOOXOAMMBIE JTOKYMEHTBHI B AJIEKTPOHHOM BHJIE€ C HMCIOJIb30BaHUEM
EnuHOTO MIOpTaia rocyaapCTBEHHBIX U MYHUIUITAIBHBIX yeIyT (WWW.gosuslugi.ru),
[loprana rocygapCTBEHHBIX W MYHUIMNAJIBHBIX yciIyr Boponexckoil oOnactu
(http://pgu.govvrn.ru).

ITonp30Barens NpH MOTYYEHUH MYHULIMIAIBHON YCIYT'H UMEET MPABO Ha!

- TOJYy4YEHHWE MYHULMIAJIBHOM YCIYIM CBOEBPEMEHHO U B COOTBETCTBHM C



http://pgu.govvrn.ru/
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HacTosmuM PernaMmeHTOoM;

- TOJyY€HUE TOJIHOM, aKTyaJlbHOM M JOCTOBEPHOU MH(MOpPMALMK O MOPSIKE
MPEeIOCTaBIECHUS MyHULIMIIAJIBHON YCIYTH, B TOM YHCJIE B AIEKTPOHHON (opMme;

- MOJIy4eHHEe MYHHUIMNAIbHOW YCIYTHM B 3JIEKTPOHHOU (opMme, eciii 3TO He
3aMpenieHo 3aKOHOM, I10 BBIOOPY MOJIb30BATEIs;

- IOJIyYeHHEe MYHULIUNAIBHON yeiyru B puimnane AY «M®DLy;

- nocynebHoe (BHecyaeOHOE) pacCMOTpPEHHE Kajlob B MpoIEecce MOTyUYCHUS
MYHHULUITAJIBHOMN YCIIYTH;

IIpn npenocraBaeHUM MYHHULMNAIBHOM YCIYIM aJIMUHUCTPALHsS TOPOJACKOTO
okpyra ropon HoBoBopoHex o0si3aHa:

- TPENOCTABIATh MYHHULMNAJIBHYIO YCIYTy B COOTBETCTBUM C HACTOSIIUM
PernamenTom;

- obOecrnieuynBaTh BO3MOXKHOCTb MOJYUYEHHUs TOJIH30BATEIEM MYHHUIUIIAIBHOM
YCIYTU B 3JEKTPOHHOM (OpMe, €Clii 3TO HE 3allpPelleHO 3aKOHOM, a TAKK€ B MHBIX
dopMax, MpenyCMOTPEHHBIX 3akoHoaareiabcTBoM Poccuiickoit denepanuu, 1o
BBIOOPY TOJIb30BATEIS,

[IpenocraBieHre B yCTAaHOBJIEHHOM MOpPsAKEe MH(OPMAIMK TOIB30BATENISIM U
o0OecrieyeHUe JOCTyNa TMOJb30BaTeleil K CBEIEHUAM O TOCYJapCTBEHHBIX H
MYHUITUIIAJIBHBIX yCIIyrax o0ecrneunBaeTcss HHGOPMAIMOHHBIMU CUCTEMaMH, B TOM
qucie:

- (enmepanbHBIN TIOPTANT TOCYIApCTBEHHBIX ycayr Poccuiickoit denepanun
www.gosuslugi.ru;

- PETHMOHAJBHBIA  MOPTAJ TOCYJAPCTBEHHBIX W MYHHULMMAJIBHBIX YCIYT
Boponexckoit o6macta WWWw.pgu.govvrn.ru

- CalT MYHHIMIAJIbHOTO OO0pa3oBaHUS TOPOACKOM OKpPyr TOpPOI
HoBoBopone:xx WWW.NEW-VOronezh.ru, KOTOpBI  COAEPXKHUT HH(POPMALMIO O
MYHULIMIIAJIBHBIX YCIIyrax, IPeJOCTaBIsIEMbIX HA TEPPUTOPUU TOPOACKOTO OKpyra
ropon HoBOBOpOHEX, a Takke HMEET BbIXOJ HAa PETMOHAJIBHBIA IOPTAJ
rOCYyIapCTBEHHBIX M MYHUIIUIIAIBHBIX YCIYT BopoHexckoii obmacTu.

3. CocraB, nocJie10BaTeJIbHOCTb U CPOKHU BbINOJIHEHUS
aIMUHHCTPATUBHBIX MPOLEAYP, TPeOOBAHUS K MOPSAKY MX BbINOJHEHUS, B
TOM 4HcJIe 0COOEHHOCTH BbINOJHEHHUS AIMUHUCTPATHBHBIX NPoOLEeAYP B
3JIEKTPOHHOU opme

3.1. bnok-cxemMa MpeaoCTaBICHUS MYHUIMNAIBHON YCIYI'H, CXEMAaTH4YHO
oToOpakaromas MociIe0BaTEIbHOCTh aJIMUHUCTPATUBHBIX MPOIEAYP, MPUBOIUTCS
B npuioxeHun Ne 9 k Hactosimemy Periamenty.

3.2. IlpenocraBneHre MyHHUIMNAIBHOW ycIyrn «Bbimada KOmUil apXUBHBIX
JOKYMECHTOB (apXHBHBIX CIIPABOK, BBITUCOK M KOIMMK)» BKJIIOYaeT B ce0s
CIEAYIOIINE aAMUHUCTPATUBHBIE TPOLEAYPHI:

- IPUEM U PETUCTPALA 3asIBJICHUS U ITPUIIAraeMbIX K HEMY IOKyMEHTOB;

- AaHAJIM3 TEMATHUKU 3aIpocCa;


http://www.gosuslugi.ru/
http://www.pgu.govvrn.ru/
http://www.new-voronezh.ru/

12

- TIOATOTOBKA H HANpaBJICHUE 3allpalldBaCMbIX CBEJICHHI WM OTBETa
MIOJTB30BaTEIIIO.

3.3.Ilpuem u perucTpanys 3asBICHUS U MIPHIATaeMbIX K HEMY TOKYMEHTOB.

OcHoBaHMEM JIJIsl Hadaja aJMHHUCTPATHBHOHN MPOLENYPHI, SBISICTCS MPUEM
MUCBMEHHOTO 3asBJICHUS IOJB30BATENII W IMPHUIAraeMbIX K HEMY JOKYMEHTOB O
NPEAOCTaBICHUN MYHHIIUIIATBHOM YCIyTH B aIMUHUCTPAIIMIO TOCPEACTBOM:

- JIMYHOTO OOpaIlleHus], MOYTOBOTO OTIPABJICHUS C MUCHMEHHBIM 3asBICHUEM
U TpUIaracMbIMU K HEMY JOKYMEHTaMH, HEOOXOIMMBIMHU JUIS TPEIOCTABICHHS
MYHHULUITAJIBHON YCIIYTH;

- HANpaBJICHUS 3asBICHUSI 110 JICKTPOHHOW MOYTE;

- TIOJIa4u JIOKYMEHTOB B 3JICKTPOHHOU (hopme Ha [loprane rocyaapcTBEeHHbBIX
¥ MyHHUIIMTIAIBHBIX YCIyT BopoHesxkckoit oomactu http://pgu.govvrn.rul/.

CoTpyqHHKaMH, OTBETCTBEHHBIMH 32 WCIIOJHCHUE aJMHHHUCTPATUBHOTO
JICUCTBUS, HA JTale MOCTYIUICHUS B aJIMHHHUCTPAIMI0 TOPOACKOIO OKpPyra TOpoj
HoBoBopoHek 3asiBieHMS W TPWIAraéMbIX K HEMY JOKYMECHTOB SIBJISIFOTCS
CTECIUATHUCT OPraHU3AIMOHHOTO OT/ea aIMUHUCTPAIIUU TOPOJACKOTO OKpyra ropoj
HoBoBopoHek, B JODKHOCTHBIE OOS3aHHOCTH KOTOPOTO BXOOUT TIPUEM |
perucTparys BXOISANIMX JOKYMEHTOB, U PYKOBOJHMTE/b ammnapara aJMHHUACTPAIIUH
rOpOJCKOro okpyra ropon HoBoBOpoHek, B (DYHKIIMOHAJILHOM IMOJYMHCHHH
KOTOPOTO HAXOIMTCSl OPraHU3aIl[OHHBIA OTHEI.

CrnenuanucT opraHu3alMOHHOTO OTAea aJIMUHHUCTPAIIH TOPOICKOTO OKpyra
ropox HoBOBOpOHEX perucTpupyeT MOCTYIHBIIEE 3asBICHHE U IpHaracMbie K
HEMy JIOKYMEHTBI, IPOBEPSET TNPaBHIBHOCTh HX O(OpPMIICHHS, HPOBOIUT HX
NepBOHAYAIBHYIO 00pabOTKY.

[TepBoHavyanbHas 00pabOTKa JOKYMEHTOB 3aKIIFOYAETCS B CIICAYIOIIEM:

a) B OLEHKE WX COOTBETCTBHS YCTAaHOBJICHHBIM TpPeOOBaHHSIM, HEOOXOAMMBIM U
JAOCTaTOYHBIM JIJIsl TPHUHSATHS YKAa3aHHBIX JOKYMEHTOB Ha pacCMOTPEHHE
aIMUHHCTpAIMEH TOPOIICKOT0 OKpyra ropon HoBOBOpOHEX, B TOM YHCJIE B OLICHKE
(paKTUUECKOro HAJM4YUSl BCEX JIOKYMEHTOB, YKa3aHHBIX B KaueCTBE NMPHIOKCHHN B
TEKCTE 3asBJIICHUS, PETUCTPALIUH 3asIBICHUS;

0) B mepenaye yKa3aHHBIX JOKYMEHTOB PYKOBOAMTENIO amiapara aIMHHUCTPAIIH
TOPOJCKOTO OKpyra ropox HoBOBOpOHEX, C IENBIO ONpEesICHUs] UM UCTIONHUTEII,
OTBETCTBEHHOTO 3a MOATOTOBKY (0OecredeHrne MOATOTOBKH) OTBETa MOJIb30BATEIIO,
MyTEM HAIMCAHUS COOTBETCTBYIOUICH PE3OIIONNH HA TIOCTYITUBIIEM 3asBICHUU.

OOmiass ~ TPOJODKUTENBHOCTh  MPEJOCTABICHUS  aIMHHUACTPATHBHON
IPOIIEYPHI COCTABISACT 3 AHS C MOMEHTA OOpaIeHHS TTOJIb30BATEINS, U3 HUX:

- MaKCHUMAaJIbHBIA CPOK BBITIOJIHEHUS aJMUHUCTPATUBHOTO JEHCTBUS 10
npuemMy, o0pabOTKe M PErHCTPallii BXOASIIUX JOKYMEHTOB - | JIeHb C MOMEHTa
NOCTYTIJICHUS 3asIBJICHUS U TPUJIAraeéMbIX K HEMY JIOKyMEHTOB;

- MaKCHUMAaJIbHBIA CPOK BBITIOJIHEHUS aJMUHUCTPATUBHOTO JEHCTBUS I10
nepeiave MoCTYNUBIIETO 3asiBICHHS IS IPUHSTUS PEIICHHUST OTBETCTBEHHOMY JIUILY
— 1 1eHb C MOMEHTA PEruCTPALNU 3asBICHUS;
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- MaKCUMaJIbHBI CPOK BBITIOJHEHUS aJIMHHHCTPATUBHOTO JCUCTBHS TIO
HAIIPABICHUIO 3asBJICHUS C PE3OJIONHUEH PYKOBOIUTEISI ammapara aaJMUHUCTPAIAH
TOPOACKOTO OKpyra ropon HOBOBOpOHEX HCIONHHUTENIO [JIsI PAacCMOTPEHHS TIO0
CYIIIECTBY M TOATOTOBKH OTBETa - 1 J€Hb C MOMEHTA MOCTYIUICHHUS 3asBIICHUS W
MpWIaraeMbIX K HEMY JOKYMEHTOB PYKOBOIMTENIIO arapara aJMHUHUCTPAIHH
TOPOZACKOTO OKpyra ropoa HoBoBOpoHEX /I MPUHATHUS PEIICHHUS.

PesynmbTatoM  aAMUHUCTPATUBHOTO  JACWCTBHS  SBISICTCS  Teperada
MOCTYIIHUBIIIETO 3asABJICHHS, COACPXKAIIETO PE3ONIOIUI0 PYKOBOAUTEINS armapara
aIMUHUCTPAIMH TOPOJICKOTO OKpyTa ropox HoBOBOpOHEXK, M MPUIOKECHHBIX K HEMY
JIOKYMEHTOB, OTBETCTBEHHOMY HCIIOJHUTEIIO JIAHHOTO pacropspkeHus. Pe3omrormst
NPEJCTaBIseT COOOW THCHhMEHHOE PACTIOPSHKCHUE, H3JIOKEHHOE Ha JIMIEBOU
CTOPOHE IMEePBOTO JIUCTA.

Qdukcanueld  pe3ynbpraTta  BBIMOTHEHUS  aJMUHUCTPATUBHOTO  JACHCTBUS
SIBIISIETCS pueM, perucTpanus  3asBICHUS, MOAIIACH,  HMCIIOIHUTES,
ylnocToBepsitomiass  (akT TOJMydYeHUs JAHHOTO 3asBICHUS, 3aBU3HPOBAHHOTO
PYKOBOJIUTEJIEM amnmapara aJMHHHCTPAIUU, B XKypHalaX PEerucTpaiyd OOpalieHUM
rpaKJIaH ¥ BXOJAIICH KOPPECIIOH/ICHITHH.

3.4. AHanu3 TeMaTuKH 3ampoca.

OcHoBaHMEeM JUIA HaJyaja aJIMUHUCTPATMBHOTO JICHCTBHUS, SIBIISACTCS
MOCTYTUICHHE OTBETCTBEHHOMY MCIIOJHUTEIIO 3asBJICHUS] M MPUIOKECHHBIX K HEMY
JTIOKYMEHTOB C PE30JIONHUEH PYKOBOAUTENS almapara aJMUHUCTPALUA TOPOJICKOTO
okpyra ropos HoBoBopoHex.

JIOMKHOCTHBIM ~ JIMIIOM, OTBETCTBEHHBIM 3a TIPOBEPKY MPABUIBLHOCTHU
obopMIieHHsI 3asBICHUHN, IIPOBEIACHHUE UX OO0pabOTKM U aHaldW3a TEeMaTUKH
3asBJICHUSA, a TAKXKE 3a OPraHU3allUI0 TIOJTOTOBKH OTBETA IOJIH30BATEIIO SBIISICTCS
3aBEAYIOIIUH TOPOJICKUM apXHBOM.

O6paboTka JIOKYMEHTOB 3aKJIIOYaeTCSI B OIGHKE HMX COOTBETCTBUS

YCTaHOBJICHHBIM TpC6OBaHI/I$IM, H€O6XOI[I/IMI>IM u JO0CTAaTOYHBIM JJIA
IMPpCOOCTAaBIICHUA 3alIPpAllINBACMBbIX aPpXHUBHbBIX CBeﬂeHHﬁ.
Ananus TCMAaTHKHU IMOCTYIINBIINX 3asIBJICHUM IIPOU3BOONUTCA C

MCIIOJIb30BAHUEM HMEIOIIUXCA apPXUBHBIX CIPABOYHUKOB, COMEPIKAIIUX CBEACHHS O
MeCTax XpaHEHUs JIOKYMEHTOB, HEOOXOMUMBIX [l HCIIONHEHHUS 3asBICHUMN
nonb3oBarenei. [Ipu atom onpenensercs:

- TIPaBOMOYHOCTH TOJYYEHHMS IOJIb30BATENIEeM 3allpaliuBaeMoi WHGOpPMAIHH C
Y4eTOM OTPaHUYCHHI Ha TPEJOCTABICHUE CBEICHUH, COAEPKAIUX HMH(POPMAIIUIO
KOH(PUICHIINAITBHOTO XapaKTepa;

- CTeMeHb TOJIHOTHI CBEJCHWMN, COACPKAIIUXCA B 3alpoce IOJIH30BATEIs,
HEOOXOIMMBIX JIJIS1 TPOBEJICHUS TTOMCKOBOW PaOOTHI;

- MECTOHAXOXICHUE apXUBHBIX JIOKYMEHTOB, HEOOXOMWMBIX IS HWCIOIHEHUS
3ampoca MmoJb30BaTes;

- aJjpeca KOHKPETHBIX OPTaHOB W OPTaHU3AINH, KyJa 10 MPUHAIICKHOCTH CIEAYET
HAIPaBUTh HA UCTIOJTHEHUE 3alIPOC TOJIH30BATEIS.
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[To pesynbraTaM pacCMOTPEHHsS NOCTYNHMBLIECTO 3asBICHUS NPUHUMAECTCS
pelieHre 0 MOJrOTOBKE CBEICHUH MOJIL30BATENI0 MO0 HANPABIISIOT MOJIH30BATENIO!
- MUCHMEHHBIN 3ampoc 00 YyTOYHEHUU U JOMOJHEHUU oOpalieHus HEOOXOIUMbIMU
JUISL €T0 UCTIOMHEHUS CBEICHUSIMU B CJIydae OTCYTCTBHsSI B OOpAIlIEHUH MOJIH30BATEs
JOCTATOYHBIX JAHHBIX JIJIi OpTaHU3allMU BBISBICHUS 3arpalinBaeMoil nHpopMaiu
B apXUBE, HEUETKO, HEMPABUIBLHO C(HOPMYIUPOBAHHOTO OOpAIIICHHUS;

- MOTUBUPOBAHHBIN OTKA3 B MOJYYCHUH 3alPAllIUBAEMbIX CBEJACHUN IIPU OTCYTCTBUU
y HEro mnpaBa Ha MX IMOJYYECHHE C PA3bSICHEHUSIMH €ro AaJbHEHIINX JIEHCTBUM,
MPETYCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickon denepauuu;

- “H(POPMAITHIO 0 MecTe(-aX) XpaHEHUSI UHTEPECYIOIIHNX JTOKYMEHTOB;
-uHpOpMaIi0O 00 OTCYTCTBUM 3alpaliiBaeMbIX CBEACHUNW B MYHHUIIHUNIAILHOM
apXHuBe U, IPU BO3MOKHOCTH, PEKOMEHIAIIMHU 110 UX JaJIbHEHIIIEMY MOUCKY.

OO6m1as MPOIOKUTENBHOCTh MPEAOCTABICHUS] MYHUIIUITAIBHON MPOLETYPHI
COCTaBysieT 8 NHEH ¢ MOMEHTA MOCTYIUICHUS 3asBJICHUS U MPUIATAEMBIX K HEMY
JIOKYMEHTOB B TOPOJCKOM apXuB O MOMEHTa (DUKCAIIUU UCXOMSIINX JOKYMEHTOB B
OpPraHu3allMOHHOM  OT/AEJNE€  aAMUHHUCTpPAlMM  TOPOJCKOIO0  OKpyra  TOpoJ
HoBoBopoHex, u3 HUX:

- MAKCHUMAaJIbHbId CPOK BBITIOJHEHUS AJMHHUCTPATUBHOTO JACHCTBUA IO
PacCCMOTPEHUIO 3asiBICHUSI 3aBEAYIOUIMM TOPOJICKUM apXUBOM - 5 JHEW C MOMEHTa
MIOCTYIUJICHHS 3as1BJICHUS U [IPWIATAEMBIX K HEMY JOKYMEHTOB B TOPOJCKON apXUB.

- MAKCHMAaJIbHBIH CPOK BBINOJHEHUS aJMHHUCTPATUBHOIO JCHUCTBUSA II0
duKkcanMu UCXOASIIMX JOKYMEHTOB — 3 JIHS C MOMEHTAa IOCTYIUICHHS OTBETa Ha
3asBJICHUE B OPraHU3ALMOHHBIA OTAE] aAMUHHUCTPALUA TOPOACKOIO OKpyra roposn
HoBoBopoHnex.

Pe3ynprarom aaiMUHHCTPATUBHOIO JECUCTBHUS SBISETCS NPUHATUE PELICHUS O
NPEIOCTABICHUN CBEACHHUM TIONB30BATENI0 JIMOO OTKa3 B MPEAOCTABICHUH
MYHULIMIIAJIBHON YCIIYTH.

Qdukcanuen pe3yiabrara  BBIIOJIHCHUS  AJIMUHUCTPATUBHOTO  JEHUCTBHUS
SABJISICTCSl TIOAIIMCAHUE PYKOBOAMUTEIEM ammapara aJIMUHHUCTPALUA TOPOJICKOTrO
okpyra roposi HoBoBOpoHEk COOOIIECHHUSI TTOJIH30BATEINIO O IPUHSITOM PEIICHUH.

3.5. TloaroroBka M HampaBlICHHE 3allpallliBaeMbIX CBEJCHHUM WA OTBETA
TIOJIB30BATENIO.

OcHoBaHMeM I Hayalla aJAMUHUCTPAaTUBHOTO  JEUCTBHS,  CIIYXKUT
HAIPABJIICHUE  PACCMOTPEHHOTO M  MPOAHAJIM3UPOBAHHOIO  3aABICHUA 1A
JAJIbHENIIEr0 pACCMOTPEHUS.

JIOJDKHOCTHBIM JIMIIOM, OTBETCTBEHHBIM 3a IOATOTOBKY IOJIb30BATEIO, IO
pesynprataM ~ pacCMOTPEHHsI M aHajau3a  NOCTYIMBIIErO  3asBIICHUS,
WHOOPMAIIMOHHOTO THChMa C TPWIOKEHHEM WHOOPMAIIMOHHBIX MaTepuaJoB
(apXMBHBIX CNPABOK, APXUBHBIX BBIMUCOK, APXUBHBIX KOMHWI1), SIBISETCS COTPYAHUK
TOPOJICKOTO apXUBa.

ApxuBHasi cnpaBKa M apXUBHasl BBIMUCKA COCTAaBISIOTCA C O0O3HAYEHUEM
Ha3BaHUA WH(OPMALIMOHHOTO JIOKYMEHTa «ApXHBHAas COpaBKay, «ApXuBHas
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BBITTHCKA.

TekcT B apXHBHOM CIPAaBKE IAE€TCS B XPOHOJIOTUYECKON MOCIEN0BATEIBHOCTH
COOBITHI C YyKa3aHHMEM BHUIOB AapXUBHBIX JOKYMEHTOB U HUX JaT. B apxuBHOU
CIIPaBKE JIOIyCKAETCS HUTUPOBAHUE APXUBHBIX JOKYMEHTOB.

HecoBnageHnue oTnenpHbIX JAHHBIX apXUBHBIX JOKYMEHTOB CO CBEICHHUSIMU,
U3JIOKEHHBIMU B 3alpOCE, HE SBIAECTCS MNPEMSATCTBUEM [JIs BKIIOYEHHS HX B
apXMWBHYIO CIIPAaBKYy IPU YCJIOBHUH, €CIU COBIIAJICHUE BCEX OCTAIBHBIX CBEJICHUM HE
BbI3bIBAET COMHEHHUN B TOXJAECTBEHHOCTH JIMILIA WIH (PAKTOB, O KOTOPBIX TOBOPUTCS
B apXMBHBIX JOKYMEHTaX. B apXuBHOI CIpaBKE 3THU JAHHBIE BOCIPOU3BOIATCS Tak,
KaK OHU M3JI0)KEHbl B APXMBHBIX JOKYMEHTaX, a PacX0XKICHUS, HECOBIAJICHUS U
HETOYHBIE Ha3BaHUS, OTCYTCTBUE HMMEHH, OTYECTBA, WHULMAIOB WM HAIUYHE
OJTHOTO M3 HUX OrOBAapUBAIOTCS B TEKCTE CIpPaBKU B CKOOKax («Tak B JOKyMEHTE»,
«Tak B TEKCTE OPUTHUHAJIAY).

B npumMeyaHusx mo TeKCTy apXMBHOM CIIPaBKU OrOBapUBaOTCS HEPa300pUKBO
HallMCaHHbIE, UCIPABICHHBIE ABTOPOM, HE MOAJAOIIMECS MPOYTEHHUIO BCIIEIACTBUE
NOBPEXKIEHUsI TeKcTa opurrmHaia mecta («Tak B TekcTe opurmHanay, «B Tekcre
HEPa300PUHBOY).

B Texcre apXuBHOW CHpaBKM HE JAOIYCKAKOTCS W3MEHEHUS, HCIPABICHUS,
KOMMEHTApUHU, COOCTBEHHBIE BBIBOJIbI HCIIOJIHUTENS MO CONIEPKAHHIO ApXUBHBIX
JOKYMEHTOB, HA OCHOBAaHUH KOTOPBIX COCTABJIEHA apXUBHAsI CIIPaBKa.

B KoHIIe apXMBHOM CTIpaBKU MPUBOASATCS apXUBHBIEC MU(PHI 1 HOMEpA JIUCTOB
€AMHULl XPaHEHUSI apXUBHBIX JTOKYMEHTOB, ME€YAaTHbIE U3JaHUSI, NCIIOJIb30BABIINECS
IUIsl COCTAaBJICHUSI apXUBHOM CIpaBKu. B TekcTe apXWBHOW CHpaBKH AOMYCKAETCS
IPOCTaBIICHHUE ApPXUBHBIX MIM(PPOB U HOMEPOB JINCTOB €IMHUIL XPAHEHUS] apXUBHBIX
JIOKYMEHTOB Cpa3y MOCJIe HU3JI0KEHUS KaXa0To (aKTa WM COOBITHS.

B apxuBHO# cripaBke, 00beM KOTOPOM MPEBBIIIACT OJIUH JIUCT, JIUCTHI JOJIKHBI
OBITh TMPOIIMTHI, NMPOHYMEPOBAHBI U CKPEIUICHBI I€YaTbhi0 OPTaHU3AIMOHHOTO
oThena aJIMUHUCTpalUUMU TOPOACKOro okpyra ropon HoBoBopoHex. ApXuBHas
CIIpaBKa MOJIMUCHIBAETCS PYKOBOJUTEIEM annapara afMUHUCTPALMU U 3aBEAYIOIIEH
apXMBOM M 3aBEpsACTCS I€4aTbl0 OPraHU3alMOHHOIO OTAeNa aAMUHUCTPALMU
TOpPOICKOro oOKpyra ropox HoBoBopoHex.

[Tpr HEOOXOMMMOCTH K apXWBHOW CIpPaBKE MPHUIIATAIOTCS KOMUU apXUBHBIX
JOKYMEHTOB WJIA BBIIMCKU W3 HUX, MOATBEPKAAIOLIME CBEACHUS, U3JIOKCHHBIC B
apXMBHOW CIIPaBKE.

B apxuBHOU BBINIMCKE HA3BaHWE APXUBHOIO JOKYMEHTA, €0 HOMEp M Jara
BOCIIPOM3BOIATCS TOJHOCTHIO. V3BIIEUEHHUSIMU U3 TEKCTOB APXUBHBIX JOKYMEHTOB
JOJDKHBI OBITh MCYEpIIaHbl BCE MMEIOIMECS AaHHbIe Mo 3anpocy. Hauano u xoHen
KQKJIOTO M3BJICYECHMUSA, a TaKKe IPONYCKH B TEKCTE APXUBHOIO JOKYMEHTa
OTAEJIbHBIX CJIOB 0003HAYAIOTCS MHOTOTOYHEM.

ITonroroBieHHbIE pAOOTHUKAMH TOPOJCKOIO apXMBa CBEICHMS HAIIPABIISIIOTCS
PYKOBOAMTEINIO anmnapara aJMUHUCTPALUA FOPOJICKOro okpyra ropoa HoBoBopoHnex
HAa IMOATIMCH.
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PykoBogurens anmapata aAMUHUCTpPALlMM TOPOJICKOTO OKpyra TOpo.
HoBoBOpOHEk BO3BpAILIAET MPEACTABIECHHBIE HA MOANUCH JOKYMEHTBI B TOPOACKOM
apXUB C 3aMEUAHUSIMU, TUOO UX MOAMKUCHIBACT.

OO6mast MPOIOKUTENBHOCTh MPEAOCTABICHHUS] MYHUIIUNTAIBHON MPOLIETYPHI
COCTaBIISIET 5 AHEHU, U3 HUX:

- MAKCHUMAaJIbHbId CPOK BBIMOJHEHUS aJMUHUCTPATUBHOIO JEWUCTBUS IO
MOJIMKUCAHUIO COOOIIEHUSI MOIB30BATEN0 — 2 JHS ¢ MOMEHTA MOCTYIUICHUS OTBETa
Ha 3asiBJICHUE PYKOBOAMUTEIIO armapara aJMUHUCTPALIMU TOPOACKOIO OKpyra ropoj
HoBoBopoHex;

- MaKCUMAaJIbHbI CPOK HCIOJHEHUS AJMUHUCTPATUBHOIO JEHCTBUS TIO
HaIPaBJICHUIO COOOIIEHUS TIOJIb30BATENII0 — 3 JTHA C MOMEHTA MOCTYIUICHUSI OTBETA
Ha 3asBJIICHUE B OPraHU3ALMOHHBIA OTAEN aJMUHUCTPAIMU TOPOACKOTO OKpyra
ropoa HoBoBOpoHEK.

Cnernuanuct aIMUHHUCTpPAIIMU, B 3aBUCUMOCTU OT crioco0a oOpalieHus u
MOJIYYCHUsI pe3yJibTara MPEeAOCTaBICHUS MYHHUIIMIIAJIBHOW YCIyrd, W30paHHOTO
MOJIb30BATEJIEM, HAMPABJISECT YyKa3aHHbIC JIOKYMEHTHI TOJIb30BATENIO IO aJAPECYy,
yKa3aHHOMY B 3asIBJICHUU T10 TTOYTE 3aKa3HBIM MHUCbMOM C YBEJIOMJICHUEM.

ApxuBHas CIpaBKa, apXWBHAs BBIMMCKA U apXUBHAS KOIHS B Cly4yae JIMYHOTO
oOpalieHusl rpaxKaHuHa WU €ro JIOBEPEHHOTO JIMIIA BBIJIAIOTCS €MY TOJ] PACIIHCKY
OpU TPEIbABICHUM TNACIoOpTa WIM HWHOTO  YIOCTOBEPSIOLIErO0 JIOKYMEHTA;
JIOBEPEHHOMY JIMIly — TIPU TMPEeIbABICHUU JIOBEPEHHOCTH, OGOPMIIECHHON B
yCTaHOBJIEHHOM mopsake. [lomydarens apXuBHOW CIpaBKM M ApXMBHOW BBITUCKHU
pPaCIUCHIBAECTCS HA UX KOMUSIX WJIK HA 000pOTE COMPOBOIUTEIHLHOTO MTUChMa K HUM,
yKa3bIBas AaTy UX NOJy4YECHUSI.

PesynsraroM  aAMUHUCTPATUBHOIO  JACHCTBUSI  SIBIISIETCA  HaIpaBJICHUE
3aMnpallvBaeMbIX CBEICHUI MOJIb30BATENIO.

CnocoboM ¢ukcanuy BHITIOTHEHUS aIMUHUCTPATUBHOTO JEUCTBUS SIBISICTCS
perucTpanus B KypHaje UCXOIAIIEH KOPPECTIOHACHIIMHM COOOIIEHUS MTOJIb30BATEIIO
CHEUHUAIIMNCTOM OpPraHU3alMOHHOTO OTAeNa aJMUHUCTpPAlUUd TOPOJACKOTO OKpyra
ropoa HoBoBopoHeX.

4. @opMBbI KOHTPOJIA 32 HCIIOJITHEHHEM AIMUHUCTPATUBHOIO perjiaMeHTa

4.1. Texymmuii KOHTPOJIb COOJIOACHUS IOCIEAOBATCIPHOCTH JEHCTBHM,
OTpeCICHHBIX aIMUHUCTPATUBHBIMU poleaypamMu MpeA0CTaABICHUS
MYHHUITUTIAIBHON YCJIYTH, U TIPUHATUSA PEIICHUN CIEIUaliCcTaMU OCYIECTBISICTCS
JIOJDKHOCTHBIMHM JTUIIAMHU aJIMUHHUCTPALIMU TOPOJCKOT0 OKpyTa ropoa HoBoBOpoHEX,
OTBETCTBEHHBIMHU 34 OpPraHM3aIlUI0 PabOThI MO MPEIOCTABICHUIO MYHMITUIIAIBHON
YCITYTH.

4.2. CroenuanncTsl OpTraHU3aIlMOHHOTO oTJIena, OCYIIECTBIISIONINE
JEUCTBUS B COOTBETCTBUHU C HACTOAIMMM PerinaMeHToM, HECYT OTBETCTBEHHOCTH 3a
JOCTOBEPHOCTh MPEAOCTABISIEMBIX CBEJICHUMN.
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4.3 Texymuii KOHTPOJIb OCYIIECTBISAETCS yTeM MPOBEICHUSA
JTOJDKHOCTHBIM ~ JIMIIOM,  OTBETCTBEHHBIM 32  OpraHuzaiuioo  paboThl MO
MPEAOCTABICHUIO MYHUIIMTIAILHON YCIYTH, MPOBEPOK COOIOACHUS U HCTIOTHEHUS
CIelIMaJIMCTaMU  TIOJIOKEHUM Hacrtosero PermamMeHTa, WHBIX HOPMAaTHBHBIX
IIpaBoOBBIX aKTOB Pocculickoit dexepanum.

4.4, KoHTpoJab TMOJHOTHI W KayecTBa MPEIOCTABICHUS MYHUIIUMAIbHOMN
yCIYTH BKJIIOYaeT B ce0s MPOBEICHHE MPOBEPOK, BBISBICHHE W YCTPAaHCHUE
HapyIIEHUN TOPsIAKA BBINIOJIHEHUS TOJIOKEHUM HacTosiero Permamenra.

4.5. Tlo pe3ynpraTaM TpPOBEACHHBIX MPOBEPOK B CIy4ae BBISBICHUS
HapyIIEHU OCYIIECTBIISIETCS MPUBICUYECHUE BUHOBHBIX JIUI K OTBETCTBEHHOCTH B
COOTBETCTBUH C 3aKOHOAATENbCTBOM Poccuiickon denepanumu.

5. locyneOHblii (BHeCY1e0HBbII) MOPSA0K 005KAJTOBAHUSA PellICHUN U
npeiicTBuil (0e31eliCTBUS) OPraHa, MPeA0CTABIAIIIEr0 MyHUIUNIAJIBLHYIO
yCJIYry, a TaK:Ke J0JKHOCTHBIX JIMI, MYHUIIUNATBHBIX CJIYKAIINX

5.1. 3asBUTENb MOXKET OOPATUTHCA C JKAJIOOOM B CITyUasx:

- HapylIeHUs] CpOKa PETUCTpAIlMU 3alpoca 3asBUTENS O MPEAOCTABICHUU
MYHUILIMTIAJIBHOMN YCIIYTH;

- HApYLIEHUS CPOKa MPEAOCTABIECHUS MYHUIIUIIAIBHON YCIIYTH;

- TpeOOBaHUS Y 3aIBUTEINSI JOKYMEHTOB, HE MIPEyCMOTPEHHBIX HOPMATUBHBIMU
npaBoBbIMU akTaMu Pocculickoit denepannn, HOpMaTUBHBIMA IIPAaBOBBIMU aKTaMH
Boposnexckoii 001acTi, MyHUIIUTATbHBIMUA MTPABOBBIMH aKTaMU TOPOICKOTO OKpyTa
ropox HoBoBopoHek, HacTosAmuM PermameHnTom;

- OTKaza B IMpUEME JOKYMEHTOB 3asBUTENS, IPEIOCTABICHUE KOTOPBIX
MPEyCMOTPEHO HOPMATMBHBIMU NPaBOBBIMH akTamu Poccuiickoit ®denepanuu,
HOPMATHBHBIMHM TPaBOBBIMH akTaMu BopoHexckod o01acTu, MyHHUIMNAIbHBIMUA
IPaBOBBIMU aKTaMU TOPOACKOr0 Okpyra ropoa HOBOBOpOHEX, HACTOAIIUM
PernamenTom;

- HEOOOCHOBAHHOTO 0TKa3a B MPEIOCTABICHUNA MYHUITUTIATLHON YCIYTH;

- 3aTpe0OBaHUs C 3asABUTENS MPHU MPEAOCTABICHUH MYHHUIUNATHHOW YCIyTH
IJIaThl, HE MPEAYCMOTPEHHOW HOPMAaTWMBHBIMHU IIPABOBBIMU akTamu Poccuiickon
Qdenepanu, HOPMAaTUBHBIMHM IPAaBOBBIMU akTamMH BopoHexckoil oOrnactw,
MYHUIMITAJIBHBIMA TIPABOBBIMU AKTaMHU TOPOACKOrO OKpyra ropox HoBOBOpoHEX,
HacTosuM PernmameHToM;

- OTKa3a JOJHDKHOCTHOTO JIMIA, COTPYAHUMKA aJMHHUCTPALIMU B HMCIPABICHUU
JOMYIIEHHBIX OMNEYaTOK M OIIMOOK B BBIAAHHBIX B PE3YJIbTATe MPEIOCTABICHUS
MYHHUITUTIATBHOW YCIYTH JOKYMEHTaxX JIMOO HapyIlieHHWE YCTaHOBJIECHHOTO CpOKa
TaKUX UCTPABICHUM.

5.2. ’Kanob6a momaercs B muchbMeHHOW ¢GopMe Ha OyMaKHOM HOCHUTENE, B
ANIEKTPOHHOU (popMe B aAMUHUCTPALINIO TOPOJICKOTO OKpyra ropon HoBoBopoHexk.

Kanoba Moxker ObITH HampaBieHa MO TOYTE, C UCIOJIb30BAHUEM
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MH(pOPMaIIMOHHO-TEJIEKOMMYHUKAIIMOHHON ceTH "MHTepHET, a Takke MOXKET ObITh
MIPUHATA MPU JTUYHOM TPUEME 3asIBUTEIIA.
5.3. ’KanoOa nomxHa coaepKarh:

- HauMMEHOBaHHME OpraHa, NPEIOCTABISIONIETO MYHHUIUNAIBHYIO YCIYTY,
JOJDKHOCTHOTO  JIMIIA, COTPYAHUKA aJMUHUCTpAIlMU, pelIeHHe U JeUCTBUs
(Oe3neiicTBHE) KOTOPBIX 00XKATYIOTCS;

- (pamunuto, uMs, oTuyecTBO (MOCHEAHEE - MPU HAJMYUU), CBEIACHUS O MECTE
KUTEIBCTBA 3asBUTENA - (U3UYECKOTO JIMIa JTUOO HAMMEHOBAaHWE, CBEICHUS O
MECTE€ HAXOXKJEHHUS 3asBUTENIS - IOPUIAYECKOrO JIUIA, a TakXke HoMep (HoMmepa)
KOHTaKTHOTO TeniedoHa, ajapec (ampeca) SJIEKTPOHHON MOUTHl (MIPU HAIUYUU) U
MOYTOBBIN aApec, O KOTOPHIM JTOJDKEH OBITh HAIIPaBJIEH OTBET 3asIBUTEIIO;

- cBeneHusT 00 OOKalyeMbIX pEIICHUSX ¢ JeUCTBUsAX (Oe31eiCTBUM)
JOJPKHOCTHOTO JIUIIA, COTPYIHUKA aIMUHUCTPALINH;

- JIOBO/IbI, HA OCHOBAaHHHM KOTOPBIX 3asBUTEJIb HE COIIACEH C pEIIeHUEeM H
nericteueM (0e3neicTBHEM) aAMUHUCTPAIMK, JOHKHOCTHOTO JIMIA, COTPYIHHMKA
aIMUHUCTpPAIIMK. 3asBUTEJIEM MOTYT OBITh TIPEICTABICHBI JIOKYMEHTHI (TIpH
HAJIMYUH ), TIOATBEPIKIAIOIINUE IOBOIBI 3aBUTEIIS, JIMOO UX KOIIHUH.

5.4. KanoGa, moctynuBiias B aJIMUHHUCTPALIUIO, TMOJJIEKHUT PACCMOTPEHUIO
IJ1aBOM aJMUHUCTPAIIMM, 3aMECTHTENIEM TJIaBbl aJIMHHHUCTpAIlUU, HaJACICHHBIMHU
MOJTHOMOYMSIMHU IO PAaCCMOTPEHUIO Kajio0, B TeUEHUE MSATHAAIATH pabouuXx JHEH co
IHS €ee perucrpaiuud, a B clydae OOKaJloBaHMS OTKa3a aJMUHUCTpAIlUH,
NOJDKHOCTHOIO JIMIIA, COTPYIHHMKAa AaJMUHUCTPAlUM B IpPUEME JOKYMEHTOB Y
3asiBUTEINS JTMO0 B HCIPABICHUM JOMYIICHHBIX OMEYAaTOK W OLIMOOK WJIM B CiIydae
00a0oBaHUs HAPYUIECHUS! YCTAHOBIEHHOTO CPOKAa TaKWUX HUCIPABICHUH - B TEUCHHE
ST pabOUnX THEH CO JAHS €€ PEeTUCTpaIliH.

5.5. Tlo pe3ynsraram pacCMOTPEHHS >KajloObl, aAMUHUCTpALHS TPUHUMAET
OJTHO U3 CJIEAYIOIIMX PEIICHUM:

- YIOBJIETBOPSET kajao0y, B TOM 4uCie B (hOpMe OTMEHBI IPUHITOTO PEIICHHUS,
UCIIPABICHUS JOMYIIEHHBIX OIMEYaTOK M OIIMOOK B BBIIAHHBIX B pPeE3yabTare
MPEAOCTABICHUS MYHULMNAIBHON YCIyrM JOKYMEHTaX, BO3Bpara 3asiBUTEIIIO
JEHEKHBIX CPENICTB, B3UMAHUE KOTOPBIX 3aKOHOAATEIHHO HE MPEyCMOTPEHO;

- OTKa3bIBACT B YAOBICTBOPECHHUH >KaJIOObI.

AMuHUCTpaIUs MPUHUMAET perieHrne 00 OTKa3e B YAOBJICTBOPEHUU >KaJlOObI
10 pe3yJbTaraM €€ pacCMOTPEHUS B CIIyYasix:

a) HalW4he BCTYNUBIIETO B 3aKOHHYIO CUJy DPEIICHHS Cyda, apOUTpa)KHOTO
CyZa 1o ajiobe 0 TOM K€ MPEeIMETE U MO TEM K€ OCHOBAHUSM;

0) momada KajaoObl JUIOM, TIOJIHOMOYHS KOTOPOTO HE TOATBEPKICHBI B
MOPSAAKE, YCTAHOBIICHHOM 3aKOHOAATENbCTBOM Poccutickoit denepanuu;

B) HallM4HMe PEIICHHUS MO ajo0e, MPUHATOrO paHee B OTHOUICHWUU TOTO XKe
3asIBUTEISI M TIO TOMY K€ MIPEAMETY KAIOOBI.

5.6. He nmo3nHee qHA, CIEQYIOMIETO 32 THEM NPUHATHS PELIEHUs, 3asBUTEIIIO B
MUCbMEHHON QopMe 100 MO IKEIAaHWUIO 3asBUTENS B DJICKTPOHHOU dopme
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HaIpPAaBIIE€TCSI MOTUBUPOBAHHBIN OTBET O pe3ylibTaTaX pacCMOTPEHHUS KaJl0OBbI.

AaMuHUCTpalus BIpaBe OCTaBUTH kajao0y 0e3 OTBETa B CIEAYIOLINX CIydasx:

a) HaJIM4YKeE B jKaJI00€ HELIEH3YPHBIX JTMOO OCKOPOUTENBHBIX BBIPAXKEHU, yTrpo3
KU3HU, 30POBbIO U UMYIIECTBY JIOJKHOCTHOTO JIUIIA, & TAK)KE YWICHOB €r0 CEMbU;

0) OTCYTCTBHE BO3MOXHOCTH MPOYUTATHh KAKyIO-THUOO YacTh TEKCTa KajoObl,
dbamMminio, UMs, OTYECTBO (MPU HAIWYMK) W (WJIM) TOYTOBBIM aapec 3asBUTENS,
yKa3aHHbIE B Kanooe.

5.7. B cilyyae yCTaHOBJIEHHS B XOAEC WM IIO PE3YJIbTaraM pPacCMOTPEHUS
&KanoObl TMPU3HAKOB COCTaBa AJMUHUCTPATUBHOIO MPaBOHAPYILICHHUS  WJIU
NOPECTYIUICHUS TOMKHOCTHOE JIMIIO, HAJIEJIEHHOE TTOJTHOMOYMSIMU IO PACCMOTPEHUIO
XKano0 He3aMeUIMTENIbHO HaNpaBIsieT HWMEIOIIMecss MaTepualibl B OpraHbl

IPOKYpaTyphbl.
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