AAMUHUCTPALIMSI MYHULMITAJIBHOI'O OBPA30BAHUS
«CBETJIOBCKHUHU I'OPOJCKOM OKPYT»
KAJIMHUHI'PAJICKOM OBJIACTH

NIOCTAHOBIEHMUE
Ne 050

or 25, /0 2021 .

r. CBetublii

O6 yTBep)neHHH aIMHHHUCTPATHBHOTO PErilaMeHTa npepocrasneHus MbY
«MACT O» MyHHIMIAIBEHOM yCITyTH «HMHdopmanmonHoe obecnevenune GU3NUECKUX 1
TOPUAMYECKHX JIMIL Ha OCHOBE I0KyMeHTOB ApxuBHOro (onaa Poccuiickoit Menepanmu u
APYTHX apXHUBHBIX TOKYMEHTOB, ITPEIOCTABJIEHHE APXUBHBIX CIPABOK, ADXHBHBIX
BBIITUCOK U KOITMM apXHUBHBIX JOKYMEHTOBY

B coorsercTBum ¢ Ykasom Ipe3unenta Poccuiickoii ®enepauun ot 21.07.2021 .
Ned74 «O HalMOHANBHBIX LEAX pa3BUTHS Poccuiickoii ®enepauuu Ha nepuox a0 2030
rozia», B UCIOJHEHUHU THcbMa Munucrepersa PO ot 08.09.2021 NeOK-I1-13-070-38969
MunncTepeTBa HHYPOBOro pasBUTHS, CBA3H M MACCOBBIX KOMMYyHHUKauui PO,

[TOCTAHOBJISAIO:

1. YTBepaNTh aIMHHUCTPATHBHBIN PErIAMEHT NPENOCTaBIeHHUS MYHHUIUNATbHOM
yenyru MBY «MACI'O» «UHdpopmarmonHoe obecrieyeHe Qu3HYeCKHUX U IOPUANYECKHX
JIMIL Ha OCHOBE I0OKYMEHTOB ApXHBHOTO (hoHna Poccuiickoit ®enepannu u JIpYTHX
APXMBHBIX TOKYMEHTOB, NPEOCTABICHHE APXUBHBIX CIIPABOK, ApXUBHBIX BBIMTHUCOK U
KOITHH apXUBHBIX TOKYMEHTOBY» COTJIACHO TPHIIOKEHHUIO.

2. Ynpasnenue fenamu agMuHUucTpanud MO «CI'Oy (M.A.MepmoHaxoBa) o6ecreunTs
ONyOJIMKOBAaHWE HACTOSINEr0 MOCTAHOBJEHHS B CPEICTBAX MACCOBOIA UHpOpMaLUH |
pasMelIeHue Ha caliTe aAMMHUCTpauuy CBETIIOBCKOTO TOPOJCKOTO OKPYTa;
3.KoHTponb 3a HCHONHEHHEM HACTOSIIETO IOCTAHOBIEHHS BO3IOKHTH HAa IUpeKTopa
MBY «MyHnuuunnansasii apxius CBETIOBCKOTO FOPOLCKOrO okpyra» XX.®. I'pudanony.
4.IlocTaHoBIIEHHE BCTYMAET B CHITy €O JHS ODHUIHATLHOTO Oy GIMKOBAHHS.

WU. 0. rnaebl aaMUHUCTPaLUM O.M.YCMEHCKWUN




[Ipunoxenue
K ITOCTaHOBJICHUIO aJMUHUCTPALIUH
MO «CBeTI0BCKUI MOPOJACKON OKPYI»
Ne /0400t « 25 » 70, 2021 &

AJIMUHUCTPATHUBHBIN PETJIAMEHT
npenocrapienuss MBY «MyHuuunaabHplii apxu CBeT/10BCKOro ropoicKoro
OKpyra» MyHHuHnaabHoii yeayru « Mudopmaunonnoe odecneuenne GH3HUECKHX H
IOpHAMYECKHX JIML HA OCHOBE JOKYMeHTOB ApXxuBHOro ¢ponaa Poccuiickoi
denepaluy U APYTHX aPXHBHBIX JOKYMEHTOB, NIPe10CTaB/1eHHe aPXHBHBIX CNIPABOK,
APXMBHbIX BBINHCOK H KONHH ApPXMBHBIX JOKYMEHTOB»

I. O0mue NoJ0KEeHHSA

1.1.Ilpeamet perynupoBaHus:
AIIMUHUCTpPATUBHBIM pPErJiaMeHT MPeJOCTaBICHUs MyHULIUIIATBbHON yCIyTH
«ndopmannonHoe odecreueHue GU3NIECKUX M IOPUINYECKUX JIML Ha OCHOBE
JIOKyMeHTOB ApxuBHOro (onna Poccuiickoii denepaiuu U Ipyrux apXuBHbIX
JIOKYMEHTOB, TIpe0CTaBIeHNE aPXHUBHBIX CIIPABOK, APXHUBHBIX BBIIMCOK U KOTIHH
apXMBHBIX JOKYMEHTOBY (J1ajiee — PernamMeHT) onpefiesisieT CpOKH, MOCIe10BaTEIbHOCTD
neficTBUi (aIMHHUCTPATHBHBIX NPOLEAYP) PU NMPEAOCTAaBIEHUH MyHHULIUTIAIbHON
YCITYTH, 2 TaKXkKe TIOPsIoK 0fxanoBaHus AeHcTBUSA (Oe31eiCTBUS) NODKHOCTHBIX JIUIL,
OTBEYAIOUIMX 3a MPe0CTaBIeHHe MyHULUIAIBHOM YCIYTH.

1.2. Kpyr 3asBuTenei.
dusnyecKue JIMIa U IOpUAUYECKUE JIMlla He3aBUCUMO OT (hopMbI COOCTBEHHOCTH.

1.3. IlpenocraBieHne apXUBHBIX CIIPABOK, BBIUCOK, KOMHI apXUBHbIX JIOKYMEHTOB
Ha OCHOBE J0KyMeHTOB ApxuBHOTO (oHaa KaauHUHrpaackoi 061acTi U Apyrux
ApPXMBHBIX JIOKYMEHTOB, OCYILIECTBISETCS MyHHLHMIAIbHBIM OIO[PKETHBIM YUpeKIeHHEM
«MyHuLMnaabHbid apXuB CBETI0BCKOIO rOPOACKOro OKpyra», opraHaMi MECTHOIO
CaMOyIpaBJIeHUs 1 OpraHU3alUsIMU TIPH HAJIMUKH Y HUX COOTBETCTBYIOLIMX JOKYMEHTOB,
HEOOXOAMMBIX /111 HCIIOJIHEHHSI 3alIPOCOB MOJIb30BATENIEH.

1.4. TpeGoBaHus K MOPSAKY MHGOPMHUPOBAHUS O NIPEAOCTABICHHH MyHHIIUNIATbHOM
YCIIyTH.
MecTto HaxoxneHus MBY «MyHuuunaneHblii apxus CBETIOBCKOTO rOPOJACKOro OKpyra
1 ero Mo4YTOBBIH aJpec:
238340, r. Cetnslid, ya1. CoBetckas, 47
Ten/dakc MYHHULMIATBHOTO apXxuBa OCYILECTBJIAIOLLEr0 MYHULMTIATbHYO
yeayry:8(40152) 3-24-84
['padmk paboThl MyHULIMIIAIBHOTO apXHBa:
noHezenbHuK - natHuua 8.00 — 17.00, nepepsis: 12.00-13.00
MpUEMHBIE JHHU:
noHeneabHHK, cpena, yerBepr: ¢ 13.00-17.00
cy000Ta U BOCKpeCeHbE — BBIXOJIHBIE JHH



TMOCJIeIHsAS NATHHULA KaX/I0ro Mecsilia - CaHUTAPHBIN JeHb
OJNEeKTPOHHBIN aJpec MyHULMNAIbHOTO apxuBa: arhivsvetlii@rambler.ru

1.5. CBezieHus 0 mopsiiKe MOTy4eHHUs 3asABUTEIIMH HHGOPMAIIMH TI0 BOIIpOCam
IIPEI0CTaBIEHHUs MyHULIMIIAIbHON YCITyTH JOBOAATCS CleIyHIIUM obpa3zoM:
- UHJMBHyallbHOE UHPOPMHUPOBAHHE;
- nyOiM4HOEe UH(POPMUPOBAHHUE;
- C MHCIOJb30BaHUEM CpEACTB TeAe(OHHOM, IIOYTOBOM CBsS3e U BJIEKTPOHHOIO
UH(}OPMHPOBaHUH,
- B CPEICTBaX MaccoBO# HHbOpMALIH;
- Ha O(MLIMATBHOM CcaiiTe aIMUHHUCTPALIMH MYHHUIMITAILHOTO 00pa3oBaHus «CBETIOBCKHN
TOPOACKOM OKPYI»;
- Ha HH(OPMALMOHHBIX CTeHIaX B MOMELIEHUIX apXHBa;
- B pa3aTO4YHbIX HHQOPMALMOHHBIX MaTepuanax (Opoutopax, Oykierax),
-MCII0NIb30BaHKe (eepanbHO rocyaapcTBeHHON HH()OpMaUHMOHHON cHucTeMbl «EmXMHBIH
noprajn rocyaapCTBEHHBIX U MYHULIUTATBHBIX yCIyT (bynxIui)»
(https://www.gosuslugi.ru) (nanee- Enqunsiit mopran)/
WHbopMupoBaHue OCyIIeCTBISIETCS HAa PyCCKOM SI3bIKE.

1.6. IIpu KOHCYIBTHPOBAHUH MOJIB30BaTENEH 110 TeleOHY U Ha JIMYHOM IpHUeMe
OUPEKTOP MYHULIMTIAIBHOTO apXMBa 1aeT UCUEpIIbIBAIOIIYIO HH(OPMALIKIO 10 BOIIpOCaM
OpraHu3aluy oOpalieHu# (3arpocoB), CBA3aHHbIX C HHHOPMAILMOHHBIM 00eCIeYeHUEM
[10JIb30BaTENECH.

1.7.TTopsnok, bopma 1 MeCcTO pa3MelleHus HHHOPMALIUHU IO BOIIPOCaM
[IPEI0CTaBJIEHUS] MyHULIUTIAJIbHON YCITYTH.

NHubopmanus no npoueaype UCIOTHEHHUS MyHHULIMIIATBHOMN YCIYTH pa3MelaeTrcs:

- Ha UHGOPMAIMOHHBIX CTeHIaX B MOMELIEHUSIX apXHBa;

-Ha oHULHATBEHOM CalTe aIMHUHUCTPALMH MYHHUIUNIATLHOTO 00pa3oBanus «CBETIOBCKUN
ropozackoi okpyr» (http://cBeTnbiit.pd);

- 110 TUCbMEHHBIM 00pallleHUsIM;

- 110 TenedoHy;

- T10 3JIEKTPOHHOM MOUTe;

- IIpU JIMYHOM OOpalleHuy rpaxjaH,

- Ha €IMHOM IIOpTaJle roCyAapCTBEHHBIX U MYHHULIMITAJIbHBIX YCIIYT.

1.8.Ilepeuens, mnpenocTaBisieModt HHGOpPMAUKMK 1O BOINPOCAaM HCIIOJIHEHHS

MYHHULHUIIAJIBbHON YCIIyTH:

- peXuM paboThl apXUBa;

-ajipec U HoMep TenedoHa,

- aZpec JEKTPOHHOM IOYTHI;

-[IepeYeHb JIOKYMEHTOB, IPEJOCTaBJICHHE KOTOPBIX HEOOXOOUMO i1 MCIOJHEHHS
MYHULIMTNIAJIBHON yCIIYTH;

- TNOPAAOK TMpEeNOCTaBIE€HHS MYHHULHUNAILHOW YCIYyrdH, TOM 4ucie HHdopmauus o6
aJMUHUCTPATUBHBIX IMpoLEaypax, O Nopsake U GopMax KOHTPOJIS 3a NMPeAOCTaBICHUEM
MYHULMNAIBHON  YCIyTH, O IIOpsiAKe oOXKajnoBaHUs jaeWcTBuil  (Oe3nelcTBHiL)
JIOJDKHOCTHBIX JIMLL;



- epeyeHb OCHOBaHWM, IIpM HaJIM4YMM KOTOPBIX MYHHLHIIAIbHAs YycCJlyra He
[IPE10CTaBIIACTCS;

- HOPMaTHUBHO-IIPaBOBBIE AKThl, OTHOCAIIMECS K UCIIOJHEHUIO MyHULMIIaTbHON YCIYTH.

- [Iepe4YeHb JOJDKHOCTHBIX JIML, SBJSIOIIMXCS OTBETCTBEHHBIMHU HCIIOJIHUTEISIMU
MYHHUUHUIIAJBHOHN YCIIYTH,

-MCUEpNbIBAIOLIMKA  IIepeYeHb JOKYMEHTOB, HEOOXOJMMBIX [ HpeJoCTaBJICHHUs
MYHHULMIIATBHOH yCIIyTH, TpeOOBaHMsA K O(OPMIIEHUIO yKa3aHHBIX JOKYMEHTOB,

- KpYT 3asiBUTENIEH,

-1opsIoK 3anuck Ha npueM B MBY «MACI'O» s moaaum 3ampoca nocpeactsoM Enunoro

roprajla IOCYJapCTBEHHBIX W MYHHUMNAIbHBIX YCIyr (dyHKUMi), odULMaIBHOrO caira,
BKJIFOYAIOLIIUHI:

— BO3MOJKHOCTb O3HAaKOMJIEHUS C pacnucaHueM paOoThl OpraHM3allMKM, a TakKe C
JOCTYIIHBIMU IS 3alIUCH HA NIPUEM JaTaMu;

— BO3MOXXHOCTB 3allMCH B J10ObIe CBOOOJHBIE I NpHeMa JaTy U BpeMs B Ipejeliax

YCTaHOBJIEHHOTO B apXuBe rpaduka npueMa 3asBuTeliei;

1.9. Ins o3HakoMiIeHUS C HMH(pOpMaLMell O MpeAoCTaBIeHUH MYHHUIIMIIAILHON
yCIyrM B IIOMEIICHMSX apxuBa pa3MelleH HH(GOPMAaLMOHHBIM CTEHI, Ha KOTOPOM
pa3MelleHa cieayrouas MHpopMarms:

- peXHUM paboThI apXHBa;

- Homep TenedoHa, MOYTOBBIN U ANEKTPOHHBIN aapeca apX1Ba,
-HACTOSILIMI perjiaMeHT,

-[IPEeMCKypaHT IIATHBIX yCIyT

- 00pa3iibl 3aroNIHEeHUs NTUCbMEHHbIX 3asBICHU

2.CTaHaapr npeaocTaB/jeHUs] MYHHUHNAJABHOM yCIyr

2.1.HaumenoBanue MmyHuLMnanbHou ycnyru: «MubopmannonHoe odecnedenue
(U3MYeCKUX U FOPUAMYECKHX JIML Ha OCHOBE JOKYMEHTOB ApXuBHOro (onma Poccuiickoi
®enepanuu ¥ APYTUX apXUBHBIX JOKYMEHTOB, MPEAOCTABICHHE aDXUBHBIX CIIPABOK,
apXUBHBIX BBIIIMCOK U KOIMH apXMBHbBIX JOKYMEHTOBY» ([ajee - MyHULMIAIbHas yCIyra).

2.2 MynuuunanbHas yciyra IpeJoCTaBIsSeTCAd MYHHMIMNAIBHBIM  OOIKETHBIM
yupexaenueM «MyHuumnanbHeli  apxuB  CBETIOBCKOrO  TOPOACKOTO  OKpyray.
JIOJOKHOCTHBIM JIMLIOM apXMB, IPEJOCTAB/SIOLIMM MYHULUUNATbHYIO YCIYTy, SABJISETCS
Jupexrop.

2.3. Onucanue pe3dynbraTa peaoCTaBIeHUS MyHHLIMNIAIbHON YCIIyTH:

Beigaua apXuBHBIX CIIPABOK, BBIIMCOK, KOMUA JOKYMEHTOB 110 COLIMATBLHO-IIPABOBBIM
3arpocaM, KacarollMXCs II€HCHOHHOro ofecredeHusi,  3arnpocaM HMMYIIECTBEHHOTO
XapakTepa, TEMaTHYECKMM 3alpocaM, HaXOASIIMXCS Ha apXHBHOM XpaHEHHH B
MYHULIMIIAILHOM apXUBe, JIM0O0 OTKa3 B MX BbIJ1aye.

2.4.Cpok HCIOJIHEHUS MYHULHUINAIBHOM yCIyrH cocTaBisgeT He 6Oonee 30
KaJeHJapHbIX AHEH CO JHS perucTpallid B MYHULMIAIbHOM apxuBe. Eciu okoH4aHue



CPOKa HCIOJHEHHs NPHXOAMTCS Ha Hepabouuil AeHb, TO OHEM OKOHYAHHS CpOKa
MCIIOJTHEHHUS] CUUTAETCS CIEAYIOUIMIA 32 HUM pabo4uil AeHb.

3anpoc, MO KOTOpPOMYy B MYHHIMIIAJIBHOM apXHBE€ OTCYTCTBYIOT JOKYMEHTEI
(HempoduIIBHEIN 3ampoc), HANpaBIAETCS [0 TNPUHAIEXHOCTH B COOTBETCTBYIOLIYIO
OpraHM3alMIo, Ileé MOIYT XPaHHUTHCS HEOOXOAUMbIE JOKYMEHTHI, HE IO3JHEe YeM B 7-
OHEBHBIM CPOK CO JHA pErucTpaluyd 3ampoca C yBEJOMJIEHHEM 3asBHUTENS O
repeazpecanuy 3ampoca.

2.5.1lepeyeHs HOpPMAaTHBHBIX IIPAaBOBBIX aKTOB, PErYJHUPYIOIIUX OTHOIIEHUS,
BO3HUKAIOIIKE B CBSA3H C NPENOCTABICEHUEM MYHHUIMIIAIBHON YCIYTH, C YKa3aHHEM HX
PEKBHU3UTOB M UCTOYHUKOB O(PULIMATIBLHOTO OITyOJIMKOBAHHUS:

Koncruryuus Poccuiickoit @enepaunu («Poccuiickas razera 25.12.1993, Ne 237);

3akon Poccuiickoli @enepanuu ot 21 urons 1993 r. Ne 5485 «O rocynapcTBeHHOM
taiiHe» (CoOpanue 3akoHomatenbcTBa Poccwuiickoit ®@enepauuu, 1997, Ne 41, cr1.8220-
8235);

®enepanbHbiil 3akoH 0T 22 okTaAbps 2004 r. No 125-®3 «O06 apXWBHOM Jielie B
Poccuiickoii ®enepanun» (Cobpanue 3akonoxarensctBa Poccuiickoit ®enepannu, 2004,
Ne 43, c1.4169);

@enepaneupii 3akoH oT 02 mag 2006 r. Ne 59-@3 «O mnopsiike paccMOTpeHUs
obpamenuit rpaxmgaH Poccuiickoit ®epepanum» (CoOpaHume 3aKOHOIATENLCTBA
Poccuiickoit ®eneparyu, 2006 r. Ne 19, ¢1.2060);

®enepaneupii 3akoH ot 27 wmona 2006 r. Ne 149-d3 «O6 wunbopmauuwy,
MHQOPMAllMOHHBIX  TEXHONOTMSAX W O  3amure  uHpopmammu»  (CobpaHue
3akoHozarenbcTBa Poccuiickoit @enepaunu, 2006, Ne 31, 4.1, cr. 3448);

Yka3 [lpesunenrta Poccuiickoit @enepauuu ot 31 mekabpst 1993 r. Ne 2334 «O
JOTIOJHUTENBHBIX TapaHTUSX MpaB rpaxaaH Ha wuHpopmauuio» (CoOpaHue axTOB
IIpesunenta u [IpaBurensctBa Poccuiickoit @enepanuu, 1994, Ne 2, c1.74);

3axoH Kanununrpaackoi obmnactu ot 12 urons 2006 r. Ne 41 «O6 apXuBHOM felie B
Kanununrpanckoir obnactu» («Komcomonbckass mpaBna» B Kamununarpame», Ne 103,
18.07.2006);

[Tocranosnenue IlpaBurensctBa Kanununrpaackoi obnactu ot 28 oktsa6ps 2005 r.
Ne 26 «O muHuctepctBe KynbTypbl Kanununrpanackoi obmactu» («Poccuiickas raseray,
Ne 4 or 13.01.2006 r.);

[Ipuka3 MuHHUCTEpPCTBA KYJBTYpPhl M MAacCOBBIX KOMMYyHHUKauui Poccuiickoi
Oenepauun ot 18.01.2007 Ne 19. «O6 yTBepkIeHHH MpaBUJI OpraHU3ALMHN XpaHEHUS,
KOMIUIEKTOBaHHS, yuyeTa U UCIIOJIb30BaHUs NOKyMeHTOB ApxuBHoro ¢onxa Poccuiickoii
denepauuy UM IPYrMX apXWUBHBIX HOKYMEHTOB B TOCYAapCTBEHHBIX M MYHHULMIAIBHbIX
apxuBax, Mysesx U Oubnuorexax, opraHuzauusx Poccuiickoil axkaIeMHu Hayk»
(3apeructpupoBaH B~ MunucTepcTBe  roctuimd  Poccmiickoit  Denepauuy,
peructpauuoHHelii Ne 9059 ot 6 mapra 2007 r.) («bronnereHp HOPMAaTUBHBIX AKTOB
(enepaibHbIX OPraHOB UCTIOJHUTEILHOMN BiaacTu», Ne 20, 14.05.2007).

Pemenne okpyxHoro CoBeTa [emyTaToB MYHHULMIIAIBHOTO  00pa3oBaHUA
«CBetyioBcKHMH ropojackoit okpyr» Ne25 ot 19.02.2010 r. «OO6 yTBepXneHUHU
MpekcKypaHTa Ha IUIaTHbIE YCIyTH, BeITToaHsIeMbie MY « MACI O»



[TocTaHOBJIEHHE IN1aBbl MyHMLHMIIAJIbHOIO 00pazoBaHUs «CBETIOBCKUM TrOpOACKOM
okpyr» Ne94 or 28.02.2002 r. «O co3maHMKM MYHHLUUNAILHOIO YYpexAeHHUs
«MyHuunanbHbiil apxuB CBETIOBCKOI0 FOPOJICKOT0 OKpyray,

IlocTaHOoBNEHHWE IIaBbl MyHULMNAIbHOIO 0Opa3oBaHus «CBETIOBCKUN TOPOACKOM
okpyr» Ne962 ot 14.11.2011 r. «O nepernMeHOBaHUU U 00 YTBEpP)KACHUM U3MEHEHUU B
YcraB  MyHUUMIAJIBHOTO  yupexaeHus «MyHuuunanbHelii apxuB CBETIOBCKOIO
rOPOJCKOr0 OKpyra»

2.6. McuepnbiBalolyii nepeyeHb JOKYMEHTOB, HEOOXOJUMBIX ISl MPeIOCTaBIEHUS
MYHULMNATBHON YCIYTH BXOSIT:

Jns pusznueckux ULl

Ilo 3ampocaM, He KacaroOLIUMMCS NEHCHOHHOro olecneyeHus (MMYIIECTBEHHOTO
Xapaxkrepa)

- 3asgBieHue (3ampoc), mo Gopme cornacHo npuiokeHuo Nel Kk Hacrosiemy
aIMUHUCTPATUBHOMY perJIaMeHTy.

- JOKYMEHT, Y10CTOBEPSIOLIMN JIUUHOCTD (I1acmopr)

- JIOKYMEHT, MOATBEPXAAIOLIUN MOJHOMOYHUS MpeAcTaBUTENs (U3UYECKOro JIMIa
JEeHCTBOBATh OT €r0 UMEHHU (JOBEPEHHOCTh, O()OPMJIEHHAs! B YCTAHOBJIEHHOM IOPSAKE H
JIOKYMEHT, y10CTOBEPSIOUIUN JTUYHOCTB).

ITo coumanbHO- MPaBOBEIM 3allpocaM, KacarolIUuXcs NEHCMOHHOIro obecrneyeHus::

- aHKeTa-3asBJICHHE /U1 HaBEJEHHUS AapXUBHOM CIIpaBKU O cTaxe paboOThl H
3apaboTHOM muiaThl 110 AokyMeHTaM MBY «MACI'O» no ¢opme coriaacHO NpUIIOKEHUIO
No2 k HacTosiLIEMY perjiaMeHTy

- KOTIUS TPYAOBOM KHHMIKKHU;

- TOKYMEHT, YJOCTOBEPSIOLIHI TUIHOCTH (Tacropr);

- JOKYMEHT, NOATBEPXAAIOLIUN IOJHOMOUYHUS MpPEACTaBUTENS (HU3UYECKOIO JIMIA
NefcTBOBaTh OT €ro MMEHHU (JOBEPEHHOCTh, OOpMIIEHHAss B YCTAHOBIIEHHOM IOPSAKE U
JNOKYMEHT, YIOCTOBEPSIOLINI IUYHOCTB).

Jnst FopuAMHecKuX JUIL:

-3asiBJIeHUe Ha OJiaHKe opraHu3aluy,

-IOKYMEHT, YIOCTOBEPSIOLINI JUYHOCTbD M IIOJHOMOYHUS IpPEeACTaBUTEIS
IOPUAMYECKOro JIHLa AeHCTBOBATh OT UMEHH IOPHUANYECKOTO JIKIA

2.7. IlucemeHHOe 3asBiIeHME (3ampoC), B TOM YHCJIe B 3JIEKTPOHHOU (opMe B aapec
MYHHULIMIIAIBHOTO apXMBa AODKHO COOTBETCTBOBATH CIEAYIOLIMM TPeOOBaHUAM:

B 3anpoce n0mKHbL ObITh YKa3aHbl CBEIEHUS, HEOOXOAUMBIE 17151 €I0 UCTIOTHEHUS

- U3JI0)KEeHHe CYyIlIecTBa 3asBlIeHuUs (3ampoca);

-amunus, UM, OTYECTBO 3asiBUTeNs (IHOCeIHee - NPU HAJIMYMM); HaHMEHOBaHHE
OpraHu3aluy;

- afpec 3asgBUTENA (U IOPUAWYECKUX JIML — FOPUAUYECKHI U TIOYTOBBIM ampec, auis
Gu3MYecKuX UL — afpec PerucTpally MO MECTY JKHTEeNIbCTBA), KOHTAKTHBIM TenedoH, a
TaKKe GpaMuIus, UMsi, OTYECTBO UCIIOIHUTENS (111 FOPUAMYECKHUX JIULI);

- JlaTta OTIIpaBJIeHHs 3arpoca, MOAMUCEH 3asBUTE]IS;

- WHBbIE CBEJECHMS, MO3BOJISAIOLIUME OCYIIECTBUTH IOHUCK JOKYMEHTOB, HEOOXOIMMEBIX
JUISL ICIIOJIHEHUS 3aIpoca.

B 3agBieHuy 3asgBHUTENs, NOCTYNMBILErO B 3JIEKTPOHHOH (opme, B 00sA3aTeIbHOM
NOpsAKE yKa3plBaeTCsl (aMHIHs, UMs, OTYeCTBO (TIOCIEAHee - MPH HAIUYHH), aIpec



3JIEKTPOHHOM IIOYTBI, €CIM OTBET JOJDKEH ObITh HampaBieH B (opMe 3JIEKTPOHHOTO
JIOKyMEHTa, U IOYTOBBIM ajpec, €ciau OTBET NOJDKEH OBbITh HampaBlieH B MHUCbMEHHOH
hopme.

-B cnyuae nampaBnenus 3assienust nocpenctsoM EINY dopmupoBanue 3asBieHus
OCYUIECTBISETCS MOCPEACTBOM HMHTepakTUBHOU ¢opmel Ha EII'Y 6e3 HeoOXomumocTH
noJayu 3asBAeHUs B KaKoi — 1ubo uHOM dopme.

2.8. YkazaHue Ha 3anpeT TpeOoBaTh OT 3asIBUTEJIA:

- 3amper TpeboBaTh OT 3asBUTENEH MpeNOCTaBIeHHs NOKYMEHTOB M HWH(OpPMAaLHUH,
NPEICTaBJIEHUE MM OCYIIECTBIEHUE KOTOPBIX HE IPeJyCMOTPEHO HOpPMaTHBHO-
NPaBOBLIMU aKTaMM, PpEryJUpPYIOLIIMMHU OTHOLIEHMsS, BO3HHUKAIOIIME B CBS3U C
NpeaoCTaBJIeHHeM MyHHULIUITATEHON YCITyTH,

-3alpET OTKa3plBaThb B [PHEME 3ampoca W MHBIX JIOKYMEHTOB, HEOOXOMUMBIX IS

NpPEeJOCTaBIECHU MYHUIIMIIATIBHON YCIYTH, B ClIydae, €ClId 3alpoc U JOKYMEHThI, HEOOXOAUMBIE
JUIs TIPENOCTaBJICHUS MYHHMLMIIAIBHON YCIYTH, IOJAaHbI B COOTBETCTBMM C HMH(pOpMaUMer o
CpOKax M MOpAAKE IMPEAOCTABICHUSA MYHHULHUIAIBHON YCIyrd, omyOiuMKoBaHHONH Ha EauHOM
MopTase rocy1apcTBEHHBIX U MYHULIUITAJIBHEIX YCIIYT ;

-3anpeT TpeboBaTh OT 3asBUTEN COBEPIIEHUS HHBIX JCHCTBHIL, KpoMme IpPOXOXKACHUS
UICHTHQUKALMKE U ayTeHTHUUKAUMU B COOTBETCTBUM C HOPMATHUBHBIMHU IIPaBOBBIMHM aKTaMH
Poccuiickoli ®@enepanuu, yka3aHus LeIM TNpUeMa, a TakKxkKe IPeJOCTaBlIEHUs CBEICHHIA,
HEOOXONMMBIX Ul pacueTa JIUTEIbHOCTH BPEMEHHOIO HWHTEpBala, KOTOPBI HEO00XOIUMO

3a0pOHUPOBATH U1 MpUEMA;

2.9 .WcyepnpiBaroninii nepeyeHb OCHOBAaHUM [JIsi OTKa3a B NpUEME JOKYMEHTOB,
HEOOXOIUMBIX IJIs IPEAOCTABICHUS MY HHUIIUITAIBHON YCITyTH:

- 3anpamuBaeMas HUHQOpMaLUsl He CBs3aHa C JESATENbHOCTBIO apXHUBa I10 OKa3aHHIO
MYHHULIUIIAJIBHON YCIIYTH;

- ecn¥ B OOpallleHWH 3asBUTENS COIepXKaTcs HelLeH3ypHble, MO0 OCKOpOUTENIbHbIE
BBIPaXKEHMUS;

- B Clly4ae eCJIM TEKCT 3ampoca He MOAJaeTCs IPOYTEHHIO;

2.10.McuepnpiBaromuii nepeyeHb OCHOBAHUM IJIsl IPUOCTAHOBJICHUS MJIM OTKa3a B
MPeIOCTaBIC€HUH MYHHUIUMIIAIbHON YCITYTH:

- OTCYTCTBHME JOKYMEHTOB B MYHULIMIIaJIbHOM apXUBe M0 3alpallliBaeMO TeMaTHKE;

- HEYy/I0BJIETBOPUTENBbHOE (PU3UYECKOE COCTOSIHUE JOKYMEHTOB, HE HMEIOLIMX KOIHH B
dboHae moabp30BaHus;

- OrpaHMYeHHEe IOCTyna K JOKYMEHTaM, COJepXKallluM CBEIAEHHs, COCTaBJIAIOLIHE
rOCyJapCTBEHHYIO W HHYIO OXpaHsSeMylo 3akoHoaatenbcTBoM Poccuiickoit Denepauuu
TanHy;

- OrpaHHYeHHEe JOCTyIa K JOKyMEHTaM, COAEPIKalllUM NIepCOHAJIbHbIE TaHHbIE;

- B CiIy4ae, eClld B MMCbMEHHOM OOpallleHHH WK 00pallleHUH B 3JIEKTPOHHOU (opme
He YyKasaHbl (aMuiIus TrpaxkiaHWHa (HAUMEHOBaHWE OpraHu3alliy), HaIpaBUBIIErO
oOpallleHHe, W TIOYTOBBIA HJIM 3JIEKTPOHHBIA aapec, MO KOTOPOMY JOJDKEH OBITh
HarpasJieH OTBET;



- B CJIy4ae, He OIUIaThI 3a IIPEJOCTAaBIEHHYIO MYHHIIUITAIBHYIO YCIIYTY

[To 3ampocaM, MOCTYNMBIIMM B MYHHUIMIAJIBHBIM apXWB, KOTOpble HE MOTYT OBITh
UCIIOJIHEHb! 0e3 MpenoCTaBIeHUs [AOIMOTHUTENbHBIX CBEIEHUH, B TedueHHe S5 pabouux
JHEH CO JHS WX pPErucTpalud HalpaBiIsIETCs YBEJOMJIEHHE C Npoch0Oil ykas3arh
HE0CTAIOLIUE WM YTOYHSIOIIHUE CBEICHHUS.

2.11. IlepeueHp yciayr, KOTOpble SBJISIOTCSI HEOOXOAMMBIMU 0O0S3aTE€NbHBIMHU IS
[IPEOCTaB/IEHUs MYyHULUIAIBHOM yciayru. B ToMm ducine cBegeHuss O JOKyMEHTaXx,
BbIJIaBa€MbIX OpraHMU3alUsMU, YYacCTBYIOIUMMH B MPENOCTABICHUH MYHHULHUITATIbLHON
YCIIyTH.

Jlng npenocTaBieHUs MYHHULMMAIbHON YCIYTH apXWB OCYUIECTBISET ClIEIyHOLIUE
BUIbI 1€ATEIBHOCTH:

-KOMIIJIEKTOBaHUEe JOKyMeHTaMH ApxuBHoro ¢onna KanuHuHrpagckod obiaacTv u
JIPYTUMHU apXUBHBIMH JOKYMEHTaMU;

- obecrievyeHue COXpaHHOCTH;

-uH(poOpMaLlMOHHOEe olecneueHHe TrpakiaH, OPraHOB MECTHOrO CaMOYIpaBIeHMs,
rOCyAapCTBEHHBIX YUPEXKIACHUA U OpraHu3aluu.

2.12. Tlopsimok, pasmMep W OCHOBAaHMS IUIaThl, B3UMaeMOH C 3asgBUTENSA IIpU
[IPEe0CTaBIEHUM MyHULIUIIATBHON YCIIYTH.

3anpocbl O MpeNoCTaBlIeHUMM MH(OpMALMM IO ONpeAesieHHOW mpoblieMe, TeME,
COOBITHIO, (PaKTy (TeMaTHYECKHE 3alpOoChl), MOCTYNHUBILKHE OT OPraHOB rOCYAapCTBEHHON
BiacTu KanuHMHrpaackoil o0i1acTv, OpraHOB MECTHOTO CaMOYyIpaBjIeHHS, CBS3aHHBIE C
HCIIOJIHEHUEM MMM CBOMX (YHKUMM, paccMaTpUBAaKOTCS MYHMILMIIAIBHBIM apXUBOM Ha
0e3B03Me3/1HO# OCHOBE.

Jpyrum opraHusaLusaM, NPEeaNpHUATAAM HE3aBUCHUMO OT (OpPMBI COOCTBEHHOCTH,
(GU3UYECKUM JIMLAaM MYHHMLUNAIbHbIE YCIYTH NMPEAOCTaBISIOTCS Ha MJIATHOM OCHOBE B
COOTBETCTBHUU C IPEHCKYPAaHTOM ILeH, yTBEPXIEHHbIM pelleHueM okpyxHoro Cosera
IeMyTaTOB MYHHUHMIAIbHOro oOpazoBaHus «CBETIOBCKUI Tropoackodi okpyr» Ne25 or
19.02.2010 r. «O6 yTBepxaAeHUHU NpelcKypaHTa Ha IJIaTHbIE YCIYTH, BbIIONHsAeMble MY
«MACI'O». Onnara npou3BoaUTCs 10 O€3HATHMYHOMY pacyeTy Ha CUeT apXMBa.

Brimaya apxXMBHBIX CIIPaBOK, KONHH JOKYMEHTOB, BBIUCOK M3 JOKYMEHTOB,
KacalolIuXCcs NEHCHOHHBIX IpaB IIPE0CTAaBISETCS 3asiBUTENAM — 0€3B0O3Me3AHO.

2.13. MakcuManbHBIi CPOK OXHAaHMUA B oOuepegu INpH Iojave 3ampoca O
NPENOCTAaBIEHUH MYHULUNAIBHONH  YCIYIH U IIpH [IOJIyYeHUH pe3yjbTaTa
NpeloCTaBIE€HHs MyHULUIIATbHOM YCIYTH COCTaBIsSeT 15 MUHYT.

2.14. Cpok ¥ NOpsIAOK PEerucTpalyy 3arnpoca 3asBUTeNs O Pel0CTaBIeHHH
MYHUIMNAJIbHOMN YCIIYTH.

IlocTrynuBimne B MyHMUMIANBHBIA apXUB 3alpOChl PETMCTPUPYIOTCS B JIEHb
noctymieHus. Kaxnomy 3amnpocy nmpucBauBaeTCs WHIWBHIYalbHBIH PErMCTPallMOHHBIN
HoMmep. Perucrpaums 3anmpoca B MyHHIMITIQJILHOM apXHBe SBJISE€TCS OCHOBAHUEM IS
HayaJia eHCTBUM 10 OKa3aHUIO MYHULIMTIAIbHOM YCIIyTH.

2.15. TpeboBanus K MOMEIIEHUAM, B KOTOPBIX MpPENOCTABISETCS MYyHHLUIIATIBLHAS
yciyra.

[Tomeenue s Npea0CTaBIeHUS MyHHLMIIAIBHOM yCIIyrH pa3MellaeTcsi Ha BTOPOM
sraxe 3manus. [lpuem 3asBuUTenell ocyulecTBIseTCSs B NPHEMHOM, 000pYyI0BaHHON
CTOJIaMM M CTYJIbAMM Ul 0(OPMIIEHHS 3ampoca B MUcbMeHHO# (hopme. KonuuecTBo mect



OXHUIAHUS ONPENENIAeTCs UCXOAs U3 (AKTUIECKOW HArpy3KM M BO3MOXKHOCTH UIS X
pasMEIICHUS B MECTe OXUIaHHUs. B momelmeHusX I OXKHMAAHHS W IIPEHOCTABICHHUS
MYHULHINATIBHOMN YCIIyTH UMEETCSI UCKYCCTBEHHOE OCBELIEHHUE.

O6si3aTenbHO HAMMYKE BBIBECKH C HAMMEHOBAHHEM APXHBA U BBIBECKH C peXUMOM
paboThl.

2.16. INokasaTenu IOCTYITHOCTH M Ka4ecTBa MyHHUIHMIAIBHBIX YCIYT:

- IPOCTOTA U SICHOCTh M3JI0)KEHUSI UH(POPMAL[HOHHBIX JOKYMEHTOB;

- HJIMYHME pasIMHbIX KaHAJIOB MOJTyYeHHs MH()OPMALMH O IPeOCTaBIeHUH YCIyTH;

- IOCTYTIHOCTb paboThl ¢ MPEACTABUTEIISIMH JIHLL, IOJYYAIOLINX YCIyTY;

- KOPOTKOE BpeMS 0XKUIAHUS YCIYTH;

- TOYHOCTB UCIIOJTHEHHUS MYHULMIIAIBHOMN yCIyTH;

-TIpOheCCHOHAIIbHAS MOATOTOBKA COTPYAHHMKOB, OCYLIECTBIISIONIMX TPEJOCTABIEHHE

MYHULHUITAIBEHON YCIIyTH,

- COOJTIO/IeHHEe CPOKOB TIPENOCTABICHHS MyHHUIUATLHOH YCIIYTH;

- KOJINYECTBO 0OOCHOBaHHBIX all00.

2.17. Vinbie TpeGoBaHus, B TOM YMCJIe YYHTHIBAIOLIME OCOOEHHOCTH MPEJOCTABICHHUS

MYHHUIUIIAIBHBIX YCIIYT.

MyHnuuunansHas yciayra TNpegycMaTpMBaeT BO3MOXKHOCTB WH(OPMUPOBAHHUS

M0JIb30BATE/IeH O MOPs/KE MPENOCTaBIEHNs] MyHULHMIAIBHOM YCIyrH MOCPENCTBOM CETH
HHuTepHer.

3. CocraB, nocj1e10BaTe I bHOCTD H CPOKH BbINOJHEHHS aIMHUHHCTPATHBHBIX
npoueayp, Tpe00OBaHHA K MOPSAKY HX BbINOJHEHHS, B TOM YHC/I€ OCOOEHHOCTH
BBINO/JTHEHHS] AIMHHHCTPATHBHBIX NPOLEAYD B 3J1eKTPOHHO#H (opme

3.1. MyHuumMnanpHas ycinyra mpefoCTaBlIseTcss MyHHIMIATBHBIM apXHBOM B (hopMe
MH(OPMALIMOHHBIX ITHCEM, aDXHBHBIX CIIPABOK, apXMBHBIX KO, BBIMKCOK, BbIAAYEH e
BO BPEMEHHOE M0JIb30BaHKE.

3.2. Ilpenocrasienye KOMMH apXUBHBIX JOKYMEHTOB, apXHBHBIX CIIPABOK, BBIITHCOK,
Ha OCHOBE JOKYMEHTOB ApXHBHOr0 onna KanuHUHrpaackoi 061acTu u Jpyrux
APXHUBHBIX JOKYMEHTOB, OCYLIECTBIIAETCS MyHHUIUITATbHBIM apXUBOM, OpPraHaMH
MECTHOT'0 CaMOYIPaBJICHUS U OPraHU3aLMsIMU IIPH HAIUYUU Y HUX COOTBETCTBYFOLIUX
JNOKYyMEHTOB, HEOOXOAMMBIX JUIsl HCTIOJHEHHS 3alIpOCOB M10JIb30BaTeNell.

3.3. OcHOBaHMEM IS NIPeIOCTABICHHS MyHULMIAILHON YCIyTH SBISETCS THCHMEHHOE
obpaiienre (3ampoc) Mob30BaTeNsl B aApec MyHHIMMATLHOTO apXMBa, B TOM YHCIeE
NepeaHHOE M0 JIEKTPOHHON MOYTE.

3.4. B ofpawennn (3ampoce) ¢ BO3MOXXHOH MONHOTON yKa3BIBAIOTCS CIIELYIOLIHE
CBEIEHHSs!, HEOOXOAUMBIE [IJISl €r0 MCIIOTHEHHS:

- HAWMEHOBAHME IOPHJMYECKOTO JiMLAa Ha OJlaHKe OpraHM3aluH; UIsd TpaxaaH -

dbaMuns, UMsa U OTYECTBO;

- TIOYTOBBIN WJIH 3JIEKTPOHHBIN aJpec MoJIb30BaTels;

- M3JIOXKEeHHe CyliecTBa oOpallleHMs (HHTepecyomasi IMOJb30BaTeNs TeMa, BOIMpOC,

coObITHE, PaKT U XPOHOJIOTHYECKHE PAMKH 3arpalurBaeMoit HHQopMainm);



- ¢opma momy4yeHHs IOJNb30BaTeNneM HHOOpPMaLUH (MHPOPMALMOHHOE IHCHMO,
apXWBHas CIpaBKa, apXWBHbIE KOIMWH, apXHBHAas BBINIMCKA, TEMaTUUYECKHH MEpeYeHb,
TeMaTU4eCKHil 0030p JOKYMEHTOB);

- JlaTa OTIpaBiieHHs oOpalueHus (3anpoca).

3.5. Jlna momy4eHus CBEIEHMWH, COJAep)KalllMX IE€pPCOHajbHbIE HaHHBIE O TPEThUX
HMI@ax, JOMOJHUTENBHO MPEACTABIAIOTCS AOKYMEHTbI, MOATBEPXKAAIOIIME IOJHOMOYMS
3asiBUTEJIs, IIpeLyCMOTPeHHbIe 3aKkoHoAaTenbcTBOM Pocculickoii Penepauuu.

3.6. OOpamenus (3ampochl) TrpakgaH, OPraHOM MECTHOrO CaMOYIpaBleHus,
rOCYJapCTBEHHBIX YYPEKIACHUH, MYHULMUIAIBHBIX OpraHu3aldid U OOIIECTBEHHBIX
00beIMHEHHH O TMPeIOoCTaBICHUH HH(OPMALMK pacCMaTPUBAKOTCS MYHHULMIAIbHBIM
apxuBoM B TeueHue 30 QHel co OHS MX pErucTpauvu. B HMCKIIOYMTENBHBIX Ciydasx
JUMPEKTOP MYHHLUMIIAIBHOIO apxuBa BIIPAaBE MPOMJIUTL CPOK pACCMOTPEHMS 3ampoca Ha
30 gHel ¢ 00s3aTeNIbHBIM YBEIOMIICHHEM 00 3TOM 3asBUTES.

3.7. Ilpu moCTyIUIeHUH B MyHULIMIAJbHBIA apXUB oOpallleHu# (3alpocoB), KOTOpbIE
HE MOTYyT OBITh HCIOJIHEHbl 0e3 MpenoCTaB/le€HHUs [AOINOJHUTENbHBIX CBEIEHUH WK
YTOYHEHUM, MyHULIUNIAIbHBINA apXUB B 7-AHEBHBIN CPOK 3alpalllMBaeT aBTOpa oOpallleHus
(3ampoca) 00 YyTOYHEHMM W JIOIIOJIHEHMM 3arpoca HeOOXOAUMBIMHU [JI €ro HCIOTHEHUS
CBEJICHUAMU.

3.8. OpraHuzanus NpefoCTaBleHHs MYHHLMNAJIbHON YCIYrH BKIIOYaeT B cebs
ClleAyIOLIMe aAMUHUCTPAaTUBHBIE IPOLIEAYPbl MyHULIUNIAILHOIO apXUBa:

- perucTpauus oOpalleHui (3arnpocoB) Noab30BaTeNel U nepeaaya Ha UCIIOTHEHHUE;

- aHaJU3 TeMaTUKHU oOpalleHui (3anpocoB) Moib30BaTeNeH;

- HampaBieHHe oOpaleHud (3ampocoB) MOJb30BaTeled Ha HUCIOJHEHWE 10

NPUHAAJIEKHOCTH B JApyrHe apXuBbl, OpraHbl MECTHOI0 CaMOYIpaBeHus,

rocyJapCTBeHHbIe YYpeXASHHs M OpraHM3allMd JAns OTBeTa B aJpec aBTopa

oOpalieHus;

- MOATrOTOBKA U HallpaBJI€HUE OTBETOB I10JIb30BATEIIAM.

3.9. IlpueM NOCTYNUBIIMX B MYHULMUIAIbHBIM apXUB MUCbMEHHBIX OOpallleHU
(3aIpoCOB) OCYIIECTBSET AUPEKTOP MYHHULMIIAIBHOIO apxXuBa, KOTOPBIA IIPOBEPSET
MPaBUJIBHOCTb JOCTABKH, LIEJIOCTHOCTh YIIAKOBKH IOKYMEHTOB.

3.10.IloctynuBimine  nucbMeHHble  OOpallleHHs  (3alpocChl)  PEruCTPUPYIOTCH

JUPEKTOPOM MYHHLMIIATBHOTO apXHMBa C 3alUChI0O B PErUCTPALMOHHO-KOHTPOJIBHOM
)KypHaje, [ocjie pacCMOTPEHUsI UM JOKYMEHTOB M BBIHECEHHS PE3OJIIOLMHU JOKYMEHTBI
nepeaaroTcs Ha UCIIOJIHEHUE PaOOTHUKAaM MYHULUIIAIBHOTO apXMBa.
@dopmupoBaHUe 3ampoca 3asBUTENEM OCYIUIECTBISETCS IOCPEACTBOM  3allOJIHEHHUS
3NMEKTPOHHOU (opMbl 3anpoca Ha EquHoM mopTaine rocyaapcTBEHHBIX M MyHHLMIIAIBHBIX
yeayr (byHKUui), opuuuanbHOM caiite 6€3 HeoOXOJMMOCTH AOIMOJHUTENbHONW MOoJayu
3aImpoca B Kakoi-1106o uHo dopme.

3.11. Ilpu nocTyrieHUH UHTEPHET- 0OpallleHus (3arpoca) Monb3oBaTels C yKazaHueM
ajipeca 3JIEKTPOHHOMW MOYThI W/UJIM MOYTOBOIO aapeca, eMy HalpaBiseTcsl yBeOMIIEHHE O
npueMe oOpaiieHust (3ampoca) K paccmoTpeHuto. HWHTepHeT-oOpaleHue (3ampoc),
pacreyaThlBaeTCs U B AajibHel1IeM padoTa C HUM BeIeTCSl B yCTaHOBIEHHOM MOPSsIJIKe.

3.12. OgHOBpEeMEHHO ¢ HalpaBiIeHUEM 3allpOCOB Ha UCIIOJIHEHUE B
COOTBETCTBYIOIIME OpraHU3allMd MyHULMNIAIbHBIA apXUB MUCbMEHHO yBEeIOMIISET 00
3TOM 3asiBUTEIS.



3.13. B ciy4ae ecnu 3ampoc He MOXKeET GBITh HCIIOJIHEH, 3aBUTEITIO HarnpasJsieTcs
MHCbMO C OOBSCHEHHEM 3THUX IIPHYMH: OTCYTCTBHE 3ampalliMBaeMbIX CBEIEHHIA,
He0OX0AMMOCT TIPeJIOCTaBIEH s JOTIOJHUTEBHBIX CBEIEHHI TS HCTIOTHEHHUS 3ampoca u
T.0. Ilpu sTOM 3asBMTENIO MOTYT GBITH NaHBl PEKOMEHIALMH O MeCcTax XPpaHEeHHUS
AIOKyMEHTOB, HEOOXOAMMBIX JUIA HCTIOTHEHHs 3anpoca, aapeca COOTBETCTBYHOLIAX
roCyapCTBEHHbBIX, MyHULHUIIAJbHBIX H BEOMCTBEHHBIX apXHBOB.

Bo3MoxkHOCTE monyueHus pesysnbraTa MpefOCTaBICHHS MyHHIHIAIbHOM YCIYTH B
dopme nokymeHTa Ha GyMakHOM HOCHTeITE.

3.14. PaccmoTpenue 3ampoca (3asBJieHMS) IPaXKIaHWHA CUMTAETCS 3aKOHYEHHBIM,
€CIIH 110 HEMy MNPHHATBI HEOOXOAMMbIE Mephl U aBTOp 3alpoca MpoMH(OPMUPOBAH O
pe3ynbTaTax pacCMOTPEHHS.

3.15. Briok- cxema npe/10CTaB/IeHUs] MyHHLMIIATBHOM YCIYTH B LIEIOM TIPHBOLUTCS B
NpusIoKeHUU Ne3 K periiaMeHry.

4. @®OpMBbI KOHTPOJIS 32 HCNIOTHEHHEM aIMHHHCTPATHBHOIO PerjIaMeHTa

4.1. KonTposis 3a cobmonenneM Mocie0BaTeNbHOCTH IeHCTBHH, ONpe/ieIeHHbIX
aIMUHUCTPATUBHBIMH NPOLEypPaMH I10 TPEI0CTaBIEHHUIO MYHULUIIAILHOM YCIYTH U
TIPUHATHEM PELICHUH OCYLIECTBIACTCS JUPEKTOPOM MYHHIHMITATBHOTO apXHBa.

4.2. Texkywuit KOHTPOJIb OCYIIECTBISIETCS TIyTEM MPOBEEHUs THPEKTOPOM
MYHHLHMIAIBHOTO apXHBa MPOBEPOK COOIIIONEHHUS U HCTIOIHEHUS pabOTHUKAMHU
TOJIOXKEHUM HacTosero PernamenTa.

4.3. MyHUUMIIAbHBIN apXUB OCYIIECTBIISET KOHTPOIIb 3a NPEI0CTaBICHUEM
MYHHULUNATBHOH yCITyTH BEJOMCTBEHHBIMH apXHBaMH MCTOYHHUKOB-KOMIUIEKTOBAHHS
MBY «MACI Ov.

4.4. KOHTpOJIb 32 MONHOTO# M KAYeCTBOM HCTIOJHEHUS MYHHIMNAIBHON YCIyTH
BKJIFOYACT B ce0sl IPOBEIEHHE POBEPOK, BBISBICHHE U YCTPaHEHHE HAapPYIIEHHIH IIpaB
3asBHUTENICH, PACCMOTPEHKE, IPHHATHE PELICHUH U TOArOTOBKY OTBETOB Ha 0OpalleHus
3asBHTENICH, COePKALUKMX HKanoObl Ha pelleHus, neiictBus (6e3nelcTBre) pabGOTHUKOB,
OTBETCTBEHHBIX 3a BEJOMCTBEHHOE XpaHEHHE JJOKYMEHTOB.

4.5. TIpoBepku MOTryT OBITH IUIAHOBBIMH (OCYINECTBIATHCS HA OCHOBAHHH TOIOBBIX
MIAaHOB pabOTBl MYHHIMNANTbHOTO apXWMBa) K BHEIUIAHOBBIMH. IIpoBepKa MOXKeET
IIPOBOJIUTHCS 110 KOHKPETHOMY OOpallleHHIO 3asiBUTEIIS.

4.6. [1ns IpOBEPKH MOJHOTHI ¥ KA4€CTBA MCTIONHEHHUS MYHHLMIATBHOM YCIyr1
(opmupyeTcs pabodas rpyIna, B COCTaB KOTOPOH BKIFOYAIOTCS PaGOTHHKY
MYHHLHUIIAIIEHOTO apXHBa.

4.7. Ilo pesynbTaTaMm NpOBEIEHHBIX MPOBEPOK, B Ciydae BBISBJICHUS HApPYIISHMUH
NpaB  3asgBUTeNeH, K BHHOBHBIM JIMLAM  OCYLIECTBISETCS NPUMEHEHHE Mep
OTBETCTBEHHOCTH B TOpSJKE, YCTAHOBIEHHOM 3aKOHOAATEILCTBOM Poccuiickoit
®enepanunn u Kanunaunrpanckoii o6iacry.

4.8. Pesynbrarhl nearensHocTH paGoueil rpymmbsl ohOpMISIOTCS B BHIE CIIPaBKH, B
KOTOPOH OTMEYaIOTCs BBISABICHHBIE HEOCTATKU M MPEIOKEHHUS 10 X YCTPAaHEHHIO.

4.9.Texyumit KOHTPONL 32 MOJHOTON U KQY€CTBOM MPEA0CTABISHHA MYHHIHTATBHOMN
yciyru, cobmonennem MBY «MACI'O» mnonoxenuii PernameHTa OCYyLIeCTBISETCS
aJIMHHUCTpalMel MyHHUHUIIAILHOro 06pa3oBaHus « CBETIOBCKHIA TOPOICKOM OKPYT»



5. locyneoublii (BHecy1eOHbIH) MOPSAAOK 00Ka10BAHHS PellIeHHH U 1eHCTBHH
(Ge3nelicTBHil) OpraHa, NpeaoCTaBJAAONIEr0 MyYHHIMNIAJbHY IO YCAYTy

5.1.06xanoBanue neicTBuUi (0e3melCTBUSI) U pELIEHUM [JOJDKHOCTHBIX JIMLI,
OCYyIECTBJISIEMbIX  (NPUHATBIX) B XOAE BBIMOJHEHHA HacTosuiero Pernamenra,
MPOM3BOAMTCS B COOTBETCTBUM C 3aKOHOAATeNbcTBOM Poccuiickor Penepauuu u
Kanununrpaznckoit o61acTH.

5.2. 3asBUTEND B CBOEH Kan00e B 00513aTeIbHOM MOPSAKE YKa3bIBACT:

- (haMUITUIO, UMS], OTUECTBO;

- IOYTOBBIH aapec, 0 KOTOPOMY IOJKEH OBbITh HalpaBlI€H OTBET;
- U3JI0’KEHHUE CYTH KaJloObI;

- TMYHYIO NOANKCH U JaTy.

B cnyyae He0OXOAUMOCTH B MOJATBEPKAEHUE CBOUX NOBOJIOB 3asiBUTENb [IPUJIAraeT K
MUChMEHHOH xanobe JOKyMEHThbl U MaTepualibl TMO0 UX KOIHH.

5.3. JlupeKkTop MyHULMIIAJIbHOTO apXHBa:

-o0ecrneunBaeT OOBEKTUBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE pacCMOTpEHHe
oOpalleHus, B cCiyuyae HEOOXOIUMOCTH - C Y4YaCTHEM 3asBUTEJIs, HaIllPaBUBLIETO
kanoOy, WK ero 3aKOHHOTO IpeICTaBUTEILs;

- BIpaBe 3alpalluBaTh HEOOXOAMMBIE IJIsi PACCMOTPEHHUS >Kajao0bl JOKYMEHTHI H
MaTepHalibl B APYTUX MYHUUMNAIBHBIX YYPEXKAECHHUSIX, Y HHBIX JODKHOCTHBIX JIML, 3a
HCKJIFOYEHHEM CyJ10B, OPraHOB J03HAHUS U OPTraHOB MPEJBAPUTEIBHOIO CIEACTBUS;

- 10 pe3ylbTaTaM pacCMOTPEHHS XKajloObl TPUHMMAET Mephbl, HalpaBJeHHbIE Ha
BOCCTAHOBJIEHHE WM 3alUTy HapyIIEHHBIX MpaB, CBOOOA M 3aKOHHBIX MHTEPECOB
3asBUTENIS, 1aeT MMCbMEHHBIN OTBET M0 CYLIECTBY IIOCTABJIEHHBIX B )Kajl00€ BOIIPOCOB.

5.4.01tBeT Ha ’KaJo0y IOJAIMHUCHIBAETCS AUPEKTOPOM MYHMLMIAIBHOIO apXuBa M
HaIpaBJIseTCs [0 MOYTOBOMY aJpecy, yKa3aHHOMY B 00pallleHUH.

5.5. ITuceMeHnHas xaynoba, MOCTyNHBILIAS B MyHULIMITAIBHBIA apXUB,pacCMaTpUBAETCS
B TeueHue 30 qHEeH co AHS perucTpaluu KaaoObl.

B uCKnoUnTENbHBIX CllydasX OUPEKTOpP MYHHUIMNAIBHOIO apXMBa BIpPaBe IPOIUTh
CPOK paccMOTpeHus xano0bl He Oosnee yeM Ha 30 nHEH, yBeJOMUB O IMPOAJIEHHUH CPOKa
paccMOTpEHUsI 3asiBUTEJIS, HAallpaBUBILIETO XKayo0y.

5.6. Ecnu B mUCbMEHHOM jkajno0e He yka3zaHbl (aMHUIMsg MHHULKAATOpa JKalnodbl U
MOYTOBBIM anpec, MO KOTOPOMY JOJKEH ObITh HampaBieH OTBET, OTBET Ha Kajody He
naeTcs.

MyHULMNIATBHBIA ~ apXMB MNpU TOJIYYEHUM IIHMCbMEHHOM XajloObl, B KOTOpPOH
coJaep)xaTcsi HeUeH3ypHble MO0 OCKOpOUTENbHBbIE BBIPAXKEHHUS, YIpPO3bl HMYIIECTBY,
)KM3HHU, 3[0POBBIO TOJKHOCTHOIO JIMIIAa, @ TAKXKE YJIEHOB €ro CeMbH, BIIpABE OCTABUTh
oOpaieHure 6e3 OTBeTa MO CYILECTBY IOCTABJIEHHBIX BOIPOCOB M COOOLIMTH 3asiBUTEIIIO,
HanpaBuBlIeMY Xano00y, 0 HEJOMyCTUMOCTH 3J10yTIOTPeOIEHUS [IPABOM.

Ecnu Tekct xanoObl He MoAnaeTcsl MPOYTEHHUIO, OTBET Ha )Kalo0y He JaeTcs, 0 YeM
cooOlaeTcs 3assBUTENIO, HAlpaBUBLIEMY kajo00y, eciau ero GpaMuiMs U MOYTOBBIM aapec
MOAJAI0TCS IPOYTEHUIO.

5.7. Ecnu B xanode 3asiBUTENIs COAEPKUTCS BOIIPOC, HA KOTOPBIA €My MHOTOKPaTHO
JlaBaJIuCh MUCbMEHHbIE OTBETHI [10 CYLIECTBY B CBSI3U C paHee HalpaBJIieMbIMHU Kajlo0aMu,



M [IPH 9TOM B KaJI00e He IPUBOIATCS HOBBIE OBOMBI HITH OOCTOSITENBCTBA, IUPEKTOp
MYHWIHIIATIEHOTO apX1Ba BIIPaBe NPUHSITH PEIIEHHE O G€30CHOBATENBHOCTH OYepeIHOMN
KaoObl ¥ MPeKPAIEHUH MIEPENHCKH C 3aIBUTENIEM 10 JAHHOMY BOTIPOCY TIPH YCIIOBHH,
4TO yKasaHHas jKajo0a 1 paHee HalpaBIIIeMble XKano0bl HANPABISUIHCH B
MYyHULHUNATbHbIH apXUB. O 1aHHOM PEIIEHHH YBEJOMIISETCS 3aBHTEb, HATIPABHBIIHIL
oOparieHue.

5.8. JleticTBust (6e3aeMCTBHS) JOMKHOCTHBIX JIHII MYHHULUIIAIBHOIO apXHBa,
MPEIOCTABIIAIOIMX MYyHHIMTIANIBHYO YCIIYTY, IOMyIIEHHbIX B paMKaX MpPe0CTaBICHHUS
MYHHULMIATBHOH YCIYTH, MOTYT GbITh 00XKal0BaHbI B 10CyIe6GHOM (BHECyneGHOM)
NOpsJIKE B aIMMHUCTPALMA MYHHUIIMIIANBEHOTO 06pa3oBanust « CBETIIOBCKHUI FOpOICKOit
OKpyI» 1o aapecy: r. Ceetnbii, yn1. CoBerckas, a.12, Tenedon 4-91-00 wmu mo
3JIEKTPOHHOM moyTe: admsvtl@baltnet.ru

5.10. Obxanosanue neiicruii (Ge3meiicTBus) u PEIeHUN JOJDKHOCTHBIX JIMLI,
OCYILECTBIISEMbIX (IIPUHATHIX) B XOJE BBHINIOJIHEHHs HACTOSIIETO aIMHHHCTPATHBHOTO
pernaMenta B CyneOHOM MOpSAKE, OCYINECTBISETCS B MOPSAKE, YCTAHOBIEHHOM
JAECUCTBYIOLIUM 3aKOHOAATENLCTBOM P®.



[Ipunoxenue Nel
K aIMUHUCTPATUBHOMY perjlaMeHTy Ipe0CTaBICHHUs
MyHHUIUIATbHON yeryru «MHbopMaloHHOe obecneyeHue
bu3NUECKUX U IOPUANYECKHUX JIML Ha OCHOBE JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepauuu 1 Apyrux
apXMBHBIX JOKYMEHTOB, IPEAOCTaBIEHHE aPXUBHBIX CIIPABOK,
ApXMBHBIX BBIMUCOK U KOMUNA apXUBHBIX JJOKYMEHTOB)

Jupextopy MBY «MyHULMNIATbHBIA apXUB
CBeTJI0BCKOI0 rOpPOICKOr0 OKpYyTa »
['pubanoBoii XKanue ®EnoposHe

OT

(®UO unu HaMMeHOBaHUE OPraHU3al|K )
Anpec

(perucTpanusi ¥ KOHTAaKTHBIN TeJlehOH)

3asaBJIeHUAE

[Tpoury BbIIaTh 3aBEepEHHYIO apXUBHYIO KOIHIO, BBITUCKY

Kyza u 1715 Kakoii 1ieny 3anpaliiBaeTcs apXuBHas KONUs

noanucsk (pamunus)

20 ron

®.Ne

JI.Ne

HUcnonuui:

« » 20 ron

B 1.



ITpunoxxenne Ne2
K aIMHHHUCTPATUBHOMY DEIJIaMEHTY IPENOCTABICHHUS
MyHHLMNANbHOU ycnyru «MHpopmanmoHHoe obecrnieuenue
(pU3HYECKHX U FOPUIMYECKHX NI HA OCHOBE JIOKYMEHTOB
ApxuBHOTO (onma Poccuiickoit ®enepaunu u JAPYyrux
dPXHUBHBIX IOKYMEHTOB, NIPEI0CTABJIEHHE apXUBHBIX CIPABOK,
APXHUBHBIX BBIITUCOK U KOMUHI apXUBHBIX JIOKYMEHTOBY

AHKETA-3ASIBJIEHUE
Jl1s HaBeeHNs apXUBHOM CIIPAaBKH 0 cTaxe paboTel U 3apaboTHOM
Il1aTe no nokymentam MbY «Mynununanssoro apxuBa CBETI0BCKOTO rOPOJCKOTO
OKpyTa»

1. | damunus, uMs, 0TYECTBO

( M BCe U3MEHEHHS UX)

TO W MECSIl POKIEHUS

O KOM 3alpaniuBaeTcst apXHBHAsl
crpaBKa

B ciyuae cMens1 hamunuu, nMeny,
yKa3aTh (paMHIIHIO HA TIEPHOT
3anpamMBaeMoil HHbopMauu

2. | Ilponry noaTBepaAMTL cTak paGoThl, B G
T.4 C BpEAHBIMHU YCIIOBHSIMH (amcito, Mecst. rox)
o

(uuci10, Mecsin, roj)

3. | pomry moarBepauTs pasmep c
3apabOTHOM MIaThl —~yKa3aTh 3a KakHe (umcio, Mecsim. roj)
KOHKPETHO rosl (He 6onee 60 mecsier 1o
NOJPsi) HEOOXOAMMEI CBEICHHUS (4nci10, mecsin, rox)

4. | Ilonnoe Ha3Bauue opranmsanuy (Ha
nepuojt paboTel), €€ BeJOMCTBEHHAS
NIPHHA/UIC)KHOCTb. Y Ka3aTh
NOCJIEIYIOIINE IepEHMEHOBAHHUS
OpraHu3aluu

A

3anuMaemast 10JDKHOCTb (10/KHOCTH)

6. | CtpykTypHOe nojpasienenue
OpraHu3aiHu

7. | Kyna sanpammBaercs apxusHas
CIIpaBKa

8. | Anpec 3asgBuTens

Jlns rpakjiaH, 3anpanMBaonmx
CTIPaBKy O JIpyroM JIMIE, B Cllydyae
JIMYHOTO OOpaIleHus 3a Hell B apXuB,
TpedyeTcst JOBEPEeHHOCTE,
oopMIIeHHAas B yCTAHOBIEHHOM
TIOPsIIIKE

« » 20 r.
(1aTa 3amoJIHeHH ) (moamuch 3aABHTEIN)







ITpunosxenne No3
K aIMHHUCTPaTUBHOMY DErJaMeHTY IpeI0CTaBICHHUS
MyHUIUNAIBHOH yenyru «MHpopMauronHoe obecnieuenue
(br3KMUECKUX U FOPUAMYECKHX JIML HA OCHOBE IOKYMEHTOB
ApxusHoro Gorzna Poccuiickont ®enepanyu u Ipyrux
ApXMBHBIX IOKYMEHTOB, IPEI0CTaBIEHHE apXUBHBIX CIIPaBOK,
APXHUBHBIX BBIITMCOK M KOITHH apXUBHBIX JOKYMEHTOBY

Baok-cxema

fiocnenoBatenbHOCTH nefcTBuit MBY «MACIO» 1o npenocrasienuto MYHHULIMIIATbHON
yenyru «HpopManmonHoe oGecriedeH o GpU3HIecKuX 1 IOPHIWYECKUX JIUI] Ha OCHOBE
AOKyMeHTOB ApxuBHOTO oHna Poccuiickoit Menepauny u JAPYTUX apXUBHBIX
AOKYMEHTOB, MPEAOCTABICHNE apXUBHBIX CIIPABOK, aPXMBHBIX BBITHCOK W KOIHUIA
apXHUBHBIX JOKYMEHTOBY

Hocrynnenune 3anpoca B
MBY «MACIO

Hupexrop MBY
«MACI'O»

Perucrpauus 3anpoca ¢
3aMHCBIO B KOHTPOJILHO-
perueTpauronHoii gopme

Aupexrop MBY ]— Bhinecenue
pe30IoLHH
[ «MACTO» L

I naBHBIi AHaJu3 TeMaTHKH 3anpoca. [IpuHsTHe petmenus

CIIEIHATHCT O BO3MOKHOCTH HCIOJIHEHHUA 3anpoca
| |

’HETl I[AJ

YBenomnenue 3asBuTeNs O NPeaoCTaBIeHUH
AOMNOJIHUTENLHBIX CBEIEHHI 17151
MCTOJTHEHH A 3ampoca WK 00 OTCYTCTBHM
3anpalBaeMbIX CBeJeHU i

Hcnonnenne 3anpoca HiiK HampasiieHye
Ha UCIMOJIHEHHE B OPraHHU3aLHIo M0
NpHHALNEKHOCTH

YBenomiieHHe 3aABHTENA
0 HanpaBJIEHHH 3anpoca
Ha HCNMOMHEHHE







