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YTBEPXIEH
MIOCTAHOBJICHHEM A IMUHHUCTPAIUH
KadykaHapckoro ropoickoro okpyra

ot 22.08.2019 Ne 834

«O0 YTBEPXKACHUU
AJIMUHHUCTPATUBHOTO periiaMmeHnTa
MPEI0CTABICHUS MYHUIUTTAIBHOMN

yeinyru  «l[IpenocraBienrie apXUBHBIX
CIIPABOK, APXUBHBIX KOIMHUN, apXHUBHBIX
BBIITUCOK, HH(POPMALMOHHBIX ITUCEM,
CBSI3aHHBIX C pean3aluel 3aKOHHBIX
mpaB U CBOOO TPaXkKIaH»

AJIMUHUCTPATHUBHBIH PerjiaMeHT NPeA0CTABIEHUSI MyHUIIUNIATbHOM YCJIYTH
«IIpenocraBiieHne apXUBHBIX CIPABOK, APXMBHBIX KONMIA,
ApXMBHBIX BBINUCOK, MH(OPMAIIHOHHBIX MUCEM, CBA3AHHbBIX
¢ peajiM3anueil 3aKOHHBIX IIPaB M CBO0O/ IPaKIaAH»

Pasznea 1. O0mue moJiokeHus

1. AAMUHUCTPATUBHBIA PETJIAMEHT MPEIOCTABICHUS MYHUIIMITATILHON YCIyTH
«Bpimaua komuii apXWBHBIX JOKYMEHTOB, MOATBEPKIAIOIIMX IMPABO Ha BIIAJICHUE
3emieil B Kaukanapckom ropo/ickoM OkpyTe» (fanee — perjiamMeHT) YyCTaHaBIMBAeT
MOPSIIOK W CTaHIAPT TMPEAOCTABICHHUS] MYHUITUTIIATBHOW yciayru «Bwimaga komwmid
apXWBHBIX JOKYMEHTOB, MOJATBEPKIAIONIMX IPaBO HAa BIIAJICHUE 3eMiei» (maiee -
MYHULIMAIbHAS YCITyTa).

2. PermamenT  ycraHaBiuBaeT CpOKHU u MOCIIEI0BATEIHLHOCTh
aIMUHUCTPATUBHBIX  Tpoleayp  MYHUIIMIIAILHOTO  Ka3&€HHOTO  YUPEKICHUS
«Kaukanapckuii TOPOJICKON apXuB» (Janee - TOPOJACKON apXWB), OCYIIECTBISIEMBIX
B XOJI¢ MPEAOCTABICHUS] MYHHUIIUIAIILHON YCIIYTH, TIOPSI0K B3aUMOJICHUCTBUS MEKITY
JOJDKHOCTHBIMU JIUTIAMU, B3aUMOJICHCTBHUSI C 3asIBUTCIISIMU.

Kpyr 3asaBurenei

3. 3agBuUTENEM Ha MOTYUYECHHE MYHUIIUIIATbHON YCIYTH ABJISIIOTCS:

1) ¢Jusnyeckue u OpUIMYECKHE JUIA, OOpallalolMecs Ha 3aKOHHBIX
OCHOBAHHUSAX K apXMBHBIM JOKYMEHTaM, B LENAX IOJYyYEHUS W HCIOJIb30BaAHUS
uH(OpPMAIUU O BBIJIEICHUH 3€MEIBHOI0 YUacTKa (fajiee — 3asiBUTEINH );



2) 3aKOHHBIN NpeaACTaBUTCIIb  3adBUTCIIA, YKAa3aHHOI'O B IMOAIIYHKTC
1 HaCTOAIICTO ITYHKTA.

TpebdoBanus k nopsaaKy nHGpOPMHPOBAHUA
0 NPeAOCTABJICHNHM MYHUIMIIAJBHON yCIyTrd

4. lnpopmupoBaHue 3asgBUTENEH O MOPSAKE IPEIOCTABICHUS MyHHUITUTATBEHOM
YCIIYTH OCYILECTBIIAETCS HENOCPEICTBEHHO PaOOTHUKAMH TOPOJICKOTO apXHWBa IpHU
JUYHOM TIpreMe U 1o TenedoHy, a Takxke yepe3 ['ocymapcTBeHHOE OIOKETHOE
yupexnenue  CeepuioBckod — obmacth  «MHOTOQYHKIIMOHANBHBIA — LEHTP
NPEIOCTaBICHUSI  TOCYJapCTBEHHBIX WM MYHUIMIAIBHBIX  ycuyr»  (mamee —
MHOTO(YHKIIMOHATbHBIN LEHTP PEIOCTABIICHUS roCy/1apCTBEHHbIX
Y MYHULUINAIbHBIX YCIIYT) U €ro (pUiinaibl.

5. Mudopmanusg o mecte HaxoxkAeHUs, Tpadukax (pexxume) padoThl, HOMEpax
KOHTAaKTHBIX TeJe(OHOB, aapecax 3JEKTPOHHOW NOYThl M OQUIMAIBHBIX CaNTOB
TOpPOJCKOTO apXuBa, HMH(OpPMALMs O MOPSAKE NPEJOCTABICHUS MYHHUIMNATIBHON
yCIIyTH, pa3MelieHa B (eepaabHOd rocyJapCTBEHHOM HMH(POPMAIMOHHOM CUCTEME
«Eaunblil mopTan rocyaapCcTBEHHBIX U MyHULIMINIANBHBIX YCIyT (QyHKUMIA)» (Hanee —
Emuubiii mopran) mo  aapecy  https://www.gosuslugi.ru/25853/1/info, na
opunmanpHBIX calTax B ceTH VMHTepHET W MHPOPMAIIMOHHBIX CTEHJaX TOPOJICKOTO
apxvBa, HA OPUIIMAIBHOM CaliTe MHOTO()YHKIIMOHAJIBLHOTO LIEHTPa MPEeIOCTaBICHUS
TOCYJapCTBEHHBIX W MYHUIMNANBHBIX  yoiryr  (Www.mfc66.ru)  (mamee —
opUIMANBbHBIA CANT), a TaKKe NPEIOCTaBISAETCS HEMOCPEACTBEHHO pPaOOTHUKAMHU
TOpPOJICKOTO apXuBa MpH JINYHOM MPUEME, a TAKKe 1O Teleony.

6. OCHOBHbIMH TpeOOBaHUAMH K HH(GOPMUPOBAHUIO TpaxJaH O THOPSAKE
NpPEJOCTABICHUS. ~ MYHHIMIATbHON  yciyrd  (yChyr), KOTOpBIE  SIBJISFOTCS
HEOOXOJUMBbIMU M 00S3aTE€IbHBIMU JJISl MPEAOCTaBICHUS MYHMIIMIIAIbHOW YCIYTH,
SBIISIFOTCSA JOCTOBEPHOCTh MpEAOCTaBiIsieMOl MH(POpPMaIUU, YETKOCTh B H3JI0KEHUU
uHdOpMaIUH, MOTHOTAa UHPOPMUPOBAHUS.

7. Ilpu obmieHuu ¢ rpaxaaHaMu JOJKHOCTHBIE JIUIA, pAOOTHUKU TOPOJICKOTO
apxuBa JOJHKHBI BECTU ce0sl KOPPEKTHO M BHUMATEIBHO K Ipa)iJaHaM, HE YHI)KATb
UX YECTU U JIOCTOMHCTBA. YCTHOE WH(OPMHUPOBAHHE O MOPSAKE MPEAOCTABICHUS
MYHHIIUTIATFHOW YCIYTH JTOJKHO TPOBOJUTHCS C HCIOJIB30BaHHWEM O(MHUIIMATBHO -
JIEJIOBOTO CTUJISL PEUH.

8. NndopmupoBanne rpakaaH O MOPSAKE MPEIOCTABICHUS MYHHUIIUMATHHON
YCIIYTH MOKET OCYILIECTBISTHCS C UCMOJIb30BAHUEM CPEICTB ABTOUH(POPMHUPOBAHUSI.

9. Anpec MeCTOHAaXOXICHUSI TopoJickoro apxusa: T. Kaukanap CBepaioBCcKon
obnacTu, 8 MUKpopaiioH, a.18.

Bpewms mpuema rpaxaaH: noHeJAeIbHUK, BTOPHUK, cpeaa; 14-17 dacos.

Paznen 2. CtanaapTt npeaocTraBjieHUuss MYHHIMIAJBHON yCIyrd



HanMeHoOBaHHe MyYHHIIMIIAJILHOM YCJIYTH

9. HaummeHoBaHW€ MYyHULMNAIBHOW YycCIyru: «Bprgaua KoOmuil apXUBHBIX
JIOKYMEHTOB, IOJITBEPKIAIOIINX IIPABO HA BIAJICHUE 3€MIIEI.

HanMeHoBaHHMe MyHMUIMIIAJLHOIO APXHBa, IPEI0CTABJISIIOLIET0
MYHUIHUNAJIbHYIO YCJIYTY

10. IIpenocraBneHne MyHUIUIIAIBHOW YCIIYTH OCYLIECTBIISIET AAMUHHACTPALINS
KaukaHapckoro ropofckoro okpyra depe3 MyHHUIHNIAIBHOE Ka3EHHOE YUpEKICHHE
«KaukaHapCKkuil TOPOJICKON apXUBY.

HanMeHoBaHHMe OPraHoB M OpraHu3ainum, o0palieHue B KOTOpbIe
He00X0AMMO /1JIsl PeI0CTABJICHUS MYHUIIUNIAJIbHOM YCJIYTH

11. Ilpm npemocTaBieHHMH TOPOJCKUM apXMBOM MYHHIUMIAIBHON YCIyTH
ME>KBEJIOMCTBEHHOE HHPOPMAIMOHHOE B3aUMOCHCTBHUE HE MPETYyCMOTPEHO.

12. 3ampemaerca TpeOOBaTh OT 3asBUTEISI OCYLIECTBICHUS ACHCTBHM, B TOM
YUCJIE€ COTJIaCOBaHUM, HEOOXOIUMBIX JJI TOJYyYeHUS MYHMIUIAIBHONW YCIyTH
U CBSI3aHHBIX C OOpalleHueM B MHBIE OpraHbl MECTHOTO CaMOYIPaBJICHUS
Y OpraHu3alliy, 32 UCKIIOUCHUEM TTOJIyUEHHUs YCIYT, BKIIIOUEHHBIX B IEPEUYEHB YCIYT,
KOTOpBIC SIBJIAIOTCS HEOOXOAMMBIMU U 00s3aTEIBHBIMU JJIsl MPEJOCTaBICHUS
MYHHULUIIAIBHON YCIYTH B COOTBETCTBUM C pewmeHneM Jlymbl Kaukanapckoro
ropojckoro okpyra oT 20.12.2012 Nel08 «OO6 yTBepKIeHUU TEpeUHs YCIYT,
KOTOpbIE SIBIISIIOTCS HEOOXOJIMMBIMHU U OOSI3aTEIBHBIMH UL TIPEIOCTABICHUS
MYHULMNAIBHBIX YCIyr OpraHaMd MECTHOIO caMoynpaBieHus KaukaHapcKoro
TOPOACKOTO OKPYTa)».

Onucanue pe3yabTara NperoCTaBJICeHU MyYHUIMIIAJIbHON YCIyTH

13. Pe3ynbTaTomM npeaocTaBieHUss MyHALIMNIATBHON YCIIYTH SIBJISIETCS:

apXHWBHAas CIPABKA;

apXHWBHAas BBINHUCKA;

apXHWBHas KOMUS;

OTBET 00 OTCYTCTBUH 3aNpalIiBa€MbIX CBEICHMUIA;

pPEKOMEHIalusl O JAIbHEUIINX MyTIX MOUCKa He0OX0IMMOM nHpopMalnu;

YBEIOMJICHHE O HAIPABJICHUM COOTBETCTBYIOILIEIO 3alpoca Ha MCHOJHEHUE
B JIPYTOM apXUB WUJIM OPTaHMU3ALINIO;
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OTKa3 B PpacCMOTPCHHUH 06paHICHI/IH C MOTHBHUPOBAHHBIM H3JIOKCHHUEM
CTO IIPUYHH.

Cpoxu npenocTraBjieHNsi MyHHIIUNAIBLHON YCJIYTH, B TOM YHCJIE C Y4eTOM
HEeO0X0AMMOCTH O0palleHNsl B OPraHU3alNH, YYaCTBYIOIME B IPEI0CTABICHUMN
MYHUIMIIAJIbHOM YCJIYTH, CPOK MPUOCTAHOBJICHHUS NMPEA0CTABJICHHUS
MYHUIMIIAJIBHOM YCJIYTH B CJIy4ae, eCJIM BO3MOKHOCTb PUOCTAHOBJICHHS
npeaycMoOTpeHa 3aKkoHoaaTe1bCcTBOM Poccuiickoit @eaepauuu, CPOK BbIAAYH
(HanmpaBJIeHU) JOKYMEHTOB, SIBJISIOLINXCS Pe3yJbTAaTOM NPeI0CTABJICHUS
MYHUIHMIAJIbHOH YCIYTH

14. Cpok ucnosiHeHHs 3aIrpoca 0 apXUBHBIM JOKYMEHTaM IOpOJCKOI0 apXuBa
HE JOJDKEH IpeBblarh 30 THEW co JHSA PErHcTpaluu 3amnpoca. B MCKIIOUNTENBHBIX
Cllydasix AUPEKTOpP FOPOJCKOr0 apXuBa BIIpaBe MPU HEOOXOAUMOCTH MPOAIUTH CPOK
UCIIOJTHEHUSI 3arpoca ¢ NMHUCbMEHHBIM OOBSCHEHUEM 3a/IEPKKU HCIIOIHEHHS CPOKa
3ampoca, yBEJOMHMB O IIPOJJIEHHHM CpPOKAa  €ro pacCCMOTPEHHs  3asiBUTEIS,
HaIIpaBUBILETO 3aIpocC.

C yuerom oOpaieHusi 3asBUTENS] 4Y€pe3 MHOTO(PYHKIMOHAIbHBINA IIEHTP
MPEIOCTABIEHUS TOCYAAPCTBEHHBIX U MYHHULIMIIAIIBHBIX YCIYT CPOK MPEIOCTABICHUS
MYHUIUNAIBHOW YCIYT UCUUCISAETCS C MOMEHTA PETUCTPALIMK B TOPOJCKOM apXHBE,
MPEIOCTABISIONIEM MYHULUIIATIBHYIO YCIYTY.

3anpoc, HE OTHOCAIIMMCSA K COCTABY XPAHSIIMXCS B TOPOJCKOM apXHBE
apXMBHBIX TOKYMEHTOB, B T€UEHHE 5 IHEW CO JHS €ro pEerucTpalvy HarpaBiseTcs
B IpYrOol apXWB WA OpPraHU3ALMIO, TJ€ XpaHATCS HEOOXOAUMBIE AapPXHUBHBIC
JIOKYMEHTBI, C YBEJIOMJIEHUEM 00 3TOM 3asBUTEIISL.

HopmaTnBHBIE IPaBOBbIE AKThI, PeryJIMpYyIOIIHe PeA0CTaABICHUE
MYHUUIHUNAJIBHON yCIyTH

15. IlepeueHb  HOPMATHBHBIX  MPABOBBIX  aKTOB,  PETrYJHUPYIOIIHUX
MPEIOCTABIEHUE MYHHUILMIIAJIBHOM  yCIYyTH, C YyKa3aHUEM UX PEKBU3UTOB
Y UCTOYHUKOB O(HUILMATIBLHOTO OIMyOJIMKOBaHUS pa3MelleH Ha OQUIMAIBLHOM caiiTe
Anmunuctpauun Kaukanapckoro ropoackoro okpyra B cetu «MMHTepHeT» mo agpecy:
www. http://kgo66.ru/usl-home u Ha Enunom mopraie.

Opran MECTHOTO caMOyIpaBJIEHUs o0OecreurnBaeT pa3menieHue
Y aKTyaJIN3alMI0 TIEPEYHS YKa3aHHbIX HOPMATHBHBIX IPAaBOBBIX aKTOB Ha CBOEM
oduimanbHOM caiite B cetu HTepHeT.

HcuepnbiBaroniuii nepevyeHb 10KYMEHTOB, HEO0OX0IMMBIX B COOTBETCTBHH
C HOPMATHBHBIMH NMPAaBOBLIMH AKTAMU /IJIsl MPEAOCTABJICHUS MYHUIIUNIAJIbHOM
YCJIYTH, U YCJIYT, KOTOPbIe SBJSIIOTCA HEOOXOAMMBbIMH M 00513aTeJIbHBIMH IS



NPeIoCTABJICHUS MYHUIMNIAJIbHOH YCIYTH, MOJJIeKAMMX NMPeACTABICHUI0
3asiBUTEJIEM, CIIOCOOBI UX MOJTYYEHUS 3asIBUTEIeM, B TOM YHCJI€ B 3JIEKTPOHHOI
dopMe, MOPSIIOK MX MPpeCTABIECHUS

16. B nensix mosydeHHs MYHHUIIMIAIBHOW YCIyTHU 3asBUTENb MPEACTaBISET
3aMmpoc B TOPOJCKON apXWB WU B MHOTO(MYHKIIMOHATBHBIA IIEHTP TOCYIapCTBEHHBIX
U MYHUIUNAIBHBIX YCIYr O MPEIOCTAaBICHUN MYHHUIUMIAIBLHON YCIyru (3ampoc
3asBUTENIb  JIOJDKEH  MPEJACTaBUTh  CAMOCTOATEIIBHO B LENAX  MOJIYYCHHS
MYHULIMTAIBHON YCITyTH).

JIOKyMEHTOM, TOATBEPKAAIOIIMM ITOJTHOMOYHMS TPEICTAaBUTENS 3asgBUTEI,
SABJISIETCS JOBEPEHHOCTh, OPOpPMIICHHAS W BBIJJAHHAS B MOPSIKE, MPETyCMOTPECHHOM
3aKOHOaTeNnbCTBOM Poccuiickon denepanum.

B 3anpoce 3asBuTENS TOJKHBI OBITH YKA3aHbIL:

1) HauMeHOBaHKE IOPUANYECKOTO JIMIIA HA OJIAaHKE OpTraHU3AINU; IS TPaK/IaH-
dbaMumus, UMs U 0TYECTBO (TIOCTeAHEe — MPU HATUYWH );

2) MOYTOBBIA W/WIM DJIEKTPOHHBIM aJpec 3asBUTEINA, MO KOTOPOMY JOJIKEH
OBITH HAIIpaBJICH OTBET, YBEJOMIICHHUE O TIepeajipecalluu 3arpoca;

3) wuHTepecylolllue 3asBUTENA  BOMNPOC, COObITHE, (aKT, CBEACHUS
Y XpOHOJIOTUYECKUE PaMKH 3arpaiivBaeMoil HH(OOpMaIuH.

3asBUTENbL BIOpaBe, MO COOCTBEHHOW WHHUILIMATUBE MPEACTABUTH JOKYMEHTHI
(WM UX KOMHM), COAEpKAIlMe JOMOJTHUTEIbHBIE CBEICHUS, OTHOCSIIHECS K TEeMe
3amnpoca.

JlaHHBI TIepedYeHb  SBIISICTCSl MCYEPHBIBAIOIIMM M HE MpeArosiaraet
MEKBEJIOMCTBEHHOT'O MH()OPMAIIMOHHOTO B3aUMO/ICHCTBUSI.

17. Jlng momydeHus JTOKYMEHTOB, HEOOXOIUMBIX JUIsl TPEAOCTaBIICHUS
MYHUIIUTIATGHOM YCIYTH, YyKa3aHHBIX B TMYyHKTe 16 HACTOSIIEro perjiamMeHTa,
3asiBUTENIh JIMYHO OOpaIlaeTcs B OPraHbl MYHHUIIMNAIBHOW BIIACTH, YUYPEKICHUS
Y OpraHu3alni.

18. 3asBneHHMe W JOKYMEHTBHI, HEOOXOIWMBIC JJII TMPEIOCTABICHUS
MYHULIMNAIBHON YCIYyTH, YyKa3aHHblE B IYHKTE€ 16 HACTOSIIEr0 perjiamMeHTa,
MIPEJICTABIISIFOTCSL B TOPOACKON apXWB MOCPEACTBOM JIMYHOTO OOpAIeHUs 3asiBUTEIS,
MOCPEACTBOM TOYTOBOTO OTIPABJICHUS, Yepe3 MHOTOPYHKIIMOHAIBHBIA IIEHTP
Mpe0CTaBICHUS rOCyJapCTBEHHBIX u MYHUIIATTATBHBIX YCIYT,
7100 C UCTOJIb30BaHHEM HWH(OPMAIIMOHHO-TEIEKOMMYHUKAITMOHHBIX TEXHOJOTHUH,
BKJIIOYAs HCIMOJb30BaHue EauHOro mopraia, W APYrux cpeactB MHGOPMAIMOHHO-
TEJICKOMMYHUKAIITMOHHBIX TEXHOJOTUM B CIydasx U TMOPSIKE, YCTaHOBJICHHBIX
3akoHoJaTenbCcTBOM Poccuiickoit @enepauuu u CBepasioBCKOW 00nacTu, B (opme
ANIEKTPOHHBIX JOKYMEHTOB NPH HAIMYUK TEXHUYECKOM BO3MOXKHOCTU. [Ipu 3TOM
3asiBJICHUE W DJICKTPOHHBIM 00pa3 KaKIOTO JTOKYMEHTa MOTYT OBITh IOITUCAHBI
IIPOCTOM 3JIEKTPOHHOU IOIITUCHIO.



HcuepnbiBaronuii nepeyeHb J0KYMEHTOB, HEO0XOAMMBIX B COOTBETCTBHH €
HOPMATHBHBIMH NPABOBBIMHM AKTAMM /1JIsl IPeIOCTABIEHUS MYHUIIUNIAJBHOM
YCJIYTH, KOTOPbIe HAXOASATCH B PACIIOPSI>KEHUH OPTaHOB MECTHOIO
CaMOYNPaBJICHUS] M HHBIX OPTaHOB, YYACTBYIOIIMX B IIPEA0CTABJICHUMN
MYHHIHNIAJbHBIX YCJIYT, U KOTOPbIE 3asiBUTEJIb BIIPaBe NMPeICTABUTD, 4 TAKKe
CIoCO0BI UX NMOJYyYeHHS 3asiBUTEJISIMU, B TOM YHCJIe B 3JIEKTPOHHOM opme,
MOPS/IOK MX NpeacTaBJIeHUs

19. 3asBurtens Bnpase, M0 COOCTBEHHON MHUIIMATHBE MPEICTABUTH JOKYMEHTHI
(WM ¥X KOIMH), COJEp KallHe IOMOJHUTEIbHBIE CBEIEHHUSA, OTHOCALIUECS K TEeMe
3arpoca.

Henpencrasnenue 3asBUTENEM JOKYMEHTOB, KOTOPHIE OH BIIPABE MPEACTABUTH
no COOCTBEHHOW MHHMIMATHBE, HE SBJISETCS OCHOBAaHMEM Il  OTKasa
B [IPEOCTABIICHNUHN YCIIyTH.

Yka3zanue Ha 3anper TpeOOBATh OT 3asiBUTEJISI
NnpeacTaBJIeHNsl JOKYMEHTOB U HH(OpMaIlUy UM OCYIIeCTBJIEHUS IeiicTBUI

20. 3amnpenaercs TpeOOBATh OT 3asIBUTEIISA:

MPEACTABICHHS JTOKYMEHTOB U MH(QOpPMAallMK WM OCYLIECTBICHUS IEHCTBUH,
KOTOpbIE HE MPEAYCMOTPEHbl HOPMATUBHBIMU MTPABOBBIMHU AKTaMU, PETYIUPYIOIIUMHU
OTHOUIEHUS], BO3HUKAIOIINE B CBSA3M C MPEJOCTABICHUEM MYHHUIIMIIAIIBHON YCITYTH;

MPEACTABICHUS] JAOKYMEHTOB UM HWH(OpMaluu, KOTOpPble B COOTBETCTBUU
C HOpMAaTUBHBIMH MpPaBOBbIMM akTamu Poccuiickorn Penepannn, HOPMAaTUBHBIMU
npaBoBbIMU akTamu [IpaButenbcTBa CBepAIOBCKON 00JACTH M MPAaBOBBIMHU aKTaAMHU
OpraHOB MECTHOI'O CaMOYIPABJIEHUS HAXOAATCS B PACHOPSIKEHUH OPraHOB MECTHOTO
CaMOYNpaBl€HUs, MPEJOCTABIAIOUIMX  MYHUIUNAIbHYIO  yciayry, u  (WiIM)
NOJIBEIOMCTBEHHBIX ~ OpraHaM  MECTHOIO  CaMOYNPAaBJICHHUsS  OpraHU3ALMM,
YYAaCTBYIOIIMX B MPEJOCTABICHUM MYHHIMIAIBHBIX YCIYr, 33 HCKIOYEHUEM
JIOKYMEHTOB, yKa3aHHbIX B 4yacTu 6 crtaTbu 7 DenepaibHOrO 3akoHa OT 27 HIOIS
2010 roma Ne 210-®3 «OO6 opraHu3amu MPEJOCTABICHHUS TOCY/IapCTBEHHBIX
U MYHUIUTAIBHBIX YCITyT».

NOpPEICTaBICHUS JIOKYMEHTOB U  HMHPOpMAalMHM, OTCYTCTBHE U  (WJIM)
HEJIOCTOBEPHOCTh KOTOPBIX HE YKa3bIBAIUCH NPU MEPBOHAYAIBHOM OTKAa3€ B IMPUEME
JIOKYMEHTOB, HEOOXOJUMBIX JUIsl MPEJOCTABICHUS MYyHUIMNAIBHOW YCIyTrH, JIMOO
B IIPEIOCTABICHUY MYHULIUIIAJIIBHOW YCIYTH, 3a UCKIIFOUEHUEM CIEAYIOIINX CIIYy4YaeB:

U3MEHEHHEe TpeOOBaHUI HOPMATUBHBIX IPABOBBIX AaKTOB, KacalolIUXCs
IIPENOCTABICHUS MYHHULMIAJIBHONM yCIyI'M, TIOCJI€ I€pBOHAYAIBHONW IOJA4H
3asIBJIEHUS O MPEAOCTABICHUN MYHULIMIIAIBHON YCIYTH;

HaJIU4Me OLIMOOK B 3asBJICHUM O NPEIOCTABICHUM MYHHIMIAIBHOM YCIyrd
Y JOKYMEHTAaX, MOJAHHBIX 3asBUTEIEM IIOCJIE IEPBOHAYAIBHOIO OTKa3a B IIPUEME



JIOKYMEHTOB, HEOOXOIUMBIX JUIsi MPENOCTABICHUS MYyHUIUMNAIBHOW YCIyTrH, JIHOO
B [IPEJOCTABIICHUM MYHHUIUIIAJIIBHON YCIIYTM U HE BKJIIOYEHHBIX B IIPEIACTABICHHBIN
paHee KOMIUIEKT JOKYMEHTOB;

UCTEYCHHE CPOKA JIEUCTBUS JTOKYMEHTOB WJIM M3MEHEHHE MH(POPMALIUU MOCIe
IIEpBOHAYAILHOIO OTKa3a B npueme JIOKYMEHTOB, HEOOXOIUMBIX
JUISI IPEIOCTABJICHUS ~ MYHHUIMIATBbHOW  yciyrd, Ju00 B NIPEIOCTaBICHUH
MYHULUNAIBHOMN YCIIyTH;

BBISIBJICHHE  JOKYMEHTAIbHO  MOATBEPXKIACHHOTO  ¢akrta  (MPU3HAKOB)
OIIMOOYHOTO WJIM MPOTHUBOIPABHOIO JAeWcTBUA (0€31eHCTBUS) TOKHOCTHOTO JIMIIA,
MYHHUIIMNIAIBHOTO  CIy)KAllero Wid  pabOTHMKAa MYHUIMOAIBHOTO  apXWBa,
MPEIOCTABISIONIET0 MYHUIIMIAIBHYIO YCIyTy, padOTHUKAa MHOrO(QYyHKIHOHAIBHOTO
LEHTpa IpHU IMEPBOHAYAIBHOM OTKa3e B IMPUEME JOKYMEHTOB, HEOOXOIUMBIX ISt
IPEIOCTABIECHUSI MyHUIIMIIAIBHOMN YCIIyTH, JINOO B IPEIOCTABICHUN MYHUIUIAIbHOM
yciayra. B gaHHOM cilyyae B IMMCBMEHHOM BHJE 3a MOANKCHIO JOJDKHOCTHOIO JIMLA
OpraHa MECTHOTO CaMOYIpaBJICHUs (WU TOPOJCKOTO apXHBa), MPEAOCTABIISIONIETO
MYHUILIMINIAIbHYIO YCIYTY, PYKOBOAMTEIS MHOTO(YHKIMOHAIBHOIO LEHTpa IpU
NepBOHAYAJIbHOM OTKa3e B MPUEME JOKYMEHTOB, HEOOXOAUMBIX I MPEAOCTaBICHHUS
MYHULIUIIAIBHON YCIYTH, YBEIOMIIAETCS 3asBUTENb, a4 TAKKE IMPUHOCIATCA U3BUHECHUSA
3a TOCTaBJICHHbIE HEYA00CTBA;

IIPEACTABIICHNS] JOKYMEHTOB, IMOATBEPKAAIOIMINX BHECEHHUE 3asABUTEIIEM ILIATHI
3a MPEIOCTABICHUE MyHULIMITAIBHON YCIYTH.

[Ipn npenocTaBieHNr MyHULUITAIBHON YCIYTH 3aIIPEIIACTCS:

OTKa3blBaTh B MpPUEME 3alpoca M HUHBIX JIOKYMEHTOB, HEOOXOAUMBIX JUJIS
IIPEAOCTABIEHNUS MYHHUIMIIAJBHONW YCIYTH, B CIIy4yae, €CJIM 3alpoc U JOKYMEHTHI,
HEOOXOJQUMbIE  JJIi  NPEJOCTaBICHUS  MYHUUMOAIBHONM  YCIyrW,  IOJaHBI
B COOTBETCTBMU C MHpoOpManmuell o0 Ccpokax M TOpSAAKE MpeAoCTaBICHUS
MYHUIIUNIATBHOM ~ yCIyTW, oOmyOnukoBaHHOWM Ha EnuHom  moptane, nmbo
Ha odurmanbHoM caiite MKY «Kaukanapckuii ropoicKOM apXuB»

OTKAa3bIBaTh B IPEJIOCTABICHUN MYHULIMIIAIBHON YCIYI'H B ClIy4ae, €CJIH 3a1poc
U JJOKYMEHTBI, HEOOXOIMMBbIE JJIsl IPEIOCTABICHNUS MYHUIIMTIAIBHON yCITyTH, MOIaHbI
B COOTBETCTBMM C HHpOpMAIME O cpokax ¢ TOpSAKE MPeIoCTaBICHUS
MYHUIMOATBHOM  yClIyru, omyOnukoBaHHOM Ha EnumHom  moprane  yimbo
Ha opunmanbHoM caiite MKV «Kaukanapckuii ropoJickoil apXuB»

HcuepnbiBaromuii nepeyeHb OCHOBAHUM VISl 0TKAa3a B IpUeMe JOKYMEHTOB,
HEO0XOAMMBIX /ISl PEI0CTABJICHUS MYHUIIUNIAJIBLHON YCJIYTH

21. OcHoBaHMAMU IJis1 OTKasa B IIPpUCMC  3asBJICHUA W JOKYMCHTOB,
HGO6XOI{I/IMBIX I IIPEAOCTABJICHU A MYHHHHHaHBHOﬁ YCIIYTH, ABJIAIOTCAL



HEMpaBWJIbHOE 3allOJIHEHUE 3alpoca, YyKa3aHHOro B 1. 16 HacTosIiero
Pernamenta, oTCyTCTBHME B 3ampoce AaHHBIX, yKa3aHHBIX B II. 16 HacTosIiero
Pernamenra;

3all0JIHEGHUE 3ampoca, ykazaHHoro B 1. 16 Hacrosmero Periamenra,
Hepa3O00pPUYMBBIM, HE MOAAIOIIMMCS IPOUYTEHUIO TTOYEPKOM.

HNcyepnpiBaoiumii nepeyeHb OCHOBAHUH IJIA IPUOCTAHOBJICHUS
WIH 0TKA32a B NIPeJ0CTABJICHUM MYHUIMIIAJIbHOH YCJIYyTH

22. OcHoBaHMs Ui TPUOCTAHOBJICHHS MPEIOCTABICHUS MYHHUIIUTAIBHON
YCIIYTH OTCYTCTBYIOT.

MyHununansbHas yciyra He IpeJOoCTaBIIseTCS B CIEAYIOIUX CIyYasx:

€CIi B 3alpoce 3asBUTENS] OTCYTCTBYeT TeMa (BOMNPOC), XPOHOJIOTHS
3arpamrBaeMoi HHpopMaIuy;

€CJIM OTBET IO CYIIECTBY IOCTABJIEHHOTO B 3allpOCE BOIPOCAa HE MOXKET ObITh
naH 0e3 pasIlalleHHus] CBEICHMM, COCTAaBIISIIOIIMX TOCYAAPCTBEHHYIO WM HHYIO
OXpaHAEeMyIO0  (efepalbHBIM  3aKOHOM  TaiiHy.  3asBUTEN0  COOOILaeTcs
O HEBO3MOKHOCTH J1aTh OTBET IO CYIIECTBY IMOCTaBJIEHHOIO B 3aIlpoce BOIIPOCa
B CBSI3U C HEAONMYCTUMOCTBIO pasrjalleHHs] YyKa3aHHBIX CBEJICHUW. YKa3aHHas
uH(popManusi MOXXET OBITh NPENOCTaBICHA TOJbKO MPU HAIMYMAU Yy 3asgBUTEIA
JOKYMEHTAJIBHO TMOJATBEPKACHHBIX IpaB Ha IMOJYyYEHHE CBEICHUH, COAEpKalluX
rOCyJAapCTBEHHYIO TalHY W/WIM KOH(UAECHIMATbHYI0 HH(OPMALIHIO;

€CIM B 3alpoce COJEPXKHUTCS BOINPOC, Ha KOTOPBIA 3asBUTENI0 paHee
HEOJHOKPATHO JAaBaJUCh IMHCbMEHHBbIE OTBETHl M0 CYIIECTBY, M TpPHU 3TOM
HE MPUBOJASITCS HOBBIE JIOBOJBI M 00CTOATENbCTBA. [IUPEKTOpP TOPOACKOro apxuBa
BIIpaB€ MPUHATH pElIeHWe O OE30CHOBATEIBHOCTH  OYEpPEJHOro  3ampoca
U IPEKpaIIeHUH MEPEeNnucKy MO JAAaHHOMY BOIPOCY MPH YCIOBHM, YTO YKa3aHHBIN
3alpoc U paHee HampaBiisieMble 3alpOoChl HAIMPaBISUIMCh B OAMH U TOT K€ OpraH
wiu opranuzanuio. O JaHHOM pEHIeHUHM YBEIOMIISIETCS 3asiBUTENb, HaIllpaBUBIIMNA
3anpoc;

€CIM B 3ampoce CoJepKaTrcsl HEIEeH3ypHble, JHOO0 OCKOpPOHUTENIbHbIE
BBIPAKEHMUSI, YIPO3bI )KM3HHU, 3OPOBbIO U UMYILIECTBY JAOKHOCTHOTO JIMIIA, a TAKXKe
YJICHOB €ro ceMbu. PyKOBOIUTENb BIpaBe OCTaBUTH 3allpoc O€3 OTBETA MO CYIIECTBY
MOCTABJICHHBIX B HEM BOINPOCOB M COOOIIUTH 3asgBUTENIO, HAIMPaBUBILEMY €ro0,
O HEJIOMYCTUMOCTH 3JI0YNIOTPEOICHUS IPABOM;

€cIM y  3adBUTENsI  OTCYTCTBYIOT  JIOKYMEHTBI,  MOJTBEpXKAAOLINe
€ro MOJIHOMOYHS BBICTYNIaTh OT UMEHU TPETHUX JIUII.

IlepeyeHsb yciayr, KOTOpbIE SIBJISIOTCSH HEOOXOAMMBIMH U 00513aTeJIbHBIMM J1JI1
NPeA0CTABJICHUS MYHUIMIIAJIBLHON YCJIYTH, B TOM YUCJI€e CBEACHUA 0 JOKYMEHTe



(1oKyMeHTaXx), BblIaBaeMOM (BbIIAaBAEMbIX) OPraHU3ALUAMMH, YYACTBYOIUMHU
B IIPEAOCTABJICHMH MYHHULIUNIAJIBHON YCIYIH

23. Ycuyr, KOTOpbIe SBISIOTCS HEOOXOJAMMBIMH U 00s3aTeIbHBIMU
JUTS TIPETOCTABJICHUS MYHUITUIIAIBHON YCIYyTH B COOTBETCTBUHU ¢ Pemrenmem Jlymbl
Kaukanapckoro ropoackoro oxpyra ot 20.12.2012 Nel08 «O06 yTBepxkaeHHH
MEPEUHsT YCIYyT, KOTOPBIC SBISIOTCS HEOOXOMWMBIMU U OOS3aTCIBHBIMUA IS
MPEIOCTABICHUS MYHHIMMAIBHBIX YCIYT OpraHaMd MECTHOTO CaMOYTIPaBIICHUS
KaukaHapckoro ropoJckoro oKpyra» He MpeayCMOTPEHO.

HOpﬂI[OK, pasMep 1 0CHOBAHME B3UMAHHUA FocyﬂapCTBeHHOﬁ NOoIMJINHbI NJIA
HHOM IJaThbI, B31IMaeMoH 3a nmpeaocraBJICHHUEC MyHHHHHaJIbHOﬁ ycayru

24. T'ocyapcTBeHHasl TONUIMHA 33 MPEJAOCTABICHNE MYHUIIMIAIBHOU YCIyTH
HE B3UMAECTCHI.

I'opoackoii apXuB OCYIIECTBISIET MIPEAOCTABICHUE MYHHUIUIIATIBHON YCIYTH IO
WCIIOJTHEHUIO TEMAaTHUYECKOTO 3ampoca OpraHu3alliyd WU TPpaXJIaHUHA B MOPSIKE
OKa3aHMs TUIATHBIX YCIYT (B TOM 4YKCIIE Ha OCHOBE JOrOoBOpa) WM O€3BO3ME3IHO.
Cpokn U CTOMMOCTh pabOT MO UCIOJHEHHIO TEMaTUYeCKOro  3ampoca
B [IPEABAPUTEIIEHOM MOPAJIKE COIIACYIOTCS C 3asBUTEJIEM.

IMopsinok, pa3mep U OCHOBaAHME B3MMAHUS IJIATHI 32 MPEAOCTABJICHHUE YCIYT,
KOTOPbIE ABJISIOTCA HE00X0AMMbIMHU U 00513aTeJILHBIMHU J1JIsl IPEI0CTABICHUS
MYHULMNAJIbHON YCJIYTH, BKJII0OYast HHPOPMALUIO 0 METOAUKE pacyera
TaKOM IJIaThI

25. VYciuyr, KOTOpble SBJISIOTCS HEOOXOMUMBIMH U 00s3aTeIbHBIMU
JUIS IPEIOCTABIICHUS MYHULMIIAIBHOM YCIyTM, 3aKOHOJATEIbCTBOM Poccuiickoi
denepaniv HE MIPETYCMOTPEHO.

MaxkcuManbHBIH CPOK 0KIIAHUSA B OUepeau NPH Noaaye 3anpoca
0 NMPeJ0CTABJICHMU MYHMIMIAJIbHON YCJIYTM M P MOJYy4YeHUH pe3yJibTaTa
NpeAoCTaABJIEHUSI MyHHIMIIAJIbHON YCIyTH

26. MaxkcuMalibHBIM CpPOK OXHUJAHUS B Oyepedau IMpU IMojade 3ampoca
O MPEIOCTABJICHUN MYHUIIUITAJIBHOW YCIYTH U MOJYYCHUU MYHULIUMAIBHOW YCIyTH
B F'OPOJICKOM apXHBE HE JOJKEH MPEBBIIATh 15 MUHYT.

[Tpu obpamienun 3asBUTENST B MHOTO(YHKIIMOHATIBHBIA IIEHTP MPEI0CTABICHUS
rOCYJJapCTBEHHBIX W MYHHUIMNAIBHBIX YCIOyr (MpU pealu3aliu) CPOK OKHUJIAHUS
B OYEpeaM MpHU MOJAayue 3ampoca O MPEJOCTABICHUH MYHUIIMIAIBLHON YCIyTH U MPU



10

MOJTlyYE€HUU pe3yJbTaTa MYHHUIIMIAIBHON YCIYTH TaKKe HE JIOJDKEH MPEeBBIIIATh
15 MuHyT.

Cpox U nopsSA0K perucTpamnum 3anpoca 3asiBUTeJIs
0 MPeI0CTABJICHUU MYHULMIIAJILHOM YCJIYIM U YCJIYIH,
NPeI0CTABJIACMON OPraHu3anue, y4acTBYOLEeH B NIPeI0CTABJICHUHA
MYHULMNAJIBHON YCJIYTH, B TOM YHCJE B 3JIEKTPOHHOM opMme

27. Perumcrpamus 3ampoca ¥ HWHBIX JIOKYMEHTOB OCYINECTBIISCTCS B JICHBb
UX ITOCTYIUICHHSI B  TOPOJCKOM  apxuB, TIpH OOpaliCHWH JIMYHO, dYepes
MHOTO(YHKITHOHATBHBIN LEHT] IPEIOCTABIICHUS rOCyIapCTBCHHBIX
¥ MYHHUIIUTIATBHBIX YCIYT (IIPH BO3MOXKHOCTH).

28. B ciyuae, eciu 3ampoc MojJaH B AIEKTPOHHOU (popme, TOPOACKON apXuB HE
no3jaHee pabodero JHs, CISAYIONMIETO 3a JIHEM II0Jayd 3asBIICHUsS, HAIPAaBIISET
3agBUTEII0 AJICKTPOHHOE COOOIICHHE O NPUHATHU JuO0 00 OTKa3e B MPUHATHH
3arpoca. Perucrpanus 3ampoca, HalpaBJICHHOTO B (POpME AIEKTPOHHOTO JOKYMEHTA,
IIpU OTCYTCTBUHU OCHOBAHHH JUIsI OTKa3a B €ro IMpHeMe, OCYIIECTBISCTCS HE TO3IHEE
pabodero IHs, CIEAYIOMIETO 3a JHEM ITOauH 3alpoca B TOPOJICKON apXHB.

29. Tlpomenypa perucTpamuy 3ampoca O MPETOCTABICHUH MYHUITUTIATBHON
yCIIyTH, yKa3aHHas B 1. 27 HACTOSAMmIEro PerimameHTa, OCYMIECTBIISICTCS B IOPSJIKE,
NPEIyCMOTPEHHOM B pa3jiesie 3 HaCcTOSAIero AJIMHHACTPATUBHOTO PEriiaMeHTa.

TpeGoBaHus K NOMeEILIEHUSIM, B KOTOPBIX PEAOCTABJISIETCH MYHULIUNIAJIbHAS
yeJIyra, K 3aj1y 0:KuAaHus, MecTaM /JIs 3all0JJHEHHUs 3al[POCOB
0 NPeA0CTABJICHUM MYHUIMIIAJIbHOH YCJIYTH, HH(POPMALUOHHBIM CTEHAAM
¢ o0pa3uaMHu MX 3aM0JTHEHHUS U NepeYyHeM J0KYMEHTOB, He00X0AUMbIX
JJISl IPEeIOCTABJICHUA KAXKA0NH MYHHIUNIAIBHON YCJIYIH, pa3MeleHHI0
U 0pOpMJICHUIO BU3YAJIbHOM, TEKCTOBOM M MYyJIbTUMEAUIHON HHGOPMALMHU
0 MOPsSIAKeE NMPEIOCTABJCHHUS TAKON YCJIYI'H, B TOM YHCJIe K 00eCleYeHH 0
AOCTYIIHOCTH JI HHBAJIMIOB YKA3aHHbIX 00bEKTOB B COOTBETCTBHHU
¢ 3aK0oHOoAaTeJabCTBOM Poccuiickoii @egepannu 0 COMATIBLHOM
3alMTe HHBAJIU/I0B

30. B momemieHusX, B KOTOPBIX MPEAOCTABISIETCS MYHHUIIMTIAIBHAS YCIIyTa,
oOecreynBaeTcs:

1) cooTBeTCTBHE CaHUTAPHO-DIUIEMHUOIOTHISCKUM MIPABUIIaM U HOPMATHBAM,
npaBuiIaM MPOTUBOMOKAPHOIN OE€30MaCHOCTH;

2) cozmaHue WHBAJIMAAM YCJIOBUH JOCTYIMHOCTH OOBEKTOB B COOTBETCTBHUH C
TpeOOBaHUSIMHU, YCTAHOBJICHHBIMH 3aKOHOJATEIbHBIMU W HHBIMH HOPMATHUBHBIMU
IIPABOBBIMHU aKTaMHU:
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3) momeuieHus NOKHBI MMETh MeCTa IJisd OXWJaHus, UHPOPMUPOBAHUS,
IpueMa 3asiBUTENEH.

Mecra oxuianus 00eCreunBarOTCs CTYIbSIMH.

4) moMelIeHUs JO/DKHBI MMETh TyaJleT CO CBOOOJHBIM JIOCTYIIOM K HEMY
B pabouee Bpems;

5) mecta uHGOPMUPOBAHUS, NPEAHA3ZHAUYCHHBIC ISl O3HAKOMJICHUS TPaKJIaH
¢ UH(OPMALIMOHHBIMYU MaTepUaiaMu, 000PYAYIOTCS:

HH)OPMAITMOHHBIMA ~ CTEHJAMU WA WHOOPMAITMOHHBIMUA  DJIEKTPOHHBIMHU
TEpMUHAJIAMU;

CTOJIAaMU €  KaHIEISIPCKUMH  NPUHAUICKHOCTIMU 11 OoopMIICHUS
JIOKYMEHTOB, CTYJIbSIMH.

Ha nndopmarnimoHHbIx cTeHAaX B MOMEIIECHUSX, TPEIHA3HAYCHHBIX JIJIs IPUeMa
rpaxjaH, pazMemaercs HHPopManus, ykKazaHHas B 1. 4 AJIMUHUCTPATHUBHOTO
periaMeHTa.

OdopmiieHre BU3YyalIbHOM, TEKCTOBOW M MYJITUMEIUHHON WHGOpMAIIIH
O TOPSAKE NPENOCTABICHUS MYHULMINAIBHOW YCIYIM JOJDKHO COOTBETCTBOBATH
ONTUMAJILHOMY 3pUTEIBHOMY M CIyXOBOMY BOCIHPHUSTHIO 3TOH uHMOpManuu
3asBUTEJISIMU, B TOM YHCJIE 3asIBUTEIISIMUA C OTPAHUYEHHBIMUA BO3MOKHOCTSIMHU.

IToka3aTesn JOCTYITHOCTH U Ka4eCTBA MYHUIIUNIAJIbHOM YCJIYIH,

B TOM 4YHCJIe KOJTHYECTBO B3aMMOAEHCTBUI 3aABUTEJIA C JOJTKHOCTHBIMHU
JIMIAMH, MYHUIIUNIAJTbHBIMH CJYKAIMMMHU U PAa00OTHUKAMU MYHHIMIIAJIbHOI O
apXMBa NPH NPEeAO0CTABJICHUM MYHHMIMIIAJBHON YCIYIH U UX
MPOAOJIKUTEIBHOCTh, BO3MOKHOCTD NOJIy4YeHUs1 HH(POPMALIUH O X0e
NpeaocTaBJIeHus MYHHIMIIAJIbHON YCJIYTd, B TOM YHCJIe ¢ HCII0JIb30BAaHUEM
HH(OPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHIi, BO3MOKHOCTb JIM0O
HEBO3MO’KHOCTb MOJIyYeHUsI MyHUIIUNIAJTBHOH YCJIYI'M B MHOTOQYHKIIHOHAJIbHOM
LHEeHTpe NPeA0CTABJEHUS IrOCYyJAPCTBEHHBIX H MyYHHMIMIIAJIBHBIX YCJIYT (B TOM
4yKcJie B NOJTHOM 00beMe), B JIID0OOM TePPUTOPUATIBLHOM MOAPAa3AeJIeHuN
MYHUIUNAJIBHOT0 APXUBA, NPEJI0CTABIAINIEr0 MYHHIUIAJIBHYIO YCJIYTY, 110
BbIOOPY 3asiBUTEIS (IKCTEPPUTOPHAIBLHBINA NPHUHIMII), IOCPEACTBOM 3a1IPOCa 0
NPeI0CTABJICHUN HECKOJIBbKHX IOCYIapCTBEHHBIX M (MJIM) MyYHMIMIIAIbHBIX
YCJIyTr B MHOTOQYHKIIMOHAJIHHOM IEHTPe NMPeI0CTaBJIeHUS TOCYAAPCTBEHHBIX U
MYHHIHUNAJIBHBIX YCJIYT

31. [TokazaTensiMu JOCTYITHOCTH M KauecTBa MPEIOCTaBICHUS] MYHULIUITAIbHON
YCIYTHU SABJISIIOTCS:

1) cBOEBPEMEHHOCTh IIPEAOCTABICHUS MYHHLIMIIATBHON yCIIyTH
B COOTBETCTBUM CO CTAaHAAPTOM €€ IPEAOCTABJICHUS, YCTAHOBJICHHBIM HACTOSIIMM
AJMUHHCTPAaTUBHBIM PETIIAMEHTOM;
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2) BOBMOXKHOCTh ~ TIOJIydeHHs HMH(popMalmm O XOJAe MNpPedOCTaBICHUS
MYHUIUNATBHOW YCAYTH, JHMYHO WJIM C HCIOJIb30BaHUEM HH(POPMALUOHHO-
KOMMYHUKAIIIOHHBIX TEXHOJIOTUH;

3) BO3BMOXKHOCTb HOJTY4YEeHUS MYHUIUTIATIBHON yCIYTH
B MHOTOQYHKUIMOHAIbHOM  IEHTPE  TNPEAOCTABICHUS  TOCYJapCTBEHHBIX
Y MYHUIIUNAIBHBIX YCIYT (B TOM YHCIIE B IOJHOM 00BEME);

4) BO3MOXHOCTh JTHOO HEBO3MOXXHOCTHh TOJYYCHUS MYHHUIIMIIATBHON YCIyTH
B J000OM  TEpPPUTOPHAIBHOM  MOJAPA3JCICHUM  MYHULMIAIBHOTO  apXuBa,
MPEIOCTABIISAIONIECI0 MyHUIIUIIATBHYIO YCIYTY, IO BEIOOPY 3asBUTENS;

4) BO3MOKHOCTb MOJY4YEHUSI MYHHUIIMIAIBHON YCIYTd MOCPEACTBOM 3arpoca
O TPEIOCTaBICHUN HECKOIBKUX TOCYNAapCTBEHHBIX W (MJIM) MYHULUMATBHBIX yCIyT
B MHOTO(QYHKIMOHQJIBHOM  LIEHTPE  MPENOCTABIECHUS  TOCYJAapCTBEHHBIX
Y MYHULUIAIbHBIX YCIIYT;

5) co3manue MHBAIMAAM BCEX HEOOXOIMMBIX  YCIOBHHA  JOCTYIMHOCTH
MYHMILIMIIAJIbHBIX YCIYT B COOTBETCTBUM C TpPEOOBAaHUSMH, YCTAHOBJICHHBIMU
3aKOHO/ATEIbHBIMU U MHBIMU HOPMATUBHBIMU IIPABOBBIMU aKTaMH.

32. Ilpu npeocTaBlIeHUN MyHUIIUIATIBHON YCIYTH B3aUMO/ICHCTBUE 3asIBUTEIIS
C JODKHOCTHBIMH JIMIIAMM, MYHUIUNAJIbHBIMH CIYXAallUMH H paOOTHUKAMU
MYHHIIMIIAJIPHOTO  apXWBa,  MPEIOCTABIAIONICTO  MYHHUIMIAIBHYIO  YCIYTY,
OCyIIECTBISIETCS HE Oojee 2 pa3 B CIACAYIOUIMX CIydasx: MpHU TMpUEeMe 3asiBICHUS
U TIpY TIOMyYEHUM pe3ynbTara. B KaxaoM ciiydae Bpems, 3aTpayeHHOE 3asBUTEIEM
Opu  B3aUMOJACWUCTBUAX C JIOJDKHOCTHBIMH JIMIIAMA TIPU  MPEAOCTaBICHUU
MYHHIIUTIATLHON yCITyTH, HE TOJKHO MPEeBBIIATh 15 MUHYT.

HNHubie TpedoBaHNs, B TOM YHC/IE YYUTHIBAIOLIHE 0COOCHHOCTH
NPeIOCTABJCHUS MYHUIMIIAJIbHOH YCJIYIH B MHOTO(PYHKIIMOHAJIBHBIX HEHTPaX
NPeAOCTABJICHHUS IOCYJAPCTBEHHbIX © MYHHIMIIAJIBHBIX YCJIYT, 0COOCHHOCTH
NPeIoCTABJCHUS MYHUIHMIIAJIbHOH YCJIYTH M0 IKCTEPPUTOPHATBHOMY NPUHLIMILY
U 0COOCHHOCTH IPEIOCTABJCHUS MYHUIMIIAJIBbHOH YCJIYIH B 3JIEKTPOHHOH

dpopme

33. Ilpu obOpamieHuu 3asBUTENA 32 MPEAOCTABICHUEM MYHUIMIIAIBLHON YCIyTH
B MHOTOQYHKIIMOHATBHBIA TIEHTP COTPYIHUK MHOTO(QYHKIIMOHATIHHOTO IIEHTpa
NPEIOCTaBICHUSI TOCYJApPCTBEHHBIX W MYHHIIMIAIBHBIX YCIYT OCYIIECTBIISICT
NEHCTBUS, TMPEAYCMOTPEHHBIE AIMHUHHCTPATHUBHBIM PETIAMEHTOM M COTJIAIICHHEM
O B3aMMOJICHCTBUH, 3aKIIOYCHHBIM MEXAY MHOTOQYHKIIMOHATHHBIM IIEHTPOM
NPEIOCTABICHUSI TOCY/IapPCTBEHHBIX U MYHHUIIMMAIBHBIX YCIYT U AJIMHHHCTpaIfen
Kauykanapckoro ropoJickoro okpyra.

MHOroOQyHKIIMOHANBHBIA ~ LEHTP  MNPEAOCTaBICHHUS  TOCYIapCTBEHHBIX
Y MYHULUTNAIBHBIX YCIyT 00€CIeunBaeT rnepeaauy NpuHATOro OT 3asBUTEINS 3ampoca,
B TOpPOJCKOM apXMB B TIOPAOKE U CPOKH, YCTAHOBIIEHHBIE COTJIAIICHUEM
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O B3aMMOJICHCTBMHU, HO HE MO3JHEE CIEAYIOIIEro paboyero AHsS MOcie MPUHATHS
3asIBJICHUSL.

34. Oco0eHHOCTH MPEAOCTABICHUS MYHHUIIMIAIBHOW YCIYTH B 3JIEKTPOHHOM
dbopwme:

oOecrieyeHWEe  BO3MOXKHOCTH  TIOJNIYYEHHsS  3asiBUTENEM  MHGOpMaIUu
O MPEIOCTABISIEMON MYHULANAIBHOU yCiayre Ha Ennnom ropraie
U Ha 0(UIIMAIIBHOM CaiiTe TOPOJICKOTO apXUBa;

oOecrieueHre MPU HAMPABICHUU 3asBUTENIEM 3ampoca B opMe AIEKTPOHHOTO
COOOIIEHUSI  TMPENOCTABICHUS  3aABUTENIO  COOOIIEHHUS,  IOATBEPIKAAIOIIETO
MOCTYIUICHUE 3aIlpoca B TOPOJICKOM ApXUB, MPU 3TOM 3asBIICHUE W DJICKTPOHHBIN
o0pa3 KaXJI0ro JOKyMEHTa MOTYT OBbITh MOJINUCAaHbl MPOCTON 3IIEKTPOHHOU
IIOATHUCHIO.

35. 3asgBuTENh UWMEET IMpaBO TOJYYECHHUS] MYHHUIMNAIBHOW  YCIyTH
10 SKCTEPPUTOPUATBHOMY TMPUHLUIY IOCPEACTBOM OOpamieHuss B (uIHalbl
MHOTO(YHKIIHOHAIBHOTO LIEHTpa IIPENOCTaBICHUSA rOCYy1apCTBEHHBIX
Y MYHULUNAIBHBIX YCIYT.

Pa3zgea 3. Cocras, 10C/1€10BaTEIbHOCTh U CPOKH BbINIOJTHEHHS
aIMMHHMCTPATHBHBIX Npouexyp (aeiicTBuii), TpeGOBaAHUA K MOPAAKY
HX BbINOJHEHHS, B TOM YK CJIe 0COOCHHOCTH BbINOJHEHUS AIMUHUCTPATHUBHBIX
npoueayp (aeicTBuUii) B 3JIEKTPOHHOH (popMe, a TaKKe 0COOEHHOCTH
BBINOJIHEHUSI AIMUHUCTPATUBHBIX Mpoueayp (aeiicTBU)
B MHOTOYHKIMOHAJIbHBIX HIEHTPAX MPEI0CTABJIEHUA TOCYI1aPCTBEHHBIX
U MYHHMIUNATBHBIX YCJIYT

AJIMUHHMCTPATUBHbBIE NPOLEAYPHI (1efiCTBHA) MO NPEAOCTABJICHHUIO
MYHUIMIAJIBHOU YCJIYTH OCPEACTBOM JIMYHOI0 00paleHusi, JIU0O0 M0YTOBOI0
OTHpaBJIeHUSA

36. IlocnemoBarenbHOCTh  AJAMHHHCTPATUBHBIX  Tpoluenyp  (nehcTBuid)
0 MPEOCTABICHUIO MYHUIIMIIAIBLHON YCIYTH TOCPEACTBOM JUYHOTO OOpaIieHHs,
Ju00 TIOYTOBOTO  OTIpPAaBIEHUSI BKJIIOYAET CICAYIOIIME  aJIMUHHCTPATHUBHBIC
MPOLETYPHI:

1) mpueM U perucTparys 3anpoca 3asBUTEIS;

2) HampaBJCHHE 3alpoca  PYKOBOJHMTEIIO, PACCMOTPEHHE  3ampoca
PYKOBOJWTENEM, HAIIPABICHUE 3alpoca HCIOJIHUTEI, PAacCMOTPEHUE 3ampoca
VCIIOJTHUTEJIEM, aHAJIN3 TEMATHUKH 3aIpOca;

3) HampaBjieHHE 10 pe3yjabTaTaM pPAacCMOTPEHHs 3ampoca Ha MCIOJHEHHE
B JIDyrOM apXWB WJIM OpraHu3aiuio (B3aMMOJEHCTBUE OpraHa, MpeaoCTaBIISIONIETO
MYHUIUIIAIBHYI0 YCIYry, C WHBIMM OpraHaMH BJIACTH, OpPraHaMM MECTHOIO
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CaMOYIIpaBJIEHUSI W  OpraHU3alUsIMH, YYacTBYIOUIMMHU B  IPEIOCTaBICHUU
MYHUIIUTIATBHBIX YCIYT, HE TPEAYCMOTPEHO);
4) NOAroTOBKA M HAIIPABIICHUE OTBETA 3asBUTEIIO.

HpI/IGM " PCrucTpanm:a 3arpoca 3asaBUTCIIA

37. OcHoBaHMeM [UIsl Hauyaja BBIMOJIHEHUS aIMUHUCTPATUBHON MPOIETyphI
ABJISIETCS IIOCTYIUIEHWE 3ampoca 3asBUTENS B TOPOACKOW apXuB IOCPEIACTBOM
JUYHOTO 00paleHus1, TMO0 MOYTOBOTO OTIPABICHHUS.

B cinyyae Hamuuumsa OCHOBaHMS JUIsi OTKasa B IIPUEME JIOKYMEHTOB,
HEOOXOAMMBIX [UIsl MPEAOCTABICHHUS MYHULUIAIBHOM YCIYrM, B COOTBETCTBHH
c myHKTOM 21 Hactosmero PernmameHTa, COTpyIHUK TOPOJICKOIO apXvMBa OTKAa3bIBACT
B [IpUEME JJOKYMEHTOB, HEOOXOAUMBIX JIJIs IPEAOCTABICHUS MYHHUIIUIIATLHON YCIYTH.

38. TloctynuBmmii B TOpPOACKON apXWB MHUCbMEHHBIM 3alpoC 3asiBUTENS
pEruCTpUpyeTCsl B XKypHasle, OOECIEUNBAIOIIEM NPUEM U PErHCTPAUI0 MOYTOBOMN
KOPPECIOHAEHLINH, IIPEACTABIISIETCA PYKOBOIACTBY TOPOACKOIO apXUBa.

39. Pe3ynpTaToM BBIMOJHEHUS AIMUHUCTPATUBHOW MPOIEAYPHI SIBISICTCS
perucrpanus 3amnpoca.

40. CBeneHus O BBIMOJHEHUN aJMHUHUCTPATUBHOW MPOLEAYPHl (GUKCUPYIOTCS
B CUCTEME JOKYMEHTOO0OpOTa U JIEIONPOU3BOCTBA FTOPOICKOr0 apXUBa.

HamnpasieHue 3anpoca pyKOBOIUTEIIO, PACCMOTPEHHE 3alIpOca PyKOBOAHUTENICM,
HaIpaBJICHUE 3aPOCa UCTIOTHUTEIIO, PACCMOTPEHHUE 3aIpOCa UCTIOTHUTEIIEM, aHAITH3
TEMaTHUKH 3arpoca

41. OcHoBaHMeM [JIsl Hayaja BBIMOJIHEHUS aJIMUHUCTPATUBHON NIpOLEAYpbI
SBJIIETCSI PETUCTPALINS 3a1pOCa.

42. 3aperucTpupOBaHHBIN 3ampoc MOJb30BaTENs MPEACTABISACTCS TUPEKTOPY
TOpPOJICKOTO apXMBa U MEPENAETCS C PE3OJIFOLUEN JUPEKTOPA COTPYAHUKY TOPOJICKOrO
apXMBa Ha UCIIOJIHEHUE B YCTAHOBJIEHHOM MOPSIKE.

43. PykoBoauTeNnb TOPOJACKOTO apxuBa OOECHEYHMBAET OMNEpPATUBHOE
pacCMOTpEHHE 3apoca 3asiBUTEISL.

44. CoTpyAHUKHA TOPOJICKOTO apXWBa OCYIIECTBISAIOT aHAIU3 TEeMaTHUKU
MOCTYIHUBIIETO 3alpoca C HCIOJb30BAHUEM HMEIOIIMXCS B apXUBE AapXUBHBIX
CIIPABOYHHUKOB, COJEPKAIUX CBEIACHUS O MECTaxX XpPaHEHHUs apXWBHBIX JOKYMEHTOB,
HEOOXOAMMBIX JJIs1 UCTIOJIHEHHUS 3aITpoca 3asiBUTEIIS.

45. T'opoackoilt apXWB MHUCHbMEHHO 3allpalliMBaeT 3asBUTENST 00 YTOUYHEHUHU U
JIOTIOJTHEHUH 3aIpoca HEOOXOIMMBIMH JUIS €r0 HCIOJHEHUS CBEACHHUSIMH, B CIIydae
OTCYTCTBHSI B 3allpoCe€ 3asBUTENS JIOCTATOYHBIX JaHHBIX Ui OpraHu3aluu
BBISIBJICHUST ~ 3allpaliiBaeMoil ~ MHGOpMalMud  WIM  HEYETKO,  HENpPaBUIbHO
chOpMyIUPOBAHHOTO 3aIpoca.
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46. Cpok UCIIOJIHEHHSI TaHHOW aIMUHUCTPATUBHOM nporenypsl - 10 qHei.
47. Pe3ynbTaroM BBINOJHEHUS AJMUHUCTPATUBHON MPOLEAYpPHI SBISETCA

OTIpEJICIICHHE:
1) mpaBOMOYHOCTHM TMOJY4YEHHUs 3asBUTENIEM 3ampaiiuBaeMor WHGOpMAaIUU
C yYETOM  OTpaHMYEHUH  HAa  TPENOCTaBICHUE  CBEACHHUM,  coaepxalimx

rOCy/apCTBEHHYIO TallHy W CBEACHMI KOH(UICHIIMAIBFHOTO XapaKTepa;

2) CcTeneHu TNOJHOTHI CBEACHMI, COAEPKALIMUXCA B 3aMpPOCe 3asgBUTEN,
HEOOXOUMBIX JIJIsl MPOBEACHUS MTOUCKOBON PadOTHI;

3) MeCTOHaXO0XIEHUSI ApXUBHBIX JOKYMEHTOB, HEOOXOIUMBIX ISl MCIIOTHEHUS
3ampoca.

B ciydae ycTaHoBieHuS OCHOBaHUM [UIsi OTKa3a B IPEJOCTaBICHUU
MYHMIIMIIAJIbHOW YCIYTHM COTPYIHHMK MYHUIIMIIAIBHOIO apXuBa cooOuiaer o0 3ToM
3asBUTEIIIO C YKa3aHUEM MPUYHMH OTKa3a.

48. CBeneHus O BBINOJIHEHWU aJIMUHUCTPATUBHON MPOLENYpbl (PUKCUPYIOTCS
B CUCTEME JJOKyMEHTOO0OpOTa U AEIONPOU3BOICTBA FOPOJCKOI0 apXUBa.

Hamnpasnenue no pe3ysibTaTaM pacCMOTPEHUS 3aIIpOCa HA UCTIOJIHEHUE
B JIPYTrOil apXHB WA OPTaHU3AIUIO

49. OcHoBaHMeM [UIsi Hayaja aJMUHUCTPATUBHOM TMPOLEAYPHI SBIACTCS
ONMpEJEICHUE  MECTOHAXOXKJIEHUS  apXMBHBIX  JOKYMEHTOB,  HEOOXOIUMBIX
JUIS1 UCTIOJIHEHUS 3a1poca.

50. Ilo uToram aHanmu3a TEMaTHUKW MOCTYMHBIIETO 3aMpoca, B TEYCHHUE S5 THEH
CO JHS PETUCTPALMU TOPOACKOM apXUB HANPABISET 3alpoOC, HE OTHOCAIIUKCS
K COCTaBYy XPAaHALIUXCS B MYHMIIMIIAJIBHOM apXHUBE apXUBHBIX JOKYMEHTOB, B APYIrOu
apXuB WIM OPTaHU3ALINIO, TJ€ XPAHATCS HEOOXOAUMbIE JOKYMEHTBI, C YBEJOMJICHUEM
00 3TOM 3asBUTEJNS, WU 3asBUTEIIO TA€TCS COOTBETCTBYIOIIAs PEKOMEHIAIUsI.

51. B ciiydae ecnu 3anpoc TpeOyeT UCIOJIHEHUSI HECKOJIBKUMH OpraHUu3alusMy,
TOPOJCKON apXUB HAIIPABIIIET B COOTBETCTBYIOIIME aPXUBBI UM OPraHU3ALMU KOIIUU
3ampoca.

52. Pe3ynbTaToM aJIMHUHUCTPATHBHON MPOLEAYpPHI SBISETCS YBEIOMIICHHE
3asBUTENISI O HANpaBJICHWM €ro 3amnpoca Ha WCIOJHEHUWE B JPYyrol apXuB
WJIM OPTaHU3ALHUIO.

53. CBeneHust O BBINOJHEHUU AAMUHUCTPATUBHON Mpoueaypbl (GUKCUPYIOTCS
B CUCTEME JOKYMEHTOO0OpOTAa U AETONPOU3BOICTBA MyHHUIIMIIAJILHOTO apXUBA.

[ToaroroBka 1 HanpaBJICHUE OTBETA 3asIBUTEITIO
54. OcHoBaHMEM Il Hauyajla aJMHHUCTPATUBHOW NPOLEAYPHl SIBISETCS

OIIPCICIICHHUC MCCTOHAXOXACHUA APXHUBHBIX HOKYMCHTOB, H€06XOI[I/IMLIX
JJIA UCITIOJIHCHUA 3aI1poca.
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55. PaGOTHHUK TOPOJCKOr0 apXvBa OCYIIECTBIISIET B YCTAHOBICHHOM MOPSAKE
BBISIBJICHUE apXUBHBIX JIOKYMEHTOB, HEOOXOJMMBIX HJisi UCHOJIHEHHs 3arpoca. [lo
pe3yibTaTaM BbISBICHHSI TOTOBUTCS OTBET 3asBUTEINIO Ha 3aMpoc (apXUBHAs CIPaBKa,
apXvBHAasl BBINHUCKA, apXMBHAs KOIHUA, OTBET 00 OTCYTCTBUU 3allpalliMBacMBbIX
cBenenuit). Cpok ucnoiaHeHus 3amnpoca - 30 1Hel co IHS €r0 perucTpaliu:

1) Tekct B  apXMBHOM  cHOpaBKE JAeTci B  XPOHOJOTMYECKOH
MOCJIEIOBATENBHOCTHA COOBITHI C yKa3aHUEM BHJIOB APXUBHBIX JTOKYMEHTOB M MX JIaT.
B apxuBHOI1 cipaBKke J10ITyCKaeTCsl IUTUPOBAHKUE apXUBHBIX TJOKYMEHTOB;

2) HECOBMNAJEHUE OTACIIbHBIX JAHHBIX APXUBHBIX JTOKYMEHTOB CO CBEIACHUSAMH,
U3JIO)KEHHBIMH B 3alpOCe, HE SBISETCA MPENATCTBUEM JUIS  BKIIFOUEHHS
UX B aQpXUBHYIO CIIPaBKY IIPH YCJIOBHH, €CJIU COBMHAJIEHHUE BCEX OCTAJBHBIX CBEIECHUMN
HE BBI3BIBAET COMHEHUW B TOXKJIECTBEHHOCTH JMIA WIH (HaKTOB, O KOTOPBIX
TOBOPUTCSI B ApXMBHBIX JOKYMEHTaxX. B apXuBHOW cCIpaBKE€ 3TH JaHHBIE
BOCIIPOU3BOJATCS TAK, KAK OHU M3JI05KEHBI B ADXUBHBIX JOKYMEHTAaX, a PACXOKJICHHUS,
HECOBMAJCHUS M HETOYHBIE HAa3BaHUs, OTCYTCTBUE HMMEHHU, OTYECTBA, WHUIIMAJIOB
WM HAJIMYUE TOJBKO OJIHOTO U3 HUX OrOBapHBAIOTCA B TEKCTE CIPABKU B CKOOKaX
(«Tak B nokyMeHTe», «Tak B TEKCTE OPUTHHAJIAY);

3) momycKaeTcsl BKIFOUCHHE CBEJICHUN U3 HECKOJIbKUX HOPMATHUBHBIX MPABOBBIX
aKTOB OpraHa MECTHOI'O CaMOYTIPABJIEHUS B OJJHY apXHUBHYIO CIIPABKY;

4) B TOpUMEUAHUSX TO TEKCTYy AapXWBHOM CIPaBKU OTOBAPUBAIOTCS
Hepa300pUYMBO HANMCAHHBIEC, UCIIPABICHHBIE ABTOPOM, HE MOJAAIOLIUECS TPOUYTEHHUIO
BCJICZICTBUE TOBPEXKIEHUSI TeKcTa opuruHaia mecrta («Tak B TeKcTe OpUrHHaIa,
«B TekcTe Hepa30opUUBOY);

5) B TEKCTe apXWUBHOM CIpPaBKU HE JOMYCKAIOTCS M3MEHEHHsI, UCIPABICHHUS,
KOMMEHTApUHU, COOCTBEHHBIC BBIBOJBI HCIIOJHUTENS TIO COJIEPKAHUIO apXUBHBIX
JIOKYMEHTOB, HA OCHOBaHUHU KOTOPBIX COCTABIICHA ApXMBHAs CIIPABKa;

6) mociie TeKCTa apXUBHOM CIPABKHU MPUBOJATCA apXUBHBIE MIUGPHI 1 HOMEPA
JUCTOB  €AWHUIl XPAHEHUSI APXUBHBIX JIOKYMEHTOB, [I€YaTHbIE HW3JaHUS,
VCIOJIB30BABIINECS I COCTaBJICHUsS AapXUBHOW CIIpaBKH. B TekcTe apXuBHOU
CIIPAaBKU JIOMyCKAeTCs MPOCTABICHUE apXUBHBIX MU(POB U HOMEpA JTUCTOB €IUHUIL
XPaHEHHS ApXUBHBIX IOKYMEHTOB Cpa3y MOCIE U3IOKEHUS KaXKI0TO (haKTa, COOBITHS;

7) B apXWBHOW CIlpaBKe, 00BEM KOTOPOM MpEeBBIIACT OJWH JIUCT, JUCTHI
JIOJDKHBI OBITh MPOIIUTHI, MPOHYMEPOBAHBl M CKPEIICHBI MEe4YaThi0 TOPOJCKOTO
apxuBa;

8) apXuBHbIE CIIPABKU JOJIKHBI 0(hOPMIISTHCS Ha OJaHKE TOPOACKOTO apXUBa;

9) apxuBHas cIpaBKa MOJNUCHIBAETCS TUPEKTOPOM, 3aBEPSIETCS II€YAThIO
rOPOACKOIr0 apXuBa;

10) B apxuBHOI BBIMMCKE Ha3BAaHUE apXMBHOTO JOKYMEHTa, €0 HOMEpP W Jara
BOCIIPOU3BOJISITCSL MOJTHOCTBIO. M3BIEUEHUSAMU M3 TEKCTOB apXMBHBIX JTOKYMEHTOB
JOJKHBI OBITh MCUEpPIIaHbl BCE MMEIOIIUECS JTaHHBbIe MO 3ampocy. Haudano u koHen
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KQ)KJIOTO U3BJICUEHUS, 4 TAK)KE IPOIYCKU B TEKCTE apXUBHOI'O JTOKYMEHTA OTAEIBHBIX
CJIOB 0003HAYaI0TCSI MHOTOTOUYHEM;

11) B npuMeyaHUsaX K TEKCTY apXUBHOM BBIMKMCKH JETAIOTCS COOTBETCTBYIOIINE
OTOBOPKU O YacTsX TEKCTa OpUTMHaa, HEpa30OpUYMBO HANKCAHHBIX, UCIPABICHHBIX
aBTOPOM, HE MOJIAIOLIUXCS IPOUYTEHUIO BCIEACTBUE IOBPEKICHUSA TEKCTA U T.J.;

12) otnenpHBIE CIOBa M BBIPAKEHUS OPHUIMHAJA, BBI3BIBAIOLIME COMHEHMS
B UX TOYHOCTH, OrOBapuBaIOTCA cioBaMu «Tak B  TEKCTe  OpUTHMHAIAY,
«Tak B noxkymente». Ilocie TekcTa apXMBHOW BBINMCKHA YKa3bIBAKOTCA APXWUBHBIN
mm@p 1 HoMepa JTUCTOB €IUHUIIBI XPAaHEHHS ApXUBHOTO JOKYMEHTA;

13) ayTeHTMYHOCTh  BBIAAHHOW MO  3alpoCy  apXMBHOW  BBIIUCKH
YAOCTOBEPSIETCSA MOANUCHI0 JUPEKTOPA TOPOJICKOTO apXMBa M IEYATBIO T'OPOJICKOTO
apxuBa;

14) Ha 00OpoTE KaXJOro JMCTa apXMBHOM KOIWHU MPOCTABIAIOTCS apXUBHBIC
mu@pbl U HOMEpa JINCTOB €IMHUI] XPaHEHHs apXMBHOIO JOKyMeHTa. Bce mucTb
APXMBHOM KOIIMU CKPEIUIAIOTCA M Ha MECTE€ CKPEIUICHUS 3aBEpSAIOTCA I1€YaTbio
TOPOJCKOI0 apX1Ba U MOAIKCHIO €r0 IUPEKTOPA.

56. IIpu oTcyTCTBUHM pe3ysibTaTa B XOJE€ HCIIOJHEHUS 3ampoca B TEUEHUE
30 nHelt cocTaBisieTCs OTPULIATEIbHBIM OTBET Ha OJIaHKE TOPOJCKOTO apXuBa.
B orBeTe nznaraercs mpuyMHa, IO KOTOPOM HE MPEICTABISETCS BO3MOXKHBIM BBIIATh
TpeOyeMyl0  KONHWIO  apXHWBHOIO  JOKYMEHTa WM  apXUBHYK  CIIPaBKYy.
[Tpn HEOOXOAMMOCTH OTBET 3aBEPSAETCS NMEYaThIO0 TOPOICKOr0 apXuBa.

S7. ApxuBHas crpaBKa, apXMBHas BBIIMCKA M apXUBHAs KOMUS OQOPMIISIOTCS
Ha roCcyJapCcTBEHHOM si3bIke Poccutickoit Denepanumu.

58. ApxmuBHas cCIpaBKa, apXWBHas BBITUCKA M apXWBHAs KOMHUS B CIydae
JUYHOTO OOpaleHus] 3asBUTENIS WIM €ro JOBEPEHHOIO JIMLA BBIJAIOTCA €My
10/l PACIUCKY IPU NPEIbABICHUU ITACTIOPTA WJIA UHOTO YAOCTOBEPSIOIIETO JIMYHOCTD
JIOKYMEHTA; JOBEPEHHOMY JIUIy - IPU MPEIbSBICHUH JOBEPEHHOCTH, OPOPMIIEHHOM
B YCTaHOBJIEHHOM mnopsiake. [lomyuyarenb apXUBHOM CIPABKU U apXUBHOW BBINUCKHU
pacnMCchIBaeTCsl Ha MX KOMUSAX WM HAa 000pOTE COMPOBOAMUTEIHLHOTO MUChMA K HUM,
yKa3bIBasl 1aTy UX IOJIyYEHHUs.

59. PesynpraTroM agMUHUCTPATUBHOW MPOIEAYpPHI SIBISETCS HaIpaBlIEHUE
OTBETa 3asBUTENI0. PaccMoTpeHue 3ampoca 3asBUTENSI CUMTAETCA 3aKOHUYEHHBIM,
€CJIM JaH OTBET IO CYUIECTBY 3ampoca, MO HEMY MPUHSTHl HEOOXOAUMBIE MEPHI,
3asiBUTENb NPOUMH(OPMUPOBAH O pe3yibTaTax paccMoTpeHus. Cpok XpaHEeHHUs
HEBOCTPEOOBAHHBIX 3asBUTENIEM PE3YJIbTATOB COCTABIISET S JIET.

60. CBeneHus O BBIMOJIHEHUU AJIMHUHUCTPATUBHOW MpPOLEIYpbl (UKCUPYIOTCS
B CUCTEME JOKYMEHTOO0OpOTa U JIETONPOU3BOICTBA TOPOJICKOTO apXUBa.

AIMUHHMCTPATUBHbBIE NPOLEAYPHI (1efiCTBHA) MO MPEIOCTABJICHHUIO
MYHULMNAJIBHON YCJIYTH B JJIEKTPOHHOU (popme
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61. IlocnenoBaTenbHOCTh  AAMUHUCTPATUBHBIX  mpouenyp  (AeicTBHiN)
0 MTPEIOCTABICHUIO MYHHUITUIIAIEHOW YCIIYTH B AIEKTPOHHOU (hopme:

1) mpueM u perucTpaius roOpoACKHUM apXHBOM 3aIpoca MOCPECTBOM IITATHBIX
cepBucoB EnnHoro nmoprana,

2) TOJNy4YCHHE 3asABUTEJICM CBEJICHHMM O XOJC¢ BBINOJHEHHS 3ampoca
O MPEIOCTABICHUH  MYHUIUNAIBHON  yCIYI'M  NPEJOCTaBISIOTCA  IITATHBIMU
cepBucamu EnuHoro noprana;

3) HampaBJeHHE 3alpoca JAUPEKTOPY, PACCMOTPEHHE 3ampoca TUPEKTOPOM,
HaIpaBJIEHUE 3aMPOCa UCIIOJIHUTEINIO, PACCMOTPEHHUE 3allpOCca UCIIOHUTENIEM, aHaTN3
TEMaTHKH 3aIpoca;

4) HampaBJCHHE MO pe3yJbTaTaM PAcCMOTPEHHs 3ampoca Ha HCIIOIHEHUE
B IPYroil apXWB WM OpPraHU3alyio (B3aUMOJCHCTBUE OpraHa, MPeIOoCTaBISIONIETO
MYHUIIUNIATBHYIO YCIyTy, C HWHBIMH OpraHaMH BJAcTH, OpPraHaMH MECTHOIO
CaMOYIIPaBJICHUST W  OpraHU3alMsIMH, YYacTBYIOIIUMH B  MPEIAOCTABJICHUU
MYHUIIUTIATBHBIX YCIYT, HE IPEyCMOTPEHO);

5) mosydeHue 3asBHUTENEM pe3ysibTaTa MPEIOCTABICHUS MYHHIIMIIATBHOM
YCIIyTH.

[Ipuem u peructpanusi TOPOJICKUM apXUBOM 3aIpoca MOCPEICTBOM IITATHBIX
cepBucoB EnnnHoro noprana

62. OcHOoBaHWEM i Hadaja BBITIOJIHCHUS aJIMUHUCTPATHBHON IPOICTypPHI
ABJIIETCS] TIOCTYIUIEHUE 3ampoca 3asiBUTENS] B FOPOJCKOM apXHMB C UCHOJIb30BAaHUEM
MH(POPMAITMOHHO-TEIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, BKJIIOYas HCIOJIb30BaHUE
EauHoro moprana W JApyrux cpeAcTB HH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHBIX
TEXHOJOTUA B  CIOy4asX M  TOPSAKE, YCTAHOBJIEHHBIM  JEHCTBYIOIIUM
3aKOHOJIATEIHCTBOM, B (POPME IIEKTPOHHBIX IOKYMEHTOB.

@opMHUpOBaHUE  3ampoca  3asBUTEJIEM  OCYUIECTBISAECTCS  MOCPEICTBOM
3aMoJIHEHUS AIEKTPOHHOM (hopMmbl 3ampoca Ha EnuHoMm noprane, opuiraibHOM caiTe
06e3 HeoOXOAMMOCTH JIOMOJIHUTEILHOM MO/Iaun 3ampoca B Kakou-1mbo uHOM dopme.
Ha EnuHoM moprane, opuIMaTIbHOM CalTe pa3MEIIATCs OOpa3llbl 3arOJHCHHS
aneKkTpoHHOM (opmbl  3ampoca. CdhopMUpPOBaHHBIM M TOJNUCAHHBIA  3aMpocC
HaIpaBJISICTCS. B TOPOACKOM apXWB TOCPEICTBOM INTATHBIX CEPBUCOB EaMHOrO
noprajga ¥ MyHUIIMIAIbHBIX YCAYyT (QyHKUUI), OPUIIMaNIbHOTO caiiTa

B ciyuae Hanmuuus OCHOBaHMSI JUIsi OTKa3a B IIPUEME JIOKYMEHTOB,
HEOOXOJMMBIX IJII TPEAOCTABICHUS MYHULMNAIBHOW YCIYyTrd, B COOTBETCTBUH
c myHkToM 21 HacTtosiiero PernameHTa, COTpyJHUK TOPOACKOIO apXHMBa OTKAa3bIBACT
B IIpHUEME JOKYMEHTOB, HEOOXOAMMBIX JJIs MMPEAOCTABICHUS MyHHUITATIATLHON YCIYTH.

63. Ilpu mocTyruieHMM B TOPOJCKOW apXWB 3ampoca C HCIOIb30BAHUEM
UH()OPMAITMOHHO-TEIICKOMMYHUKAIIMOHHBIX TEXHOJIOTHH, BKIIOYas WCIOJIb30BaHUE
EnuHoro moprana u Apyrux cpeacTB HMH(DOPMAIMOHHO-TEIEKOMMYHUKAITMOHHBIX
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TEXHOJOTMA B  ClIy4asgX M  MOPSAKE, YCTAaHOBJIEHHBIX  ACHCTBYIOIIUM
3aKOHOJIATEIBCTBOM, B (JOpME DIEKTPOHHBIX JTOKYMEHTOB, 3alpOC pacledaTbiBaeTCs
Ha OyMa)XHOM HOCHUTEJIE W B JaJibHEWIIeM padoTa ¢ HUM BEAETCS B YCTAaHOBJICHHOM
nopsinke. Ilpu moOCTymjieHMH 3ampoca € HCMOJIb30BaHUEM HMHGOPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHBIX TEXHOJOTHM, BKIIOYas UCIONb30BaHuEe EnmHoro moprana
U APYTHX  CPEACTB  WH(MOPMAIMOHHO-TEICKOMMYHUKAIIMOHHBIX  TEXHOJIOTHMA
B CIIydasx W MOPSJIKE, YCTAaHOBJICHHBIX JEHCTBYIOIIMM 3aKOHOAATEIIBCTBOM, B (hopMe
IEKTPOHHOTO  JOKYMEHTa, HE  TPEOYIOMIEro  MOCICAYIONUX  JIeWCTBHM
MYHHUIUIIAIBHOTO ApXHWBA [0 HAMNPABICHHUIO €r0 HA MUCIIOJHECHUE B JIPYrOMl apXuB
WM opranu3anuio. OTBET 3asBUTEIIO HAMPABIISIETCS MO MOYTE WIH MO AJIEKTPOHHOMY
aapecy, yKa3aHHOMY B 3aIpoce.

64. Pe3ynabTaTOM BBINOJHEHUS aJMUHUCTPATUBHOW MPOLEAYPHl SBIACTCS
perucTpanus 3amnpoca.

65. CBelleHUs O BBIMOJIHEHUU AJIMHUHUCTPATUBHOW MpPOLETYypbl (UKCUPYIOTCS
B CHCTEME JJOKyMEHTOO0OpOTa U JIETONPOU3BOICTBA MyHUITUTIAIIHLHOTO apXHBa.

HOJ’IY“IGHPIG 3as1BUTCIICM CBSIIGHI/Iﬁ 0 XOAC BBIITOJHCHHUA 3aIIpOocCa O IIPCAOCTABICHUHU
MYHHHHHaHBHOﬁ YCIyTH NIpCAOCTABIIAIOTCS INTATHBIMU CCPBHUCAMU EI[I/IHOFO InmoprTalia

66. 3asBuTenh WMEET BO3MOXXHOCTH IMONy4YeHUsS WH(OpMAIuu O XOoje
MIPEIOCTABICHUS MYHUITUTIATLHON YCIYTH.

67. Wudopmamus o Xoae TMPEAOCTaBICHUS MYHHIMIAIBHOW  YCIYTH
HAIPaBJISACTCS 3aBUTEIIO TOPOJCKHM apXHWBOM B CPOK, HE IMPEBBIMIAOIINA OTHOTO
pabouero JHS TIOCIIC 3aBEPIICHUS BBIMOJTHEHHS COOTBETCTBYIOIIECTO NEWCTBHS, HA
aJpec JJIEKTPOHHOM TMMOYTHl WJIM C HCIOJIH30BAHMEM INTATHBIX cpenctB EpwHOro
noprasua, OQUIIMAIBHOTO CaifTa M0 BHIOOPY 3asiBUTEISL.

68. PesynbTaTOM BBINOJTHEHHUS aJIMUHUCTPATUBHONW MPOIEAYPHl SBIACTCS
HarpaBjieHrue HHPOPMAIIMH O XOJI€ TPEIOCTABICHUS MYHHUITUTAIBHON yCIIYTH.

Hanpasnenue 3anpoca TUpeKTopy, paCCMOTPEHHUE 3aMpoca TUPEKTOPOM,
HaIpaBJICHUE 3allPOCca UCTIOTHUTEII0, PACCMOTPEHHE 3aIIPOCa UCTIOTHUTENIEM, aHATN3
TEMaTUKH 3a1poca

69. OcHoBaHueM nJisi Hayaja BBINOJHEHUS AJAMUHUCTPATUBHOW MPOLEIYPHI
SIBIISIETCS] pETUCTpAIs 3ampoca.

70.  3aperucTpupoBaHHBI  3ampoc  TOJIL30BATENIsl  paclieyaTbiBaeTCs,
NPEJCTaBISIETCST JAUPEKTOPY TOPOJACKOTO apXWBa M TIEPelacTCsl C Pe30IOIUeH
JUPEKTOpa COTPYIHUKY TOPOJACKOTO apXuMBa HAa HCIOJHEHHE B YCTAHOBIEHHOM
HOpSIIKE.

71. JlupexTop TOPOJACKOTO apxuBa 00ECIEUNBAECT ONMEPATUBHOE PACCMOTPEHUE
3arpoca 3asiBUTEIIS.
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72. CoOTpyIHHUKH TOpPOJACKOIO apXuBa OCYUIECTBISIOT AaHAJIU3 TEMATHUKU
MOCTYNUBILETO 3alpoca C MCIHOJIB30BAHUEM HMEIOIIUXCA B TOPOJACKOM apXHBE
apXMBHBIX CIIPABOYHHMKOB, COAEPKAIIMX CBEACHUS O MECTaX XPAHECHUS apXHBHBIX
JIOKYMEHTOB, HEOOXOUMBIX JUIsl HICTIOJTHEHUS 3a1poca 3asBUTEIIS.

73. I'opoackoi apXuB MOCPEICTBOM AIEKTPOHHOMN MTOYTHI
WJIU C UCIIOJIb30BAaHUEM IITATHBIX cpelcTB EnuHoro moprana, opuuuaibHOro caiita
Mo BBIOOPY 3asBUTENS 3alpamidBaeT 00 YTOYHEHWH U JOMOJHEHUH 3ampoca
HEOOXOIMMBIMH JIJISl €T0 MCIIOJHEHUS CBEICHUSIMH, B Clydae OTCYTCTBHS B 3ampoce
3asBUTENS JOCTATOYHBIX JAHHBIX [JI1 OPTraHU3allMy BBISBICHUSA 3alpalinBacMOn
nH(OpMAITUU WIK HEYETKO, HEMPABIWIBHO C(HOPMYITUPOBAHHOTO 3aIpoca.

74. Cpok UCTIOJIHEHUS JaHHOM aMUHUCTPATUBHOMN npouienypsl - 10 gHei.

75. Pe3ynbTaTOM BBINOJHEHUS aJMUHUCTPATUBHOW MPOILEAYPHl SBIACTCS

OIIPpCACIICHUC!
1) IIPAaBOMOYHOCTHU IIOJIYYCHHA 3asABHUTCIICM 3anpamI/IBaeM0ﬁ I/IH(i)OpMaIII/II/I
C YUCTOM OFpaHI/I‘IGHI/Iﬁ Ha IIpcaoCTaBJICHHUC CBeﬂeHHﬁ, COACPpIKaIIUX

rOCy/IapCTBEHHYIO TaliHy U CBEIACHHI KOH(UIEHIIMAIBHOTO XapaKTepa;

2) creneHW TOJIHOTHI CBEAEHUMN, COJEpPKAIIMXCA B 3alpoce 3asBUTEIS,
HEOOXOIMMBIX JJIsl TPOBEICHUSI IOMCKOBOW paboTHI;

3) MEeCTOHaXO0XXIEHUsI APXUBHBIX TOKYMEHTOB, HEOOXOIUMBIX ISl UCIIOTHEHUS
3ampoca.

B caywae ycTaHOBNIEHHS OCHOBaHHMM [UIsl OTKa3a B MPEIOCTaBICHUU
MYHUIUMOAIBHOM YCIyTH COTPYIHUK TOPOACKOTO apxuBa cooOlmaer o0 3ToM
3agBUTEIIO C YKa3aHUEM MPUYHH OTKa3a.

76. CBeneHus O BBITIOJTHEHUH aIMHHHCTPATUBHOM MPOIEAYypPhl (DHUKCUPYIOTCS
B CUCTEME JJOKYMEHTOO0OpOTa U AETONPOU3BOICTBA FTOPOJICKOIO apXUBa.

Hanpagnienue 1o pesysibTaTaM pacCMOTPEHHUS 3aIpOca Ha UCTIOJIHEHUE B IPYTOU
apXWB WM OpraHU3aINIO (B3aUMOJICHCTBUE OpraHa, Pe10CTaBISIONIEro
MYHULIMNAIBHYIO YCIYTY, C UHBIMU OpTaHaMH BJIaCTH, OpraHaMH MECTHOTO
CaMOyIpaBJIEHUS U OPTaHU3ALMUSIMHU, YUaCTBYIOIIUMH B MPEIOCTABICHUH
MYHULIUTAIBHBIX YCIIYT, HE IPEAYCMOTPEHO)

/7. OcHoBaHMEM [UIsi Hayajla aJIMUHUCTPATUBHOM MPOLEIYpPHI SBIAETCA
ONpENENICHNEe  MECTOHAXOXKJEHUS  apXUBHBIX  JOKYMEHTOB,  HEOOXOJIHUMBIX
JUISL VCTIOJTHEH U 3aI1poca.

78. Ilo uroram aHajM3a TEMaTUKU MOCTYNHUBIIETO 3arpoca, B TEUCHHUE S5 JAHEH
CO JHS PETUCTPALMM TOPOACKOM apXUB HANPABISET 3alpoC, HE OTHOCAILIUNUCS
K COCTaBY XpaHAIIMUXCA B TOPOACKOM APXUBE APXMBHBIX JTOKYMEHTOB, B APYIOM apXUB
WIM OPTraHu3allvIo, TAe XPaHSATCS HEOOXOAMMBIE JOKYMEHTHI, C YBEIOMJIEHHEM 00
9TOM 3asBUTEIIS, WIH 3asIBUTEIIO 1A€TCA COOTBETCTBYIOIAS PEKOMEHAALINS.
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79. B ciyuae ecnu 3anpoc TpeOyeT UCIOJIHEHUS HECKOJIbKUMU OpraHu3alusIMH,
rOpOJICKOM apXWB HAMpPAaBIISIET B COOTBETCTBYIOIIUE aPXUBBI WIIM OPraHU3allUuid KOTTUH
3armpoca.

80. Pe3ynbraroM agMUHUCTPATUBHOM MpPOLEAYpHI SBISETCS YBEIOMIICHHE
3asiBUTENISl O HANpaBIIEHUM €ro 3ampoca Ha MWCIOJHEHUE B JIPYroMl apxuB
WJIM OPTaHU3aLHIO.

81. Cenenust O BBIOJHEHUU aIMUHUCTPATUBHOMN Mpoueaypsl (GUKCHPYIOTCS
B CUCTEME JJOKyMEHTO00O0pOTa U ACTOMPOU3BOICTBA TOPOJICKOTO apXUBa.

[TomyuyeHue 3asiBUTENEM PE3YJIbTATA MPEIOCTABICHNUS MYHULIUITAIBHON YCIYTH

82. OcHoBaHueM /i1 Hayajla aJMHHHUCTPAaTUBHONW NpPOLEAYpbl SBISETCS
ONpE/IETICHUE  MECTOHAXOXKICHHS  apXWMBHBIX  JOKYMEHTOB,  HEOOXOJUMBIX
JUIS1 UICTIOJIHEHUS 3a1poca.

83. PaboTHHMK ropoACKOro apXmBa OCYIIECTBISET B YCTAHOBJICHHOM HOpPSIKE
BBISIBJICHUE apXUBHBIX JOKYMEHTOB, HEOOXOJUMBIX IJIsl MCIONHEHHUs 3arpoca. [lo
pe3ysibTaTaM BBISBJICHHUS TOTOBUTCS OTBET 3asBUTEINIO HA 3ampoc (apXHBHAs CIPaBKa,
apXUBHasl BBIIIMCKA, apXUBHAs KOMMs, OTBET OO OTCYTCTBUM 3aIlpallliBaeMbIX
cBeneHuil). Cpok ucnoiaHeHus 3amnpoca - 30 1Hel co IHS €ro perucTpaLMHN:

1) Tekct B  apXMBHOW  CHOpaBKE€ JaeTci B  XPOHOJOTMYECKON
MOCJIEIOBATENBHOCTA COOBITHI C yKa3aHUEM BHJIOB APXUBHBIX TOKYMEHTOB U MX JIaT.
B apxuBHOI1 cripaBke AOMYCKAETCS] IUTUPOBAHUE APXUBHBIX JIOKYMEHTOB;

2) HECOBIAJIEHUE OTJEIbHBIX JAHHBIX APXUBHBIX JOKYMEHTOB CO CBEACHUSIMHU,
U3JIO)KEHHBIMA B 3alpoce, HE SBISAETCA MPENnsATCTBUEM Uil  BKIIFOUEHHUS
UX B QpXUBHYIO CIIPaBKY IIPH YCJIOBHH, €CJIM COBHAJIEHHUE BCEX OCTAJIBHBIX CBEICHUM
HE BBI3bIBAET COMHEHHUH B TOXKIAECTBEHHOCTH JMIA WM (PAKTOB, O KOTOPBIX
TOBOPUTCA B AapXMBHBIX JOKYMEHTaX. B apXuWBHOW cHIpaBKke 3T JaHHBIC
BOCITPOU3BOJSATCS TaK, KaK OHU M3JI0)KEHBI B ADXUBHBIX JIOKYMEHTAaX, a PACXO0XKICHHU,
HECOBIIAQJCHUS M HETOYHBIE HAa3BaHUs, OTCYTCTBUE HMEHM, OTUECTBA, WHULIAAJIOB
WINA HAaJIM4YMEe TOJBKO OJHOTO M3 HUX OrOBApUBAIOTCA B TEKCTE CIPaBKU B CKOOKax
(«Tak B tokyMeHTe», «Tak B TEKCTE OpUTHHANIAY);

3) momycKaeTcsl BKIFOUCHHE CBEJICHUN U3 HECKOJIBKUX HOPMATHUBHBIX TPABOBBIX
aKTOB OpraHa MECTHOTO CaMOYIIPaBJIEHUS B OJIHY apXUBHYIO CIIPABKY;

4) B mOpUMEYaHUSX IO TEKCTy AapXWMBHOM CHPAaBKU OTOBApUBAIOTCS
Hepa300pUYMBO HAMMCAHHBIE, UCIIPABICHHbIE ABTOPOM, HE MOJJAIOLIUECS TPOUYTEHUIO
BCJICZICTBUE TOBPEXKIEHUSI TeKcTa opuruHaia mecta («Tak B TeKcTe OpHUTrHHAIa,
«B TekcTe Hepa30opPUUBOY);

5) B TEkcTe apXWMBHOM CIPAaBKU HE JIOMYCKAKOTCS W3MEHEHMs, UCIPABIICHMS,
KOMMEHTapuu, COOCTBEHHbIE BBIBOJbI HCIOJHUTENS IO COACPKAHUIO APXUBHBIX
JIOKYMEHTOB, HA OCHOBAaHUU KOTOPBIX COCTABJIEHA apXMBHAs CIPABKa;
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6) mocie TeKcTa apXUBHOM CIIpaBKU NPUBOJATCS apXMBHbIE MIH(PBEI 1 HOMEpa
JUCTOB  €QUHUL XPAaHEHMS AapXMBHBIX JOKYMEHTOB, II€YAaTHBIC HW3/AHMI,
WCIIOJIB30BABIIMECS JUISl COCTaBIICHHWsS ApXUMBHOM CHpaBKH. B TekcTe apXWBHOU
CHPaBKH JOITyCKAETCsl POCTaBIECHUE apXUBHBIX MIH(POB U HOMEPA JUCTOB €IMHUILY
XpaHEHUS apXUBHBIX JIOKYMEHTOB Cpa3y MOCIIE U3I0KEHUS KaX10Tro (paKkTa, COOBITHS;

7) B apxuBHOW crmpaBke, 00bE€M KOTOPOW MPEBBIIIACT OAWH JUCT, JHUCTHI
JOJKHBI  OBITh TPOIIMTHI, MPOHYMEPOBAaHBI M CKPEIUICHBI IEYaThl0 TOPOICKOTO
apXHBa,;

8) apXHBHBIE CIIPABKH JTOJKHBI O(OPMIISITHCS Ha OJIaHKE TOPOJICKOTO apXUBa;

9) apxuBHas crpaBKa NOJINHCHIBAETCS PYKOBOJAUTEIEM TOPOJCKOrO apXuBa,
3aBEPAETCS MEYAThIO TOPOJACKOTO apXUBa;

10) B apxuBHOM BBINMHMCKE HAa3BaHUE APXMBHOIO JOKYMEHTa, €T0 HOMEp U Jlara
BOCIIPOU3BOJATCS MOJHOCTBIO. M3BII€UEHUSAMU M3 TEKCTOB apXMBHBIX JOKYMEHTOB
JOJKHBI OBITh MCUEpIIaHbl BCE MMEIOLIUECS JTaHHble Mo 3ampocy. Hauano m xoHen
KQ)KJIOTO U3BJICUEHUS, & TAK)KE MPOIYCKU B TEKCTE apXUBHOI'O JIOKYMEHTA OTAEIIBbHBIX
CJIOB 0003HAYaI0TCSI MHOTOTOYHEM;

11) B npuMeyaHUsIX K TEKCTY apXUBHOM BBIHUCKH JIETAIOTCSI COOTBETCTBYIOIINE
OTOBOPKU O YacTsX TEKCTa OpUTMHala, HEpa300pUMBO HANKCAHHBIX, UCIIPABIECHHBIX
aBTOPOM, HE MOAJAIOIIMNXCS IPOYTEHHUIO BCIEACTBUE OBPEXKICHUSA TEKCTA U T.JI.;

12) otnenpHbBIE CIOBa M BBIPAKEHUS OPHUIMHAJA, BBI3BIBAIOLIUE COMHEHMS
B UX TOYHOCTH, OrOBapuBarOTCA cioBaMu «Tak B  TEKCTe  OpWUTHMHAIAY,
«Tak B nokymente». Ilociie TekcTta apXMBHOW BBIMMCKH YKa3bIBAIOTCS apXHUBHBIN
mudp 1 HOMEpa JINCTOB €UHULIBI XPAaHEHUS! ApXHUBHOIO TOKYMEHTA;

13) ayTeHTMYHOCTh  BBIAAHHOW MO  3alpocy  apXMBHOM  BBIITUCKH
YAOCTOBEPSETCS MOANUCHIO AUPEKTOPA T'OPOJCKOTO apXWBa U IE€YaTBIO T'OPOJICKOTO
apXuBa;

14) Ha 00opoTEe KaXXaOro JUCTA apXMBHOM KOMHM MPOCTABISIOTCS apXUBHBIE
mu@pbl U1 HOMEpa JIUCTOB €IMHUI[ XpaHEHHs] apXMBHOIO JOKyMeHTa. Bce mucTb
ApXWBHOW KONUM CKPEIUIIFOTCA M Ha MECTE CKPEIUIEHHsI 3aBEpSIOTCS IE€YaThio
TOPOACKOI0 apXMBa U MOJAIKCHIO €r0 IUPEKTOPA.

84. Ilpu oTCyTCTBUHM pe3ysibTaTa B XOJE€ HCIOJHEHHUS 3ampoca B TEUYECHHE
30 aHeil cocTaBiseTCs OTpUIATENIbHBIA OTBET Ha OJaHKe TOPOJCKOrO apXuBa.
B oTBeTe nznaraercs mMpuyMHa, O KOTOPOM HE MPEICTABISAETCS BO3MOKHBIM BBIIAThH
TpeOyeMyl0  KONHWI0O  apXWBHOIO  JOKYMEHTa WM  apXUBHYK  CIIPaBKY.
[Tpu HEOOXOIMMOCTH OTBET 3aBEPSAETCS MEeYaThI0 TOPOJICKOr0 apXuBa.

85. ApxuBHas crpaBKa, apXMBHAsl BBIIMCKA U apXUBHAs KOMUS OQOPMIISIOTCS
Ha rocyaapCcTBEHHOM s3bike Poccuiickon denepamnuu.

86. PesynbTar mpegocTaBieHHs MYHHMIMIIAIbHOW YCIYTHM C HCIOJIb30BaHUEM
Enunoro moprana, opuuuanbHOrO caiita He MpenocTaBiseTcs. ApXUBHas CIpaBKa,
apxXuBHAs BBIMHMCKA WM apXUBHAs KOMHUS Ha OyMaKHOM HOCHUTENE HaIlpaBsieTCs
IIOCPEACTBOM II0YTOBOTO OTIPABJIEHUS, VI BBIIAETCS 3asIBUTEIIO
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WM €r0 JIOBEPEHHOMY JIUILY O] PAClUCKy MPHU NPEIbBIECHUN NACNOpTa UM UHOTO
YAOCTOBEPSIOLIETO JIMYHOCTh JIOKYMEHTA; JIOBEPEHHOMY JIMILY - MPHU MPEIbsIBICHUU
JIOBEPEHHOCTH, OPOPMIICHHOM B yCTaHOBIEHHOM mopsake. [lomydarens apXuBHOU
CIPAaBKU M apXMBHOM BBIUCKH PACHHUCHIBACTCS Ha MX KOMUSAX WM Ha 000poTe
COMPOBOJAUTENHHOTO MMChMa K HUM, YKa3bIBasi AaTy WX MOJyYEHUS.

87. PesynpraTrOM aIMHHHCTPATUBHOW TPOIEAYPHI SBISCTCS HAIPaBICHUEC
3asIBUTENIO JIOKYMEHTa Ha OyMaxHOM HocuTtene. PaccMoTpeHue 3ampoca 3asiBUTENS
CUMTAETCSA 3aKOHUCHHBIM, €CJIM JIaH OTBET MO CYHIECTBY 3ampoca, M0 HEMY MPUHSTHI
HEOOXOMMBIE MEpPBI, 3asABUTEIL MPOUH(POPMUPOBAH O pe3yibTaTaX PACCMOTPCHHS.
Cpok xpaHEHHUsI HEBOCTPEOOBAHHBIX 3aBUTEIEM PE3YJIbTATOB COCTABIISIET S JIET.

88. CBeneHnsi 0 BBHITIOJHEHUN AAMUHUCTPATHBHOW MPOIEAYPHI (DUKCUPYIOTCS
B CHCTEME JJOKyMEHTOO0OpOTa U JIEJTONPOU3BOJICTBA TOPOJICKOTO apXHUBa.

AJIMUHHMCTPATUBHBIE NIPOLEAYPHI (1elCTBHSA) 110 NPEAOCTABICHHUIO
MYHULMIIAJIbHOM YCJIYT'H, BHINOJHAEMON MHOI0(yHKIMOHAJBHBIM LIEHTPOM
IPEeIOCTABJICHHUS IOCYIAPCTBEHHBIX 1 MYHUIMIIAJIBHBIX YCJIYT, B TOM YHCJIe

MOPAJOK aAMUHHUCTPATHBHBIX Npoueayp (1eHCTBUIT), BHITOJTHAEMbIX
MHOI0(pyHKUMOHAJIBbHBIM LIEHTPOM IPEI0CTABJICHHUS IOCYyIapCTBEHHbIX
U MYHHIUNAJNBHBIX YCJIYI IIPH NPEA0CTABJICHUH MYHHIUNAILHON YCIYIH
B IIOJIHOM 00beMe M IPH NMPeJ0CTABJICHUN MYHUIUIIAJIBHON YCIyrH
MOCPeICTBOM KOMILIEKCHOI'0 3a1poca

89. IlocnemoBaTeNnbHOCTh  AAMUHUCTPATUBHBIX  Tpoleayp  (AeicTBumii)
0 MIPEIOCTABICHUIO MYHHIUTTATEHON yCITyTH, BBITIOTHIEMOMN
MHOTO(YHKIIMOHATbHBIM LIEHTPOM IPEIOCTABIICHUS roCyAapCTBEHHBIX
Y MYHULIUTIAIbHBIX YCIIYT:

1) npuem  3ampoca  3asABUTENs] ~ MHOTO(QYHKIMOHAJIBHBIM  IEHTPOM
IPEIOCTABIIEHUS TOCYIAPCTBEHHBIX U MyHHUIIMITATIBHBIX YCIYT;

2) popMHupOBaHHWE W  HAMpaBJIeHUE MHOTO(YHKIIMOHAIBHBIM  LIEHTPOM
OPEIOCTABICHUS  TOCYJApCTBEHHBIX M MYHHUIMIAJIBHBIX  YCIyr  3ampoca
B MYHMIIUIIAJIbHBIA apXUB;

3) dopmupoBanue pPabOTHUKOM MHOTO(YHKIIMOHAJILHOTO LEHTpa
MPEIOCTABICHUSI TOCYAAPCTBEHHBIX W MYHHIIUTIATBHBIX YCIYT 3asABICHUS OT UMEHHU
3asgBHUTENS B Cllydae 0OpalleHus 3assBUTENS C KOMIUIEKCHBIM 3apOCOM;

4) mpueM U PEeTUCTpalKs 3alpoca 3assBUTENS B MyHHUIIUIIATbHOM apXUBE;

5) HampaBlieHWEe ~ 3ampoca  PYKOBOAMTENIO,  PAacCMOTPEHHE  3ampoca
PYKOBOJHUTENEM, HANpPaBICHUE 3ampoca HCIOJHUTENI0, PACCMOTPEHHE 3ampoca
UCIIOJTHUTEINIEM, aHAJIN3 TEMATHKH 3aIpoca;

6) HampaBJieHHE 10 pe3yJbTaTaM PACCMOTPEHHS 3ampoca Ha MCIOTHEHUE
B PYyTOil apXWB WJIM OpPraHU3alMi0 (B3aUMOJEHCTBUE OpraHa, MpPEIOCTaBIISIOLIEIO
MYHHUIIMNIAJIBHYIO YCIYTry, C HWHBIMH OpraHaMd BJIACTH, OpPraHaMHd MECTHOTO
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CaMOYIIpaBJIEHUST W  OpraHU3alMsIMH, YYacTBYIOIIMMHU B  MPEAOCTaBICHUU
MYHUIIUTIATBHBIX YCIYT, HE IPEyCMOTPEHO);

7) MOATOTOBKAa W HAIpaBJICHUE OTBETa B MHOTO(YHKIIMOHAIBHBIA IICHTP
MPEIOCTABIECHUS TOCYJAPCTBEHHBIX U MYHUIIUTIAIBHBIX YCIIYT.

8) monmyveHue  pesynbTata  NPEAOCTABICHUS  MYHUIMIIAIBHOH  YCIyTH
13 MYHUIUMIIAILHOTO apXUBa;

9) BBImaua 3asBUTEIIO PE3yJIbTaTa MPEIOCTABICHUS MYHUITUIAILHON YCITYTH.

[Tpuem 3ampoca 3asiBUTENSE MHOTO(QYHKIIMOHATBHBIM [IEHTPOM MPEI0CTABICHUS
rOCYJapCTBEHHBIX U MYHHUIIUIIAIBHBIX YCIyT

90. OcHoBaHueM /Jisi Hayaja BBHIMOJHEHUS AJIMUHUCTPATUBHOM MPOLEIYPHI
SBIIIETCS TOCTYIUIGHHE 3ampoca 3asBUTENII B MHOTOQYHKIMOHAIBHBIA IEHTP
MPEIOCTaBIECHUS TOCYAPCTBEHHBIX M MYHUIIMITAIBHBIX YCITYT.

B cnydae HanuuuMs oOcHOBaHUA JUIsl OTKaza B TIpHUEME JIOKYMEHTOB,
HEOOXOJUMBIX [UISl TMPEAOCTABICHUS MYHUIIMIAIBHOM YCIyTH, B COOTBETCTBUU
¢ myHkToM 21 Hacrosiero PernmamenTa, cCOTpyJHUK MHOTO(QYHKIIMOHAIBHOTO IIEHTPA
MPEIOCTABICHUS TOCYJAPCTBEHHBIX U MYHHIIUMIAIBHBIX YCIYT OTKA3bIBAE€T B MIPHUEME
JIOKyMEHTOB, HEOOXOUMBIX TSI IPEOCTABICHHS] MyHHUITUTIAIIBHON YCITYTH.

CoTpynHuk MHOTO()YHKIIMOHATEHOTO HEHTpa MPEIOCTaBIICHUS
rOCYJapCTBEHHBIX U MYHHUITUTIATBHBIX YCIYT BBIAACT B J€Hb OOpaIeHUS 3asSBUTEITIO
OMUH OK3eMIUBIp «3ampoca 3asgBUTENS HA OPraHU3alUi0  MPEeIOCTABICHUS
rOCyJapCTBEHHBIX (MYHHUITUIAIBHBIX) YCIyT» € YKa3aHUEeM TMepeYHs TPUHATHIX
JOKYMEHTOB U 1atsl puema B MOLJ;

91. TloctynuBmuii B MHOTOQYHKIIMOHAIBHBIA IEHTP MPEJOCTABICHUS
rOCyJapCTBEHHBIX M MYHHUIUINAIBHBIX YCIYT TMHCHbMEHHBIM 3ampoc 3asBUTEIS
perucTpupyercs nyTeM MIPOCTaBIICHUS PSIMOYTOJIBHOTO nramma
C pErucTpauoOHHBIM HOMEpOM ML, psIoM ¢ OTTUCKOM LITaMIa YKa3bIBaeTCs JaTa
npuema u JIMYHasi OAMKUCH OTiepaTopa, MPUHSBIIETO 3aIpoc;

92  Cotpyaauk  MHOTOQYHKIMOHAIBHOTO  IIEHTpa  MPEAOCTaBICHUS
TOCYJapCTBEHHBIX W MYHHIIMIAIBHBIX YCIYT TPOBEPSIET COOTBETCTBHE KOIUN
NPEJCTaBISIEMBIX  JTIOKYMEHTOB (32 HCKIIOUEHHEM HOTapHAIbHO 3aBEPCHHBIX)
WX OpPUTHHAJIaM, YTO TMIOATBEPKIACTCS TMPOCTABICHUEM Ha KOMUU JOKyMEHTa
npsiMOyTosibHOTO mTamna «C TMOMJIUHHBIM CBEPEHO», €CITU KOMHUS JTOKyMEHTa
npecTaBieHa 0e3 IpeIbIBICHHUS OPUTHHAIIA, IIITAMIT HE TIPOCTABIISETCS;

93. PesynbTaTOM BBITTONHCHHUS aJIMHHUCTPATUBHOW TMPOIECIYPHI SBIISICTCS
perucTparnms 3amnpoca 3asBUTEIS.

94. CeneHus O BBIMOJHEHUU AJIMHUHUCTPATUBHOU MPOLETYPhl (DUKCUPYIOTCS
B CUCTEME JOKYMEHTOOOOpOoTa | JENONMPOM3BOACTBA MHOTO(QYHKIIMOHATIBHOTO
IIEHTPA MPEOCTABICHHS TOCYIAPCTBEHHBIX U MyHUITUTIATBHBIX YCIIYT.
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dopMupoBaHUE U HAMPaBIEHUE MHOTO(DYHKIIMOHAIBHBIM [IEHTPOM
MPEIOCTABICHUS TOCYJAPCTBEHHBIX M MYHUIIMITAJIBHBIX YCIIYT 3allpoca B TOPOJCKOM
apXuB

95. OcHoBaHueM Jisi Hayaja BBHINOJHEHUS AJIMUHUCTPATUBHOW MPOUEIYPHI
SBIIICTCSI PETUCTpAIlUs 3ampoca 3asBUTENsI B MHOTOQYHKIIMOHAIBHOM IIEHTPE
MPEIOCTABJIEHUS TOCYIAPCTBEHHBIX U MyHULIUIATBHBIX YCIYT.

96. CotpyaHuk  MHOTO(QYHKIIMOHAJBLHOTO  IICHTpA  MPEAOCTABICHUS
TOCYJapCTBEHHBIX W MYHHUIUIMAIBHBIX YCIYT (OopMHUPYeT 3ampoc U JTOKYMEHTHI,
HEOOXOMMBIC ISl TIPEAOCTaBICHUS MYHHUIIMITAILHON YCIIyTH, IS HAIpaBICHUS
B MYHULIMTIAJIbHBIA APXUB.

97. CotpyaHuk  MHOTO(YHKIIMOHAIBHOTO  IIEHTpa  MPEJOCTABICHUS
rOCYJJapCTBEHHBIX M MYHULMNAIBHBIX YCIyI HANpaBiseT 3alpoCc U JIOKYMEHTHI,
HEO0OXOAUMBIE ISl TIPEIOCTABICHUS MYHUILIUIIAILHON YCIIyTH, B TOPOJICKOM apXuB B
TedeHue 5 pabouyux THEH.

98. PesynbTaTOM BBINOJHEHUS aJMUHUCTPATUBHOW MPOILEAYPHI SBIACTCS
HaIpasJICHUE 3apoca B TOPOJICKON aApXUB.

99. CBeneHus O BBINMOJIHEHUU AJIMHUHUCTPATUBHON MPOLETYypbl (UKCUPYIOTCS
B CUCTEME JOKYMEHTOOOOpOTa U JIEJIONPOM3BOJCTBA MHOTO(]YHKIIMOHAIBHOTO
LEHTpa NPEAOCTABICHUS TOCYJAPCTBEHHBIX U MYHHUIIUITAIBHBIX YCIIYT.

[IpenocraBnenre rocyJapCTBEHHOW YCIYTd B MHOTO()YHKIIMOHAJILHOM LIEHTPE
MPEAOCTABIEHUS TOCYJAPCTBEHHBIX U MYHUIIMIAIBHBIX YCIYT IOCPEJICTBOM
KOMIUIEKCHOTI'O 3aI1poca

100. MHOroyHKIIMOHAIBHBINA IIEHTP TPEIOCTaBICHUS TOCYIAPCTBEHHBIX W
MYHMIIMIIAIbHBIX YCIYI OCYLIECTBIISAET HH(MOPMUPOBAHUE 3asBUTENEH O MOPSAIKE
IPEOCTABIECHUSI TOCYJApPCTBEHHBIX M (WJIM) MYHUUUIAIbHBIX YCIYT HOCPEICTBOM
KOMIUIEKCHOI'O 3aIlpoca, O XOJ€ BBIMOJIHEHHs] KOMIUIEKCHBIX 3alpOCOB, a TaKKe IO
UHBIM BOMpOCAaM, CBSA3aHHBIM C MPEIOCTABICHUEM TOCYJApCTBEHHBIX M (WIJIN)
MYHMIIUIIATIbHBIX YCITYT.

101. TIIpu ogHOKpaTHOM OOpAILEHUU 3asBUTENS B MHOTO(YHKIIMOHAJIbHBIHI
IEHTP MPEIOCTABICHUS TOCYAaPCTBEHHBIX M MYHHUIIUTIAIBHBIX YCIYT C 3alpOCOM Ha
NoJIydeHue JByX M 0Oojiee TroCyJapCTBEHHbIX W (WJIM) MYHUIUNAIBHBIX YCIYT,
3asBIICHUE O MPEAOCTABICHUH yCIyTh (GOPMUPYETCS YIOTHOMOYCHHBIM paOOTHUKOM
MHOTO(QYHKIIMOHATBHOTO  IIEHTpAa  MPEAOCTABICHHUS  TOCYIJapCTBEHHBIX U
MYHHIIUTIAIBHBIX YCIYT U CKPEIUISIeTCS] MeYaThl0 MHOTO(QYHKIIMOHATIBHOTO IIEHTpa
NPEIOCTAaBICHUSI TOCYAAPCTBEHHBIX W MYHUUMOAIbHbIX ycuayr. Ilpu sTom
COCTaBJCHHE M TMOAMNMCAHUE TaKUX 3asABJICHUN 3asBUTENIEM HEe Tpedyercs.
MHOroQyHKIMOHANBHBI ~ HEHTP  MPEAOCTaBICHHUA  TOCYJApCTBEHHBIX U
MYHHIIMIIAJIBHBIX YCIYT TMEpeAaeT B TOPOJACKON apXxuB 0(OpMIIEHHOE 3asBICHHUE U
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JIOKYMEHTBI, ~TPEJOCTaBJICHHbIE 3asBUTENEM, C MPUIOKEHUEM 3aBEPEHHOU
MHOTO(YHKIIMOHANIBHBIM ~ IIEHTPOM  TPEIOCTaBICHUS  T'OCYJapCTBEHHBIX U
MYHUIIUTIATBHBIX YCIYT KOIMUU KOMILIEKCHOI'O 3alpoca B CPOK HE IMO3JIHEE OJHOTO
pabouero JHs, CleTyonero 3a ohopMIiIeHHe KOMILIEKCHOTO 3ampoca.

B ciyyae, ecnu 17151 oJiy4eHUs] MyHUIIUTIATBHOM YCITyTH TPEOYIOTCS CBEJICHUS,
JOKyMEHTBI #  (Wiau) wuWHpOpMAaNMs, KOTOPbIE MOTYT OBITh  ITOJYYEHBI
MHOTO(YHKIIMOHAIGHBIM ~ IICHTPOM  TPEIOCTaBICHUS  TOCYAApCTBCHHBIX |
MYHULMNAIBHBIX YCIYT TOJBKO MO Pe3yibTaTaM MPeI0CTABICHUS UHBIX YKa3aHHBIX B
KOMIUIEKCHOM 3alpoce€ TOCYJapCTBEHHbIX © (WJIM) MYHUIMOAIBHBIX YCIYT,
HaIpaBJICHUE 3asBJICHUS U JJOKYMEHTOB B MYHUIMIAJIbHBIA apXHUB OCYILIECTBIISIETCS
MHOTO(QYHKIIMOHAJIBHBIM ~ IIEHTPOM  TPEAOCTAaBICHUS  TOCYAapCTBEHHBIX U
MYHUIIUTIATBHBIX YCIYT HE MO3JHEE OJIHOTO paboyero JHs, CIEIYIOUIEro 3a JTHEM
MOJIYYeHUS] MHOTO(YHKIIMOHAJIBHBIM IIEHTPOM MPEAOCTaBICHUS TOCYJaPCTBEHHBIX U
MYHUIIUTIATBHBIX YCIYT TaKWX CBEACHHM, JOKYMEHTOB W (wiu) uHpopMauuu. B
YKa3aHHOM ClIy4a€ TEYEHUE MPEITyCMOTPEHHBIX 3aKOHOJATEIbCTBOM CPOKOB
MPEIOCTABICHUSI TOCYJAPCTBEHHBIX U (UJIM) MYHUIIMIAIBHBIX YCIYT, YKa3aHHBIX B
KOMIUIEKCHOM 3allpoCe€, HAYMHAETCS HE paHee [HS TOJYYEHHUs 3asBICHUNA H
HEOOXOJUMBIX CBEJICHUW, TOKYMEHTOB W (WiM) HHGOpMAIMK MYHUIIUIATBHBIM
apXUBOM.

102. Pe3ynbTaThl MPeAOCTABICHUS TOCYAAPCTBEHHBIX U (MJIH) MYHHUIIAITATLHBIX
yCIyr 1O pe3yJibTaTaM pacCMOTPEHHUS KOMILIEKCHOIO 3arpoca HaNpaBIISIFOTCS B
MHOT'O()YHKIIMOHATHHBIH HEHTP peA0CTaBICHUS rOCy1apCTBEHHBIX u
MYHULUTAIBHBIX YCIYT ISl BbIAA4H 3asiBUTEIIO.

Hamnpasnenue 3anpoca qIupeKTopy, paCCMOTPEHHE 3aMpOca JUPEKTOPOM,
HaIlpaBJICHHUE 3aIllpOca UCIIOITHUTENI0, PACCMOTPEHHUE 3a1Ipoca UCIIOJIHUTENEM, aHAIU3
TEMATHKHU 3ampoca

103. OcHoBaHueM IS Hayaja BBIOJHEHUS aIMUHHCTPATUBHOU IPOIIETYPHI
SIBIISIETCSI PETUCTPAIINS 3aIpoca.

104. 3aperucTpupOBaHHBIN 3aMpOC 3aSBUTEINS MPEACTABISIETCS JAUPEKTOPY
rOpPOJICKOTO apXMBa U MEPEIACTCS C PE3ONIOIUEN AUPEKTOPA COTPYAHUKY TOPOJICKOTO
apXHWBa Ha UCIIOJTHEHHE B YCTAHOBJIICHHOM MOPSIJIKE.

105. JupekTop ropoJCcKOro apxuBa 00eceurBaeT ONepPaTUBHOE PACCMOTPEHHE
3anpoca 3asBUTEJIS.

106. CoTpyaHUKH TOPOJCKOTO apXWBa OCYIIECTBIISIIOT aHAIW3 TEMaTUKU
MOCTYMUBILIETO 3aMpoca C MCIOJH30BAHUEM HMEIOIIUXCSA B TOPOJCKOM apXHUBE
ApPXUBHBIX CIPABOYHUKOB, COJIEPKAIIMX CBEJEHUS O MECTaX XPAaHCHUS apXUBHBIX
JIOKyMEHTOB, HEOOXOIUMBIX ISl HICTIOJTHEHUS 3apoca 3asiBUTEIIA.

107. T'opojckoii apXuB 3ampalimBacT 3asBUTENST 00 YTOYHEHUU U JIOTIOJTHCHUH
3ampoca HEOOXOAUMBIMHU JIJISl €0 MCIIOJHEHUSI CBEICHUSIMH, B CIIydae OTCYTCTBHS B
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3ampoce  3asBUTENS  JIOCTATOYHBIX JAaHHBIX JUIsl  OpraHW3allMd  BbISBIICHUS
3amnpamuBaeMod MHQOpPMallUU WIM HEYETKO, HENMPaBWIHLHO CHOPMYIUPOBAHHOIO
3armpoca.
108. Cpoxk ucronHeHUs JaHHOW aJMUHUCTPATUBHOM mpo1eaypsl - 10 qHel.
109. Pe3ynbraroM BBINOJHEHUS AAMUHUCTPATUBHOM MPOLEAYPHl SBIACTCS

ONPENIEIICHUE:
1) mpaBOMOYHOCTH TONYyUYEHHUS 3asBUTENEM 3allpalivBaeMoil HHpopmanuu
C YUETOM  OIpaHMYECHMH  HA  NPENOCTABICHUE  CBEICHMM,  COAEpKaluX

rOCyJapCTBEHHYIO TailHy U CBEIEHUI KOH(PUICHIIMAIBHOIO XapaKTePa;

2) cTeneHW TOJHOTBHI CBEACHMM, COAEP)KAIIMXCS B 3ampoce 3asBUTEN,
HEOOXOAMMBIX JJIs1 TPOBEACHHS TOUCKOBOM padOTHI;

3) MECTOHAXO0XK/JIEHUSI ApXUBHBIX JOKYMEHTOB, HEOOXOIUMBIX ISl HCIIOJTHEHUS
3arpoca.

B cimydae ycTaHOBIEHMS OCHOBAHMM I OTKa3a B IPEIOCTaBICHUU
MYHMIIMIIAJIbHOW YCIYI'M COTPYOHHK TOpPOJCKOrO apxuBa cooOmaer o0 3ToM
3asIBUTEINIO C YKa3aHWEM IPUYUH OTKa3a.

110. CBenenus O BBINOJIHEHUH aJMUHUCTPATUBHON MPOLEAYPbl (PUKCUPYIOTCS
B CUCTEME JOKYMEHTOO0OpOTa U AEIONPOU3BOICTBA FTOPOJICKOIO apXUBa.

Hampasnenue no pesynpraTaMm pacCMOTPEHMS 3alIpOCa HA UCIIOIIHEHUE
B IPYTrOM apXWB WU OPTraHU3ALNI0

111. OcHoBanuem maJis Hadajga aJIMUHUACTPATUBHON MPOLIEIYpPHI SBIAETCS
OMpEJEICHNE  MECTOHAXOXKIEHUS  apXMBHBIX  JOKYMEHTOB,  HEOOXOIUMBIX
JUISl UICTIOJTHEHUS 3a1poca.

112. Tlo utoram aHanu3a TEMaTUKH MOCTYIIMBIIETO 3aMpoca, B TeUEHUE 5 THen
CO [JHS PETrHCTpaluy TOPOJCKOW apXWB HAIpPABISIET 3alpoC, HE OTHOCSAIIUKCS
K COCTaBY XpaHSAILIMXCS B TOPOJCKOM apXUBE apXMBHBIX JOKYMEHTOB, B IpyTrOil apXuB
WIM OpPraHu3alivio, TAe XpaHATCs HEOOXOAMMbIE JOKYMEHTHI, C YBEIOMJIEHUEM 00
3TOM 3asIBUTENIS, WIH 3asIBUTEIIO JAETCS COOTBETCTBYIOIIAS] PEKOMEH AL

113. B cnydae ecnu 3ampoc TpeOyeT HCIIOJHEHHUS HECKOIbKUMH
OpraHu3alysIMHi, TOPOACKON apXuB HAMpPaBIISIET B COOTBETCTBYIOIME apXWBHI WU
OpraHu3aliy KOIUHU 3ampoca.

114. Pe3ynbTaToM aIMUHUCTPATUBHON MPOLEAYpHI SBISETCS YBEIOMIICHUE
3asiBUTENSl O HAMNpaBIEHUM €ro 3ampoca Ha WCIOJHEHUWE B JIPYrol apxuB
WM OPTaHU3aLHIO.

115. CeneHust 0 BBITOJIHEHUH aIMUHUCTPATUBHON NpoLEaypbl GUKCUPYIOTCS
B CUCTEME JJOKyMEHTO00O0pOTa U AETONPOU3BOICTBA FTOPOJICKOIO apXUBa.

[loaroroBka u HampaBieHUE OTBETA B MHOTO(DYHKIIMOHAIBHBIN LIEHTP
IIPENOCTABIEHNs TOCY JAPCTBEHHBIX U MyHULMITAJIBHBIX YCIyT
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116. OcHoBanueM [UIsi Hayana AaJIMUHUCTPATUBHON HPOLENYpbl SBISETCS
ONpPENETICHUE  MECTOHAXOXKICHHWS  apXWMBHBIX  JOKYMEHTOB,  HEOOXOJUMBIX
JUISl UICTIOJIHEHUS 3a1poca.

117. PaGOTHUK TOPOJCKOTO apXUBa OCYIIECTBISET B YCTAHOBJICHHOM IOPSIZIKE
BBISIBJICHHE apXWBHBIX JOKYMEHTOB, HEOOXOJUMBIX MJsi HCIOJHEHHs 3ampoca. [lo
pe3ysbTaTaM BBISIBJIIEHUS TOTOBUTCS OTBET 3asBUTEIIO Ha 3alpoc (apXHUBHAs CIpaBKa,
apXWBHAsl BBIIHCKA, apXMBHAs KOIHWA, OTBET 00 OTCYTCTBUM 3allpalllMBacMBbIX
cBeneHuil). Cpok ucnoiaHeHus 3amnpoca - 30 THel co THS €ro perucTpaLHHm:

1) Tekct B  apXMBHOM  CHpaBKEe JAeTci B  XPOHOJOTMYECKOH
MOCJIEIOBATENBHOCTHA COOBITHI C yKa3aHUEM BHJIOB APXUBHBIX TOKYMEHTOB M MX JIaT.
B apxuBHOI1 cripaBKe AOIyCKAETCS HUTHPOBAHNUE APXUBHBIX JJOKYMEHTOB;

2) HECOBIMAJICHUE OTAEIbHBIX JTAHHBIX APXUBHBIX JOKYMEHTOB CO CBEICHUSMHU,
U3JIO)KECHHBIMA B 3aIIpOoCe, HE SABISETCA IPENATCTBUEM JUISl  BKIIFOUEHHS
UX B AQpXUBHYIO CIIPaBKY IIPH YCJIOBHMH, €CJIM COBHNAJICHHUE BCEX OCTAIBHBIX CBEICHUN
HE BBI3bIBAET COMHEHHUH B TOXKAECTBEHHOCTH JMIA WIM (PAKTOB, O KOTOPBIX
TOBOPUTCA B AapXMBHBIX JIOKYMEHTaxX. B apXuWBHOW CIpaBKE OTH JaHHBIC
BOCITPOU3BOJSATCS TaK, KAK OHU M3JI0KEHBI B ApXUBHBIX JIOKYMEHTAaX, a PACXO0XKICHHU,
HECOBIAJCHUS M HETOYHbIE HA3BaHUsS, OTCYTCTBUE WMEHH, OTYECTBA, WHHUIIMAIIOB
WJIM HAJIMYUE TOJBKO OJHOTO M3 HUX OrOBapHBAIOTCA B TEKCTE CIPABKUM B CKOOKax
(«Tak B tokyMeHTe», «Tak B TEKCTE OpUTHHATIAY);

3) momyckaeTcs BKIFOUEHHE CBEJICHUN U3 HECKOJIBKUX HOPMATHUBHBIX TPABOBBIX
aKTOB OpraHa MECTHOI'O CaMOYIIPaBJIEHUS B OJIHY apXUBHYIO CIIPABKY;

4) B mOpuUMEYaHUSX 1O TEKCTy AapXWMBHOW CIpPaBKU OTrOBApUBAIOTCS
HEpa300pUMBO HANKMCAHHBIE, UCIPABIECHHBIE aBTOPOM, HE MOJIAIOIINECS POUYTEHUIO
BCJIE/ICTBUE TOBPEXACHUSA TeKcTa opuruHana Mecta («Tak B TeKCTe OpUTHHAIa»,
«B Tekcte HepazbopuUUBO»);

5) B TEKCTe apXMBHOW CIPaBKU HE JIOMYCKAIOTCS M3MEHEHUs, MCIpPABIICHUS,
KOMMEHTapuu, COOCTBEHHbIE BBIBOJbI HUCIOJHUTENS IO COAEPKAHUIO APXUBHBIX
JOKYMEHTOB, HA OCHOBAaHUU KOTOPBIX COCTABJIEHA apXMBHAs CIPABKa;

6) mocie TeKcTa apXUBHOM CIIpaBKU MPUBOIATCS apXHUBHbBIEC MHU(PHI 1 HOMEpa
JUCTOB  €AWHUI] XPAaHEHHMS AapXUBHBIX JOKYMEHTOB, I[€YaTHbIE HW3JaHUs,
VCIIOJIB30BABIINECS U COCTaBJICHUsS apXUBHOW CIIpaBKU. B Tekcre apXuBHOU
CIPABKU JIOMYCKAETCs MPOCTABICHUE apXUBHBIX IU(POB U HOMEpA JIUCTOB €IUHUIL
XPaHEHUS ApXUBHBIX JOKYMEHTOB Cpa3y MOCIe U3JI0KEHUS KaXI0T0 (haKkTa, COOBITUS;

7) B apXWBHOM CIpaBKe, 00BEM KOTOPOW MPEBBIIIAET OJWH JIUCT, JUCTHI
JOJKHBI  OBITh TPOIIUTHI, MPOHYMEPOBAaHbI U CKPEIJIEHBI I€YaThi0 TOPOACKOTO
apXuBa;

8) apXHMBHbBIE CIPABKH JTOJKHBI O(OPMIISTHCS Ha OJIaHKE TOPOJICKOTO apXUBa;

9) apxuBHas cHpaBKa NOJANUCHIBAETCA JIUPEKTOPOM TOPOJICKOTO AapXUBa,
3aBEPSIETCS MEYaThI0 TOPOJCKOIO apXHBa;
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10) B apXvMBHOW BBINMCKE HAa3BaHWE aPXUBHOTO JIOKYMEHTA, €ro HOMEpP U JaTa
BOCIIPOU3BOJSATCS MOJHOCTBIO. M3BIEYEHUAMH M3 TEKCTOB apXHUBHBIX JOKYMEHTOB
JIOJDKHBI OBITh MCUEpIlaHbl BCE MMEIOIUECs JaHHbIe MO 3arpocy. Havano u koHen
Ka)XJIOT0 U3BJICUCHHUS, @ TAKKE TIPOILYCKU B TEKCTE APXHUBHOTO JOKYMEHTA OTIEIbHBIX
CJIOB 0003HAYAIOTCS MHOTOTOYHEM;

11) B npuMeyaHusiX K TEKCTY apXHUBHOW BBIMHMCKHU JEIAIOTCS COOTBETCTBYIOIINE
OTOBOPKM O YacTsX TEKCTa OpUTMHaNa, HEpa30OpUMBO HAMKMCAHHBIX, UCIPABICHHBIX
aBTOPOM, HE MOAJAIOIIMNXCS IPOYTEHHIO BCIEACTBUE OBPEKICHUSA TEKCTA U T. 1.

12) otnenpHblE CIOBAa M BBIPAXKEHUS OPHUIMHAJA, BBI3BIBAIOLNIME COMHEHMS
B X TOYHOCTH, OroBapuBarwTcs cioBamMu «Tak B  TEKCTE  OpHUIUHAIA,
«Tak B nokymente». Ilociie TekcTa apXMBHOW BBINMCKHA YKAa3bIBAKOTCA APXWUBHBIN
mu@p 1 HoMepa JIUCTOB €IUHUIIBI XPAaHEHUS] ApXUBHOIO JOKYMEHTA;

13) ayTeHTMYHOCTh BBIJAHHOM IO  3alpocy  apXMBHOM  BBIIUCKU
YAOCTOBEPSIETCS MOMIUCHIO JTUPEKTOpPa FOPOACKOrO apXWBa MU IE€YaThIO T'OPOJCKOIrO
apXuBa;

14) Ha 00OpOTE KaXJOrO JUCTa apXMBHOM KOIWHU MPOCTABIAIOTCS apXUBHBIC
mu@pbl U HOMEpa JINCTOB €IMHUI] XPAaHEHHs] apXMBHOIO JOKyMeHTa. Bce muCTbI
ApXWBHOM KONMUMU CKPEIULIFOTCS M Ha MECTE CKPEIUICHHs 3aBEpSIIOTCA Ie4aThblo
TOPOJCKOTO apXHBa U MOANMUCHIO €T0 PYKOBOJAUTES.

115. IIpm orcyrcTBHM pe3ysbTaTa B XOAE HUCIIOJHEHUS 3alpoca B TEUCHHE
30 nHel cocTaBisIeTCs OTPHIATEIbHBIA OTBET Ha OJIaHKE TOPOJCKOTO apXuBa.
B oTBeTe uznaraeTcs npuyuHa, Mo KOTOPOl HE MPEACTABISIETCS BO3MOXKHBIM BbLIATh
TpeOyeMyl0  KONHWIO  apXWBHOIO  JOKYMEHTa WM  apXUBHYK  CIIPaBKYy.
[Tpn HEOOXOIMMOCTH OTBET 3aBEPSAETCS NMEYaThIO TOPOJICKOr0 apXuBa.

118. ApxuBHas cripaBKa, apXWBHAs BBIMKICKA U apXUBHAsI KOMUsS 0(OPMIISIIOTCS
Ha rocyapCTBEHHOM s3bike Pocculickon @enepanumu.

119. PaccMmoTpenue 3ampoca 3asBUTENS] CUUTAETCS 3aKOHUEHHBIM, €CIU JIaH
OTBET IO CYIIECTBY 3apoca, 10 HeMy MPHUHSITHI HEOOXOAUMBIE MEPHI.

120. PesynpTaToM aJAMHHUCTPATUBHOW MPOIEAYPHI SBISETCS HAMpaBlICHUE
B MHOro(QpyHKIIMOHAIbHBIN LEHTP IIPENOCTABICHUS roCcyJapCTBEHHBIX
Y MyHUIMOAIBHBIX YCIyT pe3yJjbpTaTa NPEIOCTaBICHUS MYHULUIIAIBHON YCIyru
3asBUTENIO 7 MOcieAyrolie nepenauu 3asBurento. He BocTpeOoBaHHBIE
3asIBUTEIISIMU  PE3YNIbTAThl MPEAOCTABICHUS MYHHUIMIAIBHBIX YCIYT, MepeAaHHbIe

B MHOTO(QyHKIIMOHATBHBII LEHTP IPEAOCTABIECHUS rOCyJIapCTBEHHBIX
Y MyHULIMTIATbHBIX yCIyT JUTS BbIJIaYU 3asIBUTEITIO, XpaHATCS
B MHOTO(dyHKIIMOHATEHOM LIEHTpE IPEAOCTABIECHUS rOCy/1apCTBEHHBIX

Y MYHUIUNIAIBHBIX YCIYT B T€UeHUE 3 MecsueB. [10 OKOHUYaHMM yKa3aHHOTO CpOKaM
HE  BOCTPEOOBAaHHBIE  3aABUTEISIMH  PE3yJbTAaThl  MPEIOCTABICHUS  YCIyT
BO3BpalaloTcsi B Tropojckoil apxuB. CpoK XpaHEHHUS] B TOPOJCKOM apXHUBE
HEBOCTPEOOBAHHBIX 3aABUTEIIEM PE3yJIbTaTOB MPEIOCTABICHHUS MYHUITUTIATBLHOM
YCIIyTH COCTAaBJISIET S5 JET
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121. CBeneHust 0 BBIMOJHEHUU aMUHUCTPATUBHON TIPOLIEAYPhl (PUKCUPYIOTCSI
B CUCTEME JOKyMEHTOO0OpOTa U JACIOMPON3BOICTBA TOPOJICKOTO apXUBa.

[Tonyyenue pe3yapTaTa IpeIoCTaBICHUS MyHUIIUTIAIBHON YCIIYTH
U3 TOPOJCKOTO apXuBa

122. OcHoBaHueM /aJisi Hayajla BBITIOJHEHUS aIMUHHCTPATUBHON MPOIIETypHI
SBIISIETCS. TIOCTYIUIGHHWE pe3yJibTaTa NPEJOCTABICHUS MYHHUIMIIAIBHON YCIyTH
B MHOTO(YHKITHOHATbHBIN HEHTP PEI0CTaBICHUS rOCyAapCTBEHHBIX
Y MYHUIUTIAIBHBIX YCIIYT.

123 Cotpyanuk  MHOTO(YHKIMOHAIBHOTO  IIEHTpa  MPEAOCTaBICHUS
rOCy/IapCTBEHHBIX M MYHUUUNAIbHBIX YCIYI PErHCTPUPYET MOJy4YEHHE pe3yiibTara
IPEIOCTABIECHUSI MYHULIUIIAIbHON YCIYTH 3aSBUTEII0 B CUCTEME JOKYMEHTOOOOpPOTa
U JIEJIOTIPOU3BO/ICTBA.

124. Pe3ynbTaTOM BBINOJIHEHUS aJMUHHCTPATUBHOW NPOLEAYpPHI SBISETCS
peructpanusi IMOJIy4eHUs pe3yjbTaTa IPEIOCTABICHUS MYHULUIAIBHOM YCIYyTH
U3 FOPOJICKOTO apXUBa.

125. CBeneHus O BBINOJIHEHUH aAMUHUCTPATUBHON MpOLEAYpbl (PUKCUPYIOTCS
B CHCTEME JIOKYMEHTOOOOpOTa U  JEJIONPOU3BOJCTBA MHOTO(QYHKIMOHAIBLHOIO
IIEHTpa PEIOCTABIECHUS TOCYJaPCTBEHHBIX U MYHUILIMTIATBHBIX YCIIYT.

Britaua 3asBUTENIO pe3ynbTaTa NPEAOCTABICHUS MyHULIMIIATBHON YCIIyTH

126. OcHoBaHuWeM [ajsi Hadaja BBITOJHEHUS aIMUHHCTPATUBHOW MPOIETyPHI
SBJISIETCSl OOpalCHUs 3asiBUTENS 3a Pe3yJbTaTOM MPEJOCTaBICHUS MYHHUIUIAIbHOM
yCIyTd B MHOTO(QYHKUIMOHAJIBHBIM IIEHTP TMPEAOCTaBICHUS TOCYIapCTBEHHBIX
U MYHUITUTATBHBIX YCITYT.

127. Pe3ynbpTaT mOpeNOCTaBICHUS MYHUIUIAIBHOM  YCIyTU  BBIACTCS
3asIBUTEINIO WJIU €r0 JIOBEPEHHOMY JIMILY IO/ PACIHCKY, IPU NMPEAbSIBICHUU MAaCIIOPTa
WIM WHOTO YJOCTOBEPSIOIIETr0 JUYHOCTH JIOKYMEHTa, JOBEPEHHOMY JHIy — IpH
IpeIbsIBICHUN JOBEPEHHOCTH, O(DOPMIIEHHON B YCTAHOBJICHHOM HOPSIKE.

128. Pe3ynbraToM BBINOJIHEHUS AJAMUHUCTPATUBHOM MPOIEAYPHI SBIAETCS
BbIJlaua OTBETA 3aBUTEIIIO.

129. CBenenust 0 BBIMOJHEHUH aIMUHUCTPATUBHOMN TIPOILIEAYPhl (PUKCUPYIOTCS
B CHCTEME JJOKYMEHTOO0O0pOTa U JIETONPOU3BOCTBA TOPOJICKOTO apX1Ba

IMopsanok ucnpasieHus JOMYHIEHHBIX ONIEYATOK U OIIMOOK B BbIIAHHBIX
B pe3yJibTaTe NPeA0CTABJICHUS MYHHIUNIAIBHON YCJIYTH JOKYMEHTaxX

130. OcHoBanueMm [Jis1 Hayanda AaJIMHUHUCTPATUBHON MPOIENYpbl SBISETCS
npeJcTaBieHue (HalpaBlICeHHUE) 3asBUTENEM 3ampoca 00 HCIPaBICHUH OIEYaToK
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U (u11) omuOOK, JOMYIIEHHBIX B BBIAHHBIX B pe3yjibTaTe MPEAOCTABICHUS
MYHUIIUTIATBHOM YCIIYTH TOKYMEHTaX.

131. PaGoTHMK TOpPOJCKOTO  apXWBa, paccMaTpUBaeT  3asBJICHHUE,
MPE/ICTABICHHOE 3asBUTEJIEM, W MPOBOJUT MPOBEPKY YKA3aHHBIX B 3asBIICHUU
CBEJICHUH B CpOK, HE MpeBblaromui 3 pabouyux AHEH ¢ JaThl perucTpanuu
COOTBETCTBYIOIIETO 3aIIpOca.

132. Kputepuem NpUHATHS peEIICHUS 10 aIMUHUCTPATUBHON TMpOIEmype
SBJISIETCS HAJIMYUE UM OTCYTCTBUE TaKUX OMEYATOK U (WJIM) OIIMOOK.

133. B cayuae BBISBICHUS JAOMYIICHHBIX OINEYaTOK M (WMJIM) OIHOOK
B BBIJIJAHHBIX B PE3yJbTaTe MPEAOCTABICHHUS MYHUIIMITAIILHON YCIYyTH JOKyMEHTaX
pabOTHUK TOPOJICKOTO apXWBa OCYIIECTBIISICT WCIPABICHUEC W 3aMEHY YKa3aHHBIX
JIOKyMEHTOB B CpPOK, HE MPEBBIIAIONUN 5 pabounx AHEH ¢ MOMEHTa PErucTpalvu
COOTBETCTBYIOIIETO 3ampoca. CBelAeHUS O BBINOJTHEHUH aJIMHUHUCTPATUBHOM
npouenypbl (QUKCHUPYIOTCS B CHCTEME JOKYMEHTOOOOpOTa W JEIONpPOU3BOICTBA
TOpPOJICKOTO apXuBa.

134. B cayuyae OTCYTCTBHS OMNe€4aToK M (Wid) OMMOOK B JOKyMEHTAax,
BBIJIAHHBIX B pe3yJibTaTe€ NPENOCTaBICHUS MYHHUIIMIAIBHOW YCIyTH, pPabOTHUK
rOpPOJICKOTO apXHWBa MHUCBMEHHO COOOIIACT 3asBUTENI0 00 OTCYTCTBUM TaKUX
OMeYaToK W (Win) OMMOOK B CPOK, HE MPEBBIMLAIOIMNNA 5 pabouynx JHEH ¢ MOMEHTa
pETHCTpAllid  COOTBETCTBYIOmero  3ampoca. CBemeHHs O  BBINIOJIHCHHUH
aIMUHUCTPATUBHOW TPONEAyphl (DUKCUPYIOTCS B CHCTEME JOKYMEHTOO0OOpOTa
U JIETIOTIPOU3BOJICTBA TOPOJCKOTO apX1Ba

135. PesynbpTaToM aJAMHHHCTPATUBHOW MPOIEAYPHI SBISETCS HAMPABICHHC
OTBETa 3asIBUTEITIO.

Paznen 4. ®opMbl KOHTPOJIS 32 HCIIOJTHEHUEM pPerjiaMeHTAa

ITopsinok ocymecTBICHHS TEKYLIEro KOHTPOJIS 32 CO0TI0AeHHEM
U MCIIOJTHEHHEM MYHUIIUNIAJIbHBIM aPXUBOM, NPEI0CTABIAOIIAM
MYHHIHUNAJIBHYIO YCJIYTY, €0 J0LKHOCTHBIMM JTHIAMM, MYHUIMIIAJIbHbIMH
CJIYKAIMMH U PA0OTHUKAMM, MOJIOKEHU perjiaMeHTa U HHbIX HOPMATHBHBIX
MPaBOBbIX AKTOB, YCTAHABJIUBAKIIHUX TPEOOBAHHUS K NPEAOCTABJICHUIO
MYHHMIHMNAJIbHON YCJIYIH, a TAKKe NIPUHATHEM UMHU pelleH Ui

136. Texymmii KOHTPOJb 3a COOJIIOACHUEM IOCIIEAOBATEILHOCTH JIEUCTBUIA,
OTPEICICHHBIX  AJMUHUCTPATUBHBIMU  TPOIEAypaMH IO  IPEIOCTABICHUIO
MYHUITUTIATGHOW YCIYTH, OCYIIECTBISACTCS JUPEKTOPOM TOPOJCKOTO apXvBa, Ha
ITOCTOSIHHOM OCHOBE.

KoHTposb 3a mpenocTaBieHrneM MyHUITUTIATLHOW YCIIYTH TOPOACKAM apXHUBOM
OCYIIECTBIISIIOT OpPTraHbl MECTHOTO CAMOYTIPABIICHHMS.
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HOpﬂIlOK H MEPUHOAUIHOCTD OCYHIECTBJICHUSA IIJIAHOBLIX U BHCIIVIAHOBBIX
IMPOBEPOK MOJHOTHI U KadeCTBa MPEAOCTABJICHUA MyHI/IIIHHaJIbHOﬁ YCayru,
B TOM YMCJI€ TOPSAIOK U (l)OpMLI KOHTPOJIsA 3a NOJIHOTOM U KA4eCTBOM
npexocraBJdCcHUSA MyHI/IHI/IHaJILHOﬁ YCayru

137. KoHTpoiab 3a MOJHOTOM M KaueCTBOM MPENOCTaBICHUS MYHHUIIUMAIbHON
YCIYyIHM BKJIIOYAaeT B Ce€O0sl MPOBEJAEHUE MPOBEPOK, BBISBICHUE M YCTPAHEHHE
HapyIlIeHUN NIpaB 3asBUTENICH, PACCMOTPEHUE, NPUHATHE PELICHUW U IMOATOTOBKY
OTBETOB Ha OOpallleHUs 3asBUTENEH, coAepkKalllue Kajlo0bl Ha pelieHus1, TEeHCTBUS
(6e3neiicTBE) NOKHOCTHBIX JIUI TOPOACKOTO apXH1Ba.

[IpoBepky MOTYT OBITh IJIAHOBBIMU (OCYIIECTBIIATHCS HA OCHOBAHUU T'O/I0BBIX
IUTAHOB Pa0OTHI OPraHOB MECTHOI'O CaMOYIIPABJIEHNUS) U BHEIJIAHOBBIMHU, B TOM YHCJIE
10 KOHKPETHOMY OOpAILEHUIO 3asBUTEIIS.

Pe3ynbTarel mpoBepoK OQOPMIISIIOTCSI B BHUJIE aKTa, B KOTOPOM OTMEYAIOTCS
BBISIBJICHHBIE HEIOCTATKU U IIPEIIOKEHUS 110 UX YCTPAHEHUIO.

OTBETCTBEHHOCTh F'OPOICKOI0 APXUBA, MPEAOCTABJISIOIIEr0 MYHUIIUNIAJILHYIO
YCJIYTY, €ro J0JKHOCTHBIMY JIUIIAMHA, MYHUIHNAJILHBIMH CJIYKAINMMH U
padoTHHUKAMMU, 32 pelleHus U aeiicTBus (0e3aeiicTBUeE), NPUHUMAaEeMble
(ocymecTBjisieMble)MMH B X0j1€ MPe0CTABJIEHUSI MYHUIUNIAJIBLHOH yCJIYTH

138. Tlo pe3ynpTaraM TPOBEICHHBIX IPOBEPOK, B CiIydae BBHISBICHHS
HapylIeHUN NpaB 3asBUTENEH, K BUHOBHBIM JIMIAM OCYILECTBIISIETCS NPUMEHEHHE
MEp OTBETCTBEHHOCTH B IOPSJIKE, YCTAHOBJIEHHOM 3aKOHOAATENBCTBOM Poccuiickoun
denepanum.

IHonoxenus, xapakrepusywiuue TpedOBaHUsA K NOPAAKY U popMam
KOHTPOJISA 32 PEeA0CTaBJICHUEM MYHMIMIIAJIbHOH YCJIYTH,
B TOM YHCJIE CO CTOPOHBI I'PAXK/IaH, UX 00beIMHEHUI M OPraHUu3anui

139. KoHTposib 3a MpegoCTaBICHUEM MYHULIMIIAIBHON YCIyTHU, B TOM YHUCIE
CO CTOPOHBI TpaXJaH, WX OOBECAUHEHUNW W OpraHu3aluid, OCYIIECTBISAETCS
MOCPEJICTBOM OTKPBITOCTH JeSTEIbHOCTH MYHHIIMITATBHBIX apXMBOB
IIPU MIPEIOCTABICHUN MYHHIIMIIATLHOW YCIYTH, TOJYYCHUS TIIOJHOHM, aKTyaabHOU
U I0OCTOBEPHOM MH(OpMALMU O MOPSAKE MPEJOCTABICHHUS MYHULIUNAIBHOU YCIYTH
Y BO3MOXXHOCTH J0CYJIeO0HOTO (BHECYAEOHOr0) pacCMOTpPEeHHs oOpalieHuil (>kajio0)
B IIPOLIECCE MPEAOCTABICHHUSI MyHUIIUTATBHON YCIIYTH.

140. KouTponb 3a NpeIOCTaBICHHEM MYHHUIMIAIBHOW YCIYIH MOXET
OCYIIECTBISATHCS CO CTOPOHBI 3asiBUTENEH, WX OOBEAMHEHUN U OpTaHH3alUil myTeM
HaIlpaBJIEHUS B apeC OPraHOB MECTHOT'O CaMOYIIPABJICHUS:
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1) npennoXeHWi! 1O COBEPIIEHCTBOBAHWIO HOPMATUBHBIX IPABOBBIX AaKTOB,
perIaMEeHTHUPYIOIINUX MPEAOCTABIEHNE MYHULIMIIATBHON YCIIYTH;

2) cooOlieHnii 0 HapyIIeHUH 3aKOHOB M WHBIX HOPMATUBHBIX IPABOBBIX aKTOB,
pPErIaMEHTUPYIOIINX MPEIOCTABICHUE MYHHUIIMNAIBHON YCIYyTH, O HEJOCTaTKax
B pab0oTe MyHUIIUIIAIBHOTO apXUBA, €r0 JOHKHOCTHBIX JIUII;

3) xanob mo ¢dakTaMm HapYIIEHUS TOJDKHOCTHBIMH JIUIIAMU MYHHUIIUIIAIEHOTO apXUBa
CBOOOJ WJIM 3aKOHHBIX HHTEPECOB 3aIBUTEIICH.

Paznen 5. locyneOHblii (BHeCYaeOHbIH) MOPAAOK 005KAJT0BAHMS pPelIeHUil
U aeiictBui (0e31eiicTBHS) MYHUIIMNIAJIBHOTO APXUBA, IPEI0CTABISIIONIECT0
MYHHUIIUNIAIbHYIO YCIYTY, €ro J0JKHOCTHBIX JIMI, MYHUIHMNAJIBHBIX CJIYKAIIMX
1 pa0OTHUKOB, a TaK:Ke pellleHrH U aeiicTBuil (0e3aeiicTBHs)
MHOTO(YHKIMOHAJIBHOT0 LIEHTPA NMPEA0CTABJIEHHS TOCYAaAPCTBEHHBIX
U MYHHUIIUNAJIBHBIX YCJIYT, PA0OTHUKOB MHOTO()YHKIIHOHAJIBHOT0 IIEHTPa
NPeIoCcTABJEHHUS FOCYyIAPCTBEHHBIX U MYHHIMIAJIbHBIX YCJIYT

Nudopmanus 11 3aMHTEPECOBAHHBIX JIMII 00 UX MpaBe Ha J0cye0Hoe
(BHecyaeOHOe) 00kai0oBaHue AeiicTBUH (0e3xeiicTBHSI) M (M) PellleHUH,
OCYIIeCTBJIAEMbIX (IPUHATHIX) B X0/1€¢ NMPEA0CTABJICHUS MYHHUIMIIAJIbHOM

YCJOYyru (aajiee - skajoda)

141. 3agButenp BIpaBe 00XaloOBaTh pelIeHUs U JelcTBUA (Oe3meiicTBue),
TOPOJICKOTO apxuBa, MPEIOCTABIISIONIETO MYHHUITUTTHHY O YCIIyTY,
€ro JOKHOCTHBIMU JIMIIAMH, MYHHIMITAIBHBIMA CIY)KallUMHA W paOOTHUKAMH,
a TaKKe perieHuss u aeictBus (6e3aeiicTBUe) MHOTO(PYHKIIMOHAIBHOTO IIEHTPA,
pabOTHUKOB MHOTO(DYHKITMOHAJILHOTO IIEHTpAa MPEIOCTaBICHUSI TOCYIapCTBEHHBIX
U MyHUIIUOAIBHBIX ~ yCIyr B JocyneOHoM  (BHecyaeOHOM) — TOpSIIIKe,
npeaycMoTpeHHoM crathbeid 11.1 denepanpHoro 3akoHa ot 27.07.2010 Ne 210-D3.

Oprasbl MECTHOT'O CAMOYIIPABJICHUSI, OPTAHU3ALMH M YIIOJTHOMOYEHHbIE
Ha PacCMOTPEHHE KAJI00bI JIMILA, KOTOPbIM MOKeT ObITh HANIPABJICHA KaJ100a
3asiBUTEJIA B 10CyAeOHOM (BHeCYy1eOHOM) NMOpPAIKe

142. B ciyyae 00xanoBaHus PEIICHUN U TeUCcTBUM (0e31eMCTBUSI) TOPOJACKOTO
apXuBa, NPEIOCTABISIIONICTO MYHHUIIUIIAIBHYIO YCIYTY, €ro JOHKHOCTHBIX JIHII,
MYHULMTAIBHBIX CITYKaIIUX U paOOTHUKOB, kajo0a MojaeTcs JJIs pacCMOTPEHUS B
TOpOACKOM apXWUB IO MECTy TPEAOCTaBICHUS MYHUIUNAIBHOW YyCIyrd, B
MUCbMEHHOW (opMe Ha OyMa)KHOM HOCHUTENE, B TOM YHUCJIE TPH JIMYHOM IpUEMe
3asIBUTENS, B DJICEKTPOHHOW (opMme, MO MoYTe WIM 4Yepe3 MHOTO(YHKIIMOHATbHBIN
LHEHTpP MPEAOCTABICHUS ITOCYIAPCTBEHHBIX U MYHUIIUIIAIbHBIX YCIIYT.
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Kanoby Ha pemenus u JgeWcTBus (0e31elCTBHE) TOPOACKOIO apXUBa,
NPEIOCTABISAIONIETO  MYHUIIMIAIBHYIO  YCIYTy, €ro  JO/DKHOCTHBIX  JIHII,
MYHHIIMMIAJTBHBIX ~ CIyXalUuX W pabOTHUKOB  Takke€  BO3MOXHO  TOJATh
B AaMuHucTpannio KaukaHapckoro ropojckoro okpyra.

143. B cnydae oOXaloBaHWS pEHICHWA U JcHCTBUN (Oe3melcTBHS)
MHOTO(YHKIIHOHATBHOTO LEHTpa MPEI0OCTABICHUS rOCyAapCTBEHHBIX
U MYHULUNANbHBIX ~ YCOyr,  pabOoTHHKAa  MHOTO(QYHKIIMOHAIBRHOTO  IIEHTpa
IPEIOCTAaBICHUSI TOCYAApCTBEHHBIX M MYHUIIMIAIBHBIX YCIYr jkajgo0a momaercs
JUISL pACCMOTPEHUsI B~ MHOTOQYHKUIHMOHAIBHBIM  LEHTP  MPEJOCTABJICHUS
rOCyJapCTBEHHBIX M MYHMIIMMNAIbHBIX YCIYr B (uiauain, rie 3asBUTENb MOAaBal
3adBJICHUE W JOKYMEHTBl JUIsl  NPEJOCTaBICHUS  MYHULMINAIBHOW  yCIyTH
B IUCbMEHHOU (popMe Ha OyMaXHOM HOCHUTENE, B TOM YHWCJIE IPU JIUMYHOM IpUEME
3asBUTEJIS, 10 IOYTE UK B 3JIEKTPOHHOM popme.

XKanoby nHa pemeHuss u aerctBusa (Oe3neHCTBUE) MHOTO(PYHKIMOHAIBHOTO
LEHTpa MPEAOCTaBICHUS TOCYJapCTBEHHBIX W MYHULUINAIbHBIX YCIYr TaKXKe
BO3MOXHO moaarb B JlemaprameHT wuHpopmaTth3aumu H CBs3u CBEpIIIOBCKOM
obnactu (majsiee — ydpeauTedb MHOTO(DYHKIIMOHAIBLHOTO IEHTpPA) B MUCHMEHHOU
dbopMe Ha OyMaXHOM HOCHUTENIC, B TOM YHCJIEC TMPHU JTUYHOM MpPHEME 3asBUTEIS,
10 TIOYTE WU B DJIEKTPOHHOU Popme.

Cnocoob1 ungopmMupoBaHusi 3asiBUTe/IE 0 MOPsIAKe MOJAAYH U
paccMoOTpeHus KajJ00bl, B TOM 4YHCJIe ¢ HCNoJab30BaHueM Equnoro noprana

144. Topoxackoit apxuB, NPEIOCTABISIONIMNA MYHUIMIIAIBHYIO  YCIYTY,
MHOTO(YHKIIHOHATLHBIH HEHTP PEeIOCTaBICHUS roCyJIapCTBEHHBIX
U MYHUITUTAIBHBIX YCIYT, a TaKXe y4peAuTellb MHOTO(PYHKIIMOHAIBHOTO IIEHTpa
MPEIOCTABICHUS TOCYJAPCTBEHHBIX U MYHHUITUTAIBHBIX YCIYT 00€CTIeUnBalOT:

1) wuHbOpMHUpOBaHHE 3asBUTEICH O TOPSAKE OO0XKAJIOBAaHUS PCIICHHM
Y JICUCTBUM (Oe3nelicTBUS) TOPOJICKOTO apxuBa, MPEIOCTABISIOIIETO
MYHHIIUTIATBHYIO YCIyTy, €r0 JOJDKHOCTHBIX JIMIl, MYHHUIIUMATBHBIX CITY>KaIliuX
U paOOTHUKOB, pelieHuil u AeicTBui (0e37elCTBUA) MHOTO(PYHKIMOHAIBHOIO
IEHTpa  TPEJOCTAaBICHUS  TOCYNApPCTBEHHBIX W MyHHIIMIAIBHBIX  YCIYT,
€r0 JTOJDKHOCTHBIX JIUI] U PaOOTHHKOB IMOCPEICTBOM pa3MeleHHs] HH(POpMAaIIiH:

Ha CTEHJaX B MECTaX MPeI0CTABICHUS MyHUIIUTIATBHBIX YCIIYT;

Ha OQUIMATBHBIX CalTax TOPOJCKOTO apxuBa, KadkaHapcKOro ropojackKoro
OKpyra, MHOTO(YHKIIMOHAJIIBHOTO IIEHTpa TMPEJOCTABICHHUSI TOCYIapCTBEHHBIX
u myaununanbabix yeayr (http://mfc66.ru/) u yapemutens MHOrO(YHKIIHOHAIBHOTO
LEHTpa IPEI0CTaBIICHUS rOCyJIapCTBEHHBIX U MyHUITUTATHHBIX
ycmyr(http://dis.midural.ru/);

Ha Eaunom moprane B pasgene «JlomomHuTenbHas — MHPOpMAIUN)
COOTBETCTBYIOIIEN MyHULIMIIAIBHOW yCIIYTH;


http://dis.midural.ru/
http://mfc66.ru/
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2) KOHCYJIbTUPOBAHHE 3asBHUTENIEH O TOPSAAKE OO0XAJIOBaHUS peUIeHUN
U IeHCTBUU (Oe3neicTBHIN) TOPOJACKOTO apXxuBa, MIPEIOCTABIISIOIIETO
MYHULMNAIBHYK YCIYry, €ro JIOJKHOCTHBIX JHI, MYHUIMUIAJIbHBIX CIyXKaluX
1 paOOTHHKOB, pEIICHUH U JAeHcTBUM (0e31eUCTBUSA) MHOTO(PYHKIIMOHAIBHOTO
LEHTpAa  MPEOOCTABICHUS  TOCYAApCTBEHHBIX M  MYHULHNAIbHBIX  YCIHYT,
€ro JIOJDKHOCTHBIX JIMII U PaOOTHUKOB, B TOM YHUCIE MO TeJIeOHY, SIEKTPOHHOU
MoYTe, MPU JTUYHOM TIPUEME.

IlepeyeHb HOPMATHBHBIX PABOBBIX AKTOB, PEryJIHPYOUIUX MOPAA0OK
a0Cyae0HOro (BHECY1€OHOI0) 00:KAT0BAHUS PellleHUd U AeiiCTBUH
(0e3meiicTBHIA) FTOPOACKOr0 apXMBa, NMPeI0CTABJIAIONIECT0 MyYHHIUIIAJIbHYIO
YCJIYTY, €ro J0JKHOCTHBIX JINI, MYHUIIUNAJBHBIX CJIYKAIIMX U PA0OTHUKOB, a
TaK:Ke pelieHud u aeiicteui (0e3geiicTBsl) MHOTO(QYHKIIMOHAJIBHOIO LIEHTPAa
MPeIoCTABJEHHUS TOCYIAPCTBEHHBIX 1 MYHUIMIAJbHBIX YCJIYT, pAOOTHHKOB
MHOTO(YHKIMOHAJIBHOT0 LIEHTPA NMPEA0CTABJIEHHUS TOCYIaPCTBEHHBIX
U MYHUIIUNIAJIBHBIX YCJIYT

Crarem  11.1-11.3 ®epepanbHoro 3akona ot 27.07.2010 Ne210-P3
«O0 opraHu3zaiuu npeaoCcTaBiICHUs TOCY AAPCTBEHHBIX U MyHUIIUITAJIBHBIX YCIIYT;

[TocranoBnenne IlpaBurensctBa CBepanoBckoi obmactu ot 22.11.2018
No  828-IIT «OO6 yrBepxkaenun Ilomoxkenus 00 OCOOCHHOCTSIX TMOJa4Yu U
paccMOTpeHHUs kajno0 Ha peuieHus U JIeucTBUs (0e31elCTBUE) HUCTIOTHUTEIbHBIX
OpraHoB TrocyaapcTBeHHOM BiacTu CBEpUIOBCKONW 00JacTH, MPEIOCTABISIONINX
rOCYJIapCTBEHHBIC YCIYTU, UX JOKHOCTHBIX JUIl, TOCYAApPCTBEHHBIX TPaIaHCKUX
CIIY’KalllUX HWCIOJHUTEIbHBIX OPraHOB TIOCYJapCTBEHHOM BiacTu (CBEpIOBCKOM
00J1aCTH, TPENOCTABISIONINX TOCYJApPCTBEHHBIC YCIYTHU, a TaKXKEe Ha pelIeHUs u
nevctBus  (Oe3nedcTBUe) MHOTO(YHKIIMOHAJIBLHOTO  IIEHTpAa  MPEAOCTaBICHUS
rOCyJapCTBEHHBIX M MYHHUIIUTIAIIBHBIX YCIYT U €r0 paOOTHUKOBY;

[ToctaHoBnenne AnMuHUCTpanuu KaykaHapcKOro TOPOACKOrO OKpyra oT
04.02.2019 Ne44 «OO6 0cOOEHHOCTSIX TIOJIaYU M PACCMOTPEHUS KaJI00 Ha PEIICHUS U
nevictBus (Oe37eiicTBME) OpraHoB MECTHOTO caMoympaBiieHus KaukaHapckoro
TOPOJCKOT0 OKpyTa, MPeIOCTABISIONIUX MYHHUITUTIATBHBIE YCIYTH, UX JOJKHOCTHBIX
JUIl, MYHMIIUOAIBHBIX  CIYXKAalllUX  OPraHOB  MECTHOTO  CaMOYIPaBIICHUS
KaukaHapckoro ropo/ickoro okpyra MmpeaoCTaBsSIOMNX MYyHUIUIIATBHBIE YCIYTH, a
TaKkKe Ha pelnieHuss u jAedcTBus (0e3aelicTBrUEe) MHOTO(QYHKIIMOHAIBHOTO IIEHTpa
MPE0CTaBICHUS ITOCYAPCTBEHHBIX M MYHHUITUTIATBHBIX YCIYT U €70 PAOOTHUKOB.

145. Tlomunas wHdoOpMaIus O TOPSJKE MMOJAAYM W PACCMOTPEHUH >KamoObl
Ha pelIeHus W JeucTBUs (0e3IeMCTBHE) TOPOJCKOTO apXuBa, MPEIOCTaBISIONIETO
MYHUITUTIATHHYIO YCIYTy, €ro JOJKHOCTHBIX JIWIl, MYHHIIUTAIBHBIX CIYKAIIUX |
pabOTHUKOB, a TaKXe penieHus u aencTBus (6e3aeiicTBre) MHOTO(YHKITMOHATHHOTO
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LEHTpa MPEJOCTaBICHUS TOCYAAPCTBEHHBIX U MYHHUIIMIAIbHBIX YCIyT, PAOOTHHUKOB
MHOTO(QYHKIIMOHAILHOTO ~ I[EHTpa  NPENOCTaBICHUS  TOCYJAapCTBEHHBIX U
MYHUIIMTIATBHBIX YCIYT pa3MelieHa B paszzene «JlomnonHuTenbHas nHGoOpMalus» Ha
EauHoMm nopTaiie COOTBETCTBYIOIIEH MYHUILIUITATILHON YCITYTH.



