AJIMUHUCTPALIASA T'OPOACKOI'O OKPYTI'A IIEPBUHKA
B I'OPOJE MOCKBE

MOCTAHOBJEHHWE

OT g2, H.2045 N 415 .

06 ymeepaicoeHuu AOMUHUCTIPAMUBHO20
pearamenma npeoocmagae s
MyHuyunanvHol  yeryeu  «Opeanuzayus
UHDOPMAYUOHHO20 obecnevenus
2paicoa, opeanu3ayuil u
o0bwecmeennbix  06veouHenull  (blo0ayu
ApXUGHLIX CNPABOK, APXUGHBIX — KONUT,
apxXUGHbLX BLINUCOK, GLINUCOK,
UHQPOPMAYUOHHBIX — nuceM) U Opy2ux
apxXugHLIX OOKYMEHMOS

B coorserctBun ¢ PemepansHbiM 3akoHOM OT 27.07.2010 Ne 210-®3 «O6 opranusauuu
PEJIOCTABEHHs TOCYAAPCTBEHHEIX M MYHHLIMIATBHBIX ycryr», Pemernnem Cosera aeryTatos
ropoznckoro okpyra [llep6urka ot 04.09.2014 r. Ne 149/18 «O6 yTBep:KACHHH MEPEUH MYHHIUTATbHBIX
YCIIyr, OKa3blBaeMbIX B ropoickom oxpyre Llepburka dusuueckim u (M) IOPHIKYECKHM IHIAM 32
cyer cpeacTs ropozckoro okpyra HlepGunkay, IloctanosiienreM AIMHHECTPAlHH TOPOACKOrO OKpyra
[llep6urka ot 27.07.2015 Ne 287 «OG yrtsepinenun [lopaaka paspaGoTKi H yTBEPXKIACHH:
AZIMHHHCTPATHBHLIX DPErIAMEHTOB [IPEJOCTABIEHHS MYHHUMOAIBHBIX YCJAYr B MYHHLHMATBHOM
06pasoBaHKH ropocKoro okpyra LllepGunka B ropose MockBe», pyKOBOACTBYACE Y CTaBOM FOPOJCKOrO
oxpyra [l[ep6uHka, pacropskeHHEeM AIMHHHCTPAIHH TOPOACKOro okpyra lllepGunka ot 23.10.2015 Ne
334 /B,

MMOCTAHOBJIAIO:

L. "YTBepIUTh AAMMHUCTPATHBHBI- PErTAMEHT MPEAOCTABIECHHS MYHHLHITAILHON YyCIIyTH
«Opranmsanus  WHOOPMALKOHHOTO — O0eClleYeHHs TPaKJaH, OpraHM3aluié M OOIIECTBEHHBIX
06beanHeHUH (BBIIAE apPXUBHEIX CIPABOK, ADXHBHBIX KOIMH, ADXUBHBIX BBITHCOK, HH(OPMAaLXOHHBIX
IHCeM) H IPYTHX apXUBHBIX JOKYMEHTOB» COIIACHO NPUJIOKEHHIO K HACTOSIIEMY TOCTAHOBIHHIO.

2. [IlpusHaTh yTpaTMBIUHMH CHJIy TIOCTAHOBNEEHsS AJMHUHUCTPALM¥ TOPOACKOr0 OKpyra
[[1epGunka:

- or 02.05.2012 Ne 600 «OG yTBep KICHHH aAMHHHCTPATHBHOIO PETJIAMEHTA MPENOCTABICHHS
MYHHLMIATEEON yenyru «Bblnada apXWBHBIX CMpaBoK O 3apalOTHOW IUIATE U TPYJOBOM CTame» B
MyHHIMMTATBHOM 00pasoBanmy «ropoacko# oxpyr Llepburka Mockosekoi obnactuy;

- ot 02.05.2012 Ne 601 «O6G yTBep kACHMH aAMHHHCTPAaTHBHOIO PErVIAMEHTA IPENOCTABICHUS
MYHHIUTATBHOH yeiyTH «Bblada apXUBHBIX BBITHCOK M KOMHH IOKYMEHTOB I10 TeMATHKE OOpalleHHI
B MyHHIIHTIATEHOM 00pa30BaHHH «ropoacko# okpyr lllepbunka MockoBekoi 061acTu;

-0t 11.06.2013 Ne 214 «O BHECEHHN H3MEHEHHH B [TOCTAHOBIEHHE AJIMUHUCTPALMH TOPOACKOro
‘okpyra Illepbunka or 02.05.2012 Ne 600 «OG yTBepkieHHA aAMHUHHCTPATHBHOTO pEramMeHTa

NPeJOCTABNEHHs MYHWIMNATBHOH yeayrs «Bbliaa apXuBHBIX CIIpaBoK 0 3apaGOTHOH rmate #

TPYZOBOM CTaXKe»;
-07 11.06.2013 Ne 215 «O BHeceHUH H3MEHEHUH B TOCTAHOBIEHHE AJIMHHUCTPALMH IOPOJCKOro

okpyra [lepbuaka ot 02.052012 Ne 601 «O6 yTBEepiICHMH aJMHHHCTPATHBHOIO PpErIaMeHTa
[pEOCTABIEHHA MyHHLHIANLHON ycayru» Bpiiada apXMBHBIX BBIIMCOK M KOMUH IOKYMEHTOB 1O

TeMaTHKe 00paLleHI.

3. OmyBIHKOBaTh HACTOMIIEE MOCTAHOBNIEHUS B raseTe «LLlepOMHCKHE BECTHY M PA3MECTHTH HA
o(UIMATEHOM caiiTe AIMUHHCTpAIKH ropoackoro okpyra lllepGusxka.

4, KoHTpons Hai BbIIOJHEHHEM HACTOJALUErO [OCTAHOBJICHMS BO3NOKHUIB  Ha [naBy
AZIMMEHCTpaly roposckoro okpyra Illepbunka.

3amecTuTeb [1aBbI AIMUHHCTPAUMH
ropoackoro oxpyra Illepounxa, =a:ob==_oEE
noaHoMouust ['1aBbl AIMHHHCTPAUMU

ropoackoro oxpyra lllepounxa A.A. JIykbsiHoB

»szm BEPHA

o




Ipuroxerue

K OCTEHOBJIEHHUIO AIMAHHCTpALl UK
ropoackoro okpyra lllep6unxa

OT 22 .H.20 N 4/6

AIMHHHCTPATHBHBIH perjiaMeHT NPEeJOCTAB/IeHHS MyHHIHAATLHOH yCIyrH
«Opranu3anug HHPOPMANMOHHOT0 00ecnedeHnsl rPaKIaH, OPraHu3alyH # 00IMecTBEHHbIX
o0beaHHeHHH (BHLIATH ADXHBHBIX CIIPABOK, APXHBHbLIX KONHH, ADXHBHDIX BHUIHCOK,

HEGOPMALHOHHBIX HCEM) H APYTHX aDXUBHBIX IOKYMEHTOB»

1. O6mue noT0KeHHst

1.1. AIMHHACTPaTHBHBIA PEriamMeHT O NPEeJCTAaBICHUI0 MYHULMNATEEOM yenyrd «OpraHu3ains
nHOpManKOHHOro ofecneyenus TrpakiaH, OpraHW3amui M OOINECTBEHHBIX OOBEAMHEHHH (BBLIAYH
apXHBHBIX CIIPaBOK, APXWBHBIX KOMWH, apXMBHBIX BBITHCOK. HHQODMALNMOHHBIX IHCEM) H APYTHX
apXMBHBIX JOKYMEHTOB) -(zaiee — PersaMmeHT) pa3spaboTal B coOTBETCTBHH C DeZiepaibHBIM 3aKOHOM OT
27.07.2010 Ne 210-®3 «O6 opranu3aisy IPeAOCTABIEHHS FOCY12DCTBEHHBIX i MYHHIMIANEHBIX YCITYT»,
pemenreM CoBeTa menyTaroB ropoackoro oxpyra Illep6unka ot 04.09.2014 Ne 149/18 «O6 yrBepxaeHun
HepedHss MYHHIHNAIBHBIX YCIyT, OKa3biBaeMbIX B ropoickom okpyre lllepOuHka QusHyeckuM U (HIH)
IOPHAHYECKHM JIHIAM 3a CuYeT CpeACTB ropoiackoro okpyra lllep6uHKa», DOCTaHOBIEHHEM
ApvuHECTpanMH roponckoro oxpyra Illepburxm ot 27.07.2015 Ne 287 «O6 yreepxnenur [lopsaka
pa3paboTKy H YTBEPKACEHUS aIMHHUCTPATHBHBIX PerlaMeHTOB NPEJOCTaBICHHS MyHULIMNAIbHBIX YCAYT B
MyHHIHDAIbHOM 00pa3oBanuu roposackoi oxpyr Illlepbunka B ropoae Mocksey.

1.2. lens paspaboTku Persamenta — MOBBIUEHHE KauecTBa H MOCTYIHOCTH MPENOCTABIICHHS
MyHMIMNanbHOH ycayrw «Oprasusanus HHOOPMaNHOHHOrO oOeCredeHHs TpaKOaH, OpraHd3aumid H
00INecTBeHHBIX O0beAWHEHUH (BBIIAaU¥ apXMBHBIX CIPABOK, apXHBHBIX KONHM, apXUBHBIX BBITHCOK,
HHOOpPMAIIMOHHBIX THCEM) H APYTHUX apXMBEBIX JOKYMEHTOBY (Jajiee MyHHLHMIAIbHAs yCIyra).

1.3. MyHHUHIanEHas yciyra IpeocTaBisieTcss (QH3HYECKUM W IODHIWYECKHM jMuaM 1ubo ux
YIIOJTHOMOYEHHBIM OPEACTaBHTE/IM, OOpaTHBIOMMCS C 3allpOCOM O  [IPEIOCTABAEHHH MYHWLHMAIbHOM
YCIAYTH (zanee — 3asiBUTEND, 3aABUTENH).

1.4. PernameHT onpegeiseT CPOKH H [OCIENOBaTENbHOCT, NeHCTBHHA (aIMHHUCTPATHBHBIX
MpoLeAyp) NPH OCYMECTBICHHH MOTHOMOYHH 110 NPEAOCTaBACHHIO MYHU IMITANBHOMH YCIaYTH.

1.5. WudopmupoBarne 1O NpolieAype NPeAoCTaBIeH s MyHHLIMIATbHOH YCIyrH MPOH3BOAWTCS:

- 10 TeaehoHy,

- [I0 ITHCHMEHHBIM 00paIeHnsM,

- IOCPEICTBOM JMYHOro o6panieHus B ApXHB. i

- IpH OTBETaX Ha TesNe(OHHbIE 3BOHKH [ODKHOCTHO® HLIO NOAPOOHO, CO CCHUTKAMH Ha COOTBETCTBYIOLIHE
HOPMAaTHBHO-IIPABOBBIE aKThI, HHQOPMHpPYeT 3adBHTeneH Mo MHTepecy:olMM uX Bompocam. OTser Ha
teneOHEBIN 3BOHOK JOMKEH COAEPKaTh HHOOPMAUHMIO O IODKHOCTH COTPYZHHKA, DaMHINH, HMEHH,
OTYeCTBE IPHHESBIIETO TeTeOHHEBIH 3BOHOK. BpeMs pasroBopa He IO/DKHO IPEBBINIATh TECATH MHHYT;

- B Ciyyae, €CJH A1 HOATOTOBKH OTBeTa TpeOyeTcs MpOAO.DKMTENIBHOE BPEMA, NOJDKHOCTHOE JIHIO,
OCYIIECTBISIOMEE YCTHOS HEQOPMHPOBAHHEE, MOXKET IPE/UIOKHTh 3aHHTEPECOBARHEIM JIMLAM 00paTUTECS
3a Heobxomumol uH(poOpManue# B nNUCBMEHHOM BHAe, nu00 Ha3HA4YHTe Jpyroe ypobHoe s
3aHHTEPECOBAHHOIO JIAIA BPEMs 711 YCTHOrO HHOPMHUPOBAHHS (C yuyeToM rpaduka paboTel ApXuBa);

- npu wHQOPMHPOBaHHE MOCPEACTBOM JHYHOIO OOpallieHHs [JO/LKHOCTHOE MU0 o0s3aHo :v:mm.:u
3aMHTEPECOBAHHOE JIHHO B COOTBETCTBHH C rpad koM paboTs! ApXHBa;

- NpHA HEGQOPMHPOBEHMH NO MHCbMEHHBIM 3aMpOCaM OTBET B [IPOCTOH, YeTKOX M MOHATHOH ¢opme C
yKa3anueM (QaMHJIHH, UMEEH, OTIECTBa, HoMepa TedepoHa HCIIOMHHTEN HANPaBJIseTcs B BHAE TOYTOBOTrO
OTIpaBAEHHAs B aIpeC 3aHHTEPECOBAHHOrO JIHLA WIH B 2JEKTPOHHOM BHAE HA a/IpeC 3EKTPOHHON MOYTHL.

2. CTaHAAPT 0peJoCTABICHHS] MyHHUHITAALHOH YCIYTH
2.1. HamveHoBaHNe MYHHUMTATbHON yenyrd - «OprapH3anus HEPOPMAIHOHHOTO 06ecneyeHHs

rpaKAaH, OpraHH3auui H o0mecTBEeHHbIX 00beAMHEHHH (BBLAAYH ApXHBHBIX CIIPABOK, apXHBHBIX KOIHHA,
apXHBHBIX BHITHCOK, HEMOPMALHOHHBIX IHCEM) H APYTHX APXHBHBIX JOKYMEHTOBY.

P

2.2. HaumeHoBahMe OpraHa. NpEACCTABASIOUIEr0 MYyHHUMIATBHYIO YCIyry — Vipasiexue
MyHHIMIIBHOM Cayx6sl 1 KaIpos ANMHHHCTPaHMd ropoackoro oxpyra Illepbumka {mazee —
VYopaenenne). OT umeHH YnpasieHHs [T0JHOMOYMS N[O NPEJOCTABICHHIO MYHHIKHAJIBHOH YCAYTH
OCYIIECTBAET ADXHBHBIA CEKTOD YpaBieHHs zu\msmx:marmox cryObl ¥ KaZpoB AAMUWHUCTPAUUN
ropozckoro okpyra Illep6urka (nazee — ApXUB).

CBezeHdsl O MECTE HaXOXJECHHA, NOYTOBOM H 3IEKTPOHHOM azpecax, KOHTAKTHBIX TexehoHax,
rpacduxe pabors ApxmBa ykasars B [Ipunoxeruy No | x Hacrosmemy PernamenTy.

2.3. PesynpTaToM NpEeXOCTaBACHHS MYHHLMNATBHON YCIyTH SBASETCS Bbiada 3asBHTETIO
apXHBHOH KONWM (ApXHBHOH BBINMCKM) IMpPaBOYJOCTOBEPSIOMIAX, MPAaBOYCTAHABHBAIOLIHX H HHBIX
JIOKYMEHTOB Ha 3eMeNbHBIE YHACTKH Wil OTKA3 B HPEJOCTABICHAN YCIYTH

2.4, MyHHOMIATRHAS YCIyra NpeloCTaBiaseTcs B Teyerme 30 JHeH ¢ MOMEHTA PErHCIPaLMK
3ampoca O €€ [PeAOCTaBICHHH, 3a HCKIIOYEHHEM CJIyyaeB, YCTAHOBIEHHLIX AEHCTBYIOLEM
3aKOHOJATeIbCTBOM. B HCKIIOUHTENBHBIX CITy4asiX CPOK NPESOCTABICHHS MYHHIANAILHON YCNYTH MOKeT
65bITE IpoAneH He Dosee YeM Ha 30 AHel ¢ yBeIOMICHHEM 3asBHTENS O NPOUICHAH CPOKa.

2.5. [lpaBoBEIC OCHOBaHHMS LIS PEAOCTABICHHS MyHULUNIANBLHOR YCIYTH:

-+ Konctutynusa Poceuiickosn Oeaepanuu ot 12.12.1993;
- Oenepanprbii 3akol or 22.10.2004 Ne 125-03 «O6 apxusHoM zeie B Poccuiickoi Oeaepaminy:

- @enepanbHbId 3aKk0H 0T 02.05.2006 Ne 59-@3 «O nopsinke paccMOTpeHHs OOpameHH rpakiaH
Poccuiickoi @enepanuny;

- Qenepanbabit 3akoE or 27.07.2006 Ne 149-03 «O6 wnrpopmaumue, HHGOPMALHOHHBIX
TEXHOJIOTHAX H O 3aUTHTE HHYOPMALIHN»,

- Qenepanpubii 3akoH 0T 06.10.2003 Ne 131-®3 «O6 00mux EpUHUHMIEX OPraHu3alldi MECTHOTO
camoynpasnenus B Poccriickoit Deaepannn»;

- OepepampEbi  3akoH o1 27.07.2010 Ne 210-®3 «O6 opraHH3amHA IpeA0CTABICHHs
rOCYAapCTBEHHBIX M MYHHIHNAIBHBIX YCIYT»;

- 3akon ropoaa Mocksri ot 28.11.2001 Ne 67 «O6 apxuBHOM (orne MOCKBE H apXUBax»;

- Tlpuka3 MHHHCTEpCTBA KyIbTyphl H MAacCOBBIX KOMMYHHKaUu¥ Poccuiickoli ®enepauxn oT
18.01.2007 Ne19 «O6 yrtBepkaeruu IlpaBun OpraHU3aupy XpaHEHHsS, KOMIUIEKTOBAHMS, YYeTa H
HCITIONH30BAHHS JAOKYMEHTOB ApxusHoro (ouga Poccuiickoit Qemepamuy ® APyrHX apXHBHBIX

. JOKYMEHTOB B FOCYJAPCTBEHHBIX U MYHWIHIATBHBIX apXWBax, My3eiX H OHOIHOTEKAX, OPraHHALHIX

Poccniicko#t akaieMHH Hayx»;

- Tlonoxenme 06 ApXHBHOM CeKTOpe YTpaBIeHHS MYHHLMIIAIBHOR CIyKOBI H KaZpOB,
YTBEPKACHHOE PacTIOPsHKEHHEM AJMHHHCTpalUH# ropoackoro okpyra lep6urka ot 14.01.2014 Ne 3-p
«O6 yreepxzenun IlojoxeHHss 06 apXxHBHOM CeKTOpe (MyHHOMIIAJILHOM apXHBe) YIpaBleHus
MYHHIHIIATBHOH CAYKObI M KaipoB AJIMHHUCTPAIMH roposickoro okpyra [LiepOurkay.

2.6. TlpegocraBneHyue MyHHUMIATBHOX YCJAYTH OCYLISCTBISETCS HA OCHOBIHAM MHCEMEHHOTO
3asBIeHus 3agBHTeNs (Mprwiloxerne Ne 2 k HacTosmeMy PernamenTy) ¢ yKa3aHHeM CHEIYIOUTHX CBELCHHI:

- CBEACHHA O 3asBUTENE, B TOM 4HCIe: QaMHIMA, HMs, OTHYECTBO OGU3MYECKOTO JHMIA HIM
HaHMEHOBAHHE IOPHIHYECKOrO JIHLa; MOYTOBBIH afpec, Mo KOTOPOMY [OO/MKHBbI OHTH HANpasieHbI
apX¥BHBIE KOIHH HJIX MHCHbMEHHBI OTKa3 B NPEJOCTABICHUH MYEHLUIIATEHOH YCIYTH;

- U3J0XKEHHE CYIIECTBA 3a1Ipoca (CBEIeHHS, He0OX0IMMbIE UTS HCIIOTHEHUS 3anpoca);

- JTHYHak MOATHCE | AaTa.

K 3asBnenrio NpUiararoTCcs cie yrnme FJOKYMEHThI (FTH X KOMHH):

-IOKYMEHTE], YAOCTOBEPIIOMME JHYHOCTh rpaxianuna Poccuiicko#t Pegepanup, B TOM YHCHAE
BOEHHOCTYXaIKX, & TakKe JOKyMeHTh], YAOCTOBEPSIOIKE THYHOCTh HHOCTPAHHOIO IpayKAaHHHA, LA
6e3 rpaxnancTBa, BKIIOYas BUZ Ha JKHTEILCTBO H YAOCTOBEpEHHE DexeHna;

-IOKYMEHTbl O TPYAOBOHW IEATENbHOCTH, TPYAOBOM CTaxe H 3apaboTKe TpPakKIaHMAHA, a TaKke
JOKYMEHTEI, OQOPMACHHBIE HO PE3YNBTATAM PAcCAEeIOBaHMS HECYACTHOrO Cliyyas Ha MpPOM3BOACTEE Tu00
podecCHOHANBEOro 3ab01eBatus (IPH HEOOXOIMMOCTH );

- CBUIETENIBCTBA O FOCY JapCTBEHHOH PETHCTPALMH aKTOB FPayKAaHCKOTO COCTOSHHS,

-pElIeHHs, 3aKIFOYEHHA H pa3pelleHHs, BbIIABaEMble OpraHaMyl ONCKH K MONE9HTeNbCIBA B
COOTBETCTBHH C 3aKOHOZAATEIBbCTBOM Poccuitckod Penmepanuu o6 omeke H MONEUUTENLCTBE (PH
HEOOXOIHMOCTH);



-NpaBOYCTAHABIMBAIOMAE [OKYMEHTEl Ha OOBEKTH HEIBHKHMOCTH, [paBa Ha KOTOPbIE HE
3aperuCTPUPOBAHB! B EJMHOM rocy apcTBEHHOM PEecTpe npas Ha HEABIMKAMOC HMYLIECTBO U CHENIOK C
HEM;

- B cnyuae ofpameHus 3a [pEIOCTABJIEHHEM MYHMUKIATGHOH YCAYTH  YNOJIHOMOHCHHOrO
peACTaBUTEN 3aSBUTENS OCHOBAHHMEM N4 [PEOCTABJICHHS MYyHHLHATATIBHOM YCIYrH SABJSIETCH
JIOBEPEHHOCTE, ODOPMIICHHAS B yCTAHOBJICHHOM 32KOHOM ITOPAIKE.

ITo CBOEH HHHULMATHABE 3aABHTENE MOYKET TIPHIOKHTS K IIUCBMEHHOMY 3alpOCy WHBIE HMEFOIIUECT ¥
HETO IOKYMEHTBI i MaTepHaIbl, THOO0 HX KOTIHH.

2.7. OCHOBAHMSAMY JUTsl [IPHOCTAHOBNEHAS B MPEJ0CTABNEHHH MYHHIUMIATBHOR YTy ABIAIOTCA:

- OTCYTCTBHE Y 3afBHTENEH MM HX YITOTHOMOYEHHBIX [PeCTABUTENeH HeOOXO0AUMBIX JOKYMEHTOB.

B 5TOM ciyuae COTPYAHMK, OTBETCTBEHHBIM 32 HCIIOMHEHHE 3ampoca, HAMpaBAeT IMHCBMO 33
[OIMUCHEC 3aBE/IYIOMEr0 ADXHBOM 0 NPELOCTABIEHHH TpeOyeMOH HEDOPMAITHH.

PelueHue 0 NMPHOCTAHOBIEHUH PACCMOTPEHHS 3asBNCHUA NPUHEMACTCS 3aBENYIOMHM ApXxuBOoM B
TeyeHue 3 paboUKX AHEH ¢ MOMEHTA €r0 PErHCTPALHH.

2.8 OcHOBaHMA UIA OTKa3a:

- ofpalleHye HEHAAIOKALIErO 3asBHTENd (OTCYTCTBHE Npapa y 3asgBUTCNA HA 3anpaurHBaemslii
JIOKYMEHT);

- OTCYTCTBUE B 3aiBJeHHH HH(POPMALWMY, YKA3aHHOH B MYHKTE 2.6. HACTOSLUErO PerjJaMeHTa, B T.4.
HeoGXOAUMBIX CBEIeHHH 1 TPOBEACHUS OHCKOBOH paboThI 10 JOKYMEHTaM apXuBa,

- 3aIIPOC COIEPIKAT HEHOPMATHBHYIO JIEKCUKY H OCKOPOHTEbHBIE BHIPAKCHIUS;

- TEKCT TIHCBMEHHOTO 3aIpoca He MOANAETCs IPOUTEHHIO;

- OTCYTCTBHE B ADXHBE 3aIIpallNBaeM bIX JOKYMEHTOB.

2.9, MyHununanpHas yciryra fpefoCTaB/eTca Ha OecraTHOH OCHOBE.

2.10. MakcuManbHBII CPOK OKHMIaHWs B OYEpeId MPU [OJaye 3armpoca O MpPeAoCTaB/IeHHH
MYyHUITHTIATBHOH yCIYTH M TPH [ONYYCHHH DE3yJbTaTa MPENOCTABICHUA MYHELMNAIBLHOH  yCITyrH
cocrasisieT He Gonee 30 MUHYT.

2.11. 3asBieHne 3asABUTEI O IPEIOCTABTEHU) MYHULMIANBHON YCIYTH PETHCTPUPYETCs B APXHBE
B IEHb IOCTYILIEHHS 3aIpOca.

2.12. Tlomelmenye, B KOTOPOM MPEIOCTABIAETCA My HHLMTIATBHAS YCyTa, JOIKHO OBITh OCHAMIEHO
CTYIBAMHE, CTONAMH, TeTe(OHOM, KOMIBIOTEPHOH CHCTEMOV ¢ BO3MOXKHOCTEIO AOCTYMA COTPYAHHKA K
HE0GXOIUMBIM HEDOPMATMOHHBIM Ga3aM AAHHBIX, NEYATAIOLLUM YCTPOHCTBAM.

2.13. Bxoxsas 1Beph B MOMelleHHe IO/KHA ObITe CHabNeHA COOTBETCTBYIOLIEH TabIUYKON ¢
ykasaHWeM HoMepa kabmHera, (aMuwini, MMEH, OTYECTB, JOKHOCTH COTPYIHHKOB Apxwusa,
OTBETCTBEHHBIX 3 IPENOCTABIIEHAE MyHHIHNAIBHOH YCIYTH.

2.14. MladopmManyoHHbIe CTEHBI TOJUKHBI PacloararsCs B MECTaX, JOCTYNHBIX JUIA 3asgBUTEIIEH, U
COZEpYKATh CIIENYIOMue 003aTeIIbHbIC JaHHbIE!

- MecTO HaxoxkaeHus u rpaduic paboTs ApXHBa;

- HoMepa Tene(OHOB Aisi CIPaBOK;

- aJpec OQUITATBHOTO CaiiTa AIMAHHCTPALIHI FOPOJCKOTO OKpyra [IlepOuHKa;

- [OPANOK MOJIydeHHs HH(OPMALAY 3ABHTELAMY [10 BOMPOCAM IIPEAOCTAB/ICHNUA MYyHULHTAIEHOH
YCIYTH.

2.15. OCHOBHBIMHU TIOKa3aTe ISIMHI JOCTYIIHOCTH ¥ Ka4eCTBa MyHHLUIATbHON YCIIyTH ABIAXOTCS:

- CBOEBPEMEHHOCTE NMPEJOCTABIEHHIST My HULIANbHOH YCIyTH;

- I0CTOBEPHOCTE TPEAOCTABIAEMOH HH(DOPMALHH;

- HagneKaiee o(pOPMICHHE KOMMH 3arpaliuBaeMbX JOKYMEHTOB;

- ONEpaTHBHOCTS MPEJOCTABIEHNA MYHHIUIANEHOH yCIy 1.

3. CocTaB, MOCIEI0BATENBHOCT M CPOKH BBIMOIHEHUS AAMHHHCTPATHBHBIX MPOLEAYD, TpeboBaHUS
K MOPSUIKY HX BBITOIHEHHs], B TOM 4HC/I€ 0€00€HHOCTH BbIMOIHEHIS AAMHHHCTPATHBHBIX NPOLEAYD
B J1eKTpoHHOII (hopme.

3.1 TlepeyeHs aIMHHUCTPATHBHAIX TPOLELYP:
_ - TIpHeM 3asiBIICHHUS;
- PErHCTpPALS 3asBACHIS;
- NOKMCK APXHBHEIX TOKYMEHTOB, HE0OXOMMMBIX LS UCTIONHEHUA 3AABICHH,

- IPUEATHE PELIEHHS O IPENOCTABIEHHN YCIYTH X 00 0TKa3e B MPEJOCTABICHHIM YCITyTH;
- 0)OpMIIEHKE aPXHBHBIX BBLIIHCOK (apXMBHBIX KOIHIT), OTBETOB HA 3AMpPoc;
- BBIZIAYa 3aBEPEHHBIX KOIMH apXHBHbIX JOKYMEHTOB, CIIPABOK 3aSBUTEIIO.

3.2. Tlpiem 3asBuTesIedt COTPYAHHKaMH ApPXHBA OCYILIECTBISETCS B COOTBETCTBHM C [PAQHKOM
npuema (Ilpunokenwe Ne 1 k jauHomy Perizamerty), pasMelleHHBIM Ha ohuuMasIbBHOM caifTe
AJIMEHHCTPAITHK TOPOZICKOTo okpyra Lllepbuika, Ge3 npesapHTebHOM 3aIHCH.

3.3. Perncrpanus 3asBIeHHs ABIIETCH OCHOBAHHEM [UTA [PEAOCTABICHNS MYHHIUIIATBHOI YCIYTH.

[lpu mocrynsexny KuTepHeT-o0pamenus (3ampoca) saiBHTENs C yKa3aHHEM ajpeca
9TeKTPOHHOI [OYTEl W/HJIM IOYTOBOIO aJpeca eMy HANpaBsieTCAd YBEJOMICHHE O IpaeMe WuTeprer -
obpawen#s (3a0poca) K paccMOTPEHMIO B ACHB MOCTYIICHHSA 3arpoca. WuTeprer-obpatiienne (3amnpoc)
3asMBHTENS PACIeYaTbIBACTCs U B JabHeHmem paboTa ¢ HUM BeAETCS B YCTAHOBICHHOM NOPSLIKE.

3.4. TIoHCK apXUBHBIX JOKYMEHTOB, HEOOXOMMMBIX Sl HCTIOMHEHHS 3af4BICHHA OCYIIECTBIACTCA
COTpyAHHKaM¥ ApXuBa.

CoTpyIHHK ApXHBa [pPH TOMOLIM HMEIOUIErOCS HAyYHO-CHPABOYHOIO ammapara, Ga3sl AaHHDBIX
«ApXuBHEIA (OHIY» ONPENENIET apXHBHBIE LIA(PBl [OKYMEHTOB, HeOOXOAUMEBIX JUISL HCIOJHEHHA
3asBICHA.

3.5. TIpuHATHeE PEIIEHHs O [IPeOCTABICHNHN YCIYry uiy 06 oTKase.

Tlps OTCYTCTBUM B ApPXHBE JOKYMEHTOB, HEOOXOAMMBIX U MCTIOMHEHUS 3anpoca. Ha Hnanxe
ApXuBA COCTAaBSETCS OTBET 3aiBUTENIO O HEBO3MOXKHOCTH [PEIOCTABICHUS COOTBETCTBYHOLILMX
JIOKyMEHTOB C yKa3aHHeM IIPHYIH 0TKa3a.

3.6. ApXMBHBIE BBITHCH (ADXMBHbIE KOIHH), OTBETHl HA 3ampoc OGOPMIAITCS CIEAYIOIIMM
obpazom:

CoTpyIHHK ApXUBA B COOTBETCTBHH C ApXMBHBIMH MH(pamy BbIOApAeT W3 apXMBOXDAHMIMILA
HEeO6X0 UMbl [Ulsl HCTIOTHEHM 3alpocoB [ela M NPHCTYNaeT K HCMOJHEHHIO 3arpoca. 1o okoHuanmy
HCTIOJIHEHYS 3apoca Bee Oy YeHHBIE 1e/1a CIAlOTC B ADXHBOXPAH HITHLITE.

MauIHONKCHBIE AapXMBHBlE KONMM (BBIIMCKW) H3rOTaBIMBAOTCs Ha Onanke ApxmBa ¢
0603HAYEHHEM HA3BAHHS JOKYMEHTA «APXUBHAS BEIIUCKAY, «ADXHBHAA KOTHA (mpuiiokeHne Ne 3).

TekcT apXMBHOM KOMHH (BBITMCKH) Ma€TCA B MOJHOM COOTBETCTBHH C OPHTHHATIOM NOKYMEHTR.
W AeHTAYHOCTD NOIIMEHUKY BBUIABAEMBIX APXMBHBIX KOMHH (BBIMHMCOK) TOATBEPIKIAETCSH MOAIMMCHIO
3aBE[YIOMEro APXHBOM,  CIENMATHCTOM, HCIIONHUBLIMM XOKYMEHT, M Teuarsio Apxupa (Oe3 repba)
AZIMHHHCTpauuK ropoackoro okpyra llep6unka.

ApXMBHAs BBITHCKA IPOM3BOAMTCS TOJBKO M3 JOKYMEHTA, B KOTOPOM COXEPKUTCS HECKONBKO
OTZENbHbIX, HE CBA3AHHBIX MEKIY COOO0H BOMpOCOB. BhIMHCKA M0KHA BOCNPOMU3BOAUTH ITOMHDIA TEKCT
YACTH JIOKYMEHTa, OTHOCSIIIErOCs K 3ampocy. B apXxuBHOH BBINKCKE HA3BAHHME apXHBHOIO JOKYMEHTA, €ro
HOMep U /IaTa BOCIIPOM3BOMATCA MOIHOCTBIO. 3BIeUeHUAMI U3 TEKCTOB apXHBHBIX JOKYMEHTOB AOJIKHbI
GBITH HCUEPTIAHBI BCE HUMEIOIIHecs JaHHble 10 3ampocy. Hauano n KOHENl KaXIoro W3BISHEHHS, a TakoKe
MpPOIYCKH B TEKCTE apXHBHOIO IOKYMEHTA OTAENBHBIX CJIOB 0003HAAIOTCA MHOTOTOYHEM.

B npuMeuaHMAX K TeKCTY apXHBHOI KOMHH (BBINMCKH) IETAIOTCS COOTBETCTBYIOMIME OTOBOPKH O
YacTAX TeKCTa OpUIHHANA, HepasdopuuBO HAMKCAHHBLIX, MCTPABICHHBIX ABTOPOM. HE IMOLAAIOLIMXCA
IPOYTEHHMIO BC/IEJCTBHE [IOBpEekAeHUs Tekcra W T.1. OTAenbHBEIE CI0BA M BBIPAKEHH S OpHIHHATA,
BLI3BIBAIOIME COMHEHHS B HX TOUYHOCTH, oroBapusarotcs ciosamu «Tak B Texcre opuruHanay, «Tak B
JOKYMEHTEN.

Tlocie TeKCTa apXMBHOH KOMHE (BBIMECKH) yKa3bIBAETCA OCHOBAHUE: apXUBHBIH IIH(P A0KyMEHTA
(HoMepa JIHCTOB, ©JUHHI] XDAHEHHs ApXHBHBIX JIOKYMEHTOB, HOMEpPA  apXMBHBIX (oHTOB, mEYATHBIE
U3IaHHS, HCIIONE30BABIIAECS T COCTABICHHAL APXHBHON KOIHH, BBITHCKH).

Ilpu M3rOTOBJEHHH APXHBHOH KOIMH C [OMOLIBIO KOTHPOBATBHO-MHOKHTEMbHOH TEXHHKH Ha
oGparHOl CTOpoHe XOKyMeHTa crasutes apxuBHbil mramn «KOIMWA BEPHA» ¢ ykasaHHeN Ne ¢onna,
Ne onmen, Ne gena, Ne nucra. Ecam TekcT apXMBHOH KOMuM 3aHuMaer 6ojiee OJHOro NMCTA, BCE JIMCTHI
APXUBHOH KOMMM IODKHBI OBITH IIPOLIKTEL H 3aBEPEHbI MOMHCHIO 3aBe/IyIOMEro ApXUBOM, pabOTHUKOM
ApX#Ba, ACTIONHUBIIM IOKYMEHT, Nedathio (6e3 repba) ApXrBa i apXHBHEIM [ITAMIIOM.

ApXVBHBIC BBITHCKH ¥ apXHBHBIE KOIMH 0(QOPMISIOTCS HA rOCyJapCTBEHHOM s3bIKe Poccuiickoi
ODesrepanuu (pyCcKoM).

3.7. ApXMBHAsS BBIINCKA U apXHBHAA KOMHU, MPEIHASHAYCHHBIC 7S HANPABNCHHS 3AiBUTCIIAM,
BKJTIOUAS OTBETbI 00 OTCYTCTBHH 3aMPAILMBACMbIX CBEACHHI, BHICBUIAIOTC APXHBOM Ha CIIC AYIOWMH 1eHB




nocie wx OQOPMIICHMS MO TOUTE MPOCTbIMHK MHCHMAaMH HEMOCPEACTBERHO B ampeca 3asBaTened 6o
BBIIAFOTCA 3aSBHTENAM THYHO;

. OTBeThl HAa NHCHMEHHBIE 3aMpOChl 3asBUTENCH, HaNpasieHHBIC MO 3MEKTPOHHOR MoYTe, C
HCIOMb30BAKYEM CpEJCTB (QAKCHMATHHOA CBS3H, HANDAB/SIOTC 324BHTCAAM B THCHMERHOM BUJE MO
nogTe, B caydae HOCTYILICHHS KOJJEKTHBHOrO MHCHMEHHOrO 3anpoca 3agBATEeH OTBET Ha obpaineHue
HampaBseTcs B AApEC 3a(BATENA, YKA3AHHOTO B 3ampOCE MEPBRIM, eCNM B 3ampoce He yKa3saH WHOH
azpecat Jid 0TBETA;

- CBemeHHs, COJEpKAalife MEpCOHANbHbIE NAHHbiE 0 TPETHHX JHUAX, MNPEAOCTABIAIOTCA
YIIOTHOMOUEHHOMY JHITY Ha OCHOBAHHH J0BEPEHHOCTH, 3aBepeHHOH B YCTAHOBIEHHOM 3aKOHOM MOPAIKE.

3.8. 3ampoc CUMTAETCH HCHOTHEHHBIM, SCTH MO HeMy MPHHATE! HEOGXOoauMble Mepbi ¥ aBTOD
3ampoca MpouH(pOPMHEPOBAH 0 PE3YIBTATAX PACCMOTPEHHS.

3.9. PesympraTomM AAMHEUCTDATHBHOH MpOLEAYpR! ABMASICA MOAMHCE 3asBUTENs (MIM  €ro
[OBEPEHHOTO JIAIA) O MOTyYeHHH apXUBHOH BHITHCKH, ApXUBHOH KOIHMH C YKA3RHHEM [&ThbI [OTYHEHHS
WJIB COCTABICHHE PeecTpa Ha OTIPABKY KOPPECTIOHICHIMH. ‘

3.10 BJoK cxeMa IpenoCTaBieH s yCIyrd MpeiCTaBNeHa B TPHIOKCHAH Ne 4.

4. MOPMbI KOHTPO.IS 33 HCTIOTHEHHEM AAMUHHCTPATHBHOTO PernamenTa

4.1. Texymuii KOHTPOJIb 32 UCIONHEHHEM HACTOSIIErO PErjlaMeHTa OCYUIECTBIAETCS 3aBEAYIOIIUM
ApXHUBOM NyTeM NPOBEICHAA IPOBEPOK COBONeH s ¥ HCHONHeHuH paboTHEKaMH Apxusa TpeOOBaHHHA
IeHCTBYIOMEro 3aKOHOAATENECTBA U HACTOAIIETO PernamenTa.

4.2. Hauamsaux YIpaBieHHs MyHALMIATEHOH CTyKObl U KaZpoB ATMWHHCTPALHHA OCYLIECTBISET
PYKOBOZACTBO H KOOPARHAIMIO [EATE1bHOCTH Apx#Ba [0 MPELOCTABICHHIO MYHULATATLHOR YCITYTH.

4.3. KoHTpo/ib 3a MCHOIHEHHEM HACTOSLUEro PernameHTa BKJIOYAeT: BBIABIE€HWE H YCTPAHEHHE
HapylleHHil [paB IPAXAAH, PACCMOTPEHHE, MPHEATHE peuueruli # DOATOTOBKY OTBETOB HA obpaiteHus
rpaKnaH, COASPIKAMMX YKAN00b! Ha peIleH s, AeHCTBUS (6e31eHCTBHA) COTPYAHAKOB ADXHBA.

B ciydae BELIBJEHHS HADYIIEHHH, BHHOBHbIE JHUA MpPHBIEKAOTCA X OTBETCTBEHHOCTH B
COOTBETCTBHH C 3aKOHOAATENbCTBOM Poccuiickol Penepanuu.

5. Jlocyaebubiii (BHeCyeOHbIA) NOPAIOK 067kas10BAHNS pEMIEHnH U AeiiCTBHA 0prauHa,
[1PeOCTABISIIONIEr0 MY HHIMITATLHY 10 YOIy T, 8 TAKoKe AOJKHOCTHBIX JIHL H My HHUHAATbHBIX
. CIIyKAUHX.

5.1, 3asiBHTENb BIIpaBe OOPATHTLCA C sano6oii Ha fedcreus (6e3neHCTBHA) COTPYIHUKOB APXHBA
[p¥ MPEeROCTABICHUM MyHHUMNATHOA YCIYIH, YCTHO HIH HCBMEHHO HerocpencTseHHo K [iase
AIMHAHACTPALAE TOPOACKOIO OKpyTa Illep6unxa, Hauamsauky YIpaBIeHHsL MYHHETHIATLHOR CTyXOBI U
Ka[poB, 3aBE/IyIOMEMY ADXHBHBIM CEKTOPOM.

52  Yanobn Ha fAedcrsus (Be3medcTBHs) COTDYAHWKOB ApXMBa [MpH OPSAOCTABICHHM
MyHHIMITATEHOH YCIYTH PACCMATPHBAIOTCS AOMKHOCTHBIMY JHLAMH, yKazaHHEIMU B 0. 5.1. HaCTOSILEro
PerfiaMeHTa, B IOPSIKE B B CPOKH, YCTRHOB/CHHBIC DeaepanbrbiM 3aKoHOM 0T 02.05.2006 Ne 59 @3
«O mopAIKe paccMOTPERNs 06 pALIeHHH rPaKIaH Poccuitckoit Denepatinuy».

5.3. YKanoba He MOKET PACCMATDABATHCS AODKHOCTHBIM THLOM, JEHCTBHs KOTOPOro 06XanyoTCs.

S.4. Tlo pesymeTaTam pacCMOTPEHHMS KaoObl 3ASBUTENI0 HANPABIACTCH coobuieHne O IPUHATOM
pelrenuy H AeHCTBHSX, OCYHICCTBIEHHBIX B COOTBETCTBHM C npunATsM pemrennem. JKaroba CuHTacTCH
paspelIeHHOH, SCIH PaCCMOTPCHEI BCE MOCTABICHHLIC B Hell BOTIDOCHI, MPHHATH! HEOOXOAUMBIE MEDDI H
JaH NACEMEHHBEI OTBET. (B Opeesax KOMIIETEHITHY ) F1O CyLIECTBY IOCTABIEHHBIX BOIPOCOB.

55 B cpokd, ycTaHossicHEbie DEEpaTbHEM 3aKOHOM 0T 02.05.2006 r. Ne 59-®3 «O ropsiake
paccMoTpeHus OOpamieHHH Ipaxaad Poccmiickoli denepannuy, Ho He nosmaee 30 mHeH C MomeHTa
PErHCTPAIIH HKaIo0b!, Ha HMsl 3a4BATENL JOJDKHO 65ITh OTIIPABAEHO ODUIHATEHOE [TACEMO, CONEPIKAIEe
CHEAYIOMEYEO UHPOPMAIIHIO: g ) %

- YCTAHOBJICHHBIE/HEYCTAHOBICHHBIE axTs1 HapyiIeHus TpeGoBanui PernamMenta, 0 KOTOPbIX ©bu10
co0BuIeHO 3asBHTEIEM,; : L5,

- TpuBSTHIC MEpbl OTBEICTBEHHOCTH B OTHOWISHHH COTPYAHHKOB ApxwuBa, IefCTBHA KOTOPBIX
00MAILYIOTCA

- 0 mepeade MaTepHamOB JKANOObI @ Pe3YMHTATOB OCYINECTBISHMS HPOBEPOUHBIX LCHCTBHA B
OpraHsl FOCYAapCTBEHHOM BIACTH.

[THCEMEEHDIN OTBET, CONEPKAIIHE Pe3yIbTaThi PACCMOTPEHHS MUCHMEHHOTO obpaimeHus (xanodst).
HOIHCHIBAETCA JODKHOCTHBIM THLOM, PACCMATPHUBAIOMIM Kano0y, M HAPaBAeTCs 3a4BUTEIIO.




[Mpunoxerne Ne 1
« Pernmamenty

CpeaeHus 0 MecTe HAX0KAeHHs n rpaduke padoTsl ApxnBa,
MOYTOBOM H JEKTPOHHOM aJpecax, KOHTAKTHBIX TeJe(poHax

ApXMBHEIH CEKTOp YIIpaBNeHHs MyHHIMIATbHOR CiykObl H Kampos AJIMHHHCTpALUH T.0.

[lepbunka

142171 r. lep6unka, ya. [Tymxnnckas. 1.3

oHIHATEHBIH a/[pec 3IeKTPOHHON MOYTHl AIMHHHCTPALMH FOPOACKOrO OKpyra [lepbuHka:

E-mail: scherbinka @ mos.ru

daxc (8-495) 867-16-41

[pHEMHbIE [THHU:

BTOPHHUK ¢ 8-30 no 16-30
YeTBEpr ¢ 8-30 1o 16-30
nepepeis Ha 06en ¢ 12-30 no 13-15

3aBeIyIoLIUii apXUBHBIM CEKTOPOM
| Top6yrosa Onbra BagumuposHa

(8 -495) 867-16-41

K 3asBienuo NPUJIAraoTCs CIEAyIOLIHNe JIOKYMEHTBI Q\C.:m X —AOENEVN

3ASIBJIEHHUE

T[Mpunoxerne Ne 2
K PermamenTty

3aBenyromei apXUBHBIM CEKTOPOM
VrpaBneHus MyHAIHITATbHOR
cityKOBbl ¥ KaapoB
AnvusucTpaunyu r.o. LlepGutka

oT
[POYKUBAFOLIETO N0 agpecy:

®.1.0., nara poxaeHus Jnia,
YKa3aHHOTO B 3aIpalnBacMoM
JIOKYMEHTE

@.1.0. maua,
3aITpALIMBAIOILErO CIIPaBKy U
OTHOIIEHHE K JHUILY, O
KOTOPOM 3aIpalliBaeTCsl
cripaBka, aapec 1 Ne Tene(pona

Kyna n ju1d Kako# e
3aIPALIKBACTCS apXUBHAT
CIIpaBKa, apec, 1o
KOTOPOMY BBIC/IATE CIIPABKY

'O ueM 3ampalmBaeTCs
apXMBHas CIIPABKA

Jara.

L
2

Bx. No [Moanucs




OCHOBAHYE:

3aBe oMKl APXHBHBIM CEKTOPOM OIMHCH

APXVBHAS KOIIMS (BBITHCKA)

MIT

[Tpunoxenne Ne 3
K PermameHTy

pacHiMpoBKa MOANHUCH

3

[punoxeHue No 4
K PernamenTy

BroK-cxema IPeJIoCTaBIeHHs MyHHLMIIAMBHOM yCIyTH «Bbiaada apXHBHbIX KOMHHA
[IpABOYIOCTOBEPSIOIIHX, IPABOYCTAHABHBAIOUINX H HEBIX IOKYMEHTOB Ha 3eMESIBHHE yHACTKAY

s

[Tpuém 3agBieHu#

)

Tﬂggmﬁg 3a4BACHHS WM 3arpoca

A,

Touck apXKBHBIX AOKYMEHTOB,
HEeoOX0oAMMBIX U1 HCIOIMHEHHA 3anpoca

Y

[IpuHsTHE pelierHs O IPENOCTaBIEHHH
yCITyT¥ WilH 00 OTKa3€e B IPEAOCTABICHHH
YCIYTH

HET

[NoaroToka
MUCBEMEHHOTO 0TKa?a B
NpeOCTaBICHHH eIy

1y

OdopmiieHne apXABHBIX BHITHCOK
(apXHBHBIX KOIMWH), OTBETOB Ha 3apoc

!

Brigaua 3aBepeHHBIX KOMHH apX¥BHBIX
NOKYMEHTOB, CIIPABOK 3asBHTEIIO




