AIMUHUCTPALIUS MYHUIIUIIAJIBHOI'O OBPA3OBAHMSI
«1OAIOPOXKCKNU MYHUIIUITAJIBHBIN PAUOH
JEHUHT PAJICKOW OBJIACTH»

HOCTAHOBJIEHUE

ot 30 oxTs16pss 2014 roga Ne 1858

O6  ytBepxacHHH  AJIMHUHUCTPATUBHOTO
perjiaMeHTa MpeoCTaBICHHS] MyHUIIUTAIbHON
ycnyrd  «Bplmaua  apXWBHBIX — CIIPaBOK,
aApXMBHBIX BBIMMCOK U KOMUUA apXUBHBIX
JOKYMEHTOB, CBSI3aHHBIX C  COLUAIBLHOMN
3alMTON Tpak/laH, MpPelyCMaTPUBAIOIIUX HX

II€CHCHUOHHOC O6CCHC‘I€HI/I€, a TaK¥KEC
IMOJIYYCHUC JbI'OT )51 KOMHGHC&HI/Iﬁ B
COOTBCTCTBUH C HeﬁCTBYIOIHHM

3aKOHOIaTeNnbCTBOM Poccuiickon @enepanum»

B cootBerctBuM ¢ @eaepanbHbiM 3akoHOM P® ot 27 urons 2010 Ne210-P3 «O6
OpraHu3aluy  MPEAOCTABICHUS TOCYJAPCTBEHHBIX W  MYHULMMNAIBHBIX  YCIYI»,
NOCTAHOBJICHUEM AJMUHHUCTPAIMM MYHUIUNAILHOTO oOpa3zoBanus «lloamopoxckuii
MYyHULIMOANBHBIN paiioH JIeHuHrpaackoit obmactu» ot 21 mapra 2011 roma Ne 223
«O0 yTBepkKACHUM MOpsAAKA pa3pabOTKH U YTBEPKICHUS aJIMUHUCTPATHUBHBIX
pErIamMeHTOB MpeAoCTaBiIeHUsI MyHUIMNaIbHbIX yeiayr», IIOCTAHOBJIAIO

1. VTBepauTh AIMUHUCTPATUBHBIN PETJIAaMEHT MPEAOCTABICHUS MYHHUIUIIATLHON
ycinyru «Bpigaya apXMBHBIX CIPaBOK, AapXMBHBIX BBIMUCOK M KOMHUH apXUBHBIX
JIOKYMEHTOB, CBSI3aHHBIX C COLIMAJIBHOM 3alIUTON TrpaxaaH, MpeayCMaTpUBAIOIIUX HX
MEHCUOHHOE 00eCIeueHre, a TaK)Ke MOIyYeHHE JIbIOT U KOMIIEHCAIil B COOTBETCTBUU C
JNEUCTBYIOIIMM 3aKOHOATeNIbCTBOM Pocculickon @denepanum» COrjaacHO MPUIIOKEHUIO K
HACTOSIIIEMY ITOCTAHOBJICHHUIO.

2. ApxuBHOMY OTAeTy AJMUHUCTpAIlMM MYHHUIIMIIAJLHOTO 00pa3oBaHUs
«IToamopoKCKUi MYHUIIMTIATBHBIN paiioH JleHuHTrpajackolr 00JacTU» MPETOCTABIISTH
MYHULIMOATBHYIO YCIyTy «Bblmadua apXUBHBIX CIPaBOK, apXWBHBIX BBIIMTUCOK M KOIHMA
apXMBHBIX  JIOKYMEHTOB,  CBSI3aHHBIX C  COLUMAJIbHOM  3alMTOM  TpakaaH,
MpEeAyCMaTPUBAIOIINX KX MEHCHUOHHOE oOOecleyeHue, a TakKe IMOJydYeHHE JIbroT M
KOMITCHCAllUi B COOTBETCTBUU C JCWCTBYIOIIMM 3aKOHOAATEIbLCTBOM Poccuiickou
®denepanuu» B COOTBETCTBUU C YTBEPKACHHBIM AJIMUHUCTPATUBHBIM PETJIAMEHTOM.

3. Hacrosmiee nocTaHOBIEHUE MOAJIEKUT OPUIIMAIBHOMY ONYOJIMKOBAHUIO
B raszere «CBUpCKHE OTHM» M Ha oO(QuUHAIbHOM calTe AJMUHUCTpALUU
MyHHIUIAIbHOTO oOpa3oBanus «llogmopokckuii  MYHUUMOAIbHBIN  palloH
JleamHrpancko odmactuy http://www.podadm.ru/,


http://www.podadm.ru/

4. TloctranoBnenue Anmunuctpauuu ot 23 ampens 2010 roma Ne 330 «OO0
YTBEPKIACHUA AJIMHUHUCTPATUBHOIO PEINIAMEHTA TNPEAOCTABICHUS MYHULHUIIAIBHOM
YCIYTM TIO MCIHOJIHEHHIO 3alpocoB (U3MYECKUX U IOPUIUYECKUX JIMI[ apXHUBHBIM
OTZEJIOM» CYUTATh YTPATUBUIAM CHITY.

5.  KoOHTponb HaJ MCMHOJHEHUEM MOCTAHOBJICHUS BO3JI0KUTh HA 3aMECTUTENS
IaBbl  AJIMUHUCTpaAlldd ~ MYHUIUNAIbHOTO  oOpa3zoBanusi  «lloamoposxckuii
MYHUITUTIATIBHBIA paiioH JleHuHTpanckol 00JacTu» MO OPraHU3aIMOHHBIM BOIIPOCAM
B.H. JIumaposy.

I'maBa AgMunHuCTpanu ILIL JleBun



[Tpunoxenue

K MIOCTAHOBJICHUIO AIMUHHUCTPALINU
MYHHIIMIIAIEHOTO 00pa3oBaHus
«IToanopoXKCKU MyHULUITATIbHBINA
pation JIeHMHTpaCKON 00IaCcTH»

ot 30 oxTs16pst 2014 roma  Ne 1858

AJIMUHUCTPATUBHBIN PETJIAMEHT
NPeI0CTABJICHUS MYHHMUIMIIAJIbHON ycayru « Bpliaya apXuBHBIX CIIPABOK,
APXUBHBIX BBIIMCOK U KONMH aPXUBHBIX JI0KYMEHTOB, CBA3AHHBIX ¢ COLMAIbHOMI
3aIIMTOM IPAaKIaH, NPEAyCMATPUBAKIINX UX IEHCHOHHOE 0¢0ecredeHue, a TAKKe
NoJiy4eHue JIbroT 1 KOMIIEHCAIIUI B COOTBETCTBUU C J1eMCTBYIOIUM
3aK0HOAATeJbCTBOM Poccuiickoit @exepaunm»

|. OO1me 1monoKeHus

1. HamMeHoBaHME MYHUIMNAIBHOM  yciayru: «Bpgaya apXWBHBIX CHPAaBOK,
ApXMBHBIX BBIIIMCOK M KOMHUH apXUBHBIX JOKYMEHTOB, CBS3aHHBIX C COLHMAIBHOU
3alUTON TpaXKJaH, MPEeAyCMaTPUBAIOIIMX HMX IEHCHOHHOE OO0ECHeYeHue, a TaKxKe
MOJIyYeHHUE JbIOT U KOMIIEHCAIIUH B COOTBETCTBUH C JACHCTBYIOIIMM 3aKOHOIATEIBCTBOM
Poccuiickoit @enepanuuy» (ajiee — MyHULIMNAIbHAS YCIIyTa).

2. HamMeHOBaHME oOpraHa MECTHOTO CaMOYNPABJIEHUS, MPEIOCTABIISIOLIETO
MYHULHUNAIBHYKO YCIYyry, W €ro CTPYKTYPHOTIO MOAPA3JAECIEHUsA, OTBETCTBEHHOIO
3a NPEIOCTABICHUE MyHULIUIAIIBHON YCITyTH:

2.1. MyHALIMOaNbHYIO YCIYTYy NPEAOCTABISAET AJIMUHUCTPAUUs MYHHUIIMIIAJIBHOTO
obpazoBaHust «lloamopoKCcKkuii MyHULIMNANIBHBIN paiioH JIeHWHrpaackoud o00JacThy
(manee - AIMUHUCTpAIKSA).

2.2. CTpyKTypHBIM MOJpa3/IeICHUEM, OTBETCTBEHHBIMH 3a MPEIOCTABICHUE
MYHULIMOATBHON  YCIYTH, SBJSETCA AapXWBHBIA OTAEn AJIMUHHCTpanuu (manee —
ApXUBHBII OTAEN).

3. Uudopmarust o MecTe HaXOKAECHUS U rpaduke paboTbl ApXUBHOTO OT/IENA.

MecTto HaxoxAeHUsT APXUBHOTO OTJieNla €ro NouToBbId aapec: 187780,
Jlenunrpasckas o0nacts, T. [loanopoxwe, yi.Komcomonbckas, 1.18.

Pexxum paboTh - ¢ 8.30 mo 17.30 wacoB, o0enennbiii iepepsiB - ¢ 13.00 1o 14.00 vacos.
IIpueMHbBIE OHU IO BOIMPOCAM MPENOCTABICHUS YCIYTM - BTOPHUK, dyeTBepr ¢ 9.00 no
17.00 gacos.

4. Anpec 351eKTpOHHOU OYThl ApXUBHOTO OTAENa: arhiv@podadm.ru

5. Anpec mnopraiia TOCYJApCTBEHHBIX M MYHHUIMOAIBHBIX YyCIyr ((QyHKIUN)
Jlenunrpajckoi oonactu (manee - IIIY JIO): http://www.gu.lenobl.ru.

6. Anpec opunmansHoOro caiita AxMuHucTpammu: hitp:// www.podadm.ru/

7. MyHunMmanpHasi yciyra MOXeT ObIThb NpeaocCTaBiieHa NpHU OOpaleHUH B
MHOTO()YHKITMOHAJILHBIN [EHTP MPEJOCTABICHUS TOCYAAPCTBEHHBIX U MYHHUITUTATBHBIX
yeiayr (M®LI). 3asBuTtenu npeAcTaBistoT AOKyMeHThl B M®IL] nmyrem nu4HOW moaadu
JOKYMEHTOB.

Nudopmarust o Mmectax HaxoXJIeHUs U rpaduke pabOThl, CIPABOYHBIX TeIePOHAX
u agpecax 3ekTpoHHou noutel MOII npusenena B [Ipunoxenun Ne 4.

8. MyHumnanibHasi yciayra MOXKET ObIThb NMPEJOCTABJICHA B 3JEKTPOHHOM BHJIE
yepe3 GyHKIHUOHAN 3JeKTpoHHOM npuéMuoi Ha [1I'Y JIO.


http://www.gu.lenobl.ru/
http://www.podadm.ru/

9. Ilopsaok Mmoy4eHus 3asiBUTENSIMU HH(DOPMAIIMKU 110 BOIIPOCAM MPEOCTaBICHUS
MYHULUNIAIBHON YCIYTH.

9.1. Undopmariuio mo BompocaM MpeA0CTaBICHNS MyHULIUNIABHON YCIyTH, B TOM
YUCJIE O XOJE €€ MPENOCTABICHUS, 3asIBUTEIIb I1OJTy4aCT:

- 1o Tenedony;

- IOYTOBOM CBSI3bIO;

- 10 DJIEKTPOHHOW MOYTE;

- IPY JITMYHOM OOpaIeHNH;

- Ha 0(UIIUATILHOM caiiTe AIMUHUCTPAIIMA MYHHUIIATIAILHOTO 00pa30BaHMUS;

- "Ha [II'Y JIO;

- ipu obOparieHuu B8 MOII.

9.2. Ilpu otBerax Ha TeiehOHHBIE 3BOHKH PAOOTHHUK, JOJKHOCTHOE JIUIIO
ApXHBHOTO OT/ENa, TOJPOOHO B BEXKIMBOU opme nHDOpMUpyroT 3asButens. OTBET Ha
Tene(OHHBIA 3BOHOK JIOJXKEH HaYMHATHCA ¢ MH(OpPMAIMM O HAMMEHOBAHUH APXUBHOTO
ornena. BpeMs KoHCyJIbTHpOBaHUA MO TenedoHy HE JOJDKHO MpeBblmarh 10 munyt. B
ciy4yae eciu pabOTHHUK, JIOJDKHOCTHOE JHII0O ApPXHBHOTO OT/AENa HE MOXKET
CaMOCTOSITEJIbHO OTBETUTh Ha MOCTAaBJIEHHBIE BOMPOCHI, 3aIBUTENIO COOOLIAETCS HOMED
TenedoHa, Mo KOTOPOMY MOKHO TMOJTYYUTh HEOOXOAUMYIO HHPOpMAITHUIO.

9.3. IlouToBOM CBSA3BIO OTBET HANPABIACTCS B aAPEC 3ASBUTENA B TEUYEHHUE S
pabouux JgHEH cOo JHS peructpanuu 3amnpoca B ApxuBHOM otaene. [lo snexTpoHHOU
MOYTE OTBET HAIpPAaBJISETCS B aJpec 3asBUTENS B TeUYCHHE 5 pabouyux JHEW co JHS
perucTpaunuu 3anpoca B ApXMBHOM OTHEJE.

9.4. Ilpuém 3asBuTENEH B APXUBHOM OTZEINIE OCYIIECTBIISCTCA:

- HQUQJIbHUKOM APXUBHOIO OTJIENA;

- ciequanucTaMu ApXUBHOTO OTAENA.

BpeMst KOHCYIbTUPOBAHMS MPU JUYHOM OOpaIEHUH HE JIOJDKHO MpPEBBIMIATH 15
MUHYT.

9.5. Hudopmarmus o0 MECTOHAXOXIECHWW, KOHTAKTHBIX TeledoHax, aapece
AJIEKTPOHHOM MOYTHI, peXUMe paboThl APXUBHOI'O OT/IEJIa PEIOCTABISAETCA:

- o Tenedony 8(813-65) 2-06-63 B ApxuBHOM oTaeIe AIMUHHCTPAIUH, a TAKKE
pa3meniaercs:

- B pazzenie ApXUBHOIO OTAeNa Ha OpUIIMATBLHOM caiiTe AJIMUHHUCTpAIUN;

- wa III'Y JIO B paznene "Karajor opranuzaumit, mnompasuene
"MyHununaibHee";

- Ha UH(POPMAITMOHHBIX CTEHAAX MO MECTY HAXOXEHUs APXUBHOTO OT/IEa;

- B M®DII.

9.6. ®opMBI 3amPOCOB M 0OPa3Ibl UX 3ANIOJHECHHS PAa3MEIarOTCS:

- B DJIGKTPOHHOM BHJI€ B pazjesiec ApXMBHOTO OT/eNa Ha O(PUIIMATHLHOM CanTe
Anvunuctpanuu  JIeHMHrpajckoil o0iiacTh, Ha TOpTalieé TOCYJIapCTBEHHBIX U
MYHUIUNATBHBIX ycayT (GyHKumi) JleHuHrpaackoi o0nacTu;

- Ha OyMaXHbIX HOCUTENSIX, HA MHPOPMAITMOHHBIX CTEHAAX MO0 MECTY HaXOXKJACHUS
ApXHBHOTO OTJIEINA;

- Ha [1IT'Y JIO;

- B MOII.

9.7. OmneparuBHass wuHOpMaIuss 00 W3MEHEHWW TOpSAKa TIPEIOCTaBICHUS
MYHUITUTIAJIBHON YCIYTH TPEJOCTaBIsIeTCsl 1Mo TeineoHaM B ApPXMBHOM OTACNEC U
AJIMHUHUCTpaIMU U Pa3MeIIaeTCs:



- B pasuene ApPXMBHOTO oTnaefia Ha OQUIHMAIBHOM caiTe AJIMHHUCTpaIUu
MYHUIIUTTAIBHOTO 00pa30BaHus;

- Ha “THQOPMAILIMOHHBIX CTEHJaX M0 MECTY HaX0XJeHUsS APXHUBHOTO OT/ICIIa;

- B M®DII.

9.8. MudopmarimoHHbIil CTeH B APXMBHOM OT/IEJI€ pa3MeIIaeTcs B €ro XoJuie.

10. B kadectBe 3asBUTENEH HA TMPEIOCTABICHUE MYHUIUNAIBLHOW YCIYTH
BBICTYNAIOT:

- rpaxaane Poccuiickoint @enepannu;

- TPAXK/IaHE UHOCTPAHHBIX TOCYJaPCTB;

- iira 0e3 TpakJ1aHCTBa;

- OpTraHu3aIUu.

3asBUTEISIMIA TaK)K€ MOTYT OBITh (PM3UYCCKHE M IOPUAUYCCKHE JIUIA, UMCIOIINE
MPpaBO B COOTBETCTBHM C 3aKOHOJATEIbCTBOM Poccuiickoin deaepanuu BbICTYyNATh OT
VIMEHU 3aBUTEIICH, IEPEUNCIICHHBIX B HACTOSIIEM ITYHKTE.

II. CtangapT npeaocTaBiIeHUs MyHUIIUNIAJIBHON YCIIYTH

11. HammeHOBaHME MyHULHNAIBHOW yCIyru: «Bblgada apXuBHBIX CHPABOK,
aApXMBHBIX BBIIIMUCOK W KOMHUN apXUBHBIX JOKYMEHTOB, CBS3aHHBIX C COLMAJIIBLHOU
3aIIATON TpaXKJaH, NPEIyCMATPUBAIOIIMX WX TICHCHMOHHOE OOCCICYeHHE, a TaKKe
MOJIYYEHHUE JIbIOT U KOMIIEHCAIIU B COOTBETCTBUU C JCHCTBYIOIINM 3aKOHOAATEILCTBOM
Pocculickon @enepanum.

12. HaumMmeHOBaHHME oOpraHa MECTHOIO CAaMOYIpPaBJIECHHS, IPEIOCTABISIOLIETO
MYHULUIAIBHYIO YCIYry, W €ro CTPYKTYpPHOIO MOAPA3/AEJICHNUs, OTBETCTBEHHOIO
32 MPEJOCTABICHUE MYHULIUITAIbHON YCITYTH:

MyHunMnanbHyl0 yciyry mnpenocraBisieT Aamunuctpaius.  CTpYKTYypHBIM
NOAPA3NAECICHUEM, OTBETCTBEHHBIM 32 IMPENOCTABICHWE MYHULMNAIBHON YCIyTH
ABJSIETCA APXUBHBIM OTIEN AJMUHUCTPALIVH.

13. Pe3ynbraToM npenocTaBieHUsI MyHULIMNIAIbHON YCIIYTH SIBJIETCS:

- ApXUBHas CIIPaBKa;

- ApXWBHAs BBIIIHACKA;

- apXWBHAas KOIHS;

- CIOpaBKa O JIOKYMEHTaJbHO TOATBEPKIECHHOM (aKTe yTpaThl apXUBHBIX
JIOKYMEHTOB, COJIEpKAIIUX 3alpallliBaEMbIE CBE/ICHHUS;

- TUCBMO B aJpeC 3asABUTENSI C OOBSICHEHUEM MPUYUH OTKa3a B MPEIOCTABICHUU
MYHUITUTIATIBHON YCIYTH JIMOO0 00 OTCYTCTBUHM 3alPAIINBACMbIX CBEJICHUMH;

- OUCbMO O HAalpaBIICHUM 3alpoca B TOCYJAPCTBEHHbIE M MYHUIUIIAJIbHbBIC
apXHBbI, OPTaHbl OPTAaHU3ALMKU MO MPUHAIIEKHOCTU MPU HAIUYUHU Y HUX JOKYMEHTOB
JUIS1 UCTIOJTHEHUS 3aIIPOCOB C OJTHOBPEMEHHBIM YBEIOMJICHUEM 3aBUTENS O HAITPABICHUH
3anpoca Mo NPUHaAJICKHOCTH.

14. Cpok npenocTaBlIeHUs] MyHUITUIIAILHONW yClIyru coctaBiseT 30 aHei co aHs
perucTpanuu 3anpoca B ApXUBHOM OTHEIIE.

15. B UCKIIIOUHUTENBHBIX ClydasX HayalbHUK ApPXUBHOTO oOTAena JUOO0 WMHOE
YIOJIHOMOYEHHOE Ha 3TO JIMIIO MPOJJIEBAET CPOK PACCMOTPEHHUA 3ampoca He Oosiee ueM
Ha 30 nHel ¢ 00A3aTeIbHbIM YBEIOMIIEHUEM 00 ATOM 3asiBUTEIIS.

16. Cpox paccMOTpeHHUS M HaAMpaBICHUS MOCTYNUBIIMX B APXUBHBIA OTIEN
3arpoCoB MO MPUHA/IEKHOCTH COCTABIIAET 5 pabouMX AHEW CO THSA UX PETUCTPALIUU.



17. OrnpaBka MOYTOBOW CBSI3bIO B aJIpeC 3asBUTENS] JOKYMEHTOB, SBIISIFOIIUXCS
pe3yibTaTOM MPEOCTaBICHUS MYHHULMIAIBLHON YCIyTH, YKa3aHHbIX B IyHKTe 13
AJMUHUCTPATUBHOTO pErJIaMeHTa MPEeJOoCTaBICHUs MYHUIIMIAIBHONW yciyru «Beimaua
apXMBHBIX CIPABOK, APXMBHBIX BBIMUCOK M KOMHI apXMBHBIX JOKYMEHTOB, CBS3aHHBIX C
COITMAJILHOM 3aIUTON TpaKJiaH, MPeIyCMaTPUBAIOIINX UX MEHCUOHHOE oOecreueHue, a
TaK)XK€ TIOJyYeHHE JIbIOT M KOMIIEHCAllMMi B COOTBETCTBUM C JICUCTBYIOLIUM
3akoHoAaTenbcTBOM  Poccuiickoii  ®Denepanun»  (maiee —  AJIMUHUCTPATUBHBIM
pernameHt), ocyuectBiseTcss B 30-THEBHBII CPOK C MOMEHTa PETUCTpalUM 3arpoca B
ApXUBHOM OTJIETIE.

18. Cpok BbIIaUYU JOKYMEHTOB, SIBISIOIIMXCS PE3YJIBTATOM MPEJOCTABICHHUS
MYHUILIMNATbHON YCIYTH, YKa3aHHBIX B MyHKTE 13 AJAMUHUCTPATUBHOTO PErIaMEHTa, B
cilydae JIMYHOTO OOpallleHus 3asBUTENSI 32 OTBETOM TakKXKe He JOJDKEH mpeBbimaTh 30
JHEW ¢ MOMEHTA PETUCTPALINH 3a1poca B APXUBHOM OTJIEIE.

19. TIpaBOBBIMH OCHOBAaHHMSIMH IS TPEAOCTABICHHUS MYHHIIMIAIBHONW YCIYTH
SIBJISTFOTCSI:

- Konctutymuss Poccuiickoit  ®enepaunun (CoOpaHue 3aKOHOAATENHCTBA
Poccuiickoit @enepanuu, 26 ssuBaps 2009 roga, Ne 4, ct. 445);

- GenepanbHbiii 3aK0H OT 22 okTs0psa 2004 roma Ne 125-D3 "O6 apxuBHOM fene B
Poccuiickoit ®deneparun" (Cobpanue 3akoHonarenbcTBa Poccuiickoit ®@enepanuu, 25
okTs0ps 2004 roma, Ne 43, ct. 4169);

- ®epnepanbubiii 3akoH oT 27 wutonsa 2006 roma Ne 149-03 "O6 undopmaruwy,
MHQOPMAITMOHHBIX ~ TEXHOJOTHMAX W o 3amure uHpopmaruu"  (CobpaHue
3aKkoHoAaTenbcTBa Poccuiickoit denepanmu, 31 urons 2006 roma, Ne 31, 4. 1, c1. 3448);

- ®enepanbubiii 3akoH oT 27 utonsg 2010 roga Ne 210-®d3 "O6 opranuzanuu
MPEAOCTABICHUS  TOCYIapCTBEHHbIX M MyHHInaidbHeix  ycayr"  (CoOpanue
3akoHoAaTenbcTBa Poccuiickoit denepanmu, 2 aprycra 2010 roma, Ne 31, ct. 4179);

- Ilpuka3 MuHucrepcTBa KyJbTyphl M MacCOBBIX KOMMYHMKanmii Poccuiickon
@eneparu ot 18 stHBaps 2007 roma Ne 19 "O6 yrBepxknenun IlpaBun opranuzanuu
XpaHCHMsI, KOMIUICKTOBaHUS, y4eTa ¥ WCIOJIb30BAaHUS JOKYMEHTOB ApXuBHOTO (PoHIA
Poccuiickonn ®Penepanun ¥ APYTUX APXUMBHBIX JOKYMEHTOB B TOCYAApCTBEHHBIX H
MyHULMINAIBHBIX AapXUBax, My3edxXx M OubmmoTekax, opraHuzanusx Poccuiickoit
akagemun Hayk" (brommeTreHp HOpMATHBHBIX  akTOB  (peiepasibHBIX  OpPraHOB
UCIIOJHUTEIIbHOM BitacTH, 14 mas 2007 roga, Ne 20);

- Ilpukaz MuHucCTEpCTBAa CBSI3M M MAacCCOBBIX KOMMYyHHKanuii Poccuiickon
®deneparuu ot 13.04.2012 1. N 107 "OO6 yrtBepxaenuu l[lomoxenus o (enepanbHOM
rocyaapcTBeHHOM HHpopMalMoHHOM cucteme "EnunHas cuctema uieHTUGUKAIMU U
ayreHTU(UKanMu B HHPpACTPyKType,  oOecrneuumBaroIiiei  WHPpoOpMaImoHHO-
TEXHOJIOTHYECKOE B3aUMOJIEHCTBUE HMH(POPMALMOHHBIX CHUCTEM, MCIOJIb3YEMbIX s
MPEA0CTABIICHUS FOCYJAPCTBEHHBIX U MYHUIIMNIAIBHBIX YCIYT B 3JIEKTPOHHOU hopme";

- [locranoBnenue [IpaButenscrBa Jlennnrpaackoit oomactu ot 30.09.2011 N 310
"OO6 yTBepKIeHUU TuTaHa-rpaduka mepexoja Ha MPeJOCTaBICHUE TOCYJapCTBEHHBIX U
MYHUITUTIAJIBHBIX YCIYT B 3JEKTPOHHOW (opMe opraHaMu HWCIOTHUTEIBHOW BIACTH
Jlenunrpanackoid 0o0JacTH W OpraHaMH MECTHOTO caMoympasiieHus JIeHuHTpaackoin
o0nacTu, a TakkKe YYpeKIeHUsMHU JIGHUHTpaacKol o0JacTH ¥ MYHUIUTATBHBIMH

yupexaeHusmu" ("Bectauk [lpaBurensctBa Jlenwnrpaackoit obOmactu", N 94,
11.11.2011).


consultantplus://offline/ref=343F2452E53FB222F7211264CE9152A254C4EAB20ADE0D2B1B91F5O84DL
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- denepanbhbiii 3akoH oT 6 ampens 2011 r. N 63-03 "OO6 snekTpoHHON moanucu”
(Cob6panue 3akoHonarenbeTBa Poccutickoit @enepanun, 2011, N 15, ct. 2036; N 27, crT.
3880);

- Ilonoxxennem 00 apxuBHOM oTaeine AMO «lloanopoxckuii MyHUIIMTIATBHBIN
palion  JleHuHrpaackoil — oOnacTu», YTBEpPXKIECHHbIM  MocTaHoBieHnemM AMO
«IToamopoxkCckuil MyHUIIUNTAIBHBIN paiioH Jlenunrpaackoit o6aactu» ot 29.12.2007 1. Ne
1624.

20. UcuepnbiBaronuii mepevyeHb JOKYMEHTOB, HEOOXOUMBIX JIJIsl TPEIOCTABICHUS
MYHULIMTATbHON YCIIyTH:

20.1. [IucbMeHHBIN 3alPOC HAa PYCCKOM SI3BIKE B aJipeCc APXUBHOTO OTJie]a, B TOM
YyucJe Mepe/laHHbli M0 3JIEKTPOHHOUW mouTte, B 31eKTpoHHOM Buje uepe3 [II'Y JIO wm
3asBJICHHE, COCTABICHHOE 3assBUTEIEM JTUYHO, B TOM urciie B M®IL] (manee - 3ampoc).

dopmMa 3anpoca GU3NUECKOTO JIUIIA JJIs TIOMYUYEeHHs] apXUBHOM CIIPaBKU MPUBEICHA
B MIPUJIOKEHUHU 1 K AIMUHUCTPATUBHOMY PEIJIAMEHTY.

IOpuandeckue nuia HampaBiIsSIOT 3alPOC HEMOCPEICTBEHHO B APXUBHBIA OTIEI
AIMUHHCTpanuu paiioHa Ha PYCCKOM $3bIKE, O(POPMJICHHBI Ha OPUIMATBLHOM OJIaHKE
OpraHM3alii W TOAMUCAHHBIA PYKOBOAUTEIEM (3aMECTUTEIEM PYKOBOJMTEIIS)
IopuIrYecKoro guna. @opma 3anpoca IOPUINYECKOTO JTULA NPUBEAEHA B IPUIIOKEHUU 2
K AJIMUHUCTPATUBHOMY pPErIaMEHTY.

Opuanueckue nuna HanpaBiIsOT 3a0poc B APXHUBHBIM OTAEN AJIMUHUCTPALUU
paiiona yepe3 puimanst MOL] unu uepes TII'Y JIO Ha pycckoMm si3bike, 0(OPMIICHHBIH €
MOMOIIbI0 (DYHKIIMOHATIA aBTOMATU3UPOBaHHON HMH(OpMannoHHOM cuctembl MOIL nnu
[II'Y JIO m moamucaHHBIM TpencTaBUTENIEM OPUAMYECKOro Jjuia (B TOM 4YHUCIE Ha
ocHOBaHMM JoBepeHHocTH). Dopma 3ampoca OPUAMYECKOrO JHIA MPUBEICHA B
NPUIOKEHUH 2 K AIMUHUCTPATUBHOMY PETJIAMEHTY.

B 3amnpoce yka3pIBarOTCs CIEAYIOIINE CBEICHUS:

- HAMMEHOBAaHUE OpraHU3allii, B KOTOPYIO HANPaBJsieTCsl MUCbMEHHBIN 3aIpoc;

- Ul TpaKIaH - (paMruvsi, UMs, OTYECTBO (ITOCJICIHEE - PU HATWYNHN) 3aIBUTEIIS
WIA JIMI[a, HA KOTOPOE 3ampalluBaeTcsl JOKYMEHT (C yKa3aHHEeM CMEHBI (haMuiIun,
UMEHH, OTYECTBA TUOO OJHOTO U3 HUX, JaThl CMCHBI);

- laTa POXACHUS 3asBUTEISI WIIU JIMIA HA KOTOPOE 3alpallliBAETCs TIOKYMEHT;

- azapec 3asBUTENS (MOYTOBBIA ajpec, MO KOTOPOMY JOJKHBI OBITh HAIpPaBIICHBI
OTBET WJIM YBEJOMIICHHUE O TIEpeaipecaliuu 3arpoca);

- HOMEp KOHTaKTHOTO TeiedoHa 3asBUTEIIS WU €TI0 JOBEPEHHOIO JIUIIA;

- IJIs1 KaKoi 1ienu TpeOyeTcsl TOKYMEHT;

- IaTa COCTaBJIEHUS 3alpoca;

JUTSl TIOJTyYEHUs apXUBHON MHGOpMAIIIN:

- 00 oOpa3oBaHUM - HA3BaHHWE W aJpec y4eOHOro 3aBejicHUs, (PaKyJabTeT, JIaThl
MOCTYIJICHUSI U OKOHYAHUS Y4EOHOTO 3aBEJICHUS;

- 0 craxe paboTel (Ciayx)ObI), pasmepe 3apaOOTHOW TUIaThl - Ha3BaHUE,
BEJIOMCTBEHHAs MOAYMHEHHOCTh U aJipec (MECTOHAXO0XJIEHUE, B TOM YKCIJIE Ha3BaHHE
HACEJCHHOIO IIYHKTa)  OpraHu3allid, Ha3BaHWE CTPYKTYPHOIO IMOJpa3/ecHUs, B
KOTOpOM paboTai 3asiBUTENb, IEPHOJ] PadoThI (Ciryxk0bl), Tpodeccusi, TOHKHOCTD, IS
YKEHILMH YKa3bIBAIOTCSA JAThl POXKIEHUS JIETEH B 3aMpaliviBacMbIi IEPUO;

- 0 HarpaXXJIeHUM roCyJapCTBEHHBIMH U BEIOMCTBEHHBIMH HarpajaMu - Ha3BaHUE
Harpajpl, JaTa HarpaKJIEHUs, PEIIeHHEeM KaKoro OpraHa MpOM3BENIEHO, MECTO PabOThI
(cay>xObl) B IEpHOJ HArpaXxJAeHUs, Ha3BaHUE OpPraHU3aly, NPEJCTABUBIICH K Harpajie,



€€ BEJIOMCTBEHHAs OJYUHEHHOCTb;

- 00 YCBHIHOBJIEHMH - TOJl, MECTO YCBHIHOBIEHUS, (amuius, HMs, OTYECTBO
YChIHOBUTEINA (IIpM HaIM4YMM HOMEpP M JaTa MpPaBOBOrO akTa 00 YCBIHOBIICHUH,
HaMMEHOBAaHME OpraHa, U3/IaBIlEero MPaBOBOM aKT);

3anpoc MOJANUCHIBAETCS 3asBUTENIEM JIMYHO, 32 HCKIIOYEHHEM OOpallleHud IMo
AJIEKTPOHHOM IOYTE.

3anpoc TniepeaHHbIi B 2yeKTpoHHOM Buje uepe3 III'Y JIO moamuchiBaeTcs
KBATH(UITUPOBAHHON AJIEKTPOHHON TOAMUCHIO (TIPY HAJTMYHH).

20.2. 1ns uctpeboBaHusl apXUBHOU WH(OpPMAIIUU O TPETHUX JIUIIAX, COAEpIKaIeh
CBEJCHUSA O JIMYHOM M CEMEWHOM TailHE TpakJaHWHA, €r0 YaCTHOW >XKU3HU, a TaKKe
CBECHMSI, CO3/IaI0IIME YIpo3y Ui ero 0e30MacHOCTH, 10 UCTEUEHHUs cpoka 75 JeT co
JHS CO3/IaHMSI YKA3aHHBIX JIOKYMEHTOB JOIOJHUTEIbHO MPEACTABISAECTCS MUCbMEHHOE
paspernieHue (JOBEPEHHOCTh) TPAKIAHWHA U JOKYMEHT, YIOCTOBEPSIONIMM JHMYHOCTH
3asIBUTEIS.

JIOKyMEHTOM, YA0CTOBEPSIOIINM JTUYHOCTD 3asIBUTEIS, SIBISETCS:

- 1 rpaxngaH Poccuiickon ®@exepanuu - macnopr rpaxiaaHuHa Poccuiickon
Qenepauun (B cllydae yTpaTbl MacnopTa MOXET ObITh MNPEAbSIBICHO BPEMEHHOE
yaoctoBepeHue JuyHocTd 1no ¢opme Ne 2I1), ynocroBepeHre JTUYHOCTH UM BOEHHBIN
OMJIET BOCHHOCTY>KAIIIETO;

- 1711 IHOCTPAHHBIX TPAXKJaH - NAaClOPT UHOCTPAHHOTO ITPAK/IaHNHA;

- 7151 1uia 6e3 TpaKJaHCTBa - JOKYMEHT, BbIJJaHHBIN HHOCTPAHHBIM TOCYAapCTBOM
U TPU3HABAEMBII B COOTBETCTBUM C MEXKIYHAPOJHBIM JI0rOBOpoM Poccuiickoii
@denepaiii B KayecTBE JOKYMEHTA, YJIOCTOBEPAIONIETO JIMYHOCTh Julla 0e3
IPaKJAHCTBA, BUJ Ha JKUTEIHCTBO JiMlla 0€3 Irpa’kJaHCTBA, pa3pellleHne Ha BPEMEHHOE
POKHBAHUE.

21. Jlns wuctpeboBaHus HHpOpMAIMU O CTaxe paboThl (Ciy»kObl), paszMepe
3apabOTHOM MJIATHI 3asBUTENb BIPABE MPU HAJUYUU MPEAOCTaBUTh B APXUBHBIN OTIEN
KOIHUIO TPYJIOBOM KHUKKH.

22. Ilopsa10K MpeACTaBICHUS IOKYMEHTOB 3asiBUTEIISIMU:

- IOYTOBOM CBSI3bIO 3aIIPOC HAMPABISAETCA 3asBUTENEM B aApec APXUBHOIO OTAENA;

- 1O DJJEKTPOHHOM IIOYTE 3alpoC HANpaBIsIETCS Ha DJIJIEKTPOHHBIM ajapec
ApxuBHOro otJiena B cetu MiutepHer;

- B 2JIEKTpOHHOU (hopme yepe3 PpyHKIHOoHAI eKTpoHHOU npuemHoi Ha [1I'Y JIO;

- TIpU JTUYHOM OOpaIieHuu B APXUBHBIN OTAEN 3alpPOC COCTABIISICTCS 3asBUTEIIEM
U TIepelaeTcsi OTBETCTBEHHOMY paOOTHUKY APXMBHOTO OTJAENa B COOTBETCTBUU C
rpaguKoM IPUEMHBIX THEH;

-Tpu TUYHOM oOparieHnn B ML,

23. Ilpu mpenocTaBieHUM MYHHUIMIAIBHOM yCIyrd ApXUBHBIM OTAen 00s3aH
MPUHATH JJIs PACCMOTPEHHSI JOKYMEHTBI 3asBUTENSA, OTKa3 B MPHUEME JIOKYMEHTOB HE
JIOITYCKAETCs.

[Ipn mopade NOKYMEHTOB Ha JIMYHOM MPUEME 3aSBUTENIO YCTHO Pa3bACHIIOTCA
OCHOBAHMS JIs OTKa3a B MPEJOCTaBICHUN MYHUIIMITAIIbHON YCITYTH.

24. OcHOBaHUSMH JUIsI OTKa3a B TIPEJOCTABICHUH YCIYTH, B TOM YHCIE
WCIIOJIHEHHMSI 3a1TpOCca, EPEAAHHOTO T10 JIEKTPOHHOM MOYTE, SIBISIOTCA:

- OTCYTCTBUE€ B 3ampoce (pamMuianu, UMEHHU, oTuyecTBa (MOCIAeHEe TPU HAIUYUH),
IIOYTOBOTO aJpeca 3asiBUTEIIS;

- HEMOIJIAFOIUICA MPOUYTEHUIO TEKCT, B TOM YUCJIE TEKCT HA UHOCTPAHHOM SI3bIKE;
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- OTCYTCTBHE Yy 3asBUTEJA IMOJIHOMOYMI HA IOJYyYEHUE CBEICHHM O JIMYHOW U
CEeMEWHOM TAaWHE TPETHUX JIHUI, UX YaCTHOM MKU3HHU, & TAKKE CBEIACHUH, CO3IAIOLINX
yrpo3y s ux 0e30MacHOCTH, €CIAM CO JHS CO3JaHusl apXUBHBIX JIOKYMEHTOB,
COZIep/KAIIMX TAKUE CBEJACHUS, HE TPOLILIO 73 JIET.

B cnyuae, ecnu 3ampoc HE MOXET OBITh HCIIOJHEH, 3asBUTENIO HAMpPaBIISETCS
MMUCHMO C Pa3bsICHEHHEM MTPUYUH OTKa3a.

25. MyHununaibHas yciayra mpeIocTaBisieTcs OecriaTHO.

26. Cpox oXuIaHusl B OUepear MpHU MOJave 3ampoca U B OYEPEeaH Ha MOJydeHHe
JIOKYMEHTOB, SIBIIIIOIIUXCS PE3YJIbTATOM IPEIOCTABICHUS MYHULIMNAIbHON YCIYTd B
ApXUBHOM OTJIEJI€, HE JIOJKEH MPEBBIIATh 15 MUHYT; NPH MOJYYEHUH pe3yJibTaTa — HE
6osee 15 MUHYT.

27. 3anpoc, NOCTYNUBIIMKA B ApPXHMBHBIA OTIEN, PETUCTPUPYETCS B JICHb
MOCTYIUICHUS.

28. TpeOoBaHusl K MOMEIIECHUSIM, B KOTOPBIX MPEIOCTABISICTCS MYHUIIUIIATbHAS
yciyra, K MectTaM OXXHJaHUs, K MeCTaM JIsl 3alOJIHEHHS 3allPOCOB O MPEI0CTABICHUN
MYHULIMTATBHON yCIIyTH, UHHOPMAIIMOHHBIM CTCHIAM:

28.1. Mecra oxugaHus B OYEpeaud HA NPEAOCTABICHUE WM IOJYYEHHE
JIOKYMEHTOB JIOJKHBI ObITh 000PYAOBaHBI CTYJIbSIMU WU KPECEIbHBIMU CEKIIUSIMU.

28.2. Mecta [nns  3amojiHEHUST HEOOXOJUMBIX JOKYMEHTOB OOOpYIYIOTCS
CTYNbMH, CTOJaMU U oOecreunBarOTcs (opmMamMu  3ampocoB, MUCHMEHHBIMHU
MIPUHAITIEAKHOCTSIMH.

28.3. Mecta mpenocTaBlieHHWs  MYHUIMIAIBHONW  YCIYTH  000pYIyHOTCS
MIPOTUBOIIOKAPHON CUCTEMOU U CPEICTBAMHU MOKAPOTYILIECHUSI, CACTEMOW OTIOBELIECHUS O
BO3HUKHOBEHUHU YPE3BbIYAHON CUTYallMM, CACTEMON OXPAHBI.

284. Ha crengpax B MecCTax MPEIOCTABICHUS MYHULUNAIBHOW YCIyTU
pa3MeInarTcs clieayronme HHGOpMAaIMOHHbIE MAaTEPHAIIBI:

- CBEACHUS O MECTOHAXOXKICHWU, PEXHME pPabOThl, HOMEpax Tele(OHOB U
AIEKTPOHHOM MOYTHl APXUBHOTO OTJIENA;

- IepevYeHb HEOOXOIUMBIX JIJISI TIOJTYICHUS MYHHUITUTIATBHON YCIIYTH IOKYMEHTOB;

- (opMBI 711 cOCTaBIICHHS 3ampoCa;

- “H(OpPMAIUS 0 CPOKAX MPEAOCTABICHUS MyHUITUTIATLHON YCITYTH;

- TIOPSIIOK OOKAJIOBAaHUS PEIICHUM, ACHCTBUU WM O€3MeHCTBHS TOJDKHOCTHBIX
JUIL ¥ paOOTHUKOB APXUBHOTO OT/IENA;

- OCHOBaHUS JJIsl OTKa3a B MPEAOCTaBICHUNA MYHUIIMIIAIBHON YCIIyTH.

29. Ilokazarenu JOCTYTHOCTH U Ka4eCTBAa MYHUIIMTIAIIbHON YCITYyTH:

29.1. Jlons ciayyaeB MpeaoCTaBICHUS MYHUIIMNIATBHOM YCIYyTd B YCTAaHOBJICHHbBIE
CPOKH.

[Tokazatenb onpeaensercs no Gopmyse:

D 3AII cp. = 3AII cp. / 3AIT 06m1. x 100 po1ieHTOoB,

rie:

3AII o611, - 06111e€ KOTMYECTBO 3aPOCOB, HCTIOJHEHHBIX B TCUSHUE TO/IA;

3AII cp. - KOJIMUECTBO 3aMPOCOB, UCIIOJHEHHBIX B TEYEHUE I'0/ia B YCTAHOBIICHHbBIE
CPOKHU;

D 3AII cp. - no7nst 3apocoB, HCIOJHEHHBIX B YCTAHOBIICHHBIE CPOKH.

LlenreBoe 3naueHne nokasarens - 100%.

29.2. Jlonst 000CHOBaHHBIX Kan00 K 00IIEMY KOJMYECTBY 3asBJICHUMA O MOTYyYEHUU
MYHULIMITAIBHOU YCIIYTH.



[Tokazatenb onpeaensercs no Gopmyse:

DX 06. =K 06. / 3AII 06m1. x 100 mpo1eHTOB,

rae:

3AII o0, - o0111ee KOJIMYECTBO 3aPOCOB, UCIIOJHEHHBIX B TEUEHHUE TO/1a;

K 006. - xonuyecTBO 0O0CHOBAHHBIX Kal00 Ha MPEIOCTABICHUE MYHUIIUITAIBHOM
YCIIyTH, IOCTYNUBIIKNX B TCUCHUE TOJIA;

DX 06. - no1s1 000CHOBaHHBIX KaJI00.

[lenmeBoe 3HaueHne noka3areis - 0%.

30. OcobeHHOCTH NpeAoCTaBIeHHs] MyHUIIMNAIbHOM ycinyru B MOLI.

30.1. IIpemocraBiieHHME  MyHULHMIAIBHOM  ycayru  nocpenctsoM — ML
OCYIIECTBJISIETCS B TMOAPA3ACICHUSIX TOCYAapCTBEHHOTO OFOKETHOTO YUPEKIACHUS
Jlenunrpanackoit  obmactu «MHOTOMQYHKIIMOHANBHBIM ~ IIEHTP  MPEIOCTaBICHUS
roCyJapCTBEHHBIX U MyHHIIMNANBHBIX yeiayr» (nanee — ['BY JIO «M®l1ly») npu Hanuuuu
BCTYNUBILETO0 B CUJIy corjlaieHus o B3aumopaenctBun Mexay ['bBY JIO «M®Lly» u
OpraHoM MECTHOT0 camoympaBieHus. [IpegocTaBieHne MyHUITUTIATILHON YCIYTH B MHBIX
M®I[ ocymecTBiaseTcss NpU HAIAYMAKA BCTYNHMBUIETO B CHJIy COIVIAIIEHUS O
B3aumozaerucTBuu mexay I'bY JIO «MO®L» nu naeim MOLI.

30.2. TBY JIO «M®LIy» ocyrecTBiser:

- B3aMMOJICKCTBUE C TOCYJApCTBEHHBIMHU  OpraHamH, OpraHU3aIUsIMH,
YYaCTBYIOIIMMU B MPEAOCTABICHUU TOCYAApPCTBEHHBIX YCIYT, MPEIyCMaTpPUBAIOLINX
BbIJJa4y AapXUBHBIX CIPABOK, APXUBHBIX BBIMUCOK W KOIMNHUM ApXUBHBIX JOKYMEHTOB,
CBSI3aHHBIX C COLUMAIBHOW 3alIUTON TPaKJaH, MPEIyCMATPUBAIOIIUX KX IMEHCHOHHOE
obOecrieueHre, a TaKKe TOJYYCHHE JIbIOT M KOMIICHCAIlMii B COOTBETCTBUHU C
JIEUCTBYIOIIMM 3aKOHOAaTeNIbcTBOM Poccuiickon denepanuuy;

- B3aMMOJICHCTBUE C OpraHaMM MECTHOIrO caMoynpasieHus JleHuHrpaackon
obnacTu, YYACTBYIOIIMMH B  NPEAOCTABICHUM  MYHULMNAIBHBIX  YCIYT,
MpeayCMaTPUBAIONIUX  BbIJa4y apXWUBHBIX CIPABOK, APXMBHBIX BBIMUCOK U KOMHUM
apXMBHBIX  JIOKYMEHTOB,  CBSI3aHHBIX C  COIMAJbHOW  3alUTOM  TpakIaH,
MpeyCMaTPUBAIOIIUX KX IEHCUOHHOE OOecledYeHue, a TaKKe IOJYyYEHUE JIbIOT U
KOMITCHCAllM B COOTBETCTBUM C JCWCTBYIOIIMM 3aKOHOAATEIbCTBOM Poccuiickoun
Oenepanuy;

- tHQoOpMUpOBaHNE TpaxJAaH W OPTAaHMU3AIUN [0 BOMPOCAM IPEIOCTABICHUS
MYHULUNAIBHBIX YCIIYT;

- npuéM ¢ BbIJAYy JIOKYMEHTOB, HEOOXOIUMBIX JUIsl TPEIOCTaBICHUS
MYHUIIMOAIBHBIX ~ YCIYr  JUOO  SBISIOIIMXCA  PE3yJIbTaTOM  MPEIOCTaBICHUS
MYHULUNAIBHBIX YCIIYT;

- 00pa0OTKy TEpPCOHANbHBIX JAaHHBIX, CBSI3aHHBIX C IPEIOCTABICHUEM
MYHULUNAIBHBIX YCIYT.

30.3. B ciiyyae  mojauM  JOKYMEHTOB JIJIsl TIOJTYYEHHUs YCIAYTH TOCPEIACTBOM
M®I] cnenuamuct M®I], OCYIIECTBIISIFOIIUI MIPUEM JIOKYMEHTOB,
MPEJCTABICHHBIX I  TOJYYEHHUS] YCIYTH, BHIOJIHAET CIEIYIONINUE IEUCTBUA:

- OMIpe/IeIIACT MPEAMET OOpaIlCHNUS;

- POBOJIUT MPOBEPKY MOJTHOMOYHMI JINIIA, TOJJAIOIIETO JOKYMEHTHI;

- MPOBOJUT MPOBEPKY MPABWIBHOCTH 3aMOJHEHHUS 3ampoca U COOTBETCTBUS
MPEACTABICHHBIX  JOKYMEHTOB  TpeOOBaHMsSIM, yKa3aHHbIM B  myHKTe 20
AJIMHUHUCTPATUBHOTO PETJIAMEHTA;



- OCYIIECTBJISIET CKAaHUPOBAaHUE IIPEJICTABICHHBIX JIOKYMEHTOB, (opMupyer
ANEKTPOHHOE [I€JI0, BCE JOKYMEHTBl KOTOPOTO CBSI3BIBAIOTCS E€IUHBIM YHUKAJIbHBIM
UJICHTU(UKAIIMOHHBIM ~ KOJOM,  TO3BOJIAIONIMM  YCTAaHOBUTH  MPHUHAJICKHOCTH
JOKYMEHTOB KOHKPETHOMY  3asiBUTEII0 M  BUAY OOpallleHus 3a MYHHULHUNAIbHON
YCIIYTOU;

- 3aBEpSET DJEKTPOHHOE JIEJI0 CBOEH 3JIEKTPOHHOU HU(PPOBOM MOAMUCHIO (Janee -
SLID);

- HAIpaBJIIeT KONMU JTOKYMEHTOB M PEECTp NOKYMEHTOB B TI'OCYAAapCTBEHHOE
Ka3€HHOE yupexknenne «JIeHnHrpaackuii 00JacTHOM roCy/1apCTBEHHBIN apXUB B T.
Bri6opre» (nanee — rocy1apCTBEHHBINA apXUB):

a) B DJIEKTPOHHOM BHJE (B COCTaBe MAKETOB JJIEKTPOHHBIX JI€71) B TeueHue |
pabouero aHs co JHs oOpareHus 3asputens B MOII;

0) Ha OyMaXHBIX HOCHUTENSAX (B cllyyae HEOOXOAMMOCTH  0053aTeIbHOTO
MPEIOCTABJICHUS OPUTMHAIOB JOKYMEHTOB) — B TeueHue 3 pabouux JAHEHd co JHSA
oOpamienus 3aasutenss M®L[, nmocpeacTBOM KypbepCKOM CBSI3U, C COCTABJICHHEM
OIHUCH MEPENABAEMBIX JTOKYMEHTOB, C YKa3aHMEM [JaTbl, KOJIMYECTBA  JIUCTOB,
(dbaMuIMK, JOJKHOCTH W MOANUCAHHBIE YIOJIHOMOYEHHBIM crienuanuctom MOII.

- TOCYJapCTBEHHBbI apXWB B Te4YeHHE 2 pabouux JHEeH HHPOPMHUPYET IO
ANEKTPOHHBIM KaHaiaM cBsizu M@ 0 Hanuuuu Wi OTCYTCTBMM JOKYMEHTOB IS
WCIIOJIHEHHUS 3aIllpoca B paMKax MPEIOCTaBICHUSA TOCYJapCTBEHHOU YCIIYTH;

- B Cllyya€ HaJuuusl JOKYMEHTOB B TI'OCYJapCTBEHHOM apXWBE JaJIbHEHUIIIEE
B3aUMOJIEUCTBUE oOcylecTBisieTcsa Mexx 1y M®DLI u rocynapcTBEHHBIM apXUBOM;

- B Clly4ac €CiIu IpU OTCYTCTBUM JOKYMEHTOB B T'OCYJAapCTBEHHOM apXUBE,
HOCNEAHUN pacronaraeT HWH(OpMalnued O MeCTe UX XpaHEHUU B JEHCTBYIOIIEH
opraHuzaluu Ha Tepputopuu JICHMHTpaJCKON 00JIacTh, TO TOCYJApPCTBEHHBIN apXuB
HaIpaBJIsIeT UMEIOIYIOCS Y Hero uHpopMainio o0 agpece U KOHTAKTHBIX TeJIePOHAX O
naHHou opranu3anuu B MOLI g nepenayuum 3asBUTENIO;

- B ClIy4Yae OTCYTCTBUS JIOKYMEHTOB B TOCYyJIapCTBEHHOM apXWBE JUIA
MPEIOCTABICHUSI YCIAYTH M Hamuuus WHGOpPMAlMA O XpAaHEHUH  JOKYMEHTOB B
MYHULIMIIATBHOM apXUBE, KONMU JOKYMEHTOB M PEECTP AOKYMEHTOB B TEUCHHE 2
pabounx AHEW HaMpaBiIAE€TCA TOCYAapCTBEHHBIM apXHWBOM IO AJIEKTPOHHBIM KaHajam
CBSI3U B COOTBETCTBYIOIINKM APXUBHBIM OTIEI IO IPUHAIIIEKHOCTH.

30.4. Tlo oxoHuanuu npuémMa NOKyMEHTOB crnenuainuct M®I] BbIaeT 3asBUTEIIO
pacnucky B OpHEME JOKYMEHTOB.

30.5. Ilpu oOpaieHun TpaxaaHWHAa B OpraH MECTHOTO CaMOYNpPAaBIICHUS,
OPEAOCTABISAIOMNI MYHULIUNAIBHYIO Yyciyry, nocpeactsom MO®IL[ um npu ykasaHuu
3asiBUTEJIEM MECTa MOJyuYeHUsl OTBeTa (pe3yJsibTara MPEAOCTaBICHUS MYHHUILIUNAIbHON
yciayrd) B ML, cnenuanuct ApPXUBHOIO OTJieNia, OTBETCTBEHHBIM 3a IOATOTOBKY
oTBeTa HampasiisieT B MOL[ HOKyMEHTHI, ABISIOMIHAECS PE3YyJbTaTOM IPEAOCTABICHUS
MYHHIIMIIAIBHOW YCIIYTH, JJI1 WX MOCJEIYIOIeH mepeaay 3asBUTEII0 B CPOK He Ooee
OJIHOTO paboyero JHA CO JHSA PETrUCTPalUy OTBETa Ha 3alpoc B AIMUHHUCTpPAIUU U HE
Mo37HEE JIByX pabOuyux IHEH O OKOHYAHMS CPOKA IMPEIOCTABICHUS MYHHUIUIAIbLHOU
YCIIYTH.

Crneunamuer ML, OTBETCTBEHHBI 3a BbIJAYY JOKYMEHTOB, SBISIOLIUXCS
pPE3yNbTaTOM TPEIOCTABICHUS MYHUIIMIIATBLHOM YCIYTH, YKa3aHHbIX B MmyHKTe 13
AJIMMHUCTPATUBHOTO PETJIAMEHTA W MOJYYEHHBIX OT APXUBHOIO OTHAENA, B JEHb HX
MOJIYYEHHS] COOOIAET 3asBUTEIIO O MPUHATOM PELIEHUH MO TeaePoHy (C 3alHUChIO 1aThl



U BPEMEHH TeJIE(POHHOrO 3BOHKA), @ TAKKE O BO3MOXHOCTH MOJYYEHHUS TOKYMEHTOB B
M®II, ecnu UHOE HE MPEYCMOTPEHO B pazaeine Il AAMUHUCTPATUBHOIO PETJIAMEHTA.
31. OcobGeHHOCTH NMPeOCTaBICHUS] MyHUITUTIAIbHON YCIIYTH B 3JIGKTPOHHOM BHJIE.

HearensHocts III'Y JIO mnmo opraHu3anuu MPEIOCTABICHUS MYHUIUMIIAIBHOMN
YCIYyTH OCYIIECTBIAECTCA B cOOTBETCTBUU ¢ DeaepanbHbiM 3akoHOM OT 27.07.2010 Ne
210-®3 «OO0 opraHu3aly MNPEJOCTaBICHUS TOCYIApCTBEHHBIX M MYHULHMIAIBHBIX
YCIyT».

31.1. [ns nomyueHuss MyHUIMOaabHoM yciayru uyepe3 III'Y JIO 3asButenio
HEOOXOAMMO TIPEBAPUTEIHLHO TPOWUTHU MpoIlecc peructpanuu B EguHOi cucteme
uneHTudukanuu u ayrearudukainuu (manee — ECHUA).

31.2. MyHuuunanbHas yciyra MoeT ObITh mnoayueHa uepe3 III'Y JIO
CIICAYIOIIUMU CIIOCO0aMU:

C 00s13aTEeIbHON JTMYHOMN SIBKOM Ha MPUEM B apXUBHBIN OTIEN

0e3 JIMYHOM SIBKM Ha MPUEM B ApXUBHBIN OTIEN

31.3. [lns mosydeHHs MYHHIMIIAIBHOW ycnyru Oe3 JTUYHON SIBKM Ha MPUEM B
apXMBHBIA  OTHEN  3aABUTENIO  HEOOXOOUMO  MPEABAPUTENBHO  O(OPMHTH
kBanmuduimpoBannyo Ol s 3aBepeHUst 3adBICHUS W JTOKYMEHTOB, IOJI@HHBIX B
anekTpoHHoM Buze Ha [1T1'Y JIO.

31.4. Ilns momaum 3asBieHus depe3 [II'Y JIO 3asgBuUTens MOMKEH BBITOJTHUTH
CJICIYIOIIUE JECUCTBUS:

npoiitu uaeHTudukanuio u ayrearudukanmio B ECUA;

B nyHOM Kabunete Ha [II'Y JIO 3amosHUTH B 3JEKTPOHHOM BHJE 3asBICHHE Ha
OKa3aHUue yCIYTH;

MPWIOKUTH K 3asBJICHUI0O OTCKAHMPOBAaHHBIE 00pa3bl JOKYMEHTOB, HEOOXOIUMBIX
JUISL TIOJTYYEHHUS! YCITYTH;

B Clly4ae, €CJIM 3asgBUTENIb BbIOpan Ccroco0 oka3zaHus ycinyru 0e3 JTUYHOW SIBKH Ha
NpUEeM B apXUBHBIA OTAEN - 3aBEpUTh 3aABJICHUE U MpUIaraeéMble K HEMY
OTCKAaHMPOBAHHBIE JIOKYMEHTHI (Jjajee- MakeT AJIEKTPOHHBIX JOKYMEHTOB) MOJIYyYE€HHOU
panee kBauipoBanHon Jl1;

B CJy4ae, €Cld 3asiBUTEIb BhIOpa CrocoO0 OKa3aHWs YCIYTd C JIMYHOM SIBKOM Ha
NMpUeM B AapXWBHBIA OTAE] - 3aBEPEHHE MaKeTa HSJIEKTPOHHBIX JOKYMEHTOB
kBanupunuposannoit D11 He Tpedyercs;

HAaIlpaBUTh MAKET JJIEKTPOHHBIX JOKYMEHTOB B apXHMBHBIA OTAEN IMOCPEACTBOM
dbyukmonana II'Y JIO.

31.5. B pesynbrare HampaBieHHs MaKeTa 3JIEKTPOHHBIX JOKYMEHTOB MOCPEACTBOM
I[II'Y JIO B cooTBeTCTBUU C TPEOOBAaHUSMH ITYHKTOB, COOTBETCTBEHHO, 2.16.9. wim
2.16.20 aBTOMaTHU3UPOBAHHOW HH(POPMAIMOHHON CHUCTEMOW MEKBEJIOMCTBEHHOTO
AJIEKTPOHHOTO B3aummojeicTBus Jlenunrpaackon obnactu (manee - AUC «Mexsen
JIO») npon3BOUTCSE aBTOMATUYECKAs PETUCTPALIMsI MOCTYNUBIIETO MaKeTa 3JIEKTPOHHBIX
JOKYMEHTOB M MPUCBOEHHUE MMAKETY YHHKaIbHOro Homepa aena. Homep nena goctynen
3assBUTENIO B TMaHOM kKaburete [1T'Y JIO.

31.6. Ilpu mpepocraBiennn MyHunumnaibHou yciyru depes III'Y JIO, B ciyuae
€CIM 3asBUTENb TOJMUCHIBACT 3asBlicHWE KBanmupuimpoBannoit OlI, cneruanuct
apXHBHOTO OTJEJ1a BBIMIOJIHSET CIEAYIOIINE ACHCTBHUS:

dbopmupyeT makeT JOKyMeHTOB, moctynuBmui uyepes I[II'Y JIO, m mepenmaer
OTBETCTBEHHOMY CHEIUAINCTY apXMBHOIO OTHAENa HAJEICHHOMY B COOTBETCTBHM C
JIOJDKHOCTHBIM ~ PErJIaMEHTOM  (DYHKIUSMH 1O  BBINOJHEHUIO aJMUHUCTPATUBHOMN



OpoLEAYpPhl MO MPUEMY 3asBICHUNA W TPOBEPKE JOKYMEHTOB, IMPEIACTABICHHBIX JIS
PacCMOTPEHHS;

IIOCJIE PACCMOTPEHUS JOKYMEHTOB WU YTBEPKICHUS PELICHUS O MPEAOCTaBICHUU
MYHUIUMNAIBHON ycimyru (OTKa3e B MPEIOCTaBICHUU) 3aMOJIHSAET MPEAYCMOTPEHHBIE B
AUC «Mexsen JIO» GopMbl 0 NPUHATOM pelIeHUH U nepeBoauT Aeno B apxuB AMC
"Mexsen JIO";

YBEIIOMJISIET 3asIBUTEIISL O IPUHSATOM PELICHHUH C MOMOIIBIO YKa3aHHBIX B 3asBJIICHUH
CPEIICTB CBSI3U, 3aT€M HAIMpaBIsAET JOKYMEHT MOYTOW JMOO BBIIAET €Tr0 MPU JIMYHOM
oOpallleHnH 3assBUTEJIA.

31.7. Tlpu nmpenocraBiennn MyHUIMNaibHOW yciyru depe3 [II'Y JIO, B ciydae
€CJIM 3asiBUTENh HE IOJIUCHIBACT 3asBiIcHUE KBanmudunupoBanunoit OlI, cmerumamuct
apXUBHOT'O OTJEJa BBINOJIHSIET CIEAYIOIINE ACHCTBHUS:

dbopmupyeT mnaker AOKyMeHTOB, mnoctynuBimii depe3 I[II'Y JIO u mnepemaet
OTBETCTBEHHOMY CHEIMAIHNCTY apXUBHOTO OT/AENa HAJEJICHHOMY B COOTBETCTBHM C
JOJDKHOCTHBIM ~ PErVIaMEHTOM  (YHKIIUSIMH 110  BBITIOJTHEHUIO  aIMUHUCTPATUBHOM
MpoLEaypbl MO TPHEMY 3asBICHUN W TPOBEPKE JOKYMEHTOB, MPEACTABICHHBIX IS
pPaccCMOTpEHUS;

dbopmupyet uepe3 AUC «Mexsen JIO» npurnamieHue Ha IpueM, KOTOPOE JOJKHO
colepkaTh CIENYIOUIYyI0 HWH(OpManuio: aapec apXWBHOINO OTAeda B KOTOPBIA
HEOOXOAMMO OOpaTUThCA 3asBUTENIO, JIaTy WU BpeMs IMpUeMa, HOMEP OYepe.u,
UJCHTU(UKAIIMOHHBIA HOMEp TMPUIJIAIEHUS ¢ TEePEYeHb JOKYMEHTOB, KOTOPBIE
HeoOxoaumo npencraButh Ha ipueme. B AUC «Mexsen JIO» neno nepeBoauT B cTatyc
«3asiBUTEIIb MPUTIIAIIECH HA TPUEM.

B cinydyae HesBKM 3asBUTENII HAa INPUEM B HA3HAYEHHOE BPEMs 3asBICHUE U
nokymeHThl xpansatca B AUC «Mexsen JIO» B Teuenne 30 KajdeHIApHBIX JTHEH, 3aTEM
CIICHHAIINCT APXUBHOIO OTJENa, HAACJCHHBII B COOTBETCTBUM C JOJKHOCTHBIM
pernmamMeHToM (QYHKIMSIMH TIO TpUEMy 3asBIeHHN U AokymeHToB depe3 I[II'Y JIO
nepeBoaAUT J0KyMeHThI B apxuB AUC «Mexsen JIO».

B ciuywae, ecnu 3asBUTENb SABWICSA Ha IPUEM B YKA3aHHOE BpeMs, OH
o0CITy’)KUBaeTCsl CTPOro B 3TO Bpems. B cilydae, ecnu 3adBUTENb SBWICS MO3XKE, OH
oOCITy’KMBaeTCsl B TMOPSAKE KHUBOW ouepenu. B moOom u3 ciyyaeB OTBETCTBEHHBIN
CHEIHAIMCT ApXUBHOTO OTJeJNa BEAYIUi IprueM, oTMeuaeT GakT sBkH 3asuteis B AUC
"Mexsen JIO", neno nepeBoaut B ctatyc "l[Ipuem 3asiBUTENST OKOHUEH .

[Tocne paccMOTpeHHsI TOKYMEHTOB M YTBEPKACHUSA PELICHUS O MPEAOCTABICHUU
MYHUIIUNATBHOM YCIyru (OTKa3e B MPEIOCTaBICHUM) 3aMOJHSIET MPEAYyCMOTPEHHbIE B
AUC «Mexsen JIO» hopMbl 0 IPUHSATOM PEIICHUU W MEepeBoaUT aeio B apxuB AWC
"Mexsen JIO";

Cnenuanuct apXuMBHOIO OTAENA YBEAOMIISIET 3asABUTEIS O MPUHATOM PELICHHH C
ITOMOUIBIO YKA3aHHBIX B 3aBJICHUU CPEJCTB CBA3MU, 3aTEM HAIPABJISAET TOKYMEHT MTOYTOM
100 BBIJIAET €ro MPH JINYHOM OOpalleHUN 3asiBUTEIIS.

31.8. B cimyuae mnocTymieHuss BCeX JOKYMEHTOB, yKa3aHHBIX B myHKTe 20
HACTOSIIIIETO  aIMUHHUCTPATUBHOTO  pEerjlaMeHTa, W OTBEUAIOIIUX TPEOOBAHUSM,
yka3zaHHbIM B myHkTax 20.1-20.2. HacTOSIIEro aJAMUHUCTPATUBHOIO pEIrJIaMEHTa, B
dopMe  BIEKTPOHHBIX  JIOKYMEHTOB  (9JIEKTPOHHBIX  O0Opa3oB  JOKYMEHTOB),
yIOCTOBEpPEeHHBIX KBanupuimpoBannoit OII, gHemM oOpaimieHusi 3a TpPeaOCTaBICHHUEM
MYHULMIIAIIBHON YCIIYTM CUYMTAECTCA JaTa perucrpanuu npuema JoKyMeHToB Ha III'Y
JIO.



B cmyuae, eciu HampaBieHHblE 3asBUTENEM  (YHNOJHOMOYEHHBIM  JIMIIOM)
AJIEKTPOHHOE 3asiBJICHHE M JOKYMEHTBbl HE 3aBepeHbl kBanuduuupoBanHou Oll, nHem
oOpallieHus 3a IPeJOCTaBICHUEM MYHHUIIUIIAIbHONW YCIIYTM CUMTAETCS JaTa JIMYHOU SIBKU
3asiBUTENIS B ADXUBHBIM OTZEN C IIPENOCTABICHUEM TOKYMEHTOB, YKAa3aHHBIX B IIyHKTE 20
HACTOSIIIEr0  aJMUHUCTPATUBHOIO  perjiaMeHTa, W  OTBEYAIOIIUX TPEOOBAHUSM,
yka3aHHbIM B TyHKTax 20.1-20.2 HacTosIIero aiMMHUCTPATUBHOTO PETJIAMEHTA.

I11. CocraB, mocnenoBaTeIbHOCTh M CPOKU BBITTOJTHEHUS
aQJIMUHUCTPATUBHBIX TIPOLIETYP, TPEOOBAHUS K TIOPSIKY
X BBIIOJIHEHHS, B TOM YHCJIE€ OCOOCHHOCTHU BBITIOJIHEHUS
aIMAHUCTPATUBHBIX MPOLICTYP B JIICKTPOHHOU hopme

34. AAMUHUCTpATHBHBIC MPOIEAYPHl APXHBHOTO OTJACNAa IO MPEIOCTABICHHUIO
MYHHUIUMAIBHON YCIYTH:

- perucTpanus 3arpocoB U nepefaya uX Ha NCIIOJIHEHUE;

- aHaJIM3 TEMATUKHU MOCTYIHUBIINX 3aIIPOCOB;

- HAIPaBJIEHUE 3aIIPOCOB MO MPUHAIIEKHOCTH;

- MOWCK apXUBHBIX JOKYMEHTOB, HEOOXOJMMBIX [JIi HCIIOJHEHUS 3alpocoB, U
IIOJAITOTOBKA OTBETOB 3asIBUTEIISIM;

- HAIIPaBJICHUE U BbIJa4a OTBETOB 3asIBUTEIISIM.

35. brok-cxema mociie0BaTeIbHOCTH aJIMUHUCTPATUBHBIX MPOLIEYp NMPUBEICHA B
MPUJIOKEHUU 3 K ATMUHUCTPATUBHOMY PETJIAMEHTY.

PCFHCTpaIIHH 3aIllpOCOB U IIcpcaada uX Ha UCIIOJTHCHHUC

36. OcHoBaHuMeM [yIs Hauyajda WCIOJIHEHUA aIMUHUCTPATUBHON TMPOIEAYpPHI
ABJISIETCSl TIOCTYIUIEHME 3ampoca B aapec ApXHMBHOrO OTAe€da, B TOM 4YHUCJIE MO
ANIEKTPOHHOM MOYTE, WJIM 3alpoca, COCTABIEHHOI'O 3asABUTENIEM JUYHO B ApPXUBHOM
otnene, 6o yepe3 MOILI, mubo gepes [II'Y JIO.

37. JIOMKHOCTHBIM JIUIIOM B ApPXWBHOM OTJENE, OTBETCTBCHHBIM 3a HCIIOJTHECHHUE
aIMUHUCTPATUBHOMN MPOLIEAYPHI, SIBISCTCS HAUAIBHUK APXUBHOTO OTJIEJIa

38. 3anpoc, nepegaHHbIi MO JIEKTPOHHON MOYTE WM B 3JIEKTPOHHOM BHUJE Yepe3
III'Y JIO pacneuaTsiBaeTcs Ha OyMaXKHOM HOCHUTEJIE, U B JlalibHEWIIEM paboTa ¢ HUM
BEJICTCS B YCTAHOBJIICHHOM TOPSIJIKE.

39. B ciuywae ecnu 3asgBUTENb OOpallaeTcs JUYHO B ApPXUBHBIM OTIEN €My
pa3bACHSIETCS TOPSAOK MPEAOCTABICHUS YCIYTHM W MpEAJiaraeTcsl 3arlojHUTh 3arpoc B
COOTBETCTBUM C YCTAHOBJICHHOW (opMoOi. 3aTeM 3asBUTEIb UHPOPMHUPYETCS O CPOKax
BbIJIa4UM OTBETA.

40. B ciayuyae npuHSITHS penieHus: 00 0TKa3e B MPEIOCTABICHUN YCIYTH 3asiBUTEIIO
Pa3bICHAIOTCSA MPUYUHBI OTKa3a.

41. 3ampoc peructpupyercs pabOTHUKOM APXHWBHOTO OTEJA, YIOJIHOMOYECHHBIM
OCYILECTBJISITh MPUEM U PETUCTPALIMIO TOUYTOBOM KOPPECIIOHAEHIIUH.

42. Cpox BBIMOJHEHUS AIMUHUCTPATHBHOM MpOIEAyphl cocTaBisieT | pabouunii
JICHb.

43. Pe3ynbTaTOM BBINOJHEHUS AJIMUHUCTPATUBHOW TMPOILEAYPHI  SBISETCS
MIPUCBOCHHUE BXOJSIIET0 HOMEPa M JIaThl MOCTYIUICHHUS 3ampoca B APXUBHBIM OTIEN,



c(OpMHUPOBAHHBIA KOMILIEKT JOKYMEHTOB (B Ciy4yae IOCTYIUIEHUS JOKYMEHTOB B
AJIEKTPOHHOM BHJIE) W Mepejiaya Jieja Ha UCHOJIHeHUE PabOTHUKY, OTBETCTBEHHOMY 3a
MCIIOJIHEHHE 3aIIPOCOB.

AHann3 TeMaTuKH IMOCTYIMHMBIINUX 3aITPOCOB

44, OcHoBaHHMEM I Hayajla BBIMNOJHEHUS aJIMUHUCTPATUBHOW MPOUETYPbI
aBisieTcsl (hakT Tepenadd 3ampoca Ha HCIOJHEHUE PabOTHUKY ApPXUBHOTO OT/EINa,
OTBETCTBEHHOMY 32 HUCIIOJHEHHE 3aIIPOCOB.

45. JIOMKHOCTHBIM JIMIIOM APXHMBHOTO OT/I€JIa, OTBETCTBEHHBIM 3a HUCIIOJHEHUE
aIMUHUCTPATUBHON  TPOIEAYPHI, SABISECTCS  HAYabHUK ApXUBHOrO  OT/€la
(3aBenyronuit ApXUBHBIM OTCIIOM).

46. PabGoTHMK ApXUBHOTO OT/ENa, OTBETCTBCHHBIA 3a HCIIOJIHEHHE 3aIlpoCoB,
OCYILECTBIISIIOT aHAJIM3 TEMAaTUKU TOCTYMHUBIIErO 3ampoca € IMOMOIIbI0 CIPaBOYHO-
MTOMCKOBBIX CPEJICTB.

47. Cpok mpoOBeIEHHUs aHalIM3a TEMATUKU MOCTYIMHBIIETO 3ampoca ¢ MOMEHTa
MOCTYIJIEHUS €r0 B ApXUBHBIN OTJIE] COCTABIISIET HE OoJiee 3 paboyuX JTHEW.

48. Pe3ynbTaTOM BBITIOJHEHUS AJIMUHHUCTPATUBHON TIPOLEIYpPHl  SBISETCS
MPUHATHE PAOOTHUKOM APXUBHOIO OT/ENIa, OTBETCTBEHHBIM 3a MCIOJHEHHE 3arpoca,
peLIeHuUs:

- 0 BO3MOKHOCTH UCIIOJTHEHUS 3aI1pOCa;

- O HaIlpaBJICHUU 3aMpOca M0 NPUHAIJIEKHOCTH;

- 00 OTKa3e B MPEJI0CTaBICHUN MyHUITUTIATBHOU YCITYTH;

- O HEBO3MOXKHOCTH MCIHOJIHEHUS 3alpoca U MOATOTOBKM B aJpec 3asiBUTEIS
nucbMa 00 OTCYTCTBHUHM 3aIpalllMBAEMbIX CBEJICHUN;

- 0 MOJTOTOBKE CIPaBKH O JOKYMEHTAJIbHO TOJTBEPKICHHOM (haKTe yTpaThl
ApXUBHBIX JIOKYMEHTOB, COJICPIKAILIMX 3aMpallIiBAEMbIE CBEICHMUSI.

Kputeprem npuHsATHS pelIeHUs] O BO3MOXXHOCTH HCIOJIHEHUS 3ampoca SIBISETCS
HaJU4re Ha XpaHCHUH B APXHWBHOM OT/IEJIE apXUBHBIX JIOKYMEHTOB, HEOOXOIUMBIX IS
WCTIOJTHEHHUS 3a1poca.

Kputepriem mpuHATHS pEIICHUS O HAMpaBICHUM 3alpoca MO MPUHAIJICKHOCTH
SIBJISIETCA HAJIMYUE apXUBHBIX JOKYMEHTOB, HEOOXOIMMBIX JJIsl UCIIOJHEHHS 3aIlpoca, Ha
XpaHEHUH B TOCYJAapCTBEHHBIX WJIM B MYHULMNAJIBHBIX apXWBax, OpraHax WU
OpraHu3aIusIX.

Kpurepusimu npunstusi pemieHus 00 oTkasze B MPEAOCTABICHUM MYHHUIIMIAIbHON
YCIIYTH SBJISIETCSl HAaJU4YMe OCHOBaHUH, YKa3aHHBIX B MYHKTE 25 AJIMHUHUCTPATUBHOIO
peryiaMeHra.

KpurepueM mpuHATHS peleHUuss O HEBO3MOXKHOCTM HCIIOJHEHHUS 3ampoca U
NOJATOTOBKM B aJIpeCc 3asiBUTENsl MUChbMa 00 OTCYTCTBUU 3alpalllMBacMbIX CBEIACHUI
SIBJISIETCS OTCYTCTBUE B APXUBHOM OT/IEIE HA XPAHEHUU apXUBHBIX JOKYMEHTOB, a TAKKE
OTCyTCTBHUE UH(POpPMAITUK 00 UX MECTOHAXOKICHHH.

Kputepriem mnOpuHATHS peUIEHUsT O TMOATOTOBKE CHPaBKUM O JOKYMEHTAJIBHO
MOTBEPKIACHHOM (DaKTe yTPaThl apXUBHBIX JTOKYMEHTOB, COJEPKAIUX 3aMpaniiBaeMble
CBEJICHUS, SIBJSICTCS HAJWMYHME aKTOB O HEOOHAPYKEHUU aApXMBHBIX JTOKYMEHTOB, MyTH
PO3bICKAa KOTOPBIX UCUEPTHAHBI, O HEUCTIPABUMBIX OBPEKACHUAX aPXUBHBIX TOKYMEHTOB.



Hal'[paBJICHI/IC 3aIIpOCOB 110 MPUHAAJICIKHOCTH

49. OcHoBaHMEM JId Hayaja BBINOJIHEHUS aJMUHUCTPATUBHOW MPOLEIYpPbI
ABJISIETCS PELIEHUE O HAMPABJICHUH 3aMpoca MO MPUHAJICKHOCTH.

50. JIomKHOCTHBIM JIUIIOM APXHUBHOTO OTJIeNia, OTBETCTBEHHBIM 3a HUCIIOJTHEHUE
aIMUHUCTPATUBHOMN MIPOIICAYPHI, ABISCTCS HAYAIbHUK APXHUBHOTO OTJIENIA.

51. Tlo uToram aHanu3a TEMaTUKHA MOCTYIUBIINUX 3alIPOCOB PAOOTHUK APXUBHOTO
OT/Aella TOTOBUT  CONPOBOAUTEIBHOE THCHbMO O  HANpaBJIEHUWU 3ampoca B
rOCyJJapCTBEHHbIE W MYHUIUINAIbHBIE APXUBBI, OpPraHbl W OPraHU3aALMUU IO
MPUHAJIJIEAKHOCTU MIPU HAJTMYUHU Y HUX JJOKYMEHTOB JJISI HICIIOJIHEHUS 3aIIPOCOB.

52. OmHOBPEMEHHO C TOJATOTOBKOM COMPOBOAMTENILHOIO MHUChMa O HAIPaBICHUH
3ampoca B JPYrHE€ apXWBbl, OpraHbl U OpraHU3aIuu PaOOTHUK APXUBHOTO OTHEla
TOTOBUT YBEJIOMJICHUE WJIM YBEJOMIISIET YCTHO (IIPU JTUYHOM OOpalieHuu B ApPXUBHBIN
OTJIeN) 3asBUTEJISI O HAMPABIICHUH 3apoca MO MPUHAJJICKHOCTH.

53. Cpok HCTIOTHEHUST AIMUHACTPATUBHOM TIPOIIEYPHI COCTABISIET S pabounXx JHEH
CO JIHA PEruCTpalry 3anpoca.

54. Pe3ynpTaToM aJIMHHUCTPATUBHOW MPOLIEIYPHI SBISETCS PETUCTPAIMS MHUChMa
ApPXHMBHOTO OT/I€NIa O HAIIPABJICHHUH 3aIIpOCca MO MPUHAJICKHOCTH, YBEIOMJIEHUS B a/Ipec
3asBUTENISI M OTIpaBKa 3ampoca ¢ COMPOBOJUTEIbHBIM MUCHhbMOM APXHUBHOTO OTJEja B
apXHBbl, OpraHbl W OpraHU3alud MO NPUHAIEKHOCTH, YBEIOMJEHUS - B aJpec
3asIBUTEIIA.

ITouck APXHUBHBIX JOKYMCHTOB, HGO6XOIII/IMBIX JJI UCIIOJTHCHUA
3allpOCOB, U ITOATI'OTOBKA OTBCTOB 3ajABUTCIIAM

55. OcHoBaHueM Jid Hayaja BbBIIOJHEHHUS aJIMUHUCTPATUBHON TIPOLIETYPHI
SBJISICTCS pellieHne pabOTHUKA APXUBHOTO OT/Ie]a O BO3MOYKHOCTH MCIIOJHEHUS 3a1mpoca.

56. JIOMKHOCTHBIM JIUIIOM, OTBETCTBEHHBIM 32 HCIIOJHEHUE AIMUHUCTPATHBHOM
MpOLEAYpHI, SBISETCA HA4YadbHUK  ApPXMBHOTO OTIeNa (3aBEayrOlUil ApPXUBHBIM
OT/ICJIOM).

57. Tlouck apXWBHBIX JTOKYMEHTOB OCYIIECTBIISCTCS PaOOTHUKAMH ApPXHUBHOTO
OTJieJa C MOMOUIBIO CITPABOYHO-TTIOMCKOBBIX CPEACTB.

58. Ilocne BbIABICHHUS HEOOXOJUMBIX AapPXUBHBIX JOKYMEHTOB Ha HMX OCHOBE
OTBETCTBEHHBIM PAOOTHUKOM ApPXMBHOTO OT/I€Jla COCTaBIII€TCS apXHBHAs CIIpaBKa,
apXMBHas BBIMKHCKA WM TOTOBSTCS apXUBHbBIE KOIHUU.

59. OdopmieHre apxXuUBHOM CHpaBKH, APXUBHOM BBIMUCKUA, APXUBHOM KOMHU
OCYUIECTBJISIETCS ¢ COOJIIO/IEHUEM CIIEAYIOINUX TPeOOBaHUMA:

59.1. TekcT B apXUBHOM CIIpaBKe JAE€TCSA B XPOHOJOTUYECKOM MOCIEA0BATEIbHOCTH
COOBITHH C yKa3aHUEM BUJOB apXUMBHBIX IOKYMEHTOB M MX JaT. B apXuBHOI crpaBke
JOMYCKAeTCs IMTUPOBAHUE aPXUBHBIX JOKYMEHTOB.

HecoBnazenne OTIOEIbHBIX JaHHBIX AapPXUBHBIX JIOKYMEHTOB CO CBEJCHUSIMH,
M3JI0’)KEHHBIMH B 3aIIpOCE, HE SABJISIETCS MPETSITCTBUEM ISl BKIIOYEHHUS UX B apXUBHYIO
CIIpaBKy IpU YCJIOBUHU, €CJIH COBMAJCHUE BCEX OCTAIbHBIX CBEICHHI HE BBI3bIBACT
COMHEHHUH B TOXICCTBEHHOCTH JIUIA WK (DAKTOB, O KOTOPHIX TOBOPUTCS B apPXUBHBIX
JOKyMEHTaX. B apXuBHOW cHOpaBKE 3TH JaHHBIE BOCIPOU3BOAATCA TaK, Kak OHH
M3JIOKEHBl B ApXUBHBIX JOKYMEHTaX, a PAacCXOXKJEHUs, HECOBMAJCHUS M HETOYHBIC
Ha3BaHMS, OTCYTCTBHE HMMEHH, OTYECTBA, WHUIIMAJIOB WM HAJIMYUE OJHOIO W3 HHX



OTOBapUBalOTCS B TekcTe crnpaBku B ckoOkax ("Tak B mokymente", "Tak B Tekcrte
opurvHaia").

B mnpuMeuaHusix Mo TEKCTy apXWBHOW CIIPaBKM OrOBapHUBAIOTCA Hepaz00pyYMBO
HaIllCaHHbIE, HCIPABJICHHBIE ABTOPOM, HE MOAJAIOIIMECS IPOUYTCHHUIO BCIIEIACTBHE
MOBpEeXJIeHUs Tekcra opuruHana mecra ("Tak B Tekcte opuruHana", "B Ttekcre
HepazoopuuBo").

B TekcTte apxuBHOW CHpaBKM HE JOMYCKAIOTCA W3MEHEHUs, WCIPaBIICHUS,
KOMMEHTApUH, COOCTBEHHBIC BBIBOJIBI HCIOJHUTENS TIO COJEPKAHUIO aPXUBHBIX
JIOKYMEHTOB, HA OCHOBAaHUU KOTOPBIX COCTaBIICHA apXMBHAas CIIPABKa.

[Tocne TekcTa apXWBHOW CIPABKU MPHUBOIITCS apXuUBHBbIC MUGPHI U HOMEpa
JUCTOB  €IMHUI]  XpaHEHUS  ApXUBHBIX  JOKYMEHTOB, TE€YaTHbIE  U3JIaHMUS,
HCIOJIb30BABIINECS I COCTABJIEHUsI apXUBHOM CIIPaBKU. B TEKCTe apXMBHOW CIIPaBKHU
JIOIYCKAeTCsl MPOCTaBICHUE ApXUBHBIX MIU(POB M HOMEPOB JIMCTOB CIMHHI] XPAHCHUS
apXMBHBIX JIOKYMEHTOB Cpa3y MOCJIE U3NI0KEHHS KaXA0ro (PaKTa Uil COOBITHS.

B apxuBHO# crpaBke, 00b€M KOTOPOW MPEBBIIIAET OJMH JIUCT, JTUCTHI JOJDKHBI
OBITh MPOILIUTHI, MIPOHYMEPOBAHbI M CKPEIUICHBI IEYaThl0 APXUBHOIO OTIENA.

ApxuBHas cripaBka opopMiIsieTcss Ha OJIaHKE apXUBHOTO OTAeNa AJAMUHUCTPALIIH,
MOJAMNKCHIBAETCS HAYaJIbHUKOM ApXUBHOIO OTHEda, 3aBEpSETCs MeYaTbl0 ApXUBHOTO
oTaena AJIMUHUCTPALIUY.

[Ipu HeoOXoAMMOCTH K apXMBHOM CHpaBKE MPUIIAraloTCs KOIMUU apPXUBHBIX
JOKYMEHTOB WJIM BBIIUCKM W3 HHUX, MOJATBEPKIAIOUIME CBEICHUS, HW3JIOKECHHBIC B
apXHBHOM CITpaBKe.

59.2. B apxuBHOH BBINHUCKE HAa3BaHWE APXUBHOIO JIOKYMEHTa, €r0 HOMEp U Jlara
BOCIIPOM3BOJSTCS TMOJHOCThIO. M3BIEYEHUSIMU M3 TEKCTOB AapXWUBHBIX JOKYMEHTOB
JOJDKHBI OBITH HMCUEpIlaHbl BCE HMMEIOIIMECs JaHHbe Mo 3ampocy. Havano u kxoHery
KQ)KJIOTO HU3BJICYEHHUS], a TAKKE MPOIYCKHM B TEKCTE apXUBHOTO JOKYMEHTA OTIEIbHBIX
CJIOB 0003HAYaIOTC MHOTOTOYHEM.

B mpumedaHusix K TEKCTYy apXUMBHOM BBIUCKU JIE€JAIOTCA COOTBETCTBYIOIINE
OTOBOPKM O YACTAX TEKCTa OpWUTHHANIa, HEpa30OpPUYMBO HAMKUCAHHBIX, WCIIPABICHHBIX
aBTOPOM, HE MOJJAIOLIMXCS NPOYTEHUIO BCIEACTBUE IOBPEXKICHHUS TEKCTa M T.[.
OTtpaenbHBIE CIIOBA M BBIPAXKXEHUS OPUTHHAJIA, BBI3BIBAIOLIME COMHEHHS B UX TOYHOCTH,
oroBapuBaroTcs ciioBamu "Tak B Tekcte opurunana”, "Tak B nokymente". [locne Tekcra
apXMBHOW BBIMKMCKU YKa3bIBAIOTCS AapXUBHBIM MUGpP U HOMEpa JUCTOB EIUHUIIBI
XPaHEHUs ApXUBHOTO TOKYMEHTA.

AYTEHTHYHOCTh BBIJAHHBIX [0 3alpocaM AapXHUBHBIX BBIIUCOK YAOCTOBEPSIETCS
NOANMUCHIO PYKOBOJMTEIISI APXMBA U NIEYAThI0 APXUBHOIO OT/ENIa AIMUHUCTPALUH .

59.3. Ha o0opoTe KaXIoro JMcTa apXUBHOM KOMUHU MPOCTABISAIOTCS apXUBHbBIC
mudpsl ¥ HOMEpa JUCTOB €IMHUI] XPAaHEHUs] apXMBHOTO JOKyMeHTa. Bce nucThI
apXMBHOM KOIHUH CKPEIUISIOTCS U HA MECTE CKPEIUICHUS 3aBEPSIOTCS NEYaThIO ApXMBa U
MOANKCHIO €0 PYKOBOJUTENS WIH YIOJHOMOYEHHOT'O TOJKHOCTHOTO JIMLA.

60. PesynbraToM BBINOJHEHUS aIMUHUCTPATUBHOM MpOIEAypbl  SBISETCS
MOJIFOTOBKA apXMBHOM CIIPaBKH, apXWBHOM BBIMHCKH, apXUBHOW KOMHUU JTMOO MUChMa B
aZipec 3asBUTEINI 00 OTCYTCTBUU 3aIlPAIIMBAEMbBIX CBEJICHHM, CIIPABKU O JIOKYMEHTAJILHO
MOATBEPKIECHHOM (DaKTe yTpaThl apXUBHBIX JTOKYMEHTOB, COJEPKAIUX 3alpaniiBaeMbie
CBEJICHUS.



Hal'[paBJICHI/IC H BbIJa4da OTBETOB 3a41BUTCIIAM

61. OcHoBaHumeM [ Hauyajga BBIIOJHEHUS AaJMHUHUCTPATUBHOM MNPOLENYpPHI
ABJIICTCS ~ 3aBEpILIECHUE TOATOTOBKM JOKYMEHTOB, SIBISIOLIUXCA  pPeE3yJbTaTaMU
MPEAOCTABIICHUS  MYHUIMOAIBHOM  YCIOyTH,  yKa3aHHbIX B  IYHKTE 13
AJIMHUHUCTPATUBHOTO PETJIAMEHTA.

62. JIOJKHOCTHBIM JIMIIOM, OTBETCTBEHHBIM 3a HCIOJIHEHHE aJIMUHUCTPATUBHOMN
IpoLenypbl B ApXHUBHOM OTJEINE, SABJISETCS HAYAJIbHUK APXUBHOTO OTJIENA.

63. ApxuBHas CHpaBKa, apXWBHas BBIMHCKA, AapXUBHAs KOMMWS, CIpaBKa O
JOKYMEHTAJIbHO MOATBEPKICHHOM (DaKTe yTpaThl apXUBHBIX JOKYMEHTOB, COJAEp KALIUX
3ampaiivBaeMble  CBEJEHHUS, IUCHbMEHHBIH OTBET 00 OTCYTCTBUM B  apXHBe
3aMpalMBaeMbIX CBEACHHUI BBICBUIAIOTCSA MMOYTOBOM CBSI3bIO MPOCTHIM IMHCHMOM B a/Ipec
3asgBUTENsl B Cilydae oOpallleHUs 3asBUTENS B ApPXUBHBIM OTIAEN IO TOYTE; WIH
BBIJIAIOTCS 3asBUTENI0 HAa PYKU B CJIy4yae JHMYHOrO oOpaiieHus (B TOM 4HCIE Yepe3
M®L), B ciayuyae nojgaum 3asBiaeHus udepe3 III'Y JIO 3asButTens Takxke yBEIOMIISIOT
yepe3 (PyHKIMOHAJ JIMYHOTO KaOUHeTa JIM00 CrioCOOOM yKa3aHHBIM B 3asIBJICHUMU.

64. Cpok OTIpaBKH OTBETOB 3asBHUTEIISIM IO TIOYTE COCTABIIAECT HE OoJiee 3 pabounx
JHEH C MOMEHTa 3aBEpIIEHUsT MOJATOTOBKM AapXMBHOM CIpPABKU, ApPXMBHOW KOIHUH,
apXMBHOW BBIIIMCKHU, CIPAaBKUM O JIOKYMEHTaJbHO MOJATBEPKICHHOM (aKTe yTpaThl
apXMBHBIX JJOKYMEHTOB, COAEPIKALIUX 3alpALINBAEMbIE CBEICHUSI, IMCBbMEHHOTO OTBETA
00 OTCYTCTBHMHM B apXUBE 3alpallMBacMbIX CBEICHUH.

65. ApxuBHas CHpaBKa, apXWBHas BBINHCKA, AapXUBHAs KOMMWsS, CIpaBKa O
JOKYMEHTAJIbHO MOATBEPKIECHHOM (haKTe yTpaThl apXUBHBIX JOKYMEHTOB, COJAEP KALIUX
3ampaiivBaeMble  CBEJIEHHUS, IUCbMEHHBIH OTBET 00 OTCYTCTBUM B  apXHBE
3arpainBaeMbIX CBEICHUH B Cllydae JMUYHOTO OOpalleHus 3asBUTENS] B APXUBHBINA OTIEN
BBIIAIOTCA €My IOJI PACIUCKY HpU NPEIbSBICHUM JOKYMEHTA, YAOCTOBEPSIOIIETO
JUYHOCTh;, JIOBEPEHHOMY JIMIy - MpPU MPEAbSIBICHUM NUCBMEHHOIO pa3pelieHus
rpaxxaanuHa (noBepeHHocTH). llomydarens pacnucblBaeTcss B KypHaje€ BbIJIAuu
aApXMBHBIX CIPABOK, YKA3bIBas JaTy MOITYUYEHUS.

66. PaccMoTpenue 3ampoca CUMTACTCSl 3aKOHUEHHBIM, €CIM 10 HEMY MPHHSTHI
HEO0OXOUMBIE MEpbl U 3asABUTEIh MPOMH(POPMHUPOBAH O PE3YJIbTaTaX PACCMOTPEHHS.
[lucekMo B ampec 3asBUTENs C OOBSICHEHMEM MPHYMH OTKa3a JUOO 00 OTCYTCTBHH
3alpalivBacMbIX CBEIEHUM Ha 3alpoc, MOCTYNHUBIIMM 10 3JIEKTPOHHON IIOYTE,
HaIpPaBJISETCS 0 AIEKTPOHHOM MOYTE.

67. PesynpTaTamu BBIIIOJIHEHUS aIMUHUCTPATUBHOMN MPOLIEAYPHI SIBIISIFOTCS:

- peructpauMsi MU OTIpaBKa IOYTOBOM CBSI3bIO B aJpEC 3asBUTENS  ApXUBHOMU
CIPaBKH, ApXMBHON BBINMCKH, APXUBHOW KOIMHU WIH MUCbMA C OOBSICHEHHEM INPUYHUH
OTKa3a J100 00 OTCYTCTBUU 3alpalluBacMbIX CBEACHUN, UM CIPABKH O TOKYMEHTAJIBHO
MOJTBEPKJIEHHOM (PaKTe yTpaThl apXUBHBIX IOKYMEHTOB, COAEPKALMX 3allpallliBaeMble
CBEJICHUS;

- peructpanus W BblJaya 3asABUTENIO IOJ PACHHUCKy IPH JUYHOM OOpalleHUuu
apXUBHOM CIIPaBKU, apXUBHOM BBIUCKUA WM apXUBHON KOIHH, MUChMa C OOBSICHEHHEM
OPUYMH OTKa3a JUO0 00 OTCYTCTBUHM 3alpallMBacMbIX CBEICHUN WU CIpPaBKU O
JOKYMEHTAJIbHO MOJATBEPKIECHHOM (DaKTe yTpaThl apXUBHBIX JOKYMEHTOB, COAEP KALIUX
3aMnpamrBaeMble CBECHUS.



V. ®opmbl KOHTPOJIS 32 UCTIOJTHEHUEM
AJIMUHUCTPATUBHOTO peTiiaMeHTa

68. HauanpHuk ApXMBHOIO OTJE€Ja OCYHECTBISIET TEKYIIMHA KOHTPOJb
COOJIFOICHUS TIOCJIEOBATEILHOCTH JICCTBUM, OMPEACIEHHBIX aIMUHUCTPATUBHBIMU
MpoueaypaMu o NPeAOCTABICHUIO MYHULIMIIAIBHON YCIIYTY U IPUHATHEM PEILICHUH.

Texymmii KOHTPOJb OCYIIECTBIACTCS MYTEM MPOBEICHUS MPOBEPOK COOIOACHUS
paboTHUKaMU APXHUBHOTO OTJENIa HACTOSIIETO AJIMUHUCTPATUBHOTO pErIaMeHTa.

69. AnMuHHCTpanus  OCYIISCTBISIET  KOHTPOJIb  TOJHOTBI M KadecTBa
MPEIOCTABJICHHUS MYHULUNIAIbHOU YCIIYTH ApXUBHBIM OTHEIIOM.
KonTposns 3a MOJHOTOM M KAadyeCTBOM IIPEIOCTABJIEHUS] MYHULHUIAIBHOW YCIIYTU
BKJIFOYAET B CeOs MPOBEIEHNE MTPOBEPOK C IIEJIbIO BHISBICHUS U YCTPAHECHHS HAPYIIICHUIN
[IpaB 3asBUTEJICH, PACCMOTPEHUE, IPUHITHUE PEIIEHUW MW IIOATOTOBKY OTBETOB Ha
oOpallleHHs] 3asiBUTENICH, COoJepKalluX >KaJIoObl Ha pelieHus, neucTBus (0e3aeiicTBue)
JOJKHOCTHBIX JIULl APXHUBHOIO OTJIEJIA.

70. TlpoBepku MOTryT OBITh IUTAHOBBIMA W BHEIUIAHOBBIMHU (TIPOBOJUTHLCS IIO
KOHKpPETHOMY  oOpamenuto  3asButessi). O  MOpOBEACHUU  TPOBEPKH  M3IAETCS
pacnopspkeHne AIMUHUCTPALIUY.

71. B cnyyae BBISIBJICHUS HApYIICHUH IpaB 3asBUTENICH NPU NPUHITHU PEIICHUH,
IpU COBEpUICHUU AeHCTBUN (0€31eCTBUU) PYKOBOAUTENIEM ApPXUBHOTO OTAENa U
paboTHUKaMU ApPXMBHOTO OTJENIa, OHM HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C
3aKOHOJIATEIBCTBOM.

72. Tlopsimok u ¢hopMbl KOHTPOJIS 3a MPEAOCTABICHUEM MYHUIIUTIATBHON YCIYTH CO
CTOPOHBI rpaXkaaH, 170, o0beTMHEHU 151 OpTraHu3aLH.
KoHTponib cO CTOpOHBI TpaxkaaH, UX OOBEIUHEHUN W OpraHU3aIMil OCYIIECTBISETCS
NOCPEACTBOM HANpPABJIEHUSA NPEMIOKEHUW UM 3aMeyaHuid B AJMUHUCTPALHMIO H
ApXUBHBIA OTIEJ MO IOYTE, B TOM YMCIE DJIEKTPOHHOU. lIpemnoxkenns m 3amevyaHus
TAK)K€ BBICKA3bIBAIOTCS HA JINYHOM MTPUEME Y PYKOBOJUTEISI apXUBHOTO OTAENA.

73. KonTposb cobmoaenus cneruanucramu M®II nocienoBaTebHOCTH ISUCTBUH,
ONPENCIIEHHBIX AaJIMUHUCTPATUBHBIMU MPOLEIYPaMHU, OCYLIECTBISIETCS JUPEKTOPOM
M®II.

V. JlocyneOHnbiii (BHECYIEOHBII) MOPSAOK 00KATOBAHUS pPEIICHUI
u aeiicTBuil (6e31eicTBUS) opraHa, MPe0CTaBIISIONIETO
MYHUITUTIATIBHYIO YCITYTY, a TAKXKE TODKHOCTHBIX JIUII,
MYHHUITUTIATBHBIX CITYKaIIIX

74. 3asgBuTenM UMEIOT MPaBO Ha JocylneOHoe (BHecyneOHOe) o0X»aloBaHHE
pemieHuii u aeucTBuil  (Oe3meNCcTBUSI), MPUHSITHIX (OCYHIECTBISIEMbIX) ApPXHUBHBIM
OTZIEJIOM, JIOJDKHOCTHBIMHM JIMIIAMH ApPXMBHOIO OTAENA, B XOA€ MNPEIOCTaBICHUS
MyHUIUNAIbHOW  ycnmyru. JlocyneOHblid (BHECYNEOHBIM) MOPSAOK OOXaloBaHUS HE
HCKIIIOYAeT BO3MOXKHOCTM OOKallOBaHUs peuieHud u JedcTBuil  (Oe3nercTBus),
OPHUHSTHIX (OCYIIECTBISEMBIX) B XOJI€ MPEIOCTABICHUS MYHHIMIAILHOW  YCIYyTH, B
cynebHoMm nopsiake. {ocyneOnblit (BHECY1€OHBIN) MOPSIIOK 00XKaJOBaHUS HE SIBISIETCS
TUTS 3asIBUTENISL 00s13aTEIbHBIM.

75.3as1BUTENH MOKET OOPATUTHCS C KAIOOO0M B CIEAYIOMIMNX CIy4asx:



1) HapylIeHue cpoKa PErHCTpaIMy 3asABJICHUS O MPEJOCTABICHUN MYHHIIUIIATBHOM
YCIIYTH;

2) HapyllIeHHEe CPOKa MPEIOCTABIECHUS MyHUIIUTIAIBHON YCIIyTH;

3) TpeboBaHuE y 3asBUTENS JOKYMEHTOB, HE MPEAYCMOTPEHHBIX HOPMATHUBHBIMHU
npaBoBbIMU aktamu Poccuiickonn ®denepanuy, HOPMATUBHBIMU IIPABOBBIMU aKTaMHU
Jlenunrpasackoit 001acTu 1Sl IPEAOCTABICHUS MYHUIIUTIATLHON YCIIYTH;

4) orkaz3 B nOpuUEME JOKYMEHTOB Yy 3asBUTENS, MNPEIOCTABICHUE KOTOPBIX
MPEIYCMOTPEHO HOPMATHUBHBIMM NpaBOBbIMM akTaMu Poccuiickon ®Dexnepanun,
HOPMAaTUBHBIMHM TPaBOBbIMH akTaMu JIeHMHrpajackoi o05acTu, i MPeAOCTaBICHUS
MYHULMIIATBHOW YCIIyTH;

5) oTKa3 B IPENOCTABICHUN MYHULMIIAIBHON YCIyTH, €CJIM OCHOBAHHUS OTKa3a HE
NPEeIyCMOTPEHbl (eiepalbHBIMU 3aKOHAMH U MPHUHATHIMH B COOTBETCTBUU C HHUMH
VHBIMU HOPMATHBHBIMM IIPAaBOBbIMU akTaMu Poccuiickoii denepannn, HOpMaTUBHBIMHU
MpaBOBbIMU akTaMu JIeHuHTrpaackoi 00IacTu;

6) 3aTpeboBaHUE C 3asABUTEINISI MPU MPETOCTABICHUM MYHUIUMINAIBHOW  yCIYTH
IJIaThl, HE TNPEAYCMOTPEHHOW HOPMATHUBHBIMH NIPaBOBBIMH akTamu Poccuiickoi
®enepany, HOPMATUBHBIMU MPABOBBIMU aKTamMu JIEeHUHIpaacKoil 06nacTy;

7) OTKa3 B MUCHpPABJICHUM JAOMYIICHHBIX ONEYaTOK M OIIMOOK B BBIJAHHBIX B
pe3ysbTaTe MpelOCTaBICHUS MYHUUMIIAIBHON YCIyrd JTOKyYMEHTax JU00 HapylleHue
YCTaHOBJIEHHOTO CPOKA TaKMX UCIIPABICHUM.

76. Tlpenmerom mocyneOHOro (BHecyneOHOro) oOXaloBaHUS SIBJISIOTCS PEIICHHE,
nevictBue (Oe3neiicTBUE) APXUBHOTO OTHAENA, MODKHOCTHBIX JIMII APXUBHOTO OTENA,
OTBETCTBEHHBIX 34 NPEJOCTABICHUE MYHULIUIIAJILHON YCIYTH.

77. XKanoba nomaércs B ApXUBHBINA OTAEN, AJMUHUCTPAIMIO B MTUCEMEHHOMN (hopme
Ha OyMa)XHOM HOCHUTENIE WM B 3JEKTpoHHOU (opme. COOTBETCTBYIOIIKE KaI00bI
paccMaTpHUBaAIOTCS HEMTOCPEACTBEHHO I1aBOM AJIMUHUCTPALUU.

78. OcHoBaHMeM g Havala MPOIEAYPH AOCyAcOHOTO (BHECYIEOHOTO)
00>kajoBaHMs SIBJISIETCS MOJava 3asBUTEIEM KajJo0bl B COOTBETCTBUU C TPEOOBAHUSIMU
yactu 5 ctateu 11.2 @enepanproro 3akona ot 27 urong 2010 roma  Ne 210-03 «O6
OpraHu3aliy NMPEAOCTABICHHS TOCYJAPCTBEHHBIX U MYHHIMNAIBHBIX YCIYT».

79. XKanoba moxeT ObITH HampaBiieHa Mo MouTe, yepe3 MOILI, ¢ ucnoapzoBaHUEM
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON cetu «HTepHeT», oQuIMalbHOTO caiiTta
AJMUHUCTpAIMH, €IUHOTO MOpTaia roCyAapCTBEHHBIX U MYHUIMIAIBHBIX YCIYT JIMOO
PETHOHAIBHOTO MOPTAJIa TOCYJAPCTBEHHBIX MU MYHUILIMNAIBHBIX YCIYT, a TAKXKE MOXKET
OBITh MPUHSTA IPU JIMYHOM MPUEME 3asIBUTETIS.

80. 3asgBuTenb HMeeT NPaBO Ha TNOJy4YeHHE HWH(OpMAUMU U JTOKYMEHTOB,
HEOOXOJMMBIX [IJISi COCTaBJIEHUS M OOOCHOBaHHUSA >KaJOOBI, MPU YCIOBUHU, YTO ATO HE
3aTparuBaeT IpaBa, CBOOOJIbI U 3aKOHHBIE MHTEPECHI APYTUX JHI], U €CJIH YKa3aHHbIE
uH(popMaus U TOKYMEHTHI HE COAEpPKaT CBEICHMM, COCTABIAIOIINX TOCYJAPCTBEHHYIO
WM UHYIO OXPAaHSIEMYIO 3aKOHOM TalHYy.

81. JKamoba mOAIEKHUT PACCMOTPEHUIO JIODKHOCTHBIM JIMIIOM, HAJEJICHHBIM
MOJIHOMOYMSIMH IO PAaCCMOTPEHHUIO 7kasio0, B TedeHue 15 aHel co AHS ee perucTpaiui, a
B cllydyae 00’KaJOBaHMsI OTKa3za APXMBHOIO OT/AEJNA, JOHKHOCTHOTO JMla ApPXHBHOTO
oTaena B IpuéMe JOKYMEHTOB Yy 3asBUTENS JMOO B HCHPABICHUU JOMYIIEHHBIX
OMeYyaToOK M OMMOOK WJIM B ciay4yae 00KajJoBaHUS HApYIIEHUS YCTaHOBJIEHHOI'O CPOKa
TaKUX UCIPABJICHUMN - B T€UEHUE MATU pabOUMX JHEH CO JHS €€ perucTpaluu.



XKanoba Ha  pelieHwe, TMPUHATOE  HAYAIBHUKOM  ApXUBHOIO  OT/ENa,
paccMaTpuBaeTcs B TeueHue 15 aHel co qHs ee perucrpaiuu.

82. HcuepmnbiBarollMii TEpeueHb CIIy4yaeB, B KOTOPBIX OTBET Ha aloly
HEe TaéTcs:

82.1. Hanuuue B kanobe HEIEH3YpPHBIX JIMOO OCKOPOUTEIbHBIX BBIPAKEHUH, YTpo3
KU3HU, 3I0POBBI0 U MUMYILIECTBY JOKHOCTHOTO JIMIA, a TAKXKE WIEHOB €ro cembu. B
JaHHOM CiIy4ae rpakJaHUHY, HalpaBHUBIIEMY 3Kajo0y, cOOOIIaeTcs O HEAOMYyCTUMOCTH
37I0YTIOTPEOICHUS TTPABOM;

82.2. B cnyuae, eciiu B MUCbMEHHOMU jkano0Oe He yKazaHbl (paMuiIusl TpakJaHUHA,
HAIPaBUBIIETO kaj00y, WU MOYTOBBIM aipec, MO0 KOTOPOMY JAOJKEH OBITh HalpaBieH
OTBET;

82.3. B ciydae, ecinu TEKCT MMCbMEHHOM JKaJI00Obl HE MOAIAETCS MPOUYTEHUIO, OTBET
Ha Xajo0y He JaeTcsi M OHAa HE MOJICKHUT HalpaBICHUI0 HA PAaCCMOTPEHHE B OpraH
MECTHOTO CaMOYIpPaBJIEHUS WM JIOJDKHOCTHOMY JIMILy B COOTBETCTBUM C UX
KOMIIETEHIIMEH, O 4eM B T€UEHUE CEMH JIHEW CO JIHA PErucTpaluu Kano0bl cOOOIIaeTCs
IpaKJaHUHY, HallPABUBIIEMY kano0y, eciu ero (hamMuiivs U MOYTOBBIN aApec MOANAI0TCS
MIPOUYTEHUIO.

83. Ilo pe3ynpTaTaM pacCMOTpEHHsS >KajgoObl  opraH  (OpraHm3aus),
MPEAOCTABIAIONMN  MYHUIIMOAIBHYIO YCIYTry, NPUHUMAEeT OJHO H3 CIEAYIOIIHNX
pELICHUN:

1) ynoBrnerBopsieT xanody, B TOM uuciie B (opMe OTMEHBI MPUHITOTO pEIIeHUs,
UCIIpaBJICHUS  JIOMYIIEHHBIX  OpraHoM  (opraHuzanueil),  MNPeJOCTABISIIOIIIM
MYHUIIMTIAJIBHYIO YCIYTy, OIEYaTOK M OMHUOOK B BBIIAHHBIX B pe3yJbTaTe
MPEAOCTABICHUS] MyHULIMITAIIBHOW YCIYTH JOKYMEHTAaX, BO3BpaTa 3asBUTENIO JEHEKHbBIX
CPEACTB, B3UMaHUE KOTOPHIX HE MPEAYCMOTPEHO HOPMATUBHBIMU MPABOBBIMU AKTAMH
Poccuiickoii deneparium, HOpMaTUBHBIMU MPABOBBIMU akTamMu JICHUHTpaJICKON 00J1aCTH,
a TaKXe B UHBIX (hopmax;

2) OTKa3bIBAET B YJIOBJIETBOPEHHUH KaJIOOBI.

84. He mo3anee AHS, CIAEAYIONIErOo 3a JHEM MPUHATUS pEUICHUS MO Kalooe,
3asgBUTENI0 B MHCHbMEHHON (OpMe M MO JKETaHHWIO 3asBUTENS B JJIEKTPOHHON (opme
HAIPAaBIIAECTCS MOTUBHPOBAHHBIA OTBET O PE3yJIbTaTaX PACCMOTPEHUS JKaJOOBI.

85. B ciydae ycTaHOBIIEHUS B XOJ€ WU MO pe3yibTaTaM PacCMOTPEHHS KaloOBbI,
NPU3HAKOB COCTaBa AaJMHMHHCTPATMBHOIO MPABOHAPYIICHUS WM MPECTYIUICHUS,
JOJDKHOCTHOE JIUIIO, HAJEJICHHOE TOJHOMOYMSIMU II0 PACCMOTPEHHIO Kajaold B
COOTBETCTBUM C HACTOSIIUM PErIaMEHTOM, HE3aMEJIUTEIIbHO HAIPaBJIsSEeT UMEIOIIHECs
MaTepHalibl B OpraHbl MPOKYPATYPHI.



[Tpunoxenue 1

K AZIMUHUCTPATUBHOMY PETJIaMEHTY
MPEIOCTABICHHUS MYHULIMTIATBHON YCIIYTH

«Bp11aua apXUBHBIX CIIPABOK, apXUBHBIX

BBIITMCOK M KOMHUI apXUBHBIX JOKYMEHTOB,
CBSI3aHHBIX C COLIMATIBHOM 3aILMTON IPa)KJaH,
MPEeyCMaTPUBAIOIINX WX TICHCUOHHOE 00ECTICUCHHUE,
a Tak>Ke MOJIyYeHUE JIbIOT U KOMIIEHCALIUi B
COOTBETCTBUU C JECUCTBYIOIIUM 3aKOHOAATEIHCTBOM
Poccuiickoit ®eneparum»

Anpecar:
(HammMeHOBaHUE APXUBHOTO OTJIENa,
B KOTOPBIM HAIpPaBIISETCS 3ampoc,
MOYTOBBIN aJpec)

3asBUTEIH

(pammust, UMs1, OTIECTBO)
Anpec 3asaBUTENSA:
KoHnTakTHBII TenedoH:

3AIIPOC

3anpaimBaeMblil JOKYMEHT UIH HHQOpMAaIIHs

I[OKyMeHT HGOGXOZ[I/IM AT IPpEACTABJICHUS B

(YxazaTp opraH, OpraHH3aIiio, Kya OyeT nepeiaH TOKyMEHT WM KO JOKYMEHTA)

CBezieHHs 0 3asBUTEIIE B CIIy4yae, €CJIM OH SIBJISIETCS JOBEPEHHBIM JINLIOM
[IpencraButens GU3NYECKOTO JIUIA 10 TOBEPEHHOCTH:

JIOBEpEHHOCTD:

(KeM ¥ Kor/ia BbIJIaHa)

JIOKyMEHT MpoLly BbIIATh HA PYKU
JIOKyMEHT IpOILLy BBICIATH 110 I10YTE

MOAYEPKHYTh HE0OXOAMMOE

Jlata cocTaBieHus IToanucek 3asBUTENA



[Tpumepnas dhopma 3asBICHHS

[Tpunoxenue 2
K AZIMUHUCTPAaTUBHOMY PEIJIAMEHTY...

Anpecar
(HammMeHOBaHHE APXUBHOTO OT/IENA,
B KOTOPBIA HAIpaBJISETCS 3aMpoc,
MOYTOBBIN apec)
3AITPOC

3anpammBaeMblii JOKYMEHT WK HHPOpMaLus

CopneprkaHue 3arpammBaeMoro J1okyMmeHTa (o uem?)

CaeneHust 0 TOBEPEHHOM JIUIIE FOPUIUUECKOTO JHIIA
JIoBEpEHHOCTS:

(keM ¥ Korja BblJaHa)

JIOKyMEHT BBLIAaTh HA PYKU
JIOKYMEHT BBICIIATh 110 1I0YTE

TToA9epKHYTh HE0OX0IUMMOE

JIOJIKHOCTB ITonnuce Pacmm¢poBka noanucu



[Tpumepnas dhopma 3asBICHHS
CocraBnsiercs Ha OJaHKE IOPUAMYECKOTO JIUIIA

[Tpunoxenue 3
K AIMUHUCTPAaTUBHOMY PETJIAMEHTY...

biok-cxema
[OCJIE0BATEIILHOCTH JAEUCTBUHI
MPEIOCTABICHUSI MYHUIIUNTAIBHON yCyru « Beigaya apXUBHBIX CIIPABOK, aPXUBHBIX BBIMMUCOK U
KOIIUI apXUBHBIX JOKYMEHTOB, CBSI3aHHBIX C COUMAIIBHOM 3aIUTON I'pakJIaH,
MpeAyCMaTPUBAIOIINX WX TICHCHOHHOE O0ecreueHre, a TakKe MOJIyuYeHHE JIbroT U
KOMIICHCAIMKA B COOTBETCTBUM C JEUCTBYIOIIUM 3aKOHOAATEIbCTBOM Poccuiickoint Denepannmn»

IHocTynuienue 3anpoca B ApXUBHbIH 0Te]
(M3 MO®II, Ha ntuunoM npuéme, 1Mo 31EKTPOHHBIM KaHaJlaM CBSI3U, TIOYTOBOM CBSI3bIO)

Perucrpanusi 3anpocoB U nepeaayda ux Ha UCIOJITHEHHE

AHaJIN3 TEMAaTHKH MOCTYIINBHIHX 3alIPpOCOB

/

B
[Tonck apXUBHBIX
JOKYMEHTOB, HEOOXOIMMBIX
JUISL KCIIOJIHEHUS 3aIllpOCOB, U HanpasiieHne 3anpocoB 1o
MOJIOTOBKA OTBETOB NPUHAJIEKHOCTH
3asBUTEISIM

Brigaya win oTnpaBka oTBeTa
(BpITaua OTBETA HA JTMYHOM MPUEME, OTIIPAaBKa OTBETA MTOYTOBOM CBSI3bIO MIIM HAIPABICHUE
oTBeTa B M®II 11t BbIAaYM 3asIBUTEITIO)

3aBepmeHI/le MnmpeaoCTaBJICHUA MyHHHHHaﬂLHOﬁ yYcayru




[Tpunoxenue 4
K AIMUHUCTPAaTUBHOMY PETJIAMEHTY...

Nudopmanus o mectax HaxoxJeHus U rpaduke padboThl, CIPABOYHBIX TeiePOHAX U
azpecax 3IeKTPpOHHOM 1mouThl MOI]

Ne HaumenoBanue IMouTtoBbIii agpec I'papux Anpec daekrponnoii | Teaedon
n/n M®I] padoThI MOYTHI
1. Oumman I'BY JIO 188681, Poccus, |C 9.00 no 21.00,| mfcvsev@gmail.com| 456-18-88
«MODL» JlenuHrpanckas €XEHEBHO,
«BceBomoxckuii» 00J1aCTh, 0e3 mepeppiBa
n. HoBocaparoska,
Lentp, 1. 8
2. Ounuan I'BY JIO 188761, Poccus, |C 9.00 no 21.00, . .
«M®DIL» JlennHrpanackas eXKEIHEBHO, mfcprioz@gmail.com
«IIpnosepckuin» 001acTh, 0e3 nepepniBa
r. [Tpnosepck, yi.
Kanununa, n. 51
3. Owman I'BY JIO 187002, Poccus, |C 9.00 no 21.00, mictosno@amail.com
«MODL» JlenuHrpanckas €XEHEBHO, '
«TocHeHckuit» 00J1acTh, yiI. 0e3 mepeppiBa
Coserckas, 1. 9 B
4| @mwman IBYJIO 188410, €900 20 21.00,\ 0 o 10s0vo@gmail.c
«M®DIL» €XKEIHEBHO,
«BonocoBckuiny Jlenumrpazcias 0e3 nepepniBa om
0011., T.Bonocoso,
ycaas0a CXT, 1.1
outepa A
5. Owman I'BY JIO 188800, Poccus, |C 9.00 mo 21.00,] mfcvyborg@gmail.co
«M®OL» Jlennnrpanackas €XKEIHEBHO, m
«BwI0oprekuii» obmacth, T.Be10OpT, | 6€3 mepepniBa
yi. Bok3anbHasi,
.13
6. Ounuan 'Y JIO 187550, C9.00 oo 21.00,
«M®OL» Jlennnrpanckas €XKEIHEBHO,
«TuxBUHCKHII» obnactp, . TuxBuH, | 0e3 mepepsiBa
IMukpopaiion, 1.2
7. I'bY JIO «M®II» 188641, Poccus, ITH-YT — mfc-info@lenreg.ru | 577-47-30
«BceBonOXKCKUI Jlennnrpanckas | c 9.00 go 18.00,
00J1aCTh, InT. —
BceeBonoxckuii | ¢ 9.00 go 17.00,
paioH, zep. IIEpEPHIB C
Hosocaparoska- | 13.00 go 13.48,
LEHTp, 1.8. BBIXOJHBIE JTHHU -

[TouToBEIN anpec:
191311, Poccus,
Canxrt-IlerepOypr,

yi. CMonbHOTO, 1.3,

nutep A.

c0, BC.



mailto:mfcvsev@gmail.com
mailto:mfcprioz@gmail.com
mailto:mfctosno@gmail.com
mailto:mfcvolosovo@gmail.com
mailto:mfcvolosovo@gmail.com
mailto:mfcvyborg@gmail.com
mailto:mfcvyborg@gmail.com
mailto:mfc-info@lenreg.ru

Dumuan I'bY JIO
«M®DIL»
«ITogmopoxckuin»

187780, Poccus,
JlenuHrpanckas
001acTh,
r.Ilognopoxee,
yn.Cupckas, 32




[Tpunoxenue 5
K AIMUHUCTPAaTUBHOMY PETJIAMEHTY. ..

AHKETA - 3ASBJIEHUE

Anpecar:
(HauMeHOBaHME APXHBHOTO OT/IEA,
B KOTOPBIM HaIpaBJIsieTCs 3asBIICHUE, MTOYTOBBIN a/Ipec)
3asBUTEIH

(pamums, uMs1, OTIECTBO)

Anpec 3asBUTENA:

KoHTakTHBIH TenedoH:

1. ®amwuus, IMs, OTISCTBO B HACTOsIIEe BpeMsl (8 nepuood
pabomul)

N

Jlata poxaenus
3. Hazpanue npeanpusarus (yuapexacHus)

HomxHocTb (podeccust)
JlaTa mocTyruieHus: Ha padoTy (¢ yKazaHuem yucia, mecsaya,
200a)
6. JlaTa yBoabHEHHUS ¢ pabOTHI (C yKa3aHuem Yucia, meciyd,

200a)
7. XapakTtep 3anpalirBacMbIX CBEICHUIL:

o B

O CTAXCE (mepuon)

0 3apabOTHOM IJIATE (nepuon)

0 Kypcax (mepuon)

0 XapaxkTepe pabOoThI (nepron)

O o o o o

CBOM BapUaHT
(mepuo)

8. Kyna u s kakoit nenu tpedyercs
CIIpaBKa

JloBEpEHHOCTH

[Ipoiry apxuBHYIO CIpaBKYy:

(] BBICJIATH IO aJpeECy

(] BBIIATH HA PYKHU

Jlata «  » 20 r. [Toanucek 3asgsBUTEIIS

Bx. Ne OT « » 20 I.
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