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O6 yTBEpPXAEHUN aAMUHUCTPATUBHOIO pernameHTa npeaocTaBneHuns
MyHuUMnanbHon ycnyrn « OpraHmsaumsi MICNOMHEHMS roCcy4apCTBEHHbIMWN apXuBamun cybbekToB
Poccuiickon ®egepaumm 3anpocoB Ha NoslydYeHne apXmUBHbIX CNPAaBOK, apXMBHbIX BbIMUCOK U
apXMBHbIX KOMWI, CBA3aHHbIX C cOLMaribHOW 3alLMTON rpaxaaH, npegycMaTpuBaroLLen nx
NneHCnoHHoe obecneveHne, a Takke nonydYeHue nbroT U KOMNeHcauun B COOTBETCTBUN
C 3akoHogaTenbcTBOM Poccuiickon ®enepauyumn»

B cootesetctBUM C DepepanbHbiM 3akoHoOM oT 27 wuwona 2010 roga Ne 210-93
«O6 opraHuszaummM nNpeaocTaBfieHUst  FOCYOAPCTBEHHbIX U MYHUUMNANbHbLIX  YCAYry,
noctaHoesneHnem AgmuHucTpaumn Terynbgetckoro panoHa oT 4 umwoHa 2019 ropga Ne 227
«O6 yTtBepxaeHun lMopsagka pa3paboTkm M yTBEPXKAEHUA aAMUHUCTPATUBHLIX PErnaMeHToB
npeaocTaBneHns MyHUUMNAnbHbIX YCIyr Ha TepputopuM MyHMUMNANbHOro obGpa3oBaHus
«TerynboeTckum panoH»

MOCTAHOBIIALO:

1. YTBEpAUTb agMUHUCTPATUBHBIN perfiameHT npeanoctaBneHnss MyHUUMnansHOW ycnyrm
«OpraHunsaunsa McnonHeHMsa rocygapCTBeHHbIMM apxmBamu cybbekToB Poccunckon denepauun
3anpoCcoB Ha Nosly4YeHne apXxmBHbIX CMPaBOK, apXMBHbIX BbIMMCOK M apXUBHbIX KOMWKW, CBA3AHHbIX
C couManbHON 3almnTon rpaxaaH, npegycmMaTpuBaloLLen X NneHcMoHHoe obecneveHne, a Takke
norlydeHne nbroT W KOMMEHCauMn B COOTBETCTBUMM C 3aKoHoLaTenbCTBOM Poccumnckon
degepaumm» CoOrnacHoO NPUNOXEHUIO.

2. Hactosiwee noctaHoBneHue onybnukoBaTb (0obHapogoBaTb) B MHMOpMaUMOHHOM
GionneteHe MyHMUMNanNbHOro ob6pas3oBaHWs  «TerynbAeTCKMn  paroH» U pasMecTuTb
B MH(OPMaLMOHHO-TENEKOMMYHUKALMOHHON ceTn «WHTepHeT» Ha oduynanbsHOM cante
AomMmnHucTpauumn TerynbgeTtckoro paroHa http://teguldet.tomsk.ru.

3. Hacrtosiwee nocTtaHOBNeHMe BCTynaetr B CWUNy Tnocrne ero oduumanbHOro
onybnukoBaHna (obHapopoBaHusa) B MHdopMauMoOHHOM  GronneTeHe  MyHMLMNanbHOro
obpasoBaHna «TerynbaeTCKNin panoH».

4. Tlocne  odwuumanbHoro  onybnukoBavuss  (0B6HapogoBaHMsl)  HACToOSALLEro
noctaHoesneHnsa B VIHpopmaumoHHOM  OronneteHe  MyHuuMnanbHoro  obpasoBaHus
«Terynb4eTCKkui panoH» Npu3HaTb YTPaTUBLLMMU CUIY:

nocrtaHosneHne AgmuHucTpaummn Terynbgetckoro panoHa ot 21 asrycta 2014 roga
Ne 381 «O6 yTBEpPXAEHUN aAMUHUCTPATMBHOIO pernaMmeHTa npeaocTaBneHns MyHULMNansHON
ycriyru  Ha  TepputopuMM  MyHuMUMNanbHOro  obpasoBaHus  «TerynbOeTCKMin  panoH»
«lMpepocTtaBneHne apxmBHLIX CNPaBOK WM KOMUA apXMBHbIX [OOKYMEHTOB, CBSiI3aHHbIX
C coumanbHOW 3almnTon rpaxaaH, npeaycmaTpumBatoLLmMx X NEHCMOHHOE obecneveHne, a Takke
nosiyyeHMe nbroT U KOMMEHcaumn B COOTBETCTBUM C 3akoHodaTernbCTBOM Poccuiickon
depepaumm (MCNOMHEHWE 3anpOCOB COLMAanbHO-NPABOBOrO Xapakrepa) MyHMUMNanbHOro
obpa3zoBaHust «TerynbaeTCKUi PanoHy;

noctaHoBrneHne AgMuHucTpauum TerynbaeTckoro pamoHa ot 22 noHa 2016 roga Ne 189
«O BHeceHUM W3MEHeHUW B MOCTaHoOBNeHune AgmMuHUCTpaumum TerynbaeTckoro pavioHa
oT 21.08.2014 Ne 381y;
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nocraHosneHne AgMmunHuctpaumm TerynbaeTtckoro pamMoHa ot 17 masa 2017 roga Ne 230
«O BHeCeHMM WN3MEHEeHU B NOCTaHOBMEeHWe AOMUMHUCTPaUMM TerynbOgeTCKoro panoHa oT
21.08.2014 Ne 381»;

noctaHoBneHne AAMUHUCTpauun TerynbaeTckoro panMoHa oT 22 Hoabpsa 2017 roga
Ne 561 «O BHeCeHWN U3MeHeHUn B NnocTaHoBreHne AgMuHUCTpauuu TerynbOeTcKoro panoHa
o1 21.08.2014 Ne 381y;

nocTaHoBneHne AgMuHUCTpaumm Terynbaetckoro panoHa ot 19 ceHTtabpa 2017 roga
Ne 470 «O BHECEHUN M3MEHEHUIN B NOCTAHOBNEHWEe AMUHUCTpaLMK TerynbgeTCKoro panoHa
o1 21.08.2014 Ne 381».

5. KOHTponb 3a WCMOSIHEHWEM HACTOSALLEro MOCTaHOBMNEHMUS BO3NOXWUTb Ha MNepBOro
3amectutens [nasbl Terynbgetckoro panoHa CanyTtuHa O.B.

maBa TerynbgeTckoro panoHa N.A. KnuwnH

Tpodmmoa TatbsiHa FOpbeBHa
8(38246) 2-12-88
tgd-arhiv@tomsk.gov.ru



Mpunoxexwue

YTBEPXOEH

nocTaHoBNeHNeM AOMUHUCTPaLMK
TerynbgeTckoro panoHa

o1 00.00.2022 Ne 000

AOMUHUCTPATUBHbIV PEFMAMEHT
npenocTaBneHns MyHuumnansHom yenyrm « OpraHmsaumnsa NCnosiHEHNSA rocyaapCTBEHHBIMU
apxmBamu cy6bekToB Poccunckon epgepaumm 3anpocoB Ha NOfyYeHNEe apXMBHbIX CMPaBOK,
apPXMBHbIX BbIMUCOK N apXMBHbIX KOMWUI, CBA3aHHbIX C COUMAanbHOM 3aLlMTON rpaxkaaH,
npeaycMmaTpmBatoLen nx NeHCMOHHoe obecneyeHne, a Takke NoslyYeHne nbroT 1 KoMneHcaumm
B COOTBETCTBUU C 3aKoHOAATENbCTBOM Poccurckon degepaumm»

1. O6wme nonoxeHns
1.1. lMpegmeT perynupoBaHna AAMUHUCTPATUBHOIO perfiaMmeHTa

1.  AOMWHUCTPATMBHbLIA  pernamMeHT MpedocTaBfeHns  MyHUUUNanbHOW  YCRyru
«OpraHunsauus UCNosIHEHUS roCyAapCcTBEHHLIMN apxmBammn cybbektoB Poccuinckon denepaumm
3arnpocoB Ha MOSfyvYeHWe apxXMBHbIX CrpPaBOK, apXUBHbLIX BbLINMUCOK W  aPXUBHbLIX KOMUH,
CBSI3aHHbIX C COUManbHOW 3alWuTOW rpaxgaH, npegycMmaTpusarolwen WX MNeHCUOHHOoe
obGecneyeHne, a Takke MNOMyYeHMe nbroT M KOMMEeHcauuMi B  COOTBETCTBUU C
3akoHogaTenbctBoMm Poccuinckon depepauuny» (panee - AOMUHUCTPATMBHBLIA pernameHT)
yCTaHaBnvMBaeT CcTaHdapT MpefocTaBneHns MyHUUMNanbHOW YCryru UCMOSIHEHNE apXMBaMu
3anpocoB Ha MOMyYeHWE apXMBHbIX CMPaBOK, apXUBHbIX BbLIMUCOK WM aAPXUBHbLIX KOMWUM,
CBA3aHHbIX C cCouuWanbHOM 3alMTON rpaxgaH, npegycMmaTpuBalowen WUX MNEeHCUOHHOEe
obecnevyeHne, a Takke MOSlydeHMEe NbrOT W  KOMMEHCauunM B  COOTBETCTBUM C
3aKkoHogaTensctBom Poccunckon depepaumn (ganee -  MyHMuMnanbHaa — ycriyra)  Ha
TeppUTOpUN MyHUUUNanbHoro obpasoBaHna «TerynbaeTckum PanoH», cocTas,
nocrnegoBaTenbHOCTb U CPOKU BbINOMIHEHUS agMUHUCTPATMBHLIX MNpoueayp (4enctsun) no
npefoCTaBEHNIO MYHUUMNANBHOW  YyCryrn, TpeboBaHMs K NOpsAaKy WX  BbINOSHEHUS,
OpMbl KOHTPONS 3@  MCNOMHEeHMeM  AAMWHUCTPATUBHOIO  pernameHTa, [[ocyaebHbIn
(BHecynebHbIn) nopsgok  obxanosaHus peweHnn wn  gencteun  (6e3gencTems)
AgmuHucTpaumm  TerynbaeTcKoro panoHa, Beayllero cneumanucta no paborte ¢ apxXvBHbIMU
AOKyMeHTamu AgMuHuUcTpaumn TerynbaeTckoro panoHa (ganee — CneunanncT), OMMKHOCTHbIX
nny, AgMuHuUcTpaumn TerynbaeTcKoro panoHa, MyHUUMNanbHbIX CIyXKallmx.

1.2. Kpyr 3asButenen

2. 3asgBuTensaMM Ha nonyyeHne MyHUUMNAnbHOM YCrnyrn ABNAITCA U3NYecKne
nuua, rpuandeckue nuua (ganee - 3aaBUTenb).

3. WHTepechbl 3aaBuTEnen, ykasaHHbIX B NYyHKTe 2 HacTosAwero AOMUHUCTPATUBHOIO
pernameHTa, MOryT MpeactaBnATb Nnuua, obnagatrowme COOTBETCTBYHOLMMU MOMHOMOYUSAMU
(banee — npegcraBuTensb).

1.3. TpeboBaHus K NopsiaKy MHPOPMUPOBAHUS
0 nopsake npegocTaBneHnss MyHUUUNanNbLHOM yCcryru



4. NHdopmmpoBaHue o nopsiake npegocTaBfieHNa MyHULMNANbHON  yCcnyru
ocyLlecTBnsaeTcs:

1) HenocpeacTBEHHO nNpu  NUYHOM npueme 3aasutend B AgMUHUCTpaUMK
TerynbgeTckoro pavioHa (ganee — YNOSTHOMOYEHHbIA OpraH) unm B MHOTOYHKLMOHaNbHOM
LEeHTpe npeaocTaBneHnsa MyHuuunanbHbiX yenyr (qanee — MoLl);

2) no TenedoHy B YNonHoMo4eHHon opraHe unm MoLl;

3) MMCbMEHHO, B TOM YMUCIe NOCPEACTBOM 3MEKTPOHHOM NOYThl, PaKCUMUIBHOW CBA3N;

4) nocpeaCcTBOM pa3MeLLEHNA OTKPbITON U JOCTYNHOW MHPOPMaLIN:

B (peneparnbHOM rocygapCTBEHHOW WHGOPMaUUOHHOW cucteme «EauHbIin nopTtan
rocyaapCTBEHHbIX M MyHMUMNanbHbIX ycnyr (yHkumn)» (https://www.gosuslugi.ru/) (oanee —
EMry);

Ha oduumansHoM cante YnosHoMmoveHHoro opraHa (http:// teguldet.tomsk.ru);

5) nocpeactesoM pasmeweHuss  uMHopMauMM  Ha  MHPOPMALMOHHBIX — CTeHOax
YnonHomoyeHHoro opraHa nnu MoL|.

5. HhopmmnpoBaHue ocyLLecTBsSeTcs no Bonpocam, KacarLmuMcs:

cnoco6boB nNogayn 3asBneHnst 0 NPegoCTaBNeHNN MyHULMNANbHOW YCIYIu;

agpecoB YNonHOMO4YeHHoro opraHa n MOL|, obpalleHus B KOTOpble Heobxoaumo ans
npefocTaBfieHnUss MyHULUMNANbLHOW YCNyru;

CnpaBOYHOM WH(popMaumm o paboTe YNOnHOMOYEHHOro opraHa (cneuynanucta
YnonHomoyeHHoro opraHa (ganee — Cneuuanncr));

OOKYMEHTOB, HeobxoOouMbIX ANS NpefoCTaBfeHUs MyHUUMManbHOW YCNyru U YCryr,
KOTopble ABNATCA HeobxoamMMbiMn 1 0ba3aTenbHbIMM ANA NPeAoCTaBNeHNs MyHULMNAanbLHOM
ycnyru;

nopsakKa u CpoKOB NpeaocTaBrneHna MyHUUUNansHOW yCnyru;

nopsiaka MNonyvYeHus CBeEHUn O Xo4e PacCMOTPEHUs 3asiBIieHMs O NpedocTaBneHun
MYHUUMNANbHOW YCNyru 1 0 pesyrnbTatax NnpegoCcTaBNeHns MyHULMNansHOW YCNyru;

no BoMpocaM nNpefoCTaBrfieHUs YChyr, KOTOpble HABMASKTCA HeobXoaAMMbIMU 1
o6a3aTenbHbIMK ANA NpeaoCTaBNeHNa MyHULMNANbHbBIX YCIYru;

nopsgka gocynebHoro (BHecygebHoro) obGxanoBaHus genctBun  (6e3gencteus)
AOIDKHOCTHBLIX MWL, WU MPUHMMAaEMbIX UMW PeLueHu Npu NpeaocTaBneHnn MyHULMNanbHON
yCnyru.

MonyyeHne uHdoOpmauMM Mo Bonpocam NPeaoCTaBIEHUS MYHUUMNANbLHOW yCrnyru u
YyCrnyr, KOTOpble $BMASIOTCA HeobxoaumbiMM U obs3aTernbHbIMM AN NpefocTaBrieHus
MYHMUMNANbHON YCNyru, ocywectensaetca 6ecnnaTtHo.

6. lMpn ycTtHOM oOb6palweHnn 3aasutena (NMUMYHO wnm no TenedoHy) Cneumanucr,
paboTHNK ML, ocywiecTBNAOLWNA KOHCYNbTMPOBaHNE, NOAPOOHO 1 B BEXITMBOWN (KOPPEKTHOMN)
dopme MHpopMmnpyeT 06paTUBLLMXCS MO MHTEPECYIOLLMM BOMPOCaM.

OTBeT Ha TeneOHHbIN 3BOHOK AO0SDKEH HauyMHaTbCA C MHOpPMauun O HaUMEHOBaHWUU
opraHa, B KOTOpbI No3BOHMN 3asButenb, haMunuu, UMeHU, OT4yecTBa (nocnegHee — npwu
HanMyum) n JOSMKHOCTU crieumnanucTa, NPUHABLLEro TeNedOHHbIN 3BOHOK.

Ecnn Cneumanuct He MOXEeT CaMOCTOATENbHO AaTb OTBET, TeNe(OHHbIN 3BOHOK AOSMKEH
ObITb NepeagpecoBaH (nepeBedeH) Ha Apyroe OOIMKHOCTHOE NULO Unn xe obpaTmeLueMycs
nuuy AormkeH OblTb cooblleH TenegOoHHbIN HOMep, MO KOTOPOMY MOXHO OyaeT nonyyuTb
Heobxo4MMyH0 MHOPMAaLMIO.

Ecnn nogrotoBka otBeTa TpebyeT nNpoOOMKUTENbHOrO BPEMEHW, OH npegnaraeT
3asBUTENo OAMH 13 CredyrLwmnx BapuaHToB AeNCTBUN:

N3NoXNTb obpaLlleHne B NMCbMEHHON hopme;

Ha3Ha4YUTb Apyroe BpemMs A5151 KOHCYIbTauun.

Cneumanuct He BrMpaBe OCYLWECTBNATb MHPOPMUPOBaHUE, BbIXOASWEE 3a paMKu
CTaHOapTHbIX Npoueayp W yCroBuU NpeaocTaBreHna MyHUUMNanbHOW YCryru, n Brvgollee
NPSIMO NN KOCBEHHO Ha NPUHUMAaEMOe peLLeHne.
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MpogomknTenbHOCTb MHPOPMUPOBAaHUS He A0SMKHA NpeBbiwaTb 10 MUHYT.

MHdopMrpoBaHMe OCyLLLECTBNAETCA B COOTBETCTBMM C rpadpMKkoM rpuemMa rpaxgaH
(npunoxexue 1).

7. Mo nucbmeHHoOMy obpaweHuto CneumanncT, OTBETCTBEHHbLIN 3a NpeaocTaBrieHne
MYHUUMMNANbHON yCnyrn, nogpobHO B MUCbMEHHOW (hopme pasbsAcHAET 3asiBUTENIO CBeAEHUS
no BOMPOCaM, YKa3aHHbIM B MyHKTe S5 AOMUHUCTPATMBHOIO perfnameHTa B Nopsagke,
ycTaHoBrneHHoM ®efepanbHbiM 3akoHOM OT 2 mas 2006 roga Ne 59-03 «O nopsagke
paccMoTpeHnsa obpalleHun rpaxgaH Poccuiickon ®efepaunny (aanee — denepanbHbi 3aKOH
Ne 59-03).

8. Ha EIl'Y pasmelyatoTca ceegeHns, npeaycMoTpeHHble [lonoxeHnem o penepanbHoOm
rocygapctBeHHoOW WHgopMaunoHHon cucteme «®PepeparnbHbli peecTp rocyaapCTBEHHbIX U
MYHUUMNANbHbIX — ycnyr (QYHKUWA)», YTBEPXOEHHbIN nocTtaHoBneHnem [lpaButenscTBa
Poccunckon ®depepaunn oT 24 oktabpa 2011 rompa Ne 861 «O degepanbHbIX
rocyaapCTBEHHbIX WH(OPMAUNOHHBIX CcUcTeMax, obecneynBaroLlmMx npegocTtaBreHne B
3NEeKTPOHHOM POpMeE roCcyaapCTBEHHbIX N MyHUUMMAmNbHbBIX YCNYr (OCyLeCcTBIrIeHne YHKLUIN)».

JocTtyn K MHdopMaumm o cpokax W Nopsiake NpefocTaBfieHUs MyHUUMNAnbLHOW YCryru
ocyulecTBnsgeTca 6e3 BbiNONHeHUa 3asiButenemM kKakumx-nubo TpebosaHwui, B TOM 4ncrne 6e3
NCNosib30BaHMsA NporpaMMHoOro obecrneyeHnsi, ycTaHOBKa KOTOPOro Ha TeXHUYecKkne cpeacrsa
3asutena  TpebyeT  3aKNOYEHMs  JIMUEH3MOHHOMO  WAW  WMHOTO  COrnaweHns  C
npaBoobnagartenemM nporpaMMmHoro obecneveHus, npegycMaTpyBalolero B3VMaHWA nnarhbl,
perncTpauuio unmn asTopusaumio 3asaBuUTens, Unu npegoctasneHne M nepcoHarnbHbIX AaHHbIX.

9. Ha odwuumanbHoOM canTe YNONHOMOYEHHOrO0 oOpraHa, Ha cTeHgax B MecTax
nNpegocTaBfeHns MyHUUMNAnNbHOM YCNYrM W YCRyr, KOTOpble SABMSAKTCA HeobxoauMbIMU U
obazaTenbHbIMU AN NpefocTaBneHns MyHuuunansHou ycnyru, n B MOL| pasmeltaeTtcs
cnegyoulas cripaBoyHas MHopMaLms:

O MecCcTe HaxoxAeHus u rpaduke paboTbl YNONHOMOYEeHHOro opraHa u Cneuymnanucta,
OTBETCTBEHHOIO 3a NpefoCcTaBneHne MyHuuMnansHon ycnyru, a Takke MoLL;

cnpaBoyvHble  TenedoHol Cneumanucta, OTBETCTBEHHONO 3a nNpefocTaBreHve
MYHUUMNANbLHOM yCnyru, B TOM Yncne Homep TenedoHa-aBTonHgopmMaTtopa (npy Hanudmm);

agpec ovumanbHOro camta, a TakkKe 3NEeKTPOHHOW NnouyTbl U (Mnn) opmbl obpaTHOM
CBS3M YTNOMHOMOYEHHOro opraHa B ceTu «IHTepHeT».

10. B 3anax oxumgaHusa YNONMHOMOYEHHOro OpraHa pasmewarTca HOPMAaTUBHbIE
npaBoBble aKTbl, perynupylowmne nopsaok npeaoctaBneHns MyHUUMNanbHOW YCryru, B TOM
yucrne  AOMUHUCTPATUBHBIA ~ pernameHT,  KoTopble no  TpeboaHuio  3assutens
npefoCTaBNAITCA eMy AJ15 O3HAKOMJTIEHUS.

11. Pa3melleHne nHgopmauumn o nopsake npeaoctaBneHna MyHUUMnansHOM yeryrm Ha
MHAOPMAUUNOHHBLIX CTeHgax B nomeweHun MOL| ocyuwecTBnaeTcs B COOTBETCTBUM C
cornaweHuem, 3akn4veHHbiM mexgy MOL, u  YNOfMHOMOYEHHbIM OpraHoM C  Yy4eToOM
TpeboBaHUN K MHHPOPMUPOBAHUIO, YCTAHOBIEHHbIX AOMUHUCTPATUBHLIM PErMaMeHTOM.

12. H(bopmauma o xoae paccCMOTPeHUs 3asiBrieHMst 0 NpefoCTaBNeHM MyHULMNAIbHON
ycnyrm n o pesynbTatax NpefocTaBneHus MyHUUMNAnbHOM YCryrm MOXeT ObiTb noslydeHa
3agsutenem (ero npegcrtaButenemM) B NMYHOM KabuHete Ha ENINY, a Takke B
YnonHoMo4YeHHOM opraHe y Cneuuwanucta npu obpaileHnn 3aaBuTens NUYHO, No TenedgoHy
nocpencTBOM 3SIEKTPOHHOM NOYThI.

2. CtangapT npedocTaBneHns MyHUUMnanbHOM yenyru
2.1. HammeHoBaHue MyHULMNansHOM ycnyru
13. MyHunumnaneHas ycnyra «OpraHnsaunsa UCNOMNHEHUs rocyAapCTBEHHbIMU apxvBamMu

cybbekToB Poccunckon depepaumm 3anpocoB Ha MOMyYeHWE apXUBHbIX CMPAaBOK, apXUBHbIX
BbIMMCOK U apXMBHbIX  KOMWW, CBA3a@HHbIX C  couManbHOW  3alWMTOM  rpakaaH,
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npegycmaTpuBaloLLen X NEHCMOHHOE obecneyeHne, a Takke NonydYeHne Nbrot 1 KoMneHcaummn
B COOTBETCTBMM C 3aKoHoAaTeNbCTBOM Poccumnckon ®epepaumnny.

2.2. HanmeHoBaHve opraHa, NpegoCcTaBrAoLWero MyHMUmMNanbHy yenyry

14. MyHuumMnaneHaa ycnyra npegoctasnseTcs  YMNONHOMOYEHHbIM  OpraHoMm -
AoMuHucTpaumven TerynbaeTcKoro panoHa.

15. HenocpeacTBeHHO npedocTaBneHne MyHUUMNanbHOW  YCnyrn ocywecTBnsaeT
Cneunanuct — BeayLimin cneynanuct no paboTte ¢ apxuBHbIMW JOKYMEeHTaMn ALMUHUCTpaunm
TerynbaeTckoro pavoHa.

16. Tllpn npepocrtaBneHMn MyHUUMNANBHOMW  yCcryrM  YNONHOMOYEHHOMY OpraHy
3anpelwaetca TpeboBaTtb OT 3asBUTENs OCYLWECTBNEHUA OEeNCTBUW, B TOM 4ucCne
COrnacoBaHu, HeobXoAMMbIX ONS MNOSIYYEHUS MYHMUMMANbHOW YCNyrM W CBA3AHHBIX C
obpalleHnemM B UHble rOCy4apCTBEHHbIE OpraHbl U OpraHM3auumn, 3a UCKMYEHNEM MONyYeHus
YCInyr, BKMIOYEHHbIX B NepeyeHb YCryr, KoTopble SBNATCA HeobxoamMMbiMn 1 06s3aTeNbHbIMN
ANa NpefoCTaBleHns MyHULMNANbHON YCIyri.

2.3. OnucaHve pesynbTaTta NpeocTaBrieHns MyHULMNansHON ycnyru

17. Pe3ynbTaTtoM npefocTaBneHns MyHUUmUnansHOW YCryrn ABnseTcs:

1) apxvMBHas cripaBka, apxvBHas BbINWCKA, KOMUS apXUBHOMO LOKYMEHTa, NMUCbMO O
HanpasfieHMM 3anpoca B Apyrne apxmBbl UMW OpraHM3auuun, B KOMNETEHUMIO KOTOPbIX BXOAUT
npenocTaBfieHne 3anpalmnBaeMon apxmBHomM MHpopmauum;

2) nncemo 06 OoTkase B nNpefoCcTaBfeHuM MYHULMNANbHOW YCAYrn C pasbACHEHUEM
NPUYMH.

OTBeT Ha 3anpoc JaeTcsa Ha rocygapcTBeHHOM A3blke Poccuinckon denepaumn.

2.4. Cpok npegocTtaBneHns MyHUUunanbHOW yCnyru, B TOM Yncrie ¢ y4eToM HeobXxoaMMOCTH
obpallieHnsa B opraHmM3aunm, y4acTeyoLme B NpefocTaBneHn MyHULMNansHon ycryru, CpoK
NPUOCTaHOBMNEHNS NpefoCTaBneHns MyHULMNansHOM YCryru, CpoK Bbiaadn (HanpasrneHus)
AOKYMEHTOB, SABNAOLWMNXCH pe3ynbTaToM NpeaocTaBieHns MyHULMnanbHOW YCnyru

18. Cpok npenocTtaBneHns  MyHMUMNANbHOW  yCnyrm He  MOXeT NpeBbiwaTb
30 kaneHgapHbIX AHEN CO AHA obpalleHna 3aaBMTens A0 BblAayu pesynbTtata MyHMUMNanbHON
ycrnyrm  Cc  y4eTom HeobxoammocTu obpalleHuss B opraHmsauuu, ydacTeywlne B
npegocTasneHmM MyHuumnansHon yenyrn. C paspeLlueHnsa pykoBoACTBa OpraHuM3aumm 3TOT CPOK
MOXeT BbITb NpoaneH He 6onee yem Ha 30 gHen, ¢ yBeaomMneHnem o6 aTom 3asBuUTENs.

PeweHne o npepgocTaBreHMM apXMBHbIX CNPaBOK WM KOMUW apXMBHbIX OOKYMEHTOB,
CBA3a@HHbIX C COUManbHOW 3aWuTon rpaxnaH, npegycMaTpyBaloWmMX WX MNEHCUOHHOE
obGecneyeHne, a Takke MNOMyYeHMe nbroT M KOMMEeHcauuMi B  COOTBETCTBUU C
3akoHogartenbcTtBoM Poccurickon degepauumn, ohopmMnsaeTcs conpoBoAUTENbHLIM MUCbMOM C
NPUITOXXEHNEM apXUBHbIX CIPABOK UMW KOMUN apXMBHbBIX JOKYMEHTOB, CBA3aHHbIX C COLManbsHOM
3aWMTON rpaxkaaH, npegycmMaTtpmBaloLmMX UX NEHCMOHHOE obecrneyeHue, a Takke MnonyyvyeHue
NbroT N KOMNEeHcaumin B COOTBETCTBUM C 3akoHodaTenbcTBoM Poccuimckon depepauumm, 1 B
TeyeHne 3 paboumx OHEN HanpaBnseTCs 3asaBUTENIO.

PeweHne 06 oTKasze B nNpefoCcTaBAeHUM MYHULMMNANBbHOW YCNyru odopmnsieTcs
NMMCbMEHHO C YKasaHWeM MPUYMH, MOCIYXUBLLUMX OCHOBAHMEM AN OTKasa B NpeaocTaBreHnn
MyHMUMMNANbHOW ycnyrn, M B TedeHne 3 paboymx p[HEM C MOMEHTa MOArOTOBKU
MOTUBMPOBAHHOIO OTKa3a HanpaeBnseTcs 3asBUTENHO.
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2.5. HopmaTuBHbIE NpaBOBbIE aKkTbl, PEryNUpYyLLMe NpeaoCcTaBneHne
MYHULUMNANbHOW yCcnyri

19. lNpepocTtaBneHne MyHULMNANsHOW YCINyru OCyLLEeCTBNAETCA B COOTBETCTBUM C:

1) ®epepanbHbIM 3akoHOM OT 22 okTs6ps 2004 roga Ne 125-03 «O6 apxmBHOM aene B
Poccuinckon ®egepaunny;

2) ®epepanbHbiM 3akoHoM oT 27 wutona 2010 roga Ne 210-03 «O6 opraHusaumm
npegocTaBneHns rocyaapCTBEHHbIX U MyHULMNANbHbLIX YCIyr»;

3) lNpukaszom PocapxmBa ot 2 mapta 2020 roga Ne 24 «O6 yrtBepxaeHum [MpaBun
opraHnsauum XpaHeHusi, KOMMNIIEKTOBaHUS, ydeTa U UCMONb30BaHUS OOKYMEHTOB APXMBHOMO
doHaoa Poccuinckon depepaumm U OpYyrnx apxvBHbIX [OOKYMEHTOB B TOCYOapCTBEHHbIX W
MYHUUMNANbHbIX apxmBax, My3eax n bubnmoTtekax, Hay4HbIX OpraHn3aunaxy;

4) 3akoHoM Tomckon obnactm oT 11 Hos6psa 2005 roga Ne 204-03 «O6 apxvBHOM Aene B
Tomckon obnacTuny.

2.6. NcuepnbiBatowmin nepevyeHb 4OKYMEHTOB, HEOOXOANMbIX B COOTBETCTBUM C
HOpMaTMBHbIMU NpaBoBbIMM akTaMmn Poccunckon degepaumm onsa npegocraBneHus
MYHULUMNANbHOW YCAYrn U YCAyr, KOTOpble ABAAKTCA HEOOX0ANMbIMKN N 0BsiI3aTeNbHbIMKU 414
npefocTaBneHnUs MyHUUMNANbLHOW YCNyru, noanexaiwmx npeactaBrneHnio 3aaBuTenem,
Cnoco0bl MX NONyYeHUs 3asiBUTENEM, B TOM YMCIIE B ANIEKTPOHHON hopme,

nopsiAoK Ux NnpeacTtaBneHust

20. ns nony4yeHna MyHUUMNAnsHOW ycnyru 3asBuTerb NpeaocTaBnseT:

1)  3anpoc (oOpallieHne) O npeaoCTaBfieHMM MyHUUMNANbHOW Yycnyrm no dopme
COrnacHoO NPUNOXeHn 2 K HacToswemy AOMUHUCTPATUBHOMY perfnamMeHTy.

B cnyyae HanpasneHua 3sasasneHna nocpenctsom ENNY dopmupoBaHue 3asBneHust
OCYLLIECTBMNSAETCA MNOCPEeACTBOM  3arofHEHUS UHTepakTMBHOM dopmbl Ha EMNIY  6es
HeobxoANMOCTN OOMONTHUTENbHOM NoAa4yn 3asBfeHnsa B Kakon-nmbo dopme.

B 3asBneHun Takke ykasblBaeTCa OAMH U3 crnegylowmx CcrnocoboB HanpasneHus
pesynbTaTta NnpeaocTaBneHnss MyHUUUNanbHOW yCryrn:

B (oOpMe 3NEKTPOHHOrO AOKYMEHTa B NMMYHOM KabuHeTe Ha EMTY;

Ha BymMa)kHOM HocuTerne B Buae pacrnevyaTtaHHOro aK3emnnapa 3MeKTPOHHOro AOKyMeHTa
B YNONHOMOYeHHOM opraHe, MOLI;

2) AOKYMEHT, YOOCTOBEPSAOLNIA NIMYHOCTb 3aaBuUTeNs, NpeacTaBuTens.

B cnyyae HanpaBneHuna 3asBrneHus nocpenctesom ENNY cBepeHna v3 OOKymeHTa,
yAOCTOBEPSIOLLEro NMMYHOCTb 3aaBuTensd, npeacraButensd opMmnpyroTca npu noarsepXxaeHnn
y4yeTHOW 3anvcu B EanHOnM cucteme naeHtudukauum n ayteHtudpukaumm (ganee — ECUA) ns
cocTaBa COOTBETCTBYHOLWMX AAHHbIX yKa3aHHOM YYeTHOW 3anncu u MoryT ObiTb MpPOBEpEHbI
nyTeM HanpasrieHUs 3anpoca C UCMNOoJSIb30BaHNEM CUCTEMbl MEXBELOMCTBEHHOIO 3fIEKTPOHHOTO
B3aMMOOEeNCTBUA.

B cnyyae, ecnu 3aaBneHne nogaeTcsa  npeacraBuTeneM,  AOMNOSTHUTESNbHO
npegocTaBnaeTcs JOKYMEHT, NnoaTBepXAatoLWmii NONMHOMOYMSA NpeacTaBuTena AencTsoBaTtb OT
nMeHn 3asasutens.

21. 3agBneHne W npunaraemMmble  OOKYMEHTbl, YyKa3aHHble B nyHkre 20
AOMWHUCTPATUBHOIO perfiaMmeHTa, HanpasnsTca (nogarTcd) B YNONMHOMOYEHHbLIM OpraH B
3NEKTPOHHOM (bopme nyTem 3anonHeHnsa popmbl 3anpoca Yepes NMYHbIN KabuHeT Ha ENMTY.

2.7. NcuyepnbiBalowmi nepevyeHb JOKYMEHTOB, HEOOXO4MMbIX B COOTBETCTBUM C
HOPMaTUBHbLIMW NPAaBOBbIMW aKkTaMu A115 NPeAoCTaBneHNs MyHULMNarbHOW YCIyrn, KoTopble
HaxXoA4ATCSA B pacnopsKeHUU rocyfapCTBEHHbIX OpPraHoOB, OPraHOB MECTHOMO CaMoyrnpaBfeHns n
MHBIX OPraHoB, y4acTBYHOLLMX B NpeJoCTaBNeHU MyHUUMNANbHbIX YCryr



22. [JokymMeHTbl, HeobxoaMMble B COOTBETCTBMM C HOPMATUBHbLIMU NPAaBOBbLIMK aKkTaMm
AnNa  NpefocTtaBneHns MyHUUMNAnbHOW  yCrnyru, KOTopble HaxoOAaTCA B PacrnopsiKeHuu
rocygapCTBEHHbIX OpraHoB, OpPraHOB MECTHOroO CaMOYMpaBfieHUs U WHbIX OpraHos,
yyacTByKOLWMX B NpefoCTaBfieHUM MyHULMManbHbIX YCAyr, W KOTOpble 3asBUTENb Brpase
npencTaBnTb, 3akoHoaaTenbcTBOM Poccuiickon egepauum He NpeayCcMOTPEHbI.

23. Tpwn npegocTaBneHMn MyHUUMNANbLHOW ycnyrn 3anpewaeTtcs TpeboBaTb
oT 3aaBuUTeEnNs:

1) npepocTtaBneHUs OOKYMEHTOB U MHGOPMaLMM UMW OCYLLEeCTBNEeHUs [OeUCTBUN,
npefocTaBfieHMe N OCYLLECTBIIEHNE KOTOPbIX HE NPeayCMOTPEHO HOPMATUBHbLIMU NPAaBOBbLIMMA
aKkTamn, perynvpyrowmMn  OTHOLIEHUS, BO3HUKAKOWUMW B CBA3UM C NpegocTaBlieHUeEM
MYHULMNANbHOW YCAYTK;

2) npepoctaBneHUs OOKYMEHTOB M uMHGOpMauuuM, B TOM 4uUcrie MNOATBepXOatoLwmx
BHeCeHue 3asBuTenemM nnatbl 3a NPeaoCTaBneHne rocygapCTBEHHbIX U MyHULMNANbHbIX YCAyr,
KOTOpble HaxoOATCH B pacrnopshkKeHUU OpraHoB, NpefoCTaBNALWUX roCygapCTBEHHbIE YCIyTN,
OpraHoB, MNPeAoCTaBnsAWMX MyHUUMNAnNbHbIe YCAYrKM, MWHbIX TFOCY4APCTBEHHbBIX OPraHos,
OpraHoB MECTHOro camoynpasneHus nmbo noaBegOMCTBEHHbLIX FOCYAapCTBEHHbIM OpraHam
UM opraHam MeCTHOro camoOyrnpaBfieHUs OpraHv3auun, y4acTBYKOLWIMX B NpeaocTaBreHun
npegycMOTpeHHbIX YacTblo 1 ctatbn 1 ®egepansHoro 3akoHa ot 27 mona 2010 roga Ne 210-
®3 «O6 opraHmsauumn NpegocTaBneHns rocygapCTBEHHbIX M MyHMUMNANbHBIX YCNyr» (ganee —
®epepanbHbin 3akoH Ne 210-$3) rocyaapCTBEHHbIX 1 MyHULMNANbHBIX YCIyr, B COOTBETCTBUN
C HOpMaTMBHbLIMM MNpaBoOBbIMK akTamyn Poccunckon depepaummn, HOpMaTUBHLIMU MPaBOBLIMU
aktamn Tomckon obnactv, MyHuuMnanbHbIMW HOPMaTMBHBIMU MPaBOBbIMU ALMWHUCTPALUN
TerynbAeTckoro panoHa 3a UCKITOYEHMEM OOKYMEHTOB, BKITHOMEHHbIX B ONpeAesieHHbIN YacTbio
6 cratbn 7 depepanbHbin 3akoH Ne 210-d3 nepeyeHb OOKYMEHTOB. 3asBUTENb Bnpase
npeacTaBUTb yKa3aHHble [OOKYMEHTbl W MHGOpPMauMO B OpraHbl, NpegocTaBngoLlimne
rocygapCTBeHHble YCInyrn, W oOpraHbl, MNpegocTaBnAwWmne MyHuUMNanbHble YCnyru, no
COOCTBEHHOW MHULINATUBE;

3) ocyLllecTBneHns [enWCcTBMWA, B TOM YMUCRE COrnacoBaHui, Heobxoaumblx Ans
NOSTly4YEHMs1 TOCYAAPCTBEHHbIX U MYHUUMNANbHbLIX YCAYr U CBA3aHHbIX C OBpalleHNEM B UHblE
rocygapCTBeHHble  OpraHbl, OpraHbl MECTHOro caMoynpaBfieHusi, opraHusauun, 3a
UCKMOYEHNEM NOMYYEHNSA YCAYr U NONyYeHUss AJOKYMEHTOB U MHGOpMauuK, npeaocTaBisieMblX
B pes3yrnbTaTe npeaocTaBreHna Takux YCNyr, BKMOYEHHbIX B MepeyvHu, ykasaHHble B YacTtu 1
ctatbh 9 ®eagepanbHoro 3akoHa Ne 210-P3;

4) npegocTaBneHnst JOKYMEHTOB U MHAOpMauUuKn, oTCyTcTBMEe U (UNiv) He4OCTOBEPHOCTb
KOTOPbIX HE YKa3blBanuCb Npu nepBoHayanbHOM OTKase B npuemMe AOKYMEHTOB, HEOOXOANMbIX
ANA nNpefocTaBneHns MyHUUunanbHOW ycnyru, nubo B npeaocTaBneHnn MyHULMNAanbHOM
yCryru, 3a UCKNYEHne cnegyoLwmx cry4yaes:

n3MeHeHne TpeboBaHU HOPMaTUBHbBIX NPABOBbLIX aKTOB, Ka4aloLMXCS NPeaoCTaBEHNS
MYHUUMNANbHOW YCAyrK, Mocne nepBoHavanbHOW nofayn 3asiBfieHUss O NpefocTaBreHus
MYHUUUNANbHOW YCNyru;

HanuMune ownboK B 3asBAEHUM O nNpPenoCTaBfiEHUN MYHULMNANbHOW YCIyrn u
AOKyMeHTax, NoJaHHbIX 3asiBUTenem rnocrie nepBoHa4vasnibHOro oTkasa B npuveme AOKYMEHTOB,
HeobOXoauMbIX ONA NpefoCTaBNeHUs MyHUUMNanbHOW ycnyru, nubo B npeaocTaBneHun
MYHUUMNANbHOW YCNYIrU N HE BKIIOYEHHbIX B NPeOCTaBNEHHbIN paHee KOMMNNEKT JOKYMEHTOB;

UCTeYyeHne Ccpoka [OencTBusi OOKYMEHTOB WM  WU3MEHeHWe uHpopmaumm nocne
nepBOHavyanbHOro OTka3a B npuemMe [OOKYMEHTOB, HeobxoauMmblix Ons NpeaocTaBneHus
MYHUUMNANbHOW ycnyru, nnbo B NpeaoCcTaBieHnn MyHULUNAanbHOW yCnyru;

BblSIBNEHNE LOKYMEHTANbHO MNOATBEPXAEHHOro hakta (Npu3HaKoB) OLWIMOOYHOro Mnn
npoTuBonpaBHoro pencteusa (6esgenctensa) Cneumanucta, cnyxawlero, pabotHuka MOLL,
paboTHWKa opraHvsauuu, NpeaycMOoTpeHHOM 4YacTbio 1.1 ctatbn 16 depepanbHOro 3akoHa
Ne 210-®3, npu nepBoHa4anbHOM OTKase B MpuemMe [OOKYMEHTOB, Heobxoaumbix OnS
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npegocTaBneHnsa MyHUUUnNanbHoOM ycnyru, nmbo B npefocTtaBneHnm MyHULMNaneHON ycnyru, o
YyeM B [MWUCbMEHHOM BuAe 3a MNOANUCLID pyKoBOAUTENS  YMNOSTHOMOYEHHOro opraHa,
pykoBoantena MOLL npu nepBoHayanbHOM OTKase B NpMeMe JOKYMEHTOB, HEOOXOAMMBbIX NS
npegocTaBneHns MyHMLMNaNbHON ycnyru, nméo pykoBoanTens opraHusaumm,
npegycMoTpeHHon Yactelo 1.1 ctatenm 16 PepepanbHoro 3akoHa Ne 210-®3, ysBegomnsercs
3asBuTenb, a Takke NPUHOCATCH U3BUHEHWS 3a AOCTaBneHHble HeyaobCTBa;

5) npegocTtaBneHnsa Ha GyMmaxxHOM HocuUTeNe OOKYMEHTOB Y MH(pOpMaLUK, 3NEKTPOHHbIE
o0pasbl KOTOPbIX paHee ObinvM 3aBepeHbl B COOTBETCTBUM C MYHKTOM 7.2 yactn 1 ctatbn 16
®epepanbHoro 3akoHa Ne 210-d3, 3a UCKITOYEHWEM CrydYaeB, €CnN HaHeceHue OTMETOK Ha
Takne [OOKYMEeHTbl NMbo UX u3bATME ABNSETCH HeobXOAMMbIM YCroBMEeM npeaocTaBeHus
rocygapCTBEHHOW WM MyHUMUMNANbHOW  YCNYrn, W WHbIX ClyyaeB, YCTAHOBJIIEHHbIX
denepanbHbIMU 3aKOHaMN.

2.8. VicyepnbiBatoLmin nepeyeHb OCHOBaAHUIN AN1s OTKasa B npuemMe AOKYMEHTOB, HEOOX0ANMbIX
ANs NpeaocTaBneHnsa MyHULMnanbHON yCryru

24. OcHoBaHUAMM ONSA OTKasa B NpUeMe K paCCMOTPEHUIO LOKYMEHTOB, HEOBXOAUMbIX
ANSA NpeaoCcTaBNeHNa MyHULMNANbHOW YCNyrn ABNATCA:

1) HenonHoe 3anofHeHne nonen B oopMe 3asiBfEHUSA, B TOM YUCNE B UHTEPAKTMBHOM
dopme 3aaBneHus Ha ENTY;

2) nopgadya 3anpoca O NpeaocTaBfeHUM YCryru U OOKYMEHTOB, Heobxoaumbix Ans
npeaocTaBneHns ycrnyrun, B aNIeKTPOHHOM (bOpMe C HapyLUEHWEM YCTaHOBIIEHHbIX TpeboBaHWI;

3) NnpegocTaBneHne HeNomHOro KOMMNeKTa AOKYMEHTOB;

4) [OKYMEHTbl coepkaT MOBPEXOEHWUHA, HannyMe KOTOPbIX He MNO3BOMSEeT B MOSIHOM
obbeme wucnonb3oBaTtb MHGOPMALMIO W CBEAEHWUH, CcoAepXxawumeca B [JOKYMEHTax Ans
npegocTaBieHns ycnyru;

5) npepoctaBneHHble 3aaBuMTENEM OOKYMEHTbl COAep)KaT MOAYMCTKM U uUcnpaBreHus
TeKCTa, He 3aBepeHHble B MOpsadKke, YCTAHOBMEHHOM 3akoHodaTtenbcTBoM Poccuinckon
depepaumm;

6) nNpenocTaBrieHHble OOKYMEHTbI YyTpaTuiM Cuily Ha MOMEHT obpalleHnsa 3a ycnyron
(OOKYMEHT  yOOCTOBEPSIOWMA  JIMYHOCTb,  OOKYMEHT,  YAOCTOBEPAIOLWMA  MOSHOMOYUSA
npegcrasutena 3asButens, B crnyvyae obpalleHns 3a NpeaocTaBfeHneM YCnyrm ykasaHHbIM
nMuom);

7) HanuuMe npOTUBOPEYMBLIX CBEOEHUN B 3aABNEHUM W MPUMOXKEHHBbIX K HeMy
AOKyMEHTAX;

8) ecnun OTBET MO CyLEeCTBY YKa3aHHOW B 3anpoce TeMbl (BONpoca) He MOXeET ObITb AaH
0e3 pasrnaweHnss CBeAEHWW, COCTaBNAOLWMX FOCYQAPCTBEHHYHD WM UHYKD OXpaHAEMYHo
denepanbHbIM 3aKOHOM TaviHy (YkasaHHas MHgopmauunsa MoxeT ObiTb NpefocTaBneHa TOmbKO
npu HanuuMm y nNonNb3oBaTeNs AOKYMEHTaNbHO MOATBEPXKOEHHbIX MpaB Ha nosfydYeHue
CBe[leHUN, coaepXallmx rocygapCTBEHHYIO TanHy 1 (UNn) KOHPUAEHUNANbHY NHOPMaLNIO);

9) ecnu 3anpoc KacaeTcd TeMbl (BONpoca), B OTHOLLEHUN KOTOPOW NOfb30BaTenNto paHee
MHOrOKpaTHO AaBarniMcb NMMCbMEHHbIE OTBETHI MO CYLLECTBY, U NPY 3TOM HE NPUBOAATCSA HOBbIE
AoBoabl unu obcrtoatenscTea (Cneunanuct Bnpaee NPUHATL pelleHne o 6e30CHOBaTENbHOCTHU
oyepedHOro 3anpoca W npekpaweHuu nepennuckn no AaHHOMY BOMPOCY NPU YCMOBUW, YTO
yKa3aHHbIV 3anpoc U paHee HanpasBnsieMble 3anpochbl HAaNPaBANMCb B OOAUH U TOT XXe apXuB);

10) ecnn B 3anpoce cogepxaTcsl HeueH3ypHble NMbBo ockopbuTenbHble BbIpaXeHus,
Yrpo3bl XXWU3HU, 340POBbIO0 N UMYLLIECTBY AOSDKHOCTHbLIX AL, apXmnBa, a TakKe YfIeHOB UX CEMEN;

11) ecnn y nonb3oBaTens OTCYTCTBYIOT AOKYMEHTbI, NOATBEPXAatoLWwmne ero noriHOMo4us
BbICTYNaTb OT UMEHU TPETbUX NUL,, B OTHOLUEHUN KOTOPbLIX cAeNnaH 3anpoc (B cnyyae, ecnun He
NUCTEK CPOK OrpaHuWyeHusi, YCTaHOBMEHHbIN 4YacTbio 3 cTaTb 25 ®degepanbHOro 3akoHa
oT 22 oktabpa 2004 Ne 125-d3 «O6 apxmBHom gene B Poccuinckon degepauum».
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12) 3asBneHwe nogaHo B AgMuHUCTpauuo TerynbAeTcKoro pawoHa, B MOSMIHOMOYMS
KOTOPOW HE BXOAWUT NpefoCcTaBieHne yCnyru.

25. YBegomneHne o6 oOTKkaze B NpuemMe OOKYMEHTOB, HeobxoouMbix Ons
npefocTaBfeHnss MyHUUMNANbHOW YCNyrn, HanpaenseTcs B JIMYHbIN KabuHeT 3asBuTens Ha
EMryY He nosgHee nepsoro pabo4yero aHs, cnegyowero 3a gHeM Nogayn 3asBreHus.

26. OTKa3 B npuemMe JOKYMEHTOB, HEOOXOANMbBIX AN NPefoCTaBEHNss MyHULMNANbHON
ycrnyru, He npenaTcTByeT MOBTOpPHOMY obpalieHutio 3asButenss 3a npeaocTaBfeHnem
MYHULMNANbHOW YCAYTW.

2.9. VcyepnbiBatowmm nepeyeHb OCHOBaHUN ONA NPUOCTAHOBIIEHNA UMK OTKa3a B
npegocTaBfeHn MyHULMNANbLHON YCIyrn

27. OcHoBaHuA AONns NPUOCTAHOBMEHUA NpefdoCTaBlieHUs MYyHUUMNAnbHOM  YCIyrn
3aKoHOOAaTeNbLCTBOM He NpeayCMOTPeEHO.

28. OcHoBaHus ANnsa oTkasa B NpefoCTaBNeHUn MyHULUMNAnNsHOW YCIyru:

1) npegcTaBneHne 3asiBUTENEM HEMNOSIHOro KOMMMeKTa [AOKYMEHTOB, YKa3aHHOro B
nyHkTe 20 HacToswero AOAMUHUCTPATUBHOIO perfnameHTa;

2) OTCYTCTBME apXMBHbIX JOKYMEHTOB Ha UMS 3aABUTENS;

3) oTCcyTCTBME B 3asiBfIEHUM HaVMEHOBaHUS IOPUANYECKOro nuua (Ons rpaxgaHuHa -
damMmnmm, UMeHM K OTYyecTBa), MNOYTOBOrO ajpeca 3asBUTeNd, NoANUCKM pyKoBOAUTENS
IOPUANYECKOro nuua (ansa rpaxkgaHnHa - NMMYHOW NoANUCH);

4) oTcyTCTBME B 3asiBlIEHMM HEOOXOoOAMMbIX CBeAEeHWA AOns NpoBefeHUs NMOUCKOBOW
paboThbl;

5) oTBeT MO CyLlecTBY NOCTaABNEHHOIO B 3asiBfieHMM BOMNpOca He MOXeT ObiTb AaH 6e3
pasrnawleHusi CBedeHUN, COCTaBMALWMX OXpaHseMylo deaepanbHbiM  3aKOHOM  TauHy.
3asBuTento coobLiaeTcss 0 HEBO3MOXHOCTU NpefoCTaBneHuss MyHUUMNansHOM yCnyru B CBA3N
C HEJONYCTUMOCTbLIO pasrialleHunsi yKkasaHHbIX CBeAEeHUN.

2.10. MNepeyeHb ycnyr, KOTOpble ABNSITCA HEOOXoaNMbIMUK 1 0Bs3aTENbHBIMK AN
npenocTaBneHns MyHULUMNAansHOM yCnyru, B TOM YUCHE CBEAEHNSA O JOKYMEHTE (OOKYMeEHTaXx),
BblaBaeMOM (BblAaBaeMbIX) OpraHM3aunsamu, y4acTByOLWMMN
B NpeaoCTaBneHnn MyHULMNANbHOM yCnyru

29. VYcnyrn, Heobxogumble M obs3aTenbHble A5 NPeAOCTaBMEHUS MyHULUMNANbHON
yCryru, OTCyTCTBYHOT.

2.11. lNopsgok, pasmep N 0CHoBaHUS B3UMaHNA rocy4apCTBEHHOM MNOLUSMHBI UM MHOW NNaThl,
B3MMaeMoOW 3a npefocTaBieHMe MyHULMNanbHOW yCryrn

30. NpepocTaBneHne MyHUUMNAnNbHOW yCryru ocylecTsnaeTcs 6ecnnaTHo.

2.12. Nopsgok, pasmep 1 OCHOBaHUSA B3UMaHWA NnaTtbl 3a npeocTaBneHue ycnyr,
KOTOpble ABNATCA HeobXoauMbIMU 1 06s3aTeNbHBIMU A5 NPefoCTaBeHns MyHULMNanbHON
ycryru, BKnoyas nHopmaumio 0 MeToanke pacdeTa pasMmepa Takom nnatbl

31. 3a npepocTtaBneHvne ycnyr, HeO6xoaMMbIX U 0Ba3aTeNbHbIX NS NpPefoCTaBneHus
MYHULMNANbHOW yCryru He NpeaycMoTpeHa nnara.

2.13. MakcumanbHbIM CPOK OXnaaHuUa B oMepean npu nogaye 3anpoca o
npegocTaBneHu MyHULMNANbLHOW YCNyrn n Nnpu nonyvyeHnn pesynostarta
npenocTaBneHns MyHULMNansHOM ycnyrm
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32. MakcumanbHOe BpeMsa  OXuAaHuMs B oYepegu  npuv  nogade sanpoca o
npefocTaBfeHM MyHULMNANbHOW YCIyrm U Mpyu MNonyyvyeHuu pesyrnbTaTa npegocTtaBneHuns
MYHULUMNANbHOW yCrnyru B YNonHOMOYeHHOM opraHe unm MOL] coctasnseT He 6onee 15 MUHYT.

2.14. Cpok 1 NopsiAoK pernctpaunmn 3anpoca 3asaButens o npegocTaBneHnm
MYHULMMNAnNbHOW yCnyru, B TOM YUCIe B 9NIEKTPOHHON dhopme

33. Cpok pernctpauumn 3asiBNeHNss O NpPefoCTaBlieHUn MyHUUUNAnNbLHOW YCrnyrn B
YNOMHOMOYEHHOM oOpraHe B TeyeHve 1 paboyero AHA CO OHS MOMyYeHUs 3asBNEeHUs |
AOKYMEHTOB, He0BXoAUMbIX A58 NpeAoCTaBNeHnss MyHULMNANbHON YCyru.

2.15. TpeboBaHus K NOMELLEHMSIM, B KOTOPbIX NPeaoCcTaBnseTcss MyHUUmMnanbHas ycnyra

34. MecTononoxeHve agMUHUCTPATUBHBIX 34aHUN, B KOTOPbIX OCYLLECTBIISETCA NpuUem
3asBMEHNA U OOKYMEHTOB, HeOBXOAMMbIX AMs NpefoCTaBNeHUs MyHUMUMNanbHOW YCrnyru, a
TaKke Bbldaya pe3ynbTaToB NpeaoCcTaBfeHns MyHUUMNANbHOW yCrnyri, OOMMKHO obGecneynBaTtb
yoobCcTBO [Ons rpaXgaH C TOYKM 3pEeHMs MeLexogHoM  AOCTYMHOCTM OT  OCTaHOBOK
o6LeCTBEHHOro TpaHcnopTa.

B cnyyae, ecnn wnmeeTcsa BO3MOXHOCTb OpraHu3auuMmM CTOSHKM (NapKOBKW) BO3ne
34aHusa (CTpoeHusl), B KOTOPOM pasMeLLeHO MOMELLeHVe MpyemMa U BblaauuM  OOKYMEHTOB,
OpraHM3oBbIBaeTCsA CTOsIHKaA (MapkoBka) Ans  JIMYHOMO  aBTOMOOWMIIbHOrO  TpaHcnopTa
3agasutenen. 3a Norib3oBaHUe CTOAHKOM (MapKOBKOW) C 3asiBUTENENn nnarta He B3auMaeTcs.

[ns napkoBkM cneumanbHbiX aBTOTPAHCMNOPTHbLIX CPEACTB MHBaNMOOB Ha CTOSHKE
(napkoBke) Bbigensietca He wMeHee 10% wMecT (HO He MeHee OOHOro MecTa), Ans
OecnnaTHOM NapKOBKM TPaHCMOPTHbIX CPeacTB, ynpaBnsemblx mHBanugamun LIl rpynnel, a
TaKke uHBanugam Il rpynnel B nopsgke, yctaHoBneHHom [lpasutensctBom Poccunckon
depnepaumm, M TPaHCMNOPTHbIX CPEACTB, NEPEBO3AWMX TakMxX MHBaANMOOB WM (Unu) peten —
WHBaNMaoB..

B uenax obecnevyeHns OGecnpenaTcTBEHHOro focTtyna 3asiButenen, B TOM 4uUchne
nepeaBuraloLLMxca Ha MHBaNUOHbIX KONsAcKax, BXO4 B 34aHMEe M MNOMELEHUs, B KOTOPbIX
npefocTaBnsieTcs  MyHuuunanbHas  ycnyra, obopyayeTcs  naHgycamu,  NOPYYHAMU,
TakTUNbHbIMW  (KOHTPACTHbIMW) NpeaynpexaalwmnumMm  afieMeHTamMu1, UHbIMK - cneuunanbHbIMn
npucnocobneHnamu,  nossondwwmmm  obecneuntb  BecnpenAaTCTBEHHbIM  AOCTYNn W
nepeaBmXxeHne MHBaNMAOB, B COOTBETCTBUMN C 3aKoHogaTenbCcTBOM Poccuinckon ®egepaunmn o
coumnarnbHoun 3awmTe NHBannaos.

LleHTpanbHbIn BXO4 B 34aHMe YNOSTHOMOYEHHOro opraHa OOJMKEH ObITb
obopygoBaH  MHGOPMAUMOHHOM  Tabnuykon  (BbIBECKOW), coOepXallen  CcreayroLlyto
MHOpMaUUIO:

HanMeHoBaHWe;

MECTO HaxXOXOEHNSA U IOPUANYECKUN afpec;

rpacuk npuema;

HOMepa TenedOoHOB 4N CPaBOK.

MomewieHnss, B KOTOPbIX NPeaoCcTaBnsAeTcs MyHuuMnanbHasa ycnyra, [OOJTKHbI
COOTBETCTBOBATb CAHUTAPHO-3MMAEMNONIOrMYECKUM NpaBuiamMm n HopMmaTuBam.

lMomelLeHuns, B KOTOPbIX NPeaocTaBnaeTcsa MyHuumnaneHas ycnyra, OCHalarTCA:

NPOTUBOMNOXXapPHOW CUCTEMOM U CPeaCTBaMM MOXapOTyLUEHUS;

CUCTEMOW OMOBELLEHNSA O BO3HUKHOBEHMN Ype3BblHanHOM CUTyaLnu;

cpeacTBaMu OKasaHusi NepBon MEOULIMHCKOW NOMOLLM;

TyaneTHbIMWU KOMHaTaMun 4ng noceTuTenen.
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3an oxugaHua 3aasuTtenen obopyayeTca CTynbsMM, CKaMbSMW, KONMYECTBO KOTOPbIX
onpegenseTcsa uUcxoaa M3 PakTUY4EeCKOW Harpys3kM M BO3MOXHOCTEW ANS MX pa3MeLleHus B
nomMeLLeHnn, a Takke MHPOPMaLMOHHbIMWU CTEHAAMM.

TekcTbl MaTepmnanos, pasmeLleHHbIX Ha MHPOPMaLNOHHOM CTeHae, nevyaTarTcs YA06HbIM
Aana  JyteHus wpudTtom, 6e3 ucnpaBneHun, C BblgeneHuem Hambonee BaXHbIX MeCT
NONY>XMPHbLIM LLUPUPTOM.

Mecta ansa 3anonHeHus 3asBreHun obopyayrTcs CTynbaAMW, cToriamu  (CToMkamm),
BnaHkamu 3asBnNeHNn, NMCbMEHHbIMU NPUHAANEXHOCTAMM.

MecTa npuema 3aaButenen obopyayoTca MHPOPMaLNOHHBIMU Tabnnykamm (BbiIBECKaMK)
C yKasaHueM:

HOomepa KabuHeTa 1 HaMMeHOBaHWe oTaena;

hamunmm, UMeHu 1 oTyecTBa (nNocregHee — npu Hanuyum), AOMKHOCTU OTBETCTBEHHOrO
nvua 3a npuvem LOKYMEHTOB;

rpadovka npuema 3asBuUTenemn.

Pabouyee mecTO kagoro OTBETCTBEHHOro Nnuua 3a nNpueM AOKYMEHTOB, AOSMKHO ObiTb
obopyaoBaHO MepcoHarnbHbIM KOMMLIOTEPOM C BO3MOXHOCTbIO AoCTyna K HeobxoavmbiM
WHOPMaUNOHHBIM Ga3aM AaHHbIX, NeyaTallwmM YCTPONCTBOM (MPUHTEPOM) M KOMUPYHOLLUM
YCTPONUCTBOM.

Jlnuo, oTBETCTBEHHOE 3a NPUEM LOKYMEHTOB, OOJDKHO MMETb HACTOSMbHYK Tabruuky C
yKkasaHueM haMnnumn, UMeHun, ot4yecTaa (nocnegHee — Npu HanNU4Mm) N JOIMKHOCTW.

Mpn npegocTaBneHnn MyHUUMNanbHOM ycnyrin nHsanugam obecneynBaroTcs:

1) BO3MOXHOCTb 6ecnpenAaTcTBEHHOro AOoCTyna K OO6bekTy (34aHuio, NMOMELLEHMIO), B
KOTOPOM OHa NpefocTaBnAeTcs MyHUUmMnansHaga ycnyra;

2) BO3MOXHOCTb CaMOCTOATENbHOrO NepeaBwXeHna Mo TeppuTopun, Ha KOTOpPOW
pacrnonoxeHbl 30aHUS, NMOMELLEeHUs, B KOTOPOM MNpefocTaBnseTcs MyHuuuMnanbHas ycnyra, a
TaKke BXO4a B TakMe OOBLEKTbl M BbIXOAa W3 HUX, MOCAgKM B TPaHCMNOPTHOE CPeAcTBO WU
BbICaZlKM U3 HErO, B TOM YUCIE C UCMNOJSIb30BaHNEM KpPeCria-KOSACKM;

3) conpoBOXAEeHME WHBANMAOB, UMEIOLNX CTOMKME PaCCTPONCTBA (PYHKLUUM 3pEHUSA U
CaMOCTOATENbHOIO NepenBumxeHns;

4) Hagnexatluee pasmMelleHne obopyaoBaHna U HocutTenen nHopmauumn, HeobxoaNMbIX
ana obecneveHns GecnpenaTCTBEHHOrO OOCTyNa WHBANMOOB K 30aHUSM U MOMELLEHUSM, B
KOTOpbIX NpefocTaBnseTcs MyHuuMnanbHas ycnyra, U K ycrnyre ¢ y4eToM OrpaHu4eHurn ux
XU3HeOesaTenbHOCTY;

5) apybnupoBaHne HeobXoaMMOWN ANst UHBANMAO0B 3BYKOBOW M 3pUTENBbHOM MHGOpPMaLMK,
a TakkKe Hagnucew, 3HaAKOB W MHOW TEKCTOBOW M rpaduyeckon uHGopmauum 3Hakamu,
BbINONMHEHHbLIMU penbedHO-ToYEYHbIM WpudTom bpanns;

6) gonyck cypgonepesoayvka U Tudnocypaonepesoaymka;

7) ponyck cobaku-npoBOOHUKA MNPW  HanmuMyun [OKYMeHTa, MOATBepXAarllero ee
cneumanbHoe obyyeHue, Ha O0BLEKTbl (34aHUSA, MOMELLEHUS), B KOTOPOM npedocTaBnsercs
MyHUUMNanbHasa ycnyra;

8) okasaHve uHBanNugam noMoLiM B npeoforneHmm 6apbepoB, MeLLaloWwmx Mony4YeHuto
UMM MyHUUUNANBHOW YCIyrn HapasHe ¢ ApYrmMu nuuamu.

2.16. NokasaTtenun OCTYNHOCTM N Ka4yeCcTBa MyHULMNANbHON YCyru

35. OCHOBHbIMM MOKasaTenssMu  OOCTYNHOCTU  NPefoCTaBNEeHUs  MyHUUMNanbHOM
yCrnyru siBnsoTCS:

1) HanunumMe nMONMHOM W MNOHATHOM MHOPMaUMM O nopsagke, CpoKax W Xxoae
npefocTaBfeHnss MyHULMNANbLHON ycryrm B MHOPMAaLMOHHO-TENEKOMMYHUKALMOHHBIX CeTSX
obuero nonb3oBaHnA (B ToM uncrne «MHTepHeT»), cpeacTeax MaccoBOM MHpopmMaumm;

2) BO3MOXHOCTb nonyyeHuss 3asBUTeneMm YyBeAOMIIEHMW O npefoCcTaBrieHnm
MyHULMNanbHOW ycrnyru ¢ nomolubto ENTY;



13

3) BO3MOXHOCTb MOMy4YeHns uHdopmaumMm o xode npefocTaBneHns MyHuUMnansHOm
ycnyru, B TOM 4uCne C UCMOMb30BaHWEM  MHPPOPMAaLMOHHO-TENEKOMMYHUKALNOHHbBIX
TEXHOJSTIOTUN.

36. OCHOBHbIMW MoOKasaTensMm KavecTBa MNpPedoCTaBNEeHUA MYHULMNANbHOW YCnyru
ABNAOTCA:

CBOEBPEMEHHOCTb MNPedoCTaBNeHNs MyHMUMNanbHOW YCnyrm B COOTBETCTBUM CO
CTaHOapToM ee MpefoCTaBfeHns, YCTAHOBIIEHHbIM  HACTOAWMM  AOMUHUCTPATMBHbLIM
pernaMmeHToMm;

MWHUMarnbHO BO3MOXHOE KONWYEeCTBO B3aMMOLEWUCTBUN rpaxnaH C AOIMKHOCTHbIMU
nvuamu, yyacTByHOLMMUY B NPeoCTaBeHnn MyHULMNAnsHON YCyru;

OoTCyTCTBME O0OOCHOBaHHbLIX >anob Ha AaenctBua (6esgencTeme) COTPYOAHUKOB U UX
HeKoppeKkTHoe (HEBHMMATENBbHOE) OTHOLLEHME K 3adBUTENSAM;

OTCYTCTBME HapyLUeHNWN YCTaHOBMNEHHbIX CPOKOB B npouecce npeaocTaBreHuns
MYHULMNANbHON YCNyru;

OTCYTCTBME 3asBneHnin 06 ocnapvBaHuM pelleHnn, gencteuni (6e3gencTems)
YNOfHOMOYEHHOro opraHa. Ero [ofmKHOCTHbIX v, MPUHUMMaeMblX (COBEpPLUEHHbIX) npwu
npefocTaBneHnn MyHUUMNAnsHOW YCIyrn, no WUToram, pacCMOTPEHUS KOTOPbIX BbIHECEHBbI
peLeHns o6 yaoBneTBOpeHnn (HaCTUYHOM YAOBNETBOPEHMM) TpeboBaHuin 3asBuTtenen.

2.17. NHble TpeboBaHus, B TOM YUCHE yYnTbIBatOLWME 0COBEHHOCTH
npeaocTaBneHns MyHUUMNanbHoON yCrnyrn B MHOTOMYHKUMOHAMbHbIX LLeHTpax, 0COBEHHOCTH
npeaocTaBneHnss MyHULMNansHoN ycryru no aKcTepputTopuansHoMy NPUHLKNY U 0COBEHHOCTU
npefocTaBneHna MyHULUMNanbHOW YCNyru B 3rIeKTPOHHOW popme

37. NpepocTaBreHve MyHULMNANbHOW YCIyrn No 3KCTeppuUTopransHOMY NPUHLKUNY
OCyLLEeCTBMSAETCA B YacTu obecneyeHns BO3MOXHOCTM nogaym 3asasneHnin nocpeacrtesom EMMY
1 NonyyeHns pesynstata MyHuuunansHoum ycrnyrm 8 ML,

38. 3asaButensm obecneymBaeTCs BO3MOXHOCTb MNPedoCTaBfEeHNa 3asiBNEeHna U
npuraraembiX JOKYMEHTOB B (pOpMe 3NEKTPOHHbIX JOKYMEHTOB rnocpeactsom ENMY.

B otom cnyvae 3aaButenb unu ero npeacrtaBuTens astopudyetca Ha ENNY
nocpeacTtsoM noaTBepXaeHHoW ydeTHon 3anucn B ECWA, 3anonHaeT 3adBneHne o
NpegocTaBNeHnn MyHULMNANbHOW YCNyrM C WUCNOSIb30BaHUEM WHTEPaKTUBHOW (POopMbl B
3M1EeKTPOHHOM BUae.

3anonHeHHoe 3asiBrieHne O NpefoCTaBfieHUN MyHUUMNAnNbHOW YCNyrM OThnpasnseTcs
3asButenem BMeCTe€ C MNPUKPENMEHHbIMU  3MNEKTPOHHbIMKM  obpa3amu  JOKYMEHTOB,
HeobxooMMbIMW ON1S NPefoCTaBneHuss MyHUUUNanbHOW YCryrn, B YNONHOMOYEHHbIN OpraH.
Mpn aBTopusaumm B ECUA 3aaBneHne o npegoctaBneHnn MyHULMNANsHOW YCnyrn cyntaeTca
noanncaHHbIM npocTomn 3NEKTPOHHOM noanncebio 3assutens, npegcrasutens,
YNONMHOMOYEHHOI0 Ha nognucaHne 3asBrieHus.

PesynbTatbl npenoctaBneHUs MYHULMNANbHOW YCNYyrn, YKasaHHble B MyHKTe 37
HacToswero AAMUHUCTPATUBHOIO perfiaMeHTa, HanpaersTCA 3asaBUTEN0, NpeacTaBUTerNo B
Nn4YHbIN KabuHeT Ha ENMMNY B dopme 3nekTpoHHOro AOKyMEHTa, NOAMMCAHHOIO YCUIIEHHOW
KBanuduumposaHHon noanuceto  Cneumnanucta  YNONMHOMOYEHHOrO oOpraHa B criyvae
HanpaBneHua 3asaeneHnsa nocpeacrtsom ENMMY.

B cnyyae HanpasneHus 3asBneHua nocpegctsoM EININY pesynbTaT npepocTtaBneHus
MYHULMMNANbHOW YCIyrn Takke MOXET OblTb BblAaH 3assBuTernto Ha 6ymaxHom HocuTene B MOL
B nopsaake, npefyCMOTPEHHOM NyHKTOM 64 HacToswero AQMUHUCTPATUBHOIO perfnamMeHTa.

39. OneKkTpoHHble AOKYMEeHTbl MOryT ObiTb NpefocTaBreHbl B crnegylowux gopmaTtax:
xml, doc, docx, odt, xls, xIsx, ods, pdf, jpg, jpeg, zip, rar, sig, png, bmp, tiff.

HonyckaeTca opmmpoBaHMe  SNEKTPOHHOrO  [AOKYMEHTa MNyTeM CKaHMpOBaHWUA
HenocpeacTBEHHO C OpurMHana AoKymMeHTa (MCnofb3oBaHWe KONMUW He A0MnycKaeTcsl), KoTopoe
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OCYLLECTBMSAETCA C COXpPaHEHMEM OpUEHTauun opurnHana gokymeHta B paspeleHnn 300-500
dpi (macwTab 1:1) c ucnonb3oBaHMEM CneayOLWNX PEXNMOB:

«4YepHo-6enbi» (NpU OTCYTCTBUM B OOKYMEHTe rpaduyeckmx nsobpaxeHun u (unu)
LBETHOrO TeKcTa);

«OTTEHKN Ceporo» (Npu HanU4YMM B JOKyMeHTe rpaddnyeckmnx n3obpakeHnn, oTNNYHbIX OT
LBETHOro rpadomyeckoro n3obpaxeHus);

«UBETHO» WUIIN «PEXMM MOMHON LUBeTonepenayn» (NpuU HanMyuum B OOKYMEHTE LBETHbIX
rpadnyeckmx n3obpaxeHunin nMbo LBETHOIO TeKCTA);

COXpaHEHMEM BCEX ayTEeHTUYHbIX MPU3HAKOB MOASIMHHOCTU, @ WMMEHHO: rpadun4eckon
nognucy nuua, nevaTtun, yrrioBoro wramna 6naHka;

KONn4yecTBo (GannoB LOMKHO COOTBETCTBOBATb KONMWYECTBY AOKYMEHTOB, KaXabl U3
KOTOPbIX COOEPXUT TEKCTOBYHO U (Mnn) rpacomnyeckyto HdopmaLmio.

OnNeKTPOHHbIE 4OKYMEHTbI AOMKHbI 06ecneynBaThb:

BO3MOXHOCTb MAEHTUOMLMPOBATL JOKYMEHT U KOSIMYECTBO SIMCTOB B JOKYMEHTE;

ONA OOKYMEHTOB, CoAepXalux CTPYKTYpUpOBaHHble MO 4YacTaM, rfasam, pasgenam
(nogpasgenam) gaHHble U 3aknagku, obecnevvBalolme nepexonbl NO OrfaBfeHnto 1 (Unu) K
coAaepXallmm B TEKCTE pPUCYHKaM 1 Tabnuuam.

[okymMeHTbl, nognexawme npegoctasneHnto B ¢dopmaTtax xlIs, xIsx wnm ods,
hopmMMpyOTCA B BUAE OTAENbHOMO 3MEKTPOHHOIO AOKYMEHTa.

3. CocTtaB, nocnegoBaTenbHOCTb U CPOKU BbINOSTHEHUS agMUHUCTPATUBHbBIX Npouenyp
(nencteui), TpeboBaHMs K NOPSIAKY UX BbINOSTHEHUS, B TOM YMCe OCOBEHHOCTM BbIMOSTHEHNS
aZMUHUCTPAaTUBHbLIX NpoLeayp B 35IEKTPOHHOM hopme

3.1. NcuepnbiBawoLwmm nepevyeHb adMUHUCTPATUBHBIX NpoLeayp

40. T[lpepocTtaBneHne MyHMUMNANbHOW YCNyrM BKAYaeT B ceba cneaywowue
agMUHUCTpaTUBHbIE Npoueaypbl:

1) npyem  3asBneHnss 1M OOKYMEHTOB, HeobxoaumbiX Ans  npeaocTaBneHus
MYHULMNANbHON YCNyru;

2) paccMmoTpeHne 3aaBnNeHns N NpeacTaBNeHHbIX AOKYMEHTOB;

3) NpuHATHE pelleHnss O npegocTtaBneHun (06 oOTkase B NpegocTaBneHun)
MYHULMNANbHON YCNYru;

4) Bblgaya pesynbtata Ha OymMaxxHOM HocuTerne (OnuMOHanbLHO).

OnucaHve agMUHUCTPATMBHBIX Npoueayp NpeaocTaBneHO B MNPUOXeHun 3 K
HacTosilweMy AAMUHUCTPATUBHOMY perfiaMeHTy.

3.2. lNepeyeHb agMUHUCTPATUBHBIX Npoueayp (4encTBuin) npy NnpeaocTaBneHnm
MYHULMMNANbHOW YCNyru ycnyr B 3NeKTpoHHoON hopme

41. lNpun npegocTaBnNeHNN MyHULMNANLHOW YCIyrn B 3MNEKTPOHHOW hopme 3asBUTENIo
obecneynBarTcs:

nony4YyeHne nHopMaLunn o NopsaKe U Cpokax NpegocTaBneHns MyHULMNanbHOW YCNyru;

dopMupoBaHme 3aaBEHUS;

npMeM W peructpauus YnorHOMOYEHHbIM OpPraHoM 3asiBNEeHUS U UHbIX OOKYMEHTOB,
HeobxoAMMbIX AN NpeocTaBneHns MyHULMNanbHOW yCnyru;

nony4YyeHne pesynbTata NpegocTaBneHns MyHULMUNanbHOW YCnyri;

nony4YyeHne CBeIeHUN 0 Xoe pacCMOTPEHUS 3asiBNEHNS,;

OCyLleCTBMNeHMe OLEHKM KayecTBa NpeaocTaBneHns MyHULMNanbHOW YCnyru;

pocynebHoe (BHecyoebHoe) obGxanoBaHue peweHun u  gencteun  (6e3pencteus)
YNonHOMOYeHHoro  opraHa nubo  geuncteua  (6esgencTBue)  OOMKHOCTHBIX Ny
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YNONMHOMOYEHHOIO  OpraHa, NpedoCTaBnsioWero  MyHuuuMnanbHyw  ycnyry,  nubo
MYHULMNANbHOTO Cry>KaLlero.

3.3. Nopsgok ocylecTBneHns agMMHUCTPaTUBHbLIX Npoueayp (AencTeun)
B 9NeKTPOHHOW dhopme

42. dopmnpoBaHune 3aaBrneHus.

dopmupoBaHMe 3asiBNEHNSA OCYLLECTBSAETCA MNOCPEACTBOM 3aroOfiHEHUSA 3MEKTPOHHOWN
dopmbl 3asBneHns Ha ENINY 6e3 HeobxoguMoCTM OOMOMHUTENbHOM MNodadn 3asiBEHUS B
Kakon-nmbo cdopme.

dopmaTHOo-rornyeckas npoBepka chpopMmMpoBaHHOIO 3adBNEeHUs OCyLLeCTBNAeTCa nocne
3anosiHeHns 3asBUTENEM KaXKdoro 13 nonen anekTpoHHoM hopMbl 3asBnenus. [Npu BbigBNeHUn
HEeKOPPEKTHOro 3anosiHEHUS MONA 3NEeKTPOHHOW (PopMbl 3asBrieHUss 3asBUTENb YBEOOMIISEeTCS
O XapakTepe BbISIBIEHHOM OLWMBKN 1 NOpsiAKe ee yCTpaHeHUs1 NOCPeaACTBOM MHPOPMALIMOHHOMO
coobLLeHna HenocpeaCcTBEHHO B ANIEKTPOHHOM (hopMe 3asiBNeHUs.

Mpu dbopmmpoBaHum 3asBneHnsa 3aasutento obecnevmBaeTcs:

a) BO3MOXHOCTb KOMUPOBaHWA W COXpPaHEHUA 3asiBrleHNd W WHbIX [OKYMEHTOB,
ykasaHHbIX B nyHkTe 20 Hactoswero AAMUHUCTPATUBHOMO perfiameHTa, HeobxoammbiX AOis
npefocTaBfieHnUss MyHULUMNANbLHOW YCNyru;

6) BO3MOXHOCTb nevaTm Ha OyMaXHOM HOCUTENE KOMUM INEKTPOHHOW POopMbI
3ad9BneHus;

B) COXpaHeHNe paHee BBEAEHHbIX B ANIEKTPOHHYI0 dOPMY 3asaBfEHUSA 3HAYEHUI B NOOOM
MOMEHT MO >XENnaHuK MoNb3oBaTeNs, B TOM 4YUCME MpM BO3HMKHOBEHWM OLIMOOK BBOAA W
BO3BpaTe 4151 MOBTOPHOrO BBOAA 3HAYEHUI B ANIEKTPOHHYIO (DOPMY 3asiBIIEHUS;

) 3anorfiHeHWe nosiern 3NeKTPOHHOM (POpPMbl 3asdBMNEeHUs 0O Hayana BBoAda CBedeHUM
3asBuUTENEM C MCNONb30oBaHMEM CBedeHun, pasmeleHHbix B ECWA, wn ceegeHun,
onybnukoBaHHbIX Ha ElMY, B yacTu kacatowwerica ceegeHnin, otcytereytownx B ECUA;

) BO3MOXHOCTb BEPHYTbCA Ha Nobon n3 3TanoB 3anofIHEHUS 3NEKTPOHHON OpMbl
3asBneHnsa 6e3 notepu, paHee BBEAEHHON MHOpMaLu;

€) BO3MOXHOCTb foctyna 3aasutens Ha EMNIY k paHee nogaHHbIM UM 3asBfEHUAM B
TeYyeHne He MeHee OJHOro roa, a Takke 4YacTUYHO CHOPMUPOBAHHBIX 3asIBIIEHUN — B TEYEHUU
He MeHee 3 MecsLEeB.

ChopmupoBaHHOM M NOANUCAHHOW 3asiBfiEHNE U UHble LOKYMEHTbl, Heobxoaumble Ans
npefocTaBfieHnMs MYHUUMNANbHOM  YCIYrn, HanpaBnAlTCs B YMNOMAHOMOYEHHbIN  OpraH
nocpeacteom ENMIY.

43. YNOnMHOMOYEHHbIN OpraH obecneymBaeT B CPOK He no3gHee 1 paboyero AHA C
MOMeHTa nogauyu 3asBneHus Ha ENY, a B cnyyae ero nocrtynneHus B Hepabouun wnu
npasgHUYHbIN OEHb, - B CeaYLWNiA 3a HUM NepBbi paboynin AeHb:

a) npuem OOKYMEHTOB, HeOb6XoAMMbIX ANs NPeaoCTaBNeHNs MyHULMNANbHOW YyCRyrn, u
HanpasreHne 3asBUTESO ANEKTPOHHOIO COOOLLEHNSA O NOCTYNNEHUN 3asIBIIEHUS;

6) permctpaumio 3asBNeHNss U HanpasreHne 3asBUTEN0 YBEAOMISIEHUS O perncrpaumm
3asBrneHna nubo o6 oTkase B NpuemMe [JOKYMEHTOB, HeoOXoauMbIX ONA npefocTaBneHus
MYHUUUNANbHOW YCNyru.

44, OnekTpPoOHHOE 3asiBfieHMEe CTaHOBUTCHA [LOCTYNHbIM Ans nuua YNOnHOMOYEHHOro
opraHa, OTBETCTBEHHOrO 3a NPUeM 1 pernctTpaumio 3asBrneHna (ganee — OTBETCTBEHHOE NnLO),
B rocyfapCTtBeHHOW MHMOPMAaUMOHHOW cUcTemMe, UCMOoNb3yemMon YNONHOMOYEHHBbIM OpraHom
ANA npefocTaBneHnsa MyHuumnansHon yenyru (ganee — M'MC).

OTBETCTBEHHOE NULIO:

NpoBepseT Hanuume 3MeKTPOHHbIX 3aaBneHun, noctynuewux ¢ ENMIY, ¢ nepuopa He
pexe 2 pasa B eHb;

paccmaTpMBaeT MOCTYNMBLUME 3asiBfIEHUSs W  NPUNOXEHHble o0bpasbl JOKYMEHTOB
(OOKyMEHTHI);
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Npon3BoauUT OENUCTBUS B COOTBETCTBUMU C MYHKTOM 43 HacTtoswero AAMUHUCTPATUBHOIO
pernamMmeHTa.

45. 3asBuUTento B KadecTBe pesynbrata npefocTaBfieHUss MyHUUMNANbHOW YyCryru
obecrneynBaeTca BO3MOXHOCTb MOMy4YeHUs JOKYMEHTa:

B dpopMe SNEeKTPOHHOro AOKyMEHTa, MOAMMCAHHOIo YCUMNEeHHOW KBanuguuupoBaHHOM
9NEKTPOHHOW MOAMUCLIO YMOMHOMOYEHHOIO AOMKHOCTHOrO nuua YNoNHOMOYEHHOro opraHa,
HanpaBfeHHOro 3asaBuTento B NU4YHbIA kabuHeT Ha ENMTY;

B Buae OymaxHOro [JOKyMeHTa, NoATBepXOaloLero coAepXaHue SMeKTPOHHOro
AOKYMeHTa, KOTopbIn 3asiBUTeNb Nofy4aeT npu nMyHom obpatieHnn B MOL.

46. [llonyyeHne wHOpMaUUM O XO4e pPaCCMOTPEHUs 3asfABfiEHUA U O pesynbTaTe
npeaocTaBneHns MyHUUMNanbHON YCnyrn Npou3BOAUTCH B NMYHOM kabuHete Ha EMIY, npu
ycrnosun aBtopusaumu. 3asButenb MMeeT BO3MOXHOCTb NpocMaTpuBaTh CTaTyC 3MEKTPOHHOMO
3a8BNeHNda, a Takke MHOpPMauuilo O JdanbHenWwunx AeUCTBUSX B JfIMYHOM KabuHeTe no
CcoBCTBEHHOM MHUUMATKMBE, B Ntoboe Bpems.

lMpy npepoctaBreHMM MyHUUMMANbHOW YCNyrn B SMEKTPOHHOM opme 3aaButento
HanpaBnseTcs:

a) yBedoMMeHue O TnpuvemMe W perucTpaumm 3asiBNeHUss W UHbIX [JOKYMEHTOB,
Heobxo4MMbIX AN NpeaocTaBeHns MyHUUUNanbHOM ycnyru, cogepxatliee ceegeHns o pakre
npuema 3asiBfieHUs M [OKYMEHTOB, HeobXxoaumbiX Onsi NpedoCTaBfeHUs MyHUUUNanbHOW
ycrnyru, 1 Hayarne npoueaypbl NpeaocTaBneHns MyHUUMnNanbHOW yCnyrn, a Takke cBefeHus o
Aate n BpeMeHU OKOHYaHWUS NpefocTaBfeHnsa MyHUUMNansHOW ycnyrin, minb6o MOTUBMPOBAHHbIN
OTKa3 B NpuemMe AOKYMEHTOB, HEOOXOANMbIX AN NpefoCTaBneHUss MyHUUUNAansHOW yCryru;

6) yBegomneHve O pesynbTaTax pPacCMOTPEHUS [OKYMEHTOB, HeobxoauMmblx Ans
npegocTaBneHns  MyHUUMNanbHOW  YCryrn,  coAepXallee CBedeHWA O  NPUHATUU
NOSTIOXUTESNBbHOIO peLlleHna O nNpeaocTaBfeHnUn MyHULMNAarbHOWM YCIyrm U BO3MOXHOCTHU
nony4YnTb pesynbTat NpeaocTaBneHna MyHUUMNanbHON yCryrm Mo MOTUBMPOBAHHbLIA OTKas3 B
npegocTaBeHn MyHULMNANbLHOW YCNYIu.

47. OueHka kayecTBa NpeaocTaBneHnsa MyHUUUNanbHOW yCryri.

OueHka kayecTBa nNpefoCTaBiEHUS MYyHUUMNANbHOW YCMNyrM OCyLWecTBAseTcsa B
cootBeTCcTBUM C [lpaBunamm oueHkn rpaxgaHamm  9PEKTUBHOCTU  OEATENbHOCTU
pykoBoAMUTENEN TeppuTopuanbHbiX OpraHoB defeparibHbIX OpraHoOB UCMOMHUTESTbHOW BNacTu
(MX CTPYKTYPHbIX NoApasaeneHnin) ¢ y4eToM KadecTBa NpeaocTaBneHns MMu MyHUUUNanbHbIX
ycryr, a Takke NnpuUMeHeHus pesynbTaToB YKa3aHHOW OLEHKM KakK OCHOBaHUSA AN NPUHATUSA
pelweHnn O [OOCPOYHOM MpeKpaLleHUn WCMNONHEHNA COOTBETCTBYHOLMUMU PYKOBOOUTENAMU
CBOMX [AOSMKHOCTHbIX 00S3aHHOCTEN, YTBEPXOEHHbIMW nocTaHoBneHnem [lpaBuTenbcTBa
Poccuinckon ®epepaummn ot 12 pgekabpsa 2012 roga Ne 1284 «O6 oueHke rpaxgaHamu
3(PPEKTUBHOCTM OeATENbHOCTU PYKOBOAUTENEN TeppuTopuanbHbIX OpraHoB dedeparibHbIX
OpraHoB WCMNOMHUTENBHOM BMactTu (UX CTPYKTYPHbIX MOApasgeneHnin) u TeppuTopuarnbHbIX
OpraHoB rocygapCTBEHHbIX BHEBOOMXKETHbIX (POHAOB (MX pernoHanbHbIX OTAENEHUN) C y4eTOM
KayecTBa NpefocTaBrieHUs rocydapCTBEHHbIX YCIyr, pyKoBOAUTENEen MHOMOMYHKUMOHANbHbIX
LEeHTPOB MNpefoCTaBNeHns rocyaapCTBEHHbIX M MyHUUMMAanbHbIX YCAyr C y4eTOM KadecTBa
opraHusauun npeaocTaBneHnss rocyaapCTBEHHbIX WM MyHUUMNAnbHbIX YCIyr, a Takke o
NPUMEHEHUN pe3yrbTaTOB YKa3aHHOW OLEHKM KakK OCHOBaHWA ONs MNPUHATUA peLleHur o
AOCPOYHOM  MpeKkpalleHUM  UCMOMHEHUS  COOTBETCTBYIOLUMMM  PYKOBOAUTENAMU  CBOWUX
AOJMPKHOCTHbIX 00s13aHHOCTEN Y.

48. 3asBuTento nNpegocTaBnAeTca BO3MOXHOCTb HanpasfieHus Xanobbl Ha peLueHus,
JencTBuns nnm be3gencreune YNONMHOMOYEHHOro opraHa, JOIMKHOCTHOTIO niua
YNOSTHOMOYEHHOro opraHa, NMMbo MyHMUMNAanbHOro CriyXallero B COOTBETCTBUM CO CTaTbewn
11.2 ®epepanbHoro 3akoHa Ne 210-®3 mn B nopsgke, YCTaHOBMEHHOM MOCTaHOBMEHUEM
MpaButenbctBa Poccuiickon ®eapepaumm ot 20 HosOpa 2012 roga Ne 1198 «O degepanbHon
rocyaapCTBeHHOM MHGOPMaUMOHHOM cucteme, obecneumBaiowlen npouecc aocyaebHoro,
(BHecynebHoro) obxanoBaHus pelleHun u gencteun (6e3nencTBus), COBEPLUEHHbIX Mpwu
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npefocTaBfieHMM  rocygapCTBEHHbIX W MyHMUMNanbHbIX — ycnyr» (B cnyyae, ecnu
YNOMHOMOYEHHbIN OpraH NOAKMOYEH K yKa3aHHOW cucteme).

3.4. Mopsgok ncnpaBneHnst 4oNyLeHHbIX OneYaTok U oWnbOoK B BblAaHHbIX B pe3ynbTaTte
npenocTaBneHns MyHUUMNanbHOM YCnyrn JOKyMeHTax

49. B cnyyae BbigBRNeHMs oneyaTok M ownbok 3asBuTenb BrnpaBe obpaTutbCs B
YNONMHOMOYEHHbIN OpraH € 3asBreHneM C NpurioXeHneMm OOKYMEHTOB, yKasdaHHbIX B nyHKTe 20
HacTosLwero AOQMUHUCTPATUBHOIO pernamMeHTa.

50. OcHoBaHusA OTkasa B npueme 3asaBneHna o0 ucnpaBneHun onedaTok U owmbok
yKasaHbl B NyHKTe 25 HacToswero AOQMUHUCTPaTUBHOIO pernamMmeHTa.

51. VicnpaBneHwe [JonyLEeHHbIX onevyaTtok U ownbok B BblOaHHbIX B pesynbTaTe
npefoCcTaBfeHnUss MyHUUMNANbHOW YCNyrn [JOKYMEHTaxX OCYyLLeCTBNSeTCcs B Ccrneayruem
nopsiake:

51.1. 3asButenb npu obBHapyXeHUM onevyaTok M OoWMBOK B AOKYMEHTaX, BblOAHHbIX B
pesynbTate npegocTtaBneHns MyHUUMNanbHOM ycnyrn, obpaljaeTcs NMUYHO B YnpasneHue ¢
3a8BneHnemM o HeobxoauUMOCTU MCMpPaBREHMS OMeyvyaToK M OWMBOK, B KOTOPOM COAEPXKUTCA
yKasaHue Ha ux onucaHue.

51.2. YNONHOMOYEHHbIN OpraH npw nonyvYeHun 3asiBrieHnu, ykadaHHoro B noanyHkre 51.1
nyHktTa 51 HacTtosiwero nogpasgena, paccMatpuBaeT  HeobXxoAuMMOCTb  BHECEHUs
COOTBETCTBYKOLLMX U3MEHEHUN B [AOKYMEHTbl, ABMSAKOWMECH pe3yrbTaToM npenocTaBneHus
MYHULMMNANbHON YCNYyru.

51.3. YnonHomoueHHbIn opraH obecneymBaeT YyCTpaHeHWe onevyaTtok M ownbok B
AOKYMeHTax, ABNALLMNXCA pe3dyrnbTaToM NpegocTaBneHns MyHULMNansHOM yCyru.

51.4. Cpok ycTpaHeHus onevyaTok U ownbok He AormkeH npesbiwaTbh 3 (Tpex) paboumx
AHeW c fgaTbl permctpaumu 3asBreHus, ykasaHHoro B nognyHkte 51.1 nyHkta 51 HacToswero
nogpasgena.

4. CDOprI KOHTpONA 3a UCNOoJfIHeHneM aaAMUHUCTPATUBHOIO pernamMmeHTa

4.1. lNopagok ocyLLecTBNEHNS TEKYLLLEro KOHTPONA 3a cobnoaeHneM U NCNONHEHNEM
OTBETCTBEHHbLIMU JOIMKHOCTHBIMU NML @MU NONOXEHU agMUHUCTPATUBHOIO pernameHTa u
MHbIX HOPMAaTMBHbIX MPaBOBbLIX AKTOB, yCTaHaBNuBaLWmx TpeboBaHns K NpefoCcTaBneHuIo

MYHULMNANbHOW YCIyru, a Takke NPUHATUEM UMW peLLEHUN

52. TeKywmn KOHTpoOnb 3a COGMIOAEHMEM M UCMOSIHEHMEM  HAcCTOSLLEro
AOMWHUCTPATUBHOIO pernamMeHTa, MHbIX HOPMAaTMBHbLIX MPaBOBbIX aKTOB, YCTaHaBNMBAKOLLNX
TpeboBaHNA K MNpeaocTaBfeHMio MyHUUMNANbHOW YCMyrk, OCYLLUECTBISIETCA Ha MOCTOSHHOW
OCHOBE  [JOSMKHOCTHbIMW  NvuamMu  YNOMHOMOYEHHOrO  opraHa, YMONHOMOYEHHbIMW  Ha
OCYLLECTBIIEHNE KOHTPOSS 3@ NpeAocTaBeHneM MyHULMNANbHON YCIyTn.

[Ona Tekywero KOHTPOMS MWCMNOMb3YKTCA CBEeAEeHUS ChyXebHOM KoppecnoHAeHUMN,
YCTHas M NUCbMEHHas MHopMauna cneumnanmcToB M OOMMKHOCTHbLIX NnL, YNOAHOMOYEHHOro
opraHa.

TeKyLunIn KOHTPOSb OCYLLECTBNAETCS NyTEM NPOBEAEHUSA NPOBEPOK:

peLleHn o npegocTasneHnn (06 oTkase B NPeaoCTaBneHnn) MyHULMNANsHON yCryru;

BbISIBIIEHUS N YCTPAHEHUSA HapYLLEHWI NpaB rpaxnaH;

PacCMOTPEHNSA, MPUHATUA PELLEHNA U NOArOTOBKM OTBETOB Ha OOpalleHus rpaxaaH,
cogepxatume xanobbl Ha peleHns, oencTeus (6e3gencTeme) 4OMKHOCTHbBIX L.

4.2. MNMopsaok U NEPUOAMYHOCTb OCYLLECTBMEHUS NAHOBbLIX M BHEMMAHOBbLIX NPOBEPOK
NONHOTLI U KaYyecTBa NpeaoCcTaBnNeHnst MyHULUMNAanbHOM YCryr, B TOM Y1Ce NopsiaokK v
bopMbl KOHTPOSS 3a MNOSTHOTOM M Ka4YeCTBOM NpeaoCTaBNeHUst MyHUUMNANbHOWM YCIyrm
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53. KoHTposib 3a MNOMHOTOWM M Ka4yeCTBOM NpeAocTaBSfieHNA MyHUUMNANbHOW YCryru
ocyLlecTBngeTca B opMax npoBeaeHUs NNaHOBbIX U BHEMNIAaHOBbLIX MPOBEPOK.

54. nnaHoBble MPOBEPKU OCYLLECTBMAAKOTCSA Ha OCHOBaHWWM TOAOBbLIX MfaHoOB paboTbl
YNONMHOMOYEHHOro opraHa, yTBepXgaeMblx pykoBoguTenem YmnornHOMOYeHHOro opraHa. [lpu
NSaHOBOKW NPOBEPKU MOSMHOTLI U Ka4yecTBa NpeaoCTaBneHnsa MyHUUMNANbHOW YCNyru KOHTPOSO
nognexar:

cobrnogeHne CpoKkoB NpeaocTaBeHns MyHULMNANbHOW yCnyru;

cobnogeHne nNonoXeHnm HacTosALWwero AAMUHUCTPATUBHOIO pPerfnameHTa;

NpaBUIIbHOCTL U OBOCHOBAHHOCTb MPUHATOrO pelleHna ob oTkase B npenocTaBfieHuun
MYHUUUNANbHOW YCRyru.

OcHoBaHueM ansi NpoBeAeHNSA BHEMNAHOBbLIX NPOBEPOK SABMIAKTCA:

noflyyeHMe OT TrOCydapCTBEHHbIX OpraHoB, OpPraHoB MECTHOro CcaMoynpaBrieHUs
WHopMauuKM O npeanosiaraembiX UM BbISBMEHHBIX HAPYLUEHUSIX HOPMAaTMBHbLIX MNPaBOBbIX
aktoB Poccuiickon depepaummn, HOPMATUBHBIX MPaBOBbIX akToB Tomckonm obnactm wu
MyHUUMNanbHoro obpasoBaHus «TerynbaeTCKUNn panoHy;

obpaleHusa rpaxgaH M pUAMYECKMX NUL Ha HapyLleHWe 3akoHoOaTernbCTBa, B TOM
Yncre Ha Ka4ecTBO NpefoCTaBfEHNss MyHUUMNANbHOWN YCIYI.

4.3. OTBETCTBEHHOCTb AOJMKHOCTHbIX AL, 3@ peLLeHns N aencTeus (besgencrame),
npuHMMaemble (OCyLLECTBSIEMbIE) UMW B XO4€e NPeaOCTaBNEeHNA MyHULMNANbHOW YCyrn

55. llo pesynbTaTam nNpoBeOEHHbIX MPOBEPOK B Criydae BbISBMEHUS HapyLIeHUN
cobnogeHns nonoXxeHnn AOMMHUCTPATUMBHONO pernameHTa, HOPMaTMBHbIX MPaBOBbLIX AKTOB
Poccuiickon ®egepauumn, HOpMaTUBHbBIX NPABOBbLIX aKTOB TOMCKON 061nacTn u MyHULMNAnbHOro
obpasoBaHna «TerynbAeTCKMA panoH» BUHOBHbIE [OOSMKHOCTHbIE nvua ALMUHUCTpaUUK
TerynbaeTckoro pavioHa HecyT MNepCcoHaribHYK OTBETCTBEHHOCTb 3a pelleHns N OencTBus
(6e3pencTBme), NpUHUMaEMbIe B XOA4e NpeaocTaBneHNns MyHULMNAanbHOW YCNyru.

[MepcoHanbHas OTBETCTBEHHOCTb chneuynanucTtoB AamuHucTpauuum TerynbaeTckoro
panoHa 3akpenndeTca B [OO/MKHOCTHbIX perfaMmeHTax B COOTBETCTBUM C TpeboBaHuAMM
3akoHogaTtenbcTBa Poccuickon degepaumm n 3akoHogaTenscrea ToMmckon obnacTtu.

4.4. TpeboBaHus K Nopsiaky n doopmam
KOHTPOIS 3@ NpeaocTaBeHneM MyHULUMNANbLHOW YCIyrn, B TOM Yncne
CO CTOPOHbI rpaxaaH, ux obbegnHEHN N OpraHn3aLUmnn.

56. NpaxxgaHe, nx o6beaMHEHMA N OpraHM3aumm UMEOT NPaBO OCYLLECTBNATb KOHTPOSb
3a npegocTaBfeHneM MyHUMUMManNbHOW yCriyrn nyTemMm MonydeHus WHgopmauum o xoae
npegocTaBfeHns  MyHUUMNAnNbHOM  ycryr, B TOM 4uiCne O CpoKax 3aBepLleHus
aAMUHUCTPaTUBHBIX Npoueayp (4encTBun).

MpaxgaHe, nx o6beaUHEHNSA 1 OpraHM3aLmmn Takke UMET NPaBo:

HanpaenaTb 3aMevYaHus U NPeasioKeHUs No YryyleHUo OOCTYNHOCTU W KayecTBa
npegocTaBneHnsa MyHUUMNanbHON yCcnyru;

BHOCUTb MPEeanoXeHns O Mepax Mo YCTPaHEeHUI HapyleHUWW HacCTOSLWEero
AOMUHNCTPATMBHOIO perfnameHTa.

57. [JOmKHOCTHbIE NMua YNOSIHOMOYEHHOrO opraHa NpPUHUMalOT Mepbl K NMpeKpaLleHunto
AONYLEHHbIX HapyLeHUn, YCTPaHSKT NPUYMHBI U YCIOBUS, CNOCOOCTBYHOLINE COBEPLLEHMIO
HapyLeHuNn.

MHpopmauna o pesyrnbTaTax pacCMOTPEHUS 3aMevYaHuin U NpeanoXeHUn rpaxaaH, ux
obbeaHEeHUN 1 opraHM3aumii OBOOUTCH OO0 CBEAEHUS NUL, HanpaBMBLUMX 3TU 3amMedaHus u
npeanioxXeHus.
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5. [locyaebHbin (BHeCyaeOHbIN) Nopaaok obanoBaHUs peLleHnin n 4encTBum
(bespencTtBus) opraHa, NpeaoCcTaBnASOWEro MyHULUMNANbHYO YCNYry, a Takke OOMKHOCTHbIX
nnL, MyHULMNANbHbIX CAYXaLUnX.

58. 3asButenb uMeeT npaBO Ha ob6xanoBaHue peweHuss U (UNK) OencTBUi
(6e3pencTBnd) YNONMHOMOYEHHOrO OpraHa, AOSMKHOCTHBIX WL, YNOMHOMOYEHHOro opraHa,
MyHUUMNanbHbIX cnyxawmx, MoL, pabotHmka MOL|, npy npegoctaBneHnn MyHUUMNANbHOM
ycnyrn B gocyaebHom (BHecynebHom) nopsgke (oanee — xkanoba).

5.1. OpraHbl MECTHOrO CaMOyrnpaBneHusl, yNofIHOMOYEHHbIE HAa pacCMOTpPeHne Kanobbl
nuua, KoTopbiM MOXeT BbITb HanpaeneHa xanoba 3assutens B gocyaebHom (BHecyaebHoOM)
nopsiake.

59. B pocypebHom (BHecynebHom) nopsigke 3aasutenb (NpeacraBuUTENb) BMpaBe
obpaTtuTtbCa C xanobon B NUCbMEHHON hopme Ha BGyMaHOM HoOcuTene uUnuM B SNEKTPOHHOW
doopme:

B YNONMHOMOYEHHbIM OpraH — Ha peweHne u (unu) pencteua (6esgenctene)
AOIMKHOCTHOIO Nnua, MyHUUUNANbHbIX CRyXalwmx YNONHOMOYEHHOro opraHa;

B BbILIECTOALWMIA OpraH Ha peweHne u (unn) genctena (6esgenicteme) SOMKHOCTHOMO
nvua, pykosoautens YNofHOMOYEHHOro opraHa;

K pykoBoguTtento MOL| - Ha pewweHune n gencteua (6esgenctane) pabotHmka MOLL;

K ydpegutento MOL| — Ha peweHune n gencteua (6esgencrtane) MOLL.

B YnonHomoyeHHOM opraHe, M®U, vy vyuypegutena MOL onpegenstoTcs
YMOMHOMOY€EHHbIE HAa PacCMOTPeEHMe Xanob JOMMKHOCTHbIE nuua.

5.2. Cnocobbl MHhopMmnpoBaHua 3aaBntenen o nopsaake nogayun um
paccMOTpeHUs xanobbl, B TOM Yn1Ce C ucnonb3oBaHne EanHoro noprana
rocy4apCTBEHHbIX U MyHULMNAnNbHbIX yCnyr (QYHKLMIA)

60. NHopmaumsa o nopsgke nogavnm M paccMOTpeHust xanobbl pasmellaeTcs Ha
MHOPMAUUNOHHBLIX CTeHdax B MecTax MpedocTaBfeHns MyHUUMNnanbHOW YCryru, Ha canmTe
YnonHomouyeHHoOro opraHa, ElNNry, a takke npegocraBnaeTcd B YCTHOM oopme no TenedoHy u
(vnn) Ha NnyHOM npueme NGO B MUCbMEHHOW hOpME MOYTOBLIM OTNPABfEHNEM MO agpecy,
ykaszaHHomy 3asiButenem (npeacraButenem).

6. OcoBeHHOCTM BbINOSTHEHMS aAMUHUCTPATMBHbLIX Npoueayp (aenctaumn) B
MHOrOYHKLMOHANbHbIX LLEHTpax NnpeaoCcTaBNeHNsa rocygapCTBEHHbIX U MyHULMNAbHbIX YCIyr

6.1. NcuepnbiBatowmi nepevyeHb aiMUHUCTPATUBHBIX NpoLeayp (4encTsnn) npm
npeaocTaBneHN MyHULUMNanbHOW YCnyru, BbIMOMHAEMbIX MHOTO(YHKLMOHANbHLIMU LIEeHTpaMu

61. MOLl ocywectenserT:

UHopMMpoBaHne 3asBuTenen O nopsiake npeaocTtaBneHns MyHUUUNanbHOW YCryrn B
Mo®Ll, no nHbIM BOnNpocaMm, CBA3aHHLIM C NpeAoCTaBNeHNneM MYHULMNANbHOW YCNyru, a Takke
KOHCYNnbTUpOBaHWe 3asaBuTenen o nopsake npeaocrasneHna MmyHuyunanbHoun yenyrn B MOL;

Bblgavyy 3aaBuTento pesynbTata MyHULMNANbHOW YCrnyru, Ha OymaXHOM HocuTtene,
noaTeBepXJarLWwmnx cogepXaHne OneKTPOHHbIX [JOKYMEHTOB, HanpaBneHHbix B M®L, no
pesynbTatam npefocTaBfeHns MyHUUMNAnNbHOW YCryrn, a Takke Bblgava [OOKYMEHTOB,
BKMOYas COCTaBNeHne Ha GyMaXHOM HocuTene M 3aBepeHue BbIMUCOK U3 MHEOPMAaLMOHHBIX
CUCTEM OpraHoB, NPeoCTaBnASWUX MyHULUUNASbHbBIX YCAYT;

WHble Npoueaypbl U AencTBus, npegycMoTpeHHble PegeparbHbiM 3akoHOM Ne 210-93.

B cootBetctBMM ¢ 4vacTtbto 1.1 ctatbn 16 ®depepanbHoro 3akoHa Ne 210-d3 ans
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peanunsauuun ceonx pyHkumMn MOLL Bnpase npuBnekaTb UHbIE OpraHn3aLmu.
6.2. NHdopmupoBaHue 3assuternemn

62. MnpopmuposaHue 3asasutenen B MOLL ocyuiecTenseTcs cnegyowmmm cnocobamm:

a) nocpeacTBOM MpUBMEYEHNA CPeaCcTB MacCOBOM WHGOPMaUuKM, a Takke nyTem
pasMeLLeHna nHpopMaummn Ha odmumarnbHbIX canTax U MHPOPMaUMOHHbIX cTeHaax MOLL;

6) npn obpaweHnn 3aasutens B MOL| nnyHo, no TenedoHy, NOCPeaCTBOM MOYTOBbLIX
oTnpasneHnn, NMbo No INEKTPOHHOW MoYTe.

Mpn nuyHom obpalieHnn paboTHuk MOL] nogpobHo wuHbopmupyeT 3asButenen no
WHTEpEeCyrLMM UX BOMPOCaM B BEXINBOW KOPPEKTHOM dopMe C WCNOfb30BaHUEM
odomumManbHO-AENOBOro CTUNs peun. PekomeHagyemoe BpeMs NpegoCcTaBneHnst KOHCynbTaumm —
He 6onee 15 MUHYT, BpeMsi OXXngaHusa B o4epeamn B CEKTOpe MHPOPMUPOBaHMA ANA NONyYeHNs
MHOPMaLUKM O MyHMUMNANbHbBIX YCIyrax He MOXET npeBbiwaTb 15 MUHYT.

OTBeT Ha TeneOHHbIN 3BOHOK AOSMKEH HayMHaTbCHa C MHopMauum O HauMeHOBaHWUK
opraHusauun, damunun, uMeHu, ot4vyectBe paboTHuMka MOL|, npuHaBWEro TenegoHHbIN
3BOHOK. WHavBugyanbHOe YCTHOE KOHCynbTupoBaHue npu obpaweHun 3assuTtensa no
TenedoHy paboTHuk MOL] ocywectengaet He 6onee 10 MUHYT.

B cnyyae ecnn gns noarotoBkn oTBeTa TpebyeTtca Gonee npoaosmkMTenbHOE BpeMS,
paboTHMKk MOL|, ocywecTBNAWNA YCTHOE KOHCYNbTMpOBaHWE Mo TenedgoHy, MOoXeT
npeanoXuTb 3asBUTeNto:

N3NOXNTb obpalleHne B MUCbMeHHOMW dopMe (OTBET HanpasnseTca 3asBuTento
cnocobom, ykasaHHOM B obpalleHum);

Ha3Ha4YNTb Apyroe Bpems As1 KOHCYNbTauuWn.

Mpn  KOHCYNbTUPOBAHMM NO  MNUCbMEHHbIM  ObpaweHuam  3asButenen  OTBeT
HanpaBnseTca B NMUCbMEHHOM BuAe B Cpok He nosgHee 30 kaneHAapHbIX OHEW C MOMEHTa
pernctpauumn obpaileHns B hopme 3NEKTPOHHOIO AOKYMEHTA NO agpecy 3NeKTPOHHOW MOYThl,
yKkaszaHHoOMy B obOpalieHunn, noctynuewem B MOL| B doopme SMNeKTPOHHOro AOKYMEHTa, U B
nMMCbMEHHOW (bopMe No NOYTOBOMY agpecy, ykadaHHOMY B obpalieHuun, noctynuewem B M®LL B
NUCbMEHHOWN hopMe.

6.3. Bbigaya 3asiButento peaynbtata NpegocTtaBieHns MyHULMNanbHOM yCnyru

63. Npu HanMumMn B 3asiBNEeHUM O NPeaoCTaBlIEHNN MYHUUMUNANbHOM YCNYrn ykasaHus o
BblJaye pes3ynbTaToB oOKadaHus ycnyrm depe3 MOL, YnonHomouyeHHbIM opraH nepepaet
AokyMeHTbl B MOLl gna nocnegywowen Bbigadn 3asiButento (NpeactaBuTento) cnocobom,
COrnacHO  3aKrf4YeHHbIM  COrnaweHUsM O  B3aMMOLEWUCTBUM  3aKIKOYEHHbIM  MeXay
YNONHOMOYEHHLIM opraHoMm ©n  M®L, B nopsigke, YTBEPXOAEHHOM MOCTAHOBMEHUEM
MpaButenbctea Poccurickon &epepauum ot 27 ceHtabpa 2011 roga Ne 797 «O
B3anMO4eNcTemm mMexay MHOroyHKUNOHaNbHbIMN LeHTpamu npenocTaBneHus
rocygapCTBEHHbIX U MyHMUMNAnNbHbIX YCNyr U denepanbHbIMU OpraHaMu MUCNOMHUTENBHOW
BNacTn, opraHamn rocyaapCTBEHHbIX BHEOHMKETHbIX (POHOOB, OpraHamu rocygapCTBEHHOW
Bnactu cybvektoB Poccuickon degepauumn, opraHamm MECTHOrO camoynpasneHusa» (ganee —
MocTaHoBneHne Ne 797).

Mopsagok u cpokn nepegavn YNONHOMOYEHHbIM OPraHOM Takux OOKymMeHToB B MOL|
ONpeaensitoTca  CornaweHMeM O B3aUMOLAEWCTBUM, 3aKIOYEHHbBIM UMW B NOpSdKe,
ycTaHoBreHHoM [loctaHoBneHnem Ne 797.

64. [llpuem 3asBneHnn AOnNa  Bblda4yn  [OOKYMEHTOB, SBMSAOWMUXCA pes3ynbTaToMm
MYHUUMNANbHOW YCNyru, B MOpsiAKe Oo4YepegHOCTU Mnpu MnoslyYeHUnm HOMEPHOro TaroHa Wu3
TepMUHana 3feKTPOHHOM oYepean, COOTBETCTBYKOLWEro uenu obpalleHus, nubo no
npeaBapuTenbHOW 3anncu.

PaboTHnk ML ocywecTenseT cneayrowme AeNCTBUS:
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yCTaHaBnMBaeT JNUYHOCTb 3asdABUTENA Ha OCHOBAHWW [OKYMEHTa, YOOCTOBEPSAOLLEro
NIMYHOCTb B COOTBETCTBMM C 3aKoHogaTenbcTBOM Poccuinckon depepaunm;

npoBepsieT MONHOMouYMs npeacrtaBuTens 3assutena (B cnydyae obpaweHus
npegcrasutens 3aaButens);

onpegenseT cratyc ncnonHeHna saasneHus 3aasutens B 'C;

pacrneyaTbiBaeT peaynbTaT MpeaocTaBfeHns  MyHUUMNanbHOW ycriyru B BuAae
9K3eMnngpa 9NEeKTPOHHOro [AOKyMeHTa Ha OymMaxHOM HocuTene wu 3aBepsaeT ero C
ucrnono3oBaHnem neyatn MOL| (B npeayCcMOTpeHHbIX HOPMaTUBHLIMW MNPAaBOBbLIMU aKTaMmu
Poccuiickon ®depepauun cnydasx — nedatu ¢ wmsobpaxeHnem [ocypapctBeHHoOro repba
Poccunckon ®egepaunn);

3aBepAeT  IK3EeMMNNSAP  ONIEKTPOHHOrO [AOKYMEHTa Ha 6GymaxHOM Hocutene c
ucrnonb3oBaHne nevatm MOL, (B npegyCMOTPEHHbIX HOPMaTMBHLIMW MNPAaBOBbLIMM aKTaMmu
Poccuiickon ®depepauun cnydasx — nedatu c wmsobpaxeHnem [ocypapctBeHHoOro repba
Poccunckon ®egepaunn);

BblJaeT [OOKymeHTa 3aaBuTento, npy HeobxoguMmocTu 3anpawmvBaeT y 3assutens
NoANUCKU 3a KaxablN BblOaHHbIN JOKYMEHT;

3anpawmBaeT cornacue 3asBuTensd Ha ydacTue B CMC-OMpoce Af19 OLEHKU KadvecTBa
npegocTasneHHbIx yenyr MOLL.
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MpunoxeHwne 1

K AOMVHUCTPaTUBHOMY pErnameHTy
npenocTaBneHnst MyHULMNAanbHOW ycnyru
«OpraHu3aums UCNofnHeHWs rocyaapCTBEHHBIMM
apxmBamm cybbekToB Poccuiickon ®egepauun
3anpoCcoB Ha NonyyYyeHne apXMBHBLIX CNPaBOK,
apXVBHBIX BbIMUCOK U apXMBHbIX KOMWUIA,

CBSI3aHHbIX C COLMarnsHOM 3aLlMTON rpaxaaH,
npegycMaTpuBatoLLen nx NneHcMoHHoe obecneveHue,
a TaKxke nonyyYeHue nbroT 1 KOMNeHcauuii B COOTBETCTBUM
C 3aKkoHoAaTenbCcTBOM Poccuickon Pegepaunm»

CnpaBo4yHas nHopmMaumsi 0 MecTe HaxoxaeHus, rpacgpuke paboThl,
KOHTaKTHbIX TenedoHax, agpecax 3f1eKTPOHHOM MOYTbl OPraHos,
npefoCTaBNAILWUX MYHALUNATTbHYIO YCIYTY, X CTPYKTYPHbIX
noapasgeneHnn n opraHnsaumin, y4acTBYOLWMX B NpeaocTaBneHnm
MYHUUMNANbHOW ycnyru

1. AoMuHucTpauma TerynbgeTckoro panoHa
MecTto HaxoxgeHns AgMUHUCTpauMK TerynbOeTcKoro panoHa:
Tomckas obnactb TerynbaeTtckuin panioH, c. Terynbget, yn. JleHuna, a. 97

pacbmk paboTbl AoMUHUCTPaumm TerynbgeTckoro panoHa:

lMoHeaenbHuK Bpewms pabotbl 9.00-18.00, nepepbis Ha 0b6eq 13.00-14.00
BTopHuK Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
Cpena Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 0bea 13.00-14.00
YeTBepr Bpewms pabotil 9.00-18.00, nepepbis Ha 0b6eq 13.00-14.00
MaTtHuua Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
Cy66oTa BbixogHon aeHb

BockpeceHbe BbixogHon aeHb

['padmk npnema sassurenen B AMUHUCTpauumn TerynbaeTckoro pamoHa:

[MoHeaenbHUK Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
BTopHuK Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
Cpepa Bpewms pabotil 9.00-18.00, nepepbis Ha 0b6eq 13.00-14.00
YeTBepr Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 06ea 13.00-14.00
MatHuua Bpewms pabotil 9.00-18.00, nepepbis Ha 0b6eq 13.00-14.00
Cy66oTa BbIxogHon geHb

BockpeceHbe BbixogHon geHb

MouTtoBbIN agpec AaMuUHUCTpaumn TerynbgeTcKoro panoxa:

636900, Tomckas obnactb, Terynb4eTCKuin pamnoH, c. Terynbget, yn. Jlenunna, a. 97
KoHTakTHbIN TenedoH: 8 38 (246) 2-16-42.

OdpmuymansHbIn cant AoMmnHuctpaumm B cetn WHTepHeT:

http:// teguldet.tomsk.ru

Afgpec aneKkTpoHHOW NoYTbl AOMUHUCTPaUuK B ceTn IHTepHeT:

tgdadm@tomsk.gov.ru

MecTo HaxoxaeHnuna Cneunanucta: Tomckasa obnactb, TerynbgeTCcknin panoH,
c. Terynbgert, yn. JlennHa, 97, kabuHet Ne 20

Mpadmk paboTbl Cneunanucra:
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[MoHegenbHUK Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
BTopHuK Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
Cpepa Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 0bea 13.00-14.00
YeTBepr Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 06ea 13.00-14.00
MaTtHmua Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 0bea 13.00-14.00
Cy66oTa BbIxogHon geHb

BockpeceHbe BbixogHon geHb

'paduk npnema 3assutenen CneynanncTom:

[MoHeaenbHUK Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
BTopHuk Bpewms pabotil 9.00-18.00, nepepbis Ha 0b6eq 13.00-14.00
Cpena Bpemsa pabotbl 9.00-18.00, nepepbiB Ha 06ea 13.00-14.00
YeTBepr Bpewms pabotbl 9.00-18.00, nepepbis Ha 0b6eq 13.00-14.00
MaTtHuua Bpemsa paboTbl 9.00-18.00, nepepbiB Ha 06eq 13.00-14.00
Cy66oTa BbixoaHon aeHb

BockpeceHbe BbixogHon geHb

MouTtoBbIM agpec Cneunanucra:

636900, Tomckasa obnacTb, TerynbgeTckui panoH, c. TerynbaeT, yn. JlenuHa, 97
KoHTakTHbIN TenedoH: 8(38246)21288.

OdmumanebHbin cant AoMuHUcTpauum TerynbaeTckoro pavoHa B ceTu VIHTepHeT:
http:// www.teguldet.tomsk.ru/.

Appec anekTpoHHon noyvtbl Crneunanucta B ceTu NHTepHeT:

Email: tgd-arhiv@tomsk.gov.ru.
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MpunoxeHne 2

K ABMUHUCTPATUBHOMY perfameHTy
npesocTaBneHns MyHULMNansHoW ycnyrm
«OpraH13auusi UICNONMHEHNs rocyAapCTBEHHbIMMU
apxuBamu cybbekToB Poccuiickon ®enepavmm
3anpocoB Ha MosyyYeHne apXmMBHbIX CNPaBoOK,
apXMBHbIX BbIMUCOK N apXMBHbIX KOMWNA,

CBSI3aHHbIX C COLIMAarnbHOW 3aLUMTON rpaxaaH,
npegycMmaTpuBaroLLen X NeHCMOHHoe obecneyeHme,
a TaKkKe noryveHne nbrot 1 KOMMeHcaunin B COOTBETCTBUM
C 3aKkoHogaTenbcTBOM Poccuickon degepaunm»

3ANPOC (OBPALLEHME)

Onsa odopmneHna apxmBHOM CnpaBKu,

apXVUBHOW  BbIMUCKMU,

apXMBHOM KOMUU  (HYXXHOE

nogyepkHyTb) NO AoKyMeHTaMm MyHuuunaneHoro apxvBa AMUHUCTpauuu TerynbaeTcKoro

panoHa

MHpopmaumna o nepcoHanbHbIX AaHHbIX XpaHUTCA U obpabaTtbiBaeTca ¢ cobniogeHnem
Poccuiickoro 3akoHogaTenbCTBa O MEPCOHanbHbIX AaHHbIX. 3anofnHAs OaHHyl aHkeTy, Bbl
AaeTe cornacme Ha 06paboTKy nepcoHanbHbIX [aHHbIX .

damunus, Nms, OTtyecTBO nvya
3anpawvBaloLEero apxvMBHYK  CMpaBky.
HaHHble nacnopTa (cepus, HOMep, Kem
BbldaH, AaTa Bblgayn), LOBEPEHHOCTb

damunusa, ma, OtyecTBo, rog poxaeHus
nMya, O KOTOpPOM  3anpalumBaeTcs
apxvBHasa crnpaBka (ykasaTb Bce crnyyau
N3MEeHeHNa aMmunnum, UMeHu, oT4yecTBa),

yKkasaTtb craTyc (neHcuoHep,
6e3paboTHbI,  cnyxawun,  paboTHUK,
CTYOEHT)

Ha 4ybe uMs BbINUCbIBaTb apPXMBHYHO
cnpasky

Tema 3anpoca (obGpalieHus) (HyxHoe
NOAYEPKHYTb), XPOHONOMMYECKNe pamKu

3anpalwumsaemMon nHdopmaLumm:

1. TpymoBom cTax (HaxoxgeHwe B
AEKPETHOM OTMycKe; B OTNycke Mo yxony
3a pebeHKoM; B AONrOCPOYHbIX
KOMaHOVPOBKax; B y4€OHbIX OTNycKax);

. 3apnnara;

. HarpaxxaeHwue;

. panoH KpawnHero Cesepa (PKC);

. NIPUMEHEHNE penpeccuu;

. IpMBaTU3aLUS XUNbsi, OTBOS, 3€MIN;

. N[epeMMeHoBaHne ynuupl;

. BblAeneHne Xnunow nnowaan n 1.4.

Ho~No o~ WN

ns Kakow uenu 3anpalumBaeTtcs
apxmBHas cnpaska

BbicnaTb no noyte unu nepepatb npu
NMYHOM MOCELEHNN
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Agpec, No KOTOPOMY HanpaBWUTb CNpaBKy,
TenedgoH (qomaluHmn, paboynin, COTOBbIN)

« » 20 nognuck

(nognucb nonb3oBaTtens)

Cwm. depnepanbHbI 3akoH 0T 22.10.2004 Ne 125-03 «O6 apxmeHom aene B Poccuiickon degepaumm»
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MpunoxeHue 3

K AOMVHUCTPaTUBHOMY pernaMmeHTy
npeaocTaBeHns MyHULMNAanbHOW YCryru
«OpraHu3aums UCnonHeHWs rocyaapCTBEHHbIMU
apxuBamu cybbekToB Poccuiickon ®epgepauum
3anpocoB Ha MoryyeHne apXMBHbIX CNIPaBOK,
AaPXMBHbIX BbINUCOK U apXMBHbIX KOMWUIA,

CB$13aHHbIX C COLManbHOM 3aLLMTON rpaxaaH,
npegycMmaTpusaroLLei nx NneHCuoHHoe obecnevexne,
a TaKkke nosy4yeHne nbrot n KOMNeHcaLuuii B COOTBETCTBUM
C 3akoHopaTenbcTBoM Poccuiickon Pepepaumm»

Cocrag, nocnegoBaTenbHOCTb M CPOKU BbINOMHEHUS aAMUHUCTPATUBHbIX Npoueayp (aencteuni)
npw NpeaocTaBneHUn MyHULMNANbHOW yCryrn

OcHoBaHve ans CopepxaHne Cpok [omkHocTHoe MecTo BbINONHEHMSA Kputepuu npuHaTma PesynbTat
Havyana aAMUHUCTPATUBHbIX OENCTBUIA BbINOITHEHUSA nvuo, agMUHUCTPATUBHOIO peLueHnii agMUHVCTPATUBHOIO
aAMUHMCTPATUBHOWM agMUHMCTPaA | OTBETCTBEHHOE 3a gevicteusa/ncnonb3yemas nevicteus, cnocob
npoueaypsbl TUBHBIX BbINONTHEHNE MH(OPMaLMOHHas cnuctema dukcaumm
OencTesumn aAMUHUCTPaTUBHOT
0 OencTBmna
1 2 3 4 5 6 7
1. TpoBepka OKYMEHTOB M perncrpaunsi 3asBrneHus
MocTynnexue [Mpuem 1 npoBepka 1 pabouuni [JOmKHOCTHOE NUUO | YNONMHOMOYEHHbIN - Peructpauums
3asBNeHUs 1 KOMMMNEKTHOCTN AOKYMEHTOB Ha | O€Hb YNONHOMOYEHHOro opraH/f'1C 3asABneHns 1
OOKYMEHTOB Ais HanM4mMu/oTCyTCTBMU OCHOBAaHWN opraHa, pokymeHTtoB B [MC
npegocTaBneHusi Ons oTkasa B npueme OTBETCTBEHHOE 3a (npucBoeHWe Homepa u
MyHULMNansHOM [OKYMEHTOB, NPeayCMOTPEHHbIX npenocTaBneHne [atmpoBaHue);
ycnyru B NyHKTOM 24 MyHULUNansHowm Ha3HaveHue
YNONHOMOYEHHBIN ALMUHUCTPATUBHOIO ycnyru [OOMKHOCTHOrO Nuua,
opraH pernameHTa OTBETCTBEHHOrO 3a
B cnyyae BbIsiBneHus 1 paboumn npegocrasneHve
OCHOBaHuWI Ans oTkasa B O€eHb MyHULMNansHom
npveme JOKYMEHTOB, ycnyru, n nepegava
HanpasneHne 3asiBUTENIO B eMy JOKYMEHTOB
NWYHBIA KabuHeT Ha EMTY
yBeoOMINeHUst
B cnyyae otcytcTBUSA 1 pabouni [JOMmKHOCTHOE NUUO | YNOMHOMOYEHHbIN -
OCHOBaHMI Ons oTKkasa B [EeHb YNONHOMOYEHHOro opraH/TC
npveme JOKYMEHTOB, opraHa,
npenycMOTPEHHbIX MYHKTOM 24 OTBETCTBEHHOE 3a
ALMUHUCTPATUBHOIO perucTpauuo
pernameHTa, permctpauus KOppecnoHAeHLMM

3adBrieHna B 3ﬂeKTpOHH017I base
AaHHbIX MO y4eTy JOKYMEHTOB
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[MpoBepka 3asiBNeHus u [JomkHoCTHoE NNLUO | YNONMHOMOYEHHbIN - HanpasneHue
[OKYMEHTOB NMpeaCcTaBreHHbIX YNONMHOMOYEHHOIO opraH/TC 3asBUTENIO
O5s NonyYeHnst MyHULMnanbHom opraHa, 3NEeKTPOHHOE
ycnyru OTBETCTBEHHOE 3a yBEOMIIEHUNE O
npeaocTaBneHve npuemMe 3asBIeHnst K
MYHULIMNAnbHON paccmoTpeHuto nMbo B
ycnyru npveme 3asiBNeHnst K
pPacCMOTPEHUIO
2. PaccMoTpeHue JOKYMEHTOB M CBeAEeHUN
Maket [poBepka cooTBETCTBUA 1 pabouni [JOmKHOCTHOE NUUO | YNONMHOMOYEHHbIN OcHoBaHus oTkasa PaccmoTpeHue
3aperncTpMpoBaHHbIX [OKYMEHTOB 1 CBeeHUM OeHb YNONMHOMOYEHHOIO opraH/TC npeaocTaBeHns 3asBneHns 1
[OOKYMEHTOB, TpeboBaHUSM HOPMATUBHBIX opraHa, MYHULMNANbLHON npenocTaBneHHbIX
NOCTYNUBLLMX aKToB NpefocTaBneHust OTBETCTBEHHOE 3a ycnyru, [OKYMEHTOB
OOMKHOCTHOMY Ny, MYHULIMNANbHOM yCnyrn npenocTaBneHne npenycMOTpPEHHbIe
OTBETCTBEHHOMY 3a MyHULUUNansHom NyHKTOM 24
npegocTaBrieHne ycnyru AOMUHUCTPATUBHOIO
MYHMLMNANbHON pernameHTa
ycnyrm B cnyyae BbisiBNeHns 5 pabounx [omkHOCTHOE NNUO | YNONMHOMOYEHHbIN Hanpasnexue
OTCYTCTBWS 3anpaluvBaemMoi aHen YNOonHOMOYEHHOro opraH/f'1C 3asABUTENIO
WH(OpMaLuK HanpaeneHne opraHa, yBEOMIIEHUS O
3asiBNEHUsI B apXvBbl UK OTBETCTBEHHOE 3a HanpaeneHun
opraHusaumm, B KOMNETEHLMIO npenocTaBneHne 3asiBNeHUs B Apyrue
KOTOpbIX BXOAUT MYHULMNANbLHON apxuBbl
npeaocTaBneHve ycnyru
3anpawmnsaemMon nHpopmauum
Onpepenexne mecta He 6onee 15 | [JomkHOCTHOE NNLO | YNONMHOMOYEHHbIN OnpepeneHne mecta
HaxoXOeHus1 N Hanu4mne pabouux YNONHOMOYEHHOro opraH/TC HaxoXaeHus un
apPXMBHBIX JOKYMEHTOB, OHen opraHa, Hanmume apxuBHbIX
HEeo6XoAMMBIX ANs1 UCTIONHEHUS OTBETCTBEHHOE 3a [OKYMEHTOB
3anpoca npenocTaBneHne HeobxoaMMbIX Ans
MYHMUMNANbHOM WCMNOJIHEHUS 3anpoca
ycnyru
3. [puHaTtue pelleHus
Onpegenexve mecta B cnyyae BbisiBneHus 3 pabouux [omKHOCTHOE NUUO | YNONMHOMOYEHHbIN - YBegomneHme o
HaxoXaeHus u OCHOBaHuWI Ansi oTkasa B aHA YNONHOMOYEHHOro opraH/fC peLueHum
HanmMumMe apxmBHbIX npenocTaBneHnm opraHa, HanpaeneHusi 3anpoca
OOKYMEHTOB, MYHULIMNANbHOM yCnyru, OTBETCTBEHHOE 3a Ha UcrnornHeHve B
HeobxoanMbIX Ans NpeayCMOTPEHHbIX MYHKTOM 28 npeaocTaBneHve opraHvsaumto no
MCMOSIHEHMSA 3anpoca HacTosILLEero MYHMUMNANbHOM NPUHAOIEXHOCTH,
a4MVHUCTPATUBHOIO ycnyru; 6o MOTUBMPOBAHHBIN
pernameHTa PykoBogutenb 0TKas, KOTopbI
YNoNHOMOYEHHOro odhopmnseTcs
opraHa unu nHoe NMUCbMEHHO C
YMNONIHOMOY€EHHOE yKa3aHWeM NpuydmH
nuuo oTKasaB

npeaocTaBneHnm
MYHULMNANsHON
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ycnyru
B cnyyae otcytcTBMSA 5 pabounx [JOMKHOCTHOE NUUO | YMOAHOMOYEHHbIN | - [NogroToBka
OCHOBaHMI Ons oTKkasa B aHen YNONHOMOYEHHOro opraH/TC COMpPOBOANTENBHOIO
npenocTaBneHnm opraHa, nucbma ¢
MYHULIMNANbHOW yCnyru, OTBETCTBEHHOE 3a NpunoxeHnem
npenycMOTPEHHbIX NYHKTOM 28 npenocTaBneHne apXMBHBIX CNPaBOK MK
HacTosiLLero MYHULMNANbLHON KOMWIA apXMBHbIX
agMUHUCTPATUBHOIO yCnyru; [OKYMEHTOB
perrnameHTa PykoBoauTenb
YNOnHOMOYEHHOro
opraHa unu nHoe
YMONTHOMOY€EHHOE
nmuo
4. Bblgava pesynbtaTta
dopmupoBaHue n Perunctpaums pesynbtata Mocne [omkHocTHOe Nuuo | YNOMHOMOYEHHbIN - BHeceHune cBegeHuit o
permcTpauus npenocTaBneHns OKOHYaHusA YNOnHOMOYEHHOro opraH/f'C KOHEYHOM pesynbTaTe
pesynbTaTa MYHULIMNANbHOW yCnyrn npoueaypbl opraHa, npenocTaBneHns
MyHULMNansHON NPUHATUS OTBETCTBEHHOrO 3a MYHULMNAnbHON
yCnyru, yKasaHHoro B pelweHus (B npepocTaBneHne ycnyru
nyHkte 17 06K CPOK | MyHULMNANbHOW
AOMUHUCTPaATUBHOIO npegocTaen | ycnyru
pernameHTa, B oopme eHus [omKkHOCTHOE NMLO | YNONMHOMOYEHHbIN YkasaHue 3asButenem | Bbigaya pesynbtarta
3NEKTPOHHOTO MyHuumMnans | YnonHoMOYeHHOro opraH/ANC ML B 3anpoce cnocoba MYHULMNAanbLHON
pokymeHTa B [MIC HOW ycnyru opraHa, Bbl4aun pesynbraTa yCnyru 3asBuTento B
He OTBETCTBEHHOrO 3a MYHULMNAnbHON dopme BymaxHoro
BKMOYaeTcs) | npefocTaBrieHue ycnyrm B ML, a OOKYyMeHTa,
B CPOKM, MYHULIMNAnbHON Takke nogava noaTeepxaaroLLero
yCTaHOBNEH | ycnyru Banpoca vepe3 ML cofepxaHue
Hble ANEeKTPOHHOro
cornatleHue [OKYMEHTa,
o 3aBEPEHHOrO nevaTtbio
B3anmopenc MoLY;
TBUWN MexXay BHeceHuve cBegeHuin B
YnonHomoue 'NC o Bblgave
HHbIM pesynbTata
OpraHom u MYHULMNAnbHON
MoL| yenyrm
HanpasneHue 3aasutento B neHb [omxHocTHoe nuuo | TC - PesynbTtat
pesynbTaTta NnpegocTaBneHust permcTpauum | YNonHOMOYEHHOro MYHULMNAnbLHON
MYHULIMNANbHOM yCInyru B pesynbTaTa opraHa, yCnyru, HanpaBneHHbIN
NWYHBIV KabuHeT Ha ENMTY npegocTasn | OTBETCTBEHHOrO 3a 3aABUTENIO HA NUYHBIN
eHust npegocTtaBrieHne kabuHeT Ha EMIY
MyHUUMNanb | MyHULMMANbHON
HOW ycnyru ycnyru
BHeceHve pesynbTata MyHULMNAnbHOW YCNyrv B pEECTp peLUeHni
dopmupoBaHve un BHeceHve cBefeHuin o 1 pabounin HonxHocTHoe nnuo | TUC - PesynbtaT
permcTpauus pesynbTaTe npegocTaBneHust O€eHb YNOMHOMOYEHHOro npenocTaBneHns
pesynbTat MYHWULIMNANbLHOW yCnyru, opraHa, MYHULIMNAnbHON
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MYHULMNAansHoOM
yCnyru, yKkasaHHou B
nyHkte 17
AOMVHUCTPaTUBHOIO
pernameHTa, B oopme
3MNEKTPOHHOIO
AokymeHTa B [MIC

yKasaHHOM B NyHKTe 17
AAMUHUCTPATUBHOTO
pernameHTa

OTBETCTBEHHOrO 3a
npeaocTaBneHve
MYHULMNANsHON
ycnyru

ycryru, ykasaHHbIn B
nyHkte 17
AOMUHUCTPATUBHOTO
pernaMmeHTa BHECEH B
peecTp




