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NOCTAHOBJIEHUNE KAPAP

oT «13» mona 2018 roga No 276

«O6 yTBePXAeHUN AIMUHUCTPATUBHOIO PersiameHTa
npeaocTaBAeHMsT MyHULMMNA/IbHOM YCNYr N0 0Ka3aHWI0 PUANYECKUM NLLAM
METOAMYECKOM 1 NPaKTMUUECKO/ NOMOLLM B paboTe apxXmMBOB 1 Mo opraHM3aLmum

[NOKYMEHTOB B [1e/10NPON3BOACTBE»

B uensx peanmnsaumm ®PefepanbHoro 3akoHa ot 27.07.2010 Ne210-$3 «O6
opraHusaumy npefocTaBfeHNs TFOCYAAPCTBEHHbLIX W MYHUUMNASbHBLIX  YCayr»
CnonHUTENbHBIA ~ KOMUTET  HOBOLUELIMUHCKOIO  MYHULMMNaIbHOrO  paioHa
Pecnybnunku TatapcTaH NOCTaHOB/ISET:

1 Y1BepaMTs  ALMUHMUCTPATUBHBINA pernamMeHT  npefocTaB/IeHMNS
MYHULMNASIbHON YCYTW MO OKa3aHUIO0 FOPUANYECKUM IMLAM METOANYECKOW MOMOLLM
B paboTe apXMBOB M NO OpraHn3auuMnM 4OKYMEHTOB B [ie/I0NPON3BOACTBE.

2. [Mpu3HaTh yTpaTMBLUMM CUNY NOAMYHKT 1.65 nyHKTa 1 nocTaHOBNEHWA
Pykosoautens CnonHNUTENbHOro Komuteta HOBOLUELMUHCKONO MYHULMNALHOIO
paiioHa Pecnybnukn  TatapctaH  08.04.2013  Nel72 «O6  yTBEpPXAeHUM
aAMVHUCTPATMBHbBIX PernaMeHToB MyHULMMANbHbIX YCAYr».

3. KOHTpO/b 3a UCMOIHEHMEM HACTOALLEr0 MOCTAHOB/IEHMS BO3/IOXKUTbL Ha
Haya/lbHMKa apxXMBHOro otgena KcrnofHUTENbHOro KomutetTa HOBOLLELIMUHCKOIO

MYHULMNaNbHOro paioHa Pecny6nnkn TaTapcTaH.

Pykosogntens
NcnonHnTteneHoro Koiwrcm ;
HoBowewMMHCKOro myHuuLLI&bHow/ainoHa P.P. ®acaxos

WX/


mailto:chishma@tatar.ru

YTBepXaeHo

MOCTaHOB/IEHNEM
cnonHWTeIbHOro KoMUTeTa
HoBoLLewMUHCKOro
MYHMLMNAIbHOrO parioHa
Pecny6nvkn TaTapctaH

oT «13» nonda 2018 roga Ne 276

AIMUHUCTPATUBHbI pernameHT
npeaocTaBAeHUsT MyHULMNA/IbHOM YCNYrv M0 0Ka3aHMI0 PUANYECKUM NLLAM
METOAMYECKOI 1 NPaKTMUECKO/ NMOMOLLM B paboTe apxXmMBOB 1 MO OpraHn3aLmum
[OKYMEHTOB B [1e/10MPOM3BOACTBE

1. O6LUMe NONOXKEeHWS

1.1. Hactoswmii  PernameHT  ycTaHaBnMBaeT  CTaHAapT M MOPSAOK
NpefocTaBNeHNs  MYHUUMNaIbHOMW  YCIYyrM MO  OKa3aHWK  METOAUYECKOA W
MPaKTUYECKOW NMOMOLUM NPeACTaBUTENAM HOPUANYECKMX NN, B paboTe apX1BOB U MO
opraHusaunmn LOKYMEHTOB B Ae/I0Npon3BOACTBe (fasee - MyHUUMNanibHasa yciyra) no
BOMpOcCaMm:

oTbopa [OKYMEHTOB (3KCMepTM3bl LEHHOCTU) B COCTaB APXMBHOro (oHAa
Poccuiickon defiepaumn v NOATOTOBKM MX K Mepefade B MyHUUUNaIbHBIA apXuB;

ynopsagoyeHus (hopmmposaHns, OPOPMIEHUSA M OMUCaHUA) Aen MOCTOAHHOrOo
XPaHeHus 1 Mo IMYHOMY COCTaBy;

BefleHNs ydyeTa [OKYMEHTOB ApXMBHOIo oHfga Poccuiickoin ®efepaunu,
Haxo4ALLMXCA Ha BPEMEHHOM XpaHeHWN;

NMOArOTOBKM HOPMATUBHBLIX [AOKYMEHTOB MO BOMpoOcaM Aenonpou3BOACTBa U
apxXvBHOro Aena (MOMOXEHWA, WHCTPYKLMWIA, MNPUMEPHbIX W UHAMBULYaIbHbIX
HOMEHKNaTtyp fen);

COBEPLLEHCTBOBaHMSA paboTbl 4e10MPOM3BOACTBEHHbIX, aPXUBHbIX U 3KCMEPTHbIX
CNY>XO HOPUANYECKUX NINL-MCTOYHNKOB KOMIM/IEKTOBAaHWS;

MOBbILLEHMSA NPOgecCCMOHaIBHON KBaNIM(MKaL MM paboTHMKOB YKa3aHHbIX CNY>KO
(opraHusaunmn 1 NPoBefeHNA CeMUHAPOB).

1.2. MMonyyateny MyHULMNAILHOW YCNYTU: HOPUANYECKMEe NMLa - UCTOUYHUKN
KOMM/MIEKTOBaHNA MyHULMNAILHOTO apxuea (fanee - 3ad9BUTESb).

1.3. MyHuumnansHaa ycnyra npefoctasnseTca IcnonHUTeNbHbIM KOMUTETOM
HoBOLIELUMUHCKOrO MyHULMNAbHOTO paioHa (ganee - Vicnonkom).

icnonH1TeNb MyHULMNaNIbHOW YCnyrv - APXMBHBIA oTaen Vicnonkoma (ganee -
Otpaen).

1.3.1. MecTo HaxoxfaeHus Kicnonkoma: c. HosowewmnHek, yn. CoseTckasd, 4.
80;

MecTo HaxoxaeHuna Otgena: c. HoBoLelwMUHCK, yn. CoseTckas, 4. 80;



Mpagmk paboTbl Kcnonkoma: exefHEBHO, KpOMe Cy660Tbl M BOCKPECEHbS,
noHefdenbHUK - yeteepr ¢ 8.00 go 17.00, naTtHuua ¢ 8.00 go 17.00, o6en ¢ 12.00 go
13.00.

[Mpoxog no nponycky v (Un) LOKYMeHTY, Y40CTOBEPAIOLLEMY SIMYHOCTb.

1.3.2. CripaBo4HbIii TenedoH OTgena: (84348) 22275.

1.3.3. Agpec oguumanbHoro camrta Vicnonkoma B MHQOPMaLMOHHO-
TENIEKOMMYHUKAUMOHHOW  ceT  «U/HTepHeT» (ganee - ceTb  «V/IHTepHeT»):
http://novosheshminsk.tatarstan.ru.

1.3.4. V'Hhopmaums 0 MyHULMMNaIbHOR YCyre MOXET ObITb NOMyYeHa:

1) nocpeACTBOM MH(OPMAUMOHHBIX CTEHAOB O MYHULMNATLHOW YCnyre,
cogepxawmnx BU3yasibHYHO M TEKCTOBYHD WH(OPMaLMIO 0 MyHULMNaIbHOW YCnyre,
PacnooXeHHbIX B MOMeLLEeHMsAX cnonkoma, A1 paboTbl C 3aABUTENAMM;

2) NOCPeLCTBOM CETU «/HTepHeT»:

Ha odmupmansHoM caiiTe Mcnonkoma (http://novosheshminsk.tatarstan.ru);

Ha [MopTane rocyfapCTBeHHbIX Y MyHULUMNAbHBIX YCnyr Pecny6imky TatapcTaH
(http://uslugi.tatar.ru/);

Ha EAMHOM nopTane rocyAapCTBeHHbIX Y MyHULUMNANIbHLIX YCayr ((hyHKUMiA)
(http://www.gosuslugi.ru/);

3) Npun yCTHOM 06paLLeHnn B VICMONKOM (JINYHO MK MO TeneoHy);

4) npn nNUCbMeHHOM (B TOM u4ucnie B (POpMe 3M1eKTPOHHOIO [OKYMEHTA)
obpatleHun B Vicrnonkom.

1.3.5. WNHdopmauusa no Borpocam npefocTaBieHns MyHULMNAbHOW YCnyru
pasmellaetcd HavanbHukom OThena Ha ouuuanbHOM cailTe Mcnonkoma M Ha
MH(OPMALMOHHBIX CTEHAAX B MOMeLLeHUsAX Vicrnonikoma ansa paboTbl C 3adBUTENSMA.

1.4. MpegocTaBneHe MyHULMNAIbHOR YCTYTn OCYLLECTBNSETCA B COOTBETCTBUAN
C:

®epnepasibHbIM 3akoHOM 0T 06.10.2003 No 131-®3 «O6 06Wwmx npuHUmMnax
opraHusaumy MeCcTHOro camoyrnpaefeHns B Poccuiickoin defepaunn» (fanee -
depepanbHbI 3akoH Ne 131-P3) (CobpaHue 3akoHogaTenbcTBa PP, 06.10.2003, Neo
40, cT. 3822);

defiepasibHbIM 3aKOHOM 0T 22.10.2004 No 125-®3 «O6 apxvBHOM fefie B
Poccuiickon depepaummn» (nanee - PegepanbHbld 3akoH Ne 125-93) (CobpaHue
3aKoHopatenscTBa P®, 25.10.2004, Ne 43, cT. 4169);

depfepasibHbIM - 3aKOHOM 0T  27.07.2010 Ne 210-®3 «O6 opraHusauum
NpefocTaB/ieHUs  TFOCYLAPCTBEHHbIX M MYHUUMMANbHBIX — yCayr»  (ganee
depnepanbHbIi 3aKoH Ne 210-d3) (CobpaHue 3akoHoaaTenscTea PP, 02.08.2010, Ne
31, ct. 4179);

[MpaBuiaMu opraHn3auum XpaHeHUs, KOMMIEKTOBaHNSA, YYeTa U UCNO/1b30BaHNA
AOKYMEHTOB ApPXMBHOrO (oHAa Poccuiickoin Pepepaummnm u LPYrux apXmBHbIX
[OKYMEHTOB B TOCYLApCTBEHHbIX W MYHUUMNAbHLIX apxuMBax, My3edx U
o6nbnmoTtekax, opraHuzaumax PoccuMincKoW  akafemMuyn HaykK, YTBepXXAEHHbIMM
npukasom MuHKCTepcTBa KynbTypbl Poccuiickoin depepaumm ot 18.01.2007 Ne 19
(BronneTeHb HOPMATMBHbLIX aKTOB (hefiepasibHbIX OPraHoB WCMOSIHUTENbHOW BacTW,
14.05.2007, Ne 20) (nanee - Mpasuna paboTol);

3akoHoM Pecnybnuku TatapctaH ot 20.07.2017 Ne 63-3PT «O6 ApXVBHOM [efie
B Pecny6/nke TartapctaH» (ganee - 3akoH PT Ne 63-3PT) (Pecny6nuka TartapcTaH,
25.07.2017, Ne 107);
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3akoHoMm Pecnybnukn TaTapctaH oT 28.07.2004 Ne 45-3PT «O MeCTHOM
camoynpaeneHun B Pecnybnuke TartapctaH» (ganee - 3akoH PT Ne 45-3PT)
(Pecny6nuka TatapcTaH, 03.08.2004, Ne 155-156);

3akoHOM Pecny6nmkn TartapctaH oT 24.12.2007 Ne 63-3PT «O HageneHuu
OpraHoB MeCTHOr0 camoynpaBfeHus MyHULMNaIbHbIX 06pa3oBaHMin B Pecny6nvke
TatapcTaH oTAe/IbHbIMWU FOCYAapCTBEHHbLIMM NOTHOMOUMAMY Pecny6imku TatapcTaH
B 06/1aCTV apXMBHOTO aena» (aanee - 3akoH PT Ne 63 - 3PT) (Pecnybnuka TatapcTaH,
25.12.2007, Ne255-256);

YcTaBOM HOBOLUELWIMMHCKOTO  MYHWLUMNASIbHOTO  paiioHa, YTBepPXXAEHHbLIM
pewweHnem Coseta Ne 14-121 ot 31.08.2012 r. (nanee - Yctas);

[MonoxeHnem 06  VicnosHUTeNbHOM — KOoMUTETe  HOBOLLELMMHCKOrO
MYHULMNASIbHOrO painoHa, yTeepXXaeHHbIM pelleHnem Coseta Ne 6-44 ot 18.02.2006
r.;

[MonoxkeHnem 06  apXMBHOM  OTAeNe  WUCMOSMIHUTENbHOr0O  KOMUTETA
HOBOLUELLUMUHCKOrO  MYHULMMANIbHOTO paiioHa, YTBEPXKAEHHbIM  MOCTaHOB/IEHWEM
cnonHutensHoro komuteta ot 03.07.2006 r. (manee - MonoxeHve 06 oTaene).

14. B HacTodwWwem PernameHte MUCMNONb3ylOTCA Ccnefylowme TepMUHbL U
onpeaeneHus:

MCTOYHNK KOMMJIEKTOBAHUS - HOPUANYECKOEe /MU0, B Mpolecce AeATeNbHOCTU
KOTOPOro 06pasytoTcs JOKYMeHTbl ApXMBHOIro thoHaa Poccuiickoin deaepauuu;

HOMeHKfaTypa [fen -  CMUCTeMaTU3MPOBAHHbLIA  MepeyeHb  3aro/ioBKOB
(HaumeHOBaHWIA) fef, 3aBOAUMbIX B OpraHm3auumn, ¢ ykasaHuem CPOKOB MX XpaHeHUs,
O(POPM/IEHHbIV B YCTAHOB/IEHHOM MOPSAKE;

Onuncb - apXxMBHbIA CNPaBOYHMK, MpefHa3HAYeHHbIN 418 PacKPbITUA CoCTaBa U
CoAepXaHus efuHUL, XpaHeHus/eanHWL, ydeTa, 3aKpensieHnsa mx BHYTPUMOHLOBOM
cucTemaTusaumn 1 yyeTa;

MONI0XKEHNe 06 apxuBe - AOKYMEHT, pernaMeHTUPYIOWMNIA AedTeNlbHOCTb apXuBea
opraHusaumn; 3afauuv, PyHKUMW, npasa, OTBETCTBEHHOCTb;

MONIOXKeEHNe 00 IKCMEPTHON KOMWUCCUM - [OKYMEHT, PerfiaMeHTUpPYHOLNIA
[eATeNbHOCTb MOCTOAHHO [EeACTBYHOLLENA 3KCMEPTHOM KOMMUCCUM  OpraHm3aumu:
3afjauu, (hyHKLMK, Npasa, OTBETCTBEHHOCTb;

ynopsgoYeHne apXmBHbIX LOKYMEHTOB - KOMM/EKC paboT mno (hopMUpoBaHuIO
apPXMBHbIX [OKYMEHTOB B eAWHWLbI XpaHeHus (4ena), OonucaHWo U OPOPMJIEHNIO
TaKUX eAuHWL, XpaHeHWs (f4en) B COOTBETCTBMM C Mpaswuiamu, YCTaHOB/IEHHbIMM
crneuuasibHO  YMOSIHOMOYeHHbIM  [MpaBuTensCcTBOM  Poccuiickon — degepaumm
(hefiepasibHbIM OpraHoOM MCMOMHUTENIbHOW BNacTy;

(hopMUpoBaHWe fen - TpPynnupoBKa WCMOMHEeHHbIX [LOKYMEHTOB B fefla B
COOTBETCTBUM C HOMEHKNATYPOW fen;

3KCnepTM3a LEHHOCTM [LOKYMEHTOB - W3y4yeHWe AOKYMEHTOB Ha OCHOBaHWUN
KpUTepueB MX LEHHOCTU B LeNsX OnpefesieHus CPOKOB XPaHeHUA AOKYMEHTOB U
0T60pa UX 4N BK/IKOYEHUA B cOCTaB APXMBHOMO (hoHaa Poccuiickon depepauuu;

9KCMepTHO-NPOBEPOYHasn 1 MeToAMYeCKas KOMUCCUSA - KOMUCCUA, LeNCTBYHOLLAS
npun 'NaBHOM apxnBHOM ynpasneHun KabuHeta MuHuctpos Pecny6nvku TaTapcraH
(panee - YnpaeneHwe) [N pacCMOTPEHMS BOMPOCOB, CBA3aHHbIX C 3KCNEPTM30M
LIEHHOCTM [OKYMEHTOB, BK/IHOYEHWEM WX B COCTaB ApPXMBHOro thoHga Pecny6/mku
TaTapcTaH, onpeaeneHWEM B ero COCTaBe YHUKa/lbHbIX [OKYMEHTOB, peLleHus



MeTOANYECKMX 1 MPAKTUYECKMX BONPOCOB B 06/1aCTK apXMBHOIO Aena (ganee - ArMMK
YnpasneHus),

3anpoc 0 MNpeaocTaBneHMn  MYHULMNASIbHOW  YCyru - 3adBMieHNe 0
NpefoCTaBNeHn  MyHUUMNanbHOW  yenyru  (ganee -  3asBfieHUe).  3asiB/ieHue
3aro/fiHAeTCa B MPOU3BONLHON (POpMe, MO YCTaHOB/IEHHOMY 006pasuy WM Ha
CTaHJapTHOM 6naHKe.



HanmeHoBaHMe TpeboBaHMs K
CTaHAapPTy NpefoCTaB/EHNA
MYHUUUNATbHOW YCNYT Y
2.1. HanmeHoBaHMe

MYHULMNaNbHOW YCNyTK

2.2. HanmeHoBaHMe

MYHULMNANbHOIO opraHa
NCMOSTHUTENbHOM BacTH,
HenocpeacTBeHHO
NpPeaoCTaBNAIOLLEro
MYHALUMNANLHYO yCnyry

2.3. OnucaHue pesynbTarta

MpeocTaB/IeHNst MyHULIMNATbHOM
yCnyru

2. CTaHAapT NpefocTaBneHnst MyHULMNaIbHOM Jycnyru

Copiep>xaHvie Tpe6OBaHWIA K CTaHAAPTY

OKazaHue topuANYECKUM NLAM METOANYECKON 1
NPaKTUYecKo nomoL B paboTe apxMBOB U MO
OpraHu3aLmmn JOKYMeHTOB B A€/10MpoV3B0/CTBe

McnonHutenbHblli  KOMUTET HOBOLLELIMUHCKOIO
MYHULMMNaNbHOTO palioHa.

McnonHutenb  MyHUUMMANbHOW  ycnyrn -
ApXMBHbI 0TAEN ICNONHUTENBHOIO KOMUTETA.

[MoarotoBka K cornacosaHuio INMMK YnpasneHus
HOPMaTMBHbIX NOKYMEHTOB Mo BONpocam
[1leN10NpPon3BOACTBA M aPXMBHOTO Aena: NOMOXeHNIA 06
apxuBe W 3KCMEPTHOM KOMWUCCUW, WHCTPYKUUKU MO
[eNIoNpon3BOACTBY, HOMeHKnaTypbl fen (ganee -
HopmatuBHble NOKYMEHTbI), YTBEPXKAEHMNIO
(cornacoBaHuo)  onuced  en  MOCTOSAHHOrO,
XpaHeHus, onucein fen no MYHOMY cocTaBy (fanee -
Onucn).

OkazaHHas  opraHusauuyM  MeToamMyeckas W
NMpakTU4yeckas nomow B paboTe apxmBa U MO
opraHusaumM [OKYMEHTOB B [€/ONPOM3BOACTBE B
BOMpOcax:

- 3KCMEePTU3bl LLEHHOCTN apXUBHbIX AOKYMEHTOB;

YNopsSiAOYeHNss  apXMBHbIX  [OKYMEHTOB
MOCTOAHHOrO0, BpeMeHHOro (cBbiwe 10 f1eT) XpaHeHWs
M NO SIMYHOMY COCTaBY;

- MOArOTOBKWN [1OKYMEHTOB ApPXMBHOIo (hoHaa
Poccuitckoi depepauunn K  nepegave B
MYHUUMUNASbHBIA apXuB;

- Be[leHNS yyeTa apXMBHbIX JOKYMEHTOB;

HopMaTunBHbIi1

aKT, YCTaHaBNMBaKOWMIA MYHULMNANbHYIO
ycnyry wnu tpeboBaHme

yy. 3, 5CT. 4 defepanbHOro 3akoHa Ne 125-
®3; n.n. 4.8., 4.9. MNMpaBun paboTbl; CT. 5
3akoHa PT Ne 63-3PT

4y, 5CT. 4 ®efepanbHOro 3akoHa Ne 125-d3;
[MonoxeHwe 06 oTaene

4. 3 CT. 4 ®epnepanbHOro 3akoHa Ne 125-
®3; n.n. 4.8., 4.9. MNMpasun paboTbl



- NCNONb30BaHUA apPXUBHbIX JOKYMEHTOB;
- (hopmumpoBaHnA Len B Ae/I0NPON3BOACTBE;
- nepefayn CTPYKTYPHbIMK MoApasfe/ieHNaMU
opraHusauuu fien B apXuB;
- NPOBefeHMA CEMMHAPOB B LENAX MOBbLILLEHUS
NPOMECCUOHAIBHON  KBa/IM(PUKaUMM  pabOTHUKOB
aPXMBHBIX 1 eN10NPON3BOACTBEHHbIX CNYX6
2.4. CpoK  npepocTaBieHns MeToamyeckas M MpakTudeckasd  MoMoLlb, 44.3, 5cCT.4 ®defepanbHOro 3akoHa Ne 125-
MYHULMNaNbHOR YCnyru ocyulecTenisieman 6e3 Bblesga K 3asgButento - 3 aHAL  ®3; n.n. 4.8., 4.9. MNpaBun paboTsbl
MeToguyeckad M NpakTU4eckas  MOMOLLb,
OCYLLiecTBNseMas C Bble3OM K 3adBUTEN0 - 2 [HK,
[laTbl Bble3fa cornacyroTcs ¢ 3aaBUTENEM,;
opraHusauma n npoeegeHve CEMNHAPOB - 16 AHel,
flaTa MpoBefeHus cemMuHapa cornacyetca ¢

3a9BUTENEM
2.5. VicuepnblBarowwmin - nepeyeHb [Mpn yCTHOM 0bpaLleHnn:
[JOKYMEHTOB, HEoOXoAMMbIX B - JOKYMEHTbI, yA0CTOBEpAIOLLME TUYHOCTD;
COOTBETCTBUN C - [OKYMeHTbl, MNoATBEPXKAatoLMe MNOSTHOMOUMSA
3aKOHOJATE/IbHbIMW WM MHBIMW  NPEACTaBUTENs HOPUANYECKOrO NnLA.
HOPMaTVBHbLIMU NnpaBoBbIMU [Mpy1 NNCbMEHHOM O6paLLEeHNN:
aKTamn  Ana  npefocTaBNeHUs - 3asBNeHe O MNpefoCTaBNeHUM MYHULUNIbHON

MYHULMNASIbHON YCNyru, a Takke YCnyru Ha 6/1aHKe Fpuanyeckoro nmua

YCNyr, KOTOpble  ABNAKOTCH

HeobXoANMbIMU 7

0653aTe/IbHbIMM ans

NpeaocTaBneHNs MyHULMNaIbHbIX

YCnyr, noAnexatmx

MpeacTaBneHno 3asBUTeNeM

2.6. VcuepnblBatoLWnii  nepeyeHb MpegocTaBneHne AOKYMEHTOB, KOTOpble MOryT
LOOKYMEHTOB, HEOOXOAMMbIX B OblTb OTHECEHbI K JaHHON KaTeropun, He TpebyeTcs
COOTBETCTBUY C

3aKOHOAATENbHBIMM U MHBIMK

HOPMaTVBHbIMM MpaBoBbIMU

13aechb U fanee AAMTENbHOCTb MPOLEAYP UCUNUCASETCS B Pabounx AHsIX.



akTamu  And  npefocTaBfieHuns
MYHULMNaNbHOW YCNYru, KOTOpble
HaxoAaTCs B PacropsXKeHum

rocyaapCTBEeHHbIX OpraHos,
opraHoB MECTHOI 0
camoynpaBneHus " VHbIX
OpraHu3aLuii " KoTopble

3a9BUTENb BMpase NpeacTaBuTb

2.7. NepeyeHb OpraHOB MECTHOrO
camoyrnpasneHus 7 NxX
CTPYKTYPHbIX  MOApPa3fAeneHui,
cornacosaHue KOTOpPbIX B

cnyyasx, rpesyCMOTPEHHbIX
HOPMaTVBHbIMM MPaBOBbLIMY
aKTamu, TpebyeTcs ans
NpeAoCcTaBeHNS MyHULNAbHON
yCcnyrm n KOTOpoe
OCYLLIECTB/ISETCS OpraHom
MCMONHUTENLHOM BNacTy,
MPeA0CTaBSOLLIMM

MYHULMNA/IbHYO yCnyry

2.8. VicuepnbiBarowmii nepeyveHb
OCHOBaHW 4NA OTKasa B npueme
[NOKYMEHTOB, HE0b6XoAuMbIX [ns
NpefoCTaB/IEHNA MYHULUMNIbHO
ycnyru

2.9. VcuepnblBatoLLMIA  NepeyeHb
OCHOBaHWI 41151 NPYOCTaHOB/IEHWS
WM OTKasa B npefoCTaBieHUN
MYHULMNaIbHOWN YCNyT

2.10. MNopagok, pasmep 7
OCHOBaHuA B3MMaHuA
roCyAapCTBEHHON MOLUINHBLI WK

CornacosaHve  MyHUUMNANbHOM  yCAyrn  He
TpebyeTcs

1 HecooTBeTCTBME NPEACTaBNEHHbLIX JOKYMEHTOB
MepeyH0  [JOKYMEHTOB, YKa3aHHbIX B .25
HacToALLero PernameHTa.

2. Hannume HeoroBOpeHHbIX WCMpaBieHNA B
noAaBaeMbIX JOKYMEHTaX

1 HapyweHue 3aasutenem (ero npeacraBuTenem)
onpefeneHHbIX B COOTBETCTBMM C NyHKTamn 3.4.1.,
3.4.3. PernameHTa cpokoB nogayn B OTAen NpoeKkToB
HOPMaTUBHbIX AOKYMEHTOB, Onucell.

MyHuUMNanbHasa ycnyra npegocTaBnseTcs Ha
6e3803Me3HOM OCHOBE.

4, 3 cT. 15 depepanbHOro 3akoHa Ne 125-
®3; 4. 1 cT. 8 PepepansHOro 3akoHa Ne
210-93



MHOW nnatbl, B3MMaemMoi 3a
NpeLoCTaB/IeHNe MYHULMNaIbHOM
YCAyrn, BKKOYas MHGopmaumio o
METOAMKe pacyeTa pasMepa Takom
nnarbl

2.11. MNopsagok, pasmep 7
OCHOBaHMA B3MMaHWA nnatbl 3a
npefocTaBfieHne ycnyr, Kotopble
ABNAKOTCA  HEOOXOAWMbIMU
06s3aTeNbHbIMY ans
NpefoCTaB/IeHNA MYHULMNAIbHOM
YCNyry, BKKOYasa MHMopMaLMIO 0
METOAVKe pacyeTa pa3mepa Takom
nnarbl

2.12. MaKcrMabHbI CPOK
OXWAaHWA B 04Yepesm npu nogade
3anpoca O  MpefoCTaB/IEHMM
MYHULMNIBHOA  YCIyTn U Mpw
nofy4veHnn pesynbrara
npefocTaBneHus Takux ycnyr

2.13. CpoK peructpaumn 3anpoca
3aABUTEN O  NPefoCTaB/IEHUM
MYHULMNIbHOWN YCNyTn

2.14. TpeboBaHus K
MOMELLIEHUSAM, B KOTOPbIX
npefocTaBnsfeTCA

MYHULUMNaNbHas ycnyra

2.15. Nokasarenn AOCTYMHOCTU U
KayecTBa MyHULUUNA/TLHOW YCNYTn

[MpefocTaBneHe HEOOXOAMMbIX U 06s3aTeNIbHbIX
YCNyT He TpebyeTcs

MaKcuMasbHbIi  CPOK  OXKMAaHWS npuema
nonyyaTens MyHUUMNabHOW yCnyrn (3asButens)
MpW nogave 3anpoca v Npu Nony4YeHnn pesynbTaTa He
[OMKEH NPeBbIWAaTh 15 MUHYT.

OuepegHOCTb AN OTAENbHbIX  KaTeropwit
nonyyateneli  MyHUUMMNANbHOM  yCnyrm  He
yCTaHOB/EHA

B aeHb nocTynneHus 3aasnieHns

MpucyTcTBEHHOE MecTO 060pyLOBaHO:
MHPOPMALMNOHHBIMWN CTEHAAMMU;
CACTEMON KOHAWUMOHMPOBAHUSA BO3AYXa;

NMPOTUBONOXAPHOW cuctemoi nm  cuctemon
noXapoTylweHns
[MokasaTenamm  [AOCTYMHOCTU  NpPefoCTaB/IeHNS

MYHULMNALHOW YCNYyru ABNSKOTCS:

PACMONOXEHHOCTb MOMELLEHNS MYHULMNAbHOTO
apxuBa B 30He [IOCTYMHOCTVM  OOLLECTBEHHOrO
TpaHCnopTa;

4, 3 cT. 15 dPepepanbHOro 3akoHa Ne 125-
®3; 4u. 1cr. 8 PepepansHOro 3akoHa Ne
210-93



2.16. OcobeHHOCTH
NpeaoCTaBNeHNSt MyHULMMANbHOM
YCNYTW B 3NEKTPOHHOW hopme

Hannuue Heo6X04MMOro KONIM4ecTBa
CMeLUManncToB, a TaKXe MOMELLEHNA, B KOTOPbIX
OCYLLLECTB/ISIETCA NPUEM AOKYMEHTOB OT 3asiBUTENEN;

HaMuMe  McYepnbiBatoWen  MHDopMauuyM o
crnocobax, MopsaKe W CPOKax MNpeaocTaBeHNs
MYHULMNAILHOW — YCIYr  Ha  MH(OPMALIMOHHbIX
CTeHaXx, MH(OPMaLMOHHbIX pecypcax
HOBOLLELLIMWHCKOr0 MyHMLMMNaIbHOTO paiioHa B CETK
«/HTepHET», Ha EANHOM nopTane rocyaapCTBeHHbIX
M MyHULMNANbHBIX YCAYT.

KauecTBO  MpeaocTaBfeHUss  MyHMLMNANbHOVA
YCNYT XapaKTepu3yeTcs OTCYTCTBUEM:

ouyepefieil Npu MpveMe U Bblgadye [OKYMEHTOB
3aABUTENAM;

HapyLUeHWi CPOKOB npefoCTaBNeHMS
MYHULMNANLHOW YCNyru;
Xanoo Ha [encTBUS (6e3peincTaue)

MYHUUMNANBbHBIX — CNYXaLMX, NpefoCcTaBNAaLLMX
MYHULMNANbHYIO YCNyTy;

Xanob Ha  HEeKOPPEeKTHOe,  HeBHMMaTe/IbHOe
OTHOLLEeHue MYHULMNANbHBIX CryKatmx,
OKasblBaOWMNX  MYHUUMMASIbHYO  YCAyry, K
3a8BUTENAM

IMeeTca BO3MOXHOCTb NOJAYM  3asB/IEHUA O
NpefoCcTaBNeHn  MyHUUMNaIbHOW  yCnyru B
3MIEKTPOHHOM BWe Yepe3 opTas rocyfapCTBeHHbIX
W MyHUUMNANbHBLIX  YCAYr  C  MOC/eAYyHLWMM
NpeabsAB/IEHNEM  OPUTMHAIOB  JOKYMEHTOB  MpW
MOMYYEHUN YCNYTW.

3asBneHVe O MpefoCTaB/eHUM MYHULMNAIbHOM
YyCyrmu  MOXeT ObITb  HanpasneHO B qopme
3/IEKTPOHHOI0 JIOKYMEHTA M0 3/IEKTPOHHOMY afipecy:
E-mal: Tatyana.Voronina(S),tatar.ru

4. 1cT. 19 depepansHoro sakoHa Ne 210-
@3



3. CocTas, nocnefoBaTes/IbHOCTb Y CPOKU BbIMOSTHEHUA
aAMUHUCTPAaTUBHbIX Npoueayp (aencTenii), TpeboBaHUS K NOPAAKY UX
BbIMOJ/IHEHWSA, B TOM YMC/Ie 0CO6EHHOCTW BbINO/THEHNA aAMUHUCTPATUBHbIX
npoueayp (4encTBuiA) B 3NeKTPOHHON opme

3.1. OnucaHve nocneaoBaTenbHOCTM  AENCTBUA  MpW  NPeAoCTaBleHUN
MYHMLMNAbHON YCNyru

3.1.1. npefocTaBNeHUA MYHMLMNANIbHON YCNYrn MO OKa3aHWK0 HOPUANYECKUM
NMLUaM MeTOAMYECKOM M NPaKTMYECKOW NOMOLLM B paboTe apXmMBOB U MO OpraHn3aunm
NOKYMEHTOB B IENI0NPON3BOACTBE BK/HOYAET B Ce6S cnedytoLme npoueaypsbi:

1) KOHCY/IbTMPOBaHWE 3asBUTES;

2) NPUHATUE N permcTpaumns 3asaBeHus;

3) OKaszaHue pPUAMYECKUM NLEaM METOAMYECKOW W MPaKTUYeCKOW MOMOLLM B
paboTe apXxMBOB M NO OpraHM3aLUmy JOKYMEHTOB B [e/IONPOU3BOACTBE

4) Bblfaya 3asBUTE/IO pe3yibTata MyHULMNaNbHOW YCyri.

3.1.2. brnok-cxema nocnefoBaTe/lbHOCTU [AEWACTBUMI MO NPefOCTaB/EHNIO
MYHUUMNANLHOR YCNyrv npeacTaBieHa B NpunoXeHnn Ne 1

3.2. OkasaHue KOHCy/bTauuii 3as9BUTENHO

3asBuTenb BnpaBe 0bpatuTbca B OTAEN NNYHO, MO TeNetoHy W NMUCbMEHHO, B
TOM 4uCne Mo 3NeKTPOHHOW MoyTe, AN MOJYYEHUS KOHCYNbTauui O MNOpsAKe
MOMYyYEeHNS MyHULUNANbHOW YCNYTI.

HauanbHuk OTaena ocywlecTBASeT KOHCYbTUPOBaHWe 3asBUTENS, B TOM YMC/E
Mo cocTaBy, (hOPME N COAEPXKaHUIO AOKYMEHTaUMu, HeobXoAUMOI ANns NonyyeHus
MYHULUNATLHON YCYTW.

Mpoueaypa, ycTaHaBvMBaeMast HaCTOSALMM MYyHKTOM, OCYLLECTBMISETCA B [EHb
obpalleHns 3adBUTeNS.

Pe3ynbTaT Npoueaypbl: KOHCYNbTalms 3adBUTENS.

3.3. OkasaHue 1opuanyecK M NLaM MeTOANYECKOWN 1 MPAKTUYECKON NOMOLLM B
paboTe apxXv1BOB M MO OpraHM3aLMn LOKYMEHTOB B [1e/10Npou3BOACTBE

3.3.1. 3assutenb (ero npeacTaBuUTeNlb) /IMUHO Ha OyMaXKHOM HocuTene, B
3MIEKTPOHHOM BuAe 4Yepe3 [lopTan rocyfapCTBeHHbIX W MYHUUMNAIbHBLIX YCayr
Pecnybnukn TatapctaH 160 MO MOYTe MOYTOBbIM  OTMNPaB/eHMEM MNOJAeT
(HanpaBnseT) 3asaB/eHNe.

3.3.2. Tpyn HanpaBneHWX 3asBNEeHUA B 3/IEKTPOHHOM hopMe creumannct
IcnonHMTENbHOrO KOMUTETA, OTBEYalLWMiA 3a paboTy C 06palleHusMM TpaxdaH,
noctynawowumm  4yepes  VIHTEpHeT-MPUEMHYIO,  PerucTpupyet  MoOCTymnuBLUee
3as1B/IEHNE M HanpaBseT B 3/IEKTPOHHOM Bue B OTaen.

[Mpouenypa, YyCTaHaB/NMBaeMas HaCTOALWMM TMYyHKTOM, OCYLUECTB/AETCA B
TeyeHvie O4HOro AHA C MOMeHTa NOCTYM/eHMs 3anpoca.

PesynbTaT npoueaypbl: 3aperucTpupoBaHHOE 3asBfieHWe, Harpas/ieHHOe B
Otpgen.

3.3.3. HauanbHuk OTAena, BeayLmii npruem 3asBieHuin, OCyLLEeCTBNSAET:

npuem 3asBeHuns;

PErncTpaLmio 3asBeHns B XXypHase perncTpauun 3asasnieHui;



NPOBEPSET 3asiB/IEHNE Ha HA/IMUME OCHOBAHWIA N 0TKa3a B MpueMe 3asiBNeHNs,
yKa3aHHbIX B N. 2.8 HacTosLlero PernameHTa.

Mpn OTCYTCTBMM OCHOBaHWIA ANs OTKasa B MpueMe 3asiBNeHUs, YKasaHHbIX B
MyHKTe 2.8 HAacTOsILLEro PernameHTa, HadyanbHuUK OTaena:

NpU NpefoCTaBeHUN 3asiBNEHUS 3asBUTENEM NIMYHO W3BELLAET 3asBUTENS O
MPVUCBOEHHOM BXO/ALLEM HOMEPE;

MPX HanpaBNeHNN 3asiB/IEHUS 3asBUTENIEM B 3/1EKTPOHHOW (hopme yBeaOMASeT
3asBUTENS B 3/1EKTPOHHOI hopMe O AaTe nprema 3asBeHNs, NPUCBOEHHOM BXOAALLEM
HOMepe.

B cnyyae HanMuMs  OCHOBaHWMIA AN OTKasa B MNpueme  3asBieHus,
NPefyCMOTPEHHbIX MYHKTOM 2.8 HacTosllero PernameHTta, HadanbHuK OTgena
YBEAOMNAET 3afBUTENS O Ha/MuMM NPEensTCTBUIA ANS perucTpauun 3asBieHus C
MUCbMEHHbIM 0OBSACHEHNEM COAEPXKaHWS BbISIBIEHHbIX HEIOCTATKOB.

Mpoueaypbl, yCTaHaBNMBaeMble HACTOALIMM MYHKTOM, OCYLLECTBAAIOTCA B
TeyeHue 15 MUHYT nocne NocTynseHns 3asBneHns (06paLleHns 3asBUTeNs).

Pe3ynbTaT npouesyp: MPWUHATOE W 3aperMcTpUpoBaHHOE 3asiBfieHMe WK
3asB/IeHNe, BO3BPALLEHHOE 3asBUTEO.

3.4. MeToamyeckaa M NpaKTU4Yeckas MoOMOLLb, OCYLLEeCTBAsieMas 6e3 Bble3ga K
3aaBUTeNIO.

3.4.1. HayanbHuK OTAena npu obpalleHnn 3asaBUTeNs:

OCYLLECTB/IIET  KOHCY/NbTMPOBaHWe, MOAOGOPKY HOPMATMBHBLIX aKTOB U
MeTOAMYECKNX NOocobuin Mo BOMpOcaM: opraHm3auuy paboTbl apxmBa, 3KCMEPTHOWA
KOMMUCCUW 1 L,eN0NPOU3BOACTBEHHOM CNYXObl OpraHu3aummn; cocTaB/eHNs NPOEKTOB
HopMaTuBHbIX OOKYMEHTOB; 3KCMNepPTU3bl LEHHOCTWN, YMNOPAAOYEHUSA apPXUBHbLIX
NOKYMEHTOB;

YCTaHaB/MBaeT [aTy MNPeACTaB/eHUsa 3aABUTENIEM NPOeKTOB HOpMaTMBHbLIX
AOKYMeHTOB, Onuceld, CBefieHNIA 0 COCTOAHUN XpaHeHWs AOKYMEHTOB B OpraHun3aumm-
MCTOYHUKE KOMIM/IEKTOBAHWS MYHMLMMAIbHOTO apxXmnea Ha 1 ekabpsi TEKYLLEro roga.

B cnyyae ob6palleHus 3asBUTENs B MUCbMEHHOW (hopme HanpasnseT nofbopKy
HOPMAaTUBHbLIX aKTOB W METOAMYECKMX MOCOOWMA, COOBLLAeT MUCbMEHHO WM MO
TeneoHy 0 gate npeacTaBieHns 3as8BMUTENIEM MPOEKTOB HOPMATUBHbLIX LJOKYMEHTOB,
Onuceir, CBefieHNA O COCTOAHUN XPaHeHMs! LOKYMEHTOB B OpraHu3aumm-ncTOYHNKe
KOMMIEKTOBAHNA MYHULIMMAIbHOTO apXmBa Ha 1 fekabps TeKyLLUero roga.

[Mpouesypbl, YCTaHaB/IMBaEMble HACTOALMM MYHKTOM, OCYLUECTBAAKOTCA B
TeYeHne 0AHOro AHA NMocse NOCTynAeHUs 3aaB/eHus.

Pe3ynbTaT npouefyp: nNpeacTaB/ieHHble 33aABUTENH0 HOPMATUBHbLIE aKTbl U
MeTOAMYeCKMe NMocobus no TeMe 3anpoca 3asaBuUTeNs.

3.4.2. 3assutenb (ero npeAacTaBuTeNlb) JIMYHO Ha OyMaXKHOM HocuTesne, B
3N1eKTPOHHOM BMAe 4epe3 [lopTan rocyaapCTBeHHbIX U MYHULMMAIbHBIX YCAyr
Pecnybnunku TartapcTtaH nmMb0 Mo noyTe nogaeT (Hanpas/seT) NPOeKTbl HOPMATUBHBIX
AOKyMeHTOB, Onucein B OTaen B onpefdeneHHble B COOTBETCTBUM C NyHKTOM 3.4.1.
PernameHTa CpoKu.

3.4.3. Haya/IbHWK paccMaTpuBaeT:



B COOTBETCTBMM C TWUMOBLIMM TMOJIOKEHUAMU MOSIOXKEHNUA 006 apxvee U 06
9KCMepPTHOW KOMUCCUW;

B COOTBETCTBMM C YCTAHOB/IEHHbIMW TPEOOBAHUAMU  MHCTPYKUUW 1O
[1le10npon3BOACTBY;

HOMEHKNATypy [en opraHusauun: npoBepsieT MnpaBubHOCTL  O(OPMIIEHMS,
MOJIHOTY COCTaBa W COOTBETCTBME YTBEPXKAEHHLIM TUMOBbLIM MEePeYHAM 3aro/i0BKOB U
CPOKOB XpaHeHUs BKIHUEHHbIX B Hee Jern;

OnucK: npoBepsieT NpasuIbLHOCTL OOPMIIEHMSA ONUCK, NPEANCIOBUSA, TOA0BbIX
pasfesioB 1 3arofioBKOB fef, MOMHOTY cocTaBa (B COOTBETCTBMM C HOMEHK/IATYPOM
[ileN1) 1 COOTBETCTBME CPOKaM XPaHEHUS BK/IKOYEHHbIX B OMNUCH JenN;

CBefleHNsi 0 COCTOSHWWN XpaHeHUs [OKYMEHTOB B OpraHu3auun-UCTOYHUKE
KOMMNJIEKTOBaHUSA MyHULMNAILHOTO apxXuBa Ha 14HBapsa TeKyLLero roga.

Mpy  BbISBNEHUM OWWIMOOK [aeT pPeKOMeHZauunm Mo WX  YCTPaHeHuto,
COr/1acoBbIBAET CPOKM 0PabOTKMN NPOEKTOB AOKYMEHTOB.

[Mpouesypbl, YCTaHaB/IMBaeMble HaCTOAWMM MYHKTOM, OCYLUECTBNAKOTCA B
TeyeHne OfHOro AHSA C MOMEHTa OKOHYaHUA npeablayLLein npoueaypb.

Pe3ynbTar npoLueayp: pekoMeHauum no YCTPaHEeHUHO OLUMOOK, onpefeneHue
AaTbl MpeacTaBneHnst NPOEKTOB HopmaTWBHBLIX AOKYMeHTOB, Onuceil nocnie ux
0paboTKM 1 COrnacoBaHUA 3KCNePTHOM KOMUCCUEN 3asBUTENS.

3.4.4. 3assutenb (ero npeacrtaBuTeNlb) JIMYHO NIM60 MO MOYTE 3aKasHbIM
MOYTOBLIM  OTMpaB/ieHNeM MofjaeT (HampasfiseT) Ha OyMaXHOM  HoOcuTese
COr/laCoBaHHble 3KCMEPTHOM KOMUCCME OpraHu3auuy MpPoeKTbl HOPMATMBHbIX
NOKyMeHTOB, Onwuceint B OTaen B onpefeneHHble B COOTBETCTBUMU C NMyHKTOM 3.4.3.
PernameHTa cpoku2

3.4.5. HavanbHuK oTaena:

MpoBepsieT MOSIHOTY COCTaBa W KayeCTBO OCGhOPMJIEHWA MpeACTaB/IEHHOM
[IOKYMeHTaLuu;

COCTaB/NAeT W NOAMUCLIBAET 3aK/UYeHUe MYHUUUNAILHOTO apxuBa  A/id
HanpaBneHnsa Ha paccmoTpeHne IANMMK YnpasneHua HOPMaTUBHbLIX LOKYMEHTOB,
Onwcei;

HanpasnaeT Ha paccmoTpeHue ANMK YnpasneHua HopmaT/BHbIE OOKYMEHTI,
OnucK ¢ 3aKNKYEHUAMU MYHULMNAILHOTO apXumBa.

[Mpouesypbl, YCTaHaBIMBaEMble HACTOAWMM MYHKTOM, OCYLLECTBNAKTCA B
TeYyeHne OHOro [HA C MOMeHTa OKOHYaHUA npeablayLLein npoueaypb!.

Pe3ynbTar npouefyp: HanpaeneHHble Ha paccMoTpeHue ISMNMK YnpasneHus
HopmaTuBHbIe JOKYMEHTLI, Onncy € 3aKNHYEHUAMU MYHULIMNAILHOIO apXmnsas.

3.4.6. HayanbHnk OThena nocfne MNOCTYN/eHUA  PacCMOTPeHHbIX  3MNMK
HOPMaTUBHbIX AOKYMEHTOB 1 ONMCcein MHHOPMUPYET 3aaBUTENSA O MPUHATOM PeLLeHNN
ANMK YnpasneHus.

BpyyaeT no npubbITUM NpeacTaBUTeNs 3asaBUTENA JIMYHO WIW HarpasfseT Mo
noyTe 3aaBuTeNnto HopmaTuBHbIE JOKYMEHTBI U Onucw.

2 [lopa6oTka 1 cornacoBaHvie 3K opraHu3aLmm HOpPMaTMBHBIX LJOKYMEHTOB 1 3asBUTENS B CPOK NPeoCTaBeHNs MyHULMMANbHOW YCNyrn He BXOAAT.
3 PaccmoTpeHne YnpasneHueM HopMaTMBHbIX [JOKYMeHTOB, Omnuceli OCyLLecTBNseTCS B COOTBETCTBUM C rpaikoM MpoBefeHUs 3acefaHuii
AMNMK YnpasneHus 1 B CPOK NPefOCTaBNEHUS MYHULMNALHON YCYTrn He BXOAAT.



B cnyyae otkaza JMNMMK YnpasneHusa B YyTBepXAeHUM (corsiacoBaHum)
HopMaTuBHbIX [OKYMEHTOB M Onucerd K [OKYMeHTauuMu npuiaraet MNUCbMeHHOe
yKasaHue 3MNMK YnpasneHnsa NpuynHbl 0TKasa.

[Mpouenypbl, ycTaHaB/MBaeMble HACTOALWMM MYHKTOM, OCYLLECTB/IAKTCA B
TeyeHne OAHOro AHA C MOMEHTa MoCTyn/eHns HopMaTMBHbIX LOKYMeHTOB, Onucei
C pewweHmem IMNMK YnpasneHus.

Pe3synbTatr npoueayp: W3BeLleHMe 3adaBUTENd O pesynbTaTaxX PacCcMOTPeHUs
AMNMK ¥YnpasneHns HopMaT1BHbIX JOKYMEHTOB 1 Onucei.

3.5. MeTognueckaa M NpakTU4YecKasa MOMOLLb, OCYLLECTB/IAEMAaA C Bble3JOM K
3a9BUTENIO

3.5.1. HavanbHMK oTAena no npuobITUA K 3adBUTEN0  U3y4vaeT CoCTaB
HOPMaTUBHbIX [IOKYMEHTOB, perynupyroLmx paboTy apxusa 7
[e/10MPOV3BOACTBEHHOM CNYXObl  OpraHu3auMmn, COCTOSHME Hay4HO-CrpPaBOYHOIo
annapaTta K apXvBHbIM JOKYMEHTaM.

[Mo pe3ynbTataM WM3yyeHWss OCYLLECTBNAET KOHCY/NbTUpPOBaHWe MO BOMPOCAM:
opraHusaumy paboTbl apxmea W [AeNOrnpon3BOACTBEHHOW CNYXObl — OpraHu3auuu;
COCTaB/IEHMA MPOEKTOB HopmaTMBHbLIX OOKyMeHTOB, Onwuceid, onucen gen
[lONITOBPEMEHHOI0 CPOKOB XPaHeHWs1.

B cnyyae OTCYTCTBMA WM HenpaBUIbHOrO OQOPM/IEHNA LOKYMEHTaLuun Ha
KOHKPETHOM NprMepe MoKasbiBaeT MopaLoK UX OOpMIEHNs, YCTaHaBIMBAET Aaty
NpefCTaBfEHNs 3afBUTeNleM B MYHULUMNASbHbIA apXuB MPOEKTOB HOpMAaTUBHbIX
OOKYMeHTOB, Onuceil.

[Mpoueaypbl, ycTaHaB/MBaeMble HACTOALMM MNYHKTOM, OCYLLECTBMAKTCA B
TeyeHne Tpex Yacos nocsne NpubbITUA HavyalbHNKA OTAena K 3a8BUTENHO.

PesynbTaT npoueayp: MeToAau4yeckas M npakTuyeckas NOMOLLb B O(hOPMIEHMM
HOPMaTUBHbIX [NOKYMEHTOB, PerynmpyroLmnx paboTy apxmsa 7
[e/10NPOV3BOACTBEHHOM CNY>XKObl OpraHu3auun, 1 Hay4yHO-CNpaBoYHOro annapara K
apXMBHbLIM JOKYMEHTaM, yCTaHOB/IEHNE CPOKOB MX MPeACTaB/IeHNA B MyHULUMNAbHbINA
apXuB.

3.5.2. HayanbHUK oTfAena ocMaTpuBaeT MOMeLLeHMe apXxuBa opraHusaumu. B
C/lyyae BbISBIEHNA HapyLUEHWA YCMOBMIA XpaHEHUS apXMBHbLIX [LOKYMEHTOB [faeT
Pa3bsACHEHWA MO CO3[4aHWMIO OMTMMA/IbHbIX YCNOBUI XpaHeHusi (TpeboBaHMA K
MOMELLEHNIO 1N 060PYA0BaHMIO apXuBa, TeMMepaTypHO-BIAXKHOCTHOMY, OXPaHHOMY,
CBETOBOMY, CaHUTAPHO-TUTMEHUYECKOMY PEeXUMaM, PeXumy [OCTyna; nopsaaky
pasmeLLeHns Aen B apxuBee).

[Mpoueaypbl, ycTaHaBIMBaeMble HACTOALMM MYHKTOM, OCYLLECTBMATCA B
TedeHne 30 MVHYT C MOMEHTa OKOHYaHUA npeablayLLein npoueaypb!.

Pe3ynbTaTr npouefypbl: MeToAMYecKas MOMOLb B CO34aHUM ONTUMA/IbHbIX
YC/IOBUIA XPaHEHNS apXMBHbIX LOKYMEHTOB OpraHu3aLuu.

3.5.3. HavanbHuK oTAena m3y4vaeT COCTOAHME y4yeTa apXMBHbIX JOKYMEHTOB. B
C/lyyae BbISB/IEHHbIX HapyLUeHWin HavyasibHUK OTAena pa3bsacHAeT MNopsaLokK:

npuema JOKYMEHTOB B apXUB OT CTPYKTYPHbIX NOAPa3AeNeHNiA OpraHn3aumu;

BeAEeHMA y4yeTa apXMBHbIX AOKYMEHTOB B COOTBETCTBUMM C YCTaHOB/IEHHbLIMU
TpeboBaHMAMM (COCTaB/MEHWE MacnopTa apxmea; BefeHWe KHUIM ydeTa NocTyn/eHuns



W BbIObITUA JOKYMEHTOB U OMUCEN [ef, XKYpHana perucTpauum 3anpocos opraHusami
N rpaxaaH);

MOArOTOBKM [OKYMEHTOB ApXMBHOrM0 (oHaa Poccuitickon ®epepaumm K
nepegaye B MyHUUMNA/IbHBIA apXxmB (3KCMePTM3a LLEHHOCTU AOKYMEHTOB, XPaHALLMXCA
B apXMBe; COCTaB/IeHMe CBOAHbIX OMWCeN e/ NOCTOAHHOr0, A0/ITOBPEMEHHOIO CPOKOB
XpaHeHus, JOKYMEHTOB MO /IMYHOMY COCTaBY, aKTOB O BbIAENEHUN K YHUUTOXEHUIO
NOKYMEHTOB B CBA3W C UCTEYEHNEM CPOKOM WX XpaHeHus);

opraHusauum po3sbicka Aen 1 0hoPMSIEHUIO ee Pesy/bTaToB;

npvema-nepefayu gen npu cMeHe OTBETCTBEHHOIO /MLA 33 apXUB UK LUTATHOIO
paboTHMKa apxuBa (COCTaB/IEHNIO aKTOB NpriemMa-rnepegayn, opraHusauny npoBepku
Ha/IMYmA 1N COCTOAHUA eN 1N 0OPM/IEHMIO aKTOB M0 ee pesy/nbTaram).

B cnyyae OTCYTCTBMS WAW HENPaBWIbLHOTO OQOPMIEHUS LOKYMEHTauuu
MoKasbIBaeT NMopsaLoK OPOPM/IEHNA: aKTOB O BblAeEHUN K YHUUTOXEHUIO JOKYMEHTOB
B CBA3W C UCTEYEHMEM CPOKOM WNX XpPaHEHUs, MPOBEPKN Ha/IMUMA N COCTOAHUA [en,
npvema-nepegavyn gen nNpyv CMeEHe OTBETCTBEHHOrO /vua 3a apxXvB WAW LUTATHOrO
paboTHMKa apxmBa; CBefeHWn 0 COCTOAHUM XPaHeHUs1 LOKYMEHTOB B OpraHu3auum-
MCTOYHNKE KOMMNEKTOBAHMSA MYHULUMMAIbHOTO apxXmnea Ha 1 jekabps TeKyLero roga.

[Mpoueaypbl, YyCTaHaB/MBaeMble HACTOALMM MNYHKTOM, OCYLUECTBNAKTCA B
Te4yeHne OHOro [HS C MOMeHTa OKOHYaHUA npeablayLLein npoueaypb.

PesynbTaT npouesypbl: METOAMYECKAs M NpaKTMUYecKas NOMOLLb B OhOPMIEHNM
YYETHbIX JOKYMEHTOB.

3.5.4. HauyanbHnK OTfena okasbiBaeT METOAMYECKYHO U MPAKTUYECKYH MOMOLLb
B OpraHu3aumm UCcnosib30BaHNs apXUBHbLIX 4OKYMEHTOB:

npeaocTaBnseT nepeveHb (pefepasibHbIX  3aKOHOAATENbHbIX aKTOB W
HOPMaTUBHbIX AOKYMEHTOB, PerynmpyroLmnx 4oCTyn K JOKYMeHTaM apXuBa,;

NHOPMUPYET 3as8BUTENS O CAyyasx oOrpaHuyeHus [LOCTyna K apXUBHbLIM
AOKYMeHTaM, NMpefyCMOTPEHHbIX 3aKOHOAATeIbCTBOM Poccuiickoin deaepaumu;

Pa3bACHAET MNOPAAOK [AOCTyna Mo/fib30BaTeNleil K apXMBHbIM  [AOKYMEHTaM,
MOPALOK COCTaB/ieHMs, OPOPMIEHNA U Bbl4auM apXUBHbIX CMpPaBOK, apXMBHbIX
BbINMCOK W KOMWIA apXMBHbIX [JOKYMEHTOB; MOPSAOK Bblgayn [AOKYMEHTOB
uccnefosarensM, BO BPEMEHHOe MoJb30BaHMe, NOPSALOK OOPM/IEHMS 3aKa30B Ha
Bblgayy [en uccnefoBatensaM B UWTa/IbHbIA 3a1, BO BPEMEHHOE M0/b30BaHWe B
CTPYKTYPHbIE MoApasfeneHns opraHusaunn; nopsagok BeAeHUA KHUM y4yeTa Bblgaun
A€ B YATaSIbHbIV 3a/1 1 B pabourie NOMELLEHNS OpraHm3aumm.

B cnyyae OTCyTCTBUS WAU HENPaBW/ILHOMO OMOPM/IEHUA LOKYMeHTauuu no
opraHu3aumMy MCMosib30BaHUA apXMBHBIX [OOKYMEHTOB MpefocTaBnseT  06pasupl
apXMBHbIX CMPaBOK, apXMBHbIX BbIMUCOK W KOMWUIA apXUBHBIX [OKYMEHTOB, GnaHKu-
06pasLpbl 3aKa30B Ha Bbigady [efl UCCNefoBaTeisiM B YATaNbHbIA 3a/1, BO BPEMEHHOE
Nnonb3oBaHWe B CTPYKTYpHble  MoOApasgeneHns  opraHmMsaumn,  OKasbIBaeT
MPaKTUYECKYIO MOMOLLb B OPOPMJIEHNM KHUMU yyeTa Bbigaum e/l B YUNTa/IbHBbIA 3a/1 U
B paboyvie NomMeLLeHNs opraHu3aLun.

[Mpoueaypbl, yCTaHaBNMBaeMble HACTOALMM MNYHKTOM, OCYLUECTBNAKTCA B
TeYyeHne 0HOro Yyaca C MOMeHTa OKOHYaHWA NpeablgyLein npoueaypsbl.

Pe3ynbTar npoueaypbl: NPefoCTaBeHHbIA 3aSBUTENIO0 NepeYeHb (efepasibHbIX
3aKOHOAATe/IbHbIX aKTOB W HOPMATMBHbLIX AOKYMEHTOB, Perynmpyrowmx AoCcTyn K



[OKYMEHTaM apXuBa, 06paslpbl apXWMBHbIX CMPABOK, apPXMBHbIX BbIMNUCOK U KOMWIA
apXUBHbIX [IOKYMEHTOB, 3aKa30B Ha Bbljady Aen UCCNefoBaTeNsiM B UATa/IbHbIN 3an,
BO BPEMEHHOE NO/b30BaHWE B CTPYKTYPHble MNoApa3aeneHnst OpraHu3aLmn, 3anvcei B
KHUre yYeTa Bbifaum feN B YMTasbHbI 3301 1 B paboune NOMELLEHNS OpraHn3aLni.

3.5.5. HauyanbHMK oTAaena 3HaKOMUTCS C  OpraHusauueil [JOKYMEeHTOB B
[enonpon3BoAcTBe. B  cnyyae BbISBNEHWS  OTKMNOHEHWIA OT  YCTAHOB/MEHHbIX
Tpe6oBaHWI Pa3bACHAET NOPAAOK:

(hopmmpoBaHMA en B AeNONPON3BO/CTBE;

NPOBEAEHNS  EXErofgHol  3KCMepTWM3bl  LEHHOCTU  JOKYMEHTOB B
AEeNonpoun3BoACTBe OpraHM3auuy 1 0pOPMIEHNIO ee Pe3y/bTaToB;

nepefayn CTPYKTYPHbIMM Noapa3feneHnsaMun ien B apxXuB OpraHu3aLmnm,

Mocne 3aBepLUeHNs NPoLeAYPbl HA KOHKPETHOM NpUMepe NoKasbiBaeT NOPSAOK:

(hopMMpOBaHs AeN B COOTBETCTBMMN C HOMEHKNATYPOIA AeN B 1eN0NPOM3BO/ACTBE,
aKTOB O BbIAENEHNN K YHUUTOXKEHUIO OKYMEHTOB B CBSA3U C UCTEUYEHMEM CPOKOM UX
XPaHeHMS;

othopMmneHus  fena NP MNOArOTOBKE W  rMepeaye  CTPYKTYPHbIMM
noapasaeneHnsaMn ien B apxve opraHmsaumy (NoaLwvBKa U nepennet, oopmieHme
06/10)KKM, HyMepaLMs IMCTOB, COCTaB/EHME 3aBEPUTENBHON HaanueK aena).

Mpoueaypbl, yCTaHaBNMBaeMble HACTOSLIMM MYHKTOM, OCYLLECTBNANOTCS B
TeyeHue Tpex YacoB 30 MUHYT C MOMEHTA OKOHYaHUSA NpeaplayLLei npoLeaypbl.

Pe3ynbTaT npoueaypbl: MeToAMYeckas M NpakTUYeckas MOMOLLb B OpraHm3aLum
NOKYMEHTOB B [€710MPOM3BOACTBE, 00pasLibl akTOB O BbIAENEHUN K YHUUTOXEHMIO
NOKYMEHTOB B CBSI3W C WUCTEUYEHWEM CPOKOM MX XpaHeHus, 0opM/IEHHOro ans
nepegayn B apxus Aena.

3.6. OpraHusaumsa 1 nposefeHe ceMUHapa

3.6.1. Ipwn opraHmMsauumn ceMmHapa HadanbHUK OTaena:

COrnacoBbIBaeT C 3adaBUTeNeM Temy, AaTy MNPOBeAEHMA M COCTaB YYaCTHWUKOB
ceMnHapa,;

onpefenset TeMbl OKNAL0B 1 COCTaB [OKNaAYMKOB;

noslyyaeT OT AOKNaAYMKOB MOATBEPXKAEHME 06 y4acTuu M COrflacyeT C HUMM
TEMbI UX [OKNa0B;

[Mpouenypa, YyCTaHaBIMBaeMasd HacTOALWMM MYHKTOM, OCYLLECTBNAETCA B
TeyeHne 04HOro paboyero AHSA C MOMeHTa MOCTYN/IEHUSA 3asB/eHNS.

Pe3ynbTaT NpoLeaypbl: onpeaeneHne TeMbl, AaTbl NPOBeAEHUS, AOKNaAYNKOB U
YYaCTHUKOB CeMmHapa.

3.6.2. HavanbHuk OTgena:

COCTaB/AET U COr/acoBbIBaET C 3a9BUTENEM CMUCOK YYaCTHUKOB CeMUHapa,

COrNacoBbiBaeT C 3adaBUTENIEM M OCMaTpuUBaeT MeCTO W MOMelleHVe OiF
NMPOBeAEHNA CeMMHapa, HalM4me Heo6xo4MMOro obopyaoBaHnsa (NocafouHble MecTa,
CTO/bl 4N npe3nguyma, TpubyHa A1 BbICTyNatoLwmx yYaCTHUKOB U T.1.);

paspabaTbiBaeT 1 COrnacoBbIBAET C 3adBUTE/IEM MPOrpamMmmy ceMuHapa.

[Mpoueaypa, YycTaHaB/iMBaemas HaCTOALLMM  MYHKTOM, OCYLUECTBNSeTca B
TeyeHne Tpex AHeN C MOMeHTa OKOHYaHUs npeablayLLein npoueayps!.



PesynbTaT npouefypbl: COrfacoBaHHble C 3asABMTefIeM Mporpamma, Chnucok
YYaCTHMKOB 1 MECTO MPOBELEHNA ceMUHapa.

3.6.3. HavanbHuk OTtgena:

n3pelaet (TenedoHorpaMmMoin, qakcorpaMMoi, MO 3/1EKTPOHHON MouYTe)
Y4aCTHMUKOB O TeMe, MEeCTe 1 BpemMeHU MpoBefeHns ceMuHapa.

[Mpouesypa, YycTaHaB/nMBaemMas HaCTOALLMM MYHKTOM, OCYLUECTB/SAETCA B
Te4yeHne OHOro [HS C MOMEHTAa OKOHYaHUA NpeapblayLLei npoueaypb.

Pe3ynbTaT npoLeaypbl: N3BeLLEHHbIe YYaCTHUKN CeMmHapa.

3.6.4. Ha ocHoBe nporpammbl HavyanbHUK OTAena:

OKa3blBaeT METOANYECKYIO N MPaKTUYECKYHO MOMOLLb AOKNaJyMKaMm ceMuHapa
(nof6upaeT HOPMATUBHO-MPABOBOM Y METOAMYECKUNIA MaTepuas K Temam);

noAbupaeT pasfaToyHblil MaTepuas (3aKoHodaTe/lbHble, HOPMaTUBHOE MPaBoBble
aKTbl, METOAMYECKME MNOCOOUSA, YCTaHOB/IEHHbIE (OPMbl [OKYMEHTOB W T.M.) W
OpraHu3yeT ero KonnposaHve 419 y4acTHUKOB CEMUHApa;

[Mpoueanypa, YyCTaHaBAMBaeMasd HacCTOALWMM MYyHKTOM, OCYLUEeCTBNdeTca B
TedeHne 10 fHeil C MOMeHTa OKOHYaHMS NpeablayLLe npoueayps!.

Pe3ynbTar npoueaypbl: roToBble A0KNaAbl Y pa3faToUHbIiA MaTepuan.

3.6.5. B fieHb npoBefieHns ceMmnHapa HavanbHUK OTtaena:

PErncTpupyeT yyacTHMKOB CEMUHAPA;

pa3faeT pa3faTtoyHbIi MaTepuan;

BeleT CeMMHap CorsiacHo nporpamme.

[Mpouenypa, YyCTaHaBIMBaEMasA HaCTOALWMM MYyHKTOM, OCYLUECTBNAeTca B
TeyeHne OfHOro [HS B [jeHb, COrNacoBaHHbIN C 3asBUTENEM.

Pe3ynbTat npoueaypbl: NPOBeAeHHbIN cemMuHap.

4. TMopsigoK 1 (hopMbl KOHTPONS 3a NPeAoCTaBeHNEM MYHULMMA/IbHOA
yCcnyru

4.1. KOHTpOnb 3a MONMHOTON M KayeCTBOM MNPeAoCTaBNeHUs MYHULMNAIbHON
YCNyry BKNKOYAeT B Cebsi: BbISBNEHME W YCTPAHEHWE HapyLLeHWIA npaB 3asBUTENeN,
PAaCCMOTPEHVE  Xanob, MpoBedeHMe  MPOBEPOK  COOMOAEHUs  mpoueayp
NPeoCTaBNeHNs MYHUUMNAbHOW  YCNyry, MOArOTOBKY PeLleHWid Ha [aelicTBus
(6e3melicTBIUE) AOMKHOCTHBIX MWL, OpraHa MeCTHOIO CaMoyrpaBneHus.

dopMaMn  KOHTPONS 3a COOGMOAEHMEM  WCMONHEHWS  aAMWUHUCTPATUBHBIX
npoueayp SBNAKOTCS:

NpoBe/ieHVe NPaBOBOI 3KCMEPTN3bl MPOEKTOB AOKYMEHTOB MO NPeAoCTaBNEHUIO
MYHULIMNANbHON yCnyrn. Pe3ynbTaToM 3KCMepTu3 SBMISETCS BU3NPOBaHWE NPOEKTOB;

NpoBefieHNe B YCTaHOBNEHHOM MOPSAKE NPOBEPKYM BeEHNS 1e/10NPON3BO/CTBA;

NpoBefieHVe B YCTAHOBNEHHOM MOPSAKe KOHTPO/bHbIX MPOBEPOK COOGMHOAEHUS
npoueayp NpefoCcTaB/ieHNs MyHULMNANbLHOR YCyTu.

KOHTPO/bHbIE MPOBEPKM MOFYT O6biTb MNIAHOBLIMU  (OCYLLECTBAATLCA Ha
OCHOBaHMM MOMYrOAOBbIX WAM TOAOBbIX M/AHOB pPaboTbl OpraHa MEeCTHOro
camoynpaB/fieHUst) U BHennaHoBbIMK. [py NpOBeAEHMI MNAHOBLIX NPOBEPOK MOrYT
paccmMaTpuBaTbCsi BCe BOMPOChI, CBA3aHHble C MpPeAoCTaBleHMEM MYHMULMNANbHOV
ycnyru (KOMMNIeKCHbIe MPOBEPKM), UMM NO KOHKPETHOMY 0OpaLLEHNIO 3asBUTENS.



4.2. TeKyWWA KOHTPO/Mb 3a COOMOAEHVMEM [MOC/eA0BaTENbHOCTU OEWCTBUNA,
onpefeneHHbIX  aAMUHUCTPATUBHLIMW  Mpouedypamn Mo MpeaoCTaBIeHUIo
MYHULMNANbHON YCNYTW, OCYLLECTBNIAETCA YNPaBNAoLWmMA genammn VIcnofHUTeNbHOro
KoMuTeTa HOBOLLUELLIMWHCKOIO MyHULUMMA/IbHOTO parioHa Pecny6inku TatapcTaH.

4.3. TlepeyeHb [O/MKHOCTHBIX /ML, OCYLLECTBAAOWMX TEKYLNA KOHTPO/b,
YCTaHaB/IMBAETCA MOJIOKEHUAMM O CTPYKTYPHbIX NMoApasfeneHnsax opraHa MecTHOro
camMoyrnpasieHnss 1 AO/MKHOCTHLIMU pernaMeHTaMu.

Mo pe3ynbTatam NPoBeAeHHbIX MPOBEPOK B C/lyYae BbISIBMIEHNA HAPYLLEHWIA NpaB
3asBuTENE BMHOBHbIE NLA NMPUBIEKAOTCA K OTBETCTBEHHOCTU B COOTBETCTBUM C
3aKoHofaTeNnbCTBOM Poccuiickon ®efepauun.

4.4, HavanbHuk Othena HeceT OTBETCTBEHHOCTb 3@ HECBOEBPEMEHHOe U (Un)
HeHafieXkalllee BbINOHeHWe aaMUHUCTPATUBHbLIX MPOLEAYP, YKasaHHbIX B pasgene 3
HacTosLLero PernameHTa.

4.5. KOoHTponb 3a npefocTaBfeHNeM MYHUUMNASIbHOW YCIYrn CO CTOPOHBI
rpakaaH, WX OObEAVHEHWA W OpraHuM3auuii, OCYLLECTBMISETCA MOCPEACTBOM
OTKPbLITOCTN  [IeATENIbHOCTU  apXMBHOro oTAena VICno/mHUTENbHOrO  KOMKUTeTa
HoBOLLELWMUHCKOro MYHULMN&ILHOTO paioHa npu npefocTaBeHUM
MYHUUMNANIbHOA  YCNYyrW, MOMlyYeHWA MOSIHOW, aKTya/lbHOW W [AOCTOBEPHOIA
MHOPMaLMN O NOPALKEe MPefOCTaBEHNS MYHULMNAIbHOW YCIYT Y BO3MOXXHOCTH
AocynebHoro paccMoTpeHusi obpalleHnin (kanob) B npouecce npeaocTaBfieHns
MYHULMNAbHOR YCyTW.

5. [ocyaebHblin (BHeCyaebHbIn) MopsALoK 06)KasloBaHNA pPeLleHniA v
fencTeuin (6e3aecTBMSA) OpraHoB, NPeaocTaBAAoWMX MyHULMNASIBHYHO
YCNyry, a TakkKe NX JO/HKHOCTHBIX NINL, MyHULMUNANbHbIX Cy>Kalmnx

5.1. Oocyne6Hoe (BHecyaebHOe) 06XanoBaHme

5.1.1. MonyyaTenn MyHUUMNAIbHOW YCYyrM UMEOT MpaBo Ha 06XanoBaHWe B
aocynebHom (BHecyebHOM) nNopsiake AeACTBMIA Unu 6e3aecTBmiA ICNONHUTENBHOTO
KOMUTETA MYHUUMNATBHOTO parioHa, AO/MKHOCTHOrOo simua  VcnosHUTenbHoro
KOMUTETa, MyHULMMNA/ILHOTO CAy)Kalero VIcnosHNTeNbHOro KommTeTa.

3asABuTENlb MOXKET 06paTUTLCA C Xaslob01 B TOM YKC/IE B CNEAYIOWMUX CyYasnX:

1) HapylleHMe CpoKa perucrpauuy 3anpoca 3asBuUTeNs O MNpeaocTaB/ieHNN
MYHULMNANIbHON YCNyTW;

2) HapyLleHWe CpoKa NpefoCcTaB/ieHNst MyHULUMNAIbHON YCyTu;

3) TpeboBaHWe Yy 3a9BUTeNS JOKYMEHTOB, He MPefyCMOTPEHHbIX HOPMAaTUBHBIMU
NMpaBoBbIMKN akTamMn Poccuiickori Pefepaumm, HOPMaTUBHBLIMU MPABOBLIMU aKTaMu
Pecnybnunku TaTtapcTaH, NpaBoBbIMU akTamy HOBOLLELUMUHCKOrO MyHULMMNaIbHOIO
paiioHa An19 npeAocTaBneHNs MyHULMNAbHOW YCNYTW;

4) 0TKa3 B Mpveme [OKYMEHTOB, NPeAOCTaBfieHNe KOTOPbIX MpefyCMOTPEHO
HOPMAaTUBHbLIMX MPaBOBbIMM  akTamu Poccuitickon  Pefepaumn, HOPMATUMBHbLIMM
MpaBoBbIMY aKTamu Pecny6nunku TartapcTaH, NpaBoBbIMU aKTamu
HOoBOLUELLUMUHCKOrO MyHMUMMNIbHOTO painoHa Ana NpeaocTaB/ieHns MyHULMNabHOM
YCNYru, y 3a89BUTENS;

5) 0TKa3 B MPeLOCTaBEHNN MYHULMNAIbHOW YCNYTW, €C/IN OCHOBAHWNA 0TKasa He
NpeLycMOTpeHbl (PefepasibHbIMU 3aKOHAMW 1 MPUHATBIMU B COOTBETCTBMU C HUMM



MHbIMA  HOPMaTMBHbIMW  MNpPaBOBbIMKM  akTamu  Poccuiickon — defepaumu,
HOPMAaTUBHLIMX MPaBOBbIMM akTamMu Pecrnybnnku TaTapcTaH, MpaBOBbIMM aKTamu
HOBOLUELLUMUHCKOrO MyHULMNA/IbHOTO PaiioHa;

6) 3aTpeboBaHVe C 3adBUTENA MPU NPEAOCTaBMIEHUN MYHULUMNANIBHON YCyru
nnatbl, He MNPeAyCMOTPEHHON HOPMATMBHBLIMW MNPaBOBbLIMU akTamy POCCUINCKOM
defepaun, HOPMATUBHLIMW  NPaBOBbIMKA  akTamy  Pecnybnmku — TatapcTaH,
NpaBoBbIMW aKTaMn HOBOLLIELIMWUHCKOIO MYyHULMNA/IbHOTO PaioHa;

7) OTKa3 icnonkoma, [LO/HKHOCTHOIO nua icnonkoma,
MHOTO(YHKLMOHA/IBHOTO LieHTpa, PaboTHMKA MHOTMOMYHKLUVOHAIbHOIO LeHTpa B
MCNpaBeHn [OOMYLIEHHbIX OMeYyaTok M OWMO0K B BblAaHHbIX B pe3y/nbTare
NpefocTaBNeHnss  MYHULMNAIbHON  YCNyr  OOKYMeHTax /nbo  HapylleHue
YCTaHOB/IEHHOIO CPOKa TaKnX UCMpaB/eHnI;

8) HapyLleHWe cpoka WM nopsigka Bblgayn AOKYMEHTOB MO pe3ysibTaTam
npefocTaBneHNs MyHULMNaNbHOW YCNyTH;

9) npunocTaHoB/eHWE NPeLOCTaBNeHNA MyHULMMNAILHON YCYr, eCNii OCHOBaHUA
NpefoCTaBNeHns He MpefyCMOTPeHbl (efepasibHbIMK 3aKOHAMW U MPUHATBIMA B
COOTBETCTBUM C HUMWU WHBIMA HOPMAaTMBHbLIMK MPAaBOBbIMW aKTamy POCCUIACKOM
defepaumm, 3aKOHaMN M MHLIMWU HOPMAaTMBHbLIMW MPABOBbIMK aKTamu Pecnyo6imnku
TatapctaH, NpaBOBbIMM akTaMy HOBOLUELUMUHCKOIO MYHUUMNA/IBHOMO paiioHa
Pecnybnunkun TaTapcTaH.

5.1.2. )XXanoba nogaetca B MUCbMEHHON (hopme Ha OYMaXKHOM HOCUTene Win B
3NIEKTPOHHOW (hopMe B OpraH, MpPefoCTaBMSIOWNA MYHULMNATBHYO YCAYTYy Wn
PYKOBOAMTENO VICNONHNUTENBHOIO KOMUTETA.

YKanoba MoXKeT BbITb NnogaHa npv MYHOM MpUeMe 3asBUTENS, Hampas/ieHa Mo
noute, 4yepe3 MHOroO(YHKUMOHa/IbHBIA LEHTP, C UCNOMb30BaHNEM MHHDOPMALMOHHO-
TeIEKOMMYHUKAUMOHHOW CceT  "UHTepHeT", oduumanbHOro cavrta lKcnoskoma,
EanHoOro noptana rocyfapCTBEHHbIX WM MYHUUMMAbHBLIX yCayr Pecny6imku
TartapcTtaH, M6o EgUHOro noprana rocyfapCTBEHHbIX Y MYHULMNAIbHBIX YCAYT.

5.1.3. CpoK pacCMOTPEHUSA XKanobbl - B TeHEHNe NATHaAUaTV paboumx AHen co
OHA ee peructpaumun. B cnyyae obxanoBaHWA 0TKasa MICMOMHWUTENIbHOTO KOMUTETA
MYHUUMNANIbHOMO  paiioHa, [AO0/MKHOCTHOrOo nmua  VCcnosHUTeNbHOro  KOMUTETA,
MYHUUMNABHOIO Cy)Kallero ICnonHUTeNbHOrO KoMuTeTa B NpYeMe LOKYMEHTOB Y
3adBUTENA MO0 B MCMPaB/EHUN AOMYLLEHHbIX OMEeYaTok M OWWBOK WUnn B Crydae
06XKaNI0BaHNA HapyLLUEHWA YCTaHOB/IEHHOrO CpPOKa TakMX UCMPaB/IEHUIA - B TeYeHue
MATK pabounx [HeR Co AHA ee perncTpauun.

5.1.4. XKanoba fo/mKHa cogepxxaTtb Cnefyowyo NHHDopMaLmnio:

1) HavMeHOBaHWe VICMOMHUTENbHOrO KOMUTETA MYHUUMNASbHOIO paioHa,
[LO/MKHOCTHOIO Nnua VIcnonHWUTENbHOrO KOMWUTETA, MYHULUMMaIbHOMO CAyXXallero
CNONHUTENBHOrO KOMUTETA, pelleHuss n  aeictBusi (6e30eiCTBUE)  KOTOPbIX
obXanyoTcs;

2) (hamMunnio, Ums, OTYeCTBO (MocnefdHee - NPU HalU4MM), CBEAEHUSA O MecCTe
XXUTeNbCTBA 3a9BUTENA - (IM3MYECKOro nnua NMbo HaMeHoBaHWe, CBEAEHUS O MecTe
Hax0XXaeHWA 3asBUTENS - OPUANYECKOTO IMLQ, a TakKe HoMep (HOMepa) KOHTaKTHOro
TeneoHa, aapec (agpeca) 3NEKTPOHHOW MOYTbI (MPY HAIMYNK) 1 MOYTOBbLIV aapec, Mo
KOTOPbIM O/MKEH ObITb HaMpas/ieH OTBET 3aABUTENIO;



3) cBedeHMs 00 o06XanyemblX pelieHusx W aencTsmax (6e3nencTenn)
ICNONHWUTENBHOTO  KOMWUTETA MYHUUMNATIbHOMO paiioHa, [AO/HKHOCTHOro  nmua
AicNONHUTENIbHOrO  KOMUTeTa, MYHULUMNaILHOTO CnyXallero VICnosiHUTENbHOTO
KOMUTETE;

4) [oBOAbl, Ha OCHOBaHWM KOTOPbIX 3asBUTESlb HE COrfiaCeH C peLleHVeM U
aevictemem (6esgecteuem) VICMONMHUTEILHOTO KOMUTETA MYHULMMN&IBHOTO painoHa,
[O/HXKHOCTHOrO Nnuya WCNoNHUTENbHOro KOMUTeTa, MYHUUMNAIbHOrO CRyXKallero
AicnoNHUTENIbHOr0 KOMUTETA.

5.15. K anobe Moryt ObITb MNPUIOXKEHbI AOKYMEHTbI (MPY  HaIM4mK),
MOATBEPXKAAOLLME [OBOAbI 3aABMTeNs, MO0 MX Konuui. B TakoM cryyae B Kasobe
MPYBOAMTCA NepeyeHb MnpunaraeMblX K Hein JOKYMEHTOB.

5.1.6. >Kanoba noanucbiBaeTcAd MoAaBLUMM ee MnoayyartesieM MyHULMNaIbHOM
yCnyru.

5.1.7. Tlo pesynbtatam paccMOTPEHUS Xanoobl pyKoBOAUTE b
cnonHuTtensHoro kKomuteta (MU0, ero 3amellaroliee) MpUHUMaeT OAHO U3
CNeAyoLLMX PELLUEHNIA;

1) yaoBNeTBOPSET Xanoby, B TOM yncne B POpMe OTMEHbI MPUHATONO PeLLeHNs,
ncnpaeneHns AoNyLweHHbIX ICnoHUTeNbHbIM KOMUTETOM MYHULMNAILHOTO painoHa
OrMeyaToK M OLWMOOK B BblJaHHbLIX B pe3y/ibTare MNpefocTaBneHus MyHULMNaIbHOM
yCNyru oOKyMeHTax, BO3BpaTa 3aaBUTE/NI0 AEeHEXHbIX CPeACTB, B3MaHMe KOTOPbIX He
NpefyCMOTPEHO HOPMaTMBHLIMU MPaBOBbIMW  akTamy Poccuiickoin  depepauun,
HOPMaTUBHbLIMW MPaBOBbIMW aKTamMu Cy6beKToB Poccuiickoin defiepaumu, a Takxe B
NHbIX hopmax;

2) O0TKa3blBaeT B Y0B/IETBOPEHUN >Kaoobl.

He no3gHee [HA, cnefylollero 3a AHeM MPUHATUA peLleHns, YKasaHHOro B
noanyHkTe 5.1.7 HacToswero PernameHTa, 3asBUTEN0 B NMUCbMEHHON (hopme 1 no
YKeNaHWIo 3aABUTENA B 3IEKTPOHHOIN (DOpMe Hampas/seTca MOTUBMPOBaHHbIA OTBET O
pe3y/ibTatax PacCCMOTPEHMSA »Kasoobl.

5.18. B cnyyae y[oBMeTBOPeHUA >Xanobbl MOMHOCTBIO WM YaCTUYHO
pyKoBoauTenb VICMONHUTENLHOTO KOMUTETa ONpefenseT Mepbl, KOTopble [LO/IKHbI
ObITb NPUHATLI B LENAX YCTPaHEHUS HapyLLeHWA. B cny4yae ycTaHOBIEHUSA B XO4€e UK
Mo pe3y/nbTataM PacCMOTPeHUs >Xanobbl NMPU3HAKOB COCTaBa afgMWHUCTPATUBHOMO
NpPaBOHAaPYLLEHUA WX NPECTYNIEHNA pyKoBOAUTeNb ICNOMHUTEIbHOIO KOMUTETA B
COOTBETCTBUM C YacTbio 1cTatbn 11.2. PefepansHoro 3akoHa ot 27.07.2010. Ne 210-
@3, He3ameNNTe/IbHO HanpaBnseT UMEKOLLMECA MaTepuasibl B OpraHbl NPoKypaTypbl.



[MpunoxeHne Ne 1

Bnok cxema nopska npefocTaBneHnst MyHULMNANbHOW YCyrm

HauvanbHuk OTgena
KoHcynbTauuns
B ieHb ob6paleHuns

OcyuiecTtBneHne nNnomMoLmn_

C Bble3fjoM
3asBuUTENb. A

Mogaua 3anpoca o npejocTaBneHnmn

MYHULMUNANbHON yCAyrn n JOKYMEHTOB HauanbHuk OTaena

N3yyeHne JOKYMEHTOB
3 vaca

“HavyanbHUK
MpoBepka, Nnpuem u perncTpaums JOKYMeHTOB,
onpefeneHne nopsgka npefjoctaBneHna ycnyrun *r

B AeHb noja4vn 3asBneHns YcTaHOBNeHUe cpoka

npejocTaBNeHUs JOKYMEHTOB

-OcyuwectBneHne nomouin 6e3 Bblesga

HavyanbHuk OTgena

NMog6opKa HOPMATUBHBLIX aKTOB, YCTAHOBNEHUE YcTaHoBNeHUe fathl 51
faTbl NpejcTaBAeHUsA JOKYMEHTOB 1peHb
HauvanbHuk OTgena
OcmoTp nomeweHna 30 MUHYT
3ansurens MpoekTbl onuceli gen
MpeacTaBneHne NPOEKTOB JOKYMeEHTOB, onuceit P A .
nen

Pa3bsicHeHUs nopsagka
XpaHeHUs AOKYMEeHTOB

HavanbHuk OTgena
MpoBepKa LOKYMEHTOB, HanpaBneHue Ha
yTBEp>XAeHne aKCnepTHON Komwuccuei
opraHusaynmn 1aeHb HauvanbHuk OTgena
N3yyeHune coctosHnsa
LOKYMEHTOB 1paeHb

HanpaBneHHble Ha
yTBEpXXAEHNEe JOKYMEeHThbI

3asaBuTeNb YTBEpXKAE€HHbIE JOKYMEHTbI
MpejcTaBneHne yTBep>XAEHHbIX JOKYMEHTOB
Pa3bsicHeHue nopsagka
ohopmMneHna AOKYMEHTOB

HavanbHuk OTfena 3aKnouenmne HauvanbHuk OTgena
MoagroToBKa u cornacoBaHue 3akno4yeHus OpraHusaunsa metoguueckoi
1peHb nomotyu 1 vac

Pa3bsicHeHue nopsagka

MCNoNb30BaHUA JOKYMEHTOB
HavanbHuk OTgena

NognucaHve 3aKNlOYEHUA U HanpaBneHne onucen B
SMNMMK T TAY PT 1laeHb

3ak/ovyeHne HanpaBlieHHOe
BTAY PT

HauvyanbHuk OTgena
O3HakoMneHune ¢
1 N€eN0NpOn3BOACTBOM
3 yac 30 MUHYT
HavanbHuk OTfena
NHthopMupoBaHue 3aaBUTENA O pe3ynbTaTax
paccmoTpeHusa onuceih ANMK FAY PT 1 peHb

MN3BeuweHne 3aaBuTensa

-------------- » Pa3bsicHeHue nopsagka
BefeHNs fjenonponussojcrea



PucyHok 1 Oka3aHue MeTOAMYECKON NOMOLLY

PucyHok 2. [lpoBefeHne ceMrHapa



MprnoxeHune (CrnpaBo4HOE)

PeKBU3UTbI OPraHoB 1 JO/MKHOCTHBIX ML, OTBETCTBEHHbIX 3a NPEA0CTaB/IEHNE
MYHULMNaIbHON YCAYTW N0 OKa3aHUIO OPraHu3aLusM METOAUYECKON
MPaKTUYeCKOW NOMOLLM B paboTe apXMBOB 1 MO OpPraHM3aLyumn JOKYMEHTOB B
[IeNIONPOV3BO/ACTBE 1 OCYLLECTBASAOLMX KOHTPO/b €€ UCMOTHEHUS

ApPXUBHbIA 0TAeNn VCNONHUTENIbHOTO KOMUTETa
HoBOLUELLIMWHCKOr0 MyHUUMNaIbHOTO parioHa Pecny6imky TatapcTtaH

LOMKHOCTb TenedoH ANeKTPOHHbIN aapec

HadyanbHUK oTgena 2-22-75 Arhiv.Nsm@tatar.ru

cnonHUTeNbHbIA KOMUTET
HOBOLLELLIMMHCKOrO MYyHULMMNANLHOrO paitoHa Pecrny6nmku TaTapcTaH

LOMKHOCTb TenedoH ANEKTPOHHbIA aapec
PykoBoauTenb CnoNHUTENBHOIO 2-20-02 Chishma@tatar.ru
KomuTeTa
YnpasnsoLwmnin genamm 2-24-90 Mariya.Gubkina@tatar.ru

cnonHnTensHOro KommTeTa
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