[Tpunoxenue Ne 3

K IIOCTAHOBJICHHIO

IJIaBbI TOPOJICKOTO OKpyTa
bormanosuu

ot 20.08.2015 Ne 1698

Cranaapr kayecTBa NPeAOCTABICHUS MYHHUIMIIAJIbHON YCIYyTH
«AupopmannonHoe odecnedeHue rpaskIaaH, OpraHu3anuii 1 001eCcTBEHHBIX
00beIMHEeHUIT HA OCHOBE JIOKYMeHTOB ApXxuBHOro ponaa Poccuiickoii
Denepanu 1 APpyrux apXuBHBIX JOKYMEHTOB)» APXUBHBIM OTHEJIOM
aJIMMHHMCTPALIMH FOPOJCKOro okpyra bornanosu4

1. OBIIME ITOJIOXKEHU A

1.1. Pa3pabotunkom CTaHaapTa U mojiydaTejaeM CpeACTB OrKeTa TOpPOoJICKOTO
OKpyra borgaHoBn4, B KOMIETEHLUHIO KOTOPOTO BXOAMUT IPEIOCTABIICHHUE
MYHULMNAIBHON YCIYTH, peEryaupyeMbIx HacTtossmuM CraHmapToMm, SBISETCA
apXUBHBIHN 0J1€J1 AIMUHHUCTPALIMU TOPOJICKOTO OKpyra bornaHosud (nanee - ApxuB).

Hacrosimuit crannapT ycTaHaBIMBaeT TpeOOBaHUS K KAUECTBY MPEJOCTABICHHUS
MYHUITUTIATBHOW yCIyTU 10 (POPMUPOBAHUIO M COJIEPKAHUIO apXUBHBIX (DOHIOB B
Hensix  MH(popMalMOHHOro  oOecnedeHuss TIpak[JaH, OpraHu3aliii, OpraHoB
rOCYJapCTBEHHOM BJIACTU U OPTaHOB MECTHOI'O CaMOYIIPABJICHUSA apXUBHBIM OTIEIIOM
aJIMUHUCTpallUd ropojckoro okpyra bormanosuu (manee - Cranpapt). Cranpgapt
Ka4yeCTBa MPEIOCTABICHNUS] MYHULIUMITAIIBHON YCIYTH 110 OPraHU3allluK UCIIOJIb30BAHUS
apXUBHBIX JIOKYMEHTOB PaclpOCTpaHSIETCs] HAa yCIyrd B 00JacCTH apXWBHOIO Jena,
MIPEAOCTABISAEMbIE APXHUBHBIM  OTHEIOM aJIMHHHUCTPAlMM TOPOJCKOTO OKpyra
bormanoBuu, B TOM uwMciie ['OCynapCTBEHHBIM OIOKETHBIM  yUPEXKICHHEM
CeepmiioBckoit  ob6nactd  «MHOrO(yHKIIMOHAIBHBIM  LIEHTP  MPEeAOCTaBICHUS
rOCyAapCTBEHHBIX (MYHULIMITAIBHBIX YCIIYT)».

1.2. O6nacts mpumenenus CTaHaapTa: OpraHU3aIUs UCIIOIb30BAHMS apXUBHBIX
JOKYMEHTOB (TIPHEM U HCIIOJIHEHHE 3alIPOCOB COIMATBHO-TIPABOBOTO XapaKTepa).

1.3. Tepmunsl u onpeneneHus (OCHOBHBIC TTOHSITHU):

- apxXuBHbIH (GOHI - HUCTOPUYECKH CJOXKUBILIASCS M  MOCTOSIHHO
IIONIOJIHAIOIIAACS ~ COBOKYIIHOCTb ~ ApXMBHBIX  JOKYMEHTOB,  OTPa)KaroLIUX
MaTepUaJbHYyI0 M JYXOBHYIO KM3Hb OOIIECTBA, UMEIOIINX UCTOPHUYECKOE, HAyYHOE,
COLIMAJIbHOE, DKOHOMUYECKOE, ITOJIMTUYECKOE U KYJIBTYPHOE 3HAUYCHUE, SIBIAIOIIMXCS
HEOTBEMJIEMOM YacCTbIO HCTOPUKO-KYJIBTYPHOI'O Hacieaus HapoAoB Poccuiickoin
Qenepanuy, NPOXKUBAIOIIMX HA TEPPUTOPUM TOPOJICKOrO OKpyra bormaHosuy,
OTHOCAIIUXCS K MWH(GOPMAIMOHHBIM pecypcaM, MOJJIEKAIIUX [MOCTOSIHHOMY
XpaHEHUIO W SBIISIOMIMUXCS COCTaBHOM wacThio ApxuBHOro (onma Poccuiickoit
QOenepauuu;

- apXMBHBIM TOKYMEHT - MaTepUaJIbHbI HOCUTENb C 3a(DUKCUPOBAHHONW HAa HEM
uH(popmaIuen, KOTOpbId UMEET PEKBU3UTHI, TTO3BOJISIOLIUE €r0 UICHTU(PUIIMPOBATD,



U TIOJJICKUT XPAHCHHUIO B CHJIYy 3HAUYMMOCTH YKa3aHHBIX HOCUTENS W WHGOPMAIMH
JUTS Tpak/1aH, 00IecTBa U TOCYAapCTBa;

- TOKYMEHT apXUBHOTO (DOHJA - apXUBHBIN JOKYMEHT, MPOIIEAIINI KCIEPTU3Y
IIEHHOCTH JIOKYMEHTOB, MOCTABJICHHBIN Ha TOCYJAapCTBEHHBIA YUYeT W MOJICKAIIUNA
MOCTOSTHHOMY XPaHEHUIO;

- TI0JIb30BaTeNIb APXUBHBIMU JIOKYMEHTAMH - TOCYAApCTBEHHBIA OpraH, OpraH
MECTHOTO CaMOympaBiieHus JHOO OpUaWdYecKoe Wi  (U3MYEecKoe JIMIIO,
oOparraroniyecs: Ha 3aKOHHBIX OCHOBAHUAX K apPXUBHBIM JIOKYMEHTaM ISl TIOJTy4YEHUs
Y UCIOJIb30BaHUsI HE0OX0AUMON nH(OpMAIUY;

- apXMBHAasl CIpaBKa — JIOKYMEHT, COCTABJIICHHBbIA Ha OJlaHKe AJIMHUHHCTpALUU
TOpPOJICKOTO OKpyra U COJEpalluil JOKYMEHTHYI0 HHGPOPMAIMIO O MpeIMeTe
3ampoca ¢ yKa3aHUEM apXUBHBIX MU(POB U HOMEPOB JIUCTOB €AMHUI] XPaHEHUS TeX
apXMUBHBIX IOKYMEHTOB, HA OCHOBAHUH KOTOPBIX OHA COCTABJICHA;

- apXUBHAasl BBINKCKA — JJOKYMEHT, COCTaBJICHHbIA Ha OJIAaHKE aJMUHHUCTpALIUH,
JIOCJIOBHO BOCTIPOU3BOSIIIUN YacCTh TEKCTa apXHWBHOTO JOKYMEHTA, OTHOCSIIETOCS K
onpenieiecHHOMY (pakTy, COOBITHIO, JTUILY, C YKa3aHUEM apXWBHOTO IUdpa U HOMEPOB
JIMCTOB €JIMHUI] XPAHCHHUSI;

- apXUBHAas KOMHUS — JOCJIOBHO BOCHPOU3BOSAIIAS TEKCT apXUBHOTO JOKYMEHTA
KOIHUSA, C yKa3aHUEM AapXUBHOTO IMH(pa U HOMEPOB JIMCTOB EIMHUIl XPAHCHUS,
3aBEpPEHHAs B YCTAHOBJICHHOM MOPSIIKE.

WNuble TepmMuHbl W omnpeneneHus (OCHOBHBIE TIOHSTHSI) UCIOJIB3YIOTCS B
3HAUCHUAX, ycTaHOBJICHHBIX DenepanbHbiM 3akoHOM 0T 22.10.2004 roma Ne 125-03
«O0 apxuBHOM Jienie B Poccuiickoit ®denepanun.

1.4. 3akoHbl W WHBIE HOPMATHUBHBIC MPABOBBIE AKTHI, PETIAMEHTHPYIOLIUE
Ka4ueCTBO MPEIOCTABICHUS YCIYT, PEryJIUPYEMbIX HacToAmKUM CTaHIapTOM:

- Konctutynuus Poccuiickoit @enepanmu;

- ®denepanbubiii 3akoH oT 06.10.2003 N 131-®3 (pea. ot 29.06.2015) "OO6
oOlMX TMPUHLMIIAX OpraHU3allMd MECTHOIO caMoymnpaBieHuss B Poccuiickoi
®deneparuun” (¢ U3M. U J0M., BCTyM. B cuiny ¢ 11.07.2015);

- @denepanpHblil 3ak0H OT 22.10.2004 Toga Ne 125-d3 «O06 apxwBHOM Jene B
Poccuiickont @enepanumy;

- ®enepanbubiii 3akoH Poccuiickoit @eneparnuu ot 291aexadps 1994 Ne77-03
«O0 00s13aTeTEHOM PK3EMILIIPE JOKYMEHTOBY;

- @enepanpubiii 3akoH OoT 27.07.2010 Ne 210-®3 «O6 opraHu3anuu
MpPEAOCTaBICHUA TOCYIApPCTBEHHBIX M MYHUIMINAIbHBIX yciyr» («Poccuiickas
razera», 2010, 30 urons, Ne 168);

- @Oenepanbubiii 3ak0oH oT 27.07.2006 toma Neo 149-®3 «O6 wunbpopmanmu,
WH(OPMAITMOHHBIX TEXHOJIOTHUSAX M O 3aIUTe HHHOPMAITIN;

- ®enepanbubiii 3aK0H 0T 02.05.2006 roga Ne 59-D3 «O nopsiagke paccMOTpEeHUS
oOpaienuii rpaxaan Poccutickoit deneparmy,

- 3akoH Poccuiickoii @enepanmu ot 21 wmrona 1993 N 5485-1 «O
rOCy1apCTBEHHOM TalHEY;

- Vka3 IIpesunenta Poccuiickoit @eneparuu ot 31 aexadpst 1993 roma Ne 2334
«O MOMOJHUTENBHBIX TAPAHTHIX MPAB TPAXKJIaH Ha UHPOPMAITUION;

- Vxa3 [pesunenta Poccutickoit @eneparuu ot 6 mapta 1997 roga Ne 188 «O6
yrBepkaenun [lepedns cBeneHnii KOHOUIECHIIUATHEHOTO XapaKTepay;
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- Ilocranosnenue IlpaButensctBa CBepaioBckoir obmactu ot 29.10.2007
Ne 1053-1111 «O mpenocTaBieHHH Mep COLUAIBHOW MOIACPKKU MOJIH30BATENIAM
ApXWBHBIMU JOKYMEHTaMH, HAXOJSIIUMHCSI B TOCYIapCTBEHHONW COOCTBEHHOCTH
CaepmitoBckoit oostactu» («O06actHas rasera», 2007, 3 HosOps, Ne 380-381);

- PermameHT rocynapcTBEHHOro ydera JIOKYMEHTOB ApxuBHOro @Ponna
Poccuiickon Oenepanuy, 3apETrUCTPUPOBAHHBIN MuHrocTOM Poccun
Ne 1344 o1 08.07.1997;

- Ilpukaz MuHHCTEpCTBA KYJIBTYpbl U MACCOBBIX KOMMYHHKaIMK Poccurickoi
Oenepaunu, MuHHcTepcTBa  BHYTpeHHUX  Aen  Poccuiickon — Penepauuu,
denepanpHON cy)k0b1 6e3omacHocTH Poccuiickoit denepanun ot 25.07.2005 1. Neo
375/584/352 «O0 ytBepxkaenun [lonoxeHuss o Mopsiake AOCTyNa K MaTepualiaM,
XpaHAIIMMCS B TOCYJApPCTBEHHBIX APXMBAX M apXUBAX TOCYAApPCTBEHHBIX OPTraHOB
Poccuniickon @eneparnuy, NpeKpalieHHbIX YIOJOBHBIX U aJIMUHUCTPATUBHBIX J€1 B
OTHOIIEHUHW  JIUI, TMOJBEPIrIIMXCS  MOJUTUYECKUM  pErpeccusiM, a  TaKkKe
bunbTpalluoOHHO-TIpoBepouHbIX JAem» («Poccuiickas razera», 2006, 22 ceHTI0Ds,
Ne 212);

- IIpuka3 MunucrepcTBa KyJIbTypbl U MacCOBBIX KOMMYyHHUKauui Poccuiickon
®eneparmmu ot 18.01.2007 roma Ne 19 «OO6 yrtBepknenuu I[lpaBun opranuzanuu
XpaHEHUsl, KOMIUIEKTOBAHMS, y4€Ta M HCIOJIb30BaHHUS JIOKYMEHTOB APXUBHOIO
donma Poccuiickoit denmepanum U APYTHMX ~ ApXUBHBIX  JOKYMEHTOB B
rOCyJIapCTBEHHBIX apXUBax, My3esix U Oubnmotekax, opranusanusx Poccuiickoi
aKaJIeMUu HayK»;

- 3akon CaepjuioBckoit oomactu ot 25.03.2005 roga Ne 5-O3 «O6 apxuBHOM
nene B CBepUIOBCKOM 00J1acTH;

- 3akoH CBepioBckoit oomactu ot 19.11.2008 roga Ne 104-O3 «O HaneneHun
OpraHoB MECTHOTO caMOyTpaBJIeHUs MYHULIUTTATBHBIX 00pa3oBaHUi,
pPacnoJIOKEHHbIX Ha Tepputopur CBepaiIOoBCKON 00JacTH, TOCYAapCTBEHHBIMU
nosiHoMouMsiIMU CBEpAJIOBCKOM 00JacTH MO XPaHEHUI0, KOMILJIEKTOBAHUIO, YUETY U
WCIIOJB30BAaHUIO APXUBHBIX JOKYMEHTOB, OTHOCSIIMXCS K TOCYIapCTBEHHOM
cobctBeHHOCTU CBEPIOBCKON 00J1aCTY;

- ¥YcraB ropoAckoro oxpyra bormaHoBnd yTBepiKIEeH pemeHueM Jlymbl
ropoackoro okpyra bormanosuu 26.05.2005 Ne 39.

- IlocTaHoBiieHHe TJIaBel TOpoAckoro okpyra bormanoBuu ot 04.06.2012
Ne 2121 «O6 opranuzaiuu nepeBojia B dJIEKTPOHHBINA BUJ] MyHHUITUIIATBHBIX YCIYT B
rOpOACKOM OKpyre boraaHoBuu»;

- IlocTaHoBieHHE TJIaBbl TOpoAckoro okpyra bormanoBuu ot 27.09.2013
Ne 2124 «O06 yTBepKI€HUM aIMUHUCTPATUBHOTO PETJIAMEHTA IO MPEIOCTABICHUIO
apXMBHBIM  OTAEJIOM  aJMHHUCTpalMd  TOpPOJCKOro  okpyra  bormaHnoBud
MyHUIMNanbHOU ycnyru « IlpenocraBieHue o(OpPMIEHHOM B YCTaHOBJIEHHOM
MOPSIZIKE APXWBHBIX CIPABOK WJIM KOMUN apXUBHBIX JOKYMEHTOB, CBSI3aHHBIX C
COLIMAJIBHOM 3aIMTON rpakiaH, MpeayCMaTpUBaIOIIEeH UX IEHCUOHHOE 0OecTieueHue,
TaK)Ke TOJYyYeHUE JbIOT M KOMIIEHCALIMM B COOTBETCTBHM C 3aKOHOAATEIbCTBOM
Poccuiickon @enepauum»;

1.5. OcHOBHBIMHU (aKTOpaMH, BIUAIONIMMU Ha Ka4eCTBO MPEAOCTABICHUS
MYHULUNAIBHON YCITyTH, peryupyeMoi HacTosiuM CTaHIapToOM, SIBIISIFOTCS:
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- HaJMYME M COCTOSIHUE JOKYMEHTOB, B COOTBETCTBUH C KOTOPBIMHU
(bYHKIIMOHUPYET apXUBHBIN OTNIEN;

- YCIIOBHS pa3MenieHus: ApXuBa;

- CHeIHMalIbHOe TEXHMYECKOe OcHalleHue ApxuBa (000pyaOBaHHE U MPUOOPHI,
o0ecIeYnBaroIIe COXPAaHHOCTh JOKYMEHTOB, O()MCHAsI TEXHUKA U TaK Jlayee);

- YKOMIUIEKTOBAaHHOCTb CHEUAIIMCTAMHU U UX KBAJTU(UKALIUS;

- Hajnuuue HHQOpMalUMU O MOPSAKE M MpaBUaX MPEAOCTaBICHUSA YCIIYT
HACEJICHUIO;

- HaJIWYUE BHYTPEHHEH M BHEIIHEH CUCTEMBI KOHTPOJS 3a JAESITEIbHOCTBHIO
ApxuBa;

- COOTBETCTBUE CAHUTAPHO-TUTUEHUYECKUM HOpMaM M TpeOOBaHUSAM MOKAPHOM
0€3011aCHOCTH ITOMEILEHUS], B KOTOPOM PacIoyIOKEeH APXUB;

- CTENEHb YNOPSAOYEHUS JOKYMEHTOB OpraHM3allid HAa MOMEHT Iepeladd B
ApxuB;

- IOJIHOTA CBEJICHUI, U3JI0)KEHHBIX B 0OpaIleHUH B ApPXUB.

2. TPEBOBAHUA K KAYECTBY OKA3AHMA (BBIIIOJIHEHU)
MYHULUITAJIBHON YCIIYI'1

2.1. HanmeHoBaHHE yCIYTH:

- «MapopmanonHoe obecrieueHrue rpaxk/iaH, OpraHu3aluid U OOIIECTBEHHBIX
oOBeIMHEHUN Ha OCHOBE IOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit deneparnuu u
JPYTUX apXUBHBIX JTOKYMEHTOBY.

2.1.1. JIOKyMEHTBI perjJaMeHTUPYIOIINE IeITeTbHOCTh:

- @enepanbubiii 3akoH oT 06.10.2003 N 131-®3 (pen. ot 29.06.2015) "O6
oOlMX TMPUHLMIIAX OpraHU3allMd MECTHOrO caMmoympaBieHuss B Poccuiickoi
®deneparuun” (¢ U3M. U J0M., BCTyM. B cuiy ¢ 11.07.2015);

- ¥YcraB ropoackoro oxpyra borgaHoBWY yTBEpXKIEH peumieHueM J{yMbl
ropoackoro okpyra borganosnu 26.05.2005 Ne 39.

2.1.2. YcnoBus pa3MenieHus U pexuM padoThl ApXuBa:

- MECTO HAXOXJCHUS ApXUBa:

ropoa bornanosuu, CBepanoBckas o0.,

yi. CoBerckas, 3;

- TIOYTOBBIM agpec ApxuBa I HampaBieHUs KoppecnoHaeHuuu: 623530,
CepmiioBckas 001acTh, ropoa bormanosuy, yin. CoBerckas, 3;

- rpaduk paboTel ApxuBa:

nmoHeaenpHuK - maTHHa: ¢ 8.00 gacoB mo 17.00 wacoB, mepepslB Ha 00emd: C
12.00 gacos o 13.00 gacoB, cy660Ta, BOCKpECEHBE - BBIXOIHBIC JTHH;

- reniepon Apxuna (34376) 2-21-39.

- B COOTBETCTBUU C TPaPUKOM MpHeMa HACEICHUS U IOPUINYECKUX JIUI APXUB
OCYILIECTBIISIET MPUEM JBa pa3a B HeHeN0: BO BTOpHUK U yeTBepr ¢ 8.00 mo 16.00,
nepepsiB ¢ 12.00 xo 13.00;

- ApxXuB pa3MelleH B MPHUCHOCOOJICHHOM 3/IaHUM U MOMEUIEHUSX, TOCTYITHBIX
st Hacenenus. Ilomemienust oOecriedyeHbl BCEMHU CPEACTBAMU KOMMYHAJIbHO-
OBITOBOTIO OOCTYKUBAHUS U OCHAIICHBI TeNe()OHHON CBA3BIO;



- TI0 pa3MepaM U COCTOSIHUIO TIOMEUICHHs] OTBEYAIOT TPEOOBAHUSIM CaHUTAPHO-
TUTHUEHUYECKUX HOPM M TMPaBUJ, MPOTHBOIOXKAPHOW 0€30macHOCTH, 0€30MacHOCTU
TpyJda W 3allUIICHBl OT BO3ACUCTBHS (AKTOPOB, OTPUIATEIHHO BIHUSIOUIMX Ha
KayecTBO TMPEAOCTaBIsIEeMBbIX ycayr (TIOBBIIIEHHON TeMmepaTyphl BO3/AyXa,
BJIQXKHOCTH BO3/1yXa, 3allbNIEHHOCTH, 3arPA3HEHHOCTH, IITyMa, BUOpalluU U T.1.);

- Kaxzaoe pabodee MECTO CHEIHAINCTOB O000PYIOBAaHO MEPCOHATBHBIM
KOMITBIOTEPOM € BO3MOKHOCTBIO JIOCTYIA K HEOOX0IUMbIM MH(GOPMAIIMOHHBIM 0a3aM
JTAHHBIX, TIEYATAIOIIIM YCTPOMCTBAM;

- ©KEMEeCSIYHO B ApXUBE MPOBOJAUTCS CAHUTAPHBIN JICHb;

- JUIsL OKHUJAHWS TpUEMa 3asBUTEISIM OTBEIIEHbI MecTa, 00OpYJOBaHHBIC
CTYJbSIMH, CTOJAMHU JJig OOECHEYeHHs BO3MOXKHOCTH O(OpPMICHHUS JOKYMEHTOB.
MecTta 0XHIaHUS COOTBETCTBYIOT KOMGOPTHBIM YCIOBMSIM JJiS 3asBUTENCH U
ONTUMAJIbHBIM YCIOBUSM pPaOOTHl CHEIHATUCTOB B COOTBETCTBUU C CAHUTAPHBIMU
paBUJIaMU U HOPMaMH;

- KaOMHET npuema 3asBUTeNIeld 000pyI0BaH MH(POPMALIMOHHBIMU TaOJIUYKAMHU
(BBIBECKAMHU ) C YKa3aHUEM:

- HOMepa KaOuHeTa;

- (haMuIMH, UMEHH, OTYECTBA U JOJDKHOCTH CIIEIIUANINCTA, OCYIIECTBIISIFOIIETO
IPEIOCTABIEHUE MYHUIIMTIIATIBHON YCIYTH;

- BpEMEHHU IepepbIBa Ha 00€ex;

- B TIOMEUICHMHM OXHJIaHUS JUIsl 3asBUTENEH OTBEACHBI MecTa s
MH(POPMAILIMOHHBIX CTEHJIOB, Ha KOTOPBIX pa3MellaeTcs cleAyrolas o0s3aTelbHas
uHbopmaIus:

- rpaduk paboThl ApXuBa;

- (hamMums1, UMsI, OTUECTBO PYKOBOJIUTEINSA APXUBA;

- HOMep kaOuHeTa, TJie OCYIIECTBISIOTCS MPHUeM U MH(PpOPMHUpPOBaHUE TPaKIaH,
dbamunn, MMeHa, OTYECTBA U JOJDKHOCTH COTPYAHUKOB, OCYIIECTBISIOMINUX TPUEM U
MH()OPMUPOBAHKE 3asBUTEIIECH;

- azipeca o(pUIMATbHBIX CANTOB,;

- HOMepa Tenie(pOHOB, aipec ANEKTPOHHON MOUYThl ApXUBA;

- TMIEPEYCHb IOKYMEHTOB, KOTOPhIE MOTYT OBITH MPEABABICHBI 3aSBUTEISIMHU B
KayeCTBE YJOCTOBEPSIOMINX JINYHOCTB;

- MepevyeHb MPECTABIIAEMbIX 3aSBUTEISIMH JOKYMEHTOB, HEOOXOAMMBIX JIs
NOJTyYEHUS! MyHULIUTIATbHON YCIYTH;

- oOpa3elr 3aroTHEHUS 3asBJICHHS.

- TEKCThl MAaTE€pHaJIOB, pa3MeEIlaeMbIX Ha HWH(GOPMALMOHHBIX CTEHJAaX U B
Opormrropax, HamedaTaHbl yJOOHBIM i uYTeHUs wmpudToM, O€3 HCHpaBIICHUIA,
HauboJiee BayKHBIE MECTA BBIJICJICHBI IPYTUM IIPUPTOM.

2.1.3. TexHn4yeckoe OCHAILEHUE apXUBa

- ApXHB OCHaIIEH creluaibHbIM 000pYyJOBaHUEM, allllapaTypoil U MpubopamMu,
OTBEYAIOMIMMH TpeboBaHMsM Hactosmero CraHmapra, TEXHUYECKUX YCIIOBHI,
JIPYTUX HOPMATHUBHBIX JIOKYMEHTOB, U OOECMEUYMBAIOIIMMH HaJJIeKalIee KauecTBO
MPENOCTABIISIEMOM YCIIYTH;

- crHenuagbHOoe 00OpyIOBaHUE, TPUOOPHI U almaparypa MCIHOJIb3YIOTCS CTPOTO
10 HA3HAYEHUIO, COJIEPKATHCSA B TEXHUYECKU UCIIPABHOM COCTOSIHUU;



- KOJIMYE€CTBO HEOOXOAMMBIX TTOMELICHHM, pa3Mephl Iionaae 00yCIoBICHBI UX
(GYHKIIMOHATBHBIM HA3HAYCHHEM U MacIITabaMu eATeIbHOCTH ApXUBa;

- TOKYMEHTBI XPaHITCS Pa3AesIbHO C YYETOM CPOKOB UX XPAaHEHUS;

- IUIOIIAM XPAHWINIL COCTaBIISIIOT 141 KB. M.;

- KOJIMYECTBO CIY)KEOHBIX TOMEIICHWHA 3aBUCHUT OT 4YHCIA IITaTHBIX
COTPYIHUKOB U BBIMOJTHSAEMbIX UMH (DYHKITUH;

- IpUEeM TIOCETHUTENIe OCYIIECTBISIETCS B KaOMHETE, COOTBETCTBYIOIIEM BCEM
TpeOOBaHMSIM K TMpUEeMy MoOceTuTenei. Psgom ¢ kabuHeToM 000pYIOBaH YroJOK
MOCETUTENII, B KOTOPOM YCTaHOBJIEHBI CTOJI M  CTylbs. Bcsg HeoOxonumas
crpaBouHas UH(OpMaIMs ISl MOCeTUTENEeH pa3MelieHa Ha CTeH 1ax;

- B ApxuBe NPUHATHI BCE MEPHI MO OO0ECIEYEHUIO OE30MaCHOCTH TpaxKaaH U
NepcoHana, 3aluThl pecypcoB. [loMelenus 000py10BaHbl CUCTEMAaMU TOXAPHOU U
MHOUM O€30MacHOCTH M 3alUThl, JAKOHUYHBIMH U TOHITHBIMHU ISl TIOCETUTENEH
HAJNUCSAMU U YKa3aTeIsIMU O NEPEIBHXKEHHUH JIIOJIE BHYTPH 3[aHUS U Ha3HAUCHHH
TTOMEIICHUI;

- paboume MecTa Il NPOU3BOJCTBEHHBIX LI€JEd  pa3MelleHbl B
NPUCIOCOOJICHHBIX ~ TOMELIEHUSAX, OO0ECHEeYeHbl  3allUTHBIMH  CpPEACTBAMU
AKCILTyaTalli, OTBEYAIOT TPEOOBAaHUSAM CAHUTAPHO-3MUJIEMUOJIOTHYECKUX MPaBUI,
HOpMaM OXpaHbl TpyJa M TeXHUKU Oe3zomacHocTH. Kaxknoe momenieHue apxuBa
OCHalIEeHO  TEXHOJIOTWUYECKUM  O00OpyJdOBaHHEM,  MeOENpl0,  OTBEYAIOUINX
TpeOOBaHUSIM HOPMATUBHBIX JOKYMEHTOB U 0O€CHEUYMBAIOIIMX HaJUIeXkallee
Ka4ueCTBO MPEIOCTABISIEMON APXMBOM MYHULIMTIATBHOMN YCIIYTH;

- 000pyI0BaHUE UCIIOJIb3YETCS 110 Ha3HAUEHUIO B COOTBETCTBUU C TEXHUYECKOM
JNOKyMEHTalUeH, COJIEPKHUTCSI B  HUCIHPAaBHOM  COCTOSIHMHM, CHCTEMATHYECKH
IIPOBEpSETCS;

- HEWCIpPAaBHOE CleUUalbHOE O0OpyJOBaHWE, Jampliee npu  padore
COMHUTEJIbHBIE PE3YIbTaThl, 3AMEHAETCS WJIM PEMOHTUPYETCS (€CIM OHO MOJJIEKHUT
PEMOHTY);

- apXMB OCHAILIEH CIEAYIOIMMH TEXHUYECKUMHU CPEACTBAMMU:
000pyAO0BaHUEM JJIsl KOIMPOBAHUSA TOKYMEHTOB;
000pyI0BaHUEM JIJIsl OPTaHU3ALMHU TpoLiecca 00CITy)KUBaHUSI IOCETUTENEH;
CPEIICTBAMM CBSI3H;

OpPTTEXHUKOW;
CpelICTBAaMH aBTOMATHU3allMU apXHUBHBIX MPOLECCOB.

2.1.4. YKOMIUIEKTOBAaHHOCTh apXHBa KaapamMH U UX KBATU(PUKALIUS

- ApXUB YKOMIUIEKTOBaH HEOOXOJMMBIM YHUCJIOM CHCIHAINCTOB B
COOTBETCTBHHU C YTBEP)KJICHHBIM IITATHBIM PACIIUCAHUEM;

- KaXIbId  CHEelUaJIMCT HMEET  COOTBETCTBYIOIIEe  OOpa3oBaHUE,
KBaJu(dUKaIN, TpoPecCHoHaIbHYI0 MOJATOTOBKY, 00JaJaeT 3HAHUSMHU U OIBITOM,
HEOOXOJIMMBIMM  JIJII  BBITIOJTHEHUS BO3JIOKCHHBIX Ha HEro O0O0sS3aHHOCTEH.
[Tonnepxanue KBalu(PUKAIMKU CICIIUATUCTOB Ha BBICOKOM YPOBHE OOECIICUMBACTCS
nepuoANYecKoi ydueOol Ha Kypcax MOBBIIICHUS KBaIM(UKAIMKU 3a CUYET CPENICTB
MECTHOTO OFOJ[)KETa UJIM UHBIMU JeHCTBEHHBIMU CITIOCOOAMU;

- Y CHEIUAIUCTOB KaXJAOW KaTeropuu €CTh JOJKHOCTHBIE HWHCTPYKIIHH,
YCTaHABJIMBAIOIINE UX O0SA3aHHOCTH U MPaBa;



- HapsAy C COOTBETCTBYIONIECH KBaMM(pUKANMEH U MPOGECCHOHATU3MOM BCE
COTPYIHHKH  O0NaNal0T  MOPAJIbHO-ITHUYECKUMHU  KAadeCTBAMH,  YyBCTBOM
OTBETCTBEHHOCTH,

- MpU OKa3aHWUU MYHUIUTIAJIBHOW YCIyru pPaOOTHHKU ApXHWBa TPOSBISIIOT K
HACEJICHUIO0 MaKCUMATBHYIO BEKJIMBOCTh, BHUMAaHHE, TEPIICHNUE.

2.1.5. TpeboBaHUs K TEXHOJIOTUU OKA3aHUS YCIYTH:

2.1.5.1. HcuepnwiBaromuii TepeyeHb JOKYMEHTOB, HEOOXOIUMBIX B
COOTBETCTBHM C 3aKOHOJATENBHBIMU WJIM WHBIMH HOPMATHUBHO-IIPABOBBIMH AKTAMHU
JUISL IPEAOCTABIEHUS MYHHIIUIIAJIbHON YCIIYTH:

- OCHOBAaHMEM i1 TNPEAOCTABICHUS MYHULMNAIBHON YCIYyTd SIBISIETCSA
MACbMEHHBIN 3alIPOC MOJIB30BATENS, & TAKKE 3aIPOC, MOCTYIUBIIHMI N0 JIEKTPOHHOM
noure. B 3anpoce nonap30BaTenb yKa3bIBaeT:

HAaUMEHOBAHHUE IOPUIMYECKOrO JMIa Ha OJIaHKe OpraHu3aluu; IS TpaxaaH —
dbamuus, UMs U OTYECTBO;

MOYTOBBIN W/WIIH 3JIEKTPOHHBIN aJpecC MOJIb30BATENS;

MHTEPECYIOIINE M0JIb30BATENS TEMA, BOIPOC, COOBITHE, (DAKT, CBEACHUS U
XPOHOJIOTMYECKUE PAMKH 3alpalinBaeMoi HH(opmaluu;

dopma ToOJydeHHs] TOJIb30BaTelieM HH(POpMAlMHU (apXUBHAs CIpPaBKa, apXUBHas
BBINKCKA; apXUBHBIC KOIIUH);

JIMYHAas MOAIUCH TPaXKJaHWHA WU MTOAIUCH JOJKHOCTHOTO JIMIIA;

JlaTa OTIPaBJICHUS.

- 1. UCTpeOOBaHUs CBEJICHUMN, COEpPKAIIUX MEPCOHATBHBIE TaHHBIE O TPETHUX
JUIAX,  JOMNOJHUTEIBbHO  NPEACTABISIIOTCA  JOKYMEHTHI,  MOATBEPKIAIOIINE
ITOJTHOMOYHSI TOJIB30BATENSA, IPEAYCMOTPEHHBIE 3aKOHOIATENBCTBOM Poccuiickon
denepanum.

- 3ampeliaerca TpeOoBaTh OT 3asBUTENS MYHULMIAIBHON  yCIyTH
MPEACTaBIATh JOKYMEHTBI U HH(POPMAIUIO, KOTOPHIE HAXOASTCS B PACIIOPSIKEHUH
OpPTaHOB, MPEAOCTABISAIOIINX I'OCYTAPCTBEHHBIE U MYHULIUITAIBHBIE YCIYTH, HHBIX
rOCYIapCTBEHHBIX M MYHUILIMITAJIbHBIX OPraHOB U OPraHu3alui, B COOTBETCTBUU C
HOPMAaTUBHBIMU NpaBOBbIMU akTamu Poccuiickoii denepaunn, HOPMaTUBHBIMU
MpaBOBBIMM  akTamMu CcyObekToB Poccuiickoit denepanvu, MyHHUIMTAIbHBIMU
MIPABOBBIMH AKTaMH;

- JaHHBIM TEPEYEHb SIBJISIETCS HWCUYEPNBIBAIOIINM M  IPEAIonaraet
MEXBEJIOMCTBEHHOE HH(pOpMalMoHHOEe B3auMmojneicTBue ¢ ['ocymapcTBeHHBIM
Oro/mKeTHBIM  yupexnenueMm CBepIioBcKoil obOnactu  «MHOTroQyHKIIMOHATBHBIN
LEHTP MPEJOCTABICHUS TOCYIAPCTBEHHBIX (MYHUIIUNAIBHBIX YCIYT)».

2.1.5.2. VicuepnpiBarouuii nepeueHb OCHOBAHUM JJIs IPUOCTAHOBIICHUS
WJIM OTKa3a B MPENOCTABIEHUHA MYHHUIIMNIATBHON YCIIYTH:

- MYHHIIMTIAJIbHAS YCIyTa HE MPEIOCTABISIETCS B CICAYIOIINX CIydasX:
€CJIM 3aMpOChl MOJIb30BATEIIEH HE COAEPKAaT HAMMEHOBAHUS FOPUANYECKOTO
auna (IS rpaxaaHuHa — (aMuIMK, UMEHHU, OTYECTBA), MOYTOBOTO ajpeca W/WiH
3JIEKTPOHHOTO a/ipeca MojIb30BaTellsl, OTBET Ha OOpalleHle He JaeTCs;
€CJI B 3allpoce MOJIb30BaTENs OTCYTCTBYIOT HEOOXOAUMBIE CBEACHUS TS
MPOBEICHUSI IOMCKOBOW PabOTHI;



€ClIi 3ampoc TMOJIb30BaTesl HE MOAJACTCS MPOYTEHHIO, OTBET Ha
oOpailleHue He Jaercs, 0 YeM cooOmaercss TrpakKIaHUHY, HANpaBUBIIEMY
oOpartenue, eciu ero haMuIns U aapec MOAMAI0TCS IPOUTEHUIO;

€CJIM OTBET IO CYIIECTBY MOCTABJIEHHOI'O B HEM BOIIPOCA HE MOXKET ObITh

naH 0e3 pasrjalieHus] CBEJEHUM, COCTABJISIIONIMX TOCYIapCTBEHHYIO WM HHYIO
oxpaHsieMyto (denepaibHbIM 3aKOHOM TaiiHy. [lonb3oBatento coobiiaercs o
HEBO3MOKHOCTH JIaTh OTBET IO CYIIECTBY MOCTaBJIEHHOTO B HEM BOIIPOCa B CBS3H
C HEJOIMYyCTUMOCTBIO pa3rjalleHusl YKa3aHHBIX CBeJICHHUI. YKazaHHas uHopMaius
MOJKET OBITh MPEOCTaBICHA TOJBKO MPU HATWYHUH Y MOJIH30BATENs JOKYMEHTAIbHO
MOJITBEPKJICHHBIX MPaB Ha TOJY4YEHHE CBEACHUM, COAEPIKAIIUX TOCYIapCTBEHHYIO
TallHy W/WIH KOHPUACHITNATBHYI0 HHPOPMAIIHIO;

€CJIM B HEM COJIEPIKUTCS BOMPOC, HA KOTOPBIN MOJIH30BATEIIO paHee

MHOTOKpPAaTHO JaBaJIUCh IHUCbMEHHBIE OTBETHI IO CYIIECTBY, U IpPU 3TOM HE
IPUBOJATCS HOBBIE JIOBOJBI U OOCTOSTENbCTBA. [J1aBa ropoJICKOro OKpyra Wiu
PYKOBOJUTEIb ammapara aAMUHUCTpAIMU TOPOACKOro OKpyra borjaHoBuu Bopase
IPUHATH pElIeHHE O OE30CHOBATENIBHOCTH OYEPETHOTO 3ampoca U IMPEKPALEHUIO
NEpenucKu 1O  JaHHOMY  Bompocy. O JaHHOM pEeUIeHUHM YBEIOMIIETCS
M0JIb30BAaTENb, HAITPABUBIIHMIA 00OpaIICHUE;

€CJIM B HEM COJIEPKaTCsl HELICH3YPHBIE JINOO OCKOPOUTENBHBIE BRIPAKECHMUS,

yIPO3bl KU3HHU, 37JOPOBBI0 U UMYIIECTBY IOJDKHOCTHOTO JIMIIA, @ TAKXKE YJICHOB €ro
cembd. JIODKHOCTHOE JIMIIO BIPaBE OCTaBUTH 3ampoc ©Oe3 OTBeTa Mo CyTH
MIOCTABJICHHBIX B HEM BOIIPOCOB U COOOIIUTH MOJIb30BATEII0, HAIIPABUBIIEMY €T0, O
HEJO0MYCTUMOCTH 3JI0YIIOTPEOICHUS TPABOM.

OTCYTCTBHE Yy IIOJIb30BATEsl JIOKYMEHTOB, MOJITBEPKJIAIOLIUX €r0 MOJIHOMOYUS
BBICTYIIaTh OT UMEHH TPETHUX JIUILI.

2.1.5.3. [lopsinok, pa3Mep U OCHOBaHHE B3UMaHUS TOCYJaPCTBEHHOMN MOIUTHHEI
WJIM MHOM TIJIaThl, B3UMAEMOM 32 MPEIOCTABICHNE MYHULIUITAIIBHOW YCIYTH:

- TOCy/IapCTBEHHAs MOIUIMHA 32 IPEOCTaBIICHUE MYHUIIUTIAIBHON YCIIyTH
HE B3UMAaeTCsl.

- apXUBHBII OTHEN OCYIIECTBIIACT MPEIOCTABICHUE MYHUIIUTIAIBHON YCIyTH
o
UCTIOJTHEHHUIO BCEX 3aMpPOCOB OECILIATHO.

2.1.5.4. MakcuManbeHbIM CPOK OXHUJAHUS B OYepeau TMpHU IojJade 3ampoca o
IOPEJOCTABIIEHUH MYHHUIMIAIBHOM YCIAYrM W TMpU [OJYYEHUU pe3ysbTara
IPEIOCTABIICHUS! MyHULIMIIATBHON YCIYTH HE TOJIKEH MPEBbIaTh 15 MUHYT

2.1.5.5. Vnble TpeOGoBaHUs, B TOM YHCII€ YUUTHIBAIOIINE OCOOCHHOCTH
IPEIOCTABICHUS! MYHULIMTIATBHON YCIYTH B 3JIEKTPOHHOH (opme:

- obecrieueHHE BO3MOXXHOCTH  TOJIyUYEHHUs 3asBUTEIEM  MYHUIUIAIbHON
ycIyrd, WHPOPMAIMd O TPEJOCTAaBIIEMON  MyHUIMIAIBHON  yciyre Ha
opummansHOM caiiTe TOpPOACKOTO OKpyra bormaHoBnd, Ha eIWHOM TIOpTalie
rOCyJIapCTBEeHHBIX W MYHUIMNAIBHBIX ycayr, B ['ocymapcTBEeHHOM OOIKETHOM
yupexaeHun  CBepmiioBckoil  obsmacth  «MHOTrOQYHKIMOHAIBHBIA  IIEHTP
MIPEIOCTABICHUS TOCYJaPCTBEHHBIX (MYHUIIUTIATBHBIX YCIIYT)»;

- obecrieyeHne MPEIOCTABICHUS 3asBUTENIO COOOIICHHMS, MOATBEPIKIAIOIIETO
MOCTYIUICHHUSI 3allpoca B apXHWBHBIA OTIEN, TIPU HANPABICHUM 3asSBUTEIIEM 3ampoca
B (hopme 37eKTPOHHOTO COOOIICHHS.



2.1.5.6. [TocnenoBaTenbHOCTD NENUCTBUI npu IPEI0CTaBICHUN
MYHULIMNAIBHOMN YCIIyTH:

- TNPUEM M PETUCTPALMs 3aIpOCOB IMOJIb30BATENICH, PACCMOTPEHUE MX
HaYaJIbHUKOM apXMBHOI'O OT/IEJIa ¥ Niepeiadya Ha UCIIOJIHEHHUE:

OCHOBAHHEM I Hadajla JEMCTBUM 1O MPEIOCTABICHUIO MyHUIIMIIAIbHON

YCIIYTH SIBJISIETCS] TOCTYIUJICHUE 3aIlpoca MojIb30BaTeNsl B apXUBHBINA OT/IEIL;
MOCTYNUBIIME B ApPXMBHBIM OTAEN MUCbMEHHBIE 3alpOChl  IOJIb30BATENIEH
PETHCTPUPYIOTCS B JIEHb NOJIYYEHHS C 3aHECEHHUEM HH(POpPMALUH B KYpPHAJbI
perucTpanuu 3anpocos;

IpU MNOCTYIUICHUH B apXWBHBIA OTAEN IO 3JIEKTPOHHOM MOYTE, B TOM YHCIIE W3
[ocynmapctBennoro  OromkerHoro  yupexaeHus — CBepanmoBckoil — oGmactu
«MHOTOQYHKITMOHAIbHBIN HEHTP MPEeI0CTaBICHUS roCyapCTBEHHBIX
(MyHULIMITAJIBHBIX YCIIYT)», 3aIllpoC pacrledarbiBaeTcsd Ha OyMa>KHOM HOCHTENEC U B
JanbHeieM padoTa ¢ HUM BEJIETCA B YCTAaHOBJICHHOM TMOPSIAKE.

- AHanu3 3apOCOB MOJIb30BATEIICH:

JOJDKHOCTHOE JIMII0, OTBETCTBEHHOE 32 MCIIOJHEHHUE 3aIpoca OCYIIECTBIIET AHAIIN3
TEMaTUKU MOCTYNHUBIIUX 3alpOCOB C HCIOJIb30BAHMEM HUMEIOIIUXCS B apXHUBHOM
OTIEJ€ OMUCEl W HAay4YHO-CIIPABOYHBIX MAaTEpPHUAJOB, COJEPKAIIMX CBEIECHUS O
MECTax XpaHEHHs apXUBHBIX JOKYMEHTOB, HEOOXOIUMBIX JJIsl UICIIOJIHEHHUS 3alIPOCOB
ITOJIb30BATEIICH.

[Ipu sTOM Onmpenensiercs:

1) mpaBOMOYHOCTH TMOJYYEHUS TMOJIH30BATENIEM 3allpaliiBacMoi HHGOpMAIUH
C y4eTOM OrpaHMYECHM Ha  NPEIOCTaBICHUE  CBEACHMM,  COJEpIKAIIMX
rOCyJapCTBEHHYIO TallHy U CBEJIEHUS KOH(PUICHIIMAIBHOTO XapaKTepa;

2) creneHb MOJHOTHI CBEJACHUM, cOlEp)Kaluxcs B 3allpoce MOJIb30BaTels,
HEO0OXOMMBIX JIJISI €r0 MPOBEACHUS TOUCKOBOM PabOTHI;

3) MECTOHAXO0XJACHUE AapPXUBHBIX JOKYMEHTOB, HEOOXOIUMBIX JIJIst
VICITOJIHEHHUSI 3a1pOCa;

4) anpeca KOHKPETHBIX OPraHOB M OpraHu3alMil, KyJa Mo MPUHAIJIEKHOCTH
CJIelyeT HalpaBUTh Ha UCIIOJHEHHUE 3aMpPOC MOJIb30BaTEIs.

- B ciiyyae oTCyTCTBHS B 3ampoce MOJIb30BaTeNsl JOCTATOYHBIX JIaHHBIX IS
MOKCKa 3alpalmBacMoil nHGOpMauu B apXMBHOM OTJENE, HEYETKO, HENPaBUIBHO
c(OpPMYIMPOBAHHOIO 3alpoca, ApPXUBHBIA OTAEN MMCbMEHHO WM MO TelaedoHy
3ampamiMBaeT aBToOpa 3ampoca 00 YTOYHEHMM M JOMOJHEHUH  3ampoca
HEOOXOJMMBIMU JIJII €Tr0 HCIOJIHEHUs cBeAeHUsIMU. CpOK HUCIOJHEHUS JaHHOU
aIMUHUCTPATUBHOU MPOLIEAYPHI — 7 THEH.

2.1.5.7. HampaBnenue oOpamieHuii (3ampocoB)  apXWBHBIM OTJAEJIOM Ha
WCIIOJIHEHWE TI0 TPUHAJICKHOCTH ¥ HMHPOPMUPOBAHUE TOJB30BaTENed O
pe3yabpTarax
pPacCMOTpEHUsI WX OOpalieHuit (3ampocoB):

- 0O HWTOraM aHaJih3a TEMAaTHUKHU TMOCTYIHUBIIErO 3ampoca 3asiBUTENS U
BBISIBJICHUSI MECTa HaXOXIACHUS HEOOXOAUMBIX ISl €ro HCIOJIHEHHUS apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX, MYHHUIUMNAJIbHBIX apxuBax CBepaJIOBCKOM
00J1aCTH, APYTUX OpraHU3alUIX, TOJKHOCTHOE JIMIIO, OTBETCTBEHHOE 33 UCIIOJHEHUE
3anpoca, FOTOBUT MPOEKT COMPOBOAMTENILHOIO MUChbMa O HAaNpaBJICHUH 3ampoca Ha
WCITOJIHEHHE 10 IPUHAIIEKHOCTH;



- B Clydae ecCJM 3ampoc 3asBUTENS TpeOyeT HCIOJHEHUS HECKOJIbKUMHU
OpraHu3alysIMHU, JOJDKHOCTHOE JIMIIO, OTBETCTBEHHOE 3a WCIOJHEHHE 3arpoca,
TOTOBUT MPOEKTHI CONMPOBOJAUTEILHBIX MHCEM O HAMPABJICHUU B COOTBETCTBYIOIIUE
OpraHu3aliy KOIHH 3a1poca;

- OJIHOBPEMEHHO JOJDKHOCTHOE JIMLIO, OTBETCTBEHHOE 3a UCIIOJIHEHHUE 3ampoca,
TOTOBUT IIPOEKT MUCHbMEHHOTO YBEAOMIICHHS 3asBUTEIIIO O HAIIPABICHUH €T0 3aIpoca
Ha MCIOJIHEHUE MO MPUHAJIEKHOCTH B FOCYJIapCTBEHHBIN, MyHULIUIAIbHBINA apXUB
CBepI0BCKO# 001aCTH, IpyTryue OpraHbl U OpraHu3alim;

- B Cily4ae HEOOXOJAMMOCTH AapXMBHBIM OTIET MOXET 3alpaiinBaTh Yy
OpraHM3alUKi-UCTIONHUTEIIEH 3alPOCOB KOMTMU OTBETOB O PE3YJIbTATaX PACCMOTPEHUS
3ampoca 3asBUTENS.

2.1.5.8. TloaroroBka OTBETa 3asBUTEII0 M OTIpaBKa apXWUBHBIX CIIPaBOK,
ApPXHUBHBIX BBIMUCOK U APXUBHBIX KOTUM:

- “HQOPMAITUS TI0 3alPOCY B MMCbMEHHOM BHJIEC MPEAOCTABIIICTCS 3aIBUTEIIO B
CPOKH, YCTAaHOBJICHHBIE JICUCTBYIOIIUM 3aKOHOAATEIbCTBOM Poccuiickoint deneparuum
(30 xaJleHTapHBIX JHEH CO JIHS PETUCTPAIlMU 3aIlipoca);

- B Clly4yae MpOJUJIEHUS] CpOKa UCIIOIHEHUS 3arpoca ApxuB 00g3aH yBEAOMUTD
00 ATOM 3asIBUTEIIS,

- IPU HAJUYUU 3alpaliMiBaeMbIX JOKYMEHTOB JOJIKHOCTHOE JIUIIO apXUBHOIO
OTJZieJIa TOTOBUT OTBET 3aBUTEIIO B BUJIC APXUBHBIX CIIPABOK, APXUBHBIX BBIHCOK U
apXHUBHBIX KOMH;

- TEKCT B ApXUBHOW CIIPaBKE JAETCA B XPOHOJIOTHUECKOMN MOCIEA0BATEIbHOCTH
COOBITHH C yKa3aHHEM BUJIOB apXUBHBIX JOKYMEHTOB U UX JaT. B apXxuBHO cnipaBke
JIOITyCKAETCs] UUTUPOBAHUE APXUBHBIX JOKYMEHTOB;

- HECOBIIAJICHUE OT/AEIIbHBIX JTAHHBIX aPXUBHBIX JOKYMEHTOB CO CBEJICHHSIMHU,
W3JIOKEHHBIMU B 3alpoce, HE SIBISETCS MPENSTCTBUEM JUIsl BKJIIOYEHUS HX B
apXMBHYIO CIIPaBKYy MpPHU YCJIOBUHU, €CJIM COBIAJCHUE BCEX OCTAJIbHBIX CBEICHUHN HE
BBI3BIBAET COMHEHUI B TOXIECTBEHHOCTH JIMIIA WK ()aKTOB, O KOTOPBIX TOBOPUTCS B
apXMUBHBIX IOKYMEHTaX. B apXuBHO cripaBKe 3TH JaHHBIE BOCITPOU3BOJIATCS TaK, KakK
OHM M3JI0)KEHbl B apPXUBHBIX JIOKYMEHTaX, a pPacCXOXKJEHMs, HECOBMAJCHUS U
HETOYHBIC HA3BaHUSI, OTCYTCTBUE UMEHH, OTUECTBA, MHUILIMAJIOB WJIM HAJTUYHE OJTHOTO
U3 HUX OTOBAapHBAIOTCA B TEKCTE CIpaBKH B ckoOkax («Tak B mokymeHTe», «Tak B
TEKCTE OpUTHHAJIAY);

- B IPUMEUAHUAX MO0 TEKCTY apXUBHOM CIPABKH OTOBAPUBAIOTCS HEPA30OPUHUBO
HaIllMCaHHbIE, WUCIPABICHHBIE ABTOPOM, HE MOJJAIONIMECS MPOUYTECHHUIO BCIEIACTBHE
MOBPEXIEHUA TeKcTa opuruHana Mmecrta («Tak B TekcTre opuruHana», «B Tekcre
HEpa300pUUBOY);

- B TEKCTE€ apXUBHOW CIPAaBKU HE JOMYCKAIOTCS WM3MEHEHHs, HCIpPaBJICHUS,
KOMMEHTapUH, COOCTBEHHBIC BBIBOJbI HMCIIOJHUTENS IO COAEPKAHUIO apXUBHBIX
JIOKYMEHTOB, Ha OCHOBaHUHU KOTOPBIX COCTaBJICHA apXUBHAs CIIPABKa;

- TIOCJIE TEKCTa apXMBHOMW CIPAaBKU MPUBOASATCS apXUBHBIC MHUGPHI U HOMEpPA
JUCTOB  €IMHMI] XpAaHEHUS AapXUBHBIX JOKYMEHTOB, TI€YaTHbIE HW3JIaHUS,
VCIIOJIB30BABIINECS I COCTABJICHHUS apXUBHOW CIpaBKU. B Tekcre apXuBHOU
CIIPaBKHU JIOMYCKAETCsl MIPOCTABJIECHNE apXUBHBIX MIKU(POB U HOMEPA JIMCTOB €UHUII
XPaHEHHs ApXUBHBIX JOKYMEHTOB Cpa3y MOCIE U3JI0KEHUS KaXI0T0 (DakTa COOBITHS;



- B apXUMBHOH cmpaBke, 00bE€M KOTOpPOM NPEBBIIAET OIUH JIHUCT, JHUCTHI
IIPOIIMBAIOTCS, HyMEPYIOTCS U 3aBEPSETCS N1E€YaThIO;

- apXUBHAas CHOpaBKa IMOANMCHIBAETCS PYKOBOJIWTENIEM ammapara u
Ha4yaJbHUKOM apXMBHOI'O OTIENa aJIMHUHUCTPALMU rOPOJCKOro okpyra bormanosuy,
3aBepsETCs MEYaThIO, HAa CIIPABKE IPOCTABIIIETCS HOMED U aTa COCTaBJICHUS,

- B apXMBHOW BBINMCKE HA3BAHHWE apXMBHOI'O JOKYMEHTa, €0 HOMEp M Jara
BOCIIPOU3BOJATCS TIOJMHOCTBIO. V3BIEUYEHMS M3 TEKCTOB APXUBHBIX JOKYMEHTOB
IPEJCTaBISIIOT COOOM MCUepIbIBAOIME JaHHbIE MO 3amnpocy. Hauano u koHen
KOKJIOTO MW3BICYCHUS, a TaKKE IPOINYCKH B TEKCTE APXUBHOIO JOKYMEHTa
OTJEJIbHBIX CJI0B 0003HAYAIOTCSI MHOTOTOUHEM;

- B IIPUMEYaHUAX K TEKCTY ApPXUBHOM BBIIIMCKH JIEJAIOTCSI COOTBETCTBYIOIINE
OTOBOPKHU O YacCTAX TEKCTa OpUTMHANa, HEPA30OpPUMBO HAMCAHHBIX, UCIPABICHHBIX
aBTOPOM, HE MOJJAOIINXCS MPOYTEHUIO BCIEACTBUE ITOBPEKIACHUS TEKCTAa U T...
OTtaenbHBIE CIIOBA W BBIPAXKEHHS OpPHUIMHAJA, BBI3BIBAIOLIIME COMHEHHS B HX
TOYHOCTH, OTOBAPUBAIOTCA CIIOBAMU « Tak B TEKCTE OpuruHana», « Tak B JOKyMEHTE».
[locne TexcTa apXMBHOW BBIMUCKU YKa3bIBAIOTCS apXUBHBIM (P U HOMEPA JIUCTOB
€IUHULBI XPAHEHUSI ADXUBHOIO IOKYMEHTA;

- AayTEHTHYHOCTh  BBIJAHHBIX IO  3alpocaM  apXUBHBIX  BBIIUCOK
YAOCTOBEPSETCA IOANUCHI0  HAYaJIbHUKOM apXUBHOIO OTHENa aJIMUHUCTpaLUu
TOpPOZCKOro OKpyra borganosny u nevarslo;

- Ha 00OpOTE KaXJIOro JIMCTa ApXMBHOM KOMHMH IPOCTABISIOTCA ApPXHBHBIC
mu@pbl 1 HOMEpa JHMCTOB €IMHUIl XpPaHEHHUsS apXUBHOTO JOKyMeHTa. Bce mucThbl
ApXWBHOM KOIIMM CKPEIUIAIOTCA. ApXHMBHas KOIHsA 3aBEPSAETCS HAYaJIbHUKOM
apXMBHOT'O OT/EJIA AIMUHUCTPALMUA I'OPOJACKOr0 OKpyra borngaHoBud U 1eyarslo;

- K AapXMBHOM KOIHMM COCTABJISAETCA  CONPOBOIAUTEIBHOE  IIMCHMO,
MOANMCHIBAETCSI PYKOBOAMUTENEM allapara aJIMUHUCTPALMA TOPOJICKOTO OKpyra
bornaHoBHY M HAYAIIBHUKOM apXMWBHOT'O OTAENA aAMUHUACTPALIMHA TOPOJCKOTO OKpyra
borpmanosuuy,

- NpU OTCYTCTBUU JOKYMEHTOB, HEOOXOJIMMBIX JIsI MCIIOJIHEHUS 3ampoca, B
teueHue 30 nHeW cocTaBiisIeTCs OTPULATENbHBIM OTBET Ha OJIaHKE aJIMUHUCTPALUH,
MOATBEPKAAIOIINN HEMOJHOTY COCTaBa APXMBHBIX JOKYMEHTOB IO TEME 3aIpoca.
[Tpu HEOOXOIMMOCTH OTBET 3aBepsIeTCA MEeYaThi0 aIMUHUCTPALINY;

- apXMBHAas CIIPaBKa, apXUBHAsl BBIIIUCKA U apXHUBHAs KOIHs B CIIy4ae JINYHOIO
oOpallleHus] TpakJaHMHAa WM €ro JIOBEPEHHOT'O JIMLA BBIJAIOTCS €My O] POCIHCH
IIPU  NPENBABICHUM [ACIIOPTa WM HHOTO  YJIOCTOBEPAIOLIErO  JOKYMEHTA,
JIOBEPEHHOMY JIMIly - TpU TMPEAbABIECHUU JOBEPEHHOCTH, OQGOPMICHHON B
YCTaHOBJIEHHOM mnopsake. Ilomydyarens apXuBHOM CHpPaBKW, apXUBHOM KOIWH WIIA
aApXMBHOM BBIIIUCKU PACIHCBIBACTCS B KYyPHAJIE PETUCTPALUM COLMATIBHO-IIPABOBBIX
3alpOCOB, YKA3bIBasl ATy UX MOJIYYEHUS;

- apXMBHas CHpPABKA, apXWBHAas KONWsS, apXWBHAs BBIMMCKA BBICBUIAIOTCS IO
MIOYTE NPOCTHIM MHUCHMOM,;

- 3agBUTENSIM TapaHTUPYETCs OOCITYXMBAaHHE M TMOJIYYEHUE OTBETOB IIO
3ampallrBacMbIM CBEICHUSAM Ha FOCYyAapCTBEHHOM s3blke Poccuiickon ®denepanumu.

2.1.5.9. MyHununanbHasi yciayra CYMTaeTcs NpPelOCTaBICHHOM, eciu
noTpeOUTENIO MYHULIMTIAIBHON yCIIyTH BbIJIaHA 3anpaluBaeMas



JOKYMEHTUPOBaHHAs MWHoOpManusi HIM JaH MOTHBHPOBAHHBIA OTBET 00 ee
OTCYTCTBUHU.

2.1.6. MadopmarmoHHOE COTIPOBOXKICHHUE IEITCIHHOCTH:

- ApxuB JOBOAWT [JI0 CBEIEHUA TpaXIaH CBOEC HAWUMCHOBAHHE W
MECTOHaXO0XICHHE. Jannas uHbopmarus Ipe/icTaBlIeHA crocobamu,
MPENYCMOTPEHHBIM 3aKOHO/1aTEJILCTBOM Poccuiickoi denepannun u
00CCIeYMBAIOIIMMU €€ JIOCTYIIHOCTh JUIs HaceyleHus (pasMelleHue e¢ Ha
opuianbHOM caifte ropojckoro okpyra bormanoBuu B cetn "Unrtepuer",
pasmelnenue nHbopMalu Ha HHGOPMAIIMOHHBIX CTCHIaX ApXHBA);

- apxuB o0ecreunBaeT MOTpeOuTeNne Bceld HeoOXoaumor HHGoOpMaIUe o
XapaKTepe U yCIOBUSIX MPENOCTABICHUS MyHUITUTIATLHON YCIYTH:
nH)OPMHUPYET HACCIICHUE O PEKUME CBOCH pabOThI, BUAAX MYHHUITUTIATHLHOU YCIIyTH,
CYIIECTBCHHBIX HM3MCHCHHUSX B JIEATCILHOCTH, OKA3bIBAIOIIMX BJIUSHUE Ha
MIPEIOCTaBICHNE MYHHUITUTIATBHBIX YCITYT;

COCTaBJISIET €KETOJIHBI OTUET O CBOEH JAEATEIBHOCTH;
dbopMHpyeT CIIPaBOYHO-TIOUCKOBBIN arapar;

- B cocTaB HH(OPMAITUX 0 MYHUIIATAIBHBIX YCIIyTaX BKIIOYCHBI:
MEPEUYCHh OCHOBHBIX MYHHUITUTIATBHBIX YCIYT, TPEAOCTABISIEMBIX ApXHUBOM;
XapaKTEPUCTHKA MYHHUITUTIATBHOW YCIYTH, 00JacTh €€ MPEIOCTaBICHUS U 3aTpaThl
BPEMEHU Ha €€ MPEIOCTaBICHUE;
HAMMEHOBAaHUS CTAHJIAPTOB, TPEOOBAHUAM KOTOPBHIX JOJDKHBI COOTBETCTBOBATH
MYHUIUTIATBHBIEC YCITYTH;
BO3MOYKHOCTH BIIMSIHHSI TTIOTPEOUTENS Ha KA4ECTBO MPEIOCTABICHHSI MyHUITUTIATLHOM
YCIIyTH;
YCTAHOBJICHHE B3aMMOCBA3M MEKIYy NPEMIOKEHHON YCIYIOM U peaJbHBIMHU
NOTPEOHOCTSIMU TIOTPEOUTEICH;
npaBuia W ychaoBusi  A(G(EKTUBHOrO U 0O€30MacHOTO  MPEIOCTaBICHUS
MYHHUITUTIATBHON YCITYTH.

2.1.7. KoHTpOmb 32 AEATETHFHOCTHIO OpTaHU3alluH, MPEAOCTABIISIONICH YCIyTY:

- IOPSAZIOK ¥ (POPMBI KOHTPOJISI 32 COBEPIICHUEM JEHCTBUN U IPUHATUEM PEIICHUI
M0 PacCMOTPEHHUIO OOpallleHnil (3ampocoB) MOJIL30BaTEICH B apXUBHOM OTEIEC
OMpeIeSIeHbl aIMUHUCTPATUBHBIM PETJIAMEHTOM MPEAOCTABICHUS MYHULIUTAIHHOM
YCIIYyTH apXUBHOIO OTAENA aIMUHUCTPALIMU TOPOJICKOT0 OKpyra bornanosuy;

- TEKyIIMHd KOHTPOJb 3a COOJIIOJICHHEM IIOCJICAOBATEILHOCTH JCHCTBHM,
ONPENICICHHBIX  AJIMUHUCTPATUBHBIMM  MPOLEAYpaMH IO  MPEIOCTABICHUIO
MyHUITUTIATBHOU yeiayru «HdopmaimonHoe obecriedeHne rpaxaad, OpraHu3ali u
OOIIIECTBEHHBIX OOBCNMHEHH HAa OCHOBE JOKYMEHTOB ApxuBHOro (oHIa
Poccutickon @enepanuu U APYyrux apXvMBHBIX JTOKYMEHTOBY» U IMPUHITHUEM PEIICHUN
OCYILECTBIISIETCS IOJXKHOCTHBIM JIMIIOM — PYKOBOJAMUTENEM allapaTra aAMUHUACTPALIUH
rOpOJICKOT0 OKpyra bornaHoBUY M OTBETCTBEHHBIM 3a OPTaHM3AIMIO PAOOTHI O €€
YKa3aHHUIO;

- TEKYIIUA KOHTPOJIb OCYIIECTBIISAETCS MyTEM MPOBEACHUS TOJDKHOCTHBIM JIUIIOM,
OTBETCTBEHHBIM 3a OPTraHU3alMI0 PadOTHl IO NPEACTABICHUIO MYHUIMIAIbHON



YCIIYyTH, TIPOBEPOK COOJIOJCHUS ¢ MCIOJHEHUS pPaOOTHUKAMH TIOJIOKCHHM
aJIMUHUCTPATUBHBIX PETIAMEHTOB;

- KOHTPOJIb 3a TIOJHOTOW M Ka4eCTBOM HCIIOJHEHUS MYHUITUTIATBHOU YCIIYTH
BKJIFOYAET B ceOs MpOBEICHNE TIPOBEPOK, BEISIBIICHNE U YCTPAHCHUE HAPYIIICHUH MPaB
MIOJIB30BATENICH, PACCMOTPEHHUE, TPHUHATHE PEIICHWA W TOATOTOBKY OTBETOB Ha
oOpalieHusi T0JIb30BaTeNIel, COAEpKAlIUX SKAIoObl Ha penieHus, AeUCTBUs
(Oe3meiicTBUE) TOJKHOCTHBIX JIUI] ApXUBHOTO OT/IENA;

- 110 pe3yJIbTaTaM MPOBEJICHHBIX MPOBEPOK, B CIIydyac BBISBICHUS HaPYIICHUN
npaB IMOJIb30BaTeIe, K BUHOBHBIM JIMIIAM OCYIIECTBISIETCS TMPUMEHEHUE MEP
OTBETCTBEHHOCTH B TOPSJIKE, YCTAaHOBJIEHHOM 3aKOHOJATENhCTBOM Poccuiickoi
denepannm.

- IPOBEPKU MOT'YT OBITh MJIAHOBBIMU (OCYIIECTBIISATHCS Ha OCHOBAHUU FOTOBBIX
TJIAHOB PabOTHI aIMUHUCTPAIIMH TOPOJCKOT0 OKpyra bormanoBud) U BHEIIJIAHOBBIMH,
B TOM YHCJIE, IO KOHKPETHOMY OOpaIeHUIO3asIBUTEIIS,

- JUTSI TIPOBEPKU TIOJHOTHI M KAa4eCTBA WCIIOJHEHUS MYHHUITUIAIBLHON YCIyTH
dbopmupyetcsi pabouasi Tpylina, B COCTaB KOTOPOW BKJIIOYAIOTCS MYHHUIIMIATbHBIC
CIIyKalllhe aJIMIHACTPAIIIN TOPOICKOTo okpyra bormanosud,

- PE3yJIBTATHI ACSITCIHLHOCTH pabodel Tpynibl 0GOPMIIIIOTCS B BHC CIIPaBKH,
B KOTOPOM OTMEUAIOTCS BBISBJICHHBIE HEJOCTATKU M TPEIJIOKEHUS MO UX
YCTPaHEHHUIO.

2.1.8. OTBETCTBEHHOCTH 32 KAUECTBO OKA3aHUS yCIYTH:

- paboTta ApxuBa B 001acTu oOeclieyeHus KauyeCcTBa MYHUIIUIIAIBLHON YCIyTH
HaIlpaBJieHa Ha MX HEMPEPHIBHOE MOBBIIICHUE U HAauOOJee MOJHOE YIOBIECTBOPEHUE
OOIIECTBEHHBIX MOTPEOHOCTEN B PETPOCIEKTUBHOM UHPOPMALIUK;

- HayaJIbHUK apXUBHOTO OT/AeA!

HECET TMOJHYK OTBETCTBEHHOCTh 3a MPOBOAUMYIO TMOJUTUKY B OO0JIACTH KayecTBa
MYHULIUTAIBHBIX YCIIYT;

oOecrieunBaeT pa3bsICHEHHE U JOBEJCHUE ATOW MOJUTUKU JI0 BCEX COTPYIHUKOB
ApxuBa;

YCTAHABJIMBAET TMOJHOMOYMS, OTBETCTBEHHOCTb W  B3aUMOJEHCTBHE  BCEX
COTPYJHUKOB ApXUBA, OCYIIECTBIISIONIMX HCIOJHEHHE MYHULMNAIBHOW YCIIyTH,
OCYIIECTBIISIET PYKOBOACTBO W KOHTPOJb JEATEIBHOCTH, BIMSIONIEH Ha KAaueCTBO
MPEA0CTaBICHUS MYHUITUTIAIbHON YCITYTH.

2.1.9. Kpurepun OLEHKH KauyeCTBa MyHULIUITAIBHOW YCIIYTH:
- Ilpm oueHke kadecTBa NPENOCTaBICHUS MYHUIMNAIBHOW  YCIIyTH

VCITOJIB3YIOTCS CIIEYIOINE KPUTEPHUU:
MOJIHOTA MPEAOCTaBICHUS MYHUIIMTIAIBHON yCIIyTH B COOTBETCTBUH C TPEOOBAHUAMU
€€ MpelOCTaBICHUS;
pe3yabTaTUBHOCTD (3P(PEKTUBHOCTH) MPEIOCTABICHUS MyHHUIIUIIAIbHON YCIIYTH;
PO3PAYHOCTh U IOCTYMHOCTh MH(OpMaIuu o paboTe ApXHBa;
pa3MmernieHrne nHpopMaluu Ha caiiTe TOPOACKOTo okpyra bormanosuy;
€XKErOAHBI OTYET O JAEATENBHOCTH ApxuBa Iiepes] YIpaBICHUEM aApXUBAMU
CepasioBCKoit 00J1acTu;
KoJinuecTBo nmyonukanuii B CMU;



OpraHu3alMsl XpaHEeHUsI APXUBHBIX JOKYMEHTOB;
HaJIMYue CUCTEM MOKAPHOU U OXPAHHOW CUTHAJIN3ALINN;

COOJIIO/ICHHE TEMIIEPATYPHO-BIAKHOCTHOTO PEXUMa U CAHUTAPHO-TMTMEHUYECKHUX
HOPM XpaHEHUsI IOKyMEHTOB;

HaJIMYUE U IPABWIBHOE BEJECHUE JOKYMEHTOB CHCTEMBI I'OCYJAapCTBEHHOIO yueTa
apXUBHBIX JJOKYMEHTOB B ApXHBE;

coOmoeHrne TulaHa-Tpaguka MPOBEACHUS MPOBEPOK HAIUYUS U (HU3HUECKOTO
COCTOSIHUSI IOKYMEHTOB U (JOHJI0B ApXHBa;

NOTIOJIHEHNE UH(POPMALIMOHHBIX PECYPCOB APXUBOB;

BBITNIOJIHEHHE IIJIaHa 110 KOMIUIEKTOBAaHUIO ApXUBHOTO (oHa CBepIOBCKOM 00IacTu
(romoBbIE TOKA3aTENN);

paccMoTpeHue oOpaleHuil Tpaxk/iaH ¥ IOPUIUIECKIX JINIL;

INUCHbMEHHBIN OTBET HA OOPAILIEHUE MO CYLIECTBY 3aTPOHYTBIX B HEM BOIIPOCOB;
[OJIFOTOBKA OTBETA B YCTAHOBJIEHHBIE 3aKOHOIATEIbCTBOM CPOKHU;

KOJIMYECTBO BBIAHHBIX aPXUBHBIX JOKYMEHTOB 3asBUTEIISIM,

KOJIMYECTBO MPOBEAECHHBIX MEPONPUATUI (TOJOBBIE MMOKA3ATENH);

2.1.10. Cucrema UHIUKATOPOB (XapaKTEPUCTHK) KaueCTBa YCIyT

Ne WuaukaTopsl KauecTBAa MYHUIIUTIATHHON

3HayeHue NoKa3aTes
/1 yCIyru

KonnyecTBo 3asBIeHUN Ha
1 MpCaAO0CTaBJIICHNUA MYHUIIHUITAJIbHBIX

ycayr (pabort)

KonunuecTBo npenocTaBieHHBIX
MYHUIIMTATbHBIX YCIYT

KomanuectBO 000CHOBAHHBIX )aj100 HA
npeaocTaBieHue yciyr (pador)

KoanuecTBO 000CHOBAHHBIX OTKA30B B
4 | mpenocTaBICHUN MYHHITUTIATBHON
yciIyrH (paboThl)

5 | KonnuecTBo mpoBEpOK U KOHTPOJIbHBIX
MEPOIPUATHI

6 | KonuecTBO BBHISIBIEHHBIX HAPYIIEHUH B
XO0JI€ TPOBEICHUSI KOHTPOJIBHBIX
MEPOIPHUITUI

7 | KonmuecTBo npennvcanuii 00
YCTPAHCHHUH MTPUYINH M YCIIOBHH,
CIOCOOCTBYIOIIUX HAPYIICHUIO
3aKOHO/ATEIhCTBA B 00JIACTH OKa3aHUs
MYHHITUTATBHBIX YCIYT

8 | KonnuecTBo npuBiedyeHUid K
aJIMMHHUCTPATUBHON OTBETCTBEHHOCTH




OJIEMEHTOB U XAPAKTEPUCTUK KAYECTBA
[MPEJOCTABJIEHUA MYHULIUITAJIBHOU YCIIVI'U

WNudopmanronnsie morpeOHOCTH @OyHKIMOHAIBHBIE TOTPEOHOCTH
KOHOMIEHIVAILHOCTD »> PacrosnoxeHue
A YUpEeXnoeHMA
MECTO
HAOEXHOCTBb I BE3OIIACHOCTDB > XapaKTepnuCTUKA
L IIOMeleHM A
1 §
> Bpewmsa
[IOHATHOCTB <% OXMIOaHMA
COIEPXAHVE BPEMA
VIHOOPMALIY
[IpocToTa < P Bpems paboTEL
YYpEeXneHnAda
A
|

KAYECTBO I OOCTYIIHOCTBH YCIIYIU

KoHTakT A \ 4
C KJIMEHTOM
BosMOXHOCTB
P BUPTYaJIbHOT'O
PemeHnne < OBPATHASA CIIOCOB obpaleHmnsa
npobJsieMm CBA3b OKABAHNS
—p= "OxHO"
PaspeueHnue [«
xaJjiob u
IePBUUHEIX
KOHQIMKTOB v A A v v
YIOOBJIETBOPEHHOCTB TOYHOCTL M IlepcoHnan OIIHO oBa
[IOJIYUATEJIA YCIIYIU AKKYPATHOCTB

Kaxnas u3 mpeacTaBiIeHHBIX B CTPYKType TPYII BKIIOYAeT B ceOsl Mo Tpu
XapaKTePUCTUKHU:

1. ®OyHKIMOHANIBHBIE TMMOTPEOHOCTH KIUEHTOB YJIOBJICTBOPSAIOTCS IyTEM
OKa3aHMs YCIYTH:

- B OIPEACICHHOM MECTE: PaCIOJIOKEHUE MYHULMIAIBHOTO YUYPEKICHUS U
MOMEIIEHUE, B KOTOPOM HEMOCPEACTBEHHO MPOUCXOIUT OKA3aHUE YCIYTH, TOJKHBI
OBITH yIOOHBIMH JIJISl KITUEHTA, B T.4. UMEIOIIETO CIEeIUAIbHBIE TOTPEOHOCTH;

- TNyTeM UCHOJb30BaHUsA (MPUMEHEHUs) OIPEIEIECHHON MaTepHalbHO-
TEXHUYECKOM ¥ OPTraHM3allMOHHOW CTPYKTYphl - CIOcOo0a OKa3aHus, K 4YeMy
noTpeOuTEIeM MOTYT OBITh OTHECEHBI BO3MOKHOCTH WJIM OTCYTCTBHUE "OJTHOTO OKHA'",
croco0 JIeATeIbHOCTH M OpraHu3aluu  JCSATENbHOCTH IepcoHaja, a Takke
BO3MOXXHOCTh JIEKTPOHHBIX (B T.4. IHTEepHET) MM 3a0YHBIX MPOLETYD;

- 3a onpezaeneHHoe Bpems. [Ipu 3TOM BpEMEHHON KPUTEPUM COCTOUT HE TOJIBKO
13 BPEMEHM OKa3aHUs YCIYyTH, HO U BpeMEHU pabOThl MyHUITUITAIBHOTO YUPEKICHUS



(KkOTOpO€ TaKke MOJDKHO OBITh yMOOHBIM KIMEHTY, B T.4. CO CICIHAIbHBIMU
MOTPEOHOCTSIMU WJIH, HAIIpUMEP, padO0TAIOIIEMY ).

2. UndopmannonHsie TOTPEOHOCTH MOTPEOUTENS BKIIFOYAIOT B CEOSI:

- cogeprkanre nHpopMaIu o0 yciyre, OHSTHOW JIJIs1 TOTPEOUTENS;

- KOH(QUICHIIMATBLHOCTh - 3allldTa JUYHOW WH(POPMAIMKM OT TPakKIaHWHA WA
obecrieueHue MpeaoCTaBICHU YCIyru "0e3 cBuaerenen';

- HaJIe’KHOCTh U 0€3011aCHOCTb.

3. DMoIMOHaIbHBIE TOTPEOHOCTH:

- TOTpeOUTENb 3aUMHTEPECOBAaH B TOM, YTOOBI €ro OOCIYXHJIA TOYHO U
aKKypaTHO (OTCYTCTBHE OLINOOK);

- KpUTEpHUHN YIOBJIETBOPEHHOCTH IIOKAa3bIBAET HACKOJIBKO YpPOBEHb CEpBHCA
(oOcmy>KMBaHMS ) TIO3BOJIUI WUTM TIOMOT PEIIUTh TPoOIeMy TOTPEOUTENS;

- oOpaTHast CBSI3b OTPaXKaeT OIEHKY IMOTPEOUTENIeM OpTraHW3aIlliud padOTHI IO
BBISIBJICHUIO TIOTPEOHOCTEW W TOXKEIAHWA TMOTPEOHTENsI, a TakkKe IO BOIpPOCaM
pasperieHus: KOH(IUKTOB U IPEIbIBICHUS Kaj00.



