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(MBY «'OPOJICKOM APXVB»)

Ilosoxenne 0 MIATHBIX yeayrax
1. O6mue noJI0KeHHus.

1.1. Hacrosmee Ilonoxenwe o muarHeix ycayrax (manee — ITonoskeHue)
pa3paboTaHO B COOTBETCTBMM ¢ I'paxkmanckuM kojekcom Poccuiickoit ®enmeparmu,
bromketHsiM  kojaekcom  Poccuiickoit  ®enepanmu, (enepanbHBIMM - 3aKOHAMH
Poccuiickoit ®enepauuu ot 27 wurons 2006r. Ne 149-03 «06 wundopmanuu,
MH(OPMALOHHBIX TEXHOJIOTHAX H O 3amuTe uHOpMauu», ot 22 okTa6ps 2004r. Ne
125-03 «O6 apxusHOM zene B Poccuiickoit ®enepammn»; ot 7 hespans 1992r. Ne 2300-
1 «O 3aumre npas norpeduteneii», Ilpukasom PexepanbHOro0 apXMBHOTO areHTCTBA OT
2 wmapra 2020 r. Ne24 «OG6 yreepxkneHun IlpaBun oOpraHu3alMu XpaHeHHS,
KOMIIJIEKTOBaHHS, y4yeTa ¥ UCII0JIb30BaHUs JIOKyMEHTOB ApXuUBHOTO (hoHa Poccuiickoii
@ejepali U APYrUX apXUBHBIX JOKYMEHTOB B IOCYJIapCTBEHHBIX M MYHHIIMITAIBHBIX
apxuBax, My3esX ¥ OMOIHOTeKaX, HayYHBIX OPraHU3aLHUsIX», MOJ0KEHHEM 0 KOMHUTETE
mo ngenam apxuBoB Hmkeroponackod obnactu (manee — KOMHTET), yCTaBOM
MyHsuuHMnanbHoro GroKeTHOro yupexaeHus: «I 0poJCcKoi apXuB ropojiCcKoro okpyra
ropox [I3epxunck» (nanee - MBY «I'oposckoii apxuB») ¥ yCTaHaBIMBAaeT MOPSIOK
npejlocraBieHus miatHeiX yeiayr MBY «I"opozckoii apxusy.

1.2. TlonoxeHue BCcTynaeT B JeiiCTBHE C MOMEHTa YTBEpPXKIEHHS €r0 MPHUKA30M
aupexropa MBY «I"opoickoit apxuB» 1 JeHCTBYET 10 yTBEPK/IEHUS HOBOTO MOJIOKEHHMS.

1.3. TlonsTus, ucnone3yemele B HacTosmeM [lonoxenun:

1.3.1. IlnatHeie ycimyru — 310 yeiyru, npepoctasisembie MBY «"opoackoit apxus»
Gu3nyeckuM ¥ IOPHIMYECKHM JIHLAM 110 WHBIM (HEOCHOBHBIM) BH/IAaM J€STEIbHOCTH,
KOTOpBIE  YYPEKACHHE OCYIIECTBISICT CBEpX YCTAHOBJIEHHOTO MYHHUIMIIAILHOIO
3aJIaHUA.

1.3.2. 3asButenr - unNUecKoe WIM IOPHAMYECKOE IIMIO, JHOO HX
YTIO.THOMOYEHHbIE MpEJICTaBUTEIH, MOJNyYalolllie 3a IUIaTy YCIYTH, OKa3bIBaeMble
MBY «I"opoackoii apxuBy.

1.3.3. 3anpochl cOUMANbHO-TIPABOBOIO XapaKTepa — 3amlpochl, CBS3aHHbIE C
COLIMAIbHOM 3alMTOM Ipa</aH, NMpeaycMaTpUBaloLIel UX MeHCHOHHOe obecreyeHue, a
TaK’ke II0JIyYeHHE JbIOT M KOMIIEHCAlMi B COOTBETCTBHH C 3aKOHOIATEILCTBOM



Poccuiickoii @enepauuu (0 TpyAOBOM cTaxe, 3apabOTHOM Iulare 3a ONpeaeeHHbIN
epHOJl BpeMEHH M 0COOBIX YCIIOBUAX TPyAa, 00 3BaKyaluu B I. 'opbkuii 1 ['OppKOBCKYIO
o0macth, 0 penpeccuu (MPOXOXKAEHUH (UIBTPALIUK), O HArpaxaeHUH, 00 o0ydeHHH).
Ecnmu ykasaHHble CBeIEHHS 3alpallMBaIOTCS JPYTUM JIMLOM, HAmpUMep, C LEIbio
npoBeJeHUss OUOrpadHyYECKOro HCCIEAOBAHUS, HE3aBUCMMO OT  POJCTBEHHBIX
OTHOILEHHH, TAKOW 3alpoc OTHOCUTCS K TE€MaTH4YeCKMM 3arpocam, U pabora ¢ HUM
OCYILECTBIISETCS MO NpaBHIaM pabOThI C TEMATUYECKHMH 3aIIPOCAMHU.

1.3.4. Temaruueckue 3ampocel — 3alpochl O MPEJOCTABICHUH apXUBHOM
uH(oOpMalMK 1O ONpeAeseHHOH mnpobieme, Teme, COOBITHIO, (AaKTy, B TOM YHCIE
CBeJIeHUI HeOOXOIMMBIX /ISl U3y4YEeHUS )KU3HHU M IeITeIbHOCTH KOHKPETHBIX JIULL.

2. OcHoBHBIE YCJI0BHS OKA3aHHSA IJIATHBIX YCJIYI.

2.1. Buasl nnatHeix yciayr, npepocrasBaseMblx MBY  «lopoackoit apxus»
(GU3NYEeCKUM U IOPUAMYECKUM JIMLAM, OTPEEIISIOTCS B COOTBETCTBHHM C €10 YCTaBOM.

2.2. MBY «lopoackoil apXuB» He MOXET 3aMEHHMTb IUIaTHBIMH YCJIyraMH,
OecruiaTHble YCIyTH, IPe0CTaBIsieMble HA OCHOBE MYHHIIMIIAIILHOIO 3a[aHuUs.

2.3. MBY «I'opoicKkoii apXHB» CaMOCTOSTEIBHO OCYIIECTBIISAET AeATEIBHOCTD 10
OKa3aHMIO TUIATHBIX YCIIYT.

2.4. Ilpu mpenoCTaBI€HHUH IUIATHBIX YCIYr B MBY «loponckoit apxu»
COXpaHSeTCsl YCTAHOBJICHHBIH PEXHM pabOThl Y4peKAeHHs, INPH 3TOM HE OJDKHO
COKpaIaThCsl BpeMsi Ha IpeIoCTaB/IeHHe yCIyT Ha OecruiaTHOH OCHOBE.

2.5. Ilepeyenbp mnatHeIX ycayr, npenocrasiasieMbix MBY «lopozackoii apxus»
yka3zanbl B [Ipunoxenun k Hacrosuemy [lonoxenuro.

2.6. MBY «lopoackoit apxuB» OKa3bIBaeT IUIATHbIE YCIYrH NPH YCIIOBHHM HE
CHHKEHHS 00bEMa M KaueCTBAa OCHOBHOM YCTaBHOM 1€ TeIbHOCTH, OCYILECTBIAeMON 115
MCIIOJIHEHHs MyHHIMNanbHoro 3ananus. Ilpu satom MBY «lopoxackoii apxus» Bripase
PHOCTAHOBUThH OKa3aHHe IUIATHBIX YCIYT NMPH OTCYTCTBHM TEXHHYECKHX, (MHAHCOBBIX
M MHBIX 00bEKTHBHBIX BO3MOKHOCTEH.

2.7. Tapudsl Ha TUaTHbIE YCIYrH, okasbiBaemble MBY «lopoxackoii apxusy»
YTBEPKIAIOTCS  MOCTAHOBJAGHHEM AJIMMHMCTPAUMHM TOPOACKONO OKpyra TIopoj
JI3epKUHCK.

3. Oprann3auusi NpeocTAB/JIeHHS MIATHBIX YCJIYT.

3.1. MBY «I'opoackoii apXuB» CaMOCTOSTENIBHO OINpeAeseT BO3MOXKHOCTh U
00beM OKazaHHs IUIATHBIX YCIYT B 3aBHCHUMOCTH OT MaTepUaJbHON 0a3bl, YHUCICHHOIO
cocTaBa M KBaJM(HKALMU TEepCOHala, CIpoca Ha COOTBETCTBYIOIIME YCIYTH M HHBIX
¢bakTopoB, popMHpPYeT NnepevyeHb OKa3bIBAEMbIX UM IUIATHBIX YCIYT.

3.2. PyKoBOACTBO JEATEIBHOCTBIO YUYPEKIACHHs M0 OKa3aHWIO IUIATHBIX YCIyr
ocymectiasier aupekrop MBY «l'opojckoii apxuB», KOTOpbIH B YCTQHOBICHHOM
nedcTBylOmMM  3aKoHogarenscTBoM  Poccuiickoii  ®Penepanuu  MOpsifKe  HeceT
OTBETCTBEHHOCTh 3@ Ka4eCTBO OKa3aHHs IUIATHBIX yCJIyT, obecrnedyuBaeT OpraHM3alluio
TUIATHBIX YCIYT.

3.3. MBY «I'opojickoit apxuB» 00513aHO MPEIOCTABUTh 3asIBUTEIIO JOCTOBEPHYIO
MH(OPMALIMIO O IUIATHBIX YCJIyrax, o0ecrne4yuBarolyo BO3MOKHOCTh MX MPaBUIIBHOIO



BbIOOpa. MHbopManus N0/KHA pa3MenaTbCsi B YYpeXKIeHMM Ha WHGOPMAalUOHHBIX
CTeHJax B ynoOHOM Juis oOo3peHus mecre, B cetu Wurepher. Mudopmanus,
pasMellleHHas Ha  MHQOPMALMOHHBIX  CTeHJaX, /JO/UKHA  OBITh  JOCTYITHA
HEOrPaHWYEHHOMY KpPYTY JIMLl B TEUEHHUHU BCEro BpeMeHH paboThl yupek/IeHHS.

WUudopmanus 10KHA ColepiKaTh CleAyIollHe CBEIeHHUs:

- aJipec MecTa Hax0XK/ICHHUs YUYPEeKACHHS, JaHHbIe JOKYMEHTA, MOATBEPIKAAIOIIErO
(akT BHECEHHs CBeleHMH O IOPUAMYECKOM JHLE B EAMHBIN rocyaapCcTBEHHBIH peecTp
IOPDHIHYECKHX JIMI C YKa3’aHUEM OpraHa, OCYLIECTBHMBILErO TOCYJapCTBEHHYIO
PEruCTpaLHIO;

- TepedyeHb IUIATHBIX YCIYyr € YKa3aHHeM MX CTOMMOCTH (LieHbl) B pyOIIsx,
CBeJeHHUs 00 yCIIOBHUSAX, OPsIKe, GopMe, CPOKe OKa3aHHUs YCIIyT U MOPS/IKE UX OILIAThI;

- pexuM paboThl ydpexJeHus, rpaguk paboTel pabOTHHKOB, OKa3bIBAOIIUX
TUIaTHbIE YCITyTH;

- aJipec ¥ Tene(QOH YUPEKIACHHS, OCYIIECTBIAIOMIEr0 (GYHKIHMH U MOJTHOMOYHS
y4Ype/IMTeNIsl yYpEeXJEHHUs; OpraHa, OCyIIeCTBISIOLEro (GYHKIMH IO KOHTPOJIIO U
Han30py B cdepe 3alUTHI NpaB NoTpeOuTeNeif, MHBIX OPraHoOB, OCYIIECTBIISIONIMX
KOHTPOJIb ¥ HAJ30p 3a JeATEIbHOCTBIO YUPEKICHHUS;

- MOpsJOK oOXanoBaHUs JAeHcTBHUil (Oe3nelicTBHs) pabOTHHKOB YYpEKIEHHS,
MpeA0CTaBISIOIIMUX UIaTHBIE YCIYTH.

4. Hopaaok oka3aHus MIATHBIX YCIYT.

4.1 IlnarHble ycIyrd OKa3bIBalOTCS Ha OCHOBaHMM 3aK/IIOYAEMOT0 MEXIy
MBY «Topoackoii apXuB» H 3asBHTEJIEM JOrOBOpa Ha OKa3aHHe IUIaTHBIX YCIYT.

4.2. JloroBop COCTaBJISE€TCs B JABYX 9K3eMIUISpaxX, OAUH U3 KOTOPBIX HAXOMUTCS Yy
UCIIOJIHUTEISA, IPYTOM — y 3asABUTEIIS.

4.3. YupexzaeHue 00s3aHO NPHM OKa3aHHM IUIATHOW YCIYyrd coOoJare Ipasa
3asBUTENS] B COOTBETCTBHM C JICHCTBYIOLIMM 3aKOHOJAATeNbCTBOM Poccuiickoit
Denepanuu.

4.4. 3asBuTeNb 0053aH OIUIATHTh OKa3bIBaeMble ILIATHBIE YCIYI'H B TOPSAKE M B
CPOKH, yKa3aHHble€ B JOTOBOpPe 00 OKa3aHUM IUIATHBIX YCJIYT, BBIIOJHSATH YCIIOBUS
norosopa Mexay MBY «I"opozackoii apxuB» U 3asiBUTEJIEM.

4.5. Onnara 3a OKa3aHHbIE TUIATHBIE YCITYTH IMPOM3BOAMTCS IyTeM Oe3HaIMYHOIO
pacyeTa oCpeACTBOM NEPEYHUCICHUS 3asBUTENIEM ICHEKHBIX CPEJICTB Ha JIMLIEBOM cUeT
MbBY «I"opoackoii apxuBy.

4.6. B3umanue HaJIMYHBIX CpelCTB JIMLIaMH, HEIOCPEICTBEHHO
[IPEJI0CTaBJISIOIIMMH IIATHYIO YCIIYTY, 3alpeniaeTcs.

S. Ilopsinok pacyeros.

5.1. Tapubsl Ha nnatHble yciayrd, okasbiBaemble MBY «lopoxackoit apxuB»
YTBEP)KAAIOTCSl  [IOCTAHOBJIECHUEM AIMUHHUCTpPAalMM TOPOACKOIO OKpyra ropoj
JI3epIKUHCK.

5.2. VcnoJiHeHKHE COLMaTbHO-IPABOBBIX 3aIIPOCOB OCYIIECTBIISAETCs Ha OecriaTHOM
ocHoBe. MckiroueHHe COCTaBIISIFIOT BO3MOXXKHOCTH B3MMaHMs IUIaThl 3a CPOYHOE
UCIoJIHEHHe 3anpocoB B TeueHue 1-10 nHeit ¢ MoMeHTa oOpalneHus 1o mpocnbe u



coryiacusi 3asiBUTEJIA, U3rOTOBJIEHHE HECKOJIBKUX 3K3EMIUISPOB CIPABKU MO Mpockbe U
corjlacusi 3asiBUTEJs, IIOBTOpDHAs BblJaya CHpPaBKH B Cly4yasX €e yTpaTbl WIH
MOBPEXI€HUS 110 BUHE 3asiBUTEIIS.

5.3. TemaTH4yecKue 3anpochbl UCIOJIHAIOTCSA B YCTAHOBJIEHHOM 3aKOHOM MOPSAKe C
MOMEHTa BHECEHHS 3asBUTesIeM Ipeaoruiatsl B pazmepe 50 %. CpodHOCTh HCIIOTHEHUS
3arpoca OrIa4MBaeTCsi B IOJHOM 00beMe npu 00pallieHu! 3asBUTEIS.

B ciy4ae oTpMLIaTeIbHOINO OTBETA MJIM OTKAa3a 3asBHUTENs OT 3alpoca BHECEHHas
npejoriata He Bo3Bpamaercs. CyMma mpezoriatsl HIeT Ha BO3MEIIEHHE PacXoloB
apx¥Ba 110 BBISBICHUIO MH(OPMALMHM O HAJWYMK 3alpallMBaeMbIX IOKYMEHTOB Ha
XpaHeHUH B apXxuBe (IPOCMOTp omucei, 6a3 JaHHBIX M APYTHX JIEMEHTOB HAay4HO-
CIPaBOYHOIO anrapaTra apxuBa), IMPOCMOTPY apXMBHBIX JOKYMEHTOB H BBbISBICHUIO
uHpopMaImu.

OcraBuiasics pacyeTHas CTOMMOCTb BbINOJHSAEMBIX paboT B3MMaercs IpH
o¢opMIIEHHH TOTOKUTEIBHOTO OTBETA Ha TEMAaTHUECKUH 3aIpoc.

5.4. B CTOMMOCTb YCIYyrH IO HM3rOTOBJIEHHIO LMGPOBBIX KOMUH apXHBHBIX
JOKYMEHTOB M T[€YaTHBIX M3aHWI TEeXHUYECKMMH CpEJCTBAMH apXHWBa C BbIE3OM
CrelIMaJTHCTa HA MECTO He BXOJUT CTOMMOCTb TPAHCIIOPTHPOBKH 00OpYAOBaHHsS /0
MecTa OKa3aHHsl YCIIyT'H U 00paTHO B apXHB.

6. PacxoaoBaHHe CpeACTB, MOJIYHYeHHbIX OT OKA3aHHS IVIATHBIX YCJIYT.

6.1. Jloxoasl OT OKa3aHUs IJIATHBIX YCIIyT, HAPaBJISIOTCS:

1) Ha mpeMHpOBaHHE PaOOTHUKOB YUPEXKICHHS; BBIILUIATY MAaTEPHAIbHON ITOMOIIH;
CTUMYJIUPYIOLIHE BhIIIATHI.

2) Ha OIIaTy KOMMYHAJIBHBIX IJIaTEeXKeiH;

3) Ha npuoOpeTeHHe yCIyr, B TOM YHCIe:

- Ha yCIIyTH CBS3H,

- Ha npuoOpeTeHHe U 0OHOBJIEHHE HH)OPMALIMOHHO-CIIPABOYHBIX CHCTEM;

- Ha YCJIYTH 10 CO/Iep)KaHUIO UMYILIECTBa;

- nproOpeTeHne HEUCKIFYUTENbHBIX npas Ha [10;

- Ha TPAHCIIOPTHBIE YCIIYTH;

4) npuoOpeTeHre TEXHHYECKHUX CPEJICTB, HHBEHTAPSI, 3al1aCHBIX YacTeH;

5) Ha peMOHT MoMelleHHH (31aHus) yupexIeHus, 61aroyCTpoMCTBO NpHieraloen
TEpPPUTOPHH;

6) Ha yBeJIMYeHHEe CTOMMOCTH MaTepUaIbHBIX 3a11aCOB, HEOOXOAMMBIX JUIsl Pa3BUTH
U TeKylIe# paboThl yYpeKICHHUS.

7. OrBercrBenHocTe MBY «l'opoackoii apxuB» H €ro J10JIZKHOCTHBIX
JIHIL.

7.1. MBY «l'opozickoii apXHMB» OKa3bIBaeT IJIaTHBIE YCIYTH B MOPSIAKE H B CPOKH,
onpeaeneHHble 1oroBopoM. [Ipu oOHapykeHHH HECOOTBETCTBHS OKa3aHHBIX IUIATHBIX
YCJIYT YCIOBHUSAM JI0rOBOpPA 3asiBUTEIb BIIpaBe 10 CBOEMY BbIOOpY NoTpe6oBarh:

- MpeaoCTaBlIeHHUs YCIYr B IOJIHOM OOBbEME B COOTBETCTBHH C 3aKJIIOYEHHBIM
JOTOBOPOM;

- Ha3HAYeHHWs HOBOI'O CPOKa OKa3aHHUs yCIyT;



- COOTBETCTBYIOILEr0 YMEHBUICHHS] CTOMMOCTH OKa3bIBaEMbIX YCIIYT;

- pacTOp’KeHUsl JIOrOBOPa M MOTHOTO BO3MEIIEHMs YOBITKOB, €CJIH B YCTAHOBJICHHBIN
JIOTOBOPOM CPOK HEI0CTaTKH B OKa3aHUM IUIATHBIX YCIYT HE YCTPaHEHbI HCIIOIHUTEIEM
yciayr, 1400 UMEIOT CyLIeCTBEHHBIH XapakTep.

7.2. 3a HeWcrojHeHHe MO0 HeHajJexallee MCIOJIHEHHE O00s3aTeNbCTB I10
JIOTOBOPY CTOPOHBI HECYT OTBETCTBEHHOCTb, IPEAYCMOTPEHHYIO JOrOBOPOM H
3aKoHo/1aTebeTBOM PO,

7.3.  TlpereH3un u criopbl, BOZHHKIIHE Mexay 3assuteneM 1 MBY «l'opozckoi
apXWB» paspellaloTcs M0 COMIalleHHIo CTOPOH. B ciyyae He HOCTHKEHMS COTIALICHHsA
CMOpLl  paspeliaioTcss B CyAeOHOM mopsike B COOTBETCTBHH C JICHCTBYIOLIMM
3aKOHO/ATEIbCTBOM.

7.4. MBY «loponckoii apxuB» OCBOOOXKIAeTcss OT OTBETCTBEHHOCTH 3a
HEMCIIOJIHEHWEe MM HEHaJUlealllee UCIIOJTHEHHEe YCIYT, ecia OyleT N0Ka3aHo, YTO 3TO
MPOM30ILIO BCIEACTBHE OOCTOATENIBCTB HENPEOAOIMMOM CHIIBI, a TaKKe 10 HHbIM
OCHOBAHMSM, MPEyCMOTPEHHBIM 3aKoHOzaTeIbcTBOM Poccuiickoii deepauy.

7. Kounrpoas aesiteibHocTH MBY «Topoackoii apxHB» M0 OKA3aHHIO IJIATHBIX
yeJayr.

8.1. KoHTpob 3a opranu3aniei ¥ KayecTBOM OKa3aHUs U NPe/I0CTaBJICHUs IIaTHBIX
yCJIyr, @ TakKe MPaBHIBHOCTBIO B3UMAHMs IUIATBI OCYIIECTBIAIOT B Tpeienax CBOEH
KOMITCTEHIIMH:

- pykoBoauTesnb MBY «l'0pojickoii apXuB»;

- CTPYKTypHOE TO[pa3jieieHHe, B BEAOMCTBEHHOM TMOAYMHEHHH KOTOPOTo
naxouurcss MBY «lopojickoit apXuB»;

- TOCYIAapCTBEHHBIE OpraHbl M OpraHM3alMH, HAa KOTOpbI€ B COOTBETCTBHH C
sakoHonaTebcTBoM P Bo3noxkena nposepka aestensHoctH MBY «l'opozckoii apxusy.




[Ipunoxenue kK

[TonoxeHuo 0 MmiIarHbIX
yernyrax MBY «l'opoackoii apxusy

ITepevens miatheix yeayr MBY «lopoackoii apxus»

Ne HaumenoBanue ycnyru eIMHM1IA
n\n HU3MEpEeHHUs
paboTsl,
YCIIYTH
KommiekcHoe obcneoBanue cocroam{ﬂ Oficneiousie/

1. JEJIONPOM3BOJACTBEHHBIX CIyKO M apXMBOB YYpekICHHI, cripaska
paspaboTKa peKOMEH/IaLMii 110 COBEPLIEHCTBOBAHHMIO MX PabOThL.

Koncynsrauus/

5 KoHcynbTHpoBaHHe 1o  Bompocam — apXMBHOMO Jena | crpanxa
J1eJI0TIPOU3BO/CTBA.

., | e1MHMLIa

3. IlpoBeenne  3KcCrepTH3bI [IEHHOCTH  YIpaBJIEHYECKOM Na—
JOKYMEHTALUH C MOJUCTHBIM IIPOCMOTPOM J0KYMEHTOB. (ne0)

.. | €eAMHHLIA

4 IIpoBenenne  3KcnepTH3bI LIEHHOCTH  YIpaBJeHYECKOi XpaHeHHA

; AOKyMeHTaLHH 0€3 MOJMCTHOrO MPOCMOTpa A0KYMEHTOB. (neo)
eAMHHIIA

5. IlpoBenenne sKcnepTH3bl LEHHOCTH JOKYMEHTOB [0 JTHYHOMY o —
COCTaBY C MOJHUCTHBIM IIPOCMOTPOM JIOKYMEHTOB.

(1eno)
eMHULIA
IIpoBenienure 3KCNepTH3bI LEHHOCTH JOKYMEHTOB [10 JMYHOMY
J cocTaBy 0e3 MOJMCTHOTO NPOCMOTpPA J0KYMEHTOB. S e
(1eno)
. .. | elMHHua
[Ipuem-nepenaya JOKYMEHTOB yupexIeHHIA, NPeANPHATHIA,

Ve OpraHM3allMi, YacTHbIX JHMIl Ha [EeNO3UTAPHOE XpaHEHHe, xPaHEHHHV /
oopmIIeHHE TOKYMEHTOB O [IpHeMe-Tepeaye. gino) Vipattisie
[Iprem-niepes1aya 10KyMEHTOB MOCTOSHHOTO XpaHEeHHs, Hay4HO-

TEXHHYECKOH  JIOKYMEHTAllHH MOCTOSSHHOIO  XpaHEeHHs | eAMHULIA

8. YYPeKACHUH, NPEANPHUATHH, OpPraHW3alUMii, YaCTHBIX JIHL, He XpaHeHus
ABJIAIOUIMXCA  MCTOYHHUKOM  KOMILIEKTOBaHus, odopmieHue | (1eno)/daiin
JAOKYMEHTOB O IpHeMe-Tiepeiaye.

[Ipuem-nepenaya  AOKyMEHTOB  mo JMYHOMY  COCTaBY | €IMHULA

9. YUYPeKACHHH, NPEANPHATHI, OpraHM3alMii, YacTHBIX JIIL, | XpaHeHHUs
oopmiIeHHE JOKYMEHTOB O npHeme-nepeaave. (1eno)/daiin

10. | Iposenenne kommiekca pabor 1o YTNOPSIIOYEHHIO apXHBHBIX
AOKYMEHTOB IO JIMYHOMY COCTaBY ¢ 0h)OpMIICHHEM aKTa. G
CucremaTH3auus IMCTOB B J1eax, MO/ UINBKA JIOKYMEHTOB (J1e]1) i
oobemom 110 100 sHcTOB. (nexo)




EL

' TlpoBenenue KomIuiekca paboT MO YNOPAAOYEHHMIO APXMBHBIX | €IHHHUIIA

| IOKyMEHTOB TI0 INYHOMY COCTaBy ¢ 0()OpMIEHHEM aKTa. XpaHeHUs1(1e10
' CucreMaru3alys JIMCTOB B Jieax, MOIINBKA JTOKYMEHTOB (aen) | )

| oovemom o1 101 mo 200 nucros.

12. | IlpoBeneHue KoMIulekca paboOT IO YMOPSIOYEHHUIO ApXUBHBIX | €IMHHIA
JIOKYMEHTOB 10 THYHOMY COCTaBYy ¢ 0()OpMJIEHHEM aKTa. XpaHeHusi(1e10
CucTeMaTH3alis JIUCTOB B Jleax, MOIIKMBKa JOKYMEHTOB (aen) | )
oobemom cBbie 201 nucra.

13. | IlpoBenenue KoMmIuiekca paGoOT MO YNOPSIOYEHHIO APXUBHBIX | €IMHHMLA
JIOKYMEHTOB TIOCTOSHHOTO CpPOKa XpaHeHHs ¢ O(OopMIeHHeM | XpaHEHHs(1e10
akta. CricTeMaTH3alMs JUCTOB B JleNax, MOALINBKA JOKYMEHTOB | )

(zen) o6semom 10 100 ucTOB.

14. [poBesieHHe KoMIUleKca paboT MO YyNOPSJ0YEHMIO apXMBHBIX | €IHHHUIIA
JIOKYMEHTOB TIOCTOSHHOTO CpOKa XpaHeHHs C O(popMIeHHEM XpaHeHus(1e10
akTa. CrcTeMaTH3alus JUCTOB B JleNax, MOAMINBKA JOKYMEHTOB | )

(nen) oovremom ot 101 10 200 1HCTOB.

15. | IIposejnenre KoMIuiekca paboT Mo yNOPsSJOYCHHIO apXWBHBIX | €AMHHULIA
JIOKYMEHTOB TOCTOSIHHOTO CPOKa XpaHeHUs C O(OopMIeHHEM XpaHeHus(1es10
akta. CHCTEMATH3ALHS JIUCTOB B Jle]aX, MOIINBKA JOKYMEHTOB | )

(nen) o6bemoM cabime 201 nucra.

16. Co3jaHie Hay4dHO-CIIPABOYHOIO  amnmapara K  KOMIUICKCY
MpOLIeAINX yIopsil04eHHe apXUBHBIX JIOKYMEHTOB. | | JIUCT
CocTaBleHHe MCTOPHYECKOH CIpPaBKM M MPEIUCIOBHH O ¢dopmara A4
dbongoobpazoBarensax U poHaax.

17. | Co3manue HAy4HO-CIIPABOYHOIO ammapara K  KOMILIGKCY
MpoIIenX yIopsiIoueHHE apXHUBHBIX JIOKYMEHTOB. | OIHUCh
OdopmiieHHe OIUCH.

18. CocTaBleHHe aKTa O BbIJEJIEHHH K YHWUYTOKCHHIO J€l H | MO3HLHMA aKTa
JIOKYMEHTOB, He TOJIEKAUMX XPaHEHHIO, HE SBJIAOLIAXCAH
MCTOYHHMKOM KOMILJIEKTOBAHMUS

19. | Pa3zpaboTka HOPMATUBHO-METOANYECKUX JIOKyMEHTOB, | | ——
moJuUTekKalluX repejaye Ha XpaHeHHe. HOMEHKJIATYDHI
Pa3pa6oTKa HOMEHKJIATypbl Ie]l OpraH13alHy.

20. | Pa3paborka HOPMATHBHO-METOAHYECKHX JIOKYMEHTOB,

MoJUIeKAILMX Tepeiaye Ha XpaHeHHe. ycayra
PazpaboTKa M0J10KeH|s 00 apXuBe OpraHu3aliy.

21. Pa3paboTka HOPMaTHBHO-METO/INYECKUX JIOKYMEHTOB, | yciyra
MoUTeXalluX rnepeaayde Ha XpaHeHHe.

Pa3paboTKa 0JI0KeHH!s 06 IKCIIePTHOH KOMHUCCHH OpraHU3aliy.

22. | Pa3pabotka HOPMAaTHBHO-METOMYECKUX JIOKYMEHTOB, | yciyra
MoJUIeKalUX Nepeaye Ha XpaHeHHe.

Pa3pa6oTKa MHCTPYKLHMH 110 JIeI0NPOU3BOICTBY.
23. | Pa3zpabotka HOPMaTHBHO-METOANYECKHUX JIOKYMEHTOB, | ycayra

MoJUIeKAlHMX epe/iaye Ha XpaHeHHE.
CocraBjieHHe NacnopTa apXusa.




24. eAMHMIIA

[IpoBepka HaIUYKs U COCTOSTHHS [eN B ApXHUBE YUpexKACHUs XPpaHCHHA
(zeno)

25. apXuBHas
HcrionHeHne TeMaTHyecKuX 3alpocoB, B T.4. GHOrpaudeckux, "
00 MMYILIECTBEHHBIX MpaBax Mo J0KyMeHTaM. 1o pykomucHbIM r—
AcTaM. BBINMCKA

26. apXuBHas
HicroniHeHHe TeMaTHYECKUX 3alpoCoB, B T.4. GHOrpaduuecKux, cripapka/
00  WMYIIECTBEHHBIX @paBax 10  JOoKymeHTam. Ilo e —
MAaIIMHOMHCHBIM JIejIaMm. e —

27. VicnionHenne TeMaTH4eCKUX 3ampocoB, B T.4. Ouorpaduueckux, apXHBHAA
00 MMYIIECTBEHHBIX NPaBaX 10 JOKyMEHTaM, 110 KATAIOraM enpasica/
KapToTtekam (10 JOKYMEHTaM ¢ TOYHBIMH [TOMCKOBBIMH e
AAHHBIMH: J1aTa ¥ MECTO POXKAeHHs, Opaka, CMEpTH, 1aTa U HoMep BRIIHCKA
peLIeHHs OPraHOB BJIACTH M OpraHU3aLuii)

28. | CpouHOe  HCIOJHEHHE  TEeMaTHYECKOro 3arpoca 00 | apxuBHas
HUMYIIECTBEHHBIX npaBax 1o KOHKPETHOMY | cripaBKa/
PacropsKeHHIO(PELIEHHIO) ¢ yKa3aHHeM ero AaThl HOMepa B | apXHBHas
Te4eHHe 2-X paboyux JHei. BBIITMCKA

29. | Cpounoe HCIIOJIHEHHE TEMaTHYeCKHUX 3aMpoCoOB | apXHBHAas
(buorpapuuecknx M 06 MMyLIECTBEHHBIX npaBax) 0 | cripaBka/
PYKOIHMCHBIM JI€]1aM 110 MHCbMEHHO# npockbe 3asBuTeNs (Cpok | apxuBHas
HCroHeHHs — oT 1 10 10 paGounx aueir) BBIITUCKA

30. | Cpounoe UCTIOJTHEHHE TEMaTHYECKHX 3alpOCOB | apXHUBHas
(buorpaduueckux U 06 MMyIIECTBEHHBIX npaBax) 10 | cripaBka/
MAIIHHOIHUCHBIM ZIe/laM M0 MHChMEHHOH NpockOe 3asBHTeNs | apxHBHas
(cpox ucnonHenus — ot 1 g0 10 paGouux JIHEeH) BBIITUCKA

31. apXuBHas
Beinaua nybnukara wim nepeo(popmiIeHHe apXHUBHOM CIIpaBKHu cripaBka/
B3aMEH yTEPAHHOM 110 BHHE 3asBUTEIs. apXHUBHasi

BBIITUCKA

32 apXuBHas
Odopmienre HeckombKHX IK3EMIUISPOB apXHUBHOH CIPABKH I10 | CripaBKa/
npocs0e 3asiBUTENS. apXHBHas

BBIITHCKA

33. | CpoyHoe wucnomHeHHe 3alpOCOB  COLMAJILHO-TIPABOBOIO | apXHBHAsl
XapakTepa Mo npocede u corsacust 3asutens 10 10 mmeii ¢ cripaBka/
MOMEHTa o0paleHus. apXHBHasi

BBINIHCKA

4 Cpounoe  ucronHenwe  3ampocos COLHMABHO-NPaBoBOro | “PABHAA
XapakTepa IO Mpock0e M cornacus 3asBHTENs 40 S5 mHell ¢ N

apXuBHas

MOMe€HTa oOpalleHusl.

BBITTHCKa




35.

M3rotoBieHne KONMUH apXUBHBIX JIOKYMEHTOB H II€YaTHBIX
W3/laHUM  TEXHHYECKMMH CpeACTBAMU apxXuBa C Y4YeTOM
TEXHOJIOrHH U hopMaTa KOIMPOBAHHUS.

KOImus

36.

Beirpyska uHbopMauun U3 6a3 JaHHBIX apxuBa, (oHIa
110JIb30BaHUs ApXHUBA.

3aI1uChb

37

UsrorosieHre MUQPOBBIX KOMUH apXMBHBIX JIOKYMEHTOB H
MeyaTHbIX M3JaHUil TEeXHMYECKUMH CpeJICTBaMH  apXuBa,
TeXHHYECKMMHM CPEJCTBAMH apXHBa C BBIE3JIOM CIIEIIHAIHCTA HA
MEeCTO, COOCTBEHHBIMU TEXHUYECKHUMH CPEJICTBAMHU 3aABUTENS HE
6osee 100 auctoB (Kaapos, oOpa3oB) B TedeHHH paboyero JHs B
anektpoHHoM Buje (CkaHMpoBaHHE apXMBHBIX IOKyMECHTOB,
neyatHsIx u3aanui, 10 300 dpi, bopmar AS-A3).

Kazap

38.

WsrotoBnenne LM(QPOBBIX KOMHH apXMBHBIX JIOKYMEHTOB M
[leYaTHBIX M3JaHMH TEXHHYECKMMHU CpeJICTBaMH  apXHBa,
cOOCTBEHHBIME TEXHMUYECKHMH CPECTBaMH 3asiBUTeNs He Oonee
100 muctoB (kampoB, oOpa3oB) B TeyeHWH pabodero IHA B
snekTpoHHOM Buje. CKaHMpOBaHHE apXHBHBIX [1O0KYMEHTOB,
neyaTHBIX W3xanuii, 10 600 dpi, bopmar AS-A4, A3-A2.

Kazap

35

3amuch  M3FOTOBJEHHBIX — LM(POBBIX  KOMHMI  apXMBHBIX
JIOKYMEHTOB, Haxojsimxcs B (QoHIe TI0/1b30BaHMs, Ha
3JIeKTPOHHBINA HOCHTEJIb M0JIb30BaTeIs.

40.

M3roToBjeHHe KCEPOKOMHI apXUBHBIX JIOKYMEHTOB U NEYaTHBIX
uszanuii (1oxkymenToB GopmaTa A 4 0c000 HEHHBIX nen).

JIUCT

41.

U3roToBiieHHe KCEPOKOMHUH apXUBHBIX JIOKYMEHTOB H NE4aTHBIX
u3aanuil (10KyMeHTOB (opMata A 4 T0OKYMEHTOB I KaTeropuM)

JIUCT

42.

M3roToBiieHHe KCEPOKONU apXMBHBIX IOKYMEHTOB U NE4aTHBIX
u3naHuil (TOKyMeHTOB A 4 TOKyMEHTOB 2 KaTeropuH).

JIUCT

43.

M3roToBjieHHe KCEPOKOIHit apXMBHBIX JIOKYMEHTOB M MEYaTHBIX
u3naHuit (IOKyMeHTOB A 4 IOKyMEHTOB 3 KaTeropuu).

JIUCT

44.

M3roToBieHHe KCEPOKOMHMI apXUBHBIX JOKYMEHTOB M NEYaTHBIX
u3nanuii (JokymMeHToB popmara A 3 0000 UEHHBIX aen).

JIUCT

45.

M3roToBiieHHe KCEPOKOIHit apXMBHBIX JOKYMEHTOB 1 MEYaTHBIX
u3nanuil (10KyMeHToB dopmata A 3 10KyMeHTOB | KaTeropum).

JIUCT

46.

U3roToBiieHNHe KCEPOKOMHI apXUBHBIX IOKYMEHTOB M NEYATHBIX
n3naHuil (JOKyMeHTOB A 3 JIOKyMEHTOB 2 KaTEerOpUH).

JIUCT

47.

M3roToBjieHHe KCEPOKOMHUi apXUBHBIX JIOKYMEHTOB U MEYATHBIX
n3naHuil (JOKyMeHTOB A 3 JIOKyMEHTOB 3 KaTeropuH).

JIUCT

48.

[lofroToBka W Bbljaua II€UaTHBIX M3AaHMH, TOKYMEHTOB
[1ONB30BATEI0O B UHWTAIBHBIA 3al €IMHOBPEMEHHO CBEpPX
yCTaHOBJIEHHOTO 00beMa B COOTBETCTBHH C 3aKOHOJATEeIbCTBOM
P® B Teuenuu pabouero JAHs;, paHee YeM Hepes 2 pabo4MX JHs CO
nHs oopMIIeHHS 3aKa3a.

JIeNno

49.

[TogroroBka W BblJada revyaTHbIX W3IaHUM, JOKYMECHTOB
MoJib30BaTe/Ito B yHTalbHBIM 3aj1 €JWHOBPEMEHHO CBepX

JEeJ0




YCTaHOBJIEHHOTO 00beMa B COOTBETCTBHHU C 3aKOHOATEILCTBOM
P® B Teuenun pabouero jHs.

50. | Koncynbraums cneumanucra B ycTHOHW (opme Mo Bompocam
OQopmIIeHHs TpaB Ha HEIBHKMMOCTh M BOMPOCAM COLMAJIBHO- | yCIyra

MpaBoOBOI0 XapakTepa.

51. | KoncynbTauus cnenmanicra B IUCbMEHHOM Gopme 1o yciyra
BOTIpOcaM 0(OpMIICHHS IPaB HA HEABHKHMOCTb U BOIIPOCAM
COLIMAJILHO-TIPABOBOTO XapakTepa, Tpelyroias H3y4eHus U
aHaJlu3a JIOKyMEHTOB.

2 KoncynsTupoBanue no Bonpocy GpopMiupoBaHus nakera ycayra
JIOKyMEHTOB HEOOXOMMOT0 JUIsl pErHCTPalluM NPaBa
COOCTBEHHOCTH Ha 00BeKTH! HeiBUKUMOCTH (1 06BeKT), Ge3
0¢opMIIeHHS HOTAPHATLHON A0BEPEHHOCTH Ha ClIELMATHCTA.

53. | Ilpeacrasurenscto B cyzne (1 cyne6Hoe 3acemanue) mo Jenam, | ycayra
CBA3aHHBIM C O(OPMIICHHS NPaB Ha HEABHKMMOCTh H BOTPOCAM
COLIHAJIbHO-TIPABOBOTO XapaKTepa.

54. CocraBiieHHe HCKOBOTO 3asBJICHUS B CY/Z 110 ies1aM, CBS3aHHBIM C | yciyra
o(OopMIIEHHS TIpaB Ha HEABMKMMOCTH W BOIIPOCAM COIHAIBHO-
NPaBOBOI0 XapakTepa.

55. | IlonHoe BexeHue fiena, CBA3AHHOIO C ohopMIIeHHUS NpaB Ha yciyra
HEIBHKMUMOCTE H BOIIPOCAM COLIHAILHO-NIPABOBOIO XapaKTepa ¢
0(OpMIIEHHEM JIOBEPEHHOCTH HA COTPYAHHMKA (B TOM uncne
cOop nakeTa JOKyMEHTOB /U 06paIeHus B cyn).

O¢opmiieHue 0BEPEHHOCTH HA CIIELMANNCTA He BXOAMT B CTOMMOCTb YCIIyTH
Ne 53,55.

B croumocts ycnyr 52, 54, 55 He BXOAMT CTOMMOCTB ILIATHBIX 3anpocoB (B
Pocpeectp u 1.11.).




