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AIMUHUCTPALINA MYHUIIUITAJIBHOI'O OBPA3OBAHUA
I'OPOJICKOI OKPYT «OXMHCKHUI»

IHOCTAHOBJIEHHUE

r. Oxa

O BHECEHNU JONOJHEHUHN U U3MEHECHUHU

B

IIOCTAaHOBJICHUC AIMUHUCTpallun

MYHUILIUTIATILHOTO o0Opa3oBaHUs
rOpoJCKOM OKpyr <«OXHHCKHII» OT
11.03.2014Ne 113 <«©©O0 yTBepKICHUH
aJIMUHUCTPATUBHOTO periiaMmenTa
MPEIOCTaBIICHUS MYHULIUTIATEHOM
yenyru  «COOp M TOATOTOBKA
JIOKYMEHTOB, HEOOXOMUMBIX ISt
BHECEHUS NPEJI0KEHU N 0
HArpaxxAeHUU ponurenen
(ycbrHOBHUTEIIEH) OpIeHOM
«Poaurensckas claBa», MEIalbIO
opIeHa «Ponurennckas cllaBa»,
MHOTOJIETHBIX ~ MaTepell  MeJanblo
CaxanmuHckoi obmactu «MatepuHcKas
claBa»

B cootBercTBuu ¢ ®enepanbubimM 3akoHOM oT 27.07.201QNe 210-D3 «O06 opranuzanuu

IIPEAOCTABIICHUs T'OCYJaPCTBEHHBIX U MYHULIUITAJIBHBIX YCIYT>,

I[TOCTAHOBJIAIO:

1. Buectu B pazmen |l agmuHMCTpaTHBHOTO periamenra (manee - Permament),
YTBEPXKJACHHOTO TOCTAHOBIIGHWEM aIMUHUCTPAIMM MYHHUIIUIAIBHOTO 00pa3oBaHUs
ropoackoit  okpyr «OxwmHckuii» ot 11.03.2014 Ne 113 €0 yTBepKIACHUH
aIMUHUCTPATUBHOTO pErilaMeHTa MPEIOCTaBICHUS MYHUIMMAIBbHONW yciuyru «COop
MOJTOTOBKA JOKYMEHTOB, HEOOXOIUMBIX /JIsi BHECCHHS MPEMIOKEHUNW O HarpakIeHUH
pomutencit  (ychlHOBHUTENCH) opaeHoM «PoauTenbckas cjaBa», MeIalbl0 OpjcHa
«Ponmurtenbckasi claBa», MHOTOJETHBIX Marepedl Menanbio (CaxaamHCKOW 001acTu
«MarepuHckas ciaBa»  «CocTaB, MOCJIEIOBAaTEIbHOCT U CPOKM  BBITTOJTHEHUS

aJIMUHHUCTPATHBHBIX Mpoueayp (neiicTBuii), TpeOOBaHMS K OPSIKY UX BBIIOJIHEHHS, B TOM



qucie OCOOCHHOCTH BBITIONIHEHHMS aIMHHHUCTPATUBHBIX mpolenyp (meiictBuii) B
AIIEKTPOHHOM (popme», MyHKT 3.5 €DcoOEHHOCTH MPEeIOCTaBICHUS MyHUIIUTIAIBHBIX YCIIYT
B MHOTO()YHKIIMOHAJIBHBIX LIEHTpax» (Ipuiiaraercs).
2. Ilyakr 5.3.8 pasmema 5. «locyneOubiii (BHeCYacOHBIH) MOPSIOK 00Kaa0BaHUS
pemiecHuit U AekcTBUil (Oe3MelCTBUA) OpraHa, MPEIOCTABISIONIEr0 MYHHIUIAIBHYIO
YCIIYTY, a TaK)Ke €ro TOJDKHOCTHBIX JIUI» PernmaMeHTa u3I0KUTh B HOBOM PEIaKIINH:
«Jl0MKHOCTHBIC JTUI]A OpTaHa MECTHOTO CaMOYIPABIICHUs, HAJCIEHHBIC TOJTHOMOYUSIMU
[0 PacCMOTPEHMIO KaloO Ha HapylleHUEe MOpsAKa MPEeIOCTaBICHUS MYHUIIUIAIbLHOU
YCIIyTH, 32 HapylIeHHE MOPsIKa WK CPOKOB PACCMOTPEHHUS Kaio0bl, THOO HE3aKOHHBII
OTKa3 WM YKIOHCHHWE YKA3aHHOTO [OJDKHOCTHOTO JUIla OT TMPHUHATHS €€ K
PaCCMOTPEHHIO HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C HacTsAMU 3 U 5 cTathl 5.63
Konekca 06 anMuHUCTpaTUBHBIX MTpaBoHapylieHusx Poccuiickoit deneparum».
3. JHoGauts myHkT 5.3.9 B pasmen 5. <«locyneOHbiii (BHECYAeOHBIN) MOPSIOK
o0)kaJoBaHUs pelIeHW | jAekcTBUil  (Oe3lmeiicTBHs) opraHa, MPEIOCTaBIISOIIEIO
MYHUIIUTIAIBHYIO YCIIYTY, a TakKe €ro JAOJDKHOCTHBIX JIMID PerimaMeHTa M M3JI0XUTH B
CleAyrouen peaakiuu:
«[Tonoxxenre 00 0COOCHHOCTAX MOAAYN M PACCMOTPEHUS Kajlo0 Ha PEIICHUS U ISHCTBH
(Oe3neiicTBUE) OpPraHOB MECTHOTO CaMOYIPABICHUS MYHUIUIIAIBHOTO OOpa3oBaHUsI
TOPOJCKON OKpYr «OXWHCKHI» M UX JODKHOCTHBIX JIUI], MYHHUIIMIAIBHBIX CITY)KaIlUX
OpPraHOB MECTHOI'O CaMOYIIPABJICHHUS MYHHIIMIAIBLHOTO OOpa30BaHUSI FOPOJICKON OKpYyT
«OXUHCKUI»  YTBEP)KIEHO IIOCTAHOBJICHHEM aIMUHUCTPAUU  MYHUIUINAIHHOTO
00pa3oBaHMs TOPOJCKON OKPYT «OXMHCKHUI».
4. Omny0nMKoBaTh HACTOSIIEE MOCTAaHOBJICHUE B razere «CaXxalWHCKUN HEPTSHUK» U
pasMecTUTh Ha OPHIIMATBHOM HHTEPHET - caiiTe agMuHucTparui. Www.adm-okha.ru.
5. Konrtponps 3a HCHOJIHEHHEM HACTOSALIETO MOCTAHOBJIEHUS BO3JIOXKHUTH Ha MEPBOTO
3aMECTUTEINS TIaBbl MYHUITUTIAIIEHOTO 00pa30BaHMs TOPOJCKOM okpyr «OxuHCKuii» B.U.

Huxkynuna.

I'1aBa MyHUIIUIIAJIBLHOTO 00pPa30BaAHMS
ropoackKoii oKpyr «OXuHCKHI» A.M. lIkpadamok



IIpunoxenue

3.50COBEHHOCTU NPEAOCTABJIEHUA MYHUIUITIAJIBHBIX YCIIYT
B MHOI'O®YHKIIMOHAJIbHBIX HEHTPAX

3.5.1 Pasmenienne uHdopManuyu 0 MOPAAKE NPEIOCTABICHUS MYHUIMOAILHOW YCIYIH B

NOMEIIEHUN MHOTO(YHKIIMOHAILHOTO IIEHTPa MPEJOCTABJICHUS TOCYIAPCTBEHHBIX W

MYHHUIAOATBHBIX yeruyr (nanee — MODII):

B MOI[ onpexneneHbl MecTa, MpeaHa3HaueHHbIC s HMH()OPMUPOBaHHS O TOPSIKE
MPEIOCTAaBICHUSI MyHULIUIIAJIbHON YCITyTH, KOTOPbIE BKIIIOYAIOT B CEOs:

a) nH(GOPMAIIMOHHBIC CTEH/IBI.

HNudopmaliioHHbIe CTEHIBI COAEpX AT aKTyalbHYI0O M HCYEpIBIBAIONIYI0 HH(OpMaIHIo,
HEOOXOUMYIO IS TIONyYEHUSI TOCYAAPCTBEHHBIX W MYHHUIIMITATBLHBIX YCIYT, MPEJ0CTaBISIEMbIX
B MHOTO(YHKIIMOHAJIHHOM LEHTPE, B TOM YHCIIE!

- 0 MEPeYHe TOCYNAPCTBEHHBIX (MYHHIIMIIAIBHBIX) YCIYT, MPEIOCTABISICMbIX B IICHTPE, a
TaK)Ke O TEPPUTOPUANBHBIX OpraHax (eaepaabHbIX OPraHOB MCIOJHUTEIHLHOM BIIACTH, OpraHax
UCIIOJTHUTENLHONW BiacTH cyObekra P®, opranax MecTHOro camoympasieHuss U (Win)
OpraHM3aIysIX, yYaCTBYIOIIMUX B IPEIOCTABICHUH TaKUX yCIYT;

- 0 CpPOKax MPEIOCTABJICHUS TOCYAAPCTBEHHBIX (MyHHIIUIIAIBHBIX) YCIYT;

- 0 TMepeyHsX JOKYMEHTOB, HEOOXOOUMBIX JJIsi TOJYy4YeHHUS TOCYyIapCTBEHHBIX
(MyHULIMTIAIBHBIX) YCIIYT;

- 0 pa3Mepax roCyJapCTBEHHBIX IMOIUIMH U HMHBIX IUIATEXEW, CBSI3aHHBIX C IMOJyYEHHEM
rOCYIapCTBEHHBIX (MYHHUIIMITAIbHBIX) YCIIYT, MOPSIKE UX YIUIATHI;

- 0 mopsike oOkajoBaHus aeiicTBuii (0e3AelCTBH), a TaK)Ke PEIICHU TOKHOCTHBIX JIHI]
TEPPUTOPUATHHOTO OpraHa (QeaepalbHOr0 OpraHa WCIHOJHUTENLHOW BIACTH, OpraHa
UCIIOIHUTENIHOW BIacTH CyObekra P®, opraHa MecTHOro camoympaBieHuss W (WJIH)
OpraHu3alliK, Y4aCTBYIOIICH B IPEAOCTABICHUH FOCYIapPCTBEHHBIX (MYHUIIMITAIBHBIX) YCIIYT;

- aIMUHUCTPATUBHBIC PETJIAMEHTHI MPEAOCTaBICHHS TOCYJapPCTBEHHBIX U MYHHUIIUIAIbHBIX
yeayr (winm kpaTkue (OpMBI MO KKAOMY aIMHHHCTPATHBHOMY pETJIAMEHTY, COJICpIKAIIHe
KJIFOYEBYIO HH()OPMAITHIO JIJIs TOTPEOUTENEH yCIyT);

- pHUCYHKH, OJIOK-CXeMbl  aJIMHUHUCTPATUBHBIX TMPOLEAYp TOCYJapCTBEHHBIX U
MYHULIMNIAJIBHBIX YCIYT, MPEIOCTaBISEMbIX B MHOTO(QYHKIIMOHAJIHLHOM IIEHTpE U HHbIE
rpagpuueckue H300paXKEHHs, OMHUCHIBAIOIIME M Pa3bSICHAIOLUIME MpaBUiIa U OCOOECHHOCTH
MOJIyYEHUs TOCYJapCTBEHHBIX W MYHULIUIMAIBHBIX YCIIYT;

- tpadpuk (pexum) paborei M®IL[, HOMEpa eIWMHOTrO CrHpaBOYHOrO TeiedoHa, aapec
odpunmansHoro MHTepHeT-caiiTa u 31eKTpoHHOM mouTsl MDII;

- TIOYTOBKIN anpec, TenedoH, aapec SMEKTPOHHON MOYTH U aIpeC PErMOHAIBHOTO MOpTaia
roCy/IapCTBEHHBIX U MYHUIUNAIbHBIX YCIYT;

- Ipyrue uH(pOpMaIMOHHBIE MaTEpHUalbl, HEOOXOIUMBIC IS MOJYYCHUS TOCYAaPCTBEHHBIX
¥ MYHUIUTIATBHBIX YCIYT B MHOTO(QYHKIIHOHATBHOM LIEHTPE.

0) wuHGMOPMALMOHHBII KHOCK (Mupomar) — mporpaMMHO-aNmapaTHBIi KOMILICKC,
npelHa3HauYeHHbIA 11 oOecredeHHuss BO3MOKHOCTH JOCTyIa 3asBUTENEH K HHQOpMaIuu o
rOCyIapCTBEHHBIX (MYHHUIIMITAIBHBIX) YCIIyTaX U X0j1¢ uX npegoctaieHus B MOII.

3.5.2 [lomaya 3agBHUTENEM 3ampoca W HHBIX JIOKYMEHTOB, HEOOXOIUMBIX JUis
IPEIOCTABICHUS MYHHUIIUITATLHOU YCITYTH:

[Tpu mocTymjaeHUM 3asBIE€HUS O MPEIOCTABICHUH MYHULIUIAIBLHOW YCIYTH CIELUaINCT
MOII:

- pErucTpupyer 3asBJICHHE U TMPEACTAaBICHHBIE JOKYMEHTHl B COOTBETCTBUU C
yCTaHOBJIEHHbIMU B M@ npaBriiamu 1en0npou3BO/ICTBa,;

- yCTaHaBJIMBAaeT IMpeaMeT  oOpalleHus  3asBUTENs, [POBEpPSET  COOTBETCTBUE
MPEJICTABICHHBIX JOKYMEHTOB TpEeOOBAHHSM, YCTAaHOBJICHHBIM B  aJMUHHUCTPATHUBHOM
periamMeHTe MpeA0CTaBICHHUs] MyHUIIUTIATIbHON YCIIyTH;




- CBEpsET MPEACTABICHHBIE OHK3EMIUISIPbl OPUTHHAIOB H KOMUUA JOKYMEHTOB, MpHU
HEO0OXOIUMOCTH MPOU3BOJUT KOMUPOBAHUE JOKYMEHTOB,;

- TpU YCTAaHOBJICHUH (AKTOB OTCYTCTBHS HEOOXOTUMBIX JTOKYMEHTOB HWH(MOPMHUPYET
3agBUTENS 00 3TOM U MPEAYNPEkKAAECT O BOZMOKHOM OTKa3e B MPEIOCTABICHUU MYHUIIUTIATHHON
YCIIYTH,

- BHOCUT HH(OPMAIIUIO O TTPUEME 3asIBIICHUS B AJIEKTPOHHYIO 0a3y gqaHHBIX MOIL];

- B Cllydae IMOJIHOTO KOMIUIEKTa IOKYMEHTOB BHOCUT MH(OPMAIUIO O KOHTPOJILHOM CpPOKE
BBIJIAYX pe3yJbTaTa NPEIOCTABICHUS MYHULIUIIAJIBHON YCIyTH 3asiBUTEIO;

- ohopMIISIET IBa IK3EMIUISIPA PACIIMCKH O MPUEME TOKYMEHTOB, MepelaeT OJIUH 3asiBUTEIIO,
BTOPOI1 3K3EMIUISIp PACIIUCKH OCTABIISET y ceos;

- MpPUCBaWBaeT WIACHTH()HKAIMOHHBI HOMEp 3asBIICHUIO, BBOIUT B JJICKTPOHHYIO 0azy
JnaHHbIX MOI] nuyHble TaHHBIE 3aSBUTEINS U ONUCH JOKYMEHTOB, IIPEACTABICHHBIX 3asSBUTEIIEM;
CKaHUPYeT 3asBIICHUE M ONMHUCHh JOKYMEHTOB, TOJYYEHHBIX OT 3asBHUTENS, ISl GOPMHUpPOBAHUS
3JIEKTPOHHOTO JINYHOTO JIeJ1a 3asIBUTENS,

- perucTpupyer UACHTU(DHUKAIMOHHBIN HOMEp 3asBIECHUS M (PAKT MpuemMa JOKYMEHTOB OT
3asBuTeNs B JXKypHane perucrpauuy npueMa u BblIadu JOKYMEHTOB;

- (hopMupyeT JMYHOE AEJIO 3asBUTEINS, KOTOPOE MPeJCTaBIseT cO00i cOpOIIIOPOBAHHBINA U
HNONUINTHIA B OO0JIOKKY JHMYHOTO Jiela KOMIUIEKT JOKYMEHTOB, TMOMELIAeT B JIMYHOE [eJ0
3asiBUTENISI BTOPOU SK3EMILISIP PACTIMCKU O MPUEME TOKYMEHTOB,

IepeaeT JMYHOE JIEeJI0 3asiBUTENS CIELHUAINCTY, OTBETCTBEHHOMY 3a JI€JIONPOU3BOJICTBO
Ui TIOCJenyIolled mepelayd B OpraH MECTHOIO  CaMOYIPABICHHUS, HMCHOJHSIOMIINI
MYHHULUIIAJIBHYIO YCIIYTY.

Crnenmanuct M®II, oTBeTCTBEHHBIN 3a 1€TOMPOU3BOJICTBO:

- BBOJAUT B DJIEKTPOHHYIO 0a3y JaHHBIX JaTy OTIPAaBKU JOKYMEHTOB 3asBHUTENS B OpraH
MECTHOTO CaMOYTIPABJICHHUSI, UCTIOTHSIOMUNA MYHUIIUTIATBHYIO YCIIYTY,

- KOHTPOJHUPYET U (UKCHUPYET B DJIEKTPOHHOIN 0a3ze AaHHBIX (PAKT TOCTABKH JTOKYMEHTOB
3asBUTENISI B OPraH MECTHOT'O CaMOYIIPABJICHHS], UCTIOTHSAIOMINN MYHULIUTTAIBHYIO YCIIYTY.

3.5.3 [lpuem u perucrpaius JOKyMEHTOB, NocTynuBmux u3 MOIL:

Crenuanuct opraHa MECTHOTO CAMOYIIPABJICHUS, UCIIOIHSIONIET0 MyHUIIMTTAIBHYIO YCIIYTY,
OTBETCTBEHHBIN 3a TPUEM TIOKYMEHTOB 0T MDILI:

- npu nomydyeHuu or MODI[ 10KyMeHTOB 3asBUTENCH, MPOBEPSAET UX KOMIUIEKTHOCTD,
PErUCTpUpPYET NPHUHATHIE 3aABJICHHUS W JOKyMEHTHl B JKypHaie peructpanuu 3asBICHUI
rpaxnaas, noxy4yeHHbix oT MOLJ;

- B CJIy4Yae HECOOTBETCTBHS KOJMYECTBA IOJYYEHHBIX JTOKYMEHTOB OIIMCH BIIOXKEHUS,
BO3BpallaeT naker JokyMeHToB B M®DII;

- MOCJE HAJOXKEHUS PE30JIOLMH PYKOBOJMUTEIEM OpraHa MECTHOIO CaMOyIpaBJIeHUS,
MPEJIOCTABISAIONIETO MYHULMIAIBHYIO YCIYry, TMepelaeT JOKYMEHTbl Ha pPacCMOTpPEHUeE
CIELHATIUCTY, OTBETCTBEHHOMY 3a UCIIOJHEHNE MyHUIUIIATbHON YCIYTH.

3.5.4 [loaroToBka makeTa JOKYMEHTOB C PE3YJIbTaTOM MPEIOCTABICHUS MYHHIIMIIATLHON
ycayru aid nepegaun B MOIL:

Crnenuanuct, OTBETCTBEHHbBIN 32 UCTIOJHEHUE MYHUIIUTIATBHON YCIyTH:

- paccMaTpuBaeT MOJIYYEHHOE 3asBIIEHWE M JIOKYMEHTHI, MOATOTABINBAET CBEIACHUS JIMOO
MOJATOTAaBIUBAET WHGPOPMAIUI0 O HEBO3MOXKHOCTH IOATOTOBKH CBEACHHWM IO OCHOBaHUSIM,
YCTaHOBJICHHBIM B aJMHUHHMCTPAaTUBHOM PETJIAaMEHTE IO MPEJOCTABICHUI0 MYHHUIUIIAIbHOMN
YCIIYTH,

- MMOATOTOBJICHHBIE CBEACHUS JTUO0 MHPOpMAIUs O HEBO3MOXKHOCTH MOATOTOBKHU CBEICHUMN
NEepelaloTCsl Ha PACCMOTPEHHE M YTBEPXKJICHHE PYKOBOJIUTEII0 OpraHa MECTHOIO
CaMOYTIPABJICHHUs], UCIIOIHSOIIET0 MYHULIUTIAIBHYIO YCIIYTY;

- TIOCJIE COTJIACOBAHUS PYKOBOJUTEIEM OpraHa MECTHOTO CaMOYIIPaBJICHHsI CBEEHUHN JTNOO
uH(pOpMallMd O HEBO3MOXKHOCTU TOATOTOBKH CBEACHUMN, CIEUANINCT, OTBETCTBEHHBIN 3a
WCIIOJIHEHUE MYHHUIIUNAIBHOM YCIyTH, CIEUHUAUCT, OTBETCTBEHHBIA 3a AEJIONPOU3BOICTBO,
yBenomiiieT M®PIL] 0 TOTOBHOCTH pe3yibTaTa Mpel0CTaBICHUS MYHUITUITAIBHON YCIYTH.




3.5.5Bb1naua pesyapraTta MyHUIIMIAIEHON YCIYIH.

Cnennamuct MO®LI, 0OTBETCTBEHHBIN 32 AEIOMPOU3BOJCTBO:

- PpEruCTpUpyeT TOJIydeHHE JOKYMEHTOB OT OpraHa MECTHOrO0 CaMOyIpaBJeHUs,
WCITOJTHSIONIETO0 MYHHUIIUIIAIIBHYIO YCIYTy, B JJIGKTPOHHOW 0asze nmaHHbix M®I] u ormpaBnser
3asIBUTENIO YBEJOMIICHHE;

- B Cjlydae HEOOXOJMMOCTH Tepelaud JTOKYMEHTOB 3asBHUTEIIO JIMYHO, MHOOPMHUPYET
3asBUTENSI O BO3MOKHOCTU TMOJIYYEHHS! JOKYMEHTOB JMYHO, BPEMEHU U MECTE MOJIyYCHUS
JOKYMEHTOB yKa3aHHBIM B 3asBJIICHMH CIocoboM u mepemaer crnenuanmucty MOI],
OTBETCTBEHHOMY 32 BbIJauy JOKYMEHTOB.

Cnennamuct MO®LI, 0TBETCTBEHHBIN 32 BbIJIAYy TOKYMEHTOB:

- peructpupyeT (HakT MOTydeHHs] JOKYMEHTOB KIMEHTCKOW CITy>KOOW B DIIEKTPOHHOU 0aze
JaaHbix MOI];

- TpU JUYHOM OOparieHuu 3asButTens (MPEICTaBUTENS 3asBUTEINSA) MEpelaeT eMy
JIOKYMEHTBI P MPEAbSIBICHUH:

JIOKYMEHTA, YIOCTOBEPSIOIINIA TUYHOCTH 3asBUTEIS JTUOO0 €ro MpeCcTaBUTE,

JIOKYMEHTA, TOATBEPKAAIOIIETO MTOJTHOMOYHS TPEACTABUTEIS 3asIBUTEIIS,;

- IeNIaeT OTMETKY B DJIEKTPOHHOM 0a3e maHHbix M®I] o BbIgaue JOKyMEHTA 3asSBUTEINIO.

3asBUTENh MOATBEPXKAACT (DAKT MOITYYEHHUS JOKYMEHTOB JIMYHOW moanuchio B JKypnare
perucTpanyu npueMa 1 Bolgadu 10KkyMeHTos MOII.

3.5.6 OcoOEeHHOCTH BBINOJHEHHS BBIINICYKA3aHHBIX JEHMCTBUH OCYILECTBISIOTCA C YUCTOM
3aKJIIOYCHHOrO COTJIAIICHHS MEKJY OpPraHOM MECTHOTO CaMOVIPABICHUS, IMPEAOCTABIISIONICIO
MYHHIIUOATBHYIO yeayry, 1 MDIT,




