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IToso:kenue
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1. O6me moJ10:KeHus

1.1. Tlonoxenue o0 opraHu3auuu padOTHl O PACCMOTPEHUIO OOpaIlleHUH TIpakJaH U
fopuanueckux Jmi (mamee — ITosoxkeHue) pa3pabOTaHO B IENSIX TOBBIIICHHS KavyecTBa
WCTIONMHEHUS! W JIOCTYIMHOCTH pe3yJbTaTOB pPAcCMOTPEHUs] OOpalleHUud TpakaaH U
IOPUANYECKUX JUI, CO3JaHHsI KOM(OPTHBIX YCIOBHMM MJii YYaCTHUKOB OTHOIICHHI,
BO3HHUKAIOIIMX  TMPH  PACCMOTPEHHHM  OOpalleHHHl  TpaXJaH W OPHUIAYECKHX
JUII, U OTpeNessieT CPOKH U MOCIe0BaTeIbHOCTh NEHCTBUI MyYyHUIIMIAIBEHOTO OFOI)KETHOTO
obmeoOpa3zoBarenbHOro yupexaeHus [loneBckoro MyHHIIMMAaNsHOTO OKpyra CBepAIOBCKOM
obmacti «Cpenusisi oOmieoOpasoBarenbHas mikojga Nel8» (mamee — VYupexaenwe) 10
paccCMOTpeHHIO OOpalleHUuH TpaxkJaH U IOPUAMYECKUX JIMI, a TaKkKe MOPSI0K
B3auMmopeiicTBus  Yupexaenus c OMC  Vmpaenenue  obOpazoBanuem  [loseBckoro
MYHHIIMIIAIBHOTO OKpyra CBEpJIOBCKON obmactu U JpyTUMU OpraHu3alusIMH U
BEJIOMCTBAMH MPU PACCMOTPEHUH OOpAIIeHU Tpak/IaH U FOPUTUIECKUX JIHII.

1.2. Paccmorpenue oOpamieHuid TpaxJaH ¢ OPUIUYECKHX JIMI  OCYIIECTBISETCS
VYupexxieHneM B COOTBETCTBUHM C JIEHCTBYIOIIMMHA HOPMATUBHBIMU JJOKYMEHTAMHU:

1.3. Pe3ynbpraToM paccMOTpeHUs OOpalleHUu TpakIaH U IOPUAMYECKUX IIUI[ SBISIOTCS
HampaBJieHWe TMHCHhbMEHHBIX ¥ TIPEIOCTABICHHWE YCTHBIX OTBETOB B YCTaHOBJICHHBIX
3akoHoarenbcTBOM Pocculickoit denepanuu cinyyasx.

1.4. PaccmotpeHuro mojjiexar oOpaimieHus Bcex rpaxkiaaH Poccuiickonr ®enepanuu u
IOpUANYECKUX JIMIl, a Tak)Ke WHOCTPAHHBIX TpaKJaH M JUIl 0e3 TpaxJaHCTBa, 3a
HCKJIIOYCHUEM CJIy4aeB, YCTAHOBJEHHBIX MEXKIYHAPOJHBIM JOTOBOpoM Poccuiickoi
denepanuu unu QeaepaibHBIM 3aKOHOM.



1.5. CBexeHuss 0 MecTe HaxXOXICHHS YUpexIeHHs, rpaduke ero paboTel, TenedoHax U
azpecax 3JIEKTPOHHOUN MmoYThl AOKHOCTHBIX il OMC VYmpasnenus oOpazoBanuem [IMO
CO, MOMKHOCTHBIX JIMIl YUpeXACHUs, ceKperapuara, TeiedoHax U aapecax IJIEKTPOHHOU
MOYTHl aIMUHHUCTPAIIMK Pa3MelaloTCs Ha O(pUIMaIbHOM caiite YupexaeHus, opuIalbHbIX
CTpaHMIAX YUpPEXKIEHUS B COLHAIBHBIX CETSAX, HA MH(POPMAITMOHHOM CTEHJIE YUpPEKIACHUS.
JIOTIOJTHUTENBHO pa3MelaeTcss HHPOopMaIus 0 Cocodax HampaBiIeHUS OOpaLCHUS:

e JIMYHBIN IIPUEM;

e Jlouta Poccun;

e D3JIEKTPOHHAs I10YTA,

e (axc;

e TenedoH,

e ®OI'MC "Egunblii mopTai rocyaapCTBEHHBIX U MYHHIMIAIBHBIX YCIyr (GyHKIni)";

o OI'UC «Mos mikoaa,

o kaHam MAX.
2. OpraHu3anms 1eJ10MpPoOU3BOJACTBA
2.1.. Opranmzamus pabOTHl C MUCbMAaMU W YCTHBIMH OOpAaIllEHUSIMU TpPa)KJAaH JI0JDKHA
obecrieynBaTh HEOOXOAWMBIC YCIOBUS IS OCYIIECTBICHHS TPEIOCTABICHHOTO U
rapantTupoBanHoro rpaxiaaHam Konctutynueir PO mpaBa oOpamiatscs ¢ MpeasioKeHUSIMH,
3asBJICHUSIMU U )Kajl00aMy B MUCbMEHHOM M YCTHOU (popMme.
2.2.. OTBETCTBEHHOCTh 3a OPraHU3alMI0O U COCTOSHHUE JEJONPOM3BOJACTBA MO MHCbMaM U
YCTHBIM OOpAaIeHUSIM TPaKJaH BO3JIaraeTcsi Ha PyKOBOIUTEIS Y UpEkKACHUS.
2.3.. Jlenompou3BOACTBO MO OOpalleHusIM TpaxkIaH BEAETCS OTIENbHO OT APYTUX BHJIOB
JIEJIONPOU3BOJICTBA U OCYLIECTBIISIETCS CEKPETapeM Y UpeKICHUS.
2.4. llpuHATue pelieHUusT MO PACCMOTPEHUIO IMHUCEM W YCTHBIX OOpalleHuil TpaxkIaH
OCYILIECTBIISIETCS PYKOBOJUTEIEM Y UPEKACHHUS.
2.5. HemocpencTBeHHOE HCHOJIHEHHE MOPYYEHUH IO MUChMaM M YCTHBIM OOpaIIeHUSM
rpakJaH OCYIIECTBISETCS OTBETCTBEHHBIMU PAOOTHUKAMHU YUPEKICHHS, 3aMECTHTEISIMU
JTUPEKTOPa B COOTBETCTBUU C (PYHKIIMOHATHHBIMU O0S3aHHOCTSIMHU.
3. Ilpuem u perucTpanus NUCbMEHHBIX 00paLeHHI IPAXKIAH U IOPUIHYECKHX JIHII
3.1. Bce mnocrynaromue B VYupexaeHUe OOpalleHus TpaxaaH U IOPUAWYECKHX JIMIL
MPUHUMAIOTCSI M PETUCTPUPYIOTCA B JI€Hb MX IOCTYIUIEHHS CEKpeTapeM YUpexIeHHUs B
COOTBETCTBHUH C JOJDKHOCTHBIMHU O0SI3aHHOCTSIMU.
3.2. Konuu nOKyMEHTOB, MOCTYMAWIIKe ¢ oOpaimieHueM (HarmpuMep, KOMHH aTTeCTaToB,
JMTUIOMOB, TPYAOBBIX KHIIKEK H JIp.), MPUKPEIUIAIOTCS K TEKCTy obOparenus. [lomydeHHbIe
MOJJIMHHUKY JIOKYMEHTOB, LIEHHble OyMaru BO3BpalLIatOTCs TpakaaHaMm. [Ipu cHATHHM Komuu
CeKpeTapb CTaBUT Ha HEH 3aBEPUTENIbHYIO HAJIIUCH.
3.3. OOpamenus TpakgaH, KOMHHA OTBETOB HAa HUX M JOKYMEHTHI, CBSI3aHHBIE C HX
pasperieHneM, GopMUpPYIOTCS B Jiesia B COOTBETCTBHHM C YTBEPKAEHHOW HOMEHKIATYPOH.
3.4. [TocTynuBIHMe MUChMa TPAXKIAH PETUCTPUPYIOTCS CEKPETapeM YUPEkKACHHUS B )KypHae
ydera (mpunokerue 1).
3.5.PeructpanmonHbiii  (BXOASNIMIA) HOMEp IMHChbMa COCTOMT W3 TOPSAKOBOTO HOMEpa
MHJIeKca JieJia 10 HOMEHKJIAType MOCTYIUBIIEro oOpalieHus B pejenax KajleHJapHoro roja.
3.6. Ecnm 3asBUTENH MpHCITAT HECKOJIBKO THCEM, HO 1O pa3HBIM BONPOCaM, TO Ha KaXI0e
MICBMO TPOCTABIIAETCS CBOM pPErMCTPAllMOHHBI HOMep. Ecim muceMo mnepeciaHo, TO B
xypHaie (B rpade «mprMevaHne») yKa3blBaeT, OTKYAa OHO MOCTYHHIIO (OT aJMUHUCTPAIIUH,
TOPOJICKOW TPOKyparypsl, oraena oOpazoBaHusi W T.a.) [IOBTOpHBIE MHChbMa CTaBSTCS Ha
KOHTpoJb. [Ipu pabore ¢ HUMU TOAOMPAIOTCS WMEIOIIMECS JTOKYMEHTHI 1Mo oOparieHusM
JTAHHOTO 3asiBUTENs. B s)KypHane yyeTa nmpucBauBaeTcs 04epeIHON perucTpalmoOHHbI HOMED.
3.7. Tlocne perucTpariu oOpaiieHHs] HAIMPABISIOTCS PYKOBOIUTENO YUPESKIACHUS IS
oopMIIeHHs PE30TIONNHU C YKa3aHUEM UCIIOTHUTEINS, OPs/IKa U CPOKOB UCTIOJIHEHUSI.



4. TpeGoBaHusi K 00palIcHHIO

4.1. [luceMeHHOe oOpallleHle rpaXx/1aHuHa JOJDKHO COIEPKaTh HAMMEHOBAaHUE Y UpeXIeHUs,
100 haMuIInIO, UM, OTUYECTBO JTOJKHOCTHOTO JIMIIA JINOO €ro JOJKHOCTh, CBOM (haMHIIUIO,
UMsI, OTYEeCTBO (IIPH HAJIMYKMHK), TOYTOBBIN aJpec, MO KOTOPOMY HY)KHO HAIPaBHTh OTBET,
YBEIOMJICHHE O TIepeajpecanud oOpamieHus, JaTy ¥ JUYHYI0 MOJIMUCh, a TaKXe CYyTb
obpamienus. B ciydae HeoOxoammocTu (4TOOBI MOATBEPAUTH CBOM JOBOJBI) I'PaKIaHHH
MOJKET MPHIJIOKUTH K MMCbMEHHOMY OOpaIIeHUI0 JOKYMEHTBI U MaTe€pUaIbl JINOO UX KOIHH.
4.2. B oOpaiieHun, COCTaBICHHOM B (popMe 3JIEKTPOHHOIO JTOKYMEHTA, TPaKIaHUH JOJIKEH
yKa3aTb. CBOM (paMUJIMIO, MMsI, OTYECTBO; aJIpec JIEKTPOHHOH MOYTHI, €CIIU OTBET JOJDKECH
OBbITh HaIpaBJieH B ()OpME NEKTPOHHOIO JOKYMEHTA, U ITOYTOBBIH ajpec, eciii OTBET 10JIKEH
OBITh HAIIPaBJICH B MMCbMEHHOI (opme, b0 aapec (YHUKATBHBIN HACHTH(HUKATOP) TUIHOTO
kabunera Ha EnmmHom moprane winm ®I'MC «Mos mikosna», 1Mo KOTOPBIM JOJKHBI OBITh
HaIpaBJICHbl OTBET, YBEJOMJICHHE O mepeaapecannn odpamenus. K oOpameHuio rpaxiaHiuH
BIIPAaBE MPUJIOKUTh HEOOXOJUMBbIE JOKYMEHTBI U MaTepualbl B 3JIeKTPOHHOH (opme. Takxe
OH MOXET WX HalpaBUTh 3TH JTOKYMEHTHI HJIM X KOIUHU B MUCbMEHHOH (opMe 1O ToYUTe.

4.3. B KOJ/UIEKTMBHOM OOpallleHMM YyKa3blBAIOTCA: (aMWIMsl, HUMs, OTYECTBO OJHOIO
rpaxJaHuHa, OOpaTUBLIETOCS OT JIMIA KOJUIGKTHBA M (aMWUJIMM, WHUIHMAIBl U IOIIMUCH
APYTUX YICHOB KOJUICKTHBA, C YKa3aHHEM KOHKPETHOro ajpeca (II0YTOBOTO, JIEKTPOHHOTO
1100 aJipec JTMYHOrO KaOMHEeTa) 10 KOTOPOMY CJIeIyeT HalpaBUTh OTBET.

4.4. OtBet Ha oOpallleHue IPaXKaaH He JaeTCs B CIEAYIOIIUX CUTYalUsIX

— €eciM B 00pallleHuH He yKa3aHa (aMuiIMsl TpaXk/JIaHWHa, HallpaBUBLIEro oOpallieHue,
WM TIOYTOBBIN ajipec, MO0 KOTOPOMY JOJKEH OBbITh HalpaBlIeH OTBET;

— €CJM TeKCT IHCBbMEHHOrO0 OOpalleHHs HEe IMOJ/IaeTcs NpPOYTEeHHI0, 00 3TOM B
TE€YEHUE CeMU JHEW cO JHS perucrpanuu oOpalleHHsl cOOOIIaeTcs Ipa)KAaHUHY,
HalpaBHUBIIEMY OOpalleHue, €clii ero (paMuiaus M MOYTOBBIM aApec IMOANAITCA
IIPOYTEHHUIO;

— €CIOM TEeKCT NHUCbMEHHOIO OOpalleHHusT HE I03BOJSET OIpPENeIuTh CYTh
IIPEUIOKEHUS], 3asBJICHUS WIM JKalnoObl, 00 3TOM B TEUEHHE CEeMU JHEH co JHs
perucrpanuu oopamieHus coo0IaeTcs rpaX/aaHuHy, HallpaBuBLIeMy oOpallieHue;

— eclIi B 00pallleHHH CoJepXkKaTcs HeLleH3ypHbIe JINOO OCKOPOHUTEIbHbBIE BBIPAXKEHUS,
YTPO3bl JKU3HH, 3[J0POBbIO U UMYILECTBY JOHDKHOCTHOTO JIMIIA, a TAKXKE YIEHAM €ro
CeMbH, B OTOM cily4yae TIpaXJaHUHY COOOIIaeTcsi O HEeIOMyCTUMOCTH
3JI0yTOTPEOICHUS TIPABOM;

— eclu B OOpallleHUH COJIepXkKaTCsl CBEIEHUS O MOJArOTaBIMBAEMOM, COBEPIIAEMOM HIIU
COBEpIIEHHOM IIPOTUBONPABHOM JESHUH, a TaKXKe O JIMIE, €ro MOJAr0TaBINBaIOIIEM,
COBEpILIAIOIIEM MJIM COBEpUIMBILEM, OOpalleHHe TIOJUIeKHUT HAalpaBlICHUIO B
roCy/1apCTBEHHbIN OpraH B COOTBETCTBUU C €T0 KOMIIETEHIUEH;

— eclli B oOpaleHuu ooxkaiyercsi cyaeOHoe pelieHre, OHO B TeYEHUE CeMH JIHEH co
JIHS PErucTpallMy BO3BpalllaeTCsl TpakJaHWHY, HaIlpaBUBIIEMY oOpalleHue, c
pa3bsICHEHUEM MOPsAIKA 00’KaIOBaHUsI JAHHOTO Cy/1e0HOT0 pelieHus,

— €CIM NHUChbMEHHOE oOpalleHHne CONEepPKUT HHPOpMaLMi0 O (akTaX BO3MOMKHBIX
HapyleHui 3akoHonatenbcTBa Poccuiickoit @enepanuu B cdhepe Murpaiuu, oHO
HampaBJIAeTCs B TEUEHHUE MATH JHEH CO JHS PErucTpaldyd B TEPPUTOPHATIBbHBIN
oprad (enepanbHOro opraHa MCHOJIHUTENBHOM BIAacTH B cpepe BHYTPEHHUX JI€T, U
BBICIIEMY JOJDKHOCTHOMY JMlly cyOwbekrta Poccuiickoit @enepauuu, mnpu
STOM Ipa)KAaHUH, HAMIPABUBILUI oOpallleHne, yBeIOMIISIeTCS O Iepeasipecalud ero
oOparieHus,

— €CJIM MUCBMEHHOE 00palleHNe COAECPXKUT BOIIPOCHI, PEIICHHE KOTOPBIX HE BXOJHT B
KOMITETEHIINIO YUpeX/IeHUs, OHO HaIlpaBiIsIeTCd B TEUEHUE CEeMH JHEW cOo JHS
pErucTpaly B COOTBETCTBYIOIIMNA OpraH MM COOTBETCTBYIOLIEMY AOKHOCTHOMY



JUILY, B KOMIIETCHIIMIO KOTOPBIX BXOJIUT pEIICHUE TOCTABICHHBIX B OOpaIleHuu
BOIIPOCOB, NpPHU ATOM TpakKJaHUH, HANpPaBUBIIUN oOpallleHue, YBEAOMISETCS O
nepeaapecalnnu oopalieHus;

— €cI¥ B MUCHBMEHHOM OOpalleHHH TpakJaHUHA COJEP>KUTCS BOMPOC, HA KOTOPBIN
€My HEOJHOKpPATHO JaBallUCh NMHCbMEHHBIE OTBETHI IO CYIIECTBY M NPU ITOM B
oOpallleHuu HE NPUBOIATCS HOBBIC JIOBOJABI WM OOCTOSITENBCTBA, TPAKIAHUHY
cooOmraercss pemieHHe O OE30CHOBATEIBHOCTH OUYEPEIHOro oOpamieHus Hu
MPEeKpaIEHUH MEPENUCKU 110 JaHHOMY BOIIPOCY;

— eciu  oOpalleHHe  COJIEPXKHUT BOINPOC, OTBET HA KOTOPBHIA  pa3MelleH Ha
opunMansHOM caiite YupexaeHus B MHPOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHON
cetu "MHTepHeT", rpaXk1aHNHY, HAIIpAaBUBIIEMY OOpalleHne, B TCYCHUE CEMU JHEH
CO JTHSI PETUCTpaluu oOpalleHusi cooOIaeTcsl IEKTPOHHBIN aipec 0(hUIHnaIbHOrO
caiita B MH()OpPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHOH cetu "MHTepHeT", Ha KOTOpOM
pa3MelieH OTBET Ha BOIPOC, MOCTABICHHBIM B 0OpalleHUH, MIPU 3TOM OOpalleHue,
cojiepxkaiiiee 00xaJloBaHue CyAeOHOro pelieHus, He BO3BPAIAeTCs;

— €CJIM OTBET MO CYHIECTBY MOCTaBJICHHOIO B OOpAaIllEHUU BOIPOCAa HE MOXKET ObITh
naH 0e3 pasriameHus CBEICHHH, COCTABIIIONINX TOCYJApCTBEHHYIO WJIH HHYIO
oxpaHsemylo (QenepaqbHbBIM 3aKOHOM TaiiHy, TpaXIaHUHY, HaIlpaBUBIIEMY
oOpamieHue, CcooOmaeTcss O HEBO3MOXHOCTH JIaTh OTBET IO CYIIECTBY
MOCTaBIIEHHOTO B HEM BONpOCa B CBS3M C HEAOMYCTUMOCTHIO pa3rialleHUs
YKa3aHHBIX CBEICHUM.

4.2. ITucpmeHHbIE 00palleHus rpakKIaH U MaTepuaibl K HUM, KOIIUU OTBETOB, JOKYMEHTHI 110
JUYHOMY TIPHEMY Tpax1aH (OPMHUPYIOTCS B Jiea B COOTBETCTBUU C HOMEHKJIATYPOM JIEll.

5. Tlopsiiok paccMOTpeHHsI MHCbMEHHBIX (3JIeKTPOHHBIX) 00paleHuii

5.1. [TucemenHOE OOpaleHne MOAICKHUT 00513aTeTLHON PErUCTPAlliK B TEYCHUE TPEX THEH C
MOMEHTA MOCTYIUICHUS B Y UpexICHHUE.

5.2. Tlocne wu3ydyeHus oOpaiieHus, NMPOBEPKH JIMYHBIX JAHHBIX 3asgBHUTENSA, OOpalieHue
pETUCTPUPYETCS CeKpeTapeM YUpeKJIeHHUs, OTBETCTBEHHBIM 3a paboTy C OOpalleHUSIMU B
KypHaJie 00paleHui rpaxIaH U PUINYeCKUX Il (prioxenue 1).

5.3. TlpuHsTHEe pEIICHUS MO PACCMOTPEHHUI0 MHCHMEHHBIX (JJIEKTPOHHBIX) OOpaIieHHui
OCYILIECTBIISIETCSI PYKOBOJUTENEM YUpEKIEHMs, KOTOPBbIH Ha3HAuyaeT WCIOJHUTENS U
OIIpeJIeNIIeT CPOKH PacCMOTPEHUs OOpaIleHHUS.

5.4.Cpok paccmoTrpenust obOparienust coctabisser 30 gHEH CO JHS PErucTparud Kpome
CllyyaeB, MPEeIyCMOTPEHHBIX 3aKOHOAATENbCTBOM. B HMCKIIOUMTEIBHBIX CIydasiX OH MOXET
OBITh TIPOJICH, HO He Ooree yeM Ha 30 mHel. O MpoUIeHHH CpOKa PACCMOTPEHHUS 3asBHTEITH
yBeJOMJIsIeTCs O(pULINAIBHO.

5.5.PaccMoTpenne  oOpaimieHuii, colaep)Kalux  BOMPOCHl W TPEMIOKEHUS 110
MPEJOTBPALLICHUIO BO3MOXHBIX aBapUil U WHBIX YPE3BBIYAMHBIX CHUTYyalluid, MPOU3BOJIUTCS
0e30TaraTenbHo.

5.6. McnonHuTenb, Ha3HAUEHHBIN PYKOBOJIUTENEM, TOTOBUT MPOEKT OTBETA Ha OOpalleHue U
MIPEJICTABIISIET €0 B YCTAHOBJICHHBIE CPOKU PYKOBOAMUTENIO HA YTBEP)KICHHE.
5.7.ConepxaHue TpPOEKTa OTBETa HE JIOJDKHO MPOTHBOPEUYHMTH  3aKOHOJATENILCTBY
Poccuiickoit ~ ®enepauuu, CBepanoBckoil — oOnacTv, aKTaM  OpPraHOB  MECTHOT'O
camoympasneHust I[loneBckoro MyHUIMMNAIbHOrO oOkpyra CBepanoBCcKoM oOmactd u
MPUHATHIM B OOIIIECTBE STHIECKUM HOPMaM.

5.8. Ecmm s paccMoTpeHus: oOpamieHus TpeOyeTcsl MOoJlyuyeHHe JOMOJHUTEIbHBIX
MaTepUasIoB, UCIIOJHUTENb TOTOBUT U HAIIPaBIIsieT HEOOXOIUMBbIE MTUChMa-3aIPOCHI.

5.9. 3ampoc cocTaBisieTcsl B TpeX IK3EMIUISIpax: OJMH HalpaBIIseTCs 110 HA3HAYCHUIO, PYron
— 3asIBUTENIO OOpaIeHus1, TPETUH OCTAETCsl B Y UPEKIECHUN C OTMETKON O HalpaBJICHUHU.



5.10. IIpu momyueHHH TPOEKTa OTBETa Ha OOpaIlleHHE, PYKOBOAUTENb MPOBEPSIET €ro Ha
mpeaIMeT NPaBUIBHOCTU O(GOPMIICHHS, MOJHOTH HH(POpPMAIMH, COOTBETCTBUS BBIBOJIOB
JCUCTBYIOIIEMY 3aKOHOIATEeNbCTBY. [Ipu cormacum ¢ MpeacTaBICHHBIM IPOEKTOM OTBETA,
PYKOBOJUTENb MEpelaeT ero AJsl HampaBlieHus 3asBuTento. Eciu He corjaceH, Bo3Bpaliaer
WCTIOJHUTEIIO Ha I0pa0OTKY € YKa3aHUEM CPOKOB yCTPaHEHHs HEJJOCTATKOB.

5.11. Eciu OTBET MO CyIIECTBY MOCTaBJICHHOTO B OOpaIlieHUU BONPOCA B CHUJTy KaKHUX- JIMOO
NPUYMH JaTh HEJNb3s, JIMIlY, HAllpaBHBIIEMY OOpalleHue, COOOIIaeTCss O HEBO3MOXXHOCTH
JaTh OTBET.

5.12. ObparieHne TOKHO OBITH PACCMOTPEHO C YYETOM BCEX HIOAHCOB, a (DaKTHI U JOBOJIHI,
U3JI0KEHHBIE B HEM, JOJDKHBI OBITh MPOBEPEHBI C TOYKU 3PEHUS MOJIHOTHI, JIOTMYHOCTH,
3aKOHHOCTH, OOOCHOBAaHHOCTH W JOCTOBepHOCTH. OTBEThI Ha OOpAIICHHS IOJDKHBI OBITh
apryMEeHTHPOBAHHBIMH, C Pa3bsICHEHHUEM BCEX 3aTPOHYTHIX B HEM BOIPOCOB.

5.13. IIpu odpopmieHnn oTBeTa HA OOpAIICHHEe HEOOXOAMMO PYKOBOJCTBOBATHCS TIPABHIIAMU
JEJIONPOU3BOACTBA U OGOPMIICHHSI UCXOMSAIIUX JOKYMEHTOB. OTBET IOJKEH COJEp>KaTh
JaTy, PEerHCTPAllMOHHBI HOMEp JOKyMEHTa, (paMuiIMio, UMS U OTYECTBO 3asBUTEINSA, €TO
MOYTOBBIN ajpec, TeKCT (OTBETHI HA MMOCTABJICHHBIC BOMPOCHI), HAMMCHOBAHUE TODKHOCTH
JMIA, TOJIKMCABIIETO JOKYMEHT, ero (amMuwiuioo, UMs, OTYECTBO W HOMep TenedoHa
WCIIOJTHUTEIIS.

6. Opranuszanusi JUYHOro mnpuema rpaxiaad. I[lopsiiok paccMOTpeHHs] YCTHBIX
oOpameHu.

6.1. JlmuHbpli TpUEM TpaKIaH OCYIIECTBIAETCS B LEJAX OINEPATUBHOTO PACCMOTPEHUS
YCTHBIX OOpalleHud TpakJaH W TMPEACTaBUTENEH MOPUIUYECKHX JIMI, OTHOCALIUXCA K
KOMIICTEHIINH ~ YUPEeXKACHUS, COKPAUICHUS KOJMYECTBA IHUCHBMEHHBIX OOpaIleHuH,
OpraHM3ali MpeaynpeauTeNbHo  paboThl, YCTAaHOBIEHUS U YCTPaHEHHUS MPUYUH
HEBBITTOJHEHHS JOJDKHOCTHBIMU JIMIIAMH BO3JI0KEHHBIX Ha HUX 00S3aHHOCTEH.

6.2. IlpueM rpaxkgan ocylIecTBIseTCs pykoBoauTenaeMm YupexaeHus. [Ipu HeoOxomumocTu
PYKOBOJIUTENH MOXKET JJISl PELICHHUST BOTIPOCA MPUTIACUTH CBOUX 3aMECTHTENCH, 3aBEAYIONINX
CTPYKTYpPHBIMHU MOIPA3ICICHUSIMH, MIpernogaBaTesiell Wil JPyrux paOOTHUKOB Y UpexkKICHUS.

6.3.Mndopmanms o mecte mpruema, a Takke 00 yCTAaHOBJICHHBIX JUIs MpHeMa JHAX M Yacax
JIOBOJIUTCSL 70 CBEACHHUS IpaxJaH depe3 MH(POPMALMOHHBIM CTeHJ M O(UIMAIBHBIA CalT
YUPEKICHUS.

6.4. [Ipu nMuHOM ITpHEMe TPaKIAHUH JOJKEH NMPEeIbsIBUTH TOKYMEHT, YIOCTOBEPSIOLINI ero
JMYHOCTb.

6.5. ConepkaHue YCTHOrO OOpalleHusi 3aHOCHTCS B KapTOUYKy JIMYHOIO IpUeMa
(mpunoxenne 2). B ciyuae, ecnm W3IOKEHHBbIE B YCTHOM oOpamieHHd (akThl |
OOCTOSITENLCTBA SABJISIIOTCS OYEBMJIHBIMU U HE TPeOYyIOT JOMOIHUTEIbHOM MPOBEPKH, OTBET
Ha oOpallleHue C CorjlacHs 3asBUTEIs] MOXET OBITh JIaH YCTHO B XOJE INpHEMa, O 4YeM
JieNaeTcs 3aluch B KAPTOUYKE JMYHOTO MpreMa. B ocTaibHBIX Cllydasx JaeTcsi MUChMEHHBIN
OTBET T10 CYIIECTBY MOCTABJICHHBIX B 0OpaIIEeHNH BOIIPOCOB.

6.6. YcTHbIe 0OpalieHuss MOryT MOCTYIaTh IpU MPOBEICHUH IpUeMa, BO BpeMs Tene(OHHbBIX
MIEPErOBOPOB M PACCMATPUBAIOTCS B CIIydasX, KOTJa H3JIOKEHHbIE B HHUX (aKkThl |
OOCTOSITENLCTBA OYEBHAHBI M HE TpPeOYIOT [OMOJHUTENBHONM MPOBEPKH, JIMYHOCTU
00panIarmuxcss M3BECTHBI U YCTaHOBJIEHBI. Ha ycTHBIE oOpareHus, Kak MpaBUIIO, TAeTCs
OTBET B YCTHOMH hopme.

6.7. Undopmanmst 00 YCTHBIX OOpaIIeHUsIX MOKET OBITh BKJIFOUEHA B JKypHAI OOpalieHui.
7.00001eHHe U AHAJIM3 MHCbMEHHBIX H YCTHBIX 00palleHuil rpaxIaH

7.1. PyxoBomurenps YUpeXIeHHs WU 10 €r0 TOPYYEHHUIO APYrHe TOJHKHOCTHBIC JTHIIA
JIOJDKHBI CHCTEMAaTUYEeCKH aHAJIM3UPOBaTh U 0000LIATh MPEUIOKEHUs, 3asBJICHUS, KAIOObI
rpaXxaaH ¥ IOPHINYECKUAX JIUIl M COJEpIKAIINecs B HUX MPAKTHYECKHE 3aMEUaHMsl C IENbI0
CBOEBPEMEHHOTO BBISIBIICHUST W YCTPAaHEHHUS NPUYUH, TOPOXKIAIONIMX HApyIICHHE I[paB



3asiBUTENIEH, 3aIMThl HMHTEPECOB TpakJaH M IOPUAUYECKHX JMIl B COOTBETCTBUU C
3aKOHOAATEIBCTBOM, a TAaKkKe COBEPIICHCTBOBAaHHE OPraHU3alMOHHOW K YIpaBICHUYECKON
NESITEIBHOCTH.

7.2. OO6oOmeHnne oOpameHuii MOXHO OCYIIECTBIATh 1O CICAYIOUEH MPUMEPHOM
KJIacCU(pUKALUK: 10 ajapecy oOpameHuid (B TOM YHCIIE MOCTYMAIOIIUX M3 BBIMICCTOSIIUX
OpraHM3aliii ¥ JIp.): 10 THIIAM W BUJAaM YUYPEKICHUH; CKOJBKO MOJYYEHO M PACCMOTPEHO
KOJUICKTUBHBIX, MH/INBUIYaJbHBIX, aHOHUMHBIX OOpAIICHUIT; IO HAIPaBJICHUSIM PabOThHI (IO
kiaaccudukaropy Tem). IIpOBOAMTCS KOJNMYECTBEHHBIH M KAueCTBEHHBIH aHAIN3 BCeX
MOCTYNMUBIIMX OOpAIICHUH C XapaKTEPUCTHKOW (DAKTOB, H3JIOKEHHBIX 3asBUTEISIMH H
yKa3aHWEM pe3yJIbTaTOB. B YACTHOCTH, Kakue (akThl MOATBEPIUINCH MOJHOCTHIO MU
gactuuHo. [lo pe3ynpTaram aHanmu3a NpeACTaBIAETCS HHPOPMALUS C KOHKPETHBIMH
pPEKOMEHJALMAMUA MO0 COBEPIICHCTBOBAHHIO pabOThl B JaHHOM Bompoce. Marepuansl
oopmIsiroTCst B BUie 000OIIEHHBIX CBEICHUH, TaOIHIl M AaHATUTUYECKUX CIIPABOK.

7.3. Anamuthueckas uHPOpMANMs 10 HTOraM paboThl ¢ oOOpamieHUus MU TpaxkaaH
[IOArOTABJIMBAETCS 34 KaJECHIapHbIN TO/.

8. ®opMupoBaHUe U XPaHeHHe JIeJI 0 MUCbMAaM U YCTHBIM 00palleHUusiM rpakaaH

8.1. Bce moctynuBIIME THUChMa U YCTHBIE OOpaIeHus TPaKJaH IOCIIe Jaul OTBETa JOJDKHBI
ObITh BO3BpAILEHBI CEKPETAPI0O CO BCEMHU OTHOCSIIMMHUCA K HHUM MaTephaiaMu Ui
[EHTPAIM30BAaHHOTO ydeTa M (opmupoBanus nen. DopMUpOBaHME M XPAHEHUE IEN 10
oOpallleHusIM TpakJiaH U IOPUINYECKUX JIUI] Y UCTIOTHHUTENS 3aMperiaeTcs.

8.2. IlucpbmeHHble OOpalmieHHs, KONMH OTBETOB Ha HUX M JOKYMEHTHI, CBS3aHHBIE C HX
paspelleHueM, a Takke JOKYMEHTHI MO JHYHOMY MpHeMy TpaxaaH GopMHpYIOTCS B Jena B
COOTBETCTBHUH C YTBEPKICHHON HOMEHKJIATYpPOU JeIl.

8.3. B mpouecce dopMupoBaHus A€l MPOBEPSETCS TaKkKe MPaBUIBHOCTH OGOPMIICHUS
IOKyMeHTOB (MOMIKMCH, AaThl, MHICKCHI, aapecarsl). HemoodopmiieHHbIC MM HEKOPPEKTHO
o OpMIIEHHBIE TOKYMEHTHI BO3BPAILAIOTCS UCTIOTHUTENSAM Ha JOPaOOTKY.

8.4. Ilucpma u MaTepHalIbl 10 YCTHOMY PAaCCMOTPEHHIO OOpaIIeHUi TpaskKIaH XpaHATCS MATh
JIET, MOCJIe YeTO YHUYTOKAKOTCS.

8.5. Tlo ucreyeHMHM yCTAaHOBJIEHHOTO CpOKa XpaHEHHs TOKYMEHTOB IO MPEUIOKEHUSM,
3agBJICHUSM M kal00aM COCTaBISETCS aKT 00 MX YHHUYTOXKEHHH, KOTOPBINA MOAMUCHIBACTCS
YJIEHaMU 3KCIEPTHON KOMHUCCUU U YTBEP)KJIACTCSI PYKOBOJIUTENIEM Y UpEXKICHNUS.

9. OTBeTCTBEHHOCTD 32 HApYIIeHHe 3aKOHOATeIbCTBA 00 00palleHUAX rPaKIaH

9.1. OTBETCTBEHHOCTH 32 OPTAHHU3AINIO PACCMOTPEHHS OOpaIeHUH IpaXKIaH BO3JIaracTcsi Ha
PYKOBOIUTENS Y UpPEKIACHNUS.

9.2. TlepcoHaibHasi OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M Ka4eCTBEHHOE PAacCMOTPEHHE
oOpamieHnii TpakJaH, MOJArOTOBKY OTBETa B YCTAHOBJIEHHBIH CPOK M JIOCTOBEPHOCTh
M3JI0’KEHHBIX B HEM JaHHBIX, BO3JIaraeTcs Ha HEMOCPEACTBEHHOT 0 ucnoiaHuTens. OTcyrcTBue
HETOCPEICTBEHHOro HcronHuTelns (001e3Hb, OTIYCK, KOMaHIMPOBKA M T.II.) HE CHHUMAeT C
PYKOBOIUTENS YUpeXACHHUsT OTBETCTBEHHOCTH 3a CBOEBPEMEHHOE U KauyeCTBEHHOE
paccMoTpeHHe 00palieHuit Tpak/aH.

9.3. HempaBoMepHBI 0TKa3 B IpUeMe WM PACCMOTPEHUH OOpaIeHnid Tpak/aH, HapyIIeHHe
CPOKOB MJM TOpSJKa HX PpacCMOTpPEHHs, TMPHUHITHE 3aBEAOMO HEO0OOCHOBAHHOTO,
HE3aKOHHOTO  peIllIeHHus, TMpecieoOBaHhe TpakJaH 3a KPUTUKY, [PEIOCTaBICHUE
HEI0CTOBEpHOM MH(popManu a0 pasriaiieHue CBEACHUNH O YaCTHOW JKM3HH TpakKAaHUHA
(6e3 ero coracwust), a TAK)Ke IPyrue HApyIICHUS 3aKOHOIATEILCTBA 00 OOPAIICHUIX TPaKIaH
BJIEKYT 3a COOO OTBETCTBEHHOCTH JIOJPKHOCTHBIX JIUI] B COOTBETCTBUHU C 3aKOHOAATEIHCTBOM
Poccuiickoit ®enepanumn.

10. 3akI0YHTeIbHBIE N0JI0KEHUS

10.1. Hacrosmiee Ilonmoxxenue pa3pabOTaHO B COOTBETCTBUU C YCTaBOM YUpPEKIACHHS U
BBOJUTCSI B IEHCTBUE MOCJE YTBEPKICHUS PYKOBOJIUTENIEM Y UpEXKICHUS.



10.2. U3smenenuss B Hacrosimee IlomoxeHune MoOryr OBITh BHECEHBI IPH H3MEHEHUU
3aKOHO/IaTEeNICTBA B 00JIACTH PACCMOTPEHHUS OOpAIICHUH TPAXKIaH U IOPUANICCKUX JIULL.



[Tpunoxenue 1

K mpuxkazy Or... Ne....
dopmMma )KypHaJia o0panieHui
Anpec Mecta
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[Tpunoxenue 2
K npuxa3zy ot Ne
KAPTOYKA JIMYHOI'O NTIPUEMA I'PAKJIAH

CBCI[GHI/IH 0 3as1BUTEIJIC:

(bammmust, MMsI, OTYECTBO IpaKIaHUHA)

(moYTOBBIH aapec; axpec MecTa KHUTEIbLCTBA ITPAXKIaHINHA; KOHTAKTHBIN TeIe()OH)

Coneprxkanue yCTHOTO OOpaIieHus:

Pe3yiabTaT paccMOTpeHUs1 YCTHOTO 00pAallleHUs] IPAKIAHNHA
1. lano ycTHOE pa3bsiCHEHUE

2. [TpuHATO MUCHMEHHOE OOpaIlieHue IS TIepeadn Ha pACCMOTPCHHE

(MOKHOCTB JIHIA, IPOM3BOAMBIIETO JHIHBIN mprem) (moamucs) (haMuIIs i HHHIHATE)

Bx.Ne ot




