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MMOJOKEHHUE
0 MOps/IKe pacCMOTPeHHsI 00palleHUii TPaxKaaH

1. O0mme nmoJiokeHust

1.1. Hacrosiiiee nmosjoxxeHue o MopsiAke paccCMOTPEHUs 00pallleHuid rpak/iaH
(nanee — IlonoxeHue) pa3paboOTaHO B COOTBETCTBUM C MEPEYHEM JICUCTBYIOLIUX
HOPMAaTUBHO-IIPABOBBIX JTOKYMEHTOB, pErjaMeHTUpYyeT IpaBuja paboThl C
nocrynatomumMu obpamenusmu  rpaxnaan B MWII bermkoBa M.C. (nmanee —
Opranuszanus).

1.2. Opranuzanust pabOTbl C MUCBMEHHBIMM M YCTHBIMH OOpaIllleHUSIMHU
rpaXaaH JoJDKHA oOecrieunBaTh HEOOXOIMMBbIE YCIOBUS MJIS OCYIIECTBIICHHS
IIPEAOCTABIIEHHOTO U TapaHTUPOBAaHHOro rpaxnaanam Koncturyuuein PO mnpasa
oOpamarbcsi ¢ NPEIJIOKEHUSAMH, 3asBICHUSIMU M KajlobaMu B MHCbMEHHOW U
yCTHOU dopme.

1.3. PaccrnenoBaHue HapymieHUST HOPM MPO(ECCHOHATBHOTO TOBEICHUS
[Ee1arorTH4eCKUM paOOTHUKOM MOXET OBITh IMPOBEAECHO TOJBKO IO MOCTYHAIOLIEH
Ha HEro »aynobe, M0JaHHOM B MHUCbMEHHOU (hopMme.

1.4. O6pamienus rpaxiaH MOCTYNAlOT B BUAE NPEIJIOKEHUH, 3asBICHUN U
&Kasoo.

Ilpeonoscenue — oOpalieHue TpakJIaH, HAINPaBICHHOE Ha YJIy4llIEHHE
JesITeIbHOCTH 00pa30BaTEeIbHOTO YUPEKACHUS U T.JI.

3anenenue — oOpalieHre B 1ENAX peaan3aluy IpaB U 3aKOHHBIX HHTEPECOB

IpaKIaH.
Kanooba — obpaiienue ¢ TpeGOBaHUEM O BOCCTAHOBJICHHH TIPaB U 3aKOHHBIX
UHTEPECOB  TpaKJIaH,  HApPYIIEHHbIX  JEUCTBUAMH  JIUOO  pEHICHUSMH

TrOCYJAapCTBCHHBIX OPraHOB, JOJDKHOCTHBIX JIMI, OOIIECTBEHHBIX JIMI[ |
0OIIIeCTBEHHBIX OpPTaHU3AIIHH.

[ToBTOpHBIMHU CUHTAIOTCS OOpAIICHUS, MOCTYIUBIINE OT OJHOTO M TOTO XKeE
JIMIIA 10 OJHOMY U TOMY >K€ BOIIPOCY, €CJIM CO BPEMEHM MOJa4M MEPBOTO HCTEK
CPOK PacCMOTPEHUS WJIM 3asIBUTEJIb HE YJOBJICTBOPEH JAHHBIM €My OTBETOM.

I[lucekmMa OMHOrO WM TOTO XK€ JHWIA W IO OJHOMY M TOMY JKE€ BOIPOCY,
MOCTYIIUBIIKE /10 UCTCYCHHUS CPOKA PACCMOTPEHUS, CUUTAIOTCS IEPBUYHBIMH.

He cumTaroTcs MOBTOPHBIMM MHChbMa OJHOTO M TOTO € aBTOpa, HO IO
pa3HbIM BOMPOCAM.

AHOHUMHBIMM CYHMTAIOTCS THChbMa TpakaaH 0e3 TOANMHCH W YKa3aHHS
dbamuaun, He coepiKallre JaHHBIX O MECTE UX KUTEIbCTBA, PAOOTHI HUTH yUeOBbl.

2. OpraHmaul/m ACJIOIIPOU3BOACTBA
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2.1. Opranuzanus paboThl ¢ MMCbMaMU U YCTHBIMH OOpalEHUSIMU TpaXaaH
JIOJDKHA ~ oOecneyrBaTh  HEOOXOAUMBIE  YCIOBHSL  JUJIsl  OCYILECTBIICHHS
IIPEACTABICHHOIO W TapaHTUpPOBaHHOro rpaxnaHam Koncturynmeit PP mnpasa
oOpamarbcsi ¢ NPEIJIOKEHUAMH, 3asBICHUSIMU M KajloOaMu B IMUCBMEHHOM H
yCTHOM dopme.

2.2. OTBETCTBEHHOCTb 3a OPraHU3AIUIO U COCTOSHHUE JIEJIONPOU3BOJCTBA 110
MUCbMaM M YCTHBIM OOpallleHUsIM TpakJaH BO3JIaraeTcsi Ha PYKOBOAMUTENS
Opranuzauuu.

2.3. Jenonpou3BOACTBO MO OOpAIICHUSM TpakaaH BEIETCS OTACIBHO OT
IPYTUX BUJOB AEIO0NPOU3BOACTBa OpraHnu3anni.

2.4. IlpunsTe penieHusl MO0 PacCMOTPEHUIO MHCEM M YCTHBIX OOpalieHHit
IpaKJ1aH OCYIIECTBISAETCA pyKoBoaureneM Opranu3ainm.

2.5. HenocpencTBeHHOE WCIOIHEHHUE MOPYYEHHUM MO MUCbMAaM M YCTHBIM
oOpalieHusiM  TpaxJaH  OCYIIECTBISETCS  OTBETCTBEHHBIMHU  PaOOTHUKAMHU
Opranuzanuu.

3. Ilpuem u perucTtpanus nuceM rpakiaH

3.1. Bce mnocrynamomme B Opranuzanuio oOpalieHus TpaxaaH
NPUHUMAIOTCS U OOPMIISIOTCS B IEHb UX TOCTYIUICHUS.

3.2. [loctynaromue oOpamieHus: ¢ KONUsIMU JOKYMEHTOB (HarpuMep, KOMUii
aTTECTaTOB, IUIUIOMOB, TPYAOBBIX KHHWKEK W Jp.) MNPUKPEIUIAIOTCA K TEKCTY
oOpamenusi. [lomydyeHHblE  TMOMJIMHHUKU  JIOKYMEHTOB, II€HHBbIE OyMmaru
BO3BPAILAIOTCA TpaXkAaHaM [0 aKTy.

3.3. ObpaieHus rpakJaH, KOMUU OTBETOB HA HUX U JOKYMEHTBI, CBSI3aHHBIE
C UX pazpenieHueM, (GOPMHUPYIOTCS B Jiela B COOTBETCTBHHM C YTBEPXKICHHOMU
HOMEHKJIATYPOH.

3.4. TloctynuBiiKe NHChbMa TpaxKJaH PETHUCTPUPYIOTCS B JKypHaJle ydYeTa.
PerucrpanmoHHpIil mTaMn MpoCTAaBISIETCS HA JIUIIEBOM CTOPOHE MEPBOrO JIMCTA C
yKa3aHUEM PETUCTPALlMOHHOIO HOMEpPA, JaThl PETUCTPALIMKU U KOHTPOJBHOTO CPOKa
UCIIOJNIHEHU. PeructpauvoHHbIA  (BXOASIIMM) HOMEpP MHCbMa COCTOUT U3
MOPSAKOBOIO HOMEpa MOCTYMHUBIIEr0 OOpalleHus B Mpeeaax KajleHJapHoro rojaa
U MHAEKca Jeja 1o HoMeHkaType. Ecnu 3adBuTenp mpuciag HECKOIbKO MUCEM,
HO T1I0 pa3HbIM BOIIpOcCaM, TO Ha KaXJI0€ IHUCbMO MPOCTABISAECTCS CBOM
peructpanmoHHblii HoMep. Ecim muceMo mepecnaHo, To B KypHaie (B rpade
MIPUMEUYAHUE) YKA3bIBAET OTKYAa OHO MoCTynuiio. [IoBTOpHbIE MUChMa CTaBATCS Ha
KoHTposb. [lpu paGoTe ¢ HUMH NOAOMPAIOTCS HUMEIOMIMECS JOKYMEHTHI I10
oOpaImieHusIM JTaHHOTO 3asBUTENS. B KypHane ydeTa mpocTaBisieT Ne KOJ TeMBbI
MMChbMa B COOTBETCTBUU C MPUMEPHBIM Kiaccudukatopom. Ecinu B ogHOM nuchMe
COJIEPKUTCSI HECKOJIbKO TEM, TO KaXI0M NpHUCBAaUBAIOT OOO3HAYEHHUE 110
KJ1accudukaTopy.

3.5. Tlocne peructpaiuu oOpalleHUs HAMNPABISIIOTCS PYKOBOAMUTEIIO
Opranuzanuu st 0hopMIICHUST PE30JIOLNN C YKa3aHUEM HCIOJHUTENS, TOpsIKa
Y CPOKOB HUCIIOJTHEHUS.



4. PaccmoTpeHnye NUCbMEHHBIX 00pallieHuil IPaxK/aaH

4.1. Ilucema rpaxaaH, IMOCJIE PErucTpauud U O(GOPMIICHHS PE30TIOLUU
pykoBoauteneM OpraHuzanuu MEpPeJaroTCs Ha HUCIOJIHEHHE KOHKPETHOMY
MCIIOJIHUTENIO MO/ «POCIIHCHY B YUETHON JOKYMEHTALIMHU.

4.2. Tlucbma rpaxkgaH, TpeOyIOUIME TMPOBEPKU M3TO0KEHHBIX (DAKTOB,
paccMaTpHUBAIOTCA JTOJDKHOCTHBIMM JIMLIAMHU B CPOK /10 OJHOIO MEcsia CO JHS HX
perucTpanuu; He TpeOyollre TOMOJHUTEIBHOTO H3Y4Y€HUs U TMPOBEPKU HE —
no3aHee 15 aueil. B oTnenpHBIX ciayyasx CpOK pacCMOTPEHHUS MHUCbMa MOKET OBIThH
MpOJJIeH, HO He 0oJjiee YeM Ha OJMUH MECSl, O YEeM HCIOIHUTENb YBEAOMIISET
3asIBUTESL.

He nomyckaercs HampaBieHHME TMHCEM TpPaXKJaH HAa PacCMOTpPEHHUE
paboTHUKAM, IEUCTBUSI KOTOPBIX 00KATYIOTCSI.

B conpoBoguTenbHOM NMHUCbME 00S3aTENbHO YKa3bIBA€TCS MOPSIOK OTBETA
3asIBUTEINIO, & MPU HEOOXOAMMOCTH — U OpraHu3aiuu (y4pexJIeHHI0), B KOTOPYIO
HampaBiseTcss JaHHoe oOpamieHue. [Ipu »ToM oTBeT Ha oOOpalieHUE CTaBUTCA
UCIIOJIHUTEJIEM «Ha KOHTPOIIbY.

AHOHUMHBIE THChMA M THCbMa OECCMBICICHHBIE IO COJAEPXKAHUIO HE
paccMaTpHUBaIOTCA.

4.3. OtBeThl Ha OOpallleHHs] TpakJaH IMOJArOTABIMBAIOT HCIOJHUTENU 32
NOJIMUCHIO pykKoBoAuTeNss OpraHu3aluu.

OTBeTbl Ha NHCHbMa, HAIpPABISEMbIE B BBIIIECTOAIINE OpraHU3alUUUd MU
nenyrataM, oOpMIISIIOTCSL B 00s13aTEILHOM MOPSIZIKE, 33 TOJMUCHIO PYKOBOAUTENS
Opranuzanumu.

4.4. JIomKHOCTHBIE JIUIIA TIPU PACCMOTPEHUH OOpaIlleHU rpak/iaH 00sI3aHbI:

— BHUMATEJBHO MPOAHATU3UPOBATH U3JI0KEHHBbIE MPOOJIEMBbI, B Ciydae
HEOOXOJMMOCTH ClIeNIaTh 3apoc TPeOyeMbIX JOKYMEHTOB WU MPOU3BECTH BBIC3]
Ha MECTO JUIsl MPOBEPKU (HaKTOB, a TAKXKE MPEANPUHUMATH IPYTHE MEPbI s
00BEKTUBHOTO pa3pelIeHUs] BOIPOCa;

— TNpUHUMATh OOOCHOBAaHHBIC PEIICHHS IO OOpalleHHusIM, 0OecTIeUrBaTh
CBOEBPEMEHHOE U MPABUILHOE UCIIOTHEHUE ATUX PEILICHHIA.

4.5. Ilo pe3ynbraraM pacCMOTPEHHs BOIIPOCOB COAEPKAUIUXCA B MHCbMax
IpaKaH, UCIIOJHUTEINb ITOATOTABIMBAET OTBET 3aABUTEIIIO.

IIpu cocTaBieHMM OTBETA O PE3yJbTAaTaX PACCMOTPEHUsS MHCbMA JOJIKHBI
COOJIIOIaThCS CIEAYIOIINE TPeOOBAHUS

— KpaTKO M3II0KHUTh, Kakas paboTa Oblia mpoBeaeHa s MPOBEpKU (aKTOB,
U3JI0’)KEHHBIX B OOpallleHNH;

— €CJM B IHCHbME 3asABUTEINI COIAEPKHUTCS HECKOJIBKO BOIPOCOB, TO OTBET
HAJ0 J1aTh PA3JEJbHO MO KAXI0MY paCCMOTPEHHOMY BOIIPOCY;

— COOOLIUTh, MOATBEPAMUIUCH JIK (HAKTHI, M3NOKCHHbIE B MHCHbME, KaKHe
MepBI IPUHSATHI 110 PE3YJIbTaTaM [IPOBEPKHU.

4.6. OtBeTrhl OQOPMIISIIOTCS Ha OJaHKaxX IMHCEM W COACPKaT CIEAYIOIIHNE
PEKBHM3UTHI: aapecaT, TEKCT, (paMHIUs HUCIOJHUTENS C YKa3aHHEM €ro padboyero
TeneoHa, Jara UCIOIHEHUS U UCXOIAIIUKA HOMEp MUChMa MPOCTABIIAETCS MOCIE
TOT'0, KaK MMCbMO MOAIHUCAHO.



5. KonTpoJab 3a padoToii NMCbMEHHbIX 00pallleHNI TPAaKAAH

5.1. Ilopsi Aok MOCTaHOBKM IMCEM Ha KOHTPOJIb ONPEIECISIOT PYKOBOIAUTEID
Opranuzanumi ¥ HENOCPEACTBEHHO  HcnoiaHuTenb(n). IluceMa  rpaknaH,
NepenpaBlieHHbIE B JIPYrM€ OpraHU3allMk WM YYpeXJACHHs U TpeOyrolue
COOOIIEHUS Pe3yIbTATOB UX PACCMOTPEHUS, CTABATCS HA KOHTPOJIb.

5.2. IluceMa rpakaaH, NOCTABJIEHHBIE HA KOHTPOJb, TIOMEYAIOTCSI OTMETKOMN
«KOHTpOJIbY. OOpallleHus rpaxk/iaH, KOTOpPbIE AAIOTCS MPOMEKYTOUHBIE OTBETHI, C
KOHTPOJISI HE CHUMAKOTCSI.

5.3. Opra#uzanusi KOHTPOJIsA: XOJA M CPOKH WCIOJHEHUS OoOpalieHuit
IpaKJ1aH B )KypHaJe ydeTa BeeT pyKOBOAUTENb Opranu3anui.

5.4. Cpoku HCHOJHEHUS NHUCEM TpaxJaH, IO KOTOPbIM HeoOXoauma
NOATOTOBKA OTBETOB B BBILNIECTOSIIUE OPraHbl, MPOJJIEBAIOTCSA TOJBKO IOCIE
coriacoBaHus ¢ HUMHU. O MPOJIEHUH CPOKa COOOIIAETCS 3aBUTEIIIO.

N3meHeHne cpoka HWCIOJHEHUS TPOU3BOAMUTCS 3a0JarOBPEMEHHO JIHUIIOM,
YCTAHOBMBIIMM TOT CPOK, MPU HAJIMYUU OOBEKTUBHBIX MPHUYMH, M3TOKEHHBIX B
COOTBETCTBYIOILIEH 3aIMCKE.

N3meHeHne cpoka yKa3blBaeTCsd Ha JOKYMEHTE, a TakKe H3MEHEHUS
BHOCSITCSI pETUCTPALIMOHHO-KOHTPOJIBHYIO KapTOUKY.

5.5. KonTposnps 3aBepmiaercsi TOJIBKO IIOCII€ BBIHECEHHUSI PEIIEHHUS W
IPUHATUS UCUYEPIIBIBAIOIINX MEP IO pa3pelleHuto oOpalieHuil. Pemenne o cHATHH
C KOHTPOJISl U 0OpalieHni MpUHUMAeT pyKoBoAuTeas OpraHu3anu.

Ilucema rpakIaH CUMTAKOTCA PAa3pEIICHHBIMHU, €CIU PACCMOTPEHBI BCE
IIOCTaBJICHHBIE B HUX BOIIPOCHI U 1aHbI OTBETHI 3asIBUTEIISIM.

5.6. OTBETHI B BBIIECTOSALIUE OPraHU3ALNN, PENAKLIUU Ta3eT U KYpHAJIOB
HOJIKCHIBAIOTCS pyKoBoauTesleM OpraHu3aliy, B €ro OTCyTCTBUE 3aMECTUTEIIEM.

6. IlpueM U paccMOTpeHHE YCTHBIX O0pPallleHUI TPaKIaH
6.1. Ilpuem rpaxnan B OpraHuzaiud MOXET OCYIIECTBIATHCA KaK MO
IpeIBapUTEIHHOMN 3aliCH, TaK 1 0e3 Hee.
PykoBonutens Opranuzanuu BeAET IPUEM:
— noHenenbHuK, cpeaa ¢ 10.00 o 12.00.
B ero orcyrcTBHE ITpueM OCYIIECTBISET €r0 3aMECTUTEIH.
6.2. [Ipuem nocerutenel perucTpupyeTcs B KypHalie mpueMa noCeTUTENeH.

7. O6001mIeHHEe ¥ AHAJIU3 MUCbMEHHBIX U YCTHBIX 00pallleHUi rpaskaIaH

7.1. PykoBomutenp OpraHuzald WIA 1O €ro MNOPYYEHUIO Jpyrue
JOJDKHOCTHBIE JIMIA JOJDKHBI CUCTEMAaTHYEeCKH aHalM3upoBaTh W 00001IaTh
MPEIOKCHHSI, 3asBICHUSA, IJKAIOOBl TpakJAaH W COJACp)KalIMecs B HHX
MMPAKTUYECKNE 3aMEUaAHUS.

[{enb: CBOEBPEMEHHOE BBIABICHUE U YCTPAHCHUE MPUUYUHBI, TOPOXKAAOLICH
HAapylLIEHHWE MpaB 3asBUTEIICH, 3allMTa WHTEPECOB TPAXKJIaH B COOTBETCTBUHU C
3aKOHOJATEeIbCTBOM, a TaKXe€ COBEPUICHCTBOBAHME OpPraHU3allMOHHOM K
YIIPABJICHYECKOM JIEATEIBHOCTH B cucteme Opranuzaium.
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7.2. O06001IeHre O0OpallleHui MOXHO OCYIIECTBISATh IO CleayIolen
MPUMEPHOM KIaccu(UKaIUu:

— MO ajpecy oOpaiieHuil (B TOM YHCIe MOCTYHAIOIMIUX U3 BBIIIECTOSIIUX
OpraHoB);

— II0 TUIIaM U BUJaM 00pa30BaTEIbHbIX OpraHU3aluH;

— CKOJIBKO TMOJIY4EHO M PAaCCMOTPEHO KOJUIEKTUBHBIX, MHAMBUIYAJbHBIX,
AHOHMMHBIX O0OpaIlleHU;

— 110 HAIpaBJIEHUAM palboTHI (10 KJI1acCUPUKATOPY TEM).

[IpoBOAUTCS KOJIMYECTBEHHBIN U KAYECTBEHHBINM AHAJIN3 BCEX MOCTYMUBIIUX
oOpalieHuil ¢ XapaKTepUCTUKON (PaKTOB, U3JI0KEHHBIX 3aIBUTEISIMU U YKA3aHUEM
pEe3yJbTaTOB: B YAaCTHOCTHU, Kakue (aKTbl MOATBEPAMIUCH TMOJHOCTHIO WU
YaCTHYHO.

[lo pe3ynpTaTam aHanuM3a MpeACTaBIseTCS HHPOPMalUS C KOHKPETHBIMU
pEKOMEHJAUsIMU TI0 COBEPILEHCTBOBAHUIO pabOThl B JIAHHOM  BOIIPOCE.
Marepuansl oQopMIISIIOTCS B BHJE OOOOIICHHBIX CBEACHUM, TaOIUI[ U
AHAIMTUYECKUX CIIPABOK.

7.3. AHanutudeckas uHMOpMaIus MO HUTOraM paboThl C OOpaIllEHUSAMHU
rpakJaH MOJIr0TAaBIMBAETCS 3a KaJIEHJApHBIN TO/I.

8. ®opmMupoBaHue U XpaHeHHe JIeJI 0 MUCHMAM U YCTHBIM 00palie HUsIM
rpakIaH

8.1. ITlucpbmenHbie oOpamieHus TpaKJaH, KOIMWW OTBETOB HAa HUX W
JIOKYMEHTBI, CBSI3aHHBIE C MX pPa3pelIeHHeM, a TaKKe JOKYMEHTHI MO JUYHOMY
npueMy rpaxiaaH GOpMHUPYIOTCS B Jea.

8.2. B mporuecce dhopmupoBaHus €7 MPOBEPSETCS TakKe MPaBUIBHOCTD
opopmieHusT  JAOKYMEHTOB  (NIOAMWCH,  JIaThl,  WHIEKCHI,  aJpPEcaThl).
HenoodopmiienHble min HEMPaBUILHO OPOPMIICHHBIE TOKYMEHThI BO3BPAIAIOTCS
UCTIOJTHUTENSIM Ha 10paboTKy.

8.3. IlucbkmMa ®W wMarepuaiabl MO YCTHOMY pPacCMOTPEHHUIO oOOpalieHun
TpaXKJIaH XpaHSITCS MATH JIET, MOCJE Yer0 YHUUTOKAIOTCS.

8.4. Tlo ucTeyeHHWH YCTAaHOBJIEHHOTO CPOKa XpPAaHEHHUS JAOKYMEHTOB IO
MPEAJIOKCHHUSIM, 3asBJICHUSM M JKajno0aM TpakJaaH COCTAaBISIETCS aKT 00 uX
YHUYTOXXEHUHU, KOTOPBIM MOAMUCHIBACTCS WIEHAMU SKCIHEPTHOM KOMHCCUU U
yTBepxKaaeTcsa pykopoautesnem Opranu3annm.

9. 3akiII09YMTE/IbHbIE MOJI0KEeHUS

9.1. IlosoxkeHne MPpUHUMAETCS HA HEOIIPEAEIEHHBINA CPOK.

9.2. Bce u3MeHeHMsT U JOMOJHEHHUS, BHOCMMBIE B Hactosilee [lonoxeHue,
opOpMIISIFOTCSI B THMCBMEHHOH (OpME B  COOTBETCTBHH  JICHCTBYIOUIUM
3aKOHOJaTesbcTBOM Poccuniickont denepannu.

9.3. Ilocne mnpunsartus IlomoxeHnuss (MM HW3MEHEHMM W JOMOJHEHUI
OT/ACNBHBIX MYHKTOB W Pa3lejoB) B HOBOM pEAAKIUMU NPEAbIAYyIIAas peaaKius
ABTOMATHUYECKH YTPAuyMBaET CUITY.



