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¢. 3HaMeHCcKoe

1.00mue no/1oKeHus

1. [Tonoxenune o6 opranuszaumnu paboTh! 110 pacCMOTPEHHUIO 00pallleHHiH rpaXiaH U
ropuanyeckux nuu (nanee - ITosoxkeHue) pazpaboTaHo B LENSX MOBBILMICHHS KavecTBa
MCIIOJIHEHUS M JOCTYNHOCTH pe3y/bTaTOB paccMOTpPeHHs oOpalleHHi rpaxiaH M
IOPHIMYECKHX JIML, CO3JaHusi KOMGOPTHBIX YCIOBHH I8 YYacTHHKOB OTHOLICHHH,
BO3HHUKAIOLUMX MPH PacCMOTPEHHWH oOpalleHuil rpakiaH M IOPWIAMYECKMX ML, H
ornpenenseT CPOKH M rmocieaoBatebHOCTh AeHcTBHE MY «OJIO0 aaMuHHHCTpauuMu
HaarepeyHoro MyHHUMNAlbHOTrO paloHa» (danee - YuypexkaeHHE) M0 PacCMOTPEHHIO
oOpalleHHH TpakaaH W IOPUIMYECKHX [IMI, a TakKe [MOpsAJA0K B3aHMOJEHCTBUS
YupexaeHus ¢ IpyrHMH OpPraHUu3alusiIMH H BETOMCTBAMH IPH PACCMOTPEHHH oOpalleHHH
rpak/laH ¥ IOpUIHYeCKHX JIHLL

2. Paccmotpenune oOpauieHMd rpakiaH U IOPHAMYECKHX JIMLL OCYLIECTBIIAETCS
Y4YpexaeHHEM B COOTBETCTBHH C:

- Koucturyuueit Poccuiickoit ®epepaumu;

- ®enepanbHbiM 3akoHOM 0T 29.12.2012 N® 273-03 «O6 obpa3oBanuu B
Poccuiickoit Penepaunmn»;

- ®eaepanbHbiM 3aKkoHOM 0T 02.05.2006 N° 59-D3 «O nopsaake paccMOTpeHH
oOpatuenuii rpaxxaad Poccuiickoil Peaepaunu»;

- DenepanbibiM 3akoHoM o1 27.07.2006 N° 149-03 «O6 wuHbopMauuH,
HHGOPMALHOHHBIX TEXHOIOTHAX M O 3alIHTe HHPOPMALIUKH»;

- QepepanbHbiM 3akoHoM oT 27.07.2006 N° 152-®3 «O nepcoHanbHbIX
J@HHBIX»,

3. B uensx nonyyeHHs JOKYMEHTOB, WHdopMaunu, HEOOXOAUMBIX s
paccMOTpeHMs OOpalleHHi TrpaxJaH M IOPHIAMYECKHX JIML, TEXHOJIOrHYECKOro
obecrieyeHHsi TPOBEPKH CBeJeHUH YUpekKIeHHE OCYLUECTBSET B3auMOACHCTBHE C
APYITHMHM  OpraHu3aldsMH, OpraHaMM MeCTHOro camoymnpasineHus HaarepeuHoro
MYHHUHUINAIBLHOTO paioHa.




4, PesynbraroM paccMOTpeHMs OOpallleHHH rpaxaaH W HOPHIHYECKHX JIHI
ABJIAIOTCS  HaANpaBJeHWe IMCBMEHHBIX M [PEJOCTaBleHHe YCTHBIX OTBETOB B
ycTaHOBIIEHHBIX 3aKoHoAaTenbeTBOM Poccuiickon Meepaunu ciyyasx.

5. PaccmoTpenuio noanexar odpaiueHus Becex rpaxjiand Poccuiickon Peaepaunu u
JOPHIMYECKMX JIHL, @ TakKe HHOCTPAHHBIX TIPaxaaH W JuL 0e3 rpakkiaHCTBa, 3a
MCK/TIOUEHHEM C/yyaeB, YCTAHOBJIEHHBIX MEK/YHapOAHBIM J0roBopoM PoccHHCKOH
Denepaunu WiH henepanbHbIM 3aKOHOM.

6. CBeeHHs O MeCTe HaXOKIeHUs YupexkiaeHus, rpaduke ero pabotsl, TenedoHax
M agpecax O3J€KTPOHHOM IOYThI JO/KHOCTHBIX ML YUpexIeHHs, CeKpeTapHara,
TesedoHaX MW azpecax JJIEKTPOHHOH MOYTHI @AMHHMCTpPALMK  pa3MellaroTcs Ha
opuumansHom caiite  Yupexaenus, oO(QUUMAIBHBIX CTpaHuuax YupekIeHHs B
COLMAIBHBIX CeTAX, Ha HMHGOPMAUMOHHOM cTeHAe Y4pex/eHHs. JlonmoJHHTENbHO
pasMellaeTcs HHdopMalms o cnocodax HanpasieHHUs 0OpalleHHs:

- JTHYHBIA TTPHEM;

- [Tourta Poccuu;

- 3NIeKTPOHHAA 1104Ta;

= bakc;

- tenedoH;

- OI'UC «ExuHblil mopTan rocyJAapCTBEHHBIX W MYHHUMNAJIbHBIX YCIyT
(pyHKLHHA ))»

2. Opranunsauus e/ 1011pOH3BOACTBA

2.1. Opranusauus paboTbl ¢ MMCbMaMH H YCTHBIMHK 00pallieHHsMH Mpak/1aH J10/KHA

obecrieunBaTh HEOOXOIMMBIC YCJIOBHS Ul OCYUIECTBICHHS MPEIOCTABIEHHOTO H
rapaHTHpoBaHHOTO rpax/aHaM KoHctuTtyuueit PO npasa oOpaluarscs ¢ npeiokeHHAMH,
3asBICHHUAMH M Kan00aM¥ B MTUCBMEHHO# U YCTHOH (opme.

2.2. OTBEeTCTBEHHOCTh 33 OPraHU3alMI0 M COCTOAHHWE JIEJONMPOM3BOJACTBA [0
MUChMaM M YCTHBIM OOpAILeHHsSIM FPAXK/1aH BO3/IaraeTcs Ha PyKOBOIMTES Y UpeKIeHHS.

2.3. JlenonpoM3BOACTBO 110 0OpallleHUsM IpaxjiaH BeJeTCs OTAE/NBbHO OT ApPYrHX
BH/I0B JIEJIONPOU3BOICTBA K OCYILECTBISACTCS CEKpeTapeM YYpexKaeHHs.

2.4. [lpuHsaTHE pPeLIeHNs M0 PACCMOTPEHHIO TTHCEM H YCTHBIX 0OpallleHuH rpakaaH
OCYLLUECTB/IAETCS PYKOBOAUTENEM YUpPExKICHHS.

2.5. HemocpencTBeHHOE MCMONHEHHE TMOPYYEHHH 110 [MCbMaM M YCTHBIM
oOpalleHHsM PaKa1aH OCYILECTBIAETCA OTBETCTBEHHBIMU PadOTHHKAMH Y UpekKICHHS.

3.1lpuem u perucTpauusi NHCHLMEHHbBIX 00palleHnii TPakIaH H IOPHAHYECKHX JIHLL

3.1. Bce noctynaiomme B YupexxieHue o0palleHus rpaxiaH v IOPHIAHYECKHX JHL
MPUHHMAIOTCA U PErHCTPUPYIOTCA B JI€Hb HX MOCTYILIEHHS.

3.2. Konmuu JI0KYMEHTOB, MocTynaipoue ¢ oOpalleHHeM (HampuMmep, KOIHH
aTTeCTAaTOB, AMIIOMOB, TPYAOBbIX KHHKEK U Jp.), IPUKPETUIAIOTCS K TEKCTY 0OpalleHHs.

[Tony4yeHHble TNOMIMHHUKM JOKYMEHTOB, LEHHble OyMmMard BO3BpaLIAOTCH

rpakaaHaMm.




[Tp# CHATHH KOIHH CTICLHANMCT CTABMT HA HeH 3aBEPUTEIbHYIO HAIHCD.

3.3. O6palleHus IpakaaH, KONHK OTBETOB Ha HUX H JIOKYMEHTBI, CBA3AHHBIE C HX
paspelueHueM, GOPMHUPYIOTCS B JIeN1a B COOTBETCTBHH C yTBEpIKICHHONH HOMEHK/IATypOH.

3.4, [TocTynMBLIKE NUCbMA FPAXKAAH PErHCTPHPYIOTCH CTICUHATHCTOM B KypHaie
yyeTa oOpallleHH#H (MpHI0KEHHE 1)

PerncTpanuoHHblii (BXOAAIIMHA) HOMEP MMHChMA COCTOMT W3 TOPAIKOBOTO HOMepa
MHIEKca Jeia M0 HOMEHK/IAType MOCTYMHBIUEro odpaileHus B Npejeiax KaleHIapHOro
roja. _
Ecau 3asBUTeNb TIPMC]Ial HECKOJIBLKO MHUCEM, HO MO pa3sHbIM BONpocaM, TO Ha
Kay/10€ MMCHMO TPOCTABSAETCA CBOH PErHCTPALIMOHHBIA HOMEP.

Eciu mUChMO nepeciiaHo, TO B KypHane (B rpade «npHMeYaHHe») YKas3blBaeT,
OTKYJla OHO TOCTYMHIO (OT aIMHHHCTPALHH, rOpOACKOH NPOKYpaTypsl, OTaela
o0pa3oBaHus H T./1.)

[loBTOpHBIE MMHCHMA CTaBATCH HA KOHTPOIb. [Ipu pabore ¢ HMMH MOAOHpaAKOTCH
MMeIoLIHecs JOKYMEHTbl Mo 00pauleHHAM JaHHOTO 3asBHTCA. B xypHane ydeTta
MpHCBanBaeTCcs O4epeIHON perucTpalMOHHbIH HOMEP.

3.5. [Tocne perucrpainy oOpallleHust HAMPaBIAOTCs PYKOBOLHTEO YupexaeHus
U1 ohOPMIEHHS PE30IIOLMH C YKa3aHHEM HCTIOHHUTEIIS, NOPALIKA H CPOKOB MCIIOJIHEHHSL.

4, TpeboBanusa K 06pameHnIo

4.1. TluchMmeHHOE OOpalIeHHe PpaKJaHMHA MOJUKHO COAep)KaTh HaMMEHOBAHHE
Yupexaexus, 6o pamMuiIHIO, HMS, OTHECTBO AOKHOCTHOTO JIHLA J 100 ero J10/1KHOCTb,
cBon (haMMIHIO, MMS, OTYECTBO (MPH HAIMYHH), MOYTOBbIH aapec, MO KOTOPOMY HYKHO
HAIpPaBUTh OTBET, YBEJOM/IEHHE O nepeaapecaliu oOpallleHus, 1aTy W JIM4HYIO MOAMNHKCH,
a TaKxKe cyTh oOpaweHus. B ciyyae HEOOXOAMMOCTH (4TOOB! MOATBEPAUTH CBOH J10BO/1bI)
rpa/IaHHH MOXKeT [PHIOKHTE K MUCbMEHHOMY oOpallleHUI0 JIOKYMEHTB! 1 MaTeprallbl
1100 UX KOITHHK.

4.2. B obpallleHHH, COCTABIEHHOM B hopMe 2IEKTPOHHOrO J0KYyMEHTa, rpakAaHuH
IOJKEH YKa3aTh: CBOU (haMHIIHIO, MMHA, OTHECTBO; allpec 3J1eKTPOHHOM MOYThI, €CJIH OTBET
J0JKeH ObITh HampasjieH B opMe 3/IeKTPOHHOTO JOKYMCHTA, H [10YTOBBIH ajapec, eCiu
OTBET NOJKEH OBITh HAINpaBieH B IHCbMEHHOH (opMme, nubo azpec (yHHKATbHBIN
uaeHTHHKATOp) JMYHOro KabuHeTa Ha EAnHOM ropTaie, M0 KOTOPHIM JAO/KHEI OBITH
HarnpasjeHbl OTBET, YBeJOMJeHHe O mepeanpecalltn obpawenus. K obpaiiennto
rpaXkaaHuH BOpaBe NPHI0KHTH HEOOXO0AMMBIE JOKYMEHTbI ¥ MaTepHasibl B 3/I€KTPOHHOH
dopme. Takxke OH MOKET MX HANPABUTL 3TH AOKYMEHTBI MM HX KOMHWU B TMTHCHMEHHOH
(hopme 1o noyTe.

4.3. B KOIEKTUBHOM 0OpallieHHH yKa3bIBalOTCs: GaMMIns, HMs, OTYECTBO OJHOTO
rpaxiaHuHa, 00paTHBILErOCs OT JMLA KOLICKTHBA H (aMHIHK, HHULHATTBl W TIOANHCH
APYTHX 4JIeHOB KOJJIEKTHBA, C YKa3aHHEM KOHKpETHOro —ajpeca (mo4YToBOro,
31eKTPOHHOTO 1M60 ajpec TMYHOro KabHHeTa) 10 KOTOPOMY Cle1yeT HalpaBUTh OTBET.

4.4, OtBet Ha oOpallleHHe TPaX/aH He aeTCsl B CIICAYIOLIHX CHTYalHsX.

- ecnM B oOpalleHMM He yKasaHa (amuins TPakKIaHWHA, HAMPaBHBLICTO
obpallen1e, 1K NOYTOBbIH aapec, 10 KOTOPOMY A0IKEH ObITh HaNpaB/ieH OTBET;




- €CJIM TEKCT MUCbMEHHOro oOpalleHus He nojlaeTcs MpoyYTeHHo, 00 3TOM B
TeYeHHe CeMM JHeH CO [HA perucTpauuu oOpauleHus coolliaeTcs rpakIaHHHY,
HampaBuBlIleMy oOpaiieHHe, ecid ero (aMMaIMs M MOYTOBbIH aapec MOANAIOTCH
MPOYTEHHUIO;

- eCJIM TeKCT MNHUCbMEHHOro oOpalleHHsi He T03BOJISET OMNpeleInuTh CYThb
MpenOKEeHUs, 3asBIEHUS WM kanoObl, 00 3TOM B Te4YeHHe cCeMH JHeH co aHA
perucTpaiuu obpalleHus coodlaeTcs rpakjaHuHy, HarpaBuBlIeMy obpalleHue;

- ecnid B oOpalleHHH coJepKaTcs HeleH3ypHble ITHOO OCKOpOHUTE/lbHBIE
BBIPAKE€HHUA, YTPO3bl JKH3HH, 3J0POBBI0 M HMMYILECTBY JAOJKHOCTHOrO JIHLA, a Takxe
YyJeHaM €ero CeMbH, B 3TOM C/y4yae IPa)K[aHWHY COODOIIAeTCs O HEeAOMyCTHMOCTH
310ynoTpebieHus MpaBoM;

- eciM B OOpallleHHH COJep)KaTcs CBEAEHHS O [OATNOTABIMBAEMOM,
COBEpPLIAEMOM MIIH COBEpIIEHHOM TMPOTHBOMPABHOM JCSHHM, @ TAKXKe O JHUEe, ero
MOAroTaB/IMBAIOLLIEM, COBEpLIAOLIEM MW COBeplLUMBLIEM, OOpallleHHe MOAIeKHUT
HaMpaBJeHHIO B rOCYAapCTBEHHBIH OpraH B COOTBETCTBHU C €0 KOMIETEHLIMEH;

~ ecnd B oOpaleHun obkanyercs cyaeOHOe pelleHHe, OHO B TeYeHHe CeMHM
AHeH CO JHS perdcTpally BO3BpalL@eTCs Ipa)KaHWHy, HalpaBuBlIeMy oOpallleHuHe, ¢
pa3bsCHEHHEM IopsaKa 00KaloBaHHUA JaHHOIO Cy1eOHOro pelleHHus;

- ecliM  NHUCbMEHHOe o0pauleHHe CcOMep/KUT HHOopMalHio o dakrTax
BO3MOJKHBIX HapyllleHUH 3akoHoaaTe bcTBa Poccuiickoit Peaepanuu B chepe MUIPALIMH,
OHO HanpaplIgeTcs B TEYEHHE NATH JAHEH CO AHS PerucTpalMy B TEPPUTOPHAIIBHBIN OpraH
‘(hesepasbHOro OpraHa MCIIOJIHHTENBbHON BIacTH B cdepe BHYTPEHHHUX Oe/l, U BbICLLUEMY
JOJKHOCTHOMY  JMLy cyObekra Poccuiickoit  Peaepaumu, 3TOM  pakKIaHHUH,
HaNpaBUBILHI oOpalleHne, yBEAOMIISETCS O Nepeajpecaliy ero odpaieHus;

- ec/li NUCbMeHHoe olpaulleHHe COAep)KMT BOIpPOCHI, pellleHHe KOTOPBIX He
BXOZMT B KOMIMETEHLUHIO YUpexIaeHHs, OHO HalpaBaseTcs B TEHEHHE CeMM JHeH CO Hs
PerucTpalyy B COOTBETCTBYIOLLMH OpraH Wi COOTBETCTBYIOLUEMY J0KHOCTHOMY JIHILY,
B KOMITETEHLIMIO KXOTOPBIX BXOJUT pellieHHe MOCTaBlIeHHbIX B 00pallleHHH BONPOCOB, MPH
3TOM IPaxKaHWH, HanpaBuBIIHH oOpallleHHe, YBEAOM/SAETCA O IMepeanpecally
oOpalleHHs;

- eCIM B MHUCbMEHHOM OOpallleHUM TIpaKJ1aHWHA COJCPKHMTCH BOIPOC, Ha
KOTOpbIH €My HEOJHOKPAaTHO JaBaJUCh MHCbMEHHbIE OTBETHI M0 CYLIECTBY M MPH ITOM B
oOpallleHHH He TMpPUBOAATCA HOBbIE [0BOAbl MM OOCTOATENBCTBA, IpaKAaHHHY
cooOuaercs peuieHHe 0 0€30CHOBATEIBHOCTH OYEpEeAHOro OOpalleHHs M NpeKpallleHHH
MEPENUCKHU 110 JaHHOMY BOIPOCY,

- ecnu oOpalleHue COAepKUT BOMNPOC, OTBET Ha KOTOPBIA pa3sMelleH Ha
opHuHanbHOM caiTe YupexIeHus B HH(POPMALHOHHO-TEIEKOMMYHHKALHOHHOH CeTH
"UHTepHeT", rpakaaHHHy, HanpaBHBILEMY OOpalleHHe, B TeYeHHe CeMH JHeH CO aHS
perucTpauu obpauleHuss coolllaeTcs MEKTPOHHbIH agpec OdHUHANbHOrO caira B
HH)OpPMALIHOHHO-TeIeKOMMYHHKaUMOHHOK ceTn "HMHTepher", Ha kOTOpoM pasmelleH
OTBET Ha BONPOC, MOCTaBJIEHHBbIN B oOpalleHHH, NpH ITOM oOpallieHHe, colepikallee
o0xasoBaHKe Cy1e0HOTO pelleHus, He BO3BpALaeTCs;

- €CJIH OTBeT M0 CYIIeCTBY MOCTaBIEHHOro B 0OpallleHHH BOMPOCa HE MOXKET
ObITh naH Oe3 pa3rialleHus CBeleHMH, COCTaB/SIOUIMX OCYIApCTBEHHYIO HIIH HHYHO
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/ OXpaHsgeMyw  (enepaibHbIM  3aKOHOM TaliHy,  rpaxaaHuHy, HalpaBHBLIEMY
obpallesHe, coOBLIAETCs 0 HEBO3MOKHOCTH AaTk OTBET I10 CYLUECTBY MOCTABIEHHOrO B
HEM BONPOCA B CBA3M C HEAOMYCTHMOCTBIO pa3rialleHus YKa3aHHBIX CBeJIeHHH.
" 4.5. IlucsMennbie oOpalieHus rpainaH w MaTepHaibl K HUM, KONHH OTBETOB,

AOKYMEHTBL 110 THYHOMY MpHeMy rpakiaan GOPMHPYIOTCS B gena B COOTBETCTBHH C
HOMEHKNaTypo# ae.

S.Ilopsinok pacemMoTpenust nHCbMeHHbBIX (3/1eKTpoHHbIX) 06pameHuii

5.1. IuceMenHoe obpauienue moesKUT 00si3aTe/IbHON PerHCTpalMK B TeueHHe
TPeX JIHeH C MOMEHTa MOCTYT/ICHHS B Yupexenue.

5.2. Tlocne wu3yvenus O0OpalleHHst, NPOBEPKH THYHBIX JAHHBIX 3asBHTEA,
obpallieHHe perucTpupyercs CeKpeTapeM YupeaeHHs, OTBETCTBEHHBIM 3a paboty ¢
obpalieHHsIMH B KypHasie oOpaLleHHit rpaaaH W OPHINYECKHX JIHLL.

5.3. TlpunstHe pemenus o PaCCMOTPEHHIO MHUCBMEHHBIX (3EKTPOHHBIX)
obpaluenuii  ocyuecTsisercs PYKOBOIHTE IeM YupexieHns, KOTOpBIi Ha3HayaeT
HCIIO/IHATEIA H ONpe/ie/IieT CPOKH PacCMOTPEHHS oOpaleHus.

5.4. Cpok pacemorpenus obpaluenus coctasnsier 30 aHel co aus perucTpanmu
KpoMme cliyyaes, ﬂp@;’.l}’CMOTpCHHbIX 3aKOHOAaTe/IbCTBOM. B HCKIIOHYHUTEIbHBIX cjiy4dasx OH
MOXKeT OBITb MPOJIIIEH, HO He Gosee Yem Ha 30 mHeil. O [IPOZICHHH CPOKa pacCMOTPeHHUS
3aABUTEIIb YBEIOMIIACTCS O(HLIHAIBHO.

5.5. Paccmotpenue obpaienwuii, COMepaIMX BONPOCHl W IPEIOKEHHs [0
MPEIOTBPALIEHHUIO BOIMOKHBIX aBAPHii H MHbIX YPe3BBIYANHbIX CHUTYalHH, NPOU3BOIAUTCS
Oe3oTnararesnbHo.

5.6. Wcnonnutens, Ha3HaueHHbIi PYKOBOIHMTE/IEM, I'OTOBMT IPOEKT OTBeTa Ha
obpalleHHe W mnpeacTaBAseT ero B YCTAQHOBJICHHbIE CPOKH PYKOBOAMTENO Ha
YTBEpXKIEHHeE.

5.7. ConepxkaHue NpoekTa OTBeTa He TOKHO TPOTHBOPEYHTh 3aKOHOAATE/ILCTBY
Poccuiickoit ®enepaumu, akram OPraHOB MeCTHOro camoynpasinenus Haarepeunoro
paHOHa U NPHHATHIM B OGILECTBE 3THYECKHM HOpMawm,

5.8. Ecau juist pacemotpenus oOpalleHHs TpebyeTcs nojydeHHe A0MOTHHTENbHBIX
MATEPHAIOB, HCTIOJIHHTEIb FOTOBHT M HalpAaBIAeT HEOOXOIHMbIE MHCbMa-3anpockl.

3.9. 3anpoc cocrasisercs s TPEX  DK3eMIUIApax: OJMH HanpaBaseTcs Mo
HA3HA4YCHHUIO, NPYroH - 3asBUTeN0 oOpallleHHs, TPEeTHH ocTaetcs B VYupexneHuu c
OTMETKOH O HallpaBlIeHUH.

5.10. Ilpn nomyyennn npoekta orTBeta Ha oOpalleHue, pyKoBOIUTED npoBepsieT
€ro Ha NpeAMeT NPaBHJILHOCTH OGOPMICHHS, MOTHOTHI HHPOPMALKH, COOTBETCTBHUS
BBIBOJIOB  JIeHCTBYIOLLEMY 3aKOHO/ATENbCTBY. [IpH cormacuu ¢ npenctaBieHHBIM
[IPOEKTOM OTBETa, pyKOBOAMTE/Ib MEPEaaeT ero [Uis Hanpas/ieHHs 3asBuTeno. Eciu ne
COTJIACeH, BO3BPALLACT MCIIONHHTENO HA A0PaboTKy c YKa3aHHEM CpPOKOB yCTpaHeHHs
HeIOCTAaTKOB.

5.11. Ecau otBer no CYLIECTBY TOCTAaB/ICHHOro B oBpallleHHH Bonpoca B CHITY
KakuX-mubo NpUYHH 1aTh Helb3s, MUY, HanpasuBliemy oOpauieHue, coobuiaercs o
HEBO3MOKHOCTH J1aTh OTBET.
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5.12. OOpaiuenne 10MKHO OBITH PACCMOTPEHO € YYETOM BCEX HIOAHCOB, a
(aKTel H J0BOIBI, M3/I0KEHHBIE B HeM, JOMKHBI ObIThH MPOBEPEHbl C TOYKH 3pEHHS
MOJHOTEI, JIOFHYHOCTH, 3aKOHHOCTH, 0DOCHOBAHHOCTH M 10CTOBepHOCTH. OTBeThl Ha
obpaleHns 10KHBI ObITh apryMEHTHPOBAHHBIMH, C Pa3biCHEHHEM BCEX 3aTPOHYTHIX B
HEM BOIIPOCOB.

5.13. Tlpu oopmaenun orBera Ha obpalleHue HEOOXOANMO PYKOBOICTBOBATHCS
MpaBU/IaMH 1€I0NPOU3BOACTBA H O(OPMICHHSA HCXOISLINX J10KYMEHTOB. OTBET J0/MKeH
COACpkKaTh NaTy, PeruCTPAUHOHHBIN HOMEDP [JOKYMeHTa, (aMHIHIO, UMH M OTYECTBO
3a4BUTENIS, €ro [O4YTOBBIH ajpec, TeKCT (OTBEThl Ha [MOCTABIEHHbIE BOMPOCHI),
HaHMCHOBAHWE JOKHOCTH JIHUA, MOAMMCABIIETO JOKYMEHT, ero (aMuIHIo, HMS,
OTYECTBO ¥ HOMEP TeeOHA HCITOTHUTES.

6. Opranuzauns au4noro npuema rpaxian. [lopsiok paceMoTpeHns yerHsix
obpameHui.

6.1. JInyHpli npHeM rpakaaH OCYLIECTBISETCS B  LENAX OINepaTHBHOIO
PacCMOTPeHMs YCTHbIX 0OpallieHHH rpakIaH U NpejicTaBUTeNel I0pHINYECKHX JHLL,

OTHOCALIMXCA K KOMIETEHUMH YUpekIeHHs, COKPAalIeHUs KOJIHYECTBA MHCHMEHHBIX
oOpallleHHii, OpraHU3aUMK TpeayNpeAUTeNbHON paboThl, YCTAHOBICHHS M YCTpaHeHHs
MPHYHH HEBBINOJIHEHHS JO/KHOCTHBIMH JIMLIAMH BO3JIOKEHHBIX HA HUX 0083aHHOCTEI.

' 6.2. Ilpuem rpakaas OCYIIeCTBISETCS PYKOBOAMTENEM YupekKIeHHS. [pu
HEOOXOAMMOCTH PYKOBOAMTEb MOXKET A8 PElICHHA BOMPOCA MPHIJIACHTH CBOMX
3aMECTHTENIeH, 3aBeyIOLINX CTPYKTYPHBIMH MOApasie/ieHUsIMH, NpernoaaBaTeneil Wiu
APYrux paboTHHKOB YupekaeHHs.

6.3. MHdopmaumsa o mecte npueMa, a Takke 06 yCTaHOBJIEHHBIX IS npuema JHsX
H Yacax JOBOJMTCA [0 CBeleHHS TpaxilaH 4epe3 HWHOOPMALMOHHBLIH CTEeHI M
OHULHMATEHBIH CalT ydpexKIeHHs.

6.4. Ilpy JMYHOM npHeMe TIpakAaHUH JOKEH TMpPEeIbABUTE JOKYMEHT,
YAOCTOBEPSAIOLIHHA €10 JIHYHOCTD.,

6.5. Cozepkatue yCTHOro 0OpalleHHs 3aHOCHTCS B KapTOYKY JTHYHOTO npuema.

B ciyyae, ecnu wsnoxeHHsle B ycTHOM oOpalieHnu (GakTbl M 0GCTOSTEIHCTBA
AB/IAIOTCS OYCBUIAHBIMH M HE TPeOYIOT I0MONHUTENBLHON MPOBEPKH, OTBET Ha obpalleHHe
C COrnacHs 3asBUTE/IS MOXKET ObITh J1aH YCTHO B XOJle MpHEMa, O YeM Je/iaeTcs 3aluch B
KapTo4yke JHYHOro mnpueMa. B ocTaibHbIX ciayyasX aaeTcs MUCHMEHHBIH OTBeT MO
CYLLECTBY IOCTABJIEHHBIX B 00palieH!H BOIIPOCOB.

6.6. YcTHble oOpalieHHss MOryT MOCTYNAaTh NPH MPOBEACHHH npHeMma, BO Bpems
TeJeOHHbBIX MEPeroBOPOB M PacCMaTpUBAIOTCA B Cy4asX, KOIJa M3N0KeHHbIe B HHX
(akTbl u 06CTOSATEILCTBA OYEBHAHBI H HE TPeOYIOT 10MOIHUTENBHOM [IPOBEPKH, THYHOCTH
00palLAKOIMXCs M3BECTHBI H YCTaHOBIEHb!. Ha ycTHBIe o6paienus, kak [paBHJIO, JaeTCs
OTBET B YCTHO#H ¢opme.

6.7. Mupopmauns 06 ycTHHIX oOpallleHHsX MoKeT ObITh BKIHOYeHa B KypHal
oOpareHHi.




7.0600meHHe H AHAIH3 THCBMEHHBIX H YCTHBIX ODpauienuii rpaxaan

7.1. Pykosonurens YupeaeHHs MM 1o ero MOPYYEHHIO IpYrHe HOJKHOCTHbIE
JIALa OJIKHBI CHCT@MAaTHYECKH aHAIM3UPOBaTh U 0006IAThH NPe/I0KEHUS, 3asBIeHHUA,
KanoObl Fpak/1aH M IOPHAHYECKHX JIHIL 1 colepKalllfecs B HUX NpakTHYECKHUE 3aMeYaHHs
€ LCBI0 CBOCBPEMEHHOIO BBIABIEHHUS H YCTPAHEHUS IPUYHH, MMOPOKIAIOLIHX HapyLIeHHE
NpaB 3asBUTENICH, 3aLNUTHI HHTEPECOB IPaiaH M FOPHIAHYECKHX /MLl B COOTBETCTBHH C
3aKOHOATEIbCTBOM, & TAK)KE COBEPLICHCTBOBAHHE OPraHM3aLHOHHOMN K VIIpaBIeHYeCcKoi
JeSTeNIbHOCTH.

7.2, O6o61ienne obpalleHnii MOKHO OCYLECTBIIATE MO ClEAYIOLIEeH NpUMEpHOT
KJaccHHUKaumm: 1o aapecy obpaiennii (B ToM yucie MOCTYNAKIIHUX U3 BBILUECTOSLINX
OpraHU3alMi H Ap.): [0 THNAM M BUIAM YUpexAeHHil: CKOIbKO MOJIy4EHO W PaCCMOTPEHO
KOJIIEKTHBHBIX, HHIWBHIYalbHbIX, aHOHUMHBIX 0OpalLeHHuit; 1o HarpaB/IeHHsIM paboTsl
(no knaccudukaropy Tem). IpoBOIHTCA KONMYECTBEHHBII 1 Ka4eCTBEHHbIH aHAJIU3 BCex
MOCTYNUBUIMX OOpalleHHH ¢ XapaKTepPUCTHKON (AKTOB, M310KEHHBIX 3aABHTEIAMH H
YKa3aHUeM pe3y/bTaToB: B YaCTHOCTH, KakHe (aKThl MOJATBEPANIIHCE TOJHOCTBIO WM
qacTiyHo. [lo pesynsratam ananusa mnpespcrasisercs HHPOPMALIMA C KOHKPETHBIMH
PEKOMEHIALHAMH 110 COBEPLIEHCTBOBAHHIO paboThl B JaHHOM Bornpoce. Marepuaiisi
oopmsIOTCS B BUAE 0606 IIEHHBIX CBEICHHH, TaO/INLl M aHATTUTHYECKUX CTIPABOK.

7.3. Ananutudeckas MHOOPMALHS 110 UTOrAM pabotel ¢ obpaiueHusMH rpakaan
MTOATOTABINBACTCSA 3a KaNleHAaPHBIH roa UK yueGHbI

8. @opmupoBaHHe H XpPaHEHHE 6/ 110 MHCLMAM 1 YCTHBIM 00pallieHHAM rpaxian

8.1. Bce nocTynuBIIME MHChMA H YCTHBIE oOpalleHHs rpaaaH Mocie Ja44 oTBeTa
Z10/KHBI ObITh BO3BPALIIEHbI CEKPETAPIO CO BCEMH OTHOCALIMMHUCS K HUM MaTepHalaMH 114
HCHTPATM30BAHHOTO y4yeTa H (OPMHUPOBAHUS JeJl. dopMHpoBaHHe M XpaHeHHe jJen 1o
00paLLeHHAM IPakaaH H IOPHARYECKHX JTHLL Y HCMOJHHUTE A 3arpeliaeTcs

8.2. IuchmeHHble 06palenHsi, KONMH OTBETOB HA HUX | JIOKYMEHTBI, CBA3AHHBIE C
X PaspellieHHeM, a TaKkxke [JOKYMEHTbI 10 THYHOMY [pHeMy rpaxiad GOpMHPYIOTCS B
Ale/1a B COOTBETCTBHH € YTBEPHKAEHHOH HOMEHKIATYpOil ael.

8.3. B nmpouecce dopmuposanus gen MPOBEPACTCS TakKe MPaBHIBHOCTE
OOPMIeHHS TOKYMEHTOB (ITOAMKMCH, JaThl. HHIEKCEI, aapecatsl). Hezoodopmiennsie
WIH HCKOPPEKTHO O(OpMIEHHbIE [1OKYMEHTBHI BO3BPAILAKOTCA  UCIMOJTHUTENAM Ha
n0paboTky.

8.4. uceMa u marepuansl no YCTHOMY paccMOTpeHHIO oOpalleHHHl rpaxiaH
XPAHATCA MATh JIET, [10CIIE YEro YHHYTOKAIOTCH.

8.5. Tlo MCTeYeHHM YCTAHOBJIEHHOrO CPOKa XpaHeHHs [JOKYMEHTOB [10
[TPETIOKEHHAM, 3asBICHHAM M ’Ka00aM COCTaB/ISETCS aKT 00 UX YHUYTOKEHHH, KOTOPbI
HOAMHUCBIBACTCSA YICHAMH IKCIIEPTHOH KOMUCCHM M yTBepiKaaeTcs.

9. OTBeTCTBEHHOCTD 32 HapyuienHe 3aK0HOAaTe/1bCTBA 00 0Opawenusx rpaxian




9.1. OTBEeTCTBEHHOCTb 33 OPraHM3alMI0 PAcCMOTPeHHs oOpalleHHi rpaxiaH
BO3j1araeTcs Ha PyKOBOAMTENS YUpekKIeHHS.

9.2. TlepcoHansHas OTBETCTBEHHOCTh 3@ CBOCBPEMEHHOE M KayeCTBEHHOEC
paccMOTpeHHe OOpalleHHH IpaxiaH; MOATOTOBKY OTBETAa B YCTAHOBJICHHbLIH CPOK M
JIOCTOBEPHOCTb HM3JIOXKEHHBIX B HEM JIaHHBIX, BO3JIaraeTcs Ha HENOCpeACTBEHHOro
ucronauTens. OTCYTCTBHE HENoCpeACTBEHHOro HCrnoiHuTeNs (Done3Hs, OTIYCK,
KOM@H/JMPOBKa M T.M.) HE CHUMaeT C PYKOBOJAMTEINs YHYpEeKIeHHs OTBETCTBEHHOCTH 32
CBOEBPEMEHHOE W KaYeCTBEHHOE PacCMOTpeHHe 00palleHHH rpaKiaH.

9.3. HenpaBoMepHblii 0TKa3 B NpHeMe MM pacCMOTPeHHWH oOpallleHHH rpakia,
HapylleHHe CPOKOB WM TOpfJKa MX PAacCMOTPEHMs, [PHHATHE  3aBEIOMO
HeOOOCHOBAHHOIO, HE3aKOHHOIO pelleHus, Mpecie]oBaHHe [paXKaaH 3a KPHTHKY,
NpefocTaBIeHHe HeJ0CTOBEPHON HHpOPMaLMK MO0 pasrialienue CBeIeHHH 0 YaCTHOM
KU3HH rpakaaHKHa (0e3 ero cornacus), a TaKxke Apyrue HapyleHHs 3aKOHOAATE/1bCTBa
06 obpameHHsX IpakiaH BIeKYT 3a co0o0ii OTBETCTBEHHOCTH JO/UKHOCTHBIX JIMLL B
COOTBETCTBHH ¢ 3aKoHoaTe1becTBOM Poccniickoit denepauui.

10. 3ak104YHTEIBHbIE ITOJIOKEHHH

10.1. Usmenenus B Hactosuee [TonoxeHue MOTyT ObITh BHECEHDI [IPH H3MEHEHHH
3aKOHO/ATeNbCTBA B 00J1aCTH pacCMOTPeHMs 0OpallleHHi Ipak/1aH U FOpPHAHYECKHX JIHLL.




