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INOJIOKEHHUE

0 MOPSAKe PACCMOTPEHUA 00PALEHUI TPAXKIAH

1. O0mue nmoJioKeHust

1.1. Hacrosimiee nosioskeHre o MOPsAJKE pacCMOTpPEHUs! 0OpallieHui rpaxaan
(manee — IlonoxxkeHue) pa3pabOTaHO B COOTBETCTBHM C MEPEYHEM JCHCTBYIOIIMUX
HOPMAaTUBHO-TIPABOBBIX  JIOKYMEHTOB, pErJIaMEHTUPYET TpaBuia paboThl C
nocrynaromumu obpamienusmu Tpaxkaan WII OpumaHukoBoit E.B. (mamee —
Opranuzanus).

1.2. Opranmzamusi paboThl C THUCHMEHHBIMH W YCTHBIMHU OOpaIllEHUSIMH
TpaXJaH JOJDKHAa oOecreuynBaTh HEOOXOJUMBIC YCIOBHS JJIS OCYIICCTBICHUS
MPEAOCTABIEHHOTO W TapaHTUPOBaHHOrO rpaxaaHaMm Koncrurynuwen P® mpasa
oOpamarbcsi ¢ MPEMIOKEHUSIMH, 3asSBICHUSIMH W JKal00aMH B THUCHMEHHOW W
ycTHOH (hopme.

1.3. PaccnenoBanue HapylleHHsT HOpM MpPOGEeCCUOHATBHOTO MOBEACHUS
MearorndyeckuM pabOTHUKOM MOXKET OBITh MPOBEICHO TOJIBKO MO MOCTYMarouien
Ha HEro kajooe, MoJJaHHON B MUCbMEHHOM (opMe.

1.4. OGpamieHust TpaxkJiaH MOCTYNAOT B BUJE MPEIJIOKECHUM, 3asgBICHUN U
xanoo.

Ilpeonosicenue — oOpallieHHe TpaxaaH, HaMpaBlICHHOE Ha YIy4llEHHE
JESTETLHOCTH 00Pa30BaTEIbHOTO YUPEXKICHUS U T. 1.

3anaenenue — obpaiieHue B 1ENAX peaqu3aliy MpaB U 3aKOHHBIX HHTEPECOB

IpaKJIaH.
Kanoba — obpamenue ¢ TpeOOBaHMEM O BOCCTAHOBIICHUH IIPaB U 3aKOHHBIX
UHTEPECOB  TpaXKJaH,  HApPYNICHHBIX  JCHCTBUSAMH  JUOO  pPEHICHHUSIMHU

TOCYJapCTBEHHBIX OPTaHOB, JOJDKHOCTHBIX JIMI], OOIIECTBEHHBIX JIUI[ U
0OIIECTBEHHBIX OPraHU3aLUN.

[ToBTOpHBIMHU CUUTAIOTCS OOpaIeHUs, TTOCTYIUBIINE OT OJHOTO M TOTO XKE
JMIa 10 OJHOMY M TOMY € BOIIPOCY, €CIH CO BPEMEHH ITOJaYM MEPBOTO MCTEK
CPOK paCCMOTPEHHMSI WJIH 3asIBUTEb HE YIOBICTBOPEH JaHHBIM €My OTBETOM.

[lucbMa OAHOTO M TOTO K€ JIMIA M IO OJHOMY W TOMY K€ BOIIPOCY,
TIOCTYITUBIIIAE JI0 HCTCUCHUS CPOKA PACCMOTPEHHUSI, CAUTAIOTCS TIEPBUYHBIMH.

He cuuTaroTcs MOBTOPHBIMH IMHChbMa OJHOTO M TOTO € aBTOpa, HO IIO
Pa3HBIM BOIIPOCAM.

AHOHMMHBIMH CUHTAIOTCA IHChMa TpaXJIaH O3 IMOANUCH W yKa3aHUs
dbaMmInK, He CoAepIKaIlMe TaHHBIX O MECTE MX KUTEIbCTBA, pA0OTHI HIIA YUICOBI.

2. Opranusanus 1eJI0NpoOu3BOACTBA



2.1. Opranuzanusi paboThl ¢ TUCbMaMU M YCTHBIMH OOpaIeHUsIMU TPaXKIaH
JOoJKHA ~ oOecrieurMBaTh  HEOOXOAMUMBIE  YCJIOBHS NI OCYIIECTBIICHUSA
IIPEACTABIEHHOTO M TapaHTUPOBAaHHOro rpaxzaaHaMm Koucrutymuen P® mpasa
oOpamarbcsi ¢ MPEMIOKESHUSIMH, 3asgBICHUSIMH W JKalo0aMH B THUCHMEHHOW W
yCTHOMU (hopme.

2.2. OTBETCTBEHHOCTD 32 OPraHU3aLMI0 U COCTOSHUE EIONPOU3BOACTBA 110
NMCbMaM W YCTHBIM OOpallleHUsIM TpaxJaH BO3JIaraeTcsi Ha PyKOBOJIUTENS
Oprannzanuu.

2.3. Jlenonpou3BOACTBO MO OOpalIeHUsIM TpaxkaaH BEIAETCS OTACIbHO OT
JIPYTUX BUIIOB JejI0npon3BoacTBa OpraHu3aiuu.

2.4. IlpunsiTue pelieHus MO PaCCMOTPEHMIO MHCEM M YCTHBIX OOpallleHHi
rpaXkJIaH OCYLIECTBISIETCA pyKoBoauTenaeM OpraHu3anuu.

2.5. HenmocpencTBeHHOE HUCIONIHEHUE IMOPYYEHHUM MO MHUCbMaM M YCTHBIM
oOpamieHusiM  TpaxkJaH  OCYIIECTBISIETCS  OTBETCTBEHHBIMH  PAaOOTHUKAMHU
Opranuzanuu.

3. IIpuem u perucrpanus mMUceM rpaxaaH

3.1. Bce nocrynaromme B OpraHuzaunuio oOpalleHuss TIpakaaH
MPUHUMAIOTCA U ODOPMIISIFOTCS B IEHb UX MOCTYIUJICHUS.

3.2. IlocTtynaromue oOpalieHns ¢ KOMUsIMHU JOKYMEHTOB (Hampumep, KOnui
aTTeCTaToB, AUIUIOMOB, TPYIOBBIX KHHUXEK M Jp.) MPUKPEIUISIOTCS K TEKCTY
obOpamienusi.  IlonydeHHble  TMOMIMHHUKA  JIOKYMEHTOB, IIeHHble Oymaru
BO3BpAIAIOTCS TPaK/IaHaM I10 aKTy.

3.3. O0paiieHus rpaxkaH, KOMUU OTBETOB HA HUX U IOKYMEHTBI, CBS3aHHbIC
C UX paspeuieHueM, (QOpMUPYIOTCS B Jella B COOTBETCTBUU C YTBEPXKICHHOMN
HOMEHKJIaTypOM.

3.4. TlocTtynuBiine NUcCbMa TPAXKIaH PETHCTPUPYIOTCS B KypHAJIE yuyera.
PerncrpaunoHHBIN ITaMIT POCTABIIIETCA HA JIMLEBOM CTOPOHE NEPBOIO JINCTA C
yKa3aHUEM PEruCcTPallMOHHOTO HOMEpA, AAaThl PETUCTPALIMU U KOHTPOJIBLHOIO CPOKa
UCTIONIHEHUA. PeructpaliMioHHbIA  (BXOJAIIMM) HOMEpP IIMCbMa COCTOHUT W3
NOPSAJIKOBOTO HOMEpa MOCTYIHBILEr0 OOpallleHus B Ipelesax KaJeHIapHOIro rojaa
U MHJIEKCa Jiea o HoMeHKarype. Ecinu 3aaBUTelNb Npucial HECKOIBKO MUCEM, HO
MO pa3HbIM BONpOCaM, TO Ha KaXJI0€ TMHUCbMO TNPOCTABISAETCS CBOMU
peructpanvoHHbii Homep. Ecim muceMo mepecnaHo, TO B kypHaie (B rpade
pUMeYaHue) yYKa3blBaeT OTKYyJa OHO MOCTymuiIo. [IoBTOpHBIE MUChMa CTaBATCS Ha
KOHTpOJb. [lpu pabore ¢ HUMHU MOAOMPAIOTCS MMEIOIIUECS JOKYMEHTHI IO
oOpalieHusiM JaHHOTO 3asiBUTENs. B ikypHane ydera mpoctaBisieT No KoJ TeMbl
UChMa B COOTBETCTBUHU C NMPUMEPHBIM KiaccudukaropoM. Eciu B olHOM nucbMe
COJIEPIKUTCSI HECKOJIBKO TEM, TO KaXJOW MPUCBAUBAIOT OOO3HAYCHHE TIO
KJ1accu(pUKaTOPY.

3.5. Ilocnme peructpamuu oOpaiieHuss HaMPaBISIOTCI PYKOBOIUTEIIO
Opranmzaruu st opOpMIICHHS PE3OJTIONNH C YKa3aHUEM HMCIIOTHUTEINS, MOPSIKa
U CPOKOB MCIIOJIHEHMUSI.



4. PaccMoTpeHne NUCbMEHHBIX 00pallleHuil rPakIaH

4.1. Tlucbma rpaxkmaH, TMOCIE PErUCTpalui U O(QOPMIICHUS PE30JTIOIUU
pykoBogutTeneM OpraHuzald TEpPeAaroTCsl Ha UCIOJIHEHUE KOHKPETHOMY
UCIIOJIHUTENIO MO/ «POCIUCH» B YUETHON JOKYMEHTAIIUH.

4.2. Tlucebma TrpaxnaH, TpeOyolue TPOBEPKH M3IOKEHHBIX (PaKTOB,
paccMaTpHUBAIOTCS JOJKHOCTHBIMM JIMIIAMHM B CPOK J0 OJHOIO Mecsia CO JTHA HX
peructpanuu; He TpeOyrolIrue IOMOJHUTEIBHOIO W3Y4YEHUS W TPOBEPKU HE —
no3aHee 15 nHell. B oTnenbHBIX Cilyyasx CpOK pacCCMOTPEHHUS MUCbMa MOXKET OBbITh
OpoAJieH, HO He Oojiee YeM Ha OJUH MECAl, O YeM HCIIOJIHUTEIb YBEIOMIISET
3asiBUTENS.

He pomyckaercs HampaBlieHHME TIMCEM TpPaXJaH Ha PACCMOTPEHHUE
paboTHUKAM, IEHCTBUS KOTOPBIX 00XKATYIOTCS.

B conpoBonuTensHOM MHUChME 00SI3aTENIBHO YKa3bIBA€TCS MOPSIOK OTBETA
3asBUTENIO, a MPU HEOOXOJUMOCTH — U OpraHu3aiuu (YUYpekJIeHUI0), B KOTOPYIO
HampaBisgeTcsl JaHHOe oOpameHue. [Ipu 3TOM OTBEeT Ha OOpalleHHue CTaBUTCS
UCIIOJTHUTENEM «HA KOHTPOJIbY.

AHOHHMMHBIE THCbMAa M THUCbMa OECCMBICICHHBIE IO COJEPXKAHUIO HE
paccMaTrpUBarOTCSl.

4.3. OtBeThl Ha OOpalleHUs TpakJaH MOJArOTaBIUBAIOT WCIOIHUTEIU 3a
NOJNUCHIO pyKoBoauTeNss Opranu3anuu.

OTBeThl Ha MHChbMA, HAMNpPABISIEMbIE B BBIIECTOSAIIME OpraHU3alUd U
nenytaram, oOpMIIAIOTCS B 00s13aTEIbHOM MOPSIKE, 32 MOANKUCHI0 PYKOBOAUTENS
Opranuzanuu.

4.4. JIomKHOCTHBIE JIMIIA TIPU PACCMOTPEHUU OOpaIIeHH rpakiaH 00s3aHbI:

— BHHMMATEJIBHO MPOAHAIM3UPOBATh H3JIO0KEHHBIE MPOOJIEMBbl, B Cllydae
HEO0OXOIMMOCTHU CJIeNaTh 3anpoc TpeOyeMbIX TOKyMEHTOB HIIA MPOU3BECTH BBIE3]
HA MECTO JUIsl MPOBEpKU (DAKTOB, a TakkKe MPEANPUHUMATH APYTHE MEphI s
00BEKTUBHOTO Pa3pEIICHHS BOTIPOCA;

— TpUHUMAaTh OOOCHOBAaHHBIC pEIIEHUs IO OOpalieHusIM, 00ecTeunBaTh
CBOEBPEMEHHOE U MPABUWJILHOE UCTIOJHEHHUE 3TUX PEIICHUN.

4.5. Tlo pe3ynbraraM pacCMOTPEHHSI BOIPOCOB COJEPIKAIMXCS B MHUCbMax
Ipa)KJaH, UCIIOJHUTENb IMOATOTABINBAET OTBET 3aBUTEIIO.

[Ipu cocTaBieHUM OTBETa O PE3yIbTATax PACCMOTPEHHUS MUCbMa JOJIKHBI
coOMOIaThCs CAEAYIONTUE TPEOOBAHUS:

— KpAaTKO M3JIOXKUTh, Kakas paboTa OblUIa MpoOBeIeHA ISl MPOBEPKHU (PaKTOB,
U3JIOKCHHBIX B OOpaIleHuu;

— €CJIM B NIMCHbME 3asBUTEII COJEPIKUTCS HECKOJIBKO BOIPOCOB, TO OTBET
HAJI0 1aTh Pa3/eNIbHO M0 KaXKJIOMYy paCCMOTPEHHOMY BOIIPOCY;

— COOOIIUTh, MOATBEPAWINCH T (PaKThl, U3JIOKCHHBIE B IMHCHbME, KAaKHE
Mepbl IPUHSTHI MO PE3YJIBTaTaM MPOBEPKHU.

4.6. OtBeThl OQOPMIIAIOTCA Ha ONaHKaxX IMCEM M COIEpXkKaT CIACHYIOIIUE
PEKBU3UTHI: ajapecar, TeKCT, (haMUusl UCIIONMHHUTEN C yKa3aHWeM ero pabdodero
TenedoHa, JaTa UCTIOTHEHUS W MCXOISIINA HOMEp MUChMa MPOCTABIISETCS MOCHEe
TOT0, KaK MUCHbMO MOJAMKICAHO.



5. KoHTpoJib 32 pab0oTOoii NUCbMEHHBIX 00pallleHNH TPaXKIaH

5.1. IlopsAOK MOCTAaHOBKH MHCEM Ha KOHTPOJIb ONPENEISAIOT PYKOBOIUTEID
Opranuzaiuu ¥ HENOCPEACTBEHHO ucnonHuTenb(u). Ilucema  rpaxnaw,
IeperpaBleHHble B JpyrHe OpraHu3aldd WIH YUYpeXKIACHUS U Tpelyromue
COOOIIEHUS Pe3yNIbTaTOB UX PACCMOTPEHUS, CTABATCS HA KOHTPOJIb.

5.2. Ilucema rpaxkiaH, NOCTABICHHBIE HA KOHTPOJIb, IOMEYAIOTCSI OTMETKON
«KOHTPOJBY. OOpallleHus Ipa)kJaH, KOTOPbIE JAIOTCS MPOMEKYTOUHbIE OTBETHI, C
KOHTPOJISI HE CHUMAIOTCS.

5.3. Opranuzaiusi KOHTPOJIS: XOI U CPOKH HCIIOJIHEHUS OOpalieHui
rpaXkJ1aH B )KypHaJIE y4eTa BEET PYKOBOAUTENb OpraHu3anni.

54. Cpoku WUCHOJHEHHS IMHUCEM TpaxaaH, IO KOTOPhIM HeoO0XoauMma
MOJITOTOBKA OTBETOB B BBIIIECTOSIINE OPTaHbl, MPOJJIEBAIOTCSA TOJBKO TMOCIHE
coracoBaHus ¢ HUMH. O MPOAJIEHUH CpOKa cOOOLIaeTCsl 3asIBUTEINIO.

H3MeHeHne cpoka HCIIOIHEHUS NMPOU3BOJUTCS 3a0JIarOBPEMEHHO JIUIIOM,
YCTAaHOBUBILIUM TOT CPOK, NMPU HAJIMUYUU OOBEKTUBHBIX MPHUYMH, U3JIOKCHHBIX B
COOTBETCTBYIOIIIEH 3aMUCKE.

N3meHeHne cpoka yKa3bIBaeTCsl Ha JOKYMEHTE, a TaKXKe HW3MEHEHUs
BHOCSTCS PETUCTPALIMOHHO-KOHTPOJIBHYIO KapTOUKY.

5.5. KoHTpounb 3aBepuIaeTcs TOJABKO NOCIE BBIHECEHUS PELIEHUS U IPUHITHUS
UCUEPIBIBAIOIIMX MEp MO pa3pelieHuio ooOpauieHui. Pemenue o cHATHUH C
KOHTPOJISL U 0OpallleHui TPUHUMAET pyKoBoaAuTeNb OpraHu3anuu.

[Iucema rpaxaaH CUMTAIOTCA pPa3pELICHHBIMH, €CIIM PAaCCMOTPEHBI BCE
MIOCTABJICHHBIE B HUX BOIIPOCHI U JAHBI OTBETHI 3aIBUTEIISIM.

5.6. OTBETHI B BBILIECTOSAIINE OPraHU3alNM, PEAAKIIMMU Ta3eT U KypHAJIOB
MOJIMKCHIBAIOTCS pyKkoBoauTesieM OpraHu3alny, B €10 OTCYTCTBUE 3aMECTUTEIIEM.

6. Ilpuem u paccMOTpeHHE YCTHBIX 00OpalleHN TPaXKIaH
6.1. Ilpuem rpaxaan B Opranuzainv MOXET OCYIIECTBISATHCA Kak IO
IpeIBapUTEIHHON 3aMKCH, TaK U 0e3 Hee.
PykoBoautens Opranuzanuu BEAET IpUEM:
— MOHeIeNbHUK, cpeaa ¢ 10.00 no 12.00.
B ero orcyTcTBHE npreM OCYILIECTBIISIET €TI0 3aMECTUTENH.
6.2. [Ipuem noceTuresen perucTpupyeTcs B )KypHaje mpruemMa moCeTUTENEH.

7. O000meHNe M aHAJIM3 MUCHbMEHHBIX M YCTHBIX 00palleHuil rpakIaH

7.1. PyxkoBomurens OpraHuzanyy WIA 10 €ro IIOPYYEHHUIO Jpyrue
JOJDKHOCTHBIE JIMIIA JOJDKHBI CHCTEMaTHMYeCKM aHaJIu3upoBaTb MU 0000IIaTh
OpPE/UIOKEHUS, 3asBICHUS, JKajJoObl TIpaXKAaH W coAepXkaliuecs B HUX
IPAKTUYECKHAE 3aMEYaHU.

Ilenp: cBOEBPEMEHHOE BBISBICHNUE U YCTPAHEHUE IMPUUYMHBI, TOPOXKIAIOIIEH
HapylI€HUE IpaB 3asABUTENICH, 3alIUTa HHTEPECOB IPAKIAH B COOTBETCTBUU C
3aKOHOJATEILCTBOM, a TAaKK€ COBEPIICHCTBOBAHWE OPraHU3alMOHHOW K
YIPaBIECHYECKON AEATEIBHOCTH B cucTeMe OpraHu3annm.
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7.2. OO6oOmeHrne oOpalieHnii MOXXKHO OCYIIECTBIISTh M0 CIEIyIoUei
IPUMEPHOH KIlacCU(UKAIIU:

— MO ajpecy oOpaimieHuil (B TOM YHCIE MOCTYMAIONINX W3 BBIIIECTOSIINX
OpTraHoB);

— TI0 TUTIaM U BHJIaM 00pa30BaTeIbHBIX OpTraHU3AIIHH;

— CKOJIbKO TIOJIYYeHO M PACCMOTPEHO KOJUICKTHBHBIX, WHIWBHIYATbHBIX,
AHOHUMHBIX OOpalleHUI;

— 110 HaIpaBJICHUSIM paboThI (10 KJIaCCUPUKATOPY TEM).

[TpoBOIUTCS KOMMYECTBEHHBI M KAYECTBEHHBIN aHAIN3 BCEX ITOCTYITUBIITNX
oOpaIieHuii ¢ XapaKTepUCTUKOW (PaKTOB, M3JIOKCHHBIX 3asBUTEISAMU M YKa3aHHEM
pEe3yJabTaToOB: B YACTHOCTH, Kakve (akThl MNOATBEPAUIUCH TOJHOCTBIO WIIU
YaCTHYHO.

[To pesynpraram aHanu3a MpeacTaBisgeTcs HHPOpMAIUd ¢ KOHKPETHBIMU
PEKOMEHJIalUSAMH 10 COBEPIICHCTBOBAHMIO pabOThl B JIAaHHOM  BOIIPOCE.
Marepuansl  opopmisitoTcss B BHAE OOOOIIEHHBIX CBEACHHWM, TaOMUI[ U
AHAJTMTHYECKUX CIIPABOK.

7.3. Ananutndeckass mH(opmarms Mo WTOraM paboThl ¢ OOpalIeHHSIMU
TpaKJaH TOATOTaBINBACTCS 33 KAJICHIAPHBINA TOJI.

8. ®opmupoBanue u XpaHeHHe JieJ N0 MUCbMAM U YCTHBIM 00paleHusiM
rpaxaaH

8.1. TluckMeHHbIe OOpallleHUs Tpa)KJaH, KOMMM OTBETOB HAa HUX U
JIOKYMEHTBI, CBS3aHHBIE C WX Pa3pelIeHHEeM, a TaKKe JIOKYMEHTHI MO JIMYHOMY
npueMy rpaxjan GopMHpPYIOTCS B Jiena.

8.2. B mponecce popmupoBaHus J1eJ MPOBEPSETCS TAKXKE MPABUIBHOCTH
opopMieHUS  JOKYMEHTOB  (NIOAMMUCH,  JIaThl,  WUHJEKCHI,  aJpecarsbl).
Henoodopmiiennsie niam HenmpaBwiIbHO O0()OPMIICHHBIE TOKYMEHTBI BO3BpAIIAIOTCS
UCTIOJTHUTENISIM Ha J0PaboTKYy.

8.3. [Tucpbma 1 MaTepuabl IO YCTHOMY PAaCCMOTPEHHUIO 00paIlleHnu TpaXkKaaH
XPaHATCS MATh JIET, TOCJE Yer0 YHHUTOXAKOTCS.

8.4. Ilo wncTeyeHMM YCTAHOBIIEHHOIO CpPOKAa XpaHEHHs JOKYMEHTOB IO
NPEIJIOKCHUSIM, 3asBICHUSIM M JKaJlo0aM TpakJaH COCTaBISETCS akKT 00 ux
YHUYTOXXEHUU, KOTOPHIM TMOAMUCHIBAETCS WICHAMHU DSKCIEPTHOM KOMHUCCHUU U
yTBepKIaeTCsa pyKkoBoguTeaeM OpraHu3aiuu.

9. 3aKJII0UHTEIbHbIE MOJI0KEHUS

9.1. ITonoxxeHue NpUHUMAETCA HAa HEONIPEJAEICHHBIN CPOK.

9.2. Bce u3MeHeHus M JIOIOJHEHUS, BHOCUMEBIE B HacTtosmlee Ilooxenue,
ohopMIISIFOTCSI B IUCbMEHHOM (GOopMe B  COOTBETCTBHHM  JCHCTBYIOIIUM
3aKOHOJaTeNIbCTBOM Poccuiickon denepanuu.

9.3. Ilocne npunsarus IlonokeHuss (WM W3MEHEHUW U JOMOJIHEHUM
OTJIETIbHBIX TYHKTOB W Pa3leiioB) B HOBOM peNaKiuy Mpeablaylias peaakius
ABTOMAaTUYECKH YTPAYNUBAET CHITY.



