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ITopsiaok
paccMOTpeHHs oGpaieHHii rpaiaH B

MOY «CyHckas o6meo0pa3oBaTebHasd IKOJIA»
(manee — I[TopsIOK)

I. OOmue MOJIOKEHHS
[IpeaMeTOoM pETYIMpOBaHHS HACTOAIICTO [lopsaka SBISETCS OpraHu3alld obecrieueHus
CBOEBPEMEHHOTO M TOJNHOrO PaccMOTPEHHA obpaieHu#i TpaxJaH B MOY «CyHnckas
o6meo6pa3oBaTelbHas IIKOIa» (manee — VupexaeHue) C YBEIOMICHHEM 3asgBHTENEH O
OpUHATHM [0 HHM pelleHMi M HampaBlIeHHE OTBCTOB B CPOK, yCTaHOBICHHBIH
3axoHOATENsCTBOM Poccuitckol deeparuy.

1.  Hacrosmmuii TTopsIoK OIpENeNseT i PEraMeHTHPYCT OpraHM3aluio PaboTE C 06-
paleHUsMH TPaXJaH B VupexICHHH.

2. PaccMoTpeHue OOpaleHuil Tpax/iaH B VupeKIeHHN PEriaMeHTHPYCTCA ClIEMyIOIIH-
MM HOpMATHBHBIMH IIPaBOBBIMHU axtamu: @enepanibHBIM 3aKOHOM OT 29.12.2012 Ne 273-@3 «O6
o0pa3oBaHHH B Poccuiickoit ®eneparmn», PeneparbHbM sakoHOM oT 02.05. 2006 Ne 59-@3 «O
HOpPSIKE PaCCMOTPEHHS obOpamieHui rpaxaaH Poccuiickoi denepanum», 3aKOHOM Poccuiickoii
®deneparuu ot 27.04.1993 Ne 4866-1 «O06 o6xanoBaHUH B CYy/ JEACTBUM ¥ pEIICHUH, HapyIa-
JOILIUX TpaBa H cBOGOIBI Tpakaan», PeneparbHbM 3axoHOM Poccumiickoit @ejepanuy OT 27.07
2006 Ne 149-®3 «O6 urbopMmarmy, HHGOPMAIHOHHEIX TEXHONOTUAX W O 3aluTe MHQOpMa-
1uw», ['pakIaHCKHM IIPOLECCyalbHBIM KOJCKCOM Poccuiickoit ®enepanuu oT 14.11. 2002 Ne
138-®3.

3. Hacrosmmuii [Topsmok gBjseTcs JOKaIbHBIM HOpPMaTHBHBIM aKTOM VupexaeHus (na-
Jlee — JIOKaTbHbIe HOPMATUBHBIE aKTHI), PEraMCHTHPYIOMHM 06pazoBaTeNbHEIE OTHOIICHHA B
VupexaeHuu. ;

4. Tlonoxenus HacTosmero Ilopska pacIpOCTPaHAIOTCS Ha BCE yCTHBIE OOpAICHHS;
obpalieHus, MOCTYIUBIIKE B HCHMEHHOM (opMe UK B GopMe SIEKTPOHHOTO JOKyMEHTa, UH-
IMBHIyaJbHBIE U KOJUICKTUBHBIC obpaIenus rpaxaH (faee — obGparueHus).

5.  OGparmenus rpaxmiaH B VupexIeHre MOCTYNaloT B BUMIC HpEIIOKEHHH, 3asBIICHAM
u %ainob. :

TIpeoxenne — BHj OCpalIeHHs IPaXIaHUHA (Tpynmbl TpaXfaH), HalPaBJICHHOrO Ha
yIIydlleHue OpraHu3aliy IesTeNbHOCTH VupexaeHus, pelieHHe BOMPOCOB opranu3anuu 00-
pa3’oBaTENBHOTO MPOLECCa, CONCPKAHMA neTeii B YUpEXIEHUHA U APYTHX HalpaBJICHHUHA.

3agBiIcHUE - BHJ OOpAIICHHs IPaKIaHAHA (TPYTIIIBL rpaiaH) IO BOIPOCAM pealu3alii
npuHaIexamux eMy (eif) WM JpyruM rpakaaHaM KOHCTHTYIMOHHBIX IIpas, cBoOOJ M 3aKOH-
HBIX HHTEPECOB.

YKanoba - BuI obpaleHus IpaxlaHiHa I1o IOBOIY BOCCTAHOBJIEHHA HapylLICHHBIX €TO JIH-
60 Apyroro JMia (JIMI) Ipas, ¢B06O/I ¥ 3aKOHHBIX HHTEPECOB.

6. CpeleHHMs O MeCTe HaxXOXICHHUs YUPEKICHHUS, IIOUTOBOM afpece I HAPABICHUL
o6pammenmii, 0 TenehOHHBIX HOMEPaxX H ajIpece 3JIEKTPOHHOM TOYTHI AV HAaIlPaBICHHA obpaite-
AU, “HGOpMALWS O JTMYHOM MPHUEME TPAKIAH PYKOBOTHTENEM YUPEXICHHS PasMeIIAioTCs Ha
MH(OPMAIIMOHHOM CTEHAE B Y UPEKICHUH U obuIEAIBEHOM CaiiTe YUPEKICHUS B uHpOpMAaIH-
OHHO-TENIEKOMMYHHEKAHOHHOM ceTd «HTEpHET? https:/sunskschool.nubex.ru/ (masee — CauT
VupexIeHue).

7.  OGpameHus rpaxzaad MOTyT ObITH HAIPaBJIECHH B Y UPSIKICHHAE!



1) mourol Poccuu mo ampecy: 186206, Pecriy6rmixa Kapems, KOHIOMOXCKHHN paioH
¢. SIaummone, yi. llIkonsHas, nl;

2)  DIIEKTPOHHOH MOYTOH MO a/pecy: sunsk-school@yandex.ru;

3)  mo TenedoHy: 89602192228, 89602192220

4)  CamocTosTeNbHas Iepeaia 3aiBUTCIMH MHCEMEHHBIX OOpalleHu# UIE KypbepoM
HalpaBIsAeTCA 0 aapecy: 186206, Pecmry6mika Kapenus, KOHIOMOXKCKKH paiioH C. SIHUIIIONE,
yi. IlIkonpHad, 1.1

8.  I'padux paboThl YIpEKACHHS: noHemenbHUK-IsTHALA - ¢ 8.00 110 17.00.

9.  Bce mocTymaromue oOpalieHns] IrpaxiaH B Vupex/eHne MOJIEKaT 0053aTeIbHOMY
PacCMOTPEHHIO.

10. Otka3 B mpuéMe obpauleHHH, PacCMOTPEHHE KOTOPBIX BXOMHT B KOMIIETEHIIMIO
VupexaeHus, HEIOIY CTHM.

11. C menbio O3HAKOMIIEHHS POIHMTENCH (3aKOHHBIX IpeCTaBUTENEH) HECOBEPIICHHO-
JeTHUX 00yYaroIUXCs ¢ HaCTOAIIMM [opsiaxkoM YUpexIeHHe pasMeInacT ¢ro Ha uHpOpMAIH-
OHHOM CTEH/IE B YUpexIeHUH! U (WIH) Ha caiiTe VupexaeHus. v

II. IIpaBa rpakaaH H 0053aHHOCTH JOJIKHOCTHBIX JIHIL YupexaeHns NpH pacCMOTPEHHH 00-
pameHui rpakaan

1. TI'paxnaHuH Ha CTaJM{ PaCCMOTPEHHS Cro obparmenust B YIpexICHHH HMEET NPaBo:

1)  TpencTAaBIATH NOMONHATENBHEIE JOKYMEHTHI M MaTepHallbl 0 PaccMaTpuBacMOMY
obpamenuio 60 00paImaThCs C npoch6oi 06 MX MCTPeOOBAaHKH, B TOM THCIIC B 5IIEKTPOHHOK
dopwme;

2)  3HAKOMHUTHCH C JIOKyMCHTaMH M MaTepHajlaMH, KACAIOIMMUCS PacCMOTpeHHs 00-
pallleHus], €CII 3TO He 3aTparkBacT 11paBa, cBOOO/IBI ¥ 3aKOHHBIE HHTEPECH! APYTHX JIHII,

3)  moJydaTsh IMCHMEHHBIN OTBET IO CYIICCTBY [OCTABJICHHBIX B 0OpallleHH! BOIIPOCOB,
38 MCKIIOYEHHEM CIIyUaeB, IIPELyCMOTPEHHBIX ACHCTBYIOMINM 3aKOHOJIATENBCTBOM PoccHHCKOR
®depnepanuy,

4)  moNydaTh yBEIOMIICHHE O Il€peajipecalyu o6pallleHus B TOCYIapCTBEHHbIH OpraH,
OpraH MECTHOTO CaMOYTIPABIICHHS MITH TOJUKHOCTHOMY JIMILY, B KOMIIETEHIIHIO KOTOPBIX BXOJIHUT
paspelenue OCTaBIeHHbIX B 00paIeH K BONPOCOB;

5)  obpamarscs ¢ xanoboi Ha MPUHATOS IO oGpalleHHIO PEIleHUe MM Ha JEeUCTBUA
(6e3zeiicTrE) B CBA3M C PACCMOTPCHHEM obpalieHns B aIMUHACTPaTUHBHOM U (unu) cyneGHOM
TIOpsIIKE B COOTBETCTBUHM C 3aKOHONATCIIECTBOM Poccuiickoii @enepanum;

6)  obpamaThCs C 3asBICHAEM O NMPEKpallCHAN paccMOTpeHHs 00palleHHus.

2.  JIOMKHOCTHBIE IHIIA Y YPEKACHUSL (masee — JOJDKHOCTHBIC nuna) obecreYrnBaroT:

1)  06BEeKTUBHOE, BCECTOPOHHEE M CBOCBPEMEHHOC paccMOTpeHHe OOpaIleH:H TPaKIaH,
B ClIydae HeOOXOMMMOCTH C y4aCTHEM IPaXJIaH, HalpaBuBIIuX obpanieHus;

2)  TONydYeHHE, B TOM YHCIC B 3NEKTPOHHOHN (opMe, HEOOXOMUMBIX IS PaCCMOTPEHHIA
IACEMEHHBIX 00pallleHH# TpaXkaH JTOKYMEHTOB i MaTepHalloB B JIPyTHX rOCyAapCTBEHHBIX Op-
raHax, OpraHax MECTHOTO CaMOYNPaBICHHA U Y HHEIX IOIDKHOCTHBIX JIMII, 3@ UCKJIIOYEHHEM CY-
JIOB, OPTAHOB JIO3HAHMUS X OPTaHOB IIPEBAPUTENBHOTO CIIE/ICTBHA,

3)  NpHHATHE Mep, HANPABICHHEIX HA BOCCTAHOBIICHHUC HIIH 3aI[Ty HApyLIEHHBIX IIPaB,
cBOOOJI ¥ 3aKOHHBIX HHTEPECOB I'PAXK/IAH;

4)  yBeIOMIICHHE TPXIAHWHA O HANPABICHUH €T0 obpaieHus Ha paCCMOTPEHHE B [Py~
To# rOCyJapCTBEHHBIH OpraH, OpraH MeCTHOTO CaMOyIIPaBICHHIsA HIIH HHOMY JOJDKHOCTHOMY JIH-
Iy B COOTBETCTBHH C MX KOMIICTCHIHEH.

3. KonouaeHuuanbHblE CBEICHHS, CTABIIMC M3BECTHBHIMU JIOJDKHOCTHBIM JIMIIaM IIpH
paccMOTpEeHHH OOpaleHui rpaXiad, He MOIyT OBITH MCIIONB30BAHbEI BO BPEJ 3THUM IpaXIaHaM,
B TOM UHCJIE, ECITA OHH MOTYT MOBJIEYb YIIEMIIEHHE YeCTH | JIOCTORHCTBA IPANKAH.

4.  OcCHOBHBIMM TpeOOBaHMAMH K Ka4eCTBY PaCCMOTPCHHUA o0OpaleHuH ABIIOTCA:

1)  JOCTOBEPHOCTH NMPENOCTABIIEMON 3ASBUTCILIM uHG(OPMAIIAK O XOJE PacCCMOTPEHUA
obpamieHus;

2)  YETKOCTb B H3NOXEHMH MH(OPMAIIWH;

3)  monHoTa MHGOPMUPOBAHHS 3asBUTENEH 0 XOJIe PACCMOTPEHHS 00pAIICHU;



4) ymoGCTBO H JOCTYIHOCTH MONyHCHHA wH(OpMAKH 3adBUTCIIMA O IIOPSNKS
paccMOTpeHHs OOpalleHHH.

5. TpebGopaHH#A, yYHTHIBAIOLIHC ocobeHHOCTH paboTHl ¢ OGpalleHHAME TPXKIaH B
3IEeKTPOHHOM popme:

1) obecredeHHe BO3MOXHOCTH MOy ICHHA asBHTENAME MH(pOpMauu o pabore ¢ 00-
paleHHsIME Ha CaiTe Y UPEKICHIA;

2)  obecredeHre BOSMOXKHOCTH JULL 3agBUTENEN TPEICTABIATh JOKYMEHTHI B SJICKTPOH-
HOM BHJIE C HCIOTB30BAHUEM CalTa Y UPEKICHI;

3)  obecreueHHe PA HAIPABICHIH 3asBHTCICM oGpamenus B popme IEKTPOHHOTO J10-
KyMEHTa TIPE/CTABIICHHS 3aABHTEIIO SEKTPOHHOTO COOBIEH s, MOATBEPHKAAIOMIET0 MOCTYILIC
Hye obpaleHus B Y UpeKICHHC.

III. PaccMoTpeHHEe MHCbMEHHBIX oGpamennii 1 00pameHni rpaxiaH, MOCTYNHBIIHX IO

3J1eKTPOHHOM mo4Te

1. Tlocrymaromue B Y4UpeKACHHE MHUCHMCHHBIC obpamenus (baHAEPONH, HOCBHLIKH)
IPUHMMAIOTCS YTOJIHOMOYEHHBIM JIMIIOM, OTBETCTBEHHBIM 3a DPETMCTPALKIO ofbparlieHu# Tpa-
IaH (Janee — yIOoJTHOMOYEHHOS JIMIIO).

7. B memsix obecreueHus 6€30mMacHOCTH MPH paboTe ¢ MACHMEHHBIMH oOpameHusIMH
OHH TIOJIEXAT 06S3aTeBHOMY BCKPBITHIO H IPE/BAPUTCILHOMY IpocMOTpy. B cirydae BBISBIIC-
H¥sL OMACHBIX MM TIOJO3DUTEIBHBIX BIOXCHHH B KOHBEPTE (6aBepoiH, MOCHUIKE) pabota ¢
[IECEMEHHBIM 0GpallleHAeM [IPHOCTAHABIMBACTCA O BRIACHCHHUA 06CTOSTENBCTB U IPUHATHS CO-
OTBETCTBYIONIETO DELICHHsS YINOIHOMOYCHHBIM JIMIIOM, OTBETCTBEHHBIM 33 PETHCTpalliio 00-
paleHuH rpaXxiaH.

3.  Ilpu mpuéme MACBMEHHBIX oOpaleHH:

1)  mpoBepsieTcs MPaBUIBHOCTD aJPECHOCTH KOPPECTIOH/ICHIHH;

2)  BCKpHIBAIOTCS KOHBEPTHI, MPOBEPACTCH HaM9He B HUX JOKyMEHTOB (Pa3sOpBaHHBIC
JOKYMEHTBI IIOAKICHBAIOTCH);

3)  MOCTYNHBIIME C THCHMOM JOKYMEHTEIL (TacmopT, BOSHHEIHA OUIIET, TPYA0BaA KHHKKA,
[IeHCHOHHO€ YIOCTOBEpeHHe, hoTorpaguy U IPyrue IPATIOKCHIA K MHCHMY) MOJKAIBIBAIOTCA
TI0J1 CKPETIKY TIOCIE TEKCTa MAChMa, 3aTeM IO/KabIBacTC KOHBEPT. B cirydae OTCYTCTBHS CaMo-
ro TeKcTa MHchbMa paGOTHHKOM, NMPUHHMAIOMAM MOHTY, HomKanbBaeTcs OaHK C TEKCTOM
«TTucsMeHHOro oOpalleHus K aapecary HeT», KOTODKIH IpUJIAaraeTcs K KOHBEPTY.

4.  Tlo BBISBICHHBIM HapyIICHHUIM A HEJOCTATKAM COCTABIIAIOTCHA aKThl Ha MMAChMAa:

1) K KOTOPHIM MPHUJIAratoTCs BIOXKCHHEIC B KOHBEPTHI JEHEKHbIC 3HAKH, ICHHBIC Oyma-
IH | T.IL;

2)  OpH BCKPHITHH KOTOPBIX HE 06GHapyXHUIOCh 0OpaIeHNS;

3) B KOHBEpTax KOTOPHIX OOHAPYXUIIach HENOCTATA JIOKyMEHTOB, yIIOMHHAEMBIX aBTO-
POM HIIH BJIOXKCHHOH B KOHBEPT OIHCHIO IOKYMEHTOB.

AKT COCTaBIISIETCS B JBYX SK3EMIUIApax U INOANHMCHIBACTCA YIOJTHOMOYEHHbIM JTHIIOM. IIpn
5TOM OIHMH SK3EMILISIP aKTa MOCBUIACTCA OTIPaBHUTCIIO, BTOpOM mprOOIIaeTCs K MOy ICHHBIM
JOKyMEHTaM U IIepeacTCs BMECTE C HUMMU Ha pPaccMOTPEHHE.

5. Omm604HO (He IO apecy) IPHUCIAHHbBIC MChMa BO3BPAINAIOTCH Ha IIOYTy HEBCKPHI-
THIMH.

6. Permcrpanus NMCBMEHHBIX o6painennii ¥ OOpalllcHHH TPakKIaH, [OCTYIMBIIMX B
VupexieHre 0 SIeKTPOHHOH MOYTe, IPOM3BOIHTCA YIIOTHOMOYEHHBIM JIMLIOM, B T€ICHHE Ol-
HOTO JHS C JaThl HX MOCTYIICHH.

7. TIuchMeHHbIE OOpaIIeHus ¥ 0OpaIIeHnst TPax/IaH, IOCTYMBIIUX B VYupexaeHue mo
3IIEKTPOHHOM MOYTe, PETHCTPUAPYIOTCS B JKyPHANC periCTpariiH oOpalleHu IpaxiaH.

8.  JKypHan perucrtpaliy oOpamieHnH rpaxiaH JOJDKCH BKIIOHATE clleMyIoIHue pasfe-
JBI: PETHCTPAIMOHHEIA HOMED; JlaTa MOCTYIICHAA o6parenws; COIEPKaHUe BOIPOCa, 10 KOTO-
poMy o6palnaeTcs 3asBUTENb; ®.1.0. 3agBuTENs; JOJDKHOCTHOE JIAIIO, K KOTOPOMY obparaercs
3aBUTETb.

9.  Ha kaxmoM oGpalleH!H IPOCTABISIETCS AaTa peTHCTPAlK 1 PErUCTPAllOHHbIA HO-
Mep.



10. AnHoHHMHBIE OOpalmICHHL (obpamenue 1ana (rpymms! JHL) Oe3 yKa3aHui GhaMumy,
JMEHH, OTUECTBA, aJpeca, JAaThl, JIHGHOM TIOIWCH) HE MOIeHKAT perucTpanyi i COOTBETCTBEH-
HO PacCMOTPEHHIO. AHOHEMHEIE 0OpAIICHHAsS, COACPKAIIAC CBEIeHHs O TOTOBAIIEMCH HIIH €O
BEpIIEHHOM MPECTYILICHHAM, HezaMeUTATENbHO HaMpaBIIsIoTCA UL IpOBEPKH B IPaBOOXPAHH-
TeNbHBIE OPraHbL.

11. YmoIHOMOYEHHOE JHLO IHpH perucTpanuy MpoBepscT yCTAaHOBIICHHBIC PEKBU3HUTEI
IECHMa, HAJIMuHe yKa3aHHBIX aBTOPOM BIIOJKEHHMA M TIPHIIOKEHAH. [Ipu HEOGXOMUMOCTH MPOBE-
pAeT MOCTYIHBINHC oGpalleHus Ha HOBTOPHOCTD.

12. TIOBTOpHBIMH CUMTAIOTCA o6parieHus, OCTyIUBIIAC OT OJHOTO M TOTO ¢ JIHIA IO
OJHOMY ¥ TOMY e BOIPOCY, €CITA €O BpEMEHH TI0/[a9H IIePBOTO ofpaleHns HCTEK yCTaHOBIICH"
HbIi 3aKOHOIaTEIIECTBOM Poccuiickoit ®enepanny CpOK PaCcCMOTPEHHs MM 3aABUTCID HE corlia-
CeH C IPUHATHIM IO €ro 06paIEeHAIO PEIICHACM. TloBTOpHBIE OOpaIleHHs TpaKIaH cTaBHUTCA Ha
KOHTPOJIb.

13. OGpameHns OJIHOTO ¥ TOTO KE aBTOPA, 10 OJTHOMY M TOMY KC BOIIPOCY, IOCTYIIAB-
[mye K0 MCTeUeHHs CpoKa PacCMOTPEHHS, CIATAIOTCS NEepBUYHBIMH. 3

14. He cumTaioTcs MOBTOPHBIMHU IHCEMa OJHOTO M TOTO K€ aBTOpa, HO II0 pa3sHBIM BO-
pocam; oGparenHs, B KOTOPBIX coepIKaTCs HOBBIS BOTPOCHI I JIOTIONHUTENbHBIC CBEAICHU.

15. IIpomeqmue PErACTPAIIAIO o6pareHus rpaKiaH B 3aBHCHMOCTH OT COICPKAHHA BO-
mpoca B TOT XKe JICHb HATPABJISIOTCS I pacCMOTPEHHA PYKOBOIHTENIO Y UPEAICHIA (manee —
PYKOBOJIHUTEIB).

16. OGpatenus rpaxpaH o BOIPOCAM, HE OTHOCSIIMMCA K KOMIIETEHIIMH Y UpeKACHUA,
B TeueHue 5 (MATH) AHEH €O HA HX perucTpaiyy NepechIatoTes JIOJKHOCTHBIMH JHIIAMH B CO-
OTBETCTBYIOLI}E OpraHu3aliy Wik COOTBETCTBYIOIIEMY JOLKHOCTHOMY JIUIy, B KOMIICTCHIMIO
KOTOPBIX BXOJWUT PEIICHUC IOCTABJIEHHBIX B OGpAIIeHAN BOTPOCOB, C yBEIOMIICHMEM IPaXIAHA"
Ha, HAIIPABHBIIETO OOPAIICHHE.

17. OcHoBaHH Ui OTKa3a B paccMOTPEHHUH obpalleHus:

1)’ B OMCHMEHHOM oGpatieHny, oOpaleHIH 1o 3NIEKTPOHHOM IMOYTE HE yKa3aHbl bamu-
Jwst TpakIaHMHA, HaPaBUBIICTO obpaieHue, U afpec, o KOTOPOMY IOJDKEH OBITH HAIIPaBICH
OTBET;

2) B oOpallleHHH COACPXATCA CBeJIEHHs O MOATOTaBIABAaCMOM, COBEpIIAEMOM HIIH CO-
BepIIIEHHOM NPOTHBONPABHOM JeHNH, @ TaKxkKe O JHALE, €ro [IO/ITOTABJIMBAIONIEM, COBEpIIAto-
[IIeM MM COBEPIIMBIICM. O6palueHne MOIEKHUT HaIpaBJICHHUIO B rocyJapCTBEHHbIH OpraH B CO-
OTBETCTRHHY C €T0 KOMIETeHIHEH;

3)  TeKCT MACBMEHHOTO obpalieHus He MoAIacTCs [POYTEHHMIO;

4)  TIONHOMOUYHS NPE/CTABATEIA 3agBATENS HE TONTBEPXKIECHBI B IOPAJKS, yCTaHOBJICH-
HOM 3aKOHOJATEIbCTBOM Poccuitckoi Peneparun (B cIydac [Oa9H JKaI0OBI).

18. OGpamueHHe MOXET GBITH 3apETHCTPHPOBAHO, HO HE paccMOTPEHO MO CYILECTBY,
eCIIH: ;

1)  obpalienue TOro Xe Juiad (Tpymmbl JHI) H [0 TEM X OCHOBaHMAM OBLIO paHEe
PacCMOTPEHO H BO BHOBD [OCTyNHBIIEM O0pAIEHAN OTCYTCTBYIOT OCHOBAHHUS UL mepecMoTpa
paHee IIPUHATOTO PEIICHH;

2) O BOIpOCAM, COACPKAIMMCAH B OGpAIIEHHAHN, HMEETCH BCTYNHUBIICS B 3aKOHHYIO CH-
1y cyznebHOe peleHue;

3)  obpamieH#e HANPABICHO JMIIOM, KOTOpOE TpHU3HAHO HeJleeCIOCOOHBIM PEIICHAEM
cyJa, BCTyIMBLIKM B 3aKOHHYIO CHILY;

4)  ofpameHnue NMOJAHO B WHTEpecax TPETHHX JHII, KOTODBIC BO3paKaloT MPOTUB €ro
paccMOTpeHHUs (KpoMe HeJIeeCIIOCOOHBIX JIHIL);

5)  ofpameH#e COACPKHUT HeleH3ypHble MO0 OCKOpOUTEIbHBIC BBIPKCHHAL, yTpO3bI
’KW3HH, 3I0POBBIO U MMYIIECTBY JAOJDKHOCTHOTO JIMIIA.

19. B ciuyuasx, yka3aHHBIX B MyHKTe 18 HaCTOSIICTO paszena, JIMLO, HalpaBHBIICE 06-
palneHye, OOBEeIIAcTCs O TAHHOM peleHAH C yKa3aHUeM OJIHO¥ W3 TIEPESUHMCIICHHBIX TPHIHH.

20. Tlo muCbMEHHOMY OOpAIICHHAIO H 0GpalleHHIO, MOCTYIMBIIEMY IO 3JIEKTPOHHOH IO~
yTe, pyKOBOJHMTENEM JODKHO GBITH IIPAHSTO OJIHO H3 CIEYIOMHX peINeHHHA O:

1)  DpUHATHH K PACCMOTPCHHIO,

2)  HampaBleHHH B PYIrHe OpraHW3allid ¥ yIpeKACHHAL,



3) npHOOIIEHWH K paHee IIOCTYIHBIIEMY 0OpalICHHEIO;

4)  cooOIIEHHH IPaKIAHUHY O HEBO3MOXXHOCTH PaCCMOTPEHHs €r0 00palleHH s,

5)  COoOOIIeHHH TPaKIaHUHY O MIPEKPallCeHAH IEPENHACKH.

21. OGpareHus, pacCMOTPEHHbIE PyKOBOAUTEIEM, IEPEJAOTCS YIIOTHOMOYCHHOMY JIH-
Iy AJs TOCIEAYIOUEro HalpaBleHUs OOpallleHHs 3aMECTHTEIIO PYKOBONMTEIS HMIIH COOTBET-
CTBYIOIIUM pabOTHHUKaM [l paCCMOTPEHHUS U IIOATOTOBKH OTBETA.

22. TIpoekT oTBeTa rpaKAaHUHY, IOATOTOBIECHHBI! JIMIIOM, OTBETCTBCHHBIM 32 HCIIOTHE-
HHeE IOpy4YeHus (YKa3aHHOTO B MOPYYEHHH PYKOBOAUTEIA), COITIaCOBBIBAETCH 3aMECTHTEIIEM PY-
KOBOJTUTEJIS.

23. OTBETCTBEHHOCThH 32 CBOEBPEMEHHOE, BCECTOPOHHEE H OOBEKTHBHOE PaCCMOTPEHHE
oOpalleHuit B paBHOU CTENEHH HECYT BCE YKa3aHHbIE B PE30JIIOLUH UCIIOIHUTEIH.

24. OGpalieHus, MOCTYNHMBINHE C MOMETKOM O CPOYHOCTH IOCTaBKM «BpyuwTh He-
MemeHHO» Wih « CpOYHOY, pacCMaTpHBAIOTCS HE3aMEIIUTENBHO.

25. Tlepemaua oObpaimeHuii rpakiaH OT OAHOTO pabOTHHKA APYrOMY OCYIIECTBIISAETCS
TOJIBKO Yepe3 YIIOIHOMOUYEHHOE JIHUIIO. .

26. Ecmu paccMoTpeHHe oOpallleHusl IOpYy4YEHO I'PYIIIE JIMIl X B PE3ONIIONMK HE yKa3aH
OTBETCTBEHHEIN MCIIOJIHHUTENb, TO OTBETCTBEHHBIM 3a IIOJNOTOBKY OTBETa SBJISETCA JIUIIO, yKa-
3aHHOE B PE30JIIOIUH NIEPBBIM.

27. Ecnu B mopydeHHH 1O OOpaIeHUIO0 HECKOIBKO MCIIOIHHUTENEH, TO OHH HE TO3MHEE,
yeM 3a 5 (IIATh) AHEH O HCTEUYeHHs CPOKa OTBETa Ha OOpallleHHE, IPEACTABIIIOT OTBETCTBEHHO-
My HCTIOJIHUTEIIO OTYET AJIs COCTABICHUSA OTBETA.

28. HcnoiHEeHHBIMH CUHMTAIOTCS OOpallleHHs Ipak[aH, €CIM PacCMOTPEHBI BCE IOCTaB-
JICHHBIE B HUX BOIPOCHI, IPHHATHI HEOOXOAUMBIE MEPHI M aBTOPAaM JaHbI HCYEPIEIBAIOIIHME OTBE-
TBL

29. B ciydae, ecnu DaHHBIX, yKa3aHHBIX B OOpalleHHH, HEAOCTATOYHO JJIA NMPHHSTHA
OKOHYATEILHOIO PEINEHHs, 3alpalluBalOTCd HEOOXOJMMBIE MaTepHalbl A 3aKIIIOUeHHs H 00-
OCHOBaHHOT'O IIPUHATHS PEIICHHS.

30. Cpok paccMOTpeHHs obpalleHHii rpakIaH He NOJDKeH mpepbimarh 30 (TpuanaTH)
IHEW CO THS WX PETHCTPAIldH, €CIHM B PE30JIONMH He yKa3aH Apyroil cpok ucmojHeHHs. O6-
palneHus, He TpeOyIolre JOIOJHUTENBHOM MPOBEPKH U H3YUYECHHUS, pACCMATPUBAIOTCS B TCYCHHE
10 (mecstu) nue#t. OKOHYaHHEM CPOKa pacCMOTpeHHs 00palleHus CYMTAcTCA JaTa PEIICHHS BO-
mpoca.

31. Ilpu HEBO3MOXHOCTH HCIIOJNHEHHUS OOpalleHHs B CPOKH, yCTAHOBJIEHHEBIE ITyHKTOM
30 HacTosImIErO paszena, He0OGX0AUMO PEIIUThH BOIPOC O MPOJICHHH cpoka paccMoTpeHus. IIpo-
IUTATH CPOK PacCMOTpeHHsI 00paIeHust MOXKET TOJIBKO PyKOBOJHUTENb, HO He 6ojiee 4eM Ha OJUH
MecsII.

32. PesynbpTaThl paccMOTpeHHs oOpalneHus cooOmaioTcs €ro aBTopy.

33. OrtBet nomKeH OBITH KOHKPETHBIM, SICHBIM 110 COAEPKaHUIO, 000OCHOBAaHHBIM U OXBa-
TBIBATh BCE BOIPOCHI, IOCTaBIEHHBIE B 0OpaIeHUH.

34. B oTBeTax 0 pe3yibTaTax pacCMOTPEHHUS OOpaIIeHHI IpaxJaH He0OX0IUMO:

1) cocnarbcs Ha HOMEp U JaTy PETUCTPAlUU OOpalleHHS;

2)  KpaTKO HM3IIOXKHThH ColepxaHWe oOpallleHHs rpakJaHHHA (ykas3aTb (aMuiIuio, uMd,
OTYECTRO);

3) ecnu B 0OpallleHUH TOCTaBIEHO HECKOJIBKO BOIIPOCOB, OTBET CTPOUTCS Pa3AeIbHO IO
KaXXZIoMy pacCMOTPEHHOMY BOIIPOCY, ab3albl HyMepyroTcs apabCKumMu mudpamMu ¥ HAYMHAIOTCS
II0JI3ar0JIOBKOM, OTPAXKAIOIIXM CYIIECTBO IIOCTABIEHHOTO BOIIPOCa;

4)  1pu HEBO3MOXXHOCTH PEIICHHsS BOMpPOCA B CPOKH, YCTAHOBJIECHHBIE MyHKTOM 30 Ha-
CTOSIIIIETO pasjielia, M3JI0KUTh PUYMHBI 3aJCPXKKH H CPOK OKOHYATEJIHHOTO pa3pelieHus (it
CHATHS OOpaIlleHus C KOHTPOJIA);

5)  IONONHHTENBHO COOOIIUTE 06 OKOHYATENBHBIX PE3Y/ILTATaX Pa3spelICHHS;

6)  yKa3aTh BHHOBHBIX JIUII, IaTh OIIEHKY UX NEHCTBHSIM, IIOCIY)XHBIIAX [PHYMHON I
BO3HHKHOBEHHMS OOpallleHHs, COOOIIUTE O Mepax B3BICKaHU (B CIIydae OTCYTCTBHS BHHOBHBIX -
H3JI0KUTh OTBET HA JIaHHEIM BOIPOC IO CYIIECTBY CO CCHUIKOM Ha 3aKOHOIATENLCTBO Poccumii-
ckoii Denepanun).

35. B orBerax Ha oOpaleHus IpaXkaaH He JOIyCKAIOTCS:



1)  B3aMMOMCKJIIOYAOINAs IO COAECPKaHMIO HH(QOpMAaIU;

2)  (opManbHBIM IOAXOM K PELICHHUIO IIOCTaBICHHBIX B OOpallleHHH BOIIPOCOB;

3) oTcyTcTBHE MHPOpMAIMH O MEpax, IPHUHATHIX C IEIBIO YCTPAHCHHS BBIIBICHHBIX
HEIOCTAaTKOB;

4)  orcytcTBHE MH(OPMAIMH O pe3yIbTaTaX PaCCMOTPEHHs XOTs ObI OJHOTO M3 IIOCTaB-
JIEHHBIX B OOpaIlleHUH BOIIPOCOB;

5)  oTcyTcTBHE MH(OpPMAIUK O MPOMICHHH CPOKOB PaCCMOTPEHHMS (€CIM TaKOBOE HMe-
eTcs) ¢ coobIeHneM 06 3ToM 0OpaTUBIIEMYCS JIHILY.

36. Ecnu npocsba, u3oxeHHas B 0OpallleHuH, He MOXKET OBITh pa3pelleHa IOIOKUTEb-
HO, TO YKa3bIBaeTCs, 10 KaKKM IIPUYMHAM OHA HE MOXKET OBITh YIOBIETBOPEHA.

37. VACHONHHTEND U JTUIO, IOAMKACABIIEE OTBET, HECYT OTBETCTBEHHOCTD 3a IIOJHOTY, CO-
JiepKaHue, ICHOCTh ¥ YETKOCTh M3JIOXKEHUS CyTH OTBETa, JOCTOBEPHOCTh CCHUIKH Ha HOpMATHB-
HbIE IPABOBLIE aKThL

38. OO6pamenus, Ha KOTOpbIe JAIOTCS IPOMEXKYTOYHEIE OTBETEI ¢ KOHTPOJIA HE CHUMa-
IOTCHL.

39. OtBeTH Ha 0OpaleHus rpaXkJaH HOANUCHIBAIOTCA JUPEKTOPOM Y UPEKICHHUS.

40. TlommMHHEIE JOKYMEHTHI (TIACIIOPTa, JUILIOMEL, TPYIOBBIE KHIDKKH U JIp.) BO3Bpalla-
FOTCSI 3aSBUTEIIIO 3aKa3HBIM OTIPABJIEHHEM BMECTE C OTBETOM. [IpH 5TOM B OTBETE JAOIKHEI OBITH
MepEeYrCIICHBI MX HANMEHOBAHUS U YKa3aHO 001ee KOJIHMYECTBO JINCTOB IIPHIIOKEHHS.

41. TIlpu paccMoTpeHuH oOpaleHHs He JOITyCKaeTCs pasIiallleHue CBEACHMIA, CoepiKa-
IIMXCS B 0OPAIEHNH, a TAKXKE CBEIEHMH, KaCalolMXCsl YaCTHO! KU3HU IrpaxkiaHuHa, 6e3 ero co-
TJ1acus.

42. He sBnsgeTcs pasrialleHHeM CBEICHHI, comepxamuxcs B 0OpallleHuH, Py HaIpaB-
JieHWe MUCBMEHHOT0 O0pallleHHs B TOCYIapCTBEHHEBIN OpraH, OpraH MECTHOIO CaMOYIIPaBIICHUA
UM JIOJDKHOCTHOMY JIMILYy, B KOMIIETEHI[MIO KOTOPBIX BXOJMT PEINCHHE ITOCTABICHHBIX B 00-
paleHIH BOIIPOCOB.

43. Tlepen nepenmadeit OTBETOB 3asBUTENAM Ha OTIIPABKY YIOIHOMOYEHHOE JIUALIO IPOBE-
pAeT HaJIM4YHe TOANMCEH, COOTBETCTBHE M HAJIM4YHE MPUIIOKECHUH, yKa3aHHBIX B OTBETE, IIpa-
BHJIBHOCTE HAITUCAHHUS WHEKCA [TOYTOBOTO OTHENICHHS, afpeca, haMHINY U MHULIHAIOB KOppe-
CIOHJIEHTa ¥ UCXOJAINEr0 HOMepa MACHEMa.

44. OdopMieHHBIE HaajexamuM o0pa3oM OTBETHl OTIPABILAIOTCA YIOIHOMOYEHHBIM
JIMIIOM aJpecaTaM IIOYTOBHIM OTIIPaBIECHUEM.

45. OtBeT Ha obpallleHHe, MOCTYIHBIIEE B YUpexkaeHue B popMe 3JIEKTPOHHOIO JIOKY-
MEHTa, HalPaBJIAeTCs YIIOJHOMOYEHHBIM JTUIIOM B ()OpME 3IIEKTPOHHOIO JOKYMEHTA IIO aipecy
9JIEKTPOHHOM MMOYTHI, YKa3aHHOMY B 0OpaIieHHH.

46. Marepuaibl HCIIOJIHEHHOTO OOpaIlleHHs ¢ BU30BOM KOMHKEH OTBeTa 3asiBUTENIO (op-
MHUPYIOTCSI YIIOJITHOMOYEHHBIM JIUIIOM B JI€Ta.

47. Odopmienne aen s apXUBHOTO XpaHEHUs oOpalIeHui rpakaaH OCYLIECTBIAETCS
B COOTBETCTBHHU C TpeOOBaHUSIMU JEIONPON3BOJICTBA.

IV.  Opranm3anus paboThl mo NpuéMy rpaxigas

1. JIuyHeli npuéM TrpaxaaH OCYIIECTBISETCS PYKOBOOUTENEM B COOTBETCTBHH C
rpa¢ukoM nmpuéma rpaxaaH.

2. B ciyuae obGpamieHus: rpakJJaHiHA K PyKOBOAMTENIO IO CPOYHOMY C TOUKH 3PEHHUSA
rpakJaHAHa BOIMPOCY, TO MPAEM JAaHHOTO I'paXkJaHWHA OCYIIECTBIISETCS B Onukaiinee BpeMs
HE3aBUCUMO OT Ipaduka npuéma.

3. I'padux npuéma rpaxaaH pyKOBOAUTEIEM pa3MeEIIacTCs Ha caiiTe YUperkIeHUs Wi
Ha HHQOPMAIIIOHHOM CTeHJIE B Y UpeXKICHHUH.

4.  Ilpu muuHOM mpHéMe TpaKTaHWH MpPENBSBISET JOKYMEHT, yIOCTOBEPSIOUIMN €ro
JMYHOCTH (IIaCIIOPT, BOCHHEIHM OHIIET, a TaK)Ke HHBIE TOKYMEHTEI, Y I0CTOBEPIOIINE JINYHOCTD, B
COOTBETCTBHH C 3aKOHOAATENLCTBOM Poccuiickoit @eneparym).

5.  Bo BpeMs JIHMYHOro npuéMa rpakJaHWH JellaeT YCTHOE 3asBleHHE JIHOO OCTaBIsIET
IUCBMEHHOE OoOpalleHHe IO CYIIECTBY 3aJaBacMBIX MM BOIIPOCOB, B TOM YHCJIE B IEJSX
IIPUHSATHSA MEP II0 BOCCTAaHOBJICHHUIO WM 3alllUTEe €r0 WM O0ydarolMxcs HapyIIEeHHBIX IIpaB,
cB0OO ¥ 3aKOHHBIX HHTEPECOB.



6. MakcuMalBHO MONMYyCTHMOE BpeMs IHYHOIO NpHEMa TIpaXKJaHMHA HE JOJDKHO
npeBbImaTh 30 MEHYT.

7. B ciydae, ecii HM3JIOKEHHBIE B YCTHOM oOpamieHHH (akThl U OOCTOATENBCTBA
SIBJIAIOTCS OYEBHIHBIMHA ¥ HE TPEOYIOT IOMOTHATEIFHON IPOBEPKH, OTBET Ha 0OpAIEHHE MOKET

OBbITH JJaH YCTHO B XOJI€ IMYHOTO IMprEMa. B oCTabHBIX CIydasx AaéTcs MHCbMEHHBIA OTBET 10

CYIIECTBY IOCTABJIEHHBIX B YCTHOM OOpaIlleHUH IPaKAaHHHA BOIIPOCOB.

8. Ecmm B xome nWM4HOrO mpHEMa BBIACHACTCS, YTO pPEIICHHE IOJHHMAaEMBIX
IpakIaHHHOM BOIIPOCOB HE BXOIWT B KOMIETEHIIUIO Y UPEKICHUSA, TPAXKIAHUHY Pa3bACHIETCH,
KyJla ¥ B KaKOM IOPSIIKE EMY CIIEIyeT 0OpaTUThCS.

9. B xome nuyHOro mpuéMa rpaxJaHuHy MOXET OBITh OTKa3aHO B PaCCMOTPEHMH €TO
obpallleHns, eClld eMy paHee OBUI JaH OTBET IO CYIIECTBY IIOCTABICHHBIX B OOpallleHHH
BOIIPOCOB.

10. Cpok 0oXHIaHHA 3assBUTEA B OYepedd NPH JIHYHOM OOpallleHHH B YUpEKICHHE HE
JIOJDKEH IpeBhImaTh 30 MUHYT.

11. Opraamuzanus npuéma rpakiad OCyILIECTBIIAECTCSA B CIIEHHMATIBHO OTBEIEHHOM MECTE,
YYHTBHIBAIOIIAM HEOOXO0IMMOCTh obecnieueHnst KOMGOPTHEIMHU YCIOBHAMH 3asBUTEIICH.

12. Jlns oxugaHus TpuéMa TpaKIaHaMH, 3aIlOJIHEHHS HEOOXOOMMBIX JOKYMEHTOB
OTBOJHUTCS MECTO, 000PYHOBAaHHOE CTOJIOM, CTYJIbSIMH, & TaKXKe HEOOXOAMMBIMH KaHIIEAPCKAMHU
MIPUHAUIEKHOCTAMH (IJ11 BOZMOXKHOCTH O(OPMIIEHHUS TOKYMEHTOB).

13. B cuyuae, eciu yCTHbIE OOpalleHHs TpaxiaH NPUHAMAIOTCS II0 TelaedoHy,
3BOHMBIIHMH IpeAyHpeXaaeTcs O TOM, YTO B HeNsx cobmoaeHus TpebGoBaHui PenepanbHOro
3akoHa OT 27 mong 2006 r. Ne 152-®3 «O mepcoHaNBHBIX JAaHHBIX» PAa3srOBOP C HUM MOXKET
3allMChIBaThCd M €My JAlOTCS YCTHBIE OTBETHI IO BOIPOCaM, BXOJAIIMM B KOMIIETEHIHIO
YupexaeHus.

V. PesyabTaThl paccMOTpeHHs 00pameHui rpaxaaH

1.  KoHe4HBIMH pe3ynbTaTaMH IPEJOCTaBICHUS PACCMOTPEHHUS 0OPAIlECHHs ABIIAIOTCA:

1) oTBeT Ha Bce MOCTAaBICHHBIE B OOpallieHuH (yCTHOM, B MMCHMEHHOW (opMe HiH B
(dopMe 3IEKTPOHHOTO JOKYMEHTa) BOIIPOCH! MIIM YBEIOMIICHHE O IE€peaipeCcOBaHU OOpalleH s
B COOTBETCTBYIOIIYIO OpraHU3aIHIO HIIK OpraH, B KOMIIETCHIIUIO KOTOPOT0 BXOAHUT PEIICHHUE I10-
CTaBIIEHHBIX B OOpaIlieHnH BOIPOCOB;

2) OTKa3 B pacCMOTpeHHH oOpalneHus (YCTHOTO, B IHCbMEeHHOM (opMme mim B popme
3NIEKTPOHHOT'0 JOKYMEHTA) C U3JI0XKEHHUEM IIPUYUH OTKa3a.

2. Ilponemypa paccMmoTpeHust oOpallieHHs 3aBepIIaeTcsi IMyTEM HAalpaBlIEHHS OTBETa
WA OTKa3a IO CyIIEeCTBy OOpalneHHs 3asBUTENs W IOJIyYeHHs TIpaXXIaHWHOM pe3yibTaTa
paccMoOTpeHus oOpalneHus B MUCbMEHHON WM YCTHOH GopMe uid B GopMe 3IEKTPOHHOIO J0-
KyMEHTa.

VI. Anaju3 oOpameHmii rpaxaaH, NOCTYNIHBIINX B YUpeKIeHHE

1. PykoBomuTenb CHCTEMAaTHYECKH aHATM3UPYET OOpalleHus TpaxkJaH, CoAepxKaluecs
B HUX IIPaKTHYECKHE 3aMEYaHMs C LIEJIbI0 CBOEBPEMEHHOIO BBISBICHUS M YCTPAaHEHHUS IPUYHUH,
IIOPOXK/IAIOIMX HapylIeHHe NpaB M OXPAHSEMBIX 3aKOHOM HMHTEPECOB IpaxkiaH, 0606miaer
IPEAJIOXKEHHUS, IPUHAMAET MEPHI [0 CHMXKCHUIO KOJIMYECTBA Xajlo0, YMEHBIICHUIO TOBTOPHBIX
obpatneHuii.



