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1. O6mue nonoxenus

1.1.0Opranusanus paGoTe! ¢ MHCHBMEHHBIMH W YCTHBIMHM OOpAIIEHHSMH IPAXKIaH 10/KHA
obecrieuuTh ~ HEOOXOMMMbIE  YCIOBHS /Ul  OCYIIECTBJGHHS,  IIPEAOCTABICHHOIO W
rapaHTHpoOBaHHOro rpaxaanam Kouctutyuued PO npaBa obpamarecs ¢ NpeuiokeHHAMHU,
3aAB/ICHHAMH H kai00aMi B MHCHMEHHOR M yCTHOM (opme, B cooTBeTcTBUM ¢ DesepalibHbIM
3akoHOM «O mopsiake paceMoTpenus ofpamennii rpaxaas Poccuiickoit ®enepamun» oT
02.05.2006 Ne 59-@3.

1.2. OGpalienns rpax/iaH MOCTYIAIOT B BH/E IIPe/UI0KESHUI, 3asBIICHHN 1 Kanoo.

Ipennoxenne-obpaiierne rpakian, HANPABIEHHOE HA YIYYIUCHHE AESATEILHOCTH
LIeHTpA.

3anBaenne-oOpaleHne B LEIAX PEATH3AIMH 1PaB U 3aKOHHBIX HHTEPECOB IPAKIAH.

7Kanoba-oGpaimenne ¢ TpeGoBaHHeM O BOCCTAHOBJIEHHM TPAaB H 3aKOHHEIX HHTEPECOB
rpaXkhaH, HapyWICHHbIX JCHCTBHAMH JHOO pElIEHMAMH TOCYJApCTBEHHBIX OpPraHoB.
AOTDKHOCTHBIX JIHLL, OOIIECTBEHHBIX JTHI] H OOIECTBEHHBIX OpraHu3aluii,
(TTosmopnwlymu cvumaiomes 06pdugenus: nocmynusuiue om 0OHO20 U MO20 HCe AuYd No o00HOMY
U MOMY JiCe 6ORPOCY, €Cau €O 6PeMEeHU ROJAHU NEPE020 UCMEK CPOK PACCMOMPEHUs Ul
3aA6UMeENb e YOOBNIEMBOPEH OUHHBIM eMy OmBemom).

ITrcema 01HOTO M TOro e JHIA H 1O OJHOMY H TOMY e BOIpPOCY, MOCTYMHBIIHE 10
MCTEYEHHS CPOKA PACCMOTPEHHs, CHHTAIOTCSA NTEPBHYHBIMH,

He cunTaiorcs moBTOpHbIME MHCHMA OIHOTO | TOTO JK€ ABTOPA, HO MO Pa3HbIM BOIPOCAM.
AHOHHMHBIMH CHYHTAFOTCS UCbMA IPak/iaH Ge3 MOAUCH U yKasaHus (aMuInH, He COAePIKaLIie
AaHHBIX O MECTE UX KHUTeIbCTBA, paboTe HiIu yuedkl.

2. Oprann3auus 1e/J10NPOM3BOACTBA.

2.1. Opraansanus paboTHl ¢ IHCBMAaMH M YCTHBIMH OGDAIEHHSMU TIPAXKIAAH I0DKHA
obecrieunBaTh  HEOOXOAMMBIC  YCNOBHS  JUIS  OCYLUECTBICHHMS  MPENOCTABNCHHOTO W
rapaHTUpoBaHHOro rpaxzuanam Koucrurynueit P®D mpasa obpamartses ¢ npeaomenusM,
3asB/ICHUAMH M Ka100aMH B NMCbMEHHOH M YCTHO#H opMme.

2.2.0TBETCTBEHHOCTE 33 OPraHM3aUMIO H COCTOSHHE ACTONPOM3BOACTBA 110 MHCHMAM M
YCTHBIM OOpalieHusIM FpaXaaH BO3IAraeTesi Ha PyKOBOIUTEIIS.

IlpunsaTHe pemienus Mo PaccMOTPEHHIO NHCEM M3 YCTHBIX ofpamenmii rpamian
OCYUIECTB/ISIETCS INPERTOPOM yupesxkaenusi. HenocpeacTBenHoe HCNOJIHEHHE TOPYUYEHHH 110
MUCbMaM M YCTHBIM OOpAalleHHsM I'PakJaH OCYIIECTBISCTCS OTBETCTBEHHBIMH PabOTHHKAMH
CTPYKTYPHBIX MOJIpa3aeiieHHI,

3. llpuem u perucTpanus nuceM rpakian
3.1. Bce mnocrymalomme B yupekAcHHe oOpamieHMs TpaxkIaH [PHHAMAKTCA U
OhOPMIIAIOTCS B [IeHb HX MOCTYILIEHUS CEKPETAPEM.
3.2. Iloctynatomue obpaiiesns ¢ KOMUSIMH JOKYMEHTOB (HarpuMep, KOIHii, aTTecTaTos,
AMIUIOMOB, TPYIOBBIX KHHXKEK M Ap.) NMPHKPEIUIAIOTCS K Tekcry obpamenus. [lonyuennsie
NO/UTHHHUKH JOKYMEHTOB, LICHHBIE OyMaru BO3BpAIIAIOTCs MPakKiaHam 1o aKTy.
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3.3. IloctynuBmiue nucsMa rpakaAaH PErHCTPHPYIOTCS CEKPETAPEM B XKYpHANE ydeTa.

PerncTpaunoHHBI 1ITAMI MPOCTABISETCA Ha IHLEBOA CTOpPOHE MEPBOro JHCTA C
YKa3aHUEeM pPerucTpalHOHHOrO HOMEpPA, AaThl PETHCTPAIIMH M KOHTPOJILHOTO CPOKA UCTIONHEHHU,

PerucTpainonnpiii (BXoAsMH) HOMEpP NHCbMA COCTOMT M3 MOPSAKOBOIO HOMEpa
NOCTYNHUBIIEr0 o0palleHus B Mpeaenax KajleHAapHOro roja u WHAeKca Jeja Mo HOMEHKJIATYypE.
Ecim 3asiBuTens npucian HeCKOJNBKO MHCEM, HO 10 Pa3HBIM BONPOCAM, TO HA KAKIOE MHCHMO
IPOCTABJISETCH CBOH PErHCTPAIlHOHHBIA HOMEP.

Ecim mucsMo nepecnaso, To B skypHase (B rpade "npumevanne”) yKasbiBaeTcs, OTKYIa
OHO moctynmuino (ot [oponckoit mnpoxkypatypsl, I'naBHOro ympaejieHuss o0pazoBaHus H
MOJTOJICKHOM TIOJIMTUKH AJITAlCKOro Kpas u ap.).

[loBTopuele muchMa cTaBsTcs Ha KOHTponab. Ilpu paGore ¢ HHMH noabuparTes
HMEIOLIMECH TIOKYMEHTBI 110 00palleHUsAM JaHHOTO 3asBHTEIS.

B sxyprane y4era mpocTaBiseTcs KO TEMbI IHCbMa B COOTBETCTBHM C HPHMEPHBIM
KnaccuukaTopom.

3.4.Tlocne  perucTpanvi  OOpALUEHHS HAINpPABIAIOTCA  JMPEKTOPY LEHTpA IS
0OpPMIICHHS PE30IIOUMH ¢ yKa3aHHeM [0pa3JeICHHs, HCIIONHUTEIIA, nopsaaKka M Cpoka
HCIIO/IHEHUS.

4. PaccmoTpenne nucbMeHHBIX 00paliennii rpaxian

4.1. Ilucema rpakman nocsie perucTpaldd W oQOPMIEHHS PE3OIONHH AMPEKTOPa
MEpEIal0TCs Ha HCMOJMHCHHE KOHKPETHOMY HCHOMHUTENIO0 10a "pocmuck” B y4eTHOIH
JIOKYMEHTAallHH. :

4.2. [lucbma rpaxknan, TpeGyromme MPOBEPKH M3/IOKEHHBIX (AKTOB, PACCMATPHBAIOTCS
AO/UKHOCTHBIMH JIMIIAMH B CPOK JI0 OJHOIO MeCsld O JHA UX PErHCTpalliu; He Tpebylonne
JIOTIONHUTE/ILHOTO M3YUCHHS M IPOBEPKH HE mMo3iHee 15 aned. B oraensHbIX ciyyasx cpok
paccMOTpeHHUs MHChMA (TesierpanMbI) MOKET ObITh POJUIEH, HO He GoJiee YeM Ha OIMH MECSIL, O
HeM HCTMOJHUTENL YBEAOMIISCT 3aSBHTE/IA.

He oOonyckaemca nanpasienue epasxcoan na paccmompenue pabomuuxam, Oencmeus
KOMOopbix 0baxcanyiomes.

OGpawenns rpaknaH, NOMIEKAIIHE HANPABICHUIO B JPYrHe OPraHH3aluH U
YYPEKICHHA, pacCMATPHBAIOTCA B TeueHue 5 aHel. B atom cimydae oOpaiienue oTnpasisercs ¢
CONPOBOUTENLHBIM THCEMOM 3a MOANUCHIO PYKOBOIUTE!IS.

B conposoTebHOM MiCchMe 00sS3aTe/IbHO yKa3bIBaeTCs TOPAI0K OTBETA 3asBUTENIO, a
NpH HEOOXOAMMOCTH - M OpraHM3alui (YYpPeXKLEHHIO), B KOTOPYIO HANPABISeTCS AHHOE
obpamenue. IIpu sToM oTBeT Ha oGpalenne, cTaBUTCS ceKkpeTapeM Ha "KOHTpOJIb'.

AHOHMMHBIC MHChMA, Kak MNpaBuIo, He paccMatpuBaiorcs. OpHako, pemieHue 06
HCTOJTHEHHH aHOHHMHOTO O0pallleHus, IPHHUMAET JUPEKTOP YUPEKICHHS,

[Tncbma, GecembiciieHHBIE MO COAEPIKAHMIO, a TakKe HEKOPPEeKTHmIE Mo  (opme,
MoAOHPalOTCs B CCHHAIBHYIO MAKY ¥ HE PACCMATPHBAIOTCS.

4.3. OTBeThl Ha MCHOJHEHHE IPAXKAAH TOATOTABIMBAIOT HCIOTHUTENH 3 MOANHCHIO
JUPEKTOPa HEHTPA WIIH €ro 3aMeCTHTES.

OTBeTsl Ha nHCbMa, HaNpaBiIACMbIC B BBIUECTOSIINE OPraHM3AUMH H JCHyTATaM,
oopMIISIOTCS B 00sI3aTeIbHOM MOPSIZIKE, 38 MOITHCHIO IMPEKTOPa YUPeKICHHUS.

4.4. J1o/OKHOCTHBIE JIMLIA ITPH PACCMOTPEHHHU 0GpallleHHH IpakaaH 06sS3aHbl;

* BHHUMATE/IbHO AHAJIM3UPOBAThL H3JIOKEHHbIE NpobneMbl, B ciydae HeoOXOAMMOCTH
Cacaath 3anpoc TpeOyeMbIX AOKYMEHTOB MM MPOW3BECTH BbIE3J HA MECTO Uld NPOBEPKH
(hakToB, a TaKKe NpeANPHHUMATE APYTHE MEPbI 17151 OGBEKTHBHOTO Pa3PEIICHHS BOIIPOCA;

* IPUHUMATH 00OCHOBAHHBIE PEIEHHs 110 00palIeHHsIM, 00eCeunBaTh CBOEBPEMEHHOE U
NpaBHJIbHOE HCIIOJIHEHHE 3THX PELICHUN,

4.5. Tlo pesynbTatam paccMOTPEHHs BONPOCOB, COJEPIKALIMXCA B TMHChMax pajkKiaH.
MCITOJIHUTE/Th MOArOTaBINBAET OTBET 3asIBUTEIIIO.
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IIpu  cocmaenenuu omeema o pesynsmamax paccMompenus  nucbMa  00aXHCHbI
cobuooamscs credyowue mpebosanus:

* KpaTko M3/I0KUTH Kakas paboTa Gbuta MpoBe/eHa /Uisi IPOBEPKH (HAKTOB, U3NOKEHHbIX
B oOpalieHru;

* C€CIH B TIMCBEME 3aABHTENA COAEPIKHTCS HECKOJIBKO BOMPOCOB, TO OTBET HALO JIATH
PA3/1CJILHO N0 KaXKIIOMY PacCMOTPEHHOMY BOTIPOCY;

* COOOUIHTL, MOATBEPAMINCH JIH (DAKTEI, H3JIOKEHHBIE B TTHCHME, KAKHe MEpPBI [IPUHSIThI
M0 pe3ylbTaTaM MpOBEPKH.

4.6. OtBeTbl OOPMAAIOTCS Ha GIaHKAX [HCEM W COICPIKAT CJIEAYIOIHE PEKBH3HTEI:
ajpecat, TEKCT, (aMHIHA MCIHOJHMTENA, C YKasaHHEM ero pabouero tenedona. Jlara
HCHONHEHUA ¥ HCXONAIIMH HOMEp MUCHMa MPOCTABIISETCS CEKPETapeM I10CIe TOT0, Kak THCHMO
NOAIHCAHO.

5. Kontpoas 3a paboroii nuchMeHubIx o0pameHuil rpamaan

5.1, Tlopanok mocraHoBKH nuceM Ha KOHTPO/Ib OINPEACNIAIOT JAUPEKTOP YUYPEKIACHHUS H
HCTIOCPCACTBEHHO MCNONHUTe b, [TuchMa rpakian, nepenpasieHHble B Apyrue OpraHu3aruy
WM y9pexk/IACHHS U TpelOylomme cooOIIeHHsS Pe3yIbTaToB HX PAacCMOTpPEHHs, CTaBATCS Ha
KOHTPOJIb.

5.2. IluceMa rpakaan, nocTaBjeHHBIE Ha KOHTDOJIb, TOMEYAIOTCA OTMETKOM "KOHTpOITh"
B PEIMCTPALHOHHO-KOHTPONBHEIX Kaproukax. OOpameHus rpakiad, Ha KOTOpBIE: JarOTCsl
[IPOMEIKYTOYHBIE OTBETHI, C KOHTPOJIS HE CHUMAKOTCH.

5.3. Oprausaums KOHTpOIS: XOA W CPOKM HCHOJIHEHHs oOpalleHuii rpaxian
(rKcupyIOTCS B KypHale ydeTa OTBETCTBEHHBIM CTICLIHAIHCTOM.

5.4. CpoKH HCIIONHEHHS TTHCEM TPaKIaH, Mo KOTOpbIM HE00X01MMa MOATOTOBKA OTBETOB
B BBILICCTOALINE OpraHbl, ITPOJIEBAIOTCS TOJBKO MOCIE COrJIACOBAHHY C HuMH. O npouieHnu
CpoKa coob1aeTes 3asBUTEIIO.

M3meHeHue cpoka HemonHenus NPOM3BOIHTCS 3a0/1arOBPEMEHHO JIMLIOM, YCTAHOBHBIIINM
JTOT CPOK, IpH HATMYHH OOBEKTHBHBIX TIPHYMH, W3OKEHHBIX B COOTBETCTBEHHON 3ammcKe.
W3venenue cpoka ykassiBaetcs Ha JOKyMeHTe.

5.5. KoHTposb 3a CBOEBpeMeHHBIM, OGBEKTHBHBIM H IOTHBIM pPaccCMOTPEHHEM [THCEM
TP&KIAH,  HAaNpaBJACHHBIX B  CTPYKTYPHBIE  [OJpase/IeHHs LICHTPA,  OCYIIECTBISIOT
PYKOBOIHMTENIH 3THX NOApa3AeieHHii.

Kontponb  saBepmaercs Ttomeko moche  BbiHecemus peLIeHHs W  [IPHHATHA,
HCHEPILIBAIOIIMX MEp M0 pa3pemenuio obpamenui. Pemerne o cHITHH C KOHTPOJIs oOpalieHuii
NPUHUMACT JAHPEKTOP.

IIncema rpasknan cuntaiores paspermeHHbBIMH, ecin pacCMOTpEHBI BCE MOCTABJIEHHbIE B
HHUX BOIPOCH! M AaHBI OTBETHI 3aBHTEIISAM,

5.6. OTBeTbl B BHIECTOAIIHE OPraHU3AIMM, PEAaKLUK raseT H HKypHAlIoB
MOATACEIBAIOTCS IMPEKTOPOM y4PEKICHNS, B HX OTCYTCTBHE - 3aMECTHTETSIMH.

6. IIpuem u paceMoTpeHHe YCTHBIX obpamenwuii rpamaan

6.1. Tlpuem rpaxknan B yupexmeHHH MOMKeT OCYHIECTBIATBCSA 110 IPEBAPHTEILHOIM
3anucu tak u 6e3 Hee,

6.2. [lpuem nocetutenedt perucTpupyercs B KapTo4Ke JMYHOI'0 NMpHEMa Ipa<IaHuHa
CeKpeTapeM.

6.3.Tlo pesympraram npuema Bce OKYMEHTHI NEPEJAIOTCA  CEKPETAPI0, KOTOPLIH
HICPEHOCHT PE3OMOLMK B XKYPHAN yYeTa, @ M3 JOKYMEHTOB, NpPEICTABICHHbIX 3aSBHTEIEM.
dopmupyeres aeno.

6.4. Jlanpuetimas pa6ota M KOHTpomb 3a CBOCBPEMEHHLIM HCIIOJIHEHHEM TIPHHSAThIX
PELICHUH 10 YCTHBIM OGPANIEHUSIM OCYINECTBIISETCA B MOPSAJKE, YCTAHOBJIEHHOM IS TTHCEM
rpaxkaaH.



7. @opMupoBaHHe W XpaHEHHe 1€/ 10 MHCBMAM H o0pameHusM rpaxkian

7.1. Bee noctynuBige nmucema u YCTHBIC 0OpalleHus Tpaxial 1mocie ux paspeleHus
JOJKHBI OBITh BO3BPAINEHBI CEKPETAPI0 CO BCeMHU OTHOCAIIMMHCSH K HHM MarepHagaMy s
HCHTPA/IH30BAHHOTO y4eTa W (opmupoBanus gen. POPMHPOBAHHE U XpaHeHue Jnen 1o
0OpaleHHsM IpakIan y HCTIOTHATES 3amnperaeTcs.,

7.2. Ilucemennble  obparneHus FPaX/iaH, KONHA OTBETOB HA HHUX H JOKYMEHTHI,
CBS3AHHBIC C MX pa3pelleHHeM, a TakKe AOKYMEHTBI 110 JTHYHOMY TMPHEMY rpaskiaH
(opmupyroTCS B Jle1a B COOTBETCTBHH ¢ YTBEPIKICHHOM HOMEHKIATYpO# e,

7.3. B npouecce opmupoanus e [TIPOBEPACTCS TAKKE NMPABHILHOCTE 0GOPMIIECHHS
JIOKYMCHTOB (TIOAIHCH, JaThl, MHAEKCHI, AJpecaTs). Henoopopmnennbie win nenpasuisio
0(opMIEHHBIE TOKYMEHTBI BO3BPAIAIOTCS MCTIOMHUTEIIAM Ha 10paboTKy.

7.4. TluceMma u matepuass! 1o YCTHOMY pacCMOTPEHHIO OOpalleHui TpakiaH XpaHaTcs
[ISTh JIET, IOCJIE YEr0 YHUUTOKAIOTCS.

7.5.Tlo mcTeveHMM yCTaHOBIEHHOTO CPOKa XpaHE€HWs OKYMEHTOB IO IPEIOKEHUSIM,
3AABNICHUAM M JKanobaM TpakadaH COCTaBmseTcs akT 06 ux YHHYTOXEHHUH, KOTOPbIN
MOAMHUCHIBACTCS YICHAMM SKCIIEPTHOH KOMHCCHU U yTBepiKaaeTcs JAUPEKTOPOM YUPEKICHHS.
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