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MNOPAIOK

padoThI ¢ O0OpaleHUSIMH TPAXKIAH
B MBY J1O AXopll ropoxa CraBpono.s

1.001me MoJI0KEeHUA

1.1. Opraams3anmsi pabOThl C THCHBMEHHBIMH M YCTHBIMH OOpaICHHSIMU
rpaXJaH JOJDKHA 00ecrednTh HEOOXOMUMBIC YCIOBHS IS OCYIIECTBICHUS
NPEOCTABIICHHOTO W TapaHTHPOBAaHHOTO TpaxaaHaM KoHcrurynmeir PO mpaa
oOpamareCs ¢ TPEUIOKCHUSIMH, 3asABICHUSAMH W JKAIOO0AMH B TMHUCHMEHHOW |
yCTHOM opme.

1.2. PaccnemoBaHue HapylmIeHHH HOPM TPOQPECCHOHATBHOTO TTOBEICHHSI
NIeIarOTUIECKIM PAOOTHUKOM MOXET OBITh TPOBEICHO TOJBKO IO MOCTYIAIOIICH
Ha HEero kajo0e, oJaHHOW B TUCBMEHHOU (hopMme.

1.3. ObpatieHust rpaxiaaH MOCTYIMAIOT B BHUJE MPEIJIOKCHUN, 3asBICHAN H
xano0. Ilpemioxkenne — oOpallleHWe Tpak[aaH, HAMpPaBIEHHOE Ha YIIyYIICHHE
ACSATENLHOCTH ~ 00pa30BaTelIbHBIX  YUPEXKICHUH,  OpPraHoB  yIIPaBICHHUS
oOpa3oBaHUEM H T.]I.
3asiBiieHMe — oOpalleHHe B IESIX pealu3aluu MpaB M 3aKOHHBIX WHTEPECOB
rpaxaad. JKamoba — oOpamieHune ¢ TpeOOBaHMEM O BOCCTAHOBICHUU TIpaB U
3aKOHHBIX WHTEPECOB TPaXKIaH, HAPYIMICHHBIX ICHCTBUSMH JIHOO pPEHICHHUSIMU
rOCY/IapCTBEHHBIX OPraHOB, JOJDKHOCTHBIX JIMI, OOINECTBEHHBIX JIUIl W
0OIIIeCTBEHHBIX OpPTaHU3AINH.

(IToBTOPHBIMH CYUTAIOTCSI OOpaNIeHUsi: TIOCTYNUBIINE OT OJHOTO W TOTO K
JUIA TI0 OJHOMY M TOMY JK€ BOIIPOCY, €CIIM CO BPEMEHH IOJaud TMEePBOTO MCTEK
CPOK PAaCCMOTPEHHUS WITU 3asiBUTEINIh HE YAOBICTBOPEH IaHHBIM €My OTBETOM.)

[TucemMa OMHOTO W TOTO XK€ JUIIA W MO OJHOMY M TOMY € BOIPOCY,
MOCTYIMBIIINE IO KCTEUEHUS CPOKA PACCMOTPEHHUS, CAUTAIOTCS TICPBUYHBIMHU.

He cumTaroTcs MOBTOPHBIMH TMHCHMa OJHOTO M TOTO JK€ aBTOpa, HO IO
pa3HBIM BOIpocaM. AHOHUMHBIMU CUUTAIOTCS MHUChMa TPaXKIaH 0e3 MOINMUCH U
yKazaHus (HaMuiIny, He COIepPKAIIHE TaHHBIX O MECTE WX JKUTEIbCTBA, pad0Te UIH
y4eOBbl.



2.0pranu3anus AeJIONPOU3BOACTBA:

2.1. Opranuzanus paboThl ¢ MUCbMaMHU U YCTHBIMU OOpAIlEHUSIMU TPAKIAH
JIOJDKHA ~ oOecneuMBaTh ~ HEOOXOAUMBIE  YCIOBHS — JUIsl  OCYILECTBIICHUS
MIPEAOCTABIEHHOTO W TapaHTUPOBaHHOTO rpaxnaaHam Koncturynmein PP mnpasa
oOpamarbcsi ¢ NPEIJIOKEHUSIMHU, 3asBICHUSAMU M kKajno0aMu B IMHUCbMEHHOW H
yCTHOM opme.

2.2. OTBETCTBEHHOCTb 3a OPraHU3ALMIO U COCTOSHHUE JIEITONPOU3BOICTBA 10
MMCbMaM U YCTHBIM OOpalleHusIM FPaKJaH BO3J1araeTcs Ha pyKOBOJUTEN.

2.3. Jlenonmpou3BOACTBO MO OOpalllEHUsIM TpaXkJaH BEAETCS OTIEIBHO OT
IPYTUX BUJOB JEJIONPOU3BOACTBA U BO3JIATAETCS HA PYKOBOJMTEIIS.

[IpuHsiTHE pelIeHHus N0 PACCMOTPEHUIO MHUCEM M3 YCTHBIX OOpalleHui
IPaKJ1aH OCYIIECTBISAETCS TUPEKTOPOM LIKOJIBI.

3.1Ipuem u perucTpanus NUceM rpakIaH:

3.1. Bce nocrtynatomniue B yupexxJIeHue oOpalleHus rpakJaH TPUHUMAIOTCS
1 0POPMIISIIOTCS B JIEHb UX MOCTYIUICHHS] CEKPETAPEM YUPEKICHUS.

3.2. Iloctynaroiue odpamieHust ¢ KOMUsIMU JOKYMEHTOB (HarpuMmep, KOmuH,
aTTeCTaTOB, JUIJIOMOB, TPYIOBBIX KHUKEK M JAp.) MPHUKPEIUIAIOTCS K TEKCTY
oOpamenusi. [lomydyeHHble  TOMJIMHHUKM  JIOKYMEHTOB, II€HHble Oymaru
BO3BPAILAIOTCA TpaXkAaHaM [0 aKTy.

3.3. IlocTtynuBime nuchMa rpaxkiaH perucTpUpPYIOTCS B KypHaJie yuera.

PeructpannonHuplil (BXOASIIMI) HOMEP MHUCbMa COCTOUT W3 MOPSIKOBOTO
HOMEpa TMOCTYNHBIIETO OOpalleHus B Ipelenax KaJleHJapHOTO rojla U MHAEKCa
Jena 1o HOMeHkJaType. Eciau 3asBuTenb mpucian HECKOJIbKO MHCEM, HO IO
pa3HbIM BOIIPOCAaM, TO Ha KaKJ0€ MUCbMO MPOCTABISETCS CBOM PETMCTPALlMOHHBIN
HOMED.

Ecoim mwmcemo mepecmaHo, TO B KypHaie (B Tpade «IpuMedaHHE))
YKa3bIBa€TCA, OTKYJa OHO MOCTYNWIO (OT agMHHHUCTpanuu ropoaa CraBporods,
yIpaBJ€HUs KyJIbTYpbl aAMUHUACTpAUK ropojia CTaBpomnosis u T.1.).

[loBTOpHBIE TICEMA CTaBATCS Ha KOHTpodb. Ilpu pabore ¢ HUMH
MOJIOMPAOTCS UMEIOUINECS TOKYMEHTHI 110 00pallleHUsIM JAHHOTO 3asBUTEIIS.

B xypHase yyeTa mpoOCTaBiIseTCs KOJI TEMbl IHCbMAa B COOTBETCTBUM C
IPUMEPHBIM KIIaCCU(PUKATOPOM.

Ecim B OOHOM NHMCBME COAEPXKUTCA HECKOJIBKO TEM, TO KaXIaou
MIPUCBAUBAIOTCS 0003HAUEHUS IO KIIACCU(PUKATOPY.

3.4. TIlocne peructpaiuu oOpalleHUs] HANPABISIOTCS PYKOBOJIUTEIIO
yupexaeHus: s o(QOpMIICHUS PE30JIOUMU C yKa3aHHEM [OJpa3JiesieHus,
WCITOJIHUTEIS, IOPSJIKA U CPOKA UCITOJIHEHHSL.



4. PaccmoTpeHye NMCbMEHHBIX 00pallleHU TPAKIAH:

4.1. IluceMa rpaxaaH MOCJIE€ pPErucTpanud U OQOPMIICHUS PE30TIOLUUN
PYKOBOJIUTENS MEPEAAIOTCS Ha MCIOJHEHUWE KOHKPETHOMY HCIOJIHUTEIIO MOJ
«POCTIHUCHY» B YUETHOU TOKYMEHTAIMH.

4.2. Tlucema rpaxniaH, TpeOylollUe NPOBEPKU H3IO0KEHHBIX (DAKTOB,
paccMaTpHUBAIOTCA JTOJDKHOCTHBIMM JIMLIAMHU B CPOK /10 OJHOTO Mecsila CO JHS MX
perucrtpanuu; He TpeOyrouue TOMOJHUTENBHOIO H3YYEHUS M TIPOBEPKU HE
noznHee 15 pgHell. B OTAENBHBIX Cllydasix CpOK pacCMOTPEHUs IHMCbMa
(TenerpaMMbl) MOXKET OBITH MPOJIJIEH, HO HE 0oJiee YeM Ha OJMH MECAIl, O YeM
UCIIOJIHUTENb YBEIOMJISIET 3asABUTEIIS.

He nomyckaercs HampaBiieHHE TpaKJaH Ha pPaccCMOTpeHUE pabOTHHKaM,
JEHCTBUSL KOTOPBIX 00KATYIOTCS.

OOpaieHus rpaxk/iad, noajiexalire HanpaBieHUIo B Apyrue opranusaiu u
YUpEXKICHHSI, paCCMAaTPUBAIOTCS B TeueHue S5 aHed. B aToM cimyuae oOpamieHue
OTIIPABIISIETCS C COMPOBOAUTENBHBIM TUCHMOM 3a MOITUCHI0 PYKOBOIUTEIS.

B conpoBoguTenbHOM MHUCbME 00S3aTENbHO YKA3bIBAE€TCA MOPSAOK OTBETA
3asIBUTEINIO, @ PU HEOOXOAMMOCTH, M OpraHu3auuu (y4pekIeHHIO0), B KOTOPYIO
HampaBisgeTcss AaHHoe oOpamieHue. Ilpu sTom oTBeT Ha oOpailieHHe, CTaBUTCA
CEKpeTapeM Ha «KOHTPOJIbY.

AHOHUMHBIE TIMCbMa, KakK IIpaBUJIO, HE paccMmaTtpuBarorcs. OpnHako,
pemieHre 00 WCIOJIHEHUMM aHOHUMHOTO OOpalleHus, TPUHUMAET TUPEKTOP
YUPEKICHUS.

[Tucema, GeccMmbICEHHBIE MO COACPKAHUIO, & TAKKE HEKOPPEKTHBIE IO
dbopme, moadUparoTCs B CIEMATIBHYIO TANIKY U HE pacCMaTPUBAIOTCS.

4.3. OtBeThl Ha UCIOJHEHHE TpakAaH TMOATOTABIMBACT JUPEKTOP
YUPEKICHUS.

OTBeThl Ha NHCHbMa, HAIpPABISIEMbIE B BBIIIECTOSIINE OpPraHU3aALNU U
naenyrataM, OopOpPMIISIIOTCS B 0053aT€TbHOM TOPSAJZIKE, 32 TMOJIUCHI0 JUPEKTOpa
YUPEKICHUS.

4.4. J1o;KHOCTHBIE JIMIIA IIPH PACCMOTPEHUH OOpaIlleHui IrpaxaaH 00s3aHblI:

— BHHMATEIbHO  aHAJIM3UPOBATh  WBJOKEHHBIE  MPOOJIEMBI, B  Ciydae
HEOOXOAMMOCTH CJeNaTh 3ampoc TpeOyeMbIX JOKYMEHTOB WM MPOU3BECTH
BBIE3]] HA MECTO JIJIsl MPOBEPKH (PAKTOB, a TAKXKE MPEANPUHUMATH IPYTHUE MEPHI
U1 0OBEKTHBHOTO pa3pelIeHns BOIIPOCa;

— TOpUHAMATh OOOCHOBaHHBIE pelHIeHHs Mo oOpalleHusM, oOecrneynuBaTh
CBOEBPEMEHHOE U MTPABUIIbHOE MCIOJHEHUE ITUX PEIICHUN.

4.5. Tlo pe3ynbTaTam pacCMOTPEHHS BOMPOCOB, COJEPKAIIUXCS B IMHUCHBMax
rpak/iaH, UCTIOJIHUTEIb MOATOTABINBAET OTBET 3asBUTEIIIO.

IIpu cocrtaBmeHHH OTBETa O pe3yJbTaTaX PACCMOTPEHUS MNHUChMa JIOJKHBI
coOJII01aThCS Cleayolre TpeOOBaHNUSA

— KpaTKO U3JIOXKHUTh Kakasg paboTra Obula MpoBeAeHA Uil MpOBEpKU (HaKTOB,
M3JI0KEHHBIX B 00pallleHNH;

— €CIU B MHCHbME 3asiBUTENSI COIAEPIKUTCA HECKOJIBKO BONPOCOB, TO OTBET HA/l0
JaTh OTAEJIBHO M0 KaXKIOMY PACCMOTPEHHOMY BOIIPOCY;



— COOOIIUTh, MOATBEPAWINCH JU (PaKThl, U3TOKEHHBIE B MUCHME, KAaKU€ MEpPbI

MPUHATHI 110 pe3yabTaTaM MPOBEPKH.

4.6. OtBerbl OQOpMIISIOTCS Ha OJIaHKaX MHCEM U COJEpKaT CIEIyIOIIe
PEKBUBHTHI: «aJpecaTy TeKCT, (haMUIHs UCIIOTHUTENS, C yKa3aHUEM ero pabouero
tenedona. Jlara WCMOMHEHUS W HUCXOASIIMKA HOMEpP MHCHbMa MPOCTaBISAETCS
CEeKpeTapeM I0cJIe TOro, KaK MUChMO MOIMUCAHO.

5.KonTpoab 3a padoToii NMCHbMEHHBIX 00PAICHUN IPAKIAH:

5.1. TlopsiioK MOCTAHOBKM MHUCEM HAa KOHTPOJIb ONPEIEIISIIOT PYKOBOAUTENb
yupexaeHud. Ilucbma rpaxjiaH, nepenpaBi€HHbIE B JIPYTME OpraHU3alluv WU
YUpEKIEHUS U TpeOyIolre COOOIICHHUST PE3yIbTATOB UX PACCMOTPEHHUSI, CTaBATCS
Ha KOHTPOJIb.

5.2. IluceMa rpaxk/iaH, MOCTaBJICHHbIE HA KOHTPOJb, TOMEYAIOTCSI OTMETKOM
«KOHTpPOJIB». OOpaleHus rpaxaaH, Ha KOTOPbIE JAI0TCS TPOMEXKYTOUHBIE OTBETHI,
C KOHTPOJII HE CHUMAaIOTCHI.

5.3. Opranuzanusi KOHTPOJIS: XOJ M CPOKHM HCIOJHEHUsS] oOparieHui
rpaxaH (PUKCUPYIOTCS B PETrHCTPAIlMOHHO-KOHTPOJIBHBIX KapTOUKax U KypHale
y4eTa OTBETCTBEHHBIM CIIEIIUATIICTOM.

5.4. Cpoku WHCHOJHEHUS THUCEM TpaxJaH, IO KOTOPHIM HeoOXxoauma
NOATOTOBKA OTBETOB B BBIIIECTOSIIIME OPraHbl, MPOIJIEBAIOTCS TOJIBKO IIOCIE
coriacoBanus ¢ HUMHU. O MPOAJIEHUH CPOKa COOOIIAETCS 3asBUTEITIO.

N3meHeHne cpoka HWCIOJHEHUS TPOU3BOAMUTCS 3a0JarOBPEMEHHO JIUIIOM,
YCTAaHOBMBIIIMM 3TOT CPOK, NMPU HAIWYUU OOBEKTUBHBIX MPUYMH, U3JI0KEHHBIX B
COOTBETCTBEHHOM 3aIUCKE.

N3meHeHHne cpoka yKa3bIBa€TCS Ha JIOKYMEHTE, a TakKKe W3MEHEHHS
BHOCATCSI B PETUCTPALIMOHHO-KOHTPOJIbHYIO KaPTOUKY.

5.5. KoHTposb 3a CBOCBPEMEHHBIM, OOBCKTUBHBIM ¥  IIOJHBIM
PacCMOTPEHUEM MHUCEM I'pakJaH OCYUIECTBIIAET IUPEKTOP YUPEKIACHHUS.

KonTposip 3aBepmiaeTcs TOJBKO NOCJIE BBIHECEHUS PELICHUS WM NPUHATHSA
MCYEPIBIBAIOIINX MEp MO0 pa3pemeHuto oOparieHuil. PemeHne o CHATHH C
KOHTPOJISI 00paIieHuit IPUHUMAET TUPEKTOP YUPEIKICHUS.

[lucpMa TpakaaH CUYMATAKOTCS PA3PELICHHBIMH, €CIU PaCCMOTPEHBI BCE
IIOCTABJICHHBIE B HUX BOIIPOCHI U JTaHbI OTBETHI 3asIBUTEIISIM.

5.6. OTBeThl B BBILIECTOSIIIME OPTraHU3ALUM, PEJAKIUU Ta3eT U KYpPHAJIOB
MOAIHACBIBAOTCS TUPEKTOPOM YUPEKACHUS.

6.1IpueM u paccMOTpPeHUE YCTHBIX O0PALlieHU IPaKIaH:

6.1. Ilpuem rpaxaaH B YUYPEKICHUM MOMKET OCYIIECTBISATHCS Kak IO
MpeABapuUTEIbLHOM 3aMKCcH, Tak U 0e3 Hee.

6.2. JlanpHelimas paboTa M KOHTPOJIb 32 CBOCBPEMECHHBIM HCIIOTHCHHEM
MPUHATBIX PEIICHUH [0 YCTHBIM OOpalleHUsIM OCYILECTBISIETCS B MOPSIKE,
YCTAHOBJIEHHOM JIJISI TIUCEM TPakJAaH.



7. @opMuUpoOBaHMe U XPAHEHHE /Ie]1 110 MUCbMAM U YCTHBIM 00palleHusIM
rpamaaH:

7.1. Bce moctynuBLIME NMUChbMA M YCTHBIE OOpaIleHUs] TPaXkJaH IOCIe HX
paspernieHus J0HKHbI ObITh BO3BPAILEHBI 111 yueTa U (OpMUPOBAHUS JE.

7.2. IlucbMeHHble OOpallleHHUs TpaxKJaH, KONUS OTBETOB HAa HUX U
JOKYMEHTBI, CBSI3AHHBIE C MX Pa3pelICHHUEM, a TAKKE JOKYMEHTHI IO JIMYHOMY
npuemMy TrpaxaaH (OpPMHPYIOTCS B Jela B COOTBETCTBHUM C YTBEPKIACHHOM
HOMEHKJIATYpPOU JIEN.

7.3. B mpouecce (popmMupoBaHHs €Nl NPOBEPSAETCS TaKKe MPaBHIbHOCTD
oopMIIeHUS! JOKYMEHTOB (IIOAMKUCH, JAThl, UHJEKCHI, apeCcaThl).

7.4. Tlucbma W wMatepuanbl IO YCTHOMY pPacCMOTPEHHUIO oOpanieHui
IpaKJ1aH XpaHATCA MATh JET, OCIIE YEr0 YHUUTOKAIOTCS.

7.5. Ilo ucredyeHUM YCTAaHOBIIEHHOIO CpOKa XpPaHEHUs JOKYMEHTOB I10
NPEJIOKEHUAM, 3asBICHUSAM M KajobaM TpaxaH COCTaBIsA€TCd akKT 00 uX
YHUUTOKEHHH, KOTOPBIA TMOJANMCHIBAETCS UWICHAMH OKCHEPTHOW KOMHUCCUU U
YTBEPKAAETCSA TUPEKTOPOM YUPEKICHUS.
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