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MYHHIHIIAJIBHOI0 aBTOHOMHOI'O J0IIKOJBHOIO 06pa3OBaTeJ'le01"0 YUpeKIACHAA HEHTP

passuTHs pedenka - Ne 44 «Beceabie HOTKH»

1. O6mmne nmo1oKeHHs

1.1. Hacrosimee nonokenue pa3paboTaHO B COOTBETCTBHHM C MEPEYHEM JCHCTBYIOIHX HOPMATHBHO-

IMPaBOBbLIX JOKYMEHTOB, PErIaMEHTHPYIOT NMpaBuia pa60‘rh1 C NoCTynarvimumMH OGPEMCHHHMH rpaxKjaH.

1.2. Opranuzauus paboThl ¢ MUCbMEHHBIMH W YCTHBIMH OOpallleHHsMH TPaXK/IaH J0KHA 06ecreunBaTh
HeOOXOMMBIE YCIOBMS Ul OCYLUECTBJEHMS MPENOCTABJIEHHOrO M TapaHTHPOBAHHOIO IpaykaaHam
Koncrutyuueit P npaga obpamarbes ¢ npeiokeHHIMH, 3a9BICHHAMH H Kal00aMH B NMUCEMEHHOH U

YCTHOH (hopme.

1.3. B coorBercTBuM ¢ @enepanbhbiM 3akoHoM PD ot 29 nekabps 2012 r. Ne 273-®03 «O6 obpazosanun
B Poccuiickolt Dexaepaunu» pacciie/lOBaHHE HAPYIUEHHH HOPM  MPO(ECCHOHATBEHOIO TMOBEAEHHS
Me1arorH4eckumM paboTHUKOM MOKeT ObITh MPOBEJEHO TOJNBKO M0 MOCTYMAOWEH Ha Hero skanobe,

MoJaHHOH B MUCbMEHHOH (opme.
1.4. O6paieHns rpax/iaH MOCTYTIAIOT B BHE MPeUI0KeHUH, 3asBIeHUI 1 %kas00.

Ilpeanoxenne — obpauienne rpakiiaH, HaNpaBIeHHOE HA YJydlIEHHE AEATENbHOCTH JOLIKOTBHOM
obpaszosatenbHO# opranuzauuu (naree — J100) u . 1. 3asBiIeHHe — obpaleHHe B LENSX peaJu3aluu
1npae U 3aKOHHBIX uHTEpECOB rpaxaH. 2Kamo0a — obpauienue ¢ TpeGOBaHHEM O BOCCTAHOBIIEHHH IPaB
H 3aKOHHBIX HHTCPECOB TrpaxKiaaH, HapyUICHHbIX ,ElEFICTBHSIMH b0 PCLICHHAMH TOCYAapPCTBCHHBIX
OpraHoB, A0/LKHOCTHBIX JIMLL, OGLHECTBCHHI)[X JIML U 06LIJ,€CTB€HHbIX opraﬂmauuﬁ. HOBTOPHHMH
CYMTAIOTCA OOPALLEHHUA MOCTYMHUBLIKE OT OJHOTO M TOIO K€ JIMLA 110 OHOMY M TOMY JKE€ BOMPOCY, €C/H
CO BPEMEHH MoJayH NEPBOro HCTEK CPOK PpacCMOTPCHHUA HITH 3asABHUTE/Ib HE YOBJICTBOPEH JaHHBLIM €MY
oTBeTOM. [l¥cbMa OZHOIO M TOrO K€ JIMLA M NO OJHOMY M TOMY K€ BOMPOCY, MOCTYMHBIIHE /0

HCTEYEHHS CPOKa pacCMOTPEHHA, CHUTAKOTCH NEPBHYHBIMH. He cuurarorcs MOBTOPHbLIMH INMUCBbMA OJJHOIO



H TOI'O K€ aBTOpa, HO MO pa3HbIM BOIPOCAM. AHOHUMHEIMH CYHTAIOTCH [MHCbMA rpaxaaH 0e3 MoaAnmucH U

yKa3aHWs (paMHIKH, He COZIeprKalliHe TaHHBIX O MECTE HX JKHTEILCTBA, paboThl HITH yueObl,

2. OpraHu3auus 1e100POH3BOACTRA

.
2.1. Opranusaims paGoTel ¢ MMCEMAMH M YCTHBIMH ODpAlllEeHMSMHM Ipak[aH JOKHA 0OecreunBaTh
HEOOXOJMMbIE YC/IOBHSA JUIS OCYHIECTB/ICHMS [PEJIOCTABIEHHOTO M IapaHTHPOBAHHOTO TPaKIaHaM
Koucrutyuuneit PO npasa obpalarses ¢ npe/vioKeHUIMH, 3a59BICHHAMH H 5KaT00aMH B [THCBMEHHON H

YCTHO# dopme.

2.2. OTBeTCTBEHHOCTb 3a OpraHM3allii0 W COCTOAHHWE [JEJIONPOMU3BOJACTBA 10 MMCbMaM H YCTHBIM

o0palleHUAM rpak/iaH Bossaraercs Ha pykosoautens JJ0O.

2.3. Jlenonpou3soacteo no  oOpalleHWsM TpakaaH BeAETCs OTAENbHO OT JPYFHX — BHIOB

JeJIONPOMU3BO/ICTBA M OCYLIECTRAAETCS AoKyMeHToBeaoM JIOO.

2.4. TlpuHsTHe peleHHs MO PacCMOTPEHHIO MHCEM M YCTHBIX OOpalleHHii rpakiaH OCYIIECTBIISETCs

pykosoauTtenem J100.

2.5. HenocpeacTBeHHOE MCIIOJIHEHHE MOPYYEHWH MO MMCbMaM M YCTHBIM OOpALUCHHAM rpakiaH

OCYLLECTBIIACTCA OTBETCTBEHHBIMH paborHukamu JIOO.
3. [puem n perncTpauus nucem rpaxian

3.1. Bee moctynaiowme B JIOO obpalueHus rpakiaH NPUHUMAOTCS M OQOPMISIOTCH B J€Hb HX

nocrynienus nokymentorenoM /10O B COOTBETCTBHY ¢ JIOIKHOCTHBIMM 00S3aHHOCTMH.

3.2. Iloctynaroume oOpalleHHs € KOMWAMH JOKYMEHTOB TMPUKPEILISIOTCS K TEKCTY obOpalleHus.

HOH}”—IEHHBIG IMOJATTHHHHKH NOKYMEHTOB, LICHHEIE 6ymam BO3BpallaloTCA rpax/jiaHam 1o aKTy.

3.3, Obpawenus rpaxiad, KOMMH OTBETOB HA HMX M JOKYMEHTBI, CBA3aHHBIE C MX paspeuieH1eM,

(opMHpYIOTCS B JIeN1a B COOTBETCTBHM ¢ YTBEPKIEHHON HOMEHKIIATYPOIi.

3.4. TloctynuBuiMe nuchmMa TrpakiaaH —perucTpupyiotes cekperapem  JI0O KypHalle  yuera.
PerucTpalonHbii  wtaMn  npocTaeiseTcs Ha JIMUEBOH CTOpOHE MEepBOro JIMCTA € YyKazaHWeM
PErHCTPALIMOHHOTO HOMEPA, 1aThl PErHCTPALIMKM U KOHTPOJIBHOTO CPOKA HCIHOIHEHUs. PerucTpaimoHHblii
(BXOZA1IMM) HOMEp TIHChMA COCTOMT M3 MOPAIKOBOIO HOMepa nocTynuBLlero obpaiieHus B npejeax
KaJICHIapHOro roia U MHZAEKca Jeia rno HoMeHkaatype. Eciau 3asBUTeNb NPHUCIAn HECKOIBKO MHUCEM, HO
MO pasHbIM BOMPOCAM, TO HA KaKA0€ MHCbMO MPOCTABIAETCA CBOH perucTpaumoHHbIi Homep. Ecim
MCbMO MEpeciaHo, TO B kypHate (B rpade npumeuaHue») yKaszbiBaeT OTKyJa OHO MOCTYNuio (ot
a/IMMHHCTPALIMK, TOPOACKOH MPOKypaTyphl T. 11.) [loBTOpHBIE NuckbMa cTaBsiTes Ha KOHTponb. [1pu pabote
¢ HUMH MOAOHPAIOTCA MMEIOIIMECs JIOKYMEHThbI M0 00palleHHsIM JaHHOro 3asBuTens. B skypHane ydera

MMpOCTaBJIACT No KO TEMBbI ITHCbMA B COOTBETCTBHH C IMIPUMEPHBIM KJIaCCH(bHK&TOpDM.



3.5. TTocne perucTpaiu obpaiuenus Hanpasisiores pykopoautento JJOO ais ohopmieHHs Pe30IOLHH

C YKa3aHWEM HUCIOJIHUTENA, NMOPAJAKa H CPOKOB HCTIOJIHCHHAL.

4. PaccMoTpenHe MUCHMEHHBIX 00pallleHHH Ipak/iaH

-

4.1. Tlucbma rpaskaaH, mnocjie peructpauuu u odopmieHus pesomouuu pykosoaureaem JI0O

rnepeaarnTes Ha UCMOJTHEHHE KOHKPETHOMY HCTTIOJTHUTEITHO MO/ «pPOCITHUCBE» B y‘{ETHOﬁ JAOKYMEHTALHH.

4.2, Tlucbma rpakziaH, TpeGyIOIIHe NPOBEPKH H3/10/KeHHbIX (AaKTOB, pacCMaTPUBAIOTCS JIO/KHOCTHBIMH
JMLAMH B CPOK /10 OJIHOTO MECSLA CO JHA WX PErHCTpalluK; He TPeOYIolMe JA0NOIHNTEIBHOTO H3YYeHH
M IIPOBEPKHM He — Mo3/iHee 15 aHell. B OTae/bHBIX CllyyasX CPOK pacCMOTPEHHs MMCbMa MOXKET ObITb
NpoJUIeH, HO He Doslee YeM Ha OIMH MeCHLL, O YeM MCTIONHUTENb yBeAoMIseT 3assuTens. He nonyckaercs
HanpaBJeHHe MHCEM TPakJaH Ha PAacCMOTpeHHe pPaboTHMKaMm, NeHCTBMS KOTOpeIX obkanyrores. B
COMPOBOMTENILHOM MUChbMe 0043aTeNbHO  YKA3blBAETCA MOPSJAOK  OTBETA 3aABMTEIO, a TMpH
HEOBXOMMOCTH — M OpraHM3ally (YUpexkIeHHIO), B KOTOPYIO HanpaeseTca nanHoe obpauienue. [1pu
3TOM OTBET Ha OOpallleHHe CTABHTCA JOKYMEHTOBEIOM «HAa KOHTPOIb». AHOHMMHbBIE MHUCBbMA, KaK
1paBuiIo, He paccMatpuBatotes. OHAKO pelueHne 00 MCMOJTHEHHH aHOHWMHOTO 00palleHHs MPHHAMAeT
pykoBoauteab. [lMceMa, GeccMbiC/ieHHBIE 10 COAEPIKAHMIO, a TaKKe HEKOPPEKTHbe Mo  (opme,

oA0MpPAaIOTCS B CTIELMAIBHYIO MAIKy M HE pacCMaTpPHUBAKOTCA.

4.3. OrBetsl Ha 0OpalleHNs TPak/aH MOArOTABIMBAKOT HCMIOMTHUTENH 32 noAnuckio pykosoautesns J[00.
OtBeTbl Ha MUCbMa, HamnpapJd€MbIC B BbILLIECTOALLHE OpraHu3allHH H acnyraram, OCbOPMﬂﬂ}OTCﬂ B

o6s3aTeIbHOM MOpsiKe, 3a NoaAnuchio pykosoauTens J100.
4.4. JIo/KHOCTHBIE JIMLA TIPH pacCMOTPEHHH oOpallleHHH rpak/1aH o0s3aHBl:

* BHMMATEIBLHO MPOAHAIM3UPOBATE M3JI0KEHHBIE TMPODJIEMbI, B CIIy4ae HEOOXOAMMOCTH ClENaTh 3ampoc
TpeOyeMBIX [IOKYMEHTOB HIM TPOM3BECTH BBIE3] HAa MECTO JUIS TMpOBEPKH (HaKToB, a TaKkke

NpeANPUHUMATE PYTHE Mephl 1715 00BEKTHBHOIO paspeLieHus BOmpoca;

* npvMHUMaTh 000CHOBAHHBIE pelleHus no obpaiieHusM, obecrneynBaTh CBOEBPEMEHHOE W TPABHIIBHOE

HCIIOJIHEHHEC DTHUX pemeHuﬁ.

4.5. Tlo pe3yabTaTaM pacCMOTPEHHsS BOMPOCOB COJAEPHKALUMXCS B MHMCbMAX rpax<aaH, HCTIOTHHTENb
MOJArOTABNMBAET OTBET 3asBHTENIO. [IpH cocTaBleHMM OTBETa O PE3y/bTaTax PacCMOTPEHHMs IHChbMa

JIOJKHEI cODMI0AATLCS clleyoline TpeboBaHUS:
* KpaTKO M3JI0KHTh, Kakas pabora Oblta npoBe/ieHa V1A MPOBEPKH (haKTOB, H3NOKEHHBIX B obpalleHHH;

* ECJIH B MUCbBME 3adBUTENA COILCPIKHUTCH HECKOJIbKO BOINPOCOB, TO OTBET HAaA0 NaTb pasaeibHO Mo

KaK0MY pacCMOTPEHHOMY BOIMPOCY:



* COOOUIMTD, MOATBEPAMINCH JIH (aKTbl, H3I0KEHHBIE B IMCbME, KAKUE MEPbl MPUHATHI MO PE3YIbTaTaM

[IPOBEPKH.

4.6. Oteetbl 0GOpMIAIOTCA Ha ONaHKaX 1MMCEM M COLEPXKAT CIIEAVIOLIHE PEKBH3MTHI: a/|Pecar, TeKCT,
(hamuIns MCMONHUTENS ¢ yKasaHHeM ero paGodero TeneoHa, AaTa HCMOTHEHMS W MCXOAAIIME HOMep

NMCbMa MPOCTABIACTCH CEKpPeTapeM M0Cie TOro, Kak MUChMO TOAMHCAHO.
5. Koutpoas 3a paboToii MHCbMEeHHBIX 06palienuii rpaxian

5.1. TopsiA0K NOCTAHOBKM MUCEM Ha KOHTPOJIb OMpe/eNsoT pykosoauteas JJOO u HenocpecTReHHO —
ucrionHurenb(u). Iluecbma rpaxnan, nepenpaeneHHsie B JPYyrHe OPraHM3aUMH WK YYpEKIEHHS M

Tpeﬁ)nomne coo01IeHHs PE3YIbTaTOB HX PACCMOTPEHHSA CTaBATCA HA KOHTPOJIb.

5.2. Ilucbma rpaknaH, TOCTaBICHHbIE HA KOHTPOJb, [OMEYAIOTCA OTMETKOH «KOHTPONIbY B
PErHCTPALIMOHHO-KOHTPOJIBHBIX KapTo4kax. OOpalueHus rpaxiaH, KOTOpPbIE JAOTCH MPOMEKYTOYHBIE

OTBETbI, C KOHTPOJIA HE CHUMAKOTCH.

5.3. Opranusaums KOHTPONS: XOJ M CPOKM HCIOJIHEHHS OOpAlleHHH rpaXaaH B PerHcTPalMOHHO-

KOHTPOJIbHBIX KAPTOYKAX M JKYpHaJle yueTa CeKpeTapeM.

5.4. CpokM HCMOJHEHHS [HCEM TPakIaH, 10 KOTOPbIM HEOOXOIMMA MOArOTOBKA OTBETOB B
BBILIECTOALINE OpraHbl, MPOATEBAKOTCS TOABLKO [10C]A€ COrIacoBaHHA ¢ HUMH. O NPOMTEHHMHM Cpoka
coobiiaetcs 3asBuTE 0. M3MeHEHHE CPOKa MCIOJIHEHHS NPOM3BOIMTCA 3ab/1arOBPEMEHHO JIHLIOM,
YCTAaHOBHMBIIHM TOT CPOK, [pH HaJIHYHWH OGBGKTHBHHX NPpHUYHH, H3JIOKCHHBIX B COOTBETCTBy[OLLleﬁ
3anucke. M3MeHeHHe Cpoka yKasblBaeTCsl Ha IOKYMEHTE, a TAKIKE H3MEHEHHMS BHOCATCS PErHCTPALIHOHHO-

KOHTPOJILHYIO KapTOUKY.

5.5. KoHTposib 3aBepiuaeTcs ToJIbKO Mocie BLIHECEHHS PELIEHHS W NPHUHATHS HCYEPTILIBAIOLIMX MEp 10
pa3spetennio obpawenuii. Petuenue o CHSTHM ¢ KOHTPONs M obpalueHil MPHHUMAET PYKOBOIMTEIb
J100. Tlucbma rpakaaH CUMTAKOTCS PA3pELEHHBIMH, €CJM PAcCMOTPeHbl BCE TOCTABIEHHBIE B HHX

BOMPOCHI K IaHbl OTBETHI 3asABHUTEIAM.

5.6. OrBeTbl B BHILECTOSIIME OPraHW3allMM, PEJAKUMH Ta3eT W JKYPHAJIOB  IOJMHCHIBAIOTCS

pykosoautenem JIOO, B ero oTCyTCTBHE — 3aMeCTHUTENEM.
6. IIpuem n paccMoTpeHHe YCTHBIX O0pallenuii rpaxkian

6.1. Ilpuem rpaxnan B JIOO mMokeT OCYIIECTBASTECS KaK MO NMpeaBAPUTENBLHON 3aMUCH, TaK U 6e3 Hee.
Pykosoaurens JIOO Bener npuem mo ycranoBnennomy rpadmky. B ero oTcyTcTBHE mnpHem

OCYLIECTBJIACT €ro 3aMECTHUTEITH.

6.2. [lpuem moceTuTeNeH PerHCTpUpPYETCS B KAPTOUKE JIMUHOTO MPHEMA IPakIaHHHA.



6.3. Tlo pe3ynbTaTtaM npuemMa BCE JIOKYMEHTHI MEPEIAIOTCA CEKPETAPIO, KOTOPBIH MEPEHOCHT PE30/TIOLHH

B JKYpHAJl yueTa, a U3 J0OKYMEHTOB, NPeJ/ICTaB/IeHHBIX 3agBUTeNeM, hopMUpyeTes 1e10.

6.4. JlanbHeiias paboTa U KOHTPOJIb 3@ CBOCBPEMEHHBIM HCIOJHEHHEM NPHHATBIX PELIEHHH 110 YCTHBIM

o0palleHHsM OCYIIECTBISETCS B MOPS/IKE, YCTAHOBIEHHOM VIS THCEM IPaXK/IaH.
7. Obo0menne H AHAJIH3 IHCLMEHHBIX H YCTHBIX 00pameHHH Ipaxkian

7.1. Pykosoaurens JIOO uiau no ero mopy4yeHUro Jpyrue A0/KHOCTHBIE JIMIA T0/KHBI CHCTEMATHYECKH
aHaaM3MpoBaTh M 0000WATE MpPEUIOKEHHUs, 3asBIEHHsA, Kalo0bl rpaskJaH M COAepiallMecs B HHMX
npakTHueckue 3ameuanus. Llenb: cBOeBpeMeHHOe BbiABJIEHHE W YCTPaHEHHE MPHYHMHbI, MOPOKIAIOIICH
HapyllieHWe NpaB 3asBUTENEH, 3alIMTa WHTEPECOB I'PaXk/aH B COOTBETCTBHH C 3aKOHOJATE/ILCTBOM, a
TaKkKe COBEPLIEHCTEOBAHME OPraHW3aLIMOHHOMN K YNPaBIeHYeCKOH 1eATeNIbHOCTH B CHCTEME 00pa3oBaHus

JIAaHHOH TEPPUTOPHH.

7.2. O606ueHre 0OpalleHHH MOKHO OCYLIECTBIIATH M0 CIEAYIOWEH NPUMEPHOH KnaccHdHUKauuu: Mo
ajpecy oOpalleHui (B TOM YHC/IE MOCTYNAKIMX H3 BbIECTOALUMX OpPraHM3alMid ¥ 1p.): MO THNaM M
BHAaM 00pa3zoBaTe/bHLIX YYPEHKIAEHHH, CKOJIBKO TMOJAYYEHO M  PacCMOTPEHO  KOJJICKTHBHBIX,
MHIMBH/IYa/IbHBIX, AHOHUMHBIX OOpalleHuii; no Hanpaeiaenusm paboTel (110 KiaccudukaTtopy Tem).
[TpOBOAMTCS  KOJMYECTBEHHBIH W KA4eCTBEHHBIH aHAIW3 BCeX MOCTYMMBLIMX oOpalieHud ¢
XapaKTePUCTUKOH (DAKTOB, M3JIOKEHHBIX 3aABMTC/ISAMU M YKa3aHHEM PE3YJIbTATOB. B HYAaCTHOCTH, Kakue
GaKTel MOATBEPAMINCH TOJHOCTBIO MAM 4vacTHyHO. Ilo pesynbraram awanusa npeicraBisiercs
vHQOPMALIMA ¢ KOHKPETHBIMH PEKOMEH/IALIMSMM M0 COBEPIUEHCTBOBAHWIO PabOThl B JIAaHHOM BOMNPOCE.

Marepuansl opopMISIOTCS B BUAE 000OIIEHHBIX CBEIEHHH, Tad 1ML H AHATMTHYECKHX CTIPABOK.

7.3. AHanuTHueckas MH(popMaimsa no uroraMm paboTel ¢ 0OpalleHHSsMH IpakKIaH MOArOTaBIMBaeTCA 32

KaJleHlapHbIH 1o/,
8. ®opmupoBaHHe H XPaHEHHe /1e]1 110 NHCbMAM H YCTHBIM 00pallleHHsAM I'PaKIaH

8.1. Bce MOCTYNMMBIIME MMCbMA M YCTHbIE OOPALUECHHMS TPAKIAH MOCTE WX Pa3pelleHHs JOJKHBI ObITh
BO3BpAILEHBI JIOKYMEHTOBEY CO BCEMHM OTHOCHLUMMMCH K HUM MaTepuajamu JUls LEHTPAM30BaHHOIO
yuera ¥ popMupoBatus e, POPMHPOBAHHE W XPAHEHHE /1€l 110 00paLCHUAM TPaK/IaH y UCTIOIHUTEIS
3arnpenaeTcs.

8.2. IlucbMenHbie oOpallleHUs rpaX<JaaH, KOIMHWW OTBETOB HA HHX W JIOKYMEHTbI, CBf3aHHBIE C HX
paspeuIeHHeM, a TAKXKEe JIOKYMEHTBI M0 TMYHOMY MpHEMY rpakaaH GOpMHUPYIOTCS B JIE/Ia B COOTBETCTBUH

C YTBEP)KIACHHON HOMEHKIATYPOH Je.

8.3. B mpouecce dopMupoBaHHs e MPoBepseTcs TaKKe MPaBMILHOCTH OMOPMIIEHHS JOKYMEHTOB
(MoANMcH, JaThl, WHAEKChl, aapecathl). Henoo(popmieHHble WM HENpaBHIbHO OGOpMIEHHbIE

JOKYMEHTEI BO3BpAllalOTCA HCITOJTHHTEIAM Ha nopaﬁoncy.



8.4. ITucbMa M MaTepHasibl M0 YCTHOMY PacCMOTPEHHIO 0OpalLEHHH IPakK/IaH XpaHATCA MATh JIET, Mocie

YEro YHHYTOXKAKTCA.

8.5. lNo ucrTeueHumn YCTAHOBJICHHOIO CpOKa XpaHeHHsd JOKYMEHTOB 10 NpeIoKEeHUAM, 3aABJICHHAM H

anobamM rpakaaH COCTABIAETCA aKT 00 WX YHMUYTOXKEHHM, KOTOPbIA TOAMUCHIBAETCA HJIeHAMH

3KCNEPTHOM KOMHUCCHH M yTBepikiaeTcs pykosoautenem J10O.
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