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1. O0mme noJ1oKeHHS.
1.1. Hacrosmee mnomnoxenune «O paboTe ¢ oOpaiieHUsMH Tpaxnan» (jamee -
[Tonoxxenue) pazpaboTaHo s oOpaiieHus paObOTHUKOB, pOAUTENEH BOCHUTAHHUKOB
MIAOBY JCKB «}Oxnbiii» 1. BeceBosoxkcka, a Takxke TpeTbux Jimil (manee - JJOVY) c
MIPEIOKCHUSIMH, 3asBICHUSIMHU, kKanodamu Kk agmuHuctpauuu JOY mig peanuzanuu
MpaB JUYHOCTU, YKPEIUICHHUS] MAapTHEPCKUX B3aMMOCBSI3EH MEXIy aAMUHHUCTpALUCH U
TpyAoBbIM KosuiekTuBoM JIOVY, poauTensMu BOCHUTAHHUKOB, KAaK CYLIECTBEHHBIM
MCTOYHUK HWHGOpMAIMK, HEOOXOIUMON MpPHU PELICHUH TEKYLUIUX M MEPCHEKTUBHBIX
BorpocoB jaestensHoctd JOVY. SBnsascy oaHoi u3 ¢opm ydactuss paOOTHHUKOB B
yopasieaun JIOY, ykazaHHble OOpallleHHsi NPU3BaHBI CHOCOOCTBOBATH YCHIICHHUIO
KOHTpoJIA 3a festenbHocThio JIOY, 6opb0e ¢ BOJIOKHUTOM, OIOpOKPATU3MOM U APYTUMU
HEJ0CTAaTKAMU B €T0 JAESTEIbHOCTH.
1.2. Nannoe Ilonoxenue paspaboraHo Ha ocHoBaHMHM DenepanbHOTO 3aKOHA OT
02.05.2006 Ne 59-®3 «O mopsinke paccMoTpeHusi oOpamieHuil rpaxaan Poccuiickoit
@enepanun» B coorBerctBuM ¢ Koncturymmenn Poccuiickonn  ®Penepauuu,
HOpMaTUBHBIMU akTamMu Poccuiickoit ®enepauuu, Jlenunrpaackoir obmactu, MO
«BceBomoxkckoro MyHuIUnaasHoro paionay JIO, u mokanpHeIME akTaMu JJOY.
1.3. B nactosmem [lonoxeHnn HCOIB3YIOTCS CAEAYIOMNE MOHATUS U TEPMUHBI:
- «Obpawenus pabomuuxos /[OYy - BeIpaxaloTcs Kak B MUCbMEHHOM, TaK U B yCTHOU
dbopme, Moapa3AENAIOTCS HA WHAUBUAYAIbHBIE M KOJUICKTHBHBIC, MPEACTABISIOTCS B
dbopme npeIoKeHHs, 3asBICHUS U KAJIOObL;
- «llpeonooicenuey — BuUI OOpalleHUs TPaKJaH, HAMPABICHHOTO HAa YIIYYIICHHUE
opranuzauuu aestenbHoctd JIOY B 1eIOM MM €ro CTPYKTYPHBIX IOJpa3JeieHU
(IOMKHOCTHBIX JIML) C LENbI0 PEUIEHUS HACYUIHBIX BOIPOCOB HSKOHOMHYECKOM,
MOJINTUYECKOMN, COLIMATILHO-KYJIBTYPHOU U APYTUX cep KU3HU OOIIECTBA;
- «3asenenue» - oOpallleHUs TPAXKIAH C LENbI0 pealn3alldd WX 3aKOHHBIX IPaB,
cB00O/I, THTEPECOB;
- «Obpawenuey - 3anpoc, NMPEUIOKEHUE, 3asiBJICHUE WM Kallo0a, COCTaBJICHHbIE U
opopmieHHbIE Ha WHGOPMAIIMOHHOM HOcHTese (Kak MpaBWiIo, Ha mucued Oymare) ¢
coOmtofieHueM TpeOOBaHUM, YCTAHOBIEHHBIX IS MOATOTOBKUA JOKyMEHTOB. [Ipu 3TOoM
MUCBMEHHBIE OOpaIIeHHs] TEPEChUIAIOTCS Ha MPEANpPUITHE IO TMOYTEe U UHBIM
TEXHUYECKUM CPEJICTBAM CBS3U JINOO JOCTABIAIOTCS JIMYHO WJIM Yepe3 TPEThUX JIUII, a
YCTHBIE OOpalleHusl ACNAl0TCs 3asBUTEISIMU (YMOJTHOMOYEHHBIMH MMM JIUIIAMU) BO
BpeMs Ipuema.
- «3anpoc (uumepnennayus)» - BUA OOpalleHHs, HAMpPaBISIEMOTO OpPraHOM
roCyJapCTBEHHOTO YNPABIEHUS WA OOIIECTBEHHOW OpraHW3alluy AJis MOJYyYeHHUS OT
JIOY undopmaru mo BOmpocaM, TaK WM WHAYE 3aTPAruBarOIIUM KOMIIETEHIIUIO €T0
JeSITENbHOCTH.
- «Kanobay - Bun odpamieHus rpaxiaaH A1s BOCCTAHOBJICHUS UX (Ipyroro Jidua (JIuil)
3aKOHHBIX TpaB, CBOOOJ M HMHTEPECOB, HAPYIICHHBIX JEHCTBUAMH (Oe3aeiicTBUEM)
TomKHOCTHBIX Jull JIOY;
- «Hnousudyanvnoe obpawenuey - oOpalieHue, CIeIaHHOE OT HWMEHU OJIHOTO
pabotnuka JI0VY.
- «Konnekmusnoe obpawenue» - oOpallleHHe, CACIAHHOE OT MMEHH JBYX U OoJee 2



pabotuukos JI0VY;

- «llucomennoe obpawenue» - OOpalleHHE, COCTaBICHHOE U  O(GOPMIIEHHOE
paboTHHKOM Ha WHGOPMAIMOHHOM HOCHUTeNe (Kak MpaBWJIO, HA TIUcueld Oymare) ¢
coOnroeHreM  TpeOOBaHMIA, YCTAHOBJIEHHBIX JUIi  [OATOTOBKH  IMHCHhMEHHBIX
TOKyMeHTOB. IIncemeHHBIE oOpamienus mnepecbuiatoress B JIOY mo modtre W WHBIM
TEXHUYECKUM CPEACTBAM CBSI3U JIMOO JOCTABISAIOTCS TpakKJaHAMU JIMYHO WIM 4Yepes
TPETHUX JIUL;

- «llosmopnoe obpawenuey - oOpailleHre, MOCTYNUBIIIEE OT OJHOTO U TOTO K€ aBTOpa
10 OHOMY M TOMY € BOMPOCY, €CJIM CO BPEMEHHU IM0Jauu MEePBOro 0OpaIIeHUs] UCTEK
YCTAHOBJICHHBI  3aKOHOJATEICTBOM CPOK PACCMOTPEHUSI WM 3asBUTEIb HE
yIOBJETBOPEH MOJy4YeHHBbIM OTBEeTOM. IluchbmeHHbIE OOpalieHus OJHOTO U TOTO Ke
ouna (KOJIJIEKTHBA) MO OJHOMY M TOMY € BOIPOCY, HallpaBi€HHbIE Pa3Iu4YHbIM
agpecaTaM M IIOCTYIMBIIME B TEUEHHE MecsAlld, HE CUMUTAKOTCA MOBTOPHBIMU U
YUMTBIBAIOTCS MOJ] PETUCTPALMOHHBIM HOMEPOM MEPBOrO 0OpaICHMUS;

- «Ycemuoe obpawenue pabomnurxa /JOY» - oOpaiueHue, J0BEICHHOE PaOOTHUKOM
JUYHO WIM Yepe3 TPETbUX JIMI [0 CBEAEHUSA IIOJHOMOYHOIO IIPEACTABUTEIS
anmuauctpauun JIOY B xoxe mnpuema. Mudopmamms, copepxamiasicsi B YCTHOM
oOpameHnn, J0JDKHA OBITh 3auKkcHpoBaHa Ha WH(POPMAITMOHHOM HOCHTEIE C
coOmoieHneM  TpeOOBaHMM, YCTAHOBJICHHBIX IS  MOJATOTOBKH  MHUCHbMEHHBIX
JIOKYMEHTOB.

14. JOY paccMarpuBaroTCsl TMCBMEHHBIE OOpalleHds TpaxaaH, a TakkKe
MUCBMEHHBIE M YCTHBIE OOpamieHusi paOOTHUKOB IO BOMPOCaM, OTHOCSIIMMCS K
komrerenuuu JIOY, B mopsjake, NpeayCMOTPEHHOM 3aKOHOJATeNnbcTBOM Poccuiickoi

denepanum.
1.5. PaccmoTpenue oOpaieHuii pabOTHUKOB MPOM3BOAUTCS 3aBeayromuM JIOY umu -
M0 €ro TMOPYYCHHIO - HWHBIM YIOJHOMOYEHHBIM JOJDKHOCTHBIM Juiom JIOVY.

HenocpencrBennoe  BemeHue  paboTel ¢ oOpamieHUsIMH  paOOTHHUKOB, €€
OpraHu3allMOHHOE M JOKyMEHTallMOHHOe  olecreueHue OCYUIECTBIISIIOTCS
nenonpousBoautenem JJOVY.

1.6. Hacrosiee monoxeHne NpUHUMAETCSA Ha HEOpeIeJICHHBIN CpoK. Bece mamMenenus
U JOTOJHEHUsT K HacTosimeMy [lonoeHuIo yTBEpkKIArOTCS MPUKA30M 3aBEIYIOIIETO
JAOY B HoBoM pemakuuu. C MOMEHTa BBEICHHUS B JICMCTBHE HOBOW peAakKiuu
[TonoxeHnust mpeapIAyIas peaakiys MpeKpaniacT CBoe IeHCTBUE.

2. Opranu3anusi padoThl ¢ MUCbMEHHBIMH 00pallleHUSIMU TPAKIAH
2.1. Tlpuem u nepBuyuHas 06pabOTKa MUCHbMEHHBIX OOpAIICHH.

2.1.1. [lopsiok npuema 1 MepBUYHON 00pabOTKH MUChMEHHBIX oOpatieHuii. Bee
MpHCIIaHHbIe 0 TTouTe B aapec JJOY nmuceMeHHbIe o0paiieHus rpakaaH (B TOM YUCIIe
TEJIErPaMMBbl), a TAKKe TOKYMEHTBI, CBI3aHHBIE C UX PACCMOTPEHUEM, MTOCTYNAIOT B
cyx0y 1OV, mocie yero onepatuBHO (B TEYCHHUE CYTOK) MEPEIAIOTCS aIMUHUCTPALINH
JIOVY. C 3T0# Lenbio AeIONPOU3BOAUTEND YUACTBYET B IPEABAPUTEIHLHOM
PacCMOTPEHUH MMOCTYNUBILIEW KOPPECTIOHAEHIIMA BMECTE ¢ coTpyaHuKamu JJOY.
N3bsiTHEe MUCbMEHHBIX O0pallleHui IpakJaH U3 COCTaBa KOPPECIOHICHUIUHN IS
nepenaun 3apenytomemy JIOY npousBoautcs aenonpousBoaurenem. [lpu npueme



JOKYMEHTOB IIPOU3BOAUTCS IPOBEPKA:
- IPaBWJIBHOCTHU aJPECOBAHNUS;

IPaBHJILHOCTH O(POPMIICHUS U IOCTABKHU;

LEJIOCTHOCTH YIIaKOBKHU;

HaJINYUS BIIOKCHUM.

2.1.2. KoHBepT NHCHMEHHOrO OOpaIeHUs] MOJKAJIbIBACTCA K OOpaIieHHIO.
Ommb04YHO MOCTyNUBIIKE (HE MO aJpecy) MUCbMEHHbIE O0pallleHusl BO3BPAILIAlOTCs Ha
MouTy B YCTaHOBJIEHHOM mopsjake. Ha mnucbmeHHble oOpalieHus, MOCTYNHBIIHE C
JNEHEKHBIMU  KYIIOpaMH (KpoMe HU3BATHIX M3 OOpallleHus), LEHHbIMU Oymaramu
(oOnuranusaMu, akuusAMH A T. 1.), UEHHBIMH MOJapKamMH, COCTAaBJSETCS aKT B JIBYX
sk3emiusipax. OJOuH 3K3eMIUIIp akTa XxpaHurcs y 3aBegyromero JIOY, Bropoi
npUOOIIAETCs K MOCTYMUBIIEMY 00paIlleHuIo.

2.1.3. TloctynuBmre B NHCbMEHHBIX OOpalIeHUs X JOKYMEHTHI (macropra,
BOCHHbIE OWJIETHI, TPYAOBbIE KHUXXKH, IIEHCHOHHBIE YIOCTOBEPEHHUS U JIpyrHue
INPWIOKEHUS TOJJOOHOT0 pO/a) MOAKAIBIBAIOTCS BIIEPEIU JIUCTA C TEKCTOM OOpallleHHUs.
[Ipy HEOOXOAMMOCTH C HMX CHMMAIOTCS KOMHUU. JI€HbIrM WU MOJUIMHHBIE JOKYMEHTHI,
MOCTYIMBIIIKE BMECTE C MUCbMEHHBIM OOpAIlEHHWEM, BO3BPAIIAIOTCS OOpATUBIIEMYCS
MOYTOBBIM MEPEBOOM (3aKa3HBIM MHUCHMOM), IPU 3TOM MOYTOBBIE PACXObI OTHOCSITCS
Ha cYeT 3asBUTENA. B ciydyae eciu oOpaTUBLIMIKCA MPUCTAT KOHBEPT C HAKICCHHBIMU
Ha HETO 3HaKaMM MOYTOBOM OIUIATHI M HAAMHCAHHBIM aJPECOM, STOT KOHBEPT MOKET
OBITH MCIIOJI30BAH JJIsl HAINpaBJiICHUS €My OTBeTa. YHUCThIe KOHBEPTHI C HAKICCHHBIMU
3HaKaMU MTOYTOBOM OIJIAThl BO3BPAILAIOTCS OOPATUBIIEMYCS 3aKa3HBIM MTUCHEMOM.

2.14. B cnyuae OTCYTCTBUSI TEKCTa MHUChbMa COCTaBISIETCS aKT B JBYX
sk3emIusipax. OIMH 3K3EMIUISIp aKTa XpaHUTCS B cekperapuare 3aBenyromiero OV,
BTOPOI MPHOOIIAETCS K NOCTYIUBLIEMY OOpaIEHUIO.

[Ipuem nucbMEHHBIX 00pallleHU HEMOCPEICTBEHHO OT rpak/laH MPOU3BOJUTCS B
npueMHoil 3aBenyromero JIOY. He mpuHuMaroTcs K pacCMOTPEHHIO OOpalleHUs, HE
colleprKaliye MoAnvucu oOpartuBiierocss u (wid) azapeca s oTBeta. [lo mpockOe
oOpaTuBIIErocs €My JCJIONPOM3BOJIUTEIEM BBIIACTCA PACIUCKA YCTAaHOBJICHHOU
dbopMBl ¢ yKazaHMEeM JaThl MpUeMa OOpalleHHs, KOJIMYEeCTBa MPHUHITHIX JUCTOB U
coobmaercst TeneoH I CIPaBOK MO oOpamieHusM rpaxkmaad. Hukakux oTMETOK Ha
KOMHUAX WA BTOPBIX JK3EMIUISpaxX MPUHATHIX OOpaIICHHM IeIONpPOU3BOAUTEIIEM HE
JieJiaeTcsl.

OOparenusi, noctynusime Ha uMs 3aBenytomiero JIOY ¢ nometkoit "Jlnano", He
BCKPBIBAIOTCS U MEPEAAIOTCS aJpecary.

OOpaitieHust 1 OTBETHI O Pe3yJIbTaTax PacCCMOTPEHHUs OOpallleHU, MOCTYUBIINE
Ha MpEeANpUATHE MO (PAKCy WM JIEKTPOHHOU MOYTE, IPUHUMAIOTCS U PETUCTPUPYIOTCS
JIEJIONIPOU3BOAUTENIEM C YKa3aHUEM (POPMBI MOCTYTICHUS.

2.2. Peructpanus micbMEHHBIX OOpaIIeHui.

2.2.1. PaccmoTtpenue, a TaKKe nepenaya Ha UCIIOJIHEHUE
HE3aperUCTPUPOBAHHBIX MUCHMEHHBIX oOpalieHuii He nomyckatorcs. [locTynuBiive B
JIOY oOpaimienusi perucTpupyroTcs, s Yero B MPaBOM HIDKHEM YIIIy TIEpBOU
CTPaHMIIBI TUCHhMA MTPOCTABIIACTCA JJaTa MOCTYTUICHHUS.



2.2.2. IlucbmMeHHOMY  OOpaIlleHUIO  TPUCBAMBACTCS  BXOIAIIMNA  HOMED,
IPOCTABIJISIEMbII B B pEruCTpallMOHHOM kypHaie. [Ipu peructpanmu:

UHIUBUIyaIbHOMY U KOJUJIEKTUBHOMY MUCBMEHHOMY OOpAIllEHUIO MPUCBAUBACTCS
PEruCTPalMOHHBIA HOMEP, COCTOSIIINNA TOJIBKO U3 MOPSIAKOBOrO HoMepa (Hanmpumep 15);
- PErucTpalMoOHHBIA HOMEP BHOCUTCS B Ipady perucTpalioHHOrO KypHaia;

- baMuiMss M UHUIMAIBL  3asBUTENS (B HMMEHHUTEIHLHOM TAJEXKE) BHOCITCS B
PErUCTPAllMOHHBIM  KypHalI. {1  KOMJIEKTHBHBIX  OOpallleHuH  yKa3bIBaeTCs
HAaUMEHOBaHHE OOIIECTBEHHOTO OOBEAMHEHHUS, OT HMEHH KOTOPOTO HampaBJIEHO
COOTBETCTBYIOILIEE OOpaLICHHE;

- aJpec 3adBUTENII B TOYHOM COOTBETCTBHUM C JAHHBIMHU, YKAa3aHHBIMH B TEKCTE
NUCHbMEHHOTO oOpaiieHust (Ha KOHBEpPTE), BHOCUTCS B Ipady perucTparioHHOTO
xypHana. Ecnu nmuceMo moanucaHo AByMmst W Oosiee aBTOpaMH, TO PETUCTPUPYETCS
aBTOp, B aJpec KOTOPOIo IMpOCAT HampaBuTh OTBeT. OOLIEe YMCIO aBTOPOB B 3TOM
CJIyyae yKa3bIBaeTCsl B aHHOTALIMK K MMCbMEHHOMY OOpalleHUIO;

- croco0 JOCTaBKM IHUCBMEHHOIO OOpalieHusi - OOBIYHOE WJIM 3aKa3HOE IHUCHMO;
TeJIerpaMMa; MUChMO, JOCTABJICHHOE JIMYHO, - BHOCUTCS B rpady pEerucTpallioOHHOTO
KypHana;

- eclM TmHChbMEHHOe oOpamenue mnepeciaano B JOVY wu3 apyroil opranusanum,
yupexaeHus, To B rpade («IIpumeuanue») perucTpallioOHHOTO KypHalla yKa3bIBA€TCA,
OTKyJla HWMEHHO OHO TMOCTYyIWIO, TPOCTABISIIOTCA JaTa W HUCXOIAIIUNA HOMEp
COMPOBOAUTEIHLHOTO MTUCHMA.

2.2.3. Ha 3apeructpupoBaHHOe MHCbMEHHOE OOpaieHue corpyanukom JJOVY,
COCTaBIISIETCSl aHHOTALUsA. AHHOTAIUS JIOJDKHA OBITh YETKOW, KPATKOW, B TOYHOCTH
OTpaXkaThb COJAEpP’KAHUE BCEX BOIPOCOB, MOCTABJIECHHBIX B MUCBMEHHOM OOpalleHuu, U
000CHOBBIBATh a/IPECHOCTH HAMpaBICHHs OOpallleHHs] Ha pAaCCMOTPEHHUE 3aBEIYIOIIErO
JOYVY. Kpome TOro, B aHHOTALIUU OTPAKAIOTCSL:

- HE0OXOIUMOCTh B MTH(POPMUPOBAHUU O PE3yJIbTaTaX PACCMOTPEHUS MMCbMEHHOTO
oOparlieHust opraHa, 1Mo pereHruIo KOTOporo oOpaiieHrue HampaBiIeHO Ha PaCCMOTPEHHE
JOVY (mns oOpaiieHuii, MOCTYNUBIIUX HAa TMPEANPUITHE W3 OPraHOB YIIPABJICHHS,
OpPTaHOB MCTIOJHUTEIBHON BIACTH H T. 11.);

- CBEJICHUS O COIMAJILHOM TOJIOKEHUU OOpaTHBIIETOCSA, B TOM YHCIE O JIbIOTax,
YCTaHOBJICHHBIX B OTHOIIICEHUU OOPATUBIIETOCS 3aKOHOIATENHCTBOM PD;

- CBEJICHHUSA O TOM, SIBJISICTCSI JIM TUCAMEHHOE 0OpaIrieHrue MOBTOPHBIM. J1JIs1 TOBTOPHBIX
MUCBMEHHBIX ~ OOpallleHui  yKa3bIBAIOTCA JaTa M PETUCTPAIMOHHBIA  HOMEp
IPEIBITYIIEro OOpaIeHHs.

2.3. Hanpapnenue mucbMEHHOTO 0OpaIieHus: Ha pacCCMOTPEHHE.

2.3.1. Tlocne cocraBiaeHHS KpaTKOW aHHOTAIMM MHUChMEHHBIC OOpAaIICHHUSI
(BMecTe C aHHOTaUMEeW) TNepenalTcsl JEJIONPOU3BOJUTEIEM Ha PacCMOTPEHHUE
3aBenyroniero JJOVY.

2.3.2. B cmyudae ecnu BONpOC, MOCTABJICHHBI B MUCbMEHHOM OOpAaIlleHUH, He
HaxoauTcs B kommereHuuu JIOY, oOpaiieHre cruchiBaeTcs B Jei0 (C TOMEIIEHUEM
KOMMU OOpalieHusi U KOHTPOJBHOTO 3K3EMIUIIpa COIMPOBOJIUTEIHHOTO MHUCHMA) C
yBEJIOMJICHHEM 00 3TOM OOpaTHBIIErocs TpakJaHWHA U B TEUCHHUE MATH JIHEU



NEPECHIIAETCS MO NPUHAMIEKHOCTU B OpraH, B KOMIETEHLMH KOTOPOIO HAaXOJUTCS
naHHbld Bompoc. IluceMeHHble oOOpalleHus, MpUCIaHHbIE HAa MNPEANpPUITHE HE IO
NPUHAIEKHOCTU U3 IPYTUX OPraHOB, BO3BPALIAIOTCS B COOTBETCTBYIOIINI OPTaH.

B pe3ontonuun yka3plBalOTCs: MUMEHOBAHUE CTPYKTYPHOIO MOAPA3IECICHUS
(pamunus 1 MUHULIMATIBI TOJKHOCTHOTO JIMIA), KOTOPOMY MOPYYaeTCs UCTIOTHEHHE
JIOKYMEHTA;

- JJAKOHUYHO c(HOpMYJIHMPOBAHHOE MOPYUECHHE, MPEANUCHIBAIOIICE ICHCTBUE, TOPSIOK U
CPOK HCTIOJTHEHUS JOKYMEHTA;

- moanuck 3aBeaytromiero JIOVY (¢ pacmmdpoBKoi 1 gaToM);

- CCBhUIKA Ha PErUCTPALIMOHHBIN HOMEp MpUIaraeMoro ooparieHusl.

Pesomronust oopmisiercss Ha CBOOOJAHOM OT TEKCTa y4acTKe IMEPBOTO JIMCTa
NUCHbMEHHOTO oOOpalleHusi, Kak MpaBuio, B BepxHed ero wyactu. Jlomyckaercs
odopMIIeHUE PE30JTIONNIA Ha OTACTHLHOM JICTE (OJ1aHKe).

Pe3onmonss Ha MNHUCbMEHHOM OOpAaIleHUM PErUCTPUPYETCS YCTaHOBJICHHBIM
HOPAJIKOM, IOCJE 4ero oOpallleHHe He3aMEJIUTEIbHO MEePENacTCs Ha HCIIOIHEHHE B
CTPYKTYpHOE nojpasjaeneHue (1oskHoctHoMy juiy) OV, yka3aHHOE B PE30TIOLUH.
2.4. Paccmotpenue oOparieHuit CTPYKTYpPHBIMH NOAPA3ACICHUSIMHU
(IOJKHOCTHBIMHM JTUIIAMU ).

2.4.1. TluceMeHnHble oOpamieHus, paccMOoTpeHHble 3aBenywommm JOY wu
cozepKalIrecs: B PE30JIIONUHN MOPYUYCHUS, MOAJIEHKAT HUCIIOTHEHHIO OTBETCTBEHHBIMU
UCTIOJIHUTEISIMA -  COOTBETCTBYIOUIUMHU  CTPYKTYPHBIMH  TOJApa3AelICHUSIMU
(TOMKHOCTHBIMHM JIMIIAMU) - B TeueHUe He O6omee 30 mHe co qus peructpanuu ux JJOVY.

2.4.2. OTBETCTBEHHBIN UCTIOJHUTEIH BIPABE:

- JlaBaTh MOPYYEHHUS B CBSI3M C HCIOJHEHHEM JOKYMEHTAa APYIMM HCIOJIHUTENSM,
yKa3aHHBIM B PE30JIIOLUY;

- MPUTJIACUTH 3asIBUTEINS IS JIMYHOM Oecelbl;

- 3ampalmuBaTh B YCTAHOBJIEHHOM TMOPSJIKE JOINOJHUTEIbHbIE MaTepHalibl U
OOBSICHEHHSI Y 3aBUTEIISI U UHBIX IOPUIUIECKUX U (PU3NIECKUX JIHIL;

- B TEYCHHE CYTOK C MOMEHTa TIOJYYCHHs] BO3BPATUTH JIEJIOMPOU3BOIUTEIIO
MUCBMEHHOE OOpallieHue C Ppe30NIoNued, eciad, IO €ro MHEHHIO, pa3pelieHue
MOJHATOTO B OOpaIlleHWH BOMPOCAa HAXOAUTCA HE B €ro KOMIETeHIMUu. MHeHue
U3JlaraeTcsl B CIIy)KEOHOHM 3amucKe ¢ COOTBETCTBYIOUIMM OOOCHOBaHWEM. Permienue o
JaJTbHEWIIEM HCTIOJHEHUH IOKYMEHTa B 3TOM CiIy4yae MpuHUMaeT 3apeayrommii JI0Y.

2.4.3. TlpuBnedyeHne K pacCMOTPEHHUIO OOpaIlICHUs MEPEBOIYUKOB, IKCIIEPTOB
Y TIOPSAJIOK OIUIATHI UX YCIIYT coriacyercs ¢ 3aBeayromum JOY.

2.4.4. TluceMeHHbIE OOpAaIICHHUs, COJEPI)KAIINE BBIPAXKEHUS, OCKOPOJISIONINE
YEeCTh U JIOCTOMHCTBO APYTHX JIMIL, HE pACCMAaTPUBAIOTCS, O YEM 3asBUTEIb MHUCbMEHHO
YBEJOMIIETCS 4epe3 JeJIONpou3BoauTeNsd. B HE0OXOAMMBIX CilydasX Takhe MUChbMa
HAIPAaBJISIIOTCS B TPAaBOOXPAHUTENbHBIE OPTaHBbI.

2.4.5. TlucemenHble oOpaimieHds ©O€3 TOJIUCH, COJACpIKAIIUe KOHKPETHBIE
BOIPOCHI, HAMPABJISIOTCS JUIsI CBEICHHUS IO BEIOMCTBEHHOM NPHUHAIJIC)KHOCTH U
criuceIBatoTcs B Jeno. [luchbma 6e3 moanmucH, B KOTOPBIX COACPKHUTCS MHQPOpMAIUsS O
COBEPIIICHHOM WJIM TOTOBAIIEMCS TMPECTYIUICHWH, HAMpPaBJISAIOTCA 7S TMPOBEPKU B



IPaBOOXPAHUTEIbHBIEC OPTAHBI.

Ha nucbmenHble oOparienus, o CyTH, He SBJSIONINECs 3asBICHUsIMU, jKallo0aMu
WIA TPEeJIOKEHUSMH, WIH TPOchObl (B TOM 4HCIE CTaHAAPTHBIE MO3paBICHMUS,
co00JIe3HOBaHUS, a TaKXKe MUChbMa, Npucianubie B aapec 1OV musa cenenus, u T. 1.),
OTBETHI, KaK MPaBUIIO, HE JAIOTCA.

2.4.6. B ciyyae eciy NUCbMEHHOE OOpaIIEHUE OJTHOTO U TOTO XK€ JIMIA (TPYIIIIbI
JIMI]) ¥ TIO TEM K€ OCHOBAaHHUSAM OBbLIO paHEe PACCMOTPEHO U BO BHOBb IMOCTYMHBIIIEM OT
TOTO e Jjula (TPyNIbl JUI) OOpalleHUH OTCYTCTBYIOT OCHOBAaHMS JJIs MEPEecCMOTpa
paHee TPHUHATHIX peuleHud, 3aBeayromuid JIOY BhpaBe mNpuHATH pelieHHe 00
OCTaBJICHMM OOpaileHusi 0e3 pacCMOTpPEHUsi MO CYIIECTBY, YBEAOMHUB 00 3TOM
oOpartuBILIErocsi B IUCbMEHHOH (opMme.

2.4.7. B ciydae eciv MUCbMEHHOE OOpaIlieHUE OJTHOTO U TOTO e JIUIA (TPYIIITbI
JIMI]) ¥ 1O TEM € OCHOBAHUSIM, UTO U B OOpAILlEHUH, HAXOAUTCS B IPOU3BOJICTBE Cy/ia
WIA MaTepuaibl, HEOOXOAMMbIE [UIsi TPUHATUS pEHIeHHs W OTBETa 3asBUTEINIO,
paccMaTpHuBaroTCs B CyJle, paccMOoTpeHue oOpanienus 3aBenyomum 10V moxer ObITh
OTJIO)KEHO JI0 BCTYIUIEHMS B 3aKOHHYIO CWJIy pELIEHUs cyJa, O 4eM OOpaTUBILIUICSA
TaK)Ke YBEJOMIIIETCS MMMCbMEHHO.

2.4.8. B cmydae ecau 1o BOIIPOCY, COAepKaIeMycsl B MICbMEHHOM OOpaIleHUH,
MMEETCS BCTYMHBIIEE B 3aKOHHYIO CHIIy cyaeOHoe pemeHue, 3aBenyrommii JJOY
BIIpaBe MPUHSATH PellIeHrne 00 OcTaBIeHUU oOpalieHus 6€3 pacCMOTPEHHS IO CYIIECTBY,
yBEJOMHB 00 3TOM 0OpaTHBIIETOCsS B MUCbMEHHOU (popme.

2.4.9. B ciyyae ecnu npu pacCMOTPEHUU MUCbMEHHOTO OOpaIlleHUs, TOJaHHOTO
B MHTEpECax TPETbUX JIMII, BBISICHWIOCH, YTO OHU MHUCbMEHHO BO3Pa)KalOT MPOTUB €ro
paccMoTpenus, 3aseayromuid JJOY BrnpaBe nmpekpaTuTh pacCMOTPEHUE OOpallleHUs, O
yeM 0OpaTUBIIUKCS TaKKe YBEIOMIISIETCS MMChMEHHO.

2.5. B cnyuasx, TpeOyrommx nAis pa3pelieHdss BOMPOCOB, TOCTaBICHHBIX B
NUCbMEHHOM OOpallleHWH, MPOBEJACHUS CHEIUAIbHONW NPOBEPKHU, HUCTPeOOBaHUS
JOTIOJTHUTENbHBIX MaTepUalioB, MNPUHATHUS JPYTUX MEpP, CPOKHM PACCMOTPEHHS IO
pemiennro, 3apeaytonmm JJOY MoryT ObITh POAJSICHBI, HO HE O0JIee YeM Ha OJIMH MECHII
¢ coobOmeHrneM 00 3TOM o0paTUBIIEMYCS 1 000CHOBaHUEM HEOOXOAMMOCTH TPOJICHHS
CPOKOB.  YBEIOMJICHHE O TPOJICHUHM CpPOKa  PAacCMOTPEHUS  OOpaleHus
(MpoMEXYTOUYHBIA OTBET) 3a0JIarOBPEMEHHO HarpasisieTcss oOpaTtuBiiemycs. Ecmu
KOHTPOJIb 32 paccMOTpeHrneM OOpaIIeHHs YCTAaHOBJICH BBIIICCTOSIIICH
opraHu3anuei, TO OTBETCTBEHHBIM HWCIONHUTENh 00s3aH  3a0JIarOBPEMEHHO
COTrJIacoBaTh C HEW MPOJJIEHUE CPOKA PACCMOTPEHUS 0OpaIeHUS.

3. TpeboBaHus K 0opMIIeHHIO OTBETA HA MUCbMEHHOE O0palleHue.
3.1. OrtBetsl Ha oOpalleHus noanuchBatoT 3apenytomuii IOY u, B 3aBUucUMoOCTH
OT CyIlIeCTBa 3aTPOHYTOTO B 0OpaIeHUH BOMPOCA, MPEACTABUTENb
aIMUHHUCTPALIMM  COOTBETCTBYIOILIETO CTPYKTYpHOTO noApazaenenus JOVY.
OTBeThI, B COACPKAHUHN KOTOPBIX MUMEIOTCA CCHUIKM Ha HOPMATHUBHO-IPABOBBIE AKTHI,
Bm3upytorcsa topuctoM JIOY. Kpome Toro, oTBeT B 0053aT€IBHOM TOPSAKE JOJKEH
coziepKaTh HEOOXOUMBbIE CBEICHHSI O €r0 UCTIOJHUTENE ((PaMUIINIO U MHULIAATIBI).



3.2. Tekct oTBeTa JOJDKEH U3JAratbCsi 4YeTKO, IOCJEN0BATENbHO, KpaTKo,
UCUEPIBIBAIONIE M JaBaThb OTBET HA BCE IIOCTABJIECHHBbIE B IHUCHhME BOIPOCHI IO
cymecTBy. [lpu moarBepkaeHUN (PaKTOB, W3JOKEHHBIX B KajoOe, B OTBETE CIEAyeT
yKa3bIBaTh, KAKUE MEPBI MIPUHSITH K BUHOBHBIM JOJKHOCTHBIM JIUIIAM.

3.3. Ilpu HampaBieHHWU OTBETA B BBIIIECTOALIYI0 OPTaHU3AIMUIO JOJDKHO OBITH YETKO
yKa3aHO O TOM, 4YTO OOpaTUBIIWICS B TOW Wid UHOW (opme mpoumH(OpPMHUPOBAH O
pe3yJibTaTax pPacCMOTPEHHsI CBOEro oOpamieHust (M1 KOJUICKTUBHBIX OOpaIeHuin
yKa3bIBa€TCs, KOMy UMEHHO M3 aBTOPOB JaH OTBET).

3.4. B oTaenbHBIX cioydyasx OTBET MOXXET BBICBUIATHCA B (popme IOKyMeHTa (KOIHH,
BBIIUCKA U3 JOKYMEHTa), B TMOJIYYEHHHU KOTOPOTO HYXKAAeTCI OOpaTUBIIUMUCS.
[TonoOHbIe NOKyMEHTHI B 00s3aTE€IHLHOM MOPSAIKE CHAOXKAIOTCS COMPOBOJIUTENILHBIM
NUCHbMOM, COJIEpKaIllUM CCBhUIKY Ha mnocrynuBiuee B azapec OV mnucbMeHHoe
oOparieHue (ero 1aTy U HOMeED).

[TpunoxxeHHble K TUCBMEHHOMY OOpAIICHUI0 MOAJMHHHUKU JIOKYMEHTOB
ocratorcs B aenax IOV, eciu B nucbMe He coAep:kuTcs mpockda 00 ux Bo3Bpare. B
MOCJIEAHEM ClIy4yae C MOJIMHHUKOB JOKYMEHTOB CHHUMAIOTCS KONHH, KOTOpBIE U
MOMEIIAIOTCS B JIEJIO BMECTE C KOHTPOJIBHBIM IK3EMIUISIPOM OTBETA.

3.5. [Ilpy momemieHUH MaTepuajIoB MO MUCBMEHHOMY OOpalleHHI0 B JIEJO
OTBETCTBEHHBIN HCIIOIHUTENb YKA3bIBAET UCXOISAIINI HOMEP U AAaTy OTIPABKU OTBETA
B a/ipec 0OpaTUBIIETOCS, CBOKO (DaMUIINIO, HHUITHAJIBI, TEIC(OH, ITOCIIE YeTO 3aBepseT
NEPEUNCIICHHbIE CBEICHUsA JUYHOM moanuchio. KoHTponb 3a MpaBUIIBHOCTHIO
CIIUCAHUSl MHUCbMEHHOT0 OOpallleHus M MaTepUajioB MO €r0 PAacCMOTPEHUIO B JIEJO
ocyiecTBisieT 3apeayromuii JJOY.
3.6. OTBeT Ha MHCbMEHHOE OOpalleHue, Kak mpaBwio, odopmisiercs Ha OnaHkax
JOY ycraHoBieHHONW (OpPMBI C COOJIOJIGHUEM TPABUI, TMPEIBIBISIEMbIX K
0(OPMIICHUIO TOKYMEHTOB.

OTBeTaM Ha MUCHbMEHHBIE OOpPAILEHUs TPUCBAUBAETCS UCXOAIIUN HOMED.
OTtnpaBieHre 0TBETOB O€3 perucTpalii He JOIyCKaeTCsl.
3.7. TloanmuHHUKH MUCHMEHHBIX oOpalieHuii, moctynusinue B aapec JJOY u3 mpyrux
NpeANpUATHN (OpTaHU3alNKA, YUPEKIACHU), BO3BPAMIAIOTCSA TONBKO MPHU HATHYUH
COOTBETCTBYIOIIIETO YKa3aHUSI B COMPOBOAUTEIHLHOM MTUCHME.
3.8. Ecnu mo mucbkMeHHOMY OOpAIleHUIO TaeTCs MPOMEKYTOUHBIA OTBET, TO B TEKCTE
OTBETa YKa3bIBACTCSI CPOK OKOHYATEIHHOTO pa3pelieHus Bompoca. B crydasx,
TpeOYIOMUX NJIsl pa3pelieHusi BOMPOCOB, MOCTABICHHBIX B MTUCHbMEHHOM OOpaIlleHunH,
MPOBEICHUS CHEUANIbHONW MPOBEPKU, UCTPEOOBAHUS JOTIOIHUTENBHBIX MaTEPHUAJIOB,
MIPUHATHS IPYTUX MEP, CPOKH PACCMOTPEHUS 110 perieHuto 3aseayromero J10Y moryr
ObITh TMPOAJICHBI, HO HE OOJee YeM Ha OJUH Mecsl C COooOlIeHueM 00 3TOM
oOpaTuBLIEMYCSl 1 000CHOBAaHUEM HEOOXOAMMOCTHU MPOJIEHHS CPOKOB.

Tao0muma 1

[IpumepHbIE CPOKH MOATOTOBKUA OTBETOB



Ne  |HammeHoBaHu€e BUAA TOKYMEHTA Cpoku OTBETCTBEHHBIN
ILII. HCIIOJIHCHUS HCIIOJIHUTEIb
1. (Cpo4Hble JOKYMEHTBI 3 1HS cO aHA B cootBeTcTBUM C
MOJTy4YEHUS JIOJDKHOCTHBIMU
WHCTPYKIHUSAMU
2. OO6partenus oe3 ykazanusi 30 gHel co aHs B cooTBeTcTBHM C
KOHKPETHOM JaThl UCIIOTHEHUS MOJTYyYEHUS JIOJDKHOCTHBIMUA
WHCTPYKIHUSAMU

3.9. B HeoOXoIMMBIX clydasix OTBETCTBEHHBIH HCIIOJHUTENb MOXET COCTaBHUTH
COpPaBKy O pe3yjibTarax pacCMOTPEHHs] MHUCbMEHHOro oOpalleHus (Hampumep, B
Cllydasix, €Clii OTBET oOpaTuBIIeMycsi ObU1 AaH N0 TenedoHy WM TpPU JIMYHOU
Oecene, MMOO ecIM IPHU PACCMOTPEHHM OOpaIeHHs] BO3HUKIM OOCTOATEIHCTBA, HE
OTpPaXEHHBIE B OTBETE, HO CYIIECTBEHHBIE /ISl PACCMOTPEHUS JIENA).

4. KoHTpOJIb 32 paccMOTpPeHHEeM MUCbMEHHbIX 00paleHn .
4.1. Ha KOHTpOJIb CTaBATCS MHCbMEHHBIE OOpalIeHUs, B KOTOPHIX COOOIIAETCs O
KOHKPETHBIX HapyLIEHUAX 3aKOHHBIX MpaB, CBOOOJ] M MHTEPECOB OOpATHBIIUXCS, a
TaKXke oOpalleHHs 10 BOIIpOcaM, MMEIOIUM OoJiblIoe 00IecTBeHHOe 3HaueHue. Ha
KOHTPOJIb TaKX€e CTaBATCS BCE MOBTOPHbIE 0OpalleHus, noctynusmue B aapec JOVY,
TpeOyrolue OTBeTa.
4.2. Ha 0coOblii KOHTpPOJb CTaBATCS NHMCbMEHHbIE OOpAallEeHUs, yBEIOMIIEHHE 00
OTBETE HAa KOTOPBIE JOJKHO ObITh HAIIPABJICHO B BHICILINE OpraHbl YIIPaBICHUs (OpTraHbl
UCIIOJHUTEIBbHOW BJIACTH), a Takxke oOpaiueHus, nepecianHsle B JJOY yka3zaHHbIMU
OpraHaMH U COJEpIKaIlKe B COIPOBOAUTEIBHBIX TOKYMEHTaX MOMETKH «CpOUHO».
4.3. PemieHne 0 NOCTaHOBKE IMUCHMEHHOTO OOpallleHUsi Ha KOHTPOJIb INPUHHUMAET
sageayrommii  JIOY. HenocpencTBeHHBIM KOHTPOJIb 32 COOJIOJIGHHEM CPOKOB
paccMOTPEHHs MMCbMEHHBIX 00palIEHUI OCYIIECTBIISAET AEI0PON3BOJUTED.
4.4. TlpomyieHue cpoka HCHOJHEHUS HHCbMEHHOIO OOpalleHus, a TakkKe BCE €ro
JBWKEHUE (ero nepeaaya OT UCHIOTHUTENS K UCIIOTHUTENI0) OTMEYAIOTCsl Ha KApTOUYKE C
yKazaHueM ¢paMWIni U 1aT nepeaayu.
4.5. lcnonHeHre NUCBMEHHBIX OOpallleHUH CHUMAEeTCsi C KOHTpPOJII B Cllydae
NOJyYEHUs] JOKYMEHTAJIbHOIO IOATBEPKACHUS OTIPABKUA OTBETa OOpATHBILIEMYCS.
OOparienns rpaxzaaH, Ha KOTOPbIE JAIOTCSA MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCS J10 3aBEPIIEHUS MIEPENUCKH 110 BONPOCY, 3aTPOHYTOMY B OOpAILLEHUH.
4.6. CpeneHus 0 KOJMYECTBEHHOM M KaYECTBEHHOM COCTaBE MUCHhbMEHHBIX OOpaIeHnH,
noctynusmux B aapec J{OY, exemecsuyHo ToKIaabIBaOTCs 3aBeaytonuii JJOY.
4.7. Cotpyannuku IOV, nomyuieHHsle K paboTe ¢ MUCbMEHHBIMU OOpallleHUsIMU, HECYT
OTBETCTBEHHOCTb 3a COXPAHHOCTh HAXOIIMXCS y HHUX MAaTepHalioB MO BOIpOcam
oOpamenuii. CBenmeHusi, coepxamiydecss B  OOpalleHMSIX TpaxIaH, MOTYT
UCTIOJIb30BaThCSl TOJBKO B CHYXKEOHBIX MLENsIX M B IMpelenax IMOJHOMOYHIA
OTBETCTBEHHOI'0  HCIOJHUTENSA. 3alpeniaercs pas[iallieHue CoJep)Kalluxcs B
oOpalieHN MEepPCOHAIBHBIX JAHHBIX OOpaTHBIIMXCS O€3 MUCbMEHHOTO COrJlacus
HOCTIETHUX.




4.8. Tlpu yTepe OTBETCTBEHHBIM HCIIOJHHUTEIEM IMHCbMEHHBIX OOpaiieHui (yTeuke
CBEJICHUH, COJEPIKAIIMX MEePCOHANbHBIC JaHHBIE oOpaTuBIIUXCs) 3aBeAyromero JJOY
Ha3HAYaeTCs CIy>KeOHOEe paccieoBaHue.

5. Opranu3auusi npuemMa rpakaaH.

5.1. Pa3peuieHue BONPOCOB, 3aTPOHYTHIX B MHUCHMEHHBIX OOpAIEHUAX, MOXKET
MIPOU3BOAUTHCS TAKXKE MOCPEACTBOM Iprema oopaTtuBiuxcs 3aseayomum JOVY.

[Ipuem oOpatuBmIUXCs ocymecTBiaseTcs 3aBenyrommMm JIOY  perymsipHO
(exeHeNnenbHO) B 3apaHee yYCTAHOBIEHHOE BpeMs, O KOTOpPOM yKa3aHO B
COOTBETCTBYIOIIEM OOBsBICHUH (pacnucanuu). Eciaum Ha STOT JeHb NPUXOTUTCS
Hepabouuil (Mpa3AHUYHBIN) J€Hb, MPUEM MPOBOAMUTCS Ha BTOPOW paboOyuil JEeHb,
CJIeIYIOIIUH 32 MOCIEeTHUM HepaboUuuM (Tpa3IHUYHBIM) THEM.
5.2. TlpeaBapurenbHas 3aMUCh HA MPUEM MOXKET OCYLIECTBIAThCS coTpyaHuKoM JJOVY.
5.3. Bo Bpems 1uuHOrO npuemMa oOpaTUBIIMICS UMEET BO3MOXKHOCTh CAENaTh YCTHOE
3asBJIeHUE JIMOO OCTAaBUTh MUCHMEHHOE OOpalIeHUE MO CYIIECTBY MOJHUMAEMBIX UM
BOIIPOCOB. B HE0OXOAMMBIX Ciyyasx IO YKa3aHUIO 3aBEIYIOIIET0 U C COTrJacus
oOparusierocst corpyaaukom IOV Benercst kpaTkas 3anuch Oecepl.
5.4. B koHie npueMa OOpaTUBIIETOCS YBEIOMIISIIOT O TOM, KOMY (MpEIBAPUTEIIHHO)
OyZeT MOpy4eHO pacCMOTpeHHe ero oOpalleHuss W Korja OH TOJYy4yuT oTBeT. B
HEOOXOUMBIX CIIydasx 0OpaTHBIIEMYCS] MOXKET ObITh PEKOMEHI0OBAHO OOPATUTHCS IS
paspenieHusi CBOEro BOMPOCa 3a KOHCYJIbTAIME K HHOMY JIOJDKHOCTHOMY JIHILY.
OOpatuBiiemycsi Takxke cooOuiaercs HoMmep TenedoHa, MO KOTOPOMY OH MOXKET
HOJIYYUTh CIIPABKY O XOJ€ pa3peuIeHusi CBOEr0 BOIpOca.
5.5. Ilo uroram mpuema oOpaTHUBIIETOCS HA OCHOBAaHUU yKazaHui 3aBeayromiero J10Y
OCYIIIECTBIISIETCS TOJATOTOBKA TEKCTa OTBETA HAa OOpaIlieHueE.
5.6. Ilo mpockbe oOpaTHBIIErocs TOKYMEHTHI, HCIIOJIb30BAHHBIE UM BO BpeMsI MpHeMa,
MOTYT OBITh MPHUHATHI Y HETO TOJI POCTIHCH B IEISAX YCKOPEHHUS PEIICHHs BOMpPOca IO
cymectBy. [lo/yIMHHUKY TOKYMEHTOB MOJICKAT BO3BPATY OOpaTHUBIIEMYCS, a KOIUH,
KaK TPaBUJIO, MPHOOIIAIOTCS K KOHTPOJBHOMY SK3EMIUIIPY OTBETa, BBICIAHHOTO B
azpec oOpaTHUBIIECTOCS.
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