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1. O0mme noJ1oKeHHS.
1.1. Hacrosimee mnonoxenune «O paboTe ¢ oOpamieHUsSIMH Tpaxaan» (manee -
[Tonoxxenue) pazpaboTtaHo s oOparieHus pabOTHUKOB, pOAUTENEH BOCHUTAHHUKOB
MIAOBY JCKB «Oxnbiii» 1. BeceBosoxkcka, a Takke TpeTbux Jimil (manee - JJOVY) c
MPEIOKCHUSIMU, 3asBICHUSIMH, kKanobdamu K aamuHuctpauuu OV mig peanuzanuu
MpaB JUYHOCTU, YKPEIUICHHUS] MApTHEPCKUX B3aMMOCBSI3EN MEXIy aAMUHHUCTpALUEH U
TpyaOBbIM KOJUIEKTUBOM IOV, pomuTensiMu BOCIHTAHHUKOB, KaK CYHIECTBEHHBIN
HMCTOYHHUK HWH(OOpMAIMKM, HEOOXOIMMON MpPH PELICHUH TEKYIIUX W MEePCHEKTUBHBIX
BorpocoB aestensHoctd JJOVY. SBnsasce oaHoir u3 ¢opMm ydactus pabOOTHHUKOB B
yopasienun JIOY, ykazaHHble OOpallleHHs NpPU3BaHbI CIOCOOCTBOBATH YCHIICHHUIO
KOHTpoJIA 3a aestenbHocThio JIOY, 6opb0e ¢ BOJIOKHUTOM, OIOPOKPATU3MOM U APYTUMU
HEJO0CTAaTKAMU B €T0 AESTEIbHOCTH.
1.2. Nannoe Ilonoxenue paspaboraHo Ha ocHoBaHuM DenepalibHOTO 3aKOHA OT
02.05.2006 Ne 59-®3 «O mopsinke paccMoTpeHusi oOpamieHuii rpaxaan Poccuiickoit
Oenepauun» B coorBerctBUM ¢ KoHctutynuein  Poccuiickont  ®enepanuu,
HOpMaTUBHBIMU akTamu Poccuiickoit ®enepaumu, Jlenunrpazackoir obmactu, MO
«BceBomoxckoro MyHuInaabsHoro paionay JIO, u mokanpHeIME akTaMu JJOY.
1.3. B nactosmem [lonoxeHnn HCTOIB3YIOTCS CAEAYIOMINE MOHATUS U TEPMUHBI:
- «Obpawenus pabomuuxos JJOY» - BeIpaxaroTcs Kak B MUCbMEHHOM, TaK U B yCTHOU
dbopme, Moapa3ACNAIOTCS HA WHIAUBUAYAIbHbIE M KOJUIEKTHUBHBIC, MPEACTABISIIOTCS B
dhopme TIpeIOKEHNS, 3asBIICHHS U KAJIOOBI,
- «llpeonosicenuey — BuUI OOpalieHUs] TpPaxK[AaH, HAMPABICHHOTO HA YIIYYIICHHUE
opranuzauuu gestenbHoctd JIOY B 1enoM WM €ro CTPYKTYpHbBIX MHOJpa3AesIeHun
(IOMKHOCTHBIX JIML) C UENbI0 PELIEHUs HACYIIHbIX BOMNPOCOB SKOHOMHUYECKO,
MOJINTUYECKON, COLIMATIbHO-KYJIBTYPHOU U APYTUX cep KU3HU OOIIECTBA;
- «3asenenue» - oOpallleHUs] TPaXXAaH C IENIbI0 peaju3alii WX 3aKOHHBIX IIPaB,
CB0O0O/I, MHTEPECOB;
- «Obpawenuey - 3anpoc, NpeAJIoKEHHUE, 3asBJICHUE WIM Kajo0a, COCTaBIECHHbIE U
opopMieHHbIE Ha WH(GOPMAIIMOHHOM HOcuTese (Kak MpaBWilo, Ha mucued Oymare) ¢
coOmroieHueM TpeOOBaHUM, YCTAHOBIEHHBIX IS MOATOTOBKUA JOKyMEeHTOB. [Ipu aToM
MMMCbMEHHBIE OOpaleHUs] TEPEChUIAIOTCd Ha MPEANPUITHE IO TMOYTEe U HUHBIM
TEXHUYECKUM CPEJICTBAM CBS3H JTMOO JOCTABIAIOTCS JIMYHO WM Yepe3 TPEThUX JIUII, a
YCTHBIE OOpallleHusl ACNAIOTCs 3asBUTENAMU (YMOJTHOMOYEHHBIMH MMH JIMIIAMU) BO
BpeMs Ipuema.
- «3anpoc  (ummepnennayus)» - BuUA OOpallleHHs, HANPABIAEMOrO0 OPraHOM
roCyJapCTBEHHOIO YNPABJIEHUS WKW OOIIECTBEHHOW OpraHW3alliy AJisl MOJY4YEHHUs OT
JIOY undopmaru mo BOmpocaM, TaK WM WHAYE 3aTPArkBarOIUM KOMIIETEHIIUIO €T0
NEeSITENHHOCTH.
- «Kanobay - Bun oOpaiieHus rpaxaaH Il BOCCTAHOBJICHUSI UX (Ipyroro Jivua (JIuil)
3aKOHHBIX TpaB, CBOOOJ M HMHTEPECOB, HAPYIICHHBIX ACHCTBUSMHU (Oe31elCTBHEM)
TomKHOCTHBIX Jull JIOY;
- «Hnousudyanvnoe obpawenuey - oOpalieHue, CIeIaHHOE OT HWMEHU OJIHOTO
pabotnuka JI0VY.
- «Konnexmusnoe obpawenue» - oOpallleHHe, CACIaHHOE OT MMEHH JIBYX M OoJiee 2



pabotuukos JI0VY;

- «llucomennoe obpawenue» - OOpalleHHE, COCTaBJICHHOE U  OQOPMIIEHHOE
paboTHHKOM Ha WHGOPMAIMOHHOM HOCHUTeNe (Kak MpaBWJIO, HA TIUcueld Oymare) ¢
coOnroeHreM  TpeOOBaHMIA, YCTAHOBJIEHHBIX JUIi  [OATOTOBKH  IMHCHhMEHHBIX
TOoKyMeHTOB. IIucemeHHBIE oOpamienus mnepecbiiatorcss B JIOY mo modre m WHBIM
TEXHUYECKUM CPEICTBAM CBS3U JIMOO JOCTABISAIOTCS TpakKJaHAMHU JIMYHO WIA 4Yepes
TPETHUX JIUL;

- «llosmopnoe obpawenuey - oOpailleHre, MOCTYNUBIIIEE OT OJHOTO U TOTO K€ aBTOpa
0 OJHOMY M TOMY € BOMPOCY, €CJIM CO BPEMEHHM IMOJaud NEPBOr0 0OpalleHus UCTEK
YCTAHOBJICHHBI ~ 3aKOHOAATEJIBCTBOM CPOK PAacCMOTPEHUSI WM 3asABUTEIb HE
yIOBJETBOPEH MOJy4YeHHBbIM OTBEeTOM. IluchbmeHHbIE OOpalieHus OJHOTO U TOTO Ke
ouna (KOJIJIEKTHBA) MO OJHOMY M TOMY € BOIPOCY, HallpaBi€HHbIE Pa3Iu4YHbIM
agpecataM M IIOCTYIMBIIME B TEYEHHE MECSLA, HE CUMUTAIOTCS ITOBTOPHBIMH U
YUMTBIBAIOTCS O] PETUCTPALIMOHHBIM HOMEPOM IEPBOr0 0OpalICHUS;

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

14. JOY paccMarpuBaroTCsl TMCBMEHHBIE OOpalleHds TpaxaaH, a TakkKe
MUCBMEHHBIE M YCTHBIE OOpamieHusi paOOTHUKOB IO BOMPOCaM, OTHOCSIIUMCS K
komrereHuuu JIOY, B nopsake, NpeayCMOTPEHHOM 3aKOHOJATeNbcTBOM Poccuiickoi

denepanum.
1.5. PaccmoTpenue oOpaieHuii pabOTHUKOB MPOM3BOAUTCS 3aBeayromuM JIOY umu -
0 €ro TMOPYYCHHI0 - HWHBIM YIOJHOMOYEHHBIM JOJDKHOCTHBIM JuioM JIOVY.

HenocpencrtBennoe  BeneHue  paboTbl ¢ OOpamieHUsIMH  pabOTHUKOB,  €e
OpraHu3allMOHHOE M JOKyMEHTallMOHHOe  olecreueHue OCYUIECTBIISIIOTCS
nenonpousBoautenem JJOVY.

1.6. Hacrosiee monoxeHne NpUHUMAETCSA Ha HEOpeIeJICHHBIN CpoK. Bece mamMenenus
U JOTOJHEHUsT K HacTosimeMy [lomokeHnto yTBEp>KIAlOTCA MPUKA30M 3aBEAYIOIIETO
JAOY B HoBoM pemakuuu. C MOMEHTa BBEJICHHUS B JICWCTBUE HOBOW peAaKIUU
[TonoxeHnust mpeapIAyIas peaakiys MpeKpaniacT CBoe IeHCTBUE.

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

2.1.1. [lops ok npuema 1 nepBUYHON 00pabOTKHU MUCHMEHHBIX 0OparieHuil. Bee
MpHCIIaHHbIe 0 TTouTe B aapec JJOY nmuceMeHHbIe o0paiieHus rpakaaH (B TOM YUCIIe
TEJIErPaMMBbl), a TAKKe TOKYMEHTBI, CBI3aHHBIE C UX PACCMOTPEHUEM, MTOCTYNAIOT B
cyx0y 10V, mocne yero onepatuBHO (B TE€YECHUE CYTOK) TIEPEIAIOTCS aIMUHUCTPAITUN
JIOVY. C 3T0# 1enbio AeIONPOU3BOIUTEND YUYACTBYET B IPEABAPUTEIHLHOM
PacCMOTPEHUH MMOCTYNUBILIEW KOPPECTIOHAEHIIMA BMECTE ¢ coTpyaHuKamu JJOY.
N3bsiTHEe MUCbMEHHBIX O0pallleHui IpakJaH U3 COCTaBa KOPPECIOHICHUIUHN IS
nepenaun 3asenytomemy JIOY npousBogutcs 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 MOCTyNuUBIIKE (HE MO apecy) MUCbMEHHbIE 00pallleHus] BO3BPAIAIOTCS HA
MouTy B YCTaHOBJIEHHOM mopsjake. Ha mnucbmeHHble oOpalieHus, MOCTYNHBIIHE C
JNEHEKHBIMU  KYIIOpaMH (KpoMe HU3BATHIX M3 OOpallleHus), LEHHbIMU Oymaramu
(oOnuranusaMu, akuMsMH A T. 1.), UEHHBIMHU IOJapKaMHu, COCTaBISE€TCA aKT B JABYX
sk3emMIusipax. OIuMH 3K3eMIUIIp akTa XpaHurcs y 3aBeayrowmero JIOY, Bropoi
npUOOIIAETCs K MOCTYMUBIIEMY 00paIlleHuIo.

2.1.3. TloctynuBmre B NHCbMEHHBIX OOpalIeHUs X JOKYMEHTHI (macropra,
BOCHHbIE OWJIETHI, TPYAOBblE KHUKKH, TI€HCUOHHBIE YJOCTOBEPEHUS U JpYyTrue
INPWIOKEHUS TOJJ0OHOIO PO/ia) MOAKAIBIBAIOTCS BIIEPEIH JIUCTA C TEKCTOM OOpAaILECHUSI.
[Ipy HEOOXOAMMOCTH C HMX CHMMAIOTCS KOMHUU. JI€HbIrM WU MOJUIMHHBIE JOKYMEHTHI,
MOCTYIMBIIIKE BMECTE C MUCbMEHHBIM OOpAIlEHHWEM, BO3BPAIIAIOTCS OOpATUBIIEMYCS
MOYTOBBIM MEPEBOOM (3aKa3HBIM MUCbMOM ), TIPU ITOM MOYTOBBIE PACXOJbl OTHOCATCS
Ha cYeT 3asBUTENA. B ciiydyae eciu oOpaTuBIIMICS MPUCTAT KOHBEPT C HAKICCHHBIMU
Ha HETO 3HaKaMM MOYTOBOM OIUIATHI M HAAMHCAHHBIM aJPECOM, STOT KOHBEPT MOKET
OBITH MCIIOJIB30BAH JJIsi HAMPaBJICHUS €My OTBeTa. UMCThie KOHBEPTHI C HAKJICCHHBIMU
3HaKaMU MTOYTOBOM OIJIAThI BO3BPAILIAIOTCS OOPATUBIIEMYCS 3aKa3HBIM TUCEMOM.

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 00palleHui HEMOCPEICTBEHHO OT Ipak/laH MPOU3BOAUTCS B
npueMHoil 3aBenyromero JIOY. He mpuHuMaroTcs K pacCMOTPEHHIO OOpalleHUs, HE
colleprKaliye MoAnvucu oOpartuBiierocss u (wid) azapeca s oTBeta. [lo mpockOe
oOpaTuBIIErocs €My JCJIONPOU3BOJUTEIIEM BBIIACTCS pACIUCKA YCTaHOBICHHOU
dbopMBl ¢ yKazaHMEeM JaThl MpUeMa OOpalleHUs, KOJIMYECTBA MPUHATHIX JHCTOB U
coobmaercst TeneoH I CIPaBOK MO oOpamieHusM rpaxkmaad. Hukakux oTMETOK Ha
KOMHUAX WA BTOPBIX JK3EMIUISpaxX MPUHATHIX OOpaIICHHM IeIONpPOU3BOAUTEIIEM HE
JieJiaeTcsl.

OOparmenusi, noctynusiue Ha uMs 3aBenytomiero JIOY ¢ nomerkoit "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 MOCTYTIICHUS.

2.2. Peructpanusi miCbMEHHBIX OOpaIeHU.

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  OOpaIlleHHIO TPUCBAUBACTCS  BXOJSAIIUN  HOMED,
IPOCTABIJISIEMbII B B pEruCTpallMOHHOM kypHaie. [Ipu peructpanmu:

UHIUBUIyaIbHOMY U KOJUJIEKTUBHOMY MUCBMEHHOMY OOpAIllEHUIO MPUCBAUBACTCS
PErUCTPaLMOHHBIA HOMEP, COCTOSIIMIA TOJBKO M3 OPSAKOBOrO HoMepa (Hampumep 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 OOBEAMHEHUS, OT HUMEHH KOTOPOIrO HaIpaBJICHO
COOTBETCTBYIOILIEE OOpaLICHHE;

- aJpec 3adBUTENII B TOYHOM COOTBETCTBHUM C JAHHBIMHU, YKAa3aHHBIMH B TEKCTE
NUCHbMEHHOTO oOpaiieHust (Ha KOHBEpPTE), BHOCUTCS B Ipady perucTparioHHOTO
xypHana. Ecau muceMo moanucaHo OBymsi W Oosiee aBTOpaMH, TO PETUCTPUPYETCS
aBTOp, B aJpec KOTOPOTO IMPOCAT HampaBuTh OTBeT. OOuIee YMCIO aBTOPOB B 3TOM
CJIyyae yKa3bIBaeTCsl B aHHOTALIMK K MMCbMEHHOMY OOpalleHUIO;

- croco0 JOCTaBKM IHUCBMEHHOIO OOpalieHusi - OOBIYHOE WJIM 3aKa3HOE IHUCHMO;
TeJerpaMMa; MUChMO, JOCTaBJICHHOE JIUYHO, - BHOCUTCS B Tpady perucTpalioOHHOTO
KypHana;

- eclM TmHChbMEHHOe oOpamenue mnepeciaano B JOVY wu3 apyroil opranusanum,
yupexaeHus, To B rpade («IIpumeuanue») perucTpallioOHHOTO KypHalla yKa3bIBA€TCA,
OTKy/la WMEHHO OHO TOCTYNWIO, MNPOCTABISAIOTCA JaTa ¢ HCXOASIIUA HOMEP
COMPOBOAUTEIHLHOTO MTUCHMA.

2.2.3. Ha 3apeructpupoBanHoe MHCbMEHHOE OOparieHue corpyanukom OV,
COCTaBIISIETCSl aHHOTALUsA. AHHOTAIUS JIOJDKHA OBITh YETKOW, KPATKOW, B TOYHOCTH
OTpaXkaThb COJAEpP’KAHUE BCEX BOIPOCOB, MOCTABJIECHHBIX B MUCBMEHHOM OOpalleHuu, U
000CHOBBIBaTh aJIPECHOCTH HAMpaBICHHs OOpaleHHs] Ha PACCMOTPEHHE 3aBEAYIOIIETO
JOYVY. Kpome TOro, B aHHOTALIUU OTPAKAIOTCSL:

- HE0OXOIUMOCTh B MTH(POPMUPOBAHUU O PE3yJIbTaTaX PACCMOTPEHUS MMCbMEHHOTO
oOparlieHust opraHa, 1Mo pereHruIo KOTOporo oOpaiieHue HampaBlIeHO Ha paCCMOTPEHUE
JOVY (mns oOpaieHuii, MOCTYNUBIIUX Ha TMPEANPUITHE W3 OPTaHOB YIPABICHUS,
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, SIBJISICTCS JIM TUCBMEHHOE 0OpallieHue MOBTOPHBIM. JJ1s1 TOBTOPHBIX
MUCBMEHHBIX ~ OOpallleHui  yKa3bIBAIOTCA JaTa M PETUCTPAIMOHHBIA  HOMEp
IPEIBITYIIEro OOpaIeHHs.

2.3. Hanpapnenue mucbMEHHOTO 0OpaIieHus: Ha pacCCMOTPEHHE.

2.3.1. Tlocne cocraBiaeHHs KpaTKOW aHHOTAIMM MUChMEHHBbIC OOpaIeHUs
(BMecTe C aHHOTaUMEN) TNepenalTcsl JEJIONPOU3BOAUTENIEM Ha PacCMOTPEHUE
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 JK3EMIUIIpa COMPOBOAUTEIHLHOTO MHCHhMaA) 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
NPUHAJIEKHOCTH U3 IPYTUX OPTaHOB, BO3BPALIAIOTCS B COOTBETCTBYIOIIMI OpraH.

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

- JJAKOHUYHO C(HOPMYJIHUPOBAHHOE MOPYUECHHE, IPEANUCHIBAIOIICE IEHCTBUE, 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 IpaBUjo, B BepxHeill ero wyactu. J[lomyckaercs
odopMIIeHUE PE30JTIONNIA Ha OTACTHLHOM JICTE (OJ1aHKe).

Pe3onmonss Ha MNHUCbMEHHOM OOpAaIleHUM PErUCTPUPYETCS YCTaHOBJICHHBIM
HOPAJIKOM, IOCJE 4ero oOpallleHHe He3aMEJIUTEIbHO MEePENacTCs Ha HCIIOIHEHHE B
CTPYKTYpHOE nojpasjaeneHue (nomkHoctHomy auiy) IOV, ykazaHHOE B pE30IIOLUY.
2.4. Paccmotpenue oOparieHuit CTPYKTYpPHBIMH NOAPA3ACICHUSIMHU
(IOJKHOCTHBIMHM JTUIIAMU ).

2.4.1. TluceMeHnHble oOpamieHus, paccMOoTpeHHble 3aBenywommm JOY wu
cozepKalIrecs: B PE30JIIONUHN MOPYUYCHUS, MOAJIEHKAT HUCIIOTHEHHIO OTBETCTBEHHBIMU
UCTIOJIHUTENISIMA -  COOTBETCTBYIOUIUMHU  CTPYKTYPHBIMH  TOJApa3JCICHUSIMU
(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 OOpallleHue C pe3oJIoled, eciad, M0 €ro MHEHHI0, pa3pelieHue
MOJHATOTO B OOpaIlleHWH BOMPOCAa HAXOIWUTCA HE B €ro KOMIETEHIMH. MHeHue
U3JlaraeTcsl B CIIy)KEOHOHM 3amucKe ¢ COOTBETCTBYIOUIMM OOOCHOBaHWEM. Permienue o
JaJTbHEWIIEM UCTIOJHEHUH IOKYMEHTa B 3TOM Cily4yae MpuHUMaeT 3aBeayromuii J[0Y.

2.4.3. [TlpuBnedyeHne K pacCMOTPEHHUIO OOpaIlleHUs MEPEBOTINKOB, IKCIIEPTOB
Y TIOPSAJIOK OIUIATHI UX YCIIYT coriacyercs ¢ 3aBeayromum JOY.

2.4.4. TluceMeHHbIE OOpAaIICHHUs, COJEPI)KAIINE BBIPAXKEHUS, OCKOPOJISIONINE
YEeCTh U JIOCTOMHCTBO APYTHX JIMI, HE pACCMATPUBAIOTCS, O YEM 3asBUTEIb MHUCbMEHHO
YBEJIOMIIIETCS Yepe3 JEJIONpPOU3BOAUTENA. B HE0OX0oAMMBIX cllydasXx Takue 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 moanmucu, B KOTOPBIX COACPKUTCS WH(pOpMaIus o
COBEPIIICHHOM WJIM TOTOBAIIEMCS TMPECTYIUICHWH, HAMpPaBJISAIOTCA 7S TMPOBEPKU B



IPaBOOXPAHUTEIbHBIEC OPTAHBI.

Ha nucbmenHble oOparienus, o CyTH, He SBJSIONINECs 3asBICHUsIMU, jKallo0aMu
WIA TPEeIJIOKEHUSMHU, WIH TpochObl (B TOM 4YHCIE CTaHAAPTHBIE MO3paBiIeHUS,
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€ OCHOBaHHUAM ObUIO paHee pacCMOTPEHO U BO BHOBb IMOCTYMHBIIIEM OT
TOTO e Jula (TPyNIbl JUI]) OOpalleHud OTCYTCTBYIOT OCHOBAaHHUS JJIs MEPEeCcCMOTpa
paHee TPHUHATHIX peuleHud, 3aBeayromuid JIOY BhpaBe mNpuHATH pelieHHe 00
OCTaBJICHMM OOpaileHusi 0e3 pacCMOTpPEHUsi MO CYIIECTBY, YBEAOMHUB 00 3TOM
obpaTuBIerocs B MiCbMeHHOU (hopme.

2.4.7. B cnydae eciau MUCbMEHHOE OOpaIleHne OJHOTO U TOTO e JIUUA (TPYIIIIbI
JIMII) ¥ TIO TeM K€ OCHOBAHUSM, YTO U B OOpaIlleHUH, HAXOIUTCSI B IPOU3BOJICTBE Cyla
WIA MaTepuaibl, HEOOXOAMMbIE [UIsi TPUHATUS pEHIeHHs W OTBETa 3asBUTEINIO,
paccMaTpHuBaroTCs B CyJie, paccMOTpeHue oOpamienus 3aBeayomum 10V mMoxeT ObITh
OTJIOKEHO JI0 BCTYIUICHUS B 3aKOHHYIO CHIy DPEIIEHHsS Cylla, O 4eM OOpaTHUBLIMICS
TaK)Ke YBEJOMIIIETCS MMMCbMEHHO.

2.4.8. B cmydae ecau 1o BOIIPOCY, COAepKaIeMycsl B MICbMEHHOM OOpaIleHUH,
MMEETCS BCTYNHBIIEE B 3aKOHHYIO CWIy cynaeOHoe pemeHue, 3aBeayrommii J1OY
BIIpaBe MPUHSATH PelIeHrne 00 OCTaBIECHUU oOpalieHus 63 pacCMOTPEHHS IO CYIIECTBY,
yBEJOMHB 00 3TOM 0OpaTHBIIETOCsS B MUCbMEHHOU (popme.

2.4.9. B ciyyae ecnu npu pacCMOTPEHUU MUCbMEHHOTO OOpaIlleHUs, TOJaHHOTO
B MHTEpecax TPEThbUX JIHII, BBIICHUIOCH, YTO OHHM MHUCHMEHHO BO3Pa)XarOT MPOTHB €ro
paccmotpenus, 3aBenyromuil JJOY BrnpaBe mpekpaTHTh paccCMOTpEHUE OOpalleHus, O
yeM 0OpaTUBIIUKCS TaKKe YBEIOMIISIETCS MMChMEHHO.

2.5. B cnyuasx, TpeOyrommx nAis pa3pelieHdss BOMPOCOB, TOCTaBICHHBIX B
NUCHbMEHHOM OOpallleHWd, TPOBEICHUS CICUUAIbHOW TPOBEPKH, HCTPEOOBAHUS
JIOTIOJIHUTENIBHBIX MAaTepUajoB, MPHUHATUS APYTUX MeEp, CPOKH PACCMOTPEHHS IO
pemiennro, 3apeaytonmm JJOY MoryT ObITh POAJSICHBI, HO HE O0JIee YeM Ha OJIMH MECHII
¢ coobmeHneM 00 3TOM 00paTUBIIEMYCS 1 000CHOBaHUEM HEOOXOMMOCTH TTPOIICHUS
CpPOKOB.  YBEIOMJICHHE O TPOMJICHHUH CpOKa  PACCMOTPEHUS  OOpaleHus
(MpoMEXYTOUYHBIA OTBET) 3a0JIarOBPEMEHHO HarpasisieTcss oOpaTtuBiiemycs. Ecmu
KOHTPOJIb 32 paccMOTpeHrneM OOpaIIeHHs YCTAaHOBJICH BBIIICCTOSIIICH
opraHu3anuei, TO OTBETCTBEHHBIM HWCIIOJHUTENh 00s3aH  3a0JarOBPEMEHHO
COTJIacoBaTh C HEW MPOJICHHE CPOKa PACCMOTPEHUs 0OpaleHusl.

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 UHULIUAIIBI).



3.2. Tekct oTBeTa JOKEH U3NAratbCs YETKO, IOCJIEIOBATENbHO, 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 IPUHSTH K BUHOBHBIM JIOJKHOCTHBIM JIUIIAM.

3.3. Ilpu HampaBieHHWU OTBETA B BBIMIECTOSIIYIO OPraHU3AIMIO JODKHO OBITh YETKO
yKa3aHO O TOM, 4YTO OOpaTUBIIWICS B TOW Wid UHOW (opme mpoumH(OpPMHUPOBAH O
pe3yJibTaTax pPacCMOTPEHHsI CBOEro oOpamieHust (M1 KOJUICKTUBHBIX OOpaIeHuin
yKa3bIBa€TCsl, KOMY UMEHHO U3 aBTOPOB JIaH OTBET).

3.4. B oTaenbHBIX cioydyasx OTBET MOXET BBICBUIATHCA B (hOopMe TOKyMeHTa (KOIHH,
BBIIUCKA U3 JOKYMEHTa), B TMOJIYYEHHHU KOTOPOTO HYXKAAeTCI OOpaTUBIIUMUCS.
[TonoOHbIe NOKyMEHTHI B 00s3aTE€IHLHOM MOPSAIKE CHAOXKAIOTCS COMPOBOJIUTENILHBIM
OUCHbMOM, COJIEpKalllUM CChUIKY Ha mnoctynuBiiee B azapec JOY mnucbmeHHoe
oOpariieHue (ero gaty ¥ HOMep).

[TpunoxxeHHble K TUCBMEHHOMY OOpAIICHUI0 MOAJMHHHUKU JIOKYMEHTOB
ocratorcs B aenax IOV, eciu B nucbMe He coAep:kuTcs mpockda 00 ux Bo3Bpare. B
MOCJIEAHEM CIIly4ae C MOUIMHHUKOB JIOKYMEHTOB CHHUMAIOTCS KONHH, KOTOpPbIE U
MOMEIIAIOTCS B JIEJI0 BMECTE C KOHTPOJIBHBIM IK3EMILISIPOM 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, HHUITHAIBI, TeJIe(OH, ITOCIIE YeTO 3aBepseT
NEPEUNCIICHHbIE CBEICHUsA JUYHOM moanuchio. KoHTponb 3a mpaBUIBHOCTHIO
CIIUCAHUSl MHUCbMEHHOT0 OOpallleHus M MaTepUajioB MO €r0 PAacCMOTPEHUIO B JIEJO
ocyiecTBisieT 3apeayromuii JJOY.
3.6. OTBeT Ha MHCbMEHHOE OOpalleHue, Kak mpaBwio, odopmisiercs Ha OnaHkax
JHOY ycranoBneHHOM (OpMBI C COOJIOJIGHUEM TMPABUI, MPEIBIBISIEMBIX K
0(OPMIICHUIO TOKYMEHTOB.

OTBeTaM Ha MUCHbMEHHBIE OOpPAILEHUs TPUCBAUBAETCS UCXOAIIUN HOMED.
OTtnpaBieHre 0TBETOB O€3 perucTpalii He JOIyCKaeTCsl.
3.7. TloanmuHHUKH MUCEMEHHBIX oOpaleHuii, moctynusiinue B aapec JOY u3 apyrux
NPEeANpUATANA (OpraHU3alMMi, YIPEKICHUI), BO3BPAIIAIOTCS TOJBKO TPHU HAIWYUU
COOTBETCTBYIOIIIETO YKa3aHUSI B COMPOBOAUTEIHLHOM MTUCHME.
3.8. Ecnu mo mucbkMeHHOMY OOpAIleHUIO TaeTCs MPOMEKYTOUHBIA OTBET, TO B TEKCTE
OTBETa YKa3bIBACTCA CPOK OKOHYATEIBHOTO pa3pelieHus Bompoca. B  cimydasx,
TpeOYIOMUX NJIsl pa3pelieHus BOMPOCOB, MOCTABICHHBIX B MUCHMEHHOM OOpaIlleHuUH,
MPOBEICHUS CHEUANIbHONW MPOBEPKU, UCTPEOOBAHUS JOTIOIHUTENBHBIX MaTEPHUAJIOB,
MIPUHATHS IPYTUX MEP, CPOKH PACCMOTPEHUS 110 perieHuto 3aseayromero J10Y moryr
ObITh TPOAJICHBI, HO HE OoJiee YeM Ha OJUH MecsI C COOOLIeHuEM 00 3TOM
oOpaTuBLIEMYCSl 1 000CHOBAaHUEM HEOOXOAMMOCTHU MPOJIEHHS CPOKOB.

Tao0muma 1

[IpumepHbIE CPOKH MOATOTOBKUA OTBETOB



Ne  |HammeHoBaHu€e BUAA TOKYMEHTA Cpoku OTBETCTBEHHBIN
ILII. VICIIOJTHCHUS HCIIOJTHUTENh
1. (Cpo4Hble JOKYMEHTBI 3 aHA CO aHSA B cootBeTcTBUM C
MTOJTYYCHHUSI JIOJ’KHOCTHBIMH
WHCTPYKIHUSAMU
2. OO6partenus oe3 ykazanusi 30 gHel co aHs B cooTBeTcTBHU C
KOHKPETHOM JaThl UCIIOTHEHUS MOJTYyYEHUS JIOJDKHOCTHBIMUA
WHCTPYKIHUSAMU

3.9. B HeoOXoIMMBIX clydasix OTBETCTBEHHBIH HCIIOJHUTENb MOXET COCTaBHUTH
CIpaBKy O pe3yjbTaTax pacCMOTPEHHUs MHCbMEHHOTO oOpalleHus (Hampumep, B
Cllydasix, €Clii OTBET oOpaTuBIIeMycsi ObU1 AaH N0 TenedoHy WM TpPU JIMYHOU
Oecene, MMOO ecIM IPHU PACCMOTPEHHM OOpaIeHHs] BO3HUKIM OOCTOATEIHCTBA, HE
OTPaXEHHBIE B OTBETE, HO CYIIECTBEHHBIE JUIsl PACCMOTPEHHUSI JIeTa).

4. KoHTpOJIb 32 paccMOTPeHHEeM NMUCbMEHHBIX 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, UMEIOIIUM OoJiblIoe o0IecTBeHHOe 3HaueHue. Ha
KOHTPOJIb TaKX€e CTaBATCS BCE NOBTOPHBIE OOpalleHus, noctynusmue B aapec OV,
TpeOyrolue OTBeTa.
4.2. Ha 0coOblii KOHTpPOJb CTaBATCS NHMCbMEHHbIE OOpAallEeHUs, yBEIOMIIEHHE 00
OTBETE HAa KOTOPBIE JOJKHO ObITh HAIIPABJICHO B BHICILINE OpraHbl YIIPaBICHUs (OpTraHbl
UCIIOJHUTEIbHONW BJIACTH), a Takxke oOpaieHusi, nepecianubie B JJOY yka3zaHHbIMU
OpraHaMH U COJEpIKaIlKe B COIPOBOAUTEIBHBIX TOKYMEHTaX MOMETKH «CpOUHO».
4.3. PemieHne 0 NOCTaHOBKE IMUCHMEHHOTO OOpallleHUsi Ha KOHTPOJIb INPUHHUMAET
sageayrommii  JIOY. HenocpencTBeHHBI KOHTPOJb 32 COONIOJCHHEM CPOKOB
paccMOTpeHHs] MUCbMEHHBIX 00palleHUH OCYIIECTBIISET AeIONPON3BOAUTENb.
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. HcnonHeHne NHUCbMEHHBIX OOpallleHUH CHUMAEeTCsl € KOHTPOJsA B CIyyae
NOJyYEHUs] JOKYMEHTAJIbHOIO IOATBEPKACHUS OTIPABKUA OTBETa OOpATHBILIEMYCS.
OOparienns rpaxzaaH, Ha KOTOPbIE JAIOTCSA MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCS J10 3aBEPILIEHUS MIEPENUCKH 110 BONPOCY, 3aTPOHYTOMY B OOpallleHUH.
4.6. CpeneHust 0 KOJMYESCTBEHHOM M KQ4€CTBEHHOM COCTaBE MMMCHMEHHBIX OOpaIlcHUH,
noctynusmux B aapec J{OY, exemecsuyHo ToKIaabIBaOTCs 3aBeaytonuii JJOY.
4.7. Cotpyannuku IOV, nomyuieHHsle K paboTe ¢ MUCbMEHHBIMU OOpallleHUsIMU, HECYT
OTBETCTBEHHOCTb 32 COXPAHHOCTh HAXOJAIIMXCS y HUX MaTepHalioB IO 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
oOpalieH TEepPCOHAIBHBIX JIAHHBIX OOpaTUBIIMXCS O€3 MHUChbMEHHOIO COTJIacus
HOCTIETHUX.




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

5. Opranu3auusi npueMa rpakaaH.

5.1. Pa3perieHue BONPOCOB, 3aTPOHYTHIX B MHUCBMEHHBIX OOpAIEHUSAX, MOXKET
MIPOU3BOAUTHCS TAKXKE MOCPEACTBOM Iprema oopaTtuBiuxcs 3aseayomum JOVY.

[Ipuem oOpatuBmIUXCs ocymecTBiaseTcs 3aBenyrommMm JIOY  perymsipHO
(e)xeHeNenbHO) B 3apaHee yYCTAaHOBIEHHOE BpeMs, O KOTOPOM YKa3aHO B
COOTBETCTBYIOIIEM OOBsBICHUU (pacnucanuu). Eciu Ha 3TOT JeHb NPUXOIUTCS
Hepabouuil (Mpa3AHUYHBIN) J€Hb, MPUEM MPOBOAMUTCS Ha BTOPOW paboOyuil JEeHb,
CJIeIYIOIIUH 32 MOCIEeTHUM HepaboUuuM (Tpa3IHUYHBIM) THEM.
5.2. TlpeaBapurenbHas 3aMUCh HA MPUEM MOXKET OCYLIECTBIAThCA cOTpyaHUKOM JJOVY.
5.3. Bo Bpems uyHOTrO 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
oOparusierocsi corpyaaukom IOV Bexercst kpaTkas 3anuch 6eceapl.
5.4. B koHie npueMa OOpaTUBIIETOCS YBEIOMIISIIOT O TOM, KOMY (MpEIBAPUTEIIHHO)
OyZeT MOpy4eHO pacCMOTpeHHe ero oOpalleHuss W Korja OH TOJYy4yuT oTBeT. B
HEOOXOUMBIX CIIy4assx 0OpaTHUBIIEMYCS MOKET OBITh PEKOMEHJI0BAHO OOPATUTHCS ISt
paspemieHusi CBOEro BOMpPOCa 3a KOHCYJNbTAMEW K HMHOMY JOJKHOCTHOMY JIMILY.
OOpatuBiiemycsi Takxke cooOuiaercs HoMmep TenedoHa, MO KOTOPOMY OH MOXKET
HOJIYYUTh CIIPABKY O XOJ€ pa3peuIeHusi CBOEr0 BOIpOca.
5.5. Tlo uroram mpuema oOpaTUBILIETOCs HA OCHOBAHMM yKazaHHM 3aBeayromero JJOY
OCYIIECTBIISIETCS TOATOTOBKA TEKCTa OTBETA HA OOpaIleHHeE.
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. [loJyIMHHUKY TOKYMEHTOB MOJICKAT BO3BpATy OOpaTHBIIEMYCS, a KOIIHH,
KaK MpaBWiO, MPUOOIIAIOTCS K KOHTPOJBHOMY SK3EMIUISIPY OTBETAa, BBICIAHHOTO B
azpec oOpaTHUBIIECTOCS.
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