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1. O6mue moJ10:xeHus.

1.1. Hacrosmee nonoxenue «O pabore ¢ oOpallleHHUSIMH TpakiaaH» (najiee —
[lonoxenue) paszpaboraHo s obpaiieHuss pabOTHUKOB, POJUTENEH
BocniutaHHUKOB MJIOBY «JICKB Ne61» Mensexuii CtaH, a TakKe TPETHHX JIUI]
(nanee — JI0Y) ¢ npennoeHUs MU, 3asiBICHUSIMH, XKaJT00aMH K aJIMHHHCTpPAIMU
JOV nns peanusanuu npaB JIUYHOCTH, YKPEIIEHUS MMAPTHEPCKUX B3aMMOCBS3eH
MEXIy aJMHHHCTpalMed M TpyAoBbIM KosuiektuBoM JIOV, poautensmu
BOCITUTAHHUKOB, KaK CYIIECTBEHHbIH MCTOYHHMK MH(OpMAIUU, HEOOXOIUMOM Mpu
pelIeHUH TEeKYIIMX M MEPCHEKTUBHBIX BOMPOCOB JnesitenbHOCcTH JIOVY. SBnssace
O/IHOM U3 (popM ydacTusi paboTHHKOB B ynpasinenuu JIOY, ykazaHHble 0OpalieHus
MPU3BaHbI CIOCOOCTBOBATH YCUIIEHHUIO KOHTPOIIS 3a esitenbHocThio JIOY, Goprde
C BOJIOKUTOM, OIOPOKPATU3MOM U JIPYTMMHU HEIOCTATKAMHU B €T'0 JeATEILHOCTH.

1.2. Jlannoe Ilonoxxenue pa3paboTaHo Ha ocHOoBaHWH DeepajbHOrO 3aKOHA OT
02.05.2006 Ne 59-03 «O mnopsake paccMOTpeHHs oOOpamieHui TIpakaaH
Poccuiickoii  ®eneparyn» B coorBercTBuM ¢ KoHcturyrnmeil Poccuiickoit
®enepanuu, HOpMAaTUBHBIMU akTamu Poccuiickoit ®Menepaiyu, JleHuHrpaackoi
obnactu, MO «BceBooKCKOro MyHUIMIAILHOrO paifoHa» JIO, U IOKaTIbHBIME
aktamu JIOVY.

1.3. B nHacrosimem [Tonoxennn uCronb3yloTest ClieyOIIUe TOHATHS U TEPMUHBIL:
— «Obpawenua pabomnuxoe JJOY» — BelpaaloTcss KaKk B NHUCHMEHHOH, TaKk U B
YCTHOM Qopme, MOAPA3IENAIOTCS HA WHIWBHAYyalbHblE M  KOJUIEKTHBHBIE,
MPEICTaBIAIOTCS B (OpMeE MPeIOKEHHUSI, 3asBIEHUS U JKaTI00bI;

— «llpednoodicenue» — BUA OOpallleHUs TpakJaH, HAIPABJIEHHOIO Ha yJydlIeHHe
opraHuzanuu AesresibHoCcTH JIOVY B 11e710M UM €ro CTpYKTYpPHBIX MOJpas/elieHuit
(IOJDKHOCTHBIX JIMI[) C LIENBIO PELICHHs] HACYIIHBIX BOIPOCOB 3KOHOMHYECKOIL,
MOJIUTHYIECKOM, COLMAIbHO-KYJIbTYPHON U APYTUX chep KU3HU 0OLIECTBA;

— «3asenenue» — obpalleHus rpaXKIaH C IeJIbI0 pealn3alui UX 3aKOHHBIX 11PaB,
CcB0O0OOJI, UHTEPECOB;

— «Obpawenuey — 3anpoc, NMpeaoKeHre, 3asBIEHAE WIN Kalo0a, COCTABIECHHBIE
1 0ohopMIIeHHbIE Ha HMH(OPMALMOHHOM HoOcHTeNe (KaK IpaBMIIO, HA IHCYei
Oymare) c coOmoseHreM TpeGOBaHUM, YCTAHOBIEHHBIX JUIS  IIOATOTOBKH
JI0OKyMeHTOB. [Ipu 5TOM nucbMeHHbIe 0OpaleHNs! IepeCchUTAlOTCs Ha TPEeIPUATHE
10 MOYTE U UHBIM TEXHUYECKUM CPEICTBAM CBSI3HU JIMOO JOCTABISIOTCS JINYHO WU
yepe3 TPeTbMX JIMI, a YyCTHble OOpallleHus [ealoTcs  3asBUTESMHU
(YIOJTHOMOYEHHBIMHU UM JIMLIAMK) BO BPeMS [IPUEMA.

— «3anpoc (unmepnennayus)» — BUL OOpAlIeHUs, HANPABIAEMOr0 OPraHOM
rOCYapCTBEHHOT'O YIIPABJIEHUs MJIM OOIIECTBEHHON OpraHU3alMy JUIsl TOJTyYeHus
or JIOY wundpopmanumum 1o BompocaM, TaKk WIM WHAYe 3aTParMBaloIUM
KOMIIETEHLUIO €ro J1esiTeIbHOCTH.

— «/Kanobay» — Buj oOpallleHus TpaXkKAaH Uil BOCCTAHOBJIEHHS UX (pyroro Jiuuna
(M) 3aKOHHBIX TIIpaB, CBOOOA ¥ WMHTEPECOB, HAPYIIEHHBIX JEHCTBHIMH
(6e3neiicTBUEeM) moDKHOCTHBIX JinL IOV



— «Hnousudyanenoe obpawjenue» — obpalieHue, cIelaHHOE OT UMEHH OHOTO
pabotHuka JIOV.

— «Konnexmuenoe obpawenue» — obpalenue, celiaHHOE OT UMEHHU JIBYX U Oolee
pabotuukos JIOY;

— «llucomennoe obpawenue» — oOpalleHUe, COCTaBICHHOE U O(OPMIIEHHOE
pabOTHUKOM Ha MH(POPMAILMIOHHOM HOcHTele (KaK MpaBuIIo, Ha THcYel Gymare) ¢
coOmoeHneM TpeOOBaHUM, YCTAHOBIEHHBIX JUIS IOATOTOBKM ITHChMEHHBIX
NOoKyMeHTOB. ITuceMenHble oOpamenus nepecoiiarotes B JIOY mo moure v MHBIM
TEXHUYECKUM CPEJCTBAM CBS3M JMOO JOCTaBISIOTCS TpaXKAaHaMH JIUYHO WIIU
qyepe3 TPeThbUX JIUIL;

— «llosmopnoe obpawenue» — obpaiieHue, MOCTYIUBIIEE OT OJHOIO M TOTO K€
aBTopa II0 OJHOMY M TOMY JK€ BOIIPOCY, €CIIH CO BpPEMEHH I0Ja4H IIEPBOrO
o0palleHus] UCTEK yCTAHOBJIEHHbIH 3aKOHOJATEIbCTBOM CPOK PacCMOTPEHHs HIIU
3asBUTE/Ib HE YJIOBIETBOPEH IIOTy4YE€HHBIM OTBETOM. [lMcbMeHHBIe OOpaIieHus
OJHOTO M TOro JKe JMua (KOJUIEKTUBA) IO OJHOMY M TOMY JK€ BOIIPOCY,
HalpaBJIEHHBIE PAa3IMYHBIM ajpecaraM U IOCTYIHMBIIHE B TEUEHHE Mecsia, He
CUMTAIOTCS IMOBTOPHBIMH M YYHTBIBAIOTCS 0]l PErUCTPALUOHHBIM HOMEPOM
IIepBOro oOpalieHus;

— «Yemnoe obpawenue pabomnuxa J[OY» — oOpaiienue, I0BEIEHHOE
pPabOTHMKOM JIMYHO WM 4Yepe3 TPeThbHUX JIMI[ 10 CBEJEHHUS II0JIHOMOYHOIO
npeacraBureas  aaMmuuuctpauun  JIOY B xome mpuema. HMHbopmanus,
collepKallasics B YCTHOM OOpalleHHH, [JO/DKHA ObITh 3adUKCHpOBaHa Ha
UH(QOPMALIMOHHOM HOCHTEJe C COOJNIIOJIeHHEeM TpeOOBaHUM, YCTAHOBIEHHBIX IS
IIOATOTOBKY ITUCbMEHHBIX JIOKYMEHTOB.

1.4. JIOY paccmaTpuBaioTCs MUCbMEHHBbIe OOpalleHHs] TpaK[aH, a Takxke
NMCbMEHHBIE U YyCTHBIE OOpalleHus pabOTHHKOB IO BOIPOCaM, OTHOCSAIIMMCS K
xomnerenuuu JIOY, B mopsiike, NpeayCMOTPEHHOM 3aKOHOJATENILCTBOM
Poccuiickoi @enepanumu.

1.5. Paccmotpenue oOpaiieHuid paOOTHUKOB Npou3BoauTCs 3aBeayrommm JI0OY
WK - IO €r0 IOPYYEHHIO - UHBIM YIIOJIHOMOYEHHBIM JI0JDKHOCTHBIM JuiioMm JIOVY.
HenocpencrBenHoe BeneHue paboThl ¢ oOpalieHUssMH  paOOTHUKOB, €€
OpraHu3allMOHHOE UM  JIOKYMEHTallMOHHOe oOecreuyeHue  OCYIIeCTBISIOTCS
nenornpousBoautenem [0V,

1.6. Hactosmee mnonoxeHue NpPUHUMAETCS Ha HeEOIpeJelieHHbId Ccpok. Bce
M3MEHEHHMs U JIONOJHEHHUs K HacTosmeMy [lonoxkeHuro yTBepkIatoTcs MpUKa3oM
3aBenyromero /JIOY B HoBoit penakiuu. C MOMeHTa BBEJECHHUS B JICHCTBHE HOBOM
penaxiuu [lonoxxeHus npenpayas peiakius npeKpaiiaer cBoe AeiHCTBHE.

2. Opranu3anusi paboThbl ¢ NMCbMEHHBIMH O0OpalIeHUSIMH TPaKAaAH
2.1. Ilpuem u nepBuyHast 00paboOTKa MUCbMEHHBIX 00paIEHUH.
2.1.1. Ilopsimok npuemMa u nepBUYHON 00pabOTKH MUCHbMEHHBIX 00paIlleHHi.
Bce npucnannsie no noute B aapec IOV nuceMeHHbIe 00palieHUs Tpak/1aH
(B TOM d4HCle TelerpamMmbl), a TaKXKe JOKYMEHTBbI, CBs3aHHbIE C HX
3



paccMoTpenueM, nocrymnarT B ciyx0y JIOVY, nocne dero onepatusHo (B TeueHue
cyTok) nepenatorcs aamunuctparmu JJOY. C 3Toil 1ebio 1e10npOH3BOIUTEb
Yy4acTBYeT B NpPEIBAPUTEIBHOM PaCCMOTPEHMH NOCTYIHBIIEH KOPPECIIOHEHIIUH
BMecTe ¢ coTpyaHukamu JIOY. M3baTHe NUCbMEHHBIX OOpalleHuil rpaIaH H3
cocTaBa KOppeCHOHJIEHUMH i mnepenavu 3aseayromemy JIOY mpowmsBoaures
AenonpousBoauTeeM. [Ipy npueme 10KyMEHTOB IIPOM3BOAUTCS TIPOBEPKA:

- IPaBUWJIBHOCTH a/IpECOBAHMS;

- IPaBUJIBHOCTH O(DOPMIIEHUS U JOCTABKH;

- LIEJIOCTHOCTH YTIaKOBKH;

- HaJIM4Msl BIIOYKEHUH.

2.1.2. KoHBEpPT NMUCBMEHHOIO OOpAalIeHUs MMOIKAIBIBAETCA K OOpalleHHIO.
Ownbouyno nocTynuBmMe (He 1O  ajapecy) NHCbMEHHbIE OOpaIleHus
BO3BpAIllalOTCSI HaA IIOYTY B YCTAaHOBJIEHHOM Tmopsiake. Ha mumcbMeHHBIE
oOpallleHus, MOCTYNUBIIME C JCHEKHbIMH KyMopaMu (KpoMe H3BATBIX W3
oOpallenus), LHeHHbIMA OymaraMu (OOJUraudsMu, akuusMd M T. J.), LEHHbIMU
NIOZJapKaMH, COCTaBIIIETCS aKT B ABYX OSK3eMIuigpax. OIMH SK3eMIUIIp akTa
Xpanurcs 'y 3aBeaytomero JIOY, Bropolt mnpuoOImiaeTcs K MOCTYIMBILEMY
oOpalnieHHuIo.

2.1.3. IlocTynuBiINEe B NMUCBMEHHBIX OOpAIICHUSX JOKYMEHTHI (Macropra,
BOCHHbIE OWIIETBI, TPYJOBbIE KHW)KKH, NMEHCHOHHBIE YJOCTOBEPEHHS M IPyrHe
MPUJIOKEHUsT II0JJ00HOr0 pojia) IOJKAIBIBAIOTCS BIIEPEAW JIUCTA C TEKCTOM
obpamenuss. Ilpy HeoOXOOMMOCTH ¢ HHUX CHUMAarOTCS KONMU. JIeHBrM W
NOJUIMHHBIE JIOKYMEHTBI, IIOCTYIMBIIME BMECTE€ C IHUCBMEHHBIM oOOpalieHueM,
BO3BpAIIalOTCS 0OpaTUBIIEMYCs TIOUYTOBBIM I1€PEBOJIOM (3aKa3HBIM ITUCHMOM ), TIPH
3TOM IIOYTOBBIE pPAcXOIbl OTHOCATCS Ha cueT 3asBUTeNs. B ciydae eciwu
oOpaTuBIIMIiCS TpUCTIall KOHBEPT C HAKJIEEHHBIMH Ha HEr0 3HAKAMM I10YTOBOIA
OIUIaThl ¥ HAAIMCAHHBIM aJpPECOM, 3TOT KOHBEPT MOXET OBbITh MCIIOJIL30BaH ISl
HaIpaBJIeHUs] eMy OoTBeTa. UuCThle KOHBEPTHI C HAKJIEEHHBIMU 3HAKaMH ITOYTOBOM
OIIaThl BO3BPAILAIOTCSl 0OpaTUBILIEMYCS 3aKa3HBIM ITHCHMOM.

2.1.4. B ciyyae OTCYTCTBHUSI TEKCTa INHCbMa COCTABISETCS aKT B JIBYX
sk3eMIuIsgpax. OIUH 3K3eMIUISp aKTa XpPaHUTCS B CeKpeTaphare 3aBeyOIero
J1OY, Bropoit nprobIiaercs K MOCTYUBIIEMY 00paIEHHIO.

IIpyeM nHUCbMEHHBIX OOpalleHUd  HemoCpPeJCTBEHHO OT  TIpakaaH
IPOM3BOJAMUTCA B IpuemMHOM 3asenytromero JIOY. He npunumarotrces K
pacCMOTpPEeHHIO OOpallleHus, He COJeprKallie IMOIIMUCH OOpaTUBIIErocs u (W)
anpeca i oreera. Ilo mpocebe oOparuBlIerocss emy JeJIONPOU3BOIUTEIIEM
BBIJJA€TCSl PACIIMCKa YCTAaHOBJIIGHHOM (OpPMBI C YyKa3aHHEM JaThl [pHEMa
oOpalieHus, KOIM4ecTBa MPUHSATHIX JHUCTOB M cO00IaeTcsi TeiaedoH Ul CIPaBOK
no oOpamieHussM rpaxiaaH. HMKakMX OTMETOK Ha KONHSIX WM BTOPBIX
SK3EMIUISIpaxX PUHSATHIX 00pallleHui 1eI0NPOU3BOIUTENIEM HE JeIaeTcsl.

OOpamenus, nocrynuBmue Ha uMms 3aBenyromiero JIOY ¢ nomerkoi
"JInuHO", HEe BCKPBIBAIOTCS U MEPEIAr0TCs apecary.



ObpaiieHnss M OTBETHI O pe3yibTaTaX pPaCCMOTPEHHS oOparieHui,
MOCTYNMBIIKE HA NPEANPUITHE 110 (aKCy UK SIEKTPOHHOM MOYTe, IPUHUMAIOTCSI
Y PETUCTPUPYIOTCS JCJIONPOU3BOAMTENIEM C yKa3aHHEM (HOPMbI IOCTYIICHHS.

2.2. Peructpanus NucbMeHHbIX 00palleHuid.

2.2.1.  PaccmoTpeHme, a  TaKkKe Iepejaya  HAa  WCIOJIHEHHE
HE3apErUCTPUPOBAHHBIX ~ THMCHMEHHBIX  OOpallleHuil  He  JI0IyCKaroTCs.
[ocrynusuire B JIOY obpalieHns perucTpupyroTes, 171 Yero B IPaBOM HUKHEM
yIJly HepBO CTPAaHMIIbI TUChbMa MIPOCTABIISIETCS [aTa MOCTYIIICHHUSI.

2.2.2. IluceMeHHOMY OOpAalIEHUIO IIPUCBAMBACTCS —BXOISIIUIA HOMeEp,
POCTaBIISIEMBIN B B PETUCTPALIMOHHOM KypHaie. [Ipu perucrpanuu:

- MHIMBUJYalbHOMY W KOJUIEKTUBHOMY  IIMCBMEHHOMY  OGpaleHHIO
NPUCBAaNBAETCS PErHCTPALIMOHHBIA HOMEpP, COCTOSIMIMN TOJBKO W3 IMOPSAKOBOIO
HoMepa (Harpumep 15);

- PETHCTPALIMOHHBIA HOMEP BHOCHTCS B Ipady pPEerdCTPalMOHHOrO KypHaIa;

- (GaMwinsg W MHULMANBl 3asBUTENs (B MMEHMTENBHOM IIajieXke) BHOCATCS B
PETMCTPAllMOHHBIA KypHal. Jlns KONIEKTHBHBIX OOpalleHui yKa3bIBaeTcst
HaMMEHOBAHUE OOIIECTBEHHOTO0 OOBEJMHEHUS, OT UMEHH KOTOPOTO HAIPABIEHO
COOTBETCTBYIOLIee OOpalleHue (HampuMep «IpyIia rpak/aaH 1. Byrpsi»);

- @JpeC 3asgBUTEJISI B TOYHOM COOTBETCTBUHU C JJAaHHBIMH, YKa3aHHBIMH B TEKCTE
MMCbMEHHOro OOpaieHus (Ha KOHBepTe), BHOCUTCS B rpady pericTpalHoHHOrO
KypHana. Eciin miucbMo MOANMcano 1BymMs U Gojiee aBTOPamMu, TO perucTpHpyeTes
aBTOP, B AJIPEC KOTOPOI'o MPOCSAT HanpaBUTh 0TBEeT. OOIIee YHCIIO0 aBTOPOB B TOM
CllyJae yKa3blBaeTCsl B aHHOTAIMK K IUCbMEHHOMY OOpaIlleHHUIO;

- CIOCOO JI0OCTaBKH MMCHMEHHOTO 00OpalleHus - 0OBIYHOE MM 3aKa3HOE MHUCHMO;
TeJe€rpaMma;  IHMCbMO,  JIOCTABJIEHHOE JIMYHO, - BHOCUTCA B  rpady
PErUCTPaLlMOHHOIO XypHaa,

- €CclIM NHMCbMEHHOe oOpamienue mnepecnano B JIOY w3 apyroil opranusammu,
yupexnaenus, 1o B rpade  («IIpumeuaHue») perucTpalMoOHHOIO KypHaia
YKa3bIBa€TCsl, OTKyJa HMEHHO OHO IOCTYIIHJIO, IIPOCTABIISAIOTCS JaTa U UCXO IS
HOMED COIIPOBOJIUTENIBHOTO MTHUChMA.

2.2.3. Ha 3aperucTpupoBaHHOE MHCbMEHHOE OOpalleHHe COTPYIHUKOM
HOY, cocrapisiercss aHHOTaMs. AHHOTalMs JOJKHA OBITh YETKOIA, KpaTKoM, B
TOYHOCTH OTpa)kaTh COJIEP)KAHHE BCEX BOIPOCOB, MOCTABJIEHHBIX B IMHUCHMEHHOM
obpaiienud, M 0OOCHOBBIBATH QJPECHOCTh HAIpABJIEHHs OOpAIlEHMs Ha
paccmoTtpenue 3aBeayromero JI0Y. Kpome Toro, B aHHOTAIMK OTPa)KarOTCH:

- HEoOXOAMMOCTb B  MH(OPMHPOBAHHM O pe3yibTaTaX pPacCMOTPEHHs
NUCBMEHHOrO  OOpallleHus OpraHa, [0 pEeIIeHHI0 KOTOPOro obpalieHue
HampaBilieHO Ha paccmorpenure JIOY (mist oOpamieHui, MOCTYNMBIIMX Ha
NPeANpUATHE U3 OPTaHOB YIPABJIEHMs, OPraHOB UCIIOJIHUTEIBHOMN BIACTH | T. I1.);
- CBEJICHHUs O COLIMAJIbHOM IIOJIOKEHUU OOpaTHUBIIErOCs, B TOM YHMCJIE O JIbIOTax,
YCTaHOBJICHHBIX B OTHOILIEHUU OOpAaTUBIIETOCs 3aKOHOIATEILCTBOM PD;



- CBEJIEHUS O TOM, SBISETCS JIM NUCbMEHHOe oOpalleHue MOBTOPHBIM. Jlis
TIOBTOPHBIX IMUCbMEHHBIX OOpaIlleHUH yKa3bIBAIOTCS JaTa W PErMCTPALldOHHBIMA
HOMeEp MpeabIIyIIero oOpalieHusl.

2.3. HanpaBneHue NucbMEHHOT0 o0palleH s Ha paCCMOTPEHHE.

2.3.1. Ilocne cocraBieHMs KpaTKOW aHHOTALIMU MUCbMEHHBIE OOpalieHus
(BMecTe ¢ aHHOTalMeH) MepefaroTCsl AENONPOM3BOJUTENIEM Ha PAcCMOTPEHHE
3aBenytomero /[OVY.

2.3.2. B ciay4ae eciu BOIPOC, MOCTABJICHHBIH B MUCbMEHHOM OOpallleHNH,
He Haxoaurcs B komnereHuuu JIOVY, obOpamenue crnmcbiBaeTcss B Jienio (¢
MIOMEIlleHUEeM KOITUU oOpateHus U KOHTPOJILHOTO IK3EeMILIsIpa
COIIPOBOJMTENBHOIO IIMCbMA) C YBEJAOMIIEHHEM 00 3TOM 0OpaTuBIIErocs
rpakJaHWHa U B T€YEHHE IIATU JHEH MepechbulaeTcs 0 MPUHAIEKHOCTH B OpraH,
B KOMIIETEHIIMM KOTOPOI0 HaXOAUTCs JaHHbIA Bompoc. [IucbMeHHbIe oOpalieHus,
NpUCTIaHHbIE Ha IPEANPUSATHE HE I10 MPUHAUIKHOCTH M3 IPYTHMX OPraHoB,
BO3BPAILAIOTCS] B COOTBETCTBYIOIIHH OpraH.

B pe3omonuu ykassiBarorcs:

- HWMEHOBAaHME CTPYKTypHOro ImojpaszieineHuss (GaMwivss ¥ HHHULHAIBI
JOJDKHOCTHOTO JIMLA), KOTOPOMY TTOPYYaeTCsi UCIIOJHEHHE JOKYMEHTA;

- JIAKOHMYHO Cc(OPMYJIHUPOBAHHOE MOpPYYEHHE, NPEAUCHIBAIOIIEE JEICTBHUE,
HOPSAI0K U CPOK UCIIOJHEHUS JOKYMEHTA,

- noanuck 3asenyromeit JIOY (c pacmmdpoBkoit u gaToii);

- CChIIKA Ha PErMCTPALlMOHHBIA HOMEp MPUIIaraeMoro oopaiieHus.

Pesomonus opopmisieTcs Ha cBOOOJHOM OT TEKCTa ydacTKe MEPBOro JIMCTa
MHCbMEHHOIo oOpallleHHs, Kak IpaBHIO, B BepxHed ero yactu. Jlomyckaercs
oopMIIeHHEe PE30JIIOIHIA Ha OT/IEIbHOM JIUCTe (OJ1aHKe).

Pe3omonys Ha NMUCBMEHHOM OOpAllleHHH PErHCTPUPYETCS YCTAHOBIEHHBIM
MOPSAIKOM, II0CJIe Yero o0palleHrne He3aMeUIUTENIbHO TIepeIaeTCsl Ha MCIIOJHEHHE
B CTPYKTypHO€ TojpasjerneHue (nopkHocTHOMY muiy) JIOY, ykasanHoe B
PE30ITIOIUH.

2.4. PaccmoTpenue oOpareHuit CTPYKTYPHBIMU nojApa3aeaeHUsIMU
(IOJDKHOCTHBIMU JTUIIAMH ).

2.4.1. IlucemeHHBle OOpaleHus, paccMoTpeHHble 3aBenyromum JIOY wu
colepKalyecss B PE30JIIOLMU  TOpY4YeHHs,  IOJIekKAT  HCIOJHEHHIO
OTBETCTBCHHBIMU  HCIIOJHHMTEISIMA - COOTBETCTBYIOIIMMH  CTPYKTYpPHBIMH
noJpa3feaeHus MU (JOJDKHOCTHBIMH JIMIIaMHU) - B TedeHue He Gosiee 30 qHel co
AHs peructpauuu ux J10VY.

2.4.2. OTBeTCTBEHHBIN UCIIOJTHHUTEb BIIPABE:

- JlaBaTh MOPYYE€HUS B CBSA3HM C UCIIOJIHEHHEM JIOKYMEHTa JIPYTUM HCITOJIHUTEIISM,
YKa3aHHBIM B PE30JIIOLIUY;

- IIPUTJIACUTH 3asIBUTEIIS IS JIMYHOM Oecebl,

- 3ampamuBaTh B YCTAHOBJIEHHOM IIOpPSAJKE OMOJHHUTENbHbIE MaTepUaibl |
OOBSACHEHHUs Yy 3asBUTEJISI U MHBIX IOPHIUYECKUX ¥ (DU3NIECKUX JIMIL;



- B TCHUCHHE CYTOK C MOMEHTa MOJyYEHHUs BO3BPATHUThH JEJIONPOU3BOIUTEIO
MMCbMEHHOE O00pallleHHe C PEe30JIOLHeN, eCIH, 10 ero MHEHHIO, paspelieHue
NOJHATOr0 B 0OOpalleHHH BOIpOCa HAXOAUTCS HE B €ro KOMIETeHIMH. MHeHue
M3J1araeTcs B CIIy)K€OHOM 3aliCKe ¢ COOTBETCTBYIOIIMM 060CHOBaHHeM. PemreHue
0 JlaJIbHEHIIEeM HCIIONHEHHH JJOKYMEHTa B 9TOM Cllydae MPUHHMAET 3aBeyIOIIHM
J10V.

2.4.3. llpuBnedeHne K PpacCMOTPEHHIO OOpalleHHs [I€PEBOIYHKOB,
SKCIEPTOB U MOPSJIOK OIUIATHI UX YCIIYT corylacyercs ¢ 3aBeayromum JJOV.

2.4.4. IlucpMeHHble 0OpAIeHHUs], CO/IEPKAIIUE BBIPAIKEHHS, ocKopOuIstoIIIe
HYeCTb W JIOCTOMHCTBO JIPYIMX JIML, HE pPACCMATPUBAIOTCS, O 4YeM 3asBUTENb
MIMCPMEHHO YBEJIOMJIAETCS Yepe3 JeI0NpOu3BOAUTeNs. B HeoOX0MuMBIX ciydasx
TaKWe MChMa HAIIPABJISAIOTCS B IPAaBOOXPAHUTEIbHBIE OPraHbl.

2.4.5. IlucbMennble oOpaleHus 6e3 MOMKMCH, COmepIKaIIye KOHKpETHbIE
BOIIPOCBI, HANPABIIAIOTCA I CBEAEHMS 10 BEJOMCTBEHHOM NPHHAIEKHOCTH U
CIHUCBIBAIOTCA B Jenio. [Tncema Ge3 moanucu, B KOTOPBIX COAep)UTCS HHPOPMALHS
O COBEPIICHHOM WJIM IOTOBSIIEMCS [IPECTYIICHUH, HAMPABIISIOTCS LIS TIPOBEPKH
B IPABOOXPAHUTENIbHBIE OPraHkbl.

Ha nucemenuble oOpalienus, mo cyTu, He SBISIOUIMECS 3asBICHUSMHU,
KanobaMu WM MNPeNIOKeHHsIMH, WM MPockObl (B TOM YHCIIE CTaH/JapTHbIE
MO31paBJIeHHs, COOO0JIE3HOBaHMS, a TakXKe [IMChMa, pUcIaHHble B agpec JIOV s
CBEJICHHUS, | T. [I.), OTBETHI, KaK IMPABHJIO, HE JAIOTCH.

2.4.6. B ciyyae ecnu nmcbMeHHOe oOpallleHHe OZHOTO M TOTO e JIHIA
(TPyIIIbI JIMI) M IO TeM JKe OCHOBAaHMAM OBUIO paHee pPaccCMOTPEHO U BO BHOBb
NOCTYIHUBIIEM OT TOro e JiMUa (IPyNmbl JIML) OOpAIIEeHHH OTCYTCTBYIOT
OCHOBAaHMA I IIEPECMOTpa paHee MNPUHATBIX pelleHuit, 3asexyromuii JIOV
BIIPABE TNPUHATHL pEIIeHHe 00 ocTaBieHMH oOpalieHust 0e3 paccCMOTpeHHs II0
CYIIECTBY, YBEAOMHUB 00 3TOM 0OpaTUBIIErocs B IMCEMEHHO# (GopMe.

2.47. B cimydae ecnM NHUCbMEHHOe OOpallleHHe OJHOTO W TOro e JMIA
(rpymmsl JIMI) M 1O TeM e OCHOBAaHUSM, YTO M B OOpAIEHHH, HAXOAUTCH B
MPOU3BOACTBE CyJla WM Marephalbl, HEOOXOAUMBIE AJSI TPHHATHS DPEIIEHUS M
OTBETA 3aj4BMTEIIIO, PACCMATPUBAIOTCS B Cy/€, pPACCMOTPEHHE OOpalleHus
3apefyronuiom JIOY MoKeT ObITh OTJI0XKEHO 10 BCTYIUIEHHS B 3aKOHHYIO CHITY
pelIeHus cyia, 0 YeM 0OpaTUBILUICS TAKKe YBEIOMISETCS ITMCHMEHHO.

248. B ciyyae ecium 1O BONPOCY, COAEPKAIEMYCS B ITMCHMEHHOM
oOpalleHnn, MMeeTcs BCTyIHMBIIEE B 3aKOHHYIO CHIIY Cyae6GHOe pelieHue,
3apefyromuit JIOY BrpaBe npuHATE pemieHue 06 OCTaBIeHMH obpareHus 6e3
PacCMOTPEHHS 110 CYHIECTBY, YBEAOMUB 00 3TOM OOpaTHBIIEroCs B MUCHMEHHOM
bopme.

249. B cnyyae ecium IpH pacCMOTPEHMH THCHMEHHOTO OOpalleHMs,
[IOZIaHHOTO B HMHTEpeCax TPETbUX JIMI, BBIACHWIOCH, YTO OHHM MHCHMEHHO
BO3paXKaroT NPOTUB €ro paccMoTpenwus, 3aBenyromuii JIOY Brpase npekpaTuthb
paccMoTpeHue OOpalleHHs, O 4YeM OOpaTHBIIMHCS Takke YBEIOMISIETCS
IIMCBMEHHO.



2.5. B cayuasx, TpeOyrommx s pasperieHus BOIIPOCOB, IIOCTABJIEHHBIX B
MMMUCbMEHHOM OOpallleHUH, MPOBEJEHUS CIIeHHATbHOMN IPOBEPKH, UCTpeOOBaHMUs
JIOTIOJTHUTENBHBIX MATEPHaIOB, HPUHSATUS JPYTHX Mep, CPOKH PACCMOTPEHHS 110
pemenuio 3apenytomuiia JIOY MoryT ObITh mpo/ieHsl, HO He Gojiee YeM Ha OMH
MeCHI] C COOOIIEHUEM 00 A3TOM oOpatuBIIEMYyCsi © 000CHOBaHUEM HEOOXOIUMOCTH
POJVIEHHS CPOKOB. YBEIOMIIEHHE O TIPOUICHHH CPOKa PACCMOTPEHHMS 0OpaIeHus
(IIpOMeXyTO4HBIN OTBET) 3a6IarOBPEMEHHO HANPABIIAETCS] obparuBiemycs. Eciau
KOHTPOJIb 33  pacCMOTPEHHEM  OOpalleHHss YCTAHOBJEH  BBIIECTOSIIEH
OpraHu3alledl, TO OTBETCTBEHHBI MCIIOJHUTEL O0O0s3aH 3a0J1aroBpeMEHHO
COIJIacoBaTh C HEH MPO/JIEHHE CPOKA PACCMOTPEHHS 0OpaIIeHHS.

3. TpeGoBanus Kk 0(hOpPM/IEHHIO OTBETA HA MHCHMEHHOE oOpamenmue.
3.1. OrBersl Ha oOpamenns noAnuckBaoT 3apenyrommii JJOY U, B 3aBHCHMOCTH
OT ~ CymlecTBa  3aTPOHYTOro B OOpalleHMH  BONpOCa,  IPeICTaBUTENb
AIMUHUCTPALMK  COOTBETCTBYIOLIEr0  CTPYKTypHOro mojpaszzaenenus JIOV.
OTBeThI, B COJECPIKAHMU KOTOPBIX MMEIOTCS CCHUIKH Ha HOPMAaTHUBHO-IIPABOBhIE
aKTBI, BU3UPYIOTCA 1opucToM JIOY. Kpome Toro, oTBeT B 00s3aTeILHOM TOPSIIKE
J0JDKEH CONepiKaTh HEOOXOAMMBIE CBEJIEHHS O €ro HcHojHuTene (haMuIuio u
VHULMAJIBI).
3.2. Tekcr oTBeTa JOMKEH H3/araThcsi 4YeTKO, IOCIEHOBATENBHO, KpaTKo,
MCHEPIBIBAIONIE W J1aBaTh OTBET Ha BCE IIOCTAaBJIEHHBIE B MHCHME BOIPOCHI IO
cymectBy. Ilpu mnonrsepxkneHun (akToB, M3JIOKEHHBIX B JKanobe, B OTBeTe
CJIEIyeT yKa3blBaTh, KAKUE MEPbI IIPUHATHI K BAHOBHBIM J{OJDKHOCTHBIM JTHIIAM.
3.3. Ilpy HampaBleHMM OTBETa B BBIIECTOSIIYIO OPTaHM3ALMIO JOJKHO OBITH
HCeTKO yKa3aHO O TOM, 4YTO OOpaTUBIIMHCA B TOH WIM WHOH (opme
MPOMH(QOPMUPOBAH O pe3yNbTaTaX pPacCMOTPEHHS CBOEro OGpaIeHHs (st
KOJUIEKTMBHBIX OOpallleHNii yKa3bIBaeTcsl, KOMy HMEHHO M3 aBTOPOB JaH OTBET).
3.4. B oThenbHBIX Cllydasx OTBET MOXKET BBICBUIATHCS B (hopMe JIOKyMEHTa
(KomuH, BBINMCKM M3 JOKyMEHTa), B IOJyYeHHH KOTOPOLO HYXKIaeTcsl
obparuBumics. [lono6HbIe TOKyMEHTBI B 06A3aTeNbHOM MOPSAKE CHAGKAIOTCS
CONPOBOJIUTE/bHBIM THUCbMOM, COJEPIKAIIMM CCBUIKY Ha IOCTYIMBILIEE B aIpec
IOV nucemennoe obpaineHue (ero naTy u Homep).

IIpuioxkeHHble K MHMChbMEHHOMY OOPALIEHHIO MOJIHHHUKK JOKYMEHTOB

octarores B fnenax JIOY, eciu B nucbMe He cozmepxuTest npock6a 06 UX Bo3BpaTe.
B mocrnensem ciydyae ¢ noAMHHEKOB JOKYMEHTOB CHUMAIOTCS KOITUH, KOTODbIE 1
MIOMEILIAI0TCA B 18710 BMECTE ¢ KOHTPOJIBHBIM 3K3eMILISPOM OTBETA.
3.5. Ilpy momemeHMM MaTepHalOB IO MMCLMEHHOMY OOpAIIEHHIO B J€N0
OTBETCTBEHHBIH HCIIOJIHHUTENb YKa3blBaeT HCXOJSIIMIA HOMEP M JaTy OTIPaBKH
OTBETa B aJpec OOpaTHBILErocs, CBOIO (DaMHIMIO, HWHULHUAINLI, TeleoH, Mocie
Hero 3aBEpsET IEPEYUCIICHHbIC CBEIEHUS JMYHON mnoamuckio. KoHTpons 3a
NPaBUJIILHOCTBIO CIMCAHHS IMHMCBbMEHHOTO OOpalleHUsi W MaTepuagoB IO ero
PacCMOTPEHHUIO B J1EJI0 OCYyIIEeCTBIIsIeT 3aBeayromuii JJOY.



3.6. OtBeT Ha mUChMeHHOE OOpalleHue, KaK MPaBUII0, 0hOPMIISETCs Ha GlaHKax
A0V ycranosnenHoit ¢opmbl ¢ cobirofeHHeM paBuil, IPEABIBISEMBIX K
0()OPMIICHHIO JTOKYMEHTOB.

OTBeTamM Ha MUCHMEHHbIE OOpallleHHs] IPUCBAMBACTCS HCXOMISAIIMIL HOMeED.
Otnpasienne 0TBETOB 6e3 PerkuCTpaluy He 0y CKaeTCs.
3.7. TlonnvHHMKKM TIMChMEHHBIX OOpalieHuii, noctynusmue B agpec JOV wu3
ApYTHX NPEANpPUATUN (OPraHU3aluid, y4pekIeHUH), BO3BPALIAIOTCS TOIbKO IPH
HaJINYUHU COOTBETCTBYIOLIETO YKa3aHUS B CONIPOBOAMTEILHOM ITUCHME.
3.8. Eciin mo muchMeHHOMY OOpalieHHIo aeTcsi MPOMEXYTOYHbBIH OTBET, TO B
TEKCTE OTBETAa YKa3bIBACTCS CPOK OKOHYATENbHOIO pa3pellieHds Bompoca. B
CIIy4asiX, TpeOyIOmuX /I pa3pelieHusi BOIPOCOB, MTOCTABICHHBIX B MACHMEHHOM
oOpaieHuw, IIPOBE/ICHUS crequatbHOM IIPOBEPKH, UCTpeOOBaHHMS
AOTIOJTHUTEIbHBIX MAaTEpUAJIOB, TPUHSATHS JPYTHX Mep, CPOKH PACCMOTPEHHMS IO
pemenuto 3aBenyroiiero JJOY MoryT ObITh NpoJUIeHBl, HO He GoJiee YeM Ha OUH
MecsIIl ¢ cooOmeHreM 06 3TOM 0OpaTHBIIEMYCSI B 000CHOBAHHEM HEOOXOIUMOCTH
IIPOJIJIEHUSI CPOKOB.

Tabnuua 1

[IpumepHBIe CPOKHU MOATOTOBKK OTBETOB

Ne | HaumeHoBaHMe BHIa JOKyMeHTa Cpoxu OTBeTCTBEHHBIH
.11 MCIIOJIHEHUSI UCIIOJIHUTEb
1. | CpouyHble 1OKyMEHTEI 3 Hs co nHS B cootBeTcTBHE ¢
HOJTyYeHHUsI JOJKHOCTHBIMH
UHCTPYKIHSIMH
2. | Obpamenus 0e3 ykazaHus | 30 nHei# co aHs B coorBercTBHM €
KOHKPETHOM J1aThl UCIIOJTHEHHUS MOJIyYeHUs JOJKHOCTHBIMH
UHCTPYKIHSIMH

3.9. B HeoOXONMMBIX CITy4asiX OTBETCTBEHHBIH HCIIOIHHUTEIb MOXKET COCTABUTH
CIIpaBKy O pe3yjbTaTaX pacCMOTPEHHs MMCbMEHHOTO oOpalleHus (Hampumep, B
Cly4asiX, eclid OTBET oOparuBlieMycs ObUI JaH 110 Tene(OHy WIM NPH JMYHOM
Oecente, b0 eciu NpU pacCMOTPeHMH OOPAILEHNs] BOSHUKIIN 00CTOSTEbCTBA, He
OTpa’KeHHBIE B OTBETE, HO CYLIECTBEHHbIE ISl PACCMOTPEHUS J1e]1a).

4. KoHTpoJIb 32 paccMOTpeHHEM MHCHMEHHBIX 00palIeHuii.

4.1. Ha KOHTpPOJIb CTaBATCS MUCHMEHHBIE OOpAlIEeHHs, B KOTOPBIX COOOIIAETCS O
KOHKPETHBIX HapyIIEHHUSIX 3aKOHHBIX IIpaB, CBOOOJ U UHTEPECOB OOPATUBILUXCS, A
TaK)Ke oOpallleHHs 110 BOIPOCaM, UMEIOIIUM OO0JIbIIoe OOIIECTBEHHOE 3HAYEHHE.
Ha koHTpoIb Takke cTaBATCS BCe MOBTOPHbIC 0OpAIleHHs], TOCTYUBIINE B apec
JOV, tpebyromiue oTBera.

4.2. Ha 0coOblii KOHTPOJIb CTaBSATCS MHUChMEHHbIE OOpAIIEHHs], yBeIOMIEHHE 00
OTBETE Ha KOTOPBIC JIOJDKHO OBITH HANPaBIEHO B BBICIIME OpPraHbl yIpaBlIeHHs

(opraHbl MCIIOJHUTENBHOH BIACTH), a Takxke obpaulenus, nepecianusie B JJOY
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YKa3aHHBIMM OpraHaMH U COJEp)Kallde B COMPOBOJUTENBHBIX JIOKYMEHTAX
nnomMeTkud «CpodHOy.

4.3. Pemienue 0 mocTaHoBKe MUCHMEHHOTO OOpALIEHHs HA KOHTPOIb HPHHHMAET
3aBenyrommid JIOY. HemocpencTBeHHbIH KOHTpPONIb 3a COGIIOIEHHEM CPOKOB
paccMOTpeHMs MMCbMEHHBIX 00palleHUH OCYIIECTBIISAET AeI0NPON3BOIUTENb.

4.4. Ilpouienye cpoKa HCIOJHEHHs MUCHMEHHOrO OOpAIleHHs, a TAKXKE BCE ero
ABIKCHHE (€ro mnepejada OT HCIOJHHUTENS K HCHOJHHUTENI0) OTMEYaroTcs Ha
KapTo4Ke ¢ yKazaHueM (paMUIUH U 1aT [epeiadm.

4.5. HMcrnonHenue NMMCbMEHHBIX OOpAIlCHHMII CHUMAETC ¢ KOHTPONS B ClIydae
TOJIy€HUS TOKYMEHTAJIBHOTO [IO/ITBEPIKICHHS OTIPABKH OTBETA 0OPATHBILEMYCS.
OOpaienuns rpaxnaH, Ha KOTOPbIE IAIOTCS MPOMEXYTOUHbIE OTBETHI, ¢ KOHTPOJIS
HE CHHMMAIOTCA JI0 3aBEpLICHHS MEPENHMCKM 110 BOIPOCY, 3aTPOHYTOMY B
oOparieHuu.

4.6. CaeleHMsi O KOJIMYECTBEHHOM M KAUeCTBEHHOM COCTABE MHCHMEHHbIX
oOpaiienuit, nocTynmuBmEX B aapec JIOY, exeMecsuHo JOKIaMbIBAIOTCS
3aBenyromuii JI0VY.

4.7. Corpynuuxu JIOY, nomymenusie k paboTe ¢ MHCHMEHHBIMHU oOpaleHUsSIMH,
HECYT OTBETCTBEHHOCTh 33 COXPAaHHOCTh HAXOJSIIMXCS y HHX MaTepHalioB IO
Bonpocam obparenunii. CBenenus, coaeprkalmecs B 00paeHusX rpakiaH, MOTyT
HCIIOJIb30BAaThCSl TOJBKO B CIIy)KEOHBIX LENsIX W B Mpejesiax MOJTHOMOYHIA
OTBETCTBEHHOI'O MCIOJIHHUTEINS. 3ampeaercss pasrialleHHe COAepKalluxcs B
oOpallleHMH NePCOHAIBHBIX JAHHBIX OOPATHBIIMXCS 6e3 MUCHMEHHOTO COrTACHS
MOCIEIHUX.

4.8. Ilpu yTepe OTBETCTBEHHBIM HCIIOIHHUTENIEM MMCHMEHHBIX 0OpaleHHUi (yTeuke
CBEJICHHH, COJEpXALIMX MepCOHANbHbIE JTaHHbIC OOPATUBIIMXCSA) 3aBEIyIOLIEro
JOY naznayaercs ciiyxeOHOe pacciieJ0BaHUe.

S. Opranu3anusi npueMa rpasaaH.

5.1. Paspeuienne BOmpocoB, 3aTpOHYTHIX B MHMCHMEHHBIX OOPAIIEHUSIX, MOKET
MPOU3BOJIUTLCS TAKXKE IMOCPE/ICTBOM IpHeMa oOpatuBimxcs 3aseayronmm J0Y.

Ilpuem obparuBunxcs ocymectsisiercs 3aBexyomum JIOY  perymspHo
(exeHe/leNbHO) B 3apaHee YCTAHOBJIEHHOE BpeMs, O KOTOPOM YKa3aHO B
COOTBETCTBYIOIIEM OObsiBIEHUM (pacnucaHuu). Eciii Ha 3TOT JeHb NPUXOMUTCS
Hepabo4uit (IIpa3sqHMYHBIHA) NeHb, IPUEM MPOBOAMTCS Ha BTOPOi paGoumii /eHb,
CIEYIOIINH 3a [T0CIEJHUM HepabouuM (TIpa3HUYHEIM) THEM.
5.2. IlpexBapurenbHas 3amuch Ha NMPHEM MOXET OCYIIECTBIATHCS COTPYIHHKOM
JOV.
5.3. Bo BpeMs iu4HOro mpueMa oOpaTHBIIMICS HMMEET BO3MOXKHOCTH CIENaTh
YCTHOE 3asiBICHHE JMOO OCTaBUTh IIMCBMEHHOE OOpalleHHe M0 CyLIeCTBY
MOJIHUMAEMBIX KM BONPOCOB. B HeoOXOMUMBIX ciydasx [0 yKa3aHHUIO
3aBeJIYIOLIEro U ¢ cornacus obparusierocst corpyauukom JIOY Benercs kpaTkas
3anuch Oecebl.

10



54. B KoHue mpuema oOpaTHBIIErocs yBEIOMISIIOT O TOM, KOMY
(npenBapuTensHO) GyJeT MOPYYeHO PacCMOTPEHHE ero oOpallleHus: U Korjga oH
MOJy4MT OTBeT. B HEOOXOmMMBIX cilydasx oOpaTHBIIEMYCS MOXET ObITh
PEKOMEH/I0BAHO 00PATUTHCS JUIs pa3pelIeH s CBOETO BOMPOCA 32 KOHCYIIbTALUEN
K HMHOMY JIOJDKHOCTHOMY Jjuiy. OOpaTBIIEMyCs Takke COOOMIAeTcs HOMep
Tene(oHa, 110 KOTOPOMY OH MOJKET IHOJLy4HTh CIIPABKY O XOJIe pa3pelleHus CBOero
BOIIpOCaA.

5.5. Ilo uToram npuema oGpaTHBIIErocsi Ha OCHOBAHMM YKa3aHHil 3aBeIyOLIEr0
JOV ocymiecTpisieTcs MOArOTOBKa TeKCTa OTBETA Ha oGpalleHHe.

5.6. ITo npocnbe obpaTuBLIErOCS JOKYMEHTBI, HCIOJB30BAHHBIE UM BO BpeMsi
IPUEMA, MOTYT OBITh IIPUHSTHI Y HETO IO POCIUCH B LEJAX YCKOPEHHS PelleH s
Bollpoca 1o  cymecTBy. IIoJUIMHHMKM JOKYMEHTOB MO/JIeXAaT —BO3BPATY
oOpaTuBIIEMyCs, a KONHMH, KaK IIPaBHIO, IPHOOIIAIOTCS K KOHTPOJIbHOMY
SK3EMILISIPY OTBETA, BBICJAHHOTO B aJjpec 0OpaTUBILIErocs.
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