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NuamButy anbybr

MOJOKEHUE O MOPSIAKE PACCMOTPEHUSI OBPAIIIEHUIA
TPAXKIAH

1. O6mme nmos1oKkeHus

1.1. Hacrosumee mnonoxeHue pa3paloTaHO B COOTBETCTBHH C MepeyHeM NEHCTBYIOIIMX HOPMATHBHO-
IPABOBBIX JOKYMEHTOB, PerjlaMeHTHPYeT MpaBuia paboThl ¢ MOCTYNAIOMUMY 00paIleHHAMH TPKIAH B
obyyaromem nentpe UIT Cynnexo A.M.(zanee Opranusarms).

1.2. Opraunsauus paGoThl ¢ MHCHMEHHBIMH H YCTHBIMH OOpallleHHsMH IpaXKaaH Jo/mkHa obecrnednBaTh
HeOOXOMMBIE YCNIOBHS JUIS OCYLIECTBICHHS IPENOCTABJIEHHOrO M TrapaHTHPOBAHHOIO TIpakIaHam

Koncturynueit PO npasa o6pamaThes ¢ MpeUIoXKeHHsIMH, 3asBICHUAMH U jkanobamMu B MHCHMEHHON H
ycTHOH dopme. '

1.3. PaccieoBanye HapyIeHHS HOPM MpO(eCCHOHATBHOTO IMOBEJCHHs NeJarorHyeckKHM paboTHHKOM
MOYeT GBITh POBEICHO TOJNBKO 110 TOCTyTaoleli Ha Hero anoGe, I0JaHHOH B MHCHMEHHOH dopMme.

1.4. OGpalnesns rpakaad MOoCTyNAOT B BHAE IPeUI0KeHHIT, 3asBIenuit 1 xkanob.

IIpeonoxcenue — 0Gpalienne TPaX/IaH, HAPABICHHOE HA YJTyUIlICHHE JesTelbHOCTH 00pa3oBaTeIbHOTO
yUPEXIEHHS U T.J.

3asenenue — 06pame}me B L€JIAX peaTH3allii IIPaB ¥ 3aKOHHBIX HHTCPCCOB IPAXK/IaH.

JKano6a — obGpamenue ¢ TpeGOBaHHEM O BOCCTAHOBJICHHH IIPaB M 3aKOHHBIX HHTEPECOB PAKIAH,
HAPYIICHHBIX /JCHCTBHSMH JHGO PEICHHSAMH TOCYJapCTBCHHBIX OPraHoB, JODKHOCTHBIX JIHIL,
06IIeCTBEHHBIX JIHI H 00LIECTBEHHBIX OPraHN3alHii.

HOBTOPHBIMH CYHTAIOTCA 06pau1emm, IIOCTYMHUBIIHE OT OJHOTO M TOrO K€ JIHIA 10 OAHOMY H TOMY K€
BOITpOCY, €CJIH CO BPEMEHH MOAAYH [IEpPBOI0 UCTEK CPOK paCCMOTPCHHS HIIH 3asIBUTECJIb HE YAOBJICTBOPCH

JIAHHBIM €My OTBE€TOM.

ITucpbMa OJTHOTO M TOIO K€ JIMLa M 110 OOHOMY H TOMY K€ BOIPOCY, MOCTYIMHUBIINE 10 HCTCYCHHsT CPOKaA
paccCMOTPEHHA, CYMTAKOTCS NNEPBUYHBIMH.

He cyuTaroTcs HOBTOPHBIMH ITHCbMaA OJIHOTO H TOI0 K€ aBTOpa, HO I10 pa3HbIM BOIIPOCAM.

AHOHHMHBIMH CUMTAIOTCS MHChMa rpakian 0e3 MOANMCH H YKa3aHHs (amunK, He coziepKalye JaHHbIX
0 MecTe HX KHUTEIbCTBA, pabOTHI HITH y4eObL.

2. Oprann3anusi 1eJ10NpOH3BOACTBA

2.1. Opraau3auus paboThl ¢ MHCBMAaMH H y CTHBIMH obpalueHHs MU TPaKIaH J0JDKHA 00ecrenBaTh
HeOGXOTHMbIE YCJIOBHS JUIS OCYIIECTBICHHS MPEACTABNEHHOrO H rapaHTHPOBAHHOTO IPAXAAHAM
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Koncrutyuueii PO npasa oGpamarses ¢ npe/uioXeHHsIMH, 3a4BICHHAME | wanobaMu B MHCEMEHHOH H
ycTHOil hopme.

2.2. OTBETCTBEHHOCTh 32 OPraHM3aUHIO M COCTOAHHE JEJONPOM3BOACTBA MO MHCHMAM M yCTHRIM
o6 paleHHsIM rPAKIAH BO3IAraeTes Ha PyKOBOANTEL Oprann3aum.

2:3: HCHOHPOIDBOACTBO o oGpmuelumM rpaxaaH  BEACTCH OTACJBHO OT JIPYIrHX BHIOB
JICJIOMPOH3BOICTBA Oprmmaauun.

2.4. TlpuHsTHE pelleHHs MO PACCMOTPEHHIO MHCEM H YCTHBIX oOpatieHnii rpaXkaaH OCYIIECTBISCTCA
pykosoantenem Oprasu3annH.

2.5. HenocpeACTBEHHOE WCIONHEHHE TMOpYYeHHil MO MHCbMaM M yCTHBIM obpauieHusaM TpaxiaH
OCYIIIECTR/ISETCS OTBETCTBEHHBIMH paboTHHKaMi Opranu3aiuy.

3. [puem § perucTpauns nicem rpazkian

3.1. Bee nocrynaonme B Oprannsauiio ofpamienns rpaxian IpHHHMAIOTCA 1 ohopMIsIOTCS B JAeHb HX
MOCTYTICHHS.

3.2. Toctynaomue ofpamenus ¢ KOMHSIMH JOKYMEHTOB (HanmpuMep, KOMHI aTTeCTaToB, JMIIOMOB,
TPYOBBIX KHIDKEK H JIP.) IPHKPENUISIOTEs K TeKeTy ofpamtenist. [ToyueHHbie MOUTHHIHIKH JIOKYMEHTOB,
eHHbIe OyMard BO3BPALIAIOTCS MPAKAAHAM 10 aKTY.

3.3. OGpameHus rpaaaH, KONHH OTBETOB HA HHX H JOKYMEHTBI, CBA3AHHBIC C HX paspeuieHueM,
OpPMHEpYIOTCS B Z1e7ia B COOTBETCTBHH ¢ YTBEPXKICHHOT HOMEHKJIATy pOil.

3.4. [TocTynMBIINE MHCHMA FPOKAAH PETHCTPHPYIOTCS B PErHCTPALHOHHO - KOHTPOIBHEIX KapTO4KaxX H
XYpHQIe ydeTa. PerncTpauMOHHBIN IITaMIl MPOCTaBISETCS HA JHIEBOIl CTOPOHE MEpPBOro JHMCTa ¢
YKA3aHHEM DEriHCTPALMOHHOrO HOMEpA, AaThl PErHCTPALHH H KOHTPOIBHOrO CpoKa HCTIOJIHEHHUS.
PernCTpalMOHHEIT (BXOASUIIM) HOMEp MHCBMA COCTOMT H3 NOPSAKOBOTO HOMEpa [IOCTYIIHBIIETO
o6paleHis B npe/ie/ax KaleHIapHoro roaa i HHIEKCa el1a Mo HOMCHKIAType. Eciu 3asBHTENb TPHCIIA
HECKOJBKO THCeM, HO MO pasHeIM BOMpOcaM, TO HA KaXJI0€ NHCbMO NPOCTABIACTCS CBOIt
perncTpauHoHHBI HoMep. Ec/H MHCMO Nepeciano, To B XKypHale (8 rpade nmpuMevaHHe) yKa3bIBaeT
OTKYZIa OHO MOCTYMiIO. [TOBTOpHBIE MHCHMA CTABATCS HA KOHTPOID. ITpu paGoTe ¢ HUMH MOAOHPAIOTCS
HMEIOIIHEcs JOKYMEHTBI 10 00paIleHtsiM JaHHOro 3asBHTeNs. B XKypHane yueTa H PErHCTPALMOHHO -
KOHTPOJNBHBIX KAapTOUKaX mpocTaBiseT Ne KOXA TeMbl NHCBMA B COOTBETCTBHH € TIPUMEPHBIM
knaccudukaropoM. Eci B OAHOM MHChME CONCPKHTCS HECKONBKO TEM, TO Ka@XI0il TpHCBAHBAIOT
o6o3HaueHHE No KI1accHHKATOpy.

3.5. IMocne perucrpanii OOpalleHHs HANPAB/IOTCS PYKOBOAHTEIIO Opranusamu Uit ohopMIeHHAs
PEe30.IOLHH ¢ YKA3AHHEM HCTIOJTHHTEIIS, NOPSUIKA i CPOKOB HCTIONIHEHH.

4. PaceMoTpenne NicbMEHHbIX 00 pamenuii rpazian

4.1. I[TuceMa rpaxaas, mocie PEeruCcTpalii H OQ)OPMIICHIM PE30TIONHH PYKOBOIHTEIIEM Opranmamm
rnepenaroTes Ha HCIMOJIHEHHE KOHKPETHOMY HCITOJTHHTEITIO oA «POCIHCH» B ytxemoﬁ JOKYMCHTAUHH.

4.2. TTichMa rpaian, TpeGyIomiie MPOBEPKH HINOKEHHBIX (AKTOB, PACCMATPHBAIOTCS I0/DKHOCTHBIMH
JMHLE@MH B CPOK 710 OJHOTO MeCSIa CO JIHS HX PErHCTPALHH; He TpeQyIolie JONOIHUTEIbHOIO H3YYeH s
1 poBepKH He - mo3uHee 15 nmeii. B OTZENBHBIX CTY4YasX CPOK PACCMOTPEHHS MHChMA MOXET ObITh
NpOJUTeH, HO He Golee YeM Ha O/IMH MECALL, O MeM HCMONHATE YBEIOMIAET 3ASBHTEIN.

He nomycKaeTcs HAnpaBleHHe NMHCEM TPOKIAH HA PacCMOTpeHHe paCoTHHKaM, JeliCTBHS KOTOPBIX
00XKaTy10TCS.




B CONMpOBOAMTENHHOM NHChME O00f3aTEeNHHO YKa3blBAeTCA TMOPAIOK OTBETA 3aABHTENIO, a MpH
HEOOXOIMMOCTH - M OpraHu3aiuy (yupexIeHnio), B KOTOPYIO HampasiseTcs JanHoe obpamenwue. [Ipu
3TOM OTBET Ha o0pallieHHe CTaBUTCSA HCIOMHHTENEM «HA KOHTPOJIbY.

AHOHHMHBIE TUCHbMA, KaK MpaBUJ10, HE pacCMaTpHBaKOTCA.

[TuceMma, OeCCMBICIICHHBIE 110 COJICpKaHuI0, a TakKKe HEKOPPCKTHBHIC no cbopMe, nonﬁuparoTcs; B
CIICUHATIBHYIO MAaNKy U HE paCCMAaTpHBAIOTCA.

4.3. Otsersl Ha oOpaimieHHs TpakIaH MOATOTABIHBAIOT HCIOJHHTENH 3a MOAMHCHIO PYKOBOAMTEA
Oprasun3anmH.

OTBeThl Ha MMHCbMa, HaIpaB/isieMble B BBILICCTOAIIHE OpraHU3alMH H JenyraraM, OlbopMHﬂlOTCﬂ B
o0s3aTeIbHOM NOpAAKE, 3@ NMOAMUCHIO PYKOBOIUTEIIA Opraﬂmaupm.

4.4. JIomKHOCTHBIE JIHIA TIPH PACCMOTPeHHH o0pallleHnii rpaxian 00sA3aHbl:

* BHHUMATECJIbHO NPOAHATA3UPOBATE H3JIOKCHHBIC HpOGJ’IeMbI, B ClIy4ae HEOOXOOUMOCTH C/eIaTh 3anpoc
Tpe6yeMbrx JIOKYMEHTOB HMJIM TIPOHM3BECTH BBIC3IT Ha MECTO JUIA IIPOBEPKH Q)aKTOB, a TakKxe
NpEATIPHHHMATD APYTHE MCPhI )1 00BEKTHBHOTO paspeueHusa BOnpoca;

¢ IIPHHHUMAThb 000CHOBaHHEIE peuieHus 1no O6pallleHPUlM, obecrieunBaTh CBOEBPEMEHHOE M IIPABHJIBHOC
HCIIOJTHCHHE 3THX pememm.

4.5. Tlo pe3yJbTaraM pacCMOTPEeHHs BOIIPOCOB COACPXKALIMXCSA B NMUcCbMax TIpaxaaH, HCIOJIHHTEIb
MOATOTaBINBACT OTBET 3asABUTECIIIO.

IIpH COCTAaBNEHMH OTBETAa O Pe3y/bTATaX PacCMOTPEHHs NMHChMa JODKHBI COOMIONATBCA CIEYIOIIe
TpeboBaHus:

* KPaTKO M3JI0KHTb, Kakas paGoTa GbL1a IPOBE/IeHA /Ul NIPOBEPKH (aKTOB, H3NOKCHHBIX B obpaleHHH;

e eCIM B IHCHME 3asBHTENS COAEPIKHUTCS HECKONBKO BOIPOCOB, TO OTBET HAXO JaTh Pa3/CIbHO IO
Ka)XI0OMY PacCMOTPEHHOMY BOIIPOCY;

* COOBLIMTE, MOATBEPAWTACE JIH (AKTBI, H3JTOKEHHBIE B MHUCbME, KaKHe MEpPhl IPHHATBHI 10 pe3y/bTaTaM
IPOBEPKH.

4.6. OtBeTsl OGopMISIOTCS Ha GlaHKaX MHCEM M COJCpXKAT CleNyIOLIHe PEKBH3HTBI aApecar, TEKCT,
(haMuTHS MCTIONHATEIA C yKasaH#eM ero paGouero TeneoHa, 1aTa UCTONHEHHS H HCXOMALIMH HOMED
MACHhMAa MPOCTABIISIETCS MOC/IE TOr0, KaK MHChMO TMOAMHCAHO.

5. Koutpo.s 3a paboToii nucbMeHHbIX 00pamen il rpaian

5.1. Tlopsgok MOCTAHOBKH IHMCEM HA KOHTPOIb ONPEIENSIOT PyKOBOAUTEIb OpraHuszauuu H
HEOCPe/ICTBEHHO - HCIOIHUTENb(H). [THehMa rpak/IaH, NepenpaBieHHble B APYTHE OpraHH3alMy MM
yupesKIeHus H TpeOylomHe cooOLIeH s Pe3y IbTaTOB HX PACCMOTPEHHS, CTABATCS Ha KOHTPOJIb.

5.2. Ilucema Trpaxaad, IIOCTAaBJIEHHbIE HA KOHTPOJb, IOMEYAIOTCS OTMETKOH «KOHTPOJIbY B
PEruCTPALHOHHO - KOHTPOJIBHBIX KapTOYKaXx. OGparenns rpaxaaH, KOTOpbIE JAr0TCs MPOMEKY TOYHbIE
OTBETHI, ¢ KOHTPOJIS HE CHUMAIOTCH.

5.3. OpraHu3aids KOHTPOJIA: XOA M CPOKH HCIOJHEeHHS OOpAlleHHH IPaXIaH B PErHCTPALMOHHO -
KORTPOJIBHBIX KAPTOUKAX M KyPHAJIE yueTa BeAeT PYKOBOMTEb OpraHu3aluy.

5.4. Cpoku HCIOJTHEHHS [HCEM TIPakK/IaH, MO KOTOPEIM HEeoOX0MMa TMOATOTOBKA OTBETOB B
BBINIECTOSIIHE OPraHbl, NMPOUIEBAIOTCSA TOJIBKO IOC/E COIIACOBAHMA C HHMH. O npoIeHHH CpoKa
coob1aercs 3asBUTEIIO.




N3menenne CpPOKAQ MCMOJHEHHS IIPOH3BOAHTCH SQGHGI‘OBPBMCHHO JINLIOM, YCTAHOBHBIIMUM TOT CPOK, IMpH
HATHYHH 00BEeKTHBHEIX NPHUYHH, H3JIOXKCHHBIX B COOTBCTCTByIOU.ICﬁ 3aMucKe.

M3MeHeHHe CpOKa YKa3bIBAaeTCs HA JOKYMEHTe, a TaKkKe H3MEHEHHsS BHOCATCS DPErMCTPAlHOHHO -
KOHTPOJIbHYIO KapTOUKY.

5.5. KoHTpob 3aBepuiaeTcs TOMBKO MOCIE BBIHECEHHS PELUCHHS H MPUHATHA HCYCPIBIBAIOMIMX MEp M0
paspemenmio oOpawmenuii. Pemlenne o CHATHH ¢ KOHTPOJA M OOpamieHHi NPHHAMAET PYyKOBOAUTEb
Oprann3atui.

[Tucema TPOXIAH CYHTAIOTCS Pa3pellieHHbIMH, €CJIH paCCMOTPEHBI BCC [IOCTABJICHHBIE B HUX BOITPOCHI H
JAHBI OTBCTHI 3asABHTCIIAM.

5.6. OtBeTbl B BBIICCTOSINHE OprasMsanui, peaakuud TraseT H XypHaJIOB NOANHCBIBAOTCH
PYKOBOOHTECIICM Opramnamm, B €TI0 OTCYTCTBHE 3aMECCTHTEIICM.

6. IIpuem 1 paccMOTPeHHE YCTHBIX 00pameHHii rpakiaH

6.1. Ipuem rpaknan B Oprauu3aliil MOXKeT OCYLIECTBISTECS KaK M0 NpeJBAPUTEIbHON 3alliCH, TaK H
Ges nee.

PykosoauTeanr Oprannsanuu Beaer npuem:
NMoHeeIbHHK, cpeaa ¢ 10.00 xo 12.00.
B ero orcyTcTBHE MpHEM OCYIIECTBISET €r0 3aMECTHTEIH.

6.2. [Tpuem noceTHTeNelH perHcTpHpyeTes B )KypHAIE IPHeMa MOCeTHTeNe .

7. O000menne H AHAIH3 NHCHMEHHBIX H YCTHBIX 00pameHHii rpazkian

7.1. Pykosomurens OpraHu3alH HIH IO €ro NOPYYeHHIO IpYTHe JODKHOCTHBIE JTHIA JOJDKHBI
CHCTEMAaTHYECKH AaHATM3HpOBaTh M 0000WaTh NpeUIOKEeHHs, 3asBICHHS, JKAIOOBl TpaXIaH H
CoJIepyKalHecsi B HHX MPAKTHYECKHE 3aMeYaHHsl.

Llem;: CBOCBPEMCHHOC BBIABJICHHE MW YCTpAaHCHHE IIPHYHHBI, nopo»ma}omeﬁ HapyuIeHHE IIpaB
3afBHTENCH, 3amuTa HHTECPECOB TIpaXxaaH B COOTBCTCTBHH C 3aKOHOJATECJILCTBOM, a TakKXkKe
COBCPUICHCTBOBAHHC opraﬂusauHOHHoﬁ K ynpaBnquecxoii JACATCIBHOCTH B CHCTEME Oprarmsaupm.

7.2. O6o06menne oOpaleHHit MOKHO OCYLIECTBIATh IO CIeAYIOLIEH IPHMEPHOIT KIacCHpHKALIH:

- 110 azpecy o0paieHHii (B TOM YHCIe MOCTYMAIOIIHX H3 BBILIECTOSIIUX OPraHOB);
- [0 THIIAM H BHIaM 00pa30oBaTeIbHBIX OpraHH3amuii;

- CKOJIBKO TOJIYYEHO H PACCMOTPEHO KOJLIEKTHBHBIX, HHMBH/Ty a/IbHBIX, aHOHHMHBIX 00paIleHHii;
- 110 HanpaslIeHHsM paboTsl (110 KIaccHGHUKATOpY TeM).

[TpoBOAMTCS KOMHYECTBEHHBIH M KAUeCTBEHHBIH aHaIH3 BCEX IOCTYMHBIIHX oOpamenuii ¢

XapaKTepHCTHKOI (aKTOB, H3IOKEHHBIX 3aBHTEIAMH H YKA3aHHEM DPe3yJIbTAaTOB: B YAaCTHOCTH, KAKHE
(aKTbl MOATBEPIHIHCH MOTHOCTHIO HITH YACTHYHO.

[To pesynbTaTaM aHQIH3a MPEICTABISAETCS HHOOPMALHS C KOHKPETHBIMH PEKOMEHIALMSMH 11O

COBEpLICHCTBOBAHMIO palboThl B JaHHOM Bompoce. MarepHansl 0GOPMISIOTCS B BHAE 000OIMIEHHBIX
cBeJleHHii, TabIHI H AHATHTHYECKHX CIIPABOK.

7.3. AnanmuTnyeckas MHQOpMaums no uroram paGoTHI ¢ OOpAICHHSIMH TPAXIAH MOATOTABIHBACTCS
3a KaJIeHJapHBbId rOJ.



8. ®opMHpOBAHME M XPAHEHHE JIe]I 10 MHCHLMAM H YCTHBIM o0pameHnsM rpazx/aaH
8.1. Bce mocTynmMBIIME ITHCBMA M yCTHBIE obpalenus rpakaaH 1Mocjie UX pa3pemeHus J0JUKHBI ObITh
BO3BpAIICHKI B y4eOHYIO YaCTh CO BCEMH OTHOCAIMMMHCS K HAM MaTepHanaMH [Uls UCHTPATH30BAHHOTO
ydeta # pOpMHPOBAHHUS AL
®opMHpOBaHHKE H XPaHEHHE JIeJ 0 OOPAIIEHHAM IPaX/IaH y HCTIOTHHUTEIA 3aNpeIlacTes.
8.2. IluceMeHHBle OOpalleHHsI TPaXIaH, KONMMH OTBETOB HAa HHX M JOKYMEHTBI, CBA3AHHEIC C HX

paspeleHneM, a TakyKe JOKYMEHTHI 110 JTHYHOMY NPHeMY rpak1aH (OpMUPYIOTCS B Ie/ia B COOTBETCTBHH
C YTBEPKIEHHONH HOMEHKJIATY PO eI

8.3. B mpomecce (opMHpPOBaHHA € IpoBepseTcs TaKike IPaBUIBHOCTE O(OPMIICHHSA IOKYMEHTOB
(moANMMCH, JaTHl, MHIEKCH, anpecatsl). HenoodopMmieHHbIE WIH HENPaBUILHO O(QOPMICHHBIE
JIOKYMEHTHI BO3BPAILAIOTCS HCIIOJHUTEISIM Ha T0paboTKy.

8.4. TncpMa B MaTepHAIIBI 110 YCTHOMY PACCMOTPEHHIO 0OpalleH i rpakaaH XpaHATCs MATh JIET, MOCIe
Yero YHHUYTOXKAIOTCSL.

8.5. Ilo ucrevyenuu YCTAHOBJICHHOI'0 CpOKa XpaHEHHS JOKYMEHTOB I10 IIPEUIOKCHHSM, 3asBJICHUAM H
xamobam IpaXxJ1aH COCTaBJISIETCSI aKT 00 wux YHHUYTOXXECHHH, KOTOpLIﬁ MOANHUCHIBACTCA WICHAMH
SKCIIEPTHOH KOMHCCHH H YTBEPXKIACTCS PYKOBOJIUTEIEM Opraﬂusauml.

9. 3ak/II0YHTEILHBIE MOJ0KEHHSI

9.1. Hacrosmee mnono)keHHe BCTyMaeT B CHIY C JaThl MPHHATHS M YTBEPIKACHHS PYKOBOJIHUTEIIEM
00pa3oBaTeIbHOI OpraHU3aIHH.




