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1. O0miue moJI0KEHUS

L1, Tlomoxenue 06 opraHusaumu paGoTs ¢ 06paIEHAIMH rpaxnad B8 AHO
CIIO «ludpooit xomremk «CuHeprus» OIPENEIAeT ¥  peraMeHTHPYeT
OPraHM3allHIO PaboOThl C OOpAIICHWAMH TPaXTaH H HX [IPHEMAa B ABTOHOMHOI
HEKOMMEPYECKOH ~ OpraHM3alMH CPEAHEro IPohecCHOHAIBHOTO o0pazoBaHHs
«Iudposoit xomremk «Cuneprusy (nanee - KOJLTEIK), TPaBUIIa PETUCTPALIUH, yIeTa
¥ KOHTPOJLS, aHAIU3 PAOOTHI C MPETOKEHHUAMH, 3asBICHIIMHE H Ka100aMu rpaXcaaH.

1.2.  Hacrosmee mosnoxeHne pa3paboTaHO B COOTBETCTBHHU C KoHucrutytueii
Poccuiickoit @enepanun, DenepanabHBIM 3aKOHOM OT 2 Mas 2006 r. N 59-®3 "O
TIOPSIAIKE pacCMOTpeHus oOpallenui rpaxnan Poccuiickoit ®epeparnuu”, IIPaBOBBIMU
aKTaMmu 1pesuneHta Poccuiickoit ®enmepanyu  u IIpaButenscTtBa Poccuiickoit
Oenepaumun, ¢ IlonoxeHneM 06 aHTHKOPPYIIMOHHONW TOMHTHKE ABTOHOMHOM
HCKOMMEPYECKOH ~ OpraHM3alvi  CPeHEero mpoQecCHOHATEHOTO —0Opa3OBaHMs
«udposoit komremx « CuHEprus».

1.3.  IlomoxeHue pacnpocTpaHsieT CBOe AelicTBHe Ha oGpalleHHs rpaXcaaH,
TIOCTYMAOIMe B KOJIIEIDK B IIMCbMEHHOM HIIM yCTHOH (opMe Ha IMIHOM IIpHeMe, 110
II09Te, BKIIOYAs SJICKTPOHHYIO, 32 UCKIIFOYEHHEM OOpalleHHi, KOTOphIE IOJIeKaT
PaCCMOTPCHUIO B TIOPANKE, YCTAaHOBIECHHOM (eIepalbHBIMA KOHCTHTYIMOHHBEIMH
3aKOHaMH U UHBIMU (eiepalbHBEIMU 3aKOHAMH.

14. B mnacrosmiem ITonOXeHMH NPUMEHSIOTCS CIICAYIOMHE OCHOBHBIE
ITOHSITHS:

- o0pallienue rpaxiaHuHa (faliee - oGpalleHie) - HalPaBIeHHBIE B KOJIEIK B
NUCEMEHHOH (opme Wi B (OpME DIEKTPOHHOTO JOKYMEHTa, B TOM YHCIE C
WCIIONE30BaHUEM  (e/lepallbHON  ToCyJapCTBEeHHOM HH(OPMAIIMOHHON —CHCTEMEI
«EmMHEIA  mOpTan roCyNapCTBEHHBIX W MYHHIMIAILHEBIH yerayr  (dyHKImit)»
IPEAJIOKEHNE, 3adBICHIE WK Kainoba, a Takke yCTHOe obpalleHne IpaJaHHHA B
Komnemx;

- TPEUIOXKECHUE - PEKOMEHJAlMs TpaXAaHWHA I[10 COBEPIIEHCTBOBAHUIO
HOPMAaTHBHBIX IIPABOBBIX aKTOB, JEATEIBHOCTH KOJUIEKaA, PA3BUTHIO OOIIECTBEHHBIX
OTHOILICHHUH, yIy4LUIEHHIO COMMATbHO-5KOHOMUYECKOM M HHBIX cep AeSTeIBHOCTH
KOJLUIEIKa U O0ITeCTRa;

- 3adBJIeHHC - Mpock0a TIpaXKJaHHHA O CONEHCTBUM B pealH3alHH ero
KOHCTHTYIIMOHHBIX IIPaB ¥ CBOOO]I UIIM KOHCTUTYIHOHHBIX [IPaB ¥ CBOGO, APYTHX JIHUIL,
nu60 cOObWeHNe O HAapyILIeHWH 3aKOHOB W MHBIX HOPMATHUBHEIX IPABOBBIX AKTOB,
HeZI0CTaTKaX B paboTe KOJUIelKa U JODKHOCTHBIX JIMII, THOO KPUTHKA NesSTENbHOCTH
KOJUIE[DKA U JOJDKHOCTHBIX JIMIT;

- Kamoba - Impock0a TIpakJaHWHA O BOCCTAHOBIEGHHM WJIHM 3QIUTE €ro
HapyIIeHHBIX TIpaB, CBOOOJ MM 3aKOHHBIX HHTEPECOB JHMOO IpaB, CBOOON WIH



3aKOHHBIX HHTEPECOB APYTHUX JIHIL;

- MOJDKHOCTHOE JIMLO - JIUIO, MOCTOSIHHO, BPEMEHHO WM TI0 CHEIHATbHOMY
IIOJIHOMOYHUIO  OCYIIECTBIAIOIIEE  (GYHKIUM  TPEACTABUATENS BIACTH  JHOO
BBIIIOJIHSIOINIEE OpPraHHU3allMOHHO-  PacCHOPAIUTEILHEIE, aIMHHUCTPATUBHO-
XO34HCTBEHHbIe PYHKITHN B KOJUIEIKE.

2. Ilopsinok nupopMupoBaHHs rpaxaan 06 OPraHA3aANMH PACCMOTPEHHS
oOpameHH i

2.1. IlnceMeHHBIE OOpalleHMs C IOCTABKOW IO II0YT€ MM KyphepoM
HaIpaB/AIOTCA II0 IMOYTOBOMY ajpecy komemka: 677000, PecmyGmmka Caxa
(SIkyTHs1), ropozpckoii okpyr ropox Skyrck, ropox SxyTck, yauua bectyxeBa-
Mapmunckoro, oM 5, kopmyc 1, momerenue 9 (212).

22. Anpec Kommemxa IS CaMOCTOSATENRHOM IMOJAYd  ITHCHMEHHBIX
oOpaienuii: ropox Axyrck, ymuna bectykesa-MapauHckoro, oM 5, ka6. 3 141

23. TI'padux paboTHl KoOWIeMka ¢ IpaXIAHAMH OIS CaMOCTOSTEIBHOM
[I0aY¥ MHUCHMEHHBIX OOpaIleHHi:

- moHenenbHuK-4eTsepr: ¢ 10.00 mo 16.00;

- matarna: ¢ 10.00 go 15.00

- obenennsIit nepepsis: ¢ 13.00 o 14.00;

- cy660Ta, BOCKpeCeHbe — BEIXOAHEIE JHU.

2.4.  OOpaieHus B hopMe IEKTPOHHOTO JOKYMEHTA HAIPABIIAIOTCS 10 a[[PECY
3JIEKTPOHHOM ITOYTHI Koiuiemka: yakutsk college@synergy.ru.

2.5. Jlv4HbIi IpueM TpaxAaH BemeTcs IO aapecy: ropox SIKyTck, yiuila
bectyxeBa-MapuHckoro, oM 5, kab. 3131
2.6. JInyHEIH IIpHeM I'paXkaaH
JUPEKTOPOM KOJUIEKA OCYIIIECTBIISIETCS 10 TPpaduKy:
- nmoHegenbHUK: ¢ 09.00 mo 11.00;
- cpena-uetBepr: ¢ 16.00 o 17.00;
3aMEeCTUTEISIMU JUPEKTOpa KOJIemKa:
- BO BpeMsl 00pa30BaTeIbHOTO Ipoliecca (B COOTBETCTBHHU ¢ KaJleHJapPHBIM
y4eOHBIM TpaduKoMm).
['padux nugHOTO TpUEeMa TpaxdaaH IUPEKTOPOM H  3aMECTHUTEISIMHU
IUpeKTopa KOJUIeIKa pa3MelnaeTcs Ha OQUITHATEHOM caiTe.

2. TpeGoBanus k o6palnIeHHIO
2.1. Bce oOpamenuss rpaxigaH [IOJDKHBI OBITh  COCTaBI€HBI Ha
rocyaapcTBeHHOM si3bike Poccuiickoit Demepanum (pycCKOM S3BIKE).
B ofpamenun rpaxigaHUH B 00S3aTeTbHOM TIOpPSIKE YKa3bIBaeT CBOH
(baMuIIHIo, UMsI, OTIECTBO (TIOCTIeTHEE - IPH HAJTUYWHN), pecC JIEKTPOHHOM IOYTEL, 110



KOTOPOMY [JOJDKHBI OBITh HaNpaBIE€HBl OTBET, YBEOOMIICHHWE O IIepeajipecaruu
OOpallleHHs], U31IaraeT CyTh IPEITIOKECHHUS, 3asBICHUS WU JKAIO00BI, CTABUT ITHYHYIO
IOJINCH U AaTy (mpunoxenue Ne 1).

2.2.  OOpameHnus rpakaH HaIPaBISIOTCS HA UMsI UPEKTOPA KOILIEKa, THO0
JIMII €T0 3aMenaomux. B cioydae HeoOXoAMMOCTH B TIOATBEPKIEHHUE CBOUX JOBOIOB
rpaXIaHKH MpUIaraeT K MMCbMEHHOMY OOpallleHUI0 COOTBETCTBYIOIINE TOKYMEHTHI U
MaTepHabl, JIN0O MX KOITHH.

23. ®opma obpamieHus TpaXIaHaMH BBIOHpPAETCS CaMOCTOSTEIBHO,
obpallleHHe MOXeT OBITh KOJUIEKTHBHBIM, €CJIH IOIHMCAHO HECKOJIBKHMH
rpax1aHaMH.

3. llpuem u perucTpanusi NACeM rpasKIaH

3.1. Bce mocrynaromniye B KOJUIEDK OOpallleHus IpaXaaH NPUHUMAIOTCS U
PETUCTPUPYIOTCS B JIEHb UX IOCTYIUIEHHS CeKpeTapeM y4eOHOM 4acTH B XKypHaie
y4eTa BXOJAIIEH JOKYMEHTAIUH:

- PpEerucTpalMOHHBIM HOMEp U JaTa PerucTpaluy IMPOCTABISETCS Ha JIMIIEBOM
CTOpPOHE TEePBOro JIUCTA;

- €CJIH 3asBUTENb IPHUCIal HECKOJIbKO IHCEeM, HO 1O pPa3HBIM BOIPOCaM, TO
Ha KaXkIoe MHUCHMO MPOCTABIIIETCS CBOM PErUCTPAIlMOHHBIN HOMED;

- eCJIM MUCHMO TIepeciiaHo, TO B XXypHaje (B rpade NmpuMedaHue) yKa3blBaer,
OTKY[ia OHO ITOCTYITHJIO;

- TOBTOpHBIE TIMCHMa CTaBATCSA Ha KOHTPOJdb, IpH paboTe C HUMH
mo0HparoTCs UMEIoIHecs JOKYMEHTHI IT0 00pallleH!sIM JaHHOTO 3asBUTEIIS.

3.2. Ilpu mpueme NMUCbMEHHBIX OOpalieHUl U TOKyMEHTOB, CBSI3aHHBIX C UX
PaccMOTpeHHeM ceKpeTapeM yueOHOH JacT KoJuieKa:

- IIpoBepdAeTcAd IPaBHIIBHOCTE aAPCCHOCTH KOPPECIIOHACHITHH

- KOPPECIOHCHIINS COPTUPYETCS;

- KOHBEpPTBHI BCKPBIBAIOTCS, IPOBEpSETCS HAIMYUE B HUX IMPEIIOKECHHUI,
3a9BJI€HUS WO KAIOOBI, TMPHUIOXKEHHBIX COOTBETCTBYIOIIUX JOKYMEHTOB H
MaTepHalioB, JHOO0 WX Komuu (TpU HAIWYUM), corjlache JWia Ha o0paboTKy
IIEPCOHANBHBIX JaHHBIX (TpuiioxkeHue Ne 2);

- IOCTYMAlol[e KONWHM JOKyMEHTOB (HampuMep, KONHH aTTeCcTarosB,
IUILUTOMOB, TPYIOBBIX KHIDKEK U Jp.) K OOpaIleHUsAM, IPUKPEIUIIIOTCS K TEKCTy
obpaiieHus.

3.3. Ilo BBIBIEHHBIM B IHCHBMEHHBIX OOpalleHHSIX WIM OOpalleHHUIIX,
IIOCTYIHUBIIMX B (hopMe BJIEKTPOHHOTO AOKyMEHTa HapylIeHHSIM M HEI0CTaTKaM,
cekpeTapeM y4eOHOM 4aCTH COCTAaBIIAIOTCA aKThl Ha IIHMChMaL:

- IpHU BCKPEITHH, KOTOPBIX He 00HAPYKHUIIOCH TMCHbMEHHOI'O BIIOJKEHN,

- B KOHBEpPTaxX, KOTOPBIX OOHapyXHiach HeJocTada JIOKyMEHTOB,



YIIOMHMHAEMbIX B OOpallleHHH WK BIOXKEHHOI B KOHBEPT OIKCHIO JOKYMEHTOB.

AKT cocraBnsercs B 2 9K3eMIUiipax. Ilpu 3TOM oOmuH SK3EMIUISP aKTa
HaNpaBISIETCA OTIPABUTEIIIO, BTOPOH - MPUOOIIAETCS K HOMyYeHHBIM JOKYMEHTAaM 1
TEPEaeTCs BMECTe C HUMH Ha PACCMOTPEHHe JUPEKTOpa.

34.  OmmuGouno (He TO anpecy) NPUCIAHHBIE TTHCHMA, CEKPETapeM y4eGHOi
9acTH BO3BPAIAIOTCS Ha ITOUTY HEBCKPBITHIM.

3.5. IloctymuBuive muceMeHHbBIe OOpAIEHHS MM OOPAIIEHHS, IOCTY IUBIIIAE
B (OpMe OIEKTPOHHOTO IOKYMEHT4, HANpPABISIOTCA OUPEKTOPY, KOTOPHIN
HAKJTaJIbIBACT PE3OJIOIMIO C YKa3aHUEM IOPAAKA U CPOKOB HCITOJHEHUS, OIpeesss
HCTIONTHUTEIICH ¥ COUCTIONHUTENEH, 171 epejadll HX, B 3aBUCHMOCTH OT COZEPIKaHHS
00OpallleH!s, OTBETCTBEHHOMY HCIIOJHHTEIIO.

3.6. B cimywasax, xorna oOpalleHye HampaBiseTcs AL paccMOTpeHus IBYM
UIA HECKOJNbKHM HCIIOJHHUTEISIM, OTBETCTBEHHBIM MCIIOJIHUTEIEM SBIISETCS
JOJDKHOCTHOE JIMIIO, YKa3aHHOE B PE3OJIOIMH IEPBBIM ([ajlee - OTBETCTBEHHBIH
HCIIOJIHUTEINb), KOTOPOE OCYIIECTBIAET COOP COOTBETCTBYIOMmEH HH(GOPMAIUH OT
APYTHX MWCIIONHUTENCH, YKa3aHHEIX B DE3ONIONUM (Jajlee - COMCIIOJIHMTEND),
KOOPAWHAIMIO WX DPAbOTHI OIS IHOATOTOBKH OTBETA TPAXIAHUHY, 4 TaKkKe eMy
IIPEIOCTABIIETCS PaBO HWHHUIIHATHBHOIO 3allpoca HEOOXOAUMO# HH(GOpPMAIMH OT
JpyruX MOJDKHOCTHEIX JIMI| KOJUIEKA, HE YKa3aHHBIX B KAYECTBE COMCIIOIHUTEIEH.
CoucrnonuutesiM cekpeTaph y4eOHON YacTH HAPABIAET KOTHU OOPaIIeHHs.

3.7. 3ampeliaeTcs HalpaBleHHe XaJoObl IPaXKJaH HA PACCMOTpPEHHE, TEM
JOJDKHOCTHBIM JIMIAM, PELIEHHE UK AeHCTBHEe KOTOPBIX 00XKaIyeTcs.

3.8.  OTBETCTBEHHOCTb 32 CBOEBPEMEHHOE, BCECTOPOHHEE U OGBEKTHBHOE
paccMoTpeHre oOpalieHui B PaBHOM CTeNeHH HECYT BCe YKA3aHHBIE B PE30JIOIUH
UCITOJIHUTETIH.

3.9. OOpamenus rpaxaaH, KOIHH OTBETOB HA HHX H JOKyMEHTEI,
CBA3aHHBIE C HMX paspelleHueM, (GOPMHUPYIOTCS B Jella B COOTBEICTBHH C
YTBEPXKIECHHOM HOMEHKIaTypPOH.

4. PaccmoTpenne o0panieHni rpaskian B mucbMeHHO# dopme

4.1. IluceMa rpaxnaaH, IOCIe PETrUCTpalii W O(MOPMIIEHHS PE3OIIOIUH
JUPEKTOPOM KOJLIE/DKA IIEPENAI0TCs Ha UCIIOJHEHHUE KOHKPETHOMY HCIIOJIHUTEIIIO.

4.2. IIucema rpakmaH pacCMaTpUBAIOTCS HODKHOCTHBIMH JIMIIAMH B TEUCHHE
30 gHel co IHA PEerHCTpaliy NHCEMEHHOTO O0palleHus. B OTAENbHBIX CoyJasx CpoK
PacCMOTPEHNUs ITIUCbMa MOXKET OBITH IIPOJICH, HO He 00Jjiee YeM Ha OIHH MECHII, O YeM
HCIIOJIHUTENb YBEAOMIIAET 3asdBHUTENI. AHOHUMHBIE ITHChMa, KakK TIIPaBUJIO, HE
paccMarpuBarorcs. OHaKo pelleHHe 00 WCIONHEHWH aHOHHMHOTO OOpaIieHus
IPHHUMAaET TUPEKTop Koiuienxka. [Incema, GeccMpIcIeHHBIE TIO COIEPKaHHIO, a TAKKe
HEKOPpEKTHBle 1O (¢opMe, NOAOMPAIOTCS B CHENHUAIBHYIO TamnKy W He



paccMaTpUBaIOTCS.

43. OrtBeTsl Ha OOpalleHUs TpaXIaH MOATOTABIMBAIOT KCIONHUTENN 3a
IIOJIIKMCBIO JUPEKTOpa 00pa30oBaTeIbHOM OpraHU3aIlHH.

4.4. JlomKHOCTHBIE NUIa (OTBETCTBEHHBIM MCIIOJHHTEh, COHCIIOIHUTEND)
IIPH PACCMOTPEHMH OOpallleHui Tpak1aH 00sI3aHbL:

- BHHUMATENBHO IPOAHAIM3UPOBATh H3INIOKEHHbIE TPOOJEeMBI, B CiIydae
HEoOXOAMMOCTH CeNaTh 3anpoc TpeOyeMBIX JOKyMEHTOB WJIHM IIPOU3BECTH BEIe3 ] Ha
MECTO I IPOBEPKHU (aKTOB, & TAKXKe MPEANPUHITH APyTHe MEPHI IS 00bEKTHBHOTO
paspelreHus BOIpoca,;

- YBEAOMHUTh TpaXTaHWHA O HANpPaBIEHHH €ro OoOpalleHHs B Ipyroe
yUpexaeHue, opraHusanuio (IIpu HeoOXOIUMOCTH) B TeUECHHE CEMH IHEH cO IHS
perucTpaiuy oopareHus;

- OpUHATH OOOCHOBaHHBIE peLIeHHs 10 OoOpalleHusIM, O0O0ecleYnTh
CBOEBpPEMEHHOE U MIPaBUIILHOE UCIIOHEHNE STUX PEIIeHUH.

4.5. OrtBeT Ha o0pallleHHe HE JaeTcs, eClii B MUCHbMEHHOM OOpallleHHH He
COIEPXKUTCS (aMUIHs TpaXKTaHWHA, HallpaBUBIIEro oOpallleHue, WM ero MOYTOBBIN
azpec, €Clld OTBET NOJDKEH OBITh HalpaBieH B NHCBMEHHOH (opme, WM aapec
3JIEKTPOHHOM IOYTHI, €CIM OTBET JOJDKEH OBITh HampaleH B ¢opMe 3IeKTPOHHOIO
JIOKYMEHTA. ’

4.6. B ciydae, ecy B IOCTYTHBILIEM OOpallleHUN COAEPIKaTCs HELIEH3yPHBIE
aub0 OCKOpOWTENIbHBIE BBIPOKEHHUS, YIPO3bl JKU3HH, 3IOPOBBI0O U HMYIIECTBY
JIOJDKHOCTHOTO JIMIA, & TAKXe YICHOB er0 CEMbH, OHO MOXET OBITh OCTaBIEHO 0e3
OTBETa II0 CYIIECTBY IIOCTABIEHHBIX B HEM BOMpocoB. lIpu 3TOM rpaxaaHuHY,
HalpaBWBIIEMYy oOOpallleHre, coOoOIaeTcss O HEIOIMyCTHMOCTH 3J0YIOTpeOIeHH s
TIPABOM.

4.7. B cnyuae, ecaid B HUCEMEHHOM OOpAaIlleHUH COJIEpPXXHUTCS BOIPOC, HA
KOTODEIH IpaKIaHUHY HEOTHOKPATHO JaBallUCh MUCEMEHHBIE OTBETHI 110 CYLIECTBY B
CBI3M C paHee HalpaBIIIEMBIMH OOpallleHWsSMH, U IPU STOM B OOpallleHUH He
IPUBOJATCS HOBBIE OBOABI WM OOCTOSTENBCTBA, NUPEKTOP KOJJIEIKa BIIpaBe
IPUHATE pellieHre 0 6e30CHOBAaTEeIHHOCTH 0YePeHOr0 oOpalleHus W IPEKPaIleHuH
IIEPENHCKU ¢ TPAXKIAHHHOM IT0 JaHHOMY BOIIpocy. JlaHHOe pellleHHe OTBETCTBEHHBIN
MCIIONIHUTENS O(QOPMIISET B BUIE 3aKITFOUSHHUS (CIPaBKU) U TOTOBHT IIPOEKT IMHCHMa B
afipec rpaXkJaHuHa, HAlIPaBUBIIEr0 oOpallieHne, B KOTOPOM 000CHOBBIBAETCS IPUIHHA
IIpeKpaIeHIs IEPEUCKU C HUM.

48. B cmydae, ecid OTBET IO CYIIECTBY IIOCTAaBIEHHOIO B OOpallleHUH
BOIIPOCA HE MOXKET OBITh JaH 0e3 pasIjallleHus CBEIEHHH, COCTaBILIIOIIMX
KOMMEPYECKYIO HIH HHYIO OXpaHsIeMyIo (ellepalbHbIM 3aKOHOM TalHy, TpaXIaHUHY,
HaIlpaBUBIIEMY OOpallleHHe, COOOIIAeTCs O HEBO3ZMOXKHOCTH JIaTh OTBET I10 CYIIECTBY
[IOCTaBJIEHHOTO B HEM BOIIPOCA B CBSI3U C HEIOITY CTUMOCTBIO pasIilallleHus] yKa3aHHbBIX



CBECHUM.

4.9. CouCNOIHUTENb B T€UEHHE MEPBOM IONOBHHBI CPOKa, OTBEICHHOTO Ha
MMOATOTOBKY OTBETAa TIpakJaHWHY, IPEACTABIIET OTBETCTBEHHOMY HWCIIOIHUTEIIO
IIPEUIOKEHHS 711 BKIIFOYEHUs B IIPOEKT OTBETA WM CO00I[aeT 00 X OTCYTCTBHH.

4.10. B cmyudae, eciau HaHHBIX, YKa3aHHBIX B OOpallleHHUH, HEAOCTATOUHO IS
MIPUHATHS OKOHYATEIBHOTO pelIeHus, OTBETCTBEHHBIM HUCIIOJIHUTEIEM
IPEAIPUHUMAIOTCS MEpBl C LENbI0 IMOIYyYeHHS HEOOXOIHWMBIX MaTepUalioB Jis
3aKJIFOUCHHUS U 00OCHOBAHHOTO MIPHHSITHS PEIICHIS.

4.11. Ilo pesynbraTam pacCMOTPEHUS BOMPOCOB COJIEPKAIIUXCS B MHAChMax
rpaXkZaH, UCIIOJIHUTEIb [IOATOTABIUBACT IIPOEKT OTBETA. B mpoekTe OKOHYaTEIBHOIO
OTBeTa rpaXxAaHNHY 00001aeTcst MH(QOpMaIHs, ToTydYeHHas OT BCeX COMCIIONHUTENEH
0 KOHKpeTHOMY oOpamienuto. IIpu coctaBieHMH OTBeTa O pe3yJbTarax
paccMOTpPeHHUS TUChMa JODKHBI COOMI0OAAThCS ClIeAyIONTe TpeOOBaHKS:

- OTBeTHl OQOPMIIAIOTCA Ha OJNaHKe CO INTAaMIIOM KOJIJIeMXa M COIEp)KaT
CIIeyoIllie PEKBHU3UTHI: aJipecar, TEKCT, (DaMUIIKs HCIIONHUTENS C YKa3aHUEM ero
pabouero TenedoHa, 1aTa UCTIOIHEHUS U UCXOIAIINNA HOMep IMUchMa (IIPOCTaBISIETCS
ceKkpeTapeM yueOHOM 4acTu Iociie TOro, Kak MUChMO MOATHMCAHO);

- €CJIH B ITMCBEME 3a4BUTEIS COASPIKUTCS HECKOIBKO BOIIPOCOB, TO OTBET HAA0
JIaTh pa3ebHO 110 KaXXIOMY pacCMOTPEHHOMY BOIIPOCY;

- OoTBeT Ha oOpalleHHe TpaXJaHWHA JODKEH OBITb KOHKPETHBIM, SCHBIM IIO
collepKaHui0, OOOCHOBAaHHBIM M OXBaThIBaTh BCE BOIMPOCH], IIOCTABICHHBIE B
obparienny;

- OTBET Ha KOJUJIEKTHBHOE OOpalleHue COCTaBIseTCS Ha HKMs IEepBOro
MOAIIMCABIIEroCs,

- COOONIHTH, TIOATBEPIMINACE JTU (PAKTHI, U3TOKEHHBIE B TUCHME, KaKHe MEPBI
IPHUHATEI II0 Pe3yJILTaTaM IIPOBEPKH.

ITocne gero mpoekT OTBeTa HepenaeTcs Ha HOAIUCEH JUPEKTOPY KOJIIemKa.

4.12. TlopnuHHBIE JOKYMEHTHI (TIACTIOPTA, TUTIIIOMBI, TPYIOBBIE KHIKKH, HHEIE
JIOKYMEHTBI) BO3BpaIlalOTCsl TPaXIAHWHY 3aKa3HbIM IIOYTOBBEIM OTIIPaBICHHUEM
BMeCTe C OTBETOM. [Ipu 5TOM B OTBETE JOJDKHBI ObITh IIEPEUNCIEHBl UX HAUMEHOBAHHUS
1 YKa3aHO 00I1ee KOJMYECTBO JIUCTOB IIPUIIOXKEHUS WK BIOXKEHA OIIKMCh JOKYMEHTOB.

4.13. OtBeThl Ha OOpallleHHWs, TMOMNUCAHHBIE JUPEKTOPOM KOJLIEIXKa,
HAIIPAaBIIIOTCS CEKpeTapio y4eOHOH JacTH 71 PErHCTPallMK U OTIIPABKH aJipecaTaM.

4.14. JlaTta HOCTYIUIEHHs OTBETa Ha OOpallieHWe CeKpeTaplo yd4eOHOW YacTH
SIBIISIETCS 1aTOM OKOHYATEJIFHOI'0 €r0 UCIIOJIHEHHS.

5. KoHTpOJIb 32 00ecnedeHHEeM NOPAAKA padoThl ¢ 00paLIeHHSIMH FPaKAaH

5.1. Kourpoins 3a obecriedeHreM opsiaka paboTsl ¢ 0OpalleHUsIMA TPakIaH



OCYIIECTBIIAETCS B ILENIX O0OeCHEeYeHHS CBOEBPEMEHHOIO M KAa4eCTBEHHOTO
WCIIOJIHCHUSI TIOPYYEHHM II0 OOpalleHHsAM, IPUHATHS OIEPATHBHBIX MeEp IO
CBOEBPEMEHHOMY BBISIBIICHHIO M YCTPAaHEHHIO IIPUYWH HapyIleHUus mpas, CBOOOI U
3aKOHHBIX HMHTEPECOB IpaXK/aH, aHalu3a COJEPXKaHW MOCTYHAIOIHMX OOpaIleHHH,
X0Jla ¥ pe3yJIbTaTOB paboThI ¢ OOpAIEHUSIMH.

5.2.  KoHTpoub 3a ucioHeHreM 00pallieHni BKIFOYAeT:

- TOCTaHOBKY IOPYYEHHUH 110 UCIOIHEHUIO 0OpallleH i Ha KOHTPOIIb;

- cOop 1 06paboTKy HHPOPMAITHH O XOJIe PACCMOTPEHHMS 0OpaIlleHuiL;

- TIOATOTOBKY OIIEPATHBHEIX 3aIllpOCOB HCIIOJHHUTENSIM O XOJe U COCTOSHHH
HCIIOJIHEHUS TOPYUYEHUH 110 00paITieHUIM;

- TIOArOTOBKY M 00OOIIEeHHe JaHHBIX O CONEPKAaHWH M CPOKAX HCIOJIHEHHSI
MIOpYyYeHHUI 10 OOpaITeHHsIM;

- CHATHE OOpallleHu# ¢ KOHTPOJIA.

53. llopsooK IIOCTAHOBKH IIHCEM Ha KOHTPOJb OIPEAENISIOT JIUPEKTOP
KOJUIeI[Ka ¥ HEIIOCPEICTBEHHO - HCIIONHUTENb(H). [[uchMa rpaxnaH, mepenpaBiieHHbIE
B IpyTHe OpTaHU3AIMH WK YUPEKIACHUA U TpeOyIolie COOOIIEHUS Pe3yIbTaTOB UX
PacCMOTPEHHUs CTABSTCS HAa KOHTPOJIb.

54. Cpoxu HCHONHEHMS IIMCEM TpaXkAaH, II0 KOTOPHEIM HeoOXOIMMa
IIOATOTOBKA OTBETOB B BBIIIECTOALIUE OpPraHbl, IIPOUIEBAIOTCS TOJBKO IIOCIIE
cormacoBaHus ¢ HUMH. O IPOANIEHUM CpPOKa COOOIAeTCs 3asBHTENIO. V3MeHeHune
CpPOKa HCIIOJIHEHHs IIPOU3BOAUTCSA 3a0JIarOBPEMEHHO JIUIIOM, YCTAHOBHUBIIUM TOT
CPOK, IIpA HaIM4u¥ OOBEKTHBHBIX IPUYUH, HM3JIOKEHHBIX B COOTBETCTBYIOIIEH
3anucke. OTBETHI MONIMCHIBAIOTCS AUPEKTOPOM KOJUIEIKA, B €r0 OTCYTCTBHE —
3aMECTHUTENIEM JUPEKTOpa M0 yIeOHO-BOCIIUTATENHHOHN padboTe.

55. KoHTpomb 3a CBOEBpPEMEHHBIM, BCECTOPOHHHM H OOBEKTHBHBIM
pacCMOTpEHHUEM O6paIlIeHI/Iﬁ OCYHIECTBIIACTCA UCIIOJTHUTCIICM.

5.6. Jlmpexrtop KOJUIe[Ka peryJsapHO IIPOBEPSET COCTOSIHUE
UCIIOJIHATENIBCKOW JUCIUILIMHEI, pacCMaTpUBaeT CIIydal HapyIIeHHs YCTaHOBIEHHBIX
CPOKOB HCIIOJTHEHHUS OOpallleHud, NpUHAMAaeT Mephl [0 YCTPaHEHWIO NpPUYUH
HapyIlIEeHUN.

5.7. Hapymenuss ycTaHOBIEHHOTO TIOpsAIKA pPacCMOTpeHHs oOpaleHui,
HEeIIpaBOMEPHBIN 0TKa3 B UX MIpHeMe, 3aTATUBaHUE CPOKOB PACCMOTpeHUs 00paIeHui,
WX HEOOBEKTHBHOE pazOUpaTeNbCcTBO, MPHUHSATHE HEOOOCHOBAHHBIX, HAPYIIAROIIHAX
3aKOHOHaTenbCcTBO  Poccuiickot  @Dexepanuy  pelleHUid,  [PEIOCTaBIIEHHE
HEJIOCTOBEPHOM MHGMOPMAITUH, pa3rialleHue CBeeHNH 0 YaCTHOM )XU3HH I'paKJaHUHA
BJIEKYT B OTHOIIICHHH BUHOBHBIX JIOJDKHOCTHBIX JIUI] OTBETCTBEHHOCTH B COOTBETCTBUHU
¢ 3aKkoHOarenbcTBOM Poccutickor denepanun.



6. IlpuemM U paccMOTpeHHE YCTHBIX 00pallieHHil rpaskiaH

6.1. Ilpwem rpaxgaH B KOJJIEIKE OCYIIECTBISIETCS Ha TOCYAapCTBEHHOM
a3pike Poccutickoit @enepanuu (pyccKuid S3bIK), KaK 110 MPeIBAPUTEIBHOM 3alUCH:
tenedoH 8 (4112) 31-89-33, tax u Ge3 Hee. JIUpeKTOp W 3aMECTHTENH AUPEKTOPA
KOJIJIe[I>Ka BeIyT IIPHUEM 1O TpaduKy.

6.2. Ilpu nuuHOM mpHeEeMe IrpaXXTaHWUH 005S3aTeIBHO MPEIBIBISIET JOKYMEHT,
YIOCTOBEPSAIOLIUI €ro JMYHOCTh (IIACIOpT), C OTOr0 MOMEHTa HauyWHAeTCs
IIpPOBEZIEHHUE JTMYHOTO MpHeMa.

6.3. IIpuem nocerureneii peructpupyercs B XKypHaie ydera npuemMa rpaxiaan
(mpunoxenue Ne 3). B cirydae, eciii W3II0KEHHbIE B YCTHOM OOpaIiieHnd (DakThl U
00CTOSTENBCTBA ABISIOTCS OYEBUIHBIMU U HE TPEOYIOT JOMOJHUTEIBHOM TPOBEPKH,
OTBET Ha OOpallleHre C COTNIacus rpaXKIaHNHA MOXeT ObITh IaH YCTHO B XOJie JIUMYHOTO
IpreMa, 0 4eM JelaeTcs 3allicCh B KapTOUKe JMYHOTO IpueMa rpaxaaHuHa. B
OCTaJIbHBIX CIydasX HaeTcs IHCbMEHHBIM OTBET IO CYIIECTBY IIOCTaBICHHBIX B
o0pallleHHH BOIIPOCOB.

6.4. VYcTtHBle oOOpalieHus TpaXAaH OOJDKHBI COAEPXKATh CIEyIOLIue
CBEIICHUS:

- U3IOKEHUE CyIIecTBa IPEIOKECHHNS, 3asBICHUS UIH KaAIOOBL;

- (aMunuio, UM, 0T4eCTBO 00PATUBIIErOCs I'pakJaHUHA, TOYTOBBIN apec, 1o
KOTOPOMY MOXXeT OBITh HallpaBlieHa KOIHWS peIIeHUs, IPUHATOrO, II0 HTOraM
PacCMOTpPEHUS IPETIOKEHUSI, 3asBICHIS WM JKalI00bl IpakJaHUHA.

6.5. Ilpm paccMOTpeHHMH YCTHOTO OOpallleHHs TIpaKIaHWHA B HHTEPECcax
OPYyTOTO JIUIA B IEJITX COOIFOIEHNUS IpaB APYTOro JHlla Ha TallHy YaCTHOM JKU3HH, HE
IOITyCKAeTCsl pasriallleHue CBEeIEHUM, coaepkaluxcs B OOpallleHHH, a Takxke
CBEJICHMI, KacCaloIUXCSA YacTHOM JXM3HM TpaxTaHWHa (Apyroro nuia), 06e3 ero
corytacus, opOPMIIEHHOTO B IIHCEMEHHOH (opMe corimacHo DesepalbHOTO 3aKOHA OT
27 mronsa 2006 roga Ne 152-D3 «O nepcoHaTbHBIX JaHHBIX.

6.6. YCTHBIE OOpalleHHs TpaXOaH paccMaTpUBaIOTCA HOJDKHOCTHBEIMH
numaMu B Tedenue 30 gHEH co IHS perrcTpaluyy oOpalieHus. B oTnenbHEIX Cirydasx
CPOK pacCMOTPEHHUS MOXKET OBITH MPOJIEH, HO He 6ojiee 4YeM Ha OJUH MECHII, O YeM
HCTIOJTHUTENb YBEIOMIISET 3asiBUTEII.

6.7. IIncbEMeHHBIN OTBET IO CYIIECTBY IIOCTABICHHBIX B YCTHOM OOpallleHUH
BOIIPOCOB, MPaKJaHWH MOJXET TIOJyYUTh Ha PyKHU [10 OKOHYaHUH JIMYHOTO IPHEMA WITH
paccMOTpeHHs OOpallleHns, Takke Ha IIOYTOBBIM afpec MM afpec 3IEKTPOHHOU
IIOYTHI, 3aHECEHHBIN B KAPTOUYKY JIMYHOI'O IIpHUEMA.

6.8. B ciyuae, ecii B 00palleHUH COIEPKATCA BOIPOCHL, PEIIEHHE KOTOPBIX
He BXOJUT B KOMIIETEHIIHIO JaHHBIX KOJUIEIDKY WM JOJDKHOCTHOTO JIMIA, TPAKIaHIHY
JaeTcs pasbsiCHEHHE, KyJa U B KakoM IOpsSIKe eMy cliefyeT obparuthes. B xome
JIMYHOTO IIpHeMa TPAXIAaHHHY MOXET OBITh OTKa3aHO B JaJbHEHIIEM paCCMOTPEHUH



oOpaleHus, e€clM eMy paHee OBLI [aH OTBET IO CYIIECTBY IOCTABICHHEIX B
o0pallieHuH BOIIPOCOB.

6.9. YcrHele oOpallleHys IpaXkiaH U JuI 0e3 MpefoCTaBIeHns JOKyMEHTa,
YZAOCTOBEPSIOLIETO JIMYHOCTh IpaXKIaHuHa (IIacIopTa), WK IO HeJeHCTBUTEIEHOMY
MOKYMEHTY, YAOCTOBEPSIOLIEMY IHYHOCTh TIpakJaHWHa (HacIoOpTy), HPH3HAIOTCS
AHOHUMHBIMU U PACCMOTPEHHUIO HE TTOIJIEXKAT.

6.10. Ha mucpMeHHBIX OOpalleHMIX, NMPUHATBHIX B XOJE€ JIMYHOIO IIPHUEMA,
yKa3bIBaeTCs laTa U JeIacTCsI OTMETKA "IPHHATO Ha TUIHOM nipreMe". PaccMoTpenme
TaKMX OOpallleHHH OCYIEeCTBISETCS B COOTBETCTBUH ¢ HacTosmuM [TonoxxeHneM.

6.11. JlanpHeHdmas paboTa W KOHTPOJH 3a CBOEBPEMEHHLIM HCIIOJHEHHEM
NPUHATHIX PEMIEHHH II0 YCTHBIM OOpAllleHWSM OCYIIEeCTBIAETCS B IOPSAIKE,
YCTaHOBJIEHHOM JJISI IUCEM TPaKIaH.

7. O6o0menne H aHAJH3 YCTHBIX 00palieHnil rpajkaan H oGpaleHui
rpa:kIaH B NHCbMeHHO# dopme

7.1.  JlupeKTop KoJulemka W 110 ero MOPYUESHHUIO IPyTHE JO/DKHOCTHBIE JIHIA
JOJDKHEI CHCTEMaTHYECKH aHAIM3UPOBaTh U 0000IIATH TPEMIOKEHHUS, 3asSBICHHUS,
XKajoObl TpaklaH M coAepKallliecs B HHUX MpPaKTUYeCKHe 3aMedaHus. Llens:
CBOEBPEMEHHOE BBIABIICHUE U YCTPaHEHUE IPUYHHBI, TIOPOXKAAOINEH HAapyITIeHHE ITpaB
3adBUTEIIEH, 3allliTa UHTEPECOB I'PAXKIAH B COOTBETCTBUU C 3aKOHONATEIHCTBOM, a
TaK)Ke COBEPIICHCTBOBAHUE OPIraHU3ALMOHHON K YIpaBIeHYECKOW IesSTeILHOCTH B
CUCTEeMe KOJUIeIKa.

72. AnanmuTudeckas HHQOpMAIMs II0 WTOTaM paboThl ¢ OOpaIleHUsIMU
Ipak[aH IIOArO0TaBIMBaETCs 3a KaleHJapHbIN rofl ceKpeTapeM yueOHOH JacTH.

8. ®opMHpoBaHHE H XpPAaHEHHE [IeJI [0 MHChbMAM H YCTHBIM O0palieHHAM
rpakaaH

8.1. Bce mocTynmuBIIMe mHChMa W yCTHBIE OOpaIlleHUs TpaKJaH IOocie X
pasperieHus AOKHBI OBITh BO3BpAllleHBl CeKpeTapio y4eOHOH YacTH cO BCEMHU
OTHOCAILIMMHUCS K HUIM MaTepraiaMu s [eHTPaTN30BaHHOTO yueTa U (hOpMHUPOBaHUS
nen. GopMUpOBaHUE W XpaHEHHWE el MO OOpalleHHsSM Ipax<IaH Yy HCIIOTHHUTEI
3aIpeIaeTcs.

8.2. IlucemenHble oOOpamieHus TrpaxAaH, KOIMUM OTBETOB Ha HUX H
IIOKYMEHTEHI, CBSI3aHHBIE C UX pa3pelleHneM, a TaKXKe JOKyMEHTHI T10 JITYHOMY IIpHeMY
rpaxiaaH GOpMHUPYIOTCS B OTAENBHOMN Hamke.

8.3. IlucpkMa m MaTepHalIbl 10 YCTHOMY PacCMOTPEHHUIO OOpallleHui rpakIaH
XpaHATCS ITH JIET, IOCIIe Yero yHUYTOKAFOTCH.



IMTpunoxenne Ne 1
k ITonoxenuro 06 oprarmsanmu paGoTs! ¢ obpamenusmu rpaxnas B AHO CITO «udporoii
kojunemk « CHHEprusy

Hupexropy AHO CIIO «I{udposoii
KoJunemx « CuHeprusy
CemenoBy Cemeny Huxomnaepmay

Ot

(PHO mnomHOCTEIO)

Hata poxnenus:

Anpec:

Tenedon:

3asiBJICHUE.

ITpunararo:
1
2
3.

Lama Iloonuce Pacuwugposra



IIpunoxenne No 2
K Ilonoxenuto 00 opranu3anuy paboThl ¢ 00paIeHuIME TPakKIaH
B AHO CIIO «Iudporoii xomnemk « Cuaeprusy»

Cornacue nmmma
Ha 00pabOTKy TIEpCOHANBHBIX JAHHbIX
q, .
aJpec MecTa JKUTENBCTRA TI0 [ACIIOPTY:
OCHOBHOM JIOKYMEHT, YIOCTOBEPSIOIIMHI THYHOCTD:

(HaumeHo8aHUe OOKyMeHmMa, YOOCMO8EpAI0We20 IUUHOCE)
Cepus Ne , BBIIAH:

(opaaH, evi0asuLull OOKyMeHm, OAma 6bl0a4Y)

B COOTBETCTBHH C DenepanbHbM 3aK0HOM «O IEpCOHANBHBIX JaHHBIX»  Bepaxkao AHO CIIO
«ITudposoit xomwtemk « CHHEPrHs», pacOI0OXEHHOMY 110 aapecy: 677000, Pecmy6muxka Caxa (IxyTms),
rOpOJCKOM OKpyT ropon SIkyTck, ropon fxyrck, ymna Becryxesa-Mapmuackoro, mom 5, kopmyc 1,
corjacie Ha 00paboTKy, MOUX IIE€PCOHAIBHBIX TAaHHBIX ((haMuims, HMsI, OTIECTBO, TOM, MECAI, JaTa
POXKIEHHS, afipec IO MPOIIHUCKE, MACIOPTHEIE JaHHBIE (CEpHS M HOMeEp MacmopTa, KOTa M KeM BhIAaH),
3aHMMaeMast JOJDKHOCTb, IIEPHO/IBI pabOTEL, IIEPUOBI 00y UeHuUs, 00pa3oBaHue, KOHTAKTHEIN Tene(on).

Cormnacue BCTYIIACT B CHJIY CO JHJ €TI0 IIOAIIHCaHU.

«_» 20 r

NUYHAA NOONUCY, PACUNPPOBKA nodnucu
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