YTBEPXIAIO
000 "UTEPPA"

MOJIOKEHUE O MOPSIIKE PACCMOTPEHUS OBPALIIEHAT
TPAKIAH

1. Oowmue moJoKeHus

1.1. Hacrosmiee monoxeHne pa3pabOTaHO B COOTBETCTBHHM C TEPEYHEM JCHCTBYIOIIUX HOPMATHBHO-
MPABOBBIX IOKYMEHTOB, PErJaMeHTUPYET NpaBuiia paboThl ¢ MOCTYNAOIIMMU OOpAIICHUSIMHU TPaXIaH B
00O "UTEPPA" (manee

Opranuzanus).

1.2. Opranuzanus paboThl ¢ MUCbMEHHBIMU U YCTHBIMH OOpAaIlICHUSIMHU TPaKJaH J0JKHA 00eCreurnBaTh
HEOOXOUMBIC YCIIOBHS JJISi OCYIIECTBJICHHS IPEAOCTABICHHOTO M TapaHTUPOBAHHOTO TpakIaHaM
Koncturynueit PO npaBa oOpariarscsi ¢ MpeyioxKSHUIMH, 3asBICHUSIME U KajJ0o0aMu B TUCBMEHHOW U
yCTHOM opme.

1.3. PaccnenoBanue HapyHICHUA HOPM HpO(i)CCCI/IOHaJ'IbHOFO INOBCACHUA IICAarOorutycCKuM paGOTHI/IKOM
MOJKET OBITH IMPpOBEACHO TOJIBKO I10 HOCTyHaI-OH_Ieﬁ Ha HETO )KaJ'IO6C, HO,Z[&HHOIZ B INCbMEHHOMU CbOpMC.

1.4. ObpateHus TpaskiaH NOCTYIAIOT B BUJE MPEIOKEHUH, 3asBICHUN 1 Kaj00.

Ilpeonosncenue — oOpalieHHe Tpak/JaH, HAPaBJIEHHOE Ha YJIyUYlIeHUE 1eATeIbHOCTH 00pa30BaTeIbHOTIO
YUPEKIAEHUS U T.1.

3asenenue — 06pameHHe B IICJIAX peaIn3alluu IIPpaB U 3aKOHHBIX UHTCPECOB I'PAKIAAH.

Kanooba — 06pameHHe C TPCGOBaHI/IeM O BOCCTAaHOBJICHHMU IIpaB M 3aKOHHBIX HHTCPECOB TI'paX/aH,
HAapyIICHHBIX JIEHCTBUSAMU h19%(e10) pPECICHUAMA TOCYJAPCTBCHHBLIX OpPraHoB, JOJDKHOCTHBIX JIMUII,
O6H.ICCTB€HHBIX JIFMIT U O6IJ.[CCTB€HHLIX OpraHI/I3aI_II/II\/'L

HOBTOpHBIMI/I CUHUTAIOTCA 06paH_[eHI/I$I, MNOCTYNHUBIIUEC OT OJHOTO U TOTI'O K€ JIMIAa 110 OJHOMY U TOMY K€
BOIIPOCY, €CJIU CO BPEMCHHU IMOJa4u IIEPBOTO UCTEK CPOK PACCMOTPCHUA WIIN 3asABUTCIIb HC YAOBJICTBOPCH
AaHHBIM €MY OTBCTOM.

IIuceMa ogHOTO M TOTO K€ JUIa U MO OOIHOMY U TOMY KC BOIIPOCY, MOCTYNIHUBUINC OO UCTCUCHUS CPOKa
pPacCMOTPCHHUA, CHUTAIOTCSA ICPBUYHLBIMU.

He cunrarorcs MOBTOPHBIMHU MKUCbMA OJJHOT'O U TOT'O K€ aBTOPA, HO IO pa3HbBIM BOIIPOCAM.
AHOHUMHBIMU CUHTAIOTCS ITMCHMa rpaxxJiaH oe3 IMOAIMMCH Y YKa3aHUsA q)aMI/I.]'II/II/I, HE COoACpKAINNEC JaHHBIX
0 MECTC UX KUTCJILCTBA, paGOTBI nin y‘-Ie6BI.

2. Opranu3amnus 1eJ10NpPON3BOACTBA

2.1. OpFaHI/ISaHI/ISI pa6OTLI C IMCbMAaMH U YCTHBIMU 06paIJ_[CHI/I}IMI/I TpaxJiaH OOJIKHA obecreunBaTh
HCOGXOI[I/IMBIG yCi1oBUs 4JIs1 OCYHICCTBIICHUA MPCACTABJICHHOTO U IFAapaHTUPOBAHHOTI'O I'paKaAaHaM



Koncrurynueit PO npaBa oOpaiaThCst ¢ MpeaIoKeHUIMH, 3asIBICHUSIMH U Ka100aMu B TUCbMEHHOU U
ycTHOU (hopme.

2.2. OTBETCTBEHHOCTh 3a OPraHU3ALMI0 U COCTOSHHE JEIONPOM3BOJICTBA MO MHCbMaM U YCTHBIM
oOpalIeHusIM TpakKAaH BO3JIaraeTcsi Ha pykoBoautesnss OpraHu3aum.

2.3. Jlemonpow3BOJACTBO TIO OOpamIeHHWsIM TpaXJaH BEIETCS OTICIBHO OT JPYyTUX BHUJOB
JeoNpoun3BoAcTBa OpraHu3annu.

2.4. Tlpunstue peueHus MO PacCMOTPEHUIO MHCEM U YCTHBIX OOpallleHUil rpa’kgaH OCYILIECTBIISAETCS
pykoBoguTeneM OpraHuzanuu.

2.5. HemnocpencTBeHHOE HCHOTHEHHE IMOPYYEHHH MO NMHUChMaM M YCTHBIM OOpAIICHUSM TpaxIaH
OCYILECTBIISICTCS OTBETCTBEHHBIMH paOoTHHKaMu OpraHuzaium.

3. [Ipuem u perucTpanus nuceM rpaxiaH

3.1. Bece nocrynaromue B Opranuzanuio oOpalieHus rpakiad IpUHUMAIOTCS U 0pOPMIIIOTCS B IEHb UX
MOCTYTIIICHUS.

3.2. Tocrymatome oOpamieHus ¢ KONUSAMH JOKYMEHTOB (HampuMmep, KONHU aTTeCTaToB, TUILIOMOB,
TPYAOBBIX KHID)KEK U Ap.) IPUKPEIUIAIOTCS K TeKCTy oOpaieHus. [losyueHHble OATNHHUKY JOKYMEHTOB,
LIEHHbIe OyMaru BO3BPALLAIOTCS TpakaHaM 110 aKTy.

3.3. OOpamieHus rpaxiaH, KONMMUM OTBETOB HA HUX M JIOKYMEHTBI, CBSI3aHHBIE C MX DPa3pelIeHUEM,
(bopMHpYIOTCS B ieTia B COOTBETCTBUU C YTBEP)KJICHHONH HOMEHKIIATYPOH.

3.4. TloctynuBiIne NMUCbMa TPaKAaH PETUCTPUPYIOTCA B PETUCTPALMOHHO - KOHTPOJIBHBIX KapTOUKax U
KypHaJIe yueTa. PerucrpalMOHHBIM IITaMIl IPOCTAaBIIAETCS Ha JHULEBOM CTOPOHE IEPBOrO JIUCTa C
YKAa3aHUEM pErucTpPallMOHHOIO HOMEpa, JaThl PETHCTPAlMd M KOHTPOJIBHOTO CpPOKAa WCIOJHEHUS.
PerucrpanmoHHplii (BXOJAIIMM) HOMEp MHUChbMa COCTOUT M3 MOPSAJKOBOIO HOMEpa MOCTYNMBIIETO
oOpallieHus B Ipejienax KaJeHIapHoro rojia U MHAEKca Jiena o HoMeHkatype. Ecinu 3asBurens npucian
HECKOJIBKO IIMCEM, HO II0 pPa3HbBIM BOIPOCAM, TO Ha KaXJ0€ IMHUCbMO IPOCTABISAETCS CBOM
peructpanMoHHbIi HoMep. Ecnu mucbMo nepecnano, To B JKypHajie (B rpade mpuMeyaHHe) yKa3blBaeT
OTKyZAa OHO moctynuio. [IoBTOpHbIE MHCbMa CTaBATCS Ha KOHTpouib. [Ipu pabore ¢ HUMM noaOUparoTCs
MMEIOLIUECS] JOKYMEHTBI 10 OOpallleHUsIM JaHHOTrOo 3asBUTENs. B jKypHane ydera U perucTpalioHHO -
KOHTPOJIbHBIX KapTodkax mpocTaBisgeT Ne Kkoj Tembl NHCbMa B COOTBETCTBMM C IPHUMEPHBIM
kiaccupukaropom. Eciii B OZHOM NHCBbME COJEPKUTCS HECKOJIBKO TEM, TO KaXJOH MPHUCBaUBaIOT
0003HaYeHHe MO KIaccu(uKaTopy.

3.5. Tlocne peructpamuu oOpallleHUs HampaBislOTCs pykoBoauTento OpraHuzanuu it ohopMIIEHUsS
PE30IIIOLUY € YKa3aHUEM HCIIOJIHUTES, TOPAIKA U CPOKOB HCIIOJHEHHUS.

4. PaccmoTpeHne NUCbMEHHBIX 00pallieHnii rpazkaaH

4.1. Tlucema rpaknaH, TOCJIEe PETUCTPAIMA U OPOPMIICHUST PE3OJIIONUU pyKoBoauTenem OpraHu3aiuu
MepeAAr0OTCs Ha UCTIOTHEHNUE KOHKPETHOMY MCIIOJTHUTEIIO TI0]T «POCIIACH) B YUETHOW JOKYMEHTAITUH.

4.2. Tlucema rpaxnaaH, TpeOyOIIMe MPOBEPKU H3JIOKEHHBIX (DaKTOB, PACCMATPUBAIOTCS JTOKHOCTHBIMU
JMIIAMU B CPOK JI0 OJTHOTO MeECsIla cO AHS UX PErUCTpalMy; He TPEeOYIOIHe TOTOIHUTEIbHOTO U3YUYeHUs
U TPOBEPKU HE - mo3aHee 15 nHeil. B oTnenpHBIX ciydyasx CpOK pacCMOTPEHHS MHUCbMa MOXKET ObITh
NPOJJICH, HO HEe 0oJiee YeM Ha OJMH MECSIII, O YeM MCIIOJIHUTENb YBEIOMIISET 3asiBUTEII.

He momyckaercsi HampaBieHHE THCEM TpaXJIaH Ha PAacCMOTpPeHHE paOOTHHKAM, ICWCTBUS KOTOPBIX
o0KaIyroTCs.



B compoBoguTenbHOM TNHCBME 00s3aTENIbHO YKAa3bIBAaeTCsl MOPSAJOK OTBETa 3asBUTENIO, a IpHU
HEO0OXOUMOCTH - M OpraHu3aiuy (YUpexkIeHHI0), B KOTOPYIO Hampamiserca AaHHoe obOpamienue. [Ipu
3TOM OTBET Ha 0OpallleHne CTABUTCS UCIIOJIHUTEIEM «Ha KOHTPOIIbY.

AHOHUMHEBIE IMM1ucbMa, KakK IpaBrujio, HEC paCCMAaTpHUBAarOTCH.

[Tucema, OeccMBICTICHHBIE IO COJACPKAHUIO, a TaKXKe HEKOPpPEKTHBhIE 1Mo ¢opme, MOAOUPAIOTCS B
CHELMAJIbHYIO MaNKy U HE paCCMaTPUBAIOTCS.

4.3. OtBerhl Ha OOpamIeHHUs TPAXKAAH IOATOTABIMBAIOT HCIIOJHUTEIH 32 IOJANUCHI0 PYKOBOJIUTEIS
Opranu3zanuu.

OtBeThl Ha IMUCbMa, HaANpPAaBIACMbIC B BBIHICCTOAIIMC OpraHu3alliu MW ACIIyTaTaM, O(bOpMJISIIOTCH B
00513aTeIbHOM IMOPAAKE, 3a IIOANMUCHIO PYKOBOJUTEIIA OpFaHI/ISaHI/II/I.

4.4, JTomKXHOCTHBIC JIMIIA TIPU PACCMOTPEHUU OOpaIeHUI TpaXkaaH 00s3aHbI:

¢* BHUMATCIIbHO IIPOAaHAJIM3UPOBATb HU3JI0KCHHBLIC HpO6JICMBI, B CJIy4uace HeO6XOI[I/IMOCTI/I CJCJaTh 3aIlpoc
Tpe6y€MI)IX JOKYMCHTOB HWJIM IIPOU3BECTU BbIC3] Ha MECTO A MPOBCPKU (1)aKTOB, a TaKXKe
NpeApPUHUMATD APYTIUC MEPbI JIA 00BEKTUBHOTI'O paspCiCHus BOIIPOCa,

¢ IIPUHUMATDb 000CHOBAHHBIE PCUICHHUA 110 O6paI_I_ICHI/IHM, obecneynBaTh CBOCBPCMCHHOC M IIPABUJIBHOC
HCIIOJIHCHUC OTHUX peH.IeHPIfI.

45, Tlo pe3yjibTataM paCcCMOTPEHUS BOIIPOCOB COACPIKAIINUXCSA B IHCbMAX TI'paXAaH, HCIOJHUTCIIb
IoAroTaBJIMBACT OTBET 3aABUTCIIIO.

[Ipu cocTtaBieHNH OTBETa O pe3yJbTaTaX PACCMOTPEHHUS MHChMa JIOJHKHBI COOJIONATHCS CIEIYIOLIHE
TpeOOBaHUS:

* KpaTKO U3JI0XKHTh, Kakas paboTa Oblia MpoBeACHA ISl TPOBEPKH (PAKTOB, M3TIOKEHHBIX B OOpAIICHUH;

* €CIIM B TNHCHME 3aBUTENSI COJEPIKUTCS HECKOJIBKO BOIPOCOB, TO OTBET HAMO JaTh Pa3JEibHO IO
Ka)XXIOMy PaCCMOTPEHHOMY BOTIPOCY;

* COOOIINTD, MOATBEPAUINCH JIU (DAKTHI, U3JI0)KEHHBIE B TUChME, KAKUE MEPBI IPUHATHI 110 pe3yJIbTaTaM
IIPOBEPKH.

4.6. OTBeTHI O0GOPMIISIOTCS Ha OJIaHKAaX TMHCEM M COJACpXKAT CIEAYIONUE PEKBU3HTHI: aJpecar, TEKCT,
(dbaMuIHs UCTIONHUTENS ¢ yKa3aHuWeM ero pabouero tenedoHa, JaTa UCIOJHEHUS M UCXOISAIIUNA HOMEp
MHUChMa MPOCTABJISETCS MOCJIE TOTO, KaK MUCHMO TOJIMHUCAHO.

5. KontpoJasb 3a padoToii nucbMeHHbIX 00pallleHnii TPaxkIaH

5.1. Tlopsimok TMOCTaHOBKM IHCEM Ha KOHTPOJb OINPEAENsoT pykKoBoauTenab OpraHuzanuu U
HEMOCPEJCTBEHHO - UCHOJIHMUTENb(M). [IncbMa rpaxaaH, nepenpaBieHHbIE B APYrUe OpraHU3alUud WIN
yUpexXJIeHus U TpeOyrolne COOOIEHUS pe3yIbTaTOB X PACCMOTPEHHUS, CTaBATCS HAa KOHTPOJIb.

5.2. TluceMa TpaxkaaH, TIIOCTaBICHHBIE HAa KOHTPOJIb, ITOMEYAIOTCSI OTMETKOH «KOHTPOJIb» B
PETUCTPAIIMOHHO - KOHTPOJBHBIX KapToukax. OOpaleHus rpakaH, KOTOpbIE JAAI0TCS MPOMEKYTOUHbIE
OTBETHI, C KOHTPOJISI HE CHUMAIOTCSI.

5.3. OpPaHI/ISaHHH KOHTPOJIA: X0 U CPOKHU HCIOJHCHHA 06pa1ueH1/1171 rpaxxZiad B pPEruCTpaiilioOHHO -
KOHTPOJIBHBIX KapTOYKaX U KYpHaJIC YUCTa BEACT PYKOBOAUTECIIb Opl" aHU3al .

54 CpOKI/I HCIIOJJHCHUA IIMCEM rpamlaH, 10 KOTOpI)IM HCO6XO)II/IMa IIOATOTOBKA OTBCTOB B
BBIIIECTOSIIIINE OPraHbl, MPOAJIEBAIOTCS TOJBKO TOCTE coriacoBaHus ¢ HUMU. O TPOAJIEHUU CpOKa
CcOO00II1aeTCs 3aABUTEITIO.



V3meHeHne cpoka MCMOTHEHUS MPOU3BOIUTCS 3a0JIarOBPEMEHHO JIMIIOM, YCTAaHOBUBIINM TOT CPOK, IPH
HAINYUHA O0BEKTUBHBIX IPUYHH, H3JI0KEHHBIX B COOTBETCTBYIOIICH 3ammcKe.

N3MmeHeHne cpoka yKas3blBaeTCsli Ha JIOKYMEHTE, a TaKXe H3MEHEHUS BHOCSITCS PErMCTPAlMOHHO -
KOHTPOJIbHYIO KAPTOUKY.

5.5. KoHTpousb 3aBepIiaeTcsi TOJBKO MOCIE BBIHECEHUS PEIICHUS W NMPUHSATHS MCUSPIBIBAIONIUX MEP IO
pasperieHuto oOpaiieHuii. PemieHre 0 CHATHU ¢ KOHTPOJIA M OOpalieHuid MPUHUMAET PYKOBOIUTEIH
Opranuzanuu.

IIucema T'paXXJaH CYHUTAIOTCA paspCHICHHBIMU, €CJIKM PaCCMOTPEHBI BCC IMMOCTABJICHHBIC B HUX BOIIPOCHI U
JaHbl OTBETHI 3aABHUTCIISIM.

5.6. OtBeTHl B BBIIICCTOAIINE OpraHu3any, peaakKOuu Ta3cT W XKYPHAJIOB IMOAIIMCBIBAKOTCA
PYKOBOOHUTECIIEM OpFaHI/ISaHI/II/I, B €I'0 OTCYTCTBUEC 3aMCCTUTCIIEM.

6. [Ipuem u paccMoTpeHHE YCTHBIX 00palieHu il rpaian

6.1. Ilpuem rpaxaan B OpraHu3anuu MOXKET OCYIIECTBISITHCS KaK MO MPeIBAPUTENILHON 3aMUCH, TaK U
0e3 Hee.

PykoBoauTtesir OpraHu3anuu BeaeT NpUeM:
noHeAeabHUK, cpena ¢ 10.00 xo 12.00.
B ero oTcyTcTBHE TIpUEM OCYIIECTBIISET €r0 3aMECTUTEIIH.

6.2. [Ipuem noceruTeneil perucTpupyercs B )KypHayie IpueMa MoCeTUTENEH.

7. O0001IeHHe U AHAJIN3 IMCbMEHHBIX U YCTHBIX 00pallleHnii rpaxkIaH

7.1. PykoBoaurenp OpraHuzaluyd WIM IO €ro INOPYYEHUIO JPYrue JOJKHOCTHBIE JIMLA JIOJIKHBI
CHCTEMAaTUYeCKH aHAJIM3MpPOBaTh M 00001IaTh MPEUIOKEHUs, 3asBICHMS, JKaJoObl TpakAaH U
coJiep KalMecs: B HUX MPAKTUYECKUE 3aMEYaHHUs.

[lenp: CBOEBpEMEHHOE BBISBICHHE W YCTPAHEHUE IPHUYMHBI, [OPOKIAKOIIECH HApYyIICHHWE IIpaB
3asBUTENIECH, 3alllUTa HHTEPECOB TIPAXKAaH B COOTBETCTBUM C 3aKOHOJATEIbCTBOM, a TaKkKe
COBEpIICHCTBOBAHNE OPIaHU3AIIMOHHON K YIIPABIEHYECKON JeSTeIbHOCTH B cucteme OpraHu3aiuu.

7.2. O6001meHNEe OOpaNEHUH MOKHO OCYIIECTBIISTE IO CIICIYIOIICH MTPUMEPHOU KITACCH(UKAIIIH:

- 110 aJipecy oOpaIieHuii (B TOM YHClie OCTYMAIOINX U3 BBILIECTOSIINX OPTaHOB);

- 110 TUTIAM U BHJIaM 00pa30BaTENIbHBIX OpraHU3alni;

- CKOJIBKO TMOJIy4€HO M PACCMOTPEHO KOJUIEKTUBHBIX, MHANBUAYATbHBIX, aHOHUMHBIX OOpaIleHni;
- 110 HAaIPaBJIEHUAM PabOTHI (110 KJIacCU(PUKATOPY TEM).

HpOBOI[I/ITCH KOJIMYECTBEHHBIM M KayeCTBEHHBLIM aHalIu3 BceX MOCTYIIMBIINX OGp&H.ICHHﬁ C
XapaKTepHCTHKOﬁ (baKTOB, H3JI0KCHHBIX 3adBUTCIIIMHU U YKa3aHUEM PCE3YJIbTAaTOB: B YaCTHOCTH, KaKHC
(baI(TLI noATBCPANUIIUCH IOJTHOCTHIO UJIKM YaCTUYHO.

[To pesynpTaTam aHanmM3a MpeAcTaBIsgeTcS HHPOpPMALUsS C KOHKPETHBIMH PEKOMEHIALUSMHU IO
COBEpIICHCTBOBAHNIO pabOThl B JaHHOM Bompoce. Marepuaibl opopmisioTcss B BUIE OOOOLIEHHBIX
CBEJICHUH, TaOJIMII M AaHATUTUYECKUX CIIPABOK.

7.3. AnanuTtHueckas MHQOpPMAIUS MO UTOraM paboOThl ¢ OOpALIEHHUSAMHU TPaKAaH MOJTrOTaBIMBACTCA
3a KaJICHAAPHBIN TOL.



8. @opmupoBaHMe U XpaHeHHe /IeJI 10 MMCbMaM H YCTHBIM 00palleHusAM IPaKIaH

8.1. Bce moctynuBIIME MUChMA M YCTHBIE OOpAIIEHUs TPa)JaH IMOCIE WX Pa3peHIeHust TOJHKHBI OBITH
BO3BpAILEHBI B y4eOHYIO YacTh CO BCEMH OTHOCSIIMMHECS K HUM MaTepHaJIaMH Ul IEHTPAIN30BAHHOTO
yudeTta v (GOpMHUPOBAHUS eIl

dopMupoBaHUE U XpaHEHUE JIEJT 10 OOPALIECHUSAM IPAKIAH Y UCIIOJHUTEIS 3alIPEIacTCsl.

8.2. IlucbmeHHbIe OOpalIeHUs Tpak[aH, KONMHUM OTBETOB HA HUX M JIOKYMEHTHI, CBS3aHHBIE C HX
paspelieHneM, a TakXke JOKYMEHTHI 110 JMYHOMY NpHeMy IpaxaaH (OpMHUPYIOTCS B Jiejla B COOTBETCTBUU
C YTBEPKIAECHHON HOMEHKJIATYpOM eIl

8.3. B mporecce dopmMupoBaHusS e TPOBEPSETCS TaKkKe MPABHILHOCTH O(GOpPMIICHUS JOKYMEHTOB
(moxmucu, JaTel, WMHICKCHI, aapecarbl). HemoopopmiieHHbIE WM HENPaBHIBLHO O(OpPMIICHHBIE
JOKYMEHTBI BO3BPAIIAIOTCS UCTIOTHUTEISIM Ha I0PadOTKY.

8.4. IluceMa 1 MaTepHalbl IO YCTHOMY PacCCMOTPEHHUIO OOpaIIeHuil rpaxIaH XpaHsITCs MATh JIET, MOocIe
YEro YHUYTOXKAIOTCA.

8.5. Ilo ucTeueHNH yCTAaHOBICHHOTO CPOKAa XpPAHEHHUsS JOKYMEHTOB IO MPEUIOKEHUSM, 3asBICHUSIM U
KajmobaM TpakIaH COCTaBISeTCd aKT 00 HMX YHMYTOXEHHUH, KOTOPbIM MOAMMUCHIBAETCA YIEHAMH
AKCIIEPTHOM KOMHUCCHUHM U YTBEpKaaeTcsl pykoBoaureaem OpraHuszaiui.

9. 3ak/II0YHTEIbHBIE OJI0KEHHS

9.1. Hacrosimiee MOJIOKEHUE BCTYHMAeT B CHIY C AaThl HNPUHATHS W YTBEPXKICHUS PYKOBOAUTEIEM
00pa3oBaTEeNbHON OPTaHU3AIHH.



