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PECIIYBJIMKA JATECTAH
KASIKEHTCKUH PAMOH

AJIMUHUCTPAIIUA MYHULATIAJIGHOI' O ObPA3OBAHUS «CEJIO YCEMUKEHT
368562 c.Ycemuxenr yi. Jlennna 15 e-mail: usemike nt.a@yandex. ru

INIOCTAHOBJIEHUE
«11» uroast 2023r. Ne 55

B coorBetrcTBUM co cTaThelt 32 deaepaibHOrO 3aKoHa OT 6 okTsa0ps 2003 r.
Ne 131-®3 «O6 0o0mMX MNPUHIMUIIAX OPraHU3alMM MECTHOTO CaMOYNpaBlICHUS B
Poccuiickoit @enepaiun», pykoBoAcTBysACh DenepanbHbiM 3aKoOHOM OT 2 Mas 2006
r. Ne 59-®3 «O mnopsgke paccMOTpeHHsl oOpaiieHuii Tpaxkiaan Poccuiickoi
Oenepanuny, YcraBom MO «ceno YCceMHKEeHT»

HNOCTAHOBJ A IO

1. YrBepauts Ilopsiaok paboThl ¢ oOpalieHUsIMU TpaxaaH B aJIMUHUCTPAIIUU
MO «ceno YCeMHUKEHT», COTrJIaCHO MPUJIOKEHUIO.

2. Ony0nMkoBaTh HACTOSIIIEe IMOCTAHOBICHHE Ha OQUIMATIBLHOM CalTe
aIMUHHUCTpaLNU MO «ceJo YceMukeHT» B nH(popMaIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOU ceTh «VIHTEpHET».

3. HampaBuTh HacTosIliee MOCTAHOBJICHHE MYHHUIIUIIAIBHOTO OOpa30BaHMS
MO «ceno YcemukeHT» B MuHuctepcTBo toctuiii P/ sl BKIIFOUEHUSI B PETUCTP
MYHHUIUIATbHBIX HOPMATUBHBIX IPABOBBIX aKTOB B YCTAHOBJICHHBIN 3aKOHOM CPOK.

4. B Tedenue 7 KaleHAApPHBIX JHEH MOCJIE€ JHA NPUHATHS HAIPaBUTh
HACTOAIEE MMOCTAHOBJICHUE MYHHUIIMIIAILHOTO OOpa30BaHMS «CEI0 YCEMHKEHT» B
MPOKYpaTypy sl NMPOBEICHUS AHTUKOPPYIILIMOHHOW SKCIEPTU3bl U IMPOBEPKHU Ha
MPEIMET 3aKOHHOCTH.

5. Hacrosimiee mNOCTaHOBIEHWME BCTyHaeT B CHIy IIOCJIE€ JHSA  €ro
opuUIMaTHHOTO OMyOIMKOBAHUS.

6. KoHTponb 3a HCMOTHEHNEM ITOCTAHOBJICHUS OCTABIISIO 3a COOOM.

Bpwuo rnaBsl agMuHHACTpaiuu
MO «ceno YceMukeHT» Marowmenos 1. A.



YTBEPXKX/JIEHO
[IOCTaHOBJIEHUEM

agMuaucTpaunu MO «ceno
VYeemukent» ot 11.07.2023 r. Ne 55

MNOPAJOK
padoThI ¢ o0palieHUsIMH rpaxaan B agMuuucTtpauuu MO «cesno YceMukeHT»

1. OOmme noJiokeHust

1.1. Tlopsimox paboTHI ¢ oOpameHusIMU TpaxaaH B agMuHucTparuu MO «ceno YceMUKeHT»
(mamee - Tlopsamok) pa3paboTaH B MENAX pealn3aldd TpaxJaHaAMH, MPOKUBAIOIIMMHU Ha
tepputopun MO «ceno YceMHukeHT», ITpaBa Ha oOpaIreHue B OpraHbl MECTHOTO CaMOYIIPABIICHUS,
MOBBIIIICHUST KA4eCTBA PACCMOTPEHUS INMHCBMEHHBIX (B TOM YHCIIE D3JCKTPOHHBIX) W YCTHBIX
oOpareHuit, TIoCTYyNUBIINX B aAMUHUCTpario MO «ceno YceMUuKkeHT».

1.2. I'paxxgane peanusyroT MpaBo Ha oOpaiieHne cBOOOHO U JJOOPOBOIBHO.

1.3. T'paknane WMEIOT TPaBO OOpamIaThCSA JUYHO, a TAK)KE HAINPABJIATH WHIUBUIYAIbHBIC U
KOJUIGKTHBHBIC OOpaIeHUs, BKJIIOYas OOpalleHus OOBCIUHCHHWH TpaXKJaH, B TOM YHUCIE
FOPUIMYECKUX JIUII.

1.4. OcymecTBaeHne TpakJaHaMH TpaBa Ha oOpalleHHe He JO/DKHO HapylaTh TMpaBa H
CBOOOIBI APYTUX JIUII.

1.5. Cnoco6sr obpamenuss B aamuHHCTpanuio MO «cenmo YcemMukeHT» (nmanee -
AJIMUHHCTpAITUA):

1) B muceMenHo# dopme mo azapecy: Pl Kaskenrckuii paiion, c. YcemukeHt, yi. JleHuna

n.15

2) B (dopMme 3ICKTPOHHOTO JOKyMeHTa uepe3 «Web-npueMHyio», pasMelieHHyl0 Ha

obunMaTbHOM caiiTe AJIMHUHHCTpallUM, a TaKXe Ha aaApec DJIJIEKTPOHHOW TOYTHI

Anvunuctpanuu MO «ceno YCceMUKeHT»:

3) ycTHO B XOJie JHMYHOTO MpHUeMa TpaXkaaH, MPOBOJAMMOIO TJIABOW MYHHUIUITAIBHOTO

o0Opa3oBaHus, r1aBo AJMUHHUCTPAIH, UHBIMH JODKHOCTHBIMU JIMIIAMHA AJIMUHHUCTPAIUH.

1.6. I'paxxganuH BOpaBe MOJYYUTh YCTHYIO MH(OPMALMIO O PETUCTPAllMU €ro oOparieHus
1o Tesnedony.

1.7. YnonHOMOYEHHOE NOJKHOCTHOE JIMIIO, OTBETCTBEHHOE 3a OpPraHM3alMI0 JOCTyNa K
nHpopMaiuu o paboTe ¢ oOpaleHusIMH TpaKIaH (Jajee - YIOJHOMOYEHHOE JIMIIO), OMPEACIIIeTCs
MPaBOBBIM aKTOM AJIMUHUCTPAallUd B COOTBETCTBUU ¢ [lonoxeHHMeM O MOpsSAKE OpraHU3aluu
J0CTyIa K UH(pOpMAaIK O AeATeIbHOCTH  AJIMHHHCTPAIUH, YTBEPKJACHHBIM OCTAHOBIIEHUEM
AnMuHHUCTpanuu (yKaszaTh €ro JaTy U HOMeED).

2. TpeGoBaHusi K NUCbMEHHOMY 00pallleHUIO

2.1. B nucbMeHHOM oOpallleHuH, TOCTYNUBIIEM B AIMHHHCTPAIUIO WIH JOJKHOCTHOMY
TUIy AJIMUHUCTpAllMU, TpaXIaHUH B 00s3aTeIbHOM TMOPSAKE YKa3bIBaeT HaMMEHOBaHUE
AnMuHHUCTpauu, Tu60 (HaMuIMio, UMs, OTYECTBO COOTBETCTBYIOIIETO JTOJKHOCTHOTO JIMIIA, JIUOO
JOJIKHOCTh COOTBETCTBYIOIIETO JIUIIA, a TAKKe CBOM (haMUIIMIO, UMsI, OTYECTBO (TOCIENHEe - MPH
HAJIM4YWH), TIOYTOBBIA aJpec, MO KOTOPOMY JOJDKHBI OBITh HampaBieHBbl OTBET, YBEAOMIICHHE O
nepeagpecali OOpalleHusl, W3Naraer CyTh MNPEATIOKEHUs, 3asBICHUS WM KAIOObl, CTaBUT
JMYHYIO MOJINUCH U JIATy.

2.2. B cmyyae HEOOXOAMMOCTH B MOATBEPKACHUE CBOMX JIOBOJOB T'PaKJaHUH MpUIaraeT K
MMCEMEHHOMY OOpaIeHUI0 JOKYMEHTHI U MaTepUaIIbI JIN0O WX KOTIHU.

2.3. OOpamenue, TMOCTynmuBIIeE B AJIMUHUCTPALUIO WIH JOJDKHOCTHOMY  JIHILY
AnmuHHCTpanuu B (opMe DIIEKTPOHHOTO JOKyMEHTa, B TeueHHe | pabodero mHS co JHS
MOCTYIJICHUS HAIMpPaBJsAETCs AOHKHOCTHOMY JUIY AJIMUHUCTPALMU, KypUPYIOIIEMY JAEATEIbHOCTh
mo pabore ¢ oOpamieHUsIMH TpakIaH sl PETUCTPAlUd B CHUCTEME DIIEKTPOHHOTO
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JOKYMEHTO000pOTa AJJMHUHUCTPAIIUH U JATBHEHIIIET0 pACCMOTPEHHS B COOTBETCTBUU C HACTOSIINM
ITopsakom.

2.4. B cnyvae MOCTYIUIEHH 0OpalieHuii B BBIXOIHBIC MM NIPAa3THUYHBIC THU PETUCTPAIIHS
oOpamieHnii IPOU3BOIUTCA B TIEPBBIA paboumii JeHb AJMUHUCTPAIHH.

2.5. Peructpanuu u y4ery B CHCTEME 3JIEKTPOHHOTO JOKYMEHTO000poTa ATMHHHUCTPALUU
MOJUIeKAT BCE MOCTYNMUBIIME OOpamleHHus TpaxIaH, BKIOYass M Te, KOTOpble Mo Qopme He
COOTBETCTBYIOT TPEOOBAaHUSM, yCTAaHOBIICHHBIM IMyHKTaMu 2.1 u 2.2. Hacrosmero [lopsika.

2.6. Ilpu mpueme MUCHBMEHHOTO OOpANICHHSI HEMOCPEACTBEHHO OT TPakJaHWHA IO €ro
pock0e Ha BTOPOM IK3EMIUISIPE MPUHATOTO MUCBMEHHOTO 00OPAIeHHUs CTABUTCSI COOTBETCTBYIOIIAS
OTMETKA C YKa3aHHEM JIaThl €ro MPUHATHSA, (aMIJIMHA U WHUIMAJIOB JIMIA, IPUHSBILEr0 OOpaIieHue,
1 cOOOIIaeTCsl KOHTAKTHBIN Tene(poH AIMHHUCTpPAIUH.

OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTA MOJKET MPOCTABIIATHCS C IOMOILBIO IITaMIIa.

2.7. Obpaienue mpoBepsieTcsi pabOTHUKOM AJIMUHUCTPAIMH, KyPUPYIOIIUM e TETbHOCTh
no pabore ¢ OOpalleHUsSMH TpaXJaH Ha TOBTOPHOCTb, IMPH HEOOXOJAMMOCTH CBEpSIETCA C
HaxoJAIIEHCs B apXUBE MPEIbIIyIEN TEPEIUCKOM.

[ToBTOpHBIM cunTaeTcst 0OpalieHe, MOCTYUBIIEE OT OJHOTO U TOTO e aBTOpa 110 OJTHOMY U TOMY
e BOIPOCY, Ha KOTOPOE IPaXKAAHUHY OBl JaH OTBET B COOTBETCTBUU  C TpeOOBaHUSAMH,
YCTaHOBJIEHHBIMHU JIEMCTBYIOIINM 3aKOHO/IaTEIbCTBOM.

2.8. Ilpm peructpamum oOpamieHHss B CHCTEME JJIEKTPOHHOTO JTOKYMEHTO0O0OpOTa
AJIMUHHUCTpAIUU 3aNI0JHSAETCS peruCcTpaliioHHasl KapToyKka 0OpalleHus 0 yCTaHOBJIEHHOH GopMe.

2.9. TlopsimoK perucTpamuyd W TPOXOXKJACHUS 3apEeTHCTPHPOBAHHOTO B AIMHHHCTPALIUU
oOpallleHus, BKJIOYash OTIPaBKY TOTOBOIO OTBETA, OCYIIECTBISAETCS C COOJIIOIEHHMEM MpaBHII
JTOKYMEHTO000PpOTA.

2.10. 3apeructpupoBaHHOE OOpalIeHNE HAIMPABISETCS HEMOCPEICTBEHHOMY HCIOTHHUTEIIO
B JICHb IIPOCTABJICHUS PE30IIOLNU C YKa3aHHEM [0 €r0 MCIOJHEHHUIO.

Pezomronuss opopmisiercss Ha cBOOOJHOM MecTe pabouero moJis JOKyMEHTa Jrbo Ha OnaHke
PE30JIIOLUK UM BHOCUTCSI HEMIOCPEICTBEHHO B CUCTEMY JIEKTPOHHOIO IOKYMEHTOO00pOTa.

Pe3onronus BkimrodaeT: paMUINIO, MHULMAIIBI UCTIOHUTENS (MCIIOJIHUTENEH), TOpyYEHHE 10
oOpalleHnIo, P HEOOXOIUMOCTH - CPOK HMCIIOJHEHMS, MOANUCH JIMIA, BEIHECHIETO PE30JIIOLUIO,
JAaTy PE30JIIOLIH.

2.11. Jlna paccMOTpeHHMs M IOJATOTOBKM OTBETa Ha OOpallleHUE MCIOJHUTENb H3ydyaeT
oOpalieHue U Marepuaibl K HeMy (IIpU UX HaJIW4MM), 3alpaIIUBaeT, B TOM YHUCIE B 3JIEKTPOHHOU
bopme, HEOOXOOUMBbIE Ui PAacCMOTpPEHHs] OOpalleHus JOKYMEHTbI M MaTepuaibl B JPYrux
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIPABJICHUS U y UHBIX JOJKHOCTHBIX JIMIL, 32
HCKJIFOUEHHEM CYJIOB, OPI'aHOB JIO3HAHUS U OPraHOB IPEABAPUTEIBHOIO CIIEACTBUS.

2.12. B cnyyae eciii B NMUCBMEHHOM OOpallleHUW HE YyKazaHbl (aMWIUS TPaKIaHWHA,
HalpaBUBIIEro oOpalleHue, WIK HOYTOBBIA ajJpec, 0 KOTOPOMY JOJDKEH ObITh HalpaBleH OTBET,
OTBET Ha oOpalleHne He JaeTcsl.

Ecnu B ykazaHHOM OOpallleHuu COJEepKaTCsl CBEACHUS O MOAr0TaBINBAEMOM, COBEPILIAEMOM
WIA COBEPLICHHOM IPOTHUBONPABHOM [JESHMM, a TaKXkKe O JMIE, €ro IOJroTaBIMBAIOIIEM,
COBEpILAIOIIEM WIM COBEpIIMBIIEM, OOpalleHHE MOJUICKHUT HANPABICHUIO B TOCYAApCTBEHHBIH
OpraH B COOTBETCTBHMHU C €0 KOMIIETEHIIUEH.

2.13. O6paienue, B KOTOPOM OOKailyeTcsi cyieOHOe pelleHHe, B TeUeHHe CeMM JIHEH co
JIHS. PETUCTPAllMM B CHUCTEME DJIEKTPOHHOTO JOKYMEHTOO0OpOoTa AJIMHUHHMCTpAIMM BO3BpallaeTcs
IpaXJaHHHYy, HalpaBUBIIEMY OOpalleHHe, C pa3bsCHEHHWEM IMopsaka O0XKaJoBaHUS JAHHOTO
CyZeOHOTO pelIeHHUS.

2.14. Tlpu modyyeHUM NUCbMEHHOIO OOpallleHusi, B KOTOPOM COJAEP)KaTCsl HEIeH3ypHbIE
7100 OCKOPOUTENTBHBIE BBIPAKEHUSI, YTPO3bI )KU3HHU, 3/I0POBbIO U UMYIIECTBY JIOJDKHOCTHOTO JIMIIA,
a TakXke YJCHOB €ro CeMbH, OOpalleHHne OCTaBiseTcs 0e3 OTBeTa IO CYIIECTBY IOCTABICHHBIX B
HEM BOIIPOCOB C YBEJIOMJIEHUEM I'PaXJaHHHA O HEJIOITYCTUMOCTH 3JI0yIOTPEOICHUS TPABOM.

2.15. Benyuae, eciny TEKCT MUCBbMEHHOTO — OOpallleHust  He MOJIaeTcsl MPOUYTEHHIO, OTBET
Ha oOpalleHHMe He [JaeTcsi, W OHO He TOJJISKHUT HampaBJICHUIO HAa PAacCMOTpEHHE B
rOCyJapCTBEHHBI OpraH, OpraH MECTHOTO CaMOYIpPAaBJIECHUS WIM JOJDKHOCTHOMY JIMIY B
COOTBETCTBUH C UX KOMIIETEHIIMEH, O UeM B TEUEHUE CEMU JHEW CO JHS PEerucTpaluu OoOpalieHus



B CUCTEME  3JIEKTPOHHOTO JIOKyMEHTO000pOTa AIMHHHUCTPAIMH COOOIIAeTCsl TpakKIaHUHY,
HaNpaBUBIIEMY OOpaleHue, eclii ero (aMHIIUs U MTOYTOBBIH afpec MoANAI0TCs IPOUYTEHUIO.

2.16. B ciyuae, eciu TEKCT MUCBbMEHHOTO  OOpaleHusi  He MO3BOJISET
OTIPENICNIUTH CYTh MPEIIOKEHUS, 3asIBICHHUS UIIH KaJ00bl, OTBET Ha oOpalleHne He JaeTcs, u
OHO HE TIOJUVIC)KUT  HAINPABICHHUIO HA PACCMOTPEHHE B TOCYIAPCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYTIPaBIICHUS WU JODKHOCTHOMY JIMITY B COOTBETCTBHH C MX KOMIIETEHIIUEH, O YeM B TCUCHUE
CeMH JHEH CO JHS PEerucTpamuy OOpaIIeHHss B CHCTEME JIIEKTPOHHOTO JTOKYMEHTOOOOpoTa
AMUHHUCTpAIIUU COOOMIACTCS TPAKIAHIHY, HAIPABUBIIIEMY OOpaIeHue.

2.17. B cmydae, eciii B NMHMCBMEHHOM OOpAaIlleHUU TPKIAHWHA COJCPKUTCS BOIPOC, HA
KOTOPBI €My HEOJHOKPAaTHO JaBAJMCh NMHCHbMEHHBIE OTBETHI IO CYIIECTBY B CBS3U C paHee
HaIPaBJIIEMBIMU OOpPAICHUSIMH, U TIPU 3TOM B OOpaIlleHWH HE MPHUBOJSATCS HOBBIC JIOBOMIBI HIIN
00CTOSITENILCTBA, TJIaBa AJIMHHHCTPAIIUN WINA JOJHDKHOCTHOE JIMIO0 AJMUHUCTPANMHA TMPUHUMAIOT
pemieHre O OE30CHOBATEIBHOCTH OYEPETHOTO OOpamieHuss W TPEKpaleHUH TEePerucKu ¢
TpaXJaHMHOM T[I0 JaHHOMY BOTPOCY NpPH YCIOBHHM, YTO YKa3aHHOE OOpalieHWe W paHee
HampaBJisieMble OOpaIlleHUs HANPAaBSUICh B  AJIMAHHUCTPAIMIO WJIH OJHOMY W TOMY e
JOJKHOCTHOMY JIUITY AJTMUHUCTPAITUH.

O JaHHOM pEIICHWW B TEUYCHHWE CEMU JHEW CO JIHS PETHCTpaIlyd OOpAIICHHS B CHCTEME
AIIEKTPOHHOTO JIOKyMEHTOO00pOTa AIMHHHCTPALMU COOOMIACTCS TPaKIAHWHY, HANPaBUBIIEMY
oOparieHue.

2.18. B ciyyae, ecim OTBET MO CYIIECTBY ITOCTABIICHHOTO B OOpaIlleHUH BOMPOCA HE MOXKET
OBITh J1aH Oe3 pa3TJallleHus CBEACHHM, COCTABIISIFOIINX TOCYIaPCTBEHHYIO WIH UHYIO OXPaHICMYIO
(dbenepanbHBIM 3aKOHOM TalHy, TpaXJIaHWHY, HaIpaBUBIIEMY OOpalieHne, CcooOIIaeTcss o
HEBO3MOXXHOCTH JIaTh OTBET II0 CYIIECTBY TIOCTAaBJICHHOTO B HEM BOMpOCAa B CBS3U C
HEJIOMMYCTUMOCTBIO PA3TJIANICHHS YKa3aHHBIX CBEICHHM.

2.19. B cmyuae, ecnu TPUYHMHBI, MO KOTOPBHIM OTBET IO CYIIECTBY MOCTaBJICHHBIX B
oOpallleHnH BOMPOCOB HE MOT OBITh JaH, B MOCJEIYIOIIEM ObUIM YCTpaHEHBI, TPaKJIaHUH BIIpaBe
BHOBb HaIlpaBUTh oOpallleHne B AIMUHUCTPALMIO UIH COOTBETCTBYIOLIEMY JOJKHOCTHOMY JIUILY
AJIMUHUCTpALIH.

2.20. 'maBa AIMUHHUCTpAIIMN MOXKET MPUHATH PEIICHUE O TPOJICHUH CPOKA PACCMOTPECHH S
oOparenus He 6osiee yem Ha 30 mHEH nmpu cOOTIOIEHUN YCITOBHIA:

1) OTBETCTBEHHBII UCIIOJHUTEIb IOPYYCHHUS HE TIO3JHEE YeM 3a 5 JTHEH 10 UCTEYCHUS CPOoKa

WCIIOJIHEHUSI TOPYYEHUSl MPEACTaBISET HAa UMsS TIJ1aBbl AJMUHUCTPALUU CIYXeOHYIO

3anMucKy ¢ 000CHOBaHHWEM HEOOXOAMMOCTH MPOATICHUSI CPOKA UCTIOTHEHUS TIOPYUCHHUS;

2) CpPOK pAacCMOTPEHHS CIy)KeOHOW 3amucKu © O(GOpPMIICHHS PE3O0JIOIMU TJIaBOM

AJMUHHUCTpAIUU COCTaBJIsIeT He OoJiee 3 AHel co AHS MOTY4YeHUS CIyKEOHOM 3aluCKu;

3) B ciydae MOJyYEHHs PE3OJIONMU TIJIaBhl AJMUHHCTPAIMA O MPOJUICHHH CpOKa

WCIIOJIHEHUSI TIOPYYEHUS B aJjpec rpakJaHWHA B TEYEHHE OJHOTO JIHS CO JHS MOJIy4eHHS

PE30JIONMK  HAMpaBJISETCsl YBEJOMIIEHHWE 3a TMOMANUCHIO TJaBbl AIMHHHCTpPAIUU O

MIPOJUICHUH CPOKA PACCMOTPEHHUS ero oOpalieHusl.

2.21. TlpomieHne CpokKa pacCMOTPEHHS OOpamieHHs OTMe4aeTcss  pabOTHHUKOM
AJMUHUCTpAIUU, KypUPYIOLIUM JESITeNbHOCTh MO paboTe ¢ oOpalleHUsMU TpaXKIaH B CUCTEME
AIIEKTPOHHOTO JTIOKyMEHTOOO0OpOTa AJMUHHUCTpPAIMU B Te€YeHHE | AHS CO JTHS MPUHATUS TaKOTO
pelieHus ri1aBoil AIIMUHUCTPALINH.

2.22. B cnyuae, ecnu B OOpallleHHH COJIEPKaTCsl BOIIPOCHI, PEIlIEHUE KOTOPBIX HE BXOIHUT B
KOMITETEHITI0 AJIMUHHUCTPAINH WU JOJKHOCTHOTO JIMIIa ATMUHUCTPAIUU, OOpallieHHe B TeUCHUE
CeMH JHEH CO JHS pEerucTpaiul B CUCTEME 3JEKTPOHHOTO JOKYMEHTOOOOpOoTa AIMHHHCTpAIUU
HaMpaBJIIETCSI B COOTBETCTBYIOUIMH OpraH MM COOTBETCTBYIOIIEMY JOKHOCTHOMY IIMIlY, B
KOMIIETEHIIMI0 KOTOPOTO BXOJUT pEIICHHE I[IOCTABICHHBIX B OOpalIeHHH BOIMPOCOB, C
YBEIOMJICHHEM TpaXKJaHWHA, HAMpaBUBIIEr0 OOpallleHHue, O IMepeaapecalud oOpalieHus, 3a
WCKITIOYCHHUEM CITy4asi, €CITH TEKCT MMUCbMEHHOTO OOpaIeHHs He TOIaeTCs MPOUTEHUIO.

2.23. B ciyudae, ecnu pelieHHE TOCTaBICHHBIX B OOpalleHWH BOIMPOCOB OTHOCUTCS K
KOMITIETEHITUN HECKOJBKUX TOCYJapPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBICHHS WU
JOJKHOCTHBIX JIUI, KOMHs oOpallleHuss B T€YCHHWE CeMH JHEW CO THS PErucTpali B CHUCTEME
ANIEKTPOHHOTO  JIOKyMEHTOOO0OpOoTa AIMUHHUCTpPAllMK  HANpPAaBISETCS B  COOTBETCTBYIOIIWE



rOCyJapCTBEHHbIE OpraHbl, OpraHbl MECTHOTO CAaMOYIPABJICHUS WJIM COOTBETCTBYIOIIUM
JOJKHOCTHBIM JIUIAM.

2.24. 3ampemaercss HaNpaBIATh JKalo0y Ha PacCMOTPEHHE B TOCYIAPCTBEHHBIM Opra,
OpraH MECTHOTO CaMOYNpAaBJCHUS WM JOJDKHOCTHOMY JIMILy, pEIIeHHE WK JeicTBHe
(6e3melicTBIE) KOTOPOTO 00XKAITYETCS.

2.25. B cnywae, ecnm B COOTBETCTBUM C MPEIyCMOTPEHHBIM 3alPETOM HEBO3MOKHO
HampaBJICHUE JKATO0bl Ha pPAaCCMOTPEHHE B TOCYHAPCTBEHHBIM OpraH, OpraH MECTHOTO
CaMOYIPABICHUST WM JOJHDKHOCTHOMY JIMIly, B KOMIICTCHLHIO KOTOPHIX BXOJWUT pEUICHHE
MOCTaBJICHHBIX B 0OpAaIEHHH BOIPOCOB, kKajlo0a BO3BPAIIACTCS TPAXKAAHUHY C Pa3bsICHEHUEM €ro
mpaBa 00’KaJloBaTh COOTBETCTBYIOIIEE PEIICHUE WINM JeicTBHE (Oe31elicTBHE) B YCTAHOBJICHHOM
MOPSIIKE B CY/I.

2.26. OOpamienue, cojnepxkamiee uHpopManuioo o0 (akTax BO3MOXKHBIX HapyIICHUH
3akoHofarenscTBa Poccuiickoit denepanun B cepe MUTpALUM, HANPABIAETCS B TEUEHUE MATH
JTHEW cO JHA PErucTpaluud B CHCTEME JJIEKTPOHHOTO JOKYMEHTO00OpoTa AIMUHUCTpALUU B
TEPPUTOPHATBHBIN OpraH (eepaTbHOTO OpraHa UCIIOJHUTEIFHON BIIACTH B chepe BHYTPEHHUX JIEIT
C YBEJIOMJICHHEM TpakJaHWHA, HAIIPABHUBILIETO OOpaIIeHue, O Mepeajpecannuy ero oopameHus, 3a
UCKITFOUEHHEM CITydasi, €CTH TEKCT IMMCbMEHHOTO 00paIeH s He TOIaeTCsl IPOYTEHUIO.

2.27. OtBeT Ha oOpaleHre HANPABIIACTCS 3aABUTEIIO B (JOPME IIEKTPOHHOTO JIOKYMEHTA
10 aj[pecy ICKTPOHHOH MMOYTHI, yKa3aHHOMY B 0OpallleHu , U B MUCbMEHHOH (opMe TI0 TOYTOBOMY
azipecy, ykazaHHOMY B OOpamieHHH, ImyTeM O(OpMIICHHS ITOYTOBOTO OTIIPABIICHHS B KOHBEPT U
nepesaynl ero Mo peecTpy MODKHOCTHOMY JIMIY AIMHUHHUCTPALIUH, KYPUPYIOIIEMY JeSTeIbHOCTD 10
paboTe ¢ 0OpalIeHUsIMH TPpaXx/IaH C JOKYMEHTaMH JUTSl OTIIPABKU B YCTAHOBJIEHHOM TOPSIZIKE.

2.28. OTBeT Ha KOJUIEKTHBHOE OOpalleHWe TPakJaH HAIPaBISETCS JIMILY, YKa3aHHOMY B
oOpamieHMH B KayecTBE IMOJIydaTedss OTBETAa WJIM TPEACTABUTENsl KOJUICKTHBA TpaXkiaH,
noanucaBmux oOpamieHne. OTBET HaNpaBiIAETCs YKa3aHHOMY JIMLY JJs JIOBEIEHUS €ro
CoJIepKaHUs 10 CBEJICHUS OCTaJIbHBIX JIUL], TOAMUCABIINX OOpalIeHHE.

Ecnu nosy4arens oTBeTa B KOJUIEKTUBHOM OOpallleHHH HE OIpeesieH, OTBET HalpaBIIsIeTCs
[EpBOMY JIMIly, MOANHUCABIIEMY OOpalleHHe, yKa3aBILIEMYy aJpec, M0 KOTOPOMY JOJIKEH ObITh
HampaBJIeH OTBET, ISl AOBEAEHUS €ro COJAEp’KaHWs 0 CBEICHUS OCTAIbHBIX JIUI, MOIMHMCABIIMX
oOparieHue.

3. Opranu3anusi 4 NpoBeIeHHEe JUYHOTO MPUeMa I'PaKIaH

3.1. 'maBa AZMUHUCTpAIIMH, HHBIC JODKHOCTHBIE JIUIA BEAYT JIMYHBIA MPUEM TPaKIaH MO
MPEIBAPUTEIILHOM 3aIMCH B COOTBETCTBUH C Ipa)iKOM JIMYHOTO TPUEMa I'Pax/iaH, YTBEPIKICHHBIM
pacropspkeHHeM AJIMUHUCTPAIIHH.

3.2. adopmanus o rpaduke JMIHOTO MpUeMa TpaxiaaH (MecTe MpOBEISHUs, a TakkKe 00
YCTAaHOBJICHHBIX ISl JINYHOTO MpHEMa TPaKJIaH JHIX M Yacax) pa3MemlacTcs MPH BXOJE B 3/IaHHC
win B Qoiie 37aHus AIIMUHUCTPAIINH, a TAKXKE Ha O(UIMATIBHOM CaiTe AJMHHUACTPAIUH.

3.3. Ilpu 3anmcu Ha JMYHBIA MpHEM 3alOJHIETCS KapTOyKa JIMYHOTO mHpuema (haiee -
KapTOYKa) B KOTOPYEO BHOCSTCSI CO CJIOB I'PaKIaHWHA CIICITYIOIIUE TaHHbIC:

- hamumnmst, UMst, 0TYECTBO (TIOCTICTHEE - TIPU HAJTMYMH ) TPaXKJaHUHA,

- laTa POXKJICHHUS,

- TIOYTOBBIH afpec Ui HAMIPABJICHUS OTBETA,

- KOHTaKTHBIN TenedoH,

- IOBTOPHOCTH OOpaIeHHs,

- KpaTKoe CoJiep>KaHue YCTHOTO OOpaIieHus..

3.4. B cnyyae BBIABIEHUS TIOBTOPHOCTH WM HEOJHOKPATHOCTH TIOCTYIUICHHS OT
rpakJaHuHa OOpaleHuil pabOTHUKOM AJIMHHHUCTPAINH, KYPUPYIOIIUM IEATEIbHOCTh MO padoTe C
oOpallleHusMU TpaKJaH pacleyaThIBAIOTCS KOMUHM OTBETOB MO MPEANISCTBYIOIIUM OOpaIIeHUSIM
JAHHOTO Tpa)<JIaHWHA, KOTOPbIE MEPETAr0TCs JTOJDKHOCTHOMY JIHMILY, OCYHIECTBIISIOMIEMY JTHYHBIN
MIpHEeM TPpaKJaHIHA.

3.5. JInunblil mpreM rpaxkaad B AIMUHUCTPALMY TPOBOJUTCS C COOMOICHUEM TPpEeOOBAaHUM,
00ecneYnBarOKuX JOCTYIMHOCTh Ui TPAKIAH C OTPaHUYCHHBIMU (PU3HMUECKUMHU BO3MOKHOCTSIMH,
OOLIECTBEHHYI0O U  MOXapHYH  O€30MacHOCTh, HEIOMYIEHHWE pa3IJIallleHus CBEACHUH,



COJICPKAIUXCS B YCTHBIX OOpAIICHUSAX, a TAK)KE OTBEUAIOIIUX CAHUTAPHO-AIHIEMHOJIOTHYECKUM
TpeOOBaHUSM.

3.6. Ilpu nu4HOM TpUEME TPAKIAHUH NPEABABISIET JOKYMEHT, YIOCTOBEPSIOIIMNA €ro
JUYHOCTB.

3.7.Jluunplii TIpHeM TIIABOM AJIMHHHMCTPALMU, €ro 3aMECTUTENIEM OCYLIECTBISETCS B
MOPSIKE 0YEPETHOCTH COTJIACHO CHHCKY TpakJaH, MPUTIIAIICHHBIX HA JMYHBIA IPUEM, U B TEUCHUE
YCTQHOBJIEHHOTO BPEMEHH B COOTBETCTBUM C TPaQUKOM JHMYHOTO MpPHEMA, YTBEPKICHHBIM
pacropspkeHHeM AIMUHUCTPAIIHH.

[Ipu HesiBKe rpakJIaHMHA B Ha3HAYCHHOE BpPEMs Ha JIMYHBIA MPHEM B KapTOYKY JUYHOTO
npreMa BHOCUTCS COOTBETCTBYIONIAS 3aITUCh.

[Ipu omozmanuM TpakJaHWHA Ha JUYHBIA Tpuem Oosiee yeM Ha 20 MHHYT, B CBSI3U C
M3MEHEHHEM TIOpSJIKa OYEepPEJIHOCTH TMpHeMa TPaKIaH TPAKIAHWHY MO PEHICHHIO TJIaBbI
AJZIMUHUCTpAINH, OTKa3bIBACTCA B JIMYHOM TIpHEME, €clH IpaduK JMYHOTO TMpUEMa TPaKIaH Ha
TAHHBIHA JIEHb MTOJIHOCTBIO 3aIOJTHEH, C MPEIIOKEHNEM TIepeHoca pueMa Ha Ipyroe BpeMs (Ipyroi
JICHB ).

3.8. Conep:kaHue yCTHOTO OOpamieHHs rpa)<JIaHWHA B XOJIe JIMYHOTO TpHeMa 3aHOCHUTCS B
KapTOUKYy.

3.9. B caiyuae, €CITM  W3JIOKCHHBIE B YCTHOM oOpamennn  (GakTel  H
0OCTOSITENIbCTBA SIBIITIOTCSI OYCBHIHBIMH M HE TPEOYIOT JOMOJHHUTEIHHON IMPOBEPKH, OTBET Ha
oOpamieHne ¢ corjacusi TpakIaHHHA MOXKET OBITh JaH YCTHO B XOJ€ JIMYHOTO TpHeMa, O 4eM
JeTaeTcs 3aIiCh B KAPTOUKE.

3.10. Benyuae, €CITM  W3JIOKCHHBIC B YCTHOM oOpamennn  (GakTel  H
o0cTOosITENBCTBA TPEOYIOT M3Y4EHHUs, MPOPaOOTKHU, MPUHATHS HEOOXOIMMBIX MEp W HalpaBJICHUS
MOPYYCHUH JOJDKHOCTHBIM JIMIIAM AJIMHHHCTpAIIMH, TO TO pe3yJlbTaTaM WX PacCMOTPEHUS
IpaXJaHUHY HaNpaBisieTCs NHUCbMEHHBIM OTBET IO CYLIECTBY IIOCTABICHHBIX B OOpalIeHUU
BonpocoB B TeueHue 30 gHEHW CO JHA PErucTpaldd KapTOYKHM B CHCTEME DJIJIEKTPOHHOTO
JOKYMEHTO000poTa AJMUHUCTPALIUH.

3.11. IIucemenHble oOOpalieHusi, NPUHATHIE B XOJ€ JIMYHOTO TpHUEeMa, TOJJIeKaT
PErUCTpalii B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOoTa AIMUHHCTPALMU U PACCMOTPEHUIO B
cooTBeTcTBUU ¢ HactosamuM [lopsakom. O perucrpanuu NUCBMEHHOTO OOpalleHHsl B CHCTEME
3JIEKTPOHHOIO JOKYMEHTO000pOTa AJIMUHUCTPALIMU ITPOU3BOIUTCS 3aIIUCh B KAPTOUKE.

3.12. B xo/e IMYHOrO MpueMa I'pakIaHUHY OTKa3bIBAaeTCA B JallbHEHIIEM PacCMOTPEHUHU
oOpalieHus, eciiu eMy paHee ObLI 1aH OTBET IO CYLIECTBY IOCTABJIEHHBIX B 0OPAIIEHUH BOIPOCOB,
0 4eM JIeJIaeTCsl COOTBETCTBYIOLIAS 3alIUCh B KAPTOUKE.

3.13. B ciyuae, eciiu B 00pallleHUH COAEPKATCSA BOIPOCHI, PELICHUE KOTOPBIX HE BXOJIUT B
KOMIETEHIMI0 AJIMUHUCTPALMU WM JOJDKHOCTHOIO JIMIA AIMUHMCTPALUU, TPaXKJaHUHY 1aeTcCs
pa3bsICHEHUE, Ky/la U B KAKOM HOPsIJIKE eMy ClIelyeT 00paTUThCs.

3.14. Pe3ynpTar JIMYHOTO MpHUEMA U MOPYYEHUS AODKHOCTHBIM JHMLAM AJIMHHUCTPALUH
(Ipu HATMYUM) 3aHOCATCS B KAPTOUKY.

3.15. He no3nHee cieayromero JHs MOCje MPOBEICHUS JIMYHOTO IpUeMa, 3alloJIHEHHAs U
NOJANUCAHHAs TJaBOH AJIMUHHCTpAallMM, €ro 3aMeCcTHTEIsIMM, KapTodKa JIMYHOIO IpHeMa
peructpupyercss pabOTHUKOM AJIMHHMCTPALUMHU, KYpUPYIOIIMM JESITEIbHOCTh MO paboTe c
oOpalieHUsAMH IpaKaaH B CUCTEME IEKTPOHHOTO JOKYMEHTO000pOoTa AJMUHUCTPALIUH.

4. ®opMbI KOHTPOJIS 32 pACCMOTPeHUEM 00paleH i

4.1. Texymuii KOHTpOJb 3a coOmofeHneM Hacrosero Ilopsiika M MHBIX HOPMAaTHUBHBIX
IIPABOBBIX AKTOB, YCTAHABJIMBAIOUINX TPEOOBAHUS K PACCMOTPEHHIO OOpaIlleHNH, MPUHATHE MEp 110
CBOEBPEMEHHOMY BBISBICHHIO M YCTPAaHEHUIO MPUYMH HAPYIIEHUS MpaB, CBOOOJ M 3aKOHHBIX
MHTEPECOB TIPpaXkJaH OCYILIECTBIISIETCA B IIPEIEIaX CBOCH KOMIIETCHIUH JOJLKHOCTHBIM JIMIOM
AJMUHUCTpAINH, KypUPYIOLIUM JIeTEFHOCTh MO paboTe ¢ 00palieHUsIMHU TpaK/IaH.

4.2, OOummii KOHTPOJb 3a COOJIIOJICHHEM CPOKOB HCIIOJHEHHS MO0 PacCMOTPEHUIO
oOpamieHuid M MOHUTOPUHI pabOThl IO PACCMOTPEHUIO OOpAIeHWH Tpa)aaH IMPOBOJAUTCS
JOJKHOCTHBIM JIMLIOM AJMMHUCTPAIMH, KYPUPYIOIIUM JESITeIbHOCTh MO paboTe ¢ oOpalieHUsIMH
rpaXKaaH.



4.3. B paMkax OCyIIeCTBIEHHUS OOIIEro KOHTPOJIS JOJDKHOCTHOE JIMIO AJIMHHHCTPAIHH,
KypupymIlee AeITeIbHOCTh M0 pabdoTe ¢ OOpalleHUsMH TPaXJaH MOXKET HANpaBIsieT B aapec
WCIIOJIHUTENICH B CHUCTEME JJIGKTPOHHOTO JOKYMEHTOOOOpOTa AJIMUHUCTPAIMA HATIOMHUHAHUE O
HACTYIUICHHH CPOKA PACCMOTPEHUS OOpaICHHIA.

4.4. B paMKkax OCYIIECTBIEHUS OOIIEro KOHTPOJISA JOJDKHOCTHOE JIMIO AJIMHHHCTPAIHH,
KypupymIllee JAedaTeIbHOCTh Mo paboTe ¢ oOpalleHUusMH TpakIaH eXKETHEBHO IIPOBOJUT
MOHUTOPHHI PACCMOTPEHHUsI OOpallleHuid W B Cllydae BbBIABJICHHS (AKTOB HAPYIIECHUS CPOKOB
paccMOTpeHust OOpalieHU HapaBJISIET B apeC UCIOJHUTENCH YBEIOMIICHHE O HAPYIIIEHUU CPOKOB
paccMOTpeHusi OOpaileHuii ¢ TpeOOBaHMEM O HE3aMEUIMTEIIbHOM HalpaBJICHUH OTBETa Ha
oOparneHue.

4.5. JIomKHOCTHBIE JIMIIa AJMUHUCTpAIUd HECYT OTBETCTBEHHOCTH, MPEIyCMOTPEHHYIO
3aKoHOAaTenbCTBOM Poccuiickoit denepanuu, 3a CBOM pelieHUs W JercTBus (Oe3aeiicTBue),
MIpUHUMAaeMbIe (OCYIIECTBIIIEMBIE) B X0OJI€ PACCMOTPEHUS OOpaLeHUI.



