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Ilopsaok
pabombl ¢ 0GPAWEHUAMYU 2PAHCOAH 6 MYHUUURAIbHOM AGHOHOMHOM OOUIKOTbHOM
o6pazoeamenviom yupedicoenuu 2opooa Huoicneeapmoscka oemckom cady Nel5
«ConHblKo»

I. O6mue monoKeHHSA

1.1. Tlopsmox pabotsl ¢ oOpalieHHsMH TIpaxiaH B MyHHIHUIATBHOM aBTOHOMHOM
JIOLIKOTIFHOM 00pa3oBaTellbHOM YUpeXieHuH ropopa HimkHeBapTOBCKa NETCKOM  Ccaly Nel5s
«Conupimko» (mamee - Ilopsmox) ompemenseT Npouenypy paboThl MO y4eTy, OpraHu3alH
paccMOTpeHHsi  oOpallgHuil Trpakaad (jamee - oOpallieHue), aJpecoBaHHBIX 3aBEHYIOIIEMY
MYHHIATATPHOTO ~ aBTOHOMHOTO  JIOIIKOJIBHOTO  00pa3oBaTENBHOTO  YUPEXKACHHA — TOpoAa
HuxreBapToBcka meTckoro caga Nel5 «Conmpimko» (manee — obpasopare/ibHas OpraHu3anus), a
TAKYKE [0 OCYIIECTBICHHIO KOHTPOI 38 PACCMOTPEHHEM O0palCHHH.

1.2. Topsiqok HCIOJNHEHHS TMOPYYCHHH B 06pa3oBaTeNbHON OpraHu3alul, OQOPMIICHHS,
Pa3MHOMKEHUs, CHCTEMATH3aUMH H XPaHEHMs OOpAleHWH M JOKYMEHTOB IO HX DACCMOTPEHMIO
ycraHapnusaeTcs MHCTpyKuuel no nenonpous3BoACTBy.

HacTosiimii IOpAIoK pa3paboTal B COOTBETCTBUM €O cTaThel 4 DenepalbHOro 3aKoHa OT
02.05.2006 Ne59-®3 "O mopsiaxe paccMoTpenus obpauiennii rpaxnan Poccutickoit denepauun’”,
pacTOpsUKEHHEM aIMHUHMCTpaluu ropoja or 22.10.2013 Nel925-p «O Ilopsanke paboThl ¢
obpameHdsME Tpax/aH, OOLeJIMHEHWH TpaX[IaH, B TOM 4YHACIHE IOPHIMHYCCKMX JIMI, B
aIMHHHCTpAHK ropoaa HiuxxHeBapTOBCKa.

1.3. B Tlopsjke HCHONB3YOTCS OCHOBHBIC TEPMHHBI, IIPEIyCMOTPEHHBIC cratbeii 4
®epepansioro 3akona ot 02.05.2006 Ne59-P3 "O mopsaxe pacCMOTPEHHs obpanieHuit TpaXaaH
Poccuiickoit ®enepanun” (nanee - @eaepanbHbli 3akoH Ne59-03).

Taxoxe B ITopsiiKe HCIIONB3YIOTCA CIEAYIOIIME IIOHATHA:

1) JOIDKHOCTHOE JTHII0 — 3aBEYIOIIHH, 3aMECTHTEIb 3aBEYIOMIETO, [JIaBHBIH Oyxranrtep;

2) HCIIOJHHTEN - IOJKHOCTHOE JIMII0, KOTOPOMY JaHO MOPY4CHUE 110 o0palleHno;

3) OCHOBHOH HCIIOJHHUTEND - JODKHOCTHOE JIMIIO, YKA3aHHOC IEPBHIM (eIMHCTBEHHBIM) B
MIOPYYEHUH IO 0OpaIleHHIO;

4) Ko/UTeKTHBHOE obpaleHue - obpalrenue IByX U Goree JTHIL;

5) mepBHYHOE obpalieHye - 0OpallleHHe 10 BOIPOCY, KOTOPEIA paHee He pacCMaTpUBAIICA B
06pa3oBaTeNbHON OpraHm3aluy, 00 odpalieH#e, MOCTYIUBINEe OT KL, paHee HE obpalaBIuxcs
TI0 BOIIPOCY, KOTOPBIH yXKe paccMaTpUBANICs;

6) my6aukar obpalleHHsl - KOIMs OJHOIO H TOIO JKe o0palneHusd OT OJHOI0 M TOrO e
3asBUTENS;

7) aHajorM4yHOe OoOpalleHHe - BTOpOE H HOCTEAYIOIIee obparieHue, HalpaBICHHOS
PA3THYHBIM a7pecaTaM OT OJHOIO M TOr0 XK€ JIMIA [0 OAHOMY H TOMY K€ BOIPOCY U IOCTYIHBLICC


User
Пишущая машинка
312


B 00pa3oBaTeqpHYK) OPraHH3al[Mi0 HEMOCPENCTBEHHO OT 3asMBHUTENS M (MIH) B IOPAIKE
nepeaapecanuu;

8) moBTOpHOE oOOpalleHHEe - BTOPOE H IMOCHCAyIOIee OOpalleHHe, MOCTYIHBIICE B
00paz0BaTeNIbHYIO OPraHU3alHI0 OT O/JHOTO U TOrO K€ JIHIA 110 OJHOMY H TOMY K€ BOIIPOCY HJIM B
KOTOPOM BBEIPAXKAETCS HECOTJIACHE C PEIIEHHEM, TIPHHITHIM 110 TIPeIbIIyeMy 00paleHnio, paHee
paccMOTpeHHOMY B 00pa30BaTelIbHON OpraHu3alme, yKa3blBalTC HEIOCTATKH, JONYIIEHHBIE TPU
PaccMOTPEHHH TpeabIyInero odpammenus, 100 coodIaeTes 0 HECBOCBPEMEHHOM PacCMOTPEHHUH
IpeaBIAYINero o0paleHus;

9) 3asgBHUTENE - TPAKIAHHH, B TOM YHCJIE I0PUIHYECKOE JTHIIO.

II. Perucrpauus obpamenuii

2.1. Perucrpauus oOpaeHus, aJpeCOBaHHOr0 3aBEYIOIEMY, 3aMECTHTEIO 3aBEAYIOIETO
OCYIIECTBIIAETCS OTBETCTBEHHBIM 3a paboTy ¢ oOpalieHMsMH IpaskjaH (Ha3HAYE€HHBbIM IPUKA30M
3aBEAYIONIET0) B 00pa30BaTeIbHOM OpraHu3alny (1anee — OTBETCTBEHHOE JIHIIO).

Perucrpanus ob6pameHus oCyIEeCTBASETCs B XKypHAJIE yyeTa 00palieHus IPaaaH.

2.2.  Perucrpauus  oOpamieHMH  OCYLIECTBISETCST B CPOKH,  YCTaHOBJIEHHBIE
DenepalbHBIM 3aK0HOM No59-D3,

2.3. Perucrpauus oOpalieHHs] OCYILIECTBISETCS B JEIONPOH3BOACTBA B 00pa3oBaTeIbHOMR
OpraHu3aliy yTeM IIPUCBOEHUA EMY IIOPSIKOBOTO HOMEpA.

Ha nuneBolf cTopoHe NepBOro JHcTa obpalleHHs B IPaBOM HIDKHEM YIUIy YKa3bIBaloTCH
CBEJICHHS. O PErucTpalMM  (Jata, IMOPSJIKOBBIA  HOMEP) IOCPEJCTBOM  IIPOCTABIICHMS
PETUCTPAIMOHHOrO ITamMIa Ui 6e3 TakoBoro. B ciyuae ecnu ykazaHHOE MECTO 3aHITO TEKCTOM,
CBEJICHHUS O PEeTHCTpallMH YKa3bIBalOTCA B APYTOM MeCTe, MO3BOJIAIOLIEM HX IPOYTEHHUE.

2.4. OTBeTCTBEHHOE JIMILIO NPH PErHcTpalyuu OOpalleHHs! MpOBEpPSET MPABUIBHOCTE €ro
aJpecOBaHMs, BBIIBISIET IIOCTaBICHHBIE B OOpallleHHH BOIPOCEHI, OIpEAENsIeT KX TeMaTHKY,
IpoBepsieT HCTOpPHIO O0OpalieHHss Ha MOBTOPHOCTL, INIPH HEOOXOAMMOCTH COIOCTAaBIAET C
HaxonsLIeHcs B apxuBe IEPENHCKOM, COCTaBIsIET KapTOUKy O0OpalleHHs B  CHCTEME
JIeJIONPOU3BOJICTBA.

II1. PacemoTpenne oOpameHuii

3.1. OOpaineHue, aIpecOBaHHOE 3aBEIYIOIIEMY BMECT€ € KapTodykoH oOpauieHus He
Ho3JHee cienyromero pabodyero IHS ITOCTE PETHCTPAllMM IIepefaeTcs 3aBeAyIOIEMYy Ul Jadd
HOPYYEHHs! 10 0OPAIIEHHUIO.

Bce nopyuenus 1oBosSTCS /10 UCHIONHUTENEH Yepe3 CUCTEMY JeIONPOU3BOACTBA.

3.2. UcrionHuTEMH, KOTOPLIM IIOPYUYEHO COBMECTHOE PACCMOTPEHHE OJHOIr0 00palleHus, He
nosjHee 7 JHEH JO0 MCTEUEHHMsS CpPOKa €ro paccMOTpeHus: 00s3aHbl INPEICTaBUTH OCHOBHOMY
ucrnonHuTe 0 uHpopManuio U Bce HEOOXOAMMBIE MOKYMEHTHI Ui OOOOINEHHS U IIOATOTOBKU
CBOZHOTO OTBETA 3asBHUTEITIO.

IV. Cpoku paccMoTpeHHs 00pAaIIeHHIT

4.1. B cootBercTBuu ¢ MeacpansupiM 3akoHOM Ne5S9-D3 obpameHue paccMaTpuBaercss B
TeueHue 30 IHeH co IHS €ero perucTpalnuu.

B ycranopnennsie 30 aHE BXOJUT BPEMS HA PETUCTPALIMIO, PACCMOTPEHHE 0OpallleHus 110
CYIIECTBY, MOJATOTOBKY IPOEKTa OTBETA, €ro COTJIacOBaHWeE, MOJNMHUCaHNe W HalpaBlICHHE OTBETa
3aSIBUTEIIO.

B ciyyae eci OKOHYaHME CPOKa paccMOTpeHHs OOpauleHus NPUXOJUTCA Ha Hepabouuii
JIeHb, IHeM OKOHYAHHS CPOKa PACCMOTpPEHHs 0OpalleHHs CUMTaeTCs CIEAYIOInit 3a HUM paboumnit
JIEHb.

4.2. B cnyyasx, npeaycMorpeHHBx PenepatbHeiM 3akoHOM NeS9-D3, cpok paccMOTpeHHsI
06p8_U.ICHHH MOXKeT OBITH IpOAJIEH OOJIXKHOCTHBIM JIMIIOM, KOTOPOMY aapecoBaHO 06pam;eHHe, HO
He Oosiee yeM Ha 30 JHEH, IPH 3TOM 3asABUTEIIO HANPABIAETCS YBEAOMICHHE O MPOIJICHHH CPOKa




PAacCMOTpPEHMs €ro oOpalleHHs ¢ yKa3aHHEM O000CHOBAHHS IPOJIEHUS. M JaThl OKOHYAHHUS
paccMOTpenwus ero obpameHus.

4.3. JIoIKHOCTHOE JIMLIO, KOTOPOMY aJpecoBaHo oOpallleHHE BIIPABE YCTAHABIHUBATE
COKPAILEHHBIC CPOKH PACCMOTPEHHUS OOpaIIeHHS.

Pazpen V. Odopmitenne orsera na oGpamenne

5.1. Ilo pesynpraTam paceMOTpeHHs OGpALIEHHS OTBET HA HEro 3aIBHTEIO (manee - oTBeT)
TTOJITHCEIBACT OCHOBHOH HCNONHHTENb WM HHOE JIMLO TIO IOPYYIEHHIO MOMKHOCTHOTO NHIa,
KOTOpOMY apecoBaHo o0palleHue,

52. B oTBere 4YETKO M IOCIEAOBATENbHO JOMKHBI H3IArAThCS HCYEPIBIBAIOIIHE
PasbACHCHUA Ha BCE MOCTABICHHBIC B OOpAIeHHM BOTPOCHL. [IpH TIOATBEp)KICHHM CBEICHUH O
HApYIICHUA TIPaB 3ajBHTCIS, U3NOXKEHHBIX B €ro 0OpallleHHH, B OTBETE CIEAYET YKa3aTh, KAKHE
MEPbI IPHHATRI [10 YCTPAHEHHUIO BBIABICHHbIX HAPYIICHUI.

5.3. OTeer Ha KOJNIEKTHBHOE ObpalleHHe HampaBjIACTCS OJHOMY H3 3asBHTeNleH (Kak
NPABHJIO, TEPBOMY IO PACIONIOKEHHIO IIOJMUCH) ¢ MpochOOi mOBECTH ero CoJep:KaHue JI0
OCTaJIBHBIX 3aABUTENCH HIH KaKIOMY H3 3asBHTEICH B Coy4yae Hanu4us Takod npocnObl B
obpalenuy.

5.4. Ilpu otkase B yNOBIETBOPEHHH TPOCHObI, YKa3aHHOH B ofpateHun, B OTBETE
3QSBUTENO JOJDKHEL OBITh PasBACHEHBI MOPANOK O0KATOBAHMS OPHHATOTO PEUICHHS, a TaKKe
IPaBo 0OpALCHHS B CYJI, €CITH TAKOBOE MPELYCMOTPEHO 3aKOHOM.

5.5. Ilocne 3aBepIUeHHs paccMOTpeHHs OBPAIEHHs OTBET U MaTepHasbl, OTHOCAIUECS K
PAacCMOTPEHHIO O0pALIEHHS, IEPEAIOTCS B AETONIPOH3BOACTRO.

5.9. OTBeT 3a4BUTEMO HATIPABIIAETCS OTBETCTBEHHEIM HCIIOMHHTENEM TONBKO HOCIE CHATHS
00paleH s ¢ KOHTPOJIS JOJKHOCTHBIM JIHILIOM, KOTOpOMY ajpecoBaHo obpauienue. Hanpasnenue
OTBETA 3a4BUTEIIO PAHbIIE, YEM IIOANHCAH OTBET B ePeaApeCcOBABIIHI OpraH, He JOIyCKaeTcsl.

VL. JInunslii npueM 3agBuTeeii

6.1. JluuHbi mnpueM 3asBuTENEH OCYWICCTBISIETCA ~ 3aBEAYIOIUM, 3aMECTHTENIEM
3aBEAYIOLICIO, TJIABHEIM OyXranrepoMm (magee - JWYHEIA TPHEM) B COOTBETCTBHH C rpaguxoM,
YTBEPIKIACHHBIM 3aBEIYIOIIHM.

6.2. I'padyk mpoBENCHNMs TUUHOTO IpHEMAa Pa3MEIAeTCs Ha UH(POPMAILIHOHHEIX CTEH/AX B
Xomte, oQUIHaTBHOM caiiTe 06pa3oBaTeILHOM Oprasu3alu.,

6.3. OpraHu3alys JINYHOTO IIPUEMA 3aBEAYIOLIHM, 3aMECTHTEIIEM 3aBEYIOUIETO, [JIABHBIM
OyXraaTepoM OCYIIECTBIAETCA OTBETCTBEHHBIM JIHIIOM.

OTBeTCTBEHHOE JIMIIO B paMKaX OPTraHH3alMK JIHYHOTO [IpHEeMa 3aBeIYIOIINM, 3aMECTHTEIIEM
3aBCAYIOLICT O, MIABHBIM OYXIalTEPOM OCYILIECTBIIACT;

- [IPHEM, OKa3aHHC KOHCYNbTATUBHON IIOMOIIM 3asBUTEIISIM B TCUCHHE BCETO PabOuero jis;

- IPEIBAPUTENBHYIO 3aIIMCh HA JTHYHBIH [pHeM;

- AOKYMCHTalMOHHOC 00ECHeYeHHE JIMYHOrO MNprema, O(GOPMICHHE KAPTOUKH JHYIHOTO
npHueMa 3adBUTENCH 10 (opme, cornacHo npunoxkenuro k Ilopsxy, IIOJ00PKY MAaTepHAJIOB IO
MPEJBIAYIAM OOpAIleHHsIM 3agBHTEICH TIPH MOBTOPHOM oOpallleHlH, BHECEHHe
HH(OPMALMH B JENONPOH3BOICTE;

- BEACHHC NEIONPOU3BOJCTBA M JIOKYMEHTOOOOPOTa 10 OOpaIleHUsIM 3asBUTENeH HA
JINYHOM IIPHEME.

6.4, OpraHusauus JHYHOTO IpHEMa 3asBUTEJIEH, 00paTHBLINXCA HEMOCPEACTBEHHO BO
BpEM3L  IPOBCICHHS JIMYMHOTO IpHEMa 3aBEJyIOIIMM, 3aMECTHTEEM 3aBEAYIOLIEro, [JIABHBIM
OyXTaTepoM, OCYIIECTBIISETCS OTBETCTEEHHEIM JIUIIOM.

6.5. OTBETCTBEHHOE JHIO OQOPMIISET KAPTOUKH JTHYHOLO IpueMa 3asBHTENCH 110 ¢opme,
COIMIaCHO NPHIIOAKEHHUIO K ITopsi/iKy, KOTOPEIE PErHCTPHPYIOTCS HE MO3/HEE CICAYIOIEro pabodero
AHSA TIOCIIC TIPOBEACHHS THYHOTO TIPHEMA.



VIL Kontpoas 3a pacemorpenuem o6pamennii
7.1.  KoHTpodp 3a CBOEBpeMEHHBIM paccMOTpeHHEM  OOpallleHHid,
3aBEIYIOLICMY OCYILECTBIISAET OTBETCTBEHHOE JIHIIO.

VIII. OTBeTCTREHHOCTD

aJ[peCOBaHHBIX

Jlnna, BuHOBHBIE B Hapyuenun OenepalbHOTO 3aKOHA No59-@3, Ilopsmka, mecyr

OTBETCTBCHHOCTE, IpenyCMOTPCHHYIO ﬂeﬁCTByIOHIHM 3aKOHOJATEIBCTBOM.



Hpunosxxenue x Ilopsaxy paGoter ¢
oOpallleHHsIMH TpakmaH B MAJIOY
ropoga HwxuneBaproscka JIC  Nol5
«COMHBIIIKO »

®opma KAPTOUKH JTMIHOTO MPHEMA 3asIBHTEIST

(mueBas cropona ka pPTOYKH)

Kaprouka muanoro mprema No oT 20 r.

q)aMI/IJ'[HH, HMs1, OTYECTBO JOKHOCTHOIO JIMIa, MMPOBOJUBILIETO IMpHUEM:

CDaMI/IJ'IHH, MM, OTUECTBO 3a9BUTEIS:

AJZIpec 3asBUTEIIS:

Tenedon:
JIbrornas xareropus:

ITpumeyanue:

Conepxanue oOpareHus:




(oBopoTHas cropona kapToukn)

Pe3omronus:

XO0JT BBITIOJIHEHHS :

Pesynerar paccmorpenust:

( moanuck 3asBuTENA)

(MOAMUCE JOMKHOCTHOTO HILA,
[IPOBOJTHBLIETO MIPHEM)

C KOHTpOIS CHsI:

OtmeTka o cormacuu 3asBUTENs Ha [IOJlyY€HUE YCTHOTO OTBETAa IO CYILIECTBY
TOCTaBJICHHEIX B 00pPAIeHHH BOTIPOCoB. [ [HCEMEHHDIH OTEET He TpebyeTcs.

(nara)

(nmara)




Juer O3HAKOMJIEHH € JIOKAJbHBIM AKTOM

C Ilopsnxom paGotel ¢ 0GpAIEHHIMHI TPaX/aH B MAJIOY ropona Huxuesaproscka IC Nel5
«COJIHBILIKO» 03HAKOMJICHBI:

No D.1.0. Jdara NOJNUCH
03HAKOMJICHHAS
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