MHUHUCTEPCTBO 3/IPABOOXPAHEHUSI CAPATOBCKOH OBJIACTH

TOCYJAPCTBEHHOE ABTOHOMHOE ITPO®ECCHOHAJILHOE
OBPA3OBATEJILHOE YUPEK/IEHUE CAPATOBCKOM OBJIACTH
«HTEJILCCKUH MEJUMLIIMHCKUN KOJUIEK
CBSATOIO JYKH (BOMHO-SICEHELIKOIO)»

IMIPUKA3

07.07.2020 Ne 135 o/n

06 yreepxernn MHeTpykiun
0 TIOPSIJIKE PACCMOTPEHHUS
oOpateruii rpaxian

B umensx coBepilueHCTBOBaHMS OpraHu3alud padoThl M0 PacCMOTPEHHIO
obpamenuit rpaxaan B [AIIOY CO «Durenscckuit MeauuuHckui kosutemk Ca.
Jlyxu (Boiino-fcenenkoro)y,

IPUKA3BIBAIO:

1. YrBepauts npunaraemyto MHCTpyKIHIO 0 nopsike paccMoTpeHus obpamieHni
rpaxkaaH (nanee — MHCTpyKLus).

2. YcranoButs, uto 'AIIOYV CO «DHrenscckuit MenuuumHcKuii kosuiexk CB.
Jlyku (BoiiHo-SlceHeukoro)» paccmarpuBaeT oOpallleHuss TpakIaH B
coorBeTcTBUU ¢ DenepanbHbiM 3akoHoM oT 02.05.2006 roga Ne 59-03 «O
nopsizike paccmoTpenust obpainenui rpaxiaan Poccuiickoit ®@enepauuu» u
TpeOoBaHUAMHU HacTosiel MucTpyKkumn.

3. Hacrosiumit npukas nomiexur oduimuaibHOMy 0OHAapOAOBaHHIO IyTeM
pasmeltienus Ha oGUIMAIBHOM CaiiTe KoJIe/Ka.

4. Ilpukas ot 22.06.2012 Ne 55 o/x «O06 yTBepKICHUM MHCTPYKLHH O MOPSIKE
paccMOTpeHHs oOpallleHUH rpakaan» CHUTATh YTPATHBILIUM CHITY.

5. KoHTpouib 3a HCIIOJTHEHUEM HACTOSIIETO NMPHKa3a OCTABJIAO 3a CODO.
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YTBEPXKJAEHA
IIpukaszom ot 07.07.2020 Ne 135 o/n

HHCTPYKLHUSA

0 MOpsJIKE paccCMOTpeHus oOpallleHnH rpaxaaH
B I'ocyapcTBEHHOM aBTOHOMHOM NPOGecCHOHATEHOM
obpa3oBatenbHOM yupexaeHuu CapaTtoBckoit obiactu

«DHrenscckuit MeauuMHCKUHN Komutek Cearoro Jlyku (BoitHo-SceHenkoro)»
(FATIOY CO «DHurenbeckuil MeIHITHHCKHN KOJIIEDK
Cg. Jlyku (Boitno-Scenenkoro)»)

1. OBHIHE INOJOXKXEHUA

1.1. Hacrosinias MHCTpYKUMS OonpeensieT MopsaoK, Mociaea0oBaTeIbHOCTh U
CPOKH yd4eTa, perucTpaluy, pacCMOTPEHHs, UCIIOJHEHUs OOpallleHui rpaxiaaH, a
TaK)Ke OpraHu3aluy Npuema rpax/ial B KoJUIe/Ke.

1.2. PykoBojactBo komiemxa obecneduBaeT paccMOTpeHHe ofpaleHuit
rpaxkjad II0 BOIpoOcaM, HaxOIAIIMMCSs B €€ BEACHUHM, B COOTBETCTBHH C
Koncrurynueit Poccuiickoit ®@enepaumu, Pexpepansubiv 3akoHoM ot 02.05.2006
roga Ne 59-®3 «O mnopsiike paccMoTpeHust oOpaiieHuid rpaxnan Poccuiickoi
®enepanun», Uucrpykuueit no aenonpoussoactsy B [AIIOY CO «Durenscckuid
meauuuHckui kosutek CB. Jlyku (Boiino-flcenenkoro)» (nanee — MucTpykuus mo
JIEIONIPOMU3BOICTBY ), HacToset MHcTpyKumei.

1.3. OOpaienuss rpakiaH paccMaTpUBalOTCs JIMPEKTOPOM  KOJUIeJDKa,
3aMECTUTEIIIMH  JIMPEKTOPa, B KOMIIETEHIUMIO KOTOPHIX BXOAMT pa3pelieHue
BOIPOCOB, CONEPXKAIIMXCS B YKa3aHHBIX OOpallleHUsIX.

1.4. PaboTrHukM Kole[Uka HeCyT II€pCOHAIbHYIO OTBETCTBEHHOCTH 3a

BBITIOJTHEHHE TPGSOBaHHITl HHCTP}"KL{HH, COXPaHHOCTE HaXOIAIIMXCA Yy HHUX
CJI}’}KB6HI:IX AOKYMEHTOB.

2. MOPSIOK PACCMOTPEHMS TMCBbMEHHBIX OBPAIIEHMIT
1 OBPAIEHHI, IOCTYIMBUINX B 3JIEKTPOHHOI ®OPME
(IAJIEE OBPAIIEHHST)

2.1. lMocienoBaTeIbHOCTD ACHCTBHII NPH PacCMOTPEHHH
NHCbMEHHBIX 00paleHui

Pabota ¢ mnHchbMeHHBIMH OOpallleHHsMH OCYIIECTBISIETCS B Clleylomen
MOCIIe10BaTeIbHOCTH:

— TIpUEM M repBHYHasi 00paboTka;
— perucTparusi;
—~ II0CTaHOBKa Ha KOHTPOJb,



— HalpaBJIeHHE Ha pacCCMOTPEHHE;
— paccMOTpEHHE;
— ohopMIIeHHE OTBETOB;

— TpeAOCTaBIIEHHE CIPaBOYHOH WHGOpPMALMM O XOAE€  PacCMOTPEHHSA
MUCbMEHHBIX OOpalleHu.

2.2. Ilpuem u nepBuyHasi 06paboTKa NHCHLMEHHBIX 00palEeHHi

2.2.1. OcHoBaHueM uisi pabOThI ¢ MTUCbMEHHBIM 0OpallleHHeM ABISETCS JIMYHO
NIOCTaBJIEHHOE TPAXKIAHUHOM WM €ro MpeJCcTaBUTesieM ITHChbMEeHHOe obpallneHue,
b0 COOTBETCTBYIOIIEE OOpallleHue, MOCTYNUBIIEe MOYTOBBIM OTIIPABIEHHUEM, I10
3JIEKTPOHHOM 1o4Te WK TI0 (akcy.

Obpamienue B Gopme 37IEKTPOHHOIO JOKYMEHTa MOXKET NMOCTYIHUTh Ha ajapec
3JIEKTPOHHOM MOYTHI M Ha O(UIIMATBHBIN CaHT KOJUIEKA.

2.2.2. ITucemenHble oOpalleHHs, NPHCIAHHBIE 0 I0YTE, MOCTYNHUBIIME 10
2JIEKTPOHHOM mouTe, nmo dakcy, obpalleHUs, NMOCTYIHUBIIHE HEMNOCPEACTBEHHO OT
rpaxiaaH WIM OT HMX TMpeicTaBuTeNedl (HApO4HO), TMOCTYNAT B IPHEMHYIO
KOJIIe KA.

ITo mnpocekbe oOparuBlIerocs TrpaKJAaHWHA Ha KONHAX WIH BTOPBIX
IK3EMIVISIpaX MPUHATOrO MUCHMEHHOro OOpallleH|si CTABUTCSA OTMETKA C yKa3aHHeM
BXOJIAIIEr0 HOMepa, JAaThl puema obpamieHus ¥ Homepa TenedoHa Ui NOTydeHUs
uHpopMaIMK, Kacatouleics odpaueHus.

2.3. Perucrpauusi noCTYNHBIIHX NHCbMEHHbIX 00palieHui

2.3.1. TlucemenHoe obpailieHHe MOMIEKUT 0O0s3aTeIbHOW pErucTpaluu B
TeYeHUe TPeX AHEH ¢ MOMEHTA MOCTYIUIEHHS B KOJUIEIK IyTeM IPUCBOECHHUS €My
MOPSZIKOBOIO HOMEpA.

2.3.2. Peructpanmms nuchMeHHBIX oOpalleHH# (NepBHYHBIA BBOJ JIaHHBIX)
OCYIIECTBISAECTCA B IPHEMHOM KOJIIE/Ka B CIIeAYIOIIEM MOPSIIKe:

— B JKypHalle peruCTpaliy MOCTYNarIIUX JOKYMEHTOB YKa3bIBaeTcsl (haMuiIus U
MHHMIMABl 3asBUTeNs (B MMEHMTENbHOM IMajexe) M ero aapec. Eciu
MUCbMEHHOE  oOpalleHHe  MOANMCAaHO JAByMs M Oojiee aBTOpaMH, OHO
CUMTAETCS KOJUIEKTUBHBIM M TPH €ro perMcTpaliy yKasbIBalOTCs NepBbie JBa
MM TPHM TpaXJIaHWHA, B TOM YHCIIE aBTOpP, B ajgpec KOTOPOro IMOMAJIEKUT
HanpaBjieHHe oTBeTa. KONJIEKTUBHBIMHM SIBISIIOTCS TaKKe ITHChbMEHHbBIE
obpalieHus, MOCTYNUBIINHE OT UMEHH KOJUIEKTHBA OPraHU3allvH;

— YyKa3bIBaeTcs THUII JOCTAaBKH ITMCbMEHHOro obpalieHus (MMCEMO, Telerpamma,
3JIEKTPOHHAs 1104YTa, JOCTaBJIEHO JIMYHO U T.11.). Eciu nuceMeHHOe obpaliieHue
nepeHanpasiIeHo AN PacCMOTPEHHUsA B Ipejesax KOMIIETeHIIMH, YKa3biBaeTcs,
OTKyZa OHO mocTtynuwio (U3 MuHucTepcTBa 3/paBooxpaHeHus CapaTOBCKO¥

- obmactu, Anmunuctpaunn [Ipesunenta Poccuiickoit ®enepannu, Anmnapara
IIpaBurensctBa Poccuiickoit Deneparmu u 1.1.);

— TIPOCTABJISIETCS JaTa U UCXOIALIMH HOMEpP CONPOBOAMTENBHOIO MUChMa (eciu
OHO eCTh);



— Ha JIMIIEBOM CTOpPOHE IMEpBOr0 JINCTa NMUCHhMEHHOrO OOpalleHHs B IPaBOM

HIDKHEM YTy IPOCTaB/IfeTCs LITaMIl ¢ yKa3aHHeM MHJeKca Jiena, yepes apodsb

— MOPSAKOBBIH perucTpalMOHHBIN HOMEpP U 1aTa nocryruieHus. B cioyqae ecin

MEeCTO, IpeJHa3HaYeHHoe Ul PerucTpallMOHHOro LITaMIla, 3aHATO TEKCTOM,

IITaMIT MOJKET OBITh NMPOCTABJIeH Ha MMCEMEHHOM OOpallleHHH B HHOM MecTe,

obecne4yrBatoLIeM ero NpoYTeHHE.

2.3.3. TloBropHsie oOpalleHus, coiepiKallHe IOTOTHUTENbHbBIE CBEICHHS K
MEepPBUYHO T[OJAaHHBIM oOOpallleHusiM, CpOK paspellleHHs KOTOpPBIX He HCTeK,
PerHCTPUPYIOTCS B TOM JXe TOpsijike, 4uTo M mnepBuuHble. [Ipu 31OM B NpaBoM
BEpPXHEM YIJIy TEpPBOH CTPaHUIbl MHCHbMEHHOTO OOpalleHus Jenaercs IoMeTKa
«IToBTOpHO», YKa3bIBaeTCs PErHCTPALMOHHBIA HOMEp MNpPEeAblIyLIEro MUMCbMEHHOrO
oOpartienusi, noadupaeTcs BCs Mpe/AliecTBYOIAs IeperucKa.

2.4. Hanpag/iienne nucbMeHHBIX oOpalenuii Ha paccMOTpenHe

2.4.1. CpeuMajMcT 1O OPraHU3alUOHHOMY M  JOKYMEHTAlHOHHOMY
obecrieueHuIO ypaBlieHnus opraHu3aiiei B TeueHue ogHoro paboyvero JHs rnepenaer
NOCTYNHMBILIKHE [MHMCbMEHHbIE OOpallleHUss Ha PacCMOTPEHHEe JAMPEKTOpY KoJule/ka,
WM MCTIOJIHSIONIEMY 0053aHHOCTH IMPEKTOpa KOJUIeKa.

2.4.2. Jlupekrop, WHCXOAs M3 COJEp)KaHHs [HMCbMEHHbIX OOpaleHui,
MpUHUMAeT pellieHHe O HalpaBlIeHHM WX Ha pacCMOTpeHHe B Te CTPYKTYpHbIe
NoJipa3ie/IeHHs], K KOMIIETeHLIMH KOTOPBIX OTHOCHTCS PacCMOTPEHHE MOCTaB/IeHHBIX
aBTOpaMHM BOIIPOCOB (HE3aBHCHMO OT TOr'0, Ha Yb€ UMsl OHH aJpeCcOBaHbI).

2.43. Ilopy4eHue O pacCMOTPEHUHM [UCBMEHHOr0 OOpallleHus JAO0IKHO
BKJIIOYATh (JaMMIMM U MHUIMAIB! JIODKHOCTHBIX JTHIL, KOTOPBIM JaeTcs Nopy4YeHue,
JTAKOHUYHO C(HOPMYJIMPOBAHHBIA TEKCT, MPeANUCHIBAIOIINI JeHCTBHE, MOPSIAOK H
CPOK MCIIOJIHEHUS, IIOANNUCH J10/KHOCTHOIO JIMLIA, AaBIIero nopyyeHue, aara.

2.4.4. B Tekcre nopy4eHHs 0 paCCMOTPEHHH [TUCBMEHHOT0 00pallleHUs MOXKeT
comepxarbecs ykaszaHue «CpouHOo», mnpeaycMaTpuBalolllee KOHKPETHBIH CpokK
UCTIOJTHEHHUS NTOPYYEHHUs, HAYMHAS CO JHS €ro MOAIUCAHMS.

2.4.5. ObpaitieHus, B KOTOPbIX OTCYTCTBYIOT MPOCHOBI, KaI00bl, MpeLIoKeHus
WM cofiepxKaTcsl oOlMe pacCyKIeHHs MO H3BEeCTHBIM IpobiiemMaM BHYTpeHHeH u
BHEIIHEH TMOJUTHUKK, BHOBH TMOIHMUMAIOTCS paHee pacCMOTpeHHBbIe BOIPOChl (10
KOTOPBIM ~ JIaBajlMiCh OTBETBI M  KOTOpPbIE COOTBETCTBEHHO He  TpedyloT
JOTIOJIHUTENIBHOIO PAacCMOTPEHHs), CITUChIBalOTCA B apXuB. Ha Takux oOpaiueHusx
(B mpaBOM BepXHEM YIJTy IIepBOro JINCTA), AeaeTcs nmomMerka «B menon.

2.5. Pacemorpenue nHCbMEHHBIX o0pateHuii

2.5.1. OcHoBaHHEM U1l PaCCMOTPEHHSI TMCbMEHHOTO OOpallleHusi B KOJLIEK
SBJISIETCS  TNOCTYIMBIIEE, 3apErMCTPHPOBAHHOE B YCTAHOBIEHHOM  MOPSKe
MUChMEHHOE OOpallleHHe, KOTOpOe MOJUIEKMT 00S3aTebHOMY PACCMOTPEHHIO B
Tedyenue 30 OHEH coO OHA perucTpaudy, ecliM He YCTAHOBIEH Ooyee KOpOTKHiM
KOHTPOJIBHBIN CPOK PACCMOTPEHMSE JAHHOTO 00pallieH s,

2.5.2. JIOmKHOCTHOE JIMII0, KOTOPOMY [TOPYHYEHO PACCMOTPEHHE MMHCHMEHHOI0
obpatueHus:



— obecneynBaeT 00bEKTUBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE PAaCCMOTpEHHE
MHCEMEHHOTO 0OpanieHus;

— B CcJlyd4ae HeoOXOIMMOCTH 3alpalluBacT, B TOM YHCIe B 3JIEKTPOHHOM (opme,
JOTIOJIHUTE TbHBIE MaTepUallbl U NoaydaeT 0ObSICHEHUs OT IpaKJaHUHA U UHBIX
IOPUAMYECKUX U PU3HYECKUX JINLL

— mnpu  HeoOXOAMMOCTH  KOMHMCCHOHHOI'O  pacCMOTpPEHHS  [MHCbMEHHOTO
oOpaineHus, onpeenseT cCOCTaB KOMUCCHH M OTBETCTBEHHOI'O 3a MOATOTOBKY
MaTepHalloOB 1O MTOraM pacCMOTPeHUs oOpallleHHs M IOATOTOBKY OTBETa
rpaXK1aHUHY;

— MpPHHHMAeT Mepbl, HaNpaBJeHHbIE HA BOCCTAHOBJIEHHE WJIM 3alIUTYy
HapyIIEHHBIX [TPaB, CBOOO/ ¥ 3aKOHHBIX MHTEPECOB MPaX1aHWHA;

— YBeIOMJISET I'paKJIaHWHA O HAMpPABJICHMU €ro NMUCbMEHHOro oOpallieHHs Ha
paccMOTpEeHHE B APYrol rocyaapCTBEHHBIH OpraH WM HHOMY JOJIKHOCTHOMY
JIMILY B COOTBETCTBHH C UX KOMIIETEHIMEH;

— HanpaBlseT rpaKIaHWUHY NMUCBMEHHBIH OTBET IO CYIIECTBY IOCTABJIEHHBIX B
MUCbMEHHOM 00pallleHUH BOTIPOCOB, 3@ MCKJIIOYEHHWEM ClIy4aeB, YKa3aHHBIX B
cratbe 11 DenpepansHoro 3akona ot 02.05.2006 Ne 59-®3 «O nopsaxe
paccMoTpeHust oOpamieHuit rpaxzaaH Poccuiickoit ®enepauuu» (mamee —
Detepa/ibHbIN 3aKOH).

2.53. B cnyuae eciu B pe30NIOLUMH JIHPEKTOpa MO PacCMOTPEHHIO
INUCBMEHHOT0 OO0palleHusi yYKa3aHO HEeCKOJbKO MCIOJHUTENeH M He ONpeieneH
OTBETCTBEHHBIH UCIOJIHUTEb, KOHTPOJIb 32 CPOKAMU PAaCCMOTPEHHUs U MOATOTOBKOM
OTBETA OCYILECTBIISET UCTIOJHUTEh, YKA3aHHBIH B PE30JIIOLIUH IEPBBIM.

CoucrioniHuTeNIM B TeYeHHWE TNSTHAAUATH JHEH €O JHS NOCTYIUICHHS
NOpY4YeHHsi, HO He TMO03/Hee CeMH JHEH JI0 HUCTeYeHHS CpOKa pacCMOTPEHUs
oOpamieHusi, 00s3aHbl IPEACTABUTh OTBETCTBEHHOMY  HCIIOJIHHUTENKO  Bce
HeoOXoauMble MaTepHualbl Uit 0000IIeHHus U MMOAIOTOBKM OTBETA (3a UCKIIOYEHHEM
JOKYMEHTOB M MarepHasioB, B KOTOPBLIX COJIEPKATCS CBEJEHMS, COCTaBISIOIINE
roCyJapCTBEHHYIO HJIH MHYIO OXpaHseMyio (elepasibHbIM 3aKOHOM TaHy, W IS
KOTOPBIX YCTAHOBIIEH 0COObIi MOPSI0K NPe/ICTaBIeHHS ).

2.54. B cayyae eciii nUChbMEHHOE OOpallleHHE, 110 MHEHUIO JOIKHOCTHOTO
auia (MCMONHHUTENS), HANpaB/IeHO He 10 NMPHHA/UICKHOCTH, JaHHOe oOpalleHHe B
JABYXIHEBHBIM CPOK JO/DKHO OBITH BO3BpallleHO B NPUEMHYIO KOJUle/Ka JUIS ero
nepeaapecali B COOTBETCTBHH C KOMITETEHIIHEH.

2.5.5. OrsBer Ha oOpameHde, INOCTYIHUBIIEE B DJJIEKTPOHHOH dopme,
HanpasiiseTcss B opMe 3IEKTPOHHOrO JAOKYMEHTA MO ajpecy 3JeKTPOHHOW IOYTHI,
YKa3aHHOMY B OOpallleHWH, HJIM B IUCbMEHHOH (opme Mo MOYTOBOMY ajpecy,
YKa3aHHOMY B OOpamieHuH.

2.5.6. I'paxxnaHuH BhpaBe NOJYYHTh HAa CBOe IHMCbMEHHOe oOpauieHue
IIHCBMEHHBIN OTBET, a B ClIydae MOCTYIUIeHHs oOpallleHHs B 3JIeKTPOHHOH dopMe —
oTBeT B (OpME IIEKTPOHHOIO JOKYMEHTa MO CYILECTBY IOCTaBICHHBIX B HEM
BOMPOCOB, 32 UCKJIIOUYEHHEM CJIEYIOIIHX CIIYyHaen:

— ecau B oOpallleHHH He yka3aHbl (aMUIIHs ¥ [MOYTOBBIH aapec rpax/iaHuHa, 1o
KOTOpPOMY JOJ/DKEH OBbITh HampaBjieH OTBET, MM aapec ero 3JIeKTPOHHOM



MOYTHI, €CIM OTBET AOJUKEH OBITh HampaBleH B (opMe 3IIeKTPOHHOTO

JOKYMEHTa;

— ecnmi B oOpalieHHH CcOAepKaTcs CBEACHHA O TMOATOTaBIHBAEMOM,
COBEpIIIAEMOM WJIM COBEPIIEHHOM IPOTUBOIPABHOM JIeSTHHM, a TaKxkKe O JIHIle,
€ro IMOJArOTaBIMBAIOIIEM, COBEPIIAIONIEM WIM COBEplIMBIIEM (JaHHOE
oOpallleHHe TIOUIeXKHT HANpaBAeHHIO B TIOCYJAapCTBEHHBIH Oprai B
COOTBETCTBHH C €ro KOMIIETeHIINEeH );

— €CJIH OTBET IO CYLIECTBY IIOCTABIEHHOr0 B OOpallleHHH BOIPOCa HE MOXKET
ObITh aH 6e3 pasriallieHus CBEICHHUH, COCTABIAIOUIMX IOCYAAPCTBEHHYIO HIIH
MHYI0  OXpaHsiemylo  (elepalibHbIM  3aKOHOM  TaiHy  (rpaxIaHuHY,
HanpaBsuBieMy oOpailieHne, coobllaeTcss 0 HeBO3MOXHOCTH JaTh OTBET [0
CYLIECTBY IIOCTAB/ICHHOTO B HEM BOIpPOCAa B CBA3H C HEJOMYCTHMOCTBIO
pasriamieHus yKa3aHHbIX CBEICHHIA);

— eCJIH TOJy4YE€HHOE IMChMEeHHOe oOpallleHHe CONEPXKUT HEeLEH3ypHble Iubo
OCKOpOMTENbHBIE BLIPAXKEHHUS, YIPO3bl JKM3HHU, 3/I0POBBIO M HUMYUIECTBY
JIOJDKHOCTHOTO JIMIIA, @ TaK)Ke 4JICHOB ero ceMbH (JaHHOe ofpallleHHe MOXKeT
ObITH OcTaBieHO Oe3 OoTBeTa MO CYyIIeCTBY MOCTABJIEHHBIX B HEM BOIIPOCOB C
OJTHOBPEMEHHBIM yBEJOMJIEHHEM TpakKJaHWHa, HAallpaBHBILIEro odpaiieHue, o
HEJIONYCTUMOCTH 3/10yTIOTPe0IeHUs TPAaBOM );

— ECJIM M0 BOMpocaM, coiepkalMMcs B oOpallleHHH, MMeeTCs BCTYNHUBIIEE B
3aKOHHYIO CHITy Cy/1eDHOE pelIeHHE;

~ ECIIM OT IpakIaHWHA MOCTYIHJIO 3asBICHHE O INpPEKpalleHUH PacCMOTPeHHs
ero obpaileHus.

2.5.7. Ilncbmennoe obpanieHue, B KOTOpoM o0xkanyercs cyeOHOe peleHue, B
TEYEHHE CeMH JHeH CO [HA pEerdcTpallMyd BO3BpAlllAeTCsi IPaKIAHUHY,
HanpaBuBlIeMy  oOpallleHHe, ¢ pa3bsCHEHHEeM Iopsaka 00KaloBaHMUs HaHHOTO
Cyae0HOTrOo peleHus.

2.58. B cnyudae ecium TeKCT NUCHMEHHOrOo oOpalieHusi He MoIaercs
MPOYTEHHIO, OTBET Ha 0OpallieHHe He 1aeTCs,  OHO He NMOJUIEKHUT PacCMOTPEHHIO, O
YeM B Te4YeHHe CeMHM JHed COo JHA perucrpauuu oOpaiieHus coobiaercs

rpaXKJaHHHy, HanpaBuBIIEeMy oOpalleHue, ecid ero (amMuiIus ¥ MOYTOBBIH ajpec
NOIAt0TCS TPOYTEHHIO.

2.6. ITocTanoBKa NHCHMEHHbIX 00pAllEHH HA KOHTPOJIb

2.6.1. Ha xoHTponb cTaBsTCS TNMCbMEHHble oOpallieHus, B KOTOPBIX
MOTHBHPOBAHHO cOO0ImIaeTcs 0 rpyObIX HapylIeHHSIX 3aKOHHBIX MPaB M HHTEPECOB
rpaXkiaH, a TakKKe IMChbMEHHble OOpalleHus M0 BOMPOCaM, MMEIOLMM 06oJblIoe
o01IecCTBEHHOE 3HAYEHHE.

ITocTtanoBka obpamieHUH Ha KOHTPOJIb IPOM3BOAMUTCS C LENbK BHISBICHUS
MIPUHATBIX MEP B ClIydae MOBTOPHOCTH (MHOTOKPATHOCTH) OOpaliieHuii.

" 2.6.2. B ciyyae ecnu B oTBeTe Ha OOpallleHME YKa3bIBAaeTCs, YTO BOTIPOC,
TIOCTaB/ICHHBIH TPaXAaHWHOM, Oy[eT pelleH B TeYeHUe OIpeilesIeHHOro Mepuo/a,
obpaieHue, MOXeT ObITh MOCTABICHO HA JONONHHUTENBHBIH KOHTPOTb, O HYeM



rpaKJIaHWHY HalpaBiIsfeTcs YBEJAOMJCHHE C YKa3aHHEM KOHTPOJIBHOIO CpoKa Juis
oTBeTa 00 OKOHYATEIbHOM pa3pellieHHH BOIpoca.

2.6.3. Koutpons 3a coOmoJeHHeM CPOKOB paccMOTpeHus obpameHui
OCYIIECTBJISICT CIELMaTUCT [0 OpraHH3allHOHHOMY M JOKYMEHTAllHOHHOMY
obecriedeHMI0 yIpaBleHHs OpraHuzalued, a TakkKe JIO/DKHOCTHBIE JIMILA,
OTBETCTBEHHBIE 33 PACCMOTpeHUe OOpallleHnil TaHHON KaTerOpuH.

2.7. llpoasieHHe CPOKA pacCMOTPeHHS NHCbMEHHbIX 00palleH i

2.7.1. B ciayuyae HeoOXOAMMOCTH IOTOJHUTENBLHOH NMPOBEPKH HM3JI0KEHHBIX B
obpallleHHH CBeIeHH CPOK paccMOTpeHMsi obpaliienus MOXKET ObITh MPOJUIEH, HO He
Oonee yeM Ha 30 qHEH.

2.7.2. Jlnst pelieHusi BOPOCa O MPOJUIEHHH CPOKa PaccMOTpeHHsi obpalieHust
OTBETCTBEHHBIM MCIIOJHHUTEh HAMpPaBseT CIyXeOHYI0 3alMcKy ¢ 0D0CHOBaHHEM
HEOOXOMMOCTH  TIPOJUIEHHMsT  CPOKa  pacCMOTpeHHs  JIaHHOro  obpalleHus
JIO/DKHOCTHOMY JIHILy, MO T[OPYYEHHIO KOTOPOIro paccMarpuMBaeTCsi yKasaHHOE
obparieHue.

2.7.3. Tlocne NpUHATHS JOMKHOCTHBIM JIMIIOM, yKa3aHHbIM B NyHkTe 2.7.2
HACTOSIIIIErO Mo/ipa3/ielia, PelleHns O MPOJIeHUH CpoKa pacCMOTpPEHHUs obpallleHus,
OTBETCTBEHHBIM HCIIOJIHUTENb HANpaBisieT TIpaxJaHUHY — aBTOpPY JIAHHOIO

obOpamieHusi yBeIOMJICHHE O TMPOJIEHHH CpPOKa pPACCMOTPEHHMS TMOJAHHOIO MM
obpalieHus.

2.8. OdopmiieHHe OTBETOB HA NHCbMeHHbIe 00paleHus

2.8.1. OrBeTsl Ha oOpallleHUs MOAMUCHIBAIOTCH IUPEKTOPOM, 3aMECTHTEIAMH
JMPEKTOpa B Npejiesiax uX KOMITeTeHIIUH.

2.8.2. Orsernt Ha nopyueHuss Ilpesunenta Poccuiickoli ®enepanuu,
Ilpencenarens llpasurensctBa Poccuiickon @enepaimu, npejicenaresied rmnaaar
OenepansHoro Cobpanus Poccuiickoit ®enepanmu, napiaMeHTCKHE 3anpockl O
paccMOTpeHUH oOpaiieHuil, oTBeTsl 00 HCMOJHEHWH Nopy4YeHud PykoBoauTesns
Anvunuctpauuu  Ilpesugenta Pocculickolt @Degepauuu, ero 3amMecTUTeENEH,
3amectureneii  Ilpencenarens  IlpasurensctBa  Poccuiickoit  ®enepaimu,
YnonsomoueHHoro mno mpaBam  yenoBeka B Poccuiickod  Penepauuw,
Ynonnomouennoro npu Ilpesunenrte Poccuiickoii @enepauun no npasam pebOeHka,
HayajbHUKa Yrpasienus [Ipesunenta Poccuiickolt ®epepauuu mno pabore ¢
obpalleHHsIMM TpakAaH M OpPraHW3alWii ¥ ero 3amecTHTelel, pPyKOBOAUTENEeH
(enepanbHBIX OpraHoOB TroOCYJapCTBEHHOH BIACTH O PAcCMOTPEHHH OOpalleHuMit
MOJTMCHIBAET JIMPEKTOP KOJLIEKA.

2.8.3. Texkct oTBeTa J0/KEH H3jaraTbes HeTKO, IMOCJIEIOBaTENbHO, KPATKO,
JlaBaTh MCYEPITLIBAOLIE MOSICHEHHUS! HA BCE TOCTaBlIeHHbIe B oOpaliieHun Bonpock. B
¢ly4yae TOATBEPXkACHHs (AKTOB, H3JIOKEHHBIX B JKajobe, B OTBETE CleAyeT
YKa3bIBaTh, KAKHE MephI NIPUHSATHI IPH €€ PACCMOTPEHHH, B TOM YHCJIE K BUHOBHBIM
JOJDKHOCTHBIM JIM1IaM.

2.8.4. B otBete B denepanbHbie OpraHbl rOCY1apCTBEHHON BIACTH J0KHO OBITH
yKas3aHO Ha TO, YTO Ipa’kJaHHWH IIPOMH(GOPMUPOBAH O pe3ysibTaTaX pacCMOTPEHUS ero



MMUCbMEHHOr0 oOpalleHHs B OTHOIICHUU KOJUIEKTHBHBIX OOpallleHuH — KOMY UMEHHO
13 00paTUBIIMXCS Ipa)KJaH HallpaBjeH OTBeT.

2.8.5. OrBeThl rpaxjaaHaM revararorcs Ha OjaHkax ycTaHOBJIEHHOW (OpMbl B
cooTBeTCTBUM ¢ MHCTpyKUMEH 1o Aenonpou3BOACTBY. B sieBoM HWXKHEM yriy Ha
KOIIMM OTBETa MUCIOJIHHUTENb 0053aTe/IbHO YKa3blBaeT CBOKW (aMUIHIO, HHHLIMATIBI H
HoMep ciryxebHoro tenedona.

2.8.6. llopnuHHMKKM NUCBMEHHBIX OOpalleHUH BO3BPAILIAIOTCS TOJIBKO ITPH
Hajau4yuKd Ha HUX mramna «llognexur BO3BpaTy» HIM CHELHAIBHOW OTMETKH B
COTPOBOIUTEIIBHOM ITHCHME.

2.8.7. Ecniu Ha oOpaieHue gaeTcsi NMPOMEKYTOYHBIH OTBET, TO B TEKCTe
YKa3bIBAaeTCs CPOK OKOHYATEIBbHOI0 paspelleHus BOIpoca.

2.8.8. Odopmienue paen 1o pesyibTaTaM paccMOTpeHHs oOpalleHud s
apXMBHOIO XpaHEHHUS OCYILECTBJIAETCS B COOTBETCTBUM € TpeOOBaHUSIMH
HHCTPYKIHH 110 AeJI0TIPOU3BOACTBY.

2.9. llpepocraBiienue cnpaBouHoi HHPOpMALIHH
0 X0J/ie pACCMOTPEeHHUs NMHCbMEHHBIX 00palenni

2.9.1. C mMoMeHTa perucTpanyy NMUCbMEHHOIO OOpallleHUs Ipa)KAaHWH HMeeT
NpaBo Ha TMoOJy4YeHHWe HHAOPMAIMM O XOJe PACCMOTPEHHsS COOTBETCTBYIOLIErO
oOpailieHusi, Ha O3HAKOMJIEHHWE C JIOKYMEHTaMH M MaTepHajlaMH, KacalolMMHCS
paccMOTpeHHs, €CciM 3TO He 3aTparMBaeT IpaBa, cBOOOIBI M 3aKOHHBIE MHTEPECHI
ApyTUX JHI, M €CJIM B YKa3aHHbIX JOKYMEHTax M MaTepHajgax He cojepxkarcs
CBEJIEHHs], COCTABJISIIOIIHE NOCYapPCTBEHHYIO WIIH MHYIO OXpaHsieMylo (deepaibHbIM
3aKOHOM TaulHY.

2.9.2. CrnpaBku 1Mo BONpOcCaM pacCMOTpeHHs OOpallleHHH NpeloCcTaBIsIOTCS
paboTHUKAMK KOJLIE/IKA.

2.9.3. TenedonHble 3BOHKH OT IpakJaH [0 BOMNPOCY IMOJY4YEHHs CIIPABOK
NPUHMMAIOTCS eXKeJHEeBHO C [OHejeNbHHKA Mo mnsTHADY ¢ 8° xo 16" (B
Hpelll':'s[gl)XOIlele u npeanpasauuunbie aau — ¢ 8 1o 12%, nepepsis Ha o6ex — ¢ 12
1o 137).

2.10. IMopsiaok ¥ popMbI KOHTPOJIS 32 PACCMOTPEHHEM
NHCHMEHHBIX 00pameHui

2.10.1. KoHtponp 3a mNOJHOTOH M Ka4eCTBOM pPacCMOTPEHHS MUCbMEHHBIX
obpaieHuii BKIO4YaeT B cels MpoBeJeHHe NMPOBEpOK (B TOM 4HCjIE C BBIE3JOM Ha
MECTO), BBISBJIEHWE M YCTpaHeHMe HapylleHWH MpaB TIpaxaaH, PacCMOTPEHHE,
MPUHATHE COOTBETCTBYIOIIMX pEIIeHHH M MOATOTOBKY OTBETOB Ha oOpalleHus,
coieprKaliye anoObl Ha peleHus, aeicTBus (Oe3aeicTBIE) JOIKHOCTHBIX JIKLL.

2.10.2. Tekymuii KOHTPOJIb 3a COOJIOZEHHEM IOCNEN0BATEIBHOCTH ASHCTBHI
NPY  PACCMOTPEHMH OOpamieHuit ¥ NPUHSATHEM COOTBETCTBYIOLIMX —pelIeHHH
OCYILIECTB/ISACTCH 3aMECTUTEIAMH JIUPEKTOpa, J0KHOCTHBIMH JIMIIAMH KOJLIeIKa.

2.10.3. Opranuzamus w0 obecrieyeHWe  [EHTPAIM3OBAHHOIO y4era M

CBOEBPEMEHHOIO PAacCMOTPEHHMs] [MTHCBMEHHbIX OOpallleHui OCYIIecTBISeTCsS B
[IpUEMHOM KOJLJIe KA.



3. Opranu3auus JHYHOTO NPpHEMAa IpakiaH B KOJLIeKe

3.1. JIluuHbplit 1npHeM TpaxIaH OCYLIECTBJSETCS JUPEKTOPOM, €ro
3aMEeCTHTENISIMU, 3aBEAYIOIIMMH OT/eJeHHSIMH MW T[poBOAWTCS B KaOuHeTrax
IHpeKTopa, 3aMecTUTelelt TUpeKTopa , MpenoaaBaTeIbCKOM Kolle/Ka.

3.2. Mecra OXHWJaHWS JHUYHOTO TpHemMa OOOpYyIOBaHBI CTY/IbSMH, CTOIAMH,
obecriedeHbl KaHIEISPCKUMH TPHHAUISKHOCTAMU JUIS HAMUCAHWUs ITHChMEHHBIX
oOpalleHu.

3.3. OpraHuzanus JAYHOrO MpHUEMa TPAXKJIaH AMPEKTOPOM OCYILECTBISETCS B
NPHEMHOM TMpeKTopa.

3.4. JlnyHbli npueM TrpaklaH OCYLIECTBISETCS B KOJUIE[DKE IO TrpaHky.
I'padpuik mnpuema pa3memaercss Ha o¢uLMaIbHOM caiTe kojinemka. Ha
MH()OPMAILHOHHOM CTEHJEe pa3MellaeTcsi BbIBeCKa, cojepikaulias MHpOpMauuio o
rpaduke mpuema.

3.5. Bo Bpems JMYHOro IpHeMa Tpax[AaH IODKHOCTHBIM JIMLIOM, BEAYIIHM
JIMYHBIA TIpHEM, KaXIbld TpaKIaHUH HMeeT BO3MOJKHOCTH H3JIOKHTH CBOE
obpaliieHHe B YCTHOM MO0 MUCbMEHHOH (hopMe MO CYIIEeCTBY NMOAHUMAEMBIX HM
BOIIPOCOB.

B ciydae eciin M3l0KeHHBbIE B YCTHOM oOpaiieHMH (DakThl H 0OCTOATENBCTBA
SIBJIAIOTCS OYEBHIAHBIMH M He TpeOYIOT JOMOIHUTEIBHOM MPOBEPKH, OTBET HA TaKoe
ofpaiieHHe C COrJIacusi TpaKJaHWHA MOXKeT ObIThb JaH YCTHO B XOJ€ JIMYHOI'O
npuemMa. B ocTanbHBIX cClydasX TCpaKJIaHUHY JaeTcsi INMUCBMEHHBIH OTBET 110
CYLIECTBY MOCTaBIEHHBIX B 00pallleHHH BOIIPOCOB.

3.6. IlucemenHsle oOpallleHus, NPUHATHIE B XOJ€ JIMYHOTO NpHeMa, Mojuiexar
PETHCTPALIMH M PACCMOTPEHHUIO B COOTBETCTBHM € Hacrosiued MuHcrpykuued u
HucTpyKumei no 1eionpou3BoACTBY.

3.7. B ciyyae ecnu B 0OpauieHHH MOCTaBIEHBI BOMIPOCHI, PEIlleHHEe KOTOPBIX He
BXOZUT B KOMIIETEHLIMIO KOJUIe/DKA, FPaKJAaHWHY [aeTcs pa3zbsACHEHWE, Kyla ¥ B
KaKOM IOpsAKe OH MOXKeT 00paTHUThCs ISl PacCMOTpEHMs JaHHOro oOpallleHus 1o
CYILIECTBY.

3.8. Ilocne 3aBepuieHMs JUYHOTO IIpHEMa TIpaxKJaH AMPEKTOpP Harpasisier
NUCbMEHHBIE OOpalleHus, MOCTYNMUBIIME HA JIMYHOM MpHeMe, U IOpY4YEeHHs IO
YCTHBIM  oOpallleHusiM, UCIONHHUTENsIM Ul  paccMmotpeHus. KosTtponas  3a

paccMOTpeHHeM oOpalleHui, MNOCTYNMHMBIIMX IPH JIMYHOM HpUEME TpakaaH, H
MOpPYYEHUH BO3JIAraeTcsa Ha UCIIOJIHUTENIEeH.

4. [IpaBa rpaxiaHuHa NP paccMOTpPeHHH oOpalenust

4.1. Ilpu paccMoTpeHuH 0OpallieHHs I'pakJ1aHHH UMeeT IpaBo:
— MNpeJCTaBJIATh JOMNOJHUTEIbHBIE JOKYMEHTBl M MarepHaibl JaHbo
oOpamatecss ¢ mpocsboii 06 uX HcTpeGOBaHMM, B TOM 4YHCJIE B
: 3JIeKTPOHHOM opMme;
— 3HAKOMHTBCS C JIOKYMEHTAaMM M  MaTepyajaMH, KacaroUMMHUCH
paccmoTpeHHs oOpallieHus, eciiM 3TO He 3aTparuBaeT Npasa, CBOOOIBI H
3aKOHHBIE MHTEpPEeChl JIPYIHX JIMIl ¥ €C/M B YKa3aHHBIX JOKyMEHTax H



MaTepHajiax He COJeprKaTcs CBEIAEHHS, COCTaB/AIONIME IrOCYAapCTBEHHYIO
HJIH MHYIO OXpaHsIeMyIo (e/iepalbHBIM 3aKOHOM TaifHy;

— MOJy4YaTh MUCHMEHHBIH OTBET IO CYIIECTBY MOCTABIEHHBIX B 0OpallleHHH
BOMPOCOB, 3a UCKIFOYEHHEM CIy4yaes, yKazaHHbIX B ¢T. 11 MenepansHoro
3aKOHa, a B ciiy4ae, npeaycMoTpeHHoM 4acTeio 5.1 cr. 11 ®enepansHOro
3aKOHA, HA OCHOBaHWM oOpaieHus ¢ npock0oii 0 ero npeaocTaBiIeHHH,
yBEIOMJIEHHE O Nepeajipecaliiy MMCbMEHHOr0 oOpallieHus;

— oOpamatbest ¢ Kanoboit Ha NMPUHATOE MO OOPALIEHMIO PelleHHe WM Ha
neiictBue (Oe3neiicTBHE) B CBA3M C pPacCMOTpPEHHEM OOpalleHHs B
aJIMUHUCTPATHBHOM MM CyJe0HOM TIOpsiKE B COOTBETCTBHM C
3akoHOAaTeabcTBOM Poccuickoi Meepannu;

— oOpamarbes ¢ 3asBJISHHEM O [peKpallleHHH pacCMOTPEHUs 0OpalleHus.

5. OTBeTcTBEeHHOCTH 32 HapymeHue Hacrosimeii Unerpykuun

Jluza, BHHOBHBIE B  HapylleHMM Hactosied MHCTpykuuu, HecyT
OTBETCTBEHHOCTb, NPEAYCMOTPEHHYI0 3aKoHoAaTenbeTBOM Poccuiickoit Penepanuu.



