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HNOCTAHOBJUEHMJE

O6 yrBep:kaennu Iopsitka paGoThl ¢ 00pameHHSAMH IPaKIAH
B aamMuHucTpannu MO «ceno Axatimanay

B coorsercTtBuu co crateeli 32 ®enepanbHOro 3akoHa ot 6 okTsa6ps 2003 .
Ne 131-03 «O6 obmux NpUHIUINAX OPraHH3alMd MECTHOTO CaMOYTpaBIEHHS B
Poccuiickoit ®enepanuu», pykoBouacTBysich PenepabHbIM 3aKOHOM OT 2 Mas
2006 r. Ne 59-@3 «O nopsijike paccMoTpeHus: obpalieHuii rpaxaad Poccuiickoit
Denepauun», YcraBom MO «ceno Axatimanay

NOCTaAaHOBJ A O

1. YrBepaute Ilopsmox pabGoTel ¢  oOpamieHHSMH TpaxaaH B
anmuaucTpauuu MO «ceno Axaiimanay, COTJIACHO TPHIIOKEHHIO.
2. Ony6sinkoBaTh HacTOslLlEe JIOCTAHOBJICHHE HA CTEHJle aIMHHHCTPAIUH

MO «ceno AkaiiTana», # pa3MecTHUTh Ha OQHUINATBHOM CaiTe aIMHHHCTPAI[MN
MO «ceno Akalitana» B HHOOPMALMOHHO-TEJIEKOMMYHHKALIMOHHON CETH
«HIHTepHeT).

3. Hacrosmiee nocraHoBieHHe BKIIOYHTL B HHOOPMALKMOHHYIO CHCTEMY
APM «MyHuuunam B Te4yeHHe NSATHAALATH pabouwx MJHeH Iocie MPUHATUS
(monmucaHus) aKTa.

4. B revyenne 20 rmocie AHS TNPWHATHS HANpPaBUTh IIOCTAHOBJIEHHE
MyHULMNAIBHOIO 00pa3oBaHusl «ceno Akalimana» B TPOKYparypy Uif
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MpoBE/ICHUs AHTHKOPPYILHOHHOH SKCIEPTU3bl M IIPOBEPKH Ha  MpeaMeT

3aKOHHOCTH.
5. Hacrosimiee mnOCTaHOBJIEHME BCTylaeT B CWIy TMoOcCjiae HOHS €ro

odHIHATBEHOTO OITyOINKOBaHUSL.

6. KoHTpomb 3a HCTIONHEHHEM MTOCTAHOBIIEHUS! OCTABIIAIO 38 COOOH.

I'naBa agMHHHCTpaUHH

MO «cesio AkafTaaa» 3aaumxanos 3.A.




YTBepiKaeHO
MOCTAHOBJIEHHEM aJIMHUHUCTPAIIMH
MO «ceno Axatitana»

or 12.01.2024r. Ne 07

MNOPAIOK
pa6oTel ¢ o0pamenussMu rpaxaad B aimuaucrpauun MO «ceno Akaumana»

1. O6uue NoJoKeHH

1.1. ITopsiok pa6oThel ¢ obpalieHusiMA Tpaxaad B anmunucTpanun MO «ceno
Araumana» (nanee - Ilopsmok) pa3paboTaH B LEIsSX pealu3alvy rpaxjiaHamH,
npoxuBaloIMu Ha Tepputopur MO «ceno Axatimana», npasa Ha oOpallleHHe B
OpraHbl MECTHOTO CaMOyIpaBlieHHs, TOBBIIICHHs KavyecTBa PacCMOTPEHHMA
MUCHhMEHHBIX (B TOM 4HCJIE 3JIEKTPOHHBIX) H YCTHBIX OOpAIlleHHH, MOCTYMUBIINX B
anmunaucTpaiuio MO «ceno Akaumanay.

1.2. T'paxaane pealu3yIOT IpaBo Ha oOpalleHue cBOOOIHO U T0OPOBOIBHO.

1.3. I'paxmaHe HMeOT IpaBO OOpaIlAThCs JTHYHO, a TaKKe HalpaBiATh
MHIMBUYaJIbHBIE M  KOJUIEKTUBHBIE OOpalleHus, BKio4as  oOpalleHus
00BeIMHEHUN rpaXKaH, B TOM YHUCII€ FOPUIHYECKUX JTHIL.

1.4. OcyuecTBIeHHe rpaXKJaHaMK NpaBa Ha oOpalleHye He JOIKHO HapyIaTh
npasa ¥ CBOOOABL APYIHX JIHIL.

1.5. Crioco6s1 obpaiienus B aagmuaactpamio MO «ceno Axaiimanay (nanee -
AIMUHHCTpALINA):

1) B nmucerMenHoit Gopme mo aapecy: MO «ceno Akaiirana»

2) B ¢dopMe 3JEKTPOHHOrO JOKyMeHTa uepe3 «Web-npueMHyro»,

pa3MeIleHHYI0 Ha OhHLHAIBLHOM CaiTe AIMUHHCTPALMY, @ TAKXKE Ha aJIpec

3JeKTPOHHOU mouTsl AnmunucTpaiud MO «ceno Axaiimanay:

3) YCTHO B XO[€ IIMYHOTO MpHeMa TIpaxiaH, NPOBOJUMOrO IJIaBOH

MYyHHUIMIIAIBHOTO ~ 00pa3oBaHHsd, [JaBOH  AIMHHHCTpPalUH, HHBIMH

IIOJDKHOCTHBIMM TUIAMHU A IMHHHCTPALIMH.

1.6. I'paxkmaHuH BIIpaBe MONYYHTh YCTHYIO HH(OPMALHIO O PErucTpaLuH
ero o0OpaleHusi 1o TeaedoHy.

1.7. YI0JJHOMOYEHHOE AOIKHOCTHOE JIMLIO, OTBETCTBEHHOE 3a OpraHu3aIuio
AocTyna K MH(OpMalUu O paGore ¢ obpaueHusME TpaxaaH (Hamee -
YIOJHOMOYEHHOE JIMIO), ONpeie:IsieTcs MPaBOBBIM aKTOM AJIMUHHCTpAlluH B
cooTBeTcTBUH ¢ ITooKeHHeM O TIOps/IKe OpraHu3alliy JOCTyNa K HHQOpPMAIIUH O
e TeIbHOCTH AJIMAHUCTpaIIMH, YTBEPKACHHBIM [I0CTAHOBIEHHEM
AnMuHHCTpaIyH (yKas3aTh ero 1aTy U HOMED).

2. TpeGoBanusi K NHCbMEHHOMY 00palIeHHIO
2.1. B nuceMeHHOM OOpalleHWH, NOCTYNHBIIEM B AJIMHHHCTPALMIO HIIH
NOJDKHOCTHOMY JIMIYY AJMHHUCTpalMy, I'PaXAaHUH B 00s3aTeJbHOM MOpPsIKe
YKa3bIBaeT HaWMeHOBaHMe AIMHHHUCTpalMH, 0o GaMuimMio, UMs, OTYECTBO
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COOTBETCTBYIOLIEr0 JO/DKHOCTHOTO JIMIA, JIMOO JIOMKHOCTH COOTBETCTBYIOLIETO
JWIE, a TAaKke CBOM (GAaMMIMIO, MMs, OT4eCTBO (MOCienHee - IIpH HaJIMYUN),
[I0YTOBBIH azpec, Mo KOTOPOMY IOJLKHBI OBITh HAalpaBiieHbl OTBET, YBEAOM/ICHHE O
nepeajpecallid OOpalleHHsA, H3JIaraetT CyTh TNPEIOKEHHUs, 3asiBICHUS HITH
7aJ100bl, CTABUT JTUYHYIO [TOAITUCH U AaTy.

2.2. B ciayuae HeoOXOAMMOCTH B TMOATBEPXKICHHEC CBOHMX JOBOJOB
rpakJaHWH MpWiaraeT K IMCBMEHHOMY OOpallCHMIO JOKYMEHTBI W MaTepHalbl
1100 UX KOIUH.

2.3. Obpainenue, MOCTyNHBIIEE B AJMHHHCTPALMIO WM JO/DKHOCTHOMY
muiy AIMHHHCTpaIHH B GOpMe dIEKTPOHHOTO IOKyMeHTa, B TeueHue 1 pabodero
IHS CO IOHS TOCTYIUIEHMs HANPABISETCS MODKHOCTHOMY JHIYy AJIMHHHCTPAlHH,
KypUpYIOIIEMY JI€STeIbHOCTh M0 paboTe ¢ OOpamleHHAMH TpaxiaH Ansd
PErMCTpAlliK B CHCTEME 3JIEKTPOHHOIrO IOKyMEHT0000poTa AIMHHHCTPALMA H
JajbHEIIero paccMOTPEHHUs B COOTBETCTBHH ¢ HacTosuM ITopsiakom.

2.4. B ciyuyae mocTymieHUH oOpallieHuii B BBIXOJAHBIC MM NMpPa3sAHUIHBIC
JHW pErHCTpalys OOpalleHuii NPOM3BOAMTCS B NEPBBIA pabounii JeHb
AIMUHUCTpALIHH.

2.5. Perucrpaud M yd4eTy B CHCTEME JJIEKTPOHHOIO JIOKYMeHT0000poTa
AJIMMHHMCTpAIIMH MOJUIEXAT BCE NOCTYNHBIIKME OOpaIleHHs IpakIaH, BKIOYas 1
Te, KOTOpble MO (OpMe HE COOTBETCTBYIOT TPeOOBAHMAM, YCTAHOBJICHHBIM
nyrkTami 2.1 u 2.2, Hacrosuero [Topsaka.

2.6. Tlpu mnpreMe MHCEMEHHOro OOpalleHUs HENOCPEACTBEHHO OT
rpaX/[@HWHA [0 ero Ipockde Ha BTOPOM BK3EMILIAPE MPUHATOrO NMHChMEHHOTO
oOpallleHis CTaBUTCS COOTBETCTBYIOIIAs OTMETKAa C YKa3aHWeM [aTbl €ro
npuHATHS, GAMUIMK 1 HHHLMAIIOB JIMIIA, IPUHABIIEro obpalieHue, coobmraercs
KOHTaKTHBIH TenedoH AIMUHUCTPALIUK.

OTMeTKa O MOCTYIUIEHHH JIOKYMEHTa MOYKET MPOCTaBIATBCA C MOMOLIBIO
mTama.

2.7. O6paienue npoepseTcs pabOTHUKOM AIMUHUCTPALKMH, KypHpPYIOIIM
NesSTeNbHOCT M0 pabore ¢ oOpalleHHsIMH TpaKJaH Ha IOBTOPHOCTH, IPH
HeoOXOUMOCTH CBEPAETCS C HAXOALelics B apXUBE MPE/IbIyILEH [epeHCKOM.
[ToBTOpHEIM cYHTaeTCs 0OpaIle e, IOCTYIHBIIee OT OJHOrO | TOTO e aBTopa I10
OHOMY M TOMy e BONpOCY, Ha KOTOpOe IpaxJaHHHYy ObUI 1aH OTBET B
COOTBETCTBHH - TpeGOBaHUSMH, YCTaHOBJIEHHBIMH JIEeHCTBYIOLIHM
3aKOHO/1aTeILCTBOM.

2.8. Ilpu peructpauuu oOpalleHds B  CHCTeME  JJICKTPOHHOIO
JIOKyMeHToo60poTa AMHHHUCTpALMH 3aMOIHACTCS PerHCTPalMOHHAsA KapToyika
obpalienus 110 yCTaHOBIEHHOH GopMe.

2.9. TlopsiioK perucTpaldd W TPOXOXKICHHUS 3apEerMCTPUPOBAHHOTO B
AIMUHHCTpaLMd  oOpalleHHs, BKIO4Yas  OTNPaBKy  TOTOBOTO  OTBETa,
OCYILIECTBIISAETCS ¢ COOIIOIEHHEM NPABHII LOKYMEHTO000pOTa.

2.10. 3aperucTpUpoBaHHOE obpaIenue HalpaBIseTCsl HeOCPEICTBEHHOMY
HCMOJTHUTENI0O B JE€Hb IPOCTaBIEHHMsS PE3OIIONHH C YKa3saHueM Mo €ero
UCTIOJIHEHHUIO.



Pesomowms odpopMiIseTcs Ha cBoGOHOM MecTe pafouero mois 10KyMeHTa 1u6o
Ha GIIaHKe Pe3OJIIOIUH WITH BHOCUTCS HEMOCPEACTBEHHO B CUCTEMY 3JIEKTPOHHOIO
IOKyMeHToo60poTa.

Pe3omonus BKJTIOYAET: bamunuio, WHHLIAAJIBI WCTIOJTHUTEIIS
(ucrionHuTeneit), mnopydeHue 1o oOpalmeHMIO, TPH HEOOXOAUMOCTH - CPOK
UCIIOJTHEHWS, MTOATTMCH JIWIA, BEIHECIIIETO PE30JIIOLHUIO, 1aTy PE30IIOLHH.

2.11. Jlns paccMOTpEHHUS U TIOArOTOBKH OTBETa Ha OOpallieHHe UCTIOJIHUTEb
W3ydaeT obpalIeHue ¥ MaTepHalIsl K HeMy (IIPH MX HallW4YH1), 3aTIpalluBaeT, B TOM
yuciie B SNCKTPOHHOU (opMe, HEOOXOIMMBIE IS PacCMOTPeHMs OOpalleHHs
JOKYMEHTHl M MaTepuansl B JPYTMX TIOCY[IapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYTIPABJICHUS 1 y MHBIX JOJDKHOCTHBIX JIHLI, 32 HCKIIOUCHHEM CY/IOB,
OpraHoB JI03HAHUS U OPraHOB MPEIBAPUTEILHOTO CIIEACTBHS.

2.12. B ciydae eciM B MHCBMEHHOM OOpalleHMM HE yKa3aHbl (QaMUIAsi
rpakaHWHA, HANpPaBUBIIEro oOpalleHue, WX IOYTOBBIM ajpec, Mo KOTOPOMY
JIOMKeH ObITh HallPaBJIEH OTBET, OTBET Ha oOpaleHue He 1aeTCs.

Eciy B yKka3aHHOM  OOpallgHMM  COJIEpXKarcs  CBEJGHHA O
NOArOTABINBAEMOM, COBEPIIIAEMOM HIIH COBEPIIIEHHOM IIPOTHBONPABHOM NESHUH,
a TaKKe O JIMIE, ero IMOArOTaBIHBAIOLIEM, COBEPLIAIOIIEM HWIH COBEpLIMBLIEM,
obpallleHre MO/UIEKAT HAIIPABICHUIO B FOCYIaPCTBEHHEBIH OpraH B COOTBETCTBUM C
€ro KOMIETeHIIUEH.

2.13. OGpamnienne, B KOTopoM obkaiyercs cyaeOHoe pelleHue, B TCHCHHEe
ceMH JHeH cO AHS PErMCTpallii B CHCTeMe 3JIeKTPOHHOTO IOKYMEHTOO00O0pOTa
AZMHHHCTPAIllUM BO3BpAllaeTcsi IPaXJIaHWHYy, HarpaBuBIUeMy OOpalleHHe, ¢
pa3bICHEHUEM MOpPs/IKa 00KaIOBaHKs IAHHOTO Cye0HOTO PeLIeHH .

2.14. Ilpu mosy4eHHH MHCBMEHHOro OOpAalleHHs, B KOTOPOM COAEpPXKatTcs
HelleH3ypHbIe JTMO0 OCKOPOHMTENbHBIE BBIPAXKEHHS, YIPO3bl XKU3HM, 3[0POBBIO 1
HMYIECTBY JOJDKHOCTHOTO JIMIA, a4 TaKKe WIEHOB €ro CeMbH, ObpamieHue
octapisieTcss 0e3 OTBETa II0 CYILIECTBY IIOCTAaBJICHHBIX B HEM BOIPOCOB C
YBEJIOMJIEHHEM TPaXKIaHHHA O HeJJOIyCTUMOCTH 3JI0yIOTPEOICHUS IPaBOM.

2.15. B ciyuae, eciii TEKCT IMCEMEHHOrO  ODpalleHus He oJaeTcs
IIPOYTEHHMIO, OTBET Ha OOpalleHne He JaeTcsi, ¥ OHO He MOICKHT HalPaBJIeHUIO
Ha PacCMOTpEHHE B rOCYJApCTBEHHBIH OpraH, OpraH MECTHOIO CaMOYNpaBICHH
WIN JO/DKHOCTHOMY JIMITy B COOTBETCTBHMH C MX KOMIIETEHLIMEH, O YeM B TEUCHHUE
ceMM JHEN CO JIHs perHcTpalliy oOpalleHus B CHCTeME 3JIEKTPOHHOTO
OKyMEHTO000pOTa AJMHUHHCTPALMK COOOIIAaeTCsS IPaXIaHUHY, HAlpaBUBIIEMY
obpallieHre, ecid ero GaMHIks U OYTOBBIN a/IPeC MO/IAI0TCs TIPOYTEHHIO.

2.16. B cayuae, eCJId TEKCT MFCBMEHHOTO  OOpalleHus He IO03BOJIAET
OTIPe/IeTHTE CyTh IPE/UIOJKEH S, 3asBICHNs WK XKano0bl, OTBET Ha 0OpalleHUE He
N@eTcs, ¥ OHO He TOJUIEXKHUT HAIPABICHHIO Ha PACCMOTPEHHE B IOCYAapCTBEHHBIH
OpraH, OpraH MECTHOrO CaMOYITIPaBJIEHWs WM JOJKHOCTHOMY JIHIY B
COOTBETCTBMM C WX KOMIIETEHIMEN, O 4YeM B Te4YeHHe CeMH MHEeH CcO JIHA
pericTpauun  oOpaimeHuss B CHCTEME  SJIEKTPOHHOIO JIOKyMEHTO000pOTa
AJIMAHHCTpPAIMH COOOIIAETCS IpaXJaHUHY, HallpaBUBLIEMY obparienue.

2.17. B cny4ae, eciid B THCBMEHHOM OOpAIlleHHH TPaX/laHuHa CONEPXKHUTCS
BOMPOC, HA KOTOPBI €My HEOJHOKPaTHO JAABAlUCh IMCHMEHHbIE OTBETHI IO
CYLIECTBY B CBA3M C paHee HANpaB/sieMbIMK OOpalleHMsMH, W ITIPH 3TOM B
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obpalleHdl HE TPHBOAATCS HOBbIE JIOBOJABI WM OOCTOATENBCTBA, [IJ1aBa
AZIMAHHCTpPALIHH WIH A0JDKHOCTHOE JIMIIO0 AIMHUHUCTPALMU IPUHUMAIOT peIleHHe
0 6e30CHOBATENBHOCTH OUYepeIHOro oOpallleHWsl M TpEeKpallleHWH IEPErucKud C
rpaXKIaHMHOM 110 JaHHOMY BOIpPOCY IPM YCIOBMH, YTO yKa3aHHOEe OOpallleHHe U
paHee HanpaplisieMble 00paIeHNs] HAIPaBJIAIMCh B AIMHHHCTPALUIO HITH OLHOMY
1 TOMY K€ JOJDKHOCTHOMY JIMILY AJIMHHHUCTPALINH.

O 1aHHOM peILeHHH B TeUeHHe CeMU JHeH CO JHSA PerucTpauuu oOpalieHus
B CHCTEME 3JIEKTPOHHOIO JOKyMEHTOOOOpoTa AJMMHMCTPAIMU COOOIIaeTCs
rpakIaHUHY, HallpaBUBIIEMY oOpallieHue.

2.18. B ciyyae, ecnu OTBEeT IO CYLIECTBY IIOCTaBJIEHHOrO B OOpalleHHUH
BOMpoca HE MOXET ObITh daH Oe3 pasriallieHHs CBEIEeHHH, COCTaBJIAIOIIMX
rocyJapcTBEHHYI0 HIH MHYIO OXpaHAeMylo (elepaibHbIM 3aKOHOM TailHy,
rpakJIaHuHy, HalpaBHBIIeMy oOpalleHHe, COOOIIAeTCs O HEBO3MOXXHOCTH 1aTh
OTBET T10 CYLIECTBY IIOCTABICHHOTO B HEM BOIPOCA B CBSI3M C HEJIOMYCTUMOCTBIO
pasrialleHusi yKa3aHHBIX CBEJIEHHH.

2.19. B cnydae, eciau NpPUYHHBI, 10 KOTOPBIM OTBET IO CYIUECTBY
TOCTABIICHHBIX B OOpAIIEHHH BOIIPOCOB He MOT OBITH JiaH, B mocieaytoueM Obuin
yCTpaHeHbl, IPaKIaHHH BIPaBe BHOBb HAlPaBUTh OOpalleHne B AMUHICTPAIUIO
WJIM COOTBETCTBYIOIIEMY A0JDKHOCTHOMY LY AZMHUHUCTPALIUH.

2.20. 'naBa AJMUHKCTPALIMKA MOXXET IPUHATH PEIlIEHNe O MPOJUIEHHH CpoKa
paccMoTpeHus obpaiienus He Gosee deM Ha 30 HeH py cOOMIO/ICHUH YCIIOBHE:

1) OTBETCTBEHHBIN UCIONHUTEb MTOPYYEHHS HE TO3]HEE YeM 3a 5 IHeH I0

MCTEYEHHs] CPOKa HMCIOJHEHHA NOPYyYeHHs MpPENCTaB/IAeT HAa MMs IJaBBI

AJIMHHHUCTpALMH CIy)KeOHYIO 3alHCKy ¢ OOOCHOBaHMEM HEO0OXOIMMOCTH

MPOJJIEHUS] CPOKA UCIIOJTHEHHS MOPYYECHHUS;

2) CPOK pacCMOTpeHHs CIyXeOHOH 3anmucku M OQOpPMIIEHHS PEe30JIOLHH

raaBod AJMMHMCTpALMKM cocTaBisieT He Oonee 3 AHEH co IHA NOIYyYSHHS

Clly)keOHOM 3alUCKH;

3) B ciyyae MOJyYeHUs PE30JIOLMHM I7aBbl AJMHHUCTPAIMA O MPOIICHUH

CpOKa MCIIOJIHEHHUS TIOPYYEHHUs B aipeC TpaXKJIaHKHaA B T€YEHHE OMHOTO JHS

CO JIHS TIONyYeHHs Pe3ONIOIMH HAIpaBIsSeTCs yBeIOMIIEHHE 32 MOJIHCHIO

rnaBsl AZIMAHHCTPALIMH O TIPOJIEHHH CPOKA PACCMOTPEHHs! ero oOpallleHHs.

2.21. TlpomneHne cpoka paccMOTpeHHs — oOOpalleHHs  OTMe4aeTcs
paGOTHHKOM AIMHHHCTpPAL[M¥, KyPUPYIOLIUM JEATeNbHOCTh 1o pabore ¢
oOpalieHMsIMH  T[pakIaH B CHCTeME 3JeKTPOHHOIO  JOKYMEHTOODOpOTa
AJZIMMHHCTpalluM B TeyeHue | JHS CO [HS IPHMHATHS TAKOrO PELICHHs TJIABOH
AJMUHUCTPALIUH. A

2.22. B cayuae, ecni B OOpalleHMH COJEPXKaTcs BONPOCH], PEIICHHE
KOTOPBIX HE BXOIWUT B KOMIIETEHIMIO AIMHUHUCTPALKK HIIH JO/DKHOCTHOTO JIMLA
AnmuHuCcTpanuu, oOpalleHHe B TEYEHHE CEeMM [HEH CO [OHS perducTpauuu B
CHCTEME SIIEKTPOHHOIO JOKyMEHT0000poTa AIMHHHUCTPALMH HAalpaBlsfeTcs B
COOTBETCTBYIOIMM OpraH HIH COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIMLY, B
KOMIIETEHLIHIO KOTOPOrO BXOIWT pelIeHHe TIOCTaBJIEHHBIX B OOpalEeHUH
BONPOCOB, C YBEIOMJIEHHEM TIpaXJaHWHA, HalpaBuBLIErO oOpalleHue, O
nepeazpecali oOpaleHus, 3a UCKIIOYEHHEM Cllydasl, €CId TEKCT MHCbMEHHOTO
oOpalleHus He NI01aeTCsl IPOYTEHHIO. '



2.23. B cnyyae, eciu pelleHHe IOCTaBIEHHBIX B OOpallleHHH BOIMPOCOB
OTHOCHTCS K KOMIIETEHIIHH HECKOJIBKMX TIOCYJapCTBEHHBIX OPraHoOB, OpraHoB
MECTHOI'0 CaMOYIIPaBJIEHHUS UITA NOJDKHOCTHBIX JIML, KOIIMs OOpallleHus B TeYCHHE
CeMH JHel cO JHs pPerucTpaluu B CHCTeMe 3JIeKTPOHHOIo JOKyMEeHTo00opoTa
AJIMUHHCTpPAIMK HAMpPAaBISETCS B COOTBETCTBYIOIIHE rOCYAapCTBEHHBIE OPIaHEL,
OpraHbl MECTHOTO CaMOYIpaBICHHs HIH COOTBETCTBYIOIIHM JOKHOCTHBIM
JTULAM.

2.24. 3ampemaercs  HampaB/IATh  Kajlo0y Ha  pacCMOTpeHHe B
rocyJapCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYIPaBIIEHHs WM JODKHOCTHOMY
Iy, pelleHue Win aeicTBue (Oe3aelicTBie) KOTOPOro 00xkKamyercs.

2.25. B ciy4ae, €CiId B COOTBETCTBHH C TPEIYCMOTPEHHBIM 3alPeTOM
HEBO3MOXHO HAIpaBjIeHHe kKajlo0bl HA PACCMOTPEHHUE B IOCYIapPCTBEHHEIN OpraH,
OpraH MeCTHOT'O CaMOYIIPaBJICHUS W/l JOJDKHOCTHOMY IIMIly, B KOMIIETEHLIUIO
KOTOPBIX BXOJMT pEIUEHHEe IOCTABIeHHBIX B OOpallleHMH BOIMpPOCOB, Xanoba
BO3BpAlllaeTCs TPaXKIaHWHYy C pasbsiCHEHHEM ero IpaBa 00XaloBaTh
COOTBETCTBYIOIee pelleHne umu JeiicTBue (GesnelicTBHE) B yCTaHOBJIEHHOM
TIOPAJKE B CY/I.

2.26. OGpamenne, cozpepkaiiee HHGOpManu©o O (akrax BO3MOXHBIX
HapylLIeHHH 3aKoHojaTenbcTBa Poccuiickoit ®enepaunu B chepe MHUTpaLyy,
HAIpaBJISETCs B TEYEHHUE NISTH AHEH CO JHA PErUCTPALUK B CHCTEME 3JIeKTPOHHOIO
JIOKyMEHT0060poTa AJIMHHUCTPALMK B TePPUTOPHANbHBIN OpraH (eaepaibHOro
OpraHa HCIOJHHUTENEHOM BiacTd B cdepe BHYTPEHHHMX [l C yBEJIOMIICHHEM
rpakJaHWHa, HaNpaBMBILEro obpalneHue, o Tepeajpecalyy ero obpalieHus, 3a
WCKITIOYEHHEM CJly4as, eClH TEKCT IHCbMEHHOro oOpalleHHs He I0oQnaeTcs
[IPOUTEHHIO.

2.27. OtBer Ha oOpalleHHe HanpaBiseTcss 3asBUTeMO B (opme
SJIEKTPOHHOTO AOKyMEHTa II0 aApecy OJJIEKTPOHHOW TI0YThl, YKa3aHHOMY B
oOpalleHuy, ¥ B MHUCHMEHHOH (OpME IO MOYTOBOMY ajpecy, yKasaHHOMY B
oOparenuu, nmyTeM oGOpMIICHHS TOYTOBOrO OTIPABJIEHUSI B KOHBEPT U Mepeaavu
ero 10 peecTpy JOJDKHOCTHOMY IHMIly AJMHHUCTpalldM, KypHPYIOIIEMY
NIeSATENBHOCT 110 paboTe ¢ 0OpalleHUsIMK IPaXKJaH ¢ JOKYMEHTaMH JUIsl OTTIPaBKH
B YCTAHOBJIEHHOM MOPSIJIKE.

2.28. OrBeT Ha KOJIEKTHBHOE OOpallleHHe rpak[aH HallpaBiseTcs JIMIY,
yKa3aHHOMY B OOpallleHHH B Ka4eCTBE I0JIydYaTe/s OTBETa HIIH IPEJCTaBUTEIIs
KOJUIEKTHBA TIpakaaH, IoAmMUcaBIIMX oOpamenue. OTBeT HampaBisieTCs
YKa3aHHOMY JIMIy JJIsl IOBEAEHHs €ro COAEPIKaHUsA 10 CBEAEHHs OCTAJBHBIX JIUL,
MOANKUCABIIMX OOpallleHHe. -

Eciin no/iyyaresb OTBeTa B KOJUIEKTUBHOM 0OpalleHHH He ONpeJIeNieH, OTBET
HaIpaBIIeTCs [IEPBOMY JIHILY, TIOZNKCABIIEMY ODpallleHKe, yKa3aBIlemy aapec, 1o
KOTOPOMY [OJDKeH OBITh HAlpaBlieH OTBET, MUl JOBEACHHs €ro COINEpXKaHHA 10
CBEJIEHHs OCTAIBHBIX JIUII, TIONACABIINX OOpalleHHE.

3. Opranu3auusi H NpoBeJeHHe JIHYHOr0 NpHEeMa rpakIaH
3.1. I'maBa AJIMHMHHCTpAllWM, WHbIE MOJDKHOCTHBIE JMIA BEAyT JIMYHBIH
NpHeM TpaxaaH M0 IpeJBapUTEe/IbHON 3alMUCH B COOTBETCTBHH C rpaukom
JIMYHOTO NPHEMA rPaXKaaH, YTBEPXKICHHbIM PACIOPsIKEHHEM AZIMUHUCTPALIUH.
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3.2. Undopmauus o rpadpuke IMYHOTO T[pUeMa TrpaxjaaH (mecre
POBEJIeHUs], & Tak)Ke 00 yCTaHOBJIEHHBIX IS JHYHOIO MpHEMa rpaxkaaH AHAX U
Yacax) pa3Meliaercs MpH BXOJe B 3[aHHe WU B Qoie 31anusd AIMHHHCTPAIKH, a
TaK)ke Ha OQHIHAILEHOM caiTe AIMUHUCTPAIHH.

3.3. [Ipu 3anucu Ha JIMYHBIH [IPHEM 3aII0JIHSAETCs KapToyKa JIMYHOIO IIpruemMa
(mamee - kaprouka) B KOTOPYIO BHOCSTCS CO CIIOB TpaXKJaHWHA CIIEIYIOLIHE
JIaHHBIE:

- (haMuTHst, BMs, OTIECTBO (TOC/IeIHee - IIPH HAJIMYHMHU ) TpaXIaHHHA,

- laTa pOXKIeHHS,

- MOYTOBBIN ajpec 115 HaNpaBJIeHUs OTBETa,

- KOHTaKTHBIH TenedoH,

- IIOBTOPHOCTH OOpaIeHus,

- KpaTKoe cojiepykaHue yCTHOrO oOpalleHHs.

3.4. B ciaywyae BBISIBAEHHS IIOBTOPHOCTH HWJIH  HEOJHOKPATHOCTH
NOCTYIUIGHHS OT TpaxJaHuHa oOpamieHudl pabOTHHKOM AJIMHHHUCTPALIUH,
KYPHPYIOIIMM  JeSTelNbHOCT, 10  paboTe ¢  oOpalleHMsMH  IpaXaaH
Pacre4aThIBAIOTCA KOMUM OTBETOB IO NPENMIECTBYIOIIMM OOpalleHHsIM TaHHOTrO
rpakJaHuHa, KOTOpble MepeialoTcs IO/DKHOCTHOMY JIMILY, OCYIIECTBISIOLIEMY
JIUYHBIA TIPUEM IpakJIaHuHa.

3.5. JluyHeli TnpueM rpaxaaH B AIMHHHUCTPAlMH IPOBOJHMTCA C
cobmoieneM TpeOoBaHUM, 00ecCHeYMBAIONIMX JOCTYIMHOCTh Ui TpaKAaH C
OrpaHMYEHHBEIMH (DU3MUECKHMH BO3MOXXHOCTAMM, OOILIECTBEHHYIO W IOXKapHYIO
0€e3011aCHOCTh, HEJOMYIIEHHE pa3IViallleHHs CBEJEHUMN, COIEPKAIUXCs B YCTHBIX
oOpalleHHsX, a TaKXe OTBEYAIIIUMX  CaHWTapHO-3MHIEMHOIOIHISCKHM
TpeOOBaHUAM.

3.6. Ilpu nuuHOM mTpuemMe TpakJaHWH TPEAbABISET JOKYMEHT,
YAOCTOBEPSIOMIUI €ro JMYHOCTE.

3.7.JluyHbli  TipueM rnaBOH  AIMMHHCTpPAaLlMH, €ro 3aMeCTHTEIeM
OCYILECTBISETCS B IOpSJAKE OYEepeIHOCTH COMNIaCHO CIIHCKY TIpaX/aH,
NpUTJIAIIEeHHBIX Ha JUYHBIM MpHeM, W B TE€YCHHWE YCTaHOBJIEHHOIO BPEMECHH B
COOTBETCTBHH C IpadMKOM JIMYHOIO IIPHEMA, YTBEPXKIECHHBIM PaCOpsDKEHHEM
AJIMUHUCTpALUH.

[Ipu HesiBKe rpaXKIaHWHa B HA3HAYEHHOE BpeMsl Ha JIWYHBIA TpHEM B
KapTOYKy JJHYHOTO IIPUEMa BHOCUTCS COOTBETCTBYIOIIAs 3aITHCh.

[Ipu omo3manuy rpaxaHWHa Ha JTUYHBIA IpHeM Oonee 4yeM Ha 20 MHHYT, B
CBSI3M C M3MEHEHWEM MOpsiJKa OYEpelHOCTH NpHEMa IpakaaH IpaXXIaHuHY IO
PELIEHHIO TJIaBbl A IMHHUCTPAIMH, OTKa3bIBaeTCs B IHYHOM IIpHEMeE, ecii rpaduk
JMYHOrO TIpHeMa TpaXKJaH Ha AaHHBIA [€Hb IIOJIHOCTBIO 3aloJIHeH, C
TpeUI0KEHHEM TIepeHoca IIprUeMa Ha Jpyroe BpeMs (Apyroi 1eHs).

3.8. Coneprkanue ycTHOro oOpallleH)s rpaxk/aHiHa B X0/1e JTMYHOro mpuema
3aHOCUTCSI B KAPTOUKY. .

3.9. Beyuae, eciy U3JI0KEHHBIE B yCTHOM OOpallleHUH (QaKThI u
0OCTOSTENECTBA SBISIOTCS OYEBHIHBIMH W He TpeOYIOT [1ONOIHUTEIBHOM
IPOBEPKHU, OTBET Ha OOpallieHNe ¢ COTNacks rpaK1aHuHa MOXKeT OBITh JJaH YCTHO B
XOJIe TMYHOTO TIPHEMa, O YeM JIeNIaeTCs 3allHCh B KaPTOYKe.



3.10. B ciyyae, ecn¥ H3NOXKeHHble B YCTHOM oOpallieHuM (akTel U
oOcTosTeNnbCTBA TPEOYIOT H3yUeHHSs, IPOPabOTKY, IPHHATHA HEOOXOIUMBIX MEp H
HarpapjieHUs [OPYYEeHUH JODKHOCTHBIM JjHuaMm AJMMHMCTpauu, TO IIO
pesyJibTaTaM MX PacCMOTPEHMUs Ipak/laHuHy HaIpaBIseTCs TMCBMEHHBIN OTBET 110
CYLIECTBY IMOCTaBJIEHHBIX B OOpallleHHMH BOIPOCOB B TeyeHue 30 nHeH co mHS
perucTpalii  KapTO4YKd B  CHCTEME  OJJIEKTPOHHOTO  JAOKYMEHTO00OpOTa
AJIMHHUCTPALIUH.

3.11. ITucemeHHble oOpamieHusi, MPUHSTBIE B XOJe JIMYHOIO TIpHEMa,
MmoJiexxar perucTpanuyu B CHUCTEME 3JIEKTPOHHOTO ,I{OKyMBHTOOGOpOTa
AJIMHHUCTpAIIMA W PACCMOTPEHHIO B COOTBETCTBUM ¢ HactosmuM [lopsakom. O
perucTpaliMy  NUChMEHHOrOo  o0pallleHWss B CHCTeMe  DJIEKTPOHHOIO
JIOKyMeHT0000poTa AAMHUHUCTPALMX IPOU3BOAUTCS 3alIUCh B KAPTOUKE.

3.12. B Xone JHYHOrO mpuema rpaxJaHUHY OTKa3blBAaeTCs B JaJIbHEHLIEM
paccMOTpeHHM OOpallleHHs, eclii eMy paHee ObLI JaH OTBET IO CYIIECTBY
IIOCTABJICHHEIX B OOpallleHWd BOIIPOCOB, O YEM JIENAeTCs COOTBETCTBYIOIIAs
3alMiucChb B KapTO4YKE.

3.13. B ciuyuae, ecniu B OOpalleHWH COIepXkAaTCid BOIPOCH], pEIIEHHE
KOTOPBIX HE BXOJUT B KOMIIETEHLUHMIO AIMHUHHCTPALMU WM JOJKHOCTHOIO JIMIA
AJIMUHHCTpAIUH, IPaKJaHUHY JaeTCs PasbhsACHEHHUE, Ky/Ja U B KAKOM IIOPsIKE eMy
cileiyeT oOpaTUThCs.

3.14. PesynpraT JUYHOrO TNpHUEMa M IOPYYEHHUS JOJDKHOCTHBIM JIMIIAM
AnMuHUCTpalUy (P HAJTMYHH) 3aHOCSTCS B KAPTOUKY.

3.15. He no3nHee cnenyroliero AHsA IOCH€ NPOBEASHUA JIMYHOIO NpHEMA,
3aroJIHeHHAs W TNOANMMCaHHas TIN1aBod AJIMUHHMCTpPAlUM, €ro 3aMecTHTEIsMH,
KapToyKa JUYHOrO [pHEMa PpEerucTpupyercs padOTHUKOM AJIMHHHCTpALUH,
KyPUPYIOLIMM JIeSTeIbHOCTh 110 paboTe ¢ OOpalleHUsIMH TPaXJaH B CHUCTEME
BNIEKTPOHHOTO AOKYMEHTO000pOTa AZAMUHHUCTPALIUH.

4. dopmMbl KOHTPOJIsI 32 paccMOTpeHHeM o0 paLeHH i

4.1. Texyumii KOHTpONb 3a coOmofeHneM Hactosiero [lopsaka ¥ HHBIX
HOPMAaTHBHBIX MPABOBBIX aKTOB, yCTaHABIHBAIOIIUX TPeOOBaHUS K paCCMOTPEHHIO
obpalleHuii, MMPHHATHE Mep IO CBOEBPEMEHHOMY BBISIBICHHIO U YCTPAHEHHIO
NPUYUH HapyLleHWs IpaB, CBOOOA M 3aKOHHBIX HMHTEPECOB IPaXKIaH
OCYIIECTBIISIETCS. B TpeJeiax CBOeH KOMIETeHUHH [AODKHOCTHBIM JTHIIOM
AJIIMUHHCTpAlliH, KYPUPYIOIIUM JesTelbHOCTh N0 paboTe ¢ oOpalleHusIMU
rpaxkziaH.

4.2. OOumii KOHTPOJNb 3a°~ COOMIOJEHMEM CpPOKOB HCIIOMHEHUS IIO
PaccMOTPEHHIO 00paIleHuii 1 MOHUTOPHHT pabOTHI TT0 PACCMOTPEHUIO 0OpaIleHuH
rpaxaH TPOBOJMTCS JIOKHOCTHBIM JIMLOM AIMHHHCTpPAIWH, KypHPYHIOLIHM
IesATeNbHOCTD 110 padoTe ¢ 0OpallleHUAMH IPaKIaH.

4.3. B pamkax ocyIllecTBIeHHS OOILEr0 KOHTPOJS HOKHOCTHOE JIHIIO
AIMUHHCTpALIUH, KypHpYyIollee [IesTEeIbHOCTh -0 paboTe ¢ oOpaleHHAMH
rpakiaH MOXXET HaIpaBlsieT B aApEeC MCIIOJIHUTENEeH B CHCTEME 3JIeKTPOHHOIO
JTOKYMeHTO00OpoTa AJMHHHMCTPAllMM HAllOMMHAaHME O HACTYIUIEHHH CpoKa
paccMOTpeHHsl oOpalleHHH.



4.4. B pamkax OCYyLIeCTBIEHHs OOIIEro KOHTPOJS JOIDKHOCTHOE JIMIO
AJIMUHHCTpAIMK, KypHUpyiolllee JedTeNbHOCTh I0 pabore ¢ OOpalleHHAMH
rpakaH eXeHeBHO MPOBOAUT MOHHTOPHHT paccMOTpeHHsl OOpalleHHMH M B
cllydae BBHIABICHHA (AKTOB HapylIeHHs CPOKOB PacCMOTpeHHs OOpalleHHH
HampaBIseT B aapec MHCIOJHHUTENed yBeJAOMIIEHHE O HapylleHHH CpOKOB
paccMoTpenust oOpalleHui ¢ TpeGoBaHHEM O He3aMeIMTEIbHOM HanpaBlIeHHH
OTBeTa Ha OOpallleHHeE.

4.5. JlomkHOCcTHBIE JHNOA AJMHHHCTPAlldH HECYT OTBETCTBEHHOCTD,
MpeyCMOTpEHHYIO 3aKoHojartenscTBOM Poccuiickoii  @enpepaunu, 3a CBOU
peurenus ¥ fedcteus (Ge3neiicTBye), NPUHUMaeMble (OCYLIECTBISEMEIE) B XO/IE
paccMOTpeHus 00palLeHUM.
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