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1. O0mue moJ10KeHus

1.1. Hacrosmee [Tonoskenue pazpaboTaHo B COOTBETCTBHH C:

J @enepanpubiM 3akoHoM 0T 29.12.2012 Ne 273-P3 «O6 oOpaszoBanun B Poccuiickoii

Denepanuny»;

. QOenepansabiM - 3akoHOM 0T 02.05.2006 Ne 59-03 «O nopszgke paccMOTpeHHs
oOpautenus rpaxaan Poccuiickoil @enepannn»;
o DepepanbabiM 3akoHoM 0T 27.07.2006 Ne 149-D3 «O6 undopmannn, HHGOPMaITHOHHBIX

TEXHOJIOTHAX ¥ O 3aIIUTe HHPOPMAIHN»;

° YcraBom AHITOO «AxaneMuuecKkuii KOJIIEK»

1.2. Opranmszamus paboTEl ¢ NHUCBMEHHBIMH oOpameHusmu rpaxgan B AHIIOO
«Axanemudeckuii kotemk» (mamee — Kommemk) nomkHa — ofecrneuyuBaTh HEOOXOIAMMBIE
YCIOBHSL  JUI  OCYLIECTBJICHMsI IPEJOCTABICHHOTO W  rapaHTHPOBAHHOTO  IpaxJiaHam
Koncruryuueit PO mnpasBa obOpawiarbes ¢ NPEeNIOKCHHAMH, 3asBICHUAMH H JKajlobaMH B
IUCEMEHHON U yCTHOH (opme.

1.3. PaccrnenoBanue HapyuieHuH HOPM INPO(ecCHOHANBHON OJTHKH IEeAarorHyeckum
paborHukom Komtemka MoxeT OBITH NPOBEJICHO TONBKO MO MOCTYNHBIIEH Ha HEro
o0ocHOBaHHOH kanole, NOJIAHHOI B IMCbMEHHOMH Qopme.

1.4, Jlns uenedt Hacrosmiero [losoxeHHs HCIIONB3YIOTCS —CJIEAYIOIIHE OCHOBHBIE
TEPMHHEIL
— o0pamenue rpaxaaHuHa (najnee — obpalieHue) - HanpasieHHoe nupektopy Komnemxa B

[IUCBMEHHOH (opMe WK B OpME 3JIEKTPOHHOI'O JJOKYMEHTA MPEJUIOKEHHE, 3asBICHUE WITH
Kanoba, a Taxke yeTHOe o0pallieH e rpak/JaHHHa;

—  IpelIoXkKeHHe — peKOMEHAalUs rpaxkJaHuHa, 00 yryunenuu aesreiasnoct Koemka;

— 3agBlieHHE — Ipoch0a IrpakJaHHHA O COACHCTBHH B peaM3allid ero KOHCTHTYIIMOHHBIX
mpaB ¥ CBOOOJ MM KOHCTHTYLIMOHHBIX NpaB H cBoOOA Jpyrux Jiui, jgubo coolineHue o
HAapyIIeHHH 3aKOHOB M HMHBIX HOPMATHBHBIX IPABOBBIX aKTOB, HejlocTarkax B padote
koyuexkTHBa Kostenxka, 1ubo kputuka aestesibHOCTH paboTHHKOB Konnemxka;

— xanoba — mpoceba rpakJaHHHA O BOCCTAHOBJICHHMH MIIM 3alllUTE €r0 HAPYIIEHHBIX IPaB,
cBOOOA MJIM 3aKOHHBIX MHTEpecoB JUOO npas, cBOOOM MM 3aKOHHBIX MHTEPECOB APYTHX
JIHIL

IloBTOpHBLIMH CcUMTAIOTCH OOpAIlEHHs, IOCTYIIHBIIKHE OT OJHOIO M TOTO e JHIA IO

OJIHOMY M TOMY € BOIIPOCY €CJIH CO BPEMEHH IOJA4YH IIEPBOr0 HMCTEK CPOK pPAacCMOTPEHHS

WK 3aABUTEJb HE YJOBJIETBOPEH JIAHHBIM €My OTBETOM. [lMCbMa OIHOTO U TOTO e JIKIA U 110

OJIHOMY M TOMY >KE€ BOIIPOCY, NOCTYNHBIIME IO HUCTCUCHMS CPOKA PACCMOTPEHHSI, CYUTAOTCS

NEPBUYHBIMH.

AHOHMMHBIMH CUMTAIOTCS IIMCbMa TIpaxknan ©e3 ykasaHus Gamimd, aapeca,

CJIEIOBATENBHO, TaKKe oOpatenus OyayT octaBarbes 6€3 OTBeTa.

2. OpraHu3anus 1eJJ0NPON3BOACTBA

2.1. OTBETCTBEHHOCTH 33 OPraHU3AIMIO IEIIOTPONU3BOJICTBA 110 MHChMaM H IMHCHMEHHBIM
obpamenusM rpaxaaH Hec€r gupektop Komnemka. OTBETCTBEHHOCTh 338  COCTOSIHHE
JEJIOIPOU3BOJICTBA 10 NHCbMaM M OOpallleHUsM IpakIaH HEecET MOMOIIHHMK JMPEKTOpa 110
001IMM BOIIpOCaM-CEKpETaph.

2.2. IlpunsaTHe pelieHus MO0 paccMOTPeHHI0 OOpallleHUI TIpa)IaH OCYLIECTBIISETCS
qupexropom Komnemxka.

2.3. HemocpencTBeHHOE HCIIONHEHHME IIOPYYEHMH [0 pe3yJibTaTaM pPacCMOTPEHHS
oOpainenuii rpakaian OcyIIecTBIIeTCs 3aMecTuTeneM aupekropa Kotemka, pyKOBOAUTENIMH
CIPYKTYPHBIX IOJpa3[eNieHui, MacTepaMH 11/0, TBIOTOpaMH, KOTOPBIC IIPEIOCTABIISIHOT
HeoOXxoMMyI0 MHpopManuio 1o ¢haxty obpameHus, ohOPMIICHHYIO B BUJE CIY)KEOHOH MM
O0BACHUTENIBHOH 3aIIHCKHU.




2.4. [TuceMenHoe OOpalleHHe MOJUICKUT 00S3aTENbHON pErHcTpaluy B TEUCHHE TPEX
JHEeH ¢ MOMEHTa mocTymieHus B Koiuiemx NMOMOIIHHKOM JHUPEKTOpa I0 00UIMM BOIpOCaM-
ceKpeTapeM, B KypHaJle PerHcTpalliy BXOIAIIHX ITHCEM.

2.5. TluceMa TpaXJaH II0CIE PErucTpanuu W OQOPMIICHHS PE3OJIONHMH IUPEKTOpa
Konnemxka nepenaiorcst Ha HCIOJIHEHHE.

2.6. IlucomenHoe ofpaleHde, IMOCTYNHBIIEE B 00pa3oBarelbHOE YYPEKACHHUE,
paccMarpuBaeTcs B Teuenue 30 JHer co JiHs perueTpanuu

2.7. TlucbMeHHOe oOpaieHue, MOCTyNHBIIee aupekropy Kojutemka u copepiariee
uHpopManuio o gakrax BO3MOXKHEBIX HapylleHHH 3akoHonaTensctsa Poccuiickoit Oeneparuu B
chepe mmrpaiuu, paccMarpuBaercss B TeueHue 20 JHEH €O JHS PerHCTPaLK MHCBMEHHOIO
obpatneHus.

2.8. B uckmouMTeNBHBEIX chydasx ampektop Komemka Bmpase MNPOIUIMTH CPOK
paccMoTpeHus oOpaiienuss He OGonee uem Ha 30 jaHel, yBeIOMHB 00 3TOM TpaXIaHWHA,
HaIpaBUBILErO OOpalieHue.

2.9. OOpamenue, TMOCTYNHBIIEE JOJUKHOCTHOMY JIHILy B COOTBETCTBHH C €I0
KOMITeTEHIHEeH, TIOJUIeKHUT 0053aTeBbHOMY PACCMOTPEHHIO

3. IlpaBa rpaskIaHUHA NPH PACCMOTPEHHH 00 paleHUs

3.1. [Ipu paccMoTpeHuH oOpallleHus TpaskAaHHH HMEET TIPaBo:

— INPEJCTAaBJIATH JOTOJHUTEIbHBIE JOKYMEHTBl U MaTepHalsl 1100 obpaiarskes ¢ npockboi 06
UX HCTPeOOBaHMHU, B TOM HYHCIIE B AJIEKTPOHHOH (opMe;

— 3HAKOMHTBLCA C JOKYMCHTAMH W MaTepHaJlaMH, KAacalOUIMMHKCS PacCMOTPEHHUS oOpalieHus,
€CJIH 9TO HE 3aTparuBaeT rpasa, CBOOObI H 3aKOHHBIE HHTEPECHI APYTHX JTHII,

— IojydYaTh MUCEMEHHBIH OTBET IO CYIIECTBY IOCTaBICHHBIX B OOpAalllEHHH BOIPOCOB,
yBeJIOMJIEHHE O Tepeagpecaliy MMCbMEHHOT0 00palleHUs B FOCY IapCTBEHHbIH OpraH, Opra
MECTHOTO CaMOYIIPABICHHUS HIH JODKHOCTHOMY JIMIlYy, B KOMIIETEHUIHIO KOTOPBIX BXOIHT
pelieHue 0CTaBICHHBIX B 00pallleHUH BOIIPOCOB;

— obpamaTeesi ¢ Jkanmo0OH Ha MNPUHATOE 10 OOPALIEHUIO pPELIeHHEe WM Ha JeHCTBHE
(Oe3meiicTBHE) B CBSI3M C pacCMOTpPEHHEM O0OpalieHuss B aJMHHHMCTPATUBHOM M (MJIK)
cye0HOM HOPsJIKEe B COOTBETCTBUH € 3aKOHOATENbCTBOM Poccuiickoit dDenepanuu,

— o0pamarkcs ¢ 3asBICHUEM O NIPEKPAIEHHH PACCMOTPEHHS 00palleHHuS.

4. TpeGoBaHus K MHCbMEHHOMY 00pamIeHHI0

4.1. 'paskaaHuH B MUCbMEHHOM OOpalleHHH B 00S3aTEIPHOM MOPS/IKE YKA3bIBAET CBOU
(haMuIHIO, HMsI, OTUYECTBO (IIOCJIE/IHEE - [IPU HAJIMYMH), IIOUTOBLIA aIpec, [0 KOTOPOMY JIOJDKHBbI
ObITH HAIpaBJICHBl OTBET, YBEJIOMJICHHE O Iepeajpecalii oOpalleHus, H31araet CyTh
NpeUIoKEeH s], 3asSBICHHUS UK *KaI00bl, CTABUT JMYHYIO IOAIKCH U ATy,

4.2. B cnyuyae HeoOXOIUMOCTH B IOATBEP)KIEHHE CBOMX JIOBOIOB I'PAYMIAHHH [IPHUIIAracT
K IIHCBMEHHOMY 00OpPaIEHUIO JOKYMEHTHI U MaTepHalbl JIHOO HX KOIHH.

4.3. OOpamenue, nocrynuBuiee B (opMe O3IEKTPOHHOIO JOKYMEHTA, IMOIJIEKHT
PacCMOTpPEHHIO B OPsifIKe, ycTaHoBIeHHOM Penepanbubm 3akoHoM 0T 02.05.2006 Ne 59-03 «O
mopsiaKe paccMOTpeHust  ofpameHus rpaxpan Poccuiickoil ®@enepanmm». B obpamenun
IpaKIAHUH B 00sS3aTENBHOM MOPSJIKE YKA3bIBAET CBOH (haMHIIMIO, UM, OTYECTBO (IIOCTIEaHEe -
IpH HAIHYAM), aJpec SJICKTPOHHOM IOYTHI, €CJIH OTBET JO/DKEH OBITH HampaBieH B (opme
SIEKTPOHHOIO JOKYMEHTAa, M IIOYTOBBIH aJ(pec, €clM OTBET MAOJDKCH OBITh HalpaBiCH B
NUCHLMEHHON (opme. ['paXklaHMH BIpaBe NPUIOKUTH K TaKoMy oOpallleHHI0 HeoOXOoAuMbIe
JOKYMEHTBI M MaTepUalbl B JJEKTPOHHOH (opme JIMDO HANpPaBUTh YKa3aHHLIE NOKYMEHTHI U
MaTepHalIbl MIIH X KOIIUH B MMHCHMEHHOIT (hopMme.

5. Pacemorpenue odpamenus

Hupexrop Komepxa:
— obecneuynBaeT 0ObEKTHBHOE, BCECTOPOHHEE M CBOEBPEMEHHOE pacCMOTpeHHe oOpalleHus, B
cliyyae HeOOXOMUMOCTH - C YYaCTHEM IpakJaHuHa, HallpaBUBIIEro oOpallieHue;




— 3alnpanMpacTt, B TOM HHCIIEC B 9J'I€KTpOHHOﬁ Cl)OpMC, HEOOXOMMBIE 1JIst pacCMOTpPCHHS!
OﬁpaH.[eHHSI JOKYMCHTBI H MaTepHallbl B JPYIrHX TOCYHAapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYIIPaBJICHHsS M Y HHBIX JIOJDKHOCTHBIX JIMI, 38 UCKJIIOUYCHUCM CYJI0B, OPraHOB
AO3HAHUA U OPIr'aHoOB IPEABAPHUTECIIBHOIO CICACTBUS,

— IMPHHUMACT MEPBI, HANPAaBICHHBLIC HA BOCCTAHOBJICHHE HJIM 3alllUTY HapyUCHHBIX IIpaB,
CBO60)I M 3aKOHHBIX HHTEPECOB I'paXXIaHHHA,

— JIaeT MMCbMEHHBIH OTBET MO CYHICCTBY IIOCTABJICHHLIX B o6pameﬂnn BOTIPOCOB,

= YBG,HOMHHGT rpaXKJaniHa O HaIpaBJICHHH €ro OGp&H.I@HHSI Ha pacCMOTpPCHUEC B ,ILpYI‘Of‘I
I"O(JyﬂapCTBeHHI)IfI OpraH, opraH MECTHOI'0 CaMOYIPaBJICHUSA HIH HHOMY IOJDKHOCTHOMY
JIMILY B COOTBETCTBHH C UX KOMITETCHIIUCH.

6. Ilopsigox paccMoTpeHust OT/AEALHBIX 00paNIEeHHIT

6.1. B ciyuyae ecim B NMHCBMEHHOM OOpallleHMH He YKa3aHbl (DaMHIHs rpakJaHuHa,
HAIIPaBUBIIEr0 OOpalleHHe, WM IOYTOBBIA ajpec, MO KOTOPOMY [OJDKEH OBITh HampasiieH
oteer, Kommemx orser Ha ganHoe oOpamenue He naer. Ecim B ykasanHoM oOpaiieHHH
coOaepKaTcsd  CBEOCHHA O  IOJrOTABJIIMBAEMOM,  COBEpIIAEMOM  HIH  COBEPLICHHOM
MPOTHBOIPABHOM NESHHMH, a TAKXKE O JIMIE, €ro IOArOTaBIHBAIOIIEM, COBEPINAIOIIEM HIIH
COBEpIIMBLIEM, OOpallleHHe IO/UISKHT HANpABICHHIO B TOCYIapCTBCHHBIA Opran B
COOTBETCTBHH C €TI0 KOMIIETCHITHEH.

6.2. Jlupexrop Komnemka mpu MONy4eHHM IIMCBMEHHOrO OOpAlEHUs, B KOTOPOM
COJIEPIKATCsl HELEH3YPHBIE THOO OCKOPOMTENbHBIE BBIPAXEHHUS, YTPO3bI JKH3HH, 3J0POBBIO H
UMYILIECTBY COTPYAHUKOB Koemka, a Takke WIEHOB MX CEMEH, BIIpaBe OCTaBUTh OOpalleHue
Oe3 oTBeTa IO CYyHIECTBY IIOCTABJIGHHBIX B HEM BOIPOCOB H COOOUIMTH I'PAXKIAHUHY,
HaIpaBUBIIEMY O0OpalIEHUE, O HEJOYCTUMOCTH 3I0YIOTPEOICHHS TIPABOM.

6.3. B ciyuae eciu TEKCT MHUCBMEHHOr0 0OpallieHHs HE MOIAETCs POUYTEHHIO, OTBET Ha
ofpallleHHe He JIAeTCs M OHO HE MOJIEIKMT HAIPABICHHIO HA PACCMOTPEHHE B CTPYKTYPHOE
nojpasjenenne Koiuemka, 0 4eM B TeYeHHE CEMH JHEH cO AHS PErHCTpaluH o0paleHus
coo0mIaeTcs TpakJaHuHy, HalpaBHuBIeMy oOpaleHue, eciii ero GaMuIus U NOYTOBBIN apec
NOIAI0TCS TPOYTEHHIO.

6.4. B ciyyae eci B NHMCBMEHHOM OOpalleHHH TPAXIAHWHA COAEPKHMTCS BOIPOC, Ha
KOTOPBI €My HEOJHOKDPATHO JaBAIMCh NMHCBMEHHBIE OTBETBI 110 CYIIECTBY B CBSI3M C paHee
Hanpas/sieMbIMH 0OPALCHHUAMH, U IIPH 9TOM B OOpallleHHH HE MPUBOIATCS HOBBIE JOBOBI HITH
oOcrosaTenbeTBa, AMpexTop Kosulempka BIpaBe MPHHATL peHIEHHE O Oe30CHOBATENILHOCTH
0YepeHOro OOpaIleHHs ¥ MPEKPAIIEHHH IEPEUCKH ¢ MPAXKIAHHHOM I10 JAHHOMY BOIIPOCY MM
YCIOBHH, YTO YKasaHHOe OOpalleHHE M paHee HalpaBiisieMble OOpAIeHHs HaNpaBisuch B
Kosnemk na uMs nupektopa. O JaHHOM PEIIEHHH YBENOMIISICTCSI TPakKJaHWH, HAlpaBHUBIIHIA
oOpalneHue.

7. JInuHbIii npuém rpaxian

7.1. JluuHpli nOpHeM rpaxaH OCyIIecTBiseTcss gupekropom Komnemka u  ero
3amectuTeneM. Mupopmanus o6 ycTaHOBJIEHHBIX JUIS MpHEMa AHAX M 4acax JOBOJHUTCS 10
CBEZICHHUA rpaknal depes caiit Komnemxka.

7.2. llpu nuuHOM NpHEMe TPAXKAAHHH MPEABSBISIET NOKYMEHT, yJIOCTOBEPSIOINN ero
JTUYHOCTD.

7.3. IlucemenHoe obpallieHue, IPUHATOE B X0/I€ IMYHOTO NPHUEMA, MTOVICKHT PErHCTpariuu
B IIOPSJIKE, YCTAHOBIEHHOM HACTOSILIHM MOJIOKEHHEM.

7.4. B ciywae, ecnd H3J0KEHHBIC B YCTHOM OOpamieHHH (aKkThl H 0OCTOSTENLCTRA
SBILIIOTCS. OYEBHHBIMH M HE TPEOYIOT NONMOJIHHUTENLHOH HPOBEPKH, OTBET HA OOpalleHHE C
COIIacHsl rpaXK1aHHHA MOXET OBITh JIaH yCTHO B XOJE JIMYHOrO NpHeMa. B ocTambHbix ciydasx
J@eTCsi IHCbMEHHBIN OTBET I10 CYIIECTBY II0CTABJIEHHBIX B 0OpaleHHH BOIIPOCOB,

7.5. B ciyuae eciniu B 00pameHuy conepiKarcs BOIPOCH!, PEeLIeHHe KOTOPLIX HE BXOJHUT B
KOMIIeTCHIMIO aupekTopa Kosemxka, rpakiaHHHY HaeTcs pasbsCHEHHE, KyJa M B KaKOM
HOpSIIKE €My CIIeyeT 0OpaTUThC.




7.6. B xoxe NMYHOro InpHeMa TpaKAAHHHY MOXET OBITh OTKa3aHO B JlaJIbHEHIIEM
paccMOTpPEeHHH oOpallleHus, eclii eMy paHee OLUI JaH OTBET IO CYUIECTBY IOCTABJIEHHBIX B
o0pallleHHH BONPOCOB.

8. KonTposn Haja HenoJiHeHHEM MHCHLMEHHBIX 00paIeHHIl MPaKian

8.1. JIO/KHOCTHBIE JMI@ OCYIIECTBIAIOT B MpEAenax CBOSH KOMIIETCHLMHM KOHTPOJL 3a
coOMIOEHNEM TIOPsIKa paccMOTpPEeHuUs oOpallieHuit, aHaIU3UPYIOT COAepIKAaHKNe MOCTYTAIOLIHX
oOpallleHH#, NMPUHUMAIOT MEPBI [0 CBOEBPEMEHHOMY BBISIBICHHIO M YCTPAHCHHIO IPHYKH
HapylIeHus [paB, CBOOO U 3aKOHHBIX HHTEPECOB IPAK/IAH.

8.2, IlucemenHbple oOpamieHMsi TpakaH, KONMHHM OTBETOB, (GOPMHPYIOTCS B Jeiia B
COOTBETCTBHH C YTBEPXKIACHHOH HOMEHKIIATYPOH /L.






