


1. O0uue noJioxkeHus
1.1. Hacrosmee [Tonosxenue o mopsiake pacCMOTpeHHs oOpalieHuid rpakaad (nanee
— Tlomoxxenune) paspaboraHo B COOTBETCTBHU C DemepanbHbIM 3aKOHOM OT
29.12.2013 Ne 273-®3 «O0 oOpazoanun B Poccuiickoii ®deneparuny,
OenepanbHbiM 3akoHOM 0T 02.05.2006 Ne 59-03 «O nopsiike paccMOTPEHUA
oOpaieHuii tpaxaaH Poccuiickoit ®enepanuny», DenepaibHbM 3aKOHOM OT
27.07.2006 No 152-®3 «O nepcoHaJbHbIX NaHHBIX», DenepagbHbIM 3aKOHOM OT
27.07.2006 No 149-®3 «O6 mndopmarmn, HHOOPMAITMOHHBIX TEXHOJIOTHAX W O
samute nHopmarmy, ¥Ycrtasom MBY J1O «llenTp BHETKONIBHOMW paboTh» (Haee
—1IBP).
1.2. Hacrosiee IlonoxxeHue omnpenenaser MOPSAOK PacCMOTPEHUS OOpalleHUi
rpaXkJaH, a UMEHHO, MOPAJIOK YUYE€Ta, PETUCTPALIMKA, PACCMOTPEHHUS U pa3pelieHus
oOpallleHU# TpakJaH, KOHTPOJISI UX MCIOJIHCHUS, OPraHU3aluu JTUYHOTO TpuemMa
rpaxaaH B [[BP.
1.3. I'paxxgane uMeElOT mpaBo oOpalarhes JUYHO, a Takke Hampasiarh B [[BP
KOJUICKTUBHBIE OOpaIieHrs B YCTHOH M MHUCbMEHHOW (popme, mo TenmedoHy u Ha
odpunmanbHbH cait L[BP.
1.4. OOGpamenus rpaxnaaH, HampasieHHsie B I[BP, mnoctymaior B BHIE
MPEUIOKEHN M, 3a4BJICHUH, KaJl00.

[IpennoxkeHue - MOXKENAHUSA WIA PEKOMEHJAIMUA MO YIYUIICHUIO) OTJEIbHBIX
HanpasjeHu nearenbHocT L[BP, coBepiieHCTBOBAHNIO TOKATBHBIX HOPMATHBHBIX
MPABOBbIX AKTOB, PETYJIUPYIOLIUX €€ AEATECIbHOCTb.

3asBiaeHne - mpock0a TpakJIaHWHA O MPEJIOCTABICHUH KaKOW-THO0 WH(OPMAaIUH
WU IOKYMEHTA, COJICHCTBUU B PEAlTU3alMU €r0 KOHCTUTYIIMOHHBIX MTPaB U CBOOO
WJIU KOHCTUTYIIMOHHBIX NIPaB U CBOOO 1 APYTUX JIUIL, TUOO COOOIIEHUE O HAPYIIICHUH
3aKOHOB U MHBIX HOPMATUBHBIX aKTOB, HelocTaTkax B padore LIBP, nubo kputuka
JOJIKHOCTHBIX JIMII,

Kanoba - npockba rpaklaHlHa O BOCCTAHOBJICHUH WJIHM 3alUTE €r0 HAPYIIEHHbIX
mpaB, CBOOOJ WJIM 3aKOHHBIX HHTEPECOB, JHWOO TpaB, CBOOOJ MM 3aKOHHBIX
WHTEPECOB APYTUX JIMII, BCACACTBUE HapylieHus padotHukamu [[BP tpeboBanmii
3aKOHOAATENIbCTBA, STUUECKUX HOPM W MPABWI MOBEACHUS U T 1.

2. Ilpuem u perucrpauusi NUCEM rpakIaH

2.1. Bce nocrymaroume B [IBP oOpaiienuss rpaxkjaH OPUHUMAIOTCS H
ohOpMIISIFOTCSI B JICHb HMX IIOCTyIUIeHHs cekperapem [[BP B coorBercTBHE ¢
JIOJIKHOCTHBIMU O0A3aHHOCTSMM.

2.2. Tlocrynatomume oOpamieHusi ¢ KOMUAMH JOKYMEHTOB (HAmpuMep, KOMUH
aTTECTaTOB, JWILIOMOB, TPYAOBBIX KHIDKEK W Jp.) MPUKPEIUBIFOTCA K TEKCTY
oOparteHus.

2.3. llocTynuBiive nuchMa rpaxiaaH peructpupyrorcsa cekperapem L[BP B xxypHane
oOpariennii rpaxaan (mpwioxeHue 1).

2.4. Tlocme peructpanuu oOpailleHUs Hampapisiorces aupekropy [IBP  mis
odopMIICHUS PE3OIONMN  C YKA3aHUEM HCIIONIHUTENSA, TIOpPSAIKAa W CPOKOB
WCIIOTHEHUS.



3. TpeboBaHUS K MUCbMEHHOMY 00PAIIIEHUIO

3.1. Ilucebmennoe oOpailieHHe rpakIaHWHA AOJDKHO COAEpPX aTh HAMMEHOBAHWE
LIBP, damummro, uMs, OTYECTBO AOJDKHOCTHOTO JIMIA JIKOO €ro JOJDKHOCTD,
(daMuTuio, WMS, OTYECTBO 3agBUTENSA, MOYTOBBIM aApEC, MO KOTOPOMY HYXKHO
HaIlPaBUTh OTBET, YBEAOMJICHHE O TEpeajpecanui OOpalleHus, 1aTy W JIMYHYIO
noanuck. B cnyuae HeobOxomumoctn (4TOoObl TOATBEPAWTH CBOW  JIOBOJIBI)
TPOKIAHUH MOXKET TPUIOKWATh K THUCBMEHHOMY OOpPAIICHHIO JOKYMEHTBHI H
MaTepHaTbl JINOO UX KOTIHH.

3.2. B obparrieann, cocTaBiecHHOM B (popMe 3JIEKTPOHHOTO TOKYMEHTA, TPaKIaHuH
JOJDKEH YKa3aTh: CBOM (DaMUIIHIO, UMs, OTYECTBO; AAPEC SICKTPOHHOM MOUTHI, €CIIN
OTBET JIOJDKECH OBITH HAMpaBJIeH B (popMe AIIEKTPOHHOTO JOKYMEHTA, W TTOUTOBBIH
aJipec, ecu OTBET JOJDKEH ObITh HampasjieH B UcbMeHHOH (opme. K obpartiennio
TPOKJAHUH BIPaBE NPWIOKUTh HEOOXOAMMBIC JOKYMEHTBHI W MaTepHaIbl B
anekTpoHHoN (opme. Takxke OH MOXKET WX HAMPaBUTh 3TH JOKYMEHTHI WIIH WX
KOIAW B MUCbMEHHOM (popMe 1o mouTe.

3.3. B KOJUTIEKTHBHOM 0O0paIeHNUH YKa3bIBAIOTCSA: (pamMuIiHsi, IMs, OTIECTBO OJTHOTO
rpakaaHuHa, OOpPaTUBINEroCsS OT JWMAa KOUICEKTHBA W (HaMHUIWW, WHHUIHAIB W
MOANMKUCH JPYTMX YJICHOB KOJJICKTHBA, C YKa3aHWEM KOHKPETHOTO ajapeca
(TTOYTOBOTO WU 3JIEKTPOHHOTO), TI0 KOTOPOMY CJI€NyeT HAallPaBUTh OTBET.

4. ITopsimok paccMOTpeHHUsI MUCHbMEHHBIX 00 pameHuii

4.1. TlucekMeHHOe OOpallleHUE TOMJICKUT 00A3aTENbHON PErucTpalvii B TEUCHUE
TPeX AHEHW ¢ MOMEHTa nocTyIieHus B L[BP.

4.2, IlpuHATHE PEIICHUS MO PACCMOTPEHUI0 MUCHMEHHBIX OOpAIlCHUHA TpakIaH
ocyiectTBisiercss  aupektopoM  L[IBP, koTOpeld Ha3HA4aeT WCHOJHUTENS U
OMpeeNsAeT CPOKH PAaCCMOTPEHUS 0OpalleHuUA.

4.3 Cpok paccmoTpeHus obpaienus coctapisier 30 qHel co aHa peructpaiuu. B
UCKJTFOUMTENBHBIX CJIY4YasX OH MOKET ObITh MPOJJIEH, HO HE Oosiee yem Ha 30 HEH.
O npomieHHH cpoKa pacCMOTPEHUS TPAKIAHHH YBEAOMIIICTCS O(UITHAIIBHO.

4.4. PaccmoTpeHue oOpalieHuid rpaXkaaHd, CoAep KalliuX BOMPOCHl U MPEIOKEHUA
MO MPENOTBPALIEHUIO BO3MOJKHBIX AaBAPUHM WM HMHBIX YPE3BBIYAWHBIX CHUTYALUU,
MPOU3BOJIUTCS OE€30TIAraTebHo.

4.5. Ucnonuutenb, Ha3HAueHHbIH AupekTopoM [IBP, roToBUT mpoekT oTBEeTa Ha
oOpalllecHhue W TMPEACTABIAET €ro B YCTAHOBJICHHBIE CPOKH JIUPEKTOPY Ha
YTBEPKICHUE.

4.6. ConepxaHue MPOEKTA OTBETA HE JOJIKHO MPOTUBOPEUUTH 3aKOHOJATEIbCTBY
P® u npuHATHIM B 00I1IECTBE STUYECKUM HOPMaM.

4.7. IlucbmeHHOE OOpallleHHe, COJACPIKAIIEe BOMPOCHI, PEIIEHUE KOTOPHIX HE
BXOJUT B KOMIeTeHUHIO [[BP mnu AOmKHOCTHOrO Tuia, HanpaBiIseTCcss B TCUCHUE
CEMH JHEH CO JHA PErucTpallii B  COOTBETCTBYIOIIMA OpraH Wiu
COOTBETCTBYIOIIEMY JOJXKHOCTHOMY JIUIlY, B KOMIIETCHIMIO KOTOPBIX BXOJUT
pElIeHrE MOCTABJICHHBIX B OOPAIIEHUH BOMPOCOB, C YBEAOMJICHHUEM I'PAXXKIAHHWHA,
HamnpaBUBIIEro oOpallieHue, O mepeaapecanud o0paleHus.

4.8. B ciiyuae, eciid perieHre MOCTABJICHHBIX B MUCbMEHHOM OOpallleHUH BOMPOCOB
OTHOCHUTCS K KOMIETEHIIMM HECKOJIbKUX TOCYJApCTBEHHBIX OPraHOB, OPraHOB



MECTHOTO CAMOYTIPABJICHUS WJIN MOJDKHOCTHBIX JIUI, KOMUS OOPaIICHHUs B TCUCHHE
CeMH JHEW CO JHA PETHCTPAllid HANpaBJSIETCS B COOTBETCTBYIOIINC
rOCyIapCTBCHHBIC  OpPraHbl, OpPraHbl  MECTHOTO  CAMOYIPABJICHHUS WA
COOTBETCTBYIOIIHAM JIOJKHOCTHBIM JTATIAM.

4.9. 11BP unau 1OMKHOCTHOE JIMIIO NMPU HANIPABJIEHUM MUCbMEHHOTO O0OpallleHUs Ha
paccMOTpEHHWEe B  JAPYrod  TOCYAapCTBEHHBIA  OpraH, OpraH MECTHOIO
CaMOyMpaBJI€HUAd WM HWHOMY JIOJDKHOCTHOMY JIMIy MOXET B  Cilyuae
HEOOXOIMMOCTH 3aMpalllvBaTh B YKAa3aHHBIX OPraHax WJW Y JOJXKHOCTHOTO JIMIA
JIOKYMEHTBI M MAaTEPHAJIBI O PE3YJIbTAaTaX PACCMOTPEHHUS MUCbMEHHOTO 00paIeHNA.
4.10. Obpamenue T0JKHO OBITh PACCMOTPEHO € YUETOM BCEX HIOQHCOB, a (DaKThI H
JIOBOJTBI, U3JI0’KEHHBIE B HEM, JTOJIKHBI OBITH TTPOBEPEHBI C TOUKH 3PEHUS TTOJTHOTHI,
JIOTUYHOCTH, 3aKOHHOCTH, OOOCHOBAHHOCTHM M JIOCTOBEPHOCTU. (OTBETH Ha
oOparieHus rpaxkaH TOJDKHBI OBITh QpTYMEHTUPOBAHHBIMH, C Pa3bICHEHUEM BCEX
3aTPOHYTHIX B HEM BOMPOCOB, a €CJU B YAOBJICTBOPEHUU OOpallICHUS 3asBUTEIIO
OTKa3aHO — COJAEPKATh UYETKOE Pa3bsCHEHUE MOpAJKa 00KaJOBAHUS TPUHATOTO
pEIICHN ¢ yKa3aHWEM OpraHa (JOJDKHOCTHOTO JIUIA), K KOTOPOMY MOXKET OBITh
HarpasJieHa Xkajioda.

4.11. Ilpn odopmieHun OoTBETa Ha OoOpaIliecHUE HEOOXOAMMO PYKOBOJCTBOBATHCS
MpaBWIaMH JEIONPOU3BOACTBA W ODOPMIICHUS HCXOMAMUX AOKyMeHTOB. OTBET
JIOOKEH COICPIKaTh ATy, PETUCTPAIMOHHBIA HOMEP JOKYMEHTA, (haMUIIHIO, UMS 1
OTYECTBO 3afABUTENIA, €r0 TOYTOBBIM aapec, TEKCT (OTBETHI HA TOCTABJICHHBIC
BOIPOCHI), HAaWMEHOBAHWE MAO/DKHOCTH JIMIIA, TOMIHUCABIIETO TOKYMEHT, €ro
(haMuTHIO, UM, OTUECTBO U HOMEP TeehOHa UCTIOTHUTENS.

5. Ilopsinox paccMOTpeHUs OTAEIbHBIX 00paleH il

5.1 Ecim B mmchbMeHHOM oOpamieHud He yKazaHa ¢(aMuius TpakIaHWHA,
HAIMpPaBUBIIEro OOpalleHUe, TOUTOBBIA aIpec UM apeC JICKTPOHHOU MOYTHI, MO
KOTOPOMY JOJKEH OBbITh HAMpaBJEH OTBET, OTBET HAa OOpalllEHUE TPAXKIAH HE
naercd. Takue oOpaleHusi NPU3HAKOTCA AHOHUMHBIMU.

5.2 Eciu TeKCT MUCBMEHHOTO OOpallleHUs HE MOAMACTCS MPOUTEHUIO0 H3-3a €ro
(hM3UUEeCKOr0 COCTOSHUS, OTBET HA OOpaIieHUe HE JAETCSA, O UYeM B TCUCHUE CEMHU
JHEW CO JAHS perucTpaiuu oOpaiieHusi CooONIaeTCs IpakIaHNHY, HaMPaBUBILIEMY
oOparienue, ecu ero haMuIns W TOUTOBBIN aApec OAIAI0TCS MPOUTECHHIO.

5.3 Ecau B 0OpallleHUW COJEPkKATCS HEIEH3YPHbIE JIMOO OCKOPOUTEIbHbBIC
BBIPAXKEHUA, YTPO3bI JKU3HU, 3/IOPOBbIO U UMYILECTBY JOJIKHOCTHOTO JIUIA, & TAKIKE
yjieHam ero cembu, [[BP Bhnpase octaBuTh oOpaiieHue 0€3 OTBETA MO CYIIECTBY
MOCTABJICHHBIX B HEM BOIPOCOB M COOOIIUTh TPAXKIAHWHY, HAMPABUBILIEMY
oOpailieHrEe, 0 HEIOMYCTUMOCTH 3J10YITOTPEOICHUS MPaBOM.

5.4 Ecnu B o0palieHnu coepKaTcs CBEASHUS O MOAr0TaBIMBAEMOM, COBEPIIIAEMOM
WM COBEPIICHHOM MPOTUBOMPABHOM JESHUM, a TaKXkKe O JIMIE, €ro
MOArOTABJIMBAIOIIEM, COBEPIIAIOIIEM UJIM COBEPIIUBIIEM, OOPALEHUE TOAJICIKUAT
HAIpPaBJICHUIO B TOCYAAPCTBEHHBIN OpraH B COOTBETCTBHUHU C €r0 KOMIETEHIUEH.
5.5 Ecnu B mUCbMEHHOM OOpaIEHUH TPAKIAHUHA COIEPKUTCS BOMIPOC, HA KOTOPBIH
€My paHee ObLJT IaH OTBET MO CYIIECTBY U MPU 3TOM B OOpAIEHUHA HE MPUBOAATCS
HOBBIC JIOBOJbl WJIM OOCTOATEIbCTBA, TIPAXAAHUHY COOOIIACTCS PEIICHUE O



0€30CHOBATEIBHOCTH OYEPENHOr0 OOpAIllEHUA M TPEKPAIICHUN TEPENUCKH 0
JaHHOMY BOITPOCY.

6. Opranu3anust THYHOT0 npueMa rpaxkaaH. [lopsaok paccMoTpeHust yCTHBIX
oOpateHmid.

6.1. JluuHbplii TipueM TpaKJaH OCYIIECTBACTCS B IENSIX ONEPATUBHOTO
PacCMOTPEHUA YCTHBIX OOpAIEHUNA IPa)KIaH U IOPUIAUYECKUX JIUILI, OTHOCAIIUXCA K
komnereHuu 1[BP.

6.2. Ilpuem rpaxnan ocymectBigerca aupekropom L[BP. Ilpu HeoOxomumocTu
JUPEKTOP MOXKET JJid PELICHHWS BOMPOCAa MNPUIJIACUTh CBOUX 3aMECTHUTEIECH,
MearoroB uiv apyrux padoruukos [[BP.

6.3. Uadopmarus o MecTe nmpruemMa, a Takke 00 YCTaHOBJICHHBIX JJIs PUEMa JTHAX
M dacax JOBOJUTCS IO CBEACHWA TPaxaaH depe3 WHOOPMAIMOHHBIA CTEHI W
odpunmanbHbH cait L[BP.

6.4. Ilpu sauyHOM TIpUEME TPAXKAAHUH [JIOJDKEH TMPEABbABUTH JIOKYMEHT,
YJIOCTOBEPSIONINAM €r0 JINYHOCTb.

6.5. YcrHble oOpallieHusi MOTYT MOCTYNarh MPU NMPOBEACHUU MpPUEMa, BO BpEMs
TenehOHHBIX TIEPETOBOPOB. B ciiydae, eciau W3IOKEHHBIE B YCTHOM OOpaIieHun
(bakThl m 0OCTOATENHCTBA ABJIAIOTCS OUCBUIAHBIMHA M HE TPEOYIOT JOTOITHUTETEHON
MPOBEPKH, OTBET HA OOPAIIIEHHUE C COTJIaCHs IPa’KJaHUHA MOXKET ObITh JIaH YCTHO B
X0/J€ TpHEMA, O YEeM JIeJlaeTCs 3alucCh B KypHajie oOpalieHud rpaxiaaH. B
OCTQJIbHBIX CJIy4yasx JaeTCsl MUCbMEHHBIA OTBET MO CYIIECTBY MOCTABJICHHBIX B
o0pallleHUH BOMPOCOB.

6.6 [IpaBoM Ha MEepBOOUYEPEAHOMN JIMUHBIN MTPpUEeM 00IaAa0T;

1) Berepanbl Benukod OTeuecTBEHHOW BOWHBI, BETEPAHBI OOEBBIX JICHCTBHIA,
yuactHuku CBO;

2) wHBaIUAB! | TPYNTIBI M X OMEKYHBI, POJIATENH, OTICKYHBI M TTOTICUNTENN TCTCH -
WHBAJINJIOB;

3) GepeMeHHbBIC KEHIITMHBI,

4) ponuTeny, IBUBIIMECA HA JTMYHBIA IPHEM C peOESHKOM B BO3pAcTe A0 TPEX JIET,

5) uHBIE KAaTErOpUH rPakiaH B COOTBETCTBUU C 4.7 cT.13 denepanpHoro 3akona No
59-@3.

7. llopsinok odopmjieHus, IpHeMa U PACCMOTPEeHUs 00paleHuii Yepe3 cepBuUC
«O0pamenus Ha caliT»

7.1. CepBuc «OOpaiiieHuss Ha CalT» ABIACTCSA JOMOJHUTEIbHBIM CPEACTBOM JJIS

o0ecrneueHusi BO3MOXXHOCTH oOpaleHui rpaxkaad B [[BP.

7.2. ObpaineHus, HaPaBJICHHBIC B SJICKTPOHHOM BHJIC Yepe3 OpHUIMaTbHBINA CalT

I[[BP, peructpupyrTcsi W PacCMaTpUBAIOTCS B COOTBETCTBUM ¢ pasaeiaom 4

Hactosmero [lomoxxenus.

7.3. B oOpaiieHun TrpakJaHUH B 00S3aT€IbHOM TMOPSJKE YKa3biBa€T CBOU

(haMuTuto, UM, OTYECTBO (TIOCTICHEE — TIPU HAIMUWH ), aIPEC SIICKTPOHHOHN MOYTHI,

€CIIM OTBET AO/DKCH OBITh HAmpaBiieH B (OpMe SIEKTPOHHOTO JOKYMEHTa, W

MOYTOBBIH aApeC, €CIIM OTBET JOJIKEH OBITh HAMIPaBJICH B MUChbMEHHOH (hopMe.

7.4. YBeAOMJICHHE O XOJAE€ PACCMOTPEHUS OOpallleHUs TPaKAaHMHA HAMPABJISIETCS



10 YKa3aHHOMY MM aJpecy SJIEKTPOHHOM ITOYTHI
8. KoHTpo.Jb 3a co0/r01eHIEM MOPSIIKA PACCMOTPeHNs 00palnieHuid rpaskaan

8.1. JImpextop IIBP ocymecTBiseTr KOHTPOJIb 3a COONIOJICHHEM IOpsaKa
pPacCMOTPEHUA TNPEMAJIOKEHUNH, 3adBJICHUH, Kajgo0 TrpakIaH, aHAJU3UPYET
COJICpKaHKE MOCTYMAMIMX OOpalieHud, TPUHUMAET MEPHI M0 CBOCBPEMEHHOMY
BBIABJICHUIO W YCTPAHEHUWIO MPUYUH HAPYIICHUS MpaB, CBOOOJ W 3aKOHHBIX
UHTEPECOB IPaXIaH.

8.2. IlepcoHanibHasi OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KAUYECTBEHHOE
paccMOTpeHre 00pallleHui rpakJaH, MOATOTOBKY OTBETA B YCTAHOBJICHHBIH CPOK U
JIOCTOBEPHOCTh M3JI0KEHHBIX B HEM JAHHBIX, BO3JIAraeTCsl HA HEMOCPEICTBEHHOTO
WCTIOTHUTE]IA.

8.3. HenpaBomepHbiii OTKa3 B MPUEME WM PACCMOTPEHUU OOpallleHUuH TpakaaH,
HapYIICHUE CPOKOB WJIM MOPSIKA UX PACCMOTPEHHUS, a TAKXKE IPYTrue HApPYIICHUA
3aKOHOAATENIbCTBA 00 OOpallleHUSAX TPaKJaH BJIEKYT 32 COOOH OTBETCTBEHHOCTh
JOJIKHOCTHBIX JIUI] B COOTBETCTBUM € 3aKOHOJATENbCTBOM Poccuiickoit denepanuu.

9, 3akJIIUYNTE/IbHBIE MOJI0KEHHUS

9.1. ITonoxeHnue MOAJICKHUT MEPECMOTPY M JIOMOJTHEHHIO TI0 Mepe HEOOXOAMMOCTH
B YCTAHOBJICHHOM ITOPSIJIKE.

9.2. Bce n3MeHEHU U TONOHEHUA K HacTosmeMy [1010KEeHII0 TPHHAMAIOTCS Ha
3acenannu [lemarornueckoro Cosera.



dopma KypHaJIa oOpanieHuii rpaxKaaH
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