AIIMUHUCTPAILIA
AHAJIBIPCKOI'O MYHUMITUTIAJIBHOI'O PAMOHA

PACHOPSAXEHUE

ot 11 aBrycra 2023 r. r. AHaJBIph Ne 337-pa

O0 yreepaxnennu MHCTpyKIIMM 110 padoTe ¢ 00panieHUsIMH
rpasian B AIMHHHUCTPAIMH AHAJBIPCKOI0 MyYHMIMIIAJLHOTO paiioHa

B neisx ycraHoBI€HHS €QMHOTO NOPSIKa pACCMOTPEHHUS 0OpalieHUH rpaXIaH
B AIMUHHUCTpanuy AHaJBIPCKOTO MYHUIIMIIAIEHOTO PaioHa,

1. YrBepauts npmiaraemyro MHCTpykiuio mo paboTe ¢ oOpameHus Mi Tpa-
JaH B AAMUHHCTpauy AHaABIPCKOTO MyHHUIIUITAIBHOTO pPaloHa.

2. ITpu3HaTh yTpaTHBILUM CHIIy pacnopsbkeHue [ JiaBel A IMUHHUCTpaliuu AHa-
INBIPCKOr0 MyHHIMNAIBHOro paiioHa ot 30 nexabps 2009 roma Ne 606-pa «O6
yTBepxkaeHIH MHCTpyKIuu 1o paboTe ¢ 0O0panieHusIMU rpakiaH B AJIMHUHHUCTPAIUH
AHaIBIPCKOTO MYHHUITUIIATLHOIO paiioHa.

3. Pa3smecTuTh HacTosimiee pacrnopspkeHHe Ha o(QUITMaIbHOM calTe AJIMHHH-

- CTpaumy AHAABIPCKOTO MYHHUIIMIIAILHOIO paiioHa.

4. KOHTpOJIb 332 MCIIOJIHEHUEM HACTOSIIETO PACIOPSHKEHUS BO3JIOXKHUTH Ha 3a-
MecTtuTens ['maBel AJIMUHHUCTpaLMM 110 JieJlaM KOPEHHBIX MaJIOYMCJIEHHBIX HapOIOB
UykoTkn AaMUAHUCTpAIMM AHAJABIPCKOT0 MyHUITUTTIAIBLHOTO paiiona ConoakoBy O.A.

I'maBa AnmuHUCTpau 5| C.JI. CaBueHko



YTBEPXJIEHA
pacnopshKeHUueM AMUHUCTPAIUH

AHAIBIPCKOTO MyHHuKHaanOFO DaHOHa
or 77. UF 2049 T. NOJ)>7

HHCTPYKIUA
no padore ¢ 0OpalleHUsIMH IPaxaaH B AIMHHHCTPALHH
AHaIbIPCKOro MyHHUIIMIIAJILHOTO paiioHa

1. O01IHe noI0XEeHUS

1.1. Hacrosmass MHCTpYKIIUsI yCTaHABIMBAET MOPSAIOK OCYIIECTBICHUS B AJl-
MHUHHUCTpanuu AHaABIPCKOTO MYHULIMIAIBHOTO paiioHa (manee — ATMUHHUCTpALIMS)
JUYHOIO MpUeMa Ipak]aH, a TakXkKe MOPSIOK PacCMOTpPeHHs OOpamieHui rpakaaH
Poccutickoit Deneparuu, MHOCTPAHHBIX TPKIAH U JHI] 0e3 TpaKaaHCTBa, 00beIu-
HEHWU I'pakIaH, B TOM YHUCJE FOPUANYECKUX JUIL ([ajee — rpaxaaHe), MOCTYTUBIINAX
B AIIMUHHCTpAIUIO B MACbMEHHOUW (popMme Uil B dopMe 3JIEKTPOHHOTO JOKyMEHTa,
32 UCKJIIOYEHHEM CIIydaeB, YCTAHOBIEHHBIX MEXIyHApOIHBIMH OTOBOpamHu, (ene-
paJbHBIMU KOHCTUTYIIMOHHBIMH 3aKOHaMHU, deepalbHbIMU 3aKOHAMMU.

1.2. OcHOBHBIEC TEPMUHBI, UCITOJIb3yeMbIe B HacTosIIed MHCTpyKITnu:

oOpallleHue TpakJaHHHA B AIMUHUCTpanuio (gaiee - oOpalieHue) - mpenio-
YKE€HHUE, 3asBIEHUE, )Kall00a, OTKIIHK, 3aIIpoc TpaKIaHWHA, TTOCTYIIHUBIINE B A IMUHU-
CTpalvIO B YCTHOU WU MUCEMEHHOU (hopMe 00 B hopMe 3JIEKTPOHHOTO JOKYMEH-
Ta;

IIPEIOKEHHE - PEKOMEHAALUS TPaXJaHUHA 0 COBEPIIEHCTBOBAHUIO 3aKOHOB
Y UHBIX HOPMATHUBHBIX IIPABOBBIX aKTOB, IEITEIBHOCTA TOCYJapCTBEHHBIX OPTraHOB U
OpraHOB MECTHOTO CaMOYIIPAaBJIEHHs, Pa3BUTHIO OOIIECTBEHHBIX OTHOIIEHMUM, yiIyd-
IIIEHUIO COIMAIbHO-OKOHOMHYECKOW M MHBIX cep HesITeTbHOCTH TOCyIapcTBa U 00-
IIIECTBA;

3asBIIEHHE - TIPOCK0A rpakTIaHWHA O COJCHCTBUH B peal3alii ero KOHCTUTY-
IUOHHBIX TTPaB M CBOOO WU KOHCTUTYIIMOHHBIX MPaB W CBOOOM MPYTHX JIUL, JIAOO
cooOllleHrWe O HApPYIIIeHUH 3aKOHOB U MHBIX HOPMATHUBHBIX IIPABOBBIX aKTOB, HEIOC-
TaTkax B paboTe rocyIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBICHUSA U
TOJDKHOCTHBIX JIHII, TMOO KPUTHKA JEATETLHOCTH yKa3aHHBIX OPraHOB U JOJDKHOCT-
HBIX JIHII;

xano0a - Mpockda rpaJaHuHa O BOCCTAHOBIIEHUM WJIU 3alllUTE €r0 HapyLIeH-
HBIX TIpaB, CBOOOT HJTM 3aKOHHBIX WHTEPECOB JIMOO MpaB, CBOOO ] MIN 3aKOHHBIX WH-
TEPECcOB IPYTUX JIUIL;

OTKJIMK - PACCYXIeHHE TPpaKIaHHHa, BRIpaXKarolee OTHOIIEHHE K IIpobieMam
BHYTpEHHEH W BHEIIHEW MOJMTHUKH TOCYIapCTBa, TOMY WJIA MHOMY COOBITHIO, HEs-
TEILHOCTH KOro-nubo, 4ero-mu6o, vHGOpPMAIMK B CPENCTBaX MaccoBod HHGpoOpMa-
IHH;

3ampoc - Mpock0a TpakJaHuHa O MPeoCTaBIeHUU UH(OPMALUK O JesATeIbHO-
CTA AAMUHHCTpaINH;
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IMCbMEHHOe ofpalieHue - oOpallleHue, HalpaBIeHHOE IOCPEICTBOM II0YTO-
BOMH, 3JIEKTPOHHOMU CBSI3H, IEpEeIaHHOE Ha IUYHOM IpueMe | TaBbl AIMUHUCTPALIAY;

OIIMOOYHO HANPABICHHOE O0PAIICHHUE = TTHCEMERHOE WIW ANEKTNOHKOE 0(NAs
IIEHWE, OCTYNHUBIIEE B AIMUHUCTPAIIMIO, HO aJpECOBAaHHOE B MHBIE TOCYJApCTBEH-
HbIe Oprafbl THOO0 JODKHOCTHBIM JIMIIAM WHBIX TOCYAapCTBEHHBIX OPIaHOB;

aHOHUMHOE OOpallleHue - TUCBEMEHHOe OOpallleHue, He co/ieprkaliee haMHIIuIo,
WHULWAIBl OOpaTUBIIETrocs IpaXkJIaHWHA U IOYTOBBIM aApec, 10 KOTOPOMY [TOJDKEH
OBITH HallpaBJeH OTBET, JTMOO 3JIEKTPOHHOE OOpallieHre, He coaepxkaliee (paMuInio,
WHULIAATBl OOpaTHBIIETOCS TpakJaHWHA, 3JEKTPOHHBIM WM MOYTOBBIA ajapec s
0TBeTa, 00 ycTHOe oOpamieHre 6e3 MpeabsBIeHUs TOKyMEHTa, yIOCTOBEPIOIErO
JUYHOCTh 00paTUBILIErocs TpaxaaHuHa (TacropTa WK UHOTO JOKYMEHTA, YI0CTOBE-
PSFOIIETO JTUYHOCTH);

TEKCT, HEe UMEIOIIUN CMBICTA, - TEKCT, He OTHOCSIIUICS K IPEIIOXKEHUAM, 3a-
ABJIICHUSIM, ano0aM, OTKIIMKaM, 3alpocaM M He MMEIOIIMM MOHSATHOIO, Bpa3yMU-
TEIBHOTO COJIEPIKaHMUS.

1.3. PaGota ¢ o6pallieHus MM OCYyIIEeCTBIsAEeTCS B AIMUHUCTPALAA B COOTBETCT-
Bun ¢ Koncturynuenr Poccuiickoit @enepanvu, PenepaibHbIM 3aKOHOM OT 2 Mas
2006 roga Ne 59-@3 «O mopsiake paccMOTpeHus oOpaleHui rpaxnad Poccuiickon
Deneparuny, DenepanbHbiM 3akoHOM 0T 9 deBpans 2009 roga Ne 8-®3 «O6 obec-
IIEYEHUH JTOCTYyMa K MH(OpPMAIMKU O NEATEIbHOCTH FOCyIapCTBEHHBIX OPraHOB U Op-
raHOB MECTHOTO CaMOYIIpaBJIeHUs», UHBIMUA (ellepaibHBIMU 3aKOHAMH, HACTOSILIEN
NucTpykuei.

1.4. PykoBoauTEIN CTPYKTYPHBIX IOApasfcieHrii AMMUHUACTpaluu (1ajgee —
JOJDKHOCTHBIE JIWIIA), OCYIIECTBISIONIAE pacCMOTpeHre OOpaIleH’id B TIOpsAIKE HUC-
IIOJIHEHUS CBOMX JOJDKHOCTHBIX OOS3aHHOCTEH MIJIM MOJHOMOYHM, a TakKe UHBIE JIH-
114, OCYILIECTBIISIOIMIME PAacCMOTPEHUE OOpalleHUuidl IO IMOPYYEHUIO HOJDKHOCTHBIX
JUIL, CUATAIOTCS YMOJHOMOYEHHBIMU JIMLAMH W HECYT YCTAHOBJIIEHHYIO 3aKOHO[a-
TenbcTBOM Poccutickoii @enepanid OTBETCTBEHHOCTD 38 CBOEBPEMEHHOCTE U ITOJIHO-
TY paCCMOTpPEHHUS OOpAallleHHH.

CobiroieHne yCTaHOBIEHHBIX HacTosIed MHCTpyKuel mpaBuil 00s3aTeNnbHO
JUJIS1 BCEX COTPYIHHUKOB A TMUHUCTPALUH.

1.5. OpraunusanuonHoe U HHPOpMaIHOHHOE obecriedeHre paboThl ¢ oOpalle-
HUSAMH OCYIIECTBIISIET 3aMECTHUTEID I'naBb1 A,Z[MHHI/ICTpaHI/II/I nmo aeciaM KOPEHHBIX
MaJIOUMCIIEHHBIX Hapo10B UyKOTKH.

1.6. MndopmarimonHoe obecriedueHre JIUIHOTO IpueMa rpaxiaad I nasoi An-
MHHHCTPAIIAN OCYILIECTBISET OPraHUW3alMOHHBIM OTHeN YIIPaBIeHHUs 10 OpraHu3a-
ITMOHHBIM W aIMUHHACTPATABHO-TIPABOBEIM BOIIpOcaM AJMHUHUCTPALIMH.

2. Ilpuem u peructparus oopamieHui

2.1. I'paxknase uMeroT paBo 0OpaTUTHCS B AIMUHUCTPALMIO KaK JTUYHO, TaK U
yepe3 CBOMX IPeICTaBUTENeH, TTOTHOMOUHS KOTOPBIX O(OPMIIEHBI B IOPSAIKE, yCTa-
HOBJICHHOM 3aKOHOOATCIBCTBOM Poccuiickon (De,uepaupm.

2.2. Perucrpanmio u yd4eT oOpallleHHi OCyIecTBIsIeT 3aMecTuTens [ maser An-
MUHUCTpPAIlUi AHaABIPCKOr0 MYHUIMIIAIIBHOTO paioHa II0 JIejlaM KOPEHHBIX Majlo-



YHUCJIEHHBIX HapoAoB YyKoTKH.

2.3. OOpaleHue NOANEKUT PETHCTPAIlMK B TEUCHHE TpexX pabouux IHEH co
IIHS €70 MOCTYIUICHUS B AIMUHHUCTPAIIHIIO.

2.4. OOpartueHus, MOCTYNUBINNE B AJIMUHUCTPAITHAIO M3 IPYTUX TOCYIapCTBEH-
HBIX OpraHOB WIIM W3 OPTraHOB MECTHOT'O CaMOYIIPABIICHHS C COIIPOBOAUTCIBHBIMU
JOKyMEHTAaMH, B TOM YHCII€ IO CUCTEME MEXBEIOMCTBEHHOT'O 3JIEKTPOHHOTO TOKY-
MEHTO000pOTa, MOAJNEKAT PETUCTPAIlMH U PACCMATPHBAIOTCS B ITOPSAIKE, YCTAHOB-
JIEHHOM HacTos1e MacTpykinei.

2.5. KonBepThl (makeThl) ¢ MUCBMEHHBIMH OOpaIleHUSAMH, aIpPeCOBAaHHBIMU
I'maBe Anmunuctpaimy, [lepsomy 3amectutento [ 1aBel AIMUHUCTPALIAN, 3aMECTH-
Temo [naBel AIMUHUCTpAIUy, TOJIEKAT BCKPHITHIO W TPEIBApUTEIHHOMY IIPO-
CMOTpPY B IPUEMHOM AJMUHUCTPAIIAH.

2.6. IluceMeHHBIE W 3JIEKTPOHHBIE OOpamieHHs B 005S3aTENbHOM MOPSIIKE
TOJDKHBI COEPIKATh:

HaMEHOBaHWE AIMUHUCTPALNU U (UIIN) €ro CTPYKTYPHOI'O NOAPA3AEICHUs, B
KOTOpO€E HampasisgeTcs oopaiieHue, 1100 GpamMuiinio, UMs, 0TIECTBO COOTBETCTBYIO-
IIEero JOJDKHOCTHOTO JUIA U (W) ero TOJKHOCTE;

bamunnio, UM, 0TYECTBO (TTOCIeqHee - IPY HAJTHYNHN) aBTOpa 0OpaIleHus Uiu
€ro MpeJCcTaBUTENS;

IIOYTOBBIA ajpec IJisi MUCbMEHHBIX OOpallleHuid WM agpec 3JIEKTPOHHOW I10Y-
TBI JIJIS1 OJIEKTPOHHBIX O0pallleHnid, IO KOTOPOMY JOJIKeH ObITh HalpaBieH OTBET II0
CYILECTBY ITOCTaBJIEHHBIX B OOpallleHUH BOMPOCOB (Jlajiee - OTBET) UM yBEIOMIICHUE
0 Tiepeajpecaryi oOpalieHus (Janee - yBeAOMIIEHHE) B IMHCHMEHHOM MO0 3JeK-
TPOHHOM (hOpMe COOTBETCTBEHHO;

TEKCT C U3JI0KEHUEM CYTH OOpalleHus.

2.7. B cimydae OTCYTCTBHMS yKa3aHHBIX B IMyHKTe 2.6 HacTtosmeil MHcTpykuun
PEKBHU3UTOB OOpaIieHre MOXKET ObITh MPU3HAHO aHOHUMHBIM U (WJK) OIMMOOYHO Ha-
MIpaBIIEHHBIM.

2.8. B ciyuae mampasienust oOpaiieHus MpeacTaBUTENEM I'padkIaHUHA K 00-
paIleHuro TOJDKHA OBITh PUJIO’KEeHA KOIIHSI TOBEPEHHOCTH, 0()OPMIIEHHAs: B COOTBET-
CTBUHM C TpeOOBaHUIMU 3aKOHOAaTeNbcTBa Poccuiickoit denepanuu.

2.9. K ob6parienusiM, COCTaBIEHHBIM Ha s3bIKax HapoaoB Poccuiickoilt Penepa-
IIUH WA WHOCTPAHHBIX A3BIKaX, MOJKEH OBITH MPUIIOKEH MEePeBO ] Ha PYCCKUH A3BIK,
o(hOpMIIEHHBIHN B MPOU3BOJIBHOM dopme.

2.10. I'lpuemHass AAMUHHUCTpALMA HEe IPUHUMAET CyBEHUPHI, IIOJIapKH, IIEPHO-
JIWYecKue MevaTHbIe U3aHus U UHbIe NIeYaTHbIe U3IaHus, 34 UCKIIIOUEHHEM CIIyJaeB,
KOT/Ia OHU SIBIISFOTCS MPUIIOKEHUEM K 00pallleHuto.

3. PaccMoTpeHre MTUCbMEHHBIX U 3JIeKTPOHHBIX 00palieHui

3.1. ITuceMeHHEIE U 3IIEKTPOHHBIE OOpAIlleHHs] paccMaTpUBatOTCA B AJIMUHH-
CTpallfH, KaK MpaBujio, 6e3 HemOoCPEeACTBEHHOTO y4acTUs ITpaKIaH.

3.2. PaccMmoTpenne oOpammeHuii B AIMUHUCTPAlMU C BBIE3JOM Ha MECTO, Kak
MPaBUJIO, HE OCYIIECTBIISIETCS.

3.3. ITucbMeHHBIE W 3JIEKTPOHHBIE OOpallleHus, aipeCOBaHHbIE TOXKHOCTHBIM
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nuiaM AJIMUAHHACTPALUH, CTPYKTYPHBIM HOAPa3IeleHUsIM, TIOCIe PETUCTPAL|H [Iepe-
JOAIOTCSl MCIIONHHUTENIO B IHUCBMEHHOM WA 3JIEKTPOHHOM (opMe COOTBETCTBEHHO.
OTMeTKa 0 TONYYeHUH JAENAeTCS B IKVPHAIC PETHCTNAITHN.

3.4. IInceMeHHBIE M 3JIEKTPOHHBIE O0pallieHus], CofepKariue moMeTky «JInd-
HO», pacCMaTPUBAIOTCS Ha OOIIMX OCHOBAHUSX B MOPSAKE, yCTaHOBIEHHOM Dene-
panabHBIM 3aKOHOM OT 2 Mast 2006 roma No 59-@3 «O mopsiznke paccMOTpeHHs o0pa-
IeHni rpaxkaad Poccuiickoit @enepanumn», HacTosed MHCTpyKIIueH.

3.5. OTBeTcTBeHHBIE 32 MOATOTOBKY OTBeTa Ha oOpallleHre BIIpaBe 3ampaliu-
BaTh OT CTPYKTYPHBIX HOJpa3/ielieHnit A IMUHUCTpPAINH, TOCYIapCTBEHHBIX U MyHU-
LUIIAJIBHBIX OPraHoB, MH(OpMAIUIO, HeOOXOMUMYIO [JIsl TIOATOTOBKUA OTBETa Ha 00-
palleHue.

3.6. PaccmoTpeHue oOpallieHus, coiepKaIlero BOmpoc, Ha KOTOPBIN Ipaxza-
HUHY [aBaJIUCh OTBETHI 10 CYIIECTBY, OCYIIECTBIAETCS C YUETOM IPUHATHIX Mep II0
paHee NMOCTYNHBIINM OOpaIeHUsIM 3TOT0 IPaKJaHHWHA U CYIIECTBa, TaHHBIX €My OT-
BETOB U PA3bsCHEHUM.

3.7. I'maBa Agmunuctpauud, IlepBeiii 3amecTuTens | maBel AIMUHUCTpALWH,
3amecTuTeNb | TaBpl AIMUHUCTpALMK BIIpaBe MpHU3HATH OdYepeqHoe oOpallleHue rpa-
XKIaHUHA 0€30CHOBATEIbHBIM U MPUHATH PEIIeHre O MPEeKPaIleHUH ¢ HUM [IEPEUCKU
B ClIy4ae, €clid paHee ero aHaJIOTMYHbIe OOpalleHus] MOCTyNalu B A IMUHHUCTPALUIO
U IPpaXJIaHUHY HEOJHOKPATHO B MUCHMEHHOM HWJIU 3JIEKTPOHHOM BHUJE JaBallUCh OT-
BETHI JOJDKHOCTHBIMY JIUIIAaMU A TMAHUCTPAIIAH.

3.8. O npuUHATOM peLIeHWH, O MPEKpaIleHUH NEPENUCKUA TPaKIaHUH OIHO-
KpaTHO yBEJIOMJISIETCS B MUCEMEHHOM WIIH 3JIEKTPOHHOM BHJIE.

3.9. Ha nuceMeHHOe WM 3IIEKTPOHHOE oOpalleHHe, B KOTOPOM O0XKalyeTcs
cynebHoe peleHne, NaeTcs OTBET C Pa3bsICHEHHWEM YCTAaHOBIEHHOTO MOpsAKa 00Xa-
JoBaHuUs cyAeOHbIX pemeHuid. [Ipyu 3ToM nucekMeHHOoe 00paleHrue BO3BPAILAETCs aB-
TOpy OOpallleHHsI B KaueCTBe IIPUTIOKEHHS K OTBETY.

3.10. B cnyuae ecnu 3ampamuBaeMasi TpaXJaHUHOM HMH(pOpMaLUs O JesATeNb-
HOCTH AIMHHHUCTPAIIMU OIIyOJIMKOBAHA B CPENCTBE MACCOBOM HHGMOPMAIIUU WU pPa3-
MellleHa Ha OQUITHATBHOM caiiTe AIMHUHUCTPAIINH, B OTBETE YKa3bIBAIOTCS Ha3BaHHE
CpecTBa MaccoBOi HMH(OPMAIIUH, TOPSIKOBBI HOMEp BEITYCKa U JaTa OIyOIHKO-
BaHUA W (WMITM) CCHUIKA Ha CTPaHUIy O(UIMAIBHOIO caiiTa AIMUHHCTpAIUH, IIe
pa3MelneHa 3ampanrnBaeMasi FHPOpMaIlus.

3.11. IIuceMenHBIe OOpaIlleHus NByX U 0ojee rpaXkJiaH Mo OJHOMY U TOMY XKe
BOIPOCY, BXOJSIIEMY B KOMIETEHIUIO ATMUHHUCTPALIAIO U 3aTparuBarollieMy HHTe-
PECBhI HEONPENeIeHHOTO Kpyra JIhl, MOTYT OBITh OOBEIWHEHBI IIPU PETHCTPallid B
eauHOe OoOpallleHWe, OTBET HAa KOTOPOE HaeTcs aapecary, YKasaHHOMY B KaueCTBe
KOHTaKTHOTO JIKI[a JINOO OpraHMW3aropa akiiu, ¢ MPOck00H NOBeCTH MH(MOPMALMIO,
COJlepKalllyIocs B OTBETE, [0 CBEIECHNUS 3aMHTEPECOBAHHBIX JIMII.

3.12. OctaBnstoTcss 6e3 OTBeTa, He MOJJieXaT HAaIlPaBICHHUIO JTOJDKHOCTHBIM
arraM A IMAHUCTPAIIAH, TIOJIEXKAT CITUCAHHUIO B IEJIO ClIeIyolliye oOpalleHus:

aHOHMMHEIE, 38 UCKIIOYEHHEM CIIydaeB, KOraa B 0OpallleHU! COJEPIKUTCH HH-
dbopManus 0 MOATOTABIMBAEMOM, COBEPIIAEMOM WU COBEPIIEHHOM IMPOTHBOIIPAB-
HOM JIeSHUH;

OTIPENICITUTh CYTh KOTOPBIX HE MPEJICTABIIAECTCS BO3MOXKHBIM;



coliepiKalliie HeleH3ypHbIe JTUOO OCKOPOUTEIbHBIE BHIPAKEHHMS, YTPO3hI XKU3-
HH, 30POBBIO U UMYIIECTBY HODKHOCTHOI'O JIMIIA, YICHOB €r0 CEMBH, a TAKXKe JINLA,
YIOIHOMOYEHHOTO PacCMaTPUBATh 00PAIICHIA,

MOCTYIUBINKME OT IPEACTABHUTENSA TPaXIaHHHA Oe3 KOIUHU JOBEPEHHOCTH,
0(hOopMIIEHHO} B COOTBETCTBHH C 3aKOHOIATENBECTBOM PoccuiicKkoit ®enepaiui.

3.13. Ilpn HanMYuK OCHOBaHUM, yKa3aHHBIX B 3.12 HacTtosmed MHcTpykimy,
I'PpaXXJaHUH JOTOJHUTEIBHO OJHOKPATHO NPEAYNPEXAAeTCS O HEIOMYCTUMOCTH 3710-
YIOTpeOIeHHs TPaBOM Ha o0palleHue.

3.14. IToanexaT CIMCaHUIO B EJIO C YBEIOMIIEHHEM rpaX1aHWHA O NPUHSATHU
K CBEJICHHIO H3JI0)KEHHOH HHPOPMAIMHY CIIeNYIOIIe O0paIleHHS:

NPEeICTaBIAOIIME COOOM OTKIUK M HE COMepiKalliie KOHKPETHBIX IpeioKe-
HUMH, 3asBIEHUAH, ka0, 3aIIpOCOB;

He coleprKalie HOBOM MH(MOPMAIIUH 10 paHee MOAHATHIM 3TUM TPaXKIAaHUHOM
BOIIPOCaM, KOTOPBIE PEIIEHEI HIH HE TPEOYIOT JOTIOHUATEIHPHOIO PACCMOTPEHHS.

3.15. MoxeT monjexars CIHCAaHHIO B €0 0e3 yBeIOMIIEHHUS aBTOpa cle-
IOYIOIIHe OOpaIeHus:

CBsI3aHHBIE C PEKIIAMOU TOBAPOB, YCIIYT;

cofiepKallie ayAuo3alucy U (WJIM) BHIEO3AlUCH, CCHUIKK (THIIEPCCHIIKK) Ha
KOHTEHT CaTOB B MH()OPMAIMOHHO-TEIEKOMMYHHUKAI[HOHHOMN ceTn «MHTepHET», ec-
W OTCYTCTBYET OOpallleHHe C H3TI0KEHHEM CYTH BOIIPOCA;

IIpeACTaBIAoNMe cOO0M TeKCT, He HMEIOIIHAM CMBICIIA;

B KOTOPBIX TEKCT U (MIIK) afipec TpaXkIaHWHA HE MOIIAat0TCs MIPOYTEHHIO;

coliepaKalre BOIPOCHI, 110 KOTOPBIM IIEPENNCcKa C TpaXIaHMHOM TIpeKpalieHa;

COCTaBJICHHBIE Ha A3BIKaX HapozoB Poccuiickoii Depepalliul WIH WHOCTPAH-
HEIX S3bIKaX 0€3 mepeBojia Ha PYCCKUil S3LIK;

OIIMOOYHO HalpaBleHHBIE, 32 MCKIIOYEHHEM CIIy4aeB, KOTJa B OOpalleHHuH
COZIEPXUTCS MHPOPMALKA O MOATOTABIMBAEMOM, COBEPIIAEMOM HIIM COBEPILIEHHOM
IIPOTUBONPABHOM JI€STHHH;

coaeprKamue rnneyaTHble U3JaHusl, eCJIu OTCYTCTBYET 06pameHHe.

3.16. IloaroToBka OT3HIBOB Ha aJIMUHUCTPATHBHBIE HCKOBLIE 3asSBIEHUS TPaAXK-
IoaH 00 00’kaJoBaHUHM B CyJIeOHOM TMOpSIKE pelIeHHi, nelcTBuil (Oe3meicTBus)
TOJDKHOCTHBIX JIMI, AIMHHHUCTPAIlMM B CBSI3HM C PACCMOTPEHHEM HMH OOpalleHHi
OCYIIECTBIISIETCS IIPABOBBIM OTIEJIOM Y IIpaBlIeHHS 110 OPTaHU3aI[HOHHBIM U aJIMHUHHU-
CTPaTHUBHO-IIPAaBOBBIM BOIIPOCaM AJIMHHUCTPALMK C YYACTHEM IOJDKHOCTHOTO JIMIIA
AJIMUHHCTpPAUK, KOTOPBIM NPHHAMA 00XKATyeMOe pelleHHE, COBEPIIal 00Karye-
Moe neiictBue (Oe3neicTBre).

3.17. ITuceMeHHbIe OT3HIBEI HA aIMUHUCTPATHBHBIE HCKOBBIE 3asBIICHHS IPaXK-
JlaH TOTOBATCA C YYETOM CPOKOB, YKa3aHHBIX B CYJCOHBIX aKTaxX WIH CyIAcOHBIX I10-
BECTKaX.

4. Opranu3zanus padboThI 10 THYHOMY TIPUEMY TpaXkIaH

4.1. JIngHBIi pHeM TpakaaH ocylecTsisgeT I maBa AIMAHUCTPAIMKU B yCTa-
HOBJICHHBIE JTHU U Yachl JIAYHOTO MpHeMa rpax<iaaH.
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4.2. IlpensapuTenbHYyIO 3allUCh HA JIMIHBIN MPHEM OCYIIECTBIISET COTPYIHHUK
IIPUEMHOM A IMUHUCTpaLMU €XeIHEBHO B pabouee BpeMsl IUTHO HIIK 110 TenedoHy.

4.3. JIvuubld npueM peructpupyercd B JKVDHANE mnWeMa Thakmad [ maroif
AJIMUHHCTpAITIH.

4.4. Madopmanusi o HCIONHEHUIO MOPYYEHUN MO OOpalleHusIM TPaXKIaH C
JUYHOTO IpHEMa JTOBOJAUTCA N0 CBeleHUs [1aBel AAMUHUCTpAIWH, OCYIIIECTBIISIB-
IIET0 JIMYHBIN IIPUEM, KOTOPBIM NMPHUHUMAET PEIleHHe O CHATHH oOpalleHus ¢ KOH-
TPOJISI WITHA O TIPOJJIEHUH KOHTPOJIS.

4.5. B cimydae eciau BO BpeMs JIMYHOTO TIpHeMa TPaXITaHWHOM OCTaBJICHO
IIMCBMEHHOE OOpalleHne, TO OHO TepefaeTcs 3aMecTUTeN o [ 1aBel A IMUHUCTPAITUH
I10 JIeJIaM KOPEHHBIX MAJIOYUCIIEHHBIX HapoAoB UyKOTKH AJi pEerUCTpallid U ydeTa
obpameHuii. Ha Takux nmucbMeHHBIX oOpallneHusx Aeiaercs oTMeTka «IIpuHSITO Ha
JMYHOM IIpueMey. [lanee paboTa ¢ TaKUMHU TTMCHMEHHBIME OOPAICHUSIME OCYIIIECTB-
JISI€TCS B YCTAHOBIIEHHOM TIOPSJIKE.

4.6. B memsix obecriedyeHus] paBHBIX BO3MOXXHOCTEH peaim3alliyl IpaBa Irpax-
IlaH Ha o0pallieHue TIPOAO0DKHATEIBHOCTD ITPHeMa OJHOT0 IpakIaHHHA COCTABIISIET He
Oonee 30 MUHYT, Ha TIpUeM JOITycKaeTcsl He Goliee ABYX JIMAIL M3 YHCIIa TIPUIIIEIINX
COBMECTHO I10 OTHOMY OOpaIeHHIO.

4.7. IlpueM rpaxxjaHMHA MOXKET COMPOBOXKIATHCS ayAHO- U BHUICO3AIHCEHI0, O
YeM IpakIaHUH YBEIOMIISIETCS 10 Hadajia IprueMa.

4.8. IlpueM rpaxaHuHa OCYIIECTBISETCS [TOCHE MMPEABSIBICHUS UM JOKyMEH-
Ta, YIOCTOBEPSIOIETO JIMIHOCTb.

4.9. B ciy4dae ecniu naTh YCTHBIM OTBET B JIeHb OOpaIlieHus He ITPelCTaBIsAeTCs
BO3MOXHBIM, TpaXXIaHUHY MpearaeTcs U3J0XKUTh Cofiep)KaHnue CBOero oOparieHus
B IIMCbMEHHOH WJIM 3JIEKTPOHHOU (hopMe IS MOydeHHUsT OTBeTa B MUCHMEHHOHN WU
AIIEKTPOHHOH hopMe.

4.10. ITuceMennsie obOpailieHus], TPUHATHIE B XOJAe INpHeMa Tpak/iaH, MoaJie-
XKaT PErHCTpali U pacCMaTpUBAIOTCS B MOPSIKe, YCTAaHOBIEHHOM Hactosmed VH-
CTPYKITHEM.

4.11. Ilo mpocrOe rpaxnaHwHa Ha W3TOTOBICHHONH WM KOTMHHU (3K3EMILIIpE)
IIACBMEHHOI0 OOpallleHusI MOXKET OBITh MPOCTaBJIeHA OTMETKa C yKa3aHUEM IaThbl
IpueMa rpaxjaaHuHa.

4.12. CoTpynHUK NOpUeMHONM AIMUHHCTpAllMA BIpaBe IPEKPaTUTh IPHEM
rpakJIaHWHA B CIEAYIONIUX CITydasX:

rpaXIaHUH He TIPEeabsIBUI JOKYMEHT, YIOCTOBEPSIOIINI JIMYHOCT;

TPXIAHWHY JaHbl MUCUEPITBIBAIOIINE PA3bsICHEHUS Ha MOCTaBIEHHBIE BOIIPO-
CBI;

rpakIaHUHY paHee ObUT JaH OTBET IO CYIIECTBY [TOCTAaBICHHBIX B OOpallleHHH
BOIIPOCOB;

rpy0oe, arpeccuBHOE, HeaJeKBaTHOE MOBENCHUE TPAXKIaHUHA.

4.13. Ha npuem He AOMYyCKarOTCs rpa)JaHe B COCTOSIHUU aJKOT'OJILHOI0, Hap-
KOTHYECKOTO WJIM WHOTO TOKCHYECKOTO ONBbSHEHUs, B MauKarolleld, U3Jarole He-
NIPUSTHBIE 3allaxd OMEXIe, C MAYKaroIMM, KpyITHOra0apuTHEIM 0araxoM, IpoayK-
TAMM TMTAaHWsS W HAIOUTKAMH B OTKDBITOM Tape, C JKUBOTHBIMU (KpoMe COOaKu-
IIOBOJBIPS), APYTUMU OOBEKTaMHU M MpeaMeTaMH, IPeACTABIIAIOIIUMYI [TOTEHIHAIb-
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HYIO yrpo3y 0e30MacHOCTH IIOCETHTENel M COTPYIHHUKOB MPUEMHOM AIMUHHCTpA-
ITUH.

5. JlenonpousBOACTBO MO OOpANIEHUSIM MPaKIaH

5.1. JlenonpousBoACTBO 10 0OpaIIeHUsIM TPaKIaH BEIETCS B COOTBETCTBHUH C
HacTosmed Muctpyknueit 1 HoMeHKIIaTypoi 1ein AIMUHUACTPALHH.

Bce nocrynaromue obpalienns rpaxiaH, a Takke MHCbMa, HallpaBieHHbIE TO-
CylapCTBEHHBIMU OpraHaMHU BIAcTH, OpraHaMHd MECTHOTO CaMOYIIPAaBIEHHS, IOJDK-
HOCTHBIMHM JIMIIAMHM, CBA3aHHBIE C OOPALLEHUSIMH IpaXKIaH, perucTpupyroTcs B JKyp-
HaJle PErMCTpalyy IIHCEM, OOpallleHuH, 3asBiIeHnui U Kalo0 IpakgaH B AIMHHHUCT-
paLuro.

O6parnenus rpaxiaH, MOCTyNaOIIHe 0 ceTH «IHTEpHET», PErHCTPUPYIOTCS
U pacCcMaTpUBAIOTCA B OOIIEM IMOPSAKe, eCid B HUX YETKO CHOPMYIHPOBAHBEI KOH-
KpETHBIE IPOCHOBI U NpeIoKeHus U Hapsay ¢ E-mail agpecoM ykasaHbl peKBU3UTEI
sasgsutens (OO, mouToBslit afpec).

5.2. Ha nepBoii cTpanulie oOpamieHns CTAaBUTCS PETUCTPAIIMOHHBIN HOMED, KO-
TOPBIA COCTOUT M3 HA4aJIbHOW OYKBBHI (paMUJIMH aBTOpa W MOPSAKOBOTO HOMepa IIo-
cTynusiiero oopamenus. Hanpumep: J1-45.

5.3. Ecnu nuceMo mofmnucaHo OByMs U 0ojiee aBTOpaMH, TO TaKoe oOpaleHue
CUMTAETCS KOJUIEKTHBHBIM. KOJUIEKTUBHBIMU SIBISIIOTCS Takke OecamunbHbIE 00-
pallleHHs, ITOCTYIUBINNE OT UMEHU AJIMUHUCTPALUU YUpEXKACHUHN, OpraHu3aluii u
IPEIIPUATAN, OOIECTBEHHBIX 00beArHeHNH. [Ipyu perucTpaiuu KOJJIEeKTHBHBIE 00-
pamenus obo3HavaroTest OykBamu «Komy. Hanpumep: Kon-27.

5.4. IToBTOpHBIM OOpallleHUsIM TPpayKaaH MPUCBAUBAETCS OYEPETHON perucTpa-
LIHOHHBIN HOMED.

IloBTOpHBIMU CcUUTAIOTCS OOpallleHus], MOCTYMUBIINAE OT OJHOTO M TOTO XKe
JHIIA 110 OJHOMY U TOMY XK€ BOIIPOCY, €CIIA CO BPEMEHH I0JjauM IIePBOro 00paIeHus
HCTEK YCTaHOBJIeHHLII‘/’I 3aKOHOAATEeJILCTBOM CPOK pacCMOTpPEHHS HIIHW 3asIBUTEIIL HE
YAOBIETBOPEH AaHHBIM €My OTBETOM.

5.5. OOpaltieHus1 OJJHOTO M TOTO K€ JIKIIa 110 OJJHOMY M TOMY K€ BOTIpOCY, Ha-
IIpaBJIEeHHbBIE PA3IUYHBIM aapecaraM U NOCTYNHBIINE B AIMHHUCTpALUIO JUIA pac-
CMOTpPEHUS, YIUTHIBAIOTCS IO PETUCTPAIMOHHBIM HOMEPOM IEPBOro OOpalleHus ¢
nobaBiieHHeM IOPSAKOBOIO HOMepa, IpocTaBiisieMoro depes aApods. Hanpumep: [I-
41/1, I- 4172, 1- 41/3.

5.6. OTBeT Ha OOpalleHUe HaIpaBlseTcs aapecaTy B CPOK He IMO3/IHEee Clie-
IAyromero pabouero JHs C NaTHl ero peructparuu. OTBETCTBEHHBIM 3a Nepefady OT-
BETOB, Ha NMUCBMEHHBIE OOpallleHUs, agpecaTaM SBIISETCS JIMIO, OCYIIECTBIISIONIEE
paccMOTpeHne 0OpaIeHuH.

5.7. XpaHnenue obpailieHuil, nepeaada ux B apxXuB JIMOO YHUUTOXKEHUE OCYIIIE-
CTBJISIFOTCS B COOTBETCTBHMU ¢ MHCTpYKITHE# MO Jelonpon3BOACTBY B AIMUHHCTpA-
IIAH.



6. 3aKIIIOYUTENILHBIE TIOJIOXKEHUS

6.1. Mudopmanys 0 NepCOHANBHBIX MAHHRIX TNAKTAH. OOPATHRITAXCS R ATl
MHHHCTpALUIO, 00padaTeiBaeTcs ¢ coOmojeHreM TpeOOBaHWN 3aKOHOIATENhCTBA
Poccuiickoit @eneparuu B 001aCTH IEPCOHATBHBIX TaHHBIX.

6.2. TexHu4yeckoe periiaMeHTUpoBaHue PaboThl C IIEKTPOHHBIMU OOpaIeHNsI-
MU OCYIOECTBIACTCA B COOTBCTCTBHH C Tpe60BaHI/IﬂMI/I HH(l)OpMaHHOHHOIZ Oe3omac-
HOCTH.

6.3. JKanoOs! rpaxxnan Ha neicTBus (O6e3melicTBrE) MOJDKHOCTHBIX JTAL AIMHU-
HUCTPALlMM B CBSI3M C PACCMOTpPEHUEM MX OOpallleHu#l HarpaBisroTcs [ naBe Anmu-
HUCTpPALIAH.



