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Ob OPTAHU3ALIUU PABOTHBI C OBPAILIEHUSAMMU I'PAXKIAH

1. O01ue mMoJI0KeHUu

1.1. Hacrosimee mnosioxkeHue paszpadborano B cooTBercTBUuM ¢ Koncturymueit Poccuiickoit
@enepanun, PenepanbHbiM 3ak0HOM OT 2 Mas 2006 r. N 59-®3"O mopsiake paccMOTpeHHS
obOpamenuii rpaxman Poccuiickonni @Denepanuu’, 3aKOHOM  ApXaHTEIbCKOM 00JacCTH OT
15.03.2012 Ne 436-29-03 «O MOTONHUTENBHBIX TAPAaHTHIX pEaTH3alud TpaBa TPaKJaH Ha
oOparieHne B ApXaHTEIbCKON 00IacTH.

1.2. Tlonoxxenue ompenensieT W pPerjaMEeHTUPYET OpraHU3aIuio padboThl C OOpameHUsIMU
rpaXJaH W MX HpueMa B oOpaszoBareibHOM yupexzaeHuu (aaisee OVY), mpaBuiia perucTpaium,
ydeTra ¥ KOHTPOJIS, aHaJIU3 paboThl € MPEUI0KEHUIMH, 3asBICHUSIMU U Kaio00amMu rpakaaH.

1.3. Opranuzanusi paOoTbl C MHUCHbMEHHBIMH M YCTHBIMU OOpAallleHUSAMH TpaKIaH OJDKHA
obecrieunBaTh ~ HEOOXOOUMBIE  YCIOBHMSI Ui  OCYIIECTBIEHUS  MPEJOCTAaBICHHOTO U
rapaHTHPOBaHHOTO rpakaanam Koucrutynueir P® mpaBa oOpamartbes ¢ MPEIOKESHUSIMH,
3asBJICHUSMH U )Kajao00aMy B MUCbMEHHOU U YCTHOM (popme.

1.4. OcHOBHBIE TOHATHS, TPUMEHsIEMBIE B HacTosIeM [lonoxenun.

B HaCcToAIICM Ilonoxxenun IMPUMCHAIOTCA CICAYIOINE OCHOBHBIC IIOHATHA:

o OOpameHuss TrpaxaaH - HHIUBUAYaJIbHbIE WM KOJUIEKTUBHBIE NPEAJIOKEHUs, B
NUCbMEHHOM (hopMme uin B popMe 37IEKTPOHHOIO JOKYMEHTA, MIPEUI0KEHUE, 3asBICHUE
WIK Kajnoba, a Takke YCTHOE oOpalleHue TIpaxJaHHHA, MOCTYNMBIIME B HOPSJIKE,
YCTaHOBJIEHHOM HacTosAmuM llonoxenuem.

o Ilpemnoxenus — oOpalleHUs] TpaxaaH, B KOTOPBIX COJEpXaTcsd KOHKPETHbIE MEpHI,
HaIIpaBJICHHbIE HA  YyJAydlIeHHWE OpraHu3alud W  JEATCIBHOCTH  IIKOJIbI, Ha
COBEPUICHCTBOBAHUE U PELIEHUS BOIIPOCOB COLUAIBHO-3KOHOMHUYECKOTO Pa3BUTHSL.

e 3asBiieHUs — OOpaIlleHUsl TPAXAaH, B KOTOPHIX COAEPIKATCS MPOCHObI O pa3bsICHEHUU
nopsZiKa pealu3allid NPUHAAISKAIMUX MM TpaB U CBOOOJ, 3aKpelJICHHbIX B
Koncrurynun Poccuiickoit denepanmu, QenepaibHbIX 3aKOHAX, YCTaBe M JAPYTMMHU
MIPABOBBIMU aKTaMH, 00 OKa3aHUM COJAEHCTBHS B pean3allii 3TUX MIPaB U CBOOO]

e JKanoOs! - oOpaiieHus rpax/iad, B KOTOPBIX COJEP)KaTcsl TPeOOBAHUS O BOCCTAHOBJICHUHU
UX TpaB, CBOOO] MM 3aKOHHBIX WHTEPECOB, HAPYIIEHHBIX JeHcTBUAMHU (Oe31eCTBUEM)
U (UIM) peleHUsIMH, JOJKHOCTHBIX JIML JIMOO OpraHoB yIpaBieHUs 00pa30BaTEIbHOTO
YUPEXKJIEHUs, a TaKkKe JIPYTUX IpaxJaH, B TOM YHUCIIE YJaCTHUKOB 00pa30BaTEIHLHOTO
mporuecca.



1.5. B cootBerctBHM co cT.45 3akoHa P «O06 oOpa3oBaHum» paccieqoBaHne HapyHIeHUH HOPM
po(hecCHOHATBFHOTO MOBEACHUS NMEIarOrMYeCKIM PaOOTHHUKOM MOKET OBITh MIPOBEIECHO TOJIBKO
IO MOCTYMNAIOIICH Ha HEro kajiobe, OIJaHHOW B MUChbMEHHOU (hopMe.

2. OcHOBHBIEC TPeOOBAHUA

2.1. CBeneHuss 0 MECTOHAXOXJACHUU YUPEXKACHHUS, IMOJIHBIM MOYTOBBIN aapec, KOHTAKTHBIE
TeneoHbl, CBEIEHUS OO0 YCTAaHOBJICHHBIX /IS JIMYHOTO IpHUeMa TPaKIaH [HAX M 4Yacax,
KOHTAaKTHBIX TenedoHax, TenedoHax s CIpaBOK pa3MeNIaoTces Ha opuuaisHoM caiite MOY
«Cpennsisi o0meobOpa3oBarenbHas mkona Ne75» B WH(MOPMAIMOHHO-TEICKOMMYHUKAITMOHHOM
ceru «MuTepHer (shkola-75@yandex.ru), Ha uHGOPMAIIMOHHOM CTEHAC YUPEKICHUSI.

2.2. Ilpu otBerax Ha TeJdePOHHBIE 3BOHKHU COTPYIHUKH YUpPEKICHHUS, OTBETCTBEHHBIE 3a
JIeIONPOU3BOJCTBO (OTBETCTBEHHBbIE 3a pabOTy C oOOpallleHUusIMU TpaxJaH) MOJPOOHO U B
BEXKJIMBOU (KOPPEKTHOI) popmMe HHPOPMUPYIOT 0OPATUBIIMXCS T'PaXJaaH 10 UHTEPECYIOLIUM UX
BonpocaM. OTBET JOJDKEH HauMHaThCAd € WMHGOPMAlMM O HAUMEHOBAaHUM YUpEXKIEHUs, B
KOTOpbIM TO3BOHMJ TpaXAaHWH; (aMWINM, HWMEHH, OTYECTBAa U JIOJDKHOCTH pabOTHHKAa,
MIPUHSBIIETO TEIEPOHHBIN 3BOHOK.

2.3. Ecnu coTpynHUK YupexaeHHsl He UMeeT BO3MOKHOCTH OTBETHTh Ha MOCTABJICHHBIN BOIIPOC,
OH JOJDKEH COOOHIMTH TpaXAaHWHY TeJIeQOHHBIII HOMEp, MO KOTOPOMY MOKHO MOJIYYHUTb
HEO0O0XO0IMMYI0 HH(OPMAITHIO

3. Opranusauus 1eJI0OIPOU3BOIACTBA

3.1. Opranmzanmsst pabOThl € MHCbMaMU W YCTHBIMH OOpallleHUsMH TpaxAaH JdOJDKHA
obecrieunBaTh ~ HEOOXOOUMBIE  YCIOBMSI Ui  OCYIIECTBIIEHUS  MPEJOCTABICHHOTO U
rapaHTHPOBAaHHOTO rpaxknaHaMm Kouctutynuerr P® mpaBa oOpamaTbCs ¢ NpeIyIOKEHUSMU,
3asBJICHUSMH U Kajd00aMu B MUCbMEHHOM U YCTHOH dopme.

3.2. OTBETCTBEHHOCTH 3a OPTaHU3ALINIO U COCTOSHUE JIETOMPOU3BOJICTBA [0 MUChMaM U YCTHBIM
oOpallleHHsAM TpaXkJaH BO3JaraeTcsi Ha pyKOBOJUTENS 00pa30BaTeIbHBIM YUPEKICHUEM.

3.3. Jlemonpou3BOACTBO MO OOpalIleHUsIM TpaxiaaH BEACTCS OTIEIBHO OT APYTrUX BHIOB
JICJIOTIPOU3BOJICTBA U OCYIIECTBIISIETCS CeKpeTapeM 00pa30BaTeIIbHOTO YUPEKACHHS.

3.4. IlpunsatHe pemieHUss MO PACCMOTPEHHIO IHCEM U YCTHBIX OOpalleHuil TpakaaH
OCYILIECTBIISICTCS] PYKOBOAUTENIEM 00pa30BaTEIbHOTO YUPEKICHUS.

3.5. HeHOCpCI[CTBeHHOC HUCIIOJIHCHUC nopyquI/Iﬁ 0 MMCbMaM M YCTHBIM 06paH_[€HI/I${M IrpaxjaaHn
OCYIICCTBJIAACTCA OTBCTCTBCHHBIMUA pa6OTHI/IKaMI/I 06p830BaTeHLHOFO YUPCKACHU.

4. [IpueM U perucTpamnusi MHCeM IpaxIaH

4.1. Bee MOoCTymnaromue B O6paBOBaTCHBHO€ YUIpCIKACHUC O6paH_[CHI/I$I rpaxaaH IpUHUMAIOTCA U
O(bOpMHHIOTCH B JACHb HX TMNOCTYIUICHHUA CCKPETApPEM 06pa30BaTeHBHOFO YUpCKKACHUA B
COOTBETCTBHUH C NOJDKHOCTHBIMU 0053aHHOCTSIMH.

4.2. HOCTYTIaIOH_II/Ie 06pa111eH1/1;1 C KOIIUSAMH HJOKYMCHTOB (HaHpI/IMep, KON aTTeCTaToOB,
AUIIIIOMOB, TPYHAOBBIX KHHIKCK H ,Z[p) MPUKPCIUIAIOTCA K TCEKCTY O6paH_IeHI/I$I. HOJ’Iy‘ICHHLIC
NMOAJIMHHUKU JOKYMCHTOB, [ICHHBIC 6YMarI/I BO3BpALIAIOTCA I'paXKJaHaM I10 aKTY.

4.3. O6paH_IeHI/IH rpaxxJiad, KOIMMA OTBETOB HA HUX U JOKYMCHTbLI, CBA3aHHBIC C UX PA3PCHICHUCM,
q)OpMI/IpyIOTCH B J€J1a B COOTBETCTBHU C YTBCpX(ﬂCHHOﬁ HOMCHKHaTypOﬁ.

4.4. TloctynuBimMe NHCbMa TpaXKJAaH PErUCTPUPYIOTCS CEKpeTapeM 00pa30BaTENbHOTO

YUYpCKACHUSA B PCTUCTPALMOHHO-KOHTPOJIbHBIX KapTOUKaX U KYPHAJIC y4€Ta (HpI/IJ'IO)KCHI/ISI lu
2).



o PerucrpanMoHHBIM IITAMI IMPOCTABIAETCS HA JIMLEBOM CTOPOHE IIEPBOrO JIUCTA C
YKa3aHUEM PETMCTPALlMOHHOTO HOMEpPA, JaTbl PErMCTpalUyd U KOHTPOJIBHOIO CpOKa
HCIIOJTHEHUS.

e PerucrpanvoHHplii (BXOIAIIMM) HOMEpP IMCbMA COCTOMT M3 MOPSAKOBOIO HOMeEpa
HOCTYNMBIIETO OOpalieHus B Ipeerax KaleHJapHOro roja M HHIEKca Jena Io
HOMEHKJIATYpE.

o Ecnu 3asBUTENs IPUCIAT HECKOJIBKO IMCEM, HO IIO Pa3sHBIM BOIIpOCAaM, TO HAa KaXJ0e€
IIACHMO ITPOCTABIISIETCS CBOM PETUCTPALMOHHBIA HOMED.

e Ecmum nmucemo nepeciano, To B KypHaie (B rpade mpuMedaHuey) yKa3blBaeT, OTKy/a OHO
MOCTYNMWIO (OT aAMHUHUACTPAIUH, TOPOACKON MPOKypaTypsl, Komurera 0O6pa3oBanusi).

o IloBTOpHBIE THCbMa CTaBSATCS Ha KOHTpoJb. llpu pabore ¢ HUMM mOAOMparOTCs
HMMEIoIMecss JOKYMEHThl M0 oOpallleHHsM JaHHOTO 3asBuTeNs. B ikypHane yuyera u
PErucTpaMOHHO-KOHTPOJIBHBIX KapTOYKax IIPUCBANBAETCS O4epeHOU
PErucTpalMOHHBINA HOMED.

4.5. Ilocne peructpanuy 0OpalieHus HalpaBIsIFOTCS TUPEKTOPY 00pa30BaTENbHOTO YUPEKICHUS
11 0OPMIIEHHS PE30IOLMU C YKa3aHHEM UCIIOJHUTENS], OPSIKA U CPOKOB UCTIOTHEHUSL.

5. PaccmoTpenne nucbMeHHBIX 00palleHuil rpakiaH

5.1. Ilucema rpakgaH, TMOCie perucTpaluuu U OoQOPMIIEHHUS PE30JIIOLUUU JAUPEKTOPOM
00pa30BaTeNIbHOTO YUPEKACHUS MEepeaaroTcsl Ha UCIIOJHEHHE KOHKPETHOMY HCIOJHUTENIO MO/
«POCTIHCH» B YUETHON JOKYMEHTAIIUU.

5.2. Tlucema rpaxmaH, TpeOyrONIMEe TPOBEPKHA M3JIO0KEHHBIX (PAKTOB, PACCMATPUBAIOTCS
JOJDKHOCTHBIMHM JIullaMu B TedeHue 30 AHEW co AHS WX pErucTpanuu; He TpeOyroniue
JIOTIOJTHUTEILHOTO M3YyYEHUsI U MPOBEPKU HE - mo3AHee 15 aHeill. B oTnenbHBIX cllydasix CpoOK
paccMOTpeHHs] MUChbMa MOXET ObITh MPOJJIEH, HO He OoJjiee YeM Ha OJUH MecCAl, O 4YeM
UCIIOJIHUTENb yBeIoMIIseT 3asBuTels. He nmomyckaercss HampaBjieHHE MHCEM TpaXkIaH Ha
paccMoTpeHue pabOTHUKAM, NEHCTBUS KOTOPBIX oOxamyroTcs. B compoBoAMTENTsHOM MHCHME
00s3aTeNbHO YKa3bIBaeTCs MOPSAOK OTBETA 3asIBUTENIO, a IPU HEOOXOAUMOCTH - M OpraHu3aluu
(ydupexeHHnI0), B KOTOPYIO HampasiisieTcsi JaHHoe oOpaiuenue. [Ipu 3Tom oTBeT Ha oOpaleHue
CTaBUTCS CEKpeTapeM «Ha KOHTPOJbY». AHOHHMHBIE MHChMA, KaKk TPaBUIO, HeE
paccmarpuBatotca. OnHako pemieHne 00 HCHOJHEHHMH aHOHUMHOTO OOpallleHHs NPUHUMAET
npenceaarens Komwurera oOpazoBanus. [lucbma, OeccMbICICHHBIE MO COAEPKAHMIO, a TaKKe
HEKOPPEKTHBIE 10 (opMe, MOAOUPaIOTCs B CHIELUATbHYIO MANKY U HE PacCCMaTPUBAIOTCS.

5.3. OtBeTHI Ha 06paH_IeHI/I$I I'paxjaH IIOArOTAaBIMBAIOT HMCIIOJHUTCIIN 34 IIOAIMKMCBIO JUPCKTOPaA
O6paSOBaTCJ'II>HOFO YUYpCIKKACHUA. OTBeTHl Ha IMMCbMa, HAIIPaBJIKICMBIC B BbIIICCTOAIINC
opraHu3anvuv v ACIyraram, O(I)OI)MJ'IHIOTCH B 00s13aTEJILHOM MOpAAKE, 3a IHOAIMHUCBIO TUPEKTOPA
O6paSOBaTCJ'II>HOFO YUYpCIKKACHUA.

5.4. JIo;pKHOCTHBIE JIUIIA IPU PACCMOTPEHUH 00paIeHHUH rpaskaaH 00s13aHbI:

e BHHUMATEIIFHO IMPOAHATH3UPOBATh HM3JI0KEHHBIE MPOOJIEMBI, B Cllydae HEOOXOIUMOCTH
CllenaTh 3ampoc TpeOyeMbIX JOKYMEHTOB WIIM MPOM3BECTH BBIE3/I HA MECTO ISl IIPOBEPKU
(dakToB, a TakKe MNPEANPHUHUMATH JpPyrHe Mepbl Ui OOBEKTUBHOTO pa3perleHHs
BOIIPOCA;

e TpUHHMaTh OOOCHOBAHHBIC PEIICHHS IO OOpalIeHUsIM, 00eCIIeunBaTh CBOCBPEMEHHOE U
MPaBUIIEHOE HCIIOJTHEHUE ITUX PEIICHHH.

5.5. Tlo pe3yibTaTaM pacCMOTPCHHUA BOIIPOCOB COACPIKAIIUXCA B NHCbMAX TI'paxaaH,
HUCIIOJIHUTECIIb IIOATOTABIMBACT OTBET 3asABHTCIIIO. HpI/I COCTaBJICHUU OTBETA O PE3yJibTaTax
PaCCMOTPCHUA MMUCbMa NOJIKHBL CO6JIIOI[aTLC$I CJICOYIOUIUC TpC6OBaHI/I${Z



e KpaTKO HM3JIOKHUTh, Kakast paboTa Oblja MpOBECHA /I IPOBEPKH (PAKTOB, H3JIOKECHHBIX B
oOpaineHuu;

° €CJIn B IMHUCBMC 3aidBUTCIIA COIACPKUTCA HCECKOJIBKO BOIIPOCOB, TO OTBET HAAO0 O4Tb
pa3zeNIbHO TI0 KaXKJIOMY PacCCMOTPEHHOMY BOIIPOCY;

° COOGH_[I/ITB, MOATBCPAUIIUCH JIN q)aKTBI, H3JIOKCHHBIC B IMMCbMEC, KAKME MCPbI IPHUHATHI 110
pe3yJibTaTaM MpOBEPKH.

5.6. OTBeThl OopMIIsAIOTCA HAa OJlaHKAaX IUCEM U COJIEpKaT CIEAYIOIINE PEKBU3UTHI: ajpecart,
TEKCT, (aMHIIUs HUCIOJHUTENS C yKa3aHHeM ero pabodero TtenedoHa, raTa HCIOJHEHHS H
MCXOISIINIA HOMEp MUChMa MPOCTABIISETCS CEKPETapeM MOCie TOro, KaK MICHMO MOAMUCAHO.

6. IIpuem n paccMoTpeHHe YCTHBIX 00pallleHUil TpaxIaH

6.1. Ilpuem rpaxgan B 00pa30BaTEIbHOM YUPEKICHUM MOXKET OCYIIECTBIATHCS Kak IO
[IPEJBApUTENILHON 3amucH, Tak U 0e3 Hee. [IMpeKTop 0O0pa30BaTENILHOTO YYPEXKICHHS BEIET
npueMm no rpaduky, yKazaHHOMY Ha caiite YupexzaeHus U uH(OpMalMOHHOM cTeHnae. B ero
OTCYTCTBHE IIPHEM OCYILIECTBIISICT €0 3aMECTHTEIN.

6.2. Tlo pe3ympTaTaM mpHeMa BCE IOKYMEHTHI TEpPENalOTCs CEKpeTapro, KOTOPBIM TEPEHOCHT
PE30IOIMKM B PETUCTPALMOHHO-KOHTPOJIBHYIO KapTOUKY M JKypHaJ y4eTa, a U3 JOKYMEHTOB,
MIpe/ICTaBICHHBIX 3asiBUTENEM, (POPMUPYETCS JIEO.

6.3. JlampHeiimas paboTa ¥ KOHTPOJIb 32 CBOEBPEMEHHBIM HCIIOJTHEHUEM TPUHSTHIX PEIICHHH 0
YCTHBIM 00OpallleHusIM OCYILECTBISETCS B HOPSAIKE, YCTAHOBJIEHHOM JUIS TUCEM TpaXK/IaH.

6.4. YcrHple oOpalieHUs] TpakJAaH pacCMaTPHBAIOTCA B Ciydae, €ClU COJEpKaIlhecs B HUX
(hakThl 1 00CTOATENHCTBA OYEBUIHBI U HE TPEOYIOT MOTIOJHUTEIHLHON TPOBEPKH.

6.5. YcTHBIC 00pateHnst rpak/iaH JOJDKHBI COJEPKATh CISAYIOIINE CBEACHHUS:

e U3JI0KEHHE CYIECTBA MPEIOKEHUS, 3asIBJICHUS WIH 5KaJo0bl;

e (amminio, UM, 0TYECTBO 0OpaATUBIIErOCs I'pa)KAaHNWHA, TIOYTOBBIHN aJpec, M0 KOTOPOMY
MOXXET OBbITh HallpaBlieHAa KOMHUS PEUICHUS, MPUHATOTO, IO HUTOraM pacCMOTPEHUS
MIPeII0KEHUs, 3asBJICHUS WU 5Kallo0bl FPaKJaHUHA.

6.6. YcrHbIe OOpareHus TpaxiaaH M JWI 0e3 T'paKIAaHCTBA, HE OTBEYANOIIHE TPEOOBAHUSM,
MPU3HAIOTCS AaHOHUMHBIMHM M PACCMOTPEHHUIO HE TI0JIIC)KAT.

7. O0001meHHe 1 AaHAJIN3 MMCbMEHHBIX U YCTHBIX 00PallleHNH IPaxIaH

7.1. lupexTop 00pa30BaTENbHOTO YUPEKICHHUS WIHM 10 €r0 MOPYUYEHUIO IPYrue JAOHKHOCTHBIS
JUIA JOJDKHBI CUCTEMAaTUYEeCKH aHAIM3UPOBATh M 0000IIaTh NPEUIOKEHHUS], 3asIBJICHHUS, HKAIOObI
TpaXKIaH U coJepalinecs B HUX IMpaKTUUecKue 3amevanus. L[enb: cBoeBpeMEeHHOE BBISABICHUE
U yCTpaHEHHE NPUYUHBI, MOPOXKAAIONIEH HapyIIeHHE MpaB 3asBUTENCH, 3allUTa HWHTEPECOB
rpaXIaH B  COOTBETCTBHMM C  3aKOHOJATENBLCTBOM, a TaKKe COBEpIICHCTBOBAaHUE
OpPraHM3aI[MOHHON K YIpaBICHYECKON MAEATeTbHOCTH B cucTeMe oOpa3oBaHUS JaHHOU
TEPPUTOPUH.

7.2.  OO6oOmeHue oOpalleHuil MOXKHO  OCYLIECTBJIATH O  CIEAYIOIIed MpUMepHOMH
KJIacCU(UKaMK: IO ajpecy oOpameHud (B TOM YHCIIE TOCTYMAIOIIUX W3 BBIIIECTOSIINX
OpraHM3aluii U JIp.): 10 THIIAaM U BHJaM 00pa30BaTEIbHBIX YUPEHKACHHI; CKOJIBKO TOIy4EHO U
pPacCMOTPEHO KOJUICKTHBHBIX, MHIMBUAYAJIbHBIX, aHOHUMHBIX OOpalleHHi; 10 HaIlpaBICHHIM
pabotsl (mo kiaccudukaTopy Tem). [IpoBoAMTCS KOJNMYECTBEHHBI M KaueCTBEHHBIH aHAIHN3
BCEX MOCTYIMHMBIIMX OOpAaIleHHH C XapaKTepUCTUKOW (DAaKTOB, W3JIOKEHHBIX 3aABUTEISIMU H
yKa3aHHEeM Pe3yJIbTaTOB: B YACTHOCTH, KaKue (haKThI TOATBEPAIHNCH TIOJHOCTHIO WIIH YaCTHYHO.
[To pe3ynpTaram aHanM3a MpEACTaBISETCS WHPOPMAIKS ¢ KOHKPETHBIMU PEKOMEHIAIHSAMHE TI0



COBEpILIEHCTBOBAHMIO pPAadOThI B JaHHOM Bompoce. Marepuansl 0QOPMISIOTCS B BHJE
0000IIEHHBIX CBEICHUI, TAOJIUI] M aHATUTHYECKUX CIPABOK.

7.3. AnanuThueckas HMHPOpManus 1O uUTOoraM paboThl C  OOpalleHUsSMH TpakKAaH
MOJITOTABJIMBACTCS 33 KaJCHIAPHBIN TO/I.

8. q)OpMI/IPOBaHHe U XpaHCHHUE €] M0 MUCbMaM U YCTHBIM oﬁpame}mﬂM rpa;xxaan

8.1. Bce mocTynuBIIMe MUChMa U YCTHBIE OOpAIIeHUs TPAKIAH TIOCIE UX Pa3peIIeHUs TOJDKHEI
OBITh BO3BpAICHBI CEKPETapI0 CO BCEMH OTHOCSIIUMHCA K HUM MaTepHalaMu JUis
LEHTPAJIU30BaHHOTO YydeTra U QopmupoBaHus zAen. POpMUpPOBAaHHE U XpaHEHUE JeN 10
oOpanieHnsaM TpakJaH y UCTIOTHHUTEIS 3alPeIaeTcsl.

8.2. [lucemeHHbIe OOpalleHs rpaXkaH, KOIMK OTBETOB Ha HUX U JIOKYMEHTHI, CBA3aHHbIE C UX
paspellieHrneM, a TakKe JOKYMEHThI M0 JUYHOMY IMpHEMY rpaxkaaH (OpMHPYIOTCS B Jiena B
COOTBETCTBUU C YTBEPKICHHON HOMEHKJIATYPOU JIed.

8.3. B mpomecce QopmupoBaHusi €1 TPOBEPsETCS TaKkKe MPAaBWILHOCTh OGOPMICHUS
JOKYMEHTOB (IOJAIMUCH, JaThl, MHAEKCHI, aapecatsl). HemoodopmiieHHble WM HENPaBUIBHO
0(OpPMIICHHBIE IOKYMEHTBI BO3BPAIIAIOTCS UCTIOJHUTEISM Ha JIOPaOOTKY.

8.4. IlucpMa 1 MaTepuabl 10 YCTHOMY pacCMOTPEHUI0 0OpallleHui TpaxkiaH XpaHsTCs MSTh JIET,
MIOCJIE YEr0 YHUUTOKAKOTCS.

8.5. Ilo wncreyeHUMM YCTAHOBIEHHOTO CpOKa XPAaHEHHS JOKYMEHTOB II0 IPEIIOKECHHM,
3asBJICHUAM U JKajo0aM TpaxJIaH COCTaBisieTcss akT 00 MX YHUYTOXEHHHM, KOTOPBIN
NOJANUCHIBACTCA ~ WICHAMHM  AKCIIEPTHOM  KOMHUCCMM M YTBEPXKJAeTCAd  JAUPEKTOPOM
00pa3oBaTEILHOTO YUPEKICHHSI.

9. Cpoxu paccMOTpeHHsI 00pallleHuii rpaxIaH

9.1. Bce obparenust moaiexxar 00s3aTeIbHOMY paccCMOTpeHHio B TedeHue 30 (TpuamnaTi) JTHer
CO JHS PErHCTpaluH, a 1Mo OOpamieHHsM, He TPEOYIOIIUM JOTIOJTHUTEIBHOTO W3YyYCHUS U
MIPOBEPKH, - Oe30TiIarateibHO, HO He mo3aHee 15 (MATHAAIATH) JHEW CO THS MOCTYIUICHUS B
00pa30BaTEeIIbHOE YUPEIKICHHH.

9.2 JlomkHOCTHBIE JHIIa 00pa3oBaTENLHOTO YUPEXKIEHHS B COOTBETCTBUHM C (eaepaibHbIM
3aKOHOM O0f3aHbl JaTh MUCHBMEHHBI OTBET IO CYIIECTBY OOpallleHUud TpaxkIaH AUPEKTOPY
yupexaeHus B Teuenue 30 (TpuamaTtu) JHei.

93. B ClIydasdaXx, €CJIn IJid pacCMOTPCHUA 3asABIICHUS WIIN JKaJI00bI rpaxxaaHruHa Tpe6yeTc;1
IIpOBCACHUEC IIPOBCPKHU, 1100 OCYIIICCTBJICHUC c6opa CBCHCHHﬁ, HCO6XO,I[I/IMBIX JJIA
PACCMOTPCHUA 3asABJICHUA WA JKaJI00bI I'paXXaaHuHa, CPOKH PACCMOTPCHUA 3asBJIICHUA WU
JKaJI00bI rpaxxJjanHnHa MOT'YT OBLITE B MNOPAAKEC MCKIIHOUCHHUA IIPOAJICHBI JUPCKTOPOM IHKOJIbI WUJIU
3aMCCTHUTCIICM ITUPCKTOpPA, HO HC bojiee uyeM Ha OIMH MCCiAL C COO6H_[€HI/IGM 00 >TOM
IpaXXJaHUHY, [IOAABHICMY 3asBJICHUC UIIN )KaJ'IO6y, B TpeXI[HeBHBIﬁ CPOK.

94. B cjIyqac, €CJIM NPCHIOKCHUC TI'PAKAAHWHA Tpe6yeT AOIIOJIHUTCJIBHOI'O H3Y4YCHUSI, CPOKU
pPacCMOTpPCHUA MPECAJIOKECHUSA I'paKJaHUHA, YKAa3aHHbIC B 4YaCTU BTOpOfI IMYHKTY 1 HaCTOAIICTO
IIYHKTa, MOT'YT OBITH B MOPAAKE UCKITHOUCHUA TPOJICHBI ATUPEKTOPOM HIKOJIbI HJIN 3aMCCTHUTCIIEM
AUPCKTOpa ,HO HC OoJlee ueM Ha TpU MEcCd1a € COO6IJ_ICHI/IGM 00 >TOM rpa)kIaHuHy WA JIUIY 0e3
IrpaXXJaHCTBa, IOAaBIIEMY IIPCIAJIOKCHHNCEC, B TpeXI[HeBHLIfI CpPOK.

9.5. lllkona BpaBe OCTaBUTh OOpAIEHHsI I'pax/iaH 0e3 pacCCMOTPEHHUS B CISAYIOIIUX CIIydasX:

e B Cdjydac nmogadyd aHOHUMHOI'O 06paH_[CHI/I$I;



e B Ciyyae Mojaayu OOpaIIeHHs, CYLIECTBO KOTOPOTO MPOTHBOPEUYHUT (eaeparTbHOMY
3aKOHOJIATENCTBY M 3aKOHOJATEIbCTBY ApXaHTeNbCKOW oOsacTu, I1O0 oOpalieHus,
COJIEPKAILETO BBIPAKECHUS, OCKOPOJISIONINE YeCTh M IOCTOMHCTBO APYTHX JIUIL;

e B Cllyyae, €CJIM y IIKOJBI UMeeTcs HHPOPMALIUsS O TOM, YTO OOpalleHue MOJaHO JIUIOM,
KOTOpOE€ TPU3HAHO HEJEEeCIIOCOOHBIM Ha OCHOBAHWHU pEIIEHUE CyJa, BCTYMUBIIETO B
3aKOHHYIO CHITY.

B sTHx ciyuasx rpakaaHuH H3BemaeTcs o0 OCTaBICHHMHU ero oOparieHust 06e3 pacCMOTPEHUS B
IIMCBMEHHOM (popMe, B TPEXTHEBHBIN CPOK CO JHS pErucTpaliy 00palieHus.

10. Pemienusi, npuUHUMAaeMble 110 HTOTaM PACCMOTPEeHUs1 00paLeHUil TPaKIaH

10.1. Ilo wrToram paccMOTpeHMsI OOpalleHUuHl TpaxaaH MOXKET ObITb MNPUHATO OJHO W3
CHEAYIOUIUX PEIICHUM:

[ PEIICHUE O MTOJIHOM UJIK YaCTUYHOM YIOBJICTBOPCHUU 06pameHH$1;
e pemieHue 00 0TKa3e B yIOBIETBOPEHUHN OOpaIieHusl.

10.2. B pemenuy, npuHHMaeMOM IO UTOTaM pPAacCMOTpPEHUs OOpallleHUu TpakiaH, J0JKHA
COJIEPXKAThCA CChIJIKA HA HOPMATHBHBIA MPABOBOM aKT, B COOTBETCTBUH C KOTOPBIM IIPUHATO 3TO
pelIeHuE.

10.3. Komus pemeHusi, NPUHATOrO IO WTOTaM pPacCMOTpPEHHUs OOpalleHuid TIpak]aH,
HampaBJIAeTCA TpaKJaHaM, OOpPaTUBIIMMCS C MIPEUIOKEHHEM, 3asBICHHEM WU KaloOol, B
TE€YCHHE IIATH JHEW CO IHS IMPHUHATHSA TAKOTO PEUICHMs, HO HE MO3JHEE YEM B JIEHb HCTECYCHHUS
CpOKa pacCMOTPEHUS 3TOr0 NPEIOKEHHS], 3asBICHUS WU 5Kal00Bbl.

10.4. Konusi pemieHus, NPUHATOTO, MO HMTOraM PAaCCMOTPEHHS MPEIJIOKEHUS, 3asiBICHUS,
XKaoObl TpakJaHWHA, MPUIIATAaeTCsl K MMCbMEHHOMY OTBETY JIOJKHOCTHOTO JIMIIA TIO CYLIECTBY
COOTBETCTBYIOIETO MPEII0KEHUS, 3asSBICHHUS, HKAIOObI.

10.5. HMcnonHeHue pelieHUi, MPUHATHIX MO WTOTaM PAacCMOTPEHHsI OOpalleHud TrpaxkaaH ,
OCYILIECTBIISIETCS] COOTBETCTBYIOLIUMU JO0KHOCTHBIMU JIULIAMU.

COO6H.I€HI/IC rpaxXaaHvHy, IOJaBIIEMY o6pameHHe, 0 nIpeamnojiaracMbeix MEpax 1o UCIIOJTHECHUIO
PCUICHHA, IIPUHATOIO II0 HTOTraM PACCMOTPCHUSA ITOIO O6paI_HCHI/IH, HE MOXET CUYHUTATHCA
HCIIOJIHCHUEM COOTBCTCTBYIOIICT'O PCILICHMA.

10.6. B cjiyqac, cCjlu JKaJI00BI rpaxkiaH YyIOBJICTBOPCHBI IIOJIHOCTBIO 1100 4aCTU4YHO,
INPUHABIIHUEC PCHICHUA IIO UTOTaM PACCMOTPCHUS 3THUX )KaJ'IO6, JOJDKHOCTHBIC JIMIla IPUHHUMAKOT
H606XOI[I/IMLIG MCPBI IO BOCCTAHOBJICHUIO HAPYIICHHBIX IIPAaB, CBO6OI[ HJIA 3daKOHHBIX UHTCPCCOB
I'paxXJiaH, B TOM YHCJIC IIPUHOCAT H3BUHCHUA B MUCbMEHHOM Q)opMe.

11. IMopsiok 1 (popMBbI KOHTPOJIA 32 PadOTON ¢ OOpaLeHUSIMU TPAKAAH

11.1. KoHTpoab 3a MOJTHOTONH M KAaueCTBOM pabOThl MO PACCMOTPEHMIO OOpaIleHHi TpaxaaH
BKJIFOYAeT B ceOs MpOBEAEHUE MPOBEPOK (B TOM UYUCIIE C BBIE3IOM Ha MECTO), BBIABICHHE U
yCTpaHeHHe HapyIleHUH MpaB rpakaH IpU PacCMOTPEHUHU OOpallleHus], IPUHATHE pEeIIeHUH U
MOJITOTOBKY OTBETOB Ha OOpaIleHUsl TpaKIaH, COJAEpXKalIUX >KajJoObl Ha pelleHHs, JAeHCTBUS
(Oe3neiicTBUE) TOIHKHOCTHBIX JIUI Y UPEIKICHHUS.

11.2. Texkymwuii KOHTPOJb 3a COOJIOJEHHEM IMOCIEIOBATEIbHOCTH ACUCTBUM, OINpeNeeHHBbIX
MpOLEypaMH MO PACCMOTPEHHUIO OOpalleHui TpakIaH M MPUHATHEM PEHICHHN MO CYIIECTBY
oOpaleHus, OCyIIEeCTBISETCS OTBETCTBEHHBIM JIMIIOM IO KOHTPOJIIO 32 paboToi ¢ 0OpaleHusIMU
TpaXKJaH B YUpexKJICHUU.



11.3 OOmuii KOHTPOJb 3a TOJHOTOH M KAaueCTBOM pPACCMOTPEHHUs OOpalleHuil rpaxaaH
OCYILIECTBIISIETCS] PYKOBOJUTENEM Y UPEKIACHHUSL.

11.4. JomKHOCTHBIE JTUIA Y UPEkKICHUS HECYT MIEPCOHAIBHYIO OTBETCTBEHHOCTD 34!

- HEJIOBEJICHUE JI0 TPaXK/IaH CBEJCHUI O MECTE U BPEMEHH JIMYHOTO MPUEMa;

- HEIIPABOMEPHBIN OTKa3 B JINYHOM IIPHUEME;

- yTpaTy oOpaleHus rpakJaHIHA, JOKYMEHTOB, CBSI3aHHBIX C €0 PACCMOTPECHUECM;

- HEYBEJIOMJICHHE TpaXJaHWHA O Tepeajipecalyl ero oOpalleHus WIH O HpPOIJICHUU
CPOKOB €r0 PacCMOTpPEHHUS;

- OTKa3 O3HAKOMUTL TIpaxJaHWHAa C JOKYMCHTAMU W MaTcpHaiaMH, KaCarolUMHCA
paccMOTpeHUs OOpallIeHHUS;

- HCUCIIOJTHEHUEC MMCbMEHHOI'O OTBETA,

- IpeciieIOBaHNe TPAKJAHNHA 32 KPUTHKY, COIEPIKAIIYIOCS B 0OpaIleHuH;

- pasrianienne HHGOpMaIINH, coepkailerics B 00palieHnu (3a UCKIIFOUEHUEM Tiepeiaun
O6paHI€HI/I$[ oprany Wil OOJDKHOCTHOMY JIMIY, B KOMIICTCHIOHIO KOTOPBIX BXOJIUT PCHICHUC
MTOCTABJIEHHBIX B OOpAIlIEHUHU BOIIPOCOB), a TAKXKE MEPCOHATBHBIX JAHHBIX I'Pak/IaHUHA;

- IEPECBIIKY OOpAaIICHUS JIUITY, TEHCTBUS KOTOPOTO 00KAIYeT rpaskIaHuH;

- 32 IIPOMYCK CPOKOB JIJIsl OTBETA Ha 0OpaIeHHsI TPakIaH.



[MPUJIOXXEHUE 1
K ITonoxeuuro o

opranuzaium paboThel ¢ 00paIeHUSIMHU TPaKIaH
B MOV «Cpennsist o6meobpazoBarenbHast mkosa Ne75»

MO «KoTtmnacy»

JKYPHAJI PETUCTPAIIMU OGPAIIIEHUM IT'PAKIAH

Peructp Hara damuus, Kparkoe HUcnonn | MMoanuch Pesyabrar | Ilp
allHOHH | perucrpa UMms, coJep:kaHUe | HTeJb | MCHOJHHUT | PACCMOTPEeH | UMe
bl MU 0T4YeCTBO oOpameHus eJisl, 1aTa us YaH
HOMep | oOpamieH | (mocjieqHee - | IPa’KAAHMHA oOpaiieHusi | wue
usi npu
HAJIMYHUN)
rpakKIaHUHA
1. 2. 3. 4. 5. 6. 7. 8.




[MTPUJIOXEHUE 2

k [losoxxenuto 1o

opranuzaium paboTel ¢ 00paIeHUSIMH TPaKIaH

B MOV «Cpennsist o6meobpazoBarenbHast mkosa Ne75»
MO «Kotnac»

Kaprouka Ju4HOro npuema rpa:kaaH (00beIMHEHNH T'PaKIaH)

damuiausi, UM,
0T4eCTBO

Anpec 3asBUTEISA

Jara mpuema

bamunsa
AOJIZKHOCTHOI'O
JIMLA, BeAyLIero
npueM

Conep:xanue
BoOIpoca

OT1BeTHI IO
CyHIeCTBY




ITopyuyenmue
PYKOBOACTBA

Cpok ucnosiHeHUsA

Or™MeTKa 00
MCIOJTHCHUH

Ipumeyanue

Ydoeﬂemeopeﬁ(a) YCMHbIM omeeniom, 6 NUCbMEHHOM omeeme He Hacmauearo

(noonucw, pacuiugposxa)



	ПОЛОЖЕНИЕ
	ОБ ОРГАНИЗАЦИИ РАБОТЫ С ОБРАЩЕНИЯМИ ГРАЖДАН
	1. Общие положения
	2.3. Если сотрудник Учреждения не имеет возможности ответить на поставленный вопрос, он должен сообщить гражданину телефонный номер, по которому можно получить необходимую информацию
	3. Организация делопроизводства
	4. Прием и регистрация писем граждан
	5. Рассмотрение письменных обращений граждан
	6. Прием и рассмотрение устных обращений граждан
	7. Обобщение и анализ письменных и устных обращений граждан
	8. Формирование и хранение дел по письмам и устным обращениям граждан
	9. Сроки рассмотрения обращений граждан
	10. Решения, принимаемые по итогам рассмотрения обращений граждан

		2022-01-08T12:21:25+0300
	Зверева Светлана Викторовна




