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I. O01mue monoxeHus.

Iopsimox mo pabore ¢ obpamenusamu rpaxnad B I'CYCO «Uensbumckmit
TEPOHTOJIOTHYECKHH LIEHTP» pa3paboTaH B COOTBETCTBHUH C:

- Koncrutynueit Poccuiickoit @enepanum;

- QepepanpHEIM 3aKkoHOM oT 02 mas 2006 roma Ne59-d3 «O IOpsIIKe
paccMoTpeHust obpaenuit rpaxaan Poccuiickoit Meneparumy» (¢ H3MEHEHUSIMH B
pen. PexepanbHbIX 3aK0HOB 0T 29.06.2010 N 126-®3, ot 27.07.2010 N 227-®3,
ot 07.05.2013 N 80-®3, ot 02.07.2013 N 182-®3, ot 24.11.2014 N 357-®3, oT
03.11.2015 N 305-®3, ¢ u3M., BHeceHHBIMH 110CTaHOBICHUEM KoHcTHTYIIHOHHOTO
Cyna P® or 18.07.2012 N 19-I1).

-3akoHoM Yensbunckoit obmactu or 07 cemtsbps 2009 r. Ne 456-30 «O
paccMOTpeHHH oOpamneHuil rpaxpaH» (¢ M3MEHEHHSMH B PENAKIHH 3aKOHOB
Hens6unckoit obmactu or 09.11.2009 N 484-30; HI'P: ru74000200900411; ot
05.07.2013 N 511-30; HI'P: ru74000201300348).

Ilopsimok  ompenensser  TpHeM, PErHCTPAalMIO,  y4eT, pacCMOTPEHHE
IUCBMEHHBIX, YCTHBIX M OJJEKTPOHHBIX OOpallieHHmil rpaxcaaH; TpeGOBaHHS K
KOHTPOJIIO HaJl CPOKaMH M Ka9€CTBOM PAaCCMOTPEHUs 0OpaIeHHiH.

Obpamenns TrpakmaH IOCTYNAlOT B BUJAE YCTHBIX, IHCbMEHHBIX K
SJIEKTPOHHBIX IPENTI0XKEHUN, 3asIBICHUMH, Xa100:

IPEIUIOKEHNUS - PEKOMEH/IAIUs ITPakJaHHHA [0 COBEPIIEHCTBOBAHUIO 3aKOHOB
1 MHBIX HOPMATUBHBIX IIPABOBBIX aKTOB, NEATENHHOCTH I'OCYaPCTBEHHBIX OPTaHOB
H OpPraHOB MECTHOIO CaMOYNPAaBJIECHHS, Pa3sBHTHIO OOINECTBEHHHIX OTHOIICHHMI,
YIAYYIIEHUIO  COLHUANbHO-9KOHOMHYECKOH H  HHBIX cdep  JesITeNbHOCTH
rocyapcTBa M 00IIecTBa;

3ajBJICHMS - Tpockba TrpaXkHaHWHA O CONEWCTBHM B pealu3alid ero
KOHCTUTYUHOHHBIX IIPaB X CBOOOJ WM KOHCTUTYIIMOHHBIX IIPaB ¥ CBOOOM IPYTHX
ML, 60 COOOIIeHNe O HApYIIEHHH 3aKOHOB M MHBIX HOPMATHBHBIX IIPABOBBIX
aKTOB, HENOCTAaTKaX B pabOTe IOCyJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O
CaMOyNpaBICHU] U NOJDKHOCTHBIX JIMII, IUOO KPUTHKA HESTENBHOCTH YKAa3aHHBIX
OpPraHoB U NOJDKHOCTHBIX JIHII;



XKaimoObl - Ipoch0a TpaXJaHWHA O BOCCTAHOBJICHHH WM 3alllUTe €ro
HapyIIeHHBIX IIpaB, CBOOOJ WM 3aKOHHBIX HMHTEPECOB JHMOO IpaB, CBOOON H
3aKOHHBIX HHTEPECOB NPYTUX JIHII.

II. ITpueM u perucTparus MUCbMEHHBIX 00paleHui.

IIpeM m perucrpanusi NUCBMEHHBIX OOpallleHHi IpakIaH BO3JAraroTcs Ha
cexpeTapsl.

IIpy mnpueMe NHUCBPMEHHBIX OOpallleHHH IpOBepseTCs MPaBUIBHOCTh HX
aZpecOBaHUS.

Omurbo4YHO NOCTaBIECHHAS WM HENPABIIILHO 0(hOpPMIIEHHAS KOPPECIOH IEHITHS
BO3BPAIA€TCs IIOYTOBOMY IIPENNPHUATHIO CBS3HU, HE BCKPBITOH JIsI BO3BpAIICHHUS
OTIIPaBUTEIIIO.

KoHBepTEl, B KOTOPBIX IIOCTYNIMJIA THCbMEHHBIE OOpalleHuss TIpakiaH,
00513aTeNbHO MIPHUIIATalOTCs K ITEPETTHCKE.

IIuceMeHHOE oOOpalneHne TIpaXIaHWHA JOJDKHO OBITh MM IIOMIIHCAHO C
yKa3zaHueM (aMHIIMH U CONEP)KaTh, IOMUMO H3JI0KEHHUS CYIIECTBA MPeII0KEHHU,
3asBJIEHUS JTMOO XKaoO0Bl, JaHHBIE O MECTE ero JXUTEIbCTBA, pabOTHl MM yueObl,
HOMeD Tene(oHa, afpec 3JIeKTPOHHOH ITOYTHI (€CIIH HMEETCH).

IiceMenHBIE 0OpalleHus TpaXkKaaH, B TOM YHCIIE ITOJyYeHHEIE B XOJE JIMYHOIO
IIpHeMa, PETUCTPUPYIOTCS B IEHb UX IOCTYILICHHS.

Ha oOpameHMH HpOCTaBISIIOT AaTy IIOCTYIUIEHHs, HOMED PErMCTpalud H
IIEpENAlOT €ro OTBETCTBEHHOMY JIHITY.

III. YueT nucbMeHHBIX 0OpalleHuid.

Y4er NHCbMEHHBIX OOpalleHHii BemeT CeKpeTapb, KOTOPHIH BBIIOIHSAET
CIIEyIOIINE OIIepallH:

- IIPOCTaBJISIET PETHCTPAlMOHHBIM HOMEp, IIEpEeNHChIBas €ro C >XypHaia
perucTtpanuy,

- 3apEruCTPUpPOBaHHBIE OOpalleHHs, B 3aBUCHMOCTH OT HX COJIEP)KAHUS,
HanpaBJisiioT aupekropy I'CYCO «Uens0uHCKHA repOHTOIOTHYECKHIA IEHTP) WA
€ro 3aMECTHUTEIO U1 Ha3HAYEHUS UCIIOTHUTEIS;

- CHHMaeT KONMH OOpaleHHH, eCli B MOPYYEHHH YKa3aHBl HECKOIBKO
UCIIOJIHUTEJIEH

- HampapjisseT OOpalleHHsl HCIIONHHTEISIM B COOTBETCTBHH C DPE3O0JIIOLHEH
PYKOBOIUTEIIS.

OO6pamerus ¢ HOpyYeHHSIMA TIEPENAIOTCS HCIIOJHUTENIO MO IIOAIIACE),

- 3aMECTHUTeJIb AUPEKTOpa CIEAUT 3a CPOKAMH HCIIOJHEHHS I10 PEe30JIIOLHH,
CBOEBPEMEHHO JIeJIaeT HallOMUHAHHE HUCIOJHUTEISIM O CpPOKaX.

IV. PaccmoTpeHue oOpalieHuid.



3aperucTpupoBaHHbIe OOpaIleHus] I'paXIaH He MOo3IHee CJIeIYIOIero IHS
nocine mnoctymineHuss B I'CYCO «UensaOUHCKUN TepOHTOJOTHYECKHHA IEHTPY
IIepearoTCs Ha PACCMOTPEHUE NUPEKTOPY HUITH €0 3aMECTHTEIIIM.

VKazaHMe II0 HCIOJIHEHHIO OOpalleHus AeNaeTcss MUPEKTOPOM JHMOO ero
3aMeCcTUTeNIeM Ha CBOOOJHOM IT0JIe 3asBJICHUS, IPH HEOOXOIUMOCTH CTABUT CPOK
UCIIOJIHEHHS, CTAaBUT JATy U IIOMIIHCH.

Ecnmu B pesomonuu AupekTopa JMOO €ro 3aMecTHTENs yKa3aHbl HECKOJBKO
UCIOJIHUTENIEH, OTBETCTBEHHBIM 3a HCIOJNHEHHE SIBJISIETCS HCIIOJHHTENb,
yKa3aHHBIM B CIHCKE IIepBBIM. EMy mpemocTaBiseTcss TIpaBO CO3bIBa
COMCITOJIHATEIEH M KOOpPAMHALUU UX paboThl. OTBETCTBEHHOMY HCIIOJHUTEIIO
HaIpaBJII€TCS OPUTHHAI JOKYMEHTA C IPUIOKEHUSIMH, OCTAILHBIM HCITOJHUTEIISIM
- KOITHH.

CoucnonHuTEeNH B paBHOU Mepe HECYT OTBETCTBEHHOCTD 32 CBOEBPEMEHHYIO U
Ka4YeCTBEHHYIO IIOATOTOBKY NpoekTa oTBeTa. COMCIONHUTENN HE MO3IHEE, YEM 3a
5 g[HEH 10 MCTEYeHHs CpOKa HCIONHEHHUS, IPEACTAaBIAIOT OTBETCTBEHHOMY
UCIIOJIHUTENIO BCE HEOOXOMUMBIE MaTepHalbl s OOOOLIEHHMS M COCTaBJIEHHUS
OTBETA.

Bce pesomonuy coxpaHSIOTCS, IHOIIUBAIOTCS U XPAHATCS Y CIELHUAINCTOB,
TOTOBHUBIIUX OTBET.

OtBeT MOXeT OBITH JaH KaK B INCEMEHHOM, TaK U B yCTHOU (opMe:

- Ha 3asgBJIEHUS TpaXJaH, He HMemux cnenuduku pabotsr 'CYCO
«YenaOMHCKUN TI'epOHTONOTHYECKHH IEHTP», MNAIOTCS OTBETHl 3asSBUTENIO B
nuchbMeHHOU (hopme;

- B CJIy4ae oOpaleHus IPOXKUBAIONIHX, JTHOO MX POIACTBEHHHUKOB, C XKano6aMu
Pa3IMYHOTO  XapakTepa MM INPEUIOKCHUSIMH II0 YIYYIIEHHIO paboTHI
YIPSKIEHUS, OTBET MOXKET OBITh JaH KaK B MUCbMEHHON (hopMe, TaK U B YCTHOI
¢bopme (mo TenedoHy, yKa3aHHOMY IpakIaHaMH B 3asBIE€HMH), C 00S3aTENBHOI
OTMETKOM B )KypHajle perucCTpaliy Teie)OHOrpaMM.

IIucpmenHoOe obOpaleHHe CYMTAeTCs paspelleHHBIM, €CJIH PacCMOTPEHHI BCe
IOCTaBJICHHbIE B HEM BONPOCHI, IPUHATEI HEOOXONUMEBIE MEphl W aBTOpPY
I CEMEHHOTO 0OpAIIeHUs TaH HCUEPITBIBAIOIIMN 1 06OCHOBAHHEINA OTBET.

Odopmiennsli Ha[IeKAIUIM 00pa3oM OTBET HA MHMCHMEHHOE OOpalleHHe,
BMECTE C MMEIOIIEHCSA MEePENNCKON, PErHCTPUPYETCS] HCIONHUTEIEM B JKyPHAIIE
PETHCTpalMH y CEeKpeTaps H HaIllPaBJISIETCs 3asIBUTEITIO.

OtBer Ha oOpamenune, mnoctymuBmee B ICYCO «YensOuHCKHIHA
IePOHTOJIOTHYECKHM IIEHTP» B (hopMe 3IEKTPOHHOTO JOKYMEHTA, HAIIPABJISIETCS B
(opMe >IeKTPOHHOrO TOKYMEHTa IO agpecy 3JIEKTPOHHOM II0YTHI, yKa3aHHOMY B
oOpalueHuy, WId B MHCBMEHHOH (hopMe II0 MOYTOBOMY anpecy, YKa3aHHOMY B
oOpaleHuH.

B ciy4ae ecnu B NHMCEMEHHOM 00OpallleHuH He yKa3aHbl GaMuIis rpakJIaHuHa,
HallpaBUBINETO OOpallleHHe, MM IOYTOBBIA aJpec, M0 KOTOPOMY JOJDKEH OBITH
HalpaBJIeH OTBET, OTBET Ha oOpallleHue He faeTcs. Eciu B ykazaHHOM oOpalieHuu
colepXKarcsi CBEJEHHs O ITOArOTaBIMBAEMOM, COBEPIIAEMOM HIIH COBEPLIEHHOM
IPOTUBOIIPABHOM JIE€SIHMM, a TakkKe O JIHIe, €ero IIOAr0TaBIMBAIOILEM,



COBEPIIAIOIIEM HJIM COBEpIIMBINEM, OOpalleHHe IIOIUISKUT HAIPABICHUIO B
roCyapCTBEHHEBIM OPraH B COOTBETCTBHU C €T0 KOMIICTCHIIHEH.

B ciiyyae ecnu TeKCT IMHCHMEHHOTO OOpalleHHs HE IOIAeTcs IIPOYTEHHIO,
OTBET Ha oOOpallleHHe He JaeTcsi X OHO He MOMJIEKHUT HANpPaBICHHIO Ha
PacCMOTPEHHUE B IrOCYIapCTBEHHBIH OpraH, OpraH MECTHOTO CaMOYIIPaBJICHUS UIH
MOJDKHOCTHOMY JIMITY B COOTBETCTBUHU C UX KOMIIETEHIIHEH, O UYeM B T€YEHUE CEMU
AHEH €O Hs perncTpauuy oOpamieHus coobIaeTcs IPaXIaHuHY, HalpaBHBIIEMY
obparieHue, eciy ero GamMuIis i MOYTOBKIH anpec MOIIaI0TCs IIPOYTEHHIO.

V. Cpoxu paspemenus. KoHTpoub Hali paccMOTpeHHeM 06paleH il

Cpoxk paspemiennst oOpamieH s HCYHCISETCS B KaleHIAPHBIX JHAX OT JaTHl €ro
peructpanuy. IluceMeHHOe —oOpalieHHe, NOCTyNHWBIIee B  YUpexueHHe,
paccMatpuBaeTcs B TeueHHe 30 KaleHTapHBIX AHeEH CO JHS pPEerucTpamnmy, 3a
UCKITIOUYECHHEM CIIEAYIOIUX CIIyYaeB:

- IHMCbMEHHBIE OOpalleHHs, CoJepialliee BOIPOCH], pelleHHe KOTOPHIX He
Bxomut B KommereHnuio I'CYCO «UensOMHCKHI TepOHTONOTHYECKHH IIEHTPY,
HAIIpaBJIACTCS. B TEYEHHE CEMH IHEH CO JHS PEerucTpaldy B COOTBETCTBYIOIIHIL
OpTaH HJIM COOTBETCTBYIOMIEMY JOJDKHOCTHOMY IIHITY, B KOMIIETEHIIHIO KOTOPHIX
BXOZHUT pCIICHHE IIOCTABICHHBIX B OOpalleHHAX BOIPOCOB, C YBEIOMICHHEM
TpaX1aH, HapaBUBLIKX OOpalleHue, o Iepeaapecaniy 0OpaIieHus;

- obpailienne, B KOTOPOM obXKallyeTcsi cyae6HOe pellenne, B TedeHne 7 IHeil
CO NIHA PErHCTpalii BO3BPAINACTCs MPaXIaHWHY, HAIpaBHBIIEMY OOpaIleHHe, C
PasbICHEHHEM NOPSIKa 0OXKATOBAHHUS JTAHHOTO CyNe6HOTO PELIeHHsI.

Ecimi oxoHYaHHe CpoKa HCIOTIHEHHS THCEMEHHOT0 06paleHus IIPUXOAUTCS Ha
BBIXOZIHBIC MK IPA3AHUYHBIC JHHU, OTBET HA OOpalleHne NODKeH OBITh HanpaBlieH
HE IIO3/HEE MOCIEIHEro paboyero MHA Hepex BHIXOAHBIMH M Ipa3IHHYIHBIMHU
JHSAMH.

Tpebosanus x conepkanuio 1 0GpOPMIECHHIO OTBETOB HA obparreHus:

- OTBCTBI HOJDKHBI COAEPXKATh KOHKPETHYIO M YETKYIO WH(OPMAIHIO II0 BCEM
BOIIPOCaM, IIOCTAaBJIEHHBIM B 00paleHUusIX IPakKIaH;

- OTBET IIOAIUCHIBAET AUPEKTOP UIIH €r0 3aMECTUTEIIb),

- B OTBETE JIOJDKHO OBITH yKa3aHO: KOMy HAIIpaBISIETCs, HOMEp M [aTa [IHChMa,
Ha KOTOpOe [1aeTcCs OTBET, JaTa OTIPaBKH, HCXONSIIMI HOMep, (haMums
UCIIOJIHUTEJISI, HOMED ero TenedoHa.

JlaTol CHATHS ¢ KOHTPOIIS SIBISLETCS aTa OTIPABKA OTBETA 3aSBHTEIIO.

VI. Xpanenue nei.

Obparenus rpaxnaH, ocie UX Pa3peleH s, CO BCeMH OTHOCSIIIMUCS K HIM
MaTepuaIaMu, XpaHsITCs y CeKpeTapsl.

JIOKyMEHTBI IO/IIIMBAIOTCS B CISAYIOMEM MOPSIKE CBEPXY BHH3: IOpYYEeHHS
PYKOBOJCTBa, oOpalneHue, KOHBEPT, akThl, CIPaBKH, OTBET B KOHTPOJIUPYIOITHI
OpraH, OTBET 3asSBHTEIIO.
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Ilpu  dopmupoBaHMH el IpOBepsieTCss MPaBUILHOCTH — HANpPaBJIEHUS
JIOKyMEHTOB JJIsSI XpaHEHUs, HX KOMIUIEKTHOCTb.

CrnyxebHBIE IOKYMEHTBHl XpaHSATCSI B TEYEHHE IMIATH JIeT, IIOCNIe 9Yero
IIEpPEearOTCs B apXUB 10 CATOYHOM OIHCH.

B apxuBe niena xpaHsaTcs B COOTBETCTBUH C HOMEHKIIATYPOI eIl

VII. PaboTa ¢ yCTHBIMH OOpaIieHUusIMH.

YcTHBIE 00pameHns TpaXIaH pacCMaTPUBAIOTCS HA IMYHOM IIPUEME.

JIM4HEId nOpHeM TIpaXOaH B IPUEMHOW Yy CeKpeTaps OCYILIEeCTBISAETCS
TUPEKTOPOM, 3aMECTHTEIIMH IHUPEKTOpa, CIEHUATMCTAMH COOTBETCTBYIOIIUX
CTPYKTYPHBIX TOApAa3IEIeHUH €XeIHEBHO (KpOMe BBIXOIHBIX W TPa3IHAIHBIX
nHei) o ampecy r. UensbuHck, yin. Xoxpskosa, 17, corimacHo gacaMm IpueMa
8:00 mo 16:00, oben 12:00 mo 13:00. Ilpu iwYHOM OGpAINEHHH, IPAXKIAHHH
IPeNbsBISET JOKYMEHT, YAOCTOBEPSIOIINN JINYHOCTE. B citydae, eciu obpaineHue
COIEPIXHUT BOIPOCHI, PEIIEHHE KOTOPBEIX HE BXOAUT B KOMIETCHIIUIO YUpexIeHus,
TpaXNaHUHY HAaeTCs pas3bsiCHEHHE Kyla M B KaKOM IOPSAKE eMy CIEdyeT
0oOpaTUThCAL.

CrenuanicT CTPYKTypHOTO IIOJpa3eNeHus, YIMOJIHOMOYEHHEIH IIPOBOIUTE
IpHEM, BBICIYIIAB YCTHOE OOpallleHHe I'paKIaHWHA H H3YyYHB IIPENCTABJICHHBIE
JAOKYMEHTBI, HaeT COOTBETCTBYIOIIHME pAa3bsCHEHHUS M 3alOJHAET KapTOUKy
PErUCTpallyy JIMYHOTO NprueMa. B jxypHane peructpanun pa300puuBEIM TOYEPKOM
YKa3bIBaIOTCS:

- 1aTa IpuemMa;

- QaMumusa, HMJA, OTYECTBO, Jara pPOXIEHHS, MeCTO IKUTEIbCTBA
oOpaTHBIIIETroCs;

- KpaTKOe CoAep)KaHue NPOChOLI, IPHYNHA O0paIleHusI;

- COZIEp’)KaHHE IPUHSATOTO PEIIeHHUSI.

Bo Bpems nuM4HOro mpmema rpaXIaHHH HMeET IPaBO MONATh IHCHMEHHOE
obpalienne IO CyIECTBY NOZHMMAEMbIX MM BOIPOCOB M IONYYHTh HA HErO
COOTBETCTBYIOIMHA OTBET B CPOKH, YCTAaHOBJIEHHBIE 3aKOHOIATEIHLCTBOM IS

PacCMOTpPEHUS TaKuX OOpaIeHuii.

Hcn.: ropuckoncynsT [InotHukosa E.B.
3amectutens aupekropa Bypas E.B.



