OO0u1ecTBO ¢ OrpaHHMYEHHOI 0TBETCTBEHHOCTBIO
«IIPAMJI-CEPT»
(000 «(ITPAMI-CEPT»)
129344, I.MOCKBA, BH.TEP.I'. MYHMIIAIIAJIbHBIN OKPYT BABYIIKUHCKHWM, YJI. HCKPHIL, JI.
17A, CTP. 3, OTAK/OPUC 2/267, UHH 7716968010, OI'PH 1227700380907,
Jlunen3us [lenapraMmenTa odpa3oBanusi 1 Hayku ropoga Mockssl Ne J1035-01298-77/01449652 ot 15.10.2024r.

YTBEPXJIAIO
['eHepanbHBIN JUPEKTOP
PAVI-CEPT"
“z=<=<=N|unuH E.E.

«17» oxTsa6ps 2024r.

MMOJIOKEHUME
0 MOPSI/IKE PACCMOTPEHMsI 00palleHUd TPaXKIaAH

1. O0mue moJiokeHust
1.1. HacTosiuee moyioxeHue o NopsAKe pacCMOTPEHUS 0OpaIlleHH rpaxkian
(nanee — Ilonoxxenue) pazpaboTaHO B COOTBETCTBUU C IIEPEUHEM JCHCTBYIOLIUX
HOPMAaTUBHO-TIPABOBBIX IOKYMEHTOB, PETJIAMEHTUPYET MpaBuiia paboThI ¢
MOCTYNAIOIMKUMH obpareHusaMu rpaxaad B 000 "TIPAWJI-CEPT"

(manmee — Opranuzanus).

1.2. Opranuzamnus paboThl ¢ MUCBMEHHBIMH W YCTHBIMU OOpaIieHUSMU
rpaxaaH JoJDKHa oOecreunBaTh HEOOXOJIUMBIE YCIOBUS JUIsl OCYIIECTBICHUS
MIPEAOCTABIEHHOIO M TapaHTUpOBaHHOTO rpaxknanam Koucrurynuein P® mpasa
oOpamarbcsi ¢ NPEJIOKEHUSIMH, 3asBICHUSAMU M Kajio0aMu B MHCbMEHHOU H
yCcTHOU (hopme.

1.3. PaccrienoBanuve HapylieHHS HOPM HPOQECCHOHATBLHOIO IOBEICHUS
NEeJaroruieckuM pabOTHUKOM MOXET ObITh MPOBEAEHO TOJBKO MO MOCTyHarole
Ha Hero »xaynobe, NoJaHHOI B MUCbMEHHOUN (opMme.

1.4. OOpaieHus rpaxaad NOCTYNAOT B BUAE MPEAJIOKEHHM, 3asiBICHUN U
&Kanoo.

Ilpeonoscenue — oOparieHue TpaxaaH, HANpaBICHHOE Ha YIydlICHUE
JESITEIbBHOCTH 00pa30BaTEIbHOTO YUPEKICHUS U T. 1.

3anenenue — obpaiieHue B 1eNIAX peau3allii MpaB U 3aKOHHBIX UHTEPECOB

IPaK/JIaH.
Kanoba — ob6pamenue ¢ TpeOOBaHHEM O BOCCTAHOBJICHUH IMPAB U 3aKOHHBIX
UHTCPECOB  TIpakJaaH,  HAPYIICHHBIX  JCHCTBUSAMH  JIMOO  PEIICHUSAMHU

TOCYyIapCTBEHHBIX OPTraHOB, JOJDKHOCTHBIX JIMI], OOINECTBEHHBIX JIUI[ U
OOIIECTBEHHBIX OpraHu3aIuil.



[ToBTOpHBIMU CUUTAIOTCS OOpAIlEHUs], TOCTYIUBIIUE OT OJHOTO U TOTO Ke
JMIA 10 OJHOMY M TOMY € BOIIPOCY, €CIIH CO BPEMEHU MOJA4YU MEPBOTO MCTEK
CPOK PACCMOTPEHUS WUJIU 3asIBUTEIIb HE YAOBJIETBOPEH JAHHBIM €EMY OTBETOM.

IIncpmMa OIHOrO MW TOro € JHIa U [0 OJHOMY M TOMY € BOIIPOCY,
IIOCTYNUBIINE IO UCTEYEHUS CPOKA PACCMOTPEHHUS], CYUTAIOTCS IIEPBUYHBIMHU.

He cunrarorcss moBTOpHBIMM NMCbMa OJHOTO M TOTO K€ aBTOPA, HO MO
Pa3HBIM BOIIPOCAM.

AHOHUMHBIMU CUUTAIOTCS MHChbMAa TpaXJaH 0e€3 TOANHUCH W YyKa3aHUs
dbamMunuu, He coJiepKalue JaHHBIX O MECTE UX JKUTENbCTBA, pabOThI I yueOBbl.

2. Opranu3anms /1eJ10NpOU3BOACTBA

2.1. Opranu3zanust paboThl ¢ MUCbMaMHU U YCTHBIMH OOpaIEHUSIMU TPaXxaaH
JOJDKHA ~— o0ecreyuBaTh ~ HEOOXOAMMBIE — YCIOBUSL  JUIS  OCYILIECTBIICHUSA
IIPEACTABICHHOTO W TapaHTUpPOBaHHOro rpaxnanam Koncrurynmenn P® mnpasa
oOpamarbcsi ¢ NPEJIOKEHUAMH, 3asBICHUSIMU WU KaJIoOaMHM B MUCbMEHHOW H
YCTHOU (hopme.

2.2. OTBETCTBEHHOCTh 3a OPraHU3ALMIO U COCTOSIHUE AEIONPOU3BOACTBA IO
NUCbMaM W YCTHBIM OOpalleHHsIM TpakJaH BO3JIAaraeTcsi Ha PYKOBOJUTENS
Opranuzanuu.

2.3. Jlenonpou3BOACTBO MO OOpalieHUsIM TpakJaaH BEAETCS OTACIBHO OT
JPYTUX BUJIOB JIETONPOU3BOACTBA OpraHu3alnm.

2.4. TlpuHsaTHE pelieHus: 0 PaCCMOTPEHUIO MHCEM M YCTHBIX OOpalleHHi
IpakJ1aH OCYIIECTBISIETCS pyKoBoauTeneM OpraHu3amuu.

2.5. HenocpenCTBEHHOE HCIIOIHEHUE IMOPYYEHUH MO MUCbMaM M YCTHBIM
oOpalieHusiM  TpakJaH  OCYIIECTBIAECTCS  OTBETCTBEHHBIMU  PabOTHUKAMHU
Opranuzanum.

3. IIpuem 1 perucTpanus MUCeM rpaxiaaH

3.1. Bce nmnocrynmaromme B Opranuzaunuio oOpallleHus TrpaxaaH
MPUHUMAIOTCS U O(POPMIISIOTCS B JIEHb UX MOCTYIIJICHUS.

3.2. [locTynaronyie oOpanieHus: ¢ KOMUsAMH JOKYMEHTOB (Hanmpumep, KOnui
aTTECTaTOB, JUIUIOMOB, TPYIOBBIX KHIDKEK W Jp.) MPUKPEIUISIIOTCS K TEKCTY
oOpamenusi. IlomydeHHblE  MOMJUHHUKA  JOKYMEHTOB, II€HHblE OyMmaru
BO3BpAlAIOTCS TPayKJaHaM IO aKTy.

3.3. OOparneHus rpaxaaH, KOIMUA OTBETOB HA HUX U JIOKYMEHTBI, CBSI3aHHBIC
C WX paspenieHueM, (HOpPMHUPYIOTCS B JieJla B COOTBETCTBUU C YTBEPIKICHHOM
HOMEHKJIATYPOH.

3.4. IlocTynuBuIMEe MUCHhMA TPAXKIAH PETHUCTPUPYIOTCS B KypHAJle yyera.
PerucrpaulMOHHBIN ITaMI MIPOCTABISAETCS HA JIMIEBOM CTOPOHE IMEPBOTO JINCTA C
YKa3aHUEM PETUCTPALlMOHHOTO HOMEPA, AaThl PETUCTPALUA U KOHTPOJIBHOTO CPOKa
UCIIOJHEHUs. PerucTpanimoHHbii  (BXOIAIIMM) HOMEpP MHChbMa COCTOUT W3
MOPSAKOBOIO HOMEpa MOCTYMUBILIETO OOpallleHusl B Mpeiesiax KajleHIapHOTo rojia
M MHJIEKCa Jena Mo HOMEHKIIarype. Ecnu 3asBuTens nmpuciaan HECKOJIBKO MUCEM,
HO IO pa3HbIM BONpOCaM, TO Ha KaXJ0€ IHUCbMO IPOCTABISETCS CBOMU
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perucTpaloHHblii Homep. Ecnu mucbMo mepeciaHo, TO B kKypHaie (B rpade
MPUMEUAHNE) YKa3bIBAET OTKY/Aa OHO MOCTYyNui0. [I0BTOpHBIE MUChMa CTaBATCS Ha
KOHTpoJib. [lpm pabore ¢ HUMHM TOAOHMPAIOTCS HMMEIONTUECS JAOKYMEHTHI II0
oOpaIieHusiM JTaHHOTO 3asBUTENA. B KypHanme ydera mpocTtaBiseT Ne KOa TeMbl
MMMCbMa B COOTBETCTBHUH C MMPUMEPHBIM KilaccudukatopoM. Eciii B 0fHOM mChEMe
COJICPKUTCSI HECKOJIBKO TeM, TO KaXJIO0H MpUCBAaUBAIOT OO0O3HAYCHHE TIO
KJaccu(ukaTopy.

3.5. Ilocne peructpauuu oOpalleHHUs] HAIMPaBISIOTCS PYKOBOAUTEIIO
Opranuzanuu 111 oQGOpMIICHHS PE30JIIOIMK C YKa3aHUEM HCTIOIHUTEINS, MOPsaKa
Y CPOKOB HCIIOJTHEHHS.

4. PaccMoTpeHHe NMMCbMEHHBIX 00PALlleHNH TPaKIaH

4.1. TluceMa TpaxaaH, IMOCJE pErucTpauud U O(GOpMIICHHS PE30JIOLUU
pykoBoauteneM OpraHuzaluy MEpeAaroTCs Ha HCIOJIHEHHE KOHKPETHOMY
WCITOJIHUTEITIO MO «POCIHCH» B YUETHON JOKYMEHTALIMH.

4.2. Tlucema rpaxnaaH, TpeOyrolMe MPOBEPKU U3JIOKEHHBIX (PAKTOB,
paccMaTpHUBAIOTCS TOJKHOCTHBIMU JIMIIAMHU B CPOK J0 OAHOTO MECSa CO JHS MX
perucrpanuy; He TpeOyromMe TOMOJHUTEIBHOTO HM3YyYEHUS W TPOBEPKH HE —
no3nHee 15 gueit. B oTnenbHbBIX Cilydasx CpOK pacCMOTPEHHUS MUCbMa MOKET OBbITh
IPOJJIEH, HO HE 0oJjiee YeM Ha OJUH MECSL, O YEM HCIOJHHUTENb YBEAOMIISET
3asIBUTEIIA.

He nomyckaercs HampaBiieHHE TMHCEM TpPaXJaH Ha pPacCMOTPEHHUE
paboTHUKAM, IEUCTBUS KOTOPBIX 00KATYIOTCS.

B compoBoauTebHOM MHUChME 00S3aTENBHO YKa3bIBACTCS MOPSIOK OTBETA
3asIBUTEINIO, @ MIPU HEOOXOAMMOCTU — U OpraHu3aiuu (y4pexaeHHio), B KOTOPYIO
HampaBisieTcss JaHHoe oOpareHue. [Ipy »TomM OTBeT Ha OOpallleHWe CTaBUTCS
UCITOJIHUTEIIEM «Ha KOHTPOJIbY.

AHOHUMHBIE THUCbMa U MHCbMa OECCMBICIECHHBIE MO COJEPKAHUIO HE
paccMaTpHUBaIOTCS.

4.3. OTBeThl Ha OOpallleHUs] TpakJaH MOATOTABIMBAIOT HCIOJHUTEIHN 3a
NOANKCHIO pyKoBoauTENs Opranusaiuu.

OTBeThl Ha TMHUCHhMA, HAIMpPABIISIEMbIE B BBIIICCTOSIIIME OpPraHU3alUd U
nenyraram, opOpMIISIIOTCS B 0053aTEIbHOM MOPSAKE, 38 MOANKUCHI0 PYKOBOIUTEIS
OpraHuzanum.

4.4. JIomKHOCTHBIE JIUIIA TIPU PACCMOTPEHUU OOpAIIeHHUI rpakaH 00s13aHbI:

— BHUMATEJIBHO MPOAHAIU3UPOBATH HW3II0KEHHBIE MTPOOIEMBbI, B Cllydae
HEOOXOJMMOCTH CJlieaTh 3apoc TpeOyeMbIX JOKYMEHTOB MJIU MPOU3BECTH BbIE3]
HAa MECTO JJIsi TPOBEpPKH (PAKTOB, a TaKKe MPEANPUHUMATH APYTUE MEPHI IS
OOBEKTUBHOTO pa3pelIeHNs BOIPOCa;

— OpUHUMaTh OOOCHOBAHHBIE PEUIEHUS MO OOpallleHUsM, 00ecrneunBaTh
CBOEBPEMEHHOE U MPABUIBLHOE UCTIOJHEHUE ITUX PEIICHUM.

4.5. Tlo pe3ynbTaram pacCMOTPEHHUS BOMPOCOB COAEPKAIIMXCS B MHUChbMaxX
rpakJaH, UCIIOJHUTEND IMOJArOTABIMBAET OTBET 3asIBUTEINIO.



[Ipu cocraBieHHHM OTBETa O pE3yNbTaTax PacCMOTPEHHUS MUCHMa TOJDKHBI
co0MI0AaThCA CeyIone TpeOOBaHUS:

— KpaTKO M3JI0KUTh, Kakasi paboTa Oblja MpoBeAcHa Il MPOBEPKH (HaKTOB,
U3JI0)KCHHBIX B OOpaIICHNH;

— ©CJM B MHCHhME 3aABUTENSI COJECPYKUTCS HECKOJIBKO BOIIPOCOB, TO OTBET
HAJI0 1aTh Pa3AesIbHO M0 KaXJI0My PACCMOTPEHHOMY BOIPOCY;

— COOOMINTh, MOATBEPAWINCH JU (HaKThl, U3JIOKCHHBIC B IMMHCHME, KAKHE
MEPBI IPUHATHI 110 Pe3yIbTaTaM MPOBEPKHU.

4.6. OtBeThl 0GOPMIIAIOTCS Ha OJaHKax MHCEM MU COJAEpXKaT CIEAYIoIIHe
PEKBH3UTHI: aapecaT, TeKCT, (haMUJIHsl MCIIOHUTENS ¢ yKa3aHHeM ero pabodero
TenedoHa, JgaTa WCIOIHEHUS U UCXOISIINNA HOMEp MUChMa MPOCTABISIETCS MOCIE
TOT0, KaK TIIChMO TIOJIITUCAHO.

5. KoHTpoJ1b 32 pa00TOil NMCbMEHHBIX 00PALICeHUI IPAXKIAH

5.1. Ilopsimok MOCTAaHOBKM MHCEM HAa KOHTPOJIb ONPEACIISIIOT PYKOBOJUTENb
OpraHuzaliii ¥ HEMOCPEJACTBEHHO  ucnoiHuTenb(u). Ilucbma  rpaxknas,
NepernpaBiieHHbIE B JAPYrU€ OpTraHW3allMi WM YUpexXJeHUs U Tpelyrolue
COOOIIEHHUSI pe3yJIbTATOB UX PACCMOTPEHHUSI, CTABSITCS HA KOHTPOJIb.

5.2. IlucbMa rpaxkJiad, HOCTABJICHHBIE HA KOHTPOJb, IOMEUYAKOTCS OTMETKOM
«KOHTpPOJIbY. OOpaleHus rpaxiaaH, KOTOpbI€ TAIOTCS MPOMEXYTOUHbIE OTBETHI, C
KOHTPOJISI HE CHUMAIOTCH.

5.3. Opranuzanys KOHTPOJISA: XOJI M CPOKM MCIOJIHEHUS OOpaiieHui
IpaKJIaH B )KypHaJIie yuyeTa BEJET PyKOBOAUTENb OpraHu3aiui.

5.4. CpokH WHCIOJTHEHUS THUCEM TpaxaaH, IO KOTOPHIM HEOoOXoauma
MOATOTOBKA OTBETOB B BBIMIECTOSIIME OPraHbl, MPOJIEBAIOTCA TOJBKO MOCIIE
coriacoBaHusi ¢ HUMHU. O MPOAJICHUN CPOKaA COOOIIACTCS 3aBUTEIIIO.

N3MeHeHne cpoka MCHOJHEHUS MPOU3BOAUTCSA 3a0JarOBPEMEHHO JIUIIOM,
YCTAHOBUBIIIUM TOT CPOK, MPH HAJTUYUU OOBEKTUBHBIX MPUYHMH, U3JIOKEHHBIX B
COOTBETCTBYIOIIEH 3aITUCKE.

N3MeHeHne cpoka YyKas3bpIlBaeTCsi Ha JOKYMEHTE, a TakKe€ HW3MEHCHUS
BHOCSITCSl PETHUCTPAIIMOHHO-KOHTPOJIbHYIO KapTOUKY.

5.5. KonTpons 3aBepmiaercsi TOJBKO TMOCJIE BBIHECEHUS pPEIICHUS W
MPUHATHS UCUEPIBIBAIOIINX MEP MO pa3pelieHnto oOpanieHuii. Perenue o cHITUU
C KOHTPOJIS ¥ O0OpallieHuid MpUHUMAET PyKOBOUTE I Opranu3aiiu.

[lucbMa rpaxkmaH CUMTAIOTCS Pa3pElIEHHBIMHU, €CIM PAacCMOTPEHBI BCE
MTOCTABJICHHBIE B HUX BOMPOCHI U JaHbl OTBETHI 3aIBUTEIISIM.

5.6. OTBeTHI B BBILIECTOSIINE OPraHU3AIMU, PEIAKINUNA Ta3eT U KypHAJIOB
MOAMUCHIBAIOTCA pyKoBoauTeneM OpraHusanuu, B €ro OTCYTCTBUE 3aMECTUTEIIEM.

6. IIpuem u paccMOTpeHHEe YCTHBIX 00pallleHnii rpaskaaH
6.1. Ilpuem rpaxnaan B Opranu3zaldd MOXKET OCYIIECTBIISITECS Kak IO
IpeIBapUTENbHOM 3alliCH, TaK U 03 Hee.
PykoBoautens Opranuzanuu BeIET NPUEM:
— moHeAenbHuK, cpena ¢ 10.00 no 12.00.
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B ero orcyrcTBHE preM OCYHIECTBIIAET €TI0 3aMECTUTEIH.
6.2. [IpueM noceturesnieil perucTpupyeTcs B )KypHaje npruemMa MmoceTUTeNeH.

7. O0001IeHNE ¥ AHAJIN3 MUCbMEHHBIX M YCTHBIX 00pallleHnid rpaxaaH

7.1. PykoBoauTenp OpraHuzalvi WIM 10 €ro IOPYYCHHUIO JIpyTrHe
JOJDKHOCTHBIC JIMIA JOJDKHBI CHCTEMATHYECKH aHAIM3UpOBaTh W 00001maTh
NPEVIOKEHUSI, 3asBICHUS, JKAJIOObI TpaXJaH U coJepkKaluecs B HUX
MIPaKTUYECKUE 3aMEUaHMUS.

Llens: cBOEBpEMEHHOE BBISIBJICHUE M YCTPAHEHHE MPUUYUHBI, TOPOXKIAIOIICH
HapyllIeHUEe MpaB 3asBUTENICH, 3alllUTa MWHTEPECOB TPakJIaH B COOTBETCTBUM C
3aKOHOJATEIBCTBOM, a TaKXEe COBEPIICHCTBOBAHME OPraHU3alMOHHOM K
YIPaBJICHUECKON JesATeIbHOCTH B cucTeMe OpraHu3aiui.

7.2. OO0oO1IeHne OOpallleHuii MOKHO OCYIIECTBIATh IO  CJEAYIOIIen
MIPUMEPHOH KJlacCU(UKAIUU:

— MO aapecy oOpamieHui (B TOM YHCII€ MOCTYHAIOIIUX W3 BBIIMICCTOSIINX
OpPraHOB);

— TI0 TUIIaM U BUaM 00pa3oBaTEeIbHBIX OpraHu3alui;

— CKOJIBKO TOJYyYE€HO U PACCMOTPEHO KOJUICKTUBHBIX, WHAUBUIYAIbHBIX,
AHOHUMHBIX OOpallCHUI;

— IO HaIpaBJIEeHUSIM pabOTHI (IO KIaCCUDUKATOPY TEM).

[TIpoBOAUTCSA KOJMYECTBEHHBIM U KAUYECTBEHHBIN aHAJIN3 BCEX MOCTYIMUBIINX
oOpalieHuii ¢ XapakKTepUCTUKON (PaKTOB, U3JI0KEHHBIX 3asIBUTEIISIMU U YKa3aHUEM
pe3yibTaTOB: B YACTHOCTH, Kakuhe (HaKThl TOATBEPIUIUCH TOJHOCTHIO WU
YaCTUYHO.

[lo pe3ynpraTaM aHaiau3a MpeACTaBisieTCs HMHGOPMAIUS C KOHKPETHBIMU
pPEKOMEHJAIMSMUA TI0 COBEPIICHCTBOBAHUIO pabOThl B JIaHHOM  BOIIPOCE.
Marepuansl  opopMiisitoTCs B BHAE OOOOIIEHHBIX CBEACHUM, TaOmUIl U
aHAJIUTUYECKUX CIPABOK.

7.3. Ananutuueckas WHQPOpMALMS MO UTOraM paboThl ¢ OOpalIeHUSIMU
IpakJiaH MOJrOTaBIMBACTCS 3a KaJCHIapPHBIN ro/.

8. ®opMupoBaHue ¥ XpaHeHHe eI 10 MUCbMAM M YCTHBIM 00palieHusAM
rpaxaaH

8.1. TluceMeHHble oOOpamieHus TpakJaH, KOMWM OTBETOB HAa HHUX W
JOKYMEHTBI, CBSI3aHHBIE C UX Pa3pelIeHHEM, a TAaKKe JOKYMEHTHI 10 JUYHOMY
npueMy rpaxjas GopMUpyrTCs B Jea.

8.2. B mpouecce dhopMupoBaHHs [ MPOBEPSETCS TAKXKE MPABUIBHOCTD
opopmiieHuss  TOKyMEHTOB  (NMOAMMCH,  JaThl,  HMHIEKCHI,  aJpecaThl).
HenoodopmieHnbie Wil HEMPaBMWIbHO 0QOPMIICHHBIE TOKYMEHTHI BO3BPALIAIOTCS
HCIIOJTHUTEIISIM Ha I0paboTKYy.

8.3. IluckMa u wmarepuayibl O YCTHOMY PAacCMOTPEHHUIO OOpalleHui
rpaXKaaH XpaHATCA MATh JIET, MOCIIE Yer0 YHUUTOKAIOTCS.

8.4. Ilo ucTeuyeHHWH YCTAHOBJIEHHOTO CpPOKa XpaHEHUs JIOKYMEHTOB I10
NPEMJIOKEHUSIM, 3asBJICHUSAM M >Kajo0aM TpaxJaH COCTaBISETCS akT 00 HX



YHUYTOXKCHUHU, KOTOPBIM IOANMCBHIBACTCS UWICHAMHU DOKCIEPTHOM KOMHUCCUU U
yTBEpKIaeTcsa pykoBoaureneM Opranusanuu.

9. 3akII0YMTEIbHbIE M0JI0KEHUSA

9.1. [TonoxxeHne MpUHUMAETCS HA HEOMPEICICHHBIN CPOK.

9.2. Bce u3MeHeHHs U IONOJIHEHUS, BHOCUMBIE B HacTosmiee Ilomoxxenue,
opopMISIOTCST B MHCHbMEHHOW (GOpME B COOTBETCTBUU JICHCTBYIOIIUM
3aKOHOAATeNbLCTBOM Poccuiickon denepanuu.

9.3. Tlocne npunstus Ilonoxkenus (WIM HW3MEHEHUHW | JONMOJHEHUHN
OTJICJIbHBIX ITYHKTOB M Pa3/ieJIoB) B HOBOW peAaKIMHU MpeabIAyIas peaaKius
ABTOMATUYECKU YTPAUYUBAET CUITY.



