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I10JIOKEHUE
0 paboTe c oOpalleHUAMH TPaXK/JaH

Hacrosiee nosoxeHre COCTaB/lIeHO Ha OCHOBe I'0CyZlapCTBEHHOM CHCTeMbI JOKYMEHTAal[MOHHOIO
obecrieyeHrs1 ympaBieHHss W THUMOBOM WMHCTPYKIMU T0 JeJIOTIPOM3BO/ICTBY B MUHHCTEpPCTBe
obpa3oBanus Poccutickoit @esepariyu. [TosokeHue orpeienisieT U peraaMeHTUPYeT OpraHu3alvio
paboTel C oOpalleHus MM TPaKZAaH W WX TIpueMa B (uavase MYHUIMITATbHOM OHOKEeTHOM
JIOLIIKOTbHOM 0Opa3oBarenibHOM yupexkaeHur [etckuii cay «CeeT/isiuok» (ganee - [JOY), mpaBuia
perucTpainyy, yuera ¥ KOHTPOJIS 3a UX UCIIOJTHEHHEeM, TIOPSI0K OTYeTHOCTH O paboTe C MUChbMaMU
rpakgad. OOpaileHus rpak/iaH MOCTYTIAI0T B BUJIE TIPe/ITIOKEHUH, 3asiB/IEHUH 1 »Kamo0.
IIpegnokenne - oOpailjeHWe Tpak/laH, HampaBJeHHOe Ha y/AydlleHHe JesTelbHOCTH
o0pa3oBaTebHOTO yupeXx/1eHUs..

3asiBjieHuHe - oOpailjeHye B 1[e/IIX peayru3alvy MpaB U 3aKOHHBIX UHTEPeCOB IrPak/iaH.

JKasoba - obparieHvie ¢ TpebOBaHMEM O BOCCTAaHOBJ/IEHUH TIPaB U 3aKOHHBIX MHTEPECOB I'PaXK/aH,
HapyIIeHHbIX eUCTBUSAMH OO0 pelieHUsIMUA JO/DKHOCTHBIX JIHILI.

1. O0mHe Mo/I0)KeHHu.

1.1. Bce mnocrynaroume B [JOY oOpamieHuss TpakAaH W JIOKYMEHTBI, CBSi3aHHble C HUX
pPacCMOTpeHHeM, MPUHUMAIOTCS U YUUTBHIBAIOTCSA PAOOTHUKOM, OTBETCTBEHHBIM 3a /1€/IONPOU3BO/I -
CTBO, B JIeHb UX MOCTYIL/IEHUSI.

[Ipu sTOM:

- IPOBEePSIeTCS NPaBUIbHOCTh COJIeP>KaHUsI KOPPeCIIOHeHL1Y;

- BCKDBIBAIOTCS KOHBEPTHI, TIPOBEPSIETCS] Ha/lMUKWe B HUX [JOKYMEHTOB (pa30pBaHHbIE JJOKYMEHTbI
TIOJIK/IEUBAIOTCST), KOHBEPTHI TIOJKA/TLIBAIOTCS M COXPAHSIFOTCS C 00OpallleHUsIMHY;

- TIOCTYMUBIIIME JOKYMEHTHI TMPUKPEIUIIOTCS K TEeKCTy obOpaiieHust (B ciaydae OOHapy>KeHUs
OTCYTCTBUS MPUJIOXKEHUsI U/IU TeKCTa J1e/1IaeTCsl OTMeTKa).

1.2. Cny>keOHble MUChbMa, TO €CTb JOKYMEHTHI Ha O(UI[Ma/bHBIX O/1aHKAaX WM MUMEIOIHe IIITaMIl
yupexxeHus (OpraHvsalyu, IpeJIpusiTys), Harpas/sitoTcsl pykoBoautento JOY.

1.3. TlonyueHHbIe MOAJMHHUKUA JJOKYMEHTOB, a TaKXKe I€HHble OyMard W JIeHbI'M BO3BPAIllalOTCs
rpakJaHaM I10 aKTy.

1.4. TlucbMma, pUcIaHHbIE He TI0 afipecy, BO3BPAIAlOTCsl Ha NOUYTY HeBCKPBITHIMHU.

1.5. PykoBoauTe/b 3HAKOMUTCA C COZlepKaHUeM IMHUCeM, MULLIeT Ha HUX Pe30JIF0LUH, BK/IIOYaroIue
KpaTKoe U3/10)KeHHe Borpoca (BOMPOCOB), yKa3aHUsI UCTIOTHUTEJISIM TI0 XapaKTepy, MOPSAKY U Cpo-
KaM paccmotpeHus. Ocoboe BHUMaHUe yjensieTcsi oOpalljeHHsIM, a TakKKe ITMCbMaM O
Hey/I0BJIeTBOPUTEIbHOM PaCCMOTPEHUU MPeJbIAYIIUX 3asiB/IeHUH.

1.6. PabOTHMK, OTBETCTBEHHBbIM 3a e/0NPOM3BO/ICTBO, PETrMCTPUPYET MUChMa TPaKIAH B
JKypHaslax perucTpaLy.

PeructpaijuoHHbli  (BXOAALMI) HOMED COCTOMT W3 TIOPSAKOBOTO HOMepa TMOCTYIUBIIEro
obpaiijeHusi. PervcrpaliioHHbIE HOMep M JlaTa MOCTYIIeHUs MPOCTAaBJISIOTCSA B TTPABOM HIDKHEM
yIJIy TepBOM CTPAHULIbI MUChMA.

Ecmu mucbmo miepecsiaHo, TO yKa3bIiBaeTCs, OTKyZJa OHO TMOCTYTW/IO (OT af/MUHUCTPALIUM, OpraHa
MEeCTHOT'O CaMOYTIpaB/ieHUs], BbILLIECTOSIel OpraHu3aluu U T. [.), IPOCTaB/ISIIOTCS ero UCXOASLIUI
HOMep U JlaTa; BHOCHTCSl KpaTKoe COflep)kKaHWe MMCbMa; [e/laloTCsl OTMETKHM O (Jopme U CpOKe
VICTIOJTHEHUS.

Ecmu 3asgBuTENb mpUC/Ian HECKONMbKO TMHCEM, HO MO Pa3HbIM BOMpOCaM, TO KaXKAOMY MHUCbMY
TIPMCBaMBAeTCs OT/ieNTbHbIM perucTpaliuoOHHbINA HOMep.

Ecmu mocTynuio HecKONMbKO THUCEeM OJHOTO U TOTO JKe COJep)KaHUs U OJHOTO aBTopa, TO
perucTpaLyoHHbIN HOMep MPUCBanuBaeTCs OJUH.

1.7. TloBTOpHBIM OOpallleHHsIM Tpa)kJaH TIPU HUX TIOCTYIJIBHUWA TIPHCBAaWBAeTCs oOuepeaHOn
perucTpalyoHHbI HoMep. Ha obpatiieHun /jefaeTcsi OTMeTKa «IIOBTOPHO» WM «MHOTOKPaTHOY.
[TOBTOPHBIMU CUMTAIOTCS 0Opall|eHus], TIOCTYITUBIIKME OT OJJHOTO U TOTO Ke JIUIIA 110 OIHOMY U TOMY
JKe BOIIPOCY, eC/Id CO BpeMeH!

Mo/lauMd TepBOro UCTEK CPOK PACCMOTPEHUsI WM 3asiBUTe/lb He Y/OB/IETBOPEH JaHHBIM eMy
OTBETOM.

[ToBTOpHBIE MUCHbMA, KaK IpaBU/IO, CTaBATCS Ha KOHTpoJib. [Ipu paboTe ¢ HUMH TOAOUPAIOTCS
VMeIoIIHecs JOKYMEeHTHI 110 00pallleHusIM JJaHHOTO 3asiBUTEISI.



1.8. Ilucema OfHOrO ¥ TOro ’Ke JMLjAa U II0 OJHOMY U TOMY JKe BOIIPOCY, MOCTYIIMBIIVE [0
VICTEUEHUs] CPOKa paCcCMOTPEHMs], CUMTAIOTCS NepBUYHbIMM. He cuMTaroTCs MOBTOPHBIMM NUCbMa
OZIHOT'O Y TOT'O JKe aBTOpa, HO I10 Pa3HbIM BOIIPOCAM.

1.9. Tlpu peructpauum nrcbMa pabOTHHUK, OTBETCTBEHHBIN 3a [1eJIONPOM3BO/CTBO, [e/laeT KOTHIO
obOpartieHusi. OpUruHas TMo/IIMBAeTCs B /le/io, a KOMUs 1epejaeTcst UCIIONHUTEN0 [yt paboThl C
MMCbMOM U NIOJrOTOBKY OTBeTa.

2. PaccmoTpeHue o0paiieHnil rpak/jaH.

2.1. ITucbMma rpaxkziaH nocsie 00paboTKY 1 perrcTpanuy repeialoTcsi Ha UCTOMHeHre paboTHUKaM
Hetckoro caga, Korja TpeOyeTcs pellieHHe PYKOBO/ICTBA - PYKOBoJuUTe0 [JeTckoro caja.

2.2. [To/pKHOCTHBIE JIULA TIPH PACCMOTPEHUH TIPe/|I0’KeHNH, 3asiB/IeHHH U >Karmob 00si3aHbI:

- BHUMaTeJbHO pa300paThCsi B UX CYyIeCcTBe, B Cjiyuae HeoOXOAUMOCTU UCTpebOBaTh HY)KHbIE
JOKyMEeHTBI, HarpaB/sATh pabOTHMKOB Ha MecCTa [Jisi TPOBEpPKH, NMPUHUMATb ApPYrve Mepbl AJIst
00BbEKTUBHOTO pa3pellieHus BOTIPOCa;

- MPUHUMATh 00OCHOBaHHBIE pellleHHs 10 oOpaileHusM, obecreurBaTh KOHTPOJb 3a
CBOEBPEMEHHBIM U MPABU/IbHBIM UCIIOTHEHHEM 3TUX pelleHU;

- coobujaTe rpakfaHaM, Kak IMpaBWU/IO, B TMCbMEHHOW ()OpMe O peIleHUsIX, MPUHATHIX TM0 WX
oOpaiijeHusIM, C He06X0IUMBIM 000CHOBaHUEM.

2.3. OrtBeThl Ha obOpareHus TPaXK/iaH AAI0T WCTIOHUTENHU 3a TIOAIMCHI0 pyKoBoguUTeNs [JeTckoro
caga. O xapakrepe u ¢opme oTBeTa coo01laeTcss paboTHHKY, OTBETCTBEHHOMY 3a /1e/IONPOU3BO/]-
CTBO, KOTOPBIH /le/laeT OTMETKY Ha oOparrjeHu .

2.4. TlucbMa, BepHYBIIMeCs: K pabOTHUKY, OTBETCTBEHHOMY 3a ZleJIONPOM3BO/CTBO, KaK OLIMO0UHO
HarpaBJieHHbIe WM He TIaTe/bHO WCTIOIHEeHHbIe, BO3BPALAI0TCS UCTIOHUTESIM Ha opaboTKy.
2.5. TIuceMma, Geccmbic/ieHHbIe TI0 CO/IeP’KaHHIo, a TAK)Ke HeKOpPEeKTHbIe TI0 TOHY, TI0J0HUpatoTCs B
CrelMa/IbHYI0 Marky ¥ He pacCMaTpHUBarOTCS.

2.6. OG6paitjeHus rpakjaH 6e3 MoAmMMcH M ykasaHusi haMUInd, He coZiepyKailiyie JaHHBIX O MecTe
VX JKATETbCTBA, PA00THI WM yueObl, TPU3HAIOTCS aHOHUMHBIMHU.

AHOHMMHBIE TTMCbMa, KaK IIPaBU/Io, He PaCCMaTpUBAKOTCSL.

2.7. TlpepsioxeHusi, 3asBIeHUS 1 >Kasio0bl TPaXK/laH PacCCMAaTPUBAIOTCS B CJI/IYIOLEe CPOKH:

- ToJ/IeXKalljie HarpaB/eH!I0 B Ipyrye OpraHu3alyy U YUPeXKeHUs - B TeueHre 5 JHel;

- TpeOytolie MHGOPMALUK U KOHCY/IbTAL[UH - 0 15 nHel;

- TpeOytole TIPOBEPKU, U3yUyeHHusi U TIpUHATUS Mep - 7o | mecsija. CpoKU MCTIONHEHUs MHCeM
VICYUC/ISIFOTCS CO JHS MOCTYTUIeHus uX B JleTckui cag,

2.8. B Tex «iyuasix, Korja /i pa3pelleHus 3asiBleHusi WM >Kajnobbl Heobxoaumo
JOTIOJTHUTENIbHOEe M3yYeHHWe, CPOKM WX DPacCMOTPeHUsT MOTYT ObITb B TIOpsiAKe WCK/IHOUeHHs
TIpO/iJieHbl pyKoBoauTesneM JleTckoro cajia, HO He Oosee, ueM Ha OJIMH Mecsll, ¢ cooOieHrueM 06
5TOM JIWLy, TI0/IaBIIeMY 3asiBJieHHe WU >Kano0y, Wi opraHv3anyy, nepeciasiieii B [JOY nucbmo
rpaXk/laHyHa.

2.9. Cpoku WCIOJHEHWs IMCeM TPak[aH, 10 KOTOPbIM HeoOX0JuMa IOATOTOBKA OTBETOB B
BBILLIECTOSIII[E OpraHbl, MPOAJIEBAIOTCS TOMBKO TOC/e COTJIaCOBaHUSI C HUMHU, C CooObleHreM 00
5TOM aBTOpPY NUCbMa.

3. KonTposib Ha/y padoToii ¢ 00pameHsaAMHU rpak/jaH.

3.1. Vicnonnenue oOpaijeHnii rpakJaH KOHTPOJIUPYETCS C LieJbI0 yCTpPaHeHHs HeJOCTAaTKOB B
pabore [leTcKoro cajja; OKa3aHWs TIOMOLIM 3asiBUTEJISIM B Y/IOBJI€TBOPEHUM UX 3aKOHHBIX MPOCHD
VIV BOCCTAHOBJIEHUM HapYIIIeHHBIX IPaB; BbIICHEHHS TPUHUMABIIMXCSI PaHee Mep 10 00parieHusIM
rpakJjaH WM TIOyuYeHUusi CIIPaBOK 0 BOMPOCaM, C KOTOPhIMHA OHM 0OpalljatoTcsi HeOZHOKPATHO;
TIOy4YeHWsi MaTepuasZioB /s aHaiu3a oOpamjeHnii W WHGOpPMAaLUM, a TaKKe obecrieueHus
pacCMOTpeHHsi UX B CPOKHW, IPaBWIBHOI'O M IIOJIHOTO PacCMOTPEHHUs COJepKaluxcs B HUX
BOIIPOCOB.

3.2. TlopsifoK TOCTAaHOBKM ITMCEM Ha KOHTPOJIb ONpefe/stoT PYKOBOAWUTEb YyupeXXAeHUs U
HeToCpeICTBeHHO UCIIOTHUTENb(H).

[MocrynuBime B JOY mucbMa rpaxkjaH, TpeOYIOIMIMX COOOLUTb pe3y/bTaThl UX PacCMOTpPeHUS,
CTaBSITCS HA KOHTPOJIb.

3.3. KoHTpO/b OCYyI1IeCTB/ISIOT pabOTHUKY, OTBETCTBEHHbIE 3a /1e/I0TIPOU3BO/CTRO.

3.4. Xo v CPOKM MCIIOJTHEHUS TIPe/I/IO>KeHNH, 3asBIeHUH U >kanob (HarlOMHUHAHUS UCTIO/THUTEISIM,
oopmiieHre paspelleHWs] Ha TPOJJieHWe CpOKa, [OK/aaJ pPYKOBOJACTBY O pe3y/bTaTax
PacCMOTPEeHHS U T. T1.) GPUKCHUPYIOTCSI TMCEMEHHO U MTPUKPEIUISIOTCS K 00partieH 0.



3.5. HcrionHuteny mnvceM rpaxJaH TI[aTe/bHO aHa/JW3UPYIOT [JOKYMEHTHI, M0JIyYeHHbIe I10
pe3ysibTaTaM TIPOBEPKU »Kano0d, [e/al0T 3aK/IoueHre O KauecTBe W TIONIHOTE OTBETOB Ha BCE
TIOCTaB/IeHHble B HUX BOIPOCHl, B CJ/iyuae HEOOXOJWMOCTH 3arpalllBalOT JOTOJTHUTETbHYIO
VH(POPMAaLIMI0O U BHOCAT TIPeJJIOKeHUs] PyKOBoAUTento [leTCKoro caja Mo COBepLIEHCTBOBAHUIO
ynpaBJieHUs.

3.6. KoHTpO/1b 3aBepiaeTcst TOMBKO I10C/Ie BBIHECEHUS pellleHrs] U IPUHATHS NCYepIIbIBAk0IINX Mep
TI0 pa3pelleHut0 TIpe//IoyKeHUs], ao0bl, 3asiB/ieHus. PellileHre 0 CHTUM C KOHTPOJsS oOpalleHuit
npuHUMaeT pykoBoauTens [JOY. TlpepnoykeHusi, 3asiBleHUS U Kajao00bl TPaKJaH CUYUATAIOTCS
pa3pelleHHbIMY, eC/TM paCCMOTPEeHbI BCe TI0CTaBIeHHbIe B HUX BOMPOCHI, 10 HUM TPUHSATHI He00x0-
JMIMble Mepbl, 1JaHbl KCUYePIIbIBAIOIe OTBETHI.

3.7. OpraHu3ainusi KOHTpOJisi, 0OecIrieuunBarollero CBOeBpeMeHHOe, TIpaBUIbHOE U TIOJHOe
pacCMOTpeHVe MHCeM W HWCIIOJIHEeHWe pelLleHuM, NPUHATBHIX [0 IpeJ/IoKeHWsM, 3asB/IeHUsIM M
)Kanobam rpakfiaH, Bo3jiaraeTcst Ha pabOTHHKA, OTBETCTBEHHOTO 3a /IeJIONPOH3BO/ICTBO.

4. IlpuemM rpaxpas.

4.1. Pabory 1m0 opraHu3alMu TpHeMa Tpax/aH IPOBOAUT PpabOTHUK, OTBETCTBEHHBIA 3a
[1e/I0TIpOU3BO/CTBO.

4.2. Tlpuem noceturesneit pykoBogutenem J1OY ocyiecTBisieTcs 1o rpadukKy.

4.3. PaboTHHWK, OTBETCTBEHHBIM 3a [IeJIOTIPOU3BOZCTBO, [laeT TpaKJaHaM pa3bsICHEHUSI TIO
NMoJHUMaeMbIM  BOMpOCAaM,  TPUHUMaeT Mepbl T0 MCIOJHEeHUI0 MuX Tpockd, B ciyudae
HeoOXOZAMMOCTH TIpUT/IaliaeT PabOTHUKOB-CIIELIMATMCTOB [/l PellIeH:s] BOMPOCOB B 3aBUCHMOCTH
OT UX ClieLU(UKHU.

5. Opranm3sanus Ae/10npou3BoO/CTBA.

5.1. [lenorpou3BO/ICTBO TIO TIPe/JIOXKEHUsIM, 3asiB/IeHUsIM U Kajo0aM Tpak[aH OCYILeCTBJISeTCS
pabOTHHMKOM, OTBETCTBEHHBIM 3a [1eJI0NIPOU3BO/CTBO.

5.2. TlpepnoxxeHusi, 3asiBeHUs] W »anoObl rpaXkaH, KOMWU OTBETOB Ha HUX U JIOKYMEHTHI,
CBsi3aHHble C MX paspellleHueM, (QOPMUPYIOTCS B [iela B COOTBETCTBMM C YTBEP)K[EHHOU
HOMEHKJ/IaTypoil. JJOKyMeHTBI B 3THX JleflaX Paclio/iaratoTcsl B XpOHOJIOTMYeCKoM nopsiike. Kaxzoe
Tpe/i/IoKeHue, 3asiB/ieHde U jkasoba M Bce [JOKYMEHTHI M0 WX PACCMOTPEHUI0 M Pa3pelleHHrro
COCTaBJIAIOT B JleJle CaMOCTOSITe/IbHYH0 IpyIly. B ciyuae rosyuyeHusi [IOBTOPHOTO Ipe/JIOKeHus,
3asiB/IeHUs], ’Ka/lo0bl WM TIOSIBJIEHUS] JOTIONHUTEIbHBIX JOKYMEHTOB - TIOAIIMBAIOTCS K JAHHOMN
rpyIire JOKyMEeHTOB.

[TIpu ¢dopmupoBaHUY Jies1 TIpPOBepsieTCsl IPaBU/IBHOCTb HampaB/ieHUs [OKYMEHTOB B JeJIo.
HenpaBusibHO oopMiieHHbIe JOKYyMeHTbI TTOIIUBATh B Jlefa 3arnpeliaeTcs.

5.3. [ena c wmarepuasaMu TIepernucKu (TMCbMeHHble OOpaleHus, OTBeTbl, WH(POPMALHS
o0pa3oBaTesbHOTO YupeX/1eHUs U Ip.) XPaHsTCs B TEKYIIeM /1eJI0NPOH3BO/ICTBe.

5.4. XpaHeHue fief C TIpe/i/IOKeHUsIMH, 3asiBJIEHHSIMH 1 JKa/l00aMu TpaXk/iaH U IOKyMeHTaMH 110 X
VICTIOJTHEHUIO OCYIL[eCTBJISIeTCSl B CIIPaBOYHBIX U JPYIUX LieJIsX.

5.5. Ilpu yxoge B OTIyCK, OThe37ie B KOMaH/JUPOBKY WM yBOJIbHEHUH PaOOTHUK 00si3aH TepesiaTh
10 YKa3aHWI0 PYKOBOZJUTEJIS BCe HaXOAALIMeCs Y Hero Ha MCIOJIHEHWU NHCbMa IpaXkJaH Jpyromy
paboTHHKY, C TeM UTOOBI ObUTH TIPUHSITHI MEPBI K UX CBOEBPEMEHHOMY Pa3pelleHHIo.

5.6. BHOBB npuHsATHIe pAOOTHUKY 00si3aHbl 03HAKOMUTBLCS C HacTosei VIHCTpyKLyei.

5.7. Cpok xpaHeHus 3asiB/IeHHs, TIPe/JI0XKeHHS UK KaI00bl TPaKaH M JOKYMEHTOB, CBSI3aHHBIX C
VX pacCMOTPEHUEM U paspelleHleM - ISTh JieT.

[To ncTevyeHNy yCTaHOBJIEHHOIO CPOKAa XPaHEHUs JAOKYMEHTbI HO NpeJJIoKeHWsM, 3asB/IeHUSIM U
)Kanobam rpakaH Tojjie)kaT YHUUTOXKEeHHUIO B TIOpsifiKe, ycTaHaB/iMBaeMoM @DejiepasbHON apXuB-
HOU cy»x60# Poccum.

5.8. JInuHass OTBETCTBEHHOCTh 32 COCTOSIHME [|e/I0TIPOM3BO/CTBA 110 MPe/IOKeHNUIM, 3asBIeHUsIM U
)amobaM rpakziaH ¥ COXPaHHOCTDb JOKYMEHTOB BO371araeTcst Ha pyKoBoauTesisi [leTckoro caja.

6. AHa/In3 paboThI ¢ Npe/I0)KeHUMH, 3asBJIeHUSIMH M )Ka/100aMHu rpak/jaH.

Ilo/DKHOCTHBIE /WL CHUCTeMATHYeCKH AaHA/JM3UPYIOT THCbMeHHble oOpaleHus TpakzaH,
cofep)Kallyecss B HUX IIpakTUYeCKWe 3amMeyaHus C LeJIbl0 CBOeBDEMEHHOI'O0 BbISIBIEHUS U
yCTpaHeHusl TPUYMH, IIOPOXKJAIOLIMX HapylleHue IpaB U OXpaHseMbIX 3aKOHOM HWHTEepecoB
rpaxjaH, 0000Ial0T TIpeJJio’KeHUs, TPUHKMMAKT Mepbl TI0 CHIWKEHMIO KOJMuecTBa »Kasoo,
YMEHBILIEHNIO TTOBTOPHBIX 00palljeHrii; BHOCSIT PYKOBOJCTBY TIPE€/JIOXKEHHSI TI0 COBEpIIeHCTBOBA-
HUIO paboThI.



