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OcHoeaHve: A NOATBEPKAAI 3TOT AOKYMEHT

AheKCa HOPOBHA oL o
I1OJI0KEHUE
0 pabore ¢ 06palmeHHIMH rPAKAAH B My HHUMOAALHOM
AOIIKROJILHOM 00pa30BaTe/IbHOM YUpexIeHUH AeTcKoM cagy Ne 25
Hacrosiuee  nonmoxenwe cocraBnmeno ma ocmose I OCYJapCTBEHHOH  CUCTEMbI
AOKYMCHTAIMOHHOrO obecneyeHus yrpaBieHust 1 THIOBO HUHCTPYKIUH 110 [€/I0NPOU3BOACTBY
B MunucrepctBe  obpasopanus  Poccuiickoi Denepaunn. Ilonoxenne onpenenser u
PEIIAMEHTHPYCT — OpraHM3alMio paboThl ¢ OOpAalleHHSMHM TpaxkiaH M  HX npuema B
MYHHLHITATLHOM JIOUIKOJIBHOM obpazoBarenbHOM YUPCIKIACHUH
Aerckom cany Ne 25, npasuna peructpanuu, yueTa ¥ KOHTPOJIS 32 WX HMCIIONHEHHEM, TOPAIOK
OTYETHOCTH O  paboTe ¢ MOMCBMAMM  TIpaKIaH. OGpaiennst rpaxzaaH IMOCTYNalOT
B BUIC [IPENNIOMCHHH, 3asBIECHUAN U Ka100.
Hpennoxenne - o6pamenue IpaXkJlaH, HalpaBIICHHOE Ha YJy4lleHHE JESATEbHOCTH

00PA30BATENLHOIO YupexaeHus.

3ausaennce - obpatieHue B Leasx PCAIH3ALUH [IPaB K 3aKOHHBIX HHTEPECOB IPaKIaH.

Kanoba - obpaiieHue ¢ TpeGOBaHUEM O BOCCTAHOBIEHHH NPaB M 3aKOHHMIX HHTEPECOB
PP@IJIall, HApYUIEHHbIX ICHCTBUAMMU JTUOO PEIIEHUSMH AOKHOCTHBIX JIHLL,

[. O6mue nonoxenus.

I.1. Bee nocrynatomue B Hetckuii can obpammenus TpaXkJaH U JOKYMEHTBI, CBA3AHHBIE C
HX PACCMOTPCHUEM. TIPHHHMAIOTCS M YYWTHIBAIOTCS paGOTHUKOM, OTBETCTBEHHBIM 3a
ACNIONPOU3BOACTBO. B ICHD UX MOCTYIICHHSL.

[ipu srom:

- NPOBEPACTCs IPABHIILHOCTD COAEPKAHUS KOPPECTIOHIEH[HHM

- BCKpBIBAIOTCS KOHBEPTHL, NPOBEPAETCS HAIMYME B HUX JOKYMEHTOB (pazopBaHHblIe .
AOKYMEHTDI OJIKIEHBAIOTCS ). KOHBEPTBI [OAKAJIBIBAKOTCA H COXPAHSIOTCS C obpalleHHAMH;

* HMOCTYIIMBWIHC  NOKYMEHTHI MPUKPEIUIIOTCS K TeKCTy obpameHus (B ciyyae
VOHAPYARCHHS OTCYTCTBHS TIPHIOKEHHS HIM TEKCTa JIENIaeTCs OTMETKA).

I.2. CnyseSuble nucbMa, TO ecThb AOKYMEHTbI Ha O(QUUHAIBHBIX OJaHKAX WM MMEIOLIHE
HITAMIT ypeAcienns (OpraHM3alliK, MPeHpHUATHs), HaIpaBIsSIOTCs pykosoautemo Jlerckoro
caja.

[.3. Ionydennble noMHEMKY JOKYMEHTOB, a TakKK€ LEHHble OyMard M [EHbIU
BOBBPALAIOTCS IPaKaaHaM Mo aKTy.

I.4. [Tueuma. npucnanueie He no aJpecy, BO3BPAIlAIOTCA Ha MIOYTY HEBCKPBITBIMHU.

.2, Pykosoautens 3HakOMHTCST ¢ CONCPIKAHMEM MHUCEM, MHIUET HA HHUX PE3OMIOLMH.
BIJHOHAIOIHE  KpATKOE  M3/105KEHHE  Bompoca  (BOMPOCOB), YKasaHHs HMCHOJHHTENSAM I10
Xapaxkrepy. nopsaky W cpokam pacemoTpenus. Ocoboe BHMMaHUe yaensercs obpallleHusM. a
TAIGKC HHCLMaM O Hey10BJIETBOPUTENIEHOM PACCMOTPEHHH NpeAbIAyIIMX 3asgBIEHUMH.

[.6. Paborthuk, orsercTBeHHbIH 32 ACIONPOM3BOACTBO, PEIHCTPUPYET HCHMA TPAXIAAH B
RYPHAIUX PErHCTpaLmy.

Perucrpauuotinpiit (BXOASIIMH) HOMED COCTOUT U3 IIOPSIIKOBOTO HOMEpA ITOCTYMHUBUIEN'O
obpatenus. Perucrpanuosupii HOMED H J1aTa MOCTYIICHUS IPOCTABIIAIOTCS B 1PABOM HHKHEM
YUAY HepBOH CTpaHHULbl THCHMA.

Ecm nuebmo nepecnano, to YKA3bIBAaCTCSl, OTKYJa OHO MOCTYIHIIO (OT aAMHUHUCTPALIMH,
UPralia MeCTHOrO CaMOyINpaBJieHHsl, BBILIECTOSIIEH OpraHu3allMid U T. [.), IPOCTaBAIOTCS €ro
ACXGIALA HOMED W 1aT4, BHOCHTCS KpaTKoe COACpKaHUe MUChMa; IENIaloTCs OTMETKH O (hopme

H CPOKC HCHONHEHHS.



Ecny 3asBuTenb MpHcian HECKONBKO NHMCEM, HO MO PasHBIM BONPOCAM, TO KAXKIOMY
[TMCbMY MPHCBANBACTCS OTIEIBHbIM PErHCTPALHOHHBIN HOMED.

Ec/ii n0CTynuio HeCKONbKO MHCEM OHOTO M TOTO e COAEPIKAHHS U OTHOTO aBTOoOpa, TO
PETHCTPAlMOHHbIH HOMED TIPUCBAUBAETCA OMH.

1.7. IloBTopHbiv o6pallieH|sM rpaxaan IpH HX MOCTYILICHHH [IPUCBAUBAECTCA OYEPEIHOM
pernerpaunonHbiid Homep. Ha obpallieHuH nestaeTcs OTMETKA «IIOBTOPHO» MJIM «MHOTOKPATHOY.

[TOBTOPHLIMM CUMTAIOTCS OOpALIEHUs, TOCTYIMBILIHE OT OJHOIO W TOLO KE JIMNA MO
OAHOMY H TOMY K€ BOIIPOCY, €CJIM CO BPEMEHM TI0JA4U IIEPBOTO UCTEK CPOK PACCMOTPEHHUS MITH
34SIBUTEIIb HE YJIOBJIETBOPEH JAHHBIM €MY OTBETOM.

[losTOpHBIE nHCbMa. Kak mpaBUIO, CTaBsTCH Ha KOHTposb. [lpu pabore ¢ Humu
NoAOMpPaIOTCs UMEIOILUECH JOKYMEHTBI 10 OOPAIEHUSIM JaHHOTO 3aBUTENS.

[.8. IucbMa OIHOro M TOro XKe JIUNa U 110 OQHOMY M TOMY K€ BOIPOCY, NOCTYNUBILUHE 10
MCTCUCHHUSE CPOKA PaCCMOTPEHUSI, CUMTAIOTCA MEPBUYHBIMH. He CUHTAIOTCA MOBTOPHBIMHU MHCHMA
OITHOTO H TOI0 K€ ABTOPA. HO M0 Pa3HbIM BOIIPOCAM.

1.9. Ilpu perucrpannu nucema paGOTHHK, OTBETCTBEHHBIH 3a [I€I0NPOU3BOLCTBO, AENAET
Konuio obpaieHus. OpUruHa MOAIIMBACTCS B €0, a KOMHs MepeaeTcsl HCIIOIHUTENIO IS
paboThbl ¢ THCBMOM H IIOArOTOBKH OTBETA.

2. PacemoTpenne obpamenuii rpasxaaH.

2.1. Iucoma rpaskaat nocie o6paboTKM H perucTpaLuu MEepeNaloTCst Ha UCTIOHEHUE
paborHukam JleTckoro cana, Korua TpeGyeTcs pelieHre pyKOBOACTBA - PYKOBOJUTEINIO
Jletckoro cana.

2.2. JIo/DKHOCTHBIE MHIIA MPpH paCCMOTPEHUH NPEITOKECHHUH, 3aaBJICHHUN 1 Ka100
00s13aHbI:

- BHHMATENbHO pa3’obpaThCs B MX CyLIECTBE, B Cilyyae HEOOXOAMMOCTH HCTpeGOBaTh
HY#HbIC JIOKYMCHTDLL. HalpaBIsTh pabOTHUKOB Ha MECTa JAJsS NPOBEPKH, NMPUHMMATHL ApYrue
MEPb! 115t OOBEKTHBHOIO pa3pelieHHs BOMPOCa;

- [IPUHUMATb OOOCHOBAHHBIE DELIEHHs [0 OOpalleHUsM, OOecledYnBaTh KOHTPONb 3a
CBOCBPEMEHHBIM H MPABUJIbHBIM HCIIOJIHEHUEM 3THX PEIICHUN;

- co06LATh rpaX1aHaM, KaK IIPABAJIO, B IMCBMEHHOH (OpMe O PElLIEHUSIK, IPHHSTHIX 0
HX 00paLCHUsIM, C HEOOXOIMMbIM OGOCHOBAHHEM.

2.3, OrBeThl Ha oOpalieHUs rpaxKJiaH JaroT HMCIOJHUTENIH 33 HNOANUCHIO PYKOBOAMTENS
Hetckoro cana. O xapakrepe m opme oTera coobiaercs pabOTHHKY, OTBETCTBEHHOMY 3a
ACJIONPOH3BOACTBO, KOTOPBIH JI€Ja€T OTMETKY Ha 0OpallleHHH.

2.4. Ilucbma. BepHyBLUHeCs K pabGOTHHKY, OTBETCTBEHHOMY 3a JEJIONPOU3BOJICTBO, KakK
OWHOOUHO HANPABIEHHbBIE HITH He THIATENBHO UCIIOIHEHHEIE, BO3BpalllatOTCsl UCIOJHUTEISIM Ha
JOpaboTKy.

2.5. Tucema, GeccMbIClieHHBIE 110 COACPXKAHHUIO, a TaKXKe HEKOPPEKTHbIE IO TOHY,
noAOMPAIOTC: B CHIEUUAIbHYIO NIANKY ¥ HE PACCMATPHBAIOTCS.

2.6. Obpainenus rpaxcan 6€3 NOAMHCH H YKa3aHUs baMMIMu, HE COIepXKAILUe NaHHBIX O
MECTE HX JKUTEbCTBA, PAOOTHI MM y4eOBl, IPU3HAIOTCS AHOHHMHBIMH.

AROHHMHbIE IMCbMA, KAK IPABKJIO, HE PACCMATPHBAIOTCSL.

2.7, [lpennokerus. 3asBneHus W Kaio6bl IpayKJaH pacCMaTpUBalOTCS B CIEAYHOIIHE
CPOKH:

- HOUICHKALIMC HATIPABICHUIO B APYIME OPraHu3alliy | YUPEXKIEHUs - B TEUEHHE 5 AHEN;

- TpedyioiHe HHOPMAIMK U KOHCYIbTALME - 10 15 nHeilf;



- Tpedylolune MPOBEPKH, H3YYeHHs U NPUHATHA Mep - 10 [ mecsaua. Cpoku HCoNHEHHs
MIMCEM HCUHCIAIOTCA CO JIHS MOCTYIIEHUS HX B JleTcKHuii ca.

2.8. B Ttex CllyHdasx, Korja Juis paspeleHHs 3asBICHHS WIH KOG HeobXoauMo
HOTIOJIHHTEIILHOC H3YYEHHE, CPOKH MX PaCCMOTPEHUA MOTYT OBITH B MOPSAKE HCKIIOYEHHS
MpoAneHbl pykoBoauTenem JleTckoro caja, HO He DoJee, YeM Ha OJIMH MECSIL. C COOBLICHHEM 06
9TOM JIMLlY, [OAABLIEMY 3asBJCHUE HITH KanoOy, MM OpraHH3alMu, nepeciasuiell B Hetckuit
Caz NUCbMO IrpayXAaHHUHA.

2.9. Cpoku uCHOJIHeHUS THCeM I'paxJiaH, N0 KOTOPBIM HEOOXOHMA MOIrOTOBKA OTBETOB B
BLILUCCTOSILUKE OpraHbl. MPOATEBAIOTCA TONBKO IIOC/IE COTJIACOBAHMS C HHAMH, ¢ cooOuIeHHeM 06
ITOM dBTOPY NUChLMa.

3. Kourpoas nan pa6oroii ¢ 00pameHHAMM rpaskaaH.

3.1, Hcnonnenue obpaweHuit rpaxnan KOHTPOJIMPYETCsSl ¢ LENbI0 YCTPaHEHHUS
fieflocTatkos B pabote JIeTckoro cana; oKasaHHs MOMOIM 3aSBHTENSM B YAOBIIETBOPEHHH HX
3AKOHHBIX MPOCKO WM BOCCTAHOBJICHHH HApYIICHHBIX NpaB; BBICHEHHMS MPUHHUMABIINXCS
paHee Mep 110 oOpallleHUsIM rpaXaaH Wiy [IOJydeHHUsl CIPAaBOK IO BONIPOCAM, C KOTOPBIMH OHH
oOpatuaiores HCOZHOKPATHO:  IOJNyYEHUs] MaTepualioB Ul aHalusa obpauieHuil  u
HHpOpMaLMK. a Takoke oGecreyeHus PacCMOTPEHHS MX B CPOKH, NPABHJILHOTO M IOJHOIO
PACEMOTPCHIS CONEPIKALUMXCS B HUX BOIIPOCOB.

3.2. Tlopsinok noCTaHOBKY MHCEM Ha KOHTPOJIb ONPENETISIOT PYKOBOAUTEIb yUPEKACHHUS H
HEMOCPEACTBEHHO HCIOIHATENh(H).

Hocrynusuive B Herckuii can nucema rpaxkjaH, TpeOYIOMIUX COOOIIUTE pPE3yNbTaThI UX
PACCMOTPCHHA. CTABATCS Ha KOHTPOJIb.

3.3. Kourpons ocyiectsasior pabOTHUKH, OTBETCTBEHHbIE 3a ZeNIONPOU3BOACTRO.

3.4. X0 ¥ cpOKH HCMONHEHHUs NPENIOXKEHUH, 3asBNICHUH H 5kallob (HAITOMUHAHHUS
HCIIOJTHUTENAM. OPOPMIICHHE pa3peluenus Ha NPOJJIEHNE CPOKa, JOKJIaA PyKOBOACTBY O
pe3yibTaTax paccCMOTPEHUS U
T.11.) QUKCUPYIOTCS MUCHLMEHHO U NIPUKPETIAIOTCA K 00paIIEeHHIO.

3.5, Mcnonuutenu nucem TpaXclaH TINATE/IHO AHATHU3HPYIOT JOKYMEHTbI, MOTyYEHHbIE
HO PE3yNLTaTaM MPOBEPKHM K06, NENAIOT 3aKITIOYEHHE O KauecTBe U MOJIHOTE OTBETOB HA BCE
IOCTABJICHHBIE B HHX BONPOCHL, B Clydae HEOGXOMUMOCTH 3alIpalIHBAlOT JOMNOJHHTENbHYIO
HHDOPMALMIO H BHOCAT MPEIOKEHHS PYKOBOJHUTENMIO JIETCKOTO Cajia M0 COBEPLICHCTBOBAHMIO
YTIpaBACHHS.

3.6. Kourpons 34BCPILACTCS  TOJNBKO IOCNE BBIHECEHHS DEIlEHHS H MPUHATHS
HCACPIBIBAIOLIHX MEp N0 Pa3peILeHHIO TIPEaTOKEHH, KaJioObl, 3asiBiieHus. Pelenye o cHATUH
¢ KOHTpOJIs 0Opallenuii IPHHUMAET PYKOBOHTE b Hetckoro cana. [1peanoxenus. 3asBaeHus u
KAJI00BI Ipaskiian cuMTaroTes PA3pCLICHHBIMH, €CJIH PAacCMOTPEHbI BCE IIOCTABJIEHHBIE B HHX
BOTPOCLL, 110 HUM NPUHATBI HEOOXOIUMBIE MepbI, HaHb] HCYEPIBIBAIOIUE OTBETHI.

3.7. Opranuzauus KOHTPOJIS, 06ECIIEYHBAIOLIETO CBOEBPEMEHHOE, MPABUJIBHOE U I10JIHOE
PACCMOTPEHHE 1HCEM M HCTIONIHEHUE pelleHHi, IPUHATBIX 1O MPENJIOKEHUAM, 3asBICHHUSIM H
Aanobam rpaskian, Bo3naraercs Ha paboTHHKa, OTBETCTBEHHOTrO 3a JEN0HPOU3BOJICTRBO.

4. lIpuem rpaxaan.

4.1. Paboty 1o opranuzaiuu [pHEMa TpaXkJaH NPOBOAMT pabOTHHUK, OTBETCTBEHHBIN 3a
ACJIONPOU3BOACTBO.

4.2 Hpuem nocerureneit pyKkoBoauTeneM JleTckoro caia ocymiecTBisSeTcs 0o rpaduky
KUKZEYio epeny ¢ 10.00 go 19.00



PaGotnuk. oreercrsenmblil 3a memonpomsBoacTBO, HaeT rpaxKJjaHaM pasbsSICHEHHUS IO
MOHAMAEMbLIM ~ BONIpOCAM, NPHHAMACT Mephl 110 HMCHOJIHEHUWIO HMX Mpockd, B Ciydae
HEOOXOAMMOCTH  TIpUIJIAlIaeT paGOTHUKOB-CIIEHATHCTOB IS peLIeHUsT BOMPOCOR B 3a-
BHCUMOCTH OT HX CTICLHU(PUKH.

5. Oprauusauns aeJonpon3BoacTBA.

5.1. lenonpon3BoAcTBO 10 MpeUTOKEHHSM, 3asBICHHAM H  Kalob6am rpaxxiaH
OCYLUECTBISETCS PAOOTHUKOM, OTBETCTBEHHBIM 3@ J€JIOMPOU3BO/ICTERO.

5.2, llpenoxkenns, 3asBiaeHUs! U KaTo6bI rpaxkjaH, KOIHH OTBETOB HA HUX U IOKYMEHTEI,
CBA3AHHLIC C MX paspeiieHreM, (QOPMHPYIOTCS B JAela B COOTBETCTBHM C YTBEPKIEHHOMH
HOMCHKJIATYPOil. JIOKYMEHTBI B 3THX Jelax paclonaratorcs B XPOHOJIOTHYECKOM MOPSIIKE.
Kaxioe npennoxenue. 3assnenne u xanoba u Bee JOKYMEHTEI TI0 HX PacCMOTPEHHIO H
PA3PELICHUIO COCTABIISIOT B JIeIe CAMOCTOATEINBHYIO IPymily. B ciyuae nosyueHus MIOBTOPHOTO
NPCIIONCHUA,  3ajBICHUS, KAIOOBl MM TOSBICHUS JONOJHUTENBHEIX JIOKYMEHTOB -
[TO/ILIMBAIOTCS K TaHHOM IPyTIIe JOKYMEHTOB.

lpu dopmunposanun nen mposepsercs NPaBHJILHOCTH HAIIpABIICHUS JOKYMEHTOB B JEJIO.
Henpapuibio odopmieHibie 1okyMenTs HoAmHMBATE B e 3arpeLaeTcs.

5.2 [leaa ¢ matepuanamu nepenuckd (MHCbMEHHbBIC oOpalieHHs, OTBEThbI, HH(POpPMALIKS
00pasoBaATENLHOIO yUPEH/IEH s | Ip.) XPaHATCH B TEKYILEM AEJOMPOU3BOJCTEE.

5.4. XpaHenne jgen ¢ NPENIOKEHUAMH, 3asiBAEHUSAMU M JKkajJobaMH rpaxiaad H
AOKYMEHTAMH 110 UX UCIIOJIHEHHIO OCYILIECTBIIAETCS B CHPABOYHBIX U APYTHX LEJISX.

5.5. Tlpu yxoze B oTnycK, oTbe3ue B KOMaHJUPOBKY HJIM YBOJIbHEHUH pabOTHHUK 00s3aH
fICpESaTh 10 yKasaHWIO PYKOBOAMTENS BCE HAXOMALIMECH y HEr0 HA UCHOJHEHHH MHCbMA
Fpazpan apyromy pabOTHHMKY, ¢ TeM YTOOBI ObUIM IPHHATHI MEPBI K HX CBOEBPEMEHHOMY
Pa3peilieHuIo.

5.0. BHOBb NpHHSATEIE paGOTHUKM 06S3aHbI 03HAKOMHTHCS C HACTOSIIEH HucTpykuueii.

5.7.Cpok XpaueHMsl 3aABIEHHS, TPEIUIOKCHUS MM JKATOObI rpaxJaH ¥ JOKYMEHTOB,
CBS3dHHDIX C MX PACCMOTPEHHEM U pa3pelleHHeM - [ISTh JeT.

1o ucrevenun ycranosnensoro cpoka XpaHEeHHs] JIOKYMEHTBI MO HPEIJIOKECHHUSIM.
BUIBACILGIM HKaNobaM IrpakIaH MOTEXAT YHHYTOKEHHIO B TOPSAKE, YCTAHABIMBAEMOM
Wencpaibuoit apxusHoii cnyx6oii Poccun.

5.8. Jluunas OTBETCTBEHHOCTH 3a COCTOSHHME JCTONMPOU3BOACTBA IO TNPE/UTOKEHHUSM,
BAABJICHAAM W KanobaM rpaxaaH U COXPAHHOCTh JOKYMEHTOB BO3JAraeTCs Ha PYKOBOAMTENS
Jletckoro cana.

6. Anaaus paborni ¢ [IPEAN0KEHHAMM, 3asiBJEHHAMH H 2KaJI00aMH rpask/iaH.

4.3, JIOIKHOCTHBIE  JTMLA CHCTEMATHYECKH AHAIM3HPYIOT IIMCbMEHHbIE oOpalleHus
Fpasiali. COLCPIKALMECH B HUX TIPAKTHYECKHE 3aMEYaHMUs! C IIE/IbIO CBOEBPEMEHHOTO BhISBICHHS
H YCTpaneHus [PHUMH, NOPOXIAIOMKX HApylIEHHE MPaB W OXPAHSEMBIX 3aKOHOM HHTEPECOB
Fpaknan. 000OLIAIOT MpPEUIoKEHUs., IPUHUMAIOT Mephl [0 CHIDKEHMIO KOJIHYECTBA KANob.
YMCHBIICHHIO  NOBTOPHBIX ~ OOpallleHHH;  BHOCAT ~ PYKOBOACTBY  INIPEJIONKEHHS [0
COBEPLICHCTBOBAHMIO PAOOTHI.
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