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1.1. Hacrosmee monoxenue pa3pabOTaHO B COOTBETCTBHM C IEPEYHEM JAEHCTBYIOMIMX HOPMATHBHO-
[PaBOBbIX JOKYMEHTOB, PErJIAMEHTHPYET Ipasuiia paboThl ¢ OCTYNAIOIIMMK O0PAIEHUAMH PKAAH B
ob6yuaromem nentpe UIT KAUTAHOBCKOU M.A. nanee Oprarusaius).

1.2. Opranunsanus paboTHI ¢ MMCBMEHHBIMA ¥ YCTHBIME OOPAIIeHHAME IPAKIaH NOJDKHA 00ecrievnBarTh
HeOoOXOQVMBIE YCIOBHS MJIsI OCYINECTBICHMS IPENOCTABIEHHOIO W TapaHTHPOBAHHOIO TIpaKJaHaM

KorctuTynmeit P® npasa o6pamaTses ¢ IpeiIoKeHUIME, 3asBICHUAME M XKajlo0aMu B MHMCHMEHHOU U
yCTHOH hopme.

1.3. PaccrnenoBasre HapyLIeHHS HOPM IPO(ECCHOHATLHOrO TTOBENCHHS MEJaroTHIECKMM PabOTHHKOM
MO2KeT OBITh IPOBEIEHO TOJIBKO IO IOCTYNAIOIIEH Ha Hero katobe, IOTaHHOH B THCHMEHHOU Gopme.

1.4. OGpammenys rpakian MOCTYIaloT B BU/Ie MPEIIOKEHHUHN, 3aBIeHIH] 1 jKajo0.

Hpeonoxcenue — obparmenne rpaxiaH, HAPpaBIeHHOE Ha YIydIIEHHE JEATENbHOCTH 00pa30BaTeIbHOr0
VUPESKICHUS U T.1.

3aaenenue — obOpalicHNUE B NENIX peAIM3alliy [IpaB ¥ 3aKOHHBIX UHTEPECOB IPAXKIaH.

Kanoba — obpamenue ¢ TpeboBaHWEM O BOCCTAHOBJICHWH IPaB W 3aKOHHBIX WHTEPECOB TpaXXNaH,
HApYUICHHBIX JeHCTBHAME JHOO pENIeHHAMH TIOCYJapCTBCHHBIX OpPraHoB, IOJDKHOCTHBIX JIHI,
OOIIECTBEHHBIX JIUL ¥ OOIIECTBEHHBIX OpraHu3almi.

IToBTOpHBIME CUHMTAIOTCSA OOpaleHus, HOCTYIUBIIKE OT OJHOTO U TOrO K€ JIHIa IO OXHOMY H TOMY XKe
BOTIPOCY, €CJIM CO BPEMEHH I10/Ia9H IIEPBOI'0 UCTEK CPOK PACCMOTPEHMS UM 3asBUTEIL HE YIOBJICTBOPCH

JAHHBIM €MY OTBETOM.

ITuceMa 0IHOTO M TOTrO JKE JIMIa U IO OQHOMY M TOMY JK€ BONIPOCY, INOCTYIHUBIINC JO HCTCUCHUA CpOKa
pacCMOTpPECHHUA, CUUTAIOTCA IEPBUIHBIMUA.

He cumratotcs HOBTOPHBIMH MAChMA OLHOTO ¥ TOTO XK€ aBTOpa, HO II0 Pa3HbIM BOIIPOCAM.

AHOHUMHBIMH CUHUTAOTCS ITHCHMa TpaxKiaaH 0e3 MOoAIUCH U YKaszaHust (baMHJTHPI, HE comepxaine JaHHbIX
0 MECTE HX JXHUTCIIBCTBA, pa6OTI)I HiIHA yT'Ie6}':>I.

o5 Opranmaunﬂ JeJIONMPOU3BOACTBA

2.1. Oprasmzanus paboThl C THCHMAMHU M YCTHEIME OOpaIeHIAME IPakIaH Jo/DKHa obecednBaTh
H€O6XOI[PIMBIC YCIIOBUS IJId OCYHIECTBIICHU A IpeacTaBJICHHOTO H rapanTUpPOBaHHOTO IrpaxXaaHnaM



Koncrurynue# PO npasa o6paiiaTsest ¢ IpeUI0KEHAIMY, 3asBICHUAMH U Kajo0aMu B MMCBMEHHOH U
ycTHOH (opme.

2.2. OTBETCTBEHHOCTh 3a OPraHM3AMIO M COCTOSHHE IEJOMPOU3BOACTBA IO MHUCBMaM M YCTHBIM
oOpalleH M TPaXKIaH BO3IaracTes Ha pykosoautend Opranu3amum.

2.3 I[eHOHpOI/IBBO,Z[CTBO II0 O6paHICHYI5IM TpaXOaH BEOeTCd OTACIABHO OT JpYyruxX BHAOB
JOEIOTTPOU3BOJICTBA OpI‘aHI/ISaLU/H/I.

2.4. TlpuHsATHE DELIEHUS MO PACCMOTPEHHIO NHCEM M YCTHBIX OOpamieHHil rpaXaaH OCYyHIECTBIACTCA
pykoBoguTesieM OpraHu3alyy.

2.5. HemocpencTBeHHOE WCIONHEHHE MOPYYEHHH IO IHChbMaM H YCTHBIM OOpallieHHsM TpaxknaH
OCYIIECTBIIAETCSA OTBETCTBEHHBIMHU paboTHuKaMu Opranu3anum.

3. Ilpuem u perucrpanus MUceM rpaskIaH

3.1. Bce moctymaromue B Opranu3aniio o0paiieHnst FpaxIaH TPHHEAMAIOTCS B 0QOPMIISIOTCS B IEHB UX
MOCTYTICHHS.

3.2. Tocrynaromue o0parmieHus ¢ KOMUAMH JOKyMEHTOB (HAIpuMep, KOMHH aTTecTaToB, NMILIOMOB,
TPYIOBBIX KHIKEK U JP.) IPUKPEIIIIOTCS K TEKCTY oOpauienus. [lomydeHHbIe TONTHHHUKN JOKYMEHTOB,
[IeHHbIe OyMary BO3BPAIAIOTCS IPaXJjaHaM II0 aKTy.

3.3. Ob6paiuenus rpaxiaH, KONMM OTBETOB Ha HMX U JOKYMEHTbI, CBSI3aHHbIE C MX DPa3pELICHHMEM,
(opmMupyIOTCS B [Iea B COOTBETCTBHUH C YTBEPKIECHHOH HOMEHKIIATY POM.

3.4. ITocTynuBIITEe MHUCHMA TPAXAaH PETHCTPUPYIOTCS B PETMCTPAIIMOHHO - KOHTPOJIBHBIX KapTOUKax 1
KypHane ydera. PermCTpallMOHHBIA INTaMII HPOCTABIAETCS Ha JIAIEBOM CTOPOHE IEPBOrO JHMCTa C
yKa3aHWeM pEervcTpPaluoOHHOTO0 HOMepa, JaThl PErncTpalvid ¥ KOHTPOJIBHOIO CpOKa HUCHONHEHHS.
PerucTpanyoOHHBI (BXONIIAM) HOMEpP NHChMa COCTOMT M3 MOPSIKOBOTO HOMEpa IOCTYIHBIIETO
obpalieHus B peJieNiaX KaleHIapHoTro roa i HHeKca Jiena o HoMeHKiatype. Eciu 3asdBHTeNb NpucIal
HECKONIBKO [HMCeM, HO IO pasHBIM BOMpPOCaM, TO Ha KaKIOe IMCBMO MPOCTaBISIETCS CBOM
PETHCTPAIMOHHEINA HOMep. ECiu mUCBMO IIepeciaHo, To B KypHaie (B rpade NpHMeEYaHHE) yKa3biBacT
OTKy/a OHO TOCTYHHIO. [IOBTOPHBIE TMCHMA CTaBSITCS Ha KOHTPONb. IIpu paboTe ¢ HUME I10AOHPArOTCA
HMeIOoIHecs JOKYMEHTHI M0 OOpalleHus M TAaHHOTO 3asBHTENL. B KypHane ydueTa M PErHCTPalHMOHHO -
KOHTPOJIbHBIX KapTO4YKax IIPOCTaBJIACT Ne KOJA TEeMbl IHUCbMa B COOTBETCTBHHM C NPUMEPHBIM
xiaccubukaTopoM. ECIM B OJHOM IHCBME CONEPXKHICS HECKONBKO TEM, TO KaKIOH IIPHCBAMBAIOT
0003Ha4YeHHUE 10 KJIACCH(PHKATOPY .

3.5. Tlocne permcTpamuu OOpalieHus HANpaBILIOTCs pyKoBomuTemo OpraHusamuu Uit O(pOpMICHHI
PE30JIOIWH € YKa3aHWEM HCITOJIHUTENS, TIOPSIIKA B CPOKOB HCTIOTHEHHS.

4. PaccmoTpenne NHMCHMEHHbBIX 00palIeH il rPaxIaH

4.1. TIucbMa rpaxiad, nocjie perucrpanuu u odOpMICHHS PE30oLuK pyKosourenem OpraHu3anuu
TEpeIaroTCA Ha MCTIONHEHAE KOHKPETHOMY HCIIOHUTENIO O/ «POCIIACEY B YUCTHOM JOKYMEHTAIIUH.

4.2. TIucpma TpakaaH, TPeOYIOLHe IPOBEPKH H3N0XKEHHBIX (PAKTOB, pacCMaTPHBAIOTCA NOIDKHOCTHBIMU
JUIAME B CPOK JI0 OJHOTO MecsIa cO AHS UX PeriCTpalyH; He TPeOyroiiie NOTOIHUTENBHOTO U3y ICHIU
W TIpOBEPKW He - mo3fHee 15 mHe#. B OTAENbHBIX Ciydasx CPOK PAcCMOTPEHHS MHChbMa MOXCT OBITH
HpOJUIeH, HO He OoJiee YeM Ha OIMH MECHI], O YeM HCIIOTHUTENb YBEIOMILIET 3adBATCIIA.

He nomyckaeTcs HampaBeHHWE MHCEM IPaXJaH HAa paccMOTpeHHe pabOTHHKAM, AEMCTBHA KOTOPBIX
00KaIyIOTCA.



B compoBomuTebHOM MHCBME 0053aTE€NbHO YKa3plBAeTCsS IOPANOK OTBETa 3aABHTENIO, & IIPH
HEOOXOMMMOCTH - ¥ OpraHuM3aliy (YUpexKICHHUI0), B KOTOPYIO HalpapiseTcs HaHHoe obOpamenue. IIpn
3TOM OTBET Ha 00OpaIllCHUE CTaBUTCA UCIIONHUTEIEM «HA KOHTPOIIDY.

AHOHHMHBIE ITUCHEMA, KaK IIpaBUJio, HE pacCMaTPUBaAOTCS.

ITucbMa, OecCMBICIEHHBIE IO COAEPIKAHUIO, a TaKKe HEKOPPeKTHBe 10 (opme, HonOHparoTcs B
CTICIHATIFHYIO TIATIKY U He PacCMaTpHUBAIOTCA.

4.3. OtBeTnl Ha o6pameﬂu51 rpaXxaaH IIOATrOTaBIMBAOT HUCHOJIHUTEIH 3a HOAIIMCBIO PYKOBOOUTEIIA
Oprasu3anuy.

OTBeTHl HA MHCHMA, HAMpPABISIEMBIE B BBIMIECTOSIINE OPraHM3AMH M JeIyTaraM, O(QOpMIAIOTCS B
0053aTeIHHOM HNOPSIIKE, 33 IOANUCHIO pyKoBoauTens OpraHu3aiyy.

4.4. JTOIKHOCTHBIE JIMLA IPH PACCMOTPEHHH 00pallie Ui rpaxaan 0043aHbl:

* BHUMATEILHO IPOAHANU3HPOBATh H3JI0KEHHBIE IPOOIeME!, B cIydae HEOOXOIMMOCTH CHENaTh 3ampoc
TpeOyeMBIX JOKYMEHTOB WIJIM IIPOM3BECTH BHIE3N Ha MECTO [ INpOBepKH (aKkToB, a TaKKe
OpeANPUHIMATE PYTHe MepHl 171 00bEKTUBHOTO Pa3peIeHMs BOIPOCa;

° IIpUHUMAaTh 0060CHOBaHHBIE perieHus 1o O6paHI€-HI/IHM, obecrieurnBaTh CBOCBPEMECHHOC U TIPaBUIIBHOC
HUCIIOJIHCHHUC 3THX pemeHHﬁ.

4.5. Tlo pe3ynbTaTaM pacCMOTPEHHSA BOIIPOCOB COLEpKAIIUXCA B NHCBMax T'paxHaH, HUCIIOJHHUTCIIb
TIOATOTaBIMBACT OTBET 3aABUTECIITO.

Ilpx coCTaBIEHHMH OTBETA O PE3YNbTATAX PACCMOTPEHMS MTHCHMa JOJDKHBI COOMIONATHCS CIEAYIOIie
TpeOoBaHUS:

® KpaTKO HU3JIOXKHUTDH, KaKasd pa60Ta OnLIa IIPpOBEACHA IJIA IIPOBEPKH (I)aKTOB, H3JIOXKCHHBIX B O6paHlCHHI/I;

e eClld B IKHCHME 3ASBHUTENS COAEPIKHTCS HECKOJBKO BOIPOCOB, TO OTBET HAHO HaTh Pa3NENbHO IO
KaXKOMy PacCMOTPEHHOMY BOIIPOCY;

* COOOIINTH, OATBEPAMINACE JIH (HAKTHI, U3T0KEHHBIE B MUCHhME, KAKHE MEPHI IIPHHATHI 10 pe3yabTaTam
TIPOBEPKH.

4.6. OtBeTH O(bOpMJI}HOTCH Ha OlaHKax MHCEM H cojepkatr CIEOYIOUIWE DEKBU3HUTHL: aIpecar, TCKCT,
(I)aMPIJIHSI VCIIOJIHUTECII ¢ YKasaHueM €ro pa6oqero Teﬂe(bOHa, Jara UCIOJIHCHHA H HUCXOISIIIH HOMED
MNHChbMa IPOCTAaBJISICTCS MMOCJIE TOTO, KaK ITHChbMO HNOAIHCAaHO.

5. Kontpounb 3a pa6oToii nHchbMEeHHBIX 00palleHHid FPakaaH

5.1. TlopsgoK MOCTAHOBKM IHCEM HAa KOHTPONB ONpENENSoT pyKoBoautens OpraHusaiuu o
HETIOCPENCTBEHHO - HcronHuTeNb(¥). [InceMa rpaxaan, nepenpasieHHbe B APYyrHe OpraHHu3alud Wil
yupexnaeHus 1 TpeOyIomue COOOIEH s PE3YIbTaTOB X PACCMOTPEHHUS, CTaBATCA Ha KOHTPOJIb.

5.2. IlucpMma rpaxkaaH, IIOCTaBJICHHBIE Ha KOHTPOJIb, IIOMEYAOTCS OTMETKOM «KOHTpPOJib» B
PETHCTPALIMOHHO - KOHTPOJIBHBIX KapTOUKaX. O6pame}mﬁ TpaxaaH, KOTOPphiE Nar0TCA IPOMEKYTOTIHBIC
OTBETHI, C KOHTPOJII HE CHUMAIOTCA.

5.3. Opraumsanus KOHTPOJIS: XOI U CPOKH HCIOJNHEHHs OOpamleHuil TpaXAaH B PETHCTPAlOHHO -
KOHTPOJILHBEIX KApTOUKaX ¥ JKypHaje ydeTa BeJeT pyKoBoauTens Opranu3anuy.

5.4. Cpoxu WCIONHEHHWsS [HWCEM TpaXkiaH, II0 KOTOPHIM HEOOXOAMMa TOATOTOBKA OTBETOB B
BBIIECTOSIIME OPTaHbl, MPOJIEBAIOTCS TOJBKO IOCHE COTNacoBaHus ¢ HMMH. O MPOMICHUH CpPOKa
coob1maeTcs 3asgBUTEIIO.



W3menenne CPpOKa HCIIOJIHCHHUS ITPOU3BOAUTCA 3a6nar013peMeHHo JJAIOM, YCTaHOBUBIIIUM TOT CPOK, IPH
HaMuIud 00bEKTHBHBIX TIpUYrH, U3JI0OKCHHBIX B COOTBCTCTBy}OHleﬁ 3aIIMCKeE.

W3menenne CpOKa YKa3bIBACTCA Ha MNOKYMEHTE, a TaKiKe HU3MEHCHHsSI BHOCIATCA PETHCTPALHOHHO -
KOHTPOJIbHYIO KapTO4KY.

5.5. Kontpons 3aBepInaeTcsi TOIBKO MOCTE BEIHECEHHUS PEIICHUS ¥ MPUHSITHS UCUEPIIBIBAIOIIAX MEP IO
paspemieHuio obparieHud. PernieHne O CHATHH C KOHTPONS M 0OpaiieHuil MpHHHMAaeT PYKOBOIUTEIH
Opranuzanmu.

IImcema rpaxnaH CHUTAIOTCA PaspCIiCHHBIMU, CCJIM PAaCCMOTPCHBI BCC ITIOCTABJICHHBIE B HUX BOIIPOCHI U
JaHBbl OTBETHI 3aIBUTCIISAM.

5.6. OrtBetnl B BBIIECTOAINUE OpraHu3anvy, peaaKkiuu Ta3eT W IXYPHAJIOB NIOANHMCHIBAIOTCI
PYKOBOIOHUTEIIEM OpF aHUu3alr, B €10 OTCYTCTBHE 3aMECTUTEIIEM.

6. Ilpnem u paccMOTpeHNe YCTHBIX 00pamieHii rpakiaH

6.1. Ilpuem rpaxcnan B OpraHu3anuy MOXeET OCYILIECTBIATHCA KaK IO IPEIBAapUTENbHOMN 3alliCH, TaK U
6e3 Hee.

PyxoBogurtenns Opranusanun Beet NpHeM:
noHexe bLHHK, cpeaa ¢ 10.00 o 12.00.
B ero oTcyTcTBHE IpUEM OCYINECTBISET €r0 3aMECTUTEIIH.

6.2. TlpreM moceTuTenae! PETUCTPUPYETCS B )KypHAJIE IPUEMa IIOCETUTENEH.

7. O600menne ¥ AaHAJH3 MHCHMEHHBIX H YCTHBIX 00pamennii rpaxiaan

7.1. PyxoBomutens OpraHu3aliyl WIM [0 €ro NOPYYEHHIO APYIHe HOJDKHOCTHBIE JHIA HOJDKHBI
CHCTEMATHYECKH aHAIM3HPOBaTh M 0000IMATh NPeIJOKeHHs, 3asgBACHHUS, JKaJoObl TpaXkiad H
COZIEpIKaITHecs B HUX MPaKTHUECKHUE 3aMeUaHusl.

HEJII:Z CBOCBPEMCHHOE BBIABJIICHHE MW YCTPAHCHHUC IIPHYUHBI, Hopomaatomeﬁ HapyHmicHue Iipas
BaﬂBHTCHCﬁ, 3aliiTa HWHTEPECOB TIpaKJaH B COOTBEICTBHM C 3aKOHOHATC/IILCTBOM, a TaKXe
COBEPIIICHCTBOBAaHUE OpTaHI/BaLIPIOHHOﬁ K praBHGHT{GCKOﬁ OesTEIAPHOCTH B CHCTEME OpraHmaum/l.

7.2. OGobIienre 06paleH’# MOXKHO OCYIIIECTBIIATH 110 CIeAYIOell MPUMEPHON KIacCH(pUKAIAH:

- 110 afpecy obpallieHuH (B TOM YUCIIe TIOCTYNAONINX U3 BBILECTOSAIIUX OPraHoB);

- 110 THIIaM H BHIAM 00pa30BaTebHbBIX OpraHHU3aIHg;

- CKOJILKO HOJIyYEHO M PACCMOTPEHO KOJUIEKTHBHBIX, HHANBHIY AJTbHBIX, AHOHUMHBIX OOpalleHuH;
- II0 HaMpaBJIeHHsIM paboTHI (10 KiIaccu(uKkaTopy Tem).

[TpoBOmUTCS KONMYECTBEHHBI W KA4YEeCTBEHHBIH aHaiW3 BCeX HOCTYOMBHIMX OOpameHui c
XapaKTEPUCTUKOH (aKTOB, W3JIOJKEHHBIX 3asBUTEIIMH M yKa3aHHUEM pe3yIbTaToB: B YaCTHOCTH, Kakue
(haKThI TOATBEPAMIINCE IOJTHOCTHIO UIIH YaCTHUHO.

Ilo pesymsTaTam aHaimu3a IpeAcTaBiseTcs HHQoOpManus C KOHKPETHBIMH PEKOMEHIAIUSMH IO
COBEPINEHCTBOBAHUIO padOTHl B JaHHOM Bompoce. Matepuanbl oQOpMIsIOTCS B BHIE OOOOIICHHBIX
CBEJICHUH, TaOIUIl ¥ aHATUTHYIECKHUX CIIPABOK.

7.3. Amanutrueckas wHOOpPMALHS MO UTOraM paboThl ¢ OOpaIIECHHAMM TPaKAaH MOOATOTaBIMBACTCS
3a KaJI€HIapHbIA To.



8. ®opMupoBaHKe U XPaHeHHe eI IT0 MHCbMAaM M YCTHBIM 00pallleHHsAM [PaKIaH

8.1. Bce IMOCTYIIUBINHNE MUCbMa U YCTHBIC 06pameHm rpaxmaH IIOCJIE HUX pa3pemeHH;1 JOJDKHBI OBITE
BO3BpaAIliCHbI B y‘{€6HYPO 4acTh CO BCEMH OTHOCIUIMMUCA K HUM MaTepuajiaMu s I.[GHTp&HHBOBaHHOTO
yueTa # (POPMUPOBAHUS HEI.

@OpMI/IpOBaHHC U XpaHEHuEC OCI 110 O6paﬂleHH§IM TpaXnaH y UCIIOJIHHUTEII 3alIpeiacTCs.

8.2. ITuceMmeHHBIC OOpalneHus TpakIaH, KONMM OTBETOB Ha HUX M [OKYMEHTBI, CBS3aHHBIE C HX
paspelleHreM, a TakKe JOKYMEHTbI [0 JIMYHOMY IpHeMy Ipaxaad GOpMUPYIOTCs B [ieNa B COOTBETCTBUN
C YTBEpXK/IEHHOM HOMEHKIIATy PO’ JEl.

8.3. B mpomecce GopMupOBaHUS el MPOBEPAETCS TaKKe HPAaBHJIBHOCTH O(QOPMICHHUS IOKYMEHTOB
(monmmcH, naThl, HHIEKCHL, anpecarsl). HemoodopMieHHbIE WM HENPABAUIBHO O(GOPMICHHBIE
JOKYMEHTHI BO3BPALIAIOTCS HCMOTHUTENSAM Ha JOpaboTKy.

8.4. ITuceMa ¥ MaTepHANB! TI0 YCTHOMY PacCMOTPEHHIO OOpallleHui IpaXkaaH XpaHsaTcs MATh JIeT, [OCIe
Yero YHUUTOXKaIOTCS.

8.5. Ilo mcreueHun YCTaHOBJIEHHOI'O CPOKa XpAaHCHHS NOKYMEHTOB IIO IPEAJIOKCHHAIM, 3aABJICHUAM H
xanobam TpaxnaH COCTaBJICTCA 4aKT 06 ux YHUYTOXKCHUH, KOTOpI:U?I TIOAINHXCHIBACTCA YiICHAMU
BKCHepTHOﬁ KOMUCCHH U YTBEPXKAACTCA PYKOBOJUTEIIEM Opraﬁusaunﬂ.

9. 3akarouNTeNbLHbIE MOI0KEeHHUS

9.1. Hacrosiee IONOXKEHHE BCTYyIaeT B CHIY C NaTbl NPHHATHA W YTBEPXKICHHS PYKOBOIHTEIEM
o0pa3oBaTeNbHON OpraHu3alyy.



