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MONTOXXEHNE
OB OTAENE NO PABOTE C OBPALLEHNAMU ITPAXXKOAH
AOMUHUNCTPALUNN MECTHOIO CAMOYTIPABJIEHNA
MYHULMNANBHOIO OBPA3OBAHUA ANTOPCKUIN PAIOH PCO-ANTAHUSA

L O6uime nonoXxXeHus

1.1. Otgen no paboTe ¢ obpaweHusMu rpaxpaH (fanee mmeHyetca - OTgen)
ABNAeTCA CTPYKTYPHbIM noppasgeneHnem aAMUHUCTpaLNK MECTHOrIO
caMoynpaBfieHUss  MyHuUUMNanbHOro  obpasoBaHWst  [AMrOpCKMIA  pailoH U
ocylecTBnfgeT paboTy Mo opraHuM3aumn pPacCMOTPEHUS MUCbMEHHBIX W YCTHbIX
obpalleHNin rpaxaaH.

1.2. CTpykTypa ¥ wTaT otaena yreepxpaetcs nason AMC MO [Auropckui
panioH, ero paboTy BO3r/aBnseT Haya/lbHUK OTAeNa.

1.3. feaTtenbHoCTb OTAeNa No opraHn3aLnn pacCMOTPEeHUS MUCbMEHHbIX U YCTHbIX
obpalleHnin rpaxaaH HanpaenseTcsd M KOHTPO/AMpPyeTcsa 3amecTuTtenem [ nasbl
aAMUHUCTpaLmN.

1.4. PaboTHMKM oOTAena B CBOel paboTe C obpaweHusMU  rpaxpaaH
PYKOBOACTBYHOTCH AeNCTBYHOLW UM 3aKoHOaTeNbCTBOM no BONnpocam
PacCMOTPEHUA NPeASIOKEeHUR, 3asBIEHUA W Xanob rpaxgaH, WHCTPYKUMen no
BeAEHWIO [efonpon3BoacTea B agMuHuctpaunn AMC MO [Wropckuini panoH u
HacToAw MM onoXKeHneMm.

. OcHOBHble 3ajavun U PyHKUMK oThena
OCHOBHbIMW 3afa4amn U PYHKUNAMUN OTAENA ABNAOTCA:

2.1. OpraHusaumsa paboTbl No NpUemMy U pacCMOTPEHUIO NPEANOXEHWNI, 3adBNEHNI
N Xanob rpaxgaH, KOHTPONb 3a MNPUHATUEM PELIEHUA N0 HUM B HOPMAaTMBHbIE
CPOKMW.

2.2. OpraHmsauusa nNpUEMOB rpaXaaH Mo fW4YHbIM  Bonpocam [ naBoi
agMuHucTpaumum AMC MO Anropckunii paoH u ero 3aMecTUTeNSMMU.

2.3. Perncrtpayms nNUCbMeEHHbIX 06paLLeHNid, n3yvyeHne, oopMaeHne UxX B aena u
nepefaya Ha paccMOTpeHWe pPYKOBOACTBY agMWHUCTpauMm B COOTBETCTBUU C



YTBEPXKAEHHbIM pacnpefesieHneM 0643aHHOCTEA WAM B COOTBETCTBYHOLLME
CTPYKTYPHble NogpasfieNieHns ans NPUHATAA peLleHus.

2.4. V13yyeHune 1 aHa/iM3 BOMPOCOB, MOCTAB/IEHHbIX rpaXkjaHamu B NMUCbMax U Ha
NINYHBIX NpUEeMax, 1 Ha 3TO OCHOBE MOArOTOBKa ONEpaTUBHOW M NepuoanYecKom
NH(opMaLMM O KONMYECTBe N XapakTepe obpaweHnin, noctynmewnx 8 AMC MO
[Vropcknin panoH.

2.5. TMogroToBKa Ha OCHOBe 0600WEHNS W aHanm3a 06palleHUin rpaxjaH
NPeaNOXEHUA N0 YCTPaHeHUI0 MNPUYNH, NOPOXKAaLWMX WX 0O60CHOBAHHbIE
Xanoobl.

2.6. KOHTponb 3a CBOEBPEMEHHbLIM W MOJIHbIM PACCMOTPEHUEM Ob6paLLeHW
rpaxaaH, Hanpas/ieHHbIX B CTPYKTYpHble nogpasgeneHns AMC MO [Auropckui
panoH.

2.7. OcyllecTB/IeHNe NPOBEPOK COCTOAHMA paboTbl MO PaCCMOTPEHUID 06paLLeHWi
rpaXgaH, okasaHue npakTUyeckom U MeTOAMYEeCKOW MOMOLLM B OpraHu3aumm 3Toin
paboTbl B agMUWHUCTPaALMAX panloHOB, OTAenax, YNpaBNeHUAX U KOMUTeTax
ropoAckoM agmuHucTpaumn. WM3ydyeHne, o0606LleHMEe U pacnpoCTpaHeHue
MOMIOXKMUTENBbHOIO OMblTa OpraHM3auum npuemMoB W PacCMOTPEHUA Ob6paLLeHuni
rpaxaaH.

2.8. BefeHve [enonpov3BOACTBA MO O06palleHUaM rpaxaaH, obecneyeHue
XpaHeHUA W CBOEBPEMEHHOM Mepejayn gen B apxumB, Perucrpayms u paccblika
agpecataM OTBETOB, noAnucaHHbiXx Mnasoi AMC MO [uropckoro paroHa u ero
3aMecTUTeNIAMMN.

I11. MNpaBa
Mo Bonpocam, OTHECEHHbIM K KOMNETEHLUUW OTAena, emy NpefocTaBnseTca npaso:

3.1. HanpaBnATb B agMUHUCTPALUN NOCENEHWIA, OpraHun3aLu Nam Xo3sMCcTBEHHbIE
opraHbl NMMUCbMa rpaxgiaH, OTHOCAWMECA K WX KOMMETEHUUW W paHee UMK He
paccmatpuBaBLUMecs, B HEOOXOAMMBIX Cfyyasx C MOJSyYeHUEM WHGpopmauun o
NPUHATLIX Mepax.

3.2. 3anpawmBatb OT agMUHUCTpPaLUA MOCENEHUn, a TakxXe OT CTPYKTYPHbIX
nogpasfeneHnii agMMHUCTPaUnn paioHa U NOABEAOMCTBEHHbIX e NpeanpuUaTuil,
opraHusauMin - 1 yuypexzaeHud uHOOpMauulo W  Apyrue  LOMOJHUTENbHbIE
maTtepuanbl, Kacalolimecqd BOMPOCOB, MOCTaBMEHHLIX B MUCbMEHHbLIX U YCTHbIX
obpaleHnax rpaxaiaH.

3.3. TpeboBaTb OT PyKOBOAUTENEW CTPYKTYPHbIX noApasgeneHnii oopmaeHus
OTBETOB Ha oOOpalleHUss rpaxpgaH B COOTBETCTBMM C  WHCTPYKUMEN o
[lenonpon3BoACTBY.

3.4. He npvHMMaTh OT UCMONHUTENEN HenpaBuibHO OOPM/IEHHBIE OTBETHI.

3.5. BHOCUTbL Ha paccMOTpeHMe agMUHWUCTpauMuM BOMpocbl 0 paboTe C
MUCbMEHHBIMU M YCTHbIMU 0BpaLleHNsIMU TpaxaaH.

3.6. B cnyyae Heo6X0AMMOCTM BHOCUTb MPEASIOXEHUS O NMpPUB/eYeHUN K paboTe
Ha JOrOBOPHOW OCHOBE OTAE/bHbIX CMeLnanncTos.



IV. OpraHusauma paboTbl ¢ o6paleHUAMN rpaxaH
4.1. OpraHusaymsa NMYHOTo nNpuema rpaxpaaH

4.1.1. Tlpuem 1 paccmoTpeHne obpaleHnn rpaxaaH B afAMUHUCTPaLUM
ocylwlecTBnawT: [NaBa agMUHUCTpaLUK, 3aMECTUTENU T[NaBbl, HayalbHUKN
ynpaBneHWin 1 HavanbHUKM  oTAenoB. [lpuvem  rpaxgaH nNpoBOAUTCA B
YCTaHOB/IEHHble TPaMKOM U f0BefeHHble [0 CBefeHMA rpaxaaH AHW U Yachl.
4.1.2. 'pathuk npmvema coCTaBsAETCA Ha MeCAL, rnaBHbIM CneyuanncToMm oTaena no
paboTe C obpalleHMAMM rpaxhaH 40 25 yucna, 3aTemM COrnacoBbiBAeTCA CO BCEMMU
BHECEHHbIMW B HEro  AO/DKHOCTHbIMM  NMLAMW,  YTBEPXKAAeTCs  r/1aBou
aAMUHUCTpaLuUK,  Kypupyrwwum  oTgen, W BbiBeWMBaeTcd B 3[aHuu
agMUHUCTPaLMM Ha JOCTYMHOM A1 0603peHus MecTe.

4.1.3. Tlpuem rpaxpgaH MO NMYHBLIM BOMpPOCaM OCYLLECTB/AETCS B MPUEMHON
agMUHUCTpaUMn. 3anucb rpaxaaH Ha npuem K [NaBe agMUHUCTpaLUM MECTHOIO
caMOynpaBfieHUs MyHuUUMUNanNbHOro o6pasoBaHua [AUropckuin paioH u  ero
3amecTuTenam BegeTtca paboTHMKaMW  OTAenla, COrfacHO YCTaHOBJIEHHOMY
rpauky.

4.1.4. NNnyHblA npuem [naebl afMUHUCTPaLUN 1 ero 3aMecTUTeNlell obecneunsaroT
creyuanncTbl 0TAeNa, a TakXKe apyrve AO/HKHOCTHbIe LA aAMUHUCTPaLMN No nX
PeLleHunto.

4.1.5. Mpuem nHBanngos BOB u Tpyaa, y4aCTHMKOB BOWHbI MPOU3BOANTCA BHe
oyepeau. 3anucaslUMeca Ha nMpueM NpPUHUMAlOTCA B  MNOPALKE, COrIacHo
NOArOTOB/IEHHOMY 3apaHee CMUCKY.

4.1.6. C rpaxpaHamu, Bnepsble NpULIEALINMA B MPUEMHYIO aAMUHUCTPALNK,
nposoguTca 6ecefa pabOTHMKOM, BefyLUM 3anucb Ha NpuUem A5 BbISCHEHUA
BOMpoca W onpegeneHUs [AO/MKHOCTHOrO /nuua WM opraHa, K KOMMeTeHLUu
KOTOPOro OTHOCUTCS paspelleHue obpalleHus. Mpu 3TOM BbISICHAETCH, K Kakum
[AO/MDKHOCTHBLIM /IMLaM WM opraHaMm YyxXe obpaliancs 3asBuTeflb U Kakoe pelleHune
npuHaTo. ECnu 3asBuTeNb paHee He obpawjancd K KOMMETEHTHbIM nuvuam Wau
opraHam no BO3HMKLUEMY Y HEero BOMpOCY, TO eMy coobuiaeTcs amununs, ums,
OTYECTBO, CNYXXe6HbIN agpec JO/MKHOCTHOrO fMua, MM60 HaMMeHOBaHWe W agpec
opraHa, B KOTOpbIA eMy cnefyeT 06paTUTbCA.

4.1.7. Ha BCe NWUCbMEHHbIE M YCTHble 00paLleHUA 3ano/IHATCA KOHTPO/IbHO-
perucTpaLmoHHble KapTOuykM U 3aBOAATCA “Adena”, B KOTOPblE KOMMJIEKTYETCH
AOKYMeHTaUNsA, 0THOCALaACA K 06paLLeHuIo.

PelleHnsa, MpUHATbIE PYKOBOAWUTENAMU MO 06palleHnsM rpaxiaH, 3aHOoCATCA
pabOTHNUKOM OTAeNa B KOHTPO/IbHO - PerncTpauMoHHble KapTOUYKM, KOTOpbIe nocrne
OKOHYaHUA Npuema perncTpupyroTca 1 3aHOCATCA B KOMMbLIOTEP.

4.2. OpraHu3aums pacCMOTPEHUN MUCbMEHHbIX 00paLLeHNiA rpaxkaaH

42.1. TucbMa rpaxpaH, nNOCTynuBILUME B OTAEN  [JOKYMEHTALWOHHOrO
oGecneyeHuns ynpaeneHUs [enonpousBoACcTBa, NepeaalnTcs B OTAeN No pa6oTe ¢
o6palleHNaMM TFpaXKaaH, rae MpPoW3BOAUTCS WX peructpauus. Mpu 3TOM Ha



nnucbMax paboTHMKamMM OTAena MNPOCTABMAKTCA PerucTpauuoHHbIA  WwTamm,
(uKcupyrowmii  gaty WX MOCTYNJEHUS W PerncTpayuoHHbIA  HOMep, a B
HEe0O6X0ANMbIX CNny4vasax TakxXe LWTammn "KOHTPO/b".

4.2.2. Bce noctynusLLMe nuUcbMa NPOBEPAOTCA HA KOMMbIOTEPE Ha NMOBTOPHOCTb
noctynneHuns (no amunun 3aasutens). Ecnm obpalieHne SBIAETCA MOBTOPHbIM,
TO BCe MaTepuanbl FpynnupyloTcs B OAHOM “gene”, perncrpayuoHHbIA HOMep
0CTaeTcs nepBoHaYasIbHbIM.

4.2.3. Tlo cofep>XaHWiO KaXX4Ooro obpalieHUs OTAeNIoOM onpefenseTcd KoMy Wu3
PYKOBOAUTENEN  afAMUHUCTPaUMW, APYrUM  LO/DKHOCTHbIM — iMuaMm  cnegyet
HanpaBUTb €ro A5 pacCMOTPeHus.

4.2.4. Ha paccmOoTpeHMe pykKoBoAUTENel aAMUHUCTpaUuUW, KakK MpaBuno,
nepefaroTca NpeasoXKeHUs, 3aaBNEHUA W XKalobbl rpaxaaH, nocTynuBLIME Yepe3
rocyAapCTBeHHbIe OpraHbl, 06LWeCTBEHHbIE OpraHu3aLnn, pejakunm LeHTpanbHbIX
raseT n XXypHasnoB, KONEeKTUBHbIE U MOBTOPHble 06paLLleHNs rpaxiaH. Y KaszaHHas
Kateropua MUCEM CTaBUTCA Ha "KOHTpPOMb" W NOANMHHUKM OTBETOB Ha HUX
nognexkar BO3BpaTy B OTAeN Nno paboTe ¢ o6palleHMAMIN rpaxiaH.

MucbMa  rpaxgaH, Tpebytolwmne pasbsACHEHUA MOMOXKEHWIA  [eliCTBYIOLLEr0O
3aKOHO4AaTeNbCTBa, a TakKXKe He paccMaTpuBaBLUMECA paHee agMUHUCTpauunen
MECTHOro camoynpaB/ieHUs MYyHWUUMNanbHOro o6pasoBaHUs [AUropckuii pawioH,
HanpaBNAlTCA OTAe/NIOM AN MPUHATUS Mep Ha MecTe, O 4YeM coobuiaercs
3a9BUTENIO.

4.2.5. PykoBoauTenb agMUHUCTpauLuUU U3yyaeT cofepkaHue MOCTYNUBLLETO
obpallleHnsi, a TakKXKe [OKYMEHTbl, Haxogsuwuecs "B Aene", nMUIWIET Ha
pPerncTpauMoHHOW KapTOyKe pe3oniouuto, C YKaszaHMeM KOHKPETHbIX CPOKOB
paccMOTpeHus obpalleHns UCNOMHUTENEM W NepefaeT ero NOMOLLHUKY, KOTOPbIN
nocne 03HaKOMJIEHUA C Pe30/IOLMAMU PYKOBOAUTENE, NepeaaeT NMcbMa B OTAEN.
Ecnn Ha nocTtynusllee nNUCbMO TpebyeTcs OTBET B BbIWECTOALWME OpraHbl, faet
OLHOBPEMEHHO YKas3aHuMe MNOMOLWHWUKY O MNepcoHalibHOM  KOHTpo/se  3a
MCMOMIHEHMEM CBOEro pelleHusa Mo obpaweHnto, a Takxe MnocnefyroLen
MOArOTOBKE MPOEKTOB OTBETOB B  BblleCTOAWME TrOCyLapCTBEeHHble U
06LLeCTBEHHbIE OpraHn3aunmn, pejakunmn LeHTpasbHbIX ras3eT U KypHasoB.

4.2.6. YBefOMNeHVWe TpaxhaH O Mepax, MPUHATBIX N0 UX O0b6palleHnam
oCyLLecTBnAeT OTAeN no paboTe ¢ 06paLLleHNAMMN TPaXKaaH.

4.2.7. Tpn opraHusaumMM pacCcMOTPEHUA TMUCbMEHHbLIX W YCTHbIX 06paleHui
rpaxgaH OTAen KOHTPOAMpYyeT CO6M04eHNe CPOKOB UX UCMONHEHUS:

a) 40 Of4HOro mecsiya B cnyvasx, Korfga TpebyeTcss AOMNOSIHUTENbHOE U3YYeHUe U
NnpoBepKa;

6) po 15 fgHeid B cnyvasx, Korga He TpebyeTcs [AOMONHUTENIbHOE W3yYeHue U
npoBepkKa,

B) 3aAB/IEHUS N XKanobbl BOEHHOCAYXaWMX N YIEHOB U3 CEMEN paccmaTpuBatoTCs
6esoTnaraTenbHO, HO He MO3AHee 7 [OHEW C MOMEHTa WX TMOCTYN/JeHns B
ynpaBieHUsi, KOMUTETbI, OTAENbl U CNYXObl aAMUHUCTPaLMN PaiioHa;

r) B ciiydae Heo6X0AUMOCTM MPOBeAeHUA cneluasbHON NPoBepKM U TpeboBaHMSA
[LONONHUTENbHbLIX MAaTepuanoB U NPUHATUA APYTrUX Mep, rnasa agMuUHUCTpaUnmn u
3aMecTUTeNnn MOryT B MNOPALKE WCKIYEHUS MNPOAIUTL CPOK WCMONHEHUS



3asBNeHNs WM HKanobbl, HO He Gonee YeM Ha OAWH Mecsl, a o6palleHus
BOEHHOC/Y>ALLMX W YNEHOB MX CeMeil He 6onee yem Ha 15 AHel ¢ nocnegyoLWUM
yBeOMEHNEM NLA, MOAABLLENO Xanoby unn 3asBneHue.

4.3. KOHTPO/b 33 UCNOSTHEHUEM PELLEHUIA NO 06paLLeHUsaM FpaxaaH

4.3.1. KOHTPONb 3a UCMOMHEHMEM PeLleHUi, NPUHSATLIX NOo 06paLleHUsM rpaxaaH,
OCYLLECTBNSET NaBHbIA CNeuManncT oTAena ¢ MOMOLLbLI KOMMbOTepa.
Mepvognyeck pabOTHUKKM OTAena CTaBAT B W3BECTHOCTb MCMOMHUTeNein 06
NCTEUEHUM CPOKOB PacCMOTPEHUsl O0OpallleHUid rpaxgaH, O uem jJenarTcs
COOTBETCTBYHOLLNE OTMETKN .

4.4, O606WEeHNEe 1N aHaNM3 obpalleHnin rpaxaaH

4.4.1. CsefleHNs 0 KO/NMYeCTBE W COAEPXAHMM BOMPOCOB, MOAHATbIX B
MUCbMEHHbLIX W YCTHbIX o0bpalleHnsx rpaxaaH (pasfgenbHo) obobulatoTcs C
MOMOLLbI KOMMbOTEPA MO COCTOSAHUIO HAa 14MCNO KaXA0ro mecsua, keaprana.
4.4.2. O606UleHMe M aHann3 CBEAEHWI O paccMOTpeHMU obpalleHU rpaxaaH
MPOBOAMTCA €XeMeCsAYHOo, Mo uToram nonyroAaus U roga rnasHbIM cneynanncTom
oTAena no pabote ¢ 06paleHNAMN rpaxkiaH.

CornacoBaHo:

3amecTtutens Massl AMC MO Auropckuit
pailoH no 6esonacHocTn  KopHaes T.A.

3amectutens Masbl AMC MO Auropckuii
panoH Lle6oes A.A.

Ynpasnsawowas genamm AMC MO Ouropckuii
panoH Arysaposa M./[.

HauyanbHUK topugnyeckoro otgena AMC MO
Auropcknin panoH TonacoBa /1.9.

C nonoxeHuem cri'v"

(mognucwk, paclumgpoBKa nognucu)



