I'OCYAAPCTBEHHOE BIO/UKETHOE YYPEXJAEHUE I'OPOJIA
MOCKBBbI
JIOM COLIMAJIBHOTI'O OBCJIYKUBAHUS « CEBEPHOE U3MANJIOBO»
JEINMAPTAMEHTA TPYJA U COLIMAJBHOM 3AIIIMTHI HACEJEHUS
I'OPOJA MOCKBBbI

iy IPUKA3
o ABV3ACAL w 77Y

06 yrBep:kaennu PerjiamenTa

paboThI €O CIy:KeOHBIMHU TOKYMEHTAMH U
o0palieHUsIMH TpaskIaH

B I'BY CounanbHblii 1o0M

«CeBepHoe U3maiisioBo»

B coorBerctBuu ¢ Konctutyuued Poccuiickoit ®enepannu, [ 'paxnaHCKuM
xoznekcoM Poccutickoit @enepainu, OenepanpHbiM 3akoHOM OT 2 Mast 2006 1. N 59-
@3 "O nopsinke paccMoTpeHHUs oOpaineHuii rpaxaan Poccuiickoit @enepanuu', B
LeNIIX yJIy4IlIeHNs] Ka4ecTBa MPe0CTaBIeHUS YCIIyT,

[TPUKA3BIBAIO:

1. YrBepoure PermameHT paGoThl cO  CiIy)XeOHBIMH JIOKyYMEHTaMH U
oOpallleHHsAMH TpakiaH B [ ocymapcTBeHHOM OIODKETHOM YUPEKICHUH TOpoja
Mockssl [loMm conuansHoro odciyxubanus «CeepHoe M3maitnoBoy» [lenmaprameHTa
TPpyZAa ¥ COLMaIbHOU 3aIuThl HaceneHus ropojaa Mockssl (I Tpunosxenue Nel).

2. KoHTposb 3a BBINOJHEHUEM MTPHKa3a OCTABIISIO 38 COOOH.

JlupexTop W - s1.C. IllecTakoBa
7

[Totikuna E.1O.



Ipunoxkenue Nel

. IIlectakoBa
2022r.

PETJIAMEHT

PABOTBI CO CIY’KEBHBIMH JOKYMEHTAMH H ObPAHIEHUSAMHU
T'PAXKJIAH B I'BY COLIMAJIBHBIN JIOM « CEBEPHOE U3MANJIOBO»

1. O0uHe MoI0KEeHH A

1.1. Hacrosimuii pernameHT (nanee — PerimamMeHT) cocTaBlieH B LENSIX yJIy4dIIECHUs
KayecTBa OKa3bIBAEMBIX COLMAIBHBIX YCIyr [OCyaapCTBEHHBIM OOKETHBIM
yupexxaeHueM ropoaa MockBbel [loMm coumansHOro 060cmykuBaHus «CeBepHOE
W3maiinoBo» JlemaprameHTa TpyJa W COLMATIbHOW 3alllUThl HACEJEHWS Iropoja
Mocksbl  (nanee — YupexnaeHue), B COOTBETCTBUU ¢ DeepaabHbIM 3aKOHOM OT
02.05.2006r. Ne 59-®3 «O mopsiake pacCMOTPEHHsI OOpallleHWd TIpaxaaH
Poccutickont @enepanum.

1.2. Hacrosiumuii periamMeHT ycTaHaBIMBaeT OOIIMe IpaBUia pPACCMOTPEHMUS
KanoO, 3asBIEHUM, MpenoKeHud (manee — oOpallleHus1) rpaKaaH, ONpeaesseT
OpraHuzauuio padoThl ¢ OOpalleHUsIMU TpaxJaH, UX TpUeMa B YUPEKICHHUHU,
[IpaBWJIa PErucTpaluu, y4YeTa M KOHTPOJISI 338 HX HCIOJHEHHEM, IOPSI0K
OTYETHOCTH O paboTe C MUChbMaMU TpaXkaaH.

1.3. Ilonoxenust Hactosimiero PernameHTa pacrnpoCTpaHSIOTCS Ha YCTHbIE |
[IMCBMEHHbIE, UHAUBUIYyallbHble W KOJUJIEKTUBHBIE OOpallleHUs rpaxkiaH, Kpome
oOpallleHHii, paccMOTpeHHUE KOTOPBIX PEerylupyeTcss COOTBETCTBYIOLIUMHU
3aKOHOJATEIbHBIMU U UHBIMU HOPMATHUBHBIMU MTPAaBOBBIMU aKTaMHU.

1.4. IlpueM rpaxgaH OCYILIECTBISETCS B OTHOUIEHWM TIpaxJaaH Poccuiickoi
Qenepauyy, a TakKe HWHOCTPAHHBIX TpaxkaaH M Jul 0e3 TpaxIaHCTBa, 3a
UCKIIFOUEHUEM  CJIy4YaeB, YCTAHOBJIEHHBIX  MEXAYHApPOJHBIM  JIOrOBOPOM
Pocculickoit @enepaunu win heneparbHbIM 3aKOHOM.

1.5. OOpalueHus: rpaxaadH MOTYT TIOCTYIAaTh B BUAE MPEIIOXKESHHUH, 3aSBICHUN H
Kaoo.

Ilpeonoscenue — pexoMeHIauusi TpaXTaHWHA, HAMpaBleHHAs Ha YilIydlleHHe
nestenpHocTd OpraHu3aluy.

3aaenenue — npocsda rpaXkAaHHa O COIEUCTBUMY B peaj3alluy ero npas, CBOOO
WIIA 3aKOHHBIX MHTEPECOB JIUOO0 Mpas, cBOOOJ WM 3aKOHHBIX MUHTEPECOB IPYIUX
JHL, OO0 COOOlleHHe O HApYIIEHHWH 3aKOHOB U MHBIX HOPMATUBHBIX IPaBOBBIX



aKTOB, HeJocTaTKax B pabore OpraHu3aliy U AOHKHOCTHBIX JIHLI, JTHOO KPUTHKA
nesitenbHOCTH Opranu3ali U TOJDKHOCTHBIX JIMLL.

/Kanoba — npocwda rpaxk1aHuHa O BOCCTAHOBICHUN WM 3aLUMTE €r0 HAPYIICHHBIX
mpaB, CBOOOJ WM 3aKOHHBIX HHTEPECOB, JTHOO IpaB, CBOOOJ WM 3aKOHHBIX
UHTEPECOB APYIUX JIHILL.

2. TpeboBaHue K HH(POPMHPOBAHHIO

2.1. Vudopmarmst o MecTe HaxXOXAeHHs, rpaduke padOTbl U CIPABOYHOM
TeneoHe aIMUHUCTPALMU pa3MellaeTcs Ha O(QUIMAIBHOM CAaWTe yUupekKIACHHs
['BY Counansusiii oM «CeBepHoe M3mailnoBo» B cetu HWHTepHer:

2.2. NMudopmanust 0 MecTe HaxOXACHUs U rpaduke paOOTbl aJIMHUHUCTPALWH,
TOPSIIKE W XOJIe MpreMa IpakaaH B YCTHOM (opMe MOKHO Y3HATh 110 Tele]oHy:
ten./dakc: (499) 164-89-42;

peceriH: (499) 164-00-47

WIX 110 aJ{pecy HaXOXKIECHUS aIMUHUCTPALMU YUPEKICHHS:

105 215, r. MockBa, yJ1. 9-1 [lapkoBas, 53

B npuemHble Yachl:

[IonenenbHuk - yersepr: ¢ 9 yacoB 00 MunyT 10 17 yacoB 45MUHYT;

[Tarauna: ¢ 9 gacoB 00 MuHyT 10 16 yacoB 30 MUHYT

Ob6enennoe Bpems: ¢ 13 vacoB 00 munyT 10 13 9acoB 30 MUHYT.

2.3. IlucbMeHHBIe OOpallleHusl Ipak[aH HaMpaBISIOTCS 10 IOYTOBOMY aapecy:
105 215, r. MockBa, yi. 9-s [lapkoBasi, 53 wiu o agpecy 3IeKTPOHHON IOYTHIL:
sd-12(@mos.ru.

3. MOPSIIOK OBPAIIEHUS TPAJKIAH

3.1. T'paxxnannH umeeT mpaBo JuyHO oOpatuThes B I'BY CoumanpHblii 10M
«CeBepHoe M3MaitioBo» ¢ IENIbI0 JIUYHOTO OOpAIICHUS K JOKHOCTHOMY JIMLLY
YUPeKICHUsI, HalpaBUTh OOpalleHHe MHChMEHHO WIH B (OpMe 3JIEKTPOHHOI'O
JIOKyMEHTa  IOCPEJCTBOM  IIOYTOBOM,  TejerpadHod,  SJEKTPOHHOM U
(axcUMUIBHOHN CBSI3HU, a TaKXKe uepe3 OMUIHATbHBIA CAlT yUpeIKACHNUS.

3.2. B IlucemenHOM oOpallieHHH TpaKIaHUH B 0053aTEIHbHOM MOPSAKE YKa3bIBaeT
mbo HaumeHoBaHue yupexnaeHus (I'BY Coumanenbiii  goMm  «CeBepHOE
N3zmaiinoBoy), 1100 paMuinio, uMsi, OTYECTBO COOTBETCTBYIOIIETO JOIKHOCTHOTO
nuua, MO0 JOMKHOCTh COOTBETCTBYIOIETO JHLA, & TAKXKEe CBOU (PaMUIIHIO, UM,
OTYECTBO, IIOYTOBBIA aApec, MO KOTOPOMY JOJIKHBI OBITh HAalpaBleHbl OTBET,
U3J1araeT CyTh NPEAIOKEHUs, 3asIBICHUS WIH 5Kal00bl, CTABUT JIMUHYIO TOANUCH U
JaTy.

3.3. B ciydae HeOOXOJMMOCTH B IOJTBEpPXKICHHE CBOWX IOBOJOB TI'PaKIAHHUH
npujaraeT K MNUCbMEHHOMY OOpalleHHI0 JOKYMEHThl M MarepHhaibl Jubo ux
KOITUH.

3.4. B OOpamenuu rpaxkiaHuHa, IOCTyNHMBIIEe B YyupexaeHue B (opme
SJIEKTPOHHOTO JOKYMEHTa, B 00s3aTeNbHOM MOPSJIKE JOJDKHO —COIEepPXKaTh
baMmimio, uMs, OT4ecTBO (TIOCNTENHee - TPU HAIMYMK) TPaXIaHWHA, aapec


mailto:sd-12@mos.ru

3JIEKTPOHHOM [OUTHI, €CIIM OTBET MOKEH ObITh HAIPABJIEH B (POPME 3IEKTPOHHOTO
JIOKyMeHTa, b0 TOYTOBBIM amapec, €Cid OTBET JOJUKEH ObITh HAmNpaBlieH B
IIUCbMEHHOM dhopme, U CyTh 00paIlcHUS.

3.5. I'paxmanuH BIOpaBe MPUIOKHATH K TakoMy OOpalleHHuI0 HeoOXOAUMbIE
JTOKYMEHTBI U MaTepHaibl B 3JEKTPOHHOH (opme JMOO HAIPAaBUTH YKa3aHHBIC
JIOKYMEHTBI ¥ MaTepHalIbl HJIK UX KOITUK B IUCBMEHHOH (hopme.

3.6. Ha nuyHOM TmpHeMe JOJDKHOCTHBIM JIMLOM YYPEXKIEHUS TPaXKIaHUH
MPEABSBISET JOKYMEHT, YIOCTOBEPSIOIINHI €r0 JMYHOCTD, U M3JIaraeT COACPKaHue
CBOEr0 YCTHOI'O OOpallleHHs.

3. Perucrpanus oOpaiieHu rpa;iaan

3.1. Ilpuem oOpallieHH, TOCTYNMUBIIKUX Yepe3 IIOYTOBOE OTAEIEHHUE CBA3H, TaKXKe
npueM OOpallleHWHd JIMYHO y TpakJaHWHA OCYLIECTBIAETCA CEeKpeTapeM
YUPEXKEHUS, OTBETCTBEHHBIM 3a MPUEM JTOKYMEHTOB.

3.2. Ilpu nocTyrieHnn o0palieHust:

- MpoBepsieTCs  MPABHIBHOCTh COMEPIKAHMS KOPPECIOHAEHINH, OIIHO0YHO
JIOCTaBJICHHbIE TIOYTOBBIE OTIIPABJICHHUS HE BCKPBIBAIOTCS W BO3BPALLAIOTCS B
JOCTaBUBIIIEE UX OTJENICHUE TOUYTOBOU CBSI3H;

- BCKPBIBAIOTCSI KOHBEPTHI, TPOBEPSIETCS] HATUUME B HUX JOKYMEHTOB, KOHBEPTEI
[IOJIKAJIBIBAIOTCS. U COXPAHAIOTCS B JI€JIaX;

- IOCTYTHUBIINE TOKYMEHTBI MPUKPEIUISIOTCS K TEKCTY 0OpalieHusl.

3.3. OOpauieHue B 3JIEeKTPOHHON (opMme, HAMpaBICHHOE Ha JIEKTPOHHYIO IIOYTY
YUPEIKIEHUS, IPUHUMAETCSI CeKpeTapeM YUpeKIE€HUS, OTBETCTBEHHBIM 3a IIPUEM
BXOJISIIIINX TOKyMEHTOB C HCIIOJIb30BaHHEM MPOIPaMMHO-TEXHUUECKUX CPeJCTB, U
pacrieyaThiBaeTcd Ha OymMakHbI HOocuTenb. Cekperapb IPOBEpseT NPaBUIBHOCTD
aJlpeCOBaHUsI MUCbMEHHBIX 00paIeHUI U PEeTUCTPUPYET UX.

3.4. IIpuem oOpalteHuit, HarpaBIeHHbBIX (AKCUMUIBHON CBS3bI0, OCYILECTBIAETCSA
M0CJIe UX TOCTYIIEHUs Ha (aKkCUMUIIbHBIN ammnapar ceKpeTapeM, OTBETCTBEHHBIM
32 IpUEeM BXOASIIMX JAOKyMeHTOB. (Cekperapb MNpoOBepseT MPaBUIBHOCTb
aZpeCcOBaHUs U PETUCTPUPYET UX.

3.5. Ilpu mpueme ODUCbMEHHOro OOpaIIeHUs] HEIOCPEICTBEHHO OT 3asABHUTEINS IO
€ro Ipoch0e CTaBUT Ha KOMWU oOpaieHus (MpU YCIOBHM HAIUYUS KOIUHU Y
3asiBUTEIS) LITAMIT O TIPUHSATHN OOpaIIeHUs ¢ YKa3aHUeM JIaThl €r0 MOCTYTIIICHHSL.
3.6. Bce mocrynaromue B yupeIeHHe TOKYMEHTHI M OOpAallleHHs TIpakIaaH,
CBSI3aHHBIE C UX PACCMOTPEHUEM, IPUHUMAIOTCS U PETUCTPUPYIOTCS CeKpeTapeM B
NeHb WX MOCTYIJICHUS B YUPEIKICHHE

3.7. Cexkperapb YUYPEeXKICHHsS PETUCTPUPYET IMHCbMa TIpaXIaH B IKypHale
perucrpanuy BXoaamux n1oKyMeHToB (IIpunoxenue Ne 1 k Permamenty). KypHan
NOJDKEH COJIePIKaTh:

- PErUCTPALMOHHBIN HOMep 00palleHus;

- (damunus, HMs, OTYECTBO (MOC/e[Hee - TPU HAJTMYUK) 3asBUTENsS (B
UMEHUTEJILHOM Majexe). Ecny muckMo moamucano AByMs u 0oJiee aBTOpamMH, TO
PETUCTPUPYETCS NEPBBIN 3ASIBUTENb.



Taxoe obpawenue cuumaemes xonnexmugnvim. Konnexmuenoe oopauyenue
pezucmpupyemcst 8 00uem nopaoxe
- 1aTa OOpallleHus;
- TUIT I0CTAaBKH oOpauieHus (MHCbMO, JJIEKTPOHHOE TIUChMO, TelIerpaMma, (pakc).
Ecnu muceMo TmepeaapecoBaHO, TO YKa3blBAIOTCS HaMMEHOBAaHHE OpraHa,
HalpaBHBIIEro oOpalleHue, gaTa W HUCXOASILIUN HOMED COIPOBOAMTENIHHOTO
MUCHhMA;
- CYTh (coJep:kaHue) BoIpoca.
3.8. TloBTOpHBIM OOpallleHUsIM TpakJaH NPU UX [OCTYIUICHUH IMPUCBAUBACTCS
OYepeTHOM perucTpallMOHHbI HOMEp. B 3amucu nenaercst OTMETKa «IIOBTOPHOY.
IToemopnwimu cuumaromes. 0opaujers, noCmynusuiue om o00HO20 U Mo20
JIce uya no OOHOMY U MOMY Jice 80MPOCY, eClU CO 8pPeMeHU Nooadu Nnepeoco
UCMEK CPOK PACCMOMPEeHUs. WIU 3as68umeib He YOO6/emeoper OaHHbIM eMy
0meemom.
3.9. IluckMa ONHOTO M TOrO K€ JIMLUAa W [0 OZHOMY M TOMY € BOIPOCY,
MOCTYIHMBIIKE 0 HCTEUEHHs CPOKa PACCMOTPEHUsS], CUUTAIOTCS MepBUYHbIME. He
CUMTAIOTCS TMOBTOPHBIMU MHChMa OJHOTO W TOIO K€ aBTOpa, HO IO Pa3HbIM
BOIIPOCAM.
3.10. Ilpu perucTpauuu B )KypHalle yueTa BXOISIIEH KOPPECIOHIEHIINH 1€1aeTCs
orMeTka «OI» (obparienue rpaxaaH).
3.11. JlupexTop 3HAKOMHTCS C COJEp)KaHHeM OOpallleHWd, IHIIET Ha HUX
PE30JIIOLINHY, YKA3bIBasi UCIIOJHUTEINIEHN, IIOPSAO0K U CPOKHU MCIIOIHEHHUS.
3.12. Cexperapp yupekJeHHs yKa3blBaeT B JKypHaJle ydeTa BXOIALIEH
KOPPECIIOHICHIINM UCIIOMHUTENeH U mepefaeT UM OOpalleHus AJIsi PACCMOTPEHNUS
1 IOATOTOBKH OTBETA.

4. PacemoTtpenne oOpalieHuii rpaskiaH

4.1. OOpauienue, NOCTyNUBIIee B YUpeKACHHE, MOJJIEKUT 00sS3aTeIHHOMY
PacCMOTPEHUIO.

4.2. OOpallieHust He pacCCMATPUBAIOTCS B CIACAYIOIINX CIydasx:

- eclIu B OOpallleHUM COAep)KaTcsl HeleH3ypHBIE, OCKOPOUTENbHBIE BhIPaKECHNUS,
YTPO3bl KU3HU, 3J0POBBI0 U UMYIIECTBY JOJKHOCTHOIO JIUIIA, & TAKXKE YJIEHOB €ro
ceMbu.  [paxnaHuHy,  HampaBuBlIeMy  oOpalleHue,  cooOIaeTcs O
HEJIOIy CTUMOCTH 3JI0YIIOTPeOIeHH S PABOM;

- €CJIM TEKCT oOpallleHusl He MOJIaeTcs MPOYTSHHIO, O YeM B T€UEHHE CEMHU JTHEH
CO JIHA PErucTpaluuy OOpallleHHus COOOIIaeTCsl T'PaKIaHUHY, HAIPaBUBIIEMY
oOpalueHue, ecnu ero Gamuius W TOYTOBBIA aapec, OO aapec SIEKTPOHHON
TIOYTHI [TOJAAOTCS MPOYTEHHUIO;

- KOrja IIPUHATO pelleHHe O 0e30CHOBATENbHOCTH OYEepeAHOTO OOpalleHUs |
IPEKpaLIeHNH TIEPENUCKU ¢ TPAKIAAHUHOM, €CIIM B HEM COJEPKHUTCS BOIMPOC, HA
KOTOPBIM HEOAHOKPATHO HABAJIUCh MUCHMEHHBIE OTBETHI 110 CYLIECTBY B CBS3H C
€ro paHee IOCTYNUBLIIMMHU OOpaIieHUsIMH, M TpU OSTOM B OOpalleHuHd He






